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1. OBIIASI XAPAKTEPUCTHUKA ITIPOTPAMMBI YUEBHOM U CIHUILIAHBI
«OI1.14 O®UCHBIE CUCTEMBI U 3JIEKTPOHHBIN TOKYMEHTOOBOPOT)»

1.1. O0JacTh IpUMEHeHHus1 POrpPaMMbl.

Pabouass mporpamma ydyeOHOM JUCLUIUIMHBI SIBISETCA YacThblO IMPOrpaMMbl MOJATOTOBKU
crenuanucToB cpeaHero 3peHa B coorBeTcTBUM ¢ DPI'OC no cnenumansHoctn CITIO 09.02.05
«[Ipuxknagnas uHpopmaTuka (IO OTPACASAM)», YTBEP)KICHHOTO MPUKA30M MHUHHUCTEPCTBA
obpasoBanus u Hayku Poccuiickoii @enepanuu ot «13» aBrycra 2014 roma Ne 1001.

1.2. MecTro Yy4eOHOH UCHUIVIMHBI B CTPYKTYpe OCHOBHOI mnpodeccnoHAJIbHOM
o0pa3oBaTe/IbHOI MPOrpaMMbl
B crpykType ocHOBHOI mpodeccrnoHabHON 00pa30BaTenbHONM MPOrpaMMbl yueOHAsl ITHUCIUTUTHHA
OIN.11 «ba3sl JaHHBIX U 3HAHUI BXOIUT B 00MIENTPO(ECCHOHAIBHBIN ITUKIL.

1.3. Heap 1 3a1a4u AUCHHUILIMHBI — TPeOOBaHUS K pe3yJIbTaTaM OCBOCHHUS TUCHHUIINHBI:

1.3.1. TexHMK-TPOrPaAMMMCT A0JIKEH 00/121aTh O0IMMHU KOMIIETeHIUSIMH,
BKJIIOYAIOIIMMH B ce0s1 CIOCOOHOCTL:

OK 1. ITornmaTh CyIIHOCTh U COIMAIBHYIO 3HAYMMOCTh CBOCH Oyaymiei mpodeccum,
IIPOSIBJIATH K HEW yCTOWYMBBINA UHTEPEC.

OK 2. Oprann3oBsiBaTh COOCTBEHHYIO JI€SITEIILHOCTh, BEHIOMPATH TUIIOBBIE METOJIBI M CTIOCOOBI
BBITIOJTHEHUSI PO ECCHOHANBHBIX 3a/1a4, OIICHUBATh UX YPPEKTUBHOCTHh U KAUYECTBO.

OK 3. IlpyHuMath pelieHust B CTAaHAAPTHBIX U HECTAaHAAPTHBIX CUTYAIUAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiSTh MOUCK M UCTIOIB30BaHNE MHGOPMAITIH, HEOOXOIUMOM IS
3¢ (HEeKTUBHOTO BHITIOTHEHHS MPOPECCHOHATBHBIX 3a/1a4, MPOPECCHOHATBHOTO U TUYHOCTHOTO
pa3BUTHSL.

OK 5. Ucnonb3oBath HHGOOPMALIMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH B
MpoeCCUOHAIBHON JEATEIHLHOCTH.

OK 6. PaGoTtath B KO/IeKTHBE U KOMaH€e, 3((HEKTUBHO O0IIATHCA C KOJJIETaMH,
PYKOBOJCTBOM, MMOTPEOUTEIISIMH.

OK 7. bpatp Ha ce0s1 OTBETCTBEHHOCTb 32 pa0bOTy YICHOB KOMaH/bI (MOAYNHEHHBIX ),
pe3yabTaT BHIMIOJHEHUS 3aJaHUH.

OK 8. CamocTOSITENsHO ONPEENSITh 3314l MPOPECCHOHATBHOTO U TIMYHOCTHOTO Pa3BUTHUSA,
3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHHUPOBATH IMOBHIIICHNE KBATU(UKAIIHH.

OK 9. OpueHTHpOBATHCS B YCIOBUSIX YaCTOM CMEHBI TEXHOJOTUH B PO eCCHOHATBLHON
NEeSATETLHOCTH.

1.3.2. TexHMK-IPOrPpaAMMMCT A0JIKEH 00/1a1aTh NPO¢eCcCHOHAIbHBIMU KOMIIETCHIUAMM,

COOTBETCTBYIOIIMMH BHAaM JIeSITeJIbHOCTH:

5.2.1. O6paboTka oTpacieBoil ”HPOpPMaIUH.

I1K 1.1. ObpabatbiBaTh cTaTUUYECKUN HHPOPMALIMOHHBIA KOHTEHT.

1K 1.2. O6pabatsiBaTh IMHAMHYECKU HH()OPMAIIMOHHBIN KOHTEHT.

1K 1.3. OcyuiecTBasTh MOATOTOBKY 000pYIOBaHUS K paboTe.

[1K 1.4. HactpauBaTh 1 paboTaTh C OTPACICBBIM 000PYI0BaHHEM 00pabOTKH
MH(POPMALIMOHHOTO KOHTEHTA.

1K 1.5. KorTpoaupoBarb paboTy KOMIBIOTEPHBIX, TEpUPEPUHHBIX YCTPOUCTB
TEJIEKOMMYHUKAIIUOHHBIX CUCTEM, O0ECIIeYMBATh UX MPABUIbHYIO 3KCILTyaTalHIo.



B pesynbrare ocBoeHuUs1 y4eOHOW AUCIUTUIMHBI 00YYarOIUIACS TOHKEH YMeTh:

0(pOpMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMATUBHOW 0a30i, B T.4. UCTIONb3YS

UH(POPMALMOHHbIE TEXHOJIOTHH;

OCYUIECTBIISATh aBTOMATHU3ALIMIO 00pabOTKH TOKYMEHTOB;

YHU(DULIIPOBATh CUCTEMBI JOKYMEHTALINY;

OCYUIECTBIISATh XPAHEHUE U MTOUCK JTOKYMEHTOB;

HCIIOJIb30BaTh TEIEKOMMYHHUKATUBHBIE TEXHOJIOIMH B AIEKTPOHHOM JJOKYMEHTOOOO0pOTE.

