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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI
HucuumnnHa «/lokymeHTauMOHHOE o0ecneyeHue ynpapJjeHus» BxoauT YacTs, popmupyemyro

YyaCTHUKaAMH

o0pa3oBaTeIbHBIX

OTHOULIEHNH

NUCLUILINH

IMOATOTOBKHA 06y‘-13,IOH.[PIXC5I 1o

HanpapyieHut0 noArotToBku «09.03.03 IlpukaagHass mHGOPMATHKA, HANPABJEHHOCTH (MPoduiIb)
«MeHe1:KMEHT B 00,1aCTH HH(POPMALMOHHBIX TEXHOJIOTHID».

Lenbro TUCHMILIMHBL SBIISETCS GopMupoBanue KommereHuuit (6 coomsemcemeuu ¢ @IOC BO u
mpebosanuaMU K pe3yIbmamam 0C80eHUsL OCHOBHOU NPOGeccUOHATbHOU 00paA3068amMeNbHOU NPOSPAMMbL

(OI1OI1 BO)):
Oobwenpogpeccuonanvhvix:

OIIK-4.1 - CnocobeH mpuMeHATh TpeOOBaHMs CTaHAAPTOB, HOPM W MPaBWI IJs pa3pabOTKu
TEXHUYECKOH M MPOCKTHOMN JOKYMEHTAIIMH, CBSI3aHHOM C MMPOU3BOJICTBOM IMPOTPAMMHBIX IPOTYKTOB

OIIK — 4.2 - CnocobeH pa3pabaTbiBaTh TEXHHUYECKYIO W IMPOEKTHYIO JOKYMEHTAIIMIO Ha BCEX
dTamax MpOU3BOACTBA MPOTPAMMHOTO IPOAYKTA

Ilpogpeccuonanvnovix:

[1K-3.2 CnocobeH BecTH HEOOXOAMMYIO JOKYMEHTAIUIO [UIS 3aKIFOUEHUS MapTHEPCKUX

CoTrJIalllEeHUN

[1K-5.1 CriocoOeH 3aka3bpIBaTh BHIIIOJHEHHUE MMPOEKTOB 10 CO3JaHUI0, PA3BUTHIO, BEIBOAY Ha PHIHOK
U MPOJIa’KaM IMPOTPAMMHBIX ITPOYKTOB

HepeqncneHHHe KOMIICTCHII U (1)OpMI/1py1-OTC5I B IIpOLECCE JOCTUKCHNA HHAUKATOPOB KOMHeTeHHHﬁ:

O0001meHHas TPyAOBas

Kox v HanmenoBanue

Koa n HauMeHoOBaHue HHAUKATOPA

¢pyukuus/ TpynoBasi pyHKuus JAeCKpHUIITOpA AOCTHKEHUS KOMIIeTeHIuil (13
KOMIIeTeHIIU A I1C)
I1C 06.012 OIIK-4.1 - CnocobeH | 3naem:
Ipeanpuaumareabckas IIPUMEHSATH tpeboBanus | MJI-1 OIIK- 4.1 OcHoBbI
AeATeIbHOCT B 00JIACTH | CTAaHJAPTOB, HOPM U TPABWI | HHOPMAIIMOHHBIX TEXHOJIOTHIA
HHpOPMANMOHHBIX TEXHOJIOTHH | IS pazpabotku | C/01.6

C YVYnpasiaenue cepueir HUT-
NPOAYKTOB W TIPyHnmoi HMXx
MeHe/1KepoB

C/01.6 3aka3 TEXHOJIOTHUECKHUX
uccnenoanuil s cepun UT-pon
U aHAJIU3 UX Pe3yJIbTaTOB
C/06.6  IIponmsmxeHue
IIPOJIYKTOB

C/08.6 YnpapieHue maTeHTaMH Ha
TEXHOJIOTUH, CO3/IaBaeMbI€ B paMKa|

nuT-

TEXHUYECKON W MPOEKTHOMN
JOKYMEHTAIH, CB3aHHOU ¢
MPOU3BOACTBOM
MIPOrPAMMHBIX IIPOJTYKTOB

Ymeem:

N/I-3 OIIK- 4.1 AprymeHTUpPOBaHHO
JEMOHCTPUPOBATh MPEUMYIIECTBA
UT-npoaykros C/06.6

Hmeem nasviku u (unu) onvim:

N-5 OIIK- 4.1 [IpenocraBnenue
BO3MO>KHOCTH JIMLIEH3UPOBAHUS
UCIIOJIb30BaHUS 3alaTeHTOBAaHHBIX
TEXHOJIOTMI MapTHEpaMU U
KJIMEHTAMH COTJIACHO JIMLIEH3MOHHOU

IIPOJYKTOB nosimtuke C/08.6

Inc 06.012 | OIIK — 4.2 - CnocobeH | 3naem:

IpeanpuHumareabcKas pa3zpabaThiBaTh N/I-2 OIIK- 4. 2 Teopus npaBa Ha
AeATeIbHOCT B 00JIACTH | TEXHUYECKYI0 U IMPOEKTHYIO | 0OBEKThl HHTEIEKTyalIbHON
HHPOPMAIMOHHBIX TEXHOJOTMH | TOKyMEHTAIlMIO HAa  BCEX | COOCTBEHHOCTH B CTpaHaX

C VYnpasiaenune cepueii HT- | sramax NPOU3BOJICTBA | MpeObiBanus opranuzanuu C/08.6

INPOAYKTOB MW TIPYyNIoi HX
MEHe/IKepoB

C/08.6 Ynpasienue
IIaTEHTaMH  Ha  TEXHOJIOTHH,
co3gaBaeMble B pamkax UT-
IIPOIYKTOB

MIPOrpaMMHOTO TIPOAYKTa

Ymeem:

WJI-4 OIIK- 4. 2 CtaBuTh 3a1a4n Ha
nareHTHyto skcneptuzy C/08.6
Hmeem nasviku u (unu) onvim:
N/I-6 OIIK- 4.2 PazpaboTka
TTOJTMTHKY BBIJAYH JTUIICH3UH Ha
HCIIOJIh30BaHME 3alaTCHTOBAHHBIX
TEXHOJIOTHI MapTHEpaMu 1




kiuednTamu C/08.6

IC 06.012 [1K-3.2 Crniocoben | 3uaem:

IpexnpuHumaTeabckas BECTH HeoOxonumyto | MJI-2 TIK- 3. 2 Teopust opranuzauuu
AesITeJILHOCTL B 00J1aCTH | JOKYMEHTAIIUIO st | maptHeperB C/03.6
HH(OPMANMOHHBIX TEXHOJIOTHI | 3aKJIIOYCHHS]  MApTHEPCKUX | Ymeem:

C VYmnpasnenne cepueit MT- | cornamenuii N-4 11K- 3. 2 AprymMeHTUpOBaHHO
NPOAYKTOB W TPyNnmoi ux JEMOHCTPHUPOBATh MPEUMYIIECTBA
MeHe/KePOB NUT-nponykros C/06.6

C/09.6 Pa3paboTka npeioxKeHuH 1 Hmeem nasviku u (unu) onvim:
MPUOOPETEHUIO U MPOTAKE N/-6 TIK- 3.2 3akimouenue
TEXHOJIOTHYECKHUX, POAYKTOBBIX U cornamenuit o maptaepctse C/03.6
MPOYMX WHTEIIEKTYaTbHBIX

AKTUBOB M OpraHu3alui

IcC 06.012 [TK-5.1 Crniocoben | 3uaem:

[MpeanpuHuMaTeIbCKas 3aKa3bIBaTh BoinoaHenue | MJI-1 T1K- 5.1 Cpencra u MeTo b1
AeATEeJBHOCTH B 00JIaCTH | IPOEKTOB TI0  CO3JAHHIO, | pa3paOOTKH U IPOBEICHHUS
HH(OPMALMOHHBIX TEXHOJIOTUH | pa3BUTHIO,  BbhIBoay  Ha | mpe3eHtanmu UT-npoxykros C/06.6
C VYmnpasiaenue cepueir HUT- | peiHOK u npopaxam | Ymueem:

NPOAYKTOB M HX
MeHe/:KepoB

C/01.6 3aka3 TEeXHOJOTMYECKHX
uccnenopaHui s cepun UT-
MpPOAYKTOB U aHAU3  MX

pe3yJIbTaTOB

rpynmnoi

MporpaMMHBIX IPOJAYKTOB

NJ-3 IIK- 5.1 Opranu3oBbiBaTh
pexinamubie kKamnaauu C/06.6
Hmeem nasvixu u (unu) onvim:
NJ-5 IIK- 5.1 ®opmupoBanue
3aKa3a mporpaMMsbl IPOEKTOB IO
CO3/1aHUI0, PA3BUTHUIO, BBIBOJY Ha

PBIHOK U nipojiake UT-nmpoiykToB
C/07.6

1.2. Mecrto aucuuninnsl B crpykrype OIIOII BO
HanpasJieHust noaAroroBku «09.03.03 Ipukinagnas nugpopMaTHKa, HaNpaBJIeHHOCTH (Mpoduib)
«MeHe:KMeHT B 00,1aCTH NH(POPMALMOHHBIX TEXHOJIOTHID))»

IpeamecrByommue JUCHUIIHHBI

Ne (IMCUMIIHHBI, H3y4YaeMble IHocaenyromme 1y CUUIITUHBI

napaJjjiejbHo)

1 2 3

1 Bseznenue B HanpaBicHue VYipaBieHue 4eI0BEYECKUMU pecypcaMu
ITOATOTOBKH

2 IIpOEKTHBIN IPAKTUKYM

3 DUHAHCOBBIN aHAJIN3

Tlocneoosamenvrocmo gbopMupoeanz KOMI’lemeHLﬂ/HZ 6 VKA3A4HHbLX ducuunﬂuHax Moorcem Oblmb

UBMEHEHA 6 3aBUCUMOCIU Om (POPpMbL U CPOKA 0OYYeHUs, a Maxdice NPenooaéanuus ¢ UCHONb308AHUEM
OUCMAHYUOHHBIX MEXHON02UL 00YYeHUSL.
1.3. HopmaTuBHasi JOKyMEHTALM S

Pabouas mporpamma yuyeOHOM JUCHMIUIMHBI COCTaBJI€HA Ha OCHOBE:
- (¢eaepanbHOTO TOCYAApCTBEHHOTO OO0IIEro mMpoQecCHOHAIBHOTO 00pa3oBaTEIBLHOTO CTaHAapTa
BbIciiero obpasoBanus nmo HampasieHuio 09.03.03 IlpuxaagHasi uHGOpPMATHKA , HANIPABJIEHHOCTD
(mpoduib) «MeHeaKMEHT B 00,1acTH MHGOPMALIMOHHBIX TEXHOJIOTHI»;
- yyebHoro miaHa  HampasieHus — noarotoBkd  09.03.03  Ilpuxaaagnas  uHGopMaTHKA,
HANIPaBJEHHOCTh (NMpoduiab) «MeHeIKMEHT B 00JacTH HH(OPMANMOHHBIX TexHojoruin» 2023
roja Habopa;
- o0Opasma paboueii mporpaMMel yaebHo# qucuuinab (pukas Ne 113-O ot 01.09.2021 1.).
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Pasznea 2. TemaTuuyeckuii mjian

