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1. IACIIOPT PABOYEM IMPOT'PAMMBbI IPO®ECCUOHAJIBHOI'O MOJYJISA

1.1. O0JsiacTh IpuMeHeHus: padoyeil MPOrpaMMel

PabGouas mporpamma mnpodecCHOHAIBHOTO MOAYJIA (Jajiee pabodas mporpamma) —
ABJISIETCSl 4acThblo paboyell MporpaMMbl TMOJATOTOBKH CIELHUAIMCTOB CPEIHEro 3BEeHa
(ITICC3) B cootBerctBuu ¢ ®I'OC mno cnenunanbHoctu 46.02.01 ToxymeHTarmoHHOE
oOecrieueHre yNpaBleHUs U apXUBOBEJCHUE B YaCTH OCBOCHHSI OCHOBHOTO BHa Tipodec-
cuoHanbHOU nearenbHOCTH (BIIl): BbhIMOIHeHMe padoT MO OAHON MJIM HECKOJIbKHM
npogeccusiM padoumnx, 10/ZKHOCTAM CIYKAUX.

OcBoenue mpoecCHOHaTFHOTO MOTYJIS HAITPABJICHO HA MTPHUOOPETEHUE CIICTYIOITIX
00IIUX KOMIIETEHIIHIA:

OK 1. I[loHuMarth CyITHOCTh U COLIMAIBHYIO 3HAYMMOCTh CBOCH Oymyiei mpodec-
CHUU, ITPOSIBIIATh K HEW YCTOMYMBBIN MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESATEIHHOCTD, BHIOUPATh TUIIOBBIE METOIbI
U CIOCOOBI BBIMOTHEHUS MPOGECCHOHANBHBIX 3a/1a4, OIEHUBATh UX 3(HEKTUBHOCTH U Ka-
YECTBO.

OK 3. [Ipuaumate pemieHus: B CTaHAAPTHBIX U HECTAaHAAPTHBIX CUTYallUsIX U HECTHU
3a HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBidTh MOUCK M UCIOJb30BaHUE MHGOpPMAIIMK, HEOOXOIUMOMN st
3(pheKTUBHOTO BHIMOJHEHHUS TPOGhEeCCHOHATBHBIX 3a/1a4, TPO(eCCHOHATBHOTO U TUIHOCT-
HOT'O Pa3BUTHSI.

OK 5. Hcnonb3oBath MHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B MPO-
(dbeccrOHAIbHOU JIEATEIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U KOMaHAE, 3PPEKTUBHO OOIIATHCS C KOJUJIETaMH,
PYKOBOJICTBOM, MOTPEOUTEIISIMH.

OK 7. bpath Ha ce0s OTBETCTBEHHOCTb 3a paldOTy WJICHOB KOMAaHJIbl (IMIOJYMHEH-
HBIX ), PE3YJIbTAT BBINOJIHEHUS 3aJaHUMN.

OK 8. CamocTosiTeTbHO OMpenessiaTh 3a1a4u npodecCuOHANIBHOTO W JIMYHOCTHOTO
pPa3BUTHS, 3aHUMATHCS CaMOOOpa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBINICHUE KBAJIH-
bukammm.

OK 9. OpueHTupoBaThCsi B YCIOBHUSAX YacTOW CMEHBI TEXHOJIOTHM B mpodeccuo-
HaJIbHOU J1€SATEIIbHOCTHU.

OcBoenne TpodeccuoHaIbHOIO MOTYJIsl HAITPABJICHO HA MPUOOPETEHUE CIETYOUTUX
npodeccuoHATBLHBIX KOMITETEeH IUIA:

[IK 1.5. OopmasTe 1 perucTpupoBaTh OpPraHU3aLUOHHO-PACTIOPSAUTENbHBIE J10-
KYMEHTBI, KOHTPOJUPOBATh CPOKU UX HUCIIOTHEHUS.

[IK 1.7. CamocTosiTennbHO paboTaTh ¢ JOKYMEHTaMH, COACPKAIUMH KOH(PHUICHIIN-
albHYI0 UH(POPMAITUIO, B TOM YUCIIE C JOKYMEHTAMU 110 JINYHOMY COCTaBY

[1K 2.2. Bectu paboTy B cucTeMax 3JeKTPOHHOIO JIOKYMEHTOO00POTA.

PaGouast mporpamma npogeCCHOHAIIBHOTO MOJYJSI MOXET OBITh HCIOJIb30BaHA B
JIOTIOJTHUTEIBHOM TTPO(EeCCHOHATEHOM 00pa30BaHnU U MPO(ecCHoHaIbHOM MOATOTOBKE B
00JIaCT OCBOEHHWS YMEHUH M HABBIKOB PAOOTHI C DJIEKTPOHHOM JOKYMEHTAITMEH U TPO-
IrPaMMHBIM OOECIEYeHUEM TMOAIECPKKU IEKTPOHHOTO JOKYMEHTOOOOpoTa Ha 6aze cpe-
Hero (MoJIHOTO) o01Iero 00pa3oBaHuUs. OmnwIT paboTHI HE TpEOyeTCs.



1.2. Heaun u 3aga4u nNpoecCHOHAIBHOI0 MOAYJIA — TPe0OBaHMS K pe3yJbTaTaM
€ro OCBOCHHS

C uenpio OBNaICHUS YKa3aHHBIM BHIOM MPO(ECCHOHAIBHOMN ASSITENFHOCTH U COOT-
BETCTBYIOIIMMH KOMIIETEHIIUSIMU OOYYaIOLIUIICS B XO/A€ OCBOCHUSA MPOPECCHOHATHHOTO
MOAYJISL JOJDKEH:

3HATH:

— PBIHOK CIEHUATM3UPOBAHHOTO MPUKIAJHOIO MPOrPaMMHOTO0 0OECTeueHUs B
ob6nactu JIOY u apxuBHOTO jiea (aBTOMaTHUYECKUE CUCTEMBI YIIPABICHUS TOKYMEHTAMH);

- coBpeMeHHoe coctossHue JIOY rocynapCTBEHHBIX M HErOCYJapCTBEHHBIX
YUIPEKICHUHN, TOCYIapCTBEHHBIX, MYHHUITUIIATBLHBIX U HETOCYAAPCTBEHHBIX apXHBOB B 00-
JIACTU MPUMEHEHHsI MHPOPMAITMOHHBIX TEXHOJIOTHI U WUCIOJIb30BAHUS CIICIIUATHN3UPOBAH-
HOT'O IPOrPAMMHOT0 00ECIICUEHMUS;

— KOpHOpaTUBHbIE WH(OPMAIIMOHHBIE CUCTEMBI, aBTOMAaTU3UPOBAHHbBIE TIO0 CHU-
cTeMaM JOKYMEHTAIINH, B TOM YHCJI€ KaJpoBOii, OyXydera;

- NepCcreKTUBHbIE HanpaBieHus nHbopmaruzanuu J1OY u apxuBHOTO Jena;

— 3aKOHOJATEIbHYI0 0a3y, OCHOBHBIE YTPO3bl MHPOPMAITMOHHOMN 0€30MTaCHOCTH.

