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

MWHUCTEPCTBO OEPA30OBAHUSA U HAYKA POCCUNCKOW ®EQEPALINU

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 cootBetctBMUM ¢ noanyHkToM 5.2.41 lMonoxeHns o MuHuctepcTBe obpasoBaHusa u Haykm Poccuiickon
®enepaumn, ytBepxaeHHoro nocraHosneHuem lNpasutenscrea Poccunckon Pegepaumm ot 3 mioHsa 2013 r. N 466
(CobpaHwne 3akoHopaTenbcTBa Poccuiickon ®enepaunn, 2013, N 23, c1. 2923; N 33, cT1. 4386; N 37, cT. 4702;
2014, N 2, cT. 126; N 6, cT. 582; N 27, c1. 3776), nyHkTtom 17 MNpaBun pa3paboTku, yTBepxaeHua deneparnbHbiX
rocyfapcTBeHHbIX 0bpa3oBaTeNnbHbIX CTAHAAPTOB M BHECEHWUS B HUX U3MEHEHUWI, YTBEPXKAEHHbBIX NOCTAHOBMNEHMEM
MpaButensctea Poccuiickon ®epepauun ot 5 asrycta 2013 r. N 661 (CobpaHne 3akoHogaTenbcTBa Poccunckomn
®epnepaumn, 2013, N 33, cT1. 4377), npukasbiBato:

1. YTBepauTb npunaraembin oegepanbHblii FOCY4apCTBEHHbI obpa3oBaTenbHbI CTaHAApT CpeaHero
npodeccunoHanbHoro obpasoBaHums no cneyunanbHoctn 46.02.01 [JokyMeHTauMoHHOe obecneveHne ynpaBreHus n
apxuBOBeAEHME.

2. MNpusHaTtb yTpaTuBLWIKM cuny npukas MunHnctepcrtea obpasoBaHus U Hayku Poccuickon ®epepauum ot 25
aHBapst 2010 r. N 75 "OO yTBepxaeHuM W BBedeHUM B [OencTBue deaepanbHoro rocygapcTBEHHOro
obpasoBaTenbHOro CcTaHgapTa cpegHero npodeccuoHaneHoro obpasoBaHus no cneumnansHoctn 034702
[okymeHTaumoHHoe obecneveHue ynpaeneHus n apxvmeBoBedeHne" (3apernctpmpoBaH MUHMCTEPCTBOM HOCTULMK
Poccuickon ®egepaunn 27 dpespans 2010 r., pernctpaumnoHHbin N 16526).

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

MwuHuncTp
0.B.JIMBAHOB

MpunoxeHue

YTBepxaeH

npukasom MuHucTepcTBa obpasoBaHus
n Haykn Poccunckon ®enepauum

oT 11 aBrycta 2014 r. N 975

®EAEPANBbHbIA TOCYOAPCTBEHHbLIVN OBPA3OBATENBbHbLIA CTAHOAPT
CPEOHEIO NPO®ECCUOHANBHOIO OGPA30BAHUA NO CNELUMUAIIBHOCTU
46.02.01 JOKYMEHTALUMOHHOE OBECNEYEHUE YNIPABNEHUA
N APXMBOBEOEHUE

I. OBJTACTb NMPUMEHEHWNA

1.1. Hactoswuin  degepanbHbii  rocygapCTBeHHbI  obpasoBaTenbHbIi  CTaHAApT  CpefgHero
npodeccuoHanbHoro obpasoBaHus npeacTaBnseT cobov COBOKYMHOCTb 00s3aTenbHbIX TpeboBaHWiA Kk cpegHemy
npodeccuoHanbHoMy obpasoBaHuto no cneumanbHocTn 46.02.01 [JokyMeHTauMoHHOe obecneyeHne ynpaeneHus
N apxvBoBedeHWe AN npodeccroHanbHon obpasoBaTenibHOM opraHusaummM u obpasoBaTernbHOW OpraHuM3auum
BbiCLLEr0 0Opa3oBaHUs, KOTOpPble UMEKT MPaBO Ha peanu3auuio MMEKLWMX FOCYAApCTBEHHYHO akKKpeauTauuio
nporpaMm MOAroTOBKM CNeuuanvcToB CpefHero 3BeHa no AaHHOW cneuuanbHOCTU, Ha Tepputopumn Poccumnckon
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depepaumu (ganee - obpasoBaTtenbHas opraHusauums).

1.2. lMpaBo Ha peanu3auuio nNporpaMmmbl NOArOTOBKU CMELManMCcTOB CpeaHero 3BeHa MO crneumanbHOCTU
46.02.01 JokymeHTaumnoHHoe obecneyeHne ynpaBneHus n apxmBoBeneHune nveet obpasoBaTensHas opraHM3aums
Npy HaNM4YUM COOTBETCTBYIOLLEN NULEH3NN Ha OCyLLleCcTBNeHNe obpa3oBaTenbHON AeATENbHOCTHU.

BosmoxHa ceteBas copma peanusaumMm nporpammbl MOATOTOBKM CMELManucToB CpPedHero 3BeHa ¢
NCMONb30BaHWEM PECYPCOB HECKOMbKMX 0Opa3oBaTeNbHbIX OpraHM3aunn. B peanvsaumm nporpammbl NOrOTOBKM
crneumManucToB CpedHero 3BeHa C WUCMOoMb30oBaHWEM ceTeBov OpMbl  Hapsgy C obpasoBaTeribHbIMU
opraHu3aumsamMum  TakKe MOryT  y4acTBoBaTb  MEAMLUMHCKAE  OpraHvMsauuy, OpraHmsauum  KynbTypbl,
hM3KyNbTYPHO-CMOPTMBHBIE 1 MHBbIE OpraHn3auum, obnagawLme pecypcamm, HEOOXOAMMbIMW ANst OCYLLECTBNEHUS
0obyyeHusi, npoBedeHMst y4eOHOM M NPOWM3BOACTBEHHOM MPAKTUKM W OCYLLECTBIEHUS WHbIX BUMOOB Yy4ebHon
OeATenbHOCTW, NPeAYCMOTPEHHbBIX NPOrpaMMON MOATOTOBKM CMELnanMcToB CpeaHEero 3BeHa.

Mpn peanunsaumm nporpaMmmbl NOArOTOBKM CNELMANUCTOB cpefHero 3BeHa obpasoBaTenbHasi opraHusauus
BMpaBe NPUMEHSTb AMIEKTPOHHOE O0y4eHMe 1 ANCTaHUMOHHbIE obpa3oBaTenbHble TexHonoruu. MNMpu obyvyeHun nuy,
C OrpaHUYEeHHbIMU BO3MOXHOCTAMW 300pPOBbsl 3NEKTPOHHOE obydeHne M AMCTaHUMOHHble ObpasoBaTenbHble
TEXHOMOrMM OOSMKHbI MpeaycMaTpuBaTh BO3MOXHOCTb Npuema-nepegaydn uHdopMaumm B OOCTYMHbIX AMS HUX
dopmax.

[l. NCMNOJIb3YEMbIE COKPALEHWA

B HacToswem cTaHaapTe NCMOMb3YTCA CrieayroLmMe CoKpaLleHus:

CI1O - cpeaHee npodeccuoHansHoe obpa3oBaHue;

®rocC CI10 - pegepanbHbIf rOCyAapCTBEHHbIM 00pa3oBaTerbHbI CTaHA4apT cpeaHero npodeccrMoHarnbLHOro
obpasoBaHus;

MMNCCS - nporpamma NoaroToBKu CNeLnanncTtoB CpeaHero 3BeHa;

OK - obLasa komneTeHUus;

MK - npocheccuoHanbHas KOMNETEHLMS;

MM - npodeccuoHanbHbIN MOAYIb;

MIK - mexgucumnimHapHbIi Kypc.

IIl. XAPAKTEPUCTUKA NOArOTOBKW MO CIMNMEUNAIIBHOCTU

3.1. Nony4enune CIO no MMNCC3 gonyckaeTcsa TONbKO B 00pa3oBaTenbHON OpraHn3auun.

3.2. Cpoku nonyyenus CIO no cneumanbHoctTh 46.02.01 [JokyMmeHTaUMoOHHOe obecneyeHmne ynpaBneHus u
apxvBoBefeHve 6a30BOI NOArOTOBKU B OYHOWM hopme 0OyyeHUst u npucBavBaemble KBanudukaumm npmBoasaTcs B
Tabnuue 1.

Tabnwuua 1
YpoBeHb 06pa3oBaHus, HavnmeHoBaHue kBanudukaumm Cpok nony4yenus CIMO no MNMMNCC3

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

06y4eHune no MrNCC3 dopme 06yyeHunsa <1>
cpeaHee obwee obpasoBaHue Cneunanuct no 1 roa 10 mecsaues

AOKYMEHTaLMOHHOMY
ocHoBHoe obLee obpasoBaHue oBecrneyeHmio ynpasneHus, 2 roga 10 mecsues <2>
apxuBucT

<1> He3aBMCMMO OT NpUMeHsieMbIX 0Opa3oBaTefibHbIX TEXHOMOMMIA.

<2> O6pasoBaTerbHble OpraHv3auuM, OCYLLECTBNSOLIME MOLATOTOBKY CMNELManvCTOB cpedHero 3BeHa Ha
6a3e ocHoBHOro obuero obpasoBaHus, peanuayloT doegeparnbHbli FoCy4apCTBEHHbIM 06pa3oBaTenbHbIA CTaHaapT
cpenHero obuero obpasoBaHusa B npegenax MNMCC3, B TOM yucrne ¢ y4eTom nonyyvaemon cneyunansHocty CI10.

KoHcynbTaHTlnt0C: npumeyaHue.
Hymepauusa nyHKTOB AaHa B COOTBETCTBMM C OpULManbHbIM TEKCTOM JOKYMEHTA.
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3.2. Cpoku nonyyenusa CIO no MMCC3 yrnybneHHOM NoAroTOBKM NPEBbLILLAOT Ha OANH rof CPOK NOsyvyeHus
CNO no MNIMCC3 6a30B0N NOArOTOBKMW.

Cpokn nonyyeHus CIMO no cneumanbHocTn 46.02.01 [JokymeHTauuoHHoe obecnedyeHue ynpasneHus |
apxvmBoBeaeHue YrrnybneHHoW noaroToBkM B O4YHOM bopMe obyyeHus M npucBavMBaemble KBanudukauum
npuBogaTcs B Tabnuvue 2.

Tabnuua 2
YpoBeHb 0bpa3oBaHus, HanmeHoBaHwue kBanudmkaumm | Cpok nony4veHus CI1O no MNMCC3
HeoOXoaMMbI ANs npuema Ha yrnybneHHowm NogroToBKM yrny6neHHoOn NogroToBKM B OYHOM
obyueHne no MNrCc3 dopme obyyeHnst <1>
cpenHee obLlee obpasoBaHue Cneuuanuct no 2 roga 10 mecsiues
OOKYMEHTaLUMOHHOMY
OCHOBHOe 06LLlee obpasoBaHne oBecrneyeHmnio ynpasneHrms, 3 roga 10 mecsues <2>
apxuBuCT

<1> He3aBMCUMO OT NpUMEHsIEMbIX 0B6pa3oBaTeNbHbLIX TEXHOMOIMIA.

<2> Ob6pasoBaTefibHble OpraHv3aluK, OCYLLECTBRSOWME MOArOTOBKY CMNELMANUCTOB CpedHero 3BeHa Ha
6a3e ocHOBHOro obuiero obpasoBaHus, peanunsytoT eaeparnbHbli FOCYy4apCTBEHHbIM 06pa3oBaTenbHbI CTaHaapT
cpenHero obuero obpasosaHus B npeaenax MNMNCCS, B Tom yucne ¢ yuetom nonyyvaemon cneymansHoctu ClO.

Cpokun nonyyenunsa CMO no MNMNCC3 6a3oBon 1 yrnyGrneHHON NOAroTOBKU HE3aBMCUMO OT MPUMEHAEMbIX
o6pa3zoBaTenbHbIX TEXHOMOMI yBENUYMBAOTCS:

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

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

Ha 6a3e O0CHOBHOro obLero obpasoBaHus - He 6onee 4Yem Ha 1,5 roga;

©) Anst MHBaNMOOB M NUL, C OrPaHUYEHHBIMU BO3MOXHOCTAMU 300P0BbS - He bonee yem Ha 10 mecsueB.

IV. XAPAKTEPUCTWKA MPOPECCUOHATTbHON
JEATEJIbHOCTU BbIlNMYCKHNKOB

4.1. ObnacTtb npodeccroHanbHOW AesaTeNbHOCTU BbIMYCKHUKOB: OEATENbHOCTb B cekpeTapuaTax, crnyxbax
OOKYMEHTaUMOHHOro obecneyeHns, kagpoBbix crnyxbax u apxuBax rocygapCTBEHHbIX OpPraHoB U yyYpexaeHun, B
opraHax MeCTHOro camoyrnpaBfeHus, HerocyaapCTBEHHbIX OpraHu3aumsax Bcex OpM COBCTBEHHOCTH,
06LLeCTBEHHbIX OpraHn3aumsax (y4pexaeHusx).

4.2. O6bekTamu NpodecCcnoHanbHON AeATENbHOCTN BbIMYCKHUKOB SBMSIOTCS:

AOKYMEHTbI, Co3AaHHble NobbiM cNocoboM JOKYMEHTUPOBaHMS;

CUCTEMbI AOKYMEHTALMOHHOro obecrneyeHnst ynpaBneHus;

CUCTEMbI 3NEKTPOHHOrO AOKYMEHT00b0pOoTa;

apXuBHbIE [OKYMEHTbI;

nepBuYHbIE TPYOOBbLIE KONMEKTUBLI.

4.3. Cneuynannct nNo AOKyMEHTauMOHHOMY ObecneyvyeHuio ynpasreHus, apxvBucT (6a30BOW MOATOTOBKM)
roTOBWTCS K CreayoLwum BuaamM AedTenbHOCTH:

4.3.1. OpraHnsauus 4OKyMEeHTaLMOHHOro obecnevyeHnst ynpasreHns n (OyHKLNOHUPOBAaHWS OpraHn3au .

4.3.2. OpraHnsauus apxuBHOWM N CNPaBOYHO-NHAPOPMALIMOHHON paboTbl NO AOKYMEHTaM OpraHn3auumn.

4.3.3. BbinonHeHne paboT NoO OOHOM MMM HECKOSBbKUM npodeccusamM pabdoumx, OOIMKHOCTAM CIy»Kalux
(npunoxeHue k Hactosawemy ®roOC CI10).

4.4, Cneumanuct no JOKYMEHTaLMOHHOMY obecneyeHnto ynpaBneHus, apxmBucT (yrnyoneHHOM NOArOTOBKM)
roTOBUTCA K CNeayoLwwnm BuaaM AedTeNbHOCTH:

4.4.1. OpraHu3aumsa 4OKyMeHTauuoHHoro obecneyveHns ynpasneHms u yHKLMOHMPOBAHUS OpraHu3aumu.

4.4.2. OpraHnsauusi apxXMBHOM N CNpaBOYHO-NHEPOPMALIMOHHOM paboTbl N0 JOKYMEHTaM OpraHu3auun.

4.4.3. OcywecTBneHne [JOKyMEHTaUMOHHOro obecneyveHuss ynpaBfeHWs W apxvMBHOTO [Jdena ¢
NCMNONb30BaHWEM NPOrpamMmMHbIX CPEACTB yyeTa, XpaHeHu s, 06paboTku 1 noncka 4OKYMEHTOB.
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4.4.4. BeinonHeHne paboT nNo OOHOM MMM HECKOMbKUM npodeccusam paboumx, AOMKHOCTAM CRyXXaluux
(npunoxeHue k Hactosawemy ®rocC Crl0).

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

5.1. CneumanucT no [OKyMEeHTauMOHHOMY obecrneyeHuto ynpaerieHusi, apxmBucT (6a3oBoOW MOATOTOBKM)
JorkeH obnagatb o6LWMMN KOMNETEHUNSIMUW, BKITHOYAOLWMMK B cebsi CNOCOBHOCTD:

OK 1. lMoHuMaTb CYLIHOCTb M COouMarnbHyl 3HAYMMOCTb CBOEW Oyaylien npodpeccumn, MposiBNATb K HeW
YCTOMYUBBIN UHTEPEC.

