COYMHCKHUM MHCTUTYT (PAJTHAJ)
(henepaabHOTO rocyIapcTBEHHOT0 ABTOHOMHOIO 00Pa30BaTEILHOTO

_ . yupesk/IeHusi BbICIIEero 06pa3oBaHusi
«POCCUUCKHUU YHUBEPCUTET JAPYXKBbl HAPOJIOB UMEHHU MMATPUCA JIYMYMBbI»

Otnenenue cpeaHero NpodecCHOHAIBHOTO 00pa30BaHUs

JIOKyMEHT MOAMUCAH MPOCTOH 3MEKTPOHHOH MOANUCHIO
Nudopmauus o BIagenbue:

®UO: Merenko Anexcanap Tumodeeuy

JlomxHOCTB: {lupexTop

Jlata mognucanus: 01.07.2024

YHUKaIbHBIH TPOTrPAMMHBIH KIIIOY:
28acbc88a6d3cel1b5b99250119a43df0be7b81d

PABOYAS MTPOIT'PAMMA YYEBHOUW JUCIHATIINHBI

"JlokyMeHTalluOHHOE OOecIeueHne yrpaBieHus"

(HaHMeHOBﬂHHe ,I[I/ICHH]'IHI/IHBI)

OcBoenne y4e0HOM THCIUIIIMHBI BeAETCH B PAMKAX peaju3alui OCHOBHOH 00pa3oBaTe/IbHOM
NMporpamMMsbl cpeaHero npogeccuoHajabnoro oopaszosanusa (OII CI1O):

38.02.01 OxoHOMHKA U OyXTalnTEepCKU ydeT (10 OTpacisim)

(xon 1 HanMeHoBaHMe crienuansHocTH/Mpodeccun OIT CITIO)

KBanupukanus:

byxrantep

(HaMMeHOBaHHE KBATH(DHKALNH)

Coumn,
2024 1.



1. NACTTOPT NPOTPAMMBI YYEBHOM JAHCHHATLTHHKI
OI1.06 DoicvmMenTaligouioe afeciicucnlie YnpaB el s
HA3RARUE OWCTHILIIRP

L1, O6acTe npuMencinsg nporpasml

IMporpamya yueOuoit aucunmange OTLO6 JoryMeHnTaunoHnoe obecriedeHne yipaBieH s
ABDICTCA HACTRIO TIPOrPIMMbI MOATOTOBKH CACHHATNCTOR CPEAAcro 3BeHA B COOTBETCTRIHH €
DroC "deflepaabtlii  recygapoiseutictii | obpatopatenbibil  CraHaapT  opeidern
npoipeecnodaNeHOrn  edpazasanis no cneunanederty 3R.02.01 3KOHOMIMKA [
BYXTANTEPCKMIT YYET (MO OTPACIAM) (npukas Manobpuayin Poecin or 05,02, 2018
. Ne 69)"

YyeOas gucuaiinig «LokyMeHTAHOAHOS O0SCHeticHIe YITPIBACHIA » ABIICTCA
ODFIATENRHON  9ACTRIO  OOIENPOPECCHOHANLHONG K3 OCHORHQIT  ofpasonarenLHoll
nporpavsvi 8 cootsercteinn ¢ OIOC CTIO po cnegwaasnocrn 38.02.01 Skouomnka v
QYR FATITEPERIT YYET (N0 GTPacyam ).

Yuebuas aucwiruinna OfL.06 Jokymeutaunonioe odecueyey e ynpasnems

obecriednBaeT (OPMUPOBIHITE NPOMHECCHOHMIBHKE H ODIINY KOMOSTEHUHI 110 BCEM BNIAM
aestenntoct rOC CTNO no cnewnanruocty 38.02.01. Dwonomuka 11 Gyxranrepermii yuet
(D0 oTpacasy ).

