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CornacoBaHo ¢ npejcTaBuTeIsIMU paboTonaTeneit Ha 3acenannu HMC, mporokon Ne9 ot 17 anpenst 2023 r.

Ipencenarens HMC npod. [TaBenxo H.H.



1. HEJIX OCBOEHUSA JTUCIIUITIJIMHBI (MOAYJIS)

1.1 | opMupoBaHHE Y CTYACHTOB 3HAHUH O TOKYMEHTAIITHOHHOM

1.2 | obecnieueHNN NEATETHHOCTH TI0 YIIPABICHHIO IIEPCOHAIIOM B COOTBETCTBUH CO CIICII(DUKOH

1.3 | neATenbHOCTH OpraHU3alMH.

3aiayn: - U3y4UTh NPaBUIIa COBPEMEHHOTO JIEJIONPOU3BOICTBA M CIIOKUBIIMICS ONBIT TIOJTOTOBKH,
odopMIICHHUS ¥ BEJICHUS BCEX BHUJIOB JIOKYMEHTOB C YUE€TOM HOBBIX 3aKOHOAATEILHBIX aKTOB U
HOPMAaTUBHBIX JOKYMEHTOB;

- 1aTh MPEJCTABICHHE O 3aKOHOATEILHBIX aKTaX U HOPMATHBHO-METOINYECKUX

MaTepHaiax, periiaMeHTUpyonux JJokyMeHTalIbHOE 00ecieueHUe YIPaBICHUS IIePCOHATIOM;

- 03HAKOMUTH C TPEOOBAHUSAMH K OOPMIICHHIO JOKYMEHTOB, PETJIAMEHTUPYIOLIHX

yIIpaBJeHHE EPCOHATIOM OPTaHU3aIMU B LIEJIOM U IO OCHOBHBIM (DYHKITMOHAJIBHBIM 00JIaCTSM;
- TMOJTy9YHTH MPEJCTABICHAE 00 OCHOBHBIX BHJIaX OPraHU3AI[MOHHO-PACIIOPSTUTEIBHBIX
JIOKyMEHTOB U TpaBUjIaX COCTaBJICHUS JOKYMEHTOB I10 BCEM HAINPAaBJICHUAM YIIPaBIEHYECKON
NIESTEILHOCTH;

- chopMUpPOBATH Y 00YIAFOIIUXCS MPAKTHISCKHE YMEHUS M HABBIKA COCTABJICHUS U

0 OpPMIICHHSI COOTBETCTBYIOIINX JOKYMEHTOB, B TOM YHCJIE C UCIIOIB30BAHUEM KOMITHIOTEPHBIX
TEXHOJIOTUH.

2. MECTO JUCHHAIIIIMHBI (MOAYJISA) B CTPYKTYPE OGPA3OBATEJIbHOU ITPOI'PAMMBbI

ukn (pasnen) OIT: | 51.B

2.1 | TpeGoBaHusi K npeIBaAPUTEIbHOIT TOATOTOBKE 00y4aIOIIErocs:

2.1.1 | CuctemMbl MOTUBAIIUN U CTUMYJIMPOBAHUS TPYOBOH JESATEIHHOCTH

2.1.2 | TpynoBoe, MUTpAlIMOHHOE U apXUBHOE 3aKOHOAATENLCTBO B YIIPABICHUH MIEPCOHATIOM

2.1.3 | TexHonmoruu ympasjieHHs pa3BUTHEM IIEpPCOHANA

2.2 | AucuunjauHbl (MOAY/IU) U PAKTHKH, /151 KOTOPbIX OCBOEHHE JAHHOM JTMCHUILTHHBI (MOAYJISA) HEOOXOIUMO KAK
npeauiecTBywIee:

2.2.1 | IlnanupoBaHue 1 OI0PKETUPOBAHUE YIIPABICHUS IIEPCOHATIOM

2.2.2 | KagpoBblit KOHCANTHHT U ayIUT

2.2.3 [[ToaroToBka K mpoLeaype 3alIUThl M 3aIUTa BEITYCKHOH KBATU(DHUKAITHOHHON pabOTHI

3. P OPMUPYEMBIE KOMIIETEHIIUU, UHANKATOPBI UX TOCTUKEHUSA
1 IJIAHHPYeMbIe Pe3yIbTaThl 00y4eHHs

4. CTPYKTYPA U COAEPKAHUE I CIUILINHBI (MOIY.JIST)

Kon HaumeHoBaHue pa3jesioB H TeM /BHJ Cemectp | Yacos | Komneren- | Jlureparypa u 3a. pecypebl | IIpakrt
3aHSATHS 3aHATHS/ / Kype 187071 . OJT.

Pazgen 1. Moayas 1.
JlokyMeHTaMOHHOE 00ecTieyeHne

yIpaBJeHHs
1.1 OCHOBHBIE IOHATUS KypcCa. 3 4 IK-2.1 IIK- JI1.1J11.2 JI1.3 JI1.4 JI1.5
HNudopmanus. JJokymenT. PexBusur 2.2 TIK-2.3 | JI1.6J12.1 JI2.2 J12.3 JI2.4 J12.5
nokymenTa. OdunuanbHbIe ITK-2.4 TIK-
JoxkyMmeHThl. KOpunuueckas cuna 4.1 TIK-4.2
JIOKyMeHTa. Jlenonpou3BOICTBO. TIK-4.3 VK-
JlokyMeHTHpOBaHHE. 2.1 YK-2.2
JIoKyMEeHTOOOOPOT. YK-2.3 VK-
JloKyMeHTaIOHHOE 00ecTIedeHNe 24 VK-2.5

ynpasnenus. Knaccudukanus
JokyMeHToB. CucremMa JOKyMEHTallMU.

