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1. HEJIX OCBOEHUA

1.1 | Henb: mpuoOpeTeHne CTyIeHTaMU TEOPETUIECKIX 3HAHUN B 00JaCTH TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs eSITeTbHOCTH
OpraHu3aliy, 0O3HAKOMJIEHHE C BHJIAMH JJOKYMEHTOB, OJTy4YeHHE MPAKTHUECKUX HABBIKOB 10 CO3JJaHUI0 U 00paboTke
JIOKyMEHTOB.

1.2 | 3agaun:

1.3 | 1. copmupoBath yeTKOE NPEeACTaBICHNE O HEOOXOAUMOCTH U POJIN TOKYMEHTHPOBAHUS B JEATENbHOCTH OpraHu3alui;

1.4 | 2. 03HaKOMUTH C OCHOBAMH JEIONPON3BOACTBA U JOKYMEHTO000pOTa B OpPraHU3alUsIX;

1.5 | 3. 03HAaKOMUTH C 0OCOOCHHOCTSIMH 3aIIUTHI CIIYKeOHOH 1 KOH(pHUASHINATBFHON HH(YOPMAIH, 00ECTICUCHNS OTKPHITOTO
JOCTYIA TPaKAaH K MHYOPMALMK B COOTBETCTBHH C IOJIOKEHUSIMH 3aKOHOAATENbCTBA;

1.6 | 4. HAyYNTH OPUCHTUPOBATHCSA B CUTYAISIX, TPEOYIOINX M3/1aHHUS COOTBETCTBYIOIIUX JOKYMEHTOB.

2. MECTO B CTPYKTYPE OBPA3OBATEJILHOM ITPOT'PAMMBI

Baox OIT: b1.B

2.1 TpeboBanus k l'lpe}lBa]Pl/lTe.]'IbHOﬁ NOAr0TOBKE 00y4aI01Ierocs:

2.1.1 [Kommepueckas 1eSTEIbHOCTD

2.1.2 | 1C: Ilpennpusitue

2.1.3 | DxoHOMUKa Tpy1a

2.1.4 | OcHOBBI paboTHI B IU(POBOI cpene

2.1.5 |Hudopmaruka

2.2 Jucuuniaunbl (MOAYJIM) U MPAKTHKHU, VIS KOTOPBHIX 0CBOEHHE JaAHHOW JUCHMIJIMHBI (MOAYJIs) HEOOXOAMMO KaK
NnpeanecTByIIee:

2.2.1 |IoaroroBka K MpoIeaype 3aIlUTHI U 3aIIUTa BBITYCKHOW KBATH(UKAIIMOHHON pabOoThI

3. PE3YJIbTATBI OBYYEHUS IO JUCIUIIVIMHE, COOTHECEHHBIE C @OPMUPYEMbBIMH
KOMIIETEHIIUSIMHA

IIK-1: CnocodeH ncnoib308aTh NH(POBbIE TEXHOJIOIHH NMPH PellieHUHU 3a1a4 NpodeccHOHATbHOM JeATeJbHOCTH,
oueHnBaTh X 3P (PeKTHBHOCTH, CPABHUBATH MEXKAY c000ii, BLIOMPAaTh HanGoJ1ee MOAXOAAINNI BAPHAHT, y1aCTBOBATH B
NMPOEKTHPOBAHMM I (POBBIX CEPBHCOB M UX TeCTHPOBAHHH

3HaTh:

TIK-1-31 nonsitue JAOKYMEHTa, €ro CBOﬁCTBa, CIIOCOOBI JOKYMCHTHUPOBAHUA; IIpaBUjia COCTABJICHUS U OCbOpMJ'ICHI/Iﬂ
OpPraHru3alluOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB; CUCTEMY U TUIIOBYIO TEXHOJOTHIO JOKYMCHTALTUOHHOT'O obecrieueHus
JACATCIBHOCTH OpTraHnU3aln, B TOM 4YUCJIC, C TPUMCHCHUEM HI/Iq)pOBLIX TEXHOJIOTHHA

OIIK-5: Cnoco0eH NOHMMAThL NPUHIHUIIBI PA00THI COBPEMEHHBIX HH(POPMALMOHHBIX TEXHOJIOIHIl M UCIIO0Jb30BAThL X VIS
peleHus 32124 NPo(ecCHOHANBHOM NesiTeJIbHOCTH, HCII0/1b30BATh COBPeMEeHHbI¢ HH(POPMALUOHHbIE TEXHOJIOTHH U
NPorpaMMHBIe CPeICTBA NPH pelliecHUH npodeccHoOHaIbHBIX 32124

3HaTh:

OIIK-5-31 noHsTHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI JOKYyMEHTHUPOBAHMUS; IIPABUIIA COCTABICHUS U O(OPMICHHS
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB; CHCTEMY U THIIOBYIO TEXHOJOTHIO JOKYMEHTAllMOHHOTO 00ECIICUCHUS
JIEATSTFHOCTH OPTaHM3aIliH, B TOM YHCIIe, C IPIMEHEHHEM COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHI

IIK-1: Cnioco6eH ucno/ib30BaTh HH(POBbIE TEXHOJIOTHH NPH PellleHUH 3124 NpodeccHoHATILHOM 1esITeTbHOCTH,
OLICHHBATh UX 3(PPeKTUBHOCTh, CPABHUBATHL MKy C000ii, BLIOUPATh Hau0oJIee NOAXOASIUN BADHAHT, Y4aCTBOBATh B
NPOEKTHPOBAHNH U (POBLIX CEPBUCOB H UX TECTHPOBAHUH

