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1. TACHOPT IPOTPAMMBI YYEBHOH MPAKTUKH

1.1. Oo6macTs npuMeHeHHs IPOrPAMMbI

[IpakTnueckass moAroToBka - (opMa oOpraHuszali 00pa3oBaTENbHON AEATEIBHOCTH MpU
OCBOCHHMH 00pPa30BaTENbHON MPOTPaMMBbI B YCIOBHUSAX BBIIMOJIHEHHUS OOYYAIONIMMUCS ONpPEICTICHHBIX
BUZOB pPabOT, CBA3aHHBIX ¢ Oyaymield NpoQecCHOHATbHON NeATENbHOCTHI0 M HANpaBICHHBIX Ha
¢dopmupoBaHUe, 3aKpEIUICHHWE, pPa3BUTHE IPAKTUYECKHX HABBIKOB M KOMIETEHUUI MO mpoduiro

COOTBETCTBYIOIIEH 00pa30BaTENIbHOM IPOrPaMMBI.

O6paSOBaTeJIBHaH JACATCIIBHOCTh B (bopMe HpaKTquCKOﬁ IMOATOTOBKH pPEaIM30BaHa Kak

KOMILIEKC Y4eOHOU 1 Tpou3BOACTBEHHOM npakTuku B coctase OITOIT CIIO.

[Iporpamma yuebnol npaktuku sBisiercst yacthbio [IIIKPC B coorBercTBHmM ¢ ®I'OC CIIO no
npodeccun 46.01.03 Jlenonpou3BOaUTENh B YaCTH OCBOSHHS OCHOBHOI'O BHAAa MpPOo(ecCHOHAIbLHOM
nesitenbHocTH (BIT/L): JlokyMeHTHpOBaHKE YIIPaBIEHYECKOW JESTEIbHOCTH U OpraHu3anus paboThl ¢

JIOKYMEHTaMHU U COOTBETCTBYIOLIUX MpodeccruoHanbHbIX komneTeHui (I1K):

Kon HanvenoBaHue BU/I0B 1eATEIbHOCTH 1 MPO(ecCHOHATBHBIX KOMIIETeH U

BA 1 JIOKyMEHTHpOBaHNE YIPABICHYECKON AEATEIBHOCTH M OpraHu3aius padoThI C
JTOKYMEHTaMHU

MK 1.1. | OcymecTBisaTe NpueM, HEPBHUHYI0 00paOOTKY M PETHCTPALMIO ITOCTYHAIOMICH
KOPPECTIOH/ICHIIMM B TOM YHCIIE C HCIIOJB30BAaHHEM aBTOMATHU3MPOBAHHBIX
CHCTEM.

K 1.2. | IlepenaBaTh JOKyMEHTHI Ha UCIIOJIHEHHUE B MOAPA3ACICHUS C YIETOM PE3OIIOINU
PYKOBOAMTEINIEH OPraHU3ALNH.

MK 1.3. | OcymecTBiATh KOHTPOJIb UCIIOIHEHUS TOKYMEHTOB B OpraHU3aliy, B TOM YHCIIe
C UCMOJIb30BAHNEM AaBTOMATHU3UPOBAHHBIX CHCTEM.

K 1.4. | Bectu 0a3bl JaHHBIX JIOKYMEHTOB OpraHM3allli U CIPAaBOYHO-UH(POPMAILIMOHHYIO
paboTy Mo HUM.

IIK 1.5. | OcymecTBasITh 00pabOTKy, PETHCTPAIIMIO U OTIIPABKY UCXOASAIICH JOKYMEHTAIIH
azpecaTam, B TOM YHCJI€ C UCIIOJIb30BAaHHEM
aBTOMAaTH3UPOBAHHBIX CUCTEM.

IIK 1.6. | OcymecTBiATh cocTaBieHUE U 0(OPMIIEHUE CITY>KEOHBIX TOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMATUBHBIX ITPABOBBIX aKTOB.

1.2.

1enbio (hOPMUPOBAHUS Y O0YUAIONTUXCS YMEHUN U MPUOOPETEHUS TTEPBOHAYATBHOTO MPAKTHIECKOTO

He.]'ll/l H 3aJa4uu y‘leﬁHOﬁ NMPAaKTUKHA — Tpeﬁonamm K pe3yjqibTaTaM 0CBOCHHUSA C

OTIBITA B XOJI€ MPOXOKIACHUS yUeOHON MPaKTUKH

JOJIDKCH:

Biaagerp HaBbIKAMU:

- [Tpuem u nepBuyHast 00paboTKa BXOASAIINUX TOKYMEHTOB.

- [IpenBapuTenbHOE paCCMOTPEHUE M COPTUPOBKA JIOKYMEHTOB Ha PETHCTPUPYEMBIC U

HEPETUCTPUPYEMBIE

- IToaroroBka BXOISIIUX AOKYMCHTOB UId paCCMOTPCHUS PYKOBOJUTCIICM. _PCFI/ICTpaI_II/IH
BXOOAIIUX JOKYMCHTOB.

- OpraHmauHs{ AOCTAaBKH JOKYMCHTOB HCIIOJTHUTCIISIM.