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroeMkocTh
AyIMTOpPHbBIE 3AaHATHS Kox unagukaropa
Ne Tema qMCcUMIIHHBI Bce CPO U JeCKpHUIITOpa
ro JI 113 (JI3, C3) AOCTHKEHU S
KOMIIeTEeHIM I
1 2 3 4 5 6 7
OCHOBHBIC TIOHSTHS B N/I-1 OIIK- 4.1
1 00J1aCTH JOKYMEHTHUPOBAHUS 10 2 8 NJ-2 OIIK- 4.2
NA-2 TIK- 3. 2
NJ-1TIK-5.1
HopmatuBHo — NJI-3 OIIK- 4.1
o | METOMMYECKHE OCHOBDI 10 2 3 NJ-4 OIIK- 4.2
JIOKYMEHTAIMOHHOTO NJ1-6 I1K- 3. 2
obecrieueHus ynpaBieHUs N-5T1K-5.1
Opranu3alroOHHO-TIPABOBAs NI-5 OllK- 4.1
cucTeMa JOKYMEHTAIUU NJ-6 OIIK- 4. 2
3 12 2 2 8 NA-2 TIK- 3. 2
N-3TIK-5.1
Oprasnn3aluoOHHO- -3 OlIK- 4.1
pacropsiAuTeNIbHas CHCTEMa NJ-4 OIIK- 4.2
4 12 2 2 8 NJ-6 TIK- 3. 2
N-5TIK-5.1
HNudopmaninoHHo- NI-5OllK- 4.1
CIIpaBOYHAs CHCTEMa NJ-6 OIIK- 4. 2
> 12 2 2 8 | Mmomk-3.2
N-3TIK-5.1
OcHoBHbIE (HOPMBI -3 OlIK- 4.1
6 JIOKYMEHTO000pOTa B 12 2 9 5 NJ-4 OIIK- 4.2
OpraHu3aIu N1-6 IK- 3. 2
N-5TIK-5.1
ABTOMaTH3UPOBAHHBIE NJA-5 OIIK- 4.1
CpencTBa B NJ-6 OIIK- 4. 2
! JOKYMEHTAllMOHHOM 12 2 2 8 nJI-2 I1K- 3. 2
yIpaBJICHUN N-3TIK-5.1
CocraBnenue u opopmiieHue -3 OIIK- 4.1
OCHOBHBIX BHJIOB N/1-4 OIIK- 4. 2
8 YIPaBIEHYECKUX 12 2 2 8 NJ-6 IK- 3. 2
JIOKYMEHTOB N-5TIK-5.1
Ocob6ennoctu ohopmIIeHHS N-3 OIIK- 4.1
g | ¥ BEACHUA IOKYMEHTALMH 10 9 8 -4 OIIK- 4. 2
0 JINYHOMY COCTaBY N-6 TIK- 3. 2
NJ-5TIK-5.1
Opranuzanus NJ-5 OIIK- 4.1
10 JIOKyMEHTO000pOoTA. 6 9 4 NJ-6 OIIK- 4. 2
Cucremarusanus u Na-2 IK- 3. 2
XPaHEHUE JTOKYMEHTOB NA-3T1K-5.1
Bua npomexyTouHoit
arrecranmuu (3ayver)
Hroro 216 16 16 76




3aouHas popma o0ydeHusi (MOJHBIN CPOK)

TpynoemkocTb
AyIMTOPHBIE 3aHATHUS Kon unaukaropa
Ne Tema qucHMIIHHBI Bce CPO U JeCKPHUIITOPA
ro J 3 (Ji3, C3) AOCTUKEHMSI
KOMIIeTeHIU i
1 2 3 4 5 6 7
OcHOBHbIE TIOHATHUS B NJA-1 OIIK-4.1
00J1aCTH JOKYMEHTHPOBAHHUSI NJI-2 OIIK- 4. 2
! 12| 2 01 fponk-3.2
NJ-1TIK-5.1
Hopmarusno — NJ-3 OIIK- 4.1
2 METOANYECKUE OCHOBBI 12 2 10 NJ1-4 OIIK- 4. 2
JIOKYMEHTAIMOHHOTO N-6 K- 3. 2 U1I-
obecrieueHust yrpaBiIeHUs 5TIK-5.1
Opranu3aioHHO-TIPABOBAs Na-5 OIIK- 4.1
cucTeMa JOKyMEHTaluu NJ1-6 OIIK- 4. 2
3 12 2 10 Na-2 K- 3. 2 U 11-
3IIK-5.1
Opranu3annoHHO- N-3 OIIK- 4.1
4 | PacmiopsauTeNbHAL CHCTEMA 10 10 NJ-4 OIIK- 4. 2
N-6 IK- 3. 2 U 1I-
5 [IK-5.1
HNupopmaninoHHo- NJ-5 OIIK- 4.1
5 | CTpaBovHas cucTema 10 10 NJ-6 OIIK- 4. 2
Na-2 K- 3. 2 U11-
3IIK-5.1
OcHoBHBIE (HOPMBI N-3 OIIK- 4.1
5 JIOKyMEHT0000pOoTa B 10 10 NJ1-4 OIIK- 4. 2
OpraHu3aIu N-6 K- 3. 2 U I-
5IIK-5.1
ABTOMaTH3UPOBAHHBIE NJ-5 OIIK- 4.1
7 CpenacTBa B 12 2 10 NJ1-6 OIIK- 4. 2
JIOKYMEHTAIMOHHOM Na-2 K- 3. 2 U 11-
yIpaBIEHUU 3IIK-5.1
CocraBnenue u 0opMIICHHE N-3 OIIK- 4.1
3 OCHOBHBLIX BHJIOB 12 2 10 NJ1-4 OIIK- 4. 2
yIpaBIE€HYECKUX -6 IK- 3. 2 U/I-
JIOKYMEHTOB 5TIK-5.1
OcoOenHoctu 0popMIICHUS NJ-3 OIIK- 4.1
g | ¥ BEJICHUA IOKYMEHTALMH 7 2 5 NJ-4 OIIK- 4.2
10 INYHOMY COCTaBY -6 IK- 3. 2 U/I-
5TIIK-5.1
Opranuzanus NJ1-5 OIIK- 4.1
10 JIOKYMEHTO000POTA. 7 9 5 NJ-6 OIIK- 4. 2
Cucremaruzanus u nJ1-2 I1K- 3. 2 U 1I-
XpaHEHUE JOKYMEHTOB 3IIK-5.1
Bua npomexyrouHoit 4
arrecranuu (3auer)
Hroro 108 8 90




3aounas popma oOyueHnns (yckopeHHoe o0yueHnue Ha 0aze CIIO)

TpynoemkocTh
AyIMTOpHBIE 3aHATHS Kon
Ne TeMa AUCHHUIIINHBI Bce CPO I;';gﬁ:;:;g;:
ro JI 3 (J13, C3)
AOCTHKEHU S
KOMIIeTEeHIM I
1 2 3 4 5 6 7
OCHOBHBIC TIOHSTHS B NJI-1 OIIK- 4.1
00acTi JOKYMEHTUPOBAHUS Na-2 OlIK- 4. 2
1 12 2 10 V-2 TIK- 3. 2
NI-1TIK-5.1
HopmaTtuBHo — N1-3 OIIK- 4.1
2 METOANYECKUE OCHOBLI 12 2 10 N/1-4 OIIK- 4. 2
JTIOKYMEHTAIMOHHOTO NJ1-6 I1K- 3. 2
o0ecrnieueHus yrpaBIeHUS NA-5TIK-5.1
Opranu3anmoHHO-TIPaBOBas NJ1-5 OIIK- 4.1
cucTeMa JOKyMEHTaIuu N-6 OIIK- 4. 2
3 12 2 10 VT2 TTK- 3. 2
NA-3TIK-5.1
OpranuzanuoHHO- NJ1-3 OIIK- 4.1
4 | PacmopszuTeNbHAS CHCTEMA 10 10 N-4 OIIK- 4. 2
Na-6 K- 3. 2
NA-5TIK-5.1
NudopmannonHo- NJ-5 OIIK- 4.1
CIpaBOYHAs CUCTEMA NJ-6 OIIK- 4. 2
S 10 10| pn2nk-3.2
NA-3TIK-5.1
OcHoBHbIE (HOPMBI NJ-3 OIIK- 4.1
6 JIOKYMEHTO00O0poTa B 10 10 -4 OIIK- 4. 2
OpraHU3aIHNH HJI-6 TIK- 3. 2
NA-5TIK-5.1
ABTOMaTU3UPOBAaHHBIE NJ-5 OIIK- 4.1
cpencTaa B NJ-6 OIIK- 4. 2
! JOKYMEHTAIMOHHOM 12 2 10 WJI-2 TIK- 3. 2
yIpaBIeHUU NA-3TIK-5.1
Cocrasnenue u ohopmieHHE -3 OIIK- 4.1
OCHOBHBIX BUJIOB NJ-4 OIIK- 4.2
8 YIIPaBIEHYECKUX 12 2 10 NJ-6 IK- 3. 2
JTOKYMEHTOB N-5TIK-5.1
Ocobennoctu 0hopMIICHUS N-3 OIIK- 4.1
g | ¥ BEACHUA IOKYMEHTALHH 7 5 5 -4 OIIK- 4. 2
T10 JITYHOMY COCTaBY N-6 TIK- 3. 2
NJ-5TIK-5.1
Opranuzanus NJ-5 OIlK- 4.1
10 JOKYMEHTO000pOTa. 7 5 5 NJ-6 OIIK- 4. 2
CucremaTtuzanus u Na-2 TIK- 3. 2
XpaHEHUE TOKYMEHTOB NA-3T1K-5.1
Bupa npomexyrouHnoit
4
arrecranuu (3ayer)
HTtoro 108 8 90




3aounas popma o0yuenus (yckopeHHoe o0yuenue Ha 0aze BO)

TpynoemkocTb
AyIMTOPHBIE 3aHATHUS Kon
Ne Tema qucHMIIHHBI Bce CPO I;}:cl::l;;:;g;:
ro | 3 (J13, C3)
AOCTHKEHU S
KOMIIeTEeHIM I
1 2 3 4 5 6 7
OCHOBHBIC TIOHSATHS B N/I-1 OIIK- 4.1
00J1aCTH JOKYMEHTHUPOBAHUS NJ-2 OIIK- 4.2
! 12 2 10 NA-2 TIK- 3. 2
NI-1TIK-5.1
HopmatuHo — NJI-3 OIIK- 4.1
o | METO/MYECKHE OCHOBDI 12 2 10 -4 OIIK- 4. 2
JIOKYMEHTAIMOHHOTO NJI-6 I1K- 3. 2
obecrieueHus ynpaBieHUs NJ-5TIK-5.1
Opranu3anoHHO-TIPaBOBas NJI-5 OIIK- 4.1
3 | cHCTeMa JI0KyMeHTalHH 10 10 N-6 OIIK- 4. 2
NA-21IK- 3. 2
NA-3TIK-5.1
Oprasnn3aluoOHHO- -3 OlIK- 4.1
4 | PacTIOpsTMTENbHAS CHCTEMA 10 10 N-4 OIIK- 4. 2
Na-6 K- 3. 2
NA-5TIK-5.1
HudopmaninoHHo- NI-5OlIK- 4.1
CIIpaBOYHAs CHCTEMa NJ-6 OIIK- 4. 2
> 10 101 yromnk-3.2
NA-3TIK-5.1
OcHoBHbIe (HOPMBI -3 OlIK- 4.1
6 JIOKYMEHTO000pOTa B 10 10 N-4 OIIK- 4. 2
OpraHu3aIu HJI-6 TIK- 3. 2
NA-5TIK-5.1
ABTOMaTU3UPOBAHHBIE NA-5 OIIK- 4.1
7 | cpenctsa B 12 10 N-6 OIIK- 4. 2
JOKYMEHTAllMOHHOM -2 TIK- 3. 2
yIpaBJICHUU NA-3TIK-5.1
CocraBnenue u opopmieHue -3 OIIK- 4.1
8 OCHOBHBIX BUJIOB 12 10 NJ1-4 OIIK- 4. 2
YIPaBIEHYECKUX Na-6 K- 3. 2
JIOKYMEHTOB NJ-5TIK- 5.1
Ocobennoctu ohopmIIeHHS N-3 OIIK- 4.1
g | ¥ BEACHUA IOKYMEHTALNH 10 9 8 NJ-4 OIIK- 4. 2
0 JINYHOMY COCTaBY Na-6 K- 3. 2
NI-5TIK-5.1
Opraau3zanus -5 OIlK- 4.1
10 JIOKyMEHTO000pOoTA. 10 9 8 NJ-6 OIIK- 4. 2
Cucremarusanus u NJI-2 IIK- 3. 2
XpaHEHUE JOKYMEHTOB NA-3TIK-5.1
Bua npomexyTouHoit
4
arrecranmuu (3ayer)
Hroro 108 4 4 96




Pazgen 3. Conep:xanue paky/IbTATUBHON JHCHUIIMHBI

3.1. Copepxanune paxkyJbTATHBHOM JHCHUIIIHHBI

3.1. Coaep:xanue AUCHUTLTHHBI

Tema 1. OcHOBHbIE IOHATHSA B 00,1aCTH JOKYMEHTHPOBAHMSI.

