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JIOKyMEHTallMOHHOE 00eCIIeYeHUe YIpaBIeHUs

OOII 39.02.02 Opranuzanus CypJIOKOMMYHHUKAIIUW; TYMaHUTapHBIA TPOpUIIb
Kpanudpukanus: CypaonepeBogunk

Kypc 3, cemectp 6
[Indp muctunmuael no yaedHomy miany OI1.04

\O
Ne | Buzbl yueOHO# pabOTHI %
S
S
1 Bceero ayiuTOpHbIX 3aHATHI, Yac. 65
TEOPETUYECKUX 24
IIPAKTUYECKUX 41
U3 HUX B aKTUBHOW M WHTEpakTUBHOU Qopwme, | 35
yac.
2 CamocrosTenpHas paboTa, Jac. 38
B TOM 4YHCIE KYpPCOBOM TPOEKT, KypcoBas
pabota, PI'3, moaroroBka kK KOHTpOJBHOM padore,
yac
4 3a4eT, qud. 3a4eT, Jyac 3a4.
5 Ceccus (9K3aMeH), Jac.
Bceero gacos 103




OcHoBaHue I
BBEICHUA Kypca

TpeboBanus GI'OC

Anpecat Kypca OOyuatomumecsi, BRIOpaBIne 00beKTaMH MPOoheCcCUOHATBHOM
JESTEIIbHOCTH
CYpAOKOMMYHHKAIMIO; YYaCTHUKOB IIPOLIeCca CypAOKOMMYHHUKAIINH;
MIEPBUYHBIC TPYAOBBIE KOJIJICKTUBBI.
TpeGoBanus J1s ycrienmHoro yCBOSHHUsI TUCIUILUIUHBI CTYIEHTY HEOOXO0AUMO
K Ha4aJIbHOMN YMETB:
MOJITOTOBKE, MCIOJIB30BaTh Pa3INYHbIE BUABI IPOrPAMMHOTO 0OECTIeYeHH s, B T.4.

HEOOXOUMBbIE JJIs
YCHENTHOTO YCBOCHUS
JVICIUTUTAHBEI (CBSI3U
C TUCUUTUTHHAMH,
NpEeIECTBYOIMMHA
JTAHHOMY KYpCY)

CHEIHAIIBHOTO;
HNPUMEHSTh KOMIbIOTEPHBIE U TEIEKOMMYHHUKAIIMOHHbIE CPEJICTBA;
3HATh:

6a30Bble CUCTEMHBIE IPOrPAMMHBIE IPOIYKTHI M MAKEThl IPUKIIAIHBIX
porpaMM B 00JIacTH MPO(ECCHOHATFHON JAEATEIbHOCTH.

Snpo kypca

[lepeueHb OCHOBHBIX JUAAKTHMYECKUX €AMHUIl (KIHOYEBBIX pa3/eoB
JUCUUIUIMHBL): VIcXOaHbIe MOHATHA JEIONpPOU3BOJCTBA. JJOKYMEHT U ero
¢ynkumu. OOmume HOPMBI M TpaBWiIa O(GOPMIICHHS JOKYMEHTOB.
Knaccupukanuss u  CTpyKTypa OpraHU3allMOHHO-PACHOPSIUTENbHBIX
JIOKYMEHTOB. Bujbpl opraHu3aliMOHHO-PaCIOPSAAUTENbHON TOKYMEHTALINH.
I'OCT P 6.30-2003. ®opmynsap OPJI, cocraB pexkBuzutoB OP/l. bianku
JOKYMEHTOB. Odopmnenne OpraHu3allMOHHO-PACIOPSAUTEILHON
nokymeHTaruu. Oc¢opmiieHHe TOKYMEHTAalMd [0 JIMYHOMY COCTaBy.
CocraB kaznpoBoil gokymeHTanuu. OpraHuzanus OeI0NpPOU3BOJACTBA.
Cnyx0a JOKYMEHTAallMOHHOTO YMpAaBJIEHHUS, €€ CTPYKTypa, (QYyHKIHH H
JOJDKHOCTHOM cocTaB. TexHosorus opraHusanuu JI0KyMEHTO0OOpoTa.
®opmbl opranuzany padoTel ¢ JokymMeHTamu. OOuiye npaBuia U 3a1a4u
peructpauuu TOKyMeHTOB. CucremaTu3anusi U XpaHEHHE TOKYMEHTOB B
opraHuzanu.  ABTOMaTHM3alusi  TNPOLECCOB  JTIOKYMEHTALMOHHOTO
oOecrieyeHrs ynpaBlieHUs. TEXHUYECKUE CpPENCTBA, HCIOJIb3yEMbIE B
JIeJIOTIPOU3BO/ICTBE.

