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1. HACIIOPT PABOYEWM ITPOT'PAMMBI
HNPOPECCHUOHAJIBHOI'O MOAYJIA

NHOOPMALINOHHO-AOKYMEHTAIUOHHASA AEATEJIBHOCTD

1.1. OOaacTb NpMMeHEeHHUs POTrPAMMBI.

Pabouas mporpamma npodeccuoHaabHOro Moays (Aanee paboyast mporpamma) — SIBJISIETCS. YaCThbIO
paboueil 0CHOBHOM IpodeccroHaIbHON 00pa3oBaTeNbHON Mporpammsl B cooTBeTcTBUU ¢ PI'OC 1o
npodeccun CIIO 46.01.01 «Cekperapb» B 4aCTH OCBOCHHS OCHOBHOTO BUAA MPO(ECcCHOHATBHOM
nesitensHocTH (BIT): UHopMannoHHO-10KYMEeHTAIHOHHAS 1eSITeJIbHOCTh U COOTBETCTBYIOIITUX
npodeccronanbHbIXx KomnereHuii (11K):

1. CocTaBisTh, pelakTUPOBaTh U OPOPMIIATH OPraHU3aLUOHHO-PACTIOPSIUTENbHYIO JOKYMEH-
TAIMI0, CO3[aBacMyl0 B OpraHU3alMM, COTJIACHO TpeOOoBaHUAM | OCYIZapCTBEHHBIX CTaHIIAPTOB
(I'OCT) no opopmiieHHIO JOKYMEHTOB C UCIIOJIb30BAHUEM COBPEMEHHBIX BUI0B OpPraHU3ALMOHHON
TEXHUKHU.

2. OpraHu3oBbIBaTh JOKYMEHTOOOOPOT B OpPraHU3alMM C MCIIOJb30BAaHHEM COBPEMEHHBIX BH-
JIOB OPTaHU3alMOHHON TEXHUKHU.

3. CoctaBiATh U 0(hOPMIIITE HOMEHKJIATYPY 1€l OpraHu3aluu, GOpMHUpOBATh [Iejla B COOTBET-
CTBHH C YTBEPKJICHHONH HOMEHKJIATypOii, 00eCIieuuBaTh UX COXPAHHOCTh B TEKYIIEM JICIOTPOU3BO/I-
CTBE C UCIIOJIb30BAHMEM COBPEMEHHBIX BUJIOB OPraHNU3allOHHON TEXHUKH.

4. Ocy1ecTBIATh MOATOTOBKY JI€JI K IIepeiaye Ha apXUBHOE XpaHEHHUE.

5. BBINOIHATS MAIMHOMKMCHBIE PA0OTHI PA3JIMYHOMN CTENEHU CII0KHOCTH.

1.2. I_[e.]m U 3aJa4Y1 MOAYJIA — TpeﬁoBaHI/Iﬂ K pe3yJibTaTaM OCBOCHHUA MOAYJIHA

C OCJIBIO OBJIAACHHA YKa3aHHBIM BUIAOM HpO(i)GCCI/IOHaJIBHOf/'I JACATCIIBHOCTH W COOTBECTCT-
BYIOIIIUMHU HpO(I)CCCI/IOHaJ'ILHBIMI/I KOMIICTCHIUAMUN o6yqa}0mﬂxc;1 B XO0A€ OCBOCHMHA npoq)eccno—
HAJIbHOT'O MOAYJIA JOJIPKCH:

HMeTh NPAKTUYEeCKUH ONbIT:

- HMH(OPMAIIMOHHO-I0KYMEHTAIIMOHHOTO 00ECIeUeHUsI YIPaBICHYECKON NEATEIIbHOCTH B CTPYK-
Type OpraHu3ally;

- HUCHOJB30BaHUS MH()OPMAIIMOHHBIX TEXHOJOTUH U CPEACTB OPITEXHUKU B JOKYMEHTAIMOHHOM
o0ecreyeHnt yrpaBieHHs;

yMeThb:

- TI0JIB30BATHCS HOPMAaTUBHBIMU METOIMYECKUMH JIOKYMEHTaMHU 10 JOKyMEHTAI[HOHHOMY obec-
TIEYCHUIO YIIPABIICHHS;

- OpraHu30BBIBAThH PabOTy CIY>KOBI TOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBICHHUS;

- OIpeneNsaTh HOPMBI BpEMEHH Ha JISIIOTPOU3BOICTBEHHBIC OTIEPAIINH;

- KOHCTPYHPOBATh PA3JIMIHBIC BUJIBI OJJAHKOB CITY)KEOHBIX JOKYMEHTOB;

- COCTaBIIAITh, PEIAKTUPOBATH U OPOPMIISATH OPraHU3AMOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI Op-
raHu3aluuy;

- BECTH paboTy ¢ JOKyMEHTaMH (3KCIEIUIMOHHYI0 00paboTKy, perucTpalnio, KOHTPOJIb UCIO-
HEHUSsl, CIIPABOYHO-UH(POPMAIIMOHHYIO padoTy);

- COCTaBJIATH U OPOPMIISAITH HOMEHKIIATYPY /1€ OpraHu3alluy;

- (¢opMHpOBaTh JieTa B COOTBETCTBUU C HOMEHKJIATYPOil JIeT;

- TPOBOJUTH TEKyIlee XpaHECHHE JOKYMEHTOB;

- TIOATOTaBIMBATH JeJia K Iepeiaye Ha apXUBHOE XPaHEHUE;

- HCIIOJIb30BaTh OPTraHU3AIMOHHYIO TEXHUKY B IPO(PECCHOHATBHOMN NeSTETLHOCTH;

- IOJB30BATHCS TEPMHUHOJIOTHEN IE€JI0BOU pedH;

- T0JIb30BATHCS COBPEMEHHBIMU CJIOBAPSIMU U CIIPAaBOYHBIMU M3/IaHUSIMU 110 PYCCKOMY SI3BIKY U
MIPAKTUYECKON CTUIIMCTUKE;



- OTCIEXHBATh JIOTUYECKYIO MTOCIIEI0OBATEILHOCTD MMOCTPOCHHS O(DUIINATHHO-IETIOBBIX TEKCTOB

- JIOKYMEHTOB, POU3BOJIUTH MPOBEPKY (PAaKTHUECKOTO MaTepuana,

- TPaBWIBHO YIOTPEOJIATh KOPPEKTYPHBIE 3HAKU B XOJI€ MPABKH OHUITHATBHO-/ICTIOBBIX TEKCTOB,
PEIAKTHPOBATH CITyKEOHBIC JOKYMEHTHI,

- TOATOTaBIMBATH JOKYMEHTHI PA3IMYHON CTETICHH CJIOKHOCTH;

- WCIOJIb30BaTh HH()OPMAIIMOHHBIE TEXHOJIOTUH TIPU IOKYMEHTHPOBAHUHU M OPTaHU3aIluU paOOThI
C IOKYMEHTaMH;

- o0ecreynBaTh Ka4eCTBO BHIMIOIHIEMBIX padoT;

- gecmu pabomy ¢ OOKYMeHMAMU C UCNONb308aHUE OA3 OAHHBIX (Pecucmpayuio, KOHMpOb UCHOT-
HeHUs1);

- co3z0asamb 0636l OAHHBIX OJISl INEKMPOHHOSO OOKYMEHMO0O0pOma Opeanu3ayuL;

- UCNOTL3068aMb OP2AHUZAYUOHHYIO MEXHUKY 68 NPOPECCUOHANLHOU 0esmMeNbHOCTU,

3HATD!
- TEPMMHOJIOTHIO JI€JIONPOU3BOJICTBA;
- HOPMAaTUBHBIE METOJANYECKHE JOKYMEHTHI IO JOKYMEHTAITHOHHOMY 00ECIICUEHUIO YIIPABICHHUS;
- TpeOoBaHUS K OpraHU3ally UHPOPMALIMOHHO-JOKYMEHTAIMOHHOIO O0CITY KUBaHUS;
- KJaccU(UKALHUIO CIYKEOHBIX TOKYMEHTOB;
- eauHble TpeOoBaHMs U IpaBuiia oQpopMIIeHHs JOKYMeHTOB B cooTBeTcTBUU ¢ ['OCT;
- BH[BI U COCTaB OJIAHKOB CITY>KEOHBIX JOKYMEHTOB, TPEOOBAHUS K UX KOHCTPYHPOBAHHUIO;
- oOuue TpebOBaHUS K COJIEPKAHUIO TEKCTOB CITY>KEOHBIX JTOKYMEHTOB, (DOPMbI U3JI0KEHUS TEK-
CTOB;
- OCHOBHBIE TPYIIIBI OPraHU3ALUOHHO-PACTIOPSIIUTEIBHBIX TOKYMEHTOB, OTJIMYUTEIbHBIE OCOOCH-
HOCTH UX 0(OpMIICHUS;
- JTalbl COCTaBJICHUS CIY>KEOHBIX TOKYMEHTOB;
- CrHocoObl JOKyMEHTUPOBAHMS;
- TpeOOBaHM K OpraHU3aLUHU TOKYMEHTO000pOTa OpraHU3aliH;
- ofmue npaBuiia U GOPMBI pETUCTPAIIIH JOKYMEHTOB;
- TEXHOJIOTMYECKHH MPOLecC KOHTPOJIS 32 UCIIOJHEHUEM MOPYUYEHUIN PYKOBOIUTENS;
- TpaBWJIa U 3TAIbl COCTABICHUS U 0POPMIICHHUS HOMEHKJIATYPBI JIeJl OpraHU3aliH;
- TpeOoBaHus K (GOPMUPOBAHUIO JIE] B COOTBETCTBUU C HOMEHKJIATYpPOM J1eJ1, 0COOEHHOCTH CHCTe-
MaTHU3alli1 OTJENbHBIX BUJIOB IOKYMEHTOB;
- TpaBWIa TEKYILIETro XpaHEHMs Jie]l B OpraHu3aluu;
- JTambl HOATOTOBKHU €T K c/laue Ha apXUBHOE XPaHEHHUE;
- IIpaBWJIa OpraHU3alM1 APXUBHOI'O XpPaHEHUS JIET;
- COBPEMEHHBIE BH/Ibl OPraHU3aLlMOHHON TEXHUKH: Ha3HAUEHUE, IPaBUIIA SKCILTyaTalluy U TEXHU-
YEeCKOro 00CTy KMUBaHMUS,
- KOMIIBIOTEPHYIO TEXHHUKY U COBPEMEHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUH, IPUMEHSEMBbIE TIPU
JTOKYMEHTHPOBAaHUH U OPTaHU3AIMH PaOOTHI C JOKyMEHTaMH;
- "cnemoit" gecATHIANIBIIEBEIM METOJI IICYATH;
- mpaBwia opdorpadun U MyHKTyaI[UH PYCCKOTO SI3bIKA;
- (yHKUIMOHAJIbHBIE CTUJIM PYCCKOTO JUTEPATYPHOTO A3bIKA U UX OCOOEHHOCTH;
- COBPEMEHHbIE HOPMbI IPOU3HOIIICHUS;
- OCHOBHBIE MpaBUJa MOJb30BAHUS CIOBAPSIMHU U CIIPABOYHBIMU U3JAHUSIMH 110 PYCCKOMY SI3BIKY U
MIPAKTUYECKOU CTUIIUCTHUKE;
- TpeOOBaHUA K KAYECTBY BBIMOJIHIEMBIX padoT;
-npasuia Gopmuposanus u UCNoIb308aHUsl 63 OAHHLIX,
-npasuna co30anus u 6e0eHUs 6a3 OAHHLIX CLYHCEOHBIX OOKYMEHMO8 8 OPSAHUIAYUL.
1. 3. PexkoMeHayeMoe KOJHYECTBO YAaCOB HA OCBOEHHE NMPOrpaMMmbl NMpogecCHOHATBLHOIO
MOJYJISL:



Bcero —944 yaca, B TOM 4HCIE:

MaKCHUMaJbHOW yueOHO! Harpy3ku obydaromerocs — 440 yacoB, BKITtoyas:

00s13aTeNLHOM ayAUTOPHOHN yueOHOH Harpy3ku oOydaromerocs — 298 yacoB (quddepeHInpOBaHHBII
3aueT — 2 ceMecTp);

CaMOCTOATENbHOW paboThl oOyuatomierocs — 142 yaca,

y4eOHOI 1 IPOU3BOACTBEHHON NpakTHKU — 504 yaca:

yueOHoM npakTuku — 360 yacoB (audhepeHInpOBaHHBIN 3a4eT — 2 CeMecTpe);

IPOU3BOICTBEHHOW MpakTHKK — 144 yaca (nudepeHunpoBaHHbII 3a4eT — 2 ceMecTpe);
KBanmupukanuoHHBIH SK3aMEH 0 MPOPECCHOHATBHOMY MOAYJIIO — 2 CEMECTp



2. PE3YJIBTATBI OCBOEHUSA NPOPECCUOHAJBHOI'O MOAYJIA

PesynpraTrom ocBOeHHs MporpaMMbl MPOGECCHOHATBLHOTO MOIYJS SIBISETCS

OBJIaACHHUC

o0y4aromumMucs BUJIOM npodeccuoHanbHON JeSATEIbHOCTH

NudopManmoHHO-T0KYMEHTAIIMOHHASA NesITeJIbHOCTD, B TOM qucie
npodeccuonanbubiMU (ITK) 1 06mumu (OK) koMneTeHuusIMu:

Kon

HaumeHoBaHue pe3yjbTaTa 00yuyeHUust

IIK 1.1.

CoctaBiiaTh, peJakTUpOBaTh U O(GOPMIIATH OPraHU3ALUOHHO-PACIIOPAIUTEIbHYIO
JOKYMEHTAllMI0, CO3[JaBacMyl0 B  OpraHu3alUM, COMNIACHO  TpeOOBAHUAM
l'ocynapctBennbix cranpaproB (I'OCT) no odopMieHHIO JTOKYMEHTOB C
HCIIOJIb30BaHUEM: COBPEMEHHBIX BUI0B OpPraHU3allMOHHON TEXHUKHU.

IIK 1.2.

Opl" AHHU30BbIBATb ,Z[OKyMCHT0060pOT B opraHuzanu C HUCIIOJIB30BaHHUEM
COBPCMCHHBIX BUAOB OpFaHI/I?;aIII/IOHHOI\/'I TCXHUKHU.

IIK 1.3.

CoctaBisaTh U 0pOPMIISITH HOMEHKJIATYPY JIeJI OpraHu3aluy, (OpMUPOBAThH Aeja B
COOTBETCTBUM C YTBEP’KACHHOW HOMEHKJIATYpOll, 06ecrieunBaTh UX COXPAHHOCTb B
TEKYyLIEM  JCIONPOU3BOACTBE C  HCIOJIB30BAHUEM  COBPEMEHHBIX  BUJIOB
OpPraHU3allMOHHON TEXHUKHU.

11K 1.4.

OCYH_IGCTBHHTB MMOATOTOBKY ACI K IICPCAAYC HA APpXHUBHOC XPAHCHHUC.

IIK 1.5.

BEITIONHATE MaIIMHOIIMCHBIC pa6OTBI paanquﬁ CTCIICHHU CJIOKHOCTHU

OK 1.

