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I'BIIOY «YalikoBCKHUIM MHIYCTPUATIbHBINA KOJUICIK)

HporpaMMa MNOATOTOBKH CNICHUATUCTOB CPEAHEI0 3B€HA
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nugpoBoi TpaHchopManMU JOKYMEHTHPOBAHHBLIX cdep
AeATeIbHOCTH

1 PA3JEJI. OBIIIUE ITOJIOKEHU A

1.1. Hacrosimasi ocHOoBHasi oOpa3zoBarenpHas nporpamma (manee OOII) mo cnenuanbHOCTH
cpennero  mnpodeccrmoHampHOro  obpazoBaHus  46.02.02  ObecrnedeHHE — TEXHOJIOTHYECKOTO
COMpoBOXKACHHS U(PPOBOI TpaHCHOpMAINH TOKYMEHTUPOBAHHBIX c(ep NeATeIbHOCTH pa3padoTaHa
Ha  OCHOBE (pelepaJbHOrO  TOCYJApCTBEHHOTO  0Opa30BaTEeNbHOIO  CTaHAapTa  CPEIHEro
npodeccuonanbHoro obpazoBanus (PI'OC CIIO) mo cnenmansHoctn 46.02.02 OGecneuenue
TEXHOJIOTUYECKOTO  CONPOBOXKICHUA LHMPPOBOM TpaHchopManuu JOKYMEHTUPOBAHHBIX cdep
NeSITeIbHOCTH, YTBEPXKIACHHOTO NMpuKa3oM MuHucTepcTBa oOpazoBanust U Hayku oT 14.11.2023 r Ne
853 (3apeructpupoBaH MuHucTepcTBOM OCTHIMU Poccmiickoit  ®Denepammm  15.12.2023r.,
peructpanuonusiii Ne 76430) (manee — ®I'OC CIIO).

OOII onpexnensieT peKOMEHIOBaHHbIM 00BEM U COJEpKaHUE CpelHero NnpodeccuoHaIbHOIro
oOpazoBanuss mno crneuuanbHocT 46.02.02 OOecriedeHHEe TEXHOJIOTMYECKOIO COIPOBOXKICHUS
UG poBoi TpaHCHOpPMALUU JOKYMEHTUPOBAHHBIX C(ep AEATENbHOCTH, IUIAHHUPYEMbIE PE3YJIbTaThl
OCBOEHUS 00pa30BaTENbHOM POrpaMMbl, IPUMEPHBIE YCIOBUS 00pa30BaTEIIbHOM 1E€ATEILHOCTH.

OOII pa3paboTana Juist peanu3anuu o0pa3oBaTeabHON IporpaMMbl Ha 6a3e OCHOBHOTO 00ILEro
o0Opa3oBaHusl.

1.2. HopmatuHble ocHOBanus 1t pazpabotku OOIT:

—  @epepanpHblii 3aK0H 0T 29 nexadps 2012 r. Ne273-03 «O6 obpazoBanuu B Poccuiickoit
Denepanuny;

— IIpuxa3z MunuctepctBa npocsenienus Poccuiickoit @eneparuu ot 18.05.2023 Ne 371 "O6
YIBEp)KICHUM (penepanbHO  0Opa3oBaTenbHON MporpaMMmbl  cpegHero obmero obpazoBaHus"
(BapeructpupoBan 12.07.2023 Ne 74228)

— IIpuka3z Munobpuayku Poccun ot 14 utons 2013 r. Ne 464 «O06 yreepxaenun Ilopsaka
OpraHM3ali U OCYILECTBIEHUS 00pa30BaTEIbHON AEITEILHOCTH MO 00pa30BaTeIbHBIM IIPOrpaMMaM
CpeaHero npogeccuoHaIbHOr0 00pa3oBaHUY;

— IIpukaz Munnpocsemenus Poccun ot 08 Hos6ps 2021 r. Ne 800 «OO0 yTBepxkIeHUH
[Topsinka mpoBeneHUsl rOCyIapCTBEHHOW WTOTOBOM aTrTecTaluu Mo 00pa3oBaTeIbHBIM MPOrpaMMaM
CpeaHero npogeccuoHaIbHOr0 00pa3oBaHUY;

— IIpuxaz Munobpnayku Poccun Ne 885, Munnpocsemenus Poccun Ne 390 ot 5 aBrycra
2020 r. «O mpakTU4yecKoi MOAroToBKe oOydaromuxcs» (Bmecte ¢ «llojoxkeHuem o mpakTHUecKOi
HOJATrOTOBKE 00YUarOIIHUXCSI»;

— Ilpukxaza MunucrepctBa tpyna u coumainbHoil 3ammtel PO ot 31.03.2021 roma Nel92n
«O0 ytBepxaeHun MnpodeccuoHanbHoro crangapra «Crenuanucet uudpoBod TpaHchopMmanuu
JOKYMEHTHPOBAaHHBIX C(ep AeATENIbHOCTH OpraHU3alliu», 3aperHCTPUPOBAHHOTO B MUHHUCTEPCTBE
tocturmu PO 29.04.2021 r., peructpannonssiii Ne 63290;.

1.3. Ilepeuens cokpaiieHu, ucronb3dyeMbix B Tekcre OOIT:

OI'OC CIIO — ®denepanbHbli TOCylapCTBEHHBIH 0Opa30BaTENbHBIMN CTaHAAPT CPEIHEro
npodecCHOHATBLHOTO 00pa30BaHMS;

OOII — ocHOBHast 0Opa3oBaTeabHAs IPOTPaMMa;

M/IK — MexauCIUIUIMHAPHBIN KYpC;

[IM — mpodeccrnoHanbHbIi MOAYIb;

OK — o01ue KOMIETEeHIINY;

[1K — npodeccronanbHble KOMIETEHIINN;

JIP — IMYHOCTHBIE PE3YJILTATHI;

I'MA — rocynapcTBeHHas UTOrOBasi aTTECTALMS;

ukn OIT — O6menpodeccnoHaTbHBIA UK
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I'BIIOY «YalikoBCKHUIM MHIYCTPUATIbHBINA KOJUICIK)

HporpaMMa MNOATOTOBKH CNICHUATUCTOB CPEAHEI0 3B€HA

dg

ACATCJIbHOCTH

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOT0 CONPOBOKACHUS
nugpoBoi TpaHchopManMU JOKYMEHTHPOBAHHBLIX cdep

2 PA3JIEJI. OBIIASI XAPAKTEPUCTHKA OBPA3OBATEJIBHOM ITPOI' PAMMBbBI

KBanudukarmm, nprucBanBaeMbie BBITYCKHUKaM 00pa30BaTENbHON MPOrpaMMBbL: CHENUATUCT
0 TEeXHOJOTHYeCKOMY CONpPOBOKIeHHI0 LHM(pPoBoil TpaHchoOpMAUM JOKYMEHTHPOBAHHBIX

cep aeATeTbHOCTH.

[Tonyuyenue oOpazoBanusi 1Mo mpodeccuu: OMyCKaeTcs TOJIbKO B MpodecCHOHaTbHOU
00pa3oBaTeNbHON OpraHu3aK WK 00pa30BaTEIbHONW OPraHU3aIMH BhICIIET0 00pa3oBaHusl.

®opmbl 00yueHUS: OYHAS.

Cpok momydeHus: oOpa3oBaHHS TIO 00pa30OBaTENBHON MpOorpaMMe, peaau3yemMor Ha 0Oasze
cpennero obmiero oopazopanus: 1 roga 10 mecsies.

O0vem  00pa3oBaTeNbHON  MPOrPaMMBI,

peanuzyeMoii Ha 0aze

OCHOBHOI'O 0OII1ero

00pa3oBaHus, BKIIOYAs IMOJIYYECHUE CPEAHEro 00Iero o0pa3oBaHusi B COOTBETCTBUH C TPEOOBaHUSIMHU
(enepabHOTO TOCYAapCTBEHHOTO 00pa30BaTEeIbHOTO CTaHAApTa CPEIHEro OO0IIEero 0Opa3OBaHMS:

2952 akageMH4YeCKHUX YaCOB.

3 PA3JIEJL. XAPAKTEPUCTHUKA ITIPO®ECCHOHAJILHOM JESATEJIBHOCTH

BBIITYCKHHUKA
3.1. OGmacte npodeccCHOHATBHON MAEATENBHOCTH, B KOTOPOH BBITYCKHHKH, OCBOWBIIHE
00pa30oBaTeNbHYI0 MPOrpaMMy, MOTYT OCYLIECTBISATh NPOo(ecCHOHANbHYIO JesTeNnbHocTh: 07
AJIMUHUHUCTPATHBHO-YIIaBIICHUECKAs U OPHCHAS JICATEIbHOCTb.
3.2. CooTBeTcTBHE POEeCCHOHATBHBIX MOTYJICH MPUCBANBAEMBIM KB (DUKAIUSM.
HanmeHoBaHMEe OCHOBHBIX BUIOB HaumeHnoBanue npogeccnoHaIbHbIX Kpamuduxanmu

JACATCIIBHOCTH

MOJyJIei

TexHoIOrn4YecKoe COIIPOBOKACHUEC

TIM.01 TexHoIOrHUECKOE

POBH3ALIMH CHCTEM HOKYMeHTaiuy | COMPOBOXKICHNE nudpoBuzauu OCBaMBaETCS
CUCTEM JOKYMEHTaluu

O6ecnieuenne 3aumthl, nenoctaoctd u | 1IM.02 Obecniedenne 3aiure,

COXPaHHOCTH CTPYKTYPHUPOBAHHBIX HEIOCTHOCTH H COXPAHHOCTH

JAaHHBIX U MeTaJaHHbBIX CTPYKTYPUPOBAHHBIX JaHHBIX W OoCBaMBaeTcsa

JOKYMEHTHPOBAHHBIX cep METa/IaHHBIX TOKYMEHTUPOBAHHBIX

JEATEIIbHOCTH cep peaTenbHOCTH

BrimonHenue paboT o o1HOM uiu [1M.03 Bemmonaenue padot mo

HECKOJIbKUM MPOQECCHsIM pabodmx, JOJKHOCTH city»xatero 26021 OCBaMBaAECTCS

JOJDKHOCTAM CITYXKallluX

Cekperapb aIMUHUCTPATOP
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HporpaMMa MNOATOTOBKH CNICHUATUCTOB CPEAHEI0 3B€HA

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOT0 CONPOBOKACHUS
nugpoBoi TpaHchopManMU JOKYMEHTHPOBAHHBLIX cdep

ACATCJIbHOCTH

4 PA3JEJL INIAHUPYEMBIE PE3YJIbTATHI OCBOEHUS OBPA3OBATEJILHOM

4.1. O0mme KOMIeTeHI NN

IMPOI'PAMMBbI

Koxa
KOMIIETeHIINH

DopmyIMpOBKa
KOMIIeTeHIIUH

3HaHus, yMeHus

OK 01

Br16upath ciocoOsbI
peleHus 3a1aq
npoeCCUuOHATBLHON
JESTSIILHOCTH
NPUMEHHUTEIBHO K
Pa3TUYHBIM KOHTEKCTaM

YMeHusi: pacrio3HaBath 3aa4y u/uiv npodiemy B
poeCCHOHATLHOM H/HIIH COIIMATIbHOM KOHTEKCTE;
aHAIM3UPOBATH 3a7a4y U/UIU IpoOJieMy U BBIIEIATh
e€ COCTaBHbIE YACTU; OMPEEIIATH ITAlbl PELICHUS
3aJ1a4M; BBISBIATH M 9(PPEKTUBHO UCKATH
nH(OpMaIKo, HEOOXOIUMYIO JIJIsl PEIICHUS 3aa4l
W/Wiu IpoOIeMbl; COCTaBIIATh IJIaH JICWCTBUS;
OIpeeATh He0OXOJUMbIE PECYPCHI; BIIAJIETh
aKTyaJIbHBIMH METO/IaMU paboTHI B
npodeccuoHaNbHOM U CMEXHBIX cepax;
pean30BbIBATh COCTaBJICHHBIH MJIaH; OLIEHUBATh
pEe3yJIbTAT U TIOCJIEACTBUS CBOUX JCHCTBHI
(caMOCTOATEIHHO WM C TOMOIIbIO0 HACTABHHUKA)

3HaHUSA: aKTyaJIbHBINA TPO(ECCHOHATBHBIN U
COLIMAJIbHBIM KOHTEKCT, B KOTOPOM IPUXOJIUTCS
paboTaTh U KHUTh; OCHOBHBIE HCTOYHUKH HH(pOpMaLIUU
U PeCypChI JUIsl PELICHUs 3a]1a4 U Ipo0sieM B
npo¢eCCHOHATLHOM H/MITH COLIMAIbHOM KOHTEKCTE;
AITOPUTMBI BBIIIOJTHEHUS pa0boOT B MPOo(hecCHOHATILHOM
U CMEXHBIX 00J1aCTAX; METObI pabOTHI B
npodeccuoHanbHOM U CMEXHBIX cpepax; CTPYKTYpY
IUTaHA JUI PELIECHUS 3a1a4; TOPSII0K OLICHKU
pe3yabTATOB peIIeHUs 3a/1a4 IPOPECCUOHATLHON
JESATEIBHOCTH

OK 02

Hcnonb3oBarh
COBPEMEHHBIE CPENICTBA
MOMCKa, aHaJIn3a u
UHTEPIIPETAIIUU
uH(pOopMaluu U
uH(pOpPMaIMOHHBIE
TEXHOJIOTHH JIJIst
BBITIOJTHEHMS 32/1a4
npodecCuOHATbHON
JeATETbHOCTH

YMenust: onpeaensaTh 3aa4u 11 OUCKa
uH(pOpMaIIUU; OTIPEAEATh HEOOXOUMbIE UCTOYHUKHU
nH(pOpMaInK; MIAHUPOBATH MPOIIECC TOUCKA;
CTPYKTYpUPOBATH MOJIy4aeMyt0 HHPOPMAIIHIO;
BBIICJIATH HAOOJIEe 3HAYNMOE B TIEpEUHE
uH(pOpMaIIMK; OLIEHUBATh MPAKTHYECKYIO 3HAYMMOCTh
PEe3yIBTATOB MOUCKA; OOPMIISATH PE3YIIHTATHI TTOUCKA,
MPUMEHSTh Cpe/icTBa HH(POPMAITMOHHBIX TEXHOIOTHIA
JUTSL perieHus mpogdeCcCHOHANBHBIX 33]1a4;
UCII0JIb30BaTh COBPEMEHHOE IPOrPAMMHOE
obecreueHne; UCTOIb30BaTh Pa3IMYHbIE ITU(POBHIC
CpeICcTBa AJsl penieHus MpodeCCHOHATBHBIX 3a/1a4.

3HaHMsA: HOMEHKIATypa HH()OPMAIIMOHHBIX
HMCTOYHHUKOB, TPUMEHSIEMBIX B MPO(heCcCUOHATHHOMN
JESITENIbHOCTH; IPUEMBI CTPYKTYPHUPOBAHHUS
nHpopmanuu; popmat opopMIIEHUS PE3YIIHTATOB
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ACATCJIbHOCTH

novicka MH(GpOpMaINH, COBPEMEHHBIE CPE/ICTBA U
yCTpOCTBa HH(OPMATH3ALNN; TTOPSIIOK HX
MPUMEHEHHUS U IporpaMMHoe oOecrieueHre B
npo¢eCCHOHATLHOMN EATEILHOCTH B TOM YHCIIE C
MCIIOJIb30BaHUEM IIU(PPOBBIX CPEICTB.

OK 03 [InanupoBats u YMeHusAA: ONpeNeNaTh aKTyaIbHOCTh HOPMaTUBHO-
peann30BbIBATH IPaBOBOM JOKYMEHTAIMH B IPOPECCUOHATBHON
COOCTBEHHOE NeSITeIbHOCTH; IPUMEHSATh COBPEMEHHYIO HAYYHYIO
npodeccuoHaIbHOE U npodeCCHOHATIBHYIO TEPMUHOJIOTHIO; ONIPENEIIATh U
JMYHOCTHOE Pa3BUTHE, BBICTPANBATh TPACKTOPHH MPOPECCHOHATIBHOTO
IpEANPUHIMATENbCKYIO Pa3sBUTHSI U CAMOOOPA30BaHMSL; BBISBIIATh
JESITENIbHOCTD B JIOCTOMHCTBA U HEJJOCTaTKU KOMMEPUECKOH UJIeu;
npodeccuoHaIbHON IPE3EHTOBATh U/I€U OTKPBITHS COOCTBEHHOTIO Jie/1a B
chepe, UCTIOJIB30BATH po(ecCHOHATLHOM JIEATEIIBHOCTH; 0DOPMIIATH
3HaHUSA MO0 (PUHAHCOBOMN OM3Hec-IJIaH; pacCYMTHIBATh pa3Mephl BHIILIAT 10
IpaMOTHOCTH B MPOICHTHBIM CTaBKaM KPEIUTOBAHUS; OTIPEIEIIATh
Pa3JINYHbIX )KU3HEHHBIX MHBECTULMOHHYIO [IPUBJIEKATEIbHOCTh
CUTyaLUsIX. KOMMEPUYECKUX HJIel B paMKax podeccuoHanbHOM

JeSITebHOCTH; IIPE3EHTOBATh OU3HEC-UJIEIO;
OTIpeNeNATh UCTOYHUKN (PMHAHCUPOBAHHS
3HaHus: coiep)KaHNe aKTyaJIbHONH HOPMaTUBHO-
NPaBOBOW JOKYMEHTAIMH; COBPEMEHHAsl Hay4yHas U
npodeccuoHanbHas TEPMUHOJIOTHS; BOSMOXHbBIE
TPaeKTOpUH NMPO(HECCHOHATBHOTO PA3BUTHUS U
caM000pa3oBaHusl; OCHOBBI MPEAIPUHUMATENbCKON
JIeSITeIbHOCTH; OCHOBBI (P MHAHCOBOW I'PaMOTHOCTH;
npaBuiia pa3paboTKH OM3HEC-TUIAHOB; MOPSAI0K
BBICTPAaWBaHUS NMPE3EHTALNU; KPEIUTHbIE OAHKOBCKUE
TIPOIYKTHI

OK 04 O¢pdexTuBHO YMeHusi: opraHu30BbIBaTh pabOTy KOJJICKTHBA U
B3alMOJICIICTBOBATD U KOMaH/1bl; B3aUMOIEHCTBOBATh C KOJIJIETaMH,
paboTaTh B KOJUIEKTUBE U | PYKOBOJICTBOM, KJIINEHTAMHU B X0/1€
KOMaHie npoeccuoHaNbHOM e TeNIbHOCTH

3HAHMA: [ICUXOJIOTMYECKHE OCHOBBI 1€ATEIbHOCTH
KOJIJIEKTHBA, TICUXOJIOTHYECKHE 0COOEHHOCTH
JMYHOCTH; OCHOBBI IPOEKTHOM J1€ATEIbHOCTH

OK 05 OcCy1IecTBIATh YCTHYIO U | YMEHMS: IPaMOTHO M3JIaraTh CBOM MBICIIH U

NUCBMEHHYIO
KOMMYHHKAIIMIO Ha
rOCy/1apCTBEHHOM $SI3bIKE
Poccuiickoit @enepanuu ¢
y4eToM ocoOeHHOCTEN
COLIMAIIBHOTO U
KYJIBTYPHOTO KOHTEKCTa

0hOpMIIATH TOKYMEHTHI 110 TPOPECCHOHATTBHON
TEMAaTHUKE Ha TOCYIapCTBEHHOM SI3BIKE, IIPOSBIISATh
TOJIEPAHTHOCTH B paboyeM KOJIJIEKTUBE

3HaHuUsI: 0COOEHHOCTH COLUAIBHOTO U KYJIbTYPHOTO
KOHTEKCTAa; IpaBuiia opopmiieHus! JOKYMEHTOB U
MOCTPOCHUS YCTHBIX COOOIIEHHH
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46.02.02 OdecneyeHHe TEXHOJIOTHYECKOT0 CONPOBOKACHUS
nugpoBoi TpaHchopManMU JOKYMEHTHPOBAHHBLIX cdep

JAEeATCJIBbHOCTHU
OK 06 [IposABnsATE rpakAaHCKO- | YMEHHSI: ONKUCHIBATh 3HAUMMOCTb CBOEH

NaTPUOTHUECKYIO CHEIHAIIbHOCTH; IPUMEHSTH CTaHIaPThI

MIO3HIINIO, AQHTUKOPPYIIIMOHHOTO MOBECHUS

ACMOHCTPHPOBATD 3HaHMSA: CYIIHOCTh MPAXKIAHCKO-TIATPUOTUUECKON

OCOSHAHHOC MOBCACHNC HA | 1ospyyiyy, obmedeoBeUecKUX EHHOCTE!;

OCHOBC TPaIHLIIMOHHBIX 3HAYUMOCTh MPO(ecCHOHABEHOM A TENBHOCTH 110

ob1edenoBeeckux npodeccuu (CHenuaabHOCTH); CTAHaPTHI

LICHHOCTCH, B TOM HHCJIC C | ay1yKoppynIIuOHHOTO HOBENEHUS U OCIECTBHS €T0

Y4ETOM TapMOHHU3AIIH HapyIIeHHs

MEXHAIIMOHAIBHBIX U

MEKPETUTHO3HBIX

OTHOIICHUI, TPUMEHSATD

CTaHIAPTHI

AHTUKOPPYIMLIHUOHHOTO

MIOBEICHHS

OK 07 ConencTBOBaTh YMenusi: cod1r01aTh HOPMBI KOJIOTHYECKOM

COXPaHEHUIO 0€30MMacHOCTH; ONPEENIATh HAIPABIICHUS

OKPYKAOIICH CPEIbI, pecypcocOepexeHus B paMkax MpodeCcCHOHATBHON

pecypcocOepexeHHIo, JESTEIILHOCTH 110 CHEIMaTbHOCTU OCYIIECTBISATh

OPUMEHSTH 3HaHUS 00 paboTy ¢ coOIIoIeHEM PUHITUIIOB OEPEKITMBOTO

M3MEHEHUU KIIMMara, MIPOM3BOJICTBA; OPTaHU30BHIBATH MPOGECCHOHATBHYIO

NPUHIUITE OEPEXKIIMBOTO | ACATENBHOCTD C YY€TOM 3HaHUH 00 N3MEHEHUH

MIPOU3BO/ICTBA, KITMMaTHYECKUX YCIOBHM pETHOHA.

SPEKTUBHO NEHCTBOBATD | 3yayyg: npasmTa SKOTOTHYECKOl 6E30MACHOCTH MIpH

B HpC3BRITAMHBIX BEICHUU NMPO(ECCUOHANBHOM eI TeTbHOCTH;

R OCHOBHBIE PECYPCHI, 33/1ei{CTBOBAHHEIE B
npodeCCHOHATBLHOM 1eATeNbHOCTH; TyTH
obecrieueHns pecypcocOepeKeHNsT; TIPUHITUITHI
Oepe’KIIMBOTo MPOU3BOCTBA; OCHOBHbIE HAIIPABJICHUS
M3MEHEHHS KIIMMAaTHYECKUX YCIIOBHIA PETHOHA.

OK 08 Hcnonb30Bath cpeacTsa YMeHus: ucnoab30BaTh GU3KYIBTYpHO-

bu3nYECKOi KYIbTYpHI
JUTSL COXPaHCHUS
YKpETUICHUS 3/J0POBBS B
mporecce
npodheccCHoHaNBHOM
JESITCIIBHOCTH |
MOIIEP>KaHUS
HEO0OXOAMMOTO YPOBHS
buznueckoit
MOJITOTOBJICHHOCTH

03JI0pPOBUTEIIBHYIO JACATEIBHOCTD IJIs YKPEIUICHUS
310pPOBbS, JOCTUKEHUS KU3HEHHBIX U
npoeCCHOHATBHBIX LeNeH; MPUMEHSTh
palroHaIbHbIE IPUEMBI IBUTaTENbHBIX (QYHKIUI B
npodeCCHOHATBLHOM 1eATETbHOCTH; MOJIb30BaThCS
cpeacTBaMu NpodUIaKTHKY epeHaNpsHKeHUs,
XapaKTEPHBIMU JUUIS JAHHOU CIIELIMAIBHOCTU

3HaHuA: poiib GU3NYECKON KYIbTYPHI B
OO0IIEKYIbTYPHOM, IPO(ECCHOHATBHOM U
COLIMAJILHOM Pa3BUTUHU YEJIOBEKA; OCHOBBI 3/10pPOBOTO
o0pasa *HU3HH; YCIOBHS MPOdecCHOHATEHON
JESTEIbBHOCTH U 30HBI pUCKa (PU3UYECKOTO 370POBbSI
JUIS CHIEIMATbHOCTH, CPEACTBA MPOPHUIAKTUKI
HepeHanpsKeHus
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AeATeJbHOCTH

OK 09 [Tosnb30Batbes YMeHusi: MOHUMATh OOIIUI CMBICIT YETKO
HpO(l)CCCPIOH&J'IBHOfI IMPON3HCCCHHBIX BBICKA3bIBaHUH HA N3BECTHBIE TEMBI
JIOKyMEHTaIMen Ha (mpodeccroHanbHBIE ¥ OBITOBBIC), TOHUMAThH TEKCTHI
TroCyaapCTBCHHOM U Ha 0a30BbIE HpO(bCCCI/IOHaJ'IBHBIC TEMBI, Y4aCTBOBAaTh B
HHOCTPAHHOM A3bIKax Juajiorax Ha 3HaKOMBIC O6H_II/IG u HpO(i)CCCI/IOHaJIBHbIe

TEMBI; CTPOUTH IIPOCTHIC BHICKA3bIBaHUS O ceOe U 0
CBOCH MPOoQecCHOHATBHON IeATeIbHOCTH; KPATKO
000CHOBBIBATh U OOBSCHITH CBOHM JICUCTBUS (TCKYIIIHE
Y TUTAHUPYEMBIC); TUCATh MPOCTHIC CBSI3HBIC
COOOIICHHS HA 3HAKOMBIC WJIM UHTEPECYIOIINE
poQeCCHOHAIBHBIE TEMBI

3HaHuUsA: IpaBUJIa IOCTPOEHUS MIPOCTHIX U CIOXKHBIX
MpeJIoKEHUH Ha TPO(ecCHOHANEHBIE TEMBI;
OCHOBHBIE 00IIEYITOTPEOUTEIIBHBIE TI1aroJibl (OBITOBas
U ipodecCHOHaIbHAas JIEKCUKA); TEKCUYECKUI
MUHHUMYM, OTHOC?IHII/II;'ICﬂ K OIMMCAaHUIO MPCIAMETOB,
CPEIICTB U MPOIECCOB MPO(HecCHOHANBHOM
JIeATeTLHOCTH; 0COOEHHOCTH MPOU3HOIIICHNUS,
MpaBHJia YTEHUS TEKCTOB MPOPECCHOHATBHON
HAIpaBJICHHOCTH

4.2. IIpodeccuoHaIBLHBIC KOMIIETCHIIUH

OB/1.01 TexHoysorn4ecKkoe COMpoOBOXKAeHNE ITU(PPOBU3AIIUN CUCTEM JOKYMEHTAIIMHI

IK.1.1 BbImonHATE pyuyHBlE M ABTOMATHU3UPOBAHHbIE ONEpalMd IO HJIEHTU(UKAIUU U
U3BJICYEHHUIO CTPYKTYPUPOBAHHBIX TAHHBIX UM METAJaHHBIX W3 BHEIIHUX HCTOYHHKOB MH(pOpMaIUU
JUI JOKYMEHTUPOBAHHBIX cep AeATEIbHOCTH OpraHU3alUH.

[K.1.2 ®opmupoBaTh HMH(GOPMALMOHHBIE OOBEKTHI M3 IMPEIOCTABIEHHBIX CTPYKTYPHPOBAHHBIX
JAHHBIX W METaJIaHHBIX M3 BHEIIHUX HCTOYHMKOB HMH(OpManuu s JTOKYMEHTHPOBAHHBIX cdep
JeSITEIbHOCTH OpraHu3aluu.

IIK.1.3 OcymiecTBiATh py4HOE, aBTOMATU3MPOBAHHOE M (WJIM) ABTOMATHUYECKOE HAIOJHEHHE
MH(OPMallMOHHBIX 0a3 JaHHBIX W HACTpPauBaTh BHYTPEHHHUE CBSI3U MeXAy HH(GOPMalUOHHBIMU
0JI0KaMM/CTpaHUIIAMH B CUCTEME YIPABICHHUS KOHTEHTOM.

[IK.1.4 CucreMaTH3MpoOBaTh CTPYKTYpPUPOBAHHBIE JAHHBIE M METAJIaHHBbIE TOKYMEHTHUPOBAHHBIX
cdep AeATeNbHOCTH OPTaHU3aI|H [T UCTIOIb30BaHUS U XpaHEHHUSI.

[IK.1.5 OcymecTBIATh KOHCYJIbTAI[HOHHYIO MOAJEPKKY PaOOTHHKOB OpraHM3allMd B Ipolieccax
U(ppoBON TpaHCPOPMALIUU TOKYMEHTHUPOBAHHBIX chep AesATeTbHOCTH.

OB/1.02 OGecneueHue 3amMThl, LEIOCTHOCTH M COXPAHHOCTH CTPYKTYPUPOBAHHBIX JaHHBIX U
METaJaHHbIX JOKYMEHTHUPOBAHHBIX c(ep AeATeIbHOCTH

[K.2.1 Ocy1ecTBIATh KOHTPOJIb ILEJIOCTHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX M METaJaHHBIX
JIOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHnu3aIuHg.

[IK.2.2 ObecrieunBaTh Y4€T M COXPAHHOCTb CTPYKTYPHUPOBAHHBIX JIaHHBIX JIOKYMEHTHUPOBAHHBIX
cdep AeATeNbHOCTH, pa3MEIeHHBIX Ha O(QUIIMATBHBIX CaliTax OpraHu3aluy.

[IK.2.3 [TpoBOIUTH MOHUTOPUHT COOTFOZCHUS JIOKAJTBHBIX TTPaBUJI 0OMEHA, y4eTa U COXPaHHOCTH
COOOIIEHUH SNIEKTPOHHOM MOYTHI.

[IK.2.4 ®opMHpOBaTh OTYETHOCTH o pe3yiabraramM uudpoBoit TpaHchopmaruu
JOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH OpraHu3aIiH.

Bxooum ¢ cocmas o6pazoeamenvnoil npozpammet, peanusyemoii ¢ 2024 2. Cmp. 8 u3 366




I'BIIOY «YallkoBCKHI HHAYCTPHAIBHBIA KOS

HporpaMMa MOATOTOBKH CIICHHUAJIUCTOB CPEAHET0 3BE€EHA

« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMpPoBoKAeHUs LG poBoii Tpanchopmanuu

AOKYMECHTHPOBAHHBbIX cq)ep ACATCJIBbHOCTH

5 PA3JIEJL. CTPYKTYPA OBPA3OBATEJIBHOM ITPOT'PAMMBI

5.1. Y4eOHbBI# mIaH

PO P T [P 5 P N0 Eypcam M omwecTEm
ATTECTaUHH ™ = Kype 1 Kypc 2 OEesa 07
= = ";" Cn 1 2 3 4
Hasmmozanme unenos, pa=genos, = i ,g- - ~ 5 TR e ::: 16 13 mi=g 18 172 {4 ) w=n 13 (3] m=n 3159 m=g
Mpesc  |miousnnnn, npodeccHoransHmx mamenei, MO, i 2l = E C‘! ; . = 43 y.| € . | = Tom wmcne [Mpa| = : | = o wmcne (Mpo| = ) = sTom amcne  |Mpo| = . | = Tom wncne | Mpal
npEeTHE - 'g HE IR Id = 'y 5 o = § - 4z |m=| 2 § - dz |m=| 2 § - 4 3z =] 2 § = 4z | ™= Eep
g i E|=|s FerZ 8 22T = Z(Eg. 32 =] 5 Z(Eg. 32 = 2 E(Za.3882 = 2 FREE A el
= = g sl E Eq 2|=HE | |3 = lEERe [T 2| &3] = |zEE R T & | 3] = EEEEHQ "l & | 3] = (5825 [T [
o| & 3 S| &€ |umn| o U 33 [~ = [ 33 || © YIEY 3735 |4 ° uo|E a3 |-
F 2 3415 7 sfurzrisrirfarfasfafaf @ 30 1 A4 fefvMrafsf2fSrssfsfs8Ofaorasfesfa [ a 2 aifalf 33 337
From weciren o peerom EocymETAUME 5 nemMog oSpemna no W) 35 43 35 33.57] 36 34.77) e 35.14
M |(POSECCHOHANEHAR NOONOTOBKA sFfafelfi Fr sl 104 Flaaofoas [os: oo e Frasfen 570 10 354 sz Fea1 G P Patz oo [ ame 5 613 [F10 Pamy fiis 5 1008 | aza
or (COUHANEH -y S H T EIA UMK 3f3fs 3 FasE [ 30 601 198 15 25 224 10 P20 /res FRrzfiafzars SfafFss 57 e 1124 a FLISFISfas3 3 F 548 108
Cril  |Morogan Poooam 1 Bl230l14114 2f4pr3afzfao|1q9|1a2| 4 35
oy | T T R 5 13| us] 2 [w3[ == 11 = 2|5 | ' ;| 5| = \ |8 |2 2z e fm[a]2] us
pETmnEHOCTH
N3 |GemonacHocTs MHZHEIENTEmEHOCTH 4 g3 2 A1l 53 1 i B8 fr2raes (1131 ]1 =]
CrE | Swzsvmcsan symsrypa -3F 4 116 2 10 4 fi02 4 432 A |1 |B1|1fF2E Sl1 |81 |1f2A |15 1JifF3A 2R |1 |51 ]1fF 118
S |Oceioms SWHEHC0S0R TREMOTHOCTH i Mlr2[3B[1a14 i ifFsaff2f3[ |18|141]1 36
CrE  [Ocsiosw Smpmsnmom npos=soaeTss 2 36 2 I L T 1 1 3A 2 B |wE|1&1 1 36
Cr7  |Ocxoss nowxonoms 2 T2 6 G540 24 i i 26 FAs |4|241 |1 36 35
oriog Pyoomii ToniE 5 NpodeCCHOHANSHDH 1 IR E 2 5 @ s mlmlxlz]s = %5
OEATEMSHOCTH
N8 |Oemnosoi ==t = sdopsaunodHoi cp=n= 2 8| & M [\36 | 38 2|6 B3 |5 M |35 38 2| s =2
[21] (OiGue=n CHANSH S LA 4 5 2 I'a96 I 50 617 % 13 | 2af 2z 7 ESZ "2/ Fa | zal25 ] 2=0 EECE 6 14168 M e 'Il“‘ a0 3f? 454 [N 252
001 [Ocmoss regpn oprammzausmm 35 4 a1 P2 2 e 4 e 8] o1 e 3
ONOZ | Mesgmpesest = NpoD=coHoH SNe o SERTEnesacTH 3 63| 4 | &3 (4|2 11 68 |4 A3 |42 1)1 -]
ons Mropamumonnme 0 e BE Ll L 1 @ 2 7 k3 40 i i & 2 7 35 | 4 1 1 a2 18
TExHonaTH
ONH  |Ocriosy wnEiposo =0 oM 2 ERIER =N EAES 1 B8 M4 FAd 36|21 |1 =]
QM5 [Domosy mamssaryecosi crarmcTmm 1 P66 Fsaf30[24 2fear@afals|30|4fz2]|8 53
o [ s E 1|1z 8 [1w08[=0 |56 2|6 m (30| 2 (8|38 |afws[2]s i
OOECTARH THRIE CHCTEMR
onaz (Dprar s SR S0 SN O XA A ADCTAEATOE W 3 & a ) a4 18 2 g =) a L] 24| 13 2 & 2
T |G g
onoa Mpasomeis OoHoz NPO@ECCH O A o 3 o 8 (a7 |42 1 1 o5 |3 | &7 |es|asaf1]1 &0
OEATEMSHOCTH
0N |Komnzaorepran oSpabomea poopeenTos 2 ifwfe fmarafa 2 ] 3h 36 | 18| 18 MHrfafa|2|aof2|a 90
na Iy O ANSHEEA UHER ! ] - 4 4 b -
L [Py LHSF |2 2| 1 |3E 8 |zm2(10f@ |20 2|24 |E 8 | z22|10|@0 (20| 2 |24 |2La 144
SHETIEM SO T AU
sl oERCOEE @ 0 HEEE N EEEE 4 E0EAE B EEEE £
CHCTEM oomyrasHTaUHE
¥TLOL01 [VusSan npacrmss [ T Falm[=F=] [=]==a 1 =] [ T[o=a] | [s=] T Je=a] ] [s=] T35 [r=af1] [s=1 T Tr=a] | F=]
nnaial |'I::M:scm|.—s=-|-1al| nEETHES I | ri I an |l-u:r72 | r?Z |nmr 2 Il-u: | | |||e.n| | I s | | |||e.n.| | I = r 72 ne.qr 2 Il-u: =g r 72
.02 2H [Bevawen na gy Al T T [ [= Fel T [ 1 [ T T 1 [ Pl T 1 P T [ [ P ]
Bommy yscos no MOL

Bxooum ¢ cocmae o6pazoeamenwvroii npozpammel, peanuzyemoit ¢ 2024 c.

Cmp. 9 u3z 366




I'BIIOY «YallkoBCKHI HHAYCTPHAIBHBIA KOS

HporpaMMa MOATOTOBKH CIICHHUAJIUCTOB CPEAHET0 3BE€EHA

dg

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMpPoBoKAeHUs LG poBoii Tpanchopmanuu
AOKYMEHTHPOBAHHBIX cep AeATeJJbHOCTH

(Ciomcnmyms e Tmwp T, WENOCTHOCTH M
Mgz [SOFEINCSTH STRPRTYERPEESARE Aen 2 1|3 4 |=0|3s| 2 2|24 = EREAES 330 | 4| 172 (100|702 | 24| 299 | 184
eeTamAHHEX Aoy THpoSanHEX CDen
lizr=fii
(DSmcn = mrpe Taup T, WRNOCTHOCTH M
M 2 g [TTET RO ST ImAnnn faRnni o 3 ze0| 4 |m0)E|w 2|a 5 @ ||z 1| 4 |12 ||| 2| 6] 96 | 1es
MSTALSHHEX ATV TH OSSR HE X Cep
| p=rmnesocTH
Y0201 [VumSian npmerasa A EIE Sl asd i [s==] T To=a] ] [==] T Te=a] | [s==] T Te=a] | = 3 [n=af 1 F==
MN0201 [Mpos=scpereesan npmcries [ T Ts] e [s==fies]  Trsa[a=a] 4 [==] [ Te=e] 1] [s=] [ T[o=a] | [s=] T To=a] | [a== ] Tiss[nmaf5 | Fass |
MHL82.3H [Braven 2 weapren P« [ T T Faa] [ 1 el [ [ 1 [ T T T 1 [ T T 7 [ Fu] [ 1 Fialraa |
Bomm wacos no MOK L ['2;‘3 [’E
s ﬁ‘:’“"“‘q‘m:‘:‘“:‘mmm r rz 1| 4%0| 12 [ 280) 132|128 2 || = 98 | 53| @ 392 | 12| 152 | 74|38 2 |24 250 | 130
oo s [2] | [ [ [=[@[=[=TET N SR§A ) Fpel=p--[] ] [ [ [ [[F] F] [ | ]| [®]e
| C0r3H W =3UH A
Y0301 [VemSian npmerasa [ T TFz]r [s=F=] [==]a=l 3 [==] [ [e=] 1] e [s=] [ To=a] | [s=] [ T[o=a] | Fas]
nnaza1 |'h:M:5cu'l_—5=-Han ApmETHE I | rE I en |u.::r103| rm|nmr 3 I'\-u: | | |||e,q| | e 108 |n=af 3 I\-u: Hmn I'\-u: | | |ne,q,| | rlﬂﬂ |
NP3 3% [ S mamcerrii sy F=1 [ [ T Pl [ 1 Fel [ [ 1 [ Fa] T Fe[ T T [ T T 1 [ Fa]
|&:ﬂuum no MO I ﬁ]ﬂl r}Bﬂll
il Fle [ = T[T [[ - < [-[Tef -~ [-[ =} -
k=al | ANEHOCTH )| N Lol
v e T CEEEE = R R R EEE =
I HEN W OISR AT TECTAUMA wac 216 15 | mmg | [ s =g m e - EE A 216 |nenf 6
(OEHEM OEPAINBATENLHOH MAOTPAMML B F r r r
5 e 3|1 7 | 2352 104 [1930) 915 (961 | 20 | 34 | 128 512 | =2 | 570 |257|253) 10 [ 20| @54 | 52 [ s2t |29s|3es| 13 || stz 20| 452 [=3v(1s9| 20| & | 32| @s¢ | 10| 287 |11s(1ss| 5 [z7| 2024 | &mea
[Sermamrins (B ypumra @z, myneTyme ) 3 5 3 z
| Cimn, = (B pumra @, symeTymel) 3 & 3 4
Hypoomse paSore (D pgere Ses EyneTym 1

Paboune nporpamMmbl JUCHUIIIINH, HpO(I)eCCI/IOHaHBHBIX Mozeen MMPEACTABJICHBI B IIPUIIOKCHUAX A - B.
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5.2. KanenaapHuplii yueOHbIl rpaguk

1 KaneHgapHeld yyebHblA rpatuk

El Mooy Tousan aTTecTaUHA

El Kammey e

2 CeogHble gaHHble No DHOMETY BPEMEHH

E Mpowzsoo-Te=san nNpacrHa (Ng NPods 0 CTeUHANHOTTH )

Mpon=sapcrmesman npscrwsa (npsnm naoes )

TOCyASDCTIE=HH 2R HTONOSER STTECTAUHA
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5.3. PaGouasi nporpaMmMa BOCIIMTAHHUS

[{enu u 3agaun BOCOUTaHUS 00YJarOIIUXCS TIPU OCBOEHUH UMM 00pa30BaTeIbHON IPOrpaMMBI:
Llens paboyeld mporpamMMbl BOCHHTAaHUS — JIMYHOCTHOE pa3BUTHE OOYYAIOMIMXCS M WX COLMANM3ALUsA, NPOSBISIONIMECS B PA3BUTHU HX
MO3UTUBHBIX OTHOLIEHWH K OOIIECTBEHHBIM IIEHHOCTSIM, MPUOOPETEHUHN OINbITAa MOBEACHUS M NPUMEHEHHS CPOPMHUPOBAHHBIX OOIIMX KOMIETEHLIUN

KBTM(DUIIUPOBAHHBIX Pab0OUMX, CITY>KAIINX Ha MPAKTHKE.
3agaun:

- (I)OpMI/IpOBaHI/IC CANHOI'0 BOCIIMTATCIILHOTO MPOCTPAHCTBA, CO3JAIOIICTO pPaBHBIC YCJIIOBUSA IJIA PA3BUTHUA 06yqa}0mnxc;l HpO(I)CCCHOHaHBHOﬁ

o0pa30BaTeNbHON OpraHu3aluy;

Bxooum ¢ cocmas o6pazosamenvnoii npozpammet, peanuzyemoii ¢ 2024 2.
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— OpraHu3alMs BCEX BH/IOB JICATEIbHOCTH, BOBJICKAIOIICH 00yYalOIMXCsl B O0IECTBEHHO-IIEHHOCTHBIC COIMATU3UPYIONINE OTHOIICHNUS;

— ¢opmupoBaHue y 0OyYarommMxcsi MPOPECCHOHATHHONW 00pa30BaTEIbHONW OpraHM3aliHu OONIMX IICHHOCTEH, MOPAIbHBIX W HPABCTBEHHBIX
OPHEHTHPOB, HEOOXOIUMBIX JUIS YCTOHYHUBOIO Pa3BUTHS TOCY1apCTRa;

— YCHJICHHE BOCIIUTATEILHOIO BO3ACHCTBHS O1aroapsi HEPEPHIBHOCTH MPOIIECcCa BOCITUTAHUS.

Pabouas nmporpamMma BOCIUTAHUS MPEACTABICHA B IPUIIOKEHUH [

5.4. KanenaapHblii IUIaH BOCITUTATEILHONH PpadoThI
KanennmapHslii mran BOCIUTATEIBHOM pabOTHI MPeICTaBIeH B MPHIoKeHHH .
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6 PA3JIEJL. YCJIOBUS PEAJIM3AIIAA OBPA3OBATEJBHOM ITIPOT'PAMMBI

6.1. TpeOGoBaHus K MATEPUAJIbHO-TEXHMYECKOMY OCHALIIEHUIO 00Pa30BaTEILHON MPOrPaMMbl

CrenanpHble MOMEUICHUS TPEICTABISAIOT 000 ydeOHbIE ayAMTOPUHU Ui TNPOBEICHHS
3aHATUN BCEX BHJIOB, MPEAYCMOTPEHHBIX 00pa30BaTeIbHON MPOrpPaMMOii, B TOM YHCII€ TPYMIOBLIX U
WHJUBHYAJIbHBIX KOHCYJIBTAllMH, TEKYLIETO KOHTPOJS W NPOMEXKYTOYHOM aTTEeCTallUH, a TAKXKE
MOMEIIEHUSI Il  CaMOCTOSITENbHOM  paboThl, MacTepckue U J1abopaTopHH, OCHAIllEHHbIE
060py,Z[OBaHI/IeM, TCXHUYCCKUMH CPCACTBAMU o6yquI/1;1 U MarcpualiamMy, Y4YHUTbBIBAIOIIUMHA
TpeOOBaHUS MEXKTyHAPOIHBIX CTAaHAAPTOB.

HepequL CIICHHUAJIBHBIX HOMeIHeHI/Iﬁ

Kabunersi:

TYMAaHUTAPHBIX M COLUATbHO-YKOHOMHYECKUX TUCIUTLTAH
CouuanbHO-TYMaHUTAPHBIX U SKOHOMUYECKUX JUCIUILINH
HNHocTpaHHOTO S3bIKA

[lemaroruku v MCUXOJIOTHU

be3omacHOCTH KU3HEAEATETbHOCTH

Pycckoro si3pika B mpoQ)eCCHOHATBHON AeSTSIIEHOCTH
ConuanbHO-25KOHOMHYECKUX TUCIUATIITAH
NudopManinoHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH
JlenoBoro sTukeTa B M”HGOPMAIIMOHHON Cpejie
MeHemxMeHTa B TPOPECCHOHATBHON EATETbHOCTH
OcHOB MaTeMaTUYeCKON CTATUCTUKHI
JIoKyMEeHTaIlMOHHOTO O0eCTIeYeHUE YIPaBIECHUS
ApXuBOBECHUSA

[TpaBoBorO 06€EcTeueHus MpohecCuOHATHHOM IeATeTbHOCTH

JlabopaTopuu (NpH HAJIMYHM):
KomnbrotepHoii 00paboTKH JOKYMEHTOB
Opranmzanuu paboThl ¢ TOKYMEHTaMHU

CriopTMBHBIN KOMILJIEKC
3anmbr:
— OuOIMOTEKA, YUTATBHBIN 3aJ1 C BEIXOJIOM B HHTEPHET;

— aKTOBBIH 3a1;

6.2. TpeOGoBaHus K y4eOHO-MeTOANYECKOMY O0ecne4eHHI0 00pa30BaTeJIbHOM MPOrpaMMbl
bubnuoreunsiit Gona oOpa3oBaTenbHOW OpPraHM3aldU YKOMIUIEKTOBAH IMEYaTHBIMU U (WIJIH)
AJIEKTPOHHBIMU y4eOHBIMU H3JAaHUSMM (BKJIIOYass y4eOHUKHM W ydeOHble MOcoOus) MO KakIou
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TUCHUIIIMHE (MOAYJII0) M3 pacdyeTa OJHO IMedaTHOe W (WJIM) SJEKTPOHHOE Yy4eOHOE H3JIaHuEe IO
KaKJI0M AUCHUIUIUHE (MOAYIII0) HA OJTHOTO 00YyYaroerocs.

OO0pa3oBarenbHas Opranu3aius o0ecredeHa MIEKTPOHHONW HHPOPMAIIMOHHO-00pa30BaTeIbHON
Cpeoi ¢ mpeoCTaBIEHUEM IpaBa OJJHOBPEMEHHOTO JIOCTYIa HE MeHee 25 MPOLEHTOB 00y4JaroInXCs
K U POBOH (JIEKTPOHHOI ) OMOIHOTEKE.

OO0pazoBatenbHast IporpaMMa 00ecIeuuBaeT yaeOHO-METOAMUECKON JOKYMEHTAIMEH 10 BCeM
y4eOHBIM JUCIUTIIMHAM (MOJYJISIM).

OOyyJaromuecss MHBAJIUIBI U JIUIA ¢ OTPAHMYEHHBIMUA BO3MOXKHOCTSIMU 370POBbsI 00CCIICUCHBI
NCYATHBIMU ¥ (WJIM) DJICKTPOHHBIMH Yy4YeOHBIMU H3JAHHMSMHU, AJalTUPOBAHHBIMU JUIS OOYyYCHUS
YKa3aHHBIX 00y4aroIIuXCsl.

6.3. TpeGoBaHUs K OPraHU3AIUHM BOCIIMTAHUSA 00YUYAIOIIMXCS

YcnoBus opraHu3anii BOCIIUTaHUS

Jns peanmuszanuu IIporpaMMmel ompesieneHsl ciaenyromue GopMbl BOCITUTATEIBHON paboTHI C
00y4JarIuMuUCs:

— HH(OPMAITMOHHO-TIPOCBETUTENILCKUE 3aHATHS (JIEKIIUH, BCTPEYH, COBEIIAHNUS, COOpaHUs U

T.J.)

— MAacCCOBBIE U COITMOKYJIBTYPHBIE MEPOTIPHSITHUS;

— CIIOPTUBHO-MACCOBBIE M 03/I0POBUTENILHBIE MEPOTIPUSITHS;

—/IeATEIIEHOCTh TBOPYECKUX O0BEINHEHHMN, CTYIEHYECKUX OpraHU3alni;

— IICUXOJIOTO-TIEJArOTHYECKUEe TPEHUHTH U MHIUBUAYaJIbHbIE KOHCYJbTAIUH;

— Hay4YHO-TIPAaKTHYECKHE MEpOonpusaTus (KoHpepeHInH, Gopymbl, OTUMITHA/IBI, YeMITHOHATHI U
ap);

— npodOpUECHTAIIMOHHBIE MEpONpUATHS (KOHKYPCHI, (PEeCTHBaIM, MacCTep-KIAcChl, KBECTHI,
HKCKYPCHH U JIp.);

— OIIPOCHI, aHKETUPOBAHUE, COLIMOJIIOTMUECKHE UCCIIEI0BAHUS Cpeld 00yUdaroInXcsl.

6.4. TpeGoBaHus K KaJPOBBIM YCJOBUSIM peajin3auuu 00pa3oBaTeibHON NPOrpaMMbl

Peanuzanus oOpa3oBaresbHON MporpaMMbl 00eCTieunBaeTCs MeAarorHuecKuMu pabOTHUKaAMH
00pa30BaTEeIbHONW OpraHU3alMK, a TAKXKe JUIAMU, IPUBJIEKAEMbIMU K pealu3aluu 00pa3oBaTeIbHON
IIPOrpaMMBbl Ha YCIOBHAX IPAKAAHCKO-IIPAaBOBOIO IOTOBOPA, B TOM YMCJIE U3 YMCIIA PyKOBOJUTENIEH U
paOOTHUKOB  OpraHu3allvid, HaIlpaBJICHUE JIeATENbHOCTH KOTOPBIX COOTBETCTBYET 0OJacTH
npoeCcCHOHATBHON AEATENbHOCTH, M HUMEIOIMMH CTaX paboThl B JAaHHOW MNpodecCHOHATBLHON
obnactu He MeHee 3 jeT. MacTtepa mpou3BOICTBEHHOT0 00yUYEeHHs TOJKHBI UMETh Ha | - 2 pa3psna no
npodeccun padbouero Beie, yeM npeaycmorperno @I'OC CIIO asist BBITYCKHHUKOB.

KBanuduxamus negarorndeckux paOOTHHUKOB O0pa30BaTEIbHOW OpraHu3aldyd OTBEYaeT
KBAJM(HUKAIIMOHHBIM TpeOOBAaHUSAM, YKa3aHHbIM B EJWHOM KBaJM(pHUKAIIMOHHOM CIIPaBOYHHKE
JOJDKHOCTEH  pyKoBOAWTENeW, crhenuaauctoB u  ciayxamux (mamee - EKC), a Ttaxxke
npodecCHOHATBLHOM CTaHAapTe (MpU HAJTUYUH).

[legarornyeckue paOOTHUKH, MPUBIEKAaEMble K peaju3aluud 00pa3oBaTeIbHOM MPOrpaMMBl,
MOJYYaloT JIOMOJHUTENbHOE TNpodeccHoHanbHOe O0pa3oBaHHEe IO MporpaMMaM  MOBBIIICHUS
KBaJIM(UKAIMY, B TOM 4ucie B (OpMe CTaXUPOBKM B OpPraHU3alMsIX, HalpaBiIeHHE NEATEIbHOCTH
KOTOPBIX COOTBETCTBYET 00JacTH, He pexe 1 paza B 3 roja ¢ ydyeToM pacIIMpeHHs CHEeKTpa
pohecCHOHATBHBIX KOMIIETEHLIUH.

Jlonst megaroruyeckux pabOTHUKOB (B MPHUBEIEHHBIX K 1IE€TOYUCICHHBIM 3HAaYEHUSM CTaBOK),
o0ecreuynBarIuX OCBOCHHE OOy4yaroIMMUCS] NPOPECCHOHATIBHBIX MOAYJEH, HMMEIOIMX OIbIT
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NeSITeIbHOCTH HE MEHEe 3 JIET B OpraHu3allusX, HalpaBJieHUE JACITEIbHOCTH KOTOPBIX COOTBETCTBYET
obnmactu TMPOoPEeCcCCHOHATBHON JEATeTbHOCTH, B OOIIEM YHCIIE MeJarormueckux paOOTHUKOB,
peaTM3yoIMX MPOrpaMMbl TIPOPECCHOHATBHBIX MOIYJICH 00pa30BaTeNIbHOM MPOrpaMMbl HE MeHee 25
MPOIIEHTOB.

6.5. TpeOGoBaHuUsI K NPAKTHYECKON NMOATOTOBKE 00y4aIOIINXCS
[IpakTHyeckass MOArOTOBKA IpH peanu3alud o0pa30BaTENIbHOM IMpPOrpaMMbl CpEIHEro
npoeCCHOHATBPHOTO O00pa3oBaHMs HANpaBieHAa HAa COBEPIICHCTBOBAHWE MOJAETH IPAKTHKO-

OPUEHTUPOBAHHOTO  OOyueHHs,  ycwieHue  posn  paboromaresied  NpU  MOATOTOBKE

KBAJTM(HUIUPOBAHHBIX ~ PabOYMX, CHyXKAaUX MyTeM paCcIIUpEeHUs KOMIIOHEHTOB  (4YacTeid)

00pa30oBaTeNbHBIX IMPOrpamMM, MNPEAYCMAaTPUBAIOIIUX MOJICIUPOBAHUE YCIOBUM, HEHNOCPEICTBEHHO

CBSI3aHHBIX € Oynymieil mpoecCHOHANBHOW AEATENIFHOCTRIO, a TaKKe OOECIICYCHHUs YCIOBUH JUISA

NOJy4YeHUsT OOy4YaroUIMMHUCSH MPAKTUYECKHMX HABBIKOB M  KOMIIETEHLUH, COOTBETCTBYIOLIMX

TpeOOBaHUSM, MPEIBABIIEMBIM PA0OTONATENSAMH K KBATH(UKAIUAM pabounX.

OO0pa3oBarenbHas 1€ATEIbHOCTh B (JOPME IPAKTUYECKOH MOATOTOBKU:

— peanu3yercs Mpu MPOBEICHUH IMPAKTUUECKUX U JJa0OPATOPHBIX 3aHATUH, BBIIIOJIHEHUN KYPCOBOTO
IIPOEKTUPOBAHMUS, BCEX BUI0B IPAKTUKHU U UHBIX BUJOB YU€OHOU JEATENbHOCTH;

— IpeLyCMaTpUBacT JEMOHCTPALMIO IPAKTUYECKMX HAaBBIKOB, BBINOJIHEHUE, MOJICIUPOBAHUE
00y4aroIUMUCS OIpPEJIeJIEHHBIX BUI0B Pa0dOT Ul pellieHHs] MPAaKTUYEeCKUX 3a/ay, CBSI3aHHBIX C
Oynymeil npodecCHOHATBHON JIEATeTLHOCTRIO B YCIOBHUSX, MPHOIIKEHHBIX K PEaTbHBIM
IIPOU3BOJICTBEHHBIM;

— MOXET BKJIIOYaTh B ce0sl OTHeNbHbIE JIEKIUMH, CEMHUHAapbl, MacTep-KiIacchl, KOTOpHIE
npeaycMaTpuBalOT Imepefady oOydarouuMmcs YydyeOHOM uHpopMmanuu, HEoO0XOAUMOW Ui
MOCJIEAYIOLIETO BBIMOIHEHNS paboT, CBSI3aHHBIX ¢ Oyay1iel npodhecCHOHAIbHON NesSTEIbHOCTBIO.

[IpakTHyeckas MOJArOTOBKA OpraHuM3yercs B  y4YeOHBIX, Yy4e€OHO-TIPOM3BOJICTBEHHBIX
1a0opaTopusX, MaCTEPCKUX, YIEOHBIX MOJMIOHAX, YUeOHBIX 0a3ax MPaKTUKU U MHBIX CTPYKTYPHBIX

NoJpa3/ielieHusiX 00pa30BaTeIbHOM OpraHu3alud, a Takke B CHEIHaTbHO 000PYIOBAHHBIX

NOMeIIEeHUAX (pabounx MecTax) NpoUIbHBIX OpraHU3alMii Ha OCHOBAHUU JIOTOBOPa O MPAKTUYECKOI

MOJIFOTOBKE OOYYaroIIMXCs, 3aKII0YaeMOro Mexay oOpa3oBaTelbHON OpraHuzanveil U npouiIbHON

OpraHu3alei, oCyIecTBISIOmeN AeITeNbHOCTh 10 MPO(QMII0 COOTBETCTBYIOLIEH 00pa3oBaTeNbHON

POrPaMMBI.

PesynbpTaThl 0OCBOGHUS 00pa30BaTeNbHOI MPOrpaMMBbl (€€ OTJENbHBIX YacTel) OLIEHUBAIOTCS B
paMKax TEKYIIero KOHTPOJS YCIEBA€MOCTH, HPOMEXYTOYHOM W TOCYJIapCTBEHHOM MTOrOBOM
aTTECTALINN.

7 PA3JIEJL. ©®OPMHUPOBAHUE OHEHOYHBIX CPEACTB JJIA ITPOBEJEHU ST
IF'OCYJAPCTBEHHOU UTOI'OBOU ATTECTAIIUU

l'ocynapcTBeHHast UTOrOBasi aTTECTAIMsl TPOBOJIUTCSA B (DOpME TEMOHCTPAIMOHHOTO YK3aMeHa
Y 3aIUTHI JUTIJIOMHOTO MPoeKTa (paboTsl).
Onenounsle cpencTra i npoeneHus [ A npusenens! B npunoxenun /1.
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8 PA3JIEJL. PASPABOTUMKHA OCHOBHOM OBPA30OBATEJBLHOM ITPOI'PAMMBI

I'pynna pa3padoTunkoB

®amunus Umst
JIOJKHOCTh Ob6nactp pa3paboTKu
OTtyecTBO
ObyxoBa E.A. 3aBeqyIoNii CEKTOPOM Pazpabotka YII, popmupoBanue , pazpaboTka
MPOEKTUPOBAHUS U PII
pazpabotku OIT
Mansimena E.E. 3amectutens aupekropa o | CormacoBanue Ol
Pa3BUTHIO
Mapxkos P.M. 3aBenyroumii oraenenueM | Paspaborka u cornacoBanue Ol
I'pe6ueBa H.B. PykoBogurens ornena O/1 CornacoBaHue yueOHOro IjaaHa
Kanuna T.I'. Meroauct dopmuposanue u pazpadorka PIT mukina CT'
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9 IPUJIOXKEHUS

MNPUJIOXKEHMUE A. IIporpamMmMbl npo(ecCHOHATBHBIX MOAYJIei

PABOYASA ITPOI'PAMMA NTPO®PECCUOHAJIBHOT'O MOAYJIA

IIM.01 Texnonocuueckoe conpogoxcoenue yu@dposusayuu cucmem 0OKyMeHmayuu

COIEPKAHUE
1.  Tlacmopt pabGodeit mporpaMmbl yaeOHON AUCITUTUTMHBI
2.  CrpykTypa u coiepKaHue yueOHOU JUCIUILTHHBI
3. VYcnoBus peasin3anuy yaeOHON TUCIIUTUIAHBI
4.  KoHTponb ¥ OlleHKa pe3yabTaTOB OCBOCHHUS YUeOHOU JUCIUILTUHBI
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1. MACIIOPT PABOYEM IPOI'PAMMBI IPO®ECCUOHAJBHOI'O MOAYJIA
IIM.01 TexHoJsiorHYecKO€e CONPOBOKIeHHE NMPPOBU3ALMU CHCTEM JOKYMEHTAUM

1.1. Obs1acTh IPpUMEHEHHS] TPOTPAMMBI

Pabouas nporpamma npodeccronansroro moaynst [IM.01 TexHnonorndeckoe cOnpoBoXKACHUE HU(PPOBU3AIMNA CUCTEM JTOKYMEHTALUH SIBIISIETCSI YaCThIO
OCHOBHOH TpodeccHOoHaNbHON o00pa3zoBarenbHON mporpamMmel B cootBeTrcTBHH ¢ PI'OC CIIO mo cnemmansHocTH 46.02.02 ObecneueHue
TEXHOJOTUYECKOTO COMPOBOXKIEHHUS HU(GPOBOH TpaHcHOpMALUU JOKYMEHTUPOBAHHBIX c(ep IesATEeNbHOCTH BXOIAIIEH B YKPYIMHEHHYIO TpPYIITY
cnenuanbHoctei 46.00.00 Mcropus u apxeosorus

1.2. Ileau 4 IJIaHUpPYeMble pPe3yJbTaThl 0CBOEHHUS NPO(ecCHOHATBLHOI0 MOAYJIsS

1.2.1 C menpio OBIaJCHHS YKa3aHHBIM BUIOM TNPO(ECCHOHATBHON EATEIHPHOCTH U COOTBETCTBYIONUIUMHU MPO(PECCHOHATBHBIMUA KOMIIETCHIIMSIMHU
oOyJarouiicsi B Xoie OCBOCHHUS MPo(ecCHOHATBHOTO MO IOJKEH:

HaBbixkn

=

Hw

Nnentudukanum CTpyKTypUpPOBAHHBIX JaHHBIX, MOCTYMAIOMIUX M3 BHEIIHUX HCTOYHUKOB MH(OpMALMM i1 JOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTH OpraHU3aIUH.

W3BneueHus: CTpyKTYpUpPOBAaHHBIX JAHHBIX, MOCTYMAIOMIUX M3 BHEIIHMX HCTOYHMKOB MHQOpPMAIMM JUIs TOKYMEHTHUPOBAHHBIX chep
JESATEIIBHOCTH OpPraHu3aluu.

KoHTpo:1s1 KOppEKTHOCTH 3arpy’KEHHBIX CTPYKTYPUPOBAHHBIX JAaHHBIX JTOKYMEHTUPOBAHHBIX c(ep AesSTEeIbHOCTH OpraHu3aliu

@®opMUPOBaHUS CTPYKTYPUPOBAHHBIX JTAHHBIX U META/IaHHBIX JIOKYMEHTHPOBAHHBIX C(ep AesITeIbHOCTH OpraHU3allii B COOTBETCTBUU
¢ TpeOOBAHUAMU METaMOJIENH JTAaHHBIX

KoHTpoNs KOPPEeKTHOCTH 3arpy’KeHHBIX CTPYKTYPUPOBAHHBIX JaHHBIX W METaJaHHBIX JOKYMEHTHPOBAHHBIX chep AesATeIbHOCTH
OpraHu3auu

Hactpoliku BHyTpeHHUX CBs3el MKy MHPOPMALMOHHBIMU OJIOKaMU/ CTPAaHUIIAMHU B CUCTEME YIIPaBJIEHUs] KOHTEHTOM

Hanonnenust nndopMainoHHbIX 0a3 TaHHBIX JOKYMEHTHPOBAaHHBIX cep AeATeIbHOCTH OpraHU3al[Mi M OCYIIECTBIISTh KOHTPOJIb UX
BEJICHUS

KoHTpoisi KOPPEKTHOCTH 3arpyKEHHBIX CTPYKTYPHUPOBAaHHBIX JIaHHBIX W METAJaHHBIX JOKYMEHTHUPOBAHHBIX cQep AeATeIbHOCTU
OpraHu3aluu

Knaccugukanum M MHAEKCUPOBAHMM CTPYKTYPHPOBAHHBIX JI@HHBIX M METAJAHHBIX JOKYMEHTHPOBAHHBIX cdep IesTelbHOCTH
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OopraHu3aIu

10. dopmanu3alMi ¥ HOPMAIU3allUUd CTPYKTYPUPOBAHHBIX JAaHHBIX M METAJaHHBIX JOKYMEHTHPOBAaHHBIX cdep HeATeIbHOCTH
OopraHu3aIu

11. HomunansHoi, mpeaMeTHONH U XpOHOJOoru4eckas KiacCu(UKALUU CTPYKTYPUPOBAHHBIX JTaHHBIX M META/IaHHBIX JOKYMEHTHPOBAHHBIX

chep AeITEIBHOCTA OpraHu3aIuu
12.  PacnpepencHus CTPYKTYPUPOBAHHBIX IAaHHBIX U METAJIaHHBIX 10 HOMEHKIIATYPE e, IPUMEHSIEMOW B OpTaHU3aIlH

13. [TpoBepkH CPOKOB IEHCTBHUS U XpaHEHUS CTPYKTYPUPOBAHHBIX JaHHBIX JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OpraHn3aIliH

14. Benenus peectpa 10KyMEHTUPOBAHHBIX chep NeATeTbHOCTH

15. KoncynbrupoBanust pabOTHUKOB OpraHU3aIMK 10 HUPPOBOK TpaHCHOPMAITUN TOKYMEHTUPOBAHHBIX chep AesITeTbHOCTH

16. [Ipuema mocTymnaronux 3ampocoB paOOTHUKOB, UX HU3YYEHHE, BbIIaYU PEKOMEHIAIMI M pPa3bsSCHEHUH MO TUIHYHBIM OOpaIlIeHUSIM
pabOTHHMKOB OpraHM3aluMyd O TMporeccax UPpPoBOH TpaHCcHOpMAIMH JTOKYMEHTHPOBAHHBIX CQep esATeTbHOCTH OT pabOTHHKOB
OpraHu3aIuu

17. [IpoBeneHuss MHCTpyKTaka pabOTHUKOB OpraHU3aIMH 10 BBITOJHEHUIO QYHKIUN nudpoBoi TpaHchopMaluu AOKYMEHTHPOBAHHBIX
cdep nesTeNbHOCTH

18. [ToaroToBkn y4eOHBIX M METOJIWYECKMX MATEPHAIOB, IMPE3CHTAMN MO HU(PPOBON TpaHChOpMAIUU JOKYMEHTHPOBAHHBIX cdep
JESATEIIBHOCTH

19. [ToaroToBkM NpeanokeHUi MO ONTHUMM3AIMK MPOLECCOB IUPPOBOI TpaHCHOpMaAMU JOKYMEHTHPOBAHHBIX C(ep IesATeNbHOCTH Ha

OCHOBAHHWHU THITMYHLIX 3aIIPOCOB pa6OTHI/IKOB OopraHu3alnun

YMmeTn

V.1 [lonb30BaTbest epcOHANbHBIM KOMIIBIOTEPOM U €T0 NMepUEepUIHBIMU YCTPOHCTBAMHU, OPTTEXHUKOM.

