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1 MACIIOPT TPOTPAMMBI TIPO®ECCUOHAJILHOT'O MOJIYJISA

IIM.01 JOKYMEHTHPOBAHUE YIPABJIEHYECKOM JESTEJLHOCTU U OPTAHU3ALIUS
PABOTBI C JOKYMEHTAMH

1.1. O6aacTs npuMeHenusi MPorpamMmMeI

IMporpamma  mpodecCHOHATBHOTO ~ MOIYJS  SBJSIETCS ~ YacThlO  MPOrPaMMbl  MOJTOTOBKH
KBAUTH(UIHUPOBAHHBIX pabounx, cimyxammx B coorBercTBUHM ¢ PI'OC CIIO mo mpodeccun 46.01.03
Jlenonpon3BouTeNlb B YacTH OCBOCHHUS OCHOBHOTO BHJa INpodecCHOHANbHOH aestensHOocTH (BIIJ):
JIOKyMEHTHpPOBaHUE YIPABICHUYECKOH JIESITENPHOCTH W OpraHm3anus paboTel ¢ JOKYMEHTaMH U

COOTBETCTBYIOIIUX KOMITETCHIIHIA:
OO01Ie KOMIIETEHIIUHN:

Kon HanmenoBanue o0mux KOMIETEHIMH

OK 01. BeiOupate  cmocoObl  permieHus — 3agad  OpodeccHoHaNIbHON JIESATENHPHOCTH
MPUMEHUTEIHHO K Pa3INYHBIM KOHTEKCTaM

OK 02. Hcnonb30BaTk COBPEMEHHBIE CPEICTBA IIOMCKA, aHAIM3a W HHTEPIpETALUU
nHpopManuu, W WHPOPMAIMOHHBIE  TEXHOJOTMM  JUIA BBITOJIHEHUS  3ajad
npodeCCHOHATEHON IeATETbHOCTH

OK 03. [ImanupoBaTe M peaJn30BBIBaTh COOCTBEHHOE IPO(PECCHOHATBHOE W JUYHOCTHOE
pasBuTHE, TPEeNIPUHUMATEIbCKYIO JIeSTEeThHOCTh B TNpo(ecCHOHaNIBHON  codepe,
MCIIOJIH30BATh 3HAHMS 1O MPaBOBOH M (MHAHCOBOW I'PaMOTHOCTH B Pa3IHYHBIX
KU3HEHHBIX CHUTYaIUsAX

OK 04. O¢dPexTuBHO B3aUMOAEHCTBOBATh U pabOTaTh B KOJUIEKTHBE M KOMaH/Ee

OK 05. OCyIIecTBIATh YCTHYH0 M NHCBMEHHYH) KOMMYHUKALIMI) Ha TOCyJapCTBEHHOM
s3pike Poccuiickoit denepanuu ¢ y4eTOM OCOOEHHOCTEH COIMAIBHOTO |
KYJIETYPHOTO KOHTEKCTa

OK 09. ITonp3oBaThecss TpopecCHOHANBHOW JOKYMEHTAaIlMeld Ha TOCyJapCTBEHHOM |
WHOCTPAaHHOM SI3bIKax

IIpodeccronanbHble KOMIETEHIINH

Kon HaumeHoBaHHe BMAOB JeATeIbHOCTH M MPO(eCCHOHAIbHBIX KOMIeTeHIUH

BA 1 JIOKyMEHTHPOBAaHUE YIPABICHYECKONW ACATEJPHOCTH W OpraHu3anus padoThl ¢
JOKYMEHTaMHU

IIK 1.1. OcymecTBIsATs MpUeM, NEPBUYHYI0 00pabOTKY M PErHCTPaLMIO ITOCTyHAromen
KOPPECIIOH/ICHIINM B TOM 4YHCIE€ C WCIHOJIB30BAHWEM aBTOMAaTH3MPOBAHHBIX
CHCTEM.

IIK 1.2. IlepenaBaTe JOKYMEHTHI Ha WCIOJHEHHUE B MOJPA3ACICHHS C YIETOM PE3OJIONHH
PYKOBOAUTENEH OpraHU3aIuu.

IIK 1.3. OcyIecTBIATh KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB B OpraHM3allui, B TOM 4HCIE
C HCIOJIb30BAHHEM aBTOMAaTH3UPOBAHHBIX CUCTEM.

IIK 1.4. Bectu 0a3pl JaHHBIX JOKYMEHTOB OPraHM3allMU M CIIPaBOYHO-MH(POPMAIIMOHHYIO
paboty 1o HUM.

IIK 1.5. Ocy1mecTBATH 00paboTKy, PETUCTPALIHIO U OTIPaBKYy HCXOsIIEN
JOKyMEHTaIuu azipecaTam, B TOM yyclie c UCIOJIb30BaHUEM
aBTOMAaTH3HPOBAHHBIX CUCTEM.

IIK 1.6. OcymecTBIATs COCTaBICHUE U OQOPMIIEHHUE CIIy>KEOHBIX HOKYMEHTOB Ha OCHOBE
TpeGOBaHUI COBPEMEHHBIX HOPMAaTUBHBIX MPAaBOBBIX aKTOB.

YpoBeHb 00pazoBaHus: cpefaHee odiee.




OmneIT paboTHI HE TpeOyeTCs.

1.2. Ilean wm 3agaum npodeccHOHATLHOTO MOIYJIS — TPeGOBAHMS K Pe3yIbTATAM OCBOCHHS
npogecCHOHATBLHOTO MOTYJIst

C OCJIbIO OBJAACHUA YKAa3aHHBIM BUJIOM HpO(beCCPIOHaJ'IBHOfI ACATCIIBHOCTU U COOTBCTCTBYIOIIUMHU
KOMIICTCHIIUAMU o6yqa}om1/n71c;{ B XO4€ OCBOCHUA HpO(pCCCI/IOHaJH)HOI‘O MOAYJIA OOJIKCH:

Baagerh, HaBbIKAMM:

- [Mprem n nepBryHast 00pabOTKa BXOJAMUX TOKYMEHTOB.
- [pensapurensHOE paccMoTpeHue u COpPTHpOBKA JOKYMEHTOB Ha
pETUCTPHUpPYEMBIE U HEPETUCTPUPYEMBIC

- [ToaroroBka BXoAAUIMX JOKYMEHTOB JIIsl PACCMOTPEHUSI PYKOBOJUTEIIEM.
- Perucrpanus BXoaamux 10KYMEHTOB.

- Opranu3zanus JOCTaBKU JOKYMEHTOB HCIOJIHUTEISIM.
- KoHTponp ucnoaHeHus: JOKyMEHTOB B OpraHHU3aluu.
- Benenue 0a3pl JaHHBIX JOKYMEHTOB OpraHU3alHH.

- Benenve nHpOpManmoHHO-CIIPaBOYHON pabOTEHI.

- O6paboTka, perucTpanust 1 OTIpaBKa UCXOIAMUX JOKYMEHTOB
- CocraBnenue n ohopMIIEHHE CITYKEOHBIX TOKYMEHTOB.

YMeETh:
- IIpoepsiTh IpPaBUIILHOCTh JOCTaBKU KOPPECHOHACHIINY; MPaBUIILHOCTD u
LEJIO0CTHOCTD BJIOKEHUS.
- OneHuBaTh coJiepKaHue MOCTYINUBIINX JOKYMEHTOB c LETbI0 nX
pacnpeneleHus.

- ITonp3oBaThCs ABTOMATU3UPOBAHHBIMU CHUCTEMAMMU Y4Y€Ta, PErucCTpaluu IIpHu pa60Te C
JOKYMEHTaMH OpTraHU3alvu.

- OrnpenensiTs MapIpyT JBH>KEHUS KOHKPETHOTO JIOKYMEHTa U  JOBOJUTH
JIOKYMEHTBI JI0 UCIIOJIHUTENEH B ONPE/IeIEHHbIE CPOKU

- Paborats CO BCEM  COBOKYIHOCTBIO HH(POPMALIMOHHO-T0KYMEHTALIHOHHBIX PECYPCOB
OpraHM3alu.

- BecTn yueT npoxoxaeHus TOKyMEHTaIBHBIX MaTepHAIIOB.

- [TocTaHoBKa MOKYMEHTa HA KOHTPOJIb.

- OCymecTBIATh MPOMEKYTOUHBI KOHTPOJIb U KOHTPOIb MPU HACTYIUICHUU JATHl UCIIOJHEHHUSL.
- HNudopmupoBath pykoBOIUTENS 00 UCIIOIHEHUH.

- CHATH TOKYMEHT C KOHTPOJISI M HAIIPABUTH HCIIOTHEHHBIA JOKYMEHT B JETIO.

— O000mare M aHATM3UPOBATH PE3YyIBTATHl KOHTPOJS 3a HCIIOIHEHHEM JIOKYMEHTOB.

— Ilonp30BaThCd aBTOMATH3MPOBAHHBIMU CHCTEMAaMH Y4YeTa, PETUCTPALMH, KOHTPOJIS U MH(OPMAIIMOHHO-
CIPaBOYHBIMU CHCTEMaMH IpH padoTe C TOKYMEHTaMH OpraHW3aIlHH.

- ITons3oBaTbes OazamMu JaHHBIX, B TOM YUCJIC YAAJICHHO.

—  Becru y4er 1OKyMEHTOB OpraHH3aLUH.
— OcymecTBIATh CIPaBOYHO-UH(POPMAITMOHHYIO paboTy ¢ UCIOIb30BaHNEM 0a3 JaHHBIX JOKYMEHTOB.



[Tomp30BaThCS aBTOMAaTU3MPOBAHHBIMU CHUCTEMaMH{ y4eTa, PETHCTPAllMH, KOHTPOJISI U HHPOPMAIIHOHHO-
CIPaBOYHBIMU CHCTEMaMHU IpU padoTe C TOKYMEHTaMH OpraHU3allHu.
IIpuMeHATH paBuiIa pycCKOro si3blKa IIPH MPOBEPKE JOKYMEHTOB IEPE] OTIPABKOM.
IIpoBepAaTs MpaBMIIBHOCTH OYOPMIIEHUST U KOMIUIEKTHOCTD UCXOISIINX JTOKYMEHTOB.
CopTupoBaTh IOKYMEHTHI II0 criocobaM AOCTaBKH, IPH HEOOXOJUMOCTH, YIIaKOBBIBATH JOKYMEHTHI H
OINPABJIATS.
Ilonp30BaThCsl aBTOMAaTH3UPOBAHHBIMH CHCTEMaMH y4eTa, perHcTpaluy, WH(GOPMAMOHHO-CIIPaBOYHBIMHU
CHUCTeMaMHt Ipu paboTe ¢ JOKYMEHTaMH OpTaHHU3allHH.
IIpMMEHATh yCTaHOBJIECHHBIN COCTAB PEKBU3UTOB B 3aBUCUMOCTH OT BHUJIA JIOKYMEHTA.
[IpaBuspHO pacronaraTe ¥ 0pOPMIATE PEKBU3UTHI HA JMCTE IIPU COCTABICHUH JOKYMEHTA.
[lpuMeHATH COBpeMEHHbIE HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHONOTHMM Uil paboThl ¢
JIOKYMEHTaMH, B TOM YHCIIE IS €€ ONTUMH3AIHH U TMOBBIMIEHHS 3 (HEeKTHBHOCTH

IIpuMeHsTh IpaBUIIa PYCCKOTO SI3BIKA.
3HATh:
HopMmaTuBHBIE NpaBOBbIE aKThl M HOPMAaTUBHO-METOAMYECKHE AOKYMEHTHI, ONpEACISIOIINE
MOPAIOK TOKYMEHTAIMOHHOTO 00ECTIEUeHUsI yIPaBICHHUSL.
CTpyKTypa Opranu3alnuy, pykKoBOJCTBO CTPYKTYPHBIX ITOApA3IeIeHU.
CoBpeMeHHbBIE HHPOPMAIIHOHHBIE TEXHOJIOTUN PabOTHI C IOKYMEHTaMH.
[Nopsimox pabOTHI C MOCTYMAIOMIMMHI JTOKYMEHTAMH.

