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JdenonpousBoacTso
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noaroroku 21.03.02 3emieycTpoicTBO U KagacTphbl
Hampasnennocts (mpoduis) 3eMIeycTpoicTBO

Krammduxamms Bbakanasp
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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.

3.3 | UmeTh HABBIKM ¥ (MJIH) ONBIT JESITETbHOCTH:
3.3.1| - cocraBnenusi, 00paboTKu U pabOTHI ¢ JOKY-MEHTAIMeN pa3IMyHOrO YPOBHS U HalpaBJIeHUH;
3.3.2 | - cocTaBieHusI, IPABKU U PEIAKTUPOBAHKS BHUIOB JOKYMEHTOB, BKIIOUEHHBIX B CHCTEMY OPraHU3aIl[OHHO-

pacmopsiIUTeNFHON JOKYMEHTAIINY;

3.3.3 | - cocTaBneHUs HOMEHKIATYpPhI JelT;
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- opmupoBanus u ohopMiIeHUs aena, OTHCH JIE.

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 3 2 JIT.1 0 0
HpennpusATHii 1 opranm3anuii /JIex/ JI1.2712.1
J12.2712.3
31
Tema 1. JlokyMeHTHpOBaHHOE OOeCIICUeHNE 3 2 JIT.1 0 0
npennpusAThii u opranmzanuii /IIp/ JI1.2712.1
J12.2J12.3
31
Tema 1. JlokyMeHTHPOBaHHOE OOeCIIcUeHNE 3 6 JIT.1 0 0 Joxnan,
npennpusTuii u opranmsanuii /Cp/ JI1.2J12.1 TBOpYECKAst
J12.2J12.3 pabora,
31 TECTUPOBaHHE
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 3 2 JIT.1 2 0 rpoOeMHast
npaBmia ux ohopmienus /JIex/ JI1.2J12.1 JICKITAS
JI2.2J12.3
31
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 3 2 JI1.1 0 0
npaBmia ux oopmitenus /TIp/ JI1.2712.1
J12.2J12.3
91
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 3 6 JI1.1 0 0 Joxman,
npaBmia ux opopmienus /Cp/ JI1.2712.1 TBOpYECKast
J12.2J12.3 pabora,
€| TECTHPOBaHHE
Tema 3. OpranuzanioHHO- 3 2 J1.1 2 0 npoOiemMHas
pacnopsiiuTes bHbIe JIOKYMEHTBI, IPaBHJIa UX JI1.2J12.1 JIEKIHS
cocraBieHus /Jlex/ J12.2J12.3
91
Tema 3. OpraHu3zalioHHO- 3 2 JI1.1 0 0
pacnopsiuTeIbHbIe JIOKYMEHTBI, IPaBHJIa UX JI1.2J12.1
cocrasyierus /IIp/ J12.2 J12.3
91
Tema 3. OpranuzaioHHO- 3 6 JI1.1 0 0 Hoxnan,
pacnopsiguTeNnbHble TOKyMEHTBI, paBUiia UX JI1.2J12.1 TBOpUECKas
cocrasienust /Cp/ J12.2712.3 pabora,
21 TECTUPOBAaHUE
Tema 4. H(OpMALIMOHHO — CLIPaBOYHBIE 3 2 J1.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U JI1.2J12.1
opopmienus /Jlex/ JI2.2 J12.3
31
Tema 4. H(bOopMATHOHHO — CLIPAaBOYHEIE 3 2 J1.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U JI1.2J12.1
odpopmnenus /Tlp/ J12.2J12.3
31
Tema 4. M OpMannoHHO — CIIpaBOYHBIE 3 6 J1.1 0 0 Joxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U JI1.2J12.1 TBOpUEcKast
opopmuenus /Cp/ J12.2J12.3 paboTa,
21 TECTUPOBaHUE