1.2, Meeto yuebnoit Ancunmimiist b CTPYRTYPE NPOrpaMMbl IOAI0TOBKH CHEUNAINCTOE
CpeAnero BeHa,

Yuebuan anctmnuiva OFL06 Jpkymevtautionioe obecnetedue yiapagteHus BXOIT B
a0LETpoieen O HATEH BT LOTRT TPofecCHOHATTEHON NOITOTOBK.

1.3, Hean p3anaum — TpefoBanny K pe2yibTaTam OCBOCHNN YYCONOH 10 C UM L,

B paaxmiax mporpamsel yaeOnoil INCLOINTME GOYIARIOINIICA OUBAIBAINTCA YMEMIA N
SHEHML.

B pesynbrare ocgocANST yuedmol INCUNNTRALL CTYVACAT Q0JIKCH 30ATH)

TIOHATHE, Ui, 3300 W iipAHLHI b TeT0NPOHIBOAC TEA;

DCHOBHLR TOMITIA JOKYMEH TALUOHHOTO nOecnie ¢l YIPaBieH I,

CHCTEMB) J0KYMEHTAUHON G DOCCISUEHNS VITPaBIEH 3,

KASCCnPIKILUND JOKYMEHTOR;

TpeOOBUHMS K COCTABNEHHIO It 0(OPMIEHHID TOKYMEHTOB!

OPraHi3aiMio JoKyMeHToobopoTa: mnpies, obGpabuiky, pericTpaufio. KORTPOib, XpaHchHie
JORYMSHTOB, HOMEHKIATYY 1.

B pexyasrare ocsoenns yuedpofl ANCUNMINHLE CTIALHT A0UREN YMETh!

OPOPAMAATE  JOKYMEHTALMIO B COOTRETCIRMIL & HOPMATHBHOM Oasoll, B Tom ulicie ¢
MCOOLIORAHMEM 111 (BAPNMANTIOUHELX TEXHONOTILI;

OCBAIBATL TEXMONGTIM ABTOMATIT3APOBAHHOIT fpalioTIar noKymMerTamn;

HENONB308aTL YHNGInposaHnbe Gopisl J0KYMeHTOB;

OCYIIECTRIS Th XPAHEHHE H NONCK HOKYACH FORL

HEMOABIOBATE TENCKOMMYHHKAINIORHBIE TEXHROJOTIH B SACKTPORHOM JOKYMEHTO00OpUTE.

B pezynsrare ocgoerns yaeOHOH INCORILINALY CTYACHT JGIKEN HMCTL HABLIKA N (yum)
ONBIT NIEATENLUOCTH:

1.4. PCICOM(‘“II}’EMOE ROJIHMECTBO HACOoH HE OCBOCHNE IHPOTrPEMbibLI }"IEGHO?I ITHCHHILTHI L



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. Buowl yuebrnoii pabomsi no nepuooam oceoeruss OOII CIIO ons ghopmel obyuenus -
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. Cooepacanue oucyunaunvl/ MJ[K no sudam yuebnoii pabomoi

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 3anamus,; CP — camocmosmenvuas paboma, JIP —
nabopamopmwsie pabomul.

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 obecnedenue OUCYUNIUHB

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 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:

- 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 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!

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 komnemenyuii

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/
WJIM COLUAIBHOM KOHTEKCTE;

ANTOPHUTMBI BBIITOTHEHHUS paboT B MPO(ECCHOHATEHON H CMEXKHBIX 00JIaCTsX;

MeTO/1bI paboThI B MPodecCHOHaIBHON 1 CMEXHBIX chepax;

CTPYKTYpY IUIaHa JJIsl pELICHUS 3a/1a4;

HOPSIIOK OLIGHKHU Pe3yNbTaTOB PEIICHH 3a1a4 NPO(pECCHOHATIBHOM JIeSITENbHOCTH.

Ymers:

pacno3HaBath 3a/1a4y Wid npodieMy B npodecCHOHAIBHOM HUIH COIMAIbHOM 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).

