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1. MACIOPT IMPOIrPAMMBbI YYEFHOM JJUCHUILINHBI
JoKkymenmayuonnoe odecneuenue ynpaeienus

1.1. O6a1acTh NPUMEHEHUS] TPOTPAMMBbI

[Iporpamma yueOHON AMCHMIUIMHBI SIBJISIETCS YacThlO OCHOBHOM MpodeccroHaIbHOM
oOpazoBarenbHOI porpaMmbl B cooTBeTcTBUU ¢ DI'OC no cnenuansuoct CI1O:
38.02.01 «DxoHOMHUKa 1 OyXraaTepckuil yuer (110 OTpaciisaM)»

[IporpaMma y4eOHOW JUCHUIUIMHBI MOXET OBbITh MCIOJNb30BaHa NpU pa3paboTke
OporpaMM  JIOMOJHUTEIBHOTO  NPO(EeCCHOHANBHOrO  00pa3oBaHUs  (NOBBILICHUS
KBaIM(UKALUM U TEpPENnoJroTOBKH) pPAOOTHUKOB B 00JACTH JOKYMEHTAI[MOHHOTO
oOecrieueHus: ynpaBJICHUS

1.2. Mecro AuUCHUMIVIMHBI B  CTPYKTYpe OCHOBHOH  mnpogeccHOHAIbHOMI
o0pa3oBaTeJbHON MPOrpaMMbI:

JIOKyMEHTAILIMOHHOE obecrieueHue YIIPaBJICHUS SIBIISIETCS 4acCTbhIO
obmenpodeccCuoHaIbHOTO UK

1.3. Heau wm 3agauyMm JUCUMIUVIMHBI — TpPeOOBaHUSI K pe3yJbTaTaM OCBOEHUSsI
AMCHHUILINHBI

B pe3ynbraTte 0CBOCHUS TUCHUILUIMHBI 00YUYaIOITUICS TOKEH YMeTh:

- 0hOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBHM ¢ HOPMATHBHOM 0a30if, B TOM YHCIIC C
HCIIOJIb30BaHEeM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- OCBaMBaTh TEXHOJOTUHM aBTOMATU3UPOBAHHON 00pabOTKU TIOKYMEHTAITUH;

- UCTIOJIb30BaTh YHU(PHUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIUH;

- OCYIIIECTBIIATH XPAHCHHE M MIOUCK JOKYMEHTOB;

- HWCIOJNIB30BaTh  TEIICKOMMYHUKAIMOHHBIC  TEXHOJOTHH B DJIEKTPOHHOM
JTIOKYMEHTO000pOTeE.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUarONIUNCS TOKEH 3HATh:

- TIOHATHE, TIEJH, 33191 U TIPUHIIUIIBI JEITOMPON3BOCTBA;

- OCHOBHBIC IMOHATHS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABIICHUS;

- CUCTEeMBbI JJOKYMEHTAIIHOHHOTO 00€CTICUeHUs YIIPaBICHUS;

- KJIacCU(PUKAILIUIO TOKYMEHTOB;

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

- Opra’u3alyio JOKYMEHTOOOOpoTa: mpueM, 00paboTKy, pEerucTpalnuio, KOHTPOIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATYPY Je.

[1K u OK, xoTOpbI€ aKTyanu3upyIOTCS MPU U3YUCHUU YUEOHOU TUCUUTIIINHBL:

OK O0I. BeiOupate crmocoObl pemeHuss 3anad  OpopecCHOHATBHOW  JIEATENIbHOCTH
MIPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBisTh MOUCK, aHAJIU3 M WHTEPHpPETAlMIO MH(pOpMAIMK, HEOOXOIUMON s
BBITIOJTHEHUS 33124 PO eCCHOHATbHON e TeIbHOCTH;

OK 04. Paborath B KOJJIEKTHBE M KOMaHe, 3()()EeKTUBHO B3aUMOIEHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMU;



OK 09. Ucnonp3oBaTh HHPOPMALTMOHHBIE TEXHOJIOTHH B IPOPECCHOHATIBHOM eI TETbHOCTH;

IIK 1.1. O6pabaTbiBaTh MIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

Kon VMenus 3Hanusg

K, OK

OK 01, |- odopMiIATh TOKYMEHTALIUIO B | - TIOHATHE, IC/IH, 3aJaYl U TTPUHIUIIBI

OK 02, | coorBercTBum C HOPMAaTUBHOM | 1€JIONPOU3BO/ICTBA;

