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3apeructpupoaHo B MuHtiocte Poccum 20 asrycta 2014 r.
N 33682

MWHUCTEPCTBO OEPA30OBAHUSA U HAYKU POCCUACKOM
®EONEPALMK

NMPUKA3
ot 11 aBrycTta 2014 r. N 975

OB YTBEPXOEHUMN
®EOEPAIIBHOIO rOCYJAPCTBEHHOIO OBPA30OBATEJIBHOIO
CTAHOAPTA
CPEQHEIO NMNPO®ECCUOHAIIbHOIO OBPA30BAHMUA MO
CNELUMANIBHOCTH
46.02.01 AOKYMEHTALUWOHHOE OBECNEYEHUE YMNPABJIEHUA
U APXUBOBEOEHUE

B cootBeTcTBMM € noanyHkToM 5.2.41 MNonoxeHus o
MuHucTepcTBe o06OpasoBaHuMss U Haykm  Poccuiickoi
denepauun, YTBEPXOEHHOIO NoCTaHOBMNEHNEM
MpaButenscTBa Poccuiickon ®epepauun ot 3 noHa 2013 r.
N 466 (CobpaHue 3akoHopaTenbcTBa Poccuiickoi
depepaunn, 2013, N 23, cT. 2923; N 33, cT. 4386; N 37, cT.
4702; 2014, N 2, cT. 126; N 6, cr. 582; N 27, ct. 3776),
nyHktom 17 TpaBun  pa3paboTku,  yTBEPXOEHMUS
denepanbHbIx rocy4apCTBEHHbIX o6pasoBaTernbHbIX
CTaHOAPTOB U BHECEHUSI B HAX WU3MEHEHUN, YTBEPXOAEHHbIX
noctaHosneHunem lMNpasutenscrtea Poccuiickon degepauun
ot 5 aerycta 2013 r. N 661 (CobpaHue 3akoHopaTenbcTBa
Poccunckon ®epepaumm, 2013, N 33, cr. 4377),
npvKasbiBato:

1.  YTBepauTe  npunaraembln  deaepanbHbIi
rocyfapCTBeHHbI 0Opa3oBaTenbHbI CTaHAApPT cpeaHero
npodeccmoHanbHoOro 06pas3oBaHMA MO CneunanbHOCTU
46.02.01 JokymeHTaumoHHOe obecneveHne ynpasneHus u
apxvBoBefeHue.



2. MpusHaTtb yTpaTvMBLLNM cuny  npuvkas
MuHuctepctBa o6pasoBaHua 1 Haykm  Poccuiickon
depnepaunm o1 25 aHBaps 2010 r. N 75 "O6 yTBepxaeHun un
BBeAEeHUN B OencTBne deaeparnbHOro rocygapCTBEHHOrO
obpasoBaTenbHOro cTaHpapTa cpegHero
npodeccroHansHoro obpasoBaHuss MO cneumanbHOCTU
034702 [okyMeHTaUMOHHOe obecrneveHne ynpaBreHus u
apxuBoBegeHne"  (3aperucTpmpoBaH MuHucTepcTBOM
toctumn Poccuiickon Pepepaummn 27 cdespana 2010 r.,
perncrpaumnoHHbin N 16526).

3. HacTosawmn npukas Bctynaet B cuny ¢ 1 ceHTs16ps
2014 ropa.

MwuHucTtp
0.B.NIMBAHOB

MpunoxeHne

YTBEPXAEH

npukazoMm MuHucTepcTBa obpasoBaHus
n Hayku Poccuickon ®egepaumm

ot 11 aBrycta 2014 r. N 975

®ELEPAIbHbIN FOCYOAPCTBEHHbIA OGPA3OBATEJbHbIN
CTAHOAPT
CPEOHEIO NPO®ECCUOHAIIBHOIO OBPA3OBAHUA MO
CMNEUMANIBHOCTHU
46.02.01 AOKYMEHTALUWOHHOE OBECNEYEHME YMNMPABJIEHUA
N APXUBOBEJJEHUE

I. OBNACTb NMPUMEHEHWA

1.1. Hacroawun cenepanbHbin rocyaapCTBEHHbIN



obpasoBaTernbHbIf cTaHgapT cpefHero
npodeccrMoHansHoro obpasoBaHus MpeacTaBnseT cobon
COBOKYMHOCTb 0bsi3aTenbHbiXx TpeboBaHuh K cpegHemy
npodeccroHansHoMy 06pa3oBaHMI0O MO  cneumanbHOCTU
46.02.01 JokymeHTauMoOHHOe obecneveHne ynpaBneHus wm
apxuBosegeHue ans npogeccrnoHanbHom
obpasoBaTenbHON oOpraHuM3aumMm U obpasoBaTernbHON
opraHusaumM BbICLLIErO OOpasoBaHWs, KOTOpble MMEIT
npaBO Ha peanu3auuio  UMELWNX ToCyaapCTBEHHYIO
akkpeauMTauMi  nNporpaMM  MOArOTOBKM — CMeuuanucToB
cpegHero 3BeHa MO [aHHOM  crneuwanbHOCTW, Ha
Tepputopun  Poccuiickon — depepauun  (ganee -
obpasoBaTenbHas opraHu3aums).

1.2. NpaBo Ha peanu3auunio NporpaMmbl NMOATOTOBKM
crneunanucToB cpegHero 3BeHa MO CheuManbHOCTM
46.02.01 JokymeHTauMoOHHOe obecneveHne ynpaBneHus wu
apxusoBefeHue nmeet obpasoBaTtenbHas opraHusauus npu
HanMyMm COOTBETCTBYHIOLLEN NULEH3UN HA OCYLLECTBIEHMWE
obpasoBaTenbHOW AeATEeNbHOCTU.

BoamMoxHa ceTeBasi hopma peanusauuy nporpammbl
noaroToBKM  CMeuManucToB cpenHero 3BeHa c
MCMOnb30BaHNEM PECYPCOB HECKOMBbKUX 0BpasoBaTeribHbIX
opraHusaumin. B peanusaumn nporpammbl  MOATOTOBKM
cneumanncToB CpeaHero 3BeHa C UCMosSIb30BaHWEM CETEBOIA
dopMbl  Hapsgy C obpasoBaTefibHbIMU  OpraHU3auusaMm
TaKkke MOryT y4yacTBOBaTb MeAMLMHCKME OpraHusauuu,
opraHuM3aumMu  KynbTypbl, (OU3KYIIbTYPHO-CMOPTUBHBIE U
UHbIE opraHusaumu, obnagatowyve pecypcamu,
HeoBGXoANMbIMU ans oCyLLeCTBeHus obyyeHus,
npoBedeHVss y4eGHOW ¥ MPOU3BOACTBEHHOW MNPAKTUKU U
OCYLLECTBMNEHUS WHbIX BWOOB Y4eOHOM AEATENbHOCTH,
npeaycMOTPEHHbIX NPOrpaMmoi NOAroTOBKY CreLuanicToB
cpepHero 3BeHa.

Mpwn peanunsaunn nporpamMmbl noaroToBku
cneuynanncTos cpeaHero 3BEHa 06pa303aTeanaﬂ



opraHv3auusi BnpaBe NPUMEHSITb 31EKTPOHHOE 0byyeHue u
OUCTaHUMOHHble obpasoBaTtenbHble  TexHonorun.  [pu
obyyeHun 1My € OrpaHUYEHHbIMW  BO3MOXHOCTSIMM
300pOBbs 3NEKTPOHHOE 0Oy4yeHMe U  AUCTaHUMOHHbIE
obpasoBaTtesbHble TEXHOMOMMW AOMKHBLI MpeaycMaTpyBaTh
BO3MOXHOCTb npuema-nepegayv nHdopmaumm B
[AOCTYMHbIX ANst HUX hopMax.

Il. NCMONb3YEMbIE COKPALLEHWA

B HacTosilem cTaHaapTe UCMOMb3YHTCA crneaytoLume
COKpaLLeHus:

CIMO - cpegHee npogeccroHanbHoe 06pa3oBaHuE;
®roC CIIO - denepanbHbii  rOCYOAPCTBEHHbIN
obpazoBaTenbHbIii cTaHgapT cpefHero

npodeccrmoHanbHoro o6pa3oBaHus;

MNCC3 - nporpammMa noOArOTOBKM CMNELManvCTOB
cpefHero 3BeHa;

OK - oOLas koMneTeHUms:;

MK - npodeccnoHanbHas KOMNETEHUNS;
MM - npodpeccrmoHanbHbIN MOAYNMb;
MK - mexagncumnnmHapHbIi Kypc.

I1l. XAPAKTEPUCTUKA NMOArOTOBKWM MO
CMEUMANBHOCTHU

3.1. Monyyenne CMNO no MMCC3 ponyckaetcs
TOMbKO B 06pa3oBaTenbHON opraHmsaumn.

3.2. Cpokn nonyuyenuss CIMO no cneumnanbHOCTU
46.02.01 JokymeHTauMOHHOe obecneveHne ynpaBneHus wu



apxvmBoBegeHne 6a3oBoii NOArOTOBKM B O4YHOM dhopme
06y4eHns 1 npuceBavBaemMble KBanvdukaumn NpuBoasiTca B
Tabnuue 1.



Ta6bnuua 1

YpoBeHb 06pa3oBaHms,
HeobxoauMbI Ans
npuema Ha obyyeHue no
Mnnccs3

HavnmeHoBaHue
kBanudmkaumm 6a3osom
MOArOTOBKM

Cpok nonyyenua CIrO no
MMNCC3 6a30Boi NOArOTOBKM
B OYHOM hopMe oby4veHust
<1>

cpeaHee obuiee
obpasoBaHue

OCHOBHOEe 00Llee
obpasoBaHue

Cneumanuct no
OOKYMEHTaLNOHHOMY
obecneyveHuto
ynpaBneHusi, apxmeucT

1 ron 10 mecsueB

2 roga 10 mecsueB <2>




<1> HesaBucnmo oT NPUMEHSIEMbIX
obpasoBaTenbHbIX TEXHOIOMUIA.

<2> Ob6pa3soBaTerbHble opraHusauuu,
OCYLLECTBNAOLWMNE MOArOTOBKY CMeunanncToB CpeaHero
3BeHa Ha 6ase ocHoBHOro obuero obpasoBaHus,
peanusytoT denepanbHbIn rocygapcTBEHHbIN
obpasoBaTenbHbIf cTaHgapT cpeaHero obuiero
obpasoBaHus B npegenax MMNCC3, B TOM 4Mcne ¢ y4eTom
nonyyaemoi cneumansHoctu ClO.

KoHcynbTaHTlnoc: npumeyaHue.
Hymepauus nyHKTOB fQaHa B COOTBETCTBUM C
oduumanbHbIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyennss CMNO no TMMNCC3
yrny6neHHoON NoAroTOBKU MPEBbLIWAT HAa OOWH FOA4 CPOK
nonyyexus CMO no NMCC3 6a3o0B01 NOATOTOBKM.

Cpoku nonyyenusi CINO no cneunanbHoctn 46.02.01
HokymeHTaumoHHoe  obecneyeHune ynpaBsneHus n
apxuBoBefeHue yrnybrneHHOM NoaAroTOBKM B O4HOW chopme
o0yuyeHns un npucBanBaemble KBanMukauum NnpuBoasTca B
Tabnuue 2.



Tabnuua 2

YpoBeHb 0b6pa3oBaHus,
HeobxoaMMbI Ans
npuema Ha oby4yeHue no
Mnrccs

HanmeHoBaHune
KBanudukaumn
yrnybneHHom nogroToBKu

Cpok nonyyexus CIO no
MrCC3 yrny6neHHow
NoaroToBKN B O4HOM chopme
oby4yeHusa <1>

cpeaHee obuee
obpasoBaHue

OCHOBHoOEe 00LLee
obpasoBaHune

Cneumanuct no
OOKYMEHTaLUMOHHOMY
obecneyeHunto
ynpaBreHusi, apxmBucT

2 ropga 10 mecsiueB

3 ropa 10 mecsues <2>




<1> HesaBucnmo oT NPUMEHSIEMbIX
obpasoBaTenbHbIX TEXHOIOMUIA.

<2> Ob6pa3soBaTerbHble opraHusauuu,
OCYLLECTBNAOLWMNE MOArOTOBKY CMeunanncToB CpeaHero
3BeHa Ha 6ase ocHoBHOro obuero obpasoBaHus,
peanusytoT denepanbHbIn rocygapcTBEHHbIN
obpasoBaTenbHbIf cTaHgapT cpeaHero obuiero
obpasoBaHus B npegenax MMNCC3, B TOM 4Mcne ¢ y4eTom
nonyyaemoi cneumansHoctu ClO.

Cpoku nonyyeHnss CMO no [MNCC3 6asosown u
yrny6reHHoW MoAroTOBKM HE3aBUCMMO OT MPUMEHSIEMbIX
ob6pazoBaTenbHbIX TEXHOMOMIN YBENMUNBAIOTCS:

a) Ans obyvaloLmMxXcs Mo O4YHO-3204HOM M 3a04YHOM
dopmam oBy4yeHus:

Ha 6ase cpegHero obLiero obpasoBaHus - He Gonee
yem Ha 1 ropg;

Ha 6a3e ocHoBHOro obLlero obpasoBaHus - He bonee
yem Ha 1,5 roaa;

6) ANS MHBaNMOOB WM NUL C  OrpaHUYeHHbIMU
BO3MOXHOCTAMM 3[10pOBbs - He 6onee YyeM Ha 10 mecALeB.

IV. XAPAKTEPUCTVKA MPO®ECCUOHANBHON
JEATENBbHOCTW BbIlNYCKHNKOB

4.1. O6nactb npodeccroHanbHON aOesaTenbHOCTU
BbIMYCKHWKOB: OEATENbHOCTb B CekpeTapuartax, cryxbax
OOKYMeHTaUMOHHOro obecrneveHus, kagpoBbix cnyxbax wu
apxuBax roCy4apCTBEHHbIX OpPraHoB W YYpEXOeHUn, B
opraHax MecTHOro CamOynpaBlieHUs, HerocyaapCTBEHHbIX



opraHusauumsx Bcex popM cCO6CTBEHHOCTM, OBLLECTBEHHBLIX
opraHmsauusx (y4pexaeHusx).

4.2. ObbekTaMmu npodeccuoHanbHOM AeATenbHOCTU
BbIMYCKHWNKOB ABNSAIOTCS:

OOKYMEHTbI,  cO3faHHble  JoObIM cnocoGom
JOKYMEHTUPOBaHUS;

cucTeMbl [OKYMEHTALMOHHOIO obecneyeHus
ynpaBreHus;

CUCTEeMbl 3J1EKTPOHHOIo ﬂOKyMeHTOOGOpOTa;
apXnBHble OOKYMEHTbI;
nepBuUYHbIE TPYAOBbIE KOJITEKTUBDI.

4.3. Cneuunanuct no OOKYMeHTauuoHHOMY
obecneveHnto ynpaBneHus, apxmBuUCT (6asoBon
NOAroTOBKW) rotoBuTCs K cnepyroLwmum BMAaM
DeATENbHOCTY:

4.3.1. OpraHuzauus [OKYMEHTaLMOHHOro
obecneveHns  ynpaBneHusi " YHKUMOHNPOBaHNKS
opraHusauum.

4.3.2. OpraHusaums apxvBHOMN "
CMpaBOYHO-MH(OPMALIMOHHOW paboTel MO  OOKYMEHTam
opraHusauum.

4.3.3. BbinonHeHne paboT MO OgHOM MMM
HECKOJSbKNM npogeccuam pabouux, OOJDKHOCTSM
cnyxalmx (npunoxexue k Hactoswemy Proc Crio).

44, Cneuunanuct no JOKYyMeHTaLMOHHOMY
obecneyeHnto  ynpaBneHusl, apxuBucT  (yrnybneHHon
NoAroTOBKN) roToBUTCH K creayoLwmm BMaam



AeATeNbHOCTU:

44.1. OpraHuzauus [OKYMEHTaLMOHHOro
obecneyeHns  ynpaBneHusi " YHKUMOHNPOBaHNKS
opraHusauum.

44.2. OpraHunsaums apxvBHOMN "
CMpaBOYHO-MH(OPMALIMOHHOW paboTel MO  OOKYMEHTam
opraHusauum.

4.4.3. OcyuiecTBneHve JOKYMEHTaLMOHHOIo
obecneveHnss ynpaBneHUs M apxMBHOrO fgena cC
MCMONb30BaHWEM NPOrpaMMHbIX CPEACTB y4eTa, XpaHeHwus,
00paboTkn 1 noncka AOKYMEHTOB.

44.4. BbinonHeHne paboTr no ogHoM  MnM
HECKOMNbKNM npogeccuam pabouux, OOIMKHOCTSIM
cnyxawmx (npunoxexue k Hactosawemy ¢roC Crio).

V. TPEBOBAHNA K PE3YJIbTATAM OCBOEHUA
NMPOrPAMMBI MOArOTOBKA
CIMNEUMANIMCTOB CPEOHEIO 3BEHA

5.1. Cneuunanuct no [OKYMEHTaLNOHHOMY
obecneyeHnto ynpasneHus, apxuBucT (6a3oBon
NOAroToBKN) AOMKeH obnagate obWMMKM KOMMETEHUMAMM,
BKNto4aroLwmmn B cebs cnocobHOCTb:

OK 1. TloHumaTb CyWHOCTb U  coumanbHyto
3Ha4YMMOCTb CBOel ByayLuen npodeccun, NPOSBNATbL K Hen
YCTOMUMBbLIN UHTEPEC.

