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1. OBIIIASI XAPAKTEPUCTHUKA TIPUMEPHOM PABOYEN ITPOT PAMMABI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

IIMn.02 IOATI'OTOBKA, TEXHUYECKAS OBPABOTKA U PASMEIIIEHUE
KOHTEHTA B CUCTEME 2JIEKTPOHHOTI'O JOKYMEHTOOBOPOTA

1.1. Heab u muianupyembie pe3yJbTaThl 0CBOeHHS NMPO(ecCHOHAIBLHOT0 MOYJIS

B pesynprate u3ydeHus npodeccHoHaTbHOTO MOAYNS OOy4YaroIIUXCsl JOJIKEH OCBOUTH
OCHOBHOI1 Bua festenbHocTH [loaroroska, Texuuyeckas o0paboTKa U pa3MeleHue KOHTEHTa

B CHUCTEME DJJIEKTPOHHOTO JIOKyMEHTOOOOpOTa H COOTBETCTBYIOIIME €My o0Iue
KOMIICTCHIIMHU, 1 HpO(beCCI/IOHaHBHBIe KOMIICTCHIIMU:

1.1.1. TlepeueHb OOMMX KOMITCTECHIIHA

Kon
DopmMyIMpPOBKA 9
KoMIIeTe 1 3HaHus, yMeHus
KOMIIeTeHIIUH
HIMHT
OK 01 | Beibupats criocoOsl YMeHusi: pacro3HaBaTh 3afady H/HWIu mpoOiieMy B
pelieHus 3a1aq npoeCCHOHATPHOM W/WIIM COLIMATBHOM KOHTEKCTE,
npodecCHOHATBLHON aHAJM3MPOBATh 33/1a4y W/WIKM poOJIeMy U BBIIACIATH
JesTeNbHOCTH e€ COCTaBHbIE YaCTH; ONPEAENSATh 3Talbl PEILCHUS
IIPUMEHUTEBHO K 3ajjaud;  BBUIBIATE U 3(G(QEKTUBHO  HCKATh
pa3IUYHBIM KOHTEKCTaM uHpOpMaLKIO, HEOOXOAUMYIO Ul PELIeHUs 3ahayu

W/WI TTPOOJIEMBI,

COCTaBIIATh TUTaH JEHCTBUS; OTIpeNIeNATh
HE0OXOITUMBIE PECYPCHI;

BIAJETh aKTyaJIbHBIMH  METOJAaMH  pPabOTHIl B
npodeccuoHanbHOM u CMEKHBIX chepax;
peaan30BbIBATh COCTABJICHHBIM IUIAH; OLCHUBATh
pe3yiabTaT W TOCHEACTBHS ~ CBOMX  JeMcTBUI
(caMOCTOSATENBHO MU C TOMOIIBIO HACTAaBHUKA)

3HaHMA:  aKTyalubHBIH  MOpOPECCHOHANBHBIA U
COHI/IaJIBHblﬁ KOHTCKCT, B KOTOPOM [MPUXOAHUTCHA
pa6OTaTB " XXKUTh, OCHOBHBIC HCTOYHUKHU I/IH(bOpMaIII/II/I
U pecypchl Ui peIIeHUs 3amad W mpodjeM B
poeCCHOHAIBHOM W/WUJTU COIIMAIIBHOM KOHTEKCTE;
AITOPUTMBI BBITIOJIHEHUs paboT B podhecCHOoHATBHOM
U CMEXKHBIX O0NacTiX; MeToAbl paboThl B
npoecCHOHALHOM U CMEXHBIX cepax; CTPYKTYpy
IIaHa J7s  pelleHds 3aJad; TMOPSIOK  OIEHKU
pe3yJbTaTOB pemeHHs 3amad IpopecCHOHATHHON
JIESITSIIBHOCTH

Y Komnemenyuu gpopmynupyromes kax 6 n.3.2 @I'OC CIIO.
[Tpusedennvie 3Hanus U YMEHUS UMEION DEKOMEHOAMENbHbIl Xapakmep u Mo2ym Oblmb CKOPPEKMupo6ansl 6
3asucumocmu om npogheccuu (CneyuarbHOCmuL).



OK 02

Hcnonb3oBars
COBpEMEHHBIE CPE/ICTBA
MOWCKA, aHaJIN3a U
HUHTEPIIPETAIINH
nHpopManuu, u
WH(POPMAIIMOHHBIC
TEXHOJIOTUH IS
BBIITOJIHEHUS 3a/1a4
npodeccnoHaTbEHOMI
NeSTeIbHOCTH

YMeHusi:  omnpenensaTh  3amadd AN [IOMCKA
uH(pOpMAIIUK; OMPEACATh HE0OXOUMbIE UCTOUYHUKU
uHpOpMaInu;
CTPYKTYypUPOBATh UHPOPMALIHIO;
BBIJICTIATH 3HAYUMOE B  IEpPEUHE
uH(OpPMAIMH; OIICHUBATh MPAKTHYECKYIO 3HAYMMOCTh
PE3yJIbTATOB MOKMCKA; 0(OPMIISATH PE3YJIbTATHI ITOMCKA,

IIPUMCEHATE CPEACTBA I/IH(bOpMaI_[I/IOHHBIX TEXHOJIOTHI

IUIAHUPOBATh  IIPOLECC  IIOMCKa;
HOJIy4aeMyI0

HanoOoJee

TSt peLeHus po(hecCHOHATBLHBIX 3ajad;

UCIIOJIb30BATh COBPEMEHHOE IPOrpaMMHOE
o0ecrieyeHne; MCHOIb30BATh Pa3IUYHbIE IHUPPOBBIE

CpeICTBA ISl penieHus TPOoPECCHOHATBHBIX 3a/1a4.

3HaHun: HOMEHKJIaTypa WH(POPMAIIMOHHBIX
UCTOYHUKOB, TPUMCHSIEMBIX B TPOPECCHOHATBHON

IPUEMBI CTPYKTYPUPOBaHUS
dopmar odopmieHuss pPe3yIbTATOB

NEeSITeTIbHOCTH,
nHpopManuu;
noucka wuH(GOpPMAIMK, COBPEMEHHBIE CpEICTBA U
UHPOpPMATH3AINH;

YCTpOMCTBA MNOPSAIOK  HUX

OpUMEHEHHS W TpOrpaMMHOE o0ecredeHue B
IpoECCUOHATBHON JIEATEIIBHOCTH B TOM YHUCIE C

HUCIIO0JIBb30BaHHECM I_II/I(i)I)OBHX CpCAacCTB.

OK 03

IInanupoBats u
peaa30BhIBATh
COOCTBEHHOE
npodeccuoHanbHOE U
JHUYHOCTHOE Pa3BHUTHE,
MPEANPUHUMATETHCKYIO
JIeSITETIBHOCTD B
npodeccnoHanbHOM
cdepe, UCTIOTB30BATh
3HaHUS 110 (PMHAHCOBOK
IPaMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX
CUTYyaIHsX.