[Ipumenenne
COBPEMEHHBIX
00pazoBaTeNbHBIX
TEXHOJIOTUH
(uHpOpPMALIMOHHBIX U
He1arornYecKmx)

OnuceiBaloTcst 00pa3oBaTeibHblE TEXHOJIOTMM UM aKTUBHBIE (OPMBI
NeSITeIbHOCTH CTYJICHTOB, NPUMEHSEMBbIe Ul MPOBEACHUS 3aHATHH 110
TVICIIATUTAHE
e oOydyeHHe B MalbIX rpymnmnax (oOyuyeHHe B COTPYAHHUYECTBE —
cooperative learning)

e 10100p MHAWBUIYAIBHBIX 33JaHUI Pa3HOTO YPOBHS CIOKHOCTH
Vcrnonb30BaHue CHELUAIBHBIX TEXHUYECKUX CPEACTB, ACCHUCTUBHBIX
TEXHOJIOTH W TPOTPAMMHOTO OOecredeHus JUIsi 0Oy4eHUs! CTYIEHTOB C
HApYIICHUSIMU CIIyXa, HAPYIIEHUSAMHU 3peHust, HapymeHusiMu OJIA.

OO6yuaromuecs ¢ OrpaHUYE€HHBIMU BO3MOXKHOCTSIMU 3JI0POBbSI UMEIOT
CBOM  crneuu(puyeckue  OCOOCHHOCTHM  BOCHpPUATHUS,  NepepabOTKH
MaTepuaia, BBITIOJHEHHUS MPOMEXKYTOYHBIX U MTOTOBBIX (POPM KOHTPOJIS
3HaHuil. CTyleHTbl 00ecneyuBarOTCs IEYaTHBIMM U JIEKTPOHHBIMHU
oOpa3oBaTenbHBIMU ~ pecypcaMd B (opMax, aJanTHPOBaHHBIX K
OTPaHUYEHUSIM HUX 3JI0pOBbsI M BOCHPUATUS MHPOPMALMU: Ul JIUI C
HapyIICHUSIMHU 3PCHUS:

- B IEYaTHOM (popMe yBEITUUEHHBIM IIPUPTOM;

- B popMe SIEKTPOHHOTO JTOKYMEHTA;

- B hopme aynuodaiina;

- B neyaTHou ¢opMe Ha si3bike bpaiiis;




JUISL JIAI] C HApYILICHUSIMU CITyXa!

- B Ie4aTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA,;

IS JIUIT C HApyIISHUSIMH OTIOPHO-/IBUTATEIBHOTO aImapaTa:
- B IeYaTHOH (opme;

- B ()OpMe 3IEKTPOHHOTO JOKYMEHTA;

- B opme aynuodaiina;

XapakTepucTuka
UCIIOJIb3yEeMbIX
METOIUYECKHIX
MaTepUajoB

Cocras YMK 1no nucumiinHe: IJI1aH 3aHITHN; METOIUYSCKHE
PEKOMEH/IAIMU 10 U3YUYECHUIO JUCIUIUTMHBL, KOHTPOJIUPYIOITUE
MaTepHabl sl TEKYIEH U TPOMEKYTOUHON aTTECTAIlUU; COBETHI 1O
MOATOTOBKE K TEKYIEH U MPOMEKYTOUHOM aTTECTAIlMU; PEKOMEHIAIINN
JUTSL TITYXUX M CJIA00CIIBIIAIIMX 10 pab0Te C IUTEpaTypoi ¢
MCII0JIb30BAHUEM KOMIBIOTEPHBIX CPE/ICTB Pa3BUTUSI KOMMYHUKATUBHBIX
CIOCOOHOCTEH (TpeHaXEP PYCCKOTO KECTOBOTO sA3bIKa, «CaMOydHUTEIh
PYCCKOTO KECTOBOTO SI3bIKaY); (haliiIbl C pa3IaTOYHBIMUA MaTepHUaIaMH,
TECTHI U 3aJaHus, pa3pabOTaHHBIE C YYETOM CIICIM(PUKHA CTYACHTOB-
WHBaJINJIOB

VYueOHas u yueOHO-
METOTUIeCKast
JuTEparypa

OcHoBHasi JuTEpaTypa

1. bacakoB M.WU., 3ambiikoBa O.W. [enonpousBoiactBo. YueOHOE
nocobue. — PocroB-Ha-Jlony: «®ennkey, 2016 — 384 c.

2. KysnenoB WM.H. JlokyMeHTallMOHHOE OOECHEeUeHUe YIpaBlICHUS H
JIEIOTIPOM3BOICTBO: yueOHUK 11 OakanaBpoB / M.H. Ky3ueros. — M.:
WznarensctBo FOpaiit; N/ FOpaiit, 2016. — 576 c.

