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1. IACHOPT IPOIT'PAMMBI YYEEHOM NPAKTUKH

1.1. O6aacTs npuMeHenus NPOrPaMMBbI

[IpakTryeckas moaroToBka - (opma opraHuzamuu 00pa30BaTEIBLHOW NEATEILHOCTH IPH
OCBOCHUHU 00Pa30BATEIBHOW MPOTPAMMEI B YCIIOBUSX BBIMOJHECHUS OOYUYAIOIUMUCS OIPEICICHHBIX
BUJIOB paboOT, CBS3aHHBIX C Oyaymield mpodecCHOHATBHON MeATENhbHOCTHI0O W HANpPaBICHHBIX Ha
dbopMUpOBaHHE, 3aKPEIUICHHE, PAa3BUTHE NPAKTHUYECKUX HABBIKOB M KOMIIETEHIUH TO MPOdUITIo

COOTBETCTBYIOLIEH 00pa30BaTEIbHOI IPOrPAMMBI.

O6paSOBaTeJIBHaH JACATCIIBHOCTh B (bopMe HpaKTquCKOﬁ IIOATOTOBKH pPEaIM30BaHa Kak

KOMILIEKC Y4eOHOW 1 Mpon3BoACTBEeHHOM npakTuku B coctaBe OITOIT CIIO.

[Iporpamma yueOHoit npaktuku siBisiercs yacTbio [IITIKPC B coorBerctBun ¢ ®I'OC CIIO mo
npodeccun 46.01.03 Jlenmonpou3BOAUTENIh B YaCTH OCBOCHHUS OCHOBHOTO BHJIAa MPO(ECCHOHATLHOM
nesitenbHOCTH (BIT): lokyMeHTHpOBaHME YIIPABICHYECKOHN JIEATSIBHOCTH U OPraHHU3aIus paboThI C

JIOKYMEHTaMH M COOTBETCTBYIOLIUX MpodeccroHabHbIX kKomneTeHuui (I1K):

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

Bl 1 JIOKyMEHTHUPOBAHHE YIPABICHUYECKONU NIEATEILHOCTH U OpraHu3anus paldoThl ¢
JOKyMEHTaMHU

MK 1.1. | OcyuecTBiaTh NnpueM, NEPBUYHYIO OOpaOOTKY M PErMCTPAlMIO MOCTYIAIOLIECH
KOPPECIIOH/IEHIIMM B TOM YHUCJIE C MCIIOJb30BaHHMEM AaBTOMAaTHU3MPOBAHHBIX
CHCTEM.

MK 1.2. | IlepenaBaTh JOKYMEHTHI Ha UCIIOJHEHHE B MMOAPA3ACICHUS C YIETOM PE3O0TIOLNU
PYKOBOJIUTENEH OpraHu3aLuy.

MK 1.3. | OcymecTBiATh KOHTPOJIb UCIIOIHEHUS TOKYMEHTOB B OpraHU3allii, B TOM YHCIIe
C HUCITI0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.

IIK 1.4. | Bectu 6a3bl 1aHHBIX JTOKYMEHTOB OpraHU3alluU U CIPABOYHO-UH(POPMALIMOHHYIO
paboTy Mo HUM.

MK 1.5. | OcymecTBasaTe 00paboTKy, pErHCTPALIMIO U OTIPABKY UCXOSIIEH JOKyMEHTAIUH
ajzipecaram, B TOM YHCJIE C UCTIOIb30BAHUEM
aBTOMATH3MPOBAHHBIX CUCTEM.

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

1.2.

1enbi0 (hOPMUPOBAHUS Y OOYUAIONTUXCS YMEHUH U MPUOOPETEHUS TTEPBOHAYAIBHOTO 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.

—  IlpenBapurtenbHOE 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 opopmieHne cayKeOHbIX JOKYMEHTOB.




yMeThb:

—  IlpoBepsTh NpaBUIBHOCTb JOCTABKU KOPPECIIOHCHIIUH; IPAaBUIIBHOCTh M LIEJIOCTHOCTD
BJIOKEHUS.

