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1. MACIIOPT PABOYEN NPOI'PAMMBI JTUCITATLIIAHBI

1.1 O6s1acTh npuMeHeHus1 padoueil MPOrpamMmbl
Pa6ouas mporpamma guctiumiuabl OI1.06 JlokyMeHTallMOHHOE OOECIeYeHHUE YIPaBIICHUS
SIBJIAETCS YaCThIO MPOTPaMMbl OJITOTOBKU CIIEIUAINCTOB CPpEeHEro 3BeHa B cooTBeTcTBUU ¢ OI'OC
o crienuanbHOCcTH CITO 38.02.01 DxOHOMEKA M OyXTanTepCKuii ydeT (0 OTpaciisaMm).

1.2 lenun 1 3aga4u AMCUMIIMHBI — TPeOOBaHUs K pe3yJbTaTaM OCBOCHHUS JUCHHUIINHBI:

B pesynbrare ocBOeHHUS AMCHMILIMHBI OOY4YaIOIIMNCS MOJKEH HMETh MNPAKTHYECKHUI
OIBIT:

- opraHusanuu cBOCH JACATCIBbHOCTH, BLI60p€ THUIIOBBIX METOAOB H CcI10cOo00B  BBIIOIHEHHUS

npodeccuoHaNbHBIX 33a4;

- HCIONB30BaHUS KOMMYHHUKAIMOHHBIX TEXHOJIOTHH, TOWUCK W WCIOJh30BaHHE WH(MOpMAIUH,

HeO6XOI[PIMOI>i JJIA Sq)(i)eKTI/IBHOI‘O BBIINIOJTHCHUA HpO(l)CCCI/IOHaJ'IBHI)IX 3aaa4,

- odopmieHus yUeTHOH TOKYMEHTAIIHH.

lenpto  u3yyeHWs NPOrpaMMHOIO  MaTepuayla JAUCHUIUIMHBL  «JlOKyMEHTallMOHHOE

o0ecrnieueHre yrpaBiIeHUs SBISETCS:

— (opmupoBaHUE TEOPETUUECKUX 3HAHUN B 00J1aCTH 10N POU3BO/ICTBA;

— (opmupoBaHue © pa3BUTHE KOMIIETCGHTHOCTH B  paboTe C  YIPaBJICHYCCKOM
JIOKYMEHTALUEH;

— (opmupoBaHUE HOBOTO IKOHOMUYECKOTO MBIIIIJICHHUS.

B pe3ynbrate 0CBOCHUS NUCHUIUIHHBI O0yUYAIOIIHICS 10JIKeH YMETh:

— 0oQOpMIISTH U TPOBEPATH MPABHWIBHOCTH O()OPMIICHHUSI JOKYMEHTAIIMH B COOTBETCTBHH C
YCTaHOBJCHHBIMU TpeOOBaHMSIMH, B TOM 4YHCIIE€ UCHOJB3YS HH(POPMAIMOHHBIE
TEXHOJIOTHH;

— MPOBOJIUTH ABTOMATU3UPOBAHHYIO 00Pa0OTKY TOKYMEHTOB;

— OCYUIECTBJIATH XpaHEHUE U MOUCK JOKYMEHTOB;

— HCMOJIb30BATh TEJIEKOMMYHUKALMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE.

B pe3ynbrare 0CBOGHUS TUCIUITIIMHBI 00YJaOUIHiCs A0JIKeH 3HATh:

— OCHOBHbBIE€ TIOHATHSA: LENM, 33Ja4d W MPHUHLIMIBI JTOKYMEHTALMOHHOTO oOOecredeHus
yIpaBJIeHUS;

— CHCTEMBI JOKYMEHTAIMOHHOTO 00eCIeueHHs yIIpaBJIeH!s, UX aBTOMaTH3AIHIO;

— KJIacCU(UKALUIO TOKyMEHTOB;

— TpeOoBaHUs K COCTABIECHUIO U O()OPMIIEHUIO JOKYMEHTOB;

— OpraHu3aluii0 JOKYMEHTOOOOpOTa: TmpueM, o00padoTKy, pErucTpainuio, KOHTPOJb,
XpaHEHHUe T0KYMEHTOB, HOMEHKJIATypy Jel.

TpeOoBanus Kk pe3yjbTaTaM 0CBOCHHUS A CUMIIIMHBI:
OK 02. Mcnonb30BaTh COBPEMEHHBIE CPEJCTBA MTOMCKA, aHAIN3a U UHTEpIpeTaui nHOpMaluu u
MH(pOPMAaIMOHHbIE TEXHOJIOTUH JUIsl BBIMOIHEHUS 3a/1a4 PO(PECCUOHAIBHON 1EATEIbHOCTH.

B pesynbraTe ocBoenus komneteHunu OK 02 cTyaeHT q0JKeH:

1. 3HaTh: COBpeMEHHBIE CpEICTBa IOWCKA, aHalW3a M HMHTEpIpeTalud HHQOpMaluu MU
MH(OPMAaLIMOHHBIE TEXHOJIOTUH JJIs1 BBIIOJTHEHUS 3a/1a4 MPOPECCHOHANTBHOMN JAEITeIbHOCTH;

2. YMeTh: NpPHUMEHATH COBPEMEHHBIE CpEICTBAa IIOMCKA, aHalIM3a WM HHTEpIpETalyu
nHpopMalud ¥ HHPOPMALMOHHBIE TEXHOJOTMM [UIsl BBIMOJHEHHUS 3afad NpodecCHOHATbHOM
NESITENIHOCTH;

3. BnageTh: HaBbIKAMU M YMEHHUSIMH IIPUMEHEHHSI COBPEMEHHBIX CPE/ICTBA MOUCKA, aHaAIn3a
U UHTepHpeTanud wuHboOpMaIMU U HHGOPMAIMOHHBIE TEXHOJOTMM JUIS BBIOJHEHUS 3a/ad
npodeccnoHanbHOM e TeIbHOCTH.

OK 03. [TnanupoBaTh U peaqnu30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBHOE U IMYHOCTHOE Pa3BUTHE,
MPeNNPUHUMATEIbCKYIO JIEATENbHOCTh B MpodeccuoHanbHOM cdepe, UCHOoIb30BaTh 3HAHUS IO
MIPaBOBOW M (PMHAHCOBOI IPaMOTHOCTHU B PA3IMUHBIX )KU3HEHHBIX CUTYallUsX.