YMeHusl: OmpeeniTh akTyaJlbHOCTh HOPMATHBHO-
MPaBOBOM JOKYMEHTallMM B NpodecCHOHaIbHON
JIeATETbHOCTH; MPHUMEHATh COBPEMEHHYIO HAYYHYIO
MPOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; OMPEACNATh U
BBICTPANBaTh

TPaeKTOpuu  NpodhecCHOHATBHOTO

pa3BUTHS u camo00pa3zoBaHus; BBISIBIISTH
JIOCTOMHCTBA M HEJOCTAaTKU KOMMEPUECKOH HJIeu;
IPE3EHTOBATh MJIEM OTKPBITUS COOCTBEHHOIO JieNa B
npodeccruoHanbHON oopmiATh

6I/ISHCC'HHaH; pacCUUThIBATh pPa3MEpPbl BBIILJIAT 110

ACATCIIBHOCTH,

IIPOLEHTHBIM CTaBKaM KPEIUTOBAHUS; OMNPEIENIATH
WHBECTUIIMNOHHYIO IPUBJIEKATEIBLHOCTh
KOMMEpPUYECKUX HAeH B pamKax NpodecCHOHaIbHON
OusHeC-UIEI;

JACATCIIBHOCTH, IMPE3CHTOBATH

onpeacIsiTb MCTOYHHUKHU q)HHaHCI/IPOBaHI/IH

3HaHus: COJACPpIKaHUC aKTyaHLHOﬁ HOPMAaTUBHO-
HpaBOBOﬁ AOKYMCHTAIMKU; COBPCMCHHAsA HaydHad U
HpO(I)eCCI/IOHaJ'ILHaH BO3MOXHBIC
TPACKTOPUUN HpO(I)CCCI/IOHaJ'IBHOl"O Pa3sBUTHUA )51

TCPMUHOJIOT U,

caM000pa3oBaHus; OCHOBBI MPEANPUHUMATEIHCKON
JeSITEIbHOCTH; OCHOBBI (PMHAHCOBOM TPaMOTHOCTH;
OM3HEC-TIIAaHOB;

mpaBuja  pa3paboTKH

BBICTpAaUBaHUs MPE3EHTALNH; KPeIUTHbIE OaHKOBCKHE
IIPOYKTHI

TTOPSIIOK




OK 04 | DddexTuBHO YMeHusl: OpraHu3oBbIBaTh pPaOOTy KOJUIGKTHBA U
B3alMO/JIEIICTBOBATD U KOMaHZbl,  B3aUMOJEHWCTBOBAaTH  C  KOJUIEraMH,
paboTaTh B KOJUIGKTUBE U | PYKOBOJCTBOM, KJIMEHTAMH B X0J1€ Mpo(eccnoHambHOMI
KOMaH/Ie JEATEIIbHOCTH

3HaHUSA: TCUXOJOTUYECKUE OCHOBBI JEATEIBHOCTU
KOJIJIEKTHBA, IICUXOJIOTHYECKUE 0COOEHHOCTH
JIMYHOCTHU; OCHOBBI ITPOEKTHOM 1€ATEIIbHOCTU

OK 05 | OcyuiecTBiasiTh YCTHYIO U | YMEHHMsI: TpaMOTHO U3JlaraThb CBOM MBICIH U
IIMCBMEHHYIO opOpMIIATH JOKYMEHTHl 1O TPOPEeCCHOHATHLHON
KOMMYHMKAIMIO Ha TEMaTUKE Ha TOCYIapCTBEHHOM S3bIKE, MPOSBISTH
TOCYJapCTBEHHOM SI3BIKE | TOJEPAHTHOCTH B pPa0OYEeM KOJIJICKTHBE
Poccuiickoit @enepanuu ¢ | 3HaHUs: OCOOCHHOCTH COIMAIBHOTO U KYJIbTYPHOTO
Y4ETOM OCOOCHHOCTEN KOHTEKCTa; MpaBwia OQOpMIIEHHUS JOKYMEHTOB U
COLIMAJIBHOTO U HOCTPOCHMS YCTHBIX COOOILIEHHH
KYJIBTYPHOI'O KOHTEKCTa

OK 06 | IIposBIsITS TpaXXIaHCKO- | YMeHHUsI: ONHMCHIBATh 3HAYUMOCTh CBOCH npogheccuus;
MaTPUOTHYECKYIO IPUMEHSITh CTaH/apThI AHTUKOPPYILUOHHOIO
MO3ULUIO, MOBE/ICHUS
JEMOHCTPUPOBATh 3HaHUSA: CYLIIHOCTh T'PaXJaHCKO-NATPUOTUYECKON
OCO3HaHHOE MOBE/ICHUE HA | TO3HIIUH, 00I1eUeI0BEYECKUX LIEHHOCTEN;
OCHOBE TPaJUIIMOHHBIX 3HAYUMOCTh MPO(ECCHOHANBHON NIEATENBHOCTH IO
00111€4eTI0BEYECKIX npodeccun CTaHAapTHI AHTUKOPPYILMOHHOTO
LEHHOCTEM, B TOM YHUCIIE C | IOBEJCHUS U TOCIIEACTBUS €r0 HAPYIICHUS
y4€TOM rapMOHU3ALUN
MEXHAIIMOHAIbHBIX U
MEXPETUTHO3HBIX
OTHOILEHUM, TPUMEHSATh
CTaHJapThI
AHTUKOPPYINLMOHHOTO
MIOBE/ICHHUS

OK 07 | ConelicTBOBaTH YMeHusi: coOmoJaTb  HOPMBI  JKOJIOTMYECKOMN
COXPAHEHHUIO 0e30MacHOCTH; OTIpeNIENATh HaIpaBJICHUs
OKpY>Karolleu cpebl, pecypcocOepexeHuss B paMkax mpodeccruoHambHOM
pecypcocOepexeHuto, JESTEIbHOCTH 110 MPO(ECCUH OCYIECTBIATh paboTy ¢

MIPUMEHSTH 3HaHUSI 00
M3MEHEHHUH KJINMarta,
NPUHIIAITB OEPEXKITMBOTO
MIPOU3BO/ICTBA,

3¢ (HeKTHBHO JeCTBOBATH
B UPE3BBIYAIHBIX
CHUTYaIHSIX

coOIrofeHeM MIPUHITUTIOB OEepEKITUBOTO
MIPOU3BOJICTBA; OPTaHU30BBIBATH MPO(ECCHOHATBLHYIO
JIESTEIbHOCTh C YYeTOM 3HaHUH 00 W3MEHEHHH

KINMAaTHYCCKHUX yCJIOBI/Iﬁ peruoHa.

3HaHMA: TpaBUiIa SKOJIOTMYECKO Oe30MacHOCTH Ipu

BEICHUU npodecCuoHATbHON

pecypchl,

JCSTEIIEHOCTH;
3a7eICTBOBAaHHEIC B
po¢eCCHOHATBHON yTH
obecrieueHUsT  pecypcocOepekeHus;  MPUHIUIIBI
OepeKITMBOTO MPOU3BOICTBA; OCHOBHBIE HAMPaBICHUS

OCHOBHEIE
JIeSITeJIbHOCTH;

HU3MCHCHUA KIIMMAaTHUYCCKUX YCJIOBI/Iﬁ peruoHa.




