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1. MACHOOPT MPOTPAMMBI YYEBHOM TN CHUIIJINHBI
OI1.06 JoxyMeHTALIMOHHOE 00eceueHue YIIPABJICHUS
Ha36aHUe OUCYUNTUHBL

1.1. Ob6n1acTh NpUMEHEHHUs TPOTrPaAMMBbI

[Iporpamma yuebnoit mucrmmumuasl OI1.06 JlokymeHTannmoHHOE oOecTiedeHHEe YIIpaBICHUS
SIBIISICTCS. YaCThIO MPOTPaMMBbl TTOATOTOBKH CIIEUAIHNCTOB CPEIHEr0 3BEHa B COOTBETCTBHH C
@®I'OC  "ODepepanbHBII  TOCYIAPCTBEHHBIM  00pa30BaTENbHBIM  CTAHIAPT  CPEIHETO
npodeccuoHanbHOro obOpaszoBanms 1o crnenuanbHOCcTH 38.02.01 3KOHOMUKA U
BYXTAJITEPCKHI VUET (ITO OTPACJISIM) (G6yxranrep) (mpukas MunoGprayku Poccuu ot
05.02.2018 . Ne 69)"

VYuebnas qucunuruiHaa «/loKyMeHTamoHHOE oOecreueHne yIpaBIeHUS SIBISETCS
00sI3aTEeNBHON YaCThIO  OOMIETIPOPECCHOHANBPHOTO IMKJIAa OCHOBHOW  00pa3oBaTenbHOMN
nporpaMmMbsl B coorBerctBUM ¢ PI'OC CIIO mo cnemmansHoctu 38.02.01 DxoHOMHKa H
OyXraiaTepckuil yder (Mo oTpaciisim).

Vuebnas qucuumumza OI1.06 lokymMeHTanmoHHOE 00ecIiedeHne yIpaBIeHHs

obecrieunBaeT (HopMHpPOBaHWE NMPOPECCHOHATBHBIX M OOMIMX KOMIIETEHIHI MO BCEM BHJAM
nesirenpHOCTH PI'OC CIIO mo cnenmamsHOcTH 38.02.01. DKOHOMEKA M OyXTranTepcKuil yder
(mo oTrpacisam).

1.2. MecTo yuyeOHOM AUCHMILUIMHBI B CTPYKTYpe NPOrpaMMbl NMOATOTOBKH CHELHAJHCTOB
CpeIHEero 3BeHa.

Vuebnas muctmmmmaa OI1.06 [lokymeHTanmmoHHOEe oOecredeHne YIIPABICHHUS BXOIUT B
obmenpogecHoHaNbHBIN UK MPOo(ecCHOHATFHON NOATOTOBKH.

1.3. Hesan n 3a7aun — TPpeOGOBAHUSA K pe3ybTaTaM OCBOEHUS Y4eOHOM IUCHMIIJIMHBL.

B pamkax mporpamMmbl y4eOHOM AMCHUIUIMHBI OOYYaOIMIMMHUCS OCBAWBAIOTCS YMEHHUS |
3HaHUA.

B pe3yibTaTe ocBOeHMs Y4eOHOMN AMCHUILUINHBI CTYIEHT J0JIKEH 3HATh:

MOHATHE, e, 33/1a4/ U MIPUHIIHIIBI JIETIOTIPON3BOICTBRA;

OCHOBHBIE TIOHATHS JOKYMEHTAI[HOHHOTO O0OECIIeUeHHs YIIpaBICHHUS;

CHCTEMBI JOKYMEHTAIIHOHHOTO 00eCTIedeHNs YIIPABICHUS;

KJIacCH(UKAITUIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHUIO H 0(OPMIICHHIO TOKYMEHTOB;

OpTaHU3alUI0 JOKYMEHTO00OpoTa: mpHeM, o0paboTKy, perucTpanuio, KOHTPOJIb, XpPaHECHUE
JIOKyMEHTOB, HOMEHKJIATypPy AeJL.

B pe3yabTare 0cBOeHMSI Y4eOHON AMCHUILINHBI CTYIEHT J0J7KEH YMeTh:

oopMIIATE JOKYMEHTAIIMIO B COOTBETCTBHMHM C HOpPMATUBHOW 0a30d, B TOM HYHCIE C
HCIOJIb30BaHMUEM HH(POPMALIMOHHBIX TEXHOJIOTHA;

OCBaMBaTh TEXHOJIOTHH aBTOMAaTU3UPOBAHHON 00PaOOTKM TOKYMEHTALINH;

HCIIONB30BaTh YHH(PUIHPOBAHHBIE OPMBI TOKYMEHTOB;

OCYLIECTBIIATh XPAHEHUE U IIOUCK IOKYMEHTOB;

UCITOTb30BaTh TEJICKOMMYHHUKAIHOHHBIC TEXHOIIOTHH B 3JICKTPOHHOM JJOKYMEHTOO0OPOTE.

B pe3yabrare ocBoeHHsI yueOHOH TMCHMIIMHBI CTYIEHT 0JI7KeH UMeTh HABBIKU U (WJIN)
OIIBIT AeSATEIbHOCTH:

1.4. Pexomenayemoe KOJIMYECTBO YACOB HA OCBOCHHUE MPOrPaMMbl YUeOHOM AUCHUILIUHBI:



O6beM mporpamMmsl 32 9acoB, B TOM YHCIIE:
ayIUTOPHON yueOHO! Harpy3ku oOydaromierocsi 32 4acos;
caMOCTOsITeNTbHON paboTsl oOydaronerocs () yacos.

