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1. OBLWAA XAPAKTEPUCTUKA PABOYEN NPOrPAMMbI YYEEHOW OUCLIUMIINHDI

1.1. Ob6saacTh NPpUMeEHEeHHUS TPOTPAMMBI

Pabouas mporpamma y4eOHOW IUCHMIUIMHBI SIBJISETCS 4aCThbl0 OCHOBHOM IpPOGEecCHOHATBHON
oOpa3oBarenbHOil mporpammbl B cootBerctBUM ¢ PI'OC mo cnemmansHocTsiM CIIO 46.02.01
JlokyMeHTalMoHHOE o0ecleyeHre yIpaBIeHHs U apXUBOBEICHUE.

1.2. MecTO0 AUCUMILIMHBI B CTPYKTYpe OCHOBHOI mpodeccHoHAILHOH 00pa3oBaTebHOI
NPOrpaMmbI:

Jucnunimna TexHuueckue cpeicTBa yIpaBieHUs B oduce sBisgercs obuenpodeccrnoHalbHON
JMCUUILIHHOM (BapHAaTUBHO) PO(ECCHOHAIBHOTO YYeOHOTO [IUKIIA.

1.3. Heau u 3aga4n JMCHUIJIMHBI — TPe0OOBAHMS K pe3y/IbTaTaM O0CBOCHHSI AN CUMIIIMHbI:
B pe3ynbraTe 0CBOGHUS TUCHUIIIMHBI 00YYaroLIMics JOKEeH
yMeThb:
— HCHOJIb30BaTh Pa3IMUHbIE CPEICTBA YIPABICHUS B ouce B mpolecce padoThl ¢ JOKYMEHTALUEH;
— COCTaBJATH U OGOPMIIATH CIYKEOHBIE HOKYMEHTHI C MPUMEHEHHUEM CPEICTB JOKYMEHTHUPOBAHHS
TEKCTOBOU MH(pOpManuy;
— IPOU3BOJUTH KOIMPOBAHHUE U ONEPATUBHOE Pa3MHOKEHHE JOKYMEHTOB;
— HCIOJb30BaTh CPEACTBA OOPAOOTKU JTOKYMEHTOB;
— HIPUMEHATH HA MPAKTUKE CPEJICTBA XPAHEHHsI U IIOUCKA IOKYMEHTOB.
3HATh:
— CpeICTBa JOKYMEHTUPOBaHUs HH(POpMALIUH;
— CpenacTBa KONMPOBAHUS U ONEPaTUBHOIO Pa3MHOKEHUS TOKYMEHTOB;
— cpeacTBa 00pabOTKHU, TPAHCIIOPTUPOBKH, XPAaHEHHUS U TTOMCKA JOKYMEHTOB;
— cpenacTBa nepenayu nHpopmanuy;
— oOmuMe npaBuiIa paboThl ¢ pa3IMYHBIMU CPEICTBAMH YIIpaBJIEHUs B oduce;
— THUIIBI CPE/ICTB YNPABICHUS U UX KJIacCUPUKAIHUIO;

[1K u OK, koTOpBI€ aKTyaJIu3UPYIOTCS IPU U3y4EHUU Y4eOHOM TUCIUTUIMHBIL:

OK 1. IloHumath CyImHOCTb U COLMANIbHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccuu, NposBIATh K
HEl yCTOMYUBBIN UHTEPEC

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO J€STENbHOCTb, BBIOMPATh TUIOBBIE METOABI U CIOCOOBI
BBITNIOJTHEHUSI TPOPECCUOHANBHBIX 3a/1a4, OLIEHUBAaTh UX 3(PPEKTUBHOCTH U KaYECTBO

OK 3. [IpunumaTh pemeHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CHUTYyallUsX W HECTH 3a HHUX
OTBETCTBEHHOCTh

OK 4. Ocy1iecTBiATh MOUCK U HCHOJIb30BaHHE MHPOPMALUHU, HEOOXOTUMON A 3PPEeKTUBHOIO
BBITMIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U IUYHOTO Pa3BUTHS

OK 5. Ucnonb3oBaTh MH(OPMAIIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH B MpPO(decCHOHATbHON
JeSITEIIbBHOCTH

OK 6. PaGoraTh B KOJJIEKTHBE U KOMaH[E, Y3PPEKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOJCTBOM,
MOTpeOUTEIIMU

OK 7. bpate Ha ce0st OTBETCTBEHHOCTh 3a pabOTy YJICHOB KOMaH[bl (MIOAYMHEHHBIX), Pe3ysIbTaT
BBITIOJTHEHUS 3aJaHAI

OK 8. CaMOCTOATENBHO OMpeNeNaTh 3aJaud MpOo(ecCHOHAIBHOTO M JIMYHOCTHOTO pPa3BHUTHA,
3aHUMAaThCs CaMO00pa30BaHUEM, OCO3HAHHO MJIAHUPOBAThH MOBBIIIEHUE KBATU(UKALIUN

OK 9. OpueHTHpOBaThCS B YCIOBUSIX YacTOW CMEHBI TEXHOJOTMH B MpodecCHOHATHLHON
JeSITEIIbBHOCTH

[IK 1.1. KoopaunupoBarb paboTy opraHuzanuu (IPUEMHOH pPYKOBOAUTENSA), BECTH IPUEM
IIOCETUTEIIEH.

