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

[pu pa3paboTke pabouei mporpaMMbl JUCIUIUTNHBL (MOAYIST) " B OCHOBY ITOJIOKEHBI:

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, 0100peHHbIt YueHsiM coBeroM GI'BOY BO Uypamckuii ['AY ot 17.04.2025
I., mpotokona Ne 14.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM 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-TEXHUIECKoH OnbmmoTekn 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 M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

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 ocyImecTBIATh AETOBYI0 KOMMYHHKAIHIO B yCTHOM 1 MCBMEHHOW ()OpMax Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu 1 KHOCTPAaHHOM(BIX) S3bIKE(aX)

YK-4.1 3HaeT: mpUHIUIBI TOCTPOEHHS YCTHOTO U MICEMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKaX, IpaBHIa U
3aKOHOMEPHOCTH [I€JIOBOM YCTHOM M NMCbMEHHON KOMMYHHUKALIUU

VK-4.2 YMeer: IpUMEHATH Ha MPAKTUKE JIEJIOBYI0 KOMMYHHKAIIMIO B YCTHOHW M MUCBMEHHOM (hOpMax, METOIBI U HAaBBIKH JICIIOBOTO
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: 00 HHKIIO3UBHON KOMIICTEHTHOCTH, €€ KOMIIOHEHTaX M CTPYKType; 00 0COOCHHOCTSAX MPUMEHEHHs 0a30BbIX
Je(eKTOIOTNUECKUX 3HAHUH B COLMAIIBHOM 1 TPO(ecCHOHAIBHOM cdepax

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

YK-9.3 Mimeer HAaBBIKA: B3aUMOACHCTBHSA B CONMAIBHOM 1 TPOEeCCHOHANBHOH cepax ¢ IUIaMH C OTPAaHHICHHBIMHU
BO3MOYKHOCTSIMH 3JI0POBbSI U MHBAJIHAAMHU

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

ITK-4.1 3HaeT: HOpMaTHBHEIEC ITPABOBEIC AKTHI, IPOM3BOICTBEHHO-OTPACIICBBIC HOPMAaTHBHBIE JOKYMEHTHI, HOPMAaTHBHO-
TEXHUYECKYIO IOKyMEHTAIIHIO B 00JIACTH MTPOM3BOACTBA 3eMJICYCTPOUTEIBHBIX PadOT

[1K-4.2 YMeer: oCyIIecTBIATh MOUCK, CHCTEMATH3ANNIO, aHAIN3, 00pab0TKy M XpaHEeHHe HH(OPMAIHH U3 PA3IHIHBIX HCTOYHUKOB
u 0a3 JaHHBIX; IPEACTABIATH HH(OPMAIIHIO B TpeOyeMoM (hopMaTe ¢ UCHOIb30BaHUEM HHPOPMALIMOHHBIX, KOMIIBIOTEPHBIX U
CETEBBIX TEXHOIOTHH

[TK-4.3 VimeeT npaKkTHYECKHil OTBIT: pa3paboTKH 3eMJIEYCTPOUTENBHON JOKYMEHTAIMK U pabOYUX MPOEKTOB MO UCIOJIE30BAHUIO U
OXpaHe 3eMeNTbHBIX YTOJIHiT; Pa3pelieHns CIIOPOB TPH MTPOBEICHIH 3eMIISYCTPOHCTBA

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 CTHIIS COCTABIICHUS CITyKEOHBIX 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 OPraHU3AINOHHO-PACIOPAIUTEIFHON JOKYMEHTA-IIN 1 IPaBHiIa UX 0(OPMIICHHS;

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

3.1.7 | yaudunpoBanHsie GOPMBI OPraHU3aLUOHHO-PACTIOPSAUTENBHBIX 10-KyMEHTOB;

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

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OPTaHHU3AINH B IIPOIIECCe JOKYMEHTO-000pOTa M MOPSIIOK X PETHCTPaIny;

3.1.10 | mpaBmIa pabOTHI C BXOSIIAMH, HCXOIMIIAMHA ¥ BHYTPEHHUMH JTOKy-MEHTaMH;

3.1.11 | ocobeHHOCTH PaOOTHI ¢ KaAPOBEIMHU JOKYMEHTaMH, C O0paICHUSIMA

3.1.12 | rpaxxnaH.