Iopsnok paboTEI C JOKyMEHTaMH mpu  Iepepade UX Ha HCIOJHEHHUE B
nojpasAciIcHus.
IIpaBuna OpraHM3aluu u  GopMbl KOHTPOJIS HCIOJIHEHHUS JOKYMEHTOB B
OpraHH3aluu.

Tunoseie CPOKH UCITIOJIHECHHA JOKYMCHTOB.

[TprHOHTIBEI pabOTHI CO CPOKOBOW KapTOTEKOM.

Haznadenue u TEXHOIOTHS TEKYIIErO M MPEayPEeIUTEeIbHOTO KOHTPOJIS.

[TpaBuna cocTaBieHUs] aHAJUTUYECKUX CIIPABOK MO OPraHM3aliH paboThHl ¢ JOKYMEHTaMH H
KOHTPOJTIO HCITOTHEHUS IOKYMEHTOB.

[paBuia CO3TIaHUS U BEACHHS 0a3  JaHHBIX CITyKEOHBIX JTOKYMEHTOB B
OpraHH3aLuH.

CucTeMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTa.
[IpaBuna 1 CPOKM OTIIPABKU UCXOJAIINX JOKYMEHTOB

Bunbl 10KyMEHTOB, UX Ha3HAYECHHE.

TpeOoBanus, npenbsABIIEMble K JOKYMEHTAM B COOTBETCTBUU C HOPMATUBHBIMU NPABOBBIMH aKTAMU
U TOCYIapCTBEHHBIMU CTAHIAPTAMHU.

IIpaBuna COCTaBJICHUS u oopmenns WH(}OPMaIMOHHO-CIIPAaBOYHBIX,
OpPraHM3allMOHHBIX, YIIPABICHUYECKUX JOKYMEHTOB.



1.3. KoamyecTBo 4acoB Ha ocBoeHHe NMPOrPaMMbl NPOQeCCHOHATLHOTO MOTYJIS:

Bcero — 450 yacoB, B TOM 4YHCJIC:

MaKCHMAaJIbHON y4ueOHOIl Harpy3ku oOyuaromerocsi — 192 gaca, Bkiroyasi: 00s3aTeIbHON ayAUTOPHOMN
yueOHOI Harpy3ku oOydatorierocss — 104 gaca; caMOCTOSITETPHONW paboOTHI o0ydaromerocss — 76 9acos;
MPOMEKYTOYHOH arTecTanuu —12 yacoB; yueOHOH MpaKTUKH —

72 yaca; NpoU3BOACTBEHHON MpakTUku — 180 yacoB. 3K3aMeHa

M0 MOJYJI0 — 6 4acoB.



2 PE3VJBTATBI OCBOEHUS TPO®ECCUOHAJIBHOTO MOJYJIS

PesynmpraroMm ocBoeHHs Tpo(EecCHOHATBHOTO MOIYJS SBISETCS OBJAJeHHE OOyYalOIUMHCS BHIOM
npodecCHOHANBHON AesATeNbHOCTH [IOKyMEHTAallMOHHOE O0ecIeYeHne AEATeIbHOCTH OpraHU3alld, B TOM
yrcine npodeccuonanpHbMU (1K) u o6mmu (OK) koMneTeHnnsaMu:

Kon HaunmeHnoBaHnue pe3yiabTara 00y4deHHs

BI1 JlokyMeHTHpOBaHKE YIIPaBICHYECKOH JEATeNIbHOCTH M OpraHu3aius padoThl C
JOKYMEHTaMH

IIK 1.1. OCyIIecTBIIATh TPUEM, MEPBUYHYIO OOpaOOTKY ¥ PETUCTPAIAI0 TOCTYTAIOIIeH
KOPPECHOHACHLIUH B TOM YHUCIIE C UCIONIb30BAHINEM aBTOMATH3UPOBAHHBIX CHCTEM.

IIK 1.2. [lepenaBaTh JOKYMEHTBHl Ha MCHOJHEHHE B IOAPA3IECIECHUSA C YYETOM PE30IIOLUHU
PYKOBOJIUTENEH OpraHu3aluH.

IIK 1.3. OCyIIeCTBIIITh KOHTPOJIb MCIIOTHEHUS TOKYMEHTOB B OpraHU3alliH, B TOM YHCJIC C
HCIIOJIb30BAHUEM aBTOMATHU3HPOBAHHEIX CUCTEM.

IIK 1.4. Bectn 0a3pl HaHHBIX AOKYMEHTOB OpPraHU3alMM M CIPaBOYHO-MH(POPMAIMOHHYIO paboTy
110 HUM.

IIK 1.5. OcymiecTBisITh 00pabOTKY, PETHCTPAIMIO W OTIPABKY HCXOJAMIEH NTOKYMEHTaIluu
azpecaraM, B TOM YHCJIE C UCIIOIH30BAaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

IIK 1.6. OcCyIIecTBIATh COCTaBlieHHE M O(QOpPMIICHUE CITy’)KEOHBIX JTOKYMEHTOB Ha OCHOBE
TpeOOBaHMI COBPEMEHHBIX HOPMATHBHBIX MTPABOBBIX aKTOB.

OK 01. Bribupats CIIOCOOBI pelenus 3az1a4y npodeccuoHaIbHON JIESATENbHOCTH
MPUMEHHUTEIHFHO K Pa3INYHBIM KOHTEKCTaM

OK 02. Hcnonp3oBaTh  COBpEMEHHBIE  CPEACTBA  IIOMCKA, AaHaNU3a U HMHTEPIPETALHU
uHpOpMaLnH, 1  UH(pOpPMALHUOHHEIC TEXHOJIOTHU IUIST  BBIIOMHEHUS  3ajad
npodeccHoHATBHON AEATEIEHOCTH

OK 03. [TmanupoBaTe U peaan30BBIBATH COOCTBEHHOE MPOGECCHOHAIFHOE M JIMYHOCTHOE Pa3BUTHE,
MPEANPUHUMATENBCKYIO JICATEIBHOCTh B MPOGECCHOHANBHONU cdepe, NCIONB30BaTh 3HAHUS
M0 TpaBOBOH W (DMHAHCOBOW TPAMOTHOCTH B Pa3IHYHBIX
KMU3HEHHBIX CUTYyaIUsIX

OK 04. O¢ddexTHBHO B3aMMOAEHCTBOBATh M pabOTaTh B KOJUICKTHBE M KOMaH/IE

OK 05. OcCyIIecTBIATh YCTHYIO M MUChbMEHHYI0 KOMMYHHUKAITUIO HA TOCYAaPCTBEHHOM SI3bIKE
Poccniickoit ®Denepanmm ¢ y4eToM OCOOCHHOCTEH COLHANBHOTO M KYyJIBTYPHOTO
KOHTEKCTa

OK 09. ITonb30BatTecs po¢ecCHOHAIBHON JOKyMeHTanuen Ha  TOCYIapCTBEHHOM u

HHOCTPAHHOM A3bIKax




3 CTPYKTYPA U COJIEPXKAHUE MPO®ECCUHOHAJILHOI'O MOY.JISA
3.1 TemaTnyeckuii IUIaH NPogecCHOHATBLHOTO MONYJISI

O0bem BpPEMEHU, OTBEJIEHHBIH HA OCBOEHHE

IIpomeixy

IIpakTuka
MEKIUCIUINIMHAPHOI 0 Kypca (KypcoB) TOYHAA
CamocrosiTenbHas arrecran
Bcero Oo6s13aTesIbHAS Ay IUTOPHAS y4eOHasi
Koanl paGora U IIpousBoacTBeHHast
HaunmeHoBaHust 4acoB Harpyska ooyuaroierocst
npodeccno 00y4arouerocst (o npodutro
pa3aeJioB (maxe.
HAJIbHBIX B T.4. 4acoB CIenuaIbHOCTH),
npo¢ecCHOHATIBLHOTO yuebnas B T.4., B T.4., YueoHas,
KOMITETEHIL « J1abopaTopHbIe 4acoB
. MOYJIst Hazpyska u KypcoBas KypcoBasi 4acoB
it Bcero, padoTsl 1 Bcero, (ecnu npedycmompena
NPaAKmMuKi) padora pabdora
9acoB NMpaKTHYeCKHe 4acoB paccpedomoueHnas
(mpoekT), (mpoekr),
3aHsITHS, NpaKmuxa)
9acoB 4acoB
JacoB
1 2 3 4 5 6 7 8 9 10
OK.01, Pa3nen 1.
OK.02, JloKyMeHTHpOBaHUE
OK.03, M OPraHU3AIHUS
OK.04, paboTEI ¢
OK.05, opuuMaabHBIMHA
OK.09 JOKYMEHTAMM
K 1.1, K | MJK 01.01 92 52 30 _ 38 _ 6 _ _
1.2, IIK 1.3, | Opranuzamnus
IIK.1.4, IIK | nokymeHTOOOOpOTA U
1.5, IK.1.6 | noKkyMeHTUpOBaHUE
YIPABICHUECKON
JIeSITeIEHOCTH
OK.01, Paznen 2.
OK.02, Opranuzanus
OK.03, paboTEI ¢
OK.04, | nTokymentamu B 96 52 30 38 6 — —
OK.05, aBTOMaTHU3MPOBAHHBI
OK.09 X cucTeMax

* Paszgen mpodecCHOHAIBHOTO MOJYJIS — YacTh MPOrPaMMBI TIPO(ECCHOHAIBHOTO MOJIYIIA, KOTOpas XapaKTepU3yeTCsl JIOTHUECKOM 3aBEpIIIEHHOCTHIO U HalpaBjieHa Ha
OCBOEHHE OJTHOW MJIM HECKOJIBKUX MPO(eCCHOHANBHBIX KOMIIeTeHIIUH. Pa3en npodeccnoHaibHOT0 MOIYJISE MOKET COCTOSATh U3 MEKAUCIUIUIMHAPHOTO Kypca WU €ro
YacTH M COOTBETCTBYIOIIUX 4YacTell ydeOHOM W MPOU3BOJCTBEHHOHM NpakTuK. HamMeHoBaHue paszziena npo(ecCHOHAIBHOTO MOJIYJs JOJDKHO HAYMHATHCS C
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OTIJIaroJIbHOTO CYIIECTBUTEIBHOIO U OTPaXXaThb COBOKYITHOCTH OCBaBAaCMbIX KOMHeTeHHI/Ifl, yMeHI/Iﬁ 1 3HaAHUH.



