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Pabouast nmporpamMma ITUCHUILIMHBEI paccMoTpeHa Ha Ilegarornueckom cosere
Komnemxa Yenl'Y u pekoMeHnoBaHa K yTBEpKJIeHHUIO (TPOTOKOJ 3acenanus No 5
ot 23 anpens 2026 rona).

IIpencenarens Ilegarornueckoro coera M. ’ff 5 M.B. Haitn
v

PabGouast mporpamMma IWUCHUIUIMHBI COCTaBJiecHAa B  COOTBETCTBUU C
TpeboBaHusIMHU (PeneparbHOr0 TOCYAapCTBEHHOTO 00pa30BaTEbHOTO CTaHAapTa
cpennero  mpodeccruoHansHOTO — 00pa3oBaHMs, yTBepkIaeHHOTo [Ipukazom
Munnpocsemenuss Poccun ot 21.04.2022 Ne 257 no cnenumansHoct 38.02.03
OmneparoHHast 1eITeTbHOCTh B JIOTUCTHKE.
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1. IlaciopT nmporpaMMbl IUCUMILINHBI

1.1. OOnacTp NpUMeHeHHUS MPOrPaAMMBbI

Pabouass mporpamma aucummmasl  OINL.04  «/lokymeHTanmoHHOE
oOecriedeHUEe  yOpaBJICHHs»  SBISETCS  YacThI0  MPOTPaMMbl  MOJATOTOBKHU
CIEIUANIUCTOB cpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC mo crnenuanbHOCTU
38.02.03 OnepanioHHast A€STEIbHOCTD B JIOTUCTHUKE.

1.2. MecTo IUCHMIUIMHBI B CTPYKType MNPOrpaMMbl MOATOTOBKH
CIEeIUAJIMCTOB CPEAHEro 3BeHa

Hucuumuna OIT.04 «/lokyMeHTallMOHHOE OOECTeUeHUE YIIPABICHUS
OTHOCHTCS K TPYIIEe AUCUUILIINH 001enpodeccuoHaNbHOTO HUKIIA.

1.3. Ileau 1 3a7a4m 0OCBOEHUSA JUCHUILIMHbI

B pe3ynbrare 0cBOCHMS IUCHUILTMHBI 00yYarouics JOKeH

yMeTh:

- ohopMIISTH TOKYMEHTAIIUIO B COOTBETCTBUHU C HOPMaTUBHOM 6a30ii, B T.4.
UCIOJIBb3YSl HH(OPMAIIMOHHBIE TEXHOJIOTHH;

- YHU(DHUIIIPOBATH CUCTEMBI JOKYMECHTAITNH;

- OCYNIECTBIISITh XpaHEHUE U TIONCK JJOKYMEHTOB;

- OCYUIECTBIISITh aBTOMATH3aLIMI0 00pa0OTKH IOKYMEHTOB;

- WCIOJIb30BaTh TEICKOMMYHHKAITMOHHBIC TEXHOJIIOTHH B 3JECKTPOHHOM
JTOKYMEHTO000pOTE

3HATh:

- TIOHATHE, TIEJIH, 3a/1a9H U MPUHITUIIBI 1eTOTPOU3BOICTRA;

- OCHOBHBIC TIOHATHS JTOKYMEHTAIIMOHHOTO OOECIICYCHUS YIIPaBICHMUS;
CUCTEMBI TOKyMEHTAITMOHHOTO 00eCTICUeHUs YIIPABICHHUSI,

- KJIaCCU(PUKALIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U 0(OPMIICHUIO TOKYMEHTOB;

- OpraHu3aluio JOKYMEHTOoOOpoTa: mpueM, o0padoTka, perucrpaunus,
KOHTPOJIb, XpAHEHHE IOKYMEHTOB, HOMEHKJIATypa JieJ

Huctumummaa — «JlokymMeHTalmoHHoe obecrieueHue YIIPABICHUS
crocoOcTByeT (OPMHPOBAHUIO Yy OOYYaIOMUXCS CIEMYIONUX OOmuX U
podeCcCHOHANTBHBIX KOMITETECHITHN:

