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[Iporpammy cocTaBui(u):
cm. np., 3atiyesa H.I1.

[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 (npoduine) 3emiieycTpoicTBo, on00peHHblit YueHsiM coeroM @I'BOY BO Uysamickuit 'AY ot 26.03.2024
I., mpotokona Ne 12.

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 MeToamyeckoir komucenu daxyiaprera Medoapes IA.

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:

2.2 | JMCUMIUTHHBI U MPAKTHKH, IJIsl KOTOPBIX OCBOEHHE JAHHON THCHUNIHHBI (MOAYJIS1) HEOGX0TUMO KAK
npealIecTByOIee:

3. KOMIIETEHIIMU OBYYAIOIIET OCSl, §OPMUPYEMBIE B PE3VJILTATE OCBOEHUSI TUCLUTIINHBI
(MOJY.JIS)

YK-4. CnocobeH ocymecTBIATh AETOBYIO KOMMYHHKAIUIO B yCTHOHM M MHCBMEHHOH (hopMax Ha TOCYHapPCTBEHHOM SI3BIKE
Poccuiickoit denepanuuy 1 THOCTPAaHHOM(BIX) A3bIKe(ax)

YK-4.1 3HaeT: mpUHIUIBI IOCTPOEHHS YCTHOTO M MICHMEHHOTO BBICKA3bIBAHHS Ha PYCCKOM M HHOCTPAHHOM SI3BIKaX, IPaBUIa U
3aKOHOMEPHOCTH [I€JIOBOM YCTHOM M NMCbMEHHON KOMMYHHUKALIUU

VK-4.2 YMeer: IpUMEHATh Ha MPAKTUKE JIIOBYI0 KOMMYHHKAIIHIO B YCTHOH M MUCEMEHHOM (popMax, METOIbI i HABBIKU JICTIOBOTO
OOIIEHUS Ha PYCCKOM M MHOCTPAHHOM SI3BIKaxX

VYK-4.3 Mimeet HaBBIKK: YTEHHS U MIePEBOJIa TSKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIEHOM OOIIeHNN

VYK-9. Cioco0eH ucIonp30BaTh 0a30BbIe AS(EKTONOTHYECKHIE 3HAHHUS B COLMAIBHO U MpodecCHOHaNbHON chepax

YK-9.1 3Haet: 06 HHKIIO3UBHON KOMIICTEHTHOCTH, €€ KOMIIOHEHTAX U CTPYKTYpe; 00 0COOEHHOCTSX MPUMEHEHHs 0a30BbIX
Je(heKTOIOTHYECKNX 3HAaHUI B COLMAIBHOM U podeccnoHanbHOU chepax

VK-9.2 Ymeer: IJIaHUPOBATh HpO(beCCI/IOHaJ'ILHyIO ACATCIIBHOCTD C JIMaMH C OrpaHUYCHHBIMU BO3MOKHOCTSAMU 3J0POBbA U
HWHBaJIMJIaMHU

YK-9.3 Mimeer HaBBIKK: B3aNMOACHCTBHA B CONMAIBHOI 1 TPO(ecCHOHANBHOHN chepax ¢ JINIAMH ¢ OTPaHHICHHBIMH
BO3MOYKHOCTSIMH 3JI0POBbSI U MHBAJIHAAMHU

ITK-4. CnocobeH pa3paboTaTs IPOEKTHYIO 3eMIICYCTPOUTEIBHYIO JOKyMEHTAI[HHIO

ITK-4.1 3HaeT: HOpMaTHBHEIEC ITPABOBEIC AKTHI, IPOM3BOICTBEHHO-OTPACIICBBIC HOPMAaTHBHBIE JOKYMEHTHI, HOPMAaTHBHO-
TEXHHIECKYIO JOKYMEHTALIHIO B 00IaCTH IIPON3BO/ICTBA 3EMIICYCTPOUTENBHBIX PaObOT

[1K-4.2 YMeer: oCyIIeCTBIATE MOUCK, CHCTEMATH3ANNIO, aHAIN3, 00paboTKy M XpaHeHHe HH)OPMALIUH U3 Pa3TNYHBIX HCTOYHUKOB
1 0a3 JaHHBIX; IPEACTABISITH HHPOPMALIUIO B TpeOyeMOM (GopMate ¢ UCIIOIb30BaHHEM HH(OPMAIIMOHHBIX, KOMIIBIOTEPHBIX U
CETEBBIX TEXHOIOTUH

[TK-4.3 MimeeT npakTHYECKHil OMBIT: pa3paboTKH 3eMJIEYCTPOUTENBHON JOKYMEHTAIUN U pab0OUnX MPOEKTOB 110 UCTIOJIb30BAHUIO U
OXpaHe 3eMEeNbHBIX YTOJHIA; pa3pellieHus CIIOPOB MPH MIPOBEICHIH 3eMIICYCTPOHCTBA

B pe3yabTaTe 0cBOeHHS THCHHILTHHBI 00yYAIONINTiCS T0KEH

3.1 (3HaTh:

3.1.1 | HopMaTUBHO-MeTOANYECKYIO 0a3y nenonpousBoacTsa B Poccuiickoit ®eneparum;