- KOHTpOHL HCIIOJIHCHUS TOKYMECHTOB B OpraHru3alniu.

- Benenne 6a3bl TaHHBIX JOKYMEHTOB OpPraHU3alINN.

—  Beznenue unpopManoHHO-CIIPABOYHOI PaOOTEHI.

—  OO6paboTka, perucTpaius 1 OTIpaBKa HCXOIAIINX JOKYMEHTOB
—  Cocrasnenue u opopmieHne ciIyKeOHBIX JOKYMEHTOB.




yMeThb:
[TpoBepsTh NPaBUILHOCTH JOCTABKU KOPPECTIOHICHIINY; IPABUIBHOCTh U IIEJIOCTHOCTh
BJIOKEHUS.
OneHuBaTh coiepKaHue MOCTYIHUBIIMX JOKYMEHTOB C LEJIbIO X PaclpelesICHHS.
[Tonp30BaThcs aBTOMATU3MPOBAHHBIMUA CHCTEMAaMU Yy4eTa, PErUCTpalli Ipu padboTe ¢
JIOKYMEHTaMU OpraHU3aliH.
OnpenensaTe MaplIpyT ABUKEHHSI KOHKPETHOIO JOKYMEHTA U IOBOAUTH JTIOKYMEHTHI 10
UCIIOJIHUTEJIEH B ONpEICIICHHBIE CPOKU
PabotaThb co Bcell COBOKYNHOCTBIO MH(OPMALMOHHO-TOKYMEHTALlMOHHBIX PECYPCOB
OpraHu3aluH.
BecTu yuet npoxoxaeHus 10KyMEHTaIbHbIX MaT€PUAJIOB.
[TocTaHOBKa TOKyMEHTa Ha KOHTPOJIb.
Ocy1ecTBISTh IPOMEKYTOUHBIN KOHTPOJIb U KOHTPOJIb IIPU HACTYIIJICHUH JAThl HCIIOJIHEHUS.
WNupopmupoBath pyKoBOAUTENS 00 UCIIOTHEHUU.
CHSTb JOKYMEHT € KOHTPOJISL M HAIIPABUTh UCIIOJIHEHHBIN IOKYMEHT B JIENO.
O0600maTh U aHATU3UPOBATH PE3YJILTATHl KOHTPOJIS 32 WCIOJHEHHUEM JIOKYMEHTOB.
[lonb30BaTbcs aBTOMATHU3UPOBAHHBIMU CUCTEMAMM YYeTa, PErUCTpallM, KOHTpPOJd H
UH(POPMALIMOHHO-CIIPABOYHBIMU CUCTEMaMHU IIpHU paboTe C JOKYMEHTaMU OpraHU3aliH.
ITonp3oBaTbes 6a3aMu JaHHBIX, B TOM YHUCIIE YAAIEHHO.
BecTu yueT 10KyMEHTOB OpraHU3aLuy.
OcymiecTBiIATh  CIIPaBOYHO-MH(POPMALIMOHHYIO paboOTy € MCIIOJIb30BaHMEM 0a3 JaHHbBIX
JIOKYMEHTOB.
[Tonb30BaTbcs aBTOMATHU3UPOBAHHBIMM CHUCTEMaMU  y4€Ta, PETUCTPALUU, KOHTPOJIS H
MH(OPMaLlMOHHO-CIIPAaBOYHBIMU CHCTEMaMU IpU paboTe ¢ JOKYMEHTaMHU OpTraHu3alllu.
[TprMeHsTh MpaBuiIa PyCCKOTo SI3bIKa IPU MTPOBEPKE JOKYMEHTOB MEpe OTIPABKOM.
[TpoBepsATh MpaBUIBHOCTH OPOPMIICHHS U KOMIUIEKTHOCTb UCXOJIAIIMX JOKYMEHTOB.
CoprtupoBaTh JOKYMEHTHl IO cHoco0aM JOCTaBKH, INpPH HEOOXOAMMOCTH, YIaKOBHIBATh
JIOKYMEHTBI U OTIPaBIIATh.
[Tonp30BaThcs aBTOMATU3MPOBAHHBIMU CHCTEMaMM Y4eTa, PerucTpauud, HHGPOPMAlMOHHO-
CIIPaBOYHBIMU CUCTEMAMH IIPHU padOTe C TOKyMEHTaMU OpraHU3aLIUH.
[TpyMeHsITh yCTaHOBIEHHBIN COCTaB PEKBU3UTOB B 3aBUCHMOCTH OT BH/1a JOKYMEHTA.
[IpaBmiibHO pacrnionaratb U 0QPOPMIISITh PEKBU3UTHI Ha JIUCTE NMPHU COCTABICHUU JJOKYMEHTA.
[TpuMeHsTh cOBpeMeHHbIE MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH JJs paboThI C
JIOKYMEHTaMH, B TOM 4YMCJIe JUIs €€ ONTUMU3ALUHN U OBBILEHUS 3()(HEeKTUBHOCTH
[IpuMeHsTH IpaBUIa PyCCKOTO S3bIKA.
3HATB:
HopmatuBHbIE IIpaBOBBIE AKTBl M HOPMAaTMBHO-METOAMUYECKHE JIOKYMEHTHI,
OIpeIeNAIOIINE OPAJOK JOKYMEHTALMOHHOTO 00ECIEUeHH sl yIIpaBICHUS.
CtpyKTypa opraHu3aiuu, pyKoBOJICTBO CTPYKTYPHBIX HOJpa3IeICHH.
CoBpemeHHbIe HH()OPMAIIMOHHBIE TEXHOJIOTUN PaOdOThI C TOKYMEHTAMHU.
[Topsimok paboTHI C MOCTYNAIOIIMMH JOKYMEHTaMHU.
[Topsiiok paGoThI ¢ TOKYMEHTaMHU NpU Mepeiade UX Ha HUCIOJIHEHUE B MOApa3/IeNeHHs.
[TpaBuiia opranu3ayy ¥ GOpMbI KOHTPOJISL HCTIOTHEHUS TOKYMEHTOB B OpraHU3aIHH.
THUNOBBIE CPOKU UCIIOJIHEHUS TOKYMEHTOB.
[TpunIUIBl pabOTHI CO CPOKOBON KApTOTEKOI.
Ha3naueHue 1 TEXHOJIOTUS TEKYILETo U MPeyNpeAUTEIbHOTO KOHTPOJIS.
[TpaBuna cocTaBiieHUs] aHATUTUYECKHUX CIPABOK [0 OpraHM3aldu paboThl ¢ JTOKYMEHTaMH
Y KOHTPOJIIO UCTIOJTHEHUS IOKYMEHTOB.



