[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

®WO: Pomanuyk UeaH Cepreesuy

[lomKHOCTb: PekTop MUHUCTEPCTBO HAYKU U BBICILIET'O OBPA3OBAHUA
[lata noanucanns: 15.06.2023 08:59:18 POCCHUIMCKOU ®EJIEPALTUN

YHUKaNbHbIA NPOrPaMMHbIN Kntoy: derepalibHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE
e68634da050325a9234284dd96b4f0f8b288e139 YUPEKACHHE BBICIIErO 00pa3soBaHMs

«TIOMEHCKU FOCYZ[APCTBEHHBIfI YHUBEPCUTET»
ToGonbsckuii negarornyeckuii ”HCTUTYT uM. J[.M. Menneneea (¢umnman)
TIOMEHCKOTO TOCYITaPCTBEHHOTO YHHBEPCUTETA

OI1.03 OCHOBBI AEJIOITPONU3BOACTBA
pabouas nmporpamMma JTUCIUTUTHHBL TS 00yYaroIIuXCs
0 TIPOTPaMMe MOrOTOBKH KBATH(PHUIIMPOBAHHBIX PA00OUYUX, CITyKaIINX
034700.03; 46.01.03 Jlenonpou3BoIUTETb
dopma 00y4eHHUsT — OUHAs



CaBenpeBa Oxcana bopucoHa. OII.03 OcHoBBI nenonpou3BojicTBa. PabGouas mporpamma
JUCHMIUIMHBL I OOy4aromuxcss IO TMporpaMMe TMOJATOTOBKM KBaTHM(QHUIMPOBAHHBIX paboyuX,
ciyxamux 034700.03; 46.01.03 demonpousBoaurens. ®opma o0yduenus — ounas. Tobonbek, 2020.

Pabouass mporpamma aucHUIiMHBI paspabotana Ha ocHoBe PI'OC CIIO mo mnpodeccuu
034700.03; 46.01.03 [lemonpou3BOAUTENb, YTBEPKIACHHOTO PUKa30M MHHHCTEpCTBa 00pa30BaHUs U
Hayku Poccuiickoit @enepauuu ot 2 aBrycra 2013 1. Ne 639.

Pabouas mporpamma AMCHUIUIMHBI OIMyOJIMKOBaHA Ha caiite ToOOoIbCKOTO MEeIWHCTUTYTA HM.
J.N. MenneneeBa (punman) Trom['Y: OCHOBBI IeIONpPOU3BOACTBA. [3JEKTPOHHBINA pecypc]| / Pexum
nocrymna: https://tobolsk.utmn.ru/sveden/education/#

© Tobonbckmit memaroruvyeckuid  wHCTUTYT uM. .M. MenneneeBa (dunman) TromeHCKOTrO
rocy/1apCcTBEHHOIr0 yHuBepcureta, 2020
© CasenbeBa Okcana bopucosna, 2020


https://tobolsk.utmn.ru/sveden/education/

v

Conep:xanue

[TacriopT pabGoueii mporpaMMBbl AUCITUTUTHHBI

CtpykTypa U coliep:kaHue JUCIUITITUHBI
VYcnoBus peanuzaiuu JUCIUTUIMHBI

KoHTposb 1 oLeHKa pe3yJbTaTOB OCBOEHUS TUCIUIIIINHBI

10



1. ITacnopT padoueii nporpaMmMbl JMCHHUIIIHHBI
1.1.  O6aacTh NpUMeHEeHHUs NPOrPaMMBblI
Pabowyas nmporpamMma  JUCHMIUIMHBI —  SIBISETCS  YacThi0O  MPOrpaMMbl  MOJATOTOBKHU
KBaJIM(UIMPOBAHHBIX pabounx, ciayxamux B coorBerctBuu ¢ ®I'OC CIIO no mpodeccun 034700.03;
46.01.03 Jlenonpon3BOAUTEND.

1.2 MecTo IMCHMIUIMHBI B CTPYKType OCHOBHOH Npog)ecCHOHATBHOH 00pa3oBaTEJbLHOMH
NPOrpaMMBbI:
Jucnuninnaa OI1.03. OcHOBBI 1eJIONPOU3BOACTBA BXOAMT B 001enpodecCHOHATbHBIN IIMKJI.