3.1.2 | 0cOOCHHOCTH SI3BIKA U CTHIISI COCTABIICHHS CIyXKEOHBIX JOKYMEHTOB;

3.1.3 | cienuduky opranu3anui HHHOPMAITHOHHO-TIOUCKOBON CHCTEMBI U KOH-TPOJISI UCTIOTHEHHS JOKYMEHTOB;

3.1.4 | TpeOoBaHus K OJIaHKAM CITY)KEOHOTO JJOKyMEHTA,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIIOHHO-PACTIOPSIUTEIBHON JOKYyMEHTA-IIUN | TIPaBHIa UX 0(OPMIICHHS;

3.1.6 | Ha3HAYEHHE, CTPYKTYPY U COACPIKAHUE CUCTEMbI OPraHU3aOHHO -PACIIOPSANTEIBHON TOKYMEHTAIHH;

3.1.7 | yauunupoBanHbie GOPMBI OPraHU3aLMOHHO-PACTIOPSAUTENBHBIX J0-KYMEHTOB;

3.1.8 | mOpsLIOK, TAIBI ¥ OCHOBHBIE MPOIEAYPHI OpPraHU3aIMH PAOOTHI ¢ JOKY-MEHTAMU;

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OPTaHHU3AINH B IIPOIIECCE JOKYMEHTO-000pOTa U MOPSIIOK UX PETUCTPALIHH;

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

3.1.11 | ocobeHHOCTH PaOOTHI ¢ KaAPOBEIMHU JOKYMEHTaMH, C O0paICHUSIMA

3.1.12 | rpaxxnaH.

3.2 | YmeTh:

3.2.1 | opraHH30BBIBATE JOKyMEHTOOOOPOT M JOKYMEHTAJILHOE COMIPOBOXKIECHHE pabOTHI B OpraHax roCyJapCTBCHHON H
MYHUIMIIANBHON BIACTH U UHBIX OpPraHU-3aIHsAX;

3.2.2 | opopmiATs OpraHU3aIOHHbIE, PACTIOPSAUTEIBHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10
JIMYHOMY COCTaBY;

3.2.3 | opraHu30BbIBaTh JOKYMEHTOIIOTOKU B CUCTEME JOKYMEHTO000POTa, MapIIPYThI IBMXKEHHUS JOKYMEHTOB B OpraHHU3allny,
MOATOTOBKY JI€JI K IIepe/jade peruCTpUPOBaTh JOKYMEHTHI B OPTraHH3aIHN;
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OpPraHu30BBIBATH pa60Ty C BXOIAIIUMU U C UCXOAAIINMU JOKYMEHTAMU,
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TIOATOTABIIMBATH JOKYMEHTEI K IEPEIaUC HA XPAHCHNUC B apXUB.

33

HNmeTh HABBIKH U (PIJII/I) ONBIT 1€ATECIbHOCTH:

3.3.1

-COCTaBJICHHA, 06pa6OTKI/I u pa6OTLI C ,ElOKy—MCHTaL[HCﬁ Pa3INYHOTO YPOBHA U HaHpaBJ’IeHHﬁ;
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pacnopsiIUTeNbHON JOKYMEHTAllNY;

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

3.3.3 [ -cocTaBieHUS HOMEHKIATYPHI JIEIT;

334

-popmupoBaHus 1 0POPMIICHHUS J1eNa, OMTUCH .