OK 2. OpraHusoBbiBaTb COBCTBEHHYIO
[esATenbHOCTb, BblOMpaTb TUMOBble METOAbl U CNocoObbl
BbIMOMHEHNs NMPOMECCUOHamNbHbIX 3adad, OueHuWBaTb WX
3(PPEKTMBHOCTb 1 Ka4eCTBO.



OK 3. lMpuHumaTb pelleHnss B CTaHOAPTHbIX WU
HeCTaHAapTHbIX  CUTyauusix U HeCTn 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcywectBnsaTe MOUCK W UCMOMb30OBaHWE
MHopMaLmHK, Heobxoaumonm ans 3hPEKTMBHOIO
BbINOSIHEHUS npodeccrmoHanbHbIX 3agav,
npodeCccMoHanbHOro U IMYHOCTHOTO Pa3BUTKS.

OK 5. Mcnonb3oBaTb
MHOPMaLMOHHO-KOMMYHUKALMOHHbIE TexXHonornm B
npodeccroHanbHo 4esTeNbHOCTU.

OK 6. PabotaTtb B KOMMEKTMBE W KOoMaHae,
acbdekTMBHO 0bLaTbCA € Konneramu, pPyKOBOACTBOM,
notpeéutTensmu.

OK 7. Bpatb Ha cebsi oTBETCTBEHHOCTb 3a paboTy
4YNeHOB KOMaHabl (MOAYMHEHHbIX), Pe3yrnbTaT BbIMOMHEHUS
3agaHun.

OK 8. CamocTtosaTenbHo onpedensaTs  3agauu
npodeccroHansHoro " NUYHOCTHOTO pasBuUTKS,
3aHMMaTbCA camoobpasoBaHMEM, OCO3HAHHO MNMaHWPOBaTh
noBbILLEHNE KBanuuKaLum.

OK 9. OpueHTnpoBaTbCs B YCIOBUSAX YaCTOW CMEHbI
TEXHONormmn B NnpodeccmoHanbHON OeATeNbHOCTH.

5.2. Cneuunanuct no OOKYMeHTauuoHHOMY
obecneveHnto ynpaBneHus, apxmMBuUCT (6asoBon
noaroToBkM) AOMmkeH obnagatb npodeccnoHanbHbIMU
KOMMNeTeHUNsMHU, COOTBETCTBYOLLMMU Buaam
DeATenbHOCTU:

5.2.1. OpraHuzauus OOKYMEHTaLUWOHHOro

obecrneyeHnss  ynpaBreHust n (hbYHKUMOHMPOBaHUS



opraHusauun.

MK 1.1. KoopauHupoBaTb paboTy opraHu3auum
(npneMHol pykoBOAUTENS), BECTU NpUeM NoceTuTenen.

MK 1.2. OcywectBnate paboTy No MOArOTOBKE U
npoBedeHWI0 CoBeLLaHui, AernoBbiX BCTpeY, NpUMEMOB W
npeseHTaunmn.

MK 1.3. OcywecTtBnsaTb NOArOTOBKY  AeroBblX
noesgok  pPyKoBOAMTENS n  apyrux COTPYOHUKOB
opraHusauum.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTO cekpeTapst
1 pyKoBoauTensi.

MK 1.5 OgopmnaATb " perncTpupoBaTtb
OpraHM3auuoHHO-pacnopsianTenbHbIE OOKYMEHTbI,
KOHTPONMUPOBATb CPOKU UX UCTIONTHEHUS.

MK 1.6. ObpabaTtbiBaTb BXOAAWME M UCXOAsLWME
OOKYMEHTB, cucTeMaTusanpoBaTthb nX, COCTaBNATb
HOMEHKNaTypy Aen u opmMmpoBaTb JOKYMEHTLI B Aena.

MK 1.7. CamocTosTenbHO paboTaTb C JOKYMEHTamu,
codepXalmmm KoHuaeHUManbHyt MHGOpMaumio, B TOM
yucrne ¢ JOKYMEHTaMM Mo NMYHOMY COCTaBy.

MK 1.8. OcywectBnaTh TenegoHHoe obcnyxunBaHue,
npvHMMaTh 1 nepegaBatb aKchbl.

MK 1.9. OcywectBnaTb NOATOTOBKY AeN K nepepade
Ha apXMBHOE XpaHeHMe.

MK 1.10. CoctaBnAtb onucu fOen, OCyLecTBNsTb
noaroToBKY fAen K nepejade B apxuB  opraHusauumu,
rocyapCTBEHHbIE U MyHULMMNANbHbIE apXMBbI.



5.2.2. OpraHuzauusa apxvBHON "
CMpaBOYHO-UHOPMALMOHHON paboTbl MO  [AOKYMEHTaMm
opraHusauun.

MK 2.1. OcywecTBnATb 3KCNEPTU3Y LIEHHOCTU
OOKYMEHTOB B COOTBETCTBMM C  OeNCTBYHOLMMU
3aKoHoJaTenbHbIMY akTaMn 1 HopMaTUBaMMK.

MK 2.2. Bectn paboty B cucTtemax 3MeKTPOHHOro
OOKymeHTOObOpOTa.

MK 2.3. PaspabaTbiBaTb U BECTM KnaccugukaTopbl,
Tabenn 1 pgpyrme  CNpaBOYHMKM MO [AOKYMEHTam
opraHusauum.

MK 2.4. O6ecneunBaTb nNpuMeM W pauuoHanbHoe
pasmelleHne OOKyMEeHTOB B apxupe (B TOM uucrne
OOKYMEHTOB MO JINYHOMY COCTaBy).

MK 2.5. O6ecneunBatb y4yeT W COXPaHHOCTb
[OKYMEHTOB B apxuBe.

MK 2.6. OpraHn3oBbiBaTb MCMOMb30BaHNE apXMBHBLIX
OOKYMEHTOB B Hay4HblX, CNpPaBOYHbIX W MNPaKTUYECKMNX
Lensx.

MK 2.7. OcyuecTBnsiTh
OpraH13aunoHHO-METOANYECKOE PYKOBOACTBO M KOHTPOIb
3a paboTonm apxvMBa oOpraHuv3auMm u 3a opraHusauven
OOKYMEHTOB B 1€10MPOM3BOACTBE.

5.2.3. BbinonHeHve paboT nNoO ogHOM  wunn

HECKOMNbKNM npodgeccuam pabouux, JOIMKHOCTSIM
CNy>KaLLMX.
5.3. Cneuunanuct no OOKYMeHTauuoHHOMY

obecneveHnto  ynpaereHusi, apxumBuct  (yrnyGreHHomn



NoAroTOBKU) AOMKeH obnajaTb OGLMMU KOMMETEHLMSIMU,
BKIOYaoLWMMn B cebs1 cnocobHOCTb:

OK 1. TlloHumaTb cCywHOCTb W  coumarnbHy
3HA4YMMOCTb CBOeN OyayLiern npodeccum, NPosIBNATL K HEW
YCTONYUBbLIA UHTEPEC.

OK 2. OpraHnsoBbiBaTb COOCTBEHHYIO
OeaTenbHOCTb, OnpedensaTb  MeToabl W crnocobbl
BbINOMHEHUS NPodeCcCMOoHarnbHbIX 3aday, OLeHMBaTb MX
3h(PEKTUBHOCTb U KA4YeCTBO.

OK 3. PewaTb npobnembl, oOUeHMBATb PUCKK W
NPVHMMaTb PELUEHUS B HECTaHOAPTHbLIX CUTyaUUsIX.

OK 4. OcywectBnsiTb NOUCK, aHanmM3 U OLEHKY
MHpopMauun, HeobxoaMMON AN MOCTAHOBKU U peLLeHust
npodeccuMoHanbHbIX  3agad,  npodeCCUOHanbLHOro "
JNIMYHOCTHOIO Pa3BUTUS.

OK 5. Vicnonb3oBaTtb
MH(OPMaLMOHHO-KOMMYHUKALMOHHbIE  TEXHOMOMMU  Anist
COBEpLLEHCTBOBAHMUSA NPOGECCHUOHANbHON AeATENBHOCTY.

OK 6. Pabotatb B KOMMektMBe W KoMaHge,
obecneumBatb ee cnnoveHne, 3pekTUBHO obLiaTbcsi C
Konneramu, pykoBogcteom, notpedurenamu.

OK 7. CTaBuTb LENM, MOTMBUPOBAaTb OeATEeNbHOCTb
MOOYMHEHHbIX, OpPraHU30BbIBATbL W KOHTPONMPOBaTbL KX
paboTy C npuHATMEM Ha cebsa OTBETCTBEHHOCTU 3a
pesynbTaT BbINOMHEHUS 3a4aHWIA.

OK 8. CamocTtoaTtenbHO onpegenatb  3agaqu
npodeccrMoHansHoro " TNIMYHOCTHOrO pas3BuUTHs,
3aHUMaTbCs caMoobpaszoBaHMEM, OCO3HAHHO MNaHMPOBaTb
NoBbILLEHNE KBanMdUKaLum.



OK 9. BbITb roToBbIM K CMEHE TEXHOMorMh B
npodeccrMoHanbsHoM AesTenbHOCTU.

5.4. Cneunanuct no AOKYMEHTaLMOHHOMY
obecneyeHnto  ynpaeneHus, apxumBucT  (yrnybrneHHon
NOAroTOBKM) AOMKeH o0b6nagate NpodeccUoHanbHbIMM

KOMMNEeTEHUNAMM, COOTBETCTBYHOLLMMMN BMaam
[eATenbHOCTU.
541. OpraHusauus [OKYMEHTaLMOHHOIo

obecneyeHnss  ynpaBreHusi n (hYHKUMOHMPOBaHUS
opraHv3aumm.

MK 1.1. KoopauHupoBaTb paboTy opraHu3auum
(npneMHol pykoBOAUTENS), BECTU NpMeM NoceTuTenen.

MK 1.2. OcywectBnate paboTy No MOArOTOBKE U
npoBeAeHWI0 CoBeLLaHui, AernoBblX BCTpeY, NpUMEMOB W
npeseHTaunm.

MK 1.3. OcywecTtBnsaTb NOArOTOBKY  AeroBblX
noesgok  pPyKoBOAMTENS n  apyrux COTPYOHUKOB
opraHusauum.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTO cekpeTapst
1 pyKoBoaUTEnNsi.

MK 1.5 OgopmnaATb " perncTpupoBaTtb
OpraHM3auuoHHO-pacnopsianTeNbHbIE OOKYMEHTbI,
KOHTPONMUPOBATb CPOKU UX UCTIONTHEHUS.

MK 1.6. ObpabaTtbiBaTb BXOAAWME M UCXOAsLME
OOKYMEHTB, cucTeMaTusanpoBaTthb nX, COCTaBNATb
HOMEHKNaTypy Aen u opmMmpoBaTb JOKYMEHTLI B Aena.

MK 1.7. CamocTosTenbHO paboTaTb C JOKYMEHTamu,
codepXalummm KoHmaeHUManbHyt MHGQOpMaunio, B TOM



vymucne ¢ JOKyMeHTamMu no JIndHOMY COCTaBy.

MK 1.8. Ocywectenate TenegoHHoe obcnyxunsaHue,
NpuvHUMaTh U NepefasBaTh hakchbl.

MK 1.9. OcywectBnaTb NOArOTOBKY Aen K nepepade
Ha apXMBHOE XpaHeHue.

MK 1.10. CoctaBnAtb onucu gen, OCyLeCcTBNSATb
NOAroTOBKY [Jen K nepejade B apxuMB  OpraHv3auumu,
rocy4apCTBEHHbIE M MyHMUUNANbHbIE apXMBbI.

NnK 1.11. BbigaBaTtb B COOTBETCTBUM [¢
NOCTyNawLWUMKN 3anpocamm apxmBHbIE KON U LOKYMEHThI.

54.2. OpraHunsaums apxvBHOMN "
CMpaBOYHO-MH(OPMALIMOHHOW paboTel MO  OOKYMEHTam
opraHusauum.

MK 2.1. YyactBoBaTb B paboTe no akcrnepTuse
LLeHHOCTM JOKYMEHTOB B COOTBETCTBUM C OENCTBYHOLLUMU
3aKoHOZaTeNbHbLIMW aKTamMun U HopMaTMBaMMU.

MK 2.2. Bectn paboty B cucTemMax 3SneKTPOHHOro
[OoKyMeHToobopoTa.

MK 2.3. PagpabatbiBaTe M BeCTU knaccudukaTopsl,
Tabenu u nHble CNPaBOYHUKU NO AOKYMEHTaM OpraHv3aumm.

MK 2.4. O6ecneunBaTb npvemM W pauuoHanbHoe
pasMellleHne [OOKyMEHTOB B apxuBe (B TOM u4ucne
OOKYMEHTOB MO JIMYHOMY COCTaBY).

MK 2.5. Ob6ecneuynBatb Y4eT W COXPaAHHOCTb
AOKYMEHTOB B apxuBe.

MK 2.6. OpraHn3oBbIBaTh UCMOMb30BaHNE apPXMBHbIX
OOKYMEHTOB B HayYHbIX, CMNPaBOYHbIX M MPaKTUYECKUX



Lensix.

MK 27. OcyuwectBnaTb
opraH13aunoHHO-METOANYECKOEe PYKOBOACTBO M KOHTPOINb
3a paboTo/i apxvBa oOpraHus3auMm u 3a opraHv3auuen
OOKYMEHTOB B A€N0oNpon3BoaCTBE.

5.4.3. OcyuiecTBneHve JOKYMEHTaLMOHHOIo
obecneveHnss ynpaBneHUs M apxMBHOrO fgena cC
MCMOMnb30BaHWEM NPOrpaMMHbIX CPEACTB y4eTa, XpaHeHwus,
00paboTkn 1 noncka AOKYMEHTOB.

MK 3.1. OcylwecTBnsATb MHOPMALMOHHYIO paboTy
no [JOKyMeHTam, B TOM 4uCne C UCMOfb30BaHWEM
OPITEXHWKWN, NPOrPaMMHbIX CPeACTB YyyeTa, XpaHeHus Wu
rnoucka AOKYMEHTOB W APYrnx crneuuanuavpoBaHHbIx 6a3
AaHHbIX.

MK 3.2. lMpuHumatb Mepbl N0  YNOpPsSiAOYEHUIO
cocTaBa [OKYMEHTOB UM WMH(OPMAUMOHHBLIX  MOTOKOB,
COKpaLLeHNto nx KonuyecTBa " onTuMm3auun
OOKYMEHTOMOTOKOB OpraHn3auuu.

MK 3.3. Bectn paboty no cos3gaHuio CnpaBOYHOro
annapara no JoKyMeHTaMm C Lienbio obecneveHns yaobHoro
1 BbICTPOro nx nomncka.

MK 3.4. MogrotaBnmMeBaTb [OaHHble, HeobxoauMble
ONs COCTaBfEHUS CMpPaBOK Ha  OCHOBE  CBeAEHUN,
MMEIOLLIMXCA B JOKYMEHTaxX apXuBa.

MK 3.5. TlpuvHumaTb y4actme B  paspaboTke
NOKarnbHbIX HOPMATMBHBIX aKTOB OpraHu3aumm no Bonpocam
OOKyMEHTaUMOHHOro  obecneyeHust  ynpaBneHusi "
apxuBHOro gena.

MK 3.6. MpuHumMaTh yyacTue B paboTe no nogbopy wu
pacctaHoBKe  KagpoB  CnyxDbl  JOKYMEHTaLMOHHOro



obecneyeHuns ynpaBneHns 1 apxmea opraHmsaumm.

5.4.4. BbinonHeHve paboTr no ogHOM  wunn
HecKomnbkvuM  npodeccusiMm pabounx, AOIMKHOCTAM
cryxatimx.

VI. TPEBOBAHWA K CTPYKTYPE NMPOIrPAMMBI
NoaroToBKU
CNEUMANTIMCTOB CPEOHEIO 3BEHA

6.1. Mnccs npegycmaTpmBaeT n3y4eHune
crnepyowmx y4ebHbIX LMKIOB:

obLiero ryMaHUTapHOro n
coLuanbHO-9KOHOMUYECKOTO;

MaTeMaTU4eckoro 1 obLLEero eCTeCTBEHHOHay4YHOro;
npodpeccroHansHoro;

1 pasaernos:
y4yebHas NpakTuka;

NPOM3BOACTBEHHAs  MpakTuka (N0 Npodunio
cneumanbHoOCTK);

NpPOU3BOACTBEHHAs MPaKTuKa (MpeaavnioMHas);

NPOMEXYTOYHas aTTecTaums;

rocyfapcTBeHHasi UToroBasi aTrectaums.

6.2. Ob6szatenbHas 4Yactb [MMNCC3 no y4ebHbIM
uMKknaMm [JoSbkHa cocTaBnsTb okono 70 npoueHToB OT
o6Liero o6bema BpeMeHn, OTBEAEHHOINO0 Ha WX OCBOEHME.