1.3 Llesin 1 3aa4M JMCUMILUIMHBI - TPEOOBAHNS K Pe3y/JbTATaM OCBOCHHSA IMCUMILINHBI:
B pesynbraTe 0CBOCHHS AUCIUIUIMHBI 00YYaIONTUICS JOJKEH

YMETB:
— 0 OopMIIATH pa3IHYHbIC BUJIbI TUCEM;
—  OCYILECTBIATH JTOKYMEHTHUPOBaHHUE OpraHU3aLMOHHO-PACTIOPAAUTEIBHON JIEATEITbHOCTH
YUpEKIACHUN
3HATB!

— OCHOBHBIC CBCACHUS U3 HCTOPHUH ACIIOIPOU3BOACTBA,

- O6IJ_II/IC MMOJIOKCHUS 110 NOKYMCHTUPOBAHUIO ynpaBJIquecxoﬁ ACATCIIBHOCTH,

— BHUABI JOKYMCHTOB: TPYAOBBIC JOTOBOPLI; IIPHUKA3bI O IPUEMC, YBOJIbHCHHUHU, IICPCBOC,

— TpYAOBBIC KHHKXKH, JIUYHBIC KapTO4YKH pa6OTHI/IKOB.

Boinycknuk, ocsousumii [ITIKPC CIIO, nomxen obnaaars:

- 00IMMH KOMIIeTeHIUSIMH, BKJIFOUAIOIIUMU B €051 CIIOCOOHOCTD:

OK 1. [ToHMMaTh CYIIHOCTb M COIMAJBHYIO 3HAYMMOCTH Oynymiei mpodeccuu, MposBIIsATh K HEeH
YCTOWYUBBIA UHTEPEC.

OK 2. Opranu3oBsIBaTh COOCTBEHHYIO JISTEIILHOCTD, HCXOIS U3 TIEJTH U CIIOCOOOB €€ TOCTHKEHHUS,
OIIPEACIECHHBIX PyKOBOIUTEIIEM.

OK 3. Anamu3upoBarh pabOUYyl0 CHTYalWIO, OCYIIECTBJIATh TEKYIIMH M HTOTOBBI KOHTPOJIb,
OLIEHKY U KOPPEKIIMIO COOCTBEHHOM IESTEIbHOCTH, HECTU OTBETCTBEHHOCTD 32 Pe3yJIbTaThl CBOEH padoThI.

OK 4. OcymecTBisaTh MOUCK HWHPOPMAIUHN, HEOOXOAUMOU st 3()PEKTUBHOTO BBITIOTHCHHS
npogeccuoHaIbHbBIX 3aj1au.

OK 5. Hcnonb3oBaTh WHGOPMAIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTUH B TMPO(ECCHOHATBHOM
JESATEIIBHOCTH.

OK 6. Pabotats B kOMaHe, 3pPeKTHBHO 00IIATHCS C KOJIIEraMu, pyKOBOJICTBOM, KIIMEHTAMH.

OK 7. HcnonHATh BOMHCKYIO OOS3aHHOCTH <*>, B TOM 4HCJIE C NPUMEHEHHEM I0JIy4YEHHbIX
npodecCHOHATBHBIX 3HAHUH (J151 FOHOIICH ).

- mnpodeccHOHAIbHBIMM  KOMIIETEHIUSIMH,  COOTBETCTBYIOIIMMHM  OCHOBHBIM  BHJaM
npoQecCHOHaIbHON 1eATeNTbHOCTH:

I[IK 1.1. IlpuHuMaTh M PErUCTPUPOBATH IOCTYMAIOIIYI0 KOPPECIOHAEHLUIO, HAIPaBIATh €€ B
CTPYKTYPHBIE ITOAPA3JEIICHNS OpraHu3aluHy.

IIK 1.2. PaccmaTpuBaTh NOKYMEHTHl M Ie€peAaBaTb MX Ha HUCIOJIHEHHME C YYETOM PE30JH0LUU
PYKOBOJIUTENIEH OpraHU3aLvH.

