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1. IEJIM OCBOEHMUsA

Hens

- U3YUCHHC TCOPUU U NPAKTUKU JOKYMCHTALIMOHHOTO obecneueHus YIpaBJICHUSA B YUPCIKACHUS, OpraHnU3alusaX U Ha

MIPEANIPUATHIX PATUIHBIX POPM COOCTBEHHOCTH.
3aga9n TUCITUTUTHHEL:

(hopMHpPOBAHUE CHCTEMBI TEOPETHIECKUX M METOJOIOTHIECKIX 3HAHIH OCHOB
JOKyMEHTHUPOBAHUS HHPOPMALNH C YI€TOM KOMIIETEHTHOCTHOTO NTOX0/1a;
(OopMHpPOBaHUE CHCTEMBI TEOPETUUYECKUX M METOJOIIOTUUECKUX 3HAHUH pa3paboTKu
JOKyMEHTAIM1, 00eCTIeUnBalONIEeH pealn3alnio YIpaBleHIeCKUX PelleHHH];
(hopMHpOBaHUE NPE/ICTABICHUH O IPUHLIUIIAX, IPABUIIAX U TEXHOJIOTUAX
JIOKYMEHTAI[IOHHOTO 00ecleueHus yIpaBIeHuUs;

npuoOpeTeHne 00yJaroIUMUCS 3HAHUH U yMEHHUH IPUMEHEHHS IPaBJI JOKYMEHTHPOBAaHUS
nH(pOpMaINH IIPU COCTaBICHUN JOKYMEHTOB Pa3JIMYHBIX CHCTEM JOKYMEHTAIUHU U UX
aHaNN3a;

OCBOCHHE HABBIKOB MIPOEKTHPOBAHNS YHH(DUIIMPOBAHHBIX (DOPM JOKYMEHTOB, CHCTEM
JOKYMEHTAIMN ¥ HHQOPMAIHMOHHO-TOKYMEHTAIMOHHON CHCTEMBI YIPEKACHHS B IIETIOM.

2. MECTO B CTPYKTYPE OBPA3OBATEJBbHON MPOTPAMMBI

Huka (pazmen) OI1: | b1.B

2.1 TpeGoBaHus K MpeIBapUTEIbHOI MOATOTOBKE 00yYAKOIIEr0Cs:

2.1.1 Teopus MeHeDKMEHTa

2.2 JAucuuniaunel (MOAYJIHM) M NPAKTUKH, AJIS1 KOTOPBIX 0CBOEHUE JaHHOM M CUMIIMHBI (MOAYJIs1) HE0OX0AMMO
Kak IpealecTByoiee:

2.2.1 | DKOHOMHKA MIPEIIPUSTHIA

2.2.2 VYdeT uMylecTa npeanpusTus. YUer JCHeKHBIX CPEJICTB U PACUETOB MPENPHSTHS

2.2.3 VYdeT HCTOYHHKOB 00pa30BaHUs MIMYIIECTBA NpeaAnpusiTus. byxrantepckuii GPHHAHCOBBII y4eT M OTYETHOCTh

2.2.4 | Opranusanws, HOpPMHPOBaHHE U OILIaTa TPyOa

2.2.5 JlemoBpie KOMMYHUKAIHH

3. AHAUKATOPHI ®OPMUPOBAHW S KOMITETEHIIUA,
COBMEIEHHBIE C PE3YJBTATAMMU OBYYEHNS 11O JUCIUIIJINHE

YK-4: Cnioco0eH ocymecTBJIATH AeJI0BYI0 KOMMYHMKAIMIO B YCTHOI M MUCbMEHHOM (hopMax Ha rocy1apcTBeHHOM
si3bike Poceniickoii @egepanyuu 1 HHOCTPaHHOM(BIX) s13bIKe(aX), 3 (PeKTHBHO GPYHKIUHMOHHPOBATH B HAIIMOHAJIBHOM H
MEKIYHAPOAHOM KOJUICKTHBAX HHAMBHAYAJIbHO H KAaK YJeH KOMAaH/bI

3HaTh: YK-4-313HaTh OCHOBHBIE IPUHIIMIIBI JIEIOBO KOMMYHHKAIIUK B YCTHOW ¥ MUCbMEHHOU opMaxHa
rOCyJapCTBEHHOM s3bIke Poccuiickoit @enepalinn 1 ”HOCTpaHHOM(BIX) sI3bIKe(ax

YMers: YK-4-Y1 YMeTs UCIIOIB30BaTh HOPMATHUBHBIE U IIPABOBBIE TOKYMEHTHI, OTHOCSIIHECS K OyayIien
npodeccroHANIbHOM NeATeIbHOCTH

Bnaners: | YK-4-B1 Bnagers HaBbIkaMu ()OPMUPOBAHUS JIOKAJIbHBIX HOPMATUBHBIX IOKYMEHTOB YIIPaBJICHIECKOTO
Xapakrepa