/JTex/

1.2 I'pymma 3 8 MK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
OpraHU3alMOHHOPACIIOPSIUTEIbHBIX 2.2TIK-2.3 J12.3712.4
JIOKyMEHTOB. T1K-2.4 TIK-

Crannaptusanys 1 yHHQUKaIs 4.1 T1IK-4.2
JOKyMEHTOB. YHU(HIUPOBaHHAS IIK-4.3 VK-
cucrema gokymentauuu (YCZ). 2.1VK-2.2
IIpunnune! genonpousBojcTBa. Cxema YK-2.3 VK-
OpraHM3aIy paboTH C JOKYMEHTaMH 24 VK-2.5

npeanpustus /IIp/




1.3 [punnune! nenonpousBoacTea. Cxema 15,8 | IIK-2.1 IIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 J12.2
opra”u3aiu paboThl C JOKyMEHTaMH1 2.2TIK-2.3 J2.3J12.4
TIPEANIPUATHS [1K-2.4 TIK-

/Cp/ 4.1 TIK-4.2
I1K-4.3 VK-
2.1 YK-2.2
VK-2.3 VK-
2.4 VYK-2.5

Paznen 2. Moayas 2. CoBpeMeHHOe

TOCYIapCTBEHHOE PeryJIipoBaHne

naejionpousBojacTsa B P@

2.1 3aKOHOJIaTENbHOE PETYINPOBAHUE 4 MK-2.1 IIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
Jenonpoun3BocTea. HopMaTuBHO- 2.2 TIK-2.3 J12.3J12.4
METOJIMYECKOE PETYTHPOBAHHE ITK-2.4 TIK-
nenornpoun3BocTea. /JIex/ 4.1 TIK-4.2

IIK-4.3 VK-
2.1 YK-2.2
YK-2.3 VK-
2.4 VYK-2.5

2.2 TocynapcTBenHas 8 MK-2.1 K- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
cucTeMa JOKYMEHTAallMOHHOTO 2.2 T1K-2.3 J12.3J12.4
obecrieueHus ynpasieHus. O0miue I1K-2.4 TIK-
nonoxxenus. /Ilp/ 4.1 TIK-4.2

IIK-4.3 VK-
2.1 YK-2.2
YK-2.3 VK-
2.4 VYK-2.5

2.3 O6mme TpedoBaHUs K 22 | [IK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
JOKYMEHTaM H cIy>k06am 2.2TIK-2.3 J2.3J12.4
JIOKYMEHTAIIMOHHOTO 00ECTICYCHNSI. ITK-2.4 TIK-

T'OCT P 6.30-2003: 4.1 TIK-4.2

YHuduuupoBaHHas cuctemMa IIK-4.3 VK-

OpraHu3alMOHHO-PACTIOPSAUTETBHON 2.1 YK-2.2

nokymenTanuu /Cp/ VK-2.3 VK-
2.4 VYK-2.5

Paznen 3. Moayas 3. TpedoBanust k

0JTaHKaM IOKYMEHTOB YIPaBJIeHUSA

3.1 CrocoObl H3rOTOBJICHHUS OJAHKOB M UX 2 TK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
Bubl. O0muii 6ank. biaHk nucbMa. 2.2 1IK-2.3 J2.3712.4
biiaHk KOHKpeTHOro Bua TOKyMEHTA. TIK-2.4 TIK-

/JTex/ 4.1 TIK-4.2
IK-4.3 VK-
2.1 YK-2.2
VYK-2.3 VK-
2.4 YK-2.5

32 bnanku 17151 paGoOThI ¢ MHOCTPAHHBIMU 6 TIK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
koMmaHusMu. ['epOOoBbIif ONaHK. 2.2 1IK-2.3 J2.3712.4
PexBuzutel Onanka. /IIp/ [IK-2.4 TIK-

4.1 TIK-4.2
IK-4.3 VK-
2.1 YK-2.2
VYK-2.3 VK-
2.4 VYK-2.5

33 IIpononbHoE 14 TK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI12.2
PpacroiokeHIe PEeKBU3UTOB OJIaHKA. 2.21IK-2.3 J2.3J12.4
YrnoBoe, ¢iaroBoe 1 LIEHTPOBAHHOE ITK-2.4 TIK-
pacroyiokeHHe peKBU3UTOB OytaHka /Cp/ 4.1 TIK-4.2

IK-4.3 VK-
2.1 YK-2.2
YK-2.3 VK-
2.4 VYK-2.5

Paznen 4. Moayas 4. OcHoBHBbIE
NpaBUJIa OPraHu3aluu padoThl ¢
JOKYMEHTaMH




4.1 O06paboTKa MOCTYMAOIINX 2 MK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
JokyMeHTOB. [lepBuuHas oOpaboTka 2.2TIK-2.3 J2.3J12.4
nokymeHToB. O0IIMe MpaBuiIa I1K-2.4 TIK-
perucTpanuu JOKyMEeHTOB, (DOPMEI 4.1 1IK-4.2
peructpauuu. [lepegaya TOKyMeHTOB, IIK-4.3 VK-
pPaccMOTPEHHE UX PYKOBOIUTEIIEM. 2.1 YK-2.2
Ilopsinok HanpaBieHUs JOKyMEHTa Ha VK-2.3 VK-