OCHOBHBIC TEPMHUHBI U OMPEACICHUS B 00JIACTH OKYMEHTAIIMOHHOTO OOCCIICYCHHUs YIIPABJICHUSI.
I'OCT P 7.0.8-2013. Hanuonanshsiii ctangapt Poccuiickoit ®denepanuu. Cucrtema CTaHIapTOB IO
uHpOpManuu, OMOIMOTCUHOMY W HM3AATENbCKOMY Jeny. [lenonpou3BOACTBO M apXHBHOE A€o0 (YTB.
[Ipukazom Poccranmapra ot 17.10.2013 N 1185-ct). Tepmunsl U onpezeeHus». 3HaYEHUE U CBOWCTBA
JNOKyMEeHTa Kak Hocutenss wuHpopManuu. DyHKIMM yHpPaBICHYECKHMX JIOKYMEHTOB: OOLIHE W
cneuupuyeckne. OOUMEe TOHATUS O CHCTEMax JOKyMEHTAlMH. YHH(UKaNWs W CTaHAApTH3ALMA
JOKYMEHTOB. YHH(HUIIMPOBAaHHAsI CUCTEMa OpPraHW3allMOHHO — PACHOPSIUTEILHOW JOKYMEHTAIIHH.
OcHOBHBIE BUJIbI OPTaHU3AIMOHHO — PaCIOPAAUTCIIbHBIX JOKYMCHTOB U UX POJIb B CUCTEMC YIIPABJICHUA.

['ocymapcTBeHHBIE CTaHAAPTBI B OOJIACTH JOKYMEHTAIIMOHHOTO OOECIICUCHHs yIpaBIICHHS.
OcHoBHBIE TIOJIOXKEHHUA [ OCYyZapCTBEHHON CHUCTEMbI TOKYMEHTALIMOHHOTO OO0ECICUYEHUs YIpaBJICHUS.
AJIMUHUCTpPATHBHAS. OTBETCTBEHHOCTh PYKOBOJMUTEIICH M CIICIIUATUCTOB OPTaHU3AIMH U TIPEIIPUATHIA 32
HapyIICHHUE JACUCTBYIOIIETO 3aKOHO/IATEIIbCTBA 10 APXUBHOMY JICITY.

Tema 2. HopmaTuBHO — MeToAu4YeCKHe OCHOBbI JIOKYMEHTALMOHHOIO obecreyeHus
yIpaBJeHHS.

PaccmatpuBarores BOIIPOCHI HOPMaTHUBHO-METOINYECKOTO pEryJINPOBaHHUS CUCTEM
JIOKyMEHTOO0OpOTa B OpraHM3allii, HOPMATHUBHBIE AKThbl, MOJOXKEHUS U CTPYKTypa peryJIupoBaHUs
JOKYMEHTO/IBWXKEeHHUA. HopMaTMBHO — METOJUYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO OOecreueHHs
YIIPABJICHUS AESATEIBHOCTU MPEAIPUITHI CEpBUCA.

Tema 3. Oprann3aliuOHHO-NIPABOBAS CHCTEMA TOKYMEHTALMH.
B nekuuu pasbupaetcst Ha3HAYEHHE, COCTAB U JIBIXKEHUE JJOKYMEHTOB OPraHU3aI[MOHHO-TIPABOBOM
CHUCTCMbI JOKYMCHTAIIUU U €€ OCHOBHbIC XapaKTCPHUCTHUKU.

Tema 4. Oprann3anoHHO-PACIOPSIUTEIHLHAS CUCTEMA.
B nekumm pazOupaeTcss Ha3HAYEHUE, COCTAB M JBI)KEHUE JOKYMEHTOB OpraHH3allMOHHO-
paCHOpﬂI{HTeJ’IBHOﬁ CUCTEMbI JOKYMCHTAIlUU U €€ OCHOBHBIC XapaKTCPHUCTHUKHU.

Tema 5. UH(popManlHOHHO-CIIPABOYHAS CUCTEMA.
B nexmuu pa3Oupaercss Ha3Hau€HUE, COCTaB M JBWIKEHHE JTOKYMEHTOB HWH(OpPMAIMOHHO-
CIIPaBOYHON CUCTEMBI JOKYMEHTAIMK (POPMBI U €€ OCHOBHbBIE XapaKTEPUCTUKH.

Tema 6. OcHoBHbIe (OPMBI JOKYMEHTO000POTA B OPraHU3aIUH.
PaccmaTpuBaroTCs TpaauIIMOHHAS U AJNEKTPOHHAsE (OPMBI JOKYMEHTOO0OpOTa, a TaKkkKe MOPSA0K
pa6OTI)I C BXOOAIIUMMHU, BHYTPECHHUMHU U UCXOAAIIUMU JOKYMCHTaAMHU.

Tema 7. ABTOMaTH3HPOBAaHHbIE CPEICTBA B JOKYMEHTAIMOHHOM YIIPABJICHUH.

Pa30uparoTcsi aBTOMATU3MPOBAHHBIE KOMIIBIOTEPHBIE MPOTrPAMMBbl, MO3BOJISIOIIUE COKPATUThH
BpeMsi Oo(dopMIIeHUs, NEpPEeABMKEHHUS JOKYMEHTOB M MX II€JIEBOE HCIOJIb30BAaHUE B CEpPBHCE.
DJEeKTPOHHBIN JOKYMEHTOOOOPOT NMPEeNNpUiTuii cepBHca.

Tema 8. CocTaBiienne u opopMiIeHHe OCHOBHBIX BH/I0B YIIPABJI€HYECKUX JOKYMEHTOB.

bnanku nokymenToB. ®@opMa U cojepkaHue ciy:keOHoro nokymeHta. @opmynsap. PekBuznuthl
yIpaBJIEHYECKUX JOKYMEHTOB HX 3HaueHHe. CTpyKTypa TeKCTa M OCOOEHHOCTH O(hOpMIICHUS
yIpaBiIeHUYECKUX JOKYMEHTOB. OTBETCTBEHHOCTh P 0(OPMIICHUH JOKYMEHTOB.

Tema 9. OcodennocTu oGopMJIeHNUsI U BeAeHUS TOKYMEHTAIUH 110 JIHYHOMY COCTaBY.



OOmast xapakTepuCTHKa M Ha3HAYCHHE JOKYMEHTAIlMH 10 JIMYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHUPOBAHHUS TPYAOBBIX TpaBOOTHOIIEHUH (odopmieHne mnpuema Ha padoOTy, MepeBoa,
YBOJIbHCHUSA, KOMaHIAUPOBKH, OTHyCKa). BGILCHI/IG TPYHAOBBIX KHHIKCK. Bocnuranue OTBCTCTBCHHOCTH,
T0OPOCOBECTHOCTH TIPU O(hOPMIICHHUH TOKYMEHTOB, BIUSIONINX HA CTaXK COTPYAHUKA.

Tema 10. Opranusaunus 10KyMeHT0000poTa. CUcTeMaTH3alMs U XPAHEeHHe JOKYMEHTOB.

Opranuzaiys JTOKyMEHTOOOOpOTa: perucTpanus M JIBUKEHHE JOKYMEHTOB. HoMmeHkiaTypa nen
OpraHM3aluu: cojaepkanue, ¢opma, MOPAIOK pa3paboTku U yrpaBieHUs. OCHOBHBIE NpPU3HAKH
3aBeneHus jen. [lopsmok QopmupoBaHust JOKyMEHTOB B jnena. CpoKM XpaHEHUS JOKYMEHTOB.
DKkcnepTu3a IEHHOCTH JOKYMEHTOB. BblieneHue TOKYMEHTOB C HCTEKIIMMH CPOKaMH XpaHEHUS.
XpaHeHue U nepeaada JOKyMEHTOB.

3.2. ConepxxaHue NPAKTHYECKOr0 0J10KA 1M CHMILIHHbBI

Ounas popma 00yueHus (MOJTHBIH CPOK)

Ne TeMa NpakTH4eCKOro 3aHSITHS

1 2
C31 Opranu3anoOHHO-TIPABOBasi CUCTEMAa JOKYMEHTAIIUU
C32 | OpranuzanmoHHO-paCIOPSIUTEIbHAS CUCTEMA
C33 | MadopManmoHHO-CIIpAaBOYHAS CHCTEMA
C34 | OcHoBHbIe GOPMBI JOKYMEHTOOOOPOTA B OpraHU3aIluu
C35 | ABTroMaTU3MpPOBAHHBIC CPEJICTBA B JOKYMEHTAIIMOHHOM YIPABJICHUHI
C3 6 | CocraBnenue u opopmiieHHE OCHOBHBIX BUJIOB YIIPABICHUECKHUX JTOKYMEHTOB
C37 | OcobeHHOCTH OGOPMIICHHSI U BEICHUS TOKYMEHTAIIUH TI0 JINYHOMY COCTABY
C38 Opranu3zanus JoKkyMeHToo60poTa. CuctemMarusaiys U XpaHeHue JTOKYMEHTOB

3aouHas (opma o0yueHus (MOJHbINA CPOK)

Ne Tema NpakTHYECKOIro 3aHATHA

1 2
C31 | ABromaTu3upoBaHHBIE CPEJICTBA B JOKYMEHTAIIMIOHHOM YIPaBJIE€HUU
C32 | CocraBneHue u 0ohopMiIeHHE OCHOBHBIX BHJIOB YIPABICHYECKHX JIOKYMEHTOB
C33 | OcobenHocTr 0popMIIEHHS U BEEHHS JOKYMEHTALUU 110 JUYHOMY COCTaBY
C34 | Opranuzamnus qoKkyMmeHTo000poTa. CucteMaTu3alius U XpaHeHne JOKYMEHTOB

3aouHas popma o0yuenus (yckopenHnoe odyuenue Ha 6aze CI10)

Ne Tema NpaKkTHYeCKOIro 3aHATHA

1 2
C31 | ABTOMaTU3MpOBaHHbBIE CPEJICTBA B JOKYMEHTAIIMOHHOM YIIPaBJIEHUH
C32 | CocraBneHue u opopmiieHHE OCHOBHBIX BUIOB YIIPABICHUECKHUX JTOKYMEHTOB
C33 | OcoGeHHOCTH OOPMIICHHSI U BEICHUS IOKYMEHTAIIUHU 110 JINYHOMY COCTaBY
C34 | Opranusanus JoKyMeHToo0opoTa. CucTtemMaTu3aus 1 XpaHeHHe TOKyMEHTOB

3aounas popma o0yuenus (yckopeHHoe o0ydenue Ha 0a3e BO)

Ne Tema NpakTH4YeCKOro 3aHATHA

1 2
C31 | OcoGeHHOCTH OQOPMIICHHS U BEIEHUS TIOKYMEHTAIIUU 110 JINYHOMY COCTaBY
C32 | Opranuzamnus JoKyMeHTOo0O00poTa. CucTteMaTr3amus U XpaHeHne JOKYMEHTOB
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3.3. O0pa3oBare/ibHbIE TEXHOJIOTUH

Ounasi gopma 00yueHus (MOJTHBIH CPOK)

