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

[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, 0100peHHbI YueHbiM coBeroM GI'BOY BO Uypamckuii ['AY ot 14.06.2023
I., mpotokoa Ne 17.

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 Meroamyeckoit komuccnu daxyiaprera Emmcees H.I1.

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;




324

OpPraHu30BBIBATH pa60Ty C BXOJAMMNMHU U C UCXOAAMIMMU JOKYMEHTAMU
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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;
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-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 PAaKT. | MOAT.
Paznen 1. Coaep:xanne TeMaTHKH Kypca
" le;ionpou3BoacTBO"
Tema 1. JlokyMeHTHpOBaHHOE OOecTIeueHne 2 8 VK-4.1 VK- JI1.1J12.1 0 0 TBopueckas
npeanpusaTuii u opranuzanuii /Cp/ 4.2 YK-4.3 2.2 paborta,
YK-9.1 VK- 21 TECTHpPOBAHUE,
9.2 VK-9.3 pedepat
I1K-4.1 IIK-
4.2 TIK-4.3
Tema 2. CocTaB peKBH3UTOB JOKYMEHTOB U 2 2 YK-4.1 VK- JIL.1J12.1 2 0 rpoOieMHast
npaBmia ux opopmienus /JIex/ 4.2 VK-4.3 J2.2 JICKITAS
VYK-9.1 VK- 91
9.2 VK-9.3
ITK-4.1 TIK-
4.2TIK-4.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 2 8 YK-4.1 VK- JIT.1J12.1 0 0 TBopueckas
npasmia ux opopmienus /Cp/ 4.2 YK-4.3 2.2 paborta,
YK-9.1 VK- 21 TECTHpPOBAHUE,
9.2 VK-9.3 pedepat
I1K-4.1 TIK-
4.2
Tema 3. OpranuzanoHHO- 2 2 YK-4.1 VK- JIL.1J12.1 2 0 rpoOieMHas
pacopsiAUTENBHBIE TOKYMEHTHI, IPAaBHIIa UX 42 VYK-43 J12.2 JIEKIUS
cocraBnenus /Jlex/ YK-9.1 VK- 91
9.2 VK-9.3
ITK-4.1 TIK-
4.2
Tema 3. Opranu3zanoHHO- 2 8 YK-4.1 VK- JI1.1J12.1 0 0 TBopueckas
pacnopsauTenbHble TOKyMEHTBI, IIpaBUiia UX 4.2 YK-4.3 2.2 paborta,
cocrasnenus /Cp/ YK-9.1 VK- 31 TECTUPOBAHHE,
9.2 VK-9.3 pedepat
I1K-4.1 IIK-
4.2
Tema 4. IH)OpPMAITMOHHO — CIIPABOYHBIC 2 8 YK-4.1 VK- JIL.1J12.1 0 0 TBopueckas
JIOKYyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 4.2 YK-4.3 J12.2 paborTa,
odpopmnenus /Cp/ YK-9.1 VK- 31 TECTUPOBAHHE,
9.2 YK-9.3 pedepar
ITK-4.1 TIK-
4.2
Tema 5. Ha3nauenwne, wiaccudukanms 2 2 YK-4.1 VK- JI1.1J12.1 2 0 KEHUCBI
CITyKeOHBIX ITMCEM, OCOOEHHOCTH HX 4.2 YK-4.3 2.2
cocrasyienus /TTp/ YK-9.1 VK- 31
9.2 VK-9.3
IIK-4.1 TIK-
4.2
Tema 5. Haznauenue, kiaccudukarys 2 8 YK-4.1 VK- JIL.1JI2.1 0 0 TBopueckas
CITY’KeOHBIX ITHCEM, 0COOEHHOCTH X 4.2 VK43 2.2 pabora,
cocrasnenus /Cp/ VK-9.1 VK- 91 TECTHPOBAHMUE,
9.2 YK-9.3 pedepar
ITK-4.1 TIK-
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Tema 6.0pranusanust paboTsI ¢ 2 1 YK-4.1 VK- J1.1J12.1 1 0 JIeNI0Bast Urpa
nokymentamu /TIp/ 4.2 YK-4.3 J2.2
YK-9.1 VK- 21
9.2 VK-93
I1K-4.1 IIK-
4.2
Tema 6.Opranuzamus paboTsl ¢ 2 8 YK-4.1 VK- JIT.1J12.1 0 0 TBopueckas
noxymentamu /Cp/ 4.2 VK43 2.2 pabora,
YK-9.1 VK- 31 TECTUPOBAHHE,
9.2 YK-9.3 pedepar
I1K-4.1 T1K-
4.2
Tema 7. CocraBnenue u oopmieHue 2 1 YK-4.1 VK- JI.1J12.1 1 0 JlenoBas urpa
JIOKyMEHTOB I10 JTHYHOMY cocTaBy /I1p/ 42VYK-43 2.2
VYK-9.1 VK- 21
9.2 VK-93
I1K-4.1 K-
4.2
Tema 7. CocraBienue u ohopMIICHHE 2 12 YK-4.1 VK- JIT.1J12.1 0 0 TBopueckas
JIOKyMEHTOB I10 THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 2.2 paborta,
YK-9.1 VK- 31 TECTUPOBAHHE,
9.2 YK-9.3 pedepar
I1K-4.1 K-
4.2
3auer /3auét/ 2 4 VYK-4.1 VK- J1.1J12.1 0 0
4.2 YK-4.3 2.2
VYK-9.1 VK- 21
9.2 VK-93
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