YMETh:

- paboTtath ¢ NMPOPECCHOHAIBHO OPUEHTUPOBAHHBIM MPOTPAMMHBIM OOecTieue-
HUEM B 00JIaCTH JOKYMEHTAIMOHHOTO o0ecrieueHus ynpasieHus (gaiee - JIOY) u apxus-
HOTO JIENIa;

— OpraHU30BbIBATh BHEJIPEHUE aBTOMATU3UPOBAHHOU cucTeMbl B ciyxbe JIOY
U apxuBe (TexHu4deckoe 3aaanue, noustue o0 CASE-rexnonorusx);

— HaxXOJUTh HEOOXOAUMYH HMHGPOPMAIUIO, TOJIH30BATHCS MUHGOPMAIMOHHBIMU
pecypcamu cetd HTepHETa B 00JaCTH TOKYMEHTOBEIEHUSI U apXUBHOTO JIENA;

- paboTaTh ¢ ANEKTPOHHBIMU JOKYMEHTAMH,

- UCIIOJIb30BaTh CETEBBIC MPOrPAMMHbBIC U TEXHUYECKUE CPEJICTBA B Mpodeccu-
OHAJIBHOU JIESITEIIbHOCTH.

HMeTh MPAKTHYECKHUI ONbIT:

— paboThI C MPOrPAMMHBIMU CPEJACTBAMU y4deTa, XpaHEHUs, 0OPaOOTKU U TOUC-
Ka JIOKYMEHTOB;

- OpraHU3alMU CIIPABOYHO-UH(DOPMAITMOHHON JEATEILHOCTH C JJOKYyMEHTaMH.

1.3. KoanuecTBO 4acoB Ha ocBoeHUe padoyeii mporpaMMbl NpogeccunoHaIbHO-
ro MOaYJisi

Bcero 321 gacos, U3 HUX:

MaKCHMaJbHOU yueOHON Harpy3ku oOydatromerocs — 285 4acoB, BKIIOYast:

o0si3aTeNIbHON ayTUTOPHOU yueOHOM Harpy3ku ooydarorierocs —190 gacos;

CaMOCTOSITeTIbHOM paboThl 0Oyuarorierocs — 95 4acos;

y4eOHOM MpakTUKU — 36 4acoB.



2. PE3YJIBTATBI OCBOEHHUSA ITPO®ECCHUOHAJIBHOT'O MOAYJIA

PesynbpTaTomM ocBoeHHs MpodecCHOHATBLHOTO MOAYJIS SBJISIETCS OBJIaJICHHE 00yua-
IOIUMUCS BUJIOM TTPOQeCCUOHATLHON ACATEILHOCTH B 00JIaCTU MPUMEHEHHUST MHpOpMa-
IIHOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJIOTUNA B pabOTe OpraHu3alliy, B TOM YHCJIE OCBOCHHUE
001mMX 1 nMpoheCCHOHAIBHBIX KOMITCTCHITUH

Kon HaumeHoBaHue pe3yJIbTaTOB 00y4eHHS

MK 1.5. | OgopmisiTe M perncTpUpoBaTh OPraHU3ALUOHHO-PACHOPAIUTEILHEIE JOKYMEHTHI, KOH-
TPOIUPOBATH CPOKH MX HCHIOIHEHMS.

K 1.7. | CamocrosTensno paGotaTh ¢ JOKYMEHTaMH, COJAEPKANIMMH KOH(UIECHIMAILHYIO WH-
(opMaIIo, B TOM 4HcIie ¢ JOKyMEHTaMH 10 JIMYHOMY COCTaBY.

IIK 2.2. | Bectr paGoTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTO000POTA.

OK 1. [ToHUMaTh CYITHOCTH M COLMAIBHYIO 3HAUMMOCTh CBOEH Oyaymiei mpodeccuu, IposBIIsATh
K HEW yCTOMYMBBINA HHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JIEATEIBHOCTD, ONMPENENIATh METOIBI M CIIOCOOBI BBIMOJ-
HEHMsI IPOo(ECCHOHATIBHBIX 33/1a4, OLICHUBATh X 3PPEKTUBHOCTH U KAUeCTBO.

OK 3. [IpyHMMaTh pelieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYyalUsIX U HECTH 3a HUX OT-
BETCTBEHHOCTh

OK 4. OcymiecTBIATh MOMCK U UCIIOJIb30BaHNE HHPOPMAIIUH, HEOOXOJUMOH 115t 3P (HEKTUBHOTO
BBINOJIHEHUSI TPO(EeCCHOHANIBHBIX 3a/1a4, IPOPECCHOHATBHOTO U JIMYHOCTHOI'O Pa3BUTHSL.

OK'S. Hcnonb30BaTe MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOIMH B IMpO(decCHOHalb-
HOM JeATeNbHOCTH.

OK 6. PaGoTath B KoJIeKTHBE U KOMaH[E, 3P(HEKTUBHO OOIMIATHCS C KOJJIETaMH, PYKOBOJICTBOM,
MOTPEOUTEIISIMHU. .

OK 7. Bpatp Ha cebst OTBETCTBEHHOCTH 3a pa0OTy YJICHOB KOMaH/IbI (TIO{YUHEHHBIX ), PE3YJIbTAT

BBITIOJTHEHUS 3aJaHUN.

OK 8. CaMOCTOSTEIIBEHO ONpeACIATh 3ada4un HpO(l)eCCI/IOHaHBHOl"O " JIMYHOCTHOI'O pa3BUTHUA, 3a-
HUMATbHCs caMoo6pa303aH1/1eM, OCO3HAHHO ITIJIAHUPOBATH ITOBBIICHUC KBaJ'II/I(bI/IKaHI/II/I

OK9. OpueHTHpOBaThCS B YCIOBUAX YaCTOW CMEHBI TEXHOJIOTHH B MPO(ECCHOHATLHON aes-
TEJIbHOCTH.