- [TpaBwita co3ganwst v BefieHUs 0a3 JaHHBIX CITY>KEOHBIX JOKYMEHTOB B OPTaHU3AIIHH.

- CHCTEMBI JIEKTPOHHOTO JIOKYMEHTO000POTA.

- [IpaBuna v CPOKHU OTIPABKU UCXOISIINX JOKYMEHTOB

- Buapl 10KyMEeHTOB, X Ha3HAUCHUE.

- TpeOoBanws, MPeABSBIsAEMbIC K JOKYMEHTaM B COOTBETCTBUU C HOPMATHBHBIMH IMPABOBBIMU
aKTaMH M TOCYJIapCTBEHHBIMU CTaHAapTaMH.

- IIpaBwiia cocraBieHus U oopmiieHUsT THHOPMAITMOHHO-CIIPABOYHBIX, OPTaHU3AI[MOHHBIX,
YIIPaBICHYECKUX JOKYMEHTOB.

1.3. KosingecTBo 4acos (Hee/b) Ha y4eOHYI0 IPAKTHKY:

Bcero — 72 yaca (2 Hexenu) Bo 2 cCeMeCTpe.



2. INIAHUPYEMBIE PE3YJIbTATHI YYEFHOM ITPAKTHKHA
Pe3ynbraToM yueOHOW MPAKTUKH SBISETCS OBJIAJCHHE 00YyYalONIMMHUCS BHIOM MPO(HECCHOHAIEHON
JESTEIIbHOCTH «J[OKyMEHTHpOBaHHE YIPABICHYCCKOW MEATEILHOCTH M OpraHu3anus padoThI C
JIOKyMEHTaMu», B ToM uncie npodeccuonanbubiMu (I1K) u o6mumu (OK) koMrieTeHIusIMu:

Kon HanMeHoBaHHe 001X KOMITIETEHITUIA

OK 01. | BeiOupats crioco0bl petienus 3afad npodeccuoHaNIbHOM e TeTbHOCTH
MIPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM

OK 02. | lcnonb3oBaTh COBPEMEHHBIE CpEACTBA IIOMCKA, aHajIUM3a M HHTEpPIIPETalUU

uH(pOpMaIy, 1 HTHOOPMATMOHHBIE TEXHOJIOTUY JUTS BBIIOJIHEHHS 33124
po(heCCHOHAITLHOM e TEIbHOCTH

OK 03. | [lmanupoBaTh U peaar30BbIBaTh COOCTBEHHOE MPOPECCHOHATBHOE U INYHOCTHOE
pa3BUTHE, MPEAPUHUMATEIBCKYIO JCSITEIBHOCTh B MPO(MECCHOHAIBLHOW cdepe,
UCTIOJIF30BaTh 3HAHUS 10 NMPAaBOBOW M (DMHAHCOBOW IPaMOTHOCTH B PA3JIUYHBIX
YKM3HCHHBIX CHUTYAIUAX

OK 04. | DddexTBHO B3aMMOIEHCTBOBATh U pabOTaTh B KOJIJIEKTUBE M KOMaH e

OK 05. | OcymiecTBiATh YCTHYIO M NMHCBMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM
a3bike Poccuiickoit @enepanyu ¢ y4eToM OCOOEHHOCTEHW COLMAIbHOTO U
KYJIbTYpPHOI'O KOHTEKCTa

OK 09. | Ilonp3oBaTbesi Ipo(eCCHOHATBHOW JOKYMEHTalMell Ha TroCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

Bl 1 JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEIbHOCTH M OpraHu3amus padoThl C
JIOKYMEHTaMu

IIK 1.1. | OcyuiecTBasTh HpUeM, NMEPBUYHYI0 00pPaOOTKY M PErMCTPAIMIO MMOCTYMAOIICH
KOPPECTIOHJIEHIIMM B TOM YHCJIE€ C HCHOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
CHCTEM.