4. CTPYKTYPA U COAJEP KAHUE JUCIIMIIJIMHBI (MO Y JIST)

HaumeHnoBaHue pa3jeoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Uurte | Ilpak. | Ilpumeuanne
3aHaTHs/ Kypc 107071 pakT. | moar.
Pazpgean 1.
Tema 1. JlokyMeHTHPOBaHHOE OOECIICUCHUE 2 8 YK-4.1 VK- JIT.1 0 0 TBopueckas
npexnpusTuii u opranmsanuii /Cp/ 4.2 VK-4.3 JI1.2712.1 pabora,
VK-9.1 VK- | JI2.2J12.3 TECTUPOBAHUE,
9.2 YK-9.3 31 pedepar
ITK-4.1 TIK-
4.2 TIK-4.3
Tema 2. CocTaB peKBHU3UTOB JOKyMEHTOB U 2 2 YK-4.1 VK- JI1.1 2 0 poOeMHas
npaBuia ux opopmieHus /Jlex/ 4.2 YK-4.3 JI1.2J12.1 JICKITAS
YK-9.1 VK- J2.2
9.2 VK-93 31
I1K-4.1 IK-
4.2 T1K-4.3
Tema 2. CoctaB peKBHU3UTOB JJOKYMEHTOB U 2 8 YK-4.1 VK- JIT.1 0 0 TBopueckas
npaBmia ux opopmienus /Cp/ 4.2 VK-4.3 JI1.2712.1 paborTa,
VK-9.1 VK- 2.2 TECTUPOBAHUE,
9.2 YK-9.3 31 pedepar
ITK-4.1 TIK-
42
Tema 3. OpraHu3zaioHHO- 2 2 YK-4.1 VK- JI1.1 2 0 mpoOeMHas
pacnopsiguTeNnbHble TOKYMEHTBI, IpaBUiia UX 42 VK43 JI1.2J12.1 JICKITUST
cocraBnieHus /Jlex/ YK-9.1 VK- J2.2
9.2 VK-93 31
I1K-4.1 IK-
4.2
Tema 3. OpranuzanoHHO- 2 8 YK-4.1 VK- JIT.1 0 0 TBopueckas
pacnopsiauTeabHbIe JTOKYMEHTBI, IPaBHiia UX 42 VK-43 JI1.2J12.1 paborTa,
cocrasnenus /Cp/ YK-9.1 VK- 2.2 TECTHUpPOBAHUE,
9.2 YK-9.3 31 pedepar
ITK-4.1 TIK-
42
Tema 4. a(opMaLInOHHO — CIPaBOYHBIE 2 8 YK-4.1 VK- J1.1 0 0 TBopueckas
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJIECHUS U 4.2 YK-4.3 JI1.2J12.1 pabora,
opopmnenus /Cp/ YK-9.1 VK- J2.2 TECTUPOBAHUE,
9.2 VK-93 €| pedepat
I1K-4.1 IK-
4.2
Tema 5. Ha3nauenue, kiaccudukarys 2 2 YK-4.1 VK- JIT.1 2 0 KeHChl
CITy’K€OHBIX TIHCEM, 0COOCHHOCTH UX 4.2 VK-4.3 JI1.2712.1
cocrasnenus /ITp/ YK-9.1 VK- 2.2
9.2 VK-9.3 31
ITK-4.1 TIK-
42
Tema 5. Ha3nauenwne, kiaccudukanus 2 8 YK-4.1 VK- J1.1 0 0 TBopueckas
CITy’KeOHBIX THCEM, 0COOEHHOCTH UX 4.2 YK-4.3 JI1.2J12.1 pabora,
cocrasienus /Cp/ YK-9.1 VK- 2.2 TECTHPOBaHHE,
9.2 VK-93 €| pedepat
I1K-4.1 IK-

4.2




Tema 6.0pranusanust paboTsI ¢ 2 1 YK-4.1 VK- J1.1 1 0 JIeNI0Bast Urpa
nokymentamu /TIp/ 4.2 YK-4.3 JI1.2J12.1
YK-9.1 VK- 2.2
9.2 VK-93 91
I1K-4.1 IIK-
4.2
Tema 6.Opranuzamus paboTsl ¢ 2 8 YK-4.1 VK- JI1.1 0 0 TBopueckas
nokymenTtamu /Cp/ 4.2 VK-4.3 JI1.2712.1 paborta,
YK-9.1 VK- 2.2 TECTUPOBAHHE,
9.2 YK-9.3 31 pedepar
I1K-4.1 T1K-
42
Tema 7. CocraBnenue u oopmieHue 2 1 YK-4.1 VK- JI1.1 1 0 JlenoBas urpa
JIOKyMEHTOB I10 JTHYHOMY cocTaBy /I1p/ 42VYK-43 JI1.2J12.1
VYK-9.1 VK- 2.2
9.2 VK-93 91
I1K-4.1 K-
4.2
Tema 7. CocraBienue u ohopMIICHHE 2 12 YK-4.1 VK- JI1.1 0 0 TBopueckas
JIOKyMEHTOB I10 THYHOMY cocTaBy /Cp/ 42 VK-43 JI1.2J12.1 paborta,
YK-9.1 VK- 2.2 TECTUPOBAHHE,
9.2 YK-9.3 31 pedepar
I1K-4.1 K-
42
3auer /3auét/ 2 4 YK-4.1 VK- JI1.1 0 0
4.2 YK-4.3 JI1.2J12.1
VYK-9.1 VK- 2.2
9.2 VK-93 91
I1K-4.1 K-
4.2

5. ®OHJI OHEHOYHBIX CPEACTB

5.1. IlpuMepHBIii HepedYeHb BOIPOCOB K 3a4eTy

1. OCHOBHBIE «TEPMHUHBI», «HOHSATHM JIEIONPON3BOACTBA

2. Vcropus cTaHOBIIEHUS pa3BUTHUS CHCTEMBI AENONpPON3BoAcTBa B Poccun

3. CiryxObl TOKyMEHTHPOBAHUS YIIPABICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKIHH

4. OpraHu3amys IeToIpon3BOCTBA Ha MPENIPHUATHIX

5. HopmaTtuBHO-MeToqM4ecKast 6a3a JeIompOn3BOACTBA.

6. ®dopmatsl Oymaru it opopMIIeHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GilaHKaX JOKYMEHTOB

8. Branku NOKYMEHTOB: TOHSTHE, BUIBI U WX PEKBU3UTHI

9. PexBU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB U IpaBUIa X O(QOPMIECHHS

10. VYrioBoe U MpoAOJIbHOE PACIONIOKEHHE PEKBU3UTOB Ha JOKYMEHTax

11. Kraccnguxamms u GyHKINN JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPEIPHATHH.

13. TekcT JOKyMeHTa, ero CTpyKTypa M TpeOOBaHHMS K €ro COCTaBICHUIO

14. PacmiopsiinTensHBIe TOKYMEHTHI, H3aBaeMble Ha IPHHIMIIAX KOJUICTHAJIBHOCTH: BH[BI, PEKBH3UTHI U MpaBHIa UX
oopmITeHHS

15. PacnopsauTenbHble JOKYMEHTHI, W37aBaeéMble B YCIOBUSX €AMHOHAUANUs: BUIBI, PEKBU3UTHI, IpaBUIa UX o(opmiieHus
16. JlokyMeHT0000pOT: MOHSTHE, KIacCU(HUKALUsI ¥ €0 OpraHu3alys Ha MPEIIPHATHH.

