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[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[pu pazpaboTke paboyei mporpaMMbl TUCIUTUINHBI (MOAy ) " Jlemonpon3BoAcTBO" B OCHOBY TOJOKEHBI:

1. denepanpHBIIl TOCYIapCTBEHHBIN 00pa30BaTeNbHBIN CTaHAAPT BBICIICTO O0pa3oBaHHs - OakalaBpHAT MO HAIPABICHUIO
moarotoBku 21.03.02 3emieycTpoiicTBO M KagacTpsl (mpuka3z MunoOprayki Poccun ot 12.08.2020 1. Ne 978).

2. Yueobnsiii niian: Hanpaenenue noarotosku 21.03.02 3eMiieycTpoiicTBO U KalacTphI
HanpasnenHocts (npodune) 3emiieycTpoiictBo, 0100peHHbI YueHbiM coBeroM GI'BOY BO Uypamckuii ['AY ot 14.06.2023
I., mpotokoa Ne 17.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJMUT COTJIACOBAHME C HCIIOJB30BAHHEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKaronield kagenpoit Yeprnor A.B.

[pencenarens MeToanyeckoir koMmuccnu daxyiaprera MapaapseBa H.B.

Jupexrop HaydHO-TeXHHYecKoi onbnmmorekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUIIINHBI

1.1 |ocBOEGHHE TEOPETUYECKMX 3HAHUKM IO OCHOBHBIM BOIPOCAaM JOKYMEHTUPOBAaHUS YINPABICHYECKOM OEATENbHOCTH,
BBIPa0OTaTh MPAKTUYECKHE HABBIKA COCTaBJIEHHS MJOKYMEHTOB U OpraHM3allid JOKyMEHTOOO0OpOTa, NpHOOpeTeHHe
po(hecCHOHANBHBIX HABBIKOB U (POPMHUPOBAHUE HEOOXOIUMBIX KOMIIETCHIINI.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | IIcuxocamoperyssiius 00yJaromerocsi ¢ OrpaHuIeHHBIMA BO3MOXKHOCTSIMHU 30POBbS

2.1.2 | ConmanpHas agantanys U OCHOBBI COIIMAJIbHO-TIPABOBBIX 3HAHUI

2.2 | JMCUMIUITHHBI ¥ MPAKTHKH, /ISl KOTOPBIX OCBOEHHE JAHHON THCIUTIIHHBI (MOAYJIs1) HE0GX0TUMO KaK
npeaniecTByomiee:

3. KOMIETEHIIMU OBYYAIOIIET OCSl, §OPMUPYEMBIE B PE3VJILTATE OCBOEHUSI TUCIIUTIIMHBI
(MOY.JIsT)

YK-4. CnocobeH ocymmecTBIATh AETOBYIO KOMMYHHKAITHIO B YCTHOM M MMHCBMEHHOM (hopMax Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit deneparnuu 1 nHOCTpaHHOM(BIX) SI3bIKe(aX)

YK-4.1 3HaeT: mpUHLIUIBI TOCTPOEHHS YCTHOTO M MUCbMEHHOTO BBICKAa3bIBaHHS HA PYCCKOM M HHOCTPAaHHOM SI3bIKaxX, paBUia U
3aKOHOMEPHOCTH [1€JIOBOM YCTHOM M NUCbMEHHON KOMMYHHUKALIUU

YK-4.2 YMeeT: NpuMEHATh Ha IPAKTHKE JIEIOBYIO KOMMYHHKAIIMIO B YCTHOM M TIUCbMEHHOM (hopMaX, METOJIbI U HABBIKU JICTIOBOTO
0OIIEHUS Ha PYCCKOM U HHOCTPAHHOM SI3BIKaxX

YK-4.3 imeet HaBBIKU: YTEHHS U MepPeBOJia TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIBEHOM OOIIeHNN

YK-9. CnocobeH ncnonbp30BaTh 6a30BbIe Ne(EKTONOTHUECKAE 3HAHNS B COLMAILHON M IPOQecCHOHANbHOM cdepax

VYK-9.1 3Haer: 06 MHKIIO3UBHON KOMIIETEHTHOCTH, €€ KOMIIOHEHTaX U CTPYKTYpe; 00 0COOEHHOCTAX MPUMEHEHHsI 0a30BbIX
Je(EeKTOIOTHUECKNX 3HAaHUH B COLMAIBHOM U podeccnoHanbHON cdepax

YK-9.2 YMeet: miiaHupoBaTh NpoPecCHOHATEHYIO ASATSILHOCTD C JIMIIAMH C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbBSI U
WHBATUIaMU

YK-9.3 Mimeet HAaBBIKA: B3aUMOAEHCTBHS B CONMANIBHOI 1 POo(hecCHOHANBEHOI chepax ¢ JIMIAMHU C OTPaHHICHHBIMH
BO3MOKHOCTSIMH 3/J0POBbsI U HHBAITHJIaMU

ITK-4. Cnocoben pa3paboTaTs IPOEKTHYIO 3eMIIEYCTPOUTEIBHYIO JOKyMEHTAI[HHIO

[1K-4.1 3naer: HOPMATHBHBIC ITPABOBBIC aKThI, IPOU3BOACTBCHHO-OTPACIICBBIC HOPMATUBHBIC JOKYMCHTBI, HOPMAaTUBHO-
TEXHUYCCKYIO TOKYMEHTAUIO B obmactu TIPOM3BOACTBA 3EMJICYCTPOUTEIIBHBIX pa60T

