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1. OBLIASI XAPAKTEPUCTHUKA AJIATITUPOBAHHOI PABOYEI IPOTPAMMBI
YYEBHOM JUCLUILINHBI
OI1.02 JOKYMEHTALIMOHHOE U IPABOBOE OBECIEUEHUE
YHPABJEHMS

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 v BEIYUCITUTEIbHAS TEXHUKA.

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl 0OCBOCHUA TUCHUIIIMHBI:

B pamkax mporpammbl y4eOHOW JUCHUIUIMHBI OOYYArONIUMHUCA OCBAMBAIOTCS YMEHUS
Y 3HAHUs

Kon IIK,
OK YMenus 3HaHus
OK 01, - MIPUMEHSTH cpencrtsa | - OCHOBHBIE MOHATHUSA
OK 02, WH(OPMAIMOHHBIX TEXHOJOTUH IS | TOKYMEHTAIMOHHOTO obecrieueHus
OK 04, penieHus MpodecCHOHANBHBIX 33/1a4; | YIPaBJICHHUS,
85 83: - TPaMOTHO H3JIaraTh CBOW MBICIIM W | - HOMEHKJIaTypa  HWH()OPMAIMOHHBIX
MK 1.1, 0hopMIIATH JIOKYMEHTBI 10 | HICTOYHHKOB, MPUMEHSIEMBIX B
MK 1.2 npodeccHoHaNbHOM  TeMaTuKe  Ha | MpodeccroHaANbHOM NeSTeNbHOCTH;
rOCy/IapCTBEHHOM SI3BIKE; - TOHATHS MNYOJIMYHBIX U TMPUBATHBIX
- co37aBaTh JOKYMEHThl Ha OCHOBE | JOKYMEHTOB;
111a0JI0HOB; - TpeboBaHUs K COCTaBIICHUIO u
-0bOpMIIATh TOKYMEHTAIUIO B 0 OPMIICHHUIO TOKYMEHTOB;
COOTBETCTBUU C HOPMaTUBHOMN - OCHOBHBIC CTaHIAPTHI OQOPMIICHUS
0a3oi, UCTIONB3Ysl WH(OOPMAIMOHHBIE | TEKCTOBBIX U TAOJMYHBIX TOKYMEHTOB;
TEXHOJIOTHH; - OCHOBHBIEC TpaBUjia U TPEOOBAHUS K
- B3aMMOJICCTBOBATh C KOJUIETAMHU, | CTPYKTYpPE IOKYMEHTOB;
PYKOBOJACTBOM, KJIHEHTaMH B XOJ€ | -OpraHU3alluio JIOKYMEHTO00opoTa:!
npoecCHOHANBEHOM NesTENbHOCTH npuemM, o0paboTKy, pEerucTpalmio,
-HCII0JIb30BATh KOHTPOJIb,  XpaHEHHe  JIOKYMEHTOB,
TEJIEeKOMMYHUKAIIMOHHBIE HOMEHKJIATypy JIe.
TEXHOJIOTHH B AJIEKTPOHHOM
JIOKYMEHTO000pOoTeE.




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:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH 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 0(OPMIICHHIO JIEJIOBBIX 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 ynpapiaeHusi. OCHOBHBIE CTaHAAPTHI 0(OPMIIEHHSI TOKYMEHTALIUH. 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 (IousTHe 0 OMaHKax JOKyMeHTOB. Bubl 61ankoB. OGpasibl 01aHKOB 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.

3.1.1. TpedoBaHusI K MaTePHATbHO-TEXHUYECKOMY O0ecreyeHHI0 00pa3oBaTe/IbHOM
nporpamMmmsl odyuyarommuxcs ¢ PAC

B yueOHbIX ayquTopusax (IO BO3MOXHOCTH) CTapaThCsi HM30erarb HCIOJB30BaHUS JamIl
JTHEBHOTO CBETa C JApPOCCENsIMU, T.K. OHM MeEpHalT U u3faroT ryia. [IpeumymiecTBeHHOE
HCIIOJIb30BaHUE CBETOAMOJOB WJIM JIaMII JHEBHOTO CBETa C KAaueCTBEHHBIM AIJIEKTPOHHBIM
6amiacTom.

B aynuTtopusx He AOKHO OBITH Tyla WM cTpobockonudeckoro sddexra. ObecneueHue
XOpOIIeH aKyCTUKHU: HE JJOJKHO OBITh 9Xa, TOCTOPOHHUX IIIYMOB H T.II.

3.2 UnpopmanmoHHOe o0ecnieyeHNe Peain3auuu AJaNTHPOBAHHON NPOrpaMMbl

3.2.1. lns peanm3anuu mporpaMMbl OMONMOTEYHBIN (POHA KOJIIeIka UMEET IedYaTHBIC
W/WIM DIEKTPOHHBbIE 00pa3oBaTeibHble W HH(POPMALMOHHBIE PECYPCHl ISl MCIOIb30BaHUS
B 00pa30BaTEILHOM IPOLIECCE.



[Tpu bopmupoBannu 6mMOIMOTEYHOTO (POHIA KOJIJICIKEM BBIOUpAETCS HE MEHEE OJHOTO
U3JJaHUA U3 TIEPEUYMCICHHBIX HIDKE TIEYaTHBIX M3JaHUd M (WIM) DICKTPOHHBIX W3IaHHUH
B KQ4e€CTBE OCHOBHOTO, IIPU ATOM CITMCOK, MOYKET OBITh JIOTIOJIHEH HOBBIMHU M3/IaHUSMH.