UCTIOTHEHUE U PAOOTHI UCTIOTHUTEIS C 24 VK-2.5
JnokymeHTaMu. /JIex/

4.2 Hcnonnenue 2 [IK-2.1 IIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
JOKyMeHTa. Bus! 1 popMBI KOHTpOIIS 2.2T1IK-2.3 JI2.3 J12.4
HCIIOJIHEHUS, CPOKOBAsL KAPTOTEKA. I1K-2.4 TIK-

OpraHu3zanus TeKyIero XpaHeHus 4.1 TIK-4.2
nen. Homenknarypa aen, oomiue [1K-4.3 VK-
TpeOOBaHMsI, BUIBI HOMEHKIIATYD. 2.1 VK-2.2
Mp/ YK-2.3 VK-

2.4 VK-2.5

4.3 CocraBiieHne HOMEHKJIATYpHI JIe. 20 TK-2.1 TIK- | JI1.1 JI1.2 JI1.3 JI1.5J12.1 JI2.2
dopmupoBanne U 0OpPMIICHHE JIEII. 2.2TIK-2.3 J12.3712.4
CucremaTtu3anus JOKyMEHTOB B JeTI€. TIK-2.4 TIK-

Xpanenue nen. [logroroeka 4.1 T1IK-4.2

JIOKyMEHTOB K IIepe/laye Ha apXUBHOE IIK-4.3 VK-

xpaHenue. Kpurepuu onenku 2.1VK-22

JnokymeHToB. CocTaBieHUe onucen VK-2.3 YK-

nen /Cp/ 2.4 YK-2.5

Paznea 5. [IpomeskyrouHnasi arrecranus

5.1 3auer /KA/ 0,2 |IIK-2.1 IK- | JI1.1JI1.2 JI1.3 JI1.5J12.1 J12.2

2.2TIK-2.3 J12.3712.4
[IK-2.4 TIK-
4.11IK-4.2
[1K-4.3 VK-
2.1 VK-2.2
VK-2.3 VK-
2.4 YK-2.5

5. OHEHOYHBIE MATEPHAJIBI

5.1. KoHTpoJIbHBIC BONIPOCHI U 3a/IaHUS

O 03N DN K~ Wi —

10
11

12.
13.
14.
15.

16

17.
18.
19.
20.
21.
22.

23

24.
25.
26.
217.
28.

. Ponb 1 3HaueHMe AE€I0IPOU3BOJCTBA B CUCTEME MEHEIKMEHTA.

. MUcTopus pa3BUTHS A€TONPOU3BOACTBA.

. OyHKIMHK eOPOU3BOICTBA.

. OCHOBHBIE HaNPaBJIEHNUs COBEPIIEHCTBOBAHUS JIETIONPONU3BOJICTBA.
. IIpnems! yHubHUKaUSI JOKYMEHTOB.

. CrangapTusanus JOKyMEHTOB.

. Kimaccnguxanms nokymeHTOB.

. IloHsiTHE OpraHU3allMOHHBIX JOKYMEHTOB.

. YcTaB Kak OCHOBHOM OpraHM3allMOHHBIN JOKYMEHT.

. OcHOBHBIE TPEOOBAHMS K ITOTIOKECHHSM.

. YupeauTenbHbIi JOTOBOD.

Ilonsatue norosopa.

JlomKHOCTHAs: MHCTPYKIIUS, €€ OCHOBHBIE MONOKEHHUS.

IToHsATHE IITATHOTO pacIUCAHUS.

Ha3naguenune paciopsANTENbHBIX JOKYMEHTOB, OCHOBHBIC BHIIBI.

. [lonsiTie pacnopsiokeHus.

OcHoBHEBIE TPeOOBaHMS K TOCTAHOBJICHHUIO.

Ilonstue yka3anus.

IIpuka3s u BeIIUCKA U3 HETO.

OcHoBHBIE TPeOOBaHUS K PELICHHUIO.

Hasnauenue u Buabl HHGOPMAITMOHHO-CIIPABOYHEBIX TOKYMEHTOB.
TpebGoBaHMS K COCTABICHUIO U O(OPMIICHHIO IIPOTOKOJIOB.

. IIpaBumna cocTaBIeHUS aKTa U €TO POJb B JIESITENBHOCTH MIPEATIPUATHS.
IonsTue u conep:kaHKue CIPABKU.

OcHOBHBIE TPeOOBAHUS K JOKJIAJTHBIM 3aITHCKaM.
OOBsicHUTENIbHAS 3aIIUCKA.

ITpaBuia ohopmiieHHUS CITy>KeOHOTO MUCHMA.

Pa3sHOBHIHOCTH CITy)KEOHBIX ITHCEM.




29. TenerpaMmsl, Terne- pakcorpaMMbl Kak HH(OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI.
30. lokyMeHTUpOBaHHE TPOLIECCOB JIBIKEHUS KaJPOB.
32. IloHsaTue TpyaOBOrO KOHTPAKTA.

32. Benenne TUYHBIX KAPTOUCK PAOOTHUKOB.

33. Odopmnenne TMYHBIX A€

34. BeneHue TpynOBBIX KHIKEK PaOOTHUKOB.

35. yOonuKat v BKJIAJIBIII TPYIOBOW KHIKKH.