2. CTPYKTYPA U IPUMEPHOE COJEPKAHUE YUEBHOU JAUCIHUIIINHBI
2.1. OobeM yueOHOM AMCUMIIIMHBI U BU/IbI y4eOHOH padoThl

Tabnuya 1. Buowl yuebrnoii pabomsi no nepuooam oceoeruss OOII CIIO ons ghopmel obyuenus -
OUHASL.

Buna yuedHoii pa6orni Beero, Couoenp(si)
aK. 4.
3
KonTtaktHas (ayguropHas) padora (Bcero) 32 32
B TOM YHCIIE: = s . = - - -
JIEKIUH (€CIH MPEeyCMOTPEHO) 22 22
B TOM 4HCIIe B hOpME MPAKTHUECKON TIOATOTOBKH
(ecim mpexyCcMOTPEHO) B B
mabopaTopHbIe 3aHATHA (ECITH MPELYCMOTPEHO) - -
B TOM 4HCIe B (POpPME MPAKTHUCCKON MOIOTOBKH
(ecn: IpexyCMOTPEHO) ) )
MIPAKTAYICCKAC 3aHATHS (€CIH MPEIyCMOTPECHO) 10 10
B TOM YHCIIE B (hOpME MPAKTHUECKOM TTOATOTOBKH
(ecu mpeayCMOTPEHO) B B
CamocrosTeabHas pagoTa odyuaronierocs (Bcero) - -
B TOM YHCIIE: - - - - - - -
B (popMe mpaKkTHIECKOH MOATOTOBKH
(eciu mpexyCMOTPEHO) ) )
YacoB Ha KOHTPOJIb: - -
IIpomesxyTounas arrectanus B popme: (3auet/mud3adet/ i 320
9K3aMeH)
O01mast TPYI0EMKOCTh qac 32 32

2.2. TemaTuueckuii mjiaH u coaep:kanue yueonoi qucuuminnsl OIL.06
JlokyMeHTalHOHHOE o0ecneveHne ynpaBiaeHust

Tabnuya 2. Cooepacanue oucyunaunvl/ MJ[K no sudam yuebnoii pabomoi

HAUMEHOBAHMUE PA3JEJIA JNUCHUITIJIMHBI Bun yueGHoii
oI Koua-Bo uacos
Conepikanne pasjeia (TemMbl) PARGLEL
Omn. 16 /lokymeHTanoHHOe o0ecneyeHne ynpaBJIeH s 32
Tewma 1. Benenne. JIOKyMEHT U cHCTEMa JOKYMCHTAIAA Jlex ‘ 4

3Ha4YeHHE U COIepKaHNe TUCITUILUTHHEI «JloKyMeHTalmoHHOE obecrieueHre ynpasneHus». [lonarue
TEPMHHOB «JOKYMEHT», «TOKyMEHTHPOBAHHEY, «TOKyMEHTAIIMOHHOE 00ECIIEUeHUE YIIPABICHUD).
YHuuKanusa 1 cTaHgapTH3aNNH YIPABICHICCKAX JOKYMEHTOB.

Tema 2. Oprann3anuoOHHO-PACTIOPATUTENBHBIE JOKYMEHTHI | Jlex | 2

OpraHn3aoHHbIE JOKYMEHTHI — YCTaB, YIPEAUTENbHEIE JOTOBOP, TIOJIOKeHHE. PaciopsnTensHbIe
JIOKyMEHTBI — [IPUKa3, PaCIOpsKEHUE, YKa3aHHE, IOCTAHOBIICHHE, PEILIEHUE, HHCTPYKIHS, IPOTOKOIL.
CrnpaBoyHO-HH(pOPMALIMOHHBIE JOKYMEHTHI: CITy>keOHast 3aIiucKa, OOBsICHUTENIbHAS 3aIiCKa, aKT,
CIpaBKa, CIIy)keOHBIE THChMa

[IpaxTtruaeckoe 3ansTae Nel. Cocrapnenue u opopmieHue

IIp 2
PacHopsKEHHS




Tema 3. KanpoBast tokyMeHTamus | Jlex | 2

JlokyMeHTHpOBaHHE TPYAOBBIX TPaBOOTHOMICHHH. COCTaB H 0COOCHHOCTH O(OPMIICHUS JOKYMEHTOB I10
JINYHOMY COCTaBY.

KommnexkroBanne nuunoro nena. ABrobuorpadus. Pesrome. 3asBnenue o npueme Ha padory. [Ipukass
I10 JITYHOMY COCTaBY.

[paxTrueckoe 3amaTre Ne 2. OdopmiieHre IPUKa30B O TMIHOMY Tp 2
COCTaBY.

IIpaxTrueckoe 3ausTre Ne 3. OdopmireHne cripaBoK, JOKIaIHOW U o ’
CITy>keOHOM 3aIMCKH, aKTa. P

[IpaxTraeckoe 3ausaTe Ne 4. O opminenne TpyaoBOro A0roBopa, Iip >
MIPHKa3a O IpueMe Ha paboTy, 0pOpMIICHHE TPYIOBOM KHHXKH.

Tema 4. JloroBopHO-IpaBOBast JOKYMEHTAINS Jlex 4

ITousTus noroBopa. Buasl 10roBopos.
TIpaBuna opopmiieHHS PETEH3UOHHBIX THCeM. DOPMYIISIp UCKOBOTO 3asBICHMS, TPEOOBAHUS K €T0
0(OPMIICHHIO

[IpaxTrueckoe 3amaTre Ne 5. OdopmieHne 10ToBOpa KyIUTH-TIPOAAKH IIp 2

Tema 5. [lonsiTHE TOKYMEHTOOOOPOTA, PETUCTPALINA JOKYMEHTOB Jlex 4

CocraB u y4er o0beMa JOKyMEHTOO00poTa IpeAnpusTuii. Opranu3anus paboTsl ¢ BXOISIICH,
UCXOAAILEN U BHYTPEHHEHN TOKyMEHTalUeR
Ba3bl qaHHBIX [T XpaHeHHs JOKyMeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 371eKTpOHHBIMU TOKYMECHTAMH.

