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1.OBIIASI XAPAKTEPUCTHUKA PABOYEN MPOT'PAMMBI
YYEBHOU AU CIIUITJIMHBI

1.1. MecTO JTUCHUILUIMHBI B CTPYKTYpe 00pa30BaTeIbHONH MPOrpaMMbI:
Vueonas pgucnummHa OIl 13, «/lokyMeHTanmroHHOE OOeCIeueHUe YIPaBICHUS»

SBJISIETCS] TUCIUIUIMHON 00mIenpodeccHoHaIbHOTO NUKIa oOpa3oBaTenbHoOi nporpammsl CITO
c d1ocC CIIO mo crnemuansHoctu 09.02.07 «MapOpManmoHHbIe
CHCTEMBI U IIPOIPAMMUPOBAHUEY.

B COOTBCTCTBUU

YyeOnas aucruiuiMHa u3ydaercss B 8 cemectpe. OOmmii 00beM JAUCIUIUIHMHBI
cocrasisgeT 34 dJaca.
IlnanupyemMble pe3yJibTaThl OCBOCHUS JUCITUTNIJIHMHBI
[Tnaampyemble  pe3yibTaThl  OCBOEHHUS  0OO0IIe0Opa3oBaTEIbHON
cootBetcTBUM ¢ PI'OC CIIO.

JAUCHUITIIIMHBI B

JlucuumiuHa y4acTByeT B (JOPMUPOBAHUU CIEAYIOIIMX KOMIIETEHIIUI 00pa3oBaTeIbHON
pOrpaMMBbI:

[Inanupyemslie pe3ysIbTaThl OCBOCHUS JUCIIUIUIMHBI

VYMmern

3HaTh

OK 09
ITons30BaThCA
npodeCcCuOHAITBHON
JOKYMEHTalueu Ha
roCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

ITIOHUMATh OOIIMH CMBICI YETKO
MIPOM3HECEHHBIX BBICKA3bIBAHHIMA
Ha HU3BECTHBIE TEMBI
(mpodeccroHaTbHBIE u
OBITOBBIC), TOHUMATh TEKCTHI Ha
0azoBele  TpodeccHOHANTbHBIC
TEMbI; y4aCTBOBaTh B JHAJOrax
Ha  3HAaKOMbIE  o0mme U
podeccuoHalbHbIC TEMBI;
CTPOUTH MIPOCTHIC
BBICKa3bIBaHUs O ce0e M 0 CBOEH
npoQeCCHOHAILHON
JIeITEIIbHOCTH; KpaTKo
00OCHOBBLIBATE U OOBIACHUTH
CBOM JeicTBUA (TEKyIIHe W
TUTAHUPYEMBIE); IHCATh TPOCTHIC
CBSI3HEIC COOOIIEeHMS Ha
3HAKOMBIC WM WHTEPECYIOIIHe
npodeccuoHaNbHbBIE TEMBI.

MIpaBHJIa MOCTPOCHHUSI MPOCTHIX U
CIIOXKHBIX  TPCUIOKCHUA  HA
npodeccuoHanbHbIe TEMBI,
OCHOBHEIE
o01IeyoTpeOUTENbHbIE
IJ1aroJjbl (ObrTOBas u
npodeCcCHOHANIbHAS ~ JIGKCHKA);
JIEKCUYECKUI MHHUMYM,
OTHOCSIIIMICS K  OMHCAHUIO
MPEIMETOB, CpEICTB u
MpOLEeccCOB MpodeccHoHaNbHOM
JeSITENBLHOCTH; 0COOEHHOCTH
MIPOU3HOIICHHUS, MpaBuUIa
YTCHUS TEKCTOB
npodeccuoHaNbHOM
HAIPaBJICHHOCTH.