3.2 | YmeTh:

3.2.1 | opraHM30BHBIBATE JOKYMEHTOOOOPOT M JOKYMCHTAILHOE CONPOBOXKAECHHE PAaOOTHI B OpraHax rOCYyIapCTBEHHOH U
MYHUIMIANBHO BTaCTH M UHBIX OPTaHU-3aLUsiX;

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 BXOJAMMNMHU U C UCXOAAMIMMU JOKYMEHTAMU

325

TIOATOTABIIMBATH JOKYMEHTEI K IEPEIaUC HA XPAaHCHUE 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 OpPTaHU3alIUOHHO-

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
mpaBuia ux ohopmienus /Jlex/ 4.2 YK-4.3 JI1.2J12.1 JICKITAS
YK-9.1 VK- | JI2.2J12.3
9.2 VK-93 €|
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
npasmia ux opopmienus /Cp/ 4.2 VK43 JI1.2J12.1 pabora,
VK-9.1 VK- | JI2.2J12.3 TECTUPOBAHUE,
9.2 YK-9.3 31 pedepar
ITK-4.1 TIK-
42
Tema 3. Opranu3anmoHHO- 2 2 YK-4.1 VK- J1.1 2 0 npoOnemMHas
pacnopsiguTeNnbHble TOKYMEHTBI, IpaBUiia UX 4.2 YK-4.3 JI1.2J12.1 JIEKIHS
cocraBnieHus /Jlex/ VK-9.1 VK- | JI2.2J12.3
9.2 VK-93 €|
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- | JI2.2J12.3 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, 0COOCHHOCTHU MX COCTaBJICHHS U 4.2 YK-4.3 JI1.2J12.1 pabora,
opopmnenus /Cp/ VK-9.1 VK- | JI2.2J12.3 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’KeOHBIX ITUCEM, OCOOCHHOCTH HX 4.2 VK-4.3 JI1.2712.1
cocrasnenus /ITp/ YK-9.1 VK- | JI2.2J12.3
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 ITMCEM, OCOOEHHOCTH HX 4.2 YK-4.3 JI1.2J12.1 pabora,
cocrasienus /Cp/ YK-9.1 VK- | JI2.2J12.3 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
VK-9.1 VK- | JI2.2J12.3
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,
VK-9.1 VK- | JI2.2J12.3 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
VK-9.1 VK- | JI2.2J12.3
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,
VK-9.1 VK- | JI2.2J12.3 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
VK-9.1 VK- | JI2.2J12.3
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 ¢ BXOAAMIMMH, UCXOMAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIIHUX, 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 O0ECIEeUEeHNs 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 apXUBHOMY XPaHEHHIO

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 XpaHeHUs! TOKYMEHTOB

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 |Hcmarmmnosa X. H., Jlenonpon3BoICTBO: yIeOHUK Va: VTHTY, DNeKTpoH
Kosanepa U. b., 2022 HBIH
Cyneiimanosa A. K. pecypc
JI1.2 | Kotnsposa JI. 1. Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT: MPAKTUKYM: yIeOHOE noc. KapaBaego: DNEKTPOH
mocooue KI'CXA, 2020 HBIH
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. U. Ionurpaduueckuii
otnen ®I'OY BIIO
"UyBanickas
I'CXA", 2006
JI2.2 | Kyszneuos U. H. Jenonpon3BoAcTBO: yueOHO-CIIPaBOUYHOE TocoOue M.: JamkoB u K, 25
2005
JI2.3 | Eropos B. I1,, J1enonpon3BOICTBO U PEKUM CEKPETHOCTH: YICOHHK Cankr-TletepOypr: | DiekTpoH
CmunbkoB A. B. Jlanb, 2024 HBII
pecype
6.2. Ilepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHMKAIMOHHOM ceTu "UHTepHeT"
21 | XKypuan "JenonpounsBoactsohttps://www.top-personal.ru/officeworks.html
6.3.1 IlepeyeHb MPOrpaMMHOro odecneyeHnst
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 | DnexrpoHHBI neproauYecKUil cipaBouHUK «Cucrema I'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)

6.3.1.2 | Project Expert 7 Holding

6.3.1.2 | OpenOffice 4.1.1

6.3.1.2 | 1C: IIpeanpusitue 8. Cenbckoe xo3s1iicTBO. KOMITIEKT 11t 00ydeH s B BBICIINX M CPEAHUX Y 3.