[1K-4.2 YMeer: oCyIIECTBIATh MOUCK, CHCTEMATH3aLUI0, aHAIN3, 00paboTKy U XpaHeHHe HH()OPMALIUH U3 Pa3TNYHBIX HCTOYHUKOB
U 0a3 IaHHBIX; IPEACTaBIATh HHPOPMAIIHIO B TpeOyeMOM (opMaTe C HCIOJIL30BaHUEM HH()OPMAIIMOHHBIX, KOMIIBIOTEPHBIX U
CETEeBBIX TEXHOJIOTHH

ITK-4.3 MeeT mpakTHYeCKUi OIBIT: Pa3padOTKA 3eMIICYCTPOUTEIHHON JOKYyMEHTAINH U Pa0OYHX MIPOEKTOB ITO UCIIOIH30BAHHIO U
OXpPaHe 36MENbHBIX YTOAUN; pa3pelleHUs CIIOPOB IIPU IIPOBENECHUH 36MIICYCTPOICTBA

B pe3ysbTare ocBOeHUs AMCUMILJIMHBI 00YYaIOIIUIACS 10/KEH

3.1 (3HaTh:

3.1.1 | HOpMaTHBHO-METOANYECKYO Oa3y neronpousBoacTsa B Poccuiickoii deneparyu;

3.1.2 | 0cOOEHHOCTH SI3bIKA M CTHJIISI COCTABJIECHUSI CITYy)KEOHBIX JOKYMEHTOB;

3.1.3 | cnemmuky opranu3anuy HHGOPMAIHOHHO-TIONCKOBOHW CHCTEMBI U KOH-TPOJIS UCIIOTHEHHS JOKyMEHTOB;

3.1.4 | TpeboBanHms K OIaHKaM CITy)KeOHOTO JJOKyMEHTA,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIIOHHO-PACTIOPAIUTEIHHON JOKYyMEHTA-IIUN M TIPaBHIIa UX 0(OPMIICHHS;

3.1.6 | Ha3HAYCHHE, CTPYKTYPY U COJCP)KaHUE CHCTEMBI OPraHH3allMOHHO -PACIOPSAUTEIBHON JOKYMCHTALIUH;

3.1.7 | yaudpuuupoBaHHbie (POPMBI OPraHU3AIIMOHHO-PACTIOPSIUTENBHBIX 0-KYMEHTOB;

3.1.8 | HOpsIIOK, 3Tanbl ¥ OCHOBHBIE MTPOLIEAYPHl OpraHU3aluy pabOThI C JOKYy-MEHTaMU;

3.1.9 | aTans! ABIKEHHS JOKYMEHTOB B OpTaHHU3AIMH B IIPOIIECCe JOKYMEHTO-000pOTa U MOPSIIOK UX PETUCTPALIHH;

3.1.10 | mpaBmIa pabOTEI C BXOAAIINMH, HCXOIAIINMHA ¥ BHYTPEHHUMH JTOKy-MEHTaMH;

3.1.11 | ocobeHHOCTH PaOOTHI ¢ KAAPOBEIMHU JJOKYMEHTaMH, C 00paIeHUsIMI

3.1.12 | rpaxxnaH.

3.2 | YMeTh:

3.2.1 | opraHM30BBIBATH JOKYMEHTOOOOPOT U JOKYMEHTAILHOE COMPOBOXKIECHHE pabOTHI B OpraHax roCyJapCTBEHHON U
MYHHULUNAILHON BIACTH U MHBIX OpraHU-3a1MsX;

3.2.2 | opopMISITH OpraHU3alMOHHbIE, PACIOPSIIUTEIbHBIE, CIIPABOYHO--UH(POPMALIMOHHBIE BUABI JOKYyMEHTOB, JOKYMEHTHI 110
JIMYHOMY COCTaBY;




323

OpraHU30BBIBATH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHTO000pOTa, MapIIPyTHl IBIDKCHHUS JOKYMEHTOB B OpraHHU3AIIH,
IIOJArOTOBKY JIE]l K IIepelaye PErUCTPUPOBATh JOKYMEHTHI B OPraHU3al1H;

324

OpraHu30BbBIBATH pa60Ty C BXOIAIIUMHU U C UCXOAAIINMU JOKYMEHTaAMU,

325

MOJArOTABIUBATH JOKYMEHTHI K IIEpelaue Ha XpaHEHUE B apXUB.

33

HmMeTh HABBIKH M (MJIM) ONBIT AeATEJIbHOCTH:

3.3.1

-COCTaBJICHU, 00pabOTKH U pabOTHI C JOKY-MEHTAIHEH Pa3IMYHOTO YPOBHS U HANPABJICHUH;

332
pacnopsIUTENbHON JOKYMEHTALNY;

-COCTaBJICHUS, IPABKU U PEAAKTUPOBAHNA BUAOB JOKYMCHTOB, BKITIOYEHHBIX B CUCTEMY OpTraHU3allMOHHO-

3.3.3 [ -cocTaBieHUs HOMEHKIATYPHI JIEIT;

334

-popmupoBaHus U 0POPMIICHHUS J1eNa, ONTUCH JAEI.