2.CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCITUTIJIAHBI

2.1. OFBEM JUCHUTIJINHBLI U BUJAbI YYEBHON PABOThHI

Bunx yuebnoit paboThl O0nem B yacax CemecTpbl
8
O6beM mporpaMMBbl TUCITUTUIMHBI 34 34
B TOM YHCIIE
OcHOBHOE cofepKaHue \ 34 | 34
B TOM YHCIIe
Teopetuueckoe oOydeHne \ 16 \ 16




[IpakTrueckoe oOydeHHE 12 12
CamocrosiTenpHas pabora 6 6
[IpoMexxyTouyHas artecTanus 3ayer

2.2. TEMATUYECKUM IIVIAH U COJEP)KAHUE TUCHUILIAHBI

HaumenoBanue Copepxanne yuebHoro Mmarepuaina (ocHoBHoe | O0bem yacos | Dopmupy
pa3liesioB U TEM 1 Ipo(eCCUOHATTBHO- OPUEHTHPOBAHHOE), eMbIe
nabopaTopHbIe U MPAKTUYECKUE 3aHATHS, KOMIIETEeH
MPUKIATHON MOIYITh 107071
(TIpu HATTMYWN)
1 2 3 4
Paznen 1. Opranuzanusi JOKyMEHTAIIMOHHOTO 00€CTICUeHUS 4
yIIpaBICHUS
Tema 1.1 Cogepxanue yueOHOro MaTepuana 4 OK9
JloxymeHT 1 1.OCHOBHBIE MOHATHS JOKYMEHTAIHOHHOTO
cucremMa o0eCrieyeHuss  YIpaBICHUS:  JIOKYMEHT,
AOKYMCHTallUH. JIOKYMEHTHPOBAHHUE,
Ionstue o IOV JOKYMEHTAIHOHHOE obecrieueHue
yrpaBieHus, pekBU3UT. Mcropus pa3BUTHS
HOVY. TocynapcTBeHHbIE CTaHAAPTHI HaA
JIOKYMEHTAIHIO. OcHoBHbIE 2
3aKOHOJATEIbHBIE W HOPMATHUBHBIC AaKTHl B
obmactu JIOY. Ilenu, 3a7auv ¥ TPUHIIMITBI
JOY. I'ocynapcrBenHas cucrTema
JTOKYMEHTAIlMOHHOTO obecrnieueHus
ynpasneHus. Opranusanus ciyx0st IOY.
[TpakTuueckue 3aHATHS 2
Paznen 2. O0ume npaBuia ohopMIIeHHS TOKYMEHTOB 14 OK 9
Tema 2.1 Copneprxanue yueOHOro MaTepuaia 7
Tpeboparus K 1. Knaccudpukarmst  mokymentoB.  Cocras
COCTaBJICHUIO U PEKBH3HMTOB JIOKyMeHTOB. OOIre TpeOoBaHUs
odopmitenuio K 0(OPMIICHHIO
Pa3HIHBIX BUIOB PEKBH3HTOB JOKYMEHTOB.
AOKYMCHTOB TpeGoBanusi K  TEKCTy  CIYXEOHBIX
JIOKYMEHTOB. 3
2.0dunmansHO — JENOBOM CTUIH CIIYKEOHBIX
JIOKYMEHTOB.
Crunuctuueckue PEKOMEHIAIuu o
COCTaBJICHUIO  CIY’)KEOHBIX  JIOKYMEHTOB,
OIIMOKHU B TEKCTaX JOKYMEHTOB.
PeueBoii 3TUKET AEITOBOr0O OOIIIEHU.
[TpakTHdeckoe 3aHsATHE
1 Ilpaktuueckoe 3anstue «OdopmiaeHue 2
PEKBU3UTOB JJOKYMEHTOB)
CamocrosiTenbHas paboTa 00yJaronuxcs 2
Tema 2.2 Coneprkanue yueOHOro MaTepuaia 7 OK9




Cucrema 1.OpranuzaimoHHbIe JIOKYMEHTHI: 4
OpPTaHHU3AIMOHHO— | YUPETUTEIIbHBIC TOKYMEHTBI, YUPEIUTEIbHBIN
paclopsiAUTENIBLHO | IOTOBOP, MOJIOKEHUE O
i TOKyMEHTAllMH. | CTPYKTYPHOM TIOJPA3ACICHUH, JTOJDKHOCTHAS