© ®reoyY BO «Uenl'Y»
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OK 1. BwiOuparp cmocoObl pemieHus 3aaad  npodecCUuOHATBHOM
NEeATEIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 2. Hcnons3oBaTb COBPEMEHHBIE CpPEACTBA IIOMCKA, AaHAIM3a U
UHTepIpeTanuu uHhopMaluu 1 “HGOPMAIMOHHBIE TEXHOJIOTHUHU ISl BRITIOTHEHUS
3a/1a4 Mpo(eCcCUOHATIBHOMN 1eATeIbHOCTH;

OK 3. [IlmanupoBarh u pETN30BBIBATH COOCTBEHHOE
npodeccuoHalibHOe W JIMYHOCTHOE  pa3BUTHE,  NPEINPUHUMATENbCKYIO
JeSITENHHOCTH B TPOQeCcCHoHaNBHOM chepe, UCTIONb30BaTh 3HAHUS 110 TIPABOBOM U
(MHAHCOBOM TPAMOTHOCTH B PA3IMYHBIX KU3HEHHBIX CUTYaIUSIX

OK 4. DddexTuBHO B3aUMOACHCTBOBaTh M PadOTaTh B KOJUICKTUBE W
KOMaHJE;

OK 5. OcymectBisaTe yCTHYHO MW TNHCBbMEHHYK) KOMMYHHUKAIIMIO Ha
rocylapcTBeHHOM si3blke Poccuiickoit ®enepanuu ¢ y4eToM OCOOCHHOCTEH
COIIMAJIbHOTO U KYJIETYPHOTO KOHTEKCTA;

OK 9. [TIlonws3oBarbcsi  mpodecCHOHATBHOM  JOKYMEHTAlMed  Ha
roCy/IapCTBEHHOM M HHOCTPAHHOM SI3bIKaX.

[IK 1.1. Ocy1iecTBasiTh CONMPOBOXKICHHUE, B TOM YUCJE TOKYMEHTAIMOHHOE,
IPOLIETYPBI 3aKYIIOK.

[IK 1.3. OcCyuecTBIsITh TOKYMEHTAIMOHHOE COIMPOBOXKIECHUE CKJIAACKUX
OTEepaLUN.

1.4. KosinuecTBO 4acoB HA OCBOEHUE MPOrPAMMbI TMCUMUILINHBI:
MaxkcumanbsHas yueOHast Harpy3ka oOyuatomierocst — 60 4acoB, B TOM
qHce:

oOsi3aTenbHas ayIuTOpHAs yaeOHast Harpy3ka oOydatomerocst —30 4acos;
caMocTosiTeNbHas paboTta obyyaromierocsi — 12 4acos;

IIPOMEKYTOUHAs arTecTanus — 18 yacos
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2. CTpyKTypa M cojepxaHue y4eOHO! JUCHUIINHBI

2.1. O0beM TUCUMIJIMHBI U BU/bI Y4e0HO0Il padoThl

Buj yueOHoii pa6oThI O06beM yacoB

MakcuMasibHasi yueOHasi HArpy3kKa (Bcero) 60
Oos3aTesbHAsA ayIMTOPHAsA yueOHAas Harpy3Ka (Bcero) 30

B TOM 4YHUCIJIC:

TeopeTnyeckue 3aHsATUS 20
[IpakTHueckue 3aHATHs 10
JlabopaTopHble 3aHATHUS -
CamocTosiTesibHast padoTa o0y4yarmerocs (Bcero) 12
IIpomeskyTouHasi arTecTanus -3k3amMeH (8 cemecTp) 18

2.2. TemaTuyeckuii IJIAH U COAEPKAHNE TUCITUTIIIHHBI

HanmeHoBaHue O0bem | YpoBHH
Conep:xanue yueOHOT0 MaTepuaja
pa3/1eJioB U TeM 4acoB | OCBOEHMS
Beenenue Coaep:xxaHue yueOHOro MaTepuaJia 2
Ienn, 3amauM JUCHMILIUHBL, MEXKIPEAMETHBIC 2 1
CBA3M, 0030p JuTEpaTypbl 1O JUCIUIUIMHE.
[lonsTne,  menu, 3aAayu U TPUHLHUIIBI
JIeITOTIPON3BO/ICTBA. CranoBieHnE
JenonpousBoacTsa B Poccun
Tema 1 Coaep:xxaHue y4eOHOro MaTepuaJia 2
Knaccudukanus Knaccudukanus JIEJI0BOH JIOKyMEHTAIUH. 2 1
bi (S (0): 1)1 VYHubukauus M craHAapTU3alus YIpaBIeHUYECKON
JIOKYMEHTaIl1H. JIOKYMEHTAIUU
Yaudukanus u
CTaHAapTH3AIUSI
YIIPaBICHYECKOMN
JIOKYMEHTaIUU
Tema 2 OOmue Coaep:xxaHue y4eOHOro MaTepuaJia 2

