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1. IEJIM OCBOEHUSA

Lens - n3ydeHne TeOpHU U NPAKTHKK JOKYMEHTAILIMOHHOTO 00eCIIeYeH S YIIPABICHUS B yUPEKICHUS, OPraHU3aLUsIX 1 HA
MPEIIPUATISIX Pa3THIHBIX (HOpM COOCTBEHHOCTH.
3amaun JUCTIHATIIHHEL:
- (opMHpOBaHHE CUCTEMBI TEOPETUYECKUX 1 METOAOJIOTHUECKUX 3HAHUI OCHOB
- JIOKyMEHTHPOBaHUs MHOPMALUH C yIETOM KOMIIETEHTHOCTHOTO MIOAXO0/1a;
- (opMHpOBaHHE CUCTEMBI TEOPETHIECKUX M METOHOJIOTUUECKUX 3HAHUI Pa3pabOTKU
- JIOKyMEHTaluH, 00eCIICYHBAIONICH PeaTU3alHi0 YIPABJICHUYSCKUX PeLICHHH;
- (opmupoBaHHUE IIPEACTABICHNI O IPUHINIAX, IPABHIAX U TEXHOJIOTHAX
- JOKyMEHTAaI[MOHHOI'O 00ECIeYEHUsl yIpaBJICHUs;
- npuoOpereHHe 00y4aroIUMUCS 3HAHUH U YMEHHUIH IPUMEHEHHS IIPaBHUJI JJOKYMEHTHPOBAaHUS
- uH}OpMAaLUH [IPU COCTABJICHUHU JOKYMEHTOB Pa3JIMUHbIX CUCTEM JTOKYMEHTALUH U UX
- aHamM3a;
- OCBOCHHE HaBBIKOB IPOCKTHPOBAHUS YHHOUIUPOBAHHBIX (OPM JOKYMEHTOB, CHCTEM
- JIOKyMEHTAaUWH ¥ HH)OPMAIMOHHO-IOKYMEHTAIMOHHON CHCTEMBI YUPEKIACHHS B IICTIOM.

2. MECTO B CTPYKTYPE OGPA3OBATEJbHOM MPOT'PAMMBI

Iukn (paznmen) OIT: | b1.B

2.1 TpeGoBanus K npeIBapUTEeIbHON MOATOTOBKE 00YYAIOIIErocs:
2.1.1 Teopusi MEHEIKMEHTA
2.2 JAucuuniaunbl (MOAYJIM) M NPAKTHKH, J1JI51 KOTOPBIX 0CBOEHHE JAHHOW JUCHMILUIMHBI (MOYJ151) HEO0X0AMMO

KaK NpeIliecTBYoIee:

2.2.1 OKOHOMHKA MPEANPUATHIT

2.2.2 | Yyer uMymiecTBa NpEeANPHATH. YUeT ICHEKHBIX CPEACTB U pacUeTOB MPEATIPUATHS

2.2.3 | Yyer HCTOYHHKOB 00pa30BaHMs UMYILECTBA NpenpHATHs. byxrantepckuii prHAHCOBBINA YUET M OTYETHOCTh

2.2.4 | Oprasu3zanusi, HOpMHUPOBAHUE U OIJIaTa Tpyja

2.2.5 | lenoBble KOMMYHHKaIUU

3. AHIUKATOPHI ®OPMHUPOBAHWA KOMITETEHIIHA,
COBMEIEHHBIE C PE3YJBTATAMU OBYYEHNS IO JUCIUTIJIMHE

YK-4: Crioco0eH ocymecTBJISITh 1eJIOBYI0 KOMMYHHKAIMIO B YCTHOI M NHCbMEHHOI (hopMax Ha rocy1apcTBeHHOM
si3bike Poceniickoii @enepanyiu 1 HHOCTPAHHOM(BIX) A3bIKe(aX), 3(PPeKTHBHO PYHKIIMOHMPOBATH B HAIMOHAJILHOM
U MEKAYHAPOAHOM KOJUIEKTHBAX MHAMBHAYAJbHO M KaK YJIEH KOMAaH/Ibl

3HaTh! YK-4-31 3HaTh OCHOBHBIE IPHHIIUTIBI IETOBOW KOMMYHHKAIINK B YCTHOM W MICEMEHHOH (opMax Ha
rOCyJapCTBEeHHOM s3bIke Poccmiickoit @exepannu 1 nHOCTpaHHOM(BIX) SI3BIKe(aX
YMmers: YK-4-YV1 YMeTb HCHONIB30BaTh HOPMATHBHBIE M IPABOBBIC IOKYMEHTBI, OTHOCSIIHECS K OyayIeH

poheCCUOHATBHON IEATETPHOCTH

Bnaners: | YK-4-B1 Buasers HaBbikaMu pOPMHUPOBAHHS JIOKAJIbHBIX HOPMAaTHBHBIX JOKYMEHTOB YIIPAaBJICHYECKOT0
Xapakrepa

