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COAEPKAHHE

OBIIAS XAPAKTEPHCTHKA PABOYEM ITPOTPAMMBI
VYUYEBHOH JHCHHITIVIMHEBI

CTPYKTYPA W COJAEPXKAHUE YYEBHOM
JUCHHUTTJIMHBI

YCJIOBUS PEAJIM3ALIMN YYEBHOU JUCIIATLIAHBI

KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOU JUCHUITJIMHBI



1. OBIIASA XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMOBI
YYEBHOU JUCHUTIINHBI
OI1.02 /lokyMeHTaAHOHHOE | upasoBoe obecneyenne ynpasaeHns

1.1. MecTo aucnuninnae! B CTPYKTYpe OCHOBHOIi 00pa3zoBaTebHoi NpoOrpaMmbi;

Vuebuas qucmnmmana «OI1.02 JlokymenTamuonsoe u PaBOBOE 00ECIEYCHHE YIIPABICHHS )
SIBISETCS 00513aTeNbHOM YacThio 06menpodeccnonatbioro wakia IO B cootBercTBUH ¢ PI'OC

CIIO no npodeccun 09.01.03 Oneparop HH(POPMAUMOHHBIX CHCTEM H PECYPCOB.
OcoGoe 3HaYeHHe MUCHMIIINHA HMEET IIpH $bopmuposannn 1 passutun OK 01, OK 02, OK 04,
OK05,IIK 1.1, TIK 1.2

1.2. lleas u muiannpyempie Pe3yJIBTATHI OCBOCHHS AHCIHILIHHBI:

B pamkxax mnporpammer yueGuoii

AUCIHMILIHHBL  00Y4alOIMMACA OCBAUBAIOTCS YMEHHUS

U 3HaHHA

Kona IIK, OK YMenus 3Hanun —‘
OK 01, - IIPUMEHSTE cpeacrea | - OCHOBHEIE MMOHATHSA
OK 02, HHQOPMAIHOHHEBIX TEXHOJNOTHH Iy AOKYMEHTAllHOHHOTO  ofecrevyenus
8§ gg PCILICHHS MPO(pECCHOHAIBHBIX 3a/1ay; YIIpaBIICHUS;
OK 09, - TPAMOTHO H3j1araTh CBOM MBICIH H | - HOMEHKJIaTypa HH(POPMALHOHHBIX
MK 1.1, oopmitaTe JIOKYMEHTEI 0 | HCTOYHHKOB, [PHMEHSIEMBIX B
K 1.2 NPO(YECCHOHANBHON  TemaThke Ha IPO(peCCHORANBbHON AesTENbHOCTH;

FOCYapCTBEHHOM SI3bIKE;

- CO31aBaTh JOKYMEHTHl Ha OCHOBE
1abJI0HOB;

-0GOpPMIISTE  MOKYMEHTALHIO B
COOTBETCTBHH C HOPMATUBHOMH
6azoi, Hcnose3ys HH(pOpMaHOHHBIE
TEXHOJIOTHH;

- B3aHMOJICHCTBOBATh ¢ KOJLIEraMH,
PYKOBOJCTBOM, KJIHEHTaMH B XOJ€
NpoQeCCHOHAIBHOMN eSTeTbHOCTH
~HCIIOTh30BAThH
TEJIEKOMMYHHKAIIHOHHBIE
TEXHOJOTHH B
JI0OKyMeHTooGopoTe,

3JICKTPOHHOM

- TOHATHS MyOJIMYHBIX M NPHBATHBIX
JIOKYMEHTOB:

- TpeGoBaHus K COCTaBIICHHIO M
O(OPMIICHHIO TOKYMEHTOB;

- OCHOBHBIC CTaHIapThl O(GOPMIICHHS
TCKCTOBBIX M TaOJIMYHBIX I0KYMEHTOB;
- OCHOBHBIC NpAaBU/IA M TPeOGOBAHUS K
CTPYKTYp€ JOKYMEHTOB;
-OpraHu3aluio  J0KyMeHT00GopoTa:
npuem, obpaboTky, perucrpanmio,
KOHTPOJIb, ~XpaHeHHE JOKYMEHTOB,
HOMEHKJIATYpY JEL.




