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1. ITacnopT nporpaMMsl y4eOHO# U CHUIIHHBI

1.1 ObJs1acTh NpUMeHEeHHUs NPOrPaAMMBbI

PaGouass mporpamma yueOHOW AUCHUIUIMHBI J(OKYMEHTAalMOHHOE OOecTeUeHHE
yIpaBJICHUS SIBJISETCS YaCThIO OCHOBHOHM MpodeccHoHaIbHOM 00pa3oBaTelIbHON MPOrpaMMbl B
COOTBETCTBUH C (eaepalbHbBIMH TOCYJapCTBEHHBIMH OOpa30BaTEIbHBIMA CTAHAAPTAMHU TIO

cruenuaabHocTh 38.02.06 duHaHCHI.

1.2 MecTo aucuumiuabl B cTpykrype OITIOII

Vyebnas nucummuinHa JIOKyMEHTallMOHHOE oOOecleueHue YMPABICHUS OTHOCHUTCS K
npodeccuoHanpHOMYy — HHKIY  oOmenpodeccnoHalbHBIX  AUCIHHUILIAH OCHOBHOM
npodeccruoHanbHoi 00pa3oBaTENbHON MPOTPaMMBIL.

[Ipouecc u3yuyeHus TUCHUILUIMHBI HampaBieH Ha (OPMUPOBAHUE DJIEMEHTOB CIIEIYHOIINX

KOMIIETEHIINH:
OK 1 [loHuMaTh CyIIHOCTP M COLMANbHYIO 3HAYMMOCTb CBOeH Oyayruei
npodeccuu, NposIBIATH K HEW yCTOWYUBBIN UHTEPEC.
OK?2 OpraHu30BbIBaTh COOCTBEHHYIO JI€ATEIBHOCTh, BEIOUPATh THIIOBBIE METO/IbI

U CHOCOOBbl BBINOJHEHHUS MNPOPECCHOHANBHBIX 3aJlad, OLEHUBAaTh UX
3¢ (HEKTUBHOCTH U KaueCTBO.

OK3 [IprHEMaTh penieHus B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTyalUsIX U HECTH
34 HUX OTBETCTBEHHOCTD.

OK 4 OcCymecTBISTh MOUCK U HCIOJIb30BaHUE MHPOPMAIUH, HEOOXOTUMOU IS
3¢ dEeKTUBHOTO BBITIOJIHEHUS npodeccroHanbHBIX 3ajad,
podecCHOHaNBHOrO ¥ JIMYHOCTHOTO PAa3BUTHSL.

OK5 Bnanets nHGOpMalMOHHON KyJIbTYypOH, aHAIM3UPOBATh U OLICHUBATh
MHGOPMALIMIO C UCHOIB30BaHUEM WH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH.

OK 6 Pabortath B KOJUIEKTHBE U KOMaHAE, 3(p(PeKTHBHO 00IIaThCA ¢ KOJIJIEraMH,
PYKOBOJICTBOM, IOTPEOUTEISIMH.

OK 7 bpatb Ha ce0sf OTBETCTBEHHOCTh 3a paboOTy YJIEHOB KOMAaHJbI
(MOJYMHEHHBIX ), pe3yJIbTaT BBITOJTHEHUS 3aJaHUH.

OK 8 CaMOCTOATENBHO OMPEENIATh 3a/1a4u MPO(HEeCcCHOHATBEHOTO U JIMYHOCTHOTO

pa3BUTHA, 3aHUMATbCI CaMOOOpa30BaHHMEM, OCO3HAHHO IUIAHUPOBATH
HOBBILICHHE KBATU(PUKALMH.

OK 9 OpueHTHUpOBaTbCA B  YCIOBUSIX  YAaCTOM CMEHBI  TEXHOJOTHM B
npoeCCUOHAIBHON JEATEIHHOCTH.

INIK 1.1 | PaccunTeiBaTh MOKa3aTeNu NPOEKTOB OIOJHKETOB OIOIKETHON CHCTEMBI

Poccuiickoit @enepanuu.

11K 1.2 OOecrieunBaTh UCIIOJIHEHUE OIOMKETOB OOMKETHON CUCTEMBI Poccuiickoii

denepauni.

[IK 1.3 | OcyumecTBasiTh KOHTPOJIb 3a COBEPUICHUMEM ONEpaluid CO CpEeICTBAMH
OroxeToB OI0KeTHOH cucTeMbl Poccuiickoit deneparmu.

IIK 1.4 | CoctaBnsaTh OIOKETHBIE CMETHl Ka3€HHBIX YUYPEXKACHUH W TUIAHBI
(MHAHCOBO-XO3AWCTBEHHON NEATEIBLHOCTH OIOJDKETHBIX M aBTOHOMHBIX
YUYPEKICHUN.




I[IK 2.1 | Onpenenstb HAJIOTOBYH ©0a3y Il MCYHUCIICHHS HaJIOTOB W COOpPOB B
OromxeTsl Oro1KeTHOM cucteMbl Poccuiickoit denepanuu.

I[IK 2.2 | ObecneynBaTh CBOCBPEMEHHOE M IIOJHOE BBIMOJHEHHUE 00S3aTEIbCTB I10
yIUIaTe HaJloroB, COOPOB, M APYTHX OO0S3aTENBbHBIX IUIATEKEH B OOIKETHI
OrouKeTHOM cucteMbl Poccuiickoii denepanuu.

[IK2.3 | YuactBOBaTh B MEpOMNPHUATUSAX IO HAJOTOBOMY IIJIJAHUPOBAHUIO B
OpraHU3aIUsaX

IK 3.1 Y4acTBOBaTh B yNpaBIeHUN (PHUHAHCOBBIMH PECYpPCaMH OpPraHU3aIUH.

IIK 3.2 CocraBnarh (PMHAHCOBBIC IJIAHBI OPTaHU3AIINH.

I[IK3.3 | YyacTBOBaTh B pa3pabOTKe M OCYUIECTBIEGHHUU MEPONPHUATHH IO
HOBBIIEHUIO 3()(PEKTUBHOCTH (PUHAHCOBO-XO3SHCTBEHHOW IEATEIBHOCTH
OpraHu3aIuu.

IIK 3.4 | OGecrieunBath OCYyIIECTBICHHE (DUHAHCOBBIX B3aUMOOTHOILICHHHA  C
OpraHu3alusiMi, OpraHaMd TOCYJapCTBEHHOW BIACTH U  MECTHOIO
CaMOYyIIPABJICHMUS.

I[IK4.1 | OcywmecTBiare  OpUAMYECKH  OOOCHOBAHHOE  INPUMEHEHHE  HOPM.
peryinupyromux OrKETHbIE, HAJOTOBbIE, BAJIOTHBIE OTHOILIEHUS B 00s1acTu
CTpaxoBOM, 0AHKOBCKOM IESTENbHOCTH, YUeTa U KOHTPOJIS.

[IK4.2 | OcymectBnare 3¢dektuBHyt0 pabory ¢ wuHpoOpManueil (uraHCcoBO-
MPABOBOTO XapakTepa JJIsl IPUHATHSI HEOOXOAUMBIX PEIICHUH.

1.3 ean 1 3aga49u AUCHUILIMHBI:

[IpuoOpereHust CTyJaeHTaMU MPEACTaBICHUS 00 OCOOCHHOCTAX (OPMHUPOBAHUS W Pa3BUTHSA
CUCTEM JICTTOTIPOU3BOCTBA U 03HAKOMUTH C TEOPUEH M MPAKTUKOW OpPTaHU3alliid COBPEMEHHOTO

AOKYMCHTAITUOHHOT' O o0ecrieUeHHsT Ha OCHOBE Hay4YHO 000CHOBAHHBIX MNPUHOUIIOB U METOJ0B

Hean:

€r0 COBCPUICHCTBOBAHM .