17. IMopsimok pa®oTHl ¢ BXOIAIINMHI, HCXOIAIIMMHI U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIINX, UCXOAAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3UTHI, (OPMHUPOBaHHE ¥ 0(GOPMIICHUE /eI

20. OpraHu3aoHHbIe JTOKyMEHTHI: MOHATHE, Ha3HAUCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

21. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3HTHI, TPaBHIa UX O(GOPMIICHHS
22. CayxeOHble (IeNIOBbIE) MUCbMA: Ha3HAYEHHE, BUABI MHCEM, PEKBU3HUTHI, IIPaBUIa UX O0(OPMIICHUS

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

24. JIOKyMEHTHI TI0 THYHOMY COCTaBY IPEIIPHATHS: Ha3sHa4eHHE, COCTaB, 0COOCHHOCTH PadOTHI C KaJpPOBBIMH
JOKyMEHTaMH

25. ITpykasbl 1Mo JIMYHOMY COCTaBY: BHABI U OCOOCHHOCTH MX OQopMIIeHHs

26. Bunsr 1 mopsiiok paboThl ¢ THCBMaMH U 0OpaIIeHUIMH TpaXIaH

27. CoBpeMeHHBIE TeXHOJIOTHH TOKYMEHTAIMOHHOTO O0ECIEeUECHNs YIPaBICHIECKOH IeITeTbHOCTH

5.2. IlpuMepHBlii NepedYeHb BOIPOCOB K IK3aMEHY

He mpexycMoTpeHO yaeOHBIM IITAaHOM.

5.3. TeMaTHKa KypCcOBbIX PadoT (KypPCOBBIX IPOEKTOB)




He mpemxycMoTpeHO yueOHBIM IITAaHOM.

5.4. ®oHJ OLIECHOYHBIX CPEACTB /ISl MPOBEIeHUS TEKYIIEro KOHTPOJIs

Tembl 1O0KIag0B

1.0co0eHHOCTH THCEMEHHOTO JCIOBOTO OOIICHHS.

2.'OCT P 6.30 - 2003 u ero ocoGeHHOCTH.

3.CucteMbl JOKyMEHTOB.

4.0Opranu3aliOHHO-TIPABOBbIE JOKYMEHTBI.
5.PacnopsinutenbHble JOKYMEHTBI.
6.Ma}opMannOHHO-CIIPaBOYHbIE JOKyMEHTEI.

7.PexBu3uThl 1oKkyMeHTOB. O0s3aTeNbHBIC H (haKyIbTaATUBHEIC.
8.PeKBU3HTEI 1aTa, TIOAIICH B POCCHIICKOM 1 3apyOS)KHOM JOKYMCHTOBEICHHH.
9. DTHKETHBIE aCHEKTH JeJI0BOTO MUCHMa.

10.2)KaHpbl NHCHMEHHOTO AETOBOTO OOIIEHUS.

11. 3aronoBok U Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBOAUTENBHOE MUCBMO K JOKyMEHTaM.
13.[{upKyaspHbIE MHUCHMA.

14.ITpukassl.

15.ITucbmo-noATBEPIKACHHE.

16.Teneonorpamma.

17.bnanku.

18.Tpadapetsl, HhopMysapbl, NI1a0TIOHBI.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepuecknit 3ampoc.

Tematuka scce

1. Basza maHHBIX

2. bnank noxymeHta

3. JenoBas nepenucka. DTUKA U MpaBuUiIa

4. JlokyMeHT0000pOT

5. JloKyMEeHTOOOOPOT Ha KOMITBIOTEpPE

6. JIOKyMEHTBI ¥ MX KIacCH(pHKAIHS

7. JIOKyMEHTBI IO JINYHOMY COCTaBYy

8. JIOKyMEeHTBI IO TUYHOMY COCTaBY U UX OCHOBHBIE BHJBI

9. Enunas rocynapcrBennas cucrema nenornpousBojctsa (EI'CJI)

10. 3ammura JOKYMEHTOB

11. 3ammra >JeKTPOHHBIX JOKyMEHTOB

12. H3roroBneHue JOKyMEHTa Ha KOMIBIOTEPE

13. WudopmannoHHO-CIIpaBoYHAsT paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpe

14. WudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI

15. Uctopus pazButus cnyx0 noxymeHtanuu B Poccun

16. Kraccuduxanuu 10KyMEHTOB

17. KoHTposp ucnonHenus JOKyMEHTOB

18. Ha3nadeHune 1 OCHOBHBIE BB HH(OPMAI[IOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopMaTuBHBIE JOKYMEHTBI 10 JOKYMEHTAllUOHHOMY OOECTIEUeHHUIO YIIPaBIeHHs
20. OOBEKT M TpeIMET JIeNONIPON3BOICTBA

