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1. OBIIASI XAPAKTEPUCTUKA AJAIITUPOBAHHOM PABOYEN ITPOT PAMMABI

YYEBHOM JUCIHUILIAHBI
OI1.02 JOKYMEHTAIIMOHHOE U NIPABOBOE OBECIIEYEHHUE
YIIPABJIEHU S
1.1. MecTo UCHMIUIMHBI B CTPYKType aJanTHPOBAaHHOl o0pa3oBaTeIbHOM
NPOrpaMmblI

VYuebnas nucuumiinHa «J{OKyMEHTAIlMOHHOE M TpaBOBOE OOECICUCHHE YIPABICHUS»
ABIseTCS  00sA3aTeNpbHOM  4YacThl0  00wIEnpPO(EecCHOHANBPHOTO  IHMKJIA  aJalTHPOBAHHOM
oOpazoBarensHON mporpammbl B cooTBeTcTBUU ¢ PI'OC CIIO mo npodeccuun 09.01.03 Oneparop
WH(OPMAIMOHHBIX CHUCTEM M PECypcoB, BXOIMAIICH B cocraB ykpymHeHHOH rpymmbsl 09.00.00
WNudopmaTrka U BEIYUCIUTENbHAS TEXHUKA.

1.2. Heas 1 niIaHupyeMble pe3yJbTAaThl 0CBOEHUS JUCIUIJIMHBI:
B pamkax mporpammbl y4eOHOW JUCHUIUIMHBI OOYYArONIUMHUCA OCBAMBAIOTCS YMEHUS

U 3HaHUA

roCyJapCTBEHHOM SI3BIKE;
- co37aBaTb JOKYMEHTbl Ha OCHOBE
1a0JI0HOB;

-0OpMIIAITh  JOKYMEHTAIHIO B
COOTBETCTBUU C HOPMaTUBHOMN
0a30ii, coAB3ysl HH(OPMALMOHHBIE
TE€XHOJIOTHH;

- B3aUMOJICHCTBOBATh C KOJIJIETaMU,
PYKOBOACTBOM, KJIMEHTaMH B XOJ€
npodeccuoHaIbHOMN e TeTbHOCTH
-HCII0JIb30BAaTh
TEIEKOMMYHHUKAlHOHHBIE
TEXHOJIOTUH B ANEKTPOHHOM

JIOKYMEHTO000pOoTeE.

Kon IIK,
OK YMenus 3HaHus

OK 01, - MIPUMEHSTH cpencrtsa | - OCHOBHBIE MOHATHUSA

OK 02, WH(OPMAIMOHHBIX TEXHOJOTUH IS | TOKYMEHTAIMOHHOTO obecrnieueHus

OK 04, penieHus MpodecCHOHANBHBIX 33/1a4; | YIPaBJICHHUS,

OK 05

OK 09’ - TPaMOTHO H3JIaraTh CBOW MBICIIM W | - HOMEHKJIaTypa  HWH()OPMAIMOHHBIX

IIK 1 1’ 0pOpPMITSTH JIOKYMEHTBI 10 | HICTOYHHKOB, MIPUMEHSEMBIX B
b

MK 1.2 npodeccHoHaNbHOM  TeMaTuKe  Ha | MpodeccroHaANbHOM NeSTeNbHOCTH;

- TOHATHS MYOJMYHBIX M TMPHBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUs K COCTaBJICHUIO u
0 OPMIICHHUIO TOKYMEHTOB;
- OCHOBHBIE CTaHAApPThl OQOPMIICHUS
TEKCTOBBIX Y TaOJIMYHBIX JOKYMCHTOB;

- OCHOBHBIC IIpaBUJIa H TpC6OBaHI/I$[ K

CTPYKTYpPE JOKYMEHTOB;

-OpraHu3aluio JIOKYMEHT0000poTa:
npuem, 00paboTKy, perucTpanuio,
KOHTPOJb,  XpaHEHHE  JIOKYMEHTOB,

HOMCHKIJIATYypy ACII.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThl

Buj yueOHoii padoThI O0bem B yacax

O0beM 00pa3oBaTeIbHON MPOrpaMMbl y4eOHOM JUCHUNIIMHBI 44
B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 16
BT. 4..

