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1. IACHOPT IPOIT'PAMMBI YYEEHOM NPAKTUKH

1.1. O6aacTs npuMeHenus NPOrPaMMBbI

[IpakTuyeckas moaroToBka - (opma opraHuzanmu 00pa30BaTEIBLHOW NEATEILHOCTH IPH
OCBOCHUHU 00Pa30BATEIBHOW MPOTPAMMEI B YCIIOBUSX BBIMOJHEHUS OOYUYAIOIUMUCS OIPEICICHHBIX
BUJIOB paboOT, CBS3aHHBIX C Oyaymied mpodecCHOHATBLHON MeATENhbHOCTHI0O W HANpPaBICHHBIX Ha
dbopMUpOBaHHE, 3aKPEIUICHHE, PAa3BUTHE NPAKTHUYECKUX HABBIKOB M KOMIIETEHIUH TO MPOodHIio

COOTBETCTBYIOLIEH 00pa30BaTEIbHOI IPOrPAMMBI.

O6paSOBaTeHBHaH ACATCIIBHOCTE B (bopMe HpaKTH‘IeCKOﬁ IIOATOTOBKH pe€ajiu30BaHa Kak

KOMILIEKC Y4eOHOU 1 mpon3BoACTBeHHOM npakTuku B coctaBe OITOIT CIIO.

[Iporpamma yueOHoit npaktuku siBisiercsa yacTbio [IIIKPC B coorBerctBun ¢ ®I'OC CIIO no
npodeccun 46.01.03 Jlenmonpou3BOAUTENIh B YaCTH OCBOSHHUS OCHOBHOTO BHJIAa MPO(EeCcCHOHATBHOM
nesitenbHOCTH (BIT): lokyMeHTHpOBaHUE YIIPABICHYECKOHN JIEATSIBHOCTH U OPTaHHU3amus paboThl C

JOKYMEHTaMH M COOTBETCTBYIOIIUX MpodeccrnoHanbHbIX komnereniuii (I1K):

Kon HaumeHoBaHue BHI0B /1eSITeJILHOCTH U MPO(ecCHOHAIBLHBIX KOMIETeH M

Bl 1 JIOKyMEHTHUPOBAHHE YMPABICHUYECKONU NIEATEILHOCTH U OpraHu3anus paldoThl ¢
JOKyMEHTaMHU

MK 1.1. | OcyuiecTBiATh NpueM, NEPBUYHYIO OOpaOOTKY M PErHMCTPALMIO MOCTYIAIOLIEH
KOPPECIIOHIEHIIMM B TOM YHCJIE C MCIIOJb30BAaHHMEM AaBTOMATHU3MPOBAHHBIX
CHCTEM.

MK 1.2. | IlepenaBath JOKYMEHTBI Ha UCIIOJHEHHE B MOAPA3ACICHUS C YIETOM PE3OTIOIHUU
PYKOBOJIUTENEH OpraHu3aLuy.

MK 1.3. | OcymecTBiATh KOHTPOJIb UCIIOIHEHUS TOKYMEHTOB B OpraHU3allu, B TOM YHCIIe
C UCITI0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.

IIK 1.4. | Bectu 6a3bl JaHHBIX JOKYMEHTOB OpraHU3allud U CIPABOYHO-UH(POPMALIMOHHYIO
paboTy Mo HUM.

MK 1.5. | OcymecTBasTe 00paboTKy, pErHCTPALIMIO U OTIPABKY UCXOSIIEH JOKyMEHTAIH
azipecaram, B TOM YHUCJIE C UCTIOIb30BAHUEM
aBTOMATH3MPOBAHHBIX CUCTEM.

MK 1.6. | OcymecTBiATh cocTaBlIeHUE U 0(OPMIIEHUE CITY>KEOHBIX TOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMAaTUBHBIX ITPABOBBIX AKTOB.

1.2.

1enbi0 (hOPMUPOBAHUS Y O0YUAIONTUXCS YMEHUN U MPUOOPETEHUS TTEPBOHAYATBHOTO MPAKTHIECKOTO

Henn u 3apaum y4yeOHOI NPAaKTHKH — TpeOOBaHMs K pe3yabTaram ocBoenus C

OTIBITA B XOJI€ MPOXOKJICHHS y4eOHON MPAKTUKU

JOJDKCH:

Biagers HaBbIKAMU:
- [Tpuem u nepBuyHas 00padbOTKa BXOIAIINX JOKYMEHTOB.

—  IlpenBapurenbHOE pacCCMOTPEHHUE U COPTUPOBKA JOKYMEHTOB Ha pErHCTpUpPYyEMbIE U

HEPETUCTPUPYEMBIE

- IToaroroBka BXOAAIIKX JOKYMEHTOB JUUIS pACCMOTPEHUS pyKOBOAUTENEM. —Perucrpanus

BXOOAIHUX JOKYMCHTOB.

- Opranu3zanus 10CTaBKU JOKYMEHTOB UCTIOTHUTEIISIM.
- KoHTpo:b ucnosHeHus: JOKyMEHTOB B OpraHU3all1u.
- Benenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3aLIUH.

