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1. OBIIIASI XAPAKTEPUCTUKA TPUMEPHOM PABOYEH ITPOT'PAMMBbI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

IIM#u.02 IOATOTOBKA, TEXHUYECKASl OBPABOTKA U PASMEIIIEHUE
KOHTEHTA B CUCTEME 2JIEKTPOHHOTI'O JOKYMEHTOOBOPOTA

1.1. Hean v muiaHupyeMbie pe3yJbTAThl 0CBOEHHS MPO(ecCHOHAIBLHOT0 MOIYJISA

B pesynprate usydeHus: mpodeccHOHATbHOTO MOAYJS OOYYaroIIMXCSl JIOJDKEH OCBOWTH
OCHOBHOI1 BUJ AesaTensHocTH [loAroToBka, TexHuyeckas o0paboTka U pa3MeleHue KOHTEHTa

B CHUCTEME D3JEKTPOHHOTO JIOKyMEHTOOOOpOTa M COOTBETCTBYIOIIME €My o0Inue
KOMIICTCHLINU, 1 HpO(i)eCCI/IOHaJIbHBIe KOMIICTCHIINU:

1.1.1. Tlepedyenp OOIIMX KOMITETCHITHI

Kon
KoMIIeTe
HIUH

®opmyMpoOBKa

) 3uanusi, yMeHus
KOMIEeTeHIUI

OK 01 | Boibupats criocoOsl YMeHusi: pacro3HaBaTh 33Jady W/WIU MpoOiemMy B
pelieHus 3aaaq npo¢ecCHOHATBHOM W/WIIM COLIMATBHOM KOHTEKCTE,
npodeccuoHaTBLHON aHAJTM3UPOBATh 3a/1a4y W/WIK NpoOJIeMy U BBIICISATH
JeSITeTTbHOCTH e€ COCTaBHBIE YaCTH; ONPEACTATHh ATaIlbl PEHICHUS
MPUMEHHUTEIHHO K 3aJaud;  BBLBIATE W O(QQEKTUBHO  HCKATh
Pa3IUYHBIM KOHTEKCTaM nH(popMannio, HEOOXOAUMYIO IJISl PEUICHUS 3aJadu
W/WTU TIPOOJIEMBI,

COCTaBJIATh TUIaH JCWCTBHS; OIIPEICTIATh
HEOOXOUMBIE PECYPCHI;

BIAJETh AaKTYaJIbHBIMM  METOJaMH  palbOThl B
npodeccuoHaIbHON u CMEKHBIX chepax;
peanu30BBIBaTh COCTABICHHBIM IUTaH; OLEHHUBATH
pe3yJbTaT W TOCHEACTBUS  CBOMX  JACHCTBHI
(camMOCTOATENILHO WM C TIOMOIIBI0 HACTABHHUKA)

3HaHUsI:  aKTyalbHBIM  MPO(PECCHOHANBHBIA U
COLIMATIbHBIA KOHTEKCT, B KOTOPOM MPHUXOAUTCS
paboTaTh M KHTb, OCHOBHBIE  HMCTOYHHUKH
uHPOpMAIIMU W PEeCypchl JUIsl pelIeHHs 3ajad U
npobiieM B Mpo(ecCHOHATLHOM W/HIM COLUATHHOM
KOHTCKCTE;

QJITOPUTMBI BBITIOJIHEHUS padOT B MpodecCHOHaTbHON
U CMEXHBIX oO0yiacTsaX; MeToabl paboTel B
npohecCuoHaNBbHOM U CMEXHBIX cepax; CTPYKTYpY
IUIaHa JJs  pelleHus 3aJay; TMOPSIOK OLEHKU
pe3yNbTaTOB pelieHusl 3afad MpodecCHOoHaNbHOM
JEeSTEIIbHOCTH

OK 02 | Ucnonb3oBath YMenusi:  omnpenensaTh  3ajayd  Juid TIOHUCKA
COBPCMCHHBIC TPEACTBA WH(POPMAITUH; OMPEACIIATh HEOOXOUMbIC UCTOYHUKA

1
Komnemenyu gopypuupyiomegsarg n.3.2 PraG, wl%@gPMaHUI/I IIAHUPOBATE  MPOLECC = TIOMCKA:

2 pl!ﬂoa&l{th& SHAHUL—IL _}’7‘401‘515‘3 HMEIOM pol/'n IbHBLLL Vnnnl/'mop 14 Mn?vm ﬂvnnnovmu]_’)ntznul.

3a8UcUMocmu om npogheccuu (CneyuarbHOCmiL).



MHTEpIpETaLuU
uHpOpMaLnH, U
MH(POPMAIMOHHBIE
TEXHOJIOTUH TSI
BBITIOJTHEHUS 337124
npodeccruoHaIbHON
JeATEIILHOCTH

CTPYKTYpPUPOBaTh  TOJy4aeMyl  HMH(OpPMAIHIO;
BBIIENATH  HauOoyiee  3HaYUMOE B IIEpPEUHE
MH(POPMALINH; OLIEHUBATH MPAKTHUECKYIO 3HAUNMOCTh
pe3ynbTaToB  MOMCKa;  OQOPMIIATH  pPEe3yNbTaThl
IIOUCKA, NPUMEHATh CpEeACTBAa HHPOPMALMOHHBIX
TEXHOJOTUM  JUIsl  pelieHus Mpo(ecCHOHANbHBIX
3aJa4; HUCIOJb30BATh COBPEMEHHOE IPOrpaMMHOE
o0ecrieyeHne; HCHOIb30BaTh pa3IM4YHbIE IUPPOBBIE
CpeZCTBa JJIs pelieHus Mpo(ecCHOHANBHBIX 3a/1a4.

3HaHun: HOMEHKJIaTypa UH(POPMALIMOHHBIX
UCTOYHUKOB, TPUMEHSIEMBIX B MPOPECCHOHATHHON
NeSITeTbHOCTH; TIPUEMBI CTPYKTYPHPOBaHUS
uHdopmaruu; (Gopmatr odopMIIeHHUS PE3yIHTATOB
noucka wWHQPOpPMAIMK, COBPEMEHHBIC CpEICTBA U
yCTPOMCTBA  WHQPOpPMATU3AIUHU;,  MOPSAAOK  HX
OpUMEHEHHUsT U [porpaMMHOe o0ecredeHue B
npoeCcCUOHATIBLHON JIEATEIILHOCTH B TOM YHCIE C
UCTIOJIb30BaHUEM LU(PPOBBIX CPENICTB.

