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1. IACIIOPT PABOYEH IMTPOTI'PAMMBbBI MEXKJIUCIITUILIMHAPHOTI'O
KYPCA

1.1. ObJsiacTh NpUMeHeHus1 padoyeil MporpaMMsl

Pabouasg nporpamMmma MEXIUMCUMIUIMHAPHOTO Kypca SBISETCS YacThIO
pOrpaMMbl  TOJTOTOBKM  KBaIM(UUUPOBAHHBIX pabO4MX, CIyXalluX B
cootrBeTcTBUU ¢ PI'OC mo mpodeccun CIIO 46.01.03 «Jlenonpous3BoAUTENbY,
pa3paboTaHHON B MOCKOBCKOM 00JIACTHOM Ka3aybe€M MHCTUTYTE TEXHOJOTHI U
yopasienust (¢pumman) DOI'BOY BO  «MOCKOBCKHH  TOCYNapCTBEHHBIN
YHUBEPCUTET TeXHOJNOrui u ynpaBieHuss umenu K.I'. PazymoBckoro (IlepBbrit
Ka3a4uuil yHUBEpCUTET)» (Hanee — puauan).

N3yuenne  MEXIUCHUIUIMHAPDHOTO  Kypca  «JloKyMeHTalHMoHHOe
oOecrieyeHne NesATeNbHOCTH OpPraHu3aluiy OOy4YaroIIUMHCS ¢ OrPaHUYEHHBIMU
BO3MOXHOCTSMHM  37I0POBBbSl OCYIIECTBIIIETCA B COOTBETCTBUM ¢ Ilpukazom
MunucrtepctBa obpazoBanusd U Hayku PD ot 9 Hos0psa 2015 r. Ne 1309 «O6
yTBepxkaeHun Ilopsaka obOecrnieueHus: yCIOBUM JOCTYIMHOCTH JAJII MHBAJIHUIOB
O00BEKTOB M NPENOCTABISIEMBIX YCIyr B cepe oOpazoBanus. IIpenocraBienue
CHEIUAIbHBIX  TEXHUYECKUX  CPEACTB  OOy4YeHUs  KOJUIEKTUBHOIO  H
MHAWBUAYAIbHOIO TOJB30BaHUS, MOJ00pP M pa3paboTKa y4yeOHBIX MaTepHUajoB
U1 00YYaIOIIHUXCSl ¢ OTPAHUYEHHBIMU BO3MOXHOCTSAMM 3[J0POBbSI MPOU3BOIUTCS
NpenojaBaTesIMd €  Y4€TOM HWHAUBUAYAJIbHBIX  NCUXO()U3HMOJOTHYECKUX
0ocoOeHHOCTEH OO0yvarolmuxcsi U CHeHU(PUKA NpHeMa- Iepeaadnd y4deOHOM
uHpopmaru. C  oOyyaroUUMUCS O  UHAUBUAYAJIBHOMY IUIAHY U
WHAUBUAYAJbHOMY Tpa@uKy MpPOBOAATCS HMHAMBUAyaJbHbIE 3aHATHS U
KOHCYJIbTallUU.

1.2. Mecro MIK B cTpyKType MNpOrpaMMbl  IOATOTOBKH
KBAJIM(PUIMPOBAHHBIX PA00YHX, CIYKALMX

Hucuummaa MJIK 1.1 JJoxyMeHTarmoHHOe oOecreueHue AesiTeIbHOCTU
OpraHU3alid OTHOCUTCS K MPOGEeCCHOHAIBHOMY MOJTYJIIO MPOTPaMMbI MOJITOTOBKU
KBIU(PUIIMPOBAHHBIX pabOUUX, CIyKalIUX

1.3. Hean m 3apaum M/IK — TpeOoBaHusi K pe3yjbTaTaM OCBOCHUS
AUCHMITHHBI

O0s3aTenbpHast 4acTh.
C menmpr0  OBNANEHUS  YKa3aHHBIM  BHJIOM  JICATCIBHOCTH |
COOTBETCTBYIOIHUMH TMPOGECCUOHANHHBIMA KOMIICTCHIIMSAMU OOYJArOIIHICS B
X0/JIe OCBOCHHSI TPO(HECCUOHATHHOTO MOTYJISI TOJDKEH:
HMeTh MPAKTUYECKHIi ONbIT:
- TOKYMEHTAIIMOHHOTO 00ECIIeUeHUs AeATEIHHOCTH OpPTraHu3aIluu




YMeTh:
- IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH NOCTYIAIOIIME TOKYMEHTHI,
- MPOBEPSITH MPABUIBLHOCTb O(DOPMIICHHUS IOKYMEHTOB;
- BECTU KapTOTEKY y4eTa MPOXOKIACHUS JOKYMEHTAJIbHBIX MaTEPUAJIOB.
3HATDb:
- OCHOBHBIE MOJIOKEHNS ENMHON roCy1apCTBEHHOM CUCTEMBI IEJIONIPOU3BOJICTBA;
- BUJIbI, PYHKIIMH TOKYMEHTOB, ITpaBUJia UX COCTaBIEHUS U OPOPMIICHHUS;
- OPAJIOK IOKYMEHTUPOBaHUS UHPOPMAIMOHHO-CITPABOYHBIX MATEPHUAJIOB;
- MpaBuJIa JAEJIOBOTO ATUKETA U JIETTOBOTO OOIICHUSI.

BapuaTtuBHas 4acTb.

C LICJIBIO OBJIAJICHUS  yKa3aHHBIM BUJIOM JICSITCIILHOCTHU u
COOTBETCTBYIOIIMMU MPOGECCHOHAIBHBIMU KOMIIETEHIIUAMHU OOydYaromuiicss B
X0J1€ OCBOCHHUS TPOPECCUOHATHEHOTO MOTYJIS TOJIKEH:

HMETh IPAKTUYEeCKHH ONbIT:

- IOKYMEHTAIlMOHHOT'0 00ECIeUeHHUs NCSITEIbHOCTH OpraHu3aluu

YMeTh:
- IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH NOCTYIAIOIIME TOKYMEHTHI,
- MPOBEPSITH MPABUIBLHOCTb O(DOPMIICHHUS IOKYMEHTOB;
- BECTU KapTOTEKY y4eTa MPOXOKIACHUS JOKYMEHTAJIbHBIX MaTEPUAJIOB.
3HATDb:
- OCHOBHBIE MOJIOKEHUSA EMHON roCcy1apCTBEHHON CUCTEMBI AEIOIPOU3BOICTBA;
- BUJIbI, PYHKIIMM TOKYMEHTOB, ITpaBUJia UX COCTaBICHUS U OPOPMIICHHUS;
- OPAJIOK IOKYMEHTUPOBaHUS UHPOPMAIMOHHO-CITPABOYHBIX MATEPHUAJIOB;
- MpaBuJIa JAJIOBOTO ATUKETA U JIETTOBOTO OOIICHUSI.

B mpomecce OCBOCHHS IUCIUILIMHBI y OOYYarONUXCS OJDKHBI OBITH
chopmupoBanbl 06mue kommnereHiuu (aainee - OK):

Kon HaumeHoBaHue pe3ysbTaTa 00y4eHus

OK 1 |IloHuMarh CyuiHOCTh W COLMANBHYIO 3HAYMMOCTH CBOEH Oymymieit
npodeccuu, NposIBIATh K HEW YCTOMUMBBINA HHTEPEC.

OK 2 | Opranu3oBbIBaTh COOCTBEHHYIO AESTEIBHOCTb, MCXOAS M3 LEIU U
CIIOCOOOB €€ TOCTHIKEHUS, ONIPEAEICHHBIX PYKOBOIUTEIIEM.

