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1. MACIIOPT PABOYEM ITPOI'PAMMbBI YYEBHOM JUCITUIIJTAHBI
OIl.14 lokyMeHTALIMOHHOE 00ecneuyeHue yInpaBaeHusl

1.1. O6sn1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

VYuebnas gucumrummHa  OI1.14  JlokyMeHTalmoHHOE  oOecredyeHue
yIOpaBJICHHUs BBEJEHA 3a CYET BapUATUBHOW YacTH OCHOBHOM 0Opa3oBaTeIbHOU
porpaMmel 1o crienranbHOCTH -9.02.01 KoMmnbioTepHbIe CHCTEMBI U KOMITJIEKCHI €
LEIbI0 TOJMYYEHUSI JOTOJHUTEIBHBIX KOMIIETCHIIMM, YMEHUW M 3HAHUW IS
pacupenusi PyHKIIMOHAIBHBIX 0053aHHOCTEN, COOTBETCTBYIOLIUX MOTPEOHOCTIM
paboTomarenei.

Pabouast nmporpamMma y4eOHON AMCLHMIUIMHBI MOXXET OBITh MCIIOJIb30BAHA B
JIOTIOTHUTEIHHOM MPOQECCHOHATHPHOM 00pa3oBaHWU (B MpOrpamMmax MOBBIIICHHUS
KBAUIM(PUKALUA W TEPENOArOTOBKH) W NPO(ECCHOHATBHON IMOATOTOBKE I1O
npodeccusim paboumXx:

— 14974 — Hamaguuk mosmrpadudeckoro o00pyaoBaHus,

— 14977 — Hanaguuk npuOOpoB, ammapatypbl U CHUCTEM aBTOMATHYECKOIO
KOHTPOJIsI, peryiupoBanus 1 ynpasienus (Hanaauuk KUIT u aBromatukm),

— 16199 — Omeparop 53JIEKTPOHHO-BBIUACIUTEIBHBIX W BBIYHUCITUTECIBHBIX
MaIuH,

— 16200 — Onepartop 3IEKTPOHHOTO HAOOpa U BEPCTKH.

[IpodeccroHaIbHOM MOATOTOBKE MO CIENUATIBHOCTH:
230111 — KoMmbloTepHBIE CETH,
230115 — [IporpamMMupoBaHre B KOMIBIOTEPHBIX CHCTEMaX

1.2. MecTo y4ye0HOIl JUCHHUILUINHBI B CTPYKTYpPe OCHOBHOI NMPO(ecCHOHATIBLHOM
o0pa3oBaTeIbHOM NMPOrPaMMBbI

Huctunmaa OI1.14  JlokyMmeHTallMOHHOE OOecIlieueHue YIMpaBICHUS BXOIUT B
obmenpodecCHoOHANBHBIN ITUKIL.

1.3. leau u 33724 y4eOHOH AUCUMILUIMHBI — TPe0OBaHUSl K pe3yJbTaTaM
OCBOEHMS YUeOHOI IUCIUIINHBI

B pesynbrate ocBoenus yueOnoi nucuurminabl Ol1.14 JlokyMeHTalnoHHOe
oOecrieueHne yrnpaBlieHus y 00yJaronierocs 10KHbI ObITh ChOPMUPOBAHBI 00IITHE
U ipo(eccroHanbHbIE KOMIIETEHITUH.

OO0umme KOMIETEeHINH !

OK 1 IloHuMarh CyIIHOCTh M COIMAJIBHYIO 3HAYUMOCTb CBOEH Oymyrieit
npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC.

OK 2 OpranuzoBbiBaTh COOCTBEHHYIO AESTEIBHOCTb, BEIOUPATH TUIOBBIE METO/IbI
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U crocoObl  BBIMOJHEHUS  MNPOPECCHOHATBHBIX  3aJad, OLEHUBAaTh  HX
3 PEeKTUBHOCTH U KAYE€CTRO.

OK 3 [IpuHUMaTh pemIeHUsI B CTAHJAPTHBIX U HECTAHJIAPTHBIX CUTYAIUsAX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4 OcyuiecTBisTh MOKUCK U UCHOJB30BaHUE MH(OpMAIUU, HEOOXOAUMOM ISt
(G ()EKTUBHOTO BBHINOIHEHUS MPO(PECCHOHATBHBIX 3a/ad, MpodecCUuOHATBHOTO U
JMYHOCTHOTO Pa3BUTHSL.