21. OpraHu3anuu paboTsl ¢ JOKYMEHTaMH

22. OpraHu3alMoHHas CTPYKTypa MepcoHana, 00ecrneyrBaroero paboTy ¢ J0KyMeHTaMu
23. OpraHu3aloOHHbIE TOKyMEHTBI, X HA3HAYEHUE U BUJBI

24. OCHOBHBIE TIPUHIIMITEI OPraHU3aIUHN PAOOTHI C TOKYMEHTaMH

25. IlepBuuHBIi OOKYMEHT

26. [TuceMo, BUABI MHCEM

27. IlonroToBka NOKYMEHTOB K apXMBHOMY XPaHEHHUIO

28. IIpaBua BHYTPEHHETO TPYAOBOIO PacIoOpsIKa

29. [Tpuka3

30. Perucrpanust 10KyMeHTOB

31. PexBU3UTHI TOKYMEHTOB

32. Ponp nHOpMaK B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHIX

33. Cucrema OpraHu3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTAUU

34, Crioco0bl 3aKperuieHus] HHPOPMALUH TS TOKYMEHTAITMOHHOTO HMCIIOJIb30BaHHS
35. CranyapTu3aiys B CUCTEMax JeJIONpPOU3BOICTBA

36. CTpyKTypa OpraHu3aliu

37. TexHonorust XxpaHeHUus JOKyMEHTOB

38. YHudunupoBaHHas cucTeMa JOKYMEHTAIIUU

39. VYcraB npeanpusTus

40. ®dopmupoBanue U 0hopMIICHHE eI




6. YHAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHOUIIJINHBI (MOAYJIA)

6.1. Pexomengyemas iureparypa

6.1.1. OcHoBHas 1UTEpPaTypa

ABTOpBI, COCTaBUTENN 3arnaBue W3narenscrBo, rox | Komuu-Bo
JI1.1 [Tamenxo H. H. OCHOBEI JIETTONIPON3BOJICTBA: YUeOHOe mocodue Cam['AY: OnexTpoH
Caml'AY, 2019 HBIA
pecype
JI1.2 | Hcmarmnosa X. H., Jlenonpon3BoacTBO: ydeOHUK Yoa: YTHTY, DNEKTPOH
Kosanesa U. b., 2022 HBIA
Cymneiimanosa A. K. pecypc
6.1.2. lonoIHUTeIbHAS JUTEPATypa
ABTOpBI, COCTaBUTENN 3arnaBue WznarenscTtBo, ron | Komnu-Bo
JI2.1 |Pomanos B. ., Jenonpoussoactso Ha npegnpustuu AIIK: npakrukym Yebokcaps: 30
3axapoB A. 1. Ionurpaduueckuii
otnen ®I'OY BIIO
"UyBanickas
I'CXA", 2006
JI2.2 | Ky3neuona T. B. JenonponsBoactBo (Opranuszanus U TEXHOJIOTHH M.: IOHUTU- 20
JIOKyMEHTAI[HOHHOTO 00ECIICUCHHS YIIPABIICHHS): YUCOHUK JAHA, 2003
JI2.3 | Ky3nenos U. H. Jlenonpon3BoACTBO: yIeOHO-CITPABOYHOE TOCOOHE M.: lamkos u K, 25
2005
6.2. IlepeueHsb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHMKAIIMOHHOM ceTH "UHTepHeT"
D1 | XKypnan "JenonpounsBoactso"https://www.top-personal.ru/officeworks.html
6.3.1 Ilepeyensb NporpaMMHOro odecrne4eHus
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 | CipaBouHas npaBoBas cucrema KoncynsrantlLitoc
2
6.3.1.1 | DnexrpoHHBIN neproanYeckuil cnpaBouHuK «Cucrema ['apant»
3
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
0
6.3.1.2 | Ubuntu (Mint)

1




6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: IIpennpusitue 8. Cenbckoe x03sicTBO. KoMIutekT as1st 00ydeHus B BHICIIUX U CPeaHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJTUE»

6.3.1.2

MenuanpourpsiBarens VLC

6.3.2 IlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

OnexTpoHHas GnOINOTEYHAs CHCTeMa H3aTenbeTBa «JlaHby. [lomHOTEKCTOBAs AIEKTpOHHAs OUOIHOTEKA.
VHnuBuaya bHBIN HEOTpaHMYCHHBIH TOCTYN Yepe3 GUKCHpOBaHHBIN BHeHNMH [P anpec akageMun HeOTrpaHUIECHHOMY
KOJMYECTBY MOJIb30BaTeNeH U3 JII000H TOUKH, B KOTOPOI nMeeTcs 1ocTym k cetu MuTepHeT.http://e.lanbook.com

6.3.2.2

OnexrpoHHas 6ubianoreka Texaudeckoro BY3a (OBC «KoHcynbTaHT cTyaeHTay). [lomHOTEKCTOBAS 3MEKTPOHHAS
oubnuoreka. MHIMBHUyalbHBIA HEOTPAaHUUEHHBIN JOCTYI uepe3 GUKcupoBaHHbIN BHemHUH [P anpec akagemun
HEOrpaHNYEHHOMY KOJIMYECTBY I10JIb30BATENEH U3 T1000H TOUKH, B KOTOPOH UMEETCs I0CTYI K ceTH MIHTepHeT.

