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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).

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 yuebnot pabomul no nepuooam oceoerus OOII CIIO ons popmbt 06yuenus -
OUHAsL.

Bujg yueGHoii padorsi Ef:rqo.’ CeMeeapihi)
3
KonrakTHasn (aynuropHas) padora (Bcero) 32 32
B TOM YHCIIE: - - - - - - -
JeKIHH (€CIH MPEAYCMOTPEHO) 22 22
B TOM YHCIIE B OpME MPAKTUIECCKON TIOATOTOBKHI
(ecu mpexyCMOTPEHO) ) )
nmabopaTopHbIE 3aHATHSA (ECTTH MPETYCMOTPEHO) = =
B TOM 4HcCJIe B (pOpME NPAKTUICCKOU TTOATOTOBKH
(ecmu mMpeLyCMOTPEHO) ) )
MPaKTUYECKUE 3aHATHsI (€C/IU IPEYyCMOTPEHO) 10 10
B TOM 4HcIIe B (JOpME MPAKTHICCKON MOATOTOBKH
(eciu mpeayCMOTPEHO) } }
CamocrosnTenbHas padora o6yuaromnierocs (Bcero) = -
B TOM YHCIIE! - - - - - - -
B (hopMe IPaKTHUECKOIl TOTOTOBKH
(ecm mpexyCcMOTPEHO) ) )
YacoB Ha KOHTPOJIb: - -
[IpomesxyTounas arrectanusi B Gopme: (3auer/mud3auer/ i 340
9K3aMEH)
O0611ast TPYI0EeMKOCTh qac 32 32

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

Tabnuya 2. Cooepoicanue oucyuniunwvt/MK no euoam yueonot pabomoi

HAUMMEHOBAHMUME PA3JIEJA IUCHUITIJINHBI Bupn yue6noii
ST Kous-Bo yacos
Copnep:xanue pasjeiia (TeMbl) panotEl
Om. 16 JlokymeHTalHOHHOE o0ecriedeHne ynpaBJIeHHs 32
Tema 1. Benenne. JIokyMEHT 1 cHcTeMa JOKYMEHTAITHA Jlex | 4

3HaueHNE U COAEP)KaHNE TUCIUIUTMHEI «J{0KyMEHTaImOHHOE obecnedeHre ynpapiaeHus». [lonarue
TEPMUHOB «JOKYMEHT», «TOKyMEHTHPOBAHHEY, «TOKyMEHTAIMOHHOE 00ECIIEICHNE YIIPABICHUM.
YHu(UKanusa 1 craHgapTH3ANAH YIPAaBICHIYECKNX JOKYMEHTOB.

Tema 2. OpraHn3aiHOHHO-PACIOPATUTEIBHBIE JOKYMEHTHI | Jlek | 2

Opraan3anuoHHbBIE JOKYMEHTHI — YCTaB, YIpEAUTENbHEIE JOTOBOP, MOJIOKeHNE. PaciopsiinTenbHbIe
JIOKyMEHTBI — IPUKA3, PAaCIOPSKEHHUE, yKa3aHHUE, IOCTAaHOBIICHHUE, PEILEHUE, HHCTPYKLUA, MPOTOKOIL.
CrpaBoyHO-HH(POPMALIMOHHEIE JOKYMEHTHI: CIIy>KeOHast 3aIiCKa, OOBSICHUTENIFHASL 3aIIICKa, aKT,
CIpaBKa, CITy>KeOHBIE THChMA

[pakrudeckoe 3ansaTre Nel. CocraBienue u ohopmiicHHE

IIp 2
PacHOPsHKESHHS




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).