OK 03 | [InmanupoBath u YMeHusl: onpenensiarTh akTyaJbHOCTb HOPMATHBHO-
peannu30BbIBATh PaBOBOM JOKyMEHTallMM B MpodecCHOHaIbHON
COOCTBEHHOE NESITeIbHOCTH; IPUMEHSTh COBPEMEHHYIO Hay4HYIO
npodecCHOHATIBHOE U npoQeCCHOHATIBHYI0 TEPMUHOJIOTHIO; OINpPENeNATh U
JIMYHOCTHOE Pa3BUTHE, BBICTPAWBaTh  TPAGKTOPUU  HPOPECCHOHATBHOIO
IPEANPUHUMATENIBCKY IO pa3BUTHS u camMo00pa3oBaHMUs; BBISIBJISITh
JeSITeIbHOCTD B JOCTOMHCTBA W HEJIOCTaTKH KOMMEPUYECKOW WJIeu;
npodeccuoHaTBHON NPE3eHTOBATh MJEH OTKPBHITUS COOCTBEHHOTO Jieia B
cdepe, UCTIOIB30BaTh npo(eCCHOHANBHOM  ACSITeNBHOCTH;  O(OpPMIIATH
3HAHUS 110 (PUHAHCOBOM OW3HEcC-TUIaH; PAcCUMTHIBATh pa3Mepbl BBIIUIAT TI0
IPaMOTHOCTH B IPOLICHTHBIM CTaBKaM KPEIUTOBAHU; OIPEEIIATh
Pas3IUYHbIX KU3HEHHBIX MHBECTULMOHHYIO IPUBJIEKATEIbHOCTb
CUTYyalUsX. KOMMEpUYECKUX MJeH B pamkax HpodecCHOHATBHON

NeSITeIbHOCTH; IPE3EeHTOBAThH OU3HEC-UJIEI0;
OTpeNeNATh UCTOUHUKU (PMHAHCUPOBAHUS
3HaHUSA: CoOJCpXKAaHHWE AaKTyaJIbHOW HOPMAaTHUBHO-
NPaBOBOW JOKYMEHTAIMH; COBPEMEHHAs Hay4YHas W
npodeccuoHaIbHass ~ TEPMHHOJIOTHS;  BO3MOJYKHBIE
TPaeKTOpPUU  MPOQPECCHOHAIBHOIO  pPa3BUTUS U
caMo00pa30BaHusl; OCHOBBI IPEAIPUHUMATEIbCKON
JeSITeIbHOCTH; OCHOBBI (PMHAHCOBOM TI'PaMOTHOCTH;
npaBuia  pa3pabOTKu  OM3HEC-IIAaHOB;  MOPSIOK
BBICTPAWBaHUS NPE3CHTAIMN; KPEAUTHBIE OAHKOBCKUE
POIYKTHI

OK 04 | DdpdexTrBHO YMeHnusi: OpraHu30BbIBaTh paOOTy KOJJIEKTHBA M

B3aUMOJICHCTBOBATEL U
paboTaTh B KOJJIEKTHBE U

KOMaHJIbI,  B3aUMOJICKCTBOBaTh  C  KOJUICTAMH,
PYKOBOJCTBOM, KJIIMEHTAMH B XOJI€ MPOPeCCHOHATEHON




KOMaHIC

JACATCIBHOCTH

3HAHUA: IICHXOJOIMYECKHE OCHOBBI JACATCIIBHOCTH

KOJIJICKTHBA, IICUXOJIOTHYCCKHEC 0COOEHHOCTHU

JIMYHOCTH, OCHOBBI HpO@KTHOﬁ JACATCIIBHOCTH

OK 05 | OcyiiecTBisiTb YCTHYIO U | YMeHHUsI: T'pPaMOTHO M3JlaraTb CBOM MBICIH U
MMCbMEHHYO oQopMIIITH  AOKYMEHTHl TI0 TpodecCHOHATBHOU
KOMMYHHUKAIUIO Ha TEMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, INPOSBIITH
roCy/1apCTBEHHOM $SI3bIKE TOJICPAHTHOCTH B Pa0OYeM KOJIJICKTHBE
Poccuiickoii @enepanuu ¢ | 3HaHUSA: 0COOCHHOCTH COLUAIBHOTO M KYJBTYPHOTO
y4€TOM 0cOOEHHOCTEN KOHTEKCTa; MpaBuia OQOpPMIIEHHS JOKYMEHTOB H
COLIMAJIBHOTO U MOCTPOEHHUS YCTHBIX COOOIICHUN
KyJbTYPHOI'O KOHTEKCTa

OK 06 | [IposBIsTH IpakIaHCKO- YMeHusi: ONKMCHIBaTh 3HAYMMOCTh CBOCH npogeccuu;
MaTPUOTUYECKYIO MPUMEHSTH CTaHAapThI AHTUKOPPYNLIMOHHOTO
MO3ULHIO, NOBEJICHUS
JIEMOHCTPUPOBATH 3HaHMA: CYIIHOCTh T'PAKIAHCKO-NIATPUOTHYECKON
OCO3HaHHOE ITIOBEJICHNE HA | MO3UIUH, 00IIIeYeTTOBEYECKIX LEHHOCTEH;
OCHOBE TPaIUIIMOHHBIX 3HAYUMOCTb TNPO(PECCUOHAIBHON JAEATEIbHOCTU I10
0011eY€eI0BEUECKUX npocdeccuu CTaHIapThl AHTUKOPPYILIMOHHOTO
LIECHHOCTEH, B TOM YHUCJIE C | TIOBEJICHUS U MOCIICACTBUS €r0 HapYIICHUS
Y4€TOM rapMOHH3ALUU
MEKHAlMOHAIbHBIX U
MEXPEIUTNO3HBIX
OTHOLIEHUH, IIPUMEHSATh
CTaHapThl
aHTUKOPPYILIMOHHOTO
MOBE/ICHUS

OK 07 CopericTBOBaThH VYMmenusi: coOmoaaTh  HOPMBI  DKOJIOTHYECKOM
COXPaHEHUIO 0€30MMacHOCTH; ONpeaesITh HaIlpaBJICHUs
OKpY>Karollei cpepl, pecypcocOepexeHnss B pamMKax MpodecCHOHaNbHOMI
pecypcocOepexreHuto, JeSITeIbHOCTH 10 MPO(ECCHH OCYILECTBIATh paboTy €

IPUMEHSATH 3HaHUS 00
M3MEHEHUH KIUMara,
IIPUHLIUIIBI OEPEKITUBOTO
IIPOU3BO/ICTBA,

3¢ (pexTUBHO ACHCTBOBATH
B UpE3BbIYAITHBIX
CUTYaIUsIX

coOIIr0IcHHEM IIPUHLIAIIOB OepeKIMBOTO
IPOM3BOJICTBA; OPTaHU30BBIBATH MPO(PECCHOHATBHYIO
JeSITeIbHOCTh C YYeTOM 3HaHWH 00 W3MEHEHUU

KIIMMaTHYCCKHUX }’CJ'IOBI/If/'I peruoHa.

3HaHMsI: TPaBHUJIa KOJOTHUECKOW 0€30MacHOCTH TIPH
BEJICHUU
OCHOBHBIE

npodeccuoHanbHOM

pecypchl,
npodhecCuoHaTbHOM

JIeSTEIbHOCTH;

3a/1eiCTBOBAHHBIC B
NeSITeIIbHOCTH; MyTH
pecypcocOepekeHus;
OEpEeIKITMBOTO POM3BO/ICTBA; OCHOBHBIC HAIPABJICHUS

o0ecrieueHus TPUHITAITBI

HU3MCHCHU KIIMMAaTHYCCKUX yCJIOBI/Iﬁ peruoHa.