IIK-2: CnocodeH ocylecTBIATh AHATHTHYECKYIO 1esITeJILHOCTh B Mpo(eccuoHAIBLHOIL cdepe: ocylIecTBIATH
JeHesKHbIe H3MepeHHUs 00beKTOB 0yXrajITepcKoro yuera, TeKyIylo 1 HMTOrOBYI0 I'PYNIHPOBKY (pakToB
X0351liCTBEHHOM KM3HHM, COOMPATDH, AHATU3UPOBATH U HHTEPIPETHPOBATH (PUHAHCOBYI0, OyXTaATEPCKYI0 U HHYIO
HH(GOPMALMIO U HCI0JIb30BATh IOJY4YeHHbIC CBeICHHUS VISl IPUHATHS YIPaBJICHYECKHX PellleHn il

3HaTh! ITK-2-31 HopmaTuBHBIE aKThl U NEPBUYHBIC JJOKYMEHTHI 00ecIieunBaonine HHpOpMauen s IpUHITUS
YIPABJICHYECKUX PELICHUN
YMeTs: [IK-2-Y1 YMeTs HCHOIB30BATH TOKYMEHTAJIBHBIE HCTOYHUKH oOecTiedeHrss HHpOpMaIuen 1s

AHATMTHYECKYIO JICSTENRHOCTh B MpodecCHoHaBHON cdepe

Bnamers: | I1K-2-B1 Brianers HaBBIKaMu (pOPMHPOBAHUS YIPABICHICCKON TOKYMEHTAIIUH I 00SCIICUCHUS
YIPaBIEHYECKOH eSITENbHOCTH




4. CTPYKTYPA U COOEP) KAHUE

Kox HaunmeHoBanue pa3iesioB u TeM / KoanyecrBo| Kommnerenuu Jlureparypa i IIpumeua
3aHATHUS BU/I 3aHATHS/ Cemecrp 4acoB u DJICKTPONHbLICE o
pecypchbl
Pa3znen 1. IIpaBoBas 06a3a
AOKYMEHTAIIMOHHOT0 00ecreyeHust
ynpaBJeHHsI
1.1 TeopeTuueckre OCHOBBI OPraHU3aLNuU 2 1 VK-4-3 1 JI1.1J12.2
JOV. IlpaBoBas 0a3a [K-2-31
JIOKyMEHTAIIMOHHOTO 00eCIeueHNUs
ynpasiuenusi. /Jlex/
1.2 2 4 YK-4-Y1 J1.1J12.2
JlaGoparopras pabota Ne 1 YK-4-B1 JI3.1
CranmapThl JOKYMEHTAIIHOHHOTO [IK-2-V1
obecnieuerns ynpasneHus /J1ab/ [1K-2-B1
1.3 2 1 YK-4-3 1 J1.1J12.2
Ciyx0a JOKyMEHTallHOHHOTO
[1K-2-31

obecrieuenus ynpasnenus /Jlex/

1.4 2 32 YK-4-31 JI1.1J12.2

I1K-2-31 J3.1

OcBOGHHUE TEOPETHIECCKOTO YK-4-V1

Matepuana . 1.1-1.3 TloaroroBka VK-4-B1

nH(popMannoHHbIX coobuienuit /Cp/ IK-2-V1
I1K-2-B1

Paznen 2.  JlIoKyMeHTHpPOBaHuUe

YIPaBJIeHYECKOil 1esiTeJILHOCTH

2.1 Krnaccudukanus ynpasieHuecKnx 2 1 VK-4-3 1 JI1.1J12.2
JIOKyMeHTOB /JIek/ [K-2-31 J12.1

2.2 OpraHu3anroHHO-yTIpaBIeHIECKIEe 2 1 YK-4-3 1 J1.1J12.2
JIOKyMeHTHI /JIex/ [1K-2-31

23 Jlabopartopras pabora Ne 2 2 1 YK-4-V1 J1.1J12.2
DopMHPOBaHUE OPraHU3aUOHHO- VK-4-Bl J3.1
yIpaBiIeHYeCKUX JOKyMeHTOB/J1ab/ IK-2-V1

ITK-2-B1

2.4 JlokymeHTanpHOE 0pOopMIICHHE 2 1 YK-4-3 1 J1.1J12.2
TPYIOBBIX OTHOIIECHHUH ./JIex/ [K-2-31 2.1

2.5 Jlabopatopnass ~ pabora Ne 3 2 1 YK-4-Y1 JI1.1J12.2
®opMupoBaHUE  JOKYMEHTOB  IIO VYK-4-Bl JI2.1 J13.1
JUYHOMY coctaBy /J1a6/ IK-2-Y1

