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1 Hean u 321241 0CBOEHUS TUCHUTLTUHBI

[ensiMu OCBOCHUSI TUCHUIUIUHBI «J[OKYMEHTOBEIEHUE) SBIISIOTCS

- O3HAaKOMJICHHE CTYJIEHTOB C 3aKOHOMEPHOCTSIMH OOpa30BaHMs JTOKYMEHTOB U CIIOCOOaMHU UX
CO3/IaHUS;

- O3HAKOMJICHHE CTYJCHTOB CO CTAHOBJICHMEM U PAa3BUTHEM CHUCTEM JIOKYMCHTAIIUH,
CKJIa/IBIBAIOLINXCS B PA3IMYHBIX OTPACIISIX YEJIOBEUECKOH 1eATeIbHOCTH;

- BbpIpa0OTKa y CTYAEHTOB TPAKTUYECKUX HABBIKOB A(PQPEKTHMBHOTO MPUMEHEHHS
JIEIOTIPON3BOJICTBA B KAYECTBE CPEJICTB HAKOIUICHHUS, 0OMEHa, 00pabOoTKM MH(POpPMAIUU U MOITHOTO
WHCTPYMEHTA peHICHUs TMPUKIAIHBIX MPOOJIEM, KaCAlOIIMXCS PAa3IHMYHBIX CTOPOH M  aCIleKTOB
nourpaduIecKux MpoIeccoB.

3amayamMu OCBOCHHUSI TUCITUTUIUHEI SIBJISTFOTCSI:

— OCBOEHHE CTYACHTaMHU TEOPETHUECKOr0 00OCHOBAHHUS MPOLIECCOB JOKYMEHTALHOHHOTO

o0ecrieyeHus yrpaBiieHus,

— CO3/1aHue, U3rOTOBIIEHUE, IPUEM, pACIPEEICeHNE, PErUCTpalis JOKYMEHTOB;

— KOHTPOJIb UCIIOJIHEHUS, CTIpaBOYHas padoTa;

— BOIPOCHI KJaccU(PHUKAUN TOKYMEHTOB;

— TOPSAAOK MPOBENEHUS IKCIEPTU3BI IEHHOCTH, XPAaHEHUS U UCTIOJIb30BaHUs JTOKYMEHTOB.

- 2 MecTO TUCHUNJIMHBI (MOAYJIs) B CTPYKTYP€e OCHOBHOM npogeccuoHaIbLHOM
o0pa3oBaTeJIbHOM MPOrPamMMbI
— JluciuruiiHa OTHOCUTCS K dacTd, (opMmupyemMol y4acTHUKaMH OOpa30BaTEIbHBIX
OTHOIIIEHUN OCHOBHOM MpohecCHoHaIbHON 00pa30BaTEIbHON MPOrPaMMBbl.
— Jlucuummnaa (MOAYJIb) U3y4aeTcsl B O CEMECTpE.

3 [lepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUsI 10 TUCHUIIJIUHE (MOTYTI0)

[lepeueHp MIaHUPYEMBIX Pe3yIbTATOB OOYYEHMs MO JUCHUUIUIMHE (MOAYINIO), COOTHECEHHBIX C
TUTAHUPYEMBIMU Pe3yJIbTaTaMH OCBOCHHS OCHOBHOW MPOQeCCHOHATBHON 00pa30oBaTeIbHOMN MPOTpaMMbl
(bopMupyeMBIMH  KOMITETCHIIMSIMH), YCTAHOBJICHHBIMH B OOIIEH XapakTEPUCTHKE OCHOBHOM
npodeccuoHaIbHON 00pa3oBaTeIbHON MPOTrPaMMBI, TPUBEAEH HIDKE.

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI (MOJYJISI) 00YUYaIOMIUNACS TOJDKEH:
3HaTh!:

1.3naer coctaB pabOT MO TOJATOTOBKE HCXOAHBIX JIA@HHBIX; OCHOBBI IPOEKTHUPOBAHUS
noJaurpadguyueckoro U yrnakoBouHoro rnpouspojacts (ITK-7.1)

YMeThb:

1. YMeer mpuMEHSTh 3HAHME OCHOB IMPOEKTUPOBAHUS B TOATOTOBKE HWCXOJHBIX IJaHHBIX JIS
MPOSKTUPOBAHUS U3JENHA U Pa3pabOTKH TEXHOJOTHYECKUX TIPOIECCOB, TEXHOJIOTUYECKUX
JUHUW JUIsl BBI- MyCKa IEYATHOW W YIMaKOBOYHOW MPOMYKIIMH, MPOEKTUPOBAHUS IPOIECCOB
U3TOTOBJICHHSI TIPOTYKIIMK TPOU3BOCTB, UCIOIB3YIONMX nosurpadudeckue texnomorun (ITK-
7.2),

Baaners.

