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1.MACIHOPT PABOYEM TPOT'PAMMBI JUCIIUILJIAHBI

1.1. ObsacTb NpuMeHeHus1 padoueil MPOrpaMMsl

[Iporpamma yueOHoi gucuumiauHbel  OI1.03  OcHOBBI J1€T0MPOU3BOJICTBA
SBJIIETCSI YaCTbI0 OCHOBHOM Npo(eccCHOHaNbHONM 00pa3oBaTeIbHON NpPOrpaMMbl B
cootBercTBUM ¢ PI'OC no npodeccun 46.01.03 JlenonponusBoauTesb, pa3padOTaHHON
B MOCKOBCKOM 00JaCTHOM Ka3aubeM MHCTUTYTE TEXHOJIOTUN M yrpaBieHus (dpunuan)
dbenepaabHOrO TOCYAapCTBEHHOIO OMOHKETHOTO 00pa30BaTENIbHOTO  YUPEKICHUS
BbICIIEro oOpa3zoBaHusa «MOCKOBCKHI rOCy1apCTBEHHBII YHUBEPCUTET TEXHOJOTUNA U
ynpasienust umeHnu K.I'. PazymoBckoro (IlepBrblif ka3auuii yHUBEPCUTET)».

1.2. MecTO0 AMCUMIUIMHBI B CTPYKType OCHOBHOM NPOodecCHOHAIBHOH

o0pa3oBaTeJIbHOW MNpPOrpamMMmbl: JUCIWIUIMHA OTHOCUTCA K TPYyNNe TUCIUTIIAH
oO1enpodecCuOHAIBHOTO IUKIIA.

1.3. leau u 3aga4m AUCHUILIMHBI — TPe0OOBAHMS K pe3yJibTaTaM 0CBOCHUA
AUCHHUNJIMHBI:
OcHOBHas 4acThb
B pe3ynbTaTe 0CBOCHHUS TUCUUIIIIMHBI 00YUYatOIIHUICs T0JKEH YMETh:
- 0(bOpMIIATH pa3InYHbIE BUAbI TUCEM;
- OCYULIECTBJISITh JOKYMEHTUPOBAHHE OpraHU3alMOHHO-PACIIOPSAUTENbHON
NEeSATEIbHOCTH YUPEKICHUS;
B pe3ynbTaTe 0CBOECHHUS TUCUUIIIMHBI 00YUYatOIIUCs TOJKEH 3HaTh:
- OCHOBHBIE CBEICHUS U3 UCTOPUHU JEIONPOU3BOICTBA;
- 0011IME MOJOKEHHUS 110 JOKYMEHTHPOBAHUIO YIIPABICHUYECKOM 1€ATEIbHOCTH;
- BHUABl JOKYMEHTOB: TpPYJIOBBI€ KOHTPAKThl, MPHUKA3bl O IMpPHUEME, YBOJbHEHHH,
NEPEBOJIE, TPYAOBbIE KHMKKH, JIMUHbIE KAPTOUKH;
BapuartuBHas 4actb — HE MPEyCMOTPEHO.
B mpouecce ocBoeHus AUCHUIUIMHBL Yy OOYyYarolUXCS JOJDKHBI  OBITH
chopmupoBanbl 001mue kommnereniuu (aainee - OK):

Koa HaumenoBanue pe3yabTrara 00y4eHus

OK 1 | [loHuMarh CymHOCTh M COLMAIBbHYIO 3HAYMMOCTh Oynyliel mnpodeccuu,
MIPOSIBJIAITH K HEW YCTOMYUBBIA UHTEPEC

OK 2 | Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTb, HCXOS U3 LIEJIN U CIIOCOOOB €X
JOCTHXKEHUS, ONPE/IETEHHBIX PYKOBOJIUTEIEM

OK 3 | AnanusupoBaTh pabouyl0 CHUTYallMIO, OCYIIECTBISATh TEKYIIUMA U HUTOTOBBI]
KOHTPOJIb, OLIEHKY U KOPPEKLUUI0 COOCTBEHHOM J€ATEIbHOCTH, HECT]
OTBETCTBEHHOCTb 3@ PE3YJIbTATHI CBOEH pabOThI

OK 4 | OcyuiecTBasTh MOUCK HH(MOpMANUU, HEoOXoAuMOW Mg 3(P(HEKTUBHOTO
BBINIOJIHEHHUSI PO ECCUOHAIBHBIX 33724

OK 5 | Ucnions3oBath  MH(OPMAMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTMU B
poheCCUOHAIBHON JIEATEIbHOCTH.

OK 6 | PaboTaTte B KomMaHAe, 3p(HEKTUBHO OOLIATHCSA C KOJUIEraMH, PyKOBOJCTBOM,
KJIMEHTaMU

OK 7 | UcnionHsATh BOMHCKYIO OOSI3aHHOCTH*(2), B TOM 4YHCIE C NPUMEHEHUEM
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‘ ‘ MOJTYYEHHBIX TPO(ECCUOHANIbHBIX 3HAHUH (J1J151 FOHOTIIEH) ‘

CopepkaHue JIUCHMUIUIMHBI JOJKHO OBITh OPUEHTHUPOBAHO HAa MOIATOTOBKY
00y4Yaronmxcst K OCBOEHUIO MPO(PECCHOHATBHBIX MOAYJEH MpOrpaMMbl MOJTOTOBKHU
KBAIM(PUUUPOBAHHBIX  paboumx,  ciayxamux 1o  npodeccun  46.01.03
HenonpousBoautenp 0a30BOMl MOATOTOBKM M OBJAJEHUIO TPO(ecCHOHATbHBIMU
kommneTeHuusmu (aanee - [1K)

Koa HaumenoBanue pe3yabrara 00y4yeHus

K 1.1 IIpuHUMATE ¥ PErUCTPUPOBATH MOCTYNAOLLYI0 KOPPECIIOHACHLIMIO,
HAIIPaBJATh €€ B CTPYKTYPHBIE MOPA3IEJICHHs OpraHu3alun

IIK 1.2. | PaccMarpuBaTh JOKYMEHTHI M IE€pelaBaTh MX Ha HCIIOJIHEHHE C Y4YETON
PE30JII0IUU PYKOBOAUTENEH OpraHnu3alun

I[IK 1.3 | OpopMisiTh perucTpalliOHHbIE KAPTOUYKU U CO3aBaTh OaHK JAHHBIX

IIK 1.4 | Bectu KapTOTEKY y4YeTa MPOXOKIACHHS JOKYMEHTAJIbHBIX MAaTEPUAJIOB.

I[IK 1.5 | OcymecTBasiTe KOHTPOJIb 33 MPOXOKICHUEM JOKYMEHTOB

I[IK 1.6 | OTnpaBisTh UCIOJHEHHYIO JOKYMEHTALIUIO aJpecaTaM ¢ MPUMEHEHUEM
COBPEMEHHBIX BHJIOB OPTAHU3ALMOHHON TEXHUKH

I[IK 1.7 | CocTaBasiTe 1 0QOPMIIATH CIIyKEOHbIE JOKYMEHTBI, MaTEPHUAJIBI C
HCII0JIb30BaHUEM (HOPMYJISIPOB TOKYMEHTOB KOHKPETHBIX BUIOB

1.4. Koumn4yecTBO 4YacoB Ha OCBOeHHMe padodeil NporpaMMbl Y4eOHOH
AUCUMILIUHBI:

MakcumanbHON yueOHON Harpy3ku o0yuaroiierocst 94 4acos, B TOM 4HCIIE:
- 00s13aTeNpHON ayAUTOPHOU y4eOHOM Harpy3ku odyuaronierocs 64 vaca;
- caMOCTOSITENbHOM paboThl oOyyatomierocs 30 4yacos.



2. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHbI

2.1. O0bem yueOHOM JUCHUIIMHBI M BUABI Y4e0HOH padoThl

Bupa yueOHo# padoThbl

O0BeM yacoB

MPAKTHYCCKNC 3aHATUA

MaxkcuMasibHasi yyeOHasi Harpy3Ka (Bcero) 94
Oobs13aTeIbHAs ayAUTOPHAs yyeOHasi HArpy3Ka (Bcero) 64
B TOM YHUCJIE:!
JIEKIIMH, YPOKHU 32
1a00paTOPHBIE 3aHATHUS HE IIPEAYCMOTPEHO
32

KOHTPOJIbHBIE pa0OThI

HE IPEyCMOTPEHO

KypcoBasi paboTa (IIpOeKT)

HE NIPEyCMOTPEHO

CamocrosiTesibHast padoTa o0yuyawmerocs (Bcero) 30
B TOM YHCJIE:
BHEAyJIUTOPHAs CAMOCTOSITENIbHAsE paboTa 30

[TpomexyTounas arrectanus B popme auddepennmpoBannoro 3auéta (1 cemectp)




2.2. TeMaTH4YeCKHU IVIAH U COACPKAHNE JUCHMIIHHBI

HaunmenoBaHue pa3aesioB 1 TEM

Copepxxanue yueOHOro MaTepuasa, 1a0opaTtopHbie padoThl U
NpaKTHYeCKHe 3aHATHS, CAMOCTOSITeIbHAS padoTa 00yyaomuxcs

O0beM yacoB

YpoBeHb
0CBOEHUA

2

4

BBenenune

IIpenmer, nenu U 3a1ayu TUCLUILIMHBL. MeEXIpeAMETHBIE CBA3U C APYTMMHU
aucuuIuHaMu. MsMeHeHne 1eonpon3BOoACTBa ¢ Pa3BUTUEM I'OCYJaPCTBEHHOIO
ammapara, ero (QyHKIHA U CTPYKTYPHI.

Hcropus  passutus.  llepuogusanyss  OCHOBHBIX — JTaloOB  Pa3BUTHUSA
JIEJIONPOU3BOJCTBA.

1

Pasznen 1. JlokymenTupoBanue

32

Tema 1.1. IlonsiTue 0 1OKymeHTax
U CII0C00ax TOKYMEHTHPOBAHUS

Conep:xanue yueOHOro MaTepuaJia

OcHOBHbBIE TIOHATHA: JOKYMEHT, HH(OpMAIHs, JOKYyMEHTOOO0POT, BXOASIIHIA
M UCXOJSAIIUN JOKYMEHT, BHEIIIHUM U BHYTPEHHUN JOKYMEHT U T.[I.

OcHoBHBIE crOCOOBI JOKyMeHTHpoBaHUs. Kiaccupukanuss JOKyMEHTHOM
MH(GOPMALIMU TI0 PA3TUYHBIM OCHOBAHHSM: IO CIIOCOOY (pUKCAIMU JOKYMEHTHOU
MH(POPMAaLIMKU, IO CPOKY XPaHEHUs, [0 CPOKY MCIOIHEHUS, MO0 Ha3HAYCHHIO, IO
conepxkanuto u 1.1. O6mepoccuiickmii knaccudukaropsl (OKY ], OKIIO) u ux
KpaTKasl XapaKTepUCTHKaA.

Wudopmannonnsie HocUTeIH. TeKCTOBbIe, rpadudeckue, (HOTOIOKYMEHTHI,
MaIIMHOYUTAEMBbIEC JOKYMEHTBI. [IoHATHE «ONeKTpOHHBIM NOKymMeHT». [Ipu3sHaku
ITOKYMEHTAa:  OpPUIMHAIBHOCTb,  IOJJIMHHOCTb,  KonuiiHocTe.  llonsAtue
MOUIMHHUKY». [loanMHHBIE © TOANOXKHBIE JOKyMeHThl. danbcupukanus
nokyMeHTOB. [lonsiTie «xonus». Bunel konuit. FOpunnyeckas cuiia KOnuu.
YHudukanus W craHaapTuzanus J0KyMeHTOB. CHCTEMBbI JOKYMEHTAlWH.
CoctaB yHU(HUIMPOBAHHBIX CHCTEM JOKyMeHTauuu. Co3naHue W BHEAPEHHE
OCHOBHBIX I10JIOKEHUN ENMHON rocy1apCTBEHHOM CUCTEMBI IEI0NPOU3BOICTBA

JlabopaTopHble 3aHATHS

HE IIPEyCMOTPEHO

IIpakTyeckoe 3ansaTue Nel
Pewenue tecto

2

KonTpoJsbHas pabora

HE IPEyCMOTPEHO

CamocrosiTesibHas pabora

CocraBieHue cxembl Ki1accupuKaIys JOKYMEHTHON nHpopManuu

2

Tema 1.2. CocrtaB peKBU3UTOB

Conep:xanue yueOHOro MaTepuaJia

2




JIOKYMEHTA. TpeboBanus K
OnaHKaM JOKYMEHTOB

I'OCT P 6.30 — 2003. PexBU3UT: HOHATHE, 3HAUCHUE.

CocraB pexBu3uToB. Criocodsr oopmienus: pekBusutoB. Gopmymsip. brnank:
MIOHSATHUE, BUBI.

CriocoOb1 pacmionoxeHusi pekBu3uTOB. [IpaBuia ohopMiIeHUS pPEKBU3HTOB
OnaHKa.

dopmatsl Oymaru u pazmep noziein. DopMyisip JOKyMeHTa.

JlabopaTopHble 3aHATHSA

HE IPEyCMOTPEHO

IIpakTnyeckoe 3ansaTHe Ne2

CocraiieHue 0J1aHKOB JOKYMEHTOB

2

KonTpoJsbHas pabora

HE IIPETyCMOTPEHO

CamocrosiTesibHas pabora

CocraBienue GopMyIsIpOB pa3IMYHbIX BUIOB OJAHKOB 3
Tema 1.3. O0mas xapakrepuctuka | CogepkaHue y4eOHOro MaTepuaJa
CTIPaBOYHO-MH(POPMAITUOHHBIX CrnpaBo4HO-UH(OPMAIIMOHHBIE JOKYMEHTHI: TOHSITHE, COCTaB, Ha3HAuYCHHE.
JTOKYMEHTOB [ToHsiTHE M BUABI CIY>KEOHBIX MUCEM, CIPABOK, JOKJIAIHBIX U OOBSICHUTEIBHBIX

3aIMCOK, aKTOB, TEJIErPAaMMBI U TeJIe(hOHOIPaMMBI. 2

JIOKyMEHTUPOBAHUE JIEATEIBHOCTU KOJUIETMAJIbHOTO OpraHa: IIOHSTHE,
3Hauenue. [losectka aus. [Iporokosn: noxsaTue, BUIBL.
[opsimok opopmIIeHHS U BBIAYM KOIIUH M BBIMHCOK JIOKYMEHTOB.

JlabopaTopHble 3aHATHS

HE IIPEyCMOTPEHO

IIpakTyeckoe 3ansaTue Ne3

Cocrasnenue u opopmiienne CU/L

4

KonTpoJsbHas pabora

HE IIPETyCMOTPEHO

CamocrositesibHas pabora

= 2
Perienue npakTHYECKUX CUTyalui
Tema 1.4. O0mas xapakrepuctuka | CogepkaHue y4eOHOro MaTepuasa
OpraHM3anMOHHO- OpraHu3alvoHHO-PACIOPSIUTENbHBIE TOKYMEHTBI: IOHATHE, HA3HAYCHUE,
PacHopAAUTEIBEHBIX TOKYMEHTOB BHJIbl. OpraHu3alMOHHbIE JOKYMEHTHI: MOJ0KEHUE, YCTaB, CTPYKTypa U IITaTHAs
YHCJICHHOCTD, I0JDKHOCTHAS MHCTPYKIIHMS, MPAaBUJIa — UX Ha3HAUYCHHUE U TIOPSIIOK 4

oopmienusi.

