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1. MACHOOPT MPOTPAMMBI YYEBHOM TN CHUIIJINHBI
OI1.06 JoxyMeHTALIMOHHOE 00eceueHue YIIPABJICHUS
HA36aHUEe OUCYUNTUHDBL

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).

Ocoboe 3HaueHne aucHuIuinHa nMmeeT npu Gopmuposanuu u pazsutun OK 01, OK 02, OK 03,
OK 04, OK 05, OK 09, OK10, IIK 1.1.

1.2. MecTto y4eOHOM AMCHUILIUHBI B CTPYKTYpe MPOrpaMMbl MOATOTOBKH CHEIHATHCTOB
CpeIHero 3BeHa.

Vuebnas muctmmmmaa OI1.06 [lokymeHTanmoHHOe oOecredeHHe YIPaBICHHUS BXOIUT B
o0menpogecruoHaNbHbIN UK TPOo¢eCcCHOHATFHON MOATOTOBKH.

1.3. Hean u 3agaun — TpeGOBaHUS K Pe3yJIbTATAM OCBOCHHS YUeOHOH AU CHHIIHHBI.

B pamxax mporpamMmbl y4eOHOHW JAMCHUIUIMHBI OOYYAIOIMIMMHUCS OCBAWBAIOTCS YMEHHS |
3HaHUA.

B pe3yabTaTe ocBOeHNs Y4eOHOI IUCHUTLUIMHBI CTYIEHT I0JKEH 3HATh:

MOHATHE, LIEJH, 3a/[a4i U MIPUHIIUIIBI JeITOTIPON3BO/ICTRA;

OCHOBHBIE TIOHATHS TOKYMEHTALIMOHHOTO 00eCIIeUeH s YIPaBICHHUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO 00ECIIeYeHNUs YIIPaBICHHS,

KJIacCH(PUKAIUIO JIOKyMEHTOB;

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB;

OpraHu3alUIo0 JOKYMEHTO000poTa: mpHeM, oOpaboTKy, pEerucTpanuio, KOHTPOJIb, XpaHEHUE
JOKyMEHTOB, HOMEHKJIATypy eIl

B pesyabTaTe ocBoOeHHs Y4eOHOM TUCHUILIMHBI CTYIEHT A0KEH YMETh:

oopMIIATh HTOKYMEHTAIlMIO B COOTBETCTBHM C HOPMAaTHBHOM 0a30i, B TOM 4HCIE C
HCIIOJIb30BaHHEM WH(OPMALIMOHHBIX TEXHOJIOTHIA;

OCBaMBaTh TEXHOJIOTHY aBTOMATU3APOBAHHON 00PabOTKH TOKYMEHTAINH;

UCTIONB30BaTh YHH(PUIUPOBAHHBIE OPMBI TIOKYMEHTOB;

OCYILIECTBIATH XpPaHEHNUE U TIOUCK JIOKyMEHTOB;

HCIOJB30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIIOTHHU B SIIEKTPOHHOM JTIOKYMEHTO000pOTE.

B pe3ynbrare ocBoeHHsI y4eOHOM AMCHMILUIMHBI CTYIEHT /I0JI’KeH UMeTh HABBIKU U (WJIN)
ONBIT AeATEIbHOCTH:

1.4. PexomeHnyeMoe KOJIHYECTBO YACOB HA OCBOCHHE MPOrPaMMbl Y4eOHOM IMCIUILINHBI:



O0bem nmporpammsl 32 4acoB, B TOM YHCIE:
ayJMTOPHON y4eOHOW Harpy3KH oOydaromerocst 32 4acos;
CaMOCTOSITeNIbHOU paboThl 0Oy4aromerocs () yacos.

2. CTPYKTYPA U IPUMEPHOE COJEPXKAHUE YYEBHOW JUCHUILIUHBI
2.1. O6beM yueOHOM AMCHUILINHBI U BU/ABI y4eOHOI padoThl

Tabnuya 1. Buowsl yuebnou pabomst no nepuodam oceoerus OOII CI1O ons ghopmel 0byuenus -
ouHas.