4. CTPYKTYPA U COJEP)KAHUE JUCLUILINHBI (MOLY.JIsT)

HaumeHnoBaHue pa3eoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTus/ Kypc 107071 pakT. | moar.
Paznen 1. Conep:xanne TeMaTHKH Kypca
" Tesonpou3BoaAcTBO"
Tema 1. JlokyMeHTHpOBaHHOE OOECIIeueHrEe 2 8 YK-4.1 VK- JI1.1J12.1 0 0 TBopueckas
MpeAnpusITaii u opranusaruii /Cp/ 42 VK43 J2.2 pabora,
YK-9.1 VK- 91 TECTHpPOBAHUE,
9.2 YK-9.3 pedepat
I1K-4.1 K-
4.2 T1K-4.3
Tema 2. CoctaB peKBH3UTOB JOKYMEHTOB U 2 2 YK-4.1 VK- JIL.1J12.1 2 0 poOIeMHast
npasmia ux odopmienus /Jlex/ 4.2 VK43 2.2 JIEKIHS
YK-9.1 VK- 31
9.2 VK-9.3
T1K-4.1 TIK-
4.2 TIK-4.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 2 8 YK-4.1 VK- JI1.1J12.1 0 0 TBopueckas
npaBuia ux opopmienus /Cp/ 42VYK-43 J2.2 paboTa,
YK-9.1 VK- 91 TECTHpPOBAHUE,
9.2 VK-9.3 pedepar
I1K-4.1 K-
4.2
Tema 3. OpranuzanoHHO- 2 2 YK-4.1 VK- JIL.1J12.1 2 0 poOIeMHast
pacIopsiAUTENBHBIE TOKYMEHTHI, IPAaBHJIa UX 42 VYK-43 J12.2 JIEKIUS
cocraBnenus /Jlex/ YK-9.1 VK- 31
9.2 VK-9.3
T1K-4.1 TIK-
42
Tema 3. OpraHu3zanioHHO- 2 8 YK-4.1 VK- JI1.1J12.1 0 0 TBopueckas
pacnopsiiuTeIbHbIe JIOKYMEHTBI, IPaBHJIa UX 42 VK43 J2.2 pabora,
cocrasnenus /Cp/ VYK-9.1 VK- 21 TECTUPOBAHHE,
9.2 VK-9.3 pedepat
I1K-4.1 K-
4.2
Tema 4. IH)OpMAaITMOHHO — CIIPAaBOYHBIC 2 8 YK-4.1 VK- JIL.1J12.1 0 0 TBopueckas
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHUS U 4.2 VK-4.3 JI12.2 paborTa,
opopmnenns /Cp/ VYK-9.1 VK- 91 TECTUPOBAHUE,
9.2 YK-9.3 pedepar
T1K-4.1 TIK-
42
Tema 5. Ha3nauenue, knaccuukanus 2 2 YK-4.1 VK- JI1.1J12.1 2 0 KeHChl
CITY)KE€OHBIX TTUCEM, OCOOCHHOCTH UX 42 VK43 J2.2
cocraiyienus /TTp/ VYK-9.1 VK- 21
9.2 VK-93
I1K-4.1 K-

4.2




Tema 5. Ha3nauenue, kiaccudukanus 8 YK-4.1 VK- J1.1J12.1 TBopueckas
CITy)KE€OHBIX TTUCEM, OCOOCHHOCTH UX 42 VYK-43 J2.2 pabora,
cocrasienus /Cp/ YK-9.1 VK- 31 TECTHPOBaHHE,
9.2 VK-9.3 pedepat
I1K-4.1 IIK-
4.2
Tema 6.Opranuzamus paboTsl ¢ 1 VK-4.1 VK- JI1.1J12.1 JlernoBas urpa
noxymenrtamu /IIp/ 4.2 YK-4.3 J2.2
VYK-9.1 VK- 31
9.2 VK-9.3
T1K-4.1 TIK-
42
Tema 6.Opranusanust paboTsI ¢ 8 YK-4.1 VK- JI1.1J12.1 TBopueckas
nokymeHntamu /Cp/ 4.2 YK-4.3 J2.2 paboTa,
VK-9.1 VK- 91 TECTUPOBAHUE,
9.2 YK-9.3 pedepat
I1K-4.1 K-
4.2
Tema 7. CocraBienue u ohopMIICHHE 1 VK-4.1 VK- JI1.1J12.1 JlenoBas urpa
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 42 VK-43 J12.2
VYK-9.1 VK- 31
9.2 VK-9.3
T1K-4.1 TIK-
42
Tema 7. CocraBnenue u oopmieHue 12 YK-4.1 VK- JI.1J12.1 TBopueckas
JIOKyMEHTOB IT0 JIHYHOMY cocTaBy /Cp/ 42 VK43 J2.2 pabora,
YK-9.1 VK- 21 TECTHpPOBAHUE,
9.2 YK-9.3 pedepat
I1K-4.1 K-
4.2
3auer /3auét/ 2 4 VK-4.1 VK- JI1.1J12.1 0 0
4.2 VK-4.3 2.2
VYK-9.1 VK- 31
9.2 VK-9.3
T1K-4.1 TIK-
42

5. ®OH/J]I OHEHOYHbBIX CPEACTB

5.1. ITpumepHBIii NepeyeHb BOMPOCOB K 3a4YeTy

IepeyeHp BOIIPOCOB K 3a4ETy

L. OCHOBHBIE «TEPMHUHBI», «HOHSATHM) IEIONPON3BOACTBA

2. Vicropus cTaHOBIIEHUS pa3BUTHUS CHCTEMBI AENONpPON3BoAcTBa B Poccun

3. CuiryxObl TOKyMEHTUPOBAHUSI YIIPABICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKIHH

4. Opranuzanus 1eJ0NpOU3BOACTBA HA MPENIPUATHIX

5. HopmaTtuBHO-MeTOMueCKast 6a3a AEIOMPOU3BOJICTBA.

6. ®dopmatsl Oymaru Juist opopMIIeHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha OlaHKaX JOKYMEHTOB