OK 3 | AHanu3upoBaTh pPabOYyl0 CHUTYyalMI0, OCYIIECTBIATh TEKYIUUHA U
UTOTOBBI  KOHTPOJIb, OLEHKY M  KOPPEKIHUI  COOCTBEHHOMN
JESITENIbHOCTH, HECTU OTBETCTBEHHOCTh 3@ PE3YJIbTATHI CBOEH paOOTHI.

OK 4 | OcymecTBisTh MIOUCK uH(opmaruu, He00X0 MO IS
3¢ (PEeKTUBHOTO BHINOJHEHHSI MPO(dECCHOHANIBHBIX 33/1a4.

OK S5 | Ucnonb3oBath MHPOPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMH B
poheCCUOHAIBHON JIEATEIbHOCTH.

OK 6 PaGotate B koMmannme, 3¢GdexkTuBHO 0O0IIAThCA C KOJUIETaMu,
PYKOBOJICTBOM, KJIMEHTAMH.




OK 7 | HcnonHATh BOMHCKYIO OOSI3aHHOCTh, B TOM YHUCJE C NPUMEHEHUEM
MOJIYYEHHBIX TPO(EeCCHOHATBHBIX 3HAHUM (/151 FOHOILIEH).

Copnepxxanne MJIK opueHTHpOBAHO Ha MOATOTOBKY OOYYAIOMIMXCS K OCBOCHMIO
MpO(ECCUOHATIBHOTO MOJYJIsI TPOrpamMMbl MOJATOTOBKM KBadU(UUHUPOBAHHBIX
pabounx, cayxammx no mpodeccun CIIO 46.01.03 «JlemonpousBoguTensy u
oBJaJicHUI0 npodeccuoHanbHbIMU KoMmneTeHusIMu (aanee - [TK):

Kog HaumeHnoBaHue pe3ysbTara 00yuYeHHUs
[IK 1.1 | [IpuHMMaTh M PETUCTPUPOBATH MOCTYIMAKOLIYI0 KOPPECIOHIAEHIHIO,
HAIIPaBJISITh €€ B CTPYKTYPHBIE MOIPA3ACIICHUS] OPTaHU3ALIHH.
I[IK 1.2 | PaccMaTtpuBaTh JOKYMEHTBI M IE€pElaBaTb WX HA HCIOIHEHUE C
YYETOM PE30JIIOLUH PYKOBOJINUTENCH OPTaHU3ALMH.
IIK 1.3 | OdopMiisATh perucTpalliOHHbIE KAPTOUYKHU U CO37aBaTh OaHK JaHHBIX.
IIK 1.4 | Bectu KapTOTEKY y4eTa MPOXOKIACHUS JOKYMEHTAIBHBIX MAaTEPUAIIOB
IIK 1.5 | OcymecTBasiT KOHTPOJIb 3a MPOXO0KICHUEM JOKYMEHTOB.
I[IK 1.6 | OTnpaBiisTh HCIOJHEHHYIO JOKYMEHTALIUIO aJipecaraM C
IIPUMEHEHUEM COBPEMEHHBIX BUJOB OPraHU3allMOHHON TEXHUKHU
I[IK 1.7 | CoctaBasite U OQOPMIATH CIy>KEOHbIE JOKYMEHTBI, MaTepHabl C

HUCIIOJIB30BaHHUEM q)OpMy.TIﬂpOB AOKYMCHTOB KOHKPETHBIX BUIOB.

1.4. Koanm4yecTBo 4yacoB Ha ocBoenue M/IK

MakcumanbHON yueOHOH Harpy3ku oOyuatomierocst 484 yacoB, B TOM YHUCJIE:

— 00s13aTenbHON ayIUTOpPHOM y4eOHOM Harpy3ku oOywaromerocs 326
9JacoB;

—  CcaMOCTOSITeNbHOM paboThl oOyyaromerocs 158 yaca.



2. CTPYKTYPA U COAEP KAHUE MJIK

2.1. O0bem yueOHOM AUCHMIVIMHBI U BUABI y4eOHOH PadoThI

Buja yueOHO# 1eATeIbHOCTH

O0BeM yacoB

MakcumanbHas yueOHasi Harpy3ka (BCero) 484
OO6si3aTenpHas ayquTopHasi yueOHasi Harpy3Kka (BCero) 326
B TOM YHCJIE:

Jlexkumu, ypoku 154

nabopaTtopHbie paboOThI

HE IPEyCMOTPEHbI

MPAKTUYECKUE 3aHATHUS (6 moMm uucie 6 6ude npaKmuuecKoll 172
no020moeKu)

KOHTPOJIbHBIE padOThI +
CamocTosiTenbHas paboTa oOyyaroierocs (Bcero) 158
B TOM YHCJIEC:

BHEAYJUTOpHAs CAMOCTOsITENIbHAS paboTa 158

[IpomexxyTouHast  arrectrauds B (opmMe  KOHTPOJIBHOM  paboOThI

anddepeHIpOBaHHOTO 3a4eTa

n




2.2. Tematuyeckuii mian u cogepxxkanne MK

HaunmenoBanmue pasjiesioB
npo¢ecCHOHATIBLHOT0 MOYJIsI
(ITM), MesKkIMCUMTIINHAPHBIX

kypcoB (M/IK) u Tem

Coaepxxanue yueOHOro MaTepuasa, 1a00paTopHblie padoThI U
NpPaKTHYeCKue 3aHATHS,
caMoCTosiTeIbHAsA padoTa 00y4yaomuxcs, Kypcopasi padora (IIpoeKT)

O0beM yacoB

YpoBeHb
0CBOEHUA

1

2

MJK 1.1. lokyMeHTallHOHHOE o0ecneyeHne 1eATeJIbHOCTH OPraHu3alnu

Pa3nes 1. /IoKyMeHT B cucTeMe ypaBJIeHHs

1.1. JIokyMeHT u cucrema
JOKYMEHTALUN

Copepxanue maTepuajia

[ToHATHS TEPMUHOB «JJOKYMEHT», «I0KyMEHTHPOBAaHHUEY,
«JJOKYMEHTAIIMOHHOE 00eCIieueHHEe yIPaBICHU» U OCHOBHBIE Pa3/IeIibl B
JETONIPOU3BO/ICTBE

[Tpuka3zHoe, KOJUIEKCKOE, UCTIONHUTENBHOE JIeTIONPON3BOJICTBO
Jlenonpou3BOICTBO U €r0 CTaHOBJIEeHUE B Poccun

[TonsaTue

HopmartuHO — npaBoBast 6a3a opranu3aiy J0KyMEHTAIlMOHHOTO
o0ecrieueHus1 JEATeIbHOCTH OpPraHu3alliy.

CocraB ynpaBieHYECKUX JJOKYMEHTOB. [[oHsATHE CHCTEM TOKYMEHTAIH.
@OyHKIIMOHATBHBIE U OTPACIIEBBIE CUCTEMBI JOKYMEHTALWU. Y HU(PHUKALUSA 1
CTaHAAPTHU3ALMS YIPABICHYECKUX JOKYMEHTOB

IpakTnyeckue 3aHATHS
[Ipeamer, nienu v 3a1a4u AUCIUTUIMHBI
HopMmartuBHO-MeToanuecKas 0a3a IeJI0onpOn3BOICTBA

1,2

CamocrosiTesqibHast padoTa
[ToaroroBka cOOOILIEHUH IO HCTOPUU AETONPOU3BOACTBa CaMOCTOATEIBHOE
M3yUYCHHE 3aKOHOIaTeNIbHOM 0a3bl

