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1. IACIIOPT PABOYEN MPOT'PAMMBI YYEFHOU JUCIHUATLIAHBI
JOKYMEHTAIIMOHHOE U ITPABOBOE OBECIIEYEHHUE YIIPABJIEHUEM

1.1. O6saacTh NpUMEHeHNsI MPOTPAMMBbI

Pabouas mporpamMma yueOHOH AMCUMIUIMHBI SIBJISETCS 4aCThIO OCHOBHOW MPOQecCHOHATBHOM
oOpazoBarenbHO TIporpammbl B cooTBeTcTBHH ¢ PI'OC mo cnenmansnoctu CITO: 09.01.03 Omneparop
MH(OPMALIMOHHBIX CHCTEM U pecypcoB, kBanmupukaius Oneparop uaTepdericHoi rpaduku.

PaGouas mporpamma y4eOHON AUCIUTUIMHBI MOXKET OBITh UCIOJIB30BaHa ISl TPOPECCUOHATHHOM
NepenoAroToBku no npodeccun Oneparop HHTEpPEcHOM rpaduKy.

1.2. MecTo IMCUMIUIMHBI B CTPYKTYpe OCHOBHOH mpodeccHoHAIbLHOI 00pa3oBaTeJbHOI
NPOrpamMmbl

Jucuumimba «J{okyMeHTallMOHHOE M MPaBOBOE OOecleueHUe YIpaBICHUEM» BXOIUT B
obenpodeccrnoHanbHbii muki (OI1)

1.3. Heﬂb ! IVIAHUPYEMbI€ Pe3yJbTaTbl OCBOCHUS TUCHUIIINHDBI
Oco0oe€ 3HaueHNe JUCHHUIINIMHA UMCCT IIPpH (bOpMHpOBaHI/II/I H Pa3BUTHMH:

OK 01 Br16upath criocoObl penieHus 3a/1a4 MpoGeCcCUuOHATBHON ACSITEIIBHOCTH MPUMEHHUTEIIBHO
K pa3JInYHbIM KOHTEKCTaM.

OK 02 Hcrnonb30BaTh COBPEMEHHBIC CpPEACTBA TOWCKA, aHAlM3a H  HHTEPIPETAH
uHpopManui, W HWHOOPMANMOHHBIC TEXHOJOTUW JUIS  BBITIOJHCHHS  331ad
poeCCHOHAIBHON JCATEIBHOCTH.

OK 05 OcCyliecTBISTh YCTHYIO U MUCBMEHHYI0O KOMMYHHUKAIIMIO HA TOCYIapCTBEHHOM SI3BIKE
Poccuiickoii denepaiuu ¢ yuyeToM OCOOEHHOCTEH COIMAIBHOTO W KYJIBTYPHOTO
KOHTEKCTAa

OK 09 [Tonb3oBaTbecss  TpoeCCHOHANBHONW  JAOKYMEHTAIlMel Ha TroCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

[IK 1.1  BpimonHsATH BBOJ M 00pabOTKY TEKCTOBBIX JTAHHBIX.

B pamkax nmporpaMmbl yueOHOM AUCIMIUIMHBI O0YyYarOIIMMUCS OCBAUBAIOTCSI YMEHUS U 3HAHUS:

Ymenus:

- MIPUMEHSTH CPEJICTBA MHPOPMAIIMOHHBIX TEXHOJIOTUH /7S pelIeHUs IPOo(eCCUOHATbHBIX
3ajzauy;

- TPAaMOTHO U3JIaraTh CBOU MBICIU U O(OPMIIATH JTOKYMEHTHI IO MPOPECCUOHAIbHON TeMaTHKe
Ha TOCYJJapCTBEHHOM SI3bIKE;

- CO3/1aBaTh JIOKYMECHTHI HA OCHOBE MIa0JIOHOB;

-0OpMIIATH JOKYMEHTAllUIO B COOTBETCTBMU C HOPMATUBHOW 0a30if, HUCHONB3Ys
MH(OPMaLIMOHHBIE TEXHOJIOTUH;

- B3aUMOJICHCTBOBATh C KOJUIETAMH, PYKOBOJCTBOM, KJIIMEHTaMHU B XOJ€ MpPOo(dhecCHOHATBHOM
JeSITeNIbHOCTH;

-HCII0JIB30BaTh TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTUU B DJIEKTPOHHOM JIOKYMEHTOO0OPOTE.

3HaHusa:

- OCHOBHBIC IMMOHATHUA OOKYMCHTALITMOHHOI'O o0ecrieueHus YIIPpaBJICHHA,

- HOMEHKJaTypa WH()OPMAIIMOHHBIX HWCTOYHUKOB, NPUMEHSEMBIX B MPOPECCHOHATBHON
JCSTEIILHOCTH,

- IOHATHS MMYOJUYHBIX U IPUBATHBIX TOKYMEHTOB;

- TpeOOBaHUSI K COCTABJICHHUIO U 0(OPMIICHUIO TOKYMEHTOB;

- OCHOBHBIE CTaHJAPTHI 0(hOPMIIEHUS TEKCTOBBIX U TAOJUYHBIX JOKYMEHTOB;



- OCHOBHBIE NPaBHJIa U TPEOOBAHUS K CTPYKTYpE TOKYMEHTOB;
-OpraHU3alui0 JOKYMEHTOO00pOTa: MpUeM, o0pabOTKy, PErucTpalHio, KOHTPOJb, XpPaHCHUE
JOKYMEHTOB, HOMEHKJIATYPY Je7I.