Jlekuuu, ypoku 14
MIPaKTUYECKHUE 3aHATHS 16
KOHCYJIbTallUH 6
CamocrositenpHas padora 6
[IpomexyTouHas arrecTauus B GopMe KOHTPOIBLHOM pabOTHI 2




2.2 TeMaTH4YeCKHUIi IVIAH U CO/IePKaHNe Y4eOHOH TUCHMILIHHBI

Oo0bem, akan. 4. / Kozt .
B TOM 4HCJIE€ B KOMHICTCHITIH,
¢dopmupoBanuio
HaumenoBanue Conep:xanue yuyeOHOro marepuaja u opMbl OPraHU3aNUuM AesITeJIbHOCTH dopme KOTOPBIX
pa3/iesioB U TeM o0yuarommxcst NPAKTHYEeCKOH
OArOTOBKM, crocoo0cTByeT
AKAL 1. 3JIeMEeHT
NPOrpamMMmbl
1 2 3 4
Pa3nea 1. lokymeHTHpOBaHUEe B PO ecCHOHAIBHOI 1esiTeIbHOCTH 10 OK 01, OK 02,
Tema 1.1 Coaep:xanue yueOHOT0o MaTepHaJia 6 OK 05,
Ilousarue o Henosoii mokyment. Ilonste o mgokymentupoBanuu. (Haswauenume u  yHKIHH OK 09,
JOKYMEHTUPOBAaHUM | TOKYMEHTa B cucTeMe yrnpasienus. Madopmamus u nokyment. FOpuanueckoe 3HaueHne 2
nokymenTa. Kiaccuukanus 10KyMeHTOB. DJIEKTPOHHBIN JOKYMEHT).
B ToM unciie npakTHYecKuXx u J1a00pPaTOPHBIX 3aHATHH 2
Onpenenenue Kkiacca, Ha3HAuY€HUS W IPAaBUIBHOCTH COCTaBJIEHUS  JEJIOBBIX 9
JTIOKYMEHTOB.
CamocrosiTeibHasA padoTa 00y4yaommxcst 2
TpebGoBaHMsI K COCTaBICHHUIO U O(OPMIICHHIO IETIOBBIX TOKYMEHTOB
Tema 1.2 Conep:xanue yueOHOTo MaTepuaJia 4 OK 01, OK 02,
['ocynapcTBeHHOE 3aKOHOAATENBbHOE M HOPMAaTHUBHO-NIPABOBOE PETYIMPOBAaHUE JOKYMEHTAMOHHOTO 2 OK 05,
perynupoBaHue oOecnieueHus ynpasieHusi. OCHOBHbIE cTaHAApThl 0(OPMIICHHS TOKYMEHTALINH. OK 09
JAOKYMEHTAallMOHHOTO | B TOM 4mc/Ie MPAaKTHYECKUX U J1a00pPATOPHbIX 3aHATHIM -
obecrieyeHust CamocrosiTeibHas padoTa 00y4yaommxcst 5
yHnpaBJICHUA YHI/I(bHKauHs[ M CTaHJapTU3alMUs JOKYMEHTOB.
Pa3nes 2. JIOKyMEHTHPOBAHHE YIIPABJICHYECKOM 1eATeJIbHOCTH 18
Tema 2.1 OcHoBHble | Cofep:kaHHe Y4eOHOT0 MaTepHuaJia 6 OK 01, OK 02,
TpeOoBaHUS K OcHOBHEIE TpeGOBaHUs K COCTaBIICHHIO 15§ 0pOPMIICHHIO JIOKYMEHTOB. 2 OK 04, OK 05,
COCTaBJICHUIO U (IonsTHe 0 OMaHKax JOKyMeHTOB. Bubl 61ankoB. OGpasibl 0J1aHKOB JOKYMEHTOB. OK 09
oopmIeHHIO O6ume cBenenus o pekBusuTax. OopmieHne peKBU3UTOB JOKYMEHTOB.
JIOKYMEHTOB TpeboBanus k Omaankam u pekBusutam o [OCT P 7.0.97-2016). TpeGoBaHus K TEKCTY
JokyMeHTa. CTpyKTypa JOKYMEHTA.
B TOoM 4nc/ie NpaKTHYeCKUX U J1a00PATOPHBIX 3aHATHIM 2
OrnpesiesieHne MPU3HAKOB U PEUEBHIX 1M1a0JI0HOB O(UIIMATIBHO-JEIIOBOTO CTHJIS. 2