1K 1.4. Opranu3oBbIBaTh paboyee MECTO CeKpeTapsi U pyKOBOIUTEIIS.



I[IK 1.5. OdopmisATh Hu perucTpupoBaTh OPraHU3ALUOHHO-PACIIOPSAAUTEIbHBIE JTOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX HCIIOJIHEHUSI
1K 1.8. OcymectBiath TenedoHHoe 00CTy)KUBaHUE, IPUHUMAThH U TIepeiaBaTh (PaKcCH.

1.4. KoJiu4ecTBO 4YacOB HA OCBOEHHE MPOrpaMMBbI THCHHUIIJIHHBI:

MaKCHUMaJbHON y4eOHOU Harpy3ku oOyyaromierocs: 90 yacoB, B TOM YHCIIE:
00s13aTeNbHOM ayIUTOPHON yueOHO# Harpy3ku oOydaromierocsi 60 4acos;
CaMOCTOSTENIbHOU paboThl oOy4arorierocs: 30 4acos.



2. CTPYKTYPA U COOEPXXAHWUE YYEBEHOW OUCLMMNNUHDI

2.1. O0beM yueOHOI JMCHUIIJIMHBI M BUABI Y4e0HOH padoThl

Bup yueOHoii padoTbl Oobvem uacos

O0beM 00pa3oBaTEIbLHOM MPOTrpaMMBbl TIO TUCITUTLINHE 90
O6bem paboThl 00yJarOIUXCs BO B3aMMOACHCTBHH C 60
npernoaaBaTeaeM
B TOM YHCIIE:

TEOpETHYECKOe 00yUeHne 36

MPaKTUYECKHUE 3aHATUS 24

camocTosTellbHas paboTa 30

IIpome:xxyTounasi arrecranus - 1M pepeHIUPOBAHHBINA 3a4eT




B odomce.

2.2. TemaTnyecku nnaH u copepxaHme yyeobHon aucuunnuubl OlN.11 TexHunyeckmne cpencTea ynpaBneHus

9

HaunmeHnoBaHue pa3aeioB u
TeM

Copep:xanue y4eOHOr0 MaTepHnaJia, IadopaTOpPHbIe H NPAKTHYECKHE PadoThI,
caMoCTOfAATeIbHasI padoTa 00y4aronuxcs

O0BéM yacoB

(opMuUpOBaHUIO KOTOPBIX
€roco0CcTBYET 3JIeMEHT
MPOrPaMMBbI

Pa3nen 1. Texuuueckue
cpelacTBa ynpaBJieHUsl B
opuce

Conep:xxaHue y4eOHOT0 MaTepHuasia 3
1 2 OK 1, 0K 5, OK6, OK 7, OK 8
Tema 1.1 Beenenne Ipenmer, 3agaun u cogepkanue kypca. Csi3b C JPYTUMHU YUCOHBIMH JUCIUTUINHAMH. 1K 1’1 HK’I 4 > ’ >
Knaccudukaius TeXHUISCKHX CPEICTB YIPABICHUS. o ’
CamocrosiTe1bHast padoTa 00y4Yaronuxcst 1
IToxroToBka A0KIa0B MO TeMaM: «McTOpus pa3BUTHS TEXHUUCCKUX CPEACTBY, «O030p
COBPEMCHHBIX TEXHUYECKHUX CPEIICTBY.
Pa3nea 2. Cpencra
COCTABJIEHHSI U H3TOTOBJICHUS
TEKCTOBBIX IOKYMEHTOB
Coaep:xkanue yueOHOT0 MaTepuasa 9
1 | Krnaccudukamms cpencTB cocTaBieHU JOKYMEHTOB. OK6, OK 7, OK 8,1IK 1.4
I[IpakTHyeckue 3aHATHSA
Tema 2.1 CoBpeMeHHbIE T i = - OKé OK 7 OK 8 TIK 14
NHIYIHe MAMHHBE LTS paktiaeckoe 3ausaTue 1. Texnuxa pabomul ¢ Kiaguamypoi nepCoOHAIbHO20 KOMNbIOMePA. , , , .
NOAroToBKH AoKkymenrauuu | IIpaktuueckoe 3ansitue 2. Texnuka pabomel ¢ K1aguamypou nepcoHaIbHO20 KOMNblomepd. OK6, 0K 7, 0K §,TIK 1.4
CamocrosiTesibHAst padoTa 00y4arOUIUXCH
Iloozomoexa 0oxnadoe no memam «HMcmopusi nosenenus KAHYeispCKux NPUHAOLeHCHOCmel
(pyuKa, ke, 1acmuK, TUHelKd, HOJMCHUYbI, ObIPOKOIL) »
Copep:xaHue y4edOHOT0 MaTepuasia 24

Tema 2.2
I[lepconanbHbIil KOMIIBIOTEP
KaK TeXHMYecKoe CPeCTBO
ynpaBJjieHHus B ouce.