[TonuMaTh CyHIHOCTh M COLMAJIBHYIO 3HAYMMOCTh CBOEHl Oynayuieil mpodeccum,
IIPOSIBJIATH K HEH YCTOWYMBBINA HHTEPEC.

OK 2.

OpraHu30BbIBaTh COOCTBEHHYIO JESTEIBHOCTb, UCXOMAS U3 LIEIU U CIOCOOOB ee
JOCTHKEHUM, OIPENEICHHBIX PYKOBOJIUTEIIEM.

OK3

AHanu3upoBaTh pabO4Yyl CHUTYallMi0, OCYIIECTBISTh TEKYIIUA W HWTOTOBBIN
KOHTPOJIb, OIIEHKY W  KOPPEKIMI0 COOCTBEHHOW  JICSITEIIBHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3yJIbTaThl CBOEH pabOThHI

OK 4

OcymecTBiasITh MOUCK  uH(MOpMaIuu, HeoOxomumon mist  A(HPEeKTUBHOTO
BBITIOJTHEHHSI TPO(EeCCHOHANBHBIX 3a/1a4.

OKS

Hcnonb3oBath UH()OPMAIIMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTHU B
npo¢eCCUOHATBLHOMN 1eATEIIEHOCTH.

OK 6

PaGoratp B komanne, 3(¢dekTuBHO O0OImATHCS C KOJUIETAMH, PYKOBOJCTBOM,
KJIMEHTaMH.

OK 7

HcnonHATs BOMHCKYIO OOS3aHHOCTh, B TOM YHCJIE C NMPUMEHEHHEM MOIYYEHHBIX
npodeCCUOHATIBLHBIX 3HAHUH (1151 IOHOLIEH).

OK38

Co0umo1aTh JCJIOBOM ITHKET, KYJbTYPy M IICHXOJOTHYECKHE OCHOBBI OOIICHMS,
HOPMBI W TIpaBWJIA TIOBEJCHUS; WCIOIH30BaTh METOJIBI W CPEACTBA JCIIOBOTO
oO01eHus.

OK9

CaMOCTOSITEIbHO ~ ONpPEENATh 3aJaud  NMPO(GECCHOHAIBHOIO U JIMYHOCTHOTO
pa3BHUTHS, 3aHUMAThCS CaMOOOpa30BaHHEM, OCO3HAHHO IUIAHWPOBATH ITTOBBIIICHHE
KBaJIM(HUKALINN.

OK 10

Cobmtomate TpeOoBaHUs 0€30MAaCHOCTH TpyJda, MoOXKapHOW Oe30macHOCTH,
CaHWTapHUU U TUTUEHBI, OXPaHBI TPY/Ia.

JP 1

Oco3Hatouuii ce0s rpakJaHMHOM U 3alIUTHUKOM BEJIMKON CTPaHHBI.

JIP 2

IIposiBnsromUi  aKTUBHYK0  TPaXIAHCKYI0  IO3MLMIO, JAEMOHCTPUPYIOLIUI
IIPUBEPKEHHOCTh ~ NPHUHLOWNAM  YE€CTHOCTH,  IOPSAJOYHOCTH,  OTKPBITOCTH,
HDKOHOMUYECKU AaKTHBHBIM M yYaCTBYIOIUMKM B CTyACHYECKOM U TEPPUTOPHAIBHOM
CaMOYIpaBJICHUH, B TOM 4YHCJE HA YCJIOBUSIX JOOpPOBOJIBYECTBA, MPOIYKTHBHO
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B3aUMOJICHCTBYIOIIMH ¥  yYaCTBYIOIIMH B  JIEATEIBHOCTH  OOIIECTBEHHBIX
Opra”u3aluim.

JIP 3

Cobmoaronuii  HOpMBI  MIPABOTOPSIIKA, CICAYIOUINI HIeanaM TpaKIaHCKOTO
obmectBa, obecrmeueHus O€30MAaCHOCTH, MpaB U CcBOOoa TpaxkiaaH Poccum.
JIoSNBHBI K YCTAHOBKAM W TPOSBJICHUSAM MPEACTABUTEICH CYOKYJIbTYD,
OTHI/IanOIHI/II)’I nux oT rpynn C )ICCTPYKTI/IBHBIM U JCBUAHTHBIM IIOBCICHUCM.
JleMOHCTpHUpYIONIMIA HENPUATHE € MPEAYNPEKIAIONNN COLUATbHO OMacHOe
MOBEJICHNE OKPYKAIOIIHX.

JIP 4

[IposBisitOIIMIA U JEMOHCTPUPYIOIIMN YBaXXEHHUE K JIIOASAM TPYyAa, OCO3HAOIIMI
LEHHOCTh coOCTBEeHHOro TpyAa. CTpemsiuiics K GOpMUPOBAHUIO B CETEBOM cpejie
JUYHOCTHO U MPOECCHOHATHHOTO KOHCTPYKTUBHOTO «IIU(POBOTO CIIEIAY.

JP S

JleMOHCTpUpYIOLIUKA TPUBEPKEHHOCTh K POJHOM KYJIbTYpE, HCTOPUUYECKON MaMsATH
Ha oOcCHOBe JIf0OBHM K Pomaune, pogHOoMy Hapoay, Majol pOJMHE, MPUHATHIO
TPaAUIIMOHHBIX [IEHHOCTEH MHOTOHAIIMOHAJILHOTO Hapoaa Poccuu.

JIP 6

HpOHBJ'I?IIOH_II/Iﬁ YBa)XXCHUC K JIIOAAM CTapIICTO MMOKOJICHHUA U T'OTOBHOCTH K YHaCTUIO
B COLIMAJIbHOM NOAACPIKKE U BOJIOHTCPCKUX NBHUKCHUAX.

JP 7

Oco3HaMMUi  TPUOPUTETHYIO IEHHOCTh JIMYHOCTH 4YEJIOBEKA; YBaXKAIOIIMMA
COOCTBEHHYIO U UyKYI0 YHUKAJIbHOCTh B Pa3IMYHBIX CUTYalLlUsAX, BO BceX popMax U
BHJIaX JICSITEJIbHOCTH.

JIP 8

[IposBISIOIIMI U EMOHCTPUPYIOLIUN YBaXKEHHE K IPEACTABUTENSAM Pa3IMYHbIX
9THOKYJIbTYPHBIX, COIIMaJIbHBIX, KOH(i)eCCI/IOHaJ'[BHI)IX nu HHBIX TpyHil.
CornpuyacTHbli K COXPaHEHUIO, MPEYMHOXXEHUI0 M TPAHCISLHUHN KyJIbTYpPHBIX
TPaJULMI U HEHHOCTEW MHOTOHAIIMOHAJIBHOTO POCCUICKOTO FOCY1apCTBa.

JIP 9

CoOumro1arouii 1 MpornaraHIupyoOIUi MpaBuiia 3JJ0pOBOTO U 0€30ImacHOro 0opasa
KHU3HH, CIOPTa; MPEIYNPEKAAOMMUA THO0 MPEOA0ICBAIONINA 3aBUCUMOCTH OT
ayKorous, Tabaka, ICMXOAKTUBHBIX BEIECTB, a3apTHHIX UTP U T.A. COXpaHSIOUINii
TICXOJIOTHYECKYH) YCTOWYMBOCTh B CHTYaTHBHO CIIOXKHBIX MM CTPEMHTEIBHO
MCHSIOIINXCS CUTYalludX.

JIP 10

3aboTrsAmumiics O 3alUTe OKpY)Kalolled cpeapl, COOCTBEHHOM H  UyXKOH
0€30I1aCHOCTH, B TOM 4HCJIe [IU(PPOBOIA.

JIP 11

[IposBrsromuil yBakeHHE K ICTETUUYECKUM ILIEHHOCTSIM, 00JaJarolinuii OCHOBaMH
3CTETUYECKOH KyIbTYpHI.

JIP 12

[IpuHUMaromuii ceMeHble IEHHOCTH, TOTOBBIM K CO3JaHUI0 CEMbH U BOCIUTAHUIO
JIETeH; JEMOHCTPUPYIOLINI HENMPUATHE HACUIIMA B CEMbE, YX0Ja OT POAUTEIBCKOU
OTBETCTBEHHOCTH, OTKa3a OT OTHOIIEHWH CO CBOMMH JAETbMU U UX (DHUHAHCOBOTO
COJICpKAHUS.

JInyHOCTHBIE pPe3yJIbTAThI

peain3anuu nmporpaMmbl BOCIIMTAHUS, ONIPEACICHHBIC OTPACJI€BbIMHA TpeﬁoBaHI/lﬂMl/l K I€J0-
BbIM Ka4YeCTBaM JIJUIHOCTHU

JleMOHCTpHpYIONINK TOTOBHOCTH M CHIOCOOHOCTH BECTH JHAIIOT C IPYTUMU JTFOIbMU,

JIP 13 JIOCTUTaTh B HEM B3aUMOIIOHUMAaHMsI, HAXOIUTh OOIIME LENU U COTPYTHUYATh JUIs
UX JOCTHXKEHMsI B TPOPECCHOHAILHOM 1€ TEIbHOCTH

JIP 14 [TposiBsromuii co3HaTEIBHOE OTHOIIEHNE K HENTPEPBIBHOMY 00pa30BaHUIO KaK ycC-
JIOBHIO YCIEITHON MpoeCCUOHATBLHON U OOIIECTBEHHOM IeATEeThHOCTH
[TposiBsronMii rpaX/1aHCKOE OTHOILIEHHE K TPOPECCUOHATIBHOM 1eATEIbHOCTH KaK

JIP 15 K BO3MOXXHOCTH JIMYHOTO yYaCTHs B PEHICHUU OOIIECTBEHHBIX, TOCYIaPCTBEHHBIX,

00IIeHAIIMOHATBHBIX MPOOJIEM




[TprHMMAarOIMIT OCHOBBI 3KOJIOTHYECKON KYJIBTYPbI, COOTBETCTBYIOIIEH COBPEMEH-
HOMY YPOBHIO 9KOJOTUYECKOTI'O MBIIUICHHUS], IPUMEHSFOIIUI OTBIT 3KOJIOTHYECKU

JIP 16 OPUEHTUPOBAHHOMN PEPIICKCUBHO-OIICHOUYHOMN M MPAKTUYECKOM NEITEIHOCTH B
YKU3HEHHBIX CUTYaIUsIX U NPo(hecCHOHATLHOM NesTEIbHOCTH
[IposiBnsrOIINI HEHHOCTHOE OTHOIIEHHUE K KYJIbTYpPE U UCKYCCTBY, K KYJIbTYypE P
JIP 17 U KyJbType MOBEACHUS, K KPACOTE U TApMOHUU

JIMYHOCTHBIE pe3yJibTaThbl

peaaqusanvu nporpamMmbl BOCIUTAHUSA, OIIPEACJTCHHBIC KIIIOYCBbIMHA paﬁoToz{aTenﬂMn

Brinonnsromnuii Tpe6OBaHI/I$I HeﬁCTByIOIHeFO 3aKOHOAATCJIbCTBA, IIPABUII U I10JI0-

JIP 18 JKeHnn

JP 19 CriocoOGHOCTH K MPodeCcCHOHATBEHOMY Pa3BUTHIO IO CIICIUATBHOCTH, MPOPECCHH

JIP 20 YMeHHe rpaMOTHO MCITOJIB30BaTh MPOQPECCHOHAIBHYIO IOKYMEHTAIIUIO
I'oToBHOCTB TIOIIEPIKUBATH TAPTHEPCKUE OTHOIIEHUS C KOJUIETaMu, padoTaTh B

JP 21 KOMaH/Ie

JIMYHOCTHBIE pe3yJbTaThbl

peajiu3auMu NMPOrpaMMbl BOCIIUTAHMS, ONpeleléHHbIe CyObeKTaMu 00pa30BaTeJIbLHOr0 Mpo-

necca
[TposiBasitouii cyObEKTHYIO MO3HUIIMIO OTBETCTBEHHOI'O YI€HA POCCUICKOTo 001ie-
JIP 22 CTBa, OCO3HAIOLIEr0 CBOM KOHCTUTYLHOHHBIE IIpaBa U O0A3aHHOCTU U MPUMEHSIO-
IEr0 CTaHAapThl AHTUKOPPYNIIMOHHOTO MTOBEACHUS
JIP 23 CrniocoOHBII K caM000Pa30BaHHIO H CAMOPA3BUTHIO




3. CTPYKTYPA U IPUMEPHOE COAEP KXAHUE ITPO®ECCUOHAJIBHOI'O MOAYJIA
3.1. TemaTu4ecKuil IJIaH NMPO(PecCHOHATBLHOT0 MOXYJIS

O0beM BpeMeHH, OTBeIEHHbI HA 0CBOEHUE Ilpakmuxka
MEKAMCIHUIUIMHAPHOTO Kypca (KypcoB)
Obs13aTenbHasA
Konas! npo- Beero 4acos ayJIUTOpHAasl ydeOHast
¢deccuo- Harpy3kKa o0y4aiomerocst IIpakTnyeckas
HaumeHoBaHus pa3jenoB (maxc. yueo- CamocTosiTeNb- IIpoussoa-
HaJbHBIX Bcero, B T.4. NoAroTOBKA,
npogecCHOHAIBLHOI0 MOTYJIA Has Hazpys3ka Hasi padoTa YuedHnas, CTBEHHa,
KOMIIETE€H- qacoB JlaGopaTopHbIe JyacoBs
" U npakmuKu) o0yuaromerocs, 4acoB 4acoB
i padoThl U 4aCOB
NpPaKTHYeCKUe
3aHATHSA,
4acoB
1 2 3 4 5 6 7 8

K 1.1, Pa3nen 1. TexHonorus cozmanusi, ohpopm- 78

15 JIEHUsl U PENAaKTUPOBAHMS OpPraHU3alMOH- 282 188 108 94
HO-PacCHoOpsAUTEIbHON JOKYMEHTALMH.

MK 1.2. Pa3zgen 2. Opranusanust JOKYMEHTOO0O- 32
poTa C WCMOJb30BAHUEM COBPEMEHHBIX
BUJIOB OPTraHU3allMOHHOW TEXHHUKH. Tex- 102 72 30 30
HOJIOTHSI KOHTPOJISI UCHIOJIHEHUSI IOKYMEH-
TOB.

IIK 1.3. Paznen 3. Benenue nen B TeKylmeM Jieo- 14 10 4 4 6
IIPOU3BOJICTBE.

