MUHUCTEPCTBO HAVKHU U BBICIIETO OBPA30BAHM S POCCUMCKOM ®EIEPALINN

®EJIEPAJIBHOE F'OCYJIAPCTBEHHOE BIO/I)KETHOE I[TPO®ECCHOHAJILHOE
OBPA30OBATEJIbHOE YUPEX/EHUE
«BPATCKUI LEJUTKOJIO3HO-BYMAJKHbIN KOJIIE X
(OI'BIIOY «bLIBK»)

PABOYASA ITPOI'PAMMA ITPO®PECCHOHAJIBHOI'O MOAYJIA

1IM.04 BBIIOJTHEHHUE PABOT IO TPO®ECCHUM CJIYKAIIUMI 21299
JAEJONNPOU3BOAUTEJIb

CroenuaibHOCTh

40.02.04 OpucnpyaeHuus

KBa.]'II/I(bI/IKaI_II/IH BBIITYCKHHKA

KOpucr

AOKYMEHT MNOAMNUCAH 3MEKTPOHHOW NOAMNUCHIO

Ceptndukat 18A3094FEBF2B0800D42161C58EE13A7
Bnapeney FAPYC MUXAWN BUKTOPOBKMY
[Oeictantened ¢ 24.11.2023 no 16.02.2025

bparck, 2024




Pa6ouas nporpaMma npodecCHOHATBHOrO MOAyJIs paspaborana Ha ocHoBe DejiepanbHOro
rOCYJapCTBEHHOTO 06Pa30BaTeIbHOTO CTAHAAPTA CPEHEro MPodecCHOHATEHOrO 06pa3oBaHHA MO CHELHATBHOCTH
40.02.04 ¥Opucnpynenuus Ne 798 ot 27.10.2020

Opranuzauus-paszpaborunk: @PIBIIOY «BIIBK»

PaspaboTuuk:

Illesuyk HW.H., npenopmaBatens kadeapsl (QU3MKO-MaTEMAaTHYECKHX H  COLHAIbHO-TyMaHHTapHbIX
JACLIUTUTMH

PaccmoTpena Ha 3acefanuu kadenpsl (pHU3HKO-MaTEMaTHYECKHX H COLMaIbHO-TYMaHHTapHBIX JUCLMIUTHH
OT « %3» OF 2024r. IIporokon Ne 00
Vreepxaena 3am.aupexropano IJIOu T
il P.A. Opnosa
or « /3> VZ3 2024 r.




COJIEP)KAHUE

1. TIACIIOPT PABOYEM ITPOI' PAMMBI ITPO®OECCHUOHAJILHOTO MOYIISA 4
2. CTPYKTYPA U COAEP)KAHUE ITPOPECCHUOHAJIBHOI'O MO YJIA 6
3. YCJIOBUA PEAJIM3ALIMU ITPOPECCHUOHAJIBHOT'O MO YJIA 17

4. KOHTPOJIb 1 OUEHKA PE3VJIbTATOB OCBOEHM
[TPOGECCHUOHAJIBHOI'O MOAYJIA 20



1. MACITIOPT PABOYEN MPOI'PAMMBI TPO®ECCHOHAJBHOI'O MOJY.JISI
IIM 04 BBITIOJTHEHUE PABOT 11O ITPO®ECCHUHN CJOYKAIIMA 21299
JAEJOITPOU3BOIUTEJIb

1.1. O6saacTh npuMeHeHus1 pado4ei NporpaMmmbl
Pabouas mporpamma mpogecCHOHATHHOTO MOIYJIS SIBIISIETCS. YaCThI0 OCHOBHOUM MPO(eCCHOHATBHON
oOpa3zoBarenbHOM nporpaMmMbl B cooTBeTcTBUM ¢ PI'OC 1o cienuanbHOCTH CpeTHEr0 NpodeCcCHOHATBHOTO
obpazosanus (naee CI10) 40.02.04 FOpucnpyneHius B 9aCTH OCBOSHHUS OCHOBHOTO BHJIA
npodeccroHanbHoi aeatenbHocTd (BII/]) # COOTBETCTBYIOIIUX KOMIICTEHIIHIA:

OK 01. Beibupatb criocoObI pemeHus 3a1a4 IpopecCuoHaIbHON 1eSTeNbHOCTH, TPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTAM.