Bujg yueGHoii padorsi Beero, Conterapl-b1)
aK. 4.
3 2

KonrakTnas (ayinTopHasi) padora (Bcero) 32 32 | 34
B TOM YHCJIC: - - - - - - -
JIEKIAH (€CITH TPETYCMOTPEHO) 22 22 -

B TOM 4YHCIIE B (hOpME MPAKTHUECKOM TTOATOTOBKH

(eci IpeyCMOTPEHO) ) ) )
J1a00paTOpHBIE 3aHATHA (ECIU MPEAYCMOTPEHO) - - -

B TOM 4Hrciie B (hopMe MPaKTHIECKOM MOITOTOBKU

(eciu pexyCMOTPEHO) ) ) )
MPAKTUYCCKUE 3aHATHS (€CIH IPETYyCMOTPEHO) 10 10 34

B TOM 4YHUCIIe B hOpME MPAKTHUCCKON TOATOTOBKI

(ecim TIpEyCMOTPEHO) } } }
CamocTosiTeabHas paGora o0yuaronierocs (Bcero) - - 4
B TOM YHCIIE: - - - - - - -

B (hopMe IpaKTUYECKOH MOATOTOBKH

(ecim IpeTyCMOTPEHO) . } )
YacoB Ha KOHTPOJIb: - - 18
[TpomexyTouHast arrectanus B popme: (3auer/qud3zayer/ i 320 | B
DK3aMECH) a K
OO111ast TPYyI0EMKOCTh qgac 32 32 56

2.2. TemaTuueckuii mjiaH u coaep:kanue yueonoi qucnuminasl OI1.06
JlokyMeHTaulMOHHOe o0ecrneyeHHe ypaBJieHHs

Tabnuya 2. Cooeporcanue oucyunaunvl/MK no eudam yuebnoil

HAUMMEHOBAHMUME PA3JIEJA IUCHUITIJINHBI Buj yueGHoii
GoTh® Koui-Bo uacos
Copnep:xanue pasjeiia (TeMbl) pagserkl
Omn. 16 lokymMeHTaLlHOHHOE o00ecnieyeHne ynpaBjieHHs! 32
Tewma 1. Brenernne. JIokyMeHT 1 cHcTeMa JOKYMEHTATAN Jlex ‘ 4

3HaYeHNE U cozlep)KaHHe TUCIUILINHEI «J{oKyMeHTarmoHHOe obecriedenne ynpasiueHus». [lonarue
TEPMHUHOB «JOKYMEHT», «IOKyMEHTHPOBAHHEY, « TOKYMEHTAIIMOHHOE 00ECIIEYCHUE YTIPABICHUS.
YHu¢uKanusa 1 cTaHgapTH3aNNH YIPaBICHIECKUX JTOKYMEHTOB.

Tema 2. Opraan3anrOHHO-PACTIOPATUTETHHBIE JOKYMEHTEI Jlex ‘ 2

Opranmn3anoHHBIE JOKYMEHTHI — YCTaB, YIpeAUTEIbHEIE JOTOBOP, ITOJIOKEHNE. PacriopsauTensHbIe
JIOKyMEHTBI — IIPUKa3, PAaCHOPSKEHUE, YKAa3aHHE, TOCTAaHOBJICHHE, PEIIEHUE, HHCTPYKIHUS, MPOTOKOIL.
CrpaBoyHO-HH(pOPMALIMOHHBIE JOKYMEHTHI: CIIy)KeOHAsI 3aIiCKa, OOBSICHATENIbHASL 3aITICKa, aKT,
CIIpaBKa, CIIy>KeOHbIE TUChMa




TIpakrrueckoe 3amstue Nel. CocraBnenne u opopMiIcHHE

pacropsKEHHsI Tp 2

Tema 3. KagpoBas nokyMeHTanus Jlex 2

JloKyMeHTHpOBaHHE TPYAOBBIX MPaBOOTHOIICHHH. COCTaB B 0COOCHHOCTH 0OPMIICHHUS TOKYMEHTOB IO
JHYHOMY COCTaBY.

KomrnexroBanue guaHoro aena. Asroounorpadus. Pestome. 3assnenue o mpueme Ha padory. [Ipukasst
10 JITMYHOMY COCTaBYy.

[IpaxTrueckoe 3ausaTre Ne 2. OdopmineHne TpUKa3oB MO THIHOMY o ’
COCTaBY. p
IIpakTiaeckoe 3ansaTue Ne 3. OdopmieHne cipaBoK, JOKIATHON 1 o ’
CITy>k€OHOH 3amMCKH, aKTa. P
[Ipaktuaeckoe 3aasatue Ne 4. OdopMieHue TPyAOBOTO A0TOBOPA, n 2
pHKasa o mpueMe Ha paboTy, o(hopMIICHHE TPYIOBOH KHUKKH. P
Tewma 4. JloroBopHO-TIpaBOBas TOKyMECHTAIHS Jlex 4

TTonatusa norosopa. Buas! 70roBopos.
[IpaBuiia opopMiIeHHS TPETEH3NOHHBIX THCceM. DOPMyYITsIp HCKOBOTO 3asBICHUA, TPEOOBAHUS K €TO
oOpMIICHIIO

[IpaxTraeckoe 3amsaTre Ne 5. OdopmiieHne 10TOBOpa KyIUTH-TIPOAXKH ITp 2

Tema 5. [lonsATHE TOKYMEHTOOO0POTA, PETUCTPALIUA JOKYMEHTOB Jlex 4

CocraB u yueT o0beMa JOKyMEHTO000poTa npeanpusTuii. Oprann3anus paboThl ¢ BXOIAILCH,
HUCXOJALIEH U BHYTPEHHEN JOKYMEHTaIHEN
bBa3bl naHHBIX U1 XpaHeHus 10KyMeHToB. Pabora ¢ 3anpocamu. PaGora ¢ a1eKTpOHHBIME IOKyMEHTaMH.