IIK 1.4. Pa3nen 4. IloaroroBka aen K mepegaye Ha 4

A A A pedt 42 28 8 14

apXMBHOE XpPAHEHUE.
YueOHasi NpaKTHKA 360 360 360
IIpoun3BoaCcTBEeHHAS MPAKTHKA 144 144 144
Bcezo: 944 298 150 142 360 144

10




3.2. Conep:xkanue o0yuenusi no npogeccunonaibuomy moaysao (IIM)

HaumenoBanue pa3jesoB, npo- Oo0bem ua- | [IpakTuye- | YpoBeHb
(eccnonanbnoro moayasi Mmex- | Conep:kaHue y4eOHOro MaTepHaa, 1a6opaTOPHO - NPAKTHYECKHE 3aHSITHS, CAMOCTOSITEIbHas padoTa coB cKasi MO/AT0-| OCBOEHHUS
THCIUIIJTHHAPHBIX KYPCOB 00yJarImXcst TOBKa
(MAK) u Tem
1 2 3 4 5
440 120
MK 01.01. lokyMeHTALlMOHHOE
olecnevyeHue ynpapjieHUst
IPaznen 1. TexHosorusi cozqanms, 188 78
DhopmiIeHNsI U peJaKTUPOBAHUS]
OpraHu3aIloOHHO-
PacopsiANTeIbHOM TOKyMeHTa-
HHH.
Conep:xanue 8
OCHOBHBIC ITaITBl PA3BUTHS ACTONPON3BOACTBa. HopMaTHBHO-MeToAnYeckre TOKyMeHTH 1o JJOVY.
Oprasmn3anroHHO-TIPABOBBIC TOKYMEHTHL. Kiaccudukanuu TOKyMEHTOB. 2
Tema 1.1. leronpoussoacrso | Opranusamus Tpyaa paOOTHHKOB ciyk0b1 JJOY. POpMEI OpraHu3alyy AeTOIPOU3BOICTBA.
KaK oiHa U3 GpyHKIMii Crpykryps! u ¢pyHKINH ciyx051 JJOY
ynpaBiieHust IIpakTHyecKue 3aHATHSI: 6
HopmaTHBHO-METOIUYECKHE TOKYMEHTHI i OPraHU3aIMOHHO-TIPABOBBIE JOKYMEHTHI. 2
Opranuzanys Tpy1a paboTHUKOB. JIOKHOCTHAS MHCTPYKITHS. 2
Hopwmbl opranusanuu genonpousBojctsa. CTpykrypsl u GyHKImH ciyx0s1 JJOY. 2
Conep:xxanue 10
[Monsitue popmynsipa nokymenra. TpeGoBaHHs K pacriosioKeHHIO OJIAaHKOB.
CocTaB PEeKBU3UTOB JIOKyMEHTA. Pa3nuusi peKBU3UTOB. 5
Tema 1.2. Tipasuia TpeboBanus kK fokyMeHTaM. biiaHk 1oOKyMeHTa.
0(OPMIEHHS PeKBU3HTOB PacnosioxeHue peKBU3UTOB OTHOCUTEJIBHO TalyJIAaTOpA.
ITpaBuia opopMiICHHS PEKBH3UTOB TOKYMEHTOB
IIpakTHyeckue 3aHATHS: 4
Cocrapnenune 01anka qokymenta. OdopmiieHue OaHka JOKyMEHTa, TUChMa. 2
OdopmiteHHs] peKBU3UTOB JOKYMEHTOB. COCTaBICHHE TOKYMEHTA. 2
Copep:xanue 10
Bunsl u Ha3zHaueHHE CayX)eOHBIX JOKyMeHTOB. OOIHe TPeOOBaHUS K COMCPIKAHUIO TEKCTOB CIyKEOHBIX 10~
Tema 1.3. Oopmirenne KYMCHTOB.
OCHOBHBIX rpynm Bupl irceM. PEeKBU3UTHI CITy»KeOHOTO MHChMa. 2
OpraHusaltnoHHO- Tenerpamma. Tenedonorpamma. Tenedake (daxc).
PACHOPHHTETLHIX Joxknannas 3anucka. OObSCHUTENIbHAS 3AIIHCKA.
JIOKYyMEHTOB PacniopsimuTensHble B HHPOPMAIIMOHHO-CIIPABOYHBIC JIOKYMEHTHI
IIpakTHyecKkue 3aHATHSI: 2
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OdopmiteHne TenerpaMMBbl, Tele(OHOTPaMMEL, cinykeOHoro mucbMa. CocraBieHne Tekcta. OdopmieHue
hopmymsipa-o6pasiia, JOKIAAHOH, OOBSICHUTEIHHOMN 3aIIHCKH.

Tema 1.4. OdpopMmiienue Kaapo-
BOIi TIOKYMEeHTAllU1

Conep:xanue

Buzbl 1 Ha3HaueHue KaapoBoil fokymeHTauuu. TpynoBoil 1orosop.

Bupnp! 3asB1eHMi 10 JInyHOMY cocTraBy. [IpaBuia cocTaBiieHUs 3asBJICHUH O JMYHOMY COCTaBY.

CocraB u npaBuia 0HOpMIICHHUS JTUIHOTO Jena.

[IpaBuiia BegeHust 1 0(hOPMIICHUSI TPYIOBBIX KHUKEK.

[IpuKa3bl IO INYHOMY COCTABY.

10

IIpakTHYyecKkue 3aHATHSA

Cocrapnenne, 0(opMIIEHHE TPYIOBOTO JOTOBOPA.

Cocrapnenne 3asBieHus. OhopMIeHHS JINIHOTO Jera.

Odopmiienne TpyzoBoi KHIKKH. [IpaBuia BegeHus u opopMIIeHHE KaIpOBBIX IPHUKA30B.

N

Tema 1.5. CocTaBiieHHE TEKCTOB
CIIY:Ke0HBIX TOKYMEHTOB

Conep:xanue

Ctunp ciryke0HBIX JOKYMEHTOB.

COOTHOIIICHUE CTHIIS ¥ COEPIKAHUA TEKCTA C BUAOM JOKYMEHTA.

OObmue TpeboBaHMs K TEKCTaM JOKYMEHTOB YIPABICHUS B COBPEMEHHOM JIEJIONPOM3BOACTBE.

O¢uranbHO-1eTOBOH CTHIIb CIYKEOHBIX JOKYMEHTOB.

IIpakTHyeckue 3aHATHS:

Cocrapnerne 1 0opMIICHHE CITY>KeOHBIX JOKYMEHTOB.

Tema 1.6. DiekTpoHHBIH 0uc.

Conep:xanue

OcHoBHbIE cpepbl IPUMEHEHHS 3JIEKTPOHHO-BBIYHCIUTEILHON TEXHUKU.

TpeboBaHMs K aBTOMAaTH3NPOBAHHOMY pabod4eMy MECTY CeKpeTapsi.

ITonsitue mporpammHoro obecredenus. PaiiioBas cucTeMa MepcoHaIFHOTO KOMITBIOTEPa

WHuopMalmoHHbIE TEXHOIOTHH, IPHMEHsIEMBIE B pa00OTe CeKpeTaps.

IIpakTHyeckue 3aHATHS:

Ipuanunsr padotsr IIIIII. Hactpoiika mporpammHoro uHTepdeiica. [Ipeodpa3oBanne (popMaToB JaHHBIX.
ApxuBHpoBaHHE HHPOPMALIHH.

Tema 1.7. Texnosorust
Co3nanus
TeKCTOBBIX JOKYMEHTOB

Conep:xanue

Knaccudukaiius 1 BO3MOXHOCTH TEKCTOBBIX PEIaKTOPOB (TEKCTOBBIX MPOIECCOPOR).

Texuonorus CO3J1aHNA TCKCTOBBIX TOKYMCHTOB. HpaBI/ma BBOJA TCKCTA.

Omnepanun ¥ cxema paboThl B TEKCTOBOM MPOLIECCOPE.

BBog tekcra. PenaktrpoBanue nokyMeHta. @opMaTUpOBaHHUE TOKYMEHTA.

OdopmiIeHHE TEKCTOB JOKYMEHTOB.

[ToHsiTHe O cJIenoM METO/Ie IMChMa, er0 0COOEHHOCTH M 3P )EKTHBHOCTS.

12

IIpakTHyeckue 3aHATHS:

Co3)1aH1/1e TEKCTOBOI'O TOKYMEHTA, €ro p€AaKTHUPOBAHNUE.

Crenoii merox neyatu. AsidaBuTHO-IM(BPOBHIC KIABUIIH.

Caenoii meroz neyatu. OdopmiieHue JOKyMEHTa.

OO011eynoTpeOUTENIbHBIE COKPALCHUsI, TPUMEHsIeMbIe TPH 0(hOPMIICHUH MAIIHHONIUCHBIX paloT.

PopMmaTupoBaHue foKyMeHTa. Vcrnosp30BaHne CTHIIEH.

Vcnonp30BaHue CIIUCKOB B TEKCTOBOM ITPOIIECCOpeE.

Vicnionip30BaHue TabJIuIL B TEKCTOBOM IPOIECCOPE.

Hcnonp3oBanue rpaduKy B TEKCTOBOM IIPOLIECCOPE.

30

NINININININININ
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M cronp30BaHme CCHUIOK B TEKCTOBOM IIpoeccope.

Co3znanue madJIOHOB B TEKCTOBOM MPOIIECCOPE.

Hcnons3oBanue KOJIOHTHUTYJIOB B TEKCTOBOM IIPOLIECCOPE.

Hcnonp3oBanue pegakropa GopMys B TEKCTOBOM Tpolieccope. Vcrnonp30BaHue quarpaMM B TEKCTOBOM MPO-
1eccope.

Co3/1aHre TEeKCTOBBIX JOKYMEHTOB Pa3HbIX (hOpMATOB.

Co3znanne coCTaBHBIX JOKyMeHTOB. Co3/1aHue MeNIOBBIX JOKYMEHTOB.

CnenuaiabHble BO3MOXKHOCTH B TEKCTOBOM IpoIeccope.

NINININ

N

N

Tema 1.8. TexHoJsiorus
O6paboTku
4K CI0BOH MHpOpMaLUK

Conep:xanue

Texuomnorust 00pabOTKK YHCIOBOM HHPOPMALIMHU. Afpecanys M OCHOBHBIE 3JIEMEHTHI DJICKTPOHHBIX TaOIHII.

Onepanyu peJaKTHPOBaHUSA M HOpPMATHPOBAHUS JISKTPOHHBIX TaOIHUIL.

HWcnonp3oBanne GopMyn U QYHKIHHA B 2JIEKTPOHHBIX TaOIHIIAX.

I'padugeckoe npencraBienne gaHHbIX. CpeacTBa MPOBEPKU TaHHBIX.

IIpakTHyeckue 3aHATHS:

OcHoBHble oHATHs. Tunsl naHHEIX. PopmaTuposanue Tabmun. OyHKINS «ABTO3aMOTHEHHEY.

IlocTpoenue nuarpaMm.

Hcnonp3oBanne GopMyI B TAONHIHOM nporieccope. AOCOIIOTHAS M OTHOCHTENNBHAS aJIpecallisl.

Vcrnonp30BaHUE CTaHAAPTHBIX MATEMATHUECKUX (DYHKITHH.

Vcnonp30BaHue TabIMYHOTO IPOILeccopa I peleH s 3a1ay.

Co3nanre MHOTOCTPAHWYHOM KHHATH B TaOJIMYHOM IIPOLIECCOPE.

HWcnonp3oBanne Gynkimii «Ilogbop mapamerpa» u «[Iporao3npoBaHme JaHHBIXY.

HWcnonp3oBanne JormuecKux GyHKIUH.

O06paboTKa MacCHBOB JAHHBIX.

Vcnonp30BaHue CBsI3aHHBIX TAOJINII, pacueT IPOMEKYTOUHbBIX HTOTOB B TAOIMYHOM IPOLIECCOPE.

OmnpeneneHne 3aBUCIMOCTH B ()OpMyJIax B TAOJIMYHOM MPOIIECCOPE.

HMcnonp3oBaHne TaOIMYHOTO MPOIeccopa B KauecTBe 0a3bl JaHHBIX.

3amaun ONTHMH3ANMHU B TaOJIMIHOM IIPOILIECCOPE.

KommurekcHoe MCTIONB30BaHNE BO3MOXKHOCTEH TaOIMYHOTO IpoIieccopa s CO3MaHus JOKyMeHToB. CoBMe-
CTHOE HCITOJIF30BAHNE TEKCTOBOTO M TAOJIMYHOTO MIPOIIECCOPOB

28

NINININININININ

Tema 1.9. MyabTuMeaniinbIe
TeXHOJIOTHH

Conep:xanue

MynbTUMEANITHBIC TEXHOJIOTUH: OCHOBHBIC OHATHS M OonpelieNieHus. TeXHuIecKre U porpaMMHBIE CPEICT-
Ba. Bunbl mporpamm 00paboTKH MyJIbTUMEAUHHBIX (DaiiiioB.

Buabl u napamerpsl GopMaToB ayano-, rpaguuecKuX, BUC0- U MYJIbTUMEIUUHBIX (haiIoB.

ITporpamMmbI MOATOTOBKH Ipe3eHTaui. PaspaboTka npesenraiuu. CpencTsa 0opMIICHHS IPE3CHTAIMH.

Co3nanue myOnukaimu.

IIpakTHyeckue 3aHATHS:

Cpenctsa Juis 3alKMCH U peTaKTHPOBAHMUs 3BYKOBOM MH(pOPMAIIHH.

TexHousorus paboThl ¢ MPOrpaMMaMH 3allUCH M PEJaKTUPOBaHUsI BUACOUHPOPMAIIHH.

TexHosorust paboThl ¢ rpaUISCKUMHU PEAAKTOPAMHU.

Cosnanue 1 opopmiieHHE TPE3SHTALHH.

Hcmons3oBanue dHUMAIIMM B MPC3CHTAIINH.

Vicnionip3oBaHye TabJIUIL U JUarpaMM B ITPE3CHTAIHH.

Hcnonb3oBanue rpaduky, 38yKa ¥ BUEO B MPE3CHTALIUH.

24
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CrnusiHre pe3eHTaluni.

JleMoHcTpalys roToBOM Mpe3eHTal|H.

Cosznanne myOIuKaImi.

Vcnonp3oBanue rpaduku B My OIMKAIHH.

