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Pa3nen 1. Opranu3anuoHHO-MeTOAMYECKHUI pa3ie

1.1. leqan ocBOeHUS AUCHUTIIHHBI
JucuunnnHa «JloKyMeHTalnoHHoe ofecneyeHue ynpaBjeHus» BXoauT YacTs, (popMHupPyeMYI0

Y4aCTHUKAMHU

00pa3oBaTeIbLHbIX

OTHOLICH NI

JUCHUILINH

IIOATrOTOBKH 06yqa}0mnxc;1 10

HanpasyieHu0 noArotoBku «09.03.03 Ilpukaagnas mHpopMaTHKa, HANPABJIEHHOCTb (NMpoduin)
«MeHeq:KMEHT B 00J1aCcTH HH(POPMANMOHHBIX TEXHOJIOTHIIM).

[esbt0 TUCHMITIMHBI SBIISETCS (popMupoBaHue KommereHuuit (6 coomsemcmeuu ¢ @IOC BO u
mpebo8aHUAMU K Pe3yIbmamam 0C80eHUsl OCHOBHOU NPoghecCUOHANIbHOU 00pA308amenbHOL NPOSPaAMMbL

(OI10I1 BO)):
Oowenpogeccuonanvhnulx:

OIIK-4.1 - CrnocobeH mpuMEHSATh TpeOOBaHMS CTaHIAPTOB, HOPM W MPaBHI s Pa3pabOTKH
TEXHUUYECKOH U MPOEKTHOMN JOKYMEHTAIMH, CBA3aHHOM C IPOU3BOJICTBOM IPOTPAMMHBIX MPOIYKTOB

OIIK — 4.2 - CnocobeH pa3pabarbiBaTh TEXHHUYECKYIO M MPOCKTHYIO JOKYMEHTAIIMIO Ha BCEX
JTanax Mpou3BOJICTBA MPOTPAMMHOI0 IPOAYKTa

Ilpogheccuonanvnuix:

[IK-3.2 CnocobeH BecTH HEOOXOAMMYK JOKYMEHTAIUIO IS 3aKJIIOYCHHS TapTHEPCKUX

corJialieHui

ITK-5.1 Cnoco6eH 3aka3bIBaTh BBIIIOJHEHHE IPOEKTOB MO CO3AAHUIO, PA3BUTHUIO, BBIBOJlY Ha PHIHOK
Y IIPOJIaYkaM IIPOrPaMMHBIX ITPOJTYKTOB

[lepeuncnennsie koMneTeHIUN (OPMUPYIOTCS B MIPOLIECCE TOCTHKEHNS MHANKATOPOB KOMIIETEeHINIA:

O0o00menHas Tpy0Bas

Koa u HauMeHOBaHMe

Koa u HauMeHOBaHMe HHIUKaATOpa

(pynxnus/ tpygosas pyHKuus JEeCKpUITopa JOCTHKEHHsI KOMIeTeHui (13
KOMIIeTeHI U I1C)
I1C 06.012 Menem:xep OIIK-4.1 - CnocobeH | 3naem:
MPOAYKTOB B 00J1aCTH | IPUMEHSITH tpeboBanus | U/-1 OIIK- 4.1 OcHoBBI
HHGOPMAIMOHHBIX TEXHOJIOTUH | CTAaHJIAPTOB, HOPM U TPaBWI | HHOOPMAITMOHHBIX TEXHOJIOTUI
VISt paspadorku | C/01.6

C VYnpasiaenne cepueir HT-
NPOAYKTOB W TPynmoil ux
MEeHeIKepoB

C/01.6 3aka3 TeXHOJIOIMYECKUX
uccnenosanuil s cepun UT-nipon
Y aHAJIN3 UX Pe3yIbTaTOB
C/06.6  IlpomBmxenwue
MIPOYKTOB

C/08.6 YmpaBneHue naTeHTaMH Ha
TEXHOJIOTHH, CO37[aBacMble B paMKa

nuT-

TEXHUYECKON M IPOEKTHOU
JIOKYMEHTaIlMH, CBSI3aHHOMN C
MIPOU3BOACTBOM
MPOrPAMMHBIX TPOTYKTOB

Ymeem:

N-3 OIIK- 4.1 ApryMeHTUPOBaHHO
JEMOHCTPHPOBATH MPEUMYIIECTBA
NT-nponykros C/06.6

Hmeem nasviku u (unu) onvim:

NJ-5 OIIK- 4.1 IlpenocraBnenue
BO3MOXKHOCTH JIUIIEH3UPOBAHUS
WCTIOJIH30BAHMUS 3aIIaTEHTOBAHHBIX
TEXHOJIOTHI MapTHepaMu U
KITMEHTaMH COTJIACHO JIUIICH3HOHHON

IIPOJIYKTOB nonutuke C/08.6

IncC 06.012 Menenxep | OIIK — 4.2 - CnocoGeH | 3naem:

NPOAYKTOB B o0sacT | pazpalaTbIBaTh N-2 OIIK- 4. 2 Teopus npasa Ha

WH(OPMALMOHHBIX TEXHOJIOTHIl | TEXHUYECKYI0O M MPOEKTHYIO | 00bEKThl HHTEJUIEKTYalbHON
JOKYMEHTAIlMl0 Ha BCeX | COOCTBEHHOCTH B CTpaHax

C YVYnpasiaenue cepuer HT- | sramax MPOM3BOJICTBA | MpeObiBanus opranuzauuu C/08.6

INPOAYKTOB MW TIPYyNIoi HX
MEHe/IKepoB

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

IIPOrpaMMHOTO TIPOAYKTA

Ymeem:

NJI-4 OIIK- 4. 2 CraBuTh 3a1a4n Ha
nateHTHyto skcrepTu3y C/08.6
Hmeem nasvixu u (unu) onvim.
NJI-6 OIIK- 4.2 Pa3zpaboTka
MTOJINTUKH BBITAYM JINIICH3UN Ha
WCIIOJIb30BaHUE 3aI1aTEHTOBAHHBIX
TEXHOJIOTMI MapTHEpaMU U




kieraTamu C/08.6

IIC 06.012 Menenxep I1IK-3.2 CnocobeH | 3uaem:
NPOAYKTOB B 00J1aCTH | BECTH HeoOxoaumyto | M/1-2 TIK- 3. 2 Teopus opraHuzauuu
UH(GOPMANMOHHBIX TEXHOJOTHMH | JOKYMEHTAIUIO s | maptHepcTtB C/03.6
3aKJIIOUYEHUsl  MApTHEPCKUX | Ymeem:
C VYmnpasiaenue cepueid HUT- | cornamenuii N/1-4 1IK- 3. 2 ApryMeHTUpPOBAHHO
NPOAYKTOB W TPyNmol ux JEMOHCTPUPOBATh PEUMYIIECTBA
MeHe/IKepoB HUT-tmpoxykroB C/06.6
C/09.6 Pa3paboTka npeaioKeHui 1 Hmeem nasviku u (unu) onvim.
PUOOPETEHUIO U TPOAAKE N/I-6 11IK- 3.2 3akirouenue
TEXHOJIOTUYECKHX, TPOAYKTOBBIX U cornamenuii o mapraepcrse C/03.6
MPOYUX UHTEIUIEKTYaIbHbIX
AKTUBOB M OpraHu3alui
IIC 06.012 Memnenxep IIK-5.1 CnocobeH | 3uaem:
NPOAYKTOB B 00J1aCcTH | 3aKa3bIBaTh Boimosinenue | UJI-1 I1K- 5.1 CpencrBa u MeTob1
HH(OPMALMOHHBIX TEXHOJIOTHI | IPOEKTOB IO  CO3/aHHUI0, | pa3paboTKU U MPOBEACHUS
pa3BuUTHIO,  BBIBOAY  Ha | nmpe3eHtauuu UT-npomykroB C/06.6
C VYmnpasiaenue cepueir HUT- | peiHOK u npopaxam | Yueem:

NPOAYKTOB M
MeHe/:KepoB
C/01.6 3aka3 TEeXHOJOTMYECKHX
uccnenopaHui s cepun UT-
MpPOAYKTOB U aHAU3  MX
pe3yJIbTaTOB

rpynno  mx

IIPOrPaMMHBIX ITPOJTYKTOB

N-3 IIK- 5.1 Opranu3oBbIBaTh
pexnamubie kamnanuu C/06.6
Hmeem nasviku u (unu) onvim:
NJI-5 TIK- 5.1 ®opmupoBanue
3aKa3a IporpaMMbl IIPOEKTOB 110
CO3/IaHUI0, PA3BUTHIO, BBIBOJIY Ha

pbIHOK U npopaxe U T-iponykros
C/07.6

1.2. Mecto aucuuniannsl B crpykrype OINIOII BO
HanpasJieHust noaAroroBky «09.03.03 Ilpukinagnas nHopMaATHKA, HANIPABJIEHHOCTH (Mpodnin)
«MeHeI:KMeHT B 00,1aCTH MH(POPMAIMOHHBIX TEXHOJIOTHII»»

IIpeamecTBylonme TUCHUNINHBI

Ne (1M CUMITHHBI, H3y4aeMble Hocaexyromme 11 CHNIITHHBI

napaJjijiesibHo)

1 2 3

1 BBenenue B HanpaBieHue VYpaBieHue 4eI10BEYECKUMH PECYpCaMu
MOATOTOBKH

2 [IpoeKTHBIN NPAaKTUKYM

3 DUHAHCOBBIN aHATN3

Ilocnedosamenvhocms opmuposanus KomnemeHyull 8 YKA3AHHBIX OUCYUNIUHAX MOdcem Obimb
UBMEHEeHA 8 3a8UCUMOCMU Om (POpMbL U CPOKA 00YYeHUs, a MaKdxice NPenoodéanusl ¢ UCNOIb30BAHUEM
OUCAHYUOHHBIX MEXHON02Ul 00YYeHUS.