OK 08 | Mcnonb3oBarh  cpeAcTBa | YMeHHs: HCII0JIb30BaTh (GU3KYIBTYpHO-
¢u3nveckoil  KyJabTYpHI | O3IOPOBUTEIBHYIO JAEATENBHOCTh ISl YKPETUICHHS
IE COXpaHCHHS U | 37I0POBBS, JOCTHOKEHUS KU3HEHHBIX U
YKpEIUIEHUSI 3JI0pOBbsl B | IPOQeCcCHOHATBHBIX 1ernei; PUMEHSTh
nporuecce palMOHAIBHBIE TPHEMBl IBHTAaTENbHBIX (GYHKIHMH B
npodeccHoHaIbHON npodecCHOHANBHON  AEATEIBHOCTH;  I10JIb30BATHCS
JEATeIbHOCTH U | cpeAcTBaMH  NMPOQHMIAKTUKHA  TIePEHANPSDKEHHS,
O/ ICPKAHUS XapaKTEepPHBIMU JUTS JaHHOH Mpodeccuu
HE00X0AUMOTO ypoBHs | 3HaHMAI:  podb  (U3IMYECKOH  KyIbTYpHl B
¢buznyeckoi OOLIEKYJIBTYPHOM, npodecCuoHaTHLHOM u
MOJITOTOBJICHHOCTH COLIMAIbHOM Pa3BUTHH YEJIOBEKa; OCHOBBI 3JJ0POBOTO
o0pa3a  XKHM3HHM, YyCIOBHA  NPOPECCHOHATHLHON
JeATEIILHOCTH U 30HBI pUCKa (PU3NYIECKOTO 310POBBS
TSt npodeccun; cpencTaa npoUIaAKTUKA
HepeHaNPSHKSHUS
OK 09 | Ilonb3oBaThCs YMeHusi: 1OHMMATh  OOIMH  CMBICA  YETKO
npodecCHOHATBLHON MPOM3HECEHHBIX BBICKA3bIBAHMI HAa M3BECTHHIC TEMBI

JOKYMEHTalMen Ha
rOCyJIapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

(mpodeccroHabHBIE U OBITOBBIE), TOHUMATh TEKCTHI
Ha 0a30BbIe MPO(ECCHOHAIBHBIC TEMbI; YIaCTBOBAThH B
Jajorax Ha 3HaKoMblIe o0IIMe U MpogdeccuoHalbHbIe
TEMbl; CTPOUThH IPOCThIE BbICKAa3bIBaHUS O ceOe U O
cBOEl Mpo(ecCUOHATBHONW JEeSATEIbHOCTH; KpaTKO
000CHOBBIBAaTh U OOBSICHATH CBOM JIEUCTBUSA (TEKyILIHe
U IUIAHUpyeMble); MHUCaTh MPOCThIE  CBSI3HBIE
cooOuieHus

Ha 3HAKOMbBIE WJIM WHTEPECYIOIIne

poQeCCUOHAIBHBIE TEMBI

3HaHMsA: MpaBUIa TOCTPOCHUS MPOCTHIX M CIIOKHBIX
MpeIOKEHU N npodeccuoHanbHbIe
OCHOBHBIE 00IIeyTOTpeOUTENbHBIE TTIaroibl (ObITOBas
u  npodeccHoHaNbHAs  JIEKCHKA);  JIGKCHUECKUMN

Ha TCMBI;

MHWHUMYM, OTHOCAIIUICA K OIMCAaHHUIO npeamMeToB,

CpeZCTB u IIPOLIECCOB npoQeCCHOHATLHON
JESITEIbHOCTH; 0COOEHHOCTH IIPOU3HOIICHHUS;
IpaBWJia  YTEHUS  TEKCTOB  NpoeCcCHOHATbHOU
HAIpPaBJIEHHOCTH

1.1.2. [lepeyensb mpodeccuOHaTbHBIX KOMIIETEHIHHA

Kon HanmMeHnoBanue BUAOB IEATEITLHOCTH U IPO(ECCHOHATBHBIX KOMIIETSHITHI
B/ 2 [ToaroToBka, TexHU4YECKass 00pabOTKa U pa3MelIeHne KOHTEHTa
B CHCTEME IEKTPOHHOTO JJOKYMEHT0000pOTa
IIK 2.1. | Vcnonb3oBaTh CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO0O0pOTA.
IIK 2.2. | ConpoBoXaaTh JOKYMEHTHI C JJIEKTPOHHO-ITU(POBON MOMUCHIO.
IIK 2.3. | OcyuiecTBasTh pe3epBHOE KOMUPOBAHUE MHPOPMAIIH.




1.1.3. B pe3ynbrare ocBOCHUS TPOPECCHOHATHLHOTO MOYJISI 00YJaIOMUNACS TOJKEH:

Bnagets HaBbIKaMH paboTHI ¢ aBTOMATU3UPOBAHHBIMU HH(GOPMAIIMOHHBIMU CUCTEMaMHU
AJIEKTPOHHOTO JJOKYMEHTO000POTa;

CHCTEMaTH3alluy U yueTa JOKYMEHTOB B cucteme D/;
OpraHMW3alii TIOUCKa, O0OpabOTKM M BBIBOAA JIOKYMEHTOB U3
cucteMsl D/

MPUMEHECHUS AJICKTPOHHOW IMQPPOBON MOANMKUCH TPU BEIACHHUH
AJIEKTPOHHOTO JOKYMEHTOO0OpOTA.

Ymeth dopMHpOBaTE  3JEKTPOHHBIE  JOKYMEHTHI B CHUCTEMax
MIPOU3BOJICTBEHHOT'O JOKYMEHTOO00POTA;

YIPaBIATh BEPCUSIMHU 3JIEKTPOHHBIX JOKYMEHTOB;

dbopMUpOBATh ANEKTPOHHBIA JOKYMEHT C HCIOJb30BaHUEM
mrabyiona Ha OJ1aHKe OpraHu3aIiig;

BECTH JKypHAJbI, KJIACCU(UKATOPHI U CIPABOYHUKH B CHCTEME
AJIEKTPOHHOI'O JJOKYMEHTO000pOTa;

dbopMUPOBATH OTUETHI O IBUKEHUU U UCIIOIHEHUH IOKYMEHTOB;
pErucTpUpPOBaTh U KJ1acCU(UIUPOBATh JIOKYMEHTHI,
PErUCTpUpPYEMBIE B IPOTPAMME;

OCYILECTBISATh PACCHUIKY HATOMUHAHUI U YBEJOMJICHHUI;
OCYLIECTBIISITh COTJIACOBAHUE JOKYMEHTOB;

[IEPEBOJUTH IOKYMEHTHI B apXUB;

OCYILIECTBIISATh [TOUCK IOKYMEHTOB 10 PEKBU3UTAM U KOHTEKCTY;
IPUMEHSTh 3JEKTPOHHYIO HU(PPOBYIO MOJANUCH Ul MOANHCAHUS
JIOKYMEHTOB Pa3IUYHbIX (POPMATOB.