Tema 6. OpraHu3aIus OIIepaTHBHOTO M APXUBHOTO XPaHCHUS
IOKyMECHTOB

Jlex 4

Homenknatypa gen. UHauBUyanbHbIE, CBOAHBIE, IPUMEPHBIE U TUIIOBBIC HOMEHKIIATYPBL AEII.
IToxaroroBka ¥ MOPAIOK MEpeIady A€ B apXUB. 3aKOHOJATEIbHBIE AKTH H HOPMAaTHBHO-METOJHIECKHE
JIOKyMEHTBI IO apXUBHOMY XPaHEHUIO JOKyMEHTOB.

3auer Jlex ‘ 2

* - Jlex — nexyuu; Ilp — npakmuueckue 3ansmus, CP — camocmosmenvuas paboma; JIP —
nabopamopHwvie pabomui.

3. YCJOBUA PEAIM3ALINUA ITPOTI'PAMMBI INCIUITIIMHBI
3.1. TpeGoBanusi K MUHIMAJIbHOMY MATEPHAIBHO-TEXHUYECKOMY 00ecIe4eHUI0

s peanusanuy nporpaMMbl y9eOHOM AUCIUILIMHBI IIPETyCMOTPEHBI CIeHaIbHbIC TOMEICHHUS,
MIPHBEACHHBIM B IT 6.3 OCHOBHOI 00pa30BaTebHOM MTPOTPAMMBI CIIELIUATBHOCTH.

Tabnuya 3. Mamepuanvno-mexnuueckoe obecneuerue OUCYUNIUHbBL

Tun aymuropuu OcHanieHne ayinTopuu
Cnenuaau3npoBanHoe yuedHoe oGopynoBanue, [1O n maTepuasibl
JJIS1 OCBOEHHS JMCHUIIIMHBI (MPH He00X0UMOCTH)




VYueOHas ayquTopus uis
NPOBECHHUS 3aHATHH
JIEKIIHOHHOI'O TUIIA,
MPaKTHUECKUX 3aHATUH,
BBITIOJTHEHHS KyPCOBBIX pador,
TPYTIIOBBIX ¥ HWHANBHyaTbHBIX
KOHCYJBTALHUH, TEKYILETO
KOHTPOJISL U IPOMEKYTOUHOM
aTTeCTaINH

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

VYuaeOHast ayquTopus 1Jis
MIPOBEACHUS 3aHATUU
JICKIIHOHHOTO THUIIA,
MPAaKTUYECKUX 3aHATHH,
BEITIOJTHEHUS KYPCOBBIX padoT,
IPYMIOBBIX U HHAUBUIYATbHBIX
KOHCYJBTAlUH, TEKYIErO
KOHTPOJISI B TPOMEKYTOUHOM
arTecTaluu
(KommproTepHsIi Ki1ace)

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

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

AynuTopHs U1 CaMOCTOATENEHOM
paboThl O0YYAIOIUXCS

3.2. Uudopmanuonnoe obecreuenne o0yueHust
Ilepeuenb pekoMeHayeMbIX Y4eOHbIX U3AaHuii, IHTepHeT-pecypcoB, 10NOJHUTEIbHOMN
JINTEPaTypbl

OcHosHble UCTOYHUKUL:

1. b B. C. JlokymenTanmonHoe obecniedenne ynpasneHus. lOpuandeckast TeXHUKa
[Onexrpornsit pecype]: Yuedbrnoe nocodue /s CI1O. - Mocksa: HOpaiit, 2022. - 103 ¢ —
Pexxmm noctyma: https://urait.ru/bcode/493900

2. loponuna JI. A., Uputukosa B. C. JlokyMeHTaIHOHHOE 00ECTICUeHHE yIPaBICHUS
[Onexrpornsiit pecype]: Yuebnuk n npaktukym /s CI1O. - Mocksa: HOpaiit, 2022. - 233 ¢ —
Pexxum nocryna: https://urait.ru/bcode/492618

3. lllysanosa H. H. JlokymeHTanmmoHHOe o0ecriedeHne yrpaBIeHus! [ DIeKTPOHHBIH
pecypc]: Yaebnuk u npaktakym s CITO. - Mocksa: FOpaiit, 2022. - 265 ¢ — Pesxum noctymna:
https://urait.ru/bcode/489985

,ZZOI’ZOJ’ZHleeJleble UCNIOYHUKU.