Tema 5. Ha3nauenue, knaccuukanus JI1.1
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX JI1.2J12.1
cocraBieHus /JIex/ J12.2712.3
91
Tema 5. Ha3nauenue, kiaccuduranus J1.1 KeHChl
CITY>KEOHBIX MHCEM, 0COOCHHOCTH UX JI1.2J12.1
cocrayienus /TTp/ JI2.2 J12.3
91
Tema 5. Ha3nauenwne, kiaccudukanms J1.1 Hoxnap,
CITy’KeOHBIX ITMCEM, OCOOEHHOCTH HX JI1.2J12.1 TBOpYECKast
cocraiienus /Cp/ J12.2J12.3 paboTa,
21 TECTUPOBAaHUE
Tema 6.0pranm3anust paboTHI ¢ J1.1
nokymeHTamu /JIex/ JI1.2J12.1
J12.2712.3
31
Tema 6.0pranmsanust paboTHI ¢ J1.1 JIeNI0Bast Urpa
noxymentamu /Ip/ JI1.2712.1
J12.2712.3
31
Tema 6.0pranmsanus padoTHI ¢ J1.1 Hoxmarn,
nokymentamu /Cp/ JI1.2712.1 TBOpUECKast
JI2.2J12.3 pabora,
91 TECTUPOBaHUE
Tema 7. CocraBieHue u ohopMIICHHUE JI1.1
JIOKyMEHTOB I10 INYHOMY cocTaBy /JIex/ JI1.2J12.1
J12.2712.3
31
Tema 7. CocraBieHue U ohopMIICHHE JI1.1 JlernoBas urpa
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ JI1.2J12.1
J12.2712.3
31
Tema 7. CocraBnenue u opopMIIeHIE JI1.1 Joxnan,
JIOKyMEHTOB I10 TMYHOMY cocTaBy /Cp/ JI1.2J12.1 TBOpUECKast
JI2.2J12.3 paborta,
31 TECTUPOBaHUE
3aver /3auét/ J1.1
JI1.2J12.1
J12.2712.3
31

5. ®OHJI OHEHOYHBIX CPEACTB

5.1. IlpumepHBIii HepedyeHb BONPOCOB K 3a4eTy

1. OCHOBHBIE «TEPMHUHBI», «HIOHSATHM) JEIONPON3BOACTBA

2. Vicropus cTaHOBIIGHHS pa3BUTHUS CHCTEMBI ACIONPON3BOACTBAa B Poccun

3. CiryxObl JOKyMEHTUPOBAHUS YIIPABJICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKIHH

4. OpraHu3anys IeToIpPON3BOCTBA Ha MPEAIPUATHIX

5. HopmaTtuBHO-MeToqM4ecKkast 6a3a JIeoIpOn3BOICTBA.

6. ®opmatel Oymaru i opopMIIeHUSI TOKYMEHTOB U MX pa3Mepsl

7. Pasmepsbl mosieit Ha GyiaHKax JOKYMEHTOB

8. Branku NOKYyMEHTOB: TOHSTHE, BUIBI U UX PEKBU3UTHI

9. PexBHU3UTHI TOKyMEHTOB: MOHSATHE, COCTAB M IPaBUIa X O(QOPMICHHS

10. VYrioBoe U MpoaoIbHOE PACIOIOKEHHE PEKBU3UTOB Ha JOKYMEHTax

11. Kiraccnguxamms u GyHKINN JOKYMEHTOB

12. CocraB ynpaBJIEHUECKUX JTOKYMEHTOB NPEIIPUSTHIH.

13. TekcT JOKyMeHTa, ero CTpyKTypa M TPeOOBaHHMS K €ro COCTaBJICHHIO

14. PacnopsanTensHble JOKYMEHTBI, W3[aBaeMble Ha NPHUHIMIIAX KOJUIETHAAbHOCTH: BHJbI, PEKBU3UTHI U MIPaBUIIA UX
opopmITeHHS

15. PacniopsiauTenbHble JOKYMEHTHI, W37aBaeéMble B YCIOBUSIX €AMHOHAYANMS: BHIBI, PEKBU3UTHI, IIPaBUIa UX o(opmiieHus
16. JIoKyMeHT000O0pOT: MOHATHE, KIacCU(DUKALUS U €ro OpraHu3alys Ha MPeaNpHUATHH.