3HaThb OCHOBHBIE BH/JIBI U TIOHSTHS SJIEKTPOHHOTO JIOKYMEHTO000pOTA;
OCHOBHBIE ITOHATHS JIE€JI0NPOU3BOJICTBA;

KJIacCCU(UKALMs aBTOMaTHU3MPOBAHHBIX HH()OPMALIMOHHBIX CUCTEM
AJIEKTPOHHOI'0 IOKYMEHTO000pOTa;

TpeOOBaHUS K CUCTEME 3JIEKTPOHHOTO IOKYMEHTOO0O0pOTa;
OCHOBHBIE BH/JIbI U TIOHATHS JIEKTPOHHON IIM(PPOBOI MOANNCH;
HOPMATHBHO-TIPABOBBIE  ACMEKThI  AJIEKTPOHHOW  1HU(PPOBOH
MOATINCH;

00J1aCTH IPUMEHEHHUSI ATIEKTPOHHON TU(POBOM MOJIHUCH.

1.2. KoainuecTBO 4yacoB, 0TBOAUMO€C HA OCBOCHUEC l'lpO(l)eCCI/IOHaJIbHOFO MOAYJIsA

Bcero uacos 552

B TOM 4YHCIIe B GOpMe MPaKTHIECKON MOATOTOBKU 470

N3 Hux Ha ocBoeHne MJIK 156
B TOM YHCJI€ CAMOCTOsITeNIbHAs paboTa
NPaKTUKH, B TOM YHUCIe yueOHas 180

MPOU3BOJICTBEHHAS 216
[IpomexxyTouHas arrectanus




2. CTPYKTYPA U COAEPKAHUE TPO®PECCHUOHAJIBHOI'O MOAYJIA
2.1. CrpykTypa npodeccCHOHAJIBLHOT0 MORYJIsI

O0bem npodeccnoHaAIBLHOT0 MOAYJIS, aK. Yac.

Ooyuenue no MJIK

U =
Koapr z E £ | Beero B ToM UnciIe IIpakTuku
npogeccnoHaIbHBIX HaunmeHnoBanus pa3aeioB Beero. uac b4 § g a6 QE .
oommx npogeccHoHATLHOT0 MOAYJIS > ’ @ = o a00paTOpHBIX. U g =
KOMIIeTeHI Ui : § éf npaKaneclc Hx. CaMocTosiTe ILHAs ; E Yueonan IIpousBoacTBeHHAs
e % = 3aHATHH pa60Ta q% %
>
g =
=
1 2 3 4 5 6 7 9 10 11
K 2.1, 1K 2.3 Paznmen 1. CtpykTypa u 72 36 72 36 X X
OK 3JIEMEHTHI YIPABICHUS
CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO000pOTAa.
K 2.2, 11K 2.3, Paznen 2. ConpoBokaeHue 84 38 84 38 X
OK JIOKyMEHTOB B CHCTEME
ANIEKTPOHHOTO
JIOKyMEHTO000poTA.
K 2.1, [IK 2.2, Y4eOHas PaKkTHUKa, 4aCOB 180 180 180
IIK 2.3, OK 1-9
K 2.1, 11K 2.2, [Ipon3BoacTBEHHAs MPAKTHKA 216 216 216
IK 2.3, OK 1-9 (o npodutto
CTIEIIHAIBLHOCTH), aCOB
[TpoMexyTouHas arTecTarys X X
Bcezo: 552 470 156 74 X 180 216




2.2. TeMaTH4eCcKHii IUIaH U cofiep:kaHue NpodeccHoHaIbLHOro moay.as (IIM)

HaumeHoBaHue pa3ienoB u

TeM NPodhecCHOHAIBHOTO
moayast (IIM),

Conep:xanue yueOHOro MaTepuasa,

JabopaTopHble padoThHl M MPAKTHYECKHE 3aHATHS, CAMOCTONATEIbHAA YUyeOHasi padoTa

O0beM, akaj. 4. / B TOM
yucJe B popme
NPaKTHYECKOI

MeKIMCHUIIIMHAPHBIX
p 00y4aKoIHXCst MOATOTOBKH, aKaJ. 4.
kypcos (MJIK)
1 2 3

Pazgen 1. CTpyKTypa U 3JIeMeHThI YNIPaBJIeH!s CUCTEMBI 3JIEKTPOHHOI0 I0KYMEHT0000poTa 72/36
MJIK,.02.01. CTpykTypa u 3J1eMeHThI YIPABJIEHUS CUCTEMBbI YJIEKTPOHHOI0 IOKYMEHT0000pOoTA 79/36
Tema 1.1. Llenn, 3agaun u Copep:xanue 16/8
OCHOBHBIC ITOHATUS
MH(OPMAITUOHHBIX CUCTEM 1. TloHsATHE O CTPYKTYpPE OpraHHU3aIMU U MPEATPUITHSL.
YIpaBICHUS 2. CoctaB QpyHKIHWH U JENOBBIX MPOIECCOB, BEITIOIHAEMBIX B TTopa3aeneHusx IC 16
JOKYMEHTO00OPOTOM. 3. lloHATHE TOKYMEHTONOTOKA, JOKYMEHTO000pOTa

B ToM yucie IpaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 8

ITpaktuueckas padora Ne 1. @opmupoBanue nakera HHOOPMAILIMOHHBIX MaTEpUaioB (PUPMBIL. 2

[Mpaktudeckas padora Ne 2. @opMupoBaHUe NaKeTa OPraHU3aMOHHBIX JOKYMEHTOB (DUPMBI. 2

[Mpaktuueckas padbora Ne 3. dopmupoBaHue MaKeTa pacoOPIIUTEIbHBIX IOKYMEHTOB. 2

ITpaktuueckas padora Ne 4. @opMupoBaHUE AKETa JIMYHBIX JJOKYMEHTOB. 2
Tema 1.2. Opranuzanus Conep:xanue 12/6
JOKYMEHTAlOHHOTO
o0ecriedeHus ynpaBiieHHs B 1. Tonsarue Cuctemsl Jokymentaunonnoro Obecneuenus Ynpasneuus (CHOY).
OpTraHu3alMsIX U HA 2. ConeprkaHue MPOLELYP MOTYUCHUS U ePeaadd BXOAAIINX U HCXOSIINX IIOTOKOB 12
OPEANPHUITUSIX. JIOKYMEHTOB.

3. CocraB u cofepkaHie IpoLUeaypbl KOHTPOJIS HCHOIHEHHs JOKyMeHToB. Conepxanue
KOHTPOJIbHOM KaPTOUKU M METOJIMKHU BeJICHHS CLIPAaBOYHOMN KAPTOTEKH.
B Tom ymcie IpakTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 6




[Ipaktuueckas padota Ne 5. CocTaBiieHHE CXEMBI 3JIEKTPOHHOTO TOKYMEHTOO00POTa C TIOMOILBIO

