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TlosicHuTEIBLHAS 3aIIHCKA

O0BeM QUCIUILUIMHEI - 4 3.€.

1.

Pe3yabTarsl

Oﬁy‘leﬂﬂﬂ nmo JUCHMIIJIMHE

(MOayJI10), COOTHECEHHBIE C

WHUKATOPaMH JIOCTHXKEHUSI KOMIICTCHIIUN, YCTAaHOBJIICHHBIME  00pa30BaTeIbHOM MPOrpaMMOit

Komnerenuun Nuaukatopsl Pe3yabTaThl 00y4eHus 10 AUCHMILIMHE (MOAYJIIO)
JOCTHKEHUSI
KOMIIeTeHI M
[K-4 IInanupoBanme, | U lnks Crmocoben pemats | 3namp:
opraHu3anus U | MPOEKTHO-TEXHOJOTUYECKUE — HOPMATHUBHO-TIPaBOBYIO 0a3y paboTel cC
KOOpJUHALIUU npouecca | 3a4a4M, B TOM YHCIE M C | JOKyMCHTaMH;

[IPOU3BOACTBA A | UCIOJIb30BaHNEM — TOpsAAOK O(OPMIICHMS K  OpPraHH3alMOHHO-
OpraHu3anuy MATaHUA HHPOPMAIIMOHHBIX pacnopsauTeNbHOM JOKyMEHTAallUd U JIOKYMEHTOB
TEXHOJIOT UM IO JINYHOMY COCTaBY;

VK-1. Cnocoben | M 1yki OcymectBuser coop — OpraHu3alnuil  ONEPaTHBHOTO XpaHeHHs
OCYIIECTBIIATH TIOUCK, | ¥ 00paboTKy MHpOpPMauuu B JIOKYMEHTOB Y MOATOTOBKH JOKYMEHTOB K Iiepenaye
KpI/ITI/IlIeCKI/Iﬁ aHaJin3 nu COOTBECTCTBHUU C B apxuB (BKJ‘[}Oqaﬂ 3KCHCPTU3Y LHEHHOCTHU
CHHTE3 uHpOpMaIIUH, | TTOCTABICHHOM 3aJadci JIOKyMEHTOB, O(QOpMJIEHHE  [€J, COCTABIEHHE

MPUMEHSTD cuctemusld | U12yk1  AHanusupyeT H onmceit);

MOAXON  JAJl  PELICHUs | CUCTEMATH3UPYET  JaHHbIE —  TpeGOBaHMS TOCTPOCHHS M  O(OPMICHHS
MOCTaBJICHHBIX 3aJa4 JUId TPUHATHS PEIEHUH B | [oscHUTEILHOM 3AIHCKH KYPCOBBIX u
PasIMIHbIX chepax | jpmmomHbIX IIPOEKTOB;

JIeATENbHOCTH Ymemn:

A3y Paccmatpusaer —  CaMOCTOSITENFHO paboTaTh W MPHUMEHATH Ha
BO3MOXHBIC BapUaHTLL | ppaxTike HOPMATHBHBIC aKThI o
penieHus TMOCTABICHHOH | nenonponssoaCTBy;

saja«u, KPUTHHYECKH | _ pLinonHATH M OpPraHM30BBIBATH PabOTy MO
OLCHMBAS HX NOCTOMHCTBA U | qey\eHTHPOBAHUIO yIpaBlieHYecKOoi

HCIOCTAaTKU

JIeITEIbHOCTH MPENPHUSTHSI U OPraHUu3allng;

—  TOpaBWJIbHO H KBaJH(UIMPOBAHHO BECTH
paboTy ¢ TOKyMEHTaMH;

—  mevaraTh pa3jIMuHble JOKYMEHTBI, 3aM0HSTH
CIeIHaIbHEIE OJIaHKH JIOKYMEHTOB c
HCIIOJIb30BAHMEM KOMITBIOTEPA.