3amaum:

- OCBCTUTH MCCTO ACIIONMPOU3BOJACTBA B IPOLCCCAX YIIPABIICHUS,

- OBHAKOMMUTH C PICTOpPIGfI Pa3sBUTHUA CUCTEMBI I'OCYJAPCTBECHHOI'O ACJIOIPOHU3BOACTBA,

- C(i)OpMPIpOBaTI) Y CTYACHTOB pallMOHAJIbHBIC ITOAXO/bI K PCHICHHUIO 3a1a4 OpraHu3alnuu

paboThI C TOKYMEHTAMHU B YUPEKACHUN;

- 03HAaKOMUTH CTYJCHTOB C COBPEMEHHBIMHU TUIIOBBIMH CTPYKTypamu ciyx0 JJOVY;

- U3y4YUTb COBPCMCHHLIC TCXHOJOI'MH NOKYMCHTALITUOHHOI'O obecrneueHus YIpaBJICHHA.

1.4

TpebGoBanus K pe3yabTaTaM OCBOEHUSI COAEPKAHUS TUCUUINTHHBI

B pe3ybTaTe OCBOCHUSA TUCHUMIUIMHBI CTYACHT T0J/IK€H YMETD:

- 0(QOPMIISITH JOKYMEHTAINIO B COOTBETCTBHH C HOPMAaTUBHOM 0a30ii, B TOM YHUCIIE C

UCI0JIb30BaHUEM HH(OPMALIMOHHBIX TEXHOJIOTHUH;

- HCIIOJIBb30BATh YHI/I(bI/IHI/IpOBaHHBIe (bOpMI)I JAOKYMCHTOB,;

- OCBaNBaTbh TCXHOJIOI'HN aBTOMaTHBHpOBaHHOﬁ 06pa6OTKI/I JOKYMCHTAIIUU,




- OCYILECTBIIATh XPAaHEHHUE U MOUCK IOKYMEHTOB; UCII0JIb30BaTh TEJIEKOMMYHHUKAIIUOHHbIE
TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0O0pOTE;

B pe3ysabTate 0CcBOEHHSI AMCHHUIJIMHBI CTYACHT /10JI2KE€H 3HATh:

- MOHSATHE, 111, 3a/1a4 U IPUHIUIIBI 1EI0NPOU3BO/ICTBA;

- OCHOBHBIE MOHATHSI IOKYMEHTALIMOHHOTO 00eCIIeUeHH sl yIIPaBICHHS;

- CHCTEMBbI JIOKYMEHTAIIMOHHOTO 00ECTICUCHU ! YIIPABICHUS;

- KJaccu(UKaIuio JOKyMEHTOB;

- TpeOOBaHMS K COCTABJICHUIO 1 0(DOPMIICHUIO IOKYMEHTOB;

- OpraHu3anuro JIOK}’MCHTOO60pOTaZ IIpHUEM, 06pa60TKy, PErucCTpalvio, KOHTpPOJIb, XpPaHCHUC

JOKyMEHTOB, HOMEHKJIATy Py J€ll.

BapuatuBHas 4acTh — HE IPEAYCMOTPEHO.

1.5 Koiu4ecTBO 4aCOB HA OCBOEHHE MPOrPpaMMbl JUCHUILINHBI:

MaxkcumanbHON yueOHOI Harpy3ku cTyieHTa 44 yaca, B TOM YHUCIIE:

- 00s13aTeNIbHON ay IUTOPHOM yueOHOM Harpy3Ku cTyJieHTa 36 4acos;

- KOHCYJIbTaIuu 4 4yaca;

- KOHTPOJIb 8 4acoB.

2. CTpyKTypa M cojep:kaHue Y4eOHO N CHUILTHHBI

2.1. O0beM yuyeOHOV TUCHMILUIMHBI U BUAbI Y4eOHOH padoThl

Bua y4yeOHoli fesiTe1bHOCTH

O0BeM yacoB

MaxkcumajibHasi yueOHasi Harpy3ka (Bcero) 44
OO0s3atenbHas ayAMTOpHAs yueOHast Harpy3ka (Bcero) 36
B TOM YHCJIE!

JIEKIIUU 16
IIPAaKTUYECKUE 3aHATUS 16
KOHCYJIbTallUU 4

KOHTPOJIb 8

KOHTPOJIbHBIE pabOThI

HE MPEAYCMOTPEHO

KypcoBas pabora (IpoeKT)

HE IPEyCMOTPEHO

caMocTosITeNIbHasg padoTa cTyAeHTa (BCEero)

B TOM YHCIJIC:

CamocrosiTesibHasi padoTa HaJl KypCcOBOil (IPOEKTOM)

He NpeayCMOTPEeHO

[TpomexyTouHast arTectanus B opme

Dx3aMeH




2.2 TemaTn4yeckHii IUIaH U coJep:KaHUe Y4eOHOM IMCUMILINHBI

HaumenoBanue Coaepxxanue yueOHOTo O0bem yacoB YpoBeHb
pa3aeioB U TeM MaTepuaJia, 1a6opaTopHbie U O0CBOECHHUS
NpPaKTH4YecKue padoThl,
camMocCTosiTe/IbHasA padoTa
o0yyaouuxcs, KypcoBast
padora (mMpoeKT)
Paspean 1. 1
CoBpeMeHHas
OopraHu3anus u
TICUXOJIOT U
JIOKyMEHTAIlMOHHOT O
obecreyeHus
yIpaBJICHUSI.
Tema 1.1. Ouenka | Cogep:xxanue y4eOHOro O3HaKOMUTEIBHBIN
COBPEMEHHOTO MaTepuaJia
COCTOSTHUS 1. ABTOMaTH3UpPOBAHHBIC 1
JIOKyMEHTAI[MOHHOTO TEXHOJIOTUH  00paboTKH
obecrieueHus JIOKyMEHTOB U UX
yIIpaBICHUS BIIUSIHHE Ha CHUCTEMY
JEIONPOU3BOJICTBA
KOHKPETHO OpraHU3aIliH.
2. B3aumocBs3b
Je0NPOU3BOJICTBA c
opraHuzaiuen
BEJIOMCTBEHHOT'O u
rocyJapCTBEHHOTO XPaHEHHUS
JIOKyMEHTOB.
3. Buusnue Xapaxkrepa
yIpaBJieHUs, TPUHIUIIOB
NPUHATUA peumieHU Ha
OpraHHU3aINIo u
TEXHOJIOTHIO
JIEJI0NPOU3BO/JICTBA.
JlabopaTopHblie padoThl HE
IpeyCMOTPEH
0
KoutpoabHbie padoThl HE
MpeyCMOTPEH
0
Pazpea 2.
Opranu3zanms
CITy>KOBI
JIOKyMEHTAIMOHHOTO
o0ecrnieueHHs 8
yIpaBJiIeHUs




Tema 2.1.
PermamenTtanus
byHKIMA
MoJIpa3aesieHui o
JIOKYMEHTallHOHHOM
y 00CITyKUBaHUIO

Conep:xanue

yueOHoOro

MaTepuaJia

1.

3agauu U GyHKIUHA
CITy>KOBI
JIOKyMEHTalIMOHHOTO
obecrieueHus
YIPABICHUS.
JomxkHoCcTHOM i
YU CJICHHBIN COCTaB
pabOTHUKOB CITy>KOBI
JOV.

JloJbKHOCTHAS
WHCTPYKIUS KaK
OCHOBHOW HOpPMAaTWBHBIN
JOKYMEHT,
ONPENEINSAIOINNA
OpraHU3aIMOHHO-
IIPpaBOBOE HOJIOKEHUE
paboTHHKA.

PenpoykTuBHBII

JlaGopaTopHbie padoThl

HE
peyCMOTPEHO

IMpakTyeckune 3aHATUS

1.

Cnyx0a
JOKYMEHTAllHOHHOT'O
oOecrneyeHus
YIpaBIEHUS: CYITHOCTb,
CTPYKTypa u
opraHu3anus paboThl.
2. HanpaBnenue
yHUGUKALNUN U
CTaHJIapTU3AINH
YIpaBIEHYECKUX
JOKYMEHTOB.
[TepcnexkTuBbl
HCII0JIb30BAHUS
AIIEKTPOHHBIX
JOKYMEHTOB B
yIpaBIeHYECKOM
JESITEIbHOCTH.