—  OueHuBath coiepKaHue MOCTYNUBLIMX JOKYMEHTOB C LIEJIbI0 X PACIpeIelICHHS.

—  Tlonp3oBaTbcsi aBTOMATU3MPOBAHHBIMU CHCTEMAMHU y4eTa, PETUCTpAIMH NpU padboTe ¢
JIOKyMEHTaMU OpraHU3alUHU.

—  Omnpenenars MapuIpyT ABUKEHUS] KOHKPETHOTO IOKyMEHTA U I0BOAUTH JOKYMEHTHI 110
UCIIOJIHUTEJIEH B ONpEICIICHHbIE CPOKU

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

—  Bectu yuer npoxoaeHus TOKyMEHTAIbHBIX MaTEPUAIIOB.

—  IlocraHoBKa 10KyMEHTa Ha KOHTPOJIb.

—  OcyiecTBIsATh IPOMEXYTOUHBIM KOHTPOJIb U KOHTPOJIb IIPH HACTYIJIEHUH J1aThl UCIIOJTHEHMUS.

- WNupopMupoBath pyKOBOAUTENS 00 UCIIOTHEHUU.

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

O0600maTe 1 aHATU3UPOBATh PE3YJIBTATHl KOHTPOJS 3a MCIIOJHEHHUEM JOKYMEHTOB.

— Ilosp30BaTbCsd aBTOMATU3UPOBAHHBIMU CHCTEMAMM Y4€Ta, PETUCTpalud, KOHTPOJIA H
MH(POPMALIMOHHO-CIIPABOYHBIMU CUCTEMaMHU IIpU paboTe C JOKYMEHTaMU OpraHU3alHH.

—  Tlonb3oBarbcs 0a3aMu 1aHHBIX, B TOM YHCIIE YAAIEHHO.

—  Becrtu yder 10KyMEHTOB OpraHM3alyy.

— OcyuecTBisATh CHPaBOYHO-MH(POPMALMOHHYIO PAa0OTy C MCIOJIb30BaHMEM 0a3 J1aHHBIX
JIOKYMEHTOB.

— Ilosp30BaTbCsd aBTOMAaTU3MPOBAHHBIMU CHCTEMAaMM y4€Ta, pErucTpalud, KOHTPOIA H
MH(OPMaLIMOHHO-CIIPAaBOYHBIMU CUCTEMaMU IIpU paboTe ¢ JOKYMEHTaMHU OpraHU3aliH.

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

— ITpoBepsATh MpaBUIBHOCTH O(POPMIIEHHS U KOMIUIEKTHOCTb UCXOISAIINX JTOKYMEHTOB.

— CopTtupoBaTh JOKYMEHTHl IO cCIOco0aM JOCTaBKH, IpPH HEOOXOIMMOCTH, YIIaKOBBIBATh
JIOKYMEHTBI U OIIPaBJIATS.

— Ilonp3oBaTbcss aBTOMATU3MPOBAHHBIMU CHCTEMaMM Yy4yeTa, PEerucTpauud, HHGPOPMalMOHHO-
CIIPaBOYHBIMU CUCTEMAMH IIPH padoOTe C TOKYMEHTaMU OpraHU3aLlUu.

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

— IIpaBunbHO pacnonaraTs 1 0GOPMIISTh PEKBU3UTHI Ha JINCTE TPU COCTABICHUH JIOKYMEHTA.

— IlpumensaTs coBpemeHHbIE WH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH ISl paboTHI C
JIOKYMEHTaMH, B TOM YHCJI€ JUIs €€ ONTUMHU3ALUH U TOBBIIEHUS 3()(HEKTUBHOCTH

—  IIpumeHATH IpaBUiIa PyCCKOTO SA3bIKA.

3HATh:

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

- CrpyKkTypa opraHu3anyu, pyKOBOJICTBO CTPYKTYPHBIX IOAPA3IEICHHM.

- CoBpemeHHbIE HH(DOPMAIIMOHHBIE 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 OpraHM3alUu paboThl ¢ JTOKyMEHTaMHU

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.

