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3apeructpupoaHo B MuHiocte Poccuun 20 asrycta 2014 r. N 33682

MWHUCTEPCTBO OEPA30OBAHUSA U HAYKA POCCUNCKOW ®EQEPALINK

NPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXXOEHUU
®EOEPAINIbHOINO rOCYOAPCTBEHHOIO OBPA30OBATEJIbHOIO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAIIbHOIO OBPA30OBAHUA MO CNELUUAIIBHOCTHU
46.02.01 JOKYMEHTALUUOHHOE OBECMNEYEHUE YMPABJIEHUA
N APXMBOBEJEHUE

B cootBetctBMM ¢ noanyHkToM 5.2.41 TMonoxeHns o MuHuctepcTBe obpasoBaHus u Hayku Poccurickon
depnepaumu, ytBepxaeHHoro nocraHosneHuem lNpasutenscrea Poccunckon ®epepaunm ot 3 mioHsa 2013 r. N 466
(CobpaHue 3akoHopaTenbctBa Poccuickon ®epepauun, 2013, N 23, ct. 2923; N 33, c1. 4386; N 37, c1. 4702;
2014, N 2, cT. 126; N 6, cT1. 582; N 27, cT. 3776), nyHktom 17 [MpaBun paspaboTku, yTBepxaeHus deaepanbHbIxX
rocygapcTBeHHbIX 0bpa3oBaTeNnbHbIX CTAHAAPTOB M BHECEHUS B HAX U3MEHEHUN, YTBEPXAEHHbLIX MOCTaHOBNEHNEM
MpaButensctea Poccuiickon ®epepauun ot 5 aBsrycta 2013 r. N 661 (CobpaHue 3akoHogaTenbcTBa Poccuiickon
®epnepaumn, 2013, N 33, cT. 4377), npukasbiBato:

1. YTBepauTb nNpunaraembin oegepanbHblii FOCY4apCTBEHHbI 0Dpa3oBaTenbHbI CTaHAapT CpeaHero
npodeccunoHansHoro obpasoBaHmsa no cneumnansHoctn 46.02.01 [JokymeHTaUnoHHOe obecneveHne ynpaBrieHus u
apxuBOBELEHME.

2. MNpusHatb yTpaTuBWKUM cuny npukas MmnHuctepcTea obpasoBaHus U Hayku Poccuiickon Peagepaumm ot 25
aHBapss 2010 r. N 75 "OO yTBepxaeHuM W BBedeHUM B [OelCTBUE dpedeparibHOro rocyaapCTBEHHOrO
obpasoBaTenbHOro CcTaHgapta cpegHero npodeccuoHaneHoro obpasoBaHus no cneumansHoctn 034702
[dokymeHTaumMoHHoe obecneveHne ynpasrneHus M apxuBoBegeHue" (3apernctpuposaH MuHUCTEPCTBOM OCTULMM
Poccuickon ®egepauun 27 despans 2010 r., peructpaumoHHbin N 16526).

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

MwuHucTp
0.B.JINBAHOB

MpunoxeHue

YTBepxaeH

npukasom MuHucTepcTBa obpasoBaHusi
n Haykn Poccunckon ®epepauum

ot 11 aBrycta 2014 r. N 975

®ELEPANBbHbIA TOCYOAPCTBEHHbLI OBPA3OBATESbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHANBHOIO OGPA30BAHUA NO CNELUUAIIBHOCTU
46.02.01 JOKYMEHTALUMOHHOE OBECNEYEHUE YNPABNEHUA
N APXMBOBEOEHUE

I. OBJTACTb NMPUMEHEHWNA

1.1. Hactoswuin  degepanbHbii  rocy4apCTBEHHLIM — obpasoBaTenbHbIi  cTaHAapT  CpegHero
npodeccuoHanbHoro obpasoBaHus NpeacTaBnseT cobow COBOKYMHOCTb 00s3aTenbHbIX TpeboBaHWIA Kk cpegHemy
npodgeccunoHanbHoMy obpasoBaHuio no cneuunansHocT 46.02.01 [JokymeHTaunoHHoe obecneyeHne ynpaBneHus
N apxvBoBeaeHue Ans npodeccuoHansHon obpasoBaTenbHOW OpraHusaumm u obpasoBaTernbHOW opraHu3aLmm
BbiCLLEro obpa3oBaHusl, KOTOPble MMEHT MpaBO Ha peanu3auuilo MMEKLMX roCygapCTBEHHYK akkpeguTauuio
nporpaMm MOArOTOBKM CREeLnanucToB CpefHero 3BeHa no AaHHOW cneuuanbHOCTW, Ha Tepputopun Poccuinckon
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depepaumnu (aanee - obpasoBaTtenbHas opraHnsaums).

1.2. lMpaBo Ha peanu3auuio nNporpamMmmbl NOArOTOBKU CMELUManMCTOB CpeaHero 3BeHa MO CrneumanbHOCTU
46.02.01 JokymeHTaumMoHHOe obecneyeHne ynpaBneHns n apxmBoBeaeHe umeeT obpasoBaTenbHasi opraHnsaumsi
Npy HanM4YUmM COOTBETCTBYIOLLEN NULEH3NN Ha OCYLLIeCTBNEHME 0bpa3oBaTenbHON AeATENbHOCTH.

BosmoxHa ceteBas copma peanusaumMm nporpammbl MOATOTOBKM CREuManicToB CpedHero 3BeHa ¢
NCMNOnb30BaHWEM PECYPCOB HECKONbKMX 0bpa3oBaTenbHbIX opraHnsauun. B peanusauumn nporpaMmMbl MOATOTOBKU
CcrneumanucToB CpedHero 3BeHa C  WCMOMb30BaHWeM CceTeBOM OpMbl  Hapsigy €  obpasoBaTenbHbIMU
opraHm3aumMsamMum  TakKe MOryT  y4acTBoBaTb  MEAMLUMHCKME  OpraHvMsauuv, OpraHmsauum  KynbTypbl,
PU3KYNbTYPHO-CNOPTUBHBIE U MHbIE OpraHu3auun, obnagatoLme pecypcamm, Heob6XoanMbIMU A1 OCYLLIECTBNEHMWS
00yyeHusi, npoBedeHMst y4eOHOW W NPOVM3BOACTBEHHOW MNPAKTUKM M OCYLLECTBIEHMS WHbIX BMAOB Yy4eOHoWn
OeATenbHOCTW, NPEAYCMOTPEHHbBIX NPOrpaMMON MOATOTOBKM CNELNanMcToB CPeaHEro 3BeHa.

Mpn peanunsaumm nporpaMmmbl NOArOTOBKM CNeLUanncToB cpefHero 3BeHa obpasoBaTenbHasi opraHm3auus
BrpaBe NPUMEHSATb ANEKTPOHHOE ODyYeHne n AUCTaHUMOHHbIE 0Bpa3oBaTenbHble TexHonorun. MNMpu obyvyeHun nuy,
C OrpaHUYEHHbIMU BO3MOXHOCTSIMU 300POBbsi 3MEKTPOHHOE Oby4eHMe M OUCTaHLUMOHHble ObpasoBaTenbHble
TEXHONOrMM OOIKHbI NMpeaycMaTpuBaTe BO3MOXHOCTb Npuema-nepedadn uHdopMaumm B OOCTYMHbIX AM1S HUX
dopmax.

[l. NCMNOJIb3YEMbIE COKPALWEHWA

B HacTosLweM cTaHaapTe UCMonb3ylTcsa creayolmne CoKpalleHns:

CI1O - cpeaHee npodeccuoHansHoe obpa3oBaHue;

ProcC CI1O - penepanbHbI rOCyAapCTBEHHbIM 00pa3oBaTesbHbI CTaHO4apT CpeaHero npodeccrMoHarnbLHOro
obpasoBaHus;

MMNCCS - nporpamma NoaroToBKM CNeLnanncToB CpeaHero 3BeHa;

OK - obLiasa komneTeHUus;

MK - npocheccrmoHanbHast KOMNeTeHUUs;

MM - npodeccroHanbHbI MOAYIb;

MIK - mexgucumnimHapHbIi Kypc.

IIl. XAPAKTEPUCTUKA NOArOTOBKW MO CIMNMEUNAIIBHOCTU

3.1. Nony4enune CIO no MMNCC3 gonyckaeTcs TONbKO B 06pa3oBaTenbHON OpraHn3auumn.

3.2. Cpoku nonyyenus CIO no cneumanbHoctTh 46.02.01 JokyMmeHTaUMoOHHOe obecneyeHmne ynpaBneHus u
apxvuBoBefeHne 6a30Bol NOArOTOBKM B O4HON chopme obyyeHus U npucBaviBaemble KBanudukauum NpUBOAATCS B
Tabnuue 1.

Tabnuua 1
YpoBeHb 06pa3oBaHug, HanmeHoBaHue kBanudukalmm Cpok nonyyenus CIMO no MMNCC3

Heobxo4MMbIN 4Nst Npuema Ha ©a30BoOV NOArOTOBKM 0©a30BOV NOArOTOBKM B O4HOWN

06y4eHune no MMNCC3 dopme 06yyeHnsa <1>
cpeaHee obwee obpasoBaHue Cneunanuct no 1 roa 10 mecsaues

OOKYMEHTaLMOHHOMY
OCHOBHO€E 06|.|J.ee 06paSOBaHMe o6ecnequMI.o ynpaBneHMH, 2 FO,Ela 10 MeCﬂLLeB <2>
apxmBuUCT

<1> He3aBMCMMO OT NpUMeEHSIEMbIX 0Gpa3oBaTenbHbIX TEXHOMOTMIA.

<2> O6pasoBaTefibHble OpraHM3aLMKn, OCYLLECTBRsoWME NOArOTOBKY CMEUManncToB cCpedHero 3BeHa Ha
6a3e ocHOBHOro obLiero obpasoBaHusi, peanusytoT dedeparnbHbIil FOCYAapCTBEHHBIN 06pa3oBaTenbHbIA CTaHaapT
cpeaHero obuero obpasosaHus B npeaenax MNMNCC3, B ToM yucne ¢ yuetom nonydvyaemon cneymansHoctu Cl1O.

KoHcynbTaHTl1n0C: npumeyaHue.
Hymepauusa nyHKTOB AaHa B COOTBETCTBMM C opuLmanbHbIM TEKCTOM AOKYMEHTA.
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3.2. Cpoku nonyyeHus CIrO no MMNCC3 yrnybneHHOM NOAroTOBKM NpeBbIWatoT Ha OAMH FO4 CPOK MONyYeHus
CMNO no MNIMCC3 6a30B01 NOArOTOBKMW.

Cpokn nonyyernus CIMO no cneumanbHocTn 46.02.01 [okymeHTauuoHHoe obecnedyeHune ynpaBrneHus u
apxvBoBefeHne yrnybneHHoM noaroToBkM B O4YHOM popme 00yyeHus M npucBavMBaemble KBanudukauum
npuBogaTcs B Tabnuue 2.

Tabnuua 2
YpoBeHb 0b6pa3oBaHus, HanmeHoBaHwue kBanudmkaumm |  Cpok nony4veHus CI1O no MNMCC3
HeoOXoaMMbI ANs npuema Ha yrny0©neHHowm NogroToBKM yrny6neHHon NoaroToBKM B OYHOM
obyueHne no MNrCCc3 dopme obyyeHns <1>
cpenHee obLlee obpasoBaHue Cneuuanuct no 2 roga 10 mecsiues
OOKYMEHTaLUMOHHOMY
OCHOBHOe 06Lee obpasoBaHne oBecrneyeHmio ynpasneHms, 3 roga 10 mecsues <2>
apxuBuCT

<1> He3aBMCUMO OT NpUMEHSsIEMbIX 0B6pa3oBaTENbHbLIX TEXHOMOIMIA.

<2> Ob6pasoBaTefibHble OpraHM3aLuun, OCYLLECTBASOLWME NOArOTOBKY CMELManucToB CPefHEro 3BeHa Ha
6a3e ocHOBHOro 0buero obpasoBaHus, peanusytoT eaepanbeHbIv FOCYy4apCTBEHHbIM 06pa3oBaTenbHbIv CTaHaapT
cpeaHero obuero obpasosaHus B npeaenax MNMNCCS, B Tom yncne ¢ yuetom nonyyvyaemon cneymansHoctu Cl10O.

Cpokun nonyyenua CMO no MMNCC3 6a3oBon n yrnybneHHOMW MOArOTOBKM HE3ABUCUMO OT NPUMEHSEMbIX
ob6pa3zoBaTernbHbIX TEXHOMOMIN yBENUYMBAOTCS:

a) ansa oby4yaroLmxcs no 04HO-3a04HON U 3a04HON hopmam obydeHus:

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

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

©) 4nst MHBaANMAOB M NUL, C OrPaHNYEHHbIMU BO3MOXHOCTAMU 340POBbSA - He bonee Yyem Ha 10 mecsueB.

IV. XAPAKTEPUCTWKA MPOPECCUOHATTbHON
JEATEJIbHOCTU BbIINMYCKHNKOB

4.1. ObnacTtb npodeccroHanbHOW AesTeNbHOCTU BbIMYCKHMKOB: AEATENbHOCTb B CekpeTapmartax, cnyxbax
OOKYMEHTaUMOHHOro obecneyeHuns, kagpoBbix criyxbax n apxmBax rocygapCTBEHHbIX OPraHoOB U yYpexaeHun, B
opraHax MeCTHOro CamoyrnpaBfeHus, HerocyaapCTBEHHbIX OpraHu3aumax Bcex OpM COBCTBEHHOCTW,
06LLEeCTBEHHbIX OpraHn3aumsax (y4pexaeHusx).

4.2. ObbekTaMu NpodeCCUOHanbHOM OeATENbHOCTU BbINMYCKHUKOB SBMSOTCS:

AOKYMEHTbI, co3aaHHble NobbiM CNocoboM AOKYMEHTUPOBaHMS;

CUCTEMbI JOKYMEHTALMOHHOrO obecneyeHunst ynpaBneHus;

CUCTEMbI 3NEKTPOHHOrO JOKYMEHTO00b0pOoTa;

apXuBHbIE [OKYMEHTHI;

nepBuYHbIE TPYOOBbLIE KONMEKTUBDI.

4.3. Cneunannct no AOKyMEHTauMOHHOMY oObecneyeHuto ynpaBneHusi, apxmBucT (6a3oBov MOOroTOBKM)
rOTOBWTCS K CNeayowum Buaam AeATenbHOCTU:

4.3.1. OpraHnsauus AOKyMEHTaLMOHHOro obecnevyeHns ynpasneHns u pyHKLMOHMPOBaHNS OpraHu3aLnu.

4.3.2. OpraHnsauust apxuBHOW N CNPaBOYHO-NHPOPMALIMOHHON PaboTbl N0 AOKYMEHTaM OpraHvM3aunu.

4.3.3. BbinonHenne paboT No OOHOM WM HECKOSBbKMM npodeccusamM paboumx, OOIMKHOCTAM CIy»Kalux
(npunoxeHue k HacTosawemy ®roOC Cr10).

4.4, Cneumanuct no OKyMEHTaAUMOHHOMY oDecneyvyeHnto ynpaBneHus, apxuBmcT (Yrny6rneHHOW NOAroTOBKM)
roTOBUTCA K CNeayloLwnm Buaam AedTenbHOCTH:

4.4.1. OpraHusauus AOKYMEHTaLMOHHOro obecneyvyeHnst ynpasrneHns 1 (yHKLMOHUPOBAHUS OpraHn3aL .

4.4.2. OpraHusaums apxvBHOWN 1 CNpaBOYHO-UH(OPMALMOHHOM paboTbl NO JOKYMEHTaM OpraHn3aumu.

4.43. OcyuwecTBneHne [OOKYMEHTaAUMOHHOTO obecneyeHns ynpaBfeHWss W apxXuBHOro fdena ¢
MCMoNb30BaHMEM NPOrPaMMHbIX CPEACTB yyeTa, XxpaHeHusi, o6paboTkm 1 novncka AOKYMEHTOB.

KOHCYH bTaHTIIOC www.consultant.ru CrpaHvua 4 u3 41

Hafieé)kHasa npaBoBaA noaAepXXKa


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

Mpuvka3 MnHobpHaykm Poccum ot 11.08.2014 N 975

"06 yTBepxaeHun dheaepanbHOro rocyAapcTBEHHOro 0bpasoBaTesibHOro
CTaHaapTa cpeaHero nNpoceccMoHanbHOro 06pa3oBaHNs Mo CneunanbHOCTH
46.02.01 JokyMeHTaUMOHHOE obecrneyeHne ynpaBrieHus U apxmeoBeaeHmne”
(3aperucTpupoBaHo B MuHtocTe Poccum 20.08.2014 N 33682)

[JokymeHT npepocTtasneH KoHcynbTaHTIM0C
[aTta coxpaHeHus: 22.10.2014

4.4.4. BeinonHeHne paboT nNo OOHOM MMM HECKOMbKUM npodpeccusamMm paboymx, AOMKHOCTAM CRyXaluux
(npunoxeHune k Hactoswemy ®rOC CIO).