B pesynbrare ocBoenus komnereHunu OK 03 cTyneHT noskeH:

1. 3HaTh: 3HATh METObI IUTAHUPOBAHUS U pean3alii COOCTBEHHOTO MPO(hecCHOHATBHOTO U
JMYHOCTHOTO PA3BUTHUS MPEANPUHUMATEILCKON NEesITEIbHOCTH B podeccnoHaabHOl chepe, 3HATH
TeopuIo (PUHAHCOBOM IPaMOTHOCTH;

2. YMeTb: yMeTb MPUMEHSThH 3HAHHSI B O0JIACTH IJITAHWPOBAHUS M pealln3aliii COOCTBEHHOTO
npoeccCHOHATbHOTO ¥ JIMYHOCTHOTO  Pa3BUTHUS  NPEANPUHUMATENLCKON  JESITEIbHOCTH B
npodeccuonansHOM chepe, B 001acTH PUHAHCOBOIM TPAaMOTHOCTH;

3. Bnazmerb: HaBbIKAMU NPAKTHYECKOrO NPUMEHEHUS 3HAHWWA B OOJACTH IJIAHUPOBAHUS U
peanu3anu COOCTBEHHOTO MPO(ECCHOHATBFHOTO M TMYHOCTHOTO PA3BUTHUS MPEANPUHUMATEIHCKOM
NeATETLHOCTH B Ipo(eccCHoHaIbHOM cdepe, B 00macTi GUHAHCOBON TPaMOTHOCTH.

OK 05. OcyuecTBisiTh yCTHYHO M IUCBbMEHHYIO KOMMYHUKAIMI0 Ha TOCYJAapCTBEHHOM S3BIKE
Poccutiickoit denepariuu ¢ y4eToM 0COOCHHOCTEH COIMAIBHOTO M KYJIBTYPHOTO KOHTEKCTA.

B pesynbrare ocBoenus komnerenunu OK 05 cTyneHT noskes:

1. 3narp: mpaBuia YCTHOW WM NUCHBMEHHOW KOMMYHHUKAIIMM Ha TOCYIAapCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEW COLIMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

2. YMeTh: yMeTb NPUMEHATh 3HAHUS B 00JACTH YCTHOW M MUCHbMEHHOW KOMMYHMKAIIMM Ha
rocygapctBeHHOM si3bike Poccuiickoit ®depepanun ¢ y4eToM OCOOCHHOCTEW COIMAIBLHOTO U
KYJIbTYPHOTO KOHTEKCTa B paboTe;

3. Bnagerb: BnajgeTh HaBbIKAMHM U YMEHHUSAMM IPAKTUYECKOTO NPUMEHEHUS 3HAaHUU B
o0jacT yCTHOM M THUCHMEHHOW KOMMYHHUKAIIMM Ha TOCYAApCTBEHHOM si3blke Poccuiickoit
®denepany ¢ yueToM 0COOEHHOCTEN COLUANBHOIO U KYJIbTYPHOIO KOHTEKCTA.

OK 09. ITonb3oBarbes npodeccuoHalbHON JOKYMEHTAIMe Ha rOCyAapCTBEHHOM M MHOCTPAaHHOM
S3bIKaXx.
B pesynbrare ocBoenus komnereHunu OK 09 cTyneHT qomxen:

1. 3Harh: npaBuiIa BEJEHUS TOKYMEHTALUN HA TOCYAApCTBEHHOM U HHOCTPAHHOM SI3BIKAX;

2. YmeTh: oopmiisaTe U paboTaTh ¢ JOKYMEHTAaMH Ha TOCYIapCTBEHHOM M MHOCTPAHHOM
SI3BIKAX;

3. Bnanmerh: HaBbIKAMH NPAKTHYECKOTO TMPUMEHEHUS 3HAaHUN B 00JacTH BeACHUA
JOKYMEHTAIlMU Ha FOCY1apCTBEHHOM U MHOCTPAHHOM $SI3bIKaX.

I1K 1.1. O6pabatbiBaTh NEpBUYHBIE OYXTaJITEPCKHUE TOKYMEHTHI.
B pesynbrare ocBoenus komnerenuuu [1K 1.1 ctyaeHt nomxen:
1. 3HaTh: 3HATh COCTaB MEPBUYHBIX OYXTaNTEPCKUX MOKYMEHTOB M MpaBujia pabOTHI ¢
HUMU;

2. YmMerb: 06pabaThiBaTh MEPBUUHBIE OYXTalTEPCKUE TOKYMEHTHI;

3. Buagers: BnaaeTh HaBbIKaMH pabOThI C MEPBUYHBIMU OYXTaITEPCKUMU JOKYMEHTaMHU.
[IK 2.7. BbINOMHATH KOHTPOJIBHBIE TMPOIEAYPHl U UX TOKYMEHTUPOBAHHE, TOTOBUTH U O()OPMIIATH
3aBepuIaloIIie MaTeprasbl 0 pe3ysibTaTaM BHYTPEHHETO KOHTPOJIS.

B pesynbprate ocBoenus komnerenuuu 11K 2.7 cryneHT nomkeH:

1. 3HaTh: 3HaTh BUIBI KOHTPOJIbHBIX MIPOLEAYP U MTpaBUIa UX TOKYMEHTHPOBAHMUS,

2. YmMeTb: 0OopMIIATh 3aBEPIIAIOLIIE MAaTEepUAIIBI IO Pe3ybTaTaM BHYTPEHHETO KOHTPOJIS;

3. Buagers: BnaneTh HaBbIKAMU pabOThI MO BEACHUID U O(OPMIIEHUIO pPE3YJIbTaTOB

BHYTPEHHETO KOHTPOJIA.

JIP 7 - T'0TOBBII COOTBETCTBOBATh OXKUJAHUAM pabOTOAATENEH: MPOEKTHO MBICISIINHN, 3¢pPeKTUBHO
B3aUMOJICHCTBYIOIINI € YiI€HAMU KOMaHAbl U COTPYAHHMYAIOIIMMI C IPYTUMU JIFOJbBMH, OCO3HAHHO
BBIITOJIHSIOLIUN npodeccuoHaIbHbIE TpeGoBaHus, OTBETCTBEHHBIN, IYHKTYaJIbHbIH,
JTUCITUTTMHUPOBAHHBIA, TPYIOMIOOUBBINA, KPUTUUYECKHA MBICISAIINANA, HAIEJICHHBIM Ha JOCTHIKEHUE
MIOCTABJICHHBIX LIEJeH; JEMOHCTPUPYIOUIHH MPO(pEeCCHOHATBHYIO )KU3HECTOMKOCTb.

JIP. 8 - [IlpusHaomuii NEHHOCTh HEMPEPHIBHOTO OOpa30BaHMs, OPUEHTUPYIOUIUICS B
U3MEHSIONIEMCSl pBIHKE Tpyda, u30eraromuii 0e3paboTUIbl; YHPABIAIOMUNA COOCTBEHHBIM
poeCCUOHABHBIM Pa3BUTHEM; PEIICKCUBHO OIICHUBAIOIINNA COOCTBEHHBIN >KU3HEHHBIN OIIBIT,
KPUTEPUU JTMYHOU YCIICIIIHOCTH.



B xo1e ocBOGHUS NUCIUIUTHHBI YYUTHIBACTCS ABUKCHHUE K TOCTHXKEHUIO IMYHOCTHBIX PE3YJIbTAaTOB
oOyyarolmuMucs (JUYHOCTHBIE Pe3ylbTaThl ompeneneHsl PaGouell mporpaMMoil BoCHUTaHUS U
OIIOII).