HOPMBI U ITpaBuJIa

O6mme HOpMBI M mpaBwia  opopmieHus| 2 1

odopmIIeHUS JTIOKyMeHTOB Pa3mepsl Oymaru, mojied, HyMepanus
JIOKYMEHTOB CTpaHUII B AeN0onpon3BoacTBe. CrIocoObI HATMCaHUS

JaT, yucen B JokyMeHTax. CokpallleHus B TEKCTe.

Hammcanue (I)I/I?)I/I‘-ICCKI/IX BCINYUH, MAaTCMAaTHYCCKUX

dbopmyn, odhopmiieHre TaOIUI] U BBIBOJOB, 3HAKOB

NpCrIMHaHusA
Tema 3 Coaep:xanue yueOHOro MaTepuaJia 2
Opranu3annoHHO-  |OpraHU3alOHHO-PACTIOPSIAUTEIILHAS 2 1
pacnopsauTenbHas | nokymeHtanus. Kmaccudukarwsi opraHu3aiioHHO-
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JIOKyMEHTaIHs

paCHOpHHHTCHLHOﬁ AOKYMCHTAIUH. CoctaB u
CXEMbI PACIIOJIOKCHHUA PECKBU3UTOB. bnankn
JOKYMCHTOB U HUX BUJBIL. HOpMBI nu Tpe6OBaHI/I${ K
PasMCIICHUIO PCKBU3HUTOB

Tema 4 A3bIk u
CTHJIb CITYKEOHOMU
JIOKYMEHTAIUU

Conep:kaHue y4eOHOIr0 MaTepuaa

[\°]

S3bIK ¥ cTUnb cinyxeOHOM nokymeHTanuu OOmias
XapaKTEePUCTUKA CTUIIS CITy>KEOHON JTOKYMEHTAIIHH,
KOMMO3UIUS JOKyMeHTa. CTpPYKTYpHBIE OIIHUOKH.
CHHTaKCHYECKNE OIIMOKM: OIIMOKH, CBSI3aHHBIE C
HENPAaBWJIBLHBIM TIOPSAKOM CIIOB B MPEAJIOKEHUH,
HapyIICHNUE crerupuKn ynotpeOiaeHus
JeCPUYACTHBIX 000pOTOB, HEMPaBUIBLHOE
HCIIOJIL30BaHUE MIPEJIOTOB, HETPaBUIIbHBIE
corijacoBaHus B mangexe. Mopdomoruyeckue
OIITNOKM.

Tema 5 Bungsl u
odopmiieHHE
OpraHU3alMOHHO-
pacnopsAIuTEIbHON
uH(bOopMalu

Coaep:xxanue yueOHOro MaTepuaJia

Bungr u odopmiieHne OpraHU3aI[MOHHO-
pacnops,AUTENbHON uHbOpMaIuu
OpraHuzaliOHHO-IIPaBOBbIE  JTOKYMEHTHI: YCTaB,
ITAaTHOE pACIUCAHKE, TOJO0KEHUE, HHCTPYKLHUS,
JIOJDKHOCTHAs MHCTpyKuMs. PacmopsautenbHbie
JIOKYMEHTBI: Ha3HA4YCHHUE, MOCTaHOBJICHHE,
pelieHre, npuka3 (0 OCHOBHOM €ATeIbHOCTH, MO
JUYHOMY COCTaBY), BBIIHUCKA U3 MPUKa3a, yKa3aHUeE.
WNupopmaninoHHO-CIIpaBOYHbIE JIOKYMEHTBI:
MIPOTOKOJ, TOKIAJAHAS U OOBSICHUTEIbHAS 3AITUCKH,
3asiBJICHUE, Tenerpamma, TeJeKC, daxkc,
TenedoHorpamma, akKT, CIpaBKa, CBOJKA,
3aKJII0OUEHUE, ePEUEHb, CIIyKeOHOe MUChMO