1. Bnageer cmocoOHOCTH ydacTBOBaTh B cOOpe W TOATOTOBKE MCXOIHBIX JaHHBIX IS
IPOCKTHUPOBAHUS; BIIAJIETh HOPMATHUBHOHN JOKYMEHTAIMel B cepe MPOSKTUPOBAHUS U3ACTHIA 1
pa3paboTke TEXHOJIOTMYECKUX MPOILECCOB, TEXHOJIOTMUYECKUX JHUHUNA ISl BBITYCKA MEYaTHOM U
YIIAKOBOYHOM  MPOAYKIMH, MPOSKTUPOBAHMUS  IPOIECCOB  M3TOTOBICHUS  MPOIYKIIHH
MIPOM3BOJICTB, HCIOB3YIONUX oaurpaduyeckue Texuoaoruu (ITK-7.3);

[TonHbIE HAMMEHOBAaHUS KOMIIETCHIIMN TMPEACTABICHBI B OOIIECH XapaKTEpPHUCTUKE OCHOBHOM
npo¢eCCHOHAIBHON 00pa30BaTeIbHON MTPOTPaMMBI.

4 O0beM H conepkaHue JUCHHUIIIMHBI (MOIYJIA)

4.1 O0beM aUCHMIUIMHBI (MOXYJIsl), 00beM KOHTAKTHON M CaAMOCTOSITEJbHOH PadoOThI
o0yuawuierocsi Mpu OCBOCHNH JIMCUMILIUHBI (MOaYJis1), GOPMBI MPOMEKYTOUHOI aTTeCTALMH MO
AMCHUIJIMHE (MOIYJII0)
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4.2 Conep:kaHue JeKIUOHHBIX 3aHATHI

3a

o4Hasi popmbl 00yYeHHs

Ne
n/n

TeMbl JeKIIMOHHLIX 3aHATHI

5 ceMecTp

1. Tlpenmer, comepxanue v 3a1auu Kypca. IcTOUHUKH B TuTepaTypa.
1.1. IIpenmer coneprkaHue U 3a1a4u Kypca.

1.2. UcTouHuKM.

1.3. JIuteparypa.

2. Ilonsarue o noxkymente. CBoiicTBa qokymeHTa. Kinaccudukaius J0KyMEHTOB.
2.1. [lonsiTHE O TOKYMEHTE.

2.2. ®yHKIIUHA TOKYMEHTOB.

2.3. Cioco0bl TOKYMEHTHPOBAHHS

3. Kimaccudukarnus JOKyMEHTOB.

3.1. MarepuanbHble HOCUTENIHN HHPOPMALIUH.

3.2. CBolicTBa JOKYMEHTA.

3.3. Knaccugukaius TOKyMEHTOB 0 Pa3TUYHBIM MPU3HAKAM.

4. Ctpyktypa n1okymeHTa. TpeboBaHus K 0hOPMIICHHIO JOKYMEHTOB
4.1. Yauduranus v craHaapTU3ALNA.

4.2. ObopmieHrE peKBU3UTOB.

4.3. TpeboBaHus K OJaHKaM JOKYMEHTOB.

4.4. TpeOoBaHUs K U3TOTOBJICHUIO JIOKYMEHTOB.

4.3 Conep:kaHue NPaKTHYECKUX (CEMHUHAPCKUX) 3aHATHI
st 3a04H0i popMBbI 00yUeHHUSsI

Ne
n/n

TemMbl NpakTHYeCKUX (CEMUHAPCKHUX) 3aAHATHIA

5 cemecTp

[TonsaTHE «MHPOPMALUI» U «TOKYMEHT»

Knaccugukanus J0KyMEHTOB MO Pa3JIMYHBIM MTPU3HAKAM

OdopmiieHre peKBU3UTOB

AWIN|F

PaCHOpH,Z[I/ITG.HBHBIG AOKYMCHTHI - TIOCTAHOBJICHUS, pCHICHU S, ITIPUKA3BI, PACIIOPSIPKCHUA U

Ap.