B pesynbpraTe ocBoeHHS yueOHOM MUCIUILTAHBI O0YYArOIIUIICS JOMKEH 3HAThD:

IMOHATHEC, UCJIN, 3a1a4Y1 TPUHIHNIIBI JCJIOIIPOU3BOACTBA,

OCHOBHBIE TOHSTHS JOKYMEHTAIIHOHHOTO 00CSCIICYCHHUS YTIPABIICHIS,

CUCTCMbI IOKYMCHTAIITUOHHOT' O OGGCHG‘-IGHI/ISI YHOpaBJICHUA,

KJ'IaCCI/Iq)I/IKaIII/IIO AOKYMCHTOB 1 UX BUIDBI;

TpeOOBaHUS K COCTaBJICHUIO U 0OPMIICHHUIO TOKYMEHTOB;

OpraHu3aIvio JOKYMEHTOOOOpOTa: mpueM, 00paboTka, perucTpaiusi, KOHTPOJIb, XpaHEHUE

JIOKYMEHTOB, HOMEHKJIATypy A€l

B PE3yJIbTaTC OCBOCHUA TUCHUIIIIMHBI O6yLIaIOH_II/II\/’ICH JOJIDKCH HMEThb l'lpaKTI/I‘leCKﬂﬁ OIIBIT:

B 007acTh JOKYMEHTAIMOHHOTO OOecmedeHus] YIpaBlIeHHS Uit  (OPMHPOBAHUS

MPAKTUYCCKUX HABBIKOB I10 TOATOTOBKC U O(i)OpMJ'IeHI/II-O YHOPaBJICHUYCCKHUX JOKYMCHTOB U pa60Te
C HUMH.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOI TMCHUILIHHBI U BUbI Y4eOHOH padoThl

Buj yue6Hoii padoThl Oo0bem
4acoB
MaxkcumajibHas yyeOHast Harpy3ka (Bcero) 188
Oobs13aTesIbHAsE ayAUTOPHAs yueOHasi HATPY3Ka (Bcero) 120
B TOM YHCIIE:
MPaKTUYECKHUE 3aHATH 100
TeopeTuiecKkoe o0ydeHne 20
CamocTosiTesqibHasi padoTa o0y4aromerocs (Bcero) 68
Kypcosast pabora

HpOMe)KyTO‘IHaﬂ aTTecralnus B (bopMe IK3aMCHa 2




2.2. TemaTnueckuii Ijiad u coaep:xanue yueOHoi nucunmiuabl «OIl.14 O@UCHBIE CUCTEMbBI U SJIEKTPOHHBIN JOKYMEHTOOBOPOT»

Koabl koMneTeHIUi,
HaumenoBanme Conep:kanue y4e0HOro MaTepuasia, JadopaTopHblie U MPaAKTUYeCKUe padoThl, O0bem dopmupoBanmnio
pa3aesioB U TeM caMoCTosiTeIbHAsA padoTa 00y4yaIuXxcs, KypcoBasi pador (IIpoeKT) 4acoB KOTOPBIX CIIOCOOCTBYET
3JIeMeHT MPOrpaMMbl

Pa3nes 1. JloKkyMeHTHPOBaHHE YIIPABJIECHYECKOM I1eSITeJIbHOCTH

Conep:kaHue y4e0HOro MaTepuaJia 4
BBenenue B oQucHBbIe CHCTEeMbI H JJEKTPOHHBIH J0KyMeHTOOoOOpoT. llenwu,
3ala4d ¥ NPHUHIMUIBL JEJIONPOU3BOACTBA. VcTOpHs Ienonpou3BOACTBA KaK HAyKU.
Beenenne [Tpenmer u 3amaun Kypca. Kpatkuii 0630p nuTepaTypbl 1 HCTOYHUKOB MO JaHHOMY
1 | xypcy. PekomeHmaum no opraHu3aiiy CaMOCTOSTSIIEHON M BHEAY TUTOPHOU PaOOTHI 2
ctyneHToB. lloHsATHE O KOppEeCHOHAEHUMU U JeIonpou3BojacTBe. Jlormueckas
CTPYKTypa IHCLMIUIMHBI, €€ MECTO B CHUCTEME MOJArOTOBKM CIELHAIINCTA,
MEXKIIPEAMETHBIE CBSI3U.

OK1-0K9
IIK 1.1. -TIK 1.2.

Copepxanue y4eOHOro MaTepuaJia

OcHOBHBIE OHATHA JOKYMEHTALMOHHOTO 00ecre4YeHNsl YpaBJIeHus .
lNocynapcTBeHHast cucteMa JOKyMEHTAIMOHHOTO 00eCTIeYeHUs yIPaBICHUS
(I'CAOY) — cBox nmpaBuJl, yCTaHABIMBAIOIIUX €AUHBIE TPEOOBAHUS K
JOKYMEHTUPOBAHHUIO YIIPABIEHYECKON JAESITEIbHOCTH U OpraHU3allK paboThl € OK1-0K9
JOKYMEHTaMH Ha NPEANPUITHIX pa3IMyHbIX OPraHU3alMOHHO — IPaBOBbIX (HOpM. K 1.1. -IIK 1.2.
Tema 1.1.0cHOBHBIE CocraB ympaBiIeHYECKUX TOKYMEHTOB. [IoHsITHE CHCTEMBI JOKYMEHTAIIHH.
MOHATHSA @DyHKIMOHAIBHBIE U OTPACIEBBIE CUCTEMbI IOKYMEHTAUU. Y HUGUKALMS U
AOKYMEHTAIlHOHHOT CTaHJIapTHU3aLMsl YIIPaBICHYECKUX JOKYMEHTOB.

0 odecrnevyeHust IIpakTnyeckne 3aHATHSA 2
yIpasBJieHHS 0 1 Pabota ¢ HopmaTuBHO nipaBoBbIME akTamu (HITA) mo mokyMmeHTanmoHHOMY OK1-0K9
cTaHaaprax obecnieuenuto ynpasiuenus (J10Y) MK 1.1. -TIK 1.2.
CamocTtosiTesibHAsA padoTa 00y4AOIINXCS

- BBIIIOJIHEHUE JIOMAIIIHUX 33JaHU 1o pa3feny 1;

- Ipe3eHTALNH, JOKIa 6], pedepaTsl Ha IPUMEpHBbIE TeMBbL: «/cTopuueckue 3Tamnbl

OK1-0K9
Jenmonpoun3BoacTBa B Poccumy, «/lemonpon3BoacTBO: BUE€pa U CETOIHSD, 10 K 1.1. -TIK 1.2
«O61mepoccuiickue kinaccupukatops: OKIIO, OKVY [, OT'PHy, o o
- mpocMmoTp uHpopmanmu B CMU, MHTEpHET, HAYYHO-TIOMYJISIPHBIX CTAThAX
Pa3nes 2. CucreMa opraHu3anMOHHO-PACIOPSIAUTEIbHON JOKYMEHTALMHT
Tema 2.1. Copaepxanue y4eOHOro MaTepuaJia 8
TpebGoBanus k TpeGoBanus K coCcTaB/IeHHIO U 0OPMIIEHHIO JOKYMeHTOB. OdopmiieHne OK1-0K9