KoncyabTauus

Ctuib TEKCTa JeNOBBIX JOKYMEHTOB. YUepThl U pedeBble KOHCTPYKIIHMH OPHUIIHATBHO- 2

JIJIOBOTO CTHJISL.
Tema 2.2 Copaepxxanue yueOHOIro MaTepuasia 12
CocraBieHue u OpraHu3anioHHbIC, PACTIOPSAIUTENbHBIE U WH(POPMAITMOHHO-CIIPABOYHBIE JOKYMEHTHI. OK 01, OK 02,
odopmienue (XapakTepucTiKa OCHOBHBIX OpPraHM3AI[MOHHBIX JOKYMEHTOB (YCTaB, TOJIOXKCHHS, 9 OK 04, OK 05,
OTJECJIbHBIX BUJIOB UHCTPYKLMHU).  XapaKTepUCTHKA  pacHOpSIUTEIbHBIX  JIOKYMEHTOB  (IIpHKa3, OK 09,
JIOKYMEHTOB HIOCTAHOBJICHHUE)). K 1.1, IIK 1.2

PuHaHcoBas AOKyMeHTalys. JloroBopHasi JOKyMEHTalusl. 2

B ToM 4nc/ie IpaKkTHYeCKUX U J1a00paTOPHbIX 3aHATHIM 6

Cocranenue 1 oopMiIeHUE TOKJIATHOMN U CIIy>K€OHOH 3aluCKu. 2

Cocranenue 1 oopmiieHHe HH(OPMAIIMOHHOTO MHChMa. 2

CocrasyieHne U ohopmIIeHHE IeTIOBOTO MTUChMA. 2

CamocrosiTesibHas padoTa 00yYarOIuXcst

[MpaBuia opopMIICHUS U BBIAAYH KOMUM TIOKYMEHTOB. (XapaKTepuCTHKA U COCTaB 5

UH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB (aKT, IPOTOKOJI, 1€JI0BOE MUChMO, CIIPaBKa,

JTOKJIaJTHAS 3aIHICKa).
Pasznen 3. JlokymeHT0000poT. Opranusanus padoTsl ¢ JOKYMEHTAMU. 12 OK 01, OK 02,
Tema 3.1 Copneprxanue y4yeOHOIro MaTepuasia 6 OK 04, OK 05,
[Tonsitue [Tonstue noxymentoobopota. OOmMe NPUHLMIBI OpraHU3alliyd JOKYMEHTOOOOpOTa. OK 09,
nokyMmeHToobopoTta. | (TexHosorust pabOThl C BXOMISAIIMMH, HUCXOMSAINIMMH M BHYTPSHHUMH JIOKYMCHTAaMHU. 5 IK 1.1, IIK 1.2
Opranuzanus Perucrpanuss ~ 1OKyMeHTOB.  ABTOMaTH3alus  IPOLECCOB  JOKYMEHTAlMOHHOIO
paboThI € o0ecrnievyeHus ynpaBIeHHs)
AOKYMCHTaMH B ToM 4nc/ie IpakTHYeCKUX U J1a00paTOPHbIX 3aHATHI 2

Perucrpanus BXonsmied, HMCXONALIEM M BHYTPEHHEH MOKYMEHTALMM. 3arOjJHEHHE 2

pEerucTpaIoHHbIX (GOPM.

CamocrosiTeibHas padoTa 00y4al0IMXCst -

KoncyabTanumu

Opranuzanys OTIpaBKU UCXOIAIIMX JOKYMEHTOB. KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB. 2

PaboTa ¢ ob6pamenusimu.
Tema 3.2 Copnepxxanue y4eOHOIro MaTepuaJa 4 OK 01, OK 02,
Opranuzanus Pabora ¢ koupuaeHimanbHbiMH  gokyMeHTamu. ([ToHsTHs  0oOmIeHOCTYITHOM OK 04, OK 05,
paboThI ¢ uHpopMauu ¥ UHPOPMALMU  OTPAaHHUYEHHOIO  JOCTYyIA. Obecneuenue OK 09,
JIOKyMEHTaMH, nH(pOPMaLlMOHHON 0€30MacHOCTH MNpH paboTe ¢ JOKyMEHTaMU. 3aKOHOJATENbHO - 2 K 1.1, IIK 1.2,

UMEIOIIUMU TPUPHI

HOPMAaTUBHBIC aKTHI B o0JracTu oOecIieueHMs HH(I)OpMaHHOHHOﬁ 6C3OHaCHOCTI/I, 3alllUThI




OTpaHHYEHUS
JocTyna.

rOCYJapCTBEHHOM  TallHBI M KoH(MUIeHIMaTbHOW  wHbopmamuu. JloKkTpuHA
uHpopmanronHoi 6ezomacHoctu Poccuiickoit @enepannu. Buasl KoHGHISHIMATHHON
unpopmanuu). HopmaTtuBHo-mipaBoBoe coxaepxkanue DenepanpbHoro 3akoHa «O
NEPCOHAIBHBIX JaHHBIX.