. 2
nporpaMmbl MS Visio HTH aHAIOTHYHOM.
[Tpaktuueckas padora Ne 6. 3anonHeHHe KOHTPOJIBHBIX KAPTOUEK JOKYMEHTOB. 2
IIpaktraeckas padora Ne 7. @opMUpOBaHHE CIIPABOTHON KapTOTEKH. 2
Conep:xanue 12/8
1. TloHsATHE cUCTEMBI YIIPABICHUS TOKYMEHTOOOOPOTOM, KaK YacTH KOPIOPaTUBHON 12
9KOHOMHYECKOH MH(POPMALIMOHHON CHCTEMBI.
2. Tpeb6oBanus n npuHmIs co3ganns CY /], coctaB u coaepkaHue MOICUCTEM.
Tewma 1.3. Opranusarus B ToM 4mciIe NPpAaKTHYECKUX 3aHATHI M 1a00pPaTOPHBIX padoT 8
WHPOPMALMOHHON CHCTEMBI
yIIpaBiIeHus [Mpaktuyaeckas padora Ne 8. PamkupoBaHue JOKyMEHTOB 110 CPOYHOCTH, CJIOKHOCTH M BPEMEHH 2
JIOKyMEHTO060POTOM XPaHCHHA.
[Mpaktuueckas padora Ne 9. dopmupoBaHue apxuBa JOKyMEHTOB. 2
[IpaxTrueckas padora Ne 10. opMupoBaHue cripaBodHUKA ['ocyaapcTBEHHAS cUCTEMa 4
JOKYMEHTAIIHOHHOTO 00€CTIeYeHUS YIIPaBICHHUSI.
Coaepxanue 16/8
1. TlousTue snekTponHoro nokymenra (3/1). Buast 9/1. 16
Tema 1.4. ABTOMATH3AMAS 2. KﬂaCCI/IQ)I/IKauBI/IsI cg(eJ:[CTB aBToMaru3anuu coctasieHus J]1. TpeboBaHUs Kk cucTeMaM
COCTABIICHHS! SIEKTPOHHBIX cocrasyieHust D1, XapakTepuCcTUKA CHCTEM.
JIOKYMEHTOB H IPOLIECCOB B ToM uncie mpakTHYeCKUX 3aHATHI M 1a00pPaTOPHBIX padoT 8
BBOJIa TIOTOKOB BXOJSIINX 0 Fom e 110 5
o
JOKYMEHTOB pakTuyeckas padorta Ne 11. OdopmireHre popmMann30BaHHBIX MA0JOHOB JOKYMEHTOB C TUIIOBBIMU 4
peKBU3UTAMU (OJIAaHKH ITUCEM, IPHKA30B).
[Ipaktnueckas padora Ne 12. O6paboTka HeopMaIN30BaAHHBIX JOKYMEHTOB. 4
Conep:xanue 16/6
Tema 1.5. ABTromMaTu3anus
XPAHEHMSI SJIEKTPOHHBIX 1. TlonsaTne nHPOPMALMOHHO-TIOMCKOBOW crcTteMbl. OcHOBHBIE KOMIOHEHTHI UITIC u TexHOMOTHSA 16

JOKYMCHTOB

padotsl ¢ UTIC.

2. Tlonsitue cucTeMbl yIIpaBlieHUs SEKTPOHHBIMU JIokyMeHTamu (CY]]).




3. Meroapl opranu3aluy XpaHeHUs! 1 moucka TokymenTos B CY /1.

B ToMm unciie mpakTHYECKUX 3aHATHI M J1a00PATOPHBIX PpadoT 6

[MpakTrueckas padora Ne 13. CkaHupoBaHue u nmpeodpa3zoBanue (HOpMaTOB JTOKYMEHTOB. 2

[Ipaktudeckas padora Ne 14. lanekcupoBaHre JOKYMEHTOB. 2

IIpakTudeckas padora Ne 15. Ilonck u 3anoaHeHHE MIa0I0HOB JOKYMEHTOB. 2
Pasnesn 2. ConpoBoskieHne JOKYMEHTOB B CHCTeMe 3JIeKTPOHHOI0 IOKYMEHT0000poTa 84/38
MJIK,.02.01. ConpoBo:kieHre TOKYMEHTOB B CHCTeMeE YJIEKTPOHHOI0 JOKYMEHT0000poTa. 84/38
Tema 2.1. Opranuszanys Copep:xanue 16/8
CUCTEMBI 3JIEKTPOHHOT'O
JOKYMEHT0000poTa 1. OcHoBHBIE 331241 OPTaHU3ALUU CUCTEMBI AIEKTPOHHOr0 JoKyMeHTooOopoTa (CO10). Knaccst

C310. XapaKTepuCTUKa CUCTEM. 16
2. Tlpunnunel u ocobeHHOCTH OCTpoeHUsI ABToMaTH3upoBaHHbIX CucteM KonTtpons Mcnonnenus
HoxymenTos (ACKI]).
3. XuzHeHHBIH UK JOKYMEHTa B CHCTEME DJIEKTPOHHOTO IOKYyMEHT0000pOoTa.

B Tom uncie npakTHYeCKUX U J1a00PATOPHBIX 3aAHATHH 8

[Mpaktuueckas padora Ne 1. Perucrpaiius u moinbp30BaTeIbCKHE HACTPOHKH CUCTEMBI JIEKTPOHHOT'O 2

JIOKyMEHT0000pOTA.

IpakTrueckas padora Ne 2. Perucrpaius u pa3rpaHdideHUE IIPaB MOJIb30BaTeNIeH CHCTEMBI 2

AIIEKTPOHHOTO JIOKYMEHTO000POTA.

[Mpaktuueckas padbora Ne 3. dopmupoBaHue TOMCKOBOTO 00pa3a JOKyMEHTA. 2

[Ipaktnueckas padota Ne 4. CocTaBiieHHE TOUCKOBBIX 3aPOCOB K XPAaHMIIUILY JOKYMEHTOB. 2
Tewma 2.2. Pocculickue Conep:xanue 16/8
CHCTEMBI 3JIEKTPOHHOT'O
JIOKYMEHTO000pOTa 1. Cucrembl JOKYMEHTOO0OPOTA M IETOMPON3BOACTBA MPEAPHUATHS Ha mpuMepax Jlerno, 16

CompanyMedia, Directum nim aHanOrHYHBIX UM. BO3MOKHOCTH yIIpaBJIeHUs JOKYMEHTaMH C
MCIIOJIb30BaHUEM NporpaMMHoi cpeabl Outlook nny aHaJOrMYHBIX MM.




Oco0eHHOCTH 3aIUIICHHOTO TOKYMEHTO000pOTa 71l paOOTHI C TOCYAAPCTBEHHBIMU
nHpopmarmonaeiMu cucreMamu (Kortyp, CBUC u nmp.).

DNEKTPOHHBINA JOKYyMEHTO000poT Mexay npennpuarusmu (Juamoxk, DiState: Omeparop 310
u ap.).