OK 08 | Mcnonb3oBarh  cpeAcTBa | YMeHHs: HCIIOJIb30BaTh (GU3KyIBTYpHO-
busnueckoit KyJbTYpPBI | O3JOPOBUTEIBHYIO JESITEIBHOCTh JJIsl YKPEIUICHUs
JUISt COXpaHEHHUS U | 3I0pOBbBS, TOCTHKCHHSI KU3HEHHBIX "
YKpEIUIEHUsI 370pOBbsi B | MPOPECCHOHAIBHBIX 1esnei; MPUMCHSITh
nporecce paloHaIbHbIE MPUEMbl JBUTATENbHBIX (DyHKUUN B
npodeccuoHanbHOM npohecCHOHANBPHOM  NIeATENbHOCTH; MOJIb30BaThCS
JESTEIIbHOCTH U | CpeICcTBaMU  NPO(PHUIAKTUKH  TNEpEHAINPsHKEHUS,
MOAJIEPKAHUS XapaKTepHBIMHU I JaHHOU Tpodeccuun
HE00X0IMMOT0 ypoBHA | 3HaHMA:  poib  (U3MYECKOH  KyIbTyphl B
busnueckoit OOLIEKYJIBTYpHOM, npogeccnoHaIbHOM u
MOJIFOTOBJIIEHHOCTH COLIMAJIbHOM Pa3BUTHHU YEJIOBEKAa; OCHOBBI 3 0POBOIO
oOpa3za  KHM3HH; YyCIOBUS  HpodecCHOHATbHOU
JESTEIbHOCTH M 30HBI PUCKa (PU3HUECKOTO 3/10pPOBbS
TUIs npodeccuu; CpeacTBa npodUIaKTUKU
nepeHaIpsHKeHUS
OK 09 | ITonws3oBarbest YMeHusi: TIOHMMAaTh  OOMIMI  CMBICA  YETKO
npodeccuOHaTBLHON MIPOU3HECEHHBIX BBICKA3bIBAHUN HAa WM3BECTHBIC TEMBbI
JIOKYMEHTAlUE Ha (mpodeccroHanbHbIE U OBITOBBIC), IOHUMATh TEKCTHI
rocy/1apCTBEHHOM U Ha 0a30Bble MPO(ECCHOHANBFHBIE TEMBI, y4aCTBOBATh
MHOCTPaHHOM $SI3bIKaX B Jranorax Ha 3HAKOMBbIE oOuiue u
npodeccuoHaIbHbIE  TEMbI;  CTPOUTh  HPOCTHIE
BBICKa3bIBaHUS O cebe U 0 cBoel mpodeccuoHaIbHON
NESTENIbHOCTH,; KPaTKo OOOCHOBBIBATh M OOBSICHSTH
CBOM JEWcTBUA (TEKyIIHE M IUIAHUPYEMBIE); MHCATh
MPOCThIC CBS3HBIE COOOIIECHUS HAa 3HAKOMbBIC WIH
UHTEpeCYIOIre NPo(ecCHOHATBHBIE TEMBI
3HaHMA: MpaBuia NOCTPOEHUS MPOCTHIX U CIIOKHBIX
NpeVIOKeHN  Ha  TPOo(ecCHOHAIbHBIE  TEMBI,
OCHOBHBIE O0IIECYITOTPEOUTETBHBIE TIIAroJibl (ObITOBAs
U  npodeccuoHambHas  JIEKCHKA);  JIGKCHYECKUN
MUHUMYM, OTHOCSIIMICS K OMUCAHHIO MPEIMETOB,
CPEICTB u IIPOLIECCOB npodeccuOHaTBLHON
NESTENIHOCTH; 0COOEHHOCTH IIPOU3HOIIECHNUS;
OpaBWiIa  YTEHHS  TEKCTOB  NPOQEeCCHOHATBHOMN
HaIpaBJIE€HHOCTU
1.1.2. Ilepeuens mpodecCHOHATIBHBIX KOMIIETEHITUH
Kon HaumeHnoBaHue BUIOB J1€ATEIHHOCTH U MPO(eCcCHOHATBHBIX KOMIETEHIIHMA
B/l 2 [ToaroToBka, TexHu4ecKas 00paboTKa U pa3MeIIeHue KOHTEHTa
B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000poTa
IIK 2.1. | Mcnonbs30BaTh CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO00POTA.
IIK 2.2. | ConpoBoXxaaTh JOKYMEHTHI C JICKTPOHHO-ITU(GPOBOM MOIHUCKIO.
IIK 2.3. | Ocy1iecTBasATh pe3epBHOE KOMMPOBaHUE HH(DOPMALIUH.




1.1.3. B pe3ynbrare ocBOeHUsI PO EeCCHOHATTEHOTO MOAYJISl 00YUIAIONTUIHCS JTOJKEH:

Bnagers HaBbIKaMu paboThI c aBTOMATH3MPOBAHHBIMA  MH()OPMALMOHHBIMU
CHCTEMaMHM IEKTPOHHOI'0 JOKYMEHTO000pPOTa;

CUCTEMATH3allMU U yueTa JOKyMEHTOB B cucteme D/I;
OpraHu3aly IOKMCKa, OOpabOTKM U BBIBOAA JOKYMEHTOB U3
cuctemsl D]1;

IIPUMEHEHHs DJIEKTPOHHON LU(POBOM NOANMCH MNpHU BEJCHUU
AJIEKTPOHHOT'0 JIOKYMEHT0000pOTA.

VYmeTn (GbopMHUPOBAaTh  DJIGKTPOHHBIE  JIOKYMEHTBI B CHCTEMax
MIPOU3BOJICTBEHHOTO JOKYMEHTOO0O0POTa;

YIPABIIATH BEPCHSIMH JICKTPOHHBIX JJOKYMEHTOB;

(dbopMUPOBATh ANEKTPOHHBIA JOKYMEHT C HCIOJIB30BAaHHEM
mabJioHa Ha OJIaHKEe OpraHU3allNH,

BECTH JKypHAJbI, KIacCU(UKATOPHI U CIPABOYHUKH B CHUCTEME
3IIEKTPOHHOTO JJOKYMEHTO000pOTa;

(bOpMI/IpOBaTb OTYCTHI O ABNXXCHUU U UCIIOJTHCHHUU ,Z[OKYMCHTOB;
PETHCTPUPOBATH u KJIACCU(UITUPOBATH JIOKYMEHTHI,
pETUCTPHUPYEMBIE B TIPOTPAMME;

OCYIIECTBIIATH PACCHUIKY HAIIOMUHAHUHN M YBEIOMJICHUIA;
OCYIIECTBIISITH COTJIACOBAHUE IOKYMEHTOB;

MIEPEBOIUTH JIOKYMEHTHI B apXUB;

OCYH.[CCTBJ'I}ITB IIOUCK ,Z[OKYMCHTOB 110 peKBI/I3I/ITaM nu KOHTGKCTy;
MPUMEHSTh 3JICKTPOHHYIO ITU(PPOBYIO MOAINUCH JUIS TTOITHCAHUS
JIOKYMEHTOB pa3IU4HbIX (opMaToB.

3HaTh OCHOBHBI€ BH/JIbI U TOHSITHSI 3JIEKTPOHHOTO TOKYyMEHTOO0O0pOTa;
OCHOBHBIC IMMOHATHA ACIOIIPOU3BOACTBA,

KJ1accupuKalus aBTOMaTU3UPOBAHHBIX HH(DOPMALIMOHHBIX CUCTEM
ANEKTPOHHOTO JJOKYMEHTO000pOTa;

TpeOOBaHUS K CUCTEME JIEKTPOHHOT'O JJOKYMEHTO000pOTa;
OCHOBHBIE BH/IbI U TIOHATHS 3JIEKTPOHHOM 1M (poBOii moamucwy;
HOPMAaTHUBHO-TIPABOBBIC  aCMEKThl  AJIEKTPOHHOH  1HU(pOBOH
MOOIINCH,

00J1aCTH TPUMEHEHUS DIEKTPOHHOH 1TU(POBOI MOIHCH.