V.2 Hcnonb30BaTh CleMUaln3UpOBaHHbIE MTPOTPAMMHBIE MPHIIOKEHUS U WH(POPMAIIMOHHO-TEIEKOMMYHUKALIMOHHYIO ceTh "HHTepHer" s
BBITIOJTHEHHS pabounx 3a71a4 UG poBoi TpaHchopMaIuu JOKyMEHTHPOBAHHBIX Cep eATeTbHOCTH OPraHU3aluN

V.3 PaboTatk ¢ 0OJIBIINM MaCCUBOM CTPYKTYPUPOBAHHBIX JIAHHBIX JOKYMEHTUPOBAHHBIX Cep ACATEIbHOCTH

V.4 Tlpumensat MetoAbl paboThl ¢ (QopMaMH, 3JIEKTPOHHBIMH TaONWIIaM{, AAHHBIMH M METaJaHHBIMU JOKYMEHTHUPOBAaHHBIX cdep
JEATENIBHOCTH OpraHu3aluu

V.5 OO6pabarbiBaTh pacTpoBble U BEKTOPHbIE H300pa)xeHHs B TpadUUecKUX peJaKkTopax: MacHITadupoBaTh, KaJpUPOBATh, H3MEHSTh
paspelieHne 1 NalIuTpy, KOMIOHOBATh N300paKEeHHS

V.6 CucrematusupoBaTh CTPYKTYpPUPOBAHHBIE JAaHHBIE U METa/JlaHHbIE JIOKYMEHTUPOBAHHBIX CQEp NeATENbHOCTH OpraHu3aluu Ul
WCII0JIb30BaHUs U XpaHEHUS

V.7 PaboTath ¢ TEKCTOBBIMH pEAaKTOPAMH

V.8 IIpuMeHsTh TEXHOJOTHH pa3MeleH sl U Tiepeiau nHpopManuy B HTHOOPMAIIMOHHBIX CUCTEMaX-
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V.9 Hcnonb30BaTh MOMCKOBBIE CUCTEMBI HH(OPMAIIMOHHO-TEJICKOMMYHUKAMOHHOM ceTH "MHTepHeT"

V.10 IlpoBoauTth JIOrM4eCKyr0 OOpabOTKY CTPYKTYpHUPOBAHHBIX JAHHBIX M METAJaHHbIX JIOKYMEHTHPOBAaHHBIX c(ep IesATeIbHOCTH
OpraHu3aluu

V.11 ®opmupoBaTh UH(GOPMAILIMOHHBIE OOBEKTHl M3 MPEIOCTABICHHBIX CTPYKTYPHUPOBAHHBIX JAHHBIX U METaJaHHBIX TOKYMEHTHPOBAaHHBIX
chep AeITEIBPHOCTA OpPraHu3aIuu

V.12 OueHuBaTh MOJHOTY M JOCTATOYHOCTb CTPYKTYPHUPOBAHHBIX JAHHBIX M METaJaHHBIX JIOKYMEHTHPOBAHHBIX CQep AeATeIbHOCTU
OpraHu3aluu

V.13 Hcnonp30BaTh ClieNUaTIU3UPOBAHHBIC MPOrpaMMHbIE NPUIOKEHUS U UHPOPMALMOHHO-TEJIEKOMMYHUKAIMOHHYIO ceTh "MHTepHet" s
BBINTOJIHEHHS pabounx 3a1a4d HUPPOBOH TpaHCHOPMALIUHU TOKYMEHTHPOBAHHBIX cep NesTeTbHOCTH OpraHu3alun

V.14 [IpoBoANTh MHBEHTAPU3ALIUIO CTPYKTYPUPOBAHHBIX JAHHBIX U METaJIaHHBIX JOKYMEHTUPOBAHHbBIX Cep AeATeIbHOCTH OpraHU3allH
V.15 ®opmupoBaTh OTYETHOCTD 10 YUETY M XPAaHEHHIO CTPYKTYPUPOBAHHBIX TaHHBIX U METAIaHHBIX JOKYMEHTHPOBAHHBIX cep
NeSITeIbHOCTH OpraHU3aIH

V.16 PabGotarb ¢ uH(pOpPMAlMOHHBIMU cHCTEMaMU U 0a3aMM CTPYKTYPHUPOBAHHBIX JaHHBIX M METAJaHHBIX JTOKYMEHTHPOBAHHBIX cdep
JESATEIIBHOCTH

V.17 KnaccuduuupoBaTb 1 OTBE€YATh HA TUIIMYHBIE 3aIIPOCHI pAOOTHUKOB

V.18 CornacoBbIBaTh pelIeHHe HETUITUYHBIX 00OpalleH!il pabOTHUKOB CO CIIEUATIMCTAMU COOTBETCTBYIOLINX MOAPa3/IeIEHUI OpraHu3aluu
¥.19 KoppektupoBatb CBOM JIEHCTBUS B COOTBETCTBUH C YCIOBUSIMHU CUTYaI[UU

3HaTh

3.1 TexHUKO-’KCITyaTallHOHHbIE XapaKTEPUCTUKU, KOHCTPYKTUBHBIX 0COOEHHOCTEH, Ha3HAUCHHS U PEXKUMOB pabOThl 000pyI0BaHMS, TPABUI
€ro TEXHUYECKOM IKCIITyaTaluu

3.2 TexXHOJIOTUN aBTOMATU3UPOBAHHON 00pabOTKM HH(POPMAIIUK TOKYMEHTHPOBAHHBIX C(ep AesITeTbHOCTH OpraHUu3aIliH

3.3 Bujbl 35IeKTPOHHBIX HOCUTENEH HHPOpMAIIH

3.4 Metozp! K1accupUKAMKA U KOJUPOBAHUS HH(POPMALUK JOKYMEHTHPOBAHHBIX C(ep AeATEIIbHOCTH OpraHu3auu

3.5 CranaapThl, CUCTEMBI CUMCIIEHHUS, ITU(PPHI U KOJbI JOKYMEHTUPOBAHHBIX cep NeATEIbHOCTH OpraHu3aluu

3.6 IIpuHLIMIIBI OpraHu3ai HHPOPMAIIMOHHBIX 0a3 JTaHHBIX

3.7 OCHOBBI KOMITBIOTEPHOM rpa@uKu, METOABI IPECTaBIeHUs U 00paboTKU rpaduyeckoil nHGOpMauu

3.8 TpeboBaHus K XapaKTepUCTUKaM N300paKeHUH NpU pa3MeIIeHUH Ha BeO-caiiTax.

3.9 Texaudeckue cpencra coopa, 00padOTKU U XpaHEeHHs] HHGOPMAITIHI

3.10 CrpykTypy OpraHm3ali U MOpsAKA pacHpelesIeHUs MOJHOMOYMM MEXIy €€ CTPYKTYPHBIMHU MOAPA3ACICHUSIMH U JTOJKHOCTHBIMHU
JIULIAMU

3.11 IlpuHnmne! pa3rpaHUyeHHs IpaB JOCTyna K MH(opMarmu, odecriedeHrnss HHPOPMALMOHHOM O€301TaCHOCTH
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3.12 TlpuHIMIBI W METOIBI YIOPAAOYCHUS CTPYKTYPUPOBAHHBIX HaHHBIX M METAJaHHBIX JOKYMEHTHPOBAHHBIX cdep IesSTeTbHOCTH
OpraHu3aly U MHPOPMALIMOHHBIX ITOKa3aTeslel OpraHu3aluu

3.13 Kpurepun OLEHKM KadyecTBa BBINOJIHEHUS PYYHBIX M ABTOMATH3UPOBAHHBIX OINEpalUil 10 HACHTU(UKAIUN U HU3BJICUCHHIO
CTPYKTYPHUPOBAHHBIX JJAHHBIX U METaJaHHBIX JOKYMEHTHUPOBAHHBIX c(hep NesATeTbHOCTH OpraHu3aluu

3.14 TpebOoBaHUs OXpaHbI TPY/IA U IMOKAPHOW 0E€30MTaCHOCTH

3.15 3akoHopaTenbHble U HOPMaTUBHBIE MIpaBOBble akThl Poccuiickoilt denepanyu B 001acTH yrnpaBieHUs JOKYMEHTAMH, apXHBHOI'O Jiena,
uHpopManuu, HHHOPMAIIMOHHBIX TEXHOJIOTHH 1 3aIIMTHl THPOPMALIMH, IEPCOHATBHBIX JaHHBIX, HU(POBOH TpaHCHopMaIiu

3.16 Crnenuanu3upoBaHHOE [TPOrpaMMHOE obecrieueHue i mpuemMa, o0paboTKH U perucTpanuu oopaiieHnii paboTHUKOB

3.17 BHyTpeHHUE CTaHAAPTHI U METOAMYECKHIE JOKYMEHTHI 110 00paboTKe 3arpocoB pabOTHUKOB

3.18 JlokanbHble HOPMATHBHBIE INPABOBbIE aKThl, METOAMYECKHE JOKYMEHThl OpraHu3alMy I10 BONPOCAM YIIPaBJIEHUS IOKyMEHTaMH M
nporeccam nudpoBoi TpanchopManK JOKyMEHTHUPOBAHHEIX Cep NeATEITBHOCTH

3.19 IlpaBuna neaoBoro oOIIEHUS U PEUEBOT0 ITUKETA

3.20 CriocoObI 1 KaHaIbl HHGOPMHUPOBAHMS pAOOTHUKOB OpPraHU3alUN

3.21 IlpaBuna cobntoaeHust nHPOPMAIIMOHHOMN 0€30MacHOCTH

3.22 [loHsTHE KOMMEPUYECKON TailHBI

3.23 IlpaBuia 1e710BOI MEPENUCKU ¥ MUCbMEHHOTO ITHKETa

3.24 Opranu3allMOHHON CTPYKTYphI U (pUTMaoB OpraHu3aluu

3.25 Ilops 1ok B3aMMOAEMCTBHSI CTPYKTYPHBIX ITOAPA3JIEICHUNA OpraHu3aluu

1.2.2. Pe3ynbTaToM OCBOEHUS MPOTPAMMBI IPO(ECCHOHATEHOTO MOYJIS SIBIISICTCS OBIAJICHHE 00YYAIOIIUMICS BUAOM MPO(HeCcCHOHATBEHON NeATeThHOCTH
OCYIIECTBIIATH Pa3paboTKy U KOMITBIOTEPHOE MOJICITUPOBAHNE FJIECMEHTOB CHCTEM aBTOMATH3AIUH C YYETOM CIeIU(DPHKU TEXHOJIOTHUSCKUX MPOIECCOB, B
oM uucie npodeccnonansubiMu (I1K) u o6mmmu (OK) kommereHusaMu

Kon HaumenoBanue npogeccnoHaNbHbIX 00IMX KOMIIETEeHIH I

I1IK.1.1 | BeImonHATh py4HbIe U aBTOMATU3WPOBAHHBIE OINEPALMU MO WIACHTU(UKAIMHY U U3BJICUCHUIO CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX U3
BHEUTHUX MCTOYHUKOB MH(POPMAIUU 17151 JOKYMEHTHPOBAHHBIX cep AesITENbHOCTH OpraHu3aiuu

[1K.1.2 | ®opmupoBaTh MH(GOPMAIIMOHHBIE OOBEKTHI M3 MPEIOCTABICHHBIX CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX M3 BHEIIHUX HCTOYHHMKOB

nH(OpMalnY 1J11 JOKYMEHTUPOBAHHBIX cep NesTeIbHOCTH OpraHu3aluu
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I1K.1.3 | OcymecTBiATh py4HOE, aBTOMAaTU3UPOBAHHOE W/ WJIK aBTOMATHUYECKOE HAalOJIHEHUE HH(OPMAIIMOHHBIX 0a3 JaHHBIX U HACTPAauBaTh BHYTPEHHUE
CBSI3U MEKAY HH()OPMAITMOHHBIMU OJI0OKaMHU/ CTPAaHUIIAMHU B CUCTEME YIIPABICHHS] KOHTEHTOM

[IK.1.4 | CucteMaTH3upoOBaTh CTPYKTYPUPOBAHHBIE JaHHBIE U METAaJaHHbIE JOKYMEHTHPOBAHHBIX C(ep AesATeIbHOCTH OPraHU3aliy Ul UCIIOJIb30BAHUS
U XpaHEHUs

ITK.1.5 | OcymecTBiATh KOHCYJIBTAMOHHYIO TOJIEPKKY PaOOTHUKOB OpraHU3allK B Iporeccax mudpoBoil TpaHCHOpMALUU JOKYMEHTHPOBAHHBIX
cdep esTeNIbHOCTH

OK 01 | BeiOupaTs criocoObl penieHus 3a1a4 npohecCHOHATbHON IeATEIbHOCTH, TPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM.

OK 02 | Mcronp30BaTh COBpEMEHHBIE CPEICTBA MOMCKA, aHATM3a M MHTEpIpeTanuyd HHPpOopMaui, 1 HHGOPMAIIMOHHBIE TEXHOJIOTHU JIJISl BHITIOJTHEHUS
3aJ1a4 Npo(ecCHOHANTBHOM NesITeIbHOCTH

OK 03 | IlnanupoBaTh M peaJin30BbIBaTh COOCTBEHHOE NPOPECCHOHATIBHOE M JMYHOCTHOE pa3BUTHE, IPEIIPUHUMATENbCKYIO JESITEIbHOCTh B
npodeccHOHABFHOMN cepe, NCTI0NB30BaTh 3HAHHSA 10 (PMHAHCOBOW TPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIHIX

OK 04 | DddexTnBHO B3aMMOICCTBOBATH M pabOTaTh B KOJUIEKTUBE U KOMaH/Ie

OK 05 | OcymiecTBasTh YCTHYIO U MHUCBMEHHYIO KOMMYHMKAIIMIO Ha TOCyAapcTBEHHOM si3bike Poccuiickoit denmeparuu ¢ y4eToM OCOOCHHOCTEM
COILIMAJIBHOTO U KYJIbTYPHOIO KOHTEKCTa

OK 06 | ITposiBIsATH Tpa’kAaHCKO-TIATPUOTUYECKYIO MO3UILIMIO, IEMOHCTPUPOBATh OCO3HAHHOE MOBEJICHHE HA OCHOBE TPAIUIIMOHHBIX 00IIEUeIOBEUYECKUX
[IEHHOCTEW, B TOM 4YHCIE C YYETOM TapMOHHU3AIlMH MEXKHAIIMOHAIGHBIX M MEXKPEIUTHO3HBIX OTHOIICHUH, MPUMEHSITh CTaHIAPTHI
AHTUKOPPYIIIMOHHOTO MOBECHMUS

OK 07 | ConeiicTBOBaTh COXpPaHEHHUIO OKpYXarolleld cpenbl, pecypcocOepekeHHI0, MPUMEHSATh 3HAHUS 00 M3MEHEHHHM KIUMarta, MPUHIIMIIEI
OepeKITMBOTO MPOU3BOJICTBA, 3(PPEKTHBHO IEHCTBOBATh B UPE3BBIUYANHBIX CUTYAITHIX

OK 08 | Mcronb3oBaTh CpeAcTBa (PU3MUECKON KYIBTYpPbI Ui COXPAHEHUS W YKPEIUICHHUs 3/10pOBbsS B Ipoliecce Mpo(ecCHOHANbHON AEATeNbHOCTH U
MoJIIep KaHusT HEOOXOIMMOTO YPOBHS (PH3NUECKOM MOITOTOBICHHOCTH.

OK 09 | Ilonb3oBaThCs mpodeccHOHANbHOMN JOKYMEHTAIMEeNH Ha TOCYJapCTBEHHOM M MHOCTPAHHOM sI3bIKax
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1.3.Kosim4ecTBO 4aCOB HA OCBOEHHE NMPOrPaMMbl NPOGecCHOHAIBHOT0 MOYJISA:

Y4yeOHasi Harpy3ka o0y4awimmxcs (4ac., Hell.)

Harpy3ka Bo B3auMoO/IeiiCTBHH ¢ NpenogaBaTeseM, 4ac.

B T.4.
Oo0bem
Dopmbl
HaumeHoBanue A 06p330BaTe.TIBHO cCaMoOCTOsITe/ILbHAA BCEro
it Harpysku padora 3AHATH | TeopeTHueckoro g;glff;igfl‘:;e B’;;};’f;;“ﬁ“e —
171
00yueHms 3aHATHUS paboThI
MK 01.01. 2 236 8 222 120 80 20 2
TexHonornueckoe
COIPOBOXKIECHUE
nudpoBu3an
CHUCTEM
JIOKYMEHTAlNU
VII.O1 VYueOHas -3 36 36
MIPAKTUKA
[I1.01 A3 72 72
[IpousBoacTBeHHas
TIPAKTHKA
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ITM.00

MEXAaTPOHHBIX
CHUCTEM

Coopka,
NMPOrpaMMHUPOBAaHU
e U IYCKO-HAJAIKa

)|

2 CTPYKTYPA U COAEPKAHUE ITPO®ECCHUHOHAJIBHOT'O MOAYJISA
2.1 Crpykrypa npodeccuoHaJILHOr0 MOAYJIst

3aHsATHS BO B3aMMO/IeliCTBUY C MpenojaBarejieM, yac., Hejl.

Ooyuenue no MJIK, B uac.,

IIpakTuxku, HEx.

Koawbl HanmenoBanus -

OM3BO/ICTBEHHAsI
npodeccHoHAIBHBI | Pa3/iesioB O0bem Beero JIaGopaTopHbIX P 2 CamocrosiTeJIbHAS
X U o0mux | npogeccnonansHor | OII TeopeTnueckoro - (ecnu pabdora
KOMITeTeH I 0 MOIYJIsl 00yuenus NpPaKTHYECKHX Yuebnasn npeoycmMompena

P paccpeoomoyeHHasl
npakmuxa)
1 2 3 4 5 6 7 8 9

IIK 1.1, TIK 1.2, TIK | Pa3xgensl 1. 236 222 120 80
1.3,I1IK1.4,1IK 1.5 TexHomorugeckoe
OK 1 -OK 7, COIIPOBOXKICHHE 8
OK 9 1 pOBHU3AIIH

CUCTEM

JIOKYMEHTAIuu

Bcezo: 470 430 228 190 - - -
Yuebuas npaxmuxa 36 36
Ilpouseoocmeennas npaxmuxa (no npoguiio 72 79

CneyuaIbHOCmu),

uacoes

(ecau
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npeoycmompena umoz086as

(KOHYEHMPUPOBAHHASL) NPAKMUKA)

2.2. TemaTn4yecKuil IVIaH U coJep:KaHue MPO(ecCHOHAIBLHOT0 MOYJIsI

AJOKYMECHTHPOBaAHUSA

Haumenoeanue pazoenos u mem Cooepotcanue yuednozo mamepuana, 1a00pamopHsvle padomol U NPAKMUYECKUE 3AHAMUS, Oovem
npogheccuonanvrozo mooyas (IIM), 6éHeayoumopHasa (camocmoamenbnasn) yueonas paboma ooyuarouwuxcs, Kypcoeas paooma | 4acoe/neoens
Mmexncoucyunaunapuslx Kypcos (M/[K) (npoexm) (ecnu npedycmompent)
1 2 3
M/K 01.01. TexHoaoru4yeckoe conpoBoskaeHne Nu(ppoBu3aunm CHCTEM JOKYMEHTANT 126/80
Pasnen 1. lludposas tpanchopmanus cucrem 1okyMeHTupoBanus. Unenrndukanus 1aHHbIX.
Tema 1.1 IlonsiTue 0 cucTemax Cooepocanue 16

[TonsiTHe O cucTeMax JOKYMEHTHUPOBaHHUA. TEKCTOBOE JOKYMEHTHPOBAHUE U JOKYMEHTHBIC
CUCTeMBbl JJIsl LMPPOBOM TpaHCPOpMAIMM TEKCTOBBIX JOKYMEHTOB. TeXHHU4eckoe
JTOKyMEHTUpOoBaHUe. J[OKyMEHTHbIE M aBTOMATHU3HPOBAaHHBIE CUCTEMBI IJI CO3IAHUS H
UICHTU(QUKAUN HAyYHO-TEXHUYECKOM JoKyMeHTauuu. @Poro-, ayauo- U  BUACO-
nokyMmeHTupoBanue. OCOOCHHOCTH CO3JaHUS U HACHTU(UKAIUHU JOKYMEHTOB. DOpMbI
OpeACTaBICHUA OOKYMCHTOB, CO3JaBa€MBIX PA3JIMYHBIMH cnocobamu JOKYMECHTHUPOBAHUA.
PexBusuThl, aTpuOyThl, MaHHBIE W METAJaHHBIE JOKYMEHTOB B pa3lMYHBIX CHCTEMax
nokymentupoBanus. Ilonarue o0 wunentudukanuu gokymeHToB. Kiaccudukaropel u
CIPAaBOYHHUKHU ISl WUACHTU(PHUKAIIMM JOKYMEHTOB, CO3JaBacMbIX B PA3JIMYHBIX CHCTEMaxX
JNOKYMEHTUpOBaHudA. MneHTudukanus cucTeM AOKYMEHTHpOBaHUS (MH(OPMAaLMOHHBIX
cucteMm) opranuzanuu. JIokaabHbIe HOPMAaTHBHBIE aKThI O JOKYMEHTUPOBAHUU HAIPaBJICHUN
ACATCIIBPHOCTH U (bYHKIII/Iﬁ opranuzanun (HO.]'II/ITI/IKa YHpaBJICHUSA JOKYMCHTaMH, IMOJTHUTHKA
yIpaBICHHUS JaHHBIMH U METAJaHHBIMHU, MOJOXKEHHS O JOKYMEHTHBIX/MH(POPMAIIMOHHBIX
CUCTEMax, peecTpbl UHPOPMAITMOHHBIX CUCTEM H T.II.)

16
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Temamuxka npaKkmuu4ecKux 3aHamMull

[IPNel | IIpoaHanu3upoBaTh PEKBU3UTHI, aTpUOYThl U METa/IaHHbIE TEKCTOBOI'O JTIOKYMEHTA
u O(QOPMUTH €ro SJIEKTPOHHYIO PpEruCTPalMOHHYI0 KapTouky (pabora B
KOHKpPETHOW JOKyMEHTHOM cucreme). [IpoananusupoBaTh peKBU3UTHI, aTpUOyTHI
U MeTajaHHble  (OTOJOKYyMEHTa ¥ O(OPMHUTb  €ro  3IEKTPOHHYIO
PEruCTpallMOHHYIO KapTOUKy (paboTa B KOHKPETHON JOKYMEHTHOW CUCTEME).

[IPNe2 | IIpoananu3upoBaTh PEeKBU3UTHI, aTPUOYTHl M METaJaHHbIE AJIEKTPOHHOTO 0Opasa
JOKYMEHTa ¥ O()OPMHUTH €Tr0 JIEKTPOHHYIO PETUCTPANMOHHYIO KapTOuKy (padbota
B KOHKPETHOW JJOKYMEHTHOU CHCTEME).

Tema 1.2. YnpasiieHue 10KyMeHTaMM,
JAHHBLIMH M MeTAAaHHLIMH

Cooeporcanue

16

JIoKyMeHThI, MHQOpMaLUs, JaHHbIE W METaJaHHble KaK aKkTUB opraHuzanuu. OCHOBHbIE
MOHSITHSL M OTIpe/IeTICHUs (laHHbIe, OOJIBIINE TaHHbIE, TOCYAapCTBEHHBIE TaHHbIE, IM(PPOBOI
noptpet/obpas, 1mdposoit cnen). [lonmuTHkM ynpaBiaeHUs AOKYMEHTaMH, ITaHHBIMU U
MeTafaHHbIMU. OCHOBHBIE HANpaBiICHUs] JAEATEIBHOCTH M (QYHKIMM OpraHu3alid B
mudpoBoil  omepanuonHo  mogmenu. [Ipomeccsl  umdpoBoil  TpaHchopmanuu B
JOKYMEHTUPOBAHHBIX cdepax JeATeIbHOCTU. OTambl MPOLECCOB TpaHCHOpMAIUU.
JIOKyMEHTHBIE CUCTEMBI U 3JIEKTPOHHBIA JOKYMEHTOO00POT. OTBETCTBEHHOCTD 3a MPOLIECCHI
nu(ppoBHU3aALUHN JOKYMEHTHPOBAHHBIX Cep AeATeIbHOCTH, POJIM OTBETCTBEHHBIX U IpaBa
noctyna. MnaeHTudukanuss AaHHBIX M METaJaHHBIX B CHCTEME YIPABICHHS IpaBaMu
noctyna. JlokyMeHT B mpoleccax LudpoBoi TpaHchopMmalnuu JOKYMEHTUPOBAHHBIX cdep
JesITeNbHOCTH, (paiiioBas U peectpoBas (opMbl NpeacTaBieHus. [IpUHIMNBI yIpaBIeHUS
AIIEKTPOHHBIMU JIOKyMeHTaMu. POpMUpOBaHUE JTOBEPEHHOI Cpellbl, JeJIerupoBaHHUE MpPaB
MOJINUCAHUS, YIEKTPOHHBIE MTOANNUCH, IOPUINYECKAs 3HAYMMOCTD 3JIEKTPOHHOTO JOKYMEHTA.
WNnentuduxanus peKBU3UTOB, aTpUOyTOB U META/IaHHBIX B JOBEPEHHOH Cpe/ie.

16

Temamuka npakmuyueckux 3aHAmuil

IIPNe3 | TIpoananusupoBaTh IOKyMEHT CHCTEMbI OPraHH3ALHOHHO-PACIIOPSINTEIBHON
JOKYMEHTAIlMU, COCTaBUTh CXEMYy €ro HUICHTU(PUKAIMOHHBIX PEKBU3UTOB,
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

PCKBU3UTOB YIIPABJIICHUA JOKYMCHTAMH, HOAHHBIX W MCTAaJaHHBIX O q)OpMC
NPEACTABICHUS U TEXHUIECKUX METaIaHHbIX (Ha OCHOBE KOJUICKIIUH TOKYMEHTOB,;
Tabnuia B JIF060oM dopmaTte)

Tema 1.3 UaenTudguxanus u
HCII0JIL30BAHNE METaJAHHbBIX

Cooeporcanue

CTPYKTypI/IpOBaHHI)Ie JaHHBIC 1 MCTAJaHHBIC B CXEMaX ONIMCAaHHA KOHTCKCTA, COACPIKAHUA U
CTPYKTYpBl JOKyMeHTa. MJeHTH(HUKAIMOHHBIE JaHHbIE W METaJlaHHBbIC JOKYMCHTA.
Pa3paboTrka cxem meragaHHbBIX. MeTajaHHble 00 yIpaBJIeHUU TOKYMEHTAMU, IPUMEHsEMbIE
B opraHuzanuu. MaeHTHduKanus AaHHBIX M METAJaHHBIX i1 (YHKIUH M OIepalu,
MPOBOAMMBIX B 3JIEKTPOHHOH (hopme. MmeHTH(UKANMOHHBIC NaHHBIC M METaJaHHBIC IS
onucaHusi WHPOPMAIMOHHOTO pecypca. MeTanaHHble Ui TPOCKTHPOBAHUS CHCTEMbI
YIpaBJICHUA IIpaBaMUu JOCTYyIIA. Hcnonb3oBanue MCTAaJaHHbIX, YPOBHU HUX INPHUMCHCHUA.
WNnentudukanus MeTaJaHHBIX OJHOTO JOKYMEHTa, KOMILJIEKCA JOKYMEHTOB, MOJICHCTEMBI
JOKYMCHTAIHU. I/IIIGHTI/Iq)HKaHI/ISI MCTaJaHHBIX B IMPOHOECCEC CO3AaHusA JOKYMCHTOB U
oTpesieNieHUs] UX KOHKPETHBIX 3HaYeHWH (MMEeHa, ONHCaHWs 3HAYEHUI MeTaJaHHBIX U BBOJ
KOHKPCTHBIX 3Ha‘ICHI/II>'I). MCTaI[aHHI)IC, H€O6XO)II/IMI)I€ AJid CO3JaHus CUCTEMBI YITPABJIICHHUA
JOKyMEHTaMH B OpPraHU3allMOHHOM W WH(OPMAIMOHHOM acmekTax (mo TpeOoBaHUSIM
HalroHanbHOTO cTanaapra 15489-1 u crannapros cepun MCO 30300).

Temamuka npakmuyueckux 3auAmuil

1IPNe4 [Ipoananu3upoBath KIacCU(UKATOP OCHOBHBIX HAMPABICHUA JESITEIHHOCTH
opranm3anu (BOMPOCOB W YYAaCTKOB JESATENBHOCTH) W HISHTH(UIIUPOBATH
MeTaJlaHHbIE, UCIOJIb3yeMble B JOKYMEHTHOH (MH(OPMAIMOHHOM) CHCTEME Kak
MeTa/IaHHbIE JIJIS IeJIOBBIX onepanuii (Ha OCHOBE KOJUIEKIIMU KIACCU(UKATOPOB).

IIPNe5 | Ha ocnoBe cxembl MeTaiaHHBIX OTIpEICITUTh UACHTH(DHUKAIIMOHHBIC METaJaHHBIC O
CpPOKax XpaHEHHs,, OTBETCTBEHHOCTH 3a OOECIEUeHUU COXPAHHOCTH U
VHUYTOXKCHHH JOKYMEHTOB (HAa OCHOBE KOJUICKIIMM JIOTHYECKHUX CXEM
METaJIaHHBIX ).

16
16

4
2
2

Pa3nea 2. [lu¢gpoBasi Tpanchopmanusi JOKyMeHTa
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

Tema 2.1. Texnosiorun o6padoTKN
TEeKCTOBOM MH(pOpMaLHHU

Cooepicanue

16

CtpykTypa AOKYMEHTa B THUChbMEHHOW OymMakHOW Qopme. PeKBU3UTBI M MeTaJaHHBIE
3aroJIOBOYHOM, coiep)KaTeabHOM ©  oQOpMIISIIONIEH dYacTe JOKyMEHTa CHCTEMBI
OpraHU3alMOHHO-PACIOPAAUTENbHON JOKyMeHTaluu. CTpYKTypa 3JIEKTPOHHOIO IOKYMEHTa
CUCTEMBl OpPraHH3aAIMOHHO-PACTIOPATUTENILHON JOKYMEHTAlUM B JOKYMEHTHOW CHCTEME
opranuzauu (COJ1). MetananHble JIOTMUECKON CTPYKTYpbl M METaJaHHbIE TEXHUYECKOU
CTPYKTYpbl IOKyMeHTa. CTpyKTypa 3JIEKTPOHHOIO JOKYMEHTa CHCTEMbl KOHCTPYKTOPCKOMN
nokymenTtanuu (ECKJI). Merananusie copepkaTenbHOM U peKBU3UTHOM yacTeil. CTpyKTypa
AIIEKTPOHHOI'O JAOKYMEHTa IMOACHCTEMbI JOKYMEHTAllMU M0 U3JaTelbCKOMY JAeny (cucrema
CUBU/I). Merananubie coep>KaTeIbHON U pEKBU3UTHON YacTel.

16

Temamuxa npaKkmu4ecKux 3aHaAmMuUI

14

TP Ne 6 CTpyKkTypa MeTaJaHHBIX B JIOKYMEHTHOH CcHCTeMe (MM, ONMHCAHHE 3HAYCHUS,
BBO/I 3HAUYCHMUI ).

[IPNe 7 | CocraBnenue CXEMBbI MeTa/IaHHbIX JOKYMEHTa CUCTEMbI
OpraHU3aLMOHHOPACIIOPAAUTENbHON JTOKyMEHTalMu (Ha OCHOBE KOJUIEKIIMU
JIOKYMEHTOB).

IIPNe 8 BoisiBieHHe 00s3aTeIbHBIX MCTAaAaHHBbIX IJId CO3JaHHA JOKYMCHTA.

IIPNe 9 | Bpisgnenne MerajaHHBIX, O0OpasyloLMXC B MOMEHT BBOJA JOKYMEHTa
(nH(pOpMAINH O JOKYMEHTE) B JOKYMEHTHYIO CUCTEMY

HPNelO Pa3pa60TI<a CXCMbI MCTAaZJaHHBIX NTOKYMCHTAa KOHKPCTHOIT'O BI/II[a/pEBHOBI/I,Z[HOCTI/I n
CHCTEMBI/ MMOACUCTEMBI JOKYMCHTAIUN IJIA }IOKYMCHTHOP'I CHUCTCMBI OpTraHHU3allnun

Tema 2.2. YHu(PpuKanusi MeTaJaHHbIX

Cooepocanue

12
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JAOKYMEHTa

AyTeHTHYHbIE 1 HEU3MEHHbIC METa/laHHblE IOKyMEHTa B CUCTEMaxX JOKYMEHTaluu (MMEHa,
ONMKCaHWE 3HAYCHWH M B3aMMOCBS3b; MpPUBEJCHHE K eauHOooOpasmio) MetanaHHbIE 00
yIpaBJIEHUU JIOKyMEHTAMH B JOKYMEHTHBIX CHCTeMax (MMEHa, ONMCAaHUE 3HAuYeHUH u
B3aMMOCBSI3b Ha IPUMEPE KOHKPETHOM JTOKyMEHTHON CHUCTEMBI, 0OecreunBaionieid paboTsl ¢

BUJAMU M PA3HOBUJIHOCTSMHM CHCTEM WU IOJACUCTEM JOKyMEHTauuu). AyTeHTH4yHble U | 12

HEM3MEHHbBIC METaIaHHbIe 00 YNpaBICHUU IOKYMEHTaMH. YHU(UKAUS UMEH U ONHCAHUI

3HAYEHUH  METaJlaHHbIX B  JIOKYMEHTHOM  cuCTeMe. AJITOPUTMBI ~ PY4YHOIO H

ABTOMATU3MPOBAHHOIO aHAJIM3a W KOHTPOJS AaKTYaJIbHOCTH JaHHBIX W METaJaHHBIX B

JIOKYMEHTHOH CHCTEME.

Temamuka npaxmuyeckux 3aHAMUI 12

IIPNell | Pa3paboTka cXeMbl ayTEHTHUYHBIX M HEU3MEHHBIX METAJaHHbIX JOKyMEHTa B
cucreMax JIOKyMEHTalmuu (Ha TpuMepe KOJUIEKIMH  JIOKyMeHToB 2-3 | 3
YHU(DUIIUPOBAHHBIX CHCTEM JIOKYMEHTAIINN)

IIPNel12 | Pa3paboTka cxeMbl ayTeHTUYHBIX M HEW3MEHHBIX METaJaHHBIX 00 yNpaBIeHUHU
JOKYMEHTaMH. AHalU3 ayTeHTUYHBIX M HEM3MEHHBIX METaJaHHBIX B Mporeccax | 3
XPaHEHUS WIA YHUUYTOKEHUS JOKYMEHTOB.

[1PNel3 | Ananuz Bxoanbix opm (OPK u AV®) B nokymMeHTHOH cucrteme (Ha mpumepe
koHkpetHoir CDJI, CXDJ] u T.m.), BBISIBICHHE HWMEH M OINUCAaHUN 3HaueHui | 3
METaIaHHbIX

[1PNe14 | IIpoekTupoBaHue BXOJHOHW (OPMBI  JTOKYMEHTHOH CHUCTEMBI C Yy4ETOM
AyTeHTUYHBIX U HEM3MEHHBIX METAJaHHBIX CAMOTO IOKYMEHTa W METaJaHHBIX 00 | 3
OCHOBHBIX J€JIONPON3BOICTBEHHBIX U apXUBHBIX ONEpaLMSIX.

Pa3nea 3. CucremaTusanus U KIaCCH(PUKAILUS JAHHBIX M METAIAHHBIX
Tema 3.1. Texnosoruu xpaHeHusi, Cooepircanue 14
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MOMCKA U COPTHPOBKHU HH(POPMALMH

Boigenenue mNpu3HAKOB M OmpeieNieHue IIyOMHBI KiIaccu(UKAlMM JOKYMEHTOB U
JOKYMEHTUPOBAHHON WH(pOpMAIMM B  JIOKYMEHTHBIX cucTeMaxX. MaeHTuduxanms
JIOKYMEHTOB, PEKBU3UTOB, aTpUOYTOB, JAHHBIX M MeTaJaHHBIX. [[pUHLIUIIBI KIaccuUKaIUN.
Cxembl Kiaccu(UKAIMKM JAHHBIX W METaJaHHBIX. MeToapl KiIacCUpUKAUU JTaHHBIX H
METaIaHHbIX B JIOKYMEHTHOW cucTeMe. YpoBHHM Kiaccuukanmu. YHubUKaIUS
(emnHOOOpa3We) TOCTPOCHUsS W OOO3HAYCHUS 3aJaHHOTO MHOXECTBA  OOBEKTOB
KJacCU(pUKalUU B JOKYMEHTHBIX CHCTeMax (CHCTeMa MMEH U 0003HAaYeHH MeTaJaHHbIX,
ONHUCaHUE UX 3HAYCHHUI).

14

Temamuka npakmuyeckux 3anamuil

ITPNel5 | Amamu3 BXOmHBIX (OpM W BBIABICHHE Ha0opa JJICMCHTOB METAJ[aHHBIX B
KOHKPETHBIX JOKYMEHTHBIX CHCTEMax, MPUIOKEHUSIX, MPEICTaBICHUAX U 0azax
naHHbIX (Ha mnpumepe 2-3 HUHPOPMAIMOHHBIX CHUCTEM, OOECIEeYHBAIOIINX
ymnpasienue qokymentamu; COJ/1, CX9/ u t.11.).

I1PNel6 | CocraBnenue KiaacCU(UKAMOHHOW CXEMbl METAJaHHBIX, XapaKTEePH3YIOLINX
JOKYMEHTHYI0 cHucTeMy (MH(pOpMalMOHHBIA pecypc, IMpeacTaBieHue, 0azy
naHHbIX). neHtudukanys nHOopMaMOHHOTO pecypca B TOKYMEHTHON cHCTEME.

[IPNel7 | Knaccuduxkanus u naeHTUPHUKAIUS JaHHBIX U METaJJaHHBIX B LIEJSAX IPUMEHEHUU
TEXHOJIOTUH ITpuX-KoaupoBanus U QR-konupoBaHus

Tema 3.2. Cxembl KJIaccupukanumn
JAaHHBbIX U ME€TadaHHBLIX B
AOKYMEHTHBIX CHCTeMax

Cooepocanue

12

Kiaccudukanus oCHOBHBIX HalpaBJICHUH JAESTEIHPHOCTH OPTaHU3aIlii, (QYHKIMI U JEIOBBIX
omeparuii  opranuzanuu. Krmaccudukanuss BHENIHUX W BHYTPEHHHX HCTOYHHMKOB
nH(popMaIu, HEOOXOIUMBIX I ACATENHHOCTH opraHu3amuu. Kinaccudukanus JaHHBIX U
METaJIaHHbIX B TOCYAapCTBEHHBIX  HMH(POPMAIIMOHHBIX  pecypcax U  CHCTEMax.
Knaccudukanms nanaeix u metaganaeix B COJl u CXDJI. Tpeboanus k oOecreueHuto
COXPAHHOCTH JIaHHBIX ¥ METAJaHHBIX B MPOIIeCcCe UX KIIacCU(UKAIINU U UICHTU(DUKALINH.

12

Temamuka npakmuyueckux 3aHAmMuil

14

Bxooum e cocmae o6pazosamensroii npozpammet, peanuszyemoui ¢ 2024 2.

Cmp. 30 u3 366




I'BIIOY «YalkoBCKHUIM MHIYCTPUAIbHBINA KOJUIEIK»

IIporpaMMa noAroTOBKH CHENHAJINCTOB CPEIHEro 3BeHa

« 46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

[TPNe18 | Pa3zpaboTka cxemMbl KiIacCH(PUKAIMKM JAaHHBIX ¥ METaJaHHBIX JCIIOBBIX OTEpPAIHMA

opranuzanyu (Ha TpUMEpEe OPraHU3ALMOHHBIX JOKYMEHTOB M MYOJWYHOH | 3
nHpopmanun)
ITPNel9 | Aranu3 cxembl KiaccH(pHUKAIUU JaHHBIX U METAJaHHBIX HAa MPHUMEpPE OJIHOTO U3 5
roCyIapCTBEHHBIX HHPOPMAIIMOHHBIX PECYPCOB
ITPNe20 | Aranmu3 cxembl kiaccupukanus AaHHBIX U Meramanablx B COJl u CXDOJl (Ha 3
MpuUMepe THUMOBBIX (DYHKIIMOHABHBIX TPeOOBaHUI, yTBEpkKACHHBIX PocapxuBom)
[TPNe21 | Ananu3 cxembl KiacCHU(pUKalus AaHHBIX M METAJaHHBIX B TOCYAApCTBEHHOM
nHpopManMoHHOH  cucreme  «TumoBoe  oOjayHOE  peIIeHHWEe  CHCTEMBI | 3
anekTpoHHOro qokyMmentooboporay (I'MC TOP 310).
[1PNe22 | Pa3paboTtka cxeM ki1accu(uKaluy JaHHBIX U METaJlaHHBIX 00 OpraHu3aluuaBTOpe
JIOKyMEHTa, CTPYKTYPHOM ~TO/Ipa3NieNieHuH-aBTope JIOKyMEHTa, O BHAAX H | 4
Pa3HOBHIHOCTSX  JOKYMEHTOB M  JIOKYMEHTHPOBaHHOH wuH(popMamuu B
JIOKYMEHTHOM CHUCTEME.
Pa3nea 4. [lpuvenenne nuppoBbIX TEXHOJIOTHII B JOKYMEHTHPOBAHHBIX Cepax 1esiTeIbHOCTH OPraHu3anuu
Tema 4.1 HanpaBienust npumenenusi | Codepircanue 12
UH(POBLIX TEXHOJIOTHI B PasBurre (YHKIHMOHAILHOCTH CHUCTEM DJIEKTPOHHOTO JOKYMEHTOO0OpOTa M CHCTEM
AOKYMEHTHPOBAHHBIX Cepax XpaHeHHs HIEKTPOHHBIX JoKyMeHToB (COJ] u CXD]T). KopropatueHbie HHOOPMALMOHHBIE
ACATCIBLHOCTH OPraHH3AIMH cucreMbl. CHCTEMBI YIIPaBIIEHUS KOPIIOPATHBHBIM KOHTEHTOM. IIpeIMeTHas CyIIHOCTh
JOKYMEHTHOM CHCTEMBI: CpEJICTBO JOKYMEHTHPOBAHMSA, CHUCTEMa KJIACCU(PHUKATOPOB U
CIpaBOYHUKOB, CHCTEMa VIpaBJICHUS TpaBaMu jgoctyma. [lpuMeHeHme 1H(POBHIX
TEXHOJIOTUH B IMpoleccax TpaHchopMalMu JIOKYMEHTHPOBaHHBIX cdep aesTenbHocTH: | 12

COITMAbHBIE CETH, MOOWJIBHBIH WHTEPHET, HWCKYCCTBEHHBI WHTEIIEKT, BUPTyalbHas
pealbHOCTh, OOJaYHbIE XPAaHWJININA, MPOTPAMMBI-TUIAHUPOBIIMKA BpeMeHH. MOOWIbHBIE
obpucHeie makeTel. [IpobOnembr wmMmopTo3amenieHus. (O030p OTEYECTBEHHBIX PEIICHHMA
pPEIaKTOpPOB JOKYMEHTOB, COLIMAJIbHBIX CETEH MU MECCEHIKEPOB, HHTEPHET-CEPBUCOB H
MPOrPaMM.

Bxooum e cocmae o6pazosamensroii npozpammet, peanuszyemoui ¢ 2024 2.

Cmp. 31 u3 366




I'BIIOY «YalkoBCKHUIM MHIYCTPUAIbHBINA KOJUIEIK»

IIporpaMMa noAroTOBKH CHENHAJINCTOB CPEIHEro 3BeHa

JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH
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Temamuxka npaKkmuu4ecKux 3aHamMull

10

[1PNe23 | AHanu3  cUCTeMHO-(DYHKIIMOHAJILHOW  apXUTEKTYpPhl W BXOIHBIX  (opMm
JTOKYMEHTHOM cucTembl (Ha mpumepe koHkpetHo COJI, CXD3 /1 u 1.11.).

[1PNe24 | Anann3  kimaccu(UKatopoB W CYETYMKOB, OOECIEYMBAIOUINX  IPOLECCHI
yIIpaBJIEHUs JOKyMEHTaMU

[IPNe25 | BeimonHenue paboT 1O BBOAY JOKYMEHTOB, MJAaHHBIX M METaJaHHBIX B
JTOKYMEHTHYIO cucteMy. KOHTpOJIb KOPPEKTHOCTH BBEACHHBIX JaHHBIX.

[IPNe26 | Brimonnenue paboT 1Mo BBOAY HHGPOpPMAIMU O JOKYMEHTE B JIOKYMEHTHYIO
cucteMy. KoHTpOIb KOPPEKTHOCTH BBEJCHHBIX JaHHBIX.

[IPNe27 | Ananu3 naHHBIX M METAIaHHBIX B JIOKYMEHTHOW cucTeMe. Busyamusanus
NIEKTPOHHOTO 00pa3a JOKyMEHTa, YIOCTOBEPEHHE €ro 3JIEKTPOHHOW KOIHH,
yJIOCTOBEpEHHE ero Konuu B OymMaxHoi Gpopme (Ha mpumepe 2-3 T0OKyMEHTOB)

Tema 4.2. UHcTpYMeHTHI M ppoBOii
TpaHchopMaly T0KYMEHTHPOBAHHBIX

ciep

Cooepotcanue

12

Tunbl nporpaMMHOro obecredyeHus: Ui COBEpIICHCTBOBAHUS OM3HEC-TIPOLIECCOB U
oOecrieyeHNs: JTOKYMEHTHPOBAHHUS OCHOBHBIX HaIlpaBJIICHUN JEATENbHOCTH M (QYHKIUH
opranuzaiuu. [IporpammHoe obecriedeHue Aasl CO3JaHMs JTOKYMEHTA U SI3bIKM Pa3METKU.
Kputepun BbIOOpa JOKYMEHTHOW CHUCTEMBI, ONpEeJelIeHHEe IoKa3areneil 3p¢GeKTUBHOCTH,
BBbISIBIICHHE JOOAaBJIEHHOW CTOMMOCTH. TEHAEHIMM HCHOJIb30BAHUS HCKYCCTBEHHOTO
MHTEJJIEKTA B IOKYMEHTHBIX cucTeMax. IHTepHeT-cepBUCHI ISl pabOThI C KOHTpAareHTaMH U
perynupyoomuMu  opraiamu. Mcnone3oBanue cepsucoB OHC PO nna  nmposepku
KOHTpareHToB. OOjayHble TEXHOJOTUU: MOHSATHE, KJIAacCU(pUKALUs, MPUHLMUIBI pabOTHI.
0O0630p OTeueCTBEHHBIX pelIeHui. TeXHOIOrus U CyOTEeXHOJIOTHH paclpeIeIeHHOIO PeecTpa.
TexHomorust pactpeeieHHbIX 0a3 TaHHBIX

12

Temamuka npakmuu4ecKux 3aHaAmMuUIl

12

[TPNe28 | AHanu3 KpuTepueB U TMokaszareneid 3PPEeKTUBHOCTH JOKYMEHTHOW CHCTEMBI (Ha
npumepe koakpetHoit COJI, CXD/ u T.11.)
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

[TPNe29 | AnHanu3 WACHTU(PUKAIMOHHBIX PEKBH3WUTOB JOKYMEHTAa M HMJICHTHU(UKAIIMOHHBIX
YUYETHBIX BHYTPHUCHCTEMHBIX JAaHHBIX M METQJaHHBIX (HA MpUMEpe KOHKPETHON
Coll, CX2/ u T.mm.).
[TIPNe30 | Ananu3 BXOAHBIX (opM, WACHTUPHUIMPOBAHHBIX JAHHBIX M METaJaHHBIX
JOKYMEHTHOM CUCTEMBI JUI1 00yYEHHsI HCKYCCTBEHHOI'O MHTEJUIEKTA.
[IPNe31 | CocraBneHue JO0ru4eckoi cXeMbl METa/JaHHbIX Ha mpumepe 3-4 BXOIHBIX (Gopm
Ul BBOJA JOKYMEHTOB, NPUHQAISKAIIUX K  Pa3IMYHBIM  CHUCTEMaM
JOKYMEHTAIIH.
[TPNe32 | Ananuz peecTpoBoi MOJEIN MPENOCTaBICHUS
rOCyJJapCTBEHHBIX/MyHULIMNIAJIBHBIX YCIIYT. ['0Cy1apcTBEHHBIE PEECTpHI.
[1PNe33 | Mcnonb3oBanue ['ocpeecTpoB HpeanpHUATUSIMH U OpraHu3alusMu (Ha IpUMepe
uudposoii miathopmsl «Pabota B Poccuny)
CamocrosiTesabHasi padora 8
Ilpomesrsccymounas ammecmayus KoncyabTanus 2
IK3aMeH 6
VIL.01 YI[ueOHasi npakTHKA 36
Buowt pabom
1. W3yuenne CTpyKTypbl OpraHU3aIMK — MECTa MPOX0XKIESHHS MPAKTHKH (Jajiee — OpraHu3allin) ¢ HEeNbI0 COCTaBICHUS CXEMbI

CTpYKTyphI 72 15 opranuzanuu. O3HaKOMIJIEHUE C TPABOBBIMU (YUPEIUTENIbHBIMH ), TOKAJIbHBIMA HOPMAaTUBHBIMH aKTaMH U
pacropsiANTENbHBIMU JOKYMEHTaMH opranu3auuu. M3zydyenne MHCTpykmy no 1enonpon3BoACTBY OpraHU3aliy. 3HAKOMCTBO C
IIpaBUJIaMU COCTABJICHUS POEKTOB U 0(OPMIICHHS JOKYMEHTOB, MOPSIIKOM COTJIACOBAaHUS U TIOUCAHUSI/yTBEPKICHUS
JIOKYMEHTOB B opranu3zauuu. M3ydenue nocrpoenus yactu UT-undpacTpykTypsl IpeAnpusTHs [0 yIIPaBIEHUIO OU3HEeC-
poleccaMy JOKYMEHTHUPOBAHHBIX cep AeaTeIbHOCTH OpraHu3alli, CTPYKTYPhl HHOOPMAIIMOHHBIX ITOTOKOB U
JOKYMEeHTONOoTOKOB; [TomyueHnue cBeneHuii 00 UCIOIb30BaHUHM KOMIIBIOTEPHBIX METOJIOB U CPEACTB 00PaOOTKU yIPaBICHUECKOM
nH(OpMaIy Ha IPEANPUATHH (B OpraHU3aIuH, KOHKPETHOM CITyX0¢);
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III1.01 IIpou3sBoaACTBEHHAS MPAKTHKA

Buowt paoom

1.

W3yuenne TeXHUYECKHUX 3a1aHu ((DOpMBI, KOMIUIEKTHOCTH MaKeTa JOKYMEHTOB, ITPOLEYp MOATOTOBKH) IO MPOEKTaM
aBTOMaTH3allMM TEXHOJOIMUYECKUX MPOLIECCOB JOKYMEHTUPOBAaHHBIX chep nestenpHocTH O3HAKOMIIEHUE ¢ TPOrPaMMHBIMU

cpeAcTBaMu y4éra, XpaHeHHs, 00pabOTKH U MOMCKA TOKYMEHTOB, HCIIOJIB3yEMbBIMH B OpraHu3aui. M3yueHrne OCHOB U CieIIH(HUKH

paboThI C TOKYMEHTAIUEH B CUCTEME 3JIEKTPOHHOTO JoKyMeHToobopoTta (CD/]) opranusauuu. Mcnonas3oBanue B pabote
rJ100aTBbHBIX M JIOKAJIBHBIX CETEW IS TOTyYeHHs U XpaHeHus: HHpopmanun, oOMeHa nHpopmanueii. Pabora mo BBOy JaHHBIX
MeTananubix B COJI opranuzanuu. AHanu3 BXOIHBIX GpopM. CocTaBieHHE TOTUYECKON CXeMbI CTPYKTYPhI JJOKYMEHTA U €T0

METa/IaHHBIX (Ha MpUMeEpe JOKYMEHTOB Pa3IMYHBIX CUCTEM M MOACHCTEM JOKyMeHTanuu, oopadbarsiBacmoii B CO/]). BrisBiieHue B
CTPYKType JOKYMEHTa ayTEHTHYHBIX U HEM3MEHHBIX METaJaHHBIX IOKYMEHTa (MMEeHa, OMMCAHNE 3HAYCHHUI U B3aMMOCBA3b). AHAIN3
KPUTEPHEB U TIOKa3arenel 23 PeKTUBHOCTH JOKYMEHTHOU cucTeMbl (Ha mpuMepe KoHkpetHoi COJ, CXD/] u T.11.). AHaIM3 cXeMbl
kjaccuukanus 1aHHbIX U MeTaganHbeix B COJl u CX3 /] KOHKpeTHON OpraHu3aliii Ha COOTBETCTBUE THIOBBIM (DYHKIIMOHATIBHBIM

TpeOoBaHUsM, YTBepKaAeHHBIM PocapxuBom (mmpuka3z ot 15.06.2020 Ne 69).

72

Im

18

Qo6vem obpazoeamebHOll HAZPY3KU

362

3 YCJIOBUS PEAJIM3ALIUU TPOT'PAMMBI TPO®PECCHUOHAJIBHOI'O MOAYJISA

10 3.1 Marepua/ibHO-TEXHHYeCKOe o0ecrievyeHre peajn3alnuu nporpamMmsl NpogeccuoHaTbHOT0

MOIYJIst

Jleknun JlabopaTopHble U NpaKkTHYeCKHe PA00THI (3aAHATHS)

MecTo nposeneHuss padoT Kabuner «10KyMeHTalIMOHHOTO obecreueHne JlaGoparopus «opranuzauuu paboThl ¢ JOKYMEHTaMU»

(kabuner, Jabdoparopus, YIPaBICHHUS
MAaCTePCKas, MOJUIOH)
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KoJunyecTBo padoyux mect

25

12

OcHamenue padounx mect
(Mebeb, OCHOBHOE M
BCIIOMOTaTeJIbHOE
o0opynoBaHue)

pabouee MecTo mpemnojaBareis, padouue CTON U
CTYJ TIO KOJMYECTBY OOYUYaIONIUXCS, TIEPCOHATBHBIN

KOMITBIOTED, npuntep/MOVY, ckanep/MDVY,
KOIMPOBAJIbHBIN armmapat/MOYV, IIPOEKTOD,
WHTCPAKTHBHAs  NpPUCTaBKa K  JIOCKC  WIH

HWHTCpPAaKTUBHAA OOCKa

pabouee MecTO TpemojaaBaTelisa, pabodyre Mecta OO0y4aroluxcs,
MOJIbEMHO-TIOBOPOTHOE KPECJIO IO KOJHYECTBY OOYYarOIIHXCH,
oucHBIC CTeIUTaXH, OyMaroyHU4YTOXHUTENb, OyMarope3aTeiibHOe
YCTPOMCTBO, JIAMUHATOP, OpOIIOpaTop, KOHBEPTOBCKPHIBATEIb,
KaHIEIAPCKUE TevyaTh (OTTUCK Te4aTH) M IITaMIIbl  JUIsS
00pabOTKH JTOKYMEHTOB (OTMETKa O MOCTYIUICHHH, OTMETKa O
KOHTPOJIE), MaJlasi KaHIEISAPUs MO KOJIMYECTBY OOYdYaIOUIMXCS B
COOTBETCTBUH ¢ MHDPACTPYKTYPHBIM JIHCTOM

Y4yeOHO-HAIAAHEIE
nmocoous (CTeHabl, CXeMbl,
IJIAKATHI U JP.)

HNucTpyMeHTHI,
NPUHALJIEKHOCTH,
npucnocod/ieHus,
HHBEHTAphb

HepCOHaHBHBIﬁ KOMITIBIOTEP Ha KaXKX10€ pa60qee MCECTO:

C JIOCTYTIOM K JIOKaJbHOU CeTH y4eOHOTO 3aBeACHHUs, TTI00aTbHON
CeTH WHTEPHET, CIPABOYHO-TIPABOBOM CHUCTEME, AIIEKTPOHHBIM
OMOJIMOTEYHBIM CHCTEMAaM;

IIPOrpaMMHOE 00€CTeueHUe: TEKCTOBBIM, TaOJIUYHBIA PENaKkTop,
mporpaMMa cosnaHus npeszeHrauuid, CYDBJl, mnepcoHanpHBIM
MH(OPMALIMOHHBIA MeHeIKep ¢ QYHKIUSAMHU MMOYTOBOTO KIMEHTa

u Groupware, cucreMa 3JIEKTPOHHOTO JIOKyMEHTO00O0pOTa,
apXuBaToOp, NPOrpaMMbl CKAHUPOBAHMS M KOHBEPTHUPOBAHUS
JOKYMEHTOB, IpOTpaMMbl Il TOATOTOBKM JIOKYMEHTOB K

nepeaadye B apXvB. MHOTO(YHKIIMOHAJIBHOE YCTpOMcTBO MDY
(mpuHTEp, CKaHep, KOMUP, CPEJICTBA CBSI3H)

PacxoaHble MaTepHaJIbI
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11 3.2. UndopmanuoHHoe odecneyeHUe peaaTu3alii NPorpaMMsl NpogeccuHoHaIbHOI0 MOAYJIs

1. KommbrotepHbie HHPOPMAIIMOHHBIE TEXHOJIOTUN B JOKYMEHTAIIMOHHOM 00eCIieueHnH yrpaBieHus : yaeoHoe mocobue / E. D. Ilomosa, A. M.
Hazapenko, O. JI. Jlunuunukas [u ap.]. — Munck : BI'Y, 2019. — 167 c. — ISBN 978-985-566-623-4. — Texkcr : anexrpoHHsIii / Jlanp :
AJIEKTPOHHO-OMOMoTewuHas cuctema. — URL: https://e.lanbook.com/book/180431 (mara obpamenus: 09.02.2024). — Pexum mocrymna: s

aBTOpU3. I10JIb30BaTEIICH.

2. Jloponwusa, JI. A. JlIokyMeHTaIMOHHOE O0OECIICYCHHE YIPABICHUS: YICOHHK U MPAKTUKYM Ui CpeaHero npodeccruoHaibHOro oopasoBanus /
JI. A. loponuna, B. C. UputukoBa. — 2-e u3sf., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2024. — 270 c¢. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-16017-8. — Texkct : snextponsbiii / OOpazoBarenpHas matdopma lOpaiit [caiit]. c. 1 — URL:

https://urait.ru/bcode/539338/p.1 (nara obpamenus: 01.03.2024).

12 3.3. O6ume TpedoBaHKUS K OPraHU3anuu 00pa30BaTeIbLHOr0 MpoIecca

Ne YcaoBusi opranu3anuu o0pa3oBaTe/IbHOIO MpoIecca TpeGoBaHnus K yCJI0BHAM OPraHU3aNUH Ipumeyanus
o0pa3oBaTe/IbHOIO Mpolecca
1 | Peanuzanus npodhecCHOHATBHOTO MOJTYJIS
2 | Heo0X0oauMOCTh KOHIIEGHTPUPOBAHHOTO O0YIEHUS Hem
3 | HeoOxoauMocTh BBIXOa B MPO(HUIBHBIE OpTaHU3AlNH, YUPEKIACHUS, | Hem
Ha IPEIIPUITUS
4 | Heo6x0auMOoCTh AeNIeHHs Ha TIOATPYIIIbI Hem
5 | Ilpumenenne  3JIEKTPOHHOTO  OOy4eHHMs] M JUCTAHLHUOHHBIX | Hem
TEXHOJIOTHI
6 | [lepponnyHOCTH KOHCYIbTAIIMIA Edcenedenvro

13 3.4. KaapoBoe obecnieuenne o0pa3oBaTeibHOI0 mpouecca

TpeboBanus k KBadupUKalMUK TNEIarorHYecKUX KaJapoB: JOJDKHA 00ecreyrBaThCsl MeNaroruuecKMMH KaJpamH, HMEIOLIMMHU BhICIIee 0Opa3oBaHUE,
cooTBeTcTBYMOIIEee npodumto npenogaBaemMoii M/IK. OmbIT nesATeNbHOCTH B OpPraHU3aIMAX COOTBETCTBYIOLIEH MpodeccHoHanbHOM cdepsl sBIsETCS
00s13aTeILHBIM JIJIS TIPETo/1aBaTelield, OTBEYAIOIINX 32 OCBOCHHE 00yUYaIOmMUMCs MPOo(heCCHOHATBLHOTO Y4eOHOTO ITUKJIA.
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[IpenoaBaTeny MOIyd4aroT JOMOJIHUTENBHOE MPO(pEecCHOHATbHOE 00pa3oBaHKE MO MPOrpaMMaM IMOBBIIMICHUS KBaTH(UKAaLWU, B TOM 4Hcie B (Gopme

CTaXKUPOBKHU B IPO(UIBHBIX OpraHu3aluix He pexxe 1 pasa B 3 roja.

4 KOHTPOJIb U OHEHKA PE3YJBbBTATOB OCBOEHUSA ITPO®ECCUOHAJIBHOI'O MOAYJIA
4.1 IlpoMe:xxyTOYHAsI OLIEHKA Pe3yJIbTATOB OCBOEHUA NMPO¢eCcCHOHAILHOT0 MOTYJIsA

4.1.1 Pa3znea 1. [lu¢gpoBas Tpanchopmanus cuctem fokymenrupopanus. Unentuguxkanus nannbix. [1K.1.1., 1.3,1.5

PesyabTaThl 00yyeHus

(DOpMI)I H METOAbI KOHTPOJIA

YMmenus.

V¥.1 Tlonb30BaTbCsi MEPCOHAIBHBIM KOMIIBIOTEPOM U €ro mnepudepuitHpIMU
YCTPOMCTBAMM, OPTTEXHUKOM.

V.2 Hcnonb3oBaTh CHENHMATU3UPOBAHHBIE NPOTPAaMMHBIE IPWIOXKEHUS H
MH(}OPMaLMOHHO-TEJIEKOMMYHUKAIIMOHHYIO ceTh "MHTepHeT" 17151 BBINOIHEHUS
pabouux 3amady 1UQPPOBOM TpaHCcHOpMaUM JTOKYMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu

V.3 PabGorare ¢ OONBIIMM MacCHBOM CTPYKTYPHUPOBAHHBIX JaHHBIX
JIOKYMEHTUPOBAHHBIX cep IesTEeIbHOCTH

V.6 CucrematusnupoBaTb CTPYKTYpUPOBAaHHBIE JIaHHBIE M  METaJaHHBIC
JIOKYMEHTHUPOBAHHBIX cep NeATEIbHOCTH OpraHU3alMM AJIsl UCIIOJIb30BAHUS U
XpaHEeHHUs

V.10 IlpoBoauTh JOrHMYECKyr0 OOPAaOOTKY CTPYKTYpPUPOBAHHBIX HaHHBIX H
METaJJaHHbIX JOKYMEHTHUPOBAHHBIX C(ep AeATEIbHOCTH OpraHU3aliu

V.11 ®opmupoBatb HHPOPMAIMOHHBIE OOBEKTHI W3 IPEIOCTABICHHBIX
CTPYKTYPUPOBAaHHBIX JAaHHBIX W METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu

V.12 OueHuBarh NOJHOTY U JOCTAaTOYHOCTh CTPYKTYPUPOBAHHBIX JIaHHBIX W
MeTa/laHHbIX JJOKYMEHTHUPOBAHHBIX cep AeATEIbHOCTH OpraHUu3aluu

V.16  PaGoratb ¢  uHQOpPMAaMOHHBIMH  CcHCTeMaMH ©  0Oazamu
CTPYKTYPUPOBAaHHBIX JAHHBIX W METAJlaHHBIX JIOKYMEHTHPOBAHHBIX cdep

KoHTponb BBINOIHEHUS MPAKTHUYECKUX 3aAaHUil. YCTHBIA WIM TECTOBBIU
KOHTPOJIb TEOPETUYECKUX 3HAHWH. AHAIN3 U OLIEHKA PELICHUH TPOOIEMHBIX
cutyanuii. [IpoBepounbie pabOTHI O KXKI0W TeMe. ATTecTalus 1o yueOHou
Y TIPOM3BOJICTBEHHON NIPAKTHKE.

IIPNel -5
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JESTENIbHOCTH
V.17 KnaccuduiumpoBarh ¥ OTBEUaTh Ha TUITHYHBIC 3aIIPOCHl pAOOTHUKOB

V.18 CornacoBbBaTh pEUICHWE HETHINUYHBIX OOpameHnii pabOTHUKOB CO
CHEIHAIMCTaMHU COOTBETCTBYIOLIUX MOAPA3/ICICHUI OpraHU3auu

V.19 KoppektrupoBaTh CBOM ICUCTBHUSI B COOTBETCTBUU C YCIOBUSIMU CUTYAIlUU

Pa3nea 2. llu¢gpoBas tpanchopmanus noxkymenra. I1K.1.2,1.3, 1.5

PesyabTaThl 00yueHus

(DOpMI)I H METOAbI KOHTPOJIA

YMmenus:

V.1 Tlonp30BaTbCsi NEPCOHAIBHBIM KOMIIBIOTEPOM M €ro mnepudepuitHbIMU
YCTPOMCTBAMM, OPTTEXHUKOM.

V.2 Hcnonp3oBaTh CHENUAIW3UPOBAHHBIE IIPOIPAMMHBIE TIPUJIOKEHUS U
nH()OPMaAIMOHHO-TEIEKOMMYHUKAIIMOHHYIO ceTh "MHTepHeT" i BHITIOJHEHUS
pabounx 3amad 1UpoBON TpaHChOpMALMK JOKYMEHTHUPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu

V.4 Ilpumensatb MeTonsl paboTel ¢ (opMaMH, 3JIEKTPOHHBIMU TaOIHULIAMHU,
JaHHBIMU W METaJlaHHBIMM  JIOKYMEHTHPOBAHHBIX cep AeqaTeabHOCTH
OpraHu3aluu

V.5 OO0pabarbiBaTh pacTpoOBble U BEKTOpPHBIE H300pakeHHsI B TpapUUeCcKUX
pelakTopax: MacIITa0MpoBaTh, KaJpHUPOBaTh, HU3MEHATh pa3pelieHHe MU
HNaJIUTPy, KOMIIOHOBATh N300pakeHUs

V.7 PaboTatk C TEKCTOBBIMH pPelaKTOpaMH

V.8 IlpuMeHATh TEXHOJOTMM pa3MelIeHUs W TIepeaayu uHpopmanuu B
MH(POPMALMOHHBIX CHCTEMaXx-

V.9 Ucnonp30BaTh MOUCKOBBIE CUCTEMBI HHPOPMAIIMOHHO-
TEJIEKOMMYHHUKaIMOHHOM ceTH "MHTepHeT"

V.11 ®opmupoBarh HHPOPMAIMOHHBIE OOBEKTHI W3 MPEJOCTABICHHBIX
CTPYKTYPUPOBAaHHBIX JAaHHBIX M METAJaHHBIX JOKYMEHTUPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHU3aIiK

KoHTponb BBINMOTHEHUS] MPAKTUYECKUX 33aJaHUN. YCTHBIM WM TECTOBBIU
KOHTPOJIb TEOPETUUECKUX 3HAHUA. AHATHN3 U OIICHKA PEIICHUH TPOOIEMHBIX
curyanuii. [IpoBepounbie paboThI O KaXI0i TemMe. ATTecTalus 1mo y4eOHoi
Y IPOM3BO/ICTBEHHON MTPAKTHKE.

ITPNe6 - 14
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V.13 Hcnonp3oBarh cCHEUUANU3UPOBAHHBIE IPOTPAMMHBIE IPUIIOKEHUS U
nH(}OpPMaAITMOHHO-TEIEKOMMYHUKAITMOHHYIO ceTh "MIHTepHeT" 11 BHITIOJHEHUS
pabounx 3amau 1udpoBoil TpaHchopMalMM JOKYMEHTHPOBAaHHBIX cdep
JESTeIbHOCTH OpraHu3aluu

V.16  PaGorate ¢  uHPOPMAIIMOHHBIMU  CHUCTEMaMH W 0Oa3zaMu
CTPYKTYpPUPOBAHHBIX JAaHHBIX W METaJaHHBIX JTOKYMEHTUPOBAHHBIX cdep
JeSITeTbHOCTH

V.17 KnaccuduumpoBaTb 1 0TBEYaTh HAa TUIIMYHBIE 3aIIPOCHI pAOOTHUKOB

V.18 CornacoBblBaTh pEUICHHE HETUMHYHBIX OOpaIIeHnii pabOTHUKOB CO
CHEIHMAIMCTaMH COOTBETCTBYIOUINX MOAPA3ICICHUN OpraHU3aIiH

V.19 KoppektrupoBaTh CBOM ICUCTBHUSI B COOTBETCTBUU C YCIOBUSIMU CUTYAIlUU

3HaHnud:

TectupoBanue

Paznen 3. Cucremarusanus u kjaaccupukanus 1anHbix 1 meragannbix. [1K.1.4, 1.5

Pe3yabTaThl 00yYeHHs

(I)OpMI)I U ME€TOJAbI KOHTPOJIA

YMmenus:

Y.l Tlons3oBarbCsi MEPCOHANBHBIM — KOMIBIOTEPOM M €TO | KoHTpONb BBHINOJIHEHHS NPAKTHUCCKHX 3aiaHMil. Y CTHBII
nepudepuitHBIMU YCTPOMCTBAMHU, OPTTEXHHUKOM. TEOPETHUYECKUX 3HAHWM. AHaIM3 M OLEHKAa PELICHUN

WM TECTOBBIM KOHTPOIb
MPOOJIEMHBIX ~ CHTYaIlHH.

V¥.3 PaboTath ¢ 60IBIINM MACCUBOM CTPYKTYPUPOBAHHBIX JAaHHBIX | [IpoBepounsie paboOThl MO KaKI0i Teme. ATTeCTalus M0 y4eOHON M MPOU3BOJICTBEHHOM

JOKYMCHTHPOBAHHBIX C(bep JCATCIIbHOCTH IIPaKTUKE.

V.6 CucrematusupoBaTb CTPYKTYpUpPOBaHHbIE JaHHbIE U | [IPNe 15 - 22

MeTa/laHHbIe JIOKYMEHTHPOBAHHBIX cdep JIeSITEIIbHOCTH
OpraHu3aIiy [T UCTIONb30BaHUS U XPaHEHUS
V.8 IlpuMeHATH TEXHOJOTMH pa3sMENIeHUsT W Iepenadu
uHpOpMaLUU B UH()OPMAITMOHHBIX CHCTEMaX-
V.10 TlpoBoauTh JOTHYECKYIO OOpabOTKY CTPYKTYpHUPOBAHHBIX
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JTAHHBIX ¥ METAJaHHBIX JOKYMEHTHUPOBAHHBIX Cep MeATEIbHOCTH
OpraHu3aIuu

V.11 ®opmupoBaTh UH(POPMAIMOHHbIE 0O0BEKTHI u3
MPEIOCTABICHHBIX CTPYKTYPUPOBAHHBIX JaHHBIX W METaJaHHbBIX
JOKYMEHTHPOBAaHHBIX c(hep AeSITeTbHOCTH OpraHNu3aIlluH

¥.12 OuenuBath NOJHOTY U AOCTATOYHOCTh CTPYKTYPUPOBAHHBIX
JAHHBIX U METAJAaHHBIX JTOKYMEHTHPOBAHHBIX cep ACSITeIbHOCTU
OpraHHu3aIuu

V.14 [IpoBoauTh MHBEHTAPU3AIMIO CTPYKTYPUPOBAHHBIX JAHHBIX
U METaJaHHBIX JIOKYMEHTUPOBAHHBIX cdep IesATeNbHOCTH
OpraHu3aluu

V.15 ®opMupoBaTh OTYETHOCTD 10 YUETY U XPAHEHUIO
CTPYKTYPUPOBAHHBIX JAHHBIX U METaJaHHBIX
JIOKYMEHTHUPOBAHHBIX c(hep NesATeTbHOCTH OpTaHu3aluu

V.16 PaGortath ¢ wuH(OpPMAIIMOHHBIMH CHCTEMaMH W 0Oazamu
CTPYKTYPUPOBAHHBIX JTAHHBIX u MeTa/laHHbIX
JIOKYMEHTUPOBAHHBIX cep IesTEeIbHOCTH

V.17 KnaccuduuupoBarb W OTBeYaTh HA THUIHYHBIE 3aMpPOCHI
pabOTHUKOB

V.18 CornacoBblBaTh peIIEHUE HETUIHMYHBIX OOpalIeHuit
pabOTHUKOB co crernuaitucTaMu COOTBETCTBYIOIINX
No/Apa3ieNIeHuid OpraHu3aluu

V.19 KoppektupoBaTb CBOM [JEWUCTBUSI B COOTBETCTBUH C
YCIIOBUSIMH CUTYallUH

3HaHud:

TectupoBanue

Pa3nea 4. Ilpumenenue nu(poBbIX TEXHOJIOTHII B JOKYMEHTHPOBAHHBIX cdepax AesiTebHOcTH opranmsanum. I11K.1.2, 1.3, 1.5
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Pe3ysnbTarnl 00yyeHus

@®opMbI U MeTO/IbI KOHTPOJIst

YmMmenus:

V.1 Tlonp30BaTbCsi MEPCOHATBHBIM KOMIIBIOTEPOM M €ro mnepudepuitHbIMU
YCTPOMCTBAMM, OPTTEXHUKOM.

V.2 Hcnonp3oBaTh CHEHMAIU3UPOBAHHBIE IPOTrPAMMHBIE MPUJIIOKEHUS U
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHYIO ceTh "MHTepHeT" 1uisl BHIOIHEHUS
pabounx 3amau 1udpoBoi TpaHCchHOpMAIMKM JOKYMEHTHPOBAaHHBIX cdep
NeSITeIbHOCTH OpraHu3alH

V.4 Tlpumensatp MeTonasl paboThl ¢ (opMamH, SIEKTPOHHBIMU TaOJIHIIaMHU,
JAHHBIMM M METaJaHHBIMU  JIOKyMEHTHPOBAHHBIX cdep IesATETbHOCTH
OpraHu3aluu

V¥.5 OOGpabatbiBaTh pacTpOBBIE U BEKTOPHbIE H300paKeHHS B IpadUUecKux
penakTopax: MacIITabUpoBaTh, KaJpUpOBaTh, W3MEHATHh pa3pelieHue u
HaJUTPy, KOMIIOHOBATh U300paXeHUs

V.7 PaGotath ¢ TEKCTOBBIMU pEeIAKTOPaMU

V.8 IIpuMeHATh TEXHOJOTMM pa3MEIIeHus U Iepedauyd uHpopMaluu B
MH(OPMALIMOHHBIX CHCTEMaX-

V.9 Hcnonb30BaTh MOMCKOBBIE CUCTEMBI HH(POPMALIMOHHO-
TeJIeKOMMYHUKallMOHHOM ceTH "MHTepHeT"

V.11 ®opmupoBath HH(MOPMAIMOHHBIE OOBEKTHI M3 MNPEJOCTABICHHBIX
CTPYKTYPUPOBAHHBIX JAHHBIX W METAJaHHBIX JIOKYMEHTUPOBAHHBIX cdep
JEATENIBHOCTH OpraHu3aluu

V.13 Hcnonp30BaTh CHENHAIW3UPOBAHHBIE IPOTPAMMHBIE IPUIOKEHUS U
UH(POPMALIMOHHO-TEJIEKOMMYHHUKAIIMOHHYIO ceTh "MHTepHeT" 1UIsi BHIOIHEHUS
pabounx 3amay 1upoBod TpaHchopMalMM JTOKYMEHTUPOBAHHBIX cdep
JESATENILHOCTH OpraHu3aluu

V.16  Paborate ¢  wHPOPMAIIMOHHBIMH  CHUCTEMaMH W  0Oa3zaMu
CTPYKTYPUPOBAaHHBIX JAaHHBIX M METAJaHHBIX JOKYMEHTUPOBAaHHBIX cdep
JeSITeIbHOCTH

KonTponb BbINOMHEHMS NPAKTUYECKUX 3aJaHUM. YCTHBIM WM TECTOBBIN
KOHTPOJIb TEOPETUYECKUX 3HAHWN. AHAJIHM3 U OlIEHKa PEeLICHUH POOIEeMHBIX
cutyaruii. [IpoBepouHbIe pabOTHI IO KaXK0i TeMe. ATTeCTanus Mo yaeOHOH
1 TIPOU3BO/ICTBEHHOMH MIPAKTHUKE.

ITPNe 23 - 33
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V.17 KnaccuduuumpoBaTs 1 0TBEYaTh Ha TUITMYHBIE 3aIIPOCH pAOOTHUKOB
V.18 CornacoBbiBaTh pPEIICHHE HETUIIUYHBIX OOparieHuii pabOTHUKOB CO

crneuaimcraMu COOTBETCTBYIOINUX HOI[paSZ[eJIeHI/Iﬁ opraHu3anvun

V.19 KoppekTtupoBaTh CBOU JEUCTBUSA B COOTBETCTBUH C YCIOBUSIMU CUTYyaIlUU

3HaHug:

TectupoBanue

4.2 UtoroBasi 0LleHKA pe3yJIbTATOB 0CBOEHUsI NPOdeCcCHOHAIBLHOI0 MOYJIsI

Kox n HaumeHoBanue npogecCHOHANBHBIX U 001IIUX Kpurepun oueHkHu pe3yibTara DopMbI U
KOMIIETEHIU, (POPMHUPYEMBIX B PAMKAX MOAYJIs MeETOABI
KOHTPOJIsAA
IIK 1.1 BbInonHATh pyyHble M aBTOMATU3UPOBAHHBIE OlNEepaluy Mo | BelosHeHne py4YHBIX M aBTOMAaTU3UPOBAaHHBIX oONepanuil 1o | DKk3aMmeH

UJCHTUQUKAIMA U HW3BJICUYEHUIO CTPYKTYPHUPOBAHHBIX JaHHBIX H
METa/IaHHbIX U3 BHEIIHUX U BHYTPEHHUX HCTOYHUKOB MH(OpMaLIUU
JUI JOKYMEHTUPOBAHHBIX cep AeATeIbHOCTH OpraHU3aIiH

I/II[GHTI/I(I)I/IKE[L[I/II/I " U3BJICUCHUIO CTPYKTYPUPOBAHHBIX HAHHBIX WU
MCETaJaHHBIX W3 BHCHIHHUX MHMCTOYHHKOB HHq)OpMaHHH JJIsL
JOKYMCHTHPOBAHHBIX C(I)ep ACATCIBHOCTH OPraHU3aluu

I[IK 1.2 ®opmupoBate uHpOpMalLMOHHbIE 00BeKTHl U3 | DopMupoBaHHe UH(POPMALIMOHHBIX 00BEKTOB u3
CTPYKTYpPUPOBAHHBIX JAaHHBIX W METAJaHHBIX W3 BHEIIHUX U | IPEIOCTABICHHBIX CTPYKTYPHUPOBAHHBIX NAHHBIX U METaJaHHBIX
BHYTPEHHUX HMCTOYHUKOB HMH(OpPMALUU AN JOKYMEHTUPOBAHHBIX | U3 BHEITHUX HCTOYHUKOB uHpopMaLuu JUISL
cdep nesTeNbHOCTH OpraHUu3alllu; JIOKYMEHTHUPOBAHHBIX cep NesSTEIbHOCTH OpraHu3alliu;

I[IK 1.3 OcymecTBiasaTh pydHoOe, aBTOMaTH3MpoBaHHOe U/ wuiH | OcyllecTBI€HHE PYYHOTO, AaBTOMATU3MPOBAHHOTO W/  WJH

aBTOMAaTUYECKOE BeJACHHE HMHPOPMAIMOHHBIX 0a3 JaHHBIX U
HAcCTpaMBaTh BHYTPEHHUE CBS3U MEXIy HWH(GOPMAIMOHHBIMU
0J10KaMu/ CTpaHUIIAMU B CHCTEME yIPaBIEHUsI KOHTEHTOM

ABTOMATHYECKOTO HAITOJHEHHS HH(POPMAITMOHHBIX 0a3 JaHHBIX U
HACTpOWKa BHYTPEHHUX CBsA3ed Mexay HHGOPMAIMOHHBIMU
OJ0KaMu/ CTpaHUIIAMH B CUCTEME YIIPaBJICHUSI KOHTEHTOM

I[IK 1.4 CucremaTu3upoBaTh CTPYKTYpPUPOBAHHBIE JaHHBIE U
METaJAaHHBIC JAOKYMCHTHPOBAHHBIX C(bep ACATCIIbHOCTHU

CucremaTu3zaiusi CTPYKTYPUPOBAaHHBIX JAHHBIX W METaJlaHHBIX
JIOKYMEHTUPOBAHHBIX Cdep ACSITeNbHOCTH OpTaHU3alluu IS
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OopraHu3alru 4Jid UCIIOJIb30BAHUS U XPAaHCHUSA

HCIIOJIb30BAHUA U XpPAaHCHHUA

ITIK 1.5 OcymecTBiIsiTh KOHCYJIBTAIIMOHHYIO MOJACPKKY PAOOTHUKOB

OcyiecTBieHre KOHCYJIbTAIMOHHON MOIAEPKKH pPaOOTHUKOB

Oopramm3alii B mpoieccax  nudpoBold  TpaHchOpMaluy | OpraHU3alMu B mporeccax mudpoBoil  Tpanchopmanmu
JIOKYMEHTUPOBaHHBIX c(ep AeITEITbHOCTH. JOKYMEHTUPOBaHHBIX c(hep NesITeTbHOCTH
OK 1. BeiOupare cnocoObl pemeHust 3amad npodeccruoHanbHOM | BeiOupaer cmocoObl  pemieHus 3agad  MpodecCHOHATBLHOU

ACATCIIbBHOCTHU IPUMCHHUTCIIbHO K pa3/JIMYHbIM KOHTCKCTaM

JACATCIIbHOCTH IIPUMCHHUTCIIbHO K pa3JIMYHbIM KOHTCKCTaM

OK 2. Hcnonp30BaTh COBPEMEHHBIE CPEACTBA IIOMCKA, aHAIA3A U
UHTEpIpeTanuy NHPOPMALUHU, 1 UHPOPMALMOHHBIC TEXHOJIOTHH IS
BBINOJIHEHUS 3a]1a4 PO ECCHOHATIBHOMN 1EATEIbHOCTH

Hcnone3yer COBpeMEHHBIE CpPEICTBA IIOMCKA, aHaau3a |
UHTEepHpeTanuu nHpopMauu, 1 HHOOPMAITMOHHBIE TEXHOIOTUN
JUIs BBITTOJIHEHUS 3a/1a4 PO ECCUOHATIBHOM 1eATEIbHOCTH

OK 3. IlmanupoBarh W  peaqu30BbIBaTb  COOCTBEHHOE
npodeccuoHaIbHOe u JMYHOCTHOE pas3BUTHE,
MPEANPUHUMATENIBCKYIO IEATEILHOCTh B MpodeccuoHanbHou chepe,
UCIIOJIb30BaTh 3HaHMUA MO (PMHAHCOBOW I'PaMOTHOCTH B pa3iIMYHBIX
KU3HEHHBIX CHTYaIlUsX.