I/IH)II/IKaTOpBI OIIEHKH OCBOEHHUS KOMIIeTEHIIUIi:

Kon

YMmenns

- OTIpesieNIATh HeOOX0IUMbIe
UCTOYHHMKH HH(POPMAIIHH;

- IUTAHUPOBATh MPOIIECC TTOUCKA,;

- CTPYKTYPHUPOBATH TOITYIaEMYIO
HuH(pOpMaINIO;

- BBIAEIATHL HanOOIee 3HAUYNMOE B
nepevHe HHPOPMAaIIH;

- OILICHUBATH MPAKTHYECKYIO
3HAYUMOCTb PE3yJbTAaTOB MOUCKA,;

- 0QOpMIISIT pe3yJbTaThl TOUCKA,
NPUMEHSTH CPEICTBA HH(POPMAITMOHHBIX
TEXHOJIOTUH TSI pEeTICHHSI
npoecCHOHANIBHBIX 3a/1a4;

- HCTIOJIF30BaTh COBPEMEHHOE
porpaMMHoOe oOecrieueHue;
CIIOJIb30BATh Pa3IMYHbIC IIH(POBBIC
CpeAcTBa /sl peIIeHuUs
npodecCHOHATBHBIX 33/au.

OK 3Hanus
OK |- pacrio3HaBaTth 3aJauy u/uim - aKTyaJbHbIH MPO(hecCHOHATBHBIN U
01 | mpoGaemy B mpohecCHOHATBLHOM H/WITH COITMATBHBIN KOHTEKCT, B KOTOPOM
COILIMAJIbHOM KOHTEKCTE; MPUXOAUTCS PabOTATh U )KHTh;
- aHAJIM3UPOBATH 33a4y U/UITU - OCHOBHbBIE HCTOYHUKU UH(OPMALIUU U
poOJIeMy U BBIIEIATH €€ COCTaBHBIC pecypcehl IS pelIeHus 3a1a4 U IpobieM B
4acTy; npodeccuoHaTbHOM W/UITU COLUATbHOM
- OTIPENIENIATh ATAIbI PEIICHHS KOHTEKCTE;
3a/lauu; - QITOPUTMBI BBITIOJTHEHUS padoT B
- BBISABIISAITH M 9 (HEKTUBHO UCKATh poeCCHOHATIBHON M CMEKHBIX 00J1aCTAX;
nH(pOopMaIKIo, HEOOXOTUMYIO JUIS - METO/Ibl PAa0OTHI B MPO(heCCHOHATBLHOM
peIeH s 3a/1a41 W/WIIK TIPOOIIEMBI; U CMEXHBIX chepax;
- COCTaBIISITh TUIaH JCHCTBUS; - CTPYKTYpY ILJIaHa JUIsl pelIeHHs 3a/1a4;
- OMpeIeTATh HEOOXOAUMbBIE -
peCypchl; OPSATIOK OLIEHKH PEe3yJIbTaTOB PEIICHHUS 33/1a4
- BJIAJICTh aKTyaJbHBIMH METOJIAMH | IPO(PECCHOHATBHON 1A TETLHOCTH
paboTsl B poeccHnoHaNIbHON U CMEXKHBIX
chepax;
- pean30BbIBATh COCTaBICHHBIN
TUTaH;
[IEHUBATh PE3YJIbTAT U TOCIECTBHS CBOUX
JEHCTBH (CaMOCTOSTENILHO WITH C
TTOMOIITHI0 HACTABHUKA)
OK |- OTIpeNeNATh 3a7auul JUIsl TOUCKA - HOMEHKJIaTypa HH(GOPMAIIMOHHBIX
02 | uadopmarym; HMCTOYHHUKOB, TPUMEHSIEMBIX B

npodecCHOHATBLHOMN 1eATeNbHOCTH;

- MIPUEMBI CTPYKTYPUPOBAHHUS
uHpoOpMaInH;

- dbopmat opopmieHUs pe3yabTaTOB
MOKCKa UH(POPMALIUHU, COBPEMEHHBIE
CpeZCTBa M YCTpPOWCTBAa HHPOPMATH3AIHH;

- MOPSAOK UX IPUMEHEHUS U
porpaMMHOE o0ecrieyeHne B
npodecCHOHATBLHOM 1eTENLHOCTH B TOM
YHCJIE C CIIOJIb30BAaHUEM IIU(PPOBBIX CPEICTB




OK |- rPaMOTHO U3JIaraTh CBOM MBICIIU U | - 0COOCHHOCTH COIIMANIBHOTO U
05 | odbopmIIsATH JOKYMEHTHI TIO KYJIbTYPHOT'O KOHTEKCTAa;

npodeccnoHanbHOM TeMaTHKE Ha - npaBuiia opOpMIICHUS JOKYMEHTOB U

rOCy/IapCTBEHHOM SI3BIKE, MOCTPOCHHUS YCTHBIX COOOIICHHUIA.