JlonoiHuTeILHAS JINTEPATypa

1. Comnory6 O.Il. TlpakTuky™M MO JOKYMEHTAIIHOHHOMY OOECTICUCHHIO
ympasienus: yuae6. nmocooue / O.I1. Conory0. — 2-e u3n., crep. — M.:
WzparensctBo «OMera-JI», 2011. — 128 c.

2. UYykoBenkoB A.}O., SukoBas B.®. [IlpaBunma odopmiaeHue
nokymeHToB. Kommenrtapuit k 'OCT P 6.30-2003. — M.: «TK
Benowu», m3a-so «IIpocnext, 2004.

MeTtoaunueckas Jureparypa, UHTepHeT - pecypchbl M pecypchl

OTKPBITOr0 J0CTyINAa

1. Amupos, A.P. JlokyMeHTanimoHHOE 00ecTieueHNE YIPaBIICHHS B
opranuzanusx: yue0. mocobue. [Dnekrponuslii pecype] / A.P. Amupos,
B.W. MuxaiinoB. — OnektpoH. n1aH. — Yda : BI'TIY umenu M. Akmysbl,
2009. — 176 c¢. — Pexxum gocryma: http://e.lanbook.com/book/42213 —
3ari. ¢ 3KpaHa.

2. bacakoB, M.U. JlokyMeHTaIIMOHHOE 0OecTieueHNE yIpaBIeHus (C
ocHoBamu apxuBoBenenus) (st CI1O u HITO). [DnexkrpoHHBIH pecypc]
— OnekrtpoH. gaH. — M. : KnoPyc, 2013. — 216 c. — Pexum nocryna:
http://e.lanbook.com/book/53411 — 3arm. ¢ sxpana.

3. Huxynun, B.1. JlokyMeHTalMOHHOE 0OecrieueHue yIpaBiICHUs:
pabouast TeTpanab. [DIEKTPOHHBIN pecypc] — DnekTpoH. aaH. — [leH3a :
[Men3I'TY, 2012. — 143 ¢. — Pexum ngocryna:
http://e.lanbook.com/book/62476 — 3ar. ¢ sxpaHa.

4. Koctposa, FO.b. Opranuzaiius u TeXHOJIOTUSL JOKYMEHTAIMOHHOTO
obecrieuenus ynpasieHus. [Inexkrponnsiid pecypc] / FO.b. Koctpoga, JI.b.
Eroposa, O.B. JlozoBas. — Dnexrpon. nan. — CII6. : U0 CII6YTYuD,
2012. — 347 ¢. — Pexxum noctyna: http://e.lanbook.com/book/64087 —
3ari. ¢ 3KpaHa.




5. Tumodeena, E.C. JlokyMeHTalMOHHOE 0OecrieueHIE YIIpaBICHUS
COLMAITbHO-KYJITYPHBIM CEPBUCOM M TYPH3MOM: DJIEKTPOHHOE yueOHOE
nocobwue. [ IneKTpoHHbBIN pecypc| — DnektpoH. nan. — CII6. : DO
CIIoYTYuD, 2009. — 175 c. — Pexum gocryna:
http://e.lanbook.com/book/63809 — 3aru. ¢ skpana.

6. Uepnenkasi, JI.M. Jenonpon3BoicTBO (MTOKyMEHTaIlMOHHOE
obecrnieueHue yrnpapieHus). YueObHoe nmocodue. [ DIeKTpOHHBINH pecypc] —
OnektpoH. madH. — Tomck : TT'Y, 2013. — 234 c¢. — Pexum nocryna:
http://e.lanbook.com/book/44261

7. CaMOy4HTENb IO JOKYMEHTO000pOTY (Www.workpaper.ru)

MarepuanbHo- O6opynoBaHue Ha3nauenue
TEXHUYECKOE [Ipe3enTanonHoOe Jlnis mpe3eHTaluy MaTepruanoB
obecnieyeHue 000py10BaHNE KOMIIBIOTED, y4eOHBIX 3aHATHA
IPOEKTOP
KomruiexT o6opynoBanust Jlig opranu3zanuu yaueOHOro
«/Ilunamuueckas FMcucrema B | mporiecca ¢ JUIIaMU, UMEIOLIUMU
KOMILIEKTE. HapyLIeHUs CIyXa

1. BHemnune TpedoBanus

CooTBeTcTBUE COACPpIKaHUA TUCHUILIIMHBL Tpe6OBaHI/I$IM @ej;[epanl)Horo rocyaapCTBCHHOI'O
00pa3oBaTeNBLHOTO CTaHIapTa (KOMIIETCHIIUH, 3HAHUS, YMEHHSI, HABBIKH) U KOMIICTEHTHOCTHOM
MOJIETIH CTICTIHAINCTa TIpeICTaBIeHo B Tabmuie 1.1.