PacniopsiiuTenbHble JOKYMEHTBI: N3JaHHbIE EAMHOJIMYHO (ITPUKa3, yKa3aHHe,
pacrnopsKeHHE) U U3 IaHHbIE KOJUIETHAJIBHO (PELIEHNE, IOCTaHOBJICHUE) —
TIOHSITHSI, CTOCOOBI 0OPMIICHUSI.




Brimucku U3 pacnopsAUTENbHBIX JOKYMEHTOB — MOPSOK O(OPMIICHHS.
JIOKyMEHTBI TEXHUYECKOIO Ha3HAYCHMS: IUIAHBI, PEECTPBI, IUIAHIIETHI.

JlabopaTopHble 3aHATHSA

HE IIPEyCMOTPEHO

IIpakTnyeckoe 3ansaTHe Ned

Cocrasnenue u opopmiienrne OPJ

4

KonTpoJsbHas padora

HE IIPETyCMOTPEHO

CamocrosiTesibHas pabora 3
PemreHne npakTHYECKUX CUTyalun
Pasznen 2. Opranmsanus padorsl 30
¢ IOKYMEHTAMH
Tema 2.1. Opranuzanus | Conep:kanue y4e0HOro MaTepuajia
JTOKYyMEHT0000poTa VYnopasieHne W JEJIONPOU3BOACTBO. Opranu3zalnoHHbIE bopmbI
nenonpou3BoacTBa. CriocoObl paboThI ¢ JOKYMEHTaMHU.
Crayx0a TOKYMEHTAllMOHHOTO OOECIIeYeHUsl YIPABICHUS: OCHOBHBIE 3a7a4H,
($yHKINH, JODKHOCTHOW COCTaB, THUIIOBBIE CTPYKTYpHl. Permamenrarnusi paOoThl
ciyx0661 JIOVY. 4

[TpumepHbIe JOTKHOCTHBIE HHCTPYKLIUU COTPYIHUKOB ¢y k061 /IOY.

Opranuzanys JOKyMEHTOB B JI€JONpPOU3BOJACTBE.  JIOKyMEHTOOOOpOT,
JOKYMEHTOIIOTOKH, X BHJIbI, 00bEM JOKYMEHT0000poTa. OCHOBHBIC TPUHIIMITBI
OpraHu3aluu JIOKYMEHTO000pOTa. CrniocoOsl COKpAILICHUS obbemMa
nokymeHntoobopora. Kareropuu yupexxaenuii. @opMbl paboThl ¢ JOKYMEHTaAMU B
3aBUCUMOCTH OT KaTETOPUHU YUPEKIACHUS.

JlabopaTopHble 3aHATHS

HE IIPETyCMOTPEHO

IIpakTu4yeckoe 3anaTue NeS
Opranu3zanus paboThl C TOKYMEHTAMHU B YUPEXKIEHUU

4

KonTpoJsbHas pabora

HE IIPETyCMOTPEHO

CamocrosiTesbHas padora

CocTaBiICHHE CXEM ABWIXKCHUSA JOKYMCHTOB IO ITOTOKaM

3

Tema 2.2 Opranuzauusi npuéma u

Conep:xanue y4eOHOro MaTepuaJia

2




paccMOTpEeHUsI JOKYMEHTOB

O06paboTKa MOCTYMAIOMINX, BHYTPEHHUX U UCXOIAIIUX TOKyMeHTOB. [IpaBuna
NEPBUYHON O0OpabOTKM JOKYMEHTOB. I[lOpSIOK MPOXOXKAECHUS HCXOIAMIUX U
BHYTPEHHUX JIOKYMEHTOB B IPOLECCE MX IOJArOTOBKU (COCTaBIEHME ITPOEKTa
JOKYMEHTa, H3TOTOBJICHHUE, COIVIACOBAHME, IIOANHCAHHUE, YTBEPKICHUE,
peructpauusi, ornpaska). [IpaBuna paccbulku KoppecnoHaeHuuu. OTipaBka
JOKYMEHTOB IO MOYTe, MO TeleoHy, SJIEKTPOHHOH mMmouyTod. TUmbl cucTeMm
3JIEKTPOHHOU MMOYTHI.

IIpueM u copTUpOBKa JOKYMEHTOB, IIPEIBAPUTEIBHOEC PACCMOTPEHHUE;
nepeaaya JIOKYMEHTOB 0O€3 IMpeBapUTEIbHOTO PACCMOTPEHHS B CTPYKTYpPHBIC
NIO/IPa3/IeJICHNUs, Ilepeaadya JOKYMEHTOB PYKOBOJICTBY.

JlabopaTopHble 3aHATHS

HE IIPEyCMOTPEHO

IMpakTuueckoe 3ansiTue Ne6
Pa6ora ¢ CIIC KoncynsranT [1iroc

2

KonTpoJsbHasi padora

HE IIPETyCMOTPEHO

CamocrosiTesbHas pabora

CocraBieHHE CXEM JBUKEHMSI JOKYMEHTOB 110 TIOTOKAM 3
Tema 2.3. Peructpanus | Cogep:kanue yueOHOro MaTepuasa
JIOKYMEHTOB. [onsarue perucrpaumu. Llens u npuHmmMnel peructpauuu. OcoOeHHOCTH
perucTpalMy  BXOJMIIMX,  HUCXOJAIIMX WM BHYTPEHHUX  JOKYMEHTOB.
Peructpupyemsbie 1 HEPETUCTPUPYEMBIE TOKYMEHTHI. )

Wnnekcanus nokyMeHTOB. CoOCTaB HMHAEKCOB BXOMSIIMX, HCXOAALIUX MU
BHYTPEHHUX JOKYMEHTOB. IHIEKCHI paciopsaUTENbHBIX JOKYMEHTOB. MHIEKCHI
NPE/UIOKEHUH, 3asBICHUI UM Kajno0 TpaxaaH. YCJIOBHbIE 0003HAYEHUS.
Perucrpanuonnsie ¢popmsl. [IpaBuina 3anoaHeHus!.

JlabopaTopHble 3aHATHS

HE IPEyCMOTPEHO

IIpakTuyeckoe 3anaTHE N7

Perucrpanusi JOKyMEHTOB 110 ITIOTOKaM

2

KonTtpoJsbnas pabora

HE IPEyCMOTPEHO

CamocrosiTesibHas pabora

Hanucanue pedepara, cocTapieHue Npe3eHTalNN:

HcTtopuyeckoe pa3BUTHE TOKYMEHTAIIMOHHOTO 00ECIICUEeHUs YIIPABICHHUS.
ITonsiTue u cTpykrypa ciyx0s1 JJOY

.«JlenonpousBoacTeo B JIpeBHEPYCCKOM IOCYAaPCTBEY.

«IIpukasnoe genonponsBoactso XV — XVII BB.».

bl el e
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5.  «CucrteMa KOJIEKCKOrO IEIONPOU3BOJICTBAN.

Tema 2.4. KoHTpOJIb MCIOJHEHUS
JIOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

IloHsiTE KOHTPOJS HCIHOJHEHUS JOKYMEHTOB. Buabl koHTposs. 3HaueHue
KOHTPOJSL Ui OBICTPOTO M CBOEBPEMEHHOT'O HCIIOJIHEHUS JJOKYMEHTOB.
IIpuHIATIBI KOHTPOJIA.

Ilepenaua HOKYMEHTOB HCIOJIHMUTENSAM. JIBMOKEHME JOKYMEHTOB MEKIY
ucronHuTeNAMU.  JlocraBka JOKyMEHTOB. Py4HOM M aBTOMAaTU3MPOBAHHBIN
KOHTpPOJIb, HUX JIOCTOMHCTBA M HEIOCTATKU. AHAIM3 COCTOSIHMSI MCIIOJIHEHUS
JOKYMEHTOB B OpraHU3al1H.

