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PaGouas mporpamma y4eOHON TUCIUIUIMHBI pa3paboTaHa Ha ocHOBe DenepasibHO-
ro rocyJapCTBEHHOT0 00pa3oBaTeNIbHOTO cTaHaapTa no crnenuainbHocTt 09.02.05
[Tpuknannas mHpopMatuka (10 OTpacisM), BXOIALIEH B COCTaB YKPYHMHEHHOMH

rpynmnst 09.00.00 MadopmaTrka 1 BBIYUCIUTEIbHAS] TEXHHUKA.

Opranu3zanus-pa3padoTyiK: TOCYAapCTBEHHOE OIOPKETHOE MPOQECCHOHATHHOE
obOpasoBarensHOe yupexnenne HoBocubupckoit obmactu «HoBocubOupckmii mpo-

(1)GCCI/IOHaJ'II)HO-HG,Z[E[FOI‘I/IIICCKI/Iﬁ KOJLIICOK».

Pa3zpabotuuku: Yepusix 30a BnagumuposHa, npenogaBareib

Paccmotpeno na 3acemannu Kadenpwr/IIIK nHpOpMaIMOHHBIX TEXHOIOTHN

[Tpotokon Ne 1 ot 01 centsa6ps 2021 1.
3aBenyromuii kadeapoi O.1O. Anydpuena
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1. MACIHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JIUCHUTLTAHBI

1.1. O6aacTh NpUMEHEHUs POTPAMMBbI

Pabouast mporpamma y4eOHOM TUCUUILIIMHBI SBJISETCS YacThl0 OCHOBHOMW Mpodec-
CHOHAJILHOM  oOpa3zoBaTeabHON mporpamMMbl B cooTBeTcTBUU ¢ DPI'OC
no crnenuaiabHoctd  CIIO 09.02.05 Ilpuknannas uHpopmaThka (MO OTPACIIM),
Bxozsmel B coctaB ykpynHeHHou rpynmnbl 09.00.00 MHbopmaTHKa ¥ BBIYHCIIH-
TeJIbHAsI TEXHUKA.

1.2. MecTO0 IMCHUILUIMHBI B CTPYKType OCHOBHOW mMpodeccHOHAJIBLHOI 00pa30-
BaTeJbHOW MNporpamMmbl: MNpodecCUOHANBHBIN LUK, o0nenpodeccuoHaaIbHbIe
JTUCHUTUTUHBI

1.3. Komnerenunu, (popMupyemMbie HA JUCHHUILIMHE «MeHeTKMEeHT)

OK 1. [TonuMath CyIIHOCTh M COIHAIBHYIO 3HAYUMOCTH CBOEH OymyIIen
npodeccuu, MPosIBIATh K HEW yCTONYMBBINA HHTEpEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO AESITEIBHOCTb, BHIOMPATh THIOBHIE
METOJIBl M CTIOCOOBI BBHITIOJIHEHUS MPOQPECCUOHAIBHBIX 3ajad, OIEHUBATh UX A(-
(EKTUBHOCTH U KaueCTBO.

OK 3. [IpyHuMath penieHusl B CTaHIapTHBIX U HECTaHJAPTHBIX CUTYALMIX U
HECTH 332 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBaaTh TOUCK U UCTOJb30BaHUE MH(DOPMALIMH, HEOOXOIUMON
U1t 3QPEKTUBHOTO BBHIMIOJIHEHUS MPOQPECCUOHANIBHBIX 3a/1a4, MPOPECCUOHAIBHOTO
U JIMYHOCTHOTO Pa3BUTHA.

OK 5. HUcnonb3oBaTh HHOOPMAIMOHHO-KOMMYHHUKAIMOHHBIE TEXHOJOTUH B
po(ecCuOHaNbHOM IESITEIbHOCTH.

OK 6. PaGoTaTh B KOJUIEKTUBE U B KOMaH/e, 3P(HEKTUBHO OOIIATHCS C KOJI-
JIEraMH, pyKOBOJACTBOM, IOTPEOUTEIISIMHU.

OK 7. bpatb Ha ce0s OTBETCTBEHHOCTH 3a padOTy WIEHOB KOMaH/bI (MOq4U-
HEHHBIX ), 33 PE3YJIbTAT BBIITOJIHEHUS 3aJaHUM.

OK 8. CamocTosSITeNnsHO ONpeAessaTh 3aladyd Mpo(ecCHOHATBHOTO U JIMY-
HOCTHOTO pa3BUTHUS, 3aHUMATbCA CaMo00pa30BaHHEM, OCO3HAHHO IUIAHWPOBATH
MOBBIIICHHE KBATU(PHUKAIIIH.

