Canxr-IleTepGyprekoe rocyrapersennoe G1oaKeTHOe npogeccHoHaIbHOE
o0pa3oBaTeJ/IbHOE YUpesKIeHHe

((AKal]eMl’lﬂ YipaBJ/ieHHUs FOpOHCKOﬁ CpC}lOﬁ, I'PajoCTpoOUTEIbCTBA H NeYaTH»

ITPUHSTO ... YIBEPXKJAIO
Ha 3acenannu megarormueckoro cosera Jdunpexrop 'CTF‘fBHQY;«AYFCFnH»
IIpoToxoa Ne 1 S5 addp A A.M."I\(pnsonocon

«28» nexadps 2020 r. «19%) fauBaps 2021 r.

PABOYASI TIPOTPAMMA YUYEBHOM JUCHUANJINHBI
AOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

A cnenuansHocTr 09.02.07 MHbopMaoHHbIe CHCTEMBI 1 IPOrpaMMHUPOBAHHUE

CpeIHero Mpo(ecCHOHaNBHOr0 00pa30BaHUs

Cankr-IlerepGypr
2020 r.



OJIOBPEHA
[{uknoBoi KoMuccueit

AUCLHUIUIMH (DUIIONIOTHYECKOTO
npodus

IIpoTtokon Ne 4
oT «15» nexabps 2020 r.

Ipencenatens LK

v 7. AbnynaeBa A K.

PACCMOTPEHA

Metonuveckum coBetom
«AYTCI'ull»

IIpotokon Ne 2

oT «28» nexabps 2020 r.

Pabouas mnporpamma  y4eGHON  JHCIHILTHHEIL «JloKkyMeHTalnoHHOe
obecrieyenue  ympasneHHs»  pa3paGoTaHa  Ha  OCHOBE DenepasnbHOroO
TOCYyNapCTBEHHOTO 00pa30BaTeNBHOrO CTaHAapTa Mo crenuanboctd 09.02.07
«HMH(popMamoHHbIe CUCTEMBI U IIPOrPaMMHUPOBAHHUE CpelHero

Npo(ecCHOHaTFHOr0 06pa3oBaHMUs.

Pa3paGorunk:

AGnynaesa AXK., npemomasarens CII6 T['BIIOY «AKaZeMusi ynpaBiIeHHs
TOPOZCKOU CpeIoH, rpaJOCTPOUTENHCTRA U [IEUATH)
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OJZIOBPEHA
Ink10BO#H KOMUCCHEH

OO0mEeTeXHNYECKUX AMCIMINIAE 1
KOMITBIOTEPHBIX TEXHOJIOTUH

IIpoToxosn Ne 4

oT «23» jiexabps 2020 r.
Ipencemarens [[K

[HloGaper A.B.

PACCMOTPEHA
MeToMYeCKUM COBETOM

«AYT'Clully
[Tporokos Ne 2
oT «28» nexabpst 2020 r.

PaGodas nporpamma yueGHo# jucuuumnbl  JlOKYMEHTAIHONHOE ODeCTICYeHHE yupaBJieHus
paspaborana ma octoe MeICPAILHOTO  TOCYIAPCTBEHIONO  0OPA30BATENLHONO craHjapra 1o
cuennanpioctn - 09.02.07  «MupopMalionble  CHCTEMbI M IPOrPAMMHPOBAHHE) CpeJIHero
1npodeccHonalbLHOrO 06pa3oBanus.

