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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOI'PAMMBbI YUYEBHOH

JUCHMIIJIMHBI «OI.13 JTOKYMEHTAIIMOHHOE OBECHEYEHUE
YIIPABJIEHUSD»

1.1. O0aacTh NpUMeHeHHs IPOrpamMMbl

Pabouas

nporpamma  yuebnoit  jmermummasl - «OIL14  JIOKYMEHTALIMOHHOE

OBECITEYEHUE VIIPABJIEHUSI» sBisiercs 4acThbio OCHOBHOM 00pa3zoBaTesIbHON IIPOrpaMMbl B
cootBerctBun ¢ OI'OC CIIO mno cnemwansaoctn  09.02.07 Mudopmanmonubie  CHCTCMbI U
[IPOrpaMMHUPOBAHHE.

Vuebnas gucnummna «OI1L.14 JIOKYMEHTAIIMOHHOE OBECITEYEHUE VIIPABJIEHWST»
NPHHAUICHKHAT K 0OIEnpohecCHOHATBHOMY [IHKITY, JMCIMIUIAHA BXOAUT B 00MEenpodecCHOHANbHbIH

IIMKJT 1 BBCJICHA 3a CYET 4aCcoB BapHa’I‘I/IBHOi;I HacTH.

1.2. [Ie.m; U IUIAHUPYEMbIC PE3YJIbTATHI OCBOCHUH JIHCHHUIIINHDBIL

Ko Ymenust 3Hanusn

MK, OK

OK 1- ~  oopMIIATh JOKyMEHTAlUs B | —  HOHSTHS, LEId, 331244 U IIPUHIATIBI

OK11 COOTBETCTBHM C YCTAHOBIICHHLIMH | JIOKYMEHTAIIUHOHHOTO obecreyenus
TpeOGOBaHUAMH, B TOM UMCIE C | YIPaBICHHUS;
MCIIOJIB30BAHUEM MHPOPMAIMOHNBIX | —  CHCTEMBI JIOKYMEHTAIMOHHOTO
TCXHOJIOTHH; obecrieyenusi YIPABJICHUS, uX
~  OCYIIECTBJISATE ABTOMATH3AIUIO;

ABTOMATUZUPOBAHHYIO ()6pa60'1‘1<y

KJIaCCH(b AKaIUIo JOKYMCHTOB]

JIOKYMEHTOB; —  rpeboBaHuss K  COCTABJICHHIO U
- OCYIECTBIIATL ~ XpaHeHUEe MW | oOpPMIICHHIO JIOKYMEHTOB;
HOMCK JIOKYMCHTOB; = Opraiu3aiuio  JIOKyMeHToo0opoTa:
- MCIIOJIb30BATh pueM, 00paboTky, pErucTpaInio,
TCJICKOMMYHUKAITHOHHBIC KOHTPOJIb, XpaHeHue JIOKYMCHTOB,
TEXHOJIOIMU B DIICKTPOHHOM |  HOMECHKJIATYpY JIEIL.
JIOKYMEHTO000POTE;
®opmupyeMbie KOMIETECHIUHU:
OK 01 BeiOupare  criocoObl  pemeHus  3ajiad IPOoQEeCcCHOHAILHON  JCATCIILHOCTH,
HPUMEHUTENILHO K pa3M4HbIM KOHTEKCTaM
OK 02 OCymEeCTRIATh TIOMCK, aQHAIM3 M HHTEPIPETAIMIO MHGOPMALMHA, HEOOXOMMON JUIi
BBIITOJTHECHHUSA 33124 TPOPECCHOHAILHOM JICITCIILHOCTH
OK 03 [TnanupoBars # peaM30BBIBATH COOCTBEHHOE MPOPECCHOHAILHOE M JIMYHOCTHOC
pa3BUTHE.
OK 04 PaGoTtarh B KOJUIEKTHBE W KoMmauze, dp(PEKTUBHO B3aUMOJEHCTBOBATL € KOJUICTaMH,
PYKOBOJICTBOM, KIIMEHTAMH.
OK 05 OcCymiecTBIsATh YCTHYIO M ITMCbMEHHYIO KOMMYHUKALMIO HA I'OCYIAPCTBEHHOM SI3BIKE C
Y4ETOM OCOOCHHOCTEH COIMAIBHOIO U KYJILTYPHOIO KOHTEKCTA.
OK 06 [TposBIsSITE  TPAKIAHCKO-TTATPUOTHYECKYIO TTO3UIMIO, JEMOHCTPHPOBATL OCO3HAHHOEC

HNOBCIACHUEC Ha OCHOBC Tpa/IMIIMOHHBIX OG[I.[C“ICJ’IOBC‘!CCKI/IX ]lClIHOCTCﬁ, [IPUMCHSTD
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CTAaHAapThl AHTUKOPPYIIIIUOHHOI'O ITOBCIACHHMA.