- MPOSIBIISATH TOJEPAHTHOCTD B

pabodyeM KOJUICKTHBE

OK |- mnoHumarb OOIMHA CMBICT  YETKO | - IpaBHJia IOCTPOCHUS IPOCTHIX U
09 MPOM3HECEHHBIX BBICKA3bIBAaHWI HA | CIOXHBIX MPEUIOKCHUN HA
M3BECTHBIE TeMbl (MpodeccroHaNbHbIe | MPOdhecCHOHANbHbBIE TEMBI,
U OBITOBBIC), MOHMMATh TEKCTHl Ha | - OCHOBHBIE 00IIEYITOTPEOUTEIbHBIE
0a30BbIe MPO(heCCUOHATBHBIC TEMBI; ri1aroJisl (ObITOBas M MpodeccuoHambHas

- y4acTBOBAaTh B IMAJIOTaX HA 3HAKOMBIC | JIGKCHKA),
oOuire u nmpodeccuoHaNbHbIE TEMBIL; - JEKCUYECKUI MUHUMYM,

- CTPOHUTH TMPOCTHIC BBICKA3BIBAHUS O | OTHOCSIIUINCS K OMMCAHUIO MIPEIMETOB,
cebe u 0 cBoeil MpodeccroHANBHON | CPECTB U MPOLECCOB MPOodeCcCHOHATBHON
NeSTEIIbHOCTH, JIESITEIIbHOCTH;

- KpaTko OOOCHOBBIBaTH U OOBICHSTH | - 0COOCHHOCTH MPOU3HOIIECHHUS;
CBOH JCHUCTBUS (Texymue u|- IIPaBHJIA YTCHUS TEKCTOB
TUTAHUPYEMBIE); npodeccuoHaNbHOM HAIPaBIEHHOCTH

- MHCATh MPOCTHIC CBSI3HBIEC COOOIICHUS
Ha 3HAKOMBIE WJIM UHTEPECYIOIIHE
po(ecCHOHATLHBIC TEMBI

I[K | - MPUMEHSTh COBPEMEHHBIE - nmpaBuiia BBOJa, Habopa u
1.1. | TeKCTOBBIC PEIAKTOPHI M MPOIIECCOPHI; pPEIaKTHPOBAHUS TEKCTOBON MH(POPMAITIH;

- COXPAHSTh JOKyMEHTHI B - UHCTPYMEHTApU 1 0COOEHHOCTH

pa3nuYHBIX (hopmarax; COBPEMEHHBIX TEKCTOBBIX PEAAKTOPOB H

- MPUMEHSTH CPEJICTBA COBMECTHOTO | IIPOIECCOPOB;

PEIaKTHPOBAHUS; - BO3MOKHOCTH HACTOJIHBIX

- CO3/1aBaTh, HACTPANBATh, U3JIaTENIbCKUX CUCTEM;

MPUMECHSITh CTUJIH B TOKYMEHTE C - CpeAcTBa COBMECTHOTO

MIOMOIIBIO TEKCTOBOTO MPOLIECCOPa; pEeIaKTHPOBAHMUS;

- CO3/1aBaTh CIIOXKHBIE - CTaHIapTHl (POPMATOB MPEICTABICHUS

MHOTOCTPAaHUYHBIE TOKYMEHTHI C TEKCTOBBIX U TaOJIMYHBIX JOKYMEHTOB;

MPUMEHEHHEM UMITOPTUPOBAHUS U - TTOHATHS ITYOJIMIHBIX M TPUBATHBIX

BHEJPEHUS TEKCTOBBIX, TAOIUYHBIX U JIOKYMEHTOB;

rpagu4yecKux 0OBEKTOB U3 Pa3HBIX - CrocoObI paboTHI C IOKYMEHTaMH B

MPOrPaMMHBIX MPHUIOKEHUN 00JauHbIX XpaHUJIHIIAX;

- OCHOBHBIC CTaHAAPTHI OPOPMIICHHUS
TEKCTOBBIX JOKYMEHTOB

1.4. KosimuecTBO 4aCOB HAa OCBOEHHE NIPOrPaMMBbI JUCHUIJIMHBI:
O0Bem 00pa3oBaTebHOI MPOrpamMMbl - 36 4acoB, B TOM YHCIIE:

BO B3aMMOJACHCTBUH C npernoagaBaTeyieM - 34 gaca,

camocTosiTellbHas paboTa — 2 Jaca.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUILIMHBI U BUAbI Y4eOHOI padoThl

Bup yueOHoii padoThl Kon-60 | Oobvem uacos

O0beM 00pa3zoBaTeIbHOM MPOrpaMmbl (BCero) 36
YueOHass HArpy3ka BO B3aHMO/JEHCTBHM ¢ TpenojgaBaTejieM 34
(Bcero)
B TOM YHCIIE:

TEOPETHYECKOE 00yUCHUE 14

IIPAKTUYECKHE 3aHITHS 18

8 MoM yuciue 8 hopme npaKmu4eckol no020MmoeKu 6

71ab0paTOpHbIC 3aHATHUS

KOHTPOJIbHBIE PA0OTHI (eciu npedycmompenvi)