BapuatuBHass u4actb (okono 30 npoueHToB) Aaet
BO3MOXHOCTb  paclumpenuss 1 (unn)  yrnyonenus



noAroToBKKW, ONpeaensieMot coaepxaHnem obsizaTenbHomn
yacTu, NonyvYeHns OOMNOSHUTENbHbIX KOMMNETEHUNA, YMEHUN
" 3HaHWMN, HeobXxoanmbIX ona obecneveHus
KOHKYPEHTOCNOCOOHOCTU BbINMYCKHUKA B COOTBETCTBUMM C
3anpocamy perMoHanbHOro pbiHka Tpyaa U BO3MOXHOCTAMM

NpPoOOoIXeHUs obpasoBaHus. OucumnnunHbl,
MEXAMCLUUNIMHApHbIE  Kypcbl U npodeccuoHanbHble
mMoaynu BapuaTUBHOM yacTtu onpegensitoTcs

obpasoBaTernbHOWN opraHnsaunen.

O6wwun ryMaHUTapHbIA 7]
couManbHO-3KOHOMUYECKUIA, MaTemMaTUyeckui u  obLiun
€CTECTBEHHOHAYYHbIN  y4yebHble  UMKNbl  COCTOAT U3
OUCUMMINH.

MpodbeccuoHanbHbIn  y4ebHbIA LMK COCTOUT U3
o6LwenpodeccrMoHarnbHbIX AVCLMNIVH "
npodeccrMoHanbHbIX MoAynen B COOTBETCTBMU C BuMAaMMU
peatenbHocTn. B cocTtaB npodeccrMoHanbHoro Mopayns
BXOAMWT OAMH WUIMN HECKOMNbKO MEXAUCUMMITMHAPHBLIX KypCOB.
Mpn ocBoeHun obyyvarowmmuca  npodyeccnoHanbHbIX
mMozynen npoBoaatcsa yyebHasa u (unu) npom3BoACcTBEHHAs
npakTuka (no npodunio cneunanbHOCTH).

6.3. O6s13aTenbHas YacTb OOLLEro rymaHUTapHoro u
coumarnbHO-aKoHOMMYeckoro  yyebHoro wuwmkna TMMCC3
6a30BON NOArOTOBKN AOMKHA nNpedycmaTpuBaTb U3y4YeHue

cnepywowmx  obasaTtenbHbIX  AUCLMMIIWH: "OcHoBbl
cunocogun”, "UcTopus", "NIHOCTpaHHbIN A3bIK",
"®usnyeckad KynbTypa"; yrnybneHHOM MNOAroToBKM -
"OCHOBBI dunococpun", "WcTtopusa", "MNcuxonorus

obweHnsa", "MIHoCcTpaHHbIN A3bIK", "dnsnyeckas KynbTypa".

O6s3aTenbHas YacTb npodeccuoHansHoro y4ebHoro
umkna MNrCC3 kak 6a30BoW, Tak 1 yriyoneHHOM NoaroToOBKM
OOMKHa  npegycmatpuBatb — U3ydeHUE  OUCLMNIUHBI
"Be3onacHoCTb Xu3HegeaTenbHocTn". ObbemM YyacoB Ha
OUCUMNnHY "Be3onacHocTb X1U3HeaeaTenbHocTn"



cocTaBnsieT 68 YacoB, U3 HUX HA OCBOEHME OCHOB BOEHHOM
cnyx06bl - 48 Yacos.

6.4. OGpa3soBaTernbHoW opraHusauuen npu
onpegeneHmn cTpyktypbl MMNCC3 un Tpygoemkoctn ee
OCBOEHUSI MOXET NPUMEHSITBCA CUCTEMAa 3a4ETHbIX eAVHWL,
npyv 9TOM OfHa 3ayeTHas eauHuua cooTBeTcTBYeT 36
aKafeMn4yeckum yacam.



CTpyKTypa nporpamMmmbl NOArOTOBKM CMELMAnMCTOB CPeaHero 3BeHa
6a30BOI NOAFOTOBKU

Tabnuua 3

WHpekec | HammeHoBaHume yuebHbix | Bcero B Tom MHpekc n Koapl
LMKOB, pa3genos, Makcuma | uucne | HaumeHoBaHue | hopmMupy
mMoaynen, TpeboBaHnst K | NbHOW yacoB OUCLUNIIVH, eMbIX
3HAHWAM, YMEHUSIM, y4ebHol | obasaTte | Mexgucuuninm | KoMneTeH
NMPaKTU4YECKOMY OMbITY | HAarpy3ku | JNbHbIX | HAPHbLIX KYpCOB umn
obyyvato | yuebHbIx (MOK)
werocs | 3aHATUR
(vac./He
A.)
Obs3aTenbHas YacTb 2376 1584
y4yebHbix uuknos MNMMNCC3
Orca.0 | O6wmr rymaHMTapHbI 1 522 348
0 coLnanbHO-3KOHOMUYECK

N y4ebHbIN LNKI




B pesynbTarte nsyyeHus
obs3aTenbHOM YacTu
y4ebHoro yukna
obyyarLMNCsa OOIMKEH:
yMeThb:
OpPVEHTMPOBATLCS B
Hanbonee oOLLMX
dMnocogckmx
npobnemax ObITUS,
NO3HaHUS, LIeHHOCTEN,
cBoboabl 1 cmbicna
JKM3HU KaK OCHOBaX
dopmupoBaHus
KynbTypbl rpaxgaHuHa u
OyayLiero cneumnanucTa;
3HaTb:

OCHOBHbIE KaTeropmm u
NOHATUSA hrnocogun;
ponb dunocodpun B
JKWU3HM YernoBeka U
obuecTBa;

48

Oorca.o1.
OcHoBblI
domnococun

OK1-9




OCHOBbI hnnocodckoro
y4yeHus o BblTuu;
CYyLLHOCTb npoLecca
No3HaHus;

OCHOBBbI Hay4HoON,
dunocogckon n
PENUrMo3HON KapTuH
MUpa;

06 ycnoBusix
hopmMrpoBaHus
nn4yHocTK, ceoboae u
OTBETCTBEHHOCTM 3a
COXPaHEHME XNU3HMU,
KynbTypbl, OKpyXatoLLen
cpenpl;

0 coumanbHbIX U
aTUYeckmx npobnemax,
CBSI3aHHbIX C pa3BUTUEM
N NCMONb30BaHMEM
OOCTVKEHWUI HaYKW,
TEXHUKM U TEXHOJIOMNIA.




yMeThb:
OpUEeHTUpOoBaTbCA B
COBpPEMEHHON
3KOHOMUWYECKON,
NONNTUYECKON U
KyNbTYpHOW cUTyauum B
Poccum n mupe;
BbISIBMSATb B3aUMOCBS3b
OTEYECTBEHHbIX,
pervoHarnbHbIX, MUPOBbIX
coumnanbHO-3KOHOMUNYECK
MX, NONMUTUYECKUX U
KyNbTYypHbIX Npobnem;
3HaThb:

OCHOBHbI€ HanpaBfeHus
pasBUTUS KIMOYEBbIX
pernoHoB Mupa Ha
pybexe BekoB (XX n XXI
BB.);

CYLLLHOCTb U MPUYMHBI
nokKanbHbIX,

48

Oorca.oz.
HUcTopus

OK1-9




pernoHarbHbIX,
MEXroCcy4apCTBEHHbIX
KOH(IMKTOB B KOHLEe XX -
Havyane XXI BB.;
OCHOBHbI€ NPoLECChI
(MHTErpauunoHHbIe,
NOMMKYIbTYPHbIE,
MUIPaLMOHHBIE U VHBIE)
NONMUTUYECKOTO U
3KOHOMUYECKOTO
pasBUTKSA BegyLLNX
rocyaapcTB U permoHoB
MU1pa;

Ha3HaueHne
OpraHnusauum
Ob6beauHeHHbIX Haumn
(OOH), OpraHusauum
CeBepoaTnaHTU4eckoro
porosopa (HATO),
EBponenckoro Cotosa
(EC) n gpyrux




opraHu3auuii 1 OCHOBHbIE
HanpaBieHus nx
[EeATENbHOCTY;

O POSN HayKu, KynbTypbl
N PENUINN B COXpaHEHUU
W yKkpenneHum
HaLMOHanNbHbLIX U
rocygapCTBEHHbIX
Tpaguumm;

coaepxaHue u
HasHa4YeHne BaKHenLInx
nNpaBoOBbIX U
3aKoHoaaTenbHbIX aKTOB
MMWPOBOIO 1
pernoHanbHoro
3HaYeHUs;

yMeTb:

obwatbes (YCTHO 1
NMNCbMEHHO) Ha
WMHOCTPaHHOM S3blKe Ha

126

Orca.os.
MHOCTpaHHbIN
A3bIK

OK1-9




npodeccuoHarnbHbIE U
NMoBCEOHEBHbIE TEMBI;
nepeeoauTb (CO
CcnoBapeM) MHOCTpaHHbIE
TEKCThI
npodeccuoHanbHomn
HanpaBMNeHHOCTY;
CaMOCTOSATENbHO
COBEpLUEHCTBOBaTb
YCTHYH U MUCbMEHHYIO
peyb, NOMONHATb
CnoBapHbIi 3anac;
3HaTb:

nekcuyeckuin (1200 -
1400 nexkcu4eckux
eavHuL) n
rpaMmmaTmyeckun
MUHUMYM, HEOGXO4NMBbIV
ONS YTeHus n nepesoga
(co cnosapem)
WHOCTPaHHbIX TEKCTOB




npodeccuoHanbHomn

HanpaBrneHHOCTY;

YMETb: 252 126 Oorca.o4. OK2,3
Mcnonb3oBaTb dusmnyeckas
hU3KYIbTYPHO-0340P0OBU KynbTypa

TENbHYO OEATENbHOCTb
OIS yKpenseHus
3[0POBbS, JOCTUXKEHMS
YKU3HEHHbIX U
npodeccnoHarnbHbIX
Luenew;

3HaTb:

O ponun n3n4eckomn
KynbTypbl B
O6LLEeKYNbTYPHOM,
npodeccnoHanbHOM n
coumanbHOM pa3BUTUM
YenoBekKa;

OCHOBbI 310POBOrO
obpasa XKusHu.




EH.00

MaTtematnyecknii n
obLwun
€CTEeCTBEHHOHaY4HbIN
y4ebHbIN LMK

198

132

B pesynbTarte nsyyeHus
obs3aTenbHOM YacTu
y4ebHoro yukna
obyyvarLMNCa OOIMKEH:
yMeThb:

peluaTb 3a4a4u Ha
OTbICKaHMe NPON3BOAHON
CNOXHOW dhyHKUUM,
NPON3BOAHbIX BTOPOIo U
BbICLUMX MOPSAKOB;
NPUMEHSITb OCHOBHbIE
MeToAbl NUHTErPUPOBaHMS
npw peLleHnn 3agav;
NPUMEHATbL MeToAbI
MaTemMaTU4YeCKoro
aHanmsa npu peLueHnm

EH.01.
MaTemaTtuka

OK 1 -6,
9




3agay npukKnagHoro
XapakTtepa, B TOM yucne
npodeccuoHanbHomn
HanpaBIEHHOCTHU;
3HaTb:

OCHOBHbIE MOHATUS U
MeToabl
MaTeMaTU4eCcKoro
aHanmaa;

OCHOBHbI€ YNCIIEHHbIE
MeToabl pelieHnA
npuKnagHblX 3agav;

yMeThb:

paboTaTtb C
COBPEMEHHbIMMU
onepaunoHHbIMMK
cucTeMamu, TEKCTOBbIMU
pefaktopamu,
TabnNYHBIMU
npoveccopamu,

EH.02.
WNHdpopmaTuka

OK4,5,9




cMcTeMamm ynpaeneHus
6a3aMu gaHHbIX,
nporpamMmmamu
NOAroTOBKM
npeseHTauumn,
WHOPMALIMOHHO-MONCKO
BbIMW cUCTEMaMN U
nonb3oBaThbCs
BO3MOXHOCTSIMM
NMHOPMALIMOHHO-TENEKO
MMYHMKaLMOHHOMN ceTn
"MHTepHeT" (nanee - ceTb
NHTepHeT);
npodeccuoHanbsHo
OCYLLIECTBNSATbL Habop
TEKCTOB Ha
nepcoHanbHoOM
KOMMbIOTEpPE;

3HaTb:

TEXHUYECKNe cpeacTaa u
nporpamMmmHoe




obecneyeHune
nepcoHarnbHbIX
KOMMbIOTEPOB;
TeopeTn4eckme OCHOBbI
COBPEMEHHbIX
NMHOPMaLIMOHHbIX
TexHororui obtuero n
cneyumnanM3nMpoBaHHOro
Ha3Ha4YeHus;

PYCCKYI0 U NaTUHCKYHO
Knaeunartypy
nepcoHanbHoro
KOMMbIOTEPA;

npasuna oopMreHUs
[OKYMEHTOB Ha

nepcoHansHOM

KOMMbIOTEPE;

yMeThb: EH.03. OK 3, 6,
OpPVEHTMPOBATbLCS B Okonornyeckn |7, 9
Hanbonee oOLLMX € OCHOBbI




npoGnemMax 3Konorum un
NpMpoaONONb30BaHMS;
3HaTb:

0COOEHHOCTH
B3aMMOaeNCcTBUSA
obuwecTBa 1 npupoabl;
NPUPOAOPECYPCHBIN
noTteHuman Poccun
MPUHUMUNBLI U MeToAbI
pauMoHanbLHoro
NpMpoaoNoNb30BaHMS;
npaBoBble U coumarnbHble
BOMPOCb
NpMpOoaOoNONb30BaHMS.

npupoaonosb3
oBaHus

.00

MpodeccroHaneHbIN
Yy4eOHBIN LMK

1656

1104

0orn.oo

O6wenpodeccroHanbHbl
e gncuunniuHbl

918

612




B pesynbTarte nsyyeHus
obs3aTensHoOM YacTu
npodeccnoHasnbHOro
y4ebHoro yukna
obyyarLnNNCa OOIMKEH:
yMeThb:
OpMEeHTUpOBATbLCH B
BOMpOCax 3KOHOMUYECKOM
TEopuM B COBPEMEHHbIX
YyCInoBUSX;

3HaTb:

3aKOHOMEPHOCTU
PYHKLMOHNPOBaHUS
PbIHOYHBIX MEXAHM3MOB
Ha MUKpPO- U
MaKpOYpPOBHAX N MeToAbl
rocygapCTBeHHOro
perynupoBaHus;

obLme nonoxeHust
3KOHOMMYECKOW TEOPUU;

on.o1.
JKoHoMMYecka
a1 Teopust

OK1-7
MnK1.1-
1.3




yMeThb:
paccunTbiBaTb Mo
NPUHATON METOA0S10rMmn
OCHOBHbIE
TEXHUKO-BKOHOMMNYEeCKne
nokasartenu
[eaTenbHOCTH
opraHusaumu;

3HaThb:

OCHOBHblI€ MUKPO- U
MaKpO3KOHOMUYECKME
KaTeropuu n nokasaTenu,
MeToAbl UX pacyeTa;

on.o2.
OKOHOMMKA
opraHusaumm

OK1-7
MnK1.1-
1.3

YMETb:
ynpaenaTb KOHPNUKTaMu
M cTpeccamu B npouecce
npodeccuoHanbHomn
OesTenbHoCTy;

3HaTb:

XapaKTepHbIe YepThbl

Or.os.
MeHegxmeHT

OK1-9
MnK1.1,

12,14 -
1.8, 2.4,
2.5




COBPEMEHHOTO
MEHEPKMEHTA; LINKI
MEHEIKMEHTA;
npoLecc NPUHATAS 1
peanusauum
yrnpaBrneH4Yecknx
peLleHun,
WMHopMaLnoHHoe
obecneyeHne
MEHEeIKMEHTA;

yMeTb:
NPUMEHATb KaapOBYIO
NONUTUKY Ha
rocygapCTBeHHOM U
MyHUUMNansLHON cryxbe;
3HaTb!

cuctemy
rocyapCTBEHHbIX
ydpexneHun n opraHos
MECTHOro

orn.o4.
"ocynapcTtBeH
Hasa U
MyHMUMNanbHa
s cnyx0ba

OK1-8
MnK1.1-
1.8




caMoynpaBneHus;
obLme NpuMHUUNBI 1
TpeboBaHus K
NPOXOXOEHWNIO
rocyaapCTBEHHOW U
MYHULMMNANbHON CyXObl;
OpraH13aLMOoHHO-NPaBOB
ble popMbl
rocygapCTBEHHOro
annapara ynpaeneHus;

yMeThb:
paboTtaTtb C
npodeccnoHarnbHbIMU
TEKCTaMM Ha
WHOCTPaHHOM $I3bIKE;
COCTaBnsATb U
odopMnATbL
OpraHn3aLMOoHHO-pacnop
AOUTENbHYIO
OOKyMEeHTauuto Ha

Or1.05.
MHOCTpaHHbIN
A3bIK
(npodheccmoHa
NbHbIRA)

OK1-7
MnK1.1-
1.3




MHOCTPaHHOM $I3bIKE;
BECTMW NEpPEeroBopbl Ha
WNHOCTPaHHOM $13bIKE;
3HaTb:

NpaKkTU4eCcKyo
rpammaTmky,
HeobxoavMyto Ans
NpodeCCMOHanbLHOro
obLleHns Ha
MHOCTPAHHOM A3blKe;
ocobeHHOCTU NepeBoaa
CnyxebHbIX JOKYyMEHTOB
C WHOCTPaHHOTO 513bIKa;

yMeThb:

NPUMEHATb B
npodeccuoHanbHomn
[eAaTenbHOCTN NpUeMs
[EenoBoro o6LLEeHUS;
3HaTb:

OCHOBHbI€ NpaBuIa

Or.oe.
MpodeccunoHa
nNbHasi aTUKa un
ncuxonorust
0enoBoro
obLeHnsa

OK1-8
MNnK1.2 -
1.6,1.8




npodeccuoHanbHomn
3TUKM 1 NPUEMBI
JenoBoro obuweHns B
KONneKTmBe;
ocobeHHoCTU
npodeccuoHanbHomn
3TUKM U NCUXOSIOrMmn
[enoBoro odweHus
Cny>aLimnx
rocy4apCTBeHHbIX U NHbIX
OpraHn3auMoHHO-NPaBoB
bIX hOPM yupexaeHui n

opraHusaumim;

yMeTb: orn.or. OK1-9
cosgaBaTb YnpaBneHue NnK1.7,

OnaronpusTHbIN nepcoHanom 2.6,2.7

NCUXOMNOrMYECKUI KmMaT
B KOJIIEKTUBE;

3 EKTUBHO yNpaBnATb
TPYAOBbLIMU pecypcamu;




3HaTb:

cofepxaHve KagpoBoro,
MHGOPMAaLNOHHOTO,
TEXHUYECKOro U
npaBoBoro obecneyeHns
CUCTEMbI yNpaBneHus
nepcoHarnom;
OpraHM3aLnOHHYI0
CTPYKTYpPY CIy0bl
yrnpaeneHus
nepcoHanow;

obLwue NpuHUMNbI
yrnpaBneHus
nepcoHarnowm;

MPVHUUMBI OpraHn3auumn
KagpoBou paboTbl;
ncuxonormyeckne
acnekTbl yrpaBreHus,
cnocobbl paspeLleHus
KOHOMUKTHBIX CUTyaLun B
KOMMEKTUBE;




yMeThb:
3awmwatb CBOV nNpasa B
COOTBETCTBMM C
TPyAoOBbIM
3aKoHOOAaTENbLCTBOM;
ncnonb3oBaTh NPaBOBYIO
MHdOpMaLNIo B
npodeccuoHanbHomn
OesTenbHOCTY;

3HaTb:

npasa 1 0693aHHOCTK
cnyxaLiux;
3aKoHoJaTenbHble akThl 1
HOpMaTuBHbIE
OOKYMEHTHI,
perynupyowue
NpaBOOTHOLLEHMWS
PU3NYECKMX 1
IOPUANYECKMX NNL;
OCHOBHblE
3akoHofaTernbHbIe aKTbl O

Or1.08.
[NpaBoBoe
obecneyeHve
npoceccuoHa
nbHOM
OesATenbHOCTH




npaBoBOM obecneyeHnn

npodeccuoHanbHomn

OesTenbHoCTH

CNy>aLlux;

yMeThb: 68 Or.09. OK1-9
OopraHusoBbIBaTb U BesonacHoctb MK 1.1 -
NpPoBOAUTbL MEPONPUATUS XunsHegesatens | 1.10,

no 3awuTe paboTaromx HOCTU 21-2.7

N HaceneHus ot
HeraTUBHbIX BO3OENCTBUI
yYpes3BblYalrHbIX CUTYaLWI;
npeanpuHMmaThb
npodunakTuyeckmue Mepbl
07151 CHUXKEHNS YPOBHS
OMNacHOCTEN pasrfM4yHoOro
BMOA M UX NOCneacTBui B
npodeccunoHanbHomn
[esATenbHOCTU U ObITY;
ncnonb3oBaTh CpeacTBa
WHAMBUAYaNbHOW U




KONNEKTUBHOWM 3aLUUThbl OT
OPY>XUSA MacCcoBOro
nopaxeHus;
NPUMEHSITb NEPBUYHbIE
cpeacTtea
noXxapoTyLUeHus:;
OpUEeHTUpoBaTbCH B
nepeYyHe BOEHHO-Y4YETHbIX
cneuuanbHOCTeN n
CaMOCTOATENbHO
onpenenaTb cpean HUX
POACTBEHHbIE
nonyyYeHHoun
cneunanbHOCTU;
NPUMEHATb
npoceccunoHanbHble
3HaHUS B Xoae
MCNONMHEHUsI
0bs13aHHOCTEN BOEHHOM
cnyx6bl HA BOMHCKNX
[OMKHOCTSIX B




COOTBETCTBUN C
nonyyYeHHoun
cneunanbHOCTbHO;
BrnageTb cnocobamum
B6eCKOHMNUKTHOrO
obLeHns n
camoperynsiumm B
noBcegHEBHOMN
0esaTenbHOCTU U
3KCTpeMasbHbIX
YCNOBUSAX BOEHHON
cnyxobl;

oKasblBaTb NepByio
NMOMOLLIb NOCTpagaBLUNM;
3HaThb:

NpUHUMNBLI obecneveHns
YCTONYMBOCTU OOBEKTOB
3KOHOMMUKM,
NPOrHo3npoBaHus
pa3BuUTUS COOLITUI U
OLIEeHKM nocneacTBuin Npu




TEXHOIEeHHbIX
ype3BblYalHbIX
CUTYyaUUsIX N CTUXUNHBIX
ABMNEHNSX, B TOM Yncre B
YCINoBMSIX
NpPoTMBOAENCTBUS
TEppOpU3My Kak
CEepbEe3HOW yrpose
HaUMOHanbHON
6e3onacHocTn Poccuu;
OCHOBHbI€ BUAbI
noTeHuuanbHbIX
OonacHOCTEN U UX
nocneacTeus B
npodeccuoHanbHomn
0eATenbHOCTU U ObITyY,
NPUHLUMMNbLI CHUXKEHUS
BEPOSITHOCTU UX
peanusauuu;

OCHOBbI BOEHHOW CITyXObl
1 060pOHbI rOCYAapCTBa;




3324341 U OCHOBHbIE
MeponpuaTus
rpaXgaHcKom 000pOHBI;
€cnocoObl 3aWKThI
HacerneHusl OT OpyXus
MacCOBOr0 NOpaXeHus;
Mepbl NoXapHom
6esonacHocTv 1 npasuna
©e3onacHoro nosegeHus
npu noxapax;
opraH13aumio 1 nopsiaok
npu3biBa rpaxxgaH Ha
BOEHHYIO CINy0y 1
NOCTYMIEHNS Ha Hee B
[06pPOBOBLHOM MOPSIAKE;
OCHOBHblE BUAbI
BOOPY>XEHWs, BOEHHOM
TEXHUKM U CreumanbHOro
CHapsXeHUs, cocTosiLme
Ha BOOpPYXeHUU
(ocHaLLEeHUN) BOMHCKNX




noapasgeneHui, B
KOTOpPbIX UMETCS
BOEHHO-Yy4Y€eTHbIE
cneunanbHOCTH,
pOACTBEHHbIE
cneumanbsHocTam CIl10;
0obnacTb NpUMeHeHNs!
nony4yaembix
npodeccnoHasnbHbIX
3HaHUN NpU UCMONHEHUN
00s3aHHOCTEN BOEHHON
cnyxobl;

NnopsiAoK 1 npaeuna
oKa3aHus NepBon

MOMOLLIM MOCTPaaaBLLMM.

MM.00 |MpodeccunoHaneHble 738 492
mMoaynu

MM.01 | OpraHusaums MIOK.01.01. OK1-9
[OKYMEeHTauUnoOHHOro OokymenTauwmo (MK 1.1 -




obecneyeHus
yrnpaBneHns

G YHKUNOHNPOBAHNA
opraHusaumm

B pesynbTarte nsyyeHus
npoceccuoHansHoro
mMoayns oby4arowmics
OOIKEH:

UMETb NpaKkTU4eCKNn
onbIT:

opraHusaumm
OOKYMEHTaLMOHHOro
obecneyeHus
yrnpaBneHns
dYHKUNOHNPOBAHNA
opraHu3auuu;

yMeThb:

NPUMEHSTb HOPMaTUBHbIE
NnpaBoOBble aKTbl B
yrnpaBrneH4Yeckon
OesiTenbHOCTY;

HHoe
obecneyeHune
yrnpaBneHust

MOK.01.02.
[NpaBoBoe
perynnpoBaHm
e
ynpasrneH4eck
on
OesaATenbHOCTH

MIK.01.03.
OpraHunsauus
cekpeTapcKoro
obcnyXmBaHus




noaroTtaenMBaTb NPOEKTbI
yrnpaBrneH4Yecknx
pelleHun;
obpabaTbiBaTh BXOAsLIMNE
N ucxoasuime
OOKYMEHTHI,
cucTemMaTU3NpoBaThb MX,
COCTaBnSATb
HOMEHKNaTypy Oen u
hopmMmmpoBaTb
OOKYMEHTbI B Aena;
roToBUTb U NPOBOANTL
coBellaHunsl, OenoBble
BCTPEYM, NPUEMBI U
npeseHTauuu;

3HaThb:

HOpPMaTuBHbIE NPaBOBLIE
akTbl B obnacTtu
opraHusaumm
yrnpaBrneH4Yeckon
0eATenbHOCTY;




OCHOBHble npasuna
XPaHeHWs 1 3aLmnThl
cnyxxebHon
NHopmaunn.

MM.02

OpraHusauusi apxuBHOM 1
CnpaBoOYHO-MHOPMaLMO
HHOW paboTbl MO
OOKyMeHTam
opraHusaumm

B pesynbTaTte nsyyeHus
NpodeCcCUOHanbHOro
Moayns oby4aroLmincs
OOIKEH:

UMETb MPaKTU4eCKUn
OnbIT:

opraHu3aumm apxmBHOM U
cnpaBoYHO-MHOPMaLMO
HHOW paboTbl Mo
OOKyMeHTam
opraHu3aumu;

MOK.02.01.
OpraHusauus
"
HOPMaTUBHO-N
paBoBble
OCHOBBbI
apXUBHOTO
aena

MK.02.02.
"ocynapcTteeH
Hble,
MYHMUMMAnNbH
ble apXvBbl U
apxuBbl
opraHmsauum

OK1-9
MNnK2.1-
2.7




yMeTb:
OpraHv30BbIBaTb
AeATenbHOCTb apxuea C
y4eToM cTaTyca u
npocuns opraHn3aumu;
paboTaTtb B cucTemMax
3MNEeKTPOHHOro
AOKyMeHTo060opoTa;
ncrnonb3osaTh B
OEeATENbHOCTM apx1Ba
COBpPEMEHHbIE
KOMMbIOTEPHbIE
TEeXHOomormu;

NPUMEHATb COBPEMEHHbIE

METOAMKN KOHCepBaLn 1
pecTaBpaunmn apxmBHbIX
[OKYMEHTOB,

3HaThb:

CUCTEMY apXUBHOIO
ynpaBneHus B
Poccwuiickon depgepaumm

MOK.02.03.
MeToguka m
npakTuka
apXxvMBOBEAEHMN
A

MOK.02.04.
ObecneyeHne
COXPaHHOCTK
JOKYMEHTOB




N OpraHmn3auuio
ApxmBHoro coHaa
Poccuiickon depepauuu;
CUCTEeMY XpaHeHus n
06paboTKM AOKYMEHTOB.

MM.03

BbinonHeHne paboT no
OJHOW UIMN HECKONbKUM
npoceccuam pabouux,
OOJDKHOCTAM ChnyXallnx

BapuaTtneHas yactb
y4ebHbIx Lmknos MMNCC3
(onpepensieTcs
obpasoBaTtenbHom
opraHusaumen
CaMOCTOSITENbHO)

1026

684

Bcero 4yacoB 00y4yeHus
no y4ebHbIM LKnam
MNCcc3

3402

2268




YIM.00 |Y4ebHas npakTuka OK1-9
MnK1.1 -
6 Hepn. 216 1.10,
21-27
Mr.oo |lMNpounssogcTeeHHast
npakTrka (no npodusnio
crneumanbHOCTH)
4 Hep.
nan.oo | NMpounssogcrteeHHas
npakTuka
(npepavnnomMHas)
MA.00 |lMpomexyToyHas 3 Hepn.
atrecrtauus
MMA.00 |lMNocypapctBeHHas 6 Heq.
nUTOoroeas atrecraums
MNMA.01 |lMoaroToBka BbIMYCKHOM 4 Hep.

KBanudukaunoHHON




paboTbl

MNMA.02 | BawuTa BbINyCKHOWM 2 Hef.
KBanugmnKaLmMoHHON
paboTbl

Tabnuua 4

Cpok nonyyeHuss CMNO no MMCC3 6a3oBon NOAroToBKM B OYHOW ¢hopme 0By4veHus
cocTaenseT 95 Hedenb, B TOM YKCre:

O6yyeHune No y4yebHbIM LpKam 63 Hef.

YyebHasa npakTuka

6 Hefn.
MpownsBoacTBEHHAs NpakTuka (Mo Npodunio cneumnanbHOCTK)

lMpoussoacTBeHHas npakTuka (NpeaauniomMHas) 4 Hep,.

lMpomexyTovHasa aTTecTaumns 3 Hepq.




FOCYD,apCTBeH HaA UToroead atrecrauuna

6 Heq.

KaHukynbl 13 Hep.
WNToro 95 Hep.
Tabnuua 5
CprKTypa nporpamMmmbl NOAroToBKM cneunanncTtoBs CpeaHero 3seHa
yrny6neHHON NoAroToBKM
WHpekc | HammeHoBaHume yuebHbix | Bcero B Tom NHpaekc n Koabl
LMKIOB, pa3gernos, Makcuma | 4ucne | HaumeHoBaHue | opmMupy
mMogynewn, TpeboBaHns K | NbHOWM yacos OVCUUNIIVH, eMbIX
3HaAHUAM, YMEHUSAM, y4ebHoM | 06s3aTe | MeXQUCUUNAN | KOMMNETEH
NpakTU4EeCKOMY OMbITY | Harpysku | nbHbIX | HAPHBLIX KYpCOB Lmn
obyyvato | y4ebHbIx (MAK)
erocst | 3aHATUN
(vac./He
A.)




ObsasarTenbHas 4YacTb
y4yebHbIx Luknos MNMNCC3

3672

2448

orca.o

OBWwnin rymaHuTapHbIn U
couMarnbHO-3KOHOMUYECK
U y4eOHbIN LMK

804

536

B pesynbTarte nayyeHusi
obsazaTensHOM YacTu
y4ebHoro uukna
0byYatoLLMIACA OOMKEH:
YMETb:!
OPVEHTMPOBATLCS B
Hanbonee obLWKMX
dunocodckmnx
npobnemax ObITUS,
MO3HaHWs!, LLEHHOCTEWN,
cBoboabl U cMbicna
XKM3HMW KaK OCHOBax
hopmMmpoBaHUs
KynbTYpbl rpaxgaHuHa

48

Oorca.o1.
OcHoBbI
dunococun

OK1-9




Oyayuiero cneunanncra;
3HaTh:

OCHOBHbIE KaTeropmm un
noHATMA punocoduu;
ponb cunococum B
XN3HU YenoBeka u
obLecTBa;

OCHOBbI (hnnocodckoro
y4eHus o bbiTuu;
CYyLLHOCTb npovuecca
Nno3HaHus;

OCHOBBbI Hay4HON,
dmnocodckomn 1
pPEnMrMo3Hon KapTuH
MUpa;

06 ycnosusix
hopmMrpoBaHUs
nn4HoCTK, cBoboAE U
OTBETCTBEHHOCTM 3a
COXPaHEHME XN3HM,
KynbTYypbl, OKpy>KatoLen




cpeabl;

0 couuanbHbIX U
3TUYECKMX Npobriemax,
CBSI3aHHbIX C pa3BUTUEM
N UCMNONb30BaHNEM
OOCTUKEHWUI HayKMK,
TEXHUKN N TEXHOTOTNIA;

yMeThb:
OpPUEHTUPOBATLCA B
COBPEMEHHON
3KOHOMUYECKON,
NMONMUTUYECKON U
KyNbTYPHOW CUTyauun B
Poccun 1 mnpe;
BbISIBMSATb B3AaUMOCBSA3b
OTEYECTBEHHbIX,
pernoHanbHbIX, MUPOBbIX
coLmanbHO-9KOHOMUYECK
MX, NOANTUYECKNX U
KynbTYypHbIX npobnem;

48

orca.o2.
WNcTopus

OK1-9




3HaTb:

OCHOBHbIE HanpaerneHus
pasBUTUS KITOYEBbIX
pPEernoHoB Mmpa Ha
pybexe BekoB (XX n XXI
BB.);

CYLLLHOCTb U MPUYMHBI
nioKanbeHbIX,
pervoHanbHbIX,
MEXrocy4apCTBEHHbIX
KOHGNMKTOB B KOHLEe XX -
Havane XXI BB.;
OCHOBHbIE NPOLIECCHI
(MHTEerpauuoHHbIe,
NOMMKYIbTYPHbIE,
MUIPALVOHHBIE U UHbIE)
NONUTUYECKOTO U
9KOHOMUYECKOTO
pas3BUTMA BEQYLLUX
rocygapcTB U permoHoB
MUpa;




HasHayeHne OOH,
HATO, EC n gpyrux
opraHuMsaumin 1 OCHOBHbIE
HanpaBneHns nx
[eATenbHOCTY;

