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1. OBIIIAA XAPAKTEPUCTUKA ®OH/1I0B OHEHOYHbIX CPEZICTB

1.1. OGnacTh MpUMEHEHHUS TPOTrPAMMBI

@®oHpa  omeHo4HbIX cpenctB yueObHoit aucrumimael  MJIK.04.02  «CoBpemeHHas
OPITEeXHUKA W OpPraHU3aIusl JEJIONPOU3BOJCTBA» SIBIAECTCA YAaCThIO MPOrPaMMBbI MOJATOTOBKH
cnenuanucToB cpeanero 3BeHa B coorBercTBUU ¢ OI'OC CIIO no cnenumansHocTH 43.02.10
Typusm.

1.2. MecTo TUCHMIIUHBI B CTPYKTYpE MPOrpamMMbl MOATOTOBKH CHEIIMAIUCTOB CPETHETO
3BEHa!
Hucuunnuaa  MJIK.04.02  «CoBpeMeHHass  OprTeXHUKa U OpraHHU3alus
JIeJIONIPOM3BO/ICTBA» BXOAUT B cocTaB MpodeccruoHanpHoro moayns [IM.04 VYmpasnenue
(YHKIMOHAIBHBIM TTO/IPa3/IeJICHUEM OpPTraHU3aIHH.

1.3. Lenmn w 3amayd AUCHUIUIMHBI — TpeOOBaHMS K pe3yiabTaTaM OCBOCHUS
JUCLUIUINHBIL.

B pesynbrate 0OCBOCHHUS TUCIMIUTMHBI 00YYarOMIANACS JODKEH 001a1aTh CIEIYONMA
komneTeHnusmMu (OK):
OK 1. IloHnMath CyIIHOCTh U COLUATBHYIO 3HAYMMOCTh CBOCH OyayIiel mpodeccuu, MposBIsATh
K HEM yCTOMYMBBIN UHTEPEC.
OK 2. Opranu3oBbIiBaTh COOCTBEHHYIO JEATEIHHOCTh, BEIOMPATh THUIIOBBIE METOJBI M CIIOCOOBI
BBINOJIHEHHSI TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTh U Ka4ECTBO.
OK 3. [IpyHumath penieHusl B CTaHAAPTHBIX W HECTAHAAPTHBIX CUTYallUSIX U HECTU 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBisTh TIOMCK U UCTIONB30BaHUe HH(popMaIiu, HeoOXoauMoit 11t 3 PekTruBHOTO
BBINOJIHEHHSI TPO(ECCHOHANIBHBIX 3a/1a4, TPO(PECCHOHATBHOTO U JTMYHOCTHOI'O Pa3BUTHS.
OK 5. Hcnons3oBate MH(POPMAIIMOHHO-KOMMYHUKALIMOHHBIE ~ TEXHOJOTUU  JJIs
COBEpPILIEHCTBOBaHMS MPO(ECCHOHATLHON AEATEIIbHOCTH.
OK 6. PaboTath B KOJUIEKTHBE B KOMaH/Ie, 00eCIIeYnBaTh €€ CIuioYeHne, 3PpPeKTUBHO 00ImAThCS
C KOJJIEraMu, pyKOBOJICTBOM, IOTPEOUTEISIMH.
OK 7. Bpatp Ha ceds OTBETCTBEHHOCTh 33 paOOTy WICHOB KOMaHb! (IOJYNHEHHBIX), PE3yJIbTaT
BBITOJIHEHUS 3aJTaHUH.
OK 8. CamoCTOSITeThHO ONpeAessATh 3aJa4i MPo(eCcCHOHATLHOTO W JIMYHOCTHOTO Pa3BUTHS,
3aHUMATbhCsl CaMOOOpPa30BaHUEM, OCO3HAHHO MJIAHWPOBATh MMOBBILIEHNE KBATH(DUKALIUY.
OK 9. OpueHTHpOBaTHCS B yCIOBHAX YACTOH CMEHBI TEXHOJIOTHIA B IPOPECCHOHATBHOM
NS TeNbHOCTH.
[1K 4.1 IInanupoBath AeATEILHOCTH MOpa3ICICHUS.
I1K 4.2 Opranu3oBbIBaTh U KOHTPOJIMPOBATH AEATEIIBHOCTh OAUYNHEHHBIX.
ITK 4.3 O opMIsTh OTYETHO-TUIAHUPYIOITYO IOKYMEHTAIINIO.