OcyuiecTBJISITH NONCK, AHAJIU3 H HHTEPNPeTALMI0O HHPOPMAaLHH, He00X0IHMOH

OK 02. =
AJ15l BbIIOJHEHHSA 32129 PO eCCHOHATBHOM 1eATE1bHOCTH;

3Hars:

OCHOBHBIC METOJIBI M CPEACTBA cOOpa, 00pabOTKH, XpaHEHHSL, epeJady U HAKOIUICHUS HH(OpMaLIH;
TEXHOJIOTHIO TIOWCcKa HH(popMauu B ceTn VIHTepHeT;

HOMEHKJIaTypa HH(OPMALUOHHBIX HCTOYHHUKOB IIPUMEHAEMBIX B PO ECCHOHATBHOM JEeATEIEHOCTH;
MIPHEMBI CTPYKTYpHPOBaHUA HHPOPMAIIHH;

(opmat opopmMIIeHHUS pe3yIIbTaTOB IOUCKA HH(POPMAIIIH.

YMeTh:

OTIPENEIATH 3a1a9H [T IONCKA WH(OpMAINK;

OTIPEeISITh HEOOXOAMMbIE HCTOYHHKH HH(POPMAITHH;

MJIaHUPOBATH TPOIIECC MTOUCKA; CTPYKTYPHUPOBATH HOIyIaeMy0 HHPOPMAIIHIO;
BBIICIISITH HAaUOOJIee 3HAYUMOE B IiepedHe HHPOpMaLIHH,

OIICHUBATH MPAKTHICCKYIO 3HAYUMOCTE PE3yIIFTaTOB IIOMCKA;

0OpMIISATE pPE3yaBTAThI TOKUCKA.

IInanupoBaTh U peaTu30BbLIBATH COOCTBEHHOE NMPo(deccuoHaIbHOE H
JINYHOCTHOE Pa3BUTHE;

OK 03.

3HaTs:

coJlepKaHUE aKTyaJlbHOU HOPMaTHUBHO-IIPABOBOM JIOKYMEHTAIUH;
COBpeMEHHasI Hay4dHasi ¥ podecCHoHaNbHAs TEPMUHOIOTUS;

BO3MOJKHBIE TPACKTOPHH NPOECCHOHATBLHOIO Pa3sBUTHSA H caMO00Opa30BaHuUs.

VYMeTh:

OTIPENEIATh AKTYaIbHOCTh HOPMATHBHO-IIPABOBON JOKYMEHTAIIMH B IPO(ECCHOHANBHON NS TEIIFHOCTH,
MIPUMEHSITh COBPEMEHHYIO HAYYHYIO PO ECCHOHATBHYO TEPMHUHOIOTHIO;

OTIPENICIIATh U BHICTPAUBATH TPACKTOPUH MPOPECCHOHATBHOTO PA3BUTHS U CaMOOOPa30BaHUSI.

OK 04 PaGorars B Ko/LUIEeKTHBE H KOMaH/Ie, 3(ppeKTHBHO B3aHMO/IeiicCTBOBATH C
) KOJLJ1eraMH, pyKOBOJACTBOM, KJIHEHTAMU;

3HaTk:
IICHXOJIOTHIECKIE OCHOBEI IESITEIILHOCTH KOJIEKTHBA, IICHXOJOTHIECKHE 0COOCHHOCTH IMIHOCTH;
OCHOBBI IIPOCKTHOM IEATCILHOCTH.

YMerTs:
OpraHMU30BBIBATH PAOOTY KOJIJICKTHBA U KOMAH/IbI,
B3aMMOJICHCTBOBATh C KOJJIETaMH, PYKOBOICTBOM, KIIMEHTAMH B X0/I¢ PO ECCHOHATIBHON AATEIIbHOCTH.

OcyuiecTBJISITh YCTHYIO H NMCbMEHHYI0 KOMMYHUKALHIO HA TOCYIAPCTBEHHOM
OK 05. si3bike Poccuiickoii @egepaiuu ¢ y4eToM 0C00eHHOCTElH COHATBHOTO H
KYJIbTYPHOI'0 KOHTEKCTA;




3HAaTh:
O0COOCHHOCTH COIHAILHOTO U KYJIBTYPHOTO KOHTEKCTA,
rpaBmia 0(hOpPMIICHHSI JOKYMEHTOB U ITOCTPOCHUS YCTHBIX COOOIICHHIA.