Tema 6. OpraHm3aiys ONEepaTHBHOTO U ApXUBHOTO XPaHEHHS
JIOKyMEHTOB

Jlex 4

Homenknarypa gen. MaauBuayanbHbIe, CBOAHBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIIATYPHI €.
IToxroToBKa ¥ MOPSIIOK MEpeIadn ACT B ApXUB. 3aKOHO/ATEIbHBIE aKTHl 1 HOPMaTHBHO-METOAUIECKHE
JIOKyMEHTBI IO apXUBHOMY XPaHEHUIO JOKyMEHTOB.

3auer | Jlex | 2

* - Jlex — nexyuu,; Ilp — npakmuueckue 3anamus,; CP — camocmosmenvuas paboma, JIP —
nabopamopmsie pabomul.

3. YCJOBUSA PEAIM3ALIUUA ITPOTI'PAMMBI IUCIIUITJINHBI
3.1. TpeboBaHHsI K MUHMMAJIBHOMY MATEPHATbHO-TEXHUYECKOMY 00ecIe4eHUI0

Jlis peanu3anuy nporpaMMbl y4eOHOH AUCHUILINHBI IPEyCMOTPEHEI CIIEHUAIbHBIE TIOMELICHNUS,
MIPHBEICHHBIM B I 6.3 OCHOBHOM 00pa30BaTebHOM MPOrpaMMbl CIIENUATBHOCTH.

Tabnuya 3. MamepuanvHo-mexnuueckoe obecnederue OUCYUNIUHbBI

Tnn aynuropun OcHanienne ayinTopun
CneunaausupoBanHoe yuedHoe oGopyaosanue, [1O u marepuanbl
AJISl OCBOEHHS THCUMILIHHBI (IPH HEO0X0TUMOCTH)




Y4aebuast ayTuTopus 1is
MPOBEJCHUS 3aHATHI
JIEKLIHOHHOIO TUIIA,
MPaKTUYECKHUX 3aHATHH,
BBITIOTHEHUA KyPCOBBIX pabor,
TPYNIIOBBIX ¥ HHINBHyaTbHBIX
KOHCYNBTalM, TEKYIIETO
KOHTPOJIS ¥ IPOMEKYTOYHOM
aTTecTaluu

KommuiekT cnenuaau3supoBaHHON MeOelH, MapKkepHast 0CKa,
kadenpa; aBTOMaTU3UPOBAHHOE pabouee MECTO MPEOIaBaTEeIs:
komnbioTep AMD Ryzen, monntop LCD 24" Philips, uHTepakTuBHas
rmaHens 86", MMeeTcs BRIXOl B HHTEPHET

IIporpammuoe obecnieuenne: OneparonHas cucrema Windows 10
Pro; Office Professional 2007, Kaspersky Endpoint security mms
6usHeca - CTanmapTHBINA

VYdeOHast ayquTopus 1ist
IIPOBEICHHUS 3aHATUI
JIEKLIMOHHOTO TUIA,
MPaKTUYECKHUX 3aHATHH,
BBITMIOTHEHHA KyPCOBBIX pador,
CPYIIOBBIX U UHIUBUYAIbHBIX
KOHCYNbTALHUH, TEKYILEro
KOHTPOJISI U IPOMEKYTOIHOM
aTTecTanun
(KoMmproTepHsIii Kitace)

KomrurekT ciennmanu3npoBaHHONM MeOeln; 10CKa ayTuTOpHas
MEJIOBasi, aBTOMaTH3HPOBaHHBIC paboune MecTa (Ipoueccop He HUKe
Intel Core i5, oneparuBHas namsite 00bemMoM He Menee 16Gb;(SSD
500 GB HDD 1 TB); npoexktop EPSON, npoeKioHHEIH YKpaH,
MUMEETCsI BBIXOJI B MUHTEPHET

[IporpamMmHoe obecneuenne: OnepanuonHas cucrema Windows 10
Pro; Office Professional 2007, Kaspersky Endpoint security mmst
6usHeca - CTaHIapTHBIH

AynuTopHs U1 CaMOCTOATENEHOM
paboThl O0YYAIOIUXCS

KommnexT cnenmanusuposanHoi Mmebenmu; Tenesusop LED LG 42"
ABTOMATH3MPOBaHHbBIC paboune MecTa (mpoieccop He Hinke AMD
Ryzen, oneparusHas namste oosemMoM He MeHee 8 ['0; SDD 500 GB,
MoHOO0K Lenovo Intel 13), umeercs BbIXo/] B UHTEPHET
IIporpammHoe obecnieuenne: OnepanuonHas cucrema Windows 10
Pro; Office Professional 2007, Kaspersky Endpoint security ms
ousneca - CTaHIapTHEIHA

Y4eOHO-TPEHUPOBOYHBIH
xoMmIuieke «Ilonoca npensaTcTBuid
«tOnmop» (3-37(mosnoca
TIPEMATCTBHH ))

[IpensarcrBust: «PoBy» 1 mt., «JlabupuaT» 2 mTt., «3a00p ¢ HAKIOHHOH
JIOCKOI» 2 mT., «Pa3zpyrmennsiit MocT» 2 mr., «PaspymenHas
nmectHUa» 2 mWrt., «CTeHKa ¢ ABYMs ITpojIoMaMmy 2 mT., O MHHOIHBIH
OKOII /1715 CTPENBOBI M METaHUs TPaHar 2 IIT.

