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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
npodeccroHanbHOro 0opasoBanus o cneruanbHocTd 38.02.01 DxoHOMMKA M OyXTalTEePCKHi
yuer (1o otpacisim) (mpuka3 Munobpraayku Poccun ot 05.02.2018 . Ne 69)"

VYuebnas gucrumumHa «JlokyMeHTaloHHOE 00eCTIeYeHHE YIIPaBICHISD SBISIETCS
00sI3aTeBPHON  YacThiO  OOMIETPOPECCHOHANFHOTO IMKJIa OCHOBHOW 00pa3oBaTeinbHOMN
nporpaMmMbl B coorBercTBUM ¢ PI'OC CIIO mo crnemmansHoctu 38.02.01 DxoHomuka u
OyXranTepckuil yder (10 OTpacisim).

VYuebnas qucuummaa OI1.06 JlokymMeHTanMoOHHOE 00ecTIedeHNe YIIPaBICHHS

obecrieunBaeT (hopMHpPOBaHHWE MPOPECCHOHAIBHBIX M OOMMX KOMIETEHIMH MO BCEM BHJAM
nesrenpHOCTH PI'OC CIIO 1o cnenmansHOcTH 38.02.01. DKOHOMEKA B OyXTanTepCcKuil yder
(o oTpacinsam).

1.2. MecTo y4yeOHOM AMCHMILIMHBI B CTPYKTYpe MPOrpaMMbl NOANOTOBKH CHEHATHCTOB
CpeIHero 3BeHa.

VYuebnas mucnumumHa OI1.06 JlokymeHTanmmoHHOE oOecreueHune YIpaBlICHHUS BXOAUT B
obmenpogecHoHaNBHBIN UK MPOo(eCcCHOHATLHON MOATOTOBKH.

1.3. lesm n 3agauyn — TpeGOBAHUS K Pe3yJIbTATaAM OCBOCHHS Y4eOHOM IHCHMIIMHBL.

B pamkax mnporpamMmbl y4eOHOW JAUCHUIUIAHBI OOYYAIOIIMMIECS OCBAHBAIOTCS YMEHUS W
3HAHUSL.

B pe3yibTaTe 0cBOCHHS Y4eOHOM AMCHUIUINHBI CTYIEHT J0JIKEH 3HATH:

MOHATHE, 1IENH, 3a]]a4 U IPUHIUIIBI 1eJI0IIPOU3BO/ICTBA;

OCHOBHBIE TIOHSATHS JIOKYyMEHTAIIMOHHOTO 00eCIIeueH sl YIPaBICHNUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO 00CCIIeYeHUs YIIPaBICHHS,

KJIacCU(PUKAIUIO JTOKYyMEHTOB;

TpeOOBaHUSA K COCTABICHUIO i O(OPMIICHHIO IOKYMEHTOB;

OpPTaHU3aIHUI0 JOKYMEHTO000OpOoTa: INpHeM, 00paboTKy, perucTpamnuio, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATypy JeJ.

B pe3yjbTaTe 0cBOGHHS Y4eOHOM AMCHUIUINHBI CTYIEHT J0JKEH YMETh:

oopMIIATE JOKyMEHTAIlMIO B COOTBETCTBHH C HOPMAaTWBHOM 0a30fi, B TOM HYHCIE C
HCIIOIB30BaHHEM HH(OPMAMOHHBIX TEXHOJIOTHIA,

OCBaMBaTh TEXHOJIOTHU aBTOMATU3UPOBAHHON 00paOOTKH TOKYMEHTAINY;

UCIIONB30BaTh YHU(PUIUPOBAHHBIE POPMBI TOKYMEHTOB;

OCYLIECTBIIATh XPAaHEHNE U OUCK IOKYMEHTOB;

WCIOIB30BaTh TEICKOMMYHHKAIIMOHHBIC TEXHOIIOTHU B SJIEKTPOHHOM IOKYMEHTOO0OPOTE.

B pe3yabrare ocBoeHHs YUeOHON IMCHUILIMHBI CTYICHT J0/KEH HMeTh HABBIKH M (HJIH)
OIIBIT IeATEIbHOCTH:

1.4. Pexomenayemoe KOJIMYECTBO YACOB HA OCBOEHHE MPOrPaMMbI YUeOHOM ANCHUIIHHBI:

O0bemM nmporpammsl 32 4acoB, B TOM YHCIE:



ayIUTOPHON y4eOHON Harpy3ku oOydaronierocst 32 4acos;
CaMOCTOSATENbHON paboThl oOydaromerocs ) 9acos.

2. CTPYKTYPA U IPUMEPHOE COJEPXXAHUE YYEBHOW JUCIHUIJINHBI

2.1. O6beM yueOHOI AMCUUIIMHBI U BH/IBI y4eOHOI padoThl

Tabnuya 1. Budwel yuebnoti pabomul no nepuooam oceoerus OOII CIIO ons popmbl 06yuerus -
OuHas.