6.3.1.2 | «ITanopama 3EMJIEJIEJIE»

6.3.1.2 | mequanpourpsiatens VLC

6.3.2 TlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnexrpoHHBIN Ieproardeckuil cripaBouHUK «Crctema APAHTY. [TomHOTEKCTOBBIH, 00HOBIsIeMBIid. JlocTy Mo

JIOKAJIbHOM CETU aKaJIeMUN

6.3.2.2 | DnexkrpoHHas OMOMMOTEUHAs cucTeMa n3naTenbeTBa «Jlanpy. [I0THOTEKCTOBAs SIEKTPOHHAST 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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JISA)

Aynutopus

Bup pabot

Hasznauenue

OcCHAaIEHHOCTD

35a

Jlex

YuebHast aynuTopust

Cron mpenonasatens (1 mr.), cronsr (30 mrT.), crynbs (60 mrt.), cTyn
npenogasatens (1 mr.), mocka aymuropHas (1 mr.), Tpudbyna (1 mr.),
JEMOHCTPAIIMOHHOEe ~ oOopynoBanue (Oemast  J1akoBasi ~MarHUTHO-
MapkepHass focka (1 mr.), mpoekrop Toshiba (1 mT.) m ydebHO-
HaISIIHBIE TTOCOOUS

236

CP

ITomemienue st
CaMOCTOSITEIILHON paboThI

JleMOHCTpaliOHHas ~ TeXHWKa  (MHTepakTWBHas  jgocka  Hitachi
Starboard FX-63 D (1 mr.), HOyroyk Acer Asp T2370 (1 mr.),
mpoekrop Toshiba (1 mT.)), cron noimpoBaHHBIA (3 1INT.), CTOX
yaennueckuid (7 mT.), cToa komnetorepHbld (11 mT.), cryn (20 mmr.),
CTYNBSl, KOMITBIOTEpHAs TEXHHKA C BO3MOXKHOCTBIO ITOJIKITIOUCHUS K
cetu "UuTepHer" wu oOecrieueHWeM JIOCTya B DIEKTPOHHYIO
rHpOPMAMOHHO-00pa30BaTeNbHyI0 cpeay opranuzaunu (10 mrT.)

123

CP

ITomemenue st
CaMOCTOSATEIHHON PabOTHI

KoMmproTepHasi TEXHHKA C BO3MOXKHOCTBIO IOJKIIOYCHHS K CETU
"UnTepuer” n  obecrieueHuEeM JIoCcTyna B DJEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHyl0  cpeay  opranmzamuu(19 mr.),
ctonbl (17 1mT.), KOMIBIOTEPHBIH CTON 6-M MECTHBIM (3 IUT.), CTYNbA
yaenuueckue (34 mT.), cryaps w/m (18 mT.), cTemnaxu ¢
mateparypoi, Buaeoysernmuntens Optelec Wide Screen (1 mir.)

51a

YuebHast aynuTOpus

CCron mpemomasarens (1 mrt.), mapra 3-xMecTHast co ckameiikoit (10
mr.), cTyAbst (5 mT.), ctyn mpenoxgasatens (1 mr.), mocka (1 mrt.),
Tpubyna (1 1r.), meMmoHcTpanumoHHoe oOopynoBaHue (DkpaH cC
anekrpornpuBogoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mmr.),
HOyTOYK Acer Asp T2370 (1 mt.)) 1 yueGHO-HaATJIIAHBIC TOCOOHS

57a

YuebHast ayauTopust

Cron mpenopgaBatenst (1 mrT.), cTonbl ydeHUdeckue (23 1IT.), CTynbs
(53 mr.), cryn mpenogaBatens (1 wr.), mocka (1 mr.), TpudOyHa (1
IT.), JAEMOHCTPAIlMOHHOE O0OpyHOBaHHE (IIPOCKIMOHHBIA AKpaH
LUMIEN (1 mr.), mpoekrop Acer (6 mT.), MOHOOIOK Acer Aspire
C22-963 (1mT.)) W yueOHO-HATISAIHBIE TOCOOUS

66a

YuebHast ayauTopust

Cron mpenogaBatens (1 mr.), cromsr (16 mt.), crymbs (30 mit.), cTyn
npenomaBatens (1 mrT.), mocka (1 mr.), TpuOyna (1 mrT.), Dxpan
pyIOHHBIM HacTeHHbIH (1 mmT.)