Pecyp(:bz MH(Z)OpMaL;MOHHO—meﬂ€KOMMyHlllKal;lu0HH011 cemu «I/IHmepHem»:

1. ObC PY]JIH u croponnue 9BC, Kk KOTOPBIM CTYyAEHTHI YHUBEPCUTETa UMEIOT JIOCTYI Ha
OCHOBaHUU 3aKJIFOYEHHBIX JOTOBOPOB:

- OBC Znanium https://znanium.ru
- OBC «YHuBepcurerckas onbmuoreka oriraitH» http://biblioclub.ru
- O6pazoBarenpHas iatgopma FOpaiit https://urait.ru



- DOnektporHo-6ubmotednas cucrema PY/IH — ObC PY/IH http://mega.rudn.ru/MegaPro/Web
2. Basbl JaHHBIX U MIOMCKOBBIE CUCTEMBI:

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

Memoouueckue mamepuanst 0151 00YUAIOUSUXCSL

CamocTosTenpHast paboTa He MPeyCMOTpPEHa.

V4e0HO-METOANYECKHE MaTepUalIbl JUISI CAMOCTOSITENEHON paboThl 00ydaronixcs
pasMENIarTCsa B COOTBETCTBUU C HeﬁCTBYIOHIHM HOopAAKOM Ha CTpaHUIC JUCIIUILIMHBI Ha
VYaebHOM mOpTae.



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 oyeHka pe3yiomamos 0C80eHUs: OUCYUNTUHDL

Pe3ynbTaThl 00y4yeHus
(ocBOEHHBIC YMEHHS1, YCBOCHHbIC 3HAHUSA)

®opMbI U METOAbI KOHTPOJISI U OLIEHKH
pe3yjbTaToB 00yueHus!

3HaHMS:

MOHATHUE, IIEJH, 3aJ1a91 U TPHHLIUTIBI
JIeNOTIPOU3BO/ICTBA;

OCHOBHBIE TIOHSATHS JIOKYMEHTAIMOHHOTO
o0ecriedeHus yIpaBiIeHHS,

CHCTEMBbI JOKYMEHTALHOHHOTO 00eCTIeYeHHSI
yIIpaBJICHUS;

KJIacCU(UKAITUIO JIOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO U 0POPMIICHUIO
JOKyMEHTOB;

OpraHU3aIUIo0 JJOKYMEHTOO00pOTAa: IPHEM,
00paboOTKYy, perucTpaIuio, KOHTPOJIb, XpPaHCHHE
JIOKYMEHTOB, HOMEHKJIATYpy JEJ.

AHaJ'II/I3 u OIICHKA BBITIOJITHCHU AL
WHIUBUYaTbHBIX 3aJaHUI, pACUCTHBIX padoT,
OHpOC, TCMaTI/IquKI/Iﬁ JAUKTAHT,

KOHTpOHBHaSI pa60Ta, HpaKTI/ILICCKI/IC 3aHATHA,

JIOMalIHue paboTsl, KOMIIBIOTEPHOE
TECTUPOBAHUE, B3aumoxoHTpoIIb u
CaMOKOHTpPOJIb ~ CTyZeHTOB. IlomHota ™
TpaMOTHOCTb ~ IOATOTOBIIEHHBIX  JOKIAJIOB,

cooOIIeHNH, Tpe3eHTaIHA.

Ymenus:

oopMITATH TOKYMEHTAIIHIO B COOTBETCTBHH C
HOPMAaTHUBHOM 0a30ii, B TOM YHCIIE C
HCIIOJIb30BaHUEM MH(POPMAITHOHHBIX
TEXHOJIOTHI;

OCBaMBaTh TEXHOJOTHH aBTOMATH3UPOBAHHOM
00pabOTKH TOKYMEHTAINH;

HCIIOI30BaTh YHU(UIIUPOBAHHEIE (POPMBI
JIOKyMEHTOB;

OCYILIECTBIIATh XPAaHEHUE U MTOUCK IOKyMEHTOB;
HCIIONIb30BaTh TEJIEKOMMYHUKAITHOHHBIE
TEXHOJIOTHH B JIEKTPOHHOM
JIOKyMEeHToobopoTe.