8. Branku NOKYMEHTOB: TOHSTHE, BUIBI U UX PEKBU3UTHI

9. PexBU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB M IpaBUIa UX O(POPMIECHHS

10. VYri10Bo€ U MPOJOJIBHOE PACIOI0KEHHE PEKBU3UTOB Ha JOKYMEHTaX

11. Krnaccuduramus v QyHKIH JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX ITOKYMEHTOB MPENPHATHH.

13. TekcT MOKYMEHTa, €ro CTpyKTypa M TpeOOBaHHUS K €ro COCTAaBICHUIO

14. PacmiopsianTensHBIe TOKYMEHTHI, W34aBaeMble Ha IIPHHIMIIAX KOJUICTHATBHOCTH: BHIBI, PEKBH3NUTHI U MIPaBHIIa UX
odopmIeHUS

15. PacnopsauTenbHble JOKYMEHTBI, U37[aBaeéMble B YCIOBUSX €AMHOHAUANMs: BUIBI, PEKBU3UTHI, MpaBUIa UX o(opmiieHus
16. JlokyMeHT0000pOT: MOHSTHE, KIacCU(UKALU ¥ €0 OpraHU3aLys Ha MPEIIPHATHH.

17. IMopsimok pa®oTEI ¢ BXOIAINMHI, HCXOIAIIMMHI U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrparus HOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMU BXOJSIINX, HCXOAAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomeHxiaTypa nen: MOHATHE, BUABI, PEKBU3UTHI, (OPMHUPOBaHHE ¥ 0(GOPMIICHUE /eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHATHE, Ha3HAUYCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

21. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBH3HTHI, TIPaBHIA X O(GOPMIICHHS
22. CrnyxeOHble (IeNoBble) MHChMa: Ha3HAUEHUE, BUBI TUCEM, PEKBU3UTHI, MPaBUia UX OPOPMIICHHUS

23. ITpoTokousl coBemanui, COOpaHUil U 3acefaHuil: BUIbI, COCTaB PEKBU3UTOB M MOPSIOK UX O(POPMIICHHS




24. JIOKyMEHTBI 1O TMYHOMY COCTaBYy HPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJpPOBBIMH
JOKyMEHTaMHU

25. IIpuKa3bl M0 THYHOMY COCTaBY: BHIBI U OCOOCHHOCTH X O(OPMIICHUS
26. Bunsr 1 mopsiiok paboThl ¢ THCBMaMHU U 0OpaIIeHUAMH TPaXIaH
27. CoBpeMeHHbIe TeXHOJIOTUH JOKYMEHTAlMOHHOTO OOECHEeUYeHNs yIpaBIeHYECKOH NeaTeTbHOCTH

5.2. IlpuMepHblii NepevyeHb BONPOCOB K IK3aMeHy

He mpexycMoTpeHO yueOHBIM IITAHOM.

5.3. TeMaTHKa KypCcOBBIX padoT (KypPCOBBIX MPOEKTOB)

He mpexycMoTpeHO yueOHBIM IITAHOM.

5.4. DoH OLIEHOYHBIX CpeacTB AJisl IPOBEICHUS TEKYHIE€ro KOHTPOJIs

Tembl 1o0KIan0B
1.0co6eHHOCTH TMCHMEHHOTO IENOBOTO OOIIEHHS.
2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.
3.CucreMbl JOKyMEHTOB.
4.0praHu3aluOHHO-TIPABOBEIE JOKYMEHTHL.
5.PacnopsiiuTenbHbBIE TOKyMEHTHI.
6.H}opMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.
7.PexBu3uTh fOKyMeHTOB. O0s3aTeNbHbIE U (haKyIbTaTHBHEIE.
8.PexBU3UTHI aTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHUU.
9. DTUKETHBIE ACIIEKTHI 1€I0BOTO MHUChMa.
10.2)KaHpbI MHCHMEHHOTO JISTIOBOTO OOIIEHUS.
11. 3aronoBok 1 Ha3BaHWE BUJA JOKyMEHTA.
12.ConpoBoAUTEIHLHOE TUCHMO K JIOKYMEHTAM.
13.1IupKyssipHBIE IUCHMA.
14.ITpukassl.
15.ITucbMoO-nIOATBEPIKIACHHE.
16.TenedonorpamMma.
17.brnanku.
18.Tpadapetsl, hopMynsipbl, I1a0IOHEI.
19. TlpereH3uOHHAs MEeperrcKa.
20. Kommepueckuii 3anpoc.

TemaTtunka scce

1. baza mannbix

2. bnank noxymeHta

3. JenoBas nepenucka. DTUKA U MpaBuUiIa

4. JoKkyMeHT0000pOT

5. JIoKyMeHTOOOOPOT Ha KOMIIBIOTEPE

6. JIOKyMEHTBI U UX KTacCH(pUKaIHs

7. JIOKyMEHTBI IO JINYHOMY COCTaBy

8. JIOKyMEHTBI TI0 TMYHOMY COCTaBY U UX OCHOBHBIC BHJBI

9. Enunas rocymapctBennas cuctema nenornpounsBojctea (EI'CII)

10. 3amura J0KyYMEHTOB

11. 3amuTa >IEKTPOHHBIX TOKYMEHTOB

12. WzroToBneHue TOKyMEHTa Ha KOMITBIOTEpE

13. HNupopmannoHHO-CripaBo4Hast paboTa o JOKyMEHTaM Ha KOMIIBIOTEpE

14. HudopmMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI

15. HUctopus pazutus cuyx0 noxymentanuu B Poccun

16. Kraccuduxanuu T0KyMEHTOB

17. KoHTposp ncnonHenus JOKyMEHTOB

18. Ha3snadeHne 1 OCHOBHBIE BB HH(POPMAI[OHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTALIMOHHOMY OOECIEUEHHIO YIPaBICHUS
20. OOBEKT U TIpeAMET JIETOTPOU3BOCTBA

