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1. OBIIASI XAPAKTEPUCTHUKA PABOUYEI ITPOT'PAMMBI
NPOPECCHUOHAJIBHOT'O MOAYJA
I[IM.01 /ToxymMmeHTHpOBaHHUE YIPABICHYECKON ACATEILHOCTH U OPTaHU3aIus paboThI C

JIOKYMEHTaMH

(HaumenoBaHUe OUCYUNTIUHDBL)

1.1 MecTo AucHMILVINHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTe/IbHOI IPOrpaMMBbl:

VYueobnsii monynp IIM.01 JlokyMeHTHpOBaHWE YIPABICHYECKOW JCATEIHHOCTH

u

opranusaiys paboThl ¢ JOKYMEHTaMHU SIBJISIETCS 003aTeNIbHOM 4acThi0 00IIepOPEeCCHOHATBHOTO
IIMKJIa OCHOBHOM 00pa3oBaTesibHOM Mporpammbl B cooTBeTcTBUH ¢ PI'OC 1o crnenualbHOCTH
46.01.03. [lenonpon3BOAUTENb.

Ocoboe 3HaueHHe nUCHHIUIMHA uMeeT pu popmuposanuu u pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, 0K 09, IIK 1.1, [IK 1.2, TIK 1.3, IIK 1.4, [IK 1.5, TIK 1.6

1.2. Heas ¥ niIaHupyeMble pe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax nporpaMmMbl yueOHOM TUCIUIUIMHBI 00YUYaIOIIMMUCS OCBAaUBAIOTCS YMEHUS U

3HaHUS
Kon Ymenus 3HaHus
11K, OK
OK 01 pacrio3HaBaTth 3aa4y W/Wim npoodiaemy aKTyaJIbHBIN
B NpOo(EecCHOHANbHOM  W/WIM  COLMAIbHOM | IpOogecCHOHATbHBIN U
KOHTEKCTE COLIMAJIbHBIA  KOHTEKCT, B
aHAJIM3UpOBaTh 3ajJadyy MW/MIM [podiieMy U | KOTOPOM HPUXOAUTCS
BBIIEIISITH €€ COCTaBHbIE YacTU paboTaTh U KUTh
OIIpEeIeNIATh ATAIlbl PELICHUS 3a]jauu OCHOBHbIE UCTOYHUKHU
BBIBJIATH U 3((PEKTUBHO UCKaTh MH(OpMaluio, | UHGOpMaLMU U Pecypehl 1is
HEOOXOAMMYIO JUIsI pelIeHus 3aJjauyd W/WIN | pelleHus 3a1ad u npobieM B
po0IEMbI npodeccuoHaIbHOM  W/WIH
COCTaBJIATH IUIaH AEUCTBHUS COLIMAJIbHOM KOHTEKCTE
OTpeAEesATh HE0OXOUMbIE PECYPCHI AJIITOPUTMBI BBITIOJTHEHUS
BJIAJIETh aKTyaJbHBIMU METOJIaMH pabOThI pabor
B IIpoheccnoHabHOM U CMEXHBIX cepax B mpodeccuoHalbHON U
peann30BbIBaTh COCTABJICHHBIN M1aH CMEXHBIX 00J1aCcTAX
OLICHMBATh pe3ylbTaT W MOCIEACTBUS CBOMX | METOJbI paboThI B
NeUCcTBUN (CaMOCTOSATENIBHO WM € TIOMOIIBIO | IPOodecCHOHAIbHON u
HaCTaBHHKA) CMEXHBIX chepax
CTPYKTYpY IU1aHa Ui
pelieHus 3a1a4y
MOPAJIOK OLIEHKH PE3YyJIbTaTOB
pelieHus 3a1a4
npodeccroHanbHOI
JIeSITEIbHOCTH
OK 02 OTIpeNIeNIATh 337a4M JUIs1 MOUCKa HHPOPMALIUU HOMEHKJIaTypa
ONpENENATh HE0OX0IMMBIE MCTOYHUKU | UH(POPMAIIMOHHBIX
uHpopMauu HCTOYHUKOB, IPUMEHSEMBIX B
IJTAaHUPOBATh MPOIIECC TOUCKA npodeccroHanbHOI
CTPYKTYpPUPOBATh MOIy4aeMyto HHPOPMAIIHIO JESTEIbHOCTH
BBICNSIT, Hauboyiee 3HAYUMOE B IE€PEYHE | IPUEMBl CTPYKTYpHUPOBAHHS
uHpopMauu uH(popMaIu
OIICHUBATh MPaKTHYECKYIO 3HAYUMOCTH | hopmar odopmMIIeHUS
pE3yJIbTaTOB ITOUCKA pE3yJIbTaTOB MIOMCKA
nHpOpMaIUK, COBPEMEHHBIE




oopMIIATE  pe3yNbTaThl IOMCKA, MPUMEHSTH
cpeacTtBa MH(POPMALMOHHBIX TEXHOJIOTMHA s
pelreHus mpodecCHOHABHBIX 3a1a4
HCIIOJIb30BATh COBPEMEHHOE
obOecrieueHue

WCIOJIb30BaTh pa3jiNyHbie HU(POBBIC CpenCTBa
JUTSL peIIeHus MPo(heCcCHOHAIBHBIX 3a1a4

IIPOrpaMMHOE

CpeACcTBA M YCTPOMCTBA
nHpOpMaTU3aLUU

HOPSAJOK HMX NPUMEHEHUS U
porpaMMHOe oOecrieyeHue B
npodeccuoHaTbHON
NEeSITEIBHOCTH B TOM YHUCIIE C
UCIIOJIb30BaHUEM IH(PPOBBIX

CpEICTB

OK 03 ONPEACIISITh AKTYaIbHOCTh HOPMATUBHO-TIPABOBOM | COJIEpKAHUE aAKTyaJIbHOM
JOKYMEHTaluu B npoeCCHOHATIBHON | HOPMATUBHO-IIPABOBOM
NEeSATEIbHOCTH JOKYMEHTaluU
MIPUMEHSATD COBPEMEHHYIO Hay4yHYIO | COBpEMEHHAas  Hay4dHas W
npodeccrnoHalIbHYI0 TEPMUHOJIOTHUIO npodeccuoHaabHas
ONMpeNensiTh W  BBICTpaMBaTh  TPACKTOPUHU | TEPMUHOJIOTHUS
npodeccrnoHanIbHOTO pa3BUTHSA U | BO3MOXXHbIE TPaeKTOPUHU
camo00pa3zoBaHus npogecCnOHaTHLHOTO
BBISIBJIATD JIOCTOMHCTBA u HEJOCTAaTKU | Pa3BUTUS U CaMOOOPa30BaHU
KOMMEPYECKOU HIEU OCHOBBI
MPE3EHTOBATh UJEH OTKPBITHSI COOCTBEHHOT'O Jiejia | MPEANPUHUMATENbCKON
B MPO(ECCHOHATBHON AEATENBHOCTH; OQOPMIIATH | ACATEIBHOCTH; OCHOBBI
Ou3HeC-TIaH (rHaHCOBOW I'PaMOTHOCTH
paccYMTHIBATh pa3Mephl BBHIUIAT 1O MPOLEHTHBIM | MpaBmiia pa3paboTKu OM3HEC-
CTaBKaM KpeAUTOBaHUs IJIaHOB
OIIpeEIATh WHBECTUIIMOHHYIO | TIOPSIIOK BBICTpanBaHUS
MPUBJIEKATEIbHOCTh KOMMEPUYECKUX HJEW B | Ipe3eHTaluu
paMKax mpoQecCuOHaTBHOMN NeATETbHOCTH KpEAUTHbIE OaHKOBCKHUE
MIPE3EHTOBATh OU3HEC-UJICI0 HPOJIYKTHI
OTpeesATh UCTOUYHUKN (UHAHCUPOBAHUS

OK 04 OpPraHHU30BBIBATH PAOOTY KOJIJIEKTHBA IICUXOJIOTUYECKHUE  OCHOBBI
Y KOMaH/IbI JIESITEIbBHOCTH  KOJUIEKTHBA,
B3aMMOJEICTBOBATH C KOJUIEraMH, PyKOBOJCTBOM, | IICUXOJOTUYECKUE
KJIMEHTaMH1 B xoJie npodeccuoHanbHOM | 0COOEHHOCTH TUYHOCTH
JESATEIBHOCTH OCHOBBI IIPOEKTHOMN

JIeSITEJIbHOCTH

OK 05 rPAaMOTHO W3J1araTh CBOM MBICJIM | OCOOCHHOCTH COLIMAJIBHOTO U
1 0QOPMIISITh JOKYMEHTHI 10 NpOo(pECCHOHATIBHON | KYyJIbTYPHOTO KOHTEKCTA;
TEMATHUKE HA TOCYIaPCTBEHHOM $I3bIKE, IPOSIBIIATH | TpaBuia odopMIIeHHUS
TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE JIOKYMEHTOB

u IIOCTPOEHHUS YCTHBIX
COOOIIEHNI

OK 09 MOHUMATh OOILIUI CMBICT YETKO NMPOU3HECEHHBIX | MpaBUiIa MOCTPOEHUS
BBICKA3bIBAaHUH Ha W3BECTHBIC TEMBI | MPOCTBIX u CIIOYKHBIX
(mpodeccroHanbHble W OBITOBBIC), TOHUMATh | MPEITIOKEHUI Ha

TEKCTBI Ha 0a30BbIe TPO(PECCHOHATIEHBIE TEMBI
y4acTBOBATh B IMAJIOTaxX Ha 3HAKOMBbIE 001IHe

1 Ipo(heCCUOHATIbHBIE TEMBI

CTPOUTH MPOCTHIE BHICKA3BbIBAHUS O ceOe U O CBOEH
po¢eCCUOHATBHOU IEATETLHOCTH

KpaTko O0OOCHOBBIBaTh U  OOBACHATH
NercTBUS (TEKyIUe U TUTAHUPYEMBIC)

CBOHt

npo¢eCCUOHAIBHBIC TEMBI
OCHOBHBIE
o01eynoTpeOnTeIbHbIC
TJIaroJIbl (ObITOBas "
npodeccuoHaIbHAas JICKCUKA)
JIEKCUYECKUI MUHUMYM,
OTHOCSIINNCSI K OIIMCAaHUIO
MIPEIMETOB, CPEICTB u
MIPOLIECCOB




MUCcaTh TMPOCThIC CBS3HBIE COOOIICHHWs Ha | MpodecCHOoHATbHON

3HAKOMBbIE WIH MHTEPECYIOIINE | 1EATENbHOCTH

npodeccuoHanbHbIE TEMBI 0COOCHHOCTH MPOU3HOILICHUS
IpaBWjla YTEHUS] TEKCTOB
npodeccuoHaTbHON
HaIlpaBJIEHHOCTH

[IK 1.1. | IIpoBepsTh MPaBUILHOCTh noctaBky | HopmatuBHbIE IPaBOBEIE aKThI U
KOPPECHOHASCHIINHN; IIPABUIBHOCTh U LEIOCTHOCTEL | HOPMAaTUBHO-METOANYECKUC
BJIOJKCHUA. JOKYMCHTEI, OIIPEACIAOIINEC
OreHuBaTh COJlepIKaHue nocrynupiuux | TOPAAOK  AOKYMCHTAIMOHHOIO
JOKYMEHTOB C LIEJIbI0 UX paclpeaeeHusl. 00ecneyeHus ypaBICHH.