Bun ®opma / Mertoasl |
0 y4e0HOr 0
Ne Tema 3ansaTHSA Y4e0HOro | MHTEPAKTHBHOIO
BpeMeHH
3aHATHS o0yueHust
1 2 3 4 5
Opranu3zalnoOHHO-TIPaBOBas .
1 P 1 P 113 Keitic-meTon 100
CUCTEeMa JOKYMEHTAIU!
Opranu3zanuoHHO-
2 p " 113 JlenoBas urpa 100
pacnopsiAMTeNnbHas CUCTEMa
NudopmannoHHO-CIIpaBoOYHAs N
3 (opmart p 113 Keitic-meTon 100
cucTema
OcHoBHbIE (HOPMBI .
4 (bop 113 Keitic-meTon 100
JIOKYMEHTO00O0pOTa B OpraHu3auu
ABTOMaTH3UPOBAHHBIC CPEJICTBA B .
5 JOKYMEHTAI[MOHHOM YITIPaBJICHUN I13 Ketic-meron 100
Hroro % 31%
3aounas opma o0yueHus (MOJHbIH CPOK)
®opma /
Bun P o
MeTtoasbl % y4eOHOro
Ne Tema 3ansiTust yueOHOro
HHTEPAKTUBHOIO BpeMeHHU
3aHATHA
o0yueHust
1 2 3 4 5
CocraBienue u opopmIICHHE
1 | OCHOBHBIX BUJIOB YIIPABICHYECKUX 113 Keitic-meTon 100
JTIOKYMEHTOB
Ocobennoctu ohopMIIeHUS U
2 | BelleHUs JOKYMEHTAIIMH T10 113 Keitic-meTon 100
JUIHOMY COCTaBY
Opranu3zanus J0KyMEeHT0000poTa.
3 | Cucremarnzanus 1 XpaHeHHE 113 Keiic-meTon 50
JTOKYMEHTOB
Htoro % 36%
3aounas opma o0yuenusi (yckopenHoe odyuyenue Ha 6aze CI10)
®opma /
Bun p o
MeTtoabl Yo y4eOHOT 0
Ne Tema 3ansaTus yueOHOro
HHTEPAKTUBHOIO BpeMeHHU
3aHATHA
o0yueHust
1 2 3 4 5
Cocrasnenue u opopmiieHre
1 | OCHOBHBIX BH/IOB YIPaBICHYECKUX I13 Keiic-meTon 100
JTIOKYMEHTOB
OcoGenHoctu opopMIICHUS U
2 | BeleHUs JOKYMEHTAIINH T10 113 Keitic-meTon 100
JIUIHOMY COCTaBY
Opranu3zanus J0KyMEeHT0000poTa.
3 | Cucremarnsanus u XpaHeHHE 113 Keiic-meTon 50
JTOKYMEHTOB
Hroro % 36%

1




3aounas popma o0yuenus (yckopeHHoe o0yuenue Ha 6aze BO)

Tema 3auarTusa

®opma /

Bu
A Metoambl

y4eOHOro

3aHATHA
o0yueHust

HHTCPAKTHBHOIO

% yueOHOTO
BpeMeHH

2

3 4

5

Ocobennoctu opopmieHus U
BE/ICHHS JOKYMEHTAIMH 110
JUYHOMY COCTaBy

I13 Kelic-meTon

100

CucremaTtu3zanus U XpaHeHUE
JIOKYMEHTOB

Opranuzanus J0KyMeHT0000poTa.

I13 Kelic-meTon

100

HToro %

36%

Pa3nen 4. Opranu3amusi CaMoCTOSAITEIbHOMH PadoThI 00yYAKOIIHUXCS

4.1. Opranu3anusi CaMOCTOSTEIbHOI Pad0ThI 00y4aAKO M XCH

Tema JUCHUININHBI

Ne Bonpocos

Ne pexomeHnayemoi
JIUTEPATYPbI

2

3

4

OCHOBHBIE TOHATHUA B 00JIacTH
JIOKYMEHTHUPOBAHUS

1,2,3,4

1,2,3,4,5

HopMmaruBHO — meToanueckue
OCHOBBI JOKYMEHTAITUOHHOTO
o0ecrnieyeHus ynpaBiIeHUs

5,6,7,8

1,2,3,4,5

OpranuzanvoHHO-IpaBOBast
CHCTeMa JIOKyMEHTAIHH

9,10,11,12

1,2,3,4,5

Opranu3annoHHO-
pacropsiiuTeNIbHas cucTeMa

13,14,15,16,17,18,19,20

1,2,3,4,5

WHupopmalinoHHO-CIpaBOYHAs
cucrema

21,22,23,24,25,26,27,28

1,2,3,4,5

OcHoBHbIE (HOPMBI
JIOKYMEHTO000pOTa B
OpraHu3aIu

29,30,31,32,33,34

1,2,3,4,5

ABTOMaTU3UPOBAHHBIE
CpencTBa B
JIOKYMEHTallMOHHOM
YIPAaBICHUU

35

1,2,3,4,5

CocraBnenue 1 opopmiieHUE
OCHOBHBIX BUJIOB
yIpaBJIEHYECKUX IOKYMEHTOB

36

1,2,3,4,5

OcoOenHocTH 0opMIICHUS U
BE/ICHUS JTOKYMEHTAIUU IO
JUYHOMY COCTaBy

37

1,2,3,4,5

10

Opranuzanus
JIOKyMEHTO000pOoTA.
CucremaTtuzanus 1 XpaHeHUE
JJOKYMEHTOB

38-40

1,2,3,4,5

ITepeyenb BONPOCOB, BBIHOCHMBbIX HA CAMOCTOSITEILHYIO pa0doTy 00y4aromuxcst
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[Topsnox perucTpanuu 10KyMEHTOB.

KoHTponb 3a UCTIOTHEHHEM TOKYMEHTOB.

Haznauenwue, BUABI 1 IOPSAIOK pa3pabOTKH HOMEHKJIATYpPHI Jiedl, TpeOOBaHMs K 0(OPMIICHHUIO.

[ToxroToBka fen K mepenade u MOpsIOK IMepeiaun e B apXuB IS NaTbHEHIIEro XpaHeHusl.

TpeboBanust K MPOBEACHUIO SKCIIEPTU3bI LIGHHOCTU JJOKYMEHTOB.

Opranuzanus paboThl ¢ TOKYMEHTaMH, KOTOPbIE OTHECEHBI K FOCYIapCTBEHHON TalHe.

Opranuzanys paboThl C TOKYMEHTaMH, COJAEPKAIIMMH KOH(DUIEHITUAIbHYIO HH(POPMAIHIO.

CrpykTypa n opopMieHrEe TOJT0KEHUS 00 OPraHU3alMU WK O CTPYKTYPHOM IOJIPpa3/IeIeHUH.

OdopmiieHre 10BepeHHOCTEN.

0. Buzpl 10BEpeHHOCTEIA.

1. CrpykTypa u ocobeHHOCTH 0pOpPMIIEHHUS PeriaMeHTa KOJUIErHajJbHOTO OpraHa.

12. IIpaBuna opopMIIEHUS HHCTPYKIIHA.

13. CtpykTypa AOHKHOCTHONW MHCTPYKIIMU, METOANKA COCTABICHHUS.

14. TpeGoBaHus K JOTKHOCTHOMY PETJIAMEHTY.

15. Cucrema nnaHoBoi AokyMeHTalu. Ha3HaueHune u cocTtaB MIaHOBOM JOKYMEHTAIIMH.

16. Bunel, coctaBinenue u opopMieHre TIIAHOBBIX JOKYMEHTOB.

17.CocraB  uHpopManuu, 0cCOOEHHOCTH  OMOPMIICHHS ®  TpoIeaypa  YAOCTOBEpPEHUS
OpraHU3aIMOHHBIX IOKYMEHTOB — CTPYKTypa M MITaTHAst YUCICHHOCTD, INTATHOE paclrCaHHeE.

18. TpeGoBaHUsI K COCTABJICHHUIO U O(OPMIICHHUIO MOCTAHOBJICHUH, PEIICHUH.

19. Dramel NOATOTOBKH PACIOPSAUTEIHHOTO JOKYMEHTA.

20. TpeboBaHUsI K COCTABICHUIO U 0(OPMIICHHUIO PUKA30B 10 JTUYHOMY COCTABY.

21. OdopmieHne NpruKa3oB, pacIoOPsHKEHUN IO OCHOBHOH 1S TETLHOCTH.

22.CoctaB u o0O0mas XxapakTepUCTHKAa JOKYMEHTOB CHCTEMbl HWH(OPMAalMOHHO—CIPABOYHON
JOKYMEHTAIUH.

23. TpeboBaHMsI K COCTaBICHUIO U O(POPMIICHUIO CIY>KEOHBIX, OOBSICHUTEIBHBIX M JIOKJIAIHBIX
3aITMCOK.

24. BHyTpeHHUE 1 BHEIIHUE IOKYMEHTHI.

25. TpeboBaHHS K COCTABJICHUIO H OOPMIICHHIO CIIPABOK.

26. Bunsl cripaBok. CripaBKM BHYTPEHHUE U BHEIIHHUE.

27. TpeOoBaHUs K COCTABICHUIO U 0(OPMIICHHIO aKTa. Buibl akToB. OCOOEHHOCTH yIOCTOBEPEHUSI.

28. Ilepenucka kak BuA 1e10BOT0 o0meHus. CocTaB M Ha3HAUCHUE TEPEITUCKU.

29. TpeboBaHHSI K COCTABJICHHUIO H O(OPMIICHHIO CITY)KEOHOTO MTUChMA.

30. PaznoBuHOCTH nuceM. OcoOeHHOCTH 0(hOPMIIEHHS TapaHTUIHOTO THChMa.

31. crionb30BaHNe CTAaHIAPTHBIX BHIPAKCHUHN B IETOBBIX MHChMAaX.

32. JIokyMEHTHpOBaHNUE KOJUIETHAIBHON JAEATENbHOCTH (eepabHbIX OpPraHOB HCIOJIHUTENbHON
BJIACTH, OPTAaHU3AINH, CTPYKTYPHOTO TTOAPa3eICHHsI, COBETOB KOMUCCHI U T. JI.

33. JlokyMeHTHI, co3/jaBaeMble B IIpoliecce MOATOTOBKU COBEIIAHUS.

34. TpeboBaHHs K COCTABJICHUIO U 0()OPMIICHHUIO TIPOTOKOJA. KpaTKue 1 moJTHBIE MPOTOKOJIBI.

35. OcobeHHOCTH TPOTOKOJIOB 3aceJaHui  (efiepaibHBIX OPraHOB HCHOJHMTENbHOH  BIIACTH.
[TpoTOKOIIBI aKIIMOHEPHBIX OOIIECTB.

36. TpeGoBaHMs K COCTABIECHUIO U O(OPMIICHUIO TEJIETrpaMM, Tene(oHOrpamMmMm.

37. CtpykTypa (PakCUMIIBHOTO COOOIIEHHUS, 0COOCHHOCTH 0(OPMIICHUS.

38. IlpaBuna cocTaBiieHUs U OQPOPMIICHHS PELIEH3NH, OT3bIBOB M 3aKJIIOUSHUH.

39. DTHKeT cay)eOHOTO TUChMA.

40. SI3bIK U CTUIIB CITY’KEOHBIX JJOKYMEHTOB.

RBOOoO~NOR~WNE

4.2. IlepeyeHb y4eOHO-METOAMYECKOr0 00ecredeHHs1 CAMOCTOSATEebHOM PadoThl 00y4a0IIMXCH

CamocrodarenbHas paboTa 00y4arommxcs 00eceynBaeTcsl CleAYOMUMU y4eOHO-METOJUIeCKUMHU
MaTepuataMu:
1. VYkazaHusimu B paboueil nporpamme mo gucuuruivge (m.4.1.)
2. JleximoHHBIE MaTepUaibl B COCTaBe yueOHO-METOJMUECKOr0 KOMIUIEKCA 110 AUCIUIITUHE
3. 3amaHusMU M METOJMYECKMMH PEKOMEHJALMSIMHU IO OpraHU3alud CaMOCTOSATEIbHOW pPabOThI
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00yJaromuxcsi B COCTaBe y4eOHO-METOAMYECKOTO KOMIUIEKCA M0 TUCIUTUIHHE.
4. T'moccapuem 1o IUCHMIUIMHE B COCTaBE y4€OHO-METOIMUECKOT0 KOMIUIEKCA MO TUCIUILIAHE.
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Pa3znen 5. ®oHa OLEHOYHBIX CPEICTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJIsi M MPOMeKYTOYHOM
arTecTalMy 00yYAKO M XCS

Don0  oYyeHouHvIX  cpedcm8  No  QucCyuniuHe  npeocmaesnsem  coOou  COB0OKYNHOCHb
KOHMPONUPYIOWUX — MAMepUuaios  npeoOHA3HAYeHHblX Ol UBMEPEeHUs  YPOBHA — OOCHMUNCEHUs
00Y4arWUMUCA  YCMAHOBNIEHHLIX — pe3yIbmamos  odwell  npogeccuoHanvHou  00pazo8amenvHol
npoepammol. POC no Oucyuniume UCNOILIYEMCS HPU NPOBEOEHUU ONEPAMUBHO20 KOHMPOAA U
NPOMeNCYmoyHoUu ammecmayuu ooyuarowuxcs. Ipebosanus k cmpykmype u cooepiucaruio P@OC
oucyuniunsl pezramenmupyiomes Ilonoscenuem o ¢ponoe oyeHOUHbIX MAMepuanos no NpocpPamMmam
svicULe20 00PA308aAHUS — NPOZPAMMAM DAKALABPUAMA, MASUCTPAYPbI.