3. CTPYKTYPA U COAEP KAHME ITPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. TemaTnueckuii njan npodeccuonajbHoro moayias IIM 03 BeinosiHenue paGoT mo 0AHON WM HECKOJIbKHM
npogeccusim padoumx, 10JKHOCTAM CIYKALUX

O0beM BpeMeHH, OTBe/ICHHBII HA OCBOeHHE
IpakTnka
MEKIUCHUIIMHAPHOTO Kypca (KypcoB)
Kozasl O0s3aTe/IbHASL Ay AUTOPHAsS y4eOHas HATPY3- CaMocTosiTeJIbHast
npodeccuo- HaunmenoBanue paszieion Beero lli%COB Ka obyuaromerocs padoTa obyuaromierocs Vaebuas, uacos
HAJIBHBIX npogecCHOHATLHOTO (maxe. yaeOuas
Harpys3Ka u mpak-
KOMIIETE€H- MOYJIs1 THKA) B T.4. J1a00-
1970 paTopHbie B T.4. KYpCO- B 1.u. Kypco-
padoThI U Basi padora Basi padora
Bcero, yacoB Bcero, yacos
NpaKTHye- (mpoeKT), (mpoekr),
CKHe 3aHsI- 4acoB 4acoB
THS, YaCOB
1 2 3 4 5 6 7 8 9
OK1-0K9 | MJK.03.01 Madopmannon-
K 1.5,1.7 HBIE TEXHOJIOTHH B IETIOMPO-
B A p 285 190 100 0 95 0 36
2.2 HM3BOJICTBE U TEXHUUECKHUE
CpEeICTBa YIPaBIEHMsI B odrice
YueOHas npakTHKa, YacoB 36 36
Bcero: 321 190 100 0 95 0 36




3.2. Temamuueckuii nnan 1IM 03 BbinosiHeHne padoT 10 0HOI WIN HeCKOJbKUM npodeccusiM padounx, J0LKHOCTAM CJAYKAIIUX

HaumenoBanue pa3aesios npogeccuo- YpoBenb
Copep:xkanue y4e0HOIr0 MaTepuaJia, 1alopaTopHble padoThl M IPAKTHYECKUE 3AHATHS, CAMOCTOSATEIbHAS OoBem,
HasabHOro moayJs (IIM), me:kaucum- padoTa o0y4alomuxcs 4aACOB ocBoe-
IVIMHAPHBIX KypcoB (MAK) u Tem HUS
1 2 3 4
MJK.03.01 UndopmanuoHHbIE 357
TeXHOJOTHH B /IeJIONPOU3BOACTBE H
TeXHHYEeCKHe CPeICTBA YIPaBIeHUs
B o(uce
Pa3gen 1. CoBpeMeHHBIi T0KYMEHT0000POT KaK OCHOBA CHCTeMBI YIpaBjieHus opranu3anueii. CxeMsl ABM:KeHHs MHpopManuu B opranuzanuu. O6MeH nH-
dopmanueii Mexxay nmoapasaeaeHusIMU. AHaIU3 3(PPEeKTUBHOCTH IBUKEHNSI HHPOPMAIIMOHHBIX OTOKOB.
Tema 1.1. 3akoHoAaTeIbHOE M HOP- Copep:kanue 4
MATHBHO-METOIHYECKOe PeryIupo- 1 ®DenepanpHbIi 3ak0H "O0 HHPOpPMAINH, THPOPMAINOHHBIX TEXHOJIIOTHAX U O 3aIUTe HHPOP- 2 1
BaHUe PadoThI € JJIEKTPOHHbBIMHU Marn" (3akoH PO N 149-D3 ot 27.07.2006) 1 aHanH3 MOMPaBOK K 3aKOHY (BCTYIHIIN B CHITY C
JAOKYMEHTaMH 01.08.2013).TpeboBanus 3akoHOMATENHCTBa PD B 001aCTH 3aIIUTHI IEPCOHATBHBIX JAHHBIX
(3axor PO N 152-03 pex. ot 05.04.2013).DenepanbHeiii 3akoH "OO0 3JeKTPOHHOM TUPPOBOT
noucu" (3akoH PO Ne63-D3 ot 06.04.2011).DenepanbHblii 3akoH "O0 apXUBHOM Jieiie B
Poccuiickoit @eneparu” (3akoH PO Ne 125-03 ot 22.10.2004).
2 I'OCT UCO 15489. "Yupasnenue nokymentamu. Oormmume tpedoanus”. [OCT P 6.30-2003 2 1
"YHupUIUpOoBaHHbIE CUCTEMBI JOKYMEHTAIMH. Y HU(DUIMPOBaHHAs CUCTEMa OPraHU3al[MOHHO-
pacrnopsauTeNnbHOM JokyMeHTaluu. TpeboBanus K 0popMIICHHIO TOKYMEHTOB "MeTomuueckue
PEKOMEHAAIINH U TIPaBUIIA ACIONMPON3BOCTBA B (heIepaTbHBIX OpraHaxX UCIOTHUTEIFHON BIIa-
ctu (IToctanosnenue [IpaBurensctBa PO Ne477 ot 15.07.2009).
I[IpakTuyeckue 3aHATHSA 8
1 | Vzydenne HOpMATHBHOM 0336l C MOMOIIBIO CIIPABOYHBIX IOPHIUICCKHAX CHCTEM 8
Tema 1.2. Cucrema ynpasjeHust Conep:xanue 20
AOKYMEHTAMU: METOI0JIOTHS MPO- 1 [Iponeccr ymnpaBiieHUs: JOKYMEHTaMH, PaclpeelicHHe OTBETCTBEHHOCTH U TIOJTHOMOYHIA. 4 2
€KTHPOBAHUS U BHeIPEHHSI. DNEeKTPOHHBINA JOKYMEHTOO0OPOT U CO3[aHNe KOPTIOPATUBHON HHQOPMAITIOHHON CHCTEMBI
opraau3ai. COBMECTUMOCTh aBTOMAaTH3UPOBAHHBIX CHCTEM U CIIOKUBIICHCST HHYPACTPYKTY-
PHI YIIpaBJICHUS IPESIIPUATHEM.
2 OcHOBHBIE TpeOOBaHHS K CPEICTBAM M CHCTEMaM 3JICKTPOHHOTO JOKyMEeHT0000poTa. OcoOeH- 4 2
HOCTH Tepexo/ia K paboTe ¢ 3JeKTPOHHBIMH JJOKyMeHTaMHu. [1pobsieMbl U peneHust.
3 CoBMeleHHe TpaJUIIMOHHOTO OYMa)XHOTO JOKYMEHTO000POTa U JJIEKTPOHHOTO JJOKYMEHTO- 4 2
o0opoTa opranm3anyy. BHyTpeHHHI 1 BHEIIHUH TOKyMEHTO000pOoT. CXeMBI 1 TEXHOJIOTHH
paboTel ¢ fokyMeHTarue. O6pabotka OymakHOTO NoKyMeHTa B CO/I.
ObecnieueHue IPUINIECKON 3HAUUMOCTH MIEKTPOHHOTO JJOKYMeHTooOopoTa. PazpaboTka pe-
riIamMeHTa ucnosib3oBanus OIIIT.