8§ gg’ O0a3oii, B TOM YHCIE C |- OCHOBHEBIC ITOHSTHS

K 1.1 | UCTOIb30BaHKUEM JIOKYMEHTAI[MOHHOTO obOecrieueHUs
UH(OPMAITMOHHBIX yIpaBJIeHUS;
TEXHOJIOTHI; - CUCTEMBbl  JOKYMEHTAI[MOHHOTO
- OCBaWBaTh  TEXHOJIOTHUH | OOECIICUCHHUS YIIPABICHUS;
aBTOMATU3WPOBAHHOMN - KJ1acCU(PUKaIUIO TOKYMEHTOB;
00pabOTKH TOKYMEHTAITUH; - TpebOBaHUS K COCTaBJICHHIO W
- UCIIOJIb30BaTh | 0hOPMIICHHUIO IOKYMEHTOB;
YHU(DHUITUPOBAHHBIE  CHCTEMBI | - OpPraHM3allui0 JIOKYMEHTOO0OpOTa:
JIOKYMEHTAIUU; npueM, 00paboTKy, perucrpaluio,
- OCYHIECTBJISITh XPAHEHHUE U | KOHTPOJIb, XpPAHEHHWE JIOKYMEHTOB,

MOUCK JIOKYMEHTOB;
- HCIOJIb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJOTHH B AJIEKTPOHHOM
JIOKyMEHTOOOOPOTE.

HOMCHKIJIATYPY ACII.

1.4. PexoMeHayeMoO€e KOJMYECTBO YACOB HA OCBOEHHE MPOTrPaAMMBbI AU CHUTIIHHBI:
MaKCUMabHOU y4eOHOM Harpy3ku oOydarormierocs 46 gac., B TOM YHCIIe:
o0s3aTenpbHas ayuTOpHas yueOHas Harpy3ka oOydatomierocs - 38 gac. (20+18).
camocTosTelbHas paboTa oOy4Jarorierocs - 8 yac.




2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM

T CHUILIAHBI

2.1. O0bem yueOHOI TUCHUIJIMHBI M BUABI Y4eOHOH padoThI

Buja yueOHoii padboThl

O0BeM yacoB

O06bem 00pa3zoBaTeIbHON NPOrPaMMBbI IO THCHHUILINHE 46

O0bem padoThl 00yYaAIOIIMXCSI BO B3aUMOACHCTBUM € MPenoJaBaTeiemM 38
B TOM YHCJIE:

TEOPETUIECKOe 00ydeHne 20

MPAKTUYECKHE 3aHATUS 18

CamocTosTenbHas pabora 8

HpOME?KyTO‘lHaH aTrecranud — 3a4erT




2.2. IllpuMepHbBIi TeMaTHYECKHI IJIAH U coJlepPKaHue YUeOHOo JUCIMILIUHBI .

Koabl koMneTeHuuid,

HanMenoBaHme Coaeprxanue yued0HOro MaTepHaJia, JIaGopaTopHble U MPAKTHYECKHE O6bem yacoB Oo6bem yacoB ¢opMupoBanuio
pA3IEIOB 1 Tem padoThl, caMocTOsATeIbHAS PAa60Ta 00y4aIOIIUXCSl, KYPCOBasi paloT  |TeOPeTHYeCKOro | MPaKTHYeCKHUX KOTOPbIX
(mpoexr) o0yueHust 3aHATHH crnocodcTByer
3J1EMEHT MPOrpaMMbl
1 2 3 4 5
CopeprkaHre yueOHOTO MaTepuaa 2 OK 01, OK 02,
Tema 1. 1 | Onpenenenne TOKyMEHTAIHOHHOTO 0OecrieueHHs yIpaBeHus (aanee OK 04, OK 09,
OcHOBHBIE TOHATHSA JA0Y) K 1.1
AeJIONPOU3BOACTBA. Poxs IOV B opranuzanuu ynpaBlieHUs NPEAIPUITHEM
JlokyMeHT u ero Onpenenenns OCHOBHBIX TepMHUHOB B obnact JJOY: mokyMeHT,
pyHkun nHpOpMAILUs, HOCUTETh HHPOPMALIUH, JOKYMEHTHPOBAHHE,
oUIHAaTbHBIN TOKYMEHT, INYHBIN TOKyMEHT
XapaKkTepuCTHKa OCHOBHBIX (DYHKITHH TOKYMEHTa
XapakTepuCcTHKa JOKYMEHTOB, CO3/IaHHBIX Pa3HBIMU CIIOCOOAMHU
JOKYMEHTHPOBAHUSI
Copeprkanre yaeOHOTO MaTepuana 2 OK 01, OK 02,
Tema 2. 1 | IlonsTHe «yHUUIMpoBaHHas cucteMa nokyMmeHTarm» (Y C/I) OK 04, OK 09,
YauduuupoBannas CocraB YC/| IK 1.1
cHCTeMAa Knaccudukanms 10KyMEHTOB 110 pa3IMYHBIM [TPU3HAKAM
OPraHU3alHOOHO-
pacnopsIuTeabHBIX
aokymenToB (OPI).
Kaaccupukanus
JOKYMEHTOB
Conepxanue yueOHOro MaTepuana OK 01, OK 02,
Tema 3. 1 | IloHsATHus: peKBU3UT, HOPMYIISp TOKYMEHTA, TUITOBON (OpMYIIsip, 4 OK 04, OK 09,
T'OCT P 6.30-2003. dbopmysp-odpaser K 1.1
®opmy.asip-odpasen DopMyJIsSIp JOKYMEHTA U €r0 COCTABHBIE YaCTH
OPA. Cocras I'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CUCTEMBI TOKYMEHTALIH.
pexBu3uToB OP/{ YCOP/. TpeGoBanus k 0pOpMIICHUIO TOKYMEHTOBY. O0sacTh
npumeHeHuss. CTpykTypa
Cocras pexsu3utoB OPJ] mo 'OCT P 6.30-2003, BapuaHThI X
pacioIOXKEHHS 2