OK 5 UVcnonp3oBaTh HMHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
poecCUOHANTEHOM eI TEIIEHOCTH.

OK 8 CamocTosaTensHO onpeaensaTh 3a1a4i IpodecCHOHATFHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMOOOPA30BAaHUEM, OCO3HAHHO IJIAHUPOBAThH MOBBIILICHNE
KBaJIM(DUKALIIH.

OK 9 OpueHthpoBaTbCcsi B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTMHA B
npo(hecCUOHATBHOM NesSTENbHOCTH.

IIpodeccuonabHbIe KOMIIETCHIIMH:

IIK 1.5. BeimonusaTe TpeOOBaHMUSI HOPMATUBHO-TEXHUUECKOU TJOKYMEHTAIUH.
IIK 4.1 IToaroraBnuBaTh K pab0Te BEIYUCIUTEIBHYIO TEXHUKY U NepudepuiiHbIe
YCTPOMCTBA.

IIK 4.2 BemoyHATh BBOJ M 00pabOTKy HH(POpPMaLUK Ha JIEKTPOHHO -
BBIYMCIIUTEIBbHBIX MAIIUHAX.

B pesynbrate ocBoeHUs1 y4eOHOM TUCIIUIUIMHBI 00yJarouics T0KeH
YMETh:
- COCTaBIISITh U O(POPMIISITH PA3TUYHBIC BUJBI IOKYMEHTOB;
- 0ohopMIIATh HOMEHKJIATYPY A€l U (HOPMUPOBATH JIe]a B COOTBETCTBUH C
HOMEHKJIaTypOU eI,
- OCYUIECTBJIAThH JOKYMEHTUPOBAHUE U OPraHU3aIuio0 pabOThI C
JTOKYMEHTaMU;
- HCIOJb30BaTh O(UCHYIO OPTaHU3AIIMOHHYIO TEXHUKY.
3HATD!

- OCHOBHbBIE 3aKOHOJATEJIbHBIE aKThl B 00JIACTH JAEIONPOU3BO/ICTBA;

- BUJBI JOKYMEHTOB;

- TIpaBHJIa COCTABIEHUS ¥ 0(OPMIICHHUIO PA3TUYHBIX BUIOB TOKYMEHTOB;
- TpeOOBaHMs K TEKCTY CIIY»KEOHBIX JOKYMEHTOB;

- o01mue npaBuiia OpraHu3aum paboThl ¢ JOKYMEHTaMU;

- TPUHIMIBI padoThl 0QUCHON OPTraHU3AIMOHHON TEXHUKHU.



JIn4HOCTHBIE pe3yJIbTaThI

JInyHOCTHBIE pe3yJIbTAThI Kon
peajiu3alnuu NporpaMMbl BOCIIUTAHUS JIMYHOCTHBIX
(Oeckpunmopbwt) pe3yJabTaToB
peaju3anuu
NMpOrpamMMblI
BOCIUTAHUS
Oco3Haronmii ceds rpakJaHHHOM U 3aIIIUTHUKOM BEIMKOW CTPaHBI. JP 1
[IposiBnsitomiuii M JAEMOHCTPUPYIOIUN  yBaKeHHWE K JIIOAAM  TpYyAa,
OCO3ZHAWOIIMK  IIEHHOCTh  coOcTBeHHoro  Tpyxa.  Crpemsmuiics K JIP 4
GbopMUPOBAHHIO B CETEBOM Cpelle JHMYHOCTHO U MIPOo(dhecCHOHATHLHOTO
KOHCTPYKTUBHOTO «IIH()POBOTO CIIE/Ia».
JeMOHCTpHUpYIOIMI MPUBEPKEHHOCTh K POJHOU KYJIbTYype, HCTOPUYECKOH
namMsTH Ha OCHOBE JI0OBM K PoauHe, pomHOMY Hapody, Majoil pOJHHE, JIP 5
NPUHITHUIO TPAJAULIMOHHBIX IIGHHOCTeH MHOTOHAIMOHAILHOTO Hapoa Poccun.
3a0oTsmuiics O 3alluTe OKpYXarolled cpeapl, COOCTBEHHOH U Uy»KOu JIP 10

0e30MacHOCTH, B TOM YucIie U(POBOH.