4 Pa3HOTUITHOCTH CPENCTB, MPUMEHICMBIX ISl paOOTHI C AJICKTPOHHBIME JJOKYMCHTAMH. 4
CoBMECTUMOCTh aBTOMAaTU3UPOBAHHEIX cucTeM JJOY 1 apXUBHOTO XpaHCHUS.
[Tpo6eMbl obecieueHus pekuMa KOHPUICHIINATHHOCTH JISJIONPOHU3BOJICTBA.

5 Pa3paboTka opraHN3aliMOHHBIX JOKYMEHTOB I10 AIEKTPOHHOMY JOKYMEHTO000POTY M apXUBY 4
(MHCTPYKITNH, CTAaHAAPTHI IO BHEAPEHUIO SJICKTPOHHOTO JOKYMEHT0000poTa). Opranm3anus
BHeJpeHNs cTanaapta. OCOOCHHOCTH COCTABICHUS JIIEKTPOHHBIX JOKyMEHTOB. KoHTpOMb co-
6roieHreM mpaBwil 0(OPMIICHHUS JOKyMEHTOB U OTBETCTBEHHOCTH 3a HapYIIEHHE CTaHIapTOB
Y UHCTPYKIUH.

IIpakTHyecKkne 3aHATHSA 20

1 CocraBnenne rioccapus mo teme. [Ipoxokaenne Tecta 1mo TeopeTHdeckuM 3HaHmIM. [loaro- 20
TOBKA JIOKJIAJIOB IO TEME.

Paznen 2. Hpe)]Ha3Haqune, BO3MOKHOCTH U OCHOBHBIC XaPAKTEPUCTUKH CUCTEM IJICKTPOHHOT 0 IlOKyMeHTOOﬁOpOTa (CBI[) H APXUBHOI'0 XpaHCHUA.

Tema 2.1. O630p coBpeMEHHBIX CU- Conep:xanue 24
cTeM aBTOMATHU3AIUM PadoTHhI ¢ 1 00630p COBPEMEHHBIX CUCTEM aBTOMATH3AIMHU PAOOTHI ¢ JOKyMeHTamu. [IpuHIumns! Beibopa 8
AOKYMEHTaMH CHCTEMbI KOMIUIEKCHOI aBTOMaTu3aluu paboTsl ¢ JokyMeHTaMu. OCHOBHbIE TPeOOBaHUS K
POrpaMMHOMY 00€CIIEUSHHUIO B COOTBETCTBHUH CO ClieliM()UKON pabOThl OpraHu3allky.
2 ABTOMaTHU3UPOBAaHHOE yNpaBJICHHUE KU3HEHHBIM LIUKJIOM J0KyMeHToB.IIponieccel 00padoTky, 10

pEruCTpalyy U COTIacoBaHUs yNPaBICHUECKUX, OPraHU3aLIMOHHO-PACTIOPATUTEIBHBIX U TEX-
HUYECKUX JOKYMEHTOB mpeanpusaTtus. CkaHupoBaHue 1oKyMeHToB.IlocTpoeHne MapmpyToB
COTJIaCOBaHUS TOKYMeHTOB.OOMeH JTaHHBIMU MEXTy HozapasaencHUIMU.CUCTeMbl KOHTPOIIS
WCTIOJIHEHUSI JOKYMEHTOB.OpMHpPOBaHHE OTYECTOB.

3 [Tpunanue 1OKyMEeHTaM IOpUINYECcKOil 3HaUNMOCTH. VICcTIob30BaHNe 37IEKTPOHHON ITOAIINCH, 6
YJI0CTOBEPEHHE IO UIMHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB.
I[IpakTuyeckue 3aHATHSA 46
1 | N3yyenne BozMoxkHOCTEN 0HONM KOHKpeTHOM COJI miu Heckoabkux COJL 46
Tema 2.2. [IpakTHYecKne BOMPOCHI Conep:xanue 16
BHeJpeHNs U conpoBoxaenus CI/I. 1 HopmaTuBHBIE TOKYMEHTHI 110 BHEpEHHIO. B3anMonelicTBue 3aka3unka u pazpadborduka. Pas- 8
IIpo6aembl u pemeHust paboTKa TeXHHYECKOTO 33/1aHHsI, TEXHMYECKOT0 MPOEKTa U pabouymx TOKyMEHTOB I10 BHEpe-

HHIO (JIOTOBOPBI, aKThI 1 JIp.). Yuactue ciryx0 JJOY u cexperapuaTra B COCTaBICHUN TEXHHYE-
CKOTO 3aJIaHusl.

2 [IpoBenenue onbITHON U poMbIIUIEHHOU sKcIuTyaTauun CO /1. Opranuszanus cConpoBOXIECHUS 8
n obcimyxuBaansa COJl. KoMmMmyHUKaIMK ¥ yIpaBiIeHHe IPOEKTOM BHeIpeHUs. D PeKTHBHAS
Mpe3eHTanuA U mojavda nHpopMmanuu. B3anMoeficTBHe C BBIIECTOSAIINM PyKOBOACTBOM U
Mekay oraenaMu. Pabora ¢ CONpOTHBIICHHEM.

IIpakTHyeckue 3aHATHS 16

1 [ Cocrasnenue rexamueckoro 3aanus. [10AroTOBKa JOKIAI0B [0 TEME. 16

Tema 2.3. UupopManioHHbIe TeX- Copaep:xaHue 16




HOJIOI'MH B apXUBHOM [1€J1€

OrnepaTHBHBIC U JOJITOBPEMEHHBIE JJICKTPOHHBIE apXUBBI. [IpUHIMITBI CO3AaHNS U HATIOJIHEHHS
ANIEKTPOHHOTO apxuBa. Kiaccudukamys 1 cucreMaTH3anus SIeKTPOHHBIX JOKyMeHTOB. Orud-
poBKa u aTpulyTHpoBaHHe OyMakKHBIX (PoHIOB. OCOOCHHOCTH apXHBHOTO XPAaHCHHUS U YHHUTO-
JKEHHs IOKYMCHTOB B DJICKTPOHHOM BHJIE.