[IK 1.3. OdopmiATh perucTpanuoHHble KapTOUKH U CO3aBaTh OaHK JTaHHBIX.

[1IK 1.4. Bectu KapTOTEKy ydeTa NpOXOXKACHUS TOKYMEHTAIbHBIX MaTEPUAJIOB.

[IK 1.5. OcyiiecTBiATh KOHTPOJIb 3a MPOXOKIEHUEM IOKYMEHTOB.

[IK 1.6. OTnpaBisiTh UCIOJTHEHHYIO JOKYMEHTALMIO aJpecaTaM C MPUMEHEHHWEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKHU.

[IK 1.7. CoctaBisate U 0GOPMIATH CIIy)KEOHBIC TOKYMEHTBI, MaTepuajibl C HCIOIb30BAaHHUEM
bopmysipoB JIOKYMEHTOB KOHKPETHBIX BH/JIOB.



1.4 Kosin4yecTBO 4aCOB HA OCBOCHME JUCIHMUILIMHBI:
Cemectp(s) 1.2;

MaxkcumanbHON yueOHOU Harpy3ku oOydaromierocs 90 yacoB, B TOM YHCIIE:

00s13aTeIbHON ayIUTOPHOM HArpy3KH o0ydarorierocsi 62 4acos;
CaMOCTOSTENIbHON paboThl oOydarorierocs: 20 4acos.

1. CTpykTypa n coaepkaHue TUCHHUIIIMHBI

O0BeM TUCIMIUIMHBI U BUJIBI Y4€OHOM pabOThHI

Bua yueonoii (01138
padoTbI eM
yac
0B
MakcumasnbHas yueOHasi HAarpy3ka (Bcero) 90
O0si3aTesibHAA ayUTOPHAs y4eOHass Harpys3ka (Bcero) 62
B TOM YHCIIE:
71a00paTOPHBIE 3aAHITH
MPaKTUYECKUE 3aHATUS 32
CamocrosiTesibHasi padoTa o0yuaronierocs (Bcero) 20

nuddepeHnpoBaHHbIN 3a4eT (2 ceMecTp)

dopma MPOMEKYTOYHON aTTeCTAlMU IO TUCIUILIMHE — KOHTpOJIbHAs padoTa (1 cemectp),




2.2 TeMaTu4yecKuil IVIAH U COAEPKAHHE U CHUIIINHbBI

HaunmeHnoBanue
pa3iesioB M TeM

Copnep:xaHue y4e0HOro MaTepuaJja, JiabopaTopHble H MPAKTHYECKHE PadOThI, cCAMOCTOATeIbLHAA padoTa

00y4arIIMXC

O0BeM yacoB

Yposenb
OCBOEHHS

Tema 1 «Ocnoenvie
HOHAMUSL
0e10npou3800Ccmear

Conepxxanne

4yeOHOr0 MaTepuaja

8

Beenenne. OCHOBHBIC ITOHSITHS

J1eronpor3BOACTBO | €0 cTaHOBJIeHHe B Poccun

JIOKyMEHT H ero hyHKIIUH

3akoHOaTeNbHAS U HOpPMAaTUBHO-MCTOAUYCCKAs Oa3za JACJIOIIPOHU3BOACTBA

YHubuKkanms v cTaHaapTH3AIMS B ISJIOPOU3BOJICTBE

Knaccudukaius aen0Bor JOKyMEHTAIUN

AMOCTOATEC/IbHas paﬁoTa

IToBTOpEHUE U3yUEHHOTO MaTepHuala

PabGora Cpa3JIMYHbIMH UCTOUYHHKAMHA HHd)OpMaHHH 10 TEMC

Tema 2 «Ilpasuna
opopmnenusn
Op2anu3auuoHHO-
pacnopsaoumenbHbX
OOKYMEHmMO08)»

oJep:KaHne

4yeOHOro MaTepuaja

CocraB 1 npasujia 0()OpPMICHHUS PEKBU3UTOB JOKYMEHTOB

NI 1A= (Q | |2~

TpeboBanusi K OJIaHKAaM JIOKYMEHTOB

IlpakTHYecKHU

€ 3AHATHUA

11

1.

