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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 YUET (IIO OTPACJISIM) (npuka3 Muso6prayku Poccun ot 05.02.2018
r. 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. Buowt yuebnot pabomwi no nepuooam oceoernusi OOII CI1O ons ¢hopmsl 00yuenus -
OUHASL.

Buj yue6Hoii padoThI Beero, Comeerplni)
aK. 4.
3 2

KonrakTnas (ayruropnas) pabora (Bcero) 32 32 34
B TOM YHCJIE: - - - - - - -
JIeKIHH (©CIH MPEyCMOTPCHO) 22 22 -

B TOM unciie B (POpME MPAKTHIESCKOH MOTOTOBKH

(ecyu peayCMOTPEHO) ) } )
7abopaTopHbIe 3aHATHSA (€CITU MPEAYCMOTPEHO) - - -

B TOM 4HciIe B pOpMe NPAKTUICCKOU TTOATOTOBKU

(eciu mperycMOTpPEHO) ) ) )
MPAKTUIECKIE 3aHATHS (SCITH MPETYCMOTPEHO) 10 10 34

B TOM 9HCIIe B POpPME MPAKTHICCKOH TIOATOTOBKH

(eciu mpeayCMOTPEHO) } ) )
CamocTonTe1bHasi paboTa o0y4arouierocs (Bcero) - - 4
B TOM YHCIIE: - - - - - - -

B (popMe mpaKTUIECKON MOATOTOBKH

(ecim IpeMyCMOTPEHO) } } )
YacoB Ha KOHTPOJIb: - - 18
ITpomexyTouHast arrectanus B popme: (3auet/qud3zayer/ i 340 | Dx
9K3aMEH )
O61as TPYI0EMKOCTh qac 32 32 56

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

Tabnuya 2. Cooepocanue oucyunaunvl/MIAK no euoam yueonot

HAUMEHOBAHMUE PA3JEJIA JNUCHUITIJIMHBI Bun yueGHoii
oI Koua-Bo uacos
Conep:xanue pasjeiia (TeMbl) PARGLEL
Omn. 16 JlokymeHTanMoOHHOe o0ecrieueHne ynpaBJieHus 32
Tewma 1. Beenenne. JlokyMeHT U cHCTEMa JOKYMCHTAIUN Jlex ‘ 4

3Ha4YeHHE U COIepKaHNe TUCITUILUTHHEI «JloKyMeHTalmoHHOE obecrieueHre ynpasneHus». [lonarue
TEPMHHOB «JOKYMEHT», «TOKyMEHTHPOBAHHEY, «TOKyMEHTAITMOHHOE 00ECIIEUEHUE YIIPABICHUD).
YHuuKanusa 1 cTaHgapTH3ANNH YIPABICHIECKAX JOKYMEHTOB.

Tema 2. OpraHn3aliiOHHO-PACIOPAIUTEIbHBIE JOKYMEHTHI Jlex ‘ 2

OpraHu3anoHHBIC TOKYMEHTHI — YCTaB, YUpeIUTENbHBIC JOTOBOP, TTOJI0XKeHHe. PacropsanTensHbie
JIOKYMEHTHI — IIPHUKa3, PACIOpsDKEHHE, YKa3aHUE, TOCTAaHOBICHHE, PEIICHUE, HHCTPYKIHUA, MPOTOKOJ.
CrnpaBo9HO-MH(pOPMALTHOHHBIE JOKYMEHTHI: CITy’)KeOHas 3aIiCKa, 00BACHUTEIbHAS 3alHCKa, aKT,
CIIpaBKa, CITyKeOHbIC MHIChMa

[pakrudeckoe 3ansaTre Nel. CocraBienue u ohopmiicHHE

IIp 2
pacHopsHKESHHS




Tema 3. KanpoBas noxyMeHTaIs ‘ Jlex 2

JoxymeHTHpOBaHME TPYHOBBIX IpaBooTHOMEHHH. CocTaB ¥ 0COOCHHOCTH 0(hOPMIICHHS TOKYMEHTOB TI0
JUYHOMY COCTaBYy.