| ¢)0pMyn$[p-o6pa3eu KaK CX€Ma pacCnoJIOKCHUSA PCKBU3UTOB

[TpaxTiuaeckoe 3anstue Ne 1 CocraBnenne ¢popmymsipa-oopasua Ha ¢. A4

Copeprkanre yueOHOTO MaTepuaia OK 01, OK 02,
Tema 4. 1 | IlonsTHe «OMaHK JOKYMEHTay, €ro PoJib B 0POPMIIEHUH TOKYMEHTOB OK 04, OK 09,
TpeboBanus x Bupl 61aHKOB: 00Mmuii O1aHK, OIaHK MHChMa, OIaHK KOHKPETHOTO BH/A IK 1.1
ogopmienuio JOKyMEHTa
61anKoB. Buani CocraB peKBU3UTOB OJIaHKA B 3aBUCHMOCTH OT €TI0 BU/Ia
0s1ankoB Pasmeps! noneit 6mankos B cootserctBuu ¢ TOCT P 6.30-2003
BapuanTsl pacrosnoxeHust peKBU3UTOB B OJIaHKe
Conepxanue yueOHOTO MaTepuaa OK 01, OK 02,
Tema 5. OK 04, OK 09,
TpeGoBanus K 1 | TpeOoBanust K OPOPMIICHHIO MTOCTOSHHBIX PEKBU3UTOB (HAUMEHOBaHUE K 1.1
odopmTeHHIo OpraHW3aluy, CHOpaBOYHbIE JaHHble 00 opranuzanmu, WHH/KIIIL,
pexBH3nTOB OPJ[ OI'PH ropuanueckoro juia u T.1.)
2 | TpeboBanmss K OGOPMIIGHHIO TIEPEMEHHBIX PEKBU3UTOB (71ara,
PETUCTPALMOHHBI HOMED, TEKCT, 3aT0JIOBOK K TEKCTY, OJIHCH U T.JI.)
3 | TpeboBanus Kk 0pOPMIICHHIO CITY)KEOHBIX OTMETOK (O HAJTHUUH
MPUIOXKEHUS, 00 UCIIOIHUTEIIE, 00 UCTIOJIHEHUN 1 HalpPaBJICHUHU B JIEJI0,
0 MOCTYIUIEHUH JOKYMEHTA B OPraHU3auuio 1 T.1.)
CopepxaHue yueOHOTro Marepuaia OK 01, OK 02,
Tema 6. 1 | XapakTepucTka M COCTaB OPTaHM3ALMOHHBIX JOKYMEHTOB (YCTaB, OK 04, OK 09,
TpebdoBanus k MOJIOKEHUE, HWHCTPYKLUMS, JOJDKHOCTHAs HMHCTPYKUHUS, ILITATHOE MK 1.1
odopmiIeHuUI0 2 | pacmucaHue H Jp.)
OpraHU3alHOHHbBIX TpeboBanus kK 0hOpMIICHUIO OPraHNU3AIMOHHBIX JIOKYMEHTOB
AOKYMEHTOB
Tema 7. Conepxanue yueOHOro Marepuana OK 01, OK 02,
TpeboBanus k 1 | XapakTepucTika ©  COCTaB  pacIOPSIUTENBHBIX  JTOKYMEHTOB OK 04, OK 09,
opopmiIeHUIO (mocraHoBIeHME, pEIICHNE, IPUKA3, PACTIOPKEHHE, yKa3aHHe). K 1.1
pacnopsiauTeabHbIX | 2 | TpeOoBanus K OQOPMIICHHUIO W COCTABICHUIO PACIOPSAUTEIBHBIX
AOKYMEHTOB JIOKYMEHTOB
[paktrdeckoe 3ansitie Ne 2 Cocraienue u ohopmIileHHE IPUKA3Z0B T10
OCHOBHOH JESTENBHOCTU
Coneprxanne yueOHOTO MaTepuana OK 01, OK 02,
Tema 8. 1 | TpeboBaHwusI K 0(OPMIICHHIO TTPOTOKOIA OK 04, OK 09,
Tpebosanns x 2 | TpeboBanus kK opopMIICHUIO aKTa K 1.1
0popmIenHIo 3 | TpeboBanust K OPOPMIICHHIO CIIPABOK, JOKIATHBIX H OOBSICHUTEIBHBIX
HH(OPMALMOHHO- 4