MK 1.2. | [lepenaBarh JOKYMEHTbI Ha HCHIOJHEHUE B MOJPA3/IEIIEHUS C YUETOM PE30IIOINN
PYKOBOJIUTENEH OpraHu3alum.

MK 1.3. | OcyuecTBasITh KOHTPOJIb UCIIOJHEHUS TOKYMEHTOB B OpraHU3alluH, B TOM YHCIIe
C UCTOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

K 1.4. | Bectu 6a3bl 1aHHBIX JOKYMEHTOB OPraHU3aLUHU U CIIPABOYHO-UH(POPMALTIOHHYIO
paboTy MO HUM.

IIK 1.5. | OcymiectBisTh 00pabOTKY, PETHCTPALIUIO U OTIPABKY UCXOJISIICH JOKYMEHTAIIH
azipecaTtaM, B TOM YHCJIE C UCIIOJIb30BaHUEM

aBTOMATH3UPOBAHHBIX CUCTEM.

MK 1.6. | OcymecTBisATh cocTaBIeHUE U OPOPMIICHHE CITYKEOHBIX JTOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMAaTHUBHBIX ITPABOBBIX aKTOB.




3. CTPYKTYPA Y COIEPKAHUE YYEFHOU NPAKTUKH

3.1. TemaTnueckuii nyIan y4e0HOH NPAKTHKH

Koasb! popmupyembix HaumenoBaHue npog)ecCHOHAIBLHOTO MOTYJIS O0bem BpemeHH, Cpoxn
KOMIIeTeH Mt OTBOJIUMBIii HA NpoBeIeHUsI
NPaKTUKY (4ac. /
Hejl.)
[IM.01 noxymeHTHpOBaHHE YIPABIECHYECKOU 7212 2 ceMecTp

OK 01, OK 02, OK 03, OK 04, OK 05,
OK09,B/J 1, TIK 1.1, TIK 1.2, TIK 1.3,
IIK 1.4, IIK1.5, TIK 1.6

JeSITEIbHOCTH U
opraHu3aius paboTsl C JOKYMEHTaMHU

3.2. Conepxanue yuedHOii IPaAKTHKH

HaumenoBanue pa3iesioB (TemM)

Buasbi pador

KoJumnuecTBo 4acoB

Opranun3anus padoThl ¢ JOKYMEHTAMH B
aBTOMATH3HMPOBAHHBIX CHCTEMAX

CTPYKTYpPBI OpraHH3alllu.

OpTraHM3aIiH.

1. 3y4yeHue CTpyKTypbl OpraHU3alUuU — MECTa POXOKACHUS
NPaKTUKH (Jlajiee — OpraHr3aliu) C HEJIbI0 COCTABICHUS CXEMBI

2. O3HaKOMJICHHE C IPABOBBIMH (YUPEIUTEIEHBIMH ), IOKATbHBIMA
HOPMAaTUBHBIMHU aKTaMH U PaCHOPAIUTEIbHBIMU JOKYMEHTAMHU

3. O3HaKOMJICHHE C BHJIAMH JJOKYMEHTOB OpTraHU3aIlHH.
O3HaKOMJIEHHE C COCTABOM U OCOOCHHOCTSIMU JIOKYyMEHTOB
OpraHu3aluy, peryJupyroIux TPYA0BbIe OTHOLICHUS
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(opraHM3alMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI, JOKYMEHTHI 110
JMYHOMY COCTaBY, TPYA0BOH JOrOBOp, TOTOBOP O MaTepUaIbHON
OTBETCTBEHHOCTH H T.]I.).

4. Nzyuyenune HCTpyKIIMU 110 J€IONPOU3BOCTBY OpraHU3alUu.
N3y4eHne npakTUKU JOKYMEHTUPOBAHUS B OPTaHU3ALINH.
3HAaKOMCTBO OCHOBHBIMHU BHJIaMH OJIAHKOB B OPTaHU3AIUH, C
IPaBUJIAMHU COCTABJIEHUS POEKTOB U OPOPMIICHUS JOKYMEHTOB,
HOPSAKOM COTJIACOBAHUS U MOANHUCAHUS/YTBEPKACHUS TOKYMEHTOB
B OpraHU3alHH.

5. 3HaKOMCTBO C JOKYMEHTOOO0POTOM Oopranu3auuu. M3yuenue
nopsiika paboThl ¢ BXOISIUMU, UCXOAALUIMMU U BHYTPEHHUMHU
JIOKYMEHTaMH, CX€M UX JBUKEHUS U TEXHOJIOIMU 00pabOTKH.
Cpoxu UCTIOIHEHUS JOKYMEHTOB.