OK 02. Vcnonp30BaTh COBPEMEHHBIE CPEACTBA IOUCKA, aHAIM3a U UHTEPIPETaluu HHopMaIum, u
MH(pOPMAaLMOHHbIE TEXHOJIOTUH JUIsl BBIIIOJIHEHUS 3a/1a4 PO(pECCUOHATILHOMN 1eATEIbHOCTH.

OK 03. [1TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE NPOPECCHOHATBHOE U INYHOCTHOE Pa3BUTHE,
IPEIIPUHUMATENbCKYIO IEATEIBHOCTh B IPO(ecCHOHaNbHOM chepe, UCI0NIb30BaTh 3HAHUS M0 (PMHAHCOBOM
IPaMOTHOCTH B Pa3JIMYHbIX KU3HEHHBIX CUTYaIUX.

OK 04. D dexTrBHO B3aNMOACHCTBOBATH M pabOTaTh B KOJUIEKTHBE M KOMaH/IE.

OK 05. OcymiecTBIsATh YCTHYIO U HTUCbMEHHYIO KOMMYHUKAIMIO Ha TOCYJJAPCTBEHHOM SI3bIKE
Poccwuiickoit deaeparuu ¢ yaeToM 0COOCHHOCTEH COMMATBLHOTO U KYJIBTYPHOTO KOHTCKCTA.

OK 06. [IposiBaATH rpaxk1aHCKO-NATPUOTHYECKYIO MMO3UINIO0, IEMOHCTPUPOBATH OCO3HAHHOE
MIOBE/ICHUE HAa OCHOBE TPAJAUIIMOHHBIX OOIIEYEIOBEYECKUX LIEHHOCTEN, B TOM YHUCIIE C YUETOM
rapMOHU3AIUHN MEKHALMOHAIBHBIX U MEXPEJIUTHO3HBIX OTHOIIEHUH, IPUMEHATh CTaHI1aPThI
AHTUKOPPYILIMOHHOTO IOBE/ICHUS.

OK 07. CogeiicTBOBaTh COXPAHEHUIO OKPYXKAIOIIEH Cpeibl, peCypcocOepekeHUI0, TPUMEHSTh
3HaHUS 00 N3MEHEHHUH KJIMMaTa, IPHHIUIIBI OEPEKITMBOTO MMPOU3BOACTBA, 3 (PEeKTUBHO NeiicTBOBATH B
Ype3BbIUANHBIX CUTYAIUIX.

OK 08. Vcnonp3oBaTh cpeacTBa PU3NYECKON KYIbTYPBI JJIsl COXPAHEHUS U YKPEIUIEHUSI 310POBbSI B
nporiecce NpodecCHOoHANbHOM NeATeTbHOCTH U OJIepKaHusl He0OOXOAMMOro YpOBHs (prusnueckon
MO/ATOTOBJIEHHOCTH;

OK. 09. ITonp3oBathcs MpodeccHOHANBbHOM JOKYMEHTAIe Ha rocy1apcCTBEHHOM U MHOCTPaHHOM
A3bIKaX.

IIK 1.1. OcymiecTBasTh NpohecCHOHATIBHOE TOJIKOBAHNUE HOPM IIpaBa.

IIK 1.2. [IpuMeHsTh HOPMBI NTpaBa JAJisl peleHus 3a7a4d B Ipo(hecCUuOHATLHOMN 1€ TEIbHOCTH.

IIK 1.3. Bnagers HaBbIKaMU MOATOTOBKU IOPUANYECKUX JOKYMEHTOB, B TOM YHUCIIE C
HCI0JIb30BaHNEM UH(POPMAIIMOHHBIX TEXHOIOT .