HabOnronenne, KOHTpONIb TpemojaBaTenst 3a
JIeITEIbHOCThIO  OOYyYaONIUXCS, aHalu3 |
OIICHKAQ OIITHUMAJIBHOCTH METOOa pCHIeHI/DI
3aja4, Oecema, ompoc, MPaKTUISCKUE 3aHATHUS,
JOMAIITHHUEC pa6OTLI, KOMHBIOTepHOC
TeCTI/IpOBaHI/IC

IIpakTdeckuil ONBIT:

HabGnronenne, KOHTpONb TpemojaBaTens 3a
JeSITeBPHOCTRI0  O0yJaromuxcs, aHalu3 M
OLICHKa ONTHMAJIbHOCTH METO/a PpEeUICHHS
3aja4, BBINIOJIHEHUE U 3aluTa
WHIMBUYaJbHBIX 3aJaHH.

5. KOMIIETEHIIUA OBYYAIOHEI'OCS, ®OPMUPYEMBIE B PE3YJIBTATE

OCBOEHMSA JUCHUIIJIMHBI

Tabnuya 5. llepeuenv komnemenyutl

Mudp

Pe3yabrarsl (KOMIeTEHIHH)
OcHoBHbIE IOKA3aTeJ U Pe3yJIbTATOB NOATOTOBKH

K 1.1.

O6pabaTrbiBaTh NEPBUYHBIE OyXTrajJTePpCKUEe JOKYMEHTbI;




3Hars:

OCHOBBI ITPENIPUHAMATEIECKOM JeATENEHOCTH;
OCHOBBI (PHHAHCOBOH TPAaMOTHOCTH;

npaBmia pa3paboTki OU3HEC-ILIAHOB;

MOPSIOK BBICTPAMBAHUS MPE3CHTALINY;
KpEeIUTHbIC OAHKOBCKUE MPOIYKTHI.

YMeTh:

BBIABIATH JOCTOMHCTBA H HEIOCTATKH KOMMEPUICCKOH HJICH;

MIPE3CHTOBATH HJICH OTKPHITHSA COOCTBEHHOTO JIeNIa B PO ECCHOHATBHON EATEIIFHOCTH,

opopMIIATH OU3HEC-TIAH; PACCIUTHIBATE Pa3MEPHI BHITUIAT IO MPOIICHTHBIM CTaBKaM KPEIUTOBAHUS,
OTIPEICTISITh MHBECTUIIMOHHYIO TIPUBJICKATEIbHOCTH KOMMEPUECKUX H/ICH B paMKax po()eCCHOHATBHOM
JIeSITeIIbHOCTH;, TPE3EHTOBATh OM3HEC-H/IEIO;

OMPECIISAThH HICTOYHHKH (HUHAHCHPOBAHUS.

IToan30BaThes MpodrecCHOHANBLHON JOKYMEHTAMEH HA TOCYIapPCTBEHHOM H
HHOCTPAHHOM fI3bIKAX;

OK 10.

3HaTh:

MpaBujIa MOCTPOCHHS MPOCTHIX M CIIOKHBIX MPEUIOKECHUI Ha MPodecCHOHANBHBIC TEMBL,
OCHOBHBIE 001y TOTpeOUTEIbHEIE [T1aronbl (OBITOBAs U MPOQEeCCHOHATBHAS JICKCUKA);
JIEKCUYECKUI MHHUMYM, OTHOCSIIHNCS K OIIHCAHUIO TIPEIMETOB, CPEIICTB U IPOLIECCOB
po¢eCCHOHATBLHON ASSTENBHOCTH; 0COOCHHOCTH MPON3HOLICHHUS;

MpaBUjIa YTCHHUS TEKCTOB MPO(EeCcCHOHANBHON HAPaBICHHOCTH.

Ymers:

MMOHMMATh OOIIHI CMBICI YeTKO MPOU3HECCHHBIX BBICKA3bIBAHUN HA MU3BECTHBIC TEMbI
(mpodeccroHanbHbIE U OBITOBBIE), TOHUMATh TEKCTHI Ha 0a30BbIe MPO(EeCCHOHAIBHEIC TEMBL;
y4acTBOBAThH B IHAJIOraX HAa 3HAKOMBbIE 00IIHe U PO eCCHOHATBHBIC TEMBI,

CTPOUTH MPOCThIE BHICKA3bIBAHUS O ceOe U 0 CBOEH MpodeccuoHaNbHOMN e TeIbHOCTH,

KpaTKo 000CHOBBIBATh U OOBSICHUTH CBOM JICHCTBUS (TEKYIIHE U IUIAHUPYEMBbIC),

MHCATh MPOCTHIC CBS3HBIC COOOIICHHS Ha 3HAKOMBIC HIIH HHTEPECYOIINE NPO(ECCHOHATBHBIE TEMBI.

Hcnonn3oBars nHGOPMANHOHHbIE TEXHOJOTHH B PO eCcCHOHATBHOM
HAeATeJIbHOCTH;

OK 09.