B ToM 4nciie NpakTHYeCKUX M J1a00PATOPHBIX 3aHATHI 8
[IpakTrueckas padora Ne 5. Perucrpanus u HacTpoliku B iporpammHoi cpeae Outlook. 2
IIpaktrueckas padota Ne 6. YcTaHOBKA M TIOIB30BATEILCKHE HACTPOUKH PETHOHATBLHON CUCTEMBI 2
«QNEKTPOHHOE IIPABUTEIIHCTBOY.
[IpaxTrueckas padora Ne 7. ABToMaTuzaiust 00pabOTKH JOKYMEHTOB C TIOMOIIBI0 HHCTPYMEHTapHS
MOJYJIEH CHCTEMBI 3JIEKTPOHHOI'O TIOKYMEHT0000poTa («YIpaBieHue ToOKyMeHTaMm», «KaHuensapus», 4
«YnpaBieHue JoroBOpaMm» U/UII aHATIOTUYHEIE).
Conep:xaHue 24/10
1. Hacrpotika yuetHo# 3amucu. Hactpoiika cucTeMsl.
2. Paborta co BXOASIIUMH TOKyMEHTaMH.
3. Pabora c ncXomsmuMu TOKyMEHTaMH.
4. Pabota c BHYTpEHHUMH TOKyMEHTaMHU.
5. Opranuzanus nepcoHaILHOT0 HHOOPMAIIMOHHOTO MPOCTPAHCTBA: KOHTAKTBI, €K THEBHEIC 24
nepcoHalIbHbIe MeponpuATHs. OpraHu3alus COBMECTHBIX MEPOIIPUATHH (COOpaHHii) C yueToM
3aHIATOCTH COTPYIHUKOB.
Tema 2.3. O6pa60TKa 6. Co3smanue U BBIITOJHEHUE UHAUBUAYaJIbHBIX 3a1a4. HasHaueHue 3amau Apyrum
JOKYMEHTOB B CUCTEME COTPYIHUKAMHU.
SNEKTPOHHOTO 7. Konrtpons ucnonnenus 3aaa4. ['pynmnosas pabora ¢ TOKYMEHTaMH.
JIOKYMEHTO000pOTa B ToM umciIe MpaKTHYECKUX U J1a00PATOPHBIX 3aAHATHIA 10
[Mpaktudeckas padbora Ne 8. Perucrparus n 00paboTKa BXOASIINX TOKYMEHTOB. 2
IIpakTudeckas pabora Ne 9. Perucrpaiiust 1 00paboTKa UCXOSAIIUX TOKYMEHTOB. 2
[Ipaktnueckas padora Ne 10. KoHTponb ucTIONHEHNST BHYTPEHHHUX JOKYMEHTOB. 2
2

[IpakTuueckas pabora Ne 11. KOHTpOJIb HCITOIHEHHUS TOTOBOPHBIX 00SI3aTEILCTB U ITPOEKTOR.




[Ipaktrnueckas padota Ne 12. OdopmiieHne KypHaJIOB U OTYETOB

Tema 2.4. OcobenHOCTH Copep:xanue 16/6
CHCTEM MEXBEIOMCTBEHHOTO
JTOKYMEHTO000pOTA. 1. VY4acTHMKM CHCTEMBI MEXBEIOMCTBEHHOI'O AJIEKTPOHHOIO JOKyMEHTO000poTa. IIpuHIMIBI 1
TE€XHUYECKUE PEILICHHUS.
2. ApPXUTEKTypa CHUCTEeMbI MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO TOKYMeHT0000poTa. HopmaTHBHBIC 16
JTOKYMEHTBI, OTIpeNIeIIsI0IINe TOPsI0K B3aUMOIEHCTBHSL.
3. DOyHKIMOHAJ, peaTn3yeMbIil B pAMKaX COMPSHKEHHS C CUCTEMOH MEKBETOMCTBEHHOTO
3JIEKTPOHHOI'O JOKYMEHTO000pOTa.
B ToM ymciIe mMpaKTHYeCKUX M J1a00PATOPHBIX 3aHATHI 6
[TpaxTrueckas padora Ne 13. [logroroBka obpareHus 11 BKIFOYEHUS B CIIUCOK YIYACTHUKOB CHCTEM 2
MEKBEJOMCTBEHHOTO IOKYMEHTO000pOTA.
[TpaxTrueckas padora Ne 14. [TogroroBka u mpoBepka JOKYMEHTOB Ha COOTBETCTBHE TPEOOBAHUSIM 2
CHCTEM MEXBEIOMCTBEHHOI'O JOKYMEHTOO00POTA.
[IpakTrueckas padora Ne 15. GunbTpanus, popMupoBaHre YBEJOMICHUH U BU3yalTN3aINs 2
MOCTYIHUBIIUX JOKYMEHTOB.
Tewma 2.5. be30macHOCTb Conep:xanue 12/6
CHUCTEM 3ICKTPOHHOTO 1. Oco0eHHOCTH 3alUTHI 3NEKTPOHHOTO JOKYMEHT0000poTa.
JIOKyMEHTOO00pOTA. 2. KomrmuiekcHbIN MOAXO0J K 3aIlIUTE IEKTPOHHOTO JOKYMEHT0000pOTA. 12
3. DnekTpoHHas MOAMKUCH: BUIBI, 001acTh NprMeHeHuUs1. [IoHATHE OTKPBITOTO U 3aKPBITOTO
KJIFOUEH.
B Tom uncie npakTHYeCKUX U J1a00PATOPHBIX 3aAHATHH 6
ITpaktuueckas padora Ne 16. Pasrpanndenue mmpas AOCTyNa K JOKyMEHTaM. 2
[Mpaktudeckas padora Ne 17. PezepBHOE KOMMPOBaHHE apXHBa TIOKYMEHTOB B COOTBETCTBHH C 2
perJamMeHTaMu.
ITpaktuueckas padora Ne 18. IIpoBepka Hanu4Hs 3JIEKTPOHHO-IU(PPOBOI MOAMHUCH. 2
IIpoTokonmpoBaHue JeHCTBUI NOJIb30BATEIIEH.
Y4yeOHas MpaKkTHKAa
Bunsi padot:
— ¢dopMHpOBaHHE AIIEKTPOHHBIX JOKYMEHTOB B CHCTEMAax MPOU3BOJICTBEHHOTO JOKYMEHTOO00POTA; 180

— YHOpaBJICHUC BCPCUAMU IJICKTPOHHBIX JOKYMCHTOB,
- (bOpMI/IpOBaHI/Ie QJICKTPOHHBIX JOKYMCHTOB C UCIIOJIb30BAHUCM maba0Ha Ha OJIaHKe OpraHu3alnuu;
— BCACHHC XXYpPHAJOB, KJ'IaCCI/Iq)I/IKaTopOB 1 CIIPAaBOYHUKOB B CUCTEMC SJICKTPOHHOT O ,I[OKyMCHT0060pOTa;




— ¢opMHpOBaHHE OTYETOB O ABMKCHUU M UCTIONHEHUH JOKYMEHTOB;

— PEerucTpupoBaHHE U KJacCUPHUKAIHA JOKyMEHTOB, PETUCTPUPYEMBIX B IPOTPaMME;

—  OCYIIECTBJIEHHE PAcChUIKM HAIOMUHAHUH U yBEIOMIICHU;

—  OCYILIECTBJIEHUE COINIACOBAHUS JOKYMEHTOB;

— IepeBOJ] TIOKYMEHTOB B apXUB;

—  OCYILIECTBJIEHHE MTONCKA JOKYMEHTOB MO PEKBU3UTAM U KOHTEKCTY;

— TpUMEHEHHE AIIEKTPOHHOM I(POBOM MOANKCH ISl OANHUCAHKS JOKYMEHTOB pa3IHyHbIX (hOPMATOB.

IIpousBoacTBeHHAs MPaKTHKA (eCJH MPETYCMOTPEHA UTOroBasi (KOHEHTPHPOBAHHAS) MPAKTHKA)
Buaei pador:
— paboTa ¢ aBTOMAaTU3UPOBAHHBIMU HH(OPMAIIMOHHBIMU CHCTEMAaMH JIEKTPOHHOTO JJOKYMEHTO000pOTa; 216
— cucTeMaTh3aIys U y4eTa JOKYMEHTOB B cucteme D/J1;
— opraHu3aius Moucka, 00paboTKa U BBIBOJ JJOKYMEHTOB U3 cUCTeMbI J/1;
— TPUMCHEHHE JIICKTPOHHOM IIU(POBOI MOIICH TIPU BEJCHUU IEKTPOHHOTO IOKYMEHT0000pOTA.