5.1. IlacnopT ¢oHIa OLIEHOYHBIX CPEICTB

QOunas popma o0yueHus (MOJHBII CPOK)

OueHoYHBIE CPeICTBA
e KonTposmpyembie pa3aesibl (TeMbl) Ifdoneiiﬂiﬁ:)oga
B JAMCIUTJINHBI J mn3 (Ji3,C3) | CPO ACCKP P
AOCTHKEHU S
KOMIIeTEeHIM i
1 2 3 4 5 6
OcHOBHBIE TOHATHS B 00J1aCTH -1 OIIK- 4.1
JIOKYMEHTUPOBaHUS NJ1-2 OIIK- 4. 2
1 vo HPB 1y k- 3. 2
NI-11TIK-5.1
HopMatuBHO — METOAMYECKHE OCHOBBI HJI-3 OIIK- 4.1
JIOKYMEHTAIIMOHHOTO 00eCreYeHust N-4 OIIK- 4. 2
2 yIpaBIeHUS vo KM 1PB Na-6 K- 3. 2
NA-5TIK-5.1
Oprann3allMOHHO-TIPAaBOBAs CUCTEMA Na-5OllK- 4.1
JIOKYMEHTAIU! NJ-6 OIIK- 4. 2
3 YO Jan [1PB VT2 TTK- 3. 2
NA-3TIK-5.1
OpranuzanoOHHO-PACIIOPAIUTENbHAS NA-3 OIIK- 4.1
cucreMa N-4 OIIK- 4. 2
4 YO KM I1PB VIJ1-6 TTK- 3. 2
NA-5TIK-5.1
WNHdopManinoHHO-CIIpaBOYHas cUcTeMa NJA-5 OIIK- 4.1
N-6 OIIK- 4. 2
> P pna k- 3.2
NA-3TIK-5.1
OcHoBHbIE (HOPMBI TOKYMEHTOO00pOTA B N-3 OIIK- 4.1
OpraHu3aIu N-4 OIIK- 4. 2
6 YO I1PB V-6 TTK- 3. 2
NA-5TIK-5.1
ABTOMaTU3UPOBAHHBIE CPE/ICTBA B NJA-5 OIIK- 4.1
JIOKYMEHTAITMOHHOM YIIpaBJICHUHN N-6 OIIK- 4. 2
7 YO KM I1PB VT2 TTK- 3. 2
NA-3TIK-5.1
CocraBnenue u opopmiieHHe OCHOBHBIX -3 OIIK- 4.1
BHJIOB YIIPABJICHYECKUX JTOKYMEHTOB -4 OIIK- 4. 2
8 YO KM I1PB VIJ1-6 TTK- 3. 2
NA-5TIK-5.1
OcobenHocTy 0OPMIICHUS U BEICHHUS Na-3 OIIK- 4.1
d JIOKYMEHTAIUH MO0 JINYHOMY COCTaBY vo KM 1PB N-4 OIIK- 4. 2
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NJ-6 TIK- 3. 2
NJ-5TIK-5.1
Opranuzanus JOKyMeHT0000poTa. -5 OIIK- 4.1
CuctemaTu3zanus 1 XpaHeHHE NJ1-6 OIIK- 4. 2
10 JIOKYMEHTOB vo yo 1PB NA-2 TIK- 3. 2
NJ-3TIK-5.1
3aouHas Gpopma o0yueHus (MOJTHBI CPOK, yCKOpeHHOe 00yueHue Ha 6aze CIT1O)
OueHo4YHbIE CpeICTBA
o KonTtposmpyemsie pa3aenl (TeMbl) Kox nnnukaropa n
) AUCHMILINHBI J 3 J13, C3) | CPO JlecKprnTopa
JTOCTUKEHH S
KOMIIeTeHIU i
1 2 3 4 5 6
OCHOBHBIC TIOHSATHS B 00JIACTH NJ1-1 OIIK- 4.1 N]I-
JIOKYMEHTUPOBaHUS 2 OIIK- 4.2
1 YO I1PB V-2 TIK- 3. 2
NJ-1TIK-5.1
HopMatuBHO — METOAMYECKHE OCHOBBI NJ1-3 OIIK- 4.1
o | AOKYMEHTALHOHHOTO obecrieueHus IIPB N-4 OIIK- 4. 2
yIpaBIeHUS WJI-6 T1K- 3. 2 1 1I-
5TIK-5.1
Oprann3allMOHHO-IIPAaBOBAs CUCTEMA NJ-5 OIIK- 4.1
JIOKYMEHTAIU! NJ-6 OIIK- 4. 2
3 HPB | im0 K- 3. 2 W1
3TIIK-5.1
Opranu3alliOHHO-PACIIOPSIANTENIbHAS NJ-3 OIIK- 4.1
cucreMa N-4 OIIK- 4. 2
4 YO KM I1PB V-6 TTK- 3. 2 VJI-
5TIK-5.1
NudopmaninonHo-cripaBoyHasi CucTeMa -5 OIIK- 4.1
NJ-6 OIIK- 4. 2
> 1PB Na-2 1K- 3. 2 UA-
3IIK-5.1
OcHoBHbIE (HOPMBI JOKYMEHTOO0OpPOTA B NJ-3 OIIK- 4.1
OpraHu3aIu NJI-4 OIIK- 4. 2
6 vo HPB | y1-6 TIK- 3. 2 MJ1-
5IIK-5.1
ABTOMAaTH3WPOBAHHBIE CPEJICTBA B -5 OIIK- 4.1
7 | IOKYMEHTALHORHOM YNPaBJeHHU IIPB NJI-6 OIIK- 4. 2
Na-2 K- 3. 2 U11-
3IIK-5.1
Cocranenue u 0OpMIIEHHE OCHOBHBIX NJ-3 OIIK- 4.1
BUJIOB YIIPABJIEHYECKUX JOKYMEHTOB -4 OIIK- 4. 2
8 KM HPB | y1-6 TIK- 3. 2 MJ1-
5IIK-5.1
Ocob6ennoctr 0hOpMIICHHS U BEACHUS N-3 OIIK- 4.1
JOKYMEHTAIMH 110 JUYHOMY COCTaBYy -4 OIIK- 4. 2
9 YO KM I1PB VIJ1-6 TIK- 3. 2 VIJI-
5IIK-5.1
Opranu3anus T0KyMeHTO000poTa. NJ-5 OIIK- 4.1
10 CucremaTuzanys u XpaHeHHE IIPB NJI-6 OIIK- 4. 2
JIOKYMEHTOB na-2 K- 3. 2 UJ1-
3IIK-5.1
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3aounas popma oOyuenus (

CKOpeHHOe 00y4yeHue Ha 6a3e BO)

KonTposmpyemblie pa3aessl (TeMbl)

OueHo4YHbIE CPeCTBA

Koa nnaukaropa
U IeCKpUNTOpa

AU CIMTITTMHBI J 3 (J13,C3) | CPO
JTOCTUKEHH S
KOMIIeTeHIU i
1 2 3 4 5 6
OcHoBHBIE TIOHATHUS B 001aCTH Na-1 OIIK- 4.1
JIOKYMEHTHUPOBAHMS NJI-2 OIIK- 4. 2
! vo IPB | o K- 3. 2
NJ-1TIK-5.1
HopMatuBHO — METOANYECKHE OCHOBBI NJ-3 OIIK- 4.1
JOKYMEHTAIIMOHHOTO 00ecIeueHus NJ1-4 OIIK- 4. 2
2 yIPABICHUS vo 1PB NJ-6 TIK- 3. 2
NJ-5TIK-5.1
Opranu3anoOHHO-TIPABOBAsI CUCTEMa Na-5 OIIK- 4.1
JIOKYMEHTAITUN NJ1-6 OIIK- 4. 2
3 HPB |y k- 3. 2
-3 TIK-5.1
Opranu3anoOHHO-PACIOPSIUTEIbHAS N-3 OIIK- 4.1
cucrema N/1-4 OIIK- 4. 2
4 HPB 6 1K- 3. 2
NJ-5TIK-5.1
NubopmannoHHO-CIIpaBOYHAS CHCTEMA -5 OIIK- 4.1
NJ-6 OIIK- 4. 2
S HPB 1 Yo k- 3. 2
NJ-3TIK-5.1
OcHoBHbIE (OPMBI JOKYMEHTOO0OOpOTa B N-3 OIIK- 4.1
OpraHu3alu NJ1-4 OIIK- 4. 2
6 HPB | pe k- 3. 2
NJ-5TIK-5.1
ABTOMaTHU3MPOBAHHBIE CPEJICTBA B N-5 OIIK- 4.1
7 | AOKYMEHTALMOHHOM YNpPaBIeHNHH IIPB NJI-6 OIIK- 4. 2
Na-2 TIK- 3. 2
NJ-3TIK-5.1
Cocrapnenue u 0popMIIEHHE OCHOBHBIX NJ-3 OIIK- 4.1
g | BUAOB YNPABJICHYECKNX JI0KYMEHTOB IIPB -4 OIIK- 4. 2
N-6 TIK- 3. 2
NJ-5TIK-5.1
OcoGenHocTy 0QOPMIICHHUS U BEACHUS NJ-3 OIIK- 4.1
JIOKYMEHTAIMH 110 JTJUYHOMY COCTaBY NJ-4 OIIK- 4.2
3 KM HPB | Y6 K- 3. 2
N-5TIK-5.1
Opranu3zanus J0KyMEHT0000poTa. NJ-5 OIIK- 4.1
CucremaTtu3zanus 1 XpaHeHUE NJ-6 OIIK- 4. 2
10 JIOKYMEHTOB KM 1PB NA-2 TIK- 3. 2
NA-3TIK-5.1

YcaoBHble 0003HAYEHNSI OLIEHOYHBIX cpeacTB (CrTosousl 3, 4, 5):
YO — Ycrusiit (GpoHTanbHBIN, HHANBAIYATbHBIN, KOMOMHHPOBAHHBIIN) OIPOC

IIPB —IlpoBepka pedepaToB, OTYETOB, PEICH3WH, AaHHOTAIMH, KOHCIIEKTOB,

MepEeBOIOB, PELICHUH 3a/1aHU, BHITOJTHEHHBIX 3a/IaHUI B AJIEKTPOHHOM BUJE U T.]I.

KM — Keiic-meTon
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5.2. OueHo4HbIe CPeACTBA TEKYIIEro KOHTPOJIs
IlepeyeHb MpakTHYECKUX (CEMMHAPCKHUX) 3aJaHUI

Tema Ne 4: «OpraHn3auMoOHHO-PACIOPSAUTEIbHASL CHCTEMA))

I_Ie.]'ILIO, 3aHATHUSA ABJHACTCHA U3YUCHUE!:
— OCHOBHBIX BHUAOB OPraHrU3allHOHHO-PACIIOPAIUTCIIbHBIX JOKYMCHTOB.
—Oco0eHHOCTEH COCTaBICHUS U O(bOpMJ'IeHI/ISI OpraHU3aAlUOHHO-PACIIOPAIUTCIIbHBIX
JOKYMCHTOB.