1.2. KosinyecTBO 4aCOB, OTBOJMMOE HA OCBOECHHUE NMPO(eCCHOHATBHOT0 MOAYJIsI

Bcero vacos 552
B TOM 4HcIie B (hopMe MpakTHUecKoi noarotosku 470

N3 Hux Ha ocBoenue MJIK 156
B TOM YHCJIC CAMOCTOSITEIIbHAs paboTa

NPaKTUKH, B TOM YHclie yueOHast 180

IPOU3BOJACTBEHHas 216

[IpomesxyTouHas arrectauus




2. CTPYKTYPA U COAEPKAHUE ITPOPECCHUOHAJBHOI'O MOAYJIA
2.1. CTpykTypa npoecCHOHAJIBLHOI0 MOLYJIsI

O0bem npogeccHOHAIBLHOT0 MOIYJIs, aK. Yac.

: Ooyuenue no MJIK
5] =
Koapi 2 g £ [Bcero B ToM uncie Tpakruicu
npo¢eccuoHaAJIbHbIX HaunmeHoBaHus pa3aesioB Beero. yac .g. § g E .
o0mux npog)ecCHOHAIBLHOT0 MOLYJISA R = E JlaGopaTopHbIX. 1 z 2
KOMIIeTeHIHi = TPAKTHHUCCKUX. | ;3 \ocTosTebHAS £ 5 | Yue6nas IIpou3BoaACTBeHHAsI
=S = 3aHATHIA >
m B padora £ 9
zE
e«
=
1 2 3 4 5 6 7 9 10 11
K 2.1, IIK 2.3 Paznen 1. Ctpykrypa u 72 36 72 36 X X
OK 3JIEMEHTHI YTIpaBIEeHUS
CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000pOTAa.
K 2.2, IIK 2.3, Paznen 2. CompoBoxxaecHue 84 38 84 38 X
OK JIOKyMEHTOB B CUCTEME
3IEKTPOHHOT O
JIOKYMEHT0000pOTa.
IIK 2.1, 11K 2.2, Y4eOHas IpaKkTHUKa, 4aCoB 180 180 180
[IK 2.3, OK 1-9
K 2.1, 11K 2.2, [TpousBoacTBEHHAS MPAKTHKA 216 216 216
K 2.3, OK 1-9 (o mpodrio
CICIMATILHOCTH ), YaCOB
[TpomMexyToUHas aTTecTaIus X X
Bcezo: 552 470 156 74 X 180 216




2.2. TemaTnueckuii IJIaH U cofiep:kaHue npodeccnonaibHoro moayJs (IIM)

HaumenoBaHue pa3aesioB u

TeM npodeccHOHAIBLHOTO
moayas (IIM),

Conep:xanue yueOHOT0 MaTepuaJa,

JlabopaTopHbie padoThbl M MPAKTHYECKHE 3aHATHS, CAMOCTOSITe/IbHAsI ydeOHast padoTa

O0beMm, akaj. 4. / B TOM
yuciae B popme
NMPAKTHYECKOI

MeKIMCIMIIIHHAPHBIX
P 00yuaKoIMXCs MOATrOTOBKH, aKaj. 4.
kypcoB (MIK)
1 2 3
Pazaen 1. CTpyKTypa ¥ 3JieMeHTHI YNIPaBJIeHHs CHCTEMBI JIEKTPOHHOT0 TOKYMEHT0000poTa 7236
MJIK,.02.01. CTpyKTypa H 3JIeMeHThl YIPABJIE€HHSI CUCTEMBI 3JIeKTPOHHOT0 IOKYMEHT0000poTa 72136
Tema 1.1. Llenu, 3agaun u Coaep:xanue 16/8
OCHOBHBIC TIOHSITHS
MHPOPMAIOHHBIX CHCTEM 1. TloHsTHE O CTPYKTYpE OpraHU3alNU U MPEATNPHUITHSI.
yIpaBJICHUS 7 C - 3C
JIOKYMEHTOOBOPOTOM. . CocraB QyHKIMIi U IETOBBIX POLIECCOB, BBHITIOIHAEMBIX B TIOAPa3/ICICHUIX 16
3. TlonsTHe NOKYMEHTONOTOKA, JOKYyMEHTO000pOTa
B ToM 4mcie npakTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 8
ITpaktuueckas padora Ne 1. @opmupoBaHue naketa HH)OPMAIIMOHHBIX MaTEpHaIOB (PUPMBIL. 2
[Mpaktuueckas pabora Ne 2. dopMupoBaHHe TTaKeTa OPraHU3aUOHHBIX JOKYMEHTOB (PHPMEIL. 2
IIpaktrdeckas padora Ne 3. dopmMupoBaHne MakeTa pacOPAIUTEIIBHBIX TOKyMEHTOB. 2
[Ipaktuueckas padora Ne 4. @opMupoBaHHE MaKeTa JUYHBIX JOKYMEHTOB. 2
Tema 1.2. Oprannzauus Copep:xanne 12/6
JOKYMEHTAIlMOHHOTO
obecrniedeHus yrpaBieHHs B 1. Tonstue Cuctemsl JJokymenrtammonnoro O6ecnieuenust Ympasnerus (CLOY).
OpraHu3anysax U Ha 12

NPEANPHUSITUSX.

2. CopeprkaHre TpOIeTyp HOIYISHHS U TIepeadll BXOAAINX U HCXOISAIINX TIOTOKOB
JIOKYMEHTOB.




3. CocraB u coaepxaHue MpoLeaypbl KOHTPOJIS UCIOTHEHHS JokyMeHToB. Coepikanue
KOHTPOJBHOM KapTOYKU U METOJIMKH BEICHUS CIIPABOYHON KapTOTEKH.