KonTpoJibHbIe padoThl

HE
peyCMOTPEHO




Tema 2.2 Coaepxanue y4eOHoro PenponyKkTuBHBII
[Tonoxenue o MaTepuaJia 2
ciayx6e 10Y u 1. MuacTpykuus o
JOJIKHOCTHAS JOKYMEHTallHOHHOMY
MHCTPYKILHS KaK o0ecre4yeHnIo yIpaBiIeHUs-
HOpPMAaTHBHAsI OCHOBA | OCHOBHOM HOPMAaTUBHBIA aKT IO
pacnpezneseHus periJamMeHTalluy OpraHu3aluu U
TpyZa MEXIY texHosaoruu JJOVY.
nojpasaenenusMu U | 2. HopmupoBanue Tpyaa
WCIIOJTHUTEIISIMU pabotHukoB  cayx6e  JIOVY,
TUIIOBBIE HOPMATHBBI BPEMCHH
Ha JIEJI0OIIPON3BOICTBEHHBIE
paboThI.
3. Pa3smemeHnue CTPyKTypHBIX
noapaszaeneHuii  ciayxoer JJOVY.
YcnoBus Tpyaa, opraHuzanus H
obopymoBaHre pabOYnX MECT.
4. Ilopsanok xpaHeHUs IeyaTew,
0JIaHKOB U TIpaBUJIa TOJIb30BAHUS
UMH.
JlaGopaTopHble padoThI HE
pelyCMOTPEH
0
KoutpoabHbie padoThl HE
pelyCcMOTPEH
0
Pasnen 3. 6
Opranuzanus
JIOKYMEHT0000pOoTa
Tema 3.1. Conep:xanue yueGHOTO PenponyxruBHBIi
Crpykrypau | matepuaJa
oOmas 1. Onpenenenune MOHIATUS 2
XapaKTepUCTHKA «JIOKyMEHTOO0OPOT». Ob6ume
JOKYMEHTOIIOTOKOB. | IPHHIMIIBI W METOJUYCCKHE
OCHOBBI OpraHHU3aIiU
JTOKYMEHTO000poTa, ux
peanuzaimsi B JCHCTBYIOLIUX

rOCyIapCTBEHHBIX HOPMAaTHBHBIX
JNOKyMEHTAax.

2. llpuem, npoxoKJIeHHE
U HOPSIOK HCIOJHEHUs




MOCTYMAKUINX JIOKYMEHTOB.
IIpensapurenbHoe
paccMOTpEeHHE TOKYMEHTOB.
3.PaccmoTpenue

JIOKYMEHTOB PYKOBOJICTBOM
YUpEXKACHUS U HampaBiIeHUE HX
Ha ucnosiHeHue. Perucrpanus u
KOHTPOJIb 33  MCIIOJIHEHUEM
JOKYMEHTOB B OPTaHU3ALIUH.

JlaGopaTopHbie padoThI HE
pelyCMOTPEHO
IIpakTHYeckue 3aHATHS
OdopmiieHHe  JTOKYMEHTOB B 2
COOTBETCTBUHU C TPEOOBAHHIMHU
I'OCT. 6.30-2003. BeisiBinenue u
HCTIPaBJIEHUE OIMO0K B
COCTaBJICHHBIX YIPaBJIEHYECKUX
JTOKYMEHTaX.
KonTpoabHbie padoThI HE
IIPeyCMOTPEHO
Tema 3.2. Conep:xanue y4e6HOro PenponykTrBHBIi
TenaeHuMU pocTa | MaTepHaJa 2
JOKyMEHTOOO0OpoTa | 1  BausHue  aBTOMAaTH3aLUU
B COBPEMEHHBIX oOpabotku  uHpopManmuu  Ha
VUPEIKICHUSX. KOJTMYECTBEHHBIC u
KaueCTBCHHBIC XapaKTCPUCTUKH
JIOKyMEHTO000pOTA.
2. «be3zbymaxHoe»
JI€JIONPOU3BO/ICTBO.
3. ABTOMaTU3UPOBAaHHbIE
CUCTEMBI IOKYMEHTO000pOTA.
JlaGopaTopHbie padoThI HE
IIPEyCMOTPEHO
KonTpoabHbie padoThI HE
peyCMOTPEHO
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Pazgea 4. 5
Perucrtpanus u
opraHu3anus
CIPaBOYHO-
MH(}OPMALIMOHHOTO
00CITyKUBaAHUS
JIOKYMEHTOB.
Tema 4.1. Coaep:xkanue yue0HOoro PenpoykTuBHBIM
Perucrpanus xax | matepuaJja
COCTaBHas 4acTb 1. Xapakrepucrtuka
texHosioruu JIOY. COBPEMEHHBIX bopmM, 2
coctaB HMHpOpPMAIUU U
MOPAIOK MX 3aII0JIHEHHUS.
2. PazBurtue croco0oB
perucTpanuu B
rocyapCcTBEHHOM
JI€JIONIPOU3BOJCTBE.
3. B3saumocss3b
perucrpanyu
JIOKYMEHTOB c
OopraHu3anuen
CIIPaBOYHO-
WH(pOpPMAITMOHHOM
paboTHI.
JlaGopaTopHbie padoThl HE
IpeyCMOTPEH
0
KoHTpoabHbIe padoThl HE
IpeLyCMOTPEH
0
Tema 4.2. Coaepxanue yueOHOIo PenponykTuBHBII
[IpuHIMTIBI MaTepHuaJia 1
IIOCTPOCHHUS l. HNudopmannonHo-
UH(POPMALMOHHO- CIIPAaBOYHOE
IIOMCKOBBIX CHCTEM oOciyX1BaHue
(UIIC). armapara ynpaBJICHUs
B YCJIOBUSIX
npumeHenus BT.

ITouck n
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UCTIOJIb30BaHUE
uHdopmaluu B

ABTOMATU3HPOBAHHBIX
UIIC.
JlaGopaTopHbie padoThI HE
peayCMOTPEH
0
[MpakTyeckune 3aHATUS
Korma w mnouemy mnpousonuio
BBIZICJICHUE B KauecTBe 2
CaMOCTOSITENIbHOTO  KOMILUIEKCa
Hay4YHO-TEXHUYECKON
JTOKYMEHTAIlUH?
Kakue BaKHEHIINE
(bYyHKIIMOHATIEHBIE CHUCTEMBI
JOKYMEHTAIlUl  CIIOXKIINCh K
HACTOSIIEMY BpEMEHU B
Poccuiickoit ®eneparun?
KonTpoabHbie padoThI HE
peayCMOTPEH
0
Pasnean S. 3
Kontpouns 3a
CpOKaMu
WCIIOJTHEHUS
JIOKYMEHTOB.
Tema 5.1. Coaepxanue y4eOHOTO PenpoayxTuBHBIN
3HayeHHe KOHTPONIS | MaTepHaJia

3a UCIIOJIHEHUE
JIOKYMEHTOB B
anmapare
yIpaBIEHUS.

1.dopmupoBanue TpeOOBaHUIA K
OpraHM3aIi KOHTPOJS 3a
CPOKaMHM UCIIOJTHEHUS
JOKYMEHTOB B
JeTOTIPOU3BOJICTBEHHOM CITyK0e.
2. @yukuu cayx0e1 IOY no
KOHTPOJIIO 33 CPOKaMH
UCIIOJIHEHUS JOKYMEHTOB.

3. Kareropuu 10KkyMeHTOB,
MOJJIeXKAIIUX KOHTPOJIIO.

4. CpoKH HCTIOJTHEHUSA
JOKYMEHTOB.

5. TexHOJIOrusi KOHTPOJIbHBIX
orepanuu.
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JlaGopaTopHbie padoThI

HE
pe1ycMOTpeH
0

IIpakTHYeckue 3aHATHS
TexHomoruss KOHTPOJIS 3a
HCIIOJIHEHUEM JJOKYMEHTOB.
B3anmocss3b npoueccon
perucTpanyu U KOHTpOJIS 3a
UCIIOJTHEHUEM JOKYMEHTOB.
O06o0mmenue, aHaau3 U
UCII0JIb30BaHUE JaHHBIX 00
HCIIOJIHEHUU JOKYMEHTOB B
YCIOBUSAX TPAJULIUOHHON U
aBTOMAaTU3UPOBAHHOMN
TEXHOJIOruU 00padoTKH
JIOKYMEHTOB.