OK 2. OpraHn3oBbiBaTb COOCTBEHHYIO AEATENBHOCTb, BbIOUPATb TUMOBLIE METOAbl U CNOCODbLI BbINOMHEHUS
npodeccunoHaneHbIX 3agay, oLeHnBaTbh UX 3PPEKTUBHOCTbL N KAYECTBO.

OK 3. lNpuHnmaTh pelweHns B CTaHAAPTHbIX U HECTAHA4APTHbLIX CUTYaLMSIX N HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcywectBnaTb MNOUCK M WCMNOMb30BaHWe WHOpPMaumK, Heobxoaumon Ans adPEEeKTMBHOIO
BbINOSIHEHUST NPOdECCMOHArNbHbLIX 3a4a4y, MPOECCUOHANBHOIO U NMIMYHOCTHOIO Pa3BUTUS.

OK 5. Vcnonb3oBatb  MH(OPMALMOHHO-KOMMYHUKALMOHHbIE  TEXHOMOrMM B NPOMeCcCMOoHanbHOWM
OEeATenbHOCTH.

OK 6. Pabotatb B KOnnektMee u komaHae, 3dpdekTMBHO o6waTbCs C KomnjieramMmy, pPyKOBOACTBOM,
noTpeduTensamu.

OK 7. Bpatb Ha ceba OTBETCTBEHHOCTb 3a paboTy 4neHoB KOMaHAbl (MOOYMHEHHbIX), pe3ynbrar
BbINONHEHNS 3aaHun.

OK 8. CamocTtoaTenbHO onpefenstb 3agaqvm nNpodecCUoHanbHOro0 M JIMYHOCTHOTO pPa3BUTUS, 3aHMMATbCA
caMoobpasoBaHNeM, OCO3HaAHHO NMaHMPOBaTh MOBbILEHWE KBanudukaumu.

OK 9. OpureHTupoBaThbCs B YCIOBUSIX HACTOM CMEHbI TEXHONOMMIN B NPOdECCMOHANBbHOM AEATENbHOCTH.

5.2. CneumanucT nNo [OKyMEHTaUMOHHOMY obGecneyeHuto ynpasreHus, apxuBucT (6a3oBor NoaroToBKM)
JomkeH obnagaTte NnpodeccrMoHanbHbIMY KOMNETEHLMAMN, COOTBETCTBYHOLLUMM BUAAM OEATENBHOCTMU:

5.2.1. OpraHu3aums 4OKyMEHTaUMOHHOro obecneyeHms ynpasneHms n yHKLUMOHNPOBAHUSA OpraHmu3aunm.

MK 1.1. KoopguHuposaTb paboTy opraHu3sauuy (MpMemMHON pykoBoAUTENS), BECTU NpMeM noceTuTenen.

MK 1.2. OcywecTtBnsaTb paboTy No NoAroToBKE UM NPOBEAEHMIO COBELLAHWIA, OENOBbIX BCTPEY, NMPUEMOB U
npeseHTauuin.

MK 1.3. OcyLwecTBNATbL NOArOTOBKY O€r0BbIX MOE340K PYKOBOAUTENS U APYrMX COTPYAHUKOB OpraHm3auuu.

MK 1.4. OpraHnsoBbiBaTb pabovyee MECTO CekpeTaps U PyKOBOAUTENS.

MK 1.5. OdopmnaTb U perncTpnpoBaTb OpraHN3aLnMOHHO-pacnopsanTenbHbIE AOKYMEHTbI, KOHTPONMPOBaTb
CPOKWN NX UCNOSNHEHNS.

MK 1.6. O6pabaTtbiBaTe BXOAsiLME W UCXOAALME [OOKYMEHTbl, CUCTEMaTM3MpOBaTb WX, COCTaBMATb
HOMEHKNaTypy Aen n hopmMmpoBaTtb JOKYMEHTHI B Aena.

MK 1.7. CamocToaTenbHO paboTaTbk C JOKYMEHTamMu, cogepXaliMMmn KoHuaeHunansHy nHgopmaumio, B
TOM YUCrne C AOKYMEHTaMM MO MMYHOMY COCTaBy.

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

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

MK 1.10. CoctaBnaTb onucu fAern, OCYLWeCTBNATb NOArOTOBKY Aen K nepefade B apxuB opraHusauum,
rocyfapCTBeHHble U MyHULMMNanbHbIE apXmBbI.

5.2.2. OpraHu3aunsi apXmMBHOW U CNPaBOYHO-UMHOPMALMOHHON paboTbl NO AOKYMEHTaM OpraHvM3auun.

MK 2.1. OcywectBnaTb 9KCNepTU3y LUEHHOCTU [OOKYMEHTOB B COOTBETCTBUM C  OEWCTBYHOLLMMU
3aKkoHodaTernbHbIMU akTaMn 1 HopMaTMBamu.

MK 2.2. Bectn paboTy B cMCcTEMax 3MeKTPOHHOro OKyMeHToobopoTa.

MK 2.3. PaspabatbiBaTb M BecTu kraccudukatTopbl, Tabenu u Apyrme CnpaBOYHUKM MO OOKYMEHTam
opraHmsaumn.

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

MK 2.5. ObecneymBaTtb y4yeT N COXPaHHOCTb JOKYMEHTOB B apXumBe.

MK 2.6. OpraHu13oBbiBaTh UCMOb30BaHUE apXUBHbIX AOKYMEHTOB B Hay4HbIX, CIPABOYHbLIX U NPaKTUYECKNX
uensx.

MK 2.7. OcyllecTBnsATb OpraHM3aunoHHO-METOANYECKOE PYKOBOACTBO W KOHTPONb 3a paboTon apxuBa
opraHusauuy 1 3a opraHmsaumen JOKYMEHTOB B Aenonpou3BoACTBeE.
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5.2.3. BeinonHeHue paboT N0 04HON UNKU HECKOMNbKUM npodeccusam paboumx, AOMKHOCTSAM CNy>KaLluuX.

5.3. Cneunannct No AOKYMEHTaUMOHHOMY o6ecrneyeHunto ynpaBneHus, apxmsucT (yrinybneHHon nogroToBku)
JomkeH obnagaTte 00LWMMY KOMNETEHLNSMN, BKNOYAOLWMMK B cebs CNOCOBHOCTb:

OK 1. MNMoHumMaTb CYLWHOCTb M CouManbHyl0 3HAYMMOCTb CBOeW Oyaylien npodeccuu, NposBhsaTb K Hew
YCTOWYMBBIV MHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYK [OEATENbHOCTb, OMpenenstb MeTodbl M cnocobbl BbIMNOMHEHWS
npodeccnoHanbHbIX 3agay, oueHnBaTb UX 3PPEKTUBHOCTL U KAYeCTBO.

OK 3. Pewatb npobnemsbl, oLeHMBaTb PUCKU 1 NPUHMMATb pPeLLEeHNs B HECTaHAapPTHbIX CUTYaLMsX.

OK 4. OcywiecTtBnsiTb NMOWCK, aHanu3 M OLEHKY MHdopMauun, HeobxoaMmMon AN NOCTAHOBKU M PeELUEHMS
npodeccunoHanbHbIX 3aga4, NPogeccuoHanbLHoOro U MIMYHOCTHOrO PasBUTUSA.

OK 5. Wcnonb3oBaTb MHMPOPMALMOHHO-KOMMYHUKALUOHHbIE TEXHOMOrMM ANd  COBEPLUEHCTBOBAHWS
npodeccnoHanbHON OeATENbHOCTH.

OK 6. Pabotate B konnektuBe u komaHge, obecneudvmBaTb €€ cnnodeHne, 3deKTMBHO obLaTbCca C
Konneramu, pykoBogCTBOM, NoTpebutensmu.

OK 7. CtaBuTb Lenu, MOTMBUPOBATb AEATENBbHOCTb NMOAYMHEHHbIX, OPraHM30BbIBaTb M KOHTPONMPOBATb UX
paboTy ¢ NnpuHsATMEM Ha cebst OTBETCTBEHHOCTU 3a pe3yrnbTaT BbINOMIHEHNS 3a4aHUN.

OK 8. CamocTosaTensHO onpefensTb 3agayn npodecCUOoHanbHOro U JIMYHOCTHOIO pasBUTUA, 3aHUMATbCA
caMoobpa3oBaHNeM, OCO3HAHHO MfIaHMPOBaTh MOBbILWEHME KBanndukawmu.

OK 9. BbITb rOTOBLIM K CMEHE TEXHONOIMI B NPodeCcCnoHanbHOM AeATENbHOCTH.

5.4. Cneyunannct nNo JOKYMEHTaUMOHHOMY obecrneyeHunto ynpaBrneHus, apxmBucT (yrnyoneHHoONn NoaroToBKu)
JorkeH obnagatb npoeccnoHanbHbIMKU KOMMETEHLMAMU, COOTBETCTBYIOLLMMU BUAAM AEATENbHOCTY.

5.4.1. OpraHusaunsi LOKyMEHTaUNOHHOro obecneyeHnst ynpasneHns n yHKLMOHUPOBAHWS OpraHn3auumn.

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

MK 1.2. OcywecTtBnaTe paboTy No NoaroToBke WM NPOBEAEHMIO COBELLaHWA, AErOoBbIX BCTPEY, NMPUEMOB U
npeseHTauunmn.

MK 1.3. OcyLwiecTBNATbL NOATOTOBKY AEMOBbIX NOE340K PYKOBOAMTENS U OPYTUX COTPYAHUKOB OpraHusauumn.

MK 1.4. OpraHu3oBbiBaTh pabo4ee MeCTO CEKpeTaps 1 pykoBoguTens.

MK 1.5. OhopmMnsATb M perncTpnpoBaTh OpraHM3aunoHHO-pacnopaauTenbHble JOKYMEHTbl, KOHTPONMpoBaTb
CPOKW NX UCNOSTHEHNS.

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

MK 1.7. CamocTtosiTenbHO paboTaTb C JOKYMEHTaMU, cogepXalnummn KOHUAeHUNanbHy nHdopmaumio, B
TOM YUCre C AOKYMEHTaMU MO NIMYHOMY COCTaBy.

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

MK 1.9. OcyLwecTBNATL NOArOTOBKY A K Nepedaye Ha apXMBHOE XpaHEHUe.

MK 1.10. CoctaBnaTb onucu Oer, OCYWeCTBNATb NOATrOTOBKY AEN K nepedade B apxvB OpraHusauumu,
rocy4apCTBEHHbIE U MyHULMMNANbHbIE apXMBbI.

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

5.4.2. OpraHusaunsi apXmMBHOWN 1 CNPaBOYHO-UMHPOPMAaLIMOHHON paboTbl N0 AOKYMEHTaM OpraHv3aunn.

MK 2.1. YyactBoBaTb B paboTe MO 3KCMEepTM3e LEHHOCTU AOKYMEHTOB B COOTBETCTBUU C AEWUCTBYIOLLMMU
3aKkoHodaTernbHbIMU akTaMn 1 HopMaTuBaMu.

MK 2.2. Bectu paboTy B cUCTEMaXx 3NEKTPOHHOro AOKyMeHToobopoTa.

MK 2.3. PaspabaTbiBaTb WM BeCcTM Knaccudukatopbl, Tabenum WM WHble CNPaBOYHUKM MO [OKYMEHTaM
opraHusauum.

MK 2.4. ObGecneunBaTb NpPUEM W pauuoOHaNbHOE pasMelleHVe LOKYMEHTOB B apxuBe (B TOM uucne
OOKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneymBaTtb y4eT N COXPaHHOCTb JOKYMEHTOB B apXmBe.

MK 2.6. OpraHu13oBbiBaTh UCMOb30BaHNE apPXUBHbLIX AOKYMEHTOB B Hay4YHbIX, CIPABOYHbLIX M NMPaKTUYECKNX
uensix.

MK 2.7. OcywecTBnaTb OpraHM3auMOHHO-METOANYECKOE PYKOBOACTBO M KOHTpOSb 3a paboTon apxuea
opraHm3aumm 1 3a opraHm3auven JOKYMEHTOB B 4eMOnNpon3BOACTBE.

5.4.3. OcywecTBrneHne [OKYMEHTAUMOHHOIO obecnedeHnss ynpaBrieHWss W apxXMBHOrO fgena ¢
ncnonb3oBaHWEM NPOrpamMMHbIX CPEACTB y4eTa, XpaHeHus1, 06paboTku 1 noucka LOKYMEHTOB.

MK 3.1. OcywecTBnaTe MHPOPMALMOHHYIO paboTy Mo [OKYMEHTaM, B TOM YMCME C WCMOSNb30BaHMEM
OPITEXHUKW, NPOrpaMMHbIX CPEACTB Y4eTa, XPaHEHNUst U NMoMcka AOKYMEHTOB U OpYrMx crneunanuanpoBaHHbix 6a3
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OaHHbIX.

MK 3.2. lMpuHnmate Mepbl MO YNOPSOOYEHUIO COCTaBa [OKYMEHTOB U MHAOPMALWOHHBIX MNOTOKOB,
COKpaLLLEHMIO MX KONMYeCcTBa U ONTUMU3aLMN JOKYMEHTOMOTOKOB OpraHmn3aLmm.

MK 3.3. Bectn paboTy no co3gaHuio CNpaBOYHOro annapata no AOKyMeHTaM C Lenbio obecnedveHus
yAOBHOro 1 BLICTPOro Nx noucka.

MK 3.4. lMoarotaBnueatb AaHHble, HeobxoouMble AONsi COCTaBMEHWUs] CMpPaBOK Ha OCHOBE CBeOEHUW,
NMELLNXCS B JOKYMEHTaxX apxuBa.

MK 3.5. MpuHMmaTtb yyactTve B pa3paboTKe NoKasibHbIX HOPMAaTMBHbLIX aKTOB OpraHusauum no Borpocam
OOKYMEeHTaLUMOHHOro obecneveHuns ynpasreH1s U apxXMBHOro gena.

MK 3.6. MNpuHmaTtb yyacTne B paboTe No noabopy M pacCTaHOBKE KagpoB CNYXObl OOKYMEHTaLWOHHOro
obecneyeHns ynpaBneHnsa n apxmea opraHm3almm.

5.4.4. BeinonHeHue paboT N0 O4HOM UMM HECKONBKUM npodeccusam paboumx, JOMKHOCTSM CryXallmnX.

VI. TPEBOBAHWA K CTPYKTYPE NMPOIrPAMMBbI NMOATrOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

6.1. MMNCCS3 npegycmaTtpmuBaeT U3ydeHne crnegyroLlmx y4ebHbiX LUKIoB:

o6LLero rymaHMTapHOro u coumarnbHO-3KOHOMUYECKOTO;

MaTeMaTn4eckoro 1 obLero eCTeCTBEHHOHAYy4HOro;

npo¢eCcCUOHarnbHoro;

1 pasgenos:

yyebHas NpakTuka;

NpPOM3BOACTBEHHAs NpaKTuUKa (No Npodunto cneumnanbHOCTI);

NpOM3BOACTBEHHAs NpakTuka (npeaauniomMHas);

NpOMeXyTovHasa aTTecTaums;

rocygapCcTBeHHas UTorosas attrecraums.

6.2. ObsasatenbHas 4Yactb MMNCC3 no y4yebHbIM UMKNam JOSKHa cocTaBnsaATb okono 70 npoueHToB oOT
obwero obbema BpeMeHW, OTBEOEHHOr0 Ha WX ocBoeHue. BapmatmeHas yactb (okono 30 npoueHToB) Aaet
BO3MOXHOCTb pacLuMpeHust n (unu) yrnyoneHus noaroToBKWU, onpeaensemMon cogepxaHnem obsizaTenbHom YacTtu,
Mony4YyeHUst  OOMOSIHUTENbHbLIX  KOMMETEHUWA, YMEHWA W 3HaHWMK, Heobxogumbix Ans  obecneyeHus
KOHKYPEHTOCMOCOOGHOCTN  BbIMYCKHUMKA B COOTBETCTBUM C 3anpocamMy pPerMoHanbHOro pblHKa Tpyda M
BO3MOXHOCTAMUW NPOAOIDKEHUST 06pa3oBaHus. OUCUnnivHbl, MEXAUCUMNIMHAPHbIE KypChl K NpodeccroHanbHble
MOZYIM BapuaTMBHOM YacTu onpegensanTcs obpa3oBaTenbHOM opraHmM3aumen.