TexHomnorust paboThI ¢ MynbTUMeNA B ceTu VHTepHeT

Conep:xanne: 6
BremHeToproseie 10KyMeHTHl. CTaHAApTBI, PEKBU3UTHI €AMHOTO YHH(DUIIMPOBAHHOTO BHEIIHETOPTOBOTO
JOKYMEHTA. 2
Tema 1.10. Kommepueckas KontpakTsel, 3aka3sl, cormamenus, OOmenpuHsaTeie (HOpMBI 3TUX JOKYMEHTOB: CTaHJApTHBIE BBIPAKECHUS,
KOpPPeCHOHAeHIHsA ynoTpebiisieMble B ITOJTOOHBIX JTOKYMEHTAX.
KomMepueckasi KOppecnoHIeHINS U TTHChMA.
TpakTHYeCKHE 3AHATHSN: 4
OdopmiieHre BHEITHETOPIOBBIX JJOKYMEHTOB.
OdopmiieHre KOMMEpPYECKO! IOKYMEHTALIUH.
CamocrosiTe1bHast padoTa pH U3y4YeHHH pa3jena 1. 94
Paborta ¢ KoHCIIeKTaMH, yUeOHOH | CIIeIHaIbHOM uTepaTypoi (1o maparpacdam, riiaBaM yueOHBIX MOCOOUH, yKa3aHHbIe mpenoaaBaTeneM). Ca-
MOCTOSITEIIPHOE M3YUCHHE HOPMATHBHO-TIPABOBOI 0a3bl TOKYMEHTAIIMOHHOTO 00ECIICUEHH s YIIPABICHHUS 10 BOMPOCAM PETyJIMPOBAHUS U OCYIIe-
CTBJICHUS! OTJENbHBIX BUAOB Pa0OT, MPENyCMOTPEHHBIX JOJDKHOCTHOM MHCTPYKIMEH M KBaln(pUKaIMOHHBIMH TpeOoBaHMsMH. [lonroroBka k
71a00paTOPHBIM 3aHATHSAM C MCIOJIB30BaHUEM METOAMYECKHX PEKOMEHIAIWi mperonaBarens. V3ydenue mnpaBui cocraBieHuss U 0OPMIICHUS
CIpaBOYHO-MH()OPMALMOHHON ToKyMeHTanuu. OpraHu3anus JT0OKyMeHTO000poTa B yupexaeHuu. M3ydenue npaBmi coctaBieHus U odopmiie-
HUSI PEKBU3UTOB JOKYMEHTOB. PeakTHpOBaHNE TEKCTOB CIIy>KEOHBIX JOKYMEHTOB C HCIIOJIb30BAaHNEM KOPPEKTYPHBIX 3HAKOB. PemakTupoBaHue
TEKCTOB CIY’KEOHBIX JIOKYMEHTOB (CIy>keOHOE MHMCHMO, NMPHUKA3bl 10 OCHOBHBIN AEATEIHHOCTH, MIPOTOKOI, akT, Norosop). Odopmienue Tere-
rpaMMBI (HCIIOIh30BaHNE OOLIECTIPUHATHIX COKpaIeHn ). M3ydyeHne TeopeTnaeckoro MaTepraia U IOAr0TOBKa OTBETOB Ha KOHTPOJILHBIE BOTIPO-
CBI, BBIaHHBIE MpernoaaBaTeneM. Co3naHnue MyJIbTUMEIUHHON MPE3CHTAlUH 10 TEME, COTJIACOBAHHOH C MpPENOoAaBaTeleM, C UCIIOIb30BAHHEM
AQHMMAIINH, BUAEO U 3BYKO3AIHCH.
Pa3ngen 2 Opranu3anus 10- 72 32
KYMEHT0000pOTA ¢ HCIO0JIb-
30BaHHEM COBPEMEHHBIX
BH/IOB OPITEXHHKH
Conep:xxanmne: 8
[ToHATHS ¥ IPUHIUIIBEI OPTaHU3aLUHU TOKyMeHTooOopoTa. [ToHATHE 0 TOKYMEHTONOTOKE.
ITpuem 1 00pabOTKa BXOSIIICH qoKyMeHTalui. Hepeructpupyembie TOKYMEHTHI. 2
Tema 2.1. Opranusauus K JKEHUS U UCTI0JIb30BAHUsI JOKYMEHTOB
AoKymeHTooOopora. TexHo- 06HTp0nB L > A0KY -
J10THSI KORTPOJIS! HCTOHe- O6paboTKa UCXOAIEH TOKYMEHTAIINH.
HHS TOKYMEHTOR. IIpakTHyeckas padora _ 6
[Tpuem u perucrpaims BXosiei fokyMeHTanuu. O0padoTKa JOKYMEHTOB. 2
[TopsmOK KOHTPOJISL 32 UCTIONHEHHEM JOKYMEHTOB. 2
O0paboTka ucxosine fokyMmenrauuu. OpopmieHre JOKYMEHTOB. 2
Tema 2.2. Ocnaimenne pagoye- | COlepkKanue: 4
ro MeCTa CeKpeTapsi. Ucnouab- KOMHBIOTepHaH TCXHHUKA B pa60Te CCKpeTaps.
30BaHNe KOMNbIOTepHOif Tex- | Cpe/cTBa KOMMPOBAHUS M PA3MHOKEHUS TOKYMEHTOB. 2
HUKH U COBPEMEHHBIX T€XHO- HpaKTI/l‘IeCKaﬂ paﬁOTa 4
Joruii NPH 10KYMEHTUPOBAHMN [ 10110 15,30BaHIe KOMITBIOTEPHON TCXHUKH B paboTe CCKPETapsL. 2
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U OpraHu3anmu padoTsl ¢ 10-
KYMEHTaMH

TexHoorun CKaHUPOBAaHUA JOKYMEHTOB.

Tema
2.3.1e10IPOU3BOICTBO 10O
NMHCbMEHHbIE U YCTHBIM
oOpaleHUsIM rpaKaaH.
TpeOoBaHus K J0KYyMEHTaM

Conep:xkanue:

®opmsl obpatennii rpaxaad. OCHOBHBIE NpaBHIiIa MOJaYl 00paIIeHNH TpaXkKiaH B YUPEXKICHUIX, OpraHnu3alu-
sIX; oOecIiedeHne KOHTPOJIS.

OTBETCTBEHHOCTH 32 OPTaHM3aINI0 pabOTH ¢ oOpameHneM TpakaaH. Poib cekperaps mo oOpameHsIM Tpax-
JIaH.

Peructpamust oOpameHuii rpakaH, y9eT, KOHTPOJIb, BBIIOJIHCHNE CIPABOYHOH PabOTEHI.

HpaKTuquKne SAHATHSA:

Hcnonp3oBanue GOpPMBI PErUCTPaliOHHO-KOHTPOJIEHON KapTOUKH.

Tema 2.4. Texnosnorus xpa-
HeHHsl, MOMCKA U COPTHPOB-
KU HH(pOpMauuu

Copnep:xanue

Texnosornu nHMOpMaIMOHHBIX cucteM. [loHsTHe HHPOPMALIMOHHOI CUCTEMBI.

ITousrue o 6a3ax JJAHHBIX. Tune! u MOACIN 6a3 JaHHBIX.

Tepmunonocust peisiyuOHHbIX 6A3 OAHHBIX.

TepMI/IHBI, OTHOCAIIMECA K ITOHATHUIO «CBs3pIBaHUE Ta6HI/IH)>.

Hopmanuzayus 6a3 0auHulx.

Texnonozcus NpoOeKmupoeanus 6a3bl OAHHDIX.

Buowl cucmem ynpasnenust bazamu OaHHbIX.

14/(8)

IIpakTHyeckue 3aHATHS:

Coz0anue mabauy 6 cucmemax ynpagieHus 6azamu OaHHbIX.

Onpeodenenue ceszeil mexicdy madauyamu.

Co3zdanue 3anpocos.

Co3z0anue popmvl ¢ HOMOWBIO KOHCMPYKIMOPA.

Cozoanue gpopmul ¢ noMoubio macmepa Qopm.

Cozoanue omuemos.

Koppexmuposxa bazvl dannbvix.

Banonnenue cozoannoti 6azvl OAHHBIX.

16
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Tema 2.5. ABTOMaTH3anus
JeJIONMPOU3BOACTBA U YJIEK-
TPOHHBII JOKYMEHT0000POT

Copnep:xanue

ABTOMaTH3aIMs TPOIIECCOB JICIONPOU3BOACTRA.

DNIeKTPOHHBIN TOKyMeHT. CHCTEMbl aBTOMATH3aITMH JISTIONPOU3BOJICTBA.

BXO}IS{H_[I/IC, HCXOANIME U BHYTPECHHUEC TOKYMCHTHI. ABTOMaTI/ISaL{I/IH XpaHCHHUA DJICKTPOHHBIX TOKYMCHTOB.

CucteMbl aBTOMATH3aIMH JICIONPOU3BOACTBA U 3JIEKTPOHHOIO IOKYMEHT0000pOTA.

IIpakTHyeckue 3aHATHSA:

Cosnanne 0a3 JaHHBIX PETHCTPAIMU TOKYMEHTOB

Oco0GeHHOCTH PAabOTHI C 3JIEKTPOHHBIM apXHBOM.

CamocrosiTe1bHast pa0oTa IpH U3YyYeHUH pa3jena 2.

Paborta ¢ xoHcrekTamu, y4eOHOI M crenuaibHOM JuTeparypoil (mo maparpadam, riaBaM y4eOHBIX MOCOOHM, yKa3aHHbIE MPEIoaBaTeseM).
[ToaroroBka K MPakTUYECKUM 3aHSATHSIM C UCIIOJIb30BAaHHEM BapHAaHTOB 3a7aHuii Mo «PaboyuM TeTpajsiM» 1o IpeaMeraM, METOANYECKUX PEeKo-
MEHJanui mpenoaaBaTessi, CaMOCTOSATEIbHOE BHIIIOJIHEHHE PAKTUYECKUX 3a1aHui. [1o[roToBKa K 1a00paTOPHBIM 3aHSATHAM C UCIIOJIb30BaHHEM
METOJMYECKHX PEKOMEHJAIMi npenoaasarens. Opranusanus J0KyMeHT0000poTa B yupexaeHud. Cxema 0O0paOOTKU MOCTYMAIOIUX U CO37a-
BaeMbIX JOKYMEHTOB B opraHuzanud. CaMoCTOSTEIbHOE H3ydeHHE MPHEMOB pabOThHl B Mporpammax NpoecCHOHATBHON HampaBICHHOCTH.
DopMbl 00paIieHui: MPEATIOKEHNs, 3asIBICHIS, XKallo0bl, uX onpezaenacHus. CpOKHM HCHONHEHNST 00palleHnii TpaskaaH, TpeOoBaHus K HUM. Pe-
THCTpalys oOpaleHnii rpaxaan. M3yyenue cucmemvl 21eKmMpoHHO20 0oKymenmoobopoma. Cozdanue 6azvl OAHHbIX 8 CO2NACOBAHHOI C NPEno-

30/(12)
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dasamenem chepe desmenvrocmu cekpemapsi. Cozdanue 3anpocos, popm, omuemos bJI.

Pasznen 3 Benenne aea B 10
TeKylIeM AeJIONPOU3BOACT-
Be
Conep:xanne: 6
Obuiee MoHATHE 0 HOMEHKJIATYPE Jell. 2
Tema 3.1. Opopmrenie TpeboBaHMs K COCTABICHUIO M 0(OPMIICHHIO HOMEHKJIATYP JeTl.
HOMEHKIATYPbI T Tunosas u mpuMepHas HOMEHKIATypa faen. PopmMa HOMEHKIATYPHI el IPEeANPHSTHSI.
IpaKkTHYeCKHE 3AHATHI: 4
[TpaBumna opopmiIeHIS HOMEHKIATYPHI eIl
OnpeneneHne Kpyra JOKYMEHTOB JUIS BKIIOUEHHSI B HOMCHKIIATYPY.
CamocTtosiTeibHasi padoTa NMPH U3YYeHUH pa3jena 3. 4
Pabota ¢ xoHCHeKTaMH, Y4eOHOH M ClelualbHOU JMTepaTypoil (o maparpadam, riiaBaM y4eOHBIX MOCOOHH, yKa3aHHBIC MpEroaBaTeieM).
HO}IFOTOBKa K IMPaKTUYECKUM 3aHATUAM C UCIIOJIb30BAHUEM BapUAHTOB 3a)1aH1/1171 o «Pabounm TETpagIM» 110 NpeaMeTaM, METOJUUCCKUX PEKO-
MeH}:[aL[I/Iﬁ npenoaaBaTeid, CaMOCTOATCIbHOC BLIITOJIHCHUC MPAKTHYCCKUX 3a11aH1/1171. Hasnauenwne u BUABI HOMCHKJIATYpPbI ICII. TpeGOBaHI/Iﬂ K
COCTaBJICHUIO HOMEHKJIATYpH! ient. OopmileHne HOMEHKIIATYPHI JIeI.
Paspneu 4 Iloaroroska aeua K 28
nepenaye Ha apXuBHOe
XpaHeHHe
Copaep:xanmne: 6
Tema 4.1. ®opMupoBanne ®dopmuposanue gen. HopmMaTuBHbIE JOKYMEHTBI AJIsl OPTaHU3aIMK paOboThl 1O (JOPMHUPOBAHUIO JEJL.
neu. TloaroroBka jokymen- | 1IOPSIOK PACIIONOXKCHHS JOKYMEHTOB B JIeJIC. 2
TOB K anbHeiineMy xpane- | Croco0bl odopmienus nen. ObecrnedeHne COXpaHHOCTH NOKYMEHTHOH HH(pOpMALUH U JOKYMCHTOB
HHUIO U MCITOJIHL30BAHHUIO. HpaKTuquKne SAHATHSA: 2
Crioco0b1 0(hopMITEHUS [IEIT, HCITONb3yeMble anku. @opMHUpOBaHUE TEIT.
Conep:xxanue 6
[IpaBuia XxpaHeHHUs A€ B CTPYKTYPHBIX HOAPA3IeICHUIX NPEeIIpUITH. APXUB NPeIIpUATHSL.
[TousiTe 00 ONTUMAaIbHOM CPOKE MCIOJIB30BAaHUS JOKYMEHTOB B JIENONpPOHU3BoCTBe. OCHOBHBIE TPHHIIUIIEI 2
Tema 4.2. Xpanenne
JHOKYMEHTOB W Tiepeiata YCTaHOBJICHHSI CPOKOB XpaHEHHS L.
e — JoKyMeHTBI, oasexalye yHuYToKeHU10. I1opsaoK yHUUTOXKEHUS JOKYMEHTOB J1e1.
IIpakTHuyeckue 3aHATHSA: 2 2
Onuch TOKyMeHTOB JIMYHOTO Aeia. OdopMiteHne aen i apXuBHOTO XpaHeHud. [IpreM u mepenava zien B ap-
XUB.
Conep:xxanne: 8 2
[MousiTre 0 KOH(GUAEHIMATBHOM UHOpMaLUK. 3aKOHOAATEeNbHAS U HOPMAaTHBHO-NIPaBOBas 0a3a B 00JIacTH 3a-
IIUTHI HHPOPMALIHH.
Tema 4.3.Pabora ¢ 10ky- [IpumepHbIil IepedeHb CBEeIEHNH, COCTABISIONINX KOMMEpUecKyto TaiiHy. OCOOCHHOCTH BEICHUS JEIOMPOU3-
MEHTaMHU, COAep:KaliMMu | BOJCTBA.
KoHpuaeHnnaabHbie cBene- | [Ipasuna dopmupoBanus u ohopmieHus el ¢ fokyMeHTamu [IpaBuia BeLIauM ¥ BO3BpaTa JIOKYMEHTOB.
HUA Cucrema KOHTPOJIA KOHd)I/I)]eHL[I/IaIH)HBIX JOKYMCHTOB. OTBETCTBEHHOCTb. HpaBI/IJ'Ia nepeaayn A€ B apXuB.
[TpaBusia yHUYTOKEHUSI.
IIpakTHyeckue 3aHATHSA: 4

N3yuenue 3akona ot 27.07.2006 Ne 149-d3 «0O06 unbopmanmy, HHPOPMAITHOHHBIX TEXHOJIOTHUAX 10 3aIUTE
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HHPOPMALIINY.

®DopMupoBaHUE U BEACHUE MEePEeUHs KOH(PUICHIINATHHBIX CBEICHUII.