O POnV HayKu, KynbTypbl
N PENUINN B COXPaHEHUU
N yKpenneHum
HaLMOHarnbHbIX U
rocygapCTBeHHbIX
Tpaguumi;

coaepkaHue u
HasHaYeHne BaXKHenLnX
NnpaBOBbIX U
3aKoHoAaTenbHbIX aKTOB
MUWPOBOTO U
pervoHarnsHoro
3HaYeHus;

yMeTb:
NMPUMEHATb TEXHUKU 1

48

Oorca.os.
[Ncuxonorus

OK1-9
nK2.7,




npuemMbl 3PEKTUBHOIO
obLeHnsa B
npodeccuoHanbHomn
0enTenbHOCTY;
ncnonb30BaThb NpUeMbI
camoperynsauum
noBedeHMs1 B NpoLecce
MEXIJTMYHOCTHOro
obLeHns;

3HaTb:

B3aMMOCBSA3b 00LEHNSA 1
0eaTenbHOCTY;

uenu, yHKUMK, BUObI U
YPOBHM 00LLEHUS;

ponu n ponesble
OXuaaHus B oOLLIEHUM;
BUObI coLMarnbHbIX
B3aMMOOENCTBUN;
MexXaHU3Mbl
B3aMMOMOHMMaHNS B
obLeHun;

obLeHusa

3.6




TEXHUKM U NpUembl
o6LLeHus, npaBuna
crylaHus, BegeHus
Oecepabl, yoexaeHus;
3TMYecKmne NpUHLMMbI
obLeHns;
NCTOYHUKW, MPUYMHBI,
BUAbI U CNocobbl
paspeLleHns
KOHPNUKTOB;

YMETb:!

obwatbes (YCTHO 1
NMNCbMEHHO) Ha
WHOCTpaHHOM s13blKe Ha
npoceccuoHanbsHble U
NoBCEOHEBHbLIE TEMBI;
nepeBoamuThb (CO
CrnoBapeM) MHOCTPaHHbIE
TEKCTbI
npodeccnoHansHon

196

Orca.o4.
MHOCTpaHHbIN
A3bIK

OK1-9




HanpaBMNeHHOCTY;
CaMOCTOSATENbHO
COBEpLUEHCTBOBaTb
YCTHYH U MUCbMEHHYIO
peyb, NOMOMNHATb
CnoBapHbI 3anac;
noHMMaTb
OManorn4eckyo n
MOHOIOTrMYECKYH0 peyb B
cchepe
npodeccnoHansHon
DeATenbHOCTY;

3HaTb:

nekcudeckun (3000
NEKCUYECKNX eanHuL) 1
rpammMaTnyeckum
MWHUMYM, HEOBXOOUMBINA
Ansi YTeHUs 1 nepesoaa
(co cnoeapem)
WHOCTPaHHbIX TEKCTOB
npodeccuoHanbHomn




HanpaBJ1IEHHOCTH;

yMeThb:

ncnosnb3oBaTb
PU3KYNbTYPHO-CMOPTUBH
Y0 AeATENbHOCTb AN
YKpenneHusl 340poBbS,
OOCTWXXKEHUS XKN3HEHHbIX
1 npodpeccrnoHanbHbIX
uenem;

3HaTb:

O ponun unandeckomn
KynbTypbl B
00LWEeKYNbTYPHOM,
npodeccnoHansHoM 1
coumanbHOM pasBUTUK
YeroBeka;

OCHOBbI 310POBOTO
obpasa XU3Hu.

392

196

Oorca.os.
dusnyeckas
KynbTypa

OK 2, 3,
6,9

EH.00

MaTemaTtunyeckui n

390

260




obLwun
€CTECTBEHHOHAYYHbIV
y4eOHbIN LUUKN

B pesynbTaTte nsyyeHus
obsi3aTenbHOM YacTu
yyebHoro uukna
obyyvarLMNCa OOIMKEH:
yMeThb:

pelaTtb 3agayn Ha
OTbICKaHMe NPON3BOAHON
CNOXHOW dyHKUUMU,
NPON3BOAHbIX BTOPOro U
BbICLLMX NOPSIOKOB;
Mcnonb3oBaThb
pasnuyHble MeToAbI
WHTErpMpoBaHns nNpu
pelleHnn 3agay;
ncnonb3oBaTb METOAbI
MaTemMaTU4YeCKoro
aHanmsa npu peLueHnm

EH.O01.
MaTemaTtuka

OK1-6,
9




3agad NpuKnagHoro
XapakTtepa, B TOM Yucne
npodeccuoHanbHomn
HanpaBNeHHOCTY;
pellaTb CUCTEMbI
YypaBHEeHU ¢
HECKONbKUMMU
nepemMeHHbIMU
MaTpUYHbLIM 1 OPYrMMHA
cnocobamu:
ncnonb3oBaTb
anrebGpaunydeckmne MeToAbl
npu peLleHnn
reomeTpuyeckux 3agau;
3HaTb:

OCHOBHbIE MOHATUS U
MeToAbl
MaTeMaTU4ecKoro
aHanuaa, IMHENHON
anrebpbl n
aHannTu4eckom




reomeTpuu;
OCHOBHbI€ YNCMEHHbIE
MeToAbl peLLeHUs
npuKnagHblX 3agav;
CYLWHOCTb, BUAbI 1
cnocobbl pelleHns 3agay
aHanuTU4eckomn
reomeTpun Ha NITI0CKOCTU
N B MPOCTPAHCTBE;

yMeTh:
paboTtaTtb C
COBPEMEHHbIMU
onepaunoHHbIMK
cucTemMamu, TEKCTOBbIMU
pedakTopamu,
TabnuUyHbIMMK
npoLeccopamu,
cMcTEMaMM yrpaBrieHus
6a3amu gaHHbIX,
nporpammamu

EH.02.
NHdopmaTuka

OK4,5,9




NOAroTOBKM
npeseHTauumn,
MHAOPMALIMOHHO-MOUCKO
BbIMW cUCTEMaMU U
nosnb3oBaThCs
BO3MOXHOCTSIMM
rnobanbHom ceTn
NHTepHET;

3HaTb:

OCHOBHble MeTobl 1
cpeactaa cbopa,
00paboTKn, XpaHeHus,
nepegayvm n HakonneHusi
MHdopMaLnK;
TeXHU4eckne cpeacraa u
nporpammHoe
obecneyeHne
nepcoHarnbHbIX
KOMMbIOTEPOB;
TEopeTN4EeCKNEe OCHOBBI
COBPEMEHHbIX




NHAOPMALIMOHHbIX
TEeXHOoNorui obLero u

cneunanM3npoBaHHOro

HasHaYeHus:;

yMeThb: EH.03. OK 3, 6,
OpPWEHTUPOBATLCH B Okonornyeckn |7, 9
Hanbonee o0OLLMX € OCHOBBbI

npo6nemax 3Konorum un npMpoaonosnb3
NpMpoaONOoNb30BaHMS; OBaHUSA

3HaThb:

0CODOEHHOCTH

B3aMMoencTBus

obuwecTtBa 1 npupoabl;
NPUPOLOPECYPCHbLIN
noteHuuan Poccup;
NPUHLMMBLI U MeToab!
paLnoHarnbHoro
NpUpPOAONONbL30BaHMS;
npaBoBble M coLMarbHble
BONPOCH!




npmnpoaonofib3oBaHnA,

yMeThb:
ncnosnb3oBaTb
TexHonorum cbopa,
pasMeLLEeHNs], XpaHeHUs,
HaKornneHus,
npeobpasoBanHns 1
nepegayvm gaHHbIX B
npodeccuoHansHo
OPUEHTUPOBAHHbIX
MHOPMaLIMOHHbIX
cucTemax;

obecneynBaTb
[OCTOBEPHOCTb
WHdopmaumm B npouecce
aBTOMaTU3MPOBaAHHOM
006paboTKM AaHHbIX;
3HaTb:

Knaccudukauuio
NHOPMALIMOHHbIX

EH.04.
WNHdopmaumoH
Hble CUCTEMBI
B
npodeccuoHa
nbHON
AesTenbHoCTH

OK1-9
MnK3.1-
3.6




cucTem;
BMAObI TEXHONOMMYECKNX
npoueccoB 06paboTku
WHdopmauum B
NHMOPMALIMOHHbIX
cucTemMax, 0cobeHHOCTU
NX NPUMEHEHUS;
MeToAbl U MpUeMbI
obecneveHus
NMHOPMaLMOHHOM
BesonacHocTw.

.00

[NpodeccnoHarnbHbIN
y4eOHbIN LUuKn

2478

1652

0on.oo

ObuwenpodeccrnoHanbHbl
€ AUCUMNMUHBI

1180

786

B pesynbTarte nayyeHusi
obsazaTensHOM YacTu
y4ebHoro uukna

Orn.o1.
OKoOHOMMYecKa
s Teopus

OK1-7
MnK1.1-
1.3




0oby4YaLNIACS OOIDKEH:
yMeTb:
OpUeHTUpoBaTLCH B
BOMpPOCax 3KOHOMNYECKON
TEOPUU B COBPEMEHHbIX
yCrnoBusx;

3HaThb:

3aKOHOMEPHOCTHU

G YHKUNOHNPOBAHNA
PbIHOYHbBIX MEXaHN3MOB
Ha MUKPO- 1
MaKpOypOBHSAX U METOAbI
rocyapCTBEHHOIO
perynupoBaHus;

obLure nonoxeHus
3KOHOMMUYECKOW Teopuu;

yMeThb:
paccuyuTbiBaTb Mo
NPUHATON METOA0S10rMmn
OCHOBHbIE

on.o2.
OKOHOMMKA
opraHusaumm

OK1-7
MnK1.1-
1.3




TEXHUKO-3KOHOMUYECKME
nokasaTenu
AesATeNnbHOCTM
opraHusauuu;

3HaTh!

OCHOBHblE MUKPO- 1
MakKpO3KOHOMUYECKME
KaTeropum 1 nokasatenu,
MeTOobl X pacyeTa;

yMeTb:
yNpaBnsiTb KOHPIIMKTAMM
M cTpeccamu B npouecce
npodeccuoHanbHomn
OeATenbHOCTH,

3HaTb:

XapaKkTepHble YepThl
COBPEMEHHOI0
MEHeKMEHTa;

LUK MEHEOKMEHTA;
npoLecc NPpUHATUA U

Or1.o3.
MeHexmeHT

OK1-9
MnK1.1,
12,14 -

24 25




peann3auunn

ynpaBneH4YecKknx
peLueHun,

NMHOPMaLMOHHOE

obecneveHne

MEeHeKMEHTa;

YMETb: Or.o4. OK1-
NPUMEHATL KaapOBYIO locypapcteeH |I1K 1.1
NONUTUKY Ha Hasa u 1.8
rocyapCTBEHHOW 1 MyHMLMNanbHa
MYHULMMNANbLHON Cryx0e; 51 crnyxba

3HaTh:
cuctemy
rocygapCTBEHHbIX
yupexaeHun n opraHos
MEeCTHOro
camoyrnpaBneHus;
obLme npmMHUMNbI U
TpeboBaHus K
NPOXOXAEHNIO




rocyaapCTBEHHOW U
MYHULMNAnbHOW Cyx0bl;
OpraHv3auUMoHHO-NPaBOB
ble hopMbl
rocyapcTBeHHOro
annapara ynpasreHus;

ymeTb:

paboTtaTtb C
npocdeccnoHanbHbIMU
TEKCTaMM Ha
WHOCTPaHHOM S3bIKe;
COCTaBMSATb U1
odopMnATbL
OpraH13auMOoHHO-pacnop
SAONTENbHYIO
JOKyMeHTauuo Ha
WHOCTPaHHOM S3bIKE;
BECTM NeperoBopsbl Ha
WHOCTPaHHOM $13bIKe;
3HaTb:

Or1.05.
NHocTpaHHbIN
A3bIK
(npodbeccuoHa
NbHbIN)

OK1 -

MnK1.
1.3

—




npaKkTU4ecKyto
rpammaTmky,
Heobxogumyto ans
NpodeccnoHanbLHOro
obuweHns Ha
WHOCTPAHHOM SI3bIKE;
0ocoGeHHOCTU NepeBoaa
CNyebHbIX JOKYMEHTOB
C MHOCTPaHHOIO A3blKa;

yMeTb:
NPUMEHSATb B
npodeccuoHanbHomn
OesiTenbHOCTY NpueMbl
[enoBoro ooLeHns;
3HaTb:

OCHOBHbIE NpaBuna
npodeccuoHanbHomn
3TWKU N NpUeMb
JenoBoro obuweHns B
KONneKTmBe;

Or.06.
lNpodeccnona
nbHasi 9TUKa un
ncuxonorus
0enoBoro
obLweHuna

OK1-8
MnK1.2-
1.6,1.8




0COBGEHHOCTH
npodeccuoHanbHomn
3TVIKU Y NCUXOSOTNN
Jenosoro obueHnsa
cny>atimnx
rocyaapCTBEHHbIX N NHbIX
OpraH13aLMOoHHO-NPaBOB
bIX POPM ydpexaeHui u

opraHusaumim;

yMeTb: or.or. OK 2,4,
npodeccuoHanbHo KomnbtoTtepHa |5, 9
ocyliecTBnaTe Habop s1 06paboTka MK 1.1,
TEKCTOB Ha JOKYMEHTOB 1.3-1.9,
nepcoHanbHOM 2.2, 2.4,
KoMmnbloTepe; 2.5
3HaTb:

PYCCKYIO U NaTUHCKYO

Knaeuatypy

nepcoHanbHoro

KOMMbloTepa;




npaewunia opopMIeHus
[JOKYMEHTOB Ha

nepcoHanbHOM

KOMMbIOTEPE;

yMeThb: Or1.08. OK1-7
3awmiaTb CBOV Npasa B [NpaBoBoe nK1.1,
COOTBETCTBUN C obecneyerHne |1.2,1.4,
TPyAoBbIM npoceccuorHa | 1.5, 1.7,
3aKoHOOaTENbLCTBOM,; NbHOM 1.8
nucnonb3oBaTb NPaBOBYHO NEeATENbHOCTH

MHdOpMaLnIo B
npodeccuoHanbHomn
OesiTenbHOCTY;

3HaTb:

npasa 1 0693aHHOCTK
cnyxaLiux;
3aKoHoJaTenbHble akTbl 1
WHble HOpMAaTUBHbIE
npaBoOBble JOKYMEHTbI,

perynupytoLume




NpaBOOTHOLLEHMS
dm3nYeCKmxX n
IOPUANYECKMX NNL;
OCHOBHblE
3aKoHogaTenbHble akTbl O
npaBoBOM obecnevyeHmm

npodeccunoHanbHomn

OesTenbHoCTH

cnyxawmx;

ymeTb: Or1.09. OK1-9
odopMnATb YnpasneHue NnK2.1 -
OOKYMeHTaumIo no Ka4yeCcTBOM 2.3,
ynpaBfieHUIO Ka4yecTBOM MK 3.1,
NpoayKuuu; 3.2,3.5
3HaTb:

OCHOBHbI€ MOJTI0XEHUA
CUCTEM MEHEe)KMEHTa
Ka4vyecTtBa n Tpe6OBaHVIFI K
HUM;

MeToan4ecKyro n




HOPMaTUBHYIO
AOKYMEeHTaLMIo Mo
yNpaBreHUo Ka4eCTBOM

npoayKuum;

yMeThb:
co3gaBaTb
OnaronpusATHLIN
MCUXOMNOrMYECKUI KnumaT
B KOJIEKTUBE;
adppekTUBHO ynpaBnaTb
TPYLOBbLIMW pecypcamu;
3HaTb:

coaepkaHve KagpoBoro,
WMHOPMaLMOHHOrO,
TEXHUYECKOro U
npaBoBOro obecneyeHns
CUCTEMbI yNpaBneHus
nepcoHarnowm;
OpraHn3aLUnOoHHYHO
CTPYKTYPY CNyx0bl

or.1o.
YnpasneHue
nepcoHanom

OK1-9
MnK1.7,
2.6,2.7,




ynpaBneHus
nepcoHanom;

obLwue NpuHUMnbI
ynpasneHusi
nepcoHanom;

MPUHLMMBI OpraHu3auum
KagpoBow paboThl;
ncuxonormyeckme
acnekTbl ynpasneHus,
cnocobbl paspeLueHus
KOHPNUKTHBIX CUTyauuin B
KONneKTuBe;

YMETb:
Mncnonb3oBaTb METOAbI
Hay4YHOro no3HaHuaA B
nccneanoBaTenbCKon
[eaTenbHOCTY;

3HaThb:

O NOCNeacTBUAX CBOEN
npodeccnoHansHon

or.11.
OcHOBbI
nccneposarten
bCKOM
[EeATEeNbHOCTH

OK1-9
nK2.1,
2.6,3.2,
3.3,35




OEeSATENbHOCTU C TOYKM
3peHnst eQuHCTBa
ounocdepbl n
BurocoumanbHoN Npupoap!
YeroBeka;

OCHOBHblE TEPMUHbI 1
onpeneneHus,
ncnonb3yembie nNpu
dopmmpoBaHnn
[OKYMEHTOB B obnactu
Hay4HO-nccnenoBaTesibCK
oW AesATenbHOCTH;

yMeThb:

NnpoBoANTb Heobxoanmble
pacyeTbl No HaroroBomy,
KpeouTHOMY,
GroopxkeTHOMY
perynmpoBaHuto
39KOHOMUYECKNX
NpoLeccoB;

on.12.
locynapcTteeH
Hoe
perynupoBaHm
€ 3KOHOMMKM

OK1-9
MK 3.5,




3HaTh:
cnocobsbl
rocygapCTBEHHOro
perynupoeaHusi
3KOHOMMKM B
nepexoHbli nepuoa K
PbIHKY;

OVHaMUKyY
couunanbHO-9KOHOMUYECK
NX NpoLeccoB,
NPOMCXOASALLMX B CTpaHe,
MX cTaTUCTUYECKUE
3aKOHOMEPHOCTH;
NPUHUMNBI 1 OPMbI
rocygapCTBEHHOro
perynupoeaHusi
3KOHOMWKM B PbIHOYHbIX
YCINOBMSIX;

yMeTb:
0OBbACHATb pasnnyHble

on.13.
Cucrtema

OK1-9
MK 2.6,




dopmbl
rocyaapCcTBEHHOro
ynpasneHus;
nonb3oBaTbCA
OCHOBHbIMW
HOPMaTUBHO-NMPaBOBbLIMM
AOKyMeHTaMu,
onpeaensowmnumm
cucTemy
rocygapCTBEHHOro
yrnpaBneHus;
nonb3oBaTbCA
MaKpPO3KOHOMUYECKMMMU
nokasarensmu;
BMageTb MeTogamu
paspeLueHnst
KOHPNUKTHBIX CUTYyauni;
3HaTb!