KypcoBas paboTa (mpoekt) (eciu npedycmompero)
CamocrosiTesibHas padora (Bcero) 2

HUmozcosas ammecmayus 6 popme ougpzauema




2.2. TemaTnyeckuii IUIAH H COAepP:KAHME Y4YeOHOH JUCUMILUIUHBI

JOKYMEHTAIIMOHHOE M TIIPABOBOE OBECIIEYEHHME

YIIPABJIEHUEM
Koas1
Oo0neMm, akaj. 4. A .
KOMIIeTeHI U,
/ B TOM umcie B
(opmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOro MaTtepuasa u GopMbl OPraHU3aANUM AeATeILHOCTH dopme KOTODEIX
pa3iesioB U TeM o0yuarommxcst NPaKTHYeCKOoi P
crnocodcTByer
NOATr0OTOBKH,
3J1eMEHT
akaj. 4.
NPOrpaMMBblI
1 2 3 4
Paspnen 1. lokyMeHTHPOBaHHNE B IPO(eCCHOHATBHOM 1eITeJIbHOCTH. 8 OK 01, OK 02,
Tema 1.1. Ilonstue o | Copep:kaHue yuedGHOI0 MaTepuaa 2 OK 05,
NoKyMeHTupoBaHuu. | 1. JlenoBoit nmokymeHT. JlokymentupoBanue. HasHaueHue u GyHKIHH JOKYMEHTa B
cucreme ynpasieHus. MHdopmanuss u gokymeHT. FOpuauueckoe 3HaueHuHe 5
nokymenra. Knaccudukanust 10KyMeHTOB. DJIEKTPOHHBIA JOKYMEHT. TpeboBaHUs K
COCTABJICHUIO 1 O(OPMIICHHIO JICIIOBBIX TOKYMEHTOB.
IIpakTnyeckue 3aHATHSA 2
Omnpenenenne Kiacca, Ha3HAYEHUs M IPABWIBHOCTH COCTAaBJICHHS JEJIOBBIX 5
JIOKYMEHTOB.
Tema 1.2. Coaeprxanue y4eOHOro MaTepuasa ) OK 01, OK 02,
INocynapctBenHoe 3 OK 05
peryIHpOBAHHE gKOHOI[aTCJ'[BHOG u HOpM;THBHO-HpaBOBOG peryiMpoBaHue JOKYMEHTAIlMOHHOTO 5
TOKYMeHTaIoRHOTo | 20SCIC CHNS YIPABICHH. HUUKAIMS U CTaHIAPTU3alMs JOKYMEHTOB.
BT o — IIpakTnyeckue 3aHATHSA 2
yIIpaBieHus OcHoBHbIE CTaHIAPTHI 0(POPMIIEHUS JOKYMEHTAIIUH. 2
Pa3ned 2. JlTokyMeHTHPOBaHHE YIIPABJICHYECKOM eATEIbHOCTH 14
Tema 2.1. OcHoBHble | CoaepskaHue y4eOHOI0 MaTepuaJa OK 01, OK 02,
TpeGoBaHuUs K 2 OK 05,




COCTaBJICHHUIO U 1. ITonsarue o 6iaHkax MOKyMeHTOB. Bubl 01ankoB. OOpa3iibl 6J1aHKOB JTOKYMEHTOB. MK 1.1.
oopmienuro O6mme ceenenus o pekBusuTax. OhopmieHne peKBU3UTOB TOKYMEHTOB.
JIOKYMEHTOB TpeboBanust k Omankam u pekBusutam nmo ['OCT P 7.0.97-2016 «HanuoHaabHBIHA

crangapt Poccuiickoit @enepamun. Cucrema cragaapToB 1o HHGOpMAIHH,

OuOIMOTEeYHOMY M U3JaTelIbckoMy jeny. OpraHu3alMoOHHO-PACIOpsAIUTENIbHAS 2

nokymenrtaius. TpeOoBanus k odopmienuto gokymeHtoB" (yTB. IlpHkazom

Poccrangapra ot 08.12.2016 N 2004-cT) (pexn. ot 14.05.2018).

IIpakTHyeckue 3aHATHA 2

Omnpenenenre NpU3HAKOB M PEUYEBbIX MA0IOHOB O(UITNAIBHO-IETI0BOT0 CTHIIS. 2

CamocrosiTesibHas paboTa 00y4aromMXcs

TpeboBanus k Tekcty nokymMeHTa. CTpyKkTypa HoKymeHTa. CTUIIb TEKCTa JEIOBIX 2

JOKYMEHTOB. UepThl U peueBble KOHCTPYKIIUH O(HUIIHATIHHO-/IETIOBOTO CTHIIS.
Tema 2.2. Coaep:xanue y4eOHOIro MaTepHuaJia 2
CocraBnenue u Opranu3zalvoHHbIE, PACTIOPATUTENbHBIE U UHHOPMAITMOHHO-CIIPABOYHbIE JOKYMEHTHI. OK 01, OK 02,
oopmienue XapakTepruCcTUKa OCHOBHBIX OpPraHU3alMOHHBIX JOKYMEHTOB (yCTaB, IOJIOXKEHMS, OK 05,
OTJICTBHBIX BHJIOB WHCTPYKLHMHK).  XapaKTepUCTUKAa  pPaCHOPATUTENBHBIX  JOKYMEHTOB  (TIpHUKa3, MK 1.1,
JOKYMEHTOB MIOCTAaHOBJIEHHE). XapaKTepUCTUKa U  cocTaB  MH(GOPMaLMOHHO-CIPABOYHBIX 2

JOKYMEHTOB (aKT, IPOTOKOJI, 1€JI0BOE MUCHMO, CIIpaBKa, JOKJIATHAs 3allrcKa).