Ymernb:

TIK-1-Y1 oopMiaTh OpraHU3aIIMOHHO-PACTIOPSAUTEIFHBIE TOKYMEHTHI B COOTBETCTBUH ¢ AeicTByIommM ['OCTowm, onieHHBaTh UX
9((HeKTUBHOCTH; OCYHIECTBIATH 00PaOOTKy BXOMIINX, BHYTPEHHHUX U UCXOISAIINX JOKYMEHTOB, OCYIIECTBIIATH KOHTPOJIb 32 X
UCIIOTHEHHEM; 0(hOPMIISTh JOKYMEHTBI Il Iepeady B ApXHB OPraHU3aIMU ¢ IPUMEHEHHEM [U(PPOBBIX TEXHOIOTHI MPH PEIICHUH
3a1a4 MpoQecCHOHANBHOHN NeITeTbHOCTH

OIIK-5: CniocodeH MOHUMATH NPUHIMIIBI PA0OTHI COBPEeMEHHBIX HHPOPMALNMOHHBIX TEXHOJIOTHIi 1 UCNOJIb30BATh UX IJIs
pelmenus 3ajgaq HpOd)eCCHOHaJ]bHOﬁ AeATEJIbHOCTH, UCII0JIB30BATh COBPEMEHHbIC I/[H(l)OpMaIIl/IOHHble TEXHOJIOTUH U
NMporpaMMHbIe CpeJCTBA NPU pelleHNU NPo¢recCHOHANBHBIX 32124

YMmerb:

OIIK-5-Y1 opopMIIsaTh OpraHu3aliOHHO-PaCTIOPSIUTENbHBIE JOKYMEHTHI B COOTBETCTBHH ¢ JeiicTByromuM ['OCTom;
OCYILECTBIISTH 00pabOTKY BXOASAILINX, BHYyTPEHHUX M UCXOAALINX TOKYMEHTOB, OCYIIECTBIISITH KOHTPOJIb 32 UX UCIIOJIHEHHUEM,;
0(opMIIATE JOKyMEHTBI I IEPEAadH B apXHB OPTaHU3AIMHU C MCIIOIb30BAHUEM COBPEMEHHBIX HH()OPMAIIOHHBIX TEXHOJIOTHH,
MPOTPAMMHBIX CPEJICTB MPU PEIICHUH MTPOPECCHOHANBHBIX 3214




4. CTPYKTYPA U COJAEP)KAHHUE

Kon HaunmenoBanue pasnesioB u | Cemectp | YacoB | ®opmupyemsie | Jluteparypa | Ilpumeuanue KM Bpinoan
3aHATHSA TeM /BUJ 3aHATUS/ / Kypce HHIUKATOPBI H JJI. sieMble
KOMIeTeHI Ui pecypcsl padoTsl
Pazpea 1.
Je1onpou3BoacTBO
OpraHU3alMu
1.1 [IpaBoBbBIEC 1 HOPMATHUBHBIC 9 2 OIIK-5-31 TIK- J.1 KM1
OCHOBBI JI€JONPOU3BOJICTBA. 1-31 JI1.2J12.1
TpeboBanus B 0pOpMICHUIO J12.2J12.3
JIOKyMeHTOB /JIex/
1.2 [IpaBoBBIEC 1 HOPMATHUBHBIC 9 2 OIIK-5-V1IIK J.1 P1
OCHOBBI JI€JONPOU3BOJICTBA. -1-V1 JI1.2J12.1
TpeboBanus B 0popMICHUIO JI2.2J12.3
nokymeHToB /I1p/
1.3 Ucropus pa3BuTHs CHCTEMBI 9 2 OIIK-5-31 TIK- J.1
rOCyJapCTBEHHOTO 1-31 JI1.2J12.1
JIOKyMEHTUPOBAHUS B JI2.2J12.3
Poccun /Cp/
1.4 CucTteMbl JOKyMEHTAIUH. 9 2 OIIK-5-31 TIK- J.1 KM2
CrnyxeOHbIe TUChMA. 1-31 JI1.2J12.1
Kanposoe JI2.2J12.3
JIeNIOTPOn3BOACTBO /JIex/
1.5 CucTteMbl JOKyMEHTaIUH. 9 2 OIIK-5-Y1 IIK J.1 P2
CrnyxeOHbIe TUChMA. -1-V1 JI1.2J12.1
Kanposoe JI2.2J12.3
nenonpoun3BoacTso /Ilp/
1.6 [TpuHIMIIBI COCTAaBIACHUS U 9 2 OIIK-5-31 TIK- J.1
opOpPMIICHHUS CITYKEOHBIX 1-31 JI1.2J12.1
mrcem /Cp/ J12.2712.3
1.7 Br160p TEMBI KOHTPOJIEHON 9 2 OIIK-5-31 TIK- JI1.2 P5
pabots1 /Cp/ 1-31 JI1.3J12.1
J2.2J12.3
Pazgen 2.
JoxymenToo6opoT
OpraHu3anuu
2.1 Opranuzauus 9 2 OIIK-5-31 TIK- J.1 KM3
JIOKyMEHTO000pOTA. 1-31 JI1.2J12.1
CucremaTtu3zanys U XpaHeHue JI2.2J12.3
JIOKyMeHTOB /JIex/
2.2 Opranuzanus 9 2 OIIK-5-Y1 IIK J1.1 P3
JIOKyMEHTO000pOTAa. -1-V1 JI1.2J12.1
CucremaTu3zanys U XpaHeHue JI2.2J12.3
nokymeHToB /I1p/
2.3 [IpuHUMIBI Opranu3anuu 9 10 OIIK-5-31 IIK- J1.1
nokymMeHToobopora /Cp/ 1-31 JI1.2J12.1
J12.2712.3
2.4 Benenne 9 2 OIIK-5-31 IIK- J1.1 KM4
KOH(UACHIINATBHOTO 1-31 JI1.2J12.1
nenonpousBoactsa /Jlex/ J12.2J12.3
2.5 Benenue 9 2 OIIK-5-V1IIK J.1 P4
KOH(UACHIIHATEHOTO -1-V1 JI1.2J12.1
nenonpoun3BoacTaa /IIp/ J12.2J12.3
2.6 Ucropus nepcoHalbHbIX 9 10 OIIK-5-Y1 IIK J1.1
JIaHHBIX B 3aPYOCIKHBIX -1-V1 JI1.2J12.1
crpanax. Mcropus JI2.2J12.3
KOHIIETIIINY TIpaBa Ha
HEMPUKOCHOBEHHOCTD
YaCTHOM >KU3HU U TallHy
nepericku B Poccun /Cp/
2.7 [ToaroroBka KOHTPOIBHOM 9 16 OIIK-5-Y1 IIK JI1.1 P5
pabots1 /Cp/ -1-V1 JI1.2J12.1
J2.2J12.3