38a

YuebHast ayauTopust

Cron mpenonasatenst (1 wmr.), ctonsl (17 mr.) (3-xmecTHBIX - 6, 2-
XMeCTHBIX - 11), cTymbs (38 mir.), cTyn mpenonmasatens (1 mrT.), Jocka
(1 mT.), Tpubyna (1 mT.), JIEMOHCTpaMOHHOE 000pyIOBaHUE (3KpaH
pynoHHbIM HacTeHHBbIH (1 mT.), mpoektop Acer (1 mT.), HOyTOyk Acer
(1 wr.)) u yaueOHO-HATIIAAHBIE TTOCOOUS

50a

VYueOHas ayquTopus

Cron npenonaBarenst (1 mrT.), mapra 4-xmecTHasi co ckamenkoi (9
mrt.), ctyabs (12 m.), ctyn mpemomaBatens (1 mrT.), mocka (1 mmir.),
JEMOHCTPALIMOHHOE 000pydOBaHUE (PKpaH pPYJOHHBIA HacTeHHBIA (1
mrt.), npoekrtop Acer (1 mr.), MoHOONOK Acer Aspire C22-963 (1
IIIT.)) ¥ y4eOHO-HaJIAHBIC ITOCOOHS




8. METOAUYECKHE YKA3SAHUSA J1JIS1 OBYYAIOIIIUXCS IO OCBOEHHUIO JTUCIUITJIMHBI (MOAYJIS)

Meroauka U3ydeHHs Kypca NpegycMaTpUBaeT Hapsily C JEKUMSMH W NPAKTHISCKUMH 3aHSATUSMH, OPTaHM3AIHI0 CAMOCTOSATEIbHOU
pabOThl CTYJECHTOB, NPOBEACHUE KOHCYIBTAIMH, PYKOBOJACTBO AOKIAAaMH CTYICHTOB IUISl BBICTYIUICHHS Ha HAYYHO-TIPAKTUYCCKUX
KOH(EPEHIIHAX, OCYIIECTBICHNE TEKYIIET0, POMEXKYTOUYHOTO (hOPM KOHTPOJISL.

Cucrema 3HaHUH 1O IUCIMIUIMHE «J[eIOompou3BOACTBOY» (OPMHUPYETCS B XOAE AYIUTOPHBIX M BHEAYTUTOPHBIX (CAMOCTOSTEIBHBIX)
3aHATHH. lIcronb3ys JIEKUMOHHBIH MaTepual, y4eOHMKM M y4yeOHble MOCOOUs, IOIOJHUTENBHYIO JIMTEPaTypy, HPOSBIS
TBOPYECKMH TIOAXOA, CTYIACHT TOTOBHTCS K IPAaKTHYECKUM 3aHSATHSIM, pacCMaTpuBash MX KaK IIONOJIHEHHE, YIUIyOJIeHue,
CHCTEMATH3aIMIO CBOMX TEOPETHIESCKUX 3HAHHH.

Jlns 0CBOCHUS TUCIUILUINHEI CTYACHTaMHU HEOOXO0IUMO:

1. Tlocemarp neKkiuM, Ha KOTOPBIX B CKaTOM M CHCTEMHOM BHJE M3JIAraloTcsi OCHOBBI JHMCLUIUIMHBL: JAIOTCS ONpPEACIICHUS
TIOHSTHH, 3aKOHOB, KOTOPHIC JOJDKHBI 3HATh CTyACHTHL. CTYOCHTY Ba)KHO IOHSITH, YTO JISKIUS €CTh CBOEOOpasHas TBOpUECKas
(opma camocroATenbHOW pabOTH. Hamo meITaThes CTATh AKTMBHBIM COYYACTHHKOM JICKI[H: AyMaTh, CPaBHUBATh HM3BECTHOE C
BHOBb IIOJy4aeMbIMHM 3HAHHSMH, BOWTH B JIOTMKY H3JIOKCHHS MaTepuaja JEKTOpOM, CJIEIUTh 3a XOJOM €ero MbICiei, 3a ero
apryMeHTaluell, HaxoJuTh B Hell Kaxymmecs BaM cnabocTH. Bo BpeMs JeKIMM MOXKHO 3aJaTh JIEKTOPY BOIIPOC, JKENAaTEIbHO B
MICBMEHHOHN (opMme, 9ToOBI HE MemIaTh M HE HapyaTh JIOTHKA IpOBeIeHHs Jekiuu. Ciymas JeKIHIo, ciexyeT 3adHKCHpPOBaTh
OCHOBHBIC WJICH, TOJIOXKEHHS, 0000IIeHNUs, BEIBOABI. PaboTa Hajx 3amMChIO JIEKIMM 3aBepiraercs goma. Ha cBexyro ToioBy (HOKa
elle JEeKUUs B MaMsTH) HAalo0 YTOYHHTh TO, YTO 3alHMCAaHO, OOOTaTHTh 3aIHCh TEM, YTO HE yNaJoCh 3a(UKCHPOBATH B XOZE JEKLHH,
3aIicaTh B BHZIE BOIPOCOB TO, YTO HAIO IPOSCHUTH, A0 KOHIA MOHATH. BakHO COOTHECTH MaTepuall JIKIHMH C TeMOH ydeOHOI
IpOrpaMMBl M yYCTAHOBUTH, KaKWE €€ BONPOCH HAILIM OCBEIICHWE B INPOCIYIIAHHON Jekuuu. Torma mojiesHo oOpamartbes W K
y4eOHHKY. JIeKiust 1 yueOHUK HE 3aMEHSIOT, a JOMOJHSIOT IPYT Apyra.