36. Oprausanust JOKyMEHTOO00pOTa Ha MIPEAIPUITHH.
37. Peructpanusi JOKyMEHTOB.

38. KoHTpoib nCIONIb30BaHMs JOKYMEHTOB.

39. Cucrema nokymeHToB. HoMeHkIatypa aen

40. ®opMupoBaHUE U TEKYILEe XpaHEHUE JIeI

41. DxcnepTr3a IEHHOCTH JOKYMEHTOB OpraHU3aINH
42. ApXxuBHOE XpaHEHHUE JOKYMEHTOB U Ae1

43. OCHOBHBIE PEKBHU3UTHI U TPEOOBAHUS K HHM.

44. CtpyKTypa JeJOBBIX 1 KOMMEPYECKHX ITHCEM

5.2. Tembl NUCBLMEHHBIX PadoT

. CrannaptHble Gppasbl ¥ BRIPAXKEHHS ISIOBBIX H KOMMEPUECKUX ITHCEM

. PekoMeHanmm k HalmMCAaHUIO IETIOBBIX M KOMMEPYECKUX ITHCEM

. Opranusarys ¥ MpoBeJCHNE COBEIAHUH

. Opranusaiys IpoTOKOJIbHBIX MEPOIPUATHI

. OcHOBHBIC IpaBMIIa BEJICHUS IIPOTOKOJIA 3aCENaHUS

. CyIHOCTB 37IEKTPOHHOTO JOKyMEHTO000pOTa

. IIpaBuna cocraBneHust 1 opopMIIEHHS AEKTPOHHBIX JOKYMEHTOB

. CcTeMBl BIIEKTPOHHOTO JOKYMEHTO000pOTa

. Opranmzaryst paboThl ¢ JOKyMEHTaMH, KOTOPBIE OTHECEHBI K TOCYIapCTBEHHOI TaliHe
10. Opranmsarust paboThI ¢ JOKyMEHTaMH, COAEPKAIMMHI KOH(DHUICHINAIBHYIO
UHPOPMALIUIO

O 003N DN K~ W —

5.3. ®oH/ OLIEHOYHBIX CPECTB

1. Yupexnens! Ilerpom I B 1717-1721 rr. BMecTo NpHKa3oB; yIpa3JHEHbI ¢ 00pa30BaHUEM MUHHCTEPCTB:
a) KOJUIeTUH +

0) ceHaTsl

B) KOHCHJIUH

2. IIpu o6padoTke moxymenTtos Ha [1K 3anonHstoT:

a) KapTOYKy yJeTa TOKYMEHTOB

0) perucTpaMoOHHYIO KapTOYKY Ha JHCIUICe, a PETUCTPAOHHBI HOMEp CTaBsT Ha CaM JOKYMEHT +
B) JKypHAJI PETHCTPAIUH 1 3aTIOJHSIOT Ha JOKYMEHTE PEKBU3UT OTMETKY O MIOCTYIUIEHUH JOKYMEHTA

3. CBoJ IpaBuJI, pEryIupyIONIMX ASSTEIbHOCTh OPraHU3aLii, NX B3aUMOOTHOIICHHS C APYTUMH OpraHU3alUsIMHU U IpaXkKJaHaMH,
npaBa ¥ 0053aHHOCTH B c(hepe rocyIapCTBEHHON HITH XO3SHCTBEHHOH AEATEITbHOCTH!

a) JOJKHOCTHAS! HHCTPYKITHS

0) mraTHOE pacmucaHue

B) yCTaB +

4. Ilpukassl 10 TUIHOMY COCTaBY BH3HPYIOTCS:

a) BCEMH 3aUHTEPECOBAHHBIMHU B IIPUKa3€ TULAMHU +
0) pyKOBOIHUTENIEM CTPYKTYPHOTO TTOIpa3AeICHIS
B) 3aMECTHTENIEM PyKOBOIUTEIS OpPTraHU3auI

5. @paza “Ussemaem Bac, 4To...” TOBOPUT O TOM, YTO MUCHMO 10 COJEPIKAHUIO SBIISIETCS:
a) nHPOPMAIIMOHHBIM

0) mOATBEP)KACHUEM

B) M3BEIICHUEM +

6. Omuce — 3710:

a) CIIMCOK 3ar0JIOBKOB J€J1, 3aBOJIMMBIX Ha MPEINPUATHH, C YKa3aHUEM CPOKOB UX XpaHEHUS

0) y4eTHBIH JOKYMEHT, OCHOBHOM BHJ HAYYHO-CIIPABOYHOIO aIapara apXxuBa, 00eCICUMBAaIOIINI OlepaTHBHBIM TOUCK JOKYMEHTOB
+

B) OCHOBHOM y94eTHBIH JOKYMEHT, HCIIONIB3YEeTCs IS aHAJIN3a COCTaBa U ydeTa JBIXKCHUS KaJpoB

7. IlncpMo gare Bcero HauMHASTCs CJIOBAMU:
a) B COOTBETCTBHUH C ...

6)BCBs3U C ...