17. IMopsimok pa®oTHl ¢ BXOASIIMMH, UCXOMAIINMHA U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIIHUX, UCXOIAIINX M BHYTPEHHHUX JTOKyMEHTOB
19. HomenknaTtypa nen: MOHSTHE, BUIBI, PEKBU3UTHI, (hopMupoBaHHe U 0QOpMIICHUE el

20. OpraHu3anOHHbIC JOKYMEHTHI: MOHSATHE, Ha3HAUCHHE, BU/bI U MPaBUIa UX OQOPMIICHHS




21. WudopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHUJBI, HA3HAUEHHE, OCHOBHBIC PEKBU3UTHI, TPaBHIa X O(GOpMIICHUS

22. CnyxeOHble (Ie0BbIe) MMChMa: Ha3HAYEHUE, BUJBI ITUCEM, PEKBH3HTHI, MPaBHIa UX OPOPMIICHHUS

23. IIpoToxoins! coBemanmii, coOpaHUH W 3acefaHU: BHIBI, COCTAB PEKBU3UTOB H MOPAIOK HX O0(QopMIICHUS
24. JIOKyMEHTBI 1O THYHOMY COCTaBY IPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJpPOBBIMH
JOKyMEHTaMH

25. Ipukasbl 10 JINYHOMY COCTaBY: BHBI 1 OCOOCHHOCTH MX O(opMIIeHHs

26. Bupsr 1 mopsiiok paboThl ¢ THCEMaMH 1 0OpaIIeHUAMH TpaXxIaH

27. CoBpeMeHHbIE TeXHOJIOTHH TOKYMEHTAlMOHHOTO O0ECHEeYeHNs YIpaBICHIECKOH NeITeTbHOCTH

5.2. IIpuMepHblii NepevyeHb BOMPOCOB K IK3aMeHY

He mpexycMoTpeHO yaeOHBIM IITAHOM.

5.3. TemaTuka KypcOBBIX padoT (KypcOBBIX IPOEKTOB)

He mpexycMoTpeHO yaeOHBIM IITAHOM.

5.4. ®oHJ O1IEHOYHBIX CpeacTB AJisl MPOBEICHUS TEKYLIEro KOHTPOJIs

Tembl TOKITag0B

1.0co0eHHOCTH THCHMEHHOTO JCIOBOTO OOIICHHS.

2.I'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.

3.CucreMsl JOKyMEHTOB.

4.0Opranu3auOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacniopsinutenbHble JOKYMEHTBI.
6.MadopMannoHHO-CIIPaBOYHBIE TOKyMEHTEL.

7.PexBu3uThl okyMeHTOB. O0s3aTenbHbIe U (HaKyIbTaTUBHBIE.
8.PexBu3UTHI aTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHUU.
9. DTHKETHBIE aCHEeKTHI eJI0BOTO MHCHMa.

10.2KaHpBsI MHCEMEHHOTO JETI0BOTO OOMICHHUS.

11. 3aroyioBoK 1 Ha3BaHKE BUJA TOKYMCHTA.
12.ConpoBoAUTENBHOE TUCHMO K IOKYMEHTaM.
13.1{upKyssipHbI€ IUCHMA.

14.IIpuxassl.

15.ITucbmMo-nioATBEPIKACHHE.

16.Tenepororpamma.

17 .bnanku.

18.Tpadapetsl, GopMynsipbl, 11a0I0HbI.