CrpykTtypa OpraHu3allnH,
[Tonb30Batbes aBTOMATHU3UPOBAaHHBIMU
PYKOBOJACTBO CTPYKTYPHBIX
CUCTEeMaMU yueTa, perucrpanuu npu pabore ¢ IO /Ipas Ie/IeHHiL.
JOKYMEHTaMH OpraHu3aluu CoBpeMenHbie
UHQOPMAIIHOHHBIE TEXHOJIOTHH
paboThI ¢ TIOKyMEHTaMHU.
[opsanox paboThI C
MOCTYMAOIIUMHU
JIOKYMEHTaMH.

I[IK 1.2. | Onpenenste MapHipyT IBUXKEHHsS KOHKpeTHoro | HopmaruBHbIe MIPaBOBbIE
JOKYMEHTa M  JIOBOJUTh  JOKYMEHTBl  JO | aKThl u HOPMAaTUBHO-
UCIIOJIHUTEJNICH B OMPEIeIEHHBIE CPOKH METOJUYECKHE JIOKYMEHTHI,
PaGoratp co BCEHU COBOKYITHOCTBIO | ONPEAEIISIFOLINE IIOPSIIOK
MH(OPMALIMOHHO-IOKYMEHTAIIMOHHBIX PECYPCOB | TOKYMEHTAIMOHHOTO
OpraHu3alMH. oOecrnieueHus yrnpaBIeHUsl.
Bectn yder mnpoxoxaeHHs AOKyMEHTanbHBIX | CTpyKTypa OpraHu3aIuy,
MaTepUasoB. PYKOBOJCTBO  CTPYKTYpPHBIX

NIOAPAa3ICIICHUN.
CoBpeMeHHbIE
UH(POPMAaLIMOHHbIE
TEXHOJIOTUH paboTsl c
JOKYMEHTaMH.

[opsanox paboThI c
JOKyMEHTaMHu TIpU Iepenade
WX Ha  WCIOJHEHHWE B
10JIpa3JeJICHUs.

IIK 1.3. | [locTaHOBKa TOKyMEHTa HAa KOHTPOJIb. [IpaBuna opraHmsauuu u
Ocy1iecTBiATh NPOMEXKYTOUHBIH KOHTPOJIb U | (OPMBI KOHTPOJIS

KOHTPOJIb IIPHU HACTYIIJICHHUU JaThbl UCIIOJTHCHU .
WNudopmupoBath pyKOBOAUTENSI 00 UCTIOTHEHUH.
CHATB JOKYMCHT C KOHTpPOJd W HaAIpaBUTh
WCTIOJTHEHHBIN JTOKYMEHT B JIEJIO.

O600mare ¥  aHaJIM3UPOBATH  PE3YJIbTATHI
KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB.
ITonmp30BaThCS ABTOMATU3HWPOBAHHBIMU
CHCTeMaMM YyueTa, pPerucTpaluu, KOHTPOJIi |
I/IHCbOpMaHI/IOHHO-CHpaBO‘-IHBIMI/I CUCTCMaMU IIpU
paboTe ¢ TOKyMEHTaMU OpTraHU3aIIH.

WCIIOJIHEHUSI JIOKYMEHTOB B
OpraHM3alHH.

TunoBble CPOKU HCIIOIHEHUS
JIOKYMEHTOB.

[Ipunnunsr  paboTel  cO
CPOKOBOM KapTOTEKOMU.
Ha3nauenne u TEXHOJIOTHS

TEKYLIETO u
MpeAyNpPEeaUTEITHHOTO
KOHTpPOJISL.

IIpaBuna COCTaBJICHUS

AQHAIUTUYECKUX CIPABOK IO
opraHuzamuu  paboTel ¢




JOKYMEHTAMH MW KOHTPOJIO
HCIIOJIHCHUS JOKYMCHTOB.

IIK 1.4. [Tonp3oBaTbest OazamMu JdaHHBIX, B ToM 4uwmcie | [IpaBuna co3manus u BeeHUS

yIQJIEHHO. 0a3  gmaHHBIX  CIYXKEeOHBIX
Bectu yueT 10KyMEHTOB OpraHu3anuu. JIOKYMEHTOB B OpraHU3alliu.
Ocy1iecTBIATH cnpaBoYHO-UH(pOpManoHHYI0 | CUCTEMBI 3JEKTPOHHOTO
pabotry c ucnoib3oBaHHEeM 0a3  JaHHBIX | JOKYMEHTOOOOpOTa.
JIOKYMEHTOB.
[Tonb3oBatbcs aBTOMAaTU3HPOBAHHBIMU
CUCTEMaMHU Yy4YeTa, PErucTpaluu, KOHTPOJIS U
MH(OPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMU TpHU
paboTe ¢ TOKyMEHTaMHU OpPTaHU3AIHH.

[IK 1.5. | Ilpumenars mnpaBujia pyccKoro s3pika 1ipu | HopmaTuBHbIE MIPaBOBbIC
MIPOBEPKE JOKYMEHTOB Mepe/] OTIPABKOMA. aKTbl u HOPMAaTHBHO-
[IpoBepsiTh  mpaBUIBHOCTH  OGOPMIICHHMSI U | METOJAMYECKHUE JIOKYMEHTHI,
KOMIUIEKTHOCTh UCXO/ISIINX JJOKYMEHTOB. OTIpEeIETISIONINE HOPSAIOK
CoptupoBath TOKyMEHTHI IO CIIOCO0aM JIOCTaBKHU, | JOKYMEHTAIHOHHOTO
MIpU HEOOXOJIMMOCTH, YIAKOBBIBATh TOKYMEHTHI U | 00eCIeueHus YIIPABICHHUS.
OIPABIIATH. [IpaBuna u CpoKM OTIpPaBKHU
[Tonp3oBatbes ABTOMATU3HPOBAHHBIMU | HCXOSIINX TOKYMEHTOB
CUCTEMaMHU yuera, perucTpanuu,
WH()OPMAIMOHHO-CITPABOYHBIMU CHCTEMaMHU TIPH
paboTe ¢ TOKyMEHTaMU OpraHu3aliH

I[IK 1.6. | [IpumMeHATh yCTaHOBIIEHHBII COCTaB PEKBU3UTOB B | Buabl  JOKYMEHTOB, ux
3aBUCUMOCTH OT BHJIa JOKYMEHTA. Ha3HA4YCHHUE.

[IpaBunpHO pacnonaratb 1 oPOpMIISTE PEKBU3UTHI | TpeOoBaHuUsI, TPEAbSIBISIEMBbIC
Ha JIUCTE MPU COCTABICHUU JOKYMEHTA. K JIOKyMEHTaM B
[IpumMenaTp  coBpeMeHHbIE  HWH(POPMAIMOHHO- | COOTBETCTBUH c

KOMMYHHUKAI[MOHHBIE TE€XHOJIOTUHM Al paboThI ¢
JTOKYMEHTaMH, B TOM YUCJIC [T €€ ONTHMH3AINAN U
noBbIIeHUs () (HEKTUBHOCTH

[TpuMeHsTH MpaBwiia pyCcCKOTO SI3BIKA.

HOPMATHUBHBIMHU MIPABOBBIMHU
aKTaMH U TOCyJIapCTBEHHBIMH
CTaHIapTaMH.

[IpaBuna cocraBieHuss u
odopmIIeHUS
HnH(}OpPMaLMOHHO-
CIIPaBOYHBIX,
OpTraHU3aIMOHHBIX,
yIpaBIEeHUYECKUX
JOKYMEHTOB.




2. CTpyKTypa 1 coaep:kaHue NpodhecCHOHATBLHOT0 MOAYJIsl
2.1. TemaTn4yeckunii mjaH nmpogeccHoOHAIBLHOI0 MOIYJIS

I[IM.01 JloxyMEHTHpPOBAHHME YIPABICHUECKON NEATENbHOCTH M OpraHu3alus padboTel C
JOKYMCHTaMU
O0bem npodeccuoOHAIBHOT0 MOXYJIS, aK. 4
Kox |HaumenoBanme| Bcero = O6BeM BpeMeHH, OTBeIeHHBII HA OCBOEHHE IpakTnka
npodeccuno| pasgenos 4acoB % MEKAMCHUINIMHAPHOTO Kypca(KypcoB)
HaJIBHBIX (IpodeccHoHaNb| (Makc. 2 Oos3arenbHas ayautopHas |CaMocrositenbHa [YueOnas, [Iponssoacrse
KOMIIETEHI] HOro MOAYJsi | yueoHnas | F = ydeOHasi HArpy3Ka A pabora 4acoB HHas (10
uit nazpyska u| % = o0yuamouerocst odyuamoerocs npopuIo
RPAKmuKu % S | Bceero, B 1.u. B T.4. | Becero, | BT.u. CIeHUATBHOC
) € £ | yacos |1a6opaTOpHBI |[KYPCOB| 4acoB |KypcoB TH),
= § €paboThl 1 ast ast 4acoB
'2‘ NMpaKkTHYecKHe| padoTa pa6ora
= 3aHATHS, |(Ipoex (mpoekT,|
= 4acoB T), ),4acoB
a 4acoB
1 2 3 4 5 6 7 8 9 10 11
INIK 1.1 [Pazgen 1. 112 30 112 40 - 30 -
IIK 1.2 (Opranuszanus
I[IK 1.3 |jgokymeHT0000
I[IK 1.4 potau
IIK 1.5 [moxymeHTHpOB
IIK 1.6 |anue
[YIIPaBJIEHYECKO
1%
MEeATEIIBHOCTH
IIK 1.1 [Pa3znmen 2. 129 40 129 46 - 53 - - -
K 1.2 [Madopmaimon
K 1.3 Ho-
IIK 1.4 koMMyHUKanuo
IIK 1.5 HHbIE
IIK 1.6 mexHONOTHU B
rpodeccruonan
bHOU
e TebHOCTH
MK 1.1 |Yuebnas 108 108 108
IIK 1.2 ppaxTuka,
IIK 1.3 mgacos
IIK 1.4 [Mpoussoxcree 108 108 108
MK 1.5 jnas npaxruka,
HK 16 HaCOB
IIK 1.7
Ox3ameH no [IM 0
Bcero: 457 286 241 86 83 108 108