IIK 1.1, IIK | MJIK 01.02.
1.2, IIK 1.3, | MadopmaruonHo-
NK.1.4, K KOMMYHHUKAITHOHHBIC
L5, IK.1.6 | rexponorun B
JIEIIOTIPOU3BOJICTBE
IIK 1.1, IIK | IIpakTuku (1o
1.2, IIK 1.3, | npoduiio
IK.1.4, [IK | cnenuajibHOCTH), 252 72 180
1.5, IK.1.6 | gacos
JK3aMeH MO MOAYJII0 6 6 — —
Bcero: 450 104 60 76 18 72 180
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3.2. Conep:xaHue o0yuenus mo npodeccuonaibHomy moaysaro (ITM)

HaumenoBanue Conep:xanue yuyeOHOro MaTepuaJja, JadopaTopHblie pPadoThl M NPAKTHYECKHE 3aHATHS, Yposennb Koapi
pa3aenoB U TeM caMoCTosITeJIbHAsA padoTa 00y4aromuxcst OCBOEHMs KOMIeTeHIMiA,
O6nem ¢opmupoBanuio
KOTOPBIX
"Hacos CNocoOCTBYET
3JeMeHT
MPOrpaMMblI
1 2 3 4 5
Pa3nen 1. JlokyMeHTUpPOBaHUEe M OpraHu3anus padoTsl ¢ OPUIMAIBLHBIMH JOKYMEHTAMU
MJIK 01.01 Opranusanuu JOKyMEHT0000p0OTa U JOKYMEHTHPOBAHUS YNPABJICHYECKOH NeATEJbHOCTH
1(3) cemecTp
Tema 1.1. KpaTkasn Conep:xanue 2
HCTOpHsH OPraHUu3aAlNU JHenonpou3soactso B JIpeBHeit Pycu OK.01, OK.02,
M TEXHOJIOTUN ITpukasHoe AENONpPON3BOICTBO OK.03, OK.04,
ACJIONPOM3BOACTBA B Koumexckoe nenonpon3BoacTBoO OK.05, OK.09
Poccun VcriomHuTebHOE JIETOTPOU3BO/ICTBO HK.1.1-NIK.1.6
CoBeTckoe AeI0npON3BOICTBO
[pakTuyeckue padoThl
Tema 1.2. Cucrema Coaep:xanue 2
JeJIONPOU3BOCTBA Henonpon3BoacTBo: ey, 3aJadyd W OCHOBHbIe  MNpUHIUIBL.  OCHOBHBIE  BUJBI OK.01, OK.02,
JIEJIONTPOU3BOJICTBEHHOMN NEATEIILHOCTH JIOKyMEHTUPOBaHUE JIeSITeILHOCTH OK.03, OK.04,
OpraHu3aIus JTIOKYMEHTO000POTA; (dbopMupoBaHHE JIOKYMEHTAJIBLHOTO dbonma OK.05, OK.09
OpraHu3amniy (CUCTEeMATHU3alMsl JOKYMEHTOB W OPTaHU3ANMs WX TEKYIIETO XPAaHCHWS); NK.1.1-IIK.1.6
opraHu3amusl JOCTyma K JOKyMEHTaM H UX Hcmonb3oBanus.  OOmepoccuiickue
KJIACCU(UKATOPBI TEXHUKO-IKOHOMHUYECKOU U COIMAIBHOM MH(OopMannu
[pakruueckue padoThl
Tema 1.3 Conep:xanue 2
JIOKyMeHTHpOBaHHAsA JloKkyMeHTaJIbHbIE HUCTOYHUKH. ITonsiTne «JIOKYMEHT». Bunbt JOKYMEHTOB. OK.01, OK.02,
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uHopmanms

locynmapcTBeHHBIE CTaHAAPTHl Ha JOKyMeHTamuio. IloAroToBka Ciy>KCOHBIX TOKYMEHTOB.
OdopmiieHre yIpaBIIEHYECKOW JOKyMeHTauu. TpeOboBaHUs K 0pOPMICHUIO JOKYMEHTOB.
Cucremsr noxymeHrtanuu. [loHstue cucremsl mokyMeHTanuu. OCHOBHBIE (PYHKIIMOHAIBLHEIC
CHUCTEMBl JOKyMeHTaruu B Poccuiickoir @Denepanuu. YHUDHUITUPOBAHHBIE CHUCTEMBI
JIOKYMEHTAIHH.

IIpakTuyeckne padoThl

OK.03, OK.04,
OK.05, OK.09
MK.1.1-TK.1.6

Tema 1.4
NupopmannonHo-
AOKYMEHTAIIMOHHOE
o0ecneyeHnue padoThl
anmapara
yIpaBJeHust

Conep:xxanue

Pons rocynapcraa B OpraHu3auuu JIEJIONPOU3BO/ICTBA. HNudopmannonso-
JOKYMEHTAIIMOHHOE obecreuenne  paboThl  ammapaTa  YIOpaBICHUS  OpraHU3aIUU.
OcHOBHBIE BHIBl JIOKYMEHTHOH JesrenbHOCTH. HHpopmanuss B  yHpaBiIeHUECKOW
JEATEIBHOCTH. VYnpasnenue JOKyMEHTAaIue. Opranunzanus nH(}OpMaMOHHO-
MOMCKOBBIX CUCTEM IO TOKYMEHTaM YUpPEKICHUS.

HopmaTtuBHO-nipaBoBast 0a3a JTOKyMEHTHPOBaHUS YIPABJIEHUYECKON  JESITEIbHOCTH.
CranmapTsl B JOKyMEHTHPOBAHUY YIPaBICHUECKOW AearensHoCTH. KiaccudukaTopsl u
YHUGUIIUPOBAHHBIE CHCTEMBI JOKyMeHTanuu. OOmepoccuiickue Kiaccu(QuKaTophl
TEXHUKO-2KOHOMHYECKOH M coluanbHOi mHpopMmanuu. HopMaTHBHBIE NPaBOBBIC aKThI
MEXBEIOMCTBEHHOIO U BEJAOMCTBEHHOro xapakrtepa HopmaTuBHO-MeTOAMUYECKOE U
mpaBoBoe  obecreueHue CTaHJApTU3aLUU, aBTOMATHU3alUuU n  1nudpoBU3aLUU
JeNONPON3BOJICTBA

IIpakTuyeckne padoThI

PaboTta co cmpaBOYHO-IPAaBOBBIMHM CHCTEMaMH IO ITOMCKY M COCTaBICHHIO ITIEpEUHs
HOPMaTUBHO-IIPABOBBIX 51 HOPMaTUBHO-METOAUYECKUX JIOKYMEHTOB,
perimaMeHTUPYIOLINX JIOKyMEHTUPOBaHUE YIIPABICHUECKON JESITENIbHOCTH,
opraHuszaiui  paboThl ¢ OQUIMAIBPHBIMH  JOKYMEHTAMH W apXUBHOE XpaHCHHE
nokymeHToB. Knaccuduxanust HOpMaTUBHBIX IOKYMEHTOB 110 MX IOPUUUECKON CUIIE.

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
IIK.1.1-1IK.1.6

Tema 1.5.

Conep:xanue

12




Opranuszauus
JOKYMEHT0000poTa

Opranuzanus JnokyMeHTooOopoTa. lloHsTHE nOKyMeHTOOOOpOoTa. XapaKTepUCTHKHU
JOKyMEeHT0000poTa. KauecrBenHnsie u KOJIMYECTBEHHBIC XapaKTePUCTUKH
JOKyMEHT0000poTa. IIpyHIMOBI ~ OpraHMU3aLUU JOKYMEHTO000pOTA. [ousTue
«IOKYMEHTOIIOTOKH». MapmpyTu3anus TOKYMEHTOIIOTOKOB: BXOJSIINE, HCXOISIINE,
oOpamieHuss TpaxgaH, BHYTpPEHHHE  OJIEKTPOHHOE  AEJIONPON3BOJACTBO. OcCHOBHbIE
MOHATHS 3JIEKTPOHHOTO IoKymeHTooOopora. Ilomstme o cucremax 2JI0 m ECM-
cucremax. [lpaBuna mapuipyTus3aluu JOKYMEHTONOTOKOB B cucremax OO0 u ECM-
cucreMax. OCOOEHHOCTH TOKYMEHTHPOBAHHS M OPraHU3allMM padOThl C TIOKYMEHTAMHU B
TOCYAapCTBEHHBIX OpraHax MeTo/pl palroHaNIn3aluy JOKYMEHT0000poTa.

OKcrneauuuoHHas 00padoTKa MOCTYHAIOMICH KOPPECIOHICHIINH. IIpenBapurensHoe
paccMoTpeHue JIOKyMeHTOB.  Paccmorpenue KOPPECTIOHICHIIUU PYKOBOAWTEIIEM.
[lepemaua  MOKYMEHTOB B CTPYKTypHBIE  moapasmeneHus.  llpaBmia  opraHu3amuu
JOKYMEHT0000pOoTa BXOJSIIEro JoKymMeHTorotoka B CO/1.

O6paboTka OTIIPaBISEMOI KOPPECHOHICHIIUH. IIpaBuna OpraHM3aluu
JOKYMEHT0000pOTa UCXOAAIIETo ToKyMeHTonoToka B CO/I.

JloKkyMeHTOOOOPOT HCIOTHUTES.

Opranu3zanus IBUKCHUSI HHULIUATUBHBIX JOKYMEHTOB U UX IPOEKTOB.

[oncuer u onTUMH3aNHS JOKYMEHTO000pOTA.

[pakruueckue padoTbl

14

CocraBieHue cxemMbl JOKyMEHT0000poTa OpraHU3aIuy.

OcobenHocty 00pabOTKH BXOAAIUX HOKYMEHTOB. CTpyKTypa 0a3 JaHHBIX JOKYMEHTOB.
O06paboTka UCXOMAMMNX WIIN OTIPABIIEMBIX JOKYMEHTOB. COCTaBICHHE OIEepOTPaMMBbI
paboTHI C HCXOMAMMMYU AOKyMeHTaMu. OTrnpaBka f0oKyMeHTOB B COJ]

[opsimox mMpoxoXaeHNUsI BHYTPEHHUX JOKyMeHTOB. CocTaBiIeHHE OMeporpaMMBl PaOOTHI

C  BHYTPCHHHMH JOKYMCHTaMH. IlpaBuna  opraHu3anuu JOKyMEHTO000pOTa
BHYTPEHHETO TOKyMeHTOonoToka B CO/I.

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
IIK.1.1-1IK.1.6

®DopmMa KOHTPOJIS

KOJUIOKBUYM

2(4) cemecTp

Tema 1.6.
Perncrpanus n
KOHTPOJIb
HCIIOJTHCHUS
AOKYMEHTOB

Conep:xanue

1. Perucrpauuss HOKyMEHTOB — 3HAad€HUE W 3a/ayu. Nnnekc noxymenta. Dopmbl
perucTpanu AOKyMeHTOB. JKypHasibHas, KapTO4yHas M aBTOMATH3MPOBaHHAas (HOpPMBI
Komnsiorepabie 6a3bl JaHHBIX.

2. llenu 1 ypoBHU KOHTpPOJIA UciofHeHHsl. OCHOBHBIC 3a71auu CIIYKObl KOHTpoJisA. Cpoku
HCIIOTHEHUS JOKYMEHTOB. [locTaHOBKa JOKyMEHTa Ha KOHTPOJb U CHATHE C KOHTPOJIS.

I[pakTuyeckne padoTh

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
IIK.1.1-1IK.1.6
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Ipakruyeckoe 3ansitue Ne 6. Perucrpanus BXOISMIIUX JTOKYMEHTOB B JJIEKTPOHHOM
)ypHaie B TaOIUIHOM penakTope.

IIpakTnueckoe 3ansaTue Ne 7. Perucrpainus ¥ KOHTPOJb UCIOTHEHUS HCXOMISIIUX
JOKYMEHTOB B 3JICKTPOHHOM >XKypHaie B TaOnuuHOM pemakTope.

IIpakruyeckoe 3ansiTue 8. Perucrpanuss U KOHTPOJb HCIIONHEHHS BHYTPEHHHX
JOKYMEHTOB B 3JICKTPOHHOM JKypHase B TaOIMYHOM pemaakTope.