1.3. HopmaTuBHAs JOKYMEHTALMS

Pabouas nporpamma y4eOHON IUCHUIUIMHBI COCTaBJI€HA HA OCHOBE:

— (hbeaepaqbHOTO TOCYAAPCTBEHHOr0 OO0IIEro MpodeccHoHAaNbHOr0 00pa30BaTENILHOTO CTaHIapTa
BhICIIeT0 oOpaszoBaHusi 1o HampariaeHuio 09.03.03 IMpuxkaagnass mHdpopMaTUKA , HANPABJIEHHOCTh
(mpopuiib) «MeHeKMEHT B 00/1acTH HHPOPMANMOHHBIX TEXHOJIOTHID;

- yueOHOro  IUIaHA

HaIMpaBJICHUSA

OJTOTOBKH

09.03.03

Hpuxknagnas  uHpopMaTuka,

HanpaBJIeHHOCTh (npoduib) «MeHeIKMeHT B 00JacTH MHPOPMALMOHHBIX TexHoJsoruin» 2021,

2022 rona Habopa;

- oOpasua paboueii mporpaMMsel yuebHoi qucuurasl (mpukas Ne 113-O ot 01.09.2021 1.).
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Pasznea 2. Temaruueckuii njian

Ounas dopma o0yueHus (IMOJHBII CPOK)

TpynoeMmkocTh
AyIMTOPHBIE 3aHATHUS Kon unankaropa
Ne Tema qucHUUIIHHBI Bce CPO U JeCKpUITOpa
ro J 3 (Ji3, C3) JOCTHKEHMSI
KOMIIeTeHIH
1 2 3 4 5 6 7
OcHOBHbIE TIOHATHUS B Na-10OIIK-4.1
1 00J1aCTH JOKYMEHTHPOBAHHUSI 10 2 5 N/1-2 OIIK- 4. 2
Na-2 TIK- 3. 2
NJ-1T1IK-5.1
HopmaTtusno — N-3 OIIK- 4.1
2 METOANYECKUE OCHOBBI 10 2 5 NJ1-4 OIIK- 4. 2
JIOKYMEHTAIMOHHOTO NJ-6 TIK- 3. 2
oOecrnieyeHus ynpaBIeHUs NJ-5TIK-5.1
Opranu3aioHHO-TIPABOBAS NJ-5 OIlK- 4.1
cucTeMa JOKyMEHTaluu NJ1-6 OIIK- 4. 2
3 12 2 2 8 V-2 TIK- 3. 2
NJ-3TIK-5.1
Opraau3annoHHO- Na-3 OIK- 4.1
pacnopsiuTeNbHas CUCTEMa NJ-4 OIIK- 4.2
4 12 2 2 8 N-6 TIK- 3. 2
NJ-5TIK-5.1
Nudopmanmonno- -5 OIlK- 4.1
CIIpaBOYHAs CUCTEMA NJ-6 OIIK- 4. 2
S 121 2 2 8 V-2 TIK- 3. 2
NJ-3TIK-5.1
OcHoBHBIE (HOPMBI N-3 OIIK- 4.1
6 JIOKyMEHT0000pOoTa B 12 2 2 8 NJ-4 OIIK- 4. 2
OpraHu3aIu N-6 TIK- 3. 2
NJ-5TIK-5.1
ABTOMAaTU3UPOBAHHBIC -5 OIlK- 4.1
cpenacTBa B NJI-6 OIIK- 4. 2
! JIOKYMEHTAIMOHHOM 12 2 2 8 Na-2 TIK- 3. 2
yIpaBJIECHUU NA-3T1K-5.1
CocraBnenue u 0opMIICHHE N-3 OIIK- 4.1
OCHOBHBIX BHJIOB N/1-4 OIIK- 4. 2
8 YIPaBICHUYECKUX 12 2 2 8 N-6 TIK- 3. 2
JIOKYMEHTOB NJ-5TIK-5.1
OcoGenHoctu 0popMIICHUS -3 OIIK- 4.1
9 Y BEJICHUS IOKYMEHTAIlUH 10 2 8 N/1-4 OIIK- 4. 2
0 JINYHOMY COCTaBy NJ-6 TIK- 3. 2
N-5TIK-5.1
Opranuzanus NI-5 OIlK- 4.1
10 JIOKYMEHTO000pOTA. 6 9 4 NJ-6 OIIK- 4. 2
Cucremaruzanus u NJI-2 I1K- 3. 2
XpaHEHUE TOKYMEHTOB N-3TIK-5.1
Bua npomexyrouHoi
arrecranuu (3auer)
Hroro 216 16 16 76




3aouHas popma 00ydeHuUs (MOJHBIH CPOK)

TpyroeMkocTh
AyIMTOpPHBbIE 3AaHATHS Kox unaukaropa
Ne Tema qMcUMIIUHBI Bce CPO H JeCKPHIITOPA
ro JI 113 (JI3, C3) AOCTUIKEHHU S
KOMIIeTeHIU
1 2 3 4 5 6 7
OCHOBHBIC TIOHSATHS B NJI-1 OIIK- 4.1
00J1aCTH JOKYMEHTHUPOBAHUS Na-2 OIIK- 4. 2
1 12 2 10 WJI-2 TIK- 3. 2
NJ-1TIK-5.1
HopmatuHo — NJ1-3 OIIK- 4.1
o | METOMMYECKHE OCHOBDI 12 2 10 NJ-4 OIIK- 4.2
JIOKYMEHTAIMOHHOTO nJ1-6 I1K- 3. 2 U ]I-
obecrieueHus ynpaBieHUs 5 TIK-5.1
Opranu3aluroOHHO-TIPAaBOBAs NJ-5 OIIK- 4.1
cUCTeMa JOKYMEHTAIUU NJ-6 OIIK- 4. 2
3 12 2 10 Na-2 11K- 3. 2 U1-
3IIK-5.1
Oprasnu3aloOHHO- NJ-3 OIIK- 4.1
4 | PacTOpsIMTENbHAS CHCTEMA 10 10 NJ-4 OIIK- 4.2
NJ-6 I1K- 3. 2 U1-
5IIK-5.1
HudopmaninoHHo- NJ-5 OIIK- 4.1
5 | cTpaBovHas cucTeMa 10 10 NJ-6 OIIK- 4. 2
Na-2 11K- 3. 2 U -
3IIK-5.1
OcHoBHbIE (HOPMBI NJ-3 OIIK- 4.1
6 JIOKYMEHTO000pOTa B 10 10 NJ-4 OIIK- 4.2
OpraHu3aIu NJ1-6 I1K- 3. 2 U I-
5TIIK-5.1
ABTOMaTH3UPOBAHHBIE NJ-5 OIIK- 4.1
7 | cpenctsa B 12 9 10 NJ-6 OIIK- 4. 2
JOKYMEHTAllMOHHOM nJ1-2 I1K- 3. 2 U 1-
yIpaBJICHUN 3IIK-5.1
CocraBnenue u opopmieHue NJ-3 OIIK- 4.1
g | OCHOBHBIX BHJIOB 12 9 10 NJ-4 OIIK- 4.2
YIPaBIEHYECKUX -6 IK- 3. 2 U/I-
JIOKYMEHTOB 51IK-5.1
Ocobennoctu ohopmIIeHHS NJ-3 OIIK- 4.1
g | ¥ BEACHUS OKYMEHTALNH 7 9 5 NJ-4 OIIK- 4. 2
10 JINTYHOMY COCTaBY N-6 TK- 3. 2 U ]I-
5IIK-5.1
Opranuzanus NJ-5 OIIK- 4.1
10 JIOKyMEHTO000pOoTA. 7 9 5 NJ-6 OIIK- 4. 2
CuctemaTtuzanus u Na-2 K- 3. 2 UJ1-
XpaHEHUE JOKYMEHTOB 3IIK-5.1
Bua npomexyTouHoit
4
arrecranuu (3ayer)
HToro 108 8 90




3aounas popma o0yueHus (yckopeHHoe o0yueHue Ha 0a3ze CIIO)

TpyroeMkocTh
AyIMTOpPHBbIE 3aHATHS Kon
. HHIMKATOPA U
Ne Tema qucHUNIHHBI Brf)e i 13 013, C3) CPO JT——
JMOCTHKEHU S
KOMIIeTeHIH
1 2 3 4 5 6 7
OcCHOBHBbIE OHATHUS B -1 OIIK-4.1
00J1aCTH JOKYMEHTHUPOBAHHS NJI-2 OIIK- 4. 2
! 12 2 10 | Yinonk-3.2
WJI-1T1K- 5.1
HopmaTtuho — NJ-3 OIIK- 4.1
9 METOAUYECKUE OCHOBBI 12 9 10 N/1-4 OIIK- 4. 2
JOKYMEHTAIMOHHOTO NA-6 TK- 3. 2
obecrieueHus ynpaBiacHUs N-5TIK- 5.1
Opranu3zanoHHO-TIPaBOBas N-5 OIIK- 4.1
cucTeMa JOKyMEeHTaluu HJI-6 OIIK- 4. 2
3 12 2 10 Yinomk-3.2
N-3 K- 5.1
Opranu3zanuoHHo- N-3 OIIK- 4.1
4 | PacmopszuTeNbHAS CHCTEMA 10 10 -4 OIIK- 4. 2
Na-6 K- 3. 2
NJ-5TIK- 5.1
NudopmannonHo- N-5 OIIK- 4.1
CIIpaBOYHAas CUCTEMA NJ-6 OIIK- 4. 2
S 10 10 o mk-3.2
-3 K- 5.1
OcHoBHbIE (HOPMBI N-3 OIIK- 4.1
6 JOKYMEHTO00O0pOTa B 10 10 -4 OIIK- 4. 2
OpraHu3aIu Na-6 K- 3. 2
NJ-5TIK- 5.1
ABTOMaTHU3UPOBAHHbBIC N-5 OIIK- 4.1
cpencTsa B NJ-6 OIIK- 4. 2
! JIOKYMEHTAIMOHHOM 12 2 10 Na-21TIK- 3. 2
YIIPaBICHUU NA-31IK-5.1
Cocrapnenue u oopmIIeHHE N-3 OIIK- 4.1
OCHOBHBIX BHJIOB N/1-4 OIIK- 4. 2
8 YIPaBICHUYECKUX 12 2 10 N-6 TIK- 3. 2
JIOKYMEHTOB NJ-5TIK-5.1
OcoGenHoctu opopmiieHus -3 OIIK- 4.1
g | ¥ BEEHNs JOKYMeHTAlHH 7 5 5 NJ-4 OIIK- 4. 2
10 JINYHOMY COCTaBY NJ-6 TIK- 3. 2
N-5TIK-5.1
Opranuzanus NI-5 OIlK- 4.1
10 JIOKYMEHTOO0O0pOTA. 7 5 5 NJ-6 OIIK- 4. 2
Cucremaruzanus u NJ1-2 I1K- 3. 2
XpaHEHHE TOKYMEHTOB N-3TIK-5.1
Bupa npomexyrouHoit 4
arrecraunuu (3aver)
HTtoro 108 8 90




3aounas popma o0yueHus (yCKopeHHoe o0yueHue Ha 0a3ze BO)

TpynoeMkocThb
AyIMTOpPHBIE 3AaHATHS Kon

. HHIUKATOPA H
Ne Tema auCHMIIMHBI ]ize i 13 013, C3) CPO HeCKPRITOpA
JMOCTHKEHU S

KOMIIeTeHIH

1 2 3 4 5 6 7

OcHOBHbIE TIOHATHUS B Na-10OIIK-4.1

00J1aCTH JOKYMEHTHPOBAHHUSI N/1-2 OIIK- 4. 2

! 1242 10 1 Yinonk-3.2
NJ-1TIK-5.1

HopmaTtusno — N-3 OIIK- 4.1

2 METOANYECKUE OCHOBBI 12 2 10 N/1-4 OIIK- 4. 2
JIOKYMEHTAIMOHHOTO Na-6 K- 3. 2
obecrieueHust yrpaBiaeHUs N-5TIK- 5.1
Opranu3aioHHO-TIPaBOBAs na-5 OIlK- 4.1