1 | IlepcoHanbHBII KOMIMBIOTEP — OCHOBHOE CPEJICTBO COCTaBJICHUS U H3TOTOBJIECHUS OK 1, OK 3, OK 5, OK6, OK 7, OK
ANMeKTpOHHOH HHPopManuu. TexHrndecKre XapaKTepPUCTHKH COBPEMEHHBIX KOMITHIOTEPOB. §,[IK 1.4

2 | YcrpoiictBa BBOJa TekcToBOWH mMH(popmanuu (ckaHepsl). Kimaccudukanus ckaHepoB U OK 1, OK 3, OK 5, OK6, OK 7, OK
XapaKTEPUCTHUKHU. §, 1K 1.4

3 | YcrpoiictBo BbIBOAAa HHGOpMANMK (IPUHTEPHI, IUIOTTEpHl). WX Kmaccupukamms u OK 1, OK 3, OK 5, OK6, OK 7, OK
§,1IK 1.4

XapaKTePUCTHKH.




HpaKTn!{ecmle 3aHATHSA

[Ipaxtrdeckoe 3ausatue 3. O6cayscuganue nepcoHarbHo2o Komnsromepa. Paboma c nakonumenamu. 2 OK 1, 0K 3, OK 5, OK6, OK 7, OK
8§, 1K 1.4
[paktraeckoe 3aaarue 4. Paboma c npunmepom. OOHOCMOPOHHAS U O8YCIMOPOHHAS NeYama. 2 OK 1, OK 3, OK 5, OK6, OK 7, OK
§, 1K 1.4
[Ipaktraeckoe 3anatue 5. Paboma c npunmepom, ¢ niommepom. 2 OK 1, 0K 3, OK 5, OK6, OK 7, OK
8, IIK 1.4
[paktuueckoe 3ansatue 6. CraHuposaHue mMeKCMosou UHPOPMAYUU U COXPAHEHUEe 6 DA3TUUHBIX 2 OK 1, OK 3, OK 5, OK6, OK 7, OK
Gdopmamax. Bcmasxa é mexcm omCKAHUPOBAHHBIX U300PAICEHUL, NPUTONCEHUIL. 8, 1K 1.4
[paktudeckoe 3ansatue 7. CKaHupoganue OOKYMEHMOS U UX NPUKPENIeHUe K PeSUCPAYUOHHOU 3aNUcu 2 OK 1, OK 3, OK 5, OK6, OK 7, OK
011 co30anust 6azvl OAHHBIX RO OOKYMEHMAaM NPeOnpUsImusL. 8, 1K 1.4
CamocrosiTe1bHast padoTa 00y4Yaronuxcst 8
O¢opMUTH B 3JEKTPOHHOM BHJIE 10 MIA0JOHY MPHHLMI PadOThl CUCTEMHOTO OJIOK, MPHUHIMI paboThI
CKaHepa.
Conep:xkanue yueOHOT0 MaTepuasa 3
1 Haznauenue u o0sacTv pUMEHEHUS TUKTOPOHHON TexHuku. OO0IIas XapaKTepUCTHKA OK 1, 0K 3, OK 5, OK6, OK 7, OK
JUKTO(OHOB M TUKTO(MOHHBIX CTAaHIMH. TEXHOJOrHYEeCKUE CXEMBI ITOJJrOTOBKH JOKYMEHTOB IIPH §,IIK 1.4
Tema 2.3 luxrooHnas 9 o
TexXHHKA JICLICHTPAIM30BaHHOM M IIGHTPAJIM30BAaHHOW CHCTEMaX MCIOJIb30BaHUs TUKTO(POHA.
I[IpakTHyeckue 3aHATHSA
CamocrosiTesibHAst padoTa 00y4aroUIuXcs 1
Haiitu B cetn MIHTepHET HCTOPUIO MOSIBICHUs JUKTO(OHA.
Pa3nea 3. Cpencrpa
KOMUPOBAHUS U
ONEePaTHBHOTO PAa3MHOKEHHS
JOKYMEHTOB
Copep:xaHue y4edOHOTro MaTepuasia 18
1 | Penporpadus u oneparuBHas nonurpadus. OK g, IIK 1.4
2 TexHuyeckne cpeacTBa KOMUPOBAHUS IOKYMEHTOB. OKS§,IIK 1.4
3 | Dnexrpodororpadus u kceporpadus. OK &, 11K 1.4
Tema 3.1 KonuposaiabHo- 4 | CpencrBa puzorpadpum. OK 3§, IIK 1.4
MHOKUTEJIbHAS TEXHHKA IpakTHyecKne 3aHATHSA
Ipakruueckoe 3anstue Ne 8. Texnuxa pabomol u 00CAYHCUBAHUE KONUPOBALLHOU U MHONCUMELLHOU 2 OKS§,TIK 1.4
mexnuku. Kcepoxc.
[Ipaktuaeckoe 3anatue Ne 9. Texuuxa pabomwl u 00CaAyICUBAHUE KONUPOBATLHOU U MHOICUMETLHOU 2 OKS§,TIK 1.4
mexnuxu. Puzoepacg.
CamocrosiTe1bHast padoTa 00y4alouXCs 6

[MoaroroBuTs npe3eHTanuio o reme «O030p HOBeHIIeH COBPEMEHHOI KOMPOBAILHONW 1
MHOXKHUTEIbHON TEXHUKIY.