3Hars:

Ha3Ha4Ye€HHE, COCTaB, OCHOBHBIC XapaKTEPUCTHUKH OPTaHU3AMOHHONW W KOMITBIOTEPHON TEXHUKH;
OCHOBHBIE KOMITOHEHTHI KOMIBIOTEPHBIX CETEH, IPUHIIUIIBI MAKEeTHOH Iepeiadn JaHHbIX, OPraHH3aIHI0
MEKCETEBOTO B3aUMOACHUCTBHS;

HA3HAYCHWE H TPUHIMITEI HCIIOIB30BaHNsA CHCTEMHOTO M MPHKJIAJHOTO MPOrpaMMHOTO OOeCIIeYeHNS;
MPHHLUIIBL 3AIMUTH HH)OPMALUU OT HECAHKIIMOHHPOBAHHOTO JOCTYIIA;

[IPAaBOBBIC ACTIEKTHI UCIIONL30BAHNS HH(POPMAIIHOHHBIX TEXHOIOTUI U IIPOrpaMMHOro obecIiedeHus;
OCHOBHBIC MTOHATHUS aBTOMaTH3HPOBaHHON 00paboTku nHpopManuu;

HaTpaBJICHHS ABTOMATH3al[il OyXTalTepCKON IEATEIbHOCTH;

Ha3HAYCHHE, TPUHIIMIEI OPTaHU3AIMH U SKCILUTyaTalluK OyXTadTepcKuX HH(MOPMAIMOHHBIX CHCTEM;
OCHOBHBIE YTPO3BI M METOABI 00ECTIeUeHNA NH(OPMAITHOHHOH 0€30TacHOCTH.

YmeTs:

00pabaThIBaTh TEKCTOBYIO TaOIMYHYIO HH(OPMAIIHIO;

WCIIOJIB30BaTh AEJIOBYIO rpaduKy B MylIbTUMe A WH(OPMAIHUIO;

CO3/1aBaTh MPE3CHTALINN;

NPUMEHSTh aHTUBUPYCHBIE CPEICTBA 3alUTHL;

4UTaTh (MHTEPIPETHPOBaTh) HHTEp(EC CrenuanIn3upOBaHHOTO MTPOTPAaMMHOTO O0ecIieUeHNs,
HaXOAWUTh KOHTEKCTHYIO TIOMOIIb, PaboTarh ¢ JOKYMEHTAIMCH;

MPHMEHATH CIICHUAIU3HPOBAHHOE IIPOrPaMMHOE 00ecIieueH e s cOopa, XpaHeHUs 1 00paboTKH
OyxranTepckoi MH(POPMAIMK B COOTBETCTBUH C H3y4aeMbIMH MPOPECCHOHATBLHBIMEI MOIYIISIMH,
MOJIb30BaThCSl ABTOMATH3HPOBAaHHBIMU CUCTEMaMH JIEITOTIPON3BO/ICTBA;

MPUMEHATH METOJIBI M CPE/ICTBA 3aLUTHI OyXTralTepCKOH HHPOPMAIIH.

OcyniecTBJIATH YCTHYIO H NMCbMEHHYI0 KOMMYHHKAIHIO HA TOCYIAPCTBEHHOM
OK 05. si3bike Poccuiickoit @egepauu ¢ y4eToM 0CO0eHHOCTEH CONHATBHOIO0 1
KYJIbTYPHOI'O KOHTEKCTA;




3HaTh:
OCOOCHHOCTH COIHAIIBHOTO U KYJIBTYPHOTO KOHTEKCTA,;
npaBuiia 0hopMIICHHS JOKYMEHTOB M TOCTPOCHUS YCTHBIX COOOICHHIA.

VYMers:
TPaMOTHO H3JIaraTh CBOU MBICITH U 0(OPMISATH TOKYMEHTHI IO TIPO(eCCHOHATBHOM TeMaTHKE Ha
TOCYIapCTBEHHOM SI3BIKE, IPOSBIISITH TOJICPAHTHOCTE B pab0ueM KOJIIICKTHBE.

PaGorarh B KOJUIEKTUBE H KOMaH/Ie, 3(peKTHBHO B3aUMO/eiiCTBOBATD C
KOJIIeraMi, pyKOBOACTBOM, KJIHEHTAMH;

OK 04.

3HaTh:
IICUXOJIOTHYECKHE OCHOBBI AEATEILHOCTH KOJUIEKTHUBA, IICUXOJIOrHUYECKHE OCOOEHHOCTH TUYHOCTH,
OCHOBBI IPOEKTHOM [IEATEILHOCTH.