2.1. O0beM yueOHO JMCHMIIJIMHBI M BUABI Y4e0HO0# padoThl

2. CTPYKTYPA U COAEPKAHUE JUCIIAITJIMHBI

Bua y4yeoHoii padoThl O0bemM yacoB
Makcumanbhas yueOHas Harpy3ka o0ydaronierocs (BCero) 52
Ob6s3arenpHas ayIUTOpHAs yueOHas Harpys3ka (BCero) 32
B TOM YHCIIE:
yueOHBIE 3aHSITHSA: JIEKLIUI 14
MIPaKTUYECKUE 3aHATHS 18
KOHCYJIbTalluU
2. CamoctosiTensHas paboTta o0yyaromerocst (Bcero) 18
3. IIpomexxyTouHas arrectanus B ¢popme nudHepeHIMPOBaHHOTO 3aueTa (3ayeTa ¢ 2
OLICHKO)
2.2. TemaTHyecKHi MJIaH U CodCpKaHuEC TUCHUNIJTHHBI
Hanmenopan | COAEPKaHUE yUeOHOTO MaTepuana, nabopatopusie | O0bem Konpr Konpr
W€ PasIelIoB 1 NPAKTUYECKUE 3aHATHA, CAMOCTOATEIIbHAS 4acoB KOMHevTeHI_I JIMYHOCTHBIX
JCIHILTHHEL paboTa 00yJarImuxcs ui pe3yIbTaTOB
1 2 3 4
Pazpen 1. JlokymeHTHpOBaHUE YIPaBIEHYECKON AESTEIBHOCTH
Tema 1.1. 1. Hemn, 3amaum u  mpeaMeT  ydeOHOI 2 OK2,0K3, |JIP7,JIP 8
Bgenenue B JUcIUILIHHBL. CTPYKTypa JUCLUILIHHEL, ee OK 5,
JOKYMEHTAIll | mpogecCHOHanbHas  3HAYAMOCTh,  MEXIIPEIMETHEIC OK 09,
OHHOE CBSI3U. CymHocTb OCHOBHBIX HOHATUH IIK 1.1,
obecrieueHre | JOKYMEHTAIIHOHHOTO 0OecreueHNs YIpaBICHUS K 2.7
YIpaBJICHUS CamocrositenbHas padota Nel. 9
Co3matp  mpeseHranmio 1o  Teme  «Mcropus
BO3HHUKHOBEHHMS M TAIIBl Pa3BUTHS JICJIONIPOM3BOACTBA B
Poccuny.
Tema 1.2. [omatne o mokymeHTax, mx QyHKOusx. CBocCTBa, 2 OK2,0K3, |JIP7,JIP 8
JIOKyMEHTBI M | IPU3HAKW, KIAacCUPHUKAIMA W BHUABl JOKYMEHTOB. OK 5,
CHOCOOBI Crioco0b1 TOKYMEHTUPOBAHHUS. OK 09,
JOKYMEHTUPO | YHH(HKAIUS ¥  CTAaHAAPTH3AIUSA  JOKYMCHTAIUH: K 1.1,
BaHUs. NOHATHE. YHU(DHUIMPOBAHHAS CHCTEMa JIOKYMEHTAIMH: K 2.7
VYuuouxauus | nonstue.  CoctaB  yHHMDUUMPOBAHHBIX  CHUCTEM
u JOKyMEHTAIlUM:  OpTaHW3aIl[MOHHO-PACIIOPSANTEIbHAS,
CTaHAapTH3all | OTYETHO-CTAaTHCTHYECKas, HepBUYHAS, ydeTHas,
ns ¢uHaHCOBass W Apyrue. ['ocymapcTBEHHBIC CTaHIAPTHI
JOKyMEHTOB Ha  yHU(QHUIUPOBAHHbIE CHCTEMBI JIOKYMEHTAlWH.
Oobmepoccuiickue KiaccuhuKaTopsl
Tema 1.3. PexBmsur, GopMynsp TOKyMEHTa, THIOBOH (GOpPMYILp, 2 OK2,0K3, |JIP7,JIP 8
PexBusutel 1 | opmynsip-obpaser, Tabesb GOpM JOKYMEHTOB, alb0OM OK 5,
OmaHKU ¢hopM  yHH(DUIMPOBAHHBIX JTOKYMEHTOB: IOHSTHE, OK 09,
JIOKYMEHTOB xapaktepucTuka. llpaBuma odopmieHHs pPEKBH3HTOB MK 1.1,
OmaHKa M WX PacIlojoKeHWE Ha CTaHAApTHOM (hopMmaTte K 2.7

Oymaru, pa3mepsl mosiell. bianku ToKkymMeHTa: IOHATHE,
HazHadyeHwe, BuUAbI OmaHkoB. CoctaB, odopmiieHue
pekBu3uTOB  OnaHka. @Dopmyisip-oOpazeny  TpyHIIbI
JIOKYMEHTOB, NpUHAIekKAIUX K OJHOH CHUCTEME.
IIpoextupoBanue OJIAHKOB JOKYMEHTOB OPTaHH3AIlHU.
CocraB, o¢oOpMIIeHHE, H3rOTOBJIEHHE, XpaHEHHE
O6nmankoB  opraHmsamuu.  OdopmiieHHEe  OCHOBHBIX
PEKBU3UTOB TIOKyMEHTOB Ha hopmate A4




IIpaktuaeckoe 3anstre Nel. OdopmiieHHe OCHOBHBIX
PEKBH3UTOB JOKYMEHTOB Ha (popmaTe A4

IIpaBuna opopmienus pexBuzutoB o 'OCTy 7.0.97-
2016 HaunonansHbIi CTaHmapT Poccuiickoit
Oeneparun. CucremMa CTaHOApTOB 1O WH(OPMAILUH,
OuONMMoTeYHOMY u HU3ATEIILCKOMY Jeny.
OpraHu3alMOHHO-PacOpSIAUTENbHAsS  JTOKYMEHTALHsL.
TpeboBanus k odopmieHHI0 AO0KyMeHTOB" (YTB.
IIpukazom Poccrangapra ot 08.12.2016 N 2004-cT)

Tema 1.4.
Cucrtema
OpraHU3aIuOH
HO-
pacropsiuTen
BHBIX
JIOKyMEHTOB

OpraHu3alMOHHO-NIPABOBBIE  JIOKYMEHTHI:  TOHSTHE,
Ha3HauyeHHe, OCHOBHbIE BuAbL. ~OpraHu3alUOHHbIE
JIOKyMEHTBI: YCTaB, MOJIOKEHHUE, CTPYKTYpa W IITaTHAas
YHUCJIICHHOCTh,  IITaTHOE  paclMCaHue,  IpaBHia
JOJDKHOCTHAs MUHCTPYKIIHS, ux Ha3HAYCHUE,
XapaKTepUCTHKA U COCTaB, TpeOOBaHME K 0(hOpMIICHHIO,
HOPSIOK YTBEPKICHUSL.