ITK-2-B1
2.6 JlenoBbie nmucbMa /JIex/ 2 1 VK-4-3 1 JI1.1J12.2
[1K-2-31

2.7 Jlabopatopnass  pabora Ne 4 2 2 YK-4-V1 J1.1J12.2

OdopmiteHHE IETOBBIX THCEM YK-4-B1 JI3.1
I1K-2-¥1
I1K-2-B1

2.7 2 34 YK-4-31 J1.1J12.2

[1K-2-31 J12.1J13.1

OcBOeHHE TEOPETHYECKOTO
YK-4-V1

Matepuana 1. 2.1-2.7 IloarotoBka VK-4-B1

nHpopMannoHHbIX coodmenuit /Cp/ K-2-Y1
I1K-2-B1




Pazgen 3. Opranuszanusi padéoTsl ¢
AOKYMEHTaMH

3.1 JIOKyMEHTOIIOTOKH: TEPMUHOJIOTHS, 1 YK-4-3 1 J1.1J12.2
XapaKTEpUCTUKA IOTOKOB, [K-2-31
MIPUHINIIBL, TOKA3aTEeNH.
Opranusanus T0KyMEHTo000poTa
/J1ex/
32 ®dopmuposanue neinr. OdopmieHue 1 YK-4-31 JI1.1J12.2
nen. [opsamok nepenadu Jen B apxuB T1K-2-31
OpTaHM3alMH. Y HIYTOKCHNE
JIOKyMEHTOB C MCTEKIIUMH CPOKAMH
xpanenus /JIex/
33 JlabopaTopHas padota Ne 5 2 YK-4-Y1 JI1.1J12.2
Oransl paboThI ¢ JOKYMCHTAMHU YK-4-B1 JI3.1
IMK-2-Y1
ITK-2-B1
34 OcBoeHne TEOPETUICCKOTO 24 YK-4-31 JI1.1J12.2
matepuana n. 3.1-3.3 IloaroroBka T1IK-2-31 JI3.1
nH(opMannoHHbIX coobuenuit /Cp/ VK-4-V1
YK-4-B1
IMK-2-Y1

[1K-2-Bl




5. ®OHJ OHEHOYHBIX MATEPHUAJIOB

5.1. Bonpocel il caMOCTOSITEIbHOI NMOATOTOBKM K 3K3aMeHY (3a4€Ty ¢ OLleHKOii)

DK3aMeH He MPeayCMOTPEH

5.2. IlepeueHb padoT, BHINOJIHIEMBbIX 110 TUCIUIIJINHE

Tematnka a7 MOATOTOBKH HMH(OPMAIMOHHBIX coo0meHni 1 BeicTyuieHus YK-4-31, [IK-2-31, YK-4-V1, YK-4-B, I1K-2-
V1, IIK-2-B1

1.

bl

a

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.
39.
40.
41.

[MonsTre noxymenTa. [lepBbie coXxpaHUBIIMECS TOKYMEHTHI B ICTOPHHU YEJIOBEYECTBA.

Muoroo6pasue GpopM COBpeMEHHO! JTOKYMEHTALIUH.

JloxymeHTHpOBaHue HH(pOpMALIUHL.

JloKyMeHTHUpOBaHHE Olepalrii ¢ JOKYMEHTaMHU U IIPOLIECCOB YIPABJICHHS JOKYMEHTaMH.

ITonsiTne 1 cocTaB HOPMATUBHO-METOIUYECKOM 6a3bl JOKyMEHTHPOBAHUS YIIPABICHIECKON ESTEIbHOCTH.
3akoHomaTenbcTBO PP B 00:1aCTH JOKYMEHTHPOBAHHSA YIIPABICHUECKOH 6. AEATETBHOCTH.

I'paxxpanckuii konexke PO, Tpynosoit kogeke PO, Yronosusliit kogeke PO o nokymMeHTax, cONpOBOXKAAIOLIUX
Tpa’kAaHCKHE U TPYOBbIE OTHOLICHHUS, O MPAaBOHAPYIICHHSX B JOKYMCHTUPOBAaHUHN YIIPABICHUECKOH AESTEILHOCTH.
HopwmaruBHsle nnpaBoBble akThl P® o crangapruzanmu, nHGopManuu 1 HHGOPMATH3ALUH, TOCY TapCTBEHHOH 1
KOMMEpPYECKOW TalfHax, apXUBax U apXWBHOM JIeJie, CBSI3H U TIOYTOBOM CBS3U H JIP.

KyMynsTHBHBIN (HAKOIUTENBHBIH) MOTOK JOKYMEHTAIMH - «OyMaXKHbIH OyM», €ro NPUUMHBI 1 OCHOBHBIE IIyTH €T0
COKpAILIeHHSI.