B) YBa)KaeMblii ... +




8. OCHOBHBIE UaCTH TEKCTa MPOTOKONA:
a) BBOJ(HAs, OCHOBHAsI +

0) KOHCTaTUPYIOMIAs], PACTIOPSIUTEIIHHAS
B) KOHCTAaTHPYIOLLasl, BBOIHAS

9. PexBU3NT, HE BXOIAIINI B QOPMYIISIp IIPHKA3a 110 JIMYHOMY COCTaBY:
a) 3aTOJIOBOK K TEKCTY

0) BM3a 03HAKOMJICHHUS

B) ajpecar +

10. JInunoe neno Begercs:

a) B TpeX IK3EeMIUIIpax

6) B OZHOM 3K3eMIuTIpe +

B) KOJIMYECTBO SK3EMILIPOB IT0 Mepe HEOOXOANMOCTH

11. [lesiTenbHOCTD anmapaTa yrupaBIeHuUs, 0XBaThIBAIONIAS BOIPOCH! JOKYMEHTHPOBAHKS U OPraHU3alliy pabOThI C JOKYMEHTaMH:
a) TOKYMEHTAIIMOHHOE 00CCIICUeHUE YIIPABICHUS +

6) crangapTu3amysa

B) CHCTEMA JIOKYMEHTAIUuU

12. YepHOE MUCHMO — 3TO MPOEKT AOKYMEHTa, COCTABIISIEMBIH B:
a) MHHUCTEPCTBaX

0) npukase +

B) KaapoBoOii ciayx0e

13. Peructpanus g0KHa ObITh:
a) OJJHOKpaTHOM +

0) nByKpaTHOU

B) MHOTOKpaTHOMH

14. Crmcok 3arojIoBKOB €, 3aBOANMBIX Ha IIPEANPHATHH, C YKa3aHHEM CPOKOB UX XPaHCHUS:
a) JINCTOK II0 y9eTy KaJpoB

0) KypHaJl perucTpanuu J0KyMEeHTOB

B) HOMEHKJIaTypa Jiel +

15. TekcT XapakTEpHCTUKK COCTOUT U3 2-X YacTel:
a) BBOJJHOM, OCHOBHOM +

0) KOHCTaTUPYIOLICH, PacIOPSITUTEILHOM

B) BBOJHOM, pacOPSAUTEILHON

16. JloxymeHT:

a) CTaHIapTHOE PACIIONIOKEHHE MaTeprana

6) MaTepuanbHbIil 00bEKT ¢ HH(pOPMaIHel, 3ahHUKCUPOBAHHON CO3JAHHBIM YEI0BEKOM CIIOCOO0M, Ul €€ Iepeaady BO BpeMeHH U
IPOCTPAHCTBE +

B) COBOKYITHOCTH PEKBH3HTOB O(HINATIFHOTO IHCHMa

17. IokyMeHT, He BKIIOUEHHBIN B IPYIITY BXOASIINX M UCXOAAUIMX TOKYMEHTOB B IPHKAa3ax:
a) rpamMoThI

0) oTIHCKH

B) aKT +

18. OmHa U3 3a71a4 CUCTEM YIPaBJICHUS JOKYMEHTOO00POTOM — paclpeenTh o01ue HHGOpMaHOHHEIE peCypChl OpraHu3alIvy,
TaxK JId 3TO:

a) HeT

0) na +

B) OTYaCTH

19. B nmuuHOE [€10 HE BKIIIOYAIOTCS

a) 3asBIICHAE O IIpHeMe Ha padoTy

6) BHyTpEHHSIS ONUCH Jena

B) KOITMH MIPUKA30B O TIEpeBOJIe Mo ciryxode +

20. IToHsATHE «TOKYMEHT» NMPOMCXOANT OT JIATHHCKOTO KOpHS ciaoBa documentum, Tak JIM 3TO:
a) HeT

0) na +

B) HEM3BECTHO

21. ®paza “Tloxamnyiicta, coodumTe. ..” TOBOPUT O TOM, YTO MUCHMO IO COAEPIKAHUIO SBISETCS:




a) mpocsboii +
0) yBeTOMIICHHEM
B) M3BEUICHUEM

22. IlpenmeT AeIO0NpPOU3BOJACTBA — OPraHU3aIMsI JOKYMEHTHBIX paboT, TaK JH 3TO:
a) HeT

0) ma +

B) OTYaCTH

23. Be o0mwmii )KypHaJ BceX BXOAAMINX OyMar, XpaHwi y ceds Oymaru, 0TBedal 3a HX COXPaHHOCTH U 3aBe/I0BAN 3aTOTOBJIECHIEM
KaHLEJSIPCKUX NTPUHAIICKHOCTEH!:

a) Horapuyc

6) Cekperapb

B) AKTapuyc +

24. Nudopmaryst, KOTOpasi IMEET CTPYKTYPY ¥ COJCPIKUTCS HAa HOCUTEIIE:
a) OpUIUATBEHBIA JOKYMEHT

6) moxyMeHTHpOBaHHAs HH(popManus +

B) JICJIONIPOU3BO/ICTBO

25. OcHOBHBIE YCIIOBHS JIOTOBOPA HE BKITIOYAIOT corfameHus o (00):
a) paboTe 1Mo OAHON WM HECKOIBKHM CIEUAIBHOCTSIM

0) KkBaTH(DUKAITUH

B) a3 dexTrBHOCTH pabOTHI +

26. Ilepenaua nndopmanuu, KOTOpas COAEPKUTCS B JOKYMEHTE, B IPOCTPAHCTBE U BPEMEHHU:
a) connaibHask pyHKIUS JOKYMEHTA

0) KOMMyHHKaTHBHAS (PyHKIUSI JOKyMEHTa +

B) monuTH4eckas QPyHKIMs TOKyMeHTa

27. OCHOBaHMEM IIpHU reorpadUIecKoM MpU3HAKE SBIACTCS:

a) 00beANHEHHUE B OHOM JIelie JOKyMEHTOB HECKOJIBKHUX KOPPECIIOHACHTOB +
0) Ha3BaHME PAa3HOBUIHOCTH JOKYMEHTOB

B) COJIep)KaHHUE IOKyMEHTOB

28. Kaxkoit u3 yka3aHHBIX JOKYMEHTOB IIPHOOpETaeT NPaBOBYIO (QDYHKIUIO Ha ONPEIeTICHHBIH IPOMEKXYTOK BPEMEHH:
a) 3aKOH

0) mIaTexxHOe MOpYyUYCHUE

B) IPOTOKOJI 3aCEAaHNS aTTECTAOHHON KOMUCCHH +

29. OcHOBHO#1 BUJ] pabOThI, 00ECIIEUNBAIOIINH CHCTEMAaTH3ALHs IOKyMEHTOB B JICJIONPOU3BOJICTBE:
a) cocTaBlieHHEe HOMEHKIJIATYphI JeT +