1.2. Hesn u 3aga4n Npo(ecCHOHAIBLHOIO MOAYJs — TPe0OBaHHMSA K pe3yJbTaTaM OCBOCHHS
npo¢ecCHOHATBHOI0 MOAYJIS
B pesynbrare uzyueHus npohecCHoHaIbHOTO MOIYJIsl 00YUYaIOIIMICS T0JKEH BJIAaeTh HABBIKAMM:
— TOJArOTOBKMIOPUIMYECKUX JOKYMEHTOB, B TOM 4YHCJIE€ C HCIOJIb30BAaHUEM
MH(POPMAITMOHHBIX TEXHOJOTHIA;
— TpOBEIEHUS aHau3a AEMCTBYIOLIEH CHCTEMBI TOKYMEHTAIMOHHOTO 00eCIeYeH s YIPaBIECHUS
OpraHM3alMy I ONIpEeAEIeHHS 3a/1a4 [0 €€ aBTOMATHU3aluH
—  TMOJTrOTOBKH TEXHMYECKOT'O 3a/IaHUs HAa BHEPEHUE CUCTEMBI AJIEKTPOHHOTO JJOKYMEHTO000pOTa B
OpraHM3ally B paMKaX CBOUX KOMIIETEHIIMH, METOAMUYECKOTO COITPOBOXKIEHNE IIPOLIECCOB
BHEAPEHMS U SKCIUTyaTallud CUCTEMBI JJIEKTPOHHOTO IOKyMEHTO000pOTa B OpraHU3aIiH
YMmers:
- OCbOpMJ'IfITB PA3JIMYHBIC BUABI ITUCEM;
—  OCYILECTBIATh JIOKYMEHTHUPOBAaHNE OpraHU3allMOHHO-PACIOPAIUTENBHON JESTENbHOCTH
YUPEKIACHUM.



paboTaTh B CUCTEME IEKTPOHHOTO TOKYMEHTOO00pOTa OpraHu3aluu

MIPOBOJIUTH AHAJIN3 U OLIEHKY BO3MOXHOCTEH CUCTEM 3JIEKTPOHHOTO IOKyMEHTO000pOTa,
pa3paboTaHHbIX JJI OpraHu3aluii, IPeCTaBIATh PE3yJIbTaThl aHAJIN3A JAEJIONPOU3BOACTBEHHBIX
MIPOIIECCOB OPraHU3alny B rpauueckoM BUIe

OCHOBHBIE CBEJICHUS U3 UCTOPUU JICTONPOU3BOJICTBA;

o011IMe MOJI0KEHHS 0 JOKYMEHTUPOBAHUIO YIIPaBICHUECKOM JICSITENbHOCTH;

BUIBI JOKYMEHTOB: TPYIOBBIE JOIOBOPHI, IPUKA3bl O IIPHUEME, YBOIBHEHUU, IIEPEBOJE; TPYHOBEIE
KHVDKKH, JINYHBIE KAPTOUKU PAOOTHUKOB.

CHeU(pUKY CUCTEM IEKTPOHHOTO JOKYMEHTO000POTA, UCIIOIB3YEMBIX B COBPEMEHHOM
JEITOTIPOM3BO/ICTBE

(GyHKIMOHATBHBIE 0COOEHHOCTH PA3IMYHBIX CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa,
UCTIONIB3YEeMBIX B c(hepe JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABICHUS, PHIHOK IPOrPaMMHBIX
IMPOAYKTOB I10 aBTOMAaTU3alluU JOKYMCHTAIIUOHHOI'O obecrieyeHnst YIIPpaBJICHUA



2. CTPYKTYPA U COAEPKAHUE TIPOPECCHOHAJIBHOT'O MOAYJISI
IIM 04 BBIIIOJIHEHHUE PABOT 110 ITPOPECCHUU CIIYKALIUMU 21299 JEJTOITPOU3BOJAUTEJIb

2.1 TemaTH4yecKkuii MiIaH NPO¢ecCHOHATBLHOTO MOTYJISI

Hanmenosanus MJIK PaGoTa o0yuaommxcs BO B3aMMO/IeliCTBUH ¢ NPeNnogaBaTe/siMi
Mpo(hecCHOHATBHOTO MOIYIIS Cam. O6Bém B ToM uncae
Beero padora M HI%/H Ipakr. KoncyabTan Kypcosast
Il[v[ Jleximn 3aHATHA us pabora
1 2 3 4 5 6 7 8 9
MJIK.04.01. OcHOBBI JeIIONIPOU3BO/ICTBA
90 10 80 40 40 2
OK 01- 09 MJIK.04.02. DIIEKTPOHHBIN
K 1.1-1.3 JOKYMEHTOO6OPOT 72 8 60 20 40 2
YueOHas nmpakTuKa 108
[IpomexxyTouHas arTecTanus:
9K3aMeH (KBaTM(UKALIMOHHBIH) 6
Bceero 276 18 140 60 80 4