6. O3HaKOMJICHHE C IPOTPAMMHBIMH CPEICTBAMHU yUu€Ta, XpaHESHUS,
00paboTKH 1 OKMCKa JOKYMEHTOB, HCIOJIb3YEMbIMH B OPTaHU3alUH.
N3yuenne ocHOB U crienu(puKu paboThl C JOKYMEHTAIe! B
CUCTEMe DIIEKTPOHHOTO IoOKyMeHToo0opoTa (CD/]) opranu3zaiuu.
Hcnonb3oBanue B paboTe IiI00abHBIX U JTOKAIbHBIX CeTel JUIs
NOJy4YeHUS U XpaHeHUs nH(popMalu, ooMeHa HHpopmMaruei.

7. BpinmosHeHHe MPOCThIX TPUEMOB IEPBUUHON 00pabOTKH
BXOJIALINX JIOKYMEHTOB (TpOBEpKa MPaBUILHOCTHU JIOCTABKH,
LEJIOCTHOCTHU YTaKOBKH, BCKPBITHE YIAaKOBKH, IIPOBEPKA
LEJIOCTHOCTH BJIOKEHUSI, YHUYTOKEHUE KOHBEPTOB, ITAKETOB).

8. 3HaKOMCTBO C CUCTEMON YHU(DUITMPOBAHHBIX (POPM IEPBUUHOM
y4€THON TOKyMEHTAIIUK OPTaHU3AIIH.

MdopMa KOHTPOJIA

3ayer c OLIeHKO

Hroro:
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4. YCJIOBUSA OPTAHU3AIIMUA U ITPOBEJEHUS YYEBFHOU MTPAKTUKHA

4.1.TpeboBanusi K MUHIMAJILHOMY MAaTePHAILHO-TEXHHYECKOMY 00ecIe4eHHI0
Peanu3anuss mporpamMmbl yuyeOHOM MNpPakTUKH TpeOyeT Hauuuue JabopaTopuu
«YuebHas KaHUEIAPHSD.

VYueOHast KaHIIETSIPHSL:

Tpu paboumx MecTta COTpyIHUKOB Kanuemspuu, [IK- 3 mr., mpunrep — 2 mr., Tenedow,
METAIMYEeCKU 1mKad [UIsl XpaHEeHUS JOKYMEHTOB — 2 IIT., OTKPBITHINA CTEIJIaX AN XpaHEHUS
JOKYMEHTOB — 2 IT., mKkad — 2 mrT., TymM0a — 3 MT., CIUDIATCHCTEMA, TEMAaTHUECKUE TJIaKaThI, 00pa3Ibl
0JIaHKOB JJOKYMEHTOB.

4.2. Undopmanuonnoe odecnedenue o0yueHus

Ilepeuennb pekoMeHIyeMbIX YU4eOHBIX H31anunii, UHTepHeT-pecypcoB, T0MOJHUTETbHOI
JINTEPATYPbI

M/IK.01.01 Opranu3anusi J0KyMeHT0000pOTAa U TIOKYMEHTHPOBAHNE YIIPABJIEHYECKOI
NeATETbHOCTH

OcHOBHBIE HCTOYHUKU:

1.  Jloxymenramuonnoe obecniedenue ynpasienus. CocraBienue u oQpOpMIEHHE TETOBBIX
NoKyMeHTOB : yuebHoe nmocooue ais CIIO / cocraButenu E. WM. bammakoBa. — CapaTtoB, Mocksa :
[IpodobpazoBanue, Aii [Tu Ap Meama, 2021. — 144 c¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TexkcrT :

QJIGKTPOHHBIA // DIEKTpOHHBIM pecypc uudpoBoli obpaszoBatenbHOl cpensr  CITO
PROFoGpazoBanue : [caiiT]. — URL:

2. Kysuenosa, 1. B. Benenne koH(UIEHIMATLHOTO JEJIONPOU3BOJACTBA : y4eOHUK IS
CIIO / W. B. Ky3nemnosa, I'. A. Xauatpsin. — 2-e u3a. — Capatos : [Ipodobpa3oBanue, 2024. — 168
c. — ISBN 978-5-4488-1024-4.

— TekcT : 37eKTpoHHBIN // DIeKTpOHHBIM pecypc 1uppoBoi 00pa3zoBaTEeNbHON Cpeibl
CIIO PROFob6GpazoBanue : [caiit]. — URL: https://profspo.ru/books/137662

3. Kysuenosa, Y. B. JIokyMeHTaIlMOHHOE OOECIIeUeHNe yIpaBIeHus : yueOHoe 1ocobue
s CITIO / U. B. Ky3nenosa, I'. A. Xauatpssn. — 3-e uzn. — Caparos : [IpodoOpa3zoBanue, 2024. —
168 c. — ISBN 978-5-4488-1051-0.

— TekcT : 37eKTpoHHBIN // DNeKTpOHHBIM pecypc 1uppoBoi 00pa3zoBaTENbHON Cpeibl
CITIO PROFobpaszoanue : [caiit]. — URL.: https://profspo.ru/books/135470

4.  3aiiuesa, E. B. Jleonpou3BoACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYIAPCTBEHHOTO
U MyHMLIMNAIBHOTO YyIpaBieHus : yuebHoe nocodue mig CIIO / E. B. 3aiinesa, H. B. 'onuapoBa. —
3-¢ m3a. — Capatos : [IpodobpazoBanme, 2024. — 176 ¢. — ISBN 978-5-4488-1122-7. — Tekcr :
AJIEKTPOHHBIN // DAEKTPOHHBIN pecypc 1udpoBoit odpazoBatensHo cpeasl CIIO PROFobpasoBanue :
[caiiT]. — URL.: https://profspo.ru/books/139528

JlonmosiHuTEIbHAS JIUTEPATYypa

1. Kysnenora, W. B. KoudunenumnanpHoe ENIONPOU3BOJACTBO W  3alMIICHHBIN
AJIEKTPOHHBINA JTOKYMEHTOOO0OpOT : ydeOHoe mocobue ans Oakamaspo / M. B. Kysnenoma, I'. A.
XadatpsiH. — Mocksa : A [Tu Ap Menua, 2020. — 192 c.