10

Pasgen 2. TexHojiorusi cocrasJie

HUSA U Ofl)OpMJIeHI/Iﬂ AOKYMEHTOB

2.1. Obume TpeboBaHUA K
MOATOTOBKE JIOKYMEHTOB

Copepxanue maTepuajia
[TpaBuna coctaBneHus U 0(OPMIICHHS JOKYMEHTOB
TpeboBaHus K COACPIKAHUIO, CTPYKTYPE M CTHIIIO W3JI0KEHUS IOKYMEHTOB

l'[paRaneCRne 3aHATHUSA

10




CocTaB peKBU3UTOB

CamocrosiTesqibHasi padoTa
ITpopaboTKa KOHCIIEKTOB 3aHITHI

1,2

2.2. OopmiieHrE PEKBU3UTOB

Copepxanue maTepuajia

PexBU3UTHI JOKyMEHTa, MX 3HaUCHHE U opopmiIeHHE PeKBU3UTHI
3aroJIOBOYHOH yacTu PekBU3UTHI pabouero moisi PEKBU3HUTHI CiTy:keOHOTO
110J1s1 PEKBU3UTHI y10CTOBEPEHHSI JOKYMEHTOB

l'[paRanecmle 3aHATHUA
CxeMbl PacCIoJIOKCHUSA pPCKBU3UTOB

CamocrosiTesqibHasi padoTa

Odopmienne peKkBU3UTOB AaTa, HOMEP, CChUIKA Ha PETUCTPALIMOHHBIN
HoMep OdopmiieHre pekBU3NTa «AzipecaTy

Odopmnenne pexBusuta «lloamuce» Opopmienne pexkBuznta «lleyarsy
Odopmienne pexkBusnTa «Y TBepikKAeHUE JoKyMeHTay OdopmieHne
pexBusuTa «CornacoBanue JoKyMeHTa» OdopmiieHne ciyeOHbIX OTMETOK
Ha JJokyMeHTe 3anonHeHue Tabnuibl « TpeGoBaHus K 3aroJ0BKY»

10

Pa3nea 3. [lpaBuia opopmiieHHs1 pa3IMYHBIX BUI0B IOKYMEHTOB

3.1.
OpraHu3aliOHHbIE JOKYMEHTHI

Copepxanue maTepuajia

Bupl opranu3animoHHbIX JOKyMEeHTOB. TpeOoBaHus K 0()OpMIICHHIO
OpraHU3aLMOHHBIX JOKYMEHTOB.

YupenurenbHblid JOrOBOP. Y CTaB MPEAIPUITHS.

IIpaBuiia BHyTpEHHETO TPYAOBOIO paclopsiika.

[lItaTHOE pacnucanue. JloJKHOCTHBIE HHCTPYKIMH

10

IIpakTH4yecKkue 3aHATHS
Opranu3alilnOHHO-IIPaBOBbIE JOKYMEHTHI

10

CamocTtosiTesqibHasi padoTa
3HaueHUe JOKYMEHTOB JaHHOM IPYIIIIbI

10

1,2

3.2.
PacnopsaurenbHble TOKYMEHTHI

Coaepxxanue MmaTepuajia

HasnaueHnue u cocraB pacnopsauTenbHoU JokyMeHTanuu [lopsnok
Pa3pabOTKH pacTiopsAUTENIBHBIX JOKYMEHTOB PacniopspkeHne. YKka3aHue.
Pemenue. [locranoBieHue .

IIpuka3 1o OCHOBHOM AESTEIBHOCTH

Brinucka U3 npukasa

12




IIpakTHyecKkue 3aHATHS 16 2
PacniopsauTenbHas JOKYMEHTAIUs
CamocrosiTeqibHas padoTa 12 3
CocraBiieHre MakeTa pacopsiIMTeNIbHOTO TokyMeHTa OdopmiieHne
[PacTIOpSAUTENILHOTO IOKYMEHTa Ha 0011eM OJlaHke
OdopmieHne paciopsIUTeIbHOTO JOKYMEHTa Ha OJIaHKE KOHKPETHOTO BU/IA
KomruiekcHast paboTta 1mo o) OpMIICHHIO TOKYMEHTOB
3.3. UadopmanmoHHo Coaepxxanue MmaTepuajia 10 1
— CIIPaBOYHBIC TOKYMCHTBI [lpaBuna odopmieHHs JOKIAIHBIX, OOBACHUTENBHBIX, CIY>KEOHBIX
3anucok IlpaBuna odopmienus nporokona. IlomHas u kpatkas (Gopmer
MpoTOoKoJa. Beimucka u3 mpoTokoia
IAKT: TIOHSITHE, 3HaYeHue. Buspl aktoB. [IpaBuia odopmiieHHs akTOB
JlenoBeie (cmyxeOHbIe) muchbMa. TpeGoBaHus K 0(OPMICHHUIO OPHUIINATBHBIX
nuceM
IIpakTHyecKkue 3aHATHS 16 2
MHpopMalmOHHO-CIIPaBOYHAS JIOKYMEHTALIUS
CamocrosiTeqibHas padoTa 14 2,3
Co3manue  pasHbIX BHJOB  HH(POPMALMOHHO —  CIIPABOYHBIX
TTOKYMEHTOB B COOTBETCTBUH C TIPaBUIIaMHU O(OPMIICHUS U
3aII0JTHEHUS IOKYMEHTOB
3.4. I[OKYMGHTBI o JUYHOMY Coﬂepmaﬂne Marepuaja 12 1
COCTaBy JIOKyMEHTBl 1O JIMYHOMY COCTaBy (KaJgpoOBbI€): BUJAbI, 3HAYCHHE
JlOKyMEHTHpPOBaHUE Tpoliecca MprueMa Ha padoTty
[TpaBuia cocraBieHus pestoMe, aproouorpaduu, xapakrepuctuku IIpukassl
M0 JIMYHOMY COCTaBy: 3Ha4€HHUE, mpaBuia odopmiieHus, BUabl JInuHoe n1eno
W TUYHAsi KapTO4Ka pabOTHHKA
Benenue Tpy10BoM KHMKKHA paOOTHUKA
IIpakTH4eckue 3aHATHSA 16 1,2
Bupl 1 Ha3HAYEHUs KaAPOBOW IOKYMEHTAlMHU
CamocrosTeqibHas padoTa 10 2,3

CocraBieHue XapaKTepUCTUKH, aBToOnorpadun KomriekToBaHHe JINYHBIX
nes pabOTHHUKOB

KonTpoabHas padora

Hroro B nepsoM cemecrpe:




10

JieKknuii — 64 yaca,
NpaKTHYecKuX 3aHATHH — 804acos,
CaMOCTOsITeJIbHAs1 padoTa- 72 4acos.

Pa3nen 4. [le10onpon3BoACTBO ¢ 00pPALICHUAMH TPAXKIAH

4.1.

3aKOHO/ATENbHOE -HOPMAaTUBHOE
[peryjaupoBanue padoThI C
0OpaIIeHUsIMH TPaKIaH

Coaepxxanue MmaTepuajia

rpask/iaH.
(OCHOBHBIE BH/IbI TMCBMEHHBIX OOpaIIeHUH TpaskIaH.
[Tpuem 1 nepBuuHas 00paboTKa.

3aKOHOJaTeIbHOC-HOPMATUBHOE PETYJIMPOBaHUE DPAOOTHl € OOpalleHUSIMY|

12

IMpakTnyeckune 3aHATHS
HopMmaTtuBHO-MeTOIMuecKas 0aza

10

CamocTtosiTesqibHasi padoTa
CaMOCTOSATEIbHOC M3YUCHHE 3aKOHOIATCIILHOM 0a3bl

2,3

4.2. PaboTta ¢ oOpateHusIMU
rpakiaH

Coaepxxanue MmaTepuajia

Perucrpanysi NMCbMEHHBIX 00pallleHUH IpaskIaH.
PaccMoTpeHHne MMChbMEHHBIX 00palleH!i TpakIaH.
PaboTa ¢ MOBTOPHBIMU OOpAIICHUSIMHA TPAXKIaH.
JIMYHBIA TpUEM.