10

ITomHOTEKCTOBBIN M aTpHOYTUBHBIH MOMCK. [IporpaMMHBIe pelIeHNs SJICKTPOHHBIX apXHUBOB. 6
ITpobnems! obecnieueHus pesxnMa KOHPUACHITNATHLHOCTH HHPOPMALHH B paboTe C JOKyMEHTa-
MH B 3JICKTPOHHOM BHJIE.
IIpakTHyecKkne 3aHATHSA 16
| N3ydyenne Bo3MOXHOCTEH moncka nHpopmanuu B COJI, apXuBax M HHTEPHET. 16
Y4yeOHasi npakTHKA 72

Buasbl pa6ot

Pat6ora ¢ COJ1

N RwWNPE

. Pabora c apxuBom

10. TTowck naHHBIX B apXUBE
11. Tlowck NaHHBIX B HHTEPHET

[MoarotoBKa JOKYMEHTOB B TEKCTOBOM mpoiieccope MicrosoftWord

CxaHupoBaHHe JOKyMEHTOB. Pacrno3HaBaHMe JOKyMEHTA.
BBoJ TOKyMEHTOB B CUCTEMY

JBr>xeHue N0KyMeHTa. Y IpaBiieHUE BEpCUSIMU JOKYMEHTA.
DNeKTPOHHAs TOITUCH

Ileyats OKYMEHTOB

PaboTa ¢ 35eKTpOHHO# MoYTOH




4. YCJI0OBUSA PEAINBALIINMU TPOPECCHUOHAJIBHOI'O MOAYJIA

4.1. TpeOoBaHUsI K MHHHUMAJbHOMY MATEPHAJbHO-TEXHUYECKOMY olecrmeue-
HHIO

Peanuzanus npodeccnoHanbHOT0 MOJYJIS MpEArnoaraeT Hajauyue ydeOHou iabo-
patopuu «HopmManmoHHbIe TEXHOJIOTUHA B MPO(PECCHOHANBHOMN ACSITEIBHOCTU» CO Clie-
IYIOIIMM 000pyAOBaHUEM:

- paboyre CTOJbI U CTYJIbS AJIs 00y4aroIuXcs,

— paboumii CTOJM U CTYJ JUIS YUUTEIS,

— KOMITbIOTEPHBIE padoune MecTa,

— BBIJICJICHHBIN IO CEPBEP OTIAEIBHBIA KOMIIBIOTED,

— MporpaMMHOe o0ecriedeHre o0Iero u mpodhecCuoHaILHOTO Ha3HAYCHUS,

- OPUHTEP, CKAHEP WM MHOTO(YHKIIMOHAIBHOE YCTPOHCTBO,

- IPOEKTOP WIH IIUPOKOIKPAHHBIN TEIEBU30D,

Peanusanus npodeccuoHanbHOro MOIYJIs IPEanoaraeT o0sA3aTelbHy0 MPOU3BOI-
CTBEHHYIO (yueOHYI0) IPAKTHKY, KOTOPYIO PEKOMEHAYETCS MPOBOJUTH KOHIIEHTPUPOBAH-
HO B OPTaHM3ALUAX TOPOJA.

4.2. UudopmannoHHoe odecnevyeHrne 00ydeHust

[lepeueHb pexkOMEHAYEMbIX Y4E€OHbIX uU3JIaHul, MHTepHET-pecypcoB, IOMOJIHU-
TEJIbHOU JIMTEPATYPHI.

OcHoBHas auTEepaTypa

1. Ky3nenoBa 1.B. JlokyMeHTallMOHHOE 00€CIeUeHUE yIpaBieHUs [DIEKTPOHHbBIN
pecype] : yuebnoe nocodue mis CITO / U.B. Ky3nenona, I'.A. XauatpsH. — 2-e u3a. —
DOnekTpoH. TekcToBble naHHble. — CapatoB: [IpodobpazoBanue, Aii IIu Op Meaua, 2019.
— 166 c. — 978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum npocrymna:
http://www.iprbookshop.ru/80326.html (7.12.2018)

2. JIokyMEeHTalIMOHHOE O0CCTICUCHHNE YTpaBIICHUs [DIEKTPOHHBIA pecypc] : yueo-
HUK JUIsl CTYZICHTOB BY30B, 00YyYalOUIUXCs 10 HANPABJICHUSIM «DKOHOMHKaA» U «MeHemK-
MeHT», cnenuaibHocTsIM «HbopmaTuka», «JlokyMeHTOBeleHnEe U JOKYMEHTAIIMOHHOE
obecrieueHne ynpaBlieHUus», «ABromaTuzanus u ynpasieauey / A.C. I'punbepr [u np.]. —
DIeKTpoH. TekcToBble nanHbie. — M. : OHUTU-JAHA, 2017. — 391 ¢. — 978-5-238-
01770-9. — Pexxum mocrtyma: http://www.iprbookshop.ru/71213.html (23.11.2018)

3. Cumonsn P.S. JlokymeHTanimoHHOE 00eCcriedeHrne CUCTEMbl YIIPABICHUSI OPTaHH-
3anmeit [nexkTpoHHbIi pecypc] : yuebHoe nocooue / P.SI. CuMoHsIH. — DJIEKTpPOH. TEK-
cToBble naHHbie. — CapatoB: Al [Tu Op Meaua, 2018. — 180 c. — 978-5-4486-0167-5.
— Pexxum noctyna: http://www.iprbookshop.ru/72458.html (23.11.2018)

4. Kocunenko H.C. MHdopManmoHHbIE TEXHOJOTMM B MPO(ECcCCHOHATBLHON HAes-
TEIBHOCTH [DNeKTpOHHbIN pecypce] : yueoHoe nocobue nias CIIO / H.C. Kocunenxko, N.T.
®puzeH. — 2-e u3A. — DJIEKTPOH. TeKCTOBbIe daHHbIe. — CapartoB: [IpodobpazoBanue,
A [Tu Op Menua, 2018. — 308 ¢. — 978-5-4486-0378-5, 978-5-4488-0193-8. — Pexxum
noctyma: http://www.iprbookshop.ru/76992.html (23.11.2018)

5. UndopManimoHHbIe TEXHOJOTHH B JOKYMEHTAIIMOHHOM OOECIICUCHUU YIIpaBJie-
HUS U apXUBHOM JieJie [DIeKTpOHHBIN pecypc] : yueOnuk nms By30B / T.B. Kongpamosa



http://www.iprbookshop.ru/80326.html
http://www.iprbookshop.ru/71213.html
http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/76992.html

[t 1p.]. — DOnekTpoH. TekcToBble naHHble. — M. : Jloroc, 2016. — 408 c. — 978-5-
98704-786-6. — Pexxum nocryma: http://www.iprbookshop.ru/70714.html (26.11.2018)

6. MHpopMaIImoOHHBIC CHCTEMBI U TEXHOJIOTHH YIIPABIICHHS [DIEKTPOHHBIN pecypc]
: YU4EeOHUK /I CTYJEHTOB BY30B, OOYYAIOIIMXCS O HANpaBJICHHSIM «MEHEIKMEHT» H
«IKOHOMHKa», CeNUabHOCTIM «DUHAHCHI U KpeauT», «byxrantepckuii y4yeT, aHau3 U
aymut» / 1.A. Konomiesa [ ap.]. — 3-¢ u3a. — DIEKTPOH. TEKCTOBBIC JaHHBIE. — M. :
IOHUTU-TAHA, 2017. — 591 c. — 978-5-238-01766-2. — Pexum noctyma:
http://www.iprbookshop.ru/71197.html (23.11.2018).