Hay4Hble OCHOBbI
cMcTeMbl
rocyaapcTBeHHOro

rocyaapcTBEHH
oro
ynpaBneHusi

27,36




yrnpaBneHus;
CTPYKTYpYy OpraHoB
rocygapCTBEHHOro
yrnpaBneHus;
coaepxaHuve un
HanpasneHue
rocygapCTBEeHHON
NOMNUTUKY;

ynpasneHue couunanbHON
cchepon n
KOHPNUKTHBIMK
cUTyaumsamu;

YMeTb:

XapakTepusoBaTtb
NCMNOSHUTENbHYIO BNAacCTb
B coBpeMeHHon Poccum u
npobnemsl ee
MoZepHM3aLMUY;
006BACHATL cneunduky
rocygapCTBeHHOro

Or.14.
OpraHnusauus
rocygapCTBeHH
bIX
yupexaeHun
Poccun




yrnpaBneHus Ha
pervoHanbHOM YPOBHE;
3HaTb:
rocynapCTBEHHbIN
annapat Poccun B
cuUcTemMe COBETCKOro
rocygapcrBa;

nepvoabl CTaHOBINEHNS U
3BonoLUN
aAMUHNCTPATUBHO-KOMaH
[HOW cucTembl
yrnpaBneHus;

COBETCKWUI OnbIT
aAMUHUCTPUPOBAHUS;
Kpusnuc doegepaTnBHOm
cuctembl Cotosa
CoBeTcKkux
Counannctnyeckux
Pecnybnuk; nepuog
CTaHOBMNEHUs HOBOW
CUCTEMbI OpraHu3auum




rocygapCTBEHHON BNACTK
B Poccum B 1990 - 1993
.;

OCHOBHbI€ MONOXEHUS
KoHcTutyuumn Poccuiickon
denepaumm 1993 . n
npouecc opMnpoBaHus
HOBbIX OpraHoB
rocygapCTBeHHOM
BnacTy;
npeacTaBuTenbHbIE
opraHbl BfiacTu B Havane
XXI B., CTPYKTYpY
NCMNOMHMTENBHOW BriacTu
B coBpeMeHHon Poccun v
npobnemsl ee
MOAepHU3auuu;
cneunduky
pecdopMUpoBaHus
cynebHon cuctemsl
Poccuiickon depepauuu;




yMeThb:
OpraHn3oBbLIBaTL U
NPOBOAUTb MEPONPUATUS
no 3awuTe paboTaromx
N HaceneHus ot
HeraTuBHbIX BO3OENCTBUM
yYpes3BblvalHbIX CUTYaLUI;
npeanpuHMMaThb
npodunakTuyeckmue Mepbl
05151 CHUXKEHWNS YPOBHS
OMNacHOCTEN pasfM4yHoOro
BMOA M UX NOCneacTBumn B
npodeccuoHanbHomn
[esATenbHOCTU U ObITY;
ncnonb3oBaTb CpeacTea
WHAMBUAYaNbHOW U
KONMNEKTMBHOM 3aLMThbl OT
OpYX1si MaccoBoro
nopaxeHus;

NPUMEHSITb NEPBUYHbIE
cpeacTea

68

Or.15.
Be3onacHocTb
XusHepesaTtenb
HOCTU

OK1-9
MnK1.1-
1.5,
21-24,
217,
3.1-3.6




NoOXXapoTYLUEHWS;
OpMeHTUpOBAaTbLCS B
nepeYyHe BOEHHO-Y4YETHbIX
cneuuanbHOCTen n
CaMOCTOATENBHO
onpenenatb cpeam HUX
POACTBEHHbIE
nonyyYeHHoun
crneunanbHOCTY;
NPUMEHSTb
npoceccuoHanbHble
3HaHUA B Xoae
NCMNOMHEHUsI
0053aHHOCTEN BOEHHOM
CNy>0bl HA BOMHCKUX
OOJDKHOCTAX B
COOTBETCTBUM C
nony4YeHHoN
cneumnanbHOCTbIO;
BNageTb cnocobamum
0eCKOHNUKTHOTO




obLweHna n
camoperynsumm B
noBceaHEBHOMN
0esaTenbHOCTU U
3KCTpeMarnbHbIX
YCrNOBUSAX BOEHHON
cnyxobl;

oKasblBaTb NepByio
MOMOLLIb NOCTPagaBLUNM;
3HaTb:

nNpuHUMnbl obecnevyeHus
YCTOMYMBOCTUN OOBHEKTOB
3KOHOMMUKM,
NPOrHo3npoBaHus
pa3BuTUS COOLITUI 1
OLIEeHKM nocneacTsnin Npu
TEXHOMEeHHbIX
ypesBblyanHbIX
CUTYyauUSAX N CTUXMIHBIX
SAABMEHNSX, B TOM Yucrne B
YCIOBUSAX




NpOTUBOLENCTBMSA
TEppOpM3My Kak
Cepbe3HON yrpose
HauMoHanbHoOn
©6e3onacHocTn Poccuu;
OCHOBHbIE BUbI
noTeHumnanbHbIX
OMacHoOCTEN U UX
nocneacTeusd B
npodeccnoHansHon
0eATenbHOCTU U BbITyY,
NPVHLUMUMBLI CHUXKEHUS
BEPOATHOCTN UX
peanv3aunu;

OCHOBbI BOEHHOW CIYXObl
1 060pOHbI rocy4apcTBa;
3aa4M U OCHOBHbIE
MeponpuaTus
rpaxkgaHcKon 06OpPOHBI;
cnocobbl 3aLmThl
HaceneHus OT OpyXus




MacCOBOr0 NMOpaXKeHus;
Mepbl NOXapHOW
©e3onacHoOCTU 1 NpaBuna
©e3onacHoro noeBegeHus
npu noxapax;
opraHu3aumio 1 nopsiaok
npu3biBa rpaxxgaH Ha
BOEHHYIO CINy0y 1
MOCTYMMEHNS Ha Hee B
[06poBONBLHOM MOPSAAKE;
OCHOBHblIe BUAObI
BOOPY>KEHWS, BOEHHON
TEXHUKM U creumanbHOoro
CHapsXeHUs, cocTosiLme
Ha BOOpYXXeHun
(ocHaLLEeHUN) BOMHCKNX
nogpasgeneHui, B
KOTOPbIX MMEKTCH
BOEHHO-Y4€ETHbIE
crneunanbHOCTW,
POACTBEHHbIE




cneumanbHocTtam CI10;
06nacTb NpUMeHeHNsI
nony4yaembix
npodeccnoHanbHbIX
3HaHW NPU UCNOMNHEHUN
00s13aHHOCTEN BOEHHOM
cnyxobl;

NnopsiAoK 1 nNpaeuna
OKasaHus nepBon

nomMoLn nocTtpagaBLUUM.

MM.00 |lMpodeccrnoHanbHble 1298 866
Moaynm

MM.01 | OpraHusaums MIOK.01.01. OK1-9
[OKYMEHTaLUNOHHOro OokymenTaumo (MK 1.1 -
obecneyeHus HHOEe 1.11
yrnpaBneHus obecneyeHve
PYHKLMOHNPOBaHUS ynpaBneHus
opraHusaumm
B pesynbTarte nsyyeHusi MK[O.01.02.




npoceccuoHanbHoro
mMoayns obyvarommncs
OOIDKEH:

UMETb MPaKTU4eCKUn
OnbIT:

opraHu3aumu
AOKYMEHTALMOHHOIro
obecneveHus
ynpaBneHus n
PYHKLMOHNPOBAHUSA
opraHusauumu;

yMeTb:

NPUMEHATb HOPMATUBHbIE

npaBoOBblE aKTbl B
ynpaBneH4Yeckon
OeATenbHOCTH,

noarotTaBnnBaTb NPOEKThI

yrnpaBrneH4Yecknx
peLleHun;
obpabaTbiBaThb
nocTynawoLime u

[NpaBoBoe
perynnpoBaHm
e
ynpasrneH4eck
on
nedarenbHoCTU

MK[.01.03.
OpraHnusauusa
ceKkpeTapcKoro
obcnyXxmBaHus




oTnpaensemble
OOKYMEHTBI,
CMCTEMaTU3MPOBATbL UX,
COCTaBnsATb
HOMeHKNaTypy Aen u
dopmupoBaTb
OOKYMEHTbI B Aena;
rOTOBUTb U NPOBOAUTL
coBeLllaHns, AernoBble
BCTpeYu, NpuemMbl u
npeseHTauuu;

3HaTb:

HOpMaTMBHbIE NPaBOBbIe
akTbl B obnactu
opraHu3aumu
ynpasneH4Yeckon
OesTenbHoCTy;
OCHOBHblE Npasuna
XPaHEHUS U 3aLLMUThI
cnyxebHon
MHdopMaLnu.




MM.02

OpraHusaunsi apxuBHOM 1
crnpaBoYHO-nHGOopMaLMo
HHOW paboTbl MO
OOKyMeHTam
opraHusaumm

B pesynbTaTte nsyyeHus
npoceccuoHansHoOro
Moayns oby4aroLmics
OOIDKEH:

UMETb MPaKTU4eCKUn
OnbIT:

opraHu3aumm apxmBHOM U
crnpaBoYHO-NHGOPMaLMO
HHOW paboTbl No
OOKyMeHTam
opraHu3aumu;

YMETb:

OopraHu3oBbIBaTb
JedATenbHOCTb apxmBa C
y4yeToM cTaTtyca un
npoduns opraHmMsaumm;

MOK.02.01.
OpraHusauus
"
HOPMaTUBHO-N
paBoBble
OCHOBBbI
apXUBHOTO
aena

MK.02.02.
"ocynapcTteeH
Hble,
MYHMUMMAMNbH
ble apXuBbl U
apxuBbl
opraHmsauum

M/K.02.03.
MeToauka u
npakTuka
apxvMBoBeaEeHU

OK1-9
MNnK2.1-
2.7




paboTaTb B cuctemax
3NEKTPOHHOTO
OOKyMeHToo60opoTa;
ncnosnb3oBaTh B
OesTenbHOCTN apxmBa
COBpPEMEHHbIE
KOMMbIOTEPHbIE
TEXHOMNOMnK;

NPUMEHSATb COBPEMEHHbIE
MEeTOAMKN KOHCepBaLn 1
pecTaBpaLmmn apXMBHbIX
[JOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX
yypexneHun B
Poccwuiickon deagepaumm
N opraHunsaumio
ApxuBHoro goHaa
Poccuiickon ®egepaunm;
CUCTEMY XPaHEHUA U
06paboTKM AOKYMEHTOB.

MOK.02.04.
ObecneyeHne
COXPaHHOCTK
JOKYMEHTOB




MM.03

OcyuiecTtBneHune
OOKYMEHTALMOHHOIo
obecneyeHuns
yrnpaBreHusl U apXnMBHOTO
Aena c Ucrnonb3oBaHMem
NporpamMmmHbIX CPEeACTB
yyeTa, XpaHeHus,
06paboTkM 1 noucka
OOKYMEHTOB

B pesynbTarte nayyeHusi
npoceccuoHansHOro
Moayns obydaromics
OOMKEH:

NUMEeTb NPaKTUYeCKnin
OnbIT:

paboTbl C NIporpaMMHbLIMU
cpencTeamu yyeTa,
XpaHeHusi, 06paboTkM un
roucka JOKYMEHTOB;
opraHusaumu
CnpaBOYHO-UHGOPMaLINO

MOK.03.01.
NHopmarmoH
Hble
TexHonormm B
JOKyMeHTaumo
HHOM
obecne4yeHuun
yrNpaBneHns
apXMBHOM
nene

MK[O.03.02.
MeToauka
pauuoHanusay,
Y
OOKyMeHTaumno
HHOro
obecnevyeHus
yrpaBreHus
apXUBHOTO
nena

OK1-9
MK 3.1 -
3.6




HHOW 0eATeNbHOCTU C
OOKyMeHTamu;

ymeTb:

paboTaTtb C
npodeccuoHansHo
OPWEHTUPOBAHHbLIM
nporpamMmmHbIM
obecneyeHnem B
obnactu
OOKYMEHTaLUMOHHOro
obecneyeHus
ynpaBneHus (ganee -
OOY) n apxmBHoro aena;
OpraHn3oBbIBaTb
BHeOpeHne
aBTOMaTU3NPOBaHHOM
cuctembl B cnyxx6e JOY
N apxuBe (TEXHUYECKoe
3aJaHune, NOHATHE O
CASE-TexHonorusx);
Haxo4uTb HEODXoOaUMYHO

MK[O.03.03.
OpraHusauus
paboTbl C
3NEKTPOHHbIMMU
OOKYMeHTamu




MHdopMaLnto,
nonb3oBaThbCs
MHGOPMALNOHHBIMM
pecypcamu cetu
WHTepHeTa B obnactu
OOKyMeHTOBeleH S U
apXUBHOTO Aena;
paboTtaTtb C
3NEKTPOHHBLIMMU
OOKyMeHTamu;
ncnonb30BaThb CETEBbIE
nporpaMmHble 1
TeXHU4eckne cpeacrTsea B
npodeccuoHanbHomn
OesiTenbHOCTY;

3HaTb:

PbIHOK
crneLmanmM3mpoBaHHOro
NpVKNagHoro
nporpamMmmHoro
obecneyeHus B obnactu




OOY un apxusHoro gena
(aBTOMaTu4eckue
CUCTEMBI YNpaBIieHus
OOKyMeHTamu);
COBPEMEHHOE COCTOSIHNE
OOY rocynapCTBEHHbIX U
HEerocyapCTBEHHbIX
yupexaeHun,
rocyaapCTBEHHbIX,
MYHUUMNANbHBIX 1
HerocygapCTBEHHbIX
apxvMBoB B 0b6nactu
NPUMeEHeHUs
NHOPMAaLIMOHHbIX
TEXHONOIMMN 1
MCMNonb30BaHus
crneumanm3mpoBaHHOro
NpPorpaMmmMHoOro
obecnevyeHus;
KopropaTuBHbIE
WHOPMALIMOHHbIE




CUCTEMBbI,
aBTOMAaTU3MPOBaHHbIE MO
cuctemam
JOKYMeHTauum1, B TOM
yncrne KagpoBou,
OyxyJeTa;
nepcrneKkTMBHbIE
HanpaBneHus
nHpopmartmsauymm JOY un
apXWBHOrO Aena;
3akoHodaTenbHyto 6asy,
OCHOBHbI€E Yrpo3bl
MHdOPMaLIMOHHON
©esonacHocTu.

MM.04

BbinonHeHne paboT no
OOHOW MITN HECKOJbKUM
npodeccusim paboumx,
OOMKHOCTSAM Cry)Kalumx

BapuaTtuBHas yactb

1620

1080




y4ebHbIx Luknos MNCC3
(onpepensietca
obpasoBartenbHom
opraHusaumen
CaMOCTOATENbHO)

Bcero yacoB o6y4yeHus
no y4eOHbIM LKnam
Mrccs

5292

3528

YT1.00

YuebHas npakTuka

rr.oo

MponseoacTBeHHast
npakTvka (no npodunio
cneumnanbHOCTK)

10 Hep.

360

OK1-9
MnK1.1-
3.6

rnari.oo

[NpounsBogcTeeHHas
npakTuka
(npepavnnomHas)

4 Hep.

MA.00

[MpomexyTo4vHas

5 Hep.




arrecrtauuna

KBanudukaunoHHON
paboTbl

MNMA.00 |locymapcTBeHHas 6 Hep.
nToroBas aTrecraums

MNMA.01 |lMoarotoBka BbIMYCKHOM 4 Hep.
KBanudukaunoHHON
paboTbl

MA.02 |3awmTa BbINyCKHON 2 Heq.