6) KOHTPOJIb 3a UCTIOTHEHUEM JIOKYMEHTOB

B) perucTpanys J0KyMEHTOB

30. PacnopsquTenbHbli JOKyMEHT KOJUIETHAIbHOTO OpraHa YIpaBlIeHUs, U31aBaeMblii MUHUCTEPCTBAMHU, BEJOMCTBAMU, HAYYHbIMU
COBETaMH:

a) pacropsKeHHe

0) peuienue +

B) yKa3zaHHe

5.4. IlepeyeHb BHIOB OIIECHOYHBIX CPEACTB

KonTponbsHO-011€HOUHBIE CPENCTBA I IIPOBEICHUS IIPOMEKYTOUHOM U UTOrOBOM aTTeCTalluu
00yuaroluxcs Mo JUCUUIIMHE HPUIararoTCs.

6. YHAEBHO-METOJUYECKOE H THO®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOZY JIS)

6.1. Pexomenayemasi iurepaTypa

6.1.1. OcHoBHas1 IMTepaTypa

ABTODBI, COCTaBUTENH 3ariaBue W3 narenscTBO, IO
JI1.1 |Bapmynn B. B. JlokyMeHTaIMOHHOE 0OecIeueHue yIpaBIeHUS: Mocksa: FOctumus, 2022, URL:
Y4eOHHK https://book.ru/book/942707
JI1.2 |Ilanacenko O. A. Jlenonpon3BoACTBO: TOKyMEHTAIIHOHHOE Mocksa: Uznarensckuit Lientp PO, 2016,
obecrieueHne yrnpasieHus: Y4eOHoe mocoone URL: http://znanium.com/catalog/document?
1d=45738