KonTpoabHbie padoThI

HC

HpeyCMOTpEH
0

Pasnean 6.
®opMupoBaHUE U
XpaHEeHHeE JIe] B

3

JIeJIONPOU3BOJICTBE.
Tema 6.1. Coaepxanue y4eOHoro PenponyKkTuBHBII
CoBpemenHast MaTepuaJia
HOPMAaTHBHO- 1. Xapakrepuctuka 1
MeToaudeckas 0asa, COBPEMEHHOI
TpeOoBaHUs K HOPMAaTUBHO-
(bopMHUPOBAHUIO JIETT METOANYECKOM 0a3bl
B opraHusanuu padoTsl ¢
JIEJIONIPOU3BO/ICTBE. JTOKyMEHTaMHU B
YIPaBICHUH.
2. CoBpeMeHHbIE
TpeOoBaHUs K

bopMyIIsSIpy TOKYMEHTOB.
(I'OCT OPZ 2003 r.).

3. T'ocymapcTBeHHas
cucreMa
JOKYMEHTAIMOHHOI'O
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obecneyeHus
yopasnenus. ('CLOY)

JlaGopaTopHbie padoThI

HE
peIyCcMOTpEH
0

[MpakTHyeckune 3aHATUS

l.

dopmMupoOBaHHE
OpraHM3aIusIX
PazITUYHbBIX
yIpaBJICHUSI.
3agaun cnyx6s1 JOY u
BEJIOMCTBEHHOT'O apXuBa
1o obecrevyeHuIo
KaueCTBEHHOI' O
dhopmMupoBaHHS
YUPEKICHUH.
[IpaBuna ¢opmupoBaHus
pPa3IMUHBIX  KaTErOpUi
JJOKyMEHTOB B JIeJia.
[TpuHIMIIBL
CUCTEeMaTU3aluu
JIOKYMEHTOB BHYTpPH J€JI.

J€1 B

YPOBHEH

€I B

KoHnTpoabHbIe padoThl

HE
peIycMOTpeH
0

Pazpen 7.

Howmenkiarypa nen.

3

Tema 7.1.
TpeboBanus k
COCTAaBJICHHIO

HOMEHKJIATYPBI €L

Conep:xanue

yueOHOro

mMartepuaJja

l.

[loHsATHE HOMEHKIIATYPBI
Il

Bunst HOMEHKJIATyPbI
JIeN1, X OCOOEHHOCTH U

PenponyktuBHbIN
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Ha3Ha4YEeHHE.
3. MeToguka COCTaBIIEHHUS
HOMEHKJIATYPBI Je.

JlaGopaTopHbie padoThI HE
peayCMOTPEHO
[MpakTuyeckune 3aHATUS
1. 3HaueHuMe HOMEHKIATYPHI
Jell. 2
2. TpeboBanus K
HOMEHKJIAType JIe.
3. Topsnok BEJICHUS
HOMEHKJIATyphl Al
KonTpoabHbie padoThI HE
IIPEyCMOTPEHO
Pasnen 8. 2
Opranuzanus
XpaHeHus
JIOKYMEHTOB U
obecreyeHne ux
COXPAHHOCTH.
Tema 8.1. Conep:xkanue y4eOHOro
XpaHeHue MaTepHuaJia
JIOKYMEHTOB B 1. OTBeTCTBEHHOCTH PenponykTuBHBII
CTPYKTYPHBIX CIpaBOYHOM pPabOTBI U
NOJIpa3eNeHUsAX MOPSIOK BBIJIAYN
OpraHU3alyy. JOKyMEHTOB TUTSt
BPEMEHHOTO
MOJIb30BAHUS npu
XpaHEeHUHN ux B
CTPYKTYPHBIX
MO/Ipa3IeNIeHUsX.
2. XpaHeHue
MaIUHOYUTAEMBIX
JOKYMEHTOB u
JOKYMEHTOB Ha
MarHUTHBIX HOCUTEJSX.
JlaGopaTopHble padoThI HE
peayCMOTPEHO
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HpaKTI/l‘IGCKI/Ie 3AHATUA

l.

XpaHEeHHE TOKYMEHTOB H

Jell. 2
2. Kpurepun onpeneneHus
3HaYUMOCTHU JTOKYMEHTOB.
3. Ob6ecrnieuenue
COXPaHHOCTHU
JIOKYMEHTOB,
Nepe/IaHHbIX B apXUB.
KoHnTpoabHbIe padoThl HE
pelyCMOTPEHO
Pa3nen 9.
DKkcrnepTusa
LEHHOCTHU 2
JIOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE.
Opranu3zanus
AKCHEPTHU3HI.
Tema 9.1. Coaepxanue y4eOHOro PenpoykTuBHbIi
HopmaTuBHO- | MaTepuana
METOJUYECKHUE U 1. Tlomartue  «dKcmepTU3a
TEOpETUYECKHE [EHHOCTH.
OCHOBBI IIPOBE/ICHUS 2. TpeboBanus K
HKCHEPTU3BI. MIPOBE/ICHUIO AKCIEPTU3BI
LIEHHOCTH JJOKYMEHTOB.
3. Opranuszanus u
IIPOBEJIEHUE DKCIIEPTHU3BI
LIEHHOCTH  JIOKyMEHTOB,
LEHTPAJIbHBIX
OKCIEPTHBIX  KOMHCCUH
(OK) yupexaeHus.
4. IlpaBa u byHKIIIN
KOMHUCCHUH, OpTraHu3alus
paboThl u
JOKYMEHTUPOBaHUE
NEeSTebHOCTH.
5. Topsnok padotst JK.
JlaGopaTopHble padoThI HE
peyCMOTPEHO
IIpakTHYeckue 3aHATHSA
XapakTepucTdka U TOPSAOK 2

JOCTyIIa K JOKYMEHTUPOBaHHOU
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uHpopmanuu ¢ tpudom « s
CITY>K€0OHOTO TIOJIb30BAHUS

KoHnTpoabHbIe padoThl HE
peayCMOTPEHO
Pa3nea 10. 1
[ToaroroBka u
nepenaya Jiell B
apXMB OpraHu3aluu.
Tema 10.1. Conep:xkanue y4eOHOro PenponykTuBHBIN
[ToaroroBka Marepuaja
JIOKYMEHTOB U 1. VYaudukamus
nepeaaya Ha TpeOOBaHUM K Jenam
BEJIOMCTBEHHOE CIaBaeMbIX B apXUB. 1
XpaHEHHUE. 2. HopmaTtuHO
METOANYECKHUE
matepuansl OenepanbHO
apXMBHOW CIyXObl 00
ohOpMIICHUH JIEI.
3. OcHOBHbIE TpeOOBaHUS K
ohopMIIEHHIO nen.
[lonHoe wu  yacTUuHOE
oopmMIIeHHE nen.
IlommmBka nen.
Hywmepanus JICTOB.
BHyTpeHHss onucsk.
4. IlpaBuia  cocTaBieHUA
ONMCH JI€] CTPYKTYpHOTO
MI0/Ipa3JIEJICHUS
5. Ilepenaua Jen B
BEJIOMCTBEHHBI  apXUB.
BzauMmojeiictBue
CITYKOBI J0Y "
BEJIOMCTBEHHOI'O apXHBa
pu (dbopMupoBaHUU
OCHOBBI TUTSt
MOCJEAYIOIIEro XpaHEeHUs
u HCII0JIb30BaHUS
JJOKYMEHTOB.
JlaGopaTopHblie padoThl HE
peayCMOTPEHO
Bcero: 32
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1.  — 03HAKOMUTENbHBIN (y3HABAHUE paHEe U3YUYECHHBIX 0OBEKTOB, CBOMCTB);

2.  — pempoIyKTHBHBIH (BBIMOJIHEHHE AESITEIBLHOCTU MO 00pasily, MHCTPYKIHMH WU
MOJIPYKOBOJICTBOM)
3. — ONPOAYKTUBHBIN (IIJIAHUPOBAHUE U CAMOCTOSTEILHOE BHIMIOJHEHUE JeATEIbHOCTH,

peueHuenpoOJIeMHBIX 3a1a4

23 OO0pa3oBaTe/ibHbIE TEXHOJOTHMH, HCOJIb3yeMble NP NPOBEACHNUH AYIUTOPHBIX
3aHATHI

OObpa3oBarenbHble TEXHOJOTHH, HCIONb3yeMble MPH pealu3alud pa3IUndHbIX BHUIOB
yueOHOi paboThl 1 naroire Hanbosee 3PPeKTUBHBIE PE3yIbTaThl OCBOCHHS JUCIUILIUHBI.