OcCHOBHBIE TIPAaBUJIa OPTaHU3AIUH TOKYMEHTOO0OpOTa B OpraHu3aiui (YUpekJeHUN)

dopmMupoBanre u 0hopMIICHUE JEI

Opranu3anys paboThl ¢ TOKYMEHTHPOBAHHOM HH(pOpPMAaLIMEl OrpaHHYEHHOTO JIOCTYTIA

| N|O| O

WHubopmanoHHbIe pecypehl




TeMbl NpaKTHYECKUX (CEMHHAPCKHUX) 3aHATHI

9 |[Tonp3oBanue MHPOPMAITMOHHBIMHU PECYpPCaAMH
10 |Mudopmaruzanus, nHGOPMAITMOHHBIE CHCTEMBI TEXHOJIOTUU M CPEACTBA UX O0ECTICUSHUSI.
JIOKyMEHTBI Ha HOBEUIIINX HOCHUTEISIX HH(MOpMAIUU

4.4 Conep:xanne 1a00paTopHbIX padoT
3aHATHS YKa3aHHOTO THIA HE IPEIYCMOTPEHBI OCHOBHOM MPpOodecCHoHaTBHON 00pa30oBaTeIbHON
IIpOrpaMMON.

4.5 Conep:xaHne KIMHHYECKHX NPAKTHYECKUX 3aHATHH

3aHATHS YKa3aHHOTO THIA HE IPEIYCMOTPEHBI OCHOBHOM MPpOodecCHoHaTBHON 00pa30oBaTeIbHON
IIPOrpaMMON.

4.6 Conep:xxaHue caMOCTOSATEJILHOM padoThI 00y4arouerocs

st 3a04H0i1 popMBbI 00yUeHHUSsI

Ne .
u/n Buabl u popmbl caMocTOATEIBHON PadoThI
5 cemecTp
1 |Cucremsl JOKyMEHTAIUU
2 |OdopmieHne yripaBIeHYECKUX JOKYMEHTOB
3 |Kanmpomast qokymeHTAIusI.
4  |T'ocynapCTBEHHOE PETYIHPOBAHUE JIEIOMPOU3BOJICTBA
5 |Opranm3anus paboThI C TOKYMEHTaMU
6 |HomenknaTypa nen, METOMKA €€ COCTABIICHUS M MPUMEHEHUS B MPAKTUYECKOM
JIeSITEIbHOCTH.
7 |DopmupoBaHHe U TEKYyIIee XpaHEHUE JIEI.
8 |IlogroToBka nen Kk mepeiaye M MOPSIOK Iepenadyd el B apXuB Ui AalibHEHIIero
XpaHEHUSI.
9 | Opranuzanus paboThl C TOKYMEHTHPOBAHHOM HH(pOpPMaLIMel OrpaHHYEHHOTO JIOCTYTIA
10 | /lokymMeHTBhI Ha HOBEUIIIUX HOCHTEINISIX WH(MOpMAIUU

5 Cucrema popMuUpOBaHUS OLEHKH Pe3yabTAaTOB 00yYeHHMs MO JUCUMILIMHE (MOIYJII0) B
paMKax TeKylIero KOHTPOJIsl yCIeBAeMOCTH U ITPOMEKYTOUHOI aTTecTaluu 00y4arierocs
3aounas popma o0yueHust

MeponpusitTusi TEKyIIero KOHTPOJIS YCIeBaeMOCTH MakcumajbHoe
H MIPOMEKYTOYHOM aTTecTalun 00y4arierocs KOJIHYeCTBO 0aJ1J10B
5 ceMecTp
OuennBaemasi ydueOHas 1eiTeJIbHOCTD
. |o0yuamomerocs:
IlepBb1it v
.. |Ilocenienre NeKIMOHHbIX 3aHATUN 5
pyOeKHBIT
Pabora Ha nmpakTuueckux 3aHaTusax (Nel-2) 10
KOHTPOJIb =
Brinonaenue camocrositeabHON paboThl (Nel-3) 5
o . TectupoBanue Nel 10
eKyIIn
yi Hroro 30
KOHTPOJIb
OuennBaemasi ydueOHas 1eiTeJIbHOCTD
yCIeBaeMOCTHU s
o0yuarouierocs:
Bropoit |[locemenue JIEKUMOHHBIX 3aHATHH 5
pyOexHbIii |PaboTa Ha MpakTHUeCKHX 3aHATHIX (Ne3-5) 9
KOHTPOJIb |BhINOHEHNE CaMOCTOSITeTbHON paboThl (Ned-6) 6
TectupoBanue Ne2 10
Hroro 30