OK 07 CoieiiCTBOBATH COXPAHEHUIO OKPYIKAIOIIEH Cpejibl, pecypcochepexetnio, H3HeKTHBHO
JICHCTBOBATH B YPE3BLIUANHBIX CUTYAIIHSIX.
OK 08 HMcrons3oBarh cpejicTBa  (hU3MUECKOW KyIbTYPbl JUISl COXPAHCHMA M YKPCIIICHUA

3JI0POBLA B IpoInecce npodmccuonanm—mﬁ JICATCIIbHOCTH Hu HOJICPIKAHUSA
HCO6XOILI/]MOFO YpOBHA Q)HSHHCCKOP'I ITOATrOTOBJICHHOCTH.

OK 09 HMcnonb3oBars HHGOPMAIMOHHBIC TEXHOJIOTHH B NPOHECCHOHANBHOMN JICSITCIILHOCTH.

OK 10 [Tosb3oBarbest  MPO(ECCHOHAILHON — JIOKYMEGHTALMCH  HAa  roCylapCcTBEHHOM  H
HHOCTPAHHOM SI3bIKAX.

OK 11 IIAHMPOBATH NPEANPUHAMATEIIBCKYIO JACSTEIBHOCTD B IIPOhEcCHOHabHOM cdepe.

1.3.KoJimgecTBO 4acoB HA OCBOCHME HporpaMmebl JUCHHIVIHHBIL

Bcero yacor — 80 yacoB, U3 HUX HA OCBOCHHWE JIMCIUTUIMHBL 72 vaca,
HA CaMOCTOSTEIILHYIO paboTy — 8 yacos,

[Ipomesxcyrounas arrectanudsi ycranosiena B (opme guddepenuupoBantoro 3aucra.



2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM TUCLUTIJIMHBI

2.1.00bém yqeOHol IHMCHHNVIHHBL B BIIBI y4e6HO0I padoTb

Bujx yuednoii padorni

O0béM yacon

O0nem o6pazoBaTebHOI NPOrPpaAMMBI 80
O01em padorsl 00yHaI0OIIUXCSH BO B3aMMO/ICHCTRHHM ¢ nperojaBarejiemM 72
B TOM YHCJIE:

TCOPETHYECKOE 00 yUCHHMs 50
NPAKTUYCCKUC 3aAHATHS 20
Camocmosmenvuas paboma 8
[Tpomeixyrounas arrecrauns B popme mudpdepennuposannoro 3adera 2
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3.YCJIOBHUSI PEAJIM3ALIAU PO PAMMBI YUEBHOM JIACHUILINHBI

3.1. TpeﬁoBa}mﬂ K MHHUMAJILHOMY MaTepl/laJlbllO-TeXlll(l‘lCCK()My ofecnedeHuIo

Jiis  peanm3alid  HPOrpaMMbl yueOHOM  JIMCUMIUIMHBL - JIOJDKHDL ObITH  TPELYCMOTPEHDI

ClIeIYIO1He criealibHbIC ITOMEIICHU ! KaOuHET <<COL[H'd.]'[bH()-BKOHOMI/l‘{CCKI/IX JIACIATIITAH D,

OCHalI.[CH}"II)].ﬁ CIIC}I}/TOIILI/IMO60pyl,l0BaHI/ICM U TEeXHUYCCKUMU Cpe)ICTBaMI/I ()6}7‘{61{1/[5[2

- pabouee MECTO NPETo/IaBaTeIis;

- TOcaIoUnbIE MeCcTa 00y YaloMXCst (110 KONMYCCTBY 06 yuaronmxcs);

- yucOHbIC HATJISTHBIC 110coOwst (TaGIMIBL, TUTAKATHI);

- TeMATHYCCKHE NANKU JMIAKTHICCKUX MATCPHAIIOB;

- KOMIUTEKT Yy4eOHO-METO/IMIECKOU JIOKYMCHTAIlHH,

- KOMILIEKT Y4eOHUKOB (yUeOHbIX 10COOMit) 110 KOIMYECTBY 00YJarOUMXCS;
- nporpamma Microsoft Outlook.