Kanposas WHCTPYKLHS, HITaTHOE pacnucaHue,

JOKYMEHTAITHSI. UHCTPYKIUS
JloroBopHO — PacniopsimutenbHbie JOKYMEHTBI:
paBoOBas MOCTAHOBJICHHE, pelieHue, MpHUKa3,
JOKYMEHTAIHSI. pacnopsbkeHue, ykazaHue
2.CripaBO4HO — nH()OPMAIIMOHHBIC
JIOKYMEHTBI: JIOKJIa/iHas 3alucKa, CiyxeOHas
3aIiCKa, OOBSICHUTEIbHAS
3alKcKa, 3asBIICHUE, MPOTOKOJ 3acelaHusl,
aKT, CIpaBKa
Kaccudukammst MIACEM. CoBpemeHHOE
JIEJIIOBOE MHUCHMO.
JoxymeHTanus o TPYJIOBBIM
MIPABOOTHOIICHHSIM: JUYHOE JIelo,
aBrobuorpadusi, pe3rome.
OcoOeHHoCcTH cOCTaBieHUs O(UIUATBHOU U
JUYHOW JIOBEPEHHOCTEW. Buasl 10roBOpoB.
[IpeTeH3MOHHO — MCKOBasl IOKyMEHTAIIUS.
[TpakTideckoe 3aHsATHE
l.IIpaktuyeckoe  3amstue  «CocTaBieHHe
MIPUKA30B 10 JUYHOMY COCTaBY»
2.Ilpaktuyeckoe  3ansatue  «CocTaBiieHHE 3
TeJerpaMMbl, CIIPABKH, JOKJIATHOM 3aIHCKI)
3.IlpakTuueckoe 3aHsATHE «CocraBieHue
CITYKEOHBIX MUCEM)
Paznen 3. O6mue npaBuia opraHu3auyu padoThl C JOKYMEHTaAMH 3 OK9

Tema 3.1 Coneprkanue ydeOHOT0 MaTepuana 3

Hoxymentoodopot 1. TpaguiMoHHBIH U AIIEKTPOHHBIN
JTOKyMEHTO000pOT. OCHOBHBIE KOMITOHEHTHI.
Pabora ¢ BxoasmumMu
JOKyMEHTaMH:  TOJIYYCHHE, PETHCTPAIHS,
MOPSAIOK paccMOTpeHUS, BBIHECEHHE
pesomtonuii. PadoTta ¢
UCXOJSIIMMUA ¥ BHYTPEHHUMH JTOKYMEHTaMHU: 3
0o0munii MOpsAIOK PabOThl JOMKHOCTHBIX JIUI
OpTraHHu3aIH, CPOKH
UCTIOJTHEHUS, TIOJNyYCHHE JIOKYMEHTOB Ha
UCTIOJTHEHHE.
Opraam3anust paboOTBl € JOKyMEHTaMHU
OTPaHUYEHHOTO JocTyna
«KonbuneHnmaisHOY.
Paznen 4. IlpaBuna nepegadr JOKYMEHTOB B apXHB M OpraHU3aIUs 13
APXUBHOTO XPaHCHHS

Tema 4.1 Copneprkanne y4eOHOro MaTepuana 6 OK 9

®opmupoBanue 1 | 1.0nepaTuBHOE XpaHEHUE JOKYMEHTOB U JieTl.
OTIepPaTUBHOE [lepenaua JMOKYMEHTOB W /i€l Ha apXWBHOE 9

XPAaHCHUC OCIT

XpaHEHHUE.
CrnycaHye M YHUUTOXXEHHE JOKYMEHTOB.