3allMCOK




CIPaBOYHBIX
JAOKYMEHTOB

5 | TpeboBanus K OPOPMIICHHUIO CITYKEOHBIX THCEM
TpeboBanus kK 0hOPMIICHHIO TeJIErpaMM, TeIePOHOTpaMM

IIpaktrueckoe 3anstre Ne 3 CocraBineHue 1 0ohopMIICHHE TTPOTOKOIA
[Mpaktuueckoe 3austue Ne 4 CocraBieHre U 0pOpMIICHUE aKTOB, CIIPABOK
[Mpaktnueckoe 3anartue Ne 5 CoctaBieHne W oQOpMICHHE AOKIAIHBIX U
O00BSCHUTENBHBIX 3aMHCOK, CITY>KEOHBIX MTUCEM

Tema 9.
Opranusanust
padoThI ¢
JOKyMEHTaMH

Copep:xkanne yueOHOTO MaTeprala

1 | OcHoBHBIE dTanbl pabOTH C JOKYMEHTAMH: IIPUEM U TIEPBUYHAS
00paboTKa, perucTpanus, pacCMOTPEHHE PYKOBOAUTENEM, KOHTPOJb

2 | ICIIOJHEHHS TOKYMEHTOB, OTIPaBKa

3 | Opranuzanus onepaTHBHOTO XpaHEHHUS TOKYMEHTOB: HOMEHKIAaTypa Jell
[TpaBuna odopmienus u GopMHUpOBaHHS AET

OK 01, OK 02,
OK 04, OK 09,
K 1.1

O06beM padoThI 00y4AIOIIUXCS BO B3aHMO/IeCTBHY € MpenoaaBaTeieM

20 16

IIpoMeskyTouHas aTTecTalus - 3a4eT

CamocTosiTeibHast padoTa 00yyalouuxcs

- COCTaBJICHHE CXEMBI PACTIOJIOKEHHS PEKBU3UTOB Ha popmaTe A4

- COCTaBJICHHE CXeMBI PaCIOJIOKEHHs PEKBU3UTOB Ha (hopmare AS

- pa3paboTKa OJIAHKOB OpraHU3aIUN

-cocTaBiieHHe U oopmiteHue pekBu3uToB OPJ]

-TIOATOTOBUTH Mpe3eHTaII0 «OCHOBHBIE BU/IBI PACTIOPSTUTEIEHBIX
JTOKYMEHTOBY

- cocTaBjicHHE U 0pOpPMIIEHHE OTIEIBHBIX BUOB HH(OPMAIHOHHO-
CIIPpaBOYHBLIX JOKYMCHTOB

- MOATOTOBUTH Ipe3eHTannto «OCHOBHBIE BUIBI HHPOPMAIIMOHHO-
CIIPpaBOYHBIX JOKYMCHTOB»

- INOATOTOBUTH ITPE3CHTALIO ((OpFaHI/I3aHI/IH pa6OTBI C OOKYMCHTaMu» M
«OpraHu3anys XpaHeHHs JOKYMEHTOB B JICJIOIPOU3BOJICTBEY

Bcero:

46




3. YCJIOBUS PEAJIMZAIIUU ITPOT'PAMMBI AN CIHUAIT/IMHBI

3.1. TpeboBaHussi K MHUHUMAJIBHOMY MAaTepHAJbLHO-TEXHUYECKOMY
o0ecrneuyeHuIo

Peanuzanust mporpaMMbl AUCIUIUTHHBI TPeOyeT HAIM4IKs yaeOHOTO KaOUHeTA.

O6opynoBanne yueOHOTO KaOUHETA:

- I0CAJJOYHBIE MECTA M0 KOJUYECTBY CTY/ACHTOB;

- pabodee MecTO MpenoaaBaTeis;

- YMK no nucrumuinne «/{okyMeHTalmoHHOe 00ecrieueHre yIpaBiICHUsD)
- yuyeOHas JIocka

TexHunueckue cpeacTBa 00yyeHUS:

- DKpaH;

- MYJIbTUMEIUUHBIN IPOECKTOP;

3.2. UudopmannoHHoe odecnieyeHne o0yueHust

Ilepeyens pexkoMeHAyeMBbIX Y4eOHbIX u3AaHui, WMHTEepHeT-pecypcos,
JTOTOJHUTEJIbHOM JIUTEPATYPbI

OCHOBHbBIE HCTOYHUKHU:

- Pympinuna JILA. JlokymeHTammoHHoe obecrniedeHue yrpaBienus. — M.: UL
«Axagemusy, 2014.