—ISBN 978-5-4497-0588-4. — TekcT : 31€KTPOHHBIN // DNEKTPOHHBINA pecypc nudpoBoit
obpazoBatensHol cpeabl CIIO PROFo6pazoBanue : [caiit]. — URL: https://profspo.ru/books/97083

2. Anexceesa, T. B. JlokyMeHTalMOHHOE obecreueHue ynpasineHus : yuebnuk / T. B.
AnexkceeBa, O. A. CtpaxoB. — Mocksa : YauBepcuret «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-
4257-0402-3. — TekcrT : 3MeKTPOHHBIHN // DNEKTPOHHBIN pecypc uppoBoi 00pa30BaTeNIbHON CPeabl
CIIO PROFob6pazoBanue : [caiit]. — URL: https://profspo.ru/books/101344

3. Apacnanosa, B. A. JIoKyMeHTAalMOHHOEe OOeCIleYeHHe YIpaBieHUs : ydeOHO-
MpakTUYecKoe rmocobue B cxemax, Tabimiax, oopasmax / B. A. ApacnaHosa.

—  3-¢ m3a. — Cypryt : CypryTckuii TOCyJapCTBEHHBIN MMEIarornuecKuii YHHBEPCUTET,
2019. — 240 c. — ISBN 978-5-93190-385-9. — TekcT : 31eKTPOHHBINA // DIIEKTPOHHBIN pecypc
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mudpoBoit  obpazoBarenbHOoil  cpeapl  CIIO  PROFo6pazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/94291

M/K.01.02 MudpopMaumoHHO-KOMMYHUKANMOHHbIE TEXHOJIOTHH B 1eJIONPOU3BOACTBE

OcHoBHas quTEpaTypa

1. Iserkosa, A. B. Unpopmatrka 1 MHOOPMALMOHHBIE TEXHOIOTHH : yueOHOe mocodue
s CITO / A. B. IIBetkoBa. — Caparos : Hayunas kaura, 2019. —

190 c. — ISBN 978-5-9758-1891-1. — Tekct : 3JIEKTpOHHBIN // DIEKTPOHHBIM pecypc

muppoBoii  obpazoBarenpHOUM  cpeasl  CIIO  PROFoOpaszoBanme :  [caiit]. —  URL:
https://profspo.ru/books/87074
2. Konmoroposa, C. M. Hudopmatuka u uHPOPMALUMOHHBIE TeXHONOruM. Microsoft

Office Access : mpaktukym ais CITO / C. M. KonmoropoBa. — Mocksa : Aii [Iu Ap Menua, 2024. —
95 c. — ISBN 978-5-4497-2816-6. —

TekCT : 3JeKTPOHHBIA // DNEKTPOHHBIN pecypc mudpoBoit obpazoBarensHOU cpensl CITO
PROFoo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/138379

3. Kiouko, 1. A. NuhopMalMOHHbIE TEXHOJIOTUU B NPO(eCCHOHANBHOMN JeATeIbHOCTH
yuebnuk st CIIO / U. A. Kiouko. — 3-e uzn. — CapatoB, Mockaa : [IpodobpazoBanue, Ait [1u Ap
Menma, 2024. — 292 ¢. — ISBN 978-5-4488-1928-5, 978-5-4497-2804-3. — TekcT : 37CKTPOHHBIH //
DneKTpoHHBIH pecypc uudpoBoii obpazoBatenbHoil cpeast CIIO PROFo6pazosanue : [caiit]. — URL:
https://profspo.ru/books/138127

JlonoJIHUTeIbHAS JINTepaTypa

1. Bemam, B. 0. MH(OpPMalHOHHO-KOMMYHMKALMOHHBIE TEXHOJIOTMH : YueOHO-
metonumdeckoe mocobue mnus CIIO / B. HO. benmam, A. A. CammaeBa. — CaparoB, Mocksa :
[IpodobpazoBanue, At [Ilu Ap Meama, 2021. — 72 c. — ISBN 978-5-4488-1363-4, 978-5-4497-
1401-5. — TekcT : 3meKTpoHHbIH //

DNeKTpPOHHBIN pecypc udpoBoit oodpazoBatenbHol cpensl CIIO PROFoOpa3oBanmue : [caiit].
— URL.: https://profspo.ru/books/111182