Pa3nen 4. CpencrBa
o0paboTku,
TPAHCIIOPTHPOBKH H
XpaHeHHs T0KYMEHTOB

ConepxaHue y4eGHOTo MaTepuaJjia 6
1 ‘ Knaccudukamms cpencts 00paboTKH JOKYMEHTOB. OK 2
Tema 4.1 CpencrBa [pakTuyeckue 3aHATHSA
06paboTKH I0KyMEHTOB IIpaktudeckoe 3anarue 10. Texuuxa pabomol ¢ ycmpoticmeamu 01s 06pabomxy OOKyMeHmos. OK 2
CamocrosiTe1bHast padoTa 00y4Yaronuxcst OK 2
[oxrotoButk pedepat mo treme «OO630p COBPEMEHHBIX CPEICTB 00paOOTKH JOKYMEHTOBY.
Tema 4.2 Cpeacrsa Coaep:xanue yueOHOro MaTepuaJa
TPAHCHOPTHPOBKM, MOUCKAM | 1 | Texpuyeckue CPeCTBA TPAHCTIOPTHPOBKH TOKYMEHTOB B IIOMeIIEHHsAX. CPEICTBA XPAHEHHS U 2 OK 2, OK 4
XpaHeHHusl A0KYMEHTOB. TOHCKA T0KYMEHTOB.
IIpakTnyeckune 3aHATHSA
CamocrosiTesibHAst padoTa 00y4aroUIuxcs 1
Haiitu B cetn HWHTCPHCT UCTOPUIO MOABJICHUS MMAlIKU, KAPTOTCKU.
Pa3nea 5. CoBpeMeHHbIE
CpeACTBA TeJIEKOMMYHHKALIUA
U CBSI3H.
Copep:xaHue y4edOHOTro MaTepuaJia 24
1 OOmmas xapakTepUCTHKA CHCTEM CBSI3H. OK9,IIK 1.8
2 CpencrBa (akcuMUIbHO# cBsi3u. OCHOBHBIE TEXHUUECKHE XapAKTEPUCTUKH. OK9,IIK 1.8
3 | PaguorenedoHnHas cBs3b. OK9,TIK 1.8
4 CoTtoBas CBS3b. OK9,IIK 1.8
Tema 5.1 CpencrBa u cucremsl | 5 Ilelm>xkUHTOBAS CBS3b. OK9,TIK 1.8
CBS3H 6 | CnyTHuKOBas CBS3b. OK 9,TIK 1.8
IIpakTnyeckune 3aHATHSA
[pakrraeckoe 3amarue 11. OdopmireHne pakcos. OK9,IIK 1.8
[Mpaktuyeckoe 3ausitue 12. [Ipuem u oTrpaBka GpakCUMHIBHBIX COOOIIEHUI OK9,IIK 1.8
CamocTosiTe1bHast padoTa 00y4Yaronuxcs
OdopMUTH B 3IEKTPOHHOM BHJIE IO MaOJIOHY NPUHIKI PadOTH COTOBOH CBSI3H.
IIpomexyTouHas arrecrauus — AudpepeHIUPOBAHHBIN 3a4eT
O0beM padoThl 00y4aOIMXCs BO B3aUMO/EHCTBUM C MpenoaBaTesieM 60
CamocTosTeJbHas padoTa 30
Bcero 920




3. YCNOBUSA PEANIU3ALMN PABOYEN MPOrPAMMbI OUCLIUIMITUHBI

3.1 MartepuajibHO-TEXHHUYECKOe o0ecrieueHne
Peanuzanus mnporpamMmbl JUCHMIUIMHBI TpeOyeT Haiauuyue KaOuHeTa WH(POPMATUKUA H
TEXHUYECKUX CPECTB.
O6opynoBanune y4eOHOro KabuHeTa:
—  TI0CaJOYHBIE MECTa CTYJCHTOB;
— pabouee MECTO IpEeroaaBaTes;
—  HarasAHele nocoOus (y4eOHUKH, DJIEKTPOHHbIE YUeOHHKH, TEPMHUHOJIOTHUECKHUE CIIOBapH
pa3HbIX TUIOB, Pa3AaTOYHbIN MaTepuall, HIEKTPOHHOE METOANYECKOe ocodue).
TexHuueckue cpeacTBa 00yYeHHUs:
—  MYJbTUMEIUNHBINA TPOCKTOD;
—  IPOEKLHUOHHBIN IKpaH;
—  MHOTO(YHKIITMOHAIBHOE YCTPOHCTBO (CKaHep, MPUHTEP, KCEPOKC, (aKc);
—  KOMITBIOTEpHAs TEXHHKA JUIsI OOYYAIOUINXCSl C HAMYMEM JIMIEH3UOHHOTO MPOTPaMMHOTO
o0ecIeycHus;
—  cepsep;
—  KOJIOHKH.

3.2. NudopmanuoHHoe odecneyeHue 00yueHust

JInsg peanuzanuy mporpaMMbl OMOJIMOTEYHBIH (OHA MOIDKEH WMETh Ie4YaTHbIC W/WIH
JNIEKTPOHHBIE OOpa3oBaTelbHbIE W HH(DOPMAIMOHHBIE PECYpPCHl, PEKOMEHAYeMble IS
UCIIOJIb30BaHUS B 00pa30BaTEILHOM IIPOIIECCe.

3.2.1. TIleyarHble U3AAHUA U HHbIC HCTOUYHUKHU

1. TI'peGentok E.W., I'pebentok H.A. Texuuueckue cpenctBa HHGOpMaTU3aun: YUeOHUK JUIs
cpen. mpod. oopazoBanus — M.: M3parensckuii eHTp «Akanemus», 2014.- 352 c.