OO0O CrniopTUBHBIN KOMIUTEKC
"FOnocts" (8-Crannon)

KpriThie OeroBbie JOPOXKKH (TUL. 675 KB.M.), OTKpBITasi CIOPTapeHa
(. 21330.1 xB.M.), pyTOOIBEHOE ITOTIE C CHHTETHIECKUM MOKPBITHEM
marep LXTII (. 7512.6 xB. M.), pyTOOIBHOE NONE C CHHTETHYECKUM
nokpeiTieM autep LXIV (. 7756.1 kB.M.), BKITIO9ast TpEHaXXEPHI,
TpeHaKEPHbIE KOMILICKCHI (TPeHAKEPHBIH 3ai1 001Iehu3nuecko
MOJITOTOBKN ), CHOPTUBHBIN KOMIUIEKC (CTOPTHBHBIN 3a1 1. 1468
KB.M.)

3.2. Uudopmanuonnoe obecrieuenne o0yueHnst
Ilepeyensb pexoMeHIyeMbIX Y4eOHBIX H31aHuil, NUHTepHeT-pecypcoB, 10N0JHUTEIbHON

JINTEPaTypbl

OcHrosuble UCIMOYHUKIL:

1. banr B. C. JlokymeHTanuoHHOE obOecrieueHue ympasieHus. HOpuandeckas TexXHHKa
VYuebnoe nocodbue s CIIO. - Mocksa: FOpaiit, 2022. - 103 ¢ - Tekcr : anekrponHsiid. - URL:

https://urait.ru/bcode/493900

2. Jloponuna JI. A., Hputukoa B. C. JlokyMeHTamHOHHOE oOOecreueHHe YIIpaBIICHUS
VYuebnuk u npaktukym s CIIO. - Mocksa: FOpaiit, 2022. - 233 ¢ - TekcT : 3JIeKTPOHHBIM. -
URL: https://urait.ru/bcode/492618




3. llysamosa H. H. /lokymMeHTanuoHHOE OOecIieueHHE YIPABICHUS @ YUEOHUK M MPAKTHKYM

st CIIO. - Mocksa: FOpaiit, 2022. - 265 ¢ - Tekcr : anekrponnsiit. - URL: https://urait.ru/
bcode/489985

ﬂOI’lO]lHunle,fleble UCMOYHUKU.

Pecypcol ungpopmayuonno-menexommyHukayuoHHou cemu « Mnmepnemy:

1. ObC PYJIH u ctoponnue 9bC, K KOTOpBIM CTYAE€HTHI YHUBEPCUTETA UMEIOT JOCTYI HA
OCHOBAHMH 3aKITFOUYCHHBIX JJOTOBOPOB:
- OBC Znanium https://znanium.ru

- OBC «YnuBepcurerckas oubmuoreka oraite» http://biblioclub.ru
- O6pasosarenbHas mardgopma KOpaiit https://urait.ru

- DnektporHo-6ubmMotednas cucrema PY/IH — 5bC PY/IH http://mega.rudn.ru/MegaPro/Web
2. ba3bl JaHHBIX U TOUCKOBBIE CUCTEMBI:

- YueOnplit mopran uactutyTa https://portal.rudn-sochi.ru/

Memoouueckue mamepuanvt 015 00yYaAOUUXCS

CamocrosTenbHas paboTa He MPeayCMOTpPEHA.

Y4eOHO-MeTOoAMYECKUE MaTepHAIIbl [UISI CAMOCTOSTEIBHON pabOThl 00yYaOIIHXCS

pa3sMeIIaTcsi B COOTBETCTBUH C JACHCTBYIOUIMM MOPSIIKOM Ha CTPAaHUIIE AUCIMIUIMHBI HA
YuaeOHOM mopTaire.



4. KOHTPOJIb U OLIEHKA PE3VYJIbTATOB OCBOEHUS JUCHUIIJINHbI

KOHTpOJ'IB " OLICHKA pe3yJIbTaTOB OCBOCHUA JUCIHUIIIIAHBI OCYIIECTBIISACTCA MPLEIIoJaBaTejyicM B
nponecce NpoBEACHUA MPAKTHICCKUX 33.H$ITI/II71, TECTUPOBAHMS, a TAKKC BbIITOJIHCHU A

O6yLIaIOH_[I/IMI/IC$I WHIANBUYAJIbHBIX 33):[3.HI/II‘;I.

Tabnuya 4. Konmpons u oyenxa pe3yiomamosg 0C80eHUs OUCYUNTIUHBL

Pe3ynbTaThl 00y4yeHus
(ocBOEHHBIC YMEHHS1, YCBOCHHbIC 3HAHUSA)

®opMbI U METOAbI KOHTPOJISI U OLIEHKH
pe3yjbTaToB 00yueHus!

3HaHUS:

MOHSATHE, [IEJTH, 3a[a9l W IPUHIIUATIBI
JICITOTIPOU3BOJICTRA,

OCHOBHBIE TIOHSATHUS JIOKYMEHTAIIHOHHOTO
o0ecriedueHus yrpaBicHHsI,

CHCTEMBI JJOKYMEHTAI[HOHHOTO 00eCIICUCHUS
yIpaBIICHUS;

KJIacCU(PUKAITHIO JIOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO M O(OPMIICHHIO
JOKyMEHTOB;

OpTaHU3aIUI0 JJOKYMEHTOO00pOTAa: IPHEM,
00paboTKy, perucTpaiuio, KOHTPOJIb, XpPaHCHHE
JIOKYMEHTOB, HOMEHKJIATY Py JEJL.

