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1 Henu v 3axa4u U3yYeHUs TUCHUILTHHBI (MO1YJISA)

1.1 Ilean ocBOEeHUsT TUCHUILIMHBI
- YCBOUTH 3HAHHA OCHOB JOKYMCHTAIIMUOHHOI'O oOecrieueHust COHHaJIBHOﬁ pa6OTLI " yIIpaBJICHHA,
KaJIpOBOM CITYy>KOBI, TEXHOJIOTHH Pa0bOTHI C JJEKTPOHHBIM JTIOKYMEHTOOOOPOTOM M MPUOOpECTH
HaBBIKM COCTAaBJICHHUA H Oq)OpMJIeHI/ISI OpraHu3alluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB,
OpraHu3aIy JOKYMEHTO000poTa.

1.2 3agaun AMCHUIIIMHEI
- U3y4UThb OOIIME MpaBHJIa OpraHU3aluu padOThl ¢ JOKYMEHTAMU U UX XPAaHEHHUS Ha OCHOBE
COBPEMEHHON HOPMATHBHO-METOIMYECKOM 0a3bl;
- YCBOUTH MPUHIUIIBI M TEHACHIIUU Pa3BUTHsI JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPaBICHUS B
COIMABHOM padoTe;
-puoOpecT H 3aKPENHUTh NPAKTHYECKUE HABBIKM paOOThI C JIOKYMEHTAMH COI[UAIBHOMN
HaIpaBJIECHHOCTH.

1.3 MecTo AucuuminHbl (MOAYJIs) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl
JucuuruimHa «J{enonpon3BoICTBO B COIMAIBHONW PabOTE» OTHOCUTCS K 00s3aTelIbHOMN
yactu brioka 1 "/lucuurumae (Moaynn)" yaeOHOTO IIIaHa.

1.4 TlepeyeHb NUIAHMPYeMBIX pe3yJLTATOB 00y4YeHHMs 1O AWCHMILIMHE (MOIY.JIO0),
COOTHECEHHBIX ¢ IJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbl

W3ydyenue naHHOM y4eOHOI AMCHUMIIMHBI HaMpaBlieHO Ha (GOpMUPOBaHHE Yy OOYYaIOIIUXCS
VHHUBEPCATHHBIX M 00IIePo(ecCHOHATBHBIX KOMIICTCHITHIA:

KOI[ 1 HAUMCHOBAHUC MHAUKATOPA PeSyJ’IBTaTLI O6y‘IeHI/I$I 10 TUCIHUITITIMHE
JOCTHIXKCHHUA KOMIICTCHIITNN

YK-4 CrniocofeH oCyIecTBIATh AEIOBYI0 KOMMYHHKAILIUMIO B YCTHOW U MMMUCbMEHHOH (popMax Ha rocyiapCTBEHHOM
si3plke Poccuiickoit denepanuy 1 MHOCTPAHHOM SI3bIKE

NYK — 4.1 CobGaromaer HOpMBI | | 3HAET MpeAMET, COAEPKaHUE W 3aJaud JIeNIONMPOU3BOCTBA B COIMATBHON
TpeOOoBaHuUs K YCTHOW U IMCbMEHHOH | cdepe; MecTo U pojib JOKYMEHTOB B YIIPaBJICHUH COLMAIIBHOM cdepoil Ha
JIETOBOM KOMMYHUKAITUH, TPUHSATHIE | COBPEMEHHOM JTare; HOpPMaTHBHO-METOIMYECKYIO bazy
B CTpaHe (aX) M3y4aeMoro s3bIKa JIOKYMEHTAIIHOHHOTO O00eCIIeYeHHUs YIpaBICHUS

YMeeT OCyHIECTBIISITH XPaHEHHE W TIOMCK JIOKYMEHTOB; IIPABHIIBHO
KIaccUpUIMpoBaTh  MHPOPMAIMIO, JOKYMEHTHl B  OpTraHH3alLlUH;
HCTIONB30BaTh TEOPETHUYECKHUE 3HAHUS UISl COCTABICHHS W O(OPMIICHUS
JIOKyMEHTOB B OpraHM3aliu

Bnaneer HaBbikamu paboThl ¢ JOKyMeHTamu (IOJydYeHHe, mepenaya,
00paboTka, ydeT, peructpanus, KOHTPOJb, XpaHEHUE, CUCTeMaTH3allus,
IMOATOTOBKA JOKYMCHTOB JJId CAa4YM B apXHB, UX yHI/I‘-ITO)KeHI/Ie)

NYK — 4.3. BriOupaer | 3HaeT TeopeTHyeckue ¥ MHPOPMAIMOHHBIE OCHOBBI JIOKYMEHTAllMOHHOTO
KOMMYHHUKaTHBHO npueMieMble | o0ecriedeHus] yNpaBlIeHHs B COLMAIbHOW cdepe; TpeOOBaHHSA K TEKCTY
CTHJIb U CPEJCTBA B3aMMOJCHCTBHA B | CIYXEOHBIX JOKYMEHTOB

OOIIEHNN C IENOBBIMM MMAPTHEPAMH. | YMeET B3aMMOJIEWCTBOBATH ¢ KOJUIEraMH 110 BOIIPOCaM JIEJIONPOU3BOJICTBA,
cOOITIOIATh ATHYECKIE HOPMBI TIOBEICHHUS B MPO(eCCHOHAIBHOHN cpesie

BnaneeT HaBbIKaMH pa6OTBI C BXOOAIIUMHU U UCXOIAIIUMU JOKYMEHTaMU,
TIOWCKA U pETUCTPALIMU JOKYMCHTOB

NYK - 4.4 Bemer nenoByto | 3HaeT nmpaBuiia paboThl, METOBI M TEXHUYECKHE CPEICTBA OpraHU3aIluN
MIEPENNCKY M UCTIONB3YET JUAJIOT U | paboTHI C JIOKYyMEHTaMK; ClieUdHKy (OopM JeT0BOr0 OOLIEHUs, IpaBuiIa

COTpyAHUYECTBA B COHI/IaﬂBHOﬁ U |y (boprI HGHOBOﬁ MEPENUCKHU
npodeccroHansHO chepax

YMeeT ocylecTBIATh MUCbMEHHYIO U YCTHYIO JIEIOBYI0O KOMMYHHKAIUIO, B
T.4. C HCTIOJIb30BaHNEM COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH

Buiageer HaBbIKAMM COCTaBJIEHUS KOPPECIIOHACHLIUU, PACTIOPSIIUTENBHBIX
M JUYHBIX JOKYMEHTOB B  COOTBETCTBHM C  TpPEeOOBAaHUSIMH




Kon n HanMeHOBaHUE HHIUKATOPA
IOCTHOKEHUSI KOMIIETEHIIMH

Pe3ynpraTel 00ydeHus 10 TUCTIUIUTHHE

I[OKyMeHTOO60pOTa,
JOKYMCHTAallun

HCIIOJIb30BaHUA yHI/I(bI/IHI/IPOBaHHI)IX CHCTEM

COLMAJIbHON paboThI

OIIK-3 CriocoGeH cocTaBisTh U OPOPMIIATH OTYETHI IO Pe3yiabTaTaM MpoQecCHOHATBHON AesSTeIbHOCTH B cepe

HOIIK- 3.1 Cucrematusupyet
Ppe3yIbTaTH PO EeCCHOHATBHOM
JeSITeIbHOCTH B cpepe COIMaIbHOMI
paboTsl B hopMe OTIETOB.

3HaeT TpeOOBaHUS K TEKCTY OTYETHBIX JAOKYMEHTOB; COCTaB W IIpaBHIa
o(hopMIICHHS] pEKBH3HTOB OTYETHBIX IOKYMEHTOB

YMeeT cocTaBisITh M 0hOPMILAITh PAa3IMIHBIEC BHJIBI JOKYMEHTOB

Brageer  HaBBIKAMH ~ COCTaBICHHS  OTYETOB IO pe3ysibTaTaM
poeCCHOHANBHON MesATeTbHOCTH B cepe commamsHOW paboTHl B
COOTBETCTBHM C HOPMATHUBHBIMH TPeOOBaHHMSAMU M C HCIIOJIb30BAaHHEM
COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'0 TIOKYyMEHTO000pOTa

HUOIIK - 3.2. [IlpencraBiser
pe3ynbTaThl Hay4HOU u
MPAaKTHYECKOH  JESTENbHOCTH B

¢dopMe TMyONUYHBIX BBICTYIUICHHN
W/WITH yOTMKanuii.

3HaeT OCHOBHBIE TpeOOBaHUSI K O(OPMIICHHIO  YIPaBICHUYECKUX
JOKYMEHTOB

YMeeT Ha Hay4YHOM OCHOBE OPraHU30BBIBATh CBOU TPy

Brameer HaBbIKaMHU paboOTHl ¢ HAYYHOH IUTEpaTypoil, HOPMAaTHBHBIMU
aKTaMH, CTaHAApPTAMH; CIOCOOHOCTBIO TIOMCKAa HWH(OpPMAmuu JUId
COCTaBJICHHsI OTYETOB I10 pe3yJibTaTaM Npo(eCCHOHANBHO esTeNbHOCTH
B cepe ConranbHOi padoThl

IK-2 CnocofeH K IIaHUPOBAHUIO MO TPENOCTABICHUIO COLMATIBHBIX YCIYT, COLUAIBHOIO COMPOBOXKICHUS, MEp
COLMAJIBHOW IMONAEPKKU W TOCYIAPCTBEHHOW COIMAIBLHOM MOMOUIM, a TaKke NPOQHIAKTUKE OOCTOSTENLCTB,
00YCIIOBJIMBAIOIINX HYKJa€MOCTb B COLMATIBbHOM 00CIyKHBaHUH

HUIIK-2.2. OdopmisieT
JOKYMCHTAIUIO,

HEOOXOAUMYIO JUTS TIPEIOCTABICHUS
Mep COIMAIBHOM 3aIlUThI.

3HaeT mpaBwia OQOPMICHHS JOKYMCHTAIlUH, HCOOXOIMMOW  JIJIs

MIPEIOCTABJICHUS MEP COITMAILHOMN 3aIIUThI

Ymeer oopMIIsITh TOKYMEHTALUIO, HEOOXOAUMYIO JUISl MPEAOCTABICHHS
Mep CONMAIFHON 3aIIUTHI

Bnaneer naBbIKamm O(I)OpMJ'IeHI/IiI JAOKYMCHTAlWH, HGO6XOZ[I/IMOI71 JJIA
IpeAOCTaBJICHUS MCP COHHaHBHOﬁ 3alIUTHI

PG3YJII)T8.TI)I O6yT-I€HI/I$I M0 AVCHHUIUIMHE AOCTUIalOTCA B paMKax OCYLICCTBJIICHHA BCCX
BHUI0B KOHTAKTHOM M CaMOCTOATECIbHOM pa6OTI>I o6yqaloumxc;1 B COOTBCTCTBUH C YTBCPKACHHBIM

y4€OHBIM IIJIaHOM.