IIpakTyeckoe 3ansaTHe Ne 1
CocraBieHrue OpraHu3alMOHHO-PACIIOPSAIUTEIBHON
JOKYMCHTAIMHU

Tema 6
JlokymeHnTauus no
TPYAOBBIM
OTHOIICHUSM

Conep:kaHue y4e0HOro MaTepuaJa

JlokyMeHTarusi 1O  TPYAOBBIM  OTHOMICHUSIM
Odopmiienne pestome, 3asBICHUH, TPYAOBOTO
noroBopa. JIOKyMEHTBI, TIpEAbSBISEMBIE TIPU
3aKJIFOUYCHUH TPYJOBOro noroBopa. Ilpukaser 1o
JMIHOMY COCTaBy, XapaKTepUCTHKA,
aBroOuorpadusi, aHKeTa, JIUYHOE AeN0 paboTHHKA,
Tpy#oBasi  KHIKKa  (Bbiada,  odopmIeHue,
XpaHCHHE).

IIpakTnueckoe 3ansiTue Ne 2. CocTaBiieHHE
JIOKYMEHTOB 110 pazzeny: « Tpy1oBbie OTHOLIECHUS»

Tema 7

Conep:kaHue y4e0HOro MaTepuaJa

© ®reoyY BO «Uenl'Y»
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JlokymMeHT0000pOoT 1 [[JokyMeHTO000pOoT ¥ (opMBI €ro opraHuzanuu| 2 1
(GopMbI ero Opranuzanus JIOKYMEHTO000pOoTa. Dopmsbl
OpraHu3aIuu OopraHu3anuu paboTel ¢ JoKyMeHTamu. Pabota c
KOH(UIEHIIMATbHBIMU JIOKYMEHTaMu U
oOpalieHusaMu rpaxjaaH. Peructpanust 1 KOHTPOJIb
UCIIOJTHEHUS IOKYMEHTOB. XpaHEHUE JTOKYMEHTOB.
OKcnepTH3a LIEHHOCTH I0OKYMEHTOB

IpakTnueckoe 3ansaTue Ne 3. dopmupoBaHue 2 2
JIOKYMEHTOB B apXUB.
Tema 8 Conep:kaHue y4e0HOro MaTepuaJia 6
Kommnerotepusanusa |Kommbrotepusaius — jaesionpousBojactBa  OOrmas 2 1

JICIIONPOU3BOJICTBA  |XapaKTEPUCTUKA OPraHU3allMOHHBIX TEXHHUUYECKUX
CpeAcTB B Aenonpou3BojacTBe. I[lepcoHanbHbIe
KOMITBIOTEPHl B COBPEMEHHOM JICIIONPOU3BOJICTBE.
[Topsimox  opraHm3ami  JOKYMEHTOOOOpOTa C
WCIIOJIb30BAHUEM CPEJICTB TEJICKOMMYHHKAIIUU

IIpakTnyeckoe 3anaTme Ne 4. 3amonnenue| 4 2
JOKYMEHTallul  TOCPEJCTBOM  MNEPCOHAIBHOIO
KOMIIBIOTEPA
CamocrositeibHast  pabora  00y4aroIIuUXCH: 12
MOJIrOTOBKA K MIPAKTUYECKUM 3aHATUAM,
odopmiIeHHE JOKYMEHTOB
ITpomeskyTOUHAS aTTeCTALMS 18
Bcero 60

JIist  XapakTepuCTUKM  YPOBHS ~ OCBOCHHS  y4yeOHOro  marepuana
UCIIOJIB3YIOTCS CIIEYIOIIME 0003HAYECHHUS:

1 — o3HaKOMUTENbHBIA YPOBEHb (y3HAaBaHUE paHee U3YYEHHBIX OOBEKTOB,
CBOMCTB);

2 — penpoAyKTUBHBIA (BBIMOJTHEHUE JIEATEILHOCTH IO 00pasiy,
WHCTPYKIIMH WIH MO PyKOBOJICTBOM);

3 — NpOAYKTUBHBIN (TJIAHUPOBAHHWE M CAMOCTOSATEIIBHOE BBITIOJTHEHUE
NESITENHHOCTH, PEIICHUE MPOOIEMHBIX 3a/1a4).