Tema 1.7.
OcobennocTn
OpraHu3anmun
JIOKAJBLHBIX CHCTEM
pa6oThI ¢
AOKYMEHTaMU

Conep:xxanue

16/6

1. Opranuzanmss paboTel ¢ oOpamieHusMH rpaxkmad. IIpaBoBas 06a3za paGoThl ¢
OOpaIieHus IMH  TpaX<IaH. TpeboBanus mo odopmuennto obpamenuii. Ilopsook
0o0paboTku oOpamienuii TpaxkaaH. Peructpanmst obpamenuil rpaxgad. Kontpoms 3a
paccMoTpeHrneM oOparieHui rpakaan. Padora ¢ oopamenusimu rpakaan B CO/I.

2. JlokyMeHTHpOBaHHE pPabOTHI ¢ MepcoHanoM. Kommiekc kaapoBoil JOKYMEHTAaIWU.
JloKkyMeHTHpOBaHNE NpHeMa, IepeBoja Ha APYTyio paboTy W YBOJIBHEHHS pabOTHHKA.
JloKyMeHTHpOBaHNE HOOUIPEHUsT ~ PAOOTHUKOB M  HAIOKEHUS  JUCLHUIUIMHAPHBIX
B3bICKaHU. ®opMHUpOBaHUE JHMYHOIO Jejla COTPYJHHUKA. 3aIlMTa IEPCOHAIBHBIX
JIaHHBIX B KaIpoBo# cimyx0Oe. Paborta ¢ kagpoBbiMu gokymeHTamu B CO/I.

3. Opranmzanuss pabOTHl ¢ KOHPUACHIHAIGHBIMA JOKYMEHTAMH. be3onacHocth
LHEHHBIX HMH(GOPMAIMOHHBIX pecypcoB. lleHHas wHopmanus W KoH(UAECHIHMATILHBIC
JNOKyMeHTHI. PernmameHTanns coctaBa KOH(QUWICHIHAIBHBIX CBEACHWH M JOKYMEHTOB.
JlokyMeHTHpoBaHNe KOH(UICHIHAIbHBIX cBefeHUN. [lopsanok paboThl HCHIOTHUTENEH C
KOH(UICHINATbHBIMU JOKYMEHTaMH W CBEICHUSIMHU.

IIpakTuyeckne padoThI

IIpakrnyeckoe 3ansTe Ne 9. IIpaBuna mpuema, oOpaOOTKH, HCHONHEHHS M ydYeTa
oOparieHu#t rpakiaH

IMpakTuuyeckoe 3anaTue Ne 10. fokymeHTHpoBaHUE TIpueMa Ha paboTy. JIOKYMEHTHI,
HeoO0XOIuMBIe Ui IpreMa Ha paboTy W YBOJIbEHEHHS C paboTEHI.

IIpakruuyeckoe 3auaTe Ne 11. TIlopsmox  paboTel ¢  KOH(pHUISHIHAIBEHBIMH
JOKYMEHTaMH U MaTepuagaMH. Odopmnenue, o0paboTka U XpaHEHHE
KOH(UICHINAIBHBIX MATEPHUAIIOB

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
MK.1.1-TIK.1.6

Tema 1.8.
OpraHu3anMoHHoe
MOCTPOCHHUE CJIYKObI
AOKYMEHTAILMOHHOI0
obecnieueHust
ynpasJieHHusI

Conep:xanue

1.  OpraHuzanuoHHas CTPYKTypa  CIOyXObl ~ JIOKYMEHTALlHOHHOI'O obecrieueHus
ynpasneaus. Popmpl opraHu3anuy AOKYMEHTAIMOHHOTO OOECHeYeHUs YIIpaBJICHUS
(10Y). 3Bamaum wu o¢yakuoum  cayx6er  JIOY. Tlomoxkenwme o cayxbe JOV.
Pernamentanus JEATENBHOCTH paboTHHUKOB cryx6er  JIOY.  HWucTpykmus 1o
JOKYMEHTAIlIOHHOMY OOecIiedeHn o yrpaBieHus. HopMupoBaHne NOKYMEHTAIIMOHHBIX

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
IIK.1.1-1IK.1.6

14




paboT ciy>k0bl TOKYMEHTAI[MOHHOTO 00eCIeueHUsl YIpaBICHUS
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IIpakTnyeckne padoThbl

OO053aHHOCTH ¥ OTBETCTBEHHOCTH JICTIONIPOU3BOIUTEIIS.

DopmMa KOHTPOJIsA

IK3aMCECH

Paznen 2. Opraﬂmaunﬁ paﬁOTLI C JOKYMEHTAMHU B aBTOMAaTU3UPOBAHHBIX CUCTEMaX

MJK 01.02. UndopMauMOHHO-KOMMY HUKAIIMOHHbIE TEXHOJOTHH B J1€JIONPOU3BO/JCTBE

1(3) cemecTp

Tema 2.1. Conep:xxanue
Komneorepusanus KowmrmproTep kak cpeicTBO aBTOMaTH3aluu MHQpopMarmoHHbIX mporieccoB. [IK B coBpeMeHHOM OK.01, OK.02,
A€JIONPOU3BOJCTBA nemonpousBoacTee. OdwucHble WHOOPMAIMOHHBIE CHUCTEMBI. ABTOMAaTH3aUsl  pabOTHI ¢ OK.03, OK.04,
JokymeHTamu. IloHsTHE aBTOMaTHU3UPOBAHHOIO pa60qero OK.05, OK.09
Mecta (APM) nenompou3BoanTENS. K.1.1-1IK.1.6
IIpakTnyeckue padoThI
Tema 2.2. Copepxanue
IIporpammHoe OcHOBHBIC TTOHSITHS IPOTPaMMHOTO obecnieueHust kommbtorepa. [Iporpammuoe obecrieuenue I1K. OK.01, OK.02,
obecreyeHue PasnoBuaHocTu mporpamm. Omeparnonnsie cuctembl (OC). Knaccudukanus omepandoHHBIX OK.03, OK.04,
KOMIIbIOTEPa CHCTEM. OK.05, OK.09
[TakeTsl MPUKIAAHBIX TIPOrpaMM JJs pelieHdus MNpodecCUOHANBHBIX 3a/Jay: PEeaaKTOPbI InK.1.1-11K.1.6
JOKYMEHTOB, TaOJIMYHBIE TIPOIIECCOPBI, W3IATEIBCKHE CHCTEMBI, IPOTPaMMbI IMOJITOTOBKH
Mpe3eHTaIui, rpadudeckue perakTophl, MPOrPaMMBbl TSI AaHUMAITUH, IIPOTPAMMBI TIEPEBOAIUKH,
MPOTrpaMMBl JJIsl aBTOMATH3AIMH 3JIEKTPOHHOTO JIOKYMEHTO000POTA.
daiinoBas cucrema. Onepannu Haxa Qaitnamu. CucremMaTn3anus HHGOOPMAMH C TOMOIIBIO MATIOK
u aitio. Pabora ¢ daiinamu U Karajgoramu
IIpakruueckne paGoTbl
Tema 2.3. CpeacrBa u Conep:xanue
TEXHOJIOTUM CO3JaHMsI MU | OOpaboTka TeKcTOBOW WH(pOpMamuy Ha KommbloTepe. TeKCTOBBIH Ipoleccop M ero OK.01, OK.02,
00paboTKH TEKCTOBO HasHaueHue. PeIakTHPOBAHNE TEKCTA JOKYMEHTOB. OK.03, OK.04,
IIpakTuuyeckne padoThl OK.05, OK.09
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uHopmManmn IIK.1.1-11K.1.6
Odopmnenne Texcta. Hactpoiika mHTepdeiica TEKCTOBOTO penakTopa, ImapamMeTpoB CTPaHHIIBI.
Pacnonoxenue Ttexcra. Odopmnenue absaies. PyOpuku, BeiaeneHus B Tekcre. OdopmieHue
3aroJOBKOB.
[Ipuémsl pemakTHpoBaHHA TekcTa. PemakTmpoBaHme permcrpa OykB Tekcra. PaccraHoBka
MEepeHocoB cnoB. Pa30nBka TekcTa Ha cTpaHUUbL. Pa3peiBbI cTpaHuL, KOJTOHTUTYBL. Co3maHue
aBTOMAaTHUYECKOTO OIVIaBJIEHUA B MHOTOCTPAHUYHOM JIOKYMEHTE B TEKCTOBOM DPEIAaKTOpE.
CHockH.
Ilepememenust B MHOTrOCTpaHMYHOM Tekcre. Pabora c¢ 3akiagkamu. OTBICKaHUE
KYTEPSIHHOTO» JOKyMEHTA.
BeraBka rpaduueckoro m3zoOpaxkeHHs B TEKCT, M3MEHEHHE €ro IOJIOKEHHWS Ha CTpaHHIIE.
TexHONOTHA BCTaBKM B JIOKYMEHT 00BekTa SmartArt. BcTaBka CHOCOK, MpUMEYaHUN B TEKCT
JOKyMEHTa B TEKCTOBOM PEIaKTOpe
HHCcTpyMeHTHI IPOBEPKH TEKCTa HOKYMEHTOB B TEKCTOBOM pepakrtope. IIposepka opdorpaduu
Tekcra. [IpoBepka rpaMMaTUKH U CTHIIHCTHKU.
Pabora c ucmpaBiIeHUAMU OTPEIaKTUPOBAHHBIX AOKYMEHTOB. CpaBHEHHE BEpPCUH OKYMEHTOB.
OObeanHEeHNE MPABOK PAa3HBIX PENAaKTOPOB.
Tema 2.4. Conep:xanue
@®opmaTHpoBaHue Omnepanyu popMaTHPOBAHUS. OK.01, OK.02,

JOKYMCEHTOB H MX IeYaThb

IIpakTnyeckue padoTbl

dopmaTHpOBaHNE MHOTOCTPAHHMYHOTO JOKYMEHTa B TEKCTOBOM pemaktope. DopmaTtupoBaHme
CHMBOJIOB (IPHU(THI) U a03a1eB (OTCTYIBI M MHTEPBAJbI, OJIOKEHHE HAa CTpaHUIle). TaOysius.
dopmarupoBanme Tekcra. Co3maHne TEKCTOBBIX KOJMOHOK. Co37aHme CIUCKOB (MapKUPOBAHHBIX
1 HyMEPOBaHHBIX)

Pabora co ctunsamu TOKyMEHTOB. Pa3nwdHbIe ctocOObI CO3aHMs CTHIICH.

Coznanue n pegaktupoBanue Tadmun. OcHOBHBIC TpeOOBaHUA K (GOpME U OCTPOCHUIO TAOJHII.
Odopmnenne HyMeparHOHHOTO 3arooBka Tabmuiel. OdopMiieHHe 3aroI0OBKOB | rpad.
KonTekcTHble BKIAAKU Ui paboTHl ¢ TaOIKUIIaMU B TEKCTOBOM penakTope Pasnnuneie mpuémsl
paboTel c TabmuuamMu B TEKCTOBOM penakTope. COpTHpOBKa NaHHBIX B TaOIHUIE.
Brerancnenus B Tabnumax.

[ledats ToTOBOrO NMOKYMeHTa. HacTpoiika peKMMOB IeYaTH TEKCTOBOTO JIOKyMeHTa. Pabora c
MPHHTEPOM.