Tabnuua 6

Cpok nonyyenus CIMO no MNMCC3 yrnybneHHoW NoaAroToBKM B O4HOW hopme obyyeHus

cocTtaBnsieT 147 Hegenb, B TOM Yncne:



O6yyeHne No y4ebHbIM LpKam 98 Hef.
YyebHas npakTuka

10 Hep.
MpounssoacTBeHHast NpakTuka (Mo NPoduo cneumanbHOCTH)
lMpoussoacTBeHHas npakTuka (NpeaauniiomMHas) 4 Hep.
MpomexyTouHasa aTTecTaumns 5 Hepn.
["ocymapcTBeHHas UToropasi aTtectauus 6 Hen.
KaHukynspHoe Bpems 24 Hep.

WNToro

147 Hep.




VII. TPEBOBAHUA K YCNOBUAM PEANTM3ALINA
NMPOrPAMMBI MOAMOTOBKA
CIMNEUMANIMCTOB CPEOHEIO 3BEHA

7.1. O6pasoBaTenbHas opraHusauus
camMmocTosTenbHO pa3pabaTtbiBaeT u yTeepxaaet MMNCC3 B
cootBeTCcTBUM C Hactodawmum OroC CrMNO wm ¢ yyeTom
cooTBeTcTBytoLen npumepHown MMNCC3.

Mepen Hayanom pa3paboTku MnNcc3
obpasoBaTenbHasi opraHv3auus OOfmkHa onpeaenvTb ee
crneunduKy C y4eTOM HanpaBneHHOCTU Ha YOOBMEeTBOPEHNe
notpebHocTen pblHka  Tpyga w pabotonaTenen,
KOHKPETU3NPOBaTb KOHEYHbIE pe3ynbTaTbl 00y4eHusi B BUAE
KOMNETEHUMI, YMEHUA U  3HaHUK, npuobpeTaemMoro
NpPaKTU4eCcKoro onbiTa.

KoHKkpeTHble BuAbl AEATENbHOCTW, K KOTOPbIM
rotoButcs oby4valolmncs,  AOSKHbl  COOTBETCTBOBATb
npuceamBaemon kBanudukauum, onpegensTs cogepaHue
obpasoBaTensHon nporpammel, pa3pabaTbiBaeMoW
obpasoBaTensbHON opraHusaumven COBMECTHO c
3anHTepecoBaHHbIMK paboTogaTensamu.

Mpn  dopmmpoBanmn TMMNCC3 obpasoBaTenbHas
opraHusauus:

MMEeT npaBO MCMOMb30BaTb OOBLEM BPEMEHM,
OTBEAEHHbI HA BapuMaTUBHYK YacTb YYeOHbIX LMKNOB
MrCC3, yBenuumBass npu 3TOM OOBbEM  BpEMEHW,
OTBEAEHHbIA Ha AUCUMMIMHBLI U MOAYNM 00s3aTernbHON
yactn, NMMbo BBOAA HOBble AWCUMMIMHBI U MOAynu B
COOTBETCTBUM C noTpebHocTsMM  paboTtogatenen u
cneundmkon OeaTenbHOCTU obpasoBaTenbHoOM
opraHusauuu;



MMeeT npaBo  onpedensitbe  ANS  OCBOEHWS
oby4yarowmmmncs B pamkax npodpeccrmoHansHoro Moayns
npodeccuio paboyero, OOMKHOCTb Cry)Kallero (ogHy unu
HECKOJIbKO) COrfacHoO MpUIoXeHuto kK Hactoswemy ®rocC
Chno;

ob6s3aHa exerogHo obHoensaTb MMCC3 ¢ yyeToMm
3anpocoB pabotopmaTtenen, OCOOeHHOCTEN  pas3BuTUA
pervoHa, KynbTypbl, HayKu,  SKOHOMWKW,  TEXHUKMU,
TEXHONoOrmMMm 1 coumanbHoM  cdepbl B paMKax,
yCTaHOBNEHHbIX HacTosawmm ®roC Crlo;

06s3aHa B paboumx Yy4yebHbIX nporpammax Bcex
OVCUMNIMH 1M Npod)ecCuOoHanbHbIX  MOZYMewn  4eTko
opMynmpoBaTtb TpeboBaHUs K pedynbTaTam UX OCBOEHUS:
KOMNeTeHUMaM, npuobpeTtaemMomMy npaKTU4EeCKOMY OnMbITy,
3HaHUAM U YMEHUSAM;

obsi3aHa obecneumBaTtb 3 EKTMBHYIO
camocCToATeNbHYO paboTy obyyarlmMxca B coyeTaHunm C
COBEpLUEHCTBOBAHWMEM YMpPaBMNEHUs €K CO  CTOPOHbI
npenogasaTeneir U MacTepoB  NPOU3BOACTBEHHOIO
obyyeHus;

0653aHa obecneunsatb 06y4arOLLMMCH BO3MOXHOCTb
yyactsoBatb B hopMmpoBaHum WHAMBMAYaNbHOM
obpasoBaTensHON Nporpammbl;

o6s3aHa opmmMpoBaTb COLIMOKYNbTYPHYK cpeay,
co3faBaTb YCroBusi, HeobxoauMble [AJfii BCECTOPOHHErO
pasBuTMS M couManu3auuMu  JIMYHOCTW,  COXPaHEHMUs
300poBbsA  Oby4yawwmxcs,  cnocobCcTBOBaTh — Pa3BUTUIO
BOCMMTaTENbHOIO KOMMOHEeHTa obpasoBaTenibHOro
npouecca, BKItovasi passutue CTYyOEHYECKOro
camoynpaeneHus, ydactue oOyvawouwmxcs B paboTte
06LLECTBEHHbIX OpraHU3auWin, CMopTUBHBLIX WM TBOPYECKMX
KIny06oB;



OOMKHa npegycmatpuBatb B LENsx peanus3auuu
KOMMETEHTHOCTHOrO noaxoaa ncnonb3oBaHue B
0o6pas3oBaTenbHOM MpoLEecce aKTUBHbIX WU MHTEPaKTUBHBLIX
opM NpoBefeHUs 3aHATUA (KOMMbIOTEPHBIX CUMYMSALWNA,
OenoBbIX U poneBbIX Urp, pa3bopa KOHKPETHbIX CUTyaLuin,
NCUXOMOTMYECKUX U WHbIX  TPEHWHIOB,  PYMMOBbIX
OVCKYCCUI) B COMETaHUM C BHeayauTOpHOW paboTon ans
¢dOopMUPOBaHMA 1 pa3BUTUS OOLWMX M NpodhecCnoHanbHbIX
KOMNEeTEHUMI oByyatoLLmxcs.

7.2. MNpw peanuzauun MNMNCC3 obyvarowmecs nmeroT
akagemuyeckue npasa M 006s3aHHOCTM B COOTBETCTBMMU C
depepanbHbiM  3akoHOM OT 29 aekabps 2012 r. N 273-903
"O6 obpasoBaHun B Poccuickon depepaummn” <1>.

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

7.3. MakcumanbHbii 06beM  y4eGHOM  Harpysku
obyuvatowlerocs coctaenseT 54 akageMuyeckux 4vaca B
Heaernto, BKINYas BCE BUAbl ayaUTOPHOW 1 BHEayaUTOPHON
y4eBHON HarpysKu.

7.4. MakcMmanbHbIl 00bEM ayauTopHON yyebHon
Harpy3km B O4HOM cpopme o0Oy4veHus coctaBnsetr 36
aKafleMUYeCcKMx 4acoB B HeJerto.

7.5. MakcumanbHbIn 06beM ayauMTopHOU  yy4ebHou
Harpysku B 04HO-3a04HOM hopMe 0byyeHus cocTaBnseT 16
akafieMn4YecKmx 4acoB B HeJerto.



7.6. MakcMmanbHbIn 00beM ayauTOpHON yy4ebHoM
Harpysku B rogq B 3ao4HOW dhopme oOyyeHus coctaBnsaet
160 akageMM4ecKknx 4acos.

7.7. O6was npoAOMKUTENBbHOCTbL  KaHWKyn B
y4ebHOM rogy oormkHa coctaBnatb 8 - 11 Hepenb, B TOM
yucrie He MeHee 2-X Heenb B 3MMHUI Nepuoa.

7.8. BbinonHeHne KypcoBoro mnpoekta (paboTbl)
paccmaTpuBaeTca  Kak Bug  yd4ebHon paboTbl  nmo
avcumnnnHe (ancumnnuHam) npodgeccrMoHansHoro
y4yebHoro uukna m (unu) npodeccuoHansHOMY MOZYIHo
(mogynsm) npodeccrMoHanbHOro  y4ebHOro uukna wu
peanu3yeTcs B npegenax BPeMEHW, OTBEAEHHOTO Ha ee
(nx) nsyyenwe.

7.9. AvcumnnuHa "®unsnyeckas KynbTypa"
npegycmaTpuBaeT exeHefenbHO 2 4aca ob6s3aTenbHbIX
ayauTOPHBIX 3aHATUIA M 2 Yaca camMoCTosiTenbHON paboTl
(3a cyeT pasnuyHbIX HOPM BHEAYAMTOPHbLIX 3aHATUA B
CMOPTUBHBIX KNybHax, ceKkumsix).

7.10. ObpasoBaTtenbHas opraHusaums UMeeT npaBo
ONst noarpynn AeByleK UCMnonb3oBaTb YacTb y4vebHoro
BpPEMEHMU ONCLUUNINHBI "Be3onacHocTb
XusHegedatenbHoctn" (48 yacoB), OTBeOEHHOrO Ha
M3y4yeHne OCHOB BOEHHOW CnyxObl, HA OCBOEHME OCHOB
MEANLIMHCKNX 3HAHWNA.

7.11. Mony4eHne CMNO Ha 6a3e ocHoBHOro obLiero
06pas3oBaHMa  OCyLIECTBNSETCH C  OAHOBPEMEHHbIM
nony4yeHnem cpegHero obuiero obpasoBaHuss B npegenax
MMCC3. B atom cnyyae [MNCCS, peanudyemas Ha 6a3se
OCHOBHOro obulero obpasoBaHusi, paspabaTbiBaeTcd Ha
ocHoBe TpeboBaHWA COOTBETCTBYIOLWMX eaepanbHbIX
rocyapcTBeHHbIX 0bpa3oBaTernbHbIX CTAaHAAPTOB CPpeaHero
obuwero obpasoBaHuss u CMNO c y4vyeToM nony4yaemom



cneumansHoctu CI10.

Cpok ocBoeHus MMNCC3 B oyHonm ¢opme obyyeHus
ans nuu, obyvalowmxca Ha 6a3e OCHOBHOro ob6Luero
o6pasoBaHus, yBenuunBaeTcs Ha 52 Hegenu U3 pacyeTa:



TeopeTuyeckoe obyyeHne (Npu obsizaTenbHoOM y4ebHon Harpy3ke 36 YacoB 39 Hepa.
B HeZernw)

NnpomMeXxyTo4Haa atrecrtauma 2 Hea.

KaHWKyIbl 11 Hep.



7.12. KoHcynbTauum ans oby4vatolmxcs no O4HOM
OYHO-3a04HOM popMaM obydeHuss npegycMaTpuMBalOTCA
obpasoBaTenbHOW opraHu3auMen u3 pacyeta 4 4yaca Ha
ofHOro oby4yalLllerocss Ha Kaxabli y4yeOHbIM rog, B TOM
yucrne B nepuoag  peanu3auum  obpasoBaTenbHON
nporpaMMbl cpegHero ob6uiero ob6pasoBaHus Ans  nu,
obyyvatomxcst Ha 6a3e OCHOBHOro obuiero obpasoBaHUs.
dopmbl npoeeeHus KOHCynbTaumn (rpynnosble,
VMHOMBUAYanbHbIE, MUCbMEHHbIE, YCTHbIE) OMpeaensioTcs
obpasoBaTernbHOM opraHv3aumen.

7.13. B nepuog oby4eHnss ¢ oHoWaMu NpOBOAATCSH
y4yebHble coopbl <1>.

<1> MyHkT 1 cTtathn 13 PeaepansbHOro 3akoHa ot 28
mapta 1998 r. N 53-®3 "O BoMHCkOM 06513aHHOCTU WU
BOEHHOM  cnyxbe" (Cobpanue 3aKoHogaTenbCcTBa
Poccunckon ®epepaunm, 1998, N 13, cr. 1475; N 30, cT.
3613; 2000, N 33, cT. 3348; N 46, cT. 4537; 2001, N 7, cT.
620, cT. 621; N 30, cT. 3061; 2002, N7, cT. 631; N 21, cT.
1919; N 26, cT. 2521; N 30, ct. 3029, ct. 3030, crt. 3033;
2003, N1,cT.1; N8, cT. 709; N 27, c1. 2700; N 46, cT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N
25, cT. 2484; N 27, cT1. 2711; N 35, cT. 3607; N 49, cT. 4848;
2005, N 10, cT. 763; N 14, c1. 1212; N 27, cT. 2716; N 29,
cT. 2907; N 30, cT. 3110, c1. 3111; N 40, c1. 3987; N 43, cT.
4349; N 49, cT. 5127; 2006, N 1, cT. 10, c1. 22; N 11, cT.
1148; N 19, c1. 2062; N 28, cT. 2974; N 29, cTt. 3121, cT.
3122, cT1. 3123; N 41, c1.4206; N 44, c1. 4534; N 50, cT.
5281; 2007, N 2, ct. 362; N 16, cT. 1830; N 31, cT. 4011; N
45, cT. 5418; N 49, cT1. 6070, cT. 6074; N 50, cT. 6241; 2008,
N 30, c1. 3616; N 49, cT. 5746; N 52, c1. 6235; 2009, N 7,
cT. 769; N 18, cT. 2149; N 23, cT. 2765; N 26, c1. 3124; N
48, c1. 5735, c1. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010,
N 11, cT. 1167, c1. 1176, cT. 1177; N 31, cT. 4192; N 49, cT.



6415; 2011, N 1, cT. 16; N 27, c1. 3878; N 30, cT. 4589; N
48, cT. 6730; N 49, c1. 7021, cT. 7053, cT1. 7054; N 50, cT.
7366; 2012, N 50, cT. 6954; N 53, cT. 7613; 2013, N 9, cT.
870; N 19, cT. 2329; cT. 2331; N 23, c1. 2869; N 27, cT.
3462, cT. 3477; N 48, cT. 6165).

7.14. MpakTuka siBnsieTcs ob6s3aTenbHbIM - pasgenom
MMNCC3. Onha npeactaensier cobon Bug  yy4ebHOM
OEeATenbHOCTN,  HanpaBrieHHOMN Ha  dopmupoBaHue,
3aKpenneHve, pasBuUTUE  MNPaKTUYECKMX  HaBLIKOB U
KOMMNETEHUMN B NpoLEecce BbINOMHEHUS OnpeaeneHHbIX
BMAOB paboT, cBA3aHHbIX ¢ Oyaylien npodeccuoHanbHOn
[EeATEeNnbHOCTbIO. Mpwn peanusauumn MNrnccs
npegycMaTpyBaloTCs criefylolime Buabl NpakTuk: ydyebHas
1 NPON3BOACTBEHHASA.

npOVI3BOJJ,CTBeHHaF| npakTnka CcoCTouT Uu3 [OBYX
9TanoB: NPakKTUKM no I'IpO(*)VIJ'II'O cneunanbHOCTH n
I'Ipe,D,,D,VIrIJ'IOMHOVI NPaKTUKN.

Y4yebHaa npakTuka M NpOM3BOACTBEHHAs NpakTuka
(no npocpunio crneumanbHoCTK) npoBoaATCst
obpasoBaTernbHOW opraHusaumen npu OCBOEHUN
obyvatommmca  npodeccnoHanbHbIX  KOMMETEHUUA B
pamMkax  NpodecCcuMoHarnbHbIX  Modynen U MoryT
peann3oBbiBaTbCA KaK KOHLEHTPMPOBAHHO B HECKOMbKO
nepuoaoB, Tak W paccpedoTO4YeHO, Yepepysacb C
TEOPETUYECKUMY 3aHSTUSIMU B pamMKax npodpeccuoHanbHbIX
Moaynemn.

Llenn v 3agaun, nporpaMmbl U POPMbl OTYETHOCTU
onpenenstoTcs  obpas3oBaTenbHOM  opraHusauuein  no
KaxkgoMy BUAY NPaKTUKK.

npOVI3BOJJ,CTBeHHaF| NpakTuka AOOoJPKHa npoBOAUTbCA
B oOpraHusauunax, HanpasneHne p[eAaTeslbHOCTU KOTOpPbIX
COOTBETCTBYEeT I'IpOd)I/IJ'I}O noaroToBku o6y\4arou.u/1xc;|.



ATTecTaumsa no nToram NPOM3BOACTBEHHON NPAaKTUKN
NPOBOAMUTCH C Yy4eTOM (MM Ha OCHOBaHWW) pe3ynbTaTos,
NOATBEPXKAEHHbIX OOKyMeHTamm COOTBETCTBYHOLLMX
opraHusauun.

7.15. Peanunzauma [MMCC3 no cneyuanbHOCTH
JomkHa obecneumBaTbCsl  MefarorMyeckMMu  Kagpamu,
MMeLlWK MM  Bbiclwiee o0OpasoBaHMe, COOTBETCTBYHLLEE
npocounio npenogasaeMon AvcuMniuHbl (Moayns). OnbiT
neaTenbHOCTH B OpraHu3aumsix  COOTBETCTBYHOLLEN
npodeccroHansHom cdepbl ABnsieTcsa obas3atenbHbiM Anst

npenopasatenen, oTBevaloLmx 3a ocBoeHue
obyyatommes  NpodeccuMoHanbHoOro  y4ebHoro  Lukna.
Mpenogasatenu nony4yaT [OOMNOMHUTENbHOE

npodeccrMoHanbHoe obpasoBaHMe NO  nporpammam
NoOBbILEHNsT KBanudukauum, B TOM uucrie B dopme
CTaXMPOBKWN B NPOUNbHbBIX OpraHM3auusax He pexe 1 pasa
B 3 ropa.