2.2. TemaTn4yecKuii IJIaH U coJep:KaHue YUeOHOH TMCUMILIUHBI

0O0beM, akan. 4
/ B TOM 4uHcJIe B
HaumenoBanue Conep:xanue y4eOHOro MaTepuaia v (pOpMbl OPraHU3ANMHU AeATeIbHOCTH dopme Koasl
pa3esioB U TeM 00yJamuxcs NMPAKTHYECKOH | KOMIIeTeHIH
NMOATrO0TOBKH,
aKaj. 4
1 2 3 4
HauMeHOBaHHe pa3aeioB Copep:xanne yueOHOTo MaTepuasia Oo0bem, akan. 4/ Koapl
U TeM B TOM 4YHCJIE B KOMIIeTeHIHit
dopme
NMPaKTHYeCKOoi
MOATOTOBKH,
aKaj. 4
Pazjnen 1. Opranuszanus 10KyMeHT0000POTA M IOKYMEHTHPOBAHHE YIIPABJIE€HYECKOM 1esiTeJIbHOCTH 112
MJ/IK.01.01. Opranu3anus J0KyMeHTO000pOTAa U JOKYMEHTHPOBAHME YIIPABJEHYECKOH 1eATeJIbHOCTH 112
Tema 1. JlokyMeHT u Coaeprxanue yueOHOro MaTepuaJia 4 OK 01 OK 02
nHpOpMaLus O0uiee pa3BuTHE JOKYMEHTHPOBaHUS HH(POpPMAIINH. 2 OKO091IK 1.1

TexcroBast u dpoBas 3anuck MHGOPMALIUH, TEXHUUECKasl rpadHKa.
JlaboparopHbie paboTHI (HE MPEAYCMOTPEHBI)

[IpakTryeckue 3aHATUS 2
Haxormienue u coxpaneHue HHQOPMAIHH.
PoJib 1OKyMEHTaIIMOHHOTO 00eCIeUeHHS.

Tema 2. Ympasnenue Conep:xanue yueOHOro MaTepHuaJia 6 OK 02 OK 03
COBpPEMEHHOM Anmapar ynpapieHus Kak THQOpMaIlMOHHasI CHCTEMa 2 OK091IK 1.4
OpraHM3alKeH. JlaboparopHble paboThl (He TPEAYCMOTPEHBI)

[IpakTUueckue 3aHATUSL 2

Anmnapar ynpasiieHHs KaK KOMMYHHUKallHOHHAsI CUCTEMa 2
Tewma 3. Kimaccudukarus CoaepsxaHue yueOHOro MaTepuaJia 4 OK 04 OK 05
YIIPaBJICHUYECKUX Bunosas kinaccudukanys. 2 IIK 1.3
JOKYMEHTOB U CUCTEM Kpurepun knaccuduranmm.
JOKYMEHTallUH JlaGoparopHbie paboThl (He NPEAYCMOTPEHBI)

IIpakTUueckue 3aHsATUA 2




Cucrema TOKyMEHTAITHH.

CamocrosTenpHas pabora
By caMocTosTeNbHOM pabOThI: CAMOCTOSTEIIBHOE H3YUCHUE JIUTEPATYPBL.

Tema 4. TexHonorus Cojaep:kaHue yueOHOr0 MaTepuajia OK 04, OK 09
JTOKYMEHTallMOHHOTO YHaubummpoBaHHasi CHCTeMa yIYeTHON JOKYMEHTAIINN PEATPHUSITHSL. IIK 1.6
obecnevyenus ynpasinenua B | JlaGopaTopHble pabOThI (HE IIPELYCMOTPEHEI)
Poccrn IIpakTrueckue 3aHATUSL

YHuduuupoBaHHas cHCTEMa OPraHU3alMOHHO-PACIIOPSANTEIbHON JOKYMEHTALIMH.
Tema 5. Yauduuuposanaas | Coaep:kaHue yue0HOro MaTepuaJa OK 04 OK 09
cUCTEMA 110 TPYy1y. YuaudunupoBannas cuctema [lencrnonnoro ¢gonna. IIK 1.5

YHuudunmporanHas popma 0TpaciieBoOi JOKYMEHTAIHH.

JlaboparopHbie pabOTHI (HE MPEAYCMOTPEHBI)

[IpakTHueckue 3aHATUSL

['ocypapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO YIIPABJICHUSI.
Tewma 6. Mcropus Coaeprxanue yueOHOro MaTepuaJia OK 02 OK 04
JOKYMEHTAIMOHHOT'O PykonucHble TEXHONIOTUH. IIK 1.6
obecrieyeHus yrpaBieHus B | MeXaHUIeCKHe TEXHOJIOTHH.
Poccun. DJEeKTPOHHBIE TEXHOJIOTHH.

JlabopartopHble paboThl (He TPEAYCMOTPEHBI)

[IpakTuueckue 3aHATHS

TexHonorus TOKyMEHTAMOHHOTO obecrieueHts ynpaBieHus: B POCCHHCKUX yUpeKICHUSIX.

CamocTtosTenbpHas paboTta

Bua camocrosiTebHOM pabOThI: CAaMOCTOSITEIbHOE N3YUEHUE JINTEPATYPHI.
Tema 7. OCHOBHBIE 3TaIbI Conep:xanue yueOHOro MaTepuaJia OK 01 OK 02
pa3BUTHS BunoBoii coctaB TOKyMEHTAITMOHHOTO TTPUKA3HOTO OK 09, IIK 1.1
JeTIONIPOU3BOICTBA JIEJTOTIPOU3BO/ICTBA.

Konnexckoe nenonpon3BoACTBO.
IIpuka3Hoe neonpou3BOICTBO.
MUHHICTEPCKOE AEIOIPOU3BOICTBO.
HcnonHuTensHo€E Ae0NPOU3BOJCTBO.

JlaGopartophsie paboThl (He NPEAYCMOTPEHBI)

IIpakTuueckue 3aHsATUA
TexHOJIOTHs JOKYMEHTAIIMOHHOTO o0ecriedeHus ynpasieHus B XX B.
PanmonanuzaTopckas IeITeNbHOCTh B 00JIACTH YIPABJICHUS U ISJIOIPOU3BOICTBA.

Conep:xanue yueOHOro MaTepuaJia




Tema 8. Yrpomenue Pa3paboTka 4aCTHBIX peKOMEHIAIININ 10 YITYUIICHHUIO TETOIPON3BOJICTBA M ApXUBHOTO JICIIa. 2 OK 02 OK 03
TEXHOJIOTHH JlaboparopHsie pabOTHI (HE MPEAYCMOTPEHBI) OK 09, IIK 1.4
YIpaBICHYCCKUX Tpoueayp | [Ipaktuueckue 3aHATHS
1 OTICpaInil. Bcecoro3Hblil HayYHO-UCCIEA0BATENbCKUI HHCTUTYT JEJIONPOU3BOACTBA U APXUBHOIO J€Ta. 2

3apyo6exnsie anagoru BHUMnA/l 2
Tewma 9. Enunas Conep:xaHue yueOHOT0 MaTepHaJa 4 OK 04 OK 05,
rOCyJapCTBEHHAs CUCTEMa CoBpeMeHHas HOpMaTHBHO-NIPaBOBas 0a3a JOKYMEHTAIIMOHHOT'O 00eCIIeYeHUs! YIIPaBICHHS. 2 IIK 1.3
JIOKYMEHTaIlMOHHOTO JlaboparopHbie pabOTHI (HE MPEAYCMOTPEHBI)
00eCIIeUCHHS YIPABICHHS IIpakTrueckue 3aHATUSL 2

Bunast paboT, BEITOTHIEMBIX CIyK0aMH JOKYMEHTAllHOHHOTO 00eCIIeYeHNs! YIIPaBICHHUS.

TpebGoBanus k 00pa3oBaTeIbHOMY YPOBHIO paOOTHUKOB oTAe0B JJOVY.
Tema 10. Opopmnenne Coaeprxanue yueOHOro MaTepuaJia 6 OK 02 OK 09
KOH(MIECHINATBHBIX OdopmiieHre 1 HAaKOTJICHHE YIIPABICHUYECKUX TOKYMEHTOB. 2 IIK 1.6
JOKYMEHTOB. I'pudsl, mpocTaisieMble HA KOHPHUICHINATBHBIX JOKYMEHTAX.

JlaboparopHbie pabOTHI (HE MPEAYCMOTPEHBI)

[IpakTuyeckue 3aHATUSA

OdopmieHue 10KIAI0B, CIIPABOK 2

Cocrasnenune 1 0opopMIICHHE PUKA30B 2

CamocrosrenbHas pabora 4

Bua camocrosiTebHOM pabOThl: CAMOCTOSITEIbHOE N3YUEHUE JIMTEPATYPHI.
Tema 11. Odopmienue u Conep:xanue yueOHOro MaTepuaJia 4 OK 04 OK 09
HAaKOIIJICHUE OCHOBHBIE 3Tanbl Pa3BUTHSI TEXHOJIIOTUH TOKYMEHTAIIMOHHOTO 00ecriedeHNs yIpaBIeHusl. 2 IIK 1.5
MH(OPMALMOHHBIX 3aNUCEH. | JlaGopaTopHbIe paGOTHI (HE MPELYCMOTPEHBI)

[IpakTuueckue 3aHATHS

DopMyIISPbI yIPaBIEHUYECKUX JTOKYMEHTOB. 2

PexBU3nUTHI YHpaBJICHYCCKUX JOKYMCHTOB.
Tema 12. O61ue Coaeprxanue yueOHOro MaTepuaJia 6 OK 01 OK 02
TpeOOBaHus K IOKyMeHTaM. | TpeGoBaHusl K OlaHKaM JOKYMEHTOB. 2 OK091IK 1.1

OdopmieHre MHOTOCTPaHUYHBIX JOKYMEHTOB.

JlaboparopHbie paboThI (He TPEAYCMOTPEHBI)

IIpakTuueckue 3aHsATUA 2

OcobenHocty opopMIIeHUsT HanboJIee paclpoOCTPAaHEHHBIX BUAOB IOKYMEHTOB. 2

WndopmanmoHHble TOKYMEHTHI.

CamocrosTenbHas pabora 6

Bun camocTosiTensHOM paboThl: CaMOCTOSITEILHOE H3yUEHHUE JINTEPATYPHI.




Tema 13. IIpasuna

Conep:xanue yueOHOr0 MaTepuaJa

OK 02 OK 03

0 OpMITEHUS TEKYIIIX IIpaBuia oopmMiIeHUS TOKIATHBIX B OOBSICHUTEIIBHBIX 3aIHCOK. OK091IK 1.4
JIOKyMEHTOB. JlaboparopHbie pabOTHI (HE MPEAYCMOTPEHBI)

[TpakTHueckue 3aHATHS

IIpaBuna opopmieHHS 3asBICHUH.