BOITPOCHI:
— Cucrema OpraHu3alMOHHO-PACTIOPSAUTEIILHON JOKyMEHTAIUU ?
—PacniopsiauTenbHble  JOKYMEHTBI: MPHUKA3, paclopsbDKEHHE, IMMOCTAHOBJICHHUE, YKa3aHUue,
penieHue?
Tema Ne 6: «OcHOBHBIE (POPMBI JOKYMEHTO000POTA B OPraHU3 Al

Heanbio, 3aHATUSA ABJISETCA U3yYeHHE:

- OcoOenHocrelt coctaBiaeHUs U 0QOPMIICHHS CITYKEOHBIX IOKYMEHTOB.

- N3yuenune nBukeHUs JOKYMEHTOB Ha TOPrOBOM MPEINPUATANA C MOMEHTA UX CO3JIaHUS J10
3aBEPIICHUS UCTIOJTHEHUS WU OTIIPABKH.

— N3ydenue mpouecca GopMUPOBAHUS JEIT; 03HAKOMJIEHHE C OCHOBHBIMH dTanamMu paboThI
IO MOATOTOBKE TOKYMEHTOB K apXUBHOMY XpaHEHHUIO.

BOITPOCHI
Opranusanus J0KyMEHTO000poTa:
1. Yro Takoe [JAOKYMEHTOOOOpOT MpEeNnpusATHs, W KAaKOBbl IPHHLUIBI €ro
opraHu3aiuu?
2. KakoB nopsiiok Npoxox/AeHUs U UCIIOJTHEHUS BXOAALINX JOKYMEHTOB?
3 B uem 3akiouaroTcsi 0cOOEHHOCTH pabOThI ¢ OCTYNAOIIUMU JOKYMEHTaMu?
4. [TpaBuna u GopMbl perucTpaluy J0KyMEHTOB U UX OCOOCHHOCTH?
5 KakoB MOpsIIOK MOATOTOBKU M MTPOXOXKIACHHS UCXOMSAINX JTOKYMEHTOB?
6 OnumuTe NopsAA0K NPOXOKACHNS BHYTPEHHUX JOKYMEHTOB?
7. KakoBsI 3a71aum, BUIIBI M CPOKH KOHTPOJISI HCITOJTHEHUST JOKYMEHTOB?
dopMHUpOBaHUE U XPAaHEHUE JIEN:
1. UYro Takoe HOMeHKaTypa aen npeanpustus? Ee Buasl u 3HaueHne?
2. UYro Brl 3HaeTe 0 nopsiake GopMUPOBaHMS €T U PacIiONIOKEHHs TOKYMEHTOB B HUX?
3. KaxoB nopsinok nepenauu e B apxXus?

Tema Ne 8: «CocraBienue u opopmiieHre OCHOBHBIX BUI0B YIIPABJIE€HYECKUX JOKYMEHTOB)»

He.]'ll)lO, 3aHATHUSA ABJACTCHA U3YUCHUE:
- OCOOEHHOCTH COCTaBJICHUS H O(I)OpMJ'ICHI/IH OpraHN3allUOHHBIX JOKYMCHTOB.

BOITPOCHBI:

OcHoBHBIE TPeOOBAHUS K COCTABJICHUIO U OOPMIICHHIO IOKYMEHTA:
1. Pa3zpaboTka craHmapTHRIX OJIAHKOB OpraHU3AIIHH.

o o0IIHi OJaHK MPeIIPUSITHS.

. YTJIOBOM OJIAHK IMUCHhMa TIPS IITPHSITHSL.

. MIPOJIONBHBIN OJIAHK MHUCHhMa TIPEITPUSITHSL.

. MIPOIOIBHBIN OJIaHK MHUCHhMa JTOJDKHOCTHOTO JIHIIA.

CucreMsl JOKYMCHTAIUU:
Z.OpFaHI/ISaHHOHHBIe JOKYMCHTBI: YCTaB, IIOJIOKCHHC, HWHCTPYKIHA, MITATHOC pacCliuCaHUucC,
IpaBUJia BHYTPCHHCTO TPYAOBOI'O pacliopsAaKa.
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Tema Ne 9: «Oco0enHocTH opopmJIeHHS U BeleHHsI JOKYMEHTAIUM 10 JINYHOMY COCTABY»

ILlenbro, 3aHATHSA ABJISECTCH H3YYCHHE:
- N3yunTh XapakTEPUCTUKY U HA3HAYCHUE JOKYMEHTALUH 110 JUYHOMY COCTAaBY.

BOIIPOCHI:
- OcoOeHHOCTH ~ JTOKYMEHTHUPOBAHHUS  TPYAOBBIX  IpaBooTHOIIEHUH. (OcoOeHHOCTH

oopmienus npuema Ha paboTy, IEpeBO/a, YBOIbHEHUS, KOMAaHAUPOBKH, OTIIyCKa?

- Oco0EHHOCTH BEICHHS TPYAOBBIX KHHKEK?

5.3. TeMaTHKa NMCbMEHHBIX PadOT 00y4arOLIMXCS

TemaTnka pedeparos, 10KJIa10B, IcCe:

1.
2.

HOXo~NOO O AW

12.
13.
14.
15.
16.
17.
18.
19.
20.

21.

22.
23.

0.
. Kmaccudukanus 1okyMeHTOB 1o npu3HakaMm. JJoKyMeHThl O(UIIHabHBIC, CITY>KEOHbIE, JINYHEIE,

N3o0pakenue repOOBOI CUMBOJIMKH Ha JIOKYMEHTaX.
PexkBusuT «3M0OsieMa opraHU3alluu WJIM TOBAPHBIA 3HAK (3HAK OOCTY)KUBAHUs)», PETIIAMEHTAIUS
HCIIOIL30BaHUA.
[Mopsimok moanucanus TOKyMeHTOB. CItocoOBbI OOPMIICHUS PEKBU3HUTA KIIOITHCHY.
3aBepeHue KONUi JOKYMEHTA.
[TouckoBbie PU3HAKU JOKYMEHTA.
PexBu3uThl, naeHTUPUIUPYIONINE JOKYMEHT, €0 aBTOpa B JIEKTPOHHOH opMe.
[TonsiTHE «CUCTEMBI TOKYMEHTAILIUNY, PAa3BUTHE CUCTEM.
Krnaccudukanus cuctem T0KyMEHTaLIUU.
YHUPUIIMPOBaHHBIE CUCTEMBI JOKYMEHTAIINH.
OO61mas XxapakTepuCTHKa CUCTEMbI OpPraHU3allMOHHO—TIPABOBOM TIOKYMEHTAIIUU.

JUYHOTO TPOUCXOXKICHUSI.
[TonsiTue «10KyMeHTO000pOT». OCHOBHBIE MPaBUJIa OPTaHU3alUU JOKYMEHTO000pOTa.
TexHonorust 06padOTKHU BXOIALINX JOKYMEHTOB.

OtrpaBKa UCXOIAIINX TOKYMEHTOB.

Oco0eHHOCTH JBUKECHHSI BHYTPEHHUX JTOKYMEHTOB.

JIoKyMeHTOOOOPOT B TYPUCTUUYECKUX OPTaHU3AIMIX.

JIoKyMeHTOOOOPOT B TOCTUHUYHOM XO3SHCTBE.

DIIEKTPOHHBIN TOKYMEHTOOOOPOT B OTEJE.

CucreMa aBTOMaTH3alMK JOKYMEHTOO0OPOTa B MHAYCTPHUH FOCTEIIPUUMCTBA.

Pons noxymeHTaImoHHOrO OOecredeHusi B COBEPIICHCTBOBAHUM YIIPABJICHUS MPEATPUITHIMHU
WHAYCTPUU TOCTEIPUUMCTBA U YUPEKICHUSIME cephl Typu3Ma.

JlokyMeHTalMoHHOe  oOecliedeHre JAESITeNbHOCTH — amnmapara YOpaBJIEHUS  TYPUCTCKUM
IPEIIPUATHEM.

Opranuzanus paboTsl Ci1yKObl TOKYMEHTAllMOHHOT'O 00eCIIeYeHUs YIIPaBICHHUS.

HopmaTuBHO — MeETOIMYECKHE OCHOBBI JIOKYMEHTAllMOHHOTO OOECTeUYeHUsl YyIpaBJICHUS

JEATEIbHOCTH NPEAPUATHNA B UHAYCTPUU TOCTEIIPUUMCTBA.

5.4. IlepeyeHb BONPOCOB MPOMEKYTOYHOM ATTECTAIMH MO AUCHUIIHHE

Bomnpocsl k 3auery:

NGO~ WDNE

[Tponienypa TOKyMEHTHPOBAHUS.

Jlenorpon3BOACTBEHHBIE ONIEPAITIH.

[TonsiTst «yHUDUKAIIA) U «CTAHAAPTU3ALIUS.

OO6wbexTsl U 3aaun yHUuukanuu B chepe JJOVY.

Bunbl crangapToB, Ux craryc.

[Tonsitusa «yHuduimpoBanHas Gopma T0KyMEHTay, «popmMyisipodpazer.
DopMyIIsip COBPEMEHHOT'O YITPABICHUECKOT0 JOKYMEHTA.

CrpykTypa TOKyMeHTa. 3aroJ0BOYHAs, CoJlepKaTebHast 1 0POPMHUTEITLCKAsT YaCTH.
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10.
11.
12.
13.
14.
15.
16.
17.
18.

19.

20.

21.
22,

23.
24,
25.
26.
27.
28.
29.

30.
31.
32.
33.
34.
35.
36.
37.

38.

TpeboBaHus K KOHCTPYHPOBAHUIO OJIAHKOB.

Buner 01aHKOB.

bnanku npennpusTHil pasnu4yHbIX GOpM COOCTBEHHOCTH.

PeKxBU3UTHI, UCTIONB3yeMBIE [T NU3TOTOBJICHHS OJIAHKOB.

PexBHU3HUT «HaMMEHOBaHHE OPTaHU3AIUH—aBTOpa JOKYMEHTa», TPeOOBAaHUS K HEMY.

PexBU3UT «MECTO cOCTaBIEHUS JOKYMEHTa.

PexBU3HT «cripaBoYHbIE JaHHBIE 00 OPraHU3aIMH — aBTOPE JOKYMEHTa», €r0 COCTaB.

Jatsl B tokymenTe. TpeGoBanus K uX 0ohOpMIICHHIO.

JlaTa Kak cocTaBHAs 4acTh APYTHX PEKBU3UTOB.

PexBU3UTHI «PErucTpanioOHHBIE HOMEp JOKYMEHTa», «CChUIKa Ha PETHCTPALMOHHBIA HOMEp U
JaTy TOKYMEHTa.

[Topsimok coriacoBaHusl JTOKYMEHTOB. BHyTpeHHee um BHemmHee coriacoBanue. OdopmieHne
PEKBU3UTA HA OTAEIHHOM JIUCTE.

CocraB ynocroBepeHHs JOKyMeHTa. [IpaBuia OQGOpPMIICHHS PEKBH3HMTOB, YIOCTOBEPSIOUINX
JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3Ha4eHUE U 0(OpPMIICHUE.

Pezomronus, ee 3HaueHue, npeabsBisieMble TpeOoBaHus. OCcoOEHHOCTH O()OPMIICHHUST PE3OITIOLIIH
Ha OTJEITLHOM JIHCTE.

YHuUKaIMA TeKCTa JOKYMEHTA.

CTpyKTypa TEeKCTa pa3IM4YHbIX CIY)KEOHBIX JTOKYMEHTOB.

OO61ue TpedoBaHMsI K TEKCTY TIOKYMEHTA.

3aroJIoOBOK K TEKCTY IOKYMEHTA, IPUIIOKEHHS K TEKCTY, TPeOOBaHHS K UX 0()OPMIICHHUIO.
CrniocoOb1 yTBepkIeHHs JOKyMeHTOB. [IpaBuiia oopmiteHus: peKBU3HUTA «TPUQ YTBEPKACHUSY.
TpeOoBaHMs K IPOCTABICHUIO PEKBU3HUTA «OTTUCK TI€YATHY.