- bacakoB M.U. JlenonpousBoactso. — Pocros v//1: ®enukc, 2015.

- KyneBa E.IO. JlokymeHTallmoHHOE OOECTeYeHHE YIpaBiICHUS. DIEKTPOHHOE
npunoxenue. — M.: UL Axkanemus, 2015.

JlonoaHuTENbHBIE NCTOYHUKHU:

- Mepkynoa E.B. Ilpaktudeckoe aemOmpoOU3BOACTBO: COCTABICHUE U
odopmiieHre JOKyMeHTOB. — M.: Omera-JI, 2013.

- Comoryo O.I1. [lenonpou3BOACTBO: COCTaBJIEHUE, pEAAKTUPOBAHUE H
oOpaboTka mokymeHToB. — M.: Omera-JI, 2013.

[lepuonuueckue u3nanus: «CrpaBOYHUK CEKpeTaps U 0(UC-MEHEIKEPa»

CnpaBounHas nHGOPMAIIMOHHO-TIpaBOBasi cuctemMa «l apanT».

CnpaBounas nHGopMaIMoHHO-TIpaBoBas cucteMa «Koncynprantllmocy.

HNuTepHeT-pecypcsr:
www.sekretariat.ru
www.top-personal.ru
www.gia.archives21.ru



http://www.sekretariat.ru/
http://www.top-personal.ru/
http://www.gia.archives21.ru/

4, KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUS

JUCHUIIIAHBI

Pe3yabTarsl 00yuenust
(ocBOCHHBIE YMEHHS, YCBOCHHbIC 3HAHUA)

OcHOBHbBIE MOKA3aTeJN OIEeHKH
pe3yJabTat

Ymersn:
oOpMIISITH TOKYMEHTAIIUIO B COOTBETCTBUU
C HOpMaTHUBHOW 0a3oif, B TOM 4YHCIE C

CocraBnsier OpraHu3allOHHO-
pacrnopsiiuTeIbHbIE JTOKYMEHTHl B
COOTBETCTBUM C HOPMAaTUBHBIMU

UCIIOJIb30BaHUEM uHpopMaIMOHHBIX | JokyMeHTamu 10 JIOY Ha mo0bix

TEXHOJIOTUH; BHUJIaX HOCUTEIIEH

OCBaMBaTh TEXHOJIOTUU Hcnonb3yet KOMITBIOTEPHYO

aBTOMATU3UPOBAHHOU 00PabOTKHU TEXHUKY TSt oopmITeHUS

JIOKYMEHTAIUK; JIOKYMEHTOB

HCIIOJB30BaTh YHUDUITUPOBaHHBIE cucTeMbl | OnpenensieT  YHUPUIUPOBAHHYIO

JIOKYMEHTAINY; CUCTEMY JOKYMEHTAaIUH, K KOTOPOi
OTHOCSITCS COCTaBJIIEMbIC
JIOKYMEHTBI

OCYILIECTBJISITh XPAHEHUE U TTOUCK CocraBisieT HOMEHKJIATypy [ed,

JIOKYMEHTOB; ONpENeNIIeT  CPOKHM  XPaHCHHS
OyXTaJITepCKUX JOKYMEHTOB

UCIIO0JIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE | OCYIIECTBISET PETUCTpaLUIO

TEXHOJIOTUHU B AJIEKTPOHHOM | TOKYMEHTOB, KOHTPOJIb

JTIOKYMEHTO000pOTE. HCIIOJTHEHUS JIOKYMEHTOB,
oOpabarbIBaeT MOJIyYCHHbIE
JIOKYMEHTBI B PyYHOM PEXKHUME U C
HCIIOJIb30BaHUEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa

3HaTh: Ilepeuncnsier  OCHOBHBIE  LIEJNH,

MOHATHE, LEJIH, 3aJa4yd W [PUHLHUIBI | 3a0a41 u MIPUHLINIIBI

JIEJI0ONPOU3BOJICTRA; JIETTONPOU3BOJICTBA

OCHOBHBIE TMOHATHS JOKYMEHTAIlMOHHOTO | JlaeT ompeneneHus JAOKYMEHTA,

obOecrieueHus1 yIpaBJieHuUs; MepeUYuCysieT OCHOBHbIC (DYHKIUU
JIOKYMEHTOB; Jla€T  OIpeJesieHue
JOKYMEHTUPOBAHUS, TMEPEUUCISICT
OCHOBHBIE CpEJCTBA U CHOCOOBI
JTIOKYMEHTHUPOBAHUS

CUCTCMbI NOKYMCHTAITMOHHOT' O oOecrneyeHus
YHPaBJICHUS,

[lepeuncrisier OCHOBHBIE CHUCTEMBI
OV, naet ux xapakTepUCTUKY

TpeOOBaHMS K COCTABJIICHUIO M O(DOPMIICHHIO
JIOKyMEHTOB;