PacropsauTensHple  TOKyMEHTBI:  IOCTaHOBJICHHE,
HpHKa3, pacropspKeHue, ux Ha3Ha4yeHHe,
XapaKTepUCTHKA U COCTaB, TpeOOBaHMA K 0(hOPMIICHHIO.
CrnpaBo4HbIE  JIOKYMEHTBI:  CIy)XEOHBIE  ITHMCBMa,
CIpaBKH, JOKJIAJHBIE 3alMCKH, IPOTOKOJbI, aKThl,
3as1BJICHHS, UX XapaKTEepUCTUKA U COCTaB, TPEOOBAHHUS K
odopmiicHHo. THIIBI JOKYMEHTOB: TOJUHHUK, KOIHSI,
nyOJIMKaT, BBIMHMCKA, MX Ha3HaueHue. [lopsmok
obopMmiIeHHS M BBIIAYM KONMH M JIyOJNHKaToB
JOKYMEHTOB, BBIIIMCOK M3 HUX.

IIpaktuueckoe 3anarue Ne 2. PacnopsautenbHbie
JOKYMEHTEI
OdopmireHre pacTiopsITUTEIbHBIX JOKYMEHTOB.

Ipaktryeckoe 3ansTre Ne 3. OdopmieHne mpoTokona
U aKTa

Odopmienue nH(OPMAIMOHHO-CIIPaBOYHBIX
JIOKYMEHTOB.

Ipakrrdeckoe 3ansaTre Ne 4. OdopmieHue IToKIaTHOMN
1 O0BACHHUTEIBHOM 3amucKku Ha popmare A4, AeI0BOTO
MUCchMa

Odopmnenne MH(OPMAIMOHHO-CITPaBOYHBIX
JIOKYMEHTOB.

OK 2, OK 3,
OK 5,
OK 09,
MK 1.1,
IK 2.7

JIP 7, JIP 8

Paznen 2. Opranusanus paboThl ¢ JOKyMEHTaMHU

Tema 2.1.
Opranuzauus
JOKYMEHTO000
opota

Cnyx6a JJOY B opraHuzamusx, Ha3HA4YCHHUE, 3aJadH,
(hyHKIHH, TUTIOBBIE CTPYKTYPHI, TOJDKHOCTHOHW COCTaB.
JIoKyMeHTO0000pOT:  TOHSATHE, OOIMMe  MPHUHIUITEI
OpTraHW3aIlk  JOKYMEHTOO0OpOTa, €ro CTPYKTypa,
HEOOXOMMOCTh ydeTa o0beMa JTOKyMEHTOOOOopoTa.
Perucrpanusi 10KyMEHTOB, ONpeAeiIeH e, 111, 3a/1a4H,
Mmecra perucrpanuu Pa3IMIHBIX KaTeropui
JIOKyMEeHTOB. Bunel  peructpamuu. OcoOeHHOCTH
pPEeTUCTpalMK BXOSIIUX, HCXOMAIIAX M BHYTPECHHUX
JOKyMeHTOB. KOHTpOJIb HWCIOSHEHUs JOKYMEHTOB:
MOHATHE, Ha3HAYCHUE, BUIBL [IpHHIUIBI OpraHU3aIH
KOHTPOJISL. Cpoku HCTIOJTHCHUS: THUTIOBOH,
WHIUBUAYIGHBIA. TEXHOIOTUS BeICHHUS KOHTPOJISL.

IIpaktnyeckoe  3amsTme Ne 5. Opranuzanus
perucTpalnyy U KOHTPOJIb UCIOJHEHUS JOKYMEHTOB.
CocTaBuTh U 3aMOJHUTH (HOPMY >KypHAJIA PETUCTPALIIH
BXOJSIIUX JOKYMEHTOB, HUCXOJSIIUX JOKYMEHTOB H
(opMy KypHasla periucTpanuu TeneoHorpaMM

OK 2, OK 3,
OK 5,
OK 09,
MK 1.1,
TK 2.7

JIP 7, JIP 8




Tema
2.2.0pranusza
s
OTIePaTUBHOTO
XpaHCHUSA
JOKYMEHTOB U
MOPSIOK
nepesiayu B
apXuB

TpeboBaHUs K OpraHU3ald{ OMEPATHBHOTO XpaHEHUS
nokyMeHToB. Homenknatrypa pen: moHsitue. Bumabl
HOMEHKJIATypPhI i 8 ITopsimox COCTaBJICHHS,
o opMIICHHS, YTBEPKACHUS U IPUMEHEHNST KOHKPETHON
HOMeHKJIaTypsl nen. [lopsnok odopmiieHus mem.
Oprasm3anusi XpaHEHWS WCIIONHEHHBIX JOKYMEHTOB.
ITopsimok mepenaun JOKYMEHTOB Ha XpaHEHHUE B apXUB

[paktiyeckoe 3ansatie Ne 6. OdopmieHue nena s
C/lau B apXHB

CocraBneHue 3arojioBkoB nein. OmpeneneHue CpoKOB
XpaHEeHUs JIeI. OdopmieHne MPUMEPHOU
HOMEHKJIATypsl  gen.  IIpuMeHeHue  IpUMEpHBIX
HOMEHKJIATYyp JE.

Iomuoe n wactuynoe odopmineHue nen. OdopmieHue
JIeTl TIOCTOSIHHOTO, JOJTOBPEMEHHOTO XpaHEHHS U IO
TUIHOMY coctaBy. [IpaBmiia 9acTHYHOTO OGOPMIICHUS
Je.

CocraBiienne onucen el Bunsl OITHCEH.
Cucremaru3anus 3arojJoBKoB B onucsx. [lopsaok caauu
Jel B apXuB CTIPYKTYPHBIMH  TOJpa3/ieleHUSIMU
yupexaeHusi. BzaumopeiictBue cnyxOel  JIOY wm
BEJOMCTBEHHOI'0 apXHBa

OK 2, OK 3,
OK 5,
OK 09,
MK 1.1,
K 2.7

JIP 7, JIP 8

Tema 2.3.
JokymMeHTanu
S TI0
npogeccrona
JIBHO
JIeATEIILHOCTH

JloroBop nocraBku, 10roBop MPOJaxH, TOTOBOPHO-
MpaBOBasi JOKyMEHTAIHs, TOBAPOCOIPOBOANTEIbHBIC
JOKYMEHTBI, TIPETCH3NOHHO-UCKOBAsI JOKyMEHTAIHSA, HX
Ha3Ha4YeHHe U TpeOOBaHUs K 0pOPMIICHUIO, TOKYMEHTBI
10 PEBU3UU OPraHU3ALMM.

IIpaxkTudeckoe 3anarue Ne 7.
OdopmiieHHEe TOKYMEHTOB
JeATEIbHOCTH.

mo mnpodeccHoHATBHON

CamocrositenbHas padota Ne 2.