2.2 Conep:xxanue o0yuenus no npodeccuonagibuomy moayaro I[IM.04 BoinosiHenue padort no npodeccun ciayxammid 21299
denonpousBoaureib

HaumenoBanue Conep:kaHnue y4eOHOIro MaTepHuasia, JJadopaTopHble U MPaKTHYecKne padoThl, O0bem | YpoBeHb Kon
pa3aesioB M TeM CaMOCTOSITEJIbHAS PA00TA 00YYAIOIIUXCHA 4YacoB | OCBOEHHUSA | KOMIIETeHIIUii

MJK. 04.01 OcHoBBI A€eJ10NIPOU3BOJACTBA
Tema I «Ocnognoie Teopernueckue 3aHATHSA 24 OK 01- 09
nonamus 1. Beenenue. OCHOBHBIE IOHATUA MK 1.1-13
0en10npou3600cmea» 2. Jemonpon3BoACTBO M €ro cTaHoBiIeHUE B Poccuu il

3. JIOKYMEHT U ero (YHKIIUH 16 1

4, 3aKoHOaTe/IbHAsL 1 HOPMATHBHO-METOIMYECKas 0a3a JICJIONPOM3BOACTBA

5. YauduKauus U cTaHJapTU3aus B JSJI0IPOU3BOJICTBE

0. Kitaccudukanus 1enoBold JOKYMEHTAIIUU

CamocTosiTeJbHas padoTa 2

1. IIoBTOpEHME U3YUCHHOr0 MaTepuraia 2

2. PaboTa ¢ pa3IMYHBEIMU UCTOYHHKAMH HH(MOPMAIIUH 10 TEME
Tema 2 «Illpasuna Teopernuyeckne 3aHATHA 8 OK 01- 09
opopmnenusn 1. CoctaB 1 nipaBujia 0(pOpMIICHHS PEKBH3UTOB JJOKYMCHTOB 6 1 MK 11-13
OpP2AHU3AUUOHHO- 2. TpeboBanus K OJ1aHKaM JTOKYMEHTOB T
PacnopaoumenbHvlx IIpakTH4YecKHe 3aHATHSA 13
OOKyMEHm o6 PexBu3uThl 1oKymMeHTa. CXEMbl pacloNOKEHUsI PEKBU3UTOB.

3 Ne 1 MeKcTpOoUuHbIe MHTEPBAJIBI ]iIiIHTepHI/IHbeK), UCIIOJIb3YyEMbIE TIPU 3

- odopmiiennu pekBu3uToB. [lIpudThI, ncnonb3yembie it ohopMIeHHS
PEKBU3HUTOB

TI3 Ne 2 Hanmcanne mo4ToBBIX aJIpecOB 1

TI3 Ne 3 dopmaT OaHKa TOKYMEHTA, pa3Mephl MOJIeH, HyMepaIrusl CTPaHHUIT 2

II3 Ne 4 [ OpopmaeHue o01Iero 01aHKa OpraHu3anuu 1

II3 Ne 5 OdopmaeHue OJIaHKa NUChMa 1

II3 Ne 6 | Odbopmienne 0J1aHKOB KOHKPETHBIX BHJOB JOKYMEHTOB 1

II3 Ne 7 | Odopmnenne npoaoapbHOro 0JaHKa JOKYMEHTA 2

I3 Ne 8 [ OhopmieHHe yIIoBOro OJaHKa OpraHu3alliu 1

13 Ne 9 Odopmrenne O1aHKa OpraHu3aluu, OJ1aHKa CTPYKTYpHOTO 1

oipa3JiejicHus, OJIaHKa JOJDKHOCTHOIO JIHIIA
CamocTosiTeJpHas padoTa 2
. IToBTOpEHME N3YUCHHOTO MaTepuala 2

2. PaboTa ¢ pa3auyHBpIMH UCTOUHHMKAMK MH(POPMALIMH 110 TEME
Tema 3 «Cucmemuwi TeopeTnueckue 3aHATHS 10 OK 01- 09
O0OKyMenmayuu) 1. CucreMa OpraHM3alMOHHO-TIPAaBOBOM JIOKYMEHTAITUH 2 K 1.1-13