B cootBerctBun ¢ TpeboBanusiMu PI'OC CIIO no crneuuanbHOCTH peanu3anus
KOMIIETEHTHOCTHOI'O MOJXO0JAa JOJIKHA IpelyCMaTpUBaTh IIMPOKOE HCIIOIb30BaHUE B YU4EOHOM
IpolLecce aKTUBHBIX W HHTEPAKTHUBHBIX (OpPM MPOBEIACHHUS 3aHITHH (KOMIBIOTEPHBIX
CUMYJISALUN, MENOBBIX M POJEBBIX WP, pa300p KOHKPETHBIX CHUTyalui, NCUXOJIOTHYECKUE H
UHbIE TPEHUHTHW U T.JA.) B COUYETAHUU C BHEAYAUTOPHOH paboToil ¢ 1enbio GOpMHUpPOBAaHUS U
pa3BUTHA TpeOyeMbIX KOMIIETEHIIUN 00y4aroImuxcsl.

Buipl 00pa3oBaTelIbHBIX TEXHOJIOTHH.

OOpasoBarenpHasi TEXHOJOTUS — OTO COBOKYIHOCTb HAy4YHO M MPAKTHYECKH
000CHOBAHHBIX METOJ0B U MHCTPYMEHTOB AJI JTOCTHKEHHS 3allJIAHUPOBAHHBIX PE3YyJbTaTOB B
obnmactu oOpaszoBaHus. [IpuMeHEeHUE KOHKPETHBIX 00pa30BaTENbHBIX TEXHOJOTHH B ydeOHOM
mpoliecce ompeaensercss cnenupuKoil yueOHo! IesTenbHOCTH, €€ WH(OPMAIMOHHO -pPeCypCHOM
OCHOBBI M BUJIOB Y4€OHOI paboOTHI.

1. TpamuuuoHHble 00pa3oBaTeNbHbIE TEXHOJIOTHH OPHEHTUPYIOTCS Ha OpTraHMU3aINI0
00pa30oBaTeNBHOTO  Ipoliecca, MPEeANoJaralllyl0 NpsAMYK  TPaHCIALMIO 3HAHMW  OT
IIpernojaBaTelis K CTyJeHTY (MPEeHMYIIEeCTBEHHO Ha OCHOBE OOBSCHUTENIBHO-UILIIOCTPATUBHBIX
METOJI0B 00yueHus1). YueOHas NesATeIbHOCTh CTYI€HTa HOCUT B TaKUX YCJIOBHUAX, KaK MPABUIO,
PEnpOIYKTUBHBIN XapakTep.

[Ipumeps! popm yueOHBIX 3aHATUI C UCIIOJIB30BAHUEM TPAJAULMOHHBIX TEXHOIOTHI:

Jlekyusa — moclenoBaTeNbHOE H3JIO0XKEHHE MaTepuana B AUCHUIUIMHAPHOW JIOTHKE,

OCYUIECTBIIIEMOE MPEUMYIIIECTBEHHO BepOaIbHBIMU CPeACTBAMU (MOHOJIOT TIPETIOJaBaTeNs).

Cemunap — 6ecena mpemnojaBaTesi ¥ CTyACHTOB, 00CYKIeHHE 3apaHee MOArOTOBICHHBIX
COOOIIEHUH, TIPOCKTOB M0 KaXJIOMY BONIPOCY IUIaHA 3aHATHS C CIWHBIM JIJIs BCEX IepeYHEM
pEeKOMEHAYEMOM 00s13aTeIbHOM U TOTIOTHUTENEHOM JTUTEPATYPHI.

Ilpaxmuueckoe 3anamue — 3aHSATHE, TOCBSIICHHOE OCBOCHHWIO KOHKPETHBIX YMEHHH U
HABBIKOB TI0 MPEITIOKECHHOMY aJITOPUTMY .

Jlabopamopnas paboma — opranuzaius yaeOHOH pabOThI ¢ peaTbHBIMH MaTEePUATHHBIMH

U UHQOPMAIIMOHHBIMM OOBEKTaMH, SKCIIEPUMEHTANbHAs paboTa ¢ aHAJIOTOBBIMH MOJEISMU
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peanbHbIX 0OBEKTOB.

2. TexHonoruu npoGieMHOro oOy4yeHHs] — OpraHusanys oOpa3oBaTEILHOIO Ipoliecca,
KOTOpasi TpEeNIoyiaraeT IOCTAHOBKY MPOOJEMHBIX BOMNPOCOB, co3aanue 20  ydeOHBIX
MpOOJIEMHBIX CUTyallMid JUisi CTUMYJIHpPOBAaHHE AaKTHBHOW IMO3HABATEIbHON MAESITEIBbHOCTU
CTYJICHTOB.

[Ipumepsl GopM y4eOHBIX 3aHITUH C MCIOJIB30BAHUEM TEXHOJIOTUNH MHPOOIEMHOTO
o0yueHus:

Ilpobnemnaa nexkyusi — W3JIOXKEHHWE Marepuana, IMPEANoarapilee MOCTAHOBKY
MpoOJIEeMHBIX M JUCKYCCHOHHBIX BOIIPOCOB, OCBEHICHHE PAa3UYHBIX HAYYHBIX TOJXOJIOB,
aBTOPCKHE KOMMEHTapHUH, CBS3aHHbIE C Pa3JIW4YHBIMU MOJEISMU HHTEPIIPETALMU H3Y4aeMOTO
Marepuana.

Ilpakmuueckoe 3aunamue 6 ¢opme npakmuxyma — OpraHu3alus yduyeOHOW paboThl,
HalpaBlieHHAs Ha pelIeHHe KOMIUJIEKCHON ydeOHO-Mo3HaBaTeNbHON 3amaud, TpeOyromend oT
CTYJIeHTa IPUMEHEHHUs KaK HayYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

Ilpakmuueckoe 3ansamue Ha OCHOB8e Kelic-memooa («METOJ KEHCOB», «KEHC-CTaam») —
oOydeHHe B KOHTEKCTE MOJEIUPYEMOW CHUTYyallMH, BOCIPOU3BOAIICH peallbHbIC YCIOBHS
HAay4YHOM, TPOU3BOACTBEHHOM, OOIIECTBEHHOW aAesaTesibHOCTH. OOyuarommecss JOJKHBI
MPOAHATN3UPOBATE CHTYyaIMI0, pa3o0paThcsi B CYTH MpoOjeM, NPEUIOKHTh BO3MOXKHBIC
pemieHuss ¥ BBIOpaTh Jyuinee u3 HuX. Kelchl 0a3upyrorcs Ha peanbHOM (HaKTHYECKOM
MaTepuase WIH e TPUOIMKEHBI K peaIbHOW CUTYyaIiH.

3. UrpoBeie TEXHOJIOTMH — OpraHu3alys 00pa30BaTEIbHOTO MpOIecca, OCHOBAHHAS Ha
PEKOHCTPYKIIMH MOJICJICH MOBE/ICHUS B paMKaX MPEI0KEHHBIX CIICHAPHBIX YCIOBUH.

[Tpumepsl hopm yueOHBIX 3aHATHI C HCTIOJBb30BAHUEM UTPOBBIX TEXHOJIOTHIA:

Jenosas uepa — MoOIENUpPOBAHUE PA3JIMUHBIX CUTYallMil, CBSI3aHHBIX C BBIPAOOTKON U
MPUHATAEM COBMECTHBIX PEIIeHHUH, 00CYX ICHHUEM BOIPOCOB B PEKUME «MO3TOBOTO IITYpMay,
PEKOHCTpYKIMEH (QyHKIIMOHAIIBHOTO B3aUMOICHCTBHUS B KOJUICKTHUBE U T.II.

Ponesass uepa — vmuTanMs WM PEKOHCTPYKIMS MOJEIECH pPOJEBOrO TOBEJACHUS B

MMPCAJIOKCHHBIX CUCHAPHBIX YCIOBUAX.