OK 9. OpueHTHpOoBaThCA B yCIOBUSX YaCTOM CMEHBI TEXHOJIOTHM B mpodec-
CHOHAJIbHOM J€STEIHHOCTH.

[IK 2.5 Pa3pabaTbeiBaTh U BECTH NMPOEKTHYIO U TEXHUYECKYIO TOKYMEHTAa-
IHUIO.

[1K 4.4 Onpenenste pecypchl IPOEKTHBIX ONEpaInid.

IIK 4.5 Onpenensite puCKy MPOEKTHBIX OTIEPaLIMiA.

JIP 14. JleMOHCTpUpPYET HABBIKK aHAIM3a U UHTEPHPETALUU UHPOPMALIUU U3
pa3IUYHBIX UICTOYHUKOB C Y4ETOM HOPMAaTHUBHO-IIPABOBBIX HOPM

JIP 18. 'mOko pearupyet Ha MOSABIEHUE HOBBIX (HOPM TPYIOBOM AESITEIHHO-
CTH, TOTOB K UX OCBOEHHUIO.

JIP 19. T'otoB k mpodeccnoHanbHON KOHKYPEHLUMH U KOHCTPYKTHUBHOM
pEaklMK Ha KPUTHUKY.



1.4. lean m 3axa4yd JTUCHUIUIHHBI — TPeOOBAHUS K Pe3yJbTAaTaM OCBOEHHS
AVCHMITAHBI
B pe3ysbrare 0OCBOCHHUS AUCHUILUIMHBI CTYJCHT JOJDKEH YMETh:
— 0pOopMIIATh JOKYMEHTAIlMI0 B COOTBETCTBUH C HOPMATHBHON 0a3oM, wHc-
N0JIb3ysI UH(GOPMAIIMOHHBIE TEXHOJIOTHH;
— OCYUICCTBJISTh aBTOMATU3AIIUI0 00pa0OTKU TOKYMEHTOB;
— YHU(HUIIUPOBATH CUCTEMbI JJOKYMCHTAIIHH;
— OCYIIECTBJIATh XPAaHCHHE, TTOUCK IOKYMECHTOB;
— HCIOJB30BaTh TEJICKOMMYHUKAIIMOHHBIC TEXHOJIOTHN B 3JIEKTPOHHOM JIOKY-
MEHTOO00O0POTE.

B pe3ynbTaTe 0CBOEHUS TUCIMUILUIMHBI CTYJIEHT JOJKEH 3HATh:
— TIOHATHE, 1IeJIH, 3aJa4H1 U IPUHITUIIBI IeJIONPOU3BOJICTBA,;
— OCHOBHBIE MOHATHUS JOKYMEHTAIMOHHOT'O 00EeCTIeUeHUs! YIIPaBICHUS;
— CHCTEMbI IOKYMEHTAlIMOHHOTO 00ECIIeYeHUs yIPaBICHHUS;
— KJIacCU(pUKALMIO JOKYMEHTOB;
— TpeOOBaHUS K COCTABIICHUIO U O(DOPMIICHHIO JOKYMEHTOB;
— OpraHu3alMio JOKYMEHTOO0OpOTa: MpueM, 00paboTKy, perucTpalio, KOH-
TPOJIb, XpaHEHUE JJOKYMEHTOB, HOMEHKJIATYpPY JEIL.

1.5. KosinyecTBO 4acoB HA 0CBOEHHE NIPOrPaAMMBbI M CLHUILIMHBI:
MaKCHMaJbHOU yueOHON Harpy3ku oOydaromierocs 56 4acoB, B TOM YHCIIE:
00s3aTeNbHOM ayIUTOPHOI y4eOHOI Harpy3ku oOyyatomierocs 48 4acos;
CaMOCTOSITEIIbHON pabOThI 00yJaIOMEerocs § 4acoB.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCHUTLJIAHBI

2.1. O0bem yueOHOM TMCHHUILUIMHBI M BUAbI Y4e0HO padoThI

Buna yuyeOHoii padoThI O0bem ua-
COB
MaxkcumaabHasi yaeOHas HArpy3Ka (Bcero) 56
O0s13aTesibHAsE ayIMTOPHAsA y4eOHasi Harpy3ka (Bcero) 48
B TOM YHCJIE:
MPAKTUYECKUE 3aHATUS 36
CamocrosiTesibHasi padoTa 00y4arouerocs (Bcero) 8
B TOM YHCJIE:
paboTta ¢ HOpMaTUBHOU Oa3oi 4
COCTABJICHHE KOHCIIEKTa 4

