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1. IEJIX OCBOEHUA

Lenp - U3ydyeHue TeOpHU U MPAKTHKH TOKYMEHTAIMOHHOTO 00ECIICYCHUS YITPABICHHS B YUPESIKACHHS, OPTaHU3ALUIX U HA
MPEIIPUATISIX Pa3IHIHBIX (HOPM COOCTBEHHOCTH.
3agaun JUCIUTUINHEL:
- (opMHpOBaHHE CUCTEMBI TEOPETHYECKUX U METOIOJIOTMYECKUX 3HAHUI OCHOB
- JOKyMEHTHUPOBaHUs MH(POPMALIUH C YYETOM KOMIIETCHTHOCTHOT'O MOJIX0/12;
- (opMHpOBaHUE CHCTEMbI TECOPETHUECKNX U METONOJIOTHIECKUX 3HAHUH pa3pabOTKH
- JOKyMEHTaIuH, 00ecTIeunBaroNiel peaqn3annio yIpaBIeHIECKUX PEIICHNH;
- (opmupoBaHHUE IIPEACTABICHUI O MIPUHINIAX, IPABUIAX U TEXHOJIOTHAX
- JOKyMEHTAI[MOHHOT'O 00ECTeUEHUsl yIpaBIICHUS;
- mpuoOpeTeHHe 00y4JaroIUMUCs 3HAaHUH ¥ YMEHHUH TPUMEHEHHS IPaBHUJI JOKyMEHTHPOBAHUS
- uH}OpMAaNUH IIPU COCTABJICHUHU JOKYMEHTOB Pa3JIMUHbIX CUCTEM JTOKYMEHTALUH U UX
- aHaNM3a;
- OCBOCHHUE HABBIKOB IIPOSKTHPOBAHUS YHH(DUIIMPOBAHHBIX (HOPM JOKYMEHTOB, CHCTEM
- JOKyMEHTaluu ¥ MH()OPMALMOHHO-JOKYMEHTAIIMOHHON CUCTEMBI YUPEKICHHS B LIEJIOM.

2. MECTO B CTPYKTYPE OGPA30OBATEJbHOM NPOT'PAMMBI

ukn (paznen) OIT: | b1.B

2.1 TpeGoBanus K npeIBapUTeIbHO MOJATOTOBKE 00YYaIOIIerocs:

2.1.1 Teopusi MCHEIDKMEHTA

2.2 JAucuuniauebl (MOAYJIM) M NPAKTHKH, AJI51 KOTOPbIX OCBOEHHME JAHHOW AUCUMILUIMHBI (MOYJ151) HE00OX0AMMO

KaK nmpeauecTByromee:

2.2.1 | DKOHOMHKA NPEANPHUATHI

2.2.2 | KoMIUIEKCHBII aHAINU3 X035IMCTBEHHON IESTEILHOCTH

2.2.3 | OrneHka CTOMMOCTH Ou3Heca

2.2.4 | OpraHu3zanysi, HOpMHPOBAHKE H OILJIaTa TPyAa

2.2.5 | lenoBble KOMMYHHKAIUU

3. AHAUKATOPHI ®OPMUPOBAHWA KOMITETEHIIH,
COBMEIIEHHBIE C PE3YJBTATAMU OBYYEHNS IO JUCIUTIJINHE

YK-4: Crioco0eH ocymecTBJISITh 1eJIOBYI0 KOMMYHHKALMIO B YCTHOI M MU CbMEeHHOH (hopMax Ha rocy1apcTBeHHOM
si3bike Poccniickoii @enepanyu 1 HHOCTPAHHOM(BIX) A3bIKe(aX), 3(PPeKTHBHO PYHKIIMOHMPOBATH B HALHOHAJILHOM
M MEKAYHAPOAHOM KOJUICKTHBAX MHAMBHAYAJIbHO M KaK YJICH KOMaH bl

3HaTh: YK-4-31 3HaTh OCHOBHBIEC IPHHIUTIBI ICTOBOH KOMMYHHKAIINY B YCTHOH W IICEMEHHOH (popMax Ha
rocyapcTBeHHOM si3bike Poccuiickoit dexepariiv 1 ”HOCTPaHHOM(BIX) sI3bIKe(ax
YMmers: VYK-4-Y1 YMeTb HCHONB30BaTh HOPMATHBHBIE M IPABOBBIC JIOKYMEHTBI, OTHOCSIIMECS K OyayIeH

poheCCHOHATBHON JICATSIbHOCTH

Bnanets: | YK-4-B1 Buasers HaBbikaMu pOPMHUPOBAHHS JIOKAJIbHBIX HOPMATHBHBIX JOKYMEHTOB YIPABICHYECKOT0
XapakTepa