3 . .
COCTABJICHUIO U JIOKYMEHTAllMU B COOTBETCTBHM C HOPMAaTUBHOM 0a30l, B TOM UHCJIE C I[NK 1.1. -TIK 1.2.




oopMIICHHIO UCITOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHH. OCHOBHBIE IIpaBUIa 0(POPMIICHHIO
AOKYMEHTOB cootBercTBUH ¢ ['OCT. ®opmynsip u O1aHk qokymeHTa. TpeboBaHus K 0pOPMIICHHIO
TEKCTa.
OCHOBHBIE PEKBH3UTHI IOKYMEHTA, UX KJIaccu(ukaius, npasuia ohopMICHUS B
JIOKYMEHTALIMHU: COCTaB, O0JIACTH €€ IPUMEHEHUSI.
Conep:kanue y4e0HOro MaTepuaa
Tema 2.2. Opranmszanuonnasi jaokymentamusi. YCOPJI — yHudunupoBanHas cucrema
OpranuzanvoHHast OpPTraHU3aIMOHHO — PACHOPSIUTENFHON TOKYMEHTALMU: Ha3HadeHue, HopMyIsipbl — OK 1 — OK 9
AOKYMEHTaIus 4 | obpasipl. [Iporenypa cocraBieHus U 0pOpMIICHUS OPTaHU3AIMOHHBIX JTOKYMEHTOB. 2 MK 1.1 -1K 1.2
AOKYMEHTAlUH OOnacTb  NpUMEHEHHS  OpPraHU3AIMOHHBIX  JOKYMEHTOB.  Vcmonb3oBaHue o o
YHUDUIIMPOBAHHBIX (hopM.
Tema 2.3. Coaep:xxaHue y4eOHOro MaTepuaJia
PacnopsinutenbHas PacnopsigutenbHasi  JOKyMeHTauusi. PacropsautenbHble  JOKYMEHTBI, UX
AOKYMEHTalUsA 5 | HasHadeHue, dopmynsipel — obpasnpsl. Ilpomenypa cocrtaBieHuss U o(opMIICHHUS ) OK1-0K9
pacnopsauTenbHbIX JAOKyMEHTOB. (OO0nacTb NPUMEHEHHs PaCHOPSAUTENBHBIX IIK 1.1. -IIK 1.2.
JTOKyMeHTOB. Vcnosp30BaHne YHUGDHUIIMPOBAHHBIX (POPM.
Coaep:xaHue y4eOHOr0 MaTepuaJia
Tema 2.4. NudpopManuoHHO-CTIPABOYHANA JOKYMeHTanusA. HpopMaMOHHO-CIIPaBOYHbIE
HNudopmanuonno- JOKYMEHTBbI: MX Ha3HaueHue, GopMyssipel-oOpasubl. Ilpouenypa cocrtaBieHus u OK 1 — OK 9
CIpaBoOYHAsA 6 | opopmuenns HHGOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. OO1acTh NPUMEHEHUS 2 0K 1.1. -TIK 1.2
AOKyMeHTalust MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. lcrnonb3oBaHue yHUGHUIMPOBAHHBIX o o
dhopm.
IIpakTHYecKkue 3aHATHS 10
2 | [IpoextupoBanue u opopmiieHHe OIaHKOB OpraHU3alMH. 2
3 | OdopmieHne opraHu3allMOHHBIX JOKYMEHTOB. 2
4 | OdopmieHue pacmopsSaIUTEIbHBIX JOKYMEHTOB. 2 OK1-0K9
5 | Odopmiienre nHPOPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB. 2 MK 1.1. -1IK 1.2.2
Tema 2.5. 6 | Odopmiienue nakera JOKYMEHTOB IO JIUYHOMY COCTaBY. 2
JokymeHTanus no
JIYHOMY COCTABY CamocTrosiTesibHas padoTa 00y4alOIUXCs
- BBIIIOJIHEHUE JIOMAIIHUX 33JaHUN 1O pa3aeny 2;
- IOJITOTOBKA U cOOp AOKYMEHTAIMH I IPAaKTUYECKUX padoT;
- IIOUCK U MPOCMOTP JOKYMEHTOB B KOMIIBIOTEPHBIX CIIPABOYHO-IIPABOBBIX CUCTEMAX; 10 OK1-0K9
- Ipe3eHTAINH, TOKJIa bl U pedepaThl HA MPUMEPHBIC TEMBI: IK 1.1. -IIK 1.2.

«OcHOBHBIE TPeOOBAaHUS K COCTABICHHUIO U OPOPMIICHHUIO JOKYMEHTaY, « ITUYECKHE
HOPMBI NIPU COCTaBJICHUH TEKCTa AesI0Boro nucbMay, «IIpobiema onpenenenusi GopMsl




BEKJIMBOCTN», «Bu3uTKa»
- mpocMmoTp uHpopmanuu B CMU, MHTEpHET, HAYYHO-TIOMYJIAPHBIX CTAThAX