KommrexkroBanue maaHoro aena. ABrodnorpagus. Pestome. 3asBienue o npueme Ha padboty. [Iprkassr
10 IMTHOMY COCTaBYy.

[paxTrueckoe 3amsTre Ne 2. OdopmireHne MpruKa3oB IO JMIHOMY n 2
COCTaBYy. P
[IpaxTrueckoe 3ausaTre Ne 3. OdopmieHne cripaBok, JOKIaIHOH U o )
CITy>)K€OHOM 3aIvCKH, aKTa. P
IIpakTiaeckoe 3ansaTue Ne 4. Opopmienue TpyJoBOTO JOTOBOPA, n o)
MpHKa3a o IpueMe Ha paboTy, 0pOpMIICHHE TPYIOBOH KHUKKH. p
Tema 4. JloroBopHO-TIpaBOBast JOKyMEHTAIUS Jlex 4

ITonarus gorosopa. Buasl 70roBopos.
[paBuia oopmiteHHsI TPETCH3NOHHBIX TTHceM. DOpMYIIsIp HCKOBOTO 3asBICHU, TPEOOBAHUS K €r0
o opmITEHUIO

[IpaxTtraeckoe 3ausTae Ne 5. OdopmireHne 10roBopa KyIuIA-TIPOIaXH IIp 2

Tema 5. [ToHsiTHE TOKYMEHTOOOOPOTA, PErHCTPALH JOKYMEHTOB Jlex 4

CocraB u yuer 00beMa JOKyMEHTO000poTa npeanpusatuii. Opranusanus paboThl ¢ BXOSIIEH,
HCXOASAIIEN U BHYTPEHHEN TOKyMEHTAaIHeH
Ba3bl qaHHBIX U1 XpaHeHMs JOKyMeHTOB. Pabora ¢ 3anpocamu. Pabora ¢ 31IeKTpOHHBIMA TOKYMEHTaMH.

Tema 6. Opranu3zamus OnepaTHBHOTO W apXUBHOTO XPaHEHHS
JIOKYMEHTOB

Jlex 4

Homenknarypa gen. MaauBugyanbHbIE, CBOIHBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIIATYPHhI €.
IToxroToBKa M MOPSIIOK MEpEIadX ACT B ApXUB. 3aKOHO/IATEIbHBIE aKTHl 1 HOPMaTHBHO-METOAUIECKHE
JIOKyMEHTBI IO apXUBHOMY XPaHEHUIO JOKyMEHTOB.

3auer Jlex 2

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

3. YCJIOBUS PEAJIM3ALIMU ITPOT'PAMMBI JIUCHUITJIMHBI
3.1. TpeGoBanus K MUHHMAJIBLHOMY MAaTePHATbHO-TEXHHYECKOMY 00ecnedeHHIo

Jts peanu3anuy nporpaMMbl y9eOHOM AMCHUILTUHEL TIPElyCMOTPEHBI CTIeHHaTbHbIE TIOMEIICHNU,
MIPUBEACHHBIM B I 6.3 0CHOBHOI1 00pa30BaTeIbHON NPOTrPaMMBbI CIICHUATEHOCTH.

Tabnuya 3. MamepuanvHo-mexnuueckoe obecneyerue OUCYUNIUHBL

Tun aynuropun OcHalleHne ayTuTOPUU
CrnenuanusupoBaHHoe yueoHoe ooopynosanue, [10 u matepunasbi
JJISl OCBOEHHS TUCHUILUTHHBI (TIPH HEOOXOTUMOCTH)




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.

OK 09 IToan30BaThes MpodrecCHOHANBLHON JOKYMEHTAMEH HA TOCYIapPCTBEHHOM H
) HHOCTPAHHOM SI3bIKAX.

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.

YMETE!