O6WWIA TymMaHUTapHbIA U COLMANbHO-3KOHOMWYECKUIA, MaTemMaTUYeckMuin M OO eCcTeCTBEHHOHAaY4YHbIN
y4eOHble LMKMbl COCTOAT U3 UCLMMNIIVH.

MpodeccnoHanbHbIA  Yy4ebBHBIM  LMKN  cOCTOUMT M3 obuwenpodeccnoHanbHbiX  AUCUMMAMH U
npodgeccroHarnbHbIX Mogynen B COOTBETCTBUWN C BUAAMU AeATenbHOCTU. B cocTtaB npodeccroHansHOro Moayns
BXOAWT OOWH UMW HECKOMNbKO MEXAUCUMNIUHAPHbBIX KypcoB. lMpu ocBoeHun obyyatowmmmcs npodeccuoHarnbHbIX
mMoayrnen npoBoaaTcs yyebHas n (unu) NpomM3BOACTBEHHAA NpakTuka (Mo Npodunio cneunansHoOCTH).

6.3. ObsasaTenbHas YacTb 06LEero ryMaHUTapHoOro U coumanbHO-3KoHOMU4Yeckoro yyebHoro uukna MNMCC3
6a3oBoM MOArOTOBKM [OIDKHA NpedycMmaTpyBaTtbh M3yYeHWe criefyllmx obasaTenbHbix gucuuniuH: "OCHOBBI
dwunocodpun”, "ictopus”, "MHoCTpaHHbIN A3bIK", "®Ousmyeckas KynbTypa"; yrnybneHHon noarotoBku - "OCHOBBI
dmnocodun”, "Nctopus", "Mcuxonorua obeHns", "MIHOCTpaHHbIN s3bIK", "®uanyeckasn KynbTypa".

O6szaTenbHas 4yacTb npodpeccuMoHanbHoro yydebHoro uukna MMCC3 kak 6aszoBow, Tak M yrnyoneHHon
MOAroTOBKM [OJPKHA MNpedycMmaTpuBaTtb M3ydYeHUe AucuMnnuHbl "Be3onacHocTb Xu3HegeaTenbHocTn". Obbem
yacoB Ha gucuunnuHy "besonacHocTb Xu3HegedaTenbHoCcTU" coctaBndeT 68 yacoB, M3 HUX Ha OCBOEHME OCHOB
BOEHHON cryx6bl - 48 4yacos.

6.4. Obpa3soBaTenbHOM opraHusaumen npy onpegenenunn ctpyktypsl MMCC3 n TpyaoemKocTn ee 0CBOEHMS
MOXET MNPUMEHATbCA CUCTEeMa 3adveTHbIX eduHul, NpyM 3TOM OfHa 3adveTHas eguHuua cooTtBeTcTByeT 36
akageMun4eckum 4acam.

Tabnuua 3
CTpyKkTypa nporpaMMbl NOAFOTOBKM CMeLuanucToB CpeaHero 3BeHa
6a30B0OI NOArOTOBKM
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NHpekec

HavmeHoBaHWe y4yebHbIX LMKIOB, pa3aeros,
mMoaynew, TPeGoBaHUsA K 3HaHUAM, YMEHUSIM,
NpakTUYECKOMY OMbITY

Bcero
MaKcuMarbHOMN
y4yebHon
Harpysku
obyuatoLerocs
(vac./Hen.)

B Tom yucne
yacoB
obsizaTenbHbIX
y4ebHbIX
3aHATUN

NHaekc n HammeHoBaHme
AVCLMNIVH,
MEeXONCUMNITMHAPHbBIX
kypcos (MAK)

Koabl
dopmMupyembIx
KOMMEeTEeHL M

ObsasatenbHas YacTb y4eOHbIX LMKIOB
Mnriccs

2376

1584

Orca.oo

OBwwnii ryMaHuTapHbIv 1
coumanbHO-3KOHOMMUYECKUA YyHEOHbIN LMK

522

348

B pesynbTaTte nsyyeHus obssaTensHom 4actm
y4eBHOoro uukna oby4aloLwmnncs OOImKEH:
yMeTb:

OpMeHTUpOBaTbLCA B Hanbornee obLmnx
dmnocodckmx npobnemax 6biTus, NO3HaHUS,
LeHHOCTeN, cBOOOAbI M CMbICNA XNU3HU Kak
OCHOBax (POPMMUPOBaHUSA KyNbTypbl
rpaxkgaHuHa u 6ygyllero cneunanucTa;
3HaTb:

OCHOBHbIE KaTeropmm n NoHATUA pmnocoduu;
ponb mnocodmmn B XXMU3HN YenoBeka U
obuecTBa;

OCHOBbI (hMNOCOCKOro y4eHust o BbITUu;
CYLLHOCTb npoLecca no3HaHus;

OCHOBbI Hay4yHOW, PunocodcKom n
pPenUrno3HoOn KapTuH M1pa;

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

0 coumarnbHbIX U 3TMYECKUX Npobnemax,
CBSI3@HHbIX C pa3BUTUEM W UCMONb30BAHNEM
OOCTWKEHWUIA HAYKN, TEXHUKN N TEXHOJSOMMIA.

48

Orc3.01. OcHosbl
dunocodun

OK1-9

yMeTb:

48

Orca.02. Uctopusa

OK1-9

KoHcynbTaHTINIOC
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OpUEHTUPOBATLCS B COBPEMEHHOM
3KOHOMMWYECKOM, MONINTUYECKON N KYNbTYPHOM
cuTyauun B Poccun 1 mupe;

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

3HaTb:

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

CYLLHOCTb U MPUYMHbI NOKasbHbIX,
pervoHanbHbIX, MEXIoCY4apCTBEHHbIX
KOH(NUKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbIe npouecchl (MHTerpauuoHHbIe,
NONUKYNbTYPHbIE, MUTPALMOHHBIE U UHbIE)
NOMUTUYECKOrO U IKOHOMUYECKOrO Pas3BuTUS
BEeAYLLUX rocygapcTB U PEermoHOB MUPa;
Ha3HayeHne OpraHmsauun O6begUHEHHbIX
Hauwmin (OOH), OpraHnsavumm
CeepoaTnaHTunyeckoro gorosopa (HATO),
Esponenckoro Cotosa (EC) n gpyrux
opraHm3auuii U OCHOBHbIE HanpaBreHNst Nx
OeAaTenbHOCTY;

O PONW HayKu, KyNbTYpbl U PENUIAA B
COXPaHEHUUN 1 YKpENNEHUN HaLMOHamMbHbIX 1
rocy4apCTBEHHbIX TPaamuui;

copepXaHue N HasHayYeHne BaXKHeNLNX
NMpaBOBbIX U 3aKOHOAATENbHbLIX aKTOB
MUPOBOIO M PErMoHarnbHOro 3HayYeHus;

yMEeTb:

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

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

126

OrC3.03. MlHocTpaHHbIN
A3bIK

OK1-9

KoHcynbTaHTINIOC
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N MUCbMEHHYIO peyb, MOMOJSHATL CIIOBaPHbIA
3anac;

3HaTh:

nekcuyecknin (1200 - 1400 nekcu4eckmx
€e4MHUL) 1 rpaMMaTUYeCKUn MUHUMYM,
HeobxoauMbIN Ans YTeHus 1 nepesoda (co
cnoBapem) MHOCTPaHHbIX TEKCTOB
npodeccnoHanbHON HanpaBneHHOCTY;

yMeTb:
ncnonb3oBaTb
PU3KYNbTYPHO-0340POBUTENBHYIO
OEeATenbHOCTb ANS YKpenneHms 300poBbS,
OOCTWDKEHNS XKUBHEHHBIX 1
npodeccnoHarnbHbIX Lenen;

3HaTb:

0 ponun hn3ndeckon KynbTypbl B
06LLeKynbTYpHOM, NPOdEeCCUOHANTBHOM U
coumanbHOM pa3BUTUM YeroBeKa;

OCHOBbI 30pOBOro obpasa XusHu.

252

126

Orca.04. dusnyeckas
KynbTypa

OK2,3

EH.00

MaTtemaTtunyeckuin n ooLmin
€CTeCTBEHHOHay4HbIV Y4eOHbIN LMK

198

132

B pesynbTaTe n3yueHus ob6A3aTenbHON YacTu
y4eBHOro umkna obyyarLwmMinca JOmKeH:
ymeTb:

peluaTb 3afa4n Ha OTbICKaHWe NPon3BOAHOMN
CNOXHOM OYHKLUK, MPOU3BOAHbLIX BTOPOro U
BbICLLWX NOPSAKOB;

NPUMEHSITL OCHOBHbIE METOb!
WHTErpmMpoBaHus Npu pelleHnn 3afay;
NPUMEHSTbL MeToAbl MaTeMaTUYeCKoro
aHanusa npu peLleHum 3agad npuknagHoro
XapakTtepa, B TOM Yncne npodgeccnoHansHom
HanpaBfeHHOCTH;

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€HHblIE METOAbl pelleHnA
NpuKNagHbIX 3aaav;

YMeTb:
paboTaTb C COBPEMEHHbIMY OnepaLMoOHHbIMM
cucTemMamu, TEKCTOBbIMU peakTopamu,
TabnuyHbIMK Npoueccopammn, cucTemMamu
ynpasneHust 6asamu gaHHbIX, NporpaMmmMmamm
NoAroTOBKM Npe3eHTaumnin,
NHEOPMALIMOHHO-MONCKOBLIMIN CUCTEMaMM U
Nonb30BaTbCA BO3MOXHOCTAMM
NHOOPMALIMOHHO-TENEKOMMYHUKaLMOHHON
cetu "iHTepHeT" (manee - ceTb VIHTEPHET);
npodeccuoHasnbHO OCyLLEeCTBATL Habop
TEKCTOB Ha NepcoHanbHOM KOMMNbIOTEPE;
3HaTb:

TeXHN4YecKne cpeacTsa n NporpaMmmHoe
obecneyeHne nepcoHanbHbIX KOMMNbIOTEPOB;
TeopeTu4eckne OCHOBbI COBPEMEHHbIX
NMHEOPMALIMOHHBIX TEXHOMOMMI 0BLero un
cneumnanv3npoBaHHOIO Ha3HayYeHus;
PYCCKYIO M MaTUHCKYIO KnasmaTypy
nepcoHanbHOro KOMMbTEPA;

npasuna oPopMreHnss JOKYMEHTOB Ha
nepcoHanbHOM KOMMNbIOTEPE;

EH.02. MHopmaTmka

0K 4,5,9

yMeTb:

OpUEeHTMPOBaTLCA B Haubonee obLNX
npobnemMax 3KonorMu 1 NPMPOAONONb30BaHUS;
3HaTh:

0CcoBEeHHOCTU B3aumoaencTBms obLiecTsa u
npupoay!;

NpupoaopecypcHbIi noTeHuman Poccuu;
MPUHLWMBLI U METObI PaLMOHABHOIO
NPUPOAONONb30BaHUS;

npaBoBble U coLparbHble BOMPOChI
NPUPOAONONb30BaHMS.

EH.03. Okonoruyeckne
OCHOBBbI
NPUPOAONONb30BaHUS

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

.00 MpodeccmnoHanbHbI Yy4eOHbIN LK 1656 1104

Or1.00 ObuwenpodeccuoHanbHble AUCLMMNITUHDI 918 612

B pesynbTaTte n3yyeHus obsi3aTenbHOM YacTu Or.01. 3koHOoMU4YecKas OK1-7
npodeccnoHanbHOro y4ebHoro yukna Teopus MK1.1-1.3
00yyalLWNNCs OOIMKEH:

yMEeTb:

OpUEHTUPOBATLCS B BOMPOCaX 3KOHOMUYECKOW
TEOpWM B COBPEMEHHbIX YCITOBUSX;

3HaTb:

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

obLme NonoXeHnst 3KOHOMUYECKOW TEOPUY;

YMETb! Or.02. 3koHomuUKa OK1-7
paccynTbiBaTb MO NPUHATON METOAOMNOMN opraHusauuu MK11-13
OCHOBHbIE€ TEXHUKO-3KOHOMUYECKME
nokasaTenu gedaTenbHOCTU opraHu3aumu,;
3HaTb:

OCHOBHbIE MUKPO- 1 MakpO3KOHOMUYECKNE
KaTeropuu v nokasarenu, MeToabl UX pacyeTa;

ymeTb: Or1.03. MeHegXMeHT OK1-9
yrnpaBnaTb KOH(NNKTaMu 1 cTpeccamu B NnK1.1,1.2,1.4 -
npouecce npodeccuoHanbHON 4eATeNbHOCTY; 18,24,25
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHEDKMEHTA; LMK MEHEKMEHTA;

Npouecc NPUHATUS 1 peanusaumm
yrpaBneH4yeckmx peleHnin, MHhopmMaLoHHOe
obecnevyeHne MeHeIKMEHTA;

YMETb: Or.04. NocygapctBeHHass u | OK 1 -8
NPUMEHATb KagpoBYIO MOMUTUKY Ha MyHUUMnansHas cnyxba MK1.1-1.8
rocygapCTBEHHON 1 MyHuUMNanbHow cnyxobe;
3HaTb:
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

CUCTEMY rOCYAapCTBEHHbIX YYpEXOEeHNA U
OpraHoB MECTHOrO camoyrnpaBsJsieHus;
obLme NnpyHUMnbI 1 TpeboBaHNS K
NPOXOXAEHNI0 rOCYAapCTBEHHOMW U
MYHULMNANbHON Cnyxo6bl;
OpraHu3aLmnoHHO-NpaBoBbie hOPMbI
rocyapCTBEHHOrO annapaTa yrnpaBneHuss;

ymeThb: Or1.05. MHocTpaHHbIvi A3bik | OK 1 -7
paboTaTtb ¢ NpodeccuoHarnbHbLIMU TEKCTaMW (npodeccroHanbHbIN) MnK1.1-13
Ha MHOCTPaHHOM £3bIKe;

cocTaBnATb M ohopMnATb
OpraHM3aunoHHO-pacnopAANTENbHYIO
AOKYMEHTaLMI0 Ha MHOCTPaHHOM A3bIKe;
BECTW NeperoBopbl HA MHOCTPAHHOM SA3bIKE;
3HaTh!