Odopmienne OPTaHHU3aIIOHHO-PACTIOPSAUTEIBHBIX
JOKYMEHTOB M JOKYMEHTAalMH 110 HPOo(hecCHOHAIBHOM
JIeSITeIIbHOCTH

OK 2, OK 3,
OK 5,
OK 09,
K 1.1,
IK 2.7

JIP 7, JIP 8

HpOMe)KyTO‘IHaH aTTeCTalusg

Hroro
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3. YCJIOBUS PEAJIM3AIIMU JUCIIATTJIMHBI

3.1 TpeGoBaHusi K MUHUMAJIbHOMY MaTepPHAJIbHO-TEXHHYECKOMY o0ecneyeHn 0

Ne Buasbl u gopmbl yueOHOM KpaTkoe onucanue u xapakrepucTuka
n/n AesITeJIbHOCTH COCTABA YCTAHOBOK, H3MEPHUTEIbHO-THATHOCTHYECKOI0 000py/10BaHNSI,
KOMIBbIOTEPHOH TEXHUKH U CPEACTB AaBTOMATH3AaIMH IKCIIEPUMEHTOB
1. | Jlexuuu VYuebHass MeOenb, yueOHas J0CKa, HOYTOYK, MyJIbTUMEIHAa IMPOEKTOP,

CTallMOHApHBIM 3KpaH. JIMIEeH3MOHHOE TMporpaMMHOE OOecTedeHue:
Microsoft Windows 10 Jlomamuss s oaHoro si3bika, Microsoft Office
2007 Professional.

YyebHass wmebenb, ydyeOHas Jgocka. Y4eOHO-HATISIAHBIE TOCOOMS
(mpenHa3HAYeHHBIC I JIEMOHCTpAIMH HHOOPMAIMH I10 OCHOBHBIM
paszenam U TeMaM pabodeii mporpaMMBbl IUCITUILIHHEI).

2. | IlpakTudeckue 3aHATHSI

3. CaMocTosTenbHas pa60Ta KOMHLIOTepHaﬂ TE€XHHUKA C IIOAKIHYCHHEM K CCTH «I/IHTCpHCT» n

o0yyaromuxcs obecrieueHneM JlocTyna K 9JEKTPOHHOU MHPOPMAIMOHHO-
00pa3oBaTeNIbHON Cpejie OpraHu3aluu
3.2 UudopmanuonHoe odecriedeHne 00y4eHust
Ilepeyenr pexkoMeHAyeMbIX Yy4eOHBIX wu3JaHui, VHTepHeT-pecypcoB, AONOJHUTEIbHOM

JINTepaTypbl



Hopmamueuo — npasoesvle UCMOUYHUKU

Ne

HaunmenoBanue

1.

Poccuiickas ®enmeparus. 3akonbl. ['pakmanckmii Komekc Poccwmiickoit ®enepammm YacTh
nepsasi: Qenep. 3akoH oT 30 HOos10pa 1994 1. Ne 51-@3 (¢ m3m. u gom. ot 03.08.2018) //
Cobpanmne 3akoHomaTenscTBa Poccmiickoit enepammm. — 1994. — Ne 32, — Cr. 3301.

Poccmiickas ®epeparnus. 3akonpl. O TEXHUYECKOM PEryIHPOBAHUA [DIEKTPOHHBIA pecypc]:
denep. 3akon ot 27 nexadbps 2002 r. Ne 184-D3: (B pen. ot 29.07.2017). — Pexxum mocryma;
CIIC T'apanT

Poccuiickas @Denmeparusa. 3akonsl. OO0 wmHboOpManuu, WHOOPMAITMOHHBIX TEXHOJIOTHSIX H O
3amuTe HpopMamn [DIeKTPOHHBIN pecypce]: denep. 3akon ot 27 utoinst 2006 r. Ne 149-D3: (B
pen. ot 29.07.2017). — Pesxum goctyna: CIIC 'apanT

Poccuiickas ®enepanus. 3akonsl. O mepcoHanbHBIX JaHHBIX: deaep. 3akoH ot 27 utonst 2006 r.
No 152-®@3 (¢ m3m. ot 31.12.2017) // Cobpanue 3akoHomarenscTBa Poccutickoit Denepannn. —
2006. — Ne31. — Cr. 3451.

Poccuiickas ®enepauns. 3akonsl. OO0 opraHM3aluM NPENOCTABICHUS TOCYNApCTBEHHBIX U
MYHUIMIIANBHBIX yCIyT [DIeKTpoHHBINA pecypce]: deaep. 3akoH oT 27 utonst 2010 r. Ne 210-D3.
Pexxum noctyna: CIIC I'apanT

00 >neKTPOHHOM MOATIMCH [DNEeKTPOHHEKIN pecypc]: genep. 3akoH oT 6 ampens 2011 r. N 63-O3
(c u3MeHeHusMU U jonosnHeHusiMI). — Pexxum nocryna: CIIC T"apanT

Konekce Poccuiickoit denepannn 00 aIMUHUCTPATUBHBIX MTPABOHAPYIICHUIX (C M3MEHEHHSIMH,
BerynmBmmMHy B crity ¢ 11.08.2020). - Mocksa: [IpocnexT, 2020. - 607 c.

[lepevyeHb THUNOBBIX YHPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOIIHMXCs B IpoLecce
ACATCIIBHOCTH T'OCYJapCTBCHHBIX OpPTraHOB, OPpTraHOB MCCTHOI'O CaMOYIIPABJICHUA U OpF&HH?;&HHfI,
C YKa3aHHEM CPOKOB WX XpaHeHus (yTBepxkaeH mpuka3zoMm Pocapxmpa ot 20.12.2019 Ne 236)
[Dnextponnsiii pecypce]. — Pexxum noctyna: CIIC I'apant

HpaBI/IHa opranuvsanv XpaHCHUsA, KOMIUICKTOBaHUA, Y4Y€Ta MW HMCIOJL30BAHUA HAYy4YHO-
TEXHMYECKOM JOKyMEHTAallud B OpraHax TIOCyJapCTBEHHOW BJacTH, OpraHax MECTHOTO
caMOyNpaBleHHs] W opraHu3anusax (yTBepxaeH mnpukazoMm PocapxmBa 09.12. 2020 N 155)
[Dnextponnsiii pecypce]. — Pesxxum moctyna: CIIC I'apant

10.

I'OCT P 7.0.97-2016. Hanmonansuelil ctangapt Poccuiickoit @enepanun. Cucrema CTaHIapTOB
no wuHbopMmanmu, OHONMOTEYHOMY W  HM3JATeIbckoMy  jgeny.  OpraHuzanioHHO-
pacriopsiauTenbHas ToKyMeHTanus. TpeboBanus K opopmieHuto 1okymeHToB (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 Ne 2004-ct) [Dnextponnsiii pecypc]. - Pexxum nocryma: CIIC
I"apant

Pexomendyeman ocnosnan numepamypa

Ne

HaumenoBanue

1.

Hoponuna, JI. A. JIoKkyMEeHTalIMOHHOE OOeCIIeYeHHe YNpPaBICHUs: YYCOHUK W MPAKTHKYM IS
cpenHero npodeccuonaabHoro oopaszosanus / JI. A. Jloponuna, B. C. UpurukoBa. — Mockga:
W3znarensctBo Opaiit, 2019. — 233 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-05783-6. —  Teker: onmektponsubii //  OBC  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/438586 9).