Pazpadorunk:

Abpynaesa AK., mpenogasarens CII6 TBITOY  «Axanemus YIPABJICHUS TOPOJICKON  Cpe/loi,
I'PaJIOCTPOUTEILCTBA U [IEYATH »

(nojimuck)



COJIEPY)KAHHE

OBIIASL XAPAKTEPUCTUKA PABOYEM IMTPOI'PAMMbI YYEBHOM
AUCIHHUITJIMHBI

CTPYKTYPA U COAEPKAHUE YYEBHOU JUCLUATIJIUHBI

YCJOBUS PEAJIM3ALIMUA ITPOT'PAMMBI YYEBHOM JIACHUTTIMHbBI

KOHTPOJIb U OLUEHKA PE3YJBTATOB OCBOEHUS YYEBHOM
JAUCIHUTTIIMHDbI
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1. OBIIAS XAPAKTEPUCTUKA PABOYEWM ITPOT'PAMMBI YYEBHOM

AACHUTIUINHBI «OI1.13 JIOKYMEHTAIMOHHOE OBECINEYEHUE
YHPABJIEHUS»

1.1. Ob6s1acTh NpUMEHEHHS POrPAMMBI

PaGouas
OBECIIE
COOTBETCTBUU €

nporpaMma  yueOHOU «OIL.13  TOKYMEHTAIIMOHHOE
YEHWE VYIIPABJIEHUS» sBisiercs: 4acThio OCHOBHOH 06Gpa30BaTENLHON MPOrpaMMbl B

oroc CIio

JUCIHUITIMHBI

no coeumanbuoct  09.02.07 Muadopmanmonubie  CHCTEMBbI U

IPOrPaMMHUPOBAHKE.,

Yuebuaa qucnummua «OIL13 JIOKYMEHTALIMOHHOE OBECITEYEHUE YITPABJIEHWS»
IPUHAUICKAT K 0OUIENPO(YECCHOHATLHOMY UHKITY, JMCIHILIAHA BXOJMT B OOMIENPOECCHOHAILHBI
UMKII ¥ BBEJICHA 3a CYET YaCOB BApUATHBHON YACTH.

1.2. [esis ¥ muIaHMpyeMble Pe3yJibTAThI OCBOCHHS HCIHLINHDL:

Kox Ymennst 3nanus

IIK, OK

OK 1- = OQOpMIJISITE JIOKYMEHTAl|s B | —  TOHSTHA, HEJIH, 33/1a4 U IPUHIMAIIBI

OK1l1 COOTBETCTBHM € YCTAHOBJICHHBIMH | JIOKYMEHTAMOHHOI'O obecrieyeHust
TpeOOBANUAMM, B TOM WYHCIC C | YIPaBJICHUS,
UCIIOJIB30BAHMEM UHOOPMALMOHHBIX |  —  CHCTEMBI JIOKYMEHTAlHOHHOTO
TEXHOJIOTUH; obecrieucHwusl yIpaBJICHUs], UX
— OCYILECTBIISTh aBTOMATH3AIHIO;

aBTOMATU3UPOBAHHYIO  00paboTKy

== KJI'dCCI/I(bI/lKaHl/IIO JAOKYMCHTOB;

AOKYMCHTOB; — TpeOOBaHUSI K  COCTABJICHUIO W
- OCYWICCTRIIATE  XPAHCHUE U | 0(OPMIICHHIO JIOKYMEHTOB;
[TOUCK JIOKYMCHTOB] = Opranu3aluio  JOKyMeHTO0OOpoTa:
— MCIIOJIb30BAaTh 1IpHEM, 00paborky, PErUCTPALUIO,
TCJICKOMMYHUKAIIMOHHbBIC KOHTPOJIb, XpaHeHue JIOKYMCHTOB,
TEXHOJIOTYH B SJICKTPOHHOM |  HOMEHKJIATYPY €.
JIOKYMEHTO000pOTE;
DopMupyeMbIe KOMIIETCHIWN:
OK 01 Boibupars  crocoObl  permenust  3aja4  IPO(PECCHOHATLHON  JICSTEILHOCTH,
PUMEHUTENBHO K PA3/IMUHBIM KOHTEKCTAM
OK 02 OcyiecTBisTh OUCK, aHAIN3 W WHTEPIPETANUIO HH(OPMALMH, HEOOXOUMO st
BBINIOJIHCHHUS 33/1a4 TPOYECCHOHAILHON JIEITEBHOCTH
OK 03 [Tnannposath M peann3oBbIBATH COOCTBEHHOE TNPOQECCHOHANLHOE M JIHIHOCTHOE
pa3BUTHE.
OK 04 Paborare B KoiexTHBe M KOMaHJie, dQPEKTHBHO B3aMMOIEHCTBOBATH ¢ KOJUICTAMM,
PYKOBOJICTBOM, KIIMCHTAMH.
OK 05 OcymecTBisTh yCTHYIO M MACBMEHHYIO KOMMYHHUKAIMIO HA TOCYIAPCTBEHHOM S3BIKE C
Y4ETOM 0COOEHHOCTEH CONMATBLHOIO U KYJILTYPHOIO KOHTEKCTA.
OK 06 IpostBsATE  IpakIaHCKO-IIATPHOTHICCKYIO TIO3UIMIO, JEMOHCTPHPOBATH OCO3ZHAHHOE