21. Opranus3anuu paboTHl ¢ JOKYMEHTaMH

22. OpraHu3aloHHas CTPYKTypa HepcoHana, 00ecleunBaomero paboTy ¢ JOKyMEHTaMHU
23. OpraHu3aloOHHbIE JTOKyMEHTBI, X Ha3HAYEHUE U BUBI

24. OCHOBHBIE TIPUHIIMITEI OPraHU3alUH PaOOTHI C JOKYMEHTaMH

25. IlepBuuHBIi NOKYMEHT

26. [TnceMo, BUABI MHCEM

27. [ToaroroBka JOKyMEHTOB K apXMBHOMY XPaHEHUIO

28. [IpaBuna BHyTpEeHHET0 TPYAOBOTO pacropsiika

29. [puka3

30. Perucrpanust 10KyMeHTOB

31. PexBU3UTHI TOKYMEHTOB




32. Ponbs uH(OpManuM B COBPEMEHHBIX OOIIECTBEHHBIX OTHOMICHHUAX
33. Cucrema OpraHU3alMOHHO-PACIIOPSIUTEIBHON JOKYMEHTALMN
34. Croco0bl 3aKkperuieHus] HHPOPMALUHU T TOKYMEHTAITMOHHOTO HCIIOJIE30BaHHS
35. CrargapTH3aliys B CHCTEMax JACIONPOU3BOICTBA
36. CTpyKTypa OpraHu3aliu
37. TexHonorust XxpaHeHUs! JOKyMEHTOB
38. YHudunupoBaHHas cucTeMa JOKyMEHTAIHN
39. VYcraB npeanpusTus
40. ®dopmupoBanue 1 0hopMIICHHE eI
6. YHAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUME JUCHUIIJIMHBI (MOAYJISA)
6.1. PexoMenayemas iureparypa
6.1.1. OcHoBHas 1UTEpPaTypa
ABTOpBI, COCTaBUTEIN 3arnaBue W3natenscrBo, rox | Komnu-Bo
JI1.1 | Kysnenos 1. H. Jlenonpon3BoaCTBO: yIeOHHK M.: Mamkos u K, OIeKTpoH
2014 HBIN
pecypc
6.1.2. /lonoJHuTE/IbHAS JIUTEPATYypPa
ABTOpBI, COCTaBUTEIH 3arnaBue W3zpatensctBo, rox | Konnu-Bo
JI2.1 |BacunweBa U.H., Opranuzanus I1eJI0NpOU3BOACTBA U MEPCOHATBHBIN M.: By3oBckuit 0
Kemaunckuii I'. C. MEHEDKMEHT: yaeOHOe TTocoOue yaeoHuK, 2004
JI2.2 | Kyznenos U. H. JIoKyMeHTaIIMOHHOE 00ECIICUCHUE YITPABICHUS 1 M.: FOpaiir, 2010 0
JIETIONPOM3BOJICTBO: yIEOHHK
6.2. IlepeueHnb pecypcoB HHGOPMALMOHHO-Te1eKOMMYHHKAIMOHHOI ceTH ""MHTepHeT"
D1 | XKypnan "demonpounsBoactsohttps://www.top-personal.ru/officeworks.html
6.3.1 Ilepevyenn nporpaMMHOro odecrnevyeHust
6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016

6.3.1.4 | Project 2016

6.3.1.5 | Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox

6.3.1.1 | MozillaThinderbird

0

6.3.1.1|7-Zip

1

6.3.1.1 | CpaBounas npaBoBas cucrema KoncynsrantlLitoc

2

6.3.1.1

3

DJeKTpOHHBIN Nepuoauueckuil cnpaBouHuk «Cucrema I'apanT»

6.3.1.1 | OfficeStandard 2010

4

6.3.1.1 | OfficeStandard 2013

5

6.3.1.1 | LibreOffice

6

6.3.1.1 | OC Windows Vista

7

6.3.1.1 | OC Windows 7

8

6.3.1.1 | OC Windows 8

9




6.3.1.2 | OC Windows 10

6.3.1.2 | Ubuntu (Mint)

6.3.1.2 | Project Expert 7 Holding

6.3.1.2 | OpenOffice 4.1.1

6.3.1.2 | 1C: IIpeanpusitue 8. Cenbckoe x03siicTBO. KoMIuiekr st 00y4eHus B BHICIINX U CPEAHUX Y 3.

6.3.1.2 | «[Tanopama 3EMJIEIEJIE»

6.3.1.2 | mequanpourpsiatens VLC

6.3.2 TlepeyeHb HHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnexkrpoHHas OMOMMOTEUHAs cucTeMa n3naTenbeTBa «Jlanpy. [I0THOTEKCTOBAs 3IEKTPOHHAs ONOITHOTEKA.

