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IMosicuuTeabHAA 3aNIHCKA

O0bEM QUCLUILUIMHEL 3 3.€.

1. Pe3yabrarbl 00y4YeHUs1 10 AUCUMILIMHE (MOAYJI0), COOTHECEHHBIC C MHAMKATOPAMU
JOCTHKECHHSI KOMITIETEHIUH, YCTAaHOBIIEHHBIMU 00pa30BaTeIbHON IPOrpPaMMOii

KoMmnerenuun HNuaukaTopsl Pe3yabTaThl 00yueHUs: 10 TUCHUILINHE
JOCTHKEHMSI (MoayJi10)
KOMIIeTeHI Uil
YK-4 N-1vk-4 3HaTb: TEPMHUHOJIOTHIO B obnactu
N-2vk-4 JEJI0IPOU3BOJICTBA; HOPMAaTHUBHBIC
N/I-3vk-4 JIOKYMEHTBHI, periaMeHTHPYIOIINE
K-5 N I-11k-5 cocraBlieHHe, O(QOPMIICHHE JOKYMEHTOB U
N/1-2nk-5 nopsaok  paboTel €  HUMH;,  IpaBHIa
N-3nx-s COCTaBJICHUS u oopmienus
N /1-4mk-5 OpraHU3aLMOHHO-PACTIOPAAUTENBHBIX
N/I-5mk-5 JIOKYMEHTOB, BXOJSIINAX B
YHubunupoBaHHyo CUCTEMY
OpraHU3aAIMOHHO-PACTIOPSAUTEIBHBIX
nokymeHToB (YCOP/I).
Ymern: MOJIb30BATHCS W3YUYEHHBIMU
CTaHAAPTU3UPOBAHHBIMU TEPMUHAMU;

INPUMCHATH Ha IPAKTUKC TOCYyAapCTBCHHLBIC

CTaHIapThl,  Jpyrue  HOPMAaTUBHbIE U
METOANYECKUE JIOKYMEHTHI,
peraaMeHTHpYoIIne OpraHu3aIfio

ACIJIOMPOU3BOACTBA; COCTABJIATL W IIPABUIIBHO
(B COOTBeTCTBMM  C  JICHCTBYIOIIUMHU
HOPMATHUBHBIMU JIOKyMEHTamM#) O(OpMIIATH
OCHOBHBIC BUIBI OpraHU3aluOHHO-
PaciopAAUTCIIbHBIX JOKYMCHTOB; BBIIIOJHATH
ONpeJIeNICHHbIC BUJIBI PA0OT 10 OpraHHU3aIMU
paboThI ¢ JOKyMEHTaMH.

Baanern: METOIUKOMN CO3JIaHus,
opopmiieHuss, 00paOOTKM W  XpaHEHUs
JIOKyMEHTOB.

2. Conepxxanue IMCHUUILTAHBI (MO1YJIs1)
JOKyMeHT B COBPEMEHHOM MHUPeE

JIOKyMEHTaJIbHBIH TOTOK M OCOOEHHOCTH ero pas3Butusa. lloHsTHe O HOKyMeHTax. Bujisl
JOKYMEHTOB. MHoroacnekTHas Kiaccu(ukauuum JOKyMeHTOB. @OYHKIMH [TOKYMEHTOB B
VIPaBJICHUU CUCTEMbI JOKyMeHTanuu. YHu(pukanus cuctem nokymentupoBanus. OCTer u
HOPMAaTHUBBI. 3HAUYEHUE TOKYMEHTALMH B YIIPABICHYECKON ACSITEIbHOCTH.

JlokyMeHTallMOHHOe o0ecnieyeHne ynpaBJieHus

Mecto u ponb  AEIONPOU3BOACTBA B  YIPAaBICHUU.

Opraamzanuss  MHQOPMALUOHHO-

JOKYMEHTaIbHOTO oOcnyxkuBanus. IIpaBuna odopmieHHs yNpaBiIeHUECKUX JOKYMEHTOB.
CucremMa OpraHM3allMOHHO-PACTIOPAIUTEIBHON MoKyMeHTanuu. Cucrema HHGOPMAIOHHO-
CIPAaBOYHOHN JOKyMeHTAalMH. JIOKyMEHTBI IO TUYHOMY COCTaBY.