IMOBCJICHUC HA OCHOBE TpaJAUIMOHHBIX OG[J.I,C“ICHOBC‘{@CKHX I[Clll[OCTCﬁ, LTPUMCHSTh
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OK 07

OK 08

OK 09

OK 10

OK 11

CTAHAAPTHI aHTUKOPPYIIIHOHHOTO ITOBE/ICHUSI,
ConeitcroBats coxpanenuio OKPYMAIOMICH Cpejibl, pecypeochepekenuio, sdpdexrunno
JACHCTBOBATh B UPE3BBIYAITHBIX CUTYaIHsIX.

Mcnonszosars  cpepcrra busnueckoit kynbTyps s COXpaHCHUS W YKpCILICHUsI
3I0POBBSL B mpolecce  MpodhecCuoOHANbHOI ACATEIILHOCTH ¥ NOJyIEPIKAHUS
HEOOXO/IMMOTO YpoBHS (huU3HUecKoili HOJITOTOBIICHHOCTH.

Hcnonssosars undopmanuonnbre TCXHOJIOTUHN B TPOYECCHOHANBLHON eI TEIbHOCTH.
Hombsoarbes  mpodeccuonansuoir JIOKYMCHTAIlMCH  Ha  TOCYJapCTBEHHOM K
MHOCTPAHHOM sI3bIKaXx.,

[Inanuposare HPCAMTPUHUMATEINILCKYIO JICITETLHOCTE B npodeccuonanbioii chepe.

].S.KOJIH‘ICCTBO 4aCOB Ha OCBOCHUE NporpaMMbl JUCHHILIMHDL:

Beero Jacos — 84 1aCoB, M3 HUX HA OCBOCHHE JACIHUTIIIMHEBI 72 Haca,

Ha camocrosTenshyio pabory — 12 gacos,

[pomexyrounas arrecramus ycraHoBiiena B (opme auddepennupopannoro 3auéra.



2.CTPYKTYPA U COAEP)KAHUE YYEFHON AUCUHUITJIUHDBI

2.1.00b¢m yqeOnoii THCHMINIHHBL B BHLI Y49e0HO0# padoTs

Bujx y4yeOHoi pa6ornr O06bém wacon

O0bem 06pasoBaTe/LHON POrpaMMBbI 84
O0nem paboTh1 06y4aI0MUXCsl BO B3ANMO/ICHCTBHE C IIPENOIABATEICM 72
B TOM YHCIIE:

TCOPETHYIECKOE 00YUCHHSI 50
MPAKTUYCCKHUE 3aHSITHS 20
Camocmosimenvnas paboma 12
ITpomesxyTounas arrecranus B popme auddepeHMpoBaAHHOIO 3a4eTa b
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3.YCJOBUS PEAJIMBATIMU ITPOT'PAMMbI YUYEBHOM JUCHMUILINHBI

3.1. TpeGosanusi K MUHAMAILHOMY MATEPHAJILHO-TEXHHYECKOMY 0DeceeHuIo

ILJ"[SI peaymsanuu  IIporpaMMmbl yqe6110171 JIMCUUIIJIMHBL - JIOJDKHBI OBITh PEAYCMOTPCHDI