Hcnonb30BaTh cOBpeMeHHbIE CPEACTBA MOUCKA, AHAIN3A U HHTEPIPeTALINH
OK 02. uH(popManuu U HHGOPMALMOHHbIE TEXHOJIOIHH /I BHITIOTHEHH 32124
Nnpo¢ecCHOHATbHOM NesATeILHOCTH;

3HaTh:

OCHOBHBIC METOJIBI M CPEACTBa cOopa, 00pabOTKH, XpaHEHHS, IIepejad W HAKOIIJICHU HH(OopMaLnu;
TEXHOJIOTHIO TOMCKa MHpOopManuu B ceTd MHTepHeT;

HOMEHKJIaTypa WH(OPMAHOHHBIX HCTOYHUKOB IIPUMEHAEMBIX B TIPO(EeCCHOHATBHOM NeATEIbHOCTH;
IIPUEMBI CTPYKTYPHPOBaHUs HH(OPMAIUY;

¢dbopmaT oopMIIEHUS Pe3yNIBTATOB MONCKA HH(POPMALIHH;

Ha3HAYCHHE, COCTAB, OCHOBHBIC XaPAKTEPUCTHKH OPTaHU3AI[HOHHONW W KOMITBIOTEPHOH TEXHHKH,
OCHOBHBIC KOMIIOHEHTHI KOMITBIOTEPHBIX CETEH, MPUHIUIIBI ITAKETHOH Nepeayy JaHHBIX, OPraHH3aLUI0
MEXKCETEBOT0 B3aNMOICHCTBHS;

HA3HAYCHHE H TPUHIIMITEI HCTIOIB30BaHNsA CHCTEMHOTO M MPHKJIAJHOTO MPOrpaMMHOTO OOCCIIeYCHNS;
MPHHLUIIBL 3AIMUTH HH)OPMALUU OT HECAHKIIMOHHPOBAaHHOTO JOCTYIIA;

MIPAaBOBBIC ACTIEKThI UCIIONL30BAHNS HH(POPMAIIMOHHEBIX TEXHOIOTUI U IIPOrpaMMHOr0 00ecIedeHus;
OCHOBHBIC ITOHATHUS aBTOMaTH3HPOBaHHOW 00paboTku nHpopManuu;

HaTpaBJICHHUS ABTOMATH3al[Ml OyXTalTepCKON IEATENIbHOCTH;

Ha3HAYCHHE, TPUHIIHUIEI OPTaHU3AIMH U SKCILUTyaTalluK OyXTadTepcKuX HH(MOPMAIMOHHBIX CHCTEM,
OCHOBHBIE YTPO3BI M METOABI 00eCTIedeHNA NH(OPMAITHOHHOM 0€30TacCHOCTH.

YMmers:

oTIpeIelATh 3aJa4H s TONcKa HHpopMmanuu;

OTIPENEIIATh HEOOXOIUMBIE HCTOYHHKH WH(OPMAaLIUH;

TUTAHUPOBATH MPOLECC TIOUCKA; CTPYKTYPHUPOBATH MTONyYaeMyto HH(POPMAIHIO;

BBIICJIATH HanOoJiee 3Ha4MMOoe B IepeyHe HHPOPMAIHH;

OIIEHMBATH NMPAKTHIECKYIO 3HAYUMOCTh PE3YIIbTATOB ITOUCKA;

0 OpPMITATE pe3yIbTaTHI TIOUCKA;

00pabaThIBaTh TEKCTOBYIO TaOIHYHYIO HH(OPMAIHIO;

KCIIOJB30BATh [IEJIOBYIO TpaduKy U MyITBTHMEINA HHPOPMALIHIO;

cO3/1aBaTh IPE3CHTAIINH;

MIPUMEHATh aHTUBUPYCHBIE CPENCTBA 3aIUTHI;

qUTaTh (HHTEPIPETUPOBATE) HHTEP(EHC CrEHHaTH3NPOBAHHOTO IIPOTPAMMHOT0 00CCIICUCHHS,
HaXOJUTh KOHTEKCTHYIO TIOMOIIb, PadOTaTh C JOKYMEHTAIIHEH;

MPUMEHATH CIICLUATH3HPOBAHHOE IPOrpPaMMHOE 00eCIIeueH e s cOopa, XpaHEHUs U 00paboTKH
Oyxrantepckoil HH(pOpPMau B COOTBETCTBHH C H3yJaeMbIMH MPOQECCHOHATBHBIMI MOAYIISIMH;
[10JIb30BAaThCsl aBTOMATH3HPOBAHHBIMI CHCTEMaMH JEITONPON3BOCTBA;

MPUMEHATH METO/IBI M CPEJICTBA 3alUThl OyXralTepcKoi HHPOpMAaIH.