19. IlpereH3noHHas nepenucka.

20. Kommepueckuii 3anpoc.

Temartuka 3cce

1. baza manHbIX

2. bnank nokymenra

3. JenoBast nepenucka. DTUKA U MpaBuUiia

4. JIoKyMeHTO000POT

5. JIoKyMeHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTBI M MX KIacCU(pUKALMS

7. JIOKyMEHTBI 10 JINYHOMY COCTaBy

8. JIOKyMEHTB! TI0 TMYHOMY COCTaBY M UX OCHOBHBIC BHBI

9. Enunas rocynaperBenHast cucteMa aenomnpousBoncrsa (EI'C/I)

10. 3amura J0KyMEHTOB

11. 3amura 3J1€KTPOHHBIX JOKyMEHTOB

12. W3roroBieHne qOKyMeHTa Ha KOMIIbIOTEPE

13. NupopmannoHHO-cripaBo4Hast paboTa o JOKyMEHTaM Ha KOMIIBIOTEpe

14. HudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI

15. Hcropus pa3zsutus cryx6 mokymeHTanun B Poccun

16. Kitaccudukanmm JOKyMEHTOB

17. KoHTponp ncnosiHeHus! T0KyMEHTOB

18. Ha3snadenne 1 OCHOBHBIE BB HH(OPMAIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE JOKYMEHTHI 110 JOKYMEHTAllUOHHOMY OOECIIEUEHHUIO YIIPaBICHHS
20. OOBEKT M MpPEeaMET JIEIONPOU3BOJICTBA

21. OpraHu3anun padoTHl ¢ JOKYMEHTaMH

22. OpraHu3anoHHas CTPYKTypa HepcoHana, 00ecIeunBaomero paboTy ¢ JOKyMEHTaMHU
23. OpraHu3aloHHbIe JTOKyMEHTBI, UX HA3HAUCHUE U BUJBI

24. OCHOBHBIE IPUHLUITBI OPTaHU3ALUK PaOOTHI C JOKYMEHTAMH

25. IlepBuuHBIH NOKYMEHT

26. [TuceMo, BHABI MHCEM

27. IToaroToBka TOKyMEHTOB K apXHBHOMY XpPaHEHHIO

28. [IpaBuia BHyTpEeHHET0 TPYAOBOTO pacropsiika




29. [Ipuxka3
30. Perucrpanust 10KyMeHTOB
31. PexBU3UTHI JOKYMEHTOB
32. Ponp nHOpMaIK B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHIX
33. CucreMa OpraHu3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUN
34, Crioco0sl 3akperuieHusT HHYOPMAIUH TS TOKyMEHTAI[HOHHOTO HCIOJIb30BaHUS
35. CranpapTu3anus B CUCTEMAaxX AENOIPOU3BOJCTBA
36. CrpykTypa OpraHHM3aIuu
37. TexHonorust XpaHeHUs] TOKyMEHTOB
38. YHudunmupoBaHHas cucTeMa JOKYMEHTAIIUU
39. VYcras npeanpustus
40. ®dopmupoBanue U opopMmIIeHHE e
6. YYHEBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCLHUIIJINHBI (MOAY JIs)
6.1. Pexomenayemas aureparypa
6.1.1. OcHoBHas1 TUTEpPaTypa
ABTOpBI, COCTaBUTENN 3arnaBue WznarensctBo, ron | Komnu-Bo
JI1.1 |Hcmarmmnosa X. H., Jlenonpon3BoACTBO: yIeOHUK VYa: YTHTY, DneKTpoH
Kosanena U. b., 2022 HBIA
Cyneiimanosa A. K. pecypce
JI1.2 | Kotnsposa JI. 1. Jlenonpon3BoICTBO U TOKYMEHTOOOOPOT: MPAKTUKYM: yIeOHOE noc. KapaBaeso: DNeKTpoH
nocooue KI'CXA, 2020 HBIH
pecypc
6.1.2. /lonoJiHuTEIbHAS JIUTEPATYPa
ABTOpBI, COCTaBUTENHU 3ariaBue WsnarensctBo, rox | Koanu-so
JI2.1 |Pomanos B. 1., JenonpousBoactBo Ha npeanpustuu AIIK: npakrukym UeGoxcapsl: 30
3axapos A. U. [Momurpaduyeckuii
otnen ®I'OY BIIO
"YyBamickast
I'CXA", 2006
JI2.2 | Kysnenos U. H. Jlenonpoun3BoacTBO: yd4eOHO-CITPAaBOYHOE MTOCOOHE M.: lamkoB u K, 25
2005
JI2.3 | Eropos B. I1,, J1enonpon3BOICTBO U PEKUM CEKPETHOCTH: YICOHHK Cankr-IletepOypr: | Dnexrpon
CnunbkoB A. B. Jlanb, 2024 HBIH
pecypc
6.2. Ilepeuens pecypcoB HH(PpOPMAIHOHHO-TEJIEKOMMYHHKAIHOHHOM ceTn "MHTepHeT"
D1 | XKypuan "demonpounsBoactso"https://www.top-personal.ru/officeworks.html
6.3.1 IlepevyeHb MPOrpaMMHOro oGecredeHust
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
0