2.8

Iloproroska k 3auery, 9 26 OIIK-5-31 IIK- J1.1 KM5
3auer /Cp/ 1-31 JI1.2J12.1
J12.27J12.3

Paznen 3. IloaroroBka k
KOHTPOJbHBIM
MEpPONPUATHAM 1
BbINIOJIHSIEMBIM padoTam

3.1 O0beM yacoB 9 12 OIIK-5-31 TIK- JI1.1
CaMOCTOSITENILHON paboTHI Ha 1-31 JI1.2J12.1
noArotoBky k KM /Cp/ 2.3
32 O6beM yacoB 9 12 OIIK-5-Y1 IIK J1.1
CaMOCTOSTENLHON paOOTHI Ha -1-V1 JI1.2J12.1
noarotosky k BP /Cp/ J12.3
5. ®OHJA OHEHOYHbIX MATEPHUAJIOB
5.1. KouTpoJibHble MeponpusTusi (KOHTPOJILHASI padoTa, TecT, KOJJIOKBUYM, 3K3aMeH M T.II), BONPOCHI 115
CaMOCTOSITEIbHOI MOATOTOBKHU
[IpoBepsiembie
Kon KonTtponbsHoe
KM P — HHJMKATOPE! Bompock! 1 oAroTOBKH
KOMITETEHITUH
KM1 Kontpomnsnsiit Tect | OIIK-5-31;11K-1-31 | IIpeamer, conepkaHue v MOHATHE AETONPOU3BoACcTBA. HopMaTuBHO-
o reme "IIpaBoBbie MIPaBOBOE M METOINIECKOE 00ECTICUeHHNE JIEOTTPONU3BOJICTBA.
Y HOpMaTHBHBIE DopmyIsip, pEKBH3UTHI JOKYMEHTOB
OCHOBBI
JIEITOTIPON3BOJICTBA.
TpeboBanus K
odopmieHnIO
JIOKYMEHTOB"
KM2 Kontponsaerit Tect | OTIK-5-31;I1K-1-31 | Opranu3anuoHHble, paciopsAnTeNbHbIE TOKyMeHTHI. OdopMmiieHre
1o teme "Cucremsl ciryxeOHbIX rmuceM. Kanposast ToKyMeHTanus
JIOKyMEHTAallUH.
Ciyxe0HbIC THCHMA.
Kanposoe
JIeNIOTIPOU3BOICTBO"
KM3 Konrponsnerii Tect | OIIK-5-31;I1K-1-31 | lokyMeHT0OOO0pOT OpraHu3aiy. DIEKTPOHHBINA JOKYMEHTO000pOT
10 TeMe
"Opranuzanus
JIOKyMEHT0000poTa.
CucremaTtuzanus u
XpaHEHHE
JIOKYMEHTOB"
KM4 Kontponsnsrii Tect | OTIK-5-31;I1K-1-31 | KordunenmumansHOe NeI0MPON3BOACTBO U HH(GOpMAIHs. 3aIuTa OT
o TeMe "Benenue YTEeUKH KOH(HUIEHINATBHON HHPOPMAITIH
KOH(pHCHIIHATEHOT
o

JIeTI0NpOou3BOCTBA"




KM5 Bormpocsr qist OIIK-5-3;IIK-1-31 |1 IIpenmer, coaepskaHue U MOHATHE JETONPOU3BOJICTBA
CaMOCTOATENBHOM 2 Hcropus pa3BUTHSL CUCTEMBI TOCYAaPCTBEHHOTO JOKYMEHTHPOBAHUS
TIOJTOTOBKH B Poccun