NpaKTUYECKYI0 rpamMmmaTuky, Heobxoanmyto
Ansa npodeccnoHanbHOro obLLeH1s Ha
WMHOCTPaHHOM SA3bIKE;

0COBEHHOCTUN NepeBoAa CryXebHbIX
OOKYMEHTOB C UHOCTPaHHOIO A3bIKa;

yMeTb: Or1.06. OK1-8
NPUMEHSITb B NpodeccroHarnsHom MpodeccunonansHasa atuka | MK 1.2-1.6, 1.8
AeAaTenbHOCTW NpueMbl 4eNoBOoro obLeHus; M NCUXONOrnst 4eroBoro

3HaThb: obLeHns

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

0cobeHHOCTM NpodeccUoHanbHOM 3TUKU U
NCUXONOrMn AENOBOro OBLLLEHUS CRyKaLLmX
rocyaapCTBEHHbIX Y NHbIX
OopraHM3auUnoHHO-NPaBOBbLIX (hOpPM
YUpEeXAeHUN U opraHmMsauun;

ymeTb: Orn.07. YnpasneHue OK1-9
co3fgaBaTb 6naronpUATHBIN NCUXONOrMYecKnin 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;

3HaTh:

cofepxaHue KagpoBoro, MHPOPMALIMOHHOTO,
TEXHWYECKOTO U NPaBoBOro obecneyeHns
cUCTEMbI YNpaBreHNs NepcoHanoM;
OpraHnU3aLMoHHYH0 CTPYKTYPY CIyXObl
ynpaeneHust nepcoHanom;

o6LimMe NpYHLMMLI ypaBneHnst NepcoHanoMm;
NPUHLUMMBI OpraHM3auuy KagpoBoii paboTol;
NCMXONOrMYecKne acnekTbl ynpasBneHus,
crnocoObl paspelLeHnsi KOHIMKTHbIX
CUTYyaUui B KONNEKTUBE;

YMEeTb:
3awmuaTb CBOM NpaBa B COOTBETCTBUN C
TPYOOBbIM 3aKOHOAATENbCTBOM,;
ncnonb3oBaThb NPaBOBY MHGOPMALMIO B
npogeccnoHanbHON OeATeNbHOCTY;

3HaThb:

npaea n 0693aHHOCTM CryXKaLLuX;
3akoHoAaTeslbHbl€e aKTbl U HOPMATUBHbIE
JOKYMEHTbI, perynvpytoLimne npaBooTHOLLEHUA
d13nYeckux N PUaNYecKmx nuu;

OCHOBHble 3aKoHOAaTeNbHbIE aKThbl O
npaBoBoM obecneveHnn npodeccmoHaneHom
OEeATENbHOCTU CNyXalluX;

Or1.08. NMpaeoBoe
obecneyeHmne
npodeccnoHarnbHON
OesTenbHoCTH

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

yMEeTb:

OpraHn3oBbLIBaTb U NPOBOAUTL MEPONPUATUS
no 3awuTe paboTaroWwmx 1 HaceneHus ot
HeraTUBHbIX BO3OENCTBUIA Ype3BblHaHbIX
cuUTyauui;

npeanpMHMMaThb NpodunakTnyeckme Mmepbl
0N CHUXKEHUS YPOBHS OMACHOCTEN
pasnMYHoro BMAa v Ux NocneacTsuni B
npodeccnoHanbHoOn AeATENbHOCTU U ObITY;
NCNonb30oBaTh CPEACTBA MHAMBUOYATTbHOW U

68

Orl1.09. besonacHocTb
XU3HeOeATenbHOCTH

OK1-9
MnK1.1-1.10,
21-27
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KONMMEKTMBHOM 3aLLMTbl OT OPYXXMS MacCOBOro
nopaxeHus;

NPMMEHSATb NepBUYHbIE CPEACTBA
NnoXapoTyLUeHUs;

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

NPUMEHSITb NPOdECCUOHANBHbBIE 3HAHUA B
XO€e UCMOSMHEeHNs 0693aHHOCTEN BOEHHOMN
CNyX0bl HA BOMHCKUX JOJMKHOCTSAX B
COOTBETCTBMM C NOMYyYEHHON
cneumanbHOCTbIO;

BnageTb cnocobammn 6eCKOHMIMKTHOIO
obLeHnsa n camoperynsauumn B noBCcegHEBHOM
OEeATEeNbHOCTU N 3KCTPeMaribHbIX YCNOBUAX
BOEHHON CryX6bl;

OkasbiBaTb NEPBYI0 MOMOLLb NOCTPaAaBLUNM;
3HaTb:

npuvHUMNbl obecnevyeHns ycTon4unBocTm
06BHEKTOB 3KOHOMMKW, NPOrHO3MPOBaHUSA
pa3BuUTMSA COBLITUI U OLEHKN NOCNEeaCTBUN
NPV TEXHOTEHHbIX YPE3BbIYANHBLIX CUTYaLUSX U
CTUXUIHBIX SBMEHUSIX, B TOM YNCIE B
YCINOBUSAX MPOTUBOOENCTBUSA TEPPOPU3MY KaK
Cepbe3HOu yrpo3e HauuoHansHon
©6e3onacHocTn Poccuy;

OCHOBHbI€ BUAbI MOTEHLMANbHbBIX ONACHOCTEN
N X NocrneacTsuns B NnpoeccroHanbHom
OEATEeNbHOCTU U BbITY, MPUHLMMNBI CHYXKEHUST
BEPOSATHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIyX0bl 1 0OOPOHbI
rocynapcrBa;

3a4a4M U OCHOBHbIE MEPONPUATUS
rpaxkgaHckor 060opoHbIl; cnocobbl 3aLmnThbl
HaceneHuss OT OPYXMUsi MAacCOBOIO NOPaXeHWS;
Mepbl NoXapHou 6e3onacHoCTV 1 NpaBuna
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

6e3onacHoro NoBeaeHWs Npu noxapax;
opraHu3aumio 1 NopsiAoK NPU3sbiBa rpaxaaH Ha
BOEHHYIO CNYX0Y 1 NOCTYNNEHWs Ha Hee B
[06pPOBONBLHOM NOPSAKE;

OCHOBHbIE BUAbl BOOPY>KEHWSI, BOEHHOM
TEXHWUKM N CMELMANbHOIO CHaPSHKEHUS,
COCTOSILLME Ha BOOPY>KEHUM (OCHALLLEHMN)
BOMHCKMX NogpasfeneHnii, B KOTOpbIX
NMETCSl BOEHHO-YYETHbIE CneunanbHOCTH,
poacTBeHHble cneumnansHoctam ClO;
obnacTtb NPUMEHEHNS NonydYaemblxX
npodeccuoHarnbHbIX 3HaHWI NP UCNONHEHUN
00513aHHOCTEN BOEHHOW CIyXObl;

MOPSIAOK W MpaBuna okasaHWUsi NepBoW
MOMOLLM NOCTPaAaBLUMM.

NMM.00 lMpodeccmnoHansHble Moaynm 738 492
MM.01 OpraHusauns JOKYMEHTaLNOHHOIo MAOK.01.01. OK1-9
obecneyeHns ynpasneHus u JokymeHTaunoHHoe MK11-1.10
hYHKLMOHMPOBAHUSI OpraHM3aumm obecneyeHne ynpasneHus
B pesynbTaTte nsyyeHus npodeccuoHarnbHoro
monyns 06yyatoLLMIACs JOMKEH: MIK.01.02. MNpasosoe
MMeTb NPaKTUYECKUI ONbIT: perynmposaHue
opraHv3aLmm OKyMeHTaLUOHHOMO ynpasnex4eckon
obecneyeHns ynpasneHus u AeATENLHOCTYU
;?J:Tximomposamq opraHusauuu; MK.01.03. Opranusaums
CEKPETAPCKOro
NPUMEHSATb HOPMATKBHbIE NPABOBbLIE aKTbl B
- i obcnyxuBaHus
ynpaBreH4YeCckon AeATenbHOCTY;
NnoAroTaBnMBaTh NPOEKTLI YNPaBreHYeCcKnx
peLleHni;
obpabatbiBaTh BXoAsiLME U UcxogsLLme
OOKYMEHTbI, CUCTEMATMU3NPOBATL WX,
COCTaBNATb HOMEHKNATYpy Aen u
dhopmMUupoBaTb JOKYMEHThI B 4Ena;
roTOBUTb M NPOBOAUTL COBELLLAHUS, OENOBbIE
BCTpEYU, NpuemMbl 1 Npe3eHTaumm;
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

3HaTh!

HOpMaTMBHbIE NPaBOBbIE aKTbl B 061acTu
opraHu3aummn ynpaBneH4Yeckon 4esTeNbHOCTY;
OCHOBHbIE NpaBuIia XpaHeHUs! U 3aLmThbl
cnyxebHon nHopmaumu.

MM.02

OpraHusaunst apxmBHON K
CnpaBoOYHO-MH(OPMaLNOHHON paboTbl NO
OOKYMEeHTam opraHvsaumm

B pesynbtarte n3yyeHuns npodeCccrmoHarnbHOro
Moaynsa o0y4aloLUNCa OOIMKEH:

UMETb NPaKTUYECKUI ONbIT:

opraHm3aumm apxXuBHOWN 1
CrnpaBo4YHO-MHGOPMAaLMOHHON paboTbl No
OOKYMEHTaM opraHmsauuu;

yMeTb:

OpraHn3oBbLIBaTb OEATENbHOCTbL apXuBa C
y4yeToM cTaTyca 1 Npoduns opraHmsauuuy;
paboTaTb B CUCTEMAX 3NEKTPOHHOTO
OOKymMeHToob0opoTa;

ncnonb3oBaTh B OEeATENBHOCTM apXx1Ba
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNK;
NPUMEHSITb COBPEMEHHbIE METOOUKN
KOHCepBaLuKM 1 pecTaBpaLmm apXmMBHbIX
OOKYMEHTOB;

3HaTh:

CUCTEMY apXUBHOTO yNpaBneHUs B
Poccunckon degepaumm n opraHnsaumio
ApxusHoro ooHaga Poccuinckon degepaumu;
CUCTEMY XpaHeHMs 1 06paboTkn JOKYMEHTOB.

MIK.02.01. OpraHusauus un
HOpPMaTUBHO-NpPaBOBLIE
OCHOBbI apXMBHOIO Aena

MIK.02.02.
locynapcTBeHHbIE,
MYHULMNAnbHbIE apXMBbl U
apXxuBbl OpraHu3auumn

MIK.02.03. MeToauka u
npakTuKa apxmBoBeAEHUSsI

M[K.02.04. O6ecne4veHune
COXPaHHOCTN OOKYMEHTOB

OK1-9
nK2.1-2.7

MM.03

BbinonHeHne paboT No 0AHOM Unn
HecKomnbkuUM npodeccusim paboumx,
OOIMKHOCTSAM CIy»KaLLmX

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

1026

684
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Bcero 4acoB 06y4eHUst Mo y4ebHbIM LuKnam 3402 2268
Mnrnccs
YT1.00 YyebHasi npakTuka OK1-9
6 Heq. 216 NnK1.1-1.10,
21-27
ri.oo MpounsBoacTBeHHas npakTuka (no npoduno
cneunanbHOCTK)
4 Hep.
rnar.oo MponsBoacTBEHHAsA NpakTuka
(npepovnnomHas)
MA.00 lNpomexyTodHasa aTTectaums 3 Hep.
MA.00 ["ocymapcTBeHHasi UTorosasi aTtectauus 6 Hepn.
MA.01 MoaroToBka BbINYCKHON KBaNnuKaLMOHHON 4 nep.
paboThbl
MA.02 3awmTa BblNyCKHON KBanNnuKaLMoHHON 2 Heg.
paboThbl

Cpok nonydenuns CIMO no MNMMNCC3 6a3oBow nogrotoBku B 04HON hopme 0byyeHns coctasnseT 95 Hegenb, B TOM Yncne:

Tabnuuya 4

O6y4yeHure no y4ebHbIM LmKnam 63 Hep.
Y4yebHas npakTuka
6 Hepn.
MponsBoacTBeHHasn npakTuka (Mo Npodunio cneumansHoOCTH)
lMpousBoacTBeHHas nNpakTuka (npeaauniomMHas) 4 Hep.
[MpomexyToyHasa aTTecTaums 3 Hep.
ocypapcTBeHHasi MToroBasi aTtectauus 6 Hen.
KaHunkynbl 13 Hep.
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"06 yTBepxaeHun denepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfeHus u apxmBoBeaeHue"

(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

WNToro 95 Hep.
Tabnuuya 5
CTpyKTypa nporpaMmMbl NOArOTOBKM CMeLnanncToB CpegHero 3BeHa
yrny6neHHon NoAroTOBKM
UHpeke HanmeHoBaHWe y4ebHbIX LMKIOB, pa3aenos, Bcero B Tom uncne MHpekc n HanveHoBaHne Kogbl
mMogynen, TpeboBaHus K 3HaHUAM, YMEHUSIM, | MakcumarnbHOW Yyacos OUCLMNIIVH, dopmMnpyemMbIx
NpakTU4eCcKoMy OMbITY yyebHon obsA3aTenbHbIX MEXAUCLMUMINHAPHBIX KOMNeTeHuun
Harpysku y4ebHbIX Kypcos (MOK)
obyuatoLlerocs 3aHATUN
(vac./Hepn.)
Ob6s3aTenbHas 4acTb y4ebHbIX LUKIOB 3672 2448
Mrncecs
Oorca.oo OB ryMmaHUTapHbIv 1 804 536
coumanbHO-3KOHOMMUYECKUA Yy4EOHbIN LMK
B pesynbTaTte nsyyeHus obssatenbHOM YacTu 48 Orc3.01. OcHosbl OK1-9
y4ebHoro umkna oby4yaroLmmncs gormKeH: dunococum
yMeTb:
OpMEeHTUPOBaTLCA B Haubornee obLmnx
dmnocodckmx npobnemax GbITUS, MO3HAHMS,
LeHHocTew, cBobOAb! U CMbICNA XXU3HW Kak
OocHoBax (hOPMUPOBAHNS KyNbTypbl
rpaxgaHuHa n byayliero cneunanucTa;
3HaTh!
OCHOBHbIE KaTeropum n noHATUsA dunocoduu;
posib PUIocodnn B XXU3HU YerioBeka U
obuecTBa;
OCHOBbI (hMNOCOCKOro y4eHust o BbITUu;
CYLLHOCTb npoLuecca No3HaHus;
OCHOBbI Hay4yHOWN, PpnnocodcKom n
pPEenUrno3HoOn KapTuH M1pa;
06 ycnoBusix popM1pOBaHKS NIUYHOCTH,
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"06 yTBepxaeHuM heaepanbHOro rocyJapCTBEHHOro0 06pa3oBaTeNbHOrO CTaHAapTa CPeaHero
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ynpasfeHus u apxmBoBeaeHue"
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

cBoboae U OTBETCTBEHHOCTU 32 COXpaHEHME
XXWU3HW, KYNbTYpbl, OKpYXXatoLWwen cpeasbl;

0 coumarbHbIX U 3TUYECKMX Npobnemax,
CBSI3aHHbIX C Pa3BUTUEM U UCMOSTb30BAHNEM
OOCTUXKEHWNA HayKW, TEXHUKN N TEXHOMOINI;

yMeTb:

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

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

3HaTb:

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

CYLLHOCTb U NMPUYUHBI NOKanbHbIX,
pernoHanbHbIX, MEXIoCYAapCTBEHHbIX
KOH(NUKTOB B KOHLEe XX - Havane XXI BB.;
OCHOBHbI€ npouecchbl (MHTErpauuoHHbIe,
NONUKYNbTYPHbIE, MUTPALMOHHBIE U UHbIE)
NONMUTUYECKOTO N 3KOHOMUYECKOTO pasBUTUS
BELYLLUX rOCy4apCcTB U PErMOHOB MUPa;
HasHauyeHne OOH, HATO, EC n gpyrux
opraHu3aunii 1 OCHOBHbIE HanpaBieHUst Nx
OeAaTenbHOCTY;

O PONW HayKu, KynbTYpbl U PENUIAA B
COXPaHEHUUN U YKPENNEHUN HALMOHamNbHBIX 1
rocyaapCTBEHHbIX TPaauLni;

coAepXXaHue U HasHa4YeHne BaKHENLLNX
NpaBOBbIX N 3aKOHOAATENbHbIX aKTOB
MMWPOBOIO M PEMMOHArbHOIO 3HaYEHNs;

48

Orca.02. Uctopus

OK1-9

ymeThb:
NPUMEHSITb TEXHWNKN U NpUembl 3pPeKTUBHOro
o0LeHnsa B npoheccuoHanbHom

48

Orca.03. Meuxonorusa
obLieHns

OK1-9
MNnK2.7, 3.6

KoHcynbTaHTINIOC
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

DeaTenbHOCTY;

NCNonb30oBaTh NPUEMbI CaMOperynaumm
noBefeHUs1 B NPoLecce MeXITIMYHOCTHOIoO
obueHns;

3HaThb:

B3aMMOCBS3b 00LEHNS U AEATENBHOCTY;
uenu, yHKUMM, BUAbl 1 ypOBHU 0OLLEHNS;
ponu 1 poneBble OXnaaHus B 0bLLEHNN;
BUObl coLManbHbIX B3aUMOAENCTBUN;
MeXaHN3Mbl B3aUMOMNOHNMaHUS B OOLLEHWUMN;
TEXHUKN N NpUeMbl 00LLEHNS, NpaBuna
cnylwaHus, BeaeHus beceabl, yoexxaeHus;
3TUYEecKne NpUHLUMbI 0BbLLIEHNS;
NCTOYHMKWN, MPUHUHBI, BUObI 1 CNOCOobbI
paspeLueHnss KOH(NNKTOB;

ymeTb:
obuartbcs (YCTHO M MUCbMEHHO) Ha
WMHOCTPaHHOM SA3bIKE Ha NPOdeCcCnOoHanbHbIE 1
noBceaHeBHbIE TEMbI;

nepeBoAuTb (CO cnoBapem) MHOCTPaHHbIE
TeKCTbl NpodeccrMoHansHOM HanpaBneHHOCTH;
CaMOCTOSATEITbHO COBEPLUEHCTBOBATL YCTHYIO
N MUCbMEHHYIO peyb, MNOMOSIHATL COBaPHbIN
3anac;

NOHMMAaTb OMaNorM4eckyto 1 MOHOMOMMYECKYIO
peyb B cchepe npodheccroHanbHom
OedaTenbHoCTy;

3HaTb:

nekcuyeckuin (3000 nekcuveckmx eamHuL) n
rpaMMaTn4eckuin MMHUMYM, Heo6XoaNMbIN
AN YTeHus n nepesoga (Co cnoBapem)
MHOCTPaHHbIX TEKCTOB NPOdECCUOHANbHOM
HanpaBreHHOCTK;

196

Orc3.04. NiHocTpaHHbIN
A3bIK

OK1-9

yMeTb:
ncrnonb3oBaTb PU3KYNbTYPHO-CMOPTUBHYIO
[EeATENbHOCTb ANs YKPENneHWs 300poBbS,

392

196

Orcd.05. dusnyeckas
KynbTypa

0K2,3,6,9

KoHcynbTaHTINIOC
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

OOCTWDKEHNS XKU3HEHHBIX 1
npodeccnoHarnbHbIX Lenen;

3HaTb:

0 ponu U3NYECKON KynbTypbl B
00LLeKkynbTYpHOM, NpoeCcCUoHansHoOM 1
counanbHOM pas3BUTUM YeroBeka;
OCHOBbI 30POBOro obpasa XusHu.

