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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

OK 01.

Boiouparh cnoco0bl penrenus 3a1a4 npogeccHoHaIbHOI AesiTeJIbHOCTH
NPUMEHUTEIBHO K PA3JIHYHBIM KOHTEKCTAM;




3Hars:

aKTyaJIbHBIN NPO(ECCHOHAIBHBINA M COMANBHBIH KOHTEKCT, B KOTOPOM IPUXOJHUTCS paboTaTh U KUTh;,
OCHOBHBIC UCTOYHUKH WH(OPMALIUU U PECYPCHI IS PELICHUs 3a1a9 ¥ PobaeM B podhecCHOHAIEHOM 1/
WJIH COIMAIbHOM KOHTEKCTE;

anTOPUTMBI BEIITOJIHEHHUS paboT B MPO(hecCHOHATEHON U CMEKHBIX 00JIACTAX;

MeTO/1bI paboThI B MPodecCHOHaIBHON 1 CMEXHBIX chepax;

CTPYKTYpY IUIaHa JJIsl pELICHUS 3a/1a4;

NOPAZOK OIEHKH PE3YyIBTAaTOB PEIICHUS 3a1ad MPo(eccHOHaIBHOI NeATENEHOCTH.

Ymers:

pacmo3HaBaTh 3a/1a4y WK npodiieMy B mpo)eCCHOHAILHOM HIIH COMATLHOM KOHTEKCTE;
aHATM3UPOBATH 3a/1a9y WIH MPOOIEMy U BBIICIATE €€ COCTaBHBIC YaCTH,

OTIPENCISATh STAIBI PEIICHUS 3aa49H;

BBISIBIIATH U (P (PeKTUBHO HCKaTh HHPOPMAIIMIO, HEOOXOAMMYIO ISl PEIICHUS 3aa49H U/UITH TIPOOIIeMBI,
COCTaBUTH IUIAH JACUCTBUS; ONPEACTHTh HEOOXOAMMBIE PECYPCHI;

BJIAJICTh aKTyaJbHBIMU METOAMH PabOThI B MPo(eCcCHOHAIBHOMN 1 CMEXHBIX chepax;

peanm30BaTh COCTABIICHHEIN ITaH, OIEHUBAThH PE3YNIBTAT U MOCICACTBIS CBOUX JICHCTBHI
(caMOCTOsITETEHO TUTH € TIOMOMIBIO HACTABHUKA).

OK 02 OcyniecTBJISITH NONCK, AHAJIU3 H HHTEPNpPeTALMI0O HHPOPMAaLHH, He00X0IHMOH
) IJIsl BBINOJIHEeHHs 3a1a4 NpodecCHOHAIBLHOM /1esiTeIbHOCTH;

3HaTh:

OCHOBHBIE METO/IbI M CPEICTBa COOpa, 00pabOTKH, XpaHEHHs, TEpeadl U HAKOIUICHHs HH()OPMAIUH;
TEXHOJIOTHIO TIOMCKa HH(pOpMauu B ceTd MHTepHeT;

HOMEHKJIaTypa HH(OPMALMOHHBIX HCTOUHHKOB IIPUMEHAEMBIX B IPO(ECCHOHANBHOMN NEeATEIbHOCTH;
MIPHEMBI CTPYKTYpHPOBaHUs UH(OpPMALINY;

(dopmaT opopMITEHHUS pe3yIIbTaTOB TIOUCKA HH(OPMAIIH.

YMeTs:

OTIpENEIIATh 3a4a4H /sl MOMCKa HH(popmanuu;

OIIpEneNsiTh HEOOXOMUMBIE HCTOYHHKH HH(OPMALINH;

IIJIAHMPOBATH TPOIIECC MOMCKA; CTPYKTYPHPOBATh MOIyIaeMyI0 HHPOPMALIHIO;
BBIACIATH Hauboee 3HaUNMOE B TIEpedHe HHPOPMAIIHH;

OIICHMBATh NMPAKTHIECKYIO 3HAUNMOCTD PE3YJIETAaTOB ITOUCKA;

oopMIIATE pe3yNbTaThl IOUCKA.

IlnanupoBaTh U peaju30BbHIBATH COOCTBEHHOE NPodeccHoHAIbHOE 1
JIMYHOCTHOE Pa3BUTHE;

OK 03.

3HaTh:

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

BO3MOJKHBIE TPACKTOPUH MPO(HECCHOHATEHOTO Pa3BUTUA U CAMOOOPA30BAHHUS.