Kaproreku. Cucremarusanus KapToyek.

JlabopaTopHble 3aHATHS

HE IPEyCMOTPEHO

IIpakTHyeckoe 3ansaTHe Ne§

KOHTpOJIB HCIIOJIHCHUS JJOKYMCHTOB

2

KonTpoJsbHas padora

HE IIPEyCMOTPEHO

CamocrosiTesbHas pabora

Cocrasienue cpaBHUTENbHOM Ta0mibl BuaIoB KU/,
Hanucanue noxnana:
1. Cocras u Bup ciryx0s1 JIOVY.

2. Pacmpenenenue 00s3aHHOCTEH B KAHLIEISIPUH. 2
3. IlpuMeHeHHE COBPEMEHHBIX TEXHOJOTHI TMpH OpraHu3anmud pabdoThl ¢
JTOKYMEHTaMH.
4. DnexTpOHHBIN TOKYMEHTOOOOPOT.
5. 3nauenue Kiaaccu(UKAUU JOKYMEHTOB M JOKYMEHTHOH MH(OpMAIIHH.
Paszpnen 3. Kanposas
AOKyMeHTaIusl, yCJ10BHA 30
XpaHeHusl.
Tema 3.1 Odopmnenue kaapooii | Comep:kaHue yueOHOro MaTepuasa
JIOKYMEHTAIMH (IOKYMEHTAIUH 110 O6ue TpeGoBaHuss K O(OPMIICHHIO KaJIpPOBBIX JOKYMEHTOB. BBl U
JITYHOMY COCTaBY). HAa3HAYCHHUE KAJPOBOIl JOKyMeHTalmu. [IpaBuiia ¥ COCTaBICHHUE TPYIAOBOTO
noroBopa. Bunel 3asBienuii no nuunomy coctaBy. CoctaBieHre U ohopMiIeHue 4

3asBJICHUI 1O JIMYHOMY cocTaBy. JInuHas kaprouka T-2. JIMUHBIA JIMCTOK IO

yu€ry kaapoB. IIpaBwia 3amonnenus. TpynoBon komekc Pd: cocras

00s13aTEeNBHBIX JIOKYMEHTOB, MPONUCAHHBIX B TpynoBom konekce PO.
[IITaTHOE pacnucaHue. 3ar0JIHEHUE IITATHOTO PACIMCAHHUS.
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Tpynosoit  norosop. IlpaBuna BHyTpeHHero pacnopsaka. IIpasuna
cocTaBieHus  Tpaduka  ormyckoB.  llomoxenue 0  IPEMHUPOBAHUH,
CTUMYJIMPYIOIIHNX JOIUIATaX U Ha/l0aBKax.

[TonoxeHne o 3amUTe TNEPCOHAIBHBIX JaHHBIX pabortHuka. Coop,
00paboTKa MEepCOHATBHBIX JTAHHBIX PAOOTHUKA

ITonoxenne o xomaHgupoBkax. JKypHaysl ydera JABUXKEHUS TPYIOBBIX
KHUXKEK

JlokanbHblE HOPMATUBHBIE aKThl, KHUTW ydera. OpraHu3alvoHHO-
[IPaBOBOM JIOKYMEHT — JIOJDKHOCTHAas MHCTpykuus. IIpaBoBoi akr —
MIOJIOKEHUE O moapasaesieHud. [lonoxenne 0 MarepuanbHOU OTBETCTBEHHOCTH.

Kuura peructpanuu TpynOBBIX JOrOBOPOB M KHUIa PETUCTPALMH
IpuKa3oB. JXKypHaisl ydyera KOMaHIUPOBOK.

JlabopaTopHble 3aHATHS

HE MPEIYCMOTPEHO

IIpakTyeckoe 3ansaTue Ne 9

CocraBnenue 1 opopMIIeHHE KaIpOBOW JOKYMEHTAIUH.

4

KonTtpoJsbHnasi pabora

HE NPEYyCMOTPEHO

CamocrosiTesibHast pabora

CaMocCTOsATEIbHOE U3YUEHHE HOPMATUBHO-IIPAaBOBOM JOKYMEHTAIMH 110 TEME

2

Tema 3.2. Benenue TpyaoBbIX
KHIDKEK

Conep:xxanue yueOHOro MaTepuaJia

[IpaBuna 3aI0JIHEHUS TPYIOBBIX KHMIKEK. OcHoBHbIE
pEerilaMEeHTUPYIOIIME JOKYMEHTBI II0  3aIOJHEHUI0 TPYHAOBBIX KHUXKEK:
MHCTPYKLUS 110 3allOJIHEHUIO TPYJIOBBIX KHMXKEK. BHeceHue 3ammceil B
TPYLOBYIO KHMKKY O IIPHUEME, IIEPEBOAEC, NPUCBOCHUHU Pa3psla, YBOJIbHEHUU
corpyanuka. Onpenenenue ctartbu TK P® npu BHeceHuM 3amucH B TPYJIOBYIO
KHUXKKY.

Bnecenne u3MeHEHMI B TPyAOBbIE KHUXXKHA. BHeceHue HCIpaBiIcHUN B
TPYIOBYIO KHW)XKY (aMWUIMK, UMEHH, OTYECTBA COTJIACHO NPEACTaBICHHBIM
JOKYMEHTaM Il M3MEHEHMs. 3amuch CChUIOK Ha JO0KyMeHThl. [IpaBuiia
M3MEHEHMS HEIPABUIIBHOM 3aIIMCU B TPYAOBOU KHHMKKE

TpynoBoii crax, HenpepbIBHBIA U oOuwil. Tpu Buaa TpyaoBOro craxa:
oOIIMii, HEMPEepPLIBHBINA, CHeNUaNbHBIN. [lepuonbl, BKIIOUYAONIUECS UM HE
BKJIIOYaromecss B TpynoBoum  crax. Ilomcder  TpynoBoro  craxa.
KoMnbroTepHbIe IPOrpaMMBl Il [TOICYETa TPYAOBOIO CTaxa

JlabopaTopHble 3aHATHS

HE IIPETyCMOTPEHO
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IIpakTnyeckoe 3ansaTue Nel(

1. 3anosHeHHE TPYAOBON KHMKKH, UCIIPABIICHNSI, BHECEHHE U3MEHEHUM.
2. lloacuer TpynoBOro cTaxka ¢ UCIOJIb30BAHUEM KOMIIbIOTEPHBIX MPOTrPaMM

KonTpoJsbHasi padora

HE IIPETyCMOTPEHO

CamocrosiTesbHas pabora

CocrapiieHHE MIPE3CHTALIMM 110 TEME

4

Tema 3.3. XpaHeHue KaJapoBOi
AOKYMCHTallUN

Conep:xanue yueOHOro MaTepuaJia

TexHuueckue mpaBwila XpPaHEHUS KaJpOBOM JOKYMEHTAalUU. XpaHEHUe
MEPCOHANBHONW  KaJpOBOM  JOKyMEHTAlMH. XpaHeHHe HH(GOpMAUU IO/
rpupom «Kondunenumansno». IlpaBunma XpaHeHHS TPYAOBBIX KHHXKEK.
VYcnoBus (U3NYECKOM COXPAaHHOCTH KaJpOBOH JTOKYMEHTAIlMHM, HWMEIOIIIE
cpoku xpaneHuss — 50 mer, 75 nmer u Oonee. KOMIOHEHTHI, BXOAsIIHE B
opranuzanuio xpaHeHus. OOopyroBaHHE KOMHAThI AJIs1 XpaHEHUs JOKYMEHTOB

Ilopsmox  nmoctyma K KaapoBOW  JOKyMeHTauuu. TpeOoBaHus,
npeabsaBisieMble K €€ 10cTyny. BHYTpEHHHMH HOpPMATUBHBIA akT O 3allUTe
IIEPCOHAIIBHBIX JTAaHHBIX paboTHHKa. OxpanHas CUTHAJIM3ALINS,
MIPOTUBOMOKAPHBIE CPECTBA B KAOWHETE KaJAPOBOM CITYKOBI.