[K-2: CrnocodeH 0CylIecTBIATH AHATUTHYECKYIO IeSITeILHOCTH B MPO(ecCHOHAIBLHOI cdepe: 0CylIecTBIATH

JleHe:KHble H3MepeHUsi 00beKTOB OyXTraJITepCKOro yuera, TEKYLIYI0 U MTOTOBYI0 TPyNNHMPOBKY GaKTOB X0351iiCTBEHHOM
JKM3HH, COOMPATh, AHAJIU3MPOBATH U MHTEPIPETUPOBATH GUHAHCOBYI0, OYXIaJTepPCKYI0 U HHYI0 HHGOPMALMIO U
HCMOJIb30BATh NMOJIYYeHHbIE CBeAeHHs JUIsl MPUHATHS YIPaBJIeHYeCKHX peneHui

3Harb: [IK-2-31HopMmaTuBHBIC aKTHl B TIEPBUYHBIC JOKYMEHTHI OOecIieYnBatoniie NHPOpManueil st IpUHATHS
YIIPaBICHYECKUX PEIICHUIN

YMerTs: [IK-2-Y1 YMeTs UCToNb30BaTh JOKYMEHTAIEHBIE ICTOYHUKHI OOecieueHus HHOpMAIHEH TS aHATHTHIECKYIO
JIeSITETIHHOCTD B podecCHOHATIBHOM chepe

Bnaners: | [1K-2-B1 Bragets HaBbIKaMu(OPMHUPOBAHHUS YIIPABICHYECKOH JOKYMEHTALIUH ISl 00ECTIeYeHUs

YIpaBIEHYECKOI NesITeTbHOCTH




4. CTPYKTYPA U COAEP)KAHUE

Jlutepatypa n

Kon HanmenoBanme pa3aesnoB u TeM / KosnuecTBo [Mpumeuan
Cemectp KoMnerenunn | 3j1eKTpoHHBIE
3aHATHS BH/I 3aHATHS/ JacoB ne
pecypcbl
Paznea 1. IlpaBoBas 6a3a
AOKYMEHTALMOHHOT0 00ecneyeHus
ynpasJieHust
11 Teoperndeckne OCHOBBI OPTaHU3AIIH 2 1 YK-4-3 1 JI1.1J12.2
JOYVY. IlpaBoas 6a3a IK-2-31
JOKYMEHTAIIHOHHOTO 00eCIIeueHHUs
ynpasieHus. /JIex/
1.2 TaGonatopias babora No 1 2 4 YK-4-Y1 VK- J1.1J12.2
patoprasi pabora 1 4-B1 [IK-2-Y1 J13.1
CraHaapThl JOKyMEHTAIIHOHHOTO
[1K-2-B1
obecreuenus ynpasnenus/J1ad/
13 2 1 YK-4-3 1 J1.1J12.2
Ciyx0a TOKyMEHTallMOHHOTO
ITK-2-31
obecrnieuenus ynpasnenus /Jlex/
1.4 2 32 YK-4-31 J1.1J12.2
0 IK-2-31 J3.1
CBOEHHE TEOPETUYECKOTO VK-4-V] VK-
Mmatepuanan. 1.1-1.3 TTogroroBka
o 6 5 ICp/ 4-B1 IIK-2-V1
MH(POPMAMOHHBIX coo0meHu /Cp [IK-2-B1
Paspen 2. JIOKyMeHTHpPOBaHHE
yNnpaBJieH4eCKOH 1eITeJIbHOCTH
21 Kiaccudukanus ynpaBieHYeCKUX 2 1 YK-4-3 1 JI1.1J12.2
JnokymeHToB/JIek/ I1K-2-31 JI2.1
2.2 OpraHu3anioHHO-YTIPaBIeHUYECKUE 2 1 YK-4-3 1 JI1.1J12.2
JnokymeHThl/JIex/ [1K-2-31
2.3 JlabopatopHas pabota Ne 2 2 1 YK-4-YV1 VK- | J1.1J12.2
®dopMupOBaHUE OPTaHU3AIIIOHHO- 4-B1TIK-2-Y1 | JI3.1
YIPaBICHYECKUX TOKYMEeHTOB/J1ab/ IIK-2-B1
24 JlokyMeHTanpHOE 0(pOpMIICHHE 2 1 YK-4-3 1 JI1.1J12.2
TPYIOBBIX OTHOIICHHUH./JIek/ IK-2-31 2.1
25 JlaGopatopnast ~ pabora  Ne 3 2 1 YK-4-Y1 VK- | JI1.1J12.2
®opMHpPOBaHHE  JTOKYMEHTOB IO 4-B1 IIK-2-Y1 | JI2.1 JI3.1
JMYHOMY cocTaBy /J1a6/ ITK-2-B1
2.6 Henossie muceMa /Jex/ 2 1 VK-4-3 1 J1.1J12.2
IK-2-31
2.7 JlabopaTopras pabota Ne 4 2 2 YK-4-Y1 VK- | JI1.1J12.2
OdopmiteHrE IETOBBIX THCEM 4-B1TIK-2-Y1 | JI3.1
[1K-2-B1
2.7 2 34 YK-4-31 J1.1J12.2
ITK-2-31 J2.1 J13.1
OcBoeHNE TEOPETHIECKOT0 MaTepraia
YK-4-V1
. 2.1-2.7 Tloaroroska
b 5 i /Co/ YK-4-B1
uH(opManMoHHbIX coobduienuit /Cp MK-2-Y1
I1K-2-B1
Paznen 3. Opranmsanusi padoTsl ¢
AOKYMEHTaMM
3.1 JIOKyMEHTOTIOTOKH: TEPMHHOJIOTHS, 2 1 YK-4-3 1 JI1.1J12.2
XapaKTEPUCTUKA IIOTOKOB, IPUHIIUIIbI, ITK-2-31