Kon Ymenust 3nanus
MK, OK
OK1 VY1 - cobupare HHPOPMAIIHIO O 31 - meToauky coopa HHPOpPMAITIH O
OK 2 paboTe opraHM3aly M OTHENBHBIX €€ | padoTe OpraHW3alMd W OTICIBHBIX e
OK 3 HOJpa3IeIICHUH; UCTIONB30BaTh | OJIpa3AeieHU;
OK 4 pasIIHbIe METO/TBI TIPHHSTHS 32 - BUBI IUTAHUPOBAHUS M TIPHEMBI
OK 5 peLIeHUIA; 3¢ (HeKTUBHOTO TUTAHUPOBAHMS;

VY2 - cocTaBiATh MmjaaH paboThbI 33 - mpaBwia  OpraHu3anuu
OK 6 HOJpa3IesICHHS; JIeTIOTIPOU3BOICTBA M PabOThl ¢ O(pUCHOMN
OK7 V3 -  OpraHu3OBBIBATH M | TEXHHUKOM;
OK 8 OPOBOJUTH  JICJIOBBIE  COBEIAHMUS, 34 - MeTomuKu 3G GHEeKTUBHON




OK9 coOpaHusi, Kpyrible CTOJNbI, paboune
K 4.1 IpYIIIbL;

[IK 4.2 Y4 - paborath B KOMaHjae u
K 43 OCYIIECTBIISATh JIUACPCKHE (DYHKIHH;
¥5 - KOHTPOJIUPOBATh
TEXHUYECKHE W CAaHHTApHBIC YCIOBUS
B ouce;
Y6 - pabortatb u
OpraHu30BBIBaTh paboTy ¢ OQHCHOM
TEXHHUKOI;
v7 - MOJIb30BaTHCA
CTaHIAPTHBIM IPOTPaMMHBIM
obOecrieueHreM i1 OpTaHHU3AINH
JIeTTOTIPON3BO/ICTBA;
Y8 - odopmiATe OTYETHO-
TUTAHOBYIO JTOKYMEHTAIIMIO 10 pabdoTte
MoJIpa3AeIeHUS;

Y9- mpoBOAUTH MIPE3EHTALINY;
VY10 - cobupats nHpOpMALHIO
0 Ka4yecTBe PabOThI MOaPA3CIICHHS;

V11 - OILIEHMBATh Hu
aHAJIM3MPOBATh  KAaueCTBO  pabOTHI
Mo/Ipa3ieNiCHus;

OpraHu3aIIH JIeNOBBIX ~ BCTpeu U
COBCIIIAHHIA;

35 - opraHuzalMi0 OTYETHOCTH B
TypHU3ME;

36 -  METOOuKy  IPOBEICHHS
Mpe3eHTalNT;

37 - MeTozpbl 110 cOopy MHPOPMALIUU
0 KayecTBe pabOThI OPa3ICIICHUS

2.ITACITIOPT ®OHJA OLIEHOYHbLIX CPEJICTB

n/m Tembl nucuurmunbl, MJIK, pazaenst
(9Tarbl) NPakTHKH, B XOJI€ TEKYIIETO
KOHTPOJIs, BUJT TPOMEKYTOUHOM
aTTECTAIlMU C YKa3aHUEM CEMECTpa

Kon HaumenoBanue
KOHTPOJIUPYEMO | OLIEHOYHOTO CpeACTBa
1 KOMITETCHIIUU (c ykazanuem
(wm e€ yacTh), | KOJWYECTBA BAPHUAHTOB,
3HAHUM, YMEHUU 3aJJaHui U T.I1.)

1. | Pa3gea 1. Opranuzanus
JIeTIONPOM3BO/ICTBA.

35,V¥7-11, OK1, | IloaroroBka mokjianaa
I1K4.3

2. | Paznea 2. CoBpeMeHHbIE TEXHUUECKUE
cpeacTBa 0pHUCHOM JACSITEIbHOCTH.

35, ¥V86-11, Hamucanue pedepara
OK3, T1K4.3.

3. | [IpomexxyTouHas aTTecTaIus

31-37, V1 -V11, | duddepennupoBanHbIii
OK1 - OK9, 3a4eT
[1K4.1-4.3.

3. TUTIOBBIE 3AJIAHMS JUUISI OLIEHKY OCBOEHMS YUYEBHOM AUCLUTUIAHEI

Paszgen 1. OpFaHI/I3aHI/I5{ ACJIOMPOU3BOACTBA.