Tabmuma 1.1
TpebdoBannsa ®PI'OC k pe3yabTaTam ud¢p u popmyauposka komnerenuuu PIoC
OCBOCHHS IIMKJIOB TUCHHUILIMH
YMETb
TpeboBaHMs K YMEHUSIM Kozpbl, hopmMupyeMble KOMIETEHIIMU
1 0hOpMIIATh  JOKYMEHTAIlMIO B OK 1. IloHuMarh CymiHOCTh W COIMAJIBHYIO

COOTBETCTBHH C HOPMAaTHBHOH 0a30i, | 3HaUMMOCTh CBOEH OynyIiel npodeccuu, mposBIIsITh
B T.4. HCMOJB3Yys WH(DOpPMAIMOHHBIC | K HEW YCTOMYMBBIA HHTEPEC
TEXHOJIOTHUH;

OK 2. OpraHu3oBbIBaTh  COOCTBEHHYIO
NesITeNIbHOCTh, BBIOMPATh THUIIOBbIE METOJBl U
CIOCOOBI BBIMIOJTHEHUSI MPO(ECCHOHANBHBIX 3a/ad,
OIICHUBATH WX YP(HEKTUBHOCTH U KAYECTBO.

OK 3. IIpyHuMath penieHHss B CTaHAAPTHBIX U
HECTaHJAPTHBIX CHUTyallUsiX W HECTH 32 HHUX
OTBETCTBEHHOCTH

OK 4. OcyiiecTBisiTh MOWCK, AaHAIU3 U OLECHKY
uHpOpMaIlMK, HEOOXOIUMOW Ui TIOCTAHOBKU H
pelieHus npodhecCuoHaTbHBIX 3azad,
po(hecCHOHATBFHOTO W TUYHOCTHOTO PA3BUTHSL.

OK 5. Hcnons3oBath  MH(pOPMAIIMOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
npodeccuoHaNbHOM e TENbHOCTH.

OK 6. Paborath B KOJJIEKTHBE M KOMAaHJIE,
¢ pexTuBHO obmarscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatp Ha ce0s1 OTBETCTBEHHOCTD 3a paboTy
YJIEHOB KOMAaH[bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHui

OK 8. CaMoCTOSTENBHO OINpEeAesaTh 3aJaud
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mpo(ecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS camo00pazoBaHuEM, OCO3HAHHO
IJIAHUPOBATh MOBBILLICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
NEeSATENBHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTHBHO-IIPABOBbIE JIOKYMEHTBI B
po(ecCHOHABLHOM I TEIILHOCTH

YHU(DUIUPOBATH CUCTEMBI
JOKYMEHTaluy;

OK 1. Ilonumarh CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOeH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOIbl U
CHoCcOObI BBIMOJIHEHUSI MPOGECCHOHANBHBIX 3a/ad,
OLIEHUBATh X YP(PEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemeHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HUX
OTBETCTBEHHOCTD

OK 4. OcymiecTBisTh NOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAaHOBKU H
perieHus po(hecCHOHATLHBIX 3ajad4,
pohecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  WHGPOPMALHUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmarbcs c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTETIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 paboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocTrosATeNnbHO ONpeaeisaTh 3aJadu
mpo(ecCHOHATLHOTO ¥ JIUYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpOBaThCA B YCIOBHUSX YacTOM
CMEHBl  TEXHOJOTHMH B  TPOo(dhecCHOHATLHOU
JeSITeNbHOCTU

IK 1.7. Hcnons3oBath HE0OX0TUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(ecCHOHATLHOM JIEATEIILHOCTH

OCYHICCTBJIATL XPAHCHUC U IMOUCK
JOKYMCHTOB;

OK 1. Ilonumarh CyHIIHOCTP M COLHUAIbHYIO
3HaYUMOCTh CBOeH Oynayieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NESITEIbHOCTh, BBIOMPATH THUIOBBIE METOJBI U
CrocoObI BBIMOJIHEHUSI MPOGECCHOHANBHBIX 3aj1ad,
OLIEHUBATh WX YP(PEKTUBHOCTD U KAaYECTBO.

OK 3. IlpyHuMarh penieHusi B CTaHJAPTHBIX M




HECTAaHIAPTHBIX CHUTYyallUsX W HECTH 3a HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBiATh MOUCK, AHAJIU3 U OLIEHKY
nHpopmaluu, HEOOXOIAUMOW Ui TIOCTAHOBKH U
pelieHus po(hecCHOHATBLHBIX 3amad,
pohecCHOHaTBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBate  MHPOPMALHUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
poeCCUOHATIBLHOMN 1eATEEHOCTH.