2. CTpyKTYypa M coaepKaHue TUCHUIITUHbI

2.1 Pacnipenesnenue TPy10éMKOCTH AUCHUILINHBI 10 BUAAM padoT

O61as Tpy10€MKOCTh TUCIUIUIMHEI cocTapmsieT 3 3a4. el. (108 wacoB), nx pacnpenenenue
10 BUZaM pabOT MPEACTaBICHO B TaOJIHIIE

Bug yue6Ho# paboThl Bceero CemecTpsl
4acoB (dacer)
7 8

KonTtakTHas pa6oTa, B TOM YHcJIe:

AyauTOpHBIE 3aHATHS (BCEro):

3aHsATHA JTEKIIMOHHOTO TUTIA 16 16

JlaGopaTopHble 3aHATHUS - -

3aHATUS CEMUHAPCKOTO TUTA (CEMUHAPHI, 32 30

MIPAKTUYECKHE 3aHSATHS)

HNuasi koHTaKkTHasi padora:

KonTtposns camocrositensHoit paboTs! (KCP) 5 5

IIpomexyrounas atrectauus (MKP) 0,2 0,2

CamocrosiTesibHass padoTa, B TOM YHCJIe: 54,8 54,8

ITpopaboTka yueOHOTO (TEOPETUIECKOTO) MaTepHraia 24 24

BrImonnHeHne WHAMBH Ty aIbHBIX 3aJJaHAH (TTOATOTOBKA 29 99

CO001IeHNUT)




Pedepar 8,8 8,8

IToaroroBka Kk TEKylemMy KOHTPOJIIO - -

KonTpoub:

IToaroroBka Kk sK3aMeHy - -

OO0mas Tpy10eMKOCTh gac. 108 108
B TOM YHCJI€ KOHTAKTHAas 53,2 53,2
padora
3a4. e[ 3 3

2.2 CTpyKTypa A¥CUMIIIMHBI
Pacnpenenenue BuioB yueOHON pabOThI U UX TPYJOEMKOCTH IO pa3JieaM JAUCHUIIUHBI.
Paznensl (TeMbl) AMCUUIUIMHEL, H3y4aeMble B 7 cemecTpe (ouHas popma)

KonuuectBo yacos

AynutopHas Breayur
Ne HammenoBanwne paznenos (Tem) Beero pabora opHas
paboTa
J | 113 JIP CPC
1 2 3 4 5) 6 7

PA3JIEJI | OcobenHoCTH JOKYMEHTAIMOHHOTO
yIIpaBJICHUS B COIIMATIBLHON paboTe

OcCHOBHBIE TIOHATHS J1IONPOU3BOJCTBA. PazBuTHe
1. |mpexcraBienuii o foKymeHTe. JlOKyMEHT B 10 | 2 2 - 6
COIIMAJIbHOM padoTe.

3aKoHOaTeIbHOE U HOPMATUBHO-METOJMUECKOE
2.  |perynmupoBaHUE JOKYMEHTAIIMOHHOTO 00ecreueHus 148 2 4 - 8,8
YIIPABJICHUS B OpPraHU3alUsIX COLUAIBHOM Cephl.
PA3JIEJI Il Opranu3zamust JOKyMeHTO000pOTa B
COIMabHOM cepe

CoBpemeHHbIe TPeOOBaHUS K COCTaBy U O(POPMIIEHHUIO

3. 22 | 4 8 - 10
JTJOKYMEHTOB.
OCHOBBI JOKYMEHTOO0OPOTA: TPUHIIUTIBI

4.  |opraHuzanuu, cnenuduka J0KyMeHTO000poTa B 22 | 4 8 - 10
COIMAILHOM padoTe.

5 Opranuzanus XpaHeHus: JOKYMEHTOB B 18 | 2 5 i 10
JIeJTOTIPOU3BOJICTBE.

5 CoBpeMeHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUU B 16 | 2 4 i 10

" |memonmpou3BOACTBE COIMAIILHON PaOOTHI.

UTOI'O no pazdenam oucyuniumnsi 102,8| 16 32 54,8
KonTpons camocrositensHoi pabotsl (KCP) 5
ITpomexyrounas atrectanus (MKP) 0,2
[ToaroToBka K TEKynieMy KOHTPOJIIO
OO0m1ast TpyA0€MKOCTh IO TUCIUILIAHE 108

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3ansTus / cemuHapsl, JIP — maGoparopHbie
sanstusi, CPC — camoctosiTenbHast paboTa cTyIeHTa


https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201

2.3 Conep:xanue pa3iesioB (TeM) THCHUNIHHBI
2.3.1 3aHsaTHA JEeKINOHHOI0 THIIA

dopma
Ne Haumenosarne Copepxanue paszena (Tembl) TEKYLIETro
paznena (Tembl)
KOHTPOJIS
1 2 3 4

1. |OcHOBHBIE OHATHS IIpenmer, coneprxanue, 3anauu Kypea. [lonstua|  Koncnekr
JeJIONPOU3BOJICTBA. |«HH(MOPMALIUS u «TOKYMEHT», JIEKIIMH,
Pa3Butue «IOKYMEHTAllMOHHOE  O0EeCIeueHne YIpaBJICHUSs |IKCIIPECC-OMPOC
MpEJICTaBICHUMN O (IOY)». DBOJIIOLUS TEPMUHOJIOTUU B
JIOKYMEHTE. OTEYECTBEHHOM M 3apy0eKHOM 3aKOHOJATEIbCTBE.

JlokyMeHT B TepMuHOIIOrMYECKHE CTaHJIapThI. PazButue
COLIMAJIHOW paboTe. |MpeicTaBlIeHUuil 0 JAOKyMmMeHTe. Poinb JOKyMmMeHTa B
KU3HU dYelloBeKka M oOuiectBa. BiusgHue HaydHo-
TEXHUYECKOTO MPOTrpecca Ha Pa3BUTHE TOKYMEHTA.
CaoiicTBa u MPU3HAKU JIOKYMEHTA.
JIOKyMEeHTaIlMOHHOE O0eCIieueHUe yNpaBICHUs KaK
BayKHEHIas GyHKIUS yIPaBIEHUs, €€ MECTO CPEAH
IpYTuX yIrpaBleHUeCKuX (yHKIuA. B3ammocsszb
CUCTEMbl YIIpPaBJIEHUS B LEJIOM U CHUCTEMBI
yIpPaBICHUSI JOKYMEHTaMHU. 3HAUEHHUE JOKYMEHTOB
JUISL peallu3aluy  YOPABICHUYECKUX PEIICHUH B
COIMATILHOM paboTe.

2. |3akoHOnaTenbHOE U CrpykTypa 3akoHOJaTenbHONM M HopMatuBHOW| KoHcmekt
HOPMAaTUBHO- 6a3pl JIOVY: Koncrurynus P®, Koncruryunonssie JIEKIUH,
METOANYECKOE 3akonsl, enepanbHble 3akoHbl, akThl [Ipe3uaeHTa|s3Kcpecc-onpoc
peryaupoBaHue PO, IIOCTAHOBJIEHUS [IpaBuTenscTBa PO,
JOKYMEHTAIL[MOHHOT'O |BEIOMCTBEHHBIE AaKTBHI, 3aTParuBaroOIlIMe BOIIPOCHI
oOecrnieueHus JIeJIONPOU3BOICTBA.

YIPABICHUS B HopmaTtuBHo-MeTonnueckue aktel mo JOVY:

OpraHM3aIusIxX WHCTPYKLMHU, MpaBUiia, MEPEYHU JOKYMEHTOB CO

COLIMAJIbHOM cdephl. [cpokaMK XpaHeHuss u Jp. Ux 3HaueHuwe s
MIOCTAHOBKH JIEJIOTIPOM3BOJICTBA B OpraHM3alUU
COLMAJIBHOM Cephl.

3. |CoBpemeHHBIE O030p OCHOBHBIX HOPMATHUBHBIX JOKyMEHTOB.| KoHcHekT
TpeOoBaHUs K I'oCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO JIEKIIMH,
COCTaBy U nHpopmanuy, OUOIMOTEYHOMY M H3JATEIbCKOMY|3KCIPECC-0IPOC
oopmieHuro Jely. Opranu3anroHHO-PACIIOPSAUTENbHAS
JIOKYMEHTOB. JOKYMEHTAIUS».

TpeboBanust K O(OPMIIEHUIO JOKYMEHTOB.
brnanku nokymMeHTOB, o¢OpMIIEHHE PEKBU3UTOB
JOKYMEHTOB, O(QOpMJIEHHE OTICIBHBIX BHJOB
JOKYMEHTOB W coOcCTaBe JOKyMeHTOB. I[lonsTue
«pexBu3uTY. lloHsATHe «popmynsipa JOKYMEHTa.
Ponr Onanka B crpykType nokymenta. CocrtaB
OnmaHKa, TMOPSJIOK PACHOJOXKEHUS PEKBU3UTOB B
OJ1aHKe.

4. |OcHOBBI JloKyMeHTO060pOT KaK s¢¢extuBHbI|  KoHcmekT
JOKYMEHTOO0OpOTa: |MHCTPYMEHT  ONTHUMHU3ALUK  YIPaBICHYECKUX JIeKIUH,
MIPUHIUTIBI pemieHnii. OLiEHKa COBPEMEHHOIO  COCTOSIHMSI| 9KCIIPECC-OIPOC
OpraHu3alui,




cnernuduka
JTOKYMEHTO000poTa
B COLIMAJIbHOMN
pabore.

JOKYMEHTAI[MOHHOTO 00€CHeueHusl yIpaBleHUs B
COLIMAJIbHOM cdepe.

Crpyktypa W of0mas  XapakTepuCTHKa
JOKYMEHTOIIOTOKOB B JIOKyMeHTooOopoTe. [IpaBuia
OpraHu3aluu JBYDKEHUS JIOKYMEHTOB B
opranuzaii. OCHOBHBIC TMOHSATHS; TPEOOBaHHUA K
OpraHu3ali JIOKyMEHTO00OpOTa; OCOOEHHOCTH
paboTBl ¢ DJCKTPOHHBIMH  JOKYMEHTaMH;
o0s13aTeNbHbIE CBEJICHUS 0 JOKYMEHTaXx,
WCTIOJIB3YEMBIX B IIEJIAX yUETa U MOMCKA IOKYyMEHTOB
B CHCTEMax 3JIEKTPOHHOIO IOKYyMEHTO000pOTA.

[TpuHIMIBL OpraHM3aluU JOKYMEHTOO0OpOTa.
OcHOBHBIE 3Talbl JIOKyMEHTOOOOpOTa: MpUeM u
nepBUYHas 00paboTKa MOCTYMAIOUINX JOKYMEHTOB,
IIPEBApUTEIIBHOE  PACCMOTPEHME, PErucTpanus
MOCTYTAOIIIX JIOKYMEHTOB, MOPSIIOK
paccMOTpeHHsI  JIOKyMEHTOB  PYKOBOJICTBOM U
JIOBEZICHUSI TOKYMEHTOB JI0 MCIIOJIHUTENEH, pabota
WCTIOJTHUTEIS C JOKYMEHTaMH, OpTraHU3aIus padoThI
C OTIIPABJIIEMBIMU JOKYMEHTAMH, UX PETUCTPALIU U
OTIIPaBKa;  pErUCTpalsi U NPOXOXKICHHE
BHYTPEHHUX JOKYMEHTOB.

Crieruduka 10KyMeHTO000pOTa B COLUAIBHON
pabore. Buapl TOKyMEHTOB coluanbHON cdeprl B
COOTBETCTBUH ¢ 3akoHOM KpacHomapckoro kpasi ot
05.11.2014 N 3051-K3 «O comuaspHOM
OOCITy’)KMBaHMHM  HACeNeHWss Ha  TEPPUTOPHUHU
KpacHomapckoro kpasi» (C  HM3MEHEHUSMH H
JIOTIOJTHEHUSIMU) U OCOOCHHOCTH pPabOThl ¢ HUMHU
(oOparmieHus rpakJaH, OTUYEThI, 3asIBJICHUS U T.1I.).

Crnenuduka GopM IeI0BOT0 00IICHMUS,
npaBuia U GOPMBI I€TOBOH MEPETTUCKH.

Opranuzanus
XpaHeHUs
JIOKYMEHTOB B
JIETOTIPOU3BO/ICTBE.

[Tonsarue «KOMIIJIEKCA JIOKYMEHTOB.
@opMHUpOBaHME  KOMIUIEKCOB  JOKYMEHTOB B
TEKYyILEM JIeJ0nponu3BoicTBe. DeepanbHblil 3aKOH
Poccuiickoit denepaunn ot 22 okTa6ps 2004 r. N
125-®3 «O6 apxuBHOM Jene B Poccuiickoit
®denepanum» (MOCIETHSS PEIAKIIHS).

HopmaTtuBHo-MeTonnueckue MaTepuaibl
(dbenepaibHONM apXWUBHOW CIY»KOBbI 00 OpraHU3aIu
paboOTBl C JOKyMEHTaMH 10 TOJATOTOBKE K
apxuBHOMY XxpaHeHuto. IloHsTue «aepeueHb
JOKYMEHTOBY». J[eHCTBYIOLINE IEPEUHHU C TUIIOBBIMU
CpPOKaMH XpaHEHUSs TOKYMEHTOB.