OK.03, OK.04,
OK.05, OK.09
IIK.1.1-1IK.1.6

Tema 2.5. Cpencra u

Conep:xxanue
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TeXHO0JIOTHH PadoThI ¢
3JIEKTPOHHBIMHU

DNEeKTPOHHBIE TAOIMIbI: Ha3HAYCHHE, BO3MOXKHOCTH, MPUHITUIIBI YCTPOHCTBA, 00JIacTh
npumeHeHus. O0paboTka TaHHBIX: BUIBI ONEpAllMii, MpaBUia BBHIIIOIHEHUS, OCHOBHBIC

OK.01, OK.02,
OK.03, OK.04,
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TadauIaMn crmocoObl. PaboTel ¢ sA4elikaMu, CIMCKaMM, Oa3aMM JaHHBIX, TaOJHIIAMHA:. BHIBI, OK.05, OK.09
MPUMEpPbI, OCHOBHBIE MpHEMbl paboThl. JlparpamMmbl: oOIIHWE CBEICHHWS OCHOBHBIC IIK.1.1-11K.1.6
KOMITIOHEHTHI, ~ NPUHLMIBI  OpPTaHU3allM{  JAHHBIX, TOPSIJOK  CO3JaHHUS  JHarpaMM.
CoprupoBka, ¢punsTpanus u GopMaTupoBaHUe JaHHBIX B TaOJIHIIaX
IIpakTuyeckne padoThI
Co3zmanne Tabmun B TaONMYHOM pejakTope W UX (GopMaTHpoBaHHe. THIBI JaHHBIX,
WCIIONB3YEeMBIX B TaOnmdHOM pemaktope. Pabora c seiikamu, crmcKamu, 0a3amMH JTaHHBIX,
TabNIMUAMU: BUJBI, TPUMEPH], OCHOBHBIE TIPUEMBI PAOOTEL.
Brmonnenne  pacy€éroB B ONEKTPOHHBIX — Tabmumax. @Dopmynsl.  AGcomoTHas U
OTHOCHTENbHAs aJpecanus
JuarpamMmbl: oOmive CBeleHUS OCHOBHBIE KOMIIOHEHTBHI, NPHUHIMIIBI OPTraHW3allMH JaHHBIX,
MOPAIOK co3maHus auarpamM. llocTpoeHne u peJakTHpOBaHHUE JHarpamMm
HacTpoiika IuCTOB KHUTU HA [1E€4YaTh.
Tema 2.6. CpencrBa u Conep:xanue
TEXHOJIOTHsI PadoThI MynpTiMeIna: TTOHSTHS, OTIpeieNIeH s, ANTapaTHbIe CpeaCcCTBa MyJIbTHMEeANa (3BYKOBBIE KapThl, OK.01, OK.02,

cO3JaHus
Nnpe3eHTanui

BHJIEO KapThl, MUKPO(OHBI, aKyCTHIECKHE CUCTEMBI): BH/IBI, CIOCOOBI MOAKIIIOUEHUS, (QYHKIINH.
Pasnuunbie cpenctBa cozpanus nHGorpaguKu.

Co3nmanue npezeHTanuii. [11abroHb! mpe3eHTaIHi.

Co3nmaHue mpeseHTauMi ¢ runepcceUikamu. HacTpolika anumanuu Texcra. JloOaBieHue
IEPEXOI0B MEXY claiinamu. BeraBka 3Byka U BUIEO.

IpakTnyeckue padoTnl

Co3aHue TUNEPTEKCTOBOM Mpe3eHTauuu B crnenuaiusupoBanHoMm I[I0 s moArotoBku
npesenTanui. Co3ganue coocTBeHHOro mabsiaoHa. PaGora co chaiimamu. BeraBka 0oObEKTOB Ha
Claiil, ”3BMEHEHHUE UX MOJIOKEHU. YTpaBieHUE cIosiMU ciaiijia Micronb3oBaHUe THIEPCCHIIOK
B Tpe3eHTannu. HacTpoilka aHWUManMu TeKCTa W

00BekTOB. JloOaBiIleHNE MEPEX0I0B MEXKITy Ciaimamu. BeraBka 3Byka M BHIICO.

OK.03, OK.04,
OK.05, OK.09
IIK.1.1-I1K.1.6

Tema 2.7.
Hcnoabn3oBaHue
TexHogornu OLE

Conep:xanue

CrennanpHasi BCTaBKa (pparmMeHTa JOKyMEHTa B Ipyroi TOKyMeHT BceraBka
CBSI3aHHBIX OOBEKTOB B JOKYMEHT
BcraBka ¢parmenTa daiina TaOMUIHOTO perakTopa B IOKYMEHT TEKCTOBOTO PEIAaKToOpa C

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09

YCTaHOBKOM CBSI3U K.1.1-1IK.1.6
IIpakruyeckue padoThl
Cas3biBanue U BHeaApeHue 00bekToB (OLE)

Tema 2.8. Coaepaxanue

DJIEKTPOHHBIE 0a3bI Omnpenenenue u kinaccudukamnus 6a3 ganusix (bJl) mo xapaktepy u cmoco0y XpaHEHHSI. OK.01, OK.02,
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JAHHBIX B CUCTEME

ApxuTekTypa cucteMsl 0a3 naHHbIX. CTPYKTYpbl AaHHBIX. CHcTeMa ynpaBiaeHHs 0a3aMH JaHHBIX

OK.03, OK.04,

JeJIONPOU3BO/JICTBA (CYBH). Haznauenne CYB/l. Knaccudukarus CYbBJl. @ynknuonansabeie Bo3MoxkHOCTH CYBJ] OK.05, OK.09
TexHonmoruu paboOTHl ¢ 0a30i AaHHBIX. TaOMUIBI 0a3bl JAHHBIX. DKpPaHHBIE (OPMBI. 3ampPOCHl K IMK.1.1-1TK.1.6
6a3ze maHHBIX. OTUeTHl MO 0a3e JaHHBIX. ABTOMaTu3alus oOpaboTku 0a3el maHHBIX. VHTepdeiic
nmoJik30Batesst 0a3bl JaHHBIX. 3ammTa 0a3bl JAHHBIX
OcHOBHbIE IOHATHUS 0a3bl JaHHBIX, CHCTEMBI yIpaBieHus 0a3oii naHHbIX. Knaccuduxarus B/1.

Cucrema ympasnenus 6azamu qanasix (CYB/).
IIpakTuyeckne padoThl 2
Cozganue tabmun B CYB/]. Co3ganme 0a3bl JaHHBIX M 00beKTOB THIa «Tabmumay. Kiroun
U TEXHOJIOTHS CBS3BIBAHUS TAOJHII. BBom W mpocMOTp MAHHBIX B pPEXKHUME
«Tabmumay.
Cosznanue 3ampocoB, Gopm, pazpadorka otdeToB B CYB/]
Cosznanue B/l ¢ ucronp3oBanueM ¢Gpopm, 3ampocoB u otuétoB B CYB/I.
CamocTosiTenbHas pabora 26
Pabora ¢ yueOHOH TUTEpaTypoil, KOHCIIEKTaMHU.
DopmMa KOHTPOJISI KOJJIOKBUYM
2 ceMecTp

Tema 2.9. CpencrBa Conepixanue 2

nepenatn CKaHMpPOBaHHE JOKYMEHTOB C MOMOILBIO CTAHAAPTHOrO npuioxenus OC OK.01, OK.02,

JEKTPOHHBIX IIporpamMmMbl-apXUBaTOpbl. YIIAKOBKA U PACIIAKOBKA apXUBOB OK.03, OK.04,

AOKYMEHTOB U

Y CkanupoBaHWe W pacmo3HaBaHWE  TEKCTa C TIOMOIIBI0  CIEIHUATU3HPOBAHHOTO OK.05, OK.09
o0ecneueHue Mx 5 K K dai NK.1.1-IIK.1.6
nporpammuoro obecneuenns. Koppekruposka tekcra. Konsepruposanue ¢aiinos e e

COXPaHHOCTH porp PP p pTHp
IIpakTuyeckne padoThI 2
CkaHupoOBaHUE U pacno3HaBaHue TekcTa. KoHBepTHpoBaHue (haiio
IIporpamMMbI-apXUBaTOpBl. YIIAKOBKA U PACIIAKOBKA apXUBOB

Tema 2.10. Texnonorus | Coaep:xkanue 2
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aBTOMATH3AIUHI
CO3JaHUA H
HMCI0JIb30BAHUS
AOKYMEHTOB.
HIa610HbI TOKYMEHTOB

Hcnonp3oBanne TpadapeTHBIX TEKCTOB M CTaHAApPTHHIX (parmeHToB. Co3maHue JAOKyMEHTa Ha
OCHOBE II1a0J0OHa JOKYMEHTa B TEKCTOBOM peakTope. Vcnonb30BaHne CTaHJAPTHBIX MIa0JI0HOB
TEKCTOBOIO PElaKTOpa.

Co3manue M HCMONB30BAaHHE COOCTBEHHBIX IMIA0JIOHOB JIOKYMEHTOB. Pa3paboTka THITOBBIX
¢dbopMyIsIpoB M OIAHKOB IOKYMEHTOB OpraHusanuu. Pa3pa®oTka 3amuMmiEHHON 3JIEKTPOHHOM
(G OpMBI TOKyMEHTa

CoBmecTHas paboTa HaJl MPOEKTOM JIOKYMEHTa B PEXXUME PELICH3UPOBAHUS

OK.01, OK.02,
OK.03, OK.04,
OK.05, OK.09
MK.1.1-1K.1.6
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IIpakTnyeckne padoThbl

Co3znanvie Ma0JIOHOB Pa3HBIX BUIOB JOKYMCHTOB.
CoBMecTHas paboTa HaJ MPOCKTOM IMabIoHa MPUKa3a, CIPaBKH.

Tema 2.11. Coaepxanue 2
Hcnoan3osanne Co3anue pacChbLIKK C MOMOIIBIO (PyHKIIUH CITUSHUSL OK.01, OK.02,
uncTpymenta CMAHNE | yrop o nesopanme MacTepa CIHUSHUSA U PACCBUIKH JTOKyMeHTOB Co3maHune OK.03, OK.04,
iﬁ:{:ﬁgﬁg}:ﬁ:ﬁm Oeiika ¢ TOMOIIBI0 MacTepa CIUSHUS ?[E(l)sl’-ﬂl(()llcgg
JIOKYMEHTOB Hcnonp3oBanne mablIoHOB U CHEIIUANBHON BCTAaBKU MIPH CO3AaHUH PACCHUIKH JOKYMEHTOB C
MTOMOIIBI0 (DYHKIIUU CITASHUS
[Ipakruyeckue paGéoTbl 2
Hcnonp3oBanne MacTepa CIUSHUS IS TEPCOHUGUITUPOBAHHON PACcChIIIKM JOKYMEHTOB.
Co3znanue nuceM-MpuriameHni, mo3IpaBieHui
Hcnonp3oBanne MacTepa CIUSHUS VIS TEPCOHU(BUITUPOBAHHON PACCHIIKH JOKYMEHTOB.
Co3nmanmne KOHBEpTOB, OeiiKel, BU3UTHON KapTOUKH, KYBEPTHBIX KapTOUEK.
Tema 2.12. UnTepHeT- Conep:xanue 2
pecypcsl H Bed- OcHoBrI paboTsl B MaTepHETE. [TouTOBBIE M 0OAYHBIE CEPBUCH B padOTE C OK.01, OK.02,
TEXHOJI0THH JMoKyMeHTaMu. MOOMIIbHBIE TeXHONMOTHH. PaboTa ¢ ayekTponHol moutoit. [Touck wadopmarmu. OK.03, OK.04,
Cairr. OK.OS, OK.09
IpakTnyeckue padoTnl 4 MK.1.1-1IK.1.6
Hcnonp3oBanne MOYTOBBIX CEPBUCOB: BUIBI, IPaBUIa PETUCTPAIINH, IpaBUiIa 3aIlIUTHL. Paccruika
U MOJYYCHHE 3JIEKTPOHHBIX MHCEM.
CoBmecTHas paboTa MO OpraHU3AIMU JAOKYMEHTHOTO OOCITY>KHBAaHHUS C MPHUMEHEHHEM
OOJIAYHBIX TEXHOJOTUI
[lonck mHpOpMaIN B OQUIIHATFHBIX HHTEPHET-UCTOYHNKAX. [louck
nH(OPMAINH B Pa3IMYHBIX CIIPAaBOYHO-TTPABOBBIX CHCTEMaX
CamMocTrosiTesIbHAsA padoTa 12
PaboTa ¢ yuebHOIl TuTepaTypoii, KOHCIIEKTaMH.
®opMa KOHTPOJISI JK3aMeH 6
YueOHasi npakTUKa (npedycmompena umoz06asa (KOHUEHMpPUPOBAHHAA) NPAKMUKA) 72
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Buasbl pagor

1. W3ydeHue cTpyKTYphbl OPraHU3alUH — MECTa IPOXOXKICHHUS MPAKTHKH (J1ajiee — OpraHu3alliiu) C [EJIbI0 COCTABICHHUS CXEMbI
CTPYKTYpPbI OpraHU3aIuu.