Pasnea 3. loroBopHO

— IpaBoBasi JOKYMCHTAIIUsA

Conep:kanue y4eOHOIro MaTepuasia 2
JlorOoBOpHO-NIPaBOBasi JOKYMEHTAIUsI: JOKYMEHThI 110 CHA0KeHUI0 U cOBITY.
[TonsaTue noroBopa (KOHTpakKTa), cornamenus. Tunosas GopMa KOHTPAKTA.
OcHoBHBbIE pa3/iebl KOHTPAKTA.
JIoroBop 0 NOJHOW MHAMBUAYAIBHON MaTepUalbHON OTBETCTBEHHOCTH. ConepxkaHue
U CTPYKTYypa JIOTOBOpa KyIUTH — IpoAaku ToBapoB. [Ipumepras ¢popma moroBopa OK 1 — OK 9
7 | mocraski. y 2 MK 1.1. -TIK 1.2.1
[IpoToxosibl pa3HOTIaCHil K I0rOBOpaM MOCTABKHU.
Kommepueckue akTbl. biianku komMmepueckux aktoB. OpopmileHHe aKTOB IPHUEMKH
MPOAYKIUH (TOBAPOB) IO KOJMYECTBY U KadecTBY. OQopmIIeHHE aKTOB MO0 OKa3aHUIO
BO3ME3IHBIX ycayr. OOpa3ibl akToB. JIOBEpEHHOCTH: pa3oBble, ClIEIHATIbHbIE,
reHepasibHbie. OOpa3Ibl TOBEPEHHOCTEH.
IIpakTH4eckue 3aHATHSA 4
Tema 3.1. Odopmienre T0KyMeHTa «J{0roBop KyIUTH-TIPOIAKI»;
JIOKYMEHTBI 1O 7 2 OK 1- 0K 9
CHAGKEHUIO U IK 1.1. -TIK 1.2.
cBBITY 8 | OdopmieHne NpoTOKoJIa, aKTOB, CIIPABOK, 3aITMCOK 2
CamocTrosiTesibHas padoTa 00y4alOIIUXCH
1. Co3nanue npe3eHTanuy mo J0oi Teme
2. Coobmienue o reme ['epboBbie OJ1aHKK
3. U3yuenune MaTepuana yueOHUKA, MMCbMEHHbIE OTBETHI HA BOIIPOCHI IO TEME
CnpaBouHO-HH(POPMAIMOHHBIE JOKYMEHTHD» JI.A. PyMbiauHa «/loKyMeHTalImoOHHOE
obecnieuenue ynpasneHus» ctpl01-102 Bompocsr 1-11 10
4. OdopMuUTh JOKYMEHTHI Tee(hOHOIpaMMy, CIIUCOK, IEPEUYEHb, 3asBKY, 3aBKY
5. OdopmMuTh TPyA0BOI OTOBOP
N3ydyenne wMarepuana ydeOHMKA, IUCbMEHHBIE OTBETHl Ha BONPOCHI IO TEMeE
Opranuzannonseie 10KyMeHTHl. JILA. PymbiHuHa «/lokyMeHTanmonHoe oOecredeHne
yrpasyeHus» ctp. 90 Bonpocsr 1-6, 11-15
Koncnekr: EnnncTBO M3MepeHuit 1 equHoo0pasue cpeacTB uaMepeHuidt. OOBbEeKThI, BUIBI U 4
METObl U3MEPEHUH.
Tema 3.2. Conep:kanue y4e0HOIro MaTepuasa 2
duHaHcoBasi JOKyMeHTauusi. Ponb OyxranTepuu B pelIeHHMH (UHAHCOBBIX
Punancosast 8 | crparermueckux 3amau npeanpusaTs (Gupmsl). OOIIas XapaKTEPUCTHKA JOKYMEHTOB 2 OK1-0K9
AOKYMEHTAIUs ) IIK 1.1. -IIK 1.2.

110 (I)I/IHaHCOBO-paCLICTHBIM Oncpanusim. KJ'IaCCI/I(bI/IKaLII/IH YUCTHBIX JTOKYMCHTOB.




OcHoBHbIE BUBI JOKYMEHTOB 10 (PMHAHCOBO-PACUYETHBIM Olepanusm. [leHeKHbIH
YeK, pacUeTHBIN uek, YekoBble KHMKKU. CueT-pakTypa. AKT peBusuu. [lnarexHoe
nopydenue. JIneBoii cuer.

IIpakTnyeckue 3aHATHS

9 | Odopmiienue u 3anoaHeHne yHuGUIMpoBaHHOU (popmbl «IlnarexHoe mopydeHue»;

10 | Odopmienue u 3anoaHeHne YHUPUIMPOBAHHOH (HopMBbl «CUeT - hakTypbD»

OK1-0K9
IIK 1.1. -IIK 1.2.

CamocTosiTe/ibHasi padoTa 00y4aouuxcst

- BBITNIOJIHEHUE JOMAIIHUX 3aJlaHuil 10 paszaeny 3;

- IOJITOTOBKA U cOOp AOKYMEHTAIMH 11 IPAaKTUYECKUX padoT;

- IIOUCK U POCMOTP JOKYMEHTOB B KOMITBIOTEPHBIX CIIPABOYHO-IIPABOBBIX CUCTEMAX;

- IPEe3eHTaINH, JOKIa/bl U pedepaThl Ha IPUMEPHbIE TEMBI:

«IIpodeccust Oyxranrepy», «JloBepenHocTn», «OOs3aTenscTBa Kaccupay, «Jlorosop
OBITOBOTO 3aKa3a»

- npocMoTp uHpopmanuu B CMU, UHTEepHET, HayYHO-NOMYJIIPHBIX CTAThAX

Paznea 4. OducHele ¢

HCTEMBbI

Tema 4.1
CoBpeMeHHbIE
TeXHUYecKHne
cpeacrsa opucHoi
AeATeJIbHOCTH

Coaep:xaHue y4eOHOr0 MaTepuaJia

9 | CoBpeMeHHbIE TEeXHHYECKHE CPeACTBA O(PHUCHOW AesATeJbHOCTH. TexHUYECKHe
CpeACTBa, WCIOJB3yeMble NpPU CO3JAaHUU M 00paboTKe MOoKyMeHTOB. Kputepuu
BeIOOpa oducHOW TexHukH IIpaBuia Oe3zomacHO pabOTBI C TEXHHUYECKUMU
CpEICTBaMHU.

ABTOMaTH3UPOBAHHBIE CUCTEMBI J1E€J0MPOU3BOACTBA. OO30p COBpEMEHHBIX CPEICTB
OPITEeXHUKU i Tepeaadyd M mepepaboTku uHpopmaruu. [IpaBuna u mopsaok
THPAXKUPOBAHUS JOKYMEHTOB.

OK1-0K9
IIK 1.1. -IIK 1.2.

IIpakTnyeckue 3aHATHS

11 | [ToaroToBKa JOKYMEHTOB C TIOMOIIBI0 O(UCHON TEXHHUKH.

OK1-0K9
MK 1.1. -TIK 1.2.

CamocTosiTe/ibHasi padoTa 00y4aouuxcst

Coobuienne CpencTBa BHYTpH- U BHE O(PHCHOM TPaHCHOPTUPOBKU JOKYMEHTOB

Tema 4.2
IMpuxkiaaguvie
NPOrpamMmBsl,
HCIOJb3YIOLIHeCs
JJI padoThI ¢
UHG(pOpMALHOHHBIM

Copnepkanue yueOHOro MaTepuaa

IIpakTHYecKHe 3aHATHSA

12 | 3nakomcTBO U paboTa ¢ mporpammamu «Koncynsrant +» u «I"apant». [lonck
MH(POPMALIMU 110 33JaHHOMY 3aIpocy.