—  Benenue unpopMannoHHO-CIIPABOYHOI PaOOTEHI.

—  OO6paboTka, perucTpaius u OTIpaBKa HCXOIAIMINX JOKYMEHTOB

—  CocraBnenue u opopmieHue cayKeOHbIX JOKYMEHTOB.




yMeThb:

—  IlpoBepsTh NpaBUIBHOCTb JOCTABKU KOPPECIIOHCHIIUH; IPABUIIBHOCTh U LIEJIOCTHOCTD
BJIOKEHUS.

—  OueHuBath coiepKaHue MOCTYNUBILIMX JOKYMEHTOB C LIEJIbI0 X PACIpeIelICHHS.

—  Tlonp3oBaTbcsi aBTOMATU3MPOBAHHBIMU CHCTEMAMHU Yy4€Ta, PETUCTPAIMH MpU paboTe ¢
JIOKyMEHTaMU OpraHU3alUH.

—  Omnpenenars MapuIpyT ABMKEHUS] KOHKPETHOTO IOKyMEHTA U I0BOAUTH JOKYMEHTHI 110
UCIIOJIHUTEJIEH B ONPEEICHHBIE CPOKU

—  PaOotaTb co Bcell COBOKYNHOCThIO MH()OPMALMOHHO-TOKYMEHTALIMOHHBIX PECYPCOB
OpraHu3aluHm.

—  Bectu y4er npoxoaeHus TOKyMEHTAJIbHBIX MaTEPUAIOB.

—  IlocraHoBKa TOKyMEHTa Ha KOHTPOJIb.

—  OcymiecTBIsATh IPOMEXYTOUHBIH KOHTPOJIb U KOHTPOJIb IIPH HACTYIJIEHUH J1aThl UCIIOJTHEHMUS.

- WNupopmupoBath pyKOBOAUTENS 00 UCIIOTHEHUU.

—  CHATbh JOKYMEHT C KOHTPOJIS U HAIIPAaBUTh UCIIOJHEHHBIN JOKYMEHT B JEJIO.

O0600maTs 1 aHATU3UPOBATh PE3YJIbTAThl KOHTPOJS 3a MCIIOJHEHHEM JOKYMEHTOB.

— Ilosp30BaTbCsd aBTOMAaTU3UPOBAHHBIMM CHCTEMAMM Y4€Ta, PErUCTpalud, KOHTPOJIA H
UH(POPMALIMOHHO-CIIPABOYHBIMU CUCTEMaMHU IIpH paboTe C JOKYMEHTaMHU OpraHU3alyH.

—  Tlonb3oBarbkcs 0a3aMu 1aHHBIX, B TOM YHCIIE YAAIEHHO.

—  Becrtu yder 10OKyMEHTOB OpraHM3alyy.

— OcyulecTBisATh CHPaBOYHO-MH(POPMALMOHHYIO PAa0OTy C HCIOJIb30BaHHMEM 0a3 JIaHHBIX
JIOKYMEHTOB.

— Ilosp30BaTbCsd aBTOMAaTU3MPOBAHHBIMM CHCTEMaMM y4€Ta, pErucTpalud, KOHTPOIA H
MH(OPMaLIMOHHO-CIIPAaBOYHBIMU CHCTEMaMU IIPU paboTe ¢ JOKYMEHTAaMU OpraHU3aliH.

— IIpuMeHsTH IpaBuiIa PyCCKOTO S3bIKA IPU MIPOBEPKE JOKYMEHTOB IEPE]] OTIPABKOMN.

— ITpoBepsATh MpaBUIBHOCTH O(POPMIIEHHS U KOMIUIEKTHOCTb UCXOISIINX JTOKYMEHTOB.

— CopTtupoBaTh JOKYMEHTHl IO CIOCOO0aM JIOCTaBKH, IpPH HEOOXOIMMOCTH, YIAaKOBHIBATh
JIOKYMEHTBI U OIIPaBJIATS.

— Ilonp3oBaTbcss aBTOMATH3MPOBAHHBIMU CHCTEMaMU Yy4eTa, PEerucTpauud, HHGPOPMalMOHHO-
CIIPaBOYHBIMU CUCTEMAMH IIPH padoOTe C TOKYMEHTaMU OpraHU3aLUH.

— IIprMeHATH YCTaHOBIEHHBIN COCTAB PEKBU3UTOB B 3aBUCHUMOCTH OT BUJA JOKYMEHTA.

— IIpaBunbHO pacnonarath 1 0GOPMIISTh PEKBU3UTHI HA JINCTE MPU COCTABICHUH JIOKYMEHTA.

— IlpumensaTs coBpemMeHHbIE WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH ISl paboTHI C
JIOKYMEHTaMH, B TOM YHCJI€ JUIs €€ ONTUMHU3ALUH U TOBBILIEHUS 3()(HEeKTUBHOCTH

—  IIpumeHATH IpaBUiIa PyCCKOTO SA3bIKA.

3HATh:

—  HopmaruBHbIE INpaBOBBIE AKTBl U HOPMATHUBHO-METOAUYECKUE JOKYMEHTHI,
OIpeIeNAIOINE TOPAJOK JOKYMEHTAMOHHOIO 00ECIIEUeHH s yIIPaBJICHUS.

