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1. HEJIX OCBOEHUSA

1.

Ju—

Lenb: nproOpeTeHne CTyIeHTaMU TEOPETUIESCKUX 3HAHHH B 00JIaCTH TOKYMEHTAIMOHHOTO 00ECTICYCHNUS 1A TEIbHOCTH
OpraHu3alyy, 03HAaKOMJIEHHE C BUIaMH JOKYMEHTOB, MOJyuYeHHEe MPAKTUYECKMX HaBBIKOB TI0 CO3AaHUI0 U 00paboTke
JIOKYMEHTOB.

1.2]1. C(l)OpMI/IpOBaTL YCTKOC MPCACTABICHUE O HCOGXO,E[I/IMOCTI/I " pOJIM JOKYMCHTHPOBAHHUA B ACATCIIBHOCTU opranmaunﬁ;

1.3| 2. 03HaKOMHUTH C OCHOBAaMH JIJIOTIPOU3BOJICTBA U TOKYMEHT0000pOTa B OpraHU3aLUsIX;

1.4|3. 03HaKOMHTH C OCOOEHHOCTSIMHU 3aIUTHI CITyxKeOHOH 1 KOH(DUICHINATBHON HH(POPMAIIUU, 00eCIIeUeHUS] OTKPBITOTO
JOCTYIa rpakJiaH K NHGOpPMaLUK B COOTBETCTBUH C MOJIOKECHUSIMU 3aKOHO/IATEIILCTBA;

1.5|4. Hay4uTh OPUEHTUPOBATHCS B CUTYAIUAX, TPEOYIOMINX U3JaHUS COOTBETCTBYIOLIUX JOKYMEHTOB

2. MECTO B CTPYKTYPE OBPA30OBATEJbHOM ITPOI'PAMMBI

Baox OII: b1.B

2.1 TpeboBanus K npe)JBa]ImTenbﬂoﬁ MOAT0TOBKE 00Yy4alouIerocs:

2.1.1 |Hudopmaruxa

2.1.2 | DOxoHOMHKA TpyJa

2.1.3 | 1C: Ilpeanpusitue

2.1.4 | Kommepueckas ASITETbHOCTD

2.1.5 | OcHoOBBI paboTHI B IU(POBOI cpelne

2.1.6 | Cuctemsl yrpaBieHus 0a3aMu JTaHHBIX

2.2 Jucuuniaunbl (MOAYJIH) U MPAKTHKH, AJI51 KOTOPHIX 0CBOeHHE JAHHOM JMCUUNJIUHBI (MOAYJIs1) HEOOXOAUMO KAK
npejuecTBylonee:

3. PE3YJIbTATBI OBYYEHMUA 11O JUCHUIIIMHE, COOTHECEHHBIE C ®OPMHUPYEMBIMHA
KOMIIETEHIIUAMH

OIIK-5: Cnoco0eH MOHNMATh NPHHIHUINBI PA00ThI COBPEMEHHBIX HH(OPMANMOHHBIX TEXHOIOTHIl M HCN0JIL30BAThH UX IS
pelieHus 32124 NPo¢eCCHOHATBHON JeATeIbHOCTH, HCI0Jb30BaTh COBPeMEHHbIC HH(POPMaOHHbIC TEXHOJIOTHH H
NPOrpaMMHBbIe CPeIcTBA NIPH pellieHuH NpodecCHOHAIbHBIX 32124

3HaTh:

OIIK-5-31 noHsTHE TOKYMEHTA, €r0 CBOHMCTBA, CIIOCOOB! TOKYMEHTHPOBAHIST; IIPaBHiIa COCTABICHUSA H 0(OPMIICHHS
OpTaHU3AIMOHHO-PACTIOPSTUTEIHHBIX JOKYMEHTOB; CUCTEMY U TUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAITUOHHOTO 00ECIIeYCHUS
NIESITeTbHOCTH OpPTraHU3alliH, B TOM YHCJIe, C IPIMEHEHHEM COBPEMEHHBIX HH(POPMALIMOHHBIX TEXHOJIOTUI

IIK-1: Cnnoco0eH ucnoib30BaTh HHGPOBbIE TEXHOJIOTHU NIPH PELICHUH 32124 NPo(decCHOHAIbLHOI JesTeJbHOCTH,
OLICHUBATH UX 3Q(PEKTHBHOCTb, CPABHUBATH MeKAY c000i, BHIONPATh Hando1ee NOAXOASIIMII BADHAHT, y4aCTBOBATh B
NMPOEKTHPOBAHNH M (POBLIX CEPBHCOB H UX TECTUPOBAHUHA

3HaTh:

IIK-1-31 nonsiTHe TOKyMEHTa, €0 CBOMCTBA, CIOCOOBI TOKYMEHTUPOBAHHS; IPABUIIA COCTABICHUS 1 0(hOpMIIEHUS
OpraHHU3alMOHHO-PACIOPSIIUTEIBHBIX JOKYMEHTOB; CHCTEMY M TUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAILIMOHHOTO 00ECTICUCHUS
JIeITSIIFHOCTH OPTaHNU3aIMH, B TOM YHCIIE, C IPUMEHEHNEM T (PPOBBIX TEXHOJIOTHH