[lepedyeHb JOKYMEHTOB, HAa KOTOPBIX MPOCTABIAETCS OTTHCK reyatu. OTTUCK repOoBOil meyaTu Ha
TOKyMEHTaX.

JIOKyMEHTOOOOPOT B TYPUCTUYECKHX OpPTraHU3aIHIX.

JIoKyMEHTOOOOPOT B TOCTHHUYHOM XO3SIHCTBE.

DNEeKTPOHHBIN IOKYMEHTOOOOPOT B OTEJIE.

Cucrema aBTOMaTU3aIMK JTOKYMEHTO000pOTa B MHTYCTPUH TOCTEIIPUUMCTBA.

Ponb TOKYMEHTAalIMOHHOTO OOECIIEUYEeHUsI B COBEPIICHCTBOBAHMM YIPABJICHUS IPEINPUATHSIMH
WHTyCTPUH FOCTEIIPUUMCTBA U YUPESKACHUSAMHU CHepbl TypU3Ma.

Opraan3anust paboOTHl CIYXObl JOKYMEHTAIIMOHHOTO OOECTICYeHHS YIPaBICHUS B WHAYCTPHH
TOCTENPUUMCTBA.

HopmatuBHO — MeTOAWYECKHEe OCHOBBI JOKYMEHTAIIMOHHOTO OOeCreueHHs! yIpaBIeHHs
NesTeIbHOCTH NPENPUATHIA cepBuUCa.

JIOKyMEHTAIIMOHHOE ~ O0EclieYeHHue JEATETbHOCTH OCHOBHBIX  MPEINPUATHH  WHIYCTPHH
TOCTENIPUMMCTBA. ABTOMAaTU3UPOBAHHBIE CUCTEMbI YIIPABICHUS IPOIIECCAMH.
JIoKyMeHTallMOHHOe ~ OOecrieueHne JeSATEIBbHOCTH — ammapara yIpaBIeHUS TOCTHHUYHBIM
NpeINpUATHEM UHAYCTPUH FOCTENPUUMCTBA.
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Paznen 6. Ilepeyenb yueOHOI JJUTEepaTypbl, HEOOXOAMMON /IJIs1 OCBOEHUS THCHUTIIMHbI

6.1. OcHoBHasi IMTEpaTypa

1. ApacmanoBa B.A. JlokymMeHTallmoHHOE OOECIICUCHUE YIMPABICHUS : Y4eOHO-TIPAKTUYECKOE
nocobue B cxemax, Tabnunax, oopasnax / ApacnanoBa B.A.. — Cypryt : CypryTckuii rocy1apcTBeHHBIN
negaroruyeckuii yausepcutet, 2019. — 240 ¢. — ISBN 978-5-93190-385-9. — TekcT : 27eKTpOHHBIH //
DIIEKTPOHHO-OUOINOTEUHAS cucrema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/94291 .html (mara o6pamenus: 02.11.2021). — Pexum goctyma: mis
aBTOPU3HUP. M10JIb30BATEIEH

2. Ky3nenona U.B. JlokymMeHTaIimoHHOE 0OecieueHre yrpaBiieHus : yaeonoe nocooue mist CITIO /
Ky3nenona W.B., Xauarpsu I'.A.. — CapatoB : I[IpodoOpa3zoBanue, Aii ITu Op Menua, 2019. — 166 c.
— ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekct : SIEKTPOHHBIA // DIEKTPOHHO-
oubnmuoreunas cuctema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/80326.html (nata
obpamenus: 02.11.2021). — Pexum goctyna: AJiss aBTOPU3HP. TOJIb30BATEIICH

3. MeaseneBa O.B. OCHOBBI JTOKYMEHTAIIMOHHOTO OOECTICUCHHUsI YIpPABICHUS [DIEKTPOHHBIN
pecypc]: pabouass TeTpaab i OOydYarONMIMXCS 10 HANpaBJICHUIO IMOJTOTOBKH OakaiaBpHara
«MenemxmenT»/ MenpeaeBa O.B.— DnekTpoH. TekcToBble AaHHbIe. — KpacHomap, CaparoB: HOxHbIH
WHCTUTYT MEHEKMEHTA, Al IIn Op Menua, 2018. - 94 C. - URL:
http://www.iprbookshop.ru/78038.html.— 3BbC «IPRbooks»

6.2. JlonoJHUTENLHAS JJUTEpPaTypa
4. AnekceeBa T.B. JlokymeHTalMOHHOE OOECTiCUCHHE yrpaBiieHHus : yuyeOHUK / AnekceeBa T.B.,
CrpaxoB O.A.. — Mocksa : Yuupepcuter «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-0402-3.
— Tekcr : snexTpoHHbI // DnekTpoHHO-OMOMMoTeyHas cucrema IPR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/101344.html (mata oOpamtenus: 02.11.2021). — Pexum mgocrtyma: s
aBTOPHU3HP. MOJIb30BATENEH
5. JlokyMeHTaIlMOHHOEe obOccreueHre ympasiacHus. CocraBieHne u  OQGOpMIICHHE CIOBBIX

JTOKyMeHTOB : yueOHoe nocobue ans CIIO / . — CaparoB, Mocksa : [IpodobpazoBanue, Ail [lu Ap
Menmua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TeKcT : 3JIEKTPOHHBIN //
DNeKTPOHHO-OMOIMOTeYHAs cucrema IPR BOOKS : [caiiT]. — URL:

https://www.iprbookshop.ru/103343.html (mara oOpamenms: 02.11.2021). — Pexkum nmoctyna: is
aBTOPHU3HP. MOJIb30BATENEH
6. Ky3nerora M.B. JlokyMeHTaIllMOHHOE OOECIICUCHUE YIPABICHHS TIEPCOHAIIOM : YyUeOHOe
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Pa3nes 7. MarepuajbHO-TeXHMYecKas 0a3a 1 HHPOPMALMOHHbIE TEXHOJIOTHHU

MarepuanbHoO-TeXHH4YeCKass 0a3a, Heo0XoAUMAas AJsl OCYLIECTBJIEHHS 00pPa30BaTeJbLHOIO
npouecca no GpaxkyJbTATUBHOM IMCIHUIINHE:

MarepuanbHO-TEXHHUECKOE obOecrieueHne (BpaKyIbTaTUBHOW TUCHMIUIMHBI «/lOKyMeHTalMoOHHOe
o0ecrneyeHue YNpaBJeHHUsI» BKIIOYaeT B ce0s ydeOHBbIE ayAMTOPUH JUIsl TIPOBEICHUS 3aHATHMH,
IPYINIOBBIX U MHAWBUIYAIBHBIX KOHCYJIbTALUH, TEKYILEro KOHTPOJIS U IPOMEKYTOUHOW aTTeCTallH,
CaMOCTOSITENIbHON paboThl 00yyaromuxcs. Mimeercs: cienuain3upoBaHHas ayIuTOPHSL.

VY4yebHble ayIUTOPUM YKOMIUIEKTOBAHbI CHELMAIM3UPOBAHHON MeOEnbl0 U TEXHUYECKUMHU
cpeactBamMu oOydeHus. IlomerneHuss [UIsi CaMOCTOSATENBHOM Pa0OTHI OOYYAIOIIUXCS OCHAIIEHBI
KOMIIbIOTEPHON TEXHUKON C BO3MOKHOCTBIO MOAKIIOUEHUS K ceTH VIHTepHeT.

@akynbTaTUBHAS JUCHUIUIMHA MOXET pEaTU30BBIBATHCSI C NPUMEHEHHEM JMCTAHIIMOHHBIX
TexHosoruii oOydyenus. Creunuduka peanu3aluyd AUCUUIUIMHBL C MPUMEHEHHEM JUCTaHIMOHHBIX
TEXHOJIOTUH OOydeHUs YCTaHABIMBAETCS [IOTIOJIHEHHMEM K paboueil mporpamme. B wactu He
IIpoTHBOpeyalledl crnenupuke, U3JI0)KEHHOW B JONOJIHEHUU K IPOrpaMMme, MPUMEHSAETCS HacTosALIast
paboyast mporpamma.

MarepuanbHO-TeXHHUECKas 06a3a, HeoOXoauMasi Ul OCYIIECTBIEHUs 00pa30BaTEIbLHOrO Mpolecca
0 JMCUUIUIMHE C TPUMEHEHHEM JIMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH BKIIIOYAET B ceOsl:

KomnbroTepHass TeXHUKa, pacloyiokeHHass B ydyeOHoM kopnyce Mucturyra (yn.Kauunnes, 63,
kabuHeT LleHTpa TUCTAaHITMOHHOTO O0YUICHMS ):

1. Intel i 3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3IMYHBIE 3JEKTPOHHBIE YCTPOWCTBA (KOMMBIOTEPHI, HOYTOYKH, IUIAHIIETHI M HHOE), a TaKxke
CpEICTBa CBSI3U IIpenojaBaTesiell U CTyIEHTOB.

WNHudopmanoHHbIe TEXHOJIOTHH, HEOOXOIUMBbIE Il OCYLIECTBICHHU 00pa30BaTeIbHOIO Mpolecca
10 JUCUUIUIMHE C TPUMEHEHUEM IMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA BKIIOYAIOT B CEOsI:

- cuctema auctanironnoro odyuenus (CJO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 1104Ta;

- CUCT€Ma KOMITBIOTEPHOTO TECTHPOBAHHUS;

- anekTpoHHas ouommorexka IPRbooks;

- CHCTeMa MHTEPHET-CBSI3U skype;

- Tenie(hOHHAs CBS3b;

- [1O nng npoBenieHust KOHGEPEHIIUH.

OOyuenne o0OydarONIMXCSl HWHBAIMJIOB U OOYYalOIUXCA C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH
3I0OPOBBSI  OCYHIECTBISIETCS IMOCPEACTBOM TPUMEHEHHUS CHENHaIbHBIX TEXHUYECKUX CpPEACTB B
3aBHCUMOCTH OT BHJIa HO30JIOTHH.

[Ipu mnpoBenmeHWHn y4eOHBIX 3aHATHH 1O AUCHUIUIMHE WCIOIB3YIOTCS MYJIbTUMEIUITHBIE
KOMIIJIEKCBI, SJIEKTPOHHBIE YUeOHUKH U yueOHbIe TOcOOus, alalTUPOBAHHbIE K OTPAaHUYEHUSM 3/I0POBbS
00yJaronmxcs.

JIeKIIMOHHBIE AayAUTOPUH OOOPYAOBaHBI MYJIbTUMEAMMHBIMU Kadeapamu, MOAKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKAM, TTO3BOJISTFOIIUMHE YCHIIUTh 3BYK JUIS KATETOPHH CIA00CIBIIIANINX 00YyJaoIINXCs, a
TaKXke MPOEKIIMOHHBIMH 3KpaHaMH KOTOpBIE YBEIIMYMBAIOT U300pakKeHNE B HECKOJIBKO Pa3 U MO3BOJISIIOT
BOCIPUHUMATh y4eOHYIO0 HH(OPMALIKIO 00Y4alOIUMCS ¢ HApYIIEHUSIMHU 3pEHUSI.

[Tpu 0OydeHuu ULl ¢ HApYIIEHUSIMH CITyXa MCIIOJIb3YEeTCS YCUIIMTENb CIyXa JJIsl CIa00CbIIIAIINX
moneit Cyber Ear monmens HAP-40, nmomorarommii oOydaeMbIM JIy4llle BOCHPHUHHUMATh Y4eOHYIO
MH(pOpMAIIHIO.