B ToM unciie npakTHYecKuX u J1a00PaTOPHBIX 3aHATHH 2

W3yuenne HOpMaTHBHOM 0a3bl, perijaMeHTUpyMoIel paboTy ¢ JOKyMEHTaMH, 5

UMEIOUTUMU TpUQBI OTpaHUYEHUS JOCTYIIA.

CamocTtosiTeibHass padoTa 00y4YalOImMXcst -
Paznen 4. Xpanenue u apXuBHMPOBaHUE JOKYMEHTOB 4 OK 01, OK 02,
Tema 4.1 Coaep:xkaHue yueOHOro MaTepHaJia 4 OK 04, OK 05,
3aKoHO/ATeNbHAA U | 3aKOHOJATENIbHAs U HOPMATHUBHAs OCHOBA XPaHCHHUs JOKyMeHTOB. HoMeHknarypa nei. OK 09,
HOpMAaTHBHAs ®opmuposanue aei. Cocrasienue U ohopmieHre onucu Aeil. [opsagIoK YHUUTOKEHUS 2 IK 1.1, TIK 1.2,
OCHOBA XPAaHEHHUS M | JOKYMEHTOB. XpaHEHHUE JJOKYMEHTOB B apXMBE.
ApXUBHUPOBAHUSA B ToM unciie npakTHYecKuX u J1a00pPaTOPHBIX 3aHATHH 2
AOKYMCHTOB. KonTposabHnas pa6ora. ®opmupoBanue u opOpMIICHHE 1€, COTJIACHO HOMEHKIIAType 2

Je.

CamocrosiTeibHasA padoTa 00y4Yalmmxcst -

Koncyabranus 2
Bcero: 44




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM TUCIUILIMHBI

3.1 [Jdas peanu3anuu aJanTHPOBAHHOW MNPOrpaMMbl Y4eOHOH IMCIUIJIMHBI
NpeayCMOTPEeHbI cJIeAyoIue clieliaJbHble OMelleHUs:
Kabuner «MHpopMaTuKm»

- pabouee MecTo mpenogaBareist — 1 Mmecto
(1 crom, 1 cryn, 1 - nepcoHanbHBIN KOMIBIOTEP, MOJKIIOUEHHE K ceTH MHTepHeT);

- CTOJI KOMIIBIOTEPHBIN —12 mT;

- Kpecna — 26 mrT;

- CTOJI JJ11 MHBAJINI0B-KOJISICOYHUKOB — 3 WIT;

- IocKa ayAuTopHas — 1 mit;

- KHWOKHBIA mikad — 1 mT;

- KOMIIBIOTEPHI B COCTaBe (MOHUTOP, CUCTEMHBIN OJIOK, KJIAaBUATYpa, MBIIIb,
JULEH3UOHHOE NPOrpaMMHOE 00ecrieYeHNE, OJKII0YEHHUE K JIOKAIbHON BBIYMCIUTEIbHON CETH
u cetu «HTEepHeT») —13 mT;

- npuHTep — 1 1WT;

- MyJIbTMEIUA-TIPOEKTOp — 11IT;

-M®VY — 1 m;

- 9KpaH HaCTEeHHBIN — 11T;

- IPE3EHTAIlUN YPOKOB MO TeMaM;

- METO/IMYECKUE TIOCOOUS 110 TEMAM;

-pacxoHble MaTepUabl

B ycnoBusIX THCTaHIIMOHHOTO O0yJCHHS:

- UHCTPYKT@X W BbIIaYa 3a/laHUsl MPOU3BOAUTCS B (opMme TeleKoH(EepeHMH B
nporpamme SKype;

- BCSI HEOOXOTMMas! TOKYMEHTAIIUS BBICBUIACTCS [0 DIICKTPOHHOM MOYTE;

- obparHasi CBSI3b M KOHCYJIBTAI[MH OCYIICCTBIISIIOTCS B TPHJIOKEHHH BKOHTaKTE W 110
3IEKTPOHHOM MOYTE;

- BBITIOJIHCHHBIC 33/IaHMsI COOMPAIOTCSI B APXUB U OTIIPABIISIOTCS HA 00J1aKO;

- 3a4eT, KOHTPOJbHAs pab0Ta OCYIIECTBISACTCS B POpMeE TEIeKOH(PEPEHIIMU B IPOTrpaMMe

Skype.