- CrpykTypa opraHu3anyiv, pyKOBOJICTBO CTPYKTYPHBIX IOAPA3IEICHHM.

- CoBpemeHHbIe HH()OPMAIIMOHHBIE TEXHOJIOTUN PaOdOThI C TOKYMEHTAMHU.

- [Topsimok pabOTHI C MOCTYNAIOIIMMHU JOKYMEHTAMHU.

- [Topsinok paboThI C JOKyMEHTaMHU IIpU Mepeaaye uX Ha HCHOJIHEHHE B OApa3AEICHUs.

- [TpaBuia opranu3ayy 1 GOpMbI KOHTPOJISL HCTIOTHEHUS TOKYMEHTOB B OpraHU3aIHH.

- TuIoBbIE CPOKU UCTIOJIHEHUS JOKYMEHTOB.

- [TpuHIUIB pabOTHI CO CPOKOBON KApTOTEKOI.

—  Ha3nadeHue U TEXHOJIOTUS TEKYILETO U IPEAYIIPEAUTEILHOIO KOHTPOJIS.

- [TpaBuna cocTaBiieHUs] aHATUTUYECKUX CIPABOK [0 OpraHM3aldu paboThl ¢ JTOKyMEHTaMH

Y KOHTPOJIIO UCIIOJIHEHUS TOKYMEHTOB.



- [TpaBwita co3ganwust u BefieHUs 0a3 JaHHBIX CIY>KEOHBIX JOKYMEHTOB B OPTaHU3AIIHH.

- CHCTEMBI JIEKTPOHHOTO JIOKYMEHTO000POTA.

- [IpaBuia v CPOKHU OTIPABKU UCXOSAIINX JOKYMEHTOB

- Buabl 10KyMeHTOB, X Ha3HAUCHUE.

- TpeGoBanws, MPeABSABIsEMbIC K JOKYMEHTaM B COOTBETCTBUH C HOPMATHBHBIMH MMPABOBBIMU
aKTaMH M TOCYJIapPCTBEHHBIMU CTaHAapTAMH.

- [IpaBwmita cocrabienus U ohopmiieHUST HTHPOPMAITMOHHO-CIIPABOYHBIX, OpTraHU3AIIMOHHBIX,
YIPABJICHUYECKUX IOKYMEHTOB.

1.3. KoamnuecTBo uacos (HeJenb) HA y4eOHYI0 IPAKTHKY:

Bcero — 72 yaca (2 Hezenu) Bo 2 ceMecTpe.



2. INIAHUPYEMBIE PE3YJbTATHI YYEBHOM INPAKTUKH
PesynbpTarom y4eOHOM MPAKTHKH SBISIETCS OBJIAJICHUE 00YYaIOMUMUCS BHIOM TTPO(HECCHOHATBLHOM
JEeSTENIbHOCTH «JlOKyMEHTHpOBaHUE YIPABIEHYECKOW NEATEIbHOCTH W OpraHu3anus paboThl C
JOKyMeHTaMu», B ToM uucie npodeccnonansubivu (I1K) u o6mmmvu (OK) koMneTeHIusIMHE:

Kon HanMeHoBaHHe 001X KOMITETEHIIN I

OK 01. | Beibupats criocoObl penieHus 3a1a4 npopecCuoHaIbHON 1S TETbHOCTH
MPUMEHHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 02. Hcnonb30BaTh COBPEMEHHBIE CpEIACTBAa MOMCKA, aHAIM3a U HHTEpPIpETaluu

uHpopMaImu, U THPOPMAIMOHHBIC TEXHOJIOTHH /IS BHITIOJTHEHHS 33/1a4
poeCCUOHATBLHOMN I TETLHOCTH

OK 03. | [lnmanupoBath U peain30BbIBATH COOCTBEHHOE MPO(PECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE, MPEANPHHUMATEIBCKYIO ACSITEIBHOCTh B NMPO(ECCHOHANBLHON cdepe,
UCIIOJIB30BaTh 3HAHUS 10 NMPABOBOW M (DMHAHCOBOW IPaMOTHOCTH B PA3JIUYHBIX
YKM3HEHHBIX CHTYaIHSIX

OK 04. | DddexTuBHO B3aMMOICHCTBOBATH U pabOTaTh B KOJJICKTUBE M KOMaH/Ie

OK 05. | OcyuiecTBiATh YCTHYIO M INUCHbMEHHYIO KOMMYHHUKALIMIO Ha TOCYIapCTBEHHOM
sa3pike Poccuiickoit @enepanuii ¢ y4eToM OCOOEHHOCTEW COLMAIbHOTO U
KYJbTYPHOTO KOHTEKCTA

OK 06.

OK 07.

OK 08.

OK 009. [Tonb30BaTbess TPOhEeCcCHOHANBPHOM TOKYMEHTAlMell Ha TOCyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX

B 1 JloKkyMeHTUpOBaHUE YMPABIEHYECKON NEATEIbHOCTH W OpraHu3amus padoThl C
JIOKYMEHTaMHU

MK 1.1. | OcymecTBisATh IpueM, NEPBUYHYIO 00pabOTKY M PEruCTpalUIo MOCTYMAIOLIEH
KOPPECTIOH/ICHIIMM B TOM YHCJE C HCIOJIh30BAHUEM aBTOMATHU3UPOBAHHBIX
CHCTEM.