JlonoJiHUTEIbHAS JIUTEPATypa

1. Mupromkuna HO.B. Jlenonpou3BoCcTBO U IOKYMEHTAIMOHHOE 00ecreyeHue roc-
yAapCTBEHHOM U MYHMIIMITAIILHOM CIY>KOBI [DneKTpoHHbIN pecypc]| : npaktukyMm / HO.B.
MupromkruHa. — DIEKTPOH. TeKCToBbIe naHHble. — CtaBponois: CeBepo-KaBkazckuii
denepanbubiii  yausepcurer, 2016. — 116 c¢. — 2227-8397. — Pexum pgocrtyna:
http://www.iprbookshop.ru/66028.html (23.11.2018)

2. CmupaoBa E.II. Jlemonpon3BoacTBO s cekpeTaps. Pa3spaboTka, yuer u xpaHe-
HHE CITyXKE€OHOM JOKyMEHTAaIluu [DJIeKTPOHHBINA pecypc] : mpaktuueckoe nocodue / E.I1.
CmupHOBa. — 2-¢ U3, — DIJIEKTPOH. TEKCTOBbIC MaHHbIle. — Capartos: At [Iu Op Menmua,
2019. — 210 C. —  978-5-4486-0465-2. —  Pexum  pmoctyna:
http://www.iprbookshop.ru/79622.html (23.11.2018)

3. PoxxastoBckas U.P. JlokyMeHTanmmoHHOE oOecieueHne [ DIEKTPOHHBIN pecypc] :
yduebHoe nocodbue / M.P. PoxxHsTOBCKasi. — DNEKTPOH. TEKCTOBBIE JaHHbIe. — Cumdepo-
MOJIb: YHUBEPCUTET IKOHOMHUKHU U yrpaienus, 2016. — 104 ¢. — 2227-8397. — Pexum
noctyna: http://www.iprbookshop.ru/73265.html (23.11.2018)

4. beikoBa, T.A. JlIokyMeHTaIlMOHHOE OOCCIIEUEHHE YyMpaBJCHUS (JEIOMPOU3BO/I-
ctBO) [Tekcr] : Yueb. mocodue / T.A. brikora, T.B. Ky3nenona ; JI.B. Cankuna. - 2-¢ us.
nepepad. u gom. - M. : Uadpa-M, 2015. - 304 c. + [punoxenus. - (Beicuiee o6pa3ona-
nue: bakanaspuar). -PYMO. - ISBN 978-5-16-004805-5

5. Baronuna, M.B. Opranu3aniysi 1 TEXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCIeueHuUsI
ynpasienus [Tekct] : Yue6. mocodue / M.B. Batonuna. - M. : Jlamkos u K, 2015. - 320 c.
+ I'moccapwmit + Tectsl. - ISBN 978-5-394-02522-8

6. Kinouko U.A. MHpOpMaIIMOHHBIE TEXHOJIOTHH B IPO(HECCHOHATFHON JesITebHO-
cTH [DnexTpoHHBIN pecypce] : yuebnoe mocodue mist CIIO / M.A. Knouko. — 2-e m3a. —
DnekTpoH. TekcToBble AanHble. — CapatoB: [IpodobpazoBanue, Aii IIu Op Meaua, 2019.
— 292 c. — 978-5-4486-0407-2, 978-5-4488-0219-5. — Pexum npocrymna:
http://www.iprbookshop.ru/80327.html (10.12.2018)

7. CriupugonoB O.B. CoBpeMmeHHBIC 0OPUCHBIC TIPUIOKECHHS [ DIEKTPOHHBINA pecypc]
/ O.B. CniupuioHoB. — 2-¢ u37l. — DJEKTPOH. TEKCTOBbIC HaHHbIe. — M. : HTEepHeT-
VYuusepcuter Madopmannonnsix Texnonorut (MHTYUT), 2016. — 696 c. — 2227-
8397. — Pexxum moctyna: http://www.iprbookshop.ru/73723.html  (23.11.2018)

8. IIpoxopoB A. PabGota B coBpeMeHHOM oduce [DinekTpoHHbI pecypc] / A. Ilpo-
XOpOB. — 2-€ U3J. — OJEKTPOH. TEKCTOBbIE NaHHble. — M. : HTepHeT-YHUBEpCUTET
Nudopmanmonnsix Texnonorut (MHTYUT), 2016. — 391 c. — 5-9556-0046-9. — Pe-
xuM poctyna: http://www.iprbookshop.ru/73717.html (23.11.2018)



http://www.iprbookshop.ru/70714.html
http://www.iprbookshop.ru/71197.html
http://www.iprbookshop.ru/66028.html
http://www.iprbookshop.ru/79622.html
http://www.iprbookshop.ru/73265.html
http://www.iprbookshop.ru/80327.html
http://www.iprbookshop.ru/73723.html
http://www.iprbookshop.ru/73717.html

9. JlokyMeHTallMOHHOE OOecrieueHre ymnpaBiieHus [DIeKTPOHHBIA pecypc] : yueo-
HUK JIJISl CTYJICHTOB BY30B, OOYYAIOIIUXCS 10 HAIIPABICHUSIM «DKOHOMHKa» U «MeHemK-
MEHT», crenuanbHocTsIM «HHbpopmaTuka», «JloKyMeHTOBeneHNE W JOKYMEHTAIIHOHHOE
obecrieueHre ympaBleHus», «ABTomaTu3anus u ynpasiaeaune» / A.C. I'punbepr [u np.]. —
DIeKTpOH. TeKcToBble nanHble. — M.: FOHUTU-/IAHA, 2017. — 391 ¢. — 978-5-238-
01770-9. — Pexxum noctyma: http://www.iprbookshop.ru/71213.html (23.11.2018)

10. NuadpopManuoHHBIE TEXHOJOTHMH B MEHemKMeHTe (ympaBienuu) [Tekct] :
VYyeonuk u npaktukyM / FO.J[. Pomanosa. - M. : FOpaiit, 2015. - 478 c. - (bakanasp. ba-
30BbIH Kypc). - PYMO. - ISBN 978-5-9916-3695-7

NuTepHeT-pecypcebl

1. http://www.kodeksdoc.ru/ (KOJEKC-10xkyMeHTO000pOT)
2. http://www.emc.com/enterprise-content-management/index.htm  (Documen-

tum)

http://www.mdi.ru/documents/linejka-irm-doc (IRM Daoc)
http://ecm.blogic20.ru/ (Jloruka C3J1 — 6siBmas «kbOCC-Pedepenrt»)
http://www.eos.ru/ (JAEJIO, eDocL.ib)

http://v8.1c.ru/doc8/ (1C: JlokyMeHTO000pOT)

http://sd-praktika.ru/ (ITpakTtuka)

http://www.evfrat.ru/ (Esdpar)

http://www.tezis-doc.ru/ (Te3uc)

0. http://verdox.ru/ (Verdox)

HOooo~NOOR~W

4.3. O01mme Tpe0OBaHUA K OPraHU3aNNu 00pa30BaTeJIbHOIO Npolecca

OOpazoBaTenbHOE YUpeXACHUE JOKHO pacnojiaraTb MaTepUabHO-TEXHUYECKOM
0a3oii, oOecreunBaroie NMPoBEeIeHNE BCEX BUAOB MPAKTUUYECKUX 3aHATUN, MEXIUCLU-
IUIMHAPHOW M MOAYJIbHOM MOATOTOBKH, MPEAYCMOTPEHHBIX MPOrpaMMoil npodeccruoHa b-
HOTO MoayJs. MarepuanabHO-TEXHUYECKas 0a3a JOJIKHA COOTBETCTBOBATH JIEHCTBYIOIIUM
CaHUTAPHBIM U MIPOTHUBOIIOKAPHBIM HOPMAaM.