WznmarenscTBO, TOI

Komnu-Bo

Kyznenos U. H. Jlenonpon3BoaCTBO: yIeOHHUK

M.: lamkos u K,
2014

OneKTpoH
HBIA

pecype

6.1.2. /lonosHuTEIbHAS JIUTEPATYpPa

ABTOpBI, COCTAaBUTENN 3aryaBue

H3narenserBo, roj

Konnu-Bo

J12.1

Bacunsesa 1.H., Opranu3zanus AeJ0NpPOU3BOICTBA U TIEPCOHATILHBIN

Kemaunckuii I'. C. MEHEDKMEHT: yaeOHOoe TToco0ue

M.: By3oBckuit
yaebHuK, 2004

0

J2.2

Kysnenos U. H. JIOKyMeHTaIIMOHHOE 00ECIICUCHNE YITPABICHUS 1

JIETIOMPOU3BOJICTBO: yIEOHHIK

M.: IOpaiir, 2010

6.2. [lepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH ""UnTepHet"

91

Kypuan "lenonponsBoacTso"https://www.top-personal.ru/officeworks.html

6.3.1 Ilepevyenn NporpaMMHOro odecrnev4eHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

63.14

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

CrpasouHas npaBosas cucrema Koncynsrantllnroc

6.3.1.1
3

ONEKTPOHHBIN MEPUOINUECKHil cripaBouHuK «Crucrema ['apanT»

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013

6.3.1.1
6

LibreOffice

6.3.1.1
7

OC Windows Vista

6.3.1.1
8

OC Windows 7

6.3.1.1
9

OC Windows 8

6.3.1.2
0

OC Windows 10

6.3.1.2
1

Ubuntu (Mint)

6.3.1.2
2

Project Expert 7 Holding

6.3.1.2
3

OpenOffice 4.1.1

6.3.1.2
4

1C: Ipennpusitue 8. Cenpckoe xo3s1#cTBO. KoMIIIeKT 1t 00ydeHHs B BBICIINX U CPETHUX Y 3.




6.3.1.2

«IMaropama 3EMJIEJIEJIVE»

6.3.1.2

MequanpourpsiBarens VLC

6.3.2 Tlepeuenb MHGOPMALNOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1

HammonanbHas snekrponHast Oubnuoreka. JlocTyn mocpencTBoM HCNOIb30BaHus ceTh «HTepHeT» Ha 32 TepMuHana

noctyma. https://H36.pd/

6.3.2.2

OnexTpoHHbIN nepuoanyeckuii cnpaBoyHuK «Cucrema TAPAHT». [TonHOTeKCTOBBIM, 00HOBIsIEMBIH. JJocTym 1o
JIOKaJbHOM ceTu akaJeMuu

6.3.2.3

OnexrpoHHas cucreMa «['ochrHaHCh. [I0THOTEKCTOBAS IEKTPOHHAS CHCTEMa, TOCTOSIHHO MOIOJIHSIEMasl.
VHnuBuaya nbHBIN HEOTpaHMYeHHBIH TOCTYN Yepe3 GUKCHpoBaHHBIH BHemHNMH [P anpec akagemun u3 000 TOUKH, B
KOTOpPO# nMeeTcs focTyl k cetn MuTepHeT. http://www.gosfinansy.ru/

6324

6.3.2.5

DnekrponHas GubmoTeunas cuctema « I5C FOPAUT www.biblio-online.ru». [ToqHOTEKCTOBAS IEKTPOHHAS
6nbnmoTexa. IHAMBUIyaTbHBIM HEOTPAaHWIEHHBIH TOCTYII Yyepe3 (PUKCHpOBaHHKIN BHemHMH IP anpec akagemun
HEOrpaHMYEHHOMY KOJMYECTBY M0JIb30BaTeIeH 13 1000 TOUKH, B KOTOPOI UMeeTcs TOoCTy K ceTh VIHTepHeT.
https://www.biblio-online.ru/

6.3.2.6

DnekTpoHHo-0nbarnoTeuHas cucrema ZNANIUM.COM. ITosnHoTeKcTOBasI SNIeKTpOHHAas OHOIroTeka. HAMBUyaIbHbIH
HEOTpaHWYCHHBIN JTOCTYIT Yepe3 PUKCUPOBAHHBIN BHEIHMI [P ajpec akajgeMun HEOTpaHHICHHOMY KOJIMIECTBY
OJIb30BaTeNeH 13 000 TOUKH, B KOTOPOI UMeeTcs ocTym K cetr aTepHeT. http://znanium.com/