[lonatne HomeHknatypsl Jen. CrnenuanbHbI  KiIacCU(UKAIIMOHHBIA
CIpaBOYHUK. TUIOBasi HOMEHKIIATypa Jel

CocraBnenue HoOMeHKJIaTypel aen. IlpumepHas HOMeHKnatypa Jed.
HomeHnkiatypa nen mo CTpyKTYpPHBIM MOAPA3AEICHUSAM

HopmartuBHBIE ~ OKYMEHTBI,  ONPEACISAIOIIME  CPOKH  XpPaHCHHUS.
OOpaboTka genm Juis TOCHEIYIOMIero XxpaHeHus. Jlema TOCTOSHHOTO H
JUUTeNnsHOTO (210 10 set) XxpaneHus

IIpaBuna craum NOKyMEHTOB B apxuB. lloAroroBka nen K XpaHEHHIO B
COOTBETCTBHMU C YCTAHOBJICHHBIMM TpaBuiamu. llpaBuna opopmieHus nen amis
xpaHeHus. CocTaBieHUE ONUCHU JIeN JUIsl IEpeladu B apXHUB.

JlabopaTopHble 3aHATHS

HE IIPEyCMOTPEHO

IIpakTnyeckoe 3anaTue Nell

dopmuposanue aena. OdopmiieHue nena s XpaHSHHs.

2

KonTtpoJsbnas padora

HE IPEyCMOTPEHO

CamocrosiTesbHast pabora
[TonroroBka pedeparoB uiu Npe3eHTaLUi 110 TeMe
1. OcoOeHHOCTH XpaHEHUs pa3HOTo BU/IA KaIpOBOM JOKyMEHTALIUU.

4
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2. JloxymeHTanbHbBIE (POHABI OpraHU3aIUN

3. ApXUBHBIE KOMIUIEKCHI

4. KoMmIuleKChl Hay4yHO-TEXHUYECKOH, CTAaTUCTHMUECKOM U  IPaBOBOM
uHpOpMaLnu.

5. PacrnpeneseHHbIe KOMILIEKCHI AJIEKTPOHHBIX TOKYMEHTOB.

JAudpdepennupoBaHHbIN 324€T

Hrtoro

94

VYpoBHU OCBOEHUS yU4eOHOI0 MaTepuaa:

1 — o3HaKOMUTENBHBIN (y3HaBaHUE paHEe U3YUYEHHBIX 00BEKTOB, CBOWCTB);

2 — penpoAYKTUBHBIH (BBIIIOJTHEHHUE IE€ATEIBHOCTH MO 00pa3ily, MHCTPYKIUHU WIH MO PyKOBOACTBOM);
3 — IpOAYKTUBHBIN (MJIAHUPOBAHUE U CAMOCTOSATEIBLHOE BBIMOJIHEHUE JACSITEIIBHOCTH, PELLIECHUE)

14
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3. YCJOBUS PEAJIM3AIIMYA YYESHOM JUCIUILINHBI

3.1. TpeOoBaHMs K MUHMMAJIbHOMY MaTEePHAJIbLHO-TEXHUYECKOMY 00ecIeYeHHIo

Peanmaunﬂ ImporpaMmbl TUCHUIIIINHBI «OCHOBBI ACIIOIIPOU3BOJACTBA» Tpe6yeT
HaJIU4MsI KaOMHETa HHOCTpaHHOFO A3bIKA U METOANYCCKOI'O KabuHeTa

Kaouner loKyMeHTALIMOHHOTO 00ecneYeHust 143600, MockoBcKkas 001acTh, T.
yupasJceHUA Bonoxonamck, yin. HoBo-Connarckas,
YueOHast ay TMTOPUS IJIsl IPOBEIACHHUSI 3aHATHIMA 29, ayn. 33

JIEKUMOHHOIO TUIA; 3aHATHI CEMUHAPCKOTO THUIA; 3aHATUN
MPAKTUYECKOr0 TUIIA; IS TEKYIIETO KOHTPOJIS U
MIPOMEXKYTOYHOHM aTTEeCTAI[NHN; CAMOCTOSTEIILHOU PabOThI

PaGouune mecra obyuaromuxcs; Pabodyee mecto
npenoaaBaTens; 4 pabo4nx MeCT 00y4aroIIuXCs
ocHauieHHble [IDBM ¢ nojkioueHneM K CeTH UHTEPHET U
o0ecreyeHrneM JI0CTyTa B AJIEKTPOHHYIO HH(POPMALIMOHHO-
00pa3oBaTeNbHYIO Cpey YHHUBEPCUTETA U JIEKTPOHHBIE
OMOIMOTEYHBIC CHCTEMBI.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHUE:
Microsoft Windows 7 (Ne 48235645)
Microsoft Office 2010 (Ne 61160074)

Ka0uner MeTomuueckmii 143600, MockoBckast 00/1aCTh, T.
YyeOHast ay TUTOPUS IJIsl IPOBEIACHHUSI 3aHATHIA Bomnoxkonamck, yi1. Hopo-Conatckasi,
JIEKUMOHHOTO THIIA; 3aHATHH CEMUHAPCKOTO THIA; 3AHATHH | 1 29 avy 24

MPaKTUYECKOro TUIIA; JIJIsl KYPCOBOT'O MPOEKTUPOBAHUS
(BBIIOJTHEHHUSI KyPCOBBIX PadoT); ISl TPOBEACHUS
IPYIIOBBIX U UHJIMBUIYATbHBIX KOHCYIbTAIIUMN; JJIs
TEKYIIEro KOHTPOJIS U MPOMEXYTOUHON aTTeCTAllUN

PaGouune mecra obyuaromuxcs; Pabodyee mecto
npenonasatens; [Ipoekrop nepenocuoit; HoytOyk; DkpaHn;
Knaccuas nocka; YueOHO-HAMISAHBIC TTOCOOHS.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHUE:
Microsoft Windows 7 (Ne 48235645)
Microsoft Office 2010 (Ne 61160074)
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3.2. AH®OOPMALNOHHOE OBECIHHEYEHUE OBYYEHUSA
OcHoBHas JquTEpaTypa

1. BemkypoBa, A. b. OcHOBBI Aenonpou3BojAcCTBa: ydyeOHOEe mocoOue s
CTYJIEHTOB cpefHero npodeccuoHanbHoro odpaszosanus : [12+] / A. b. Bemkyposa. —
Mockga ; bepnun : dupekr-Menua, 2020. — 245 c. : ui., Tadn.

2. HenonpousBoactBo : yueOnuk / T.A. beikoBa, JI.M. Bsamosa, HO.M.
Kyxkapuna, JI.B. Cankuna ; mon o6ur. pea. goi. T.A. beikoBoit. — 4-e u3a., nepepad. u
non. — Mocksa : UHOPA-M, 2021. — 393 c. + [lon. maTepuansl.

3. Eropos, B. I1. /lenonpou3BoACTBO U PEXUM CEKPETHOCTU : YUEOHHK IS
cno / B. II. Eropos, A. B. CnunbkoB. — Cankr-IlerepOypr : Jlans, 2021. — 312 c.