2. CucreMa pacnopsAuTEILHON JOKYMEHTAIMHU 10 T

3. Cucrema nHOOPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAIIMHU

IIpakTHYecKHe 3aHATHS 19

113 Ne 10 | Odopmnenne YcraBa oprannsainin 1

II3 Ne 1T [ Opopmaenue IlomoxxeHus 00 opraHu3aIuu 1




HaumenoBanue Coaep:xanue yueOHOro MaTepuaJia, JadopaTtopHble U IPaKTHYeCKHe padoThl, O0beMm | Yposenn Koxa
pa3aesioB M TeM CaMOCTOSITeJIbHAS PA00Ta 00YYAIOIINXCHA 4acoB | OCBOEHHUSA | KOMIIETeHIUii
MJK. 04.01 OcHoBBI A€JJ0MPON3BOJICTBA
113 Ne 12 | Odbopmuenue [TonoxkeHns 0 CTPYKTYPHOM HOJpa3ieiaeHuU opraam3amun | 1
113 Ne 13 | Odopmnenue Permamenra 1
113 Ne 14 | OdbopmiieHHE IITATHOT'O PaCIIHCAHUS 1
113 Ne 15 | OpopMieHrEe HHCTPYKLIUH, JOJDKHOCTHON HHCTPYKIIHU 1
113 Ne 16 | OdopmieHue nprukasa, pacropsbLKEHHUS, TOCTAaHOBJICHUS 2
113 Ne 17 | OdopmieHre yka3anus, pelIeHHs 1
113 Ne 18 | OdbopmieHne TOKIagHOM, CIYKeOHOH, O0BICHUTEILHON 3aIMCOK 2
113 Ne 19 | OdopmneHus 3asiBICHUH 1
113 Ne 20 | OdopmieHre IPOTOKOJIOB, AKTOB, CITPABOK, 3aKITFOUYCHUH 2
113 Ne 21 | Odopmnenue miuceM 4
113 Ne 22 [ IIpaBuia cocTaBiIeHHUS DJICKTPOHHOI'O COOOIICHUS 1
CamocTosiTeJIbHAs padoTa 2
1. IToBTOpEHNE N3YUEeHHOI0 MaTepHaja
2. Pabora ¢ pa3auyHbIMH HICTOYHHKAMH HH(POPMAITUH II0 TEME 2
3. IToaroroBka cooOuIeHUSA HA TEMY: «JIEKTPOHHBINA JIOKYMEHTOO0OPOT)
Tema 4 Teopernueckne 3aHATHSA 8 OK 01- 09
«loxkymenmayus no 1 ITonsiTue, BUIIBI ¥ COAEP’)KaHUE OCHOBHBIX JOKYMEHTOB IO TPYIOBBIM 6 1 MK 11-13
mpyooesvim : OTHOIICHUSIM T
OMHOULEHUAM IMpakTHyeckue 3aHATHS 8
113 Ne 23 | O0mume npaBuia 0(hOpMIICHUS TPYIOBOTO JIOTOBOPA 1
113 Ne 24 | Odopmnenre yaupuimmpoBaHHOHN (POPMEI IPHKA3a 0 MpHUeMe Ha paboTy 2
113 Ne 25 | Odbopmienne YHU(PHUIIHPOBAaHHON (DOPMBI IIPHKA3a 00 YBOJIbHECHUH 2
13 Ne 26 gg%(())gl;/meHne YHU(ULIMPOBAHHOM (DOPMBI ITPUKa3a O EPEBOE HA IPYTYIO 1
13 No 27 | OopmiieHne n npaBuia BeCHUs YHUQUIMPOBAHHON (GOPMEI TMIHOH 1
- KapTOYKH PaOOTHHKA
113 Ne 28 | OpopmiieHHE U IpaBUIa BEACHHUS TPYJOBOM KHIUKKHU 1
CamocrosiTesqibHasi padoTa 4
. TToBTOpEHME U3YUCHHOr0 MaTepuaia
2. PaboTa ¢ pa3auyHBIMH UCTOUHHKAMK MH(POPMALIMH 110 TEME 4
3. IToaroroBka kK au)epeHIUPOBAHHOMY 3a4YETY
Hughpepenyuposannuiit
3auem
TeOopeTHYEeCKUX 3aHATHI 40
BCEI'Q | MPAKTHYeCKHX 321HHT1/I]71 40
CaMOCTOATEC/IbBHOU 10
padoThl




MJIK. 04.02 Dj1eKTPOHHBbIN JOKYMEHT0000POT

Tema 1 CorneMeHHBIN
NTAUACTRANHLIH
NLIHOK CUCTOM
AMAKTNOHHATA

AOKYMEHT0000poTA.