3. YcaoBus peaau3anuu padoueil mnporpaMMsbl IMCHUUILIMHBI

3.1. TpeboBaHusI K MUHMMAJIbHOMY MaTE€PUAJIbHO-TEXHUYECKOMY
o0ecnmeYeHNI0
KabuHeT MeHeIKMEHTa M IMPAaBOBOTO oOecreueHus mpodeccroHaaIbHON

ACATCIIBHOCTH — yqe6Ha$1 ayauTropusa A IIPOBCACHHA JICKOMOHHBIX H

© ®reoyY BO «Uenl'Y»
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MPAKTUYECKUX 3aHATHH, TPYIIOBBIX W WHIUBUIYAIbHBIX KOHCYJBTAIUH,
TEKYILETO KOHTPOJIS M IPOMEKYTOUHOM aTrrectanuu Ne 207

454119, Yensbunckas o006x1., r. YensOunck, yn. Kpowmranrckas, m.10
Hexunoe 3nanue (yueOHBIN KOPITYC)

OCHOBHOE 00OpyAOBaHMe: ydeOHas M CIeUuaTu3upoBaHHAs MeOelb,
ydyeOHass Jocka, pabouume Mecta I oOydaromuxcs, pabodee MeCTO
npenojiaBaress, 000py10BaHHOE C BBIX0JIOM B ceTh HTepHET

HaOOPBI IEMOHCTPAILMOHHOTO 000PYJOBaHMS: MYJIbTUMEANMHBIN KOMITJIEKC
MOPTATUBHBIN (HOYTOYK, I€MOHCTPAIMOHHBINA YKPaH, MPOEKTOP)

y4eOHO-MeToInYecKasl TOKyMEHTALUs: MMOCOOus, IJIaKaThl, HATJIATHBIA U
pa3gaToOYHbI MaTepual

[Iporpammuoe obGecneuenne: Windows 10 (cpok aAelcTBUS JHIIEH3UU:
OeccpoUHo)

IMoMeleHust 1JIsi OPraHU3aANMUA CAMOCTOSITEJIbLHOI M BOCTIMTATEILHOM
padoThbI

1. bubnuoteka, untanpHbIi 3a1 Ne3 ¢ BeIxos0M B IHTEpHET - MOMEIIeHHE
JUTSL OpTaHU3aIMU CaMOCTOATENbHON U BOCITUTATENIbHON PabOTHI.

OcHoBHOE O00OpyIOBaHMWE: CTEJUIAXU KHIDKHBIE, Kadeapa Bblgaud
JUTEPATyPhl, BHICTABOYHBINA CTEIJIAXK, MKa(bl, CTONBI, CTYNbs, KOHAUIIMOHED, 9
NEPCOHATBHBIX KOMIIBIOTEPOB C TMOAKIIOUYEHWEM K HWH(OpPMAIMOHHO —
TEJIEKOMMYHUKAIIMOHHON ceTn «HTepHeT»; yueOHas Mebenb, IPOeKTOp, IKpaH,
KOH/IMITHOHED.

[Tporpammuoe obecneuenne: Microsoft Windows Professional 7 Russian
Academic OPEN No Level (Cpok nefictBust - mo moroBopy); Microsoft Office
Professional Plus 2010 Russian Academic OPEN 1 License No Level (cpok
NehcTBUA — 1O AoroBopy); AntuBHpyc Kacmepckoro (Cpok ACHCTBUS — IO
noroBopy); Koncynsrantllmoc (cpok neictBus — mo gorosopy); HOb (cpox
JENUCTBUSA — IO JOTOBOPY ).

HeorpannyeHnslif J0CTyll K 3JIEKTPOHHO-OMOMMOTEYHBIM CHCTEMaM
(97EKTPOHHBIM OoubIMoTeKam), B AIIEKTPOHHYIO uH(OpMaIMOHHO-
o0pa3oBaTeNbHYI0 Cpeay OO0pa3oBaTelbHONM OpraHU3alMH, K COBPEMEHHBIM
npodeccuoHaibHBIM ~ 0a3aM JaHHBIX W WHOOPMAIMOHHBIM  CIIPABOYHBIM
CUCTEMaM.