2. CTPYKTYPA U COAEPKAHUE YYEBHON JUCIIUATLINHBI

2.1. O0bem yqeOHOil IHCHHIIHEDBI H BHAbI Y4e0HOi padoTsl

Buja yueonoii pa6orsi

O06nem B yacax

O6bem obpasoBaTeabnoii marpysku 48
Bceero yuebubix 3ansruii 36
TEOPETHYECKOE 00yYeHHe 20
nabopaTopHEeie paboTEI 16
B T.4. B (DOpMe NPaKTHYECKO MOArOTOBKH 16
Koncynpranus 6

Ilpomexyrounas atrecranns  Dx3amen
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3. YCJIOBUSI PEAJIM3ALIAN YYEBHOIN JUCHMILINHBI
3.1. Jns peanmsanun NpOrpaMmMel  y4eOHOH AHCHUNIAMHBI JOKHBI  OBITH
NPpEAYCMOTPEHBI CJIEYIHE ClIeNHATbHbIE TOMEemeH s
Kabuner unpopmaTHKH, OCHAIICHHBIA HEOOXOMUMBIM JUIS peayiu3aliid IpOrpaMMel
y4eOHOH JUCHHIUTHHE 060pyaoBaHueM, NPUBEICHHBIM B 1. 6.1.2.3 mpumepHoil paboueit
[IPOrpaMMBI
TI0 JIaHHOH ImpodeccuH.

3.2. Muopmaumonnoe odecneuenne peaH3auuu NporpamMmmel

JUisl peanusauuu 1porpamMMmel  GHO6THOTEYHBII onn obpasoparensroit opranusammu
AOIDKEH MMETD I€YaTHBIC W/ 3JIeKTPOHHBIE 06pa3oBaTe/bHBIC | HH()OPMaIMOHHBIE pecypChl
AJLA HCIIONb30BAHMS B 06pa3oBaTebHOM nporecce. IIpu bopmuposann Gubnuoreunoro donga
obpasoBaTenbHOl OpraHu3aluell BEIGHpaeTCs He MeHee OJTHOTO H3JaHHsA M3 TEPEYUCICHHBIX
HIDKE TICYATHBIX M3MaHUA M (MJIM) SEKTPOHHBIX M3JAHMH B KauecTBe OCHOBHOTO, IMPH 3TOM
CITHCOK, MOJKET OBITh OIOJHEH HOBBIMH M3{aHHSMHU.

3.2.1. OcHOBHbBIE MeYaTHBIC H3IAHAS

1. Beikosa, T. A, HokymeHTannonnoe oGecreyenue YIPABJICHHUS (JE€TONPOH3BOICTRO):
yuebHoe mnocobGue / T.A. Brixosa, T.B. Ky3nenosa, JI.B. Cankuna; moj obur.pen. T.B.
Kysnenosoit. — 2-e 3., nepepad. u gon. — Mocksa: UHOPA-M, 2021. — 304 c.

3.2.2. OcHoBHbIE 31eKTPOHHbIC H3TARMS

1. Kysunenosa, 1. B. JlokyMeHTanmonnoe 06ecneyenue yIpasiieHus: yuyeOHOe ocoOHe
Ana CIIO / U. B. Kysnenosa, [ . A. XayarpsH. — 2-e u3a. — Capatos: [IpodobGpasopanmue, Aif
ITn 5p Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexerT:
SIIEKTPOHHBIH  //  DiekTpoHHBIIf pecype  muppoBoi  o6pazoBaTenbHOI cpensr  CITO
PROFo6pasosanue : [caiir]. — URL: https://profspo.ru/books/80326

2.Kyxapenko, T. A. [IpaBoBoe oGecneuenne NMPOYECCHOHATBHON  JIeSTeIbHOCTH:
yuebnuk s CIIO / T. A. Kyxapenko. — Caparos: [IpogoGpasosanue, 2021, — 199 ¢. —
ISBN 978-5-4488-1017-6. — Texer: JNIEKTPOHHEIN // DiekTpoHHBIH pecypc ungposoi
oOpa3soBarensHOit cpensl CIIO PROFo6pa3zosanue: [caiit]. — URL:
https://profspo.ru/books/102330

3. Ilermmna E.M. UnpopmanmonHbie TEXHOJIOTHH B PO} eCcCHOHANBHOI AeaTeNbHOCTH:
yaebHoe nocobue aia CIIO / Iermuna E.M., l'opGayes A.B.. — Caparos: IIpoobpasopanme,
2021. — 111 ¢. — ISBN 978-5-4488-1113-5. — Texcer: snexrponusit / IPR SMART: [caiit].
— URL: https://www.iprbookshop.ru/104886.html