B komiemxe npenycMoTpeHO MaTepraibHO-TEXHUYECKOE 000py/10BaHue 0011ero
noJib3oBaHus (1Js odyyarwmuxcs ¢ HOZIA)
— KunaBuarypa ¢ 60ap1IMMH KHOTIKAMHU
— MHMudopMaiimoHHbIE CEHCOPHBIE KHOCKHU
— Ponnep koMnbroTepHBIN
3.1.1. TpeOoBaHusI K MAaTePUAIbHO-TeXHHYECKOMY OOecnieueHuto ooyuarommxest ¢ HOJAA
Opranunsanus padodero mecra:

— pabouee/ydeOHOE MECTO OOYYaIOMIETOCs CO3/JaeTCsl WHAMBUAYATBHO C YYETOM €ro
0CcOo0BIX 00pa30BaTeIbHBIX MOTPEOHOCTEH, a TaKKE COMYTCTBYIOIIUX HEHPOCEHCOPHBIX
HapyLeHUu!

— YBEJIMYCHHE Pa3MepoB paboueil 30HBI HA OJHO MECTO, C YYETOM IOIbe3a U Pa3BopoTa
KpeCa-KoJSICKH

— YBCJIIMYCHUC HIUPHUHBI IPOXOAa MCKAY psAdaMU CTOJIOB



Opyd OpraHu3alMu y4eOHOro MecTa YYHUTHIBAIOTCS BO3MOXXHOCTH U OCOOCHHOCTHU
MOTOPHUKH, BOCIIPUATHUS, BHUMAHMSI, TaMATH 00y4aroIerocs

AJI1 UHBAJIMAOB-KOJISICOYHUKOB MPEAYCMATPHUBAOTCA MCECTAa B IICPBOM pANY, OmmKkanime
OT BXOJa B IIOMCIICHUEC

yCTaHOBKa (mepeMenieHne) yueOHo! JOCKH B 30HE JOCTYIMHOCTH MHBAIUA Ha KOJISICKE

aynuTopusi JOJDKHA OBITh  O0OpYIOBaHA CTOJIAMH, PETYJUPYEMBIMH 10 POCTY
oOyuaromuxcs, a  Takxe CHEIHATM3UPOBAHHBIMU  KpeclaMHU-CTOJIaMHU c
UHAUBUAYAIbHBIMH ~ CPEJACTBAMH  (UKCAIMU, MNPEANUCAHHBIMU B  MEIULUHCKUX
PEKOMEHIAUAX

OCHaIlICHHUEC ayaAuTOpUn MepCOHAIbHBIMU KOMITIBXOTCPAMU, TEXHUYCCKUMU
HpI/ICHOCO6JIeHI/I$IMI/I (CHCI_II/IaJIBHaSI KJIaBuaTypa, pa3jinidHbIC KOHTAKTOPBI, 3aMCHAIOIINC
MBIIb, I[)I(OﬁCTHKH, TpeK6OHBI, TOJIOBHAsA KOMIIBIOTCpHAsA MbIlIb, BBIHOCHBIC KHOIIKH
Pa3HbIX OIBCTOB U JHaMETPOB, CCHCOPHLIC IIJIAHIICTHI 1 T.I[.)