MK 1.2. | [lepenaBarh JOKYMEHTHI Ha HCHIOJHEHUE B MOJIPA3IEIEHUS C YIETOM PE3OTIOIHNU
PYKOBOJIUTEIIEN OPraHN3ALHH.

MK 1.3. | OcymecTBisITh KOHTPOJIb UCTIOTHEHUS JIOKYMEHTOB B OpPTaHU3alliH, B TOM YHCIIC
C UCTIOJIH30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

K 1.4. | Bectu 6a3bl 1aHHBIX JOKYMEHTOB OpraHU3AIMH U CIIPAaBOYHO-UH(OPMAIIIOHHYIO
paboTy 1O HUM.

MK 1.5. | OcymecTBasTe 00pabOTKY, pETUCTPALIUIO U OTIPABKY UCXOJSIIEH JOKYMEHTAIIUH
azpecaram, B TOM YHCJIE C HCIOTb30BAHIEM

ABTOMATH3MPOBAHHBIX CHCTEM.

MK 1.6. | OcymecTBasATh cOCTaBIeHUE U OPOPMIICHHE CITYKEOHBIX JOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMAaTUBHBIX MTPABOBBIX AKTOB.




3. CTPYKTYPA U COJIEP)KAHUE YUEFHOM MPAKTUKH

3.1. TemaTnueckuii naan y4eGHoi NPAKTHKH

Koasi popmupyemsbix HaumenoBaHue npog)ecCHOHAIBLHOTO MOTYJIS O0bem BpemeHH, Cpoxn
KOMIIeTeH Uit OTBOJIUMBIii HA NpoBeIeHUsI
NPaKTUKY (4ac. /
Hejl.)
[IM.01 noxymeHTHpOBaHHE YIPaBICHYECKON 7212 2 ceMecTp

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 09,B1 1, T1IK 1.1, [IK 1.2, TIK 1.3,
IIK 1.4, IIK1.5, TIK 1.6

JEeSITeIbHOCTH U
opraHu3aiys paboTsl C JOKYMEHTaMHU

3.2. Conepxanne y4e6HOii NIPAKTHKHA

HaumenoBanue pa3iesioB (TemM)

Buab1 patdor

KoJunuecTBo 4acoB

Opranun3anus padoTel ¢ JOKYMEHTAMH B
aBTOMATH3HPOBAHHBIX CHCTEMAX

CTPYKTYpbI OpraHU3alluu.

OpTraHM3aIiH.

1. 3y4eHue cTpyKTypbl OpraHU3aLUU — MECTa POXOKACHUS
NPaKTUKH (Jlajiee — OpraHU3alliu) C LEeJIbI0 COCTaBICHUS CXEMBbI

2. O3HaKOMJICHHE C IPABOBBIMH (YUPEIUTETEHBIMH ), JIOKATbHBIMA
HOPMAaTUBHBIMHU aKTaMH U PaCHOPAIUTEIbHBIMU JOKYMEHTAMU

3. O3HaKOMJICHHE C BHJIAMH JJOKYMEHTOB OpraHH3aIlHH.
O3HaKOMJIEHHE C COCTABOM U OCOOCHHOCTSIMU IOKYyMEHTOB
OpraHu3aluy, peryaupyroIux TpYAOBble OTHOLICHUS
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(opraHM3allMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTBI, JOKYMEHTHI 110
JMYHOMY COCTaBY, TPYIOBOH JOTOBOp, JOTOBOP O MaTepUabHON
OTBETCTBEHHOCTH U T.II.).

4. N3yyenune HCTpyKIIUH 110 J€JIOIPOU3BOJICTBY OpraHU3aLUU.
W3ydyeHne npakTUKU JOKYMEHTHUPOBAHUS B OPraHU3ALNH.
3HaKOMCTBO OCHOBHBIMHU BHJIaMH OJIAHKOB B OPT'aHU3AIUH, C
IPaBUJIAMHU COCTABIICHUS POEKTOB U OPOPMIICHUS JOKYMEHTOB,
HOPSAKOM COTVIACOBAHUS U MOANUCAHUS/ YTBEPKAECHUS TOKYMEHTOB
B OpraHU3alHH.

5. 3HaKOMCTBO C JOKYMEHTO0O0POTOM Oopranu3auuu. M3yuenue
nopsiika paboThl ¢ BXOISAIUMHU, UCXOAALUIMMU U BHYTPEHHUMHU
JOKYMEHTaMH, CXeM UX JBM)KEHUS M TEXHOJIOTHH 00pPaOOTKH.
Cpoxu UCTIOIHEHUS JOKYMEHTOB.