WHnuBuayanbHBIN HEOTpaHMUCHHBIH JOCTYN depe3 GUKCHpOBaHHBIN BHeNHHUI [P anpec akageMun HEOrpaHUUYCHHOMY
KOJINYECTBY MOJIb30BaTENCH U3 JII000H TOUKH, B KOTOPOI nMeeTcs 10cTyn K cet MHTepHer.http://e.lanbook.com

6.3.2.2 | OnexrponHas oubauoreka Texuuueckoro BY3a (OBC «KoHcynbTaHT cTyneHTa). IIoJHOTEeKCTOBAs 2I1€KTpOHHAS

oubnmoteka. MHIUBUIyaIbHBIA HEOTPAHUYEHHBIN JOCTYI Yepe3 (UKCHpOBaHHbIM BHEIIHU [P anpec akageMuun
HEOTpaHMYEHHOMY KOJIMIECTBY ITOJIb30BaTENeH U3 JIF000H TOUKH, B KOTOPOI HMeeTcs TOCTYI K ceTn MHTepHeT.
http://www.studentlibrary.ru

6.3.2.3 | OnexrporHo-6nbaHoTeyHas cucreMa ZNANIUM.COM. ITosHOTEKCTOBAS 3IEKTpOHHAs OnbiroTeka. MHANBUyaIbHBIH

HEOTpaHMYEHHBIN JOCTYN uepe3 PUKCUPOBaHHBIN BHeIIHUM [P agpec akaneMun HEOrpaHUIEHHOMY KOJIMYECTBY
MoJIb30BaTeNel 13 JF000H TOYKH, B KOTOPOI MMeeTcs TocTym K ceTi MuTepHer. http://znanium.com/

6.3.2.4 | DnexrponHas Gubanoreunas cucrema «9BC IOPAUT www.biblio-online.ruy». IToTHOTEKCTOBAs AMEKTPOHHAS

oubnmoTeka. THIMBUIYaTbHBIA HEOTPAHUICHHBIN TOCTYN Yepe3 GukcupoBaHHBIN BHEIIHUH [P anpec akanemun
HEOTpaHMYEHHOMY KOJIMYIECTBY ITOJIB30BaTeNel U3 1000 TOUKH, B KOTOPOI HMeeTcs TOCTYI K ceTn IHTepHeT.
https://www.biblio-online.ru/

6.3.2.5 | Onexrponnas cucrema «l'ochuHaHCeD. [I0THOTEKCTOBAS IEKTPOHHAS CUCTEMA, IIOCTOSHHO MOTIOJIHIEMAsL.

VHnuBHIyanbHBINA HEOrpaHHUYCHHBIH JOCTYN Yepe3 (pUKCHpOoBaHHBIN BHemHUH [P anpec akagemun u3 j1r000# TOUKH, B
KOTOpO#t mMeeTcs moctym k cetr aTepHeT. http://www.gosfinansy.ru/

6.3.2.6

6.3.2.7 | Dnexrponnslil nepuoanyeckuii cnpaBouHuk «Cucrema APAHTY. [TonmHOTEKCTOBBIH, 00HOBIsIeMBIid. JlocTyn 1Mo

JIOKQJIbHOM CETU aKajeMUH

6.3.2.8 | HatimonanbHas aekrpoHHas 6ubnauoreka. Jloctyn nocpencTBom ucrolib3oBanus ceti « HTepHeT» Ha 32 TepMuHana

nocryma. https://H36.pd/

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOJXY JIA)

Aynuropust

Bun pabot

Hasznauenue

OcCHaIIEHHOCTh

35a

Jlex

VYueOHas ayquTopHs

Cron npenonasarens (1 wr.), cronst (30 wr.), cryabss (60 mT.), cTyn
npenogaBatens (1 mr.), mocka ayguropHas (1 mT.), TpuOyHa (1 mT.),
JEeMOHCTpAallMOHHOEe ~ obopynoBaHue (Oemast J1akoBass ~MarHUTHO-
Mapkeprast gocka (1 wT.), mpoekrop Toshiba (1 mT.), HOyTOyK Acer
(1 1T.)) ¥ y9eOHO-HATJISITHBIE TOCOOHS

236

CP

ITomemenue st
CaMOCTOATENHHOM PabOTHI

JleMOHCTpaniioHHas ~ TeXHHKa  (MHTepakTWBHas  jgocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mt.),
npoekrop Toshiba (1 mT.)), cTon moiaMpoBaHHBIA (3 1INT.), CTOX
yaeHudeckuit (7 mT.), cron kommbrotepubiit (11 mrt.), crya (20 mr.),
CTYNbsl, KOMITBIOTEpHAs TEXHHKA C BO3MOXKHOCTBIO ITONKITIOUCHUS K
cetu "UnTepHer" u oOecneueHHeM JOCTya B  DIEKTPOHHYIO
HHGOPMAIIMOHHO-00pa3oBaTeNbHyI0 cpeny opranu3anuu (10 mrT.)

123

CP

ITomemenue aus
CaMOCTOSATETIFHON PabOTHI

KoMmmprotepHass TEXHHKAa C BO3MOXKHOCTBIO ITOJKIIOYECHHS K CETH
"Unrepuer” n  obecrieueHneM JIOCTyna B DJIEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHyl0 cpeay opranumzamuu(l9 mr.),
cronbl (17 mT.), KOMIBIOTEPHBIA CTOJ 6-U MECTHBIN (3 IIT.), CTYNbA
yaeHmdeckue (34 mT.), crymes w/wm (18 1mT.), cremmaxkm c
nuTepatypoii, Bugeoysenmautens Optelec Wide Screen (1 mit.)