MOHUMATD OO CMBICI YETKO TPOU3HECCHHBIX BBICKA3bIBAHMI HA U3BECTHBIC TEMBI
(mpodeccroHabHBIC H OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BBIe PO ECCHOHAILHBIC TEMBI;
y4acTBOBATH B AMAJIOrax Ha 3HAKOMBIE 00IIHE U PO ECCHOHATBHBIC TEMBI;

CTPOMTH TPOCTHIC BBICKA3bIBaHU O cede U 0 CBOCH MpoheCcCHOHANBHOMN ICTEIBHOCTH;

KpaTko 0O0CHOBBIBATEH U OOBACHUTH CBOH JCHCTBUS (TEKYILUE U INTAHHPYEMEIE);

MUCcaTh MPOCThIE CBA3HBIC COOOILCHH Ha 3HAKOMbBIC WITH HHTEPECYIOIUE MPOPeCCHOHATBHBIC TEMBI.

OcyuiecTBJISITHh YCTHYIO H MHCbMEHHYI0 KOMMYHHKAIHIO HA TOCYIAPCTBEHHOM
OK 05. si3bike Poccniickoii @egepanuu ¢ yueToM 0C00EHHOCTEH COLMATIBHOIO U
KYJIbTYPHOT'O KOHTEKCTA;

3HaTh:
O0COOCHHOCTH COIHAIBHOTO U KYJIBTYPHOTO KOHTEKCTA,
rpaBmia 0(hOpPMIICHHS TOKYMEHTOB ¥ TOCTPOEHHS YCTHBIX COOOIIEHHH.

VYmerTs:
PaMOTHO M3JIaraTh CBOM MBICIIA U O(OPMIIITH JOKYMEHTHI 110 MPOECCHOHAIBHON TEMaTHKE Ha
TOCYIapCTBEHHOM S3BIKE, TPOSBIIITH TOJICPAHTHOCTH B pab0UeM KOJIIIEKTHBE.

OK 04. ‘3q)q)emmmo B3aMMO/ICHCTBOBATH U PadoTaTh B KOJLIEKTHBE U KOMaH/IE;

3HaTh:
IICHXOJIOrHYECKUE OCHOBBI JCATCIILHOCTH KOJIICKTHUBA, ICUXOJIOFHYCCKHE OCOOCHHOCTH JTUYHOCTH;
OCHOBBI [TPOEKTHON JI€ATEIbHOCTH.

VYmerTs:
OpraHU30BBIBATH PabOTY KOJIEKTHBA U KOMAH/IBI;
B3aMMOJICHCTBOBATH C KOJLIETraMH, PYKOBOACTBOM, KIIMEHTAMH B X0/1€ PO eCCHOHATBHON JACATEIIbHOCTH.

IlnanupoBaTh U peaTu30BbLIBATH COOCTBEHHOE NMPO(eccHOHAIBHOE U
JHYHOCTHOE PA3BHUTHE, IPeANPHHAMATEIbCKYIO 1eATEe/IbHOCTD B
npogeccHoOHATbHOM c(epe, HCMOJIB30BATH 3HAHMS 110 (PMHAHCOBOH
rPAMOTHOCTH B PA3JIMYHBIX KH3HEHHBIX CHTYAIHAX;

OK 03.




3HATh!

COZlep>)KaHMEe aKTyaJlbHOM HOPMAaTUBHO-IIPABOBOM JOKYMEHTALUH;
COBpEMEHHas HayYHas ¥ MPoQeCcCHOHATbHAS TEPMUHOJIOTHS;

BO3MOJKHBIE TPACKTOPHH MPOHECCHOHATBFHOTO Pa3sBUTHA U CaMO0Opa3oBaHMUS;
OCHOBBI IPEANPUHUMATEILCKON JEATEIBHOCTH;

OCHOBBI (PMTHAHCOBOW TPAMOTHOCTH;

npaBuia pa3paboTKi OM3HEC-TUIAHOB;

MOPSIAOK BBICTpaUBaHUs IIPE3EHTALNY;

KpEeIUTHbIC OAHKOBCKUE MPOIYKTHI.

YMETb:!