2. AxToBBIM 3anm Ha 483 mecrta ¢ BBIXOJIOM B ceTb MHTepHET - mis
IPOBEICHUS HAyYHBIX KOH(MEPEHINH, CEMUHAPOB - IIOMEIICHUE I OpPTaHU3aIuN
BOCHHUTATEIBHON PaOOTHI.
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Texauueckne  cpeactBa  OoOydeHUs Ui TPOBEIACHHUS  3aHSATHI:
MYJIBTUMETUHHBIN KOMIUIEKC ITOPTATUBHBIN (HOYTOYK, JEMOHCTPAIIMOHHBIN SKpaH,
MIPOEKTOP).

OcHoBHOe 00OpyJIOBaHWE: COBPEMEHHOE 3BYKOBOE, CBETOBOE W
BUIC0000PYyIOBAHHE.

3.2. UudopmanuoHHoe odecriedyeHue 00yueHust

[lepeueHb pekOMeH1yeMbIX yueOHbIX U3ianuii, MHTEepHET-pecypcoB,
JIOTIOTHUTENIbHOM JIUTEPaTyPhI:

OcHosHasa numepamypa:

1. Kopnees, U. K. JlokyMeHTanimoHHOE 0O€CTieueHre YIIpaBiICHUS | YYCOHUK
u npaktukym 1 crio / W. K. Kopuees, A. B. ITimenko, B. A. Mamypies. — 3-e
u3., nep. u gom. — Mocksa : Opaiit, 2023. — 438 c¢. — (IlpodeccrnonansHoe
obopaszoBanue). — URL: https://urait.ru/bcode/523611. — Pexum nmocrtymna:
OneKTpoHHO-0MOnuoTeyHas cucrema HOpailt, nas aBTOpW3. MONB30BaTENCH. —
ISBN 978-5- 534-16002-4. —.

2. KazakeBuu, T. A. [JoxymeHTallMOHHOE OOeCHEUYeHHE YIpaBICHUS
yueOHuK u nipaktukyM aiis cro / T. A. Kazakesuy, A. U. Tkanuy. — 2-e uzz., ucmp.
u gom. — Mockaa : FOpaiit, 2023. — 177 ¢. — (Ilpodeccuonanpnoe oOpa3oBaHue). —
URL: https://urait.ru/bcode/513745 — Pexum  goctyma: DIeKTPOHHO-
oubnuoteunas cucteMa FOpaiit, nis aBropus. nonbs3oBareneit. — ISBN 978-5-534-
06291-5. —.

3. Hoponuna, JI. A. JlokyMeHTalMOHHOE OOecrevYeHHe YIpaBIeHUS
y4eOHUK U npaktukyM mis cro / JI. A. loponuna, B. C. Uputukosa. — 2-¢ u3n.,
nep. u jgomn. — MockBa : [Opaiit, 2023. — 270 c. — (IIpodeccuonanpHOE
obpazoBanue). — URL: https://urait.ru/bcode/530252— Pexum pgoctymna:
DOnekTpoHHO-O0MbMMoTeuHass cucrema HOpailT, st aBTOpu3. MONb30BaTEIeH. —
ISBN 978-5-534-16017-8. —

Jononnumenvnas rumepamypa

1. ITpoxopoga, JI. B. JlokymeHTannonHoe odbecrnieueHue yrnpapiaeHus [ TekcT]
: yueoHoe nmocooue / JI. B. [IpoxopoBa. — 2-e u3., nepepad. u gomn. — YensOuHCK
: U3narenscTBO YensiOnHCKOro rocyaapcTBeHHOro yHuBepcuTeTa, 2014. — 258 c.

Hopmamuesnvie mamepuanbi:

1. TOCT P 1.0-92 TocymapctBeHHass cucrtema craHaaptuzaiuu PO.
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OCHOBHBIE TOJOXKEHHUS.