EH.00

MaTtemaTnyeckmin n obwuin
€CTEeCTBEHHOHay4HbIV Y4eOHbIN LMK

390

260

B pesynbrarte n3yyeHus 0bs13aTenbHOM YacTu
y4eBHOro uukna oby4aloLwmnncs OImKEH:
yMeTb:

pewartb 3a4aqv Ha OTbICKaHMe NPON3BOAHON
CMNOXHOW (PYHKLMM, MPOU3BOLHbBIX BTOPOrO U
BbICLLUMX MOPSIAKOB;

NCMNonb3oBaTh pasfnyHble MeToabl
WHTErpMpoBaHUs Npu peLleHnn 3agay;
Mcnonb3oBaTb METOAbI MAaTEMaTUYECKOrO
aHanusa npuv peLleHnmn 3agad NpuKnagHoro
XapakTtepa, B TOM Yucrne npoceccnoHanbHom
HanpaBreHHOCTH;

pelwaTtb CUCTEMbl YPaBHEHWI C HECKOSbKUMMU
nepemMeHHbIMU MaTPUYHBIM U APYTUMU
cnocobamu:

ncnonb3oBaTb anrebpanyeckme MeToabl Npu
peLleHnn reoMeTpnYecknx 3agay;

3HaTb:

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

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

EH.01. MaTtemaTuka

OK1-6,9

KoHcynbTaHTINIOC
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

YMETb: EH.02. MHdopmaTmka OK4,5,9
paboTaTb C COBPEMEHHBIMMN OMepaLnOHHbIMU
cMcTemMamu, TEKCTOBBbIMY peaakTopamu,
TabnuyHbIMK NpoLeccopamm, cuctemamm
ynpasneHusa 6azamm gaHHbIX, porpamMmmMamMm
NnoaroTOBKWN Npe3eHTauuni,
WHPOPMAaLIMOHHO-MOUCKOBLIMWU CUCTEMaMU U
Nnonb30BaTbCs BO3MOXHOCTAMM rnobansHom
ceTun VIHTepHeT;

3HaTb:

OCHOBHble MeTOAbI U cpeacTBa cbopa,
00paboTkn, XpaHeHUs1, Nepeaayn n
HakomnneHus nHpopmauum;

TEXHUYECKNe cpeacTea U NporpaMMHoe
obecneyeHne nepcoHarnbHbIX KOMMbIOTEPOB;
TeopeTn4eCcKkme OCHOBbI COBPEMEHHbIX
NHEOPMALIMOHHBIX TEXHOMOMMIN 0BLwero un
crneLmanm3mpoBaHHOIro Ha3HauYeHwus;

yMeTb: EH.03. Skonornyeckne OK3,6,7,9
OpMEeHTUpOBaTbLCA B Haubornee obLwmnx OCHOBBbI

npobnemax 3KonorMm n NPUPOLAONOSb30BAHUS; NpUPOAONOSb30BaHUSA

3HaTb:

0COBEHHOCTN B3aumoencTeus obliectsa u

npvpoael;

npupoaopecypcHbIi noTeHuuan Poccuu;
MPUHLUMMBI U METOAbI PaLMOHaNbLHOro

NPUPOAONOSb30BaHUS;

npaBoBble 1 coLmanbHble BONPOCHI

NPUPOAONONb30BaHUS;

ymeTb: EH.04. MHdopmaumoHHble | OK 1 -9
ncnonb3oBaTb TeXHONorMm coopa, CUCTEMbI B MNK3.1-3.6
pa3MeLlLeHs1, XpaHeHUs, HaKkoMNmneHus, npodeccuoHansHomn

npeobpasoBaHnsi U Nepedayn SaHHbIX B nenaTenbHOCTU

NpodheCcCHOoHanbHO OPUEHTUPOBAHHbIX
MHPOPMAaLIMOHHbBIX cUcTemax;
obecneymBaTb JOCTOBEPHOCTb UHGpOPMaLIMK B

KOHCYH bTaHTIIIOC www.consultant.ru Crpanvua 23 n3 41

Hafié)KHasa npaBoBaA noaAepXXKa


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

Mpuka3 MuHobpHaykm Poccum ot 11.08.2014 N 975
"06 yTBepxaeHun denepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

npouecce aBTomMaTM3nMpoBaHHON 06paboTku
OaHHBbIX;

3HaTb:

Knaccmgukaumo MHHPOPMALMOHHbBIX CUCTEM;
BMObl TEXHOMOIMYECKNX NnpoLeccoB o6paboTku
WHpopMaLnm B UHPOPMALIMOHHBIX CUCTEMAX,
0COBEHHOCTU NX NPUMEHEHUS;

MeToAbl U NpuemMbl obecneyeHms
NMHopmaunoHHON 6e3onacHOCTH.

.00

MpodeccnoHanbHbI y4EOHbIN LMK

2478

1652

Or1.00

O6wenpodeccuoHanbHble AUCLMNIMHDI

1180

786

B pesynbTaTe M3yyeHusi 06s3aTenNbHOM YacTu
y4eBHOoro uukna oby4aloLwmnncs OOImKEH:
yMeTb:

OpPUEHTUPOBATLCS B BONPOCax 3KOHOMUYECKOW
Teopun B COBPEMEHHbIX YCINOBUAX;

3HaThb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHUS
PbIHOYHbIX MEXAHW3MOB Ha MUKPO- U
MaKpOYPOBHSIX U MeTOAb! FOCYAapCTBEHHOIO
pEerynupoBaHus;

o6LLMe NONOXEHMS 3KOHOMUYECKON TEopUU;

Or1.01. 3koHomMu4eckas
Teopus

OK1-7
nK1.1-13

yMeTb:
paccynTbIBaTh MO NPUHATON METOLOMOMM
OCHOBHbIE TEXHWKO-3KOHOMMWYECKUE
nokasaTenu AeaTenbHOCTY OpraHu3aLuy;
3HaThb:

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

Orl1.02. 3koHOMMKa
opraHusaumm

OK1-7
nK1.1-13

yMeTb:

ynpaendatb KOH(*)J'II/IKTaMVI n cTpeccamun B
npouecce npodeccuoHanbHON 4eaTensHOCTY;
3HaThb:

XapaKkTepHble YepTbl COBPEMEHHOIO

Or1.03. MeHegXMeHT

OK1-9
MK1.1,1.2,1.4 -
1.8,

24,25

KoHcynbTaHTINIOC
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

MEHEIKMEHTa;
UMK MEHE)KMEHTA;

npouecc NPUHATUSA 1 peanusaumm
yrpaBneH4yeckmx peLleHnin, MHopmMaLNoHHOe
obecneyeHne MeHEXKMEHTA;

yMeTb: Or1.04. lNocygapctBeHHas | OK 1 -8
NPUMEHSITb KaZpOBYIO NOSMUTUKY Ha MyHUUMnansHas cnyxba MnK1.1-1.8
rocygapCTBEHHON 1 MyHULMNAanNbHOWM cnyxobe;

3HaTh:

CUCTEMY roCYAapCTBEHHBIX YYPEXAEHUNA U
OpraHoB MEeCTHOro CaMoyrnpaBreHus;
obLwwme npyHUUnbl n TpeboBaHns K
MPOXOXAEHWIO roCyAapCTBEHHOM U
MyHULMNanNbHOW Cryxobl;
OpraHn3auMoHHO-NpaBoBble (POPMbI
rocyfapCTBEHHOro annapara yrnpasneHus;

ymeTb: OrN.05. HocTpaHHbIn a3blk | OK 1 -7
paboTtaTtb ¢ npodeccuoHanbHbIMKU TEKCTAMM (MpodheccroHanbHbIN) MK1.1-1.3
Ha MHOCTPaHHOM $i3bIKE;

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

NpaKkTUYecKyo rpaMmaTmky, Heobxogumyo
Ans npodeccmoHanbHOro obLeHns Ha
WMHOCTPaHHOM SI3bIKE;

0COBEHHOCTN NepeBOAA CIYXEOHbIX
OOKYMEHTOB C UHOCTPAHHOIO SA3bIKa;

ymeTb: Or.o6. OK1-8
NPUMEHSATb B NpodeccnoHansHom MpodeccunonansHasa atnka | MK 1.2-1.6, 1.8
OeAaTenbHOCTU NPUeMbl 4eNOBOro 06LLEHMS; N MCUXONOorust 4enoBoro

3HaTb: obLleHuns

OCHOBHblE NpaBuna npogeccmoHanbHow
3TUKM U NpyeMbl AeNnoBoro obLieHns B
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

KOMNNEeKTUBE;
0COBEHHOCTN NPOhECCUOHANTBHON 3TUKM U
MCUXONOrMn AenoBoro obLLEeHNs CryxaLlmx
rocyaapCTBEHHbIX U NHbIX
OpraHu3aLnoHHO-NpaBoBbIX hopM
YUPEXOEHUIN U OpraHM3auun;

ymeTb: Or1.07. KomnbtoTepHas OK2,4,5,9
npodeccnoHanbHO OCYLLECTBNATL Habop 06paboTka AOKYMEHTOB MnK1.1,1.3-1.9,
TEKCTOB Ha NepcoHaribHOM KOMMbIOTEPE; 22,24,25
3HaTb:

PYCCKYIO U MATUHCKYIO KnaBuaTypy
nepcoHansHOro KOMMbITEPa;
npaBwuna opopMIIEHNS JOKYMEHTOB Ha
nepcoHanbHOM KOMMbHOTEPE;

yMeTb: Or1.08. MNMpaeoBoe OK1-7
3almuaTtbs CBOM NpaBa B COOTBETCTBUMU C obecneveHune NnK1.1,1.2, 1.4,
TPYyOOBbIM 3aKOHOAATENLCTBOM,; npodeccnoHarnbHON 15,1.7,1.8
ncnonb3oBaThb NPaBOBYO MHAOPMAaLUIO B OeatenbHoCTU

npodeccnoHanbHoOn AeAaTenbHoCTH,;

3HaTb:

npaea n 0693aHHOCTM CryXKaLLuX;
3akoHoAaTellbHble aKTbl U UHblE HOPMATUBHbIE
npaBoBble JOKYMEHTbI, perynupyoLime
NpaBOOTHOLWLEHUA (*)I/I3I/IH€CKI/IX n
OPUONYECKNX NNLL;

OCHOBHbIE 3aKoHOAaTerbHbIe aKTbl O
npaBoBom obecnevyeHnn npodeccroHansHom
OESATENbHOCTM CryKallux;

yMeThb: Or1.09. YnpaBneHue OK1-9
0PopMAATb AOKYMEHTALMIO MO YNpaBneHuto Ka4yecTBOM MnK2.1-2.3,
KayecTBOM NpoAyKLUN; MK 3.1, 3.2, 3.5
3HaThb:

OCHOBHbI€ MOJTOXXEHUA CUCTEM MEHEXKMEHTAa
Ka4vyecTtBa n Tpe6OBaHVI5'-| K HUM;
MeToan4YecKyto 1 HopMaTUBHYHO

KOHCYH bTaHTIIIOC www.consultant.ru Crpanuua 26 un3 41

Hafié)KHasa npaBoBaA noaAepXXKa


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

Mpuka3 MuHobpHaykm Poccum ot 11.08.2014 N 975

"06 yTBepxaeHuM heaepanbHOro rocyJapCTBEHHOro0 06pa3oBaTeNbHOrO CTaHAapTa CPeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne

ynpasfeHus u apxmBoBeaeHue"
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

AOOKyMeHTauuto Nno ynpaslieHNO Ka4eCTBOM
NPOAYKLNM;

yMeTb:

co3gaeatb 61aronpuSTHbIA NCUXONOrMYECKMiA
KNUMaT B KOSNEKTUBE;

3 PEKTMBHO YNpaBnsATs TPYAOBLIMU
pecypcamy;

3HaTb:

cofepxaHue KagpoBoro, MHOPMaLMOHHOTO,
TEXHMYECKOro 1 NpaBoBoro obecnevyeHus
CUCTEMbI YrpaBreHnsi NepcoHanom;
OpraHn3aLMOHHYI0 CTPYKTYPY Cry»K6bl
yrnpaBrieHnsi nepcoHarnom;

o6Lwme NPYHUMIMbI YyNpaBrieHusl NepCcoHanoMm;
NPUHLMMBI OpraHM3aunn kKagpoBoi paboThl;
NCMXONOrMYecKne acnekTbl ynpasBneHus,
cnocoObl paspelLeHnsi KOHIMKTHBIX
CUTYyaLUi 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 NnocrneacTBMAX CBOEN NpogeccuoHansHom
OEeATenbHOCTN C TOYKU 3pEeHUst eMHCTBA
Buocdepsbl M BuocoumansHon Npmpoabl
Yenoseka;

OCHOBHbIE TEPMUHbLI N ONpeaeneHns,
ncnonb3yemble nNpu popmMmpoBaHnu
AOKYMeHTOB B obnacTu
Hay4HO-UccrefoBaTeNbCKON AeATENbHOCTY;

Ol1.11. OcHoBbI
nccnegoBaTenbCKon
[esaTenbHOCTU

OK1-9
NnK2.1, 2.6, 3.2,
33,35

yMeTb:

NpPoBOAUTb HEOGXOAMMbIE pacyeTbl Mo
HarnoroBoMy, KpeaUTHOMY, GHOPKETHOMY
perynupoBaHuio 93KOHOMUYECKMX NMPOLIECCOB;
3HaThb:

OlN.12. N'ocynapcTBeHHOE
perynmpoBaHue 3KOHOMMUKM

OK1-9
NnK 3.5, 3.6
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"06 yTBepxaeHun denepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfeHus u apxmBoBeaeHue"

(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
MPOLIECCOB, NPOUCXOAALLMX B CTPaHe, UX
CTaTUCTUYECKNE 3aKOHOMEPHOCTMW;
NPUHLMMNBI U POPMbI FOCYAaPCTBEHHOIO
perynMpoBaHns 3KOHOMMUKMN B PbIHOYHbIX

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

006 BACHATE pasnuyHbie HPOPMBbI rocyaapCTBEHHOro NnK2.6,2.7,3.6
rocy4apCTBEHHOrO yrnpaBreHus; ynpaBneHus

Nonb30BaTbCA OCHOBHbLIMM
HOpMaTUBHO-NPaBOBbLIMU AOKYMEHTaMW,
onpefensiowmnMmn CMCTeMy rocyaapcTBeHHOro
yrpaBneHuns;