[IpaBuna XpaHeHUs JOKYMEHTOB B TEKYIEM
JIeJIONPOU3BOJICTBE opranu3aiuu. OTBETCTBEHHOCTD
3a COXpaHHOCTb JOKyMeHTOB. lloaroroBka nenm k
nepenadye B apxuB. Onuch JAen. ODKcOepTusa
LIEHHOCTH JIOKYMEHTOB. Y HUUTOKEHUE JJOKYMEHTOB.

Koncniekr
JIEKIIHMH,
3KCIPECC-0MPOC




CoBpeMeHHbIE
nH(pOpMaIMOHHBIE
TEXHOJIOTHUHU B
JeTIOTIPOU3BOICTBE
COILIMAIIEHOU PaOOTHI.

Nudopmaruzamms o0111eCcTBa, [IOHSITHUE
uppoBOro oO1iecTBa. WNudopmannonnsle
COLIMAJIbHBIC TEXHOJIOTUU. AKTyalbHBIH 0030p

peinka C3JI. IlporpamMmHoe obecriedeHue JUIst
cObopa, aHanmu3a UHGOPMALMU M COCTaBJICHUSA
OTYETOB.

Koucnekr
JICKIIMH,
AKCTPECC-0IPOC

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA

dopma
Ne Hanmeroare TemaTuka NpakTUYECKUX 3aHATUH (CEMHHAPOB) TEKYILEro
pazzena (Tembl)
KOHTPOJIS

1 2 3 4

1. |OcHoBHBIC TOHATHS Ucropuueckuii OIBIT OpraHu3auu Ormpoc,
JEJIONPOU3BOJCTBA. |IEIONPOU3BOACTBA B rOCylapCTBEHHBIX|  JUCKYCCHS
Pazsutne yupexaenusx Poccun. Bonpocs! nenonpoun3BoacTaa
IIPEJICTaBICHUHN O B 3akoHoxmarenscTBe Ilerpa [. Munucrepckas
JIOKYMEHTE. pedpopMa U €€ BIMSIHHME HA JIEJIONPOU3BOJICTBO
JloKyMeHT B BBICIIMX W  LEHTPAIbHBIX  T'OCYIapCTBEHHBIX
colMaibHOM padore. |yupexaenuil. Hacnenue coBeTckoro mepuoga B

COBPEMEHHOM  HOpPMAaTHBHOM  0a3e  MOJUTHKH
yIpaBieHUs JOKyMEeHTaMH. Pa3Butme pabot 1m0
CTaHJAPTU3aLMM U YHU(UKALUU YHPaBICHYECKUX
nokymeHTtoB B 1970 - 1990 rr. Hanpasnenus
rocyaapcTBeHHoro peryiaupoanus JOY B 1990-e —
2020-e  rTompl.  OcCOOEHHOCTH  COBPEMEHHOTO
3JIEKTPOHHOI0 IOKYMEHT0000pOTA.

2. |3aKOHOJATENTHHOE U Bomnpocel penmonpou3BoacTBa M JocTyna K Pedepar
HOPMaTHUBHO- uHpopmanuu B kojekcax Poccuiickoit deneparum.
METOUYECKOE CoBpemeHHass HOpPMAaTUBHO-METOAMYECKass 0asa
peryJIinpoBaHue JIEJIONPOU3BOJCTBA 00 UH(POPMALIMOHHBIX
JIOKYMEHTAIlMOHHOT O [TEXHOJIOTMAX. BiausHne HanmonanbHON MporpaMMmabl
o0ecrieueHus «Hudposas SKOHOMHKA 2024 r.» Ha
yIpaBJjeHUs B nokymeHTtoobopor. denepanbHble 3akoHBL: «OO0
OpraHu3aLusIX uHpopMalry, HH(YOPMAIIMOHHBIX TEXHOJIOTUSAX U
conuanbHOM ceprl. [3ammuTe  uUHPopmanum», «O  TEPCOHATBHBIX

JNaHHbIX», «O0 3MeKTpoHHOM LM(POBOM moanucH,
«O6 apxuBHOM jene B Poccuiickoit denepanumny,
«O  rocymapcTtBeHHOM  A3blke  Poccuiickoit
Q®enepauun» U Ap. HaumoHalbHbBIE CTaHIAPTHI U
cragmgaptel  MMCO 0 mMonuTHKE  yIpaBlIEHUS
JIOKYMEHTaMH.

3. |CoBpeMeHHbBIE TpeGoBanust K TEKCTy pa3IM4YHBIX BHJOB| BrInonaHeHue
TpeOoBaHUs K YIpaBJIE€HYECKUX JTOKYMEHTOB. HMH(pOpMalnoHHO-| MpaKkTHYECKUX
COCTaBYy U CIpaBOYHBIE JOKYMEHTHl B COIMaIbHOU cdepe. 3a/laHui
0 OpMIICHHUIO TpeGoBanus kK 0POPMIIEHUIO U COAEPIKAHUIO.

JIOKYMEHTOB.

4. |\OcHOBBI Cnenuduka T0KyMEHTOOO0pOTa B COIMaIbHOW| BrImonHenne
JIOKYMEHTO00opoTa: [padore. JTanbl, 0cOOEHHOCTH OPOPMIICHHSI, HOPMBI| MPAKTHUYECKUX
MIPUHIUIIBI U CII0)KHOCTH paboThl ¢ JOKYMEHTaMH (0OparieHus 3a1aHUI
OpraHu3aIui, TpaXaaH, OTYEThl, 3asBIeHUS H T.O.). JlemoBoe
cnenuduka
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JIOKYMEHTOOOOpOTa |MUCHMO: HIOAHCHI COBPEMEHHOH MHCHbMEHHOM

B COLIMAJIbHOM KOMMYHHKAIUH.
pabore.
S. PazpaboTka W BeneHHME HOMEHKJIATYphl fel.| BwimomHenue
Homenknarypa i B OpraHu3alyy CO CMEIIAHHBIM| IPAKTUYECKUX
Opranusams JOKYMEHTOO0OpOTOM.  MeTonuKa  COCTaBIICHUS 3a/laHui
XpaHeHN HOMEHKJIATYPHI I€]I: U3YYCHHE COCTaBa JOKYMEHTOB,
JIOKYMEHTOB B Cpoxku XpaHEHUs  JTOKyMEHTOB. [opsox
oopMiIeHHs, COIJIaCOBAaHUS U YTBEP)KACHHUSA
JIEI0NIPOU3BOJICTBE.
HOMEHKJIATypBhI ACII.
IlonroroBka nen k nepenade B apxuB. Omnuch
Jies1. DKCIepTU3a HEHHOCTU JOKYMEHTOB.
6. |CoBpeMeHHbBIE bazer pammbix. [lpunmumsr  pabGoter CO/I. Ompoc,
vH(pOpMalMoHHbe | XapakTep HH()OPMALMOHHON YCIYTH B COLMAIBHON|  JAUCKYCCHS
TEXHOJIOI'MH B pabote, WH(POPMALIMOHHO — CIPABOYHBIC YCIYTH,

ACTOUPOUSBOACTBE | ga3piBaeMble COIUATIBHBIMU CITYKOAMH.
COITMABHOM PaOOTHI.

2.3.3 J/1aGopaTopHble 3aHATHS He NPeIyCMOTPEHbI
2.3.4 KypcoBble padoThl He IPexycCMOTPEeHbI

2.4 llepeyeHb y4eOHO-MeTOAMYECKOr0 00ecneYeHUs AJIs1 CAMOCTOATEIbHOH padoThl
00y4yaroIuXCcsl M0 JUCHHUIIMHE (MOYJIIO)

[TepeueHs ya4eOHO-METOAMYECKOTO 00SCTICUCHUS JUCIIUILTAHBI

No Bug CPC T10 BBIMIOJHEHUIO CAMOCTOSTEIHLHON pabOThI
1 2 3
1 CaMOCTOfITCJ’IBHOC MCTOI[I/I‘IQCKI/Ie PEKOMEHAANHU 1O OpraHu3alv U BbIITOJHCHUIO
COCTAaBJICHHUC y‘l66HOFO CaMOCTOATEIBHOMN pa6OTLI CTYACHTOB JIA 6aKaJ'IaBpOB HaIpaBJICHU

KoHcriekTa Tembl (pazaena) |39.03.02 - CoumanbHas paboTa ¥ MarHCTPOB HATIPABJICHHS
Y HalKMCaHue KOHCIIEKTa Ha |noaroToBku 39.04.02 - ConuansHas padota nmpotokos Ne 13 or 10.03.

JIEKIIMOHHOM 3aHITUH 2021
2 IMoaroroBka k onpocy u  |MeToAMYECKHE PEKOMEH/IAIMH 110 OPTaHU3AIUHU U BBITOTHEHUIO
3KCIIPECC-0MPOCY CaMOCTOSITEILHON PabOThI CTYICHTOB JJIsi OaKalaBpOB HAIIPaBJICHUS

39.03.02 - CounanpHast paboTa 1 MarucTpoB HarpasJICHHS
noarotoBku 39.04.02 - Connanpras padora mpotokon Ne 13 ot 10.03.

2021
3 IToaroroBka k yyactuio B [MeTOMYECKUE PEKOMEH IAIIUN 110 OPTaHU3alMU U BBITIOJIHEHUIO
CPYIIIOBOM THUCKYyCCUU CaMOCTOSITeTTLHON pabOThI CTY/IEHTOB I OaKaIaBpOB HAIIPABIECHUS

39.03.02 - CounanpHast paboTa 1 MarucTpoB HarpaBJICHUS
noaroToBku 39.04.02 - Commanbrast padota mpotokon Ne 13 ot 10.03.
2021

4 Pedepar MeTtouveckne peKOMEHAIINY 110 HAIMMCAaHUIO0 3cce, pedeparTos,
yTBEPKACHHBIE KaQepoil HHPOPMAITMOHHOTO MEHEIKMEHTA U
ouzHec-porteccoB, mpoTokos Nell ot 30.06.2017 r.

Y4eOHO-METOANYECKHUE MaTepuajbl I CaMOCTOATEIBHONW pabOThl OOYyYalOMIUXCS W3
qrclia MHBAIHUIOB U JIUI] C OTPaHUYCHHBIMU BO3MOKHOCTSIMH 310poBbs (OB3) nmpenocTaBisiroTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3JOPOBBS M BOCIIPUATHS HHPOPMAIUH:

Jis U1 ¢ HApYIICHUSIMH 3PEHUS:
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— B [1€4aTHON (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe 2JIEKTPOHHOT O IOKYMEHTA,

— B (popme ayamodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaitns.

JIyist JnL ¢ HapyIIeHUsIMHU CIIyXa:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

Jlnist 11 ¢ HapyIeHUsIMU OTIOPHO-/IBUTATEIBHOTO anapaTra:

— B mieyaTHoM hopme,

— B (hopMe 3JIEKTPOHHOI' 0 TOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBINA TNepeyeHb MOXET ObIThb KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTMHI€HTA
o0yyJaromxcs.

3. O0pa3oBare/ibHbIC TEXHOJIOTHH

B npenonaBaHuu Kypca HCIOJIB3YIOTCSI COBpEMEHHbIE 00pa3oBaTelbHbIE TEXHOJIOTHU:
JEKIMH, NMPAKTUYECKUE 3aHATUSA, NPOOJIEMHOE O0ydeHue, MOIYyJIbHAs TEXHOJIOTHS, JIEKLHUU -
JMCKYCCHH, CAMOCTOSTENIbHAs paboTa CTYJEHTOB.