VYMeTs:
TPaMOTHO HU3JIaraTh CBOM MBICITH ¥ O()OPMIIATH TOKYMEHTHI O PO ECCHOHANBHON TEMATHKE Ha
TOCYIapPCTBEHHOM SI3BIKE, MMPOSIBIIATH TOJIEPAHTHOCTH B pabodeM KOJIICKTHBE.

OK 09 Hcnoan3oBarh HHGOPMANHOHHBIE TEXHOJOTHH B TPO(eCCHOHATBHOH
) NeATEIHLHOCTH;

3HaTh:

Ha3HAYCHUE, COCTAB, OCHOBHBIC XaPaKTEPUCTUKN OPTaHU3AIUOHHON ¥ KOMITBIOTEPHON TEXHUKH;
OCHOBHBIE KOMITOHEHTBI KOMITBIOTEPHBIX CETeH, IPUHIUITBI TAKETHOM Mepe/iadyn JaHHbIX, OPraHU3aIHi0
MEKCETEBOI0 B3aUMOICHCTBYSI,

Ha3HAYCHHUE U TIPHHIIMUIIBI KCIIOIb30BAHUS CUCTEMHOTO M MPUKJIAIHOTO MPOrPAMMHOT0O 00ECIeUeHUS;
MPUHITUITBL 3AIATH HH()OPMAIUU OT HECAHKIIHOHUPOBAHHOTO JIOCTYTIA,

[IPABOBLIEC ACTIEKTHI UCIIOIB30BaHMS HHPOPMAIIMOHHBIX TEXHOIOTHI U IPOrPAMMHOI0 00CCIICUCHHUST;
OCHOBHBIC MOHATHS aBTOMAaTH3UPOBAHHON 00paboTKH nHpOpMAIUH;

HaIPaBICHUS aBTOMATU3AIUKU OyXTalTepCKOU JIEATEIbHOCTH,

Ha3HAYCHUE, MPHUHIIMITBI OPTaHU3AI[MH U DKCILUTyaTallui OyXraiTepCckux HH(OOPMAIHOHHBIX CHCTEM;
OCHOBHBIE YTPO3bI B METOBI 0OecTieueHrs HH(OPMAITHOHHOM 0€30M1aCHOCTH.

YmeTs:

00pabaThIBaTh TEKCTOBYIO TaOIMYHYIO HH(OPMAIIHIO;

WCIIOJIB30BaTh AEIOBYIO rpaduKy B MylbTUMe A WH(OPMAIHUIO;

CO3/1aBaTh MPE3CHTALINN;

NPUMEHSTh aHTUBUPYCHBIE CPENCTBA 3AlUTHL;

4UTaTh (MHTEPIPETHPOBATh) HHTEp(dEC CrenuanIn3upOBaHHOTO MTPOTPAaMMHOTO O0ecCIieUeHus,
HaXOAWUTh KOHTEKCTHYIO TIOMOIIb, PaboTarh ¢ JOKYMEHTALMCH;

MPHMEHSATH CIICHUAIU3HPOBAHHOE TPOrPaMMHOE 00ecIieueH e s cOopa, XpaHEHUs. 1 00paboTKH
OyxranTepckoi MH(POPMAIK B COOTBETCTBUH C H3y9aeMbIMH MPOPECCHOHATHLHBIME MOIYIISIMH,
MOJIb30BaThCs ABTOMATH3MPOBAaHHBIMU CUCTEMAaMH JIEITOTIPON3BO/ICTBA;

MPUMEHATH METOJIBI M CPE/ICTBA 3aLMTHI OyXTralTepcKOH HHPOPMAIIH.

Ilonb30BaThes MpodeccHOHANBHON TOKYMEHTALHEH HA TOCYIaPCTBEHHOM H
HHOCTPAHHOM $SI3bIKAX;

OK 10.