PexBu3uthl noKyMeHTa. CXEMBI PACIIONOKEHUS PEKBU3UTOB. MEKCTPOUHBIE HHTEPBAJIBI
(MHTEPIUHBSIK), UCIIONIB3yeMble MTPpU 0(OpMIICHUH peKBU3UTOB. LLIpudThI, Hcnonb3yeMbie ajIs
oopmIIeHHSI pEKBH3HUTOB

w

Hanmncanne modToBBIX aapecoB

®dopmar OaHKa JIOKYMEHTA, pa3Mephl MoJIeH, HyMepaIus CTPaHHMI]

OdopmiieHre o01Iero OJ1aHKa OPraHU3aIHH

Odopmienue OJaHKa TUChMa

OdopmiieHre 6J1aHKOB KOHKPETHBIX BUJIOB JOKYMEHTOB

OdopmieHne mpo10IbHOro 0JIaHKa JOKYMEHTA

OdopmiieHre YIII0BOTO OIaHKa OpraHU3aIUK

OdopmiieHre OJ1aHKa OpraHU3aluH, OJIAHKA CTPYKTYPHOTO TOApa3AeicHus, OJaHKa JOJDKHOCTHOTO
JIALA

[N (U (U VRN JUSIY U (NN U

AMOCTOATEC/IbHas paﬁoTa

IToBTOpEHUE U3yUEHHOTO MaTepHala

PaGora ¢ Pa3JIMYHBIMU HCTOUYHHUKAMHA I/IH(bOpMaLII/II/I 110 TEMC

Tema 3 «Cucmemot
OOKyMeHmayuu»

oJep:KaHne

4yeOHOro MaTepuaJja

CucteMa opraHu3alOHHO-IPABOBON JOKYMEHTAIUH

Cucrema pacnopsJIMTeIbHON JOKYMEHTAIIUU

DN=QIN| QY 2 (R |

Cucrema HHPOPMAITHOHHO-CIIPABOYHOH JTOKYMEHTAIIUH

IIpakTHYeckn

€ 3AHATUA

19

Odopminenune YcraBa opranu3aiiu

Odopmiienne [onoxenns 00 opraHu3aiuu

Odopmnerne [Toa0XKeHUS 0 CTPYKTYPHOM TOIPA3ICIICHIH OpTaHU3aIIH

Sl Radiad e

Odopmaenue Pernamenta

[N U (VN U




HaumeHnoBaHue
pa3esioB U TeM

Coaepmalme yqeﬁﬂoro MartrepuaJa, JIaﬁOpaTOprIe H NMPAKTHYECKUE paﬁon,l, CaAaMOCTOATEC/IbHAA paﬁoTa

00y4arIMnxcs

O0neM yacoB

Yposensb
OCBOEHHS

OPMJICHUEC INTATHOT'O paClIiCaHuA

OpMJIEHHE MHCTPYKIIMH, JOJDKHOCTHON HHCTPYKITUU

DOPMIICHHUE IIPHKa3a, paCrops>KCHU A, TIOCTAHOBJICHUA

DOPMIJICHUEC YKA3aHW A, pCIICHUA

q

hopMJICHHE JOKIAAHOU, CITYKeOHOM, 00BSICHUTEIBLHOM 3aIHCOK

OpMJICHUS 3asIBJICHUI

hopMJIEHHE TPOTOKOJIOB, AKTOB, CITPABOK, 3aKIFOYCHUH

O|OO|0[00|0|O

DOPMIJICHHUE ITMCEM

ITpaBuia cocTaBJICHUs IIEKTPOHHOTO COOOIIECHUS

— AN =N —= [ DN = —

CamocrosiTeJibHas padoTa

1.

IToBTOpEHHE U3yUEHHOT0 MaTepHala

2.

PaGora ¢ Pa3JIMYHBIMA HCTOUYHHUKAMHA I/IH(bOpMaLII/II/I 110 TEMC

3.