[IpaBuiia opopmiieHHs U BbIIa4l KO JOKYMEHTOB.

dunHaHcoBas JoKyMeHTalus. JloroBopHas JOKyMeHTaIIHsL.

IIpakTHyeckue 3aHATHA 6/6

CocraBieHue 1 oopMIIeHHE JOKJIAJIHOM U CITyK€OHOM 3aIuCKu. 212

Cocranenue u odopmiieHre HHPOPMAITMOHHOTO MUChMA. 2/2

CocraBieHue 1 opopMIIEHHE Je0BOTr0 MUChMa. 212
Paznen 3. lokymenTo060poT. Opranusauus padboThbl ¢ JOKYMEHTAMHU. OK 01, OK 02,
Tema 3.1. Conep:kanue yueGHOro MaTepuaJa 2 OK 05,
Ilonstue [TouaTHE 1OKYMEHTO0O0poTa. OOIINe MPUHIUITEI OPTAHU3AIMH JOKYMEHTO000pOTa, IIK 1.1,
JAOKYMEHTOO0OPOTA. | ory  ocpoBHble dTambl.  TeXHONOTHS paboThl ¢ BXOMSIIMMHU, HUCXOASIIUMU H
Opranusauys BHYTPEHHUMH JOKyMeHTaMu. Perucrpaius JOKyMEeHTOB. ABTOMATH3AIMsI TPOIIECCOB
pabotbi ¢ JOKYMEHTAI[MOHHOTO 00ECTIeYeHHUs] yIIPaBICHHSL. 2
JOKYMEHTaMHU

OpFaHI/ISaHHﬂ OTIIPpaBKU UCXOOAIIUX JAOKYMCHTOB. KOHTpO.]'IB HUCIIOJIHCHU

JIOKyMeHTOB. PaboTa ¢ oOpaleHusIMH.




IIpakTnyeckue 3aHsATHS

Perucrpanus Bxondueil, MCXOIALIE M BHYTPEHHEW IOKyMEHTalUU. 3alloJHEHHE

pErucTpaoHHbIX (HopM. 2
Tema 3.2. Coaeprxanue yueOHOro MaTepuasa 2 OK 01, OK 02,
Opranuzanus - OK 05,
PaBOTEI ¢ 1. ITonsTus 061EAOCTYTHOM I/IHv(bopMauHH U MHPOPMALMU OTPAHUYEHHOTO JIOCTYIIA. MK 1.1,
JIOKYMEHTAMH, Ob6ecnieuenrie MHGPOPMAITMOHHON 0€30MACHOCTH TpH padoTe ¢ JokyMeHTamu. Pabora
uMeromMa rpudsr | © KOH(UIEHIMATbHBIMU ,I[OKYMGHTaMI/I.V3aKOHOI[aTeJ'IBHO - HOPMATHBHBIC aKThl B
OrpaHHYEHHS OGiI&CTI/I obecrnieueHus HH(bOpMaHHOHHOH 0€30MMacCHOCTH, 3aIIUTHI rOCyAapCTBEHHOM
JIOCTYTTa. TallHBl M KoH(uAeHUManpbHOW uHpopMmauuu. JIoKTpuHa HHPOPMALMOHHOM 5

6e3onacuoctu Poccuiickoit denepanmu. Bunbl kKoHQuUIEHIMAIBHON HHGOPMALIHH.

HopmartuBHo-mipaBoBoe cojepxkanue PenepanbHoro 3akoHa «O mNepcoOHaIbHbBIX

TaHHBIX». JIOKYMEHTUPOBaHHE CBEACHUN KOH(PHICHIMAIBHOTO XapakTepa. 3amuTa

KOH(UIeHIIMaIbHOM nH(popManuyu. OTBETCTBEHHOCTH 3@ HApYyLLICHUE PEXUMA 3aILUThI

KOH(HICHIINATLHON HH()OPMAIIH.

IIpakTHYecKkne 3aHATHS 2

W3yuenne HOpMaTHBHOM 0a3bl, periaMeHTHpyoLell paboTy ¢ JIOKyMEHTaMH, 5

MMEIOIMMU TpU(BI OrpaHUYSHHS JOCTYIA.
Pa3znen 4. XpaHneHne U apXxuBHpPOBaHMeE JOKYMEHTOB OK 01, OK 02,
Tema 4.1. Cogepsxanue yueOHOro MaTepHaJa 2 OK 05,
3akoHomatenbHasd M | 1. 3akoHOIaTeNbHAs U HOPMAaTUBHAs OCHOBA XpaHEHUsS JOKyMeHTOB. HomeHkmaTypa MK 1.1,
HOpMaTUBHAas nen. ®opmupoanue nen. CocraBieHue u odopmiieHue omnucu aen. Ilopsok 2
OCHOBA XPAaHCHUSA M | YHUUYTOXKEHUS TIOKYMEHTOB. XpaHEHUE JOKYMEHTOB B apXHMBE.
apXMBHPOBAHUS IIpakTnyeckue 3aHATHSA 2
AOKYMEHTOB. dopmupoBanue U 0popMIIEHHE JIeN, COTJIACHO HOMEHKJIAType JIell. 2
IIpome:xxyToyHasi arrecTanus (aud3ayder) 2
Bcero: 36
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3. YCJIOBUSA PEATIM3ALIUU TPOI'PAMMBI IMCHUITJIMHBI
3.1. TpeGoBaHusl K MUHUMAJIbHOMY MAaTepHAJIbHO-TEXHMYECKOMY 00ecleYeHH 0.