- TpeGoBanwsi, MPeABSABIsEMbIC K JOKYMEHTaM B COOTBETCTBUHU C HOPMATHBHBIMH IMPABOBBIMU
aKTaMH U TOCYJIapPCTBEHHBIMU CTaHIApTAMH.

- IIpaBwita cocraBienus U ohopmieHUsT HTHGOPMAITMOHHO-CIIPABOYHBIX, OpTraHU3AIIMOHHBIX,
YIPABJICHUYECKUX TOKYMEHTOB.

1.3. KoauuecTBo uacos (HeJeb) HA y4eOHYI0 IPAKTHKY:

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



2. INIAHUPYEMBIE PE3YJbTATHI YYEBHOM INPAKTUKH
PesynbpTaTom y4eOHOM MPAKTHKH SBISETCS OBJIAJIcHUE 00YYaIOIUMUCS BHIOM MTPO(HEeCcCHOHATBLHOM
JEeSTENIbHOCTH «JlOKyMEHTHpOBaHUE YIPABIEHYECKOW NEATEIbHOCTH U OpraHu3anus paboThl C
JOKyMeHTaMu», B ToM uucie npodeccnonanbubivu (I1K) u o6mmmvu (OK) koMneTeHIHsIMHE:

Kon HanMeHoBaHHe 001X KOMITETEHIIN I

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

OK 02. Hcnonb30BaTh COBPEMEHHBIE CpEJACTBAa MOMCKA, aHAIM3a U HHTEpPIpETaluu

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

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

OK 04. | DddexTuBHO B3aMMOJICHCTBOBATh U pabOTaTh B KOJJICKTUBE M KOMaH/Ie

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

OK 06.

OK 07.

OK 08.

OK 009. [Tonb30BaTbes TPOGhecCHOHANBPHOM MOKYMEHTAlMell Ha TOCYyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX

B 1 JlokyMeHTUpOBaHUE YNPABICHYECKON NEATEIbHOCTH W OpraHu3amus padoThl C
JIOKYMEHTaMHU

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

MK 1.2. | [lepenaBarh JOKYMEHTHI Ha HCHIOJHEHUE B MOJPA3/IEIICHUS C YIETOM PE3OIOINU
PYKOBOJIUTEIIEN OPTaHN3aALHH.

MK 1.3. | OcymecTBisiTh KOHTPOJIb UCTIOTHEHUS IOKYMEHTOB B OpPTaHU3alliH, B TOM YHCIIC
C UCTIOJIH30BAHNEM aBTOMATHU3NPOBAHHBIX CHCTEM.

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

MK 1.5. | OcymecTBasTh 00pabOTKY, pETUCTPALIUIO U OTIPABKY UCXOJAIIEH JOKYMEHTAIIUH
azpecaram, B TOM YHCJIE C HCIOIb30BAHIEM

ABTOMATH3MPOBAHHBIX CHCTEM.

MK 1.6. | OcymecTBisATh coOCTaBIeHUE U OPOPMIICHHE CTYKEOHBIX 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 YIpPaBICHYECKON 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

JeSITEIbHOCTH U
opraHu3aiys paboTsl C JOKYMEHTaMHU

3.2. Conepxanne y4e6HOii NIPAKTHKHA

HaumenoBanue pa3iesioB (TemM)

Buab1 patdor

KoJunuecTBo 4acoB

Opranun3anus padoTel ¢ JOKYMEHTAMH B
aBTOMATH3HPOBAHHBIX CHCTEMAX

CTPYKTYpbI OpraHHU3alllu.

OpTraHM3aIiH.

1. 3y4yeHue cTpyKTypbl OpraHU3aLUU — MECTa POXOKACHUS
NPaKTUKH (Jlajiee — OpraHU3alliu) C LEeNbI0 COCTaBICHUS CXEMBbI

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

3. O3HaKOMJICHHE C BHJIAMH JJOKYMEHTOB OpraHH3aIlHH.
O3HaKOMJIEHHE C COCTABOM U OCOOCHHOCTSIMU JIOKyMEHTOB
OpraHu3aluy, peryaupyroIux TpYAOBble OTHOILICHUS
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(opranM3alMOHHO-PACIIOPAIUTEIbHBIE JOKYMEHTBI, JOKYMEHTHI 110
JMYHOMY COCTaBY, TPYIOBOH JOrOBOp, TOTOBOP O MaTepUabHON
OTBETCTBEHHOCTH U T.II.).