IIpaBuina opopMieHUS OOBICHUTENBHBIX.
Tewma 14. IIpaBuna Coaeprxanue yueOHOro MaTepuaJia OK 04 OK 05
odopmiieHus ciykeOHbIX 1 | TIpaBuia ohopmiteHHS CITyKeOHBIX M O(HIIHAIBHBIX CIIPABOK. IIK 1.3
O(HUIMATBHBIX CIIPABOK. JlaGoparopHble paboThl (He TPEAYCMOTPEHBI)

TIpakTUueckue 3aHsATUA

[Ipaswna oopmieHHs CTyKeOHBIX THCEM U 3aIHCOK.

[TpaBumna oopmieHust TenehOHOrpaMM.
Tema 15. Coaeprxanue yueOHOro MaTepuaJia OK 02 OK 09
PacnopsaurensHbie [IpaBuna oopMIIeHHs TOCTAHOBIICHUSI. IIK 1.6
JOKYMEHTHI. [1paBmuia ohopMIICHUS PEIICHHSI.

JlabopartopHble paboThI (He TPEAYCMOTPEHBI)

[IpakTuyeckue 3aHATUSA

[Ipasuna oopmieHus MprKa3a 0 OCHOBHON JESITEITHHOCTH.

I1paBuiaa ohopMIIeHUS PaCIOPSHKECHHS.
Tema 16. Opopmuenne Coaeprxanue yueOHOro MaTepuaJia OK 04 OK 09
OpraHU3aI[MOHHBIX I[Tpasuiia opOpMIICHHS OPraHU3AIIMOHHBIX TOKYMEHTOB. IIK 1.5
JIOKYMEHTOB. JlaGopartopHsle paboThl (He NPEAYCMOTPEHBI)

[IpakTH4ecKue 3aHATHU

OO61ue npaBuia 0pOPMIICHUS] OPraHU3alMOHHBIX JOKYMEHTOB.

OdopmiieHre MPaBoOBIX TOKYMeHTOB. OQOopMIIeHHE IPUIIOKEHHS 1 TPUMEYAHHH.

CamocrosTenbHas pabora

Bua camocTtosiTensHOM paboThl: CaMOCTOSITENILHOE H3yUEHUE TUTEPATYPHI.
Tema 17. Opranuzanus Conep:xanue yueOHOro MaTepuaJia OK 02 OK 04
JOKYMEHTO000pOTAa. IlonsiTHSE TOKYMEHTOOOOPOTA. IIK 1.7

JlaboparopHbie paboThl (He TPEAYCMOTPEHBI)

[IpakTudeckue 3aHATUSL
TexHonorus 00pabOTKY MOCTYHAOIINUX JIOKYMEHTOB.
JloKyMeHTO0O0POT HCTIOTHUTETIS.

Conep:xanue yueOHOro MaTepuaJa




Tema 18. O6paboTka
OTHpaBiIsieMon
KOPPECIOHCHIINH.

DKCHeIUIIMOHHAs 00paboTKa OTIIPABIIEMbIX JOKYMEHTOB.

JlaboparopHsie pabOTHI (HE MPEAYCMOTPEHBI)

[IpakTuyeckue 3aHATUSL
CrtpykTypa 0a3 TaHHBIX JTOKyMEHTAIBHOTO (DOHJIa OPraHU3aI|H.
Peructpanus ucxoasiieil KOppeCOHACHITUH.

OK 01 OK 02
OK091IK 1.1

Tema 19. Xypnanpnas
dopma yuera. Kaproreka.

Conep:xanue yueOHOro MaTrepuaJia

o

Popma perucTpaluu J0KyMEHTOB.

JlaboparopHbie paboTHI (HE MPEAYCMOTPEHBI)

TIpakTUueckue 3aHsATUA
VYueT aen AMUTeIHHOTO U MOCTOSIHHOTO CPOKOB XPaHEHUS.
ABTOMaTH3UPOBAHHBIN YUeT.

OK 02 OK 03
OK081IK 1.4

Tema 20. Kontpons 3a
HCIIOJTHEHNEM JOKYMEHTOB
HPUHATHIX PELICHUI.

Copep:xanue yueOHOro MaTepuaJia

L[CJ'IB KOHTPOJIA UCIIOJIHCHUA TOKYMECHTOB.

JlaboparopHbie pabOTHI (HE MPEAYCMOTPEHBI)

[IpakTuyeckue 3aHATUSA
MexaHn3M 00ecrieueHUs] KOHTPOJIS HCIIOJIHEHUS IOKYMEHTOB.
Buabl KOHTPOIIS 32 UCIIOJIHEHUEM JOKYMEHTOB.

OK 04 OK 06
IIK 1.3

Tema 21. JlokymMeHTOO00POT
WCTIOJTHUTEIIS.

Conep:xanue yueOHOro MaTepuaJia

TexHonorus 00paboTKH MOCTYNAOIUX JOKYMEHTOB.
O6paboTka oTHpaBIIeMON TOKYMEHTALHH.

JlabopartopHbie paboThI (He TPEAYCMOTPEHBI)

[IpakTuyeckue 3aHATUS

BHemHuit u BHYyTpeHHUH KOHTYP JOKYMEHTO000pOTa B OpraHU3aLHH.

@DOopMBbI HCTIONB30BaHMS XPAHUMON TOKYMEHTHOW HH(YOPMALHH.

OK 02, OK 09
IIK 1.6

Tema 22. OdopmieHue
OOJMIOXKKHM JIeJl W Kapra-
3aMECTHTEIS JIeNa.

Conep:xanue yueOHOro MaTepuaJa

Odopmienne TUTYIBHOTO JIMCTa Jera
Yka3zaHue PeKBU3UTOB Ha 00JI0KKE Aesa.

JlaboparopHbie paboThI (HEe TPEAYCMOTPEHBI)

IIpakTrueckue 3aHATUSA
Copep:xaHne KapThl- 3aMECTUTENS JIeTa.
Kapra-3amectutens gena Kak moATBepXkIeHHE (aKTa BbIJAUH JIea.

OK 04 OK 09,
IIK 1.5

Tema 23. JlenoBOM 3TUKET U

Conep:xanue yueOHOro MaTepuaJa

Henoas nepenucka.

OK 02 OK 04
IIK 1.6




€ro MPUHITUIIBI. JlenoBoi MpOTOKOII.

JlaboparopHsie pabOTHI (HE MPEAYCMOTPEHBI)

[IpakTrueckue 3aHATUSL
DTHKeT TeneOHOrpaMMBI.
DTHKET TeJlerpaMMEl.

Koncynbranun

CamocrosrenbHas padora

IToaroroBka K NpakTUYECKUM 3aHATHSAM C UCIIOJIB30BAHUEM METOMYECKUX PEKOMEHIAllMi IPenoiaBaTes,
yueOHOH U CIIPaBOYHOM JIUTEPATypbl, HOPMATUBHBIX TOKYMEHTOB.

[TpumepHast TeMaTHKa BHEAYAUTOPHON CAMOCTOSTEILHON pabOThI

Hocurenu nndopmanuu.

Arnmnapar ynpasieHus Kak COIIMaIbHO-TEXHUYECKAsi CUCTEMA.

Cuctema cranapTHOM MH(pOpMaK B OMOIMOTEYHOM M U3/1aTEILCKOM JIeIe.

VYdeTHo-OyXxranTepckas JOKyMEHTAIHs OF0KETHBIX YUPEKICHHH.

YHUpUUUPOBaHHASI CUCTEMA OTYETHON JOKYMEHTAIMH.

YHupHUIUpOBaHHASI CHCTEMa BHEITHETOPTOBOM IOKYMEHTAIINH.

TexHos0rusa pOCCUNCKOro AEI0NPOU3BOACTBA HOBEHMILIErO BPEMEHH.

CoBeplileHCTBOBaHMS IOKYMEHTUPOBAHMSI, UCIIOJIHEHUS, TUIAHUPOBAHUE U YUET.

OcHOBaHKE BCECOK3HOTO HAYYHO-UCCIIE0BATEIbCKUM HHCTUTYT JIEJIONPOU3BOICTBA U apXUBHOTO Jiena B 1966
rofy.

Opranuzanus 1eSTeIbHOCTH CITYKObI TOKYMEHTAIIMOHHOTO 00eCreueH s yIpaBiIeHus.

XpaHeHne KOH(UICHIMATBHBIX JOKYMEHTOB.

OOu1re TpeOoBaHUS K TOKyMEHTaM yIpaBJIeHUs.

[IpaBuiia opopmiieHHs IPOTOKOJIA.

ITpaBuna opopmiieHHs JOBEPEHHOCTH.

[IpaBuiia opopmiieHUs TeIerpamM.

[TpaBuna opopmiieHHs yKa3aHUi.

[IpaBuiia opopmienrs nHGOPMALIMOHHBIX TOKYMEHTOB.

OdopmiieHre npeacTaBIeHUs U OObSICHEHHS.

OdopmiieHne 10KIaI0B, CIIPABOK.

OdopmiieHne mpukasa o OCHOBHOU J€ATEIbHOCTH.

Cnenuduka T0KyMEHTOO00POTa B PA3TUYHBIX OpTraHU3AIHIX.

Pabota ¢ otnpaBisieMoit KOppEeCHOHCHIIMEH B OpraHax rocy1apCTBEHHOHN BJIACTH B YCIOBUS KOH(PHUICHIIMATIBHOTO U
CEKPETHOT'0 JIeJIONPOU3BOJICTBA.

30




ObecrieyeHrie KOHTPOJIS 32 UCTIOTHEHHEM U COXPAHHOCTH JIOKyMEHTOB.
BryTpennuii 1T0KyMeHTOOOO0POT.
Brenrnuit 00K 1€710BOTO YeIoBeKa.