OIIK-5: Cnoco6eH NOHUMAaTh NPUHIHUIBI PA60ThI COBPEMEHHbIX HH(POPMALMOHHBIX TEXHOJOIHI M MCI0JIb30BAThL UX VIS
peLIeHNs 3a/1a4 NPo¢eCcCHOHANBHOM AesiTeIbHOCTH, HCII0/Ib30BAaTh COBPeMEHHbIe HH(OPMALMOHHbIC TEXHOJIOTHH H
NporpaMMHbIe CpeicTBa NPH pellieHUH NPogecCHOHATBHBIX 3124

YMmerh:

OIIK-5-Y1 odopMIsTh OpraHH3aHOHHO-PACTIOPSIUTENbHBIC JOKYMEHTHI B COOTBETCTBHH ¢ AeiicTByromuM I'OCTom;
OCYILECTBIISITH 00pabOTKY BXOASIIHX, BHYTPEHHUX U UCXOJUIIIMX JOKYMEHTOB, OCYIIECTBIISITH KOHTPOJIb 32 UX UCIIOJIHEHUEM;
0(OpPMIISTE TOKYMEHTSI JUIS TIepelady B apXHB OpPraHU3alUK C MCHOJIb30BAHHEM COBPEMEHHBIX HH(OPMAITHOHHBIX TEXHOJIOTHH,
MPOTPaMMHBIX CPEICTB MPH PEeIIeHNH TPo(deCCHOHATBHBIX 3a1a4

IIK-1: Cnnoco0eH ucnoib30BaTh HMGPOBbIe TEXHOJIOTHHU IIPH PeLIeHUH 32124 NPodecCHOHAIbHON JesTeJbHOCTH,
OLIEHMBATh UX 3(PPEeKTUBHOCTH, CPABHUBATH MEKAYy c000i, BbIOUpATh HauboJIee NOAXOASAIIMI BAPUAHT, y4aCTBOBATH B
NPOeKTUPOBAHMM LU (POBBIX CEPBUCOB U UX TECTUPOBAHUHI

YMmerh:

[IK-1-Y1 odopmisTs OpraHU3annOHHO-PACIIOPSANTENBHBIC JOKYMEHTHI B COOTBETCTBHU ¢ AeiicTByromuM I'OCToM, oneHIBaTh UX
3¢ PeKTUBHOCTD; OCYLIECTBIATH 00PAOOTKY BXOSIINX, BHYTPEHHUX U UCXOASAIINX JOKYMEHTOB, OCYILECTBIATH KOHTPOIb 32 UX
UCIIOJTHEHHEM; 0pOpMIIATE TOKYMEHTHI [UIS ITepeiadyd B apXHUB OPTaHU3AINHU C TIPIMEHEHHEM IU(POBEIX TEXHOIOTHH ITPH PEIICHUN
3a/1a4 mpoQecCUOHANLHON IeATETFHOCTH




4. CTPYKTYPA U COJAEP)KAHUE

Kox HaumenoBanue pasaenoB u | Cemectp | YacoB | ®opmupyemsle | Jluteparypa | Ilpumeuanne KM Bpinoan
3aHATHA TeM /BUJ 3aHATHS/ / Kype HHIUKATOPBI H JJI. sieMble
KOMIeTeHI Uil pecypcebl padoTsI
Pazpen 1.
JenonpousBoacTBo
OpraHu3auuMu
1.1 [IpaBoBbIE 1 HOpMATHBHBIC 5 2 OIIK-5-31 TIK- J.1 KM1
OCHOBBI JIEJIOITPOU3BOJICTBA. 1-31 JI1.2J12.1
TpeboBanus B 0(hOpMIECHHIO 2.2
JIOKyMeHTOB /JIek/ D192 33
1.2 [IpaBoBBIE 1 HOpMATHUBHBIC 5 2 OIIK-5-V1IIK J.1 P1
OCHOBBI JEJIOITPOU3BO/ICTBA. -1-V1 JI1.2J12.1
TpeboBanus B 0(hOpMICHHIO 2.2
nokymeHTos /I1p/ D192 93
1.3 Ucropus pa3BUTHS CUCTEMBI 5 4 OIIK-5-31 TIK- J.1
rOoCyAapCTBEHHOTO 1-31 JI1.2J12.1
JIOKYMEHTHPOBAaHUS B J2.2
Poccun /Cp/ 212233
14 CucreMbl TOKYMEHTAIUH. 5 2 OIIK-5-31 IIK- JI1.1 KM2
CrnyxeOHble MUChMa. 1-31 JI1.2712.1
Kanposoe J12.2
JIeJIOTIPOU3BOACTBO /JIex/ 215223
1.5 CucTeMbl JOKYMEHTALHH. 5 2 OIIK-5-V1 IIK JI1.1 P2
Crny>xe0Hble THChMa. -1-V1 JI1.2J12.1
Kanposoe 2.2
nenonpousBoacTso /IIp/ 213233
1.6 [TpuHIMIBI cOCTaBIEHUS U 5 4 OIIK-5-31 IIK- JI1.1
odopMITeHUs CIyKEOHBIX 1-31 JI1.2J12.1
mcem /Cp/ 2.2
212233
1.7 Be160p TEMBI KOHTPOJIBHOM 5 4 OIIK-5-Y1 IIK JI1.1
paboter /Cp/ -1-V1 JI1.2J12.1
2.2
313233
Paznea 2.
JloxymMeHT0000pOT
OpraHu3anuu
2.1 Opranuszanus 5 2 OIIK-5-31 TIK- J.1 KM3
JIOKYMEHT0000pOTa. 1-31 JI1.2J12.1
CucreMaTu3aius 1 XpaHeHHE J12.2
JIOKyMeHTOB /JIek/ 212233
2.2 Opranuzanus 5 2 OIIK-5-Y1 IIK J1.1 P3
JIOKYMEHT0000pOTa. -1-V1 JI1.2712.1
CucrteMaTHu3anys U XxpaHeHue J12.2
nokymenTtos /IIp/ 212233
2.3 [IpuHIMIIBI OpraHu3auu 5 12 OIIK-5-31 TIK- JI1.1
nokymentoodopora /Cp/ 1-31 JI1.2712.1
2.2
2102233
2.4 Benenue 5 2 OIIK-5-31 IIK- J1.1 KM4
KOH(HICHIIHAITEHOTO 1-31 JI1.2J12.1
Jiesonpou3BoacTsa /JIek/ J2.2
2102233
2.5 Benenue 5 2 OIIK-5-V1IIK J.1 P4
KOH(HICHIIHAITEHOTO -1-V1 JI1.2J12.1
nenonpousBoactaa /I1p/ 2.2
2102233