[Inmanupyer peanmusyer COOCTBEHHOE NPOPECCHOHATIBHOE U
JUYHOCTHOE pPa3BUTHE, MPEANPUHUMATENBCKYIO JNEATEIbHOCTh B
npodeCCHOHAIBHON c(epe, UCTIONB3yeT 3HAHUS MO0 (PUHAHCOBOM
IPaMOTHOCTH B Pa3NTUYHBIX KUZHEHHBIX CUTYaIHX.

OK 4. DddexTrBHO B3aMMOEICTBOBATh U pabOTaTh B KOJJIEKTUBE U
KOMaHJIe.

O¢pdexkTuBHO B3aMMOAEHCTBYET M pabOTaeT B KOJUIEKTHBE U
KOMaHJIE.

OK 5. OcyuiecTBisTh YCTHYIO U NUCbMEHHYIO KOMMYHHKAIMIO Ha
rocyiapctBeHHOM s3blke Poccuiickoit @enepauun ¢ y4eTOM
0COOEHHOCTEH COIMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA

OcymiecTBisieT YCTHYIO U THUCBMEHHYI0O KOMMYHHUKAIMIO Ha
roCy1apCcTBEHHOM s3blke Poccuiickoii ®Penepauv ¢ y4eToM
0COOEHHOCTEHN COIMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA

OK 6. [IlposBiATh TIpakJaHCKO-NATPUOTUUYECKYIO
J€MOHCTPHPOBATh OCO3HAaHHOE IIOBEJICHHE Ha OCHOBE
TPAaJUIMOHHBIX OOIIEYeNIOBEYECKNX IIEHHOCTeH, B TOM 4HCIE
c y4eTOM rapMOHHU3aIUU MeKHAIIMOHAIbHBIX
U MEKpPEIUTHMO3HBIX  OTHOLIEHWM, HPUMEHATH  CTaHAApThI
AHTUKOPPYIMLHUOHHOTO MOBEICHUS

MTO3HIIHIO,

IIposiBnsier IPAKJaHCKO-ITATPUOTUYECKYIO MTO3ULINIO,
JEMOHCTPUPYET  OCO3HAHHOE  IIOBEIACHME  Ha  OCHOBE
TPaIUIMOHHBIX OOIIEYETIOBEYECKHX ILIEHHOCTEH, B TOM 4YHCIe
c Y4ETOM rapMOHM3ALNN MEKHAIMOHAIbHBIX
U MEXPEIHUTMO3HBIX OTHOUICHUH, MNPUMEHSET CTaHAAPTHI
AQHTUKOPPYITIHOHHOTO OBEACHUS

OK 7. CopneicTBOBaTh COXPAaHEHHUIO OKPYXAIOMIEH  Cpelbl,
pecypcocOepeKeHuIo, TPUMEHATh 3HaHUS 00 M3MEHEHWU KIuMaTa,

ConeiicTByeT COXpPaHEHUIO
pecypcocOepeKeHnI0, TMPUMEHSET

OKpYy>Karoleu
3HaHus 00

CpeIbl,
N3MCHCHHUHU
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NPUHIUIBL OEpEeXIUBOTO MPOU3BOJACTBA, 3(PPEKTUBHO JECTBOBATDH
B UPE3BBIUAIHBIX CUTYaIHIX

KJIMMaTa, MPUHIUIBI OEpexIMBOr0 MPOU3BOACTBA, YPPEKTHBHO
JEWCTBYET B UPE3BBIUANHBIX CUTYAIHIX

OK 08 MHcnonw3oBarh cpeacrtBa (U3NYECKOH KyIbTYyphl JUIs

Hcnonp3yer cpencrBa GU3NIECKOil KyabTyphl Ui COXPAaHEHUS U

COXpaHEHHUs  H YKpEIUIeHusT  370pOBbsl B IpoLIeCCe | YKPEIJIGHUsT  3[0pOBbsl B TIpoliecce  MpodecCHOHATBHOM
HpO(i)CCCHOHaJIBHOﬁ ACATCIIBHOCTH W NOAJACPIKaHUA HCO6XOZ[I/IMOFO JACATCIIbPHOCTHU u noAACPIKaHUs H€O6XOI[I/IMOFO YPOBHA
YPOBHS (U3HYECKOI MTOArOTOBICHHOCTH; (HU3MYECKOI TOITOTOBIEHHOCTH;

OK 9. Tlomp3oBatbcs mnpodeccHoHanbHOM aokymeHTtanueid Ha | [lombsyercs npoecCHOHATEHON JIOKyMEHTaluen Ha

TOCydapCTBECHHOM W MHOCTPAHHOM A3bIKaX

rocyaapCTBEHHOM U HHOCTPAHHOM A3bIKAX
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PABOYASA ITPOI'PAMMA NTPO®ECCUOHAJIBHOT'O MOAYJIA

IIM. 02. Obecnieyenne 3alUTHI, HEJOCTHOCTH U COXPAHHOCTH CTPYKTYPHPOBAHHBIX IaHHBIX H METAJaHHBIX

COAEPXAHUE

1. Tlacmopr pabouyeii mporpaMMbl y4eOHOH TUCIUITITMHbI

2. Crpykrypa ¥ cojepkaHue yIeOHOM TUCITUTUTHHBI

3.  YcnoBus peanuzanuy yueOHOH TUCIMITIIMHbI

4.  KOHTpOJb 1 OIIEHKA Pe3yJIbTATOB OCBOCHHUS y4eOHOUW TUCIIATUTHHEL
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1. MACIIOPT PABOYEM ITPOI' PAMMBI ITPO®ECCHOHAJILHOTI'O MOIYJIA
IIM. 02. ObecnieyeHue 3aMUTHI, EJTOCTHOCTH M COXPAHHOCTH CTPYKTYPHPOBAHHBIX JAHHBIX U METAJaHHBIX

1.1. ObsacTh NpUMeEHEHHUs TPOrPAMMBI

Pabouas mporpamma npodeccuonansroro moxyns IIM. 02. ObecnieueHue 3alIUThI, IETOCTHOCTH M COXPAHHOCTH CTPYKTYPUPOBAHHBIX TaHHBIX H
METa/IaHHBIX ABIISETCS YaCThI0O OCHOBHOM MpodeccruoHaabHOl 00pa3zoBaTenbHOl mporpammbl B cootBeTcTBUU ¢ I'OC CIIO no cneumansHocTy 46.02.02
ObecnieueHne TEXHOJIOTHYECKOTO COMPOBOKIACHUS IU(PPOBON TpaHchHOpMaIK JOKYMEHTUPOBAHHBIX C(ep AEATETbHOCTH BXOJIIECH B YKPYITHEHHYIO
rpyniy cnenuansHocteit 46.00.00 Mctopust u apxuBOBeEHUE.

1.2. Ieau u niaHupyeMble pe3yJbTaThl 0CBOEHHS MPO(ecCHOHATIBLHOT0 MOIYJIs

1.2.1 C uenpto OBNaJieHUS YKa3aHHBIM BHUJOM MNPOQPECCHOHAIBHON NEATEeIHbHOCTH M COOTBETCTBYIOIIMMH MPO(ecCHOHANIBHBIMI KOMIIETEHIIUSIMU
oOyJaronuics B X0ie OCBOEHUSI MPOPECCUOHAIBHOIO MOJYJIsl JOJKEH:

HaBpeiku

ObecnieueHnst ETOCTHOCTH CTPYKTYPHUPOBAHHBIX JAHHBIX U METa/IaHHBIX JOKYMEHTHPOBAHHBIX Cep NIeITeTbHOCTH OPTraHU3allui, B TOM YHCIIe
OCJIe aBapuii U cOOeB.

OOHapy>xeHus u Gukcanuu pakra c60s B pabore MHOOPMALMOHHBIX CUCTEM, 00padaTHIBAIOIMX CTPYKTYPHUPOBAaHHbBIE JaHHBIC U METalaHHbIE
JOKYMEHTHPOBAHHBIX c(ep AeATeTbHOCTH OPTaHU3aIINH.

OO6Hapy>xeHus U QuKcauu (HaKkTa HECAHKIIMOHUPOBAHHOTO YHUUTOKEHHS, TIEPEMEIICHUS, UCKOKEHHS CTPYKTYPHUPOBAHHBIX JJAHHBIX H
MeTaJaHHbIX JOKYMEHTUPOBAHHBIX c(hep AeITeIbHOCTH OpraHnu3aliH.

Co3anus 1 ydera pe3epBHBIX KOIUI CTPYKTYPUPOBAHHBIX JIAHHBIX H METAJIAHHBIX JJOKYMEHTUPOBAHHBIX c(ep JAeATeIbHOCTH, Pa3MEeIIeHHBIX Ha
caiiTe, mocje KaKI0ro U3MEHEHNS ¥ 00ecTiedeHNe NX COXPAaHHOCTH.

dopmManuzauuy CTPYKTYPUPOBAHHBIX JAHHBIX U METAJaHHBIX JOKYMEHTUPOBAHHBIX c(ep ACATEILHOCTH IS pa3MeIleHHs Ha OQHUIMAIEHOM CcaiTe
OpTaHU3ally.

dopmMupoBaHUs PEATIOKEHUH 00 YIydIIeHnH paboThl OQHUIHATBEHBIX CATOB OpraHU3aIHH.

JlokyMeHTHpOBaHHUE PadoT MO YUETy CTPYKTYPHPOBAaHHBIX JAaHHBIX U METAIaHHBIX JOKYMEHTHPOBAHHBIX C(ep AEATENIFHOCTH U YIPABICHUIO MU B
WHPOPMALMOHHBIX PECypcax Ha CalTe OpraHU3aliH.

Pa3paboTku 1 noaaepkaHus JOKAIBHBIX IIPABIII y9€Ta U COXPAHHOCTH COOOIICHUH IIEKTPOHHOM HOYTHI.

NudopmupoBanns pabOTHUKOB OpTaHU3AIMU O MTPABUJIAX U HOPSAAKE UCIIOTHEHHS JIOKATBHBIX IIPABHII ydeTa U COXPAaHHOCTH COOOIICHHI
AJIEKTPOHHOH MOYTHI.
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e BrisBieHus (pakToB HAPYIIECHUS JTOKATHHBIX MPABUI YUETa U COXPAHHOCTH COOOIICHUH AIEKTPOHHOM MOYTEHI.

o COop napopManmy A GOPMUPOBAHHS OTIETOB IO pe3ybTaTaM HU(POBOH TpaHCPOpMANK JOKYMEHTHPOBAHHBIX Cep AeITeIbHOCTH
OpTaHu3allH.

e OO0paboTka cobpaHHOW HHGOPMAIIH 10 pe3yabTaTaM U POBOI TpaHCcHOpMaLIMK TOKYMEHTHPOBAHHBIX c(pep NeATENbHOCTH OpTaHU3aIINH.

e 3anonHeHHE OTYETHBIX (HOPM MO pe3ynbTaTaM IU(POBOH TpaHCHOPMAIUH JOKYMEHTHPOBAHHBIX Cep NeATeTbHOCTH OPraHH3aIluH.

e  ABTOMAaTHYECKOE WM aBTOMATHU3UPOBaHHOE ()OPMUPOBAHUE OTUCTOB IO pe3yJibTaTaM HU(POBOI TpaHCHOpPMAIMU JOKYMESHTHPOBAHHBIX Chep
ACATCIIBHOCTH OpraHu3aluu.

e  KOHTpOIb KOPPEKTHOCTH JaHHBIX B CHPOPMUPOBAHHBIX OTUYETAX MO Pe3yJIbTaTaM IU(POBOH TpaHCHOpMAIMK JOKYMEHTHPOBAHHBIX chep
JESITSIbHOCTH OPTraHu3alluu

YMmers

V.1 IIpuMeHsTh aBTOMAaTH3UPOBAHHBIE CPEJCTBA KOHTPOJISI COCTOSHHS 0a3 JaHHBIX JOKYMEHTUPOBAHHBIX cep AeSTeNbHOCTH OpTaHU3allH.

V.2 Pa3pabatsiBaTh 6a3bl JAHHBIX JOKYMEHTHPOBAHHBIX Cep AeSTETbHOCTH OPraHU3aluH U OCYLIECTBISTh KOHTPOJIb UX BEICHHUS.

V.3 Co3naBath cucTEMY HHIACKCALMU CTPYKTYPHUPOBAHHBIX JaHHBIX U METaJaHHbIX JOKYMEHTHPOBAHHBIX chep NesITeNbHOCTH OpraHn3aliy U
WCTIONB30BaTh €€ B HHPOPMAITHOHHO-CITPABOYHBIX LIEIISIX.

V.4 TIpUMEHSTH A3bIKH B CHCTEMBI IIPOTPAMMHPOBAHKS 0a3 JAaHHBIX IOKYMEHTUPOBAHHBIX chep JAesTeNbHOCTH OpraHU3aIiy JJIsl ONTUMHU3AINN
BBITTOJIHEHHS 3aIIPOCOB.

V.5 MopenupoBaTh yrpo3bl IIETOCTHOCTH CTPYKTYPHUPOBAHHBIX JaHHBIX U METaIaHHBIX JOKYMEHTHPOBAHHBIX Cep eI TeTbHOCTA OpraHu3alliuH.

V.6 Pa3pabarsiBaTh Npoleypbl 00ecrieueH s [eIOCTHOCTH CTPYKTYPUPOBAHHBIX TJAHHBIX M METaJaHHBIX JOKYMEHTHPOBAHHBIX c(ep AeSTeNLHOCTH
OpTaHU3aluy.

V.7 Pa3pabaTriBaTh periIaMeHTUPYIOIME JOKYMEHThI B COOTBETCTBUH C TPEOOBaHNUSMHI HOPMATUBHBIX [TPABOBBIX aKTOB.

V.8 dopmynupoBaTh TpeOOBaHUS K pa3paboTKe Mpoleayp 00eCcedeHusl EeIOCTHOCTH CTPYKTYPUPOBAHHBIX IaHHBIX U METaJIaHHBIX JIOKYMEHTUPOBAHHBIX
cep IesTenbHOCTH OPraHu3aLuy.

V.9 IlpumeHsaTs MeToAbI paboThl ¢ GOpMaMH, HIEKTPOHHBIMHU Ta0IUIAMU, HHPOPMALTMOHHBIMH 0a3aMH CTPYKTYPHUPOBAaHHBIX JAHHBIX U METaJaHHbBIX
JOKYMEHTHPOBAHHBIX c(ep NeATeLHOCTH OPTaHN3AIINH.

V.10 PazmemaTh 1 OOHOBIISAITH CTPYKTYPUPOBAHHBIC JaHHBIE M METAJ[aHHBIC JIOKYMEHTHPOBAHHBIX cep NesTeNbHOCTH Ha O(UIHATBHBIX calTax
OpraHM3alMY YepPe3 CUCTEMY YIPABIEHHSI KOHTEHTOM.

V.11 BecTtr yuet uCTOpUU U3MEHEHUH CTPYKTYPUPOBAHHBIX JIAHHBIX U METaJIAHHBIX JIOKYMEHTUPOBAHHBIX cep NesTeTbHOCTH Ha O(UIMaTbHBIX calTax
OpraHu3aluy.

V.12 IlpoBOaUTHh aAMUHUCTPUPOBAHUE KOPIIOPATUBHBIX MOYTOBBIX CEPBUCOB U CUCTEM.

V.13 [IpuMeHATh NON0KEHUS HOPMATUBHO-TEXHUYECKON JJOKYMEHTAINU B 00JacTH HHPOPMALMOHHON 0€30MacCHOCTH M KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.
V.14 Hcnionb30BaTh MpOrpaMMHbIE IPUIIOKESHUS H MHPOPMAIIOHHOTEJICKOMMYHHUKAIIMOHHYTO ceTh "MHTepHeT" [UIs BHIOTHEHUs pabouux 3a1a4
mdpoBoii TpancopmMa JOKYMEHTHPOBAHHBIX Cep AeITeIbHOCTH OpraHU3aIiH.

V.15 PaboTats ¢ 60NBIIMM MacCCUBOM CTPYKTYPHPOBAaHHBIX JAHHBIX U METAaHHBIX JOKYMEHTHPOBAaHHBIX cep NesSTEeTbHOCTH OpraHU3aluy.
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V.16 IIpoBOIUTH MOHUTOPHHT CTPYKTYPHPOBAHHBIX NAaHHBIX M METAIaHHBIX TOKyMEHTHPOBAHHBIX c(hep NesTeIbHOCTH OpraHu3aIlnH.

3HaTh

3.1 3akoHOIaTENFHBIX 1 HOPMATHUBHBIX MPABOBBIX akTOB Poccuiickoit @enepanyy B 001aCTH YIIpaBIeHUs TOKyMEHTAMH, apXUBHOTO JieNia, HPOPMAaIHH,
WHPOPMALMOHHBIX TEXHOJIOTUH M 3alIUTHl HH()OpMAIINH, IEPCOHATIBHBIX TaHHBIX, HM(PPOBOH TpaHchopMaLny, B cepe ynpasieHUs JOKyMEHTaMU.
3.2 MeToan4eckux JOKYMEHTOB U HAIMOHAIBHBIX CTAHAAPTOB B 00JACTH YIPaBICHUS JOKYMEHTAaMH, apXUBHOTO Jieja U UCIOJIb30BaHUS HHPOPMALIUK B
OpTaHH3AIINY.

3.3 OcHOBHBIX MOKa3aresel paboTel 0a3 CTPYKTYPHUPOBAaHHBIX JAHHBIX U METaJIaHHBIX JOKYMEHTHPOBAHHBIX cep AesATeTbHOCTH B HH(POPMALIMOHHBIX
CHUCTEMax OpraHU3aIiH.

3.4 OcobeHHOCTeH peanu3aliy CTPYKTYPhI JAaHHBIX U YITPABIICHUS METaJaHHBIMU B 0a3ax TaHHBIX JOKYMEHTHPOBAHHBIX chep MesTeNbHOCTH
OpTaHH3AIINY.

3.5 ApXUTEKTypy CHCTEM XpaHeHHUs1 1 00padOTKH MH(OPMALIUK B BO3MOKHOCTH HX B3aHMOJICHCTBUSI.

3.6 Mogene#t u CTpYKTYpHI JaHHBIX U METaJaHHBIX JOKYMEHTHPOBAHHEIX C(hep AesTeTFHOCTH OpTaHnu3alliy.

3.7 OCHOB SI3BIKOB B CHCTEM MIPOTPaMMHUPOBaHUS 0a3 JaHHBIX U METAJaHHBIX JOKYMEHTHPOBAHHBIX C(ep ACITeTLHOCTH OPraHU3aIiH.

3.8 CoBpeMeHHBIX METOJIOB U CPEJICTB YIPaBICHHsI CTPYKTYPUPOBAHHBIMU JaHHBIMHU U METaIaHHBIMH B JOKYMEHTHPOBAaHHBIX chepax AesTeIbHOCTH
OpraHH3alNY.

3.9 OcHOB TIOCTPOEHUS PENAINMOHHBIX 0a3 TaHHBIX.

3.10 JlokanpHBIX HOPMATHBHBIX aKTOB B 00JaCTH HH(POPMAIIMOHHOT'O B3aUMOICHCTBUS CTPYKTYPHBIX HOApa3AeIeHUH OpraHu3alim.

3.11 IIpaBuin paboThI ¢ JOKYMEHTaMHU OpTaHN3aIlUH, YCTAHOBIICHHBIE €€ JIOKaJbHBIMA HOPMATHBHBIMH aKTaMH.

3.12 [pasuin u nopsinka hopMupoBaHus U yaera 6a3 TaHHBIX, U METaJaHHBIX JOKYMEHTHPOBAHHBIX Cep ASSITeTbHOCTH OpPraHU3aIiH.

3.13 TpeOoBanuii oxpaHsl TpyJa 1 NOXapHOH O€30MACHOCTH.

3.14 TpeboBaHuii kK XapakTeprUCTUKaM H300paskeHH TIPU pa3MellieHHH Ha O(UIIUaTIbHBIX CaliTaX OpraHU3aluH.

3.15 ba30BbIX MPUHIIUIIOB OpraHU3aINK HHH)OPMAITMOHHBIX 0a3 TaHHBIX.

3.16 Cneunuky 1 TeMaTUKH OQUIHUAIBHBIX CAaTOB OpraHU3ally, UX LIEIH, 33/1a41 1 Ha3HauYCHHE.

3.17 Ba3oBbIX TEXHUKO-IKCIUTYaTAl[HOHHBIX XapaKTEPUCTHK, KOHCTPYKTHBHBIX OCOOCHHOCTEH, HA3HAUCHHS M PEKUMOB pabOThl 000y I0BaHUSL.

3.18 [IpaBmi TeXHHYECKON DKCILTyaTallui 000y JOBAHNS.

3.19 OCHOBHBIX IPUHLHUIIOB TEXHOJIOTUH CO3/1aHUs BEO-PEeCypCOB.

3.20 OcHOB rUNepTEKCTOBOM Pa3METKH.

3.21 ba30oBBIX METOJIOB PEIICHUS 33724 10 CO3aHHIO B PEAAKTHPOBAHIIO KOHTCHTA.

3.22 OcHoB uH(OPMAITMOHHOM 0€30MaCHOCTH.

3.23 TpeboBanuii oxpaHsl Tpyia 1 NOXapHOH O€30MACHOCTH.

3.24 OcHoB obecrnieueHus CeTeBON O€30IaCHOCTH, KOHTPOJIS TOCTYIIA U TIPaB MOJL30BaTEIICH.

3.25 JlokambHBIX HOPMATHBHBIX aKTOB OPTaHHU3AIINH, PETIIAMEHTHPYIOIIHNX MOPSIOK PabOTHI ¢ KOPIOPATUBHOM MMOYTOBOW CHCTEMOIA.

3.26 MeToauiecknx yKa3aHud, peKOMEHIAIINI B TEXHOJIOTUU O00ecTieueH s KOH(UICHIINATLHOCTH ITOYTOBBIX COOOIICHUH 1 OTIIPaBUTEICH.
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3.27 MeToanuecKux T0KyMEHTOB U HOPMAaTHBHO-TEXHUYECKOW JOKYMEHTALIMH 110 BOIIPOCaM TEXHUYECKON 3aIlnThl HHQOpMALKH.
3.28 DTHYeCKUX HOPM U TIPaBHJI KOPIIOPATUBHOTO TIOBEICHHUS.

3.30 Opranu3aliiOHHOM CTPYKTYPHI ¥ (PUIHATIOB OpraHU3aLUH.

3.31 Crrennamu3upoBaHHOTO MPOTPAMMHOTO 00ECITCUCHHS.

3.32 BHYTpEeHHUX CTaHAAPTOB U METOAUYECKUX TOKYMEHTOB I10 3alI0OJIHEHUIO OTYETHOCTH.

3.33 MeTo/10B NpecTaBICHUs HHPOPMAITUH,

3.34 TpeOoBanmii Mo 00pabOTKe OOpAICHUI 38 TEXHUUSCKOH MOAIESPIKKOM.

3.35 [IpuHIHIIOB, METOIOB POPMHUPOBAHHS OTUYETHOCTH.

3.36 OCHOB CTaTUCTHKH.

3.37 OpraHu3aliioHHOM CTPYKTYPHI ¥ (PUIIHATIOB OpraHU3alliH.

1.2.2. Pe3ynbpraToM OCBOCHUS MPOTrPaMMBbI TPOGECCHOHATLHOTO MOJTYJIS SIBJISICTCSL OBJIQJICHUE 00YYAFOIIUMUCS BUIOM MPO(HECCHOHAILHOW NEesITeIhbHOCTH
OCYIIECTBIISATH Pa3paboTKy U KOMIBIOTEPHOE MOJICITUPOBAHNE AIIEMEHTOB CHCTEM aBTOMATH3AIMH C YIETOM CHEIHU(PUKNA TEXHOJIOTHIECKHUX MPOIIECCOB, B
oM uucine npodeccuonansubiMu (I1K) 1 06mumu (OK) kommereHusaMu

Kon HaumenoBanue npogeccnoHaNbHbIX 00IIMX KOMIIETCHIU I

I1K.2.1 | OcymuiecTBasTh KOHTPOJIb LEIOCTHOCTH CTPYKTYPUPOBAHHBIX IAHHBIX M METAaHHBIX JJOKYMEHTHPOBAHHBIX Chep ASSATEILHOCTH OpraHu3aluH

[1K.2.2 | ObGecrieunBaTh y4eT M COXPAaHHOCTb CTPYKTYpPUPOBAHHBIX IaHHBIX JIOKYMEHTHPOBAHHBIX C(ep ASSITEIBHOCTH, pa3MELICHHBIX Ha O(UIMAIBHBIX caWTax
OpraHM3alHH

I1K.2.3 | IIpoBOANTE MOHUTOPHHT COOJIIOICHHS JIOKAIBHBIX TIPABHII 00MEHa, y4eTa U COXPAaHHOCTH COOOLICHHMIT 3JIEKTPOHHOMN MOYTHI;

[1K.2.4 | ®opMupoBaTH OTYETHOCTH MO pe3yibTaTaM HUPPOBOH TpaHCHOPMALMN JOKYMEHTHPOBAHHBIX cep AATEILHOCTH OpraHU3alun

OK'1 Br16upath ciocoOsI penieHus 3a1a4d npodecCuoHaIbHOM ASITEIBHOCTH, TPUMEHUTENHHO K Pa3JIMYHBIM KOHTEKCTAM.

OK 2 | Ucnonb3oBaTh COBpEMEHHBIE CPEACTBA MMOMCKA, aHAJIM3a U MHTEpIpeTalnu nHGOopMauu, 1 HHOOPMallMOHHbIE TEXHOJIOTUN JJIS BBITIOJTHEHUS
3aja4 NpoQecCHOHATbHOM NesITeTbHOCTH

OK 3 | IlnanupoBaTh W pealn30BbIBaTh COOCTBEHHOE NPOPECCHOHATBHOE M JMYHOCTHOE pa3BUTHE, MPEINPUHUMATENBCKYIO JESTeIbHOCTh B
npodeccuoHanbHOM chepe, UCIoNIb30BaTh 3HAHUA 110 PUHAHCOBOM IPAMOTHOCTHU B PA3JIMYHBIX JKU3HEHHBIX CUTYaLUAX

OK 4 | DddexkTuBHO B3aMMOCICTBOBATH U padOTATh B KOJJICKTUBE U KOMaHJIe
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OK 5 OcCymiecTBISITh YCTHYIO W NMHCHhbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYAapCTBEHHOM s3bike Poccuiickoir denepanuyu ¢ y4eToM OCOOEHHOCTEH
COIIMAJIBHOTO U KYJbTYPHOTO KOHTEKCTA

OK 6 | IIposiBISITh TpaskJaHCKO-MIATPHOTHIECKYIO MMO3HIINIO, IEMOHCTPUPOBATH OCO3ZHAHHOE TIOBEICHUE HA OCHOBE TPAJAMIIMOHHBIX O0IICUETIOBEUECKUX
LEHHOCTEeH, B TOM 4YHCIIE C Y4YETOM TapMOHHU3ALHUMA MEXKHAIMOHAIBHBIX M MEXPEIUTHO3HBIX OTHOIICHWH, NPUMEHSTbh CTaHIapThI
AHTUKOPPYIIIUOHHOTO TTOBEACHUS

OK 7 | ConmelcTBOBaTh COXpPAaHEHUIO OKPYXKAIOIICH CPEIbl, pPecypcocOepe:KeHUI0, MPUMCHITh 3HaHWS OO0 W3MEHEHUM KJIMMAaTa, MPHHIIAITEI
OepeKITMBOTO MPOU3BOJICTBA, 3P (HEKTUBHO JIEHCTBOBATh B UYPE3BBIUANHBIX CUTYAIHSIX

OK 8 | Mcronb3oBaTh CpeAcTBa (PU3MUECKONM KYIBTYPBI Ui COXPAHEHUS W YKPEIUICHHUS 3/I0pOBBS B Ipoliecce MPO(ecCHOHANBHON AEATENbHOCTH U
10JiIep>KaHusl HEOOXOJMMOT'0 YPOBHS (PM3MUECKOM MTOJITOTOBJICHHOCTH.

OK9 ITonp30oBaThCs HpO(i)CCCI/IOHaJIBHOI;'I HOKYMCHTaHHCﬁ Ha roCylapCTBCHHOM U MHOCTPAHHOM SA3BbIKaX

1.3.Ko1tn4ecTBO 4acoB Ha 0CBOCHHME IPOrPaMMBbI NPO(eCCHOHAIBLHOI0 MOYJISA:

YueOHas Harpy3ka o0yyawouuxcs (4ac., HeJl.)
Harpy3ka Bo B3auMoelicTBHU ¢ NpenojasareJieM, 4ac.
B T.Y.
Oo0bem
Dopmbl
HaumenoBanue A oOpa3oBaTejibHO CaMOCTOSITeILHAS BCero
W HATPY3KH padora 3AHATH | TeopeTHueckoro JlaGopatopHo- BblnonHeHUI/Ie
- MPaKTUYECKHE KypCOBOI KOHCYJIbTaI
H oOydeHus
3aHATHA paboThI
MK 02.01. €] 240 4 230 130 92 - 2
Oo0ecrieueHue 3aIuThl,
LIEJIOCTHOCTHU u
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COXPaHHOCTH
CTPYKTYpUPOBAHHBIX
TAHHBIX u
MeTa/laHHbIX
JIOKYMEHTHPOBAHHBIX
cdep nesTeNbHOCTH

VII.O01 VyeOHas
MPAKTHKA

36

36

[I1.01
[IpousBoacTBeHHas
IIpaKTHKa

144

144

[IM.02 ObGecneuenue
3alUThI,
LHEeJOCTHOCTH "
COXPaHHOCTH
CTPYKTYPHPOBAHHBIX
JAAHHBIX u
MeTaJaHHBIX
JOKYMEHTHPOBAHHBI
X cep nesITeJILHOCTH

M

2.1 Crpykrypa npogeccuoHaJIbLHOr0 MOAYJIsSt

2 CTPYKTYPA U COAEP)KAHUE ITPO®ECCUHOHAJIBHOT'O MOAYJISL

Konnl HaumenoBauus

npmbeccnona.nbﬂux pas3aejaoB

OobeMm
(o)1}

3aHsTHs BO B3aUMOJelCTBHH C MIpenogaBaTesieM, 4ac., Hejl.

Bcero

Oo0yuenue no MJIK, B yac.,

IIpakTuku, Hexu.

CamocTosTeaLHas
paborta
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H o0mux | mpodeccHoHAIBLHOTO
KOMIIeTeHIU I MOAYJIS
IIpousBoacTBeHHas
Jla6opaTopHbIX
TeopeTnyeckoro n Vuebnas 5 (ecnu
o0yueHust NPaKTHYEeCKUX npedycmompend
s AHSTH paccpedomovennas
npakmuxa)
1 2 4 5 6 7 8 9
K 2.1 - 2.4, Passien L 54 38 16
OK 1-9 Obecrieuenne
0e3omacHOCTH T
3alUThI JaHHBIX,
MPEJCTABJICHHBIX B
mdpoBoit popme
MK 2.1-2.4 Paspen 2. Vwuer, 77 36 41
OK 1 - 9 OOKYMCHTHUPOBAHUE U
obecrnieueHune
COXPaHHOCTH
CTPYKTYPUPOBaHHBIX
JTAHHBIX U
MeTaJaHHbIX
JOKYMCHTHUPOBAHHBIX
cdep nesTeIbHOCTH
TK2.1- 2.4, Paspen 5 3. 01 56 35
OK1-9 KommnekcHbI moaxon
K o0ecrnieueHuIo
3aIHUTHI
CTPYKTYPHUPOBAHHBIX
JTAHHBIX u
MeTaJIJaHHBIX
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| Beeco: 238 | 222 | 130 | 92 ] ] 8
Yuebnaa npaxmuxa 36 36
Ilpouszeoocmeennas npakmuxa (no npo@uiio
CHeyuanbHOCM), 4acos (ecau npedycmMompena 144 144
UmMo208ast (KOHYEHMpUPOBAHHASL) NPAKIMUKA)
2. TemaTuyeckuil VIaH U co/iep:KaHue NPO(ECCHOHATBLHOT0 MOAYJIs
Haumenoeanue pazoenos u mem Cooepircanue yuebnozo mamepuana, 1adopamopusle padomsl U NPAKMU4ecKue Oobvem
npogeccuonanvrnozo mooyasa (IIM), 3anamus, 6HeayoOumopHas (camocmoamenvhasn) yueonas padoma ooyuarouuxcs, yacoe/neoens
mexncoucyunaunapuvix Kypcoe (M/IK) Kypcoeas paboma (npoexm) (eciu npedycmompeHnt)
1 2 3
MJIK 02.01. Texunueckoe 00Ca1y:KUBAHNE H KOHTPOJIb Y3JI0B H arPeraToB MeXaTPOHHBIX YCTPOICTB H CHCTEM
Paznen 1. Ob6ecnieuenne 0€30MaCHOCTH M 3a1UTHI TAHHBIX, MPEACTABJIEeHHBIX B M(ppoBoii popme
22

Tema 1.1.

Cooepocanue
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Pucku 0€e30I1acCHOCTH
CTPYKTYPHUPOBAHHBIMU
METaJaHHBIMU

B YOpaBJICHUH

JaHHbBIMHA

u

Pucku nadopmanmoHHoi 6€301MacHOCTH sl JOKYMEHTHBIX IPOLECCOB M CUCTEM KaK COCTaBHAs
9acTh OOLIEeH CHCTEMBI YIIPAaBICHUS PUCKaMU OpraHu3anuy. Buabl puckoB. DakTopsl, BIUSIONIIE
Ha YpOBEHb PUCKOB B CHCTEME YIpaBJIeHHUS JOKyMeHTamH. OLeHKa PUCKOB sl JOKYMEHTHBIX
NPOLIECCOB U CHCTEM a) MICHTU(HKAIMS PHUCKOB, D) aHamu3 pucka C) cpaBHHTEIbHAs OICHKA
pucka. Kpurepun KOIMYeCTBEHHOH OLEHKH PUCKOB. MneHTH(uKanus W ynpaBlIeHHE PUCKAMH,
OTHOCSIIIUMUCST K JOKYMEHTHBIM IpoIleccaM M CHUCTeMaM. TeXHUYECKHE M TEXHOJIOTHUYECKHE
pucku. Pucku nepconana. Mnentndukanus pucka: onpeieleHre MPUYMH U UCTOYHUKOB PHUCKA,
COOBITHH, CUTyalii WM OOCTOSITEIBCTB, CIOCOOHBIX CYIIECTBEHHO IOBIHATH Ha JOCTHIKCHHE
opranmzanmeil cBoumx neneil. KOHTeKCT nesTenbHOCTH OpraHW3aliH: BHEIIHHE W BHYTPEHHHE
¢dakTopel. OOnacTH HEONPENEeNCHHOCTH: OpPraHW3allMOHHBIE W3MEHEHHUS, TEeXHOJOTHYeCKHe
M3MEHEHHS, PECypChl — JIFOIU M KOMIIETeHINY, (MHAHCOBBIE U MaTepHalbHble pecypchl. OeHka
BO3JICHCTBHS PUCKA HA JOKYMEHTHBIC CHCTEMBI, BKIIIOUAsI aPXUTEKTYPy TaKHX CHCTEM, BOIIPOCHI
obecrieyeHUsT  TOJJAEPKKH,  JKU3HECTIOCOOHOCTH,  HEMPEPBIBHOCTH  (PYHKIHMOHHPOBAHMUS,
uHTeponepabenbHOCTH W Oe3omacHoctd. OOmact  WHGOPMAIMOHHOW  0E€30MaCHOCTH
JOKYMEHTHBIX MPOLIECCOB: MPOCKTUPOBAHHE JOKYMEHTOB, CO3/IaHHME JOKYMEHTOB M BHEJIpEHHE
JOKYMEHTHBIX CHCTEM, METaJaHHbIe, HCIIOJIb30BAaHUE TOKYMEHTOB U JIOKYMEHTHBIX CHCTEM,
VHHYTOXKEHHE JOKYMEHTOB JHOO MX Iepelada Ha apXWBHOE XpaHEHUE. AHAIN3 BBISBICHHBIX
puckoB. KoimuecTBeHHass OIEHKAa BEPOSTHOCTH pealM3alldid PHCKOB: BHEIIHHE (DaKTOpEI,
BHYTPEHHHE (AKTOPBI, JOKYMEHTHBIE CHUCTEMBI, Tporecchl. CpaBHHUTENbHAs OIIEHKA PHCKOB.
OneHka BO3JICHCTBUS HEOJIATONPUATHBIX COOBITHHA. Marpuiia pucKkoB HH(OPMAIIHOHHOM
0€30MacHOCTH.

Temamuxa npakmuueckux 3aHAmMuUIl U 1a60pamopHsIX padom

I[IPNe 1 | OnepanmoHHbBIe, TEXHOJOTHUECKHE M TEXHHYECKHE PHCKH HH(OPMAMOHHON
Oe3onacHoctu. CocraBieHHE CTPYKTYPHOH cXeMbl OOIIENOCTYNHOH HH(popMamuu u
WHPOPMAITUKM OTPaHUUEHHOTO JIOCTYIA, BOSHUKAIOIIEH B JICSITEIBHOCTH OpTaHU3aIlHH.
Pa3zpaboTka MaTpulbl TEXHOJIOTHH W TEXHHUYECKHHA CpEICTB, IOJIAEPKUBAIOIINX
00paboTKy HHPOPMALIUK PA3TUUHBIX KATETOPHil.

[TPNe2 | CocraBieHne TaONMMIBI OCHOBHBIX BHJIOB WH(OpMAIMKA OTPAaHHYEHHOTO JIOCTYIIa
(koH(UIEHIIMATBHO), BO3HMKAIOUICH B JESITENbHOCTH OpraHu3aluu (Ha Npumepe
KOHKPETHOH OpraHu3alyy U Ha OCHOBE KOJUIEKLIWH JOKAIbHBIX HOPMAaTHUBHBIX aKTOB).
WN3yyenme TmpaBWI  OmpedeNieHds — oOJiajmaTeNieid, HOCHTENEH, JOKYMEHTHBIX
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

(mHpOPMALIMOHHBIX) CHUCTEM HWH(QOPMAIMH OTrPAaHUYEHHOTO [aocTyna (Ha OCHOBE
KOJIJICKIIMH JIOKAJTbHBIX HOPMATHBHBIX aKTOB).

Tema 1.2.

ObecnieueHne 3amUThl  CTPYKTYPHUPOBAHHBIX
JlaHHBIX U METaJaHHBIX oT
HECAaHKIIMOHUPOBAHHOT'O BMEIIATEILCTBA

Cooepicanue

16

JKu3HeHHBIC UKLl JaHHBIX U METaJaHHBIX B IMPOIIECCE CO3TaHUS, o6pa60TKH, MCIIOJIb30BaHUS
JOKYMEHTOB B  JOKYMEHTHBIX CHCTEMax M B TIIpoLecce IepeAayd  JTOKYMEHTOB.
HecankunoHnpoBaHHOE YHUYTOXXEHHE, IIEPEMELICHNE, NCKKEHUE CTPYKTYPUPOBAHHBIX AaHHBIX
M METaJIaHHBIX B OBICTPO MEHSIOIIMUXCS ycinoBusax. OOecrneueHue KaTacTpo(OyCTOMYUBOCTH
JOKYMCHTHBIX CHCTEM, CTPYKTYPHUPOBAHHBIX AJAHHBIX WU MCTAaJaHHBIX. Onpe,ueneHMe COCTOSHUA
JOKYMEHTHOH CHCTeMbI, oOOecTedeHHe JOKaszaTenbHON wuHpopMmanmu. BlammopeiicTBue
IpeaAMETHOIO U CUCTEMHOI'O AIMUHUCTPATOPOB I[OKYMCHTHOI\/'I CHCTEMBI.

Temamuka npakmuyeckux 3aHamuil

ITPNe3

OmpeneneHre pojeil MoiIp30BaTEIe B TOKyMEHTHOU cucTteMe. COCTaBICHHE CXEMBI
poneil mosjb3oBareneil. AHaNM3 MOpPsAKa MPEIOCTABIECHUS MpaB JOCTyNa Ha OCHOBE
npuHIUMa «4-x ria3y. OdopmiieHre 3asBKH Ha TPEJOCTaBICHNE TPaB JOCTYIa K 0a3e
JIAaHHBIX/3JIEKTPOHHOMY JIey 32 MPOUIEeIINHN KaJleHJapHBIA TO/I.

ITPNe4

KoHTpobHBIE JKypHAIBI DJIEKTPOHHOW TIOYTHI C LIENBbI0 OOHAPYKEHUSI BTOpKEHUH (Ha
npUMepe KOHKPETHOM CHUTyalliy MpUEMa M OTIPABKH 3JIEKTPOHHOTO COOOIIEHHS WITH
(aiina 10KyMeHTa).

Pa311e.]1 2 y'leT, HJOKYMEHTHPOBAHUE U o0ecneuenue COXPAHHOCTH CTPYKTYPHPOBAHHBLIX JAHHBIX U METAAaHHBLIX JOKYMCHTHPOBAHHBLIX

cep neaTEIbHOCTH

Tema 2.1.

VYder, nOKyMeHTHpOBaHME U oOecreyeHue
COXPAaHHOCTH CTPYKTYPHPOBAHHBIX NAaHHBIX U
METaJ]aHHBIX  JIOKYMEHTUPOBAaHHBIX  cdep
JIeATENBHOCTH

Cooepicanue

18

Opranuzaiust XpaHeHuss (B TOM YHCIE JUIMTENIBHOTO W TMOCTOSHHOIO) CTPYKTYPUPOBAHHBIX
JIAHHBIX M METAJaHHBIX Oe3 yiiepba sl X IOPHINYCCKON 3HAUMMOCTH U JO0KA3aTeIbHON CHITBI.
MeTaIIaHHI)Ie HCIIOJIb3YEMBIC IJIA I/I}ICHTI/I(I)I/IKaHI/H/I, OIMUCaHu U YIIPABJICHUA TOKYMCHTaMU. Tuner
METaaHHbIX, HCIIOIb3yEMbIX B YNPaBICHUU NOKyMeHTaMH. CXeMbl METaJaHHBIX JTOKYMEHTOB.
dopMaThl CXEM METaJaHHBIX JOKYMEHTOB, OOCCIEUMBAIOIINX BO3MOXXHOCTh B3aMMOJCHCTBUS
MEXIy CHUCTeMaMH, OOMEH HH(OpMalMeld, MUTPAIMI0 M MPOIECCHl Mepeaadyrd JTOKYMEHTOB Ha
XpaHeHne u yHuuToxeHue (Ha npumepe tpedosanuii TOCT P CO 15489-1-2019).

Temamuka npakmu4ecKux 3aHAMUIL

21
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[IPNe5 | Uzyuenne rpudoB orpaHuueHHss AOCTYNa W PEKBH3UTOB HOCUTENEH CBeICHHN 3
OTPaHUYEHHOTO JOCTyna (Ha MpUMepe KOHKPETHOW OpraHM3alil W Ha OCHOBE
KOJIJICKIIMY JIOKAJIbHBIX HOPMATHBHBIX aKTOB).

[IPNe6 | Pazpabotka mpuMepHOTro nepevyHs KOHQHUIESHIMATEHBIX JOKYMEHTOB U UH(POPMAIIH C 3
yKa3aHueM WH(POPMAIMOHHBIX CHCTEM W MEHEDKEPOB pecypcoB/olmanaTeeit
uHpopManuK (Ha OCHOBE KOJUIEKIMH JIOKAJIBHBIX HOPMATHUBHBIX aKTOB W peecTpa
JOKYMEHTHBIX (MH()OPMAIMOHHBIX) CUCTEM).

TIPNo7 Pa3paboTka cxeMbl UMEH M ONKMCAHUN 3HAYCHUH JAaHHBIX ¥ METaJaHHBIX JOKYMCHTOB 3
JUTSI BKJTFOUEHUS B TIEpeYeHb KOHPUISHIINABLHBIX TOKYyMEHTOB W WH(GOPMAITHH.

I[IPNe8 | BemmonHenue paboThHI MO MPOBEPKE ayTEHTUYHOCTH U HEM3MEHHOCTH METaJaHHBIX 00 4
YIPaBICHUH TOKYMEHTAMH U TEXHUUECKUX METaIaHHBIX (MIMEH M OIHCAHUI 3HAYCHMIT)
3JIEKTPOHHOM MOJEH JTOKYMEHTa (Ha MpUMepe KOHKPETHOW JTOKYMEHTHOW CHCTEMBbI).
OdopmiieHre akTa/ClpaBKy 110 pe3yabTaTaM MIPOBEPKH.

IIPNe9 | U3yueHnue mnopsiaxka BeAEHUS NPOTOKOJOB KOHTPOJIS JEHCTBUU IIOJIb30BaTeNed B 4
CHCTEME, CETEBBIX KOHTPOJIBHBIX XYPHAJOB, XYPHAJIOB PETMCTPALMU NpaB AOCTYIIA,
JKypHaJjoB/peecTpoB (QaioB maponeit, wuHpopmamuu |IP xocta (Ha npuMepe
KOHKPETHOM JIOKYyMEHTHON CHUCTEMBI).

I[TPNe10 | PazpaGorath cxemy MeTamaHHBIX (MMEHa W OOO3HA4YECHHS) B pPaMKaxX CHUCTEMBI 4
yHpaBieHHs] MpaBaMu JOCTyna (Ha NMpuUMepe KOHKPETHON JOKYMEHTHOW CHCTEMBI,
KOHKPETHOTO BHJa JJOKYMEHTa U CXEMBI POJIei NOJIb30BaTeNeH B CHCTEME).

Tema 2.2 Cooepircanue 18

Nudopmammonnas 6e30MacHOCTL OpraHu3aimu | [TonuTuka MHPOPMAIIMOHHON 0e30macHOCTH OpraHu3auuu/3amuTel  uHpopmammu. Cpencrsa
3anmThl WHpopManuu. Pa3paboTka OpPraHU3aIMOHHBIX, TEXHOJNOTMYECKHMX M TEXHUYECKUX
MEpONPHUATHH TI0 3amuTe nHpopmanuu. [TonuTnka 00pabOTKH M 3aIlIUTHI IEPCOHAIBHBIX JIAHHBIX.
[lepeunn n xinaccudukaTopsl HHGOPMALUK U JOKYMEHTOB, OTHOCSIIMXCS K KOH(OUACHINATLHBIM
TaHHBIM. JIoKanbHBIE HOpMATHBHBIE AaKThl OpraHM3allid B 00NacTH HWHPOPMAIMOHHON
Oe3onacHOCTH, paboThl ¢ KOH(WIACHIMAIBHBIMA JIOKYMEHTAMH W TIEPCOHAJIBHBIMH JIAHHBIMU:
aHaJIM3 CTPYKTYphl U coaepxanus. [lopsnok yTBepxaeHHS M O3HAKOMIIEHHUS, CPOKH JEHCTBUS,
MOPSIIOK BHECEHMs M3MeHeHHH. OTBETCTBEHHOCTh U TMOJHOMOYHS B cepe HMHOOPMALMOHHOU
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Oe3omacHOCcTH oOpraHu3anuy. [loaroroBka mepcoHama MO  BompocaM — HH(OPMAIMOHHON
Oe3omacHOCTH, O0YUIEHHE U TTOPSIOK IOMyCKa ero K paboTe.

Temamuka npakmuueckux 3aHAmMuil 20

[IPNel1 | PaspaGortaTh BXOAHYI (GOpPMY ITOKYMEHTHOW CHCTEMBI C yYETOM ayTeHTUYHBIX U | 4
HEM3MEHHBIX METAalaHHBIX CaMoOTo JOKYMEHTa M METaJaHHbIX 00 OCHOBHBIX
JISIIONIPOU3BOJICTBEHHBIX W apXUBHBIX Olepanus (Ha IpuMepe KOHKPETHOTO BHIA
JIOKyMeHTa; paboTa B KOHKPETHOW JIOKYMEHTHOW CHCTEME).

ITPNel12 | CoctaBuTh cXxeMy ayTEHTHYHBIX M HEHU3MEHHBIX NTAHHBIX M METaJaHHBIX BXOJHBIX | 4
dopm B CO0 n CX3 (OPK u AV®; Ha npumepe THUNOBBIX (YHKIHMOHAIBHBIX
TpeOOBaHUA, yTBEPkKIEHHBIX PocapxuBom).

[TIPNel3 | Aktyanuzanusi BXOJHBIX (OPM JIOKYMEHTHOW CHCTEMBI C BHECEHHEM METaJaHHEIX | 4
(MMeH ¥ omKcaHWi 3HAYeHWI) O TpaBax M MEePUOJaX JOCTyNa, rpudax orpaHHYeHHS
JIOCTyIIa U CPOKax MX JeicTBUsA. PaboTa B KOHKPETHOW JOKYMEHTHOH CHCTEME C
MPOTOTUIIAMH BXOJHBIX (OPM KOHKPETHBIX 0a3 JaHHBIX M NPEJACTABICHUA Ha
CIeAYIOIUN KaleHAapHBIN ro.

I[TPNe14 | Pa3paboTka cxeMbl KJIaCCH(PHUKAIMK JaHHBIX W METaJaHHBIX 00 opraHusanuuasTope | 4
JIOKyMEHTa, CTPYKTYPHOM TMOJpa3AeieHUH-aBTOPE IOKYMEHTa (MMEHa W OIHCaHUS
3HAYEHUH).

I[TPNel5 | Pa3paboTka cxeMbl NMEpCOHANBHBIX NAHHBIX (MMEHa W 00O3Ha4YeHHWs 3Ha4deHWi) Ha | 4
OcHOBE ()OPMBI IITATHOTO PACIHCAHMS OPraHU3aLUKN/CTPYKTYPHOTO IMOIpa3aeicHHS
(Ha OCHOBE KOJUICKIIUH JOKYMEHTOB).

Pazagen 3. KomnuiekcHbIi MOAX0 K 00ecneYeHHI0 3aIUThI CTPYKTYPHUPOBAHHBIX JAHHBIX U MECTAIAHHBIX
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Tema 3.1. Komruiekc Mep Ui 3alIUTHI TaHHBIX
u wuHQOpPMAaNMU B  JIOKYMEHTHPOBaHHBIX
chepax IesTeILHOCTH

Cooepicanue

14

Oco0eHHOCTH 3aIIUTH UHPOpPMAWH (IaHHBIX W METaJaHHBIX) B TOKyMEHTHPOBAaHHBIX cepax.
3ammra JaHHBIX M WHGpOpPMalLMOHHAs Oe30mMacHOCTh. [IpaBoBbIe, OpraHW3allUOHHBIE H
TeXHUYeCKue Mephl 3amuTel. HanmoHnaneHele ctanaaptel Pocculickoit denepanuu U CTaHIapTh
NCO/MDBK B obmacTu nesiTenbHOCTH HHPOPMAITMOHHON 0€3011acHOCTH.

Temamuka npakmuyeckux 3aHamuil

[IPNel6 | CocTaBuTh TepedeHb HANWOHANBHBIX CTaHmaptoB Poccuiickoit ®deneparun u
HAI[MOHAIBHBIX CTaHIAPTOB, pa3pa0OTaHHBIX Ha OCHOBe craHmaproB MCO/MOK B
cepe ynpaBiaeHHs JOKYMEHTaAaMH U WH(GOPMAITMOHHOW 0e30macHOCTU (Ha OCHOBaHUU
AIIEKTPOHHOM KOJUICKIIUM CTaHAAPTOB; B (hopMe TaONHUIBI ¢ YKa3aHHEM HOPMATHBHOTO
TEXHUYECKOTO JOKYMEHTA, €T0 KPaTKOTO COJICPKaHUSI U UCTOUHHKA)

Tema 3.2. Texuuueckas 3ammra HHPOPMAITHA

Cooepocanue

14

TexHUUECKHE MEPHI U CpPeACTBAa 3alIUThl MHPOpPMAIUK: (U3NUECKHE, TPOrpaMMHO-aIIapaTHbIE,
MaTeMaThueckue (Kpunrorpaduueckue), mnporpammusle. IIporpammuoe obecneueHue Uis
pellieHus 3ajad, CBSI3aHHBIX ¢ OOECTeYeHHEeM 3allUThl HH(OpPMAIUU: CPEICTBA OTNEPAIIMOHHBIX
CUCTEM; AaHTHBUPYCHBIE IPOrPaMMBbl; IIPOrPaMMBbl PE3EPBHOIO KOIIMPOBAHMS U BOCCTAHOBJICHMS,
MIPOTPaMMHBIE MEXKCETEBBIE JKpaHbl; MPOKCH-CEPBEPbI; CHCTEMbl OOHApPYXEHUS BTOPXKECHUIL;
CHUCTEMBI JOBEPEHHOM 3arpy3Kd; CHCTEMBI KOHTPOJS CBEMHBIX HoOcHTeneld. CHucTeMbl
TOCYJJApCTBEHHOTO JIMIICH3UPOBAHUS U cepTudUKaIyy B HHOOPMAIIMOHHON cdepe.

Temamuka npakmu4ecKux 3aHAmMUIL

11

[IPNel17 | [logroToBuTh Ha BHEITHUX OOOCOOJEHHBIX HOCHUTENSIX OCHOBHOW U paboumid
SK3EMIULAPBl BJIEKTPOHHOIO JeNa Uil Iepefadyd Ha TeKylllee OIEPATHUBHOE WIH
apxuBHoe XpaHeHHe. COCTaBUTh ONHUCh CHEMHBIX HOCUTEJIEH B 3JIEKTPOHHOM BHIE
(paboTa B KOHKPETHOH JOKYMEHTHOH CHCTEME C y4e€TOM KOHKPETHOTO MPOrpaMMHOIO
oOecrieyeHust; paboTa C TEKCTOBBIMU TIOKYMEHTAMH WIH BUACOTPAMMAMH).

I[TPNel18 | OcymecTBuTh  (hU3MYECKOE YHUYTOXKEHHE HJIEKTPOHHOTO JOKyMEHTa (Jerna)
NPOTPaMMHBIM ~ CcITOCOOOM, OQOPMHUThL TEXHWYECKHH aKT 00 YHHYTOXKCHUH
JOKYMEHTOB, HE TMOIJISKAIIUX XpaHEeHWIo (paboTa B KOHKPETHOH JOKYMEHTHOM
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cHcTeMe C KOHKPETHBIM ITPOTrPaMMHBIM 00€CTICUCHHEM ).

ITPNe19 | Pa3pabotka cxemsl «Kinaccupukanus TeXHUUECKUX CPEICTB 3aIUThl HHYOPMALIHN)

Tema 3.3. OcoOEHHOCTH OpraHU3aAIMOHHON
3alIUTHI B JOKYMEHTUPOBAHHBIX cepax

Cooeporcanue

14

TexHn4eckre Mepbl U CPEeNCTBA 3alIUTHl MHPOPMAIHMU: (HU3HYECKUE, TPOrpaMMHO-aINapaTHbIe,
MatemaTmdeckue (Kpunrorpadudeckne), mporpammusie. IIporpammHOoe oOecrieueHune st
peleHus 3ajad, CBSI3aHHBIX C OOECTCYeHHEM 3allUThl MH(OpPMALUU: CPEICTBA OTNECPAIIMOHHBIX
CHCTEM; aHTUBHPYCHBIC NMPOTPAaMMBI; IPOrPaMMBI PE3EPBHOTO KOIMPOBAHMS M BOCCTAHOBIICHHS;
MPOTPpaMMHBIE MEXKCETEBBIE AKpAaHbI; NPOKCH-CEPBEPHI; CHCTEMBI OOHAPYKCHUS BTOPKEHHIA;
CHCTEMBl JOBEPEHHOW 3arpy3KH; CHCTEMbl KOHTPOJsl CheMHBIX HocuTeneil. Cucrems
TOCYJapCTBEHHOTO JIMIEH3UPOBAHUS U cepTudUKayy B HHOOPMAIIMOHHOM cdepe.

Temamuka npaKmu4ecKux 3aHAMUIL

10

[TPNe20 | [lonroToBUTh Ha BHEMIHUX OOOCOOJIGHHBIX HOCHTENSIX OCHOBHOM u pabouuit
9K3EMIULIPBl BJIEKTPOHHOIO Jeja JAjsl Tepeiadd Ha TEKyllee OIEepPaTUBHOE WIH
apxuBHOe XxpaHeHHe. COCTaBUTh OMHCHh CHEMHBIX HOCUTENIEH B AJIIEKTPOHHOM BHUJIE
(paboTa B KOHKPETHOH JOKYMEHTHOH CHCTEME C y4e€TOM KOHKPETHOrO MPOrpaMMHOIO
oOecnieyeHust; paboTa ¢ TEKCTOBBIMU IOKYMEHTAMH WIH BUACOTPAMMAMH).

[TPNe21 | OcymiecTBuTh  (hM3MYECKOE YHUYTOXKEHHE OJIEKTPOHHOTO JIOKYMEHTa  (Jerna)
MPOrpaMMHBIM ~ CIIOCOOOM, O(GOPMHUTH TEXHMYECKUH aKT 00 YHHUYTOKECHUH
JOKYMEHTOB, HE NOIJISKAIIMX XpaHEeHUIo (paboTa B KOHKPETHOH JOKYMEHTHOM
CHCTEME C KOHKPETHBIM ITPOTPAaMMHBIM O0eCTIeYeHIEM)

ITPNe22 | Pa3pabotka cxemsl «Knaccupukanus TeXHUYECKUX CPEICTB 3aLUThI HH()OPMALUI

Tema  3.4. IlpaBoBoe  perynmmpoBaHHE
OTHOLICHWH AN PasiIM4yHBIX  KaTeropui
JaHHBIX.

Cooeporcanue

14

PerynmupoBaHue NnpaBOOTHOIIEHWI B OOJACTH 3allUTHl WHPOPMAIUH, JaHHBIX W METaJaHHBIX.
AMUHHCTPATUBHO-TIPABOBAst, TPAXKAAHCKO- U  YrOJOBHO-TIpaBOBas 3amuTa HWH(pOpManuu
OTpaHMYEHHOr0 JocTyna (1o BuAaM TalH) W B cdepe KOMIBIOTEPHOH WHGPOPMAIUH.
HeoOxomumble 1 10CTaTOYHBIE JTOKAJTbHBIE HOPMATHUBHBIE aKThl OpraHu3anuu (pa3paboTka, CPOK
JEWCTBUSL W TOPSAOK BHECEHHs] W3MEHEHHWH, OCOOCHHOCTH O3HAKOMIJICHUS DPaOOTHHKOB).
OCHOBHbIE 3IEMEHTBHI CUCTEMBI OPraHU3alMK MPOIMYCKHOTO PEeXUMa U OXpaHbl NPEIIPUATHS U
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OpraHusaiuu. BI/I,Z[COFpaMMLIZ METaJaHHBIC OIIMCAaHHs, TCKYIIEIr0 OIEPATHBHOIO0 XpaHCHHUA H

YHUYTOXKEHUSL.
Temamuka npakmuyuecKux 3aHAMuU 11
[1IPNe23 | [lonck wHpOpManmuu B OOMIETOCTYNMHBIX CHPAaBOYHO-TIPABOBBIX CHCTEMax 00
OTBETCTBEHHOCTH 32 HapylICHHE 3aKOHO/AATEJIbCTBA O 3allUTe HMHPOPMAIUHU |
MEPCOHANFHBIX TaHHBIX (HA pUMEpe HE MEHee 5 OCHOBHBIX (pe/lepabHBIX 3aKOHOB).
[IPNe24 | PazpaboraTh  TaOnuily  BHJOB  IPaBOHAPYIICHUH W TPEIYCMOTPCHHOMN
3aKOHOAAaTCJIbCTBOM OTBCTCTBCHHOCTH (HO BuJaM OTBETCTBECHHOCTH CO CCBIJIKOM Ha
COOTBETCTBYIOIYIO CTAThIO 3aKOHOAATEIILHOTO aKTa.
[1PNe25 | CoctaButh TabJIUILy BUJIOB MpaBOHAPYUIECHUN u MPEYCMOTPEHHOMN
3aKOHOJATEIbCTBOM OTBETCTBEHHOCTH KaXKAYH) CTPOKY CHAOAWTh Ha3BaHHEM U
CCBUTKOW Ha COOTBETCTBYIOUIYIO CTAThIO OPHUIIATEHOTO JOKYMEHTa
Ilpomesccymounan ammecmayusn CamocrosiTesibHas padora 8
Kouncyabranus
JK3aMeH
VIL.01 YI[ueOHasi npakTHKA 36
Buowt pabom
N3yuyenue CTpyKTyphl OpraHU3aIlii — MECTA MMPOXOXKICHUS MIPAKTUKH (JaJiee — OPTaHU3aIiH) C 1IETbI0 COCTABIICHUS CXEMBI OPTaHU3AIIMOHHOMN
CTPYKTYPBL.
O3HakoMJICHHUE C IPABOBBIMU (YUPEIUTEILHBIMH), JIOKAJTbHBIMA HOPMATUBHBIMU aKTaMH ¥ PACTIOPSAUTEIBHBIMHI JOKYMEHTAMU OPraHU3aLlUH.
CocTaBieHUE CIIUCKA CTPYKTYPHBIX NOAPa3/Ie/ICHUH—MCIIOIHUTENeH U CIIMCKa UCTOYHUKOB KOMIUICKTOBAHUS apXHBa OPraHU3aluK JOKYMEHTaMH B
OyMa)kHOH (pOpMe U DJIEKTPOHHBIMU JTOKYMEHTAMHU.
AHanu3 NOJIUTHKHA MHOPMAIIMOHHON 0€30MaCHOCTH OPraHU3aluK U PETJIAaMEHTOB Pa0OThI ¢ KOH(PUICHIIMAILHBIMU JIOKYMEHTaMH (110 BU/IaM TaiiH).
Ananu3 nepeyHed KOHQUICHIMAIFHON HHPOpMALMK ¥ JOKYMEHTOB (110 BUJIaM TaiiH).
III1.01 IIpon3BoacTBEHHAs] IPAKTHKA 144

Buow paoom
I/I3yT-IeHI/Ie CHUCTEMBI IIPENOCTABICHHUA IIpaB JOCTYIIAa K JOKYMCHTHBIM U CIICHHAJIbHBIM PIH(bOpMaHI/IOHHLIM CUCTEMaM OpraHu3anuun.
O3HAKOMJICHHE C TIPOTPAMMHBIMHU CPEICTBAMH YIETA, XPAHCHIMSI, 00paOOTKH M MOMCKA IOKYMEHTOB, HCIIOIh3yEMBIMH B OpTraHU3aIuH (Ha IPAEMEpe
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MH(POPMAITHOHHBIX CHCTEM).

Nzydenne ocHOB 1 crielUKH paObOTHI C TOKYMEHTaMH, TaHHBIMU ¥ METaIaHHBIMU B CHCTEME 3JIEKTPOHHOTO JoKyMeHToobopoTa (CO/I)
OpTaHu3aluy.

Pomu monws3oBateneit 8 CO/I.

Pa3paboTka MaTpuIs! poeii moap30BaTelNeil B KOHKPETHON TOKyMEHTHOM cucTeMe (Ha MpUMepe OpraHu3alim).

Ananus MPAKTHUKU NIPUMEHCHHUA NIPCAOCTABJICHHBIX IPaB JOCTYIIA.

Wzyuenne nporpaMMHO-anmapaTHBIX CPEICTB, MOJACPKUBAIOIINX CHCTEMY HH(POPMALIMOHHON 0e30MacHOCTH (KOHTPOIIb ISHCTBUH MOJIb30BaTENeH
B CHCTEMeE, BUACOKOHTPOIB 32 COOIIIO/IEHIEM TPYAOBBIX OTEpaIlid M OPraHU3AIMOHHOTO TTOPSA/IKA; Ha IPUMepe KOHKPETHOW OPTaHU3aIINH ).

VY4er u XpaHeHHEe CUCTEMHBIX POTOKOJIOB M BUJIEOTpaMM (CPOKH XpaHEHUs], TIOArOTOBKA K Iepeiaue Ha apXMBHOE XpaHEHHe).

Im

18

Qbvem obpazosamenvHONl HAZPY3KU

438

3 YCJIOBUS PEAJIM3ALIUU TPOT'PAMMBI TPO®PECCHUOHAJIBHOI'O MOAYJISA

14 3.1 MarepuajabHoO-TeXHUYECKOe oDeclieyeHne peajiM3alii NporpaMMsbl MpogeccuoHaTIbHOrO0

MOyJIsl

Jleknun JlabopaTopHble U NpaKTHYEeCKHEe Pa00ThI (3aAHATHS)
MecTo MMpoBE€ACHUSA paﬁoT Kabuner «AOKYMCHTAIIUOHHOT' O obecrieyenue Ha60paT0pI/m «OpraHusanuvmn pa60TH C JOKYMCHTaMU»
(kabuner, Jabdoparopus, YHIPaBICHHUS
MacTepcKasi, OJIUIOH)
KoanuecTBo padounx mect 25 15

OcHameHue pa6oyux MecT | pabouee MecTo mpernoaaBarens, pabodue CTOJd U | pabouee MeCTO MpernojaBaTelis, pabouue Mecra O0ydarouuxcs,
(Mebeslb,  OCHOBHOE M | CTYJ MO KOJHUYECTBY OOYyYarOlUXCs, MEPCOHATBHBIA | TOJIBEMHO-TIOBOPOTHOE KPECIO MO KOIUYECTBY OOYyYAIOIIMXCS,
BCIIOMOIaTeJIbHOE KOMITBIOTED, npuHTEp/ MDY, ckanep/M®Y, | oducHbie cTemnaxu, OyMaroyHu4TOXKUTEb, OymMarope3areabHoe
o0opyroBanme) KOMUPOBAILHBIH anmapat/MOV, MPOEKTOp, | YCTPOHUCTBO, JTaMUHATOP, OpOIIIOPATOp, KOHBEPTOBCKPHLIBATEID,

WHTEpaKTHBHAasT ~ NpPUCTaBKa K  JIOCKE  WIM | KaHLENsApCKUue Imedyatu (OTTHCK IMe4yaTh) M IITaMIbl  JJid
MHTEPAKTUBHASI TOCKa 00paboOTKM TOKYMEHTOB (OTMETKa O MOCTYIUICHWH, OTMETKa O
KOHTpOJIE), Majiasi KaHLEJspUs IO KOJIMYECTBY OOydaroUIMXCsl B
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COOTBETCTBUH C HHPPACTPYKTYPHBIM JIUCTOM

Y4eOHO-HAIIAAHEIE
nmocoous (CTeHabl, CXeMblI,
IJIAKATHI U P.)

HNHcTpyMeHTHI, - MIEPCOHAIbHBIN KOMIIBIOTEP Ha KaXKJ10€ pabouyee MecTo:
NPUHAJIEKHOCTH,
npucnocod/eHms,
HHBEHTAapb

C JIOCTYIIOM K JIOKJIBHOW CETH y4eOHOTO 3aBeACHHUSI, TTI00aTbHON
CeTHM HHTEPHET, CIPABOYHO-IIPABOBOM CHUCTEME, 3JICKTPOHHBIM
OMOJIMOTEYHBIM CHCTEMAaM;

porpaMMHOE OOecCTieueHHe: TEKCTOBBIM, TAOIWYHBIN pelaKTop,
mporpaMMa cosnanus npeszeHrauuid, CYDBJl, nepcoHanbHbIN
WH(GOPMAIMOHHBIA MEHEKep ¢ (QYHKIMSIMH ITOYTOBOTO KIIMEHTA
u Groupware, cucreMa 3JIEKTPOHHOTO JIOKyMEHTO0O0OpOTa,
apXMBaTOp, IPOrpamMMbl CKAaHUPOBAaHUS M KOHBEPTUPOBAHMS
JOKYMEHTOB, IPOrpaMMbl Ul IOATOTOBKH JOKYMEHTOB K
nepenaye B apXvB. MHOTOQYHKIMOHaIbHOE YyCTpoiicTBo MDY
(mpuHTEp, CKaHep, KONUP, CPEACTBA CBSI3N)

Pacxoanbie MaTepuaJibl - -

15 3.2. UndopmanmnonHoe odecrnevyeHne peajau3anu NporpaMmbl NpodeccuoHaIbHOr0 MOAYJIst

1. BaykoB, A. A. OcHoBbl MHGOPMAIMOHHON O€30MacHOCTH: 3ammTa HHQopMamuu: ydyeOHoe mocolOue I cpemHero mpogecCHOHaIbLHOTO
obOpazoBanus / A. A. BHykoB. — 3-e¢ u3z., mepepad. n mom. — MockBa: M3mgarensctBo FOpaiit, 2024. — 161 c. — (IIpodeccnonanpHOe
oOpaszoBanue). — ISBN 978-5-534-13948-8. — Tekcr: nanextponHslii // OOpasoBarenbHas minatdgopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/542340 (nata oopamenus: 09.02.2024).

2. Hecrepos, C. A. OcHOBBI UH(pOPMAIMOHHOM Ge3onacHocTu: yueOnuk s cno / C. A. Hectepos. — 2-e u3z., crep. — Cankt-IletepOypr :
Jlanp, 2022. — 324 c. — ISBN 978-5-8114-9489-7. — Texkct: snexTpoHHbIH / Jlanb: 3nekTpoHHO-OMONMMoTeyHas cuctema. — URL:
https://e.lanbook.com/book/195510 (mara obparenus: 09.02.2024). — Pexum gocTyma: s aBTOPU3. MOIb30BATEEH.
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16 3.3. O6ume TpedGoBaHMs K OPraHU3alu 00Pa30BaTeIbHOIO Npolecca

Ne YcioBusi opranu3anum 00pa3oBaTeibHOI0
npouecca

TpeOoBaHMsl K YCJIOBUSIM OPraHU3alMHU
o0pa3oBaTeIbHOIO Mpouecca

Mpumeuyanus

1 | Peanu3zanus npohecCuoHaILHOTO MOTYJIS

2 | Heo6X0auMOCTh KOHIIGHTPUPOBAHHOTO O0YYEHUS Hem
3 | Heo6xoaumMocTh BbIXoJ1a B IPO(HIbHbIE OpraHU3aluu, | Hem
YUPEKACHUS, HA TPEAIPHUITHS
4 | HeoOXoauMOCTb JeNIeHHsI Ha TIOATPYTIITBI ecmo Ha npaxmuueckux 3aumamusax epynna
oenumes Ha 08e NOO2PYNnvl.
MJIK.02.01 no 64 wuacose 6 Kadxcoou
nooepynne,
MIK.02.02 no 54 wuacos 6 «kadxcooti
noozpynne
5 | [Ipumenenue 3JIEKTPOHHOT O o0y4yeHus u | nem
JMCTAHIIMOHHBIX TEXHOJOTHHA
6 | [lepronn9HOCTH KOHCYIIBTAIMHA Excenedenvro

17 3.4. KanpoBoe obecnieuenune 06pa3oBaTeibHOI0 mpoiecca

TpeboBanus K KBaJM(UKAMK TEAArOrMYECKUX KaJpoB: JOJDKHA 00ecredMBaThCsl MEJarorn4ecKMMU KajJpamH, UMEIOIIMMH BbIcliee 0oOpa3oBaHHeE,
cooTBeTcTBYyMOIIEe Mpodunto npenogaBaemoir M/IK. OmnbIT nedareabHOCTH B OpraHU3allUsAX COOTBETCTBYIOLIEH MpOo(eccHOHANBbHOU cdephl sBIseTCS
00s13aTeNIbHBIM JJIs TIPero/iaBaTesield, OTBEYAOIINX 32 OCBOCHHE 00YJatoIUMCsl TPO(heCCHOHATLHOIO y4eOHOro [IUKJIA.