[TpomexyrouHas aTTectanus B popme sk3ameHa B 1 cemectpe 12
Paznen 2. UndopManmoHHO-KOMMYHHKAIIMOHHbIE TEXHOJOTHHU B J1€JI0NPOU3BOICTBE 129
MJK.01.02 MHdopManimoHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHH B /1eJIONPOU3BO/ICTBE 120/9
Tema 1. [lonsTus Coaep:xkaHue yueOHOTro MaTepHaJia 6 OK 01; OK
nHPOPMATUKU OcnoBubIe noHATHS HHDopMaTuku. [Ipenqmer nHPOPMATUKH. 2 02.; OK 05,
[TonsiTus, Buabl 1 ocooeHHoctr nHpopmanuu. CroiicTBa nHGopmaruu. OCHOBHBIC OK 09.; IIK
TpeOoBaHus, MPEeIbABIIEMbIC K KauecTBY HH(pOpMAIHH. PoJb BBIYUCIUTEIBHOMI 1.1.; IIK 1.2
TEXHUKH B Mpoliecce HHHOPMaTH3AIHH. I[IK 1.3 IIK
B TOM YHCJIE: 14.; TIK 1.5,
MPAKTUYECKUE 3aHATUS 4 [IK 1.6.
[Tpaktuyeckue 3ansatust Nel. IlepBuunble HAaCTPOWKH apaMETPOB [1€YATHOTO 2
JIOKYMEHTA.
ITpaktuyeckue 3ansTust Ne2. BBoJ, peraktupoBanue v (opMaTUpOBaHUE TEKCTA. 2
1ab0paTopHBIE paObOTHI -
KOHTPOJIbHBIE paOOTHI -
CamocTosTenbHas paboTa o0yJaronmxcs 4
Buj camocrosTenbHO paboThl: cCaMOCTOSITENbHOE U3YUEHUE JIUTEPATyPhI.
Tema 2. Conep:xanue yueOHOTro MaTepHaJia 6 OK OK 01,
WNudopmannonHoe HNudopmannonHoe o011iecTBo. 3apoxkaeHue MOHATHS HHPOPMALIMOHHOTO 00IIECTBA. 2 OK 02; OK
o011ecTBO XapaxTepHble pU3HaKU HH(popManmoHHOro odecTBa. CTpykTypa HHPOPMAIMOHHOTO 05.; OK 09
obmectBa. [IpencraBureny nHPOPMALIMOHHOTO OOIIECTBA. K 1.1.; IIK
Ponw undopmarmonHoro obmiecTsa B pa3BUTHH Y€JI0BEUECTBA. 1.2.; TIK 1.3.;
B TOM 4YMHCJI€e: IIK 14.; IIK
MIPAKTUYECKUE 3aAHATUS 4 1.5.;1IK 1.6.
IIpakTnueckue 3anatust Ne3. Co3ztaHne CIIMCKOB. 2
[Tpaktuueckue 3austust Ned. Co3nnanue u popmMaTupoBaHue TAOIHIL. 2
nmabopaTopHbIE PaOOTHI -
KOHTPOJIbHBIE pabOThHI -
caMmocCTosiTeNIbHasi paboTa 00yJaromuxcst -
Conep:xanue yueOHOro MaTepuaJia 10




Tema 3. Equnuist Enununst usmepenns nuapopmannu. Komruecrso nadopmanuu. [lepeBox uncen u3 4 OK 01.; OK
U3MEpeHHs HHPOPMAIIUK | JECATUYHON CHCTEMbI CYMCIICHHS B JBOMYHYI0. [lepeBos uncern u3 1BOUYHON CUCTEMBI 02.; OK 05
CUHUCJIEHHUS B JECATHUYHYIO. [lepeBo uncen u3 1eCATUYHON CUCTEMBI CUUCIICHUS B OK 09.; IIK
BOoCbMepHUUHYIO. [lepeBoa uncen u3 JeCATUYHOM CUCTEMBI CUMCIICHUS B 1.1.; 1IK 1.2
HIECTHAALATEPUYHYIO. K 1.3.; IIK
B TOM YHCJI€e: 1.4.; IIK 1.5
MPAKTUYECKUE 3aAHATUSA 6 [IK 1.6.
[Tpaktuyeckue 3ausTust NeS. CtuneBoe hopmMaTupoBaHue. 2
ITpakTuueckue 3ansatus No6. Cnusinue 10kymMeHToB. Co3aHuE MMHUCEM. 2
[Tpaktuyeckue 3austust Ne7. Co3nanue u 00paboTka rpaguuecKkux 00bEKTOB. 2
nabopaTopHbIE PaOOTHI -
KOHTPOJIbHBIE pabOTHI -
caMoCTOsITeNIbHAsl paboTa 00y4arOIIUXCS -
Tema 4. [Tousatus Coaep:xxanue yueOHOro MaTepHaJia 4 OK 01.; OK
WH(POPMAITMOHHBIX [Tonsitue cuctemsl. CTpykTypa HH(OPMALIOHHONW CUCTEMBI. 2 02.; OK 05,
CUCTEM Nudopmanmonnoe odecnieueHue. TexHuueckoe odbecrneueHne. MareMaTuueckoe u OK 09.; IIK
nporpaMmMHoe obecrieduenue. OpranuzanuonHoe odecrieuenue. [IpaBoBoe obecrnieueHue. 1.1.; TIK 1.2.;
B TOM YHCJIe: IIK 1.3.; IIK
IPAKTUYECKUE 3aHATHUS 2 1.4.; TIK 1.5,
[TpakTiueckue 3anstust No§. @opmynbl, QYHKINU U AUATPAMMBI. 2 IIK 1.6.
nmabopaTopHbIe PaOOTHI -
KOHTPOJIbHBIE pabOTHI -
caMmocCTosiTeNIbHast paboTa 00yJaromuxcs -
Tema 5. Knaccuduxanus | Coaep:xkanue y4eGHOro MaTepuajia 6 OK 01.; OK
MH(POPMAIIMOHHBIX [ToHsATHE CTPYKTYPHUPOBAHHOCTH 33Aa4. THUIBI HHOOPMAIIMOHHBIX CUCTEM. 2 02.; OK 05,
CUCTEM Knaccudukanus nHpopManmoHHbIX CUCTEM. OK 09.; IIK
B TOM YHCJIE: 1.1.; TIK 1.2
IIPAKTHYECKHE 3aHATUS 4 IIK 1.3, IIK
Jla6opatopusie pabota Ne 9. ITocTpoenue rpagukoB GpyHKITHA. 2 1.4.; TIK 1.5
[Tpaktiaeckue 3anstust Nel10. CoptupoBka, GUIBTPHI M TPOMEKYTOUHBIE UTOTH. 2 HK 1.6.

nabopaTopHbIE PaOOTHI

KOHTPOJIBHBIC pa60TBI




camocTosiTeNbHas paboTa 00yJyaromuxcs 4
Bug camocrosiTenbHO paboThl: caMOCTOSITENbHOE U3YUEHUE JIUTEPATYPBI.
Tema 6. Co3nanue Coaepxxanue yueOHOIro MaTepuaJa 4 OK 01.; OK
nH(pOpPMAITMOHHOM OcHOBHBIE 3TaITbl CO3/IaHUSI THPOPMAITUOHHON CHCTEMBI. 2 02.; OK 05
CUCTEMBI IToaroroBka MHPOPMAITMOHHON CUCTEMBI K KCILTyaTallUH. OK 09.; IIK
B TOM 4YHCJIe€: I.1.; 1IK 1.2
NPaKTUYECKHE 3aHATUS 2 IIK 1.3.; IIK
[Tpaktiaeckue 3arsitust Nel 1. CBogHbIE TaOTHITHL. 2 1.4.; IIK 1.5,
nabopaTopHbIE PaOOTHI - HIK 1.6.
KOHTPOJIbHBIE pa0OThI -
caMoCTOsITeNIbHAs: paboTa 00y4arOIIUXCS -
Tema 7. Coaep:xanue yueOHOro MaTepHaJia 4 OK 0I1.; OK
Nudopmanronabie [Tonsitre nHGOPMATMOHHON TeXHOIOTHHA. HOBBIE MH(GOPMAIIMOHHBIE TEXHOJIOTHH. 2 02.; OK 05
TEXHOJIOTUHU HNuctpymenTapuii nHpopManoHHbIX TexHoaorui. CocraBstone HHHOpMaMOHHON OK 09.; IIK
TEXHOJIOTUH. DTalbl Pa3BUTHsI NHPOPMALMOHHBIX TEXHOJIOTUN. Buibl 1.1.; IIK 1.2
WH()OPMAITMOHHBIX TEXHOJOTHH. I[IK 1.3.; IIK
B TOM YHCJIE: 14.; TIK 1.5,
MPAKTUYECKUE 3aHATHUS 2 [IK 1.6.
[TpakTrueckue 3anstust Nel2. Makpochl. 2
1abopaTopHbIe paboThI -
KOHTPOJIbHBIE pabOThI -
camocTosITeNbHas paboTa 00y4aroImuxcs 4
Buj camocrosiTenbHON paboThl: CAMOCTOSITEIbHOE U3yUEHHE JINTEPATYPBHI.
Tema 8. DnexkTpoHHBII Conepxxanue y4yeOHOro MaTepuaJa 4 OK 01.; OK
ouc Oducusle 3aaun. THGOpMamoHHbIE TEXHOJIOTMH BUPTYaIbHBIX 0QrcoB. DyHKIMH 2 02.; OK 05,
TaOJIMYHOTO MPOIleccopa. OK 09.; TIK
B TOM YHCJIE: 1.1.; TIK 1.2
MIPAKTUYECKHUE 3AHATUS 2 I[IK 1.3.; IIK
[TpakTueckue 3anstust Nel3. DnektponHas noura. O61auHbIe CEPBUCHI. 2 1.4.; TIK 1.5
IK 1.6.

J1abopaTopHbIe pabOTHI

KOHTPOJIbHBIE pabOTHI




camocTosiTeNbHas paboTa 00yJyaromuxcs

Tema 9. Microsoft Office | Conep:kaHue y4eGHOro MaTepuaja 4 OK 0l1.; OK
Microsoft Office. OcnoBuble npunoxenust MS-Office. 2 02.; OK 05
Pasmerka crangaptaeiMu cTiuiisiMu. Co3iaHre cBoero Habopa CTHIIEH. OK 09.; IIK
B TOM 4YHCJI€: 1.1.; 1IK 1.2
MPAKTUYECKUE 3aAHATUSA 2 IIK 1.3.; TIK
[TpakTrueckue 3ansatust Nel4. PaboTa ¢ JOKyMEHTaMu yJaJI€HHOT'O I0CTYTIA. 2 1.4.; IIK 1.5
DneKTpoHHAas TabIuIa. IIK 1.6.
1ab0paTopHbIE paOOTHI -
KOHTPOJIbHBIE paOOTHI -
caMoCTOsITeNIbHAs: paboTa 00Yy4aAIOIIUXCS -

Tema 10. Opranuzanus Coaeprxanue yuyeOHOIro MaTepuaJa 4 OK 01.; OK

JOKYMEHTO00O0pOTa B Opranuzanus 1okyMmeHToobopora. CpeicTBa NOJrOTOBKU JIEKTPOHHBIX TOKYMEHTOB. 2 02.; OK 05;

3JIEKTPOHHOM Ouce B TOM 4YHCJIe: OK 09.; IIK
MPAKTUYECKUE 3aHATUS 2 1.1.; IIK 1.2
ITpakTnueckue 3anstust Nel5. BeraBka nzobpaxenuil B s;ueliku tadbiuiel Google. 2 IIK 1.3 IIK
nabopaTopHbIe PaboTHI - 1.4.; TIK 1.5
KOHTPOJIbHBIE paOOTHI - HK 1.6.
camocTosITeNbHas paboTa 00y4aroImuxcs 6
Bug camocrosTenbHO paboThl: caMOCTOSITENbHOE U3YUEHUE JIUTEPATYPHI.