OcBoeHue Mo1yJIsl TOJKHO ITPEe1yCMaTpUBATh:

- BBITIOJIHEHHE OOYy4YaromMUMCs MPAKTUYECKUX 3aHSATUH, BKIOYAs, Kak 00s13a-
TEJIbHbIA KOMIIOHEHT, MPAKTUYECKUE 3aJJaHUs C UCIIOJIb30BAaHUEM MEPCOHAIBHBIX KOMIIb-
I0OTEPOB;

— OCBOEHME 00yYaromuMCcs IporpaMMmbl TPO(hEecCHOHATBFHOTO MOIYJIS B YCIIO-
BUSIX CO3/IaHHOM COOTBETCTBYIOIICH 00pa3oBaTeNIbHOM cpeibl B 00pa3oBaTEILHOM yupe-
XKIECHUU WK B MPO(UIBHBIX OpraHU3alusIX;

— POBEICHUE MPOU3BOJICTBEHHON MNMPAKTHKKW B OpraHU3alldsIX, HaIpaBJCHUE
JEeSATETBHOCTH KOTOPBIX COOTBETCTBYET MPODUITIO MOATOTOBKHA 00YUYarOIIHUXCS.

OOpazoBaTebHOE YUYPEKICHUE JODKHO OBITh OOECIIEYeHO HEOOXOIUMBIM KOM-
MJIEKTOM JIMIIEH3MOHHOTO MPOTpaMMHOT0 00eCTIeYeHHUs.

[Tpu ocBoeHnn NpPOGHEeCcCHOHATFHOTO MOAYJS NPEAyCMaTPUBAIOTCS TPYHIOBBIE U
WH]JIUBUAYAJIbHBbIE KOHCYJIbTAIUU.

OcBoenune npodhecCHOHATHFHOTO MOJYJISI OOECIEUYHBACTCS YUeOHO-METOIUIECKOM
JOKYMEHTAIMeH M0 BCeM MEeXIUCHUIUITMHAPHBIM KypcaMm Moyist. Kax bl o0yuaronuiics


http://www.iprbookshop.ru/71213.html
http://www.kodeksdoc.ru/
http://www.emc.com/enterprise-content-management/index.htm
http://www.mdi.ru/documents/linejka-irm-doc
http://ecm.blogic20.ru/
http://www.eos.ru/
http://v8.1c.ru/doc8/
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http://www.tezis-doc.ru/
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JIOJDKEH MMETh JIOCTYI K 0a3aMm JaHHBIX UM OMOIMOoTedHBIM (OHIaM 00pa30BaTEIBHOTO
yupexaeHus. Bo Bpemsi caMOCTOSTENHHOW MOATOTOBKH OOYYaroniuecs TOJDKHBI OBIThH
oOecreyeHbl TOCTYNoM K cetu HTepHeT.

BreaynutopHas paboTa JOIKHA COMPOBOXKIATHCS METOAUIECKUM 00€CTICUCHUEM.

OcBoenuto npodheccHoHaTFHOTO MOAYJIS JOJDKHO MPEANIeCTBOBATh U3YUYCHHE ClIe-
TYFOIIUX JUCITUTIINH:

— EH.02. UndopmaTtuka

— MJK.01.01. JoxyMeHTaIrmoHHOE 0O€CTICUCHUE YIPaBICHUS

4.4. KaapoBoe obecneyenne 06pa3oBaTeIbHOIO NMpouecca

TpeboBanus k KBaTU(pUKALMU MEJATOTMUECKUX KaJIpOB, 00ECIIEUNBAIOIINX OCBOE-
Hue npodeccuonaabHoro moayiast M/IK 03.01. «MupopmaninoHHble TEXHOIOTUU B JOKY-
MEHTAIIMOHHOM O0ECIICUeHUH YIIPABJICHUS U ApXUBHOM JIEJIe):

— HaJIMYUE BBICHIETO (PU3UKO-MATEMATUYECKOTO WM MH)KEHEpPHOro oOpa3oBa-
HUSI, COOTBETCTBYIOLIETO MPOQPHIIIO MPENOJaBAEMBIX Pa3/IEIIOB;

— OTIBIT JEATENBHOCTH B OpraHU3alUsAX COOTBETCTBYIOLIEH MPOodhecCHoHANbHOM
chepsr;

— MPOXOXKACHUE CTAXUPOBKH B MPO(ECCHOHATBHBIX OpraHU3alUsIX He pexe |
pasa B 3 roaa.

PykoBomuTensiMu MpakTUKH OT Y4eOHOTO 3aBe/IeHUs TOJKHBI OBITh MPEIO/1aBaTeIH
JUCIUIUINH npodeccrnoHanbHoro moayiis [IM.03.

PykoBoauTeny MpakTUKYU JTOJKHBL:

— UMETh MPAKTUYECKUN OMBIT JESATEIbBHOCTH B OpraHU3alUsiX COOTBETCTBYIO-
e npodeccuoHanbHOM cephr;

— OTBEYATh 32 OCBOCHUE 00YyUaIOIMUMUCS MPO(HECCUOHATBHOTO IIUKJIA.



5. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB
OCBOEHUSA NPOPECCUOHAJBHOI'O MOAYJIA

Pe3yabTarsl
(ocBOeHHBbIE IPodecCHOHATBHBIE
KOMIIETEHIIMH)

OcHOBHbIE NMOKA3aTeJIN OIEHKH
pe3yJabTara

(I)OpMLI H METObI
KOHTPOJIA U OHCHKH

[ToHuMaTh CYIIHOCTH U COLHUAIBHYIO
3HAYUMOCTh CBOEH Oyaymied mpodec-
CUHU, IPOSABIATH K HEHW YCTOWYUBBIN
MHTEpEC.