[TonuTHKa ympaBieHus JOKYMEHTaMU.

Crpaterus ynpaBieHHUs JOKYMEHTAMU B OPTaHH3aLUH.

YHuuKanus 1 cCTaHAapTH3anus JOKyMEHTHPOBAHUS.

Jlenonpon3BoICTBO U apXUBHOE JIETIO.

Cucrema cTaHAapTOB IO HH(POPMAIMU, OMOIMOTEYHOMY H M3/1aTEIbCKOMY JEITy

[onsiTre u coctaB pekBU3UTOB. TpeOoBaHMS K O(OPMIIEHHIO PEKBU3UTOB.

OdunmanbHO-AET0BOH CTHIL — QyHKIMOHAIBHASL pa3HOBUIHOCTD SI3bIKa B cepe ynpaBIieHusI.

O6u1re TpeOOBaHM K A3BIKY U CTHIIIO M3JI0KEHHS JOKYMEHTA: IOJIHOTA (MUHUMAaJIbHAS JOCTATOYHOCTh)
WH(pOPMALHN, CMBICTIOBAast TOYHOCTh M3I0KEHU, TaKOHU3M 20. (hOpMyIHPOBOK, OAHO3HAYHOCTH TOJIKOBAHHUS,
HEHWTpanbHast SKCIIPECCUBHAS OKPAcKa, TEMaTHIECKast OTPaHUICHHOCTh B TPUMEHEHHH SI3BIKOBBIX CPEICTB H AP.
Jlekcnka TOKyMEHTOB: HaChIIIEHHOCTh TEPMUHAMH; COOTIOICHNE HOPM COYETAEMOCTH CJIOB, TEHICHIUS K
YHA(UKALIUH CIIOBOCOYETAHUH B THIIOBBIX CHUTYAIUsIX, NCTIOIB30BaHUE PEUEBBIX KiHIIE ((hpa3eoIorn3Mos).
VYnoTpeGieHne cJI0B B OMHOTHITHBIX HaJeKHBIX GopMax.

OrpaHnueHHOE YHOTpeOIeHHE T1arooB B JIMYHOU GopMe.

VYcrpaHneHne omm0OOK U peleHne I3bIKOBBIX MPo0JieM pu 0(OpPMIIEHHH JOKYMEHTOB.

[TonmuTHka ynpaBieHHs] JOKYMEHTaMH OpraHU3aliy: HeOOXOIMMOCTh U IPEUMYIIECTBA, PEryIUpYyIoIIas cpeaa u
OTBETCTBEHHOCTbD.

[TprHOMIB pa3pabOTKK MPOrpaMM YIPaBICHUS TOKYMEHTAMH.

OO1mue XapaKTepUCTHKN JOKYMEHTHBIX CHCTEM.

[IpoexTnpoBanue U BHEAPEHUE JOKYMEHTHBIX CHCTEM: IOKYMEHTHPOBAHNE OTIEPALINIf; 3aIIMTa MaTepHaIbHBIX
HOCHUTENeH HHPOPMAIIHH; JOCTYI, TIOMCK U UCIIO0JIb30BAHNE; XPAHEHNE U YHHUTO)KEHHE JIOKYMEHTOB.
MeTo00rHs MPOEKTUPOBAHKS U BHEIPEHUSI IOKYMEHTHBIX CHCTEM: TIpe/IBApUTENbHOE 00CIeI0BaHNE; aHATIH3
JICTIOBOY JIeSITeIbHOCTH; OIpeeieHe TpeOOBaHU K IOKYMEHTaM; OLICHKa CYIIECTBYIONINX CHCTEM; ONPECICHIE
cTpareruii codmoaeHus TpedboBanuii 33. K TOKYMEHTaM; MPOSKTUPOBAHNE JOKYMEHTHOW CHCTEMBbI; BHEAPEHUE
JIOKYMEHTHOM CHCTEMBI.

IIpekparieHre TpUMEHEHUS! JOKYMEHTHBIX CHCTEM.

ITpouecce! ynpaBiaeHust JOKyMEHTaMH U KOHTPOJIb; OIPEIEIICHHE CPOKOB XPaHEHHS JOKYMEHTOB; BKIIIOYCHHUE
JOKyMEHTOB B CHCTEMY; PETHCTpanys; KIacCU(PUKALS; XpaHEHHE W 00pallleHNe ¢ JOKYMEHTaMH; TOCTYH K
JOKyMeHTaM (CBOOOHBII U OrpaHUYeHHBIN);

KoHTposb IBMKEHNUS M UCIIOIB30BaHUS IOKYMEHTOB (KOHTPOJIb IEHCTBUN, KOHTPOJIb MECTOIIOJIOKEHUS JOKyMEHTA);
oTOOp ¥ nepenaya JOKyMEHTOB Ha MOCIEAYIOIee XpPaHEHHE U YHUUTOXKEHHE.