Jna  peanuzanmuu  nporpammbl  y4eOHOM JHMCLUIUIMHBI IIPETYCMOTPEHBI  CIEAYIOIINE
CIeLUaJIbHbIE TOMELIECHUS.
KaOuHeT conmajbHO-3KOHOMAYECKHX AucUMuIMH (ayx. 235 ydeGHbiii kopmyc Ne 1).
VYuebHasg ayauTopus NpelHa3HauyeHa I NPOBEACHUS TEOPETUUECKHX U MPAKTUYECKUX 3aHSATHH,
IPYIIOBBIX U UHAUBUIYAIbHBIX KOHCYJIBTALUH, TEKYILIErO U HTOTOBOTO KOHTPOJIS.

Oo6opynoBanue Ha 80 MOCATOYHBIX MECT:
Oo6opynoBanue kabuHera 235:

Jlocka knaccHasl.

Kadenpa.

Kpecino ayaguropHoe

Croun i ipenojaBaTers.

Cron-napra.

Cryn ans npenogaBaters.

oukrwnE

TexHuueckue cpeacTa 00yYeHHUsI.
1. DkpaH HacTEeHHBII.
2. IIpoextop ACER X128H.

Jis camocToSTenbHOM paboThl OOyYaIOUIUXCs MMEeTCs UYMTaJbHBIA 3all (Meauareka) c
BBIXOIOM B ceTh HHTEpHET (Aym. 111 ydeOHbIii kopmyc Nel).
1. O6opynoBanue:
1.1. Konnentpatop D-Link 16-port,
1.2. Cepsep Fujitsu RX100S7,
1.3. KormmupoaibHsrii ammmapar Canon ir2520 (dpopmar A3),
1.4. TIpunTep nazepusiii Kyocera FS-1120DN,
1.5. TlpunTep 1BETHOM,
1.6. MonuTop 19" LCD LGM-W1934S BN (5 mit.),
1.7. Monutop ASUS 17" LCD (1 mt.),
1.8. MonuTtop 19” topview A1981Wx (41mr.)
1.9. Cucremnsrii 6ok Intel Celeron 430 (7 mrt.),
1.10. Cucremnsiii 010k Intel Celeron 430 1800/ DIMM 1Gb/HDD 160Gb,
1.11. Cucremuniii 0mok Intel Core i5 4096, 500Gb DVD-RW,
1.12. CT0sBI KOMITBIOTEPHBIE,
1.13. CT0BI KOMITBIOTEPHBIE YTIIOBBIE C TyMOaMH,
1.14. Crynbs, mkad,
1.15. Cremnax o1 IUCKOB.
2. IIporpammHoe obecneyenue:
2.1. Microsoft Windows 7,
2.2. Microsoft Office 2007,
2.3. Lazarus,
2.4. ABC Pascal,
2.5. Microsoft Visual Studio Express,
2.6. FreePascal,
2.7. FreeProlog,
2.8. NI LabView,
2.9. FreeBasic,
2.10. MySQL,
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2.11. Far manager,
2.12. Mozilla Firefox.

3.2. UupopmanoHHOe o0ecniedeHre peaju3aluu NporpaMmbl

Jia peanu3zanuu nporpaMmsel 6MOIMOTEUHBIN (OHA 00pa3oBaTeIbHON OpraHU3aluud UMEET
NeYaTHBIC W/MITU 3JEKTPOHHBIE 00pa3oBaTelibHbIe M MH()OPMAIIMOHHBIE PECYPChI, PEKOMEHIYeMbIe
JUI1 WCHOJb30BaHUSA B 00pa3oBaTeNbHOM IIpoliecce. B Kkauecmee OCHOGHOU Jumepamypol
UCNONb3YeMCsl INEeKMPOHHAA 6ePCUs NeYAMHO20 U30anus, pekomenoosanrnozo I100II.

OcHoBHas1 JiuTEpaTypa
1. KopueeB, M. K. JlokymeHTalmoHHOEe oOOecreueHHe yIpaBieHUs: y4eOHUK U
MPaKTUKYM JJIsl cpentHero npodeccuonanbHoro oopasoBanus / U. K. Kopuees, A. B. ITimenko, B. A.
MamrypueB. — 3-e¢ u3a., nepepad. u gon. — Mocksa: U3narensctBo FOpaiit, 2024. — 438 ¢. —

[IpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr: 30eKTpOHHBIA //
OOpazoBarenbHas 1iargopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/539262 (mara
obpamenus: 13.12.2024)

2. Bxomur B TIIOOII: TIlernmuua, E. M. HWHpOpManwoHHBIE TEXHOJOTHU B

npodeccuonansHoM aearenbHocTH: yuebHoe nocodue mig CIIO / E. M. Iletnuna, A. B. ['opbaues.
— 2-e m31. — Caparos: [IpodoOpazosanne, 2024. — 111 c. — ISBN 978-5-4488-2183-7. — Tekcr:
anekTpoHHslt // Ludposoit obpazoBarenbubiii pecypc IPR  SMART: [caiit]. — URL:
https://www.iprbookshop.ru/142224 html (mara ob6pamenus: 16.12.2024). — Pexxum nqocryma: Juist
ABTOPH3HP. MTOJIb30BATEIICH.