V. TPEBOBAHUA K PE3YJNIbTATAM OCBOEHWA NMPOIrPAMMbI NOATOTOBKU
CMNEUMANMCTOB CPEAOHEIO 3BEHA

5.1. CneumanucT nNo [OKyMEHTaUWMOHHOMY obecrneyeHuto ynpaBreHusi, apxuBucT (6a3oBoW MOArOTOBKM)
OomKeH obnagatb O6LWMMN KOMNETEHUNSMM, BKITHOYAOLWMMK B cebsi CNoCOBHOCTL:

OK 1. lMoHuMaTb CYLIHOCTb M COouManbHylD 3HAYMMOCTb CBOeW Oyayuien npodpeccuun, NposiBNSATb K Hewn
YCTONYUBBIN UHTEPEC.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYIO AeATENBHOCTL, BbibMpaTh TUMOBLIE METOAbI U CNOCOOLI BbIMOMHEHMS
npodeccnoHanbHbIX 3a4ad, oueHnBaTb UX 3(EKTUBHOCTb N KA4YeCTBO.

OK 3. MNpuHnmaTh peleHmsa B CTaHAAPTHbIX U HECTAHAAPTHBIX CUTYaLUSAX U HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcywecTtBnaTb MNOUCK M WCMOMb30BaHWe WHOpMauuK, Heobxoaumon pAna  3PdEeKTUBHOro
BbINOMHEHNA NpodeccuoHarnbHbIX 3a4ad, NpodeccnoHansHOro U IMYHOCTHOIO PasBUTUS.

OK 5. MVcnonb3oBaTtb MH(POPMALMOHHO-KOMMYHUKaALMOHHbIE  TexXHOMNorum B npodeccnoHansHon
AeAaTenbHOCTU.

OK 6. Pabotatb B KOnnektMBe M KomMaHae, 3pdekTMBHO o0OwaTbCA C Konneramu, pPyKOBOACTBOM,
notpeduTensamu.

OK 7. Bpatb Ha ceba OTBETCTBEHHOCTb 3a paboTy 4neHoB KOMaHAbl (MOOYMHEHHbIX), pe3ynbTar
BbINONHEHWNS 3aaHuNn.

OK 8. CamocTtosATenbHO onpefensTb 3agadv NpodeCcCMOHarnbHOro M JIMYHOCTHOIO pPa3BUTUSA, 3aHMMaTbCS
caMoobpa3oBaHMeM, OCO3HAHHO MflaHMPOBaTh NOBbILEHWE KBanndukaLlmn.

OK 9. OpureHTupoBaThbCs B YCIOBUSIX HACTOM CMEHbI TEXHOMOIMIN B NPOdECCUOHANBbHON AEATENbHOCTH.

5.2. CneumanucT nNo [OKYMEHTaUMOHHOMY oObGecrneyeHuto ynpaBrneHus, apxvBucT (6a30BOW MOATOTOBKM)
AormkeH obnagatb npodeccnoHanbHbIMU KOMAETEHLUMAMU, COOTBETCTBYIOLWLMMM BUAAM AEeATENbHOCTY:

5.2.1. OpraHu3auns 4OKyMEHTaUNOHHOro obecneyeHuns ynpasneHmsa n yHKLUMOHNPOBAHUS OpraHmu3aunm.

MK 1.1. KoopauHuposaTb paboTy opraHusauum (MpMemMHon pykoBoguTens), BECTU NpUeM noceTutenen.

MK 1.2. OcywecTtBnsaTe paboTy No NoAroToBke WM NMPOBEAEHMIO COBELL@HWUIA, AENOBbLIX BCTPEY, NPUEMOB U
npeseHTauuin.

MK 1.3. OcyLlecTBNATL NOArOTOBKY 4e0BbIX NOE340K PYKOBOAUTENSA U OPYrMX COTPYAHWKOB OpraHu3aunun.

MK 1.4. OpraHnsoBbiBaTb pabovee MECTO CEKpeTaps U PyKOBOAUTENS.

MK 1.5. OdopmnaTb U perncTpnpoBaTb OpraHn3aLnMOHHO-pacnopsanTenbHbIE AOKYMEHTbI, KOHTPONMPOBaTb
CPOKM NX UCNONHEHNS.

MK 1.6. O6pabaTtbiBaTb BXOAsLME W UCXOOALWME [OOKYMEHTbl, CUCTEMAaTM3MPOBaTb WX, COCTaBNATb
HOMEHKNaTypy gen n hopmMupoBaTb JOKYMEHTHI B Aena.

MK 1.7. CamocTosaTenbHO paboTaTh C JOKYMEHTamu, coaepXaliMMy KoHuaeHunanbsHy nHgopmaumio, B
TOM YMCne C JOKYMEHTaMm Nno NMYHOMY COCTaBy.

MK 1.8. OcyLiecTBNATb TenedoHHoe 06CnyXBaH1e, NpMHUMaTh 1 nepedasaTb PaKChbI.

MK 1.9. OcyLwiecTBNATL NOArOTOBKY A€ K Nepefaye Ha apXMBHOE XPaHEHMeE.

MK 1.10. CoctaBnaTb onucu fAern, OCYLWeCTBNATb MOArOTOBKY AeNn K nepefade B apxuB oOpraHusauum,
rocyfapcTBeHHbIe U MyHULMNanbHbIE apXuBbI.

5.2.2. OpraHu3auusi apXmMBHOW 1 CNpPaBoOYHO-UHOPMALMOHHON paboTbl NO AOKYMEHTaM OpraHvM3auun.

MK 2.1. OcywectBnaTb 3KCNepTU3y LUEHHOCTU [OOKYMEHTOB B COOTBETCTBUM C [OEWCTBYHOLLMMMU
3aKkoHodaTernbHbIMU akTaMn 1 HopMaTUBaMu.

MK 2.2. Bectn paboTy B cMcTeEMax 3MeKTPOHHOro OKyMeHToobopoTa.

MK 2.3. PaspabatbiBaTb M BecTu knaccudukaTopbl, Tabenu u gpyrne CnpaBOYHMKM MO LOKYMEeHTam
opraHmsauun.

MK 2.4. ObGecneunBaTb NpMeM W pauuoHarnbHOE pasMelleHVe OOKYMEHTOB B apxuBe (B TOM uucne
OOKYMEHTOB MO IMYHOMY COCTaBy).

MK 2.5. Ob6ecneymBatb y4yeT N COXPaHHOCTb JOKYMEHTOB B apXMBe.

MK 2.6. OpraHun3oBbiBaTh UCMOSb30BaHUE apXUBHbIX AOKYMEHTOB B Hay4HbIX, CPABOYHbIX W NPaKTUYECKNX
uensix.

MK 2.7. OcywecTBnATb OpraHM3aunoHHO-MeToaNYeCcKoe PYKOBOACTBO W KOHTPONb 3a paboTon apxusa
opraHu3aumm 1 3a opraHmsaumein JOKYMEHTOB B A4eMOnNponU3BOACTBE.
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"06 yTBepxaeHun dheaepanbHOro rocyAapcTBEHHOro 0bpasoBaTesibHOro
CTaHaapTa cpeaHero nNpoceccMoHanbHOro 06pa3oBaHNs Mo CneunanbHOCTH
46.02.01 JokyMeHTaUMOHHOE obecrneyeHne ynpaBrieHus U apxmeoBeaeHmne”
(3aperucTpupoBaHo B MuHtocTe Poccum 20.08.2014 N 33682)

[JokymeHT npepocTtasneH KoHcynbTaHTIM0C
[aTta coxpaHeHus: 22.10.2014

5.2.3. BeinonHeHue paboT No 04HOM UM HECKONBKUM Npodeccrsam paboumx, OMMKHOCTAM CryXKaLlmx.

5.3. Cneunannct nNo AOKYMEHTaUMOHHOMY o6ecrneyeHunto ynpaBrneHus, apxmsucT (yrinybneHHon nogroToBku)
JormkeH obnagaTte 00LWMMM KOMNETEHUNSMN, BKNOYAOLWLMMK B cebs CnOCOBHOCTb:

OK 1. lNMoHumMaTb CYLWHOCTb M COoUManbHyl 3HAYMMOCTb CBOeW Oyayuwien npodeccuun, NposiBNATb K Hew
YCTOWYMBBIV MHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYI [OEATENbHOCTb, Onpenenstb MeTodbl M cnocobbl BbIMNOMHEHWS
npodeccroHanbHbIX 3agaY, oueHnBaTb UX 3PMEKTUBHOCTL U KAa4YeCTBO.

OK 3. Pewartb npobnemsbl, OLeHMBaTb PUCKN 1 NPUHMMATb PELLEHMS B HECTAHAAPTHBIX CUTyaUnsiX.

OK 4. OcywecTtBnsiTb NMOWCK, aHanu3 M OLUEHKY MHdopMauun, HeobxoaMmon AN NOCTAHOBKU M peELLEHMS
npodeccnoHanbHbIX 3aga4, NPodeCccMoHanbLHOro U IMYHOCTHOrO PasBUTUS.

OK 5. Wcnonb3oBaTb WH(POPMALMOHHO-KOMMYHUKALUUOHHbIE TEXHOMOrMU ANA  COBEPLUEHCTBOBAHWS
npodeccnoHanbHon JeATenbHOCTH.

OK 6. Pabotate B konnektuBe u komaHge, obecneudvBaTb €€ cnrodeHne, 3dEeKTMBHO obLaTbCca C
Konneramu, pykoBoACTBOM, NoTpebutensmu.

OK 7. CtaBuTb Lenu, MOTMBUPOBATb OEATENBHOCTb NOAYMHEHHbIX, OPraHM30BbIBaTb M KOHTPONMNPOBATb MX
paboTy ¢ NnpuHsATMEM Ha cebsi OTBETCTBEHHOCTU 3a pe3yrbTaT BbINOMIHEHNS 3a4aHUN.

OK 8. CamocTosaTensHO onpefensTb 3agayun npodecCUOoHaNbHOro U JIMYHOCTHOIO pasBUTUA, 3aHUMATbLCA
caMoobpa3oBaHMeM, OCO3HAHHO NNaHMPOBATL NOBbILLEHME KBanudmkaumu,

OK 9. BbITb rOTOBLIM K CMEHE TEXHOSOTMI B NPOdECCUOHANTbHOM AEATENbHOCTH.

5.4. Cneyunannct nNo JOKYMEHTaLUMOHHOMY obecrneyeHunto ynpaBrneHus, apxmBucT (yrnyoneHHon noaroToBKu)
OormkeH obnagatb npodeccroHanbHbIMM KOMMETEHLMAMKU, COOTBETCTBYIOLLMMU BUAAM AEATENbHOCTY.

5.4.1. OpraHu3aumsi OKYMEHTaLNOHHOro obecneyeHmns ynpaBneHms 1 yHKLMOHNPOBaHUS OpraHM3aunm.

MK 1.1. KoopguHupoBaTb paboTy opraHv3aumy (MpMeMHON pyKoBOAUTENS), BECTU NPUEM NOCeTUTENEN.

MK 1.2. OcywecTtBnaTe paboTy No nNoaroToBke WM NPOBEAEHMIO COBELLaHWA, AErOoBbIX BCTPEY, NPUEMOB U
npeseHTauum.

MK 1.3. OcyLiecTBNATL NOArOTOBKY 4EI0BbIX MOE340K PYKOBOAUTENSA U OPYrMX COTPYAHUKOB OpraHmM3auuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MeCTO CEeKpeTaps 1 pykoBoguTens.

MK 1.5. OhopmMnsATb M perncTpupoBaTb OpraHM3aLnoHHO-pacnopaauTenbHble JOKYMEHTbl, KOHTPONMpoBaTb
CPOKM NX UCMONHEHNS.

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

MK 1.7. CamocTtosiTenbHO paboTaTb C JOKYMEHTaMM, COAepXallumMun KoHUAEHLManbHy0 UHopmaumio, B
TOM YUCre C AOKYMEHTaMM MO MIMYHOMY COCTaBYy.

MK 1.8. OcyLiecTBnATb TenedoHHOe 06CnyXBaHve, NPMHUMAaThL 1 NepedaBaTth akchl.

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

MK 1.10. CoctaBnaTb onucu [en, OCYLeCTBNATb MOArOTOBKY OEeN K nepefade B apxvB opraHu3auuu,
rocy4apCTBEHHbIE U MyHULMMNANbHbIE apXMBbI.

MK 1.11. BoigaBaTb B COOTBETCTBUM C MOCTYNAOLLMMN 3anpocaMm apXmBHbIE KONMUN N OOKYMEHTbI.

5.4.2. OpraHv3aunsi apxXmBHOW U CNPaBOYHO-MHAOPMALIMOHHON paboTbl NO AOKYMEHTaM OpraHm3auum.

MK 2.1. YyactBOBaTh B paboTe Mo aKCnepTn3e LEHHOCTU AOKYMEHTOB B COOTBETCTBUM C AEMCTBYIOLLMMMU
3aKoHoaTenbHbIMU akTaMn 1 HopMaTUBaMu.

MK 2.2. Bectn paboTy B cUCTEMaX 3NEKTPOHHOro AOKyMeHToobopoTa.

MK 2.3. PaspabaTbiBaTb M BecTM Knaccudukatopbl, Tabenum WM WHble CNpPaBOYHWKM MO [OKYMEHTaMm
opraHusauun.

MK 2.4. ObecneunBaTb NpPUEM W pauuoOHamNbHOE pasMelleHVe LOKYMEHTOB B apxuBe (B TOM uucne
OOKYMEHTOB MO IMYHOMY COCTaBy).

MK 2.5. ObecneumBaTtb y4yeT N COXPaHHOCTb JOKYMEHTOB B apXumBe.

MK 2.6. OpraHn3oBbiBaTh UCMOJIb30BAaHNE aPXUBHbLIX AOKYMEHTOB B Hay4YHbIX, CPABOYHbIX W MPaKTUYECKMX
uensix.

MK 2.7. OcywecTBnaTb OpraHM3auMOHHO-METOANYECKOE PYKOBOACTBO M KOHTpONb 3a paboTon apxusa
opraHm3aumm u 3a opraHm3aumen JOKYMEHTOB B 4eMONpOM3BOACTBE.

5.4.3. OcywecTBrneHne [OKYMEHTaAUMOHHOro obecrnedyeHnss ynpaeneHus W apxMBHOro fgena c
MCNoNb30BaHNEM NPOrpaMMHbIX CPeACTB y4eTa, XpaHeHus, o6paboTku 1 nomcka AOKYMEHTOB.

MK 3.1. OcywectBnaTbe MHMOPMALUOHHYIO paboTy no JOKymMeHTam, B TOM 4uCne C WCMNOoNb30BaHWEM
OPrTEXHUKN, NPOrpamMMHbIX CPEACTB y4eTa, XpaHEeHUs 1 noucka JOKYMEHTOB M ApYrnx cneuuanu3npoBaHHbIX 6a3
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OaHHbIX.

MK 3.2. lMpuHnumate Mepbl MO YNOPSOOYEHUIO COCTaBa [OKYMEHTOB U MHAOPMALWOHHBIX MNOTOKOB,
COKpaLLLEHMIO UX KONMYeCcTBa U ONTUMU3ALLMN JOKYMEHTOMOTOKOB OpraHmn3aLmm.

MK 3.3. Bectn paboTy no cosgaHuio CNpaBOYHOro annapara no AOKYMeHTam C uenbiko obecneveHus
yAOBHOro 1 BLICTPOro Nx Noucka.

MK 3.4. lMoarotaBnueatb AaHHble, Heobxooumble AONsi COCTaBMEHWUs] CMpPaBOK Ha OCHOBE CBEeOEHUW,
NMELLNXCSA B JOKYMEHTaxX apxuBa.

MK 3.5. MNMpuHMmaTtb yyactve B pa3paboTke IokanbHbIX HOPMAaTMBHBIX aKTOB OpraHu3auum no Bonpocam
OOKYMEHTaLUMOHHOro obecneveHuns ynpaBrneH1s U apXuBHOro gena.

MK 3.6. MNpuHmaTtb yyacTne B paboTe no nogbopy M pacCTaHOBKE KagpoB CNYXObl OOKYMEHTaLWOHHOro
obecneyeHns ynpaBeHns 1 apxmea opraHm3aLumm.

5.4.4. BoinonHeHne paboT No OAHOW UM HECKOSbKUM NpodeccusMm paboymx, JOSMKHOCTAM CyXKaluux.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMBbI MOAITrOTOBKU
CNEUMANMCTOB CPEAOHEIO 3BEHA

6.1. MMNMCCS3 npegycmaTtpmuBaeT U3ydeHne crnegyroLlmx y4ebHbiX LUKIoB:

o6LLero rymaHuTapHoro u coumarnbHO-3KOHOMUYECKOTO;

MaTeMaTn4eckoro u obLLero ecTeCTBEHHOHay4YHOro;

nNpogeCcCUOHarnbHoro;

1 pasgenos:

y4yebHas NpakTuka;

NpPON3BOACTBEHHAs NpakTuUka (No Npodunio cneumnanbHOCTI);

NpOM3BOACTBEHHAs NpakTuka (npeaauninomMHas);

NPOMEXyTo4Hasa aTTecTauns;

rocygapcTtBeHHas UTorosas attrectaums.