KoMIIeTEeHTHOCTHBIN MOAXOX B paMKax MPENnoJaBaHus IUCLMILUIMHBI pPEalu3yercs B
UCIIOJIb30BAHUU HMHTEPAKTUBHBIX TEXHOJIOTUH M AKTUBHBIX METOJOB (IPOEKTHBIX METOMUK,
MO3rOBOI'0 LITYpMa, pa300pa KOHKPETHBIX CUTYallUi, POJIEBbIE U JI€JIOBbIE UIPbI, UHBIX (hOpM) B
COYETaHWUH C BHEAYJUTOPHOH paboToil. MH(bOopMannOHHBIE TEXHOJIIOTUH, MPHUMEHSEMBbIE TPU
U3y4eHUM JMCUUIUIMHBL: MCIIOJIb30BaHME HMH(DPOPMALMOHHBIX PECYpCOB, JOCTYIHBIX B
UH(POPMALIMOHHO-TEIIEKOMMYHUKAIMOHHON ceTd HHTepHeT. AnanTuBHbIE 00pa3oBaTElbHBIE
TE€XHOJIOTHH, INPUMEHSIEMbIE IPH H3YYEHHH JUCLMIUIMHBI — U1 JIMI C OTPaHUYEHHBIMU
BO3MOXHOCTSIMHM 37I0POBbsl IIPELyCMOTPEHA OPraHU3alMs KOHCYJIbTALMH C HCIOJIb30BaHHEM
3JIEKTPOHHOMU MOYTHI.

4, OIICHO‘-IHLIC H METOAUICCKHEC MATCPHAJIbI
4.1 OueHouyHble cpeAcTBAa Ui TeKYHIero KOHTPOJSA  YCINeBAeMOCTH H
NMPOMEKYTOYHOM aTTeCTAlUN

OrneHouHble cpelcTBa MpeJHa3HAueHbl Uil KOHTPOJIE M OLEHKH 00pa30BaTelbHbIX
JOCTHKEHUIN oOyuaronmxcs, OCBOMBIIMX  MporpaMMmy  y4yeOHOW  JTUCIUIUIMHBI
«/lemonpon3BOACTBO B COIUATILHOM paboTey.

OneHouHble CpeACTBa BKIIOYAET KOHTPOJBHBIE MaTepUaibl IS NMPOBEACHUS TEKYLIETO
KOHTpOJIS B (hopMe MpaKTUYECKUX 3aJaHUi, pedepara U MPOMEKYTOUHOM aTTecTaluu B popme
BOIIPOCOB K 3a4€Ty.

OneHouyHble CpeACcTBa JUIsl WHBAJIMAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXHOCTSMU

3/10pOBbsI BHIOUPAIOTCS C YUETOM UX WHAMBUIYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— IIpY HEOOXOJMMOCTH MHBAJIUAAM U JIULIaM C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI
IIPEIOCTABIIAETCS JOMOJHUTENBHOE BPEMs JUIsl TIOATOTOBKHM OTBETA HA DK3aMEHE;

— MIPU MIPOBEJICHUU MPOLIETYPHl OLICHUBAHUS PE3yJIbTAaTOB O0YyUEHHUsI UHBAJIUIOB U JIUIL C
OTpaHMYEHHBIMH BO3MOXHOCTSIMU 310POBbsI MPEAYCMATPUBAETCSA UCIIOJIb30BAHUE TEXHUYECKHUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3M C UX MHJIUBUIYaTIbHBIMU OCOOCHHOCTSIMU;

— IpU HEOOXOAUMOCTH JJIs1 00YHaIOIUXCs ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 3710POBBS
U UHBaJWAOB IIpOLeypa OLIEHUBAHUSA pE3yNbTaTOB OOYyYEHHUs 10 JUCHUILUIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Ipouenypa oneHuBaHusl pe3yiabTaTOB OOY4YEHMs] WHBAJIUAOB U JIMIl C OTPAHUYEHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJIYJIO) IMpeaycMaTpuBaeT IpeloCTaBIeHUe
uHpopMaluu B QopMmax, aJaNTUPOBAHHBIX K OrPAaHUYEHHMSIM HMX 3J0pPOBbS M BOCIPUSATHUS
uHpOpMaLUu:
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Jis 11 ¢ HapYIICHUSIMHA 3PEHUS:

— B TIeYaTHOUW popMe YBEITUICHHBIM MIPUPTOM,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA.

JUuist I ¢ HApYIIEHHUSIMU CITyXa!

— B mieyaTHoM hopme,

— B (hpopMe 3IEKTPOHHOTO IOKYMEHTA.

Jist 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO armapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TepeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0yyJaroumxcs.

CprRTypa OLHCHOYHBIX CPEACTB AJIHA TeKleIeﬁ H HpOMe)l(yTO‘lHOﬁ aTrTreCTalmum

Kon n HaumeHOBaHUE HaumenoBanue
Ne uHAUKaTopa (B PesynbraThl 00y4yeHust (B COOTBETCTBHHU C . OIICHOYHOTO CPENICTBA
n/m COOTBETCTBHH C II. 1.4) Texyrmmit IIpomexxyrounas
1.4) KOHTPOJIb aTTecTalns
3HaeT nmpeaMer, colepyKaHnue u 3a0aun Ompoc. Bomnpoc Ha 3auer
JIEIIOTIPON3BOICTBA B COIMABHOI chepe; Pedepar. 1-8, 11, 18, 23
NyK-4.1 MECTO U POJib JOKYMEHTOB B YIIPaBICHUH
Coburo1aeT HOPMBI M | COLIMAJIBHOM cepoil Ha COBpEMEHHOM
TpeGOBaHKA K YCTHOM | 3Tare; HOPMAaTHBHO-METOJUUECKYI0 6a3y
U MIUCHhMCHHOM JIOKyMEHTaI[HIOHHOTO 00ecreYeHuns
JIeTIOBOM YIIPaBJICHUS
KOMMYHHKAIIWH, YMeeT oCylIeCTBISITh XPaHCHUE W TOUCK
1 MPUHATHIC B CTPAHE | OKYMCHTOB; MPABHIBHO KIaCCUGHUIIMPOBATH
(ax) uzyuaemoro HH(POPMALIUIO, TOKYMEHTHI B OpPraHU3aI|H;
SI3bIKA UCIIOJIb30BaTh TEOPETHYECKUE 3HAHUS JIIS
COCTaBJICHUS U 0POPMIICHUS JOKYMEHTOB B
OpTaHU3aINH
Brageer HaBEIKaM# paOOTHI C TOKYMEHTaMHU
(nmoyduenue, nmepenaya, o0pabOTKa, y4erT,
perucTpanus, KOHTPOJIb, XpaHEHHE,
CHUCTEMaTH3alHs, IIOATOTOBKA TOKYMEHTOB
JUTS CIa4Y¥ B apXWB, UX YHUUITOXKCHHE)
UVK — 4.3 3HaeT TeopeTHIECKIe U HH)OPMAIIMOHHEIC [Ipaktraeckoe | Bompoc Ha 3ader
Bui6 a'e ' OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTIeYeHHSI 3aJaHne 9,17
bIOUpaET N
p YIIpaBJICHUsI B COLMaIbHOMN chepe;
KOMMYHHKATUBHO
TpeOOBaHUS K TEKCTY CITY)KEOHBIX
MIpUEMJIEMbIC CTHJIb U
JIOKYMCHTOB
cpezacTBa "
. YMeer B3anMOIEHCTBOBATH C KOJUIEraMH 110
2 B3aUMOJICHCTBHS B
NN BOIIPOCAM JIEJIONIPOU3BO/ICTBA, COOII0ATh
STHYECKUE HOPMBI TIOBEACHUS B
JICITOBBIME .
npodecCHOHATIBHOM cpeJe
mapTHEPaMH.
Brageer HaBBIKaMu pabOTHI ¢ BXOIAIIAMU H
UCXOISANIMNMU TOKYMEHTaMH, TIOMCKA U
pETUCTpaIfK JOKYMEHTOB
3HaeT npasmia paboThl, METOIBI U [Ipaktryeckoe | Bompoc Ha 3ader
UYK—4.4B TEXHUYECKHE CPEJICTBA OPTraHU3auu pabOTHI 3aJIaHue 15, 16, 19, 20
— 4.4 Bener
A C IOKyMEHTaMu; crienupuKy GopM JeI0BOro
JIETIOBYIO NIEPETIUCKY .
oO1eHus, mpaBuia U GOPMBI 1ETOBOH
Y UCTIOJIB3YET TUAJIOT
MEPEIHCKH
JUISL COTPYIHUYECTBA
3 . YMeeT oCymecTBIATh MMCHbMEHHYIO U
B COMMATLIOM I CTHYIO JICIIOBYI0O KOMMYHHUKAIIHIO, B T.Y. C
npodeccnoHamTbHOMI yerny Y y o
ctbepax HCIIOJIb30BAHHEM COBPEMEHHBIX
p HH(POPMAIMOHHBIX TEXHOJIOTHI
Bnaneer HaBbIKaMu COCTaBICHUS
KOPPECIIOH/ICHIINH, PACTIOPSIUTEIbHBIX U
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JIMYHBIX TOKYMECHTOB B COOTBETCTBUH C
TpeOOBaHUAMHU JOKYMEHTOOO0POTA,
MCTIOJIb30BaHMsl YHU(PUIPOBAHHBIX CUCTEM
JIOKyMEHTAIHN

3HaeT TpeOOBaHUS K TEKCTY OTYETHBIX [Npaktuueckoe | Bompoc Ha 3ayer
JIOKYMEHTOB; COCTaB U IpaBHIIa 3aJaHne 6, 14, 21, 22
HOIIK- 3.1 odopmIteHHSsT pEKBU3UTOB OTYETHBIX
Cucremarusupyer | JOKYMEHTOB
pe3yIbTaThl YMeeT cocTaBIATh U 0QOPMIIATH pa3IndHbIe
npodeccHoHaNBHON | BUJIBI JOKYMEHTOB
JIeSITEIIbHOCTH B Braneer HaBbIKaMM COCTaBJICHHS OTYETOB I10
cepe connanpHOl | pesympraram npodecCHOHANBHON
pabortsl B hopme JIESITENIbHOCTHU B c(hepe COLUaIbHONU paboThI
OTYETOB. B COOTBETCTBHU C HOPMATHBHBIMH
TpeOOBaHUSIMHU U C HCHIOJIb30BAHUEM
COBPEMEHHBIX CHCTEM JIEKTPOHHOTO
JIOKYMEHT0000poTa
HOTIK - 3.2 3HaeT OCHOBHBIE TPEOOBAHUS K Omnpoc Bomnpoc Ha 3ager
- 0(OPMIICHHIO YTIPABICHUYECKUX JOKYMEHTOB 24,25
IIpencrapaser v
. | YMeer Ha HayYHOH OCHOBE OpraHU30BHIBATh
pe3yabTaThl HAYYHOR o
o CBOI1 TpYX
U MIPAKTHIECKOH v
Brageet HaBBIKaMU pabOTHI C HAYYHOH
JeATEeIbHOCTH B .
JUTEPATYpO, HOPMATHBHBIMU aKTaMH,
(hopme myOTHIHBIX
. CTaHJapTaMH; CIOCOOHOCTBIO IOMCKa
BBICTYIIJICHUH I/I/I/IJ'II/I
o nH(opMaLuK JIsl COCTABICHUS OTYETOB MO
myOnuKanuii. .
pe3yabTataM npodeccHoHaIbHON
JIeSITENIbHOCTH B chepe COLMaIbHON paboThI
UIIK-2.2. 3Haet npaBuia ohopmiieHUs TokyMeHTanuu, | [Ipakruueckoe | Bompoc Ha 3auer
Odopmiser HEOOXOIUMOM JIJISl MPEIOCTABJICHUS MEP 3a/laHue 9-13
JIOKyMEHTAIHIO, COLMAIBHOM 3alUThI

HEOOXOTUMYIO ISt
TIPEIOCTABIICHUS Mep
COIMATBHOMN 3aIIIUTHI.

Ymeet ohopMIISITh TOKYMEHTAIIUIO,
HEOOXOAUMYIO ISl IPEIOCTABICHHUS Mep
COIMATBHOM 3aIIHATHI

Brageer HaBBEIKaMu 0pOPMIICHUS
JIOKYMEHTAINH, HEOOXOIUMOM JIIst
MIPEJIOCTABIICHHS MEP CONMAILHON 3aIIUTHI

TunoBbie KOHTPOJIbHBIC 3aJaHUS HJIX UHBIC MAaTECPUAJIbI, HCOﬁXOI[I/IMbIe AJIA OHEHKHU

3HAHMH, YMEHHUH, HABBIKOB M (MJIM) ONbITA AEATEJbHOCTH, XapPaKTEPHU3YIOLIUX ITANbI
(popMHpOBaHHUSI KOMIIETCHIIHI B poLecce OCBOCHHUsI 00Pa30BaTEIbHON MPOrPaMMbI

Tema 1 IlpumepHbie BOonpochl A onpoca «OCHOBHBIE NMOHATHUS JEJIONPOU3BOICTBA.