CamocTosiTe1bHasi padoTa NpU U3yYeHUH pasaena 4.
Pabora ¢ xoHcrekTamu, y4eOHOI M crenuainbHOM JmTeparypoli (mo maparpadam, riaBaM y4eOHBIX ITOCOOHMH, yKa3aHHBIC MPENOAaBaTEIEM).
[ToAroToBKa K MPAKTHYECKUM 3aHATHSAM C UCIIONB30BaHHEM BapUaHTOB 3aJaHui 1o «Pabo4yuM TeTpaisiM» 1o mpenMeraM, METOIHYECKUX PeKo-
MEHJAIMI NperogaBaTeis, CaMOCTOSTENILHOE BBIIOJHEHHE NPAKTUYECKUX 3anaHuid. TpeboBanus k ¢popmupoBanuio jaen. CucreMaTnsauus ot-
JIENBHBIX KaTeTopuil TokyMeHTOB. CocTaB M GYHKINH 3KCcTepTHOH komuccun. Odpopmierne nen. OOmme cBeaeHus: 00 opraHu3auy paboThl Mo
00eCIeYeHHIO COXPAaHHOCTH CBEJCHHUH, COCTABIISIONIMX KOMMEPUYECKYIO TalHY NPEANPHUSITHS

14

YueOHasi IPAKTHKA

Buasl paéot

BBoxHoe 3ansaTHE. Opranu3amys ciry0bl JeT0Npon3BOICTBA. «l 0CyJapcTBEHHAS CHCTEMA JOKYMEHTALMOHHOTO 00ECTICUeHHNS YIIPaBICHHS.
OcHoBHBIE TTONOkeHUA. Obmme TpeOoBaHKA K JOKYMEHTaM H CITy)KOaM JTOKYMEHTallMOHHOTO oOecriedeHus». M3ydenne nokymenrta. Mzydenue
I'OCT «YuuguimpoBaHHas CUCTeMa OPraHU3aI[HOHHO-PACTIOPSIUTEIBHON JOKyMEeHTAIMK. TpeboBanust K 0pOPMIICHHIO TOKYMEHTOBY. [Iprka3
ot 23.12.2009 r. N 76 «O0 yTBep)KICHUH METOIUYECKHX PEKOMEHIALUH M0 pa3paboTKe MHCTPYKIMN 10 JIENONPOM3BOACTBY B (helepalbHbIX
OpraHax MCHOJIHUTENbHON BiacTmy. M3ydeHue o0riepoccuiickoro KiacCupuKaTopa yrnpasieH4ecko JokyMeHTanni. OdopMieHne peKBU3UTOB
JoKyMeHTOoB. OopMileHHe OpraHU3alOHHO-TIPABOBBIX TOKYMEHTOB. O(hopMIIeHHE PacIIopsANTENbHBIX JOKyMeHToB. Odopmiienne nHpopma-
LIMOHHO-CIIPAaBOYHBIX JOKyMeHTOB. OdopmMiieHre KaapoBoi AoKyMeHTalmu. TpynoBoi norosop. OdopmiieHne kaapoBoil nokymeHnTtanuu. Co-
CTaBJIeHHE IITaTHOTO pacnucanus. OpopmiieHre KaapoBoil nokyMeHTauuu. [Iprukassl mo nuaHoMy coctaBy. OdopMieHue KaJpoBOi JOKYMEH-
tarmu. OdopmiieHre TpyAoBBIX KHIKEK. OcoOeHHOCTH 0(hOopMIIeHHUs HOKIanoB U pedepaToB. OCOOEHHOCTH OPHUIINATBHO-IEIOBOTO CTHIIS J0-
KyMeHTOB. OcoOeHHOCTH 0(OPMIICHHS MyOIHIMCTHIECKOTO CTHIIS TOKYMEHTOB. OCOOEHHOCTH XYI0)KECTBEHHOTO M pa3roBopHoro criis. Co-
CTaBJICHUE CIIOKHBIX JOKyMeHTOB. HacTpoiika mporpaMMHOTo obecredeHus Ha IIepCOHAIBHOM KoMIbioTepe cekperapsi. OcoOeHHOCTH paboTHI ¢
3JIEKTPOHHBIMH JAOKYMEHTaMH pa3HbIX (hopmaroB. Co3aHue TEKCTOBOTO JOKYMEHTa, ero peaakThpoBanue dopmarnpoBaHue nokyMmeHra. Mc-
MOJIb30BaHKE CTHIIEH. VICcIoNb30BaHNE CIMCKOB B TEKCTOBOM Iporieccope. Mcmonb3oBanue TabnuI] B TEKCTOBOM Iporneccope. Vcrons3oBaHue
WILTIOCTPAIMK B TEKCTOBOM Iporeccope. Vcronb3oBanue rpaduki B TEKCTOBOM TIpolieccope. Vcnoip30BaHne CChUIOK B TEKCTOBOM IPOLIECCOPE.
Hcnionp3oBaHue KOJOHTUTYJIOB B TEKCTOBOM Tiporieccope. Co3anue mabIoHOB B TEKCTOBOM Tiporieccope. Mcnosb3oBanue penakropa Gpopmysn B
TEKCTOBOM TIpolieccope. Mcnonb3oBanue quarpaMM B TEKCTOBOM Iporieccope. Mcnonb3oBanue nanenu «PerieH3upoBaHue» B TEKCTOBOM IPO-
neccope. Mcnonb30BaHrne MakpocoB B TeKCTOBOM Ipoueccope. McnonszoBanue 'OCT 7.62-2008 CUBU/I B TekcToBOM Mipoueccope. Co3nanue
COCTaBHBIX TOKyMeHTOB. Co31aHIe TEKCTOBBIX JIOKYMEHTOB pa3HbIX (opmaroB. Co3naHue IesoBBIX JOKyMeHTOB. Co3aHue OpraHu3alliOHHO-
MPaBOBBIX JIOKYMEHTOB: ycTaB opranu3anuu. Co3janue opraHu3alnoHHO-TIPaBOBBIX JOKYMEHTOB: MOJIoXKeHHe 00 opranuzanuu. Co3naHue Tpy-
JIOBOTO JIOTOBOpA M IIpUKa3a o mpueMe Ha pabory. CrienuanbHble BO3MOXKHOCTH TEKCTOBOM Tporieccope. COBMECTHOE HCIIONIB30BAHUE TEKCTO-
BBIX JokyMeHTOB. Coznanue Tabmmi. PemakrupoBanme tabmmn dopmartmpoBanue Tadbmun. DyHkums «ABTo3amnonHenue» lloctpoenne nua-
rpamm. Hcnons3oBanue Gopmyst B TabaudHOM rporieccope. AOCOMOTHAsS U OTHOCUTENbHAs aapecanyst. Vconp30BaHie cTaHIapTHRIX MaTeMa-
THyeckux GyHKImA Vcmonp3oBaHme TaOMMIHOTO MpoIieccopa sl penieHns OyxranTepckux 3aaad. Co3gaHne MHOTOCTPaHUYIHOW KHUTH B Ta0-
mmgHoM Tiporieccope Mcmomp3oBanue ¢pynknnit «Ilogbop mapamerpay» u «IIporHozupoBanue naHHBIX». Vconp30BaHNe JIOTHIECKUX (HYyHKIIHN
O06paboTka MacCHBOB JTaHHBIX. VICIOIB30BaHME CBSA3aHHBIX TaOJHII, pacyeT MPOMEKYTOUYHBIX UTOTOB B TaOIMYHOM mporieccope. OnpeneneHue
3aBHCHMOCTH B (hopMyJiax B TaOJIHMYHOM Mpolieccope. Mcnonp3oBanue TabIu4HOro Ipoleccopa B KauecTBe 0a3bl JaHHbBIX. 3a/1aud ONTUMH3ALUH
B Tabau4yHOM mpolieccope. KoMIuiekcHOe MCIONb30BaHHE BO3MOXKHOCTEH TaOJMYHOTO Mpoleccopa Juis CO3JaHusi JoKyMeHTOB. COBMECTHOE
UCIIONIb30BaHKE TEKCTOBOTO M TAaOJIMYHOTO MPOIIeccCOpoB. TexHosorust paboThl CO 3BYKOBBIMHU pefakTopaMu TexHoorus paboThl ¢ mporpaMma-
MM 3aITUCH ¥ PEJaKTUPOBaHUs BuaeonHpopManuu. TexHosnorus padoTsl ¢ rpadudeckiumu pepaktopamu. Coznanue u ohopMIIeHUE Mpe3eHTaN
Hcnonp3oBanye aHMMaluy B npe3eHTanuu. Vicrnons3oBanue Tabnui M auarpaMM B pe3eHTanuu Mcnonb3oBanue rpaduky, 3ByKa U BUJIEO B
npe3eHTanuu. Vcnonp3oBaHue TpUrrepoB B mpe3eHTanuu. Vcrnons3oBanre MakpocoB B mpe3eHTanuu. CiusiHUe npe3eHTanuil JemoHcTpaums
rotoBoii npe3enTanuu. Co3zaanue myonukanuid. Mcnons3oBanue rpadukn B myonaukanuu Vcnonap30BaHne CCHUIOK B IyOnMKaruu. TexXHOIOTHs
paboTsl ¢ MynapTUMenua B ceti MHTepHET. OcoOeHHOCTH 0(OPMIICHUS BHEITHETOPTOBBIX TOKYMEHTOB. OdopMmiieHre KOMMEpUYECKOH TIOKyMEH-
tarmu. O6paboTka BXomsamied M McXoasuiel JoKyMeHTanwu. IIpoxoskaeHne M MOpsiIOK MCHONHEHHs JOKYMEHTOB B opranm3aiui. KoHTposb

360
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UCTIOTHEHUS JOKyMeHTOB. OCOOEHHOCTH perucTpanun oopamennii rpaxaad. M3ydenue 3akoHa ot 02.05.2006 Ne-59 @3 «O mopsgke paccMoT-
perns obpamerns rpaxaad P@y». Coznarne Tabnuil B cucteMax ynpasieHus 0azamu naHHbIX. Onpenenenne cBsa3zeit Mexay Tabmmmamu. Co3na-
Hue 3anpocoB. Co3znanue GopMbl C OMOIIBIO KOHCTPYKTOpa, Macrepa ¢opm. Coznanue oruetoB KoppekrupoBka 0a3bl AaHHBIX. 3allOJHEHHE
CO3JIaHHOW 0a3bl JaHHBIX. ABTOMAaTHU3alMs dJIEKTPOHHOTO JOKymMeHToobopora. [locranoBnenue IlpaBurenscrBa PO ot 15.04.2005 r. Ne 222.
[TpaBoBOE peryiMpoBaHue BOIIPOCOB pabOTHI C AJIEKTPOHHBIMH JoKyMeHTamMH. Co3/jaHue JIOKyMEHTOB, IIepe/laBaeMbIX 10 KaHaiaM 3JIeKTPOHHOU
cBsi3u. MHTepHeT-TexHONOrnu B pabote cekperaps. CocrapieHre u oopmiieHHEe HOMEHKIIATYphI Aed opraHu3aiuu. MHaekcays J0OKyMEHTOB
cornacao ['OCT P 7.0.8-2013. ®opmuposanue n odopmiierne aen. OpopmiieHHe JOKYMEHTOB M A€l K YHHYTOXeHHI0. OLeHKa 3HAUNMOCTH
JIOKYMEHTOB U CPOKOB XpaHEHUs], COCTAaBIEHUE OMUCH Jesl. XpaHEeHHe JOKYMEHTOB U epesada fen B apxus. M3yuenue 3akoHa ot 27.07.2006 Ne
149-03 «O6 unpopmay, HHGOPMAITMOHHBIX TEXHOJIOTHIX 10 3ammre nHpopMaruny. OcodeHHOCTH paboThl ¢ KOH(HUISHINATLHON nHPOP-
Manuen.