2. Kocumenko, H. C. HWHpOpMAlUOHHBIE TEXHONOTMH B HpOeCcCHOHATLHOM
nesrenbHocTH : ydeOHoe mocobue s CIIO / H. C. Kocunenko, U. I'. ®puzen. — Caparos :
[IpodobpazoBanme, 2023. — 268 c. — ISBN 978-5- 4488-1575-1. — Tekcrt : 31eKTPOHHBIN //
DneKTpoHHBIH pecypc uudpoBoii oopazoBatenbHoil cpeast CIIO PROFo6paszoBanue : [caiit]. — URL:
https://profspo.ru/books/131404

4.3. OOmmue TpeGOBaHMS K OPraHU3ANMN Y4eOHOl NPAKTHKH

OO0s3aTeNnbHBIM yCIIOBUEM JOINyCcKa K y4eOHOM MpakThKe B paMKax MpodeccrnoHalbHOTO
monyns TIM.O1 «JlokyMeHTHpOBaHHE YIPABICHUECKOW MAEATENIbHOCTH M OpraHu3anus palboThl ¢
JOKYMEHTaMu» SBJIIETCS OCBOEHUE TEOPETUUYECKUX u MPAKTHYECKUX 3HAHUM 1o
MEXIUCHUIUIMHAPHOMY  KypCy

«JlokymMeHTHpOBaHHE  YNpaBICHUECKOH JEATEJbHOCTH W  OpraHusanus paboTel ¢
JOKYMEHTaMm.

4.4. Kanposoe o6ecneuenne 06pazoBaTeaLHOr0 Mpouecca

TpeboBanue K KBanmu(UKALMKM II€JArOTHYECKUX KaapoB, OOECHEUMBAIOIIMX PeaTH3alUIo
porpaMMbl y4eOHON IPAKTUKM — HAJIMYHME BBICHIETO OOPa30BaHMS, COOTBETCTBYIOLIETO IPO(GUIIO
po(ecCHOHATEHOr0 MOAYNs «JIOKyMEHTHPOBAHHE YIIPaBIEHYECKOH JIEeATEIbHOCTH U OpraHM3aLys
paboTHI ¢ JOKyMEHTAMU» M OIbITA MPAKTHYECKON JIEATENLHOCTU 10 COOTBETCTBYIONIEH MPOQeCcCcuH.
PYKOBO,HCTBO HpaKTHKOﬁ OCYHICCTBJIAIOT MPETIOAABATCIIN MEKANUCIIUIIIMHAPHBIX KYPCOB.
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5. ONEHOYHBIA MATEPHAJI TIPOXOXKJIEHUS IPAKTUKH

®opMoOil OTUETHOCTH CTYACHTA MO Y4eOHOH NMPAKTHKE SBISETCS MUCHMEHHBIA OTYET O
BBINOJIHEHUM PabOT M MNPUIOKEHUI K OTYETY, CBUAETENBCTBYIOIIUX O 3aKpPEIUIEHUH 3HAHUH,
YMEHUH, MPUOOPETEHUH MPAKTUYECKOTO OMbITA, (POPMUPOBAHUU OOLIMX U MPOQEeCcCHOHATHHBIX
KOMIIETEHIMH, OCBOCHUH NPOPECCHOHATBHOIO MOAYJIS.

[To pesymbraTam 3alIMTHI CTYAEHTAMH OTYETOB BBICTABIsIETCS UG (HEpEeHIUPOBAHHBIHA
3a4yeT 1o y4yeOHOH NMpaKTHKe.

PesyabTaTsl
(ocBOeHHbIE
npodgeccuoHan
bHbIE
KOMIIETEHIIMH)

OcHOBHbBIE NOKA3aTEIH OLICHKHU pe3yJibTaTra

DopMbI U
MeTOAbI
KOHTPOJIA U
OLICHKH

IIK 1.1.

[Tonydyenue u nepBuyuHas 006pabOTKa U perucTpanus
HOCTYMAOUIeH KOPPECTIOHIEHIIMU B TOM YUCIIE C
MCII0JIb30BaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

Onenka
MPaKTUYECKON
pabotbl. OrieHKa
yueOHO
TIPAKTHKH.

IIK 1.2.

[lepenaya JOKYMEHTOB Ha HCIIOTHEHUE B MOAPA3/ICICHUS C
Y4ETOM PE30JIIOIUN PYKOBOIUTENIEH OpraHU3aliu

OreHka
MPaKTUYECKON
pa6otbl. OrieHKa
yueOHO
TIPAKTHKH.

IIK 1.3.

Ocy1iecTBiI€HIE KOHTPOJIS UCTIOJIHEHHS TOKYMEHTOB B
OpraHu3aIy, B TOM YUCIIE C UCTIOIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

Ouenka
MPaKTUYECKOU
pabotsl. Onienka
yueOHOit
MPAKTUKH.

[IK 1.4.

Benenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3alu U
CIIPaBOYHO-
MH(OPMaLIMOHHYIO pabOTy MO HUM.

Onenka
MIPaKTUYECKON
paboThL.
Onenku B
MIPOLIECCE PELICHUS
CUTYallMOHHBIX
3aad.
Ouenka yueOHOH
MIPAKTUKH.

[IK 1.5.