4. Nzyyenune HCTpyKIIUH 110 J€JIOIPOU3BOJICTBY OpraHU3aLUU.
W3ydyeHne npakTUKU JOKYMEHTHUPOBAHUS B OPraHU3ALNH.
3HAaKOMCTBO OCHOBHBIMHU BHJIaMH OJIAHKOB B OPTaHU3AIUH, C
IPaBUJIAMHU COCTABIICHUS POEKTOB U OPOPMIICHUS JOKYMEHTOB,
HOPSAKOM COTITIACOBAHUS U TOJANUCAHUS/ YTBEPKAEHUS TOKYMEHTOB
B OpraHU3alHH.

5. 3HaKOMCTBO C JOKYMEHTO0O0POTOM Oopranusauuu. 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 JOKYMEHTAIMEH B
CUCTEMe DIIEKTPOHHOTO IoKyMeHTooOopoTa (CO/]) opranuzaiuu.
Hcnonb3oBanue B paboTe ri00alIbHBIX U JOKAJIbHBIX CeTel s
NOJYy4YEeHHUs U XpaHeHUs nH(popMalu, ooMeHa HHpopMaruei.

7. BpimoaHeHne NpocThIX TPUEMOB IEPBUYHON 00pabOTKH
BXOJIALINX JIOKYMEHTOB (IIpOBEpKa MPaBUILHOCTHU JIOCTABKH,
LEJIOCTHOCTHU YMaKOBKH, BCKPBITHE YIaKOBKH, IPOBEPKA
LEJIOCTHOCTH BJIOKEHUSI, YHUUTOKEHNE KOHBEPTOB, ITAKETOB).

8. 3HaKOMCTBO C CUCTEMOM YHUDHUIIMPOBAHHBIX (OPM ITEPBUUHOM
Y4ETHOM TOKyMEHTALlUN OpraHU3aL|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

Peanusanuss mporpamMmbl y4yeOHOW NpPaKTUKU TpeOyeT Hamuuue JabopaTopuu
«YueOHas KaHLEIAPUSI.

VYueOHasi KaHIIEeTAPUS:

TpU pabouux MecTa COTpyAHUKOB KaHiemspuu, [IK- 3 mT., mpunatep — 2 mr., TenedoH,
METATUYECKU TKad JUIsl XpaHEeHUS JOKYMEHTOB — 2 IIT., OTKPBITBIA CTEIIaX IS XPaHCHUS
JOKYMEHTOB — 2 WIT., Kkad — 2 mrt., TyM0a — 3 mT., CIUIUTCUCTEMA, TEMAaTUYECKUE TIaKaThl, 00pa3Ibl
OJIaHKOB JOKYMEHTOB.

4.2. WndopmanuonHoe odecnevenne 00yueHns

Ilepeuennb pexoMeHayeMbIX y4eOHBbIX U3iaHnii, UHTepHeT-pecypcoB, 10MOJTHUTEIbHOM
JIUTEPATYPbI

M/IK.01.01 Opranuszanusi J0KyMeHT0000pPOTA U JIOKYMEHTHPOBaHNUe YIIPABJIEHYECKOI
AeATeJIbHOCTH

OcHOBHBIC HCTOYHHKH:

1.  Jloxymenranuonnoe obecneuenue ynpasinenus. CocraBieHue u oGpopMIeHHE JIEI0BbIX
noKyMeHTOB : yueOHoe mocobue ans CIIO / cocraBurenu E. WM. bammakoBa. — CapaTtoB, Mocksa :
[IpodobpazoBanue, Al ITu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TekcrT :

JNEKTPOHHBIH // DIeKkTpoHHBI pecypc uudpoBoii obpazoBatenbHol cpensl  CIIO
PROFob6pazoBanue : [caiiT]. — URL:

2. Kysnenosa, M. B. Benenue KoH(UIEHIMAIBHOTO JENONPOM3BOJACTBA : YUEOHHK IS
CIIO / W. B. Ky3nenoBa, I'. A. XauarpsiH. — 2-¢ uzn. — Caparos : [IpodobOpazoBanue, 2024. — 168
c. — ISBN 978-5-4488-1024-4.