3 cucTreMa JOKyMEHTaluu 10 10 HJI-6 OIIK- 4. 2
Na-21IK- 3. 2
NA-31TIK-5.1

Opranu3anuoHHO- Na-3 OIK- 4.1

4 | PacmiopsauTeNbHAL CHCTEMA 10 10 -4 OIIK- 4. 2
Na-6 K- 3. 2
NA-5TIK-5.1

Nudopmanuonno- nJ-5 OIlK- 4.1

CIIpaBOYHAs CUCTEMA NJ-6 OIIK- 4. 2

S 10 10 o nk-3.2
NA-3TIK-5.1

OcHoBHBIE (HOPMBI Na-3 OIlK- 4.1

6 JIOKyMEHT0000pOoTa B 10 10 -4 OIIK- 4. 2
OpraHu3aIu Na-6 K- 3. 2
NIA-5TIK-5.1

ABTOMAaTU3UPOBaHHBIC -5 OIlK- 4.1

7 | cpenctsa B 12 10 NJ-6 OIIK- 4. 2
JIOKYMEHTAIIMOHHOM Na-2TIK- 3. 2
yIpaBJIECHUU NA-31IK-5.1
CocraBnenue u 0opMIICHHE N-3 OIIK- 4.1

g | OCHOBHBIX BHIIOB 12 10 N/1-4 OIIK- 4. 2
YIPaBICHUYECKUX Na-6 K- 3. 2
JIOKYMEHTOB NIA-5TIK-5.1
OcoOenHoctu opopMIIeHUS -3 OIIK- 4.1

9 Y BEJICHUS JTOKYMEHTallUU 10 2 3 NJ/1-4 OIIK- 4. 2
0 JINYHOMY COCTaBy NA-6 TIK- 3. 2
NA-5TIK-5.1

Opranuzanus NI-5 OIlK- 4.1

10 JIOKYMEHTO000pOTA. 10 9 8 N-6 OIIK- 4. 2
Cucremaruzanus u WJI-2 TIK- 3. 2
XpaHEHUE TOKYMEHTOB NA-3TIK-5.1

Buja npomexyTrouHoi 4
arrecranuu (3auer)
Hroro 108 4 4 96




Pa3nen 3. Coaep:kanue paxkyabTaTUBHON JUCHUNIMHBI

3.1. Coaepxanne GpakyJbTATUBHON JUCHMIIIHHBI
3.1. Coaepxxanue AUCUMIIMHBI

Tema 1. OcHOBHBIE NOHATHS B 00J1aCTH TOKYMEHTHPOBAHUS.

OCHOBHBIC TEPMHHBI U OTPEICIICHUS B 00JaCTH TOKYMEHTAIIMOHHOTO OOECTICUeHUs YIPaBICHUS.
I'OCT P 7.0.8-2013. Haumonanbnsiii cranaapt Poccuiickoit @enepanun. CucrtemMa CTaHIAPTOB 10
uH(popMaIui, OUOIMOTEUHOMY W H3JAaTeNbCKOMY Jeny. Jlelonpou3BOJACTBO W apXUBHOE neio (YTB.
[Tpukazom Poccranmapta ot 17.10.2013 N 1185-ct). Tepmunsl u onpezaesieHus». 3Ha4eHUE U CBOMCTBA
JOKyMEHTa Kak HocutTens wuHpopManuu. DOyHKIMM yOpPaBICHYCCKUX JOKYMEHTOB: OOIIHE U
cnenuduyeckre. OOmME MOHATHUS O CHUCTEMaxX JOKyMEHTalUWW. YHU(PHUKAUUs W CTaHAapTH3ALUSL
JOKYMEHTOB. YHU(DUIIMPOBAHHAS CUCTEMa OPTraHU3AMOHHO — PACHOPSAUTEIHLHOW JOKYMEHTAITHH.
OcHoBHbIE BUbl OPraHU3AIMOHHO — PACTIOPSIUTENBHBIX TOKYMEHTOB U UX POJIb B CUCTEME YIPABIICHUS.

['ocymapcTBeHHBIE CTaHIAAPTHI B 00JACTH JAOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIPABICHUS.
OcHoBHble TONIOKEHUsI ['OCynapcTBEHHON CHUCTEMBbl JOKYMEHTAI[MOHHOTO O0OeCleYeHMs YIPaBIICHUS.
AJMUHUCTpPATUBHAS OTBETCTBEHHOCTh PYKOBOJUTENEH U CIIEIUATMCTOB OPraHU3alNi U NPEANPUATHH 32
HapyleHre JEHCTBYIOIIET0 3aKOHOIATENIbCTBA 110 APXUBHOMY JICITY.

Tema 2. HOpMaTI/IBHO — MCETOANYECKHUEC OCHOBbI JOKYMCHTAIIUOHHOI'O o0ecneyeHUus
YupaBJieHus.

PaCCManI/IBaIOTCﬂ BOITPOCHI HOPMAaTUBHO-METOJUYCCKOTO pEryjimpoBaHu-d CHUCTEM
,I[OKYMCHTOO60pOTa B OpraHu3anvv, HOPMATUBHBIC AKTHBI, IIOJIOKCHHUA H CTPYKTypa PCryjiupoBaHUsA
JAOKYMCHTOABHIKCHUA. HOpMaTI/IBHO — MCTOAUYCCKHUEC OCHOBBI JOKYMCHTAIIMOHHOI'O obecrneueHus
YIpaBJICHUA ACATCIIBHOCTU HpeI[HpI/IHTI/Iﬁ CCpBHUCA.

Tema 3. Oprann3aniuOHHO-NIPABOBAS CHCTEMA JOKYMEHTALMH.
B nexuun pazbupaercs Ha3HAYCHHE, COCTAB U JIBUKEHUE JOKYMEHTOB OpPTraHU3aIMOHHO-TIPABOBOM
CUCTEMBI TIOKYMEHTAIIH U €€ OCHOBHBIC XapaKTEPUCTUKH.

Tema 4. Opranu3anMOHHO-PACTIOPSAANTEIBHAS CHCTEMA.
B nexuumm pasbupaercss Ha3Hau€HHWE, COCTAaB U JBM)KEHHE JOKYMEHTOB OpraHM3allMOHHO-
pacopsIANTEIbHON CUCTEMBI TOKYMEHTALMU U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema S. UndopMaluOHHO-CIIPABOYHAA CHCTEMA.
B nexumm pasbupaercss Ha3Hau€HUE, COCTaB M JIBUKEHHE JOKYMEHTOB HH(OpPMalMOHHO-
CIPAaBOYHON CHCTEMBI JOKYMEHTAIMH (POPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHOBHBIE (POPMBI JOKYMEHTO000POTA B OPraHU3aliH.
PaccmaTpuBaroTcst TpaaiuLMOHHAs U 3JEKTPOHHAs (OPMBI JOKYMEHTOOOOpOTa, a TakkKe MOpsAI0K
paboThI ¢ BXOASIIUMH, BHYTPEHHUMH U UCXOJIALIMMHU JOKYMEHTaMH.

Tema 7. ABTOMATH3HPOBAaHHbIE CPEACTBA B JOKYMEHTALMOHHOM yNPaBJIEHHUH.

Pa3OuparoTcsi aBTOMaTU3UPOBAHHBIE KOMIBIOTEPHBIE MPOTPaMMbl, MO3BOJISIOUIUE COKPATHTh
BpeMs oO(QopMIIeHHs, TEpelBUKEHUS JOKYMEHTOB UM MX 1I€JIeBO€ MHCIIOIb30BaHME B CEpBUCE.
ONEKTPOHHBIN JOKYMEHTOOOOPOT MPEeANPUATHII cepBuca.

Tema 8. CocTaBiienue u opopMiIeHIe OCHOBHBIX BH/I0B YIIPaBJIeHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma M conepxaHHUE CIyKeOHOro nokymeHTa. Dopmyisip. PekBU3HTHI
yIpaBICHUYECKUX JOKYMEHTOB UX 3HaueHue. CTpykTypa TeKcTa M OCOOEHHOCTH OQOpMIIEHHUs
yIpaBJIEHYECKUX TOKyMEHTOB. OTBETCTBEHHOCTb IIPU O(hOPMIICHUH TOKYMEHTOB.

Tema 9. OcodenHocTH oopMiIeHUs U BeleHUS JOKYMEHTALMH M0 JIMYHOMY COCTABY.



OOmiasi xapakTepuCTHKa W Ha3HAYeHWE JOKYMEHTAllMM IO JUYHOMY cocTaBy. OcCOOEHHOCTH
JOKYMEHTUPOBAHMS TpPYIOBBIX MPAaBOOTHOLICHUH (oQopmieHHEe TpuemMa Ha paboTy, MepeBoja,
YBOJIbHEHUS, KOMaHIUPOBKU, OTHYycKa). Benenue TpydoBbIX KHUKEK. BocrmuTaHue OTBETCTBEHHOCTH,
T0OPOCOBECTHOCTH NPU O(hOPMIICHUH TOKYMEHTOB, BIUSIONINX Ha CTaK COTPYAHUKA.

Tema 10. Opranusanus 10kyMeHToo0opora. CucreMaTu3anus U XpaHeHUue JOKYMEHTOB.

Opranuzanus I0KyMEHTOOOOpOTa: perucTpauus M JBUKEHHE JOKyMeHTOB. HoMeHknaTypa nen
OpraHM3aliu: CcojAepkaHue, Qopma, MOPAIOK pa3paboTku U ympaBieHUs. OCHOBHBIC NPU3HAKU
3aBenenuss nen. [lopsmox QopmupoBanusi IOKyMEHTOB B Jnena. Cpoku XpaHEHHUs JIOKYMEHTOB.
DKcnepTu3a IIEHHOCTH JOKYMEHTOB. BbljeneHne AOKYMEHTOB C HCTEKIIMMHM CPOKaMU XpPaHEHHS.
XpaHeHue u nepegada JOKyMEHTOB.

3.2. ConepxkaHue NPAKTUYECKOr0 0JIOKA IUCIUIIINHBI

OuHnas ¢popMma 00yueHuUs (MOJTHBIA CPOK)

Ne TeMa nNpaKTH4eCKOro 3aHATHS

1 2
C3 1 | Opranu3zanmoHHO-TIPABOBas CUCTEMA IOKYMEHTAlUN
C32 | Opranu3anmoHHO-pacnopsIUTEIbHAs CUCTEMA
C33 | MudopmanmoHHO-CIpaBOYHAsI CUCTEMA
C34 | OcHoBHBIC HOPMBI TOKYMEHTOO0OPOTA B OpraHU3aIluu
C35 | ABromMaTu3upoBaHHBIE CPE/ICTBA B JOKYMEHTAI[MOHHOM YIIPaBICHUU
C3 6 | CocraBnenue n 0hopMIIEHHE OCHOBHBIX BHJIOB YIPABICHYECKHUX JTOKYMEHTOB
C37 | Ocobennocty 0popMIICHUS U BEACHHSI TJOKYMEHTAIIUU IO JJUYHOMY COCTaBY
C3 8 | Opranuzanus qokyMeHTooOopoTa. CucrteMaTH3amus ¥ XpaHeHUEe JOKYMEHTOB

3aounas popma o0yueHusi (MOJHBIN CPOK)

Ne Tema NpaKTHYeCKOro 3aHATHSA

1 2
C31 | ABTOMaTU3MpOBaHHbBIE CPEJICTBA B JOKYMEHTALIMOHHOM YIIPaBJICHUH
C32 | CocraBnenue u opopmiieHHE OCHOBHBIX BUIOB YIIPABICHUECKUX JTOKYMEHTOB
C33 | OcoGeHHOCTH OOPMIICHHSI U BEICHUS IOKYMEHTAIMU 10 JIMYHOMY COCTaBY
C34 | Opranusanus 1oKkyMeHToo0opoTa. CucremMaTu3aius 1 XpaHeHHe TOKyMEHTOB