2. JlaBpockas O.b. Texnuueckue cpeacta nHpopmaruzauuu. [lpaktukym: yue6. mocobue
JUISL CTYILY4pexka. cpea.npod. obOpasoBaHus — 2-¢ wm3id., crep. — M.: M3marenbCkuii IEHTP
«Axanemus», 2013 — 208 ¢

3. OcHOBBI MH(POPMAITMOHHBIX TEXHOJOTHH: YIEeOHHK JIs CTYH. YUPEXKACHHHA cpea. mpod.
oOpazoBanusi/A.B. Octpoyx, - M.: Wznatenbckuii neHtp «Axagemus», 2014 — 208 c.
(Mudopmatrka 1 BBIYMCIUTENbHAS] TEXHUKA).

3.2.2 UnTepHeT-pecypcebl
1. http://wikipedia.org.ru - BUKuIeausi CBOOOIHAS SHIIUKIOMEINS
2. https://resh.edu.ru/class/9/ - poccuiickast 3IeKTpOHHAS MIKOJIA.
3. https://elearning.academia-moscow.ru - sJaekTpoHHOE 00yueHue «AKaneMua-Meauay.
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4. KOHTPONb U OLIEHKA PE3YJIbTATOB OCBOEHUA YYEEHOM
ANCUUMINHDI

KOHTpOJ'IL H OICHKAa PE3YyIbTATOB OCBOCHUA JUCHUITIINHBI OCYHICCTBIIACTCA
npenoaaBaTcyiEM B IMIPOLUECCC MPOBEACHUA IMPAKTUICCKUX 3aHﬂTHﬁ, KOHTPOJIbHBIX pa60T, a TaKXeE
BBITIOJIHCHU A O6y‘-IaIOIJ_II/IMI/IC$I HHJAUBUIYAJIbHBIX 3aﬂaHHﬁ, IIPOCKTOB, I/ICCJICI[OB&HPIﬁ.

Pe3yabTarsl 00yyeHus
(oCBOECHHBbIE YMEHUS1, YCBOEHHbIE
3HAHMNSA)

OcHOBHbBIE OKA3aTeJIH OLICHKHU pe3yJibTaTa

YMETDh: UCII0JIB30BATh PAa3JIMYHBIC
CpeICTBa yIpaBJICHUS B Odrce B
nporecce paboThl C JOKYMEHTAIHEH

NPUMCHSIECT Pa3IMYHbIC TEXHUYECKHE CPEICTBA MpPHU
paboTe ¢ ToOKyMeHTanuen

COCTaBJIATh U 0OPMIIATH CITyKeOHbIE
JIOKYMEHTBI C IPUMEHEHUEM CPEJICTB
JOKYMEHTUPOBaHUS TEKCTOBOM
uH(popManuu

UCIIOJIb3yeT NEPCOHATBHBIN KOMITBIOTEP KaK CPEJCTBO
cocTaBleHUS W  OPOPMIICHHUS  JOKYMEHTOB,
nepudepuiiHpie  YCTPOWCTBA: CKaHEp, IPHHTED,
IUIOTTEP, CPEACTBA TEICKOMMYHUKAIIMH: WHTECPHET,
(hakc

IMPOU3BOJUTH KOIIMPOBAHUC U
OIICPATUBHOC PAa3MHOXKCHHUC

MPUMEHSIET KCEPOKC, pu3orpad Mmpu KOMUPOBAHUH U
Pa3MHOXEHUU TEKCTOBOM MH(MOpMaLIUU

JIOKYMEHTOB
UCIOJIb30BaTh CPEJCTBA OOPaOOTKU | MPUMEHSIET  CpelcTBa  OOpaOOTKHM  TECTOBBIX
JIOKYMEHTOB JIOKYMEHTOB
MPUMEHSATh Ha IPAKTUKE CPEACTBA HCMOJIB3YET  CpPEACTBA  XPAaHEHHUS] W TIOMCKA
XPaHEHMs U IOMCKA JJOKYMEHTOB JIOKYMEHTOB

3HATh:
CPEICTBA TOKYMEHTHUPOBaHUS
uH(popMalun

Ha3bIBAET CPEACTBA JOKYMEHTHUPOBAHUS TECTOBON M
HETEKCTOBOW HMH(pOpMaAIMH, UX KIaCCUPUKALUIO U
XapaKTEPUCTUKU

CpencTBa KOMMPOBAHUS U
OIIEPAaTUBHOI'O Pa3MHOKEHHUS
JIOKYMEHTOB

NEPCHUCIIACT CPEACTBA KOITMPOBAHUA U PA3MHOXKCHUSA
JAOKYMCHTOB, HX KJ'IaCCI/I(I)I/IKaI_II/IIO N TCXHUYCCKHUC
XaPaAKTCPUCTHKHU

cpezacTBa 00paboTKH,
TPAHCIIOPTHPOBKH, XpPAaHSHUS U
MOHCKA JOKYMEHTOB

Ha3blBa€T OCHOBHBIE CpeACTBA Ml 00pabOTKU
JIOKYMEHTOB, OCHOBHBIE CPECTBA TPAHCIOPTUPOBKH,
XpaHEHUs U IOMCKA JOKYMEHTOB

CpelCcTBa nepeaadn uHpopMaluu

MEpPEeUnCIsieT CpeAcTBa INepenayd  HHPOopMaiuH,
NPUHIUIB Tepefaud WHGOpMaluK, aHaJIOroBble U
1M(pOBBIE CUCTEMBI CBSI3U, KaHaJbl U JINHUU CBSI3U,
cpeactBa  (AKCUMWIBHOW  CBA3M,  OCHOBHBIE
TEXHUYECKHE XApaKTEPUCTHKU U (DYHKIMOHAJIbHBIE
BO3MOKHOCTH (PAKCUMMUJIbHBIX allapaToB.