OOyuaronmecss C OTPaHWYCHHBIMH BO3MOXHOCTSIMH 37I0OPOBBS, OOCCIIEYCHBI TEYaTHBIMH U
3JIEKTPOHHBIMU 00pa30BaTeNbHBIMU pecypcamu (IIporpamMmbl, y4eOHUKH, ydeOHbIe TOCOOUs, MaTepHallbl
JUI CaMOCTOSITENIbHOM paloThl M T.1.) B (popmax, aJanTUPOBAHHBIX K OIPAaHUYEHUSM HUX 30POBbS U
BOCTIPUATHS UHPOPMALIUH:

AJIS JIL ¢ HAPYLIEHUSIMHU 3PEeHMA:

- B (hopMe 3IEKTPOHHOTO TOKYMEHTA;
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- B hopme aynuodaiina;

IS JINI ¢ HAPYIIEHUSIMH CJIyXa:

- B IeYaTHOH opme;

- B (hOpMeE IIIEKTPOHHOTO JOKYMEHTA;

JJIS JIML ¢ HAPYLIEHUSIMH ONIOPHO-ABUTaTeIbHOI0 annapara:
- B Ie4aTHou opme;

- B (hOpMe IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.
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Pazgen 8. Meroauyeckue ykazaHus 1Jisl 00y4al0IUXcs 10 0CBOCHHIO (pakyIbTaTHBHOM
AUCHHUILIHHBI

JUis  yCIeNIHOrO YCBOEHHUS JIEKIMOHHOIO MaTepuaya oOydarouuiics OJKEH IPOCMOTPETh
y4eOHYIO JINTepaTypy MO TeMe JIeKIHMH C TeM, 4TOObI MMEeTh XOTs OBl MpejacTaBiIeHue O mpoliemax,
KOTOpbIe OyAyT pa30upaThbcest B jieKUUU. OH JTOJDKEH TAK)K€ MBICICHHO NMPUIIOMHHUTB TO, YTO YXK€ 3HAET,
KOIZIJa-TO 4uTal, M3y4dal MO JpYrMM I[peaMeTaM IpUMEHUTEIbHO K JaHHOM Teme. [naBHoe B
IIPOJIETIaHHOM paboTe K JieKuuu — (popMUpOBaHUE CYOBEKTUBHOI'O HACTPOs Ha XapakTep MH(POpMaLuy,
KOTOPYIO OH TOJYYUT B JICKIIMHM MO COOTBETCTBYIOWIEH Teme. MHOrnma st 3Toro ObIBaeT JOCTATOYHO
O3HAKOMUTbBCS C TUIIOBOM pabodel MporpaMMoil MM y4eOHbIM PYKOBOJCTBOM.

[Ipobnemuas neKuus HE TOJIBKO PACKPHIBACT IMYHKTHI, MPOOJIEMBI, TEMbI, KOTOPbIE HaXOISATCS B
IIporpamMMe, HO U 3acTaBisieT 00y4YaroLIero MbICIUTh SKOHOMMUYECKH I'PaMOTHO, UCKaTh HOBBIE IIyTH U
CpeICTBa pelieHUsT HamOojee CIOXKHBIX mpobrem. Ona oOmagaer O0dbIIONH WHGOPMAIMOHHON
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPEernojaBaTellb yCIEBACT MU3JI0KUTh TaK MHOTO IPOOJEM, MBICIEH,
UAeH, YTO HAJ0 HE MOTEPAThCA B 3TOM MHPOpManuu. OOyyaromuics JOKEeH MOMHUTh, YTO HUKAKOM
yueOHMK, HUKaKasi MOHOrpadus MM CTaThsi Ha MOTYT 3aMEHUTh y4yeOHYO JeKIHio. B cBoro ouepenp,
paboTa Ha JEKIMH — 3TO CIIOKHBIA BUJ TO3HABATEIBHOW, MHTEIUIEKTYalbHOH paboThl, TpeOyromei
HanpsDKeHUs, BHUMaHUs, BOJIM, 3aTpaT HEPBHOW U (usnueckoi 3Hepruu. Becy npobiemHblil MaTepual,
cooOmraeMplii TpenojaBaTeieM, JO0JDKEH He MpocTo mpociaymuBarbes. OH JOKEH OBITh aKTHBHO
BOCIIPUHAT, T.€. YCIBIIIAH, OCMBICIEH, INOHAT, 3a(UKCHUpOBAaH Ha Oymare M 3aKpelyieH B IaMATH.
[Ipuctynas Kk ciymaHuio HOBOTO MaTepuasa, IMOJIE3HO MBICIIEHHO YCTaHOBUTH €ro CBsA3b C paHee
M3YyYEHHBIM, YSICHUTb, Ha YTO ONUPAETCS U3JI0KeHHas TeMa. Ciiesist 3a TeXHUKOM YTEeHHsI JIeKIUH (aKLEHT
Ha CYILLIECTBEHHOM IOBBIIIEHUH TOHA, U3MEHEHUS! PUTMA, I1ay3a U T.II.), 00y4aroIuics TOJKEH BCe 3a
IIPEro/iaBaTesieM YMETh BBIJENATh OCHOBHBIE KaTETOPHH, 3aKOHBI M UX COJEpKaHUe, MPOoOJIeMbl U UX
BO3MOJKHBIC PpEIICHUs, 0Ka3aTeIbCTBa W BBIBOJABL. OCYIIECTBISAS Takyl paboTy, oOydaromruiics
3HAYUTENbHO obJeryaer cede ry0okoe MOHMMaHME MaTepHala, ero KOHCIEKTUPOBAHUE U JajbHellIee
U3Y4EHHUE.

3anuch JEKLUUH SABISETCA BaKHEHIINM 3JIEMEHTOM paboThl oOydaromierocs Ha JeKiuuu. KoHcnekr
MO3BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH H JIyUIlle COXPAHUTH IMOIyYECHHYIO HH(POPMAIIUIO C TEM,
4TOOBI B OY/yIIIEeM OH CMOT BOCCTAaHOBHUTb B IAMSTH OCHOBHBIE CO/IEPKATENIbHBIE MOMEHTHI JICKIUH.

Tunuunas ommbOka oOyyaronMxcs — JIOCJIOBHOE KOHCHEKTHpoBaHue. Kak mpaBuiio, Npu 3amucu
CIIOBO B CJIOBO HE OCTAaeTCs BPEMEHU Ha OOAyMbIBaHHE, aHAJIU3 U CUHTE3 MHpopmauuu. MckyccTBo
KOHCIEKTUPOBAHHUS CBOJAUTCS K HABbIKAM CBEPThIBAaHUS MH(QOpPMAIMH, T.€. 3allMCHU €€ CBOUMHU CIOBaMH,
YACTUYHO CIIOBOCOYETAHHUSMM JIEKTOPA, ONPEICICHHBIMU U MPOCTO HEOOXOAMMBIMU COKPALCHUSIMU U
MHBIMHM IIPUE€MaMH, HO TaK, YTOObI CyMETh BHOBb Pa3BEpHYTh MH(OpMaIHIO 0€3 CYIIEeCTBEHHOH MOTEpH.
OT1Oupas HyXHYI HH(OpMAIUIO, IJIaBHBIE MBICIH, NMPOOJIEMBI, PEIIEHUs M BBIBOJBI, OOydarouiencs
COKpalIaeT TEKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa300paThes.

IIpn BeneHMM KOHCIEKTA JIEKIIMM €CTh MaTepuall, KOTOPbIN 3allMChIBAETCS JOCIOBHO, HallpUMED,
(GOpMyJIMPOBKM HOPMATHUBHBIX AaKTOB, ONPEIENIEHUS OCHOBHBIX KPHUMHUHOJOTMYECKUX KaTeropuil u
3akoHOB. Ilpu 3TOM oOyuarommiics KoykeH Ui ce0si B KOHCIEKTE BBIJCNIUTh ITIaBHYIO MBICIb, UJICIO0 B
OTIpeIeNIEHUU TOTO WJIM MHOTO MOHSTHS, €0 CYIIHOCTb, HE CTapasCh Cpa3y MOHATH €ro B JAETalsX. JTO
MIO3BOJINT H3HAYAJIbHO YCBOWTH JKOHOMMYECKHME IIOHATHS, ONUPAsCh HAa TJIaBHYIO HJIECH, YSACHUTHb
CYLIHOCTb.

B koHcnekTe nekuui 00sf3aTeNIbHO 3alKMChIBAIOTCS: HAa3BaHUE TEMbI JEKIIMH, OCHOBHBIE BOIPOCHI
IJIaHa, PeKOMEHIyeMas JuTepaTypa. TeKCT JeKIUU J0KEH ObITh pa3/ielIeH B COOTBETCTBUU C IJIAHOM.

C okoHYaHHeM JIeKIIMU paboTa HaJl KOHCIIEKTOM Ha MOXET CUMTAThCs 3aBeplieHHoi. HyxHo ere
BOCCTAaHOBUTBH OTJIEJIbHbIE MECTa, MPOBEPHUTh, BCE JIM MOHATHO, YTOUHUTH YTO-TO HAa KOHCYJIbTALIUH,
NPEINPUHATh UHBIE MEPBI C TeM, YTOOBI KOHCIIEKT MOT' OBbITh HMCIIOJIb30BaH B IPOLIECCE MOATOTOBKU K
CEMUHapaM, OHK3aMEeHy, Ui JAJbHEWIIEro W3y4eHHs TeMbl, Ha mpakThke. KoOHCHekT nexkumii —
HE3aMEHHUMBIH yueOHBIH JOKYMEHT, HEOOXOIUMBIH JUIsl CAMOCTOSATEIbHOM paboTHI.

TematnueckuM IJJaHOM H3Y4YEHMs] JAUCLUUIUIMHBI MPEIyCMOTPEHbl MNPAKTHUYECKHE 3aHSITHS.
[ToaroToBka K MpakTUYECKOMY 3aHSATHIO MPEAIIOIAraeT JBa 3Tana padboThl 00yJaronuxcs.
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I[TepBbIii 3Tanm — ycBoeHHE TeopeTHYecKoro mMarepuana. Ha mepBom stame oOydaronmiics JOIKEH
oTpaboTaTh M YCBOUTH Y4E€OHO-NPOTPAMMHBIN BY30BCKUH MarepHall, HCHOJb3YyS METOJUYECKUE
PEKOMEHIALINH T10 TOATOTOBKE K CEMUHApY.

Btopo#i sTan mpennonaraeT BBIITOJIHEHHUE MPAKTAYECKOTo 3ajaHusd. KOHKpeTHO Takoe 3alaHue
naercsi o0yJaroleMycsl MperoiaBaTesieM B KOHIIE 3aHSATHS, MPEIIIECTBYIOUIETO MPAKTHYECKOMY. IJTO
MO>KET OBITh MOJArOTOBKA KOHCIIEKTA, IJIaH paboThl IO TOM WM UHOM CUTYyallUH, IJIaH Oecebl U T.11.

3amaHus JTOJDKHBI OBITH BBINOJHEHBI MHCbMEHHO. Kpome TOro, mo TEOpeTHMYEeCKHMM BOIPOCaM
oOyJarouuiicst J0KEH MOrOTOBUThH paboyue MIaHbl CBOMX OTBETOB HA HHX.

JlomaiHee 3amaHue OOy4YaroIIMKCS TOTOBUT CaMOCTOSITENIbHO, YAENsAs Ha MOATOTOBKY HE MEHee
Tpex 4acoB. IIpu BBINOJHEHMHM [JOMAalIHEro 3aJaHUsl OH MOXET I0JIb30BaThCA TEXHUYECKUMU
CpeAcTBaMu, yueOHOH IuTepaTypol, KOHCIIEKTaMu JIeKUui u 1.p. Pekomenayercs yaie odpamarhes 3a
KOHCYJIbTAIIMSIMU U OKa3aHUEM HEO0OXOJUMOM MOMOIIH K MpernoaBareisM Kadeapsl.
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y‘IC6HO'MeTO,Z[I/I‘I€CKOG HU3JaHUC

Pabouast mporpamMma yd4eOHOM TUCITATIITHHBI

JlokymeHTalIMOHHOE o0ecnevyeHre ynpaBJjeHusl

(Haumenosanue Oucyuniunsl 8 COOMEemcmeuu ¢ y4eoHbIM niaHom)

YymakoBa Exarepuna AJjiekCaHIpOBHA

(Damunus, Hws, Omuecmeo cocmagumerist)
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