OOyuaronmecss HMHBAJIMIBI ¥ JHIA C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH 3/I0POBBS
oOecrieyeHbl NEYATHHIMU U (MJIM) 3JCKTPOHHBIMU YYEOHBIMHM HM3aHUSMH, aJalTHPOBAHHBIMU
pU HEOOXOIUMOCTH ISl 00YUEHHSI YKa3aHHBIX 00Y4arOIIUXCS.

OO6yuaromumcst obecriedeH aocTyn (yAaJlleHHBIH JOCTYH), B TOM YHCIE B Ciydae
MPUMEHEHUS JJICKTPOHHOTO OOy4YeHHs, IHWCTAHIMOHHBIX O00pa30BaTENbHBIX TEXHOJIOTUH, K
COBpEMEHHBIM TMpodeccuoHalbHBIM 0a3aM JaHHBIX M HH()OPMALMOHHBIM CIPABOYHBIM
cHCTEeMaM, COCTaB KOTOPBIX OINpPEEeNIeTCsl HACTOALICH aaanTUPOBAaHHOI paboueil mporpaMmoi u
MOJIJIC)KUT OOHOBJICHUIO (TIPH HEOOXOTUMOCTH).

3.2.2. TpeGoBanusa K Y4eOHO-MeTOAHMYECKOMY of0ecreyeHHI0 0Opa30BaTeNbHOIM
nporpammsl 1Jis1 ooyuyarommxcsi ¢ PAC

[IpenocraBnenue  mpe3eHTAlMi, KOHCIIEKTOB, BHJAEO3allMCed  3aHATHH W T.IL
CtpykTyprpoBaHO OpopMIIEHHbIE (POHIBI OLIEHOUHBIX CPEACTB. JlomoiaHUTEIbHbIE TOAPOOHBIE
WHCTPYKIUU U TMOSICHEHUS JIs1 BBIMIOJTHEHUS 3a/1aHUSI.

3.2.3 OcHOBHBIE 3JIEKTPOHHbIE H3IaHUSA

1. I'pozoBa, O.C. Jlenonpous3BOACTBO: ydeOHOE TMMOCOOME [JIi  CPEIHEro
npodeccuonansHoro obpazosanus / O. C.I'po3oBa. — 2-¢ u3n. — Mocksa : M3marenscTBo
FOpaiit, 2023. — 131 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-15986-8.
—  Teker: oamektponnblii  // OO6paszoBarenbHas mnatdopma  FOpaiit  [caiit]. —
URL.: https://urait.ru/bcode/517797 (narta obpamenus: 20.06.2023).

2. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECIeYCHUE YIPABJICHUS: y4COHUK U
OpakTUKyM Ui cpeaHero  npodeccronanbHoro  obpazoBanusi/  JI. A. JloponuHa,
B. C. UputukoBa. — 2-e u3a., nepepad. u jgon. — Mocksa : U3narensctBo Opaiit, 2023. —

270 c. — (IIpodeccmonansnoe oOpasoBanue). — ISBN 978-5-534-16017-8. —  Tekcr:
AJIIEKTPOHHBIN // OO0pazoBaTenbHas matdopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/530252 (nata oopamierus: 20.06.2023).

3. Kopnaees, U. K. JlokymeHTannoHHOe oOecriedeHue YIpaBIIeHUsS: YIeOHUK U MPAKTHKYM

Iutst cpearero npodeccuonansHoro obpazoBanus / WM. K. Koprees, A. B. Ilmenko, B. A. Mamypues. —
3-e u3n., nepepad. u pomn. — Mocksa : UznarensctBo Opaiit, 2023. — 438 c. — (IlpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-16002-4. — Texcr: anextpoHHbli // ObOpazoBarenbHas 1aTdopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/523611 (nata obparmmenus: 20.06.2023)

3.2.4 JlonoJIHUTEJIbHbIE HCTOYHHKH

1. KazakeBuu, T.A. JlokyMeHTanmoHHOE oOOecrieuyeHHe YIpaBICHHs: Y4€OHHUK U
OpakTUKyM A cpegHero  mpodeccuoHaiabHoro — obpasoBanusi/  T. A. KazakeBuu,
A. 1. Tkanuu. — 2-e uz ., ucnp. u gon. — Mocksa : M3narensctBo FOpaiit, 2023. — 177 ¢c. —
(ITpoeccuonansrnoe obpazoBanue). — ISBN 978-5-534-06291-5. — TekcT: »neKTpOHHBIN //
Oo6pasoBarenbHas maardopma [Opaiir [caiit]. — URL: https://urait.ru/bcode/513745 (nara
obpamenus: 20.06.2023).

HNuTepHeT-pecypcebl:
Oopa3oBarenbHas miatdpopma FOpaiir urait.ru
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
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, perucrparuio,
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 3aJaHUHN
HCIIOJIb30BaHbI palliOHAIbHbIE
METO/IbI U CpeJICTBA 00pabOTKH
uHpopMaluu.

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

Jns  ocyuiecTBieHHsT TPOLEAYyp TEKYLIEro KOHTPOJSl YCHEBAaeMOCTH,

IIPOMEKYTOUYHON

aTTeCTallnuu o6y11a}0m1/1x05{ CO3aHbl (I)OH,I[BI OICHOYHBIX CPCACTB, aJAlITUPDOBAHHBLIC IJISA

11




00y4aroImuxcsi UHBAJIUAOB U JIMLl C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10pOBbs, O3BOJISIOIINE
OLICHUTHh JIOCTM)KEHHWE MMH pPE3ylbTaTOB OOy4YeHHs U YpPOBEHb C(HOPMHPOBAHHOCTU BCEX

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

BO3MOKHOCTAMU 3J0POBbA U HHBAJIMAO0B YCTAaHABIMBACTCA C YUETOM HHAUWBUAYAJIbHBIX

ncuxopuznueckux ocodeHHocrel (yCTHO, MUCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIbIOTEpE, B

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