MozillaThinderbird

6.3.1.1
1

7-Zip

6.3.1.1
2

CnpaBoynas npaBoBas cuctema Koncynsrantllitoc

6.3.1.1
3

OeKTPOHHBIN Hepruo uueckuii cripaBouHKK «Cuctema ['apanT»

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013




6.3.1.1

LibreOffice

6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: Ipennpustue 8. Cenpckoe x03s1HcTBO. KoMIIIeKT /1t 00y4eHHs B BEICIINX U CPETHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJIVE»

6.3.1.2

MeauanpourpeiBatesis VLC

6.3.2 Ilepeyenb HHGPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

DJeKkTpoHHas: OMOIMOTEeYHAas cCHCcTeMa n3naTenbeTBa «Jlanpy. [loTHOTEKCTOBAs 3IEKTPOHHAST OUOIHOTEKA.
WuauBuaya bHBIA HEOTPAaHHYCHHBIN TOCTYN Yyepe3 PUKCHPOBaHHBIA BHENTHHN P afpec akameMun HEOTpaHUICHHOMY
KOJIMYECTBY TIOJIb30BaTENEH 13 JIF000# TOUKH, B KOTOPOU MMeeTcst 1OCTym K ceth MHTepHeT.http://e.lanbook.com

6.3.2.2

DJeKTpoHHBIH iepuoaueckuii cipaBouHuk «Cucrema TAPAHT». [TomHOTEKCTOBEIH, 00HOBIseMEIiA. JlocTym Mo

JIOKAJIbHOM CETU aKaJIeMUN

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCIHUIIJIMHBI (MOAYJISA)

Aynutopnus Bug pabot

Hasnauenne

OcHaIIEHHOCTh

35a

Jlex

Y4eOHast aynuTopus

Cron mpenogasatenst (1 mr.), cromsr (30 mrT.), crymbs (60 mit.), cTyn
npenonasatens (1 mr.), nocka aymutopHas (1 mrT.), Tpubyna (1 mr.),
JEMOHCTpallMOHHOe oOopynoBaHue (Oenmast JakoBas  MAarHUTHO-
MapkepHass nocka (1 mr.), mpoekrop Toshiba (1 mT.) m ydeOHO-
HaTJBITHBIE TIOCOOHS

2306

CP

ITomemienne mist

CaMOCTOATETIFHON PabOTHI

JleMoHCTpallMOHHAsT TeXHMKa  (MHTepakTHBHas  Jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mit.),
npoekrop Toshiba (1 mr.)), crom nommpoBaHHBIN (3 1mNT.), CTOX
yaenudeckuit (7 mr.), cron xommblotepHbli (11 mrt.), ctyn (20 mr.),
CTYNbsl, KOMIIBIOTCPHAsE TEXHHKA C BO3MOXKHOCTBIO IOJAKIIOYCHUS K
cetn "HUuTepHer" wu obecrieueHWEeM JIOCTya B  JICKTPOHHYIO
nHGOPMaTMOHHO-00pa30BaTEIbHYIO cpey opranu3anyd (10 mr.)