B ToM 4nciIe NpaKTHYeCKUX 3aHATHI B 1a00PATOPHBIX padoT 6
[Ipaktrueckas pabota Ne 5. CocTaBiieHHE CXEMBI AIEKTPOHHOTO TOKYMEHTO000pOTa C IIOMOIIIBIO )
nporpamMmbl MS Visio Wiy aHaTOrHYHOM.
[Ipaktrueckas padota Ne 6. 3amolHeHHE KOHTPOILHBIX KAPTOUEK TOKYMEHTOB. 2
IIpaktuueckas padbora Ne 7. opMupoBaHHE CIIPAaBOYHOH KaPTOTEKH. 2
Conep:xanue 12/8
1. TlousiTre cucTeMbl yHpaBiIeHHS JOKYMEHTOO0O0POTOM, KaK 9aCcTH KOPIOPATHBHOMN
SKOHOMHUYECKONH MHPOPMAIIMOHHON CHCTEMBI. 12
2. Tpeb6oBanus u npuHImIe! cozaanus CY /I, coctaB u comepkaHue MOJACUCTEM.
Tema 1.3. Opranuszanus . )
N B ToM uMcie MpaKTHYeCKUX 3aHATHI U 1a00paTOPHBIX padoT
MH(POPMALIIOHHOH CUCTEMBI
YHPaBHeHH’I6 [TpakTuueckas padora Ne 8. PamknupoBaHue JOKYMEHTOB 110 CPOYHOCTH, CIOKHOCTH U BpEMEHU 5
JIOKYMEHTO000pOTOM XpAHEHHS.
[Mpaktuuaeckas pabora Ne 9. dopmupoBaHie apXxHBa JOKYMEHTOB. 2
[IpaxTrueckas padora Ne 10. DopmupoBaHue cripaBoYHHKA | 'ocyaapcTBeHHAsA cuCTeMa 4
JOKYMEHTAIIHOHHOTO 00ECTICYeHUS] YIIPaBICHHSL.
Conep:xanue 16/8
1. Tonstue anextponHoro qokymenTa (3/1). Buast 31,
Tema 1.4. ABTOMaTH3a1ug 7 Kn ST Toed 16
COCTABIICHHS! SIEKTPOHHBIX . accmpHKauga C%)(GI[CTB aBToMaTtu3anuu coctasneHus JJ1. TpeboBaHus Kk cucreMaM
JIOKYMEHTOB H MIOTIECCOB coctasnieHus JJ1. XapakTepuCTHKA CUCTEM.
BBOJIa TOTOKOB BXOSIIINX "
A AL B Tom uncie npakTHYecKUX 3aHATHI U J1a0OpPaTOPHBIX padoT 8
JIOKYMEHTOB
[TpakTrueckas padora Ne 11. OdopmieHue GpopManr30BaHHBIX I11A0JIOHOB JOKYMEHTOB C TUIIOBBIMHU 4

pekBU3uTaMU (OJIAHKH MTUCEM, TTPUKA30B).




[Mpaktuueckas padora Ne 12. O6paboTka HehopMaIu30BaHHBIX JOKYMEHTOB.

Conep:xanue 16/6
1. Tlonsrue nHQOpMaLMOHHO-NOUCKOBOH cucteMbl. OcHoBHBIE KoMITOHEHTH! MIIC 1 TexHomorus
pab6otsl ¢ UIIC.
16
2. llomsTue cucteMbl ynpaBieHHs MIeKTPOHHBIME qokyMeHTamu (CY [1).
Tema 1.5. ABTOMaTH3aIUS 3. Meroabl opranu3anuu XpaHEeHUs U Moucka J0KyMeHToB B CY /1.
XPpaHEeHUs 3JIEKTPOHHBIX - 5
JOKYMEHTOB B ToM 4nciIe NpaKTHYeCKUX 3aHATHI B 1a00PATOPHBIX padoT
[pakTrueckas padora Ne 13. CkanupoBaHue u npeodpasoanue (HOpMaTOB JTOKYMEHTOB. 2
[IpaxTrueckas padora Ne 14. MHaexcupoBaHue JOKYMEHTOB. 2
[Tpaktuuaeckas padora Ne 15. TTouck u 3anojgHeHUe MIa0JIOHOB TOKYMEHTOB. 2
Pa3nen 2. ConpoBo:kieHne JOKYMEHTOB B cUcTeMe 3J1eKTPOHHOI0 JOKYMeHT0000poTa 84/38
M/K,.02.01. ConpoBoskaeHune T0KYMEHTOB B CUCTEMeE FIEKTPOHHOI0 JOKYMEHT0000poTA. 84/38
Tema 2.1. Opranuzanust Conepixanue 16/8
CHCTEMBI 3JIEKTPOHHOT O
JOKyMEHT0000poTa 1. OcHoOBHBIE 3aJ]a4 OpraHU3ALMH CHCTEMBI SJIEKTPOHHOTO JokyMeHToobopora (CO10). Kiaccs
C3 0. XapaKkTepucTUKa CUCTEM.
2. llpuHUMOBI 1 0COOEHHOCTH HOCTpoeHus] ABToMaTH3npoBaHHbIX CructeM KonTtpoins Mcnonnenus 16
HoxymenTos (ACKI /).
3. JKu3HeHHBII UK JOKYMEHTa B CHCTEME 3IIEKTPOHHOTO JOKYMEHTO00O0pOTa.
B Tom uncie npakTHYecKUX M J1a00PATOPHBIX 3aAHATUH 8
[Mpaktuueckas padora Ne 1. Perucrpanyst u monb30BaTeIbCKHE HACTPOMKH CUCTEMBI JIEKTPOHHOT'O 2
JOKYMEHT0000poTa.
IIpaxTrueckas padora Ne 2. Peructpanus 1 pa3rpaHddeHre TpaB MoJIb30BaTeNeil CHCTEMBI 2




3JIEKTPOHHOTO JOKYMEHTOO0O0POTA.

PaboTa ¢ BHYTpeHHIMH TOKYMEHTaMHU.

[IpakTrueckas padota Ne 3. dopmupoBaHre TOMCKOBOTO 00pa3a TOKyMEHTA. 2
[Tpaktuueckas padora Ne 4. CocTaBieHre MOMCKOBBIX 3alIPOCOB K XPAHWIIUIILY TOKYMEHTOB. 2
Tema 2.2. Poccuiickue Copep:xanne 16/8
CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO000poTa 1. Cucrembl JOKyMEHTOOOOPOTA U 1EJIONPOU3BOICTBA MIPEANPHUATHS Ha IpuMepax Jleno,
CompanyMedia, Directum wmim aHanmorudHbIX UM. BO3MOXKXHOCTH yHpaBiIeHHUS JOKYMEHTaMH C
WCIOJIb30BaHUEM IIporpaMMHoi cpezpl Outlook vy aHaTOTHYHBIX WM.
2. OcobeHHOCTH 3alIUIIEHHOTO IOKYMEHT0000poTa /sl paboThI C TOCYIAPCTBEHHBIMU 16
nHpopmanronusiMu cuctemamu (Koutyp, CBUC u ap.).
3. DneKTpOHHBIN JOKYMEHTOO00pOT Mexay npeanpusatusmu (Juanok, DiState: Oneparop 310
u 1ip.).
B ToM 4nciIe NpaKTHYeCKUX M J1a00PATOPHBIX 3aHATHI 8
[MpakTrueckas padora Ne 5. Peructpanus U HacTpoOHKU B iporpammuoii cpeae Outlook. 2
[Ipaktrueckas padbota Ne 6. YcTaHOBKA H ITOJTH30BATEIBCKUE HACTPONKH PETHOHATBHON CUCTEMBI 5
«ONEeKTPOHHOE MTPABUTEIHCTBOY.
IIpaktuueckas padora Ne 7. ABromMaTu3auusi 00pabOTKH JOKYMEHTOB C TOMOILBIO0 HHCTPYMEHTAPHS
MOJyJIeH CHCTEMBbI 3IEKTPOHHOTO JOKYMEHT0000poTa («YIIpaBieHue 1oKyMeHTaMmuy, «Kanuenspus», 4
«YmpaBJeHUe TOTOBOPaMH» H/WIIH aHAJOTMYHEIE).
Conepxxanue 24/10
1. Hactpoiika y4yetHoii 3anucu. Hactpoiika cucteMsl.
Tema 2.3. Obpaborka 2. Pabora co BXOIAIIUMH JOKYMEHTaMH.
JOKYMEHTOB B CHCTEME
AIIEKTPOHHOTO 3. Pabota ¢ ucxomammmMu JOKYMEHTAMH. 24
JIOKyMEHTO000pOTa 1
S.