ABTOpBI, COCTABUTETH

3arnaBue

W3naTenbcTBO, TOJ

JI1.3 | KopobGeitnukosa JI. C., | JokyMeHTalmOHHOE 00ecreueHe JeI0BOTO0 Mocksa: U3narensctBo "Maructp”, 2011,
Kymprommuna O. M. obmrenus: Ydye6Hoe mocodue URL: http://znanium.com/catalog/document?
1d=83976
JI1.4 |beixoBa T. A., JIOKyMEHTAallMOHHOE 00ECTICUCHUE YITPABICHUS Mocksa: OOO "HayyHo-u3naTensCKuid HEHTP
Ky3nenona T. B. (memompon3BOACTBO): YuebHOE mocodue NH®PA-M", 2020, URL:
http://znanium.com/catalog/document?
1d=352307
JI1.5 |bynar P.E. JlokyMeHTaIIMOHHOE 00eCIICUCHUE YIIPaBICHUS Mocksa: OOO "Hay4yHo-u31aTenbCKUH LIEHTP
nepcoHanoM: YdueOHoe mocodne HNH®PA-M", 2019, URL:
https://znanium.com/catalog/document?
1d=355024
JI1.6 |Ilanos U.A., Pe3nuk JIOKyMEHTallMOHHOE 00eCTIeYeHNE Mocksa: OOO "Hay4yHo-u3gaTensCKuii HEHTP
C.I. BHYTPUBY30BCKOTO MeHekMeHTa: MoHorpaguss | UTH®PA-M", 2019, URL:
https://znanium.com/catalog/document?
1d=367645
6.1.2. JlonosinuTe/IbHAS JIUTEPATypa
ABTOpBI, COCTABUTEIH 3arnaBue W3znarenbcTBO, TOA
JI2.1 |Bapmynn B. B. JlokymeHTanmoHHOe oOecreueHrne yrpaBieHUs: Mocksa: FOctunus, 2020, URL:
Y4eOHuK https://book.ru/book/932046
JI12.2 | Cokomnosa O. H., JlokymeHTaInmoHHoe obecniedeHue ynpasinenns B | Mocksa: KaoPyc, 2010, URL:
AxumoukuHa T. A. opranuzanuu: YuebHoe mocobue https://book.ru/book/264584
JI2.3 | I'mamuii E.B. JlokymeHTanmoHHOe oOecrieueHrne yrpaBieHus: Mocksa: Uznarensckuit Lientp PO, 2020,
Y4ebHOe mocobue URL: https://znanium.com/catalog/document?
1d=354819
JI2.4 [Kupcanosa M.B., Kypc nenonpousponctsa: JOKyMEHTalUOHHOE Mocksa: OOO "Hay4Ho-u3aaTeNbCKUil HEHTP
Axkcenos 0. M. obecrieueHue yrpasieHus: YueoHoe mocooue NH®PA-M", 2020, URL:
https://znanium.com/catalog/document?
1d=358180
JI2.5 | JlaBpentbeBa MLI',, JlokyMeHTaIMoOHHOE 0OecreueHue KaapoBoit Mocksa: OOO "Hay4HO-U31aTeNbCKUIl HEHTP
Moxaes A. B. JIESITETIbHOCTH B chepe HHIYCTPHH NH®PA-M", 2022, URL:
TOCTENIPUUMCTBA: Y4eOHOe mocoone https://znanium.com/catalog/document?
1d=378487
6.3.1. JIunieH3MOHHOE ¥ CBOGOIHO paCIpOCTPaHsieMOe MPOrpaMMHoe o0ecreyeHne, B TOM YHcJIe 0Te4eCTBEHHOT0
NpPOU3BOJCTBA
6.3.1.1 | Windows 10 Pro RUS Omnepannnnas cucrema — Windows 10 Pro RUS Tloamucka Microsoft Imagine Premium — Order
Nel143659 ot 12.07.2021
6.3.1.2 | 7-Zip ApxuBarop 7-Zip IIporpammuoe obecnedenue no auuenzun GNU GPL
6.3.1.3 | Google Chrome Bpay3ep Google Chrome IIporpammuoe obecnedenue no muuersun GNU GPL
6.3.1.4 | Mozilla Firefox Bpayzep Mozilla Firefox IIporpammHuoe obecnieuenue no nurensud GNU GPL
6.3.1.5 | Kaspersky Endpoint Security AntuBupycnoe I1O Kaspersky Endpoint Security st 6uzneca Cranmaptasiit (350mT).
Horosop Ne ITP-00035750 ot 13 nexadps 2022r. (OOO Ipuma AiiTu)
6.3.1.6 | Adobe Reader DC Adobe Acrobat — makeT mporpaMm, npeaHa3HAYSHHBIA 111 CO3aHUs U MTPOCMOTPA MEKTPOHHBIX
myonmkarnuii B popmate PDF Adobe Acrobat Reader DC and Runtime Software distribution license agreement for use on
personal computers ot 31.01.2017
6.3.1.7 | Koncons Kaspersky Security Center Koncons anmunnctpupoBanus Kaspersky Security Center Jlorosop Ne ITP-
00035750 ot 13 nexadps 2022r. (OO0 Ilpuma AiiTwu)
6.3.2. Ilepeuens npodeccHOHAIBHBIX 023 TaHHBIX U HH)POPMANMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | Koncynprant [Tmoc http://www.consultant.ru
6.3.2.2 | POCCTAHJAPT ®denepanbHoe areHTCTBO 10 TEXHUUYECKOMY PETYIMPOBAHUIO U METPOJIOTHH
https://www.gost.ru/portal/gost/
6.3.2.3 | Konekc — IIpodeccuonansHble cripaBodHbie cicTeMbl  https://kodeks.ru
7. MTO (o6opyroBaHue U TEXHHYECKHE CPEACTBA 00y4eHUsT)
Ayn HanmenoBanue T10 OcHallenue
410 IToMmerenue aisa Windows 10 Pro RUS 20 mocaIouHBIX MECT, pabouee MEeCTO Mperno1aBaTels
MIPOBECHUS 7-Zip 20 xommbtotepoB A320M-H-CF/AMD Athlon 3000G/DDR4-
3aHATHH Google Chrome 2666-8I'6/A-DATA SX6000LNP/AMD RADEON
JIEKIIMOHHOT'O Mozilla Firefox Vega3/Realtek PCI-E GBE
THTIA, LibreOffice 20 monuTopoB Samsung S24R350FHI 23.8"




CEeMUHAPCKOTO
THUIA, KypCOBBIX
padoT (KypCoBBIX
MPOEKTOB),
TPYIIOBBIX U
WH/IMBUAYaTbHBIX
KOHCYJbTallUH,
TEKYILETO
KOHTPOJIS U
IIPOMEKYTOUHOM
aTTeCTalluH,
CaMOCTOSITENIbHOU
paboTHI.

LibreCAD

Inkscape

Notepad++.
1C:IIpeanpusitue 8. Kommuekr
Kaspersky Endpoint Security
MS Access 2016

MS Project Pro 2016

MS SQL Server 2019

MS SQL Server Management
Studio 18.8

MS Visio Pro 2016

MS Visual Studio Pro 2019
Blender

Gimp

Maxima

Oracle VM VirtualBox
StarUML V1

Oracle Database 11g Express
Edition

IntelliJ IDEA

JetBrains PhpStorm
JetBrains WebStorm
Autodesk 3ds Max 2020
Autodesk AutoCAD 2020
Adobe Reader DC
Embarcadero RAD Studio XES8
Arduino Software (IDE)
NetBeans IDE

ZEAL

20 KOMIIJIEKTOB KiaBuartypa + mbib (USB)
1 meynpasnsiembrit kommyrarop TP-LINK TL-SG1024D

402

ITomemmenue misa
MIPOBEICHUS
3aHATHH
JICKIIHOHHOTO
THIIA,
CEMUHAPCKOT0
THUIIA, KyPCOBBIX
pabot (KypcoBbIX
MIPOEKTOB),
TPYIIOBBIX H
WH/IMBUAYaTbHBIX
KOHCYJbTalUH,
TEKYILETro
KOHTpOJIA U
MIPOMEXYTOYHOM
aTTecTaluu.

7-Zip
Google Chrome
LibreOffice

36 mocagoYHBIX MECT, PEToAaBaTeIbCKOE MECTO, OCKA,
MYJIBTUMEIUHHBINA TPOEKTOP (TIEPEHOCHOH ), TEPEHOCHOU

HOYTOYK

409

[Tomemenue mms
MIPOBEICHHS
3aHATUN
JIEKIIMOHHOT'O
THTIA,
CEMHHAPCKOTO
TUINA, KypCOBBIX
paboT (KypCOBBIX
MIPOEKTOB),
TPYIIIOBBIX U
WH/IMBUAYaTbHBIX
KOHCYJbTalIUH,
TEKYIIEeTo
KOHTPOJIS U
MPOMEKYTOYHOMN
aTTeCTaIUH.