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

3. Kysnenosa, M. B. JIokyMeHTalMOHHOE OOECIIEUEHNE yIPABIEHHUs : ydeOHoe Tocobue
s CITO / U. B. Ky3nernona, I'. A. Xagarpssa. — 3-¢ uzn. — Capartos : [IpodobOpaszoBanue, 2024, —
168 c. — ISBN 978-5-4488-1051-0.

— TekcT : 3neKTpOoHHBINA // DIEKTPOHHBIN pecypc UdPOBOl 00pa3oBaTENbHON Cpeabl
CITO PROFob6pazoBanwue : [caiit]. — URL: https://profspo.ru/books/135470

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

JlonmosiHUTeIbHAS JIUTEpPaTypa

1. Kysnemora, W. B. KouduneHumuanpHOe EIONPOU3BOJACTBO W 3alIMIICHHBIN
AJIEKTPOHHBIA JOKYMEHTOOOOpOT : ydeObHoe mocobue misi OakamaBpoB / M. B. Kysnemona, I'. A.
XauarpstH. — Mocksa : At [Tu Ap Meaua, 2020. — 192 c.

—ISBN 978-5-4497-0588-4. — TekcT : 31€KTPOHHBIN // DNEKTPOHHBINA pecypc nudpoBoit
obpazosatensHOi cpeabl CITO PROFo6pasosanue : [caiit]. — URL.: https://profspo.ru/books/97083

2. Anexceesa, T. B. JlokyMeHTalMOHHOE ObOecreueHye yrpapieHus : ydebuux / T. B.
Anexceesa, O. A. CtpaxoB. — MockBa : YauBepcurer «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-
4257-0402-3. — TekcT : 31IeKTpOHHBIN // DNEKTPOHHBINA pecypc IudpoBOil 00pa30BaTEILHON CPEIbl
CIIO PROFobpazoBanue : [caiit]. — URL: https://profspo.ru/books/101344

3. ApacnanoBa, B. A. JIoKyMeHTalMOHHOe oOecIleYeHHe YIPaBlIeHHUs : y4eOHO-
MpaKTUIeCKoe ocobne B cxemax, Tabmunax, oopasnax / B. A. Apacnanosa.

—  3-¢ m3a. — Cypryt : Cypryrckuii rocyJapCTBEHHBIN TEIarorunuecKuii YHUBEPCUTET,
2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekct : 31meKTpOHHBIN // DIEKTPOHHBIN 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. Unpopmatrka 1 MHGOPMALMOHHBIE TEXHOJIOTHH : y4eOHOE MOCoOre
st CITO / A. B. LlBetkoBa. — Caparos : Hayuynas kaura, 2019. —
190 c. — ISBN 978-5-9758-1891-1. — TekcT : JIEKTPOHHBIN // DICKTPOHHBIA pecypc

nudpoBoii  obpazoBarensHOolt  cpenpl CIIO  PROFo6pazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/87074
2. Konmoroposa, C. M. HMudopmatuka u uHPOPMALUMOHHBIE TeXHONOrMHM. Microsoft

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

TekcT : 3JeKTPOHHBIN // DIeKTpOHHBIN pecypc nudposoii obpazoBarenbHoON cpeasl CIIO
PROFo6pa3osanue : [caiit]. — URL.: https://profspo.ru/books/138379

3. Kiouko, U. A. iHpopMalMOHHBIE TEXHOIOTMH B IPO(YECCUOHATBLHON eATENbHOCTH
yuebnuk a1 CITO / U. A. Knouko. — 3-e m3n. — CaparoB, Mocksa : [IpodoOpazoBanue, Aii [Tu Ap
Menua, 2024. — 292 ¢. — ISBN 978-5-4488-1928-5, 978-5-4497-2804-3. — TekcT : 2JIEKTPOHHBIH //
DneKTpoHHBIH pecypc nudpoBoii oopazosarenbHoit cpeapl CITIO PROFo6pa3zosanwme : [caiit]. — URL:
https://profspo.ru/books/138127