[IpenoaBaTeny MoyyyaroT AONOJHUTENbHOE MpodeccHoHalbHOEe 00pa30BaHUE IO MporpaMMaM IOBBIIICHUs KBaIH(HKALKUM, B TOM 4HuCle B (Gopme
CTaXKUPOBKHU B IPO(UIBHBIX OpraHu3anusax He pexxe | pasa B 3 roja.
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4 KOHTPOJIb U OINEHKA PE3YJIBTATOB OCBOEHUA TPO®ECCHUOHAJBHOI'O MOAYJIA
4.1 IlpoMe:XyTO4YHAsI OLIEHKA Pe3yJIbTATOB 0CBOECHHS NPO(heCcCHOHAIBLHOT0 MOAYJIsI
4.1.1 Pa3nea 1. Texunueckoe 00CTyKMBaHUE M KOHTPOJIb Y3JIOB U arperaroB MEXaTPOHHBIX YCTPOMCTB U cuctem 2.1,2.2,2.4,2.5,2.7

Pe3ysbTaThl 00yueHHs DopMbI M METOIbI KOHTPOJISI
Ymenus: Onenka pe3yJabTaTOB
V.1 [IpuMeHATs aBTOMAaTH3UPOBAHHBIE CPEACTBA KOHTPOIIS COCTOSIHHSA 0a3 TaHHBIX TOKYMEHTUPOBAHHBIX c(hep MesATeIbHOCTH BBIITOJHEHUA  [PAKTHYECKUX
OpraHu3aI|y. pabot
V.2 PazpabatsiBaTh 0a3bl JAHHBIX JOKYMEHTHPOBAHHBIX Cep ACATEIHHOCTH OPTaHU3AIMH U OCYIIECTBIATh KOHTPOIb UX IIPNel — ITPNe4

BEJCHMUSL.

V.3 Co3naBath cucTeMy HHICKCALMU CTPYKTYPHUPOBAHHBIX JaHHBIX M METaJaHHBIX TOKYMEHTUPOBAHHBIX cep AesTeNbHOCTH
OpTaHU3aIlM{ 1 UCTIONIL30BaTh €€ B MHPOPMAIIIOHHO-CITPABOYHBIX LIEIISIX.

V.4 IIpUMEHSATH A3bIKM M CUCTEMBI IPOIPaMMHUPOBAaHKA 0a3 JaHHBIX JOKYMEHTUPOBAHHBIX c(hep A TeNbHOCTH OpraHn3aliy s
ONTUMU3ALUH BBITTOJHEHUS 3aIIPOCOB.

V.5 MoaenupoBaTh yrpo3bl IETOCTHOCTH CTPYKTYPHPOBAHHBIX JJAHHBIX U METAJIaHHBIX JOKYMEHTHPOBAaHHBIX Chep NeATeIbHOCTH
OpTraHH3ALHN.

V.6 Pa3pabatsiBaTh npoLe ypbl o0ecneueHus HelTOCTHOCTH CTPYKTYPUPOBAHHBIX JaHHBIX U METaJaHHBIX JOKYMEHTHPOBAaHHBIX
cdep IeATeNbHOCTH OpTraHU3aIlUH.

3HaHnud:

3.1 3akoHOATENBHBIX M HOPMATHUBHBIX NTPaBOBBIX akTOB Poccuiickoii @enepannu B 061acTH yIpaBieHUs TOKyMEHTaMH,
apXHBHOTO Jiena, nHpopMaluy, HHYOPMAIIMOHHBIX TEXHOJIOTHI ¥ 3allIUTHI MHPOPMAIIWH, IEPCOHATBHBIX JIAHHBIX, IU(POBOH
TpaHchopManuy, B cepe yrnpasieHHs JOKYMEHTaMH.

3.2 MeToan4eckux JOKYMEHTOB U HAITHOHAIBHBIX CTAHAAPTOB B 00JIACTH YIpaBJICHHs JJOKYMEHTaMH, apXUBHOT'O JIea U
WCTIOJIb30BaHMS MHPOPMAIMH B OpPTaHU3aIIH.

3.3 OcHOBHBIX MOKa3aresel paboThl 0a3 CTPYKTYPHPOBAHHBIX JaHHBIX U METalaHHBIX JOKYMEHTHPOBAHHBIX c(ep JesITeIbHOCTH B
WHPOPMALIMOHHBIX CHCTEMaX OpraHU3aIIH.

3.4 OcobeHHOCTEl peanu3anyy CTPYKTYPhI JAaHHBIX U yIIPAaBICHHUS METaJaHHBIMU B 0a3ax JaHHBIX JIOKYyMEHTHPOBAHHEIX cdep
JeSITeIbHOCTH OpraHU3aIIH.

3.5 ApXUTEKTypy CHCTeM XpaHeHHs1 1 00pabOTKU HHPOPMALIUK U BO3MOKHOCTH HX B3aUMOJICHCTBUSI.

3.6 Mopeneii u cTpyKTYpbI JaHHBIX M METAIaHHBIX JJOKYMEHTHPOBAHHBIX C(ep NeITeIbHOCTH OpTraHU3aIHH.

3.7 OCHOB S3BIKOB U CHCTEM IPOrpaMMHUPOBaHMs 0a3 TaHHBIX U METAaJaHHBIX JTOKYMEHTHPOBAHHBIX cep AeATETbHOCTH

TectupoBanue
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OpTaHU3aIHH.

Pa3nea 2. Texuuueckoe oOcIykKiBaHHE IPOrPAMMHOT0 00€CIIeYeHHsI MEXaTPOHHBIX YCTPOICTB M CUCTEM

Pe3yabTarnl 00yyeHus

DopMbI M METOAbI KOHTPOJIS

YMmenus:

V.7 Pa3pabaTriBaTh perIaMeHTUPYIOIME JOKYMEHTHI B COOTBETCTBUH € TPEOOBaHUSIMHI HOPMATUBHBIX [IPABOBBIX aKTOB.
V.8 dopmynupoBaTh TpeOOBaHUS K pa3paboTKe Mpoueayp o0ecedeHns HEeTOCTHOCTH CTPYKTYPUPOBAHHBIX JaHHBIX U
METaJaHHBIX IOKYMEHTUPOBAHHBIX chep NesITeNbHOCTH OpraHNu3allHH.

V.9 [IpumMeHsATh METOBI pa0OThI ¢ (hopMaMH, HICKTPOHHBIMU TaOIUIIAMH, HHPOPMAIIMOHHBIMU 0a3aMu
CTPYKTYPHUPOBAHHBIX JaHHBIX U METAIAHHBIX JOKYMEHTHPOBAHHBIX Cep AeATeNIbHOCTH OPraHU3altu.

V.10 PazmemaTe 1 OOHOBIISITH CTPYKTYPHUPOBAHHBIE JaHHBIC M METaJaHHbIE TOKYMEHTUPOBAHHBIX cep JesITeNbHOCTH Ha
ouIMaTBHBIX caiiTaX OpraHU3aluy Yepe3 CUCTEMY YIPaBICHHUSI KOHTEHTOM.

V.11 Bectr yueT uctopun H3MEHEHHH CTPYKTYPHUPOBAHHBIX JAHHBIX U METaJaHHBIX JOKYMEHTHPOBAHHEIX Cep
JeSITeIbHOCTH Ha OUIMAIbHBIX CAlTaxX OpraHu3alum.

OneHka pe3ylbTaTOB BBIIOJIHEHUS
IIPaKTUYECKUX paboT

[IPNe5 — ITPNel5

3Hanug:

3.8 CoBpeMeHHBIX METOJIOB U CPEJICTB YIPaBJICHHsI CTPYKTYPUPOBAHHBIMU IaHHBIMHU U METaIaHHBIMU B
JOKYMEHTHPOBAaHHBIX c(epax JAesTebHOCTH OpraHU3aIllu.

3.9 OcHOB OCTPOEHUS PEISILIMOHHBIX 0a3 JaHHBIX.

3.10 JlokanpHBIX HOPMAaTHUBHBIX aKTOB B 00JacTH MH(OPMALIMOHHOTO B3aUMOACHCTBHS CTPYKTYPHBIX OApa3AeICHUN
OpraHH3alNY.

3.11 [IpaBui paboThI ¢ JOKYMEHTaMH OPTaHU3allMH, YCTAHOBJICHHBIC €€ JIOKAIbHBIMH HOPMATUBHBIMU aKTaMH.,

3.12 IlpaBun u nopsiaka GopMHPOBAHUS U yueTa 0a3 IaHHBIX, U METaIaHHBIX JOKYMEHTHPOBAaHHBIX C(ep AeATeTEHOCTH
OpraHH3aLNN.

3.13 TpeOoBanuii OXpaHbl TPya U MOKAPHOH 0€30IaCHOCTH.

3.14 TpeOoBaHuii Kk XapakTeprucTUKaM U300paKeHUH TP pa3MELeHUH Ha O(UIHAIbHBIX CaliTax OpraHu3aliH.

3.15 ba30BbIX NPUHLIMIIOB OPTaHU3ALMU HHQOPMAIIMOHHBIX 0a3 TaHHBIX.

3.16 Crnenuuky ¥ TEeMaTUKKA OPUIIMATIBHBIX CAHTOB OpraHU3alluHY, UX 1S, 3a/1a4M U Ha3HAYCHHE.

3.17 ba30BbBIX TEXHUKO-3KCILTyaTAIlMOHHBIX XapaKTEPUCTHK, KOHCTPYKTUBHBIX OCOOEHHOCTEH, HAa3HAYCHHS U PEKIMOB
paboTbl 000pyIOBaHUSL.

3.18 IlpaBmiI TeXHUYIECKOM AKCINTyaTallii 000PyTOBaAHUS.

TectupoBanue
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Paznen 3. KomniiekcHblIii M0AX0/ K 00ecniedeHUIO 3aIIMTHI CTPYKTYPHUPOBAHHBIX TAHHBIX M METATAHHBIX

Pe3yabTarnl 00yyeHus DopMbI U METOIbI KOHTPOJISI
YmeHus: Onenka pe3yJbTaTOB
V.12 IIpoBoaUTh aAMUHUCTPUPOBAHUE KOPIIOPATUBHBIX IOYTOBBIX CEPBUCOB U CUCTEM. BBIITOJTHEHUS IIPAKTUYECKUX
V.13 IIpuMeHsTh MOJI0KEHUSI HOPMATUBHO-TEXHUIECKOW JOKYMEHTAIINY B 001acTH HH(POPMAIIMOHHOHN 0€30IaCHOCTH U pabor
KOMMYHUKAIIUOHHBIX TEXHOJIOTHH. HPN016 _ HPN"ZS

V.14 Vcnionp30BaTh IpOTrpaMMHBIE IPHIIOKEHUS M HH()OPMAaIMOHHOTEIEKOMMYHHUKAITMOHHYTO ceTh "MHTepHeT" mis
BBINOJIHEHUA PabourX 3a1a4d Tu(poBoil TpaHCHOpMaMU TOKYMEHTHPOBAHHBIX cep AesITeIbHOCTH OpPraHu3alim.

V.15 PaboTats ¢ 60NBIIMM MacCCUBOM CTPYKTYPHPOBAaHHBIX JaHHBIX U METaIaHHBIX JOKYMEHTHPOBAHHBIX Cep NesTeTbHOCTH
OpraHu3aluy.

V.16 IIpoBOAUTE MOHUTOPUHT CTPYKTYPHUPOBAaHHBIX JAHHBIX U METAJaHHBIX JOKyMEHTHPOBAHHBIX Chep NesSTeTbHOCTH
OpraHu3aluu.

3HaHnud:

3.19 OcHOBHBIX PUHIIMIIOB TEXHOJIOTHI CO3AaHNs BEO-PECYPCOB.

3.20 OcHOB rUNepTEKCTOBOM pa3METKH.

3.21 ba30BbIX METOIOB PELICHHUS 3a/1a4 110 CO3JaHHIO M PElaKTHPOBAHUIO KOHTEHTA.

3.22 OcHOB HH(}OPMALMOHHON 0€30MaCHOCTH.

3.23 TpeOoBauuii OXpaHbl TPya U MOKAPHOH 0€30IaCHOCTH.

3.24 OcHoB obecnieueHus1 ceTeBOl 0€30IacCHOCTH, KOHTPOJIS IOCTYIIA U IIPaB MOJIb30BaTeNeH.

3.25 JlokanbHBIX HOPMaTHUBHBIX aKTOB OPTraHU3aLUH, PErIaMEHTHPYIOLINX OPAJOK PabOThl C KOPIIOPATUBHON IIOYTOBOM
CUCTEMOII.

3.26 MeToau4ecKkux yKa3aHui, peKOMEHIAIIUI 1 TEXHOJIOTHH 00ecreueH s KOH(UACHIINAIbHOCTH ITOUYTOBBIX COOOIIEHUH U
OTIIpaBUTENEN.

3.27 MeToandecknux TOKyMEHTOB U HOPMATHBHO-TEXHUYECKOH TOKYMEHTAIMH 10 BOIIPOCaM TEXHHYECKOH 3aIuThI
nH(pOpMaIIH.

3.28 DTHYECKUX HOPM M NPABHII KOPIIOPATUBHOIO MOBEICHUS.

3.30 Opranu3aliMOHHOM CTPYKTYPHI M (PUIMAIOB OpraHU3aluH.

3.31 Crennanu3upoBaHHOTO MMPOTPAMMHOTO OOECIICUCHUIS.

3.32 BHyTpeHHUX CTaHAApPTOB U METOANYECKUX JOKYMEHTOB IO 3alIOJIHEHUIO OTYETHOCTH.

3.33 MeToa0B npeacTaBiIeHUsI ”HPOPMALIUH.

3.34 Tpebopanuii Mo 00pabOTKe OOpAIlCHUI 38 TEXHUUECKOH MOAIEPIKKOM.

TectupoBanue
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3.35 IpuHOAIOB, METOI0B (DOPMHUPOBAHUS OTIYCTHOCTH.
3.36 OCHOB CTaTUCTHKH.
3.37 Opranu3aliioHHOM CTPYKTYPHI U (PUIHATIOB OpraHU3aliHy.

4.2 UtoroBas o1eHKa pe3yJibTaTOB 0CBOEHHSI NMPO(eCcCHOHATBHOT0 MOAYJIsl

Koa u HaumeHoBaHune npodeccHOHAJbHBIX U 00IIUX

Kpurepun oueHku pe3yJjbTara

@DopMbI U METOABI

KOMIIETeHIIH, POPMHUPYEMBIX B pAMKax MOy KOHTPOJIs
IIK 2.1 OcyriecTBiasTh KOHTPOIIb HETOCTHOCTH CTPYKTYPUPOBaHHBIX | OCYINECTBICHUE KOHTPOJA LEIOCTHOCTH CTPYKTyPHPOBAaHHBIX | DK3aMeH
JAHHBIX M MCTaJaHHBIX JIOKYMCHTHPOBAHHBIX c(ep AESTeIbHOCTH | AaHHBIX M METaJaHHbIX JOKYMCHTHPOBAHHBIX C)Ep NCSTEIBHOCTH | (KBaNU(PUKALMOHHBII)

OpraHu3alNnu

OpTraHM3alNN

IIK 2.2 OGecrnieunBarh y4eT W COXPAHHOCTh CTPYKTYPHPOBAHHBIX
JaHHBIX JOKYMEHTHPOBAHHBIX Cep IeATeNbHOCTH, Pa3MEIICHHBIX Ha
O(UIMATILHBIX caliTaX OpraHu3aluu

ObecnieueHre yyeTa U COXPaHHOCTH CTPYKTYPHPOBAHHBIX JAHHBIX
JOKYMEHTHPOBAaHHBIX c(ep AesTeTbHOCTH

ITIK 2.3 TIpoBoauTh MOHHTOPUHT COOJIOJEHHS JIOKATBHBIX IPABHUII
obMeHa, yaeTa U COXpaHHOCTH COOOIICHUH 3JIEKTPOHHOM TIOUTHI,

Benenne MoHHTOpUHTA COOITIOIEHUS JIOKAIBHBIX MPABHII OOMEHa,
ydeTa ¥ COXPaHHOCTH COOOIIEHUH 3JICKTPOHHOH MOYTHI;

I[IK 2.4 ®opmupoBaTh OTYETHOCTH IO pe3yibTaTaM H(POBOI
TpaHchOpMalMK  JOKYMEHTHPOBAaHHBIX  cep  AeATeNbHOCTH
OpraHu3aluu

®dopmMupoBaHHE  OTYETHOCTH IO  pe3ysibTaTaM  IU(PPOBOM
TpaHcpopManuu  OKYMEHTHPOBaHHBIX cdep AeITeIbHOCTH
OpraHu3aluu

OK 1. Bribupats cioco0sl peneHus 3a1a4 npogeccuoHaaIbHON
NEeSTeIbHOCTH IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

BeiOupaer cnocoObl pemeHus 3afad NpodecCHOHATbHON
JEeSTeIbHOCTH MPUMEHHUTEIBHO K Pa3IMuHbIM KOHTEKCTaM

OK 2. Ucnonb30BaTh COBPEMEHHBIE CPEACTBA MOKUCKA, aHAIN3A
U uHTepnperanmu uHpopmanmu, W  UHGOPMAIMOHHBIE
TEXHOJIOTHMHM JIJIi  BBITIOJIHEHHS 3ama4  MpodhecCHOHATHHOM
JeATETbHOCTH

Hcnonb3yeT COBpEMEHHbIE CpEJICTBAa IOMCKA, aHalu3a MU
uHTepOpeTanMu  uHbopManuM, W  UHPOPMALUOHHBIE
TEXHOJOTHH Ui BBINOJIHEHUS 3a7ad Npo¢ecCUOHATHHON
NESATEIBHOCTH

OK 3. [IlnanupoBaTh U peanu30BBIBaTH COOCTBEHHOE
npodeccruoHaIbHOE u JMYHOCTHOE pas3BuUTHE,
NPEINPUHIMATEIBCKYIO JICATEIIFHOCTE B TPOQECCHOHATHHOMN
cdepe, UCTIONB30BATH 3HAHUSA MO (PUHAHCOBOM TPAMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX CUTYAIHAX.

[Tnanupyern peannsyeT cOOCTBEHHOE MPOQPECCHOHAIBHOE H
JMYHOCTHOE pa3BHTHE, IpeINpPUHIMATENbCKYIO
NeSITeNIbHOCTh B MpodeccuoHabHON cdepe, HCIOIb3yeT
3HaHUS 1O (PUHAHCOBOW T'PaMOTHOCTH B PAa3JIMYHBIX
KU3HCHHBIX CHTYaIUsX.
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46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

OK 4. DddexktuBHO B3amMOAeCTBOBaTh u paboTath B
KOJIJICKTHBE U KOMaH/Ie.

O¢ddexkTrBHO B3auMOEHCTBYET U paboTaeT B KOJJICKTUBE U
KOMaHJIE.

OK 5. OcyniecTBisITh YCTHYIO M MTUCbMEHHYIO KOMMYHHUKAIAIO
Ha roCyJIapCTBEHHOM s3blke Pocculickoin denepanuu ¢ y4eToM
0COOCHHOCTEH COIMANBHOTO U KyJIbTYPHOTO KOHTEKCTa

OcCy1ecTBISIET YCTHYIO U IUCBMEHHYK0 KOMMYHHUKALUIO HA
rocyfapcrBeHHOM s3bike Poccuiickoit denepanuu ¢ y4eToM
0COOEHHOCTEH COLMANBHOIO U KyJIbTYPHOI'O KOHTEKCTa

OK 6. IIposBiiATh TrpakxIaHCKO-MATPUOTUYECKYIO IO3ULHUIO,
JEMOHCTPUPOBaTh ~ OCO3HAHHOE  IIOBEJIEHUE HA  OCHOBE
TPaJULIUOHHBIX OOIIEUETIOBEYECKUX IEHHOCTEH, B TOM YHUCIIE
c Y4ETOM rapMOHM3AIUU MEXHAIIMOHATBHBIX
U MEXKpPEJIUTMO3HbIX OTHOUIEHUH, NIPUMEHATh CTaHIAPThI
AHTUKOPPYIIIMOHHOTO MTOBEIACHUS

HpOHBJ’IHeT TPAXKAAHCKO-IIATPUOTUUCCKYIO IIO3HUIHUIO,
ACMOHCTPpUPYECT OCO3HAaHHOC€ IIOBCACHUC Ha OCHOBC
TpaIuIIUOHHBIX O6H.[€‘-ICJ'IOB€‘I€CKI/IX HCHHOCTeﬁ, B TOM
YHUCIIC

C y4eTOM rapMoOHHU3allun MCXKHaAIIMOHAJIbHBIX
U MCKPCIUTHO3SHBIX OTHOHIGHI/IfI, IMPpUMCHACT CTaHAAPThI
AHTHKOPPYIIUOHHOI'O TIOBEACHU

OK 7. CopeilcTBOBaTh COXpPAaHEHUIO OKPYXAlOUIeH cpensl,
pecypcocOepeXeHnIo, MPUMEHATh 3HAaHUS 00 HW3MEHEHUHU
KJIUMaTa, NPUHIMIIBI OEPEKITUBOT0 MPOU3BOACTBA, 3P(HEKTUBHO
NIeCTBOBATh B UPE3BbIYAIHBIX CUTYALUAX

CopmeiicTByeTh ~ COXpPAaHEHHMIO  OKpY)KaloIled  cpenpl,
pecypcocOepexeHnto, NMPUMEHseT 3HaHUS 00 H3MEHEHHUH
KJIpMara, MMPUHIUIIBI 6epe)KJ'II/IBOFO IIpON3BOJACTBA,
3G HEKTUBHO AEHCTBYET B UPE3BBIYANHBIX CUTYaIUSIX

OK 9. Ilonw3oBarbess mpodeccHOHATBHON JAOKYMEHTAlMed Ha
TOCYJapCTBEHHOM M WHOCTPAHHOM SI3bIKaX

[Tonb3yercss  mpodeccHoHANbHONW  TOKYMEHTalued  Ha
TOCYJIapCTBEHHOM M HHOCTPAHHOM SI3bIKAaX
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PABOYASA NTPOTPAMMA INTPOPECCUOHAJIBHOI'O MO YJIA

IIM.03 BoinosiHeHHe padoT 1Mo JOJLKHOCTH ciay:xkamero 26021 Cekperapb aAMUHUCTPATOP

1.  Tlacmoprt paGodeit mporpaMmbl y4eOHON AUCITUTIITMHBI
2. CtpykTrypa u cofepkaHue y4eOHOM TUCIUTUIMHBI
3. VYcmoBus peanu3anuu yIeOHOM TACITUTITHHBI
4. KoHTpOIb U OlLIEHKA PE3yIbTaTOB OCBOCHHSI YI€OHOU TUCITUTUINHBI
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1. MACIIOPT PABOYEM ITPOI' PAMMBI ITPO®ECCHOHAJILHOTI'O MOIYJIA
IIM.03 BbinosiHeHHe padoT Mo 10JKHOCTH cayxkamero 26021 Cekperapb aAIMUHUCTPATOP

1.1. Obs1acTh IPpUMEHEHHS] TPOTPAMMBI

PaGouas mporpamma npodeccronansuoro moayns [IM.03 Brinonnenue paboT no momkHocTy ciyxaiiero 26021 Cekperapp aAMHUHHCTPATOp SBISETCS
YacThI0O OCHOBHOHM mpodeccnoHanbHOll oOpasoBatensHOW mporpammbl B cooTBercTBUUM ¢ @I'OC CIIO mo cnenmansHOocTH 46.02.02 OOGecneuenue
TEXHOJIOTHYECKOTO COMPOBOXKICHHUS IMPOBOH TpaHchOpMallMd JOKYMEHTUPOBAHHBIX cdep MAEATeTbHOCTH BXOMSIIEH B YKPYIMHEHHYIO TPYIIY
cnenuanbHoctei 46.00.00 HMctopus u apxeonorus.

Pabouast mporpammMa npodeccCHOHaIBHOT0 MOy pa3paboTaHa B COOTBETCTBUU C IMPO(ECCHOHAIBHBIM CTAHAAPTOM CHEIHMAINCT 110 OPraHU3aANOHHOMY
U _JIOKYMEHTallMOHHOMY OOECHECUCHHIO YNPABJICHUS OpraHU3alMed, perucTpalioHHbI HOoMep 447, yTBepkIeH NpukazoM MHHHCTEpPCTBA TpyAa H
counanbHON 3auuThl Poccuiickoit ®enepanuun ot 6 mast 2015 r. n 276H u nocranosienneM Muntpyaa Poccun ot 21.08.1996 Ne 37 «o0 yTBepkaeHUn
KBanudukaoHHOro cripaBoYHMKA JODKHOCTEH pyKOBOAUTENEH, crielMaaiucToB U Apyrux ciyxamux» (ECKJ).

1.2. Ileau u IUIAaHMpPYeMble pPe3yJbTAThl 0CBOCHHUS NPO(ecCHOHATBLHOI0 MOAYJIS

1.2.1 C uenpto OBNaJieHUS YKa3aHHBIM BHUJOM MNPOQECCHOHAIBHON NEATEeIHbHOCTH M COOTBETCTBYIOMIMMH MPO(ecCHOHANIBHBIMU KOMIIETEHIIUSIMU
oOyuaronuiics B X0l OCBOEHHUSI TPO(PECCHOHATIBHOTO MOTYJIS IOJIKEH:

Nwmets I1O0.1 OpranuzanoHHOE M JOKYMEHTAI[MOHHOE OOeclieueHHe YIpaBJIeHUs OpPTraHU3alMsIMU JIIOOBIX OpraHU3allMOHHO-TIPABOBBIX
IPaKTUYECKHUU dopm

OIIBIT

YMmerb V.1. IledaraTp 10 yKa3aHHUIO PYKOBOJAUTEINS Pa3IMYHbIE MATEPHAIIBI.

V¥.2. O6ecnieunBath pabouee MECTO PyKOBOJIUTEIS KAHIICIIPCKUMU MPUHAIICKHOCTIMHU, CPECTBAMU OPTaHU3AIIMOHHON TEXHUKH,
CO3/1aTh yCIIOBUS, CITIOCOOCTBYIOMIHE d(PPEKTUBHON paboTe PyKOBOAUTEIIA.

¥.3. Ucnonp30BaTh TEXHUYECKUE U MPOTPAMMHEIE CPEACTBA IS TPOBEICHHUS TOJIOCOBOM MM BHI€0-KOH(PEPEHII-CBS3H.

V.4. Vicionb30BaTh Cpe/ICTBA KOMMYHUKAIIMOHHON OPITEXHUKH U MPUMEHSITh HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH
JUTSI TIOJTYYEHUS U Tiepeayu HH(OpMaIIUK.

V.5. CocTaBisTh M BECTH yUETHBIE PETUCTPAIIMOHHBIC (DOPMBI, UCITOJIH30BATh UX JJIsI HH(OOPMAITMOHHOW pabOTHI.

VY.6. YcraHaBnuBaTh KOHTaKT C COOECEIHUKOM, MOJJEPKMBAaTh WM pPa3BUBATh JEJIOBYIO Oecemny B mporecce TeneOHHBIX
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MIEPErOBOPOB.

VY.7. O6martbcs ¢ mocerutenssMu. CriaxuBaTh KOH(DJIMKTHBIE W CIIOXKHBIC CHUTyalldd MEXJIMYHOCTHOTO B3aMMOJICHCTBHS.
[IpuHUMATH MEPBI IO Pa3peIICHUI0 KOH(MIMKTHBIX CUTYaIIHM.

V.8. Cobmonate cimyxeOHbI dTHKeT. Co3/1aBaTh MOJOXKHUTEIbHBIH UMUK opranu3anuu. OdecrneunBaTh KOH(PUICHIMAIBHOCTD
uH(popManuu. Vcrmonp30BaTh YCTAHOBICHHBIE TIPABHIIA M IIPOIIETYPhl KOMMYHHUKAIIUU BHYTPH OPTraHU3aIlNH.

V.9. OueHuBarb pe3ysibTaTbl B paMKax MOCTaBIEHHBIX 3a1a4. OCylIeCTBIATh KOHTPOJb MCIOJHEHUS MOPYUYEHUU PYKOBOIUTENS
COTPYAHUKAMH.

¥.10. OcyuiectBiaTh paboOTy MO MOATOTOBKE 3acCelaHUN U COBEIIAHUN, MPOBOAMMBIX PYKOBOIUTENEM (COOpP HEOOXOIMMBIX
MaTepHaJioB, OMOBEIICHUE YYACTHUKOB O BPEMEHHU, MECTE, MIOBECTKE JHS 3aceaHusl WM COBEIAHUS, UX PETUCTpalus), BECTH U
0(hOPMIIATH MPOTOKOJIHI.

3HaThb

3.1. OyHkuuum, 3amaud, CTPYKTypa OpraHu3aliH, pacupeieicHue (YHKIMHA MEXIY CTPYKTYPHBIMH MOIPA3JEICHUSIMH U
cnenuanucramu. CBs3u OpraHu3aluy.

3.2. IlpaBuna B3aMMOZEICTBHS C MapTHEPaMHM, KJIMEHTaMH, CpeJCTBaMH MaccoBoi mH(popManuu. IIpaBuna peueBoro aTukeTa u
JIeI0OBOTO OOILEHUS.

3.3. IlpaBuna opranuzanuu npuema nocerureneil. IlpaBuna opranuszanuu npuemoB B o¢uce. IIpaBuia cepBUpOBKH 4aliHOTO
(koeitHoro) crona. [IpaBuia NpUroTOBIEHUS U MOJAUU TOPSAUMX HAMMUTKOB U 3aKYCOK K HUM.

3.4. [TonoxxeHus, UHCTPYKLIMUHU, IPYTHe PYKOBOJSAIIME MaTepHUaabl 1 HOPMATUBHBIE TOKYMEHTHI 110 BEJIEHUIO JI€J0MPOU3BOJICTBA, a
TaKXe MpaBUiIa 3alUThl KOH(QUACHINAIBHON CITy:KeOHOH HH(pOpMaIHH.

3.5. Mammnonuch, npaBwia opdorpadun M MyHKTyallMd, TOPSIOK PACIONIOXKEHUS MaTepuaia TMpH IeYaTaHWU Pa3THMYHBIX
JIOKYMEHTOB,

MpaBuJia IeyaTaHus AJOBBIX MHCEM C UCIOJIb30BaHNUEM THIIOBBIX (opM,

3.6. OCHOBBI OpraHU3alMy TPYZa, OCHOBBI 3aKOHOJIATENBCTBA O TPYAE, IPABUJIa BHYTPEHHErO TPYIOBOIO paclopsika, IpaBuia u
HOPMBbI OXpaHbl TPYAA.

1.2.2. Pe3ynbTaTOM OCBOCHHSI TPOTPaMMBbI MPOHECCUOHATHFHOTO MOAYJIS SBJISIETCS] OBJIAJICHHE O0yJarOIIMMUCS BUIOM MPO(HECCUOHATBLHOMN e TETFHOCTH
OCYILIECTBIIATh Pa3pabOTKy U KOMITBIOTEPHOE MOJIECIMPOBAHNE JIEMEHTOB CUCTEM aBTOMATH3AIMH C YYE€TOM CIEIU(PUKH TEXHOJOTHUECKUX MPOLECCOB, B
oM uucine npopeccuonanbubiMu (I1K) u 06mumu (OK) komnereHnusaMu

Kon

HaumenoBanune npodeccuoHAJIbHBIX 001MX KOMIIETEeH Uil
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IT1K.3.1 | OcymiecTBasTh MpUEM U pacnpeencHue Teie(OHHBIX 3BOHKOB OPTaHU3aIlun

I1K.3.2 | Opranu3oBbiBaTh padOTy C MOCETUTEISIMH OPTaHU3aAIUN

I1K.3.3 | BeImoaHATh KOOPAMHHUPYIOITUE U 00eCIIeYnBaONIe PyHKITUN

OK 1 Br16upath ciocoObI penienns 3ajad npoQecCHOHANBHOMN e TENTbHOCTH, IPUMEHHTEIBHO K PAa3JIMYHBIM KOHTEKCTaM.

OK 2 | Mcronp30BaTh COBpEMEHHBIE CPEICTBA MOMCKA, aHATM3a M MHTEpIpeTanuyd HHPpOopMaui, 1 HHGOPMAIIMOHHBIE TEXHOJIOTUU JIJISl BHITIOJTHEHUS
3as1a4 npodeccruoHaNbHOMN 1eATeTbHOCTH

OK 3 | [InmanupoBaTh W pPEaTU30BBIBATH COOCTBEHHOE MPO(ECCHOHATBPHOE U JMYHOCTHOE DPAa3BUTHE, MNPEANPUHUMATEIBCKYIO [ESTEIbHOCTh B
npodeccuoOHaIBHOMI cepe, UCTI0NB30BaATh 3HAHHSA 10 (PMHAHCOBOW T'PAaMOTHOCTH B PAa3JIMYHBIX )KU3HEHHBIX CUTYAIHIX

OK 4 | DddexkTuBHO B3aMMOICHCTBOBATL M pa00TaTh B KOJUICKTUBE U KOMAHJIC

OK 5 | OcymiecTBasiTh YCTHYIO U NHUCbMEHHYIO KOMMYHHUKAIIMIO Ha TOCYJapcTBEHHOM si3blke Poccuiickoit denepannn ¢ ydeTroM OCOOEHHOCTEM
COLIMAJIbHOTO U KYJIBTYPHOTO KOHTEKCTa

OK 6 | IIposiBIATh TpaskAaHCKO-TMIATPUOTHYECKYIO MTO3ULIMIO, IEMOHCTPUPOBATh OCO3HAHHOE MOBEJICHUE HAa OCHOBE TPAIUIMOHHBIX 00IIEUETI0BEYECKUX
LIEHHOCTEH, B TOM 4YHCIIE C Y4YE€TOM TapMOHU3ALMU MEXKHALIMOHAIBHBIX W MEXPEIUTHO3HBIX OTHOIICHUN, NPHUMEHSATh CTaHAapTh
AHTUKOPPYNIMOHHOIO IOBEICHUS

OK 7 | ConeiicTBOBaTh COXpPAHEHUIO OKpYXarolllel Cpenbl, pecypcocOepeKeHHI0, NPUMEHATh 3HAaHUS 00 M3MEHEHUHM KIuMaTta, MPUHIIMIIBI
OepeKJIMBOTr0 NPOU3BOJICTBA, 3(Q(HEKTUBHO JEICTBOBAThH B UPE3BBIYAMHBIX CUTYAIMSIX

OK 8 | Mcronb3oBaTh CpeAcTBa (PU3MUECKOM KYIBTYpPBI Ui COXPAHEHUS W YKPEIUICHHUs 3/10pOBbsS B Ipoliecce Mpo(ecCHOHANbHON AEATeNbHOCTH U
NoJIep>KaHusl HEOOXOMMOr0 YPOBHS GU3NYECKOM MOATOTOBICHHOCTH.

OK 9 | Ilonb3oBaThes mpodecCHOHANBHOMN JOKYMEHTAIMEeNH Ha TOCYJapCTBEHHOM M MHOCTPAHHOM sI3bIKax

Bxooum ¢ cocmae o6pazosamenvioii npozpammol, pearusyemoit ¢ 2024 . Cmp. 72 u3 366




g

I'BIIOY «YalkoBCKHUIM MHIYCTPUAIbHBINA KOJUIEIK»

IIporpaMMa noAroTOBKH CHENHAJINCTOB CPEIHEro 3BeHa

46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu
JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

KoaundyecTBO 4acOB HA OCBOEHHUE MMporpaMmmbl l'[pO(l)eCCI/IOHaJILHOFO MOAYJIsi:

Haumenosanue

DopmbI
A

O0bem
00pa3oBaTe/ibHO
i HArPYy3KHU

YueOHas Harpy3ka o0yyawoumuxcs (4ac., HeJl.)

CaMoCTOsITeIbHAS
padora

Harpy3ka Bo B3auMo/1elicTBHH C penogaBaTeyieM, 4ac.

B T.4.

BCEro

JlabopaTopHo-
3aHATH Teopetnueckoro p P
. IIPAKTHYECKUE

Hu o0yueHus
yd 3aHATUA

Brimonnenue
KYpPCOBOH
paboThI

KOHCYJIbTallHuA

M/IK.03.01
OpranuzalvoHHoe
obecrieueHue
JIEATETLHOCTH
OpraHu3aIuu

278

12

260 132 126 2

VII.O1
IIpaKTHKa

VYyeOHas

36

36

I111.01
[IponsBoacTBeHHa
s IPAKTHKA

108

108

I[IM.03
Brimonnenue
pabor o
JIOJDKHOCTHU
cayxaiero 26021
Cekperapb

M
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

2 CTPYKTYPA U COAEPKAHUE ITIPO®ECCUHOHAJIBHOT'O MOAYJISA
2.1 Crpykrypa npogeccuoHaJILHOr0 MOAYJIst

3aHATHS BO B3aUMOJCHCTBUM € NPeENnoaaBarTesiemM, 4yac., Hell.

Ooyuenue no MJIK, B uac.,

IIpakTuxku, Hex.

Konanl HaunMenoBanus
npogeccuoHaAIbHBI | pa3ejioB O0bem CamocTosiTeJIbHAasI
X u o0mux | npogeccuonannuor | OIl Beero Jlabopatoprrx IIpoussoacTBennas paGora
o TeopeaneCKoro " VyeGHaN (ecnu npedycmompena
KOMOETECHINHT 0 MOAYJIsA o0yueHust NMPAKTHYECKUX paccpedomouennasn
3AHSITHIA npakxmuxa)
1 2 3 4 5 6 7 8 9
IIK1.5.-1IK 1.7 Paznen 1. 108 102 30 72
ITIK 1.9. MamuHoOnuChH
OK1, 6 8 MJIK 03.01
OpraHu3aIoHHOE 6
obecrieueHne
JEATENBHOCTU
OpraHu3aIuu
IIK 1.1 -1IK 1.4 Paznen 2. 162 156 102 54
IIK.1.8. Opranu3annoHHast
OK1, 2 3 5738 9 IeATeJbLHOCTh
MJIK 03.01 6
Opranu3zanmoHHOe
obOecrieueHne
JIEATETBHOCTH
OpraHu3aIyu
Bcezo: 132 126 - - -
Yuebnas npaxmuxa 36 36
IIpouzeoocmeennasn npaxmuxa (no npogunro | 108 108
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

yacos (ecnu

umocoeas

CHneyuaIbHOCmu,),
npedycmompena
(KOHYEeHmMPUpOBaAHHAsl) NPAKMUKa)

2.2. TemaTn4yecKuil IVIaH U coJepKaHue MPO(PecCHOHAIBLHOT0 MOYJIsI

Haumenosanue pazoenos u mem
npogeccuonanvrhozo moodynsa (IIM),
mexncoucyunaunapuvix Kypcos (M/IK)

Cooepircanue yuebnozo mamepuana, 1adopamopusle padomol u

npakmuyecKkue 3aHAmMUA, 6HeaAyOUmopHas (camocmoamenvras) yueonas
padoma odyuarowuxca, Kypcosas paboma (npoekm) (eciu npedycmompeHvl)

Oobvem
uacoe/neoesns

1

2

3

MJIK 03.01 Oprann3zanuoHHoe o0ecrnedeHne NeATeJbHOCTH OPraHu3anuu

132/126

Pa3zpen

1. MammuHonuch

162

Tema 1.1.
YcTpoiicTBO KJIaBHATYPbI EPCOHATBHOIO
KOMIIbIOTEpPa

Cooeporcanue

16

BBox TexcToBO# MH(pOpMannu ¢ kiaBuatypbl. 30HbI KiaBuatypsl I1K.

Pycckosi3piuHas packiazka CHUMBOJIOB PYCCKOro angaBuTa Ha KIIABUILIAX.
Hactpoiika knaBuatypsl. [lepexitouenue ¢ pycckoi packiIaJky Ha JJATUHCKYIO

Temamuxa npakmu4eckKux 3aHAMUU

48

[TPNel

N3yuenue GyHKIMIA 1 TPy KJIABUII Ha KJIaBUATYpe.

TTPNe2

IIpasuna oceoenus bykeennvix psados na krasuamype IK.
OcBoenue cpegHero OykBeHHOTo psiaa kiaaBuarypsl [1K.
OcBoeHne BepxHero OykBeHHOTro psaa kiasuarypsl 11K.
OcBoeHue HHKHEro OyKBeHHOTO psjia kinaBuaTypsl [1K.
OcBoeHune Bcex OYKBEHHBIX ps0B KiaBuaTypsl [1K.

o O O

Ocsoenue 3HaK08 npenuHanusl, uud)p U cneyuajilbHovlx 3HAKOE6.

MIPETTHHAHUS
OcBoenue nup u crenuanbHbIX 3HAKOB.

[IpaBuna pabGoTel ¢ BepxHUM peructpoM. OCBOEHHE 3HAKOB

o O
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46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

Ilposepounaa padoma Ne 1

Camocmoamenvnasa paboma odyuaroumuxcs

CocraButh Tabnuiy «['opsSUnX KJIABUIID» JBUKEHUS 10 TEKCTY.

Beinonsenue ynpaxkHeHui 1o 3oHaM kinasuatypsl [IK Ha coBepiiencTBOBaHuE
TEXHHUKH ITHCHMA.

Tema 1.2.
KyabTypa MalmmmHONMCHBIX padoT

Cooepocanue

TpC6OBaHI/I$I K Ka4€CTBY BbIIIOJIHACMBIX pa60T.

Temamuka npakmuyeckux 3aHamuil

24

[TPNe3 [TpoBeneHne nmpoBepku (HaKTUYECKOTO Marepuana, o(popMICHHOTO
eYaTHBIM CIOCOOOM

[TPNe4 | Odopmienue  maTepuana

EeYaTHBIM CITOCOOOM.

pa:manoﬁ CTCIICHHU CJIOZKHOCTHU

14

I[TPNe5 | Odopmnenue Manoi  1upoBoi

KJIaBHATYpBHl.

marcpuajia C IIOMOIIBIO

[TPNe6 | Co3nanue TabMIBI ¢ MOMOIIBIO TEKCTOBOTO mpoieccopa Microsoft

Word

Ilposepounaa padoma Ne 2

Camocmoamenvnas paboma odyuaroujuxcs

Beimonnenue ynpaxxaennii Ha kinaBuarype 11IK. CoBeprieHCTBOBaHNE TEXHUKU
U CKOPOCTH NHChMa

®opmupoBanue aena: «lIpaktuueckue u camocrostenbHbie padoTsl no KOJI
ctyaeHTku rpymnmsl JJOVY-1 @amuminn K.0.»

Paznen 2. OprannzanmoHHas 1eITeJIbHOCTh

Tema 2.1.
KoopauuupoBanue padoThbl
PYKOBOAUTEJIS), npuemM
opraHm3anusi padodero mecra
PYKOBOJUTEJIS.

opuca (MpUEMHOI
nmoceTuresie,
cekperapsi H

I Bxooum ¢ cocmae o6pazosamenvioii npozpammol, pearusyemoit ¢ 2024 . Cmp. 76 u3 366 |

Cooeporcanue

50

HopMaTuBHO-TIpaBOBBIE aKThl B 00JAcCTH OpraHU3AMU YIPABICHYECKOM
JeSITeIbHOCTH. HopmaTuBHbie JIOKYMEHTHI, peraaMeHTHPYIOIIHe
NesATEeIbHOCTh ceKpeTaps. JJoJKHOCTHAS MHCTPYKIUS CEKpeTapsl.

Opraamzanuss paboTel 1O OE3J0KYMEHTHOMY OOCITY)KHMBAaHHUIO PaOOTHI

8
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

pykoBoautens. [Inanuposanue paboTs! cexperaps.

Opranuzanus padouyero mecra. DproHomuka padbodero mecra. TpeboBanus k | 8

o0ecrnieuyeHno 0€30MaCHOCTH TPYJla CeKpeTapsl.

HupopmalinoHHbIE TEXHOJIOTUU B TPO(HECCUOHATIBHOM e TEIIbHOCTH. 8

CocraBieHne 1 BECHNUE yUYETHO-PETUCTPALMOHHBIX ()OPM, HCIIONIb30BaHHE UX | 8

B MH(OPMAIIMOHHOM pabOTHI.

[Ipuem mnoceruteneil. OO0s3aHHOCTH cekperaps Mo TnoAaroroBke mnpuema | 10

IIOCETUTENEH.

Temamuka npakmuueckux 3aHAmMul 20

[TPNe7 | IlpuMeHeHHE HOPMATUBHO-NPABOBBIX AaKTOB B YIIPaBJICHYECKOH | 4
JeSITEIbHOCTH. IMouck  wHpOpMaUU B HOPMAaTUBHO-
METOJIMYECKUX  JOKYMEHTaX, perjiaMeHTUPYIoIuX  paboTy
CeKpeTapsl.

[TPNe8 | Opramm3amus pabodyero Mecra CeKperaps W pyKoBomuTens | 6
OcHamienue  pabouero  Mecrta cekpeTaps IpeaMeTaMH |
CPEICTBaMH TpyJla C YYETOM TEXHUKH 0€30IaCHOCTH.

[TPNe9 | Koopaunamusi pabotel oduca. Co3ganue ruiana padouero mus | 4
ceKkperaps.

[TPNe10 | TToaroToBka W mpoBeaeHune mnpuema moceruteneid. OdopmieHue | 6
JOKYMEHTOB  CONPOBOXJIAIOUIMX  OpPraHu3alMio W IpUEM
MTOCETUTENEH.

Koumponvnaa paooma Ne 3 4

CamocTtosiTeibHAas padoTa 00y4yalomMXCcs

CocraBieHre aITOPUTMOB TIpUEMa MTOCETUTENEH, MPUIIEANNX C Pa3TUIHBIMA

BOIIPOCAMH. 2

®opmupoBanue crnpaBoyHuka cekpertapsa. Odopmiuenue [lamsatku «lIpuem

IIOCETUTENC»

Tema 2.2. Cooepircanue 18
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46.02.02 OdecneyeHne TEXHOJOTHYECKOI0 CONPOBOKIAeHUs nMppoBoi TpaHchopMannu

Tenedonnoe oOciay:KMBaHHe, IpHeM M Nepenaya
hakcMMUIBHBIX COOOIIEHMH.

DTHKET TeneOHHBIX IEPErOBOPOB.

ITpaBuiia BeieHMs 1€710BOTO pa3roBopa.

(2]

[Tpuem u nepenava nadopmanuu mo Qaxcy.

Temamuka npakmuyeckux 3aHamuil

12

[IPNell | Benenue Ttenedonnoro oOcmyxuBanus. Ilpuem wu nepenaua
Tesne()OHOTPAMM, COCTUHEHHE PYKOBOJUTENS C BHYTPEHHUMH U
BHEUTHUMHU a00OHEHTAMHU.

[Tpuem u nepenaya pakCUMUIBHBIX COOOIICHUH.

Koumponsnaa paboma Ne 2

CamocrosiTeibHasA padoTa 00y4aomMXxcs
®opMHUpOBaHUE CIIPABOUYHUKA CEKpETapsl.

Tema 2.3.
Padora mo moaAroroBke M NPOBEICHHIO
COBECLIAHMI, 3acelaHWH, [eJ0BBIX  BCTped,
NPUEMOB U Npe3eHTalui.

Cooepocanue

HpaBI/ma MOATOTOBKHU U ITPOBCIACHUA COBCH_IaHI/II\/'I, 3aceJaHui.

Temamuxa npakmu4eckKux 3aHAMUU

16

[TPNe12 | IlogroroBka u mpoBeneHue coBemanuii. OdopmiieHne T0KyMEHTOB
COMPOBOXKAAIOIINX OPTAHU3ALUIO COBEILIAHUMN.

[TPNe13 | [ToaroToBka v MpOBEAECHUE JICIOBBIX BCTPEY U MPE3EHTALUH.

[Tpuem rocreit pykoBOAUTENS (J€JIE€TalNH).

10

Koumponvnaa paooma Ne 3

CamocrosiTeibHas padoTa 00y4yarommxcst
Odopmrnenue [amsatku: «[IpaBuiia opraHu3auy ¥ TPOBEICHUS COBEIIAHUI
Odopmiienne [Mamsatku «IIpaBuia BeeHus AET0BOTO pa3roBopay

Tema 2.4.
IMoaroroBka ae0BbIX MOE3M0K (KOMAHIMPOBOK)
PYKOBOAUTEJIS " APYIrux COTPYAHHMKOB
OpraHM3anuu

Conep:xanue

O0s13aHHOCTH CEKpETaps 1Mo MOATOTOBKE ACJIOBBIX MOC3J0K PYKOBOIHUTEIIA.

JlokyMeHTupoBaHuE CITyKeOHbIX MOE3/10K

Temamuka npaxmuyeckux 3aHAMUN

[1PNe14 ‘HOIIFOTOBKa IEeNOBbIX  moe3nok. OdopmieHne JTOKYMEHTOB

Bxooum e cocmae o6pazosamensroii npozpammet, peanuszyemoui ¢ 2024 2.
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

‘ CO3aaBaCMbIX IIPpHU NOATOTOBKE OCJIOBBIX IMOC3O0K.

Koumponvnaa paboma Ne 4

CamocrosiTesibHAsi padoTa 00y4ar0IMXCs

®opmupoBanre U opopmiieHHE Aed. [ pynnupoBKa BBIOJIHEHHBIX DPAa0dOT u
npenBaputenbHoe opopmiieHue nena «lIpakTudeckre M caMOCTOSITENbHbBIE
paborsr mo MJIK.01.03 OpraHuzamust CEKpeTapcKkoro OOCITy>KUBAHUS
Damunmn»

Hpome.ucymoqua}l ammecmauus KOHchILTaIII/Iﬂ

JK3aMeH

VIIL.O03

Buowt pabom

1. ObecrnieueHne pabdoOYero MeCTO PYKOBOAMUTENS KAHIIENSPCKUMH MPHUHAICKHOCTSIMH, CPEACTBAMH OPTraHU3AIlMOHHOW TEXHUKH,
CO3JJaHUE YCIOBUHM, crocoOCcTByrommx 3(dexkTuBHON pabdore pykoBoautens. CoOmogeHue ciayxeOHoro stukera. Co3mgaHue
MOJIOKUTEIHHOTO UMUIKA opranu3ainun. Obecneuenre KoHGUACHIINATILHOCTH HHGOopManuu. Vcrnonb3oBaHHe YCTAHOBICHHBIX MPABUIT
U TIPOIIETYp KOMMYHHKAITUN BHYTPH OpraHU3aIHH.

2. Ucnonp30BaHnEe TEXHUYECKHUX, MPOTPAMMHBIX CPEICTB W CPEACTB KOMMYHHMKAIIMOHHON OPTTEXHUKH Ji MPOBEACHHS TOJIOCOBOM
WM BUJCO-KOH(EPEHII-CBS3H, IS TIOTYUCHHS U Tepeadn HHPOpMaIiK. Y CTaHABIIUBATh KOHTAKT C COOCCEIHUKOM, TIOIICPKUBATh U
pa3BUBAaTh JIENIOBYIO Oecey B mpolecce Tesle(OHHbBIX IepEroBOPOB.

3. CocraBicHHEe W BEJICHHWE YYETHBIX PETUCTPAIMOHHBIX (OPM, MCIOJB30BaHUE WX Ui MH(OpMAnMoHHOW paboTel. OdopmiieHue
pa3IMYHBIX MaTePUAIOB MMEYATHBIM CIIOCOOOM MO YKa3aHUIO PYKOBOJUTEIIS.

4. O6menue ¢ mocetTuTessiMA. CriTaXuBaHue KOHPJIMKTHBIX U CIIOKHBIX CUTYaIlHnid MEXIIMIHOCTHOTO B3aUMO ICHCTBHS.

5. OcymectBieHre pabOTHI MO MOATOTOBKE 3aCEAaHU U COBEIIaHUH, POBOIUMBIX PYKOBOAUTEIEM (COOpP HEOOXOIUMBIX MAaTEPHUATIOB,
OTIOBENICHNE YJYACTHUKOB O BPEMEHHU, MECTE, MTOBECTKE JHS 3acCeaHWs WJIM COBEUIAHMS, UX PETUCTPAIns), BeJIeHUEe U o(hopMIIeHUE
MPOTOKOIA.

6. OnecHuBaHKWE PE3yJIbTATOB B paMKax IMOCTABJICHHBIX 3amad. OCyIIeCTBICHUE KOHTPOJS WCIONHEHUS MOPYYCHHH PYKOBOJIUATENS
COTPYTHUKAMHU.

36

III1.03 IIpou3sBoaACTBEHHAS MPAKTHKA
Buowt pabom

108
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

1. BrinonHenue KOOPAMHUPYIOMIUX U 00ECTIEYMBAIOIINX (DYHKIIMHA

O3HakOMJICHHE C OpraHHU3alel/mpeanpusTueM.

Opranuzainus ¥ INIAHUPOBAHUE JI€ATEIBHOCTU CEKpETapsl.

Opranmzanus pabouyero Mecta pyKoBOJUTENS U ceKpeTaps ¢ yueroMm TpedoBanmii Th.

Benenue xypHana pa3be3foB paOOTHHUKOB opranuszanuu KoopauHaums paboTbl KyphepoB M BoAuTeNell opraHuzauuu Benenue
JKypHaJla pa3be3/I0oB KypbepOB OpraHu3alii U MapuipyToB Boauteneld CocTaBieHHE CIPAaBKH O pa3be3/laX pabOTHUKOB, KYpbepOB U
MaplIpyTax BOAUTENEH OpraHu3aluu.

[Ipuem u nepenaya JOKyMEHTOB IOCETUTENEH PYKOBOACTBY U COTPYAHUKAM OpPTraHU3aINH

Opranu3zanys 1 OpOHUPOBAHUE [IEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kodeitHoro) crona B oduce

[IpuroTroBneHne HaNMUTKOB (Yail, Kode, MPOXIaIUTEIbHbIE HATTUTKH)

2.  Opranuzanus v oCcylIecTBIEHHE paObOThI C TOCETUTENISIMH OpraHU3aIuU

Berpeua noceruteneid, noiaydeHue nepBUYHON MH(POpPMAIMK O MOCETUTENSIX U MOMOIb B OPTaHU3AllUK UX NpUEMa PYKOBOJUTEIEM U
COTPYAHUKAMH.

Benenue xxypHasa 3anucu moceTuTenel mpyu yueTe mocetureneit 1 opopmiieHrue mpoIrycKoB.

CopeiicTBHE OTIEpaTUBHOMY PaCCMOTPEHUIO MPOCHO U MPEATIOKEHUI TTOCETUTENEH.

3. OcymecTBieHne IpueMa 1 pactpeaeseHns TeIe(OHHBIX 3BOHKOB OPraHU3aIIH

ObecnieueHne COETMHEHNSI PYKOBOAUTENSI C BHYTPEHHUMH U BHEIIHUMH CTPYKTYpaMH IO Tese(oHy.
[lepenamnpanienue Tene(OHHBIX 3BOHKOB PYKOBOJICTBY M COTPYAHHUKAM OpraHu3alniu

Perucrpanus noctynaromux Tesie()OHHbIX 3BOHKOB

[Tonydyenne HeoOxoquMON HHGOPMAIIMU U Nepeada CAHKIIMOHUPOBAHHON HH(POPMAIUH 110 TenedoHy

Im

18

Obvem obpazosamenvHoll HAZPY3KU

651

3 YCJIOBUS PEAJIM3ALUU TPOT'PAMMBI TPO®PECCHUOHAJIBHOI'O MOAYJISA
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

3.1 MaTepI/IaJILHO-TeXHH‘leCKOC o0ecrneyeHue peajim3anuu nNporpaMmmal HpO(l)GCCI/IOHaJIBHOFO MOAYJIsA

Jlexnun

JlaGopaTopHble U MpaKkTH4YecKne padoThl
(3aHATHA)

Mecto mnpoBeneHuss pador (kaOuHer,
Jaboparopusi, MacTepcKasi, HOJIUIOH)

KaOuHeThl cOLMaIbHO-9KOHOMHUYECKUX AUCLIMIIINH,

JOKYMEHTALIMOHHOT'O 00ECTICUEHUS! YIIPaBICHHS

Jlaboparopun nHOOPMATHKN U KOMIBIOTEPHOW 00pabOTKH
JOKYMEHTOB, TEXHUYECKUX CPEJICTB YIPABICHHS

KounyecTBo paboyux mect

25

15

OcHamenue pa6oyux wmecT (Medenab, | CTOJbL, CTYIIbS, Cromnsbl, crynes, 11K, npunTep, ckaHep, KONMMPOBAIBHBIN
OCHOBHO®€ U BCIIOMOrareJibHOEe afnmapar, JIOKaJlbHasd KOMIIBIOTCpHAsA CCThb. HpOGKTOp,
o0opynoBaHue) 9KpaH.

YueOHo-HAIAAHBIE TOCco0Mst  (cTeHabl, | OOpasupl IO0KyMEHTOB MO KoHQHAeHmHambHOMy | OOpasubl — JOKYMEHTOB IO  KOH(UICHIHATEHOMY
CXeMbl, IUIAKATHI U AP.) JeJI0TIPOU3BOJICTBY JIeJIOTIPOU3BOJICTBY

HucTpyMeHTHI, NMPUHALJIEKHOCTH, | Kanurosapsl, mnanku-ckopocumsatenu, xypHaisl, | Cucremsr AC JIOY

l'lpl/ICl'lOCOﬁJ'leH]/lﬂ, HHBEHTApPb

KOHBCPTHI.

bazoBrlil nakeT

Microsoft Off is B Tom umcne UT wusrorosieHus
TEKCTOBBIX M TAOJMYHBIX JOKYMEHTOB.

Pacxoanbie MaTepHuaJibl

bymara opmarta A4. briaHku JOKyMEHTOB

Bbymara dopmara A4, kapTpupk. biaHKu TOKyMEHTOB.

3.2. UnpopMmannoHHOe oOecnedeHHe peajn3alui NPOorpaMmMsbl NpPo¢ecCHOHATBHOI0 MOAYJIA

1. Ky3neuos, U. H. JlokymeHTaoHHoe obecrieueHue yrnpasieHHs. JJOKyMEeHTOOOOpOT M JENONPOMU3BOJACTBO | YUEOHHK M MPAKTUKYM IS
cpennero npodeccuoHanbHOro oopazosanus / 1. H. Ky3nemnos. — 4-e uzz., nepepad. u mon. — Mocksa : U3narensctBo IOpaiit, 2024. —
545 c. — (IIpodeccronansrnoe odpasosanue). — ISBN 978-5-534-16004-8. — Tekcr : anexTpoHHbI / O6pazoBarenbHas miargopma FOpailt
[caitr]. — URL.: https://urait.ru/bcode/537146 (nata oopamenus: 09.02.2024).

2. Kazakesuu, T. A. JIOKyMEHTALHOHHOE OOCCIICUCHHE YIIPABICHNUS © yIeOHHUK M IPAKTHKYM IS CPEIHETO MPOdECcCHOHAIBHOrO 00pasoBaHs /
T. A. KazakeBuy, A.UW. Tkanua. — 2-e usn., ucop. u gomn. — Mocksa : UznatensctBo Opaiit, 2024. — 177 ¢c. — (IIpodeccuonansHoe

obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr
https://urait.ru/bcode/538470 (nara oopamienus: 09.02.2024).

anekTpoHHsld // OOpasoBarenbHas tatdopma FOpait [caiir]. — URL:
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3.3. O0mue TpeGoBaHUsI K OPraHu3aliu 00pa3oBaTeJLHOIO0 Mpouecca

Ne YciaoBusi opranuzanum o0pa3oBaTebLHOIO Mpoiecca TpeOoBaHMsl K YCJIOBHAM OPraHU3alMU Mpumeyanus
o0pa3oBaTeIbHOIO Mpolecca

1 | Peanu3zanus npohecCuoHaILHOTO MOTYIIS

2 | Heo6X0auMOCTh KOHIIGHTPUPOBAHHOTO O0YYEHUS Hem

3 | HeobxoaumocTs BbIX0Ja B MpO(UIbHBIE OpraHU3aINK, YUPESKICHUS, | Hem
Ha PEANPUSITHS

4 | Heo6x0auMOoCTh AeJIeHHsI Ha OATPYIIIbI Hem

5 | [lpumeHeHue  DIIGKTPOHHOTO  OOYYCHHSI W JUCTAHIHOHHBIX | Hem
TEXHOJIOTHI1

6 | [lepponnyHOCTH KOHCYIbTAIIMIA Eoiceneodenvro

3.4. KaapoBoe obecnneueHue 06pa3oBaTejibHOIO nmpoiecca

TpeboBanust K KBaTH(UKAIMK TEAArOTMUYECKUX KaJpOB: TOJDKHA 00ECTeuMBaThCS MEJAarorH4ecCKMMH KaJpaMH, WMEIOIIMMH BhICIIEe 00pa3oBaHUE,
cooTBeTcTBYyMOIIee mpodunto npenogaBaemMot MJIK. OmbIT AesTenbHOCTH B OpraHM3alldsIX COOTBETCTBYIOIIEH MpodeccHOHANbHON cdepbl sSBIsSETCS
00s13aTeIbHBIM JIJIs TIPETNo/IaBaTelield, OTBEYAIOIINX 32 OCBOCHHE 00yUYaromUMCs MPOo(heCcCUOHATFHOTO Y4eOHOTO ITUKJIA.

[IpenogaBaTenu mosydaroT JOMOJHUTEIbHOE MpodeccnoHalbHOe 00pa3oBaHME IO MporpamMMmaM MOBBIIIEHHS KBaTHU(QHUKAIMU, B TOM 4YHcie B (opme
CTa’>KUPOBKHU B PO UITBHBIX OpraHM3aIusaxX HE pexe 1 pasza B 3 roja.
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4 KOHTPOJIb U OINEHKA PE3YJIBTATOB OCBOEHUA TPO®ECCHUOHAJBHOI'O MOAYJIA

4.1 IIpoMe:XyTOYHASI OLIEHKA Pe3yJIbTAaTOB 0CBOCHHSI NPO(hecCHOHAIBHOI0 MOAYJIfA

4.1.1 Pazgea 1. Mawunonuceo

V.1. IledaraTp 10 yKa3aHUIO PYKOBOAMTEIS Pa3InYHbIE MATCPUAIIbI. ITpoBepounast pabota
Ymenust Ne 1
V.4. Ucnonp30BaTh CpeCTBa KOMMYHHKAIIHOHHONH OPITEXHUKH M MPUMEHATh WH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIE | [IpoBepounas pabora
TEXHOJIOTHH ISl TOTYYESHHsI U Iiepeiadl UHPOpMaIiHu. Ne 2
3uanns | 3.5. MammHonuck, npaBwia opdorpaduu ¥ TyHKTyalldd, MOPSJIOK PACHOJOXKCHHUS Marepuana Inpu nedatanuu | [Iposepounas pabora
pa3IMYHBIX JOKYMEHTOB, Ne 1
MpaBuJIa IeYaTaHus ACTOBBIX MHCEM C UCIOIb30BAHUEM THIIOBBIX (HOPM, EPgBePO‘IHa’I pabora
o
4.1.2 Paznea 2. Opzanuzayuonnasn 0eameabHoOCHb
V.2.  OGecneunBath paboyee MECTO PYKOBOJAUTENS  KaHUENAPCKMMHU  MPUHAJICKHOCTAMH, cpeacTBamu | KonrponbHas
OpraHM3aI[MOHHOM TEXHUKH, CO3/IaTh YCIOBU, CIOCOOCTBYIONNE 3P PEeKTUBHOIN paboTe pyKOBOJIUTEIS. pabora Ne 1
V.3. Ucnonp30BaTh TEXHUYECKHE U TPOrPaMMHBIE CPEJCTBA ISl IPOBEIEHUS IOJI0OCOBON MM BU1€0-KOH(pepeH-cBsi3u. | KontponbHas
pabota Ne 2
V.5. CocTaBiATh ¥ BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI, UCIIOIB30BaTh UX I MH(MOPMAITMOHHON pabOTHI. Konrponbnas
pabora Ne 3
V.6. YcranaBnMBaTh KOHTAKT ¢ COOECETHUKOM, TTOICPKUBATh U Pa3BUBAThH JIEIOBYI0 Oeceny B mporiecce TenedoHHbix | KonrponbHas
Ymenust | [ICPErOBOPOB. pabora Ne 2
VY.7. O6marecs ¢ nocerutesnssMu. CriaxxuBaTh KOH(DIUKTHBIE U CIIOXKHBIE CUTYallUH MEXKJIMYHOCTHOTO B3auMoieicTBus. | Konrponbhas
[TpyHMMAaTh MephI IO pa3peleHUI0 KOHGIUKTHBIX CUTYaIHi. pabora Ne 3
V.8. Cobmonate ciyxeOHblii dTuker. Co3naBaTh TMOJIOKHUTENBHBIM MMUK opranuzanuu. OoOecnieunBath | KonTponbnas
KOH(HUIEHIMATLHOCTS MHpOpManuu. VICIoNb30BaTh yCTAaHOBJIEHHBIE NMPABUIA U MPOIEAYPHl KOMMYHHKAIMH BHyTpH | padora Ne 2,3
OpraHH3aIH.
¥.9. OuenuBarh pe3yapTaThl B paMKax IIOCTaBJIECHHBIX 3afad. OCyIIECTBIATh KOHTPOJb MCIOIHEHMUsS mopydeHuil | KonrpombHas
PYKOBOIAUTEISL COTPYIHUKAMHU. pabota Ne 1
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3HaHud

V.10. OcymectBisaTs paboTy MO NOATOTOBKE 3aceJaHUN U COBEIAHWH, HPOBOAMMBIX pykoBojureneM (cOop | KonrpombHas
HEOOXOAMMBIX MAaTEPHUAJIOB, OMOBEIICHUE YIACTHUKOB O BPEMEHHU, MECTE, TTOBECTKE JHS 3aceIaHUs I COBEIIAHMS, UX pabora Ne 3, Ne 4
perucTpanus), BECTd 1 0pOPMIISATH IPOTOKOJIBI.

3.1. dyHKIMH, 321241, CTPYKTYpa OpraHu3alyy, paciupeaeieHine GyHKIUi MeXy CTpPYKTYpHBIMH Moipa3ieneHusMu u | Konrponbhas
cnenuanucramu. CBs3u OpraHu3aluy. pabota Ne 1
3.2. IlpaBuna B3aMMOJAEHCTBHSI C MapTHEpaMH, KIMEHTaMH, CpeACTBaMH MaccoBoil mHpopmanmu. [IpaBuna peueBoro

9THKETa U JIJIOBOI'O OOILEHUS.

3.3. IlpaBuna opranuszauuu npuema noceruteneil. IlpaBuna opranuszauuu npuemoB B oduce. IIpaBuna cepBupoBku | Konrponbhas
qaitHoro (kogeitHoro) crona. [IpaBuia mpuroTOBICHUS | IMOAAYU TOPSYMX HAIMUTKOB U 3aKYCOK K HHM. pabora Ne 3
3.4. TlonoxeHusi, WHCTPYKLUHH, JAPYrH€ PYKOBOJSALIME MaTepuaabl W HOPMATHBHBIE JOKYMEHTBHl IO BeleHHIO | KoHTpoibHas
JeTI0NPOU3BOACTBA, a TAKXKE IpaBHJIa 3alIUThl KOHQUACHIMATBHON CITyKeOHOH nHpOpMaHH. pa6ora Ne 1
3.6. OCHOBBI OpraHu3alMy TPyJla, OCHOBBI 3aKOHO/ATENILCTBA O TPYJE, MpaBUiia BHYTPEHHET0 TPYJOBOTO pacrnopsika, | Konrponbhas
NpaBujia ¥ HOPMEI OXPaHkI TPyaa. pabora Ne 4

4.2 UtoroBasi OeHKA pe3yJIbTAaTOB OCBOCHHS II

0(peCCHOHATBHOI0 MOAYJISA

Kon u HaumeHoBaHue npogecCHOHAIBHBIX U
o01IMX KOMIIeTeHI M, POPMHUPYEMBIX B paMKAaXx

Kpurtepumn oueHkn pe3yjbTara

MeTtoabl OLIEHKH

MOy

1K 3.1. Ocyl1ecTBiATh IPUEM U pachpeseiieHre | Peub nucTaHIMOHHOrO 0OIEHUs COAEpKUT (BOPMBI BEKIMBOCTH. Peub cONEPKHUT | DKCIEPTHOE

Tene(hOHHBIX 3BOHKOB OPraHM3alluH HEOOXOIUMYIO M AOCTaTOYHYIO HH(OPMAIIHIO B 3aBUCUMOCTH OT CUTYaluu HaOIro/IeHne 3a
BBHIIIOJTHEHHEM ~ BUAA
pabor:
TeJIePOHHBIH
pasrosop;

IIK 3.2. Opranu3oBbIBaTh paboty c | [Ipy mpWBETCTBUM MOCETHTENS MCIIOJIb30BaHbl (DOPMbI BEKIMBOCTH M aJCKBaTHBIC | DKCIEPTHOE

HOCETUTENSAMH OPTraHU3aI[iK HeBEepOAITBHBIC CPENICTBA OOIIECHUS. HaOIIOACHIE 3a

[locerurento naHa ucyepmsiBaromas nHGopMarws (pa3bACHEHHUS ) 10 HHTEPECYIoeMy | BBIIIOJIHECHUCM  BHIA
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€ro BOIMIPOCY B KpaTKoit Gopme. padoT:
B 3aBepmienun Oecempl BBICKa3aHa OJIarOMApHOCTh M TOXKEITAHHWE O majabHeirmem | MPUCM MOCETUTEIIEH C
COTPY/IHUYECTBE. pasIUYHBIMH
BOMPOCaMHU
I[IK 3.3. Bemoaasats KoopauHHpYyIOmMe u | Pabodee MecTo cekperaps opraHM3oBaHO B COOTBETCTBMM ¢ MHCTpykuuei no Th Ha | DkcnepTHOe
obecneunBaromue GyHKIUN pabouem MecTe. HaOIII0IeHUE 3a
Odopmiena cmpaBka o0 pa3zbe3fgax paOOTHHKOB, KyphepOB H BOAWTENed B | BBIIOJHCHMEM  BUJA
cootBercTBum ¢ 'OCT. pabor:
OpraHu3aIys

pabouyero mMecra

OK 1.IloHMMarp CymHOCTb M COLHUAJIbHYIO | ® JAE€MOHCTpALHs UCTIONHUTENBCKON JUCIUILIHHBI B y4eOHOM IIpoLecce H

3HAYMMOCTh  CBOeM  Oyaymiedt  mpodeccun, OOIIECTBEHHOH JKU3HU TEXHUKYMA,;

MPOSIBIIATH K Hel YCTOI‘/’ILIHBLH‘/’I HUHTEpeC . IpOABIIACT AKTUBHOCTD, MHUIIMATUBHOCTD B ITPOLICCCE OCBOCHUA
po(hecCHOHANBHON IEeATENbHOCTH, IEMOHCTPUPYET HHTEpEC K OyayIien
npodeccun;

o HaJIWYUC MOJIOKUTCIIBHBIX OT3BIBOB I1IO UTOI'dAM ITPAKTHKU.

OK 2. OpFaHI/I3OBLIBaTL COGCTBeHHYIO ACATCIBHOCTD, | ® HaJIMYKEe COCTABIIEHHOrO IIaHa COOCTBECHHOM ACATCIIBHOCTHU U

BBIGI/IpaTL THUITIOBBIC MCTOJABI 1 CITOCOOBI BEITTOTHCHUS HCIIOJIB30BaHUEC €TO0.

npodeCcCHOHANTBEHBIX 3a7ad4, OLICHUBATh UX | ® JEMOHCTPHPYET BEIOOP TUTIOBBIX METOJIOB U CITIOCOOOB PELICHNUS

3(1)(1)6KTI/IBHOCTL 1 Ka4€CTBO HpO(l)eCCI/IOHaJ'IBHLIX 3aJa4, ONCHUBACT HX 3(1)(1)6KTI/IBHOCTB " Ka4yC€CTBO.

L4 TOTOBHOCTbB K pa60Te B o0jacTu AOKYMCHTAIlUOHHOT'O obecrieucHus
YIIPaBIICHUS
OK 3. Pemare mpoOGiieMbl, OIICHMBATH PHUCKH U | ® JEMOHCTPUPYET PALMOHAJILHOCTb IPUHATHS PELICHUM B CMOJEIMPOBAHHBIX

IMPUHUMATh PCIICHUA B HECTAHAAPTHBIX CUTyallUsiIX.

CTaHJAPTHBIX M HECTAHJIAPTHBIX CUTYAIHAX MPOPECCHOHANBHON IS TELHOCTH.