2.6 HcTopus nepcoHanbHbIX 5 12 OIIK-5-31 IIK- J1.1
JIaHHBIX B 3apyOeKHBIX 1-31 JI1.2J12.1
crpanax. Mcropus J2.2
KOHIICTIIIMH MIpaBa Ha 212233
HEMPUKOCHOBEHHOCTD
YaCTHOM JKU3HU U TallHY
nepernucku B Poccuu /Cp/
2.7 [ToaroroBka KOHTPOIBHOM 5 34 OIIK-5-Y1IIK J.1
paboter /Cp/ -1-¥1 JI1.2J12.1
J12.2
212233
2.8 [TonroroBka k 3auery, 5 44 OIIK-5-31 TIK- J.1 KMS5
3ayer /Cp/ 1-31 JI1.2J12.1
J12.2
212233
Paznean 3. IloaroroBka k
KOHTPOJIbHBIM
MEpPONPHUSTUIM U
BbINOJHSEMbIM padoTam
3.1 O0beM yacoB 5 5 OIIK-5-31 TIK- JI1.1 KMI1,K
CaMOCTOSITETILHOM PabOTHI Ha 1-31 JI1.2J12.1 M2,KM
noarotoBky k KM /Cp/ 2.2 3,KM4,
213253 KMS5
32 O0beM yacoB 5 5 OIIK-5-Y1 IIK JI1.1 P1,P2,P
CaMOCTOSITETILHOM PadOTHI Ha -1-V1 JI1.2J12.1 3,P4,P5
noarorosky xk BP /Cp/ 2.2
213253
5. ®OHJ OHEHOYHbBIX MATEPHUAJIOB
5.1. KontposabHble MeponpusaTHs (KOHTPOJIbHasi paboTa, TecT, KOJJIOKBUYM, 3K3aMeH M T.IT), BONPOCHI s
CAMOCTOSITE/ILHOM MOATOTOBKH
Kon KonTponbaoe rI{II:{Ol;ef;Te:He B
KM MepoTpusITHE I pEL OMPOCHI 17151 IOATOTOBKH
KOMITCTEHIINH
KM1 Kontpomsnsriit Tect | OIIK-5-31;IIK-1-31 | IIpeamer, comepaxaHue U MOHSATHE Aenonpou3BoacTBa. HopmatusHo-
o teme "[IpaBoBbIe MPaBOBOE U METOJUYECKOE O0eCIeueHUE JIEIT0NPON3BO/ICTBA.
Y HOpMaTHBHBIC DopMyIIsip, peKBU3HUTHI JOKYMEHTOB
OCHOBEBI
JIeJIOTIPOU3BOJICTBA.
TpeboBanus k
odopMiTeHUTIO
JIOKYMEHTOB"
KM2 Konrponpnsiii Tect | OIIK-5-31;11K-1-31 | Opranu3zaiuonssle, pacnopsauTeabHble JoKyMeHTsl. Odopmienue
o Teme "CucreMbl ciyxeOHbIX muceM. KaapoBas ToKyMeHTaIus
JIOKYMEHTAITUH.
CrnyxeOHble MUChMa.
Kanposoe
JIeJIONPOU3BOICTBO"
KM3 Kontponbasiii Tect | OTIK-5-31;11K-1-31 | JlokyMeHTOOOOPOT OpraHu3anuu. DISKTPOHHBIN TOKYMEHTOOO0POT
JlokyMeHT0000pOoT
OpraHU3AIHMH.
DNEeKTPOHHBIN
JIOKyMEHT0000pOT
o TeMe
"Opranuzanus
JIOKYMEHTO000pOTa.
CucremaTtu3zamus u
XpaHCHHE
JIOKyMEHTOB"
KM4 Kontponpehsiii Tect | OTIK-5-31;I1K-1-31 | KorduaeHmmamsHOE 1EIOMPOU3BOICTBO M HHPOPMAITHUS. 3alIiTa OT

o TeMe "Benenue
KOH(UIEHINAIBEHOTO
JIerIonpou3BoicTBa”

yTeUKH KOH(QUICHIIHATEHON HHPOpMALUH




KMS5

Bomnpocs! s
CaMOCTOSITEIEHOM
MIOATOTOBKH

OIIK-5-31;I1K-1-31

1 TIlpeamer, coneprkaHue U MOHATHE AEIONPOU3BOJCTBA

2 Hcropus pa3BUTUSI CUCTEMBI FOCYJapCTBEHHOTO JOKYMEHTUPOBaHUS
B Poccun

3 IMonstue oKyMeHTa u ero ¢pyHkiwy. Kimaccudukarnms 1oKkyMeHTOB
4 HopMaTHBHO-IIPaBOBOE U METOJUUYECKOE OOecIieueHre
JIENIONPOU3BOACTBA