OK1-0OK9

13 | Opraau3anus MOJTHOTEKCTOBOTO Morcka. PaboTa co CIUCKOM M TEKCTOM HaWJACHHBIX
nokyMeHToB B CIIC «Kouncynprant [Lnrocy

K 1.1. -TIIK 1.2.
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H 0a3aMHu. 14 | [ToaroToBka TOKYMEHTOB JJIsl CJIJAYU B APXUB. OK1-0K9
IMpuxkaagnvie CamocTosiTesibHAsi padoTa 00y4ar0IuXxcst
NMporpamMmai, Coznanne npeszeHtaruu «lIpe3eHTamnus TypucTuaeckon GUupMbI»
HCIOJIb3YIOLIHECS
1Jis1 padoThI €O
3BYKOM.
IIpakTHYecKHe 3aHATHSA
Tema 4.3 15 | Coznanue u oTpaBKa COOOIICHUH 110 3JIEKTPOHHOM MOUTe. OK 1 — OK 9
Komnkrotepnbie 16 | Iouck nadopmanuu B UIHTEpHETE O TypUCTHUECKHX (prpMax ropoaa CuMdeponons K 1.1. -TIK 1.2.
ceTu. OCHOBHBIE u Kpriva
THHBIL yCTyT. CamocrosiTesibHas padoTa 00y4alOIIUXCH
Cosznanme caiita TYpUCTHUECKON (UPMBI, UCTIONIB3Ys porpaMmy «KoHCTpyKTOp calToB»
10 | TexHoIOTHS ¥ NPUHIMII OPTAaHU3ALMH 3JIEKTPOHHOI0 JOKYMEHT0000poTA.
Opranuzanus J0KyMEHT0000poTa: prueM, 00paboTka, perucTpanus, KOHTPOJIb, OK 1 — OK 9
XpaHeHue T0KyMEHTOB, HOMEHKIIaTypa aei. TpebGoBaHus K 3arojloBKaM Jell. K 1.1. -[IK 1.2.

Tema 4.4.
TexHoJIOrus 1
NPUHIUI
OpraHu3anuu
3JIEKTPOHHOI0
AOKYMEHT0000poTa

dopmuposanue nen. Cucremarusanus JOKyMEHTOB BHYTpH nena. OdopmiieHue aer.

TunoBble CPOKU XpaHEHHS TOKYMEHTOB.

IIpakTnyeckue 3aHATHS

17 | O6pa3sipl, 61anku, Gopmel 1okymeHTOB B MS-Word u MS-Excel «T4 yuetnas OK1-OKO9IIK 1.1.
KapTO4Ka HAy4YHO - MEJaroruueckoro padoTHUKA K 1.2.

18 | O630p OCHOBHBIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA. OK1-OKO9IIK 1.1.
MK 1.2.

19 | denosas cutyaruu "Opranu3zaius padboThl ¢ JOKyMEHTaMI» OK1-OKO9IIK 1.1.
MK 1.2.

20 | denosas cutyaruu "Opranuzaius paboTsl ¢ JOKYMEHTaMU OK1-OKO9IIK 1.1.
MK 1.2.

21 | O6pasupl, 6manku, Gopmsl fokymeHnToB B MS-Word u MS-Excel. «T2- JInunas OK1-OKO9IIK 1.1.
KapTO4Kay K 1.2.

22 | O6pasupl, 6manku, hopmel fokymeHnToB B MS-Word u MS-Excel. «T6 - [Tpukas o OK1-OKO9IIK 1.1.
MPEIOCTABICHUS] OTIYCKa» IIK 1.2.

23 | O6pasupl, 6manku, Gopmel qokymeHnToB B MS-Word u MS-Excel. «T1-IIpukas o OK1-OKO9IIK 1.1.
MpUEeMe) IIK 1.2.

24 | O6pasupl, 6manku, hopmsl fokymenToB B MS-Word u MS-Excel. «T 8 IIpuka3z 06 OK1-OKO9IIK 1.1.
YBOJIbHEHUW» IIK 1.2.

25 | O6pa3siel, 6ranku, Gopmel JokymMmeHTOB B MS-Word u MS-Excel. «CrpaBka o OK1-OKO9IIK I1.1.

CpeaHel 3aprare»

MK 1.2.
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26

O6pa3iel, 61anku, Gopmel fokymeHToB B MS-Word u MS-Excel. «T5- [Ipukas o
MIEPEeBOJIE HA IPYTYIO0 paboTy»

OK1-OKO9IIK 1.1.

K 1.2.

27

O6pa3iel, 61anku, Gopmel 1okymMmeHToB B MS-Word u MS-Excel. «3anonnenue
[JIATEKHOI'O IOPYUYEHHUS

OK1-OKO9IIK 1.1.

K 1.2.

28

O6pa3iel, 61anku, Gopmel TokymMmeHToB B MS-Word u MS-Excel. «Cmyxebnoe
MTUCHMOY

OK1-OKO9IIK 1.1.

K 1.2.

29

O6pa3supl, 01aHku, popmbl 1oKkyMeHTOB B MS-Word u MS-Excel. «Tenerpamma

OK1-OKO9IIK 1.1.

K 1.2.

30

O6pa3supl, O1aHku, popmbl 1oKkyMeHTOB B MS-Word nu MS-Excel. «HopmaTtusHo-
MeToandecKas 0a3za JOKyMEHTHPOBAHHS YIIPABICHYECKOHN e TEITbHOCTH. »

OK1-OKO9IIK 1.1.

K 1.2.

31 | O6pa3upl, 61anku, popmbl 1oKymMeHTOoB B MS-Word u MS-Excel. «CymurHocTs, OK1-OKO9IIK 1.1.
HATPaBJICHUS ¥ BUJIBI TOCYJAPCTBEHHOTO PETYINPOBAHUS JJOKYMEHTAITHOHHOTO MK 1.2.
obecreyeHns ypaBJIeHus.»

32 | O6pa3siel, 61anku, hopmel fokymeHToB B MS-Word u MS-Excel. «3akononarensHoe OK1-OKO9IIK 1.1.
peryJiupoBaHue JOKYMEHTAIIHOHHOTO 00eCTIeYeHNUs YIIPaBICHHSD) K 1.2.

33 | O6pa3iel, 61anku, Gopmel qokymeHTOB B MS-Word u MS-Excel. «<HopmatuBHbIE OK1-OKO9IIK 1.1.
MIPaBOBBIE aKTHI (peIepaTbHBIX OPTaHOB rOCYAaPCTBEHHON BIACTH, PETYIUPYIOIINE K 1.2.
JOKYMEHTALMOHHOE 00EeCIeYeHHE YITPABICHMSL.»