6. O3HaKOMJICHHE C IPOTPAMMHBIMH CPEICTBAMHU y4€Ta, XpaHECHUS,
00paboTKH 1 OKMCKa JOKYMEHTOB, UCIIOJIb3YEMBIMH B OPTaHU3alUH.
N3yueHne ocHOB U crienupuKu paboThl C JOKYMEHTAIHEH B
CUCTEMe DIIEKTPOHHOTO IoKyMeHTooOopoTa (CO/]) opranuzamuu.
Hcnonb3oBanue B paboTe ri00alIbHBIX U JOKAJIbHBIX CeTel s
NOJYy4YEeHHUs U XpaHeHUs nH(popMalu, ooMeHa HHpopMaruei.

7. BpimoaHeHue NpocThIX TPUEMOB IEPBUYHON 00pabOTKH
BXOJIALINX JIOKYMEHTOB (IIpOBEpKa MPaBUILHOCTH JIOCTABKH,
L[EJIOCTHOCTHU YMaKOBKH, BCKPBITHE YIaKOBKHU, IPOBEPKA
LEJIOCTHOCTH BJIOKEHUSI, YHUUTOKEHHE KOHBEPTOB, ITAKETOB).

8. 3HaKOMCTBO C CUCTEMOM YHU(DUIIMPOBAHHBIX (OPM ITEPBUUHOM
Y4ETHOM TOKyMEHTALlUN OpraHU3aI|H.

dopMa KOHTPOJIS

3ayer C OLICHKOM

HToro:
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4. YCJIOBHUA OPTAHU3AIIMM U TPOBEJIEHUS YYEEHOM MPAKTUKA

4.1.Tpe6oBanusi K MUHHMAILHOMY MATEPHATLHO-TEXHHYECKOMY 00eCIeYeHHn 0

Peanu3anuss mporpamMmbl y4yeOHOW NpPaKkTUKH TpeOyeT Hamuuue JabopaTopuu
«YueOHas KaHLEIAPUSI.

VYueOHasi KaHIIEeTAPUS:

TpU pabouux MecTa COTpyAHUKOB KaHmemspuu, [IK- 3 mT., mpunaTep — 2 mr., TenedoH,
METATMYCCKUM TKad UIsl XpaHEHUS JOKYMEHTOB — 2 IIT., OTKPBITBIA CTEIIaX s XPaHCHUS
JOKYMEHTOB — 2 WIT., Kad — 2 mrt., TyM0a — 3 MmT., CIUIUTCUCTEMA, TEMAaTUYECKUE TIIaKaThl, 00pa3Ibl
OJIaHKOB JOKYMEHTOB.

4.2. WndopmanuonHoe odecnevenne 00yueHns

Ilepeuennb pexoMeHayeMbIX y4eOHBbIX U31aHnii, UHTepHeT-pecypcoB, 10MOJTHUTEIbHOM
JIUTEPATYPbI

M/IK.01.01 Opranuszanusi J0KyMeHT0000pPOTA U JIOKYMEHTHPOBaHNUe YIIPABJIEHYECKOI
AeATeJIbHOCTH

OcCHOBHBIE HCTOYHUKHU:

1.  Jloxymenranuonnoe obecnieuenue ynpasinenus. CocraBieHue u oGpopMIEHHE AEI0BbIX
IoKyMeHTOB : yueOHoe mocobue ans CIIO / cocraBurenu E. WM. bammakoBa. — CapaToB, Mocksa :
[IpodobpazoBanue, Al ITu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — Tekcr :

SNEKTPOHHBIH // DIeKTpoHHBI pecypc uudpoBoii obpazoBatenbHoit cpensl  CIIO
PROFob6pazosanue : [caiiT]. — URL:

2. Kysnenosa, M. B. Benenue KoH(UIEHIMAIBHOTO JENONPOM3BOJACTBA : YUEOHUK IS
CIIO / W. B. Ky3nenosa, I'. A. Xauarpsin. — 2-e u3n. — Capatos : [Ipodobpazosanue, 2024. — 168
c. — ISBN 978-5-4488-1024-4.

— Texker : 21eKTpOHHBIN // DIeKTpoHHBIH pecypc LU(pPOBOM 00pa3zoBaTenbHON cpelibl
CIIO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/137662

3. Kysnenosa, M. B. JIokyMeHTalMOHHOE OO€CIIeUeHNe yIpaBlIeHus : ydeOHoe 1ocobue
s CITO / U. B. Ky3nernona, I'. A. Xagarpsia. — 3-¢ uzn. — Capartos : [IpodobOpaszoBanue, 2024, —
168 c. — ISBN 978-5-4488-1051-0.