Amnanus u OLICHKA BBITIOJIHCHHS
WHIWBHUya bHBIX 33[aHUW, PaCYEeTHBIX paldoT,
ONpoc, TEMaTHIECKUN TUKTAHT,

KOHTPOJIbHAsL paboTa, TMPaKTUIEeCKUE 3aHATHA,

JOMaIITHHEC pa6OTLI 5 KOMIBOTCPHOEC
TECTUPOBAHUC, BBaI/IMOKOHTPOJIB Hu
CaMOKOHTPOJIb CTYACHTOB. ITomaOTA Hu
T'paMOTHOCTDb IIOATOTOBJICHHBIX JOKIaao0B,

coOoOIIeHNH, TPE3EeHTAIHH.

Ymenus:

0(opMIIATH JOKYMEHTAIHIO B COOTBETCTBUU C
HOpMAaTHBHOW 0a30ii, B TOM YHUCIIE C
HCTIONB30BaHIEM HH(OPMALIMOHHBIX
TEXHOJIOTH;

OCBaMBaTh TEXHOJIOTHHN aBTOMAaTU3UPOBAHHON
00pabOTKH TOKYMEHTALUH;

HCIIONB30BaTh YHU(PHIIUPOBAHHBIE (POPMBI
JOKYMCHTOB;

OCYILECTBIIATH XpAaHEHHUE U TIOUCK JTOKYMEHTOB;
HCIIONB30BaTh TEIIEKOMMYHHUKALIMOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JTOKyMEHTO000pOTE.

HabGnronenne, KOHTpONb TpemojaBaTens 3a
JeSITeTIPHOCTRI0  O0yJaromuxcs, aHalu3 H
OLICHKa ONTHMAJIbHOCTH METO/a PpEeUICHHS
3aa4, Oecena, ompoc, MPaKTHIECKUE 3aHATHUA,
JIOMAIIHK1E paboTsI, KOMIIBIOTEPHOE
TECTUPOBAHNE

[IpakTdeckuil ONBIT:

HabOnronenne, KOHTpONb TpemojaBaTens 3a
JeSITeTPHOCTRI0  O0yJaromuxcsi, aHalu3 M
OLICHKa ONTHMAJIbHOCTH METO/a PpEeUICHHS
3aja4, BBINIOJIHEHNE U 3aIuTa
WHJIVBUYaJbHBIX 3aJaHH.

5. KOMIIETEHIIUA OBYYAIOUIETI'OCs, ®OPMUPYEMBIE B PE3VJIBTATE

OCBOEHMA JUCHUIIJIMHBI

Tabnuya 5. llepeuenv komnemenyuii

Ind Pe3yabTarhl (KOMIIETEHIINH)
P OcHOBHBIE 0KA3aTeJIH Pe3yJIbTATOB NOJAT0TOBKHU
OK 01 Bui6upars cnoco0b! penreHus 3a1a4 npogeccHOHAIBLHOI AesiTeIbHOCTH
) NPHMEHUTEJIbHO K Pa3IHYHbIM KOHTEKCTaM;




3HaTh:

aKTyaJbHBIN MPO(eCcCHOHATBHBIA M COLUATBHBIN KOHTEKCT, B KOTOPOM TIPUXOIUTCS paboTaTh U KUTh;
OCHOBHBIC HCTOYHHKH HH(OPMALIUU H PECYPCHI UIA PEIICHHS 3a7a9 U PooaeM B MpodhecCHOHAIEHOM 1/
WM COUAIIEHOM KOHTEKCTE;

AJTOPUTMBI BEITIOJTHEHUS pad0T B MPo()eCCHOHAIEHOW U CMEKHBIX 00IacTX;

METO/IbI pabOTHI B IPO(ECCHOHATBHOMN U CMEXHBIX cepax;

CTPYKTYpY ILJIaHa JUIS PEIICHUs 3a1a4;

MOPSIOK OIIEHKH PE3yJIbTAaTOB PELICHUS 3a1ad MPopeCCHOHAIBHON ICATETbHOCTH.

Ymers:

pacmo3HaBark 3agaqy Wid IpodiieMy B IpodecCHOHaTbHOM HITH COTTHATFHOM KOHTCKCTE;
aHAJM3HPOBAThH 3a/1a9y WIIH MPOOJIEMy U BEIICIATH €€ COCTaBHBIC JaCTH,

OTIPEIICNATH STAIBl PEIICHUS 3a0a49H;

BBUIBIISITH U 3((hekTrBHO HcKaTh HHOPMAIIHO, HEOOXOAMMYFO /ISl PEIISHHUs 3a1a49H U/ UIH MPOOIIeMBI,
COCTaBUTD TUIAH JACUCTBUS; ONPEACIUTh HEOOXOMMBIE PECYPCHI;

BJIQJIETh aKTyaJbHBIMU METOIaMH PabOThI B MPO(eCcCHOHANBHOMN 1 CMEXKHBIX chepax;

peanr30BaTh COCTABICHHBIN TIJIaH; OIICHABATH PE3yALTAT U MOCICACTBUSA CBOUX JCHCTBUH
(caMOCTOATEIBFHO WITH C IIOMOIILI0O HACTABHUKA).