5 Ciryx0a TOKyMEHTAIIHOHHOTO 00eCTIeYeHHs YIIPABICHHS 1 €€ MECTO B
OpraHU3aLlMOHHOU CTPYKTYype

6 dopMynsip TOKyMEHTa M OCOOCHHOCTH SI3bIKa CIIY’KEOHOTO JOKYMEHTa
7 OdopmiteHrEe PEKBH3UTOB JOKYMEHTA

8 bnaHku JOKyMEHTOB

9 Opranu3alMOHHbIE TOKYMEHTBI

10 PacniopsinuTenbHblE JOKYMEHTEI

11 MadopmMannoHHO-CTIPaBOYHbIE JOKYMEHTHI

12 OcuoBHBbIe TpeOoBaHUS K 0)OPMIICHUIO CITYKEOHBIX ITHCEM

13 Knaccudukanus ciyKeOHbIX THCEM

14 ITonsiTHE KaZpoOBOro JEIONPOU3BOICTBA

15 Buasl kaapoBoi TOKyMEHTaIUH

16 OcobennocTr 0hOpMIIEHHS TPYIOBBIX KHIKEK

17 CymHocTh JOKyMEHTO000pPOTa OPraHu3auu

18 Perucrpanus 10OKyMEHTOB

19 IpoxokaeHne U NOPSAOK UCTIONHEHHUS JOKYMEHTOB

20 DneKTPOHHBINA JOKYMEHTOOOOPOT

21 OnepatuBHOE XpaHEHUE JOKYMEHTOB

22 IloAroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHUIO

23 Ilepenaya e B apXuB AJIsl XpaHEHUS

24 TNonsATHe KOH(GUICHINATIBHOTO JIEJIONPOU3BOACTBA

25 TexHonorus paboTHI ¢ KOHGHUICHIINATBHON HHpOpManneH

26 Pabota ¢ JOKyMEHTaMH, COAEPKAMUME KOH(PHUICHIIHATbHbIE
CBEJICHUS

27 CpencTBa 3alIATH OT YTEUKH KOH(DHACHINAIBEHOH HH(OpMaIim

5.2. Ilepeyennb padoT, BbINOJHSIE

MbIX 0 gucuuinze (Kypcosast padora, Kypcosoii npoexr, PI'P, Pedepar, JIP, IIP u T1.11.)

Kox Hasparue IIpoBepsiembie
WHIUKATOPbI Coneprxanue padoTbl
paboTst paboTsI N
KOMIIETeHIUH
P1 [IpakTuueckas OIIK-5-YI;IIK-1-Y1 |1 IIpenmeT, coaepikaHue U MOHITHE IEIONPON3BOJICTBA
paborta 1 IIpaBoBbie 2 UcTopus pa3BUTHS CUCTEMBI TOCYAAPCTBEHHOIO JOKYMEHTHPOBAHUS
1 HOPMAaTHBHBIC B Poccun
OCHOBBI 3 INonstie noKyMeHTa u ero ¢yHkiwH. Kiaccudukarnus 1oKkyMeHTOB
JIEJIOTIPOU3BOJICTBA. 4 HopMaTHBHO-IIPaBOBOE U METOJUUECKOE OOeCTIeueHIEe
TpeboBaHUs K JIeJIOTIPOU3BOICTBA
oopmieHHIO 5 Ciryx0a TOKyMEHTAI[HOHHOTO 00eCTIeYeH s YIIPABICHHS 1 €€ MECTO B
JIOKyMEHTOB OPraHU3aIMOHHON CTPYKType
6 ®opMyIIsip JOKYMEHTa U OCOOCHHOCTH SI3bIKa CIIy>K€OHOTO TOKYMEHTa
7 OdopmiteHHEe PEKBH3UTOB TOKyMEHTA
8 bnaHku JOKyMEHTOB
P2 [IpakTuueckas OIIK-5-Y1;IIK-1-¥Y1 |1 OpranuzanuoHHble JOKYMeHThI 2 PacriopsinTenbHble TOKYMEHTHI 3
pabota 2 CucreMsl NudpopmanmonHo-cripaBouHble JOKyMeHTHl 4 OCHOBHBIE TPeOOBaHUS K
JIOKYMEHTALUH. oopmieHUIO CITy)eOHBIX THceM 5 Kitaccnpukanus ciry>keOHBIX TIceM
CuiyxeOHBIE ITHCEMA. 6 IloHsATHE KagPOBOTO AEIONPOU3BOACTBA 7 Bubl kagpoBoii
Kanposoe JokymeHTanuu 8§ OcobeHHOCTH 0(hOPMIIEHUS TPYIOBBIX KHUKEK
JIeJIOTIPOU3BOJICTBO
P3 [IpakTuueckast OIIK-5-Y1;TIK-1-¥Y1 |1 CymHocTh JOKyMEHTOO00pOTa OPraHU3aIlul
pabota 3 2 Peructpanus J0KyMEHTOB
Opranuzarus 3 [Ipoxox/ICHNE U TTOPSIOK UCIIOTHEHHS JOKYMEHTOB
JIOKYMEHT0000poTa. 4 DNeKTPOHHBINH JOKYMEHTOO00POT
Cucremaruzanus u 5 OmepaTHBHOE XpaHEHHE TOKYMEHTOB
XpaHCHHE 6 IToaroToBKa TOKYMEHTOB K apXHBHOMY XPaHEHHIO
JIOKyMEHTOB 7 Ilepenaua ien B apXuB AJIs1 XpaHEHUS
P4 [IpakTuyeckas OIIK-5-Y I;IIK-1-Y1 |1 Ilonsitue KOHGUAESHIIMAILHOIO AETONPON3BOACTBa 2 TeXHOIOTUs
pabota 4 Benenue paboThI ¢ KOH(PUACHIIMATHHOM nHpopMaruei 3 PaboTa ¢
KOH(HICHINATEHOT JOKyMEHTaMH, COJeprKaIliMI KOH(PHUICHIIMANEHBIE CBEICHNS 4