123

CP

ITomemienue st

CaMOCTOSATENFHON pabOThI

KoMmmbrotepHasi TeXHMKa C BO3MOXKHOCTBIO IOAKIIOYEHHS K CETH
"Untepuer" u  obecneyeHWeM  JOCTylla B DJIEKTPOHHYIO
HHGPOPMAIIMOHHO-00pa3oBaTeNbHyl0  cpeay opranusanmuu(19 mr.),
cronsl (17 IIT.), KOMIIBIOTEPHBIA CTON 6-M MECTHBIH (3 INT.), CTYIbA
yuenuueckue (34 wmT.), cryaest w/m (18 mT.), cremnaxu ¢
nuTeparypoii, Buaeoysennuutens Optelec Wide Screen (1 mir.)

51a

VYueOHas ayquTopHs

CCron mpenoaaBatens (1 mrt.), mapra 3-xMecTHas co ckameiikoit (10
mrt.), cTyabst (5 mT.), ctyn mpemoxaBatens (1 mr.), mocka (1 mmit.),
Tpubyna (1 1mIT.), HOEeMOHCTpanuOHHOEe oOopynoBaHue (DkpaH c
anekrporpuBoaoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mir.),
HOYyTOYK Acer Asp T2370 (1 mt.)) n yueOHO-HaTIIIAHBIE TOCOON

57a

YuebOHast aynuTOpus

Croxn mpenomaBatens (1 mrt.), cTossl ydeHmdeckne (23 ImT.), CTYIbA
(53 wr.), cryn npenogasarenst (1 mwr.), mocka (1 mr.), TpudyHa (1
IIT.), JAEMOHCTPAIMOHHOE O00OpynOBaHME (TIPOCKUMOHHBIH 3KpaH
LUMIEN (1 mrT.), mpoekrop Acer (6 mrT.), MOHOONIOK Acer Aspire
C22-963 (1mt.)) ¥ yu4eOHO-HATJISAHBIC TOCOONS

66a

YuebHast aynuTOpus

Cron mpenogasatens (1 mr.), cronsl (16 mrt.), crynbs (30 mit.), cTyn
npenogaBatens (1 mrT.), mocka (1 mT.), TpuOyHa (1 mT.), DxpaH
PYJIOHHBIA HacTeHHBIH (1 1mT.)




Cron mpenonaBatenst (1 mr.), ctonsl (17 mr.) (3-xmecTHBIX - 6, 2-
xmecTHbIX - 11), crynbst (38 mt.), cryn npenogasarens (1 mT.), q0ocKa
38a VYueOHast aynuropust (1 mr.), Tpubyna (1 1wT.), AEMOHCTpAIIMOHHOE OOOpymoBaHHE (IKpaH
pynoHHBIA HacTeHHBIH (1 mT.), mpoekrop Acer (1 mT.), HOyrOyk Acer
(1 1rT.)) ¥ yueOHO-HATIISIIHBIE TOCOOHS

Cron npenonaBarenst (1 1mrT.), mapra 4-xmectHasi co ckamenkoi (9
mrt.), cTynbst (12 mr.), cryn mpenomasatens (1 mT.), mocka (1 mrt.),
50a VYueOHas ayquTopHs JEMOHCTPAaLHOHHOE 000pyaOBaHHE (dKpaH pYIOHHBIH HacTeHHBIH (1
mrt.), npoekrop Acer (1 mrt.), MmoHoOnOK Acer Aspire C22-963 (1
IIT.)) ¥ y4eOHO-HAISAIHBIC TOCOOHS

8. METOJIUYECKHE YKAZAHUA J1JIA OBYYAIOINXCA 110 OCBOEHHIO JTUCIUMITJIMHBI (MOY JIS)

Meroauka W3ydeHHs Kypca IpeaycMaTpHBAeT HapsIy C JICKIMSAMH W NPAKTHISCKUMH 3aHATHSAMH, OPTaHHM3AIHI0 CAMOCTOSATEIBHON
paboOTHI CTY/ICHTOB, NPOBEICHHE KOHCYIBTAIMH, PYKOBOACTBO MOKIAJaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAayJIHO-TIPAKTHYECKUX
KOH(EpEeHIMX, OCYIIECTBICHHE TEKYIIEr0, MPOMEXYTOUYHOTO (OPM KOHTPOJISL.