TloaroroBka coOOIICHHUS HA TeMY: « DIEKTPOHHBIA JOKYMEHTO000POT»

Konmponsvnas paboma
Ne ]

Brmmonnenue MPAKTUYCCKOI'0 3aJaHus IO TEMaM 1-3

Tema 4
«/loxymenmayusn no
mpyooevim
OMHOWEHUAM)

Conep:xaHue y4eOHOr0 MaTepuajia

1.

| TlonsTHE, BUABI U CONEPKAHUE OCHOBHBIX JOKYMEHTOB 110 TPYAOBBIM OTHOIIEHHSM

HpaKTuquKne 3AHATHH

OGIIII/IG IIpaBrjia OPOPMJIICHUA TPYAJOBOro JOroBopa

)

bopMIIeHHE YHU

hUITUPOBaHHOM

hOpMEI ITpHKa3a 0 MpueMe Ha padoTy

(O)i

bopmiteHne yau(

brrmpoBaHHON (HOPMBI MpUKa3a 00 YBOJIBHEHUH

0)

OpMJICHHE YHU

HUIIMPOBAHHOU

OPMBI TIPHKA3a 0 IEPEBOJIC Ha JAPYTYIO paboTy

)

bopMJICHHUE ¥ ITPaBUJIa BEACHUS YHUGDHUIIMPOBAHHON ()OPMEI IMYHOU KAPTOUKU paOOTHHKA

|| [ 1o =

)

DOPMIICHUEC U IIpaBUJIa BEACHUA prHOBOﬁ KHWXKHN

[Ny RN (U NI U N

CamocrosiTeJibHAs padoTa

1.

IloBTOpEHNE N3YYEHHOTO MaTepuaia

2.

Pabora ¢ Pa3JIMYHBIMA UCTOUYHHUKAMHA HH(bOpMaIIHH 110 TEMC

3.

[oxaroroBka K quddepeHInpoBaHHOMY 3a4eTy

Jugppepenyuposannut
i 3auem

TectupoBanue 1o TeMaM 1-4, BBIOJHEHNE MPAKTHYECKOTO 3aaHus o TeMam 1-4

JICKIIUH

30

BCEI'O | npakTHyecKHX 3aHATHIA

CaMOCTOSITEIbHOH padoThI

20




3. YciaoBus peaau3anuy JHCHUATIIHHBI

3.1. TpeOoBaHUsI K MUHMMAJIbHOMY MAaTEPHAJIbHO-TEXHHYECKOMY 00ecIeYeHUuI0
Peanuzanus nporpaMMbl JUCHUIUIMHBI TpeOYyeT HaTUUUs 1aO0paTOPHH JJOKYMEHTOBEICHUS:
OobOopynoBanue y4eOHOro KabuHera:

- pabodee MecTo 00yJaroIIerocs;

- pabouee MecTo MpenoaBaTens;

- KOMILIEKT Y4eOHO-METOANYECKOH TOKyMeHTaunu(y4eOHbIe TOCOOHS, KOMIUIEKTHI
TECTOBBIX 3a/IaHUH, CUTYaIl[MOHHbIE KAPTOUKH)

Texnuveckue cpeacTBa 00y4eHus:

-KOMITBIOTEP C JINLEH3UOHHBIM MTPOrPaMMHBIM 0OecTiedeHHeM, ¢ BbIX010M B HTepHeT

- MYJIbTUMCOUAIIPOCKTOP

3.2. HudopmaunoHHoe odecnevyeHne 00y4eHust

Ilepeyens pexoMeHayeMbIX Y4eOHBIX H3AaHuH, W HTepHeT-pecypcoB, NONOJHUTEIbHOM
JIUTEpPaTyphl

OCHOBHBIE UCTOYHUKH:

1. PwiGakoB, A. E. OcHoBsl genonpousBozacTtBa / PeidakoB A.E., - 3-e uzn. - Munck :PUIIO,
2016. - 319 c.: ISBN 978-985-503-606-8. - Tekct : »snektponsHbid. - URL:
https://znanium.com/catalog/product/947745 (mara obpamenusi: 01.04.2020). — Pexum
nocryna: 1o nognucke Troml'Y.