. MPOSIBJISIET ONEPATUBHOCTh MPUHATHS PELIeHNs TPO(ecCHOHANBHBIX 3a/1a4 B
CTaHJAPTHBIX U HECTAH/IAPTHBIX CHTYaIHSIX;
. JEMOHCTPHPYET MEPCOHANBHYI0 OTBETCTBEHHOCTH 33 IPUHSTHE PEIICHHS
OK 4. OcymiecTBiATh TOWCK, AHAIN3 W OIEHKY | ® OCYIIECTBIISIET Pe3yIbTATUBHBIN MMOMCK HEOOX0INMOI HH(POPMAIIH B
uHQOpPMalUK, HEOOXOOUMOH Al TOCTaHOBKH H CIPaBOYHO-TIOMCKOBBIX CUCTEMAX;
pelIeHHS podhecCHOHANBHBIX 3ajady, | e JEMOHCTPHPYET MOUCK MH(OpMAIMK B Pa3IMUHBIX HCTOYHUKAX
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po(heCCHOHATBHOTO ¥ IMIHOCTHOTO Pa3BUTHS

HUH(OpMALNH, BKITIOYAs SJIEKTPOHHEIE;

IPOSIBIISIET OTIEPATHBHOCTH ITTOMCKA HEOOXOANMOHN HH(pOpMALUH,
HeoO0XxouMoi i 3P PEeKTUBHOTO pelieHus MPodecCHOHANBHBIX 3a/ad,
npodeccHOHAIILHOTO ¥ IMYHOCTHOTO PAa3BUTHS

OK 5. Hcnons3oBaTth “H(OPMAITMOHHO-
KOMMYHUKAIIUOHHBIC TEXHOJIOI'nu JJIA
COBEPIIECHCTBOBAHUS npodeccuoHaNbHON
JeSITeTbHOCTH

paboTaeT Ha KOMIIBIOTEPE Ha YPOBHE MPOJBHHYTOTO TOJIH30BATEILS;

JIeMOHCTpHPYET cBOOOHOE BlageHue mporpammamu Microsoft Office Word,
Microsoft Office Excel, Microsoft Office Power Point/

BBITIOJTHSIET PabOTHI ¢ MPO(ECCHOHATBEHBIMHU POrPAMMaMH 110
JOKYMEHTAIIMOHHOMY OOECIICUCHHUIO YIIPaBICHHS;

UCIIONb3YET CIPABOYHO-UH(POPMAIIMOHHBIC CHCTEMBI;

HPOSIBIISIET M MHTEPEC ¥ TOTOBHOCTh K CAMOCTOSITEIEHOMY OCBOCHHIO HOBBIX
MH(POPMALMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

OK 6. Paborate B KOMJIEKTHMBE H KOMAaHJIE,
obecrieunBath ee cruioueHue, 3h(HEeKTHBHO 00IIATHCS
C KOJUIEraMH, PyKOBOICTBOM, TIOTPEOUTEIISIMH

MIPOSIBIISIET 3aMHTEPECOBAHHOE yYacThe B yUeOHOM Mpoliecce U 00IecTBEHHON
JKU3HU KOJUIEeKa.

JEMOHCTPHUPYET COOJII0IeHnE HOPM NPO(ECCHOHATIBHON 3TUKH IpU paboTe B
KOMAaHJIE;

MIPOSIBJISIET YETKOE BBITIOIHEHHE 0053aHHOCTEH MpH paboTe B KOMaHE /U
BBITIOJTHEHNH 33JaHH B TPYIIIE;

JNEeMOHCTPHUPYET KOHCTPYKTUBHOCTD B3aUMOJCHCTBUS ¢ O0Y4atOLIMMUCS,
MPENnoJaBaTeNsIMU U PYKOBOJAHUTEISIMU MPAKTUKU B X0/ OOyUSHHS U TIPH
peteHny npodecCHOHATIBHBIX 3a/1a4; TOCTPOCHUE MPOPECCHOHATBHOTO O0IIECHHS
C Y4E€TOM COLHAIILHO-TIPO(YECCHOHATBHOTO CTaTyca, CUTYallMH OOILEHHS,
0COOEHHOCTE TPYIIbl U MHANBHYaJIbHBIX OCOOEHHOCTEH yUaCTHHKOB
KOMMYHHUKAIIWH.

OK 7. CraButh LenH, MOTUBUPOBATH JESATEIBHOCTD
MOJYMHEHHBIX, OPTraHU30BBIBATh U KOHTPOJIHUPOBATH
UX paboTy ¢ MPUHATHEM Ha ce0s OTBETCTBEHHOCTH 32
pEe3yNbTAT BBHITOTHEHIS 3aaHII

JIEMOHCTPHUPYET PallMOHATBHOCTh OpPraHU3aIuy paboThl O JYMHEHHBIX,
CBOEBPEMEHHOCTh KOHTPOJIS M KOPPEKIIUH (TIPH HEOOXOJUMOCTH ) IIpoliecca U
PE3yIbTATOB BBHITTOJTHCHHSI UIMH 33/ TaHHH.

OCYIIECTBIISIET CAMOAHAIN3 U KOPPEKIHIO PE3YJIbTaTOB COOCTBEHHOH PabOThI;

MIPOSIBIISIET OTBETCTBEHHOE OTHOIICHHE K yYeOHOMY U O0IIECTBEHHOMY
MpoIeccaM B KOJIJIEMKE;

MIPOSBIISIET 3aMHTEPECOBAHHOCTD B IOCTIDKEHUH ITOCTABIICHHBIX 33]1a4.

OK 8. CaMoCTOSTEeNnbHO ONpEAeNsiTh 3aJayu

ACMOHCTPUPYCT PE3YJIbTAaTUBHOCTDH CaMOCTOSTEILHOU pa60TBI.
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JOKYMEHTHPOBAHHBIX c(ep 1esATeJJbHOCTH

Mpo(heCCHOHATBHOTO ¥ JUYHOCTHOTO  Pa3BHUTHA, | ®

JIEMOHCTPHUPYET YETKOE MPEeICTaBIeHNE O OyAyIei padboTe u najJbHEeUIIeM

3aHUMAThCS caMoo00pa3oBaHUEM, OCO3HAaHHO o0ydeHun;

IJIAHUPOBATH MMOBBIICHUEC KBaJ'II/Iq}I/IKaHI/II/I .

pa3BUTHE Kpyro3opa B o0yactu Oyayiei npoeccuu U INIHOCTHOTO

pa3BUTHS;

TOTOBHOCTH K pa0boTe B 00JIaCTH TOKYMEHTAI[HOHHOTO 00eCIIeYeHus

YIIPABJICHHUS

ITo3uTuBHAs AMHAMUKA JOCTHXKEHUH B npouecce ocsoenus BITJ;

OK 9. BeITh TOTOBEIM K CMEHE TEXHOJIOTHA B | @

00BsICHSIET 000CHOBAaHHOCTH OIIEHKH BO3MOXKHOCTEH M BEIOOPAa HOBBIX

pohecCHOHATBHON NeATENbHOCTH TEXHOJIOTHH.

aHaJIM3 UHHOBAIIMK B 00JIACTH OPraHU3aIuy JIOKYMEHTAI[HOHHOTO

obecrieueHus yIpaBIeHUs;

CpaBHI/ITeHBHHﬁ aHaJIn3 COBPEMECHHBIX TCXHUYECKUX CPEACTB

JIOKYMEHTAI[MOHHOTO 00eCIICUCHUS YIIPaBICHUS
OOBEKTUBHOCTHh U 000CHOBAaHHOCTh OIEHKH BO3MOYXHOCTEH M BEIOOpa HOBBIX
TEXHOJIOTUH.
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JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

NPUJIOXKEHMUE b. IIporpaMMbl y4eOHBIX TUCHUILJIMH 001IeNPO(ecCHOHATIBLHOI0 UK

PABOYAS ITIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.01 OcHOBBI TEOPUM OPTrAaHU3ALHH

COILEPKAHHUE

1. [TacriopT paboueli mporpaMMbl Y4eOHOM TACIIUTLITAHBI

2 CtpykTypa U colepkanrue yueOHON JUCIUIIITUHBI

3. VYcnoBus peanuzanuu yaeOHON AUCIIUTUIMHBI

4 KoHTpo:b u o1leHKa pe3ynbTaToB OCBOSHUS yU4eOHON AUCIUTIIIMHBI
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JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. MMACIHIOPT PABOYEWM ITPOT'PAMMBI YYEBHOM JUCIUITIVHBI
OI1.01 OcHOBBI TEOPUH OPTAHU3ALNH

1. O0JsacTh NPMMEHEeHHUs POTrPaMMbI

Pabouas mporpamma mpenHazHaueHa miisi u3zydeHus ydeOHoW mucumrumbbel OIT.01 OcHoBel Teopum opranuzammu. PaGodas mporpamma ydeOHOMH
TUCIUIIMHBL pa3paborana Ha ocHoBe PI'OC CIIO mo cnenmanbHOocTH 46.02.02 OOecrieueHne TEXHOJOTHUYECKOTO COMPOBOXKACHHUS IH(PPOBOI
TpaHcopMaIi TOKYMEHTHPOBAHHBIX c(hep AesaTeTbHOCTH.

MecTto y4eOHOIl JMCHUILIUHBI B CTPYKTYpPe OCHOBHOM NpogeccnoHaIbHOI 00pa3oBaTe/IbHOI IPOrpaMMbl

Pabouass mporpamma y4eOHOW TUCHMIUIMHBI SIBISIETCSI YaCThI0 OCHOBHOM NpodeccHOoHaIbHOM oOpa3oBarenbHOM mporpammbl 46.02.02 OGecnieuenue
TEXHOJOTUYECKOTO COIPOBOXKIACHUS IU(PPOBOM TpaHCPOPMAIMU JOKYMEHTUPOBAHHBIX C(ep NeSATETbHOCTH.
CornacHo yue6HOMY miany ydyeOHas aucuuiinia OI1.01 OcHoBbl Teopun opranuzanuu BXoauT B uuki /1.00 Ilpogeccuonanohviti yux.

2.  Ilnanupyemble pe3y/ibTaThbl OCBOCHUS y4eOHOM JUCHMIIMHBI
B pe3ynbrate ocBoeHUs yueOHOM TUCHUIUIMHBI 00YYarOIMICs TOJKEH:

YMmersb | V.1 aHaM3UpoBaTh U OLIEHUBATh COCTOSIHUE KOHKPETHON OpraHU3aly C UCIIOJIb30BaHUEM U3YUEHHBIX TEOPETUUECKUX MOJEIIEH;
V.2 pacnio3HaBaTh OCHOBHBIE TUIIBI OPTaHU3AIIMOHHBIX CTPYKTYP

3Harp | 3.1ompeneneHuss OCHOBHBIX TEPMHHOB M MTOHATUH B TEOPUH OpraHU3aLINM;

3.2 obmue XxapakTepUCTUKU OPTaHU3allii, €€ BHYTPEHHEN U BHEIIHEN CPebl;

3.3 OCHOBHBIE MOJXO0/IbI K TPOEKTUPOBAHUIO OPTaHU3ALMOHHBIX CTPYKTYP Pa3HbIX THUIIOB;
3.4 3aKOHBI ¥ IPUHIUIIBI PA3BUTHUSL OpraHU3aIuil

OcBoeHue yueOHON AUCIMILIMHBI CTOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(eCcCHOHATBHBIX KOMIETEHIINMN:

Kon HaumeHnoBaHue 001X M NPO(PeCcCHOHATBbHBIX KOMIIETeHIH I

OK 01 BLI6I/IpaTB CITIOCOOBI peUICHUA 3a1a4 HpO(pCCCHOHaHLHOﬁ ACATCIIbHOCTH, IPUMCHUTCIIBHO K PAa3JIMYHBIM KOHTCKCTAaM.

OK 02 | Mcnonp30BaTh COBPEMEHHBIE CPEJCTBA MOUCKA, aHAIW3Aa U WHTEpIpeTau UHGOpMaLUY, U HHPOPMAIIMOHHBIE TEXHOJIOTHH N7l BHIMOJTHEHUS
3a/1a4 Tpo(heCCHOHATLHON ACSITEIPHOCTH

OK 03 HHaHI/IpOBaTB U PpCain30BbLIBATH COOCTBEHHOE HpO(I)eCCI/IOHaHLHOC U JIMYHOCTHOC PAa3BUTUC, NPCANPHUHUMATCIBCKYIO IOCATCIBHOCTL B
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

HpO(l)CCCHOHaHBHOfI ccbepe, HCIIOJIB30BaTh 3HAHHUS 110 (bHHaHCOBOfI T'paMOTHOCTH B Pa3JIMYHBIX )XU3HCHHBIX CUTYyaluiaX

OK 04 | DddexkTrnBHO B3aMMOCHCTBOBATH U padOTATh B KOJJICKTUBE U KOMAH]Ie

OK 05 | OcymmiecTBisiTh YCTHYIO M NHCHBMEHHYI0O KOMMYHHKAIIMIO Ha TOCYIapCTBEHHOM si3bike Poccuiickoit Depepanuu ¢ y4yeToM OCOOEHHOCTEH
COILIMAJILHOTO U KYJIIBTYPHOTO KOHTEKCTa

OK 06 | IIposiBIsATh rpakIaHCKO-MIATPUOTHYECKYIO MMO3UIINIO, IEMOHCTPUPOBATH OCO3HAHHOE MOBEJCHUE HA OCHOBE TPAJAMIIMOHHBIX OOIIEUETIOBEUECKUX
[EHHOCTEH, B TOM 4YHUCJIE C YYETOM TapMOHHU3AlUMA MEXHAIIMOHAIBHBIX M MEXKPEIUTHO3HBIX OTHOILIEHUH, NPUMEHSITh CTaHIapThI
AHTUKOPPYIMIIMOHHOTO MTOBEJCHUS

OK 09 | Ilons3oBaThes npodeccHoHaIbHON JOKYMEHTAIMEH Ha TOCYJapCTBEHHOM M HHOCTPAHHOM SI3bIKaX

HK.1.5 | OcymecTnsith KoHCYIBTAMOHHYIO TIOANEPKKY PAGOTHHKOB OPraHM3ALMH B Ipoleccax HA(POBOH TpaHCHOPMALHH TOKyMEHTHPOBAHHBIX
chep AesITeIbHOCTH

2.  CTPYKTYPA M COJAEPKAHUE YUEFHON JUCIATLINHBI

1. O0bem yuyeOHO#H AUCHMILIMHBI U BUAbI Y4eOHO0il padoThl
Oo6bem YueOHas Harpy3ka o0yyawuuxcs (4ac.)
0bpasoBaTebHO Harpy3ka Bo B3anMo/IeliCTBHM C IpeNoaBaTesieM, 9ac.
i HArpy3KH
Haspanue B T.4. IIpome:xyTouHas
VI CaMOCTOAITeIbHAsA BCEro aTTecTanus
pabora samsru | Y POKH, Hpéu(mqecm/le, K Kypcosas
i Jekuu | JabopaTopHbIe OHCYJIbTAllUU 6
pabota
u 3aHATHUS
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HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

o0pa

OI1.01
OCHOBBI
TEOPHUH 36
OpraHu3aIu
"

oopvn 114 | ——

2. TemaTH4YecKHUii NJIAH U COJAePKaAHUE YUEOHOIH THCIUIIHHBI
Haumenosanue pazoenose u mem Cooepircanue yuebnozo mamepuana, 1abopamopusle u Oovem Ocsaugaemvole
npakmuueckue pabomsl, camocmoamenvHan paboma uacog IN1eMeHM bl
odyuaruuxcs. KomMnemenuyui
1 2 3 4
Tema 1.1. IlonsiTHE «OpraHu3anusH) Cooepocanue yuedonozo mamepuana 4
CymHoCcTh TMOHATUS «opraHuzauusy. llpeamer u Mmeron Teopuu OK 01 - OK 06,
OK.09, IIK.1.5
OpraHu3alu 4

Knaccuueckue npeacTaBieHus 10 TEOPUHM OpraHU3alun
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AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

3aKOHEBI OpraHu3anuuu

Temamuka npaxmuyeckux 3aHAMUN

[TPNel | MeToapl CHCTEMHOTO aHAJIN3a 1

Tema 1.2 Opranusanms Kak cucremMa Cooepotcanue yueonozo mamepuana

CyIIHOCTh ¥ CTPOCHUE OpTaHU3aIHiA

Knaccudukanust opranmzanuii 4

COIII/IaJII)HO'BKOHOMI/I‘-IGCKI/Ie opraHnzalvinu

Temamuka npaKmu4ecKux 3aHAmMUIL

[IPNe2 | Onenka napamMeTpoB OpraHU3aluu 2

ITPNe3 | mpoBeauTe Kiaccu(UKAIINIO OPTaHU3aIui 2

Tema 1.3 Opranusaums u ynpasjeHue Cooepotcanue yueonozo mamepuana

Mecto n POJIb OpTraHrU3ali B YIIPABJICHUHN

Opranu3anus yrnpaBieHHs U yIpaBiIeHHe OpraHu3auei 6

OpFaHI/IBaHI/IOHHHC N3MCHCHHUS U pAa3BUTHA OpraHU3alllun

Temamuka npaxmuyeckux 3aHAMUN

[TPNe4 | Ompenenuth MeCTO W pOJdb JKU3HEHHOTO IMKIa B | 2
(hopMHPOBaHMM B3aMMOCBSA3M MEXIY OpPraHU3allMOHHBIMU
W3MEHEHUSAMHU U Pa3BUTHEM OpraHU3aluu

[TPNe5 | CmonenupoBaTh — JeiicTBUE  MEXaHM3Ma  yIpaBlieHHs | 2
OpraHu3alyen Mo 3alaHHbIM CUTYALUSIM

Tema 1.4 ynpaBiaenne 3HaHusAMH Ha | Codepircanue yuebnozo mamepuana

OCHOBE UCMOTB30BAHNS | VipapieHNs] 3SHAHUSAMH: OCHOBHBIC MOHATHS M IPOLECCHI

HHG(pOPMALMOHHBIX TEXHOJIOT U

TakTuueckue MMpoOHECChI YIIPABJICHUS 3HAHUAMUA U I/IH(l)OpMaLII/IOHHLIC
CHUCTEMBI I UX obecnieyeHus

NupopmaniioHHble CHCTEMbI [UIsl TOBBIMIEHUS S(PPEKTUBHOCTH

OK 01 - OK 06,
OK.09, IIK.1.5
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

CTPAaTCTUYCCKUX IMPOLECCOB YIIPABJIICHUA 3HAHUAMU B OpraHU3allin

CoBpeMeHHbIE TEHICHLMM pPa3BUTUS OpraHM3allMii Ha OCHOBE
MH(POPMAIIMOHHBIX TEXHOJIOTHIA

Temamuka npakmuueckux 3aHAmMuUIl 2

[IPNe6 ‘ WHTepnpeTalus HHUIIMATUB U MTOKa3aTenei B cucteme BSC | 2

Camocmoamenvnas paboma 4
IIpomesicymounas ammecmayus Koncynemauyusn 1
1

Jugpghepenyuposannuiii 3auem

Oo6vem oopazosamenbHoll HAZPY3KU 36

3.  YCJOBMUS PEAJIM3AILIAU ITPOTPAMMbBI YUEBHOM JJUCHUTIJINHBI

1. MarepuanbHO-TeXHHYeCKOe o0ecnievyeHue
Ypoku, Jekuun JlabopaTopHbIe, NpaKTHYECKHE 3AHATHS
MecTto npoBegenus padot yueOHBIN KaOUHET yueOHBII KaOuHeT
(kaOuHer, Ja0oparopus,
MaCTepPCKas, MOJUIOH)
KoanyecTBo pabounx mect 25 25
OcHaieHue padounx Mect (Medelib, | IPUHTEDP, IPOEKTOP, IPOrpaMMHOE OOecIiedeHre 00IIero | MporpaMMHOE oOecrieyeHue o0IIero u
OCHOBHOE U BCIIOMOTaTeJbHOE U Ipo(eCcCHOHATBHOTO Ha3HAYEHUS, po¢eCCUOHATBHOTO Ha3HAYCHMS,
o0opyaoBaHue) aBTOMATHU3HPOBAaHHOE pabouee MECTO IpernoaaBaTens KOMIUIEKTBI y4€OHO-METOIUUECKON
JOKYMEHTAIH; aBTOMaTU3UPOBAaHHOE pabouee
MECTO MpenojaBaTens
YueOHo-HATIsAAHBIE TOCOOUSI KOMIIJIEKTHI y4eOHO-METOAMYECKON KOMIIJIEKTHI y4eOHO-METOMUECKON
(CTCHZ]LI, CXE€MbI, IINIAKATHI U )Ip.) JOKYMCHTAIU1 JOKYMCHTAaIun
HNHcTpyMeHTBI, IPUHA/IVIESKHOCTH,
npucnocodieHusi, HHBEHTAphb
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Pacxoanble MaTepuaJibl |

2. HNudopmaunnoHHO-0HOJIMOTEUHOE 0DecTIedeHne

1. Jlargpymmnu, I.P. Teopus opraHumszanuu: Y4eOHHK ISt
A. B. Paituenko. — 3-¢ wm3x., mepepab. u jgom. — Mocksa :

obpazoBanue). — ISBN 978-5-9916-8984-7. — Tekcr :

https://urait.ru/bcode/507473 (mara obpamenus: 09.02.2024).
2. Kysnenos, 10. B. Teopus opranusanuu : y4eOHHK u mpakTukyMm st By30B / FO. B. Ky3unenos, E. B. MensikoBa. — 3-e 3., nepepad. u

norn. — Mocksa : WznatensctBo HOpaiit, 2023. — 351 c. — (Bsicmiee oOpazoBanme). — ISBN 978-5-534-02949-9. — Texker

atekTpoHHbIH // Obpa3oBatenbHas iardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/510680 (mata oopamenwus: 09.02.2024).

3.3 Opranu3anusi 06pa3oBaTejLHOI0 Mpoiecca

cpenHero  mpo(ecCHOHATBLHOrO0  00pa3oBaHUS /
W3parensctBo  FOpaiit,

I'. P. Jlardpymnus,
2022. — 448 c. — (IlpodeccronanbHoe
anekTpoHHbli // OOpazoBarenpHas twiatrgopma FOpaiir [caiit]. — URL:

Ne YcaoBusi opranu3anuu o0pa3oBaTe/IbHOIO MpoLecca TpedoBanus K yCJIOBHSIM OPraHU3aNUHU IIpumeyanus
o0pa3oBaTe/IbLHOIO Npouecca
1. | Heo0XxoaMMOCTh KOHIIEGHTPUPOBAHHOT'O O0YYEHUs Hem
2. | HeobxoammocTh BbIX0/1a B MPO(HUIIBLHBIE OpTraHU3aIlnH, Hem
YUPEXKJIEHUS, HAa IPEANIPUATHS
3. | HeoOxoamMocCTh NieseHus Ha O PYIIBI Hem
4. | IlpumMeHeHne 3JeKTPOHHOT0 00y4eHUs M JUCTaHIIMOHHBIX Hem
TEXHOJIOTH
5. | IleppogMyHOCTh KOHCYIbTALIUI CornacHo pacnycaHuIo YueOHbIit
KaOuHeT

1. KOHTPO.Ib ! OIIEHKA PE3YJbTATOB OCBOEHW S YYEFHOU JUCIIUILINHBI

Pa3neibl, TEMBI

PesyabTaTsl 00yyeHus

DopMbI U METOBI
KOHTPOJIsI

Tema 1.1. IlonsiTHe «OpraHu3anus)

V.1 aHanM3MpoOBaTh U OLIEHUBATh COCTOSHUE KOHKPETHON OpraHU3aIuu
C UCIIOJIb30BAHUEM U3YUYEHHBIX TEOPETUUECKUX MOJIEIIEH;

ITPNe 1
TECT
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AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

Tema 1.2 Opranuszanus Kak cucremMa

Tema 1.3 Opranuzanus v ynpasJjeHue

Tema 1.4 ynpaBjeHue 3HAHHUSIMH HA OCHOBE
HCIO0JIb30BAHUSA HHGOPMALMOHHBIX TEXHOJIOTHI

V.2 pacrnio3HaBaTh OCHOBHBIE THIIbI OPraHU3aLMOHHBIX CTPYKTYP
3.1onpeneneHuss OCHOBHBIX TEPMUHOB U IOHATHI B TEOpUU
OpraHu3aluii;

3.2 obure XxapaKTepUCTHKN OpraHU3aliy, €€ BHYTPEHHEH 1 BHEIIHEH
cpensbl;

3.3 OCHOBHBIE IOJIXO/IbI K IPOEKTUPOBAHUIO OPIaHU3aLIMOHHBIX
CTPYKTYP Pa3HbIX THIIOB;

3.4 3aKOHBI ¥ IPUHLIUIIBI PA3BUTHS OpraHU3aluil

ITPNe2 — 3

TECT

ITPNe4 — 5
TEeCT

IIPNe 6
TECT

PABOYAS ITIPOTPAMMA YYEFHOUM JUCITATIIAHBI

OI1.02 MeHex:kMeHT B NPO(eccuoOHATBLHOI 1eATeJTbHOCTH

COJEPKAHUE

1. IMacnopt paboyeii mporpamMmbl y4eOHON AUCIUTIIMHBI

2.  CrpykTypa U conepkaHue yueOHON AUCIUILITUHBI
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX cq)ep HACATCJIBbHOCTH

3. YcnoBus peasnzanuy yaeOHON TUCIMIUIMHBI

4.  KOHTpOJb U OLIEHKA Pe3yJIbTaTOB OCBOCHUS yU4eOHOM JUCIUTUIUHEI
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JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. MMACIIOPT PABOYEN ITPOT'PAMMBI YYEFHOM JTUCITATLINHBI
OI1.02 Menea:kMeHT B IpodecCHOHATBHOM AeSITeJIbHOCTH

1. OobsacTh NpUMeHEHUs1 IPOrPaMMBbI

Pabouass mporpamma mnpeaHasHadeHa s u3ydeHus ydeOHoW mucnuiuimabl OI1.02 MenemxkmeHT B Tpo(hecCHOHATBHOW JesiTeIbHOCTH. Pabouas
nporpaMmma yueOHoU TucHUIUIMHb paspadorana Ha ocHoBe @I'OC CIIO no cnenuansHocTh 46.02.02 OOecnieyeHre TEXHOIOTHYECKOTO COMPOBOXKICHUS
UppoBOH TpaHCPOPMAILIUU TOKYMEHTHPOBAHHBIX chep AesITeTLHOCTH.

2.  Mecto yueOHOIl TMCHUIIUHBI B CTPYKTYpPe OCHOBHO npogeccnoHaIbHOii 00pa3oBaTeIbHOI POrpaMMbl

Pabouas mporpamma y4eOHOHN NUCIUIUIMHEI SIBIIIETCS YaCcThIO OCHOBHOHM MpoQeCCHOHANbHON oOpa3oBarenbHOU mporpaMmbl 46.02.02 ObecrneueHue
TEXHOJIOTHYECKOT0 CONPOBOXKJIEHUS LIU(POBOM TpaHChOpPMALIUU JOKYMEHTUPOBAHHBIX C(ep AeATEIbHOCTH.

CornacHo yueOHOMY muiany yueOHas aucuuminHa OI1.02 MenexMeHT B poQecCuOHANbHON AesSTeIbHOCTH BXOIUT B UK /1.00 IIpogheccuonanvhwiii
YUK

3. Ilnanupyemble pe3yJbTaThl OCBOCHHS Y4eOHOMH AU CHMIIIMHBI
B pe3ynbrate ocBoeHMs yueOHOM NUCIUTUTMHBI 00YYaIOIIHICS TOIKEH:

VYmets | Y.1 crenoBaTh NpUHIUIAM YIPABIECHUS;

V.2 ynpaBasTh KOH(IMKTaMHU U CTpeccaMM B Ipoliecce NpodecCuoHanbHOM e TeTbHOCTH;

V.3 ycTaHaBIMBaTh )KU3HEHHbBIE IIAHBI;

V¥.4000CHOBaHHOCTb BBIOOpa HEOOXOIUMON MH(pOpPMALUU IS BBIMOIHEHUS NMPO(ecCHOHANBHBIX 3ajadu, TPOPEeCCHOHATBHOIO U JTUYHOCTHOTO
pa3BUTHS,

V.5 paboTaTh B KOJJIEKTHBE U KOMaH/e, 3PPEKTUBHO 00IATHCS ¢ KOJUIETaMU, PyKOBOACTBOM,;

VY.6 6path Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YiIEHOB KOMaH/ bl (IIOJYUHEHHBIX), PE3yJIbTaT BHIIIOJIHEHUS 3aJaHUS

3Harp | 3.1XapakTepHble UepThl COBPEMEHHOTO MEHEIKMEHTA;
3.2 pyHKIMH MEHEPKMEHTA;

3.3 cyIIHOCTh U OCHOBHBIE 3JIEMEHTHI IUIAHUPOBAHMS;
3.4 ciocoObl MOTHBAIMH K TPYLY,
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JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

3.5 opraHu3alOHHbIE CTPYKTYPBI YIPABICHUS;
3.6 OCHOBHBIE MPUHIIUIIBI ¥ TOJIXO/IbI K YIIPABIICHUIO;
3.7 npoliecc NPUHATHS U pean3alliy YIPABICHUYECKUX pEIICHUN

OcBoeHue yueOHON AUCIMILIMHBI CTOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(EeCCHOHATBHBIX KOMIETCHIIUNA:

Kon HaumeHoBanue o0mmx U npogeccMOHAIbHBIX KOMIIETeHIM I

OK 01 | ByiGupars crioco6s! peliieHms 3a1a4 mpodecCHOHAIBHOI ACSTEIPHOCTH, IPUMEHHTENBHO K PAa3IHYHbIM KOHTCKCTAM.

OK 02 | Ycnonp3oBaTh COBPEMEHHBIC CPELCTBA [IOMCKA, AHAIN3A M MHTEPIPETALMH HHPOPMALMH, ¥ MHYOPMALIMOHHBIC TEXHOIOTHH JUIS BBIIOIHCHHS
3a/1a4 MPoPeCCHOHATBHOMN IEITeILHOCTH

OK 03 | [TnanmpoBars u peanns3oBbIBaTh COOCTBEHHOE MPOMECCHOHAIBHOE M JIMYHOCTHOE PA3BHTHE, MPEAIPHHAMATENBCKYIO ICSATEIBHOCTh B
npodeccuoHansHOM chepe, UCIoNIb30BaTh 3HAHUA MO (PUHAHCOBOM IPAMOTHOCTHU B PA3JIMYHBIX )KM3HEHHBIX CUTYAIIUSIX

OK 04 D dexTuBHO B3aNMOIEHCTBOBATh U PabOTATh B KOJUIEKTUBE U KOMaH/IE

OK 05 OcyIecTBIATh YCTHYIO UM TUCHPMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYJapCTBEHHOM si3blke Poccuiickoit @eneparuu ¢ yuyeToM ocoOeHHOCTel
COLMAIBHOTO U KYJIBTYPHOTO KOHTEKCTa

OK 06 [TposBIATE rpa)kIaHCKO-MATPUOTHIECKYIO TIO3HIINIO, JEMOHCTPHPOBATH OCO3HAHHOE TIOBEJICHHE HA OCHOBE TPAIUIIHOHHBIX OOIIEUEITOBEYECKUX
[IEHHOCTEH, B TOM UYHCJIE€ C YYeTOM TapMOHM3AIlMM MEXKHAIMOHANBHBIX U MEXKPEIUTHO3HBIX OTHOIICHUH, NPUMEHSATh CTaHAapPTHI
AHTUKOPPYMIIMOHHOTO TTOBEICHHUS

OK 09 | MTonszoBatses npodeccHoHaNbHOM TOKyMEHTaIMel Ha TOCY/IapCTBEHHOM U HHOCTPAHHOM SI3BIKAX

ITK.1.5 | OcymiecTBasITh KOHCYIBTAIMOHHYIO MOAJMEPKKY PaOOTHHKOB OpraHH3alli B Mpoleccax mu(poBoil TpaHChHOpMAlUU JTOKYMEHTHPOBAHHBIX
chep AeSITeIBHOCTH

2. CTPYKTYPA U COAEP)KXAHUE YYEBHOU JUCHUIIJINHBI
1. O0beM yueOHOM JMCUMIIMHBI M BUbI Y4e0HO# padoThI
Oo6bem YueOHas Harpy3ka o0yyarommxcs (4ac.)
Haspanne Y/ 06pa30BaTeILHO y
CaMOCTOAITEIbHAS Harpy3ka Bo B3auMo/eilicTBHM C MpenoaaBarTeyeM, 4ac.
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HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

il HATpY3KH pabora B T.4. I[MpomMexyTounas
arrecrauus
BCEro
samgTu | Y POkH, | IlpakTnyeckue, Kypcosas
i JIEKIN naboparopubie | Koncynpranum pabora
u 3aHATHUS
OI1.02. 68 4 63 40 22 1 - 1
MenemKMEHT B
npodheccCuoHaNbHO
1 NeATeIbHOCTH

coparia [ —

2.  Temaruueckmii NJIaH U coJiep:KaHue Y4eOHO THCHHMIJIHHBI

Haumenoeanue pazoenoe u mem Cooeporcanue yuednozo mamepuana, 1a00pamopHsvle U NPAKMUYECKUE Oovem Oceaueaemvie
padomol, camocmoamenvHas paboma ooyuarOWUXcA. uacoe 971eMeHmul
KomnemeHnyuil
1 2 3 4
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Tema 1. CymHocTb U Cooepircanue yuedbnozo mamepuana 4
XapaKTepHbIe YepPThl Hcroprst BOBHUKHOBEHUS U PA3BUTHSI MEHEIKMEHTA 1
COBPEMECHHOI'0 MEHE/I’KMEHTA [Tonarue menemxMeHTa. MEHEKMEHT KaKk OCOOBIN BUA MpO(decCHOHATBHON | 2 OK.01 — OK.06
nestenpHOocTH. llenn u 3amaum  ympasieHus opranusauusmu. Vcropus OK.09. TIK.1.5 ’
Pa3BUTHSI MEHEDKMEHTA. o
Opranu3zanus Kak cucreMa ynpasieHus. KOMIOHEHTHI ycriexa opranu3aiuu 1
Tema 2. OcHoBHbIE QYHKIHH Cooepotcanue yueonozo mamepuana 12
MCHCIKMCHTA [InanupoBanue B cucreMe MeHeIxMeHTa. Bunpl mmanupoBanus. OCHOBHbIE 4
ATarbl INIAHUPOBAHUS
CymHOCTh KOHTpOJIA. Buabl KOHTpousis: IpeABapUTENbHbIN, TEKYIIHH, 4
3aKJIIOYUTENbHBIN. OCHOBHBIE ATAllbl KOHTPOJIS
OpranuzaliOHHBIE OTHOLIEHUS B CUCTEME MEHEKMEHTa. MoTuBalus Kak 4
GyHKIMSA ynpaBieHus. MeToasl MOTUBaLIMH
Temamuxa npakmuueckux 3aHAMUN U 1a60PamopHbLIX padom 8
1IP Ne ] Pabora c keiicom «IIpoBenenne SWOT-ananuza» 2
IIP Neo 2 JenoBas urpa «Ynpasiisto NPOU3BOACTBOM 2
IIP No 3 Pemienue cuTyallMOHHBIX 3a/Ja4 MO ONEHKE CUCTEM MOTHBALIMH 4
Tpyna
Tema 3. OcHOBBI yIpaBJICHUSA Cooepotcanue yueonozo mamepuana 18
nepcoHa oM CymHocth  ympaBienust nepcoHanmoMm. CymiHOCTh  0TOOpa  TIepcoHana.
CoBpemenHble ¢GopMbl U MeTOAbl oTOOpa mepcoHana. OpraHuzanus 4
coOecenoBanusa c¢ mnepcoHanoMm. Ilogbop u onenka mnepconana. [lopsmok
IIPOBEJEHUS MHCTPYKTAXKa COTPYIHUKOB.
OOmee mnpencTaBieHHE O  KOMMYHHMKAIMAX. OJEMEHTHl W 3Tambl OK.01 — OK.06
KOMMYHHMKAIMOHHOTO 7 mpouecca. Knaccudpukanusa kommyHukanui. [Tpuauast 4 OK. 09. TIK 1 5 ’
Hed(P(PEKTUBHBIX KOMMYHHKAIM. OpraHu3alliOHHbIE KOMMYHUKAIIMM U WX T
COBEpIIECHCTBOBAHUE.
Tunsl opraHu3allMOHHBIX KOH(JIUKTOB. MeTonbl ymnpaBieHUs KOHQUIUKTaMu. | 4
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

[TocneacTBust KOHPIUKTOB. YTpaBICHUE CTPECCAMH.

OCHOBBI I€JIOBOTO OOILIEHUS. DTUKET AEJIOBOTO 00IIeHus. PeueBoil STHKET.
HenoBas BcTpeya. [IoAroToBKa M TAaKTHUKA MMPOBEICHUS JIETOBON OECEIBI.
@DopMBbI TPYMIIOBOTO AET0BOr0 001eHHs. [[enoBbIe meperoBopsl. 6
Oco0eHHOCTH ¥ TpaBuia TeIePOHHOTO W MHTEPAKTUBHOTO OO0IIeHus. JlenoBas
nepenucKa

Temamuxa npakmuueckux 3aHAMUIL U 1a60pPamopHsIX padom 10

1IP Ne 4 Jenosas urpa «Posib KOMMYHUKAU B YIIPABICHUM. 4

N

1IP Ne 5 Paz6op mpakTrueckux curyanuii «Pa3pemeHne KOHQIUKTOBY.

IIP Ne 6 Perrenue npakTuueckux CUTyalui 1o 1eI0BOMY OOIIEHUIO 4

Tema 4. Oco0eHHOCTH
MEeHEeIKMEeHTa B 00J1aCTH
npogeccuoHAIbHOU
JAeSATeJIbHOCTH

Coodeporcanue yuednozo mamepuana 6 OK.01 - OK.06,

OCOOEHHOCTH ~ JEATENLHOCTH B cepe  CONpOBOXKACHHS  LU(pPOBOIi OK.09, TIK,1.5
Tparchopmanuu  jgokymeHtaruu. OCHOBHBIC 3aJauyél  OPraHU3alHOHHO-
YIIpaBIEeHYECKOH [eATeNbHOCTH (MEHEIKMEHTa) B c(epe COIPOBOXKICHHS
undpoBoii TpaHcHOpMaLUU TOKYMEHTALIUH.

OpraHu3alOHHbIE  OTHOUIEHUSI B  CHUCTEME  MeEHeKMeHTa. Dopmbl
OpraHW3alliil CHUCTEM MEHe/KMeHTa. JlemermpoBaHue IMOJIHOMOYHH B | 2

OpraHu3aIu.
Pucku B nestenbHOCTH NPEAIPUSITHS. 2
Temamuxa npakmuueckux 3aHAmMuUIl U 1a60pamopHvIX padom 4
IIPNe7 Pabora ¢ keiicom «llonroroBka W TPUHSATHE PANMOHATHEHOTO 5
peLIeHus»
1IP Ne 8 WnenTudukaiys puckoB IpeAanpusaTUs 2
Camocmosamenvhnan paboma 4
Ilpomesicymounasn ammecmayusn Koncynomauyusa 1
Jugppepenyuposannsiii 3auem 1
Obvem obpazosamenvHol HAZPY3KU 68
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

3. YCJIOBUS PEAJIM3AIIAU ITIPOT'PAMMBI YUEEHOM JUCIHUILIAHBI
1. MaTepuaibHO-TEXHHYECKOe odecneyeHne
Jlekuunu JlaGopaTopHble padoThI M PAKTHYECKUE
3aHATHSA
Mecto NPOBeICHUs pador Y4eOHbIi KaOuHEeT JlaGoparopus DIEKTPOTEXHUKHU U IJIEKTPOHUKU
(kaOumner, Jadoparopus,
MaCTepPCKas, MOJUIOH)
KosauyecTBo pabounx mect 25 25
Ocnamenne padouux Mmecr | Pabodee MecTo npenojaBares; pabouee MecTO IpenogaBaTes;
(mebenn, OCHOBHOE y | KOMIIBIOTEPHBIN ~ CTOJd; KOMIIBIOTEP C  JIMLEH3UOHHBIM | KOMIIBIOTEPHBIH CTOJ; KOMIIBIOTED c

BCIIOMOTaTeJIbHOE 000py/I0BaHMe)

MpPOrpaMMHBIM 00€CTICUeHHEM, TEJIEBU30pP; BBIXOJ B CETh
WHTEPHET, JI0CKa, CTOJBI, CTYNbs, MKahbl IS pa3MeIeHUs
y4eOHO- HarJIsTHBIX TOCOOUIA;

JUIEH3UOHHBIM  MPOTPAMMHBIM ~ 00€CTICUCHHEM,
TEJIEBU30P; BBIXOJl B CETh UHTEPHET, TOCKA, CTOJIBI,
CTYJIbSI.

DnexkTpoMoHTaxkHbIE cTOJIbI OMC-HMIT

Y4eOHO-HATJISIIHbIE nocoous
(CTeHaBbl, CXeMbl, IJIAKATHI U AP.)

HNucTpyMeHTHI,
NPHHAJIEKHOCTH,
npucnocodieHusi, HHBEHTApPhb

PacxonHble MaTepHaJIbI
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

2. HNudopmannoHHOo-0HOJIMOTEUHOE 0DecTiedeHne

1. HBanoBa, M. A. MeHeIKMEHT: YUeOHHUK U MPAKTUKYM Ui cpeiHero npodeccruoHansHoro oopazoBanus / . A. MBanoBa, A. M. CepreeB. —
2-e m31. — Mocksa : UznarensctBo HOpaiit, 2024. — 327 ¢. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-18492-1. — Tekcr :
anekTpoHHbIH // ObpasoBatenbHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/535154 (mata oopamenwus: 09.02.2024).

2. MeHemKMeHT : yueOHHK AJis cpenHero npodeccuonansHoro oopasosanus / FO. B. Kysnenos [u np.] ; mox penakuueii FO. B. Ky3nenosa. — 2-
e u3n., nepepad. u gorm. — Mocksa : M3natensctBo FOpaiitr, 2024. — 595 ¢. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-
18120-3. — Tekcr : anexTpoHHbIl // OOpazoBarenbHas miaatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/534323 (nara obpanienus:

09.02.2024).

3.  Opranusanus 00pa3oBaTeIbHOI0 Mpoiecca

No Ycaosusi opranusanuu 00pa3oBaTeJbHOr0 NMpouecca TpeGoBanus K yCJI0BHAM OpPraHu3anuu IIpumeyanus
o0pa30BaTeIbHOIO NMpouecca
1. | Heo6Xx0aumMocTh KOHIIEHTPUPOBAHHOTO O0yUYEHHUS Hem
2. | HeoOxoaumocTs BbIXo/1a B MPO(UIIbHBIE OpraHU3allly, Hem
YUPEKICHUS, HA IPEANIPUSATHS
3. | HeobxoamMocCTh NiesieHus Ha IO PYIIBI Hem
4. | IlpumMeHeHne 3JeKTPOHHOT0 00y4eHUs U JUCTaHIIMOHHBIX Hem
TEXHOJIOTH
5. | IleppoguyHOCTh KOHCYIbTALUI CornacHo pacnMcaHuIo VYueOHblit
KaOUHET

4.  KOHTPOJIb M OIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCHUIIJINHBI

Pa3zaenbl, TeMbl

PesynabTaTnl 00yyeHus

DopMbI U METOABI
KOHTPOJISA
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

Tecmuposanue

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
AOKYMEHTHPOBAHHBIX C(ep neATeIbHOCTH
Tema 1. CymHOCTh M XapaKTepHbIe YepThI Y.1 crneoBaTh NPUHIMIIAM YIIPABIICHHUS;
COBpPEMEHHOTr0 MeHEeIKMEHTA V.2 ynpaBusaTh KOHGIMKTAMU U CTPECCAMU B Ipolecce NpodecCuOHaTbHON
JeATEIbHOCTH;

V.3 ycTraHaBIMBaTh JKU3HEHHBIC MJIAHBL;

Y.4000CHOBaHHOCTh BBIOOpA HEOOXOAMMOUN MH(OPMAIMH TSI BHIIOTHEHUS
Tema 2. OcHoBHbIE PYHKIHU MEHEIKMEHTA POPECCHOHANBHBIX 3314, TPOPECCHOHATBHOTO M JINYHOCTHOTO Pa3sBUTHS;
V.5 paborath B KOJUIEKTHBE U KomaHzae, 3((ekTuBHO oO0Imarbcs ¢
KOJUIEraMH, PYKOBOJICTBOM,;

Y.6 Oparh Ha ce0sl OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMAaH/bI

(TTOMYMHEHHBIX ), PE3YJIbTAT BHITIOJTHEHUS 3a1aHUS
3.1xapakTepHble YepThl COBPEMEHHOI'O MEHE)KMEHTA;
3.2 pyHKIIMM MEHEHKMEHTA;

3.3 CyIIHOCTh U OCHOBHBIE 3JIEMEHTHI TNIAHUPOBAHHUS;
3.4 ciocoObl MOTUBALIUU K TPYAY;

Tema 3. OcHOBBI yIpaBJICHUSI IEPCOHAJIOM

3.5 opraHu3anMoOHHbIE CTPYKTYpPHI YIIPABICHUS;
Tema 4. Oco0eHHOCTH MEHEIKMEHTAa B | 3.6 0OCHOBHBIE IPHHIMIIBI U TIOJXOBI K YIPABJICHHIO;
001acTH MPOQecCHOHATBLHOM NeATeTLHOCTH 3.7 mporiecc NPUHATHS U PEATTM3ALAN YIIPABICHUECKUX PELICHUM

Tecmuposanue
1IPNe[-3

mecmupogaHnue
1IPNe4-6

mecmupogarue
IIPN27-8
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS TIPOT'PAMMA YYEBHOM JUCHUILINHBI

OI1.03 UudopmanmoHHbIe ¥ KOMMYHMKAIIMOHHbIE TEXHOJIOTHHI

COJEPKAHUE

1. IMacnopt paboyeii mporpaMmMbl y4eOHOMN TUCHUTIIMHbI

2.  CrpykTypa u couepkaHue yueOHON AUCIUILITUHBI

3. VYcnoBus peanuzanuy yaeOHON TUCIIUTUTAHBI

4. KOHTpOJb U OLIEHKA Pe3yJIbTaTOB OCBOCHUS y4eOHOM JUCIUTUTUHEI
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. IMACIHIOPT PABOYEN INPOT'PAMMBI YYEFHOM JUCITATLIAHBI
OI1.03 UudopmannoHHbIE ¥ KOMMYHHKAIIMOHHbIE TEXHOJIOTHHU

1. Obs1acTh NPpUMEHEHUs TPOrPaAMMBbI

Pabouas mporpamma mpenHazHadeHa s u3ydeHus ydeOHou muctumuinabl OI1.03 MHpopManuoHHBIE U KOMMYHHKAIIMOHHBIE TEXHOJOTHH. Pabouas
nporpamMma y4uyeOHOW AucuMILuHbl pa3zpabotana Ha ocHoBe PI'OC CIIO mo 46.02.02 OGecneueHue TEXHOJIOTUYECKOTO COMPOBOXKIEHUS IUGPOBOI
TparchopMaIyu TOKyMEHTUPOBAHHBIX c(hep NeATeITbHOCTH.

2.  Mecto yueOHOIl TMCHUIIUHBI B CTPYKTYpPe OCHOBHO npogeccnoHaIbHOii 00pa3oBaTeIbHOI POrpaMMbl
Pabouas mporpamMmma ydeOHOW TUCHUIUIMHBI SIBJISICTCS YacThIO OCHOBHOHM TpO(eCCHOHANBHOW 00pa3zoBaTesibHON mporpammbr 46.02.02 OGecnieueHue
TEXHOJIOTHYECKOTO COMPOBOXKACHUS IU(PPOBON TpaHCcHOpMALIUK JOKYMEHTUPOBAHHBIX Chep AeITEIbHOCTH.

CornacHo yuebHOMy miany yueOHas nuciumiuHa OI1.03 OcHoBbl nudpoBoit skoHOMuKH BXoaAUT B 1uki I1.00 [IpodeccrnonanbHbIi UKL

3. Ilnanupyemble pe3yJbTaThl OCBOCHHS Y4eOHOMH AU CHMIIIMHBI
B pe3ynbrate ocBoeHMs yueOHOM NUCIUTUTMHBI 00YYaIOIIHICS TOIKEH:

VYmets | V.1 PaGoTath ¢ COBpeMEHHBIMH ONIEPALIMOHHBIMU CUCTEMaMH, TEKCTOBBIMU peJaKTOpaMu, TAOJIMYHBIMU [IPOLIECCOPAMU, IPOTpaMMaMu
MOATOTOBKHU MPE3EHTALINM,

V.2 PaGotatp ¢ H”HPOPMAITMOHHO-TIOMCKOBBIMH CHCTEMAaMH U MOJIb30BAThCSI BO3MOKHOCTAMU MH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn
«utepHer» (nanee - cetb MIHTEpHET);

V.3 TlpodheccrnonanbHO OCYIIECTBISITH HAOOP TEKCTOB HA IEPCOHATTLHOM KOMITBIOTEPE;

3narp | 3.1 Texuuueckue cpeacTBa U NPOrpaMMHOE 0OECTIeYeHHE TIEPCOHANBHBIX KOMITBIOTEPOB;

3.2 TeopeTnyueckre OCHOBBI COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTUH OOIIEro U CrenuaaIn3upoOBaHHOTO Ha3HAYCHHS;
3.3 PyccKylo 1 TaTUHCKYIO KJIaBUATypy NEPCOHAIBHOTO KOMIIBIOTEPA;

3.4 IlpaBuna odopmiieHUs: JOKYMEHTOB Ha IEPCOHAIbHOM KOMITbIOTEPE;

OcBoeHue yueOHOU AUCHUILIMHBI CIOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(eCcCHOHATBHBIX KOMIIETEHIINN:
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Kon HanmenoBanue o0mmx u npogecCHOHAIbHBIX KOMIETEHIUI

OK 01 | Beibupats crioco6sl petieHus 3aga4d npohecCuoHaIbHOM NesSTEIbHOCTH, TPUMEHUTEIBHO K Pa3IMUHbIM KOHTEKCTaM.

OK 02 | Mcnonbp30BaTh COBPEMEHHBIE CPEACTBA MOMCKA, aHATTN3a U MHTEPIPETalud UH(GOPMAIMY, U UHPOPMAITMOHHBIE TEXHOJIOTUU JIJIsI BBHITIOJTHEHUS
3a7a4 mpoecCHOHATLHOM IeSITeNbHOCTH

OK 03 | [InanupoBaTh W pEaTM30BHIBATH COOCTBEHHOE NPOPECCHOHATIBHOE W JIMYHOCTHOE DAa3BUTHE, IPEINPUHUMATEIBCKYIO AEATENbHOCTh B
npodeccHoHaIbHOM cdepe, NCIOIb30BATh 3HAHHS 0 (PMHAHCOBOW IPaMOTHOCTH B Pa3IMYHBIX KH3HEHHBIX CHTYaITHSIX

OK 09 | ITomb3oBaThCst mpohecCHOHAIbHON JOKYMEHTAIMEH Ha rOCyJapCTBEHHOM M MHOCTPAHHOM SI3BIKaX

[1K.1.1. | BeimomHATh pyyHBbIE M aBTOMATU3UPOBAHHBIC OMEPALUHU 0 WACHTU(PHUKAIMHA U U3BJICUCHHIO CTPYKTYPHPOBAHHBIX JAHHBIX M METAJaHHBIX 3
BHEIIHUX HCTOYHUKOB MH(OPMALIUH [Tl JOKYMEHTHPOBAaHHBIX C(ep AesITeIbHOCTH OpraHUu3aliu

I1K.1.2. | ®opmupoBaTh MHGOPMALMOHHBIE OOBEKTHI M3 MPENOCTABICHHBIX CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX M3 BHEIIHUX HCTOYHUKOB
nH(bOpMaNHH 1751 TOKYMEHTHPOBAHHBIX chep NesITeTbHOCTH OpraHu3aluu

TIK.1.4. CI/ICTCMaTI/ISI/IpOBaTI) CTPYKTYPHPOBAHHBIC TaAHHBIC U MCTAAaHHBIC JOKYMCHTUPOBAHHBIX C(bep ACATCIIBHOCTH OpraHu3alu 1JId UCIIOJIb30BaHUS
" XPaHCHUA

TIK 2.1. OcyHICCTBJ'ISITI) KOHTPOJIb HECJIOCTHOCTU CTPYKTYPHUPOBAHHBIX JAHHBIX U MCTAAAHHBIX JOKYMCHTHPOBAHHBIX C(bep ACATCIIBHOCTU OpTraHU3allnn

T1IK 2.2. O0ecrieunBaTh YUET U COXPAHHOCTb CTPYKTYPHUPOBAHHLIX JAaHHBIX TOKYMCHTHUPOBAHHBIX cq)ep ACATCIIBHOCTHU, pa3MCIICHHBIX Ha O(i)I/IIII/IaJ'H)HI)IX
canTax OpraHu3alun

I1K 2.3 | IIpoBOAMTHE MOHUTOPHHT COOJIIOAECHUS JIOKAIBHBIX NMPaBUJI OOMEHa, y4eTa M COXPAaHHOCTH COOOIIEHUH 37I€KTPOHHON NOYTHI

2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JIJUCHUTLJIAHBI

1. O0bem y4yeOHOMH AUCHMILVIMHBI U BUbI y4eOHO# padoThl
O0bem YueOHas Harpy3ka o0y4awmuxcs (4ac.)
obpasoBaTebHO Harpy3ka Bo B3auMo/ieiicTBHY ¢ npenogaBaTe/ieM, 4ac.
Hazpanue Y| i Harpy3Kku CaMOCTOSITEILHAS o TlpomexyTouHas
pa6ora C — aTTecTamnus
npenoaasare/e VYpoku, | [Ipaktuueckue | Koncynprannn
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

M JeKIU 3aHATHUS
u
0Q
OI1.03 80 2 77 36 40 1 1
Nudopmannonnsie
u
KOMMYHHKAITTOHHBI
€ TEeXHOJIOTUU
Popyst [TA =
2. TemaTnuyeckuil IJIaH U coepkaHue Y4eOHOM IMCUUIITTHHbBI
Haumenoesanue pazoenoe u Cooepotcanue yuednozo mamepuana, 1a60pamopHsie U NPAKMUYECKUE Oovem | Oceausaemvie I1emennbl
mem padomol, camocmoamenvHas paboma odyuarOuiuxcs. Yacoe KoMnemeHnyuii
1 2 3 4
Tema 1. Cooepocanue yuednozo mamepuana 8 OK.-1- OK.03, OK.09,
IIporpamMMHOe 1 1. Knaccudukamus AUT. Texuuueckoe odbecieuenne AUT 4 IIK1.1, 1II.1.2, IIK 1.4,
TEXHUYECKOE 00ECIIeYeHHE | ) CpcreMHOE M NPUKIAIHOE IPOrPAMMHOE 0GECIICUCHHE 4 1IK.2.1-2.3
AUT Temamuka npakmuueckux 3auamuil u 1a60pamopHvix paoom 2
ITP Ne 1 | CucremaTu3aius HHGOpPMAIH C TOMOIIBIO ANOK U (haiiIoB 2
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

Tema 2. Cooepicanue yuedonozo mamepuana 6
['n0banbras KOMIBIOTEPHAS | TnoGanpHas KoMmbloTepHas ceTh Internet 4
ceth Internet Texnonorus noucka uHpopmaiuu B MIutepHet 2
Temamuxa npakmuueckux 3aHAMUIL U 1a60pPamopHsIX padom 2
I[P Ne 2 | Mudopmarimonnsie pecypcesl cetu Internet. [louck nndopmarnmu 2
Tema 3. Cooeporcanue yueonozo mamepuana 8
Tekcrosslii peraktop MS | 1. TIpaBuna odopmiaeHHs JOKyMEHTOB B TEKCTOBOM pemakTope MS Word. 3
WORD Hacrpoiika uatepderica mprioxeHus
Temamuxa npakmuueckux 3aHAMUIL U 1a60pPamopHsIX padom 14
IIP Ne 3 | HacTpoiika napamMeTpoB cpe/ibl U JOKYMEHTa 1
I[P Ne 4 | ®opmaTupoBanue mpudra 1 ad3aues. 1
I[IP Ne5 | ®opmarupoBaHue 3aroJIOBKOB 1
I[P Ne 6 | Coznanue u ¢opMaTUpOBaHUE HYMEPOBAHHBIX M MapKHUPOBAaHHBIX 1
CIIMCKOB
I[P Ne 7 | Cozmanue tabmui. OdopmiieHue Tabiuil. 1
ITP Ne 8 | PaGoTa ¢ pegaktopoM popmyi 1
TP Ne 9 | PaGoTa ¢ KOJIOHTUTYJIaMU 1
ITP Ne 10 | PabGota ¢ pucyHkaMu 1 00beKTam 1
ITP Ne 11 | Odopmiienne conepxaHus 1
ITP Ne 12 | Pabora co cTHiIsMu 1
ITP Ne 13 | OopmieHmne cocTaBHOTO TOKYMEHTa 2
I1P Ne 14 | PaboTa c MacTepoM CIHUSIHUS 1
IIP Ne 15 | KoHBepranus TEKCTOBBIX JOKYMEHTOB 1
Tema 4. Cooeporcanue yuednozo mamepuana 6 OK.-1- OKJ03, OK.09,
IIporpamMma MOATOTOBKH | OcHOBHBIE HOHATHS U TPeOOBAHHS K O(OPMICHHUIO IPE3EHTAIIUN 6 K11, II.1.2, IIK.14,
npeseHTamit MS Power Temamuka npaKmuyecKux 3aHAmMuUN U 1a00pamopuvix padom 4 lIK.2.1- 2.3
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AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

Point ITP Ne 16 | Pa3paboTka npe3eHTanuu 2
ITP Ne 17 | Co3nanue npe3eHTauu 2
Tema 5. Cooeprcanue yuedonozo mamepuana 8
3JI€KTp0HHBI€ Ta6JII/IIlBI MS HpI/IeMLI co3JaHus TaOJMIbI U 3al0JIHEHHE €€ IaHHBIMH, pemakTHpOBaHUE TaOJIHIIBI,
Excel HaBbIKM o¢opmieHus Tabmun. CrocoObl ajpecandy s4eeK, HaBbIKM padothl ¢ | 4
aapecarueii sueek. @ynkuuu Excel, ucnonb3oBanneM Macrepa GyHKITHIA,
HcnonszoBanne MS Excel B pabote ¢ 6a3amu TaHHBIX. 2
Bosmoxnoctu padotst MS Excel ¢ npyrumu npunoxeHusiMu. Co3naHne CBOAHBIX 2
TalIIHIII.
Temamuxa npakmuueckux 3aHAmMUI U 1a60pamopHsIX padom 18
ITP Ne 18 | Pabota ¢ hopmynamu u pyHkusmu. [IpoBeneHrne craTuCTHYECKIX 5
pacueToB
[P Ne 19 | IToctpoenue rpadukos. [loctpoenne auarpamMm 2
[P Ne 20 | [IpumeHeHUE TOTrHUecKUX (YHKIIHMA 2
[P Ne 21 | ITonBeneHNE MPOMEKYTOUHBIX UTOTOB 2
I1P Ne 22 | Pabora ¢ piiemMenTamu 0a3 JaHHBIX 2
ITP Ne 23 | Pabota MS Excel ¢ apyrumu npuioxeHusMu 2
ITP Ne 24 | PabGoTa co cnpaBouHOU HHpOpManuei 2
ITP Ne 25 | [Tomy4yenue 00001meHHON HHDOPMAIIMK METOIOM CBOAHBIX Ta0mmi | 1
ITP Ne 26 | [loarotoBka TOKyMEHTa K Me4YaTH 1
ITP Ne 27 | Ucnionp3oBanue MS Excel mns cozmanusi TaOauIy M MpPOBEICHUS 2
pacueToB
Camocmosamenvhnas paboma 2
IlIpomesicymounasn Koncviomanus 1
ammecmauus Y 4
Jugppepenyuposannsiii 3auem 1
Ob6vem oopazosamenbHOll HAZPY3KU 80
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

YCJOBHUSA PEAJIA3ALIAN ITIPOTPAMMbBI YYEBHOM JTACHUILIAHBI

1. MaTepuajbHO-TEXHHYECKOE 00ecTevyeHne

Jleknun ‘ JlabopaTopHble paGoThl M IPAKTHYECKHUE 3AHATHS

MecTo npoBeneHusi pador
(kabuner, Jadoparopus,
MAaCTEPCKAasi, MOJUTOH)

Kabuner «MHbopMaTuKH U KOMIBIOTEPHON 00PaOOTKU TOKYMEHTOBY

KoanuecTBo padounx mect

12 | 12

OcHamenue padoyux mect (MedeJib,
OCHOBHOE U BCIIOMOTaTe/ibHOe
odopynoBaHue)

MIOCaJI0YHbIE MECTa MO KOJMYECTBY OOYHarOIIMXCS, HIKa(bI-CTEIUIaXHU ISl pa3MEIIeHUs y4eOHO-HarasaHbIX
nocoOuit ¥ JOKyMEHTaluu, pabouee MECTO MpenojaBareis, NepCOHAIbHBIN KOMIBIOTEp Ha Kaxaoe pabouee
MECTO: C YCTaHOBJIEHHBIM NPOTrPaMMHBIM 00€CHEUEHHEM: ONEpallMOHHAasl CUCTeMa, aHTUBUPYCHAs MporpaMMa,
TEKCTOBbIM, Tabnuunblii penaktop, CVYBJ/], mnporpamma mms co3maHus npeseHTauui, IlepcoHanbHbIN
MH(OPMALIMOHHBIA MeHeIKep ¢ (YHKUMSMU IOYTOBOrO KiumeHTa M (Groupware, apXuBaTOphl, IPOrpaMMbI
CKaHUPOBaHMs, KOHBEPTUPOBAaHUS (aiiios,

C JIOCTYIIOM B INI00AJIbHYIO CETh MHTEPHET, B JIOKAJIbHYIO CETh yU€OHOTr0 3aBe/IeHNUs, B CIIPAaBOYHO-TIPABOBYIO
CHCTEMY U DJIEKTPOHHO-OMOIMOTEUHYIO CUCTEMY.

IIPUHTED, CKaHEP, KOMMMPOBAJIBHBIN anmapar, MyJbTHMEIAANPOEKTOP, NHTEPAKTUBHAS ITPUCTABKa K JOCKE WIH
MHTEpaKTUBHAs JOCKA; YKpaH

YyeOHO-HATJISAHbIE TOCOOUS
(CTeHbl, CXeMbl, IVIAKATHI U AP.)

KOMIIJICKT y‘-Ie6HOHaFJ'I$[)IHI)IX HOCO6I/II71, MCTOANYCCKUEC MAaTCPHAJIBI IO JUCHUIIIIMHE

HNHCTpYyMEHTHI, IPUHAIVIEKHOCTH,
npucnocodieHnsi, MHBEHTaph

Pacxoauble MaTepHaJIbI
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

2. HudopmannoHHOo-0HOJIMOTEUHOE 0OecTieueHne

1. 3yb6oga, E. JI. Mudopmanmonnsie TeXxHoIOruu B npodeccuonanspuoil aesrensuoctu / E. JI. 3yboBa. — 2-e u3z., crep. — Cankr-IlerepOypr:
Jlanb, 2023. — 212 c¢. — ISBN 978-5-507-47097-6. — TekcT : snexkTpoHHbIid / JlaHb : 31eKTpoHHO-OMOMMoTeyHass cuctema. — URL:
https://e.lanbook.com/book/328523 (mara ob6pamenus: 09.02.2024). — Pexum noctyna: ajis aBTOPHU3. MOJIB30BATEICH.

2. ComeroB, b.Sl. UMHpopManmoHHbIE TEXHOJOTHH : Yy4eOHUK JUIsI cpeaHero mnpodeccuoHanbHOoro obOpasoBanus / b. S1. CoBeros,
B. B. llexanoBckmii. — 7-¢ wu3n., mepepadb. um mom. — Mocksa : M3zmarensctBo HOpaiit, 2024. — 327 ¢. — (IIpodeccnonansroe
obOpazoBanue). — ISBN 978-5-534-06399-8. — Tekcr: osnextponHslii // OOpazoBatenbHas mnatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536599 (nara obpammenus: 09.02.2024).

1. Oprann3anusi 00pa3oBaTeJbHOI0 MPouecca
No Yci0Busi opranuzanuu o6pa3oBaTe/IbHOIO Mpouecca TpeGoBanus K yCJI0BHAM OpPraHu3anuu IIpumeuanus
o0pa30BaTeIbHOIO NMpouecca
1. | Heo6Xx0aumMocTh KOHIIEHTPUPOBAHHOTO O0yUYEHHUS Hem
2. | HeoOxoaumocTh BbIX0/1a B MPO(UIIbHBIE OpraHU3allly, Hem
YUpEXKJIEHUS, Ha IPEANPUSATHS
3. | HeobxoamMocCTh NiesieHus Ha IO PYIIBI Hem
4. | IlpumMeHeHne 3JeKTPOHHOT0 00y4eHUs U JUCTaHIIMOHHBIX Hem
TEXHOJIOTH
5. | IleppoguyHOCTh KOHCYIbTALUI CornacHo pacnMcaHuIo VYueOHblit
KaOUHET
4.  KOHTPOJIb M OIEHKA PE3YJIbTATOB OCBOEHMSI YYUEBHOM JJUCHUILJINHBI
Pa3nenbl, TeMbI Pe3ysbTaThl 00y4eHUs1 DopMBbI U METObI KOHTPOJIA
Tema 1. V.1 PaGoraTb ¢ COBPEMEHHBIMHM OIEPALUOHHBIMU CUCTEMAMHU, TEKCTOBBIMU | TecT MO TeMe «IIporpamMmHoOe 1
IIporpamMmmHOE U TEXHUYECKOE | pEIAKTOPaMH,  TaOIMYHBIMH  IPOLECCOPAMH,  INPOrpaMMaMH  IOJTOTOBKH | pexpmueckoe obecmeuenne AUTy
obecrreuenne AUT Mpe3eHTAINIHA, TP Nel
3.1 TexHuyeckue cCpeiAcTBA M MporpaMMHOe oOecredyeHue MepCOHAIbHbBIX )
KOMIIbIOTEPOB;
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Tema 2.
I'moGanbHas  KOMIBIOTEpHAs
ceTb Internet

V.2 PaGoratb ¢ WHGOPMANMOHHO-TIONCKOBEIMH CHUCTEMaMH U TIOJb30BATHCS
BO3MOYKHOCTSIMH ~ MH()OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH  «MHTepHeT»
(manee - cerb MIHTEpHET);

Tect mno

«['mobanpHag

KOMIIBIOTEpHAs ceTh Internety

ITP Ne2

Tema 3. V.1 PaGoraTb ¢ COBPEMEHHBIMM OIEPALUOHHBIMH CUCTEMAMHU, TEKCTOBBIMHU | [TP Nol3
TekcroBeiii  pemakTop MS | penakropamy,  TaONMWYHBIMH — OPOIECCOpAMH,  MPOTPaMMaMH  TOJATOTOBKH
WORD MIPE3CHTAIIHH,

V.3 TlpodeccuoHaabHO OCYIIECTBISATH HA0OpP TEKCTOB HAa TEPCOHATLHOM
KOMIIBIOTEPE;

3.2 Teoperndeckre OCHOBBI COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTHHA 0O0IIEro
U CHELHUATM3UPOBAHHOIO HA3HAUYEHHUS;

3.3 PyccKylo M JIaTHHCKYIO KJIAaBUATypy NEPCOHAIBHOIO KOMIIBIOTEPA;

Tema 4. V.1 PaGoraTb ¢ COBPEMEHHBIMHM OIEPALUOHHBIMH CHUCTEMAMHM, TEKCTOBBIMU | [TP Nel7
[IporpamMmMa nmoAroToBKH penakTopamu,  TaOJWYHBIMH  IPOLECCOpaMH,  MporpaMMaMu  MOJATOTOBKHU
npeseHTanuii MS Power Point | mpe3eHTanmit,

3.2 Teoperudeckue OCHOBBI COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJIOTHM OOIIEero
U CHENUATIM3UPOBAHHOIO HA3HAYEHHS;
3.3 PyccKyro M JaTUHCKYIO KJIABUATypy NEPCOHATBHOTO KOMITBIOTEPA;
Tema 5. Y.l Paborartb C COBPEMCHHBIMH OINCPALMOHHBIMU CHCTEMaMH, TEKCTOBBIMHU | [P No2(), 27

OnekTpoHHBIE TabmUIBl MS
Excel

penakTopamu,  TaOJIUYHBIMU MTOATOTOBKH
MIpE3CHTALNH,

3.2 Teoperudeckue OCHOBBI COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJIOTHM O0IIero
U CIIELHUAIIM3UPOBAHHOIO HA3HAYECHHUS;

3.3 PyCCKyI0 M JIATUHCKYIO KJIABUATYPY MEPCOHAIBHOTO KOMITBIOTEPA;

mpoleccopamMy,  IporpaMMaMu
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= HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA
« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS TIPOT'PAMMA YYEBHOM JUCHUIIINHBI

OI1.04 OcHoBBI HM(PPOBOIT IKOHOMHKH

COJEPKAHUE

1. ITacnopTt pabGoueii nmporpammsl y4eOHON AMCHUIUINHBI
2. CTpyKTypa u coiepkaHue Y9eOHOH ITUCIUILTIHBI
3. YcioBus peanuszanuu y4eOHON AUCHUTUIMHBI
4.  KoOHTpOJb U OLIEHKA PE3yJIbTATOB OCBOCHUS y4eOHOM TUCIIUTUITHHEI
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JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. MMACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JIAUCIIUILIIAHBI
OI1.04 OcHoBBI HM(PPOBOIT IKOHOMUKH

1. Obs1acTh NPpUMEHEHUs TPOrPaAMMBbI

Pabouass mporpamma mpenHazHavyeHa Uit u3ydeHus ydeOHoi mucuumumabl OI1.04 OcHoBbl nu¢poBoil skoHOMHKH. PabGowas mporpamma y4deOHOM
JuciUIuiMHel  pazpaborana Ha ocHoBe DPI'OC CIIO mo 46.02.02 ObecriedyeHre TEXHOJIOTHYECKOTO COMPOBOXKIACHHUS LHUPPOBOI TpaHChopMaun
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTH.

2.  Mecto yueOHOIl TMCHUIIUHBI B CTPYKTYPe OCHOBHO npodgeccnoHanbHOli 00pa3oBaTe/IbHOM NPOrpaMMbl
Pabouass mporpamma y4eOHOW TUCHMIUIMHBI SIBJISIETCSI YaCThI0 OCHOBHOH NpodeccHoHaIbHOM oOpaszoBaTenbHOW mporpammbl 46.02.02 Obecnieuenue
TEXHOJIOTHYECKOT0 COMPOBOXKIEHUS LIN(POBOM TpaHChOopMalUK JOKYMEHTUPOBAHHBIX c(ep AesTeTbHOCTH.

CornacHo yuebHoMy miany yueOHas nucruminHa OI1.04 OcHoBbl nnppoBoit skoHOMUKH BX0AUT B LUK [1.00 IIpodeccnonanbHblif UK.

3. Ilnanupyemble pe3yJbTaThl OCBOCHHS Y4eOHOMH AU CHMIIIMHBI
B pe3ynbrate ocBoeHMs yueOHOM NUCIUTUTMHBI 00YYaIOIIHICS TOIKEH:

VYmerp | ¥Y.1 Pabortats ¢ nndopmarueii B rio0aibHbIX KOMITBIOTEPHBIX CETSX,

V.2 [IpuMeHsTh Ha IPAKTHKE KIFOYEBBIE METOIBI cOOpa U 00pabOTKU MEPBUUHOIN U BTOPUYHONM HH(OPMAIIUU U3 PA3IMYHBIX HCTOYHUKOB, B TOM
yucie cetu MHTepHeT

V.3 PaGoTath ¢ KOMIBIOTEPOM KaK CPECTBOM YIpaBlIeHHUs HH(OpMAaIen

V.4 BeiOupath panpoHabHbIe HHPOPMAIIMOHHBIC TEXHOJIOTHH ISl YIPABICHHUS OM3HECOM, U PEIICHUS 3a/1a9

V.5 Jlornyecku rpaMOTHO BbIpaskaTh U 000CHOBBIBATh CBOIO TOUKY 3pEHMS IO HU(PPOBOI SKOHOMHKE

3unate | 3.1 [lepeuens u copepkaHre OCHOBHBIX JTUTEPATYPHBIX HICTOYHUKOB MO HUPPOBOI SIKOHOMHUKE

3.2 OcHOBHBIE TPUEMBI U METO/IbI CO3/1aHUS IPOTPAMMHBIX KOMIIOHEHTOB HH(OPMALIMOHHBIX CUCTEM

3.3 CoBpeMeHHbIe CTaHAapThl U METOJIUKH,

3.4 KitoueBsble npuHIUIbl padotsl ¢ [TK, MeTossl cOopa 1 00paboTKH MepBUYHON M BTOPUYHOM HHPOPMALIUU U3 PAa3IMYHBIX HCTOYHUKOB, B TOM
yucne cetu HTepHeT;
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

OcBoenne yueOHOM TUCIMITIIMHBI CIIOCOOCTBYET (POPMHUPOBAHUIO OOIIMX U TPOPECCHOHATBHBIX KOMITETEHITHIA:

Kona HaumenoBanue o0mmx u npogeccMOHAIbHBIX KOMIIETEHIM I

OK 01 | Beibupars criocoOsl penieHus 3a1ad NpoheCCUOHATBLHOU NeATSIIbHOCTH, TPUMEHHTEIBHO K Pa3IMYHBIM KOHTEKCTAM.