Cucrema 3HaHMI N0 IMCHUIUIMHE «[leTomnpon3BoacTBO» (QOpMHUpYETCs B XOI€ ayAWTOPHBIX UM BHEAYAUTOPHBIX (CaMOCTOSTEIbHBIX)
3aHATHH. Mcmonp3ys JIEKIMOHHBIN MaTepHwan, Y4eOHHKA ¥ ydeOHBIE II0COOMS, JOTIONHHUTENBHYIO JINTEPaTypy, IPOSBISA
TBOPUECKHH MOAXOA, CTYACHT TOTOBHUTCA K MPAKTUYECKUM 3aHATHSM, pacCMaTpHBas WX KaK [ONOJIHEHHE, YIIyOJIeHue,
CHCTEMAaTH3alNI0 CBOUX TEOPETHYECKIX 3HAHHH.

J1n1s1 0OCBOCHUS TUCIMIUTAHEI CTYACHTaMH HEOOXO0IUMO:

1. TlocemaTsp mnexuu, Ha KOTOPBIX B CKaTOM M CHCTEMHOM BHJE H3JIaralOTCs OCHOBHI IWCIMIUIMHBL: JIAIOTCA OMpENCIICHUSI
NOHATHH, 3aKOHOB, KOTOPBIE JOJDKHBI 3HAaTh CTYAEHTHL. CTYIEHTYy BaKHO IOHSTH, YTO JIEKUHUs €CTb CBOeoOpa3Hash TBOpUYECKas
(dopma camocTosiTenbHON paboThl. Hano melTaTthest craTh akTHBHBIM COYYAaCTHHKOM JIGKIMM: JyMaTb, CPaBHUBATh H3BECTHOE C
BHOBH IIOJIy4a€MBIMH 3HAHMSAMH, BOMTH B JIOTHKY H3JIOXKEHHS MaTepHajia JIEKTOPOM, CICTUTh 3a XOJOM ero MbICIeH, 3a ero
apryMeHTanuel, HaXOAUTh B HEH KaXylmuecs BaM cIabocTH. Bo BpeMs neKkimm MOXKHO 3aJaTh JIEKTOPY BOIPOC, XKENAaTeIbHO B
NHUCbMEHHOH (opMe, 4TOOBI He MellaTh M HE HapylaTb JOTHKM IpoBeieHHs Jyekiuu. Ciymnas JeKuuro, cienyeT 3aMKCHpOBaTh
OCHOBHBIC HJIEH, IOJIOXKEHHUs, 0000ImeHns, BbIBOABL. PaboTa Hax 3amuchio JEKIUM 3aBepluaeTcs aoMa. Ha cBexylo roioBy (Ioka
eIIe JISKIUS B MaMsTH) HaJ0 YTOYHUTH TO, YTO 3aIMCaHO, 0OOTATUTH 3alHCh TEM, YTO HE YAaJIOCh 3a()MKCHPOBATH B XOJE JICKIUH,
3amucaTh B BHJE BOIPOCOB TO, YTO HAJO IPOSCHUTH, O KOHIA IOHATH. Ba)KHO COOTHECTH MaTrepuall JICKIMH C TeMOW ydeOHOMH
HpOrpaMMbl M YCTaHOBHUTb, KakKde €€ BONPOCHI HAIUIM OCBEIICHHE B IPOCIyIIaHHOH Jekuuu. Torma momesHo oOpamiatbess U K
yaeOHMKy. JIeKiys 1 ydeOHHUK He 3aMEHSIOT, a JOMOJIHSIIOT IPYT ApYyra.