KazakeBnu, T. A. JlokyMeHTallMOHHOE OOECIieYeHre YNPaBICHUS: YICOHUK M TPAKTHKYM JUIs
cpennero npodeccronanbHoro obpasosanus / T. A. Kazakeswu, A. M. Tkanmma. — 2-e m3n.,
ucnp. u gon. — Mocksa: M3parensctBo IOpaiit, 2019. — 177 c¢. — (IIpodeccuonanproe
obpaszopanue). — ISBN 978-5-534-06291-5. — Tekcr: anekrponnsiit / DBC IOpaiiT [caiit]. —
URL: https://urait.ru/bcode/437587

Kopnees, 1. K. JlokymenranuonHoe obecrieueHue ympasiieHus + Tectel B OBC: yueOHUK H
NPaKTUKYM JJIsi cpentHero npodeccuonansHoro oopaszosanus / M. K. Kopuees, A. B. ITmenko,
B. A. MamyprieB. — 2-¢ u3., nepepad. u gorr. — Mocksa: M3mparensctBo FOpaiit, 2019. — 384
¢. — (IIpodheccnonanproe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 37eKTpOHHBIH
/! 9BC KOpaiir [caiit]. — URL: https://urait.ru/bcode/438491

KysnemoB, M. H. JokymentanmonHoe oOecriedeHue yrpaBieHus. J(oKymMeHTOOOOpOoT u
JIEJIOTIPON3BOJICTBO: YUEOHUK W MPAKTUKYM JUIsS CPEeHEro MpodecCHOHANBHOr0 00pa3oBaHus /
. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa: M3narensctBo HOpaiit, 2019. — 462
¢. — (IIpodeccuonanbroe oopazosanue). — ISBN 978-5-534-04604-5. — TekcT: 97eKTPOHHBIN
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// 9BC KOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/433861

5. IlIyBanmora, H. H. JlokymeHTanmonHOe oOeCIIeUeHUE YIPABICHUS: YISOHUK M MPAKTHKYM IS
cpenHero mpodeccuonanpHoro obpasosanms / H. H. IllyBamoBa. — Mocksa: M3narenpcTBo
IOpaiir, 2019. — 221 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-00088-7.
— Texcr: anexrponnsnii // DbC Kpaiir [caliT]. — URL: https://urait.ru/bcode/433679

Pexkomendyeman 0ononnumenvuas aumepamypa

No HaumMmeHnoBaHue

1. HBanos I'.I". Opranuzarus KOMMEPUIeCKOH ASATEIHPHOCTH MABIX M CPEIHUX TTPEATTPUATHI:
VYuebHoe mocodue/I".I".MBanos, K0.K.baxxenos M.: ]I ®OPYM, HUL] UH®PA-M, 2015. - 304
c. - Pexxum nocryma: https://znanium.com/read?1d=246593

2. ITerpoB A.M. JloroBopbl KOMMEpUYECKOH AesTeNbHOCTH: [IpakTHdyeckoe mocodue /
A .M.Ilerpos. -M.: KYPC, HUL] UTH®PA-M, 2019. - 396 c. Pexxum noctyna:
https://znanium.com/read?id=354357

3. bsnt, B. C. JlokymeHTanmonHoe oOecrnieueHue ympasineHus. KOpuamdeckas TexHuka: ydeOHoe
mocobure mist cpemHero npodeccunoHabHOTo obpazoanus / B. C. banr. — 2-e u3z., ucop. u
norr. — Mocksa: M3narensctBo FOpaiit, 2019. — 103 ¢. — (IIpodeccuonanbroe 00pa3oBaHue).
— ISBN 978-5-534-08233-3. — Texkct: anextponnsiii // OBC IOpaiir [caiit]. — URL:
https://www.biblio-online.ru/bcode/441885

4. Ab6ynamze, /. I'. JlokymeHTarmoHHOE OOECIIeYeHHEe YIPABICHUS MEPCOHAIOM: YYeOHUK W
NpakTUKyM Ui cpeiHero mnpodeccuoHanbHoro obpasosanust / [. I'. Aoymamse, U. B.
Brimpsoxkkuna, B. M. MacnoBa. — Mocksa: UzparensctBo IOpaiit, 2019. — 299 c. —

(ITlpodeccuonansuoe obpazosanne). — ISBN 978-5-534-01543-0. — Tekcr: 3neKTpOHHBIN //
OBC HOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437238

5. JlokyMeHTOBeIeHHE: YIeOHUK U MPAKTUKYM Uil CPEIHETO MPOoPecCHOHANBHOTO 00pa3oBaHus /
JI. A. Joponuna [u nap.]; mox pemakmmeii JI. A. [lopornHoil. — 2-e u3x., mepepad. u gom. —
Mocksa: UznmatensctBo IOpaiit, 2019. — 309 c. — (IIpodeccnonansHoe oOpa3zoBaHmE). —
ISBN 978-5-534-04330-3. — Texkct: anektponssii / DBC HOpaiir [caiit]. — URL:
https://www.biblio-online.ru/bcode/433551

6. I'pozoBa, O. C. Jlemompou3BoACTBO: y4deOHOe mocodue sl CpemHero MpohecCHOHATBHOTO
obpaszoBanus / O. C. I'po3oBa. — 2-¢ u3a. - Mocksa: UznatensctBo FOpaiit, 2023. — 131 ¢. —
(ITpodeccronanvroe obpazoBanue). — ISBN 978-5-534-15986-8. — TekcT : 31eKTpOHHBIN //
ObpasoBarenpHas iatgopma FOpaidt [caiit]. — URL: https://urait.ru/bcode/517797

Ne HaunmenoBanue

Hayuynas Oubnuoreka UYyBl'Y [OnexktpoHHbIi pecypc]. — Pexum pgocryna:
1. | http:/library.chuvsu.ru

OnexkTpoHHO-0nOMoTeyHast cucreMa [PRBooks [Onekrponnslit pecypc]. — Pexxum
2. | mocrymna: http://www.iprbookshop.ru

DnexTpoHHas 6ubianoreunas cuctema «HOpaiT»: sanexkTpoHHas OMOIMOTEKa I BYy30B
3. | u ccy3oB [DnekTpoHHbI pecype]. — Pexum gocryna: https:// www.biblio-online.ru

OBC «M3parensctBO «Jlanb» [OnexTpoHHBIM pecypc]. — Pexum gocrymna:
4. | https://e.lanbook.com/

KoncynpTanT  crynmeHTa. ONeKTpoHHas  OuMONMOTEKa  MEIUIIMHCKOTO  BY3a
[DnexTpoHHbI pecypc]. — Pexxum goctyna: http://www.studmedlib.ru/

ITakeT opucubix nporpamm Microsoft Office

CrpasouHas npaBoBas cucreMa «KoncynpranT ITinrocy

CrpasouHas npaBoBast cuctema «l"apanT»

HpO(bCCCI/IOHaHBHaSI CIIpaBO4YHasA CUCTEMaA «TCXE)KCHCpT»

e e Pl Pl el g

0. | Oneparnmonnas cuctema Windows

3.3 CpencrBa ajantauvud NpenoJaBaHus JAUCHUIVIMHBI K TOTPEOHOCTSIM JIMI[ C
OrpaHMYeHHBIMHU BO3MOKHOCTSAMU
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https://urait.ru/bcode/517797