JlonoJIHUTeIbHAS JTUTepaTypa:

1. beikoBa, T. A. JIoOKyMEHTallMOHHOE OO€CleueHue  yIpaBICHUS
(menompoun3BoicTBO): yueOHoe nocodue / T.A. boikoBa, T.B. Ky3uenosa, JI.B. Cankuna
; mox ooul. pea. T.B. Ky3nenosoii. — 2-e uzn., nepepad. u gon. — MockBa: UTHDOPA -

M, 2021. — 304 c. + Jlon. marepuansl [OnekTpoHHbI pecypc]. — (Cpennee
npodeccruoHanbHOe 00pa3oBaHuE).
2. KupcanoBa, M. B. Kypc aenonpou3BoACTBa: JTOKYMEHTAIMOHHOE

obecnieueHue ynpasieHus : yueoHoe nocoodue / M.B. Kupcanora, FO.M. AkceHoB. — 6-
€ usa., ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c¢. + [Jon. maTepuansl
[OnexkTpoHHBIN pecypc].

3. [TaBnoBa, P. C. [Ienonpoun3BoacTBO B paboTe KaJpOBOMl CIIyKObI : yueOHOe
nocobue ang crno / P. C. I1aBnoBa. — Cankrt-IletepOypr : Jlanb, 2021. — 328 c.
4. [TaBnoBa, P. C. Jlenonpon3BoaCcTBO MO OOpanieHUsIM IpaxiaH : yueOHoe

nocobue ang crno / P. C. I1aBnoBa. — Cankrt-IletepOypr : Jlanb, 2021. — 280 c.

HNuTepHeT-pecypesl:
1. http://znanium.com/OQOO snekTpoHHO-OubIMOTEYHas cuctema "SHAHUYM"

2. https://e.lanbook.coom/ OOO M3znarensctBo «JIAHDbY
3. http://biblioclub.ru/ OBC «YHuBepcuTerckas OuOIMOTEKA OHIANH
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS JUCHUIT/IMHbI

KoHTpOoJIb M OLleHKA pe3yIbTaTOB OCBOCHHMSI IUCLMILIMHBI OCYLIECTBIISAETCS IIPENOIaBaTEIIEM B
nporecce MPOBeICHHs MPAKTUYECKUX 3aHATHI U TaOOpaTOPHBIX padoT, TECTUPOBAHMUS, & TAKKE
BBITTOJIHEHUS 00YYaIOLIMMHCS UHINBUAYAIbHBIX 33/1aHUH, TPOEKTOB, UCccae0BaHuN. [IpoMexyTouHast
aTTecTanus ocymecTBisercs B popme nuddepeHUHpPOBAHHOTO 3a4éTA.

Pe3yabTaThl 00yueHus @opMBbI M METOAbI KOHTPOJISI U OLIEHKHU
(ocBOeHHBIE YMEHHsl, YCBOEHHbIE 3HAHUS) pe3yJabTaToB 00y4eHMsI
1 2
OOyyarommiicst 10J5KeH YMeTh:
- 0OPMIIATH pa3IMyHbIC BUJIBI TUCEM OKkcrepTHash ~— ONEHKa  yCTHBIX U

NUCBMEHHBIX ~ OTBETOB  BO  BpeMs
ayJIUTOPHBIX M BHEAYIUTOPHBIX 3aHATHUH
(npu paspelieHnn POOIEMHBIX
CHUTYaIMid, IPU PEUICHUH CUTYAI[HOHHBIX
3a7a4, NpU TOATOTOBKE M YYacTHH B
CEeMUHApax, BBINOJHCHUHA ¥  3allUTe
NPAaKTHYECKUX PadOT, TMPH IOATOTOBKE
pedeparos, JTOKJTaJIOB u T.J1.);
CaMOCTOSITeJIbHAsI paboTa.

- OCYLIECTBJISITh JOKYMEHTHPOBAHHE OPraHU3allMOHHO- DKCIIEpTHAasE  OIGHKAa  YCTHBIX  H

pacropsIUTeIbHOMN NeATETbHOCTH YUPEKICHUS NUCBMEHHBIX ~ OTBETOB  BO  BpeMs
ayJUTOPHBIX M BHEAYJUTOPHBIX 3aHATHNA
(npu paspelieHnn POOIEMHBIX

CUTyaluil, NPU PEUICHUU CUTYyalMOHHBIX
3a1a4; INpU IOATOTOBKE M YYacTUH B
CEMUHApax, BBIIOJHECHUM U  3allUTE
IIPAKTUYECKUX padoT, NpU NOATOTOBKE

pedeparos, JOKJTaJIOB u T.J1.);
caMoCTOsITeNIbHAs PaboTa, KOHTPOJIbHAS
pabora.

OO0yuyarommiicsi 10J17KeH 3HATh:
- OCHOBHBIE CBEJICHUS U3 UCTOPUU JCIOMPON3BOICTBA | DKCIIEPTHAsE ~ OIEHKA  yCTHBIX U
MUCbMEHHBIX ~ OTBETOB  BO  BpeMs
ayJIMTOPHBIX M BHEAYIUTOPHBIX 3aHATHMA
(npu paspelieHuu MPOOJIEMHBIX
CUTYallui, IPH PEIICHUN CUTYaIMOHHBIX
3a/a4; MpU IMOATOTOBKE U yYacTUU B
CEMHUHApax, BBIMOJTHCHUA W  3alIUTe
MPAKTUYECKUX padoT, MPU TMOIATOTOBKE

pedeparos, JTOKJIaJIOB " T.J1.);
caMocTosTellbHass paboTa, KOHTPOJbHAsS
pabora.
- o0mue TOJIOKEHUST TI0 JIOKYMCHTUPOBAHUIO | DKCIIEpTHAasE ~ OIGHKA  yCTHBIX  H
YIPaBICHYECCKOM JACATEIILHOCTH NUCBMEHHBIX ~ OTBETOB  BO  BpeMs
ayJIUTOPHBIX M BHEAYIUTOPHBIX 3aHSATHUN
(npu paspelieHnn POOIEMHBIX

CUTyalUil, IPU PELICHUU CUTYyalUOHHBIX
3ajad4, IpU IOATOTOBKE U Yy4acTUM B
CEMUHAapax, BBIIOJHEHUM U  3allUTE
IIPAKTUYECKUX padoT, NpU NOATOTOBKE
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pedeparos, JTOKJIaJIOB " T.J1.);
CaMOCTOsITeNIbHAS PaboTa, KOHTPOJIbHAS
pabora.

O T[pUEME, YBOJbHECHUHU,
KHWXKH, JINYHbIE KAPTOUKHU

- BUJBI JJOKYMEHTOB: TPYJOBbIE KOHTPAKTHI, IIPUKA3bI
IEPEBO/E,

TPYIOBbIE

OkcnepTHas OLIECHKa  YCTHBIX W
NUCBMEHHBIX ~ OTBETOB  BO  BpeMs
ayJIUTOPHBIX M BHEAYIUTOPHBIX 3aHSATHUN
(npu paspelieHuu MPOOJIEMHBIX
CHUTYaIMid, IPU PEUICHUH CUTYAI[HOHHBIX
3a7a4,; NPy TOATOTOBKE W YYacTHU B
CEeMUHApax, BBINOJHCHUHA ¥  3allUTe
NPaKTHYECKUX PadOT, TMPH IOArOTOBKE
pedeparos, JTOKJTaJIOB u
T.JI.);CaMOCTOSITEIIbHAS pabora,
KOHTpOJIbHast paborTa.