Tema 11. Metoas! u Conepxxanue y4yeOHOro MaTepuaJa 4 OK 01.; OK

cpeacTBa aBToMaTu3auuu | Meronasl aBToMmatuzanuu odrca. CriocoOsl BBOJA HHPOPMAIIUHN B CUCTEMY. XpaHEHHE, 2 02.; OK 05;

oduca HaBUTalMsl, TOMCK M (PUIBTpALIMsI TOKYMEHTOB. OK 09.; IIK
B TOM 4HCJIE: 1.1.; TIK 1.2
MIPAKTUYECKUE 3AHATHUS 2 K 1.3.; TIK
[TpakTaeckue 3anstust Nel6. PaboTa ¢ TEKCTOBBIMH JOKYMEHTAMU YJAIICHHOTO 2 1.4.; TIK 1.5

IIK 1.6.

JIOCTYyTIA.

J1abopaTopHbIe pabOTHI

KOHTPOJIBHBIC pa60TBI

camMocCTosITeNIbHas paboTa 00yJaromuxcs




Tema 12. KomnektuHasg | Coaep:kaHue y4eGHOro MaTepHuajia 4 OK 01.; OK
paboTa ¢ TOKyMeHTaMu Omnnaiin-oduc. [IpaBuna KoIEKTUBHON paOOTEHI. 2 02.; OK 05
B TOM YMHcJIe: OK 09.; IIK
MPAKTUYECKUE 3AHATUS 2 1.1.; TIK 1.2
[TpakTiueckue 3anstust Nel7. Google nmpesenTtanuu. 2 IIK 1.3.; IIK
n1abopaTopHbIe pabOTHI - 1.4.; TIK 1.5
KOHTPOJIbHBIE paOOTHI - HK L.6.
caMmocTosiTeNnpHas paboTa 00yJaromuxcs 8
Buj camocTosiTensHOM paboThl: CaMOCTOSITENIbHOE H3YUEHHUE JINTEPATYPHI.
Tema 13. VcTopus Coaep:xanue yueOHOro MaTepHaJia 4 OK 01.; OK
BBIUHUCIIUTEILHON [Toxonenus: coBpemenusix IBM. I mokonenue. Il noxonenue. Il mokonenue. IV 2 02.; OK 05
TexHuku u 9BM ITOKOJICHHUE. OK 09.; IIK
B TOM YHCJIE: 1.1.; TIK 1.2
MPAKTUYECKUE 3aHATHUS 2 I[IK 1.3 IIK
[Ipaktraeckue 3ansaThs Nel8. ApxuBanus JaHHBIX Pa3IHYHBIMA CIIOCOOAMM. 2 1.4 TIK 1.5,
nabopaTopHbIE PaOOTHI - IIK 1.6.
KOHTPOJIbHBIE paOOTHI -
camocTosTeNbHas paboTa 00y4aroIuXCcs 6
VicTopust pa3BUTHS BBIYUCIUTEIHHON TEXHUKH.
Tema 14. Conep:xanue yueOHOTro MaTepHaJia 4 OK 01.; OK
Knaccudukanus BT. Knaccugukarus komneiotepos. [lepudepuiinsie ycrpoiictsa I1K. 2 02.; OK 05,
[lepudepuiinpie B TOM 4HcJIe: OK 09.; IIK
yerpoiictsa 1K TIPaKTUYECKUE 3aHATHS 2 1.1.; TIK 1.2.;
[Ipaktraeckue 3anstis Nel9. BazoBbie HHYOPMALMOHHBIE TEXHOIOTHU B PABOBHIX 2 IIK 1.3 IIK
cUCTEMAX. 14.; TIK 1.5,
1abopaTopHbIe paboThI - LK 1.6.
KOHTPOJIbHBIE pabOTHI -
caMmocCTosiTeNIbHasi paboTa 00yJaromuxcs -
Tema 15. Buael u CopaepxxaHue yuyeOHOro MaTepuasa 4 OK 01.; OK
Ha3HauECHUE [lonsiTue onepanioHHON cUCTEMBI. BUAbI ONEpallMOHHBIX CUCTEM. 2 02.; OK 05.;
ONCPALMOHHBIX CUCTEM B TOM 4YHCJe: OK 09.; IIK
MIPAKTUYECKHUE 3aHATUS 2 1.1;IIK 1.2.;




[Tpaktuyeckue 3ausaTust Ne20. MHbopManinoHHO-TIPaBOBBIE CUCTEMBI. 2 K 1.3; IIK
nabopaTopHbIE PaOOTHI - 1.4.;1IK 1.5,
KOHTPOJIbHBIE PAOOTHI - [IK 1.6.
caMmocTosiTeNnbHas paboTa 00yJaromuxcs 6
Buasr OC, npenmyIiiecTBo U HEJOCTATKH.
Tema 16. Ocobennoctu Coaepxxanue yueOHOIro MaTepuaJa 4 OK 01.; OK
IIOCTPOCHUS, OcHoBHbIe TpuHLUIBI TocTpoeHus OC. 2 02.; OK 05.;
HCTIOJIb30BAaHMS U B TOM YHCJIE: OK 09.; TIK
ymnpasiienus OC IPAaKTHYECKHE 3aHATUS 2 1.1, IIK 1.2
ITpaktuyeckue 3ansatust Ne21. MnpopmanronHoe o611ecTBo. 2 K 1.3 TIK
n1abopaTopHbie pabOTHI - 1.4 1IK 1.5
KOHTPOJIbHBIE pabOTHI - HK 1.6.
caMoCTOsITeNIbHAs: paboTa 00y4arOIIUXCS -
Tema 17. Haznauenue u Coaep:xanue yueOHOro MaTepHaJia 4 OK 01.; OK
Kiaccuukanus [TonsiTue TekcToBOro peaakropa. OCHOBHbBIE CTPYKTYPHBIE 3JIEMEHThI TEKCTOBOTO 2 02.; OK 05,
TEKCTOBBIX PEJAKTOPOB U | mokyMeHTa. CriocoObl popmaTrpoBanus Tekcta. OCHOBHBIE PUEMBI PEIaKTHPOBAHUS OK 09.; IIK
MPOIIECCOPOB JIOKYMEHTA. 1.1.; TIK 1.2
B TOM 4HCJI€e: IIK 1.3.; IIK
MPAKTUYECKHE 3aHATUS 2 14.; TIK 1.5;
ITpakTrueckue 3anstust Ne22. I'nobanuzanus 1 nuHbopMaTu3alus. 2 LK 1.6.
1abopaTopHbIe paboThI -
KOHTPOJIbHBIE pabOTHI -
camMocCTosITeNIbHasl paboTa 00y4aroIUXCs -
Tema 18. [lonsarue Copepxanue y4eOHOro MaTepuaJa 4 OK 01.; OK
anropuTma ITonsitne anroputma. CBOMCTBA aNropuTMa. 2 02.; OK 05
B TOM YHCJIE: OK 09.; IIK
MIPAKTUYECKUE 3AHATHUS 2 1.1.; TIK 1.2,
[Tpaktuyeckue 3ausTst Ne23. [IpaBoBbIe acleKThl B KOMIBIOTEPHBIX CETSIX U 2 K 1.3 IK
I/IHTepHeT. 14.; TIK 1.5,
- [IK 1.6.

n1abopaTopHbIe paboTHI




KOHTPOJIbHBIE pabOTHI

CaMOCTOATCIIbHAA pa60Ta o6yqa}0umxcx

Tema 19. ®opmel Conep:xkaHue yueOHOTro MaTepHaJia OK 01.; OK

npeacTaBiaeHus U 3anuch | CriocoObl 3anucu anroputMa. [ padudeckuii cmocod onrcanus aropuTMOB. 02.; OK 05.;

ajroputMa B TOM 4HCJe: OK 09.; IIK
MPaKTUYECKHUE 3aHATUS 1.1; 11K 1.2,;
ITpaktuueckue 3ansatust No24. ['ocynapcrBeHHas nHGOpMaIMOHHAS MTOJIUTHKA. K 1.3 TIK
n1abopaTopHbie pabOTHI 1.4 TIK 1.5
KOHTPOJIbHBIE pabOTHI IK 1.6.
camMocCTosITeNIbHasl paboTa 00y4aroIUXCs

Tema 20. O01ue Coaepxanue y4eOHOIro MaTepuasia OK 01.; OK

ceenenus o CYB/I Ocnosuble dynkimu CYBJI. Xapakrepuctuka CYB]] Base. 02.; OK 05.;
B TOM YHCJIE: OK 09.; IIK
nabopaTopHbIE PaOOTHI 1.1;I1IK 1.2
MPAKTUYECKUE 3aHATHUS [IK 1.3.; TIK
KOHTPOJIBHEIE PAOOTHI 14, TIK 1.5
camocTosITelIbHas padoTa 00yJaromuxcs 1K L.6.

Tema 21. Coznanue Coaepxxanue y4yeOHOIo MaTepuaJia OK 01.; OK

00BeKTOB 0a3bI JAaHHBIX Oranbl pa3paboTku 6a3 naHHBIX. THUIIBI MOZIeNIel TaHHBIX. 02.; OK 05;
B TOM 4HCJIE: OK 09.; IIK
MPAKTUYECKHUE 3aHATUS 1.1.; TIK 1.2.;
[Tpaktuueckue 3anstus Ne25. CYBJI Access. IIK 1.3 IIK
1ab0paTOpHEIE PabOTHI 1.4; TIK 1.5
KOHTPOJIbHBIE paOOTHI 1K L.6.
camMocCTosITeNIbHasl paboTa 00y4aroIUXCs

Tema 22. O6uue Copepxanue yueOHOIro MaTepuasia OK 01.; OK

cBeneHus 00 [TonsiTre 2MeKTPOHHBIX TaOIUI. DYHKITUU JIEKTPOHHBIX TAOJIHII. 02.; OK 05.;

AJIEKTPOHHBIX TAOJMHUIAX. | B TOM YHCJIe: OK 09.; I[IK

Pabota c anekTpoHHBEIMEI nabopaTtopHbie pabOTHI 1.1,;1IK 1.2.;

TabnunamMu IPAKTUYECKUE 3aHATHUS IIK 1.3.; TIK
KOHTPOJILHBIE PAOOTHI 1.4 1IK 1.5

[IK 1.6.