4. TexHoJIOTMM NPOEKTHOIO OOY4YEHMs] — OpraHu3alus oOpa3oBaTENbHOrO Ipoliecca B
COOTBETCTBUU C QJTOPUTMOM IIO3TAIHOI'O pPEIIeHHUs] NPOOJEMHON 3aJauyd WJIM BBINOJHEHHS
yaeOHoro 3aganus. [IpoekT mpeanonaaraer COBMECTHYIO Y4eOHO -IT03HABATENBHYIO NEATEIbHOCTh
IPYIIBl CTY/IEHTOB, HANPABICHHYIO Ha BHIPAOOTKY KOHIENIMH, YCTAHOBJICHHUE Iiesiel U 3a/1ad,
(GOpMYyJIHPOBKY O0KHJIAEMBIX PE3yJIbTAaTOB, OINpEAEICHUE MNPUHIMIIOB M METOAUK PpEUICHUS
MOCTaBJICHHBIX 3aJa4, IUIAHUPOBAHHUE XoOJa paOOThl, MOUCK JOCTYMHBIX M ONTHUMAJIbHBIX

pecypcoB, MO3TANHYI0 pEATU3aLUI0 I1aHa Pa0OThI, MPE3EHTALUI0 PE3YyIbTaTOB PabOThI, UX
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OCMBICIICHHE U PEIICKCHIO.

OCHOBHBIE THITBI TPOCKTOB:

Hccneooeamenvckuii npoekm — CTpyKTypa TIpubimxeHa K QopmaTry Hay4dHOro
UCCIeIoBaHus (JI0Ka3aTeIbCTBO AaKTyalIbHOCTH TEMBI, OMpECICHUE HAyYHOH MpoOIeMBbl,
npeaMeTa W O0bEKTa HCCICNIOBAaHMSA, LENed W 3aJad, METOAOB, WCTOYHHKOB, BBIJIBIDKECHHE
TUIO0TE3bl, 000011IeHNE Pe3yIbTaTOB, BBIBO/IbI, 0003HaUEHHE HOBBIX IPOOIIEM).

Teopueckuii npoexkm, Kak INpaBWJIO, HE MMEET JETAJIbHO NMPOPAOOTaHHON CTPYKTYpHI;
y4eOHO-TI03HABATeNbHAsL JEATEIBHOCTh CTYJIEHTOB OCYLIECTBIISIETCS B paMKax pPaMOYHOTO
3aJJaHusl, TOJYMHSSCH JIOTHKE M WHTEpecaM YYaCTHUKOB IPOCKTA, )KaHPY KOHEUHOTO pe3ysIbTaTa
(razera, pusIbM, Ipa3IHUK | T.II.).

Hupopmayuonneiti  npoexm — ydeOHO-TO3HABATENbHAS JEATENBHOCTH C  APKO
BBIPQ)KCHHOM  IBPUCTHYECKOW  HANpPaBJIEHHOCTHIO (MOWCK, OTOOp W  CHUCTEMaTH3aIlHs
uH(pOpPMAIIUU O KaKOM-TO 00BEKTe, 03HAKOMIICHHE YYACTHUKOB MPOEKTa ¢ 3TOH MHpOpMaIuei,
€€ aHaJIu3 U 0000IICHHE JIJIs IPE3EHTAIlUK 00JIee IIMMPOKON ayAUTOPHH ).

5. HTepakTUBHBIE TEXHOJIOTMH — OpPraHu3anus o0pa30BaTENBHOIO MpoIecca, KOTopast
IpeanoiaracT akTUBHOE M HEJIMHEHHOE B3aUMOJICHCTBHE BCEX YYaCTHHUKOB, OCTH)KCHHE Ha
9TOH OCHOBE JHMYHOCTHO 3HAYUMOTO HJsi HUX OOpa3oBaTenpHOro pesyibTata. Hapsmy co
CHEIUANIM3UPOBAHHBIMU  TEXHOJIOTHSIMH ~ TaKOrO  poja  NPUHIUN  MHTEPAKTHBHOCTU
MIPOCIICKUBACTCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

[Mpumepsl QopM y4eOHBIX 3aHITHH C HCIOJB30BAaHHEM CIEHUAIN3HPOBAHHBIX
MHTEPaKTHBHBIX TEXHOJIOTHI:

JleKyus «0Opamuoll ceazuy — jgekyus—nposoxkayus (M3JI0)KEHUE MaTepuala C 3apaHee
3arIaHuPOBAHHBIMU OIIMOKaMHU),

Jnekyusi-beceoa,

JIeKYUsL-OUCKYCCUSL,

ceMUHap-OUCKyccusi — KOJUIEKTUBHOE 00CYXKJIeHHE KAaKOoro-iubo CIOpHOro BOIpPOCa,
npo0OJieMbl, BHISIBICHUE MHEHUH B TPYTIIIE.

6. I/IH(bOpMaLlI/IOHHO-KOMMYHI/IKaI_[I/IOHHI)Ie O6pa3OBaTCJ'IbHBIe TCXHOJIOTUH — OpraHrU3al

o0pa30BaTeNbHOIO  IpoOlLleCcCa, OCHOBAaHHAs Ha  IPUMEHEHHWU  CIEHUAIN3UPOBAHHBIX
[IPOTPaMMHBIX CPEJ U TEXHUYECKUX CPEACTB paboThl C UHPOpMaLHEi.

IMpumepsl  ¢opMm  ydeOHBIX 3aHATHH €  UCHONB30BaHUEM  HMH(OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTH:

Jlexyus-eusyanuzayus — W3I0KEHUE COJECPKAHUS CONPOBOXKAACTCS Mpe3eHTaluel
(memMoHCTpanuell ydeOHBIX MaTepUaioB, IPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WITIOCTPATUBHBIX, TPaHUECKUX, ayIMO0- U BHJICOMATEPHAIIOB).

Hpakmuqecme 3aniamue 6 ¢0p]l/l€ npezermayuu  — MNPCACTABJICHUC PC3YyJIbTATOB
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HpOGKTHOfI 201058 HCCHGHOB&TCHLCKOﬁ ACATCIIBHOCTU C MCIIOJIB30BAHUCM CIICIIHAJIU3UPOBAHHBIX

IIPOTPAMMHBIX CPENI.

3 YcaoBus peajn3anuy NporpaMMsbl JUCHHIIHHbI

3.1 TpeGoBaHusi K MUHUMAJIbHOMY MaTEepPHAJIbLHO-TEXHHYECKOMY 00eCIedeHHI0

[Tomenienne kaOMHETOB YIOBAETBOPSAET TpeOoBaHUsIM CaHUTAPHO-3MUAEMHUOIOTUYECKUX

npaBua 1 HopMmaTuBOB (CanlluH 2.4.2 No 178-02) u ocHaiieHO TUIOBBIM OOOPYIOBAHHUEM,

YKa3aHHBbIM B HACTOAIIHNX Tpe6OBaHI/I$IX, B TOM YHUCJIC CIICHUAJM3UPOBAHHAA yqe6Ha>1 Me0enb U

cpeacTBa 06yquI/1${, AJOCTAaTOYHBIMH [JIs1 BBIIIOJIHCHU S Tpe6OBaHI/II>'I K YPOBHIO ITOATOTOBKH

00yyJaromuxcsi.

Kabunetn! OCHaIllICHBI MyHbTHMeHHﬁHBIM 060py,I[OBaHI/IeM, MOoCpCACTBOM KOTOPBIX

Y4aCTHUKHA O6p330BaTeJ'IBHOFO nmpogecca MOryrT HnpocMaTrpuBaTb BH3YaJIbHYIO, CO3/1aBaTb

IMpE3CHTalluu, BUACOMATCpUalibl, HHbIC TOKYMCHTLI.