[Tonatue 1OKyMEHTOOOOPOTa U €T0 OCHOBHBIE 3TAIIBI.

Bxopsmue, BHyTpEHHUE U UCXOAIINE JOKYMEHTBI M UX JOKYMEHTOOOOPOT.

OkcreaAnnoHHAs 00paboTKa JOKYMEHTOB, MTOCTYIAOIINX B OPTaHU3AIHUIO.

[IpenBapurenbHOE paccCMOTpPEHUE JOKYMEHTOB B ciyx0e JI0VY.

Opranusanus J10CTaBKH TOKYMEHTA.

Perucrpanus n nuaaekcanys 10OKyMEHTOB.

JIOKyMeHTBI, IoyIeKaIlIne PerucTpalyy.

PerucrpaiyioHHbIe )KypHaIbI U KAPTOUKH.

VcnionHeHne JOKyMEHTOB: CPOKH U KauecTBO.

Ortansl ¥ TEXHOIOTUSI KOHTPOJIS HCIIOJIHEHNUS IOKYMEHTOB.

CocraB JOKyMEHTOB, TOAJIEKALIUX 00513aTEIbHOMY KOHTPOJIIO HCTIOJHEHNSI.

O06paboTKa UCTIOTHEHHBIX JOKYMCHTOB.

AmHanu3, METoIbl YUeTa M COKpaIIeHUs] JOKyMEHTO000poTa.
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ITpuHIUIBI OpraHU3alny TOKyMEHTO000poTa.

OpraHmauI/m paguOHAJIBHOTO JBUKCHUA TOKYMEHTOB: TCXHOJIOTHYCCKAA CXEMaA IBMKCHUA JOKYMCHTOB.
JIOKyMEHTONIOTOKHU.

OOBeKTUBHBIE U CYyOBEKTUBHBIC (DaKTOPHI, BIUIOMINE Ha 00heM JOKYMEHTO000pOTA.

AHanm3 u cokpaleHne odbeMa JOKyMEHTO000pOTa Ha pa3HbIX €ro Tarax

Howmenknarypa nen. OcHOBHBIE TPeOOBaHMS K HOMEHKIIATYpE el

Orarsl pa3padOTKH HOMEHKJIIATYPHI JIeJI: OIpeielICHHE KpyTra JOKYMEHTOB JJIsl BKIIFOUEHHSI B HOMEHKIIATYpy Jel,
COCTaBJICHHE 3aTr0JIOBKOB JIEJI, PACIIOJIOKEHHUE 3ar0JIOBKOB JIe)l B HOMEHKJIAType, YCTAHOBJICHUE CPOKOB XPaHEHUS
Jell, UHAeKCalus Ae.

DkcrnepTr3a EeHHOCTH JOKYMEHTa: 0TOOp U Tepeziaya Jei Ha MOCHeAyolee XpaHeHNE WK YHHUTOXKEHHE.
Kpurepun onieHKH JOKyMEHTOB.

[Tpouenypa 1 TOKyMEHTHPOBaHHE YHHUITOKCHNUS JOKYMEHTOB.

Opranusanus TeKyIIero XpaHeHus JOKyMEHTOB, €T0 IIETH U 3aJa4H.

®dopmupoBaHue J1ei1: 001HMe TPEOOBaAHHS.

I'pynmupoBka B fie1a OTAENBHBIX KaTErOpuil JOKyMEHTOB.

[Tpoueypa XpaHeHus JOKYMEHTOB M TpEOOBAaHUsSI K HEH.

DneKTpOHHAs (OopMa CHCTEMATH3AIMU U XPAaHCHHUS TOKYMEHTOB.

[MousiTue, nenu, 3a1a4u 1 Ipouexypa oGopmiieHUs e T0ATOBPEMEHHOTO M MOCTOSHHOTO XPaHEHUSI.
BnyTpenssisa onucse nei.

Onwuch TOKyMEHTOB B JJIEKTPOHHOM BHJIE.

3HaueHne MH(POPMAIIIOHHON 0€301acHOCTH.

VcTouHMKH M KaHaIIBl pacTIpOCTPAHEHNS IEHHOW HH(OopManum.

[lepeunu cBeneHni, KOTOPBIE MOTYT M HE MOTYT COCTaBIISITh TalHy OpraHHU3aIiH.

I'pud orpannyeHus goctyma K KOH(QUASHIMAIEHBIM JJOKyMEHTaM: IIPUCBOCHHE U CHATHE TpH(a C JOKYMEHTa;
odopmienue rpuda.

OCHOBHBIE HAIPABJICHHS 3aIUTHI IEHHOW MH(GOPMAIMHU: IPaBOBast, OPraHU3alMOHHAsL, TEXHUYECKAs U TPOTrPaMMHO-
MaTeMaTH4ecKast 3aIlnTa.