HpOl/I?.BOI[CTBeHHaﬂ MPaKTHKa

Buasi padot
WHcTpyKkTax 1Mo TexHUKe 0e30macHOCTH Ha pabodeM MmecTte. OpraHu3aiust Cry>KObI Ieonpon3BoACcTBa. PaboTa ¢ HOPMAaTHBHBIMH METOANYE-
CKUMH JOKYMEHTaMH IO JOKYMEHTAIIMOHHOMY OOecIieueHHIO yrpaBieHus. Mcrnonp30BaHne METOAMYECKUX JOKYMEHTOB B pabOTe CeKpeTapsl.
Coznanne, opopmileHHE pEKBU3UTOB HOKyMeHTOB. CocraBieHne GopmyisipoB gokymeHToB. Co3manue, odopmieHne YcraBa opraHU3alld.
Coznanne, opopmienne Ilonoxenns 06 opranmsanuu. Co3nanue, opopMIIeHHE MTPUKA30B, pacmopsbkeHuil. Cozmanue, opopMieHre IPUKa30B,
aktoB. Cozmanne, ohopMIIeHHE MPOTOKOJIOB, akToB. Co3manue, opopMIIeHHE AETOBBIX MEPENUCOK, JOKIATHBIX, CIy)KeOHBIX 3amucok. Co3ma-
HUe, ohopMIIeHHE 0OBSICHUTENBHBIX 3aIHCOK, JeioBoro nuckma. Cosznanue, opopmienne TpyaoBoro noropopa. Coznanue, opopmiienne mrar-
Horo pacnucanusi. Coznanue, opopmiieHHe KaapoBol NoKyMeHTanuu. [Iprkasel o mnuHoMy coctaBy. OdopmileHre KaJpoBOH JOKYMEHTAIIHH.
Odopmiienue TpynoBbeix KHkek. OdopmiieHne kaapoBoi nokymMeHTanuu. Ogopmienue nuunbiX aen. Coznanue, odpopmieHue rpaguka oTmyc-
koB. Co3nanue, odpopmieHue Tabens ydera padodyero Bpemenn. OcobeHHOCTH 0popMIIEHHs JOKIanoB U pedepaToB. HacTpoiika mporpaMMHOTO
obecrieueHns Ha NepCOHAILHOM KOMITbIOTepe cekpeTapst. CocTaBlIeHHE CIOXKHBIX JOKyMeHTOB. Co3/laHHe TEKCTOBOTO IOKYMEHTa, €r0 PeIaKTH-
poBanne dopmaTupoBaHue JOKyMeHTa. Mcnonb3oBanue cTuieil. Mcrnoap30BaHre CIMCKOB B TEKCTOBOM Iponeccope. Vcnonp3oBanue Tabiuil B
TEKCTOBOM IIpo1ieccope. Vcronp30Banne WINTIOCTPAIMi B TEKCTOBOM Iporieccope. Mcnonp3oBanue rpagukn B TEKCTOBOM Iporieccope. Mcmonb-
30BaHNE CCBHUIOK B TEKCTOBOM Iporueccope. Vcronap30BaHne KOJOHTHTYJIOB B TEKCTOBOM Iporieccope. Co3maHue malIoHOB B TEKCTOBOM IIPO-
neccope. Vcrons3zoBanue penakropa (GopMyn B TEKCTOBOM Iporieccope. Vicronp3oBaHue quarpaMM B TEKCTOBOM Iporieccope. Vcrmonp3oBanue
na"enu «PereH3npoBanue» B TEKCTOBOM Iporieccope. Vcnonp30BaHne MakpoCcOB B TEKCTOBOM Iponeccope. Co3aaHie COCTaBHBIX JOKYMEHTOB.
Co3aHne TeKCTOBBIX JIOKYMEHTOB pa3HbIX (opmaToB. Co3/aHKE JETOBBIX JOKYMEHTOB. ClielMaibHbIE BO3MOKHOCTH TEKCTOBOM IPOLIECCOPE.
CoOBMECTHOE HCHOJIb30BAHUE TEKCTOBBIX HOKyMeHTOB. Co3naHue, opOpMIIEHHE CTaThH, PEleH3UH, MmyOnn4Horo BeicTyruieHus. Odopmienue
CMEIIaHHBIX TEKCTOB CO cTeHorpaduueckiuMu BeraBkamu. Co3anue 1 opopMiIeHHEe [IeUaTHOTO JIMCTa, ONaHka, 3amnonHenus tpadapera. Cosna-
Hue Tadbnuu. PenaktupoBanue tabnun @opmaruposanue tadaui. Oynkuus «ABrozanonnenue» [loctpoenue nuarpamm. Hcnonb3oBanue dhop-
MyJ B TaOJIMYHOM Tpoiieccope. AGCOMIOTHAS M OTHOCHTENbHAsS aapecanys. Mcrnonp3oBanne cTaHAapTHRIX MaTeMaTnieckux QyHkiuid Vcrnons-
30BaHUe TaOJIMYHOTO Mpolieccopa JUisl pelleHns Oyxrantepckux 3anad. Co3ganue MHOIOCTpaHHMYHOM KHUTH B TaOJIMYHOM nporieccope Vcmonb-
3oBanne QyHkuuii «[logbop mapamerpa» u «IIporHosupoBanue naHHbIX». Vcmonb3oBaHue norndeckux QyHkiui OOpaboTKa MacCMBOB JaH-
HBIX. Vcrionp30BaHne CBA3aHHBIX TAOJHII, pacdeT MPOMEKYTOYHBIX HTOTOB B TaOJIMYHOM Iporieccope. Mcnonb3oBanue TabIMIHOTO Iporeccopa
B KadgecTBe 0a3bl JaHHBIX. KOMIUIEKCHOE HMCIIONIb30BaHNE BO3MOXKHOCTEH TaOJIMYHOTO Mponeccopa It co3/1aHus JOKyMeHTOB. COBMECTHOE HC-
MI0JIb30BAaHNE TEKCTOBOTO M TAOJIMYHOTO TpolieccopoB. TexHoornst paboThl co 3BYKOBBIMH pellakTopamMH TexXHOJIorust paboThl ¢ IporpaMMaMH
3aliCH U PelaKTUpOBaHMs BuaeconH(popmaru. TexHonorus paboTsl ¢ rpadpudeckuMu pegakropamu. Cozmanne U ohOpMIICHHE TTPE3SHTAINT
Hcnonp3oBanne aHMManuy B Mpe3eHTauy. Mcnonb3oBanne Tabnui 1 AuarpaMm B npe3eHTanun Vicrons3zoBanue rpaduku, 3Byka W BHIEO B
npe3eHTanyuy. Vcnone30BaHue TPUTTEPOB B Mpe3eHTanuu. Vcnonp30Banne MakpocoB B mpeseHTannu. CinsHue npe3eHTanuil. JleMoHcTparms
rotoBoii mpesentaruu. Co3nanue myosaukanuid. Vcnosap3oBanue rpaduky B myoaukaiuu M crnons30BaHHe CCUTOK B MyOJHKAIMKA. TEXHOIOTHS
paboTsl ¢ MynbTUMeUa B cet MuTepHeTr. OcobeHHOCTH 0(OPMIICHHUS BHEIIHETOPTOBBIX JoKyMeHTOB. Co3fanue, opopmiieHre TOKYMEHTOB 110
MOJrOTOBKE TOBapa K orrpyske. Co3nanue, opopMiIeHHe KOMMEpYECKHX JToKymeHToB. Co3naHue, opopMiIeHHE JTOKYMEHTOB IO IUIATEKHO-
OankoBckuM onepauusiM. Coznanue, opopmiieHHE TPAaHCIOPTHBIX JoKyMeHToB. O0paboTka BXojsIel 1 ucxo e JokyMmeHranun. Konrpons
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UCIIOJTHEHUS IOKYMeHTOB. Perucrpanust oopaienunii rpaxaan. Co3nanue Tabimi B cCUCTeMax yIpaieHus 6azamu naHHbix. OnpeneneHue cBsi-
3eit Mexay Tabmuuamu. Coznanue 3ampocoB. Co3nanue GpopMbl C OMOIIBIO KOHCTPYKTOpa, Mactepa Gopm. Coznanue otuetoB Koppekruposka
0a3bl TaHHBIX. 3alOJTHEHUE CO3MaHHON 0a3bl JaHHBIX. OpraHu3anys 3JIeKTPOHHOTO JOKyMEHT000opoTa. PaboTa ¢ 3yeKTpOHHBIME JOKYMEHTa-
M. OcobeHHOCcTH paboThl ¢ ANMEKTPOHHOW HUdpoBoil moanuckio. CocraBineHue tenerpamm, tenedoHorpamm. CocraBiieHne (Gpakcorpammel.
OcobeHHOCTH paboThl ¢ MaKCUMaJIbHBIM arnmnapaToM. Pabora ¢ anektpoHHO# noutoil. Co3naHue JOKYMEHTOB, IEpejaBaeMbIX M0 KaHajIaM dIIeK-
TPOHHOM cBs3u. HTepHeT-TexHoNornu B paborte cekperaps. O0gayHble TEXHOJIOTUH B padoTe cekperaps. lcrnonbp3oBaHue 001IEpOCCHIICKOTO
KJ1accuQUKaTOpa yIpaBiIeHUYECKOH TOKyMEHTallul B HOMeHKJatype nei. CocraBieHne 1 oopMiIeHIe HOMEHKIIATYpPBI Jiesl opranuzanuu. [lops-
JIOK BHECEHHS JIOTIOJHEHUH, yTOYHEHHUH, NCTIONIb30BaHIEe HOMEHKIIATYpHI Aei. PopmupoBanue u opopmieHue nei. OneHka 3HaYNMOCTH J0KY-
MEHTOB M CPOKOB XPaHEHHsI, COCTABJIEHUE ONMCH Jej. DKCIEpTH3a IIEHHOCTH JOKyMeHTOB. OdopMiieHne JOKYMEHTOB M JIeN K YHUUTOXKEHHIO.
XpaHeHue JOKYMEHTOB U Iiepeaya Jiesl B apxuB. PaboTa ¢ 21eKTpOHHBIM apXuBOM. Pa3paboTka cekpeTrapeM pa3pelinTeabHOW CUCTEMBI T0CTY-
na K KoH(uaeHmansHoi nHbpopmaruu. DopMUpOBaHKE U BeleHHE A€ ¢ KOHPUICHIHATbHOU nHpopMarmeit. [Topsiok yHHITOKeHUST KOHDU-
JICHIIUATIbHOM HH(OpMAITUH.

Bcero

944
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4. YCJIOBUSA PEAJIM3ALUU ITPOT'PAMMBI ITIPO®ECCUOHAJIBHOT'O MOAYJIA
4.1. TpeOGoBaHUSI K MUHUMAJILHOMY MaTEePHAJTIbLHO-TEXHHYECKOMY 00eCneYeHHIO.
Peanmzanus mporpaMMbl MOJTyJISl TIPEATIONIATAET HAJTMYHUE:

- KaOuHeTa MEeXAUCIUILTHHAPHBIX KYPCOB;

- naboparopun HHGHOPMAIIMOHHBIX TEXHOJIOTHH B MPOPECCHOHATLHON IEATEIIbHOCTH;
O0opynoBanne kabuHeTa 1 paboYNX MECT KabMHETa MEXKIUCITUTUIMHAPHBIX KYPCOB:
M0CaJ0YHBIE MECTA M0 KOJINYECTBY OOYJaIOIIIXCS;
pabouee MecTo IpernoaBaTess;

- CIeNHMATM3UPOBAHHAS MEOEIb;

- KOMIUIEKT y4eOHO-HArfsSAHBIX MOCOOMI MO JOKYMEHTAIMOHHOMY OOECIIeUEHHUIO
YIPaBICHYECKOHN IEATEILHOCTH;

- KOMIUIEKT Y4eOHO-HATJISIIHBIX MOCOOMI MO0 OCHOBaM pPEAaKTHUPOBAHUS JOKYMEHTOB,
PYCCKOMY SI3BIKY.

Texnuveckue cpeacTBa 00yUeHUsI:

- KOMITBIOTED ISl OCHAIIEHUS pabodero Mecra ImpenoaBareds;

- TEXHHUYECKHE YCTPOWCTBA AJIs Ay TMOBU3YaIbLHOTO 0TOOpakeHHus WH(OpMaIINK;

- ayJaMOBU3YyaJIbHBIE CPE/ICTBA OOYUCHHUSI.

Oo6opynoBanue Jjadoparopum 1 pado4ux MecT J1a00paTOpuu MH(POPMAIMOHHBIX TEXHOJIO-
ruil B 1po(ecCHOHATLHON 1eATeJbHOCTH:

- AaBTOMAaTHU3MpPOBaHHOE pabouee MECTO MperoaaBaTes;

- aBTOMAaTHU3UPOBAaHHBIC pabouyne MecTa 00yJarOIIUXCs;

- JIOKalbHasi KOMIBIOTEPHAs CETh C BBIXOJ0M B UHTEpHET;

- TpHHTEp, CKaHEp, MPOCKTOP;

- mporpaMMHoe obecredeHre o01ero u npohecCuOHaIbHOI0 Ha3HAYCHMS,

- KOMIUIEKT y9eOHO-METOINIECKOM TOKYMEHTAIINH.

O0opynoBaHue H TEXHOJIOTHYECKOE OCHALIEHHE Pa00YUX MECT:

- aBTOMaTH3MPOBAHHOE paboyee MECTO CeKpeTaps;

- TporpaMMHoe obecreueHue npodeccuoHaIbHOTO Ha3HAUYECHHUS,

- CpeJICTBA MAJION OPTTEXHUKH (MMChMEHHBIC TTPHHATIC)KHOCTH);

- cpeacTBa oOpabOTKH OyMaXKHBIX JOKYMEHTORB;

- Cpe/cTBa XpaHEHUS M MOUCKA JOKYMEHTOB,

- KONHUpPOBaJIbHBIC CPEJCTBA U aIlaparhl.

4.2. UudopmanuonHoe odecrneyenune o0ydeHust
IlepeueHb pekoMeHyeMbIX Y4eOHBIX M31aHuil, UHTepHeT-pecypcoB, 10NMOJIHUTEIbHOM JIU-
TepaTypbl

OCHOBHbI€E HCTOYHUKHU:

1. TameikoBa A.H. MHpopManimoHHO-10KyMEHTAIIMOHHAS JEATENIbHOCTD: YUEOHUK JUIS
cTya.yupexaenuii cpea.mpod.obpazoBanust A.H.TamnuieikoBa, T.H. Pa6bunnueBa, E.M.Houka —
M.: U3n.uentp «Akagemusi»,2016

2. JlokymeHTOBeieHHE: YUYeOHUK U PAKTUKYM JUIS CpeIHEro MpodeccuoHanbHoro oopa-
3oBanus / JI. A. Jloponuna [u np.] ; mox penaknueid JI. A. JlopoHuHOMH. — 2-¢ U3J., Tiepepad. u
norn. — Mocksa : UznatensctBo IOpaiit, 2021. — 309 c¢. — (IIpodeccronansnoe obpazoBa-
aue). — ISBN 978-5-534-04330-3. — TekcT : anektponHbIH / OOpa3oBareiabHas miaTdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469701.

3. KazakeBuu, T. A. JlokymeHTanmoHHOE 00€CTICUCHHUE YTIPABICHUS ;| YUCOHUK M TIPaK-
TUKYM JJIs1 cpefHero npogdeccruonansHoro oopaszoanus / T. A. Kazakesuu, A. W. Tkannu. — 2-
€ u3a., uctp. u pon. — Mocksa : M3natensctBo FOpaiit, 2021. — 177 ¢. — (IIpodeccuonain-
Hoe oOpazoBanue). — ISBN 978-5-534-06291-5. — Texkcr : anexTpoHHbIH // Obpa3oBarenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/471615
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4. Aoynanze, JI. I'. JlokymeHTanimoHHOE OOECTICUCHHE YIIPABICHUS MIEPCOHAIIOM : y4ueO-
HUK ¥ TPaKTHKYM s CpeaHero mnpodeccuonaibHoro ooOpasoanus / JI. I'. AOynanze,
. b. Bempsikkuna, B. M. MacnoBa. — 2-e 3., nepepad. u mon. — Mocksa : 3marenscTBo
FOpaiit, 2021. — 370 c. — (IIpodeccnonansnoe obpazoBanue). — ISBN 978-5-534-15076-6.
— Tekcr : onexrponnwni // OOpa3oBatenbHas 1iargopma FOpaiit  [caliT]. —
URL: https://urait.ru/bcode/487121

5. Kopuees, U. K. JlokymeHTannoHHOe o0ecrieueHre ynpaBieHus : Y4eOHUK U MPaKTH-
KyM i cpeaHero mnpodeccuoHanbHoro ooOpasosanusi/ . K. Kopuees, A. B. Ilmenxo,
B. A. Mamyprues. — 2-¢ u3a., nepepad. u jgon. — Mocksa : UznatensctBo FOpaiit, 2021. —
384 c. — (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texcr : anek-
TPOHHBIN /! O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/472550

HopmatuBHbIE TpaBOBbIE AKThI:

1. ®enepanbublil 3aK0H OT 22 oKTsI0ps 2004r. Nel125- d3 «O06 apxuBHOM aene B Poccuii-
ckoit @enepauuny// C3 PD.- 2004.- Ned43.- C1.4169

2.®enepanpHblii 3ak0H OoT 27 utois 2006 r. 3 149 — @3 «O6 undopmanum, nHPopMaIu-
OHHBIX TEXHOJIOTUAX U 0 3auure uHpopmauuuy// C3 PD.- 2006.- Ne31 (Y.1). — C1.3448

3.®enepanbublil 3akoH OT 27 utonst 2006r. Ne 152-D3 «O nepcoHanbHbIX JaHHBIXY// C3
P®. —2006.- Ne31 (Y.1). — C1.3451

41T0CT I'OCT P 7.0.97-2016 YCJI YuudunupoBaHHasi CUCTEMa OpPraHU3AI[MOHHO-
pacropsauTenbHO fokyMeHTauuu. « TpeboBaHus K 0POPMIICHUIO JOKYMEHTOBY.

5. ®enepanbHblil 3aK0H 0T 22 okTsA0ps 2004 roga Nel25-®3 «O6 apxuBHoM zeine B Poc-
curickou Denepanumn».

6. denepanpubiii 3akoH oT 29 utons 2004 rona Ne98-d3 «O KkoMMeEpUECKOW TaifHe.

7. ®enepanbublii 3akoH oT 6 anpens 2011 roga Ne63-D3 «O06 37eKTPOHHOM MOTUCHY.

HHTEepHET- UICTOYHUKH:

1. www.garant.ru - Pexxum ocryna — cBoOoiHbIN. CalT COAEPKUT TEKCThl HOPMATHBHO-
MPaBOBBIX JOKYMEHTOB, ITyOJIMKYET BCE M3MEHEHHS B 3aKOHOATENbCTBE. TakKe MPeICTaBICHBI
0JIaHKM JOKYMEHTOB U T.II.

2. WWW.CONsp.ru - Pexxum moctyma — cBoOomHbIN. CalT COMEPKUT TEKCTHI 3aKOHO7a-
TEIBHBIX aKTOB, HOBBIE TPEOOBAaHUS KOHTPOJUPYIONIUX OPTaHOB, JTA€T PEKOMEHIAIMH IO 3a-
MOJTHEHUIO OJTAHKOB OYXTalNTepPCKONH OTYETHOCTH.