3 INonsTre nokyMeHTa u ero ¢yHkiwH. Kinaccudukanus JOKyMeHTOB
4 HopMaTHBHO-IIPaBOBOE M METOANYECKOE 0OecreueHrne
JETONPOU3BOJICTBA
5 Ciryx0a TOKyMEHTAIIMOHHOTO 00ECTIeYeHHsI YIIPaBICHHUS U €€ MECTO B
OpPraHU3alHOHHOHI CTPYKType
6 dopmMynsip TOKyMeHTa U 0COOCHHOCTH SI3bIKa CIIy)KEeOHOI0 JIOKyMEHTa
7 OdopmiteHHE PEKBU3UTOB TIOKyMEHTA
8 bnaHKu OKyMEHTOB
9 OpraHu3anroHHBIE TOKYMEHTHI
10 PacniopsimutenbHbie JOKYMEHTBI
11 MadopmMannoHHO-CIIpaBOYHBIC TOKYMEHTEI
12 OcHoBHBIe TpeOOBaHUS K O(OPMIICHHIO CIIYKEOHBIX ITHCEM
13 Kitaccudukarius Ciry>KeOHbIX MHCEM
14 IToHsTHE KagpOBOTO IEIONPOU3BOAICTBA
15 Bunbl KafipoBOH JOKYMEHTAH
16 OcobennocT 0QOpPMIECHUS TPYIOBBIX KHHKEK
17 CymHoCTh JOKyMEHTOO00POTa OpraHu3aluy
18 Peructpanusi JOKyMEHTOB
19 IpoxoxeHue U MOPsI0K UCTIOIHEHUSI JOKYMEHTOB
20 DJeKTPOHHBIN JOKYMEHTO000POT
21 OnepaTtuBHOE XpaHEHHUE TOKyMEHTOB
22 IloAroroBKa JOKYMEHTOB K apXUBHOMY XPaHEHHUIO
23 Ilepenaua J1es1 B apXuB AJIs1 XpaHEHUS
24 TonsTHEe KOH(PUACHIIMAIBHOTO JIETIONPOU3BOCTBA
25 TexHomorus paboThl ¢ KOHGHUICHITHATBHON HH(pOpManeH
26 Pabota ¢ TOKyMeHTaMu, COJIepKAUTIMU KOH(PHUICHIINATbHBIC
CBEJEHUS
27 CpencrtBa 3alIUTHl OT YTEUKH KOHPHUICHIHAIEHOH HHPOpManH
5.2. Ilepedyenn padoT, BeINOJIHsIeMbIX 0 qucuumnHe (Kypcosas padora, Kypcosoii npoexr, PI'P, Pedepar, JIP, IIP u 1.11.)
Kox Hasparue IIposepsiemble
WHIUKaTOPHI Copeprxanue paboThI
paboTsI paboTHI .
KOMIETEHINH

P1 [Ipakruueckas OIIK-5-YI;IIK-1-Y1 |1 IIpenmer, coaepkaHue U MOHATHE JETOMPOU3BOICTBA
pa6ora 1 ITpaBoBbIE 2 Hcropus pa3BUTHSL CUCTEMBI TOCYAaPCTBEHHOTO JOKYMEHTHPOBAHUS
1 HOpMaTHBHEIC B Poccun
OCHOBBI 3 INonsTre noKyMeHTa u ero GyHKIwH. Kiaccudukanus J0KyMeHTOB
JIeTIONPOU3BO/CTBA. 4 HopMaTHBHO-TIPaBOBOE U METOAUUYECKOE ODecreueHne
TpeboBanus k JEeTONpPOU3BOJICTBA
odopmneHnIO 5 Ciry»x0a TOKyMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHHUS U €€ MECTO B
JIOKYMEHTOB OpTaHM3aI[OHHON CTPYKType

6 ©opMmynsap JOKyMEHTa U OCOOEHHOCTH sI3bIKa CIy>KEOHOTO JOKYMEHTa
7 OdopmiieHHE PEKBU3UTOB TOKyMEHTA
8 baHku OKyMEHTOB

P2 [Ipakruueckas OIIK-5-Y1;IIK-1-¥Y1 |1 Opranu3aunoHHble TOKyMeHTHI 2 PacriopsiuTenbHble JOKYMEHTHI 3
pabota 2 Cuctemsl NupopmanronHo-cripaBoyHble JOKyMeHTHI 4 OCHOBHBIE TPEOOBaHHUS K
JIOKYMEHTAIIH. oopmiteHuIo ciryxeOHbIX nuceM 5 Kiaccudukarys ciry’eOHbIX THceM
Ciyxe0HbIe THCHMA. 6 IlonATue KapOBOro AEIONPOU3BOACTBA 7 Buasl kaapoBoit
Kanposoe JokymeHTaru 8 OcobeHHOCTH 0(OPMIIEHHS TPYAOBBIX KHIKEK
JIETIONPOU3BOJICTBO