Pa3ButHe npeacraBnenuii o gokymeHTe. JJokyMeHT B collManbHOU paboTe»

1. DBourOIMS IETONPOU3BOICTBA B COITMAIBHOM cdepe B Poccun u 3a pydoexom

e AN YANE >N GO I \S )

Tema 2 IIpumepHble TeMbl

. UcTopus periiaMeHTanuu J1e10por3BOJICTBA.

. [IpukasHoe 1enonpon3BoICTBO.

. Konnexxckoe 1enonpon3BoicTBO.

. MuHHCTEpCKOE 1€70MPOU3BOJICTBO.

. Ocobennoctu nenomnpousBosctsa B 1917 -1990 rr.
. OCOOGEHHOCTH COBPEMEHHOTO JETIONPOM3BO/ICTBA B COLIMATIBHOI paboTe.

pedeparToB

«3aKkoHOJaTeIbHOE M  HOPMATHBHO-
METOMYECKOE PETYIHMPOBAHNE JOKYMEHTAIMOHHOTO 00ECTIeUeH sl YIIPABICHHS B OpPTraHU3aIHIX
COLMANIBHOMN cepbi»

l.HopMaTI/IBHO — [IpaBOBasA U MECTOANYCCKAA Oaza COBpPCMCHHOT'O ACIOIIPOU3BOACTBA.
2. COBpeMCHHaH HOPMAaTUBHO-METOANYCCKAA 0a3a JOKYMCHTAIUOHHOI'O obOecrnieueHUs
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3. AnropuTt™m pa3paboTKu mojoxeHus o cinyxoe JJOY.
4. OcobeHHoCTH pa3pabOTKU MHCTPYKIUH 110 ACTONPOU3BOICTBY B OPTaHU3AIIHH.
5. llopsigok pa3paboTKH TOJKHOCTHBIX UHCTPYKITUH.

Tema 3 Ilpumep npaktuyeckoro 3aganusi «CoBpeMeHHbIE TpeOOBaHUSA K COCTaBy M
0(OPMIICHUIO JOKYMEHTOB

3ananue 1 «PexBU3UTHI JOKYMEHTa»

Co3maiiTe  Ha  KOMIbIOTEpe OJAHK MHUChMa  OTAeNa  COLMAIBbHON  cdepsl
anMuHHCTpanuu LleHTpansHOro BHYTpUropojackoro okpyra r. KpacHogapa, cobmonas npaBuiia
pacronokeHust HeOOXOAUMBIX PEKBU3UTOB.

Tema 4 Ilpumep npakTHueckoro 3aganust «OCHOBBI JJOKYMEHTOO0OPOTA: MPUHIIMIIBI
OpraHM3aluH, Crenu(HKa JOKyMEHTO000pOTa B COLMAIBHOM padoTe»

3anmanue | «Pabora c oOparmeHrneM rpakaan»

A) O3HaKOMHTBCS C NpPABWIAMH COCTAaBJICHHUS TPAXIAHAMH PA3NIUYHBIX BHJIOB
oOpareHui

b)  CamocrosTensHO COCTaBUTH OOpAIIEHHE B OPraHbl COIMAIBHON 3alIUTHI, COOIIO1as
PAaCIIOJIOKCHUC HeO6XOI[I/IMI)IX PEKBU3UTOB

B) OOMeHSBIINCH C OJHOKYPCHHKOM OOpalIeHUSIMH,  HPOBEPHUTH IPABHIBHOCTH
oopmIleHHS €ro JOKYMEHTa U COCTAaBUTh OTBET.

Tema S5 Ilpumep nmpakTuueckoro 3aganusi «OpraHuzanus XpaHEHHs] JOKYMEHTOB B
JIE€JI0NPOU3BOJICTBE)

3ananue 1 «Pa3zpaboTka u BeJeHUE HOMEHKJIIATYPHI 1€I»

CocTtaBpTe HOMEHKJIATYpY [J€d JUisi BBHIOpAHHOM OpraHu3aluy COIHAlbHON cdepsl,
pykoBozactBysick TpeboBanus ['OCT, cranmaproB u [lepedeHeM THIIOBBIX YIPABICHUYSCKHX
ApPXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MPOIIECCE IEATEIbHOCTH IOCYAapCTBEHHBIX OPraHOB,
OpraHOB MECTHOT'O CaMOYIIPaBJIEHUS U OpPraHU3allMii, C YKa3aHHMEM CPOKOB HUX XpaHEHUs» (YTB.
[Tpukaszom Pocapxusa ot 20.12.2019 Ne 236).

Tema 6 Ilpumepnsble Bompochl A ompoca «CoBpeMeHHble HH(OPMAIMOHHBIE
TEXHOJIOTUH B JIEJIOTIPON3BOICTBE COITUATLHOM PaOOTHI»

1. ba3bl JaHHBIX B COIMANIbHOM paboTe.

2. Ipuanmmns padoter CO/I.

3. Xapaktep WH(GOpPMAIMOHHOM YCIYI'M B COLMaIbHONH pabore, MH(YOPMAIMOHHO —
CIPaBOYHBIE YCIIYTH, OKa3bIBAEMbIE COITMAIEHBIMU CITyKOaMu

Bonpocs! 1J1s1 NOATOTOBKY K 3a4eTy

1. Pa3zButHe npencraBleHHH O AOKyMEHTE. Poilb JNOKyMEHTa B >KM3HM YEJIOBEKA U
o01iecTBa.

2. JIokyMeHTallMOHHOE 0O0ecIieueHue yIpaBlIeH!s Kak BakHelmas QyHKIHs yIpaBIeHUs,
€€ MECTO Cpeifl IPYruX yHpaBiIeHUYECKUX (QYHKIUH.

3. TloHATHS  «IOKYMEHT», «HOCUTEIb HHQOPMALUU», «JOKYMEHTHPOBAHHAS
uH(pOpMaLIU».

4. MHcropuyeckuil ONBIT OpraHu3allMd  JAOKYMEHTHUPOBAaHHUS  YIPABJIEHYECKOU
NeSITeTTHHOCTH B TOCYJApCTBEHHBIX yupexkaeHusx Poccun 1970-e-2000-¢ rr.

5. ®enepanbHbli 3ak0H Poccuiickoit deneparyu ot 27 urona 2006 r. N 149-d3 «O6
uH(popMaliy, HUHMOPMALMOHHBIX TEXHOJOTUSAX U O 3aluTe HWHGOPMALUN»: OCHOBHBIE
MIOJIOKEHUSI.

6. OTBETCTBEHHOCTb 32 HEMPABOMOYHBIE IEUCTBUS C JOKYMEHTAMH B aIMUHUCTPATUBHOM,
YTOJIOBHOM U TPyIOBOM Kojekcax Pocculickon denepanuu.
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7. DBONIONMS JTOKYMEHTAIMOHHOTO OOECIIEYeHMs YIPABJICHUS B Pa3JIMUHbIC MEPHOIBI
ucropuu Poccun.

8. denepanbHOE 3aKOHOAATENLCTBO 00 opranuzanuu 1OV, TpeboBanus yHuUKaIuu u
CTaHJapTH3ALMH.

9. VYuudunuposanneie cucrembl aokymeHtamuu. ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(OpManuu, OMOIMOTEYHOMY M H3JaTeabCKOMYy neny. OpraHu3allOHHO-
pacnopsiiuTenabHas JTOKYMEHTALUs».

10. XapakTepucTuka OCHOBHBIX BHJIOB JIOKYMEHTOB B COIIMAIBHOU cepe.

11. MexayHapoHbIe U HAIIMOHAJIBHBIC CTAHAAPTHI B PETYJIMPOBAHUU WH(POPMALIMOHHO -
JIOKYMEHTAIMOHHOTO 00eCIIeueHH sl yIIpaBIECHUsI.

12. OcHOBHBIE HampaBJICHUs COBEPLICHCTBOBAHMA cocTaBa U (OPM JTOKYMEHTOB B
COLMAJIBHOM cdepe.

13. Buasl JOKYMEHTOB (pacmopsAMTENbHBIC, OpraHU3alMOHHBIC, WH()OPMAIIMOHHO-
CIPAaBOYHbBIE) U UX XAPAKTEPUCTUKH.

14. Ilepeynn NOKYMEHTOB C THUIIOBBIMM CpPOKaMH XpaHEHHs. 3HAUEHHE IEpeuHed U
HOPS/I0K UX IPUMEHEHHUS B I€IOIPOU3BOJICTBE.

15. Opranuzanuonnaeie GOpMBI ACTOMPOU3BOACTBA. VX 3aBUCUMOCTh OT CHEIUPUKHA U
OpPraHU3aLMOHHON CTPYKTYPbI YUPEKICHHUS.

16. JlenoBoe MUCHbMO: HIOAHCHI COBPEMEHHON MICbMEHHONH KOMMYHHKAIINH.

17. IIpaBuna opraHu3anuy J0KyMEHTO000pOTa OPraHU3aLK COLUAIbHOM cepsbl.

18. JlokymMeHTOO00pOT Kak 3((EeKTUBHBIA MHCTPYMEHT ONTUMHU3AIMH YIIPABICHYECKUX
pelIeHU.

19. TexHomorus paboThI C OOpaIICHUSIMU TPaXKIaH B ACIIONPOU3BOACTBE OPraHU3AIINH.

20. TpeGoBaHuUs 3aKOHOATENBCTBA K OPraHU3aMK PadOThl ¢ OOpaIIEHUsIMH IPAXKIaH.

21. Homenknarypa nen, e€ 3HaueHue, BUIbl HOMEHKJIATYp /1€, METOAMKA COCTABIICHUS
HOMEHKJIATyp Je.

22. lloHATHE «3KCHEPTU3bl IIEHHOCTH» JOKYMEHTOB B JEJIONPOM3BOACTBE, 3aJaud U
HOPSII0K IPOBEICHHUSL.

23. OcHoBHble mnonoxxkeHuss HarnumonanpHOW mporpamMmbl «l{udpoBas sk0HOMHKA
2024 r.». TenaeHIUU pa3BUTHS SJIEKTPOHHOTO JOKYMEHTOOO0POTA.

24. TlpaBoBoil cTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIbHOE W HOPMATHBHOE
peryJarpoBaHHE UCIOIb30BAHUS AIIEKTPOHHBIX TOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JIAHHBIX B COLIMATBLHOM cdepe.

25. XapaKTepuCTUKA PbIHKA AKTYaJIbHBIX CUCTEM 3JIEKTPOHHOTO TOKYMEHTO000pOTa.

4.2 MeTroanuyeckue MaTepuaJibl, onpe/e/siioliue Npoueaypbl OLeHUBAHUS 3HAHUI,
YMEHHUil, HABbBIKOB W (WIH) ONbITA [AeATEJbHOCTH, XAaPAKTEePHU3YIOLIMX ITanbl
(popMupoBaHu KOMIIETEHIMI

MeTtoanyeckue peKOMEeHIalMH, ONpeesiioIne Npoueyphbl OllcHUBaHNS HA 3a4eTe:

«3a4TeHO» - BBICTABIISETCS CTY/AECHTY, €CJIU CTYJAEHTOM JIaH MOJIHbIN, pa3BEPHYTHIA OTBET,
MIOKa3aHO YMEHME NPOAHAIN3UPOBATh CUTYALMIO, CAMOCTOSITEIbHO BBIWIEHUTb W OIHCATh
BO3MOJKHBIE €€ peLIeHHs; yMeHHe 0000111aTh HHPOPMAIIHIO, TOTy4aeMyto U3 Pa3HbIX HCTOYHUKOB.
B orBere npocnexuBaeTcs 4eTkas CTpyKTypa, JIOTUYECKasl MOCIEA0BATEIbHOCTh, OTPa)KaroILas
CYIIHOCTh PaCKpbIBAEMbIX MOHSATUIA, TEOPUH, SIBICHUH.