JIN4HOCTHBIE Pe3yJbTAThI
peanu3alnuy NporpaMMbl BOCIIUTAHNS,

ONpeacJCHHbIC OTPACJIE€BbIMHU TpeﬁoBaHI/IHMI/I K J1€¢JIOBBIM Ka4YeCTBaM JIMYHOCTH

JemoHcTpupyomuii ymenue 3(h(GpeKTHBHO B3aUMOJICIICTBOBATh B KOMaH/IE,

BECTH JUAJIOT, B TOM YHCJIE C UCIOJIb30BAaHUEM CPEICTB KOMMYHHUKALUH AP 13
JleMOHCTpHPYIONINiT HABBIKM aHAIN3a U HHTEPIIPETAIH HHPOPMALIUU U3 JIP 14
pa3IMYHBIX HCTOYHUKOB C Y4€TOM HOPMATHUBHO-IIPABOBBIX HOPM

JleMoHCTpUpYIOIINY TOTOBHOCTh U CLIOCOOHOCTH K 00pa30BaHUIO, B TOM YHUCIIE
camM000pa30BaHMIO, HA MPOTSYKEHUU BCEH KU3HU; CO3HATEIbHOE OTHOIIEHUE K JIP 15

HETPEPHIBHOMY 00Pa30BaHUIO KaK YCIOBHIO YCIEIIHOM MPOGECCHOHATBEHON
0O0IIECTBEHHO JIEATEILHOCTH.

1.4. PexomeHayemoe KOJIMYECTBO YAaCOB HA OCBOCHHE NMPOrPaMMbl y4eOHOMH

AUCHUIIIINHBI

MaKCcUMaJbHOU yueOHON Harpy3ku oOydatomierocs 120 gac, B ToM uncie:

00s13aTeNIbHON ayAUTOPHOM yueOHOM Harpy3ku oOydaromierocs: 80 yacos,

caMoCTOsITeIbHOM paboThl oOyuatonierocs 40 yacos.




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOH JUCHUNIMHBI U BU/bI Y4eOHOH padoThl

Bupa yueOHoi1 padoThI Oo6bem
4acoB
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 120
O0s13aTesibHasi ayIMTOPHas YuyeOHasi Harpy3Ka (Bcero) 80
B TOM YHCJIE:
NPAKTUYECKUE 3aHITHUS 18
KOHTPOJIbHBIE paOOTHI 3
CamocrosiTesibHasi padoTa 00y4aromerocs (Bcero) 40
B TOM YHCJIE:
- MHccnenoBanune «CrnocoObl pa3MelIeHHE PEKBU3UTOB B 4
HECKOJIBKO CTOJIOIIOBY
- HMupuBunyaneHOe 3amanue «OcHOBHBIX BUAbBI OP/I, 4
UCIOJIb3YEMBIX B OyayIien nmpodeccruoHalbHOM
JEATEITbHOCT
- TBopueckas pabora «CocTaBieHne nepeyHs BXOIAIIENH U 4
UCXOJSIIeH JOKyMeHTauuu Oyayiien npodeccuoHaabHOM
JEATEIIBHOCTH
Wrorosas arrecranus B popme nudepeHnnpoBaHHOTO 3a4eTa




3.1. TEMATUYECKUI TIJIAH U COJEPXKAHUE YUEBHOM JUCLIUITIAHBI:
OIl. 14. lokymeHTallHOHHOE O0ecrieyeHre yIpaBJIeHHUs

HaumeHoBaHue pa3/iesioB U TeM

Conep:kanue y4eOHOT0 MaTepHuaJia, JJadopaTopHble PadOThI U MPAKTHYECKHE
3aHSATHS, CAMOCTOSITE/IbHAsSI padoTa 00y4aonuxcst

O0BbeM
yacoB

YpoBeHb
O0CBOEHUS

1

2

4

Pa3nes 1. JlokymeHTallHOHHOE
o0ecrnevyeHune ynpaBJjeHus

24

Bsenenue

[Ipeamer nucuumuirabl. OCHOBHBIE CBEJICHUSI U3 UCTOPHUH JieTonpou3BoacTea. Lenu
W 3aJa4yd JUCLUUIUIMHBI, €€ CBS3b CO CHELUAIBbHBIMUA  JUCUUILUIMHAMHU, POJb U
3HAYCHHUE B CUCTEME MOATOTOBKU CTIEHAIUCTOB. OCHOBHBIC MTOHSATHUS U ONIPEICIICHUS
JUCLHUIIIIUHBI.