Teopernueckne 3aHATUS

1. Onpenenenne, knaccuduranus, Gyakuunu COJI.

2. O030p OCHOBHBIX CHCTEM DJICKTPOHHOT'O JJOKYMEHTO00O0pOTa.

IIpakTHYecKHe 3aHATHS

(O030p OCHOBHBIX CHCTEM JICKTPOHHOI'O JOKYMEHTO000pOTa

CpaBHHTEIBHBIN aHAIU3 HanOosee nonysipHeix COJI B PO.

CamocTrosiTesibHasi padoTa

OK 01- 09
IIK1.1-13

O030p OCHOBHBIX CHCTEM JJICKTPOHHOI'0 JJOKYMEHTO0000pOTa.

Tema 2 HanMATHUBHO-
nmTnarnrag Narq
AMAKTNATHATA

TOKyMEHT0000poTa B
P(I).Y P

Teopeanecmle 3aHATHUSA

3AKOHOTATETRHOE NETYJIMPOBAHUE JJIEKTPOHHOIO JOKyMEHTO000poTa B PO Ha
COBPEMEHHOM JTale.

IIpakTnyeckne 3aHATHA

OK 01- 09
IIK11-13

RakoHATATETRHOR NeryJIMPOBAHUC 3JICKTPOHHOT'O ,Z[OKyMeHTOO60pOTa B PD Ha
COBPECMCHHOM JTaric.

IIpobiieMbl cTaHAAPTU3ALMH JISKTPOHHOI0 JOKYMEHTOO0OPOTA.

CamocTosiTeJIbHAs padoTa

HopmaTtuBHO-1IpaBoBast 0a3a 3JIEKTPOHHOI0 JOKyMeHTo00opoTa B PD.

Tema R OcofeHHOCTH
RHATTNAHUA

AMAKTNOHHOATN
IlOK)’MCHTOOﬁOpOTﬂ.

Teopeanecmle 3AHATHUSA

1. OcofeuuocTu noccutickoTn TATOTTINOURRATCOTRA U UX RTUSHUE HA n5160p "
BHeapenre COJI B Oprauu3alysaX, YUPEKICHUSIX U IPEAITPUITHIX.

1,2

2. Bwi0op COJI 1511 KOHKPETHOM OpraHU3aIiu.

OK 01- 09
IK11-13

IIpakTHyeckne 3aHATHA

1. OcofenHOCT NOCCUTICKOTO TEeTOTTNOURRATCTRA U UX RITUSHUE HA R5160p u
BHeApenue COJI B opraHuzaiusix, YIpeKICHHUSIX U IPSAIPHITUSIX.

2. Bwi6op COJI 1yi1 KOHKPETHOM OpraHU3aIiu.

Teopernueckne 3aHATHS

TTnafnemer rrRauManelicTRUS OPraHU3aluK, YIPEKIEHUH U IPEANIPUATHH,
HCIIOJIL3YIOMUX pasHeie COJI.

IIpakTHYecKHe 3aHATHS

OK 01- 09
IIK11-13

TTnofAnemMur rRRAVUMOTRTICTRUS OPTAaHU3ALUN, YUPEXKACHUHN U P PUATHH,
HCIIOJIL3YIOMUX pasHeie COJI.

Teopernueckne 3aHATHS

Ocofennnctu ruenmnenug u vakniuonypoBadus CO/] B KOHKPETHBIX OpraHU3aLMIX
MNJIN OTACJIBbHBIX Cd)ean JCATCIIBHOCTH.

Obecneuenue o6ezomacHoctu COJIL

OK 01- 09
IIK11-13

IIpakTHyeckne 3aHATHA

Opr aHM3alus XpaHCHUS 3JICKTPOHHBIX TOKYMCHTOB.

CamocTosiTeJIbHas padoTa

Obecneuenue be3omacaoctu COJI.