34 | O6pa3siel, 6manku, hopMbl 1oKyMeHTOB B MS-Word u MS-Excel. «Obmiee u OK1-OKO9IIK I1.1.
JIOKQJIbHOE HOPMATUBHO-METOIMYECKOE PETYIUPOBAHUE JOKYMEHTAIMOHHOTO IK 1.2.
o0ecreyeHns ypaBJIeHUs.»

35 O6pa3upl, Omanku, Gopmel gokymeHtToB B MS-Word u  MS-Excel. OK1-OKO9IIK I.1.
«KJTACCH(PHUKATOPHI TEXHUKO-IKOHOMHUYECKOW M COLMANBHOM MHPOPMALIUU U UX POJIb K 1.2.

B PErYJIMPOBAHUY TOKYMEHTAIIMOHHOTO 00€CIIEYEeHUs YIIPABICHHUS.
»

36 | O6pa3isl, 61ankH, popmbl fokyMeHTOB B MS-Word u MS-Excel. «Obmiee nonsrue OK1-OKO9IIK 1.1.
00 ympaBICHYECKOM JOKYMEHTE I1K 1.2.

37 | Obpa3upl, 61aHkH, popmbl 1oKymMeHToB B MS-Word u MS-Excel. «CBoiicTBa u OK1-OKO9IIK 1.1.
(GYHKINHU YIIPABICHUECKUX JOKYMEHTOY» K 1.2.

38 | O6pa3upl, 61anku, popmbl 1oKkymMeHTOB B MS-Word u MS-Excel. «Buabl OK1-OKO9IIK 1.1.
YIIPaBICHYECKUX JTOKYMEHTOBY K 1.2.

39 | O6pa3siel, 6manku, hopmbl 1oKkymMmeHTOoB B MS-Word u MS-Excel. « YaHupUKanus u OK1-OKO9IIK I1.1.
CTaHJIapTU3allKsl YIIPABICHYECKUX TOKYMEHTOBY IIK 1.2.

40 OO6pasupl, Onanku, Gopmbl gokymeHToB B MS-Word u  MS-Excel. OK1-OKO9IIK I1.1.

«Knaccudukaus ynpaBJieHU€CKIX JOKYMEHTOB.

»

IK 1.2.

12



41 | O6pa3upl, 61anku, popmel 1okyMeHTOB B MS-Word u MS-Excel. «Cuctemsr 2 OK1-OKO9IIK I.1.
YIPaBICHYECKON JOKYMEHTALMH.) K 1.2.
42 | O6pa3supbl, 6nanku, Gopmer tokymeHToB B MS-Word u MS-Excel. «YnpaBineHueckuit 2 OK1-OKO9IIK 1.1.
JOKYMEHT KaK CUCTEMa.)» K 1.2.
43 OG6pa3supl, 6ianku, Gopmel JokymeHTOB B MS-Word u MS-Excel. «MeTobt 2 OK1-OKO9IIK 1.1.
COBEpPILEHCTBOBAHMSI YIPABICHYECKUX TOKYMEHTOB. MK 1.2.
»
44 | O6pa3upl, 6manku, hopmel fokymeHToB B MS-Word u MS-Excel. «Coctas 2 OK1-OKO9IIK 1.1.
PEKBU3HUTOB YIIPABICHYECKUX TOKYMEHTOB.» K 1.2.
45 | O6pasupl, Onanku, ¢opmbl gokymeHToB B MS-Word m MS-Excel. «bnanku u 2 OK1-OKO9IIK 1.1.
(hopMyJISIpBI yIPaBIEHYECKUX TJOKYMEHTOB.» K 1.2.
46 OO6pa3upl, 0nanku, Gopmbl 1okyMeHTOB B MS-Word u MS-Excel. «®opwmsl 2 OK1-OKO9IIK 1.1.
OpraHu3ayy padoThl C YIIPaBIEHYECKUMHU TOKYMEHTaMH. MK 1.2.
»
47 | Obpasupl, 6manku, popmsl JokymeHTOB B MS-Word u MS-Excel. «IIpoTokom» 2 OK1-OKO9IIK I1.1.
IK 1.2.
48 | Obpa3sipl, 6manku, Gpopmel 1okyMmeHTOB B MS-Word u MS-Excel. «CBoaka» 2 OK1-OKO9IIK I1.1.
IK 1.2.
48 | Obpasupl, 6manku, Gopmel fokymMmeHTOB B MS-Word u MS-Excel. «3akntouenue 2 OK1-OKO9IIK I1.1.
IK 1.2.
50 | O6pa3siel, 6manku, hopMbl 1okymMmeHTOB B MS-Word u MS-Excel. «Kamoba» 2 OK1-OKO9IIK I1.1.
IK 1.2.
CamocrosiTesibHas padoTa 00y4alOIIUXCH
- BBITMOJIHEHUE TIOMAIIHUX 3a/laHui 1o paszzeny 4;
- IOMCK U TIPOCMOTP IOKYMEHTOB B KOMITBIOTEPHBIX CIIPABOYHO-TIPABOBBIX CUCTEMAX;
- IpEe3eHTAINH, JOKIa/Ibl U pedepaThl Ha IPUMEPHbIE TEMBI: 4
«CripaBoYHO-TIpaBOBBIE cUCTEMBI Poccumy», « @opMuUpOBaHUE U XpaHEHHUE JIEID», K APXHBY»
- mpocMmoTp uHpopmauuu B CMU, MHTEpHET, HAYYHO-TIOMYJISAPHBIX CTAThAX
Bcero: 188
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3. YCJOBMS PEAJIM3ALIMU YYEBHON JUCLHUIIIAHBI
«OI1.14 O®PUCHBIE CUCTEMBI M 3JJEKTPOHHBII JOKYMEHTOOBOPOT»

3.1. MaTrepuaJbHO-TEXHHYECKOe 00ecnedyeHne peain3alui NPOrpaMMbl
Peanuzanus yuyeOHOM QUCHMIUIMHBI TpeOyeT Haluuusg yuyeOHOro KaOHWHeTa NMporpaMMHpOBaHUs U 0a3
JTAHHBIX; Ta00PATOPUN UHCTPYMEHTAIBHBIX CPEJICTB Pa3pabOTKH.

O0opynoBanue yueOHOro kabnunera:
—  pabouee MECTO IpEenoaaBaTes;
—  TIOCaJ0YHbIE MeCTa 00yJaronIuXcs (M0 KOJTUYECTBY 00YUaIOIINXCS);

- y4eOHbIE HATJISAHbIC TOCOOUS (TaOIHUIIBI, TTAKATHI).