3aounas popma o0yuenus (yckopenHoe o0yyenue Ha 6aze CIIO)

Ne Tema NpakTHYECKOIr0 3aHATHA

1 2
C31 ABTOMAaTH3UPOBAHHBIE CPEACTBA B JOKYMEHTAIIMOHHOM YIIPABJICHUHU
C32 | CocraBnenue u ohopMiIeHHE OCHOBHBIX BHJIOB YIPABICHYECKHX JIOKYMEHTOB
C33 | OcobenHocTH 0OpMIICHUS U BEAECHMSI JOKYMEHTALlMU 110 JUYHOMY COCTaBY
C34 | Opranuzanus qokymeHTo000poTa. CucteMaTu3aius U XpaHeHHue JOKYMEHTOB

3aouHas popma o0yuenus (yckopenHoe odyuenue Ha 6aze BO)

Ne Tema npakTH4YeCKOro 3aHATHS

1 2
C31 | OcobenHocTy 0pOpMIICHUS U BEACHHSI JOKYMEHTAIlUU 110 JUYHOMY COCTaBY
C32 | Opranusanus JoOKyMeHToo0opoTa. CucTemMaTu3aus 1 XpaHeHHe TOKyMEHTOB
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3.3. O0pa3oBaTesibHbIE TEXHOJIOTHU

Ounas popma o0yueHus (IMOJIHBII CPOK)

Bun ®opma / Mertoasl |
%0 y4eOHOT0
Ne Tema 3ansaTus Y4eOHOro | MHTEPAKTHBHOIO
BpeMeHH
3aHATHSA 00y4eHus
1 2 3 4 5
Opranu3zanoHHO-TIPaBOBas .
1 p H P I13 Keiic-meTon 100
crcTeMa JOKYMEHTAIluU
Opranu3aluroHHO-
2 p H 13 JenoBas urpa 100
pacnopsiANTeNnbHAs CHCTEMA
HNudopmannoHHO-CcIIpaBOYHAS .
3 (popman p I13 Ketic-meron 100
cucreMa
OcHoBHbIE (HOPMBI .
4 Gop 13 Keiic-meTon 100
JIOKYMEHT000O0pOTa B OpraHu3aIuu
ABTOMaTH3UPOBAHHBIE CPEIICTBA B .
S JOKYMEHTAI[MOHHOM YIPABJICHUN 113 Ketic-ueton 100
Hroro % 31%
3aounasi popma o0yyeHus (OJIHBIN CPOK)
®opma /
Bun P o
MeTtoabl % y4e0HOro
Ne Tema 3ansATHSA yueOHOro
HHTEPAKTHUBHOTO BpeMeHU
3aHATHSA
00y4eHust
1 2 3 4 5
CocraBieHue 1 0popMIICHHE
1 | OCHOBHBIX BH/IOB YIIPaBICHUECKIX I13 Ketic-meron 100
JOKYMEHTOB
Ocobennoctr 0hOPMIICHHS U
2 | BeACHUS JOKYMEHTAIMH 1O I13 Ketic-meron 100
JTUYHOMY COCTaBY
Opranuzanus JOKyMeHTO000poTa.
3 | Cuctemaruzaiys u XxpaHeHue 113 Keiic-meTon 50
JTOKYMEHTOB
Hroro % 36%
3aounas popma o0yuenus (yckopeHHoe o0yduenue Ha 0aze CIIO)
®opma /
Bun P o
MeTtoasbl % y4eOHOro
Ne Tema 3ansaTus y4eOHOro
HHTEPAKTUBHOIO BpeMeHU
3aHATHSA
o0yueHust
1 2 3 4 5
CocraBienue u opopmiIeHHE
1 | OCHOBHBIX BHJIOB YIIPaBJICHUECKIX I13 Ketic-meron 100
JTOKYMEHTOB
Ocobennoctu oopmieHus u
2 | BelleHUs JOKYMEHTAIIMH I10 I13 Keiic-meton 100
JTUYHOMY COCTaBY
Opranuzanus JOKyMeHTO000poTa.
3 | Cucremaruzalis u XxpaHeHue 113 Keitic-meTon 50
JTIOKYMEHTOB
Hroro % 36%

1




3aounas popma o0yueHus (yckopeHHoe o0yueHue Ha 0a3ze BO)

Tema 3ausaTus

Bun
Y4eOHOro
3aHATHS

®opma /

MeTtoanl
HHTEPAKTHBHOIO

o0y4eHust

% y4eOHOrO
BpeMeHU

2

3

5

Ocob6enHoctr ohopmMIICHHS U
BEJICHUS JIOKYMECHTAIIUH T10
JMYHOMY COCTaBY

113 Ketic-meton 100

CucremaTuzanys U XpaHeHHE
JIOKYMEHTOB

Opranuzanus J0KyMeHT0000poTa.

113 Ketic-meTon 100

Hroro %

36%

Pa3nes 4. Opranusanusi CaMoCTOATEJIbHOM Pad0ThI 00yYAOIIMXCS

4.1. Opranusanus cCaMOCTOSATEJIbHOI padoThl 00y4YaloIMXCs

Ne Tema qUCHMIINHBI

Ne ponpocosn

Ne pexomenayemoi
JIMTEPaTyphbl

1 2

3

4

JOKYMCHTHPOBAHUS

OcCHOBHBIE ITOHATHS B 001aCTH

1,2,3,4

1,2,3,4,5

obecneyeHus YIpaBJICHUA

HOpMaTI/IBHO — MCTOAHNYCCKHC
2 | OCHOBEBI AOKYMCHTAIITMOHHOTI'O

5,6,7,8

1,2,3,4,5

CUCTEMA JOKYMCHTAIlUN

OpFaHI/ISaHI/IOHHO'HpaBOBaﬂ

9,10,11,12

1,2,3,4,5

OpFaHI/BaHI/IOHHO'

pacnopsaAUTeNbHas CUCTEMA

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

1,2,3,4,5

CHCTEMA

HNHdopmaninoHHO-CIIpaBOYHast

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

1,2,3,4,5

OcHoBHBIE (HOPMBI
6 | moKymMeHT0000pOTa B
OpraHH3aluH

29,30,31,32,33,34

1,2,3,4,5

ABTOMaTH3UPOBAHHBIE
CpeICTBa B
JIOKYMEHTallMOHHOM
yIpaBIECHUU

35

1,2,3,4,5

8 | OCHOBHBIX BHUI0B

Cocrasnenue u opopmiieHue

YIPaBJICHUYCCKHUX JOKYMCHTOB

36

1,2,3,4,5

JIMYHOMY COCTABY

OcobenHoctu opopmieHus u
9 BCACHUA NOKYMCHTAIUU 1O

37

1,2,3,4,5

Opranuzanus

10 JIOKYMEHTOO000POTA.

JIOKYMEHTOB

CI/ICTCMaTI/BaI_II/ISI " XPAaHCHUC

38-40

1,2,3,4,5

IlepeuyeHb BONPOCOB, BHIHOCUMBIX HA CAMOCTOATEIbHYI0 PadoTy 00y4aommxcst
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[Topsimok perucTpanuu J0KyMEHTOB.

KoHTposb 32 HCIIOTHEHHEM TOKYMEHTOB.

Haznauenue, BUpl ¥ MOPSAAOK pa3pabOTKU HOMEHKIJIATYPHI 171, TpeOOBaHUs K 0(pOPMIICHHUIO.

ITonroToBka fen k nepenade U NOpsIOK Mepeadn A€l B apXuB AJIs JalbHEHIIEro XpaHeHusl.

TpeboBanust K MPOBEACHUIO SKCIIEPTH3BI IICHHOCTU JOKYMEHTOB.

Opranu3anus paboTsl ¢ JOKYMEHTaMHU, KOTOPbIE OTHECEHBI K FOCYIapCTBEHHOM TalHe.

Opranuzanus paboThl ¢ TOKYMEHTaMH, COICPKAIMMU KOH(PHICHIIMATbHYIO HH(OpMAIHIO.

CrpykTypa 1 opopMieHHe NOJT0KEHN 00 OpraHU3aluy WK O CTPYKTYPHOM I0JIpa3/IeIeHUH.

OdopmrneHne TOBEpEHHOCTEH.

0. Bunpr noBepeHHOCTEH.

1. CtpykTypa u 0coOeHHOCTH 0(OPMIICHHS pErjaMeHTa KOJIETHalbHOTO OpraHa.

12. IIpaBuna opopMiIeHUST HHCTPYKITUH.

13. CtpykTypa AOKHOCTHOW MHCTPYKIIUU, METOAMKA COCTABICHHUS.

14. TpeGoBaHusI K JOHKHOCTHOMY PETJIAMEHTY.

15. Cucrema nnanoBoi JokyMeHTanuu. Ha3HaueHue u cocTtas MJaHOBOM JOKYMEHTALMH.

16. Bunpl, coctaBinenue u opopMieHne MIIaHOBBIX T0KYMEHTOB.

17.CocraB  wHpOpManuu, OCOOCHHOCTH  OQOPMIICHHS W  TpOLEAypa  yIOCTOBEPCHHS
OpraHU3aLMOHHBIX JOKYMEHTOB — CTPYKTYypa U IITaTHAsl YUCICHHOCTD, IITATHOE paclyCaHue.

18. TpeGoBaHus K COCTaBICHUIO U OPOPMIICHHIO TOCTAHOBJICHUM, PEIICHUI.

19. Dranel NOArOTOBKU PACOPSAAUTEIBHOTO TOKYMEHTA.

20. TpeOoBaHUs K COCTABICHUIO ¥ O(OPMIICHHIO PHKA30B 110 JTUIHOMY COCTaBY.

21. OdopmieHue NpuKa3oB, paclopsKEHUH 10 OCHOBHOM 1€ TEbHOCTH.

22.CoctaB W oOmas XapakTepUCTHKA JIOKYMEHTOB CHCTEMbl HH()OPMAIMOHHO—CIPABOYHON
JIOKYMEHTAIUH.

23. TpeOoBaHHsSI K COCTaBICHHIO W O(GOPMIICHUIO CIYKEOHBIX, OOBSICHUTEIBHBIX M JTOKJIATHBIX
3aIIUCOK.

24. BHyTpeHHHE U BHEIIHUE JJOKYMEHTHI.

25. TpeboBaHMS K COCTaBICHUIO U 0()OPMIICHHUIO CIIPABOK.

26. Bunbl cripaBok. CripaBKy BHYTPEHHHUE W BHEIIIHHUE.

27. TpeOoBaHHUs K COCTaBJICHUIO U 0(OpMIIEHHIO akTa. Buibl akToB. OCOOEHHOCTH yI0CTOBEPEHHUSL.

28. Ilepenncka kak BU esoBoro odmeHusi. CocTaB 1 Ha3HAUYEHHUE MEPETTUCKH.

29. TpeOoBaHuUs K COCTaBJIEHUIO U O(OPMIIEHHUIO CITYKEOHOTO MUChMA.

30. PaznoBumHocTH uceM. OcoOeHHOCTH 0(pOPMIICHUSI TAPAHTUIHHOTO TIHCHMA.

31. cnionb30BaHUE CTaHIAPTHBIX BBIPAXKEHUN B 1€JIOBBIX MChMAaX.