OcymecTBieHue mporiecca

00pabOTKH, pETUCTPALIUH U OTIPABKH UCXOISAIIEH
JTOKYMEHTAIIMH aJipecaTaM, B TOM YHCIIE C
MCIIOJIb30BaHNEM aBTOMATH3HPOBAHHBIX CHCTEM.

Onenka
MPaKTHYECKOU
paboTHI.
OLEeHKH B
IIPOLIECCE PELICHUS
CHUTYaITMOHHBIX
3ajad.
Onenka yueOHOM
MIPAKTHUKH.

13




1K 1.6.

CocraBienue u 0popMIIEHHUE CITY>)KEOHBIX TOKYyMEHTOB Ha
OCHOBE TpeOOBaHMI COBPEMEHHBIX HOPMAaTUBHBIX
IIPAaBOBBIX AKTOB.

Ornenka
MIPAKTUYECKOU
pabotsl. OrieHKa
yueOHOI
MIPAKTHKHU.

@opMBl U METOIBI KOHTPOJS M OIEHKH PEe3yJbTaTOB OOYYEHHUS IOJDKHBI HO3BOJISATH
MIPOBEPATH Y 00YYAIONIUXCS HE TOJIBKO CPOPMHUPOBAHHOCTH MPO(HECCHOHATBHBIX KOMIETEHIIHH,
HO ¥ pa3BUTHE OOIMNX KOMIIETEHIMH 1 00ECTIeUNBAIOIINX UX YMEHUH.

Pe3yabTaTsl
(ocBOeHHBIE
o01ue
KOMIIETEHIIMH)

OcHoOBHbIE TOKA3aTeJIN OLeHKH pe3yabTaTa

DopMbI U
MeTO/bI
KOHTPOJIA U
OIlEeHKH

OK 01

Br160p crioco6oB pemeHust 3a1a4 npohecCHOHATbHON
NEATeIbHOCTH IPUMEHHUTEIBEHO
K pa3IMYHbIM KOHTCKCTaM

Onenka
MPAKTHYECKOU
paboTBhI.
OueHku B
MPOLIECCE PELICHUS
CUTYaIIMOHHBIX
3ajay.
Onenka yaeOHOM
MIPAKTHUKH.

OK 02

Hcnonn3oBanme COBPEMCHHBIX CPEACTB IOMUCKA, aHaJIn3a

U MHTEpIIpeTaluu HH(OpMaluy, 1 HH(POPMAIMOHHbIE

TCXHOJIOTHUH AJIA BBIITOJITHCHHA 3a1a4 HpO(l)eCCI/IOHaJ'ILHOI‘/JI

JCATCIIBHOCTH

Onenka
MPAKTHYECKOU
paboTHI.
OrueHku B
npoliecce peteHus
CUTYaIIMOHHBIX
3ajay.
Onenka yueOHOM
MIPAKTHUKH.

OK 03

[InanupoBaHue u peanusanusi COOCTBEHHOIO
po(eCCUOHATIBHOTO U JINYHOCTHOTO PAa3BUTHA,
MPEANPUHUMATEIBCKOMN IESTEIIBHOCTH B
npodeccuoHanbHOH chepe, UCIIONB30BaHNE 3HAHUS 110
MpaBOBOM U (PMHAHCOBOM IPaMOTHOCTHU B Pa3IMUHBIX
JKU3HEHHBIX CUTYaLUsAX

Onenka
MIPaKTUYECKON
paboThI.
Onenku B
IPOLIECCE PELICHUS
CUTYallMOHHBIX
3ajad.
Onenka yueOHOM
IIPAKTUKH.

OK 04

DddexkTuBHOE B3aUMOACHCTBIE U pabOTATh B
KOJIJIEKTUBE U KOMaH e

Onenka
MPaKTHYECKOU
paboThI.
OLEeHKH B
IIPOLIECCE PELIECHUS
CHTYaI[MOHHBIX
3ajad.
Onenka yueOHOM
MIPAKTHUKH.
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OK 05

Ocy1iecTBiieHHE YCTHON Y MUCbMEHHON KOMMYHHKAIIUU
Ha rocyaapcTBeHHOM si3bike Poccuiickoit denepanniu ¢
y4eTOM O0COOEHHOCTEH COIMATBHOTO U KYJIBTYPHOTO
KOHTEKCTa

Ornenka
MPAKTHYECKOU
paboTHI.
OueHku B
MPOLIECCE PELICHUS
CUTYaIIMOHHBIX
3ajay.
Onenka yaeOHOi
MIPAKTUKH.

OK 09

Hcnonb3oBanue npodeccuoHanbHON JOKYMEHTAIIUU Ha
rocyJJapCTBEHHOM M HHOCTPAHHOM SI3bIKaX

OrneHka
MPAKTHYECKOU
paboTHI.
OueHku B
MPOILIECCE PELICHUS
CUTYaIIMOHHBIX
3ajau.
Onenka yaeOHOM
MIPAKTHUKH.

ABTOpP(bI)-COCTABUTEJIN: TIPENOIaBaTENb Kadeapsl MpodeccrnoHaNbHBIX JUCIUILITUH
Maromenramkuesa A.I'., mpenonaBarens kadeapsl mpodeccuoHanbHBIX aucuuiuinH ['amuaosa A.U.
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