[lepeuensb cpeacTB MaTepualbHO-TEXHUYECKOro obecneuenus st ooyuyenus no OII. 04

JloKyMeHTallMOHHOE o0ecIieueHre yrpaBieHus IpeAcTaBieH B Tabnuie 3

Tabnuma 3 — I[lepedeHb CpeACTB MAaTEPHAITBHO-TEXHUYECKOT0 00eCIIeueHHUs ISl 00yUCHHS 110

OIl. 04 JTokyMeHTaIlMOHHOE 00eCIIeYeHUE YITPABICHHS

HaumeHnoBaHue OcHaleHHOCTh Ilepeyennb JIMUIEH3MOHHOTO
CHenUAJbLHBLIX MOMEIEHH M | CHelHaJbHbIX NMPOrpaMMHOro odecmeueHusl.
noMeIeHu i JUISl | IOMeIIeHnii 1 PexBU3UTHI MOATBEPKIAI0IICTO
CaMOCTOATEJIbHOM PadoThI noMemeHui 1 JOKYMEHTA

CaMoOCTOSATEILHOM

padoThI
KabuneT conuaabHON 30 mocamoYHBIX [IporpamMmmuOe obecrieueHue 1o
ncuxonorun; Kabuner MECT, munen3uu GNU GPL: 7-Zip, Blender,
JIOKyMEHTOBEICHUS U TPETIO/IABATENLCKOE | GIMP, Google Chrome, Inkscape,
JIOKYMCHTAIMOHHOTO MECTO, RoCKa, LibreCAD, LibreOffice, Maxima,
obecrieueHus yIIpaBICHNUS, HarJISgHbIC , i
KaGUHET apXHBOBCICHHS, 10COBHS Mozilla Firefox, Notepad++, StarUML
Kabuner npodeccnoHaabHOi VI
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stuku; Kabuner
JIOKYMEHTAI[MOHHOTO
obOecricueHHs yIIpaBJICHNUS,
KabuneTt nentp (xmacc)
JeJIOBBIX UTp; JIeKmoHHas
ayautopus. (201)

YuTanbHBINA 3471

16 mocamouHBIX
MecT, pabouee
MECTO
npenoaasatens, 17
KOMITBIOTEPOB C
BBIXOJIOM B
WHTEpPHET

OC — Windows XP Professional RUS.
(Kopob6ounast Bepcus Vista Business
Starter (17mr.) 1 Vista Business
Russian Upgrade Academic Open
(17mT) - JInneH3MOHHBIN cepTU(HUKAT
Ne 42762122 o1 21.09.2007.
1C:IIpennpusitue 8. KoMmmiekT nis
00y4eHHsI B BBICILIUX U CPEIHUX
y4eOHBIX 3aBEICHUSX.
CyOnuneH3uoHHbII 10roBOp Ne
32/180913/005 ot 18.09.2013.
(ITepsoiit BUT)

Kaspersky Endpoint Security pist
ousneca — Cranaaptabiid (320mrT).
Jorosop Ne [TP-00018475 ot
16.112018(0O00 Ilpuma AiiTu) cpokom
Ha 1 ron.

Microsoft Access 2010. IToxmucka
Microsoft Imagine Premium Akt
nepenaun nmpas Ne Tr046356 ot 04
asrycta 2017, Cget Ne Tr000168154 ot
28 utona 2017 (Ilpuma AiiTu). Cpok
neuvcTsus — 1 ron.

Microsoft Office 2007 Russian.
JIuueH3noHHbIN cepTudukaTt Ne
42373687 ot 27.06.2007

Microsoft Project mpodeccrnoHambHbIM
2010. IToxnmucka Microsoft Imagine
Premium Axt nepemauu npaB Ne
Tr046356 ot 04 aBrycra 2017, Cuet Ne
Tr000168154 ot 28 utons 2017 (ITpuma
AiiTu). Cpok gerictBusi — 1 roj.
Microsoft Visio npodeccruoHnaabHbIN
2010. IToxnmucka Microsoft Imagine
Premium Akt nepemauu npas No
Tr046356 ot 04 aBrycrta 2017, Cuet Ne
Tr000168154 ot 28 utons 2017 (Ilpuma
AiiTu). Cpoxk peiictBus — 1 rog.
Microsoft Visual Studio 2010.
[Nonmucka Microsoft Imagine Premium
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AKT niepenauu mmpas Ne
Tr046356 ot 04 aBrycra 2017, Cuet Ne
Tr000168154 ot 28 urons 2017 (ITpuma
AitTn). Cpok nevictBus — 1 rog.
[IporpammHoe obecriedeHue mo
munen3un GNU GPL: 7-Zip, Blender,
GIMP, Google Chrome, Inkscape,
LibreCAD, LibreOffice, Maxima,
Mozilla Firefox, Notepad++, StarUML
V1.

3.2. UudopmanuonHoe odecneyeHne o0yuyeHus: (0OCHOBHAs JIUTEpaTypa, J0NOJHHUTEIbHASA

JINTEpPaTypa, NepuoIuvecKne U3IaHus, HHTEPHET-Pecypc)

OCHOBHBIC HCTOYHHKH:

1. I'manuii E.B. JlokymeHTanimonHoe obecrnedenue ynpasieHus: Yueonoe nocooue/l maguii
E.B. - M.: UI1 PUOP, HUL] MTHD®PA-M, 2016. - 249 c.. - (IIpodeccuonaaprHoe
obOpazoBanue)http://znanium.com/catalog.php?bookinfo=468335

2. BbrikoBa T.A. JIoKyMEHTaIlMOHHOE OOCCIICUCHHUE YIIpaBIeHUs (JIeIONPOU3BOJICTBO) :
yue0. mocobue / T.A. brikoBa, T.B. Ky3unenosa, JI.B. Cankuna. — 2-e usza., nepepad. u 1on. —
M. : UTHOPA-M, 2017.— 304 c.http://znanium.com/catalog.php?bookinfo=762591

3. JlokyMeHTalmoHHoe o0ecrieueHne yrpasieHus : yaeOHuk / T.A. beikosa, E.A. Ckpuriko,
FO.M. Kykapuna, A.1O. Konrskosa, C.A. 'motoBa. — Mocksa : KnoPyc, 2018. — 266 ¢. — Jlna
CIIO.https://www.book.ru/book/926891/view2/1

4. bacakoB M.U. JlokyMeHTallMOHHOE O0ecTieueHne YIpaBIeHus (¢ OCHOBaAMH
apxuBoBeJeHMs) : yueOHoe nocodbue / M.W. bacakos. — Mocksa : KnoPyc, 2018. — 216 c. —

Hns CIIO .https://www.book.ru/book/926606/view2/1

JlonoTHUTE/IbHbIE HCTOYHUKH:

1. bacakos M.U. [lenonpou3BoactBo. JJOKyMEHTAIIMOHHOE 0OeCTIeUeHnEe yrpaBIeHUs ( C
OCHOBaMU apXHBOBeeHHS): yueo. mocooue.-M.: KHOPYC, 2016.-216 c.-(Cpennee
npodeccroHanbHOEe 00pa3oBaHue).

2. bacakos M.U. [lenonpousBoactBo(/JokyMeHTaIImoHHOE 0OECTICUeHUE YIIPABICHHUS):
yueOHuk .- PoctoB H//I.: ®enukce, 2017.-375 c.(Cpennee npodeccruoHanbHOE 00pa3oBaHUE)
3. [ysanosa H.1. OcHoOBBI nenonpou3BoAcTBa: yueOHUK U npakTtukyM ans CIIO.-
M.IOpaiit, 2015.-375 c.-(IlpodeccronansHoe oOpa3zoBanue).

4. [Tienko A.B. JlokyMeHTanmoHHOE obecnieueHue ynpasieHus. [Ipaktukym yueOHoe

nocoowue g CIIO.- M.: Akanemus, 2014.-224 c.
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HNuTepHeT-pecypebi:

1. [IpaBuTenbcTBO P® [DnexkTpoHHbIN pecypc] Pexum JocTymna:
http://government.ru -(/lata o6pamenus 11.05.2018r.)

2. ®denepanbHas HajoroBas ciiyx0a [DnexTpoHHbIH pecypc| Pexxum mocrtyma:
http://nalog.ru -(Jlata o6pamenus 11.05.2018r.)

3. Mundun Poccun. [InextponHsiii pecypc| Pexxum noctyna: http :/www.minfm.m
- (daTa ob6pamenns 11.05.2018r.)

4. @enepanbHas Ciyxk0a rocy1apCTBEHHON CTaTUCTUKU. [DJIEKTPOHHBIN pecypc]
Pexxum noctyma: http://gks.ru -([lata obpamenus 11.05.2018r.)

5. CropaBouHnas npaBoBas cucrtema «Koncynptant [lmroc». [DnexkTpoHHbIl pecypc]
Pexum noctyna: http://www.consultant.ru ([lata obpamenuns 11.05.2018r.)

6. CrmpaBounasi mpaBoBasi cuctema «l'apaHT». [DnexTpoHHBIH pecypc] Pexum

noctyma: http://www.garant.ru - ([lata o6pamenus 11.05.2018r.)