«He 3auTeHO» - BBICTaBIISIETCA IPU OTCYTCTBMM YETKOI'O M IOJIHOTO OoTBeTa. Jloruka u
MOCJIE0BATEIbHOCTh M3JI0KEHHs] HapylleHbl. OTMeuaeTcsi He3HaHWE B PACKPBITUH TOHATHUH,
yrnoTpebneHnn  TepMUHOB. OOydaromuiicss He CHoco0eH CaMOCTOSITEIbHO — BBLACIHUTH
CYILIIECTBEHHbIE M HECYIIECTBEHHbIE MPHU3HAKU U TMPUYUHHO-CIIEJCTBEHHbIE CBA3M. B oTBeTe
OTCYTCTBYIOT BBIBOJIbl. ¥ MEHHE PACKPHITh 3HaUeHHE 000OIIEHHBIX 3HAHUH HE MOKa3aHO.

MeToauueckue peKOMeHAaIUH, ONIPeiesiolue NPoueaypbl oueHuBanusi pegepara:
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OreHKa «OTIMYHO» — BBIIIOJIHEHBI BCce TPeOOBaHUS K HANMCAHHUIO U 3amuTe pedepara:
o6o3HaueHa mpobiemMa U 00OCHOBaHA €€ aKTyaJlbHOCTh, CACNAH KPATKUM aHAIM3 Pa3InYHBIX
TOYEK 3pPEHHs Ha PacCMaTPUBAEMYIO0 MPOOJEMY M JIOTUYHO M3JIOKE€HA COOCTBEHHAS MO3MIIMA,
c(OpPMYITHPOBAaHBl BBIBOJIBI, TEMa pPACKPBITA IOJHOCTHIO, BBIIEPXKAH OOBEM, COOIIO/ICHBI
Tpe6OBaHI/I$I K BHCHIHCMY O(l)OpMJIeHI/IIO, JaHbl TpPaBUJIBHBIC OTBCTHI Ha JOINOJHHUTCIBbHBIC
BOIIPOCHI.

OrneHka «XO0poIo» — OCHOBHBIE TPEeOOBaHUS K pedepaTy U €ro 3alluTe BHIIOJHEHBI, HO
IIPU 3TOM JIOMYIIEHBI HEOYEThl. B 4aCTHOCTH, UMEIOTCSI HETOYHOCTH B U3JI0)KCHUU MaTepHuala;
OTCYTCTBYET JIOTUYECKasi TOCJICIOBATEIILHOCTh B CYXKJCHHSIX; HE BBIAEpKaH o0beM pedepara;
UMEIOTCS YITYIIEHHsI B 0(OPMIICHUH; Ha JIOTIOJIHUTEIILHBIC BOIIPOCHI MPH 3aIUTE IaHbI HETIOJIHBIC
OTBCTHI.

O1eHKa «yTOBIETBOPUTEIBHO» — HMEIOTCS CYIIECTBEHHBIC OTCTYILICHHS OT TPEOOBaHUH
K MUCbMEHHOM paboTre. B 4aCTHOCTH, TeMa OCBEIICHA JTUIIh YaCTUYHO; AOMYIIEHBI (PAaKTUICCKIE
OmMOKK B collepaHuu pedepara WM MPU OTBETEC HA JIOTOJHUTEILHBIC BOIPOCHI, BO BpeMs
3alIUTBI OTCYTCTBYCT BbBIBO.

OrneHka «HEYJIOBICTBOPUTEIBHO — Tema pedepara HE pacKpbITa, OOHAPYKHBACTCS
CYIIECTBEHHOE HETIOHMMAaHHUE MPOOIIEMBI.

Mertoauyeckue peKOMEHJAlMH, ONpeJeJsilOIHe Npoueaypbl  OLEHHUBAHHA
pe3y/1bTAaTOB IMCKYCCHH:

OneHka «OTJIIMYHOY» — CTYJIEHT SICHO U3JIOKUJI CYTh OOCYKIaeMOM TEMbI, IIPOSBUI JIOTUKY
U3JI0KEHUsl MaTepuaia, IpeiCTaBUJl apryMEHTalMI0, OTBETHJI Ha BOIPOCHl YYaCTHHUKOB
JUCKYCCHH;

O1eHKa «XOpOIIO» — CTYIEHT SICHO U3JI0KUI CYTh 00CYKJ1a€MOM TeMBbI, IPOSIBUII JIOTUKY
U3JIOKEHUSl Marepuajla, HO HE IMpPEACTaBUJ apryMEHTAllMI0, HEBEPHO OTBETHJI HA BOIIPOCHI
YYaCTHUKOB JUCKYCCHU;

OIIGHKa «KYOOBJICTBOPUTCIIBHO» — CTYACHT SAICHO U3JIOKUJII CYTh 06CY)KﬂaCMOﬁ TEMBI, HO HE
IOPOSIBIJI JIOCTATOYHYIO JIOTMKY H3JIOKEHMs MaTrepuaina, HO He IpeACTaBHJl apryMeHTAalHUIo,
HEBCPHO OTBCTHJI HA BONPOCHI YYaCTHUKOB OJHCKYCCHUU, OHGHKa «HCYOOBJICTBOPUTCIIBHO» —
CTYAEHT IUIOXO MOHUMAeT CyTh OOCY)XJaeMOH TeMbl, HE CMOTI JIOTMYHO U apryMEHTHUpPOBAHO
y4acTBOBAaTh B OOCYXJAECHHUH.

MeTtoauyeckue peKoMeHAalNHU, ONpeAe/soNe Npoueaypbl OleHMBaHUs onpoca:

OueHka «OTIMYHO» — OTBEThl Ha IIOCTABJIEHHBIE BOMPOCHI M3JAralOTCs JIOTUYHO,
MOCNIEZIOBATEbHO M HE TpeOyIOT JOMOJIHUTENbHBIX MosicHeHuil. IlomHO packpbiBatoTCs
IPUYMHHO-CJIEICTBEHHBIE CBA3M MEXY SIBICHUSMH U COOBITUSAMH. [lenaroTcss 000CHOBaHHbIE
BBIBOIbI. COOTIOIAI0TCS HOPMBI TUTEPATYPHOU peyH.

OneHka «XOpoI110» — OTBETHI HA IOCTaBJIIEHHBIE BOIPOCHI N3JIaratoTCsl CUCTEMAaTU3UPOBAHO
U ToclenoBaTeNbHO. Marepuan uznaraercsi yBEpeHHO. PacKpbIThl NPUYMHHO-CIIECTBEHHbBIE
CBSI3M MEX[Y SBICHUSMU U COOBITUSIMH. [IeMOHCTpUpYETCS YMEHUE aHAIM3UpPOBaTh MaTepUall,
OJIHAaKO HE BCE BBIBOJIBI HOCST apryMEHTUPOBAaHHBIN U J10Ka3aTeabHbIl xapakrep. Cobmonatores
HOPMBI JTUTEPATYPHOU peUH.

OneHka  «yIOBJIETBOPUTENIBHO» — B  OTBET€ JONMYCKAIOTCA  HApyIIEHUS B
MIOCJIEI0BATENBHOCTH M3JI0KEHHUS. HenmosHO pacKpbIBalOTCSl NMPUYMHHO-CIIEACTBEHHBIE CBS3U
MEX 1y SIBJICHUSIMH U COOBITUSIMU. JIeMOHCTPUPYIOTCS TOBEPXHOCTHBIE 3HAHUS BOIIPOCa, C TPYIOM
pelarTcs KOHKpeTHBIE 3a1aun. VIMeroTces 3aTpyIHEHUS ¢ BBIBOJaMU. J{0IyCKarOTCsl HapyIIeHus
HOPM JIMTEPaTypHOU pedH.

OneHka «HEYIOBIETBOPUTEIBHO» — MaTe€pUal M3JIaracTcs HENOCIEI0BaTEIbHO,
cOMBYMBO, HE MPEJCTABIISAET ONPEIEICHHON CUCTEMBI 3HaHUH 1o nucuuiuinae. He packpeiBatroTcs
NPUYMHHO-CJIEICTBEHHBIE CBS3M MEXIY SIBICHUAMU M coObITHAMU. He mpoBoauTcs aHamus.
BriBosibl 0TCyTCTBYIOT. OTBETHI Ha IOMOJHUTENIbHBIE BOIIPOCH! OTCYTCTBYIOT. MIMEIOTCs 3aMeTHBIE
HapyILIEeHUs HOPM JINTEPATYPHON PEUH.
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5. Ilepevyennb y4eOHOI JuTEepaTypbl, THGOPMALHOHHBIX PeCyPCOB U TE€XHOJIOTUH

[Teuarnsie nznanus, priodeHHbie B PITJI, oTpakeHsl B aiekTpoHHOM Kataiore HayuHoi
oubmmorekn KyoI'Y mo anmpecy: http://megapro.kubsu.ru/MegaPro/Web u cootBercTByIOT
HOpMaM obecniedeHHoCTH JuTepaTypoit corstacio @I'OC BO 3++.

B nepedeHp BKIIOYEHBI TOJNBKO HEOOXOIUMBIE Ui W3ydeHUs guctuiuinabl DBC,
npodeccuoHanbubie 0a3bl JAHHBIX, HH(DOPMALMOHHBIE CIPABOYHBIE CHUCTEMBI, PECYPCHI
CBOOOJTHOTO JOCTyNa, COOCTBEHHBIE JIJIEKTPOHHBIE O0pa3oBaTeibHbIE M WH(POPMALMOHHBIE
pecypcbl KyoI'V.

5.1 YueOHas 1uTepaTypa

1. Joponuna, JI. A. OpraHuzanmsi ¥ TEXHOJIOTHs TOKYMEHTAIlHOHHOTO OOecredYeHus
yIpaBJICHUS: y9eOHUK B MpakTUkyM i By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepadb. u gom. — MockBa: WM3marensctBo HOpaiit, 2024. — 270c.— (Bricmiee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr: anexkrponnsii // OOpa3oBaTenbHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/536404

2. Kysuneyos, M. H. JlokymMeHTanimoHHOE oOecrieueHne yrpasicHus. JJOKyMeHTO000pOT U
JICITOTIPOU3BOICTBO: YUECOHHUK W MPAKTUKYM Ui CPEIHEro mpodeccHoHalIbHOTro 00pa3oBaHwust /
N. H. Ky3nenoB. — 4-¢ u3x., nepepad. u gom. — Mockpa: MznarensctBo FOpaiit, 2024, —
545 c.— (IIpodeccuonanpHoe oOpaszoBanue). — ISBN 978-5-534-16004-8. —  Teker:
3JIEKTPOHHBIN /l ObpazoBarenbHast mwiardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/537146.

3. Maptromes, . A. CranmapTu3anusi JOKyMEHTAIIOHHOTO OOCCIICUCHHs YIpPABICHHUS U
apxuBHoro nema B Poccuiickoii ®enepanuu: ydeOHoe mocobue [16+] / HW. A. MapTiomies;
CBIKTBIBKApCKHid TrocynapcTBeHHbI yHuBepcuTeT uM. [lutmpuma CopokuHa. — CBIKTBIBKAp:
CBIKTBIBKAPCKUN TOCYIapCTBEHHBINM yHHMBepcuteT mMmeHM [lutupuma Copoxuna, 2022. — 74 c.:
URL: https://biblioclub.ru/index.php?page=book&id=699708 (nara oopamenus: 04.06.2023). ISBN
978-5-87661-726-2.

4. Jlanckas JI.B. IIpoGnembl NOKYMEHTAllMOHHOTO MEHEDKMEHTa U JOKYMEHTHPOBAHUS
JeSTeIbBHOCTH Kopriopauuu: xpecromaTtusi / M-Bo oOpa3oBanust u Hayku Poc. Denepanuu,
Ky06anckuii roc. yu-1. - Kpacuogap: [KyoI'Y], 2013. 347 c. (5 mr.).