IIoKa3aTciiu. OpraHmauI/m




JIokyMeHToobopoTa /JIek/

3.2 ®dopmuposanue nen. OpopmieHue aem. 1 YK-4-3 1 JI1.1J12.2
TTopsmok mepenaun nei B apXuB I1K-2-31
OpraHu3alyy. Y HUYTOKCHUE
JOKYMEHTOB C HCTEKIIMH CPOKaMH
xpanenust /JIex/
3.3 Jlaboparopnas pabora Ne 5 2 VK-4-YV1 VK- JI1.1J12.2
Oransl paboTH ¢ JOKYMEHTaMH 4-B1 IIK-2-V1 JI3.1
[1K-2-B1
34 OcBOEHUE TEOPETHYCCKOTO MaTepHasa 24 YK-4-31 JI1.1 J12.2
. 3.1-3.3TloaroroBka IK-2-31 JI3.1
nH(opManmoHHbIX cooduienuit /Cp/ YK-4-Y1
VK-4-B1
[K-2-V1

I1K-2-B1




5. POHJ1 OHEHOYHBIX MATEPHUAJIOB

5.1. Bonmpocsl AJis caMOCTOSITEIbHOI MOJATOTOBKH K 3K3aMeHY (3a4€Ty ¢ OLleHKOii)

OK3aMeH He NPeyCMOTPEH

5.2. [lepeyeHb padoT, BHINOJHAEMBbIX 10 JUCIHUILJINHE

TemaTuka 1 HOATOTOBKKM HWH(OPMAIMOHHBIX cooOmenuit st Boictymuienus YK-4-31,11K-2-31, YK-4-V1, YK-4-B, [1K-2-
V1, IIK-2-B1
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[Monsitue nokymeHTa. [lepBbie coXpaHUBIIMECS JOKYMEHTHI B HICTOPHH YeJIOBEYECTBA.

Muoroo6pasue GpopM cOBpeMEHHOH JOKYMEHTAIINH.

JokymeHTHpOBaHNe HHOOPMALIUH.

JloKyMEHTHpPOBaHHE ONepanuii ¢ JOKYMEHTaMH 1 IIPOIIECCOB YIPABJICHHUS JOKYMEHTAMU.

[ToHsATHE M COCTaB HOPMATUBHO-METOANIECKON 0a3bl JOKYMEHTHPOBAHHMS YIPaBICHIECKOH AEATCIBHOCTH.
3akoHozmaTenbcTBO PP B 00:1aCTH TOKYMEHTHPOBAHHS YIPABICHIECKOH 6. IS TENBHOCTH.

I'paxxnanckuil kogeke P®, Tpynosoii kogekc PO, Yronosuslii koaeke PO o 1okyMeHTax,cONpOBOKAAIOIINX
TpaKAaHCKHE U TPYJOBBIE OTHOLICHNUS, O IPAaBOHAPYIICHNUAX B JOKYMEHTHPOBAHUNYIIPABICHIECKOH JEATEIFHOCTH.
HopmatusHble mpaBoBbie akThl PO o cranpaptusauny, nHGopManuu ¥ HHPOPMaTH3aIMN,TOCYy JapCTBEHHOH 1
KOMMEpPYECKOW TalfHaX, apXuBax M apXUBHOM JIeJie, CBSI3M U IIOYTOBOM CBS3U H JP.

KyMynsiTHBHBIN (HAKOIUTENBHBIH) MOTOK JOKYMEHTAIMH - «0yMa)kHBII OyM», €ro MpUYHHBI 1 OCHOBHBIEITYTH €TI0
COKpaIIeHUS.

[NonuTHKa yrpaBieHus JOKyMEHTaMH.

Crpaterus ynpaBJieHHsI JOKyMEHTaM{ B OpTaHHU3aIlHH.