Nnonb30BaTbCs MakPOIKOHOMUYECKUMU
nokasaTensamu;

BNageTb MeToAamu paspeLleHus
KOHITUKTHBIX CUTyauunn;

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCYAaPCTBEHHOMO
ynpasneHus;

CTPYKTYpPY OpraHoB rocygapCTBEHHOrO
yrpaBneHus; cogepxaHue 1 HanpasneHve
rocyaapCTBEHHOW MOMUTUKY;

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 2.6,35,36
MoAepHU3auuu;

06BACHATL cneunduUKy rocyaapcTBEHHOMO
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 CTaHOBMNEHWS U SBOJTHOLMMN
a4MVHUCTPATMBHO-KOMaHOHOW CUCTEMDI
yrpaBneHus;

COBETCKWUI OMbIT aAMUHUCTPUPOBAHMS; KPU3UC
deaepatmBHon cuctembl Cotoza CoBeTCKNX
Couwnanuctudeckmx Pecnybnuk; nepvog
CTaHOBMNEHWs1 HOBOW CUCTEMbI OpraHm3auum
rocygapctBeHHon Bnactu B Poccun B 1990 -
1993 rr.;

OCHOBHbI€e NMonoxeHust KoHCcTUTyumm
Poccunckon ®egepaumn 1993 r. n npouecc
hOpMUPOBAHUSA HOBbIX OPraHoB
rocy4apCTBEHHOW BRacTy;
npeAacTaBuUTENbHBIE OpraHbl BflacTy B Havane
XXI B., CTPYKTYpYy UCMONHUTENLHON BNAcTu B
coBpeMeHHown Poccumn u npobnemel ee
MOoZEepHU3auuu;

cneunduky pedopmmpoBaHus cygebHon
cuctembl Poccunckon ®enepaunu;

yMeTb:
OpraHM3oBbIBaTb U MPOBOANTL MEPONPUATHUS
no 3awute paboTalLwmux n HaceneHus ot
HeraTuBHbIX BO34ENCTBUIN Ype3BblHanHbIX
cuUTyauui;

npeanpvHUMaTh NPodUNakTn4eckue Mepsbl
ONsl CHMKEHUSA YPOBHSA ONacHOCTEN
pasnuMyHoro Buaa v ux nocrneacTsumn B
npodeccuoHanbHON AeATENbHOCTU U ObITY;
ncnonb3oBaTh CpeacTsa NHAMBUOYaNbHOM U
KONMMEKTUBHOW 3aLMTbl OT OPYXMUS MacCOBOrO
nopaxeHus;

NPMMEHSATb NepBUYHbIE CPEACTBa
NoXapoTyLUEeHNS;

OpUEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHbIX
cneumanbHOCTEN N CaMOCTOATENBbHO
onpeaenaTb cpeam HUX POACTBEHHbIE
Nony4eHHON cneumansHOCTY;

68

Orl1.15. Be3onacHocTb
KN3HeJeAaATernbHOCTU

OK1-9
MK1.1- 1.5,
21-24,2.7,
3.1-3.6
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

NPUMEHSITb NpodeccnoHarnbHble 3HaHUS B
X0[e NCNONHeHNs1 06513aHHOCTEN BOEHHOM
CNy>0bl HA BOMHCKNX OOIMKHOCTSX B
COOTBETCTBMU C NOMYyYEHHON
cneumanbHOCTbIO;

BnageTb cnocobamm 6eCckoHGMKTHOrO
o6LLeHns n camoperynsiuMm B NoBCceAHEBHOM
OEeATENbHOCTU M SKCTPEMArbHBIX YCIOBUSIX
BOEHHON CryX6bl;

oKasblBaTb NepBY MOMOLLb NOCTPaAaBLUNM;
3HaTb:

NpuvHUMNbl obecnevyeHns yCTonunBoCTr
00BEKTOB 3KOHOMUKM, MPOrHO3NPOBAHNUS
pa3BUTUS COBLITUI U OLLEHKN NOCNeaCcTBUI
MpW TEXHOTEHHbIX Ype3Bbl4alHbIX CUTYaLUSX U
CTUXUIMHbIX SIBNEHUSIX, B TOM YNCIE B
YCINOBUSIX MPOTUBOAENCTBUS TEPPOPU3MY Kak
Cepbe3HOM yrpo3e HauuoHansHom
©6e3onacHocTn Poccup;

OCHOBHble BUAbI NOTEHUMArbHbIX onacHocTeln
N 1X NocrneacTeus B NpodeccroHanbHom
OEeATENBHOCTU U BbITY, NPUHLIMMNBI CHUXKEHWS
BEPOSATHOCTU NX peanusauuu;

OCHOBbI BOEHHOW CIyX0bl 1 0O0POHbI
rocyaapcrBa;

3a[1a4M N OCHOBHblE MeponpuUaATUs
rpaxkgaHckom 000pOHbI; CNocobbl 3aLunThl
HacerneHusi OT OPYXXMUsi MacCOBOIO NOPaXeHus:;
Mepbl NoXapHou 6e3onacHoCTV 1 Npaeuna
©e30nacHoOro NoBeAeHUs Npu NoXxapax;
opraHM3aumio U NopsAoK Npu3blBa rpaxaaH Ha
BOEHHYIO CNyX0y 1 NOCTyNneHns Ha Hee B
[06poBONLHOM MOPSIAKE;

OCHOBHbIE BUbl BOOPY>KEHWSI, BOEHHOM
TEXHUKU N cneunanbHOro CHapsiKeHus,
COCTOSILLME Ha BOOPY>KEHWUU (OCHALLLEHMW)
BOMHCKMX NoapasaeneHnin, B KOTOpbIX
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(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

NUMETCS BOBHHO-YYETHbIE CNeunanbHOCTH,
pOACTBEHHbIE creyunansHocTsam ClO;
obnacTb NPUMEHEHNs Nofy4Yyaembix
npodeccnoHarnbHbIX 3HAHWIA NPU UCMONTHEHWN
06s13aHHOCTEN BOEHHOW CryX0bl;

NopsiioK U NpaBura okasaHus NepBon
nomMoLlu nocTtpagasLLnNM.

MM.00

MpodeccnoHanbHble MoayNn

1298

866

MNM.o1

OpraHu3auns JOKYyMEHTaALNOHHOTO
obecneyeHns ynpaeneHms un
PyHKUMOHMPOBaHMWS OpraHn3aLmm

B pesynbTarte nsyyeHuns npogeccuoHanbHoro
Moayns o0y4aloLUNCa OOIMKEH:

MUMETb NPaKTUYECKMIA ONbIT:

opraHm3aumm JOKyMEHTaLNOHHOTO
obecneyeHns ynpasneHus u
byHKLMOHMPOBaAHUA OpraHv3auny;

YMeTb:

NPUMEHSATb HOPMaTKBHbIE NPaBOBbLIE aKTbl B
ynpaBrneH4YeCckon AeATenbHOCTY;
noaroTaBnuBaTh MNPOEKTbI YpaBNeHYECKNX
peLueHunn;

obpabaTbiBaTh NocTynatoLwme un
OTnpaBnseMble JOKYMEHTbI,
CcMCTEMaTU3NPOBATh UX, COCTaBMATb
HOMeHKNaTypy aen u opmMmnpoBaTb
OOKYMEHTbI B Aena;

rOTOBWTb M NPOBOANTL COBELLAHUSA, LENOBLIE
BCTPEYM, NpMeMbl 1 Npe3eHTaumu;

3HaThb:

HOpMaTUBHbIE NPaBOBLIE aKTbl B 06r1acTu
opraHm3aumm ynpaereH4Yeckon 4esTENbHOCTY;
OCHOBHbIE NpaBuna XxpaHeHUs 1 3aLUmnThbl
cnyxebHon nHdopmaymu.

MOK.01.01.
[okyMmeHTaumoHHoe
obecneyeHne ynpasneHus

MK[.01.02. MNpaBoBoe
perynupoBaHue
yrnpaBrneH4YeCcKon
[eATENnbHOCTU

MK[.01.03. OpraHusauus
CekpeTapcKoro
obcnyxmBaHus

OK1-9
nK1.1-111

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-MHGOPMALMOHHON paboTbl No HOpMaTMBHO-NpPaBOBbIe nK2.1-27
OOKYMeHTaMm opraHusaumm OCHOBbI apXMBHOrO Aena
B pesynbrarte n3yyeHunsi npodeccroHanbHOro

MoAyns 00y4aloLUNCa OOITKEH: MIK.02.02.

MUMETb MPaKTUYECKUI OMbIT: l'ocynapcTeeHHble,
OpraHM3aLmm apxmBHOIA 1 MYHULMNasbHbIE apXnBbl 1
CNPaBoYHO-UHDOPMALIMOHHON PaboTbl Mo apXuBbl opraHusaumu
p'OKyM_eHTaM Opranusaumm, MIOK.02.03. MeToanka u
YMETb: npakTuKa apxmBoBeAEHUSsI
OpraHn3oBbLIBaTb OEATENbHOCTb apXuBa C

y4eToMm cTaTyca v npouns opraHuauum; MOK.02.04. Obecne4veHne
pa6OTaTb B CUCTEMaX 3JTIEKTPOHHOIO COXPaHHOCTN AOKYMEHTOB
OOKyMeHToobopoTa;

ncnonb3oBaTb B OeATENbHOCTM apXxmBa

COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNK;

NPUMEHSITb COBPEMEHHbIE METOANKM

KOHCepBaLUKM 1 pecTaBpaLmm apXmMBHbIX

OOKYMEHTOB;

3HaThb:

CUCTEMY apXMUBHbIX yYpeXaeHun B

Poccunckon ®egepaumm n opraHnsaumio

ApxusHoro ooHaa Poccuinckon degepaumu;

CUCTEMY XpaHeHMs1 1 06paboTKn JOKYMEHTOB.

MM.03 OcyulecTBneHne AOKYMEHTaLUNOHHOIo MIOK.03.01. OK1-9
obecneyeHns ynpaBneHns 1 apxXMBHOIo aena NHdbopmaLoHHbIe NMK3.1-3.6
C MCNOSb30BaHMEM NMporpamMmMHbIX CPEACTB TexXHonorum B
yyeTa, XpaHeHusl, 06paboTkn 1 nomcka OOKYMEHTaLNOHHOM
OOKYMEHTOB obecneyeHnn ynpaeneHus
B pesynbTaTte nsy4eHus npodeccuoHarnbLHoro N apXuBHOM Aene
Mo yns 00y4alLUNCs OOIMKEH:

MMETb NPaKTUYECKMIA OMbIT: MKA.03.02. MeToauka
paboTbl C NPOrpaMMHbLIMI CPEACTBAMM YYETa, paumoHanusaummn
XpaHeHusi, 06paboTKM 1 NOUCKA JOKYMEHTOB; AOCKYMEHTaLOHHOTO
opraHm3auum cnpaBoYHO-MHEOPMAaLMOHHOM obecneqeHus ynpasnenus
[EeATEerNbHOCTN C JOKyMEeHTamu; 1 apxmMBHOTO Aena
yMeTE. MKZ.03.03. OpraHunsauus
paboTtaTtb ¢ npodeccuoHanbHO
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHenusi: 22.10.2014

OPUEHTUPOBAHHBLIM MPOrPaMMHbIM
obecneyeHvem B obnacTtu
OOKYMeHTaUMOHHOro obecneveHust
ynpaeneHua (ganee - JOY) n apxmBHoro
aena;

OpraHu3oBbIBaTb BHeApEeHUe
aBTOMaTU3MpPOBAHHOM CUCTEMBI B Cnyxbe
[OOY n apxuBe (TexHn4yeckoe 3agaHue,
noHsitue o CASE-TexHonorusx);

HaxoauTb Heobxoanmyto MHOPMaLMIo,
nonb3oBaTbCs NHOPMALIMOHHBIMU
pecypcamu cetn MiHTepHeTa B obnactu
OOKYMEHTOBEAEHMS N apXMBHOMO Aena;
paboTaTb C 3MEKTPOHHLIMU JOKYMEHTaMW;
NCNonb30BaTb CETEBbIE MPOrPamMMHbIE U
TEeXHUYEeCKNe cpeacTea B NpoeccuoHansHon
OeATenbHOCTY;

3HaTb:

PbIHOK Cneunanu3npoBaHHOIO MPUKNagHOro
nporpammHoro obecneveHuns B obnactn JOY
N apXxMBHOTIO Aena (aBTomMaTuyecKkme CUCTEMBI
ynpaBreHust LOKyMeHTamMm);

coBpeMeHHoe cocTosiHne [JOY
rocy4apCTBEHHbIX U HErOCYAapCTBEHHbIX
yYpeXaeHUN, rocyaAapCTBEHHbIX,
MYHULMNANbHBIX U HErOCY4apCTBEHHBIX
apXx1MBOB B 0651aCTV NPUMEHEHNS
NHPOPMALIMOHHBIX TEXHOITOMNN U
NCNONb30BaHNs CNeLmManm3MpoBaHHOIo
nporpaMmHoOro obecneyeHus;
KopnopaTuBHble MHPOPMALMOHHbIE CUCTEMBI,
aBTOMAaTMU3MpPOBAHHLIE MO CUCTEMAM
OOKYMEHTaLuum1, B TOM YMCIe KaapOBOW,
OyxyyeTa;

nepcnekTUBHbIE HaNpaBneHus
nHdopmaTtmsaunn JOY n apxmBHoro gena;
3aKoHoaaTenbHy 6a3y, OCHOBHbIE Yrpo3bl

pa60TbI C 3J1eKTPOHHbIMKN
AOOKyMeHTaMun
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

MHopMaLUMOHHON 6e30nacHOCTH.

MM.04

BbinonHeHne paboT No 0gHOM unn
HeCcKonbkuM npodeccusim paboumx,
OOJDKHOCTAM Cry>Kalmx

BapunaTtneHas yacTtb y4ebHbix umknos MNMMNCC3
(onpepensieTcs obpasoBaTenbHOM
opraHusaumen caMocToATENbHO)

1620

1080

Bcero yacoB 06y4eHust No y4eGHbIM LuKnam
Mnrccs

5292

3528

YI1.00

YuebHasa npakTuka

Mnri.oo

lMpoussoacTBeHHas npakTyka (no npodunio
cneunanbHOCTK)

10 Hep.

360

OK1-9
NnK1.1-3.6

nAar.oo

lMpoussoacTBeHHas NpakTuka
(npepavnnomHas)

4 Hep.

MNA.00

lNpomexyToyHada aTTectaums

5 Hep.

MA.00

locynapcTBeHHas ntoropas atrectaums

6 Hep.

MA.01

MoaroToBka BbIMNYCKHOM KBannukaLunoHHOM
paboThbl

4 Hep.

MA.02

3aLymTa BblNYCKHOW KBanMpuKaLMoHHON
paboThl

2 Hepq.

Cpok nony4denus CIMO no MMNCC3 yrny6neHHOM NoaAroToBKM B 04HOM hopMe 06ydeHms cocTaensieT 147 Hepenb, B TOM YUCHE:

OB6yyeHure no y4yebHbIM LuKnam

98 Hep.

YuebHasa npakTuka

lMpousBoacTBeHHas npakTuka (No Npodunio cneynansHOCTH)

10 Hep.

Tabnuuya 6

KoHcynbTaHTINIOC

Hafié)KHasa npaBoBaA noaAepXXKa

www.consultant.ru

CrpaHuua 34 us 41


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

Mpuka3 MuHobpHaykm Poccum ot 11.08.2014 N 975

"06 yTBepxaeHun denepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro CtaHaapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfeHus u apxmBoBeaeHue"

(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHenusi: 22.10.2014

MpousBoacTBEHHAs NpakTuka (NpeaavninomHast) 4 Hep.
lMpomexyTovHas aTTecTaums 5 Hep.
"ocypapcTBeHHas uToroeas aTrectauus 6 Hen.
KaHnkynspHoe Bpems 24 Hep.
Ntoro 147 Hep.
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VIl. TPEBOBAHNA K YCNOBUAM PEANTM3ALINA NMPOIrPAMMbBI NOATOTOBKA
CNEUMANMCTOB CPEOHEIO 3BEHA

7.1. OG6pasoBaTtenbHas opraHusauuMsi CamMoCTOATENbHO paspabaTbiBaeT M yTBepxgaet [MNCC3 B
cooTtBeTcTBMM ¢ HacToswmm PIrOC CI1O u ¢ yueToM cooTBeTCTBYOLWEN NpuMepHon MINCCS3.