4. Ilasnosa, P. C. JlokymeHTanmHOHHOE obecnieyenne ynpapienus Y4eOHHUK ju1s crio / P.
C. [TaBmoBa. — Cankr-IlerepGypr : Jlanb, 2021. — 416 ¢, — ISBN 978-5-8114-6959-8. —
Texcr:  osnektponmeii/ Jlamp - SJICKTPOHHO-OMOHOTeyHas  cuctema. — URL:
https://e.lanbook.com/book/173087

5. Eropos, B. I1. TokymenToBezeHuE 1 AOKYMCHTALlHOHHOE 00ecneYeH e ynpaBIicHus B
YCIOBHAX LH(POBOI skoHOMuKH / B, TT. Eropos, A. B. CiubkoB. — 3-¢ u3g, crep. — CaHkr-
ITerepGypr : Jlans, 2023. — 372 ¢. — ISBN 978-5-507-45999-5. — Texer : 3JICKTPOHHBIH //
Jlans : snekTpoHH0-6MGHOTe A CHicTeMa, — URL: https://e.lanbook.com/book/2929
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4. KOHTPOJIb U OLUIEHKA PE3YJIbTATOB OCBOEHWUSI

YUEBHOU TUCUMILINHBI

Pesyabrars! o6yuenns Kpurepun ouenkn Meronsl onenkn
3HaHHSA: He menee 60% Bepupix TectupoBaunue
= OCHOBHBIE IIOHATHA  JOKYMEHTAIIMOHHOTO | OTBETORB
obecrieyeHns yrpasieHus;
- HOMEHKJIaTypa MH(OPMAIMOHHEBIX
HCTOYHUKOB, MTPUMEHSEMBIX B
NpO(eCCHOHANBHOM AEATENBHOCTH;
- TOHATHA mIyONMYHBIX W NPHBATHBIX
HOK}’MEHTOB;
- TpeboBaHus K COCTaBJICHHIO H
0 OPMIIEHHIO JOKYMEHTOB;
©  OCHOBHbIC  CTaHAApTHl  O(OPMIICHHS
TEKCTOBBIX H TaOJIMYHBIX IOKYMEHTOB;
- OCHOBHBIC TIpaBHJIA M TpeGOBaHHA K
CTPYKTYpe NOKYMEHTOB;
-Oprai3alfio  JIOKyMeHT0000poTa: MpHeM,
obpaborky, perucrpalmio, KOHTPOJIb,
XPaHCHHE IOKYMEHTOB, HOMEHKJIATYDY Jell.
YMenus:
- TPUMCHATE CPeACTBa HH(OPMALHOHHBIX Pesynbrarer Boinonnenuss | Ouenka
TEXHOJIOTHH JUIs PCLICHHA | 3alaHHH COOTBETCTBYIOT Pe3ynbTaToOB
Npo(ecCHOHANBHBIX 3a/1ay; 3a/IJaHHBIM abji0HaM K BBIITOTHEHHU S
- TPaMOTHO H3J1araTb CBOH MBICTH M TpeOOBaHHUSM. HPaKTHYECKOH
ohopMIIATE JNOKYMEHTEI 1o | IIpu BemonueHun paboThI
npodeccHOHANBHOM TEMaTHKe Ha | 3alaHMi HCIOJIB30BAHbI OKcnepTHoe
FOCYapCTBEHHOM SI3BIKE; PallMOHATIbHBIE METOJIBI M | HaGMIONeHNHe 32
- C0371aBaThb  HOKYMEHTBI Ha  OCHOBE cpeacrsa o0paboTku XOJI0M
1a0JIOHOB; uHpOpManuu. BBITIOJIHEHH S
-0QOPMIIATE  IOKyMEeHTaIHIO B NPaKTHYECKOH
COOTBETCTBHH C HOPMAaTUBHOH paboTsr
azoit, uernons3ys HHDOPMALHOHHEIE
TEXHOJIOTHH;
- B3aUMO/I€HiICTBOBATE C KOJUIeraMmu,
PYKOBOLCTBOM,  KIMEHTaMH B  Xoje
NpO(ECCHOHATBHOM e TeTbHOCTH
-~HCII0JIB30BATh TEJIEKOMMYHHKAHOHHEBIE
TEXHOJIOTHH B SJIEKTPOHHOM
IOKyMEHTOOOOpoTe.