2. Ilocemary NMPAaKTUYECKHE 3aHATHA, K KOTOPBIM CJIEIYeT TOTOBHUTHCS M AKTMBHO HAa HHUX pabOTaTh. 3aJaHHe K NPAaKTHUECKOMY
3aHATHIO BBIAACT TMIpeNoJaBaTeNb. 3aJlaHWE BKIOYaeT B Ce0S OCHOBHBIE BOTPOCHI, 3aJadM, TECTRI M pedeparsl Uit
CaMOCTOATENBHON paboThl, MuTepaTypy. IIpakTudeckie 3aHSATHS HAYMHAIOTCS C BCTYNUTENBHOTO CIIOBA IIPENOJaBaTeNs, B KOTOPOM
Ha3blBAIOTCSl 1IeNb, 3aJau¥l M BONPOCHI 3aHATUS. B mpolecce mNpoBeneHHs 3aHATUI TpenojaBarelb 3aJaeT OCHOBHBIE U
JIOTIOJTHATEBHBIE BOIIPOCHL, OpraHM3yeT WX oOcyxkaeHWe. Ha mpakTWdeckux 3aHATHAX peIaroTcs KOHKPETHBIC 3aJadd Mo
JIETIONPON3BOJICTBY, pa30MpAIOTCS TECTOBBIC 3aJaHMS W 3aJaHUs, BBIJAHHBIE U CaMOCTOSATENIBHOM pabOTHI, 3acCIyIIMBAOTCS
pedepatuBHble BbICTyIUIeHHS. CTYIEHTBI, INpPONYCTHBINME 3aHATHE, WIM HE IOJATOTOBHMBIIMECS K HEMy, NpHIJIAIIAIOTCS Ha
KOHCYIbTallMIO K IIpernojaBaTtenio. [IpakTuueckoe 3aHATHE 3aKaHUMBACTCS IIOJBEACHHEM HTOTOB: BBIBOJAMU II0 TeME H
BBICTABJICHHEM OIICHOK.

3. CucremMaTHuecKH 3aHHMAThCS CaMOCTOSTENBHON pPaboTOH, KOTOpas BKIIOYAaeT B ce0s M3ydeHHE HOPMATUBHBIX JOKYMCHTOB,
MaTepHaJioB y4eOHMKOB W cTaTeil , HamMcaHWe IOKIANoB, pedeparos, scce. 3amaHMs U CAMOCTOSATEIBHON pabOTHI BBIIAIOTCS
HpETIo/IaBaTelieM.

4. Tlom pyKOBOACTBOM TIPEIIOJABATENS 3aHUMAThCS HAYIHO-MCCIIENOBATEIBCKON paboTOH, YTO IpeAroyaraeT BHICTYIUICHHS C
JIOKIaJJaMH Ha HayYHO-NPAKTHIECKHX KOH(EPEHIMSX 1 IyOIMKALIMIO TE3UCOB U CTATEH 10 UX pe3ylIbTaTaM.

5. Ilpu BO3HHUKAIOIIMX 3aTPyAHEHUAX IIPH OCBOCHHM IHUCHHUIUIMHBI «Jlelonpon3BOACTBO», [UIsI HEYCIEBAIONIMX CTYICHTOB H
CTYAEHTOB, HE IIOCEIIAIONIMX 3aHSTHS, TPOBOIITCS €XKEHEIENbHBIC KOHCYIBTAIIMH, HAa KOTOPBIE IPHITIAIIAIOTCS HEYCIICBATOIINE
CTYHEHTEL, a TAIOKE CTYJCHTHI, HCIBITHIBAIOIINE TOTPEOHOCTH B TOMOIIY IIPETIONaBATEIS IPH H3YICHHH AUCIUIIINHEL

MIPHJIOXKXEHUSA




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