NEPCOHANBHBI  KOMIIBIOTED JOJDKEH OBITh OCHAIIEH BHPTYAIbHOH OSKpaHHOU
KJIABUATYpOW, KOMMYHHUKAIlMOHHBIMY KaHaJaMU, IPOrPaMMHBIMH IIPOAYKTAMHU

A KPCILICHUA TeTpazLeﬁ KU KHHI' Ha CTOJIC 06yqa}omer 0CiAd MOXHO pasMCCTUTDb
CIICOUAaJIbHBIC MAaroHuThbl 1 KHOIIKM, HAKJIOHHBIC JOCKH AJIA ITMCbMa

Texnuuyeckue u NnporpaMMHbi€ CpeacCTBa o0IIero n CIIeHNAJBbHOT0O HAZHAYECHUSA

B Ka4CECTBC IPOCTHIX TEXHUYCCKHUX CPCACTB, CIyXallUuxX I o0neryeHus Imponecca
[M1UCbMa, MOKHO HCIIOJIB30BaTh YBCIWYCHHBIC B pasMepax PpPYYKH U CICHUAIBHBIC
HaKJIaIKh K HHM, IO3BOJMAKOIINUC YACPKHUBATH PYUYKY U MAHUIIYJIMPOBATH €CHO C
MHUHUMAJIBHBIMH  YCUJIUSAMH, a TaKXKC YTAKCICHHBIMU (C JAOIIOJIHUTCIIbHBIM pr3OM)
PY4KaMH, CHHKAOIIUMHU IIPOABJICHUSA TPpEMOpA ITPpHU ITHCbME

crelnuaibHas KJaBuaTypa: KiaBHarypa ¢ OOJBIIMMHU KHONKAMM U pPa3Aemsioueit
KJaBUIIM HAKIQJKOM W/MIM CHENMaIM3MpOBAHHAs KJIaBHAaTypa € MHHHUMAJbHBIM
YCUJIMEM AJIsl TO3ULIMOHNPOBAHMS U BBOJIa M/MITM CEHCOPHAs KllaBHaTypa

BHUpTYyaJbHAs YKpaHHas KJIaBuaTypa

TOJIOBHAsI KOMITBIOTEPHASL MbIILIb

HOXHasi KOMITbIOTE€PHAsI MbIIIIb

BBIHOCHBIE KOMIIBIOTEPHBIE KHOIKH

KOMIIBIOTEPHBIN JPKOWCTUK WM KOMITBIOTEPHBIN POJLIED
CEHCOPHBIH TJIAHIIET

KOMIIBIOTEPHAS MBILIb C IPUKYCHIBATEIEM

al-Tpekep
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3.2 UudopmanmnoHHoe obecriedeHre peaTu3anun aJanTHPOBAHHON MPOTrPaMMbl

3.2.1. lns peaynzauuu mporpaMmbl OMOIMOTEUHBIN (POHA KOJIeIka MMEET IMedaTHbIe
W/WIN DIIEKTPOHHBIE 00pa3zoBaTelbHbIE M HMH()OPMAIIMOHHBIE PECYpPCHl IJISi HCIOIb30BAHUS
B 00pa3oBaTEeILHOM MPOIIECCe.

ITpu dhopmupoBannu 6uOIMOTEUHOTO (HOHIA KOJUICIKEM BBIOMpAECTCS HE MEHEE OJHOTO
U3JIaHUS U3 T[IEPEUMCIICHHBIX HIDKE II€YaTHBIX WU3JaHUN M (WIM) SJICKTPOHHBIX W3JaHUN
B KaU€CTBE OCHOBHOTO, ITPU STOM CIIUCOK, MOXET OBITh JIOTIOJIHEH HOBBIMU U3JJaHUSIMHU.

OOyuvaromuecs WHBaIMAbI WU JIMIA C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU 30POBBS
o0OecrieyeHbl MEYaTHBIMU W (WJIM) 3JEKTPOHHBIMU Y4YEOHBIMH HU3JIAaHUSIMU, aAaNTHUPOBAHHBIMU
py HEOOXOIUMOCTH [Tt 00yUeHHsI YKa3aHHBIX 00y4JarOMIUXCsl.

OOyuarommmMcst obecriedeH noctyn (yOaleHHBIH JOCTYI), B TOM 4YHCIE B Clydae
NPUMEHEHHS DJIEKTPOHHOTO OOydYeHUs, AMCTAHIIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHH, K
COBPEMEHHBIM TMpO(ecCHOHANLHEIM 0a3aM JaHHBIX W WH()OPMAIMOHHBIM CIIPABOYHBIM
CUCTEMaM, COCTaB KOTOPBIX OMPEENIIeTCs HACTOAIIEH alaTHPOBAHHOM paboyeil mporpaMMoit u
MOJIC)KUT OOHOBJICHUIO (TTPH HEOOXOIUMOCTH ).