YMerTs:
OpraHMU30BBIBATH PAOOTY KOJJICKTHBA U KOMAH/IBI,
B3aMMOJICHCTBOBATh C KOJJIETaMH, PYKOBOICTBOM, KIIMEHTAMH B X0/I€ PO ECCHOHATIBHON JACATEIIbHOCTH.

IlnanupoBaTh U peau30BbHIBATH COOCTBEHHOE NMPodeccHoHAIbHOE 1
JIHYHOCTHOE PA3BHTHE;

OK 03.

3HaTk:

COJIEpKAHKE AKTYaIbHONW HOPMATHBHO-TIPABOBOM JJOKYMECHTAIIHH;
COBPEMCHHAs HayYHas U PO eCcCHOHANBHAS TEPMUHOIOTHS,

BO3MOJKHBIE TPACKTOPUH MPO(HECCHOHATFHOTO Pa3BUTUA U CAMOOOPA30BAHHUS.

YMeTh:

OTIPENEIATh aKTyaIbHOCTh HOPMAaTHBHO-TIPABOBON JOKYMEHTAIIWA B TPOECCHOHATBHON NEATEIHHOCTH;
MIPUMEHSITh COBPEMEHHYIO HAyYHYIO MPOPECCHOHATBHYO TEPMUHOIOTHIO;

ONPEICISTh U BHICTPAUBATh TPACKTOPUH MPOPECCHOHATIBHOTO PA3BUTHS U CaMOOOPa30BaHUsI.

OcyniecTBJIATH MOMCK, AHAJIN3 H HHTEPHpeTanHI0 HHGOpMaLHU, HeOOX0THMOH

OK 02. .
AJ1s1 BBINOJIHEHHS 32124 NPodeccHOHAILHOM JesiTe/IbHOCTH;

3HaTh:!

OCHOBHBIC METOJIBI M CPEACTBA cO0pa, 00pabOTKH, XpaHEHHS, IIEpeady U HAKOIJICHUS HH(OpMaIIHH;
TEXHOJIOTHIO TIOMCKa HHpOpMaliu B ceTd MHTepHET;

HOMEHKJIaTypa UH(OPMALIMOHHBIX HCTOUHUKOB IIPUMEHSAEMBIX B IPO(ECCHOHATBHOM eATENEHOCTH;
MPHEMBI CTPYKTYpHUPOBaHUs HH(POPMAILIUH;

(bopmat opopMIIeHHUS pe3yNIbTaTOB IOMCKA HH(OPMAIUH.

YMmeTs:

OTIpeneNATh 3a1a4d s MOMCKa HH(pOopMannu;

OIIpeIeNnsaTh HeOOXOIUMBIE HCTOUYHUKH UH(OpPMALIUY;

IUTAHUPOBATH MPOLECC MOUCKA; CTPYKTypPUPOBATH MTOIyYaeMyt0 HHPOPMALHIO;
BEIICIIATH HauboJee 3Ha9MMOoe B TiepedHe HHPOPMALHH;

OILICHUBATH NPAKTHYECKYIO 3HAYMMOCTD PE3yJIbTaTOB ITOUCKA;

0 OPMIIATB pe3ynbTaThl IONUCKA.

Bei6upartp crioco0b! pemreHns 3a/1a4 npogeccHoHAIBHOI TesiTeIbHOCTH
NMPHMEHUTEJIbHO K Pa3IHYHBIM KOHTEKCTaM;

OK 01.

3Hars:

aKTyaJIbHBIH Po(eCcCHOHANBHBINA U COLMAIbHBII KOHTEKCT, B KOTOPOM HPUXOAUTCS paboTaTh U KUTh;
OCHOBHBIC HCTOYHHKH WH(OPMALIUY K PECYPCHI [UIA PEIIeH s 3a1a9 ¥ MpobieM B mpodecCHoHaIEHOM H/
WA COLUAIBHOM KOHTEKCTE,

QJIITOPHATMBI BBITIOTHEHUS paboT B MpoeCCHOHANBHON H CMEXHBIX 00JIacTsX;

METOBI paOoThI B TPO(eCCHOHANTBHOM U CMEXHBIX cdepax;

CTPYKTYpY ILJIaHa JUIs peLICHHs 3a/1ad;

MOPSIIOK OLICHKH PE3yJIbTAaTOB PELICHHUS 3a/1a4d NPO(eCCHOHANBHON IeATCIBHOCTH.