camocCTosITeNIbHas paboTa 00yJaromuxcs




ITonsTHe SJICKTPOHHBIX TaGHI/IL[. CDYHKI_[I/II/I, BUJbI U OCHOBHBIC 3JICMCHTLI DJICKTPOHHBIX

TaOJINLI.
Tema 23. O6ume Coaepxxanue yueOHOIro MaTepuaJa 4 OK 01.; OK
CBEJICHMS U STaIbl [Tonsitue npesenrannu. CnocoObl CO3/1aHUS MPE3CHTALIHIA. 2 02.; OK 05.;
CO3/1aHUsl MTPE3CHTALINM Omneparuu co cnavigamu. OdopmiieHre U peJaKTUPOBAHUE CIAiI0B. 3amycK OK 09.; IIK
MPE3EHTALNH. 1.1;IIK 1.2.;
B TOM 4YHCJIe: IIK 1.3,; IIK
MPAKTUYECKUE 3AHATUS 2 1.4.;1IK 1.5,;
IIpaktrnueckue 3ansatus No26. [IpoexktupoBaHue npe3eHTaluum. 2 IIK 1.6.
1ab0paTopHbIE paOOTHI -
KOHTPOJIbHBIE paOOTHI -
camocTosTeNnbHas padoTa 00y4aroImuXCcs 5
DTanbl CO3aHus IPE3CHTALIHH.
Tema 24. Coaep:xxanue yueOHOro MaTepHaJia 2 OK 01.; OK
MynbTuMeanitHoe [Tonsitue mynpTuMeara. MynbTUMEIUNHBIE TEXHOJIOTHH. 2 02.; OK 05.;
obopynoBaHue [TpoekuronHoe 060pyaOBaHNE. OK 09.; IIK
B TOM YHCJIE: 1.1;IIK 1.2.;
nabopaTopHbIE PaOOTHI - [IK 1.3.; IIK
MPAKTUYECKHE 3aHATUS - 14.;1IK 1.5
KOHTPOJIbHBIE paOOTHI - IIK 1.6.
camMocCTosITeNlbHasl paboTa 00yJarOIIUXCs -
Tema 25. 3amura daitnos | Coaep:kanue y4eGHOro MaTepuajia 4 OK 01.; OK
[IK ot B37110Ma U Kpaxu O6mas nnpopmanus o 3amure nHGopMmaruu. CriocoObl 3aIUTHI TaHHBIX. 2 02.; OK 05.;
I/IH(l)OpMaU;I/II/I B TOM 4YHUCJIE: OK 09.; TIK
MIPAKTUYECKUE 3aAHATUS 2 1.1;IIK 1.2.;
[TpakTrueckue 3anstust Ne27. 3amuThl GailyioB 0T HECAHKIIMOHMPOBAHHOTO JOCTYTIA. 2 K 1.3 TIK
1a00paTOPHEIE PaOOTHI - 1.4 TIK 1.5,;
KOHTPOJIbHBIE PaOOTHI - HK 1.6.
camMocCTosITeNIbHas paboTa 00yJaromuxcs -
Tema 26. AutuBupycHas | Coaep:kaHue y4eGHOro MaTepuajia 4 OK 01.; OK
3amura [IK O61mas napopmanus o UHGOpMaIMOHHOW 6€30MacHOCTH. AHTUBUPYCHAS 3allUTA. 2 02.; OK 05.;
B TOM YHCJIE: OK 09.; I[IK




MPAKTUYECKUE 3AHATUS 2 1.1;1IK 1.2.;
[TpakTiueckue 3anstust No28. anuts! GailioB U Namnok. 2 [IK 1.3.; IIK
nabopaTopHbIE PaOOTHI - 1.4;1IK 1.5,;
KOHTPOJIbHBIE pabOTHI - IIK 1.6.
camocTosITelIbHasl paboTa 00y4aroIuXCs -

Tema 27. Coaepxxanue yueOHOIro MaTepuaJa 6 OK 01.; OK

WNHTrennexryaibHble [TonsiTre MHTEIIEKTYaIbHON HHPOPMALIMOHHOM cucTeMbl. ICKyCCTBEHHBIN MHTEIUIEKT. 2 02.; OK 05.;

MH(OPMAaILMOHHbIE MynbTuarentsle cucrembl. Knaccuduxamus MUC., OK 09.; TIK

CHCTEMBI B TOM YHCJIE: 1.1;IIK 1.2.;
MPAKTUYECKUE 3aHATHUS 4 IIK 1.3.; IIK
[Tpaktuyeckue 3ausTust Ne29. PaboTa ¢ JOKyMEeHTaMH 1 TaOIHIAMH. 2 1.4, TIK 1.5
[Tpaktiueckue 3anstust Ne30. Pabota ¢ Tabnunamu u popmynamu 2 1K L.6.
1ab0paTopHBIE paObOTHI -
KOHTPOJIbHBIE paOOTHI -
camMoCTosITeNIbHasl paboTa 00y4arOIIUXCS -

Tema 28. DxcniepTHbIE Copnepxxanue yueOHOro MaTepuasia 2 OK 01.; OK

CUCTEMBI [TonsiTue sxcnepTHOM cuctembl. CTpyKTypa SKCHEPTHOU cucTteMbl. COCTaBIsAIONIINE 2 02.; OK 05.;
0a3pl 3HaHUN. Knaccudukanus 3KCIepTHRIX CUCTEM. JTalbl pa3pabOTKU IKCIEPTHBIX OK 09.; I[IK
CHCTEM. 1.1;IIK 1.2.;
B TOM 4HCJI€e: IIK 1.3.; IIK
1abopaTopHbIe paboThI - 1.4,;1IK 1.5,
MPAKTUYECKHUE 3AHATUS - [IK 1.6.
KOHTPOJIbHBIE paOOTHI -
camocCTosITeNIbHas: paboTa 00y4aroIUXCs -

Tema 29. Conep:xanue yueOHOTro MaTepHaJia 2 OK 01.; OK

TenexommyHuKkanMoHHble | [ToHsATHE TENEKOMMYHUKAIIMOHHBIX TEXHOIOTUN. TeeKOMMYHUKAIIMOHHAS CETh. 2 02.; OK 05.;

TEXHOJIOTH Tepmunain. JlokanpHas ceThb. ['nobanbHas ceTh. ['MnepTekcToBbIe TEXHOIOTHH. OK 09.; IIK
B TOM YHCJIE: 1.1,;1IK 1.2
nmabopaTopHbIe PaOOTHI - IIK 1.3.; TIK
MPaKTUYECKHUE 3aHATUS - 14;1IK 1.5,
KOHTPOJEHEIE PAOOTHI - IIK 1.6.
camMocCTosITeNIbHas paboTa 00yJaromuxcs 4




‘ Bun camocrosTenbHOM paboThI: cCaMOCTOSTEIHHOE N3YUYCHUE JINTEPATYPHI.

Bcero 129
IIpomexyTouHas aTTecTanus -
Koncynbranun -
CamocrosiTenbHas paboTa 53

[ToaroroBka K MPaKTUYECKUM 3aHATUSAM C UCIIOJIB30BAHUEM METOJAMYECKUX PEKOMEH IallUi MpenoaBaTes,
y4eOHOM U CIPaBOYHOMU JIUTEPATYPhl, HOPMATUBHBIX IOKYMEHTOB.

ITpomesxyTounas arrecranus B popme qudepeHIMpOBaHHOTO 3a4eTa B 2 -

JK3aMeH 10 MOAYJII0 BO 2 cemecTpe

YuyebHas NpaKkTHKA (NpedyCMOMpPera umozo8as (KOHYeHMpUposanHas) npaKmuxa)

Buael pador

1. W3ydeHue CTPYKTyphl OpraHM3allill — MeCTa MPOXOXIEHHs MPaKTHKH (Jajiee — OpraHu3aldH) C LEIbI0 COCTABICHUS CXEMBI CTPYKTYpPHI
OpTaHU3aLuy.

2. O3HaKOMJICHHUE C TIPABOBBIMH (YUpEIUTEIbHBIMH), TOKATEHBIMH HOPMAaTHUBHBIMU aKTaMH U PACTIOPSAUTEIBHBIMU TOKYMEHTAMHU OPTaHU3aIHH.

3. zyuenne MHCTpyKIIMH 10 ACTONPOU3BOACTBY Opranu3anui. O3HaKOMIIEHHE C OpraHu3alluel TEKYIEro XpaHeHus! JOKyMeHTOB. O1leHKa YCIOBHH
TEKYILLET0 XpPaHEHUs TOKYMEHTOB.

4. O3HaKOMJICHHUE C TIOPSIKOM y4eTa M UCIIOb30BaHUS A€ (JOKyMEHTOB) TEKYIIETO XpaHECHHSI.

5. Nzydenue criennuku TEKYMEro XpaHeHNsI JOKYMEHTOB B CHCTEME 3IIEKTPOHHOTO JokyMeHToobopoTa (CO/]) opranmzamnuy.

6. M3ydenue nopsijika pa3paboTKu U BeJIcHHEe HOMEHKIIATYPHI JeTl CTPYKTYPHOTO MOApa3/IelICHHS.

7. I3y4yeHue qOKYMEHTOB PabOThI OKCTIEPTHOW KOMHUCCHH IO OCYIIECTBICHHUIO SKCIIEPTU3BI IICHHOCTH JIOKYMEHTOB.

8. 3yuenne kpurepueB oTOOpa JOKYMEHTOB Ha XPAaHEHHE U YHUUYTOXKEHHE.

9. OdopmIeHue Jies TOCTOSTHHOTO U BPEMEHHOTO CPOKOB XpaHEHUs IS TIepe/iady B apXUB OPTaHU3AIINH.

10. O3HaKOMJIEHHE C ONUCSIMU A€ U UX 0(hOpMIICHHE.

108

I[Ipou3BoacTBEHHAS] MPAKTUKA (NpedyCMOMPEHa umo2o8as (KOHYeHmMpUpOBaHHAs) NPAKMUKA)

Buasi padort

1. 3yueHne TeXHOIOTHH OpraHU3alny TEKYIIEro XpaHeH!s TIOKYMEHTOB U ITOJrOTOBKH JIeJ U Iepejady B apXUB.

2. Yyactue B pa3pa0oTKe U BeIECHHH HOMEHKIIATYPBI JIell CTPYKTYPHOTO I10JIpa3 IeIICHHSI.

3. ®opMupoBaHue JIeNl B COOTBETCTBUY C HOMEHKIIATYPOU JIeT U TIpaBuiiaMu ()OPMHUPOBAHHUSI JIeIT.

4. O3HaKOMJICHHUE C TIOPSIKOM yUeTa M UCIIOJIb30BaHHA A€ (ZOKyMEHTOB) TEKYIETO XpaHEHHUSI.

5. OcymiectBiieHue oTOOpa JOKYMEHTOB W JIeNl Ha XpaHeHHE W YHUYTOKEHHE, M0 pe3yibTaTaM JKCIEPTH3bl IEHHOCTU JOKYMEHTOB U PEIICHHUH,
MPUHATHIX KCIIEPTHOH Komuccuel. CoCTaBleHNE aKTOB BbIIAUH, IEPEeJaul, yHHUTOKEHHU JOKYMEHTOB.