32. JIokyMEHTHpPOBaHNWE KOJUIETHAILHON JAEATENBHOCTH (eepabHBIX OPraHOB HCIIOJHUTEILHON
BJIACTH, OpPraHU3alluH, CTPYKTYPHOT'O MOApa3/eeHHsI, COBETOB KOMUCCHUH U T. JI.

33. JIokyMeHTBI, CO3/1aBacMbIe B IPOIIECCE MOATOTOBKH COBEIIAHUS.

34. TpeboBaHMsI K COCTABJICHUIO U 0()OPMIICHHUIO POoTOKOoJa. KpaTkue U moaHbIe MPOTOKOJIBI.

35. OcoOeHHOCTH MPOTOKOJIOB 3aceqaHuil  (efepalbHBIX OPraHOB HWCIOJHUTEIBHON BJIACTH.
[TpoTOKOJIBI aKIIMOHEPHBIX OOIIECTB.

36. TpeboBaHHS K COCTABICHUIO U O(OPMIICHUIO TEJIeTpaMM, Telne(OHOrpamMM.

37. CtpykTypa (hakCUMUIBHOTO COOOIIEHHsI, 0COOEHHOCTH 0(OPMIIEHUS.

38. [IpaBwita cocraBieHUs M 0(OPMIICHUS PEIIEH3UI, OT3BIBOB U 3aKITFOUCHHIA.

39. OTHKeT cIy)keOHOr0 MUChMa.

40. S3bIK ¥ CTHITb CITY’)KEOHBIX JIOKYMEHTOB.

RBOOo~NO~WNE

4.2. IlepeyeHb yueOHO-MeTOAMYECKOI0 00ecriedeHHsI CAMOCTOSATEIbHOI padoThl 00yYalOIIMXCH

CamocrosiTenbHast pabota o0ydaroluxcsi 00eceuynBaeTcs ClIeyIIUMU yueOHO-METOAUYECKUMU
MaTepHaJaMu:
1. VYkazaHusimu B paboueil nporpamme mo gucuuruivge (m.4.1.)
2. JlekMOHHBIE MaTepUaJIbl B COCTaBE yUeOHO-METOINYECKOT0 KOMITJIEKCA MO JUCIUILINHE
3. 3amaHUSAMHM U METOJUYECKUMH PEKOMEHJALMSMHU [0 OpPraHMU3aLUU CaMOCTOATENbHOH paboThI
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O6yanOIHI/IXCH B COCTaBEC y‘lC6HO'MCTOZ[I/I‘IeCKOFO KOMIIJICKCA IO JUCHHUIIJIINHE.
4. FJIOCC&pI/IeM 10 JUCHHUITIIMHE B COCTaBC y‘IC6HO-MeTOI[I/I‘-IeCKOI‘O KOMIIJICKCA I10 JUCITUIIIINHEC.
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Paznen 5. ®oH/1 OLIEHOYHBIX CPEICTB 1JIsl MPOBEAeHUS TeKYIero KOHTPOJISI U MPOMeKYTOYHOI
arrecTaunu 00y4aromuXxcs

DoHO  OYeHOuHbIX  cpedcm8  No  OUCYUNIUHEe — npeocmaeniem — coOOU  COBOKYNHOCMb
KOHMPOIUPYIOWUX —~ MAMepuanog  NpeoHasHA4eHHbIX Ol UBMEPEHUs.  YPOBHA — OOCHMUNCEHUS
00YYaAIOWUMUCA  YCIAHOBIEHHbIX — Pe3yIbmamos — obwel  npogheccuonarvHou — 06pa30eamenbHoll
npoepammol. POC no Oucyuniune UCNONLIYEMCS NPU NPOBEOCHUU ONEePAMUBHO20 KOHMPOIA U
npomexcymounou ammecmayuu ooyyarowuxcs. Tpebosanus x cmpykmype u cooepxcanuio POC
oucyunnunsl peznamenmupyromcs llonosxcenuem o oHoe OYyeHOUHbIX MAMepuUanos no NpocPaAMMam
8bICULIE20 0OPA308AHUSA — NPOCPAMMAM OAKANABPUANA, MASUCPAMYDbI.

5.1. IlacniopT ¢oHIa OLIEHOYHBIX CPEACTB

Ounas ¢gopma 00yueHus (MOJTHBIH CPOK)

OueHo4YHbIE CPeICTBA
o KounTpoumpyemsle pa3aesl (TeMbl) Iiouepglcm:lc]izoga
B JUCIHUIINHBI J 3 (13, C3) | CPO Jeckp p
JMOCTHKEHU S
KOMIIeTeHIH
1 2 3 4 5 6
OCHOBHBIE TIOHATHS B 00J1aCTH NJI-1 OIIK- 4.1
JIOKYMEHTUPOBAHUS N-2 OIIK- 4.2
1 YO IPB | Y2 k- 3.2
NI-1TIK-5.1
HopMatuBHO — METOAMYECKUE OCHOBBI Na-3 OIK- 4.1
JOKYMEHTAI[MOHHOTO 00ecTieueHus HJI-4 OIIK- 4. 2
2 YIPaBJICHUS vo KM 1PB Na-6 K- 3. 2
NIA-5TIK-5.1
Oprann3aluoOHHO-TIPABOBas CUCTEMa NJ-5 OIlK- 4.1
JIOKyMEHTaluu HJI-6 OIIK- 4. 2
3 YO an I1PB VIJI-2 TIK- 3. 2
NA-3TIK-5.1
Opranu3anuoHHO-PACTIOPSANTEIIbHAS N-3 OIIK- 4.1
cucrema N/1-4 OIIK- 4. 2
4 YO KM I1PB VIJI-6 TIK- 3. 2
NIA-5TIK-5.1
NudopmanmonHo-cripaBoyHas cucTeMa -5 OIlK- 4.1
NJ-6 OIIK- 4. 2
> HPB | o k- 3. 2
NA-3TIK-5.1
OcHoBHbIE (HOPMBI JOKYMEHTOO0OpOTA B N-3 OIIK- 4.1
OpraHu3aIu -4 OIIK- 4. 2
6 vo IPB | /16 TTK- 3. 2
NI-5TIK-5.1
ABTOMAaTH3WPOBAHHBIE CPEJICTBA B NJ-5 OIIK- 4.1
JIOKYMEHTAllMOHHOM YIIPaBJICHUH NJ-6 OIIK- 4. 2
7 YO KM I1PB VIJT-2 TTK- 3. 2
NI-3TIK-5.1
CocraBnenue u 0OpMIIEHHE OCHOBHBIX Na-3 OIK- 4.1
BUJIOB YIIPABJIEHYECKUX JOKYMEHTOB NJ-4 OIIK- 4. 2
8 YO KM I1PB VIJT-6 TTK- 3. 2
NA-5TIK-5.1
OcobenHoctr 0hOpMIICHHS U BEACHUS N-3 OIIK- 4.1
; JOKYMEHTAIMU 10 JUYHOMY COCTaBY YO KM 1PB NJi-4 OIIK- 4. 2
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-6 TIK- 3. 2
NJ-5TIK-5.1
Opranu3anus J0KyMeHT0000poTa. NJ-5 OIIK- 4.1
CucremaTuzanus u XpaHeHHE NJI-6 OIIK- 4. 2
10 JIOKYMEHTOB vo yo HPB Na-2 IK- 3. 2
NJ-3TIK-5.1
3aounas popma o6yuenus (IOJIHBII CPOK, YCKOPeHHOoe 00y4yenne Ha 6aze CI10)
OueHoYHBIE CPe/ICTBA
e KonTposmpyembie pa3aesibl (TeMbl) Kox unjuxaropa u
: AMCUHILIHHBI J | m3(I13,C3) | cpo | fecxpunropd
AOCTUKEHH S
KOMIIeTeHI U
1 2 3 4 5 6
OcHOBHBIE TIOHATHS B 00JaCTH Na-1 OIIK- 4.1 UJI-
JIOKYMEHTHUPOBAHUS 2 OIIK- 4.2
! vo OPB | o k- 3. 2
NJ-1T1IK-5.1
HopMatuBHO — METOANYECKUE OCHOBBI N-3 OIIK- 4.1
5 JOKYMEHTAI[MOHHOTO 00ecTieueHust [IPB HJI-4 OIIK- 4. 2
YIPaBJICHUS Na-6 1K- 3. 2 U1-
S5IIK-5.1
Oprann3anuoOHHO-TIPAaBOBas CUCTEMa -5 OIIK- 4.1
JIOKyMEHTaluu HJI-6 OIIK- 4. 2
3 1PB Na-2 1K- 3. 2 UA-
3IIK-5.1
Oprann3aliuOHHO-PACTIOPSANTEIIbHAS N-3 OIIK- 4.1
cucrema N/I-4 OIIK- 4. 2
4 YO KM [1PB V-6 TIK- 3. 2 /-
S5IIK-5.1
WNHdpopManinoHHO-CIIpaBOYHas cUcTeMa NJ-5 OIIK- 4.1
NJ-6 OIIK- 4. 2
5 HPB | yimlo k- 3. 2 m1-
3TIIK-5.1
OcHoBHbIE (HOPMBI TOKYMEHTOO00pOTA B NJ-3 OIIK- 4.1
OpraHu3aIu NJ-4 OIIK- 4.2
6 vo HPB | 116 1TK- 3. 2 M-
5TIIK-5.1
ABTOMaTU3UPOBAHHBIE CPE/ICTBA B NJ-5 OIIK- 4.1
7 | AOKYMEHTAIMOHHOM YNPaBJICHHH [IPB NJ-6 OIIK- 4. 2
Na-2 11K- 3. 2 U -
3IIK-5.1
Cocrasnenue u opopmiIeHHE OCHOBHBIX NJ-3 OIIK- 4.1
BHJIOB YIIPABJICHYECKUX TOKYMEHTOB NJ-4 OIIK- 4.2
8 KM HPB | 116 1TK- 3. 2 JI-
5IIK-5.1
OcobenHocTy 0OPMIICHUS U BEICHHUS NJ-3 OIIK- 4.1
JIOKYMEHTAIUH MO0 JIMYHOMY COCTaBY NJ-4 OIIK- 4.2
9 YO KM I1PB VIJ1-6 TIK- 3. 2 VIJI-
5IIK-5.1
Opranuzanus J0KyMeHT0o000poTa. NJ-5 OIIK- 4.1
10 CuctemaTu3zanus 1 XpaHeHHE IIPB NJ-6 OIIK- 4. 2
JIOKYMEHTOB WJ1-2 I1K- 3. 2 U 11-
3IIK-5.1
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3aounas popma o0yueHus (

CKOpeHHoe 00yueHnune Ha 6aze BO)