Tema 1.1.
OCHOBBI OpraHU3aIHAH
JIEJIONIPOU3BOJICTBA

Coaep:xanue yueOHOIro MaTepuaJia

3HaueHue TIOKYMEHTALlUU B yIIPaBICHUECKOH IeATeIbHOCTH. MecTo U poiib
JIeJTOTIPOU3BOICTBA B YIIPABICHHUH. J{eIOTpOn3BOICTBO KaK (DYHKIUS yIIPABICHUSI.
[TonsiTHe 0 MoKyMeHTax. DYHKIIUU JOKYMEHTOB B YIIPABICHUH CHCTEMbI
JNOKyMeHTaruu. YHudukanus cucreM nokymeHTupoanus. 'OCTsI 1 HOpMaTHBBI.
['pynmsl jokymenToB. Knaccugukaius 10KkyMeHTOB. Buibl opranu3aiioHHO-
PacCIopAAUTCIbHBIX TOKYMCHTOB B COOTBETCTBUU C KHaCCH(l)HKaHHCﬁ.

CamocrosiTeibHas padoTa 00y4yaommxcst
1. Pabora c 3amanusimMu paboueii TeTpaaun
2. Pabora co cioBapsiMH, COCTaBJIEeHHE MMOHATUIHHOTO CIIOBaps
[TpumepHas TemMaTHKa BHEAYAUTOPHOM caMOCTOSATEIbHON pabOThI

3. Hcropuueckue dTarmbl aenonpon3Boactsa. Odmepoccuiickue
knaccudukarops OKIIO, OKY I, OI'PH. OcHoBHBIE yHU(DUIIUPOBAHHBIE
cuctemsl B coctaBe OKVY /1. Cuctema rocy1apcTBEHHBIX OPTaHOB YIIPABJICHUS
JOYVY.

Tema 1.2. Texuuueckue
CpEACTBA, UCIOJIb3YEMBIE B
JIETTONTPOU3BOJICTRBE.

Conep:xanue yueOHOro MaTepuaJia

[Tonsitue «oprrexuukay. KomnbrorepHbie cpeicTBa MOATOTOBKU JOKYMEHTOB.
OCHOBHBIE BUJIbl OPTaHU3AIMOHHON TEXHUKH. M3roToBIEHNE, KOMUPOBAHUE U
TUpaXHUPOBaHHUE JOKyMeHTOB. CpeacTBa 00paboTKH TOKyMEeHTOB. [IpaBumna
0e30macHoi paboThl C OPITEXHUKOI.

Tema 1.3. PekBu3uTh 1
CTPYKTypa JOKyMEHTa

Coaep:xanue yueOHOro MaTepuaJia
1dopmyrisip cOBpeMEHHOTO YIIPaBICHUECKOro JOKyMeHTa. [IoHsTHe 0 peKkBU3UTE.
CocTaB pekBU3UTOB, UX pacnojiokeHue. TpedoBaHus K 0hOPMIICHUIO PEKBU3UTOB.
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2llonsTre «0JIaHK JOKYMEHTa». Buibl OJJaHKOB U MOPSAOK PACIIONI0KEHUS
PEKBU3UTOB B OnaHKe (YriioBoe U neHTpoBaHHoe). CocTaB peKBU3UTOB, Ha3HAUYCHUE,
0COOEHHOCTH OOPMIICHUS PA3TUIHBIX BUIOB OJ1aHKOB. OCOOECHHOCTH pabOoTHI C
OnmaHKamu ¢ TepOoBoi CUMBOMKON. DopMaThl OyMaKHBIX JTOKYMEHTOB.
3TpebGoBaHus K U3TOTOBICHHUIO JOKYMEHTOB. TEKCT IOKyMEHTa, €ro CTPYKTypa
TpeOOBaHUs K COCTABJICHUIO.