Opranusanusi padoThl ¢ JOKyMEHTAMU




IlonsaTue «,Z[OKy'MeHTOO60pOT». r pyumbl ZOKYMCHTOB: BXOAAIINUEC, UCXOOAIINC, BHYTPCHHHAC.
PeFI/ICTpaHI/ISI JAOKYMEHTOB — COCTaBHasd 4YaCTb TCXHOJOIMH OpraHru3aln pa6OTBI C
AOKYMCHTaMH. HOMCHKHaTypa JCII. qDOpMI/IpOBaHI/Ie nen. IloaroroBka men K XPpaHCHUIO.

3. IlepevyeHb yueOHO-METOANYECKOT0 O0ecTiedeH sl TUCHUTITUHBI (MOTYJIs)
- MyJbTUMEIWIHBIE TMPE3CHTAIMOHHbIE MaTepuanbl 1O AWCHUIIIMHE (MOJIYIIIO)
Mpe/iCTaBjIeHbI B 3JIeKTpoHHOM Kypce B OUOC MAY;
- METOJIMYECKHE YyKa3aHWsi K BBIMOJHECHUIO NPAKTHUYECKUX pabOT TMpencTaBlIeHbl B
anekTpoHHOM Kypce B DMMOC MAY;
- METOAMYECKHE MaTepuaibl AN O0OyYarOIIUXCS MO OCBOSHHUIO AUCIMILTUHBI (MOJYIIS)
npeAcTaBiIeHb Ha oduimanpHoM caiite MAY B pasnene «Uudopmarus mo o6pa3oBarenbHBIM

mnporpamMmam, B TOM YHUCJIC aAAITUPOBAHHBIM).

4. ®OH/ OLIEHOYHBIX CPEIACTB 10 AUCUMILIMHE (MOLYJII0)
SIBnsieTcs OTAETBHBIM KOMIIOHEHTOM 00pa30BaTEIHLHOM MPOTpaMMEbI, pa3padoTad B GopMme
OTAEIHHOTO JIOKyMEHTa, BKIIIOYaeT B ceOsi:
- IIepevyeHb KOMIETEHIUI C yKa3aHUEM 3TaroB UX (OPMHUPOBAHUS B MPOLIECCE OCBOCHUS
JTUCLMILTUHBI (MOTYJIs);
- 3aJIaHMsI TEKYILEro KOHTPOJIS;
- 3aJIaHMsI TPOMEKYTOYHOM aTTECTAIHH;
- 3aJIaHKsI BHYTPEHHEW OLIEHKU KauecTBa 00pa30oBaHMUs.

S. IlepeyeHb OCHOBHOM W JONOJHUTEIbHON Y4e0OHOH JTUTEPAaTyPHI (II€UaTHBIC U3/IaHuU,
AJIEKTPOHHbIE YUEOHbIE U3AaHUS U (WJIN) PECYPCHI AIEKTPOHHO-OMOINOTEYHBIX CHUCTEM )

OcHoBHas IMTEpaTYpa:

1. TI'pozosa, O. C. Jlemonpou3BoaACTBO [DIEKTPOHHBIN pecypc] : yueOHoe mocobue /
O. C.T'pozoBa ; [loBomKCKUI TOCYJapCTBEHHBIM TEXHOJIOIMUECKUHW YHHUBEPCUTET ; IOJ peEx.
JI. C. Kypasnesoit. — Momkap-Oma : III'TY, 2015. — 124 c. : mn. — Pexum xocryma:
http://biblioclub.ru/index.php?page=book&id=439196. — 3ari. ¢ 3kpaHa.

2. UlysamoBa, H. H. OcnoBbl nenonpou3BoicTBa. SI3bIK CIIy>)k€OHOTO JOKYMEHTa
[DneKkTpoHHBIH pecypc] : yUeOHUK U MPAKTUKYM JJIs aKaJeMHUYeCKoro 0akajaBpHuara : y4eOHUK
IUI CTYJ. By30B, oOyd. 1o 5koH. Hanpasi. u creu. / H. H. llysanosa, A. lO. BanoBa ; nox
obw. pen. H. H. IllyBanosoii ; Poc. akan. Hap. X03-Ba u roc. ciyxO0sl npu IIpesunente PO. —
Mocksa : Opaiit, 2019. — 375 c. — (bakanaBp. AkagemMudeckuid Kypc). — Pexum pocryna:
www.biblio-online.ru/book/3292D997-E212-4FA9-BCA3-0F3EA 1D84FCE. — 3ari. ¢ 3kpaHa.

JonotHUTe/ILHAS JIUTEPATypa:

3. TI'punGepr, A.C. JIOKyMEHTAIlMOHHOE OOECIEUYCHHE YMPABJICHUS [DIECKTPOHHBIN
pecypc] : yuebnuk / A.C.I'punbepr, H. H.T'op6aués, O. A. Myxamermuna. — Mocksa :
OnuTn-lana, 2015. — 391 c. : Tab6n., rpad., ui., cxemsl - bubnuorp.: c. 382-383. — Pexxum
noctyna: http://biblioclub.ru/index.php?page=book&id=115031. — 3aru. ¢ 3kpaHa.