CDOpMBI U MCTOJbI KOHTPOJIA W OLCHKHU PE3YJILTATOB 06y‘-ICHI/I$I JOJDKHBI ITO3BOJJIATH

OpoBEpsATH Yy  OOydYaromuxcs
po¢deCCUOHAIBHBIX KOMIETEHIIUM.

pa3BUTHE

oOumx 1  cPOPMUPOBAHHOCTD

Pe3yabTarhl
(0cBOCHHBIE 0BIIHE OcHoOBHBIE OKA3aTeJIN OLIEHKH ®opMBbI U METOABI
pe3yJbTarTa KOHTPOJISI M OLleHKH
KOMIIETEeHIIHH)
OK 1. [lonumats | Onpenensier  Omwkaimme M | DKCHEepTHOE HAOMIOIEHUE U OLIEHKA
CYUIHOCTh U COLMANIbHYIO | KOHEYHbIC J>KU3HEHHBIC IIEJIH B | JCSATEIBHOCTH  OOydYaloUIMXCsS B
3HAYMUMOCTh  Oyayimei | npodeccrnoHaIbHON IIPOLIECCE OCBOEHUS POTrpamMMBbl
npodeccuu, MPOSBIAThH K | ACATEIBHOCTH; ONpeNeiseT IMyTH
HEU YCTOMYMBBIN | peaJIM3alUU KU3HECHHBIX IUIAHOB;
UHTEpEC onpezaenser MEPCIIEKTUBBI
TPYLOYCTPONCTBA.
OK 2. OpranusossiBath| JleMoHCcTpanus OpraHu3anuy | JDKCIIepTHasl OLEHKAa YCTHBIX H
COOCTBEHHYIO COOCTBEHHOM JESTEIIbHOCTH, | IUCbMEHHBIX OTBETOB BO BpeMs
NeSITeIbHOCTh, UCXOJS M3| UCXOAs M3 LENH M CIOCOOOB €€ | ayIUTOPHBIX M BHEAYJTUTOPHBIX
HeJIM W CIOCO0OB  €e| TOCTH)KEHUS 3aHATUN (npu paspelieHnn
JOCTUKEHMSI, NpOOJEeMHBIX — CUTYaIHi, npu
OIIpeEIEHHBIX pELIEHNN CUTYallMOHHBIX 3ajad,
PYKOBOJUTEIIEM. IIPY y4acTUU B JIEJOBBIX HIPax;

npu MnoAroToBKE U Yy4aCcTum B
CCMHUHAapax, BbIMNOJIHCHUN U 3alIUTC

MIPAaKTHUYECKUX paobor, pu
MOJITOTOBKE pedepaToB, TOKIAI0B
U T.J.);

OK 3. AmnanusupoBatb

[Iporuo3upyet pe3yJbTaTbl

OKcnepTHas OLEHKAa YCTHBIX H

pabouyto CUTYAIUIO, | BBIIIOJIHCHUS JACSITEILHOCTH B MMUCbMEHHBIX OTBETOB BO BpEeMs
OCYIIECTBIISATh TEKYIIWH | COOTBETCTBUU C LIETIBIO; ayJIMTOPHBIX W BHEAYAUTOPHBIX
U UTOTOBBIA KOHTpPOIIb, | — pa30MBAET MOCTABICHHYIO 3aHATHI (npu paspeleHun
OLICHKY ¥ KOPPEKLHIO | Ie]b Ha 3aJIa4u, TOA0upast U3 NpOOJIEeMHBIX  CUTyallud,  [pHu
COOCTBEHHOU YHCJia U3BCCTHBIX TEXHOJIOI'UAU peuiCcHUU CUTYAILIMOHHBIX 3aJad4;
JIEATEIIbHOCTH, HECTHU | (JIEMEHTBI TEXHOJIOTH), Ipy TIOATOTOBKE U YYacTUU B
OTBETCTBEHHOCTD 33 | MO3BOJISIONINE PEIIUTh KAXKTYIO CEMHUHApaXx, BBIMIOJTHCHUN H 3alIUTE
PE3YJIBTATHI CBOEH | u3 3ajad4; MPAKTUIECKUX pabor, npu
paboThI —  BBIOMpaeT crocod MOJATOTOBKE pedeparoB, TOKIAIOB
(TeXHOJIOrUI0) pellleHus 3aauu B | U T.JL.);
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COOTBETCTBHUH C 3aalPbIMu
YCIOBHUSIMU M UMEIOIIMMUCS
pecypcamu;

—  BBICTPaWBacT IUIaH
(mporpamMmy) I€ATEIBLHOCTH;
— moxdupaer pecypcehl
(MHCTpYMEHT, HH()OPMAITHIO U
T.II.) HEOOXOJIUMBIC JIJIst
pelIeHUs 3a/1a4H;

— OLICHUBAECT pe3yJIbTaThl CBOCH
JESITeIbHOCTH, UX

3¢ (HEeKTHBHOCTH M KAY€CTBO

OK 4. OcyuecTsisars JleMoHCTpanus MOUCKA | DKCHEPTHAsI OILIEHKA YCTHBIX W
MOUCK uHpopManuy, | HCOOXOIMMON  MH(pOPMALMK U3 | IUCBMEHHBIX OTBETOB BO  BpEMA
HEOOXOIUMOI JUIs | Pa3IMYHBIX MCTOYHMKOB BKJIIOYAs | AyJMTOPHBIX M  BHEAYIUTOPHBIX
5 PeKTUBHOTO 3JIEKTPOHHBIE. [IpaBuibHO | 3aHATHI (npu paspelieHun
BBITIOTHEHUS OLICHMBAET BO3MOXKHbIE PUCKHU: NpOOJEMHBIX — CUTYaIHi, npu
npodeccHOHATBHBIX - HaxOQUT MYTH  PEUICHHUS | PEUICHWH CHUTYallMOHHBIX 3374,
3amau npobeM. B T.4. B HECTAHIAPTHBIX | IPU Y4YacTUU B JENOBBIX HIpPax;
CUTYyaIUsAX IpU TOATOTOBKE M YYacTUU B
-TIPOSIBIISIET CEeMMHAPAaX, BBIITOJHEHUH U 3aIINUTE
CTPECCOYCTOMYUBOCTD B | IPAKTUYECKUX paobor, pu
HECTaHIAPTHBIX CUTYaIHSX. MOJITOTOBKE pedepaToB, OKIAI0B
U T.J.);
OK 5. MHcnonb3oBats | JleMoHcTpanus oopmienus | DkcriepTHas OLEHKAa YCTHBIX U
MHPOPMAIIMOHHO- pe3yJabTaTOB  CaMOCTOSATENBHOM | MMCBMEHHBIX OTBETOB BO BpEMs
KOMMYHUKAI[HOHHBIE paboThI " NPOCKTHOHM | ayAUTOPHBIX ¥  BHEAYAUTOPHBIX
TEXHOJIOTHH B | ICATEIBHOCTH C HMCIIOJIb30BAaHUEM | 3aHSATHMA (ipu pasperieHnu
npodeccuoHaTbHON HKT NpoOJeMHBIX ~ CHUTyaluil,  NpHu
JeSITeTbHOCTH. pelICHNH CHUTYAIlMOHHBIX 3ajad;
OpU TOATOTOBKE M YYacTUU B
CEeMMHAPAaX, BBIITOJHEHUH H 3aAIINUTE
MIPAaKTHUYECKUX paobor, pu
MOJIrOTOBKE pedepaToB, TOKIAI0B
U T.J.);
OK 6 PabGorare B | B3aumopeiicTBue c | OkcniepTHasi OLEHKAa YCTHBIX H
KoMaHzae, J(PQPEKTUBHO | 00yUAIOIUMHUCH, MUCbMEHHBIX OTBETOB BO BpEMs
00IIaThCs € KOJUIETaMH|, | MPEeroiaBaTesIs MU B XOJIe | ayIUTOPHBIX W  BHEAYJIUTOPHBIX
PYKOBOJICTBOM, o0ydeHusl. OueHUBaeT | 3aHATHI (npu pa3pelieHuu
KIIMCHTaMH. pe3yabTaThl CBOCH NEATEIBHOCTH | MPOOJIEMHBIX  CHTyalud,  TOpHU
B KOMaHse, uxX 3(pQeKTUBHOCTD M | PEIICHUH CHUTYallMOHHBIX 3a7ay;
KauyeCTBO. OpU TOATOTOBKE M YYacTUH B
CEeMMHAPAaX, BBIITOJHEHUH H 3aAIINUTE
MIPAKTHUYECKUX paobor, pu
MOJrOTOBKE pedepaToB, TOKIAI0B
U T.J.);
OK 7 Ucnonnsate | leMOHCTpalsi TOTOBHOCTH K | DKCIEPTHOE HAOJIOICHUE U OLIEHKA
BOMHCKYIO UCTIOJTHEHUIO BOMHCKOH | Ha ayJUTOPHBIX U BHEAYAUTOPHBIX
00s13aHHOCTH*(2), B TOM | 00SI3aHHOCTH 3aHATHUSAX.