0 ACJIOIMPOU3BOJACTBA

CpezncTBa 3alIUTHI OT YTEUKH KOH(MUACHINATPHON HH(OpMAIUU




P5 KontponbsHas OIIK-5-Y I;IIK-1-Y1 | 1. OcobeHHOCTH XpaHeHHs KaApoBoi fokyMeHTanun 2. Mctopust
pabota (B popme Pa3BUTHS CUCTEMBI 1EIONPOU3BOJICTBA 3. SI3bIK CITy>KEOHBIX

pedepara) JIOKyMEHTOB: OCHOBHBIC (DYHKIINH, TIPaBHIIa TIOCTPOCHUE TEKCTa
JokyMeHTa. 4. [ToHATHE «TOKYMEHT», €r0 Pa3BUTUE U OLIpeJeIIeHHE. 5.
BozHukHOBEHHE MTUCHMEHHOCTH, MOSIBIIEHHE JOKYMEHTa. 6.
Bo3HuKHOBEHME M pa3BUTHE YIPABICHYECKOTO JOKYMEHTA. 7.
TexcToBOE TOKYMEHTHPOBAaHHNE, PA3BUTHE, HA3HAUECHHUE U 0071acTh
npuMeHeHus. 8. Pa3putue popMynsapoB TEKCTOBBIX JOKYMEHTOB B
XVIXVII BB. 9. Pa3Butue BiI0B U GOpMYJIsIpa TOKyMEHTOB B
YUpeKICHUIX

Poccru XVIII B. 10. PazButne popmynsapa nokymenra B XIX — Hagaie
XX BB. 11. Pa3Butue Gpopmyinspa J0KyMeHTa COBETCKOH 3MMOXH. 12.
HcTopust BOSHUKHOBEHUS U Pa3BUTHS OTJICJIBHBIX BUIOB JOKYMEHTOB
(110 BEIOOpY — TpaMoOTa, yKa3, MpHUKa3, MPOTOKOJ, MICHMO H T.1.). 13.
HcTopust pa3BUTHS OTACIBHBIX YJIEMEHTOB (hOpMyIIsipa JOKyMeHTa (110
BBIOOpPY — COCTaB yJIOCTOBEPEHUS, TIOPSIIOK aIpECOBAHUs U T.11.). 14.
Pa3BuTHE NETOBOTO CTHIIS PYCCKOTO JIMTEPATYPHOTO S3BIKA. 15.
3aKkoHOJATEeNbHAS I HOPMATUBHAS PETJIaMEHTAIS JOKYMEHTHPOBAHUS
B IopeBoJIOLMOHHON Poccun. 16. 3akoHonaTenbHas 1 HOpMaTUBHAS
perniaMeHTalus JOKYMEHTUPOBAHUS Pa3IMYHbIX BUJOB AEATEILHOCTH
(OopraHM3aIMOHHO-PACTIOPSAUTEIEHON, KOMMEPYECKOH, KaJpPOBOH,
JULEH3UOHHOII U 1p.). 17. MeTons! COBEpIICHCTBOBAHUS
JIOKyMEHTHUPOBAHUS yIIpaBJICHYECKOM nesTenbHocTh. 18. OcobeHHocTH
oopMITeHUS TOTOBOPOB M KOHTPAKTOB. 19. JIOKyMEHTHpOBaHUE
JIeITEIFHOCTH aKI[MOHEPHBIX 00m1ecTB. 20. JlokyMeHTHpoBaHNE
JIESITeTIbHOCTY TOCYTApPCTBEHHBIX yupexaeHuil. 21. Brnusaue cpeacts
MeXaHH3alUuH U aBTOMATH3allH Ha CO3J[aHUe JOKYMECHTOB U HX (OpMY.
22. CoBpeMEHHbIE IPOrPaMMHBIE CPEJCTBA, UCIIOIb3YEMBIE B IIPOLIECCE
CO3TaHUSI JOKYMEHTOB.