P3 [Ipakruueckas OIIK-5-Y1;TIK-1-¥Y1 |1 CymHoCTh JOKYMEHTOO00pOTa OpraHU3aIiu
pabora 3 2 Perucrpanus 10KyMEHTOB
Opraxus3anus 3 [IpoxoxkaeHNe U NOPSIJOK UCTIOTHEHHS JOKyMEHTOB
JIOKyMEHTO000pOTAa. 4 DNeKTpOHHBIN TOKyMEHTOO000POT
Cucremaruzanus u 5 OmepaTuBHOE XpaHEHHE JOKYMEHTOB
XpaHEHHe 6 IToaroToBKa JOKYMEHTOB K apXHBHOMY XPaHEHHIO
JIOKYMEHTOB 7 Ilepenaya nien B apXuB JJIs1 XpaHEHUs

P4 [Ipakruueckas OIIK-5-Y I;IIK-1-Y1 |1 IlonsiTHe KOHPHUIESHINAILHOTO AeT0Npon3BoAcTBa 2 TexHonorus
pabota 4 Benenue paboThI ¢ KOHUACHIIMATBHON HHpOopMaIueii 3 PadoTa ¢
KOH(HUICHIHATEHOT JIOKYMEHTaMH, CO/IepKaINMH KOH(pHAeHIINaIbHBIe CBeIeHNS 4

0 ACJI0IPOU3BOACTBA

CpezncTBa 3amuTHI OT yTeUkH KOH(pUAeHINATBHOH HH(pOopMaIu




P5 Konrponsnas OIIK-5-YI;IIK-1-Y1 | 1. OcobenHOCTH XpaHEeHUs KaapoBoil mokymeHTarmu 2. Vicropus
pabora (B hopme Pa3BUTHUS CHCTEMBI AEJIONPOU3BOACTBA 3. SI3BIK CITy>KEOHBIX

pedepara) JIOKyMEHTOB: OCHOBHBIC ()YHKIINH, ITPABUIIA IOCTPOCHUE TEKCTA
JokyMeHTa. 4. ITonsTre «1OKYMEHT», €10 Pa3sBUTHE U ONPEIEIICHUE. 5.
Bo3HUKHOBEHUE TMCHMEHHOCTH, MOSBIEHHE JOKYMEHTA. 6.
Bo3HuKHOBEHME U Pa3BUTHE YNIPABIEHYECKOTO JOKYMEHTA. 7.
TekcToBOE TOKyMEHTHPOBAHHE, Pa3BUTHE, HA3HAUCHUE M 00J1aCTh
npumeHeHus. 8. Pa3Butne GpopMynsipoB TEKCTOBBIX JOKyMEHTOB B X VI-
XVII BB. 9. Pa3Butne BUI0B U GOPMYJIsipa JOKYMEHTOB B YUPSIKIACHUSIX
Poccum XVIII B. 10. Pazutre Gpopmymsapa roxkymenTa B XIX — Hagaie
XX BB. 11. PazBuTHe popmynsapa TOKyMeHTa COBETCKOH 3moxu. 12.
HcTopust BOSHUKHOBEHHSI U Pa3BUTHsI OT/EIBbHBIX BUIOB JOKyMEHTOB
(110 BBIOOpPY — rpaMoTa, yKa3, IpuKa3, MPOTOKOJ, MUCHMO U T.1.). 13.
HcTopus pa3BUTHS OTAETBHBIX JIEMEHTOB (hOPMYIIIpa JOKyMeHTa (TI0
BBIOOPY — COCTaB YIOCTOBEPEHUS, MMOPSTIOK apEeCOBaHUs U T.1.). 14.
PazButre ne10BOro CTHIIS PyCCKOTO TUTEPATypHOTO sA3bIKa. 15.
3akoHO#ATeNbHAS M HOPMAaTHBHAS PeTIIaMEHTAINS TOKYMEHTHPOBAHHS
B I0peBOOLMOHHON Poccuu. 16. 3akoHonaTenbHas U HOpMaTUBHAS
periaMeHTalys J0KyMeHTHPOBAHUS Pa3INUHbIX BHOB JESITEIbHOCTU
(opraHu3alMOHHO-PACHOPAIUTENBHOM, KOMMEPUECKOH, KaIPOBOIA,
JUIIEH3UOHHOMW U 1p.). 17. MeToaBI COBepIIEHCTBOBAHHUS
JOKYMEHTHPOBAHUS yIIPaBIEHUECKOH AedarenbHocT. 18. OcobeHHOCTH
0(hOpMIICHUSI TOTOBOPOB M KOHTPAKTOB. 19. JlokyMeHTHpOBaHUE
JIeATeNFHOCTH aKIIMOHEepHBIX 00mecTB. 20. JIokyMeHTHpOBaHHE
JIeSITeIbHOCTU TOCYAaPCTBEHHBIX yUpexxeHul. 21. Biusnue cpencrs
MEXaHU3alluU U aBTOMAaTHU3aIU1 Ha CO3/1aHKe JOKYMEHTOB U UX (opMy.
22. CoBpeMEHHBIE MPOTPaMMHBIE CPEJICTBA, HCIIONIB3yEMBIE B ITPOLIECCE
CO3JIaHUS JOKYMEHTOB.

5.3. OueHo4Hble MaTepuabl, HCNOJIb3yeMble IS IK3aMeHa (onucanue OUJ1eToB, TECTOB U T.IL.)

OK3aMeH M0 AUCTIUILTIHE He MTPEAyCMOTPEH

5.4. Meroauka OLleHKH OCBOCHHS JUCHMILUINHBI (MoayJs, npakTtuxku. HUAP)

ITepeyeHs BUAOB OLIEHOYHBIX CPEICTB

YcnoBue NoMydYeHUs 3a4eTa - BEIIIOTHEHHE BCEX BUIOB 3aIUIAHUPOBAHHBIX PAabOT:
- TectupoBaHus (6omnee 60% MpaBUIBHBIX OTBETOB B KaXIOM TECTE)

- KOHTPOJIBHOH PabOTHI.