3HaTh:

MpaBUJIa TIOCTPOCHUS IIPOCTHIX U CIIOKHBIX MIPEUIOKEHUH Ha ITPO(ECCHOHATBHBIC TEMBI;
OCHOBHBIE 00IIEyTOTPeOUTENIbHBIC TIaroiibl (ObITOBAs U MPodecCHOHAIbHAS JIEKCHKA),
JIEKCUYECKANW MUHUMYM, OTHOCSIIIMIACS K OMUCAHUIO TIPEMETOB, CPEJCTB U MPOIECCOB
npodeccHoHabHOM AesITeTbHOCTH; OCOOCHHOCTH MPOU3HOIICHHUS,

MpaBUJIa YTEHHUS TEKCTOB MPO(ECCHOHAILHOM HAITPABIEHHOCTH.

YMeTh:

MMOHUMATh OOIINK CMBICI Y€TKO MPOU3HECEHHBIX BBICKA3bIBAHUI HAa U3BECTHBIC TEMBI
(mpodeccronanbHbIE U OBITOBBIE), IOHUMATh TEKCTHI Ha 0a30BbIe MPO(EeCCHOHAIBHBIC TEMBL;
Y4acTBOBATh B IUAJIOrax Ha 3HAKOMBIC 00MINE U PO ECCHOHATBHBIC TEMBI,

CTPOMUTH MPOCThIC BHICKA3BIBAHMS O ce0e U 0 CBOSH PO eCCHOHATBHON ACATEIBHOCTH;

KpaTko 000CHOBBIBATh U OOBSICHUTH CBOHU JACHCTBUS (TEKYIIUE U IUIAHUPYEMBbIE);

MHCATh MPOCThIC CBSA3HBIE COOOICHS Ha 3HAKOMBIC HIIH HHTEPECYIOIIHe MPO(eCCHOHATBHBIC TEMBL.

IIK 1.1. |06paﬁaTuBaTb nepBUYHbIE OyXrajTepcKue JOKYMEHTbI;

3HaTh:

OCHOBBI Hpel[[lpHHHMaTeIH:CKOfI JACATCIBHOCTH,
OCHOBBI (PMTHAHCOBON TPAMOTHOCTH;

npaBuia pa3paboTKi OU3HEC-TIIAHOB;

TMOPAA0K BBICTpauBaHUs IIPEC3CHTAIUN
KpeIUTHBIC OAHKOBCKHE MPOIYKTHI.




VYMeTh:

BBIABIIATH JOCTOMHCTBA M HEJOCTATKH KOMMEPICCKOM HJICH;

MIPE3CHTOBATH UJICH OTKPBITHS COOCTBEHHOTO JIeNIa B PO ECCHOHAIBHON IEATCIIEHOCTH,

opopMIIATE OW3HEC-TIIIAH; PACCYUTHIBATE Pa3MEPhI BHITLIAT IO MIPOIICHTHBIM CTaBKaM KPEIUTOBAHHS;
OTIPEICIISITh MHBECTUIIHOHHYO TIPUBJICKATEIbHOCTH KOMMEPUYECKUX HJICH B paMKaX Ipo()eCCHOHATBLHOM
TIeATEITFHOCTH; IIPE3CHTOBAThL OM3HEC-UACIO;

OTIPENCIATh HCTOTHUKH (PUHAHCHPOBAHHS.

6. ®OH/I OHEHOYHBIX CPEJICTB
6.1. ®oH] OLIEHOYHBIX CPEICTB /IS IPOBEJICHUA MPOMEKYTOUHOM aTTecTAlMI
olyuaromuxcsi Mo AUCHMIINHE «/[oKyMeHTalHOHHOe obecnieyeHHe YIIPaBJICHUsD)

[Iepeuenp BOMpPOCOB AJIsi HOATOTOBKH K 3aHATUAM U MIPOMEXKYTOYHOW aTTECTAllUH,
KOHTPOJIFHBIX Pa0OT, Co/iepKaHue 3aJaHHIl TSI BBIMIOJIHEHUS TPAKTUIECKUX U
CaMOCTOSITENILHBIX PabO0T, pEKOMEHIAIMH 10 BHITIOTHCHHIO M KPHTEPHH OLICHUBAHUS
IpeJICTaBIeHbI B (DOH/IE OIICHOYHBIX CPEJICTB MO AUCHHUILIHNHE «J[OKyMEHTAIIHOHHOE
obecriedenue ynpasienus» B [IpmiokeHnn k HacTosiie Pabouelt nporpaMMe qUCIHILTAHBI.