6.3.2.7

OnekrponHas 6nbmmoreka Texandeckoro BY3a (3bC «KoncynpraHT crynenTa). [lomHOTEKCTOBAS 31€KTPOHHAS
6ubmmoTexa. VHAUBHIYa bHBIN HEOTPAHUUCHHBIIN NOCTYN Yepe3 GUKCUPOBaHHBIN BHenHu [P anpec akagemun
HEOTrpaHMUYEHHOMY KOJIMYECTBY MOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOI HMeeTcs OCTyI K ceTu MHTepHeT.

http://www.studentlibrary.ru

6.3.2.8

OnexTpoHHas OnOIMOTEYHAs cHCTeMa H3naTenbeTa «JlaHby. [lonHOTEKCTOBAs ANIEKTpOHHAsE OUOIHOTEKA.
VHnuBuayanbHBIN HEOTpaHMYCHHBIH TOCTYN depe3 GUKCHpOoBaHHBIH BHeMHMH [P anpec akageMun HeOrpaHUIEHHOMY
KOJIMYECTBY TIOJIB30BaTENEH 13 II000H TOUKH, B KOTOPOU MMeeTcst JOCTy K cetu MHTepHeT.http://e.lanbook.com

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOAYJISA)

Aynutopus Bug pabot

Hasnauenne

OcHaIIeHHOCTh

35a

Jlex

YuebOHast aynuTOpus

Cron mpenogasatens (1 mr.), cromsr (30 mT.), crymbs (60 mit.), cTyn
npenonaBatens (1 mr.), nocka aymutopHas (1 mrT.), TpubyHa (1 mr.),
JEMOHCTpalMOHHOe oOopynoBaHue (Oenmast JakoBas  MAarHUTHO-
MapkepHass nocka (1 mr.), mpoekrop Toshiba (1 mT.) m ydeOHO-
HaTJBSITHBIE TIOCOOHS

2306

CP

ITomemmenue ams
CaMOCTOSATETIBHON PabOTHI

JeMoHcTpallmOHHAsT  TexHMKa  (MHTepakTHBHas  Jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 mr.)), cTom mnommpoBaHHBIH (3 1NT.), CTOX
yaenudeckuit (7 mr.), cron xommbroTepubli (11 mrt.), ctyn (20 mr.),
CTYNbsl, KOMIIBIOTCPHAsE TEXHHKA C BO3MOXKHOCTBIO IOJAKIIOYCHUS K
cetn "HUuTepHer" wu obOecrieueHWEeM JIOCTya B  JICKTPOHHYIO
nHPOPMAIIMOHHO-00pa30BaTeNbHyI0 cpexy opranm3anuu (10 mrT.)

123

CP

ITomemienue st
CaMOCTOSTENFHON pabOThI

KoMmbrotepHass TeXHHKAa C BO3MOXHOCTBIO IOAKIIOYEHHS K CETH
"Untepuer" u  obecneyeHWeM  JOCTylla B DJIEKTPOHHYIO
HH(POPMAIIMOHHO-00pa30BaTeNbHyl0  cpeay opranmsanmuu(19 mr.),
cronsl (17 mIT.), KOMIBIOTEPHBIH CTON 6-M MECTHBIH (3 IIT.), CTYIbA
yaenuueckue (34 wmT.), cryaes w/m (18 mT.), cremmaxu ¢
nuTeparypoii, Buaeoysennuutens Optelec Wide Screen (1 mir.)

51a

VYueOHas ayquTopus

CCron mpenogaBatens (1 mrt.), mapra 3-xMecTHas co ckameiikoit (10
mrt.), cTyabst (5 mT.), ctyn mpemoxasatens (1 mr.), mocka (1 mmir.),
Tpubyna (1 1mT.), HOEeMOHCTpanMOHHOEe oOopynoBaHue (DkpaH c
anekrpornpuBoaoM Electric Screen (1 m.), mpoekrop Toshiba (1 mmr.),
HOyTOYK Acer Asp T2370 (1 mT.)) n yueOHO-HATIIAAHBIE TOCOON

57a

YuebHast aynuTOpus

Croxn mpenomaBatens (1 mrt.), cTosisl ydeHwdeckue (23 ImT.), CTYIbA
(53 wr.), cryn npenogaBarenst (1 mr.), mocka (1 mrt.), Tpubyna (1
IIT.), JAEMOHCTPAIMOHHOE 00OpynoBaHME (TIPOCKIMOHHBIH 3KpaH
LUMIEN (1 mrT.), mpoekrop Acer (6 mrT.), MOHOONIOK Acer Aspire
C22-963 (1mt.)) n yueOHO-HATIISHBIE TOCOOUS

66a

YuebHast aynuTOpus

Cron mpenogasatens (1 mr.), cronsl (16 mrt.), crynbs (30 wit.), cTyn
npenogaBatens (1 mrT.), mocka (1 wr.), TpuOyna (1 mT.), DxpaH
PyIOHHBIA HacTeHHBIH (1 mmT.)




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(epeHINsX, OCYIIECTBICHHE TEKYILIEro, IPOMEKYTOYHOro (OpM KOHTPOJIS.

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