JeMoHcTpanus nHTEpeca K npodeccud,
YMEHHE BBIACIUTE U CHOPMYIHPOBATD
LEHHOCTH Ipodeccuu

HaOmroreHue 3a BOBIIEYEHHO-
CTBIO B IIpoIiecC OOyUICHNS,
oOHapy>KeHHe IPU3HAKOB
HAalleJICHHOCTH Ha Pe3yJbTaT

Opranu3oBbIBaTh COOCTBEHHYIO Jiesi-
TENBHOCTh, OMNPEACNATh METOABl U
CHOCOOBI  BBIMIOJHEHHST TIpodeccro-
HAJBHBIX 3aja4, OIIEHUBATh HUX 3-
(EKTUBHOCTb U KauecTBO.

YMmenne nogo0paTh METOIBI M CPENICTBA
pemeHns npo¢eCCHOHAIBHBIX 3ajad,
YMEHHE BHIIETh CTETICHb JOCTIKCHUS
Leau

ITocTanoBka nepen ydaummcst
3a7a4, NpUONIMKEHHBIX K IIPO-
W3BOJICTBEHHBIM, B CAMOM
o01IeM Buzie, OIICHKA perie-
HUS 3a7a4

Pemate npo0iembl, OLEHUBATH PUCKH
Y IIPUHMMAaTh PELICHUs B HECTaHAAPT-
HBIX CUTyalUsX.

JocTixenne perieHus 3a1aun, mocTaB-
JIEHHOU C OCJIOKHEHHBIMU YCIOBUSIMH

ITocTanoBka 3amau, noapasy-
MEBAIOIUX OCJIOKHEHHBIE
YCIJIOBUS PELIEHUS, OLICHKA
peuleHus 3a1a4y

Ocy1ecTBISATh MOUCK M UCHOJIB30Ba-
HUE WHPOPMAIUN, HEOOXOIUMOU s
3¢ pexTUBHOrO BBIMOTHEHUS Tpodec-
CHOHAJIBHBIX 3a/ay, HpodeccuoHab-
HOTO Y JINYHOCTHOTO Pa3BUTHSL.

YMeHHe BBIIOIHATH NOUCK HH(POPMAIUU
B CE€TH MHTEPHET

INocTaHoBKa 33124 OUCKa
nH(pOpPMANNH U OIEHKA X
pemeHns

Hcnonb3oBath nH(pOpPMaIMOHHO-
KOMMYHHKAIIUOHHbIE TEXHOJOTHUU B
1pohecCUOHATIbHON JESITEIbHOCTH.

‘VMeHHe UCKAaTh HOBBIE CITOCOOBI penre-
HUSI IPOU3BOJACTBCHHBIX 3a/1a4

Habmonenne 3a npogeccuo-
HaJIbHBIM POCTOM CTYJICHTa

PabGotaTe B KOJIJIEKTUBE W KOMAaHJIE,
3¢h(PEeKTUBHO 00IIATHCS C KOJUIETaMHU,
PYKOBOJICTBOM, MTOTPEOHUTEIISIMHU.

YMenue peuiaTtbh MPOCKTHBIC 3a/la4n

ITocTaHOBKa IPOEKTHBIX 3a-
Jlad ¥ OIIEHKA UX PELICHUs

bpate Ha cebsi OTBETCTBEHHOCTH 3a
paboTy 4IeHOB KOMaH[bl (TIOJYMHEH-
HBIX), pE3yJbTaT BBHITIOJIHEHUS 3aJla-
HUM.

YMenue Bectu paboTy B rpyrmime

IlocTanoBka MPOCKTHLIX 3a-
J1a4 U OLICHKA UX PCHICHUA

CaMOCTOSITENBHO ONpPEenITh 3aqadun
npoeCCUOHATBHOIO M JIMYHOCTHOTO
Pa3BUTHSI, 3aHUMATbCA CaMOOOpa30Ba-
HUEM, OCO3HaHHO IIJIAaHUPOBATh IO-
BBIINICHUEC KBaHI/I(i)I/IKaHI/II/I.

YMeHue aHupoBaTh CBOM ACHCTBUS 110
Gostee ycIienmrHOMY Iy TH, yMEHHE BHJIETh
HEJIOCTATKU M IyTH UX YCTPaHCHUS

IlocTanoBka MPOCKTHLIX 3a-
J1a4 U OLICHKA UX PCHICHUA

OpHeHTUPOBATHCS B YCIOBUSIX 4acTOM
CMEHBI TEXHOJOTUA B Tpodeccro-
HAJIBHOU JIeATEIhHOCTH.

‘YMeHue UCKaTh HOBBIE CIIOCOOBI pelie-
HUs IPOMU3BOJCTBCHHBIX 3a/1a4

Ha6monenune 3a npogeccuo-
HaJIbHBIM POCTOM CTYJICHTA

OdopMasTe U perucTpupoBaTh Opra-
HU3alMOHHO-PaCIOPAIUTEIbHBIE  J0-
KYMEHTBI, KOHTPOJINPOBAaTb CPOKH HX
VICITOJTHEHHSL.

YMeHue noso0paTh METO/IBI M CPEACTBA
penienust mpodeccCHOHANBHBIX 33/1a4,
yYMEHHE BUJIETh CTEIICHb JIOCTIKEHUS
Henu

IlocTanoBka nepea ydamumumes
3ajad, HpI/I6J'II/I)KCHHI)IX K 1Ipo-
HU3BOJCTBCHHBIM, B CAMOM
O6IIICM BHUJEC, OLICHKA pelIc-
HUA 3aJa4




CamocTtosaTenbHO paboTaTh C JAOKY-
MEHTaMH, COJIepX alluMU KOH(]HIEH-
UAIbHYI0 WH(OpPMALKIO, B TOM YHUC-
Je ¢ JOKyMEHTaMH MO JIMYHOMY CO-
CTaBy.

YMeHue mogoopaTh METOABI M CPECTBA
pelieHus mpoeCCHOHANIBHBIX 3a7ad,
YMCHHUE BUJICTh CTCIICHB JTOCTHXCHUS
Leau

IlocTanoBka nepen ydamumumesd
3ajad, HpI/I6J'II/I)K€HHI>IX K 1Ipo-
HU3BOACTBCHHBIM, B CAaMOM
O6HICM BUJEC, OLICHKA pClIc-
HHA 3a1a4

Bectu paboty B cucremax 3J€KTPOH-
HOT'O JIOKyMEHTO000pOTa.

‘YMeHue 1aHupoBaTh CBOU AEUCTBUS 1O
OoJee ycremHoMy Iy TH, YMEHHE BUIETh
HEJOCTaTKU U My TH X YCTPaHCHHSI

ITocTaHOBKa MPOEKTHBIX 3a-
Jlad ¥ OIIEHKa MX PELICHUS

ABTop: npenonasarens Y1 @I'BOY BO «bI'Y» Kyknuna O.K.