OTIPEEIATh AKTyaJIbHOCTh HOPMAaTHBHO-TIPABOBOM TOKYMEHTAIHH B MPO(ECCHOHANBHON eATENbHOCTH;
MIPUMEHSTH COBPEMEHHYIO HAy9YHYIO PO eCCHOHATBHYIO TEPMIHOIOTHIO;

OTIPE/IEIATh 1 BBICTPAMBATh TPACKTOPHH MPO(PECCHOHANBHOTO Pa3BUTHA 1 CaMOOOPa30BaHM; BEIABIAT
JIOCTOMHCTBA M HEJOCTATKH KOMMEPUYECKON HEH;

MIPE3EHTOBATh UICH OTKPHITHSA COOCTBEHHOTO Jela B MPO(EeCCHOHAIBHOMN NEATENFHOCTH;

oopMIIATE OU3HEC-TUIaH; PACCIUTHIBATH pa3MephI BBIIUIAT 110 MPOIEHTHBIM CTaBKaM KPEeIUTOBAHMS;
OIIPENENsATh MHBECTULIHOHHYIO PUBIEKATEIbHOCTh KOMMEPUECKHX HJIEH B paMKax IpodeccHOHaNbHOM
NeSITEIEHOCTH; TIPE3EHTOBATh OM3HEC-H/ICIO;

oIIpeNeIATh UCTOYHUKN (PHHAHCHPOBaHHSL.

Hcnonb30BaTh cCOBpeMeHHbIE CPeACTBA MOKUCKA, AHAIN32 U HHTEPIpeTaluu
OK 02. HHpopMAIUH H HHPOPMAITHOHHbIE TEXHOJIOTHH /151 BHINOJIHEHH 3a1a4
npodeccuoHAILHOM AeATEIbHOCTH;

3HaTh:

OCHOBHBIE METO/IBI M CPEACTBA cOOpa, 00pabOTKH, XpaHEHHs, MEPEAaIH U HAKOIUICHUs HH(OpMAIiy;
TEXHOJIOTHIO TOMCKa HHpopManuu B ceTH MHTepHET;

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

¢dbopmaT opopMITEHUS PEe3yIIETaTOB ITOMCKA HH(POPMAIIHH;

Ha3Ha4YeHNe, COCTaB, OCHOBHBIE XapaKTEPUCTHKN OPTaHNU3aHOHHON H KOMITBIOTEPHON TEXHUKH;
OCHOBHBIC KOMITOHCHTBI KOMITBIOTEPHBIX CETEH, MPUHLUIIBI TTAKETHOH Iepeavyn JaHHBIX, OPTaHH3aLUI0
MEXXCETEBOTO B3aNMO/ICHCTBHS;

Ha3HA4YE€HUE M TIPHHIIMIIBI HCIIOB30BAaHMS CHCTEMHOTO M MIPUKIATHOTO TPOTPaAaMMHOTO O0eCTIeueHUS;
NPUHIUIIBI 3aIATH HH(OPMaIK OT HECAHKIIMOHNPOBAHHOTO JIOCTYTIA;

MIPAaBOBBIC ACTICKTHI UCIIONB30BAHNS HH(POPMALIHOHHBIX TEXHOIOTHH U TIPOTPAMMHOT0 00eCIICHeHNS;
OCHOBHBIE MTOHSATHS aBTOMATU3UPOBAHHON 00paboTKi HHpOpMAINK;

HampaBlIeHHUs aBTOMAaTH3alluN OyXTalTepCKor IeATebHOCTH,

Ha3HAYCHWE, TPUHIUITEI OPraHU3alliH U SKCIUTyaTalluH OyXTraaTepcKuX HH(QOPMAIIMOHHBIX CHCTEM;
OCHOBHBIE YTPO3bI U METO/IBI 0OecTieueH s HH(OPMATUOHHON OE€3011aCHOCTH.