[IpakTrueckue 3aHATUS

CamocrosTenbHas paboTa 00y4aronmxcs

Tema 4.2 Cogneprkanue ydeOHOro MaTepuasa 7 OK 9
Homenknatypa [ Cocrapnenue HOMEHKJIATYPhI .
ACI. HopMaTuBHbBIE aKTBI, WUCIOJB3YIOIIUECS MPU
Bunpl, COCTaBJIEHUH HOMEHKJIATYPHI 5
HasHa"uCHHUE, nen. @opmupoBanue 1 0hOpPMIIEHHE JEL.
ITOPATIOK DKCIepTU3a LEHHOCTH JOKYMEHTOB M €.

COCTaBJICHUS Omnucanue nei
[TpakTiueckue 3aHATH 3
CamocrosiTenbHas paboTa 00yJaronuxcs 2
IIpomexxyrouHas arrecranus OLICHKA
Bcero \ 34 \

3.YCJIOBUS PEAJIU3ALIMU ITIPOT'PAMMBI YYEBHOM JJUCIUIIJINHBI
3.1 TpeOoBaHusI K MATePUATIBHO-TEXHUYECKOMY 00ecre4YeHHI0

Jliisa peanuzanuy MporpaMMbl TUCHUIUIHHBI IPEIyCMOTpeHa ydeOHasi ayIauTOpHs s
MPOBEJCHUS TEOPETUYCCKUX W TPAKTHUCCKUX 3aHATHHA, TPYIIOBBIX W HHIABUIYaATHHBIX
KOHCYJIbTAIlMi, TEKYIIEero KOHTPOJS M MPOMEXKYTOUHOM aTTecTally, YKOMILIEKTOBaHHAs
CICIUAIM3UPOBAHHON MeOeIbl0 1O KOJMYECTBY OOydYalOmUXCs W padOyuM  MECTOM
npernoaaBaress.

MarepuaibHO - TEXHUYECKOE OCHAICHUE:!

NurepaktuBuas nanens EDFLAT EDF86TPO1
Mouno6siok MSI PRO AM242P 14M- 668XRU
PenbcoBas cucrema PC-86

OPS moayns EDO-12450H-8256-W11P/H

3.2. UupopmannoHHoe obecnieyeHne 00y4eHust
Jia peanuzanuy mporpaMMbl OMOIMOTEUHbIH (QOHJ o0pa3oBaTeNbHOM OpraHU3aLUN
JIOJDKEH MMETh MeYaTHbIEe W/UJIH 3JIEKTPOHHBIE 00pa3oBaTesbHble U HH(OPMALIMOHHbBIE PECYPCHI
JUISL ICTIONBh30BaHUs B 00pazoBaresnbHOM mnporiecce. [Ipu hopmupoBanuu 6ubmnotednoro GpoHmaa
0o0pa3oBaTeNbHONW OpraHM3alueil BHIOMpaeTCs HE MEHee OJIHOTO M3JIaHUs M3 NEepedHCIEHHBIX
HIDKE TI€YaTHBIX M3IaHWA W (WJIM) DJEKTPOHHBIX M3JaHWH B KayecTBE OCHOBHOTO, TPU ITOM
CIHMCOK MOXeET OBITh JIOTIOJIHEH HOBBIMU M3AaHUSMH.
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1. Ao6ynanze [I. I'. lokymeHTanmoHHOE 0OecrieueHre yrpaBlieHUs IEPCOHANIOM : YU€OHUK U
MPAaKTUKYyM JUIsl cpefHero npodeccuoHanbHoro oopasosanus / JI. I'. AOynanze, U. b.
Brimpsokkuna, B. M. Macnosa. - 3-e u3n., nepepal. u gon. - Mocksa : FOpaiir, 2024. -
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noie3oBareneit MUDT.

- PexumMm A0CTyIa: I aBTOPH3.

1. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA
YYEFHOU JUCIHUATIIAMHBI

Oomasi/npodeccuonanbHasi
KOMIIeTeHIHsI

Pa3zgen/Tempbl

T oneHoYHBIX MePONIPUATHH

OK 09

[Tonp3oBaThCs
npodeccuoHanbHOM
JIOKYMEHTalHUen Ha
roCyJapCTBEHHOM u
MHOCTPAHHOM SI3bIKaX

P1; P2; P3; P4

@®opMbl ¥ METOABl KOHTPOJSA H
OLICHKHU:

. Komnbroreproe
TECTUPOBAHUE Ha 3HAHUE
TEPMUHOJIOTHH 110 TEME;

. TectupoBanue

. KonTtponbHas padora

. CamocrosTenbHas padboTa.

. 3amura pedepara

. CemuHap

. 3ammra KypcoBOH paboTh
(mpoexTa)

. BeinonHenue npoexra;

. Habmtonenue 3a
BBITNIOJTHEHHEM PAKTUYECKOT 0
3aJaHusl. (1esTeTbHOCThIO
CTYyJICHTA)

. Onenka BBITIOJTHEHUS
MIPAKTUYECKOro 3aaHus (paboThl)

. Iloaroroska "
BBICTYIUIEHUE c JIOKJIaJIOM,
cooOLIeHNnEeM, NTPe3eHTaLUeH

. Pemienne  cuTyanMoHHOM
3a]1a4n

o. OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

B xopme peannsanum oOyueHHs] UCHOJIB3YETCSl CMEIIAHHOE O0y4YeHHEe, OCHOBAaHHOE Ha
UHTETPAllUl TEXHOJIOTUH TPAJULMOHHOTO W DIEKTPOHHOrO OOYYeHHUs, 3aMElIeHHH 4YacTh



https://znanium.com/catalog/product/2058741
https://new.znanium.com/
https://e.lanbook.com/

TPAIULIMOHHBIX YUEOHBIX QOpM 3aHATHH, GOpMaMU U BUAAMH B3aHMMOJCHCTBHS B IEKTPOHHOU
00pa3oBaTebHOU cpejie.

[TpuMeHSIOTCS Cleayrone MOJeId O0y4YeHHUs: TepeBepHYTHIA KIacc, KOrjaa CTYIEHTHI
3HAKOMATCA C HOBBIM MaTE€PHAIOM MPU MOMOIIH 3JIEKTPOHHBIX PECYPCOB CAMOCTOSITENILHO IOMa,
a Ha ayIUTOPHBIX 3aHATUAX IPOUCXOAUT 00CYKIEHUE U3yUEHHOTO0 MaTepHaia.

Jlyisa B3auMOJIEHCTBUSL CTYJIEHTOB C MPEINOAaBaTeIeM UCIOIb3YIOTCS CEpPBUCHI 00paTHOU
CBSI3M: 2JIEKTPOHHAS I0YTA.

OcBoenne o0pa3oBaTeNbHON MpOrpaMMmbl OOECIEUMBAETCS pPecypcaMu AIIEKTPOHHON
uHpOopMaOHHO-00pa3oBarenbHoi cpeasl SDO.MIET.RU

B mpouecce o0ydeHus mpu MPOBEACHUHM 3aHATUA M JUIS CaAMOCTOSITENIbHON paboThI
UCTIOJB3YIOTCS BHYTPEHHHE OAIIEKTPOHHBIE pecypebl B (opMax BHICONEKIMHA, BHYTPEHHUX
OHJIAH-KYypcoB, TecTupoBanus B SDO.MIET.RU.

PaGouas mporpamma yuebnod gucuummHel  OIl. 13 «JlokymeHTanmoHHOE
o0ecrieueHre YNpaBJIEHUS» MO CIEHUATbHOCTH CPEIHEro MpodeccnoHalbHOTO 00pa3oBaHUS
09.02.07 «MHpopManMOHHbIE CHCTEMBl M NPOTPaMMHUPOBAHHE» pa3padoTaHa B KOJUICIKE
anexkTpoHuku U nHopmaTuku 30.04.2025 rona, mporokon Ne 6.

JINCT COI'NTACOBAHUA

Pabouas mporpamma coriacoBana ¢ qupekropom koswiemka O HUY MUDT

Jupektop kosuiemxa / /C.H. JIutBuHOBa /
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