3. www.sekretariat.ru - Pesxxum goctymna — cBoboaubiii. Ha caiite mpeicraBieHsl aHOHCHI
pohecCHOHANBHBIX KYPHAIOB CEKpeTaps «CIPaBOYHUK CeKpeTaps u oduc-meHemkepa», «Cek-
peTapuaT B BOIIPOCAX M OTBETAX»; BOMPOCHI OPraHU3AIMK JEIONPON3BOCTBA; TpaBuiIa 0hopm-
JICHUS] U XpaHEHUs JOKYMEHTOB. 3/1eCh OpraHM30BaHO 00IeHNe Ha (hopyMe CeKpeTapeil.

JlonOTHUTENbHBIE UCTOYHUKHU:
JlenkeBud JI.A. 1emonpou3BOACTBO: YUECOHUK TSI CTY.YUPEXKIeHUM cpel. mpod.o0pazoBanws/
JI.A. JlenkeBu4 — 6-e u3n. —M.: U3a.ueHtp «Axagemus», 2015

4.3. O0mue TpeOOBaAHNS K OPraHu3aluu 00pa3oBaTeibHOI0 Mpoiecca

OcBoeHne mporpaMMbl MOAYJISL OMPEEISIET CIEAYIONINe MEXIpeaMeTHbIe cBs3u: «Oc-
HOBBI 3TUKH M TICUXOJIOTHH TPOodeCCHOHATBHON NesaTenbHOCTH», «[IpaBoBble OCHOBHI Mpodec-
CHOHAJILHOM JIeSITeIbHOCTHY, «be30macHOCTh KU3HEAEATEIIbHOCTI.

Peanuzanust mporpaMmbl MOAYJIS TMPEAINONIATaeT KOHIIEHTPHUPOBAHO yUEOHYIO MPAKTUKY
napajuleNIbHO C U3YUYEHHEM KaXK/I0TO paszzelna. 3aHsATHs 1o yu4eOHON MpaKTUKe MPOBOJSATCS B Jia-
6oparopun mamuHonucu Ha [IK ¢ ucnonbp3oBaHMeM CHENMAIM3HMPOBAHHOTO MPOTPAMMHOIO
obecrieyeHus.
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[IpousBojacTBEHHAss MpPAaKTHKA MPOBOAUTCS KOHLEHTPUPOBAHHO IIOCIE OCBOEHHUS BCEX
pazznenoB Moayusa. IIpon3BoJCTBEeHHas NMpakTHKa JOJKHA MPOBOAUTHCS B OpPraHM3aLUsAX, Ha-
IIPaBJICHUE ESATEIbHOCTH KOTOPBIX COOTBETCTBYET MPOQPIIIIO MOATOTOBKH 00YYaOIINXCS.

OO0s3aTenbHBIM YCIIOBUEM JIONyCKa K MPOM3BOJCTBEHHOIN MpPAaKTHKE B pamkax mpodec-
cHOHAIBHOTO MOy «MH(pOpMamOHHO-IOKYMEHTAIIMOHHAS JCSITEIBHOCTE» SBISIETCS OCBOE-
HHUE MEXIUCHUIUIMHAPHOTO Kypca «JloKyMeHTalMoHHOe o0ecrieueHre YIpaBaeHus» U ydeOHOU
NPaKTUKH.

ATTecranys 1Mo UTOraM IMPOU3BOJCTBEHHON NMPAKTUKU MPOBOJIUTCS HAa OCHOBAaHUM pe-
3yJIBTATOB, TIOJATBEPKIAEMBIX OTYETAMU M THEBHHUKAMH MPAKTUKHA O0ydJarOmMXCs. A Takke OT-
3bIBAMH PYKOBOJUTENEH MPAKTUKH 00y4arOLIIXCS.

VYyeOHasi 1 NPOU3BOJCTBEHHAs! MTpaKTUKa (110 rnpoduito npodeccuu) 3apepuiaroTcs Jud-
(epeHIIMPOBAHHBIM 3a4€TOM O0YYaIOIIMMHUCS OCBOGHHBIX OOIIUX U MPO(HECCHOHAIBHBIX KOMIIE-
TECHIIUN.

Pe3ynbraTsl MpoxokIeHHUs yueOHOM U MPOU3BOACTBEHHON MPAKTHKH (110 MPOGUIIIO MPo-
(deccun) 1o MOAYJIIO YUYUTHIBAIOTCS PU MPOBEACHUU I'OCYA1apCTBEHHON (MTOrOBOM) aTTECTAalUH.
4.4. Kanposoe odecnieuenne 00pa3oBaTeIbHOIO Npouecca.

TpeboBanust k KBaaupUKaLKU MEJArOrHuYecKUX KaJpoB, 00ECIeurnBaOUX 00yYeHHe 110
MEXIUCIUIUIMHAPHOMY KypCy: HaJlMuue BhICHIETO MpodeccHoHalIbHOro 00pa3oBaHus, COOTBET-
CTBYIOIIETO Mpopmio Moy «JlokyMeHTallMOHHOE oOecrieueHne ynpaBieHus» U npodeccun
46.01.01 Cekpetaps.

TpeOoBanus Kk KBaATU(PUKALUM MeJATOTHYECKUX KA/IPOB, OCYIIECTBISAIOIIUX PYKO-
BOJCTBO IPAKTHKOM:

HNnkenepHo-neqarornyecknii cocTaB: JUIJIOMUPOBAHHbBIE CIIELUATMCTHI — MIPernojaBa-
TEJIM MEXIUCIUIIMHAPHOTO Kypca, a TaKkKe MperoaaBaTesn oouenpodeccuoHanbHbIX JUCLUII-
JUH: «DKOHOMHUKA OpraHuzauun», «OCHOBbI 3TUKH U MCUXOJIOTHH NPOPECCUOHATBHON IesATENb-
HoCTH», «IIpaBOBbIE OCHOBBI MPOGECCUOHATBHON IeSITeIbHOCTHY», «be3onmacHOCTh Ku3Heaes-
TEIBHOCTI.

Macrepa: Hasmuue Il u IV cTtynenn kBanudukamuu ¢ 00s3aTeIbHON CTaXXUPOBKON B
NpoUIBHBIX OpraHU3aMgX He pexxe 1-ro pasza B 3 rosa, IMEIOIINE OMBIT AEATEIHHOCTH B COOT-
BETCTBYIOLIEH podeccnoHaabHol chepe.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSI NIPO®PECCUOHAJIBHO-
'O MOJAVYJIA (BUAA TIPOPECCHOHAJIBHOU JEATEJBHOCTHN)

Pe3yabTarhl
(ocBOEHHBIE MPO-
(¢eccuonasbHbIC

KOMIIETEHI[MH)

OcHoBHBIE ITOKA3aTeJIH OLEHKH pe3yJbTara

@®opMbI U METOIbI KOHTPO-
JIfl M OLlEHKH

CocraBmsars,  pe-
JAKTHPOBATH "
oopmisATh Opra-
HU3aLHOHHO-
pacropsauTeb-
HYI0 JIOKyMEHTa-
1110, co3zaBac-
MyI0 B OpraHu3sa-
1M, COIJIACHO
TpeOOBaHUSIM
I'OCT no odopm-
JCHUIO  JIOKyMEH-
TOB C MCIIOJIb30Ba-
HUEM  COBpPEMEH-
HBIX BHJIOB oOpra-
HU3AllMOHHON TeX-
HUKHU.

[IpaBuiabHOCTH BBIOOpAa COOTBETCTBYIOIIETO
Omanka s odopmieHus aokymenrta. llpa-
BUJIBHOCTb O(OPMJICHHSI COCTABHBIX YacTed U
PEKBHU3UTOB JIOKYMEHTOB B 3aBHUCHUMOCTH OT
BUJA JOKyMeHTa. [IpaBUIBHOCTH COCTaBIIEHUS
U o(opMIIeHHS JEJIOBOT0 MHCbMa, Telerpam-
Mbl, TeJae(pOHOrpaMMbl, OOBACHUTEIBHOH U
JOKJIATHOM 3aIHUCOK, CIIy>)KeOHOM CIpaBKH,
pa3IMYHBIX BUJIOB aKTOB, IPUKA30B U BBIIHCOK
U3 MpUKa3a, IPOTOKOJa U BBIIUCKU U3 IPOTO-
KOJIa, PA3JIMYHBIX BUJOB 3asBJICHUH 110 JIMYHO-
My COCTaBYy, IPUKA30B [0 JINYHOMY COCTaBY,
JUYHOU KapTouku (opMmbl T-2, KOMIUIEKTOBA-
HUS JIMYHOTO Jejia aBToOmorpadum, pesrome,
TPYZAOBOI'O KOHTPAKTa; 3allOJIHEHUS U BEIEHUS
TpyZdoBOW KHUXKHU. Pa3BuTue HaBBIKOB 0Opa-
LIEHUs CO CIpaBOYHBIM MarepuanoMm. IIpa-
BUJIHOCTh YHOTPEOJIEHUS] MPOU3HOCUTEIBHBIX
HOpPM. AHamu3 pacHpOCTPAHEHHBIX OIINOOK
npu ynorpeOiaeHuHu S3bIKOBbIX HOpM. IIpa-
BUJIBHOCTb HCIIOJIb30BaHUsI TEPMHUHOJIOTHH JcC-
JIOBOM pedH, MOCTPOCHHUS TEKCTOB O(QHUIHAIb-
HO-JIEJIOBBIX JOKYMEHTOB. IIpaBuibHOCTE Ipo-
BepKH (pakTHYEecKOro marepuana, ymnorpeodse-
HUSl KOPPEKTYPHBIX 3HAKOB B XOJE IPABKU
O(UIMATIbHO-/IEIOBBIX TEKCTOB. [IpaBUIbHOCTH
PEaKTUPOBAHMUS  CIIy’)KEOHBIX  JIOKYMEHTOB;
MOJMOTOBKH JIOKYMEHTOB PAa3JINYHOW CTENEHU
cioxxkHoctu. IIpaBunbHOCTH  BBIOOpa  HpO-
rPaMMHOTO U amnmnapaTHOro oOecnedyeHus s
OpraHu3aiuy padoThl MO JTOKYMEHTAllUOHHOMY
00€ecreyeHnI0 YIIpaBJICHUs, CO3/1aHUs, PEllaK-
TUPOBaHMS CIyXeOHBbIX JTOKyMeHTOB. Ilpa-
BIWJIBHOCTb HCIIOJIB30BaHUS TPHEMOB (opma-
TUPOBaHMA NpHU paboTe B TEKCTOBBIX IMpoliec-
copax, DJEKTPOHHBIX Tabnuuax. Brnanenue
MYJIbTUMEANMHBIMU TEXHOJIOTUSMH.

OneHka B paMKax TEKYILEro

KOHTPOJIS:

- Pesynbraros TECTOBOTO
KOHTPOJIA 10 BRIOOPY OJiaH-
Ka, [0 COCTaBy U CoOJiepKa-
HUIO DPEKBH3UTOB M JIOKY-
MEHTOB.

- Pe3ynpTaToB mpakTU4ecKOn
paboTbl 1O  O(GOPMIICHUIO
0JIaHKOB, PEKBHU3UTOB, J10-
KyMEHTOB.

- Pe3ynpTaToB  BBHIONHEHUS
NPAaKTUYECKUX 3aJaHUN IO
TEMaM.

- Pe3yabpTaToB KOHTPOJBHBIX
paboT 1Mo Temam.

- Pe3ynbpTatoB  BBINONHEHUS
ma0opaTOpHBIX  paboOT MO
TEeMaM.

Ouenka ocBoeHUs1 mpodec-

CHOHAJIbHBIX KOMIIETEHIIUN B

paMKax TEKyIIEero KOHTPOJIA

B XO/I€ TIPOBEJCHUS y4eOHOM

U NIPOU3BOJCTBEHHON IIpak-

TUK.

OpraHu30BbIBATHh
JIOKYMEHTOO0O0POT
B OpraHM3amuu ¢
UCTIOJIb30BaHUEM
COBPEMEHHBIX BH-
JIOB  OpTraHH3aIlH-
OHHOM TEXHUKH

[TpaBUIBHOCTh OpPTaHU3AINU CXEM JIBUKCHUS
JIOKYMEHTOB B YUPEXJICHHUHU, COJACpXKaHUS pa-
0OTHI TIO TIpHEMY, TIepeaade M OTIPABKE JIOKY-
MeHTOB. [IpaBuwibHOCTE 00pabOTKHM TMOCTY-
MarnIed, OTIPaBISIEMON W BHYTPEHHEH Kop-
PECTIOHJICHIINY; BBIOOpa (DOPMBI PETUCTPALUH
B 3aBHCHUMOCTH OT KaTE€TOPHUHU YUPEXKICHHUS WU
o0beMa JIOKyMEHTOO00OpOTa, 3aloJHEHUs pe-
THCTPAIIMOHHBIX ()OPM, COCTABICHHUS KapTOTEK

OneHka B paMKax TEKYyLIETO

KOHTPOJIS:

- pe3yibTaToB
KOHTPOJIS

- Pe3ynbTaToB mpakTH4YECKOM
paboThI MO 3aMOTHEHHUIO pe-
TUCTPAIIMOHHBIX (POPM.

- Pe3ynbpTaToB  BBHIMONHEHUS
J1a00paTOPHBIX padoT.

TECTOBOI'O
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U paboTbl C HHUMH; OINpENCNICHUS KaTeropHuii
JOKYMEHTOB, MOJJICKAIIUX KOHTPOJIO, BeJe-
HHS KOHTPOJIS WCIOJNHEHHS TOKyMEHTOB. Bia-
JICHUE TEeXHOJIoOTHEeH paboThl ¢ MH(OPMAIHOH-
HBIMH CHCTEMaMH, TEXHOJIOTHUEH CO3MaHUs |
BeZicHUs1 0a3 JaHHBIX C HUCIOJb30BaHUEM WH-
(GopManMOHHBIX TeXHOJOTHH. Branenue npue-
MaMH pabOTHl B CHCTEMax aBTOMATH3MPOBAH-
HOTO JICJIOTNIPOU3BOJICTBA U AJIEKTPOHHOTO JO-
KyMEHTO000pOTA.

Ouenka ocBoeHUs1 Tmpodec-
CHOHAJIBHBIX KOMIIETCHIIUN B
paMKax TEKyIIEero KOHTpPOJIsS
B XOJI¢ MPOBEACHUS y4eOHOM
Y TPOU3BOJICTBEHHOW Ipak-
TUK.

CocTaBlsTh 5
0pOpMIISITH HO-
MEHKIATypy  JAen
OpTraHHU3aIiH,

dbopmupoBath aena
B COOTBETCTBUHU C
YTBEPKIACHHOU
HOMEHKJIATypOH,
o0ecrieunBaTh UX
COXPaHHOCTh B Te-
KyIIeM JIeJ0Ipo-
U3BOJICTBE C HC-
II0JIb30BaHUEM CO-
BPEMEHHBIX BHJIOB

[TpaBUIBHOCTH HAa3HAYEHUS U OOJIACTH MpUMeE-
HEHUS, COCTaBJIEHUS U OPOPMIICHUS HHAUBU-
JyaJIbHOM HOMEHKJIATypPbl A€l

[TpaBMJIBHOCTH COCTaBJIEHUS 3aroJIOBKOB €I,
3aroJiHeHHs rpad HOMEHKIATYPHI Jedl.
[IpaBuiIbHOCTH cOCTaBICHUS M O(OpMIIEHUS
UTOTOBOM 3aIllUCH, YJIOCTOBEPEHHS CBOIHOMU
HOMEHKJIATYpbl JIel U CTPYKTYpHOTO IMOApa3-
JEJICHUS.