MeponpusiTUsl TEKYLIEr0 KOHTPOJISl YCIIEBAeMOCTH MakcumaJjibHOe
U IPOMEKYTOYHOM aTTeCTAIMN 00YYAKIIErocs KOJIN4eCTBO 0aJ1JIOB
[TpomexyTouH |IK3amMeH 40 (100%)
as arrecragus

* B cmydyae oTkaza 00y4aromerocs OT pe3yJibTaToOB TEKYIIEro KOHTPOJIS YCIIEBAeMOCTH

IIIkaJjga cooTBEeTCTBUSA OLIEHOK B CTOOAJILHOM M aKaJeMHUYeCcKOH cucTeMax OlleHNBaHUuSA
pe3yabTaToB 00y4YeHHs MO AUCHUIINHE (MOAYJII0)

CucreMa onieHUBAHUSA
Onenkn
pe3yJbTAaTOB 00yUeHUs
CrobajuibHas cUCTEMA OLICHUBAHUS 0-39 40-60 61 -80 81-100
AxanmeMmudyeckas cucreMma onecHuBadnsa |Heynosnetrso |Y noBieTBOpH
A 1 YA a p Xopomo | OTau4HO
(sx3ameH, KypcoBas paboTa) pPUTEIBHO TETHHO

6 Onucanue MarepuajibHO-TEXHUYECKOl 0a3bl (BKJIKWYasi 000pyl0oBaHHEe M TeXHUYECKHE
cpeacTBa oOO0y4eHUs1), HeOOXOAMMOH /Jsl OCYLIEeCTBJEHUsI 00pa3oBaTeJbLHOr0 Mpouecca 1o
AMCHUIINHE (MOXYJII0)

Jnist ocymecTBIeHHs 00pa30BaTENIbHOTO MPOLecca MO AUCUUIUIMHE (MOYJII0) TpeOyeTcs:
- Pabouee mecTo npemnoaaBaTesi 10KHO OBITh OCHAIIIEHO BHACOPOSKTOPOM, HOYTOYKOM.
- BuaeonpoekTop; HaCTEHHBIN dKpaH; KOMIIIOTEPHI.

7 IlepeyeHb OCHOBHOH M [ONOJHHUTEJLHOH Yy4eOHOW JHWTeparypbl, HeoOXONMMOMW 1Jisi
O0CBOEHM S JTUCUMIJIMHBI (MOIYJIs1)

7.1 OcHoBHas IUTEpPaTypa

1) bapnaes, D. A. JlokymeHToBeaeHue : y4ueOHHMK 11 By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2012 .— 302 c¢. — (Bsicmiee mpodeccnonansHoe oOpa3zoBaHHE :
Nudopmanmonnas 6e3omacHocts) .— bubnuorp. B konne kH. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) OxorHukoB, A.B. JlokyMeHTOBeACHHE U JEIONPOU3BOACTBO : YdyeO.mocobue /
A.B.Oxotnukos,E.A .bynaBuna .— M.;Poctos-u#//1 : U1 "MapT", 2013 .— 288c. : uin. — ISBN 5-241-
00332-0 : 40.73.

(I.x. 1195344 — 1195352, 1195341 - 1195343)

3) benos, A.A. JlenonpousBoAcTBO U M0KyMeHTO000poT / A.A.benos,A.H.beno .— 4-¢
u3a.,aom.u nepepad. — M. : Ka.mup, 2014 .— 340c. — bubamorp.B konie kH. — ISBN 5-8041-0162-5
: 58.96.

(I.x. 1212189 - 1212194)

7.2 JlomotHUTEIbHAS JIUTEpaTypa

1) bacakos, M.1. Jlenonpon3BoACTBO U KOPPECTIOHJAEHIIMS B BOIIPOCAX U OTBETAX :
VYuyeb.mocobue st By30B .— 2-¢ u3.,nepepad.u non. — Poctos-Ha/]l : ®enukc, 2000 .— 320c.

(II.x. 1134223)

2) bacakos, M.1. CoBpeMeHHOE J1eIIONPOU3BOICTBO (JOKYMEHTALIMOHHOE 00ecrieueHe
ynpasieHus : yue6.mocooue / M.M.bacakoB .— PoctoB-na/]l : ®enukc, 2007 .— 480c.

(III.x. 1285407, 1275700)

3) [TaBmrok, JI.B. CripaBOYHHK 110 A€TONPOU3BOICTBY,apXHUBHOMY JI€Ty U OCHOBaM pabOThI Ha
kommbtotepe / JI.B.I1amrok [u np.] .— 10-e uzn.,nepepad.u non .— M.;CIIO. : I'epna, 2006 .— 352c.