Kputepun onieHKH BBINOTHEHUSI KOHTPOJIBHON paboThI:

[ToxrorosienHast 1 0pOpMIICHHAS! B COOTBETCTBHH C TPeOOBaHMSIMHU KOHTPOJIbHAst paboTa OLEHMBAETCS PENo1aBaTeIeM 10
CITETyIOIINM KPUTEPHSM:

- JOCTIKEHHE ITOCTaBJICHHOH LIENN U 3a][a4d UCCIIeIOBAaHMs (HOBH3HA U aKTyaIbHOCTH MOCTABICHHBIX B paboTe Mpobdiem,
HpaBUIBHOCTH (POPMYITUPOBAHHUS IIENH, ONIPEENIECHH 3a/1a4 HCCIIE0BaHHs, IPABUIBHOCTh BBIOOpA METOJIOB PEIICHUS 3aa4 U
pea3aIyy LHEeIN; COOTBETCTBUE BBHIBOJIOB PEIIAEMBIM 3aadaM, IIOCTaBICHHOHN LeH, yOSANTENbHOCT BBIBOIOB);

- YPOBCHB 3pYAUPOBAHHOCTH aBTOPA II0 U3yUECHHOH TeMe (3HaHNE aBTOPOM COCTOSIHHUS N3ydaeMOoi MpoOJIeMaTHKH, IIUTHPOBAHNE
HCTOYHHKOB, CTETICHb HCIOIb30BaHUS B pabOTe pe3ysIbTaTOB UCCIECAOBAHUH);

- INYHBIE 3aCITyTH aBTOpa (HOBBIE 3HAHUS, KOTOPBIE MOTy4YeHbI TOMUMO 00pa30BaTeIbHOI NPOrpaMMBbl, HOBH3HA MaTepHaia u
PacCMOTPEHHOM MPOOIEMBI, HAYYHOE 3HAUCHUE HCCIIEAYEMOTO BOIIPOCA);

- Ky/lbTypa MHChbMEHHOTO H3JI0XKEHHS MaTepHraia (JIOTHIHOCTh OJaYy MaTepraa, TPaMOTHOCTh aBTOPA)

- KynbTypa 0(OpMIICHHS MaTepHaIoB pabOThl (COOTBETCTBHIE BCEM CTAHAAPTHBIM TPEOOBAHUSIM);

- 3HaHWUS ¥ yMEHHS Ha yPOBHE TPEOOBaHMI TaHHOHW AUCIUIUIMHEL 3HaHHE (hPaKTHIECKOTO MaTepHalla, yCBOSHUE OOLINX ITOHATHI 1
HJICH;

- CTelleHb 0OOCHOBAaHHOCTH apTyMEHTOB M 00001meHuit (0NHOTa, TTTyOuHa, BCECTOPOHHOCT PACKPBITUS TeMbI, KOPPEKTHOCTb
apryMEHTAIMU U CUCTEMBI JJOKa3aTEeNIbCTB, CIIOCOOHOCTB K 0000IIEHHIO);

- KaueCTBO ¥ [IEHHOCTh MOIYyYCHHBIX PE3yNbTaTOB (CTEIEeHb 3aBEPIICHHOCTH HCCIIEI0BAHNS, CIIOPHOCTE HIIH OJJHO3HAYHOCTh
BBIBOJIOB);

- HCTIONIb30BaHME JIUTEPATYPHBIX HCTOYHUKOB.

OOBEKTHBHOCTB OLIEHKH PAabOTHI MPEIoJaBaTelleM 3aKI0uacTCs B ONPEIETICHNH €€ TOJI0KUTEIbHBIX  OTPHLATEIBHBIX CTOPOH, 10
COBOKYITHOCTH KOTOPBIX OH OKOHYATEJIFHO OIIEHHUBACT IPEICTABICHHYIO PaboTy.

[Ipu monoXUTETPHOM 3aKIIOUCHUH Pab0Ta OLIEHUBAETCS MO0 CUCTEME 3aUTEHO/HE 3aYTEHO, O YeM JeTaeTcs COOTBETCTBYIOIIAs
3aITUCh.

I[Ipu oTpHuaTen-HON peleH3NH padoTa BO3BPAIIAETCS Ha I0PAOOTKY € IOCIEIYIONINM IIPEICTaBICHHEM Ha TOBTOPHYIO IIPOBEPKY C
HPUIOKECHUEM 3aMEUaHNil, CICTAaHHBIX IIPETIOaBaTeIIeM.

6. YHEBHO-METOINYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHHUE

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas JIMTEpaTypa




ABTOpBI, COCTaBUTENN

3arnaBue

Bubanoreka

M3parenscTBo, TOA, 311. aapec

JI1.1 |Kupcanosa M.B.