Oco05Iit TOpAI0K pabOTH MepcoHaa ¢ KOHOUACHITHATEHBIMU TOKYMEHTAMHU
ApXWB: TIOHATHE, 3HaYCHNE U PYHKINU. ApXUBHBIN (DOHJ KaK 4acTh JOKYMEHTAJIBHOTO (OH/A.

ApxusHbiil pona Poccuiickoit Demeparum.

CrpyKTypa 1 3a/1aui rocyIapCTBEHHOW apXUBHOI ciry>k0b1 Poccun.

HerocynapcreeHHas 4acTh apxMBHOT'O (JOHJIA CTPAHBI.

Ilopsaok nepenadu el B apXUBBIL.

Hepezlaqa 3aKOHYCHHBIX OC€JI B apXUB OpraHu3aiuu.

CocTaB y4eTHBIX JOKYMEHTOB apXHBa.

JlokyMeHTHI 00111eTo 1 000CO0IEHHOTO XpaHEHHS.

BsanmozelicTBre rocy1apcTBEHHBIX apXHBOB ¢ KOMMEPUYECKHMH OPTaHU3ALMSIMU.

XpaHeHne 1 UCHOJIBb30BaHNE JOKYMEHTOB apXxuBoB. O0OpyHOBaHNE apXHBOXPAHHIIHIIL.

[IpoOnembl palOHAIEHOTO UCIIOJIB30BaHMSI IOMEIICHUS U YA00CTBa ONEPaTHBHOTO HCIIOJIb30BAHUS JOKYMEHTOB.
Pucku xpaHeHHs1 JOKYMEHTOB. 3aluTa MOMEIIEHUH OT NPUPOIHBIX U TEXHOTCHHBIX (DaKTOPOB, OT JIOCTyIa
MOCTOPOHHUX JIUII.

q)OpMBI HCIOJIB30BaHUA TOKYMEHTOB B ITOCYIapCTBCHHBIX U BE€IOMCTBCHHBIX apXUBaXx.

ApXUBHBIE CIIPAaBKH, APXUBHBIE KOIMHU IOKYMEHTOB, BBINUCKH U3 APXUBHBIX JJOKYMEHTOB.

YcnoBust H3BATHS TOKYMEHTOB U3 aPXHUBOB.

JMCIUIUIMHON TPeAyCMOTPEHO BBIITOIHCHHE JIA00OPATOPHBIX PadoT.

Jlaboparopuas padora Ne 1 YK-4-V1, YK-4-B, I[IK-2-VY 1, T1K-2-B1

CTaHI[apTI)I JOKYMECHTAaIUOHHOT'O obecrieueHust ynapaBJICHUA

Jlaboparopnas pabota Ne 2 YK-4-V1, YK-4-B, I[IK-2-V 1, TIK-2-B1

DopMHpOBaHHUE OPraHN3aIMOHHO-YIPaBICHUYECKUX JOKYMEHTOB

Jlaboparopnas pabota Ne 3 YK-4-V1, YK-4-B, T1K-2-V 1, [1K-2-B1

dopmHupOBaHHE TOKYMEHTOB 10 TUIHOMY COCTaBY

JlaboparopHas padota Ne 4 YK-4-V 1, YK-4-B, [1K-2-V 1, [1K-2-B1

OdopmiieHIE AETOBBIX TTHCEM

Jlaboparopnas padota Ne 5 YK-4-V1, YK-4-B, [1K-2-V1, [1K-2-B1

Ortansl paboThl C JOKyMEHTaMH

BerinosHeHue 1a00paTOPHBIX pabOT 3a UCKITFOUEHHEM JTabopaTtopHoii padoTsl Ne 11 Ne 4 npeaycmarpuBaet