quclie C TPUMEHEHUEM
MOJTy9CHHBIX
podecCHOHATBLHBIX
3HaHUM (J17151 FOHOUIEH)
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PesyabraTsl
(ocBOEHHBIE OcHoBHbIE MOKa3aTeIn ®opMBI U METOABI
npogeccnoHaJIbHbIE OLICHKH pe3yJbTaTa KOHTPOJISI M OLleHKH
KOMIIETEHIMH)

IIK 1.1. ITpunumats u YMeHue NpUHUMATD U DKcnepTHOE HAOJII0IEHUE U OLIEHKA
pEruCTpUpPOBAThH PErUCTPUPOBATH MOCTYNAOILYIO | AESITEIBHOCTH 00yYarOIUXCs B
MIOCTYHAIOLIYIO KOPPECIOH/ICHIIMIO, HAMPABJIATh | MPOLECCE IPOBEACHUS
KOPPECIOHICHIHIO, €€ B CTPYKTYpHbIE IIPAKTUYECKHUX 3aHSATUH.
HaIpaBJIATh €€ B [10/Ipa3/IeJICHUs] OpraHU3aL1H.
CTPYKTYpHBbIE
M0/Ipa3/iesICHUs
OpraHM3alHu.

IIK 1.2. PaccmaTpuBath
JOKYMEHTBI U NIEpe1aBaTh
UX Ha UCIIOJIHEHUE C
YUETOM PE30JIIOLUU

YMeHue n3ydarb JOKyMEHTHI U
repelaBaTh X HA UCIIOJHEHUE C
Y4ETOM PE30JIFOLUU
PYKOBOJIMTENEN OpraHU3aluu

DKCnepTHOE HAaOII0ICHUE U OLICHKA
JESTEIbBHOCTH 00y4aroImxcs B
IIpoLecce NPOBEACHUS
MIPAaKTUYECKUX 3AHATUH.

PYKOBOAUTEIIECH

OpraHM3alHH.

1K 1.3. Opopmnare Ymenue opopMIsTh DKcnepTHOE HAOJIIOIEHUE U OLIEHKA
perucTpanoHHbIe pEerUCTpalMOHHBIC KAPTOYKU U | ACSATEIBHOCTH O0YUarOIIUXCS B

KapTOYKH U CO3/1aBaTh
OaHK JTaHHBIX.

co3aaBaTh OAHK TaHHBIX.

IIPOLIECCE POBEACHHUS
IIPAKTUYECKUX 3aHATUM.

[IK 1.4. Bectu kaproTexy
y4eTa MpOXOKIACHUS
JIOKYMEHTAIbHBIX
MaTEepUaJIOB.

YMeHHe BECTH KapTOTEKy ydeTa
IIPOXO0XKICHUS TOKYMEHTAIIBHBIX
MaTEPHUAJIOB.

DKCnepTHOE HAaOII0ICHUE U OLICHKA
JESATEIIbHOCTH 00YJarOIINXCs B
nporecce

MIPOBEJICHUS MPAKTHYECKUX
3aHSITUH.

[IK 1.5. OcyuecTBasTh
KOHTPOJIb 32
MIPOXOXKICHHEM
JIOKYMEHTOB.

YMeHue oCyecTBICHUS
KOHTPOJIA 32 MPOXOXKICHUEM
JIOKYMEHTOB

DKCnepTHOE HAOII0ICHUE U OLICHKA
JESATEIIbHOCTH 00YJarOIINXCs B
npoiecce

MIPOBEJICHUS MPAKTHYECKUX
3aHSITUH.

IIK 1.6 OtnpaBists
HCIIOJIHCHHYO
JOKYMEHTALUIO afgpecaTaM
C IPUMEHEHUEM
COBPEMEHHBIX BUJIOB
OpraHu3alMOHHOMN
TEXHUKH.

YMeHue OTIpaBIIsTh
HCIIOJIHEHHYIO JIOKyMEHTALINIO
azpecaraM ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB
OpPraHu3allMOHHON TEXHUKH.

DKCnepTHOE HAaOII0ICHUE U OLICHKA
JESTEIbBHOCTH 00y4aroImxcs B
IIpoLecce NPOBEACHUS
MIPAaKTUYECKUX 3AHATUH.

IIK 1.7. CocTaBasts u
oopMIIATE CITy)KEOHbBIE
JOKYMEHTBI, MATEPHUAIIBI C
MCIOJIb30BaHUEM
(hOpMyIISIpOB IOKYMEHTOB
KOHKPETHBIX BUJIOB.

YMeHue coCTaBIsITh U
oopMIIATE CiTy)KeOHbBIE
JOKYMEHTBI, MATEPHUAIIBI C
HCIOJIb30BaHUEM (hOPMYIISIPOB
JTIOKYMEHTOB KOHKPETHBIX
BH/IOB.

DKCnepTHOE HAOIIOICHUE U OLICHKA
JESTEIbHOCTH 00y4aroIuxcs B
IIpoLEecce NPOBEACHUS
MIPAKTUYECKUX 3aHATUH.
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5. MPUJIOKEHUE

K padoueii nporpaMme JMCUMILIMHbI

IlinanupoBaHue y4eOHbIX 3aHATHH € HCI0/b30BAHUEM AKTHBHBIX M
HHTEPAKTUBHBIX (OpPM U MeTOI0B 00y4YeHHsI 00yIAIOLIUXCH

AKTHBHbBIE U

Koasbl
Ne HHTEPAKTHUBHBIE
Tema y4yeOHOro0 3aHATHUS dpopmupyembIx
n/n (¢opMbI U MeTOABI N
KOMIIeTEeHIIH I
o0yueHust
1 Opranuzanuys npuéMa 1 pacCMOTPCHUS IOKYMCHTOB MurepakTupHas OK.1; OK.6;
P LA P P per IOKY JIeKIHS TK.1.1-TIK 1.7
2 dopmupoBanue u 0HOpMIICHHUE JIET Komnbiorepras OK.2; OK.5IIK
PMHp p A CUMYJISALIUS 1.1, IIK.1.7
OdopmneHne KaapoBOl JOKYMEHTAIIUN HNutepakTuBHas OK.1;
3 JIEKIIUS, OK.5;0K.6;
Komnerorepnas IIK.1.2, TIK.1.2;
CUMYJISILUS I1K1.5; [IK 1.7
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6. JHUCT PETUCTRPAIIMA U3SMEHEHHAI

No Coneprxkanre U3MEHEHUS PexBuzuThl ara
o/ JIOKyMEHTa BBEJICHUS
00 yTBEpXAECHUU | W3MEHEHUs
VU3MEHEHHUS
1 | YtBepxaeHa u BBelEcHA B JICMCTBHE PELICHHEM YUYEHOTO [Iporokon
Eﬁ];(ﬁ:;&;»@l‘BOY BO «MI'VTY um. K.I'. PasymoBckoro SaCJﬁiga:m 01.09.2020r.
ot «02» mapta
2020 r.
2 | AkTyanu3upoBaHa C y4€TOM pa3BUTHS HAyKH, KYyJbTYpBI, [Iporokon 30.08.2021r.

HSKOHOMHKH, TEXHOJIOTUI U COLMAIbHOM cephl U BBEICHA B
neiicteue pemeHueM YueHoro cosera OI'BOY BO
«MI'YTY um. K.I'. Pazymosckoro (ITKY)»

3acenanus Ne 1
oT «30» aBrycra
2021 r.
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