JlaeT ornpeneneHns: OCHOBHBIM
Buaam OP/I, nepeuncnser
PEKBU3UTHI, U3 KOTOPBIX COCTOUT
KaKJIbIA BUJ IOKYMEHTA, U3JIaraet

10




TpC6OBaHI/I}I K TCKCTY KaXXa0ro
JOKYMCHTA

KJIACCU(PUKALIUIO TOKYMEHTOB; Jaet omnpenenenue knaccupuKaiuu
JIOKyMEHTOB, MIEPEYUCIISIET
OCHOBHBIE TPU3HAKU
KJIacCU(UKAILINHU, HA3bIBAET BUJIBI
JIOKyMEHTOB, OTHOCSIIIIMXCA K
MEPEYHCICHHBIM IPU3HAKaM

OpraHu3alvio JIOKyMEHTOoOOOpoTa: Tmpuewm, | Jlaet onpenenecHue

00paboTKy, pErucTpalmio, KOHTPOJIb, | JOKYMEHTO000POTa, OpraHU3aINH
XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY Jed. | JOKYMEHTOO00O0pOTa; MepEeUUCIsieT
OCHOBHBIE ATarlbl
JIOKyMEHTO000pOTa, PACKPHIBAET UX
CYIIHOCTb. [aeT onpeneneHue
HOMEHKJIATypHbI JI€J1, Ha3bIBAET €€
PEKBU3UTHI, PACKPBIBAET MOPSAIOK
€€ COCTaBJICHUS, YTBEPKIICHUS U
corsacoBanus. [lepeuncnser
npaBujIa XpaHEHUsl JOKYMEHTOB

PE3VJIbTATBI OCBOEHU I KOMITETEHIINIA

Pe3yabTaThl 00yuyeHus
(ITK) OcHOBHBIE IOKA3aTeJI OLIEHKH pe3yJbTaTa
IIK 1.1. O6pabaTsiBaTh NEPBUYHBIC [TpoBoauT 06pabOTKY JOKYMEHTOB
OyXxrajaTepckue JT0KyMEHThI [Tpumensiet mpaBuia paboThI ¢ JOKYMEHTaMH B
COOTBETCTBUU
HanMeHoBaHHe 001X KOMIIETEHIINMA YMeHnus, 3HAHUA

OK 01. BeiOuparb criocoObl pemieHusi 3a1ad | YMeHMsl: pacro3HaBaTh 3a/1a4y W/ npoliaemMy B

npodeccuoHaTbHON NeSITeIbHOCTH | MPO(ECCHOHATEHOM U/UITU COLIMAIbHOM KOHTEKCTE;

MIPUMEHHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM aHAJIM3UPOBATh 33/1a4y U/UIIHU polIemMy U

BBIJIETISITH €€ COCTaBHBIC YAaCTH; OMPEACIATH TAIbI
pEIICHUS 33]1a9H; BBISABIATEH U 3()(PEKTUBHO NCKATH
uHpOpMaIHIo, HEOOXOUMYIO /IS pEIIEHUS 3a/1a4H
W/UI TPOOJIEMBI,

COCTaBUTb IJIaH JICHCTBUS; ONPEACTUTH
HEO0OXOMMBIE PECYPCHI;

BJIQ/IETh aKTyaJIbHBIMH METOIaMU PabOTHI B
npodeccuoHanbHOM U CMEXHBIX chepax;
peann30oBaTh COCTABICHHBIN TUTaH; OI[CHUBATh
pe3yJbTaT U MOCJIEACTBUS CBOUX JCHCTBHI
(caMOCTOSATETHHO WJIHM C TOMOIIHIO0 HACTABHHUKA)
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3HaHUsA: aKTYyaIbHBIN MPOheCCHOHATBHBIA U
COIMANTLHBIA KOHTEKCT, B KOTOPOM MPUXOAUTCS
paboTaTh M KUTh; OCHOBHBIE HCTOUHUKHU
uH(OPMAIIUU U PECYPCHI JUIS PEIICHUS 33129 U
mpo0sieM B TpoeCCHOHATTBHOM W/HJTH COITMAIBHOM
KOHTEKCTE;

JITOPUTMBI BHITIOJIHEHUS padoT B
po(heCcCHOHATTLHOM U CMEXHBIX 00JIACTSIX; METO/IBI
paboThl B IpohecCHOHAILHON U CMEXHBIX chepax;
CTPYKTYpY IUIaHA JIJIS PEUICHHsI 3a/1a4; TIOPSI0K
OILICHKH PE3YJIbTATOB PEUICHHS 3324
po(heCcCHOHALHOM IS TEIIbHOCTH

OK 02. OcymecTBiaarh MNOWCK, aHaIW3 U
MHTEepHpeTanuio HHGOpMaIul, He0OX0 MO
JUTSL BBITIOJTHEHUS 3a7a4 Mpo¢ecCHOHATBHOM
JIeITEIbHOCTHU