Opranun3zanys epCcoHaNbHOT0 HHPOPMAILIMOHHOTO IIPOCTPAHCTBA: KOHTAKTHI, €KEHEBHBIC
nepcoHabHbIe MeponpusiTii. OpraHu3anys COBMECTHBIX MEPONPHUITHH (COOpaHHii) C y4eTOM




3aHATOCTH COTPYIHHKOB.

6. Co3manue U BHITIOJHEHNE MHANBUAYATBHBIX 3a71a4. Ha3HaueHue 3amad 1pyrum
COTPYIHUKaMH.

7. Kontpons ucnonnenus 3anad. ['pynnosas padora ¢ JOKyMEHTaMH.

B ToM ymcie npakTHYeCKUX U J1a00PATOPHBIX 3aHATHI 10
[IpaxTraeckas padora Ne 8. Perucrpanus u 06paboTka BXOIAIMINAX TOKYMEHTOB. 2
[Tpaktuueckas padbora Ne 9. Perucrpanust u 00paboTka HCXOOAIINX JOKYMEHTOB. 2
[Mpaktudeckas padbora Ne 10. KoHTpoIb HCIIOTHEHUS! BHYTPEHHUX JJOKYMEHTOB. 2
[Ipaktrueckas padota Ne 11. KOHTpoIs HCTIOTHEHUS JOTOBOPHBIX 00S3aTEIBCTB M MIPOCKTOB. 2
[Tpaktudeckas padora Ne 12. Odopmiienue KypHaIoB H OTYETOB 2

Tema 2.4. OcobenHocTH Conep:xanue 16/6

CUCTEM ME)XBEIOMCTBEHHOTO

JIOKYMEHTO000pOTA. 1. Y4acTHUKH CUCTEMBI MEXBEIOMCTBEHHOI'O 3JIEKTPOHHOTO IOKyMeHToo0opoTa. [IpuHiuns! n

TEXHUYCCKUEC PCIICHUS.

2. ApXUTEKTypa CHCTEMBI MEKBEJOMCTBEHHOIO JIEKTPOHHOTO IOKyMeHToo0opoTa. HopMaTuBHBIE 16
JIOKyMEHTBI, OTIPEICIISIONINE MOPSIIOK B3aUMOICHCTBUSL.

3. OyHKIUOHAI, pealn3yeMbIil B paMKaX CONPSDKEHUS ¢ CHCTEMOW MEKBEIOMCTBEHHOTO
9JIEKTPOHHOTO JJOKYMEHTO000pOTA.

B ToM 4nciIe MpaKTHYeCKUX M J1a00PATOPHBIX 3aHATHH 6

[IpaxTraeckas padora Ne 13. IloaroroBka oOpameHust s BKIIIOYEHHS B CITUCOK YYaCTHUKOB CHCTEM

2
MEKBEJOMCTBEHHOTO JIOKYMEHTO000pOTAa.
IIpaktuueckas padora Ne 14. IloaroroBka n npoBepka JOKYMEHTOB Ha COOTBETCTBHE TPEOOBaHUAM )
CHCTEM MEXBEJOMCTBEHHOI'O IOKyMEHTO000pOTa.
ITpaktuuaeckas padora Ne 15. @unprpanus, GopMupoBaHUE YBEIOMICHUH U BU3Yyann3alus 5

IMOCTYIIUBIINX JOKYMEHTOB.




Tema 2.5. be3onacHOCTH
CUCTEM DJIEKTPOHHOTO
JIOKYMEHTO000pOTAa.

Conep:xanue

12/6

1. Oco0eHHOCTH 3aIIUTHI AIEKTPOHHOTO IOKYMEHTO000POTA.

2. KoMIekCHBIH MOAX0/ K 3alIUTE JIEKTPOHHOTO JOKYMEHT0000pOTa.

3. DJexTpoHHASA MOIMUCH: BUABI, 00JacTh mpuMeHeHus. [IoHsITHEe OTKPHITOTO U 3aKPHITOTO
KJIIOUEH.

12

B ToM 4nciIe NpaKTHYeCKUX M J1a00PATOPHBIX 3aHATHI

[IpaxTraeckas padora Ne 16. Pasrparnuenre mpas 1ocTyna K JOKyMEHTaM.

IIpaxTtrueckas padora Ne 17. PesepBHOe KOMTUpOBaHHE apXHBa JOKYMEHTOB B COOTBETCTBHH C
peraaMeHTamu.

ITpaktuueckas padora Ne 18. IIpoBepka Hanu4Ms 3NEKTPOHHO-LIU(PPOBOI MOIIHCH.
[TpoTokonnpoBaHue AeHCTBUM NOJb30BaTEIEH.

Y4yeOHass NpaKTHKA
Bunsbi padot:

- (1)OpMI/IpOBaHI/IC QJICKTPOHHBIX JOKYMCHTOB B CUCTEMAaX NPOU3BOACTBCHHOI'O Z[OKyMeHTOO60pOTa;

— YHOpaBJICHUC BEPCUAMMU DJICKTPOHHBIX JOKYMCHTOB,

- (bOpMI/IpOBaHI/IC QJICKTPOHHBIX JOKYMCEHTOB C UCIIOJIb30BAHUCM mabyoHa Ha OJIaHKe OpraHu3aluu,

— BCACHMHC KYpPHAJIOB, KﬂaCCI/I(I)I/IKaTopOB " CIPAaBOYHUKOB B CUCTEMC SJICKTPOHHOT O }_IOKYMCHTOO60p0Ta;
- (bOpMI/IpOBaHI/IC OTYCTOB O ABMKXCHUU U UCIIOJIHCHUN JOKYMCHTOB;

—  PCTrUCTpUpOBaHUC U KJ'IaCCI/I(l)I/IKa]_II/IH JOKYMCHTOB, PCTUCTPUPYCMBIX B IIPOrpaMMeE;

— OCYUICCTBJICHUC PACCBUIKH HAIIOMHUHAHUHA U YBC,Z[OMJ'IGHI/If/i;

— OCYHICCTBJICHUC COTJIaCOBAHUA JOKYMCHTOB;

— TNepeBOA JOKYMCHTOB B apXUB;

— OCYUICCTBJICHUC IMOUCKA JOKYMCHTOB I10 PCKBU3UTAM U KOHTCKCTY,

— IPUMCHCHUC 3J'ICKTpOHHOﬁ I.[H(i)pOBOI‘/'I oA CH JJIA IOANMKMCAHNA TOKYMCHTOB Pa3JIMYHBIX (bOpMaTOB.

180

IIpousBoacTBeHHAs NPAKTHKA (eC/IM PeIycCMOTPeHAa UTOroBasi (KOHUEHTPHPOBAHHAS) NPAKTUKA)

Bunsi pador:

— pabota c aBTOMaTH3UPOBAHHBIMU HH(POPMALIMOHHBIMI CHCTEMAMH AJIEKTPOHHOTO TOKYMEHTO000pOTa;
— CHCTeMaTH3alus M y4eTa JOKyMEeHTOB B cucteme D/1;

—  OpraHd3anus Mmorcka, 00paboTKa U BBIBOJ| TIOKYMEHTOB U3 cUcTeMbI D/J1;

— TIpUMEHEHHE DJICKTPOHHOU IU(POBOI NOJIIHMCH NPH BEACHUH MIEKTPOHHOTO JJOKYMEHTO000pOTa.