http://www.studentlibrary.ru

6.3.2.3

OnekxrporHo-6nbIHOoTeYHas cucteMa ZNANIUM.COM. ITosHOTEKCTOBAS 3I€KTpOHHAsI OMOIHoTeKa. MHANBHITyaIbHBIN
HEOTpaHMYEHHBIH JOCTYI Yepe3 GUKCHPOBaHHBIN BHenTHNUI [P agpec akageMun HEOTrpaHUYCHHOMY KOJITIECTBY
oJIb30BaTeNel 13 000 TOUKH, B KOTOPOIl nMeeTcs 1ocTyn K cetr HTepHeT. http://znanium.com/

6324

DnexrponHas 6ubmuoTeunas cucteMa « 95C FOPANT www.biblio-online.ru». IToiHOTEKCTOBAs dIEKTPOHHAS
oubnroTeka. IHAMBUIyaTbHBIA HEOTPAHUYCHHBIN TOCTYI Yyepe3 GUKCHPOBaHHBIN BHeIIHUA [P anpec akagemun
HEOTpaHMYCHHOMY KOJIMYIECTBY ITOJIb30BaTENeH 13 JIF000H TOUKH, B KOTOPOI HMeeTcsl TOCTYI K ceTH MHTepHeT.
https://www.biblio-online.ru/

6.3.2.5

OnexrponHas cucreMa «['ochuHaHCH». [I0THOTEKCTOBAS MEKTPOHHAS CHCTEMa, OCTOSHHO MOIOJTHIEMasl.
WHnuBHuayanbHBIN HEOTPaHMUCHHBIH JOCTYN Yepe3 GUKCHpoBaHHBIN BHenHNUI [P anpec akagemun u3 mo00# TOUKH, B
KOTOPO# uMeeTcst nocTy K cetn MaTepHeT. http://www.gosfinansy.ru/

6.3.2.6

6.3.2.7

DNeKTpOHHEIH nepuoaudeckuii cripaBoyHuk «Cucrema TAPAHTY. [TonmHoTEeKCTOBBIHN, 00HOBIsIEMBIH. JloCTyI IO
JIOKaJILHOM CETH aKaJgeMUH

6.3.2.8

HanunonaneHast anekTpoHHas 6ubanoTeka. JJocTyn mocpeacTBOM UCTIONb30BaHus ceTu «VHTepHeT» Ha 32 TepMUHAaIa

noctyma. https://H36.pd/

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOXY JISA)

Aynuropus Bup pabot

Haznauenune

OcCHAaIEHHOCTD

35a

Jlex

YuebHast ayauTopust

Cron mpenogasatens (1 mr.), cronsr (30 mrT.), crynbs (60 mit.), cTyn
npenogasatens (1 mr.), mocka aymuropHas (1 mr.), Tpudbyna (1 mr.),
JEMOHCTPAIIMOHHOEe ~ oOopynoBaHue (Oemast  J1akoBasi ~MarHUTHO-
MapkepHass focka (1 mr.), mpoekrop Toshiba (1 mT.) m ydebHO-
HaTJISIHBIC TOCOOUS

236

CP

ITomemenue mist
CaMOCTOSITEIILHON paboThHI

JleMOHCTpalliOHHasT ~ TeXHUKa  (MHTepakTWBHas  jgocka  Hitachi
Starboard FX-63 D (1 mr.), HOyroyk Acer Asp T2370 (1 mr.),
mpoekrop Toshiba (1 mT.)), cron noimpoBaHHBIA (3 1IUT.), CTOX
yaeHnueckuid (7 mT.), ctoa komnetorepHbld (11 mT.), cryn (20 mr.),
CTYNBbSl, KOMITBIOTEpHAsT TEXHHKA C BO3MOXKHOCTBIO ITOJIKITIOUCHUS K
cetu "UuTepHer" wu oOecrieueHWeM JIOCTya B BIEKTPOHHYIO
rHpOPMAMOHHO-00pa30BaTeNbHylo cpeny opranuzaunu (10 mrT.)

123

CP

ITomemenue s
CaMOCTOSATEIHHOM PabOTHI

KoMmprotepHasi TEXHHKA C BO3MOXKHOCTBIO IOJKIIOYCHHS K CETH
"UnTrepuer” n  obecrieueHueM JIoCTyna B DJIEKTPOHHYIO
HH()OPMAIIMOHHO-00pa30BaTeNbHYI0 cpexy opraHmsanuu(l9 mr.),
cronbl (17 1IT.), KOMIIBIOTEPHBIH CTON 6-M MECTHBIM (3 IUT.), CTYNbA
yaenudeckne (34 mT.), cryaps m/m (18 mT.), cTemnaxu ¢
mateparypoi, Buaeoysernmuntens Optelec Wide Screen (1 mir.)