[IpaBuiibHOCTH 3aBefieHUS U (OPMHUPOBAHUS
JIell B COOTBETCTBUM C HOMEHKIATYpOH Jel,
CUCTeMaTHU3allMK JOKYMEHTOB BHYTPH Jiea.

OneHka B pamMKax TEKYILEro

KOHTPOJIS:

- Pesynbpraros
KOHTPOJISL.

- Pe3ynbTaTtoB mpakTUYECKOU
paboTel 10 0GOPMIICHUIO
HOMEHKJIATypbl JIe U HUTO-
TOBOM 3aIUCH.

- Pe3ynbTaToB  BBINOJIHEHUS
1ab0OpaTOPHBIX padoT.

Onenka ocBoeHust mnpodec-

CHOHAJIbHBIX KOMIIETEHLIUN B

paMKax TEKyIIEro KOHTPOJIA

B XO/i€ IIPOBEJCHUS y4ueOHOM

TECTOBOI'O

OpFaHH3aHHOHHOﬁ 151 HpOH3BO,[[CTBeHHOI>'I pak-
TCXHUKU. THK.
OCYH_ICCTBJBITL HpaBI/IHLHOCTB BLI60pa MarokK, HUCIOJIb3yCMbIX OI_IGHKa B paMKax TCKYyUICTo

MOATOTOBKY J€d K
nepenaye Ha - ap-
XHMBHOE XpaHEHUE.

B KauyecTBE O0JIOKEK AJIS JIe] MOCTOSIHHOTO U
BPEMEHHOI'O0 CPOKOB XpaHEHHus, ux odopmie-
HUS, BHECEHMS] U3MEHEHUM U YyTOYHEHUH B 00-
J0XKy nena. IIpaBUIBHOCTH XpaHEHUS A€l B
TEKyIIEM JIEJIONPOU3BOJICTBE, COCTABIICHUS 3a-
BEPUTEIBHOM HAAIUCU U BHYTPEHHEH OIUCHU
JIOKyMEHTOB, COXPAHHOCTH JJOKYMEHTOB U JEJI,
BBIZIAYM JI€]l BO BPEMEHHOE II0JIb30BaHUE, IIe-
penayu e Ha apXUBHOE XPAHECHHUE.

KOHTPOJISA:

- PesynbTaTos TECTOBOI'O
KOHTPOJISI TI0 TEMAM.

- Pe3ynbpTaToB mpakTH4YECKOU
paboTel 1O 0hOPMIICHHUIO
Oo0JOXKHA  Jena, 3aBepH-
TeTbHON HAJIMWCH U BHYT-
PEHHEN OIUCH.

BrimonaaTs
HIMHOIIMCHBIE  pa-
00TBI  pa3NTUYHOU
CTEIIEHH CJIOKHO-
CTH.

Ma-

Brnagenne TEXHUKOM «CJIETIOTO» IECATHUTIAIIE-
[IEBOI0 METOJla MHUChMa MpHU paboTe Ha Teda-
TaroeM ycrporctee. ObecriedeHre CKOPOCTH
W KadecTBa NMUCHbMa TpH O(POPMIICHUU MaTe-
pHaia pa3IMYHON CTENEHU CIIOAKHOCTH.

Onenka ocBoeHHsl Tpodec-
CHOHAJIBHBIX KOMITCTCHIIUN B
paMKax TEeKyIIero KOHTPOJI,
POMEKYTOYHOM aTTECTAIlHH,
B XOJIC BBITIOJHEHUS MPAKTH-
YeCcKMX paboT: MpPOBEACHUS
y4eOHOIl M TPOU3BOJICTBEH-
HOM TPaKTHK.
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@®opMBl U METOABl KOHTPOJSI M OLIEHKH PEe3yJbTaTOB OOYYEHHs JOJKHBI IO3BOJISATH
IPOBEPATH Y 00YyYAIOLINXCS HE TOJIBKO C(POPMUPOBAHHOCTH MPO(ECCHOHATBHBIX KOMIETEHIHH,
HO U pa3BUTHUE OOIIMX KOMIETEHLIUN U 00ECIIEUNBAIOIINX UX YMEHUH.

PesyabTaTsl
(ocBOeHHBIE 001IIUE
KOMIIETEHI[MH)

OcHOBHBIC TOKA3ATEJIH
OLIEHKH pe3yJibTaTa

®opMBbI M METOAbI KOHTPOJISI U
OLIeHKH

IlonuMare CymHOCTH U
COLIMAJIBHYI0 3HAYUMOCTh
cBoeil Oynymelr mpodec-
Cuu, NPOSIBIISATh K HEH yc-
TOWYMBBIA HHTEPEC.

[IposiBnenue uHTEpECa K BbI-
OpaHHOIl mpodeccuu, MOCTo-
SHHOE€  CaMOCOBEPIICHCTBO-
BaHHWE U [OBBIINIEHUE IIPO-
(heccuoHaIBbHOTO YPOBHS.

HaGmronenue u oleHka JeITCILHO-
CTH O0yYaroumxcs B 00pa3oBaTeib-
HOM TIpoIlecce, Ha MPaKTUICCKUX
3aHATUAX, IPU BBIOJIHEHUU PAOOTHI
no y4eOHOM M MPOU3BOJCTBEHHOM
MIPAKTHKE.

HaGmronenue u olieHKa aKTUBHOCTHU
CTyIeHTa B Tpolecce ydeOHo-
BOCITMTATEIbHBIX MEPOITPHUATHHA
npodeccHoHaNbHON  HaIlpaBJICHHO-
ctu («[leHb cexperaps», KOHKYPCHI
po(hecCHOHATLHOTO MaCTEPCTBA).

Opranu3oBbiBaTh  cOOCT-
BeHHYIO JACATCIIbHOCTD,
UCXOs U3 LEIH U CIIOCO-
0OB €€ JOCTIDKCHHS, OIl-
pEIeICHHBIX PYKOBOIMTE-
JIEM.

O6ocHoBaHnue BbIOOpa |
npoeCCUOHATIBHOE — MPHMe-
HEHHE METOJIOB U CIIOCOOO0B
pelieHust 3axad B Iporecce
BBITTOJIHEHUSI  JIOJDKHOCTHBIX
00513aHHOCTEH MO JOKyMEH-
TallMOHHOMY  OOECIEYCHUIO
yIIPaBIICHUSI.

HaGumoienue u oleHka JesiTelbHO-
CTH 00ydYaromerocst B mporecce oc-
BOCHHS 00pa3oBaTeilbHON Mporpam-
MBI Ha TIPAKTUYECKUX 3aHATUAX, IPH
BBITIOJIHCHHH Pa0OT IO y4eOHOH H
IIPOU3BOJCTBEHHOM IIPAKTUKE.

AHamM3UpoBaTh PadboOUyI0
CUTYaIuI0, OCYIIECTBISAThH
TeKYyIIUA W  UTOTOBBIU
KOHTPOJIb, OLICHKY M KOp-
PEKIIHIO COOCTBEHHOI
JIeITCIIbHOCTH, HECTU OT-
BETCTBEHHOCTh 32 Pe3yJib-
TaThl CBOCH paOOTHI.

[IposiBiieHne  crocoOHOCTH
MpoPECCUOHAIIBHO  MPUHU-
MaTh PEIICHUS B Pa3IUYHBIX
MPOU3BOJICTBEHHBIX  CHTYa-
WX, HECTH OTBETCTBEH-
HOCTPH 3a Pe3yJbTaThl BHITION-
HEHHOH pabOTHI.

HaOmtoneHne u orieHKa JesITeIbHO-
CTH 00y4YaroImerocst B mporecce oc-
BOCHHUSI 00pa3oBaTEIBLHON MPOrpaM-
MBI Ha MIPAKTUICCKUX 3aHATHUSX, TIPH
BBITIOJIHCHHH Pa0OT IO y4eOHOH H
MIPOU3BOJICTBEHHON TIPAKTHKE.

Ocy1iecTBIsITh MTOUCK
uHpopmalu, HEoO0X0Iu-
Mol ans 3ddekTuBHOTO
BBITIOJTHEHHST TIpO(deccro-
HAJBHBIX 33/1a4.

ITouck ¥ MCHOJIB30BAHUE HH-
dbopmaruu s mpodeccruo-
HAJIbHOTO BBITTOJIHEHUS 00s-
3aHHOCTEH IO 00ECICUYEHMIO
JOKYMEHTAI[MOHHOTO  YIIPaB-
JICHMSL.

HaGmtoneHue u oreHka JesTeabHO-
cT 00yd4aromerocsi B MpoIecce oc-
BOCHHUSI 00pazoBaTEeNbHON Mporpam-
MBI Ha TIPAaKTUYECKUX 3aHITUSAX, TIPH
BBINOJIHEHUH PA0OT MO y4eOHOH H
MIPOM3BOJICTBEHHOH MPAKTHKE.

Ucnonb3oBate uHpOpMa-
[IMOHHO-
KOMMYHUKAIUOHHBIE TEX-
HOJIOTHHM B Tpodeccro-
HaJILHOH JeSITCIILHOCTH.

BrinonHenue paziuyHbIX BU-
JIOB pa0bOT MO JOKyMEHTaIlH-

OHHOMY o0ecrnevyeHnIo
YIOpaBJICHUs C HCIOJIb30Ba-
HUEM MH(OPMaLIMOHHO-

KOMMYHUKAIIMOHHBIX TEXHO-
JIOTHH.

HaGmronenue u oleHka JeITCILHO-
CTH OOy4YaromuXCcsi B IPOIIECCE OC-
BOEHHSI 00pa3oBaTelbHON Mporpam-
MBI Ha TIPAKTHYECKUX 3aHATUAX Ha
I[IK u mnoaroTtoBke Mpe3eHTalMi
npu MIPOBEJICHUU y4eOHo-
BOCIIUTATEIBHBIX MEPONPHUITHN TI0
pa3IMYHON TeMaTHKe.

PaGoTtate B kOMaHze, 3¢-
dexTHBHO oOmarbes ¢

B3anmopeiicteue ¢ oOydvaro-
IIUMUCH, HpeHOI[aBaTeJISIMI/I B

HaGmronenne W OlleHKa KOMMYHH-
KaTUBHOU JESITENLHOCTH 00ydYaro-
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KOJUIETaMH, PYKOBO- | Iporiecce OOy4deHHMs W CO- | IIerocss B Ipouecce o0yueHwus,
JCTBOM, KJIMEHTAMU. TPYJAHUKaMU OpraHu3aluil B | yueOHOM W  TPOM3BOJCTBEHHOM
NIEPUOJ,  NPOU3BOJICTBEHHOW | MPAKTHUKH.

IIPAKTUKU

Hcnonusate BOMHCKYIO
0053aHHOCTb, B TOM YHCJIC
C IPUMEHEHUEM IIOJTyUYEeH-
HBIX NPOeCCHOHATBHBIX
3HaHM (7151 IOHOIIIEH ).

Bnanenune ocHoBamu Menu-
UUHCKUN 3HAaHWM, MpHEeMaMH
UX TPAKTUYECKOTO MpPUMEHE-
Hus. [IposBrnenue naTepeca K
BOMHCKON  cmyxk0e (s
FOHOIIEH).

HaGumoieHre U OICHKa JesTelbHO-
CTH O0yYaromierocst B Iporecce oc-
BOCHUS 00pa30BaTEIILHON MPOTpaM-
MBI Ha IPAKTUYCCKUX 3aHATHUAX, ITPU
IIPOBEACHUU y4eOHo-
BOCIIATATEIbHBIX MEPOIPUSTHIA.

CobmronaTs AEI0BOH JTH-
KET, KYJbTYPY U IICUXOJIO-
TMYECKHE OCHOBEI OO0IIle-
HUS, HOPMBI M IpaBUja
NOBCACHHUA, HUCIIOJIb30BaTh
METOJIbI M CPEJICTBA JIENIO-
BOT'O OOIIIEHH.

Hcnosb3oBaHnre HOPM U mpa-
BWJI NOBEJICHUS B IpOIECCe
oOyueHwus, METO]IOB u
CPEICTB JENOBOr0 OOIIEHHUs
IIPU BBINOJIHEHUHU  JOJDKHO-
CTHBIX 00S3aHHOCTEH B MEpH-
OJl TIPOU3BOJCTBEHHOM IIpaK-
THKH.

Habmtonenne u oreHka JesiTeIbHO-
CTH O0y4YaroIerocst B mporecce oc-
BOCHHUSI 00pazoBaTENbHON MPOrpaM-
MBI Ha TIPAKTUYECKHUX 3aHITHSX, IPH
BBINIOJIHEHUH PAabOT MO y4eOHOU |
MIPOU3BOJICTBEHHON TPAKTHKE, IPH
MIPOBEACHUU y4eOHo-
BOCIIUTATEILHBIX MEPOIPHUATHI 10
pa3JIMYHON TEMATHUKE.

CamocTtosATensHO ompee-
JATh 33Jaud Hpodeccuo-
HAJIBHOTO WM JIMYHOCTHOTO
pa3sBUTHA, 3aHUMATbCA
camMo00pa3oBaHuEM,
OCO3HAHHO IIJIAaHUPOBATH
MOBBIIIICHHE KBaTH(UKa-
o

Hcnonb30BaHue MOyYEHHBIX
B Tpolecce OO0ydeHUs TMpo-
(deccuoHanbHBIX 3HAaHUU B
KauecTBe 0a30BBIX IS IIO-
BBILLICHUS MTPO(ECCHOHAIBHO-
ro ypOBHS W JaJbHEHUIIETO
KapbepPHOI'0 POCTa.

HaGmtoneHue u oneHka JesTeabHO-
cTu 00yd4aromerocsi B MpoIecce oc-
BOCHHUSI 00pazoBaTeIbHON Mporpam-
MBI Ha TIPAKTUYECKUX 3aHITUSAX, TIPH
BBINOJIHEHUH PAabOT MO y4eOHOU U
MIPOM3BOJICTBEHHO MPAKTHKE.

Cobmtonate  TpeboBaHMS
0e30MmacHOCTH TpyJa, Io-
JKapHOW  0e30MacHOCTH,
CaHUTapun W TUTHCHBI,
OXpaHbl Tpy/a.

CobmrofieHue TpaBUIl TEXHHU-
KM  0€30MmacHOCTH  TpyJa,
MPOTUBOMIOXKApHOK Oe3ormac-
HOCTH, TUTHCHBI M OXPaHbI
TpyJa B Ipoiiecce OO0ydeHHS
U B IMEpHOO TPOXOXKIACHUSA
MIPOU3BOJICTBEHHOW TMPaKTH-
KH.

HaGmtoneHue u oreHka JesiTeabHO-
cT 00yd4aromerocsi B MpoIecce oc-
BOCHHUSI 00pazoBaTEeNbHON Mporpam-
MBI Ha TIPAaKTUYECKUX 3aHITUSX, TIPH
BBINOJIHEHUH PAabOT MO y4eOHOU H
MIPOM3BOJICTBEHHOH MPAKTHKE.
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