B cmydae HeoOxomuMocTH, OOYYarOIIMMCS W3 4YHUCIA JUI] C OTPAaHHYCHHBIMH
BO3MOKHOCTSIMA 3JIOPOBBSl (1O 3asiBJICHUIO OOYYaroIerocs) MOTYT TpenjaratbCsi OJIHU U3
CIICAYIOIIMX  BapUAHTOB BOCHPHATHA WHPOPMALMU C Y4eTOM HX  HMHIUBHAYaJbHBIX
MCUXO(QHU3NUECKUX OCOOCHHOCTEH, B TOM 4YHCIE C NPUMEHEHHEM OJJIEKTPOHHOTO OOYYeHUs H
NUCTAHIIMOHHBIX TEXHOJIOTHH:

— JJIS1 TUL] C HapyUICHUSIMU 3pEHUs: B Me4aTHON (opMe yBeTHYEHHBIM HpudTom; B hopme

3JEKTPOHHOTO  JIOKYMEHTA;

B ¢opme ayauodaiina

(mepeBox  y4eOHBIX MaTepUATIOB B

aymuodopmar); B mneyaTHoW ¢(opme Ha s3bike bpailng; MHIUMBHUIYyaJdbHBIE KOHCYJIbTAIlMH C
MpUBJICYCHUEM TU(IOCYPIOTIEPEBOAUNKA; UHIUBUAYATbHBIC 3a]JaHHS M KOHCYJIbTAIUH.

— A JMIl C HapyLIIEHUSIMU cllyxa: B medaTHOW ¢Qopme; B (opme 3IeKTPOHHOTO
JIOKYMEHTA; BUAeOMaTepuasbl ¢ CyOTUTpaMH; UHIUBUIYyaTbHbIE KOHCYIbTAIUU C MPUBJICUYECHUEM
CypIONEepEeBOIUNKA; MHAUBUAYATIbHBIC 3aJJaHUSI U KOHCYJIbTAIINH.

— Ui JIML C HapyHIeHUSMH OIOPHO-IABUTATEIbHOIO ammapara: B Me4aTHOM Qopme; B

dbopMe DIEKTPOHHOTO JOKYMEHTa;

KOHCYJIbTAallhU.

B ¢opme aymuodaiina;

HHIUBHUAYAJIbHBIC 3aJJaHUusd U

4. KOHTPOHL U OICHKA PE3yJIbTAaTOB 0CBOCHUSA yqeﬁnoifl AUCHHUIIINHBI

4.1 KoHTpOJIb M OLIEeHKA PE3yJIbTaTOB OCBOCHUSI YMEHUI U YCBOCHUS 3HAHUI

Pe3yabTaTsl
(ocBOEHHBIE 3HAHUSI U YMEHHS)

OCHOBHbIE MOKA3aTEJIN OLEHKH
pe3yJabTara

(DOI)M])I U METOAbI KOHTPOJIA U
OICHKH

Ymenus:

YMeTh 0pOpMIIATh U IPOBEPSTH
MPaBUIBHOCTH O(OPMIICHHS
JOKYMEHTAIIMU B COOTBETCTBUH C
YCTaHOBJICHHBIMH TPEOOBAHUSIMH,
B T.4. HCTIOJB3YS
HH(OPMALMOHHBIC TEXHOJIOT U

- HCIIONB3YeT IpaBuia opopMIeHHs
JIOKYMEHTOB,

- BJIajJieeT MHPOPMAIIHOHHBIMH
TEXHOJIOTHSIMU TP COCTABJICHUH
JOKYMEHTOB;

YMeTb IPOBOAUTH
ABTOMATHU3HPOBAHHYIO
00paboTKy TOKYMEHTOB;

- UICTIOJIB3YCT MCTOAbI aBTOMaTHSHpOBaHHOP‘I

00pabOTKH TOKYMEHTOB;

OCYIICCTBJIATD XPAHCHHUC U ITOUCK
JAOKYMCHTOB;,

- IPUMCHSICT IIPpaBUJIa XpaHCHUA U TIOUCKaA
JAOKYMCHTOB;

Tekymui KOHTPOJIb — OLEHKA
3a:
— YCTHBIH OIIPOC;
— IPaKTUYECKUe 3aHATHS;
— BHEAYAUTOpHAs
caMocTosATeNnbHas pabora;
— TECTUPOBaHHUE.
HToroBsblii KOHTPOJIb:
— mapepeHIpOBaHHEIH
3a4er
OrieHKa 3HaHUI U yMEHUH
OCYILECTBIISIETCS IO 5-TH
OaspHOM cucTeMe.

3Hanus:

PackpriBaTh CymHOCTD LiETEH,
3a/1a4 ¥ MIPUHIIUIIOB
JIOKYMEHTaIIMOHHOTO
obecrneueHus

YIpaBJICHUS;

- pacHo3HaeT LeJU U 331341
JOKYMEHTAI[HOHHOTO 00ecTe4eHus
yIpaBJIeHUS;

- pacto3HaeT MPHUHIIMITBI
JOKyMEHTAI[HOHHOTO 00eCTIeIeHUS
yIIpaBJICHUS

XapakTepu30BaTh CHCTEMY

- (hopMyIIpyeT peKOMEHAAINH 110

JOKYMEHTAIIHOHHOTO ABTOMATH3ALMH CHCTEMBI
obecrieueHnst ynpaBieHHs, ee JIOKyMEHTAI[HOHHOTO 00eCIIeYeHUs
aBTOMAaTH3aLUIO; yIpaBJICHUS;

XapaKkTepu30BaTh - OTIpe/ieIsIeT NPU3HAKY KITaCCU(PUKAIINN

KJIacCU(UKaIIIO JOKYMEHTOB;
0OBSICHATE TPeOOBAHUS K
COCTaBJICHUIO U 0(OPMIICHHIO

JIOKYMEHTOB;
- 3HaeT TPeOOBAHMUS K COCTABICHHIO U
0 OPMIICHHIO JOKYMEHTOB;

JIOKYMEHTOB;
OOBSICHATH OpPraHN3aIHI0 - (hopMyIIUpyeT MpaBuiia OpraHU3aLuH
JOKYMEHT0000poTA! JOKYMEHTO000pOTa;

npuemM, 00paboTKy,
peTuCTpanuIo, KOHTPOIIb,
XpaHEHHUE JOKYMEHTOB,
HOMEHKJIATypy Iel

- CBOOO/IHO BIIajieeT HOPMaTHBHOHN 6a30H 1Mo

npueMy, 00pabOTKe, pEruCTpaIiH
KOHTPOJIIO, XPAaHCHHIO JIOKYMEHTOB U
CO3/IAHUI0O HOMEHKJIATYPBI JIEI;