JlonoHUTEeNbHbIE HCTOYHHUKH:
2. OCHOBBHI JeNONPOU3BOACTBA : yueOHoe mocodue / A.M. Acaimes, .. MuponoBa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e u3a., ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 146
c. — (Bricmiee ob6pazoBanue: bakanaBpuar). — DOI 10.12737/24426. - ISBN 978-5-16-
015831-0. - Tekcr : anekrponHsiid. - URL: https://znanium.com/catalog/product/1059311
(mara o6pamenus: 01.04.2020). — Pexxum noctyna: no noamnucke Trom['Y.

HutepHeT-pecypcebl:
1. 3nanuywm - https://new.znanium.com/

2. Jlans - https://e.lanbook.com/
3. IPR Books - http://www.iprbookshop.ru/
4. Elibrary - https://www.elibrary.ru/
5. HauwmonaneHas snektponHas oudnuoreka (HOB) - https://rusneb.ru/
6. MexBy30BcKas d5iekTpoHHas oudimorteka (MOB) - https://icdlib.nspu.ru/
7. "MBUC" (b nepuoauueckux uznanuii) - https://dlib.eastview.com/browse
8. Dnexrponnas 6ubmuorexa TromI'VY - https://library.utmn.ru/
[Tepeuenr  WHGOPMAIMOHHBIX  TEXHOJOTHH,  HCIONB3YeMBIX  INPH  OCYIICCTBICHHUH

oOpa3oBaTtenpHOr0 mporecca mo aucuumauHe: I[lmardpopma npns smekTpoHHOTO O00y4YeHUs
MicrosoftTeams.


https://znanium.com/catalog/product/947745

4. KOHTpOJIL H OLICHKA PE3YJbTAaTOB 0CBOCHUA NUCIHHUILJIMHBI

KOHTpO.Hb H OLICHKAa pPe3yJbTaTOB OCBOCHHUS JUCHMUIIIMHBI OCYHIECTBJIACTCH

npemnoaaBartrejieMm B

npoilecce

MMpoBEACHUA

NPAKTUHICCKUX 3aHSITI/II7[,

TECTHPOBAHUS, a TAaK)Ke BbINOJHEHHUS O0yYAKIIUMMCH HHIUBUIYAJIbHBIX
3aaHUMN.

Pe3yabTaTrhl 00yyeHusi (0CBOEHHbIE YMEHHUS,

YCBOEHHbIE 3HAHNS)

®opMbl 1 METOAbI KOHTPOJISI U
OLICHKH Pe3YJIbTATOB 00YUeHUsl

VYmenus:

0(OpMIIATH pa3InYHbIE BUbI TUCEM;
OCYLIECTBIIATh JIOKyMEHTUPOBaHUE
OpPraHMU3alMOHHO-PACIIOPSAUTEIbHON
JeATEIIbHOCTH YUPEKIACHUN

3HaHus:

OCHOBHBIE CBEICHHUS u3
JIeJIONIPOU3BO/ICTBA;
o0Iye TMOJIOKEHUs] MO JAOKYMEHTHPOBAHHUIO
yIPaBIEHYECKON AESITEIbHOCTH;

UCTOPHUH

— BHUAB JOKYMEHTOB: TpPYIOBBIE JOTOBOPHI;
MpUKa3bl O TIpUEMe, YBOIbHEHHUH, TIEPEBOJIC;

— TpPYAOBbIE  KHIDKKH, JIMYHBIE  KapTOUYKHU
pabOTHHKOB.

Tekymuii KOHTPOJIb:

- BBITIOJIHEHUE WHIUBH Ty AJTbHBIX
JIOMAIITHUX 3aJIaHui;

- TECTUPOBAHUE;

- 9KCIIEPTHOE OLICHUBAHUE
BBITIOJIHEHHS MTPAKTUYECKUX paboT
HaOJI0/IEeHUE B X0/1€ TPEHUHTa
KOMMYHHKAIHH

9KCIIEPTHAS OIL[CHKA BBIMOTHEHUS
KOHTPOJIBHOH paboThI
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