5. Tomuka, M.B. Aynut B cepe m10KymMeHTOOOOpPOTa, ETOMPOU3BOJICTBA U APXUBHOM
nesTeNbHOCTH: yueObHoe mocooue / M. B. Toanka; MUHHUCTEpCTBO HAyKH M BBICIIET0 00pa30BaHus
Poccuiickoit @enepanun, Kybanckuii rocygapcTBeHHbI yHUBepcuTeT. - Kpacnoaap: KyOanckuii
rocyaapcTBeHHbI yHuBepcutet, 2022. - 170 c. - bubmuorp.: c¢. 166-169. - ISBN 978-5-8209-
2207-7.

6. 3akapsH M.P., 3akapsn P.M. [luanexkTuueckasi CUCTEMOJIOTUS: HayyHasi METOJOJIOT s
obmieit Teopun cucreM. Monorpadwus / Kpacaonmap, 2017. — 277 c. ISBN: 978-5-8209-1441-6. 7.
JlokyMeHTOO0OpOT U Jenonpou3BoACTBO. CHCTEMBI 3IEKTPOHHOTO JOKYMEHTOOOOpOTa.
http://www.doc-online.ru/

7. WH}opManMOHHO-TOKyMEHTAIMOHHOEe  O0eCIieYeHre  JIESITEIbHOCTH — PETHOHAIBHOTO
napiamenTa: yueOnuk / B.B. Epmonenko, /I.B. Jlanckas, M.A. Mupomuunyenko, M.P. 3akapsn, A.IL
Caguenko. — Kpacunonap: Ky6anckuit roc. yu-t, 2021. — 171 ¢. — 500 k3. ISBN 978-5-8209-1967-1

8. Lludposas Tpanchopmarys: poccuiickue MpUOPUTETH HOPMUPOBaHUS ITHYPOBOI SKOHOMHKH:
moHorpapus/ M.A. MupomHuyenko; MUHHCTEpCTBO HayKH M BbIcuiero obOpasoBanusi Poccuiickoit
Oenepanun, Kybanckuii rocynapctBeHHbli yHuBepeuteT. — Kpacnonap: Kybanckwuii roc. yH-T, 2021. —
224 ¢.— 500 sk3. (ISBN 978-5-8209-2005-9)

9. AyTcopcuHr B peanu3alui (YHKIHNA yrpaBieHuUs, (yHKIHMOHAIBHBIX BHIOB JCSITEIBHOCTH,
AHAIUTUYECKOM M MH(POPMAIMOHHO — JOKYMEHTAIIMOHHOM oOecriedeHnu yrpasieHus (yuebunuk)/ JI.B.

Jlanckas; — Kpacunonap: Tunorpadus Kybanckuii rocynapctBenHblii yausepeurer, 2021. — 203¢. — 500
9K3. (ISBN 978-5-8209)
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10. TexHOMOTMY yrpaBlieHHUS JOKYMEHTAIUEH: IETOMPOU3BOJICTBO H JOKYMEHTOOOOPOT: YUeOHOE
noco6wue / JI.B. Jlanckas, E.Il. CenuBanoBa; noj penakuueii B.B. Epmosnenko; MUHHCTEPCTBO HayKH U
BEICIIEro oOpa3zoBanusi Poccuiickori ®enepanuu, KyOaHckuil TOCYyNapCTBEHHBIM YHUBEPCHTET. —
Kpacuomap: Ky6anckuii roc. yH-T, 2022. — 214 ¢. — 500 sk3. (ISBN 978-5-8209-2111-7)

5.2. llepuoanyeckasi JuTEpaTypa

[Tedatnsie mepuoanueckue u3gaHus BXoAsST B «llepeyeHb medyaTHBIX MEPUOIUYECKUX
U3JIaHui, XPAHALUXCS B ¢bonne Hayunoii oubnuorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIM  DJIGKTPOHHBIC TEPUOJUYECKHE H3JIaHUs, C
yKa3aHUEM aJipeca caiiTa JJIEKTPOHHOW BEPCHUHU JKypHasia, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
nmeet KyoI'Y:

1. ba3br mannabx kommaanu «AIBUCy https://eivis.ru/

2. Dnexrponnas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchl, B TOM 4HCJe COBpeMeHHble TpodeccHOHATbHBbIE 0a3bl
JAAHHBIX U HHGOPMALMOHHBbIE CIIPABOYHBIE CHCTEMBI

DJIeKTPOHHbIe HHGOPMALMOHHbIE PeCyPChl

OneKTpoHHas OoubanoTexa Hayunoit oubnmorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

— DIIEKTPOHHBIN KaTajor;

- [Toctyruienus autepaTypsl B OMOIMOTEKH (PUIINATIOB;

- [Toctymnenus auccepranuii u aBTopedeparos;

- Crarbu U3 NEPUOAUKHU U HayUYHBIX cOOpHUKOB € 2016 T.;

— Crarbu U3 NEPUOANKYU M HAYUYHBIX COOPHUKOB 10 2016 1.;

— ["azeTsl U KypHAJIbL;

- OnexTpoHHas 6ubimoreka TpyaoB yueHbix KyoI'y.

J1IeKTPOHHO-0u0IMoTeunble cucteMsbl (IBC)

1. OBC «YHuBepcureTckas 0ubanorexa ontan» http://www.biblioclub.ru/

2. OBC «Jlanb» https://e.lanbook.com

3. O6pazoBarenbHas miaTdopma «HOpaiit» https://urait.ru/

4. ObC «ZNANIUM» https://znanium.ru/

5. ObC «BOOK.ru» https://www.book.ru

6. Ob OUII «Axanemus» https://academia-moscow.ru/elibrary/

IIpodeccuonanbublie 6a3bl JAHHBIX POCCUHIICKHTE

1. Bupryanbnbeiii untaneHbiii 3a1 Poccuiickoii rocymapctBenHoit O6ubmmoreku (PI'B)
https://Idiss.rsl.ru/

2. HarmonanpHas anekTpoHHas 6ubnnoreka https://rusneb.ru/

3. ba3br nannbix komnanuu «MIBUCy https://etvis.ru/

4. Hayunas snektponnas 6ubnuorexka eLIBRARY.RU (H3Ob) http://www.elibrary.ru/

5. MHMAH. [TonHOTEKCTOBAS KOJUIEKIUS MaTEeMaTUYECKUX KYpHaJIOB
http://www.mathnet.ru

6. Xypuan Kpanroast anekrponuka https://quantum-electron.lebedev.ru/arhiv/

7. Kypnan Ycnexu ¢pusnueckux Hayk https://ufn.ru/
8. [lonHOTEKCTOBASI KOJIEKIUS )KypHanoB Ha miatdopme PIIHU (DnekTponHble Bepcun HayYHbBIX
xypHaioB PAH)

https://journals.rcsi.science/

9. [Ipesunentckas oubnmoreka um. b.H. Enbuinna https://www.prlib.ru/

10. DnexkTponHas OmOIMOTEYHass cUcTeMa conmo-rymaHuTapHoro 3HaHus «SOCHUM»
https://sochum.ru/

HNudpopmManuoHHbIE CIPABOYHbIE CHCTEMBI
1. KoncynpranT Ilntoc - cipaBouHasi mmpaBoBasi cucTeMa (AOCTYII MO JOKaJIbHOM CeTH ¢
KOMITBIOTEPOB OMOITHUOTEKH )
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https://grebennikon.ru/
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IIpogeccnonanbHbie 0a3bl JAHHBIX 3apy0eiKHbIC

1. XKypnans! uznarensctsa Wiley https://onlinelibrary.wiley.com/

2. [TonHotekcToBas koyuekmus kaur eBook Collections nznarenscrBa SAGE Publications

https://sk.sagepub.com/books/discipline

3. [MomuotekcroBas kouteknust kHur EBSCO eBook https://books.kubsu.ru/

4. Pecypcor Springer Nature https://link.springer.com/, https://www.nature.com/

5. Chemical Abstracts Service (CAS) SciFinder Discovery Platform https://scifinder-
n.cas.org

6. Questel. baza nanuwix Orbit Premium edition https://www.orbit.com

7. TlomHOTEKCTOBBIE KOJUICKIMM KHHI u3gareiabctBa American Institute of Physics
Publishing (AIPP Ebook)

https://pubs.aip.org/books

8. [TonHOTEKCTOBAs apXMBHAsI KOJUICKIIHS J)KypHAIOB U3aarenscTBa American Institute of
Physics Publishing (AIPP Digital

Archive) https://pubs.aip.org/

9. China National Knowledge Infrastructure. BJI CNKI Academic Reference (AR)
https://ar.oversea.cnki.net/

Ba3bl JaHHBIX OTKPBITOrO J0CTYIA
1. KubGepJlenunka http://cyberleninka.ru/;
2. AmepukaHckas nateHTHast 6a3a maHHbix https://www.uspto.gov/patents/search/patent-

public-search
3. Jlexropuym TB - Buneonekiuu Benyumx jekropos Poccun http://www.lektorium.tv/

ba3b1 nannbix KyoI'yY

1. OTkpeITas cpepa MOLyIbHOrO AnHamuueckoro o0yuenust Kyol'y

https://openedu.kubsu.ru/

2. baza yueOHBIX IUIAaHOB, Y4E€OHO-METOJIMYECKUX KOMIUJIEKCOB, MyOIUKauui u
koHpepentmii http://infoneeds.kubsu.ru/

3. DnexTpoHHBIH apxuB qokymeHnToB KyoI'VY http://docspace.kubsu.ru/

6. Meroanueckue ykKazaHus [Js1 O0y4YAIOIIMXCHA IO OCBOEHUIO

AUCHUIUIAHBI (MOIYJIs1)

OcBoeHMe IUCHMILIMHBI TPEAYCMATPHBAET MPOCIYIIUBAHUE JIEKIMH W BBITOJHEHHE
3aJJaHi Ha PAKTHYECKUX 3aHATHUSIX.

J1st TIyOOKOT0 M3Y4YEHUs AUCHUILIMHBI HACTOSTEIbHO PEKOMEHYEeTCSL:

— CHCTEMAaTHYECKH TOTOBHUTHCS K TPAKTHUYECKUM 3aHSATHSIM TI0 Y4EOHBIM TOCOOUSIM,
Hay4YHbIM CTaThsIM B JKypHalax Npo(ecCHOHANbHON TeMaTHKH, a TakXKe MCI0Ib30BaTh
oduIaTbHbIe pecypchl Hay4yHOU nH(popManuu B ceTu MHTepHeT;

— CBOEBPEMEHHO BBINIOJIHATH MPAKTHUECKUE 3a/1aHus U pedepar.

CamocrosTenbHass paboTa CTyACHTa - OAWH W3 BaXXHEWIIMX JTallOB B ITOATOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K MCCIEI0BATENbCKOM paboTe, 00oraiaeT onsITOM U
3HAaHUSIMH, HEOOXOJAUMBIMU JUTS JATBHEHWINETO WX CTAHOBJICHUS KaK CHEIHAINCTOB, TPHBHBACT
HaBBIKU PAOOTHI C JINTEPATYPOH, CTATUCTUYECKUMU JIaHHBIMHU.

Lenbp camocTOSITETPHONH pPAaOOTHI - CHCTEMATH3alWs, 3aKpeIUIeHHe W pPacHIupeHHe
TEOPETUYECKUX U NMPAKTHUYECKUX 3HAHUH C MCHOJIb30BAHUEM COBPEMEHHBIX MH(pOPMAIMOHHBIX
TEXHOJIOTUH ¥ JINTEPATYPHBIX UCTOYHHUKOB. JIJI1 pa3BUTHS HABBIKOB CAMOCTOSTEIHHON PaOOTHI
CTYACHTaMH BBITIOTHSIOTCS:

- pedepar, CBsA3aHHBIA C AaHaJIM30M COBPEMEHHBIX TEHJCHIMH B 00JacTh
JIeNIOTIPOU3BO/ICTBA B COLMANILHOMN cdepe;

— 3aJaHMsA, CBA3aHHBIE C O0030pPOM COBPEMEHHOTO pPBIHKA CIEIHATN3UPOBAHHBIX
CIPABOYHBIX CUCTEM U CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0O0POTa,
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— IOMalIHKE 3aJaHus 110 TTOUCKY B MIHTepHeTe MHPOPMALIUU Ha OTIPe/IeIEHHYI0 HayYHYIO
TEMY.