Bcero 552




3. YCJIOBUSA PEAJIM3ALIIMU TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. JJnsa peaim3anum mnporpamMmbl NpogecCHOHATBHOIO MOAYJISL JOJKHBI ObITh
NpeaycMOTPEHbI cJieAyolue creluaJbHble NoMelleHUs:

Jlaboparopun  «MHpOpMALIMOHHBIX  TexXHOJIOTUNY», «HPOPMAIMOHHBIX  CHUCTEM
U PECYpCcOB», OCHAIIIEHHBbICE B COOTBETCTBUHU C M. 6.1.2.3. IlpumepHoli paGodeil mporpaMmbl
1o npodeccum.

OcHameHHbie 0a3bl MPaKTUKH, B COOTBeTcTBHM ¢ 1 6.1.2.5 mpumepHoit paboueii
IPOTPaMMBI 110 podeccu.

3.2. UnpopMmannoHHOe obecnedeHne peajn3alui MPorpaMMbl

Jis peanu3anuu mnporpammbl OMONIMOTEUHBIH (QOHA 00pa3oBaTENbHOM OpraHU3aLUU
JIOJDKEH MMETh Ie4aTHbIe W/UIIM JIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMALIMOHHBIE PECYPCHI
JUI HCHIOJIb30BaHUs B 0Opa3oBatesibHOM npouecce. [Ipu ¢popmupoBanuu 6ubimoreqnoro ¢poxga
o0pa3oBaTesIbHON OpraHu3aluy BBIOUpAeTCss HE MEHEe OJTHOTO U3/1aHUs U3 IEPEUNCIIEHHBIX HIDKE
NEeYaTHBIX M3AaHUN U (WJIM) 3JEKTPOHHBIX M3/1aHUI B KayecTBE OCHOBHOIO, IPH 3TOM CIHCOK
MOYET OBITh IOTIOJTHEH HOBBIMHU M3IaHUSMHU.

3.2.1. OcHoBHbIE MeYaTHLIE U3AAHUS

1. Moxkperiit B.FO. Cuctemsl 31eKTpOHHOTO JOKYMEHTO00O0poTa: yuebHOoe ocodue. —
CII6.: Uado-na, 2018. — 48 c.
2. CucTeMsbl 3JIeKTPOHHOTO JOKYMeHTooOopoTa: yueOHoe nocodue /H.D. Antyxosa,

AL I3ro6enko, B.B. Jlocepa, }O.b. UeunkoB. — Mocksa: KunoPyc, 2019. — 201 c.

3.2.2. OcHOBHbIE 3JIEKTPOHHBIE U3IAHUS

1. CrenanoBa, E. H. Cucrema 31eKTpOHHOTO JOKYMEHTO0OOpOoTa (00JIauHOE PEIICHHUE):
yuebHnoe nocobue / E. H. CrenanoBa. — MockBa: At [Im Ap Menua, 2021. — 182 c. — ISBN
978-5-4497-0767-3. — Texkct: snexTpoHHblidi // Lludposoit obpazoBarenbHbiii pecypc IPR
SMART: [caiiT]. — URL: https://www.iprbookshop.ru/101357.html

2.CrenanoBa, E. H. Opranusanus 1 conpoBOXA€HUE 3JIEKTPOHHOIO JOKYMEHTO000pOoTa:
npaktukym s CIIO / E. H. CrenanoBa. — CaparoB, Mocksa: IIpodgo6pazoBanue, Aii Ilu Ap
Menua, 2021. — 176 c. — ISBN 978-5-4488-1275-0, 978-5-4497-1042-0. — Tekcr:
anektponuslt // Iudposoit obOpazoBatenbHBIl pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/107183.html

3.XauatpsH, I'. A. Opranuszamusi ¥ COMPOBOXKIECHHE HIEKTPOHHOTO JOKYMEHTO00O0poTa!
yueOnuk y1st CI1O /T A. Xauarpsia, U. B. Ky3nenosa. — Capatos, Mocksa: [IpogoOpazoBanue,
At ITn Ap Menua, 2020. — 156 ¢. — ISBN 978-5-4488-0877-7, 978-5-4497-0782-6. — Texkcr:
anektpoHHslt // Ludposoit oOpazoBarensHbiii pecypc [PR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/97086.html

4. Eropos, B. I1. JlokymeHTOBeieHHE U JOKYMEHTAI[MOHHOE 0OecrieueHre YIpaBIeHUs B
ycnoBusax mugpoBoit skonomuku / B. I1. Eropos, A. B. CiimabkoB. — 3-¢ u3n, crep. — CaHKT-
[TeTepOypr : Jlanb, 2023. — 372 ¢. — ISBN 978-5-507-45999-5. — Tekcr : anexTpoHHBIi // JIaHb
: BIIEKTPOHHO-OnOmoTeunas cucrema. — URL.: https://e.lanbook.com/book/292970

5.IlaBnoBa, P. C. JlokymMmeHTHpOBaHUE yIIPaBICHUECKON IEATENBHOCTH : yueOHOe Tocodue
s cno / P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlans, 2021. — 272 ¢. — ISBN 978-5-8114-



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

7067-9. — Tekcr : anexTpoHHbIi // Jlanb

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

AIIEKTPOHHO-OMOIMoTeuHass cuctema. — URL:

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Koa IIK n OK,
¢dopmupyembIx B
paMKax MoayJs °

Kpurepum ouenkn

MeToabI OLIEeHKH

[IK 4.1. Hcnons3oBark
CHUCTEMY  DJIGKTPOHHOI'O
JIOKyMEHT0000pOTA.

IIK 4.2. ConpoBoxaTh
JTIOKYMEHTBI c
IIEKTPOHHO-TIUPPOBOI
MTOJIITHCHIO.

I[IK 4.3. OcyuecTBisiTh
pe3epBHOE KOMUPOBAHUE

[MpeanoxeHHbIe BXOJIAAIIINE,
UCXOJIAIINE U BHYTPEHHUE JTOKYMCHTBI (HE
MEHee [IECTH, B TOM YHUCIe — ¢ HUPPOBOii
MOJIMUCHI0) 00pabOTaHBI B COOTBETCTBUH C

periaMCeHTaMu, KOIIMKU pPasMCUICHbBI B

apxuBe. PesepBHasg  komms — apxuBa

obnomnena. IlpencraBineH  oT4eT 1O

YKa3aHHbIM BUIaM JOKYMCHTOB B

yKa3aHHOH opme.

JleMOHCTpallmOHHBIN
9K3aMEH.