oOurye npasuia paboThl €
Pa3IUYHBIMU CPEJICTBAMH YIIPABJICHUS

Ha3bIBaeT oOIIMe MpaBuia paboThl C Pa3IUYHBIMU
TEXHUUYECKUMU CPEICTBAMU

B oduce
THUIIBI CPEJICTB YIPABICHUS U X NepevncisieT OCHOBHBIE CpEACTBAa YIpPAaBICHUA B
KJIacCU(UKALIHIO oduce 1 ux KiaccuGUKaImio

PesynbTaTsl 00yyeHus
(OK)

OcHOBHbBIE OKA3aTeJIH OIICHKHU pe3yJjibTaTa

OK 1 IloHuMaTh CyniHoOCTb U
COIMAJIbHYIO 3HAYUMOCTh CBOEH
Oymy1ieit npodeccuu, mposSBIAThH K
HEW YCTOMYMBBI HHTEPEC

MIOHUMAET POJIb U 3HAYUMOCTb CBOEH CIENMATILHOCTU
Ha pBIHKE TpyAa; 3HaeT 3aHUMAaeMOE€ MeECTO
[I0JIy4aeMou CIELMAIIbHOCTU B penTuHre
BOCTPEOOBAHHBIX TPO(eccHii U CIeHATBHOCTEH.
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OK 2 Opranun3oBbIBaTh COOCTBEHHYIO
JeSITeIIbHOCTD, BEIOUPATH TUITOBBIC
METOJIbI H CIIOCOOBI BBITIOJTHEHUS
npoecCHOHANBHBIX 33/1a4, OIICHUBATh
uXx 3G HEeKTUBHOCTh M KAYECTBO

JEMOHCTPHPYET  OpPTraHW3alii0 M pe3yabTar
COOCTBEHHOW JESTEeIBHOCTH; HCHOJB3yeT B paboTe
pasHble  METOABI M CHOCOOBI  BBITOJHCHHUS
npodeccHOHANBHBIX  3a/lad; JaeT OOBEKTHBHYIO
olleHKY 3(()EeKTUBHOCTH W KA4eCTBY BBINIOJHEHUS
CBOCH paboTHI

OK 3 IIpunumars peiieHus B
CTaHJAPTHBIX U HECTAHIAPTHBIX
CUTYaIUsX U HECTH 3a HUX
OTBETCTBEHHOCTh

NPUMEHSCT 3HAHUS, YMCHUS
MIPAKTUYECKUX pabot
HCCIIEI0BATEIHCKOTO Xapakrepa pelIeHH s
CUTYallUOHHBIX 3ajaad, HUCCIICA0OBATCIbCKUX u
PaKTHKOOPUECHTHPOBAHHBIX TPOCKTOB

W HABBIKM IIpH
IIOHUCKOBOI'O n

OK 4 OcymiecTBisITh TOUCK U
UCIOJIb30BaHUE HH(DOpMAITIH,
HeoOXxoauMoi 17151 9P PEeKTUBHOTO
BBIMOJIHEHUS TPO(HECCHOHAIBHBIX
3a11a4, MpohecCHOHATLHOTO U
JIMYHOTO PA3BUTHUS

UCIIOJIb3YET JIOKAJIBbHYIO CETh, IOWCKOBBIE CEPBUCHI
cetu MHTepHeT, CHpPaBOYHO-IIPABOBYIO CUCTEMY
l'apant

OK 5 Hcnonb3oBaTh
UHPOPMAIIMOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTUU B
poPEeCCHOHAIBHON e TEIHHOCTH

MIPUMEHSIET ONEPAIIMOHHYIO0 CUCTEMY, ITaKeT O(PUCHBIX
nporpamm, CIIC I'apant u pecypcsl cetu HTEpHET B
npodeccCHOHATEHOM IeATEIIBHOCTH

OK 6 PaboTatb B KOJUIEKTUBE U
KoMaH1e, 3 (HEKTUBHO 00IIATHCS C
KOJUIETaMH, PYKOBOJICTBOM,
noTpedoUTENnIMU

yMmeeT paboTaTh B KOMaHJIe IPH TPYIIOBBIX (opmMax
opraHuzanuu y4deOHOro mpomecca: paboTa Haj
IIPOEKTOM, 3aIIUTA IPE3CHTALNN.