7.16. Mriccs3 OOMmKHa obecneunBaTtbcst
y4ebHO-MeToaNYECKON OOKyMeHTaumewn no BCEM
ancumnnmHam, MEXONCLMNIIMHAPHBIM Kypcam n

npodeccroHanbHbiM Mogynam MNCCS.

BHeayauTopHas paGoTa [omkHa CoMnpoBOXAaTbCs
mMeToauyeckum obecnedeHnem M 0BOCHOBaHWEM pacuyeTa
BpEMEHW, 3aTpaynMBaeMoro Ha ee BbIMoNHEHMe.

Peanusauna T[MMCC3 pomkHa obecneymBaTtbecA
[OCTynoM Kaxgoro obydatoweroca k 6asam AaHHbIX U
6ubnunoteyrbiMm doHaamMm, OpMUPYEMbIM MO MOMHOMY
nepeyHo aucumnnud  (mogynen) [MNCC3. Bo Bpewms
CaMOCTOATENbHON MOAroToBKM  obyyarowmecs  LOSKHbI
6bITb 06ecneyeHbl 4OCTYyNoM K ceTn NHTepHerT.

Kaxabii obydatoLmncs gomkeH 6biTb obecneveH He
MeHee 4YeM OfHUM Y4yebHbIM neyatHbiM u  (Mnn)



SMEKTPOHHBbIM  M34aHMeM MO  Kaxaouh  AuCuMnnunHe
npodeccmoHanbHoro  y4ebHoro  uukma M OAHUM
y4ebHO-METOANYECKMM NeYaTHbIM U (MNK)  SMEKTPOHHbLIM
n3gaHMeM MO  KaxaoMmy MEXAUCUMNIMHAPHOMY  Kypcy
(BKNtOYasa aNeKTPOHHbIE 6a3bl NEPUOANYECKUX N3AHNUN).

BrbnuoTteyHbin oHA JOMKeH ObiTb YKOMMMEKTOBaH
nevyaTHbIMU U (UNN) 3NEKTPOHHLIMU U3OAHUSIMU OCHOBHOM U
OONOMHUTENBHOW y4YebHoW nuTepaTtypbl Mo AUCLUNINHAM
BCeX y4eOHbIX LMKMOB, U3AaHHON 3a nocregHue 5 ner.

BnbnuoTteyHbin doHa, nomMnmo y4ebHou
nuTepaTypbl, OOImKeH BKIO4aThb ocuumaneHble,
cnpaBoYHO-6ubnmorpadunyeckme " nepviogn4eckme

m3gaHus B pacyete 1 - 2 ak3emnnsapa Ha kaxabix 100
oby4aroLmxcs.

Kaxgomy obyyarowemycsa gomkeH 6biTb obecneyeH
[OCTYN K KOMMnekTam 6ubnmoteyHoro ¢oHaa, COCTOSILLMM
He MeHee YeM 13 5 HaMMeHOBaHWI POCCUIACKMX XXypPHaroB.

O6pasoBaTenbHas opraHusauus OOMmKHa
npefocTaBnTb 00YYaOLWMMCH BO3MOXHOCTb OnepaTUBHOIO
obmeHa uHcopmauuer ¢ poccunckumy obpasoBaTenbHbIMA
opraHusauusimm " noctyn K COBpPEMEHHbBIM
npodeccroHarnbHbIM 6a3aM AaHHbIX Y MHAOPMAaLMOHHBIM
pecypcam cetn UHTepHeT.

7.17. Mpuem Ha obyyeHne no [MNCC3 3a cuer
OlomKeTHbIX accurHoBaHunm begepanbHoro  GroaxeTa,
6roakeToB cybbekToB Poccuiicko deepaumm M MECTHbIX
GromkeToB nABNsieTca 00LWwenoCcTynHbIM, €CnM  MHOE He
npeaycMOTPEHO YacTbio 4 cTaTbm 68 GeaepanbHOro 3akoHa
oT 29 pekabps 2012 r. N 273-03 "O6 o6pa3oBaHuM B
Poccuinckon depepauynn” <1>. durHaHcupoBaHue
peanuzauuu MNMMNCC3 gomkHO ocyulecTBNATLCA B obbeme
HE HWXE YCTaHOBIEHHbIX OCYAapCTBEHHbIX HOPMATMBHbIX
3aTpaT Ha OKasaHue rocydapCTBEHHOW ycryru B cdepe



O6pa3OBaHVI9I Ona JaHHOIo ypoBHA.

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

7.18. ObpasoBaTenbHas opraHusauus,
peanusytoLas MNCCa3, OOIKHA pacnonaraTb
MaTepuanbHO-TEXHUYECKON 6ason, obecneuuBatoLLemn
npoBedeHne BCeX BMOOB rabopaTopHbiXx paboT u

npakTU4eckux 3aHATUN, ONCUMNIVHAPHOMN,
MEXANCLUUMNIMHAPHOM U MOAYSbHOW MOATOTOBKW, Y4YeOHOM
NPaKTUKK, NpeayCMOTPEHHbIX y4ebBHbIM nnaHom
obpasoBaTernbHON opraHunsauuu.

MaTtepuanbHo-TeXHU4ecKas 6a3a gofmkHa CoOOTBETCTBOBATb
OEeNCTBYIOLWMUM CaHUTapPHbIM U NPOTUBOMOXapHbLIM HOpMaM.

MepeyeHb kabuHETOB, NaGopaTopuii, MacTepCKmx
W OpYrviX MOMeLLeHui

KabuHeTbl:

CoLManbHO-3KOHOMUYECKUX OUCLUMNIINH;
WMHOCTPaHHOTO A3bIKa;

mMaTeMaTUK1 U UHOPMATUKN;
3KOSOrMYECKNX OCHOB MPUPOAONOSb30BaHMS;

3KOHOMMKM opraHusaumm " ynpaBneHus
nepcoHaroM;



MeHeIKMEHTa;

npaBoBoro  obecrneyeHust npodpeccroHansHoii
OesTenbHOCTY;

rocyfapCTBEHHOW Y MyHULMNAMNbHOW CIYyXObI;
[OKYMEHTaLMOHHOro obecrneyeHuns ynpasneHus;
apxvBoBeAeHUs;

npodeccrmoHansHoM 3TUKM U NCUXONorMM OernoBoro
obLLeHus:;

6e30NacHOCTY XU3HEAEATENbHOCTY;
MeTOAMNYECKNIA.
JTabopaTtopuu:

MHPOPMATMKM M KOMMbIOTEPHOU  0BpaboTkm
JOKYMEHTOB;

TEXHUYECKUX CPEACTB ynpaBrieHus;
CUCTEM BIEKTPOHHOTO IOKYyMeHTo060poTa;
[OKYMEHTOBEEHS;

yyebHas kaHuensipust (cnyx6a [oKyMeHTaLMOHHOro
obecneveHus ynpaBneHus).

CnopTUBHLIN KOMMJIEKC:

CMOPTUBHbIV 3an;



OTKPbITbIN ~ CTAAMOH  LUMPOKOrO  npodunss ¢
areMeHTamu rnosnock! NPensTCTBUI,

CTpenkoBbIv TUp (B Moo Mopudmkauum, BKIoYas
3MNEKTPOHHbIN) UMW MECTO Ans CTpenbObl.

3anb!:

onbnuoteka, unTanbHbIM 3an C BbIXOAOM B CETb
WHTepHeT;

aKTOBbIN 3ar.
Peanusauunsa MNMMCC3 gomkHa obecneynBaTh:

BbIMONHEHNEe  obydawwmmncs nabopaTtopHbIX W
NPaKTUYECKNX 3aHATUNA, BKIIOYaa Kak obs3aTenbHbIN
KOMMOHEHT MpaKkTU4eckMe 3ajaHusi C  MCNoNb30BaHUEM
NnepCcoHarbHbIX KOMMbIOTEPOB;

OocBOeHve obyvalowmummncs  npodpeccrmoHanbHbIX
MOAyfiem B YCMOBUSAX CO34aHHOW COOTBETCTBYHOLLEN
obpasoBaTenbHOM cpeabl B 0Opa3oBaTenbHOW opraHmM3aumm
WIK B OpraHn3aumsx B 3aBMCMMOCTM OT crneundukn Buaa
DeATenbHOCTU.

Mpu  MCMONb3OBaHUMM  3NEKTPOHHBLIX  U3OaHWI
obpasoBaTenbHas opraHusauusi [OmkHa  obecneynTb
KaXxaoro obyuatouerocs pabouum MECTOM B
KOMMbIOTEPHOM Krnacce B COOTBETCTBUM C OBGBLEMOM
M3yyaeMbIX AUCLIMMIIIVH.

O6pasoBaTenbHasi opraHusaums [JofmkHa  ObITb
obecnevyeHa HeOOXOAMMbBIM KOMMMEKTOM MULEH3UOHHOIO
nporpaMmMHoOro obecneveHus.



7.19. Peanusauus MMNCC3  ocywecTBnserca
obpasoBaTenbHON oOpraHu3auuenr Ha rocyaapCTBEHHOM
a3blke Poccuiickon degepaumm.

Peanusauus Mnccs3 obpasoBaTenbHoM
opraHusauuen, pacnoroXeHHoM Ha TepputTopun
pecnyonukm Poccuiickon depepaunm, MOXeT
OCYLLIECTBNATLCA HA rOCyJapCTBEHHOM A3blke pecnyonukn
Poccuiickon depepaunm B COOTBETCTBUM c
3akoHogaTenbCcTBOM pecnybnuk Poccuickonn deaepauun.
Peannsauusa MNMCC3 obpasoBaTenbHOM opraHusauuen Ha
rocyqapcTBeHHOM  s3blke  pecny6nukm  Poccuickon
depgepaunm  He [OOIMKHA  OCYLLECTBNATLCA B ywepb
rocygapcteeHHoMy A3biky Poccuickon degepaumm.

VIIl. OLEHKA KA4YECTBA OCBOEHUWA NPOTPAMMBI
NoaroToBKU
CIMNEUMANIMCTOB CPEOHEIO 3BEHA

8.1. OueHka ka4yectBa ocBoeHusa [MMCC3 pomkHa
BKNOYaTh TeKyLuii KOHTPOIb ycrneBaemocTy,
NPOMEXYTOYHYIO 1 FOCYAapCTBEHHYO UTOTOBYIO aTTecTaumm
obyyvatoLmxcsi.

8.2. KoHKpeTHble hopmbl M npouenypbl  TekyLero
KOHTPONSA yCNeBaeMoCTN, MPOMEXYTOYHOW aTTecTtauumn no
Kaxgow gucumnnnHe u  nNpodeCcCUoHanbHOMY  MOAYIHo
paspabaTbiBaloTcs  obpasoBaTenbHou opraHusauuen
CaMOCTOATENBHO U JOBOAATCA A0 CBeAeHUA 00y4aloLmMxcs
B TEYEHME NepBbIX ABYX MECSALEB OT Ha4Yana obyyeHus.

8.3. [Ons aTtTecTaumm obyyarouxcs Ha
COOTBETCTBME UX MEPCOHAsbHbIX OOCTWMKEHUIA MO3TamnHbIM
TpeboBaHusm  cootBeTcTBytowen MMNCC3  (Tekywwmin
KOHTPONb YCMNEBAEMOCTU M MPOMEXYTOYHAs aTTecTauus)
co3paTcsl (POHAbI OLIEHOYHbLIX CPEACTB, MO3BOMSIOLLME
OLEHUTb YMEHWs,, 3HaHWS, MPaKTUY4ECKUA OMbIT U



OCBO€HHblE KOMNeTeHUnn.

®PoHAbI OLEHOYHBIX CPeAcTB ANA  MPOMEXYTOYHOMN
aTTectauMu No AUCUMNAMHAM W MEXAUCLUMINMHAPHbBIM
Kypcam B cOCTaBe MpOdeccCuoHanbHblX  MoAynewn
paspabaTbiBaloTCs M yTBEpXOAKTCA obpasoBaTenbHOn
opraHusauuen camocToATeNbHO, a Ans NPOMEXYTOYHOM
aTTectauMun no npodecCMoHanbHbIM MOAYNSM W Ans
rocygapCTBeHHON NTOroBOM arTecTaumm -
paspabaTbiBaloTCA M yTBepxgaloTcd obpasoBaTenbHON
opraHusauvei nocne npeaBapuTeNbHONO MONOXUTENBHOTO
3akntoyeHnst paborogaTtenen.

[ns npoMeXyToyHon aTTecTauum oBy4arowmxcs no
OMCLUMMAVHAM  (MEXOMUCUMNNNHAPHBIM — Kypcam)  Kpome
npenopasaTtesnen KOHKPETHOW ANCUMMIHBI
(MexgucuMnNIMHapHOrO  Kypca) B KayecTBe  BHELLUHWX
3KCMEepTOB OOIMKHbI aKTUBHO NPUBMEKaTbCA npenogasaTten
CMEeXHbIX AavcumnnuH  (kypcoB). [Ons  MakcuMarnbHOro
NpUGIIVKEHNsT  NporpamMM  NMPOMEXYTOYHOW — aTTecTauuu
obyyalolmxca Mo NpodeccuoHanbHbIM — MOZynsAM K
ycnoBusiM ux ByayLiein npodeccmoHansHol AeaTernbHOCTH
obpasoBaTesibHOV OpraHu3aLuei B KayecTBe BHELUTATHbIX
3KCMEepTOB [AOMKHbI aKTUBHO NPUBIeKaTbcs paboTtogaTeny.

8.4. OueHka kayecTBa MOATOTOBKM OBGy4aloLMXCA M
BbIMYCKHWUKOB  OCYLLECTBMNAETCH B  ABYX  OCHOBHbIX
HanpaBneHusx:

OLIeHKa YPOBHSI OCBOEHUS OUCLMNIIUH;

OLIeHKa KOMMNeTeHLMI 0By4atoLLIMXCS.

Onsa HOHOLUEN npenycmMmatpuBaeTca OLeHKa
pesynbTaToB OCBOEHMSI OCHOB BOEHHOM CJ'Iy)K6bI.

8.5. K rocymapctBeHHOW MWTOroBoW aTTectauuu
JonyckaeTcs obyyalomines, He UMEeKLLMIA  akageMU4ecKkom



3a00/MKEHHOCTU M B MOMHOM O6GbeMe BbINOMHMBLUWNA
yYeBHbIV NNaH UNn MHAMBMAOYaNbHbIN y4eBHbIA NnaH, ecnu
MHOE He  YCTaHOBMNEHO NOPSIAKOM nposefeHusi
rocyapCTBEHHO NTOroBoM aTTecTaumu no
COOTBETCTBYIOLLMM 06pa3oBaTenbHbIM NporpamMmmam <1>.

<1> YacTtb 6 cTtatbn 59 degepanbHOro 3akoHa ot 29
nekabpsa 2012 r. N 273-93 "O6 obpasoBaHun B Poccuiickom
depepaunn” (CobpaHne 3akoHogaTtenbcTBa Poccunckon
depnepaunm, 2012, N 53, c1. 7598; 2013, N 19, ct. 2326; N
23, cT. 2878; N 27, cT1. 3462; N 30, cT. 4036; N 48, cT1. 6165;
2014, N 6, cT. 562, cT1. 566; N 19, cT. 2289; N 22, cT1. 2769;
N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locygmapcTBeHHas  uTOrosas atTectaums
BKIHOYaeT NMOArOTOBKY " 3awuTy BbIMYCKHOM
KBanMdukaunoHHON paboThl (amnnomHas paboTa,
OMNNoMHbIA - npoekT). Ob6sizatenbsHoe TpebGoBaHue -
COOTBETCTBME TeMaTWKM BbINYCKHOW KBannUKaLMOHHON
paboTbl  coAepXaHWl  OOHOro unm HECKOINbKMX
npodeccrnoHanbHbIX MOAYSEN.

[ocyaapCTBEHHbI aK3ameH BBOAOMTCS no
YCMOTpEHUIo 06pasoBaTenibHOM OpraHusauum.



MpunoxeHne

Kk ®rOC CIO no cneyunanbHocTn 46.02.01
JokymeHTaunoHHoe obecneveHne
ynpaBneHus 1 apxMBoBeAEHME

MEPEYEHb
MPOBECCUN PABOYNX, OOIKHOCTEN CNYXALLMX, PEKOMEHOYEMbIX
K OCBOEHWIO B PAMKAX MNMPOIrPAMMBbI NMOArOTOBKW CIMELUNAINNMCTOB

CPEOHEIO 3BEHA
Kog no O6epoccuiickomy HanmeHoBaHwme npodeccuii pabounx,
knaccudukatopy npodeccui paboumx, OOIDKHOCTEN cryXXallmx

OOMKHOCTEN CnyxaLlumx n TapudHbIX
paspsigos (OK 016-94)

1 2
26353 CekpeTapb-MalLUMHUCTKA
20190 ApxuBapuyc

21299 [enonponssoantens




[okymeHT npegoctasneH KoHcynbTaHTnoc
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