IIpakTHyeckas padora 4
Pacnionoxxenne pekBU3UTOB JOKYMEHTA
1. Odopmiienne peKBU3UTOB JOKYMEHTA
2. Paspabotka (mpoexTrpoBaHue) OJIaHKa OpraHUu3aIH
CamocrosiTesibHas padoTa 00yYarOIuXxXcst 6
1. HUccnenoBanue «Crioco0Obl pa3MenieHne peKBU3UTOB B HECKOJIBKO CTOJIOIIOBY
2. Wzyuenue 'OCT P 6.30 — 2003 "TpeboBanus k 0ohOpMICHUIO JOKYMEHTOB"
KonTpoJsbHas padora 110 TeMe «PEKBHU3UTBI M CTPYKTYypa JOKYMEHTA 1
Pasznea 2. Cucremsl 44
AOKYMEHTAIlUH
Tema 2.1. Coaep:xxanue yueOHOro MaTepuaJia 5
Cucrema opranusalioHHO- 1ITonsTHe 1 HYyHKIMK OpraHU3AMOHHO-pacnopsanTeNbHON qokymMenTarmu (OP/T). 2
pacnopsAIUTEIbHON Buaer OP/I. OpranusanuoHHble JOKyMEHTHI: Y cTaB, [lonoxenune, MHCTpyKIIMu. 2
JIOKYMEHTaIu1 [Topsiok MX COCTAaBIEHUS U UCIIOJIb30BAHMUS. 3
2Pacniopsaurensable foKyMeHTHI: [TocranoBnenus, Pemenus, [Ipukassl,
Pacnopsixenus, Ykazanus. [1opsiok ux cocTaBieHus, NOANNCAHUS U
WCIIOJIb30BaHUS.
3Ha3nauenue u oopmieHNE IPUKA30B [0 OCHOBHOMN JESITEILHOCTH.
IIpakTHyeckue 3aHATHSA 4
1. CocraBnenue u opopmiIeHHE TPUKA30B [0 OCHOBHOM /I€ATEIILHOCTH U
pacnopsKEHUM
CamocTtosiTeibHast padoTa 00y4yarommxcst 6
1. UnauBuayansHoe 3amanue «OcHoBHBIX BUABI OP/l, ncnonb3yeMbIx B
Oyay1ieit npodeccuoHaANbHON ASSITETLHOCTI
2. TIpopaboTka KOHCIIEKTOB 3aHATHH, YU€OHOH U CIIeIIMaIbHOM JTUTEPaTypPhI
3. M3yunTh 0COOEHHOCTH COCTABJICHUSI OPraHU3allMOHHBIX JOKYMEHTOB
Tema Ne 2.2. Copaepxxanue y4yeOHOIro MaTepuasa 13
Cucrema HHPOPMALIUOHHO- 1Ha3nauenue u BuAbI HHOOPMAIIMOHHO- CIIPAaBOYHBIX JOKYMEHTOB 1
CIIPaBOYHON JOKYMEHTAIUU 2Ha3HnaueHue, coCcTaB peKBU3UTOB U MOPSIIOK OPOPMIIEHHUS: TPOTOKOJIOB, AKTOB, 3




JIOKJIQ/IHBIX 3aIIMCOK, CITY>KEOHBIX IHCEM.
3Ha3nauenue, coctaB peKBH3UTOB M MOPSAIOK OPOPMIICHHS CITY>KEOHBIX THUCEM.