2. O3HakOMIICHHE C TMPaBOBBIMU (YYPCIUTENHHBIMU), JIOKAIbHBIMH HOPMATHBHBIMUH AKTAMH W PACIOPSAUTEIBHBIMH
JOKYMEHTaMH OpraHU3alUu.

3. O3HakoMIICHHE C BHJIaMU JOKYMEHTOB opraHu3anud. O3HAKOMIICHHE C COCTaBOM H OCOOCHHOCTSMH JIOKYMEHTOB
OpraHu3aly, PETYIUPYIOIMHUX TPYAOBblE OTHOIIEHUS (OpraHU3allMOHHO-PACIOPSAUTENbHBIE JOKYMEHTBI, JOKYMEHTHI IIO
JMYHOMY COCTaBY, TPY/JIOBOH JOTOBOP, IOTOBOP O MaT€pHaIbHON OTBETCTBEHHOCTH H T.1I.).

4. Usyyenune VMHCTPYKIMU MO AEIONPOM3BOJICTBY OpraHM3anuu. V3yueHne MpakTHKH JOKYMEHTHPOBAHMS B OPraHU3aIHH.
3HaKOMCTBO OCHOBHBIMH BUJaMH OJIAHKOB B OPTaHH3AIIMH, C IPABUIIAMH COCTABIICHHS IIPOEKTOB B 0(OPMIICHHS IOKYMEHTOB,
MOPSAIKOM COTJIAaCOBAHUS M MOANUCAHM/YTBEPKICHUSA JOKYMEHTOB B OpraHU3aIiy.

5. 3HaKOMCTBO € [JOKYMEHTOOOOpOTOM oOpraHusanuu. V3yueHue mopsiaka pabOThl C BXOMLIMMH, HCXOMSLIMMH H
BHYTPEHHUMH JIOKYMEHTaMH, CXeM HX JABMDKEHHUS M TEXHOIOTHH 00paboTKH. CpOKH HCIOTHEHHS JOKYMEHTOB.

6. O3HaKOMIICHHE C MPOTPAMMHBIMH CpPEICTBAMH Y4&Ta, XpaHEHHs, 00pabOTKH M MOMCKA JOKYMEHTOB, HCIIOJIB3yEMbIMU B
opranuzanuy. M3ydyenne ocHOB u crieniuduky pabOThl C TOKyMEHTAIMEeH B CUCTEME IEKTPOHHOIO JoKyMeHToobopoTta (CO/I)
opranuzamuu. Mcrnons3oBanue B paboTe r100aNbHBIX U JIOKAIBHBIX CETeH JUIA MOMy4YeHHs M XpaHeHHUsI HH(POopMannn, oOMeHa
uHpOpMaHeH.

7. BbINONHEHNWE TPOCTHIX MPHUEMOB MEPBUYHON 00pabOTKHM BXOISIIMX JTOKYMEHTOB (IIPOBEPKA MPABUIBHOCTH JIOCTABKH,
I[EJIOCTHOCTH YIaKOBKH, BCKPBITHE YIAKOBKH, IPOBEPKA I[€JIOCTHOCTU BIIOKEHUS, YHUUTOXKEHNE KOHBEPTOB, IIaKETOB).

8. 3HAKOMCTBO C CHCTEMO YHH(DUIIMPOBAHHBIX (HOPM IMIEPBUYHON YUIETHOM TOKYMEHTALMH OPraHU3aIlUH.

IIK.1.1-1IK.1.6

IIpousBoacTBeHHAs] MPAKTHKA (RpedycMompena umozo6as (KOHUEHMPUPOBAHHAs) NPAKMUKA)

180
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Buasbi paGor

1. U3yuenue cTpyKTypbl OpraHu3aluy — MeCTa MPOXOXKIACHHS PAKTUKH ([aiee — OPraHM3aI[iK) C [[EJIbI0 COCTABJICHHS CXEMbI
CTPYKTYPBl OpTaHM3aldil U LIHPKYJIUPYIOIUX JOKYMEHTONOTOKOB. I3yueHnme WHCTpyKIMHM TIO JEIONPOHM3BOACTBY
OpraHu3aIiy.

2 Ucnonw3oBanue COJ B pabote ¢ nokymeHTaMu. OOpaboTka BHYTPEHHUX JOKYMEHTOB, 00pab0OTKa M OTNpPaBKa HCXOAAMINX
JIOKYMEHTOB, IpUEM U TIepBUYIHAS 00pabOTKa BXOISIINX JOKYMEHTOB.

3. Perucrpanus JOKYMEHTOB M MapIIPYTH3AUS JOKYMEHTOIOTOKOB. OCYIIECTBIECHHE MIEpeiadr JOKYMEHTOB Ha UCIIOJHCHUE
B MOJpPAa3AeieHUs] C YYeTOM PE30JIIOUUH PYKOBOAWTENECH OpraHu3aluy. YdYacTue B KOHTPOJIC HCIIONHEHHS HOKYMEHTOB B
OpraHU3aIiH, B TOM YHCJIE C HCIOJIB30BAHNEM aBTOMATH3UPOBAHHBIX CHCTEM.

4. WudopmannoHHO-CIIPaBOYHAS M MOMCKOBasi paboTa C UCIOJIb30BAHUEM CHCTEM y4ETa JOKYMEHTOB B OpPraHH3alllH.

5. OdopmiieHre OpraHM3alMOHHbBIX, BHYTPCHHHX (TIPHKAa3bl, PACIOPSDKECHHS, JIOBEPEHHOCTH, 3aUCKH, CIPABKH, aKThl,
IPOTOKOJBI M JIP.) U UCXOSIIMX JOKYMEHTOB OpraHU3alluy C HCIOJIb30BaHHEM COBPEMEHHBIX IPOTrPaMMHO-

IIK.1.1-IIK.1.6
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TEXHHUYCCKUX CPCACTB.

6. OcyuiecTBIICHHE KOHTPOJIS TPABUIIBHOCTH COCTaBJICHHUS, OQOPMIICHHUS TOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HANUCAHUSI
TEKCTOB, MHOTOCTPaHUYHBIE IOKYMEHTHI), IOPSIKa M3AaHUs JOKYMEHTOB (C YUETOM CHel(pUKNA CUCTEMBI IEIOTPOU3BOJICTBA
opranuzaiun). Koncrpynpoanue 61aHKOB OpraHM3allMH, CO3/laHHe abI0HOB JOKYMEHTOB.

7. IloKyMEHTHpOBaHHE JeATENbHOCTH  opraHuzaiuu. OdopmieHHe OpraHU3al[HOHHBIX, BHYTPEHHHX (IIPHUKa3bI,
pacTOpsDKEHUs, TOBEPEHHOCTH, 3aIUCKH, CIIPABKHU, aKTHI, MPOTOKOIBI W Ap.) U UCXOMAIINX IOKYMEHTOB OpPTaHH3AIUU C
WCIIOJIb30BAHUEM COBPEMEHHBIX TPOTPAMMHO-TEXHHYECKUX CPENICTB.

8. KoHTposb TpaBHIBHOCTH COCTaBJIEHHs, OQOPMICHUS JOKYMEHTOB (PEKBHM3HTHI, OCOOECHHOCTH HAIMCAHUSA TEKCTOB,
MHOTOCTPaHHYHBIC JOKYMEHTHI), IMOpPSJKAa H3JaHUS JOKYMEHTOB (C Y4Y€TOM CHEIHM(UKUA CHCTEMBI JIEJIIONMPOU3BOJICTBA
opranm3arun). KoHcTpyrpoBaHue OJTaHKOB OpraHU3AINH, CO3/IaHIE Ia0IOHOB JOKYMECHTOB

9. 3HAaKOMCTBO C KaTEropvsiMH M BUJAMH JOKYMEHTOB, 0OPA3yIONIMXCs B OPraHU3alliH, COIEPKAINX KOH(DUICHIUATBHYIO
nH(popmanuo. O3HAKOMJICHHE C MPUMEHSEMBIMA B OpPraHHW3allH CPEJCTBAMH KpPUIITOTpadUH s 3allUTHI SJIEKTPOHHBIX
JIOKYMEHTOB C HCIIOJIb30BaHHEM CIIELHAIBHOTO MIPOrPAaMMHOTO 00eCIIeYeHN .

10. Odopmienre TOKYMEHTOB IO JIMYHOMY COCTABY M UX KOMUM (IPU HEOOXOAUMOCTH).

JK3aMeH M0 MOAYJII0

Bcero

450

J1s XapakTepUCTUKH YPOBHS OCBOECHHS Y4€OHOIO MaTepHuaja MCIIOIb3YIOTCS CIEAyIoINe 0003HauCHHUS:

1 — 03HaKOMHTETBHBIN (y3HABaHHE paHee N3YYEHHBIX OOBEKTOB, CBONWCTB);

2 — penpoRyKTUBHBIH (BBINOIHEHNE ACATEIBHOCTH 110 00pa3ily, HHCTPYKIHUHU WIH O] PYKOBOJACTBOM);

3 —IpOAYKTHBHBIN (IUTAHWPOBAHNE U CAMOCTOSITEIbHOE BBHITOJHEHHE JISTEIbHOCTH, PelIeHIe TPOOIEMHBIX 3a/1a4).
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4 YCJIOBUA PEAJIM3AIIMUN ITPO®ECCHOHAJIBHOI'O MOAYJIA

4.1. TpedoBanust K MHHUMAJIbHOMY MAaTepHuabHO-TEXHUYECKOMY
o0ecneYeHuIo

Peanuzanus l'IpO(I)eCCI/IOHaJ'IBHOFO MOoAyJid mpeArnojiaraCt Halnu4due J'IaGOpaTOpI/II/I
«YuebHas KaHOCIIAPpU.

YueOHast KaHIETSPHS:

TpH pabodnMx MecTa COTpyAHWKOB Kauuemsipuu, [1K- 3 mr., mpuaTep — 2 mT., TenedoH, MeTaIUTHIeCKUit
mKad U1 XpaHEHUs! JOKYMEHTOB — 2 IIT., OTKPBITHIH CTEeIUIaX ISl XpaHEHUsI JOKYMEHTOB — 2 IUT., IKag
— 2 mT., Tym0a — 3 MmT., CIUIMTCHCTEMA, TEMAaTHIECKUE TIIaKaThl, 00pa3Ibl 01aHKOB JIOKYMEHTOB.