4. [Hoponuna, JI. A. Opranuzanus ¥ TEXHOJOTHSA TOKYMEHTAlIMOHHOTO 00ECTICUCHUS

ynpaBiieHUsl [DNeKTpoHHBIH pecypc] : Y4eOHMK W TNPaKTHUKYM JUId aKaJeMHYeCcCKOro
OakanaBpuata / JI. A. loponuna, B. C. UputukoBa. — Mocksa : U3narenscTBo IOpaiit, 2019. —
233 c. - (baxanasp. AkazneMu4eckuit Kypc). — Pexxum JOCTyIIA:

www.biblio-online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A. — 3ara. ¢ skpaHa.

5. SuxoBuy, II. A. JlenonpousBoACTBO B KaApoBOMl ciyxOe [DneKTpoHHBIH pecypc] :
yueonuk / 111, A. SIlukoBud. — Mockga : FOnutu-/lana, 2015. — 161 ¢. — bubmuorp.: c. 112. — Pexum
noctyna: http:/biblioclub.ru/index.php?page=book&id=119021. — 3aru. ¢ 5xpaHa.



http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/
http://biblioclub.ru/index.php?page=book&id=119021
http://www.biblio-online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A
http://biblioclub.ru/index.php?page=book&id=115031
http://www.biblio-online.ru/book/3292D997-E212-4FA9-BCA3-0F3EA1D84FCE
http://biblioclub.ru/index.php?page=book&id=439196

6. IlpodeccuonabHble 6a3bl JAHHBIX H HH(POPMALMOHHBbIE CIIPABOYHbIEC CHCTEMBbI

1) I'ocyoapcmeennas cucmema npagosou ungopmayuu - oQUUUATbHBIN UHMEpPHem-
nopman npagosoui ungopmayuu- URL: http://pravo.gov.ru

2) Ungopmayuonnas cucmema « EOunoe okHo docmyna Kk 00pazoeameibHblM pecypcam»
- URL: http.://window.edu.ru

3) Cnpasouno-npasosas cucmema. Koncynemanm 1noc - URL:
http://'www.consultant.ru/

4) OBC «UM3znatenscTBO JlaHby [DneKTpOHHBIM pecypc]: IJIeKTpoHHas OMOIMOTEUHAS
cuctema / OO0 «M3marensctBo Jlanby. — Pexum noctyna: https://e.lanbook.com/;

5) DBC «DnexTponnas Gubmmoreunas cucrema FOPAUMT» [DmextponHsii pecypcl:
3NeKTpoHHas 6ubaHoTeunas cucreMa / OO0 «dnekTponHOE M3aaTenseTBo FOPANTY. — Pexum
nocrytma: https://biblio-online.ru/;

6) OBC «YHuBepcureTckas 6MOIMOTEKa OHIAWH» [DNEKTPOHHBIN pecypc]: IMEeKTPOHHO-
MEPUOINIECKOe HW3JIaHKME;, MPOTPAMMHBIA KOMIUIEKC JUISI OpPTaHM3allid OHJIAHH-OCTyNa K
nmuneH3noHHbM Matepuanam / OO0 «HekcMenuay. — Pesxum goctyma: https://biblioclub.ru/.

7. IlepedyeHb JHMLEH3MOHHOIO0 W CBOOOJHO PACHPOCTPAHAEMOr0 INPOIPAMMHOIO
olecrieyeHusi, B TOM YHCJIe 0Te4eCTBEHHOI 0 IPOU3BOACTBA

1) Ogucnwiii nakem Microsoft Office 2007

2) Cucmema onmuueckozo pacnosnasanus mexcma ABBYY FineReader
3) Adobe Reader

4) Mozilla FireFox

5) LibreOffice.org

8. O0ecneuenye 0CBOEHHU JUCHMILINHEI JIMI ¢ HHBAJUIHOCTRLIO 1 OB3

OOyuaromuecs u3 yuciia UHBaNUAOB 1 il ¢ OB3 o0ecnieunBarOTCs IEYaTHBIMU | (HITH)
ANIEKTPOHHBIMUA 00pa30BaTENbHBIMU pecypcamMu B (opMax, aJaliTHPOBAHHBIX K OTPaHUYCHUSIM
WX 37J0POBBAL.