Hcnonb30BaTh cOBpeMeHHbIE CPEACTBA MOUCKA, AHAIN3A U HHTEPIPeTALINH
OK 02. uH(popManuu U HHGOPMALMOHHDbIE TEXHOJIOIHH /I BHITIOTHEHH 32124
Nnpo¢ecCHOHATbHOM AesATeILHOCTH;

3HaTh:

OCHOBHBIE METO/IBI M CPENCTBA cOOpa, 00pabOTKH, XpaHEHHs, MEPEAAIH U HAKOIUICHU NH(OpMAIIH;
TEXHOJIOTHIO TOMCKa HHpopManuu B ceTH MHTepHET;

HOMEHKJIaTypa HH(OPMALMOHHBIX HCTOYHHKOB IIPUMEHAEMBIX B IPO(ECCHOHAIBHOMN NeATENbHOCTH;
MIPHEMBI CTPYKTYPHPOBaHUs HH(OPMALINY;

(hopmar opopmIIeHHS pe3yIETaTOB MONCKa HH(POPMALHH;

Ha3HAYCHUE, COCTAB, OCHOBHBIC XapPaKTEPUCTHKH OPraHNU3al[HiOHHONW W KOMITBIOTEPHOH TEXHUKH,
OCHOBHBIC KOMITOHCHTBI KOMITBIOTEPHBIX CETEH, MPUHLUIIBI TTAKETHOH Mepeavyn JaHHBIX, OPraHH3aLUI0
MEKCETEBOTO B3aNMO/ICHCTBHUSA;

HA3HAYCHUE U TPUHIIMIIBI HCTIONB30BAHUSA CHCTEMHOTO M MPHUKJIAJHOTO MPOrPaMMHOTO O0eCIIeYeHUS;
MPUHLUIBI 3aIUTH HH)OPMAalliU OT HECAaHKIIMOHUPOBAHHOTO JOCTYIIA;

MIPAaBOBBIC ACTICKTHI UCIIONB30BaHN HH(POPMALIMOHHBIX TEXHOIOTHI U TIPOTPAMMHOT0 00eCIIeYEeHNS;
OCHOBHBIE ITOHSTHS aBTOMATU3UPOBAHHON 00paboTKi HHpOpMAINK;

HaTpaBlICHHUs aBTOMaTH3allil OyXTalTepPCKON NeATeIbHOCTH;

Ha3HAYCHUE, TPUHIMITEI OPraHU3alliH U SKCIUTyaTalluH OyXTraaTepcKuX HH(QOPMAIIMOHHBIX CHCTEM;
OCHOBHBIE YTPO3bI U METO/IBI 0OecTieueH s HH(OPMATUOHHON OE€3011aCHOCTH.

Ymers:

OTIpEeAEIATh 3aa9H Ul TOUCKa MH(pOpManuu;

OIIpENeNATh HEOOXOAMMbIE HCTOYHHKH WH(}OpMAaLny;

TUTAHUPOBATH MPOLECC TIOUCKA; CTPYKTYPUPOBATH MTOIyYaeMyto HHPOPMALHIO;,

BBIJIETISITH HanOOJIee 3HAYMMOE B IiepedHe HHPOpMaIIiH;

OILICHUBATh MPAKTHYECCKYIO 3HAYUMOCTD PE3yJIbTaTOB MONCKA;

o(opMIIATE pe3yIbTaThl IIOUCKA;

00pabaThIBaTh TEKCTOBYIO TaOIMYHYIO HH(OPMAIIHIO;

WCIIOJIB30BaTh AEIOBYIO rpaduKy B MyJIbTUMe A WH(OPMAIHUIO;

CO3/1aBaTh MPE3CHTALINN;

NPUMEHSTh aHTUBUPYCHBIE CPEICTBA 3alUTHL;

4UTaTh (MHTEPIPETHPOBaTh) HHTEp(dEC CrenuanIn3upOBaHHOTO TPOTPaAaMMHOTO O0ecCIieYeHus,
HaXOAWUTh KOHTEKCTHYIO TIOMOIIb, PaboTarh ¢ JOKYMEHTAIMCH;

MPHMEHATH CIICHUATU3HPOBAHHOE IIPOrPaMMHOE 00ecIIeueH e s cOopa, XpaHEHUs. 1 00paboTKH
OyxranTepckoi MH(POPMAIMK B COOTBETCTBUH C H3y4aeMbIMH MPOPECCHOHATBLHBIMEI MOIYIISIMH,
MOJIb30BaThCS ABTOMATH3HPOBAaHHBIMU CUCTEMAaMH JIITOTIPON3BOJICTBA;

MPUMEHATH METOJIBI M CPE/ICTBA 3aLUTHI OyXTralTepCKOH HHPOPMAIIH.

IlnanupoBaTh U peanu30BbLIBATHL COOCTBEHHOE NPO(deccHOHATIbHOE H
JINYHOCTHOE Pa3BUTHE, NPeANPHHIMATEIbCKYIO e TeJIbHOCTD B
npodgeccuoHanbHoii cdepe, HCMOJIH30BATH 3HAHUS 110 (PHHAHCOBOH
rPAMOTHOCTH B Pa3JIMYHBIX KU3HEHHbBIX CHTYAIUAX;

OK 03.




3HaTh:

cofiep KaHHE aKTyaJIbHOI HOPMaTHBHO-ITPABOBOW JOKYMEHTAIINN;
COBpeMEHHas Hay4dHas U Ipo¢ecCHOHaIbHasA TEPMUHOIOTUS;

BO3MOJKHBIE TPACKTOPHH MPOECCHOHATBLHOTO Pa3sBUTHA M caMO00Opa30BaHHUS;
OCHOBBI NPEANTPHHIMATENHCKON AESITETFHOCTH;

OCHOBBI (PTHAHCOBOW TPAaMOTHOCTH;

npaBuia pa3paboTKu OH3HEC-TUTaHOB;

HOPSIIOK BBICTpauBaHUs IPE3CHTALINH;

KpEAUTHBIE OAHKOBCKHE MPOIYKTHI.