3. Kysnemnos, U. H. JlokymeHTanmoHHOe oOecrieueHue yrpasieHus. JJokyMeHTO000pOT

U JICJIONPOU3BOJICTBO: YUEOHUK U MPAKTUKYM IJIs CPEAHEr0 MpodeccuoHaIbHoro oopasopanus / U.
H. Ky3neuoB. — 4-e uzn., nepepab. u gon. — Mocksa: U3narensctBo FOpaiit, 2024. — 545 ¢. —
(ITpoeccronansrnoe obpazoBanme). — ISBN 978-5-534-16004-8. — Tekct: 31meKTpOHHBIN //
OoOpasoBarenbHas miarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/537146 (mara
oOpamenust: 13.12.2024).

JlomoJIHUTeIbHAS JIUTepaTypa

1. I'po3oBa, O. C. JlenonpousBoAcTBO: yuyeOHOe Tmocobue Ui CpeaHEero
npodeccuonansaoro oopazosanus / O. C. I'pozoBa. — 2-e uzn. — Mocksa: U3znarensctBo FOpaiiT,
2024. — 131 c¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15986-8. — Tekcr:
AJIEKTPOHHBIN /l OGpa3zoBarenbHas matdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/539523 (nara obpamenus: 13.12.2024).

2. [llysanmoa, H. H. JlokymeHTanimoHHOE OOECIIEYCHHE YIPABJICHUS: Y4eOHUK ISt
cpeanero npodeccuonanbHoro oopazosanus / H. H. IllyBanoBa. — 3-e u3n., nepepal. u nom. —
Mocksa: U3narensctBo FOpaiit, 2024. — 234 c¢. — (Ilpodeccuonansaoe obpasopanue). — ISBN
978-5-534-20349-3. — Tekcr: anekTpoHHbIN // Obpa3zoBarenbHas miatdopma FOpalt [caift]. —
URL: https://urait.ru/bcode/557989 (nata oOpamenus: 13.12.2024).

3. KazakeBnu, T. A. JlokymeHTannoHHOe oOecredeHue YNpaBiIeHHs: YUYEeOHHK U
NPaKTUKYM JJIsl cpeaHero npodeccuonanbHoro oopasosanus / T. A. Kazakesuu, A. . Tkamuu. —
2-e u3 ., ucnp. u jgor. — Mocksa: U3narensctBo FOpaiit, 2024. — 177 ¢. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr: anexkrponHblii // OOpa3oBarenbHas
mnatdopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/538470 (nata o6pamenus: 13.12.2024)

4. Hoponuna, JI. A. JlokyMeHTalMOHHOE OOEeCreueHHe YIpaBJIeHUs: y4yeOHUK U
MPaKTUKYM AJis cpeaHero npodeccuonansHoro oopasosanus / JI. A. Jloponuna, B. C. Upurukosa.
— 2-e wu3a., mepepab. u gon. — MockBa: M3parensctBo HOpaiir, 2024. — 270 c. —
(ITpodeccronansnoe obpazoBanme). — ISBN 978-5-534-16017-8. — TekcT: 37eKTpOHHBIH //
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OobpazoBarenbHas miargopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/539338 (mara
obpamenus: 13.12.2024)

Nudopmanuonnbie pecypcbl HHGOPMALHOHHO-TeIeKOMMYHUKAIIMOHHOM ceTn UHTEepHeT

NS

el A

o

Caiit qucranimonnoro obpasosanus I'TTIN. - URL: http://moodle.ggpi.org.
Enunoe okHO noctyna k oOpa3oBarenbHbIM pecypcam http://window.edu.ru/
WudopmannonHo nmpaBoBoii moprain http://konsultant.ru/

NudopmanmonHo npaBoBoii noprain http://www.garant.ru/

IIpodeccnonanbubie 6a3b1 JAHHBIX
Hanwonansnas Dnexrponnas bubnuoreka. - URL: https://rusneb.ru
Hayunas snexrponnas 6udnauoreka eLIBRARY.RU. - URL: https://elibrary.ru/defaultx.asp
[Ipesunenrckas oudanoreka. - URL: http://www.prlib.ru/
DneKTpoHHO-0nbMmoTeuHas cucrema PykonT (komekums wsmanwii [TTIM). - URL:
https://lib.rucont.ru
OnekrponHas oubnuoreunas cucrema «[IPR SMART». - URL: http://www.iprbookshop.ru
OnektpoHHas oubmuoreunas cucrema «tOpaiit». - URL: https://urait.ru
OnexkTpoHHO-0nOIMOoTeuHast cuctema «Jlauby (pazmen «CereBasi yeKTpoHHasE OMOIHOTEKA
nenaroruueckux By3osy»). - URL: https://e.lanbook.com
Polpred.com O630p CMU. - URL.: https://polpred.com