JlonoJIHNTeIbHAS JIUTEPATYPa

1. Bemam, B. 0. Hu}OpPMauMOHHO-KOMMYHHKALMOHHBIE TEXHOJIOTHH : y4eOHO-
Meroandeckoe mocooue mia CIIO / B. FO. bemam, A. A. CanmaeBa. — CapatoB, MockBa :
[TpodobpazoBanne, At [Tu Ap Menma, 2021. — 72 ¢. — ISBN 978-5-4488-1363-4, 978-5-4497-
1401-5. — Tekcrt : 37eKTpOHHBIH //

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

2. Kocumenko, H. C. WHpOpMAlUOHHBIE TEXHONOTMH B HNpoecCHOHATLHOI
nesitebHOCTH @ yueOHoe mocobue misi CIIO / H. C. Kocunenko, U. I'. ®puzen. — CaparoB :
ITpodpobpazoBanue, 2023. — 268 c. — ISBN 978-5- 4488-1575-1. — TekcT : 37eKTPOHHBIN //
DneKkTpoHHBIN pecypce nudpoBoi oopazosarenbHoi cpenbl CIIO PROFoOpa3oBanue : [caiit]. — URL:
https://profspo.ru/books/131404

4.3. OOmme TpeGOBaHMS K OPraHA3ANMH Y4eOHOl NPAKTHKH

OO0s3aTenbHBIM YCIIOBHEM JIONTyCKa K y4eOHOW IMpakTHKe B paMKax Npo(hecCHOHAIbHOTO
moayna [IM.01 «JlokyMmMeHTHpOBaHME YIIPABICHUECKON [EATEIbHOCTH M OpraHu3anus paboThl ¢
JOKYMEHTaMu» SBIIIETCS OCBOEHUE TEOPETUUECKUX " MIPAKTUYECKUX 3HAaHUU 1o
MEXIUCHUIUIMHAPHOMY  KYypCy

«JloKyMEHTHpOBaHUE  YIPABICHUECKOW JIEATENbHOCTH M  OpraHu3amus paboThl ¢
JOKYMEHTaMU».

4.4. Kanposoe ofecneuenne 06pazoBaTebHOI0 Npouecca

TpeboBanue K KBamu(UKALMH IIE€JArOTHYECKHX KaJpoB, OOECIECUHMBAIONIMX PEATH3aIUIO
HporpaMMbl yueOHON NPAaKTUKH — HAJIM4YME BBICHIErO0 OOPa30BaHMsS, COOTBETCTBYIOMIETO IPO(GHUIIO
npodecCHOHATBHOTO MOIYNS «/OKYMEHTHpPOBaHHE YIPABICHYECKOW NESITEIFHOCTH W OpPraHH3aIMs
paboThl C JOKyMEHTAMH» M OIBITA IIPAKTHYECKOH NEATEILHOCTH MO COOTBETCTBYIOLIEH Mpodeccuu.
PyKoBOJCTBO MPaKTUKOW OCYIIECTBISIOT MPENOaBaATEIN MEKIUCIUILTMHAPHBIX KYPCOB.
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5. OHIEHOYHBIA MATEPHAJI ITPOXOXKJIEHUSA TPAKTUKH

@®opMmoli OTYETHOCTH CTYZAEHTA MO Y4EOHOW NMpaKTHKE SBISETCS MHCBMEHHBIH OTYET O
BBITTOJIHEHUH PAa0OT M MPUIOKEHUH K OTYETY, CBHIETEIBCTBYIOUIMX O 3aKPEIJICHUH 3HAHUM,
YMEHHH, TPUOOPETEHNH MPAKTUYECKOTO OIBITa, (POPMUPOBAHUN OOIIMX M MPOQECCHOHATBHBIX
KOMIIETEHIMH, 0CBOCHUH POPECCUOHATHHOTO MOAYJIS.