IInannpoBaTh B peaan30BLIBATH COOCTBEHHOE NPO(ecCHOHATBHOE H
JIUIHOCTHOC Pa3sBUTHE, TIPEANPUHHUMATE/IBCKYIO 1€ATC/IbHOCTD B
npodeccuoHaIbHOMU cdepe, HCMOJIB30BATH 3HAHUS 110 (PHHAHCOBOM
IPAMOTHOCTH B PA3JIMYHBIX }KH3HCHHBIX CHTyallUsIX;

OK 03.

3HaTh:

coJlepKaHHUE aKTyaJlbHOU HOPMaTHUBHO-IIPABOBOM JIOKYMEHTAIUH;
COBpEMCHHAs Hay9IHAs ¥ TPOQeCCHOHABHAS TEPMIHOIOT U,

BO3MOJKHBIC TPACKTOPHH MPO(HECCHOHATHEHOTO PA3BUTHSA U caM006pa30BaHH;1;
OCHOBBI ITPEANPUHUMATENIbCKON AEATETbHOCTH;

OCHOBHI (PHTHAHCOBOH TPAMOTHOCTH;

npaBuiIa p33pa60TKH OU3HEC-IJIaHOB;

NOPsIOK BBICTpauBaHHs NIPE3CHTALINH,

KpEIUTHBIC OAHKOBCKHE MPOTYKTHL.

YMETh:!

OTIPEEIATh aKTyaIbHOCTh HOPMATHBHO-IIPABOBOH JOKYMEHTAMH B MPO(ECCHOHATBHON AESITEIbHOCTH;
MIPHUMEHSATH COBPEMEHHYIO HAy9IHYIO PO ECCHOHATBHYIO TEPMIHOIOTHIO;

OIIPENEISATh U BHICTPANBATh TPACKTOPHH NPOdeCCHOHATBHOTO PA3BUTHS H CAMOOOPA30BAHUS; BBISBIIATE
JIOCTOMHCTBA ¥ HEAOCTATKA KOMMEPYECKON UIEH;

MIPE3CHTOBATH MJIeH OTKPBITHS COOCTBEHHOTO Jiejia B IPO(eCcCHOHANBHOM NeATeIbHOCTH;

0o opMIIATE OM3HEC-TIIaH; PACCYUTHIBATH Pa3MEPhI BBIILJIAT 110 MPOLCHTHBIM CTaBKaM KPEIUTOBAHMS,
OTIPENEIATh HHBECTUIIMOHHYIO TIPUBIEKATEIbHOCTH KOMMEPUECKUX HJIEH B paMKax Ipo(eCCHOHATbHON
JIESITENIbHOCTH; TIPE3EHTOBATH OM3HEC-U/ICIO;

OTIPEEIATh HCTOYHUKH (PHHAHCHPOBAHUS.

OK 04. ‘3q)q)emmmo B3aMMO/IEHCTBOBATH U PadoTaTh B KOJLUIEKTHBE H KOMAaH/IE;

3HaTh:
IICUXOJIOTHYECKHAE OCHOBBI IEATENLHOCTH KOJUIEKTHBA, IICUXOJIOIHYECKAE OCOOEHHOCTH TUYHOCTH;
OCHOBBI IPOEKTHOM JIESTEILHOCTH.

VYMets:
OpraHu30BBIBATH PabOTy KOJUIEKTHBA H KOMAH/IBL;
B3aMOJICHCTBOBATH C KOJUIETAMU, PyKOBOJICTBOM, KIIMEHTAMH B XO/€ TIPO(eCCHOHAIBHON A TEIIEHOCTH.