YMeTh:

OTIPEICIITh aKTyaIbHOCTh HOPMATHBHO-TIPABOBO# JOKYMEHTAIMH B TPO()ECCHOHAILHOM AEeITEIbHOCTH;
MIPUMEHSITh COBPEMEHHYIO HAyYHYIO MPOPECCHOHATBHYO TEPMUHOIOTHIO;

ONPEICISATh U BHICTPAUBATh TPACKTOPUH MPOPECCHOHATIBHOTO Pa3BUTHS U CaMOOOPa30BaHUsI.

PaGorarb B Ko/LIeKTHBE H KOMaH/ie, 3(peKTHBHO B3aUMO/IeiCTBOBATH C
KOJL1eraMH, PyKOBOJACTBOM, KJIMEHTAMU;

OK 04.

3HAaTh:
IICUXOIOTHYECKHE OCHOBEI JEITCILHOCTH KOIIEKTHBA, IICUXOJIOTHYECKHE 0COOCHHOCTH TNYHOCTH,
OCHOBBI IPOCKTHOH NIEATEIHHOCTH.

VYMeTs:
OpPraHHU30BbIBATH PA0OTY KOJUIEKTHBA M KOMAH/IbI;
B3aMMOJICHCTBOBATH C KOJLIEraMH, PYKOBOJICTBOM, KIIMEHTAMH B X0J1€ PO ECCHOHATBHOMN JACATEIIbHOCTH.

OcyuiecTBJISITh YCTHYIO H NIMCbMEHHYI0 KOMMYHUKALHIO HA TOCYIAPCTBEHHOM
OK 05. si3bike Poccuiickoit @egepaiuu ¢ y4eToM 0C00eHHOCTEH COHATBHOTO H
KYJIBTYPHOI'0 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.

Hcnoan3oBarh HHGOPMANHOHHBIE TEXHOJOTHH B TPO(eCCHOHATBHOH
AeATeJbHOCTH;

OK 09.

3HaTk:

Ha3Ha4Y€HUE, COCTaB, OCHOBHbBIE XapaKTEPUCTUKH OPraHU3aMOHHON U KOMIIBIOTEPHOMN TEXHUKH;
OCHOBHBIC KOMITOHCHTBI KOMIIBIOTCPHBIX CCTCﬁ, IPUHIUIIBL MaKeTHOU nepeaadn JaHHbIX, OpraHu3aluio
MEXCETEBOTO B3aUMO/ICHCTBUS,

Ha3HA4YCHHUC U TIPUHIUIIBI HCTIOJIB30BAHUA CUCTCMHOI'O U IMPUKIAJHOTO IMPOrpaMMHOTO 06CCH€‘16HI/I$[;
OPUHIUIIBI 3alITUThL I/IH(l)OpMaIII/H/I OT HCCAHKIIMOHWPOBAHHOI'O IOCTYIIA,

IPaBOBLIC aClICKThI UCITOJIb30BaHM A I/IHq)OpMaHHOHHBIX TEXHOJIOTUH U IIporpaMMHOIo 06ecnequI/m;
OCHOBHBIC MTOHATHUS aBTOMaTH3HPOBaHHOU 00paboTKH HHpOpMaLnH;

HAIPABJICHUS aBTOMATH3aliKA OyXTalTepCKOW MesATeIbHOCTH,

HAa3HAYCHUE, PHUHIIUITEI OPTaHU3AIMU U SKCIUTyaTalii OyXTralTepCKuX HH()OPMAIIHOHHBIX CHCTEM;
OCHOBHBIC YT'PO3bI 1 METObI O6eCH€‘-I€HPI7[ HH(bOpMaHHOHHOﬁ 6€3OHaCHOCTI/I.

YMmeTs:

00pabaThIBaTh TEKCTOBYIO TaOIMYHYIO HH(OPMAIHIO;

HCIIOJIB30BaTh AEIOBYIO rpaduKy U MyJIbTUMENA HH(POPMAIIIO;

cO3/1aBaTh NPE3CHTAILNH;

MIPUMEHSTh aHTUBUPYCHBIE CPENCTBA 3aIUTHI;

qUTaTh (HHTEPIPETUPOBATE) HHTEP(EHC CrEHHaTH3NPOBAHHOTO IIPOTPAMMHOTO 00CCIICUCHHS,
HaXOJUTh KOHTEKCTHYIO TIOMOIIb, PadOTaTh C JOKyMEHTAIIHEH;

MPUMEHATH CIICHUATH3HPOBAHHOE IPOrPaMMHOE 00eCcIIeueH e sl cOopa, XpaHEHUs U 00paboTKH
Oyxrantepckoil HH(pOpPMauu B COOTBETCTBUH C H3yJaeMbIMH MPOQECCHOHATBHBIMI MOIYIISIMH;
[I0JIb30BaThCs aBTOMATH3HPOBAHHBIMI CHCTEMaMH JEITONPON3BOCTBA;

MIPUMEHSTH METO/IBI M CPEJICTBA 3alUThI OyXralTepcKoil HHPOpMaiH.