Pedepar roTtoBUTCS CTYIEHTOM CaMOCTOSTENIBHO, B HEM OOOOIIAIOTCS TEOPETUYECKHE
MaTepHualbl 10 UCCIENYEMOM TEME C UCII0JIb30BAaHUEM MATEPUATIOB U3 CIIEUATIbHOU JTUTEPATYPHIL,
HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIAPTU3UPYIOIIMX paccMaTpuBaemyio cdepy. B
pedepare T0KEH MPUCYTCTBOBATh COOCTBEHHBIM aHAIN3 U KPUTUUYECKUN MOAXOJ] K PEIICHUIO
po0JIeMbl 10 BRIOPaHHOW TeMe MCCIIeA0BAHUS, TIOJKPEIIJICHHBIH CTATUCTUYECKUMHU JTAHHBIMHU U
aKTyaJIbHBIMH IIPUMEPAMHU U3 JESATEIIbHOCTH OpraHu3aluil ColnaibHON chepshl.

OOyueHue CTyJICHTOB C OrpaHHYECHHBIMH BO3MO)KHOCTSIMU OPTaHU3YETCs] B COOTBETCTBUH
¢ TpeboBaHusIMH «MeETOIMYeCKUX peKOMEHAALNI [0 OpraHu3alul 00pa3oBaTEIbHOIO Mpolecca
JUlsi OO0y4eHMs HHBAIUAOB M JIMI C OrPAaHUYEHHBIMHM BO3MOXKHOCTSMU 3/0pOBbS B
00pa3oBaTeNbHbIX OpPraHU3alHUsAX BBICIIErO MpodeccnoHalIbHOTO 00pa3oBaHUs» OT «8» ampens
2014 r.

B ocBoeHun aMCHMIUIMHBI MHBAIUAAMU U JULUAMU C OFPAHUYEHHBIMU BO3MOXHOCTSIMHU
3I0pOBbsI OOJIBIIOE 3HAYEHHWE MMEET WHAMBHIyalbHas y4yeOHas paboTa (KOHCYJIbTAllUM) —
JOTIOTHUTETIFHOE Pa3bsICHEHHE yUeOHOro MaTepuarna.

WupuBuayanbHble KOHCYJIBTAllMM IO MPEAMETY SBISIOTCS BaXHBIM  (aKTOPOM,
CIOCOOCTBYIOIUM MHIMBUYaTU3allid OOyYEHHUS U YCTAHOBJICHUIO BOCIIUTATEILHOTO KOHTAKTa
MEXIy IMpernojaBaTelieM W OOyJaroIUMCS WHBAJIUAOM WM JIMIOM C OTPaHUYCHHBIMH
BO3MOKHOCTSIMU 3/10POBBbSI.

/. IlepeyeHb WHGPOPMANMOHHBIX TEXHOJOIWH, MCNOJb3yeMbIX MPH

OCYyILECTBJIEHMH 00Pa30BATEJIbHOI0 MPOIeCcca MO JUCHUIINHE (MOTYJIIO)
7.1 Ilepeyenb MHGOPMALMOHHO-KOMMYHHKAMOHHBIX TE€XHOJIOTHH
— HpOBepKa JOMalIHUX 38.,[[8.HHI71 1 KOHCYJIbTUPOBAaHUEC TOCPCACTBOM JIMYHOTO KabuHeTa.
— Hcnonp3oBanue QJICKTPOHHBIX HpeBeHTaHI/Iﬁ IIpu MMpPOBCACHUU JICKIIMOHHBIX M
MPAKTUYECKUX 3aHATHI

7.2 TlepeyeHb JMIEH3UOHHOTO W CBODOJHO PACHPOCTPAHSIEMOr0 NMPOrPaAMMHOIO
odecmeueHus

Microsoft Office 365 Professional Plus,

Microsoft Office for Mac,

Microsoft Office Professional Plus,

Microsoft Windows 8, 10.

7.3 IlepeyeHb cOBpeMEeHHBIX NMPO(eccHOHATBHBIX 023 JaHHBIX U HH(POPMALMOHHBIX
CIIPaBOYHBIX CHCTEM

1. CrpaBouHo-nipaBoBas cucrema «Koncynsrant [nrocy» (http://www.consultant.ru)

2. OnextponHas 6ubnuoreynas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

8. MatepuajibHO-TEXHHYECKOE O0ecneyeHue Mo JUCHUNInHE (MOIY.T10)

ITo Bcem BUIaM yqe6H0f/'I ACATCIIBHOCTH B pPaMKax AJUCHUILIMHBI HCIIOJIB3YIOTCA
ayJIUTOpUH, KaOMHEThl U JTaOOpaTOPHH, OCHAIEHHbIE HEOOXOIMMBIM CHEIHATU3UPOBAHHBIM U
1a00paTOPHBIM 000PYTOBAaHHEM.

HanmenoBanune cnenmanbHbIX OCHAIIEHHOCTH CHENUaIbHBIX [epeuens MUIIEH3MOHHOTO
TIOMEICHU I TIOMEIECHUH MIPOTrPaMMHOr0 00ecIeyeHNUs!
VYuebHble ayIUTOpHU st | Mebeuns: yaeOHas mebens Omnepanionnas cucrtemMa Microsoft
MIPOBEACHUS 3aHATHH JeKnnoHHOro | TexHnueckue cpenctBa oOyuenus: | Windows, B cocraBe KOTOpOW
THUIA 9KpaH, IPOEKTOP, KOMIIbIOTED nporpamMma  Jiis  I@MOHCTPALUK
Buaeo (mpourpeiBatens Windows
Media Player). OdwucHblii mnaker
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npwioxkennit  Microsoft  Office:
mporpaMma Ui CO3aHMS U
PeIaKTHPOBAHMSI TEKCTOBBIX

nokymentos (Word), mporpamma
JUISL CO3MaHMsI W pPEAaKTUPOBAHHS
tabmin (Excel), mporpamma mns
JIEMOHCTpAINU " CO3J1aHuUs
Tpe3eHTaIHii (Power Point),
mporpamma Jijisi paboThl ¢ Oazamu
JaHHBIX (Access).

Onepanuonnas cuctema Microsoft
Windows, B cocraBe KOTOpO
mporpamMma s A€MOHCTPaLUH
Buzeo (mpourpsiBatenb Windows
Media Player). Odwucnbrii maker
npuinoxennit  Microsoft — Office:
mporpamMma  JUii  CO3aHHsS |
PEIaKTUPOBAHHUSI TEKCTOBBIX
nokymentoB (Word), mporpamma
JUISL CO3JaHMsl W PEAaKTUPOBAHHS
tabmun (Excel), mporpamma mmis
JIEMOHCTpaLuU u CO3JJaHUs
Mpe3eHTaIMHA (Power Point),
nporpamMMa Juis paboTel ¢ OazamMu
JTaHHBIX (Access).

HJ’IH CaMOCTOSITEILHOM pa6OTBI o6yqa}01u1/1xc51 MMpEeayCMOTPCHBI IIOMCIICHMA,
YKOMILJICKTOBAHHBIC CHGIII/IaJII/ISI/IpOBaHHOI\/JI M€6€JII)IO, OCHaIICHHBIC KOMHI:IOTCpHOfI TEXHHUKOM C
BO3MOXXHOCTBIO IIOAKIOYCHHUA K CCTH ((I/IHTepHCT» 1 oOecrieyeHHueM AO0CTYIIa B DJICKTPOHHYIO

VuebOHble IS
MPOBECHUS 3aHATUN
CEMHUHAPCKOr0 THIIA, TPYIIOBBIX U
HUHIUBHUYATbHBIX  KOHCYJIbTAIUH,
TEKYIIETO KOHTPOJIS u
MPOMEKYTOYHOM aTTECTAINH

ayJUTOPHU Meb6enb: yueOHas Mebenb
TexHUUYECKHE CPEICTBA OOYUCHUSL:

OKpaH, IPOCKTOP, KOMIILIOTEP

UH()OPMAIIMOHHO-00Pa30BATEIIFHYIO CPEly YHUBCPCHUTETA.

HaunmeHoBaHue TOMELIEHUN 19
CaMOCTOSTETFHON pabOTHI

OcHaIlEeHHOCTb MOMEIECHUN I
CaMOCTOSTENIEHON pabOTHI

HepequL JIMIICH3UOHHOTI'O
IpOorpaMMHOTO obecreyeHus

texuonorun Wi-Fi)

oOyJaromuxcs oOyvaromuxcs

ITomemieHue amst caMocTosITeIbHON | Mebenb: yueOHas mebenb Onepanyonnas cuctemMa Microsoft

paboTel oOy4aronuxcs (untansHbiil | Kommekr — cnermanusupoBanHoi | Windows, B coctaBe KOTOpPOit

3an HayuHoit 6nbmnoTexn) MeOelH: KOMITBIOTEPHBIE CTOJIbI nporpaMMa IS IEMOHCTpAIUH
O6opynoBaHue: KOMIIBIOTEpHAsi | BUaeo (mpourpsiBatesis Windows
TeXHMKa ¢ TnojakiatoueHneM K | Media Player). OducHblit naker
UH(OPMALMOHHO- npwioxennit  Microsoft  Office:
KOMMYHHKAIIHOHHON CeTH | mporpamMma Uil  CO3JaHHsi U
«/HTepHET» M  JOCTYIIOM B | peIaKTHPOBAaHHS TEKCTOBBIX
ANEKTPOHHYI  HH(OpMAaIMoOHHO- | mokymeHToB (Word), mporpamma
00pa3oBaTeIbHYI0 cpeny | Ul CO3MaHHsS M PENaKTUPOBAHUS
oOpazoBaTenmpbHON  opranm3anuy, | Tadbmun (Excel), mporpamma mns
BeO-KaMepbl, KOMMYHHMKAI[HOHHOE | JIEMOHCTpPAaI1U u CO3JJaHuUs
obopymoBaHue, oOecneunBaoIee | Mpe3eHTaHi (Power Point),
JOCTYIl K  CeTH MHTEpHET | mporpaMma Juid paboTsl ¢ 6a3zamu
(mpoBoaHOE COEIIMHEHHE U | maHHBIX (Access).
0ecrpoBOTHOE  COEIUHEHUE  II0

TTomemnieHue Ijisi caMOCTOSATEILHOM
pabotsl obyuaronuxcs (ayn. 401H,
402 H, 403H)

Mebenb: yaeOHast mebernnb
Kommnexkt  cnenmanu3upoBaHHON
MeOeJn: KOMITBIOTEPHBIE CTOJIBI
O6opyznoBanue: KOMITBIOTEpHAs
TEXHHKa C TOAKIIOUCHHEM K
nH}popMannoHHO-
KOMMYHHUKaIIMOHHOH
«MHTepHeT» W OOCTyNOM B
9EKTPOHHYI0  MH(OPMAIMOHHO-
00pa3oBaTEIBHYIO cpemy
00pa3oBaTeNIbHON  OpraHM3aINH,

CCTHU

Omnepanmonnas cuctema Microsoft
Windows, B cocraBe KOTOpPOI
nmporpamMma s JA€MOHCTPalliH
Buzeo (mpourpsiBatens Windows
Media Player). Od¢wucnbiii maker
npwioxkennit  Microsoft  Office:
nmporpamMma  JUii  CO3JaHHA W
peIaKTHPOBAHUS TEKCTOBBIX
nokymentoB (Word), mporpamma
JUISL CO3JIaHMsI M pPelaKTUPOBAHHs
tabmmn  (Excel), mporpamma mis
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BeO-KaMephl, KOMMYHUKAIIHOHHOE
obopymoBaHue, obecreunBaronee
JOCTym K  CETH  HWHTEpHET
(mpoBomHOE COEIUHEHNE u
0ecrpoBOHOE  COCJUHEHHE IO

texuosorun Wi-Fi)

JIEMOHCTpaLNU u CO3JJaHus
TIpe3eHTAIAIA (Power Point),
mporpamMma Uit paboTsl ¢ 0azamu
TaHHBIX (Access).
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