51a

YuebHast aymuTOpus

CCron mpemogasarens (1 mrt.), mapra 3-xMecTHast co ckameiikoit (10
mr.), cTyabst (5 mT.), ctyn mpenoxaasatens (1 mr.), gocka (1 mrt.),
Tpubyna (1 1r.), memoHcTpanuoHHoe oOopynoBaHue (DkpaH cC
anekrporpuBogioM Electric Screen (1 mT.), mpoekrop Toshiba (1 mrt.),
HOyTOYK Acer Asp T2370 (1 mt.)) 1 ydeOHO-HATTISAHBIE TOCOOUS




Cron mpenopgaBatenst (1 mrT.), cTONBl ydeHUYeckue (23 ImT.), CTYIbs
(53 mwrr.), cryn npenonaBarenst (1 mr.), gocka (1 mrT.), TpuOyna (1
57a YuebHast aynuTOpust IIT.), JEMOHCTPAIlMOHHOE O0OpyHOBaHHE (IIPOCKIMOHHBIA AKpaH
LUMIEN (1 mrT.), mpoekrop Acer (6 mrt.), MOHOOIOK Acer Aspire
C22-963 (1mT.)) u yueOHO-HAMNIAIHBIE TOCOOUS

Cron npenonasarens (1 wr.), cronst (16 wr.), cryass (30 mT.), cTyn
66a YuebHast ayauTopust mpenonaBatens (1 mr.), mocka (1 mr.), TpuOyHa (1 mT.), DkpaH
pyIOHHBIM HacTeHHBIH (1 mT.)

Cron mpenonaBatenst (1 mr.), ctonsl (17 mr.) (3-xMecTHBIX - 6, 2-
xMmecTHbIX - 11), crynbst (38 mrt.), cryn npenonasarens (1 mT.), qocka
38a VYueOHast aynuropust (1 mr.), Tpubyna (1 1wIT.), JEMOHCTpAIMOHHOE OOOpymoBaHHE (IKpaH
pynoHHbIH HacTeHHBIH (1 mT.), mpoekrop Acer (1 mT.), HOyrOyk Acer
(1 1T.)) ¥ yueOHO-HATIISIIHBIE TOCOOHS

Cron npenonaBarenst (1 1mT.), mapra 4-xmectHas co ckamenkoir (9
mr.), ctyabst (12 mr.), cryn mpenomasatens (1 mT.), mocka (1 mrT.),
50a VYueOHas ayquTopHs JEMOHCTPALHOHHOE 000pyIOBaHHE (PKpaH pYIOHHBIH HacTeHHBIH (1
mT.), npoekrop Acer (1 mr.), MoHOONOK Acer Aspire C22-963 (1
IIT.)) ¥ y4eOHO-HaJIAAHBIE ITOCOOHS

8. METOJMYECKHE YKAZAHUA J1JIA OBYYAIOINXCA 110 OCBOEHHIO JTUCIUMITJIMHBI (MOIY JISA)

Meroauka W3ydeHHs Kypca IpeaycMaTpHBAeT HapsIy C JICKIMSMHA W NMPAKTHISCKUMH 3aHATHSAMH, OPTaHHU3AIHI0 CAMOCTOSATEIHHON
paboOTHI CTYICHTOB, NPOBEICHHUE KOHCYIBTAINH, PYKOBOACTBO MOKIAJaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAayJYHO-TIPAKTHUYECKUX
KOH(epeHIMIX, OCYIIECTBICHHE TEKYIIEro, IPOMEKYTOYHOTO (hOPM KOHTPOJISL.

Cucrema 3HaHMI NO IMCHHUIUIMHE «[leTomnpon3BocTBO» (GopMupyeTcss B XOJ€ ayAUTOPHBIX W BHEAYJMTOPHBIX (CaMOCTOSTEIBHBIX)
3aHATHH. lcmonp3ysd JEKIMOHHBIN MaTepHan, Y4eOHHKA ¥ ydeOHBIE II0COOMS, JOTONHHUTENBHYIO JINTEPaTypy, IPOSBISA
TBOPUECKHM MOAXOJ, CTYAGHT TOTOBHUTCA K MPAKTUYECKUM 3aHATHSM, paccMaTpuBas MX KaK [ONOJIHEHHE, YIIyOlleHue,
CHCTEMAaTH3alINI0 CBOUX TEOPETUUECKUX 3HAHMIA.

J1n1s1 0OCBOCHUS UCIMIUTMHEI CTYACHTaMH HEOOX0IUMO:

1. Tlocemarsp mnexkuu, Ha KOTOPBIX B CKaTOM M CHCTEMHOM BHJE W3JIaralOTCs OCHOBBI IHCIMIUIMHBL: JAIOTCA OMpENeNICHUI
NOHATHH, 3aKOHOB, KOTOPBIE JOJDKHBI 3HAaTh CTYAEHTHL. CTYIEHTYy BaKHO IOHSTH, YTO JIEKUMs €CTb CBOeoOpasHash TBOpUECKas
(dopma camocTosiTenbHON paboThl. Hano melTaTthess craTh akTHBHBIM COYYAaCTHHKOM JIGKIMM: JyMaTb, CPaBHUBATbh H3BECTHOE C
BHOBH IIOJIy4a€MBIMH 3HAHMSAMH, BOMTH B JIOTHKY H3JIOXKEHHS MaTepHajia JIEKTOPOM, CICTUTh 3a XOJOM €ro MbICIeH, 3a ero
apryMeHTanuel, HaXOOWTh B HEH KaKyliuecs BaM cITa0OCTH. Bo BpeMs neKkiuu MOXKHO 3aJaTh JIEKTOPY BOIIPOC, XKENaTeIbHO B
NHUCbMEHHOH (opMe, 4TOOBI He MelaTh M HE HapylmaTh JOTHKM IpoBeieHHs Jyekiuu. Ciylnas JeKuuro, cienyer 3aMKCHpOBaTh
OCHOBHBIC HJICH, ITOJIOXKEHHS, 00O0OIIeHNUs, BEIBOJIB. PaboTa Hax 3ammchio JIEKIMM 3aBepHraeTcs noma. Ha cBexyro TosoBy (IOkKa
eIle JISKIUS B MaMsITH) HaJO0 YTOYHUTH TO, YTO 3aIMCaHO, 0OOTaTUTh 3alHCh TEM, YTO HE YAaJIOoCh 3a()MKCHPOBATH B XOJE JICKIUH,
3amMcaTh B BHJE BOIPOCOB TO, YTO HAAO IIPOSCHUTH, O KOHIA IOHATH. Ba)kKHO COOTHECTH MaTrepuall JICKIHH C TeMOW ydeOHOMH
HpOrpaMMbl M YCTaHOBHTb, KakKd€ €€ BOINPOCHI HAIUIM OCBEIICHHWE B IPOCIyIIaHHOH Jekuuu. Torma monesHo oOpamiatbess M K
y4eOHuKy. JIekuns u ydeOHNK He 3aMEHSIOT, a IOTIOJHSIOT APYT APYra.

2. TlocemaTs mpakTHYeCKUue 3aHATHS, K KOTOPBIM CJIeyeT TOTOBUTHCS M aKTHBHO Ha HHUX paboTaTh. 3ajaHHE K NPAKTHUECKOMY
3aHATHIO BBIIACT MPENoJaBaTelb. 3aJaHMe BKIIOYaeT B ceds OCHOBHBIC BOIPOCHI, 33aud, TECTBl M pedepaTsl Uit
CaMOCTOSATENBHONW paboThl, IHuTepaTypy. [IpakTndeckie 3aHATHS HAYMHAIOTCS C BCTYIUTENBHOTO CIIOBA IIPEMOJAaBaTeNs, B KOTOPOM
Ha3bIBAIOTCSA I€7b, 33Ja9M W BOIPOCHI 3aHATHSA. B mporecce NpOBeAeHMS 3aHATHH TIpENoaBaTeNlb 3aJaeT OCHOBHBIC N
JIOIIOJIHUTENNbHBIE BOIPOCH], OpraHu3yer uX oOcyxkneHue. Ha mpakTHyeckux 3aHATHSX pEIIAIOTCS KOHKPETHBIE 3aladd II0
JIeIOTIPOU3BOJICTBY, Pa30MPAIOTCS TECTOBBIC 3aJaHMs M 3aJaHus, BBIIAHHBIC JUII CaMOCTOSTEIBHON pabOTHI, 3aCIyIINBAIOTCS
pedepaTuBHBIe BBHICTYIUICHHS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, WIM HE MOJATOTOBUBINMECS K HEMy, IPHIJANIAIOTCS Ha
KOHCYIbTallMI0 K MpenojaBaTento. [IpakTudeckoe 3aHATHE 3aKaHYMBACTCS IIOJBEICHHMEM HTOTOB: BBIBOJAMHU IO TeMe U
BBICTaBJICHHEM OIICHOK.

3. CucreMaTHUecKH 3aHAMATHCS CaMOCTOSTENBHOH paboTOi, KOoTopas BKIIOYAaeT B ceOs M3ydeHHE HOPMATHUBHBIX IOKYMCHTOB,
MaTepHalioB y4eOHWKOB W cTaTell , HaNHMCaHWe JOKIANOB, pedepaToB, dcce. 3aJaHus ISl CaMOCTOSATENFHOW pabOTHl BBIIAIOTCS
HpeToiaBaTelieM.

4. Tloxm pyKOBOACTBOM IIpErojaBaTeNsl 3aHUMAThCs HAaydHO-HUCCIENOBATEIbCKOM pabOTOM, 4TO NpearosaracT BBICTYIIEHHS C
JIOKJIaIaMH Ha HaAyYHO-ITPAKTHIECKUX KOH(EPEHIINAX W ITyOJIHKAIHIO TE3UCOB M CTATEH 110 UX Pe3yIbTaTaM.

5. Ilpu BO3HMKAIOIMUX 3aTPyAHCHUSX IPU OCBOCHUM MUCLUIIIMHBL «JleIONpOM3BOACTBOY, I HEYCIEBAIOMUX CTYOEHTOB U
CTY/ICHTOB, HE MOCEIIAIOIMX 3aHATHS, NPOBOMSATCS €XKCHENEIbHbIC KOHCYJbTallMM, Ha KOTOpHIC MPUIIAIIAIOTCS HEyCHeBarole
CTYICHTEL, a TAIOKE CTYJCHTHI, HCITBITHIBAOIINE TOTPEOHOCTH B MTOMOIIY IPETIONaBATEIIs IPH H3Y4CHHH TUCIUTUINHEL

IIPUJIOXKEHUA




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