YHuuKanms u CTaHAapTH3anUsI JOKyMEHTHPOBAHNUS.

Jlenonpon3BoICTBO U apXUBHOE JETIO.

Cucrema cTaHIapTOB IO HHPOPMAIUN, OMOIHOTECIHOMY H M31aTEIbCKOMY NIy

IMonsTre 1 coctaB pekBU3UTOB. TpeOOBaHMS K OPOPMIICHHIO PEKBU3UTOB.

OdurranbpHO-AET0BOH CTHIb — (PyHKIMOHATIbHAS PA3HOBUIHOCTS SI3bIKa B Chepe yIpaBICHNUS.

OOmue TpeOGOBaHUS K A3bIKY M CTUIIIO M3JIOKEHUS JOKYMEHTa: IOJTHOTA (MUHUMAaJIbHASL JIOCTaTOYHOCTB)
nH(popMannK, CMBICIOBas TOYHOCTh U3JI0KEHHUS, TaKOHU3M 20. (OPMYIHPOBOK, OHO3HAYHOCTh TOJIKOBAHMS,
HeWTpanbHast SKCIIPECCHBHAs OKpacKa, TeMaTuieckasi OrpaHMYeHHOCTb B IPUMEHEHUH SI3BIKOBBIX CPEJICTB U .
Jlexcuka JOKYMCHTOB: HACBIIIICHHOCTbL TCPMUHAMU CO6J'IIOILCHI/IC HOPM COYE€TACMOCTH CJIOB, TCHACHIINA K
yHU(DUKALUHY CJIOBOCOYCTAHUN B THITOBBIX CHUTYAIIUSX, UCIIOIB30BaHIE PEUYCBBIX KiHIle ((pa3coqoru3MoR).
YnoTpebiieHHe CJI0B B OTHOTHITHBIX TaJeKHBIX opMax.

OrpaHnyeHHOE YIOTpPEeOIEHHE TaroIoB B JINYHON (opme.

YcrpaHneHne ommboK U pelieHUe A3bIKOBBIX IPOOJIeM pH 0(OPMIIEHHH TOKYMEHTOB.

INonuTHKa yrpaBineHUst JOKyMEHTaMH OpTraHU3ali: He0OXOIMMOCTh U IIPEUMYIIECTBA, peTyIupylomasicpena u
OTBETCTBECHHOCTb.

[TprHINTIBI pa3paboTKK MIPOrpaMM YIPaBICHUS JOKYMEHTAMH.

OO01mue XxapaKTepUCTHKN IOKYMEHTHBIX CHCTEM.

HpOQKTI/IpOBaHI/Ie 1 BHEAPECHUEC JOKYMEHTHBIX CUCTEM: NOKYMCHTHUPOBAHUEC onepaunﬁ; 3alyTa MaTe€pUuaIbHBIX
HOCHUTENCH I/IH(I)OpMaIlI/II/I; JAOCTYII, MOMCK U UCTIOJIb30BAHUE; XPAHCHUEC U YHUUTOKECHUC JOKYMCHTOB.
MeTo/10510T sl TPOSKTUPOBAHUS M BHEAPESHUS JOKYMEHTHBIX CHCTEM: TIPE/IBAPUTEIBHOE 00CIeI0BaHNE; aHAIIH3
JICTIOBOM JIESITEIbHOCTH; ONpeielieHle TPEOOBaHUN K IOKYMEHTaM; OlIeHKa CYIIECTBYIOIINX CUCTEM; ONpe/iesieHHE
cTpateruii cobroneHus TpeboBaHuit 33. K JOKyMEHTaM; IPOEKTUPOBAHNE TOKYMEHTHOM CHCTEMBI; BHEAPCHHE
JIOKYMEHTHOM CUCTEMBI.

[pekparieHre TpIMEHEHHUs TOKYMEHTHBIX CHCTEM.

[Tpoueccs! yrpaBiaeHust JOKyMEHTaMH ¥ KOHTPOJIb; OTIPEJIeNICHNE CPOKOB XPAHEHHUS IOKYMEHTOB; BKIIIOUEHHE
JOKYMEHTOB B CHCTEMY; PETHCTpanus; KilacCU(PUKALNs; XpaHEHHE 1 00pallleHHe ¢ JOKYMEHTaMH; TOCTYI K
JOKyMeHTaM (CBOOOIHBIN M OTPaHUICHHBIN);

KoHTponb JBIKEHNUS M HCIIOIB30BaHUS IOKYMEHTOB (KOHTPOIIb JEWCTBHH, KOHTPOJIb MECTOIIOJIOKEHHUSIOKYMEHTA);
0TOOD M nepeaya JOKYMEHTOB Ha MOCJIEyIOIee XpaHEeHHE i YHUUTOKEHHE.