CoBpemMeHHOe
JIETTOTIPOM3BOICTBO: YueO.
rnmocooue

M.: THOPA-M, 2003,

JI1.2 |Tlon pen.
N.K.Kopneesa

Jenonpoun3zsocTBo: OOpasiipl,
JOKyMeHTHI. Opranu3amus u
TEXHOJIOTHsI pabOThI

M.: Ilpocnexkr, 2005,

JI1.3 | H.Makapoga,
I" Huxonaituyk,
10.TuroBa

KommrorepHoe
JIEITOTIPOU3BOJICTBO:
Yueb.nmocobue

CII6.: ITurep, 2003,

6.1.2. /lonoJHUTEILHAS JIUTEPATYpPa

ABTOpBI, COCTaBUTEITH 3ariaBue bubmoreka UznarenbcTBO, TOM, 311, aapec
JI2.1 | A.B.Henorona, Jenonponssoacto M.: Omera-JI, 2009,
I1.A.CemueHKO OpraHu3aluu
JI2.2 |Tlon pen. JlenonpounsBoacTBo M.: JOHUTH-JJAHA, 2003,
T.B.Ky3nenoBoit (opraHuzanysi 1 TEXHOJIOTHH
JIOKyMEHTHPOBAaHHOTO
oOecrieueHus ynpaBieHHs):

Vuebuuk

JI2.3 | A.B.BepxoBieB JenonpousBoacTeo B M.: UH®PA-M, 2003,

KaJIpOBOM CITyxk0e

6.3 IlepeueHb MporpaMMHOro odecneyeHus

IL.1 Microsoft Office 2007 Russian Academic OPEN No Level

1.2 |"TAPAHT aspo" (Knuenr)

I1.3 | Bpay3zep Google Chrome

I1.4 Microsoft Teams

6.4. IlepeueHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM U NMPOo(deccuoHaTbHBIX 0a3 JaHHBIX

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE

Ayn. | Hasunauenne OcHarenne
136 VYuebnass  aymutopus s 3aHsATHE | Kommekr  ydeOHoit  mebenm  Ha 24 Mecta s
JIEKITUOHHOTO THIIA, MPaKTHUECKUX | 0OyUalOmuXcs, MJOCKa ayIWTOpHas MeJoBas, HOYTOYK,
3aHATUI WHTEpaKTUBHAs  JKK-IIaHedb, Be0  kamepa,  CTOMKa

MobOuipHas, 2 mT., TeneBu3op LED, mratuB HamoJbHBIM.
muneHsnonHsle  mporpammel - MS  Office, MS  Teams,
antusupyc Dr.Web, windows 10, anapous.

8. METOANYECKHUE YKA3AHMUS A1 OBYYAIOIIIUXCA

OcBoeHUE TUCIHUIUIMHBI IPEATIONAraeT Kak MpoBe/IeHUE TPAAUIIMOHHBIX ayIUTOPHBIX 3aHATHH, TaK U paboTy B JJIEKTPOHHON
nHpOpMaIMoHHo-00pa3oBarenbHoi cpeae (DMOC), B 2IEKTPOHHOM Kypce M0 TUCIHUILTHHE. DJICKTPOHHBIA Kypc MO3BOJISIET
HCTIONIB30BaTh CIICIUANBHBII KOHTEHT U 3JIEMEHTHI JJIEKTPOHHOTO 00yUYeHHUS 1 TUCTAaHIMOHHBIX 00Pa30BaTENIbHBIX TEXHOIOTHI.
Hcnonp3yercs NpenMyIecTBEHHO I aCHHXPOHHOTO B3aUMO/CHCTBIS MKy Y9aCTHUKaMH 00pa30BaTeIbHOIO MpoIiecca
HocpencTBoM ceTH «HTepHeT».

Yrto05! 3¢ (eKTHBHO UCIIOIH30BaTh BOZMOKHOCTH JIEKTPOHHOTO Kypca, & COOTBETCTBEHHO M YCIICIITHO OCBOUTH JTUCIUITIHHY,
HYKHO:

1) 3aperucTpupoBaThCs Ha Kypc;

2) 03HAKOMHTHCS C COZIEP>)KaHUEM Kypca, BOIIPOCAMH JIJIsl CAMOCTOSATEIBHO OArOTOBKH, YCIOBUSIMH JIOITyCKa K aTTECTALNH,
(hopMoOii IPOMEKYTOUHOH aTTECTANH (3a4eT/IK3aMeH), KpUTEPHSIMHU OIIEHUBAHUA H TIp.;

3) u3yuath yueOHbIC MaTepUallbl, pa3MeICHHBIC MIPerofaBaTesieM. B T.4. moabp30BaThCs AUTEPaTypOil, PEKOMEHI0BaHHOM
HperofaBarelieM, Iepexos 10 CChUIKaM;

4) mone30BaThCA ONOIMOTEKOM, B T.4. JUIS BHITOJHEHIS MICEMEHHBIX paboT (KOHTPOIBHBIE Pa0OTHI);

5) 03HAKOMHTECS C 3aJJaHHEM K MICBMEHHOH paboTe, CpOKaMH CHaul, KpUTEPHUSMH OILCHKH. B ycTaHOBICHHBIC CPOKH BEITTOJHUTH
paboty(bl), MOArpy3UTH (aitn paboThl A npoBepku. PekoMenayeTcst Ha3bIBaTh (aiin paboThl ciaenyouM o0pa3oM (Ha3BaHKE
npeamMera (CokpaleHHo), rpynmna, 1O, nata akryanuzaunu (pu MOBTOpHOM pa3mMenieHun)). Hanpumep, [enonpon3soactso u
nokymeHToooopot MBanoB M.U. BOK-2203 20.04.2024. Ecin paboTa coep>KUT PUCYHKH, TO C IIETBI0 COXPAaHEHUS
(hopmaTHpOBaHUS e HyKHO HOArpyxats B pdf ¢popmare.