YMmeTs:

OTIpeneNATh 3a1a4d JJIs MOMCKa HH(popMannu;

OIIpeIeNnsATh HeOOXOIUMBIE HCTOYHUKH UH(OPMAaLIUY;

IUTAHUPOBATH MPOLECC OUCKA; CTPYKTypUPOBATH ITOIyYaeMyt0 HHPOPMAILHIO;

BEIICIIATH HauboJiee 3Ha9MMOoe B TiepedHe HHPOPMALHH;

OILICHUBATH NPAKTHYECKYIO 3HAYMMOCTD PE3yJIbTAaTOB ITOKUCKA;

0 OpPMIIATE pe3yNnbTaThl IIOUCKA;

o0OpabaThIBaTh TEKCTOBYIO TAONIMYHYO MH(DOPMAIHUIO;

HCTIONB30BaTh AEIOBYIO TpaduKy U MyIbTHUMeIUA WH(POPMAITUIO;

CO3aBaTh MPE3CHTAINH;

MPUMEHATH AHTUBUPYCHBIE CPEICTBA 3alllUTHL;

qUTaTh (MHTEPIPETUPOBATh) MHTEpQEiic CrenraaTn3HpOBAHHOIO IPOTPAMMHOTO O0CCIICUCHHUS,
HaXO/UTh KOHTEKCTHYIO TIOMOIb, PaboTaTh ¢ JOKYMEHTAIHEH;

MIPUMEHSITH CIEIMAM3UPOBAHHOE IPOrpaMMHOe oDecrieueH e Uit cOopa, XpaHEHUs U 00paboTKH
OyxranTepckoil MHPOPMAIH B COOTBETCTBUH C H3Y4aeMBIMH PO ECCHOHATLHBIMEI MOIYJISIMH;
MOJIH30BAThCS ABTOMATH3HPOBAHHBIMHU CUCTEMAaMH ICJIONIPOU3BO/CTBA;

MIPHMEHSTH METO/BI M CPEJICTBA 3aLIUTHI OyXTanTepcko HHPOPMAIIHH.




Bui6uparh cnoco0bl1 penrenusi 3a/1a4 npogeccHOHAIbLHOI AesITeJIbHOCTH
NPHMEHHTEJBHO K Pa3JINYHBIM KOHTEKCTaM;

OK 01.

3HaTh:

aKTyalTbHBII MPO(ECCHOHAIBHBINA H COLUANBHBIA KOHTEKCT, B KOTOPOM IIPUXOAUTCS paboTaTh U KUTh;
OCHOBHBIC HCTOUHHKH HWH(OPMALIMU U PECYPCHI VIS PELICHHS 3a1a9 ¥ TPoOiieM B podhecCHOHAIEHOM 1/
WJTH COITHAIEHOM KOHTEKCTE;

aJITOPUTMBI BBITIOIHEHHS pabOT B MPo(hecCHOHATBHOM U CMEKHBIX 00JIACTAX;

METO/BI paboThI B IPO(eCcCHOHATBHON U CMEXKHBIX cepax;

CTPYKTYpY IJIaHa JUIS PEIICHUS 3a/1a4;

MOPSIIOK OIICHKH PE3yJIBTATOB PEHICHUS 3a1ad NpodecCHOHABHON IeTETbHOCTH.

Ymers:

pacrio3HaBaTh 3a1aqy WIH IpodieMy B podecCHOHAIEHOM HITH COLIMAaTbHOM KOHTEKCTE,
aHAJIM3UPOBATh 3a/1ady WK MPOOJIeMy U BBIICIATH €€ COCTaBHBIC YacTH;

OTIPEIeNATh ATAIbI PELICHHUS 3aa4H;

BBUSIBISITE U 3(P(hEeKTUBHO MCKaTh HHOPMAIIHIO, HEOOXOAMMYIO JIJIsi PEIICHUs 3a1a9H U/UTH TPOOIIeMbI,
COCTaBUTH TUIAH JICHCTBUS; ONPEACIUTh HEOOXOAUMBIE PECYPCHI;

BJIaJCTh aKTyaJIbHBIMH METOAaMU paboThl B IPo(ecCHOHAIBHONW U CMEXKHBIX chepax;

peann3oBarh COCTABICHHBIN IIaH; OLICHUBATh PE3yNbTaT H NOCICACTBUSA CBOMX JICHCTBUH
(caMOCTOATEIHHO HITH C TIOMOIIBIO HACTAaBHHUKA).