OK 02 | Mcrnonb30BaTh COBPEMEHHBIC CPEICTBA IMOMCKA, aHAIN3a U UHTEPIPETANUU UHGOPMAIMU, U UHPOPMAITMOHHBIC TEXHOJIOTHHU JIJISl BHITIOJTHEHUS
3a51a4 MpodecCHOHATBHON IeATEITbHOCTH

OK 03 | I[InanupoBaTh M peEaIM30BbIBaTh COOCTBEHHOE NPOPECCHOHATBHOE M JIMYHOCTHOE pa3BUTHE, NPEANPUHUMATEIbCKYIO JESTEIbHOCTh B
npodecCHOHATBLHON cepe, NCTI0TB30BATh 3HAHHS 10 (PMHAHCOBOW I'PAMOTHOCTH B PAa3JIMYHBIX )KU3HEHHBIX CUTYAIHIX

OK 09 | ITonb3oBatbcest mpodecCHOHANBHON TOKYMEHTalUel Ha rOCYapCTBEHHOM M MHOCTPAHHOM SI3bIKaX

[1K.1.1. | BeimomHATh pyyHBbIE M aBTOMATU3HPOBAHHBIC OMEPALUHU 0 WACHTU(PHUKAIMHA U U3BICUCHUIO CTPYKTYPHPOBAHHBIX JAHHBIX M METAJaHHBIX 3
BHEIIHUX HCTOYHUKOB MH(OPMALIUH [Tl JOKYMEHTHPOBAaHHBIX c(ep JAesITeIbHOCTH OpraHUu3aliu

[1IK.1.2. | ®opmupoBath HH(OpPMALMOHHBIE OOBEKTHl U3 MPEJOCTABICHHBIX CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX W3 BHEUIHUX HCTOYHHKOB
uHpOpMaluu A7 TOKYMEHTHPOBAHHBIX chep NesITeTbHOCTH OpraHn3aluu

1IK.1.4. BrmmomaaTe PYYHBIC 1 aBTOMATU3UPOBAHHLIC OIICpallv I10 I/I)IGHTI/I(l)I/IKaIII/II/I W HU3BJICUCHUIO CTPYKTYPHPOBAHHBLIX JAHHBIX WU MCTAJaHHBLIX W3

BHCIIHUX NCTOYHHUKOB I/IH(I)OpMaI_II/II/I AJIL JOKYMCHTUPOBAHHBIX C(bep ACATCIIbHOCTU OpraHru3allnun

IIK 2.2 | O0OecnieunBaTh y4eT U COXPaHHOCTb CTPYKTYPHUPOBAHHBIX JaHHBIX JIOKYMEHTHUPOBAHHBIX cep AesSTENIbHOCTH, pa3MELICHHBIX Ha O(UIINaIbHBIX
caiiTax OpraHu3alyu

2.  CTPYKTYPA U COAEPXKXAHUE YYEFHOU JUCITATLTAHBI

1. O0bem y4yeOHONH AUCHHUILVIMHBI U BUIbI Y4eOHOIl padoThl
O0bem YueOHas Harpy3ka o0yyawumuxcs (4ac.)
obpasoBaTebHO Harpy3ka Bo B3aHMO/IeiicTBHH ¢ mpenogaBaTeieM, 4ac.
Ha3Banmne U HArpy3Ku
VI CaMOCTOAITE/IbHAS C B T.1. IpomeskyTounas
aTTecTanus
padora npenoaasareIeM | YVpoku, | IIpaktuyeckue, Kypcosas "
Koncynpranun
JIEKIIH nabopaTopHbIE pabora
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I'BIIOY «YaiikoBCKHil HHAYCTPUATBHBIM KOJIIEIK))

HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

i %
« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

u 3aHATUA
OIL.04
OcHOBBI
uQppoBon 68 4 63 36 26 1 1
9KOHOMHK
n
DopMmsbl
ITA
TemaTn4yeckni VIaH U coAepKaAHUE Y4eOHOM JHCIUIITHHBI
Haumenoeanue pazoenos Cooeporcanue yuednozo mamepuana, 1a6opamopHsle U nPaAKmuyecKue padoomal, Oovem Ocsausaemvwie
u mem camocmoamenvran paboma odyuarouuxc. uacoe I71eMeHmbl
KomnemeHuui
1 2 3 4
Tema 1. Cooeporcanue yuedono2o mamepuana 12 OK.-1- OK.03, OK.09,
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

TeopeTuvyeckue 0CHOBbI
Hu@poBU3aALNHU
IKOHOMHKH

Monenun  uHbOpMaIMOHHOW  3KOHOMHMKH. OmpeneneHue Mojend  IU(PPOBOH IIK!1.1, I1,.1.2, IIK.] .4,
HSKOHOMHKH, PAaHOBUIHOCTH MoOjeel nu(ppoBOil 3KOHOMUKH, cdepa UX MPUMEHEHHs. | 2 1IK.2.2
Nudopmanus Kak Mpou3BOIUTENBHAS CHUJIa COBPEMEHHOI'O 00IIIeCTBA.

SHGKTpOHHOC IIpaBUTCIILCTBO. I/IHTepHeT-Hpe,I[CTaBI/ITCJ'IBCTBO oxkmmanuu. CrocoOsl | 2
oprann3aivii MHTCPHET- NPCACTABUTCIILCTBA

[InarexxHble CHUCTEMBI AJIEKTPOHHOW KOMEPIHMHU. OJIEKTPOHHBIE JeHbru. OTnmuus | 2
JJIEKTPOHHBIX JACHET OT TPAAULUOHHBIX U UX B3aUMOCBS3b.

SJIGKTpOHHHe IIIaTC)KHBIC CUCTCMBEI. Onpez[eneHI/Ie QJICKTPOHHBIX INIATCKHBIX CHUCTCM. 2
3BOJIIOIII/I$I SJICKTPOHHBIX IJIaTCXKHBIX CUCTEM B Poccun. HpI/IHIII/IHBI
(bYHKHHOHHpOBaHHSI QJICKTPOHHBLIX IINIATCKHBIX CUCTCM.

[lepcriekTUBBI pa3BUTHS SJIEKTPOHHBIX jaeHer. Hambonee momymspHble B MHpe H | 2
Poccun 27€KTpOHHBIE IIJIATEKHBIE CUCTEMBI. JIEKTPOHHBIEC YEKH.

OmnpeneneHye rocyAapCTBEHHBIX OHJIANH YCIyT, pecypchl MPEJOCTaBIEHUsS TOC.yClyr, | 2
cdepbl NPUMEHEHUs JaHHbBIX PECYPCOB.

Temamuxa npakmuueckux 3aHAMuUIL u 1a00pamopHbvix padom 10
ITP Ne | [Touck pacnpocTpaHEHHBIX HHTEPHET-MAara3uHOB, CPABHUTENIBbHBIA aHanmu3 | 3
1 JTAaHHBIX UHTEPHET-Mara3uHoB.
[P Ne | Onnaiin narexxu yepe3 0aHKOBCKUE CHUCTEMBI 3
2
[TP Ne | Peructpauusi Ha mopTajie roc. yciyr, W3y4eHHE OCHOBHBIX BO3MOKHOCTEH | 4
3 nopraia
Tema 2. Humepnem- Cooeporcanue yueonozo mamepuana 10 OK.-1- OK.03, OK.09,
Mapremune OcHOBHBIE TOHATHUSA, (YHKIMU U CBOWCTBA MHTEPHET-MApKETHHIa, BUIbI MHTEPHET- 2 1IK1.1, 11,.1.2, [IK.1.4,
MapKeTHHTa, aITOPUTM pabOThl HHTEPHET-MapKETHHTa 1IK.2.2

WUntepuer — pexnama. OmnpeneneHue, BUAbI U (YHKIUUM HMHTEPHET — pEKJIaMBbl.
OcHoBHbIE IUIOIIAAKU €€ NMpUMeHEeHMs. CMbICIIOBas Harpy3ka MHTEPHET — PEKJIaMBbl, 2
OTJINYME €€ OT TPAJAUIIMOHHON PEKIIaMBI.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

[TouckoBast onTUMHU3aLKs. DIEKTPOHHBIE PACCHUIKHU, UX OMpPENIEICHHUE, BUJIbI, CIIOCOOBI
npuMeHeHns. CTaTUCTHKA MOKYIOK, UX OIpeJesieHHe, BUJIbI, CIIOCOOBI MPUMEHEHHUS. 9
DNEeKTPOHHBIE TMPOTpaMMbl  JIOSUIBHOCTH, UX OINpEAENIeHHuE, BUJbL, CIIOCOOBI
npuMeHenns. Cnam, ero onpeeneHue, BUAbl, CIOCOObI IPUMEHEHHUS.
Opranuzanys MapKETUHTOBBIX HCCJIEIOBAaHUI: OCHOBHBIE IMOHSTHS MapKETHHIOBBIX
UCCIIEIOBAaHUM, BUIbl  MApKETHMHIOBBIX  MCCJIENOBAaHUM, aNrOpUTM  pabOTHI 2
MapKETUHIOBBIX UCCIIEOBAHUMN, Cepa UX AeATEeIbHOCTU
[TotpeOuTens B ceTn IHTEpHET: Ompenenenne «IoTpeOnuTeNs», BUIbI B3aNMOACHCTBHS 2
¢ motpeduTenemM, aHanu3 3(HHEKTUBHOCTH B3aUMOACHCTBUS C TOTPEOUTETIEM.
Temamuka npakmuueckux 3aHAMUIL U 1a00pamopHsIxX padom 6
ITP Neo | Pa3bop anroputmMa CO3MaHHUS DJIEKTPOHHBIX PACCBHUIOK Ha pPa3jIN4HbIC 3
4 ANEKTPOHHBIE TUIOMIAIKU (3J1.1I04Ta, COIl.ceTH, BkonTakTe, MHCTarpamMm)
[IP Ne | BeisiBieHUE OTIMYUTENBHBIX TPU3HAKOB MapKETHUHTA 3
)
Tema 3. Cooeporcanue yueonozo mamepuana 6
Hecmanoapmnsie popmot @®opmbl 3aHATOCTH HaceneHusi. OCHOBHBIE oIpenesneHus, (QyHKuuu. Bunel ¢opm 2
3AHAMOCHU 2PadCOan 3aHATOCTH HACEJICHS.
Camozansatele rpaxxkgaHe. OCHOBHbIE omnpeaeneHus, GYHKIIMN CaMO3aHSThIX T'PakJaH. 5
Hanorosast 0TBETCTBEHHOCTb.
WHTepHeT-TomanK perucTpaluyd caMo3aHAThIX IpaxaaH. OnpeneneHne WHTEPHET-
IUIOIIAZIOK JIJIsl CaMO3aHATHIX, cdepa HMX JEATENBHOCTH, CIIOCOOBI BIUSHHUA Ha | 2
OTpeouTEs.
Temamuka npakmuueckux 3aHAMUIL U 1a60pamopHsIX padom 2
[TP Ne | PazpaboTka ankeT /1t cOopa TaHHBIX 5
6
Tema 4. Cooepicanue yuebnozo mamepuana 4
Hugpopmayuonnasn OcHoBbl  WH(pOpPMANIMOHHON  0€30MacHOCTH:  ompenelieHne  MHGOPMAIMOHHON 2
besonacnocms 6e3onacHoctH, crpykrypa Ub, anroputm padotst b
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Cpenctsa 3anmuThl HHGOPMAIIMU: BUABl PUCKOB I MH(OpPMAIUHU, CPEACTBA 3AIUTHI
nH(OpPMAIIUY, MEPHI MPEIOCTOPOKHOCTH BO U30ES)KaHNE yTepr HH(DOPMAIIHH.

Temamuka npakmuqeckux 3aHAMUIL U 1a00pamopHsIX padoom 4
TIP Ne | AHanu3 mpuMepoB HapyIIeHuH HHGOPMAITMOHHOW O€301IacCHOCTH OK.-1- OK.03, OK.09,
7 1IKI1.1, I1,.1.2, TIK.1.4,
ITP Ne | BrrsaBnenue yrpo3 nHpOpMannoHHONW 6€30MaCHOCTH B KOHKPETHBIX CHTYaIUSIX IIK.2.2
8
Tema 5 Cooeporcanue yueonozo mamepuana 4
dneKmponnyle denv2u [ToHsiTHE SNEKTPOHHBIX JCHET: OINpeACliCHUE JJICKTPOHHBIX JIEHEeT, CcQepbl HuxX 1
WCIIOJIb30BaHUS, UX BUJBL.
OBOJIIOLUS JEHE)KHOM CHCTEMBI: OIPEACIICHUE SJIEKTPOHHON JIEHEKHOM CHUCTEMBI,
CrocOOBbl €€ pa3BUTHUS, POJb DJIEKTPOHHON JIEHEKHON CHCTEMBIB COBPEMEHHOM 1
o01ecTBe.
KpunroBamtora: omnpejeneHne KpUNTOBAIIOTH, HCTOpUS €€ TMOosiBlieHUs, cdepa 1
MIPUMEHEHHUS KPUIITOBAIIOTHI
butkouHsl: ompeneneHue OUTKOMH, WUCTOPUS HX TMOSBICHUS, cdepa MPUMEHEHHS 1
OMTKOWHOB.
Temamuka npakmuueckux 3aHAMUN U 1a060pPamopHbIX padom 4
ITP Ne | IlpuHiuunsl v npaBuiia BeICHUS 3JIEKTPOHHOTO OHM3HEca. DIEKTPOHHbBIE JeHbI'H
9
Camocmoamenvnaa paboma 4
IlIpomesicymounasn % 1
ammecmayus OHCyTeMAUUA
Juppepenyuposannuiii 3auem 1
Obvem obpazosamenvHoOl HAZPY3KU 68
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

g

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

3. YCJIOBUS PEAJIM3AIIAU ITIPOT'PAMMBI YUEEHOM JTUCIHUILIAHBI

1. MarepuajabHO-TeXHHYECKOEe o0ecnevyeHue
Jlekumnu JlaGopaTopHble padoThbl M MPAKTHYECKUE
3aHATHSA
Ypoku, Jekuun JlaGopaTopHble, IPaKTHYECKHE 3aAHATHS
Mecto mpoBeaenusi pador (kaOuHer, Y4eOHbIif kaObuHeT YueOHbIN KaOWHET

JadopaTopusi, MacTepcKasi, OJJUIOH)

KosauyecTBo pabounx mect 25 25

Ocnamenne  paGounx  mecr  (Mebelb, MYJIbTUMEANATIPOCKTOP; MYJIbTUMEANAIPOCKTOP;

OCHOBHOE u BCIIOMOTaTe/IbHOe aynmpocucremMa, aynupocucremMa,

06opy10BaHHe) KOMIUIEKT MPEe3eHTAllMOHHBIX CIIaiiI0B 10 KOMIUIEKT MPEe3eHTALMOHHBIX CIaii10B 10
TEMaM Kypca ANUCHHUIIIINHBI. TEMaM KypcCa IUCHHUIIJINHBI.

YuyebHo-HarIsiAHble  mocoOust  (CTeH[bI,

CXeMbl, IUIAKATHI U AP.)

HNucTpymeHTsI, NPUHALJIEKHOCTH, - -

l'lpHCl'lOCOﬁJ'leH]/lﬂ, HHBCHTApPb

PacxoaHble MaTepHaJIbI

Nudopmanuonno-o6udiuoreyHoe odecrnevyeHue

1. OcHoBbl 1M(POBOI SIKOHOMUKH : YU€OHUK M MpakTHKyM i By30B / M. H. Konsiruna [u np.] ; orBercTBeHHblIi penakrop M. H. Konsaruna. —

Mocksa : HUznatensctBo Opaiit, 2024. — 235 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-13476-6. — Tekcer

AIIEKTPOHHBIN //

Oo6pazoBarenbHas mnatdopma FOpaiit [caitt]. — URL: https://urait.ru/bcode/543732 (nata obpamienus: 09.02.2024).

2. Ceprees, JI. . IludpoBas >KOHOMHKA :

yaeOnuk qms By3oB/ JI. U. Ceprees, JI.JI. Ceprees, A.JI. IOmaHoBa; mon pemakmuei

JI. K. CepreeBa. — 2-e usn., nepepad. u qomn. — Mocksa : I3garensctBo FOpaiit, 2024. — 437 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

534-15797-0. — Texkcr : snexkrpoHHsii // OOpazoBatenbHas miatdgopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/543648 (mara
obpamrenusi: 09.02.2024).

1. Opranusanusi 00pa3oBaTebHOIO Mpouecca

Ne Yc/i0BUSI OpraHu3anuu o6pa3oBaTeIbHOIO NMpoiecca TpeGoBaHus K yCJI0BUAM OPraHu3aluu IIpumeyanus
00pa3oBaTeIbLHOI0 NMpolecca

1. | Heo6X0amumMocTh KOHIIEHTPUPOBAHHOTO O0yUYCHHS Hem
2. | HeobxoammocTh BbIX0/1a B MPO(HUIIbHBIE OpraHU3allnH, Hem

YUpEXKJICHUS, Ha IPEATNPUSATHUS
3. | HeoOxoaumocTh feneHust Ha MOATrPYIIIIbI Hem
4. | [IpumeHEeHHE AMEKTPOHHOTO O0YUCHUS U TUCTAHIMOHHBIX Hem

TEXHOJIOTUI
5. | IleppoanvaHOCTH KOHCYNIBTAITUI CoriacHo pacucaHuIo YueOHsrit

KaOWHET
4.  KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHHMS YYEFHOM JUCIUITIINHBI
Pa3gensbl, Tembl Pe3ynbTtatbl 06yueHusn ®dopmbl U meToabl KOHTPONSA
Tema 1. V.1 PaGotats ¢ uH(pOpMaImei B ro0aTbHBIX KOMIBIOTEPHBIX CETSX, TectupoBanue 1o Teme «TeopeTnueckue
TeopeTuueckue ocHOBbI V.2 IIpuMeHATh Ha IPaKTHKE KIIOYEBBIE METOBI cOOpa 1 00pabOTKH OCHOBBI L(POBU3ALIN SKOHOMHUKI

HepBHQHOﬁ n BTOpI/I‘-IHOI\/'I I/IH(pOpMaLII/II/I U3 pa3JIMYHbIX UICTOYHHUKOB, B TOM [P Nel - 3

undpoBM3aLnM 3IKOHOMUKH
yucne cetn IHTEpHET

Tema 2. Hnmepnem- V.3 PaGoTtath ¢ KOMIBIOTEPOM KaK CPEJICTBOM YIIPABIICHUS TIP Ne4, TTP Ne5
MapKemunz nHpopmarmen

TectupoBanne 1o Teme «VHTEpHET-
V.4 BpiOupaTh palrioHabHble HHPOPMALMOHHBIE TEXHOJIOTHH IS

MAapKCTHHI»
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Tema 3.

Hecmanoapmmuoie gpopmut
3AHAMOCHMU 2PaANHCOAH

Tema 4.
Hugpopmayuonnan
oe3onacnocmep

Tema 5
DnekmponHvle OeHbeuU

yIpaBiieHus: OU3HECOM, U pEIICHUS 3a/1a4

V.5 Jlorndecku rpaMOTHO BBIpaXKaTh U 0OOCHOBBIBATH CBOIO TOUKY
3peHus no HuppoBOi IKOHOMUKE

3.1 Ilepeuens u copeprkaHre OCHOBHBIX JIUTEPATYPHBIX HCTOYHHUKOB I10

1 (poBON FKOHOMHUKE

3.2 OCHOBHBIE TPUEMBI U METOBI CO3/IaHUS MPOTPAMMHBIX KOMIIOHEHTOB
MH(OPMALIMOHHBIX CUCTEM

3.3 CoBpeMeHHbIE CTaHAPThl U METOJIUKH,

3.4 KitoueBsie npunnuiibl padbotsl ¢ T1K, meToasl coopa u 06paboTku
MEPBUYHON ¥ BTOPUYHON MHPOPMALIUU U3 PA3TMYHBIX HCTOYHUKOB, B TOM
yucne cetu HTepHeT;

I1P Ne6

IIP No7, ITP Ne§&
TecTupoBanue 110

TEMC

«MapopmanmoHHas 6e30MaCHOCTHY

[1P Ne9

TectupoBanue no Teme «DJIEKTPOHHBIE

JCHBI'U»
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

= HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA
« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS ITIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.05 OcHOBBI MATEMATHYECKOH CTATUCTHKU

COJAEP/KAHUE

1. IMacnopt pabodeii mporpaMMbl y4eOHOM AUCIUTIIMHBI
2.  CrpykTypa u couepkaHue yaeOHOU AUCIUILTUHBI
3. YcnoBus peanuzanuu y4eOHON AUCHUILITHHBI
4. KoHTpOJb ¥ OIeHKa Pe3yIbTaTOB OCBOCHUS yUeOHON JUCIIATIITMHBI
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. IACIIOPT PABOYEM [TPOT'PAMMBI YYEBHOM JUCHUIIIUHBI
OI1.05 OcHOBBI MATEMATHYECKOH CTATHCTHUKH

1. Obs1acTh NPpUMEHEHUs TPOrPaAMMBbI

Pabouas nporpamma npeanasHadena st u3ydenust yaeOHou muctmrminabl OI1.05 OcHoBBI MaTemMaTHyecKol cTaTHCTUKU. Pabodas nmporpamma y4ueOHOM
JuciUIuiMHel  pazpaborana Ha ocHoBe DPI'OC CIIO mo 46.02.02 ObecriedyeHre TEXHOJIOTHYECKOTO COMPOBOXKIACHHUS LHUPPOBOI TpaHChopMaun
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTH.

2. MecTo y4eOHOIi AUCHUIIIMHBI B CTPYKTYpPe OCHOBHOI NpodecCHOHATBbHOH 00pa30BaTeIbHOM MPOrpaMMbl
Pabouast mporpamMma y4eOHOHN AMCHMILTUHBI SIBJISCTCS 4YacThl0 OCHOBHOH mpodeccroHaIbHON oOpa3oBarenbHOM mporpammbl 46.02.02 Ob6ecrnieducHue
TEXHOJIOTHYECKOT0 COMPOBOXKACHUS IU(PPOBOIA TpaHcHopMalK JOKYMEHTHPOBAHHBIX Chep NesTeIbHOCTH.

CornacHo yuebHOMY many yueOHas aucuurinaa OI1.05 OcHoBbl MaTemMaTuueckoil craTucTiuky BxoauT B UK [1.00 [IpodeccnonanbHblif UKL

3. I[Inanupyemsble pe3y/abTaThbl OCBOCHHSI YUeOHOH THCHHUIIINHBI
B pe3ynbrate ocBoeHMs yueOHOM NUCIUTUTMHBI 00YYarOMIHICS TOMKEH:

Vmers | Y-1 CoOupaTs 1 perncTpupoBaTh CTATUCTHYECKYIO HH(DOPMALIUIO;

V.2 IIpoBOaUTh MEPBUYHYIO 00pabOTKY U KOHTPOJIb MAaTEpUAIOB HAOIIIOICHHS;

V.3 BoINonHATE pacyeTsl CTATUCTUYECKUX MOKa3aTesae u GopMynupoBaTh OCHOBHBIE BBIBOIBI;

V.4 OcymecTBiIsATh KOMIUIEKCHBIN aHAIN3 NU3Y4a€MbIX COLIMAIbBHO3KOHOMUYECKHX SIBJIEHUH U ITPOLIECCOB, B TOM YHUCIIE C UCIOIb30BAHUEM
CPEJICTB BBIYNCIUTEIBHON TEXHUKHU

3uate | 3-1 IPEAMET, METO M 33/1a4d CTATUCTHKH;

3.2 o0mire OCHOBBI CTaTUCTUYECKON HAYKH;

3.3 NpUHLKIBI OPTaHU3AIMH [OCYJAPCTBEHHOIN CTaTUCTUKU;

3.4 coBpeMeHHbIE TEHACHIINHN Pa3BUTHSI CTATHCTUYECKOTO YUETa,

3.5 ocHOBHBIE c1IOCOOBI cOOpa, 00pabOTKH, aHAIN3A U HATJISAHOTO NpeICTaBIeHHs HH(POpMAIIUH;
3.6 ocHOBHBIE (DOPMBI M BUIBI JCHCTBYIONIEH CTATUCTUIECKON OTUYETHOCTH;
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

‘ 3.7 TEXHUKY pacy€Ta CTATUCTHYCCKUX HOKa?)aTCJ'ICI‘/'I, XapaKTCPUIYIOIMHUX CONUAIbHO-OKOHOMNYCCKUEC SABJICHU A

OcBoeHue yueOHON AUCIMILIMHBI CTOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(eCcCHOHATBHBIX KOMIETCHIINN:

Kon

HaumenoBanue 06HII/IX H leO(l)eCCI/IOHa.TIBHI)IX KOMIIeTeHIHii

OK 01 | BeiOupath criocoObI pemeHus 3a1ad mpodecCHOHATLHON IEATEIIBHOCTH, IPUMEHUTEIFHO K PA3JIMIHBIM KOHTEKCTAM.

OK 02 | Mcronp30BaTh COBPEMEHHBIE CPENICTBA MOMCKA, aHAIM3a M MHTEPIIpEeTalli WHPOpMand, 1 WHPOPMALMOHHBIE TEXHOJIOTHUH IS BHITIOJTHEHUS
3aJa4 NpoeCcCUOHATIBHOMN 1 TEIbHOCTH

OK 03 HJIaHI/IpOBaTB H PpCain30BbLIBATH COOCTBEHHOE HpO(l)GCCI/IOHaJII)HOG U JIMYHOCTHOC pPAa3BUTUC, MNPCANPUHUMATCIBCKYIO ACATCILHOCTL B
HpO(l)eCCHOHaHbHOfI ccbepe, HCIIOJIB30BaTh 3HAHHUA I10 (1)I/IHaHCOBOI‘/'I T'pPaMOTHOCTH B Pa3JIMYHBIX JKU3HCHHBIX CUTYyallUAX

OK 09 | Mcnonb3oBaTh HHPOPMAIIMOHHBIE TEXHOJIOTHH B IPO(EeCCHOHAIBHOM 1eTEIbHOCTH.

IIK.1.4 | BeImonHsITh PYYHBIC U aBTOMATU3HWPOBAHHBIC OIICpallUU I10 I/II[CHTI/I(bI/IKaLII/II/I " HU3BJICUCHUIO CTPYKTYPUPOBAHHBIX HAHHBIX WU MCTAadHHBIX W3
BHCIIHUX UCTOYHHWKOB I/IH(l)OpMaIII/II/I JJI1 JOKYMCHTUPOBAHHBIX C(bep ACATCIIBHOCTHU OpTraHrU3aln

I1K 2.3 | IIpoBOANTE MOHUTOPHHT COOJIIO/IEHNUS JTOKAJIBHBIX PaBUJl 00MEHA, y4eTa U COXPAHHOCTH COOOIIEHUH AJIEKTPOHHON OYTHI

I1K 2.4 | ®opMupOBaTh OTYETHOCTH 10 pe3ysbTaTaM IHUPPoBOH TpaHCHOPMALIMU TOKYMEHTHUPOBAHHBIX c(pep AesITeTbHOCTH OpraHu3aluu

2.  CTPYKTYPA U COAEPXKXAHUE YYEFHOU JUCITATLTAHBI
1. O0bem y4yeOHOM AUCHHUILVIMHBI M BUIbI y4eOHOH padoThl
O0bem YueOHas Harpy3ka o0y4awmuxcs (4ac.)
00pa3oBaTeJIbLHO

Ha3zanue Y/I

H HATPY3KHU

CaMOCTOSITeIbHAS
pabdora

Harpy3ka Bo B3aUMOA€eHCTBHH € IIpenoaaBareseM, 4yac.

C
npenojaapareJjieM

B T.Y. IIpomeikyToy
arrecTanu
VYpoku, | IIpaktuueckue, Kvpcopas
JIEKIIH nabopatopusie | Koncynmpranum yP
pabora
u 3aHATHUS
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HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

JOKYMECHTHPOBAHHbIX C(bep AEATCJIbHOCTH

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu

OIL.05 OcHoOBEI

MaTeMaTHYECKO 68 6 56 30 24 2 -
1 CTATUCTUKH
copwuiia [ T———
2.  Temaruueckmuii NJaH U coep:kaHue y4eOHOH TUCHUNIUHBI
Haumenoeanue pazoenoe u Cooeporcanue yueonozo mamepuana, 1a60pamopHsle U RPAKMu4ecKue padomel, Oovem Ocsausaemvole
mem camocmoamensvHas padooma o0y4arOuUxcs. uacoe Inemenmaol
KomnemeHuui
1 2 3 4
Tema 1. Cooeporcanue yuednozo mamepuana 6 OK.-1- OK.03,
Beenenne. Ipenmer u 1. Cozmepkanne AUCHMIUTMHBI U ee 3amayn. CTATHCTUYECKas COBOKYIHOCTh, 3aKOH | 3 OK.09, IIK.1.4,
METOJ CTATHCTUKH OOJIBIINX YHCENT, CTATUCTUYECKAs 3AKOHOMEPHOCTD. IIK.2.3-2.4
2. I'ocynapctBeHHbI kKomuTeT cTaTUCTUKH PD. Co3ianue eAMHOro rocy1apcTBeHHOro | 3
perucTpa NpeanpusITUi U OpraHu3aIuii Bcex popmM cOOCTBEHHOCTH U X035HCTBOBAHMS
B ILeIsIX o0ecredyeHus eIUHOTO TOCYJapCTBEHHOTO y4yeTa MpEeANpUsITHA U
opranu3zanuii B PO.
Temamuka npakmuueckux 3aHAmMuIl 2
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

1P OCHOBHBIE IPUEMBI U CITOCOOBI CTATUCTHYECKOTO HCCIICIOBAHUS 2
No [
Tema 2. Cooeporcanue yueonozo mamepuana
Cratucruyeckue 1. IToHsTHE O CTATUCTHYECKOM HAOMIOAEHUH e€ro opranusamus. O0beKT HAOII0AEHH S,
Ha0.T0/1eHU s eqMHKIA HAOIIOJEHHs, €AMHUIIA yUeTa, IIPorpaMMa HaOIk0IeH s, OPraHU3alMOHHbIH | 3
IUIaH, OTYCTHOCTh
2. Craructuyeckas CBOJIKa M TPYIINPOBKA, 3anaun. [Ipumenenne cratucruueckux 1 3
TPYIIHPOBOK.
3. Craructuueckue TaONMIBl W TpapuKH, PSAbl PaCIpeicIiCHHs KaK CIOCOOBI 3
W3JIOKEHUS PE3YJIbTaTOB CBOJKH.
Temamuka npakmuyeckux 3auamuil
1P CreunanbHO OpraHU30BaHHOE CTaTUCTHYeckoe HaOmoaeHue. [lepemucu. 2
Ne 2| 'enepasibHast COBOKYITHOCTb
I1P Opranu3anus 1 TEXHUKA CBOJKH CTATUCTUYECKUX JAHHBIX. 9
Noe 3
1P OO0I111ee MOHATHE O CTATUCTUYECKUX TaOJHIaX, MX 3HAUECHHE B CTATHCTHKE.
Ne 4| Bunel Tabaun. Buas! rpaduxos 2
Tema 3. Cooeporcanue yueonozo mamepuana
AbcooTHbBIE AOCOTIOTHBIE M OTHOCUTENIbHBIE BEJIMYMHBI, WX 3Hau€HUE B cTaTUCTUKE. DOpMbI 3
OTHOCHTEJIbHBIC BbIpakxeHUs1. B3aMOCBs3b a0COMIOTHBIX Y OTHOCUTENIBHBIX BEJTMUMH.
BEJIUYUHDL B CTATUCTURE | 70, 0muka npakmuueckux sanamuii
1P [IpuMeHeHne OTHOCUTENBHBIX BEIWYMH B CTAaTUCTUKE, MX 3HAYCHUE A 3
MNe 5 | U3ydeHHs COIMATbHO-KOHOMHYECKUX SBJICHUMA OOIIECTBEHHON KHU3HU.

Tema 4. Cooeprcanue yuebnozo mamepuana OK.-1- OK.03,
Cpennne BeJHMYHHBI H Cpennss BenMYMHA Kak 00OOLIAOIAs XapaKTEPUCTHKA WHAWBHAYAIbHBIX BEJIHYUH OK.09, 1IK 1.4,
IoKa3arteJiu Bapuanvu OJIHOTO M TOTO XK€ BHJIa. 3HAYCHUE CPETHUX BEJIMYUH ISl BBISBJICHUS TUITHYHBIX YEPT, 3 IIK.2.3-2.4

0COOCHHOCTEH M3y4aeMbIX SIBJICHUU.
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

Temamuka npakmu4ecKux 3anamuil

1P [loxa3zaTenu Bapuanuu, ux 3HadeHue B craructuke. Koadduuument Bapuamuu 3
MNe 6 | u ero 3HaUEHUE B CTATUCTHUKE.
Tema 5. Cooeporcanue yueonozo mamepuana
Bri6opounbie Ha0/I01eHNs! | BEIGopoyHOe HAOIIONCHNE KAaK CaMOCTOSTENbHBIA BHJ HECILUIONIHOTO HAGIIIOICHHS. 3

[TpuHIUITBI BEIOOPOYHOTO HAOIIOACHHUSI.

Temamuka npakmuyeckux 3auamuil

7P
Ne 7

XapakTepucTuka TeHepaTbHOW U BBIOOPOYHON COBOKYMHOCTH. OmmOKu
BBIOOPKH, OIMIMOKM PETUCTPALlUU, PENpe3eHTaTUBHOCTH, CUCTEMaTHYecKue | 3
OIMOKH, CITydalHbIC OIINOKH.

Tema 6.
Psaabl TMHAMUKY U PAIBI
pacnpenenenus. Muaexcel.

Cooeporcanue yueonozo mamepuana

OnpeneneHI/Ie 0 pdaaax JUHAMUKKW W HUX 3HAUCHUC. BI/IJII)I pAaAOB  JHUHAMUKU!

MOMEHTHBIN U UHTEPBAJIbHBIN 2
[TonsiTre 06 nHAEKCaX U UX 3HaUeHue. IHIuBUya bHbIe MHACKCHI U UX BUIBI 2
Temamuka npaxmuyeckux 3aHAmMuUu

1IP ITokazarenu psiioB IMHAMUKU. Y POBEHb psijia TMHAMUKHU 5
Ne 8

1P IIprmeHeHre MHAEKCOB B MMPAKTUYECKOU NESITETbHOCTH 5
Ne 9

Tema 7.
Crarucruyeckoe usydeHme
cBsi3eil Mexkay sIBJICHUSIMU

Cooepicanue yuebnozo mamepuana

Tumel

CBSi3el MEXIy SBICHUSIMH, HX XapakTepucTHka ((QpyHKUUMOHAIbHAs U

croxacrudeckas). Koppemsuonnas cBs3b. Koppensimonnas tabnwma, rpadudeckuii | 2

MCTO, TTOJIA KOPPEIIALNU.

Temamuka npaxmuyeckux 3aHAMUN

I1P
Ne 10

KoppensiuronHast cBs3b KaK BOKHEHIIUK YACTHBIM CIydail CTaTUCTHYECKOU
CBSI3U

Ilpomesrcymounasn

Camocmoamenvnan paboma
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

ammecmayus Koncynomayus 2
Ik3zamen 6
Obvem obpazosamenvHoll HAZPY3KU 68
3.  YCJIOBUS PEAJIM3AIIMA ITPOT'PAMMBI YYEBHOM TUCIUTIJIAHBI
1. MaTepuajbHO-TEXHHYECKOE 00ecTevyeHne

Ypoku, jJekuuu

JlaGopaTopHble, NpaKTHYECKUe 3aHATHS

Mecto npoBeneHusi pador (kabuHer,
J1a0opaTopusi, MACTEPCKasi, NOJUIOH)

KaOuner «MareMaTuKn»

Kabuner «MaTemMaTukmn,

KoanyecTBo pabounx mect

25

25

OcHamenue padounx mect (MedeJb,
OCHOBHOE U BCIIOMOraTe/ibHOe
o0opynoBaHue)

pabouee MecTo mpernogaBaTes; padbodas MeroBas
WM MapKepHasl I0CKa; MyJIbTHMEINAPOEKTOD;
. IIPOEKIIMOHHBIN 3KPaH;

MOCaJOYHBIC MECTAa CTYACHTOB,

Y4yeOHo-Har/IsiAHbIE MOCOOUNA (CTEH/BI,
CXeMbl, IUIAKAThI U AP.)

HarJsigHble Tocooust (yueOHUKH, ONTOPHbIE
KOHCIEKTHI-IIJIAKaThl, CTEH b, KAPTOUKH,
pa3aToYHbIA MaTepuan)

HarJsiiHble MocoOus (yueOHUKHU, OTIOPHbIE
KOHCIEKTBI-IIJIAKaThl, CTEH]Ibl, KAPTOUKH,
pa3aToOYHBIA MaTepuan)

HNucTpyMeHTHI, NMPUHALIEKHOCTH,
npucnocodieHns, MHBEHTapPh

Pacxoauble MaTepHAJIbI

MCEI

2.  HudopmannoHHO-0MOIMOTEYHOE 0DeceueHne
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. Jonrosa, B. H. Cratuctuka: yueOHUK U MPAKTUKYM )i cpenHero npodeccruonansuoro oopasosanus / B. H. Jlonrosa, T. 0. MenseneBa. —
3-e u3n. — Mocksa : U3natensctBo HOpaiit, 2024. — 278 ¢. — (Ilpodeccuonansroe oopazoBanue). — ISBN 978-5-534-16207-3. — Texkcr :
anexkTpoHHbIN // OOpa3zoBarenbHas matdopma FOpaiit [caitt]. — URL: https://urait.ru/bcode/536914 (nata o6pamenns: 23.02.2024).

2. Cratuctuka : y4eOHUK M TMPaKTHKYM JJs cpenHero mpodeccruonanbHoro obpasoBanusi / mop penakuueit WM. U. EnuceeBoit. — 4-e u3g.,
nepepad. u mon. — Mocksa : U3parensctBo FOpaiit, 2024. — 388 c. — (IIpodeccuonansnoe odpazosanue). — ISBN 978-5-534-17662-9. —
Tekct : amexkrponHbidt // Obpa3oBatenbHas miargopma FOpaiitr [caiiT]. ¢. 1 — URL: https://urait.ru/bcode/536819/p.1 (mara obparieHus:

23.02.2024).

3. Opraﬂmaunﬂ 06pa30BaTeJ’IbHOFO nmpouecca

Ne YciaoBus opranu3zanuu 00pa3oBaTeJbHOIO Mpouecca TpeGoBaHus K yCJI0BHAM OPraHU3alUH Ipumeyanus
o0pa3oBaTeIbHOIO Npouecca
1. | Heo0XxoaMMOCTh KOHIIEGHTPUPOBAHHOT'O O0Y4YEHUs Hem
2. | HeobxoammocTh BbIX0/1a B MPO(HITbHBIE OpTraHU3aIINH, Hem
YUpEKIAECHUS, HA IPEANPUATHS
3. | HeoOxoaumocTh feneHus Ha MOATPYIIIIbI Hem
4. | [IpumeHeHue 3MeKTPOHHOTO 00Y4YEHHUS U AUCTAHLIMOHHBIX Hem
TEXHOJIOTUI
5. | IleppoanYHOCTH KOHCYNIBTAIUI CoriacHo pacnucaHuio VYueOHbIit
KaOWHET

4.  KOHTPOJIb M OIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCHUILJIAHBI

Pa3zaenbl, TeMbl

PesyabTaTsl 00yyeHus

DopMbI U METOABI
KOHTPOJISA
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

Tema 1. Benenne. Illpeamer u metos
CTATHCTHKH

V.1 CoOupaTh U perUCTPUPOBATH CTATHCTUUECKYIO0 MHPOPMALHIO;
V.2 IIpoBoanTh MEPBUYHYIO 00pabOTKY U KOHTPOJIb MaTEpPHUAIOB HAOIIOACHUS;

TeMma 2. Crarucruyeckue Ha0JII0ACHUA

V.3 BEINOJHATH pacdeThl CTATUCTHYECKUX TOKazaTesneld M JOPMyYITHpPOBATh OCHOBHBIE BBIBOIBL

Tema 3. AGCOIIOTHEIE OTHOCHTEJIbLHbIE
BCJIMYHUHBI B CTATUCTHKE

V.4 OcyuiecTBIsITh KOMIUIEKCHBIM aHATN3 U3YYaeMbIX COLUATbHOIKOHOMUYECKUX SIBJICHUH U
MPOIIECCOB, B TOM YHCJIE C UCTIOIH30BAHUEM CPEICTB BHIYUCIUTEILHON TEXHUKH
3.1 mpeameT, METOA U 3a/1a4l CTATUCTUKM;

Tema 4. Cpeanue BeJIUUNHBI U
noka3artejii Bapuanuu

3.2 o0mime 0OCHOBBI CTATHCTHYECKON HAYKH;
3.3 IpUHIMIIBI OpraHU3aIMK TOCYIapCTBEHHOMN CTaTUCTHKY;

Tema 5. Bb16opouHble HAOJII0IEHUSA

3.4 coBpeMeHHBIE TCHICHIIMN Pa3BUTHS CTATHCTHYECKOTO YUETa;
3.5 ocHOBHBIE CTIOCOOBI cOOpa, 00PadOTKY, aHAIM3a W HATIISITHOTO TIPEICTaBICHNS HHPOPMAIIHH;

Tema 6. Psiabl IMHAMUKY U PSAbI
pacnpenenenusi. Unaexcsl.

3.6 ocHOBHBIE (POPMBI M BHJIBI JICHCTBYIOIICH CTATHCTUYECKONH OTYETHOCTH;
3.7 TeXHUKY pacueTa CTaTUCTUYECKUX MOKa3aTesell, XapakTepu3yIoUX COlUaIbHO-
SKOHOMUYECKHUE SIBJICHUS

Tema 7. CTaTucTH4yeckoe u3yueHue
cBsi3ell MexK1y sIBJEHUSIMU

ITPNel

ITPNe2-4

ITPNe5

TTIPNe6

ITPNe7

ITPNe8-9

ITPNe10
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS ITIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.06 loxymMeHTAIMOHHOE O0ecnedeHHe YIIPABJICHHS U JOKYMEHTHbIC CHCTEMbI

COJIEPKAHME

1. Ilacnopr pabGoueii mporpaMmbl yueOHOW JUCIUILIMHBI

2.  CrpykTypa U coepkaHue yueOHON AUCIUITITUHBI

3. VYcnoBus peanuzanuy yaeOHON AUCIIUTUTMHBI

4. KOHTpOJb U OLIEHKA Pe3yJIbTaTOB OCBOEHUS y4eOHOM JTUCIIUIUIUHEI
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. MMACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JIAUCIIUILIIAHBI
OI1.06 loxkyMeHTALMOHHOE O0eclieyeHHe YIPABJICHHUS 1 IOKYMEHTHbIe CHCTeMbI

1. O0J1acTh NIpMMeEHEHUsI POrPaMMbI

Pabouas mporpamMma mnpenHazHaueHa Juid u3ydeHus yueOHoi aucuuruinabel OIL.06 JlokymeHTannoHHOE oOecrieueHHe YIpaBlIeHHs U JTOKYMEHTHBIE
cucrembl. PabGodas mporpamma yueOHOHM muctmmuinabl paszpaborana Ha ocHoBe PI'OC CIIO mo 46.02.02 OO6ecneueHne TEXHOIOTHYECKOTO
CONPOBOXKICHUS IU(POBON TpaHCHOPMALIH JOKYMEHTUPOBAHHBIX c(hep AeATeIbHOCTH.

2. MecTo y4eOHOI JTUCHUILIUHBI B CTPYKTYpe OCHOBHOI npogdeccuoHabHOI 00pa3oBaTeIbHOI POrpaMMbl

PaGouas mporpamMma yueOGHOW MUCHUIUIMHBI SIBJISETCS 4YacThbIO OCHOBHOW mpodeccroHanbHON obOpa3oBaTenbHoil mporpammbl 46.02.02 OGecneueHue
TEXHOJIOTHYECKOI'0 COMPOBOXKACHUS IM(PPpoBOH TpaHCcHOpMaLMU JOKYMEHTUPOBAHHBIX chep eATEIbHOCTH.

CornacHo yue6HOMY miaHy yueOHas qucuuruinia OI1.06 JJokymeHTanmoHHoe obecrieueHue ynpaBaeHust U TOKyMEHTHbIE CUCTEMbI BXOIUT B Mk 11.00
[IpodeccronanbHbIi HUKIL.

3. Ilnanupyemble pe3y/ibTaThbl 0CBOCHHUS Y4eOHOI TUCIMIIIMHBI
B pe3ynbraTe ocBoeHUs yueOHOM TUCHUIUIMHBI 00YYarOIIMICs TOJKEH:

V.1 ocyiecTBasATh MOUCK, aHAIM3 U NCIIOIB30BaHIE HOPMATHBHOIIPABOBBIX JOKYMEHTOB B IpuMeHeHHH K 3agadyam J{OY;
V.2 cocTaBnsATh U 0OPMIISITH YIIPABICHYECKYIO U TPOPECCHOHANBHYIO JOKYMEHTAIHUIO B COOTBETCTBUE C HOPMAaTHUBHOM 0a30M;
V.3 ucnonb3oBaTh YHU(PUIHPOBaHHBIE (POPMBI JOKYMEHTOB;

V.4 ocyIecTBIATh IEIOBYIO MEPENICKY U TOAAEPKUBATE 3JIEKTPOHHBIE KOMMYHHUKAIUH;

VY.5 npuMeHsTh cpeacTBa HHPOPMAIIOHHBIX TEXHOJIOTHIH JJIsi CO37[aHus ¥ 0(OPMIICHUS IOKYMEHTOB;

V.6 pa3dbupartbcs B CUCTEME BHYTPEHHETO JOKYMEHT0000pOTa OpraHu3aluiy;

V.7 ocy1ecTBIATh XPAaHEHHUE U NIOUCK JJOKYMEHTOB;

V.8 ucnop30BaTh COBPEMEHHOE IIPOrPAMMHOE 00ECIICUEHHE B 3JIEKTPOHHOM JIOKYMEHTOO00POTE;

V.9 pa3buparbcsi B HOMEHKJIAType Jell;

V.10 cocTaBNATE aKThl ¥ CIIPaBKU MO Pe3yIbTaTaM BHYTPEHHETO KOHTPOJIS;

VY.11 ¢popmupoBaTh NPOEKTHI MPUKA30B MO MPOBEJACHUIO BHYTPEHHETO KOHTPOJIS

YMmernb
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

3HaTh

3.1 conepxaHue akTyaabHOH HOPMAaTHBHO-TIPABOBOM JOKYMEHTAIINH;

3.2 OCHOBHBIE MMOHATHS JOKYMEHTAIIMOHHOTO 00eCTIeYeHNs] YIIpaBICHHUS;

3.3 xmaccuguKanys yrpaBIeHIeCKIX JOKYMEHTOB;

3.4 mpaBua cocTaBieHHS U 0OPMIICHUS YIPABICHYECKUX JOKYMEHTOB U BEJICHHUS ICIOBON TIEPETHCKY;

3.5 cocTaB TOKYMEHTOB CIIEIIMAIBHBIX CUCTEM JIOKYMEHTAIUH;

3.6 mpaBuiIa OpraHU3alMU BCEX ITANOB PabOThI C TOKYMEHTAMU;

3.7 mpunoxxenus nporpammbl Windows, HCIonb3yemble s peannzanuu 3a1a4d JJOY;

3.8 coBpemenHbIe nHMQOpManroHHbie TexHONOTHU 1OV mnpaBuiia u CpoKH XpaHEHUS TIOKYMEHTOB;

3.9 popMBbI HEpBUUHBIX OYXTaJITEPCKUX JOKYMEHTOB, COJIEPXKALINX 00s3aTeNbHbIE PEKBU3UTHI IEPBUYHOTO YIETHOIO JOKYMEHTA; IPOLEAYypa COCTaBICHNUS
aKTa [0 pe3yNbTaTaM MHBEHTAPU3alMU, TPOSKTOB IPUKA30B 10 MIPOBEICHUIO KOHTPOJIBbHBIX MPOLELYP

OcBoenne yueOHOI TUCIHMITIIMHBI CITIOCOOCTBYET (POPMHUPOBAHNIO OOMIMX M TPOPECCHOHATHHBIX KOMITETEHITHIA:

Kon HaumenoBanue o0mmx u npo¢ecCHOHAIbHBIX KOMIIETEHIM I

OK 01 | Beibupats criocoObl penieHus 3a1a4 npohecCHOHATbHON 1A TEIbHOCTH, TPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM.

OK 02 | Mcronp30BaTh COBpEMEHHBIE CPEACTBA MMOUCKA, aHAJIM3a U UHTEpIpeTaunu UHGOopMaIuy, 1 HHPOPMALMOHHBIE TEXHOJIOTHU /ISl BBIMOJTHEHUS
3a/1a4 MPo(EeCCHOHATILHON ACSITEIHHOCTH

OK 09 | Ilonb3oBaThbCsi MpodecCHOHANBHON JOKYMEHTAlMel Ha TOCYJapCTBEHHOM M MHOCTPAHHOM S3bIKaXx.

[1IK.1.1. | BeImonHATH pydHble U aBTOMaTU3UPOBAHHbBIE ONEpAlMK 10 WACHTU(PUKAIMN U U3BJIEUEHUIO CTPYKTYPHUPOBAHHBIX JIAHHBIX U METa/laHHBIX U3
BHEIIHUX HCTOYHUKOB MH(OPMAIIUH I JOKYMEHTHPOBAHHBIX c(hep NesITeTbHOCTH OpraHu3alliuu

I1K.1.2. | ®opMupoBaTh WHGOPMALMOHHbIE OOBEKTHI W3 MPEAOCTABICHHBIX CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX M3 BHEIIHUX HCTOYHUKOB
uH(pOpMalnu Ji JOKYMEHTUPOBAHHBIX cep NesTeIbHOCTH OpraHu3alun

ITK.1.3. | OcymecTBiATh py4yHOE, aBTOMATH3MPOBAHHOE W/ WM AaBTOMATUYECKOE HAIMOJHEHHE HH(POPMAIMOHHBIX 0a3 JAaHHBIX WM HACTPauBaTh
BHYTPEHHUE CBSI3U MEXJy MHPOPMAIIMOHHBIMH OJIOKaMU/ CTPAHUIIAMU B CUCTEME YIPABICHUS] KOHTEHTOM

I1K.1.4. | CucreMaTH3UpOBaTh CTPYKTYPUPOBAHHBIE JAHHBIE U METAJaHHbIE JOKYMEHTHUPOBAHHBIX cep AeATeIbHOCTH OPraHU3alMK Il UCTIOIb30BAHUS

Y XpaHEHHUS

2.  CTPYKTYPA U COAEPXXAHUE YYEBHOU JUCITATIIAHBI
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

1. O0beM yuyeOHOM JMCUMILIMHBI U BUbI Y4eOHOH padoThl
Oo0bem Y4eOHas Harpy3Ka o0yyamomuxcs (4ac.)
obpasoaTesb Harpyska Bo B3auMo/IeiicTBHH ¢ IpenoiaBaTesieM, 4ac.
HOil HATPY3KHU
B T.4. IIpome:xkyTou
Hast
arrecranus O0bem CamocTosiTen
o0pa3oBareiib bHasd padora 1
HOM HArpy3Ku
Ha3Banue VY,
A camocmgren BCero | Ypok | Ilpaxtuyec KvDeos
bHas pabdoTa 3aHAT , Kue, Koncynbra y:ﬂ
i JIeK 11abopaTopH 115
! patop H paborta
5071 b€ 3aHATHUS
OI1.06
HoxymeHnTanuo
HHOE
obecreueHne 122 8 108 50 56 2 - 6 70
yIpaBICHUS U
JIOKYMEHTHBIE
CUCTEMEI
oopwuria [
2. TemaTnuyecKuil IVIaH U coJepkaHue Y1eOHOM TN CHUNIHHBI
‘ Haumenoeanue pazoenoe u mem ‘ Cooepotcanue yuedbnozo mamepuana, 1a60pamopHsvle U NPAKMUYECKUE ‘ Oovem ‘ Oceausaemole ‘
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

pabdompl, camocmoamenbuas paboma ooy4aOWUXCA. yacoe J/1eMeHmbl
KomnemeHyui
1 2 3 4
Paszoen 1. Jlokymenmuposanue ynpasienueckoil 0esmenbHocmu
Tema 1.1 .BBenenue. JlokymMeHT u Cooepircanue yuebnozo mamepuana 6 OK 01. OK 02.
cucTeMa JOKyMEHTaluu 1. 3HayeHwe U COJAEpKAHUE JUCIHMIUIMHBI  «J[OKYMEHTALMOHHOE OK 09.
obecrieueHre  ymnpaBieHHs». [IOHATHE  TEPMHHOB  «JIOKYMEHTY, IK.1.1.-TIK.1.4

«IOKYMEHTHPOBAaHHEY, «JOKYMEHTAIMOHHOE 00ECIIeYeHUE YIIPABICHUS.
2.IlonsiTHe cHCTEM JOKyMEHTAaUWW. YHUQUKAIMS W CTaHgapTH3anus | 6
YIIPaBICHYECKUX JOKYMEHTOB.

3. HopmaruBHo-mpaBoBass 0a3a opraHu3anuy JOKYMEHTALlMOHHOTO
oOecrieueHns yrpaBIeHUs

Temamuka npakmuueckux 3aHAMUN 2
IIP Ne | I3yyeHne HOPMATHUBHO-TIPABOBOM 0a3bl JOKYMEHTAIHOHHOTO 5
1 oOecrnieyeHust yrpaBieHuUs
Tema 1.2 Cuctema opraHu3aiiMOHHO Cooepotcanue yueonozo mamepuana 8
pacropsAnTENLHON JOKyMEHTALUNA 1. TOCTer Ha OPJl. TpeGoBanusi K O(QOPMIIEHHIO TOKYMEHTOB,
TpeOoBaHuUs K OJIaHKaM
2. OpraHu3alMOHHBIE JTOKYMEHTBl — YCTaB, YYPEAWUTEIbHBIE JIOTOBOP,
noJyiokeHre. PacnopsauTenbHble TOKYMEHTHI — IpUKa3, pPaclopsKeHue, 8
yKa3aHHe, IOCTaHOBIIEHUE, PEIIEHUE, MHCTPYKIUS, IPOTOKOI
3. CnopaBouHO-UH(OpPMAITMOHHBIE JOKYMEHTBI: CIIy)KEOHasl 3aIlncka,
OOBSICHUTENbHAS 3alKCKa, aKT, CIpaBKa, ciayxeOHble nmucbMa. CocTaB M
0COOEHHOCTH 0(hOpMIIEHUS TOKYMEHTOB 0 JIUYHOMY COCTaBY.
Temamuxa npakmuueckux 3aHAmMuil 18
IIP Ne | CoctaBieHue " odopmiieHre OTAEIBHBIX BUJIOB | ,
2 pacrnopsAUTEIbHBIX
IIP MNe | CocraBnenue u  odopmieHHE  OTHENIbHBIX  CIpaBoYyHO- | 4
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

3 WH(pOPMAITMOHHBIX JOKYMEHTOB

IIP MNe | CocraBieHue u odopmiieHre OTIENbHBIX BUIOB
4 OpraHU3aIMOHHBIX JTOKYMEHTOB

IIP Ne | OdopmiieHre TPYOOBOTO JIOTOBOpA, MpHKa3za O IpHEeMe Ha
5 paboty, opopmiieHHE TPYIOBOI KHUKKH.

IIP Ne | OpopmiieHHE CHpPaBOK, IOKJIATHOW U CIy)KEOHOW 3aIliCKH,
6 aKkTa.

Tema 1.3. JleHexxHple W (HUHAHCOBO-
pacyeTHbIC JOKYMEHTBI

Cooepotcanue yuednozo mamepuana 8 OK 01. OK 02.
OK 09.
[K.1.1.-TIK.1.4

1./lokymMeHTUpOBaHHE  TPYIOBBIX  IpaBooTHouleHui. CocrtaB U
0c00eHHOCTH 0(OPMIIEHUS TOKYMEHTOB I10 JIMYHOMY COCTaBY.

2.KommnekroBanue Tu4HOTO nena. ABroouorpadus. Pesrome. 3asBieHue
0 mpueme Ha padoty. [Ipukassl Mo IMYHOMY COCTaBY

Temamuka npakmuyueckux 3auamuil 4

IIP Ne | OdgopmiieHHe TUIaTeKHBIX T0KYMEHTOB
-

Tema 1.4. JloroBopHO-TIpaBOBast
JIOKyMEHTaIsI

Cooepotcanue yueonozo mamepuana 8

1.IlonsiTust moroBopa. Bubl 10roBopoB.

2.IIpaBuna opOpMIIEHUS MPETEH3MOHHBIX muceM. Popmyssp uckosoro | 8
3as1BJICHUS, TP€OOBAHMS K €ro 0(hOPMIIEHHUIO

Temamuka npakmuueckux 3aHAmMuUIl 8

IIP Ne | CoctaBnenue u opopmMiIeHHE MPETCH3NOHHBIX TTHUCEM.
8

IIP Ne | OdopmiieHre J0roBopa KyIiIH-poaakKu
9

Pa3zoen 2 Opzanuszayus pabomul ¢ 00Kym

eéHmamu

Tewma 2.1 Opranuzanus
JOKYMEHTO000pOTa, perucTpanus

Cooepircanue yuebnozo mamepuana 8

1.CoctaB u yueT o0beMa JOKYMEHTOOOOpOTa  MpeAmnpusaTuii. | 8
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

JOKYMEHTOB, UCITOJTHECHUC JOKYMCHTOB

Opraamzanuss pabOTBl C  BXOJAIICH, HCXOAAIMIEW W BHYTPCHHEH
JIOKYMEHTalHUEN

2. Perucrpauust n0kymMeHTOB. KOHTpOJb HCHOJHEHUS JOKYMEHTOB.
Opranmsanusga W TEXHUKA KOHTPOJIS MCIOJIHEHHA. TuUNOBBIE H
WH/JVBHIyaJIbHBIE CPOKU UCIIOJIHEHHSI IOKYMEHTOB.

Tema 2.2. UadopmarimonHsie
TEXHOJIOTUH B JICJIONPOU3BOICTBE

Cooepotcanue yueonozo mamepuana

l.cronp30oBanre  MPOTPpaMMHOTO  OOECHEeYeHHs Ui PEIICHHS
poheccuoHANBHBIX 3aa4

Temamuka npakmuyeckux 3aHAmMu

12

IIP Ne | OdopmiieHHE JTOKYMEHTOB C MOMOIIBIO TporpaMMbl Microsoft
10 Word.

IIP Ne | Vcnionb30BaHue TaOyIsALUU IPH 0(OPMIIEHUH JJOKYMEHTOB
11

IIP Ne | Pabota ¢ 3JIeKTPOHHBIMU JOKYMEHTAMH.
12

Tema 2.3 Opranuzanus onepaTUBHOTO U
apXMBHOT'O XPaHEHUS IOKYMEHTOB

Cooepotcanue yuednozo mamepuana

1. CI/ICTeMaTI/IBaI_[I/IH JAOKYMCHTOB U UX XpAaHCHUC.

2.Homenknatypa nen. [IpumepHble ¥ TUTIOBbIE HOMEHKJIATYPHI JEJI.

3.TpeboBanus k odpopmienuro nen. [loaroToBka M MOPSAOK Tepenadu
JIeNl B apXUB.

Temamuka npakmuyueckux 3auamuil

12

IIP Ne | CoctaBnenue u opopmieHHE HOMEHKIATYPHI JIET
13

IIP Ne | OteyecTBeHHBIE pa3pabOTKU mporpamm aBromarusanuu 10V u
14 apXUBHOTO JieNa

OK 01. OK 02.
OK 09.
[IK.1.1.-1IK.1.4

Hpomeafcymouuaﬂ ammecmauun

Camocmosamenvhnan paboma

Koncynomauyusa
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

| IK3amen

Oobvem obpazosamenvHoll HAZPY3KU 72

3. YCJIOBUS PEAJIM3ALIAU ITIPOT'PAMMBI YYUEFHOM JUCIHUILIAHBI
1. MarepuanbHO-TeXHHYECKOe o0ecnedyeHue
Ypoku, Jekuuun JlabopaTopHble, NPaAKTHYeCKHE 3aAHATHSA
Mecto NpoBeeHUs padot KaOMHET JI0OKyMEHTAllMOHHOTO 00ecrieueHus nabopaTopus JOKYMEHTALHOHHOIO 00ecTeYeHus
(kaOuHer, Jaboparopus, yIpaBICHUS yIpaBiIeHUs
MacCTepPCKasi, OJIUTOH)
KoanyecTBo pabounx mect 25 25
OcHamenue padouux MeCT | o pabouee MecTO IpenogaBaTens . palouee MecTO IpenogaBaTens
(medein, OCHOBHOE U |e MYJIBTUMEANATIPOEKTOP; . MYJIBTUMEANATIPOEKTOP;
BCIIOMOraTe/ibHOe 000py/i0BaHHe) | o 9KpaH; . JKpaH;
. yueOHasi 10CKa; . IIOCAI0YHBIE MECTA IO KOJIMYECTBY
. MIEpPCOHANIbHBIE KOMIBIOTEPHI C BEIXOJ0OM B CETh oOyuaromuxcs;
WuTepHerT; . MIEPCOHANIBHBIE KOMIIBIOTEPHI C BEIXOJOM B CETh
. CPEICTBAa MHOXKHUTEJIbHON TEXHUKHU (TIPUHTED, WHutepHer;
CKaHep, MHOTO(YHKIIMOHAIBHOE YCTPOHUCTBO, - CPEeCTBa MHOKUTENLHON TEXHUKH (IIPUHTED,
KOINMPOBAJIBHBIN anmapar). CKaHep, MHOTO(YHKIIMOHAJIbHOE YCTPOUCTBO,
KOIMPOBAJILHBIN anmapar).
Y4eOHo-HarIsA/AHbIC nocoous HarJIsTHO-pa3AaTOYHbIN U y4eOHO-TTPaKTUYECKHUIT HarJIsJHO-pa3aTOYHbIN U y4eOHO-TTPaKTUYECKUIT
(CTeHabl, CXeMbl, IVIAKATHI U AP.) MaTepual; MaTepua;
NHcTpyMeHTBI, NPHHAMIEKHOCTH, - -
npucnocodieHusi, HHBEHTAphb
Pacxonnbie MmaTepuaJbl - bymara i paciedatku
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH
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— URL: https://urait.ru/bcode/539262 (nara obpamenus: 09.02.2024).

2. Jloponuna, JI. A. JIoKyMEHTaIMOHHOE OOECIICUCHNE YIPABICHUS | YICOHUK U MPAKTUKYM JUIS CPEIHEro MpodhecCHOHANILHOr0 00pa3oBanust /
JI. A. Joponuna, B. C. UputnkoBa. — 2-e u3n., nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccnonansHoe

obOpazoBanue). — ISBN 978-5-534-16017-8. — Tekct
https://urait.ru/bcode/530252 (mata oopamierus: 09.02.2024).

3. Opranusanus o0pa3oBaTeJbHOI0 Mpolecca

aNeKTpoHHBIN // OOpazoBarenbHass minardopma IOpaiir [caiir]. — URL:

No YcaoBus opranusanuu 00pa3oBaTeJbHOI0 NMpouecca TpeGoBanus K yCJI0BHAM OPraHu3anuu IIpumeyanus
o0pa30BaTeIbHOIO NMpouecca
1. | Heo6x0aumMocTh KOHIIEHTPUPOBAHHOTO O0YUYEHH S Hem
2. | HeoOxoaumocTb BbIXo/1a B MPO(UIIbHBIE OpraHU3allly, Hem
YUPEKICHUS, HA IPEANPUATHS
3. | HeoOXxoamMocCTh JiesieHus] Ha IO PYIITBI Hem
4. | IlpuMeHeHne 3IeKTPOHHOT0 00yUeHUs U JUCTAaHIIMOHHBIX Hem
TEXHOJIOTHI
5. | IleppogMyHOCTh KOHCYIbTALIUI CornacHo pacnMcaHuIo YueOHbIit
KaOuHeT

4. KOHTPOJIb M OIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCHUILJIAHBI
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Pasnennl, TeMbl

PesyabTaThl 00yyeHus1

(I)OPMLI U METOAbI KOHTPOJIA

Paznen 1. JloxymentupoBanue
yIPaBIEHYECKO AEATENLHOCTH

Paznen 2. Opranusanust paGoThI
C JIOKYMEHTaMu

V.1 ocymiecTBIATh MOUCK, aHAINU3 U UCIIOJIb30BaHNE HOPMATUBHOIPABOBBIX JOKYMEHTOB B
MIpUMEHEHUH K 3aga4dam JJ0VY;

V.2 coctaBnsaTh 1 OQOPMIIATH YIPABIEHIESCKYIO ¥ TPO(PECCHOHATBFHYIO JOKYMEHTAIIHIO B
COOTBETCTBHE C HOPMATHBHOH 0a30ii;

V.3 ucnonb30BaTh YHUPHUIUPOBAHHBIE POPMBI JOKYMEHTOB;

V.4 ocymiecTBIATH JENOBYIO MEPETHCKY U IMOAIEPKUBATH 3JEKTPOHHBIE KOMMYHUKAITH;
V.5 mpuMeHATh cpeacTBa NHGOPMAITMOHHBIX TEXHOJIOTHH JUISI CO3AaHUS U O)OPMIICHHS
JIOKYMEHTOB;

V.6 pazbupartbcsi B CHCTEME BHYTPEHHETO IOKYMEHTO000pOTa OpraHu3alny,

VY.7 ocylIeCTBIATh XpaHEHUE U TOUCK JOKYMEHTOB;

V.8 ucrnonb30BaTh COBPEMEHHOE MIPOTPAMMHOE 0OecTieueHHe B 3JICKTPOHHOM
JIOKYMEHTO000pOTE;

V.9 pa3bupaTbcsi B HOMEHKIIATYPE JIET;

V.10 cocTaBIATH aKTHI U CIIPaBKU MO Pe3yJbTaTaM BHYTPEHHETO KOHTPOJIIS;

V.11 dhopmupoBaTh MPOSKTHI MPUKA30B MO MPOBEJCHUIO BHYTPEHHETO KOHTPOJIS

3.1 conepxanue akTyanbHOH HOPMaTHBHO-TIPAaBOBON JOKYMEHTALINN;

3.2 OCHOBHBIE TIOHATHS IOKYMEHTAI[MOHHOTO 00ECTIEYEeHHUs YIIPABIICHUS;

3.3 kiaccuukanys yrnpaBieHYECKUX JOKYMEHTOB;

3.4 nipaBuiIa COCTaBICHUS U OPOPMIICHUS YIIPABICHUYCCKHUX JIOKYMEHTOB M BEJICHHSI JICIIOBOM
MIEPETIICKH;

3.5 cocTaB TOKyMEHTOB CIIEIUANBHBIX CUCTEM JOKYMEHTAIINH;

3.6 nipaBusIa OpraHU3allK BCEX ATArOB PabOThI ¢ JOKYMEHTAMU;

3.7 npunoxenus nporpammbl Windows, ucriosib3yembie s peanm3anuu 3a1a4d J10Y;
3.8 coBpemenHbie HHQOpManroHHbIe TexHonoruu JJOY npaBuia v CpoKH XpaHEHUs
JIOKYMEHTOB;

3.9 bopmBI TepBUIHBIX OYXTaaTepCKUX JOKYMEHTOB, COEPKAIINX 00s3aTeILHEBIC
PEKBHU3UTHI IEPBUYHOTO YUETHOIO JOKYMEHTA; MPOLIEypa COCTABIECHUS aKTa 110
pe3yibTaTaM HHBEHTapHU3alliH, POEKTOB IIPUKA30B IO MPOBEAESHUIO KOHTPOIHHBIX

poIeyp

Tect 1o
«JIOKyMEHTHpPOBaHUE
YIpaBIEHUECKOI IeATeNbHOCTI,;

ITPNe 1-9

TEMC

Tect mo Teme

«Opranuzanus
JOKYMEHTaMu»

I1PNe10 - 14

paboTsI c

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX cq)ep JACeATCJIBbHOCTH
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS TIPOT'PAMMA YYEBHOM JUCHUIIINHBI

OI1.07 Opranu3anus apXuBHOI0 XpaHEHHsl IOKYMEHTOB U 0a3 JaHHbIX

COJAEP/KAHUE

1. ITacnopT paboueii mporpaMmbl y4eOHOM JUCIUIUIMHBI

2.  CrpykTypa H cojepkaHue ydeOHOU JUCITHITUHBI

3. VYcrnoBus peanuszanuu y4eOHON AUCHUTUIMHBI

4. KoHTpomb 1 O1leHKa pe3yIbTaTOB OCBOEHUS yU€OHON AUCIUIIIIMHBI

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 144 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1.

1. MMACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JIAUCIIUILIIAHBI
OI1.07 Opranu3anusi apXuBHOI0 XpaHEeHHsI IOKYMEHTOB U 0a3 JaHHBIX

Obs1acTh NPUMEHEHHUSA POrPAMMBbI

Pabouas mporpamMma mnpemHasHadeHa s u3ydeHus yueOHou mucrurumHbl OI1.07 OpraHu3zanusi apXMBHOTO XpaHEHHUs JOKYMEHTOB U 0a3 JaHHBIX.
PaGouas mporpamma ydeOHOM auctumiuHbel paspadorana Ha ocHoBe PI'OC CIIO mo 46.02.02 OOecnevyeHrne TEXHOJIOTHMYECKOTO COMPOBOKICHUS
ppoBOH TpaHCPOPMAILIUU TOKYMEHTHPOBAHHBIX chep AesITeTLHOCTH.

2.  Mecto yueOHOIl TMCHUIIUHBI B CTPYKTYpPe OCHOBHO npogeccnoHaIbHOii 00pa3oBaTeIbHOI POrpaMMbl

Pabouas mporpamMmma ydeOHOW TUCHUIUIMHBI SIBJISICTCS YacThIO OCHOBHOM MpPO¢)eCCHOHANBHOM 00pa3zoBaTeibHON mporpamMmbr 46.02.02 OGecniedeHue
TEXHOJIOTHYECKOT0 COMPOBOXKACHUS IU(PPoBON TpaHCcHOpMALIUY JOKYMEHTUPOBAHHBIX chep AeTEIbHOCTH.

Cornacno yuebHOMy Tutany ydeOHas mucumrmuimaa OI1.07 OpraHuszamms apXUBHOTO XpaHEHHS AOKYMEHTOB M 0a3 JaHHBIX BXoauT B nukia [1.00
[IpodeccronanbHbIN HUKII.

3. Ilnanupyemble pe3yJbTaThl OCBOCHHS Y4eOHOMH AU CIUIIIMHBI
B pe3ynbrate ocBoeHMs yueOHOM THUCIUTUITMHBI 00YYaIOIIHIACS TOKEH:

YMmernb

V.1 xnaccudpunmpoBats 10KyMeHThl ApxuBHOro gouaa Poccuiickoit @eneparuy;

V.2 ycranaBnuBaTh (GOHIOBYIO PUHAJIEKHOCTh JOKYMEHTOB;

V.3 onpenenars NCTOYHUKN KOMIUIEKTOBAaHUS apXUBa;

V.4 pazpabaTbiBaTh MOJOXKEHHS 00 apXMBE OpPraHU3allUd W HKCIEPTHOM KOMHMCCHU CTPYKTYPHOTO MOJpa3/ieiieHHs OpraHu3aluM, apXuBa
OpraHM3aluy;

V.5 ohopmMiIsTE pe3yabTaThl SKCIEPTU3HI IIEHHOCTH IOKYMEHTOB;

V.6 cocTaBiIsATE HOMEHKIIATYPY JIET;

V.7 popmupoBath Aena 1 Iepeiadu B apXuB OpraHu3alliy,

V.8 cocTaBiATh yueTHbIE JOKYMEHTBI apXUBA;

V¥.9 cocTaBisATh OTBETHI HA 3aIIPOCHI TPAXAAH;

V.10 BBIABIATH HAPYIIEHUS B IOPSIIKE BbIAAUH, MI0Ib30BAHUS U BO3BPALIECHUS TOKYMEHTOB apXUBa;
V¥.11 cocTaBisaTe JOKYMEHTALMIO O BbIIaY€ JOKYMEHTOB ApPXUBA MTOJIb30BATENSAM;

V.12 onpenensaTh HapylIEHUs] B OPraHU3alMKM ONTHUMAJIBHBIX PEXUMOB XpaHEHUs JOKYMEHTOB apXMBa,

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 145 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

V.13 npoBOAUTE IPOBEPKY HATIMYHUS U COCTOSIHUSA JIETT;
VY.14 roTOBUTH aKT NPOBEPKHU HAIMYHUS U COCTOSIHUS JIOKYMEHTOB U JIEJ.

3HaThL

3.1 3agaum apxuBHOM cy»)0bl B Poccuiickoii Deneparu;

3.2 npusHaku knaccudukanuu 1okyMeHToB ApxuBHoro gonaa Poccuiickoit denepanuu;
3.3 pexuMBbI U CIIOCOOBI XpaHCHHSI APXUBHBIX JOKYMEHTOB, ITOPSIIOK BBIIAYH JICT;

3.4 opsIIOK OIpee/IeHHe HCTOYHIUKOB KOMILJIEKTOBAHHSI apX1Ba;

3.5 cocTaB IOKYMEHTOB apXHBa OpraHU3aIlIH;

3.6 HOPSAAOK MPOBEIEHUS IKCIIEPTU3BI IIEHHOCTH JIOKYMEHTOB;

3.7 sTansl NPOBEAEHUS IKCIIEPTU3BI IIEHHOCTH JTOKYMEHTOB;

3.8 opranu3anuo UCIOIb30BaHUS IOKYMEHTOB B apXUBaX OpPraHU3alIUM.

3.9 npoBepKy HaIMYUS U COCTOSIHUSI JOKYMEHTOB U JIEJ.

OcBoeHue yueOHON JUCIMILIMHBI CTOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(EeCCHOHABHBIX KOMIETEHIINMN:

Kon HaumeHnoBanue 001X ¥ npoecCHOHAIBHBIX KOMIIETEHIUH

OK 01 | Beibupats criocoObl penieHus 3a/1a4 NpopecCUOHAIbHOMN 1eATEeIbHOCTH, IPUMEHUTENIBHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02 | Mcnonp30BaTh COBpEMEHHBIE CPEACTBA MMOMCKA, aHAaJIU3a U UHTEpIpeTaluy HHGOpMalluY, U UH()OPMALIMOHHBIE TEXHOJIOTUU JJIsl BBIIOIHEHUS
3aJ1a4 NpoQecCuOHANbHOM NesITeIbHOCTH

OK 09 | ITonp3oBatbes npodecCHOHATBHON TOKYMEHTallMel Ha TOCYAapCTBEHHOM U MHOCTPAaHHOM SI3bIKaXx.