[NonsiTve TOKYyMEHTOOO0POTa M €r0 OCHOBHBIE ATAIIBI.

BXO}IHI]_[I/IG, BHYTPEHHHUC U UCXOAAIINE TOKYMEHTHI U UX }IOKyMeHTOO60pOT.

OkcreannnoHHas 06paboTKa JOKYMEHTOB, OCTYIAIOIINX B OPraHU3aIHUIo.

IIpenBapuTenpHOE pacCMOTPEHNE JOKYMEHTOB B ciryx0e /JOY.

Opranuzanys JOCTaBKH JJOKYMEHTA.

Perucrpanus n nHAEKCcanus JOKYMEHTOB.

JIOKyMeHTBI, 10JyIeKaIne PerucTpany.

PerucrpanmoHHble )XypHaJIbl 1 KAPTOUKH.

HcnonHeHne JOKyMEHTOB: CPOKH M Ka4eCTBO.

DTarnsl ¥ TEXHOJIOTHUSI KOHTPOJISI HCIIOJIHEHNUS! JIOKYMEHTOB.

CocraB JOKyMEHTOB, IIO/JIEXKALINX 00513aT€IbHOMY KOHTPOJIIO UCIIOJIHEHHSI.

O06paboTKa NCTIOTHEHHBIX JOKYMEHTOB.

AHanu3, METO/Ibl yueTa U COKpAIeHHUsI JOKyMEHT0000poTa.
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[IpyrHUMIBI OpraHU3anny JOKyMEHTO000pOTa.

Opranu3anys paiioOHAIBHOTO ABHKEHUS JOKYMEHTOB: TEXHOJIOTHIECKAs CXEMa JIBIDKCHHUS IOKYMEHTOB.

JlOKyMEHTOMIOTOKH.

OOBeKTHUBHBIE U CYyOBEKTUBHBIC (DaKTOPHI, BIUIOIINE Ha 00BeM JOKYMEHTO000pOTa.

AHanms u cokpamnieHne o0beMa JOKyMEHTO000pOoTa Ha pa3HbIX €ro Tanax
Howmenknatypa nen. OcHOBHbIE TpeOOBaHMS K HOMEHKJIATYpE JIElT.

Ortansl pa3pabOTKH HOMEHKIIATYPHI JEI: OTPEIeIICHHE Kpyra JOKyMEHTOB AJIS BKIIFOUCHNSI BHOMEHKIATYPY A€,
COCTaBJICHUE 3ar0JIOBKOB JIETI, PAclOIOKEHHUE 3aT0JIOBKOB JIeJ1 B HOMEHKJIATYpe,yCTaHOBICHUE CPOKOB XpaHEHUS e,
HHJEKCcalus Jell.

DKkcnepTH3a IIEHHOCTH JIOKYMEHTa: 0TOOp M Iepeaya Jieil Ha MMoCIeAyIollee XpaHeHHE HIIMYHHYTOKEHHE.
Kpurepuu onieHKH TOKYMEHTOB.

IIponenypa u JOKyMEHTUPOBAHUE YHUUTOXKEHHS JOKYMEHTOB.

Opranuzanus TeKyIero XpaHeHus! JOKYMEHTOB, €ro LeIH U 3aa4H.

®dopmupoBaHHUE Jel: 00mue TpeOoBaHNUS.

I'pynmupoBka B fea OTAENBHBIX KaTErOpuil JOKyMEHTOB.

[Iponienypa xpaHeHUsI JOKYMEHTOB U TPeOOBaHUA K HEHl.

OnexTpoHHast (hOpMa CUCTEMATH3AIMH M XPaHEHHS JOKYMEHTOB.

[onsTHe, Heny, 3a1a4X 1 Ipoueaypa oGpopMIICHHS eI OITOBPEMEHHOTO U ITOCTOSHHOTO XPAHCHHS.
BuyTpeHHss onuch en.

Onuch JOKYMEHTOB B 2JIEKTPOHHOM BHJIE.

3navyeHue HHYOPMAIIMOHHON 0€30MacHOCTH.

HcToYHMKHM M KaHAJIbl pacpOCTpaHEeHUsI IEHHOW MH(pOpMAaIHH.

IlepeuHu cBeneHUI, KOTOPBIE MOTYT U HE MOTI'YT COCTAaBIIATh TAHY OPTaHU3ALMH.

I'puc¢ orpannueHus goctyna K KOHQUASHINAIBHBIM JOKYMEHTaM: IPUCBOCHUE U CHATHE TpH(a CIOKYMEHTa;
odopmieHne Tpuda.

OCHOBHBIC HAIPaBJICHHS 3aIUTHI IICHHOH HHPOPMAIINHU: TPABOBasi, OPraHU3alMOHHAs, TCXHIMYECKask HITPOTPaMMHO-
MaTeMaTHIecKast 3aInTa.