Buj yueGHoii padoThI ]?"csrqo., Cevectp(-e1)
3
KonrakTnas (aynuropHasi) padora (Bcero) 32 32
B TOM YHCIIC: = = - - . = =
JIEKIHAH (€CITH TPETyCMOTPEHO) 22 22
B TOM 4YHCJIe B (DOPME MPAKTHUCCKON MOIOTOBKH
(ecn: IpexyCMOTPEHO) ) )
naboparopHble 3aHATHA (€CITH NPELYCMOTPEHO) - -
B TOM 4Hcie B (hOpMe MPaAKTHIESCKOM MOATOTOBKU
(ecnu mpeayCMOTPEHO) B B
MPAKTUYECKUE 3aHATHS (€CIH TMPEIyCMOTPEHO) 10 10
B TOM 4YHUCIIe B (POPME MPAKTHUCCKON TOATOTOBKI
(ecim IpexyCMOTPEHO) B B
CamocrosnTebHas padoTa o0y4aronierocs (Bcero) = -
B TOM YHCIIE: - - - - - - -
B (hopMe IpaKTUYECKOH MOATOTOBKH
(ecnm: mpegycMOTPEHO) B B
YacoB Ha KOHTPOJIb: = =
[TpomexyTouHnast arrectanus B popme: (3auer/qud3zayer/ i 320
9K3aMeEH )
OO61mas TPYI0EeMKOCTh qac 32 32

2.2. TemaTuueckuii IJIaH U cofep:kanue ydeoHoi aucuumiunsl OI1.06
JlokymMeHTalMOHHOE oDecneueHne ynpaBiaeHust

Tabnuya 2. Cooepoicanue oucyuniunvl/MIK no eudam yueonotl pabomoi

HAUMEHOBAHMUE PA3JIEJIA JUCIIUIIJIMHBI Buj yueHoi
oTn* Kon-Bo yacos
Conep:xanue pa3aesa (TeMbl) padoTh!
Omn. 16 JlokymMeHTaLlHOHHOE 00ecnieyeHne ynpaBjieHus! 32
Tema 1. Benenue. JlokyMeHT U cucTeMa JOKYMEHTAIMH Jlex | 4

3HaYCHHE U COollepKaHNE TUCIUILINHEI «JloKyMeHTarmoHHOe obecriedenne ynpasiaeHus». [lonaTue
TEPMHHOB «IOKYMEHT», «JOKYMEHTHPOBAaHHEY, «JOKYMECHTAIHOHHOE 00CCIICICHUE YIIPABICHHD.
YHuuKanusa 1 cTaHJapTH3ANNH YIPABICHIECKAX JOKYMEHTOB.

Tema 2. OpraHn3aliiOHHO-PACIOPAIUTEIbHBIE JOKYMEHTHI | Jlex | 2

OpraHu3alinoHHbIE JOKYMEHTHI — YCTaB, YUPEAUTEIbHbIE JOTOBOP, MOJIOKEHNE. PactiopsiinTenbHbIe
JIOKyMEHTBI — IPUKA3, paCHOpsKEHUE, yKa3aHHUE, TOCTAaHOBIICHHE, PELIEHUE, HHCTPYKIHUS, MTPOTOKOI.
CripaBoyHO-HH(pOpMAIMOHHBIE JOKYMEHTHI: CITy:KeOHast 3aIicKa, OOBsICHUTENIbHAS 3aITHCKa, aKT,
CIIpaBKa, CITy)eOHbIe THChMa

IIpakTiaeckoe 3ansaTie Nel. Cocrasnenue u opopmieHme

IIp 2
pacnopsoKeHUs




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

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 UCMOYHUKLL:

1. banr B. C. JlokymeHTanmoHHOe oOecneueHue ympasieHus. FOpuaumueckass TeXHHKa
VYaebnoe nocobue Jnst CIIO. - Mocksa: KOpaiit, 2022. - 103 ¢ - Tekcr : anekrponnsiid. - URL:
https://urait.ru/bcode/493900

2. Jloponmna JI. A., Uputuxoa B. C. JlokymMeHTanmoOHHOE oOOecreueHHe YIpaBICHUS]
VYaebnuk u npaktukym st CIIO. - Mocksa: FOpaiit, 2022. - 233 ¢ - TekcT : 3eKTPOHHBIH. -
URL: https://urait.ru/bcode/492618

3. llysanmosa H. H. /lokymMeHTanmoHHOE OOecIieueHNe YIPaBICHUS @ YUEOHUK U MPAKTUKYM
Jus CIIO. - Mocksa: FOpaiit, 2022. - 265 ¢ - Texkcr : amekrponHsiid. - URL: https://urait.ru/
bcode/489985

,ZZOI’ZOJZHumeﬂbele UCNIOYHUKU.

Pecprbl MH¢)Op}WdL;MOHHO—m€Jl€KOM.MyHMKaL;MOHH011 cemu «HumepHem»:

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

- DnekrporHo-6ubmotednas cucrema PY/IH — 5bC PY/IH http://mega.rudn.ru/MegaPro/Web
- O6pazoBarensHas wiatdopma FOpaiit https://urait.ru
- OBC «YHuBepcurerckas oubmuoreka onnans» http://biblioclub.ru




- OBC Znanium https://znanium.ru

2. Basbl JaHHBIX U MIOMCKOBBIE CUCTEMBI:

- YueOnbIit mopran uactutyTa https://portal.rudn-sochi.ru/
Memoouueckue mamepuanvt 015 00yUAOUUXCS

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 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 ).