12

IpakTUyeckue 3aHATHS
PaboTa ¢ oOpanieHusIMU TpaxaaH

10

CamocTtosiTesqibHasi padoTa
[TpopaboTKa KOHCIICKTOB 3aHATUI

4.3. NadopmaimoHHO CripaBOYHAsI
paboTa 1Mo MUCbMEHHBIM
0OpaIIeHusIM IpakIaH

Coaepxxanue MmaTepuajia
KoHTposb 3a oOpalieHneM rpakiaan
dopmupoBanue, opopmIleHHE U XPaHSHHUE JIeT [0 OOpAICHUSIM IPaKIaH

10

IIpakTHyecKkue 3aHATHS
MHpopMamoHHO cripaBOYHAst paboTa M0 MUCHbMEHHBIM 00parieHUsIM
rpaKaaH

CamocTtosiTesqibHasi padoTa
3HaueHHe JOKYMEHTOB JaHHOM IPYIIIIbI

1,2

4.4. Y4€T TOKyMEHTOB

Coaepxxanue MmaTepuajia

[TonHbIi 1 BEIOOPOYHBIHA yUueT

Y4ér oOpaleHuit ¥ CO3/1aBaeMbIX KON

Kaproreka yuéra npoxoJIeHHUsl TOKYMEHTAIbHBIX MATEPUAJIOB

l'[paRaneclme 3aHATHUSA

1,2

10
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3amonHeHue oT4éra 00 00IIeM KOJIMYECTBE JOKYMEHTOB 332 UCIIOJHUTEIISIMU

CamocTtosiTesqibHasi padoTa
Pa3pabotka ITpumepHO# (hOpMBI CBOJIKM MCIIOJHEHUS JOKYMECHTOB

4.5. NadopmanmoHHo-
crpaBOYHasi paboTa

Conep:xanue matepuaja MupopmannonHo-cpaBoyHas padora
CrpaBounble KapToTeKu MH(OpMAIMOHHO-TIOUCKOBBIE CUCTEMBI

IpakTu4eckue 3aHATHS
Odopmienne cipaBodHO# kapToTekn COCTaBJICHUE 3aIIPOCOB 10
nokymenTam OdopmiieHre CIpaBoK IO 3aIpocam

1,2

CamocTtosiTesqibHasi padoTa
CocraBnenue [IpumepHoil CBOJIKM MO JOKYMEHTaM, HE UCIIOJTHEHHBIM B
[YCTaHOBJICHHBII CPOK

4.6. Bxopsmas foKyMeHTauus

Coaepxxanue MmaTepuajia
[Tpuém n 06paboTKa MocTynaroumx 10KyMeHTOB OCHOBHBIE ATaIlbl padboT ¢
BXOSIIIIMMH JTOKYMEHTAMHU

IpakTHyecKkue 3aHATHSA

CocraBienue 0JI0K-CXeMbI padOThI C BXOISAIIMMHU IOKYMEHTaMH 3aroIHEHHE
PKypHaJIa PerHCTPalliK BXOSIIEH JOKYMEHTAIlMK 3arloJTHeHNE
[PETUCTPALIMOHHOM KapTOYKM HA BXOJSLIMNA JOKYMEHT

10

CamocTtosiTesqibHasi padoTa
CocTaBiieHHE CXEMbI IOCTYIIJIEHUS JOKYMEHTOB B OpraHU3alHio
CocTaBiieHHe oneporpaMmbl BXOSIIEr0 JOKYMEHTA

4.7. Ucxonsimast TOKyMEHTaLMs

Coaepxxanue MmaTepuajia

[TpaBua coctaBieHus: U 0OQOPMIICHHS UCXOSIINX TOKYMEHTOB C yU4ETOM UX
Buga Bumel omeparnwii mo oopaboTke JokyMeHTOB. OTnpaBka JOKyMEHTA:
oopmiicHHE ¢ yuérom TpeboBaHuii [10YTOBBIX MpaBHII

IIpakTH4eckue 3aHATHSA

CocraBieHue 0JI0K-CXeMbl pabOThI ¢ UCXOSIIUMH JJOKYMEHTaMH
3aroiHEeHNe )XypHala PEruCTpalui UCXOAAIIEH JOKYMEHTAllUN 3aroIHEeHe
[PETUCTPAMOHHOM KaPTOUYKM HA UCXOASIIMN JOKYMEHT

10

CamocTtosiTesqibHasi padoTa
CoctaBiieHHe oneporpamMmMbl IOATOTOBKH NMCbMa

4.8. BHyTpeHHsIsl JOKYMEHTalUs

Coaepxxanue MmaTepuajia
Bunbl onepanuit mo 06padotke 10kyMeHTOB [1opsiiok MpoxokieHus
C03/1aBaCMbIX TJOKYMEHTOB

l'[paRaneclme 3aHATHUSA

10

1,2

11
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CocrtanieHue 0JI0K-CXeMbI paObOThI C BHYTPSHHUMH JIOKYMEHTAMU

CamocTtosiTesqibHasi padoTa
CocraBnenue BHyTpeHHero gokymenta (ITpukas)

4.9. PaboTta ¢
KOH(UICHIIUATHHBIMU
NTOKYMEHTaMH

Coaepxxanue MmaTepuajia
[TonsiTe KOHPUACHIIMAIBHBIX JOKYMEHTOB BHIIbI KOH(UICHIINATHHBIX
JIOKYMEHTOB

IpakTu4eckue 3aHATHS
Cocrtapnenue (popmbl )KypHaIa perucTpanuu KOHPUICHIIUATBHBIX
nokymeHToB CocraBieHne (OpMbI )KypHaJIa BbIIaYH JOKYMEHTOB

10

CamocTtosiTesqibHasi padoTa
M3yuenune nopsika paboThl ¢ IEPCOHAILHBIMU JIAHHBIMU

16

Pazpgen 5. HpaBI/IJ'Ia ACJI0OBOI'0 3 TUKETA U J1€JI0BOT0 06]J.leHI/Iﬂ

5.1 IlpaBujia 1e10BOr0 3THKETA
U 1eJI0BOT0 O0IIeHH s

Coaepxxanue MmaTepuajia
[Tpodeccrnonanbhas 3tuka. [IpaBuia geI0BOro TUKETa U JIEIOBOTO OOLICHHUS
€JI0BbIC U JINYHOCTHBIE KauecTBa. KynbTypa peuu.

1,2

IIpakTyeckue 3aHATHS
DTHKA JIEJTOBBIX OTHOIICHUMN
(OCHOBHBIC MMPABWJIA JICJIOBON ITUKH

1,2

CamocTtosiTesqibHasi padoTa
M3yueHne JONOIHUTENFHOTO MaTeprala o npodecCHoHANbHOM STHKH U
MICUXOJIOTHH JICJIOBOT'O OOIIECHUS

/{u¢pdepeHUMPOBaHHBIH 3a4€T

HToro Bo BTOPOM CcemecTpe:

Jekuuii — 90 gaca,

NPaKTHYEeCKUX 3aHATHH — 924acoB,
caMocTosiTeJibHasi pabora- 86 yacos.