Mepen Hayanom paspaboTkm NMCC3 obpasoBaTenbHas opraHn3auus AOMKHa onpeenuTb ee cneumduky ¢
y4eTOM HanpaBreHHOCTU Ha yAOBreTBOpPeHE NOTPeOHOCTEN pbiHKa Tpyda u paboToaartenew, KOHKPETM3NpoBaThb
KOHEeYHble pe3ynbTaTbl OOy4yeHWs B BuAEe KOMMNETEHUUW, YMEHWA W 3HaHWW, NpuobpeTaemoro npakTU4eckoro
onbiTa.

KoHKpeTHble BMAbl OEeATENbHOCTU, K KOTOPbIM TOTOBUTCS OOy4YaloWMIACSA, OOMKHbI COOTBETCTBOBATb
npuceanMBaemMon Keanudukauuu, onpenenstb copepXaHue obpasoBaTenbHOW nporpaMmmbl, paspabaTbiBaemomn
obpasoBaTenbHON opraHn3aLmen COBMECTHO C 3auHTEpPecoBaHHbLIMU paboTogaTensamu.

Mpu popmuposarum MIMNCC3 obpasoBaTenbHas opraHn3auns:

UMEeeT MnpaBO MCMONb30BaTb OObEM BpPEMEHMW, OTBEAEHHbIN Ha BapuaTUBHYK YacTb Y4eOHbIX LIMKMOB
MMNCCS, ysenuumnBas npu 3ToM o6bEM BPEMEHU, OTBEAEHHbLIN HA ANCUUNNNHBI U MOAYNN 06A3aTenbHON YacTw,
nmbo BBOASA HOBble AWCUMMIUHBI U MOZYNM B COOTBETCTBMM C NoTpebHocTamm paboTtogatenen n cneundukomn
JesaTenbHoCcTN 06pa3oBaTernbHON OpraHn3aLmnuy;

UMeeT MpaBO oOnpefensATb AN OCBOeHus obydarwmmucss B pamkax npodecCMoHanbHOro moayns
npodeccuto paboyero, LOIMKHOCTb CryKawlero (O4HY WM HECKOSbKO) COMMacHO MNPUIIOKEHUID K HacTosiLemMy
®IrocC CIio;

obsizaHa exerogHo obHoBnaTb MMCC3 c yyeTom 3anpocoB paboTopartenen, 0CobGeHHOCTeN pas3BUTUS
pervoHa, KynbTypbl, HAyKn, 3KOHOMWUKM, TEXHUKW, TEXHOIOMMIA U couManbHOM cdepbl B pamMKax, YCTaHOBIEHHbIX
HacTodAwmm ®IrOC CIO;

0o6s3aHa B paboymx y4yebHbIX nporpaMmMax BCEX AUCUMNIMH K NpOodeCcCuoHanbHbIX MOAyrnen 4YeTKo
opmynmpoBaTh TpeboBaHMA K pesdynbTatam WX OCBOEHWs: KOMMETEHUMsM, npuobpetaemMomy npakTu4ecKomy
OnbITY, 3HAHUAM U YMEHUSAM;

obszaHa obecneunBaTb 9PEMEKTMBHYIO CaMOCTOATENbHYKD paboTy obydyalwuxcs B COYETaHMM C
COBEpLUEHCTBOBAHMEM YNPAaBIIEHNsI €10 CO CTOPOHBI NpenoaaBaTenen u MacTepoB NPOU3BOACTBEHHOIO 00yYeHUs;

o6s3aHa obecneynBaTb 0Oy4YalOWMMCH BO3MOXHOCTb y4acTBOBaTb B (POPMUPOBAHWMM WHAMBUAYaNbHOW
obpa3zoBaTternbHON NporpaMmms;

06s13aHa hopMMpoBaTb COLMOKYNbTYPHYHO Cpeay, co3faBaTb YCroBusi, Heobxoaumble Anst BCECTOPOHHENO
pasBuTMa W couuanu3aummM NMYHOCTM, COXPaHEeHUs 340poBbsA OOy4alwLmxcsi, cnocobCcTBoBaTb pPa3BUTUIO
BOCMUTATENbHOIMO  KOMMOHEHTa  oOpa3oBaTenbHOro  Mpouecca, BKOYas  pasBUTME  CTYOEHYECKOro
camoyrnpaBreHus, ydactne obyyawwmxca B paboTe 0OLECTBEHHbIX OpraHM3auun, CMOPTUBHBIX U TBOPYECKMX
KnyboB.;

OOIMKHA npeaycMaTtpuBath B LEnsX peanu3auun  KOMMETEHTHOCTHOrO NoAxoda UCNoNb30BaHWE B
obpasoBaTenbHOM MNpouUecce akTUBHbIX W  MHTEPAKTMBHbIX (POPM MpOBEOEHUA 3aHATUN  (KOMMbIOTEPHbIX
CUMYIAUUNA, OENoBbiX U PoneBbiX Urp, pasbopa KOHKPETHbIX CUTyauuKn, MCUXONOTMYECKUX U UHbIX TPEHMWHIOB,
rpynnoBbIX AMCKYCCWIA) B COYETaHWM C BHeayguTopHoW pabotonm Ans (GopMMPOBaHUA U pasBuUTUS OOLMX K
npodeccuoHarnbHbIX KOMNETEHLUIA 00yYatoLLMXCS.

7.2. Npwu peanusaunm MIMCC3 obyyatowmecs MMelT akagemMmmnyeckmne npaesa n 06893aHHOCTM B COOTBETCTBUM
¢ ®eaeparnbHbIM 3akoHOM OT 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHum B Poccuiickon Pegepaummn” <1>.

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

7.3. MakcumanbHbin 06beM yvyebGHOWM Harpysku obyvarowlerocsi coctaBnsgeTr 54 akagemMumdeckux 4yaca B
Hedernto, BKIHoYas BCe BUAblI ayaUTOPHOW U BHEAYAMTOPHON y4eBHON Harpysku.

7.4. MakcumanbHbIl 06beM ayauTOpHOM y4eBHOM Harpy3kM B ovHoM dhopme obydeHus coctaBnsieT 36
aKafieMM4eckux 4acoB B Heaenio.

7.5. MakcmanbHbIn 06beM ayauTOpPHOW y4eOHOM Harpysku B O4HO-3a04HON hopme 0OyyeHus cocTaBnseT
16 akagemMun4ecknx 4YacoB B Heaernto.

7.6. MakcmumanbHbIi 06beM ayguMTOpHON y4ebHONM Harpysku B rog B 3a04HON chopme 06yyeHust cocTaBnsaeT
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160 akagemMu4eckmx 4acos.

7.7. ObLwasn NpoAomKUTENbHOCTb KaHMKYN B y4eBHOM rogy AomkHa coctaBnaTe 8 - 11 Hegenb, B TOM yncne
He MeHee 2-X Hegenb B 3UMHUIA nepuoa,.

7.8. BeinonHeHue KypcoBoro npoekrta (paboTbl) paccmaTpmBaeTcs kak Bug y4ebHon paboTbl N0 AUCLMNIVHE
(amcumnnuHam) npodpeccnoHansHoro yyebHoro uwkna u (Mnu) npodeccnoHansHOMY MOAYMK  (MOAYNSAM)
npodeccnoHanbHOro y4ebHoro uukna u peanuayeTtcs B npegenax BpemMeHu, OTBE4EHHOIO Ha ee (MX) U3yyeHue.

7.9. [OucumnnunHa "Odusmyeckass KynbTypa" npedycMaTpuBaeT exeHedenbHo 2 4aca o6s3aTenbHbIX
ayOUTOPHBIX 3aHATUI U 2 Yaca CaMOCTOATENbHON paboThl (3a cHeT pas3nuyHbix hOPM BHEAYAMTOPHbLIX 3aHATUN B
CMOPTUBHLIX KIyBax, cekumsx).

7.10. ObpasoBaTenbHas opraHm3aums MMeeT NpaBo Anst NOArpynn AeByLIEK UCMONb30BaTh YacTb y4ebHOro
BPEMEHM OMCUMNIIMHBLI "Be3onacHoCTb XusHeaesaTenbHocTU" (48 4acoB), OTBEOEHHOr0 Ha WU3y4YeHWe OCHOB
BOEHHON Cnyxbbl, Ha OCBOEHNE OCHOB MEAMLIMHCKNX 3HAHWMA.

7.11. NMonyyeHue CIMO Ha 6a3e ocHOBHOro 06wero obpasoBaHWs OCYLLECTBNSAETCS C OOHOBPEMEHHbIM
nony4eHvem cpegHero obuiero obpasosaHusa B npegenax MNMCC3. B atom cny4vae MNMNCC3, peannsyemasa Ha 6a3e
OCHOBHOro obuiero obpasoBaHus, paspabaTbiBaeTca Ha OCHOBe TpeboBaHW COOTBETCTBYHOLMX hbeaepanbHbIX
rocyaapcCTBeHHbIX obpasoBaTenbHbIX CTaHOAPTOB cpeaHero obwero obpasoBaHus u CIO ¢ yyeTom nonyvyaemon
cneumanbHocTn Cl10.

Cpok ocBoeHust MMCC3 B o4yHOM chopMe 0OyyYeHUs Ans nuud, obyyarowmxcst Ha 6aze OCHOBHOro o6Lero
obpa3oBaHus, yBenuumMBaeTcs Ha 52 Hegenu us pac4yeTta:

TeopeTuyeckoe 0b6yyeHme (npy oba3aTenbHon yyebHom Harpyske 36 4acoB B Hedeno) 39 Hep.
NpoMeXyTo4Hasa aTTecTaums 2 Heg.
KaHWKyIbl 11 Hep.

7.12. KoHcynbTaumm ans ody4aroLmxcst Mo OYHOM M 0YHO-3a04HOM hopmam 00ydeHus npegycmaTpuBatoTcs
obpa3zoBaTenbHON opraHu3auMen u3 pacdeta 4 yaca Ha OAHOro OOy4alLEerocs Ha Kaxabl y4ebHbI rod, B TOM
yncne B nepuop peanu3auuMm obpasoBaTernbHOW MporpaMmbl cpedHero obuwiero obpasoBaHua AN nu,
obyyarowmxca Ha 6Gase oOcHOBHOro obuiero obpasoBaHus. PoOpMbl NPOBEAEHMS KOHCYNbTauui (rpynnoBble,
MHAUBMAYyanbHbIE, MMCbMEHHBIE, YCTHbIE) onpeaensiTca obpasoBaTenbHONW OpraHn3aumen.

7.13. B nepuog obyyeHus c roHowamu npoBoadaTcs y4ebHble cbopbl <1>.

<1> MMynHkT 1 ctatbn 13 PegepansHoro 3akoHa ot 28 mapta 1998 r. N 53-®3 "O BOMHCKON 0653aHHOCTU U
BoeHHoM cnyx6e" (CobpaHue 3akoHogaTensctBa Poccunckon ®eagepauun, 1998, N 13, ct. 1475; N 30, cr1. 3613;
2000, N 33, c1. 3348; N 46, cTt. 4537; 2001, N 7, cT. 620, c1. 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, cT. 1; N 8, cT. 709; N 27, cT. 2700; N 46, CT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT1. 1687; N 25, cT. 2484; N 27, c1. 2711; N 35, c1. 3607; N 49, cT.
4848; 2005, N 10, cT1. 763; N 14, cT. 1212; N 27, cT1. 2716; N 29, cT1. 2907; N 30, c1. 3110, cT. 3111; N 40, cT. 3987;
N 43, c1. 4349; N 49, cT1. 5127; 2006, N 1, cT. 10, cT. 22; N 11, cT. 1148; N 19, c1. 2062; N 28, cT. 2974; N 29, cT.
3121, cT. 3122, cT. 3123; N 41, cT. 4206; N 44, c1. 4534; N 50, c1. 5281; 2007, N 2, cT1. 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, cT1. 2765; N 26, cT. 3124; N 48, cT1. 5735, c1. 5736; N 51, cT. 6149;
N 52, ct. 6404; 2010, N 11, c1. 1167, cT1. 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, cT1. 6730; N 49, cT1. 7021, cT. 7053, cT. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954;
N 53, cT. 7613; 2013, N 9, c1. 870; N 19, cT1. 2329; c1. 2331; N 23, cT1. 2869; N 27, cT1. 3462, c1. 3477; N 48, cT.
6165).

7.14. Tpaktnka sBnsetcsa obs3atenbHbiM pasgenom MMNCC3. OHa npepctaBnsieT cobow Bug y4ebHOM
OEeaTenbHOCTN, HamnpaBneHHoW Ha QOopMUPOBaHUE, 3akpensieHne, pasBUTUE MPaKTUYEeCKUX HaBbIKOB U
KOMNEeTEHUUN B NPOLLECCE BLINOMHEHNS onpeerneHHbiX BUAOB paboT, cBA3aHHbIX ¢ ByayLien NpodeccuoHansHoNn
aesatenbHocTblo. Mpun peanusauum TMNCC3 npegycmatpuBaloTcs crneaylowuve BuAbl MpakTUK: ydebHas u
Npon3BOACTBEHHAS.

lMpou3BoACTBEHHAA MpakTUKa COCTOMT W3 ABYX 3TanOB: MPaKTUKA MO NPOuio  cneumanbHOCTU W
NpeaaunIoMHON MPaKTUKK.
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YyebHass npakTuka W NpouM3BOACTBEHHAst Mpaktuka (no npocuno  cneunanbHOCTM) NPOBOASATCHA
obpasoBaTenbHON OpraHu3auuen npu OCBOEHMM OByvalLWMMUCA NPOdECCUOHANbHbBIX KOMMETEHLMN B pamMKax
npodeccnoHanbHbIX MOAYMNEN U MOTYT peannsoBbliBaTbCA Kak KOHLEHTPUPOBAHHO B HECKOMbKO NepuoAoB, Tak U
paccpeaoToveHo, YepeaysCb C TEOPETUYECKUMUN 3aHATUAMM B pamKax NpodeccroHanbHbIX MOAYen.

Llenn n 3apauun, nporpammbl 1 hOpMbl OTHYETHOCTU onpefenstTcss obpaszoBaTenbHOM opraHu3auuen no
KaxkgoMy BUAy NpaKTUKW.

lMponsBoacTBEHHasA NpakTUKa AOMKHA NPOBOAUTLCS B OPraHu3auusx, HanpaBrneHve OesTenbHOCTU KOTOPbIX
COOTBETCTBYET NPOUI0 NOATOTOBKN OOyYarLLMXCS.

ATTecTaumMs no wutoram MpPOU3BOACTBEHHOW MNPAKTUKM MPOBOAMTCA C Y4ETOM (MNIM Ha OCHOBaHWM)
pe3ynbTaToB, NOATBEPXKAEHHbIX JOKYMEHTaMN COOTBETCTBYIOLLUX OpraHn3aLuni.

7.15. Peanmsauusa [MMNCC3 no cneunanbHOCTM AofHkHa obecnedmBaTbCA MNefarormyeckumy Kagpamu,
nmewumn Boicllee obpasoBaHMe, COOTBETCTBYIOLWEE NPOduno NpenojaBaeMon AncumnniunHel (mogyns). OnbIT
OeATenbHOCTU B OpraHm3auusx COOTBETCTBYIOLLEN MpodeccuoHanbHOM cdpepbl sBnseTcs obssatenbHbiM Ans
npenogasaTtenen, OTBevYallMx 3a OCBOeHWe obyyalwmumcs npodeccuoHanbHoOro  y4ebHoro  uukna.
MpenogaBatenu nony4alT AONOMHUTENbHOE MpodeccuoHansHoe obpas3oBaHWe MO nporpaMMaM MOBbILIEHUS
KBanudukaumu, B TOM Yncrne B hopMe CTaxKMPOBKM B MPOUbHbIX opraHusaumsax He pexe 1 pasa B 3 roga.