K-2: CnocodeH K OpraHu3alMOHHO-YIPABJIEHYECKOM AesITeTbHOCTH: KOMIIEKCHO MOAXO0IUTH K PelleHHI0
CTPAaTernYecKUX M ONMEePATHBHBIX YIPABJIEHYECKHX 32124

3HaTh! ITK-2-31 HopmaTuBHbIE aKThI U TIEPBUYHBIC JJOKYMEHTHI 00ecIieUBaonIne HHPOPMaMen s TPUHSITUS
YIPaBIEHYECKUX peIIeHUH
YMersb: [IK-2-Y1 YMeTs HCHOIB30BATH TOKYMEHTAJIbHBIC HCTOYHUKH oOecTiedeHns: HHpOopMaIuen 1is

AHATMTUYECKYIO ICITEILHOCTh B TPOodhecCHOHANTLHOM chepe

Bnamers: | I1IK-2-B1 Biamers HaBBIKaMu (pOPMHPOBAaHUS YIPABICHICCKON TOKYMEHTAIIUH I 00SCIICUCHNUS
YIPaBIeHYECKON JAESTEIbHOCTH




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 2 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 2 YK-4-3 1 J1.1J12.2
Ciyx0a JOKyMEHTallHOHHOTO
[1K-2-31

obecrieuenus ynpasnenus /Jlex/

1.4 2 16 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 2 VK-4-3 1 JI1.1J12.2
JIOKyMeHTOB /JIek/ [K-2-31 J12.1

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

23 Jlabopartopras pabora Ne 2 2 4 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 2 YK-4-3 1 J1.1J12.2
TPYIOBBIX OTHOIIECHHUH ./JIex/ [K-2-31 2.1

2.5 Jlabopatopnass ~ pabora Ne 3 2 2 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 2 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, 2 YK-4-3 1 J1.1J12.2
XapaKTEpUCTUKA IOTOKOB, [K-2-31
MIPUHINIIBL, TOKA3aTEeNH.
Opranusanus T0KyMEHTo000poTa
/J1ex/
32 ®dopmuposanue neinr. OdopmieHue 3 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 5 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.

6. YA EBHO-METOANYECKOE 1 THOOPMALIMOHHOE OBECIIEYEHUE

6.1. PexomeHnayemasi Jiureparypa

6.1.1 OcHoBHas JIMTEpaTypa

Oobo3HaueHnue ABTOpBI, 3arnaBue bubauorexa H3parenber
COCTABUTE BO, I'OJ
JIH
JI1.1 Kysneuos | JlokyMeHTanmo OnexrpoHHas OMOIMOTeYHAs CHCTEMa IOpaiir,
N.H. HHOC OpaiT 2018
obecneuenue URL: https://urait.ru/bcode/412578
yIpaBIICHUSL.
JokyMeHT0000
por u
JIETIONPOU3BOJIC

TBO. YUeOHUK U
MPAKTUKYM TSI

MIPUKITAIHOTO
OakanaBpuaTa
6.1.2 JlonoJHUTEeIbHAS JUTEPATYPA
O0o03HaYeHnEe ABTOpBI, 3arjiaBue buoanorexa M3parennct
COCTABHTE BO, T'OJI
JI
J2.1 AOynanze | JlokymeHTauno | DnektpoHHas 6uGMoTeuHas cuctema KOpamlT IOpair,
A.TI., HHOE [caiiT]. — 2024

Brmpsokk | obecneuenie URL: https://urait.ru/bcode/536724

nHa U.b., YIpaBJICHUS
Macinosa TIEPCOHAJIOM.
B.M. Y4eOHHK u

MPAKTUKYM ST

aKaJleMH4eCKOr

0 OakayaBpuara

122 I'punbepr, | HoxymeHTanmo OnexrpoHHas OMOIHOTeYHAas CHCTEMa IOnnTH-

A.C,HH. | HHoe «YHusepcuterckas 6udauoreka» ONLINE» | Jlana,
Topbaues ; | obecrieueHue Pexxum noctyma: mo mojmucke. — 2017
O.A. YIPaBJIEHHU: https://biblioclub.ru/index.php?