VYpOBHU 0CBOEHUS yUEOHOI0 MaTepuaa:
1 — o3HaKOMUTENBHBIN (y3HaBaHUE paHEee U3YUEHHBIX 00BEKTOB, CBOWCTB);

2 — penpoAYKTUBHBIH (BBIIIOJTHEHUE IE€ATEIBHOCTH MO 00pa3ily, MHCTPYKIUHU WIH MO PyKOBOACTBOM);
3 — IpOAYKTUBHBIN (MJIAHUPOBAHUE U CAMOCTOSATEIBHOE BBIMOJIHEHUE ACSITEILHOCTH, pEeIIEeHnEe MPOOIEMHBIX 3a]1ay).
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3. YCJIOBUS PEAJTU3ZALIMU MJIK

3.1.
o0ecreYeHnIo

TpeOoBaHus K MHHHUMAJBHOMY MAaTEPHAIbLHO-TEXHUYECKOMY

Peaﬂmaul/m mporpaMmbl AUCHUTIIIAMHBI Tpe6yeT HaJIn4dus CICAYHOIICTO KaOuHeTa u

nabopaTtopuit:

KaOuner /lokyMeHTALIMOHHOT 0 00ecneYeHus
yIIpaBJICHUA

VYyeOHast ayauTopus 1Sl IPOBEICHUS 3aHATUI
JIEKIIMOHHOTO THUIIA; 3aHATHI CEMUHAPCKOTO THUIIA;
3aHATUNA MPAKTUYECKOrO TUMA; JUISl TEKYLIErO0 KOHTPOJIS
Y IIPOMEKYTOYHOM aTTECTALMH; CAMOCTOSATEIbHON
paboThI

Pabouune mecta obyuaroniuxcs; Pabouee mecto
npenojaaBarenis; 4 pabounx MecT 00yJarouuxcs
ocHauieHHbie [I9BM ¢ noakiiroueHneM K CETH HUHTEPHET
1 o0ecreyeHneM JOCTyIa B AIEKTPOHHYIO
MH(}OPMaMOHHO-00pa30BaATENbHYIO CPEAY
VYHuBepcuTeTa U 3JIEKTPOHHBIE OMOIHOTEYHbIE
CUCTEMBI.

Microsoft Windows 7 (Ne 48235645)

Microsoft Office 2010 (Ne 61160074)

143600, MockoBcKas
0071aCTh, T.
Bonoxkomamck, yi.
HoBo-Conpgarckas,
29
ayn. 20a

JlaGoparTopus JlokyMeHTOBe1eHU

VYueOHas ayquTopus AJisl IPOBEACHUS 3aHATUN
MPAKTUYECKOT0 TUIIA; JIsI IPOBEICHUS TPYNIIOBBIX U
VHIMBUIYAJIbHBIX KOHCYJIbTALUI; 111 TEKYILETO
KOHTPOJISI U TPOMEKYTOUHOM aTTECTALINU

Pabouune mecta obyuaronuxcs; Pabouee mecto
npemnojasaresis, ocHanieHHoe [I9BM ¢ noakmoueHnem
K CETU MHTEpHET; 7 paboyux MeCT 00y4aroluXxcs
ocHauieHHble [I19BM ¢ noakiroueHneM K CETH HUHTEPHET
1 o0ecreyeHneM JOCTyIa B AIEKTPOHHYIO
MH(}OPMAIMOHHO-00pa30BATENBHYIO CPEAY
Yuusepcurera; Knaccnas nocka; [Ipoexrop
nepenocHoi; Kononku; 3BykoBoe 000py10BaHUE.

JIumeH3noHHOE MPOTpaMMHOE 0OecTieueHue:

Microsoft Windows 10 (Ne 03307-143-612-217, 03307-
143-612-270, 03307-143-612-221, 03307-143-612-232,
03307-143-612-218, 03307-143-837-177, 03307-143-

143600, MockoBcKas
0071aCTh, T.
Bonoxkomamck, yi.
HoBo-Conpgarckas,
29
ayn. 35a

13
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837-195, 03307-143-837-199)
Microsoft Office 2010 (Ne 61160074)

JlabopaTopusi yueOHass KaHueasIpust 143600, MockoBckas
VYyeOHast ayauTopus 1Sl IPOBEIECHUS 3aHATUI 00JacTh, T.
MIPAKTUYECKOI0 THIIA; JJIs IPOBEICHUS TPYIIIIOBBIX U Bonoxomamck, yi.
WHJUBUYAJIbHBIX KOHCYJbTAUUN; VISl TEKYIIETO Hoso-Conpnarckas,
KOHTPOJISL U IPOMEKYTOYHOU aTTECTALlUU 29

ayna. 36

Pabouune mecta obyuaroniuxcs; Pabouee mecto
npenojaBaresis; 2 pabounx MecTa 00yJarouuxcs
ocHauieHHbie [I9BM ¢ noakiroueHneM K CETH HUHTEPHET
1 o0ecreyeHneM JOCTyIa B AIEKTPOHHYIO
MH(}OPMAITMOHHO-00pa30BATENBHYIO CPEAY
Yuusepcurera; [Ipunrep; Ckanep.

JIMeH3MOHHOE MTPOrPaMMHOE 00ECIICUCHHUE:

Microsoft Windows 10 (Ne 03307-143-612-223, 03307-
143-612-286)

Microsoft Office 2010 (Ne 61160074)

3.2. UudopmaninoHHoe odecrneyeHme
OCHOBHBIE HCTOYHUKH

1. BemkypoBa, A. b. JlokymMeHTallMOHHOE OOECIEUEHUE YIPABICHUS:
y4yeObHOe mocoOue Jyisi CTYACHTOB CpEeAHEero MpodhecCUOHAIBHOTO
oOpazoBanusa : [12+] / A. b. BemkypoBa. — Mocksa ; bepnun :
Hupext-Menua, 2020. — 169 c. : un., Ta0.

2. T'mapnii, E. B. JlokyMeHTallMOHHOE OOECIEYeHHE YNpPaBIICHUS
yuebHoe nocodue / E.B. I'maguit. — Mocksa : PUOP : UTHOPA-M,
2020. — 249 c¢. — (Cpennee npodeccuonaabHoe 00pa3oBaHuUE).

3. EropoB, B. II. JlokymMeHTOBEenEHME H  JOKYMEHTAlHOHHOE
oOecrieyeHue YyIpaBi€HUs B YCJIOBHUSAX UU(POBOM SKOHOMHUKH
yueOHoe mocobue ana crno / B. II. Eropos, A. B. CiaunbkoB. —
Cankrt-IlerepOypr : Jlans, 2021. — 372 c.

4. TlaBnoBa, P. C. JlokymeHTaumoHHOE oOO€ClEeYEeHUEe YINpaBICHUS :
yueonuk s cro / P. C. ITaBnoBa. — Cankrt-IletepOypr : Jlanb, 2021.
— 416 c.

JdonoHuTEIbHbIE HCTOYHUKMH:
14
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1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECHeYeHUE YIpPaBICHMUS:
y4eOHO-IPaKTUYECKOEe MocoOue B cXeMmax, Tabiuiax, odpasmax :
yuebHoe mocobue : [12+] / B. A. ApacnanoBa. — 2-¢ u3[., J0M. U
nepepad. — Mocksa ; bepnun : lupexr-Menua, 2020. — 266 c. : ui.,
TaoJI.

2. beikoBa, T. A. JlokyMeHTauMOHHOE oOO€cleueHrne YIpaBICHUs
(menmompou3BosicTBO) : yueOHoe mocodue / T.A. BbeikoBa, T.B.
Kysuenosa, JI.B. Cankuna ; nox o6m. pea. T.B. Ky3uenooii. — 2-¢
u3l., nepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. +
Hon.  wmarepuansl  [OnektponsHsiii  pecypc]. —  (Cpennee
npodeccruoHanbHOe 00pa3oBaHue).

3. JlaBpentheBa, M. I'. JlokymMeHTanmoHHOE OOECIleUeHHE KaJApOBOU
JeSITENIbHOCTH B c(epe MHAYyCTPUU roctenpuumcTBa. [IpakTukym :
yuebHoe nocobue / M.I'. JlaBpentreBa, A.B. Moxaes ; nox pen. H.I'.
MoxaeBoii. — MockBa : UHOPA-M, 2021. — 99 c¢. — (Cpennee
npodeccruoHanbHOe 00pa3oBaHuE).