Bunp! ciyxeOnbix nuceM. [IpaBuiia opopmiieHus 1ei10BbIX nuceM. PasHoBuaHOCTH 2
CIIy’KeOHBIX TTCceM. JJOKyMEHTBI, TepeiaBaeMble 110 KaHallaM 3JIEKTPOCBSA3H:
dakcorpamma, TenedoHorpamMma.
IIpakTHyecKkue 3aHATHSA 6
1. Cocranenue u opopmiieHHE TPOTOKOJIOB.
2. CocraBneHue U 0(OpMIICHUE CITYKEOHBIX 3aIHCOK
3. CocraBnenue u 0OpMIICHHUE CITY>KEOHOTO aKTOB.
4. Cocraprnenue 1 0QOpMIICHUE THCEM.
CamocrosiTesibHas padoTa 00yYarOIuXxXcst 6
1. TIpopaboTka KOHCIEKTOB 3aHATHH, y4eOHOU U CIIEHUAIBHON JTUTEPATYPHI
2. PenieHue cuTyallMOHHBIX 3a/1a4 IPO(ECCHOHAILHOIO XapaKTepa
Tema Ne 2.3. Jlokymentanusi no | Coaep:kaHue yueOHOTo MaTepuajia 8
JUYHOMY COCTaBYy 1Ha3nauenue JMUHBIX JOKYMEHTOB. KaspoBas JOKyMeHTalMsl — TPYAOBbIE 1
KOHTPAKTHI, IPUKA3bI [0 TMYHOMY COCTaBY, TPYIOBbIC KHIDKKH. Y HU(DUITUPOBAHHEIE
(bopMbl IEPBUYHOM yUETHON TOKYMEHTALUU 10 TpyAy U ero omiare. Ilpukassl mo
au4HOMY cocTaBy. KoHpuAEHIIMAaTBbHOCTD JOKYMEHTOB 110 JIMYHOMY COCTaBY. 3
2. OcobenHocTH 0(OpMIIEHUS pe3loMe, 3asiBIE€HUH, aHKeT, aBToOnorpaduil.
IIpakTHyeckue 3aHATHSA 4
1. CocraBnenue 3asBiIeHUS
2. Hammcanue pe3tome u aBroOnorpaduu
3. CocraBiieHHe MPUKA30B M0 JUYHOMY COCTaBY
CamocrosiTeibHAas padoTa 00y4yaommMXxcst 4
1. TlpopaboTka KOHCIIEKTOB 3aHATHUH, y4eOHOM U CrIeMAIbHON JIUTEPATYPHI
2. Pabota Han 3agarusiMu pabodeil TeTpaan
KonTposbHnas padora 110 TeMe «CHCTEMBI TOKYMEHTALIH) 2
Pa3znen 3. Texuosiorus BeaeHus 12
AeJIONPOU3BOACTBA
Tema Ne 3.1. Copaepxxanue yyeOHOIro MaTepmuasa 4
Opraauzanus 1Opranuzanus paboThl ¢ MOCTYMAOMUMU («BXOJALUIMMI») U OTHPABISIEMbIMU 2
JOKYMEHTO0000poTa («rcxonamuMm») fokyMmenTamu. [IpaBuia opranuzanuu paboThl ¢ BHYTPEHHUMHU
JOKyMeHTaMu. 2Perucrpanusi JOKyMEHTOB - COCTaBHasl 4YaCTh TEXHOJIOTMU
opraHu3zaium paboThl ¢ JOKyMeHTaMH. Llenu 1 0OCHOBHBIE MPUHIIMITBI PETUCTPALIUU 2

JOKyMEHTOB. @OpMBI perucTpanuu J0OKyMEHTOB U MOPSAOK MX 3alOJHEHUS.
KypHanbHast popma perucrpanuu.
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CamocrosiTesbHAasi padoTa 00y4ar0IMXCs
1. W3yuyeHue HOpMaTUBHO-NPABOBBIX aKTOB, PErJIAMEHTUPYIOIINX
JIOKYMEHTOO0OPOT
2. Tsopueckas pabota «CocTaBieHne epeyuHs BXOAIMIECH U UCXOIAIIeH
JIOKyMEHTaluu Oyayniei npodeccuoHaIbHON 1eITeIbHOCTH

Tema Ne 3.2.
Homenkmarypa aen

Conep:xaHue yueOHOro MaTepuasa

1ITonsTHe «HOMEHKIaTypa aem». Haznauenue v BUpI HOMEHKIATYpHI Aei. Tumosas,
npUMepHasi 1 KOHKpEeTHasi HOMEHKIIaTypa fei. TpeboBanus, mpeabsBisieMble K
COCTaBJICHHUIO U 3aIIOJTHEHHIO ()OPMBI HOMEHKIIATYPHI JIe7 OPraHUu3alii. 3aroJIOBKH
JIell, UX CUCTeMaTu3anusi U (OpMyJIMpOBKH B HOMEHKIaType nen. Cpoku XpaHeHus
nen. Tlopsnok coCTaBiIeHUS U yTBEP)KICHUSI HOMEHKIIATYPBI JIeJl OpraHu3aluH
(yupexneHus).

CamocrosiTesibHas padoTa 00yYarOIIUXCs
1. TIpopaboTka KOHCIEKTOB 3aHATHH, y4eOHOU U CIIEHUAIBHON JTUTEPATYPHI
2. Pabora Hax 3amaHusIMHU pabodel TeTpaau
3. TloaroroBka Kk 3a4éTy

Tema Ne 3.3. ®opmupoBaHue jaei.