3.2. Undopmaumonnoe odecnedenne peau3aluy porpamMmbl
OcHoBHAasI JIATEPATYPA

JIoKyMCHTAIHOHHOE ofecTeeHue yupapeHus ; yucOHuK / C. A. T'norosa, A. 10. Konbkosa,
0. M. Kyxapuna, E. A. Ckpuiiko; Hoi o6t Pe. T. A. Boikosoii.- Mocksa : Kuopye, 2020.-
266 ¢.- (Cpejance MpodheccHoHabHOC obpasosatue). — 50 3K3.

JIoKyMeHTAIHONNoE 00ccie eHne YIPABJIEHHS | yUCOHUK / C. A. I'noroea, A. 10. Konbkosa,
10. M. Kyxapuna, E. A. Cxpuriixo; 1ol o6t Pe. T. A. Boikooid.- Mocksa : Kunopye, 2020. -
266 c. - (Cpeanee 1podeccuotarbHoOC obpazoBanue). — — URL: https://www.book.ru. —
PexuM 10CTYIIa: 110 TTO/UTUCKE.

Llysanosa H. H. JIoKyMEHTAIMOHHOC obecrieueHne yrpaBicHus yueOHIK ¥ IPAKTAKYM JUIA
CI10 / H. H. Ulysanosa. — 2-¢ U3 — Mockpa : Mznarenscrso [Opanr, 2020. — 265 ¢. —
(IpodeccnonanbHOC o6pazosanue).— URL: https: // urait.ru. — Pexnm jlocTylia: 1o ITOJUITHCKE.

Kysnenos M. H. JlokyMeHTAIHOHHOC obecricyeHue YIpaBJICHHS. JlokymeHTo000poT U
JICIONPOM3BOJICTBO © YYEOHHMK M IPAKTAKYM JULA CI10 / W. H. Ky3uernos. — 3-¢ u3/L., nepepad. v
o, — Mocksa : M31areineTso [Opair, 2020. — 462 ¢. — (IlpodeccuonaibHoe
o6pazosanne). — URL: https: // urait.ru. — Pexum poctyma: 1o [1O/IUCKE.

JlonoaHHTeIbHAS JIUTEPATyPa
Anjapeesa B. W. JlenonponsBoJCTBO - opranu3anus | BEJCHUC : yueGroe nocodue / B. K.

Amnjpeesa. — Mocksa : KuoPye, 2020. — 294 ¢. — URL: https://www.book.ru. — Pexum
JOCTYIA: MO NOJITHCKE.
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4. KOHTPOJIb 1 OIIEHKA PE3YJILTATOB OCBOEHMSI YYEBHOM JACUUIIINHBI

]

Pe3yabraThl 00y4eHuUsI
(ocBOEHHDbIC YMEHHs, yCBOCHHbIC 3HAHAA)

yMeTh:
- odopmIIITh JIOKyMEHTalus B COOTBETCTBHCM
gyucie ¢

C yC'I‘aIlOBJICHHI)lMPl '1‘].’)06088.}'11/151MM, B TOM
ACITOJIL30BAHUCM I/IH(bOpM’dIH/[OH]l})lX TEXHOJIOTUH;

— OCYIIECTBIISATD ABTOMATH3UPOBAHHYIO
00paboTKy JIOKYMEHTOB;

= OCYINECTBIATH  XpaHewue — # TOMCK
JIOKYMEHTOB;

- HCII0JIB30BATh TENIEKOMMYHAKAIIMOHHBIC

TeXHOJIOTUHN B HJIEKTPOHHOM llOKyMCHTOO60pOT€.

3HATh:

3ajla9qu U [IPUHIIATIBI

- HOHSITHUSA,
JIOKYMEHTALHOHHOTO obecrnieuecHust yIIPaBJICHUS,

e,

(D()[)Mbl U METOAbI KOHTPOJIH H

- CUCTEMDBI JIOKYM CHTAIMOHHOTO obecrieyeHuUs

ylrpaBJiCHusd, WX aBpTOMaTHU3alHnIo;

= Kﬂ’dCCH(bﬂKalll/lK) JIOKYMCHTOB]

== 'l'p€6()BaHl/lﬂ K COCTaBJICHHUIO U O(I)OPMJICHVUO
JIOKYMCHTORB;

= opl‘anmaumo ),IOK)/MCHTOO60p()TaI IpreMm,
XpaHeHue

006paboTKy, KOHTPOJIb,

JIOKYMCHTOB, HOMCHIJIATYPY JCL.

perucTpanuio,

OLCHKH [)C(Slel)TilT()B

o0yueHusI

- IPaKTHYECKHUE 3aHSTHS,
camocTosTe/bHas padboTa.
Texymui KOHTPOIIb.

JluddeperimpoBanibi 3auéT
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