Tekyumui KOHTPOJIb — OLEHKA
3a:
— YCTHBIH OIIpOC;
— [IPaKTUYECKUE 3aHATHUS;
— BHEayIUTOpHAs
caMoCTOsATeNbHas padoTa;
— TECTUPOBAHHUE.
HToroBsblii KOHTPOJIb:
— muddepeHIMPOBAHHBIH
3a4uer
OrneHka 3HaHUW U YMEHUH
OCYILIECTBJISIETCS IO 5-TH
GanmpHOH cucTeMe.
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4.2 KoHTpOJIb ¥ OlleHKA Pe3YyJIbTaTOB OCBOCHUSI OOIIMX U MPOPECCHOHATBHBIX KOMIIETEHITNN

IIpodeccnonanbHbIe KOMIIETEHIIUT

OcCHOBHBIE MTOKA3aTeJIH OLIEHKH
pe3yJabTara

DopMBbI M METObI
KOHTPOJISI M OLIEHKH

OK 02 Mcnonb30BaTh COBPEMEHHBIE
CpeJcTBa MOUCKA, aHAIN3a U
HHTepIpeTanuy HHHOPMAIIU U
HUH(POPMAIIMOHHBIE TEXHOJIOTHH UL
BBINIOJHEHUS 3a]a4
npodecCHOHANBHOM AesTeNbHOCTH;

3¢ GEKTHBHBIHN MTOUCK HEOOXOIUMON
nH(pOpMAaLK UCTIONH30BAHHUE PA3INIHBIX
MCTOYHMKOB IOJy4eHHs UHHOpMALIUH,
BKIItOUasi THTepHeT-pecypcehl

OK 03 [TnannpoBats 1
peann30BBIBaTH COOCTBEHHOE
HpoQeCCHOHABHOE U JIMYHOCTHOE
pa3BUTHE, IPEIIPHHIMATENBCKYIO
JeATEeIBHOCTD B IIPOdecCHOHaNBHO
cdepe, UCTIONB30BATH 3HAHUS 110
npaBoBOi 1 GruHAHCOBOM
TPaMOTHOCTH B Pa3IMIHBIX
JKH3HEHHBIX CUTYaLsIX;

yYMEHHE IIOCTAaHOBKM 1€, BbIOOpa H
NPUMEHEHHS]  METOJI0OB M CIIOCOOOB
penieHust mpodecCHOHANBHBIX 33/1a4;
CBOEBPEMEHHOCTh  ClAa4d NPaKTHYECKUX
3aJlaHUH, OTYETOB MO MPAKTHKE;
PanMOHAIBHOCTh paclpeaeIeHIs BPEMEHN
TIPH BHITTOJTHEHUH NPaKTHIECKUX padoT ¢
COOJTIOIEeHNEM HOPM U ITPaBHUII
BHYTPEHHETO PacopsiaKa

OK 05 Ocy1mecTBIsATh YCTHYIO U
MICHMEHHYI0 KOMMYHHUKALIUIO Ha
roCyIapCTBEHHOM s3bike Poccuiickoit
®Denepannu ¢ y4eToM 0COOCHHOCTEH
COLIMAJIBHOTO U KYJIbTYpHOI'O
KOHTEKCTa;

HCIIONTB30BAaHNE MEXAHM3MOB CO3/IaHUS 1
00pabOTKU TEKCTa, a TAKKE BEIACHUE
JIETIOBBIX Oecel], yJacThe B COBEIIAHMUSIX,
neroBas TeneOoHHas KOMMYHHUKAIIHS

OK 09 Tloxp3oBatses
npodecCHOHATBPHON JOKyMEHTaluen
Ha roCyAapCTBEHHOM U MHOCTPaHHOM
SI3BIKAX.

BJIaJICHUC HAaBbIKaAMU pa6OTLI Ha
KOMIIBIOTEpE, BKJIIOUask paboTy co
CricHuaJIbHBIMU KOMITbIOTEPHBIMU
MpOrpaMMaMH, U3yYeHHEe U aHaJIn3
WHHOBAIMH B YaCTH MPOTPAMMHOTO
obecrieueHuns, yMEHUE TIPUMEHSTh
POrpaMMHOE 0OeCTIeYeHHE TIPH
OpTaHU3aIMH M OCYIIECTBICHUH
(DMHAHCOBOTO KOHTPOJIS

WHTepnpeTanys pe3ysibTaToB
HaOJIIOICHUS 32 JeTeIbHOCTHIO
oOygaromuxcs B Iporecce
OCBOCHUS y4eOHOU TUCLIMIUTMHBI

HpI/I OLICHKEC MPUMCHACTCA
JUXOTOMHYCCKAas OLICHKA.

IIpodeccnonanbHBIE KOMIIETCHIIUH

PesyabTaTsl OCHOBHBIE TOKA3aTEJIH OLIEeHKH ®opMbI M METOABI KOHTPOJIS U
(ocBOeHHBIE 001IMe KOMIIeETeHI[UuN) | Ppe3yabTara OLICHKH
[IK 1.1. OOpabaTpiBaTh MEpBHYHEIC| NEMOHCTPHUPYET HABBIKA 0oO0padoTKullIHTEpHIpeTaus Pe3yJIbTaTOB,
OyXranrepckue JOKyMEHTHI. HEePBUYHBIX OyXrajTepcKuxHaOMIOACHUsT 32  JEATEeIbHOCTBIO
JIOKyMEHTOB 00yJaIoMMXCs B IIPOIIECCE OCBOCHUS

YIeOHOM TUCTIATUTHHBI

[IK 2.7. BBINOTHATE KOHTPOJBHEIC
[IpOLEAYPbl U UX JOKYMEHTHUPOBAaHHUE,
FOTOBUTH M OOPMIISITH 3aBEPIIAIOINE
MaTepHabl 1o pesyibTaTtam
BHYTPEHHEIO KOHTPOJIA.

JeMoHCTpHUpYyeT HABBIKM MPOBEICHUS
U JOKYMEHTHPOBAaHUS KOHTPOJIBHBIX|
MEpONpUSTHH

IIpu  oueHnke IIPUMEHSETCS]
MUXOTOMHMYECKAs OLICHKA

MHTepripeTanus pE3yIbTATOB,
HaOmIOeHUsT 332 JEATEeIbHOCTBIO)

0OyJaromuxcs B MPOLIECCE OCBOCHUS
yIeOHOM TUCITUTIINHBI
IIpu  ouenke
IMMHXOTOMHYECKAs OIICHKA

MIPUMCEHACTCH
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JIuer nonoJiHeHUH M U3MEHEeH U

Ne
n/m

[Mpunaraemsrii k Paboueit
porpaMmme y4eOHoi
JUCLUIUIHHBI
JOKYMEHT, COACPKALIUI
TEKCT OOHOBJICHUS

Pemenue kadenpst

[Hara IIpoToxom Ne

Iloanuce
3aBEIYIOLLETO
Kadeapoi

N.0. ®amunusg
3aBEIYIOIIETO
Kadenpoi

ITpunosxxenue Ne 1

IIpunoxenne Ne 2

IIpunoxenne Ne 3

IIpunoxxenne Ne 4

el Bl Bad B fo

ITpunoxxenue Ne 5
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