— TekcT : 3MeKTpOHHBIA // DAEKTPOHHBIM pecypc HUGPOBOM 00pa30BaTEIbHOU CpEbI
CITO PROFob6pazoBanwue : [caiit]. — URL: https://profspo.ru/books/135470

4.  3aiiuesa, E. B. [lenonpou3BoACTBO U JOKyMEHTOOOOPOT B CHCTEME TOCYAAPCTBEHHOTO
Y MYHUIMIAIBHOTO yrnpasiieHus : yueoHoe nocodue nns CIIO / E. B. 3aiinesa, H. B. 'onuapoBa. —
3-e m3a. — Capatos : [IpodobpaszoBanue, 2024. — 176 ¢. — ISBN 978-5-4488-1122-7. — Tekcr :
ANEKTPOHHBIN // DIeKTpOHHBIN pecypc nuppoBoit oopazosatenbHoil cpeasl CI1IO PROFo6pasoBanue :
[caiiT]. — URL.: https://profspo.ru/books/139528

JlonmosiHUTeIbHAS JIMTEpPaTypa

1. Kysnemora, W. B. KouduneHumnanpHOe ETONPOU3BOJACTBO W 3alMINCHHBIN
AJIEKTPOHHBIA JOKYMEHTOOOOpOT : ydeObHoe mocobue s OakamaBpoB / WM. B. Kysnemona, I'. A.
XauarpstH. — Mocksa : At [1Tu Ap Menua, 2020. — 192 c.

—ISBN 978-5-4497-0588-4. — TekcT : 3MEeKTPOHHBIN // DNEKTPOHHBIA pecypc HU(POBOIi
obpazosatensHOl cpeabl CITO PROFo6pasosanue : [caiit]. — URL.: https://profspo.ru/books/97083

2. Anexceesa, T. B. JlokyMeHTallMOHHOE obOecreueHue ynpasiaeHus : yuebuux / T. B.
AnexceeBa, O. A. CtpaxoB. — MockBsa : YauBepcurer «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-

4257-0402-3. — TekcT : 31eKTpOHHBIN // DNEKTPOHHBINA pecypc IudpoBOil 00pa30BaTEILHON CPEIbI
CIIO PROFobpazoBanue : [caiit]. — URL: https://profspo.ru/books/101344
3. ApacnanoBa, B. A. JIoKyMEHTAallMOHHOE OOECIE€UYEeHHE YIpPaBIEHHA : y4eOHO-

MpaKTUIeCKOoe ocobue B cxemax, Tabmunax, oopasnax / B. A. Apacnanosa.

—  3-¢ m3a. — Cypryt : Cypryrckuii ToCyJapCTBEHHBIN MEeIarorniyeCKii YHUBEPCUTET,
2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekct : 31eKTpOHHBIN // DIIEKTPOHHBINA pecypc


https://profspo.ru/books/137662
https://profspo.ru/books/139528

nudposoit  obpazoBarensHoit  cpenpl CIIO  PROFo6pazoBanme : [caiit]. —  URL:
https://profspo.ru/books/94291

M/K.01.02 Un¢popManHOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTHH B 1eJ10IIPOU3BO/ACTBE
OcHoBHas TuTEepaTypa

1. serkosa, A. B. Unpopmarrka 1 MHOOPMALMOHHBIE TEXHOJIOTHH : y4eOHOE MOCOOUe
st CITO / A. B. ILlBetkoBa. — Caparos : Hayuynas kaura, 2019. —
190 c. — ISBN 978-5-9758-1891-1. — TekcT : AJIEKTPOHHBIN // DICKTPOHHBIA pecypc

nudpoBoii  obpazoBarensHOlt  cpenpl CIIO  PROFo6pazoBanme : [caiit]. —  URL:
https://profspo.ru/books/87074
2. Konmoroposa, C. M. Mudopmatuka M uHPOPMALUMOHHBIE TeXHOJNOrMH. Microsoft

Office Access : mpaktukyMm st CI1O / C. M. KonmmoropoBa. — Mocksa : Aii [Iu Ap Menua, 2024. —
95 c. — ISBN 978-5-4497-2816-6. —

TekcT : 2JeKTpOHHBIN // DneKTpoHHBIN pecypc nudpoBoit oOpazosarensHOU cpeasl CITO
PROFo6pa3osanue : [caiit]. — URL.: https://profspo.ru/books/138379

3. Kiouko, U. A. ViHpopMalIMOHHBIE TEXHOIOTMH B IPO(ECCUOHATLHON NeATENbHOCTH :
yuebnuk a1 CITO / U. A. Knouko. — 3-e m3n. — CaparoB, Mocksa : [IpodoOpasoBanue, Aii [Tu Ap
Menua, 2024. — 292 ¢. — ISBN 978-5-4488-1928-5, 978-5-4497-2804-3. — TekcT : 2JI€KTPOHHBIH //
DnexTpoHHBIH pecypc nudpoBoii odbpazosatenbHoit cpenpl CITIO PROFo6pa3osanume : [caiir]. — URL:
https://profspo.ru/books/138127

JlonmoJIHNTeIbHAS JIUTEPATYPa

1. Bemam, B. 0. Mu(OpPMalMOHHO-KOMMYHHKALMOHHBIE TEXHOJIOTHH : y4eOHO-
Meroandeckoe mocodoue mia CIIO / B. FO. bemam, A. A. CangaeBa. — CapatoB, MockBa :
[MpodobpazoBanne, At [Tu Ap Menma, 2021. — 72 ¢. — ISBN 978-5-4488-1363-4, 978-5-4497-
1401-5. — Tekcrt : 37€eKTpOHHBIH //

DNeKTpOHHBIN pecypc 1udpoBoit oopazosarenbHoi cpeasl CIIO PROFoOpaszoBanue : [caiT].
— URL.: https://profspo.ru/books/111182