35, V7-14, OKl,
[1K4.3

[ToAroTOBUTH AOKIIAJ TTO CICTYIONTUM TEMaM:




1. {enonpon3BOJICTBO (JIOKyMEHTAIIMOHHOE 0OecrieueHNe YIPaBICHUs ) KaK PyHKIUSA
yIpaBlieHUs, COBPEMEHHbIE TPeOOBaHUSA K ero opraHu3aiui. OCHOBHBIE TEPMUHBI
JIEJIONPON3BOCTBA.

2. JIOKyMEHT, OCHOBHbIE IOHATHUS, QYHKIIUH U CITIOCOOBI JOKYMEHTHPOBAHUSI.

3. Uadopmarus u nokyment. Kinaccudukanus 10KyMeHTa.

4. DNEKTPOHHBIN JOKYMEHT U IOKYMEHTOOOOPOT.

5. YHu¢ukanus 1 cTaHgapTH3aIHs Kak OCHOBHOE HaIpaBJIEHUE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

6. CucteMbl JOKyMEHTAIMH. Y HU(PULIMPOBAHHBIE CUCTEMbI IOKYMEHTALINH.

7. O61ue TpeboBaHUS K TEKCTY JOKyMeHTa. [Topsaaok u3noxkeHus TeKcTa JOKyMeHTa. SI3bIK
CITy’KE€OHBIX JIOKyMEHTOB.

8. HopmatuBHO-1paBoBast 6a3a 1eI0MpOr3BOICTBRA.

9. Cocras pexsuzuroB OP/], npaBuia ux opopmieHus.

10. Buzapsl 6;1aHKOB JOKYMEHTOB, UX XapakTepucTuka. [IpaBuna odhopmieHus, U3sroToBieHus,
yuéTa, UCTIOJIb30BaHMs U XpaHEHUs OJJAaHKOB OpraHU3aIUH.

11. FOpuanyeckas cuna JOKYMEHTOB.

12. XapakTeprcTuKa ¥ cOCTaB OpraHNU3aIMOHHO-IIPABOBBIX TOKYMEHTOB: TPEOOBaHHS K
COCTaBJICHHIO U O(OPMIICHUIO.

13. XapakTepucTHKa M COCTAB PACHOPSIUTENBHBIX TOKYMEHTOB: TPEOOBAHHS K COCTABJICHUIO U
0(pOpMIICHHIO.

14. XapakrepucTuka U cocTaB HHPOPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHHIO U O(OPMIICHUIO.

15. lokymeHTHpoBaHue paboThl ¢ nepconanom. Komruieke kaapoBoit T0KyMEHTAlUH.

16. Yauduuuponanubsie GOpMbl IEPBUYHON YUETHON JOKYMEHTAIIMH 110 YYETY TpyJAa U €ro
OILJIATHI.

17.06mmme npasmia 0ohOpMIICHHS TIPUKA30B T10 JIMYHOMY COCTaBY.

18. TpynoBoii 1OroBOp: COAEPIKAHUE U MOPSIOK 3aKJIIOUEHUS.

19. OcobeHHOCTH TOKYyMEHTHUPOBAHHUSI 3TANIOB TPYI0BOM JIEATEIbHOCTH paOOTHUKA: IPUEM,
IIEPEBOJI, OTIYCK, KOMaHINPOBKA, YBOJIbHEHHE, IOOLIPEHUE, TUCIUIUINHAPHOE B3bICKAHUE.
20. TpynoBast KHMXKKa: ITpaBUIia BEJCHUS U 0)OPMIICHHUS.
21. OdopmieHue u BeJileHHE JINYHOM KapTOUKH U JIMYHBIX JIell.

Pa3nen 2. CoBpeMeHHBIC TEXHUYECKUE CPEACTBA OPUCHOM 35, ¥8-13, OK3,
JIeATEIbHOCTH. [1K4.3.