5.3. OHEHO‘IH])le MaTepuaJibl, HCNIOJb3YyEeMbI€ JISl IK3aMEHa (6I/l.]'leT])I, TECThI H T.l'[.)

DK3aMeH 10 JUCHUIIIMHE HEe MPEAyCMOTPEH

5.4. MeTonHKa OLICHKH OCBOCHHUS JUCHUIIUHBI (Moay.as, npakTuku. HAP)

[lepeueHs BUIOB OIIEHOYHBIX CPEJICTB

YcnoBue Nosy4eHus 3a4€Ta - BHIIOIHEHHE BCEX BHJIOB 3aIlJIaHMPOBAHHBIX Pa0oT:

- TectupoBaus (6onee 60% MPaBIIBHBIX OTBETOB B KaXKJIOM TECTE)

- KOHTPOJIbHOH paboTHL.

Kpurepun o1ieHKH BBITIOITHEHUS] KOHTPOIBHON pabOTHI:

[TonrorosneHuas u oopMIICHHAs B COOTBETCTBUY C TPEOOBaHUAMH KOHTPOJIbHAsk pab0OTa OLIEHUBACTCS [IPEIIOJaBATEICM 10
CITETYTOIINM KPHTEPHSIM:

- JOCTI)KEHHE TTOCTABICHHOI e U 3a]a4 HCCIIeI0BaHNs (HOBU3HA M aKTyaJIbHOCTh IIOCTABIEHHBIX B paboTe mpobiem,
HPaBUIIBHOCTD ()OPMYIMPOBAHMUS LIEIIH, ONIPE/ICIICHUS 3a/1a4 NCCIIEI0BaHUsL, IPAaBUIBHOCTH BEIOOPA METOJIOB PEIICHUS 33/1a4 U
peaI3aliy LeIH; COOTBETCTBHE BHIBOJJOB PEIIAEMbIM 3aa4aM, IIOCTaBICHHOM €M, yOeIUTEIbHOCTh BBIBOZIOB);

- YPOBCHB 3pYANPOBAHHOCTH aBTOpA IO M3YICHHOH TeMe (3HAHHE aBTOPOM COCTOSTHUS H3ydaeMoi MpoOIeMaTHKH, IIUTHPOBAaHNE
UCTOYHUKOB, CTETIEHb UCTIONB30BAHUS B pabOTe Pe3yIbTaTOB HCCIIEA0BAHHN);

- INYHBIC 3aCITyTH aBTOpa (HOBBIC 3HAHHS, KOTOPBIC MOJyYEHbI IOMUMO 00pa30BaTEIbHON POrpaMMbl, HOBH3HA MaTtepHana u
paccMOTPEHHOH MPoOJIeMbl, HayYHOE 3HaYeHUE NCCIIEeIyeMOTO BOIIPOCca);

- KyJIbTypa MHUCBMEHHOTO U3JI0KEHUS MaTepralia (JIOTHYHOCTh IO1a4i MaTepHaa, IpaMOTHOCTh aBTOPA)

- KyJIbTypa o(pOpMIICHUS] MATEPHAIOB PAOOThI (COOTBETCTBHE BCEM CTAHAAPTHBIM TPEOOBaHHSIM);

- 3HaHWUS ¥ yMEHUS Ha YpPOBHE TpeOOBaHUH NaHHOH AMCIMUILIMHEL: 3HaHHE (PaKTHUECKOro MaTepralla, yCBOCHHE OOIIUX ITOHITHH 1
HJICH;

- CTeTleHb 00OCHOBAaHHOCTH apTyMEHTOB M 00001eHHH (TTOTHOTA, TITyOHHA, BCECTOPOHHOCTD PACKPBITHS TEMBI, KOPPEKTHOCTh
apryMEHTAIMH U CHCTEMBI JJOKa3aTelbCTB, CIIOCOOHOCTh K 0000IICHHIO);

- Ka4eCTBO U IIEHHOCTH MTOTYYSHHBIX Pe3yIbTaTOB (CTEIIEHb 3aBEPIICHHOCTH UCCIECIOBAHN, CTIOPHOCTh WIIM OHO3HAYHOCTh
BBIBOJIOB);

- UCIIOJIb30BAaHME JINTEPATYPHBIX HCTOYHHKOB.

OOBEKTUBHOCTD OLIEHKH pabOTHI PEoAaBaTeIeM 3aKII0YaeTCsl B ONPENCICHUH €€ OIOKUTENIBHBIX M OTPULATEIBHBIX CTOPOH, 10
COBOKYITHOCTH KOTOPBIX OH OKOHYATEJIFHO OLIEHUBAET IIPEJICTABICHHYIO paboTy.

[Ipu monoXXUTETHHOM 3aKIIIOUCHUH PaboTa OLIEHUBACTCS 110 CHCTEME 3aUTeHO/HE 3a4TEHO, O YeM JAENAeTCsl COOTBETCTBYIOMIAs
3aIHCh.