3.2.2. Y4yeOHO-MeTOAMYECKOEe oO0ecredeHHe Ppeaju3alui  aAanTHPOBAHHOMI
nporpammbl o0yuaromuxcs ¢ HOJA

Yuyeouble n nHGOPMANIMOHHBbIE PecypChI

* y4eOHHMKH B JIEKTPOHHOM U IT€YaTHOM BapHaHTE

* yueOHbIe TOCOOUsI, MaTEpHUaIbI IJIsl CAMOCTOSTEIBHON paboTHI B Me4aTHOW (hopMe UITH B
dbopme IEKTPOHHOTO TOKYMEHTa

* 3JIEKTPOHHBIE 00pa30BaTeNbHbBIE PECYPCHI

* MYJIbTUMEIUITHBIE PECYPChI

* CepBUC BUICOKOHPEpEHIINN

* IPOrpaMMHOE OOecTieueHue AJisi TEKCTOBOM, TOJIOCOBOM M BHIEOCBSI3H

* IEPUOUYECKIE U3/IaHUS B DJIEKTPOHHOM U MIEYaTHOM BapHaHTe

3.2.3 OcHOBHBIE 2JIEKTPOHHbIE H3IaHUSA

1. I'pozoBa, O.C. Jlenonpous3BOACTBO: ydeOHOE TMMOCOOME [JIi  CPEIHEro
npodeccuonansHoro obpazoBanus / O. C.I'po3oBa. — 2-¢ u3n. — Mocksa : M3marenscTBo
FOpaiit, 2023. — 131 c. — (IIpodeccronansnoe obpazoBanue). — ISBN 978-5-534-15986-8.
—  Teker: onextponnblii  //  OOpazoBarenbHas minardgopma  IOpaiit  [caiit]. —
URL.: https://urait.ru/bcode/517797 (nara obpamenus: 20.06.2023).

2. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecleuyeHue YNpaBIeHUs: YYEeOHUK U
NPaKTUKyM  JUIsl  CpeAHero  npodeccuoHanbHoro  obOpazoBanusi/  JI. A. JloponuHa,
B. C. UputukoBa. — 2-¢ usn., mepepad. u jgorm. — Mocksa : M3narensctBo HOpaiit, 2023. —

270 c.— (IIpodeccmonanmpHoe oOpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr:
AIEKTPOHHBIN /l OO6pazoBaTenpHas maTdopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/530252 (nata oopamenus: 20.06.2023).

3. Koprees, 1. K. JlokymMeHTallMOHHOE OOeClieYeHue YIpaBiIeHUs: YIeOHHK W MPAKTUKYM

Jutst cpeanero npodeccuonansHoro odpasosanus / WM. K. Kopuees, A. B. ITmenko, B. A. Mamiypres. —
3-e uzn., mepepab. u gon. — Mocksa : U3narensctBo Opaiit, 2023. — 438 c. — (IIpodeccronansHoe
obpazoBanme). — ISBN 978-5-534-16002-4. — Texcr: anextponHHslii // ObpazoBarenbHas maTdopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/523611 (nata obpamienus: 20.06.2023)

11


https://urait.ru/bcode/523611

3.2.4 JlonoJHUTEIbHbI€ HCTOYHHUKH

1. KazakeBuu, T.A. JlokyMeHTamOHHOE OOECIEYCHHE YNPABICHUS: YYECOHUK U
OpakTUKyM  Jis  cpenHero — mpodeccuoHanmbHoro — obpasosanusi/  T. A. KazakeBuu,
A. 1. Tkanuu. — 2-e uzn., ucrnp. u gon. — Mocksa : M3narensctBo FOpaiit, 2023. — 177 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06291-5. — Tekct: 3neKTpOHHBIH //
O6pasoBarenbHas miardopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/513745 (nara
obpamenus: 20.06.2023).