YMETE:

OTIPEZEIATh aKTYyaIbHOCTh HOPMATHBHO-TIPABOBOM JOKYMEHTAIIMH B TPO(ECCHOHAIBHOM AeTETbHOCTH;
MPUMEHSTh COBPEMEHHYIO HAYUHYIO MPO(ECCHOHANBHYIO TEPMHUHOJIOTHIO;

OTIPEIEIATh U BHICTPANBATh TPACKTOPHH PO ECCHOHATBHOTO PA3BUTHS H CAMOOOPA30BaHUS; BBISBIATh
JIOCTOMHCTBA U HEJAOCTATKH KOMMEPYECKOU HJIEH;

MIPE3EeHTOBATh UIECH OTKPBITHSA COOCTBEHHOTO JeJla B PO ecCHOHaIbHOM 1eATENbHOCTH;

oopmIATE OM3HEC-TUIAH; PACCUNUTHIBATH pa3Mephl BBIILIAT ITO MPOLEHTHBIM CTaBKaM KPEIUTOBAHHUS,
OIPENeNsiTh MHBECTUIIHOHHYIO IPUBJIEKATEILHOCTh KOMMEPUSCKIX HJICH B paMKax MpodeccHoHaNbHOM’
JIeATEFHOCTH; IPE3CHTOBATh OM3HEC-HUIEIO;

OTIPEEATh UCTOYHNKH (DHHAHCHPOBAHUS.

OK 04. |3(1)(1)eKTnBH0 B3aHMO/IeiiCTBOBATH H Pad0TATh B KOJLNIEKTHBE H KOMaH/I€;

3HaTh:
IICUXOJIOTHYCCKHEC OCHOBBI ICATCIIBHOCTH KOJIJICKTHBA, ICUXOJOTHYCCKHEC 0CO6€HHOCTI/I JIUMYHOCTH,
OCHOBBI HpOCKTHOﬁ JACATCIIBHOCTH.

YMerTs:
OpPTaHU30BEIBATH Pa0OTy KOJUICKTHBA M KOMAH/IET;
B3aMMOJICHCTBOBATh C KOJUIETaMH, PYKOBOACTBOM, KIIMEHTAMH B XO/I¢ MPO(PECCHOHATIBHON ACATEIIbHOCTH.

OcyniecTBJIsITH YCTHYIO H IMCbMEHHYI0 KOMMYHUKAIHIO HA TOCYIAPCTBEHHOM
OK 05. si3bike Poccuiickoii ®eaepanuu ¢ y4eToM 0CO0eHHOCTEH COLHATBHOIO H
KYJIBTYPHOTO KOHTEKCTA;

3HAaTh:
O0COOCHHOCTH COIHAJILHOTO U KYJIBTYPHOTO KOHTEKCTA,
rpaBmia 0pOpPMIICHHSI JOKYMEHTOB ¥ ITOCTPOCHHS YCTHBIX COOOIICHHIA.

VYMers:
TPaMOTHO M3JIaraTh CBOM MBICITH ¥ O()OPMIIATH TOKYMEHTHI O MPO(ECCHOHANBHON TEMATHKE Ha
TOCYIapPCTBEHHOM SI3BIKE, MMPOSIBIATH TOJIEPAHTHOCTH B pabodeM KOJIICKTHBE.

OK 09 IToab30BaThes MpogecCHOHAIBHON TOKYMEHTALIMEH HA TOCYIAPCTBEHHOM H
) HHOCTPAHHOM fI3bIKaX.

3HaTk:!

IpaBKiIa IOCTPOCHHS IPOCTHIX M CIIOKHBIX MPEJIOKEHUI Ha TpodecCHOHANBEHEIE TEMBL;
OCHOBHBIC 00IICYTOTPEOUTENBHBIC TIAroibl (ObITOBast M Mo eccCHOHANbHAS JICKCHKA);
JICKCUYECKUH MHHUMYM, OTHOCAIIMKCS K OIIMCAHUIO TIPEIMETOB, CPEIICTB U MPOLECCOB
MpoeCCUOHATTLHOMN ESITETBHOCTH; 0COOCHHOCTH MTPON3HOUICHUS;

MpaBUJjIa YTCHHUSI TEKCTOB PO(eCcCHOHANBHOM HAPaBICHHOCTH.

YMCTh:

MTOHMMATh OOIINK CMBICI YETKO MTPON3HECEHHBIX BHICKa3bIBAHUI Ha N3BECTHBIE TEMBI
(mpodeccroHabHBIC U OBITOBBIC), TIOHHUMATh TEKCTHI Ha 0a30BBIC MPOECCHOHABLHBIC TEMBI;
y4acTBOBATh B AMAJIOrax Ha 3HAKOMBIE 00IIHE 1 PO eCCHOHANLHBIC TEMBI;

CTPOHWTH NMPOCTHIC BHICKA3BIBAHHS O ceOe U 0 CBOCH PO eCCHOHATBHOMN SSITENBHOCTH;

KpaTko 000CHOBBIBATE U OOBSCHHUTH CBOH JACUCTBHS (TEKYILUE U TUITAHUPYEMBIC);

MUCATh MPOCTHIE CBA3HBIC COOOILCHHS Ha 3HAKOMbBIC WIIH HHTEPECYIOILUE TPOpECCHOHAIBHBIC TEMBI.

IIK 1.1. |06pa6aTLIBaTb NnepBUYHbIE OyXrajTepcKue T10KYMeHTbI;




3HaTh:

OCHOBBI TIPEAIIPUHUMATENIBCKON JEATETbHOCTH;
OCHOBBI (PHHAHCOBOW TPAMOTHOCTH;

npaBuia pa3paboTKe OU3HEC-TIAHOB;

TIOPSIAOK BBHICTPAUBAHUSA MIPE3CHTALINH;
KPEIUTHBIC OAHKOBCKHE ITPOTyKTHL.