Y4eOHOo-MeTOoAUYECKHE CPEACTBA 00yYeHHsI:
—  TeMaTHYyeCKHe ManKu JUAAKTUYECKUX MaTepHajIoB;
—  KOMIUIEKT y4eOHO-MEeTOMUECKON JOKYMEHTAIIH;

—  KOMIUICKT Y4eOHUKOB (Y4EOHBIX TOCOOMIT) IO KOTUIECTBY 00yUaIOIUXCS.

TexHu4ecKkue cpeacTBA 00yUEHUSI:

— TEXHUYCCKUC CPCACTBA 06yquH51: KOMIIBIOTCP C JIMICH3UOHHBIM IIPOIrPpaMMHBIM OGGCHG‘ICHI/ICM,
MYJIBTUMEIUATIPOEKTOP.

— OOopynoBanue mnabopaTopud W paboOuMx MeCT JabopaTOpUM HMHCTPYMEHTAIBHBIX CPEACTB
pa3paboTKu: TEePCOHAIBHBIE KOMITBIOTEPHI (MOHUTOP, CHCTEMHBIM OJIOK, KJIaBUATypa, MBIIIb),
KOMIUTIEKT Yy4eOHO-METOJAMYECKON JTOKyMEHTAllud, NpOorpaMMHOe obOecnedeHre (000J0UKH
A3BIKOB ITPOrPAMMUPOBAHMS).

3.2. UupopmannonHoe odecredeHne 00y4eHusl.

Jns peanuzanmu mporpamMmbl OMOIMOTEUHBINH (OHJ 00pa30BaTENbHON OpraHU3alUN JIO0JKEH
MMETh MIeYaTHBIC W/HITU SJIEKTPOHHBIE 00pa30BaTeNbHbIe M HH()OPMAIIMOHHBIE PECYPCHI, PEKOMEH Ty eMBIX
U1l UCTIOJIb30BaHMs B 00pa30BaTeIbHOM IpOLecce

3.2.1. OcHOBHBIE€ HCTOYHUKH:

1. Tloxnukosa, H.M. IIpaktukym no npeamery "JlokyMeHTbI, KOPPECTIOHICHIIUS U
nenornpou3BoAcTBO": YuebHnoe nocodbue / H.M. [loxknukoBa. - M.: Academia, 2019. - 208 c.

2. Poroxwun, M. HacTonbHast KHUTa OTBETCTBEHHOTO 32 JeI0Npon3BoACTBO / M. Poroxus. - M.:
IIpocnekr, 2019. - 128 c.

3. TarapaukoB, M. Jlenonpou3BoIcTBO B MEIUIIMHCKUX opranu3anusx / M. Tarapuukos. - M.:
I'sotap-Menua, 2019. - 240 c.

4. bacakos, M.U. JlokyMeHTaIMOHHOE 0OecIieueHnEe yIpaBiIeHHs (JIeTOTPOU3BOJICTBO): yUeOHHUK /
M.N. bacakos. - Pu/Jl: ®ennkc, 2019. - 83 c.

5. Angaponosa, 1.FO. Kagposoe nemonpounsBoactso: Jlokymenranus: YueoHoe mocooue / 1.10.
Awnzpornosa. - M.: Academia, 2018. - 320 c.

6. beixoBa, T.A. [lenonpousBoacto: YueOuuk / T.A. beikosa, JI.B. Cankuna, JI.M. Bsosa. - M.:
Nndpa-M, 2018. - 83 c.

7. Kyrymesa, T.B. JlenonpousBoacTtso: yuedbnoe nmocodue / T.B. Kyrymesa. - Pu//l; ®ennkc, 2018. -
96 c.

8. Conory0, O.I1. [lenonpon3BoACTBO: COCTAaBIEHUE, pEAAKTUPOBAHUE U 00pabOTKa JOKYMEHTOB.
VYue6Hoe nocobue. / O.I1. Conory6. - M.: Omera-JI, 2017. - 64 c.
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9. Amnpapeea, B.W. JlemonpousBoacTro: opranu3anus u Benenue / B.M. Anapeesa. - M.: KnoPyc,
2016. - 234 c.

10. beikoBa, T.A. JIoOKyMEeHTAIMOHHOE 00ECTICUCHHE YITpaBIeHUS (JICTONPON3BOICTBO): YUueOHOe
nocobue / T.A. brikoBa, T.B. Ky3uenona, JI.B. Cankuna. - M.: Uadpa-M, 2016. - 180 c.

11. Ky3nenog, 1.H. [lenonpousBoacteo: YuebHo-crpaBounoe nmocodue / U.H. Ky3nernos. - M.:
HamkoB u K, 2016. - 520 ¢

12. ITanacenko, F0.A. Jlenonpon3BoICTBO: JOKyMEHTAIIMOHHOE 00ECIIEYCHHUE YIIpaBIeHUs: Y ueOHOe

nocobue / FO.A. [Nanacenko. - M.: Puop, 2016. - 32 c.

3.2.2./lon0JTHUTEIbHbIE HCTOYHUKM:

1. Tarapuukos, M. Jlenonpon3BoACTBO B MEAUIIMHCKUX opranu3anusx / M. TatapHukos. - M.:
I'sotap-Menua, 2019. - 240 c.

2. Abpamosa, H. FOpuanuaeckoe nemonponsBoacTBo: Y4yeOHoe nocobdue st 6akanapos / H.
Abpamosa. - M.: [Ipocnekr, 2019. - 224 c.

HNuTepHeT-pecypceb:
1. Jlmsa gyero Hy>kHa aBTOMAaTH3a1Ms AEIOMPOU3BOCTBRA. - Pexxum qoctymna:
http://www.mdi.ru/library/analit/avtom.html
2. DnexTpoHHbIH pecypc: O030p CHCTEM JIEKTPOHHOTO JOKYMEHTO000poTa. - PexxuMm nocryma:
http://www.ixbt.com/soft/sed.shtml
3. DIEKTPOHHBIN pecypc: DIECKTPOHHBIA JOKYyMEHTOO0OPOT - CUCTEMBI TOKYMEHTAIIMOHHOTO
obecnieueHus ynpasieHus. - Pexum noctyna: http://www.IT.ru/
4. DIIeKTPOHHBIN pecypc: ABTOMATH3HPOBAHHBIC CUCTEMBI YIIPABJICHHS MIPEATIPUATHEM. - Pekum
noctymna: http://www.cmdsoft.ru/
5. Dnexrponnsii pecypc: Obmee onucanue - 1C: JJokymeraToobopot 8 -1C: IIpeanpustue 8.-
Pexxum noctyma: http://v8.1 c.ru/doc8/
6. DnexTpoHHBIH pecypc: Obmiee onucanue - CucTema 3JIeKTPOHHOTO ToOKyMeHToobopoTta (CD/])
DIRECTUM - Pexxum goctymna: http://www.directum.ru/system
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4. KOHTPOJIb ! OIIEHKA PE3YJbLTATOB OCBOEHHS YYEFHON
JTACHUILIUHBI «OI1.14 O®PUCHBIE CUCTEMBI U JIEKTPOHHBIN