CJIC/IYIOUINE CNCHUAJIbHBIC ITOMCIICHMSL! Kabuner ((COLU/IaHbHO—BK()HOMI/I‘{eCKI/]X JIMCITUITJIHH Y,
OCHAIIICHHbIM CIICIJYIOIIJ;I/IMO6()pynOBaI[[/lCM U TEXHUYCCKUMHU CpCACTBaAMHU 06y‘{eHVIﬂZ

- pabouee MECTO MPernoaaBaTelis;

- [0CA/IOUHBIC MECTA 00YYAIOIMXCsl (110 KOJIHYECTBY 00y4alonmxcs);

- yueOuble HarISHbIC TOcoOMs (TabauILbl, IIAKATHI);

- TeMaTHYECKHE MAIIKH JIMIAKTHYECKHX MAaTCPHaoB;

- KOMIIIEKT Y4eOHO-METOIMUECKON JOKYMCHTAIIH

- KOMILIEKT y4eOHUKOB (yueOHBIX TOCOOHH) 110 KOJTHUYECTBY 00y 4arouXCs;
- nporpamma Microsoft Outlook.

3.2. UndopmanuonHoe odecnedeHne peain3aliu NporpaMmal
OcHoBHast JIATEPATYpa

JlokymenTamuonnoe obecnedenne ynpasiaenus : yueobnnk / C. A. I'morosa, A. 10. Konbkosa,
0. M. Kykapuna, E. A. Cxpunko; noj oout. Pex. T. A. brikopoii.- Mocksa : Kuopyc, 2020.-
266 c.- (Cpeanee npodeccnonaiibioe odpasosanue). — 50 9K3.

Jlokymentanuonnoe ofecueyenne ynpasiaenus : yueonux / C. A. I'norosa, A. 10. Konbkosa,
0. M. Kykapuna, E. A. Ckpuiiko; nog o6m. Pex. T. A. boikosoii.- Mocksa : Kuopye, 2020. -
266 c. - (Cpeanee npodeccuonanbioe obpasosanue). — — URL: https://www.book.ru. —
Pexxnm Jrocrynia: no 1moJyuimcke.

Ulysanosa H. H. JlokyMeHTanMoRHOE 00CCEUCHAE YIIPABICHHS & Y4COHUK W NPAKTUKYM JUIst
CITO / H. H. IllyBanosa. — 2-¢ u3i. — Mocksa : Mznarenscrso [0paitr, 2020. — 265 ¢c. —
(ITpodeccnonanbHoe 0Opa3oBanue).

URL: https: // urait.ru. — PexuM joctyna: 1o 1oJuIucKe.

Kysuenos W. H. JlokymMeHTalMOHHOE OOECICYCHUE YIPABJICHHS. JIoKkyMeHTOOOOPOT |
JICITOIPON3BOACTBO : yueOnnk u npaxrukym st CHO / U. H. Ky3uenos. — 3-¢ u3tL., nepepad. u
jon. — Mocksa : Wsparemscrso [Opaiit, 2020. — 462 c¢. — (llpodeccronansroe
ob6pasosanue). — URL: https: // urait.ru. — Pexunm J1ocTyIa: no HoJUMCKe.

JlonoiHUTEIbHAN JIMTEPATYPA
Anapeesa B. U. Jlenonpou3BojcTBo : OpraHu3alnus U BCJACHUC : yuebnoe nocobue / B. U.