Myxamer page=book&id=684757



https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://urait.ru/bcode/536724
https://urait.ru/bcode/412578

| LIMHA | | |

6.1.3 Metoauueckue pa3padoTKu

O003HaueHne ABTOpBI, 3arnaBue Bbubauorexa Hzparenber
COCTABUTE BO, I'0J
JIH
JI13.1 IonskoBa | JlokymeHTHpOBa HTB CTU HUTY «MUCHC» CTU HUTY
E.B. HHUE «MHUCHUCy,
YIIPaBIEHYECKO 2022
W IeATenbHOCTH
Meronudeckue
yKa3zaHus 110
BBINTOJITHEHHIO
mabopaTOPHBIX
pabot
6.2. IlepeyeHpb pecypcoB MHGOPMALMOHHO-TEJIeKOMMYHUKANMOHHOM ceTH «AHTepHeT»
92 | Koncysprant Imoc http://www.consultant.ru/
6.3. IlepeueHb NPOrpaMMHOro obdecneyeHust
I11 MicrosoftWindows
2 Microsoft Office
6.4. IlepeyeHb HHGOPMANMOHHBIX CNIPABOYHBIX CHCTEM M NPO(eCCHOHAIBHBIX 023 JaHHBIX
ni | — Hayunas snekrponnas 6ubmmorexa eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE

7.1 Y4eOnas aynuropus

[Tepeuenb 0cHOBHOTO 000PYAOBaHUS, yUEOHO-HATIISAJHBIX TOCOOHIA:
- KOMILIEKT MeOeH A1 IpenoaaBartes,

- KOMIUIEKT MeOenu U1l o0yJaromuxcs ,

- IOCKa MarHUTHO-MapKepHasi,

- KOMIIBIOTED,

- MyJIFTUMEANA-IIPOSKTOP,

- DKpaH.

7.2 IloMmelmenne 11 caMoOCTOSATELHOI pad0ThI 00y4alOIIUXCS

Yuebnas aynuropusi Ne 305

[Tepeuenb OCHOBHOTO 000PYAOBaHUS, yIEOHO-HATIISAJHBIX TOCOOHIA:

- KOMIUIEKT MeOeNH ISl IpernoiaBaTens,

- KOMIUTEKT MeOeNu s 00yJaromuxcs,

- IOCKa ayJUTOpHas,

- KOMITBIOTEp IS TTPEToiaBaTeds,

- KoMIbroTeps! — 10 mT.,

- MyJIbTUMEIHA-TIPOEKTOP,

- DKpaH.

[IporpamMHuoe obGecnieuenue:

- MicrosoftWindows,

- MicrosoftOffice.

B momemennn 11 caMOCTOSATENBHOM pabOTHl 00y4aroUIMXcs MMEETCsl TOAKIIoUeHne K ceTn «VHTepHeT n
JIOCTYTI B 3JICKTPOHHYIO HHPOPMaNHOHHO-00pa30BaTENbHYIO Cpely OpraHnu3alyu.

8. METOAMYECKHUE YKA3ZAHNUSA U OBYYAIOIIMXCSA 11O N3YYEHUIO JMCIIUITJIMHBI

['maBHast 3amayga JIeKIUi TUCIUIUTHHEL «/[OKyMEHTHpOBaHHE yIIPaBICHIECKOHN AeSITETbHOCTIY JaTh HEOOXOIUMBIN YaeOHbII
MaTepHall 10 KOHKPETHOH TeMe U TIOCTaBHUTH TIIaBHBIE TPOOIEMEI.

CTpyKkTypa JeKIIMOHHOTO Kypca BKIIOYAET B ce0s BCTYNMUTENBHYI0, OCHOBHYIO H 3aKIIIOYHTEIEHYTO YacTH.

Kaxxmast nekuus pa3pabaThIBACTCS C YIETOM:

— XapaKTepa, COCTaBa U YPOBHS IMOATOTOBKH ayTUTOPUU;

— YTO U B KAKOM 00bEME OBLTO U3yUCHO CTYACHTAMH PAHEE IO POJCTBEHHBIM JIUCIUILTHHAM;

—B onpe,ueneHI/m MeECTa M3yqaeM0171 JUCHUIIJINHBI B y‘-Ie6HOM npouecce IMOATrOTOBKHU CTyZ[eHTa.

CopepxaHue JEKIUU JOJDKHO OBITh MPEIBAPUTENBHO OCBEIIIEHO BHAYaJIe 3aHATHS B COOTBETCTBUU C IJIAHOM JICKITHH.
CamocrosarenbHas paboTa HalpaBieHa Ha YCBOGHHE CHCTEMbI HAyYHBIX M MPOGECCHOHAIBHBIX 3HAHHH, (POPMHPOBAHUS
YMEHHH ¥ HABBIKOB, TIPHOOPETEHHE OITBITA CAMOCTOATENEHON ACATEIIFHOCTH B chepe caMOOpTraHU3aIlH U caMo0Opa30BaHusl.




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