Hmozoeaa ammecmauus 6 ghopme oughcghepenyuposannozo 3auema




2.2. TemaTuyecknii IJIAH M COAEePKAHUE YUeOHOI JUCHUILINHBI «/[0KyMeHTAMOHHOE o0ecriedeHue yIpaBJeH D)

HaumenoBanue pa3ne- | Coaepsxanue y4eOHOro MaTepualia, JadopaTopHble H IPaKTHYeCKHe PadoThI, O0bem yacoB Yposens ocBo- | Kommerenuun
JIOB H TeM caMocTosiTeJIbHasi padoTa 00y4yarImxcsi, Kypcopasi padoT (MpoeKT) eHusl
1 2 3 4
OK1.-0OK9

Pa3zpnena 1. Coneprxanne yueOHOT0 MaTepHajia 4 I1IK 2.5, TIK 4 4,
CoBpemeHHOE [TonsTHE O TOKyMEHTaX M (PYHKIMIX JOKYMEHTa I [IK 4.5
JIEIIONIPOU3BOJICTBO. YHuUKaMa U cCTaHAapTU3aIMs JOKYMEHTOB. Y HU(QHUIUPOBAHHBIE CUCTEMBI 2
JlokyMeHTUpOBaHHAs | JOKYMEHTALUH.
uHpopManus IIpakTHYecKHe 3aHATHA 4

ITP 1 Ananu3 HOpMATUBHBIX JTOKYMEHTOB

I1P 2 Pa3zpaboTka OiaHKa OpraHu3alvy.

CamocTtosiTeqibHasi paboTa 00y4al0IIHXCS 4

CocTtaBUTh KOHCHIIEKT 110 TeMe «KOMMBbIOTEpHBIE TEXHOIOTUU OATOTOBKU 3

JOKYMEHTOB M 3JIEKTPOHHBIN TOKyMEHTO000pOT»

CocraBuTth KoHcIeKT 1o TeMe «I[IpaBoBoe perynupoBanue B chepe obpaiie-

HHUS DJIEKTPOHHBIX JOKYMEHTOBY
Paznen 2. Coaepxanne yueOHOr0 MaTepHaJia 8
Opranuzanus Cryx6a TOKyMEHTallMOHHOTO 00ecTieueHHs YIpaBICHHUSI. 2
JIOKyMEHTOO00POTa ¥ | O6mue TpeGoBaHKs K 0hOPMIEHHIO CITYKeOHBIX JOKYMEHTOB.
TCXHOJIOTH:A Knaccudukanms 1oKkyMeHTOB
JIETIONIPOU3BOICTBA Opranu3zanus JOKyMeHT000opoTa

IIpakTHYeckHne 3aHATHSA 32

3anojIHeHNE PEKBU3UTOB JOKYMEHTOB

[TpaBuna opopmiIeHHS OpraHU3alMOHHBIX TOKYMEHTOB
OdopmiieHne Moa0KeH!sI, THCTPYKLIUU

OdopmiieHre yupeaIuTeIbHbIX JOKYMEHTOB

[TpaBuna opopmiieHHS yIPaBICHYECKUX JOKYMEHTOB

[IpaBuia opopmiieHHs pacopsiAUTEIbHBIX TOKYMEHTOB
OdopmiieHre MpUKa3oB, paCHOPSHKEHUH, TPOTOKOJIOB

[TpaBuna opopmieHus nHPOPMAITMOHHO — CITPABOYHBIX JJOKYMEHTOB
Odopmrenue akTa, JeI0OBOTO MUCbMa, CIIPABKU
OdopmiieHre TOKIaTHON 3aMTUCKH, TOTOBOPOB

[TpaBuna opopmieHHs] JOKYMEHTOB 110 JINYHOMY COCTaBY
OdopmiieHne 3asBIeHHs, PACIHCKH, JOBEPEHHOCTH




OdopmieHre JOKyMEHTOB 10 MPodecCHOHATBHOM e TEIbHOCTH.