JOKYMEHTOOBOPOT»
PesynabTaThl 00y4yeHus1 Kpurepun onenkn ®opMBI M METOABI
OLICHKHU
Ilepeuens 3nanuil, «OTINYHO» - TEOPETHUECKOE COACpKAHUE Tprmepst hopm i

0C8aUBAEMBIX 8 PAMKAX
OUCUUNTUHDL:

- IOHATHA, OCIHN, 3a1a41 1N
MIPHUHIHUIIBI
ACJIONPONU3BOACTBA

- OCHOBHBIC ITOHATHA
AOKYMCHTAITUOHHOT'O
obecrnieueHust YHpaBJICHUA

- CUCTEMBI
AOKYMCHTAITUOHHOT'O
obecnieueHust YHpaBJICHUA

- KJ1accu(pUKanuio
TOKyMEHTOB

- TpeOOBaHMUS K COCTABICHHIO
1 0(hOPMIICHHUIO TOKYMEHTOB

- o0mue mpaBuia
OpraHu3aIuy paboThI C
IOKyMEHTaMU

- TpeOOBaHUs K TEKCTY
CITy>KeOHBIX JOKYMEHTOB

- CUCTEMY IOTOBOPHO-
IIPaBOBOM JTOKYMEHTALVH:
BUJIbI JOTOBOPOB, TUIIOBBIE

(bopmbI

- OpraHHU3aIuIo
JIOKyMEHTO000pOTa: TIPHEM
00paboTKy, pETUCTPAIIHIO,
KOHTPOJIb, XpAaHEHHUE U TIOMCK
JIOKYMEHTOB, HOMEHKJIATy Py
aen

- 0(OpMIISITH TOKyMEHTAIIHIO
B COOTBETCTBUU HOPMATHUBHOM
0a30ii, B TOM 4HCIIe C
HCTIOJIb30BaHUEM
MH(OPMALIMOHHBIX
TEXHOJIOTHI

- IPUHIATIB PAOOTHI OUCHON
OpPraHU3alMOHHON TEXHUKHU

Ilepeuenv ymenuti,
0C8aAUBAEMBIX 8 PAMKAX
OUCUUNTUHDL:

Kypca OCBOCHO MOJHOCTBIO, O€3 MpoOesoB,

YMEHUS c(hOopMHUpOBaHBI, BCE
NPEeIyCMOTPEHHBIE MPOrpaMMoi y4yeOHbIe
3aJJaHUs  BBINOJIHEHBI, KAauyecTBO  MX

BBITTIOJTHCHHA OICHCHO BBICOKO.

«XO0poIIo» - TEOPETHYECKOE COJICpKaHUE
Kypca OCBOCHO TOJIHOCTBIO, O€3 TIpo0eoB,
HEKOTOphle ~ yMeHHS  Cc(OpPMUPOBAHBI
HE/JIOCTaTOYHO, BCE TPEAYCMOTPEHHBIC
porpamMmMmoit y4ueOHbBIC 3aJIaHust
BBITIOJIHEHBI, HEKOTOpPbIC BUJABI 3aJaHUN
BBITOJIHEHBI C OIIHMOKAMHU.

«Y IOBJIETBOPUTEIIBHO» - TEOPETHYECKOE
coZlep’KaHHe Kypca OCBOSHO YaCTHYHO, HO
npoOensl  HE  HOCAT  CYIIECTBEHHOTO
Xapakrepa, HeoOX0AUMBbIE YMEHHUSI PaObOTHI
C OCBOCHHBIM MAaTepUaiOM B OCHOBHOM
chOpMHUPOBaHBI, OOJIBIINHCTBO
NpeyCMOTPEHHBIX POrpaMMOil 00ydeHus
y4eOHBIX 33/1aHHI BBIIIOJIHEHO, HEKOTOPHIC
U3 BBINOJHEHHBIX 3aJaHUN  conepiKar
OLIHOKH.

«HeynoBIeTBOPUTEIBHO» - TEOPETUIECKOE
comepkaHMe  Kypca  HE  OCBOCHO,
HE00XO/IMMBIE YMEHUSI HE C(OPMHUPOBAHBI,
BBINOJIHEHHBIE YUeOHBIC 3aJaHUs COACPIKAT
rpyObie OLIHOKH.

METOJ0B KOHTPOJIS 1
OLIEHKHU

*KomnbroTepHoe
TECTUPOBAaHUE Ha 3HAHHE
TCPMHHOJIOTUHA 110 TEMC

*TecTtupoBanue
*KonTponbHas pabota
*CamocrosTenbpHas paboTa
*3amuTa pedepara
*CemuHap

*3amnura KypcoBoi
paboThl (IpoeKTa)

*BEINIOJIHEHKE NTPOEKTa

*HaOmronenue 3a
BBITIOJITHCHHEM
MPAKTHYECKOTO 3aIaHusl.
(1eITeTbHOCTBIO
CTYyJICHTA)

*O1eHKa BHIIOJIHEHUI
MPaKTUYECKOTO
3ananus(paboThl)

e[ToaroroBka u
BI:ICTYHJICHI/IG C JOKJIaaoM,
COOOIIIEHHEM,
IIpEe3eHTalUueH

*PelieHre cuTyanmoHHOM
3a1a4un
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- ohopMIIATH TOKYMEHTAIIHIO
B COOTBETCTBUU c
HOPMAaTUBHON 0a30if, B TOM
quciIe C  HCIOJB30BAaHHEM
MH(POPMALIMOHHBIX
TEXHOJIOTUN

-HCIOJIb30BaTh
yHu(UIIIpOBaHHbIE  (OPMBI
JOKyMEHTOB

- COCTaBIATH U O(OPMIATH
JI0rOBOpa

- OCYHIECTBJIATH XpaHCHUEC H
TIOHUCK JOKYMCHTOB

-HCTIOTh30BATh
TEJIEKOMYHHUKATHBHBIC
TCXHOJIOTMHU B JJCKTPOHHOM
JIOKyMEHTO000pOTE
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