VYMeTs:

pacrno3HaBath 3a/1a4y Wid mpodieMy B Mpo(ecCHOHAIBHOM MU COIIHAIbHOM KOHTEKCTE;,
aHAJIM3UPOBATH 3a/1a4y HIIUA IPOOIEMY U BBIJCSATH €€ COCTABHBIC YaCTH;

OIPEIEISATh DTAIbI PEILICHH 3aauH;

BBISIBJISITH U 3(p(PeKTUBHO MCKaTh HH(OPMAIIHIO, HEOOXOIMMYIO ISl PEIICHUS 3a1a4H U/ Ul MPOOIIeMbI,
COCTABHTH ILJIaH JCHCTBHUS; ONPEACIUTE HEOOXOMUMEIE PECYPCHL;

BJIAJICTh aKTyaJbHBIMUA METOIAMH PabOThI B MPodecCuoHaIbHON 1 CMEXHBIX chepax;

pean30BaTh COCTABIICHHBIN TUIaH; OLIEHUBATh PE3YNbTAT U MOCIEACTBUA CBOUX IEUCTBUN
(caMOCTOSITEITEHO MITH C TIOMOIIBIO HACTABHHKA).

6. ®OH/I OHEHOYHBIX CPEJICTB
6.1. ®oH] OLIEHOYHBIX CPEICTB /IS IPOBEJICHUA MPOMEKYTOUHOM aTTecTALMI
olyuaromuxcs Mo AUCHMIINHE «/loKyMeHTalHOHHOe ofecnieyeHHne YIIPaBJIeHUsD)

[lepeueHb BONpOCOB AJIsA MOATOTOBKH K 3aHATHAM U IPOMEXYTOYHOU aTTECTALlUH,
KOHTPOIIBHBIX padoT, coepKaHue 3aJaHnui s BBITOJHEHNS IPAKTUYCCKIX U
CaMOCTOSITENIbHBIX pabOT, PEKOMEHIAINH IO BHITIOIHEHUIO U KPUTEPUH OLICHUBAHUS
NPEJCTaBICHBI B JOH/IE OIIEHOYHBIX CPEACTB MO TUCIUILINHE «/{OKyMEeHTalMOHHOE
obecriedenue ynpasineHus» B [Ipunoxkennn k Hactosimen Paboueit mporpaMme AUCHUTUINHBL.

OneHouHbIE CPECTBA MO3BOJISIOT MPOBECTH TEKYIUN KOHTPOJIb N0 guciumuinge. [lo kaxxaomy
CpEe/CTBY OLICHMBAETCS MOJHOTA U IIyOMHA OCBOCHHUS, XapaKTEPHU3YIOLIHECS MMOKa3aTeIsIMHU U
KPUTEPHUSMH OLICHUBAHUSA

Tabnuya 6. [loxazamenu u kpumepuu oyeHuUsaHus

[Tokasarens Kpurepuii
. 3HaeT: 0a30BbIe OOIIME 3HAHUS,

IToporossiii )
YMeeT: 0OCHOBHBIE YMEHUs, TpeOyeMbIe JUTsI BBITIOJIHEHUS TTPOCTHIX

(y3HaBaHue) .
3a/1aq;

«3»
Brnazeer: paboraeT nmpu nmpsiMoM HaONMIOIEHUN.
3nHaet: (GakThl, IPUHIIMIIBI, TIPOIECCHI, OOITHE TOHATHUS B Ipeaeax
00JIaCTH HCCaeI0BaHNUS,
BazoBblit YMmeeT: auana3oH NPaKTHIECKUX YMEHUH, TPeOyeMBbIX ISl PeIICHUs
(BocTipom3Be/ieHHe) |ONPE/IETICHHbIX mpo0ieM B 00JIaCTH MCCIICIOBAHMUS;

«4y Brnageer: OepeT OTBETCTBEHHOCTD 3a 3aBEpIICHHUE 33139 B
HCCIIeIOBAaHHH, MTPUCTIOCA0IMBAET CBOE TIOBEJCHUE K OOCTOSTEIECTBAM B
perieHnn npodiem
3Haer: pakTHUECKOe M TeOPEeTHIECKOe 3HAHHE B Mpejenax odnacTu

Bricokuii HCCIIeTOBAHHSI C IOHUMAHUEM TPaHUI] IPUMEHUMOCTH;
(KOMIETEHTHOCTE) | YMEET: IMaNa3oH NPaKTHIECKUX YMEHHH, TPEeOYEMbIX I Pa3BUTHUS
«5» TBOPYECKUX PEHICHHI, a0CTparupoBaHus IPOOIEM;
max 6an Bnageer: koHTpoMUpyeT paboTy, MPOBOIUT OIEHKY, COBEPIICHCTBYET

JIeHUCTBUS pabOTHI

MakcumanbHOE KOMIECTBO OAJIIOB MO KAKIOMY OIIEHOYHOMY CPEJICTBY COOTBETCTBYET
BepOaTbHOMY KPUTEPUIO «BBICOKHUI».




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 ).