[To pesynbraTaM 3alIMTBl CTYAEHTAMH OTYETOB BBICTaBIsIETCS UG (HEpEHINPOBAHHBIHA
3aueT 10 y4yeOHOM IPaKTHKE.

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
UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

Oruenka
MPaKTUYECKOU
pabotel. OnieHKa
yueOHOi
MPAKTHKH.

IIK 1.2.

Hepenaqa JOKYMCHTOB Ha NUCIIOJHCHHUE B IIOAPA3ACIICHUSA C
Y4Y€TOM PE30JIIOLUN pYKOBO,Z[HTeJIeﬁ OpraHu3anuu

Ouenka
MPaKTUYECKOU
pabotel. OnieHKa
yueOHOi
MPaKTHKH.

IIK 1.3.

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

Onenka
IIPAKTUYECKON
pabotsl. OreHka
yueOHO
NPaKTUKH.

[IK 1.4.

Benenune 6a3bl JaHHBIX JOKYMEHTOB OPraHU3aLUU U
CIPaBOYHO-
MH(POPMALIMOHHYIO paboTy 110 HUM.

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

[IK 1.5.

OcymiecTBiieHUE TIpoliecca

00pabOTKH, pETUCTPALIUU B OTIIPABKH UCXOASIIEH
JIOKYMEHTAIMH aJipecaTaM, B TOM YHCIIE C
MCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

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

CocraBnenue u 0o(hopMIICHHE CTYKEOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMI COBPEMEHHBIX HOPMATHUBHBIX
MIPAaBOBBIX aKTOB.

Onenka
MPaKTUYECKON
pabotel. OnieHka
y4eOHOM
MPAKTUKH.

@opMBl U METOAbl KOHTPOJIS M OLIEHKH PEe3ylbTaTOB OOYYEHMS JOJKHBI TO3BOJISTH
MIPOBEPSATH Y 00yUaroUMXcs HE TOJNBKO C(hOPMUPOBAHHOCTH MPOQPECCHOHAIBHBIX KOMIETCHIIHIH,
HO U pa3BUTHE OOIIMX KOMIIETCHIIMH M 00ECIIEUNBAIOIINX UX YMEHHM.

PesyabTarsl
(ocBoeHHbBIE
oomme
KOMIIETE€HIIMH)

OcHOBHbIE TOKA3aTEIH OLIEHKH pe3yjabTaTra

®opmbl 1
METOABI
KOHTPOJIA U
OLICHKH

OK 01

Br160p cioco6oB penieHus 3aaa4 npodeccuoHaIbHON
JEeATSIIbHOCTH IPUMEHHUTEIHHO
K Pa3JIMYHBIM KOHTEKCTaM

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

OK 02

Hcnons3oBanue COBPCMCHHBIX CPEACTB ITIOUCKA, aHAJIN3a

U UHTepIpeTanuy nHpopMaluu, 1 HHGopMaloHHbIE

TCXHOJIOTHMH AJIA BBIITOJITHCHHA 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 Pa3BHUTHSA,
MpeANPUHIMATETBCKOMN IeATENTHbHOCTH B
npodeccuoHabHOU cdhepe, UCIIOTH30BaHNE 3HAHUSI 110
MPaBOBOM U (PMHAHCOBOM TPAMOTHOCTH B PA3TMUHBIX
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
CUTYaITMOHHBIX
3ajad.
Onenka yueOHOMH
IPAKTHKH.

14




OK 05

OcyniecTBiIeHUE YCTHOM U TUCbMEHHOW KOMMYHHUKAIIMU
Ha rocy1apcTBEHHOM s3bIke Poccuiickoii denepannu ¢
y4eTOM O0COOEHHOCTEH COLMAIBLHOrO 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(bI)-cOCTABUTEJIN: TIPENOIaBaTeNb Kadeapsl MpodeccrnoHalbHbIX JUCIUITIIUH
Maromenramkuena A.I'., npenogasarens kadeapsl npodeccHoHalbHBIX TUcHMIUIMH ['amunoBa A.U.
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