2.TOCT P 1.5-92 I'ocynapctBeHHas cuctema cranaaptuzauuu PO. O0mme
TpeOOBaHMS K TOCTPOCHUIO, W3JIOKCHUIO, OMOPMIICHHIO U COACPKAHUIO
CTaHJIapTOB.

3. TOCT P 6.30-2003 VYuuduuupoBaHHas CHCTEMa OpraHU3aI[MOHHO-
pacnopsaauTeabHON ToKyMeHTauu. TpeboBanus kK 0pOPMIIEHUIO JOKYMEHTOB.

4. TOCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE AeI0. TepMHUHBI U
ONpEICTICHUS.

HUnmepnem-pecypcuoi:

1. CopaBounas mnpaBoBas cucrema «Koncynsrant IDlmroc», pasnens
«3aKOHOATENbCTBOY, «KommeHnTapuu 3aKOHOAATENIbCTBAY, «DopmbI
JTOKYMEHTOBY, «JlenoBbie Oymarm.

2. TIlouckoBsie cucteMbl: Google, Yandex, Rambler.

3. DneKkTpoHHas cucTeMa JOKyMeHTooOopora «Jlemo» 4. DnexkTpoHHas
OoubaroTeyHasi cucteMa « YHUBEPCUTETCKass OUOIMOTEKa OHIANH» [ DIeKTPOHHBIHI
pecypc]. — Pexxum nocryna: http://www.biblioclub.ru.

5. DnekrpoHHo-OnbOnmoreuHnas cucrtema «M3marenmbctBo  «JIaHB»
[DnexTponHHBIHA pecypce]. — Pexxum noctyma: http://e.lanbook.com.

3.3. YcaoBus peanusanuu padoyeil mporpaMMsbl 1Jisi HHBAJIUA0B U JIUI]
C OrPAHMYEHHBIMHU BO3MOKHOCTSIMH 3/10POBbS

OO0yueHune MHBAJINOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbS
OpPraHU30BaHO COBMECTHO C APYTUMHU 00yYarOITUMHUCS.

Jis OCBOGHMSI TUCHUIUIMHBI B (QoOHAE OWUOIMOTEKH U 3IIEKTPOHHO-
OMONMMOTEYHBIX CHCTEMaxX HWMEETCSl OCHOBHAS M JOMOJIHUTENbHAs ydeOHas
JUTEPATYPa B BUJIE FNEKTPOHHBIX IOKYMEHTOB.

B JexkumoHHBIX ayAUTOpUSX OOOpYIOBaHbI CIHELUUAJbHbIE MecTa C
BO3MOXKHOCTBIO Pa3MEIICHHs CTYIEHTOB Ha Kpecle-KOJSICKEe U MOAKIIOYEHUs K
AIIEKTPUYECKON CETH TEXHUYECKUX CPEACTB 00yUEHUSI.

[Ipu mnpoBeneHUM MNPOLETYpbl OLEHUBAHUS PE3YJIbTaToB OOy4YEHHs
WHBAJMJAOB M  JIMIL C  OrPAaHUYEHHBIMHM  BO3MOXKHOCTSMH  3/10POBbS
MIPETyCMaTPUBAETCS UCIIOJIb30BAHUE TEXHUYECKUX CPEACTB, HEOOXOAUMBIX MM B
CBSI3M C UX MHJIMBHUAYaJIbHBIMH OCOOEHHOCTSMU. /[aHHbIE TEXHUYECKUE CPEACTBA
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MOTYT  OBITH

MMpCaACTaBJICHBI

MHKJII03UBHOTO oOpa3oBanus Yenl'V.

PernonanbHpIM  y4eOHO-HAYYHBIM  IIEHTPOM

4. KOHTPOJIb M OLIEHKA Pe3yJIbTATOB OCBOCHMS AU CIUIIINHBI

KOHTpOJ'IB M OLCHKA PC3YJIbTAaTOB OCBOCHUA AUCHUIIIIMHBI OCYIICCTBIIACTCS

npernojaBaresieM B MpoIecce MPOBEACHUS MPAKTHUECKUX 3aHATHH, Ipyrux ¢hopm
KOHTPOJI, @ TaKE BBIMOJIHEHUS OO0y4alOUUMUCS WHIUBUIYAJbHBIX 3aJaHUN U

MIPOEKTOB.