6.2. ObssatenbHas 4Yactb [MMNCC3 no y4yebHbIM LMKNaMm [OIMKHa COCTaBnsATb okono 70 npoueHToB OT
obwero obbema BpemMeHW, OTBEOEHHOro Ha Mx ocBoeHue. BapumatmeHas yacTb (okoro 30 npoueHToB) faet
BO3MOXHOCTb pacluMpeHust n (unu) yrnybneHms nogroToBkW, ONpeaensemMon cogepaHmem oba3aTernbHON YacTu,
Nony4YyeHUst  OOMOJSIHUTENbHbLIX  KOMMETEHUWUA, YMEHWA W 3HaHWKA, Heobxooumblx Ans  obecneveHus
KOHKYPEHTOCMOCOOHOCTN  BbIMYCKHUKA B COOTBETCTBUM C 3anpocamu PervoHanbHOro pbiHKa Tpyda W
BO3MOXHOCTAMUW NPOAOIMKEHUST 06pa3oBaHus. OUCUUNMHBI, MEXANCUMNIIMHAPHBIE KypCbl U NpodeccnoHanbHble
MOZyInu BapuaTMBHOM YacTu onpenensaTcs obpa3oBaTenbHOM opraHmM3aumen.

O6WWIA TymMaHUTapHbIA U COLMAnNbHO-3KOHOMWYECKUIA, MaTemMaTUYeckMin M OO eCcTeCTBEHHOHAaYYHbIN
y4eObHble LMKMbl COCTOAT U3 OUCLMMNIIVH.

MpodeccmnoHanbHbIA  Yy4EOHbIM  LMKN  cOCTOMT M3 obwenpodeccnoHanbHbiX — OUCUMMIIMH - ©
npogeccroHarbHbIX MoAynen B COOTBETCTBUM C BUAAMU AeATenbHOCTU. B cocTtaB npodheccnoHansHOro Moayns
BXOOUT OOUH UIM HECKOIbKO MeXOUCLMNITMHAPHbLIX KypcoB. NMpy 0cBOEHUM 00yYaloWmMMUCs NpodecCnoHarbHbIX
mMoayrnen npoBogaTcs yyebHas v (unmn) NpomM3BOACTBEHHAs NpakTuka (no npodunio cneumnansbHOCTK).

6.3. Obs3aTenbHasi YacTb OOLIEro ryMaHUTapHOro U couunarnbHO-3KOHOMMYEecKoro ydebHoro uumkna MNrncc3
6a3oBOV MOArOTOBKM [OIDKHA NpedycMaTpyBaTth M3yYeHWe credylowmx obssaTtenbHbiX ancumniuH: "OCHOBbI
dunococun”, "Uctopusa”, "MHocTpaHHbIN A3bIK", "dusndeckast kKynbTypa"; yrnybneHHon noarotoBku - "OCHOBBI
dunococun”, "Mctopus”, "Mecmxonorns obieHns”, "MHoCTpaHHbIN sA3bIK", "®uanyeckasn KynbTypa".

OGszaTenbHas 4YacTb npodpeccrMoHansHoro yyebHoro uukna MNMCC3 kak Gas3oBon, Tak U yrnyGreHHON
MOArOTOBKM [OJSPKHA MNpefdycmaTpuBaTtb M3yveHue AucuunnuHbl "Be3onacHocTb xu3HegeaTenbHocTn". Obbem
YyacoB Ha gucuunnuHy "besonacHocTb Xu3HeaesaTenbHoCcTU" coctaBndeT 68 yacoB, M3 HUX Ha OCBOEHME OCHOB
BOEHHON cryx6bl - 48 yacos.

6.4. Obpa3soBaTenbHOW opraHunsaumen npy onpegenennn cTpyktypbl MNMMNCC3 n TpygoeMKOCTM ee OCBOEHUS
MOXET MNPUMEHATLCA CUCTEMA 3ayeTHbIX eAuHWL, MpUM 3TOM OfHa 3ayeTHast eguHuua cooTtBeTcTByeT 36
akageMunyeckuMm Yacam.

Tabnuua 3
CTpykTypa nporpamMMbl MOATOTOBKM CNELMANMCTOB CPEAHErNO 3BEHA
©a30BoK NOAroTOBKU
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NHpekc

HavnmeHoBaHWe y4yebHbIX LMKIOB, pa3aeros,
moaynen, TPeGoBaHUsA K 3HAHUAM, YMEHUSIM,
NpakTUYECKOMY OMbITY

Bcero
MaKcMmMmaribHON
y4ebHon
Harpysku
obyuatoLerocs
(vac./Hen.)

B Tom yucne
yacoB
obsi3aTenbHbIX
y4ebHbIX
3aHATUN

NHaekc n HammeHoBaHme
AVCLUMINH,
mMeXxgncumnimHapHbIX
kypcos (MAK)

Koabl
dopmMupyembIx
KOMMEeTEeHL M

ObsasatenbHas YacTb y4eOHbIX LMKIOB
Mnriccs

2376

1584

Orca.oo

OBwwnii ryMaHuTapHbIv 1
coumanbHO-3KOHOMMUYECKUIA Yy4EOHbIN LMK

522

348

B pesynbTaTte nsyyeHus obsisatenbHOM YacTu
y4eBHOro uukna oby4aloLwmnncs OOImKEH:
yMeTb:

OpueHTUpoBaTbCA B Hanbornee obLmnx
dmnocodckmx npobnemax 6biTUs, NO3HaHUS,
LeHHOCTeN, cBOOOAbI M CMbICNA XN3HU KaK
OCHOBax (POPMUPOBaHUS KyNbTypbl
rpaxkgaHvHa u 6ygyllero cneunanueTa;
3HaTb:

OCHOBHbIE KaTeropmv n NoHATUA pmunocoduu;
ponb hrnocodmmn B XMU3HN YenoBeka U
obuecTBa;

OCHOBbI (bMNOCcOCKOro y4eHust 0 BbITUK;
CYLLHOCTb npoLecca Nno3HaHus;

OCHOBbI Hay4yHOWN, PpUnocodcKom n
penUrno3Hon KapTuH MUpa;

06 ycnoBusix GOpMUPOBaHMNS NINYHOCTMH,
cBoboae 1 OTBETCTBEHHOCTU 3@ COXpaHeHne
XN3HU, KYNbTYpbl, OKPY>KaloLLEN cpeabl;

0 coumarnbHbIX U 3TMYECKUX Npobremax,
CBSI3aHHbIX C pa3BUTUEM U UCMONb30BAHNEM
OOCTWKEHWUI HAYKW, TEXHUKN U TEXHOSOMMIA.

48

Orc3.01. OcHosBbl
dunocodun

OK1-9

yMeTb:

48

Orca.02. Uctopusa

OK1-9

KoHcynbTaHTINIOC
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[ata coxpaHenusi: 22.10.2014

OpUEHTUPOBATLCS B COBPEMEHHOM
3KOHOMMYECKOW, MONIMTUYECKON N KYNbTYPHOMN
cuTyauun B Poccun 1 mupe;

BbISIBIIATb B3AaUMOCBS3b OTEYECTBEHHDIX,
pernoHanbHbIX, MUPOBbIX
COLManbHO-3KOHOMUYECKMX, NONIMTUYECKNX 1
KynbTypHbIX Npobnem;

3HaTb:

OCHOBHbIE HanpaBneHns pasBUTUS KITHOYEBbIX
pervoHoB Mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLHOCTb U MPUYMHbI NOKasbHbIX,
pervoHanbHbIX, MEXIoCY4apCTBEHHbIX
KOH(NUKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbIE npouecchl (MHTerpauuoHHbIe,
NONUKYNbTYPHbIE, MUTPALMOHHBIE U UHbIE)
NOMUTUYECKOrO U 9KOHOMUNYECKOrO Pas3BuTUS
BeAyLUX rocygapcTs U permoHOB MuUpa;
Ha3HayeHne OpraHmsauun O6begUHEHHbIX
Hauwnin (OOH), OpraHnsavmm
CeepoaTnaHTunyeckoro gorosopa (HATO),
Esponenckoro Cotosa (EC) n gpyrux
opraHm3aumnii 1 OCHOBHbIE HanpaseHNUst Ux
OeAaTenbHOCTY;

O PONW HayKu, KynbTYpbl U PENUIAA B
COXPaHEHUUN N YKPENNEHUN HaLMOHamNbHBIX 1
rocy4apCTBEHHbIX TPaamuui;

copepXaHue N HasHayeHne BaXKHeNLNX
NMpaBOBbIX U 3aKOHOAATENbHbIX aKTOB
MUPOBOIO M PErMoHanbHOro 3HayYeHus;

YyMeTb:

obwaTtbea (YCTHO M MUCBMEHHO) Ha
WMHOCTPaHHOM $i3blKe Ha NPOdeccnoHanbHbIE U
noBceaHEBHbIE TEMbI;

nepeBoanTb (CO CrioBapeM) MHOCTPaHHbIe
TEKCTbl NpodheccrMoHanbHoOW HanpaBNeHHOCTY;
CaMOCTOSITENIbHO COBEPLUEHCTBOBATL YCTHYIO

126

OrC3.03. MIHocTpaHHbIN
A3bIK

OK1-9

KoHcynbTaHTINIOC
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[ata coxpaHenusi: 22.10.2014

N MUCbMEHHYIO peyb, MOMOJSHATL CIIOBaPHbIA
3anac;

3HaTh:

nekcuyeckunin (1200 - 1400 nekcuyeckmx
e4MHUL) 1 rpaMMaTUYeCKUn MUHUMYM,
HeobxoauMbIN s YTeHUs 1 nepesoaa (Co
crnoBapem) MHOCTPaHHbIX TEKCTOB
npodeccnoHanbHOn HanpaBneHHOCTY;

yMeTb:
ncnonb3oBaTb
PU3KYNbTYPHO-0300POBUTENBHYIO
OEeATenbHOCTb ANS YKpenneHms 300poBbS,
OOCTWDKEHNS XKUBHEHHBIX 1
npodeccnoHarnbHbIX Lienen;

3HaTb:

0 ponun hn3n4eckon KynbTypbl B
06LLEeKyNbTYpPHOM, NPOdECCUOHATTBHOM U
coumanbHOM pa3BUTUM YEroBeKa;

OCHOBbI 30POBOro obpasa XusHu.

252

126

Orca.04. dusnyeckas
KynbTypa

OK2,3

EH.00

MaTtemaTtnyeckuin n ooLmi
€CTeCTBEHHOHay4HbIV Y4eOHbIN LMK

198

132

B pesynbTaTe M3yueHus ob6A3aTenbHON YacTu
y4ebHOro umkna obyyarLwmMinca JOmKeH:
ymeThb:

peluaTb 3afa4n Ha OTbICKaHWe Npon3BOAHOMN
CNOXHOW OYHKUUK, MPOU3BOAHbLIX BTOPOrO U
BbICLLWX NOPSAKOB;

NPUMEHSITL OCHOBHbIE METObI
WHTErpmMpoBaHus Npu pelleHnn 3agay;
NPUMEHSATL MeToAbl MaTeMaTUYeCKoro
aHanusa npu peLleHum 3agad npuknagHoro
XapakTtepa, B TOM Yncne npogeccnoHansHom
HanpaBfieHHOCTH;

3HaTb:

OCHOBHbIE MOHATUS U METOAbI

EH.01. MaTtemaTuka

OK1-6,9
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

MaTeMaTn4eCKoro aHanumaa,
OCHOBHbI€ YNCJ1€HHblE METOAbl pelleHnA
NpuUKNagHbIX 3aaavd;

YMEeTb:
paboTaTb C COBPEMEHHbIMY OMepaLMoOHHbIMM
cucTemMamu, TEKCTOBbIMU peakTopamu,
TabnuyHbIMK Npoueccopammn, cucTemamm
ynpasneHust 6asamu gaHHbIX, NporpaMmmMmamm
NoAroTOBKM NMpe3eHTauunm,
NHEOPMALIMOHHO-MONCKOBBLIMIN CUCTEMaMM U
Nonb30BaTbCH BO3MOXHOCTAMM
NHOPMaLIMOHHO-TENEKOMMYHUKaLMOHHON
cetu "iHTepHeT" (nanee - ceTb VIHTEPHET);
npodeccuoHasnbHO OCyLLEeCTBAATL Habop
TEKCTOB Ha NepcoHanbHOM KOMMNbIOTEPE;
3HaTb:

TeXHN4YecKne cpeacTsa U NporpaMmmHoe
obecneyeHne nepcoHanbHbIX KOMMNbIOTEPOB;
TeopeTu4eckmne OCHOBbI COBPEMEHHbIX
NMHMOPMALIMOHHBIX TEXHOMOMMI 0bLwero un
cneumnanm3npoBaHHOIO Ha3HaYeHs;
PYCCKYIO M MaTUHCKYIO KnasmaTypy
nepcoHanbHOro KOMMbTEPA;

npasuna oPopMreHnss JOKYMEHTOB Ha
nepcoHanbHOM KOMMbIOTEPE;

EH.02. MHdpopmaTurka

0K 4,5,9

yMeTb:

opveHTUpoBaTbCHA B Hambornee o6LLMX
npo6nemax 3Komnoruu 1 NPUPOAoNoNbL30BaHNS;
3HaTb:

0coBGeHHOCTU B3anMoaencTBrsA obLecTsa u
npupoabl;

NpUpoaopecypcHbIi noTeHuuan Poccuu;
MPUHLWMBI U METObI PaLMOHANBHOIO
NpPUPOAONONb30BaHUS;

npaBoBble U coLparbHble BOMPOChI
NpPUPOAONONb30BaHYS.

EH.03. Okonoruyeckune
OCHOBBbI
NPUPOAONOSb30BaHUS

0K3,6,7,9
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

.00 MpodeccunoHanbHbIA y4EOHBIN LINKIT 1656 1104

Or1.00 ObuwenpodeccuoHanbHble AUCLMMNITUHDI 918 612

B pesynbTaTte n3yyeHus 0bs3aTensHOM YacTu Or.01. 3koHOMUYecKas OK1-7
npodeccnoHarnbHoro y4ebHoro yukna Teopus MK1.1-13
00yyaLWNNCs OOIMKEH:

yMeTb:

OpUEHTUPOBATLCS B BONPOCax 9KOHOMUYECKOW
TEOpWM B COBPEMEHHbIX YCITOBUSX;

3HaTb:

3aKOHOMEPHOCTU PYHKLMOHNPOBAHUS
PbIHOYHbBIX MEXAHU3MOB Ha MUKPO- U
MaKpOYpPOBHSAX U METOAbI FOCYAapCTBEHHOIO
perynupoBaHus;

obLme NonoXxeHnst 3KOHOMUYECKOW TEOPUU;

yMETb! Or.02. 3koHoMuUKa OK1-7
paccunTbiBaTb NO NPUHATON METOAOMNOMN opraHusaumm MK1.1-1.3
OCHOBHbIE TEXHMKO-3KOHOMUYECKNE
nokasaTenu 4esTenbHOCTU OpraHM3auny;
3HaTb:

OCHOBHbIE MUKPO- U MakpO3KOHOMUYECKUE
KaTeropum 1 nokasartenu, MeToabl UX pacyeTa;

ymeTb: Or1.03. MeHegXMeHT OK1-9
yrnpaBnaTb KOH(ANKTaMu 1 cTpeccamu B NnK1.1,1.2,1.4 -
npouecce npodeccuoHanbHON AeATEeNbHOCTY; 1.8,24,25
3HaTh:

XapaKkTepHble YepTbl COBPEMEHHOTO
MEHEKMEHTA; LMK MEHEKMEHTA;

Npouecc NPUHATUSA 1 peanu3aumm
yrpaBneH4yeckmx peleHnin, MHhopmMaLoHHOe
obecnevyeHne MeHeaKMEHTa;

YMETb: Or.04. NocypgapctBeHHass u | OK1 -8
NPUMEHSITb KaPOBYIO NOMUTUKY Ha MyHUUMnansHas cnyxba MnK1.1-1.8
rocygapCTBEHHON 1 MyHUUMNanbHow cnyxbe;
3HaTb:
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

CUCTEMY roCy4apCTBEHHbIX YYPEXAEHUN U
OpraHoB MECTHOIO CaMoyrnpaBreHUs;
obLme NpyHUMNbI 1 TpeboBaHMS K
NPOXOXAEHNI0 rOCYyAapCTBEHHOM U
MYHULMNANbHON Cnyxo6bl;
OpraHu3aLnoHHO-NpaBoBblie hOPMbI
rocyapCTBEHHOrO annapaTa yrnpaBneHusi;

ymeTb: Or1.05. MHocTpaHHbIv A3bik | OK 1 -7
paboTaTtb ¢ NpodeccuoHarnbHbLIMU TEKCTaMW (npodeccroHanbHbIN) MnK1.1-1.3
Ha MHOCTPaHHOM £3blKe;

COCTaBnNATb M 0PoOpMNATb
OpraHM3aunoHHO-pacnopaaANTENbHYIO
AOKYMEHTaLMI0 Ha MHOCTPaHHOM SA3bIKe;
BECTW NeperoBopbl HA MHOCTPAHHOM SA3bIKE;
3HaTh!