OueHoYHBIE CPeICTBA
e KonTposmpyembie pa3aesibl (TeMbl) If:ﬁ::gii?;iz;g a
B JUCIHUILINHDI J mn3 (Ji3, Cc3) | CpO
AOCTUKEHH S
KOMIIeTeHI U
1 2 3 4 5 6
OCHOBHBIC TIOHATHS B 00JIaCTH NJI-1 OIIK- 4.1
JIOKYMEHTUPOBAHUS Na-2 OIIK- 4. 2
1 YO I1PB WJI-2 TIK- 3. 2
NJ-1TIK-5.1
HopmaTuBHO — METOMYECKHE OCHOBBI NJ1-3 OIIK- 4.1
JOKYMEHTAI[MOHHOTO 00eCTICUeHUs NJ-4 OIIK- 4.2
2 yIpaBJICHUS vo 1PB N1-6 IK- 3. 2
NJ-5TIK-5.1
OpraHu3aliOHHO-TIPAaBOBast CUCTEMA NJ1-5 OIIK- 4.1
JIOKYMEHTAIUU NJ-6 OIIK- 4. 2
3 HPB pno k- 3. 2
N-3TIK-5.1
Opranu3aloOHHO-PaCOPSIUTENbHAS NJ-3 OIIK- 4.1
cucremMa NJ-4 OIIK- 4.2
4 HPB pn6 k- 3. 2
NJ-5TIK-5.1
NudopmannonHo-cripaBoyHas cucreMa NJ-5 OIIK- 4.1
NJ-6 OIIK- 4. 2
> HPB 1 pio k- 3. 2
N-3TIK-5.1
OcHoBHbIe GOPMBI JOKYMEHTOOOOPOTA B NJ-3 OIIK- 4.1
OpraHu3aluu NJ-4 OIIK- 4.2
0 HPB 1 pin6 11k- 3. 2
NJ-5TIK-5.1
ABTOMaTH3UPOBAaHHBIE CPENICTBA B NJ-5 OIIK- 4.1
7 | OKYMEHTAIMORHOM YNpPaBICHNUH IIPB NJ-6 OIIK- 4. 2
NA-2 TIK- 3. 2
NJ-3TIK-5.1
Cocranenue u ohopmiIeHUE OCHOBHBIX NJ-3 OIIK- 4.1
g | BUAOB YNPABJICHYECKNX I0KYMEHTOB IIPB NJ-4 OIIK- 4.2
NJ-6 TIK- 3. 2
NJ-5TIK-5.1
Ocob6ennoctu 0hOpPMIICHUS U BEICHUS NJ-3 OIIK- 4.1
JOKYMEHTAIMU 10 JINYHOMY COCTaB NJ-4 OIIK- 4. 2
9 | % d d KM HPB 1 V6 TK- 3. 2
NJ-5TIK-5.1
Opranuzanus JOKyMeHTO000poTa. NJ-5 OIIK- 4.1
CucremaTtu3zanus 1 XpaHeHUE NJ-6 OIIK- 4. 2
10 JTOKYMEHTOB ’ KM 1PB Na-2 TIK- 3. 2
NJ-3TIK-5.1

YcaoBHbIe 0003HaYeHHS OLeHOYHBIX cpeacTB (Ctoadusi 3, 4, 5):
YO — Ycrublit (GpoHTaNbHBINA, HHIMBUYaTbHBIH, KOMOMHUPOBAHHBIIH) ONPOC

IIPB — lpoBepka pedeparoB, OTYETOB, pEUEH3MH, AHHOTAIMH, KOHCIIEKTOB,

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

KM — Keiic-meTon
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5.2. TemaTka NUCbMEHHBIX PA0OT 00y4YaKOIHUXCH

TemaTtuka pedeparoB, 10KJI210B, ICCE:

1.
2.

ROONOOOGOA~®

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

21.

22.
23.

0.
11.

N300paxenue repOOBOii CHMBOJIIMKHY HA JOKYMEHTAX.

PexBu3uT «amOeMa opraHu3anyy WM TOBAPHBIA 3HAK (3HAK OOCIY)KMBaHWUS)», periaMeHTaIHs
UCIIOJIb30BAHUSL.

[Nopsinok noanucanus 10KyMeHTOB. CIIOCOOBI 0OPMIIEHUS PEKBU3HUTA «IIOAIUCHY.

3aBepeHue KOMUil TOKyMEHTA.

[TonckoBbIe TPU3HAKH JOKYMEHTA.

PexBU3UTHI, HACHTUDHUIHUPYIOLIHE JOKYMEHT, €T0 aBTOpa B AJIEKTPOHHOU opMme.

[TonsiTHE «CHCTEMBI JOKYMEHTALIUIY, PA3BUTHE CUCTEM.

Knaccugukaius cucteM JOKyMEHTAIUH.

YHU(UIMPOBAaHHBIE CUCTEMBI JOKYMEHTAIHH.
OO0r1as XxapaKTepUCTUKA CUCTEMbI OPraHU3al[HOHHO—TIPABOBOI JOKYMEHTALIUH.
Krnaccudukanus 10KyMeHTOB 1O npu3HakaM. JJokyMeHTs! odunanbHbIe, CIy>KeOHbIe, JINYHBIE,
JIMYHOTO ITPOUCXOKACHHA.
[TonsiTre «1OKyMeHTO000pOT». OCHOBHBIE IPaBHJIa OPraHU3AIMU TOKYMEHTO00O0pOTA.
TexHonorus 00pabOTKK BXOASIIUX JOKYMEHTOB.
OtmpaBka UCXOISIIMX JOKYMEHTOB.
OcoOeHHOCTH IBIYKEHHSI BHYTPEHHUX TOKYMEHTOB.
JIOKyMEHTOOO0POT B TYPUCTUYECKUX OpPTraHU3AIMSIX.
JIOKyMEHTOOOO0POT B TOCTUHUYHOM XO3SHCTBE.
DNEeKTPOHHBIN TOKYMEHTOOOOPOT B OTEJIE.
Cucrema aBTOMAaTH3aIMU JTOKYMEHTOO00POTa B MHIYCTPUH TOCTETIPHHMCTBA.
Ponp mOoKyMeHTaMOHHOTO OOecredeHUs] B COBEPLICHCTBOBAHUU YIPABICHHUS MPEATPUATHIMI
WHIYCTPHH TOCTETIPUMMCTBA M YUPESKACHUIAMU CPephl TypHU3Ma.
JIOKyMEHTaIlMOHHOE ~ OOEeCIieYeHUe JSSITENbHOCTH — ammapara  yIOpaBJICHUS  TYPUCTCKUM
NPEAIPUATUEM.
Opranusanys paboThl CITyKObI JOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBICHUS.
HOpMaTI/IBHO — MCTOOAMYCCKUEC OCHOBBI HOOKYMCHTAIIMOHHOTO obecrieueHus YIIPpaBJICHUA
AEATeNILHOCTH NPEANPUATHI B MHIYCTPHH TOCTEPUUMCTBA.

5.3. IlepeyeHb BONIPOCOB MPOMEKYTOYHOM aTTeCTALMU 10 JUCHUIIMHE

Bonpocsl k 3auery:

RBOoo~Nooa~wONE

0.
11.
12.
13.
14.
15.
16.
17.
18.

[Ipouenypa 1OKyMEHTUPOBAHMUSI.

Jlenonpon3BOACTBEHHBIE ONEPALIUH.

[TonsTHs «yHUPUKAUA» U «CTAaHIAPTU3ALINSD.

OOmwexTh! U 3a1aun yHUuKanuu B chepe 10V

Bunsl ctangapros, ux craryc.

[Tonsatus «yHupumpoBanHas popma JOKyMEHTay», «popMysspodpazer.

DopMyJIsip COBPEMEHHOT'O YIIPaBIEHYECKOTO TOKYMEHTA.

CrpykTypa JOKyMeHTa. 3aroJoBoYHasi, cojepxKareiabHas U 0hOpPMUTENbCKAs YACTH.
TpeboBanust K KOHCTPYHPOBAHUIO OJIAHKOB.

Buasr 61aHKOB.

bnanku npennpusTii pa3nuuHbIx GOpM COOCTBEHHOCTH.

PexBU3UTHI, UCTIOIb3yeMbIE /ISl U3TOTOBJIEHUS OJIaHKOB.

PexBu3nT «HauMeHOBaHNE OpraHU3alMu—aBTOpa TIOKYMEHTa», TpeOOBaHUs K HEMY.
PexkBHU3HUT «MECTO COCTABIICHUS TOKYMEHTa.

PexBu3uT «cripaBoyHble JaHHBIE 00 OpraHU3aIMN — aBTOPE JOKYMEHTa», €ro COCTaB.
Hatel B fokymenTe. TpeGoBanus K X ohOpMICHHUIO.

Jlata Kak cocTaBHas 4acTh APYTHMX PEKBU3UTOB.

PekBU3NTHI «pEerucTpalliOHHBI HOMEpP JOKYMEHTa», «CChUIKa Ha PErHCTPAIlOHHBIM HOMEp U
JaTy TOKYMEHTa».
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19.

20.

21.
22.

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

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

38.

[Topsimok cormacoBaHusi JOKYMEHTOB. BHyTpeHHee u BHemHee coryiacoBanme. OdopmieHue
PEKBH3HTA HA OTICIEHOM JIUCTE.

CocraB ynocToBepeHHs JIOKyMeHTa. [IpaBuia oGOpMIICHHS PEKBH3HTOB, YIOCTOBEPSIOIINX
JIOKYMEHT.

OTMeTKH Ha TOKYMEHTE, NX 3HaYeHne U 0(hOpMIICHHE.

Pe3omonus, ee 3HaueHue, npenbsaBisgeMbie TpedoBanus. OcoOEHHOCTH OPOPMIICHHS PE30IIOLUU
Ha OT/JEIHHOM JIUCTE.

YHUHUKAIMA TEKCTa JOKYMEHTA.

CTpyKTypa TEKCTa Pa3IMYHbIX CIIyKEOHBIX JOKYMEHTOB.

OO6ue TpeGoBaHuUs K TEKCTY JOKYMEHTA.

3aroJioBOK K TEKCTY JIOKYMEHTA, IPUIIOKEHHS K TEKCTY, TpeOOBaHUS K X 0()OPMIICHHIO.
Crioco0b1 yTBepkIeHHs TOKYMEHTOB. [IpaBuiia ohopMiteHust peKBU3HUTA «TPUQ YTBEPKACHUS.
TpeOoBaHus K MPOCTABICHUIO PEKBU3UTA «OTTHUCK TEYATH.

[Tepedenb JOKYMEHTOB, Ha KOTOPBIX MPOCTABIAETCS OTTHCK meyaTu. OTTHCK repOoBOii meyaTtu Ha
JOKYMEHTaX.

JI0OKyMEeHTOOOOPOT B TYPUCTHUYECKHX OPTaHU3AIHIX.

JIoOKyMeHTOOO0pOT B TOCTHHUYHOM XO3SIHCTBE.

DNEKTPOHHBIA JOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMaTH3aIMK JOKYMEHTOO00pOTa B HHAYCTPUHU TOCTEIIPUUMCTBA.

Posib TOKyMEHTaIMOHHOTO OOECTIeYeHNs B COBEPIICHCTBOBAHUM YIPABICHUS TPEANPUATHIMU
WH]TyCTPUH TOCTEIPUUMCTBA U YUPESKACHUSIMHU CPepbl TypH3Ma.

Opranuzanusa paOoThl CIyKObl JOKYMEHTAllMOHHOI'O OOECIeUEHUsl YIpaBICHUsS B HUHIYCTPUU
TOCTEIPUUMCTBA.

HopmatnBHO — wMeTOAMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO OOECIEYeHUs yIpaBIICHUS
JeATeIbHOCTH NPEANIPUATHI CepBHCa.