OueHouHbIe CpeCTBA MO3BOJISAIOT MPOBECTH TEKYIIHI KOHTPOJb 1Mo Auciuruinge. [To kaxaomy
CpPEICTBY OIICHUBAETCS MOJHOTA U TIIyOWHA OCBOCHHS, XapaKTEPH3YIOIIHUECs TOKA3aTeISIMU 1
KPUTEPUSIMH OLICHUBAHUS

Tabnuya 6. [loxazamenu u Kpumepuu oyeHu8aHus

Iloka3arenb Kpurepuit
. 3Haet: 0a30BbIC O0IINE 3HAHUS,
[Toporossiii v )
MeeT: OCHOBHBIC YMEHHSI, TPeOyeMbIe /ISl BBITIOTHEHHSI TIPOCTHIX
(y3HaBaHue) .
3aj1a4;
«3» .
Brnaneert: paboraeT nmpu npsimoM HaONIOACHUN.
3naet: (haKThl, MPUHIIUIIBI, TIPOIECCHI, OOIIHE MOHATHS B Mpeaeax
00JIacTH MCCIeIOBAHNS;
BazoBbIit YMeeT: auanazoH NPaKTHYECKAX YMEHUHN, TPeOyeMBbIX JJIsi peIIeHuUs
(BocmpousBe/ieHHe) |OTPENETEHHBIX POOIEM B OOIACTH UCCIIEI0BAHNS,

«4y Brnazgeer: OepeT OTBETCTBEHHOCTD 32 3aBEepIICHUE 33134 B
WCCIICIOBAHHH, TIPUCTIOCA0IMBAET CBOE MOBEJCHUE K OOCTOSTEIILCTBAM B
peleHnH mpoodIieM
3HaeT: (pakTHYECKOE U TeOPEeTUIEeCKOe 3HaHUE B Mpejienax odmacTu

Bricokuii HCCIICTIOBAHMSI C IOHUMAHUEM TPaHHI] IPUMEHUMOCTH;
(KOMIIETEHTHOCTE) |YMEET: IMana3oH NPaKTUYECKUX yMEHHH, TPEOYEMbIX /ISl pa3BUTHSL
«5» TBOPYECKUX PENICHHIT, a0CTparupoBaHUs POOIEM;
max 6an Brnageer: koHTpONUpyeT paboTy, MPOBOAUT OIEHKY, COBEPIICHCTBYET
JecTBUS PabOTHI

MaxkcrManbHOE KOJIMYECTBO OAJIIOB MO Ka)KOMY OIIEHOYHOMY CPEICTBY COOTBETCTBYET
BepOAIEHOMY KPUTEPHIO «BBICOKHID».

7. AHBIE CBEJAEHUWS U (MJIN) MATEPUAJIBI
7.1 IlepeyeHnb 00pa3oBaTeIbHBIX TEXHOJIOTHIi, HCIO0JIb3YEeMbIX NPH OCYIIECTBICHHUH
o0pa30BaTe/IbHOTO Mpolecca Mo JHCHHIIINHE

B mpomecce oOydeHHsT HCHONB3YIOTCS AaKTHBHBIE M HMHTEPAKTUBHBIE 00pa3oBaTelIbHBIC
TexHONOTuH ((HopMBbI TPOBEACHNS 3aHATHA):

-JIEKIINH, (PpOHTATBHBIE ONPOCHI, IPE3CHTAIIMH U 3alIUTa MUHH-TIPOCKTOB;

-Kelc-ctagu (pa300op KOHKPETHBIX CUTYalui),

-MMHTAI[HOHHBIE KOMITBIOTEPHBIE MOJIECIIH;

-OpraHu3ali CaMOCTOSTENIbHON y4eOHO-TTIO3HABATEIbHON AEATEIBHOCTH (WHIMBHIyabHBIC
JIOMAITHUC 3aIaHus).