3.3. Ilepeyenb HH(POPMAITMOHHBIX TEXHOJIOTHIA

B pamkax wu3y4eHHs JUCUUIUIMHBI MCIOJB3YIOTCS Cleayrolnue HUHGOPMAIHOHHBIC
TEXHOJIOTHH:

—3JIEKTPOHHBIE ~ 00pa3oBaTelbHBIE PECypCchbl, B  KOTOPBIE BXOJAT  3JIEKTPOHHAsS
oOpa3oBatenpHas cpena  AkaneMuu  (pacmoJIOKEHHAas TI0  JJCKTPOHHOMY  aJIpecy
http://185.18.111.102/moodle/course/index.php?categoryid=54), AIIEKTPOHHO-OMOIMOTeUHAS
cucreMa «Znanium.comy (pacmionosxeHHast o AIIEKTPOHHOMY azapecy
http://znanium.com/catalog), snexTpoHHO-O6nbnMoTeuUHasA cuctema «Ibooks.ru» (pacmnonosxenHas
0 3JIEKTPOHHOMY ajipecy https://ibooks.ru/home.php?routine=bookshelf);

—Npe3eHTAllMOHHBIE MaTepHalbl, pa3pabdOTaHHbIE B IENAX BH3YAIH3AUH y4eOHOTrO
Marepuajia M TIOBBILICHHWS HArJIAJHOCTH OOY4YeHHUs, B COOTBETCTBMU C  KaJCHIAPHO
TEMAaTUYECKUM TUIAHOM IO JUCIHUILINHE,

—B paMKax M3Y4YeHHs TUCIUIUIMHBI UCTIONb3YyeTcs makeT nporpamm Microsoft Office.

3.4 YcaoBusi peaju3anuu NporpaMmal 1 00y4aomuxcs HHBAJWI0B U JIUIL €

OIrpaHNMYCHHBIMHA BO3MOKHOCTAMHU 310POBbS

WuBanuapsl ¥ nuia ¢ OrpaHMYEHHBIMH BO3MOYKHOCTSIMH 3/I0POBbBS, 0OydYarommecs IO
nporpamme moarotoBku 38.02.06 dunaHCH, 00ECNEYNBAIOTCS MEYATHBIMU M AJICKTPOHHBIMU

O6p330BaTCHBHBIMI/I pecypcamMu B (bopMax, aJIalITUPOBAHHBIX K OTPAHUYCHUAM HUX 3JOPOBbA.
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Creunduka nosyyaemoil HarpaBieHHOCTH (mpo¢uis) oOpa3oBaTeIbHON IPOrpaMMbl
IpeanoiaraeT BO3MOXKHOCTb OOYYEHHs CIEAYIOIMX KaTeropuid MHBAIMJIOB U JIMI C
OrpaHUYEHHBIMHU BO3MOXHOCTSIMH 3JJ0POBBS:

- C OrpaHUYEHUEM JBUTATEIbHBIX (PYHKIINIA;
- C HapYLIECHUSMHU CIIyXa;
- C HapyILLIECHUSAMH 3PEHMUSL.

Opranunzanus 00pa30BaTeILHOTO rporecca oOecrieunBaeT BO3MOKHOCTb
OecnpensaTCTBEHHOT0 JOCTyNa O00y4YaloUMXcs ¢ OTpaHUYEHHBIMU BO3MOKHOCTSAMHU 370POBBS U
(vnM) UHBANKUJOB B Yy4eOHBIE ayJUTOPUHU U JAPYTUE NMOMENICHHS, JUIsl ’TOTO UMEIOTCS MAaHIYCHl,
MOPYYHHU, JIU(THI U PACIIUPEHHBIE IBEPHBIE IPOEMBI.

B yueOHbIX ayJUTOPHUSAX U J1aOOPaTOPUAX UMEETCs BO3MOKHOCTh 000pyA0BATh MECTa JUIs
CTYJEHTOB-MHBAJIIMAOB C Pa3IMYHBIMM BHUJAaMHU HapyLIEHHs 370POBbs, B TOM YHUCIE OIOPHO-
JBUTaTEeIbHOrO amnmapata U ciyxa. OCBEIIEHHOCTh Y4eOHBIX MECT YCTaHaBJIMBAETCAd B
cootBeTcTBUM ¢ nonoxeHusamu CHull 23-05-95 «EcTecTBEHHOE M HCKYCCTBEHHOE OCBEIICHUS.
Bce npeametsl, HeoOXoquMble Ui y4eOHOro Ipoliecca, pacloaraloTcsl B 30He MaKCUMAalIbHON
JOCSITa€MOCTH BBITSHYTBIX PYK.

[lomemenuss mnpegycMarpuBarOT ydeOHble MecTa JJig JIML C OrpPaHUYCHHBIMU
BO3MOXHOCTSIMU 3/I0POBbsSI M WHBAJIUA0B, UMEIOIIUX CEPJIEYHO-COCYIUCThIE 3a001eBaHUs, OHU
000pyJOBaHbI COJMHLE3AIMUTHBIMU yCTPOMCTBAMM (3Kajro3M), B HUX MMEETCSl CUCTEMA KIMMaT-

KOHTPOJISL.

4 KOHTpOJIb U OLI€EHKA Pe3yJIbTaTOB OCBOCHUA TUCHHUIIJINHBI
KOHTpOJ'IB U OLCHKa pC3YyJIbTATOB OCBOCHUA OUCHUILIUHBI JIOKYMCHTaHI/IOHHOG
oOecreucHHe YOpaBJ€HUA OCYHICCTBIIACTCA MHOpErnoaaBaTejiecM B IMPOLCCCE MPOBCACHUA

IMPAaKTHYCCKUX SaHHTHﬁ, TCCTUPOBAHUA U BBIIIOJIHCHHA WHAUBUY AJIbHBIX 3aHSATHH.

Pe3yabTaThl 00yyeHus ®opMbI U MeTOAbI KOHTPOJISI U OLlEeHKHU
(ocBOeHHBbIE YMEHMSI, YCBOCHHbIE 3HAHUA) pe3yJbTaToB 00y4eHUsI
yMeTh: YCTHBIHM OIIPOC, MUCbMEHHOE TECTUPOBAHUE;
- 0hOpMIIATE TOKYMEHTAIHUIO B camocTosATeNbHas paboTa, MPaKTHUECKUe
COOTBETCTBUU C HOPMATUBHOMU 6a30ii, B TOM 3a/1aHMsl, AKTUBHOCTD HA 3aHATHAX
YHUCJIE C UCTIOIb30BAaHUEM HH(POPMALIMOHHBIX

. (9KCIIEPTHOE CYXKICHHE)
TEXHOJIOTHUH;

- UCII0JIB30BaTh YHU(DUIIMPOBAHHbIC
(OpMBI TOKYMEHTOB;

- OCBaMBaTh TEXHOJIOTHU
aBTOMATHU3HPOBAHHOM 00pabOTKH
JIOKYMEHTAIUH;

- OCYIIECTBJIATH XPAHEHUE U TIOUCK
JIOKYMEHTOB; MCIIOJIb30BaTh
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TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU B
AJIEKTPOHHOM JIOKYMEHTO00O0pOTE;

3HATH:
- MIOHATHE, 1IeJTH, 3a]Ja4X ¥ IPUHIIHIIEI
JIeIIOTIPOU3BO/ICTBA;

- OCHOBHBIE TIOHATHS
JIOKYMEHTALMOHHOTO 00eCcIeueHus
YIpaBICHUS;

- CUCTEMBI JJOKYMEHTAIITHOHHOT O
obecrieyeHus! ynpaBJIeHHUS;

- KJIaCCU(UKAIHIO IOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U
0(hOPMIICHHIO TOKYMEHTOB;
- OpraHu3aLunio

XpaHEeHHEe TOKYMEHTOB, HOMEHKJIATypy Aedl.

JOKYMEHT0000poTa:
npueMm, o0paboTKy, perucTpanuio, KOHTPOJIb,

HpaKTH‘ICCKI/IC 3aHATHA, CAMOCTOATCIIbHAA
pabora.

HpOMe)KYTO‘IHaH aTTreCTalusa

DK3aMeH
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