JIOKyMEeHTaIIMOHHOE ~ O0eCleYeHne JIEATEIbHOCTH  OCHOBHBIX  MPEINPUATHH  HWHAYCTPHH
TOCTEIPUUMCTBA. ABTOMAaTU3UPOBAHHBIC CUCTEMBI YIIPABJICHUS ITPOIIECCAMHU.
JlokyMeHTalMoHHOe ~ OOecreueHre JesATeNPHOCTH — ammapara YIpaBiICHUS TOCTHHUYHBIM
NpEANPUATHEM HHIYCTPHU TOCTEIPUHMCTBA.
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Pa3nen 6. [lepevyenn yueOHOI JUTEPATYPbI, HEOOXOAUMOIA 17151 OCBOEHUS TUCUMILIAHBI

6.1. OcHoBHas JuTepaTypa

1. ApacnanoBa B.A. JloKyMEHTaIlMOHHOE OOCCIICUCHHME YIPABICHHS : Y4eOHO-TIPAKTUYECKOE
nocobue B cxeMax, Tabnuiax, oopasuax / ApacimanoBa B.A.. — Cypryt : CypryTckuii rocy1apcTBEeHHbBIN
negarornyeckuit yausepcutet, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekcr : 3MeKTpOHHBIH //
DNeKTpOHHO-OUOIMOTEeUHAS cucremMa IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/94291.html (mata oOpamenus: 02.11.2021). — Pexum pocrtyma: s
aBTOPU3HP. MOJIb30BATENEH

2. Ky3nenosa W.B. JlokyMeHTaIlMOHHOE 0OeCIIeUeHUE yrpaBiieHus : yueOHoe mocooue s CITO /
Kysnenora M.B., Xauatpsu I'.A.. — Caparos : [IpodoOpazoBanue, Al [1lu 3p Menua, 2019. — 166 c.
— ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekct : SJIEKTPOHHBIH // DIEKTPOHHO-
oubnuoreunas cucreMa IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/80326.html (maTta
obpamenusi: 02.11.2021). — Pexum moctyna: ajisi aBTOPU3HP. MMOJTb30BaTEINEH

3. Mengenesa O.B. OCHOBBI JOKYMEHTAITMOHHOTO OOCCIEYCHHUS YIpaBiICHUS [DICKTPOHHBIN
pecypc]: pabodas TeTpanp I OOYYarOIIMXCS 10 HANpaBICHUIO IOATOTOBKH OakajmaBpHara
«MenemxMmenT»/ MenpeneBa O.B.— DnekTpoH. TekcToBbie gaHHbIe. — KpacHomap, CaparoB: FOxHbIiI
UHCTUTYT MCHEIKMCHTA, A IIn Op Menana, 2018. - 94 C. - URL.:
http://www.iprbookshop.ru/78038.html.— DBC «IPRbooks»

6.2. /lonotHUTEIbHAS IUTEPATypa
4. Anekceesa T.B. JlokyMeHTallMOHHOE OOCCIICUCHHE YIpaBJICHHS : yueOHUK / AjnekceeBa T.B.,
CrpaxoB O.A.. — Mocksa : YHuBepcutetr «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-0402-3.
— Tekcr : snexTpoHHBIH // DnekTpoHHO-OMOMMoTeuHas cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/101344.html (mara obOpamenus: 02.11.2021). — Pexum nocrynma: ans
aBTOPU3UP. I10JIb30BATEIEH
5. JlokymeHTanmoHHoe oOecrnieueHne ympapieHus. CocraBieHue u O(QOpPMIICHHE JEIOBBIX

JTOKyMeHTOB : yueOHoe mocobue miust CIIO / . — CaparoB, Mocksa : [IpodobOpazoBanue, Aii ITu Ap
Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT : 2JIGKTPOHHBIH //
DNEKTPOHHO-OMOITMOTeYHAS cucTema IPR BOOKS : [caiiT]. — URL:

https://www.iprbookshop.ru/103343.html (mara ob6pamenus: 02.11.2021). — Pexum npoctyma: ans
aBTOPU3UP. OJIB30BATENIEH
6. Ky3nenoBa U.B. JlokymeHTanmoHHOe oOecrieuyeHHe YIpaBICHUS MEepCOHAIOM : y4yeOHoe
nocobue st 6akanaBpoB / KysnenoBa U.B., Xauatpsin I''A.. — Mocksa : Jlamkos u K, A I1u Op
Memna, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : SNEKTPOHHBIA // DIEKTPOHHO-
oubmmoreunas cucrema IPR BOOKS : [caifr]. — URL: https://www.iprbookshop.ru/83142.html (narta
obpamtenusi: 02.11.2021). — Pexxum octymna: At aBTOPU3MP. M0JIb30BaTENCH
6.3. [lepeuens pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAUUOHHOH ceTH «AHTepHET»
7. http://www.consultant.ru - cnpaBounast mpaBoBasi cuctema Koncynprant [Tmoc
8. http://www.garant.ru - cnpaBouHast mpaBoBas cucrema ['apaHr
9. TIO nuis npoBenenus koHpepenuuit: ZOOM
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Pa3znen 7. MaTepuajibHO-TeXHUYecKasi 6a3a M HH(POPMALMOHHBbIE TEXHOJIOTUH

MarepuajbHO-TeXHHMYecKasi 0a3a, HeoOXoAuMasi JJIsi OCYLIECTBJIEHHUSI 00pPa30BaTeJIbHOIO
npouecca no GpaxkyJIbTATUBHOM IMCHUIINHE:

MarepuanbHO-TeXHHUECKOe obecnieueHne (GaKyIbTaTUBHOW TUCIMIUIMHBI «JlOKYMEHTallMOHHOe
o0ecrieyeHue YyNpaBJeHHs» BKJIOYaeT B ceOs yueOHBbIE ayJUTOpUU [UIS TPOBENCHUS 3aHITUH,
IPYIIOBBIX U WHIUBUAYaIbHBIX KOHCYJIbTALMM, TEKYIIETO KOHTPOJIS M MPOMEKYTOYHOH aTTECTALIUH,
CaMOCTOSITENbHOM paboThl 00yuaromuxcs. Mimeercs cnenuanu3upoBaHHas Ay AUTOPHSL.

Y4eOHblE ayIUTOPHH YKOMIUIEKTOBAHBI CIEIHATU3UPOBAHHON MEOENIbl0 M TEXHUYECKUMHU
cpeactBamu  oOyuyeHus. [lomemieHus i caMOCTOSITENIbHOM paboOThl  OOYYarOIIMXCS OCHAIICHbI
KOMIIBIOTEPHON TEXHUKOW C BO3MOYKHOCTBIO MOJAKIIIOYEHUA K ceTh IHTEpHET.

@DakynbTaTUBHAS JIUCUUIUIMHA MOXET pPEalu30BbIBATHCS C MPUMEHEHUEM JUCTAHIIMOHHBIX
TexHoNOoruil oO0ydeHus. Crenuduka pealn3alud AUCUUIUIMHBL C MPUMEHEHHEM JHCTAHIIMOHHBIX
TEXHOJIOTHIl OO0y4eHHsl YCTaHaBIMBAaeTCAd [OMOJHEHHEeM K pabodeil mnporpamme. B wyactu He
IPOTHBOpEYALEH CrenU(HUKe, U3I0KEHHOH B JOMOJHEHHH K IpOrpamMme, MPUMEHSETCS HaCTOsIIast
pabouas porpaMma.

MarepuanbHo-TeXHUYECKast 6a3a, HEOOXO0UMast JIJIsl OCYILIECTBICHHUs] 00pa30BaTEILHOIO Ipoliecca
10 JTUCIUILIMHE C TPUMEHEHHEM TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI BKIIIOYAET B CeOsI:

KommploTepHasi TeXHUKa, pacrojiockeHHass B ydeOHoM kopmyce Mucturyra (yn.Kaumnnes, 63,
kaOuHeT LleHTpa TuCTaHIIMOHHOTO O0YYEeHHUS):

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

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

3IUYHBIC SJICKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEpPHI, HOYTOYKHM, IUIAHIIETHI M WHOE), a TaKXKe
CpEeIICTBA CBSI3U IpernojaBaTesiell U CTYACHTOB.

HNHudopMannoHHbIE TEXHOJIOTHH, HEOOXOMMBIE ISl OCYIIECTBICHUS 00pa30BaTeIbHOIO Mpolecca
MO JUCIUIUIMHE C MPUMEHEHHEM TUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUHN BKIIOYAIOT B CEOSI:

- cucrema aucrtannuonnoro obydenus (C/1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 110YTa;

- cuctemMa KoMmnbroTepHoro tecrupoanust ACT-recr;

- anexkTpoHHas 6nbnuotexa [IPRbooks;

- CUCTeMa MHTEPHET-CBSI3U skype;

- Tene)OHHas CBSI3b;

- I1O st mpoBeaenust koHpeperuuii: ZOOM.

OOyyeHne 00yYaromMXCS HMHBAIWIOB M OOYYarOIIMXCS C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
310pOBbsl  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHHUS CIELUAIbHBIX TEXHUYECKUX CpPEACTB B
3aBUCHUMOCTH OT BHJa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4YeOHBIX 3aHATHUH 1O JAUCHUIUIMHE HCIOJNB3YIOTCS MYJIbTUMEIUIHbIE
KOMIUIEKCBI, FIEKTPOHHbIE YUEOHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHBIE K OTPAaHUYEHUSM 370POBbs
oOyJaronuxcsi.

JlexumoHHblE ayaUTOPUU OOOpPYNOBaHbl MYJIbTUMEIUWHBIMU KadeapaMu, MOJIKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIINTh 3BYK Ul KATETOPUU cIa0O0CTBIIIAIIMX 00yUYaromuxcs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEJIMYMBAIOT U300paKEHUE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIIPHHUMATh YU€OHYI0 MHPOPMALIMIO 00YJAIOIUMCS ¢ HApYIICHUSIMU 3PEHUS.

[Tpu oOyueHuu JUIl C HAPYIICHUSAMHU CITyXa UCIIOJIb3YETCSl YCHIIUTENb CiIyXa JJisl caboCIbIIIanux
monaeir Cyber Ear monmens HAP-40, momoraromuii oOydaeMbIM Jydllle BOCHPHUHUMATh y4eOHYIO
uH(pOpMaIHIO.