Opranuzanus J0KyMEHT0000poTa: mpueM, 00paboTKa, perucTpamms

Opranuzanus J0KyMEHTO000pOTa: KOHTPOIIb, XpaHEHHUE JOKYMEHTOB, HO-
MEHKJIaTypa Jell

CocraBieHue OMUCEH, PEECTPOB PACCHUIKU

CamocTtosiTesibHast paboTa 00y4ar0uXCs

O3HaKOMIICHHE C HOPMATHUBHBIMH NOKYMCHTAMHU

Bcero:

72




3. YCJIOBUS PEAJIUBAIIUU ITPOT'PAMMBI INCHUTIJIIMHBI
3.1. TpeOoBaHUs K MHHMMAJILHOMY MATEPHAJIbLHO-TEXHHYECKOMY olecreye-
HHUIO
Peanuzarmus mporpamMmbl JUCIUILTAHBI TPEOyeT HAMHUUS yueOHOTO KaOuHEeTa
¢ paboYrM MECTOM JIJIsl KaXKI0T0 00yJaroIIerocs, mpeaycMoTpeHa TUCTaHI[MOHHAS
dbopma (paboTta uepe3 UHTEPHET PECYPChI).
O6opynoBanue yueOHOTO KaOMHETa:
- TOCaJI0YHBIC MECTa MO KOJIMYECTBY CTYJEHTOB;
- pabodee MECTO IPeToIaBaTelIsl.

TexHunyeckue cpeacTsa 00yueHUs:

- KOMIIBIOTEp C JUIEH3MOHHBIM MPOTPAMMHBIM 00€CIICUCHUEM;
- MHTEPAKTUBHAsA JOCKA U MYJbTUMEINA TPOEKTOP;

- JIOKaJIbHas CETh KOJIJIEIKa

CpencTta oOy4eHwHs pU JUCTAHITMOHHON (hopme:
- JIOKaJIbHAs CETh KOJIJIeIKA;
- MporpaMMHOE o0ecrieueHne o01ero u mpo(ecCHOHaIFHOTO HA3HAYCHNS,
- KOMIUIEKT Y4eOHO-METOANYECKON TOKYMEHTAIIHUH.

B ycnoBusX TMCTaHIMOHHOTO OOYYEHHUS:

- IHCTPYKTaX W BblJjaua 3aJaHusi IPOU3BOAUTCS B (hOpME TeIEKOHPEPEHIINU
B IIporpamme Zoom,;

- BCsl HE0OX0IMMasl IOKYMEHTALMS BbICBUIAETCS 110 AJIEKTPOHHOM MOYTe;

- oOpaTHasi CBsI3b U KOHCYJIbTAIlMU OCYIECTBIIAIOTCS B Moodle u mo ainek-
TPOHHOM IOYTE;

- BBITIOJIHEHHBIE 33JIJaHUSI COOMPAIOTCS B apXUB U OTIPABIISIOTCS Ha 00J1aKO;

- 3a4eT, KOHTPOJIbHAsI padoTa WM HK3aMEH OCYIIECTBIsETCS B (hopMe Tere-
KOH(EpeHLIUU B IporpaMme Zoom.

3.2. UndopMaunoHHoOe o0ecnevyeHne o0yueHust
HopmaTuBHas jiurepartypa:

1. I'OCT P 7.0.97-2016. HannonansHublii crannapT Poccuiickoit de-
neparuu. CucrtemMa CTadHAapToB Mo wHopmamuu, OMOIUOTEHHOMY WM HU37a-
TelbCKOMY aeny. OpraHu3almoHHO-paclopsAUTENbHAs AOKyMeHTanus. Tpe-
OooBaHusi Kk odopmieHuio AokymeHTOB» (yTB. Ilpukxazom Poccrammapra ot
08.12.2016 No2004-cT). [DnexTpoHHbIi pecypc]: http://www.consultant.ru

2.TOCT P 7.0.8-2013. HaunuonanbHbiii ctrangapT Poccuiickoit denepa-
nuu. Cucrema ctanapToB 1no uHdopmauuu, 6UOIMOTEYHOMY U U3AATENIbCKO-
My neny. Jleaonpou3BOACTBO U apXUBHOE J1€10. TepMUHBI U ONpPEAEeTECHUS»
(yTB. Ilpukazom Poccranmapra ot 17.10.2013 Nel185-cT). [DneKTpOHHBIN pe-
cypc]: http://www.consultant.ru



OCHOBHbBIE HCTOYHUKHU:
1. bacakoB, M. U. JlokyMeHTaIlmOHHOE OOecneyeHre yrpaBiieHus (C OCHO-

BaMH apxuBOBeleHHs): yueObHoe nmocodue nis CIIO/ M. U. bacakoB. — M.: Kno-
Pyc, 2020 - 216 c. [Onextponnsbiit pecypc]; Pexxum qoctyma https://book.ru.

JlomomHUTETHbHBIE NCTOYHHKU:

1. HenompousBoactBo. OpraHu3anuss U TEXHOJOTHH JOKYMEHTAI[MOHHOIO
oOecrnieuenus ympasienus [Tekcrt]: yue6nuk s By3os/ T. B. Kysnenosna, JI. B.
Cankuna, T. A. beikoBa; pea. T. B. Ky3unenosa. - M.: UHUTU-ITAHA, 2017. -
359c.