216

Bcero

552




3. YCJIOBUSA PEAJIM3ALIMU TPO®ECCUOHAJIBHOI'O MOAYJIA

3.1. Jlnsa peanuzanuu mnporpamMmbl NpodecCHOHATBHOr0 MOAYJS JOJKHBI ObITh
NpeAyCMOTPEHbI CJIeAyIolie cleUaTbHbIe OMeLeHH:

JIabopatopun  «MHpOpMaLMOHHBIX  TexHoJOrui», «/HQOPMALMOHHBIX  CUCTEM
U PEecypcoB», OCHAILEHHblE B COOTBETCTBMM C M. 6.1.2.3. IIpumepHoii paboueil mporpammbl
1o npodeccuu.

OcHamiennple 6a3bl NMPaKTHKH, B COOTBETCTBMM ¢ 1 6.1.2.5 mpumepHoit paboueit
IPOTPaMMBI 11O PO(HECCHH.

3.2. UndopmanmnoHHoe obecrniedeHne peajnu3alui NPorpaMmMbl

Jisa peanuzauuu nporpaMMmbl OHOIMOTEUHBINH (OHI 00pa30BaTENbHON OpraHU3alUH
JIOJDKEH MMETh MeYaTHbIe W/UJIH AJIEKTPOHHBIE 00pa30BaTelbHble U HH(OPMAIIMOHHBIE PECYPCHI
JUI NCTIOJIb30BaHUs B 0Opa3oBaresnbHOM mnpouecce. [Ipu popmupoBanuu Oubanorednoro Gpoxaa
o0pa3oBaTeNbHONW OpraHu3alMM BbIOMpPAETCsl HE MEHEe OJHOI0 M3/aHUs M3 IepeYHCICHHBIX
HIDKE MEeYaTHBIX M3MAaHUM M (WIM) 3JIEKTPOHHBIX M3JaHUN B KauecTBE OCHOBHOTO, MPHU 3TOM
CIIMCOK MOXET OBITh TOTIOJIHEH HOBBIMHU M3/IaHUSIMH.

3.2.1. OcHoBHBIE MEYATHBIE U3TAHUA

1. Mokxpsrii B.}O. CucteMsl 351eKTpOHHOTO JI0KyMEHT0000poTa: yuebHoe nocoodue. —
CII6.: Undo-aa, 2018. — 48 c.
2. CucTeMsl 3JeKTPOHHOTO JOKYMEHToo0opoTa: yueoHoe nocobue /H.d. Antyxosa,

AL I3r06enko, B.B. Jlocea, FO.b. YeunkoB. — Mocksa: KnoPyc, 2019. — 201 c.

3.2.2. OcHOBHBIE 3JICKTPOHHBbIE U3IAHUSA

1. Crenanona, E. H. Cucrema 351eKTpOHHOTO JOKyMEHTO000poTa (00Ja4HOE pelieHue):
yuebHoe nocobue / E. H. CrenanoBa. — Mocksa: Aii [Tu Ap Menua, 2021. — 182 ¢. — ISBN
978-5-4497-0767-3. — Tekct: snextponHblii // Ludposoit oOpazoBatenbHbiii pecypc IPR
SMART: [caiiT]. — URL: https://www.iprbookshop.ru/101357.html

2.CrenanoBa, E. H. Opranuzanus 1 cOnpoBOXACHUE FJIEKTPOHHOTO JOKYMEHTOO0O0pOTa:
npaktukym juis CITIO / E. H. CrenanoBa. — CapartoB, Mocksa: [Ipodobpa3zoBanue, Aii [1u Ap
Menuna, 2021. — 176 c¢. — ISBN 978-5-4488-1275-0, 978-5-4497-1042-0. — Texkcr:
anektponHsli // Lludposoit obpazoBarensubiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/107183.html

3.XavarpsH, I'. A. Opranuzauus U CONPOBOXKIEHUE 3JIEKTPOHHOIO JOKYMEHTO00OpOTa:!
yuebnuk g CIIO / TI. A. Xawarpsn, W. B. Kysnenosa. — CapatoB, Mockaa:
[TpodobpazoBanue, At Ilu Ap Meaua, 2020. — 156 c. — ISBN 978-5-4488-0877-7, 978-5-
4497-0782-6. — Texct: anexrponnbiii // Lludposoit obpazoBarenbubiii pecypc IPR SMART:
[caiiT]. — URL: https://www.iprbookshop.ru/97086.html

4. Eropos, B. II. /lokymMeHTOBeieHHE U JJOKYMEHTALMOHHOE 0OeclieueHue yrpaBiIeHUs B
ycnoBusix mudpoBoit skonomuku / B. I1. Eropos, A. B. CiuabkoB. — 3-e uzg, crep. — CaHKT-
[etepOypr : Jlanb, 2023. — 372 c¢. — ISBN 978-5-507-45999-5. — TekcT : 3IeKTpOHHBIH //
Jlanb : anexTpoHHO-OMOIHoTeuHas cuctema. — URL: https://e.lanbook.com/book/292970

5. TlaBmoBa, P. C. JloKyMEHTHpOBAaHHE YIPABICHUYECKOW IEATEIBHOCTH : ydeOHOe
nocobue st cro / P. C. I1aBmoa. — Cankr-IletepOypr : Jlanp, 2021. — 272 ¢. — ISBN 978-5-


https://www.iprbookshop.ru/101357.html
https://www.iprbookshop.ru/107183.html
https://www.iprbookshop.ru/97086.html
https://e.lanbook.com/book/292970

8114-7067-9. — Texkcr : anmekTpoHHBIH // JlaHb : 35ekTpoHHO-OuOMHMoTeuHas cucrema. — URL:

https://e.lanbook.com/book/173092

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

IMPO®PECCHUOHAJIBHOI'O MOAYJIAA

Koa IIK u OK,
dopmupyembIx B
paMKax mMoay.is 3

Kpurepun oueHku

MeToabI OlIeHKH

I[IK 4.1. Hcnonb3oBarh
CHCTEMY  DJIEKTPOHHOTO
JOKYMEHTO000pOoTA.

I[IK 4.2. ConpoBoxaaTh
JIOKYMEHTBI c
ANEKTPOHHO-IIUPPOBOI
IIOJIIHUCHIO.

IIK 4.3. OcyuiectBisiTh
pe3epBHOE KOIHMPOBAHHE

[IpennoxxeHHbIC BXOJISIINE,
UCXOJSIINE U BHYTPEHHUE TOKYMEHTHI (HE
MEHee IIECTH, B TOM YHcle — ¢ HudpoBo
MOJIMUCKI0) 00paboTaHbl B COOTBETCTBUU C

periraMCHTaMu, KOIMU PasMCIICHbBI B

apxuBe. PesepBHas  komusi  apXuBa

obnonena. IlpencraBmen  oT4eT MO

YKa3aHHbIM BUIaM JOKYMCHTOB B

yKa3aHHOU GopMme.

JleMOHCTpaliMOHHBII
9K3aMEH.