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

3HAaTEb:
0COOEHHOCTH COLHAIBEHOTO M KyJIBTYPHOTO KOHTEKCTA,
npaBuiIa 0popMIICHHS JOKYMEHTOB M TOCTPOCHHS YCTHBIX COOOIICHHH.

VYmMerTs:
IPaMOTHO M3JIaraTh CBOM MBICIIH U O(OPMIISITH JOKYMEHTHI 110 MPO(ECCHOHAIBHON TEMaTHKE Ha
TOCYIapCTBEHHOM SI3BIKE, TPOSBIITH TOJICPAHTHOCTH B pab0UeM KOJIIIEKTHBE.

ITonn30BaThes MpodrecCHOHATBLHON TOKYMEHTAIMEH HA TOCYyIapPCTBEHHOM H
HHOCTPAHHOM fI3bIKaX.

OK 09.

3HaTh:!

[IpaBKiIa IOCTPOCHHS IPOCTHIX U CIOKHBIX MPEJIOKEHUI Ha TpodecCHOHANBEHEIE TEMBL;
OCHOBHBIC 00IICYTOTPEOUTENBHEIC TIAroibl (ObITOBast M Mo eccCHOHaNbHAS JICKCHKA);
JICKCUYECKUH MHHUMYM, OTHOCAIIMKCS K OIIMCAHUIO TIPEIMETOB, CPEIICTB U MPOLECCOB
Mpo¢eCCUOHAITLHOM IESITETBHOCTH; 0COOCHHOCTH MTPON3HOLICHUS;

MpaBUJIa YTCHUSI TEKCTOB NPO(eCcCHOHANBHOM HAPaBICHHOCTH.

YMCTb:

MMOHUMATh OOIINI CMBICI YETKO TPON3HECCHHBIX BBICKA3bIBAHMI HA M3BECTHBIC TEMBI
(mpodeccroHanbHbIC U OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BBIe PO ECCHOHAILHBIC TEMBI;
y4acTBOBATH B JHAJIOrax Ha 3HAKOMBIE 00LIHE U MPOdeCCHOHATBHBIC TEMBI;

CTPOMTBH MPOCTHIC BHICKA3BIBAHHSI O ce0e U O CBOCH MPOeCCHOHATBLHOM JICTEIBHOCTH;

KpaTko 000CHOBBIBATE U OOBSCHUTH CBOHM JEUCTBHS (TEKYILUE U IUTAHUPYEMEIC);

MUCaTh MPOCTHIE CBA3HBIC COOOILCHHS HA 3HAKOMBIC MM MHTEPECYIOIINE TPOPECCHOHAIBHBIC TEMBI.




IIK 1.1. O0padaTbIBaTh NEpBUYHbIE OyXTaJTepCKHE JOKYMEHTHI;

3HaTh:

OCHOBBI MPEANPUHUMATETBCKOHN IEATEILHOCTH,
OCHOBBI (PMHAHCOBOW TPAMOTHOCTH;

npaBmIia pa3paboTki OU3HEC-TUIAHOB;

TTOPSIIOK BRICTPAUBAHUS IIPE3CHTAIINM;
KpEIUTHBIC OAHKOBCKHE MPOTYKTEL.

YMeTh:

BBIABJISITH JJOCTOMHCTBA U HEJOCTATKU KOMMEPUECKOH HJIEH;

MIPE3CHTOBATH UICH OTKPBITHS COOCTBEHHOTO JIe)Ia B TPO(ECCHOHANBHON eI TCIIFHOCTH,

odopmIIATh OU3HEC-TUIAH; PACCUYNTHIBATH Pa3MePhI BBIILIAT 110 MPOIIEHTHBIM CTABKaM KPEIHTOBAHUS;
OIPECIISTh HHBECTUIIMOHHYIO ITPHUBIICKATEIFHOCTh KOMMEPYECKHX HCH B paMKax rpodeccnoHaibHOil
IEATETHFHOCTH; TIPE3EHTOBATh OM3HEC-UCIO;

OTIPENEISATh HCTOTHUKH (PMHAHCHPOBAHHS.