2. Tlocemars NMpakTHYeCKUE 3aHATHS, K KOTOPBIM CJIEAyeT TOTOBUTHCS M aKTHBHO Ha HHUX paboTaTh. 3alaHME K NPAKTHUECKOMY
3aHATHIO BBIJAET IIpErojaBaTeNb. 3aJlaHAEe BKIO4aeT B ce0s OCHOBHBIE BONPOCHI, 3aJadd, TecTbl M pedeparsl  mis
CaMOCTOATENbHON paboThl, mureparypy. [Ipakrudeckie 3aHATHS HAYWHAIOTCS C BCTYIUTEIBHOTO CIIOBAa IPENOAABATENS, B KOTOPOM
Ha3bIBAIOTCSA I€Nb, 33Ja9M W BOIPOCHI 3aHATHSA. B mporecce MpoBeneHMS 3aHATHH TIpENojaBaTeNlb 3aJaeT OCHOBHBIC U
JIOIIOJIHUTENNbHBIE BOIPOCH], OpraHu3yer uX oOcyxneHue. Ha mpakTHyeckux 3aHATHSX pEIIAlOTCS KOHKPETHBIE 3aladu II0
JIeIOTIPOU3BOICTBY, Pa30MPAIOTCS TECTOBBIC 3aJaHMs M 3aJaHus, BBIIAHHBIC JUIL CaMOCTOSTEIBHOH pabOTHI, 3aCIyLIMBAIOTCS
pedepaTuBHBIE BBICTYIUICHHS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, IIM HE MOJATOTOBUBINMECS K HEMy, IPHIJANIAIOTCS Ha
KOHCYIbTallMI0 K MpenojaBaTenro. [IpakThdeckoe 3aHATHE 3aKAHYMBACTCS IIOJBEICHMEM HTOTOB: BBIBOJAMH IO TeME U
BBICTaBJICHHEM OLICHOK.

3. CucreMaTHUeCKH 3aHAMATHCS CaMOCTOSTENBHOH paboTOi, KoTopas BKIIOYaeT B ceOs W3ydeHHE HOPMATHUBHBIX IOKYMCHTOB,
MaTepuanoB ydeOHMKOB W CTaTell , HalWCaHWe AOKIAAOoB, pedepaToB, dcce. 3amaHusA AT CAMOCTOSTEIBHONW pabOTHI BBITAIOTCS
Hpero/iaBaTelieM.

4. Tloxm pyKOBOACTBOM IIperojaBaTeNsl 3aHUMAThCS HAaydHO-HCCIENOBATEIbCKOM paboTOM, YTO NpennosaracT BBHICTYIIEHHS C
JIOKIIaIaMH Ha HayYHO-TIPAKTHIECKUX KOH(PEPESHIMAX 1 IMyOIHMKAIHIO TE3MCOB U CTaTeH TI0 UX pe3yIbTaTaM.

5. Ilpu BO3HMKAIOINX 3aTPyAHCHUSX IPU OCBOCHUM JUCLUILIMHBEL «JleIONPOM3BOACTBOY, IS HEYCIEBAIOMUX CTYOEHTOB U
CTY/ICHTOB, HE MOCEIIAIOINX 3aHATHS, NPOBOMATCS €XKCHENelbHbIe KOHCYJbTallMM, Ha KOTOpHIC MPUIIIAIIAIOTCS HEycHeBarolHe
CTYACHTEL, a TAIOKE CTYCHTHI, HCITBITHIBAIOIINE TOTPEOHOCTH B MTOMOIIY IIPETIOaBATEIIS IPH H3Y4CHHH TUCIUTUINHEL

IIPUJIOKEHUA




JOIMOJIHEHUSA U U3BMEHEHUSA
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINIOJIHEHUS U UBMEHEHUA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHHUSA U U3SMEHEHUSA
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JOMNOJIHEHUSA U UBMEHEHU S
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJHEHHUA U UBMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JOMNOJIHEHUA U U3BMEHEHU A
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