HNuTepHeT-pecypcebl:
OopasoBarenbHas miathopma FOpaiit urait.ru
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLUILINHBI

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToabl OLIEeHKH

3HaHuUS:

- OCHOBHBIE ITOHSTHS
JIOKYMEHTAITMOHHOTO 00ECTICUCHHS
yIIpaBICHUS;

- HOMEHKJIaTypa HH(HOPMAIIMOHHBIX
HUCTOYHUKOB, IPUMEHSIEMBIX B
po(hecCHOHANTLHOM e TEIIbHOCTH,
- IOHATHUS MYOJUYHBIX M IPUBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUS K
0(OpMIICHHIO TOKYMCHTOB;

- OCHOBHBIE CTaHAapPThI 0(hOPMIICHUS

COCTAaBJICHHUIO U

TEKCTOBBIX U TAOJIMYHBIX JJOKYMEHTOB;
- OCHOBHBIC MpaBujia U TPeOOBAHUS K
CTPYKType JOKYMEHTOB;
-OpraHMu3anuio JOKYMEHT0000poTa:
npuem, 00paboTKy, perucTparmuio,
KOHTPOJIb, XpaHCHHE JIOKYyMEHTOB,
HOMEHKJIATYPY ACII.

He menee 60% BepHBIX OTBETOB

TectupoBanue
OrneHka
pe3yabTaToOB
BBITIOJIHEHUS
KOHTPOJIBHOU
paboThI

YMeHus:

- IPUMEHSTH CPEACTBA
MH(OPMALIMOHHBIX TEXHOIOTHH JIIs
penieHus npodeccnoHalbHbIX 33/1a4;
- [PaMOTHO U3JIaraTh CBOM MBICIIH U
0(OPMIIATH JOKYMEHTHI 110
npodeccuoHaIbHON TeMaTHKe Ha
rOCYIapCTBEHHOM SI3BIKE;

- CO37]aBaTh JIOKYMEHTHI HA OCHOBE
ma0bJIOHOB;

-0opMIISATE  TOKYMEHTAIIHIO B
COOTBETCTBUU C HOPMaTUBHOMN
0a30ii, UCOIB3YsI UHPOPMALIOHHBIE
TEXHOJIOTHH;

- B3aUMO/JIEHICTBOBAThH C KOJUIETAMH,
PYKOBOJCTBOM, KJIMEHTAMHU B XOJI€
npodeccuoHaIbHOMN e TeTbHOCTH
-HCII0JIb30BAaTh
TeJIeKOMMYHUKAlMOHHbIE
TEXHOJIOTUH B ANEKTPOHHOM

JIOKYMEHTO000poTeE.

Pe3ynbTarhl BeINONHEHUS
3a/IaHAI COOTBETCTBYIOT
3a/IaHHBIM 1A0JIOHAM U
TpeOOBaHUM.

[Ipu BeIOJIHEHUY 3alaHUI
HCIIOJIb30BaHbI palliOHAIbHbIE
METO/IbI U CpeJICTBA 00pabOTKH
uHpopMaluu.

DKCnepTHOE
HaOJII0/IeHuE 3a
X0JIOM
BBITIOJTHEHHUS
MPAKTUYECKOU
paboTHI
Onenka
pE3yNbTaTOB
BBITIOJTHEHUS
MPAKTUYECKOU
paboTHl,
KOHTPOJIBHOU
paboTsl

Jns  ocyimiecTBiAeHHs TPOUEAYp TEKYLIEro KOHTPOJS —YCIIEeBaeMOCTH,

IIPOMEKYTOUHON

aTTeCTallnuu o6y11a}0m1/1x05{ CO3aHbl (I)OH,I[BI OICHOYHBIX CPCACTB, aJAlITUPDOBAHHBLIC IJISA
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00y4aroImuxcsi UHBAJIUAOB U JIMLl C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10pOBbs, O3BOJISIOIINE
OLICHUTHh JIOCTH)KEHHE MMH pE3ylbTaTOB OOy4YeHHs M YpPOBEHb C(OPMHPOBAHHOCTU BCEX

KOMIIETEHIIN, TPEeTyCMOTPEHHBIX aAaTUPOBAHHON 00pa30BaTeIbHON MPOrPaMMON.
®dopma npoBeieHUs TEKYIIEeH aTTecTaluu Ui 00y4aroIuXCcsl ¢ OTpaHUYEeHHBIMU

BO3MOKHOCTAMU 3J0POBbS U HHBAJIMAO0B YCTAHABIMBACTCA C YYETOM UHAWBUAYAJIBHBIX

ncuxouznueckux ocodeHHocTel (yCTHO, MMCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIbIOTEPE, B

dopme TectupoBanus u T.11.). [Ipu HeoOxoaqumMocTr 00yUdarOIUMCs IPEJOCTABISAETCS
JIOTIOJIHUTEILHOE BPEMsI U1 MOATOTOBKH OTBETA MPU MIPOXOKICHUU aTTECTAIUU.
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