IIpakTHyeckne 3aHATHA

Obecneuenue obezomacHoctu COJIL

CamocTosiTeJIbHas padoTa

NOIGOINNOON AN OO N IND BN N RNND Do B BNNARNONN A




M3yyeHue HCTOUHUKOB U JIUTEPATYpPhbl IO OCHOBHBIM TEMaM Kypca 2
Hughpepenyuposannuiit
3auem
TEOPETHYECKHX 20
. | 3aHsATH
Beero: NPAKTHYECKUX 40
3aHATHI
CaMOCTOSATEIbHOIM )
padoThl

10




3. YCJIOBUS PEAJTIM3ALUUA TPOT'PAMMBI NIPO®ECCHUOHAJIBHOI'O
MOAYJIs
3.1 last peaniu3anMu NporpaMMbl Mpo(eccHoOHATIBLHOT0 MOAYJIsI 10JKHBI ObITH
NpPeTyCMOTPEHBI:

1) kabuHEeTH TPOQPECCHOHATBHBIX AUCIHUILINH:
2) TEXHHYECKHUE CPEACTBA O0yIEHUS:
- IPOEKTOP;
- DKpaH;
- KOMIIBIOTEP;
3) mporpaMMHbI€ CpEICTBA:
- MS Word;
- MS Excel;
- MS Power Point.

3.2 HNudopmanuonHoe odecnevyeHrue peaau3aluu NPorpaMmmbl

OcHOBHbIE MeYaTHBIE U3TAHUSA
1. CrenanoBa, E. H. Cucrema 31eKTpOHHOTO TOKYMEHTOO0OpOTa (00JIayHOE pEIIeHHE) :
yuebnoe mocooue / E. H. CrenanoBa. — Mocksa : Al [Iu Ap Menua, 2021. — 182 ¢c. —
ISBN 978-5-4497-0767-3. — Texkct : anextpouHslii / L{ludpoBoit 06pazoBaTenbHbIi pecype
IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/101357.html

2. Kysnenosa, U. B. KondunenuuanbHoe AeT0ONMPOU3BOACTBO U 3aNIUIIEHHBIN
ANEKTPOHHBIN JOKYMEHTOO00POT : yueOHoe mocobue miist 6akanaBpos / . B. Ky3nemosa,
I'. A. XauaTpsH.
— Mockaga : Aii [Tu Ap Menma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkct

anektpounbiit // [udposoit obpazosatensubiii pecype IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

3. VYmpaBineHune IOKyMEHTaMH B IUQPPOBONW 3KOHOMHKE. OpraHW3amus, perjaMeHTaIHs,
peamuszanus / M. B. Jlapun, H. I'. Cyposuesa, E. B. Tepentsena, B. ®@. SlnkoBas ; noa
penakuueit M. B. Jlapura. — 2-e u3n. — Mocksa : Poccuiickuii rocyaapCTBeHHBIH
ryMaHMTapHbIi yHuBepcureT, 2022. — 246 ¢. — ISBN 978-5-7281-3084-0. — Texkcr :
anextpouHsidd // [{udposoit ob6pazoBatenbublii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/124690.html

4. Jlenonpou3BOACTBO: y4eOHUK Ayl cTyAeHToB yupexnaenuid CI1O/ JI.A. JlenkeBuu — 5-¢ u3ganue —

M.: «Axanemusy, 2014 — 256 c.

JlonoTHUTe/IbHbIE HCTOYHUKM:
5. Pa6oga, C. B. JlokymeHTanimoHHOE 00ecredeHne YIpaBIeHYeCKON e TEIbHOCTH | y4eOHOe

nocobue / C. B. Pga6oBa. — VYbgHOBCK : YIbSHOBCKUN TOCYAApCTBEHHBIN TEXHUYECKUMN
yauBepeuteT, 2021. — 341 c¢. — ISBN 978-5-9795-2106-0. — TekcT : 3MeKTPOHHBIH //
[Mudpposoit  obpazoBarensHbli  pecypc IPR SMART :  [caiit]. — URL:

6. Kamommna, T. 0. JlokymeHTarmonHoe obecrieueHrne paboThl C MEPCOHATIOM B IUppe U
Ha Oymare : yuyeObHoe mocobue / T. FO. Kanommna. — HoBocubupck : HoBocuOupckuit
roCy/IapCTBEHHBIN TeXHUYecKuil yauBepcurer, 2022. — 124 ¢. — ISBN 978-5-7782-4728-

— Texkcr : anextponnsiii // Ludposoii oopazosarenshbliii pecype IPR SMART : [caiit].