I1K.1.1. | BoIMOAHATE py4Hble U aBTOMAaTU3UPOBAHHBIE OINEpPAMH 10 MAECHTHU(PUKALNUN U U3BJICYCHUIO CTPYKTYPHUPOBAHHBIX JaHHBIX U METAJaHHBIX U3
BHEUIHUX MCTOYHUKOB MH(POPMAIUH JIJIs TOKYMEHTHPOBAHHBIX cep AeSITEIbHOCTH OpraHU3aluu

[1IK.1.2. | ®opmupoBath MHGOPMAIIMOHHBIE OOBEKTHI M3 IMPEAOCTABICHHBIX CTPYKTYPUPOBAHHBIX JAaHHBIX M METaJaHHBIX W3 BHEIIHMX HCTOYHHMKOB
uH(pOpMaIU A7 TOKYMEHTHPOBAHHBIX chep NesITeTbHOCTH OpraHu3aluu

ITIK.1.3. | OcymecTBisATh py4HOE, ABTOMATH3WPOBAHHOE ¥/ WM aBTOMAaTHYECKOE HAIOJHEHHE WH(GOPMAIMOHHBIX 0a3 JaHHBIX M HACTpauBaTh
BHYTPEHHUE CBSI3U MEX1y HHPOPMAIIMOHHBIMH OJIOKaMH/ CTPAaHUIIAMU B CUCTEME YIPaBIEHUS] KOHTEHTOM

[1IK.1.4. | CucremaTH3upoBaTh CTPYKTYpPUPOBAHHbBIE JAHHBIE U METAJJaHHbIE TOKYMEHTUPOBAHHBIX cep AesITeNbHOCTH OPraHU3alMK JIsl CTIOIb30BaHUS

" XPaHCHUA

2.  CTPYKTYPA U COAEPXKXAHUE YYEFHOU JUCITATLTAHBI
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MNOATOTOBKHU CIICIUAIUCTOB CPEAHEI0 3BCHA

46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu

JOKYMECHTHPOBAHHbIX C(bep AEATCJIbHOCTH

1. O0beM yueOHOM JMCUMILIMHBI M BUIbI Y4eOHOH padoThl
O6bem YuyeOHas Harpy3Ka o0y4aommxcs (4ac.)
00pa3oBaTeJIbHO Harpy3ka Bo B3auMo1eliCTBHH ¢ NpenoaBarTeieM, 4ac.
il Harpy3Ku B T.4. IIpomexyTounas
aTTecTanus
Ha3Banue
Y camocTosTeIL A peero VYpoku, | IIpaktuueckue,
pabora 3aHITH Kypcosas
i JICKIIN naboparopubsie | Koncyneramuu pabora (
i 3aHATUS 06pa3
MH
OI1.07 68 8 54 34 18 2 - 6
Opranun3zanu
sI ApXUBHOTO
XpaHeHUs
JIOKYMEHTOB
u 0a3
aHHBIX

N
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

2.  Temaruueckmuii JIaH U coJiep:KaHue Y4eOHOI THCHMIIJIMHBI
Haumenoeanue pazoenoe Cooepotcanue yueonozo mamepuana, 1a6opamopHsie U nPAKmMuyecKue padomel, Oovem Ocsausaemvoie
u mem camocmoamenvHan padboma o0yUaAOUUXCA. uacos nlemMeHmol
KomnemeHuui
1 2 3 4
Pazoden 1. Opranu3zanysi ¥ HOPMATUBHOIIPABOBbIE OCHOBBI ApXUBHOTI'O JIeja
Tema 1.1. Cooeporcanue yuednozo mamepuana 4 OK 01. OK 02.
Cospemennas opranuszanus | Opranbl ynpaBjie€HUs apXUBHBIM jgenoM B Poccun. Cucrema apxuBoB Poccun. OK 09.
apxuBHOTro jaena B Poccun | TocymapcTBeHHble apXvBbl. MyHHIUTANbHBIE apXUBBL. BeIOMCTBEHHBIE apXHBHBIC IIK 1.1 -TIK1.4
CITYXOBI.
B3aumoneiictBue ®@enepanbHOro apXuMBHOrO areHTcTBa Poccuu ¢ apXMBHBIMU Cily>k0aMu
cyonekToB Denepanuu
Temamuxa npakmuuecKkux 3aHAMUIL u 1a00pamopHbvix padom 2
IIP Ne ] | DKcKypcusi B apXUB OpraHU3aINU 2
Tema 1.2. Cooeporcanue yueonozo mamepuana 6
CranoBieHue CoBpeMeHHbIE 3aKOHO/IATENbHBIE aKThI 10 apXUBHOMY neny B Poccuiickoit denepannn.
OTCHCCTBCHHOI'0 APXUBHOTO | B3anMOCBSA3b AapXUBHOTO 3aKOHOJATENICTBA C HOPMATHBHBIMH AaKTaMH CMEXHBIX
3aKOHOJaTCIbCTBA OTpaCJ'IeI‘/JI rpasa.

[IpaBoBOE peryaupoBaHue UCIIOJIb30BaHUS APXUBHBIX JTOKYMEHTOB B I'OCYIapCTBEHHBIX U
MYHUIUIIAJIBHBIX apXUBaX, apXUBaX OPraHU3alUuN

3akoHoAaTenbHble akThl P®, pernaMeHTUpYIOIIME BONPOCHl BBO3a, BbIBO3a, 0OMEHa,
BO3BpaTa apXMBHBIX JOKyMEHTOB. PaboTa ¢ HOpMaTHUBHO-TIPAaBOBBIMH aKTaMHU B 00JacTH
apXUBHOTO Jea
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

Temamuka npakmuueckux 3aHAMUIL U 1a00pAmMoOPHBIX padom

IIP Ne 2 ‘ PaboTa ¢ HOpMaTHBHO-TIPABOBBIMH aKTaMU B 00JIACTH apXUBHOTO JIea.

Pazoen 2. Apxuewt opecanuzayuii

Tema 2.1. Cooeporcanue yuednozo mamepuana OK 01. OK 02.
KommiekroBanue A® PO | Pasrpanuyenus (opM COOCTBEHHOCTH Ha apXUBHBIE JOKYMEHTHI (rOCyJapCTBEHHAs OK 09.
Onpenenenre HCTOUYHUKOB | COOCTBEHHOCTh, MyHHUIMIIATILHAS ¥ YacTHas). [opsamok onpenenenus npoduis apxusa IIK 1.1 -TIK1.4

KOMILJICKTOBAHH. 3amaun  KOMILICKTOBAHUSI TOCYAAPCTBEHHBIX M MYHHIMIAIBHBIX apXWBOB, apXHWBOB
opranuzanuii. [loHSITHE «HMCTOYHHMK KOMIUICKTOBaHUs». Kputepuu onpeaencHus
HMCTOYHUKOB KOMILJICKTOBAHUS TOCYIaPCTBEHHBIX U MYHHUIIMITAIbHBIX apXHBOB.
Temamuxa npakmuuecKux 3aHamMuil u 1a60pamopHsvix paoom
IIP Ne 3 | OnpeneneHrie ICTOYHUKOB KOMILIEKTOBAHMSI.
IIP Ne 4 | OnpeneneHre OpraHnu3aluii-uCTOYHUKOB KOMIUIEKTOBAHUS TOCY/IaPCTBEHHBIX
U MYHHIIUTIATBHBIX apXHBOB
Tema 2.2. Cooeporcanue yuednozo mamepuana OK 01. OK 02.
Opranusanus paboTsl IMopsanok co3fanus apxuBa OpraHu3anuu. HopMaTHBHBIE M METOAUYECKHE JTOKYMEHTEI, OK 09.
IK 1.1 -[1K1.4

dpXuBa OpraHru3alun

pPEryaupyOIIUe ACATENBHOCTh apXWBa OpraHu3aluu. JIOJDKHOCTHBIE HWHCTPYKLUHU
COTPY/HUKOB apXHBa.

Temamuxa npakmuueckux 3aHAMuUIL U 1a60pamopHvIX padom

IIP Ne 5 | PazpaboTka moJio>keHus: 00 apXuBe OpraHu3aiu

IIP Ne 6 | Pabota ¢ JOIDKHOCTHBIMU MHCTPYKIUSIMH COTPYAHUKOB apXHBa, 3aBEAYIOIIETO
apX1UBOM

IIP Ne 7 | CocraBieHne NPOEKTOB JOKHOCTHBIX MHCTPYKIIUN

Tema 2.3
KommnekroBanue apxuBa
OpTraHHU3aIIH

Cooepicanue yueobnozo mamepuana

CocraB AOKYMCHTOB, IMOJICI)KAIIUX TIEPCAAYC B apXUB

Homenknarypa nen. Ilopsaoxk ¢opmupoBaHus aen B opraHuszanuu. TpeGoBaHHMS K
opopmileHHIO €N, MpUHUMaeMbIx B apxuB. llo 3agaHusM, NpeLIOKEHHBIM
MIPEToIaBaTeNIeM COCTaBUTh IE€PEYeHb JOKYMEHTOB sl (POPMHPOBAHUS OTJEIbHBIX
BUJIOB €.

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

Temamuka npakmuueckux 3aHAMUIL U 1a00pAmMoOPHBIX padom

IIP Ne § | 1o 3agaHusaM, NpeasIOAKEHHBIM MPETOIaBaTEIEM, COCTABUThH OTACIIbHBIE
pazziesbl HOMEHKJIATYPBI Je.

I1IP Ne 9 | Tlo 3amaHusiM, TIPEIIOKEHHBIM ITperoaBaTesieM, 0hOpMHTH IO,
nepesaBaeMoe B apXUB

Tema 2.4.

Cooeporcanue yueonozo mamepuana

COBpeMeUHHaﬂ CcucTeMa CoBpemMeHHasl cUCTeMa HOPMAaTHMBHOMETOJWYECKUX MOCOOMH MO 3KCIEpPTH3€ LEHHOCTU 8§ 8; OK 02

epeYHEN NOKYMEHTOB nokymMeHTOB. [lepeunn nokymeHToB. Tumnsl v BUbI HepeyHen K 1.1 -TIK1.4
Temamuka npakmuueckux 3aHAMUIN U 1a00pamopHslIxX padbom
1IP Ne Pabora c [lepeuHsiMu TOKyMEHTOB U JIEI.
10

Tema 2.5. Cooeporcanue yueonozo mamepuana
OKcrepTr3a UEHHOCTH [TonsiTHE «dKCIEpTU3a HEHHOCTU AOKYMEHTOB». HayuHo-MeTonnueckue ocHoBsl JLI/T.
AOKYMCHTOB 3a/iauM dKCIEePTU3bI LICHHOCTH IOKYMEHTOB. Kputepuu s3kcnepTu3bl IeHHOCTH
JOKYMEHTOB. THIOBbIE U IPUMEPHBIE MIEPEUHH JOKYMEHTOB, MOJIOKEHUE 00 IKCIIEPTHOM
KOMHUCCHH CTPYKTYPHOTO MO/Ipa3/IeJICHNs WM OpraHU3aliu.
Temamuxa npakmuueckux 3aHAmuil u 1a00pamopusvix padom
1IP Ne o 3amanuAM, IpeTIOKEHHBIM IPETIOAABATEIIEM, IPOBECTH IKCIIEPTU3Y
11 LIEHHOCTHU JOKYMEHTOB I10 IEPEYHSIM
Tema 2.7. Cooepicanue yuebnozo mamepuana
Cucrema y4eTHBIX CocTtaB U Ha3HAYEHHE OCHOBHBIX YYETHBIX JTOKYMEHTOB. [loHsATHE «cTpaxoBoit GoHI» U
AOKYMEHTOB apXHBa «(houz nonbp3oBaHUm). BHyTpeHHUE yUeTHbBIE TOKYMEHTHI. JJOKyMeHTbI
Oprannsaluu LECHTPAIM30BAaHHOT'O TOCYJapCTBEHHOTO y4eTa

ITopsinok cocraBiieHHs YYETHBIX JOKYMEHTOB B ApXUBE: I1ACIIOPT apXUBa OpraHu3aluy, OK 01. OK 02.
xXpansien yrnpasieHdeckyro nokymentanuto, HTJ[, KOD/]. JlokyMeHTbI BHYTPEHHETO OK 09.
ydyeTa B apXHBe OpraHU3alliu: KHUTa y4eTa MOCTYIUIEHUS U BBIOBITHS JOKYMEHTOB, IIK 1.1 -IIK1.4

crucok (hOHIOB, THCT GOH/IA, OTUCH JIeJT, PEECTP OIMHKCEH, MAaCOPT apXMBOXPAHIIIHIIA,
neno GoHpa.

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.

Cmp. 150 uz 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
AOKYMEHTHPOBAHHbIX C(I)ep HEeATCJIbHOCTH
Temamuka npakmuueckux 3aHAMUIL U 1a60pPamopHsIX padom 1
1IP Ne CocraBieHr€e YYETHBIX TOKYMEHTOB apXuBa 1
12
Tema 2.8. Cooeporcanue yuednozo mamepuana 6
Hcnonb3oBanus DopMBbI UCTIOJIB30BAHUS APXMUBHBIX JOKYMEHTOB B I'OCY1APCTBEHHBIX, MyHULIUIIAIbHBIX U OK 01. OK 02.
JTOKYMEHTOB apXHBa apXuBax OpraHu3anui OK 09.
MeToaudeckoe 06ecIeyeHHe HCIOIb30BaHMUs JOKYMEHTOB apX1UBa OPraHU3aILH. IIK 1.1 -IIK1.4
PerynupoBanue noctymna K JOKyMeHTaM apxuBa opranuzanuu. Kommepueckas TaifHa,
TailHa JTUYHOM )KU3HH, ABTOPCKOE MPABO, TOCYIAPCTBEHHAS TallHA. XapaKTEpUCTHKA
uenei u (opM UCIONB30BaHUS JOKYMEHTOB apXHBa
Temamuka npakmuueckux 3aHAMUIL U 1a00pamopHsIX padom 2
1IP Ne Opranu3zanys UCIOIb30BaHUS JOKYMEHTOB B apXHUBaX OpraHU3alui 1
13
1IP Ne CocraBieHre OTBETOB Ha 3alpOChl FPAXK/IAH. 1
14
Camocmoamenvnas paboma 2
Ilpomesiccymounasn Koncynsmanus 2
ammecmayus
Dkzamen 6
Oovem oopazosamenbHoll HAZPY3KU 32
3.  YCJOBMUS PEAJIM3AIIMA ITPOTPAMMBI YYEBHOU TUCIUTIJIAHBI
1. MarepuaibHO-TEXHHYECKOe o0ecrieyeHne
Jlexnun JlabopaTopHbie paboThl M NPAKTHYECKHE 3AHATHS
MecTo npoBenenusi pador (kaduner, Jadboparopus, Kabunetr «ApxuBoBEACHUS» Kabuner «ConnanbHO-2KOHOMHUYECKUX TUCITUTLTAH)
MacTepCcKasi, OJIUTOH)
KosnuyecTBo pabounx mect 25 25

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

OcHamenue padoyux mect (Medesib, 0CHOBHOE U Pabouwnii cronm U cTyn Mo KonuyecTBy oOydaroluxcsi, pabodee MeCTO IpenojaBaress,
BCIIOMOraTe/ibHOe 000py/i0BaHMe) apxuBHbBIE MKa(bI, 0OPUCHBIE CTEIIAXKH.

[TepcoHanbHbIN KOMIIbIOTEp TIpenogaBareisi, MOV, mpoekTop, SKpaH, JOCKa.

YyeOHO-HATJIAAHBIE TOCOOHSI (CTEH/IbI, CXeMbI, IJIAKATHI
u 1ap.)

HNHcTpyMeHTHI, NPUHAINIEKHOCTH, IPUCTIOCO0/IeHHS],
HHBEHTAaphb

Pacxognbie MaTepuabl

2. HNudopmannoHHO-0HOJIMOTEUHOE 0DecTIedeHne
1. bapunosa, E. b. DnekTponHbIi apxuB: yueOHOE mocobue aisi cpeaHero npodeccuoHanbHOro oopasopanus / E. b. bapunoBa. — Mockaa :
WznatensctBo HOpaiit, 2024. — 166 c. — (Ilpodeccnonansroe obpazoBanue). — ISBN 978-5-534-17004-7. — Tekcrt : >1neKTpOHHBIH //
ObpazoBarenbHas wiatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/544964 (nata obpamenus: 09.02.2024).
2. Packun, JI. WM. Meromuka u MpaKkTUKa apXWBOBENECHUS : YYEOHMK UIsi cpeaHero mnpodeccuoHanbHOro obpazoBanus/ [I. W. Packun,
A. P. CokonoB. — 2-¢ u3n. — Mocksa : U3natensctBo IOpaiit, 2024. — 416 ¢. — (IIpodeccuonanproe oopazopanue). — ISBN 978-5-534-
16252-3. — Tekcr : anexTpoHHbIN // Obpa3oBarenbHas miardpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539267 (nara obparueHus:
09.02.2024).
3. Opranusanus o0pa3oBaTeJbHOI0 Mpolecca
Ne YciaoBus opranu3anuu 00pa3oBaTeIbHOI0 Mpouecca TpeOoBaHMsl K YCJIOBUAM OPraHU3alMU Mpumeyanus
o0pa3oBaTeJIbLHOIO Mpouecca
1. | Heo6xoammMocTh KOHIIEHTPUPOBAHHOTO O0yUYEeHHS Hem
2. | HeoOxoaumocTh BbIXo/1a B MPO(UIIbHBIE OpraHU3allny, Hem
YUPEKICHUS, Ha TPEATIPHUSITHS
3. | HeobxoamMocCTh J1esieHus! Ha TOATrPYIIIbI Hem
4. | IlpumeHeHne SIeKTPOHHOTO 00YUEHUS U JUCTAaHIIMOHHBIX Hem
TEXHOJIOTHI
5. | IleppogyHOCTh KOHCYIbTALUI CornacHo pacnMCcaHuIo YueOHbI

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 152 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

| kabuner

KOHTPO.Ib U OIIEHKA PE3YJbTATOB OCBOEHUWS YYEFHOM TUCIIUILINHBI

Paznennl, TeMbl

Pe3yabTarsl 00yueHust

®opMbI M METOAbI KOHTPOJIS

Pa3zoen 1. Opranuzanus u
HOPMAaTHUBHOIIPABOBHIC
OCHOBBI ApXHUBHOTO JIeJIa

V.1 knaccuduupoBath JOKyMeHTH ApXxuBHOTO (oHa Poccutickoii denepanmu;

V.2 ycranaBnuBaTh POHIOBYIO MIPUHAIIC)KHOCTE IOKYMEHTOB;

V.3 onpenensaTs NICTOYHUKN KOMIUIEKTOBaHMSI apXUBa;

V.4 pazpabaTeiBaTh MONOKEHUS 00 apxXWBe OPraHU3allMl ¥ OJKCIEPTHOH KOMHCCHU
CTPYKTYPHOT'O TOJIpa3ieNIieHHUs OpraHu3aliy, apXuBa OpraHU3alliiy;

V.5 ohopMIIATh Pe3ysIbTaThl SKCIIEPTU3BI [ICHHOCTH JOKYMEHTOB;

V.6 cocTaBIAT HOMEHKJIATYPY JEIT;

VY.7 dopmupoBaTh Jena i Iepeiaun B apXUB OpraHu3aluig;

V.8 coCTaBATH YUETHBIE JOKYMEHTHI apXHBa;

V.9 cocTaBIATE OTBETHI Ha 3alPOCHI TPAXKIaH;

V.10 BBIABIATE HapyLIEHHS B MOPSIKE BBIJA4H, [TOJIb30BAHUS U BO3BPALLEHUS JOKYMEHTOB
apXuBa;

V.11 cocTaBnaTh JOKYMEHTALUIO O BBIAYE TOKYMEHTOB apXHBa MOJIb30BaTENAM;

V.12 onpenendars HapylmeHUs] B OpPraHHU3allMd ONTHUMAJIBHBIX PEXHMOB XPAaHEHUS

ITPNel — ITPNe2
TecTupoBaHue MO TEMe
«Opranuzanus u
HOPMAaTHBHOIIPABOBBIC OCHOBBI
ApPXUBHOTO JIETIa»

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

Pa3zoen 2. Apxuenl
opzanu3zauyuil

JOKYMEHTOB apXHBa;

V.13 npoBOOUTH NPOBEPKY HATMYMUS U COCTOSIHUS JIEIT;

¥.14 roTOBUTH aKT IPOBEPKHU HAINYMSA U COCTOSIHUS IOKYMEHTOB U JIEI.

3.1 3agaum apxuBHOH ciry>k0bI B Poccuiickoit dexeparmm;

3.2 npu3HaKku KIaccupUKauu JoKyMeHToB ApxuBHOro onna Poccuiickoit denepanny;
3.3 peKuMBI B CIOCOOBI XpaHEHHS apXUBHBIX IOKYMEHTOB, TIOPSIOK BBLIAYH /€T,
3.4 nopsAA0K oIpeneeHne UCTOYHUKOB KOMIUIEKTOBAHUS apXUBa;

3.5 cocTaB TOKyMEHTOB apXMBa OpraHU3alliH;

3.6 MOPSIIOK MPOBEACHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB;

3.7 sTansl MpoBeACHUs SKCIEPTU3bI IEHHOCTH JOKYMEHTOB;

3.8 opraHu3aLMI0 UCHOIb30BaHUA JOKYMEHTOB B apXUBaX OpPraHu3alui.

3.9 npoBepKy HAJIM4MS U COCTOSIHUSA JOKYMEHTOB U JIE.

ITPNe3 — TIPNe14
TectupoBaHue 110 TeMe
«ApXHBBI OpraHU3ALUI»

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.

Cmp. 154 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS TIPOTPAMMA YYEBHOM JUCITATIIAHBI

OI1.08 IIpaBoBbIe 0CHOBBI NPO(eCcCHOHAIBLHOM 1eATeTbHOCTH

COJAEP/KAHUE

1.[TactiopT paboueli mporpaMMbl y4eOHOM TUCIIUILTAHBI

2.  CrpykTypa U coepkaHue yueOHON AUCIUITITUHBI

3. YcnoBus peanuzanuu yaeOHON TUCIUTUIMHBI

4. KoHTpomb ¥ OlleHKa pe3yIbTaTOB OCBOCHUS yUeOHON AUCIUTIITMHBI

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 155 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

1.

1. MMACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JIAUCIIUILIIAHBI
OI1.08 IIpaBoBbIe 0OCHOBBI NPOGQecCHOHATBHOM 1esITeIbHOCTH

Obs1acTh NPpUMEHEHUs TPOrPaAMMBbI

Pabouas mporpamma mpemHaszHaueHa aisi u3ydeHus: yueOnoit maucumrumabsl OI1.08 IlpaBoBble OCHOBBI MpodeccHoHANBHOW AesTenbHOCTH. Pabouas
nporpaMmma yueOHoU TucIUIUIMHb pa3padorana Ha ocHoBe @I'OC CIIO no cnenuansHocTh 46.02.02 OOecniedyeHre TEXHOIOTHYECKOTO COMPOBOKICHUS
UppoBOH TpaHCPOPMAILIUU TOKYMEHTHPOBAHHBIX chep AesITeTLHOCTH.

2.  Mecto yueOHOIl TMCHUIIMHBI B CTPYKTYpPe OCHOBHO npodgeccnoHaIbHOii 00pa30BaTeIbHOI NPOrpaMMbl
Pabouas mporpamMmma ydeOHOW TUCHUIUIMHBI SIBJISICTCS 4acThIO OCHOBHOM MpodeccHoHanbHONW 0o0Opa3oBaTenbHO mporpammbl 46.02.02 OGecneueHue
TEXHOJIOTHYECKOT0 COMPOBOXKACHUS IU(PpoBOI TpaHCcHopMaLMK TOKYMEHTHPOBAHHBIX c(hep esATeTbHOCTH.

CornacHo yueOHOoMy TutaHy YyueOHas mguctumuimHa OI1.08 TIpaBoBbie OCHOBBI

Ilpogheccuonanvhwiii yuka.

3.  Ilnmanupyemble pe3y/ibTaThbl OCBOEHHUS y4eOHOM TUCIMIIMHBI
B pe3ynbrate ocBoeHUs yueOHON NUCHUIUIMHBI 00YYatONIHICS JTOJIKEH:

npohecCHOHANBHON JEATENbHOCTH BXOAUT B WK [1.00

YmMmeThb

V.1 ompenenars akTyallbHOCTh HOPMATHBHO-TIPABOBOM JJOKYMEHTAIMH B IPOGECCHOHATILHOMN 1€ATEIbHOCTH;
V.2 ucnonb30BaTh MPABOBYIO HHGOPMAIIHIO B TPOPECCHOHATBHON EATETbHOCTH;

V.3 NpUMEHATH CTaHAAPThl AHTUKOPPYNIIMOHHOTO MTOBEICHMUS;

V.4 npuHUMaTh MephI N0 COXPAHEHHUIO KOHPHUACHIINATbHON HH(OpMaIUY;

V.5 obecnieunBaTh COXpaHHOCTh MEPCOHAIBHBIX TJAHHBIX PAOOTHUKOB.

3HaTh

3.1 conepxaHue akTyaJabHOM HOPMAaTUBHO-IIPABOBOM JOKYMEHTALINH;

3.2 cTaHJapThl AHTUKOPPYNLIMOHHOTO MOBEAEHUS U ITOCIIECTBUS €TI0 HAPYILIECHUS;

3.3 HopMaTHBHBIE IIPaBOBbIe akThl Poccuiickoit @enepanuu B chepe HHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUI;
3.4 HopMaTHBHBIE ITpaBOBbIe aKkThl Poccuiickoii Penepanuu 1o 3amuTe HHPOPMALINK;

3.5 HopMmaTHuBHBIE TPaBOBbIe akThl Poccuiickoit Penepanyu B chepe nHPOopMamoHHON 0€30MacHOCTH;

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

3.6 TpeboBaHMs OXpaHbI TPY/A;

3.7 HOpMaTHBHEIE ITPaBOBbIe akThl Poccuiickoii @eneparun B chepe HHPOpMaLny;

3.8 HopMaTHBHBIC MMPaBOBBIC akThl Poccuiickoit Deaepanuu B chepe 1eI0nporu3BOICTBA;
3.9 HopMaTHBHEIE ITpaBOBbIe akThl Poccuiickoii @enepannu B chepe TpyAOBbIX OTHOLICHUH;
3.10 J10KaIbHBIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOIINE TPYAOBbIE OTHOILLICHHUS;

3.11 HopMaTuBHEIE TpaBOBBIC akThl Poccuiickoit denepanuu B chepe apXUBHOTO JIeTa;

3.12 HOpMaTHBHBIC ITPaBOBbIC aKThl Poccuiickoit denepariuu B 001acTH KOHPUIACHITMATHHON HHPOPMAIIMK M 3aIIMTHl IEPCOHAILHBIX JTAHHBIX.

OcBoeHne yueOHON AUCIMILIMHBI CITOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(EeCCHOHATBHBIX KOMIETEHIIUNA:

Kon HaumeHnoBanue 001ux ¥ NpodecCHOHAJBHBIX KOMIIETEHIUH

OK Bribupath ciocoOsI penienns 3a1ad npoQecCHOHANBHON NeSTeTbHOCTH IPUMEHUTEIHHO K PA3IMYHBIM KOHTEKCTAM

01

OK Hcnonb30BaTh COBpEMEHHBIE CPEJICTBA MIOMCKA, aHAIN3a U HHTEpIIpeTaliMi HH(QOpMAaLUK U HHPOPMAIIMOHHbIE TEXHOJIOTHH JIsl BBITOJIHEHUS
02 3aJ1a4 NpoQecCuOHANbHOM NesITeIbHOCTH

OK [TnaHupoBaTh U peaqn30BbIBaTh COOCTBEHHOE NPOPECCUOHATBLHOE U JIMYHOCTHOE Pa3BUTHE, IPEANTPUHUMATEIBCKYIO 1€ATEIbHOCTD B

03 npodeccuoHaIbHOM cepe, NCIO0Ib30BATh 3HAHHS 0 PABOBOW M (PMHAHCOBOM IPaMOTHOCTH B Pa3IMYHBIX KU3HEHHbIX CUTYaIUsIX

OK D¢ heKTUBHO B3aMMO/IEHCTBOBATh U Pa00TATh B KOJIJIEKTHBE M KOMaH/IE

04

OK [Tonb30BaTbes MpodeccnoHaNTbHOM JOKyMEHTAluel Ha rOCy1apCTBEHHOM U MHOCTPAHHOM SI3bIKAaX

09

[IK Ocy1ecTBISITh KOHCYJIBTAMOHHYIO IOJIJIEPKKY paOOTHUKOB OpraHU3alliy B Mpolieccax HUPpoBoi TpaHCPopMaIK TOKYMEHTHPOBAHHBIX chep
1.5. JESITEIbHOCTH

IIK ObecneunBaTh Y4eT U COXPAaHHOCTb CTPYKTYPUPOBAHHBIX TAaHHBIX JOKYMEHTHUPOBAHHBIX C(ep ACATEIbHOCTH, pa3MEIIeHHbIX Ha OUIIMATbHBIX
2.2. caliTax OpraHu3anuu

IK [TpoBOIUTH MOHUTOPHUHT COOJIOJICHUS JTOKAIbHBIX MPaBUI OOMEHA, y4eTa U COXPAaHHOCTU COOOIICHUH 3JIEKTPOHHOM MOYTHI

2.3.

2.  CTPYKTYPA U COAEPXXAHME YYEFHOU JUCITATLIAHBI

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 157 uz 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

1. O0beM yueOHOH TUCHUIIMHBI M BUIbI Y4eOHOH padoThl
O0bem YueOHas Harpy3ka o0y4aroumuxcs (4ac.)
o0pa3oBaTebHO Harpy3ka Bo B3auMoeliCTBHU ¢ NpenogaBarTeieM, 4ac.
i Harpy3KH B T.4. IIpome:xyTouHast
arrecraums
Haszsanue Y] CaMOCTOSITEIbHAS BCEro
pabora 3aHATH Ypoku, | Tlpakuucckue, KypcoBas
N nexkuu | nabopatopusle | Koncynpranuu
i pabota
u 3aHATHUS

OI1.08 IIpaBoBoe 96 8 87 46 40 1 - 1
o0ecrieueHue
npodeccroHalbHO
1 1eATEIIbHOCTH

Dopmst [TA T

2. TemaTnuyecKkuil IUVIaH U coJepkaHue Y1eOHOM TN CHUNIHHBI

Haumenoeanue pazoenoe u mem Cooepicanue yuednozo mamepuana, 1a60pamopmusle u Oovem Oceausaemole

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 158 uz 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

npaxkmuueckue padomst, camocmoamenvHas paboma yacoe Inemenmuol

obyuarouguxcs. KoMnemeHnuyuii
1 2 3 4
Tema 1. Cooepotcanue yueonozo mamepuana 16 OK.01 — 04, OK.09,
IpaBa u 00s3aHHOCTH CITYXKALIHX Bunbl mpaBoBOro craryca rocyapCTBEHHOTO CIIyXKallero 4 TK.1.5,

[1K.2.2,IIK.2.3

[Ipexpaienue cny:ke0HOr0 KOHTPAKTa Ha TOCYJapCTBEHHOM Cityx0e:
OCHOBAHMS U periaMeHTaIus

[IpuHIMIIBI TOCYJApPCTBEHHOH CITYKOBI
[TonsTHE TpaBOBOTO perynupoBaHus B cdepe mpodeccuoHanbHOM | 4
JeATeILHOCTH.

3aKOHO/IATENbHBIE aKThl U MHbIE HOPMATUBHO-TIPABOBbIE JOKYMEHTBHI,
peryaupyolire MpaBoOTHOIICHUS B IPO(ECCUOHATBLHOM 4
NEeSATEIbHOCTH

Temamuka npakmuyecKkux 3aHAMUI u 1a600pamMoOpHbLIX padom 15

Hcnonp30BaHre IpaBoBOi HHPOpMAIH B
IIP | mpodeccuoHanbHOM nesTeNbHOCTH «PelieHrne CUTYalluOHHbIX | 3
Ne [ | 3agauy»

IIP | cnonp30BaHUE TPYAOBOIO 3aKOHOJATEIbCTBA IIPHU 3allUTE
Ne 2 | cBoux mpaB «PenieHne cuTyallMOHHBIX 3a/1a4»

Hcrnonbs3oBaHKe TpyI0BOIO 3aKOHOIATEIBCTBA IIPU 3aLUTE
IIP | cBoux npaB «COCTaBIICHUE 3asBJICHUS O PACTOPKEHUH 3
MNe 3 | TpynoBOro goroBopa»

Hcmons3oBanne TPYAOBOI'O 3aKOHOJATCIIBCTBA IIPH 3alIUTC
CBOHX IIpaB «CocTraBilIeHHE HCKOBOI'O 3asBIICHUS O

N . 3
IIP | mpuWBIIEYEHUH K MAaTEPUATBHON W/WIIN AUCITUTUTMHAPHON
Ne 4 | OTBETCTBEHHOCTH pabOTHUKA»
IIP | Vcnonb30BaHKE TPYAOBOTO 3aKOHOAATENIBCTBA MPH 3aIUTE 3

MNe 5 | cBoux mpaB «CocTaBieHre X0/1aTaliCTBa O CHATUHU
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

| MaTepUaIbHOTO U/UTU IUCHUIUIMHAPHOTO B3BICKAHUS
Tema 2 3akoHOATEIIBHBIE AKTHI U Coodeporcanue yueonozo mamepuana 16 OK.01 - 04, OK.09,
HOPMAaTHBHBIE JOKYMEHTBI, PETYIUPYIOMUE | DuU3MUeCKHUE IUIA UX TPABOCIOCOOHOCTh U IEECIOCOOHOCTD 4 IIK.1.5,
MIPaBOOTHOIICHUS (DU3UIECKUX H Opunueckoe Juio. TToHsTHE U BUBI 4 [IK.2.2,11K.2.3
IOPUINYECKUX JTHI]
OTnnuns GU3HYECKHX JIUI] OT FOPUANIECKIX 4
3akoHOMATENbHBIE aKThl W Jpyrde€  HOPMATHBHO-TIPABOBEIC
JOKYMEHTBI, ~ peryjupyloniye MpaBOOTHOIICHUs B  mpouecce | 4
npodeccnoOHAEHOM IeATEIIBHOCTH
Temamuka npakmuyueckux 3aHAmMuUIL U 1a00pamopHviX paoom 15
Hcnonp3oBaHne HEOOXOJUMBIX HOPMATUBHBIX IPaBOBBIX
IIP | TOKYMEHTOB TIPH COCTaBJICHHUU 3asBJICHUS HA PErHCTPALUIO | 3
MNe 6 | ropuamnuaeckoro nuia (popma NeP11001)
Hcnonb3oBanue MIPaBOBOI uH(bOopMaIuu B
ITP | mpodeccroHanpHON AeaTenbHOCTH «COCTaBIeHHE 3asBICHHE | 3
Ne 7 | Ha peruCcTpanuio HHANBUIYAILHOTO MPEAIPUHAMATENS)
Hcnonb3oBanue MIPaBOBOI uHpOopMaIuu B
IIP | mpodeccronanpHON aeaTenbHOCTH «CocTaBieHne 3asBICHUA | 3
MNe 8 | o TUKBUAALINY IOPUAUYECKOTO JTUTIA»
Hcnons3oBanue IIPaBOBOM nHpopmanuu B
IIP | mpodeccrnonanbHOM nesaTenbHOCTH «COCTaBIeHHE CTPYKTYPHI | 3
Ne 9 | rOpuIUUYECKUX JIUID)
IIP | Ucnonws3oBaHue IIPaBOBOM nHpopmanuu B
Ne npodeccnoHaNbHOM eATeNbHOCTH «Perienne cuTyalnoHHbIX | 3
10 3a1au»
Tema 3 Cooepocanue yuednozo mamepuana 14 OK.01 — 04, OK.09,
OCHOBHEIE 3aKOHOJJATENIBHBIE AKTHI O Ipasoroe  obecneueHne  NPO(ECCHOHANLHOH — JEATENLHOCTH | , HIK.1.5,
MPaBOBOM OOecTieueHrnU POo(heCcCUOHATHLHOM roCyJapcTBEHHOM ciyx6s1 Poccuiickoii ®enepanun IIK.2.2,I1K.2.3
ACITCIBHOCTH CITyXKallixX [IpaBoBoe  obecrieueHne  mpodecCHOHANBHON  jesTenbHOCTH | 4
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

MYHUITUTIATIEHOM CiTyk0bI B Poccuiickoit deneparuu

[IpaBoBoe  perynupoBaHH€  JIOKYMEHTAJIBHOTO  OOecredeHus

YIIPaBIECHUS U apXUBOBEICHUS 3

3aIIII/ITa CBOHX InpaB B COOTBETCTBUU C TPYAOBbBIM 3

3aKOHOJIATEILCTBOM OK.01 — 04, OK.09,
Temamuxa npakmuuecKkux 3aHamuil u 1a60pamopHuvix padom 10 TIK.1.5,

IIP | PemeHue CUTYallMOHHBIX 33]]a4 M COCTABJICHHE YBEIOMJICHUS MK.2.2,[1K.2.3
No 0 CITy»eOHOH TIPOBEPKE TPAKIAHCKOTO CITYKAIIETO 3

11

I[P | PemieHue CUTYallMOHHBIX 3314 M COCTaBJICHUE CIIYKeOHOM

MNe | 3ammcku 0 HapyIIEHHH TPYIOBOTO PACTIOPSIKA CITYKAIlUM 3

12

IIP | PelieHue CUTyallMOHHBIX 337a4 M COCTaBJIICHUE MpPHUKa3a O
No HAJIOXEHUH JUCHUIUIMHAPHOTO B3BICKAHMS B OTHOILIEHUU | 2
13 COTPYIHUKA

IIP | PemieHue cuTyallMOHHBIX 3a/1a4 U COCTABJIEHUE aKTa 00 OTKa3e
No COTpYIHUKA MMOIIHCATh MIPHUKa3 0 HAJIOKEHUH | 2
14 JUCHUIIIIMHAPHOTO B3bICKAHUS

Camocmoamenvnas paboma odyuaroujuxcs 8
Tembi 01151 camocmoamenvHol pabomai:

IToaroToBUTHL COOOIIEHHE:

«PaccMoTpeHre HHANBUAYAIBHBIX TPYJIOBBIX CIIOPOB B CYJIE»,
«MarepuanbHas OTBETCTBEHHOCTh paOOTHHUKA U pabOTOIATEIs»
«Peopranuzanus OPUINYECKOTO JIUIIA»

«YHUTApPHBIE PEITPUATHSI

«OcymiecTBneHne MpeANPUHIMATETBCKOM JeSITeIbHOCTH
HCCOBCPHICHHOJICTHUMMN

PernonanpHOE 3aKOHONATENHCTBO IO BOMPOCAM TOCYAApCTBEHHOU
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

g

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

CITYyKOBI»

«PeecTp rocy1apCTBEHHBIX JOJIKHOCTEI

«IpaBoBO¥i cTaTyC MyHULUIIAJIBHOTO CIIYKAILET0»

Koncynomauyus 1

Ilpomesxcymounan ammecmayus -
Jucppepenyuposanniii 3auem 1
Maxkcumanvnas yuedoHas Hazpy3xa 96

3.

YCJIOBUSI PEAJIM3ALIAU ITIPOT'PAMMBI YYEFHOM U CIHUILITAHBI

1. MaTepuajbHO-TEXHHYECKOE 00ecnevyeHne

Ypoku, jJekuun

JlabopaTropHble, NPAKTHYECKHE 3aAHATUSA

MecTto npoBenenus pador

KaOWHET MpaBOBOT'O obecrnieueHUs HpO(beCCHOHaHLHOﬁ

KaOWHeT IIpaBOBOT'O obecneueHUs HpO(pGCCHOH&JIBHOI’I

(kabuner, Jadoparopus, JIEATEIIbHOCTH JIESATENbHOCTH
MAacCTepCKasi, NOJUIOH)
KoauvecTBo padounx mect 25 25

OcHamenue padbo4ux MecT
(Mebdes1b, 0OCHOBHOE H
BCIIOMOraTejibHOe
o0opynoBanue)

Crounbl, cTynbs, AOCKA KJIACCHAs
MynbsTumeauitHas cucreMa; [lepcoHaibHbIA KOMIIBIOTEP

Croubl, cTyJbs, JOCKA KJIACCHAs
MyneTumenuiiHas cuctema; [lepcoHambHBINA KOMITBIOTED

Y4yeOHO-HAIISIAHbIE IOCOOUS
(cTeHabl, cXeMbl, IJIAKATHI U AP.)

Koncrurynus P®; Tpynosoii koneke PD; Kogekc 06
aIMUHUCTPATUBHBIX NTpaBoHapymeHusax P®; 3akoHsl,
IIOCTaHOBJIEHUSI, HOPMaTUBHO-TIPaBOBbIE aKThl PD n

Koncrurynus P®; Tpynosoii koneke PD; Konekc 06
aMUHUCTPATUBHBIX ITpaBoHapymeHusax P®; 3akoHsl,
IIOCTaHOBJIEHMSI, HOPMaTUBHO-TIPAaBOBBIE aKThl PD n

cyonexToB POD. cyOnekToB POD.
HNucTpyMeHTHI,
NPUHAJIEKHOCTH,
npucnocodieHnsi, MHBEHTaph
Pacxoanbie maTepuaJibl HET HET
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

2. HNudopmaunoHHOo-0HOJIMOTEUHOE 0OecTieueHne

1. Bant, B. C. IlpaBoBbie OCHOBBI IPO(ECCHOHATIBHON ACATEIBHOCTH : Y4eOHOEe MOCOOHe ISl CPeaHero mpodeccuoHaNbHOrO 00pa3oBaHus /
B. C. bsint. — 3-e wusn., ucnp. u gom. — Mocksa : UznatensctBo FOpaiit, 2024. — 303 c. — (IIpodeccuonanbHoe obpazoBaHue). —
ISBN 978-5-534-16146-5. — Tekcr : anexkrponnsiii / O6pazoBatensHas miatdopma KOpaiir [caiir]. — URL: https://urait.ru/bcode/538908

(mara obpamenus: 09.02.2024).

2. Illa6mosa, E. I'. IIpaBoBbie OCHOBBI MPO(HECCHOHATLHON ASATEILHOCTH : yueOHOEe oco0ue s CpeaHero mpodecCHoHaaIbsHOro oopa3oBanus /
E.T. llIa6nosa, O. B. Xepusxk, T. [1. Hlumynuna ; nox odbmeit penakuueit E. I'. [[labnoBoii. — Mocksa : U3natensctBo FOpaiit, 2023. —
192 c. — (IIpoeccnonansuoe oopazoBanue). — ISBN 978-5-534-09383-4. — Tekcer : anekrpoHHbIi // OOpa3oBarenpHas miatdopma KOpait
[caiiT]. — URL: https://urait.ru/bcode/517212 (nata oopamenus: 09.02.2024).

3. Opraﬂn3aunﬂ 06pa30BaTeJIbHOFO nmpouecca

Ne YcaoBust oprann3zanum 00pa3oBaTebHOIO Mpouecca TpeGoBanus K yCJI0BUSIM OPraHU3ALNH Ipumeyanus
o0pa3oBaTeIbHOIO Mpolecca
1. | Heo6X0ammMocTh KOHIIEHTPUPOBAHHOTO O0yUYECHHS Hem
2. | HeobxoammocTh BbIX0/1a B MpO(HUIIBHBIE OpTraHU3aIlnH, Hem
YUpEKIAECHUS, HA IPEANPUATHS
3. | HeoOxomumocTh feneHus Ha MOATrPYIIIIbI Hem
4. | IlpumeHeHuE JIEKTPOHHOTO OOYUESHUS U AUCTAHITMOHHBIX Hem
TEXHOJIOTHI
5. | IleppoanIHOCTH KOHCYIIBTAITUI CornacHo pacnucaHuIo VYueOHbIit
KaOWHET
4.  KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHHUS YYEBHOM JUCIHUIIIAHBI
Pasnennl, TeMbl DopMbI U
Pe3yabTaThl 00yueHus MeTO/IbI
KOHTPOJIsI

I Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

g

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

Tema 1. ITpaBa u 00s3aHHOCTH CITY>KAIIIUX

Tema 2. 3axoHOJATENbHBIE KTl © HOPMATHUBHBIE IOKYMEHTHI,
peryaupyolue npaBoOTHOIEHUS PU3MUECKUX U FOPUANUYECKUX
JIULL

Tema 3. OcHOBHBIEC 3aKOHOAATEIBHBIE AKTHI O IPABOBOM
obecrieueHnU NMPOGECCUOHATHHON JEATETLHOCTH CIIY>KaIIUX

V.1 ompenensTs akTyalbHOCTh HOPMATUBHO-TIPABOBOW TOKYMEHTAIIUU
B Ipo)eCcCHOHANLHON JIeSITeTbHOCTH;

VY.2 wncnonp30BaTh MPaBOBYIO HHGOPMAINUIO B MPOodecCHOHATBHOMN
JeSITEIbHOCTHY;

V.3 npUMEeHATh CTaHAAPThl AaHTUKOPPYIIIMOHHOTO MOBEIEHUS;

Y.4 nmpuHHMATh Mepel 10 COXPAaHEHHWI0 KOH(QUACHIHNATHHON
nH(pOpMAaIUH;

V.5 obecnieunBaTh COXpPAaHHOCTH IEPCOHABHBIX JaHHBIX PAOOTHHUKOB.
3.1 coaep:kaHue aKTyaJbHONH HOPMATHBHO-TIPABOBOM TOKYMEHTAIUH;
3.2 cTaHAapThl AaHTUKOPPYNLUOHHOIO MOBEJCHUS U MOCIEACTBUS €TO
HapyLICHUS;

3.3 HOpMaTHBHBIE TpaBoBBIe akThl Poccuiickoii Mexepaunu B chepe
MH(POPMALMOHHBIX ¥ KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

3.4 HopMaTHBHBIE ITPaBOBbIE akThl Poccuiickoit denepanuu Mo 3aiure
UHPOpMAIUH;

3.5 HopmaTuBHBIE IpaBoOBBIE akThl Poccuiickoit denepaunu B cdepe
WH(POPMAITMOHHON 0€301TaCHOCTH;

3.6 TpeboBaHMsI OXpaHBI TPY/A;

3.7 HOpMaTUBHBIE TIpaBoBbIe akThl Poccuiickoii dexepannu B chepe
nH(pOpMAaIUH;

3.8 HOpMaTHBHBIE TIpaBoBBIe akThl Poccuiickoii dexepannu B chepe
JIeIIONPOU3BO/ICTBA;

3.9 HopmaTuBHBIE IpaBOBBIE aKkThl Poccuiickoit denepaunu B chepe
TPYAOBBIX OTHOIIEHHUI;

3.10 yokanbpHBIE HOPMATHUBHBIE aKThI, PETIIAMEHTUPYIOIINE TPYIOBBIE
OTHOIIEHUS;

3.11 HopMaTuBHBIC TIpaBOBBIe akThl Poccuiickoii denepanuu B chepe
apXUBHOTO JIENa;

3.12 HopmartuBHBIE TpaBOBble akThl Poccuiickoit denepanuu B
o0nacTi KOHQUACHINAIBHOH MHG)OPMAIMU M 3alIUThl IEPCOHAIBHBIX
JaHHBIX.

TectNel,
IIPNel -5

TecTtNe2
TIPNe6 - 10

TectNe3
TIPNell1 - 14
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

PABOYAS TIPOT'PAMMA YYEBHOM JUCHUIIINHBI
OI1.09 KomnbrorepHasi 00padoTKka JOKyMEHTOB

COJEPKAHUE

1. IMacnopt paboyeii mporpaMmMbl y4eOHOMN TUCHUTIIMHbI

2.  CrpykTypa u couepkaHue yueOHON AUCIUILITUHBI

3. VYcnoBus peanuzanuy yaeOHON TUCIIUTUTAHBI

4.  KOHTpOJb U OLIEHKA Pe3yJbTaTOB OCBOCHHUS y4eOHOM JUCIUIUIMHBI
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

1. MACHHOPT PABOYEM NPOT'PAMMBI YYEBHOM JUCITATIIAHBI
OI1.09 KomnbrorepHasi 00padoTKa J10KyMEHTOB
1. Obs1acTh NPUMEHEHHUSA POrPAMMBbI
Pabouas mporpamma mpenHazHaueHa i usydeHus: ydeOnoi muctmmamasl OI1.09 KommbrotepHas oOpaboTka mokymeHToB. PabGouast mporpamma
yueOHo aucuuiuHbl padpadorana Ha ocHoBe @I'OC CIIO no cnenuansHocTH 46.02.02 ObecnieyeHrne TEXHOJIOTMYECKOTO COPOBOXKICHUS [IUPPOBOIA
TparchopMaIyu TOKyMEHTUPOBAHHBIX c(hep NeATeITbHOCTH.

2.  Mecto yueOHOIl TUCHUILTUHBI B CTPYKTYpPe OCHOBHOI npogdeccuoHaIbHOI 00pa3oBaTeIbHOI NPOrpaMMbl

Pabouas mporpamma yueOnoit mucummumael OIT.09 KommnbroTepHas o0pa®oTka JOKYMEHTOB SBIISIETCS YacThbI0 OCHOBHOWM MpO(ecCHOHATBHON
oOpa3zoBatenbHoil mporpammbl 46.02.02 ObGecrnieueHue TEXHOJIOTMYECKOTO COIMPOBOXACHUA LU(POBON TpaHcPopMalli JTOKYMEHTUPOBAHHBIX cdep
JESTEIbHOCTH

Cornacno yueOHomy many yueoHas aucrumuinaa OI1.09 KommnberoTepHas o6paboTka 1oKkyMeHTOB BXoauT B Mk /1.00 [Ipogeccuonanvhbiii yuxi.

3. Ilnanupyemble pe3y/ibTaThl OCBOEHUS] Y4eOHOM TUCHMIIMHBI
B pe3ynbraTe ocBoeHUs yueOHOM TUCHUIUIMHBI 00YYarOIIMICs TOJIKEH:

YMmersh | Y.1 BBINONHATE TpeOOBaHUS IO OXpaHe TPYAa U TEXHUKE 0€30MacHOCTH;

V.2 oprann3oBsIBaTh pabouee MeCTO I MAKCUMaIbHO 3 PEeKTUBHON pabOThI;

V.3 npodeccnoHaabHO OCYIIECTBIATh HA00P, opMaTHpPOBaHUE, BBIBOJ Ha MeYaTh, COXpaHEHHE TEKCTOBOM U IM(PpoBOI MHPOpMAIK HA
MEPCOHATHPHOM KOMITBIOTEPE;

V.4 yuTaTh, NOHUMATh U MCIIPABIATH MPOEKTHI JOKYMEHTOB, C UCIIOJIb30BAHUEM CIIPABOYHO-TIPABOBBIX CHCTEM;

V.5 nnanupoBats pabouee BpeMs, NCIIONIB3YsI IPEACTaBICHHbIEC 33 aHNs, TPOTPAMMHOE 00eCIICUeHIE M NCXOTHYIO TIOKYMEHTAIIHIO;

V.6 BBIOMpPATh TEXHOJIOTUIO CO3/IaHMsI TOKYMEHTA.

3unarp | 3.1 mpaBwmiIa Mo oxpaHe Tpyaa U TEXHUKE O€30MacHOCTH;

3.2 npaBuiia OpraHu3anuu pabovyero MecTa ceKperaps U pyKOBOJUTEIS;

3.3 pycckoif ¥ TaTUHCKON KJIaBUATyphl IEPCOHAIBHOI'O KOMIIBIOTEPA;

3.4 npaBuna 0(opMIIEHUS] TEKCTOBBIX JOKYMEHTOB Ha EPCOHATHLHOM KOMITBIOTEPE.

Bxooum ¢ cocmae o6pazoeamenvioii npozpammet, peanusyemoii ¢ 2024 2. Cmp. 166 uz 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

OcBoeHue yueOHON AUCIMILIMHBI CTOCOOCTBYET (POPMUPOBAHUIO OOIIKX U MPO(EeCCHOHATBHBIX KOMIETCHIIUN:

Kon HanmenoBanue o0mmx u npogecCHOHATbHBIX KOMIETEHIUI

OK 01 | Beibupats criocoOsbl penieHus 3a1a4 npodeccuoHalIbHOM 1eATeNbHOCTH MPUMEHUTENBHO K PA3INYHBIM KOHTEKCTaM

OK 02 | Mcnonp30BaTh COBpEMEHHBIE CPEICTBA MIOMCKA, aHAIN3a U HHTEPIIPETAUH HH(POpMAIMKA U HHOOPMAIIHOHHBIE TEXHOJIOTUH JIUIsl BHITIOJTHEHUS
3a71a4 MpoeCcCHOHABHON NeSITeNbHOCTH

OK 04 | DddexTnBHO B3aNMOICHCTBOBATH U PabOTATh B KOJUICKTHBE U KOMaH/IC

[TK.1.5 | OcymiecTBIsITh KOHCYJIBTAMOHHYIO MOAIEPKKY paOOTHUKOB OpraHu3alluu B Ipolieccax udpoBoil TpaHchopMaui TOKYMEHTUPOBAHHBIX
chep AesITeIbHOCTH

2.  CTPYKTYPA M COJAEPKAHUE YUYESHON JUCIATLINHBI

1. O0bem yuyeOHOM AUCHMILIMHBI U BUAbI Y4eOHO0il padoThl
Oo0bem Y4eOHas Harpy3Kka o0yyamomuxcs (4ac.)
obpasosate.b Harpyska Bo B3auMo/IeiicTBHH ¢ IpenoiaBaTesieM, 4ac.
HOIi HATPY3KH
B T.4. IIpome:xkyTou
Hasi
arrecranms Oo0bem CamocTosiTenn
oOpa3oBareJib Hasi paboTa If
HOH HATPY3KH
Ha3Banmne Py
y):[ CaMOCTOATE/Ib BCero yp()K HpaKTI/Iqu K
COB
Hasi pabora 3aHAT H, KHe, Koncynbra ygﬁ
i JIeK naboparopH 1071
! paTop H pabora
uu bI€ 3aHATHS
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« 46.02.02 OdecneyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUS M poBoii TpaHchopmannu
JTOKYMEHTHPOBAHHBIX c(ep aessTeJTbHOCTH

OI1.09
KommbroTep
Hast 90 6 78 38 38 2 - 6 36
o0OpaboTka
JIOKYMEHTOB
2.  TemaTHuyecKuii IJIAH H CO/ieP:KAHNE YUeOHOMH IMCIMILIHHBI
Haumenoeanue pazoenoe u Cooepotcanue yueonozo mamepuana, 1a60pamopHsle U RPAKMuU4ecKue padomel, Oovem Ocsausaemvble
mem camocmosmenvHas padooma o0y4arOuUxXcs. yacoe InemMeHmol
KomnemeHnuyuil
1 2 3 4
1 cemecmp
Tema 1.1. CpeacrBa u Cooepotcanue yuednozo mamepuana 15 OK 01. OK 02.
TEXHOJOrHU CO3AHM 0 KoMIIbIOTepHAs TEXHHKA M  COBPEMCHHbIe MH(OPMAIMOHHBIE TexHomorun, | O OK 04
06paboTKH TeKCTOBOM IPUMEHSEMBIE NIPH JOKYMEHTUPOBAHMU M OPraHM3alluK PabOThl ¢ JOKyMEHTaMH. [K 1.5.
ungopmannn Knaccudukanus WHPOPMALMOHHBIX TEXHOJOTUM B COOTBETCTBHU C pasiM4UeEM

UH(POPMALMOHHBIX MPOLIECCOB.

CoBpeMeHHbIC BHIbl OPITCXHHKH (HasHAYeHWe, NpABWIA OKCIUlyaTauud u | O
TEXHUYECKOT0 00CTYKUBaHUSA).

OcHOBHBIE ~ JTambl  KOMIBIOTEPHOW  MOJATOTOBKM  TEKCTOBBIX ~ KOMIIOHEHTOB
TOKYMEeHTOB (DyHKIIMM CHCTEM IOATOTOBKH TEKCTOB: (DYHKIUS BBOAA; (YHKIUS
penakTupoBaHus; GyHKIMS GopMaTHPOBAHUS; GYHKINS TIEUaTH)

OTanbl TMOATOTOBKH TEKCTOBBIX JOKYMEHTOB: co3/aHue (Qaiina JOKyMEeHTa C 6
MpeBapUTEIbHBIM ONMUCcaHuEM (OpPMBI TIOKYMEHTA; BBOJ TEKCTa; PEIaKTHPOBAHUE
BBEJIEHHONW HH(OpManmy; (popmMaTUpoBaHHE OTAEIBHBIX CTPYKTYPHBIX 3JIEMEHTOB
TEKCTOBOTO JIOKYMEHTa; IeyaTh JOKYMEHTa; COXPAaHEHHUE M BEJCHHE apXuBa
TEKCTOB.
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

Temamuxka npakmuu4ecKux 3aHaAmMuUI

IIP Ne | Vicnonb30BaHUE OPTTEXHUKHU B TPOPECCHOHAIBHON JCATEIHHOCTH
1

Tema 1.2. llpaBuaa
0(popMICHUA JOKYMEHTOB Ha
MEePCOHATBHOM KOMIIbIOTEpe

Cooepotcanue yueonozo mamepuana

20

CTpyKTypHbIE KOMIIOHEHTBI TEKCTa: 4acTh, pa3zel, I1aBa, naparpad, noanaparpad,
NYHKT, OAITYHKT, a03a1. Pa30uBKka TeKkCTa Ha KOMITO3UIIMOHHBIE 3JIEMEHTHI OOJIbIIEH
WIA MEHbLIEH BEIMYUHBI, ONpeAessieMas IeJeBbIM Ha3Haue€HUEM JOKyMEHTa.
OdopmieHne CTpyKTYpHBIX KOMIIOHEHTOB TEKCTA.

Oranbkl TMOATOTOBKM TEKCTOBBIX JOKYMEHTOB: co3laHue (daiina JOKyMEHTa C
MpeBapUTENbHBIM ONucaHue (OpMbI JOKYMEHTA; BBOJ TEKCTAa; PEeIaKTHUPOBAHUE
BBEACHHOW WH(popManmu; (HOpMATUPOBAHUE OTHEIBHBIX CTPYKTYPHBIX 3JIEMEHTOB
TEKCTOBOTO JIOKYMEHTA; [1e4aTh JOKYMEHTA; COXpaHEHUE U BEJCHUE apX1Ba TEKCTOB.

Temamuka npakmuyeckux 3aHAMU

14

IIP Ne | OdopmiieHre TeKCTa JOKYMEHTa C yU€TOM CTPYKTYPHUPOBAaHUS TEKCTa U
2 paBWI K 0OPMIIEHHIO YacTel TeKcTa

IIP Ne | TlpodeccuoHanbHbIi HAOOP TEKCTOB Ha NMEPCOHATILHOM KOMITBIOTEPE

3

OK 01. OK 02.
OK 04
IIK 1.5.

2 cemecmp

Tema 1.3.
IIpaBuna odopmienus
AOKYMEHTOB Ha
NEePCOHATbHOM KOMIIbIOTEPe

Cooepotcanue yuednozo mamepuana

Buner npaBku: mpaBKa-BBIUMTKA, MPaBKa-COKpAIIeHHE, MpaBKa-00paboTKa, MpaBKa-
nepeenKa.

Texnonorus paboTsl Haa TekcToM. CBEpKa KOMHH C OPUTHHATIOM.

3Haku 0003HAYCHUS HauepTaHus MPU(TOB. 3HAKU PACTIOTIOKEHUS HIIEMEHTOB TEKCTa
U WUIIOCTpauuid. 3HaKW u3MeHeHUs OykB, CIOB (BCTaBKa, BBIKMIKA, 3aMEHa) U
npoOenoB 3HAKW HUCIPaBICHUS TEXHUYECKUX JJePeKkToB Habopa. YmoTpebieHue
KOPPEKTYPHBIX 3HAKOB B XOJI¢ MPaBKH OQUIIUATBHO-/IEJIOBBIX TEKCTOB

Temamuka npakmuyeckux 3aHAMUI

16

OK 01. OK 02.
OK 04
K 1.5.
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IIP Ne | TIpodpeccronanbHbiii HAGOP TEKCTOB Ha MEPCOHATHHOM KOMITBIOTEPE. 8

4

IIP Ve | TlogrotoBka  JOKYMEHTOB  PAsiM4HON  CTEIIGHH  CIOXKHOCTH  C 8

5 ucnons3zoBanueM UT coznanus TOKyMEHTOB

CamocmoamenvHnas paboma 6
Ilpomescymounasn

Koncynemayus 2
ammecmauyus

IK3zamen 6

Oo6vem oopazosamenbHOll HAZPY3KU 90
3. YCJIOBUS PEAJIM3ALIAU ITIPOT'PAMMBI YUEFHOM JUCIHUILTAHBI
1. MarepuanbHO-TeXHHYECKOe o0ecnievyeHue
Ypoxu, Jiekuuu JlabopaTopHble, NPAKTHYECKHE 3AHATHS

MecTto npoBegenus padot Kabuner UT B npodeccuoHanbHOM nesSTEIbHOCTH Kabuner UT B mpodeccnonanbHoOM nesTeNbHOCTH
(kaOuHeT, Ja00paropus,
MaCTepPCKas, MOJUIOH)
KoanyecTBo pabounx mect 15 15

OcHamenue padbo4ux MecT
(Mebdesib, 0CHOBHOE H
BCIIOMOTaTe/IbHOE 000py/10BaHueE)

MOCAIOYHbIE MEeCTa MO KOJWYECTBY OOydaroluXcs, MKaQbI-CTEIUIAXH IS pa3MelIeHHus y4eOHO-HarJISIHBIX
mocoOuii W JOKYMEHTAIluu, pabodyee MECTO MpErnojaaBaTelis, MePCOHAIBHBIM KOMIBIOTED Ha Kaxaoe pabouee
MECTO: C YCTAaHOBJICHHBIM IPOTPAaMMHBIM OOECTIeUeHHEM: ONEepallMOHHAs CHCTeMa, aHTUBUPYCHAs MPOTpaMma,
TEKCTOBBIA, TabmuuHbli penaktop, CYBJl, mnporpamma nns co3gaHusi mnpe3eHTarnuii, [lepcoHanbHBIN
UH(GOPMAIMOHHBIA MeHeKkep ¢ (YHKUMSAMU TMOYTOBOTO KiuMeHTa u (Groupware, apXuWBaTOphI, MPOTPaMMBbI
CKaHUPOBaHMsI, KOHBEPTHPOBaHUsI (paiiioB,

C IOCTYIIOM B IIOOQNIbHYIO CETh MHTEPHET, B JIOKAJBHYIO CETh YUeOHOTO 3aBe/ICHUs, B CIIPABOYHO-TIPABOBYIO
CUCTEMY U DJIEKTPOHHO-OMOINOTEUHYIO CUCTEMY.

MIPUHTEP, CKaHEP, KOMMPOBAIBHBIN anmnapar, MyJIbTUMEANANIPOEKTOP, MHTEPAKTUBHAS TPUCTaBKa K JOCKE WIIH
WHTEPAKTUBHAA JI0CKA; SKPaH
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Y4eOHO-HATISIAHbIE IOCOOUS [Tonoxenus, wuHctpykiuu, ['OCTe, HOpmatuBbl, | OOpa3ubl 0oGOpMIICHHS pPa3IUYHBIX [0 COAEPIKAHUIO
(cTeHabl, cXeMbl, IVIAKATHI U AP.) | IpaBUIIA. JIOKYMEHTOB.

Cxempl  odopmileHHs ~ MaTepuana  IeYaTHBIM | 00pa3ilbl 6JIaHKOB JOKYMEHTOB

crocooom

OO0pa3ibl TOKYMEHTOB.

Coopuuk 3akoHoaTeabHbIX akToB 1 ['OCToB 1o

J0Y
HNHCcTpYMEHTBI, IPUHAAJIECKHOCTH, bymara ¢hopmara A4, kapTpHK, KAHIITOBAPHI bymara dopmara A4, kapTpHK, KAHIITOBAPHI

npucnocodieHnsi, MHBEHTapPh

Pacxoansble MaTepHuaJibl - -

2.  HudopmannoHHo-01OIMOTEeYHOE 00eceueHne
1. CoseroB, b.S. WHpopmanMoHHBIE TEXHOJOTUH: YYeOHMK Ui cpenHero npodeccruoHansHoro ooOpasoBanusi/ b. 5. Coseros,

B. B. llexanoBckuii. — 7-¢ w3a., mepepad. um jgom. — MockBa: MszmarensctBo [Opaiit, 2024. — 327 ¢. — (IIpodeccuonansHoe
oOpa3zoBanue). — ISBN 978-5-534-06399-8. — Tekcr : snextponHslii // OOpas3oBarenbHas 1uatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/536599 (nata oopamierus: 09.02.2024).
XKypasnes, A. E. Undopmatuka. I[Ipaktukym B cpene Microsoft Office 2016/2019 / A. E. XypasneB. — 4-e uzna., crep. — Canxt-IletepOypr :
Jlamp, 2023. — 124 c¢. — ISBN 978-5-507-45697-0. — TexkcT : anexTpoHHbIH / JlaHb : 37eKTpoHHO-OMOMMOTeuHas cucrema. — URL:
https://e.lanbook.com/book/279833 (aara obpamienus: 16.11.2023). — Pesxum q0CTyma: At aBTOPH3. MOJIb30BaTeNeH.

3. Opranusanusi 00pa3oBaTeJbHOI0 Mpoiecca

Ne YcaoBus opranu3anum 00pa3oBaTeibHOIO Npouecca TpeboBaHus K yc10BHSIM OPraHu3alHH Ipumeyanus

o0pa3oBaTeIbHOIO Npouecca
1. | Heo0XxoauMOCTh KOHIIEGHTPUPOBAHHOT'O O0YUYEHUs Hem
2. | HeoOxommmocTh BbIXo/1a B Mpo(UIIbHBIE OpraHU3aIlnH, Hem
YUPEXKACHUS, Ha TPEATIPHUSITUS
3. | HeoOxoamMocCTh NiesieHus Ha IO PYIITBI Hem
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4, HpI/IMCHCHI/Ie SJICKTPOHHOI'O O6y‘IeHI/ISI N JUCTAaHIIMOHHBIX Hem

TEXHOJIOTUN

5. | IleppogIHOCTH KOHCYJIbTAITUI

CormacHo PacCIIuCaHnuIO

Vuebnuoii
Kabunem

4.  KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHMS YYEEHOM JUCIHUILIAHBI

Paznesnl, TeMbI

PesyabTaThl 00yyeHus

(I)OprI H METOAbI KOHTPOJIA

Tema 1.1 Cpeocmesa u mexnono2uu
co30anus u 06pabomKu MeKcmoBoul
ungopmayuu

V.1 BbINOJHATH TPEOOBAHUS 10 OXPAHE TPYJa U TEXHUKE
0€301aCHOCTH;

V.2 oprann3oBsIBaTh pabouee MECTO JJIsi MAKCHMaJIbHO
s pexTuBHON PabOTHI;

Paszoen 1.2. Ilpasuna oghopmaenus
OOKYMEHMO8 HA NEPCOHATLHOM
KoMnblomepe

V.3 npodeccnoHanbHO OCYHIECTBIATH HA0Op, POpMATHPOBAHHE,
BBIBOJ Ha Me4YaTh, COXpaHEHHE TEKCTOBOW U IM(pOBOi nH(popManuu
Ha MePCOHATLHOM KOMITBIOTEPE;

V.4 yuTaTh, HOHUMATh U UCIPABIATH IPOEKTHI JOKYMEHTOB, C

Pazoen 1.3. Ilpasuna oghopmnenus
OOKYMEHMO8 HA NEPCOHATLHOM
KoMnblomepe

HCIIOJIb30BAaHUEM CIIPABOYHO-TIPABOBBIX CUCTEM;
V.5 ninanupoBaTh paboyee BpeMsi, HCTIOIb3Ys MPEeCTaBICHHbIE
3aJlaHus, IPOTPAMMHOE 00eCTICUeHNEe U HCXOIHYIO JJOKYMEHTAIIHIO;
V.6 BIOMpATH TEXHOJIOTUIO CO3JJaHMS IOKYMEHTA.

3.1 mpaBuiia Mo OXpaHe TPy/la U TEXHUKE 0€3011aCHOCTH;

3.2 nmnpaBuna opraHuzanuu pabodyero Mecra CeKperaps U
PYKOBOTUTEIIS;

3.3 pycckoii W JATUHCKOW  KIABUATyphl  MEPCOHAIBHOTO
KOMITBIOTEPA,

MEpCOHAJIBHOM KOMIIBIOTEPC.

[TPNel

Tecr o Teme: «Cpedcmea u mexnonocuu
C030aHUsl U 0OPAbOMKU MEKCMOBOLl
ungopmayuuy

ITPNe2-3

Tect no Teme: «lIpasuna ogpopmnenus
OOKYMEHMO8 HA NEePCOHANLHOM
KOMNbomepe»

3.4 mpaBunma  0opOpMIIEHHS ~ TEKCTOBBIX  JOKYMEHTOB  Ha

ITPNe4-5

Tect no Teme: «lIpasuna ogpopmnenus
OOKYMEHMO8 HA NEePCOHANLHOM
KOMNbOmepe»
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NPUJIOXKEHMUE I'. IIporpaMMbl y4eOHBIX JUCUMIIJIMH COIUATbHO-TYMAHUTAPHOI0 IUKJIA

PABOYAS ITIPOT'PAMMA YYEBHOM JUCHUIIINHBI

CI'.01 Ucrtopus Poccuu

COJEPKAHUE

1. IMacnoprt paboueil mporpammbl yueOHON AUCIMUITINHBI

2.  CrtpykTypa U coepkaHue yueOHON AUCIUITITUHBI

3. VYcnoBus peann3anuy yaeOHON JUCIIUTUTMHBI

4. KOHTpOJb U OLIEHKA Pe3yJIbTaTOB OCBOCHUS yueOHOM TUCIUTUTUHEI
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1. MMACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JIAUCIIUILIIAHBI

1.1 O6aacTh NPUMEHEHUS IPOTPAMMBI
Pabouas nmporpamma npeaHasHaueHa A u3ydenus yueonoit qucuumumnel CIN.01 Mcropus Poccun
Pabouas nporpamma yueOHo# nucturunabl pazpadorana Ha ocHoBe @I'OC CIIO no cnernumansaocta 46.02.02 O6ecrnieueHue TEXHOIOTUYECKOTO
COIIPOBOKACHUS UPPOBON TpaHCPOPMALIUU TOKYMEHTHPOBAHHBIX chep MesATETbHOCTH.
1.2 MecTo y4yeOHOM JMCUMILIMHBI B CTPYKTYpPe OCHOBHOM Npo(deccnoHaIbHOI 00pa3oBaTeIbHOM NPOrpaMMbl
Pabouvas mporpamma y4eOHOM TUCIUTUIMHEIL SBJISIETCS 9YaCThI0 OCHOBHOM MpoeccHoHanbHON 00pa3oBaTenbHON porpaMMer 46.02.02
ObecrieyeHre TEXHOJIOTUUYECKOT'O COMPOBOXKACHHS IUPPOBOI TpaHCHOpMAIHK JOKYMEHTUPOBAHHBIX chep NesATEIbHOCTH.
CornacHo yae6HOMY tiany yueOHas agucuurinHa CIN.01 Mctopus Poccun Bxomut B CI'.00 CornanbHO-TyMaHUTAPHBIA ITHKIT.
1.3 Ils1anupyemblie pe3yJibTaThl OCBOCHHUS Y4eOHOM IMCUMILINHBI
B pesynbrare ocBoeHuUs y4eOHON AUCIUTUIMHBI O0YYAIONIUICS JJOTKEH:

YMmerhb | V.1. OpueHTUPOBATHCS B COBPEMEHHOM YKOHOMHUUYECKOM, MOJIMTUYECKON U KYJIbTYpHOU cuTyanuu B Poccuu;
VY.2. BBISIBIATH B3aUMOCBSI3b OT€UECTBEHHBIX, PETHOHAJIBHBIX, MUPOBBIX COLUATBHO- IKOHOMUYECKUX, TOJUTHYECKHUX U KYJIbTYPHBIX MPOOIIEM.

3narp | 3.1 ¢opmupoBanue Poccuiickoro rocynapcraa;
3.2 passurtue Poccuiickoro rocyaapcTsa B pa3Hble BpEMEHHbIE IEPUOJIbI
3.3 cyIIHOCTh ¥ MPUYUHBI JIOKAJIBHBIX, PETHOHAIBHBIX, MEKTOCY/1apCTBEHHBIX KOH(MIMKTOB B KOoHLIE XX - Havane XXI BB.;
3.4 0 ponm HayKH, KyJbTYPHI H PEITUTUU B COXPAHEHUH U YKPETUIEHUH HAIIMOHAIBHBIX U TOCYIapCTBEHHBIX TPAIUIINI;
3.5 cozmepkaHye U Ha3HAYCHHE Ba)KHEHIIINMX MPABOBBIX M 3aKOHOJIATENIbHBIX aKTOB MUPOBOI'0, POCCUICKOTO U PerHOHAJILHOTIO 3HAUEHUS

OcBoenne yueOHOM TUCIMITIIMHBI CIIOCOOCTBYET (POPMHUPOBAHUIO OOIIMX KOMIETEHLUH:

Kon HaumeHnoBanue o0IMX KOMIIETEH NN

OK.01 | BeiOupars crioco0bl perienns 3axa4 npodecCHOHaILHON JeATELHOCTH IIPUMEHUTENBHO K Pa3IMYHbIM KOHTEKCTaM

OK.02 | Ucnonb30BaTh COBpEMEHHBIE CPEJICTBA TOUCKA, aHAIM3a ¥ UHTEpIpeTaui nHGopMauu, 1 HTHPOPMAIIMOHHBIE TEXHOJIOTHH ISl BBITTOIHEHUS
3a/1a4 TPo(PeCCHOHATLHON JAeSATEHhHOCTH

OK.03 | [ImaHupoBaTh U peaar30BbIBaTh COOCTBEHHOE MPO(ECCHOHATFHOE U IMYHOCTHOE Pa3BUTHE, PEANPHHUMATENLCKYIO e TeIbHOCTh B
npodeccnoHanbHOM chepe, UCroNIb30BaTh 3HAHUS 110 PUHAHCOBOM IrPaMOTHOCTHU B Pa3IMYHBIX )KMU3HEHHBIX CUTYAlIUSX.