IHonb3oBaThes nMpodeccHOHATBHOMN JOKYMeHTalHell HAa TOCYIapCTBEHHOM H
HHOCTPAHHOM SI3bIKAX;

OK 10.

3HaTh:

MpaBUJIa TIOCTPOCHUS IIPOCTBIX U CIIOKHBIX MIPEUIOKEHUI Ha ITPO(ECCHOHATBHBIC TEMBI;
OCHOBHBIE 00IIEyTOTPeOUTENIbHBIC TITaroiibl (ObITOBas U MPodecCHOHAIbHAS JIEKCHKA),
JIEKCUYECKANW MUHUMYM, OTHOCSIIIMIACS K OMUCAHUIO TIPEMETOB, CPEJCTB U MPOIECCOB
npodeccHoHabHOM AesITeTbHOCTH; OCOOCHHOCTH MPOU3HOIICHHUS,

MpaBUJIa YTEHHUS TEKCTOB MPO(ECCHOHALHOM HAITPABIEHHOCTH.

YMmeTs:

MTOHUMATh OOIIHI CMBICII YE€TKO TPOU3HECCHHBIX BBICKA3bIBAHHI HA U3BECTHBIC TEMBI
(mpo¢eccroHabHBIC H OBITOBBIC), TOHUMAaTh TEKCTHI Ha 0a30BBIC MTPO(GECCHOHAILHBIC TEMBI;
Yy4YaCTBOBATH B AMAJIOrax Ha 3HAKOMBIE 00IIHE U PO ECCHOHABLHBIC TEMBI;

CTPOUTH MPOCTHIC BHICKA3bIBaHM O ceOe H 0 CBOCH MpodeCCHOHATBHON IeSTEIbHOCTH;

KpaTko 00OCHOBBIBATH U OOBSACHUTH CBOH JCUCTBH (TEKYILUE U TUIAHUPYEMEIE);

MHCAaTh NIPOCTHIEC CBA3HBIE COOONICHN Ha 3HAKOMBIE HJIM HHTEPECYIOIIHE MPO(PECCHOHATBHBIE TEMBL.

IIK 1.1. O06pabaTbIBaTh NIEpBUYHbIE OyXTaJTepcKUue JOKYMEHThI;

3HaTh:

OCHOBBI MPEAIPUHUMATEIBCKOH NEeATEIEHOCTH;
OCHOBBI (pHAHCOBOH I'PAaMOTHOCTH;

rpaBuia pa3paboTK OM3HEC-TUIAHOB;

TTOPSAOK BBICTPAUBAHUS TIPE3CHTAIINN;
KpEUTHBIC OAHKOBCKHUE MPOYKTHI.




YMeTh:

BBIABJIATH JOCTOMHCTBA U HEJOCTATKA KOMMEPUECKOU HIEH;

MPE3EHTOBATH UCH OTKPBITHSI COOCTBEHHOTO Jielia B MPO(eCCHOHANTBHOMN IeATSIbEHOCTH,

odopmIIsiTh OM3HEC-TUIAH; PACCUUTHIBATH pa3Mephl BBIILIAT 10 MPOIICHTHLIM CTABKaM KPEIUTOBAHUS;
OTPEICNATh HHBECTUITMOHHYIO MPHUBIIEKATEIFHOCTh KOMMEPUSCKUAX HICH B paMKax MpodeCCHOHATBHOM
TIeATETFHOCTH;, IPE3EHTOBATH OU3HEC-UICIO;

OTIPENCISTh HCTOTHUKY (PHHAHCHPOBAHMSL.