Temsbl pedepaToB:
. [lonsiTve u cyuHOCTh OPUCHON TEXHUKU
. Buzp! v onucanue opUCHOM TEXHUKH.
. TpeboBanms k paboTe 0PUCHON TEXHUKH.
. Opranuzanus pabodero mecra.
. I[Iponecc 3amuThl NpogecCHOHANbHBIX JaHHBIX B KaAPOBOH cyxKoe.
. 3a7auu ¥ QYHKIMU KaZpOBOH CITY>KOBI.
. Opranu3zanmoHHasi CTpYKTypa KaJpoBOU CITyOBbI.
. IpuHiumnel 1 GopMbl OpraHU3aIMK JeTONPON3BOICTBA HA MPEAIPUATHH.
. Cimyx6a TOKyMEHTallMOHHOTO 00ecrieueHrs yrpaBieHus: GyHKIUH, CTPYKTYpa,
JOJDKHOCTHOM COCTaB.
10. IlonsTHE, NPUHIUIIBI U XapaKTEPUCTUKU JOKYMEHTO00O0pOTA.
11. OcHOBHBIE 3TaMNbl JOKYMEHTOOOOPOTA.
12. IlepBoHauanbHast 00paboTKa IOKYMEHTOB B OpraHU3aIliH.
13. TexHonorus pacCMOTpEHUs JOKYMEHTOB B OpraHU3al1H.
14. DxcnepTu3a IEHHOCTH JOKYMEHTOB.
15. DneKTpOHHBIN JOKYMEHT U IOKyMEHTOO0O0pOT.
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16. TexHonorus paccCMOTpEHUsI JOKYMEHTOB B OpraHU3al1H.
[TpuMepHBIii IepedeHb BOMPOCOB K 3a4eTy MO yueOHOM TUCIUTUINHE:

1. Hcropus nenonpousBoiCTBa.

2. PacnopsaurenbHble JOKYMEHTHI. Buabl pacniopsiiuTeNbHbIX T0KYMEHTOB, PEKOMEHIallu1
K 0(popMIIeHHIO.

[TpaBunia opopmiieHHsT PEKBU3UTOB JOKYMEHTOB.

OO11ast XapaKTepUCTHKA CPEJICTB OPTTEXHUKH, UX Ha3HAUYEHHE.

CocTaBuTh ciry’ke0HOE MUCHMO C YUETOB MPEAJIOKEHHON CUTYAIINH.

CocTaBUTh TOJPKHOCTHYIO UHCTPYKIUIO.

OTHKET JEI0BOro NMACHEMA.

JlokyMeHTupOBaHHE IIpreMa Ha paboTy.

9. CocTaBUTh JOKJIAIHYIO 3alMCKY C YYETOB MPEAJI0KEHHON CUTYAIINH.

10. Bunsl 3asBneHui, cnocoos! ux cozganus. CocTaBUTh 3asiBICHUE.

11. CpencrBa MOATOTOBKH U KOITUPOBAHUS JOKYMEHTOB.

12. Knaccudukanus neyaTouHbIX YCTPOMCTB.

13. be3onacHOCTh dKCIUTyaTalluy TEXHUYECKUX CPEICTB.

14. UckycctBo camopeanu3zaiun. Criocoosl co3aanus pestome. CocTaBUTh pe3toMe.

15. CpencrtBa XpaHeHHS! JOKYMEHTOB.

16. Knaccudukanus ckaHepoB U IPUHIMITEI UX PaOOTBHI.

17. Manas oprrexHuka.

18. CpenctBa 00pabOTKH TOKYMEHTOB.

19. TlousTHe, CTpyKTypa U opraHuzanus oduca.

20. IlepcoHanbHBIN KOMIIBIOTEP. APXUTEKTYpa IEPCOHATIBHOIO KOMIIBIOTEpA.

21. Knaccudukanus cpeacTB OpraHu3alliOHHON TEXHUKH.

22. Opranuzanus paboTbsl ¢ 0PUCHON TEXHUKOM.

23. XapakrepucTuka Teae()OHHON CBS3H.

24. XapakrepHucTuka paKkCUMHUIBHOH, Tene(OHHOH, e KMHTOBOI CBSI3H.

25. OmnpezneneHue v Ha3HAYEHUE OPraHU3AIMOHHON TEXHUKHU.

26. CpencrBa KOMMYHHMKAIIMOHHOM TEXHUKHU.

27. Oprau3allOHHBIE TOKYMEHTBI, X BHJIbI U XapaKTEPUCTHUKA.

28. CmocoObl co3/1aHUs MTPOTOKOIA.

29. JIokyMEeHTHpPOBaHHE TUCIUILIMHAPHOTO B3bICKaHUsA. COCTaBUTH OOBICHUTEIBHYIO
3alHCKY C YYETOB NPEAJIOKEHHON CUTYAlIHH.

30. Muadopmanus. @opMbl npeaocTaBiIeHNs HHOOPMALINH.
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