[TonroroBka e K XpaHEHUIO

Coaep:xxanue yueOHOro MaTepuaJia

1IIpaBuiia popMupoBaHMs pa3IUUHbIX KATETOPUIl TOKYMEHTOB B J€Ja.
OTBETCTBEHHOCTH 32 COXPAHHOCTH TOKYMEHTOB. [IoHsATHE (9KCIIEpTH3a HEHHOCTU
nokymeHToBY. [lonarue «opopmnenue aena». OCHOBHbBIE TpeOOBaHUS,
npeabsaBisiemMble K oopmiieHuto aei. [ToaHoe u yactTuuHoe opopmiieHHE Jedl.
[TomgmmBka nen. CocTaBiieHHEe 3aBEPUTENHHOM HAIITUCH, BHYTPEHHEH OIMHCH.
Odopmnenne ob6noxku nena. [IpaBuna nepenaun nen Ha XpaHEHHE B ApXHB

JAuddepeHunpoBaHHbIi 3a4€T

Bcero:

120
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3.YCJIOBHUS PEAJIM3AIINM ITPOT'PAMMBI YYEBHOM
JANCHUIIJINHBI
3.1. TpeGoBanusi K MHHUMAJIBHOMY  MATEePHAJbHO-TEXHUYECKOMY
o0ecrne4eHn 10

Peanmzamnus mporpamMmbl yu4eOHOW JUCHUIUIMHBI TpeOyeT HaIW4us Y4eOHOTO
KaOuHeTa
O6opynoBanne yueOHOTO KaOUHETA:
— pabodee MeCTO MPEToIaBaTeIIs;
— TIOCAJIOYHBIC MECTa 10 KOJIMYECTBY 00YJArOIIHXCS;
— KOMIUICKT y4eOHO-HArMsAHBIX mocobuid mo guctmmimHe OIL 14
JIOKyMEHTAIIMOHHOE 00eCTIeueHUE YITPABICHUS;

TexHu4ecKue cpeacTBa 00yYeHus:
— KOMIBIOTEPHI C JTUIEH3UOHHBIM POrPaMMHBIM 00€CTIEUEHHUEM;
— MYJBTUMEIUNHBIN ITPOEKTOD;
— HHrepHer.

3.2 UudopmanmoHHoe odecnevyeHue 00ydeHus
IlepeyeHb peKOMeHyeMbIX Y4eOHbIX U31aHUIi, T0TOJTHUTEIbLHON JUTEPaATyPhI

OcHOBHBbIE HCTOYHUKH:

1.AGymamze  JI. I'.  JlokymMeHTalMOHHOE  OOecneYeHue  yNpaBIICHHUS.
JlokyMeHT0o000poT U Aenonpous3Boactso. — M.: FOpaiit, 2020. — 300 c.
2.BemikypoBa A. b. JlokymeHTanmoHHOE oOOecnedyeHue yrpaBieHus. YudeOHoe
nocobue. — M.: Jlupexkr-Menua, 2020. — 170 c.

3.Hoponuna JI. A. JlokyMeHTaIlmoHHOE oOecrnieuenune ynpasierus. — M.: FOpaiir,
2020. — 234

4 KopueeB MU. K. JlokymeHTanlmoHHOe oOecriedeHue yMOpaBieHUS : YYCOHUK U
MPaKTUKyM Il cpeaHero mpodeccuonansuoro ooOpaszosanusi / U. K. Kophuees,
A. B. Ilmenko,

5. Kazakeuu T. A. JlokyMeHTaImoHHOE oOecrieueHue yrnpaBiacHus. — M.:
FOpaiit, 2020. — 178 c.

6. B. A. MamypueB. — 2-e¢ uzn., nepepad. u gom. — Mocksa : M3narenscTBo
FOpaiit, 2022. — 384 c. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-
534-05022-6. — Texcrt : snexktpoHHbI // O6pa3oBarenbHas 1uargopma FOpait
[caliT].