OKCNEepTHHIE
HaOJIFOEHYS B
nporiecce
BBITOJIHECHHS
NPAaKTUYCCKHUX U
nabopaTopHbIX paboT.

nHpOpMaLnH.
OK 01. BriOupats | - 000CHOBAaHHOCTH TIOCTAHOBKH  LeNH, | JleMOHCTpaIlMOHHBIHA
CHocOOBI pelIeHus 3a7ad | BBIOOpa W NPUMEHEHHs] METOJIOB W | OK3aMeH.
npodeccHoHaATBEHOM Croco0oB pemieHus MpodecCHOHATBHBIX

. DKCIepTHBIE
IESITENLHOCTH 3a1a4;

HAOIIOEHUS B

MIPUMEHUTEITLHO K | - aJexkBaTHasd OIEHKA H CaMOOILEHKA

Pa3IMYHBIM KOHTCKCTaM.

3(PEKTUBHOCTH M Ka4yeCTBA BBIMOJIHEHUS
npodecCHOHAIbHBIX 3a7a4

OK 02. Hcnonb3oBaTh
COBpEMEHHBIC  CPEJICTBA
MOWCKa,  aHaimm3a W
WHTEpIpETAINN
nHpopmanuu, u
WH(POPMAIIMOHHBIC
TEXHOJIOTHH ISt
BBITTOJIHCHHUSI 3a1a4
npodeccuoHaTBLHOM
JESTCIILHOCTH.

- HCIIOJIb30BaHHUEC PA3JIMYHBIX MHCTOYHUKOB,

pecypcsl,
HaTepHeT-pecypchl,

BKJTIOYAs 3JIEKTPOHHBIC
MeIHapecypchl,
MEPUOAUYCCKUC HU3JAHUA TI0 CIICHUAJIBHOCTHU

AJIs1 pCHICHUS HpO(l)eCCI/IOHaJ'ILHLIX 3aga4

OK 03. IlnanupoBarb u
peaan30BbIBATH

- JIEMOHCTpalus OTBETCTBEHHOCTH 3a
IIPUHATHIE PELICHUS

nporiecce
BBITIOJTHCHHUS
MPAKTHICCKUX U
71a00paTOPHBIX
pabor.

DKCIepTHOE
HaOJroIeHue, MpH
BBITIOJTHCHUH PabOT
1o y4eOHOM 1
MPOU3BOJACTBEHHOMN
MIPAKTHKaM

3 JInuHOCTHBIE Ppe3yJIbTaThl 06yqarom1/1xc;{ YUYHUTBIBAKOTCA B XOA€ OLUCHKU PE3YJIbTATOB OCBOCHUA

HpO(l)eCCI/IOHaJ'ILHOFO MoAyJida



https://e.lanbook.com/book/173092

cOOCTBEHHOE
npoQeCCuOHAIbEHOE u
JUYHOCTHOE  pa3BUTHE,
PEIIPUHIMATEICKY IO
JeSITeIbHOCTD B
npodeccnoHanbHOM
cdepe, UCIIONIb30BATh
3HaHUS TO (UHAHCOBOU
rPaMOTHOCTH B
pa3IMYHBIX  JKU3HEHHBIX

CUTyalusx.

- 000CHOBAaHHOCTD caMoOaHalin3a u

KOppEKIUS cOOCTBEHHOM

paboTHI;

pe3yJbTaToB

OK 04. DddexruBHO
B3alMO/IEMICTBOBATH 51
paboTaTh B KOJJICKTHBE U
KOMaHie.

- B3aUMOJICHCTBOBATH C OOYJAFOIIIUMUCS,
MIpPeToJaBaTeIIIMA U MacTepaMH B XOJIC
00y4eHUs1, C pYKOBOJUTEISIMU YUeOHOU 1
IIPOU3BOJICTBCHHON MPAKTHK;

- 000CHOBaHHOCTH aHAJIU3a PaOOTHI
YJICHOB KOMaHIbI (TIOTYMHEHHBIX )

OK 05.
YCTHYK0O M IIMCBMEHHYIO

Ocy1iecTBisTh
KOMMYHHKAIIUIO Ha
rOCYJapCTBEHHOM  SI3BIKE
Poccuiickoit  @enepannn
C yderoM o0coOeHHOCTEeH
COLIMAJILHOTO u
KyJIbTYPHOT'O KOHTEKCTA.

- JleMOHCTpUpOBaTh TPAMOTHOCTh YCTHON U
MMUCHbMEHHOU peYH, - ICHOCTh
(hopMyJIMPOBaHUS U U3JI0KECHUS MBICIICH

OK 06.
IPaXIaHCKO-
MIaTPUOTHYECKYIO

[IposiBISTH

MO3UIIHIO,
JI€MOHCTPHPOBATH
OCO3HAaHHOE TIOBEICHUE

Ha OCHOBE
Tp AAUIINOHHBIX
00I11eYeI0BEYECKUX

IIEHHOCTEH, B TOM YHCJIE
C y4€TOM rapMOHM3aLU1
MEXHAllMOHAIBHBIX U
MEXPETUTHO3HBIX
OTHOLIEHUH, NPUMEHITh
CTaHapThI
AHTUKOPPYILIMOHHOTO

- co0JII0/IeHUE HOPM TTOBEICHHSI BO BpeMsl
y4eOHBIX 3aHATUI U MIPOXOKICHUS
y4eOHO U POU3BOACTBEHHOMN MPAKTHUK,




IIOBCACHUA

OK 07. CopgeiicTBOBaThH
COXPAHCHHUIO
OKpY>Karoleun cpenbl,
pecypcocOepekeHHIO,
MIPUMEHSITh
W3MEHEHUU

00

KJIMMara,

3HaHHUA

NPUHIUIBL  OepEeXITUBOIO
IIPOU3BO/JICTBA,

3¢ (HeKTUBHO JECTBOBATH
B Ype3BbIYaHBIX
CUTYaLUAX

- a¢ppexTuBHOE BBITIONMHEHUE TpaBui Th
BO BpeMsi yUeOHBIX 3aHATUH, IPU
IPOXOXKACHUU yueOHOU 1
MIPOU3BOICTBEHHOM MPAKTHUK;

- IEMOHCTpAIMsl 3HAaHUI U UCTIOJIb30BaHUE
pecypcocOeperaronmx TeXHOJIOTUI B
pohecCHOHATBLHOM NesTeNIbHOCTH

OK 08. Hcmoomns3oBarh

cpenctBa  (husMUECKOM
KYJIBTYPBI JIne:
COXPaHCHHUS 51

YKpEIUICHUSI 3]I0pPOBbsl B
mporecce

npodeccnoHanbHOM
JeATeILHOCTH u
HOJIJICPKAHUS
HEOOXO/IUMOTO  YPOBHS
(buznveckoit
MOJITOTOBJICHHOCTH

- 9 peKTUBHOCTH UCTIOIB30BAThH CPEJICTB
(hU3HYECKOI KYIBTYPHI ISl COXPAaHCHHUS
YKPETUICHUS 3JI0POBBS TIPU BHITIOTHCHHH
poQeCCHOHATBHOMN e TETFHOCTH.

OK 09. Iloms3oBarscs

MpoQeCCuOHATBHON
TOKyMEHTaluen Ha
roCyJapCTBEHHOM u

MHOCTPAHHOM SA3bIKaxX

- 9 PeKTUBHOCTD UCIIOJIL30BAHNUS B
po¢eCCHOHATBHOU eATeTLHOCTH
HEOOXOUMON TEXHUYECKON
JOKYMEHTAITUH, B TOM YHCIIC Ha
AHTJTHHACKOM SI3BIKE.
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