PaGora, pa3MeiiaeMast B 3JICKTPOHHOM Kypce JUlsl TPOBEPKH, JOJDKHA!

- coJiepKaTh BCE CTPYKTYPHBIE SIEMEHTHI: TUTYJIBHBIN JIUCT, BBEACHHE, OCHOBHYIO YacTh, 3aKIII0UCHHUE, CITUCOK HCTOYHHUKOB,
HPHIOKEHUS (TIPH HEOOXOIMMOCTH);

- OBITH O(hopMIIEHA B COOTBETCTBHH C TPEOOBAHUSIMH.

[IpenonaBarenb B TeUEHHE yCTAHOBICHHOTO CpoKa (He Oosee iecsiTH JiHel) mpoBepsieT paboTy U pa3MellacT B KOMMEHTapHsX K




3aJaHUIO PEIEH3UI0. B Heil OH yka3bIBaeT Kak MOJIOKUTEIbHBIE CTOPOHBI pabOoTHI, Tak 3aMedaHus. [Ipu HaTMIuu B perieH3un
3aMeuaHuil U peKOMEH AN, HyKHO BHECTH MOIPABKU B pabOTy, OTIIPABUTh €€ 3aHOBO JUIs MOBTOPHOI mposepku. IIpu aTom
Ba)KHO CJICTUTH 32 CPOKAMH, B T€UEHHE KOTOPHIX JOJDKHO OBITH BBIIOJIHEHO 3a1aHue. [Ipi HapyIIeHHn CpoKoB, YKa3aHHBIX
HperoiaBaTesieM, BO3MOXKHOCTh HAIIPaBUTh PabOTy OCTaeTCs, HO CHCTEMAa BBIBOIUT COOOIIEHHE O HapyIIeHHH CPoKoB. ITo
OKOHYaHHHU CEMECTpa 3arpy3UTh paboTy He MOITyUHTCS;

6) IPOHTH TECTOBBIC 33/1aHMUSI, OCBOMB PEKOMEHIyeMbIe YueOHbIE MaTepHaIbl

7) OTCIIEXUBATH CBOIO YCIIEBAEMOCTE;

8) untaTh OOBABIEHHUS, pa3MeIlacMbIe MIPEIoIaBaTeNIeM, JaBaTh OOPATHYIO CBS3b;

9) coznaBarh OOCYK/ICHUS M y4acTBOBATh B HUX (00CY’KIafOTCsI 00IIME MOMEHTBI, BHI3BIBAIOIINE BOIIPOCH! Y OOJIBIIMHCTBA
TPYIIIIBI);

10) IposBIATH PErYIAPHYIO aKTHBHOCTH Ha Kypce.

[IpenMyIiiecTBEHHO Uit CHHXPOHHOTO B3aUMOAGIHCTBHS MKy Y9aCTHUKaMH 00pa30BaTeIbHOTO MPOIiecca OCPEICTBOM CETH
«MHTeprer» ucnonbdyerca Microsoft Teams (MS Teams). UToObI ONMHOIIEHHO MCHOJIB30BAThH €r0 BO3MOXKHOCTH HYKHO
yCTaHOBHTH TpHIiockeHne MS Teams Ha NepCoOHANBHBINA KoMIbIoTep U TenedoH. CtapocTaM HyKHO co3aTh rpymmy B MS Teams.
VY4acrue B rpyInme no3Bosser:

- CITyIIaTh JEKIHH;

- paboTaTh Ha MPAKTHYECKUX 3aHATHAX;

- OBITH Ha CBSI3H C IIPENOAaBaTeNeM, 3a/1aBas €My BOIIPOCHI MM OTBEYasi Ha €ro BOIIPOCH B OOIIEM HaTe IPyIIIEI B pabouee BpeMs ¢
9.00 no 17.00;

- OCYILECTBIATH COBMECTHYIO PaboTy Haj JOKyMeHTaMH (BKiaska «Daiiibr).

[Ipn npoBeneHNN 3aHATHI B ANCTAaHIIMOHHOM CHHXPOHHOM (hopMaTe Hy’)KHO BCerja paboTaTh ¢ BKIIOUCHHOH KaMepo.
HckroueHne — ecay IpenogaBaTelb NOMPOCUT OTKIIOYUTH KaMephl 1 MUKPO(OHEI B CBSI3H ¢ OonbIMMu Homexamu. Ha aBaTapkax
JIOJDKHBI OBITh HCKITIOYUTENBHO JENOBbIE (OTO.

ITpu nmpoBeneHNH JISKITMOHHO-IIPAKTHUECKIX 3aHATHH BEIETCS 3alHCh. JTO JaeT BO3MOXKHOCTE IIPOCMOTPA 3aHATHS B CIIyJae
HEBO3MOKHOCTH IIPHCYTCTBHS HAa HEM WM IIPH HEOOXOMMOCTH BHOBS OOPATHTCS K MaTepHAaTy U 3aHOBO €r0 MPOCMOTPETb.