6. ®OH/I ONEHOYHBIX CPEJACTB
6.1. ®oH/ OLICHOYHBIX CPEACTB A5 MPOBEICHUA MPOMEKYTOUHOM aTTecTalMu
o0yuaromuxcs Mo AUCUMIIMHE «/loKyMeHTallHOHHOe o0ecneueHHe YIpaBJIeHHsD)

IlepeueHb BONPOCOB AJIs MOATOTOBKH K 3aHATUAM H IIPOMEXKYTOYHON aTTECTalUH,
KOHTPOJIBHBIX paboT, cofepKaHue 3aJaHni /IS BBITOTHCHUS TPAKTHYSCKUX U
CaMOCTOSITENIBHBIX pab0T, PEKOMEHIAINHU TI0 BBITIOIIHEHUIO H KPUTEPUHU OLCHHBAHUS
MIPEJCTaBICHbI B (JOH/IE OIIEHOYHBIX CPECTB IO TUCIHUILINHE «J{OKyMEeHTalnOHHOE
obecrieueHne ynpasieHus» B [Iprnoxxenun k Hactosmel Paboueil mporpaMmMe AUCIUIUINHBL

OrneHoYHBIE CPEICTBA MO3BOJILIIOT IIPOBECTH TEKYIUI KOHTPOJIb N0 quciumuinge. Ilo xakgomy
CpEZCTBY OLIEHMBAETCS MOJTHOTA U TIIyOMHA OCBOCHHS, XapaKTEPHU3YIOIIHECS MTOKAa3aTeIsIMHA 1
KPUTEPUSIMH OLICHUBaHUS

Tabauya 6. Ilokazamenu u kpumepuu oYeHUBaAHUs

[lokasarens Kpurepnii
. 3HaeT: 0a30BbIE O0IIUE 3HAHUS,

IToporossii .
YMeeT: OCHOBHBIE YMEHUS, TPeOyeMbIe [UISL BHITTOIHEHHUS TTPOCTHIX

(y3HaBaHue) .
3a/1aq;

«3» .
Bnageer: pabotaer mpu nmpsiMoM HAOIIONCHWH.
3naet: (hakThl, IPUHIIUIIBI, TPOIECCH, OOIIIE MOHATHUS B Ipeaenax
00J1aCcTH MCCIIeI0BAHUS,
Ba3oBsIit YMeerT: Auana3oH NPaKTHIECCKUX YMEHUMH, TpeOyeMBbIX sl PeICHUs
(Bocripom3BesieHue) |OIPEAEICHHBIX po0OiieM B 00IaCTH UCCIICIOBAHMS;

«by Brnageer: GepeT OTBETCTBEHHOCTD 3a 3aBEepIICHUE 33139 B
WCCJICIOBAHHUH, TIPUCTIOCA0IMBACT CBOE MOBECHIE K OOCTOSTEIILCTBAM B
pereHun npoodaemM
3nHaet: (pakTHUECKOE W TEOPETUIECKOE 3HAHKE B Mpeenax odmacTu

Bricokuit HCCIICOOBAHHUS C MOHMMAHHEM I'PAHUI IIPHMCHHUMOCTH,
(KOMIETeHTHOCTh) | YMEET: Inana3oH NPaKTHYECKUX yMEHHH, TPeOYEeMbIX [ Pa3BUTHS
«5%» TBOPYECKUX PEHICHHI, a0CTparupoBaHUs TPOOIEM;
max 6ai Bnaneer: koHTpOMMpyeT paboTy, IPOBOJUT OLEHKY, COBEPIICHCTBYET
JeUCTBUS PabOTHI

MaxkcumanbHOE KOIMYeCTBO 0aJuIoB MO Ka)KIOMY OLICHOUHOMY CPEZICTBY COOTBETCTBYET
BepOAIbHOMY KPUTEPHUIO «BBICOKHIT.




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 ).