NpaKTUYECKYI0 rpammaTuky, Heobxoanmyto
Ansa npodeccnoHanbHOro o6LLeHMs Ha
WMHOCTPaHHOM SA3bIKE;

0COBEHHOCTUN NepeBoAa CryXebHbIX
OOKYMEHTOB C UHOCTPaHHOIO A3bIKa;

yMeTb: Or1.06. OK1-8
NPUMEHSITb B NpodeccroHarnsHom MpodeccunonansHasa atnka | NK1.2-1.6,1.8
AesaTenbHOCTW NpueMbl 4eNoBOoro obLeHus; 1 NCUXONOrnst 4eroBoro

3HaThb: obLeHns

OCHOBHbI€e npasuna npodeccrnoHansHon
3TUKM 1 NPUEMbI AENOBOro O6OLLEHNS B
KOINNEeKTUBE;

0cobeHHOCTM NpodeccUoHanbHOM 3TUKN U
MCUXONOrMn AENOBOro OBLLLEHUS CyXKaLLmX
rocyaapCTBEHHbIX Y NHbIX
OopraHM3aunoHHO-NPaBoOBbLIX OpPM
YUpEeXaeHU U opraHusauun;,

ymeTb: Or1.07. YnpaBneHue OK1-9
co3aaBaTb 6MaronpUATHLIN NCUXONOrMYecKni nepcoHasnom NnK1.7,2.6, 2.7
KNuMaT B KONIEKTUBE;
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

3 PEKTMBHO YNpaBnsATs TPYAOBLIMU
pecypcamy;

3HaTb:

cofepxaHue KagpoBoro, MHPOPMAaLIMOHHOTO,
TEXHWYECKOTO U NPaBoBOro obecneyeHns
cUCTEMbI YNpaBIieHNs NepcoHanoM;
OpraHM3aLMoHHYI0 CTPYKTYPY CIyXObl
ynpaeneHust nepcoHarnom;

o6Lime NpYHLMMbLI ypaBneHnUst NepcoHanom;
NPUHLMMBI OpraHM3auun KagpoBoii paboTol;
NCMXONOrMYecKne acnekTbl ynpasBneHus,
cnocoObl paspeLLeHnsi KOHIMKTHbIX
CUTYyaUui B KOJNNEKTUBE;

yMEeTb:
3awmuaTb CBOM NpaBa B COOTBETCTBUN C
TPYOOBbIM 3aKOHOAATENbCTBOM;
ncnonb3oBaTh NPaBOBYH MHGOPMALMIO B
npogeccrnoHanbHON OeATeNbHOCTY;

3HaThb:

npaea n 0693aHHOCTM CryXKaLLuX;
3akoHoAaTeslbHbl€e aKTbl U HOPMATUBHbIE
JOKYMEHTbI, perynvpyoLine npaBooTHOLLEHUA
d13nyeckux 1 puanyeckmx nuu;

OCHOBHble 3aKOHOAaTeNbHbIE aKThbl O
npaBoBoM obecneveHnn npoeccroHansHowm
OEeATENbHOCTU CNyXalluX;

Or1.08. NMpaeoBoe
obecneyeHmne
npodeccnoHarnbHON
OesTenbHoCTH

OoK1-7
nK1.1,1.2,1.4,
1.5,1.7,1.8

YMEeTb:

OpraHn3oBbLIBaTb U NPOBOAUTL MEPONPUATUS
no 3awuTe paboTaroWwmx U HaceneHus ot
HeraTUBHbIX BO3OENCTBUI Ype3BblHanHbIX
cuUTyauui;

npeanpuMHMMaThb NpodunakTnyeckme Mmepbl
OJ1S1 CHUXKEHUS YPOBHS OMACHOCTEN
pasnu4YHoro BMaa u Ux NOCneacTeui B
npodeccnoHanbHoOn AeATENbHOCTU U ObITY;
NCNonb30oBaTh CPEACTBA MHAMBUOYATTbHOW U

68

Orl1.09. besonacHocTb
XU3HeeATenbHOCTH

OK1-9
nK1.1-1.10,
21-27
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

KONMMEKTMBHOM 3aLLMTbl OT OPYXMS MacCOBOro
nopaxeHus;

NPUMEHSATb NepBUYHbIE CPEACTBa
NnoXapoTyLUeHUs;

OpPMEHTUPOBATLCH B NEpeYHe BOEHHO-YYETHbIX
crneumanbHOCTEN N CAMOCTOATENBHO
onpenenaTb Cpean HUX POACTBEHHbIE
nony4eHHoON cneunanbHOCTY;

NPUMEHsSTb NpodeccnoHarnbHble 3HaHUS B
XO€e UCMNOMHEeHNs 0693aHHOCTEN BOEHHOMN
CNyX0bl HA BOMHCKUX JOJMKHOCTSX B
COOTBETCTBMM C NOMYyYEHHON
cneumanbHOCTbIO;

BnageTb cnocobammu 6eCKOHMIMKTHOIO
obLLeHnsa n camoperynsaynm B NOBCeAHEBHOM
OEeATEeNbHOCTU U SKCTPeMaribHbIX YCNOBUAX
BOEHHON CryX6bl;

OKasbiBaTb NEPBYIO MOMOLLL NMOCTpadaBLUNM;
3HaTb:

npyvHUMNbl obecnevyeHns ycTonunBoCcTm
06BHEKTOB 3KOHOMMKM, NPOrHO3MPOBaHUA
pa3BuUTMSA COBLITUI U OLEHKN NOCNEeaCTBUA
NPV TEXHOTEHHbIX YPE3BbIYaNHbLIX CUTYaUUsIX U
CTUXUIHBIX SBMEHUSIX, B TOM YNCIE B
YCINOBUSAX MPOTUBOOENCTBUSA TEPPOPU3MY KaK
Cepbe3HOu yrpo3e HauuoHansHon
©6e3onacHocTn Poccuy;

OCHOBHbI€ BUAbI MOTEHLMANbHbBIX ONACHOCTEN
W X NocrneacTsunsa B npodheccnoHanbHom
OEATENbHOCTU U BbITY, MPUHLMMNBI CHUXKEHUST
BEPOATHOCTU UX peanusauuu;

OCHOBbI BOEHHOM CIy0bl 1 0O0POHbI
rocyaapcrBa;

3a4a4M U OCHOBHbIE MEPONPUATUS
rpaxkgaHckon 060poHbI; cnocobbl 3aLmnThbl
HaceneHust OT OPYXMNSi MAacCOBOIO NOPaXeEHWS;
Mepbl NoXapHon 6e3onacHoCTv 1 Npaeuna
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

6e3onacHoro NoBeaeHWs Npu Nnoxapax;
opraHu3aumio 1 NopsAoK NPU3biBa rpaxaaH Ha
BOEHHYIO CNYX0Y 1 NOCTYNNEHMs Ha Hee B
006poBONBLHOM NOpPSIAKE;

OCHOBHbIE BW/1bl BOOPY>XEHUS, BOEHHOW
TEXHVKM U CrieumanbHOro CHapsxeHus,
CoCTOsILLME Ha BOOPY>KEHWUM (OCHAaLLLEHMN)
BOWHCKWUX NoApasaerneHuni, B KOTOPbIX
NMEIOTCSt BOEHHO-YYETHbIE CreLManbHOCTH,
poacTBeHHble cneumnansHoctam ClO;
obnacTtb NPUMEHEHNS NonydYaemblxX
npodeccuoHarnbHbIX 3HAHWI NPY UCMONHEHUN
00513aHHOCTEN BOEHHOW CIyX0Obl;

MOPSIAOK U MpaBua okasaHWUsi NepBoW
NMOMOLLY NOCTpaaaBLUNM.

NMM.00 MpodeccnoHanbHble MOayNU 738 492
MM.01 OpraHusauns JOKYMEHTaLUNOHHOMo MAOK.01.01. OK1-9
obecneyeHns ynpasneHus u [lokyMeHTaumMoHHoe MnK1.1-1.10
hYHKLMOHMPOBaHUSI OpraHM3aumm obecneyeHne ynpasneHus
B pesynbraTte nsyyeHus npodeccuoHarnbHoro
monyns 06yyatoLLMIACS JOMKEH: MIK.01.02. MNpasosoe
MMeTb NPaKTUYECKUI ONbIT: perynmposaHe
opraHv3aLmm oKyMeHTaLUoHHOro ynpasnex4eckon
obecneyeHns ynpasneHus u AeATENLHOCTYU
;?J:Tximomposamq opraHusauuu; MK.01.03. Opranusaums
CEKPETAPCKOro
NPUMEHSATb HOPMaTMBHbIE NPaABOBbLIE aKTbl B
- i obcnyxuBaHus
ynpaBreH4YeCckon AeaTenbHOCTY;
NnoAroTaBnMBaTh NPOEKThLI YNPaBreHYeCcKnx
peLleHni;
obpabatbiBaTh BXoAsiLME U UCxogsLLme
OOKYMEHTbI, CUCTEMATMU3NPOBATL WX,
COCTaBNATb HOMEHKNATypy Aen u
dhopmMUpoBaTb JOKYMEHThI B 4Ena;
roTOBUTb M NPOBOAUTL COBELLIAHMWS, OENOBbIEe
BCTpEYU, NpuemMbl 1 Npe3eHTaumm;
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

3HaTh!

HOpMaTMBHbIE NPaBOBbIE aKTbl B 061acTu
opraHusauumn ynpaBneH4Yeckon 4esTeNbHOCTY;
OCHOBHbIE NpaBuIia XpaHeHUs! U 3aLmThbl
cnyxebHon nHpopmaumu.

MM.02

OpraHusaunst apxmBHON K
cnpaBoOYHO-MH(OPMaLUOHHON paboTbl No
OOKYMEeHTam opraHvsaumm

B pesynbTarte nsyyeHuns npogeccuoHanbHoro
Mo ynsa 00y4aloLUNCa OOITKEH:

UMETb NPaKTUYECKUI ONbIT:

opraHmsaumm apxXuBHOWN 1
crnpaBo4YHO-MHGOPMaLMOHHON paboTbl No
OOKYMEeHTaMm opraHmsauuu;

yMeTb:

OpraHn3oBbLIBaTb OEATENBHOCTL apXMBa C
y4yeToM cTaTtyca 1 Npoduns opraHmsauuu;
paboTaTb B CUCTEMAX 3NEKTPOHHOTO
OOKymMeHToobopoTa;

Mcnonb3oBaTh B OEATENBHOCTM apXxmBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNN;
NPUMEHSITb COBPEMEHHbIE METOOUKN
KOHCepBaLUKM 1 pecTaBpaLmm apXmMBHbIX
OOKYMEHTOB;

3HaTh:

CUCTEMY apXUBHOTO yNpaBneHUs B
Poccunckon ®egepaumm n opraHnsaumio
ApxusHoro coHaa Poccuinckon degepaumu;
CUCTEMY XpaHeHMs 1 06paboTKn JOKYMEHTOB.

MIK.02.01. OpraHusauus un
HOPMaTUBHO-MpPaBOBLIE
OCHOBbI apXMBHOIO Aena

MIK.02.02.
locynapcTBeHHbIE,
MyHULMNAnbHbIE apXMBbl U
apXuBbl OpraHu3auuin

MIK.02.03. MeToauka u
npakTuKa apxnBoBeAEHUSsI

MIK.02.04. Ob6ecne4veHune
COXPaHHOCTN OOKYMEHTOB

OK1-9
nK2.1-2.7

MM.03

BbinonHeHne paboT No oAHOM unu
HecKonbkuM npodeccusim paboumx,
OOIMKHOCTSAM CIyKaLLmx

BapuaTuBHas 4actb y4ebHbix umknos MMNCC3
(onpepenseTtcs obpa3oBaTernbHON
opraHusaumen CamoCcToATENBHO)

1026

684
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

Bcero yacoB oby4eHusi no y4ebHbIM LiMKnam 3402 2268
Mnrncecs
YT1.00 Y4yebHasi npakTuka OK1-9
6 Hepn. 216 MK1.1-1.10,
21-27
ri.oo MpounsBoacTBeHHas npakTuka (no npodunto
cneunanbHOCTK)
4 Hep.
rnar.oo MponsBoacTBEHHAsA NpakTuka
(npepovnnomHas)
MA.00 lNpomexyTodHasa aTTectaums 3 Hep.
MA.00 ["ocymapcTBeHHasi UTorosasi aTtectauus 6 Hep.
MA.01 MoaroToBka BbINYCKHON KBaNnuKaLMoOHHON 4 nep.
paboThbl
MA.02 3awmTa BbINyCKHON KBanNnuKaLMoHHON 2 Heg.
paboThbl

Cpok nony4denunsa CIMO no MNMMNCC3 6a3oBow nogrotoBku B 04HON hopme 0byyeHns coctasnseT 95 Heagenb, B TOM Yucne:

Tabnvua 4

O6y4yeHure no y4ebHbIM LmKnam 63 Hep.
Y4yebHas npakTuka
6 Hepn.
MponsBoacTBeHHasn npakTuka (Mo Npodusio cneumansHOCTH)
lMpousBoacTBeHHas NpakTuka (npeaaunnomHas) 4 Hep.
[MpomexyToyHasa aTTecTauums 3 Hep.
ocypapcTBeHHasi MToroBasi aTtectauus 6 Hen.
KaHunkynbl 13 Hep.
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Mpuka3 MnHobpHaykm Poccum ot 11.08.2014 N 975
"06 yTBepxaeHun denepanbHOro rocyAapcTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
npodeccroHanbHoro obpasoBanHus No crneumansHocTy 46.02.01 lokyMeHTaUMOHHOe obecneyeHne
ynpasfieHus u apxmBoBeaeHve"

(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

NToro 95 Hep.
Tabnuuya 5
CTpyKTypa nporpaMmMbl NOArOTOBKM CMELnanncToB CpeaHero 3BeHa
yrny6neHHon NoAroToBKM
UHpeke HanmeHoBaHWe y4ebHbIX LMKIIOB, pa3aenos, Bcero B Tom uncne WHpekc n HanveHoBaHne Kogbl
mMogynen, TpeboBaHus K 3HaHUAM, YMEHUSAM, | MakCumarnbHOW Yyacos OUCLMNINH, dhopmMupyemMbIx
NpakTU4ecKoMy OnbITY y4ebHon obsA3aTenbHbIX MEXAUCLUMINHAPHBIX KOMNeTeHuun
Harpysku y4ebHbIX Kypcos (MAK)
obyuatoLlerocs 3aHATUN
(yac./Hepn.)
Ob6s3aTenbHas 4acTb y4ebHbIX LUKIOB 3672 2448
Mncecs
Oorca.oo OB ryMaHUTapHbIv U 804 536
coumanbHO-3KOHOMMUYECKUA Yy4EOHbIN LMK
B pesynbTaTte nsyyeHus obssatenbHON YacTu 48 Orc3.01. OcHosbl OK1-9
y4ebHoro umkna oby4yaroLmmncs JormKeH: dunococum
yMeTb:
OpMEeHTUPOBaTLCA B Haubornee obLmnx
dmnocodckmx npobnemax GbITUS, MO3HAHMS,
LeHHocTew, cBobOAb! U CMbICNA XXU3HW Kak
OCHOBax (hOPMUPOBAHNS KyNbTypbl
rpaxgaHuHa n byayuiero cneunanucTa;
3HaTh!
OCHOBHbIE KaTeropum n noHATUs dunocoduu;
posib PUIocodnn B XXU3HU YerioBeka u
obuecTBa;
OCHOBbI (hMNOCOCKOro y4eHust o obITuu;
CYLLHOCTb npoLecca No3HaHus;
OCHOBbI Hay4yHOWN, PUNocodcKom n
pPEenUrno3HoOn KapTuH M1pa;
06 ycnoBusix popMmnpoBaHns NUYHOCTH,
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[ata coxpaHenusi: 22.10.2014

cBoboae U OTBETCTBEHHOCTU 32 COXpaHEHWEe
XXWU3HW, KYNbTYpbl, OKpYy)XXaloLWwen cpeabl;

0 coumarnbHbIX U 3TUYECKMX Npobnemax,
CBSI3aHHbIX C pa3BUTUEM U NCMOSTb30BAHNEM
OOCTUXKEHWNIA HAayKW, TEXHUKN N TEXHOMOINI;

yMeTb:

OpPMEHTUPOBATBLCHA B COBPEMEHHOW
9KOHOMMWYECKOMN, MOMUTUYECKOW M KyNbTYPHOMN
cuTyaumm B Poccnm 1 mupe;

BbISIBNATH B3aMMOCBSI3b OTEYECTBEHHbIX,
pernoHanbHbIX, MUPOBBIX
coumanbHO-3KOHOMUYECKUX, NONIUTUYECKNX U
KynbTYypHbIX Npobnem;

3HaTb:

OCHOBHbIE HanpaBneHWs pasBUTUS KITHOYEBbIX
pervoHoB Mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLHOCTb U NMPUYUHBI NIOKanNbHbIX,
pernoHanbHbIX, MEXroCyaAapCTBEHHbIX
KOH(NUKTOB B KOHLEe XX - Havane XXI BB.;
OCHOBHbI€ npouecchbl (MHTErpaunoHHbIe,
NONUKYNbTYPHbIE, MUTPALMOHHBIE U UHbIE)
NONUTUYECKOTO N 3KOHOMUYECKOTO pas3BuUTUS
BELYLLUX rOCY0AapCTB U PErMOHOB MUPa;
Ha3HauyeHne OOH, HATO, EC n gpyrux
opraHm3aumnii 1 OCHOBHbIE HanpaBeHNUst Nx
OeAaTenbHOCTY;

O PONW HayKu, KynbTYpbl U PENUIAA B
COXPaHEHUUN U1 YKPENNEHUN HALMOHamNbHBLIX 1
rocyAapCTBEHHbIX TPaauLnii;

coAepXXaHue U HasHa4YeHne BaXKHENLLMX
NpaBOBbIX N 3aKOHOAATENbHbLIX aKTOB
MMWPOBOIO M PEMMOHArbHOIO 3HaYEHNs;

48

Orca.02. Uctopus

OK1-9

ymeTb:
NPUMEHSITb TEXHWNKN U NpUembl 3pPeKTUBHOro
o0LeHusa B npoheccuoHanbsHom

48

Orca.03. Meuxonorusa
obLleHns

OK1-9
MNnK2.7, 3.6

KoHcynbTaHTINIOC
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DeaTenbHOCTY;

NCNonb3oBaThb NPUEMbI CaMOperynsaumm
noBefeHUs1 B NPOLECCe MEXITMYHOCTHOIO
obueHns;

3HaThb:

B3aMMOCBSI3b 00LLEHNS N AEATENBHOCTY;
uenu, yHKUMM, BUAbl 1 ypOBHU 0OLLEHNS;
ponu 1 poneBble OXuaaHusi B obLLEHWY;
BUObl coLManbHbIX B3aUMMOAENCTBUN;
MeXaHN3Mbl B3aUMOMNOHNMaHUS B OOLLEHWUMN;
TEXHUKN N NpueMbl 00LLEHNs, NpaBuna
cnylwaHus, BeaeHus becefbl, yoexaeHus;
3TUYECKMe NPUHLNMbI 0OLLIEHNS;
NCTOYHMKWN, MPUHUHBI, BUOBI 1 CNOCObbI
paspeLueHnss KOHNNKTOB;

ymeTb:
obuaTtbcs (YCTHO M MUCBbMEHHO) Ha
WMHOCTPaHHOM SA3bIKEe Ha NPOdeCcCnOHanbHbIE 1
noBceaHeBHbIE TEMbI;

nepeBoamnTb (CO cnoBapem) UHOCTPaHHbIE
TeKCTbl NpodeccrMoHansHOM HanpaBneHHOCTH;
CaMOCTOSTENbHO COBEPLLUEHCTBOBATL YCTHYIO
N MUCbMEHHYIO peyb, MNOMOSIHATL CNOBAPHbIN
3anac;

NOHMMAaTb OMaNorM4ecKyto 1 MOHOMOMMYECKYIO
peyb B cchepe npodheccroHanbHom
OedaTenbHoCTY;

3HaTb:

nekcuyeckuin (3000 nekcu4eckmx eanHULL) u
rpaMMaTn4eckuin MMHUMYM, Heo6XoaNMbIN
AN YTeHus 1 nepesoga (Co cnoBapem)
MHOCTPaHHbIX TEKCTOB NPOdECCUOHANbHOM
HanpaBreHHOCTK;

196

Orc3.04. NiHocTpaHHbIN
A3bIK

OK1-9

yMeTb:
Mcrnonb3oBaTb PU3KYNbTYPHO-CMOPTUBHYIO
[EeATENbHOCTb ANs YKpEenneHns 340poBbs,

392

196

Orcd.05. dusnyeckas
KynbTypa

0K2,3,6,9

KoHcynbTaHTINIOC
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OOCTWDKEHNS XKU3HEHHBIX U1
npodeccnoHarnbHbIX Lienen;

3HaTb:

0 ponu U3NYECKON KynbTypbl B
00LLeKkynbTYpHOM, NpodeCcCUoHansHoOM 1
coumanbHOM pasBUTUM YeroBeKa;
OCHOBbI 30POBOro obpasa XusHu.

EH.00

MaTtemaTnyeckmin n obwmn
€CTEeCTBEHHOHay4HbIV Y4eOHbIN LMK

390

260

B pesynbTaTte n3yyeHus 06s13aTeNbHOM YacTu
y4eBHOoro uukna oby4aloLwmnncs OImKEH:
yMeTb:

pewaTtb 3a4adu Ha OTbICKaHMe NPON3BOAHON
CMNOXHOW (PYHKLMM, MPOU3BOAHbLIX BTOPOrO U
BbICLLUMX MOPSIAKOB;

NCMnonb3oBaTh pasnmyHble MeToabI
WHTErpMpoBaHUs Npu peLleHnn 3agay;
ncnonb3oBaTb METOAbI MAaTEMaTUYECKOro
aHanusa npuv peLleHnmn 3agad NpuKnagHoro
XapakTtepa, B TOM Yucrne npodeccnoHanbHom
HanpaBreHHOCTK;

pelwaTtb CUCTEMbl YPaBHEHWI C HECKOSNbKUMMU
nepemMeHHbIMU MaTPUYHBIM 1 APYTMMU
cnocobamu:

ncnonb3oBaTb anrebpanyeckne meToabl Npu
peLleHnn reoMeTpuYecknx 3agay;

3HaTb:

OCHOBHbIE NOHATUS U METOAbI
MaTeMaTU4eckoro aHanmaa, NMMHeNHon
anrebpbl N aHaNUTUYECKON reoMeTpuK;
OCHOBHbIE YNCINEHHbIE METOAbI PELLEHNS
NpvKNagHbIX 3ajav;

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

EH.01. MaTtemaTuka

OK1-6,9

KoHcynbTaHTINIOC
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YMETb: EH.02. MHdopmaTmka OK4,5,9
paboTaTb C COBPEMEHHBIMM OMepaLnOHHbIMU
cMcTemMamu, TEKCTOBbIMY peaakTopamu,
TabnuyHbIMK NpoLeccopamm, cucteMmamm
ynpasneHusa 6azamm gaHHbIX, TporpamMmmMamMmm
NnoaroTOBKWN Npe3eHTau i,
WH(POPMAaLIMOHHO-MOMCKOBLIMIU CUCTEMaMU U
Nnonb30BaTbCs BO3MOXHOCTAMU rnobanbHom
ceTun VIHTepHeT;

3HaTb:

OCHOBHble MeTOAbI U cpeacTBa cbopa,
00paboTkn, XpaHeHUs1, Nepeaayu u
HakonneHus nHpopmauum;

TEXHUYECKNe cpeacTea U NporpaMMHoe
obecneyeHne nepcoHarnbHbIX KOMMbIOTEPOB;
TeopeTn4eCcKMe OCHOBbI COBPEMEHHbIX
NMHMOPMALIMOHHBIX TEXHOMNOMMIN 0BLwero un
crneLmanm3mpoBaHHOIrO Ha3HauYeHwus;

yMeTb: EH.03. Skonornyeckne OK3,6,7,9
OpMEeHTUpPOBaTLCA B Haubornee obLmnx OCHOBBbI

npobnemax 3KonorMm n NPUPOLAONOSb30BAHUS; NPUPOAOMNOSb30BaHUSA

3HaTb:

0COBEHHOCTN B3aumoencTeus obLiecTsa u

npvpoael;

NpupoaopecypcHbI noTeHuuan Poccuu;
MPUHLUMMBI U METOAbI paLMOHaNbHOO

NPUPOAOMNOSb30BaHUS;

npaBoBble M coLmManbHble BONPOCHI

NPUPOAONONb30BaHUS;

ymeTb: EH.04. MHdpopMaumoHHble | OK1-9
ncnonb3oBaTb TexHonorum cbopa, CUCTEMbI B MNK3.1-3.6
pa3MeLlLeHsl, XpaHeHUs, HaKkoMNmneHus, npodeccuoHansHomn

npeobpa3oBaHnsi U Nepedayn SaHHbIX B neaTenbHoOCTn

NpodheCCMOHaNbHO OPUEHTUPOBAHHbIX
MHPOPMAaLIMOHHbBIX cUcTemax;
obecneymBaTb 4OCTOBEPHOCTb UHGpOPMaLIMK B
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npouecce aBTomMaTM3MpoBaHHON 06paboTku
OaHHBbIX;

3HaTb:

Knaccmgukaumo MHHPOPMALMOHHbBIX CUCTEM;
BMObl TEXHOMOIMYECKNX npoLeccoB o6paboTku
WMHpopMaLnm B UHPOPMALIMOHHBIX CUCTEMAX,
0COBEHHOCTU NX NPUMEHEHUS;

MeToAbl U NpuemMbl obecneyeHmns
MHbopmaLnoHHON Ge3onacHOCTH.

.00

MpodeccnoHanbHbI y4EOHbIN LMK

2478

1652

Or1.00

O6wenpodeccuoHanbHble AUCLMNITUHBI

1180

786

B pesynbTaTe n3yyeHusi 06s3aTeNbHOM YacTu
y4eBHOro uukna oby4aloLwmnncs OOImKEH:
yMeTb:

OpUEHTUPOBATLCS B BONPOCax 3KOHOMUYECKOW
Teopun B COBPEMEHHbIX YCINOBUAX;

3HaThb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHUS
PbIHOYHbIX MEXAHW3MOB Ha MUKPO- U
MaKpOYPOBHSIX U MeTObl FOCYAapCTBEHHOIO
perynupoBaHus;

o6LLMe NONOXEHNST 3KOHOMUYECKON TEOPUU;

Or1.01. 3koHomMu4eckas
Teopus

OoK1-7
nK1.1-1.3

yMeTb:
paccynTbIBaTh MO MNPUHATON METOLOMOMMI
OCHOBHbIE TEXHUKO-3KOHOMMWYECKUE
nokasaTenu AesTenbHOCTY OpraHu3aLuy;
3HaThb:

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

Orl1.02. 3koHOMMKa
opraHusaumm

OK1-7
nK1.1-1.3

yMeTb:

ynpaendatb KOHCbJ'II/IKTaMVI n cTtpeccamu B
npouecce npodeccuoHanbHON AeaTensHOCTY;
3HaTb:

XapaKkTepHble YepTbl COBPEMEHHOIO

Or1.03. MeHeoXMeHT

OK1-9
nKt1.1,1.2,1.4 -
1.8,

24,25

KoHcynbTaHTINIOC
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MEHEIKMEHTa;
UMK MEHE)KMEHTA;

npouecc NPUHATUSA 1 peanusaumm
yrpaBneH4yeckmx peLleHnin, MHhopmMaLNoHHOe
obecneyeHne MeHeXKMEHTA;

yMeTb: Or1.04. l'ocypnapctBeHHas n | OK 1 - 8
NPUMEHSITb KaZpOBYIO NOMUTUKY Ha MyHUUMnansHas cnyxba MnK1.1-1.8
rocygapCTBEHHON 1 MyHUUMNansHow cnyxobe;

3HaTh:

CUCTEMY roCYAaPCTBEHHBIX YYPEXKAEHNNA U
OpraHoB MeCTHOro CaMoyrnpaBneHus;
obLwwme npyHUUnbl n TpeboBaHns K
MPOXOXAEHWIO rOCYAapCTBEHHOM U
MYHULMNAnNbHOW Cryx0bl;
OpraHn3auMoHHO-NPaBoBble (POPMbI
rocyfapCTBEHHOro annapara ynpasneHus;

ymeTb: Or.05. MHocTpaHHbIn a3bik | OK 1 -7
paboTtaTtb ¢ npodeccuoHanbHbIMKU TEKCTAMM (NpodheccroHanbHbIN) MK1.1-13
Ha MHOCTPaHHOM $i3bIKE;

COCTaBNATb M 0hopMNATb
OpraHM3aunoHHO-pacnopAANTENbHYIO
OOKYMEHTaLMI0 Ha MHOCTPAHHOM Si3bIKE;
BECTW NeperoBopbl Ha MHOCTPaHHOM Si3bIKE;
3HaTb:

NpakTUYecKyo rpaMmmaTmky, Heobxogumyo
Ans npodeccmoHanbHOro obLieHns Ha
WHOCTPaHHOM S13bIKE;

0COBEHHOCTN NepeBOAa CYXeOHbIX
OOKYMEHTOB C UHOCTPAHHOIO SA3bIKa;

ymeTb: Or1.06. OK1-8
NPUMEHSATb B NpodheccnoHanbHom MpodeccnoHanbHada atnka | MK 1.2 -1.6,1.8
OeATenbHOCTU NPUeMbI 4eNOBOro 06LLEHMS; N MCUXONOornst 4enoBoro

3HaThb: obLleHns

OCHOBHblE NpaBuna npogeccrMoHanbHow
3TUKM U NpyeMbl AenoBoro obLieHNns B
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KOMNNEeKTUBE;
0COB6EHHOCTM NPOdECCUOHANTBHON 3TUKM U
MCUXONOrMn AenoBOro O6LLEHNS CryXaLlmx
rocyaapCTBEHHbIX Y NHbIX
OpraHu3aLnoHHO-NpaBoBbIX hopM
YUPEXOEHUIN U OpraHM3auun;

yMeTb:
npocheccroHanbHO OCYLLECTBSATL HAGop
TEKCTOB Ha NepCcoHanbHOM KOMMbIOTEPE;
3HaThb:

PYCCKYIO M TaTUHCKYIO KnaBuaTtypy
nepcoHansHOro KOMMbITEPa;

npasuna opopmIeHust JOKYMEHTOB Ha
NepCcoHanbHOM KOMMbIOTEPE;

Or1.07. KomnbtoTepHas
06paboTka AOKYMEHTOB

0K2,4,5,9
nK1.1,1.3-1.9,
22,2.4,25

YMEeTb:
3aluMaTh CBOM NpaBa B COOTBETCTBUN C
TPYOOBbLIM 3aKOHOAATENLCTBOM,;
Mcrnonb3oBaTh NPaBoOBYO MHOPMaLMIO B
npodeccroHanbHoN AesTeNbHOCTY;

3HaThb:

npaea n 0693aHHOCTM CryXKaLLuX;
3akoHoAaTellbHble aKTbl U UHblE HOPMATUBHbIE
npaBoBble JOKYMEHTbI, perynupyoLime
NpaBOOTHOLUEHUA (bl/l3|/|'~leCKI/IX n
OPUONYECKNX NNLL;

OCHOBHbIE 3aKoHOAaTerbHble aKTbl O
npaBoBoM obecrneyeHnn npodeccroHanbHow
OESATENbHOCTM CryKallux;

Or1.08. NMpaeoBoe
obecneyeHmne
npodeccnoHarnbHON
OesaTenbHoCcTH

OoK1-7
nK1.1,1.2,1.4,
1.5,1.7,1.8

yMeTb:

ochopMNATL JOKYMEHTALMIO NO YNpaBeHNto
KayecTBOM NpPOAYKLNK;

3HaTb:

OCHOBHbIE MOMOXEHWSI CUCTEM MEHEIKMEHTA
kayecTBa 1 TpeboBaHUS K HUM;
METOOMNYECKYH Y HOPMATUBHYHO

Or1.09. YnpaBneHue
KayecTBOM

OK1-9
nK2.1-2.3,
nKa3.1,3.2,3.5
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npodeccroHanbHoro obpasoBanHus No crneumansHocTy 46.02.01 lokyMeHTaUMOHHOe obecneyeHne

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

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

AOOKyMeHTauuto Nno ynpaslieHNO Ka4eCTBOM
NPOAYKLNM;

yMETb:

co3gaeatb 6aronpuSTHbIA NCUXONOTMYECKMiA
KNUMaT B KOJNEKTUBE;