HNuTepHeT-pecypesl:
1. http://znanium.com/OO0O AIEKTPOHHO-OMOIMOTEUHAS cucrema
"SHAHUYM"

2. https://e.lanbook.coom/ OOO MznarensctBo «JIAHDBY
3. http://biblioclub.ru/ OBC «YHuBepcuTerckas OMOIMOTEKA OHIANH»

15
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

MJK
Pe3ysibTaThl (0OCBOCHHBIC YMEHHS, DopMBI M METOABI
YCBOCHHbIC 3HAHHS) KOHTPOJISI H OLI€HKH
OOyuarouuiics JOJKEH YMETh:
NpYHMMAaTh, PETUCTPUPOBATH, YYWUTHIBATH | - OLICHKa pe3yabTaTOB BBIITOJTHCHUSA

MOCTYTAIOIINE JOKYMEHTHI;

MIPOBEPSATH MPABUIBHOCTH O(OPMIICHHS
JIOKYMEHTOB;

BCECTU KAPTOTCKY YUCTa IMPOXOKICHUA
JAOKYMCHTAJIbHBIX MAaTCPHUAJIOB

[IPAKTUYECKUX pabOT (TECTbI, MPAKTUYECKHUE
3aJlaHus, pElICHUE CUTYallMOHHBIX 3a/1a4);

- KOHTpOJIbHAas padoTa;
-nudhepeHIMPOBaHHBIN 3a4eT

OOyyarommiicst TOJIKESH 3HATh:

OCHOBHBIC MOJIOKCHUSA Enunoi
roCyJ1apCTBEHHOM CHCTEMBI
JIETIONPOU3BOJICTBA;

BUIbI, (DYHKIIMU TOKYMEHTOB, ITPABUIIA UX
COCTaBIICHUS M O(OPMIICHHUS;

MOPSI0OK JOKYMEHTUPOBAHUS

- OLEHKAa  pe3yibTaTOB  BBINOJIHEHUSA
[IPAKTUYECKUX pabOT (TECTbI, MPAKTUUYECKHUE
3aJlaHus, pelIeHUE CUTYallMOHHBIX 3a/1a4);

- KOHTpOJIbHas padoTa;
-nudhepeHMPOBaHHBIN 3a4eT

MH(OPMALIMOHHO-CIIPABOYHBIX MATEPHUAJIOB,;

IpaBujia ACJIOBOr0 3TUKETA U JCJIOBOI'O

OOIICHHUS.

Pe3yabTaThl OcHoBHBIE noKa3aTean

(ocBOEHHBIE OIIEHKH pe3yJbTaTa ®opMBI M MeTOABI KOHTPOJISL H
Mpo¢eccuoHaTbHbIE (OCBOeHHBIII MNPAKTHYECKUI | OLEHKH

KOMIIETEHINH) OMbIT)

I[IK 1.1. Ilpunumars | 3HaTh OCHOBHBIE - OLICHKA pe3yJIbTaTOB BBINOJHEHUS
51 PETUCTPUPOBATh | KOHCTPYKTUBHBIE 3JIEMEHTHI | NMPAKTUYECKUX  padoT (TecTsl,
MOCTYTAIOLLY O CPEACTB BBIUUCIUTEIBHOMN MPAKTUYECKUE 3aJaHHs], PEIICHHUE
KOPPECIOHAEHIHIO, TEeXHUKU; epudepuitapie CUTYAIIMOHHBIX 33]1a4);

HampaBJIsITh €€ B | YCTPOWCTBA - KOHTpOJIbHAs padoTa;
CTPYKTYPHBIE BBIYNCIIUTEIIBHON TEXHUKH; -nudepeHImpoBaHHBIN 3a9eT
MOAPA3AEICHUS HECTaHAAPTHBIC

OpraHu3aLuH. nepudepuitHbie yCTPOICTBA.

BBIOMPATH PAllIOHAIBHYIO
KOMIUIEKTALUIO
o0opymoBaHUs B
COOTBETCTBHUHU C pEIIaeMOM
3aJa4eil; ONpeacIsiTh
COBMECTHUMOCTb
anmnapaTHOro U
IIpOrpaMMHOI0
00ecCTIeYeHUsT; OCYILIECTBIIATh
MOJIEpPHU3ALUIO alllapaTHBIX
CPEICTB.

16
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IK 1.2.
Paccmarpusats
JIOKYMEHTBI u
nepefaBaTb HUX Ha
UCIIOJIHEHNE c
Y4ETOM  PE3O0JIIOLUU
PYKOBOJUTENEH
OpraHu3alNH.

3HaTh OCHOBHBIE
KOHCTPYKTHBHBIC 3JICMEHTHI
CPEJICTB BBIYUCIUTEIBHON
TEXHUKU; IepudepuitHbie
YCTpPOMCTBA HECTAHIAPTHHIE
nepugepuiiHbie yCTpOICTBA.
BBIOMPATH PAIlIOHAIBHYIO
KOMILJICKTAIIHIO
o0opymoBaHUs B
COOTBETCTBHUHU C peIIaeMOM
3a7a4eil; ONpeacIsiTh
COBMECTHMOCTD
anmapaTHoro u
IPOTPaAMMHOTO
00ecCTIeYeHUsT; OCYILECTBIIATh
MOJICPHHU3AIUIO alMapaTHBIX
CpeACTB

- OLICHKA PE3yJIbTAaTOB BBIIOJHEHUS
MpakTUYeckux  pabor  (TecTsl,
NPAaKTUYECKHE 3aJlaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33]1a4);

- KOHTpOJIbHast paboTa;

- GepeHMPOBAHHBIN 3a4eT

[IK 1.3. Odopmisath
PETUCTPAIIMOHHBIC
KapTOYKHU U CO3/71aBaTh
0aHK JaHHBIX.

3HaTh OCHOBHBIE
KOHCTPYKTHBHBIC 3JICMEHTHI
CPEeACTB BBIUYUCIUTEILHON
TEXHUKU; IepudepuitHbie
YCTpOHCTBA
BBIYHMCIIUTEIILHON TEXHUKH;
HECTaHAApPTHbIC
nepugepuiiHbie yCTpOIHCTBA.
YMmeTb: BEIOUpATh
panroOHATIBHYIO
KOMILJICKTAIHIO
o0opyoBaHUs B
COOTBETCTBHUHU C peIIaeMOM
3a7a4eil; OnpeacIsiTh
COBMECTHMOCTD
anmapaTHoro u
IPOTPaAaMMHOTO
00ecCTIeYeHUsT; OCYILECTBIIATh
MOJICPHHU3AIUIO aNMapaTHBIX
CpEICTB

- OLICHKA PE3yJIbTAaTOB BBIIIOJHEHHUS
MpakTUYeckux  pabor  (TecTsl,
NPaKTUYECKHE 3allaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33]1a4);

- KOHTpOJIbHast paboTa;
-nu¢hepeHInpOBaHHbIHN 3aueT

[1K1.4.
KapTOTEKY
MIPOXOXKIEHUS
JIOKYMEHTaJIbHBIX
MaTepHaJIOB.

Bectu
ydera

3HaTh OCHOBHBIE
KOHCTPYKTHUBHBIE 3JIEMEHTHI
CPEeACTB BBIUYUCIUTEILHON
TEXHUKU; IepudepuitHpie
YCTpOWCTBA
BBIUUCIINTEIILHOW TEXHUKH;
HECTaHIApPTHbIC
nepugepuiiHbpie yCTpOICTBA.
YMmeTb: BEIOUpATh
panroOHATIBHYIO
KOMILJICKTAIHIO
o0opymoBaHUs B
COOTBETCTBHUHU C pEIIAeMOM
3a7a4eil; ONpeacIsiTh
COBMECTHMOCTD

- OLICHKA PEe3yJIbTAaTOB BBIIIOJHEHUS
MpakTUYecKux  pabor  (TecTsl,
NPAaKTUYECKHE 3allaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33]1a4);

- KOHTpOJIbHast paboTa;
-nuhepeHInpOBaHHBIHN 3aueT

17
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anmapaTHOro 1
[IPOrPaMMHOI0O
00ecCTIeYeHUsT; OCYILECTBIIATh
MOJICPHHU3AIUIO allllapaTHBIX
CpencTB

IK 1.5.
OcyiecTBISAThH
KOHTPOJIb 3a
MIPOXOXKICHUEM
JIOKYMEHTOB.