—  odopMIIsITh TEKCTOBYIO JOKYMEHTALUIO B
COOTBETCTBHH C TPEOOBAHUSAMHU HOPMOKOHTPOJIS;

- OpraHU30BBIBATH nporiecc KaJpOBOT0
JICITOTIPOM3BOICTBA
Bnaoemuw:

—  HaBBIKAMH COCTaBJICHUS DPA3IUYHOTO THUIIA
JIOKYMCHTOB;

—  BEICHHA JOKYMEHTO000pOTa;

—  peTUCTpaIH JOKYMEHTOB, O()OPMIICHUS JICI,
MOPSIOK TIEpEIavd eI B apXUB.

2.

Tema 1. BBenenue

Conepxanne

JUCIMITIIINHBI,

3aga4un n

Coaep:xaHue TMCHMILIMHBI (MOZYJIs1)

3HaYeHWe, CBS3b C  JIpyTUMHU

oOmienpodeCcCHOHaNbHBIMU U CHENHUATbHBIMUA JTUCHUIUIMHAMUA. OCHOBHBIC TOHSATUS U
orpezeNieHus: IpeaMeTa.

Tema 2. OpopmiieHne TOKYMEHTOB

2.1.00mue TpedGoBaHuA K 0pOPMJIEHHIO IOKYMEHTOB.

3a1[aq1/1 HOPMOKOHTPOJIA. KOHTpOJIB BBITTIOJIHCHUS JOKYMCHTAIIMU B COOTBCTCTBUH C
HOpMaMu, TpeOOBaHUSIMH U MpPaBUJIAMH, YCTaHOBJICHHBIMH HOPMATHUBHBIMU JIOKYMEHTAM.




[IpaBuna odopmieHUsT PEKBU3UTOB NOKYMEHTOB. Dopmarbl Oymarn W mojs. braHku
nokyMeHTOB. FOpuanyeckas cuina JOKyMeHTa. Y HU(UIUPOBAHHAS CUCTEMa JOKYMEHTAIHH.

2.2.0¢opmiienne HHGPOPMANMUOHHO-CIIPABOYHBIX JTOKYMeHTOB OdopMmieHue
aKTOB, IPOTOKOJIOB.

Haznauenwue, onpenenenue u 0coOeHHOCTH 0GOpMIICHHS aKTOB. Buabl IpOTOKOJIOB.
CrpykTypa TEKCTa MOJHOTO, COKPAaIlIEeHHOro M KpaTkoro mporokona.  Odopmienue
ci1yeOHBIX 3alHMCOK, cripaBoK. Hasznauenue, onpeneneHue, pa3sHOBUIHOCTH U OCOOEHHOCTH
oopmIIeHHS CITy>)KEOHBIX 3aITUCOK, CIIPABOK.

2.3.0¢opmiienne opraHu3aluoOHHBIX 10KyMeHTOB (O/).

Haznauenue, ompeneneHue, mepeueHb PEKBHU3UTOB U OCOOCHHOCTH O(OPMIICHUS
OpraHU3aIMOHHBIX TOKYMEHTOB QUpMBbI. YcTaB, nojoxenue. [lopsaok ynocroepenust O/1.
Crpykrypa tekcta O/l «CtpykTypa U IITaTHasi YUCIEHHOCTbY, «llITatHoe pacnucanue».

2.4.0¢popmiieHHe pacnopsAUTEIbHbIX JOKYMEHTOB.

Hasnauenue, ompezneneHue, mepeueHb PEKBH3UTOB U OCOOCHHOCTH O(OpMIICHUS
pacnopsIUTENbHBIX JOKYMEHTOB, H3JaBacMbIX HA OCHOBE pA3JIMYHbIX IPUHLMUIIOB B
ynpasineHud. CxeMbl u3llokeHus Tekcra pekBuszutoB PJI.  [lopsnok ynocroBepeHus
pacnopsIUTENbHbBIX TOKyMEHTOB. [Ipukas, pacniopspkeHue, ykazaHue, pelieHue.