YMeTh:

BBIABIIATH JOCTOMHCTBA M HEJOCTATKH KOMMEPICCKOM HIICH;

MIPE3CHTOBATH UJICH OTKPBITHS COOCTBEHHOTO JIeNIa B TPO(PECCHOHAIBHON JIEATCIIEHOCTH,

opopMIIATE OW3HEC-TIIIaH; PACCUYUTHIBATE Pa3MEPhI BHITLIAT IO MIPOIICHTHBIM CTaBKaM KPEIUTOBAHHS;
OTIPeIeIISITh MHBECTUIIHOHHYIO TPUBJIEKATEIbHOCTH KOMMEPUYECKUX HJICH B paMKaX Ipo()eCCHOHATBLHOM
JIeATEIFHOCTH; IIPE3CHTOBAThL OM3HEC-UACIO;

OTIPENEIIATh HCTOTHUKH (PUHAHCHPOBAHHS.

6. ®OH/I OHEHOYHbBIX CPEJICTB
6.1. ®oH/ OLIEHOYHBIX CPEICTB /IS IPOBEICHUA MPOMEKYTOUHON aTTecTALMI
olyuaromuxcs Mo AUCHMIINHE «/[oKyMeHTalHOHHOe obecnieyeHHe YIIPaBJICHHUsD)

[lepeueHp BONpOCOB AJIsA MOATOTOBKH K 3aHATHAM U IPOMEXYTOYHOU aTTECTALlUH,
KOHTPOIIBHBIX padoT, coepKaHue 3aJaHni IS BBITOJHEHNS IPAKTUICCKIX U
CaMOCTOSITENIbHBIX pabOT, PEKOMEHIALNH IO BHITIOIHEHUIO U KPUTCPUH OLICHUBAHUS
NPEJCTaBICHBI B JOH/IE OIIEHOYHBIX CPEICTB MO TUCIUILINHE «/{0KyMEeHTalMOHHOE
obecriedenue ynpasineHus» B [Ipunoxkennn k Hactosmen Paboueit mporpaMmMe AUCHUTUINHBL.

OneHouHble CPeCTBA MO3BOJISIOT MPOBECTH TEKYIUN KOHTPOJb Mo guciumuinge. [lo kaxxpomy
CpEe/CTBY OLICHMBAETCS MOJHOTA U IIIyOMHA OCBOCHHUS, XapaKTEPU3YIOLIHECS MMOKa3aTeIsIMH U
KPUTEPUSMH OLICHUBAHUS

Tabnuya 6. Ilokazamenu u Kpumepuu OYeHUBaAHUs

[lokasarens Kpurepuii
. 3Haet: 0a30BbIC 00IINE 3HAHUS,

[Toporossri i
YMeeT: OCHOBHBIE YMEHUsI, TpeOyeMbIe [Tl BBITIOJIHEHUS ITPOCTHIX

(y3HaBaHue) .
3aj1a4;

«3» .
Brnaneert: paboraeT nmpu npsimoM HaONFOACHUN.
3naet: (haKThl, MPUHIIUIIBI, TIPOIECCHI, OOIIIE MOHATHS B Mpeaeax
00J1acTH MCCIeI0OBAHNS;
BasoBsIit YMeeT: auanazoH NPaKTHYECKAX YMEHUH, TPeOyeMBbIX JJIsl peIIeHuUs
(BocmpousBeicHUe) |OTIPENETEHHBIX po0IieM B 00IaCcTH UCCIIEeIOBAHMS;

«4» Brnazgeer: OepeT OTBETCTBEHHOCTD 32 3aBEepIICHUE 33139 B
WCCJIeIOBAHHH, IPUCTIOCA0IMBAET CBOE MOBEJCHUE K OOCTOSTEIILCTBAM B
pelIeHn: mpoodIieM
3Haer: pakTHUECKOe M TeOPEeTHIECKOe 3HAHHE B Mpejenax odnacTu

Boicoxuii HCCIICIOBAHHSI C IOHUMAHUEM TPaHUI] IPUMEHUMOCTH;
(KOMIETEHTHOCTE) | YMEET: IMana3oH NPaKTHIECKUX YMEHHH, TPeOYEMbIX I Pa3BUTHUS
«5» TBOPYECKUX PEIICHHI, a0CTparupoBaHus IPOOIEM;
max 6an Bnageer: koHTpoMUpyeT paboTy, MPOBOIUT OIEHKY, COBEPIICHCTBYET
JIeHUCTBUS pabOTHI

MakcumanbHOE KOTMYECTBO OAIIIOB MO KaKIOMY OIIEHOYHOMY CPEJCTBY COOTBETCTBYET
BepOaTbHOMY KPUTEPHIO «BBICOKHII.




7. AHBIE CBEJAEHUSA U (MWJIN) MATEPUAJIBI
7.1 IlepeuyeHnb 00pa3oBaTeIbHBIX TEXHOJIOTHIi, HCI0JIb3YEMbIX NIPH OCYLIECTBICHUH

0o0pa30BaTe/IbHOIO MpoLecca N0 JHCHHUIIIMHE
B mpomecce oOydeHHs WCIONB3YIOTCS AKTUBHBIE M WHTEPAaKTHUBHBIE 00pa30BaTeIbHBIC
TEeXHOJIOruH ((POpMBI IPOBECHUS 3aHATHUI):

-JIeKIUH, PpOHTATBHBIE ONPOCH], MPE3CHTAINH U 3aI[UTa MUHU-TIPOEKTOB;

-Kelic-cTaau (pa300op KOHKPETHBIX CHUTYaIui),

-MMHUTAllMOHHBIE KOMIIBIOTEPHBIE MOJIEIIN;

-OpraHu3alli CaMOCTOSTENIFHONW yUeOHO-TTO3HABATENbHON AEATENbHOCTH (WHIMBHyalbHbIC

JIOMaITHUE 3aJIaHMs ).