OK 6. Paborath B KOJJIGKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, MOTPEOUTETIMU

OK 7. bpatp Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJICHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHul

OK 8. CaMocCTOATENbHO ONpeAessITh 3aqayu
npoecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIIICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHbl  TEXHOJIOTUU B npodeccnoHanbHON
NesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0TUMBIC
HOPMAaTUBHO-IIPaBOBbIE JIOKYMEHTBI B
po(ecCHOHABEHOM I TEIILHOCTH

OCYILECTBIISITh aBTOMATHU3AIIHIO
00pabOTKH JOKYMEHTOB;

OK 1. Ilonumarb CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOIbl U
CHoCcOObI BBIMOJIHEHUSI MPOGECCHOHANBHBIX 3a/ad,
OLIEHUBATh X YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HHUX
OTBETCTBEHHOCTD

OK 4. OcymuiecTBisTh MOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAaHOBKU H
pelieHus npodeCcCuOHATBHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  WMH(POPMALHUOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 PaboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocCTOATENbHO ONpeAesTh 3aJayu
npoeCCUOHATBHOTO ¥ JMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO




IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpoBaThCd B YCIOBHUSX YacTOM
CMEHbl  TEXHOJIOTUU B npodeccnoHanbHON
NEeSATENBHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTHBHO-IIPABOBbIE JIOKYMEHTBI B
po(hecCHOHATBLHOM IS TEIILHOCTH

HCIIOJB30BAaTh

TEICKOMMYHHKAIIMOHHBIE TEXHOJIOTHU
B QJICKTPOHHOM JOKYMEHTOOOOPOTE;

OK 1. Ilonumarb CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOIbl U
CHOCOObI BBIMOJIHEHUSI TPOGECCHOHANBHBIX 3aad,
OLIEHUBATh UX YP(PEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HUX
OTBETCTBEHHOCTD

OK 4. OcyuiecTBisTh NOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAHOBKU H
perieHus po(hecCHOHATBLHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  MH(POPMALUOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOM 1eATEEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 PaboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocTosATeNnbHO ONpeaeisTh 3aJayu
npo(ecCHOHATLHOTO ¥ JIUYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpOoBaThCAd B YCIOBHUSX YacTOM
CMEHBl  TEXHOJOTHMH B  TPOo(hecCHOHATHHOU
JeSITeNbHOCTU

IK 1.7. Hcnons3oBath HE0OXO0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(hecCHOHATLHOM JIEATEIILHOCTH

3HaTb

TpeboBaHMsI K 3HAHUSIM

dopmupyemble KOMIIETECHIIUU

MMOHSATHE, LENH, 3aJ]a9n

MMPUHIHUIIBI ACJIOMPOU3BOACTBA,

u

OK 1. Ilonumarb CyHIIHOCTP M COLHUAIbHYIO
3HAYUMOCTb CBOeH Oynyiei npodeccuu, mposBIsATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. Opranu3oBbIBaTh  COOCTBEHHYIO
NeSITeIbHOCTb, BBIOMPATh THUIIOBbIE METOJBI U
CIOCOOBI BBINOJHEHUSI MPO(ECCHOHANBHBIX 3a/ad,
OLIEHHBATh UX 3()PEKTUBHOCTH U KAYECTBO.

OK 3. I[IpuHuMaTth penieHHsi B CTaHAAPTHBIX U




HECTAaHIAPTHBIX CHUTYyallUsX W HECTH 3a HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBiATh MOUCK, AHAJIU3 U OLIEHKY
nHpopmaluu, HEOOXOIAUMOW Ui TIOCTAHOBKH U
pelieHus po(hecCHOHATBLHBIX 3amad,
pohecCHOHaTBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBate  MHPOPMALHUOHHO-
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH B
poeCCUOHATIBLHOMN 1eATEEHOCTH.

OK 6. Paborath B KOJJIGKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, MOTPEOUTETIMU

OK 7. bpatp Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJICHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHul

OK 8. CaMocCTOATENbHO ONpeAessITh 3aqayu
npoecCHOHATLHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIIICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHbl  TEXHOJIOTUU B npodeccnoHanbHON
NesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0TUMBIC
HOPMAaTUBHO-IIPaBOBbIE JIOKYMEHTBI B
po(ecCHOHABEHOM I TEIILHOCTH

OCHOBHBIE
JOKYMEHTAL[HOHHOI'O
yIpaBJIEHUS;

[IOHATUSA
o0ecrieueHus

OK 1. Ilonumarb CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOIbl U
CHoCcOObI BBIMOJIHEHUSI MPOGECCHOHANBHBIX 3a/ad,
OLIEHUBATh X YPPEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HHUX
OTBETCTBEHHOCTD

OK 4. OcymuiecTBisTh MOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAaHOBKU H
pelieHus npodeCcCuOHATBHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  WMH(POPMALHUOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOMN 1eATETEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 PaboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocCTOATENbHO ONpeAesTh 3aJayu
npoeCCUOHATBHOTO ¥ JMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS camo00pazoBaHuEM, OCO3HaHHO




IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpoBaThCd B YCIOBHUSX YacTOM
CMEHbl  TEXHOJIOTUU B npodeccnoHanbHON
NEeSATENBHOCTH

IK 1.7. Hcnonb3oBath HE00X0IUMBIC
HOPMAaTHBHO-IIPABOBbIE JIOKYMEHTBI B
po(hecCHOHATBLHOM IS TEIILHOCTH

CUCTEMBI JIOKYyMEHTAIMOHHOTO
o0ecrnieueHus yrpaBJeHHUs,

OK 1. Ilonumarb CyHIIHOCTP M COLHUAJIbHYIO
3HaYUMOCTb CBOEH Oyayuieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
NEeSTENbHOCTh, BBIOMPATH THUIIOBBIE METOIbl U
CHOCOObI BBIMOJIHEHUSI TPOGECCHOHANBHBIX 3aad,
OLIEHUBATh UX YP(PEKTUBHOCTH U KAYECTBO.

OK 3. IlpyHuMarh pemieHus B CTaHAAPTHBIX M
HECTAaHJAPTHBIX CHUTyallUAX M HECTH 3a HUX
OTBETCTBEHHOCTD

OK 4. OcyuiecTBisTh NOUCK, aHAIN3 U OLEHKY
uHbopMaluy, HEOOXOIUMOM Ui TOCTAHOBKU H
perieHus po(hecCHOHATBLHBIX 3ajad4,
po(hecCHOHANBFHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3oBath  MH(POPMALUOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH B
poeCCUOHATILHOM 1eATEEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJIE,
3¢ (heKkTUBHO oOmmarbes c KOJUIETaMu,
PYKOBOJICTBOM, OTPEOUTEIIMU

OK 7. Bpatb Ha cebs OTBETCTBEHHOCTh 32 PaboTy
YJIEHOB KOMaH/bl (MOJYMHEHHBIX), 3a pe3yJbTaT
BBIIIOJIHEHUS 3aJaHnl

OK 8. CaMocCTOATENbHO ONpeAesTh 3aJayu
npo(ecCHOHATLHOTO ¥ JIUYHOCTHOTO  Pa3BUTHS,
3aHUMAThCS camoo0pazoBaHueEM, OCO3HaHHO
IJIAHUPOBATH MOBBILLICHUE

OK 9. OpueHTHpOoBaThCAd B YCIOBHUSX YacTOM
CMEHBl  TEXHOJOTHMH B  TPOo(hecCHOHATHHOU
JeSITeNbHOCTU

IK 1.7. Hcnons3oBath HE0OXO0IUMBIC
HOPMAaTUBHO-IIPaBOBbBIE JIOKYMEHTBI B
po(hecCHOHATLHOM JIEATEIILHOCTH

KJIacCU(UKAIUIO JIOKYMEHTOB;

OK 1. IloHumarh CyHIIHOCTP M COLHUAIbHYIO
3HaYUMOCTb CBOeH Oynyieil mpodeccuu, IposSBIATH
K HEW yCTOMYMBBIA HHTEPEC

OK 2. OpraHu3oBbIBATh COOCTBEHHYIO
JEeSITEIbHOCTh, BBIOMPATh THUIOBBIE METOJBl U
CrocoObI BBIMOJIHEHUSI MPOGECCHOHANBHBIX 3aj1ad,
OLIEHUBATh UX YPPEKTUBHOCTH U KAaYECTBO.

OK 3. IlpuHuMarh pemieHus B CTaHAAPTHBIX M
HECTaHJAPTHBIX CHUTyallUsiX W HECTH 32 HUX
OTBETCTBEHHOCTh




OK 4. OcymiecTBiATh MOUCK, AHAJIU3 U OLIEHKY
nHpopmaluu, HEOOXOIUMOW UIsI TIOCTAHOBKH U
pelieHus po(hecCHOHATBLHBIX 3amad,
pohecCHOHATBFHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnonp3oBate  MHPOPMALHUOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH B
npoeCCUOHATIBLHOMN 1eATEEHOCTH.

OK 6. Paborath B KOJJIEKTHBE U KOMAaHJE,
3¢ heKkTUBHO oOmarbes c KOJUIETaMu,
PYKOBOJICTBOM, MOTPEOUTETIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 32 paboTy
YJICHOB KOMaH/bl (MOJYMHEHHBIX), 3a pPe3yJbTaT
BBIIIOJIHEHUS 3aJaHul

OK 8. CaMocCTOATENbHO OMNpeAessTh 3aqauu
npo(ecCHOHATFHOTO ¥ JTUYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS camo00pazoBaHuEM, OCO3HaHHO
TUTAHUPOBATH MOBBIIIICHUE

OK 9. OpueHTHpOBaThCAd B YCIOBHUSX YacTOM
CMEHBbl  TEXHOJIOTUU B npodeccnoHanbHON
NesITENbHOCTH