Oco0sIii MopsA0K paboTH TEpcOHANA ¢ KOH(PUICHINATBHBIMA TOKYMEHTaMHU
ApXWB: TIOHATHE, 3HaYCHUE U (QYHKINU. APXUBHBIA (POHA KaK 9acTh JOKYMEHTAJIHLHOTO (hOHAA.

ApxuBHbit poua Poccuiickoit @eneparym.

CTpyKTypa H 3aJ1aqyl TOCYAapCTBEHHOM apXHUBHOH ciry:k0b1 Poccum.

HerocynapcTBeHHas 4acTh apXHBHOTO (JOHJIA CTPAHBL.

Ilopsnok nepenauu el B apXUBBL.

Ilepenaua 3aKOHYEHHBIX JIe]l B ApXUB OPTaHU3AIMH.

CocTaB y4eTHBIX JOKyMEHTOB apXHBa.

JlokyMeHTBI 00111eT0 U 000COOICHHOTO XPaHCHHS.

B3anmozelicTBue rocyaapcTBEHHBIX apXHBOB C KOMMEPUYECKUMH OPTaHU3AIMSIMU.

XpaHEeHHE U HCTIOJIb30BAHUE JOKYMEHTOB apXnBoB. O00OpyI0BaHIE apXUBOXPAHWIINIIL.

[Ipobnemsbl panMoHAIBHOTO MCIIONB30BAHMS OMENICHHUS U YA00CTBa ONIEPaTHBHOTO UCIIOJIb30BAHHUAJOKYMEHTOB.
Pucku xpaHeHHs TOKYMEHTOB. 3aluTa OMEIEHNH OT IPUPOJHBIX U TEXHOTEHHBIX (PaKTOPOB, OTAOCTYIA
MIOCTOPOHHUX JIHII.

@DOpMEBI HCIIOTIB30BAHUS TOKYMEHTOB B TOCYAAPCTBEHHBIX U BEIOMCTBEHHBIX apXHBaXx.

ADpXUBHBIE CITPABKH, apXUBHbIE KOIUH JOKYMEHTOB, BBIUCKU U3 aPXUBHBIX TOKYMEHTOB.

YcnoBus U3BATHS TOKYMEHTOB M3 apXUBOB.

JIMCIUIITMHOM NTPeTyCMOTPEHO BHITIOJTHEHHE Ja00paTOpHBIX paboT.

Jlabopatopras pabota Ne 1 YK-4-V1, YK-4-B, I1K-2-V1, [IK-2-B1

CTaHI[apTLI JAOKYMCHTAITUOHHOT' O obecrneueHus yIipaBJeHUA

JlabopatopHnas pabota Ne 2YK-4-V1, VK-4-B, [IK-2-V 1, TIK-2-B1

(DOpMI/IpOBaHI/Ie OpPraHrU3aliMOHHO-YIIPAaBJICHYCCKUX TOKYMECHTOB

Jlabopatopnas padota Ne 3 YK-4-V1, VK-4-B, [IK-2-V 1, I[IK-2-B1

CDOpMI/IPOBaHI/Ie JAOKYMCEHTOB 110 JIMYHOMY COCTABY

Jlabopatopuas padora Ne 4VK-4-V1, YK-4-B, T[IK-2-V 1, T1K-2-B1

OdopmiteHne 1eI0BBIX MHCEM

Jlabopatopuas padora Ne 5YK-4-V1, YK-4-B, T[IK-2-V 1, T1K-2-B1

Oransl paboThI ¢ JOKyMEHTaMH

BrimosaeHue 1abopaTopHBIX paboT 3a UCKITI0YeHHEeM J1abopaTtopHoit paboTel Ne 11 Ne 4 mpegycmarpuBaet

IIpUMeHeHrne HH)OPMAIIOHHBIX TEXHOJIOTHH B BUAE porpaMmsl 1C JIokyMeHT0060poT

5.3. OueHOYHBbIE MAaTepPUAJIbl, HCIOJIb3yeMble ISl IK3aMeHa (onmucaHue OMJIeTOB, TECTOB H T.I1.)

OK3aMeH He MPeayCMOTPEH




5.4. MeToANKA OIEHKH OCBOEHHS THCIUTLIHHbBI

3auer - Ecnu crynent:

- JEMOHCTPHPYET CUCTEMHOCTh UIIYOHHY 3HAHUH MO JUCHHUILUIMHE, YMEHUE OPUCHTHPOBATHCS B IPOOIeMax;

-HICIIONB3YETCIENIHANBHYI0 TEPMHUHOJIOTHIO B COOTBETCTBHH C COJEpXKaHWEM paszziena, (popMyrupyer HOOOCHOBBIBAET
COOCTBEHHYIO TOUYKY 3pEHHSI Ha OCBEIIAeMYyI0 Ipo0IeMy, KpUTHYECKHOTHOCUTCS K OCBOCHHOM HH(POPMALINH;

- BJameeT Te3aypycoM B paMKaxX IUCIUIUTMHBI; YMEETIIPOBECTHIAPAIICIEMEKTyCMEKHPIMAIUCIUIUINHAMK;, yMEeT
CTHJIUCTUIECKH MIPAaBUIIBHO
M3Narath MaTepual, 00OCHOBBIBAET U ApTYMEHTUPYET CBOM OTBET.