6. ®°OH/I OHEHOYHBIX CPEJICTB
6.1. ®oH OLIECHOYHBIX CPEACTB VI IPOBEACHHUS MPOMEKYTOYHON aTTeCTAllul
o0y4aromuxcs Mo JUCHUIIMHE «/l0KyMeHTalHOHHOe o0ecneyeHne YIpaBJIeHUsD)

IlepeueHb BOIPOCOB AJIs IOATOTOBKH K 3aHATHSAM U IIPOMEXKYTOUYHON aTTECTALUH,
KOHTPOJIBHBIX paboT, coepKaHue 3aJaHu ISl BBITOTHEHHS TPAKTHYECKUX U
CaMOCTOSATENBHBIX Pa0OT, pEKOMEHJAIIMHY 10 BBHITIOTHEHUIO U KPUTEPUN OLICHUBAHHS
IIPEJCTaBICHbI B OH/IE OIIEHOYHBIX CPEJCTB M0 TUCIHUILIHHE «J{OKyMEHTalMOHHOE
obecrieueHue yrnpasieHus» B [Ipunokenun k Hactosmend Paboueil mporpaMMe AUCIUTUINHBL

OrneHoyHble CPECTBA MMO3BOJISIFOT IPOBECTH TEKYIUN KOHTPOJIb o quciumuinge. ITo kaxxaomy
CpPEICTBY OILICHUBAETCS ITOJTHOTA U IIIyOWHA OCBOCHMSI, XapaKTEPU3YIOMINECS TOKA3aTeIsIMHU 1
KPUTEpUSIMH OLICHUBAHUS

Tabauya 6. Ilokazamenu u kpumepuu OYeHUBAHUs

[Tokasarens Kpurepuii
. 3HaeT: 0a30BbIE OOIINE 3HAHUS,

[Toporossrii .
YMeeT: OCHOBHBIE YMEHUs, TpeOyeMbIe JUTSI BBIITOJHEHUS TTPOCTHIX

(y3HaBaHue) .
3a1a4;

«3» .
Brnapgeer: pabotaet mpu npsMoM HAOITIOICHUH.
3naet: (haKThl, MPUHIIUIIBI, TIPOIECCHI, OOIIHE MOHATHS B Mpeaeax
00JIacTH MCCIeI0OBAHNS;
BasoBeii YMeeT: auanazoH NPaKTHYECKAX YMEHUHN, TPeOyeMBbIX JJIsi peIIeHuUs
(BocmpousBeicHUe) |OTIPENETEHHBIX po0IieM B 00IacTH UCCIIEeIOBAHMS;

«4dy Brnazgeer: OepeT OTBETCTBEHHOCTD 32 3aBEepIICHUE 33134 B
WCCIICIOBAHHUH, TIPUCTIOCA0IMBAET CBOE MOBEJCHUE K OOCTOSTEIILCTBAM B
peleHnH mpoodIieM
3Haet: pakTHUECKOe M TeOPEeTHIECKOe 3HAHKE B Mpeeaax odnacTu

Bricokuii WCCIICIOBaHMSI C MIOHUMAHUEM TPaHUI] IPUMEHUMOCTH;
(KOMIIETEHTHOCTE) | YMEET: IMana3oH NPaKTHIECKUX yMEHUH, TpeOYEeMbIX [/ Pa3BUTHS
«5» TBOPYECKUX PEIICHUIl, a0CTparupoBaHus MpoodIeM;
max 6aut Bnageer: koHTpoMMpyeT paboTy, MPOBOIUT OIEHKY, COBEPIICHCTBYET
JIEHCTBUS PaOOTHI

MaxkcumanbHO€ KOJIM4eCTBO 0aJIOB MO KaXJA0My OLEHOYHOMY CPECTBY COOTBETCTBYET
BepOAITBHOMY KPUTEPUIO «BBICOKHIT.

7. AHBIE CBEJIEHUSA U (MJIN) MATEPUAJIBI

7.1 Ilepeyennb 06pa3oBaTeIbHBIX TEXHOJIOTHIl, MCI0JIb3YEMbIX PH OCYIIECTBICHHH
o0pa3oBaTe/IbHOTO MpoLecca N0 IHCHUIIIMHE

B mpomecce o0ydeHus WCIONB3YIOTCS AaKTUBHbIE W WHTEpAaKTHBHBIE 00pa30BaTeIbHBIC
TeXHONOTUH ((hOpMBI TTPOBEAECHUS 3aHATHIA):

-JIEKIIUH, PPOHTANIBHBIE ONIPOCHI, MPE3EHTALNH U 3alllUTa MUHU-TIPOEKTOB;

-Kkeiic-ctaau (pa30op KOHKPETHBIX CUTYAIIHH ),

-MMUTAITHOHHBIE KOMITBIOTEPHBIE MOJIEIIH;

-OpraHu3aIi CaMOCTOSTEIFHON y4eOHO-TT03HABATENBHON AEATENbHOCTH (MHIMBHyaTbHBIE
JIOMAIllHAE 3aaHus).