2. Kocumenko, H. C. WHpOpMAlUOHHBIE TEXHONOTMH B NpoecCHOHATLHOIM
nesitenbHOCTH @ yuyeObHoe mocobue misi CIIO / H. C. Kocunenko, U. I'. ®puzen. — CaparoB :
ITpodobpazoBanue, 2023. — 268 c. — ISBN 978-5- 4488-1575-1. — TekcT : 37eKTPOHHBIN //
DnexTpoHHBIN pecypc unudposoii oopazosatenbHoil cpeast CIIO PROFo6pasosanue : [caiit]. — URL:
https://profspo.ru/books/131404

4.3. OOmme TpeGOBaHMS K OPraHA3ANMH Y4eOHOl NPAKTHKH

OO0s3aTenbHBIM YCIOBUEM JIONyCKa K y4eOHOM MpakTHKe B paMKax MpoecCHOHAIbHOrO
moayna [IM.01 «JlokyMeHTHpOBaHUE YIPaBICHUYECKON AeATeIbHOCTH M OpraHu3anus paboThl ¢
JOKYMEHTaMu» SIBIIIETCS OCBOEHUE TEOPETUUECKUX " MIPAKTUYECKUX 3HAaHUU 1o
MEXIUCHUIUIMHAPHOMY  KYypCy

«JloKyMEeHTHpOBaHUE  YIPABICHUECKOW JEATENPHOCTH M  OpraHu3anus paboTel ¢
JOKYMEHTaMU».

4.4. Kanposoe ofecneuenne 06pazoBaTebHOI0 Npouecca

TpeboBanue K KBamu(UKALMH IIE€JArOTHYECKHX KaJpoB, OOECIECUHMBAIONIMX PEATH3aIUIO
HporpaMMbl yueOHON IPAaKTUKM — HAJIM4YME BBICHIETO0 OOPa30BaHMsS, COOTBETCTBYIOMIETO MPO(UIIO
npodecCHOHaTBHOTO MOIYJS «J/JOKYMEHTHpPOBAaHUE YIPABICHYECKOM NESITEINBHOCTH M OpraHU3alus
paboThl C JOKyMEHTAMU» M OIIBITA MPAKTHYECKOH JEATENBHOCTH 110 COOTBETCTBYIOLIEH IPOdeccHn.
PyKoBOJCTBO MPaKTUKOW OCYIIECTBISIOT MPENOJaBATENIN MEX UCIUTLTHHAPHBIX KYPCOB.
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5. OHEHOYHbBIA MATEPUAJI ITPOXOXKJIEHUS IPAKTUKA

®dopMoii OTYETHOCTH CTyHIEHTA MO Y4EeOHOW MPaKTHKE SIBISETCS IMHUCHMEHHBIA OTYET O
BBITOJIHEHUH PAa0OT M MPUIOKEHUH K OTYETY, CBHICTEIBCTBYIOUIMX O 3aKPEIJICHUH 3HAHUM,
YMEHUil, TPUOOPETCHUH MPAKTHYECKOTO ONbITa, (OPMHUPOBAHUH OOIIMX M MPO(ECcCCHOHATBHBIX
KOMIIETCHIIM, OCBOCHHH TPO(ECCHOHATBHOTO MOIYJIS.

[To pe3ynbraTaM 3aIlIMTHI CTYJAEHTAMHU OTYETOB BBICTABISIETCS TU((EpEeHIIUPOBAHHBIN
3a4eT Mo y4yeOHOM MpaKTHKe.

Pe3yabTaThl
(ocBOEHHBIE
npodgeccuoHan
bHbIE
KOMIIETE€HIIMH)

OcHOBHbIE IOKA3aTeJIN OLEHKH pe3yJibTaTa

DopMbI U
MeTO/ABI
KOHTPOJIA U
OLICHKH

IIK 1.1.

[Tony4yenue u nepBu4Has 00paboTKa U perucTparys
IIOCTYIAOIIEW KOPPECTIOHACHIIMM B TOM YHUCJIE C
UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

Oruenka
MPaKTUYECKOU
pabotel. OnieHKa
yueOHOi
MPAKTHKH.

IIK 1.2.

Hepenaqa JOKYMCHTOB Ha NUCIIOJHCHHUE B IIOAPA3ACIICHUSA C
Y4Y€TOM PE30JIIOLUN pYKOBO,HHTGHeﬁ OpraHusanmuu

Ouenka
MPaKTUYECKOU
pabotel. OnieHKa
yueOHOi
MPaKTHKH.

IIK 1.3.

OCYIJ_IeCTBJ'IeHI/IC KOHTPOJIS UCIIOJIHCHUS JOKYMCHTOB B
opraHu3alnu, B TOM YUCJIC C UCITIOJIB30BaAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

Onenka
IIPAKTUYECKON
pabotsl. OreHka
yueOHO
NPaKTUKH.

[IK 1.4.

Benenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3aLUU U
CIPaBOYHO-
MH(POPMALIMOHHYIO paboTy 110 HUM.