DKCIEepPTHBIE
HAOJIFOICHYS B
nporecce
BBIMIOJTHEHUS
MPAKTHICCKUX U
1abopaTOpHBIX padoT.

uHpOpMaLIUH.
OK 01. BriOupaths | - 00OCHOBAaHHOCTH TOCTAHOBKU II€JH, | JleMOHCTpaIlMOHHBIN
CIocoOBI pelIeHus 3a7ad | BEIOOpa W NPUMEHEHHS METOJOB W | dK3aMeH.
npoQecCHOHAIbHON Croco00B perieHusT MPO(hecCHOHATBHBIX 5
KCIICPTHBI
JESTSIIbHOCTH 3ajad; PTHBIC
Ha0JII0/IeHUs B
MPUMEHUTEIHHO K | - aJeKkBaTHas OIEHKa M CaMOOILIEHKa

Pa3JINYHbIM KOHTCKCTAM.

3¢ (HEKTUBHOCTH U KAayecTBa BBINOJHEHUS
npodeccnoHaNbHBIX 3a7a4

OK 02. Hcnooms3oBarh

COBPEMEHHBIE  Cpe/ICTBa
IOWCKa,  aHalu3a |
UHTEpIpeTanun
uHpopManuy, u
UH(pOPMAaLIMOHHbIE
TEXHOJIOTUH JUTSt
BBITTOJTHEHHSI 3ama4q
npodeCCHOHATBEHON
NeSITETTHHOCTH.

- HCIIOJIb30BaHUE PA3JIMYHBIX HNCTOYHUKOB,

pecypchl,
WnTepuer-pecypcesl,

BKJTIOYast 3JIEKTPOHHBIE
MeAnapecypesl,
MEPUOANYECKNE H3JaHU 10 CHEHATbHOCTH

JJIs pCIICHUS HpO(bCCCI/IOHaJ'IBHLIX 3aJa4

OK 03. IlmanupoBate u
peain30BbIBaTh

- JIEMOHCTpalusi OTBETCTBEHHOCTH 3a
MIPUHSATHIE PEIIECHUS

nporuecce
BBITTOJTHEHUS
MPAKTUYECKHUX H
71a00paTOPHBIX
pabor.

DKCrnepTHOe
Ha0II0IcHUE, TIPU
BBITIOJTHEHUH paboT
1o y4yeOHOU U
MIPOU3BOJICTBEHHON
MIpaKTUKaM

8 JIndaHOCTHBIE PE3YIbTATBL 06yqa}01111/1xc5{ YUYUTBIBAKOTCA B XOA€ OLCHKU PE3YyJIbTAaTOB OCBOCHUSL

HpO(i)eCCI/IOHaJ'H)HOFO MoAyJida



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

COOCTBEHHOE
npohecCuoHaTBHOE u
JUYHOCTHOE  pa3BUTHE,
IPEINPUHIMATEIBCKYIO
JESITeITHHOCTD B
npodeCcCuOHATBLHON
chepe,
3HaHUS O (HPUHAHCOBOU

HCII0Jb30BaTh

rPpaMOTHOCTH B
Pa3IMYHBIX  YKU3HEHHBIX

CUTyalluiaX.

- 00OCHOBAaHHOCTb CaMOaHAJIM3a U

KOpPEKLHs COOCTBEHHOM

paboTHI;

pe3yJIbTaToOB

OK 04. DddexruBHO
B3aMMOJCHCTBOBATh u
paboTaTh B KOJIJICKTUBE H
KOMaHJIe.

- B3aMMO/ICHCTBOBAThH C 0OYUYAIOIIMMUCH,
MperoJaBaTeNIIMA U MacTepaMu B XOJIC
00y4eHHSI, C PyKOBOJIUTEISIMU YICOHOH U
MIPOU3BOJICTBEHHOM ITPAKTHK;

- 000CHOBaHHOCTH aHAJIN3a PabOTHI
YJICHOB KOMaH IbI (ITOTYMHEHHBIX )

OK 05.
YCTHYI0O M IIMCBMEHHYIO
KOMMYHUKAIUIO

OcyiecTBisTh

Ha
TOCYJapCTBEHHOM  SI3BIKE
Poccuiickoit @enepaunu ¢
y4eToM  OCOOEHHOCTEH
COLIMAIBHOTO u
KYJIbTYPHOTO KOHTEKCTA.

- JleMoHCTpHUpOBaTh TPAMOTHOCTh YCTHOU U
MUCbMEHHOH peuH, - ICHOCTh
(hopMyJTUPOBaHUS M U3JIOKEHUS MBICIICH

OK 06.
IPaXXJAaHCKO-
NaTPUOTHYECKYIO

IIposBisaTh

MO3UIIHIO,
JI€EMOHCTPUPOBATh
OCO3HAHHOE TIOBEJICHUE

Ha OCHOBE
TpaI[I/IIII/IOHHI)IX
00111eUeI0BEYECKUX

LIEHHOCTEH, B TOM 4YHCIIE
C Y4€TOM rapMOHH3ALUU
MEXHALMOHAIBHBIX U
MEXPEJINTUO3HBIX
OTHOILICEHWH, NPUMEHSATH
CTaHJAPTHI

- COOMI0/IEHUE HOPM TTOBEACHHUSI BO BpEMsI
y4eOHBIX 3aHATHI U TPOXOKICHHUS
yueOHOW U IPOU3BOACTBEHHOH MPAKTUK,




AHTUKOPPYILILOHHOTO

MOBEICHUS
OK 07. CopgeiictBoBath | - 3(eKTUBHOE BBINOJIHEHUE TIpaBmi Th
COXPaHEHHIO BO BpeMsl YU€OHBIX 3aHSATUH, IPU

OKpY Karomieu cpelbl, | MPOXOKIACHUU YIeOHOH U
pecypcocOepeReHuIo, MIPOU3BOJICTBEHHOH MPAKTHK;

OPUMEHATh 3HaHUS 00 | - IEMOHCTpAIHsI 3HAHUH U UCTIOIb30BaHUE
U3MEHCHHUU KJIMMarTa, | pecypcocOeperaromnx TeXHOJIOTH B

OPUHLIMIIBL  OEPexITUBOrO
IIPOU3BO/JICTBA,

3¢ (HeKTHBHO JECTBOBATH
B YpE3BBIYANHBIX
CUTYaLUAX

npodeccnoHalbHOM 1eATeNbHOCTH

OK 08. Hcmomns3oBarhb

cpeactBa  (pusnueckon
KYJBTYPbI ISt
COXpaHCHHS u

YKpPCIUICHUA 340pPOBbIA B
mpouecce

npodecCHOHAILHON
JeSITeTbHOCTH "
NOJIePIKaHUS
HEO0OXOUMOr0  ypOBHS
buznueckoit
HOJrOTOBJIEHHOCTH

- 3¢(eKTUBHOCTH HCIIOJIB30BATh CPEICTB
(bU3NYIECKOi KyIbTYpHI Ul COXpaHEHHS U
YKPEIUIEHUS 3/I0POBbsI IPU BBIITOJIHEHUHT
npodeccnoHanbHOM e TENbHOCTH.

OK 09. Tloms3oBaTbes

npodeccuoHanbHOM
TOKYMCHTAITUCH Ha
roCyIapCTBEHHOM u

MHOCTPAaHHOM A3bIKax

- 3(hpeKTUBHOCTH UCTIONB30BAHUS B
npodeccnoHaNbHO 1eATEeNbHOCTH
HEOOXOIUMON TEXHUUECKOU
JIOKYMEHTallMH, B TOM YHCIIE HA
AHTIINHCKOM SI3BIKE.
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