OOyuaromecss € OTpaHMYCHHBIMH BO3MOXKHOCTSIMH  3]I0POBbs, OOECIIEUYEHbI IE€YaTHBIMU H
3IEKTPOHHBIMU 00pa30BaTENIbHBIMU peCypcaMu (MIPOrpaMMBbl, YUeOHHUKH, YIeOHbIE TOCOOUS, MaTepUabl
JUISL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMax, aJaNTHPOBAHHBIX K OIPAaHUYEHHUSIM HX 370POBbS H
BOCIIPHUSATHS HHPOPMALIUH:

JJIS1 JIMLL ¢ HAPYIIEeHUsIMU 3PeHus:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;
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- B popme ayaunodaiina;

IS TN ¢ HAPYIIEHUsSIMH CJIyXa:

- B IeyaTtHoH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

JJIS1 JINL ¢ HAPYLIEHUSIMU OTIOPHO-BUIaTeJIbHOIO anmapara:
- B me4aTHOU (hopme;

- B (hopMe IJICKTPOHHOTO TIOKYMEHTA;

- B (hopme ayanodaiina.
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Pa3nen 8. Meroguueckne ykazanus JJisi 00y4alOUIUXCsl 0 OCBOEHUIO (GaKyJIbTATUBHOM
AMCHMUILTNHBI

JUIs  yCmemHoro YCBOEHHUS JIEKIIMOHHOTO MaTepuana OOYyYalolIuiics JOJDKeH MPOCMOTPETh
y4eOHYI0 JIUTepaTypy MO TeMe JIEKIMHM C TeM, 4TOObl MMEeTh XOTs Obl IpeACTaBICHUE O IpodIeMax,
KOTOpbIe OyayT pa3duparbcs B Jiekuuu. OH JOJDKEH TAaKKE MBICJICHHO MPHUIIOMHUTH TO, YTO YK€ 3HAET,
KOrZa-TO 4WTaJ, HM3y4daJl IO JPYI'MM IpeaMeTaM IPHMEHUTENbHO K JAaHHOM Teme. l7naBHOe B
IpOJIeTIaHHOM paboTe K JeKuuu — (popMupoBaHHE CYOBEKTHBHOIO HACTPOs HA XapakTep MH(POpMaIuu,
KOTOPYIO OH IOJIYYUT B JIEKIIMM IIO COOTBETCTBYIOLIEH Teme. MHoraa [uis 3Toro ObIBaeT J10CTaTOYHO
03HAKOMUTBCS C TUIIOBOW paboveld mporpaMMoi Wil yueOHBIM PYKOBOJCTBOM.

[TpoOnemHas JieKLMs HE TOJBKO PACKPBIBAET IYHKTHI, IPOOJIEMBI, TEMbl, KOTOPbIE HaXOIATCS B
nporpaMMe, HO M 3acTaBisieT 00ydaromlero MBICIUTh YIKOHOMHYECKH TPAaMOTHO, UCKaTh HOBBIC MyTH U
CpencTBa pemieHus HaumOosiee CIIOKHBIX mpodseMm. OnHa oOnagaeTr Ooybmiol HMH(POPMAIMOHHOM
€MKOCTBIO, M 32 KOPOTKOE BpeMsl IPEINo/aBaTellb yCIEBACT M3JI0KUTh TaK MHOTO NpOoOJieM, MBICIEH,
UJEeH, YTO HAZ0 HE MOTEPAThCA B 3TOH mHpopManuu. OO0ydaromuiicst JOMKEH MTOMHHUTh, YTO HUKAKOU
y4eOHUK, HUKaKas MOHOTrpadusi WM CTaThsl HA MOTYT 3aMEHUTh y4eOHYIO JIeKnuio. B cBoro ouepensp,
paboTa Ha JIEKIMH — 3TO CJIOKHBIA BHUJ IIO3HABATEJIbHOM, MHTEIUIEKTyalbHOH paboThbl, TpeOyromei
HaNpsOKCHUs, BHUMAHUS, BOJIM, 3aTpaT HEPBHOU M (hu3nyeckoi sHeprun. Bech mpoOieMHbIN MaTepua,
cooOlaeMblii mpernojaBaTeneM, AOJKEH He MPOCTO MpociaymuBaTbes. OH JODKEH OBbITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIINIAH, OCMBICIEH, TOHAT, 3a(UKCHpOBaH Ha Oymare W 3aKperyieH B ITaMSTH.
[Tpuctynass Kk cCiymaHuiO HOBOIO MaTepuasia, IOJE3HO MBICIEHHO YCTaHOBUTh €r0 CBSI3b C paHee
W3YYEHHBIM, YSCHUTh, HA YTO ONHUpaeTcs u3aokeHHas Tema. Cries 3a TEXHUKOW YTEHUsI JIEKIIUU (aKLIEHT
Ha CYIIIECTBEHHOM IOBBIIIEHUH TOHA, U3MEHEHUS! PUTMa, 11ay3a U T.I1.), 00y4aroIMics JODKEH BCle] 3a
npenojaBaTesieM YMETh BBIJIEISTh OCHOBHBIE KAaTErOPUHU, 3aKOHBl U MX COJAEp)KaHUE, MPOOIEMbl U UX
BO3MOXHBIE pEIleHUs], J0Ka3aTelabcTBa M BbIBOJBL. OcyliecTBisAsd Takyl palory, oOyuarouuiics
3HAYUTEIBHO 00Jieryaer cebe rrybokoe MOHWMaHHe MaTephalia, ero KOHCIEKTHPOBAaHUE M JallbHEHIee
U3Yy4CHHUE.

3anuch JEKUUU SBJISETCS BaKHEHIIMM 3JIEMEHTOM paboThl oOyyatonierocs: Ha jgekuuu. Koncnexkr
HO3BOJISIET eMy 00padoTaTh, CHCTEMATU3UPOBATH U JIYUIlle COXPAHUTh MOJyYECHHYI HHPOPMALIUIO C TEM,
4yTOOBI B OyyIlIEM OH CMOT BOCCTAHOBUTH B IIAMSITH OCHOBHBIE COJIEPKATEIIbHBIE MOMEHTBI JIEKIUH.

Tunuynas ommoOka oOyyaromuXcst — JIOCIOBHOE KOHCIEKTHpoBaHHMe. Kak mpaBuiio, mpu 3amucu
CIIOBO B CJIOBO HE OCTAaeTcs BPEMEHM Ha OOJyMbIBaHME, aHAIM3 W CHUHTEe3 MH(opmanuu. MckyccTBo
KOHCIIEKTUPOBAHUS CBOJUTCS K HAaBbIKaM CBEPThIBaHUS MH(POPMALUH, T.€. 3aIUCH €€ CBOMMHU CIIOBaMH,
YaCTUYHO CJIOBOCOYETAHUSIMH JIEKTOpPA, ONPEAEICHHBIMU M NMPOCTO HEOOXOAWMBIMH COKpAIlEHUSIMU U
UHBIMU IIPUEMaMHM, HO TaK, YTOObI CyMETh BHOBb Pa3BEpHYTh MH(pOpMAIHIO O€3 CYIIeCTBEHHON MOTepH.
Otbupass HyXHYIO HH(OpPMalLMIO, IJIaBHBIE MBICIH, MPOOJIEMbI, PEIIEHUs U BBIBOJBI, OOydaromieics
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0paThCsl.

IIpn BeeHMM KOHCIIEKTA JIEKLIUHA €CTh MaTepual, KOTOPBIM 3allMChIBACTCS JOCIOBHO, HallpuMep,
(GOpMYIHPOBKM HOPMATUBHBIX AKTOB, OMNPEIENCHHs OCHOBHBIX KPUMHHOJIOTMYECKMX KaTeropuii u
3aKOHOB. [Ipu 3TOM OOy4aronuiicss JOMKEH i ce0si B KOHCIIEKTE BBIICIUTDH TJIABHYIO MBICIb, UJICIO B
OIIPEEIIEHUN TOIO WJIM MHOTO MOHATHS, €r0 CYIIHOCTb, HE CTApasCh Cpa3y MOHATH €ro B ACTAIAX. JDTO
MO3BOJIUT H3HAYAJIbHO YCBOWUTh SKOHOMMYECKHE IOHSTHS, ONUpasCh Ha TJIaBHYIO MJIEI0, YSCHUTh
CYILIHOCTb.

B koHcnekTe sieknuii 00s3aTeabHO 3aNMCHIBAIOTCA: Ha3BaHUE TEMBI JIEKIIMH, OCHOBHBIE BOIPOCHI
IUIaHa, peKOMEHyeMas JJuTeparypa. TeKCT JeKIUH JODKEH ObITh pa3/ielieH B COOTBETCTBHUHU C IJIAHOM.

C oxoHUaHUEM JIEKIIMU paboTa HaJl KOHCIIEKTOM Ha MOKET CUMTAaThCs 3aBepiueHHoW. HyxHo ere
BOCCTAaHOBUTBH OTJEJIHBIE MECTA, INPOBEPUTH, BCE JIM IMOHATHO, YTOUHUTH UYTO-TO HA KOHCYJIbTALUH,
NPEIIPUHITh UHbIE MEPBI C TEM, YTOOBI KOHCIEKT MOT OBITh MCIOJB30BaH B MPOIECCE MOATOTOBKH K
cEMHMHapaM, JK3aMEHY, A JaJbHEWINEro W3ydyeHus TeMbl, Ha IpakTtuke. KoHcmekr nexkuumi —
HE3aMEHUMBIH y4eOHBIA JOKYMEHT, HEOOXOAUMBII /111 CAMOCTOATEIbHOU PaboThI.

TemarnueckuM IJJaHOM M3Y4YEHMs] JAMCLUILIMHBI IPENYCMOTPEHBl IPAKTUYECKHE 3aHATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO MPEATOIATraeT J1Ba 3Tana padboThl 00y4aroIXCsl.
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[TepBrIit 3 Tan — ycBOoeHHE TeopeThueckoro marepruana. Ha mepBom sTame oOyJaroniuiics M0JDKEH
oTpaboTaTh M YCBOWUTH Yy4eOHO-TIPOrpaMMHBIM BY30BCKHUH MaTepHuall, HCIOJb3Ysl METOIUYECKHE
PEKOMEH/IalliH 0 MOATOTOBKE K CEMUHApY.

Bropoi#i 3tanm mpeanosaraeT BBINOJIHEHHE NPAKTHUECKOTo 3afaHus. KOHKpETHO Takoe 3ajaHue
naetcs o0ydarolieMmycsi ImpernojaBaTesieM B KOHIE 3aHATHSA, MPEIIIeCTBYIOLIET0 MPAaKTHUYECKOMY. DTO
MOJKET OBITh MOATOTOBKA KOHCIIEKTA, TUIaH paOOTHI IO TOM MIIM UHOW CUTYaIlMH, TUIaH Oecebl U T.11.

3anaHus JOJDKHBI OBbITh BBIMOJHEHBI MUCbMEHHO. Kpome Toro, mo TeopeTHyeckuM BOIpOcam
00yYaroImuics T0HKEeH NOArOTOBUTH paboune IIaHbl CBOMX OTBETOB HA HUX.

JlomaniHee 3ajaHue OOy4arOUIMiicsl TOTOBUT CAMOCTOATEIbHO, YIENsisl Ha MOATOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBINOJHEHHM [JOMAIIHErO 3a/JaHus OH MOJXET II0Jb30BaThCs TEXHUUYECKUMU
CpelcTBaMH, yueOHOW JIUTepaTypoi, KOHCIIEKTaMu JIeKIM U 1.p. Pexomennyercs vaie oOpamiarbes 3a
KOHCYJIbTAIIMSIMH U OKa3aHHEM HEOOXOJMMOH IMMOMOIIIH K MPEeroiaBaTensiM Kadeapsl.
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Y4yeOHO-MEeTOANYECKOE U3aHNE

Pabouas mporpamma y4eOHOM TUCITUTUTMHBI

I[OKyMeHTaIII/IOHHOQ o0ecmeyeHue YupaBJiCHUSA

(Haumernosanue Oucyuniutvl 8 COOMeemcmsuu ¢ y4eoHviM niaHom)
YymakoBa Exatepuna AjlekCaHIpPOBHA

(Damunus, Ums, Omuecmeo cocmasumensi)
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