Onenka
MPAKTHYECKOU
paboTHI.
OrueHku B
nporecce peleHus
CHUTYaIMOHHBIX
3ajad.
Onenka yueOHOM
MIPAKTUKH.

[IK 1.5.

OcymiecTBieHue mpoiecca

00paboTKH, PETUCTPALIUU B OTIIPABKH UCXOASIIEH
JIOKYMEHTAIlMU aJipecaTtaM, B TOM YHCIIE C
UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

Ornenka
[IPAKTUYECKOU
paboTHL
Onenku B
MPOLIECCE PELICHUS
CUTYaIllMOHHBIX
3ajad.
Onenka yaeOHOM
MPaKTHKH.
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1K 1.6.

CocraBnenue 1 0ohopMIICHHE CTY)KEOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMI COBPEMEHHBIX HOPMATHUBHBIX
MIPAaBOBBIX aKTOB.

Onenka
MPaKTUYECKON
pabotel. OnieHka
y4eOHOM
MPAKTUKH.

@opMBl U METOABl KOHTPOJS M OLIEHKH PEe3ylIbTaTOB OOYYEHUS MOJKHBI MO3BOJISITH
MIPOBEPSATH Y 00y4aroUMxcs He TONbKO C(HOPMUPOBAHHOCTH MPOGECCHOHATBHBIX KOMITETECHITHH,
HO U pa3BUTHE OONIMX KOMIIETCHIIMK M 00€CTICUNBAIOIINX UX YMEHHH.

PesyabTarsl
(ocBoeHHbBIE
oomme
KOMIIETE€HIIMH)

OcHOBHbIE TOKA3aTEIH OLIEHKH pe3yjabTaTra

®opmbl 1
METOABI
KOHTPOJIA U
OLICHKH

OK 01

Br160p cioco6oB penieHus 3aaa4 npodeccuoHaIbHON
JEeSATSIILHOCTH IPUMECHHUTEIHHO
K Pa3JIMYHBIM KOHTEKCTaM

Ouenka
MPAKTUYECKOUN
paboThI.
O1eHKH B
MIPOIIECCE PEIICHUS
CUTYaIlMOHHBIX
3a7ad4.
Onenka yueOHOM
MIPAKTHKH.

OK 02

Hcnons3oBanue COBPCMCHHBIX CPEACTB ITIOUCKA, aHAJIN3a

U MHTepIpeTanny nHpopMauu, 1 UHGOpMalMoHHbIE

TCXHOJIOTHMH AJIA BBIITOJIHCHHA 3a1a4 HpO(l)eCCI/IOHaJ'ILHOI‘/JI

ACATCIIBHOCTH

Onenka
[IPaKTUYECKOU
paboThI.
Onenku B
IPOLIECCE PELICHUS
CUTYaI[MOHHBIX
3azad.
Onenka yueOHOH
MIPAKTUKH.

OK 03

[TnanupoBaHue U peanuzaius COOCTBEHHOTO
po(ecCHOHATEHOTO | JIMYHOCTHOTO Pa3BHUTHS,
MpeNPUHIMATETHCKON 1eATeThHOCTH B
npodeccuoHabHOU cdhepe, UCIIOTH30BaHNE 3HAHUSI 110
MPaBOBOM U (PMHAHCOBOM TPAMOTHOCTH B Pa3IHMUHBIX
JKN3HCHHBIX CUTYyallUAX

Onenka
MPAKTHYECKOU
paboThI.
OLEeHKH B
IIPOLIECCE PELICHUS
CHTYaI[MOHHBIX
3ajay.
Onenka yueOHOH
MIPAKTHKH.

OK 04

DddexTuBHOE B3auMoeiicTBHE U pabOTaTh B
KOJUICKTHBE M KOMaH/Ie

Ornenka
IIPaKTUYECKOU
paboTHI.
Onenku B
npoliecce peleHus
CUTYaIIMOHHBIX
3ajad.
Onenka yueOHOMH
IPAKTHKH.
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OK 05

OcyniecTBiIeHUE YCTHOM U TUCbMEHHOW KOMMYHHUKAIIMU
Ha rocy1apcTBEHHOM s3bIke Poccuiickoi denepannu ¢
y4eTOM 0COOEHHOCTEH COLMAIbHOIO U KYJIbTYPHOTO
KOHTEKCTa

Ornenka
MPaKTHYECKOU
paboTEI.
OLICHKH B
MPOILIECCE PEIICHUS
CUTYaITMOHHBIX
3a7ad4.
OneHka yaeOHOM
MIPAKTHUKH.

OK 09

Hcnonb3oBanue npodeccHoOHATBHON JOKYMEHTAIIUU Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX

OrneHka
MPaKTHYECKOU
paboThI.
O1eHKH B
MIPOIIECCE PEIICHUS
CUTYaIlMOHHBIX
3aj7ad4.
Onenka yueOHO
MIPAKTHKH.

ABTOp(BbI)-cOCTABUTEJIN: TIPENOJIaBaTeNb Kadeapsl MpodeccrnoHalbHbIX JUCIHUITIUH
Maromenramkuena A.I'., mpenonasarens kadeapsl npodeccuoHaNbHBIX TUcHUMIUIMH ["amuioBa A.U.
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