MIpUMeHEeHHE NHPOPMAITMOHHBIX TEXHOJIOTHHA B BuAe nporpaMmsl 1C JlokymeHTO000pOT

5.3. OueHo4Hble MaTEepHAJIbI, HCIIOJb3YyeMble VIS IK3aMeHa (onucaHue OUJ1eToB, TECTOB U T.I1.)




OK3aMeH He MPeayCMOTPEH

5.4. MeToaNKa OLEHKH OCBOCHUS TMCHHIIIHHLI

3auer - Ecim cTyneHT:
- IEMOHCTPHPYET CUCTEMHOCTh M NIyOWHY 3HAHWHA M0 AUCIUILINHE, YMEHIE OPUEHTHPOBAThCA B IpobiIeMax;
-HCIIONIB3YET CIIEIUANbHYI0 TEPMUHOJOTHIO B COOTBETCTBHH C COJEpXKAaHWEM pasnena, (GopMyIupyeT W OOOCHOBBIBAET
COOCTBEHHYIO TOUKY 3pEHHS Ha OCBEIIAEMYIO IIPo0IeMy, KpUTHISCKH OTHOCHUTCS K OCBOCHHON MH(DOpMAITHH;
- BJIAJICET TE3aypyCcoOM B paMKaxX NUCIMIUIMHBI, YMEET MPOBECTH MapajUie]h MEKIY CMEXKHBIMH IUCHUIUIMHAMH, YMEET
CTHJIUCTUYECKU TPABUIEHO
M3JIaraTh MaTepual, 0OOCHOBBIBACT U ApTYMEHTHPYET CBOI OTBET.
Hesauer - Ecnu cTyneHr:
- IEMOHCTPUPYET HErTyOOKHUE, HEMOIHbBIC 3HAHKS 110 BOIPOCAM; HETOYHO MCITOJb3yeT HAyYHYIO TEPMUHOJIOTHIO; ClIa00 BiIaaeeT
Te3aypycoM IUCIHILUINHEL, TaeT HEAOCTaTOYHO MOCTIeIOBATEIBHBIN OTBET JOIMYCKAeT ONIMOKH, KOTOPBIE HE MOXKET UCTIIPaBUTh
CaMOCTOSITCIIBHO,
WU
- IEMOHCTpPHUpPYET KpaiiHe ()parMeHTapHBIC 3HAHWS B paMKax BOIPOCOB W 3aJIaHUIL, HE OCO3HAET CBSI3b JAHHOTO ITOHSATHS,
TEOPHH, SBJICHUS C APYTUMH OOBEKTAMU TUCIHUATUIAHBL,
- HE BJIaJICET MHHUMAJILHO HEOOXOIUMON TEPMHUHOJIOTUCIH;
- IONyCKaeT rpyOble IOrn4ecKue OIMOKH, KOTOPbIe HE MOXKET UCIIPABUTh CAMOCTOSTEILHO;
N
- IEMOHCTPHUPYET OTCYTCTBHE 3HAHUI;
- HE OTBETHJI Ha BOIPOCHI WJIH 3aTPYAHSETCS BHITIONHATE IPAKTHUECKUE 3aJaHHS;
- IEMOHCTPUPYET HEYMEHHE TPAMOTHO BBICTPOUTH CBOW OTBET, HEYMEHHE 0Ka3aTh CBOIO MO3HUITHIO.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE

7.1 YueOHas ayniuTopus

[lepeyeHp 0CHOBHOTO 000pyIOBaHMS, YI€OHO-HATIISAHBIX TOCOOMH:
- KOMIUIEKT MeOeIH I IperogaBaTels,

- KOMILICKT MeOenu I 00yJaromuxcs ,

- IOCKa MarHUTHO-MapKepHasi,

- KOMITBIOTED,

- MyJIbTUMENA-TIPOEKTOP,

- BKpaH.

7.2 IoMmelmenne A1 caMOCTOATEIbHOIT padoTHI 00yUYAIOLIUXCS

Yueonas aynuropus Ne 305

[Mepeuerb OCHOBHOTO 000PYAOBaHUS, YUEOHO-HATIISIHBIX TOCOOHIA:

- KOMIUTEKT MeOesu JIIst PEerno1aBarens,

- KOMIUTEKT MeOelu IIsl 00yJaroImuxcs,

- IOCKa ayJIMTOpHasI,

- KOMIOBIOTEP TS [TPEIoIaBaTels,

- KoMIbroTepsl — 10 mT.,

- MYJIbTUMEIHA-TIPOEKTOP,

- 9KpaH.

[TporpammHoOe obecrieyeHue:

- MicrosoftWindows,

- MicrosoftOffice.

B momeneHnu AJ1s1 CaMOCTOATEIBHONH pabOThl 00YYArOIIUXCSA MUMEETCS MOAKIOYCHUE K cetu «HTepHeT» u
JIOCTYTI B 3JICKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEIbHYIO CPETy OPraHU3aIHH.

6. YHEBHO-METOANYECKOE U MH®OPMAILIMOHHOE OBECIIEYEHUE

6.1. Pexomenayemas jureparypa

6.1.1 OcHoBHas quTEpaTYypa

O0o3HaueHnEe ABTOpBI, 3arjaBue bubanorexa M3parenanct
COCTABHUTE BO, T'0JY
JIH
JI1.1 Kysneos | JlokyMeHTanuo DnekTpoHHas OMONIMOTeYHas cucTeMa IOpaiir,
N.H. HHOE IOpaut 2018
obecnetenne URL: https://urait.ru/bcode/412578
yTIpaBICHUSI.