7-Zip
Google Chrome
LibreOffice

36 ocamOYHBIX MECT, MPETIOJaBaTeNIbCKOE MECTO, H0CKa,
MYITBTHMETUHHBIN TPOEKTOP (TIEPEHOCHOH), TepEeHOCHOH

HOYTOYK

8. METOIMYECKHE YKA3AHMUS U1 OBYYAIOIIIUXCS ITIO OCBOEHHUIO JUCHUIIJIMHBI (MOZY JIS)

CamocrostenbHas paboTa CTYICHTOB 3aKI0YaeTCS B CHCTEMAaTHIECKOM HM3YdeHNHT
PEKOMEHIyeMOH JINTePaTyphl, B IOATOTOBKE K BHITMOJHEHHIO TPOMEKYTOUHBIX U HTOTOBOTO
TECTOBBIX 3a/IaHHI, HAIIMCAHUH peepaToB, 3CCe U BBICTYIUICHHSX C JOKIagaMu. KOHTpoIb 3a
pe3ylbTaTaMi CaMOCTOSATEILHON pabOThI CTYIEHTOB OCYILECTBISIETCS B (POpME MUCHMEHHOTO




(KOMIIBIOTEPHOT0) TeCTUPOBaHMS. VITOrOBBIH KOHTPOJIb TUCLIUIIIHHEI - 3a4eT.

Buyiel camocTosITenbHON paboThl, BHIIOIHAEMBIE B paMKax Kypca:

1. KoHCTIeKTHpOBaHHE EPBOMCTOYHUKOB U APYTOH YIeOHOM INTEPaTypHI;

2. IIpopaboTka yaebHOro MaTepuraa (110 KOHCIIEKTaM, yIeOHO! 1 HAyIHOH JIUTEpaType);
3. BeimosiHeHue 3aAaHuii 1o 3amoJHEeHUI0 KOHTYPHBIX KapT;

4. Pabora c TecTaMu 1 BOIIPOCaMH JIJIsl CAMOIIPOBEPKH;

5. BBIMOTHEHNE HTOTOBOW KOHTPOJIBHOM PaOOTHI.

9. METOUYECKHE YKA3AHUS OBYYAIOIIMUMCS IO BBINMOJHEHNIO CAMOCTOSATEJIBHOU PABOTBI

CamocrositenbHas paboTa SBISETCS BaKHOW COCTaBHOW YacThIO yIeOHOTO TIporiecca 1
HeoOXoaAuMa AT 3aKpeIUIeHHs B yIIyOJIeHHs 3HAHUM, TOJyUYCHHBIX B IIEPUO]] CEMECTpa Ha
JIEKIUSIX, TPAKTUYECKUX U MHTEPAKTUBHBIX 3aHATUAX, @ TAKXKE U1l MHIUBUYaIbHOIO U3y4EeHUs
JUCITUIDIAHBI «JJOKyMeHTaTbHOE 00eCIIeUeHNE YIPABICHHUS ITIEPCOHAIOMY» B COOTBETCTBUH C
IPOrpaMMON U pEKOMEHI0BAaHHOM JTUTEPATYpPOU.

CamocrosTenbHas paboTa BBIIOIHIETCS B BUAE OATOTOBKH JOMAIIIHETO 3aJaHUS WIN
COOOIIEHNS 110 OTACIBEHBIM BOIIPOCAM, HAIMCAHUE U 3alIUTa HAYYHO-UCCIICIOBATEIIBCKOM
paboTHI.

KoHnTpomp kauecTBa BBEIIOIHEHHS CAMOCTOSATENLHOM (JoMAaIIHeH) paboThl MOXKET
OCYLIECTBIIATLCS ¢ IOMOLIBIO YCTHOT'O OIPOCa Ha MPAKTUYECKUX 3aHATHSX, 00CYKICHUS
MOATOTOBIICHHBIX HAyYHO-HUCCIICJOBATEIECKIX paboT, IPOBEICHHS TECTHPOBAHHS.

YcrHBIe (HOPMBI KOHTPOJISI TOMOTYT OIIEHHUTH BIAJCHHE HAYIHOH PEdbio (IHCKyCcCHs,

JIUCIIYT, COOOIIEHNE, TOKIAA U JIp.), B KOTOPBIX PacKphIBaeTCd yMEHHE IepeaTh HYKHYIO
nH(pOpMAaLUIO0, TPAMOTHO HCIIOJIF30BATh SI3BIKOBBIC CPEJICTBA, @ TAKIKE OPATOPCKHE IIPHEMBI IS
KOHTaKTa C ayJUTOPHUEH.

ITucerMeHHbIe paOOTHI MO3BOJISIOT OLIEHUTD BIIaJIeHHE HCTOYHUKAMU, HAYYHBIM CTHIIEM
U3JI0XKEHUS, U1 KOTOPOTO XapaKTEePHbI: JOTHYHOCTh, TOUYHOCTh TEPMUHOJIOTHH, 0O0OIIEHHOCTh
Y OTBJICYEHHOCTH, HACKIIIIEHHOCTH (pakTHUYeCcKOH MH(pOpPMAITHEH.