Cron mpemnonaBatens (1 mr.), mapra 3-xmectHas co ckameiikoit (10
wT.), cryabs (5 wrT.), cryn npenonasarens (1 mr.), mocka (1 mr.),
Sla VYueOHast aynuropust TpubyHa (1 mT.), IEMOHCTpaIMOHHOe obopymoBanue (Oemas JiakoBas
MarHuTHO-MapkepHass focka (1 mT.), mpoekrop Toshiba (1 mrt.),
HoyTOyK Acer Asp T2370 (1 mt.)) 1 yaeGHO-HATISAHBIE TOCOOUS

Cron npenonaBarenst (1 wmrT.), cronbl ydeHndeckue (23 mrT.), CTYNbs
(53 mrt.), cryn mpenomaBatens (1 mr.), mocka (1 mT.), TpuOyHa (1
57a VYueOHas ayquTopHs IT.), JAEMOHCTPAIlMOHHOE O0OpyHOBaHME (IIPOCKIMOHHBIA 3KpaH
LUMIEN (1 mr.), mpoekrop Acer (I mr.), MoHOOMOK Acer Aspire
C22-963 (6mT.)) W yueOHO-HAMIAIHBIC TOCOOUATIOCOOUS

Cron mpenogasatenst (1 mr.), cromsr (16 mrt.), crymbs (30 mit.), cTyn

66a YueGHas ayuTopus npenogasatens (1 mr.), gocka (1 mwrT.), pudyna (1 mwrT.)

Cron mpenonaBatenst (1 wmr.), ctonsl (17 mr.) (3-xMecTHBIX - 6, 2-
xMecTHBIX - 11), crynbst (38 mrT.), cryn npenonasarens (1 mT.), qocka
38a YuebHast ayauTopust (1 mr.), Tpubyna (1 1wIT.), JEMOHCTpAIMOHHOE OOOpymoBaHHE (dKpaH
pynoHHbBIH HacTeHHBIH (1 mT.), mpoekrop Acer (1 mT.), HOyrOyk Acer
(1 1rT.)) ¥ yueOHO-HATJISIIHBIE TOCOOUS

Cron npenonaBarenss (1 mT.), mapra 4-xmectHas co ckamelkoi (9
mrt.), ctyabst (12 mt.), ctyn mpenoxaBatens (1 mT.), mocka (1 mmir.),
50a VYueOHas ayquTopHs JEMOHCTpAaLHOHHOEe 000pyaoBaHHE (dKpaH pYIOHHBIH HacTeHHBIH (1
mrt.), npoektop Acer (1 mr.), MoHoOMOK Acer Aspire C22-963 (1
IIT.)) ¥ y4eOHO-HAJIAHBIE ITOCOOHS

8. METOAMYECKHUE YKA3AHUS JIS1 OBYYAIOIIIUXCS IO OCBOEHUIO JUCIIMIITIMHBI (MO Y JIST)

Meronuka W3ydeHHs Kypca IIpeaycMaTpHBaeT HapsIy C JIEKIMSIMH W NMPAKTHISCKUMH 3aHATHSAMH, OPTaHHU3AIHIO CAMOCTOSATEIHHON
paboOTHI CTYICHTOB, NPOBEICHHE KOHCYIBTAIMH, PYKOBOACTBO AOKIAJaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAyJYHO-TIPAKTHYECKUX
KOH(EpeHIMAX, OCYLIECTBIICHUE TEKYIIEro, TPOMEKYTOYHOTO U UTOTOBOTO ()OPM KOHTPOJISL.

Cucrema 3HaHMH NO IMCIUIUIMHE «JleTompon3BoacTBO» (GopMupyeTcss B XOJ€ ayAUTOPHBIX W BHEAYJMTOPHBIX (CaMOCTOSTEIBHBIX)
3aHATHH. Mcmonp3ys JEKIMOHHBIN MaTepHan, Y4eOHHKM ¥ ydeOHBIE II0COOMS, MOTIONHHUTENBHYIO JINTEPaTypy, IPOSBISA
TBOPUECKHH MOAXOJ, CTYJGHT TOTOBHUTCA K MPAKTUYECKUM 3aHATHSIM, paccMaTpuBas MX KaK [ONOJHEHHE, YIIyOlleHue,
CHCTEMaTH3alusl CBOMX TEOPETHYECKUX 3HAHHM.

Jn1s1 0CBOCHUS TUCIMIUTMHEI CTYAEHTaMH HE0OX0NMO:

1. TlocemaTsp mnexkuu, Ha KOTOPBIX B CKaTOM M CHCTEMHOM BHJE H3JIaralOTCs OCHOBBI IHUCIMIUIMHBL: JAIOTCA OMpEIeNICHUI
NOHSATHH, 3aKOHOB, KOTOPbIE JOJDKHBI 3HAaTh CTYJAEHThl. CTYIEHTYy BaKHO IOHSTH, YTO JIEKUHUs €CTh CBOeoOpasHas TBOpUECKas
(dopma camocrosiTenbHON paboThl. Hano meitarthesi craTh akTHBHBIM COYYAaCTHHKOM JIGKIMM: JyMaTb, CPaBHUBATbh H3BECTHOE C
BHOBH IIOJy4a€MBIMH 3HAHHMSAMH, BOMTH B JIOTHKY H3JIOXKEHHS MaTepHajia JIEKTOPOM, CICTUTh 3a XOJOM €ro MbICIeH, 3a ero
apryMeHTanuel, HaXOAWTh B HEM KaKyluecs BaM cTaboCTH. Bo BpeMs neKium MOXKHO 3aJaTh JIEKTOPY BOIPOC, XKENaTeIbHO B
NHUCbMEHHOH (opMe, 4TOOBI He MellaTh M HE HapylmaTh JOTHKM IpoBeieHHs Jyekiuu. Ciymnas JeKuuro, cienyer 3aMKCHpOBaTh
OCHOBHBIC HJIEH, IOJIOXKEHHUS, 0000mmeHns, BbIBOABL. PaboTa Hax 3amuchio JEKIUM 3aBepiuacTcs aoMa. Ha cBexyio roioBy (Ioka
eIle JISKIUSI B MaMsITH) HaJ0 YTOYHUTH TO, YTO 3aIMCaHO, 0OOTATUThH 3alHCh TEM, YTO HE YAaJOCh 3a()MKCHPOBATH B XOJE JICKIUH,
3amucaTh B BHJE BOIPOCOB TO, YTO HAJO IIPOSCHUTH, IO KOHIA IOHATH. Ba)KHO COOTHECTH MaTrepuall JICKIMH C TeMOW ydeOHOMH
HpOrpaMMbl M YCTaHOBHTb, KakKd€ €€ BOINPOCHI HAIUIM OCBEIICHHE B IPOCIyIIaHHOH Jekuuu. Torma monesHo oOpamiathess U K
yaeOHMKy. JIeKus 1 yd4eOHHUK He 3aMEHSIOT, a JOMOIHSIIOT APYT ApYyra.

2. Iocemate MpakTUYECKHE 3aHATHS, K KOTOPBIM ClIeIyeT TOTOBHThCA M AKTHMBHO HAa HUX paboTaTh. 3agaHue K MPAKTHIECKOMY
3aHATHIO BBIACT MPENoJaBaTelb. 3aJaHMe BKIIOYaeT B ceds OCHOBHBIC BOIPOCHI, 33aud, TECTBl M pedepaTsl Uit
CaMOCTOATENbHON paboThl, mureparypy. [Ipakrudeckie 3aHATHS HAaYMHAIOTCS C BCTYIUTEIBHOTO CIIOBAa IPENOAABATENS, B KOTOPOM
Ha3bIBAIOTCSA I€b, 3aJa9M M BOIPOCHI 3aHATHSA. B mporecce NpoBeneHMS 3aHATHH TIperojaBaTeNlb 3aJaeT OCHOBHBIC U
JIOIIOJIHUTENbHBIE BONPOCHI, OpraHu3yer uX oOcyxkneHHe. Ha mpakTHyeckux 3aHATHSX pEIIAlOTCS KOHKPETHBIE 3aladu 110
JICIIOTIPOU3BOJICTBY, Pa30MPAIOTCS TECTOBBIC 3aJaHMs M 3aJaHus, BBIIAHHBIC JUII CaMOCTOSTEIBHON pabOThI, 3aCIyIINBAIOTCS
pedepaTuBHBIe BBHICTYIUICHHS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, IIM HE MOATOTOBUBINMECS K HEMy, IPHITANIAIOTCS Ha
KOHCYIbTallMI0 K MpenojaBaTento. [IpakThdeckoe 3aHATHE 3aKaHYMBACTCS IIOJBEICHHEM HTOTOB: BBIBOJAMHU IO TeMe U
BBICTaBJICHHEM OIICHOK.

3. CucreMaTHUecKH 3aHAMATHCS CaMOCTOSTENBHOH paboToi, KOoTopas BKIIOYAaeT B ceOs M3ydeHHE HOPMATHUBHBIX IOKYMCHTOB,
MaTepuagoB y4eOHMKOB WM CTaTell , HalHCaHWE AOKIANOB, pedepaToB, dcce. 3amaHHsA AT CAMOCTOSTEIBHOHW pabOTHI BBITAIOTCS
Hpero/iaBaTelieM.

4. Tloxg pyKOBOACTBOM IIpEroJaBaTeNsl 3aHUMAThCS HAaydHO-HUCCIENOBATEIbCKOM pabOTOM, YTO NpearosaracT BBICTYIIEHHS C
JIOKJIaIaMH Ha HAyIHO-IIPAKTHIECKUX KOH(EPEHIINAX W ITyOJIHKAIHIO TE3UCOB M CTATEH 110 UX Pe3yIbTaTaM.

5. Ilpu BO3HMKAIOIUX 3aTPyAHCHUSX IPU OCBOCHUM MUCLUIIIMHBL «JleIONPOM3BOACTBOY, I HEYCIEBAIOMUX CTYOEHTOB U
CTY/ICHTOB, HE MOCEIIAIOINX 3aHATHS, NPOBOMSATCS €XKCHENEIbHbIe KOHCYJbTAallMiM, Ha KOTOpHIC MPUIIIAIIAIOTCS HEyCHeBarole
CTYAEHTEI, a TAIOKE CTYJCHTHI, HCITBITHIBAIOIINE TOTPEOHOCTH B TOMOIIY IIPETIOaBATEIIS IPH H3Y4CHHH TUCIUTUINHEL

IIPUJIOKEHUA




JOIMOJIHEHUSA U U3BMEHEHUSA
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINIOJIHEHUS U UBMEHEHUA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHHUSA U U3SMEHEHUSA
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JOMNOJIHEHUSA U UBMEHEHU S
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJHEHHUA U UBMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JOMNOJIHEHUA U U3BMEHEHU A
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