Pezynomamut 00yuenun

Kpumepuu OUEHKU

Dopmbl u Memoowt
OUeHKU

- OCYLIECTBIATH 00paboOTKy

YMeTh: «OTIMYHO» -  TEOPETHYECKOE
- oopMIIATH [comepkaHre  Kypca  OCBOCHO
OpraHU3aIMOHHO- MOJTHOCTHIO, 6€3 IPOOENOB, YMEHUS
pacropsiIuTeNbHBIE chopmupoBaHsl, BCE
JOKYMEHTBI B COOTBETCTBHH C [IPEIyCMOTPEHHBIE  MPOTPaMMOH]
nerictByromum 'OCTowm; y4eOHBIC 3a/laHUsl  BBIOJHEHBI,

KQ4CCTBO MX BBIIIOJTHCHHUA OLICHCHO

JOKYMEHTHPOBaHUS;
- IpaBUJIa COCTABIICHUS U
odopMIICHHS OpPTaHU3AIMOHHO-
pactopsaIuTeNbHBIX
ToKyMeHTOB (janee - OP]N);
- CHCTEMY U THUTIOBYIO
TEXHOJIOTHIO
JOKYMEHTAIlMOHHOTO
obecrieueHus yrpaBicHUs
(manee - I0Y);
- 0c00eHHOCTH
JIEJIONIPOU3BOICTBA 110
oOpaleHusM rpakJiad u
KOH(HICHIINATIHLHOTO
JICJTOTIPOU3BOJICTBA.

BXOJSIINX, BHYTPEHHUX U [BBHICOKO.
UCXOSALINX OKYMEHTOB
JUIIL FLOKY > [«Xopomo» - TEOpEeTUYeCcKoe
KOHTPOJIb 3 UX UCIIOJHEHUEM;
COIEpKaHUE  Kypca  OCBOEHO
- 0OpMIIATh JTOKYMEHTHI JIst 5 5
[OJHOCTBIO, e3 npo6eos,
neperayn B apXuB
HEKOTOpBIE YMEHUS]|
OpraHu3aluy;
3£aTL' LLLE c(opMHPOBaHbI HEAOCTATOYHO, BCE
- [IPETyCMOTPEHHbIE  MPOTrPAMMOMN
- HOHATHC HOKyMgHTa’ ero yueOHble 3aJlaHHsl  BBIIOJIHEHBI,
CBOHUCTBA, CIIOCOOBI HEKOTOpBIE BU/IBI 3a/1aHul]]

BBLIIOJIHEHBI C OIIMOKAMHU.

«YIIOBJIETBOPUTEIBLHO» -
TEOPETUYECKOE COAepKaHUE Kypca
OCBOEHO YaCTUYHO, HO IPOOEIIBI HE
HOCSIT CYLIECTBEHHOTO Xapakrepa,
HEOoOXOAMMbIE yYMEHHS paboThl ¢
OCBOEHHBIM MarepuaIoM B
OCHOBHOM c(OpMHUPOBAHBI,
OOJIBIIIMHCTBO MPEAYCMOTPEHHBIX|
[porpaMMoil o0yueHus y4eOHBIX
BajaHUil BBIIOJHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3a/1aHul]
CoZIepKaT OIINOKH.

Texkymuii KOHTPOJIb:
KOHCIIEKTUPOBAHHUE,
OIIPOCHI, OTUYCTEI 11O

IIPAKTUYECKUM
3aHATUSAM,

IIpomeskyTOoUuHast
aTTecTalMs: dK3aMeH
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«HeynoBneTBOpUTETEHOY -
TEOPETUYECKOE COoNlepKaHKe Kypca
HE 0CBOCHO, HEOOXOMMBIE
YMEHUS He c(hOPMUPOBAHEI,
BBITIOJTHEHHBIC yueOHbIC 3aJaHUs
CoZIepIKaT rpyObIe ONTMOKH.

[Ipy HeoOXOAMMOCTM HHBaIUAAM M JHIAM C OrPaHUYCHHBIMU

BO3MOXHOCTAMU 3A0POBbA MPCAOCTABIIACTCA OJOINOJIHUTCIBHOC BpEMs IJIA

MIOATOTOBKHU OTBETA Ha DK3aMeHe/3a4eTe.
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