3 PEKTMBHO YNpaBnsATh TPYAOBLIMU
pecypcamy;

3HaTb:

cofepxaHue KagpoBoro, MHOPMaLMOHHOTO,
TEXHMYECKOro 1 NpaBoBoro obecneveHus
CUCTEMbI yrpaBreHnsi NepcoHanom;
OpraHn3aLMoHHY0 CTPYKTYPY Cry»x0Obl
yrnpaBrieHnsi NepcoHarnom;

o6Lwme NPYHUMMbI YyNpaBrieHUsl NepCcoHanoMm;
NPUHLUMMBI OpraHM3auuy KagpoBoii paboTol;
NCMXONOrMYecKne acnekTbl ynpaBreHus,
crnocoObbl paspelLeHnsi KOHQIMKTHBIX
CUTYyaLUWi B KOMMEKTUBE;

Or1.10. YnpaeneHue
nepcoHanom

OK1-9
NnK1.7,2.6, 2.7,
3.6

YMeTb:

ncnonb3oBaTbh METOAbl HaY4YHOro NO3HaHWA B
ncenegoBaTenbCKon AesATENbHOCTY;

3HaThb:

0 NnocrneacTBUAX CBOEN NpogeccnoHansHon
OEeATenbHOCTN C TOYKU 3pEeHUst eMHCTBA
Buocdepsbl 1 BuocoumansHon Npupoabl
Yenoseka;

OCHOBHbIE TEPMUHbBI N ONpeaeneHuns,
ncnonb3yemble Npyu PopMmpoBaHum
AOKYMeHTOB B obnacTtu
Hay4HO-UccrefoBaTeNbCKON AeATENbHOCTY;

Ol1.11. OcHoBbI
nccnegoBaTenbCKON
[eaTenbHOCTU

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

yMeTb:

NpPoOBOANTb HEOGXOAMMbIE pacyeTbl Mo
HarnoroBoMy, KpeaMTHOMY, GHOKETHOMY
perynpoBaHuio 9KOHOMUYECKMX MPOLIECCOB;
3HaThb:

OlN.12. N'ocynapcTBeHHOE
perynmpoBaHue 3KOHOMMUKM

OK1-9
NnK 3.5, 3.6
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"06 yTBepxaeHun denepanbHOro rocyAapcTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
npodeccroHanbHoro obpasoBanHus No crneumansHocTy 46.02.01 lokyMeHTaUMOHHOe obecneyeHne
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(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

cnocobbl rocyAapCTBEHHOTO PerynnpoBaHus
9KOHOMMKM B NEPEXOAHBI NEPUOS K PbIHKY;
AVHaMUKY coLmarnbHO-3KOHOMUYECKMX
MPOLECCOB, NPOUCXOAALLMX B CTpaHe, UX
CTaTUCTUYECKNE 3aKOHOMEPHOCTMW;
NPUHLMMBI U POPMbI FOCYAaPCTBEHHOIO
perynmpoBaHmnst 3KOHOMMUKN B PbIHOYHbIX

YCNOBUSX;
yMeTb: Or1.13. Cuctema OK1-9

00 BACHATE pasnuyHbie HPOPMBbI rocyaapCTBEHHOro NnK2.6,2.7,3.6
rocy4apCTBEHHOrO yrpaBreHus; yrnpaBneHus

Nonb30BaTbCA OCHOBHBLIMM
HOpMaTUBHO-NPaBOBbLIMU AOKYMEHTaMW,
onpefensrowmnMMmn CMCTeMy rocyaapcTBeHHOro
yrpaBneHus;

nonb30BaTbCs MakpOIKOHOMUYECKUMU
nokasaTensamu;

BNageTb MeToAamu paspeLleHus
KOHITUKTHBIX CUTyauun;

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCYAapPCTBEHHOMO
ynpasneHuns;

CTPYKTYpPY OpraHoB rocygapCTBEHHOrO
yrpaBneHus; cogepxaHue 1 HanpasneHve
rocyaapCTBEHHOW MOMUTUKMY;

yrpaBneHue couunansHon cpepon u
KOHMITUKTHBIMU CUTYaLNSAMN;

ymeTb: Or1.14. OpraHusauus OK1-9
XapakTepusoBaTb UCMOMHUTENbHYIO BNacTb B rocyaapCTBEHHbIX NnK1.2,1.3, 2.1,
coBpeMeHHon Poccumn 1 npobnemol ee yupexaeHun Poccum 2.6,3.5,3.6
MoAepHU3auuu;

06 BACHATL cneunduKy rocyaapcTBeHHOro
ynpaBneHnsa Ha perMoHanbHOM YPOBHE;
3HaTh:

rocygapctBeHHbIN annapaT Poccun B cucteme
COBETCKOro rocyapcrea;
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

nepuoabl CTAHOBEHNSA N 3BOSTHOLINN
aAMUWUHUCTPATUBHO-KOMAHAHOW CUCTEMBI
ynpaBneHus;

COBETCKWUI OMbIT aAMUHUCTPUPOBAHMS; KPU3UC
deaepatmBHon cuctembl Cotosa CoBeETCKUX
Couwnanuctudeckmx Pecnybnuk; nepvog
CTaHOBMNEHWs1 HOBOW CUCTEMbI OpraHm3auum
rocygapctBeHHown Bnactu B Poccun B 1990 -
1993 rr.;

OCHOBHbIE NonoXxeHns KoHcTUTyumnm
Poccunckon ®egepaumn 1993 r. n npouecc
dopMnpoBaHNS HOBLIX OpraHoB
rocygapcTBEHHONM BNacTy;
npeacrtaBuUTENbHbIE OpraHbl BlacTu B Havarne
XXI B., CTPYKTYpY UCMONMHUTENBHON BNAcTu B
coBpeMeHHown Poccumn n npobnemsl ee
MoZEepHU3aumu;

cneunduky pedopmmpoBaHus cygebHon
cuctembl Poccunckon ®enepaunu;

yMeTb:
OpraHM3oBbIBaTb U MPOBOAUTL MEPONPUATHUS
no 3awute paboTarLwmx 1 HaceneHus ot
HeraTuBHbIX BO34ENCTBUIN Ype3BblHanHbIX
cuUTyauui;

npeanpvHuMaTh NPodUNakTnYecKne Mepsbl
ANl CHUKEHUSA YPOBHSA ONacHOCTEN
pasnuMyHoro Buaa v ux nocrneacTsvm B
npodeccuoHarnbHON AeATENbHOCTU U ObITY;
ncnonb3oBaTh CpeacTsa NHAMBUOYaNbHOM 1
KONMMEKTUBHOM 3aLnTbl OT OPYXXMS MacCOBOroO
nopaxeHus;

NPUMEHSATb NepBUYHbIE CPEACTBA
NoXapoTyLLEeHNS;

OpPUEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHbIX
cneumanbHOCTEN N CAMOCTOATENBHO
onpeaenaTb cpeam HUX POACTBEHHbIE
Nnony4eHHON cneumanbHOCTH;

68

Orl1.15. Be3onacHocTb
KN3HeJeAaATernnbHOCTU

OK1-9
nK1t.1-1.5,
21-24,27,
3.1-3.6
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

NPUMEHSITb NPodeccnoHarnbHble 3HaHUS B
X0[e NCNONHeHNs1 0653aHHOCTEN BOEHHOM
CNy>0bl HA BOMHCKNX OOIMKHOCTSX B
COOTBETCTBMU C NOMYyYEHHON
cneumanbHOCTbIO;

BnageTb cnocobamm 6eCkoHGMKTHOrO
0o6LeHMs n camoperynsiuum B NoBCEAHEBHOM
OEeATENbHOCTU M SKCTPEMArIbHBIX YCIOBUSIX
BOEHHON CryX6bl;

oKasblBaTb NEPBY0 MOMOLLL NOCTpadaBLUNM;
3HaTb:

npuvHUMNbI obecnevyeHns yCTonunBOCTM
00BEKTOB 3KOHOMUKM, MPOrHO3NPOBAHNUS
pa3BUTUS COBLITUI U OLLEHKN NOCNeaCTBUI
MPW TEXHOTEHHbIX Ype3Bbl4alHbIX CUTYaLUSIX U
CTUXUIHBIX SIBNEHNSIX, B TOM YNCIE B
YCNOBUSIX MPOTUBOAENCTBUS TEPPOPU3MY Kak
Cepbe3HOou yrpo3e HauMoHansHom
©6e3onacHocTn Poccuy;

OCHOBHble BUAbI NOTEHUMAarbHbIX onacHocTen
N MX NocrneacTeus B NpodeccroHanbHom
OEeATENbHOCTU U BbITY, NPUHLIMMNBI CHUXKEHWS
BEPOSATHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIy0bl 1 0O0POHbI
rocynapcrBa;

3a[1a4M N OCHOBHblE MepPONpPUATUS
rpaxkgaHckom 000pPOoHbI; CNocobbl 3aLuThl
HacerneHus OT OPYXXMUsi MacCOBOIO MOPaXeHUs;
Mepbl NoXapHou 6e3onacHoOCTV 1 Npaeuna
©e30nacHOro NoBeAeHst Npu nNoXxapax;
opraHM3aumio U NopsiAoK Npu3blBa rpaxaaH Ha
BOEHHYIO CNyX0y 1 NOCTYyNneHns Ha Hee B
[06poBONLHOM MOPSIAKE;

OCHOBHbIE BUbl BOOPY>KEHWSI, BOEHHOM
TEXHUKU N cneunanbHOro CHapsiKeHus,
CoCToSILLME Ha BOOPY>KEHNU (OCHALLLEHMW)
BOMHCKMX NoapasaeneHnin, B KOTopbIX
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

NUMEITCS BOEHHO-YYETHbIE CrneunanbHOCTH,
poACTBEHHbIe creyunansHocTsam ClO;
obnacTb NPUMEHEHNs Nofyvyaembix
npodeccnoHarnbHbIX 3HAHUIA NPU UCMONHEHUN
06513aHHOCTEN BOEHHOW CryX0bl;

NopsiioK U NpaBuna okasaHus NepBon
nomMoLlun nocTtpagasLLnM.

MM.00

MpodeccnoHanbHble Moaynn

1298

866

MNM.o1

OpraHu3auns JOKYyMEHTaLNOHHOTO
obecneyeHns ynpaeneHus un
bYHKLMOHMPOBaHMWS OpraHn3aLmm

B pesynbTarte nsyyeHuns npogeccuoHanbHoro
Moaynsa 00y4aloLUNCa OOIMKEH:

NUMETb NPaKTUYECKUIA ONbIT:

opraHm3aunm JOKyMEHTaLNOHHOTo
obecneyeHns ynpasneHus u
hyHKLMOHMPOBaAHUSA OpraHv3auny;

YMEeTb:

NPUMEHSATb HOPMaTKBHbIE NPABOBbLIE aKTbl B
ynpaBreH4YeCcKon AeATenbHOCTY;
noaroTaBnuBaTh MPOEKTbI YpaBNEHYECKNX
peLueHunn;

obpabaTbiBaTh NoCcTynatoLme un
OTnpaBnseMble JOKYMEHTbI,
cMCTEMaTU3NPOBAaTh UX, COCTaBMATb
HOMeHKNaTypy aen u opmMmmnpoBaTb
OOKYMEHTbI B Aena;

rOTOBWTb M NPOBOANTL COBELLI@HUS, AENOBbIE
BCTPEYM, NpMeMbl U Npe3eHTaumu;

3HaTb:

HOpMaTUBHbIE NPaBOBLIE aKTbl B 06r1acTu
opraHm3aumm ynpaereHYeckon 4eATENbHOCTY;
OCHOBHbIE NpaBuna XpaHeHUs 1 3aLUmnTbl
cnyxebHon nHdopmaumu.

MOK.01.01.
[okyMmeHTaumMoHHoe
obecneyeHne ynpasneHus

MK[.01.02. MNpaBoBoe
perynupoBaHune
yrnpaBrneH4YeCcKon
[eATENnbHOCTU

MK[.01.03. OpraHunsauus
CekpeTapcKoro
obcnyxmBaHus

OK1-9
nK1.1-1.11

MM.02

OpraHusaunst apxmBHON n

MIK.02.01. OpraHusauus un

OK1-9
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

CMpaBoOYHO-MHGPOPMALMOHHON paboTbl No HOpMaTMBHO-NpPaBOBbIe nK2.1-27
OOKYMEHTaM opraHu3auum OCHOBbI apXMBHOTIO Aena
B pesynbTaTte nsyyeHus npodeccuoHarnbLHoro

Moayns 00y4aloLUNCa OOITKEH: MIK.02.02.

MUMETb MPaKTUYECKUIN OMbIT: l'ocynapcTeeHHble,
OpraHM3aLmm apxmBHOIA 1 MyHUUMNasnbHbIE apXnBbl 1
CNPaBoYHO-UHOPMALIMOHHON PaboTbl Mo apXuBbl opraHusaumu
p'OKyM_eHTaM Opranusaumm, MIOK.02.03. MeToanka u
YMETb: npakTuKa apxmBoBeAEHUSsI
OpraHM3oBbIBaTb AEATENbHOCTb apXxmBa C

y4eToMm cTaTyca 1 Npochunsi opraHnsaunm; MIK.02.04. ObecneveHune
pa60TaTb B CUCTEMaX 3JTIEKTPOHHOIO COXPaHHOCTW AOKYMEHTOB
OOKYMeHTO000poTa;

ncrnonb3oBaTh B AEeATENbLHOCTM apxmBa

COBPEMEHHbIE KOMMNbIOTEPHbIE TEXHOMOMNU;

NMPUMEHSITb COBPEMEHHbIE METOANKM

KOHCepBaLUKM 1 pecTaBpaL My apXmBHbIX

OOKYMEHTOB;

3HaTb:

CUCTEMY apXMUBHbIX YYpeXaeHui B

Poccunckon ®egepaumm n opraHusaumio

ApxusHoro coHaa Poccuinckon degepaumu;

CUCTEMY XpaHeHMs1 1 06paboTKn JOKYMEHTOB.

MM.03 OcyulecTBneHne AOKYMEHTaLUNOHHOIo MIOK.03.01. OK1-9
obecneyeHns ynpaBneHns U apxMBHOIo aena NHdopmaunoHHble MK3.1-3.6
C MCNONb30BaHNEM NPOrpaMMHbIX CPEACTB TEXHOMorm B
yyeTa, XpaHeHusl, 06paboTkn 1 noncka OOKYMEHTaLNOHHOM
OOKYMEHTOB obecneyeHnn ynpaeneHus
B pesynbTaTte nsy4eHus npodeccuoHarnbHoro N apxvMBHOM Aerne
Mo ynsa 00y4alLUNCs OOIMKEH:

MMETb MPaKTUYECKMIA OMbIT: MKA.03.02. MeToauka
paboTbl C NPOrpaMMHbLIMI CPEACTBAMM YYETa, paunoHanusaumm
XpaHeHus1, 06paboTKM 1 NOUCKa JOKYMEHTOB; AOCKYMEHTaLOHHOTO
opraHu3auum crnpaBoYHO-MHOPMAaLMOHHOM obecneqeHus ynpasnenus
[eATEeNbHOCTN C JOKyMEeHTamu; 1 apxmMBHOTO Aena
yMeTE: MKZ.03.03. OpraHunsauus
paboTaTtb ¢ NpodeccuoHanbLHO
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(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

OPUEHTUPOBAHHBLIM MPOrPaMMHbIM
obecneyeHvem B obnacTtu
OOKYMEHTaLMOHHOro obecneveHust
ynpasneHua (ganee - JOY) n apxmBHoro
aena;

OpraHu3oBbIBaTb BHeApEHMEe
aBTOMaTU3MPOBAHHOM CUCTEMBI B Cnybe
[OOY n apxuBe (TexHn4yeckoe 3agaHue,
noHsitue o CASE-TexHonorusx);

HaxoauTb Heobxoanmyto MHOPMaLMIo,
nonb3oBaTbCs NHPOPMALIMOHHBIMU
pecypcamu cetn MiHTepHeTa B obnactu
OOKYMEHTOBEAEHMS N apXMBHOMO Aena;
paboTaTb C 3MEKTPOHHLIMW JOKYMEHTaMU;
NCNonb30BaTb CETEBbIE MPOrPamMMHbIE U
TEeXHUYEeCKNe cpeacTea B npoeccuoHansHon
OeATenbHOCTY;

3HaTb:

PbIHOK Cneunanu3npoBaHHOIO MPUKNAgHOro
nporpaMmmHoro obecneveHus B obnactn JOY
N apXMBHOro Aena (aBTomaTuyecKkme CUCTEMBI
ynpaBneHuss AOKYMEHTaMu);

coBpeMeHHoe cocTosiHne [JOY
rocy4apCTBEHHbIX U HErOCYAapCTBEHHbIX
yYpeXaEeHUN, roCyaAapCTBEHHbIX,
MYHULMMNAnNbHbIX U HErOCY4apCTBEHHBIX
apXx1MBOB B 061aCTV NPUMEHEHNS
MHPOPMALIMOHHBIX TEXHOITOMNI U
NCNONb30BaHNs CNeLmManm3MpoBaHHOIo
nporpaMmMHoOro obecneyeHus;
KopnopaTuBHble MHPOPMAaLIMOHHbIE CUCTEMBI,
aBTOMAaTU3MpPOBaAHHLIE MO CUCTEMAM
OOKYMEHTauum1, B TOM YMCIe KaapOBOW,
OyxyyeTa;

nepcnekTUBHbIE HaNpaBneHus
nHdopmatmsaunn JOY n apxmBHoro gena;
3aKkoHoaaTenbHy 6a3y, OCHOBHbIE Yrpo3bl

pa60TbI C 3J1eKTPOHHbIMWN
AOOKyMeHTaMun
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

MHopMaLMoHHON 6e3onacHOCTH.