ITpu oTpumaTensHOI perieH3nu paboTa BO3BpaIaeTcsl Ha TopadOTKy ¢ TOCIIECIYIONINM IIPEICTAaBICHHEM Ha TOBTOPHYIO IIPOBEPKY €
MPUIOKEHUEM 3aMeUaHNH, CACIaHHbIX MpeIoIaBaTeeM

6. YHEBHO-METOJNYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE

6.1. Pexomenayemast aureparypa

6.1.1. OcHoBHas JUTepaTypa




ABTOpBI, COCTaBUTENN 3arnasue Bbubauoreka W3naTenbcTBO, rof,

JI1.1 | Kupcanosa M.B. CoBpemMeHHOE M.: UH®PA-M, 2003
JIETIOIPOU3BOACTBO: Yueh.
nocooue
JI1.2 |Ilox pen. Jenonpoun3soactBo: O6pasisl, M.: IlpocnekT, 2005
N.K.Kopneesa JOKyMeHTHI. OpraHusanus u

TEXHOJIOTHsI pabOoTHI

6.1.2. JlonosiHuTEIbHAS INTEPATYPa

ABTOpBI, COCTABUTENIN 3arnaBue Bubnmoreka WznarenscTBo, 1o
JI2.1 | A.B.Henoroaa, JlenonpousBoacTBo M.: Omera-JI, 2009
I1.A.Cemuenko OpraHU3aIHuu
JI2.2 |Tlox pen. JlenonpousBoacTBo M.: IOHUTU-JJAHA, 2003
T.B.Ky3HenoBoit (opranuzanus U TEXHOJIOTUU
JIOKyMEHTHPOBAaHHOTO
o0ecrieyeHus yrpaBJeHus):
YuebHuk

6.2. Ilepeyenn pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKANMOHHOI ceTn « AHTEepHET»

D1 |Hayunas snekrponnas oubnmoreka eLIBRARY.RU https://elibrary.ru/

32 | Hayunas snexktponnas oubmuoreka «KudepJlennnka» | https://cyberleninka.ru/

33 |H® HUTY "MUCHUC" https://nf.misis.ru/

6.3 IlepeueHb MPOrpaMMHOIO obecrevYeHust

I1.1 | Microsoft Teams

6.4. IlepeyeHb HHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM U PO eCcCHOHAIBHBIX 023 JAHHBIX

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE

Ayn. Hasuauenue Bug OcHaienue
136 VYuebnas ayuTopus IS 3aHsaThi | Jlek 1 1. - Croiika moomnsHags ONKRON;
JIEKIIUOHHOTO THIIA, MPaKTUYECKUX 1 mr. - TeneBuzop LED Hisense;
3aHATHI 1 mr. - Logitech ConferenceCamGrour
(cucrema TUTS MIPOBEICHHS BUJICO
KoH(pepeHuuit);
mr. - VIHTepakTuUBHas  >KK-TIaHENb
NEWLINE TT;

1 . - Hoytoyx HP250G;

1 . - Kononkn BBK SP-09;
1 . - Kommyrarop D-Link;
13 mwT. - CTon cTyIeHYecKui;
18 wrT. - Crynbs;

2 mr. - XKaro3mu.

8. METOAUYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIIUXCSA

OcBocHHE AUCIUIUTHHEI IPEATIONaraeT Kak MpoBeICHUE TPaIUIINOHHBIX ayUTOPHBIX 3aHATHH, TaK X pabOTy B SIEKTPOHHOM
nHpOpMaIMoHHO-00pa3oBaTenbHOH cpene (ANOC), B 3MeKTPOHHOM Kypce 0 AUCIUILTHHE. DJIEKTPOHHBIA KypcC TO3BOISET
HCIIOJIb30BATh CIICHUABHBI KOHTCHT U AJIEMECHTHI AJIEKTPOHHOTO 00YUYCHHUS U IUCTAHIIMOHHBIX 00Pa30BaATEIbHBIX TEXHOIOTHIA.
Hcronp3yeTcst MpenMyIeCTBEHHO sl ACHHXPOHHOTO B3aUMOJCHCTBUS MEXKIY yYaCTHHKaMH 00pa30BaTeIbHOTO Ipoliecca
TIOCPENICTBOM ceTH «HTepHeT».

Y0661 3¢ (PEeKTUBHO UCTIONH30BATH BO3MOXKHOCTH 3IEKTPOHHOTO Kypca, & COOTBETCTBEHHO H YCIEIIHO OCBOUTH JUCIUILINHY,
HYXHO:

1) 3aperucTpupoBaThcs Ha Kypc;

2) 03HAKOMHUTBCS C COAEPKAHUEM Kypca, BOIIPOCAMH JJISI CAMOCTOSITEIBHOM MTOJATOTOBKH, YCIOBHSIMH JIOITyCKa K aTTECTaIlHH,
(hopMOit MPOMEKYTOUHOH aTTeCTAUH (3a4eT/9K3aMeH), KpUTEPUSIMH OLIEHUBAHUS | JIP.;

3) u3y4aTh y4eOHbIC MaTepHAbl, pa3MEIICHHBIC MIPENoIaBaTelieM. B T.4. MoJIb30BaThCS INTEPATYPOH, pEKOMEHIOBaHHOM
TperoiaBaTelieM, IIepPeXost M0 CChIIKAM;

4) mons30BaThCs OMONMMOTEKOMH, B T.4. JUIS BEITOTHEHHS IMUCHMEHHBIX PaboT (KOHTPOIbHEIE PaOOTEI);

5) 03HAKOMUTBCS € 3alaHUEM K IHCbMEHHOI paboTe, CpOKaMH CHa4M, KPUTEPUSIMU OLICHKU. B yCTaHOBIICHHBIE CPOKH BBIITOJIHUTD
paboTy(bl), MOATPY3UTH (haiii paboTHI I MPOBEPKH. PekoMeHyeTcs Ha3bIBaTh (hait paboTHI ciaeayronM o0pa3oM (Ha3BaHHE
npenmera (cokpaieHHo), rpymnma, @O, nara aktyanusanuu (py OBTOpHOM pa3Merienun)). Hanpumep, [lemomnpon3BoacTBo u
noxkymentoobopor Meanos M.M. BOK-2203 20.04.2024. Ecnu paboTa COREpKUT PHCYHKHU, TO C IETBIO COXPaHEHHUS
(dhopmaTHpoBaHHs e HYKHO TOArpy»kath B pdf ¢popmare.