(II.x. 1273015- 1273019)

4) Crenroko, M.B. O0Gpa3iibl JOKYMEHTOB I10 JCJIONPOU3BOCTBY : PyKoBOICTBO K
cocrasienuio / M.B.CteniokoB .— 9-¢ u3z.,nom.u nepepad. — M. : [Ipuop-uzaar, 2004 .— 160c.

(II.x. 1196031- 1196034)

5) UykoBenkos, A.}O. IIpaBuna opopmienus nokymeHToB : Komment.x 'OCT P 6.30-
2003"YHuuImp.cucTeMbl JOKyMEHTAITMHU. Y HU(DHUITMP.CHUCTEMa OpraHu3aIlmOHHO-PACTIOPSIUTEITLHOM
nokymenrtanun. TpeboBanus k opopmienuto fokymeHToB" / A.}FO.Uykosenkos,B.®.SukoBas .— M. :
[IpocnekT, 2004 .— 216c.

(II.x. 1197315- 1197318, 1193857- 1193860, 1212468- 1212470)

6) Kysuenos, U. H. JlexonpousBoactso : yueb.-crpas. mocodue / M. H. Ky3ueros .— 4-e us.,
nepepad. u gon .— M. : JlamkoB u K, 2007 .— 520 c. — ISBN 5-91131-387-1 (B mep.) : 262.00.

8 Ilepeyennb pecypcoB HHGOPMAIHOHHO-TEJEKOMMYHMKANMOHHON ceTH «WHTepHeT,
HEOOXOIUMBIX /IJIsl OCBOCHUS TUCHHUILIHHBI (MO1YJIA)

1. https://tsutula.bibliotech.ru/ - DnexTponnstit ynraasublit 3a1 “BUBJIMOTEX”:
yuebnuku aBTopoB Tynl'Y mo Bcem nucruminHaM. Pexxum noctyna: mo mapouito.- 3ari. ¢
JKpaHa

2. https://www1.fips.ru — ®enepanbHbIii HHCTUTYT TPOMBINUICHHON COOCTBEHHOCTH
[DnexkTpoHHEIH pecypc]. Pexxum noctymna: cBoOOOAHBIN.- 3ari. ¢ IKpaHa

3. http://window.edu.ru - EnuHoe okHO ocTyma K 00pa3oBaTelbHBIM pecypcam: mopTat
[DnexkTpoHHEIH pecypc]. Pexxum noctymna: cBOOOAHBIN.- 3ari. ¢ IKpaHa

4. http://cyberleninka.ru/ - HOb KubepJlenunka Hay4Has 2JIeKTpOHHAsi OMOIHOTEKa
OTKPBITOTO JOCTyMa. PesxuM ocTyrma: cBOOOIHBIN.- 3aril. ¢ 3KpaHa.

9 IlepeyeHb WHPOPMAUMOHHBIX TEXHOJOTHH, HEOOXOAMMBIX JJsl OCYLIEeCTBJICHUS
00pa30BaTEeJILHOIO NMPoIecca Mo JMCHUIINHEe (MOYJII0)

9.1 IlepeyeHb HeOOXOAUMOI0 €KEroAHO OOHOBJISIEMOr0 JIMIEH3MOHHOI0 W CBOOOIHO
pacnpocTpaHsieMoro NporpaMMHOro odecnedeHnsi, B TOM YHCJIe 0Te4eCTBEHHOI0 IPOU3BOCTBA

1. TexcroBsiit penaktop Microsoft Word;

2. IlporpamMma st paboTHI C JIeKTPOHHBIMHU Tabuiamu Microsoft Excel;

3. [Iporpamma noaroroBku npeseHtanuii Microsoft PowerPoint;

9.2 IlepeyeHb HEOOXOAUMBIX COBPEMEHHBIX MNPO(ecCHOHAJbHBIX 0a3 [TaHHBIX M
HH(POPMANMOHHBIX CIPABOYHBIX CHCTEM

CoBpemennbie TpodeccroHa bHbIe 0a3bl JaHHBIX W WH(POPMAIHOHHBIE CIIPABOYHBIC CHCTEMBI
HE TpeOyIoTCS.


https://tsutula.bibliotech.ru/
https://www1.fips.ru/
http://window.edu.ru/
http://cyberleninka.ru/
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