2. Pympiamnaa, JI. A. JlokymeHTallMOHHOE oOecrnedYeHue YrpaBieHUs
[Texct]: yueonux/ JI. A. PympiauHa. - 6 usn., crepeot. - M.: Akanemus, 2017. -
224 c. - (Cpeanee npodeccuoHanbHOE 00pa30BaHUE).

3. Coxomnos, B. C. [lokymenTaiimonHoe obecrnieuerue ymnpapieHus [Tekcr]:
yaeonuk/ B. C. Cokonos. - M.: ®OPYM: UH®PA-M, 2016. - 176 c. - (IIpodec-
CHOHAJIbHOE 00pa30BaHMUE).

HHuTepHeT-pecypeh:

1. Pecypc Lludpossie yueOHbIe MaTepualsl http://abc.vvsu.ru/

2. Pecypc DNEKTPOHHO-OMOIMOTEYHAS cucrema Kuaura®onn
http://www.knigafund.ru

3. Pecypc PyOpukon: www.rubricon.com

4.  Pecypc Hayunas snekrponnas 6ubnuorexka (HOb): www.elibrary.ru

3. Pecypc Mudopmarmonno-ananutudeckoe areHTcTBo « MIHTEI'PYM»:

aclient.integrum.ru Pecypc East View Information Services: www.ebiblioteka.ru

6. Pecypc APM ABUC « denbduny

7.  Pecypc Cucrema ympaBieHHss 00pa3oBaTeIbHBIM KOHTECHTOM
«Moodley http://oracul.artem.vvsu.ru

8. Pecypc Onextponnas Oubimoreka oOpa30oBaTEIbHBIX W TPOCBETH-
Tensckux unanui [Q Lib:www.iglib.ru
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4. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHUA

JUCHUILIAHBI

KOHTpOJ'IB M OHOCHKa PpE3yJdbTaTOB OCBOCHHA AOUCHUINIMHBI OCYIICCTBIIACTCA

npernogaBaTciicM B mponecce ITPOBCACHUA

IMPAKTUYCCKHUX 3aHSATUM )41

Ha60paTOpHBIX pa60T, TCCTUPOBAHUA, a TaKXKE BbIIIOJIHCHHAA O6y‘IaIOHII/IMI/IC$I
HMHAWBUIYAJIbHBIX BaﬂaHHﬁ, ITPOCKTOB, HCCHeﬂOBaHHﬁ.

PesyabTaTnl 00yyeHus
(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHUS)

@DopMbI U METObI KOHTPOJISI
OlIeHKH pe3yJIbTATOB 00y4eHusl

Ymenus:
— 0(hopMIISITh TOKYMEHTAIIMIO B COOTBETCTBUU C HOpMa-
TUBHOU 0a30#, HCTIOIB3YsI HHPOPMAIIMOHHBIE TEXHOIOTHH;
— OCYIIECTBIISATh aBTOMAaTH3AIMI0 00pabOTKU JTOKYMEH-
TOB;
— YHUDUIMPOBATH CUCTEMBI JOKYMCHTAIHH,
— OCYIIECTBIISITH XpaHEHHUE, MOUCK JOKYMEHTOB;
UCTIOJIB30BaTh TEJICKOMMYHHKAIIHOHHBIE TEXHOJIOTUH B
AIIEKTPOHHOM JOKYMEHTO000pOTE
3HaHus:
— TIOHSATHE, LIEJH, 337]a91 U MPUHIUIIB JIeTOTPOU3BOI-
CTBa,
— OCHOBHBIEC TIOHATHUS JTOKYMEHTAIIMOHHOTO o0ecrede-
HUSI YTIPABJICHUS;
— CUCTEMBI JOKYMEHTAI[MOHHOTO OOECIIeUCHHsI yIIpaB-
JICHUS;
— KJaccU(UKAIUIO IOKYMEHTOB;
— TpeOOBaHMS K COCTaBICHUIO W O(DOPMIICHHIO JOKY-
MEHTOB;
OpraHU3aIMIo JOKYMEHTO000pOoTa: NMpueM, o0padboTKy,
perucTpanuio, KOHTPOJIb, XpPAaHEHHE TOKYMEHTOB, HOMCH-
KJIATypy Jell.

Onenka  TPakKTUYECKHX  paboT
No 1-18.
OreHKa CaMOCTOSATENBHBIX padoOT

TectupoBanue
NToroBeIii KOHTPOJB —
TuQdepeHIIMPOBAHHBIN 3aUET.
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