YMeHuUsI: onpeenaTh 3aa4uu IS IIOMCKa
uH(pOpPMAILINK; ONIPEENIATh HEOOXOIUMbIE
MCTOYHHMKH MH(OpMANNH; MITAHUPOBATH ITPOIIECC
IIOUCKA; CTPYKTYPHPOBATH M1OIy4aeMYIO
MH(OpPMAIHIO; BBIACTATH HanOoJIee 3HaYNMOE B
nepevyHe MHPOPMAaLMH; OL[CHUBATH MPAKTUIECKYIO
3HAYUMOCTb PE3yJIbTATOB MOUCKA; OPOPMIIATH
pe3yJIbTaThl MOUCKA

3HaHuUs: HOMEHKJIATypa HH(POPMALIMOHHBIX
MCTOYHHUKOB IIPUMEHSIEMBIX B IPO(ECCHOHATBHOM
JeSTeIbHOCTH; IPUEMBI CTPYKTYPHUPOBAHUS
uHpopmanuu; popmar opopMIICHHUS PE3yIIHTATOB
NOKUCKa UHPOPMALIUU

OK 04. Paborars B KOJUIEKTHBE M KOMAHJIE,
3¢ pexTUBHO B3aUMO/ICHICTBOBATh c
KOJUIETaMH, PYKOBOJICTBOM, KITMCHTAMU

YMeHusi: opraHu30BbIBaTh PadOTy KOJUICKTHBA U
KOMAaH/Ibl; B3aMMOJIEUCTBOBATh C KOJJIEraMH,
PYKOBOJICTBOM, KJIMEHTAMH B X0J1€
npoecCHOHANBEHOM e TeNIbHOCTH

3HaHuA: 0COOEHHOCTHU B3aUMOIEHCTBUSA B
KOJIJICKTHBE, TIPaBUjIa pabOoThI B TPYIIIe

OK 09. Mcnonbs3oBaTh HHPOPMAIIMOHHBIE
TEXHOJIOTUH B MPO(hecCHOHATbHON
JeSTeTbHOCTH

YMeHuAA: IPUMEHTH CPEACTBA NH()OPMALIMOHHBIX
TEXHOJIOTUH [T pelIeHHs TPOPECCUOHATBHBIX
3aj1a4; UCIOJIb30BaTh COBPEMEHHOE MMPOrPAMMHOE
obecneyeHne

3Hanus: COBPCMCHHBIC CPCACTBA U YCTPOﬁCTBa
I/IH(l)OpMaTI/ISaIII/II/I; MOPAIOK UX IMPUMCHCHUA U
MporpaMmMHOC obecrnieueHue B HpO(l)eCCI/IOHaJIBHOfI
JACATCIIbHOCTH
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5. OCOBEHHOCTH OPTAHM3AIIMU YYEBHOI'O ITPOLECCA
JJIAA OBYYAIOIIUXCA C OI'PAHUYEHHbBIMH
BO3MOXHOCTAMMU 3/10POBbs C HAPYIIEHUAMMU CJIYXA

5.1. Jlns oOydvaromuxcsi U3 YHCIA JIMIl C OTPAaHHYCHHBIMH BO3MOKHOCTSIMH 3JI0POBBS
oOydeHHE TPOBOJIUTCS C yYETOM OCOOCHHOCTEH  MCUXO(U3MUECKOTO  Pa3BUTHSA,
WH/IMBUYaJIbHBIX BO3MOXKHOCTEH W COCTOSIHHSI 3JIOpPOBBSl TaKuX oOOydaromuxcs (naiee -
WH/IMBUyaJIbHbIE 0COOCHHOCTH).

5.2. Ilpu opranu3zanuu o0yueHust 06ecreunBaeTcst COOMI0ICHUE CIIETYIONIX

00X TpeOoBaHMA!

o0y4eHue Ui JHUI] C OTPAaHUMYCHHBIMH BO3MOXKHOCTSIMHU 3[I0POBbS B OAHOH ayAMTOPUHU
COBMECTHO C OOYyYaroIlMMHUCS, HE HMEIOIIMMHU OTIPaHUYEHHBIX BO3MOXKHOCTEH 3/10pOBbS,
JIOITYCKAETCS, €CIIM ATO HE CO3/1aeT TPYAHOCTEN AJisi 00y4aroIuXCs;

obecreyeHrue BBIIYCKA IIE€YATHBIX MM 3JEKTPOHHBIX MAaTepHalloB, 3aMEHSIOLINX
ayuomarepuabl U ayauodansl;