Hesauer - Ecnu cTynent:

- IeMOHCTPHPYET HErTyOOK¥e, HEMOJHBIC 3HAHUS IO BOIPOCAaM; HETOYHO HCIOIB3yeT HAaydHYI0 TEPMHHOJIOTHIO; ciabo
BJIAJICCT TE3aypyCOM IUCIMILUIMHEL, TACT HEJOCTATOYHO IMOCICIOBATEIBHBIN OTBET JOMYCKAeT OMIHOKH, KOTOPhIC HE MOXKET
HCIIPABUTh CAMOCTOSITENBHO;

HAIU

- JIGMOHCTPHUPYET KpaiiHe (pparMEeHTapHbIC 3HAHWS B paMKaX BOIPOCOB W 3aJaHUIl; HE OCO3HAET CBA3b MAHHOTO MOHSTHS,
TCOPUH, SBJICHUS C APYTUMH OOBEKTaMU JTUCIUILIHHEL,

- HE BJIAJICET MHHUMAIIbHO HEOOXOTUMOIN TEPMHHOJIOTHEI;

- IOITyCKaeT TpyOble JIOTHYECKUE OIINOKH, KOTOPBIE HE MOXET MCIPABUTH CAMOCTOSATEIBHO;

WU

- IEMOHCTPHUPYET OTCYTCTBHUE 3HAHUIA;

- HE OTBETHJI Ha BOMPOCHI WIH 3aTPYAHACTCS BHIIIOIHATH IPAKTHUCCKIE 3aaHNS;

- IEMOHCTPUPYET HEYMEHHE IPAaMOTHO BBHICTPOUTH CBOM OTBET, HEYMEHHUE JI0KA3aTh CBOIO MO3UIIHIO.

6. YYHEBHO-METOANWYECKOE U UH®OPMALMOHHOE OGECIIEYEHUE

6.1. Pekomenayemast qureparypa

6.1.1 OcHoBHas JIUTEpPaTypa

Oo6o3HaueHue ABTOpBI, 3arnaBue Bubéaunoreka Hzparenncr
COCTaBHUTE BO, TO]T
Jm
J1.1 Kysnenos | HoxymeHTanuo DsekTpoHHas OUOIHOTEUHAsI CHUCTEMa HOpaiir,
N.H. HHOE «YHuBepcuterckas ondnmnorexka» ONLINE» 2018
obecrieueHue Pexxum noctymna: mo noanucke. — URL:
YIpaBJICHUS. https://biblio-online.ru/book/7873BF4B-A3F7-
HoxyMeHT0060 44E2-8EC0-1E3D6392702A
por u
JIETIONPOU3BOJIC
TBO. YUEOHHK U
MIPAKTUKYM JJIs
MPUKJIAHOTO
OaxanaBpuaTa
6.1.2 JlonoJHUTe/IbHAS JIUTEpPATYpa
O0o3HaUeHHE ABTOpBI, 3ariaBue buoanorexka H3nareancrt
COCTaBHUTE BO, TO]
Jm
J2.1 AbGynam3e | JloxkymeHTarumo OnexTpoHHas OMOIHOTeYHAas cUcTeMa IOpaiir,
AL, HHOE «YuupepcuteTckas oubnuorexkay ONLINE» 2018
Boinpsikk | obecrieueHue Pexum nocryna: no mommucke. — https://biblio-
una U.b., | ynpasieHust online.ru/book/8F9C2312-2C6D-48BC-87FE-
Macnosa TIEPCOHAJIOM. 0B062BB243CE
B.M. VY4eOHHK 1
MPAaKTUKYM JUIS
aKaJeMAYEeCKOT
0 OakanaBpuaTa
2.2 I'punbepr, | doxymeHTanno OnekTpoHHast OMOIMOTEYHas! CHCTEMa IOuuTH-
A.C.,H.H. | sHOe «YHuBepcuterckas ouomuorexa» ONLINE» Jlana,
T'opbaues ; | obecnieuenne Pexxum mocTyma: mo mojAmucke. — 2015
O.A. yIIpaBJIeHUs: http://biblioclub.ru/index.php?page=book&id=
Myxamer 115031
HIMHa