6. ®OH/I OHEHOYHBIX CPEJACTB
6.1. ®oH/ OLICHOYHBIX CPEACTB A5 MPOBEICHU MPOMEKYTOUHOMH aTTecTaluu
o0yuaromuxcs Mo AUCUMIINHE «/{oKyMeHTalHOHHOe o0ecneyeHHe YIpaBJIeHHsD)

[lepeuenpb BOMPOCOB AJisl HOATOTOBKH K 3aHATUAM U MIPOMEXKYTOYHON aTTECTAlllH,
KOHTPOJBHBIX Pa0OT, co/lepkaHue 3aJaHMi JUIsI BBITIOJIHEHUS TPAKTUIECKUX U
CaMOCTOSITENIbHBIX PabO0T, PeKOMEHIAIMH 10 BHITIOTHCHHUIO H KPUTSPHH OIEHUBAHUS
MIPEJICTaBICHBI B (DOH/IE OIICHOYHBIX CPEJICTB MO AUCHUIUTHHE «J[OKyMEHTaIlHOHHOE
obecnieuenue ynpasienus» B [Ipmiokennu k Hactosimieit Paboueit mporpaMMe qUCIUILTAHEL.

OrneHOUHBIE CPEICTBA MO3BOJISIOT MPOBECTH TEKYIIUI KOHTPOJb 10 AucuIuinHe. [lo kaxaomy
CPEICTBY OLICHUBAETCS MOJIHOTA U TIIyOWHA OCBOCHHSI, XapaKTePU3YIOIIHECs TOKA3aTeIsIMU 1
KPUTEPHUSIMH OLICHUBAHUS

Tabnuya 6. Ilokazamenu u kpumepuu oyeHUSAHUs

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

[Toporoseiii .
YMeeT: OCHOBHBIE YMEHUS, TPeOyeMbIe [UISL BBITTOTHEHHUS TTPOCTHIX

(y3HaBaHue) ]
3a1a4;

«3» .
Bnageer: pabotaer mpu nmpsiMoM HAOIIONCHWH.
3nHaet: (aKThl, IPUHIIMIIG, TPOIECCHI, OOIINE MOHATHS B MpeaeIax
00J1aCTH MCCIIEIOBAHUS,
Ba3oBbIit YMeeT: Anana3oH NPaKTHYECKUX YMEHUHN, TPeOyeMBbIX JJIsl PeIICHUS
(BocmpoussesicHUe) |ONMPEIETECHHBIX mpo0iieM B 00JIaCTH MCCIICIOBAHMS;

«» Brageer: Geper 0TBETCTBEHHOCTH 3a 3aBEpILICHUE 33124 B
WCCIIeIOBAaHNH, IPUCTIOCA0IMBACT CBOE MOBEJCHUE K OOCTOSTEIILCTBAM B
peleHnu npoodiem
3nHaet: pakTHUECKOE W TEOPETUIECKOE 3HAHKE B Mpejenax odnacTu

Bricokuit HCCIICOOBAHUS C IOHUMAHHUEM I'PAHUI] IIPHMCHHUMOCTH,
(KOMIETEHTHOCTh) | YMEET: IMana3oH NPaKTHYECKUX yMEHHH, TPeOYEeMbIX [ Pa3BUTHS
«5%» TBOPYECKUX PEICHHI, a0CTparupoBaHUs TIPOOIEM;
max 6ai Bnaneer: koHTpoOMMpyeT paboTy, IPOBOJUT OLEHKY, COBEPIICHCTBYET
JeUCTBUS PabOTHI

MakcumalbHOE KOTM4ECTBO OaIIOB MO KaXKIOMY OLIEHOYHOMY CPEJCTBY COOTBETCTBYET
BepOAIBHOMY KPHUTEPHIO «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 ).