— URL: https://www.iprbookshop.ru/126489.html

HNnTepHeT-pecypesbi:
1. www.archives.ru — OdunmansHblii caiit denepanbHOro apXuBHOro areHTcTBa (Pocapxusa).
2. www.rusarchives.ru — ITopran «Apxusbl Poccun».
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https://www.iprbookshop.ru/101357.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/124690.html
https://www.iprbookshop.ru/126489.html
http://www.archives.ru/
http://www.rusarchives.ru/

3. www.edou.ru — I{eHTp KOMIIETEHIIU# 110 BOIPOCAaM JOKYMEHTAIIHOHHOTO YIPABJICHHUS U apXUBHOTO

nena.
4,

©ooNo O

www.ifap.ru — nadopmanms s Becex (MHGOPMAMOHHOE OOLIECTBO M OOIIECTBA 3HAHUI:
HOBOCTH, COOBITHSI, KOMMEHTapUH, aHAIUTHKA).

http://aup.ru - AIMHUHUCTPATUBHO-YIIPABICHUYECKHIA OPTAI
http://wwwe.elibrary.ru — nudposas HaydHas GuOIHOTEKA
http://www.cyberleninka.ru — mudposas Hayunas 6OubaroTeKa
http://www.hr-portal.ru — HR-mopran
https://www.doc-online.ru/tools/sed/ - pedTHHT crCTEM 3IEKTPOHHOTO
JIOKyMEHTO000pOTa
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http://www.edou.ru/
http://www.ifap.ru/
http://aup.ru/
http://www.elibrary.ru/
http://www.cyberleninka.ru/
http://www.hr-portal.ru/
https://www.doc-online.ru/tools/sed/

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MMPOPECCCHUOHAJIBHOI'O MOAYJIA IIM.01 ITIPABOIIPUMEHUTEJIbBHAS

NAEATEJIBHOCTD
Kountposib

U OICHKa peE3yJIbTaTOB OCBOCHUA HpO(beCCI/IOHaJ'IBHOFO

MOTYJIS

OCYIIECTBIIACTCS IMPENOoAaBaTeNIeM B MPOIECCe MPOBEACHUS YUEeOHbIX 3aHATUH U MPOBEPKU

CaMOCTOSITEILHOMI pa6OTBI.

Pe3yabTarhbl 00yueHust
(ocBOeHHbIE YMEeHUsl, YCBOEHHbIE 3HAHUS)

@DopMBbI U METObI KOHTPOJIS  OLIEHKHU
pe3yabTaTOB 00yUYeHusl

YMmeTh:

O(bOpMHSITB PAa3JIMYHBIC BUABI TNCEM

JlenmoBast urpa
[IpaxTHueckas padora
OtueTsl

HaGmonenue
CobecenoBanus
Junarsoctuyeckue cpesbl

OCYIIECTBISTh JIOKyMEHTHUPOBaHUE
OpraHU3aIlMOHHO-PACTIOPSATUTETHLHOM

JenoBas urpa
[TpakTudeckas pabora

JEeSATEIbHOCTH YUPEKICHUN Otuersl
Hab6mrogenue
CobecenoBaHus
Junarsoctuyeckue cpesbl
3HaTh:
OCHOBHBIE CBEJICHUS U3 UCTOPUU JHenosas urpa
JIeJIONPOU3BOJICTBA; [IpakTrueckas padora

OTt4eTnl

CobecenoBaHus
JrarHocTuuecKue cpesbl
Onpocsl

TecTtrr

o0mIre TONOXKEHUSI MO JOKYMEHTHPOBAHUIO
YIPaBJICHUYECKON EATETHOCTH

JenoBas urpa
[MpakTuueckas pabora
OrtyeTsl

CoOeceroBaHus
JruarHocTuyecKue cpesbl
Onpocsl

Tecthl

BUJBl JOKYMEHTOB: TPYAOBBIE JTOTOBOPHI,
MPUKa3bkl O TpHeMe, YBOJIbHEHHUH, TEPEBOJIC;
TPYIOBBIE  KHW)KKH, JIMYHBIE  KapTOYKHU
pabOTHHKOB

JenoBas urpa
[MpakTuueckas pabora
OrtyeTsl

CoOeceroBaHus
JrarHocTuyecKkue cpesbl
Onpocsl

TecTbl
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