OK 7 Bpatb Ha ce0st OTBETCTBEHHOCTh
3a paboTy YWJIEHOB KOMaH/Ibl
(TOAYMHEHHBIX), pe3yJIbTaT

BBITTOJIHEHUS 3a/1aHUi

yMEeT OpraHu3oBaTh pabOTy YJIEHOB KOMaHJbl
IpY  BBINOJHEHUM  KOJUIEKTMBHBIX  3aJaHMii,
TBOPYECKUX WJIM HCCIIEIOBATENIbCKUX IPOEKTOB B
MajblX TIpyHIax Ha 3aHATHAX C MCIOJIB30BaHUE
aKTUBHBIX (JOPM IPOBEICHUS: BUKTOPHUHBI, JEJIOBBIE
UTPBI, YPOKU-KOHKYPCBI

OK 8 CamocTosTeNIbHO ONpeAesaTh
3aJjauu Mpo(ecCHOHATBHOTO U
JMYHOCTHOTO PAa3BUTHUS, 3aHUMATHCS
camMo00pa30BaHUEM, OCO3HAHHO
TUTAHUPOBAThH MTOBBIIICHUE
KBaJTU(DUKAITIH

[TogroroBka  cooOuieHM,  TpE3eHTAMA IS
npoecCHOHAIbHOTO ¥ JMYHOCTHOTO  Pa3BUTHSL.
UcnonwszoBanne caiitoB HWHTepHera u  moadop
unpopmanuu.  Hcmonb3oBaHMEe  METOAMK  JUIA
JIMYHOCTHOI'O TECTUPOBAHHA

OK 9 OpueHTrpoBaThCs B YCIOBUAX
YaCTOW CMEHBI TEXHOJIOTHI B
npodeccuoHaIbHOM e TeTbHOCTH

J€MOHCTPUPYET TOTOBHOCTh K paboTe B YCIOBHSX
4acTOl CMEHbI Y4eOHOI 1eTeIbHOCTH; UCTIOIb3YET B
paboTe pa3Hble METO/Abl M TEXHOJOTUU paboThl B
JOCTH>KEHUH MOCTABJICHHON LIEIN

Pe3yabTaThl 00yuyeHus
(1K)

OcHoOBHBIE NOKa3aTe/ Il OLIEHKH pe3y/bTaTa

IIK 1.1. KoopauaupoBath paboTy
opranuzanuu (IpUeMHON
PYKOBOJIUTEIS), BECTU MTPUEM
IIOCETUTENEH.

yMeeT  OpraHu3oBarb  paboTy B  IPUEMHOHN
pYKOBOJUTENS, pabOTaTh C JOKYMEHTAMH C TOMOIIIBIO
OpPITEXHUKH, BECTH ITPUEM NTOCETUTENIEH
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IIK 1.4. OpranuzoBsiBaTh pabouee
MECTO CEKpeTaps U PyKOBOJAUTEIIS.

yMEeeT  MNPaBWIbHO  pPacCTaBUThb  OPITEXHUKY,
KaHIEJSIPCKUE TMPUHAUICKHOCTH TMPU OpPTraHU3alUuU
paboyero Mecra ceKpeTapsi U pyKOBOJIUTEIS

IIK 1.5 Odopmists u
PETHCTPUPOBATh OPraHU3AIOHHO-
pacropsIuTeIbHbIE JOKYMEHTHI,
KOHTPOJIUPOBATH CPOKU HX
WCTIOJTHEHUS

- Cocrapnsier OpraHu3alMOHHBIE JOKYMEHTHI 10
3a/IaHHBIM PEKBU3UTAM Ha JIFOOBIX BHJAaX HOCHUTEIIEH,
CKaHHMPYET, pacleyuaThIBACT, AJIa€T KCEPOKOIUIO ISt
XpaHCHHS B apXHUBeE.

- Odopmiisier opraHu3aIMOHHO-PACTIOPSIUTEILHBIC
JIOKYMEHTBI C YY€TOM TPeOOBaHMI 3aKOHOATEIbCTBA
C TMPUMEHEHHEM COBPEMEHHBIX HWH(GOPMAIMOHHBIX
TEXHOJIOTHH.

I1K 1.8. OcymiecTBasaTh TeneGoHHOE
o0cCITy>)KuBaHHe, IPUHUMATH U
niepe1aBath (HaKchl.

MPUMEHSIET 3HaHMs, YMEHHUS U HaBBIKM Iepenadu
(akcoB Ha TPAKTHYECKHUX 3aHITHIX, YMEET BECTU
TeneOHHBIE TePEerOBOPHI
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5. OCOBEHHOCTU OPTrAHU3ALIUN YHEBHOIO NMPOLIECCA AnA
OBbYYAKOWMNXCA C OrPAHUYEHHBIMU BO3MOXHOCTAMU 3AOPOBbA C
HAPYLLEHUAMU CNYXA

5.1. Jlns oOyuarommxcsi U3 4YHcia JHUI C OrPAaHMYCHHBIMH BO3MOXHOCTSIMH 3]IOPOBBS
o0y4eHue IPOBOAUTCS C yIETOM OCOOEHHOCTEH NMCUXO(PHU3UIECKOTO Pa3BUTHS, HHANBUAYAIbHBIX
BO3MOXXHOCTEH UM COCTOSHHSI 3JI0pOBbSl TakuxX oOydarommxcst (majgee - WHIMBUAYaJbHBIC
OCOOEHHOCTH).