7. ITmenko A.B. JlokymMeHTanlMoHHOE OOECIeUeHUe yIpaBiieHUus 2-¢ u3l., mep. u
nor. Yueonuk u npaktukym s CI1O, 2021

8. Ilmenko A.B. JlokymeHTanmoHHoe obOecrniedeHue ymnpaBieHus [TekcT]
yueonuk / A. B. Ilmenko, JI. A. Jloponuna. - 14-e uzg., crep. - Mockga :
Axanemus, 2015. - 218, [1] c. : un.; 22 cm. - (IlpodeccronansHoe 0Opa3zoBaHKE.
DOxoHoMuka u ympasieHue).; ISBN 978-5-4468-2278-2 : 2000 k3.
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JlonoJIHUTeIbHbIE HCTOYHUKU:

1.TTOCT P 7.0.97-2016 Cucrema cTtaHgapToB 110 UH(pOpMAIUU, OMOIMOTCUHOMY U
u3areabckoMy Aeny. OpraHu3anMoOHHO-pAacCHOpAIUTENbHAS  JTOKYMEHTAIHUS.
TpeGoBanwmst K 0HOPMIIEHUIO JOKYMEHTOB"

2.I'0CT  P6.30-2003. «YHU(PUIIUPOBAHHBIE  CHUCTEMBI  JIOKYMEHTAIIUH.
YuudunupoBanHas cucrema OpraHU3aIMOHHO-PACTIOPSAIUTEIHBHON
JTOKyMeHTauu. TpeboBaHus K O(GOPMIICHHIO JTOKYMEHTOB.» Y TBEPKICHBI
noctaHoBieHuem ['occrangapra P® ot 03.03.2003 Ne65-ct.- M.: U3zn-Bo
cTanaapTos, 2003.

3.®enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-®3. «O6 wunpopmanuu,
WH()OPMAITMOHHBIX TEXHOJIOTHSIX M O 3alTUTe MHHOPMAIIHH

4. KOHTPOJIb U OHEHKA PE3YJIBTATOB OCBOEHMNA YUYEBHOM
JUCHHUITINHBI

Koutposb uW omeHka pe3yJbTaTOB OCBOCHUSA JAUCHUIUIMHBI  OCYHIECTBIISIETCS
MperojaBaresieM B MpoLiecce MPOBEICHHS MPAKTUYECKUX 3aHITUH , TECTUPOBAHUA, a
TaKXe€ BBIMOJHEHUs OOyYalolMMUCS  WHAWMBUIYAJIbHBIX  3aJaHUM, MPOEKTOB,
UCCIIEeI0OBAHUIA.

Pe3yabTaThl 00yueHus @opMbI 1 MeTOIbI KOHTPOJISI M OLIEHKHU
(ocBOEHHBbIE YMEHHsl, YCBOEHHbIE 3HAHMS) pe3yJabTaToB 00y4eHHusI

B pesynbrare 0CBOCHUS TUCIUILTMHEI
00yYaroUIMICs TOIKEH

yMeThb:

-COCTaBJIATh U OhOPMIIATH PA3INYHbIE BUJIBI
JOKYMEHTOB

-0(OpMIIATE HOMEHKIJIATYPY €T U -
(dbopMHpOBaTh €a B COOTBETCTBUU C
HOMEHKJIATypOu J1eJ

-OCYIIECTBIIATh JOKYMEHTUPOBAHHE U ---
OpraHu3aIMio paboThI C TOKYMEHTaMU
UCIOJIb30BaTh O()MCHYIO OPraHU3aIMOHHYIO
TEXHUKY

3HATh:

-OCHOBHBIC 3aKOHOJIATEIHHBIE aKThHI B
00J1aCTH J1eI0NPOU3BO/ICTBA;

-BHJIBI JIOKYMEHTOB;

-[IpaBHJIa COCTABICHUS U O(hOPMIICHUIO
Pa3INYHBIX BUIOB JIOKYMEHTOB;
-Tpe0OBaHUs K  TEKCTy  CIY)KeOHBIX

Texkyumuii KOHTPOJIb:

1. mpoBepka 1 OLEHKA pEHIEHUI
WHIVBUAYAJIBHBIX 3a/1a4,

2. TECTUPOBAHUE M0 TEMaM JTUCIUIUINHBIL.

IIpoMe:RyTOYHBIN KOHTPOJIb:
1. olLleHKa BBIMOJHEHUS IPAKTUYECKUX padoT,
2. MpOBEpKa U OLIEHKA BBIIIOJHEHUS
WHIVBUAYAJIbHBIX TBOPUYECKUX 3a/1aHUN,
3. OlIeHKa KOHTPOJBHOU paboTHlI.

4. ITOroBblii KOHTPOJIb: 3a4ET

JIOKYMEHTOB;

-o01IMe MpaBWJia OpraHu3aluu padoThl C
JOKYMEHTaMH

-IIPUHIUIIBI paboThI oucHoi

OPraHU3alMOHHON TEXHUKH.
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