3HaTh OCHOBHBIE
KOHCTPYKTHBHBIC 3JICMEHTHI
CpPEeACTB BBIUYUCIUTEILHON
TEXHUKU; IepudepuitHpie
YCTpOWCTBA
BBIYHMCIIUTEIILHON TEXHUKH;
HECTaHIApPTHbIC
nepugepuiiHpie yCTpOIHCTBA.
YMmeTb: BEIOUpATh
palroOHAIBHYIO
KOMILJICKTAIIHIO
o0opyoBaHUs B
COOTBETCTBHUHU C peIIaeMOM
3a/1auel; OnpenesaTh
COBMECTHMOCTD
anmapaTHoro u
IPOTPaAMMHOTO
00ecCTIeYeHUsT; OCYILECTBIIATh
MOJICPHHU3AIUIO aNapaTHBIX
CpEICTB

- OLICHKA PE3yJIbTATOB BBIIIOJHEHUS
MpaKkTUYECKUX  paldoT (TecTsl,
NPaKTUYECKHE 3aJlaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33J1a4);

- KOHTpOJIbHast paboTa;
-nu¢hepeHInpOBaHHBIHN 3aueT

IIK 1.6. OrnpaBisTh
UCIIOJIHEHHYIO
JIOKYMEHTALUIO
azpecaram

3HaTh OCHOBHBIE
KOHCTPYKTHBHBIC 3JICMEHTHI
CPEeACTB BBIUYUCIUTEILHON
TEXHUKU; IepudepuitHbie
YCTpOHCTBA
BBIYHMCIIUTEIILHON TEXHUKH;
HECTaHIApPTHbIC
nepugepuiiHpie yCTpOHCTBA.
YMmeTb: BEIOUpATh
palMOHATIBHYIO
KOMILJICKTAIHIO
o0opyoBaHus B
COOTBETCTBHUH C peIIaeMOi
3a7a4eil; ONpeacIIsITh
COBMECTHMOCTD
anmapaTHoro u
IPOTPaAaMMHOTO
00ecCTIeYeHUsT; OCYILIECTBIIATh
MOJICPHHU3AIUIO aNMapaTHBIX
CpEJICTB

- OLICHKA PE3yJIbTAaTOB BBIIIOJHEHUS
MpaKkTUYECKUX  pabdoT (TecTsl,
NPaKTUYECKHE 3allaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33]1a4);

- KOHTpOJIbHast paboTa;
-nu¢hepeHInpOBaHHbIHN 3aueT

18
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I[IK 1.7. CocraBisars

i o(opmisiTy | KOHCTPYKTHBHEIC 3IIEMEHTI
CPEeACTB BBIUYUCIUTEILHON
CITy>KeOHBIE peal CIMTCIBHO
TEXHUKU; IepudepuitHbie
AOKYMCHTEL, YCTpOWCTBA
MaTCpHabl C | BBIYHMCIUTECILHON TEXHUKH;
UCIIOJIb30BaHUEM HECTaHAApPTHbIC
dhopMyIIPOB nepuQepuiiHbie yCTpOHCTBa.
YMmeTb: BEIOUpATh
JIOKYMEHTOB
panoOHATIBHYIO
KOHKPETHBIX BUJIOB. KOMILIEKTALIIO

3HaTh OCHOBHBIE

o0opyoBaHUs B
COOTBETCTBHUHU C peIIaeMOi
3a7a4eil; ONpeacIsiTh
COBMECTHUMOCTb
anmnapaTHOTro U
IIpOrpaMMHOI0
00ecCTIeYeHUsT; OCYILECTBIIATh
MOJIEpPHU3ALUIO allapaTHBIX
CPEICTB

- OLICHKA PE3yJIbTAaTOB BBIIIOJHEHHUS
MPAKTUYECKUX
NPAaKTUYECKHE 3aJlaHMsl, pelIeHHe
CUTYAIIMOHHBIX 33]1a4);

- KOHTpOJIbHast paboTa;
-nu¢hepeHInpOBaHHbIHN 3aueT

pabor  (TecThl,

PesyabTraTsl
(ocBOEeHHBIE 00IIME
KOMIIETeHIIUH)

OcHoBHbIE OKa3aTen
OLICHKH pe3yJbTaTa

(I)OpMLI U ME€TO/bI
KOHTPOJIA U OLICHKHU

OK 1. IloHumaTh CyUIHOCTh
U COLMAJIBHYI0 3HaYMMOCTh

Oymyriei
HpPOSIBIISAT K

CBOCH
npocdeccun,
HEU yCTOWYUBBIN UHTEPEC.

CrygeHr, OCBOMBIIUH
IUCUMIUINHY OyJAeT: 3HaThb:
METOIUKY TUTAHUPOBAHHUS
COOCTBEHHOM JIEATEIILHOCTH,
BEIOMpATH METO/IBI u
CTIOCOOBI cBoOeH
JeSITEIIbHOCTH; YMETh:
oLeHUBaTh 3(PPEKTUBHOCTD U
KaueCcTBO BBITTOJTHECHHSI
npodecCHOHANBHBIX  3a7ad,
dbopMynupoBath  UENH U
3ama4n  MPOQPEeCCHOHATBHON
JCSTEIBHOCTA; HMMETh OIIBIT

NESITEIbHOCTH:  TIOHUMaHUe
CyTH npodeccrnoHaIbHBIX
3ajad, OIICHHUBATH u

aHAIM3UPOBaTh IPOLECC H
pe3yabTar.

OIICHKA pE3yJIbTaToB
BBIITOJIHCHU A MPAKTUYCCKUX
paboT (TecTbl, NpaKTHUECKUE
3a/1aHM, peuieHue

CUTYAIIMOHHBIX 33]1a4);
- KOHTpOJIbHAas padoTa;
-nudhepeHIMpPOBaHHBIN 3a4eT

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
JESATENIbHOCTb, HCXOIS W3
mead ©  CcIocoDoB  ee
JTOCTH)KEHHS,
ONPEICIICHHBIX

Crynenr, OCBOMBIIUH
JTUCHUIUINHY OyAeT: 3HaTh:
CrocoOBbl TIOMCKA M aHaJIn3a
uHpopMauu YMETb:
W3BJICKATh U aHAIM3UPOBATH
MHPOPMALIMIO U3 Pa3IMYHBIX
WCTOYHUKOB; WMETh OMBIT

OIICHKA pE3yJIbTaToB
BBIITOJIHCHU A MPAKTUYCCKUX
pabot (TecTbl, NpaKTHUECKUE
3a/1aHu, peuieHue

CUTYAIIMOHHBIX 33]1a4);
- KOHTpOJIbHas padoTa;
- hepeHIIMPOBAHHBINA 3a4eT
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PYKOBOJUTEIIEM. JESTeIbHOCTH:  HAaBBIKAMH

[IPUMEHEHHUS HaWJICHHON

uHpopMauu Ui

BBITTOJIHEHHUS

npoecCHOHATBHBIX 33/1a4.
OK 3. AwnammupoBarb | CTyJeHT, OCBOMBILUH | OLIEHKA pE3yJIbTaTOB
pabouyro CUTyaIMio, | JUCHUILIMHY OyAeT: 3HaTb: | BBIIOJHEHUS  MPAKTHYECKUX
OCYIIECTBIISTh TEKYIIUH | | OTCIEKHBAHWE  W3MEHEHMH | paboT (TeCThl, MPAaKTHYECKHE
UTOTOBBIN KOHTpPOJIb, | TPaBOBOI 0a3bl B CPEACTBAxX | 3aJaHus, pelieHue
OLEHKY W  KOPPEKIHIO | MacCOBOH uHpOpPMAIINY; | CUTYallMOHHBIX 3a7a4);
COOCTBEHHOM yYMETh: OPHUEHTHPOBATHCSA B | - KOHTPOJIbHAS PaboTa;
JeSTeIbHOCTH, HECTH | yCIOBUSAX 4YacTOW CMeHBI | -auddepeHnnpoBaHHbIH 3aueT
OTBETCTBEHHOCTb 3a | 3aKOHOJIATENILCTBA B
pe3ysbTaThl CBOEH paboThl. | mpodecCHOHATBLHON