5.2. IIpu opranuzanuu o0y4eHus: 00eCIeYnBaeTCs COOIOACHUE CIICTYIONINX

001mux TpeOoBaHUK!

oOy4eHHe Ui JIMI C OTPaHUYECHHBIMH BO3MOXKHOCTSIMH 3JI0OPOBbSI B OIHOHM ayJUTOPHH
COBMECTHO C OOYyYarOIMMHUCS, HE HWMEIOMIMMU OTPAHWYCHHBIX BO3MOXKHOCTEH 370POBBS,
JIOIYCKAETCsl, €CIIM 3TO HE CO3JaeT TPYAHOCTEH /Il 00yJaromuXcs;

oOecriedyeHre BBIMYCKAa TMEYAaTHBIX MM DJCKTPOHHBIX MaTEpHAJIOB, 3aMEHSIOLINX
ayaroMaTepHaibl H ayanoQaisr;

NPUCYTCTBUE B AyJUTOPHH ACCHUCTEHTA, OKAa3bIBAIOIIETO OOYYaIOUIMMCS HEOOXOIMMYIO
TEXHHYECKYIO TOMOIIb C y4ETOM MX HHIMBHIYaJIbHBIX OCOOCHHOCTEH (3aHATH pabodee MecTo,
HOHATH ¥ 0(OPMHTH 33JaHNE, OOIIATHCS C MPETIOAABATEIIEM);

MOJIb30BaHUE HEOOXOANMBIMH OOYYarOIIMMCSl TEXHUYECKUMH CPEACTBAMH NpU OOYyYCHHH,
BBINTOJIHEHUH 33JJaHUN C YUE€TOM MX MHANBUAYAIBHBIX 0COOCHHOCTEH;

obecrieueHre BO3MOKHOCTH OECHPEISITCTBEHHOTO JOCTyNa OOYYalolIMXcs B ayAWTOPHH,
TyaJIeTHBIC U IpYTHE TIOMEIIEHUS, a TAK)KE X MPeObIBaHNUS B YKa3aHHBIX MTOMEIIECHHUX; HATNINE B
OJHOM U3 TIOMEUICHWH, TpeIHa3sHAYCHHBIX JJIsI MPOBEJCHUS MAacCCOBBIX MEPOIPUSATHI,
WHIYKIIMOHHBIX METENb ¥ 3BYKOYCHIIMBAIOLICH anmapaTyphbl.

5.3. Ilpu 00y4eHn 1O AUCIUTIIMHE BO3ZMOKHO:

UCMOJIb30BaHUE TOMOUIM COTPYAHMKOB, MPOMIEANINX HHCTPYKTUPOBaHHE WIM OOydeHHE,
KOMIETEHTHBIX B aJjalTallud HHGOPMaUu JJIsl UHBAINUJIOB 10 CIIYyXY;

o0ecrieyeHre HaIMYKsl 3ByKOYCHIIMBAIOIIEH anmnapaTypbl KOJUIEKTUBHOTO MOJIb30BAaHUS, TIPU
HEOOXOJUMOCTH  TPEAOCTaBISIECTCS  3BYKOYCWIMBAIOUIas — ammaparypa  HMHIUBUAYAJIbHOIO
II0JIb30BAHUS;

OOBSICHEHHE HOBOTO MaTrepuaja M IPOBEJIECHUE MPAKTUYECKUX 3aHATHH C Yy4eToM
UH/IMBUYaJIbHBIX OCOOEHHOCTEH 00yJaroImuxcs;

nyOnupoBaHue HEOOXOIMMOM 3BYKOBOM MH(OpPMAITNH, 00yUaIOIIero MaTepraina TeKCTOBBIMU
U TpapUuecKUMH U300paKEHUSIMH, 3HAKAMHU WM B BUJIE€ YJIEKTPOHHOIO JOKYMEHTA, TOCTYITHOTO €
MOMOIIbI0 KOMIIBIOTEPA;

IpeoCTaBlIeHUe 00yJaroIMMCes IpaBa BIOOpa 3a/1aHus Il CAMOCTOSATENIbHOM padoThI;

MPEeIOCTaBIIEHNE HHBAJIKWJAM I10 CIyXy MPU HEOOXOAWMOCTH YCIYTH C HCIOJIb30BaHHEM
PYCCKOTO >KECTOBOTO f3bIKa, BKJIOYas oOecreyeHHe JOoIMycKa Ha OOBEKT CypAONepeBONUHKa,
TudIonepeBo YrKa (B OpraHM3alMM JIOJDKEH OBbITh TaKOW CHeUualucT B IITaTe (eciau 3TO
BOCTpeOOBaHHAs ycCllyra) WM JIOTOBOP C OpPraHM3aLUSAMH CHUCTEMBI COLMAIBLHOW 3aIlUTHl WIIH
00IIECTBOM TUTYXHX MO MPEJOCTABICHUIO TAKUX YCIIYT B CIydae HEOOXOIUMOCTH).

5.4. Ilpu poBeACHUH TEKYIETO KOHTPOJS U MPOMEXYTOUHOM aTTeCTallii 00eCTIeYnBaACTCS
cOOJTI0IeHHE CIEAYIOIINX TPEOOBAHMIA:

JUIS TITYXUX ¥ CA0OCHBIIIAINIUX, C TSHKETBIMUA HAPYIICHUSMU PEUU:

obecrieunBaeTcsl HaMYMe 3BYKOYCHJIMBAIONIEH ammapaTypbl KOJUICKTHBHOTO TMOJIH30BAHUS,
npu HEOOXOIUMOCTH TPEIOCTABISETCS 3BYKOYCHIIMBAIOIIAS ammaparypa WHIUBUAYATHHOTO
MOJIb30BaHUS;

[0 UX JKEJAHUIO YCTHBIM OTBET MPU KOHTPOJIE 3HAHUUA MOXKET MPOBOJUTHCS B MHUCHMEHHOM

dbopwme.
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