108




6. [MogroTroBka Aen K apXMBHOMY XpPaHEHHIO, B TOM YHUCIIE: U3yUCHUE JJOKYMEHTOB B IENISIX ONPEACTICHUs CPOKOB UX XPAHEHHUS, HyMEpaIHsl TUCTOB
apXHMBHOTO Jiella, COCTaBJIicHHe W O(OpMIICHHE BHYTPEHHEH OMKCH M JIMCTA-3aBEPUTENS apXMBHOTO JeNla, COCTaBIeHHEe W o(hopMIICHHE KapThl-
3aMECTUTEIIS, JINCTA UCTIOJIh30BAHMS aPXUBHOTO JIeJIa, COCTABIICHHE U O(OPMIICHUE PEKBU3UTOB OOJIOKKH apXWUBHOTO JIelia, MPOIITUBKA apXHUBHOTO
nena.

7. CocraBieHue apXUBHOW OIMUCH IS IOCTOSTHHOTO XpaHeHust. OpopMIIeHUE OITUCH JIET 110 TUYHOMY cocTaBy. OdopMiieHHE ONUCH JIel BPEMEHHOTO
(cBermre 10 jeT) cpoka XpaHCHHS

Bcero

457




3.YCJOBUS PEAJIN3ALINY YUYEBHOM JUCIIUILINHBI

3.1. TpeOoBaHus K MATepHAJIBLHO-TEXHHYECKOMY 00ecre4yeHU 0

KabuHer 10KyMEHTallMOHHOIO 00ecIieYeHus YIIPABICHHsI: KOMIUIEKT yuyeOHOoM Mebenu Ha
33 mocanounsix Mecta; 10 pabodnx MeCT C KOMITbIOTepaMH, YueOHO-HATIIsTHBIE TIOCOOUS B BUJIE
TEMAaTUYEeCKUX IMPEe3eHTalMH, KOPOTKO(MOKYCHBIH MYJIbTHUMEAMA-IIPOEKTOP IMEPEHOCHOM,
NEPEeHOCHOW HANOJbHBIN 9KpaH; HOYTOYK MOJIKIIOYEHHBIA K ceTH MHTepHeT; 10cka MarHUTHO-
MapKepHast JIeMEHTHasl IePEeHOCHas!.

Hmeercst HEOOXOIUMBIN KOMIUIEKT JMIIEH3MOHHOTO MTPOrPaMMHOT0 00eCIIeUeHusI.

JlaGopaTopusi JOKYMEHTOBE/IEHUS: KOMIUIEKT ydeOHoi Mebenu Ha 10 mocago4yHbIX MeECT,
OCHAIlIeHHOe pabouee MECTO JAOKYMEHTOBENAa: KOMIBbIOTEp, NPUHTEP, MHOTO(QYHKIHOHAIHLHOE
YCTPOMCTBO, HKad ¢ obpa3uamMu JOKyMEHTAallUU, OJIaHKHM JOKYMEHTOB; Tesle(OHHBIN amnmapar;
Ha0Op KaHLEISIPCKUX TNPUHAUICKHOCTEH, MojacTaBKa s Oymar, opraHaifep, Hamkd it
JIOKYMEHTOB.

Kabuner wuH(pOpMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B TMpodecCHoHAIBHOM
nesrenbHocTH. KoMiuiekt yueOHOM Mebenu Ha 16 mOCaouHbIX MECT, HAIVIAJHbIE MaTepHabl;
aBTOMAaTU3UPOBAHHBIC paboure MecTa Ha 14 00y4aromuxcs, aBTOMaTU3NPOBAHHOE pabouee MECTO
npernojaBarers.

MynbTuMeanitHOE 000pyA0BaHUE: KOMITBIOTED, TPOCKTOP, IKPAH HACTECHHBIH.

Hmeercss HEOOXOIUMBIN KOMIUIEKT JMLIEH3MOHHOTO ITPOrpaMMHOI0 00eceYeHusl.

ITporpammuoe obecnieueHme:
Anpr Pabouyas crannusa 10
Anpr Pabouyas crannusa K
AnbT «CepBep»
ITaker oducubIx nporpamm - P7-Ocuc

AW —

3.2. UupopMmannoHHOe oOecnedeHne peajn3alui NporpaMMbl

3.2.1. OcHoBHBIC MEYATHBIC U3TAHUSA

[lepeyeHp pekOMEHAYEMON OCHOBHOW W JOINOJIHUTENBHOW JuTeparypsl, MHTepHET-
pecypcoB, HEOOXOAUMBIX JUIsl OCBOEHHSI MTPO(HECCHOHATBHOTO MOTYJIS.

OcHoBHas nuTEparypa:

1. Ky3nenosa, . B. JlokymMeHTalmoHHOe oOecrieueHue yrnpapieHus : yueOHoe nmocolue
st CITO / U. B. Kysnenosa, I'. A. Xauatpsin. — 2-e u3n. — Caparos : [IpodoOpa3oBanue, At
[Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr :
AIIEKTPOHHBIN // DnexkTpoHHO-OmOmmoteunas cucremMa [PR BOOKS : [caiitr]. — URL:
http://www.iprbookshop.ru/80326.html . — Pexxum moctyna: /uis aBTOpU3Up. MOJIb30BaTeNeiH

2. ApacnanoBa, B.A. CnyxeOHble JOKYMEHTHI: (OPMYJISIpEl U MPUMEPHl O(hOpMIICHUS.
Anb0oM: ydeOHO-TipakTHdeckoe mocodue : [12+] / B.A. ApacnanoBa, E.C. Bypmucrposa. —
Mocksa ; bepmun: upexr-Menma, 2020. — 108 c. — Pexum pgocryna: 1o MHOANHKCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=578396 .- bubmuorp.: c. 100-105. — ISBN
978-5-4499-1453-8. — DOI 10.23681/578396. — TeKcT : 2IIEKTPOHHBIN.

3. ApacnanoBa, B. A. JlokyMmMeHTanMOHHOE oOOecleueHUe YIpaBICHUs :@ Y4eOHO-
pakTU4YecKoe nocodue B cxemax, Tabiuiax, oopasuax / B. A. Apacinanoa. — 3-e u3g. — Cypryr
: CypryTckuil rocyaapcTBEHHBIN Iegarorndeckuii ynusepcurer, 2019. — 240 c. — ISBN 978-5-
93190-385-9. — Texkcr : 3neKTpoHHBIH // DnekTpoHHO-0MOIMoTeuHas cuctema [IPR BOOKS :
[catiT]. — URL: http://www.iprbookshop.ru/94291.html . — Pexxum moctyma: st aBTOpHU3HUP.
I10JIb30BaTENeH

3.2.2. OcHOBHbBIE 3JICKTPOHHBIE H3IAHUS



1. VamBepcuterckas 6ubnmoreka online (http://www.biblioclub.ru).

2. DnextponHas oubnuoreka CKO®YVY (http://catalog.ncstu.ru/).

3. Cailr anekTtpoHHoM  OmbOmuorekn  M3marenmbckoro  moma  «I peOCHHHKOBY»
(http://grebennikon.ru/).

4.  OdurnuanbHbIiA cait komnannn  «KoncynbrantlLiroc»
(http://www.consultant.ru/).

5. YuuBepcuteTckas oubnmoreka onnaita (http://biblioclub.ru).

6. OBbC IPRbooks (http://www.iprbookshop.ru).

7. Hayunas snextponHas 6ubnuoreka e-library (https://www.elibrary.ru).

8. Dnexrponnas oubmuorexka CKOVY (http://catalog.ncstu.ru/).

9. MexnyHnaponnas pedeparuBHas 6a3a ngaHHbiXx (https://www.scopus.com).Ennnas
KoJuTeKuus uudpoBbix oOpazoBarenbHbIX pecypcos (http://school- collection.edu.ru)

3.2.3. JlonoJiHUTeIbHbI€ HCTOYHUKH

1. ApacnanoBa, B.A. CioyxeOHbIe HOKYMEHTHI: (GOPMYIAPEI U MPHMEPBLI 0hOPMIICHUS. AITEOOM:
yuebHo-nmpakTuueckoe mocodme : [12+] / B.A. Apacnanosa, E.C. BypmuctpoBa. — Mocksa ;
bepnun: Iupexr-Meaua, 2020. — 108 c. — Pesxxum noctyma: o noamnucke. — URL:



4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM

TACIHATITAHBI

PesyabTaTnl 00yueHus

Kpurepun onenkn

MeToabl OLIEeHKH

3HaHu:

-OCHOBHEIE MOJIOKEHUS
EnuHoli  rocymapcTBEHHOU
CUCTEMBI JICJIOTIPOU3BO/ICTBA;
-BHIBI, byHKIIUN
JOKYMEHTOB, TIpaBWjIa WX

COCTaBJICHUS U O(POPMIICHHUS;
-IIOPSI0K TOKYMEHTHPOBAHHS
MH(pOPMAIIMOHHO-
CIIPaBOYHBIX MaTEPHAJIOB;
-IIpaBMJIA IETOBOTO 3THUKETA U
J€TI0BOTO OOIICHUSI.

CooTBeTCTBHE PE3YJIbTATOB
BBITTOJTHEHUS IPAKTHYECKUX
pabort

DKcrepTHOE HAOII0ACHNE 32
XOJ/IOM BBITTOJTHCHHSL.
IPaKTUYECKHUX PaboT,
nud.3auerT.

YMenus:

-IIPUHUMATb,
pETUCTPUPOBATh, YYUTHIBATH
MOCTYTAIOIINE TIOKYMEHTHI;
-IPOBEPATh  MPAaBHIBHOCTb
odopMIIeHUS TOKYMEHTOB;
-ohopMIIATH
PETUCTPAIIMOHHBIC KAPTOUYKH
Y CO3/1aBaTh 0a3bl JaHHBIX;
-BECTH  KapTOTEKy  ydeTa
MIPOXOKJICHHS
JOKYMEHTATbHBIX
MaTepuasoB.

[TonroTOBICHBI U COXPAaHEHBI
B 3aJlaHHOM (popmare
TEKCTOBBIE, TPaQUUECKUE U
Mpe3eHTAIIMOHHBIE
MaTepuasbl B COOTBETCTBUU C
TpeOOBAHHUAMU.

Pe3ynbTathl BRINONIHEHUS
3aJJaHUi COOTBETCTBYIOT
3aJlaHHBIM [1a0JIOHAM U
TpeOOBaHUM.

[Ipu BeIMOJIHEHUY 3a1aHUI
WCTIOJIH30BAHEI
panMoHaIbHbIE METO/IBI U
cpencTBa 00paboTKu
uHpopMaluu.

OrneHka pe3yabTaToB
BBITIOJTHCHHMSI PAKTUICCKUX
pabor,

DKCrepTHOE HAOIIOICHHE 32
XOJIOM BBITIOJTHCHHUS.
NPaKTUYECKUX padOT
nud.3ader.