Peanu3zanus npodeccnoHaIbHOTO MOIYJIS IpeanosaraeT 00s3aTebHYI0 TPOU3BOJACTBEHHYIO ITPAKTHKY B
OpraHM3alisaX Ha OCHOBE MPSMBIX JOTOBOPOB, 3akiiodaeMblx Mexny YOV TIO «MOI'OK» u 6a3oit
MIPaKTHKH, KyJla HalpaBJstoTCs oOydatomuecs. B kadecTBe 6a3 mpakTHKH MOTYT BBICTYNATh OpTaHU3alH,
JESTETFHOCTh KOTOPBIX COOTBETCTBYET paboueii mpodeccuu.

4.2. Nupopmanuonnoe obecnedeHne ooydeHus

Ilepeuyenn PEKOMEHyeMBbIX y4eOHBbIX W3aHMIA, HurepHer-pecypcos,
JOTIOTHATEIbHOH JINTEPaTyphI
MJIK.01.01 Opranuzanus JAOKYMEHT0000poTa U AOKYMEHTHPOBAaHHE

YIpaBJIeHYECKOH TesATeJTLHOCTH
OcHOBHBIE HCTOYHHKH:

1.  JloxymenTanumonnoe obecnieuenue ynpasiaenns. CocTapieHne H 0QOpPMIEHHE JENOBBIX JTOKyMEHTOB
: yueObHoe mocobue mis CIIO / cocraButenu E. WM. bammakoBa. — CapatoB, MockBa :
[Ipodobpazosanue, At [lu Ap Memuna, 2021. — 144 c¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — Tekcr :

JJIEKTPOHHBIA // DIEKTpOHHBIH  pecypc nudpoBoil  oOpasoBarenmpHOW  cpensl  CIIO
PROFob6pazoBanue : [caiit]. — URL:

2.  Kysnenosa, U. B. Beenue KoH(HIEHIHATBHOTO AETONPOU3BOACTBA : yuebnuk ams CITO / M. B.
Kysuenosa, I'. A. Xagatpssa. — 2-¢ uzn. — Capatos : [Ipodobpazosanue, 2024. — 168 ¢. — ISBN
978-5-4488-1024-4.

—  Tekcr : aneKTpOHHBINA // DJIEKTPOHHBIH pecypc mudpoBoi oOpazoBaTensHON cpeabt CIIO
PROFo6pazoBanue : [caiiT]. — URL: https:/profspo.ru/books/137662

3.  Kyznenosa, M. B. JlokyMeHTalMOHHOE 0GecieueHne yrpasiieHus : yaeoHoe nocodue st CITO / 1.
B. Ky3uenosa, I'. A. Xaugatpsa. — 3-e¢ u3n. — Caparos : [IpodobpazoBanne, 2024. — 168 c. —
ISBN 978-5-4488-1051-0.

—  Tekcr : 3neKTpoHHBIN // DJIEKTPOHHBINH pecypc Hu(poBoii oOpazoBatensHOl cpeabl CIIO
PROFo6pa3oBanue : [caiiT]. — URL: https://profspo.ru/books/135470
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https://profspo.ru/books/137662

3aiineBa, E. B. Jlenonmpow3BOACTBO M JOKYMEHTOOOOPOT B CHCTEME TOCYJapCTBEHHOTO W
MYHHMIIMIAIBHOIO yipasieHus : yueoHoe mocooue mist CIIO / E. B. Baiinesa, H. B. 'onuaposa. —
3-e u3n. — Capatos : [IpodobpazoBanue, 2024. — 176 c. — ISBN 978-5-4488-1122-7. — Texker :
3MEeKTPOHHBIA  //  DnekTpoHHBI  pecypc 1udpoBoil  obpaszosarensHoil  cpexpr  CIIO
PROFo6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/139528

JlonmoJiHUTEIbHAS JIMTEpaTypa

Kysnenosa, WM. B. KonduaeHnumansHoe EIONPOM3BOACTBO W 3AIIMIICHHBIM 3JIEKTPOHHBIH
JOKYMEHTOO000pOT : ydeOHoe mocobue mus GakanaBpoB / . B. Kysuemnona, I. A. XavarpsH. —
Mocksa : Ait [Iu Ap Meaua, 2020. — 192 c.

— ISBN 978-5-4497-0588-4. — TekcT : SNEKTPOHHEIN // DIEKTPOHHBIA pecypc HUGPOBOU
obpaszopatenbHoi cpenpl CITO PROFo6pasosanme : [caiit]. — URL: https://profspo.ru/books/97083

Anekceena, T. B. JlokyMeHTanmoHHOe obecriedeHue ypapienus : yueouuk / T. B. Anekceea, O.
A. CtpaxoB. — Mocksa : YHusepcureTr «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-0402-3.
— Tekct : 37MeKTPOHHBIN // DIEeKTPOHHBIH pecypc IudpoBoit obpasoBarenpHOU cpemsl CITIO
PROFo6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/101344

ApacmanoBa, B. A. JlokymeHTanmoHHOEe oOOecIleYeHHE YIPABICHHUS @ Y4YEOHO- IPaKTHIECKOe
mocobue B cxemax, Tabnmmax, obpasnax / B. A. Apacmanosa.

— 3-e uza. — Cypryt : CypryTckuil Tocy1apcTBEHHBIH Megarornyeckuil yausepcutet, 2019. —

240 c. — ISBN 978-5-93190-385-9. — TekcT : 3NeKTpOHHBIN // DIEKTPOHHEINA pecypc nu(poBoi
obpazosatensHoi cpeanl CIIO PROFo6paszoBanwme : [caitt]. — URL: https://profspo.ru/books/94291

MJIK.01.02 NupopMannoHHO-KOMMYHUKAIHOHHbIE TEXHOJIOTHUH B
JeJI0NPON3BOACTBE

OcHoBHas JuTepaTypa

I[BetkoBa, A. B. Undopmarnka n mHGpOpPMAIIMOHHEIE TEXHOJIOTHH : yueOHoe mocodue st CIIO / A.
B. IIBetkoBa. — Caparos : Hayunas kaura, 2019. —

190 c. — ISBN 978-5-9758-1891-1. — TekcT : 3NeKTpOHHBIH // DIEKTPOHHBINA pecypc nudpoBoi
obpazosatensHoi cpeasl CIIO PROFo6paszoBanue : [caiiT]. — URL: https://profspo.ru/books/87074

Konmoroposa, C. M. Nupopmatuka u nHpopmanronHsle Texronoruu. Microsoft Office Access :
npaktuxyM it CI1O / C. M. KonmoropoBa. — Mocksa : At [1u Ap Meana, 2024. — 95 c. — ISBN
978-5-4497-2816-6. —

Texcr : 2MeKTpOHHBIA // DIEKTPOHHBIH pecypc HHPPOBOH obpazoBarenpHOl cpenapl CIIO
PROFob6pa3oBanue : [caiiT]. — URL: https://profspo.ru/books/138379

Knouxo, U. A. UnpopmanmoHHBIE TEXHOIOTHH B MPO(ECCHOHATBHOM AEATETBHOCTH : yUeOHUK JUIS
CIIO / U. A. Knouko. — 3-e uzn. — CapartoB, Mocksa : IIpodoOpasoBanue, Al [lu Ap Meaua,
2024. — 292 c. — ISBN 978-5-4488-1928-5, 978-5-4497-2804-3. — TekcT : 31€KTPOHHBINA //
DIeKTPOHHBIN pecypc nudppoBoii obpasoatenbHoil cpeasl CIIO PROFo6pa3zoBanue : [caiiT]. —
URL: https://profspo.ru/books/138127
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JononHuTebHAsA JUTEpaTypa

1.  Bemam, B. 0. WH}pOpMANHOHHO-KOMMYHHMKAIIHOHHBIE TEXHOJOTMM : Y4eOHO- METOIMUYECKOe
nocobue s CIIO / B. 1O. benam, A. A. CannaeBa. — Caparos, Mocksa : [IpodoOpazoBanue, At
IIu Ap Menua, 2021. — 72 c. — ISBN 978-5-4488-1363-4, 978-5-4497-1401-5. — Tekcr
ANEKTPOHHBIN //
OneKTpoHHBIH pecype 1uppoBoil odpazoBatensHOil cpensl CIIO PROFo6pa3oBanue : [calfT]. —
URL: https://profspo.ru/books/111182

2.  Kocunenxko, H. C. IndopMalioHHbIe TEXHONOTHH B TIPO(ECCHOHANBHOM eATENLHOCTH | yueOHOe
nocobue mra CIIO / H. C. Kocunenxo, W. I'. ®puzen. — Capatos : [IpodobpazoBanue, 2023. —
268 ¢. — ISBN 978-5- 4488-1575-1. — TekcT : 3JeKTpOHHBIH // DIEKTPOHHBINA pecypc uGpoBo
00pa3oBaTeNbHOM cpensl CIIO PROFob6pazoBanne : [catiT]. — URL:
https://profspo.ru/books/131404

4.3. O6ume TpeGoBaHus K OPraHU3AIMH 06PA30BATEILHOIO NMpoliecca
Opranu3zaius 00pa3oBaTeNLHOTO Ipoliecca 1Mo Npo(ecCHOHaTBHOMY MOYIIIO OCYIIECTBISIETCS B
COOTBETCTBHH:

- ¢ paboueii mporpaMmMoii MpodecCnOHaTHLHOTO MOTYJIS,
- C pacmnHcaHueM 3aHsITHH,

- ¢ TpebOBaHMAMH K pe3yJbTaTaM OCBOCHHS MPO(ECCHOHAIBFHOTO MOMIYJSA: KOMIIETCHIIHSIM,
MIPaKTHYECKOMY OIIBITY, 3HAHHSIM U YMEHHSM.

B mpomnecce ocBOeHMsI MOyl MCHOJIB3YIOTCSI aKTHBHBIE IPAKTHKO- OPUEHTUPOBAHHbBIE (OPMBI
MIPOBEJCHNS 3aHATHH: HHANBUAYyAIbHBIE W TPYNIIOBbIE IPOEKTHI, aHAJIN3 MPOU3BOCTBEHHBIX CUTYAI[U U
T.I., 3aHATHS C TNpUMEHeHHeM VHTepHeT-pecypcoB Ui (QOPMHpPOBAaHUS M pa3sBUTHSA OOMUX U
npodeccCHOHANBHBIX KOMIETSHITUH 00yJaronmXcs.

OOyuatomumest  obecrieunBaeTcss BO3MOXKHOCTh (DOPMHUPOBAHMST MHIMBUAYaTbHOH TPacKTOPUH
00y4eHHs B paMKax IPOrpaMMBI MOAYIIS 3a CYET M3ydeHHs YIeOHBIX 3JeMeHTOB (Y1), mpearoaaraonmx
WHAWBHUIYaIbHBIH TeMll pabOTB; OpPraHM3yeTcsl CaMOCTOsTeNbHas paboTa OOydYaromIMXCs MOJ
yIpaBJICHHEM MperojaBaTeNell MEeXITUCIUIUIMHAPHBIX KypCOB, IIPEJIOCTABISETCS KOHCYJIbTallMOHHAS
ITOMOIIb.

OO0y4arommmcst TPeIoCTaBIACTCS IPABO O3HAKOMIICHHUSI:
- C co/iep)KaHHUEeM Kypca,
- ¢ TpeOOBaHMIMH K pe3ybTaTy 00ydeHns,

- C YCIOBUSAMH MPOXOXKICHHUS MPOU3BOJCTBEHHOTO 00yUEHHS U MPONU3BOJACTBEHHON MPAKTHUKH.