7.16. MMNCC3 pomkHa obecneunBaTbCs y4eOHO-METOAMYECKON AOKYMEHTauMen no BCEM AMCLMMNIUHAM,
MEeXONCUMMITMHAPHBLIM KypcaMm 1 npodeccuoHanbHeiM Mogynam MrNCC3.

BHeayguTopHas paboTa gomkHa conpoBoxaaTtbCcs MeTogmdeckum obecneyeHmem n o60CHOBaHMEM pacyeTa
BPEMEHW, 3aTpayunBaEMOro Ha €€ BhINOSHEHNE.

Peanusaums MMNCC3 pomkHa obecneumBaTbCA OOCTYNOM Kaxgoro obydatoulerocss Kk 6asam gaHHbIX U
oubnuoteyHbiM poHaam, copmMupyeMbiM MO MOMHOMY nepeyHio avcumnnud (mogynewn) MMNCC3. Bo Bpewms
CaMOCTOSATENbHON NOATOTOBKM 00y4YatoLmMecs OIMKHbI ObITb 0becneyveHbl JOCTYNOM K ceTn IHTEpHeT.

Kaxgbln obyvatrowmics AomkeH ObiTb obecnedeH He MeHee 4YyeM OAHUM yd4ebHbiM neyaTHbiM K (Mnn)
9NEKTPOHHBbIM  M3A4aHMEeM MO KakOOoW AucumnivMHe npodeCCUOHanbLHOro y4ebHOro umkna W OOHWUM
y4ebHO-MeToaNYECKMM NeYyaTHbIM 1 (MNKM) SNEKTPOHHBbIM M34aHMEM MO KaXOoMy MEXAUCUUNIMHAPHOMY Kypcy
(BKkMOYas aNeKTPOHHbIEe 6a3bl NePUoaNYECKUX N3gaHum).

BnbnuoteyHbin oHO AOMKEH ObiTb YKOMMMEKTOBAH MevaTtHbiMM U (MNK) SNEKTPOHHBIMU  U3OAaHUSIMU
OCHOBHOW M [JOMNOMHUTENBHON y4ebHOM nuTepaTypbl MO AMCLMNNMHAM BCEX YYEOHbIX LMKMOB, M3OaHHOM 3a
nocnegHue 5 ner.

BrubnuoTteyHbln  doHa, nomumo  y4eBGHOW  nuTepaTtypbl, OOMMKEH  BKM4YaTb  oduumanbHble,
crnpaBoYHO-OMbnunorpaduyeckne 1 nepuoanyeckne msgaHust B pacdete 1 - 2 ak3emnnspa Ha kaxabix 100
obyyvaromxcs.

Kaxxgomy obydatowlemyca forkeH ObiTb obecnedeH AOCTyn K KoMnnektam ©OubnvoteyHoro doHAaa,
COCTOSALLUM HE MEeHee YeM U3 5 HanMeHOBaHWIN POCCUMCKMX XYPHanoB.

ObGpasoBaTtenbHas opraHusauus [OIPkHa npefocTaBuTb 00yYaloWwuMcs BO3MOXHOCTb  OnepaTUBHOMO
obmeHa wHoOpMaumMen ¢ pOCCUNCKMMKU ObOpas3oBaTernbHbIMA OpraHM3auusMM UM OOCTYN K COBPEMEHHbIM
npodeccuoHanbHbIM 6a3aM AaHHbIX U MHPOPMALIMOHHBIM pecypcam ceTn NIHTepHerT.

7.17. lMpuem Ha obyyeHne no [MNCC3 3a cyeT GHOOXKETHbIX acCUrHoBaHW dedepanbHoro GraXxeTa,
GrookeToB cybbekToB Poccuickon degepauum n MeCTHbIX Ol0mKeToB ABnseTcs obLefoCcTynHbIM, eCru NHOe He
npenycMoTpeHo YacTblo 4 ctaTen 68 PenepanbHoro 3akoHa ot 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHum B
Poccuiickon ®epepaumn” <1>. duHaHcupoBaHue peanu3aumm MMNCC3 gomKHO OCyLlecTBNATLCA B 00beme He
HWXXE YCTAHOBIEHHbIX FOCYAapCTBEHHbIX HOPMATMBHbLIX 3aTpaT Ha Okas3aHue rocyaapCTBEHHOW ycnyrn B cdepe
obpa3oBaHusa 4N AaHHOTO YPOBHS.

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

7.18. OGpa3soBartenbHas opraHusauus, peanuayioLlas MMNCcCa3, JOMmKHa pacnonaratb
mMaTepuanbHo-TexHnyeckon 6ason, obecneuvBalowlen nposBegeHWe Bcex BMAOB nabopaTopHbix paboT u
NPaKTUYECKUX 3aHATUNA, AUCLMUMNIMHAPHON, MEXANCUMNIMHAPHOA U MOAYNbHOW NOArOTOBKW, y4eBHOW mpakTuku,
NpeayCcMOTPEHHbIX y4ebHbIM nnaHoM obpasoBaTenbHoN opraHu3auun. MaTepuanbHo-TexHUYeckas 6asa formkHa
COOTBETCTBOBATbL AEWCTBYIOLLMM CaHUTAPHBLIM U MPOTUBONOXaPHLIM HOPMaM.
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 22.10.2014

lNepeyeHb kabnHeToB, NabopaTopuin, MacTEPCKMUX
W opyrux nomeLleHuni

KabunHeTbi:

coLManbHO-3KOHOMUNYECKUX AUCLUMINH;

WHOCTPaHHOrO S3bIKa;

MaTeMaTuKn U MHPOPMATUKK;

9KOJTOTMYECKMX OCHOB NPUPOAONONb30BaHNS;

9KOHOMWVKWN OpraHu3auum 1 ynpasrieHNsi NepcoHanom;

MEHeIKMEHTa;

npaBoBOro obecneyeHnst NpogeccnoHanbHoON AeaTeNbHOCTY;

rocygapCTBEHHON U MyHULIMNANbHON CNyxobl;

OOKYMeHTaUMOHHOro obecneveHus ynpaBneHus;

apxvBOBeAEHMS;

npoeCcCUoHanbHON ATUKN N NCUXOSOTMKN 4ENOBOro 00LEeHNS;

©e30nNacHOCTU XU3HEAEATENBbHOCTY;

METOANYECKNA.

Jlabopatopuu:

WMHGOPMATHKN U KOMMbIOTEPHOW 06pabOTKN LOKYMEHTOB;

TEXHUYECKUX CPEACTB YNpaBrieHus;

CUCTEM 3MEKTPOHHOIO JOKYMEHTO0b0poTa;

AOKYMEHTOBEEHMS;

yyebHas kaHuenspusa (cnyx0a JOKyMeHTaLNOHHOro obecneyeHns ynpaBneHus).

CnopTUBHBIN KOMMIEKC:

CMOPTUBHbIN 3arT;

OTKPbITbIN CTaAMOH LUMPOKOTO NPOoduns ¢ anemMeHTaMmn Nonockl NPensaTCTBUN;

CcTpenkoBbln TUp (B Nrobon moamdukaunm, BKIYas SNEeKTPOHHBIN) UM MECTO Ans CTpenbosbl.

3anbi:

OumbnuoTeka, YATanbHbIN 3an C BbIXO4OM B CceTb VIHTEPHET;

aKToBbIV 3an.

Peanusauua NMNCC3 gomkHa obecneymBaTthb:

BbINOMHEHNE OOyYaWwmumMmncs nabopaTtopHbIX M MPaKTUYECKMX 3aHATUR, BKMoYash Kak o0ba3aTenbHbIN
KOMMOHEHT MpaKTU4eckne 3afaHnsi C UCNOSb30BAaHNEM NMEPCOHANbHbLIX KOMMbIOTEPOB;

OCBOEHMe oby4varwmmnca npodeccuoHanbHbIX MOAyNe B YCMOBUSIX CO34aHHOW COOTBETCTBYHOLLEWN
obpasoBaTtenbHoON cpefbl B 06pa3oBaTeNbHOM OpraHM3auun unu B opraHmsaumsx B 3aBUCMMOCTU OT crneumndukm
BMAa OEATENbHOCTH.

Mpn Mcnonb3oBaHMM ANEKTPOHHbIX M3OaHUM obpasoBaTenbHasi OpraHu3aums JoSmpkHa obecneunTb Kaxaoro
obyuatoulerocs paboynm MeCToM B KOMMBIOTEPHOM KJlacCe B COOTBETCTBMM C OO BLEMOM M3yYaeMbIX SUCLIUMIIVH.

O6pasoBaTtenbHasa opraHusdauusa JormkHa ObiTb obecneveHa Heo6XOAMMBIM KOMMIIEKTOM JIMLEH3NOHHOIO
nporpaMmMHoOro obecneyeHus.

7.19. Peanuzauusa MNMCC3 ocyuwiectBnsaeTca obpa3oBaTenbHOW OpraHvM3auneln Ha rocyAapCTBEHHOM SA3bIKe
Poccunckon ®egepaumn.

Peanusauna [MNCC3 obpasoBaTenbHOM oOpraHvM3auuein, pacrnonoXeHHOW Ha TeppuTopum pecnybnukm
Poccuiickon ®epepauumn, MOXET OCYLWECTBMASATLCS Ha rocygapCTBEHHOM si3blke pecnybnukn  Poccuiickon
depnepaummn B COOTBETCTBMU C 3aKoHoOaTenbCTBOM pecnybnuk Poccuiickon Pepepaummn. Peanusauums MMNCC3
obpasoBaTenbHON OpraHu3aunen Ha rocyaapCTBEHHOM A3blke pecnybnukn Poccunckon degepaumm He O0SPKHA
OCYLLECTBNATLCA B yLepb rocyaapcTtBeHHOMY s3biKy Poccuiickon ®epepauum.

VIlI. OLEHKA KAHECTBA OCBOEHWA NMPOIrPAMMBI MOArOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

8.1. OueHka kayectBa ocBoeHusi [MMNCC3 pomkHa BkMoYaTb TEKYLMA KOHTPOMb YCNeBaeMOoCTH,
NPOMEXYTOYHYIO U FOCYAapCTBEHHYHO UTOTOBYIO aTTecTaLmmn oby4atoLwmxcs.

8.2. KoHkpeTHble hopMbl U NpoLeaypbl TEKYLLErO KOHTPOS YCNeBaeMOoCTU, MPOMEXYTOYHON aTTecTauum no
Kaxgon pucumnivHe w npodpeccroHansHOMY Moayrno paspabaTtbiBaloTcsa obpas3oBaTenbHOW OpraHusauuen
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 22.10.2014

CaMOCTOSATENbHO W JOBOAATCA A0 CBedeHusi obydalolwmxcss B TeYeHue MepBblX ABYX MecsueB OT Havana
obyyeHus.

8.3. [Ona artrectaumm o6y4yalLMXCA Ha COOTBETCTBME WX MNEPCOHANbHbIX AOCTWKEHWA MNo3TanHbIM
TpeboBaHuam cooTBeTcTBytowen MCC3 (Tekywunin KOHTPONb YCNeBaemMoCTU M MPOMEXYTOYHasd aTTtecTauus)
cosgatTcs (poHObl OUEHOYHbIX CPeAcTB, MO3BOMSAIOWME OUEHUTb YMEHWS, 3HaHWS, MPaKTUYECKU OnbIT U
OCBOEHHbIE KOMMNETEHLUN.

®PoHAbI OLEHOYHbIX CPEACTB ANA MPOMEXYTOYHOM aTTecTaumu no SUCUMNIMHAM U MEXAWUCLUMIMHAPHBIM
Kypcam B cocTaBe npodeccroHanbHbiX Mogynew paspabaTbiBaloTCA M yTBEpXAalTcsa obpasoBaTeribHOW
opraHusauven camoCTOSATENbHO, a AN MPOMEXYTOYHOM aTTecTaumu no nNpodecCUoHarnbHbIM MOAYNAM W Ans
rocyfapCTBEHHOW MTOroBOW atTectauuy - paspabaTbiBaloTcsa M yTBepxaalTca obpasoBaTenbHOW opraHusauven
nocre npeaBapuTENbHOMO NOMOXUTENBHOIO 3akntoveHns pabotogarenen.

[na npomexyToyHon atTectaumm obydaroLlmxcs no gucumniMHamM (MeXAMCUMNIAMHapHbBIM Kypcam) Kpome
npenogaBaTenen KOHKPETHOW AMCUMNNNHBLL (MEXOUCUUMNAMHAPHOIO Kypca) B KayeCTBe BHELUHMX 3KCMepToB
OOMKHbl  aKTMBHO MpuBMeKaTbCa npenogaBaTenyM CMEXHbIX AucuunnuvH  (KypcoB). [ns  makcMmarnbHOro
NpMBNMKEHUS nporpaMmm MPOMEXYTOYHOM aTtTecTaumMm obyvalwmxcs no npodeccuoHarnbHbIM - MOAYMASAM K
ycnosuam ux Oygyuwien npodeccuoHanbHOM AesaTenbHOCTM 0bpasoBaTenbHOM oOpraHu3auvMen B KayecTsBe
BHELUTATHbIX 3KCMEepTOB AOIMKHbI aKTUBHO NpuBriekaTbcs paborogarenu.

8.4. OueHka kayecTBa MOArOTOBKM OOYYalOLUMXCHA W BbIMYCKHWKOB OCYLUECTBMAAETCA B ABYX OCHOBHbIX
HanpasBneHnsaXx:

OLieHKa YPOBHSI OCBOEHUSI AUCLMNINH;

OLeHKa KoMMNeTeHLMA 06y4aloLwmnxcs.

[ns oHowweln NnpegycmMaTpuBaeTCcs OLeHKa pe3yrnibTaToB OCBOEHUSI OCHOB BOEHHOW CIyXObl.

8.5. K rocyaapcTBeHHOM MTOroBOW aTTecTauuu gonyckaetcss obydalowmincs, He UMEKLNA akaaeMn4eckon
3a00/KEHHOCTU N B NONHOM O6beme BbINOMHUBLIMIA y4eBHbIN NNaH UM MHOUBMAYanbHbIN Y4eOHbIM NnaH, ecnu
WHOE He YCTaHOBIEHO MNOPSAKOM MPOBEAEHUS rOCYAapCTBEHHOW WTOroBOM atTectauuym no COOTBETCTBYHOLLMM
obpasoBaTternbHbIM Nporpammam <1>.

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

8.6. [ocypapctBeHHass wuTOroBad aTTecTauusa  BKMYaeT MOArOTOBKY UM 3alMTy  BbIMYCKHOW
KBanudukaumMoHHon paboTel (gunnomHas paboTa, AUMMOMHbIM nNpoekT). Ob6sasatenbHoe TpeboBaHne -
COOTBETCTBME TEeMaTWUKU BbIMYCKHOW KBanuukaumoHHOW paboTbl COAEpXKaHWK OOHOMO WU HECKOMbKMX
npodeccnoHasbHbIX Moaynen.

["ocyaapCTBEHHbIV 3K3aMeH BBOAUTCH NO YCMOTPeHUIo obpasoBaTernbHOW opraHm3aumm.

MpunoxeHune

K ®IOC CI10O no cneunanbHoctn 46.02.01
[okyMeHTaumMoHHoe obecneyeHmne
yNpaBreHns N apxmBoBeaeHne

NMEPEYEHb
MPO®ECCUN PABOYMX, LOMKHOCTEN CNYXALLWX, PEKOMEHOYEMbIX
K OCBOEHWIO B PAMKAX MNPOIrPAMMbI MOAIOTOBKN CMELUUAINCTOB
CPEAHEIO 3BEHA

Koa no O6Liepoccumnckomy knaccudukaTopy HanmeHoBaHue npodeccuin paboumx, AOSMKHOCTEN
npodeccuin paboymx, JOIMKHOCTEN CRyXaLLnX u cnyxawmx
TapudHbix paspsagos (OK 016-94)
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