9. MaTepuaJIbHO-TeXHHYeCKOe o0ecneyeHre TUCHUIIMHBI (MOIYJIfI) TIPEICTABICHO B
npuwioxenun k OIIOIl «MarepuanbHO-TEXHUYECKHUE YCIIOBUS pealn3alnuu 00pa3oBaTeIbHON
MIpOrpaMMbI» U BKJIIOYAET:

- yueOHBIE ayIWUTOPHH I TPOBEJACHUS YYCOHBIX 3aHATHH, MPETyCMOTPEHHBIX
MPOrpaMMOIl  CHEIMAIUTETa, OCHAIICHHBIE O0OpYJAOBaHHEM M TEXHUYECKHUMH CpPEICTBAMU
oOyJeHus;

- TOMENICHHS JJIS  CaMOCTOSITENFHOM  paboThl  OOYyYaroIIMXCS, OCHAIICHHBIE
KOMITHIOTEPHOM TEXHUKOW C BOBMOYKHOCTBIO MOAKITIOUEHUs K ceTH «IHTepHe™ u obecriedeHueM
JOCTyTa K 3JIEKTPOHHOU HH(OpMAIIMOHHO-00pa3oBaTensHOM cpeae MAY;

JomyckaeTcst 3aMeHa 000pyA0BaHUS €T0 BUPTYyIbHBIMUA aHAJIOTAMH.

10. Pacnpeneienue TpyJ0€MKOCTH 10 BUAAM y4eOHOM 1esiTeIbHOCTH
Tabnmna 1 - PacnpenencHue TpyT0eMKOCTH

Bun yueGHOM Pacnpenenenue Tpy10eMKOCTH JUCHUTUIMHBI (MOAYIIS) IO opMam
IEATeNbHOCTH o0y4eHus
OuHas
Kypc / Cemectp Bcero
9acoB



https://biblioclub.ru/
https://biblio-online.ru/
https://e.lanbook.com/
http://www.consultant.ru/

1/1
Jlexuun 16 16
[IpakTnueckue
BaEIHTI/ISI 20 20
CamocrosTenbHas
paborta 72 72
IloaroroBka k
IIPOMEXYTOYHOMN 36
aTTecTaluu
Bcero yacos
o AUCHUIInHEe/
U3 HUX B popme
MPaKTUYECKON
MOATOTOBKH 108 108
DopMbl IPOMEKYTOUHOM aTTECTAIIMU M TEKYILETO KOHTPOJIsI
OK3aMeH -
3auet/3ayeT c N
OLIEHKOH
Ilepeyenb npakTHYeCKUX 3aHATHI 110 opMam o0ydyeHust
Ne
TeMbl NpaKTHYECKUX 3aHATHI
n\n
1 2
Ounas ¢popma
JlOKYMEeHT B COBpeMEHHOM MHpe
1. JloKyMeHTaIbHBIN MOTOK U OCOOEHHOCTH €T0 Pa3BUTHS.
2. [TonsATHE 0 HOKYMEHTaxX. BHUJIbI JOKYMEHTOB.
3. MHuoroacnekTHast kiaccuukanuu JOKyMeHTOB. DyHKIIUU TOKYMEHTOB B yIPaBICHUH
CHUCTEMBI IOKYMEHTAIINH.
4. Yuucbukauus cuctem nokymeHtupoanusi. [OCTbl 1 HOpMATHBBL.
5. 3HaveHHE IOKYMEHTAIIUH B YIIPABICHYECKOM JCSITEIIBHOCTH.
JokyMeHTanMOHHOE o0ecneyeHne YIpaBJIeHUs
l. MecTo 1 poJib 1eJ0NPOU3BOJICTBA B YIIPABICHUMU.
2. [TpaBuna odopmiIeHHs YIPABICHYECKHUX IOKYMEHTOB.
3. Cucrema OpraHi3allMOHHO-PACIIOPSIANTENIbHON JOKYMEHTAIUH.
4. JIOKyMEHTBI 110 JINYHOMY COCTaBY.
Opranu3anusi padoThl ¢ JOKYMEHTAMHU
1. [ToHsITHE «TOKYMEHTOOOOPOT.
2. ['pymiibl JOKYMEHTOB: BXOJSIINE, HCXOASIINE, BHYTPEHHUE.
3. Peructpanus 10KkyMEeHTOB — COCTaBHas 4aCTh TEXHOJIOTUH OpTaHU3aIH PaOOTHI C
JIOKYMEHTaMHU.
4. Howmenknarypa nen. @opmupoBanue aei. [loaroroska fen K XpaHEHUIO.
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