ACATCIIbHOCTH, HMCTb OIIbIT
ACATCIIbHOCTH. HABbIKAMHU II0

UCTIOJIb30BAHUIO

MH(POPMALMOHHBIX

CIPAaBOYHO-TIPABOBBIX

CHCTEM.
OK 4. Ocymectsisits mouck | CTyICHT, OCBOMBIIHMH | OLIEHKA pe3yabTaToB
uHbOpMAIHH, IUCUMIUIMHY Oy/leT: 3HaTh: | BBIIOJHEHHUS  MPaKTHYECKUX

. MOUCK HMH(OpMAIUKM;, yMEeTh: | paboT (TeCThl, NPAKTUYECKHE

HEOOXOTUMOM TSt

OCYILECTBIISITh MIOWCK | 3aJaHMs, pelieHue
dpdexTnsnoro uHpopManry, HEOOXOIUMOH | CUTyallMOHHBIX 3ajadq);
BBIIOTHCHHS JUISL 3G PEKTUBHOTO | - KOHTPOJIbHAsE paboTa;
po(heCCUOHATBHBIX 33/1a4. | BBINOJIHCHHS -nudpepeHIInpPOBaHHBIN 3a4eT

npodeCCHOHANBHBIX  3ajad;

HUMCTh OINIBbIT JOCATCIbHOCTH:
BJIaACThb

podecCHuOHATLHBIMH

3HaHHUAMU B 00JIaCTH TOUCKA

uHpopManuu
OK 5. Ucnonb3oBath | CTYIEHT, OCBOMBILUH | OLIEHKA pE3yJIbTaTOB
HH(bOPMAIOHHO- IUCUMIUIMHY Oy/leT: 3HAaTh: | BBIIOJHEHUS  MPAKTHYECKUX
KOMMY HUKAIIHOHHBIC MH(POPMALIMOHHO pabot (TecTbl, NpaKTHUECKUE

KOMMYHMKAI[MOHHBIE 3aJ1aHus, pelieHue
TexHoornn B | Texnonmorun B | CUTYyallMOHHBIX 3a7a4);
npOdecCHOHATBHOMI npodeccuoHaTbHON - KOHTpOJIbHAas padoTa;
JESITEILHOCTH. JESITENIbHOCTH; yMeTh: | -nuddepeHInpoBaHHbIN 3aUeT

OCYIIECTBIISATH

ucnons3zoBanue HWKT mnpu

n3yuenun tem MJIK monyns

u npu BBITIOJTHEHUH

IIPAKTUYECKUX u

CaMOCTOSATENIBHBIX  3aJaHUI

HUMCTh OINIBIT ACATCIbHOCTH:
CIIPaBOYHO-IIPABOBBIMU

3HAHUSAMH  KOMIBIOTEPHBIX
cucreM B y4eOHOH |
npodeccrnoHaIbHOM
JCSATSIILHOCTH
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OK 6. PaGorate B
KOMaH/Ig, 3¢ hEeKTUBHO
o0IaTbCst € KOJUIETaMH,

PYKOBOJCTBOM, KIIMEHTaMHU.

CryneHr, OCBOMBIIUH
JTUCIHIUTMHY OYIeT: 3HATh:
METOJIUKY paboThI B
KOMaH/e; YMETh!
OCYIIECTBIIATH 3(PPEKTUBHYIO
paboty C KOJUJICTaMH,
PYKOBOJICTBOM,  KJIMEHTAMU;
UMETh ONBIT JEATEIbHOCTH:
HaBbIKaMU paboThI B
KOMaH/e, 3P PEKTUBHOTO
oO0lIeHHsT C  KOJUIEraMH,

PYKOBOACTBOM, KJIMEHTAMM.

OIICHKA pE3yJIbTaToB
BBIITOJIHCHU A MPAKTUYCCKUX
paboT (TecTbl, NpaKTHUECKUE
3a/1aHw, peuieHue

CUTYAIIMOHHBIX 33]1a4);
- KOHTpOJIbHas paboTa;
-nudhepeHIMPOBaHHBIN 3a4eT

OK 7. UcnionHATh
BOMHCKYIO 00S13aHHOCTb, B
TOM YHUCJIE€ C MPUMEHEHUEM
MOJTYYCHHBIX
po(heCCUOHANBHBIX 3HAHUI
(n7st YoHOIIEH )

CryneHT, OCBOMBIIUN
JTUCHUILUIUHY OyJeT: 3HATh:
METOJIMKY IPUMEHEHUSI
MOJTyYEeHHBIX
npodeccrnoHabHBIX 3HAHUN
(17151 roHOLIEN); YMETB!
OCYIIECTBIISITH IPUMEHEHHUE
MOJTyYEeHHBIX
npoeccrnoHabHBIX 3HAHUN
(n71s1 OHOIIEH ); UMETh OTIBIT
JeSTeIbHOCTH: HaBBIKAMU
WCTIOJTHSATH BOMHCKYIO
0013aHHOCTD, B TOM YHCJIE C
MPUMEHEHUEM TOTyYeHHBIX
pohecCHOHATLHBIX

OIICHKA pE3yJIbTaToB
BBIITOJIHCHU A MPAKTUYCCKUX
paboT (TecTbl, NpaKTHUECKUE
3a/1aHM, peuieHue

CUTYAIIMOHHBIX 33]1a4);
- KOHTpOJIbHAas padoTa;
-nudhepeHInpOBaHHbIHN 3aUeT
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HNPUJIOKEHUE
K padoueit nporpamme M/IK

IlinanupoBaHue y4eOHbIX 3aHATHH € HCI0/1b30BAHUEM AKTHBHBIX M
HHTEPAKTUBHBIX GOPM U MeTO10B 00y4eHHUs 00yYAIOIINXCH

3a4aHuUC

AKTHBHBIE " Koanbl
Ne HHTEPAKTUBH | ¢opMupyeM
n/ Tema yueOHOro 3aHATHA ble (hopMBbI U BIX
1| MeTOAbI KOMIIETCHIH
00y4eHus i
1 | CxeMsbl pacnoIOKEHNsI pEKBU3NUTOB IIpaktnueckoe | OK I, OK 3,
3a/1aHue I[IK 1.2
2 | PacnopsaurenbHas JOKyMEHTALMs IIpakTrueckoe [IK 1.3
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JUCT PETUCTPALIMUA U3MEHEHUM

No Coneprxanue U3MEHEHUS PexBusutsl [ara
/I JOKYMEHTa BBEJICHUS
00 yTBEpXKACHUU | HU3MEHEHUS
H3MEHEHHUS
1 VYTBep:KAcHA U BBEJEHA B ICVICTBUE PEIICHUEM Y UYEHOIO IIpoTokon
cogera PI'BOY BO <<1\/£11i1317<1;73)7»HM. K.I'. PazymoBckoro 3aC]€VI9la6HI/IH 01.09.2020r.
ot «02» maprta
2020 r.
2 | AKTyanu3upoBaHa C YYETOM Pa3BUTHUS HAYKH, KyJIbTYpBI, ITpoToxon 30.08.2021r.

HKOHOMHKH, TEXHOJIOTHH U COIUAbHON Cephl U
BBEJICHA B JielicTBUE pelieHneM YueHoro coeta ®I'bOY
BO «MI'YTYVY um. K.I'. Pazymosckoro (ITKVY)»

3acemauus Ne 1

oT «30» aBrycra
2021 r.
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