OK.04 | DddexTrBHO B3aMMOAEHCTBOBATE M PAOOTATh B KOJUIEKTUBE M KOMAH/IE
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OK.05 | OcymiecTBiIATh YCTHYIO U MUCBMEHHYIO KOMMYHHUKAIIMIO HA TOCYIapCTBEHHOM s13bIke Poccuiickoit depepanuu ¢ yaeToM 0COOCHHOCTEN

COLIMAJIBHOTO U KYJIBTYPHOIO KOHTEKCTa

OK 06 HpOfIBJ’IHTB IrpaXXaIaHCKO-MMaTPUOTHYCCKYIO ITO3UIUI0, ACMOHCTPHUPOBATE OCO3HAHHOC IMTOBEACHNEC HA OCHOBC TpaAUIIMOHHBIX O6H.[C‘ICJ'IOB€‘ICCKI/IX
HCHHOCTCfI, B TOM YHUCJIC C YUCTOM rrapMOHHU3alIUN MC)KHAINOHAJIbHBIX U MCIKPCIIUTHO3HBIX OTHOH.IGHPIﬁ, IMPUMCHATH CTaHAAPThI
AHTHKOPPYINIMUOHHOI'O TIOBECACHU

OK.09 | IMonb3oBarbes npodeccHOHANIBHON JOKYMEHTAIMEN HA FOCYJAPCTBEHHOM M MHOCTPAHHOM S3bIKaX

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIUILINHBI

2.1 O0beM y4eOHOI TUCIUIJIMHBI M BH/IbI Y4e0HOI padoThI

HasBanmue

YA

Oo6bem
o0pa3oBaTe/ibHOI
HArpy3KH

Y4eOHas Harpy3Kka o0y4yarmuxcs (4ac.)

CaMoCTOSITeIbHAS
padora

Harpy3ka Bo B3aMMOAEHCTBHH € IpernojaBarTesieM, yac. 1 xypc
B T.Y. I[IpomexyTounas
arrecranus
BCero IIpakTnueckue
. | Ypoxku, p ’ KypcoBas 1 2 3
3aHATHH naboparopubie | Koncynpranum
JEKIHNH pabota ceM. | ceM. | ceM.

3aHATHUA
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Cr.ol 36 2 30 14 14 2 - 4 36
Hctopus
Poccun
dopma €]
ITA
2.2 TemaTH4ecKHil IUIAH U cojiep:KaHue Y4eOHO# THCIMIIIMHBI
HanmeHnoBanue pa3neiioB U TeM Coaep:xanue yueOHOro MaTepuaJa, JaboparopHblie U npakTuieckue | Oo0bem OcBauBaemble
padoThl, caMocTosITeIbHASA padoTa 00y4yarommXxcs. 4acoB 3J1eMEeHThI
KOMIIeTEeHI Ui
1 2 3 4
Pasnea 1. Ot [ApeBneii Pycu k Poceniickomy rocynaperpy (IX-XVII
BeKa)
Tema 1.1 Copaepxxanue y4eOHOIro MaTepuasa 1 OK.01-OK.06, OK.09
JpeBuss Pyco 1. OGpasoanue JIpeBHEpYCcCKOro rocyaapcrsa. CommanbHo- 1

SKOHOMHUYECKHUHN U OJIMTHYECKHM cTpoit JpeBHel Pycu.

2. Y nenbHbI nepuon B ucropuu JIpesneit Pycu.
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3. MOHI0JIbCKO€E 3aBOEBAHUE U €0 ITOCJICACTBUA.

IIpakTuyeckue paéoThl 1
ITP No | [Tucebmennas pabora «CoruaabHO-3KOHOMHYCCKHN 1
1 nosiutuaeckuil crpoit Jpesueit Pycuy». [lucbmennas padora 1
«MOHI0JIbCKO€ 3aBOEBAHUE U €0 MOCIEACTBUS»
Tema 1.2. Conep:xanue yueOHOIro MaTepHaJia 1 OK.01-OK.06, OK.09
®opmupoBanue Poccuiickoro 1. IlpuuuHBI U OCHOBHBIE ATAbl 00bETUHEHHS PYCCKUX 3€MEJIb.
rocyrapcrea 2. MOCKOBCKHE KHsI3bs1 M UX nonuTHka. O6pa3oBanue equHoro Pycckoro 1
rocyZiapcTBa 1 €ro 3HaueHHe.
IIpakTuyeckue padoThl 1
ITP Ne | Cemunap «DopmupoBanue Poccuiickoro rocynapcraa, 1
2 MIPUYUHBI U TIOCTEICTBHS
Tema 1.3. Copaepxxanue yuyeOHOro MaTepuasa 1
Pa3surune Poccun B XVI-XVII BB. 1. Poccus B npaBnenue MBana I'po3Horo. OK.01-OK.06, OK.09
2. CmytHoe Bpems Hadana X VII Beka. DKOHOMHYECKOE M COIMATIHLHOE
passutue Poc- cuu B XVII Beke. 1

3. Cra”oBneHue abconrotusma B Poccun.

4.Buemnss nonutuka Poccun B XVII Bexe. Kontponbhas padora Nel

IIpakTyeckue padoTnl 1

ITP Ne | PoneBas ucropuueckas urpa «Ban ['po3HbII — MECTO U poJIb B
3 uctopum». Ot [pesneit Pycu k Poccuiickomy rocynapctpy (1X- 1
XVII Beka).

Pasnea 2. Poccns B konne XVII- XIX BekoB: 0T napcrsa K uMnepun

Tema 2.1
XVIII Bek
— MO/ICPHU3AIUSA U NPOCBelIeHne

Coaep:xanue yueOHOro MaTepuaJia 1 OK.01-OK.06, OK.09
1. Poccus B a110Xy NETPOBCKUX NMPeoOpa3oBaHUMA.

2. Onoxa BOPLOBBIX IEPEBOPOTOB. DKOHOMHUYECKOE U COLIMATIBHOE 1
paszsutue B X VIII Beke.
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3. BHyTpeHHss ¥ BHEIIHA MToauTUKa Poccun B cepeiiHe — BTOpOit
nonoBuHe XVIII Beka

IIpakTyeckue padoTnl 1

ITP Ne | ITucemenHas pabota «Mtoru u nena npeodpaszosanuii [lerpa
4 Benukoroy.

Tema 2.2. Coaep:xanue yueOHOTro MaTepHaJia 1 OK.01-OK.06, OK.09
Poccusi B 1. BHyTpeHHss u BHewHss nosnuTthka Poccun B Havane XIX Beka.
XIX Beke — 0opb0a BuyTtpennsasa u BHemHsAs nonutuka Hukomnas 1.

JHOepaIu3Ma u 2. bypxyasnsie pedopmbr 1861-1874 rr. 1
KoHCEpBaTH3MA 3. KonTppedopmsr Anexcanp II1.

4. DxoHOMHYECKOE pa3BUTHE BO BTOpoi nojoBuHe XIX Beka.
IIpakTnyeckue padoTnl 1

ITP Ne | Cemunap «Poib 1ekaOpUCTOB B pyCCKOH HCTOPUI.
5 [TuceMenHas pabora «OTMEHa KpPEOCTHOTO MpaBa U pe- 1
¢dopmbl 60-70-x rogoB XIX Bekay.

Tema 2.3. Conep:xanue yueOHOTro MaTepHaJia 2 OK.01-OK.06, OK.09
Poccusi B 1. Poccust Ha py6exe XIX-XX BekoB.
Hayaje XX Beka 2. Pepomonust 1905-1907 ronos B Poccun. Pedopmer Hauana XX Beka.

3. Poccust B ronsl IlepBoit MUpOBOI BOMHBI. 2

4. ®epanbckas peomonus B Poccun. Ot ®eppaiist k OKTA0pIO.
KonTponbnas padorta Ne2

IIpakT4yeckune padoThI 2

ITP Ne | Cemunap «Cutyarus B Poccun HakanyHe okTs16pst 1917 rogay.
6 «Poccus B kone XVII- XIX BekoB: 0T apcTBa K UMIIEPUN».

Pa3nea 3. McTopusi COBETCKOIO rocyiapcraa

Tema 3.1. Conep:xkaHue yueOHOIro MaTepuaJia 1 OK.01-OK.06, OK.09
CraHoBJiIeHHE COBETCKOI0 1. OkTs0pncKas pesostonus B Poccun. 1
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rocynapcra. CCCP B 30-e roapt XX
BeKa

2. I'paxxnanckas BoitHa B Poccuu. [TonuTuka «BOEHHOTO KOMMYHHU3MAa.

3. HoBas skonomuueckas nonutuka. O6pazoBanue CCCP. CoBerckoe
rocyaapcTBo u obmiectBo B 1920-1930-¢ roasr.

IIpakTuyeckue padoTnl 1

[P Ne | Cemunap «Munyctpuanusanus u komuiektuBuzanus B CCCPy.
7 [Mucemennas padora «Poccus B roas! ['pak1aHCKOMH BOW- HBI»

Tema 3.2.
Beaukasa OreyecTBeHHAS BOiiHA

Coaep:xanue yueOHOTro MaTepHaJia 1 OK.01-OK.06, OK.09

1. Hakanyne Benukoit OteuecTBeHHOM BoMHBI. Hananenue repManun Ha
CCCP.

2. OCHOBHBIE Cpa)KCHHUs Ha IIEPBOM dTane BOHHBI. MOCKOBCKast OMTBA.

3. Cranunrpajackas OMTBa U Hauajao KOPEHHOI'O NIEpeoMa B X0/1e 1
BOWHBI.

4. Kypckast OuTBa 1 3aBeplIeHHEe KOPEHHOTO NIEpeIoMa.

5. Boennsle onepanuu 1944-1945 ronos. Pasrpom I'epmanun.

IIpakT4yeckune padoThI 1
ITP Ne | Cemunap «Benukas OreuectBeHHast BoriHa 1941 — 1945 rry. 1
8

Tema 3.3. Coaep:xanue yueOHOTro MaTepuaJia 1 OK.01-OK.06, OK.09

Armorei u 1. CCCP B nocneBoeHHBIE TOJIBI.

KPH3HC COBETCKOM 2. CCCP B 1950-x - Hayane 1960-x ronos.
cucrembl. 1945-1991 3. CCCP Bo BTOpOii mosnioBuHe 1960-x - Hawasie 1980-x ronos.. L
FOAbt 4. CCCP B roas! nepectpoiiku. Kontponbnas padora Ne3
IIpakTH4eckne padboThI 1
IIP Ne | Cemunap «CounanbHo-skoHOMHYeckoe pazsutue CCCP B 1
9 MTOCJIEBOCHHBIN TIEPHOI»
Paspnen 4. Poccuiickas @enepauus Ha pyoeske XX-XXI BekoB
Tema 4.1. Coaepxxanue yueOHOro MaTepuasa 2
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Poccus B 90-e roast XX Beka. 1. [Tonutuyeckue pedpopmsl 1990-x roaoB.. OK.01-OK.06, OK.09
PopMHpOBaHHE POCCHICKOM 2. Dxonomuyeckue pedopmsl 1990-x rogos..
roCy1apCcTBEHHOCTH. 3. OCHOBHEBIE HalPaBJICHUS HAMOHAIBHOM MONUTUKH. BoeHHO- 5
IIOJINTUYECKUH Kpu3nc B Ueune.
4. 'eononuTryeCcKOE NOJIOKEHUE U BHELIH:AA nonuTtuka Poccuu B 1990-¢
TOJIbL.
IIpakTyeckue padoTnl 2
I1P [Mucemennas padota «Poccust B 1991-1999rr.: BapuanTs 1 2
NelO HAIPABJICHUS PA3BUTHS.
Tema 4.2. Conep:xanue yueOHOTo MaTepHaJia 2 OK.01-OK.06, OK.09
Poccusi B Hayase XXI Beka. 1. Pa3BUTHE SKOHOMHKH H COLMAIIBbHOI cepbl B Hauane XX Beka.
2. [TpuopuTeTHbIE HAIIMOHAIBHBIE POEKTHI U (eiepaibHbIEe TPOTPAMMBI.
3. Ilonutnyeckue NUAEPHl U OOIECTBEHHBIE JAESITEIN COBPEMEHHOM 2
Poccun.
4. Poccuiickas @enepalnyisi B CHCTEME COBPEMEHHBIX MEXIYHAPOIHBIX
otHoueHuid. KontposnbHas pabora Ned
IIpakTyeckue padoTnl 2
[TP No | TED-nexuust Ha akTyalbHYIO COBPEMEHHYIO TEMY. 1
11
[P Ne | Cemunap «Poccuiickas @enepanus Ha pyoexe XX-XXI 1
12 BEKOBY.
CamocrosiTeibHass padora CamocrosiTeibHas padoTa 00y4arOIMXCs 5
CuctemaTtuzanus 1 0000IIeHNEe TPONIEHHOTO MaTepraia
Koncyabranus Koncyabranus 2
IIpome:kyTOoUHAas aTTecTanus JK3aMeH 4
O0bem o0pa3oBaTeIbHOI HATPY3KH 36
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3. YCJOBUS PEAJIN3AIIMU TPOT'PAMMBI YUEBHOM JUCHUIIINHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecneyeHue

Jleknuu

JlaGopaTopHble padoThI U IPAKTHYECKHUE
3aHATHUSA

MecTo npoBenenusi pador (kaduHer,
JlabopaTopus, MacTepcKas, IOJMIOH)

Kaouner T'YMaHHUTapHbIX U COIIUAJIbHO-
OKOHOMHYCCKHUX TUCHHUIIIINH

Kaouner TYMaHHUTapHbIX U COIIUAJIBHO-
OKOHOMHYCCKHUX TUCHHUIIIINH

KouunyecTBO padoyux mect

30

30

OcHamenue padoyux Mect (Medesib, OCHOBHOE U
BCIIOMOTraTe/ibHOe 000pyA10BaHHe)

CTOJIBI y4eOHBIE, CTYJIbS, JOCKA

CTOJIBI y4eOHBIE, CTYJbS, JOCKA

YyeOHO-HATJIAAHBIE TOCOOHSI (CTEH/IbI, CXEMbI,
IUIAKATHI U AP.)

KOMIUIEKT Y4eOHO-HArJISIIHBIX TOCOOUI 1o
BceoOelt ucropun u uctopun Poccun.

KOMIUIEKT Y4€OHO-HArJISIAHBIX TTOCOOUH TI0
BceoOmielt ucropuu u uctopun Poccuu.

HNHcTpyMeHTBI, NPHHAVIEKHOCTH,
npucnocodIeHnsi, HHBEHTaph

Pacxoanble MaTepHaJIbI

3.2 UnpopmannoHHO-0MOIMOTEUHOE 00ecieueHne

KacesnoB, B. B. Hcropus Poccunm : yueOHOe mocoOue misi cpemnero mpodeccuoHaipHOro odpasoBanusi / B. B. KacesHoB. — 2-¢ u3n., mepepab. u
nor. — Mocksa : U3marensctBo FOpaiit, 2023. — 255 ¢. — (IIpodeccnonansuoe oopazosanne). — ISBN 978-5-534-09549-4. — Tekcr : 271eKTPOHHBII
/I O6pazoBarenbHas miathopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/516976 (nara obpamenus: 03.05.2023).

Kupunnos, B. B. Uctopust Poccun : yue6HMK a5 cpeanero npogeccruoHansHoro oopasosanus / B. B. Kupunnos, M. A. bpaBuna. — 4-e u3n., nepepao.
u jgom. — Mocksa: M3marensctBo HOpaiit, 2023.— 565 c.— (Ilpodeccuonansuoe oOpaszoBanue). — ISBN 978-5-534-08560-0. — Tekcr
aneKTpoHHBIHN // O6pa3zoBarenbHast miargopma FOpait [caiir]. — URL: https://urait.ru/bcode/512321 (nara obpamenus: 21.04.2023).

3yeB, M. H. Hcropus Poccun : yuyeOHUK M MpakTUKYM JUIsl cpelHero npodeccuoHansHoro odpasoBanus / M. H. 3yes, C. fl. JlaBpenos. — 5-e u3n.,
ucnp. u gon. — Mocksa : M3narensctBo Opaiit, 2023. — 706 c. — (Ilpodeccronanproe odpazoBanue). — ISBN 978-5-534-15483-2. — Tekcer :
aneKTpoHHbIHN // O6pa3zoBarenbHast miargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511611 (nara obpamenus: 21.04.2023).

Bxooum ¢ cocmas o6pazosamenvnoii npozpammel, peanuzyemoii ¢ 2024 2.

Cmp. 181 u3 366




I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

3emmoB, b. H. Mcropus oredecTBeHHOTO Tocynapcrsa u npasa. Coserckuit nepuon / b. H. 3emiioB. — 2-e uzn., crep. — Cankr-IlerepOypr : Jlans, 2022.
— 216 c¢. — ISBN 978-5-507-44507-3.— Tekcr: onektpoHHblii/ Jlamb : snekTpoHHO-OuOnmoreuHas cucrema. —  URL:
https://e.lanbook.com/book/230393 (mara obpamenus: 21.04.2023). — Pexxum mocTymna: A aBTOPHU3. MOJIb30BATEICH.

3.3 Opranmu3zanus 00pa3oBaTeILHOrO MpoIecca

Ne Yci0Busi opranusanuu o0pa3oBaTe/IbHOIO MpoLecca TpeOoBaHus K yCJOBHAM OpPraHu3anuu IIpumeyanus
o0pa3oBaTeIbHOIO NpoLecca
1. | Heo0X0auMocCTh KOHIIEHTPUPOBAHHOI'O O0yYEeHHUs HET
2. | HeobxomumocTh BbIX0/1a B TPO(PHIILHBIE OpTraHU3aIINY, HET
YUPEXKJEHUS, HAa IPEANIPUATHS
3. | Heob6xoauMOCTh J1eJIeHus] Ha TOATrPYIIIbI HET
4. | [lpumeHeHue 31eKTPOHHOT0 00y4YeHUs U AUCTAaHIIMOHHBIX HET
TEXHOJIOTUM
5. | IleppuoguyHOCTh KOHCYIBTAIIUH ExenenenbHO VYueOHbIit
KaOMHEeT
4. KOHTPO.JIb U OIIEHKA PE3YJbTATOB OCBOEHUS YYEFHOU JUCIMUILINHBI
Paspnennt Pesy/bTaThi 0Byuennus DopMbI U METOAbI
KOHTPOJIA
Paszgen 1. Ot [IpeBneit Pycu V.2. BBIABIATH B3aUMOCBSI3b OT€YECTBEHHBIX, PETUOHAIBHBIX, MUPOBBIX KonTponbhas pabota
Poccuiickomy rocynapctBy (IX-XVII Beka) | coruanbHO- 5KOHOMHYECKHX, MIOTUTUYECKUX U KYIBTYPHBIX MIPOOIEM. Nel
3.1 dbopmupoBanne Poccuiickoro rocynapcTaa
Pa3nen 2. Poccus B konne XVII- XIX V.2. BBIABIATH B3aUMOCBS3b OT€UECTBEHHBIX, PETUOHAIBHBIX, MUPOBBIX KonrtponsHas pabora
BEKOB: OT LIAPCTBA K UMIIEPUH COLIMAJIbHO- YKOHOMUYECKHUX, TOJUTHUECKUX U KYJIbTYPHBIX MPOOIIEM. Ne2
3.2 pazBurtue Poccuiickoro rocy1apcTsa B pa3Hble BDEMEHHBIE IEPHOIBI
Pa3nen 3. Mcropust coBeTckoro V.2. BBIABIATH B3aUMOCBS3b OT€UECTBEHHBIX, PETUOHAIBHBIX, MUPOBBIX KonrponsHas pabora
rocyaapcTBa COLIMAJIbHO- IKOHOMUYECKHUX, MOJUTHUYECKHUX U KYJIbTYPHBIX MPoOIIeM. Ne3
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3.2 pasButHe Poccuiickoro rocyiapctsa B pa3Hble€ BPEMEHHbBIC IEPHUOIbI

Pa3nen 4. Poccuiickas @enepanus Ha
pyoexe XX-XXI BekoB

V.1. opueHTHUPOBATHCS B COBPEMEHHOM SKOHOMUYECKOM, TOJIUTUYECKON U
KyJbTypHOU cutyauuu B Poccun

3.3 CyIIHOCTh U MPUYHMHBI JTOKAIbHBIX, PETUOHAIBHBIX, MEKTOCYIaPCTBEHHBIX
KOH(MKTOB B KoHIIe XX - Havyane XXI BB.;

3.4 o poyii HayKH, KYJIBTYpPHI U PEJTUTHUH B COXPAHEHUHU U YKPETUICHUH

HAllMOHAJIBHBIX Y F'OCYAAPCTBEHHBIX TPAJULIM;
3.5 coaeprkaHue ¥ Ha3HAYEHUE BaXKHEHUIINX [IPABOBBIX U 3aKOHOAATEIbHBIX

dKTOB MHUPOBOI'O, pOCCHﬁCKOFO H PCTHUOHAJIbHOI'O 3HAYCHU S

KonrponsHas pabora
Ned

PABOYAS TIPOTPAMMA YYEBHOM JUCIATIIMHBI

CI'.02 UHocTpaHHbIii A3bIK B IPO¢)eCCHOHAIBHOM AeSITeIbHOCTH (AHTVINHCKHA)

COJEPKAHUE

1. [Macnoprt paboueil mporpamMmbl yueOHON AUCIUITIIMHBI
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

2. CtpykTypa U colepkanrue y4eOHON AUCIUTIITMHBI

3. YcnoBus peanuzanuu y4eOHONU AUCHUTUINHBI

4, KOHTpOHL " OLICHKA PE3yJIbTATOB OCBOCHUS yqe6H0171 JUCHUITIIMHBI

1.MACIIOPT PABOYEMN ITPOT PAMMBI YUYEBHOM TV CHUTIJIAHBI
1.1 O6sacTh NpUMEHEHHs TPOrPaAMMBbI
Pabouas nmporpamMma npeanazHadena it uzydenus yaeonoi qucuuriuabl CIN.02 MHOoCcTpaHHbIH S36IK B TPO()ECCUOHATBEHOM NI TETbHOCTH
(aHTIHIICKWIT)
PaGouast mporpamMmma yuebHON quctuiInHbl pazpadorana Ha ocHoBe @I'OC CIIO no crenmansHoct 46.02.02 ObecnieueHre TEXHOIOTUIECKOTO
COIPOBOKACHUS LIUPPOBOI TpaHCHOPMAITUN JOKYMEHTUPOBAHHBIX chep AesITeTbHOCTH
1.2 MecTo y4eOHOM AMCUMILIMHBI B CTPYKTYpPe OCHOBHOM Npo(deccoHaIbHOI 00pa3oBaTe1bHOH IPOrpaMMbl
Pabouas nporpamma yuyeOHOM TUCIUIUIMHBI SBISIETCS YaCThI0 OCHOBHOM NpogeccuoHanbHON 00pa3oBaTenbHON porpaMmMsel 46.02.02
ObecrieyeHre TEXHOJIOTUYECKOTO COMPOBOKACHUS IMPPOBOM TpaHCPOpMAIIUHU TOKYMEHTUPOBAHHbBIX cep AedaTeTIbHOCTH.
CornacHo yuebHOMY miiany yueOHas nucuumiuHa CI'.02 MHocTpaHHBIH S3bIK B TPO(ECCHOHATBHON AEATEIbHOCTU (aHTITUICKUIT)
BxoauT B CI'.00 CornuanbHO-TyMaHUTAPHBINA ITUKIL.
1.3 IlnanupyemMble pe3yJbTaThbl 0CBOCHHS Y4eOHOM AU CHUIINHBI
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« 46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

B pesynbpTaTe ocBoeHMS Y4eOHOM TUCIUILIMHBI O0yYarOIIMICS JOHKEH:

YMmerhb

V.1 obmatkces (yCTHO M MUCbMEHHO) Ha HHOCTPAHHOM SI3bIKE Ha MPO(eCCHOHAbHBIC U TOBCETHEBHBIC TEMBI;
V.2 nepeBoauTh (CO CIOBAPEM) HHOCTPAHHBIE TEKCThI IPOPECCHOHATILHON HAIIPABIEHHOCTH;
V.3 caMOCTOSITENIbHO COBEPIIEHCTBOBATh YCTHYIO M MIHCbMEHHYIO pedb, IONOJHATh CIIOBApPHBIN 3amac.

3HaTh

MHOCTPAHHBIX TEKCTOB MPO(ECCHOHATHLHON HAPABIEHHOCTH.

3.1 nexcuueckuit (1200-1400 nexcuyecKkux eIUHUI]) U TPaMMaTHYECKHI MUHUMYM, HEOOXOIMMBIH JJIsl YTEHUS U IepeBoia (CO clIoBapeM)

OcBoeHHE y9eOHOU JUCIMIUIMHBI CITOCOOCTBYET ()OPMUPOBAHHIO OOIIHUX  KOMITCTCHITHI:

Kox HaunmeHnoBaHnune 001X KOMMeTEHIUI
OK 01 | Boibupats crioco0sl perieHus 3aaa4d npohecCUOHaIbHON JesTeNIbHOCTH IPUMEHUTEIBHO K Pa3IMUYHbIM KOHTEKCTaM
OK.02 | Ucnonb30BaTh COBPEMEHHBIE CPENICTBA MOKCKA, aHAIM3a U MHTEPHpeTalui HHPOpMAIUU, 1 MHPOPMAIIMOHHBIE TEXHOJIOTUU IS BBIOJHEHUS
3a/1a4 MPOoPeCCHOHATBHON IEeITeILHOCTH
OK.04 | DddexTuBHO B3aUMOICHCTBOBATh M paObOTaTh B KOJUIEKTUBE M KOMaHIE
OK.09 | ITonb3oBaTbCs MpoecCHOHANBHOM JOKYMEHTAIEH Ha TOCYJapCTBEHHOM U MHOCTPAHHOM SI3bIKaX
2.  CTPYKTYPA M COAEPXKXAHUE YYEFHOU JUCITATITAHBI
O0bem y4yeOHOM TUCHHUILINHBI M BBl Y4eOHOH padoThl
O6bem YueOHas Harpy3ka o0yyawuuxcs (4ac.)
00pa3oBaTeJILHOM Harpy3ka BO B3auUMOJeiCTBUM € NPenogaBaresiem, 4yac. 1 kyp«
Ha3zBanmue Y]I HarpysKu CaMOCTOATEIbHAS B T.1. ITpomesxyTounast
pabora BEETo VYpoxku, | [Ipaktuueckue, Kypcosas aTrecTanus 1
3aHATHIA Koncynpsranuun
JeKIMH | 1abopaTopHbIE pabota ceM. | c¢
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

3aHATHS

Cr.o2 116 2 113 22 90 1 1 32 | <

HNHocTpanHbIi

SI3BIK B

npodeccnoHanbHOM

NeSITEIbHOCTH

(aHrIHIICKMIT)

®opwma [TA

2.2 TemaTu4ecKHii IJIAH H COJIePKAHNE YIeOHOH U CIMTIINHBI

HanmenoBanue pa3ieiioB u Coaeprxanue yueOHOIro MaTepuasa, JabopaTopHble M NPaKTHYEeCKHe PadoThl, Oo0bem OcBauBaemble

TeM caMocCTosiTeIbHAs padoTa 00yyalomMXcs. 4yacos 3J1eMEeHThI
KOMIIeTEHIUI
1 2 3 4

Paszgen 1. BBoaHo-goHeTHUECKHI KYpPC
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

Tema 1.1
OCo0eHHOCTH AHTJIHHCKOIO
NMPOU3HOLIEHUSI

Conep:kanue y4eOHOTro MaTepuaa

W3yuenne rpamMmmaTryeckoro Marepuaia mno reme «CnpspkeHue riaroiio be, have, do B
the Present Indefinite (Simple) Tense».

[pennoxenue co crpykrypoii this is/these are; cnpsbkenue rinarosnos be, have, do B the
Present Indefinite (Simple) Tense;

[Topsiiok CJIOB B IPOCTOM ITOBECTBOBATEIILHOM MPE/JIOKCHUH;

JIn4HBIE MECTOMMEHUS — MIOHSTUE, KIACCH(UKALNSI, OCHOBHBIC XapaKTEPHUCTUKH.

IIpakTuyeckue padoTbl

I1P
Neo 1

Kommynurxayus: Jlekcuaeckue eTUHULIBI IO TEME «3HAKOMCTBOY.

I1P
Ne 2

Donemuxa: 1'nacHple U COTJIACHEIC 3BYKHU AHTJIMHACKOTO A3bIKA, TPAHCKPHIILIUS,
IOHATHUEC AOJIIOTBHI U KPATKOCTH I'JIACHBIX, 3aKPBITOCTH U OTKPBLITOCTU, YAApPCHUC
— INIOHATHC, KHaCCI/I(l)I/IKaHI/IH, OCHOBHBIC XapaKTCPHUCTHUKU.

IIP
Ne 3

Komriekc nekcuko-rpaMMaTHYeCKUX YIIPAXKHEHUH U3 BBOJHO-(DOHETHYECKOTO
Kypca o yueOHuky Aradeksa W.I1. AHrIHCKUil SI3BIK.

OKO09

Tema 1.2.
IpaBuia yrenust

Conep:xanue yueOHOro MaTepuasa

W3yuenne rpaMMaTiyecKoro Marepuaia mno reme «MHOXEeCTBEHHOE YUCIIO
CYIIECTBUTEIbHBIX»

[Topsiok clioB B BONPOCUTENBHBIX MPEIOKEHUSIX C ri1arojiamu be, have, do;
[ToBenuTenbHOE HAKIIOHEHUE;

MecTouMeHHUS: TUYHBIE B 00BEKTHOM MaacxKe, MpUTAXKaTCIbHBIC, BO3BPATHEIC,
BOIPOCUTENIbHBIE — TOHATHE, KJIAaCCU(UKALIUS, OCHOBHBIE XaPaKTEPUCTUKH.

IIpakTHyeckne padoThI

I[P | Kommynuxayus: Jlekcuaeckue enuHUIE 110 Teme «lIpencraBnenue ceds».
Ne 4

[IP | @onemuxa: 1lpaBuiia yTeHHS B Pa3HBIX TUIAX CJIOTOB; ITPABUJIA YUTCHUS
No 5 | OykBOCOUueTaHW, MHTOHAITUS — TIOHATHE, KIIaCCH(PUKAIIHSI, OCHOBHBIE

XapaKTCPUCTHUKHU.

OKO09
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I'BIIOY «YalikoBCKUI MHIYCTPUATIbHBINA KOJUIEIHK)»

HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

ITP | KoMruiekc JIGKCUKO-TpaMMaTHUECKUX YIPOKHEHHH U3 YPOKOB 1, 2 110 YI4COHUKY 2
No 6 | Arabeksina W.I1. AHTIIMIICKUI S3BIK.
IIP | [logroroBka K KOHTPOJIIO TEXHUKU YTEHHUS; 1
No 7
I[P | Co3ganue npe3eHTaruii mo reme «O cede 3
Ne 8
Tema 1.3. Conep:xanue yueOHOro MaTepuaJia 2 OKO09
CeMba UucnurenbHble; MHOKECTBEHHOE YHUCIIO CYIIECTBUTEIBHBIX;, MPUTSKATEIBHBIN MMa1ekK
CYILIECTBUTEIIbHBIX;
Heomnpenenénusiii n onpeaenEHHbIA apTHKIIN - TIOHSATUE, KJIACCHU(UKAIIHSI, OCHOBHBIC
XapaKTEPUCTUKH.
IIpakTuyeckue padoThl 6
I[P | Kommynuxayus: Jlekcuueckue eTMHUIBI 110 TeMe «CeMbsy»; TEMaTUYECKHE 1
Ne 9 | TekcThl KOMMYHUKAaTUBHOTO XapakTepa — Mos 6uorpadus. Mos cembs. Bpewmsi.
Jlau menenn. Mecspl. Ce30HEL.
[P | @onemuxa: [lpaBuna urenus (06001IIEHNE) 1
No
10
IIP | Kommiekc JeKCUKO-TpaMMaTHYECKUX YIPAKHEHUHN U3 YPOKOB 3, 4, 5 1o 2
No | yueOHuky Arabeksina U.I1. AHTIUACKUI SI3BIK.
11
[P | CocraBiieHHe reHeaqornyecKoro JpeBa CBOE CEMbH; 1
No
12
ITP | CocraBieHne rpaMMaTHYECKUX TAOJIUI-TIAMSITOK 1O TeMe «APTHUKIIbY. 1
No
13

Pasnea 2 .JloBceaHeBHAA KU3HDb
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

Tema 2.1
Paoounii nens. CBoOOIHOE
BpeMmsi

Conep:kanue y4eOHOTro MaTepuaa

N3ydenne rpaMMaTH4YeCcKOro MaTepuana mo teme «MectonMenust much/many,
little/few; mecTonmEnnbie BripaxkeHus a little/a fewy;

Crtpykrypa npeanoxxkeHuit ¢ KoHcTpykuuei thereis/are; mectonmenuss much/many,
little/few; mectommEénnbie BeipakeHus alittle/afew — monsarue, kinaccudukanus,
OCHOBHBIC XapaKTCPUCTHKHU.

IIpakTnyeckune padoTnl

[P | KommyHnuxayus: Jlekcudeckue equHUIbI 1o TeMe «Pabounii 7eHb» U o Teme
Ne «CB00OIHOE BpeMSs»; TEMAaTHYECKHE TEKCThl KOMMYHUKATHBHOTO XapaKTepa —
14 | PabGounii neHs cryaenta. Moit pabouuit aenb. Moii BeixogHoi aenb. Ena. Ena B
AHTIum.

[P | Kommuiekc JeKCUKO-TpaMMaTUUECKUX YIIPa)KHEHUHN U3 ypoka 6 1o yueOHUKy
Ne | Arabeksna W.I1. AHrnuiickuii s3bIK.
15

ITP | CocraBnenue pacnucaHus Ha HEJEIIO;
Ne
16

OKO09

Tema 2.2
Ilyremecreue

Conep:xanue yueOHOro MaTepuaJa

N3ydyenne rpaMMaTH4ecKoro Marepuaia no teme «Bpemena aHrnmiickoro riarosia B
ITACCUBHOM 3aJI0Te»;

Crenenu cpaBHEHHUS pUJIaraTeIbHbIX U HAPEUUi; COIO3HI as...as, notso...as;
IIPEJIOTH;

OcHoBHbIE THUITBI BOTIPOCOB (00001IIeHNE) — MOHATHE, KiIacCU(UKAILINSL, OCHOBHBIE
XapaKTEPUCTHKH.

IIpakTHyeckne padoThI

I[P | Kommynurxayus: Jlekcnueckue equuauIpl no teme «llyremectBuey;
Ne | remaTHueckue TEKCTbl KOMMYHUKAaTUBHOTO Xapakrepa — [Iyremectsue. Mou
17 | nyumue apy3bsi. Moit 3apyOexHbIi ApyT

[P | Kommiekc JeKCuKO-TpaMMaTUYeCKUX YIPaKHEHUHN U3 YPOKOB 7, 8 0 yUeOHHUKY

OKO09
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AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

No | Arabeksna W.I1. Aurnuiickuii sSi3bIK.
18
I1P Odopmienne mucbMeHHOTO TIepeBoaa Tekera «The Stars and Stripesy.
Ne
19
Tema 2.3 Conep:xanue yueOHOro MaTepuaJia OKO09
Oxkpyxawomas cpeaa CrnoBooOpazoBaHue; HEONPeeIEHHBIE MECTOMMEHHS SOme/any, OTpUIaTeIbHOE
MECTOMMEHHE NO ¥ X IPOU3BOHBIC — MMOHATHE, KIaCCU(PHUKAIUs, OCHOBHBIC
XapaKTEPUCTHUKHU.
IIpakTnyeckune padornl
[P | Kommynukayus: Jlekcuueckue eTMHUITBI 110 TeMe «OKpyxKarolas cpeaay;
Ne | TemaTnyeckue TeKCTbl KOMMYHUKAaTUBHOTO XapakTepa — Bpemena rona. [Toropa.
20 | 3amuTa okpyKaromiei cpeapl. KucioTHbie q0XKIH.
I1P Komrmieke TeKCHKOo-TpaMMaTHYecKuX YIpaKHEHUH 13 YPOKOB 8, 9 1o yueOHUKY
No Ara6exsina U.I1. ARTnuiickuii S3bIK.
21
Pa3nea 3. CtpaHoBeaenne
Tema 3.1 Coaep:xaHue yueOHOro MaTepuasa
BesmmkoOpuranus BpemeHna aHruicKoro riarosia B akTHBHOM 3aJI0T€ — MOHATHE, Kilaccuukanus, OKO09
OCHOBHBIE XapaKTEPUCTHKHU.
IIpakTnyeckune padornl
[P | Kommynuxayus: Jlekcuueckue eqUHULIBI 110 TeMe «BennkoOopuTanusy»;
Ne | remaTnueckue TeKCThl KOMMYHHUKAaTUBHOTO XapakTepa — ['eorpaduueckoe
22 | monoxxenue Benukobpurtanuu. Jlonnaon — cronmuua BenukoOpuranuu. Uctopus
Jlonnona. Taysp. AHrnuiickue 1oMa. AHTJIMICKAs TTOTO/Ia.
[P | Kommiekc JeKCUKO-TpaMMaTHUECKUX yIpakHeHuH u3 ypoka 10, 11, 12 o
No | yueOuuky Arabexsina U.I1. AHTIUIACKAI SI3BIK.
23
Tema 3.2 Coaeprxanue yueOHOro MaTepuaia OKO09
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JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

CIIA CornacoBanue BpeMEH B IIIaBHOM U IPUJATOYHOM MPEIOKEHUIX; Hanuboee
yrnotpedurenbHble cyPPHUKCH U MPePUKCH AaHTTTUHCKOTO S3bIKa — HOHATHE,
KJ1accu(UKalus, OCHOBHBIE XapaKTEPUCTUKH.
IIpakTuyeckue padoThl
[P | Kommynukayus: Jlekcuueckue enuHupl o teme «CHIA»; TeMaTuueckue 2
Ne | TekcTBI KOMMYHUKAaTHBHOTO Xapakrepa — [ eorpapuueckoe nomnoxxenue CIIA.
24 | Bammurron — cronumna CIIA. HLm-ﬁopK. ®nar CIIA.
[P | Kommiekc JeKCUKO-TpaMMaTUYECKUX YIpaKHEHUH u3 ypoka 11 1o yueOHuKy 2
Ne | Arabeksna W.I1. Aurnuiickuii sS3bIK.
25
Tema 3.3 Conep:xanue yueOHOro MaTepuaJia 1 OKO09
Poccusn Bpemena aHruicKOro B MacCUBHOM 3aJlore — MOHATHE, KITacCU(pHUKAIHsL, OCHOBHbIE
XapaKTEPUCTHKH.
IIpakTnuyeckue padoTnl 6
I[P | Kommynukayua: Jlekcudeckue enuHUIBI 110 TeMe «Poccusy»; TeMaTnyeckue 4
Ne | TekcThl KOMMYHUKAaTUBHOTO XapakTepa — ['eorpaduueckoe nonoxenue Poccun.
26 | Mocksa — ctonuia Poccuu. Kpemns. Moit poanoit ropoa/ceno. ToMck u ero
JOCTONPUMEYATETbHOCTH.
[P | Kommiekc JeKCUKO-TpaMMaTUYeCKUX YIPaKHEHUH U3 ypoka 12 1o yueOHuKy 2
Ne | Ara- 6exsHa W.I1. AHrnuiickuii s3bIK.
27
Tema 3.4. Copep:kanue y4eOHOTro MaTepuaJa OKO09
Tpapguuuu u 00bi4au B | [lpakTuyueckne padoThl 4
AHIJIOTOBOPSANIMX CTPAHAX | [TP | KommyHukayus: Jlekcudeckue equHALBI 10 TeMe « Tpaauiuu u oObIuan B 4
Ne | aHTIIOTOBOPAILIMX CTPaHAX»; TEMATUUYECKHE TEKCThl KOMMYHUKAaTHBHOTO
28 | xapakrepa — Tpaauuuu anrioroBopsmux crpat. [Ipazauuku B CIIA. [lens
Omaromapenus. Mayflower
Tema 3.5 Coaeprxanue yueOHOro MaTepuaJa OKO09
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HporpaMMa MOATOTOBKHU CIICNHAJIUCTOB CPEAHEI0 3BE€EHA

46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu
JOKYMEHTHPOBAHHBIX c(ep 1esiTeJbHOCTH

HN3BecTHBIE TUYHOCTH IIpakTuyeckue padoThl 4
AHTJIOTOBOPAIINX CTPAH I[P | Kommynuxayus: Jlekcuueckue equHUIIBI 10 TeMe «M3BeCTHBIE IMYHOCTH 4
Ne | aHTIIOTOBOPAIIUX CTPAHY; TEMATHUECKHE TEKCThI KOMMYHHKATUBHOTO XapaKkTepa
29 | — Moii mo6umbiii mucatens. Aptyp Konan [oitn. Mapk Tsen. O.I'enpu.
Bunpsam [ekcniup. Banbrep Cxott. Mcaak Hetoton. Yapas3 lapBuH.
Xpucropop Koaym6.
Tema 3.6. Conep:xanue yueOHOro MaTepuaJia 1 OKO09
N3yyenne mHOCTPaHHBIX | MonanbHble IJ1aroiisl can, may, must, need, would u ux 3ameHuTenu
SI3BIKOB — TIOHATHUE, K1accu(UKaIsi, OCHOBHBIC XapaKTEPUCTHUKH.
IIpakTuyeckue padoThl 4
I[P | Kommynukayus: Jlekcuaeckue equHuLpl 110 Teme «M3ydeHrne HHOCTpaHHBIX 2
No | A3BIKOBY»; TEMAaTUYECKUE TEKCThl KOMMYHHKATUBHOTO XapakTepa — M3ydyeHue
30 | MHOCTpaHHBIX S3BIKOB. TPyIHOCTH ITEpPEeBOIA.
[P | Kommiekc JeKCUKO-TpaMMaTUYECKUX YIpaKHEHUH U3 ypoka 13 1o yueOHuKy 2
No | AraGexsina W.I1. AHTIIMIACKUH S3BIK.
31
Pa3nes 4 MHocTpaHHBIN A3BIK B IPO()eCCHOHATIBHOM /1eITeIbHOCTH
Tema 4.1. Conep:xaHue yueOHOro MaTepuaJia OKO09
3noposbecoeperaromue | [lpakTuyeckue paboTh 4
TEXHOJI0InH [P | Kommynuxayus: Jlekcudeckue eTUHUIBI IO TeMe «3I0POBbIN 00pa3 KU3HIY; 4
Ne | remMaTHYeckHe TEKCTHI KOMMYHUKATHBHOTO XapakTepa — Buabl criopTa.
32 | 3nopoBslit 00pa3 xu3Hu. CriopT B BenukoOpuranuu u Poccun.
Tema 4.2. Conep:kaHue y4eOHOIro MaTepuaJa OKO09
Cayx0a 3aHATOCTH IIpakTHYeckne padoThl 4
HaceJieHu I1P Kommynurkayus: Jlekcnueckue eTuHUIBI 0 TeMe «Ciyk0a 3aHATOCTH 4
Ne | HacenmeHUs»; TeMAaTHIECKUE TEKCTHl KOMMYHHUKATHBHOTO XapakTepa.
33
Tema 4.3. Coaeprxanue yueOHOro MaTepuaJa OKO09
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IloaroroBka k

IIpakTuyeckue padoThl

npogeccHOHAIbLHOM I[P | Kommynurxayus: Jlekcnueckue equuuiipl no teme «lloaroroska k
AeATECTIbHOCTH Ne poEeCCUOHATILHOM IeATEFHOCTHY; TEMAaTHIECKHUE TEKCThI KOMMYHUKATHBHOTO
34 | xapakrepa — Mot komemk. Most 6yaymias npodeccust. Most mpodeccuoHanbHas
MIPAKTUKA
Tema 4.4. Coaep:xaHue yueOHOro MaTepuaJia OKO09
IIpoGembl IpakTu4yeckue padoTsl
TPYAOYCTPOiicTBa IMP | Kommynukayus: Jlekcudeckue eaquHuUIb o teme «IIpobiemMsl
No | TpymoycTpoiicTBay; TEeMaTHUYECKUE TEKCTHI KOMMYHUKATUBHOTO XapaKTepa —
35 [Tpo6eMbI MOJTOIEKH.
Tema 4.5. Conep:xanue yueOHOro MaTepuaJia OKO09
CpencrBa kommyHukanun | ClI0)KHOE JONOJHEHUE; BBIPAXKEHHUE OyAyILEro B MPUAATOYHBIX MTPEIOKEHUSIX
BPEMEHHU U YCJIOBUSI; IPUYACTHE,
['epyHnuii 1 UX OTIMYME — MOHSATHE, KJIACCU(DUKALINS, OCHOBHBIE XapaKTePUCTHKU
IIpakTHyeckne padoTsl
I[P | Kommynuxayus: Jlekcudyeckue enuHMIIBI 10 TeMe «CpecTBa KOMMYHUKAIIHI,;
No | TemaTnyeckue TEKCThl KOMMYHHMKAaTMBHOro xapaktepa — CpeactBa MaccoBOil
36 | uapopmaruu. CioBapu.
[P | Kommiekc JeKcuKo-rpaMMaTHYeCKUX YIpaKHEHUH U3 ypoka 14 1o yueOHuKy
Ne | Arabeksna W.I1. AHrnuiickuii sS3bIK.
37
Tema 4.6. Coaeprxanue yueOHOro MaTepuaa OKO09
Oo0pa3oBarte/ibHBIC Y Cc0BHBIE PEAIOKEHUS — MOHATHE, KiIacCU(UKAlKs, OCHOBHbIE XapaKTEPUCTHKHU.
BOCIIMTATE/IbHbIE IIpakTnyeckune padoTnl

BO3MOKHOCTH KOMIIBIOTEPA

I1P
Ne
38

Kommynukayus: Jlekcnueckue eAMHUIBI IO TeMe «O0pazoBaTeIbHbIE U
BOCIIMTATCJIBHBIC BO3BMOKHOCTHU KOMIIBIOTEPaA»; TEMATUICCKUEC TCKCThI
KOMMYHHUKAaTHBHOT'O XapakTepa — KoMnbioTep B COBpeMEHHOM 00pa30BaHUH.
Xpanenue nunpopmanuu. [Iporpammuoe obecriedenne. UHTepHeT.
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I[TP | KoMIuieke J€KCUKO-TpaMMaTHYECKUX YIIPaXXHEHHUI U3 ypokoB 15, 16, 17 no
Ne | yueOHuky Arabeksina M.I1. AHTIIMHACKHIA S3BIK.
39

CamocrosiTesibHas padora CamocrosiTesibHasA padoTa 00yyaromuxcst

ITepeBo poheCCHOHATBLHBIX TEKCTOB 2
Koncyabranus 1
IIpome:xyTouHas JAu¢ppepeHunpoBaHHbIN 3a4eT 1
arrecranms
O0bem o0pa3oBaTe/IbHON HATPY3KH 116

3. YCJIOBUS PEAJIM3AIIAU ITPOTPAMMBI YYEFHOU JUCITATITAHBI

3.1 MarepuajbHO-TEXHHYECKOe 00ecreyeHue

Jlexnun JlabopaTopHbie padoTsl 1
NpaKTHYeCKUe 3aHATHUS

MecTto nposenenus pador (kaduner, Jadoparopus, MacTepcKas, KabuHer MHOCTpaHHOTO fA3bIKA Kabuner MHOCTpaHHOTO fA3bIKA
MOJIUTOH)
KonungecTBo pabounx mect 30 30
OcnHamenue pa6ounx Mect (Medeib, OCHOBHOE H Croubl, cTyNbs, JOCKA, IPOEKTOP Croubl, cTynbs
BCIIOMOraTe/ibHOe 000py/10BaHNe)
YueOHO-HarIsAIHbIE IOCOOMS (CTEHABI, CXeMBbl, IVIAKaThI U JP.) CreHppl, TUIaKaThl, KapTa CTPaHBbI, Crenppl, TU1aKaThl, KapTa CTPaHBI,

WJUTIOCTPAIUH WITKOCTPAIUH
HNHcTpyMeHTHI, NPUHAIEKHOCTH, IPUCNIOco0/IeHusl, MHBeHTaph | KoMmmeroTrep, MPOEKTOp, KOJTOHKH Kommbrotep, npoeKkTop, KOJIOHKH
Pacxoanble MaTepHaJIbI bymara A4, mapukoBbI€ pyUKH, bymara A4, mapukoBbI€ pyUKH,

KapaHAalu KapaHJalu
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3.2 UnpopmMannoHHO-0MOIMOTEYHOE 00ecnieueHne

Anrnuiickuii s3pIk uis rymanutapueB (B1—B2). English for Humanities : y4eGHoe mocobue s cpeaHero mpodeccHoHaNIbHOro 0Opa3oBaHms /
O. H. Croruuesa, A. B. Bakynes, I'. A. [TaBnoBckas, E. M. MykoBHukoBa. — Mocksa : U3narensctBo FOpaiit, 2023. — 206 ¢. — (IIpodeccuonanpaoe
obOpazoBanue). — ISBN 978-5-534-10072-3. — Tekct : osnexktponHblii // OOpasoBarenpHas minaTdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/516755 (nara obpamenus: 09.06.2023).

[Mony6uuenko, JI. B. Awuriwmiickuii s3bIKk i Koywiemker (A2-B2) : yueOHOe mocobue uis cpeaHero mnpodecCHOoHaNbHOrO o0pa3zoBaHus /
A. C. UzBonenckas, E.D.Koxapckas; mnox penakuueir JI. B. [lomyOuyenko. — MockBa: WsnatensctBo FOpaiir, 2023.— 185c. —
(ITpodeccuonanproe odbpazoBanue). — ISBN 978-5-534-16355-1. — Texkcr : anexrponusbiid // O0pazoBarenpHas miardgopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/530851 (mara obpamenus: 09.06.2023).

HeszopoBa, I'./l. Amnxrmmiickuii s3bik. ['pammaruka: ydeOHOoe mnocobue g cpenHero mnpodeccuoHanbHoro o6pasosanus / I'. /1. HeBzoposa,
I'. . Hukutymkuaa, — 2-¢ W3, ucnp. u jgon. — Mocksa : M3marensctBo IOpaiit, 2023. — 213 ¢c. — (IIpodeccronansHoe oOpa3oBaHUE). —
ISBN 978-5-534-09886-0. — Texkct : anexkTpoHHbIH // ObOpazoBarenbHas miatdopma HOpaiit [caiiT]. — URL: https://urait.ru/bcode/513406 (nata
obpamenusi: 09.06.2023).

Manenxkas, O. I1. Aarmmiickuit s361k / O. I1. Manenkas, . M. CeneBuna. — 3-e usn., crep. — Cankr-IlerepOypr : Jlans, 2023. — 136 ¢. — ISBN 978-
5-507-45432-7. — Texkcr : anekTpoHHbIi // JlaHb : anekTpoHHO-Onbmmoreunas cuctema. — URL: https://e.lanbook.com/book/269894 (nata obparenusi:
09.06.2023). — Pesxum mocTyma: A1 aBTOPU3. MOIb30BaTEIICH.

Ne YcaoBus opranusanum o0pa3oBaTeLHOIO npoiecca TpeGoBanus K yCJI0BUSIM OPraHU3aANUU Ipumeuyanus
o0pa30BaTeIbHOIO NMpouecca
1. | Heo0XxoaumMocTh KOHIEHTPUPOBAHHOTO O0yUYEHUS HET
2. | HeobxoaumocTh BbIX0/1a B MPO(UIIbHBIE OpraHU3allly, HET
YUpEXKJIEHUS, Ha IPEANPUATHS
3. | Heob6x01uMOCTh J1eeHusl Ha NOArpYIIIbI HET
4. | IlpuMeHeHne >JEeKTPOHHOTO 00Y4YEHUS U JUCTAaHIIMOHHBIX HET
TEXHOJIOTHI
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5. | IleppoauyHOCTD KOHCYIIBTAITUH

ExxenenennHo

YyeOHbIii

KaOuHEeT

4. KOHTPO.Ib U OIIEHKA PE3YJIbTATOB OCBOEHUS YYEFHOU JUCIIUILINHBI

Pa3zneanl

Pe3yabTarsl 00yueHust

®opmMbI U
MeTO/AbI
KOHTPOJIS

Paznen 1. BBonHo-(honeTnueckuii
Kypc

VY.l obmarbes (YCTHO M NMUCHBMEHHO) HAa WHOCTPAHHOM S3bIKE Ha MPOQECCHOHATBHBIC H
MIOBCETHEBHbIE TEMBI;
V.2 mepeBoauth (CO  CIIOBapeM) HWHOCTPaHHBIE  TEKCTHI  MPOPECCHOHATHHON
HaNpaBJIEHHOCTH;

V.3 caMOCTOSTENIbHO COBEPIIEHCTBOBATh YCTHYIO M MMCbMEHHYIO PEUb, MOMOJIHATh
CJIOBapHBIN 3amac.

3.1 nexcuueckuii (1200-1400 nekcuyeckux eIMHUI) U TPaMMaTUYECKUIl MUHUMYM,
HEOOXOAUMBIN JJIs1 UTEHHS U TiepeBoja (CO CIOBapeM) HHOCTPAHHBIX TEKCTOB
1po¢eCCUOHANBHON HANPABIEHHOCTH.

ITP Nel-13

Paznen 2 .IloBcenqueBHAas KU3HD

V¥.1 obmarbes (YCTHO M NMUCBMEHHO) HAa MHOCTPAHHOM f3bIKE Ha MPOQECCHOHATbHbBIE U
MTOBCE/IHEBHbBIE TEMBI;
V.2 nepeBomuTh (CO  ClOBapeM) MHOCTpPaHHbIE  TEKCTHl  MPO(ecCHOHANbHOM
HaIpaBJIEHHOCTH;

V.3 caMOCTOSTENIBHO COBEPIIEHCTBOBATh YCTHYIO M MMCHbMEHHYIO PEUb, IIOTIOJIHATD
CJIOBapHBIN 3amac.
3.1 nexcuueckuit (1200-1400 nexcuuecKux €AMHUI]) U TPAMMATHYECKUH MUHUMYM,
He0OXOIMMBIH JUIsl YTEHHSI U MTepeBojia (CO CIOBapeM) HHOCTPAHHBIX TEKCTOB
npoeccHOHAIbHON HANPaBJIEHHOCTH.

ITP Nel4-21

Paznen 3. CtpanoBenenue

V.1 obmarbes (YCTHO M NMHCBMEHHO) Ha MHOCTPAHHOM $3bIKE Ha MpPOQEeCcCCHOHANbHbIE U
MIOBCEIHEBHbIE TEMBI;

V.2 mepeBoguTh (CO  CIOBapeM) HWHOCTPAHHBIE  TEKCTBI  MPO(ECCHOHATHLHOMN
HaNpaBJIeHHOCTH;

TP Ne22-31
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V.3 caMOCTOSTENIbHO COBEPIICHCTBOBATh YCTHYIO M MUCbMEHHYIO Pedb, MOMOIHATh
CJIOBapHbIN 3amac.
3.1 nexcuueckuii (1200-1400 nexcHYecKUX €IUHUIL) U TPAMMATHIECKUA MUHHUMYM,
HEOOXOIUMBII JUTSl YTSHHSI U TTepeBojia (CO CIOBapeM) HHOCTPAHHBIX TEKCTOB
npoeccroHaNbHOM HANIPaBICHHOCTH.

Pa3nen 4 UnocTpaHHbIHN S3bIK B
npodeccCHOHaIbHOM AEATETLHOCTH

VY.l obmarbcst (YCTHO W NMUCBMEHHO) HAa WHOCTPAHHOM SI3bIKE Ha MPOQECCHOHATBHBIE H
[IOBCETHEBHbIE TEMBI;
V.2 mepeBoauth (CO  CIIOBapeM) HWHOCTPaHHBIE  TEKCTHI  MPOQPECCHOHATHHON
HaNpaBJIEHHOCTH;

V.3 caMOCTOSTENTHHO COBEPIICHCTBOBATh YCTHYIO M MIMCHbMEHHYIO PeUb, IIONOIHSTh
CJIOBapHBIN 3amac.

3.1 nexkcuueckuii (1200-1400 nekcuyeckux eIMHUL]) U TPaMMaTHUYECKUI MUHUMYM,
HEOOXOAUMBIN JJIs1 UTEHHS U TiepeBojia (CO CIOBapeM) HHOCTPAHHBIX TEKCTOB
po¢eCCHOHANBHON HANPABIEHHOCTH.

ITP Ne32-39

COJAEP/KAHUE

PABOYAS ITIPOTPAMMA YYEBHOM JUCITATIIAHBI

CTI'.03 bezonacHOCTE KU3HENEATEIHHOCTH
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1. Tlacmopt paGodeit mporpaMmbl y4eOHON AUCITUTUTHHBI

2. CrtpyKTypa U colepkaHrue yueOHON TUCIIUTLITMHBI

3. YcnoBus peanuzanuu y4eOHON AUCHUTIIMHBI

4. KoHTpo:b 1 o1ieHKa pe3ynbTaToB OCBOEHUS yUEOHON AUCHUIIIHMHbI

1.MACIIOPT PABOYEHN ITPOT' PAMMbBI YUYUEBHOM U CHUATIJIMHBI
1.1 O01acTh NIpUMEHEHHS POTPAMMBI
Pabouas nporpamma npeaHa3HayeHa A u3ydenus yueOnoit qucuumuael CI'.03 besonacHOCTh *KU3HEASATETLHOCTH
Paboyas nporpamma ydeOHOM muctuIinHb padpadotana Ha ocHoBe GI'OC CIIO no cnenuaibHOCTH
46.02.02 ObecnieueHue TEXHOIOTUYECKOTO CONPOBOXKAEHUS IM(PPOBOIl TpaHChOpMaIK JOKYMEHTUPOBAHHBIX Cep AeATeIbHOCTH
1.2 MecTo y4eOHOM AMCUMILIMHBI B CTPYKTYpe OCHOBHOM NPo(eccHoHAILHOI 00pa3oBaTe1bHOH IPOrpaMMbl
Pabouas nmporpamma yueOHOM JUCIUIUIMHBI SBJSIETCS 4aCThI0 OCHOBHOM MpodeccuoHanbHoi 00pa3oBaTenbHON mporpaMmMsl 46.02.02
ObecrieyeHre TEXHOJIOTHUYECKOTO COMPOBOKACHHS IU(PPOBOM TpaHCHOpMALIK JOKYMEHTUPOBAHHBIX cep e TeIbHOCTH.
CornacHo yue6HOMY miany yueOHast aucuuriauHa CI'.03 besonacHocTh xu3neaesTensHoctd BxoauT B CIN.00 ColmanbHO-TYMaHUTAPHBIA ITUKIL.
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1.3 Ilnanupyempble pe3yabTaThl OCBOCHUA Y4eOHOM IMCIUTIINHbI

VYmerb | Y.l cocTaBisTh adropuT™M JCWCTBUUA IO 3alMTE OT HETaTHUBHBIX BO3JICUCTBUM YPE3BBIYAMHBIX CHUTYyallUd MPUPOJHOTO M TEXHOTEHHOTO
XapaxkTepa;
V.2 pa3pabaThiBaTh NPOPUIAKTUYECKUE MEPBI AJIA CHUKCHHSI YPOBHSI ONMACHOCTEH Pa3IMYHOTO pojia | WX TOCJIEJICTBUH B OBITY;
V.3 cocTaBIsATh CTPYKTYPY TPaXTaHCKONH 0OOPOHBI 1J1 00bEKTa IKOHOMUKH,
V.4 ucnonp3oBaTh NPUEMBI YU€OHOM IBaKyalllK; aITOPUTM MOBEJCHHS B KOJJICKTUBHBIX CPEACTBAX 3aAIIUTHI HACEIIEHUS OT OPYXKHS MacCOBOTO
nopaxkenust (0omMO0yoOexuIle, moABall, Yep/IakK);
V.5 npumensTs ucnosb3oBanue CU3;
V.6 UCnosIb30BaTh MPUEMBI IIEPBUIHOTO TIOKAPOTYIICHUS (IOAPYIHBIC CPEICTBA, TPO(HECCUOHATLHBIC OTHETYITUTEIIN );
V.7 oka3bIBaTh NEPBYIO (J1I0BpaueOHYI0) MOMOIIL MPU KPOBOTEYCHUSIX M paHaX, TPaBMax OTIOPHO- JIBUTATEIbHOTO amrapara, npu
OTpaBJICHUSX;
Y.8 BBINOJHATBH CTPOEBBIE NPUEMBI B COOTBETCTBUH ¢0 CTpoeBbIM ycTaBoM BC POD.
3narp | 3.1 0 Ge30macHOM MOBEACHUU YEIOBEKA B OMACHBIX U YPE3BBIYAMHBIX CHUTYaIUSIX MPUPOTHOTO, TEXHOTCHHOTO U COIMAIIBHOTO XapakTepa, Mpu

BO3HUKHOBEHHU YIpO3 BOEHHOTO XapaKTepa;

3.2 0 rocy1apCTBEHHOW CUCTEME 3alllUThl HACEJIECHUS OT ONACHBIX U YPE3BBIYAIHBIX CUTYAIIHIA;
3.3 00 opraHu3anuy 3alUThl U )KU3HEOOECTIEUeHUsI HACEIEHUS B UpE3BbIYAlHBIX CUTYaLUsX;
3.4 nmpeaHa3zHaueHUe, CTPYKTYPY, 33/1a4u TPaxAaHCKOU 0OOPOHBHL;

3.5 0 mepBo¥ MOMOLIY NIPU TPAaBMax M HECYACTHBIX CIIY4asx;

3.6 0 370pOBbE U 3I0POBOM 00pa3e KU3HU;

3.7 ucropuu coznanus Boopyx€nnbix Cun Poccuiickoit @enepannu;

3.8 oprann3anMoHHON CTPYKTYphl Boopyxenusix Cun PO;

3.9 noHATHI BOMHCKOM 0053aHHOCTH (BHJIBI CITY>KOBI, TOATOTOBKA K CITy>K0€, BOMHCKas AUCIUILINHA, Ka4eCTBA IMYHOCTH BOCHHOCTYXKAIETO U

APYTHX;

3.10 60eBBIX TpaIuIHii, CUMBOJIOB, puTyasioB Boopyskenusix Cun Poccun.

OcBoeHnne yueOHOI TUCIMITIIMHBI CITIOCOOCTBYET (POPMHUPOBAHUIO OOIIMX  KOMITETEHIIHA:

Kona HaumeHoBaHue 001IMX KOMIIETEHIIUIA
OK CopelicTBOBAaTh COXPAaHEHUIO OKPYXKAIOIIEH CPEeIbl, pecypcocOepeKeHUI0, MPUMEHITh 3HAaHUSI 00 M3MEHEHUH KJIMMaTa, IPUHITUIBI OEPExKITHBOTO
07 MIPOU3BOJICTBA, Y()PEKTUBHO NEHCTBOBATH B YPE3BBIYAITHBIX CUTYAIIHSIX.
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2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIUILINHBI

2.1 O0bem yueOHOM AMCHMILVINHBI U BUIbI Y4eOHO# padoThl

Oo0bem YueOHas Harpy3Ka o0y4yawmuxcs (4ac.)
oOpa3oBaTe/IbHOM Harpy3ka Bo B3auMo/1elicTBHH C penogaBaTeyieM, 4ac. 1 kyp
Harpysku B T.4. I[IpomMexyTounas
arrecrauus
HazBanue Y /| caMoCTOsITeIbHAs
padora BEETO Ypoku, Hpaxrieckne, Kypcosas 1
3aHATHI naboparopubie | Koncynpranuu
JEKLIHUH ARSI pabota ceM. | ¢
Cr.os 68 2 65 11 53 1 1
bezonacHocth
KU3HEIEATSIIbHOCTH
®opwma [TA
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2.2 TemaTuyecKHii IJIaH U cOJIeP:KaHNE YUeOHOH TUCIMTLINHBI

HaumeHoBaHue pa3iesioB U TeM

Conep:kanue y4eOHOT0 MaTepHuaJia, JJadopaTopHble U MPaKTHYeCKHe padoThbl,
caMocCTosiTeIbHAs padoTa 00y4alomMXcs.

O0BeM
9JacoB

OcBaunBaeMbIe
3JIeMEHThI
KOMIIeTeHIU I

2

4

Paznen 1. Upe3BbluaiiHble CHTYallHM MUPHOTO U BOEHHOTO BpeMeHH,
OpraHu3anys 3allUThl HACEJIeHNs

29

Tema 1.1
Ype3BbluaiiHble CHTyalllH
MHPHOT0 ¥ BOEHHOTO BpeMeH

Conep:xanue yueOHOro MaTepuaJia

1.00mas xapakTepUCTHKa YPE3BBIUANHBIX CUTYallHid MPUPOJHOTO U
TEXHOT'€HHOI'0 XapakTepa, ICTOYHUKHA UX BOSHUKHOBCHUS.

2 Knaccudukanuum  ype3BbIUANHBIX  CUTYallMid: nmo  Macmrabam — uX
pacnpocTpaHeHus], IO TSHXKECTH MOCIEACTBUN, [0 CKOPOCTH PAacHpOCTPaHEHUs, IO
ouyaraMm BO3HUKHOBEHHS

3.Ype3BbIuaiiHbIe CUTyallM BOEHHOT'O XapaKkTepa.

4.OCHOBHbIE HCTOUYHUKH YPE3BbIYAITHBIX CUTYaI[Mil BOGHHOTO XapaKkTepa

- COBPEMEHHBIE cpencrsa [IOPAKEHHUS: XUMUYECKHUE, SJIEpPHBIE,
OaxkTepuosiornueckue. be3zomacHoe MOBEJEHHE 4YEeNOBEKAa IPH Ype3BbIUaHBIX
CUTYalUsIX BOGHHOTO XapakTepa.

S.IIporHo3upoBaHue  YPE3BBIYAWHBIX  CUTyallMd. TeOpeTMYECKHE  OCHOBBI
IIPOTHO3UPOBAHNS YPE3BBIYANHBIX CUTyalui. [IporHosmpoBaHue NPHUPOIHBIX H
TeXHOTeHHBIX KaTacTpod. [Topsmok BISBIEHHUS U OLIEHKH OOCTaHOBKHU.

6.Knmaccudukarust mpupoAHbIX YpPe3BBIYAWHBIX CHUTYAIMi: THAPOIWHAMHYECKUE,
METEOPOJIOTHUECKHE, TeOPU3MUECKHE, TeOTepMalbHble. YPOBHU BO3JACUCTBHS U CHIIA
KaracTpod.

7.HaBOogHEHMS, OMOJI3HU, YPO3UOHHBIE ITPOLECCHI, U3BEPKEHNE BYJIKAHOB,
3eMJICTPSICEHUS], IIyHaMU, Tal()yHBI U TOPHAIO, BOJHBIC HATOHBI, 3aTOTUICHHS,
MOpPO3bI U Ap. be3onacHoe nNoBeIeHUE YEIOBEKA IPU YPE3BBIYANHBIX CUTYaLUAX

OK 07;
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MIPUPOJIHOTO XapaKTepa.

IIpakTuyeckne padoThl 12
[P CocTaBieHHUe XapaKTEPUCTUKHU YPE3BbIUAMHBIX CUTYAIIUN Pa3IUuYHOTO 3
No1 | mpoucxoxaeHus.
1P Pa3paboTka npaBui 6€30MacHOro MOBEICHUS YeNIOBEKa IPU YPE3BhIYAHBIX 3
No 2 | curyanusix BOGHHOTO XapakTepa.
1P Pa3pabotka mpaBui 0€30MacHOT0 MOBEACHHS YeJIOBEKA MTPH YPE3BBIYAHBIX 3
Ne 3 | curyauusix TEXHOI€HHOTO XapakTepa.
1P Pa3paboTka npaBui 6€30MacHOro MOBEICHUS YeNIOBEKa PU YPE3BhIYANHBIX 3
Ne 4 | curyauusix mpupoIHOTO XapakTepa
Tema 1.2. Coaep:xanue y4eOHOIro MaTepuaJia OK 07;

Opranusanus 3aMThI
HacCeJICHUs ¥ TepPUTOPHUH B
YCJI0BHMAX Ype3BbIYaiiHbIX
CUTYyalui

1. Eaunas rocynapCTBEHHas CHUCTEMa MO NPEAYNPEXKICHUID U JUKBUAALMH
ype3BbyaiiHbix cutyauuii (PCUC). OcHoBHas 11€1b CO3/1aHUS U OCHOBHBIE 3ajjauu
PCYC no 3ammre Hacenenus ot YC, cunsl u cpeactna qukuaanuu YC.

2. MUC PD — denepanbHbIil opraH yrnpaBieHUs B 00JaCTH 3alIUThI HACEICHUS U
teppuropuii or YC. HMcropuss BO3HUKHOBEHMS U pa3BuUTHsA, cTpykTypa MUC PO. 2
OcHoBHbIE 3a7auu, CUJIBI U cpesicTBa JukBuaanuu YC.

3. I'paxknmanckast o0opoHa, €€ CTpyKTypa W 3aJa4d IO 3al[UTe€ HACEIIEHUS OT
ONACHOCTEW, BO3HUKAIOIIMX MPU BEJICHUM BOEHHBIX JIEMUCTBUUA WIIM BCIEICTBUE ITUX
nevicteuil. UWmxkenepHas 3ammra ot YC. CpenctBa WHAMBUAYATBLHOM 3alUTHI.
DBaKyallMOHHbIE MEPOIIPUSITHSL.

IpakTuyeckue paéoThI 8
I1P «OtpaboTKa nopsaKa ¥ NpaBui IeHCTBUIN P BOZHUKHOBEHUU T10XkKapa, 2
Ne 5 | monp30BaHUM CPEACTBAMHU MOKAPOTYILICHUS».

I1P «Vcronp30BaHnue CpeACTB MHIMBUIYaTbHOW 3alUTHI (POTHBOTA3bI, 2
Ne 6 | O3K)».

I1P «Mcnonb30BaHNe HHKEHEPHBIX COOPYKEHUM OT OPYKHsI MaCCOBOTO 2
No 7 | mopaxkeHUs».
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46.02.02 OdecnieyeHHe TEXHOJIOTHYECKOr0 CONMPOBOKAeHUsI UG pPoBoii TpaHchopManuu

AOKYMEHTHPOBAHHbIX C(I)ep HACATCJIBbHOCTH

T1P «OTpa6OTKa HAaBBIKOB 3BaKyalluu U3 3JaHU).
Ne 8
Tema 1.3. Coaep:xkanue y4e0HOro MaTepuaJia OK 07;
YcToH4YHBOCTH 00BEKTOB 1. O6mue nmoHATUST 00 YCTOWYMBOCTH 00BeKkTOB 3KOHOMUKH B UYC. DakTopsl,
IKOHOMMKH B YCJIOBHAX OIpeNIeNIAIONEe YCTOMYMBOCTE paboOThl OOBEKTOB HSKOHOMHUKH. (OCHOBHBIE 1
Yype3BbIYAHbBIX CUTYaMii MEpPOIPUATHS, OOECIEUMBAIOLUIME U IOBBIIAIOLUIME YCTOWYMBOCTb OOBEKTOB
skoHOoMHUKH B UC.
2. OOGecrieueHrie HAASKHOW 3alUTHl pabOYMX H CIIYXKAlluX, TOBBIIICHUE
HaHéX(HOCTI/I WHXXCHEPHO-TCXHUYCCKOI0  KOMILICKCA, obecrieyeHue Ha,[[é)I(HOCTI/I n
OIICPATUBHOCTU YIIPABJIICHUA IPOU3BOJACTBOM, IOATrOTOBKa O6’I)CKTOB K mepeBoay Ha
aBapUITHBIA PeXUM PabOTHI, MOATOTOBKA K BOCCTAHOBICHHUIO HAPYIICHHOTO TIPOU3BO/ICTBA.
3. PacciemoBanue TpaBM Ha HpOHM3BOACTBe. Kommccusi 1Mo paccieioBaHHUIO,
MOpAAOK ACUCTBUU.
IIpakTuyeckue padoThl
I1P «Pa3paboTka W cocTaBiieHHE MPOPUIAKTHIESCKAX Mep I CHIDKSHUS
No O YPOBHS OMACHOCTEH Pa3IMYHOTO POJIa M UX MOCIEACTBUN B OBITY».
KonTtpoashas padora Nel
Pasnen 2. OcHOBBI BOGHHOI# €1y KObI (/17151 IOHOIIIEl) 35
Tema 2.1 Coaepxkanue y4eOHOr0o MaTepuaia OK 07;
Boopy:kennbie cuiabl Poccnn Ha | 1.CoctaB u opraHu3anuorHas cTpykrypa Boopyxénubix Cui
COBPEMEHHOM JTalle 2.Buzpt Boopyx&uubix Cuit 1 pojia BOICK. 1
3.Cucrema pykoBOJICTBa 1 yripaBiieHHsI Boopyx€HabpiMu Crtamu.
4.BouHckast 00s13aHHOCTh U KOMIUIeKTOBaHuEe BoopyxEHHbIXx Cuil TMYHBIM
COCTaBOM.
5.I1opsiok MpOXOKACHUS BOGHHON CITYKOBI. 2
I1P W3ydeHue coctaBa u OpraHu3aliMOHHON cTpYKTYypbl BoopyxkEénubix Cut. 2
Ne 10
Coaeprxanue yueOHOro MaTepuaJia OK 07;
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