Amnppeesa. — Mocksa : KnoPyc, 2020. — 294 ¢. — URL: https://www.book.ru. — Pexnm
JIOCTYTIA: 110 TO/TIHCKE.
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4.KOHTPOJIb 1 OLEHKA PE3YJIbTATOB OCBOEHHSI YYEFHOW JUCHMITJIMHBI

PesyabTarei 00yuenns

Kpumepuu oyenxu

Dopmpl u MEMOObl OYCHKU

yMeEThb:

— ohopMIISITE  JIOKYMEHTAIUS
B COOTBETCTBHEM C YCTAHOBJICHHLIMH

TpeOOBAHMSIMM, B TOM  4YHClIEe  C
UCIIOJIb30BAHUEM HHPOPMAITMOHHBIX
TEXHOJIOIUH;

— OCYIIECTBIISITh
ABTOMATU3UPOBAHHYIO 00paboTKy

JIOKYMCHTOB;

- OCYUICCTBJIATHL XPAHCHUEC U
ITOUCK JIOKYMEHTORB;

- HCIIOJIB30BAThH
TCIICKOMMYHHUKAIIMOHHBIC TEXHOJIOTUUA B
QJICKTPOHHOM ,IIOK}’MCHTOOGOI)OTC.

JHATHL:

- MOHATHA, UCJIH, 3aJa4u U
IPUHINIIBI JAOKYMCHTAIIMOHHOTI'O
obecrieyenus YHPaBJICHHUS,

- CHUCTCMbI
JAOKYMCHTAIITHOHHOT'O
YHpaBJICHU, UX aBTOMAaTH3allul10;

obecrieueHust

- KJIacCHPUKAIHIO
JIOKYMCHTOB;

= TpeboBaHUS K
COCTABJICHUIO u oopmireHU1O
JIOKYMEHTOR;

= OpraHu3anmio

JOKymMeHTooOOpoTa: mpueM, 00paboTKy,
PErUCTpaIHIo,
JIOKYMEHTOB, HOMEHKJIATYpY JIElI.

KOHTPOJIb, XPaHCHHC

«OTIUIHO» -
TEOPETUUECKOE
CoJIepIKaHnE Kypca
OCBOEHO HOJHOCTHIO, Oe3
IpoOEIIoB, yMEHUS
cOpMHUPOBAHBI, BCE
IPEIyCMOTPEHHbBIC
nporpaMmont  y4ueOHbIC
3aJlaHuUs BBITIOJTHCHBI,
Ka4yecTBO MX
BBIITOJIHEHUSI  OI[CHEHO
BBICOKO.

«Xopouio» -
TEOPETHUYECKOE
COJICpIKAHUE Kypca

OCBOCHO IIOJIHOCTHIO, 0e3
npodeIoB,  HEKOTOpbIE
yMeHUsT  chOPMHPOBAHbI
HEJIOCTaTOUHO, BCE

IIPElyCMOTPEHHBIC

pOrpaMMoil  y4ueOHbIe
3aJ1aHusl BBIIIOJHEHBI,
HEKOTOPBIC BH/IbI

3aJTAaHUHA  BBITIOJIHEHBI €
OlUOKaMHU.
«Y IOBIICTBOPHTEIILHO» -

TCOPETHYECKOC
CoJIepIKaHue Kypca
OCBOGHO YacTHYHO, HO
npobGensl  HE  HOCAT
CYILECTBEHHOTO
xXapakrepa,
HEOOXOJIUMbIE  YMCHUS
paboTbl ¢ OCBOCHHBLIM
MaTepualioM B OCHOBHOM
c(OPMHUPOBAHEI,
OOJILIIMHCTBO
IIPE/LyCMOTPEHHBIX
nmporpamMmMoi  o0yudeHust
y4eOHbIX 3a)IaHUH

- CamocTosiTenbHas padota.
- OneHka  BBITOJHEHHS
MPaKTHYECKOH paboThI.

- Texymuit KOHTPOIIb.

- JlnddepennmpoBanublii
3a4ET




BBIIIOJIHEHO, HEKOTOPHIC
u3 BBIMOJIHEHHBIX
3aJlaHu i cojepxKar
OMHOKH.
«HeytoBIeTBOPHTCIILHON
- TEOPETHYECKOE
cojlepikanue  Kypca HE
OCBOCHO, HCOOXOMMBIC
yMEHUS He
cOopMUPOBAHBL,
BBITOJHEHHBIE  ydCOHBIC
3aaHus cojiepxKar

rpyObie OIMOKH.
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