IK 1.7. Hcnonb3oBath HE00X0TUMBIC
HOPMAaTUBHO-IIPaBOBbIE JIOKYMEHTBI B
po(ecCHOHATBLHOM IS TEIILHOCTH
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TpeOOBaHUS K COCTABICHUIO H
0 OpMIICHHIO TOKYMEHTOB;

OK 1. IloHuMarh CymIHOCTb U COIMAJIBHYIO
3HAYMMOCTb CBOEH Oyay1iei npodeccuu, mposBIsTH
K HEH yCTOMYMBBINA MHTEPEC

OK 2. OpranuzoBbiBaTb ~ COOCTBEHHYIO
NesITeNIbHOCTh, BBIOMPATh THUIIOBBIE METOIBl U
CIOCOOBI BBIMIOHEHUSI TMPO(ECCHOHANBHBIX 3a/ad,
OLIEHHBATh UX 3()PEKTUBHOCTH U KaYECTBO.

OK 3. [IpuHumath peuieHHss B CTaHAAPTHBIX U
HECTaHJAPTHBIX CHUTyallUsX W HECTH 32 HHUX
OTBETCTBEHHOCTH

OK 4. OcyiiecTBisiTh MOUCK, aHAIU3 U OLECHKY
uHpOpMaIlMK, HEOOXOIUMOW JUISI TIOCTAHOBKU H
pelieHus npohecCuoHaTbHBIX 3azady,
poeCCHOHATIBHOTO M IMYHOCTHOTO Pa3BUTHSI.

OK 5. Hcnons3oBath  MH(pOPMAIMOHHO-
KOMMYHUKAI[MOHHbBIE TEXHOJIOTHH B
npodeccuoHaNbHOM IeATEIbHOCTH.

OK 6. Paboratb B KOJUIEKTHBE M KOMAaHJE,
¢ exTuBHO o0maTscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a paboTy
YIEHOB KOMaH/bl (IIOJYMHEHHBIX), 3a pE3yJbTaT
BBITIOJTHEHUS 33/1aHUN

OK 8. CamocTosTeNbHO OINpEeAeaTh 3aJauu
npoecCHOHANBHOTO ¥ JIMYHOCTHOTO  Pa3BUTHS,
3aHUMAaThCS caMo00pa3oBaHUEM, OCO3HaHHO
IJIAHUPOBATH MOBBIILICHUE




OK 9. OpueHTHpOBaThCS B YCIOBHUSX YacTOU
CMEHBbl  TEXHOJOTHUI B npodeccuoHanbHON
e TETbHOCTH

I1IK 1.7. Hcnonp3oBath HEeo0OXO0aUMBIE
HOPMAaTHUBHO-TIPABOBbHIE JIOKYMEHTBI B
podecCuoHaNBHOM e TEIbHOCTH
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OpraHHU3aIfi0 JOKYMEHTO00O0pOTA:
npueM, 00pabOTKy, PETUCTPAIHIO,
KOHTPOJIb, XPaHCHHE JIOKYMEHTOB,
HOMEHKJIATYpy eI

OK 1. IloHuMarb CyUIHOCTb U COIIMAJIBHYIO
3HAYUMOCTb CBOEH Oyay1iei npodeccun, mposBIsATH
K HEH yCTOMYMBBINA UHTEPEC

OK 2. OpranuzoBbiBaTb ~ COOCTBEHHYIO
NesITeNIbHOCTh, BBIOMPATh THUIIOBBIE METOIBI U
CIOCOOBI BBITIOMHEHUSI TMPO(ECCHOHANBHBIX 3a/ad,
OLIEHUBATH UX 3()PEKTUBHOCTH U KaYECTBO.

OK 3. [IpuHumath penieHuss B CTaHAAPTHBIX U
HECTAaHJIAPTHBIX CHUTYyalUsX W HECTH 32 HUX
OTBETCTBEHHOCTh

OK 4. OcyiiecTBisiTh NOUCK, aHAIU3 U OLECHKY
uHpOpMaIlMK, HEOOXOIUMOW JUISI TIOCTAHOBKU H
pelieHus npoheccuoHaTbHBIX 3azad4,
po(hecCHOHATFHOTO W TMYHOCTHOTO PA3BUTHSL.

OK 5. Hcnons3oBath  MH(OPMAIIMOHHO-
KOMMYHUKAI[MOHHbBIE TEXHOJIOTHH B
npodeccuoHaNbHOM IeATEIbHOCTH.