MM.04

BbinonHeHne paboT No 0gHOM unu
HeCcKonbkuM npodeccusim paboumx,
OOJDKHOCTSAM Cry>KaLlmx

BapuaTtneHas yacTtb y4ebHbix umknos MNMMNCC3
(onpepensieTcs obpasoBaTenbHOM
opraHusaumen caMocToATENbHO)

1620

1080

Bcero yacoB 06y4eHust Mo y4eGHbIM LuKnam
Mnrccs

5292

3528

YI1.00

YuebHas npakTuka

Mnri.oo

lMpoussoacTBeHHas npakTuka (No npodunio
cneunanbHOCTK)

10 Hep.

360

OK1-9
NnK1.1-3.6

nAar.oo

lMpounssoacTBeHHas NpakTuka
(npepavnnomHas)

4 Hep.

MNA.00

lNpomexyToyHada aTTectaums

5 Hep.

MA.00

ocynapcTBeHHas ntoroeas atrectauums

6 Hep.

MA.01

MoaroToBka BbIMNYCKHOW KBanuukaLunoHHOM
paboThbl

4 Hep.

MA.02

3aLymTa BblNYCKHOW KBanMduKaLMoHHON
paboThl

2 Hep.

Cpok nony4deHus CIMO no MMNCC3 yrnybneHHo NoaroToBku B 04HOWM hopme 06yy4eHust coctaBnsieT 147 Heaenb, B TOM Yucre:

OB6yyeHure No y4yebHbIM LuKnam

98 Hep.

YuebHasa npakTuka

lMpousBoacTBeHHas npakTuka (No Npodunio cneynansHOCTH)

10 Hep.

Tabnuuya 6
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MpousBoacTBEHHas NpakTuka (NpeaavnnomHast) 4 Hep.
lMpomexyTovHas aTTecTaums 5 Hep.
"ocypapcTBeHHas uTorosas aTrectaumns 6 Hen.
KaHnkynspHoe Bpems 24 Hep.
NToro 147 Hep.
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VIl. TPEBOBAHNA K YCNOBUAM PEANTM3ALINA NMPOIrPAMMbBI NOATOTOBKN
CNEUMANMCTOB CPEAOHEIO 3BEHA

7.1. OG6pasoBaTtenbHas oOpraHusaumsi camMocToaTenbHO paspabatbiBaeT u  yrBepxaaetr [MMNCC3 B
cooTtBeTcTBMM ¢ HacTosawmm PIrOC CI10 u ¢ yyeToM cooTBeTCTBYOLLEN NpuMepHon MNMINCC3.

Mepen Hayanom paspaboTkm NMCC3 obpasoBaTenbHas opraHu3auus AOMKHA onpeaenuTb ee cneumduky ¢
y4eTOM HanpaBMeHHOCTW Ha yAoBneTBOpeHne NoTpebHoCcTen pbiHKa Tpyda u paboTogaTtenen, KOHKPETM3NPOBaTb
KOHeYHble pe3ynbTaTbl OOy4YeHus B BMAE KOMMETEHUWUW, YMEHWWA W 3HaHWWA, npuobpeTaemoro npakTu4eckoro
onbiTa.

KoHKpeTHble BMAbl OEATENbHOCTW, K KOTOPbIM TOTOBUTCHA OOy4YaloLMACH, OOMKHbI COOTBETCTBOBATb
npuceavBaemMon kBanudukauumn, onpenensatb coaepxaHue obpasoBaTenbHOW nporpammel, paspabaTtbiBaemon
obpasoBaTenbHON opraHn3aLlmen COBMECTHO C 3auHTepecoBaHHbLIMU paboTogaTensamu.

Mpu popmuposarum MIMNCC3 obpasoBaTenbHas opraHn3auns:

UMeeT MnpaBO MCMONb30BaTb OObEM BpPEMEHM, OTBEAEHHbI HA BapuMaTUBHYID 4acTb YYeOHbIX LIMKMIOB
MMNCCS, ysenuumnBas npu 3ToM 06bEM BpEMEHW, OTBEAEHHbIN HA OUCLUMMAMHBLI U MOOYynM o6a3aTernbHOM 4acTy,
nnbo BBOAA HOBblE OUCUMUMMMHBI U MOAYNM B COOTBETCTBUM C nNoTpebHocTamu pabotogatenen u cneumdukon
AeaTenbHoCTN 06pa3oBaTenbHON OpraHn3aLmuy;

UMeeT MpaBO oOnpefensaATb ANns OCBOeHUst obydalwmMmucs B pamkax npodecCroHanbHOro Moayns
npodpeccuto paboyero, OOIMKHOCTb CRyKallero (0gHY WM HECKOMbKO) COMMacHO MPUIIOKEHUID K HacTosLLeMy
®rocC Cro;

obsizaHa exerogHo obHoBnaTb MIMCC3 ¢ yyeTom 3anpocoB paboTtopaTtenen, oCoOEHHOCTEN pas3BUTUS
pervoHa, KynbTypbl, HAayK1, 3KOHOMWKM, TEXHUKW, TEXHOIOTMIA U coumanbHOM cdepbl B pamMkax, YCTaHOBIEHHbIX
HacTodAwmm OIrOC CI1O;

obszaHa B paboumx y4yebHbIX MnporpaMmax BCEX OUCUMMIMH U NpOodEecCMOHanbHbIX MoOynen 4YeTko
dopmynunpoBaTb TpeboBaHWs K pe3yrnbTaTaM WX OCBOEHUs: KOMMETEHLMAM, npuobpetaemMomy npakTU4ecKoMmy
OnbITY, 3HAHWAM U YMEHUSAM;

obszaHa obGecneunBaTb 39PEEKTMBHYIO CaMOCTOATENbHYD paboTy obydvalwwmuxca B COYeTaHuuM C
COBEpLUEHCTBOBAHMEM YNPaBIIEHNS €10 CO CTOPOHBI NMpenogaBaTenei  MacTepoB NPOM3BOACTBEHHOIO 00YyYeHMS;

o6s3aHa obecneynBaTb 0Oy4YalOWMMCS BO3MOXHOCTb y4acTBOBaTb B (POPMUPOBAHWMM WHAMBUAYaNbHOW
obpa3oBaTenbHON NporpamMme;

06s13aHa hopMMpoBaTb COLMOKYNbTYPHYK Cpeay, CO3[aBaTb YCMNOBWUs, HeOOXoaumble AN BCECTOPOHHENO
pasBuTMa W couuanu3aumm JMYHOCTUW, COXPaHeHUs 300poBbsi ODydalLMXcs, CnocobCTBOBaTb Pa3BUTUIO
BOCMUTATENbHOITO  KOMMOHEHTa  oOpasoBaTenbHOro  npouecca, BKOYas  pasBUTME  CTYOEHYEeCcKOoro
camoynpaBreHusl, ydactme obyyarowmxcs B paboTe OOLECTBEHHbIX OpraHM3auui, CMOPTUMBHBIX U TBOPYECKMX
KnyboB.;

OOIMKHA npeaycMmartpuBaTth B LUEnsAX peanu3auun  KOMMETEHTHOCTHOrO Moaxoda UCNonb30BaHWE B
obpasoBaTtenbHOM MNpouUecce akTMBHbIX W MHTEPAKTMBHbIX (POPM MpPOBEOEHUS 3aHATUA  (KOMMBbIOTEPHbIX
CUMYISAIUUIA, OEeNnoBbiX U PONeBbiX Urp, pa3bopa KOHKPETHbIX CUTYyaLMh, MCUXONOTMYECKUX U MHbIX TPEHWHIOB,
rpynnoBbIX AMCKYCCWMI) B COMETaHWM C BHeayguTopHOW paboTon Ans (OpMMpPOBaHUSA U pasBuUTMS OOLINX K
npodeccuoHanbHbIX KOMNETEHLUIA 00yYatoLwmMXCs.

7.2. Npwu peanusaunm MMCC3 oby4atowmecss MMEOT akagemMudeckue npasa U 0683aHHOCTU B COOTBETCTBUM
¢ ®eaepanbHbiM 3akoHOM OT 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHum B Poccuiickorn Pegepaummn” <1>.

<1> CobpaHue 3akoHogaTenbcTBa Poccuiickon ®epepauum, 2012, N 53, c1. 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, c1. 2933; N 26, cT1. 3388; N 30, cT. 4263.

7.3. MakcumanbeHbin 06beM y4ebHOW Harpy3ku obyuvarowerocs cocTaBnseT 54 akagemMunyeckMx vaca B
Hedernto, BKIoYas BCe BUAbl ayAUTOPHOW M BHEAygUTOPHOWN y4ebHOM Harpysku.

7.4. MakcumanbHbIn 06beM ayauTOpHOM y4eBHOM Harpys3kM B ovHOM dhopme obydeHus coctaBnsieT 36
akageMuUyecKknx 4acoB B Hefernto.

7.5. MakcmanbHbIn 06bemM ayauTOpHOW y4eBHOM Harpysku B O4HO-3a04HON hopme obyyeHns cocTasnseT
16 akageMm4eckux 4acoB B Heaernio.

7.6. MakcmmanbHbI 06beM ayauMTOpHOWN y4ebHOM Harpysku B rog B 3a04HOW hopme 0ByyeHus cocTaBnsaeT
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160 akagemMunyeckmx 4acos.

7.7. ObLwasn NpoaomKUTENbHOCTb KaHMKyN B y4ebHOM rogy AormxkHa coctaenaTb 8 - 11 Hegenb, B TOM yncne
He MeHee 2-X Hegenb B 3UMHUIA nepuoa,.

7.8. BeinonHeHue KypcoBoro npoekrta (paboTbl) paccmaTpmBaeTcs kak Bug y4ebHon paboTbl N0 AUCLMNIIVHE
(avcumnnuHam) npodeccuoHanbHOro y4yebHoro uukna wu  (unu) npodeccuoHarbHOMY MOAYMo  (MOAYNsiM)
npodeccroHanbHOro y4ebHoro LUukna u peanuayeTtcst B pegenax BpeMeHW, OTBEOEHHOMO Ha ee (UX) U3y4eHue.

7.9. [OucumnnmnHa "Odusmyeckass KynbTypa" npedycMaTpuBaeT exeHedenbHo 2 4aca o6s3aTenbHbIX
ayOUTOPHBIX 3aHATUIA U 2 Yaca CaMOCTOATENbHON paboThl (3a cYeT pasnmyHbIX (POPM BHEAYAUTOPHBIX 3aHATUA B
CMOPTUBHbLIX KIy6ax, cekumsx).

7.10. ObpasoBaTenbHasa opraHu3aums MMeeT NpaBo Ans NOArpPynn AeBYLIEK UCMONb30BaTh YacTb y4ebHOro
BpemMeHn aucumnnuHbl "BesonacHocTb XusHegesTenbHocTn" (48 4acoB), OTBEAEHHOrO Ha MW3y4YEeHWE OCHOB
BOEHHON CryX6bl, HA OCBOEHNE OCHOB MEANLIMHCKNX 3HAHWMA.

7.11. MonyyeHne CIMO Ha 6a3e ocHOBHOro obuiero obpa3oBaHWsi OCYLLUECTBMASETCA C OAHOBPEMEHHbLIM
nony4eHvem cpegHero obuiero obpasosaHusa B npegenax MMCC3. B atom cny4vae MNMNCC3, peannsyemasa Ha 6ase
OCHOBHOro obuero obpasoBaHus, paspabaTbiBaeTcd Ha ocHoBe TpeboBaHMI COOTBETCTBYHOLUNX heaepanbHbIX
rocygapcTBeHHbIX obpa3oBaTenbHbIX CTaHOAPTOB cpeaHero obwero obpasoBaHus u CINO ¢ yyeTom nonyvyaemon
cneumanbHocTu Cl10.

Cpok ocBoeHusi MMCC3 B o4yHoM chopMe obyyeHus ansa nuu, obydvaroumxca Ha 6ase OCHOBHOro obuiero
obpa3oBaHus, yBenuumMBaeTcsa Ha 52 Hegenu us pac4yeTta:

TeopeTuyeckoe 06yyeHme (npy oba3aTenbHon yyebHom Harpyske 36 4acoB B HeAeno) 39 Hep.
NpoOMeXyTo4Hasa aTtTecTaums 2 Heg.
KaHWKyMbl 11 Hep.

7.12. KoHcynbTaumu anst oby4varoLmxcst Mo 04HOM M OYHO-3a04HOM hopMamM obydeHuss npegycMmaTpuBaroTcs
obpa3zoBaTenbHON opraHusaumen n3 pacyeta 4 yaca Ha OQHOro 0by4YaloLerocst Ha Kaxabli y4ebHbIN rod, B TOM
yucre B nepuog peanusaumm obpasoBaTenbHOW NporpaMmbl cpedHero obulero obpasoBaHus Ans nuu,
obyvarowmxca Ha 6Gase ocHOBHOro obuiero obpasoBaHusa. POpMbl NPOBEAEHMS KOHCyNbTauui (rpynnosble,
MHOUBMAYanbHbIE, MMCbMEHHBIE, YCTHbIE) onpeaensaiTca obpasoBaTenbHONM OpraHn3aumen.

7.13. B nepuog obyyeHus c roHowamu npoBoadaTcs ydebHble cbopbl <1>.

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

7.14. TpakTnka siBnseTca obsi3atenbHbiM pasgenom MMNCC3. OHa npeactaBnseT cobon Bug yvebOHoW
OEeaTenbHOCTN, HamnpaBneHHoW Ha QOopMUPOBaHUE, 3akpenneHne, pasBUTUE MNPAKTUYECKUX HaBbLIKOB U
KOMNEeTEHUUN B NPOLIECCE BLINOMHEHNST onpeerneHHbIX BUA0B paboT, CBsA3aHHbLIX C OyayLien npodeccMoHanbHOM
aeqarenbHocTbio. [pn peanusaumm [MNCC3 npegycmatpuBatoTca cnegylowive BuAbl MNpakTUK: ydyebHaa u
NpPon3BOACTBEHHAS.

lMpou3BoACTBEHHAA MpaKkTUKa COCTOMT W3 ABYX 3TanoB: MPakTUKA MO NPOUo  cneumanbHOCTU W
NpeaaunIoOMHON MPaKTUKK.
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YyebHass npaktMka W NpoM3BOACTBEHHAst nMnpakTuka (No npocuno  cneunanbHOCTU) NpPOBOAATCHA
obpasoBaTenbHON OpraHu3auuen npu ocBoeHMM obyvaromMMnca npodeccMOoHanbHbIX KOMNETEHUUA B pamKax
npodeccnoHanbHbIX MOAyNen U MOryT peanv3oBbiBaTbCs Kak KOHLEHTPMPOBAHHO B HECKOMbKO MEpMOAOB, Tak U
paccpeaoToveHo, Yepeayscb C TEOPETUYECKUMUN 3aHATUSAMY B paMKkax NpodeCccnoHarnbHbIX Mogynen.

Llenn n 3apauun, nporpammbl 1 hOpMbl OTYETHOCTU OnpefensTcs obpasoBaTenbHON OpraHusaumen no
KaxkgoMy BUAY MPaKTUKW.

lMponsBoacTBEHHasA NpakTUKa AOMKHA NPOBOAUTLCS B OpPraHU3auusx, HanpasneHve O4esTenbHOCTU KOTOPbIX
COOTBETCTBYET NPOUI0 NOATOTOBKN OOyYarOLLMXCS.

ATTecTaumMs no wuToraMm MpPOU3BOACTBEHHOW MPAKTUKM MNPOBOAUTCA C Y4E€TOM (MNIM Ha OCHOBaHWM)
pe3ynbTaToB, NOATBEPXKAEHHbIX JOKYMEHTaMy COOTBETCTBYIOLLUX OpraHn3aLuin.

7.15. Peanusauus TMNCC3 no cneunanbHOCTM AOMKHa obecnevMBaTbCA NedarorMyeckMMy kagpamu,
nmerwumn Boicllee obpasoBaHue, COOTBETCTBYOLWEe Npoduno npenogaBaemMon gucuunivHel (mogyns). OnbiT
OeATenbHOCTM B OpraHm3auusx COOTBETCTBYIOLLEN MpodeccuoHanbHoOn cdpepbl sBnseTca obssatenbHbiM Ans
npenogasaTtenen, OTBevalWwMx 3a OCBOEHWe obyyalwmmcs npodecCUoHanbLHOro  y4ebHoro  umkna.
lMpenogaBatenu nony4valoT AOMNOMHMTENbHOE MpodeccuoHanbHoe obpasoBaHMe MO MporpamMmam MOBbILEHUS
KBanudukaumu, B TOM yncrne B oopMe CTaKMPOBKM B MPOUIbHbIX opraHnsaumsax He pexe 1 pasa B 3 roga.