IPUCYTCTBUE B ayJTUTOPUU ACCUCTEHTA, OKA3bIBAIOILEr0 OOydYaroUIMMCs HEOOXOIUMYIO
TEXHUYECKYIO TIOMOIIIb C YYETOM MX HHIUBUAYAIBLHBIX OCOOCHHOCTEH (3aHATH pabodee MecTo,
HOHSTH U OOPMHUTH 3aJaHUE, OOIIATHCS C IPENOJaBaTelIeM);

MOJIb30BaHUE HEOOXOMUMBIMH  OOYYaIOUIMMCS TEXHUYECKUMH CPEICTBAMH TIpU
00y4YeHHH, BBIITOJHEHUHN 33JaHUH C yU€TOM MX UHJMBUAYaAIbHBIX OCOOCHHOCTEH;

obecriedeHrne BO3MOKHOCTH OECTIPENSITCTBEHHOTO JOCTYIa 00yJaroIUXCcs B ayIMTOPHH,
TyaJeTHble U Jpyrue IOMEIIEHUs, a TaKKe UX NpeObIBaHUS B YKa3aHHBIX MOMEUICHUSX;
HAIMYMEe B OJHOM W3 TIIOMEIICHHH, TpPEIHA3HAYCHHBIX JUIS MPOBEACHUS MAaCCOBBIX
MEpONPUATHNA, MHIYKIIMOHHBIX NIETEIb U 3BYKOYCHIIMBAIOLIECH anmaparypsl.

5.3. I[Ipu oOyueHuu o AMCUUILIINHE BO3MOXKHO:

MCIIOJIH30BaHUE TIOMOIIH COTPYAHUKOB, TPOIIEAIINX HHCTPYKTUPOBAHHUE WM 00y4IEeHHE,
KOMIIETEHTHBIX B alaTalliy MH(GOpMaIUK [UI1 HHBAJIUAOB 10 CIyXY;

o0ecriedeHre HaJI4Ius 3BYKOYCHUJIMBAOIIEH anmapaTypbl KOJUIEKTUBHOTO TIOJIH30BAHUS,
npyU HEOOXOAMMOCTH MPEAOCTaBIsAETCS 3BYKOYCHIIMBAIOIIAs amlmaparypa WHAWBHUIYaIbHOTO
TIOJIb30BAHUS;

OOBSICHEHHE HOBOTO MarepHuaja ¥ MpPOBEACHHE NPAKTUYECKUX 3aHATHH C y4eTOM
UH/IMBUYaJIbHBIX OCOOEHHOCTEN 00yUaromuxcs;

nyOonupoBaHUE HEOOXOIMMOW 3BYKOBOM MH(pOpManuM, OO0y4yarolero marepuaia
TEKCTOBBIMM M TIpaUyecKUMH H300paKEHUSAMH, 3HaKaMH WJIM B BHJE DJIEKTPOHHOTO
JIOKYMEHTA, IOCTYITHOTO C TIOMOIIBIO0 KOMITBIOTEPA;

IpeoCTaBlIeHUe 00yJaroLIMMCcs IpaBa BIOOpa 3a1aHus ISl CAMOCTOSATENIbHOM padoThI;

MPEIOCTaBIEHUE MHBAUIAM T10 CIIYXY TPH HEOOXOAMMOCTH YCIYTH C UCIOJIH30BAHUEM
PYCCKOTO ECTOBOT'O s3bIKa, BKIIOYask oOecrieyeHre J0mycka Ha OOBEKT CypAOoNepeBoIYHKa,
tudaonepeBoUNKa (B OpraHU3aluy JODKEH OBbITh TaKOW CIEUUAlIMCT B IUTaTe (€Cau 3TO
BOCTpeOOBaHHAs yCIyra) Wid JIOTOBOP C OPraHU3alUsIMH CUCTEMBI COL[MAIbHON 3allUThl UIIH
00IIECTBOM TIIYXHX MO IPEJOCTABIECHUIO TAKUX YCIIYT B CIy4ae HEOOXOAUMOCTH).

54. llpu npoBeneHWH TEKYIIEro KOHTPOJS M IPOMEKYTOUYHOM aTTECTaluu
obecrnieunBaeTcs COOMIOCHIE CIASAYIONINX TPEOOBaHHIA:

JUIS TITYXUX U cITa00CIHBIIIANINX, C TSDKEIBIMUA HapyIICHUSIMU Peyu:

o0ecrieynBaeTcsi  HaIM4YME  3BYKOYCHJIMBAIOIIEH  ammapaTypbl  KOJIJIEKTHBHOTO
MOJIb30BAHUA, MPU HEOOXOJUMOCTH TMPEAOCTABISIETCS 3BYKOYCHJIMBAIOIIAsl ammaparypa
MHAVBUAYAJIBHOTO TIOJIb30BaHUS;
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0 WX JKETaHUIO YCTHBIH OTBET NPU KOHTPOJE 3HAHMHA MOXET TNPOBOIUTHCS B
MUChMEHHOU (hopMme.
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