https://urait.ru/bcode/412578

JoxymMeHT0000
poT u
JETIONPOU3BOJIC
TBO. Y4eOHHK U
TIPAKTHKYM JUIS
TIPUKIIAIHOTO
OakanaBpuaTa
6.1.2 JlonoJHUTEeIbHAS JUTEPATYPa
Oo6o3Hauenue ABTOpBI, 3arnaBue bubauorexa H3parenner
COCTABUTE BO, T'OJ
JIH
J2.1 Alynanse | JlokymeHTauno | DnextpoHHas 6uGnuoTeuHas cuctema IOpamdT [Opair,
AT, HHOE [caiiT]. — 2024
Bompsoiic | obecnesenue URL: https://urait.ru/bcode/536724
uHa .b., yIpaBJIEHUS
Macnosa TIEPCOHAJIOM.
B.M. Y4eOHUK 1
MPAKTUKYM JJIs
aKaJleMHU4eCKOr
0 OakanaBpuara
122 I'punbepr, | HoxymeHTanmo OnexrpoHHas OMOIHOTeYHAas CHCTEMa IOnnTH-
A.C,HH. | mroe «Ynusepcuterckas 6ubanorexka» ONLINE» | Jlana,
l'opbaues ; | obecnieuenne Pexxum noctymna: mo nogmnucke. — 2017
O.A. YIpaBJICHHS: https://biblioclub.ru/index.php?
Myxamer page=book&id=684757
IIIMHa
6.1.3 Metoauueckue pa3padoTKu
O0o03HaueHne ABTOpBI, 3arnaBue Bbubauorexa M3pareancr
COCTABUTE BO, I'0J
JIH
JI13.1 IonskoBa | JlokymeHTHpOBa HTB CTU HUTY «MUCHC» CTU HUTY
E.B. HHUE «MHUCHUCy,
YIIPaBIE€HYECKO 2022
W IeATenbLHOCTH
Meronudeckue
yKa3aHusd 1o
BBINTOJTHEHHIO
mabopaTOPHBIX
paboT
6.2. Ilepeyenpb pecypcoB MHGOPMALMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH «AHTepHeT»
92 | Koncysprant Imoc http://www.consultant.ru/
6.3. IlepeyeHb NPOrpaMMHOro odecneyeHust
I11 MicrosoftWindows
112 Microsoft Office
6.4. Ilepeyenb HHGOPMANMOHHBIX CIIPABOYHBIX CHCTEM M NPO(eCcCHOHAIBHBIX 023 JaHHBIX
ni | — Hayunas snekrponnas 6ubmmorexa eLIBRARY https://elibrary.ru/

8. METOANYECKHME YKA3ZAHMS JJIS OBYYAIOIUXCS IO N3YYEHNIO JUCHUITJINHBI

I'maBHast 3a1a4a JICKIUI TUCIATUTHHEL «J{OKYMEHTHPOBaHHE YIIPABICHYCCKON S TETBHOCTIY JaTh HEOOXOIUMBIN YUeOHBII
MaTepHall 10 KOHKPETHOM TeMe U TIOCTABUTh TJIABHBIC TPOOJICMBI.

CTpyKTypa JCKIIMOHHOTO Kypca BKIIIOYACT B ¢e0s BCTYNMUTEIILHYIO, OCHOBHYIO M 3aKJFOUUTEIILHYIO YacTH.

Kaxxmas neknus pa3padaThIBACTCS C YIETOM:

— XapaKTepa, COCTaBa U YPOBHS IMOATOTOBKH ayTUTOPHH;

— 9TO U B KaKOM 00bEMeE OBIITO N3yUeHO CTYACHTAMH PaHee 110 POJCTBEHHBIM JAUCIIUILTHHAM;

— B OIpEACTICHAN MeCTa H3y4aeMOi JUCIUTUINHBI B Y9eOHOM IIPOIIECCE MOATOTOBKH CTYACHTA.

ConeprkaHue JICKIAU JTOKHO OBITH TIPEABAPUTEIHHO OCBEIICHO BHAYANIC 3aHATHSA B COOTBETCTBHH C ILIAHOM JICKITHH.
CamocrosTenbHas paboTa HalpaBiICHAa HAa YCBOCHUC CHUCTEMBI HAyYHBIX M MPOGECCHOHATIBHBIX 3HAHUMA, (OPMHUPOBAHUS
YMCHUH U HABBIKOB, IPHOOPETCHHE OMBITA CAMOCTOSATEIILHON JICATCIILHOCTH B Chepe CaMOOPTraHU3aI[MK U caMo00pa30BaHusl.



https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://urait.ru/bcode/536724

Ilocne HU3YYCHUA KaXIOro pasiacia AUCHUIUIMHBI CTYJACHTOM BBIITOJHACTCA na60paT0pHaﬂ pa60Ta, 3aKpCIUIAOIIne
TOJIYYCHHBIC TCOPETUIYCCKNUE 3HAHUA.