JMCUUIIIMHBL ¥ MOAYIW, U3YyYEHHE KOTOPBIX [OKHO IMPEALIECTBOBAThH OCBOEHHUIO AHHOIO
monyisi: OILO1 [lenoBas kynwsrypa, OIL.02 Apxusnoe neno, OIL.03 OcHoBbl nenonpoussojcrsa, OI1.04
OcHOBBI perakTUpoBaHus JOKYMeHTOB, OI1.05 OCHOBBEI MEHEKMEHTA. .

4.4. Kanposoe o6ecneuenne oGpa3oBaTeLHOI0 Npouecca
Peanmaunﬂ nporpaMmbI HpO(l)CCCI/IOHaJ'II)HOFO MOy obecrieynBaeTcs neaarorty€CKuMHu
KaJIpaMy, HWMCKIOLIMMU CcpeiHee NPO(EeCCHOHAIBHOE —HIIN
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BhbIcIIee 0Opa3oBaHME, COOTBETCTBYMOIIEE MPOQMIII0 MpernoJaBaeMoil TUCUUIUIMHBEL (MoAyisi). Macrepa
MIPOM3BOACTBEHHOTO OOYYEeHHS IOJDKHBI UMETh Ha 1 - 2 paspsma mo mpodeccuu pabodero BEIINIE, YeM
npeaycmorpeno ®I'OC CIIO mnst BbITyCKHUKOB. OIBIT ASSITEILHOCTH B OPTraHU3AIUSIX COOTBETCTBYIOLICH
po(heCCHOHANBHONW CQephl SBIIETCS 00A3aTeNbHBIM Ul TIPEToiaBaTeliell, OTBEYAOIINX 32 OCBOCHHE
oOyJarommMcsl TpoheCCHOHATFHOTO YIeOHOTO IMKJIA, 3TH MPEToIaBaTeNld U MacTepa MPON3BOACTBEHHOTO
00y4eHHs TONydYaroT AOTMOIHHUTEIbHOE MpodeccHoHaTbHOe 00pa3oBaHME IO MpOorpamMMaM IOBBIIICHUS
KBaNM(UKaIKH, B TOM YHCIe B popMe CTaXHpOBKY B MPO(HUIBHBIX OpraHU3annsx He pexe 1 paza B 3 rona.
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5 KOHTPOJIb W OIEHKA PE3VJIbTATOB OCBOEHHUS NMPO®ECCHOHAJIBLHOTO
MOJYJISI (BUJIA TPO®ECCUOHAJIBLHON JESTEJIBLHOCTH)

Pe3yabTaTsl
(ocBoeHHBIE OcHoBHBIE NTOKa3aTeJIH D opMBI H METOAbI KOHTPOJIA U
npogeccuoHaJbLHbIE OLICHKHU pe3yJibTaTa OLIEHKH
KOMIIETEeHI[UH)
MK 1.1. ITosnyuenue u nepBuuHas KoOHTpOIb BHIIOIHEHUS IPAKTUYECKUX
00paboTKa U perucTparus 3aIaHuH.
nocrynarouei Y CTHBIN UM TECTOBBIA KOHTPOJIb
KOPPECIIOH/ICHIIUU B TOM TEOPETHUECKUX 3HAHUU.
YHUCIIE C UCIIOIB30BAHUEM AHamM3 ¥ OIIeHKa PELIeHnH MPOOIEMHBIX
aBTOMAaTH3UPOBAHHBIX CUCTEM. CUTYyaLUii.
ATTecTanus 1o Npou3BOACTBEHHON
MpPaKTHKE.
IIK 1.2. [Tepenaya 1OKyMEHTOB Ha KoHTposib BBINTOTHEHUS TPAKTUUYECKUX
HCIIOJIHEHUE B IOJIPA3/ICIECHUS C 3aJJaHuM.
YYETOM PE30JTFOLIUU Y CTHBIN UM TECTOBBIA KOHTPOJIb
PYKOBOAUTENEH OpraHu3aluu TEOPETHUECKUX 3HAHUU.
AHanu3 1 OIIeHKa PeeHUH MpoOIeMHBIX
CUTYaIlUN.
ATTecTanys o Npou3BOACTBEHHON
MPaKTHKE.
IIK 1.3. Ocy1ecTBIeHUE KOHTPOJIS KOHTpO1b BBINOMHEHUS IPAKTHYECKUX
UCIIOJTHEHHUS] JOKYMEHTOB B 3aJjaHuH.
OpraHu3aluu, B TOM YUCIE C Y CTHBIN UM TECTOBBIA KOHTPOIIb
UCIIOJIb30BAHUEM TEOPETHUECKUX 3HAHUH.
ABTOMATH3UPOBAHHBIX CHCTEM. AHanu3 U OIleHKa pelIeHHH MpoOIeMHBIX
CUTYaLHUH.
ATTecTanus 1o Npou3BOACTBEHHON
MIPaKTHKE.
IIK 1.4. Benenue 6a3nl JaHHBIX KoHTposb BBINOIHEHUS TPAKTUUECKUX
JIOKYMEHTOB OpraHU3aluu U 3aJIaHUH.
CIIPaBOYHO- Y CTHBIN UM TECTOBBINA KOHTPOJIb
nH(pOpManMOHHYIO paboTy 1o TEOPETHUECKUX 3HAHUU.
HUM. AHaNN3 1 OIICHKA PEIICHIH TPOOIEMHBIX
CUTYaIUH.
ATTecTanus o Npou3BOACTBEHHOU
MpPaKTHKE.
IIK 1.5. Ocy1ecTBiaeHue Mmpolecca KoHTpomb BBINONTHEHUS TPAKTHYECKUX
00pabOTKH, PETUCTPALIHH U 3aJlaHuH.
OTIPABKU UCXOIAIIEH Y CTHBIN UM TECTOBBINA KOHTPOJIb
JIOKYMEHTAIH afipecaTaM, B TOM | TEOPETUYECKUX 3HAHUI.
YHCJIE C UCIOJIb30BAHUEM AHanu3 1 OIIeHKa PemeHH MpoOIeMHBIX
aBTOMAaTH3UPOBAHHBIX CUTYyAaIHil.
CHCTEM. ATTecTanus o Npou3BOACTBEHHOU
MPaKTHKE.
IIK 1.6. Cocrasnenue 1 ohopmiIeHue KoHTponb BBIMOIHEHN TPAaKTHYECKUX

CITy’keOHBIX TOKYMEHTOB Ha
OCHOBe TpeOoBaHUH
COBPEMEHHBIX HOPMAaTHBHBIX

3aJJaHu.
Y CTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
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IpaBOBbLIX aKTOB.

AHamM3 ¥ OIIEHKa PEUIeHUH MPOOIEMHBIX
CUTYaILUH.

ATTecTrarus 1o Npon3BOoACTBEHHON
MpPaKTHKE.

@®opMBl M METOABI KOHTPOJSA ¥ OIEHKH pPe3ylbTaTOB OOYYEHHUsS OJDKHBI TO3BOJSTH IPOBEPSTH Y
00yJaromuxcsi He TOJIBKO C(HhOPMUPOBAHHOCTh MPOGECCHOHATBHBIX KOMIIETCHIINH, HO U Pa3BUTHE OOIINX
KOMIICTEHIINH 1 00ecIIeunBalOIUX UX YMEHHUH.

PesyabTaThl
OcHoOBHBIC NTOKa3aTEJIN ®opMBI 1 METOAbI KOHTPOJISA U
(ocBoeHHELIe 06mHe OLICHKH pe3yJbTaTa OLICHKH
KOMIICTCHIINH)
OK 01 Br160op crioco0OoB perieHus KoHTpOoJb BBINTOTHEHUS TPAKTHIESCKUX
3a7a4 npohecCHoHaNbHOM 3aJaHuH.
NEATEILHOCTHU Y CTHBIN UIH TECTOBBIM KOHTPOJIH
MPUMEHHUTEIEHO TEOPETHYECKUX 3HAHUU.
K pa3lIU4YHBIM KOHTEKCTaM AHanu3 1 OIIeHKa pelIeHHH MpoOIeMHBIX
CUTYaLHUH.
ArrecTanus 1o NpOU3BOJACTBEHHOU
MIpaKTHKE
OK 02 HcnonezoBanue KoHTpOb BBINOMHEHUS IPAKTUYECKUX
COBPEMEHHBIX CPEJICTB 3aJjaHuH.
MOMCKa, aHaJH3a VY CTHBII UM TECTOBBINA KOHTPOJIb
U UHTEpIpeTauu TEOPETHUECKUX 3HAHUH.
nHpopMannu, u AHanu3 ¥ oLleHKa peneHn i TpoOIeMHBIX
HH(pOPMALIMOHHBIE CUTYaIIHH.
TEXHOJIOTHH ISl BHITIOJTHEHUS ATTecralys o Npou3BOACTBEHHON
3a7a4y MpohecCHOHaNbHON MPaKTHKE
JIESITEeNbHOCTH
[ImanupoBanne u peanusanuss | KOHTpOJb BRITOTHEHMS MPAKTHYECKIX
COOCTBEHHOTO 3aJaHuH.
npodecCHOHAIBHOTO U VY CTHBII UM TECTOBBINA KOHTPOJIb
JMYHOCTHOTO  pa3BUTHS, TEOPETHUYECKUX 3HAHUH.
MpEeANPUHUMATENBCKON AHanu3 1 OIeHKa PelIeHUH MPOOIEeMHBIX
OK 03 JEATEJILHOCTU B CUTYyaIUH.
npodeccrnonanbHOM chepe, ATTecTanus 1Mo MpOou3BOJICTBCHHON
UCIOJIb30BAHNE 3HAHUS 110 MpaKTHKe
MpaBOBOIl M (PMHAHCOBOI
TPaMOTHOCTH B Pa3IMYHBIX
JKMU3HEHHBIX CUTYaIUAX
OK 04 D¢ dexTuBHOE KoHTpoi1b BBINONHEHUS IPAKTUYECKUX
B3aMMo/IeiicTBHE U paboTaTh B 3aJlaHuM.
KOJIJIEKTHBE ¥ KOMaHJe Y CTHBII UM TECTOBBIA KOHTPOJIb
TEOPETHUYECKUX 3HAHUU.
AHann3 1 OIIeHKa PemeHH MpOoOIeMHBIX
CUTYaIUN.
ATTecTanus o Npou3BOACTBEHHOU
MIpaKTHKE
OK 05 OcymiecTBICHUE YCTHOM U KoHTpoJb BBINTOTHEHUS TPAKTHIESCKUX

IMHCHbMCHHOM KOMMYHUKaAIUu

3aJaHui.
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Ha roCyJJapCTBEHHOM SI3bIKE
Poccuiickoit denepannu c
Y4E€TOM OCOOCHHOCTEH
COLIMAJIBHOTO M KYJIBTYPHOTO
KOHTEKCTa

VY CTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHamM3 ¥ OIIeHKa PEeUIeHUH MPOOIEMHBIX

CUTYyalUH.
ATTecTaIus o mpou3BOJACTBEHHOM
MpaKTHKE

OK 09

Hcnons3oBaHue
npodeccrnoHanbHON
JIOKYMEHTAIUH Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

KOHTpOJ'[L BBIIMOJIHCHU A TPAKTHYCCKUX

3aJIaHuH.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OleHKa pereHuit
MPOOJIEMHBIX CHUTYaIUH.
ATTecTanus no Npou3BOIACTBEHHOM
MIPaKTUKE

32