HopMaTHBHBIE 10KYMEHTbI
1. ®enepanbhsiii 3akoH "O06 snekrponHol noamucu" ot 06.04.2011 N 63-03.
2. @enepanbHblil 3ak0H "O0 nH(pOpMaMK, HHPOPMALMOHHBIX TEXHOJOTHIX U O 3aIIUTE

unpopmanuun" ot 27.07.2006 N 149-D3

3. TOCT P 7.0.8-2013. Hammonambnbrii cranmapt Poccwmiickoii denepanuu. Cucrema

CTaH/JapToB 10 MH(OpManuu, OMOIMOTEYHOMY M M3AaTeNbCKOMY Jeny. Jenonpon3BoacTBo u
apxuBHoe aeno. Tepmunsl u onpeaenenus (yrB. [Ipukasom Poccranaapra or 17.10.2013 N 1185-

CT).
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4. KOHTPOJIb 1 OLHEHKA PE3YJbTATOB OCBOEHUA JUCIHUIIJINHbI

KOHTpOJ'IL H OICHKAa PE3YyIbTATOB

OCBOCHUA JAUCHUITIIMHBI

OCYHICCTBIIACTCA
nmpenoaaBaTejiEM B IIPOLECCC IMPOBEACHHA IPAKTHYCCKHUX 3aH5ITI/H71, TECTUPOBAaHHUsA, a TaKXKEC
BBITIOJIHCHHU A 06y11a}om1/1M1/1cs1 HUHAWBHUAYAJIbHBIX SaHaHHﬁ, IIPOCKTOB, HCCHeﬂOBaHHﬁ.

npodeccHoHaNBEHOM e TENbHOCTH
-UCII0JIb30BaTh TeJ'ICKOMMYHI/IKaHI/IOHHI)Ie
TEXHOJIOTHH B AIIEKTPOHHOM
JIOKYMEHTOO0OPOTE.

Pe3ysabTarsl 00yyeHus Kpurepun ouenku MeTtoanbl
OLIEHKH
Ilepeuens 3nanuii, 0c6aUaeMbIX 8 PAMKAX OUCUUNTIUHBL
- OCHOBHBIC IOHSTHUS JOKYMEHTAIMOHHOTO | Kpumepuu oyenku | TecTUpOBaHUE
o0ecrieyenys yIpaBJIcHuS; 3a0anuii 6  mMecmosou
- HOMEHKJIaTypa MH()OPMAIIMOHHBIX MCTOYHHKOB, gopme: "omauuno™ - 90%
IPUMEHSIEMBIX B npodeccuonansroii | 7 100% sepruix omsemos,
JIEATEIIbHOCTH; | xopowto - - 80% - 8?,%;
- IOHATHS MyOJINYHBIX U IPUBATHBIX TOKYMEHTOB; 752/08“’"801_’ umeﬂb";’O(yr
- TpeOOBaHUs K COCTaBJICHHUIO u "He; Oomemeopumeﬂbno(:"
0(hOpMIICHHIO TOKYMEHTOB; -69% u menee.
- OCHOBHBIC CTaHIAPThl OPOPMIICHUS TEKCTOBBIX
TaOJIMYHBIX TOKYMEHTOB;
- OCHOBHBIC ITPaBWJIa U TPEOOBAHUS K CTPYKTYpE
JIOKYMEHTOB;
-OpraHu3alMi0  JOKYMEHTOOOOpOTa:  IpHEM,
00paboTKy, pPErucTpaIuio, KOHTPOJIb, XPAaHEHUE
JOKYMEHTOB, HOMEHKIIATYPY JEJL.
Ilepeuensv ymenuil, oceausaempix 6 pamKax OUCUUNIUHbBL
- TPUMEHATH  CpeACTBA  MH(OPMAIIMOHHBIX
TEXHOJOTUH JJsl pemeHus npodeccHoHaIbHBIX | Pe3ymbrars Ouenka
3aj1ad; BBITIOJTHCHUSI 33J[aHUi pE3yJIbTaToB
- TPaMOTHO M3JIaraTb CBOM MBICIH M O(OPMIISTH | COOTBETCTBYIOT BBITTOJTHEHUS
JOKYMEHTBI 10 TPOo(eCcCHOHATbHOW TeMaTHKe Ha | 33JJaHHBIM IA0JIOHAM M | TIPAKTHYECKOI
TOCY/IapCTBEHHOM SI3BIKE; TpeOOBaHUSM. paboThI
- CO3/1aBaTh JIOKYMEHTBI HA OCHOBE I1A0JIOHOB; [1pu BBITOTHEHUT HaGmonenue 3a
-0pOpPMIISITE  JJOKYMEHTAIUIO B 3a1aHUH UCTIONIB30BAHBI | XOJIOM
COOTBETCTBHH C HOPMAaTHBHOM PalMOHAIEHBIC METO/IbI | BBHITIOJTHEHHS
0a30ii, HCNOIB3YS MH(QOPMAIIMOHHBIE | M CpeACTBA OOPa0OTKH | MPAaKTUYECKON
TEXHOJIOTHH; nH(pOpMaLINH. paboThI
- B3aUMO/ICHCTBOBATH c KOJUIEraMH,
PYKOBOJICTBOM, KJIMEHTaMHU B X071e
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