6.1.3 Meroguueckne pa3padoTKku

O0o03Ha4eHne | ABTOpBI, | 3arnaBue | Bubaunorexa Mspateancr




COCTABHUTE BO, IO/
b
J13.1 ITonsxoBa | JloxymeHTHUpOBa HTb CTU HUTY «MUCHUC» CTHU HUTY
E.B. HHE «MHUCHUCy,
YIpaBICHIECKO 2022
i
IeaTeIbHOCTUM
€TOIMYECKIe
yKa3aHUI 1o
BBITIOJTHCHHIO
11a00paTOPHBIX
pabot
6.2. IlepeueHb pecypcoB HHGPOPMAIMOHHO-TEJIeKOMMYHUKAIIMOHHOM ceTH « MHTEepHET»
32 | KoncynpranT ITmroc http://www.consultant.ru/
6.3. IlepevyeHb NpOrpaMMHOro odecneyeHust
1 MicrosoftWindows
Im2 Microsoft Office
6.4. Tlepeuenb MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM U MPOdecCHOHATbHBIX 023 TAHHBIX
ni | — Hayunas snekrponnas 6ubinoreka eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE

7.1 YueOHas aynuTopus

[epeyeHb OCHOBHOTO 000PYIOBaHUs, YI€OHO-HAIJIAAHBIX TOCOOHIL:
- KOMIUIEKT Mebenu 1JIs IpernogaBarels,

- KOMIUIEKT Me0esH sl 00ydJaroImuxcs ,

- IOCKa MarHUTHO-MapKepHas,

- KOMIIBIOTED,

- MyJIbTUMEIUA-TIPOEKTOD,

- DKpaH.

7.2 IMomenrenne isi CAMOCTOATENbHOI PA0OTHI 00YYAIOIIHXCS

Yuyeonas aynuropus Ne 305

[epedeHb OCHOBHOTO 000pYAOBaHMS, yIeOHO-HATIISITHBIX TTOCOOMIL:

- KOMIUIEKT MeOesH sl PenoaaBaTels,

- KOMIUTEKT MeOenn At 00yJaromxcs,

- IOCKa ayJUTOpHas,

- KOMIIBIOTEP JJIsI IPETOIaBaTelIs,

- KoMObroTeps! — 10 mrT.,

- MyJIbTUMEIUA-TIPOEKTOD,

- DKpaH.

ITporpammuoe obecrnieueHue:

- MicrosoftWindows,

- MicrosoftOffice.

B momelieHnn Ui CaMOCTOSTENIbHOM pabOThl OOYUYArOIIMXCSI UMEETCSl MOJKIOYeHHe K ceTu «VHTepHeT» u
JIOCTYII B 3JICKTPOHHYO0 HH()OPMAIIMOHHO-00Pa30BaTEILHYIO CPE/ly OpPraHU3aIINH.

8. METOJUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIUXCA 11O U3YYEHUTIO JTUCHUTIJIINHBI

I'maBHas 3a7a4a JIEKIUH AUCIUIUIMHBI «JJOKyMEHTHPOBaHNE YIIPAaBICHIECKOH AESTEIBHOCTH J1aTh HEOOXOANMBIH y4eOHbIH
Marepuall 1o KOHKPETHOH TeMe U ITOCTaBHUTh IIaBHbIE IPOOJIEMBI.

CrpyKTypa JEKINOHHOTO Kypca BKIIOYaeT B ce0sl BCTYITUTENbHYIO, OCHOBHYIO U 3aKIIIOUNTEIbHYIO YacTH.

Kaxxnas nexkuus pazpabaTeIBaeTCs C YI€TOM:

— Xapakrepa, cocTaBa U ypOBHS IOJATOTOBKH ayJUTOPHUH;

— 9TO U B KaKOM 00b&Me OBII0 N3yUeHO CTYACHTAMH PaHee 110 POACTBEHHBIM IHUCIUITIHAM;

— B OIIPCACIICHUN MECTa HSyHaCMOﬁ JAHUCHUIIINHBI B y‘le6HOM IIPOLECCE MOATOTOBKH CTYACHTA.

CopeprkaHue JEKIUX JOJDKHO OBITh IPEABAPUTEIHHO OCBEIEHO BHAYANE 3aHATHSI B COOTBETCTBHH C TUIAHOM JIEKIINH.
CamocrosiTenpHass paboTa HamlpaBlIeHAa Ha YCBOGHHE CHCTEMBl HAayYHBIX W MPO(GECCHOHAIBHBIX 3HAHUH, (opMHUpOBaHUS
YMEHUH ¥ HaBBIKOB, IPHOOPETEHUE OIBITA CAMOCTOSITEIILHOM JIEITEILHOCTH B chepe caMOOpTraHu3aliK 1 caMo0o0pa3oBaHusl.
[Tocne w3ydeHMs KakAOTO pasjiesia JUCHUILIMHBI CTYISHTOM BBINOJNHSETCS JlaboparopHas paboTa, 3aKperuisionne
MOJy4EHHbIE TEOPETUUECKUE 3HAHUS.