7.16. MMNCC3 pomkHa obecneunBaTbCa y4eOHO-METOAMYECKON AOKYMEHTauMen no BCEM AMCLMMNINHAM,
MEeXOUCUMMITMHAPHBIM KypcaMm 1 npodgeccuoHanbHeiM mogynam MrNCC3.

BHeayguTopHas paboTa gomkHa conpoBoxaatbCc MeTogmdeckum obecneyeHmem n o60CHOBaHWEM pacyeTa
BPEMEHW, 3aTpayunBaEMOro Ha €€ BbINOMHEHNE.

Peanusaums MNMNCC3 pomkHa obecneunBaTbCA OOCTYNOM Kaxgoro obydatoulerocs k 6asam gaHHbIX U
6ubnuoteyHbiM oHaam, OpPMMPYEMBIM MO MOMHOMY nepeyHo aucuunnuH (moaynewn) MIMCC3. Bo Bpewms
CaMOCTOSITENbHON MOArOTOBKM 0Dy4YatoLmnecs OIMKHbI ObITb 0becneyeHbl JOCTYNOM K ceTn MIHTEpHeT.

Kaxabln obyvatowmics gomkeH ObiTb obecnedeH He MeHee 4YyeM OAHUM yd4ebHbiM neyaTHbiM K (Mnu)
3MEKTPOHHBIM  M34aHMEeM MO  Kaxaon aucumnimHe npodecCroHarnbHOro  y4ebHOro uukna v OOHUM
y4eOHO-MEeTOANYECKMM MEeYaTHbIM U (MNK) SNEKTPOHHBIM U3J4aHMEM MO KaXOOMY MEXAUCUUMNIIMHAPHOMY Kypcy
(BKNtOYas aNekTpOHHbIe Basbl NEPUOANYECKNX U3AAHNIA).

BnbnuoteuHbin OHO AOMKEH OblTb YKOMMIEKTOBAH MNevatHbiMM U (MNK) SNEKTPOHHLIMU  U3OaHUSIMU
OCHOBHOW M [JOMNOMHUTENBHON y4ebHOM nuTepaTypbl NO AUCLMNAMHAM BCeX Y4eOHbIX LUUWKMOB, WU3OaHHOW 3a
nocnegHue 5 ner.

BnbnuoTteyHbln  doHg, nomumo  y4ebGHOW  nuTepaTtypbl, OOMMKEH  BKM4YaTb  oduumanbHble,
crnpaBo4YHO-OMbnunorpaduyeckme n nepuvoandeckne msgaHus B pacdete 1 - 2 ak3emnnspa Ha kaxabix 100
obyyarowmxcs.

Kaxxgomy obydatowleMyca fdormkeH ObiTb obecnedeH [oOcTyn K KoMnnekram ©6ubnuotedHoro ¢oHaa,
COCTOSALUUM HE MEeHee YeM U3 5 HanMeHOBaHWIN POCCUMCKMX XXYPHaroB.

ObGpasoBaTtenbHas opraHusauus [OoSbkHa npefocTaBuTb 0OByvaloLMMCH BO3MOXHOCTb  OMNepaTUBHOrO
obmeHa wHdoOpMaumMen ¢ pOCCUNCKMMKU oObOpas3oBaTerbHbIMA OpraHM3auusMM M OOCTYN K COBPEMEHHbIM
npodeccnoHanbHbIM 6a3aM gaHHbIX U MHPOPMALIMOHHBIM pecypcam ceTn NIHTepHerT.

7.17. Tpuem Ha oOy4veHme no TMNMCC3 3a cyeT OHMIKETHbIX acCUrHoBaHWIA degepanbHoro GromokeTa,
GrooxeToB cybbekToB Poccuickon ®egepauum 1 MeCTHbIX OlompkeToB aBnseTcs obLiefoCTynHbIM, €CrN NHOE He
npenycMoTpeHo YacTblo 4 ctaTbn 68 PenepanbHoro 3akoHa ot 29 gekabpsa 2012 r. N 273-93 "O6 obpasoBaHun B
Poccuiickon ®enepauunn” <1>. duHaHcupoBaHue peanusaummn MMNCC3 O0MmMKHO OCcyLecTBNATLCA B 0ObeMe He
HWXXE YCTAHOBIEHHbIX FOCYAapCTBEHHbIX HOPMATMBHBIX 3aTpaT Ha OKal3aHue rocyaapCTBEHHOW ycnyru B cdepe
o6pa3zoBaHusa ONs 4aHHOTO YPOBHS.

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

7.18. OGpa3soBartenbHas opraHusauus, peanuayoLlas MMNcCcCa3, JOMmKHa pacnonaratb
mMaTepuanbHo-TexHnyeckon 6ason, obecneuvBalowen nposBegeHWe Bcex BMAOB nabopaTopHbix paboT wu
NPaKTUYECKUX 3aHATUWA, OUCUMUNNMHAPHOW, MEXAUCLUMNIMHAPHOA U MOAYNbHOW MOArOTOBKM, y4eBHOM npakTukw,
npeaycMOTPEHHbIX y4ebHbIM nnaHom obpasoBaTenbHON opraHm3auun. MatepuanbHo-TexHUYeckas 6asa gorkHa
COOTBETCTBOBaTb AENCTBYIOLLMM CaHUTapHbLIM 1 NPOTUBOMOXapPHbIM HOPMaM.
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[JokymeHT npepocTtasneH KoHcynbTaHTIM0C
[aTta coxpaHeHus: 22.10.2014

MNepeyeHb kabnHeToOB, NabopaTopuin, MacTEPCKMX
W opyrux nomeLleHuni

KabunHeTbi:

coumanbHO-3KOHOMUYECKUX AUCLUMINH;

WHOCTPaHHOTO S3bIKa;

MaTeMaTuKn U MHPOPMATUKK;

9KOJTOTMYECKMX OCHOB NMPUPOAONONb30BaHNS;

9KOHOMWKWN OpraHu3auum 1 ynpasrieHnsi NepcoHarnom;

MEHeIKMEHTa;

npaBoBoOro obecneyeHns NpogeccnoHanbHon AeaTeNbHOCTY;

rocygapCTBEHHON U MyHMLMNANbHOW Cnyxobl;

OOKYMeHTaUMOHHOro obecneveHus ynpaBneHus;

apxvBOBeAEHMS;

npoceCcCUoHansHON aTUKN N NCUXOSOTNKN 4ENOBOro 00LEeHNS;

©e30nNacHOCTU XU3HEOEATENbHOCTY;

METOANYECKUIA.

Jlabopatopuu:

WMHGOPMATHKN U KOMMbIOTEPHOW 06pabOTKN LOKYMEHTOB;

TEXHUYECKNX CPEACTB YNpaBrieHus;

CUCTEM 3MEKTPOHHOIO JOKYMEHTO0b0poTa;

AOKYMEHTOBEEHMS;

yyebHas kaHuenspusa (cnyx0a JOKyMeHTaLNOHHOro obecneyeHns ynpaBneHus).

CnopTUBHBIN KOMMIEKC:

CNOPTUBHbBIN 3an;

OTKPbITbIN CTAAUOH LLUMPOKOro NPoduns ¢ areMmeHTaMu rnosiockl NPensaTCTBUN;

cTpenkoBbln TUp (B Ntobon Mmoamdukaunm, BKIOYas SNEeKTPOHHbIN) UM MECTO ANs CTpenbobl.

3anbl:

OumbnuoTeka, YATanbHbIN 3an C BbIXOAOM B ceTb VIHTEPHET;

aKToBbIV 3an.

Peanusauua NMNCC3 gomkHa obecne4ynBaThb:

BbINOMHEHNE oObOyYawmMmnuca nabopaTopHbIX M MNPaKTUYECKMX 3aHSATUNA, BKMYasi Kak obsizaTenbHbIN
KOMMOHEHT MpaKTUYeckne 3aaHnsi C UCNOSb30BAaHNEM NEPCOHANbHbLIX KOMMbIOTEPOB;

OCBOEHMEe oby4darwmmnca npodeccuoHanbHbIX MOAYNER B YCMOBUSX CO34aHHOW COOTBETCTBYHOLLEN
obpasoBaTtenbHoON cpefbl B 06pa3oBaTenibHOM OpraHM3auun unm B opraHmsaumsix B 3aBUCMMOCTU OT cneundumkm
B/AA OEATENbHOCTH.

Mpn Mcnonb3oBaHMM ANEKTPOHHBIX M3OaHUM obpasoBaTenbHasi OpraHu3aums JoSPkHa obecneunTb Kaxaoro
obyuvatoulerocs paboynm MeCToM B KOMMBIOTEPHOM KIacce B COOTBETCTBUM C OO bEMOM N3y4aeMbIX AUCLMUMINH.

OGpasoBaTtenbHasa opraHu3aumus AofkHa ObiTb obecneyeHa HEOOXOOUMbBIM KOMMIEKTOM JULLEH3MOHHOTMO
NporpaMmMHoOro obecneyeHus.

7.19. Peanuzauusa MMCC3 ocywectensaeTcs obpasoBaTenbHOW opraHmM3aumnen Ha rocyaapCTBEHHOM S3blke
Poccunckon degepaumn.

Peanusauna [MNCC3 obpasoBaTenbHOM oOpraHu3auuen, pacrnonoXeHHOW Ha TeppuTopuu pecnybnuku
Poccuiickon ®epepauummn, MOXET OCYLLECTBMASTLCS Ha rocygapCTBEHHOM si3blke  pecnybnukn  Poccuiickon
depnepaummn B COOTBETCTBMU C 3akoHoZaTenbCTBOM pecnybnuk Poccuiickon ®epepauun. Peanusaums MNMCC3
obpasoBaTenbHON OpraHu3auuen Ha rocyaapCTBEHHOM SA3blke pecnybnukn Poccuickon depepaumm He O0SKHa
ocyLecTBAATLCS B ywepb rocyaapcTBeHHOMY A3blKy Poccuiickon degepaumm.

VIlI. OLEHKA KAHECTBA OCBOEHWA NMPOIrPAMMBbI MOATOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

8.1. OueHka kayectBa ocBoeHus [MMNCC3 pomkHa BKMYATb TEKYLWMWA KOHTPOMb  YCNEBaAEeMOCTH,
NPOMEXYTOYHYIO M FOCYAapCTBEHHYIO UTOMOBYIO aTTecTauumn obyyaroLwmxcs.

8.2. KoHkpeTHble popMbl 1 Npoueaypbl TEKYLLErOo KOHTPOS YCNeBaeMOoCTU, MPOMEXYTOYHOM aTTecTaumm no
Kaxgom aucumnivHe n npodeccuMoHanbHOMy Moaynio paspabartbiBaloTcs obpasoBaTenbHOW opraHusaumen
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[JokymeHT npepocTtasneH KoHcynbTaHTIM0C
[aTta coxpaHeHus: 22.10.2014

CaMOCTOSITENbHO W [OBOAATCH A0 CBedeHMs Obydalolwmxcs B TedYeHue MepBbiX ABYX MecsueB OT Havana
obyyeHus.

8.3. [na arttectaumm ob6y4yalolWMXCAd Ha COOTBETCTBME WX MNEPCOHanbHbIX OOCTVXEHUA NO3TanHbIM
TpeboBaHuam cooTBeTcTBytowen MCC3 (Tekylwuin KOHTPOMb YCNeBaeMOCTU U NPOMEXYTOYHAs aTTecTtauusi)
co3garTcs (poHObl OLEHOYHbIX CPeAcTB, MO3BOMSAIOWME OLEHUTb YMEHWS, 3HaHWS, MPaKTUYECKUn OnbIT ©
OCBOEHHbIE KOMMETEHLMN.

®PoHAbI OLEHOYHBIX CPeaCcTB Ans NMPOMEXYTOYHOW aTtTecTaumv no AWCUMMIIMHAM U MEXAMUCLMNINHAPHbBIM
Kypcam B cocTaBe MpodpeccnoHanbHbiXx Moaynew paspabaTbiBaloTca U yTBepxgarTca obpasoBaTerbHON
opraHm3aumen CaMmoCTOATENbHO, a ANA MPOMEXYTOYHOW aTtTecTaumm no npodeccroHanbHbIM MOAYNSAM U Ans
rocy4apCTBEHHOW MTOrOBOW atTecTaumu - pa3pabaTbiBaloTCs M yTBepXaatoTcsi obpa3oBaTenbHOW opraHu3auunen
nocrne npeaBapuUTENbHOIO MOJOXUTENBHOIO 3aknioyeHnst pabotogarenen.

[na npomMexyToyHon atTectaumm obydarLmxcsa no gucumnimHam (MeXaMcUMniaMHapHbIM Kypcam) Kpome
npenogasaTtenen KOHKPETHOW AMCUMNAWMHBLI (MEXOUCUMMIIMHAPHOIO Kypca) B KavyeCcTBe BHELUHUX 9KCMepToB
OOMKHbl  akTMBHO MpuBMekaTbCa npenogaBaTenn CMEXHbIX AuCuMnnuvH  (KypcoB). [nsa  makcMmarbHOro
NpMBNWXEHUs nporpamm MPOMEXYTOYHOW aTTecTaumMn oby4darwmxcsa no npodeccMoHanbHbiM  MOAYNSM K
ycnosuam ux Oygyuwien npodeccuoHanbHOM AesaTenbHOCTU o0bpasoBaTenbHOM OpraHusauven B KadecTBe
BHELUTaTHbIX 3KCNEepTOB AOIMKHbI aKTMBHO NpuBriekaTbcs pabotogarenu.

8.4. OueHka KayecTBa MOOrOTOBKM OOyYaloLMXCS WM BbIMYCKHWKOB OCYLLECTBISIETCS B [BYX OCHOBHbIX
HanpaBneHnsX:

OLEHKa YPOBHS OCBOEHMUS ONCLUMNIINH;

OLEHKa KOMNeTeHLUA obyYatoLmxcs.

[ns 1oHoLWwen npegycMaTpmBaeTCs OLeHKa pe3yibTaToB OCBOEHUSA OCHOB BOEHHOW CIyXObl.

8.5. K rocyaapcTBeHHON MTOroBOKM atTecTauuu gonyckaeTcs obydarlolmMincs, He UMEKLNA akaaeMnye ckom
3a00/PKEHHOCTU M B NONMHOM O6beme BbINOMHUBLUMA y4eBHbIN NNaH v MHAMBMAYaNbHbIN y4ebHbIA NnaH, ecnu
MHOE He YCTaHOBIEHO MNOPSAKOM MPOBEAEHUS roCYAapCTBEHHOW WTOroBOM aTTecTauuym no COOTBETCTBYHOLLUM
obpasoBarternbHbIM NporpaMmmamM <1>.

<1> Yactb 6 ctatbn 59 denepanbHoro 3akoHa oT 29 gekabps 2012 r. N 273-03 "O6 obpasoBaHuu B
Poccuickon ®epepaunn” (CobpaHne 3akoHogaTensctBa Poccunckon ®epepauun, 2012, N 53, ct. 7598; 2013, N
19, cT1. 2326; N 23, c1. 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, cT1. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locypapctBeHHass wuTOoroBad aTTecTauusa  BKMYaeT MOArOTOBKY W 3alMTy  BblMYCKHOW
KBanudukaumMoHHon paboTbl (gunnomHas pabota, AunnomMHbin npoekT). Obs3atenbHoe TpeboBaHue -
COOTBETCTBME TEeMaTWKU BbIMYCKHOW KBanudukaunmoHHOW paboTbl COAEPXaHWI OAHOTO WM HECKOMbKMX
npogeccroHarsbHbIX MOaYyNen.

["ocyaapCcTBEHHbIV 3K3amMeH BBOAUTCH NO YCMOTPeHMIo obpa3oBaTernbHOM opraHm3aumm.

MpunoxeHune

kK OC CIO no cneunanbHoctn 46.02.01
[okyMeHTauMoHHoe obecneyeHme
YyNpaBIeHUs N apxnBoBeaeHNE

NMEPEYEHb
MPO®ECCUN PABOYMX, OOIMKHOCTEN CNYXALLWX, PEKOMEHOYEMbIX
K OCBOEHWIO B PAMKAX MNPOIrPAMMbI NMOAIrOTOBKW CMELUUAIIMCTOB
CPEAHEIO 3BEHA

Kopg no O6LepoccumnckomMy knaccugukatopy HavnmeHoBaHwue npodeccuit paboumx, AOMMKHOCTEN
npodpeccuin paboumnx, 4OMKHOCTEN CRy>XaLumux 1 cnyxatumx
TapudHbix paspagos (OK 016-94)
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