OK 6. Paboratb B KOJUISKTHBE M KOMAaHJE,
¢ exTuBHO o0maTscs c KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIIMU

OK 7. bpatp Ha ce0st OTBETCTBEHHOCTD 3a paboTy
YJIEHOB KOMaH/bl (IIOJYMHEHHBIX), 3a pE3yJbTaT
BBITIOJTHEHU S 33/1aHUN

OK 8. CamocTosTeNbHO OINpEeAenaTh 3aJauu
npo(ecCHOHANBHOTO ¥ JIMYHOCTHOTO  Pa3BUTHS,
3aHUMAaThCS caMo00pa3oBaHUEM, OCO3HaHHO
IUIAHUPOBATH MOBBIILICHUE

OK 9. OpueHtupoBaThCsi B YCIOBUSAX 4YacTOU
CMEHBl  TEXHOJOTHMH B  mpodecCHOoHaIbHOU
NEeSATEILHOCTH

I[1IK 1.7. Hcnonp3oBath Heo0X0oaUMBIE
HOPMAaTHUBHO-TIPABOBbHIE JIOKYMEHTBI B
poecCHOHANBHOM IS TEIbHOCTH

2. Pe3y.]'leaTbl N3YYCHUSA TUCHUIIJINHDI

B tabmune 2.1 B cooTBeTCTBUU ¢ TpeOOBaHUAMHU TaOMUIBI 1.1 MPUBOAATCS peE3yabTaThI

oOyueHusi TI0 YpOBHSIM OCBOCHHs (MMETh TMpeACTaBIE€HUE, 3HATh, YMETh, BIAJETh), a TaKKe
($hopMBI OpraHu3anuy padoTHl CTYACHTOB, 3aIUTAHUPOBAHHBIC JIJIST UX JOCTHKCHHUS.

Tab6mua 2.1
TpedoBanus ®I'OC k pe3yabTaTaM 0CBOEHUS IIUKJIOB ®opMbl OPraHu3alMU
JTUCIUTIINH 3aHATHNA

1 ‘ Ymemo

AynUTOpHBIE 3aHATHS B aKTUBHOM U




opopMIIATE JAOKYMEHTAIIMIO B COOTBETCTBUU C

MHTEPaKTUBHOI (popme

HOpMAaTHBHOW  0a30ii, B T. Y. HCIOJB3YA
MH(POPMALIMOHHBIE TEXHOJIOTHH;
2 | Yuemso AyYIUTOpHBIE 3aHSATUSI B aKTHUBHOMH
YHU(DUIIUPOBATHh CUCTEMBI JOKYMEHTAIINH; MHTEPAKTHBHOH Qopme
3 | Yuems AyIUTOpHBIE 3aHATUS B aKTHUBHOM
OCYIIIECTBJISITh XpPAaHEHHE U TOUCK IOKYMEHTOB; MHTEPAKTHBHOH Qopme
4 | YVmemo AynUTOpHBIE 3aHATUS B AaKTHBHOMU
OCYIIECTBIISITh ~ ABTOMATH3AlMI0  OOpabOTKM | MHTEPAKTHBHOM (Gopme
JOKYMEHTOB;
5 | YVuemo AynuTOpHBIE 3aHATHS B AKTHUBHOMU
UCIIOJIb30BAaTh TEJIEKOMMYHHUKAIIMOHHBIE | HHTEPAKTUBHOM (popme
TEXHOJIOTMH B 3JIEKTPOHHOM TOKYMEHTO000pOTE;
6 | 3namo AynuTOpHBIE 3aHATUS B AaKTHBHOMU
MOHSTHE,  LEeIW, 3afJaud U T[PUHIUIBI | HHTEPaKTUBHOU (opme
JEJIONPON3BOICTBA;
7 | 3nams AyYIUTOpHBIE 3aHATHUS B aKTHUBHOMH
OCHOBHBIE MOHSTHSA JOKYMEHTAI[HOHHOTO | HHTEPaKTUBHOHN (opme
oOecrieueHus yIpaBJICHHS;
8 | 3namo AynuTOpHBIE 3aHATUS B AaKTHBHOM
CHUCTEMBl  JTOKYMEHTALlMOHHOIO  O0eclie4eHusl | MHTEPaKTUBHOM (popme
yIpaBJEHUS;
9 | 3nams AyIUTOpPHBIE 3aHATUSI B aKTHUBHOM
KJIacCU(UKAIUIO JIOKYMEHTOB; MHTEPAKTHBHOH Qopme
10 | 3namo AynUTOpHBIE 3aHATUS B AaKTHBHOMU
TpeOOBaHUS K COCTAaBICHHIO W O(OPMIICHHIO | HHTEPAKTUBHON opme
JOKYMEHTOB;
11 | 3name AynuTOpHBIE 3aHATHS B AKTHUBHOMU
OpraHHu3aLHo JIOKYMEHT0000poTa: npueM, | MHTepaKTUBHOU (hopme
00paboTKy, perucTpanuio, KOHTPOJb, XpaHEHHUE

JOKYMCHTOB, HOMCHKJIATYPY ACJI
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