Pabora, pazmemniaemast B 3JI€KTPOHHOM Kypce IS TPOBEPKH, JIOJDKHA!

- coZepkaTh BCE CTPYKTYPHBIEC JJIEMEHTHI: THTYJIBHBIN JIICT, BBEICHHE, OCHOBHYIO 9acCTb, 3aKIFOUCHHUE, CIIUCOK HCTOUYHHUKOB,
IpUIOKEHUs (pU HEOOXOIUMOCTH);




- OBITH O(OpPMIIEHA B COOTBETCTBUH C TPEOOBAHUSIMHU.

I[IpenopaBarenb B TEUCHHE YCTaHOBJICHHOTO CpoKa (He Oosee IecsTH AHEH) NpoBepseT paboTy U pa3MelaeT B KOMMEHTaPUSIX K
3aJJaHUIO PEIeH3MI0. B Hel OH yKa3bIBaeT Kak MOJOKUTENBHBIE CTOPOHBI paboTHI, Tak 3aMedanus. [Ipy HaTMauy B pereH3nn
3aMEUaHMi U PeKOMEHIAINH, Hy>KHO BHECTH IIONPABKH B paboTy, OTIIPaBUTE €€ 3aHOBO IS IOBTOPHOM MpoBepKH. [Ipu aToM
Ba)KHO CIIEJUTH 32 CPOKAMH, B TEUCHHE KOTOPBIX JOIKHO OBITh BBINOIHEHO 3aj1aHue. [Ipu HapyIIeHHH CPOKOB, YKa3aHHBIX
HpeTIoiaBaTelieM, BO3MOXKHOCTD HAIIPaBUTh pabOTy OCTAETCsI, HO CHCTEMa BBIBOAUT COOOIICHUE O HApYIICHUH CPOKOB. I1o
OKOHYAaHUH CEMECTpPa 3arpy3HuTh PadOTy HE MOTYIUTCS;

6) IPOMTH TECTOBBIE 3aJaHNUsI, OCBOUB PEKOMEHIyeMble yueOHbIe MaTepHaIbl

7) OTCEXUBATH CBOIO YCIIEBAEMOCTD;

8) unTaTh OOBABICHNUS, pa3MeIIacMbIe ITPENOAaBaTelIeM, 1aBaTh OOPATHYIO CBSI3b;

9) co3naBath OOCYKACHUS U YIaCTBOBATh B HUX (00CYKIAOTCS OOIIME MOMEHTHI, BBI3BIBAIOIIIE BOIPOCH! Y OONBIINHCTBA
rpynmBI);

10) nposIBIATH PEryJsipHYIO aKTUBHOCTB Ha Kypce.

[IpenMymecTBEHHO UTI CHHXPOHHOTO B3aMMOAEHCTBIS MEXIY YIaCTHHKaMH 00pa30BaTeIRHOTO Ipoliecca MOCPEACTBOM CETH
«uTepueT» ucnonn3yercs Microsoft Teams (MS Teams). UToObI TOTHOIIEHHO UCTIONB30BATH €T0 BO3MOKHOCTH HYKHO
ycTaHOBUTH npriiokenne MS Teams Ha nepcoHalbHbIN KoMIbloTep 1 TesiedoH. CTapocTaM Hy)XHO co3naTh rpyniry B MS Teams.
VYdacture B Tpymie mo3BoJseT:

- CITyIIaTh JICKINHY;

- paboTaTh Ha MPAKTHUECKUX 3AHATHAX;

- OBITB Ha CBS3M C IIpENoaBaTeNeM, 3aJaBasi eMy BOIPOCHI I OTBeYas Ha €ro BOIIPOCH! B 00IIIEM YaTe TPYHIIbl B pabodee BpeMs C
9.00 oo 17.00;

- OCYIIECTBISATH COBMECTHYIO pabOTy HaJ JOKyMEeHTaMu (BKIamka «Dauisr).

ITpu npoBeaeHNH 3aHATHI B AUCTAHIIMOHHOM CHHXPOHHOM (hopmMare Hy»KHO Bceraa paboTaTh ¢ BKIIOUCHHOH KaMepoi.
VckimoueHne — ecIti MpernofaBaTellb MOIPOCUT OTKITIOYNTE KaMephl 1 MUKPO(OHEI B CBA3M ¢ OOIbIIMMH ToMexaMu. Ha aBatapkax
JIOJDKHBI OBITh HCKITIOUUTETBHO JEIOBEIE (OTO.

IIpu npoBeaeHUH TEKIIUOHHO-TIPAKTUYECKUX 3aHATUI BeleTCs 3auch. DTO JaeT BO3MOXKHOCTh IPOCMOTpA 3aHATHS B ClIydae
HEBO3MOXKHOCTH IIPUCYTCTBHS Ha HEM MU IIPH HEOOXOIMMOCTH BHOBb OOPAaTHTCS K MaTepHay ¥ 3aHOBO €TI0 IIPOCMOTPETh
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