2.5.0dopmileHne JOKYMEHTOB IO JHMYHOMY COCTaBYy: TPYAOBOIO J0r0BOpa,
NMPHKa3a 0 mpueMe Ha padoTy, JHUYHBIX KAPTOYeK pa0oTHUKA, rpaduKka OTIHYCKOB M
ap.

[lepeueHb PEeKBU3UTOB U OCOOCHHOCTH O(OPMIICHHUS 3asBJICHHI O IpHEMe, IIePeBOIe
u yBonbHeHuH. Odopmienne npukazoB nmo nuaHomy coctaBy (mo JIC). Hasnauenwme,
orpezieNieHue, MepeueHb PEKBU3UTOB U 0coOeHHOCTH odopMmiieHus rpuka3oB 1o JIC.

Tema 3. Oco0eHHOCTH NIPOBe/IeHUsI HOPMOKOHTPOJIS JOKYMEHTALMH
[lenu, 3amaun U colep:kaHue HOPMOKOHTPOJS. HOPMOKOHTpOIb Kak 3aBEpIUAOLIMM 3Tall
pa3paboOTKU TEXHUYECKOM JOKyMeHTauuu. O3HakoMJIEHWE C JTalnaMHu IPOBEICHUS
HOPMOKOHTpPOJIE M OQOpMJIEHHMEM 3aMedyaHud u  mpemioxenuil. IIpoBenenue
HOPMOKOHTPOJIS BBITYCKHBIX U KypCOBBIX padoT.

3. [lepeuenb y4eOHO-MeTOAMYECKOr0 o0ecneYeHUus: AUCHUIIMHBI (MOLYJI51)

- MYJbTUMEIUIHBIE NpPe3eHTAllMOHHbIE MaTepHaibl MO0 JUCHMIUIMHE (MOAYIIIO)
IpeJICTaBlIeHbI B 3JIeKTpoHHOM Kypce B OUOC MI'TVY;

- METOAMYECKHE YKa3aHUs K BBINOJHEHHUIO MPAKTUYECKUX/KOHTPOJIBHBIX pPadoT
IpeJICTaBlIeHbI B 3JIeKTpoHHOM Kypce B OUOC MI'TY;

- METOAMYECKHE MaTepuajabl JUIsi OOy4arollMXcs IO OCBOEHHUIO JIUCIMITIIMHBI
(Momynst) mipeAcTaBieHbl Ha oduimansHoM caiite MI'TY B pasgene «Wudopmanus mo
00pa3oBaTeNbHBIM IPOTrpaMMaM, B TOM YHCJI€ aJalTUPOBAHHBIMY.

4. ®oH/ OLIEHOYHBIX CPeICTB M0 AUCHHUIJIHHE (MO1YTI0)

SBasieTcst OTAENBHBIM KOMIIOHEHTOM 00Opa3oBaTeNbHOM MNporpammbl, pa3paboTaH B
dopmMe OTAEIBHOTO JOKyMEHTa, NpeAcTaBieH Ha oduuuanbHoMm caiite MITY B pasnene
«udopmaruss mo oOpa3oBaTeNbHBIM TPOrpaMmaM, B TOM YHCIE aganTupoBaHHBIMY. DOC
BKJIIOYAET B ceOsl:

- IepeYeHb KOMIETeHIIMH C yKa3aHWEeM 3TanoB UX (GOPMUPOBAHHUS B MPOLIECCE OCBOCHMUS
JTUCUHUIIIIMHBI (MOYJIsA);

- 3aJJaHUs TEKYLIEro KOHTPOJIS;

- 3aJ]aHUs IPOMEKYTOUYHOHN aTTECTAlUU;

- 3aJlaHKs] BHYTPEHHEH OLIEHKU KauecTBa 00pa30BaHMUs.

S. IlepeyeHb OCHOBHOW W JONOJHHMTEJILHOW Y4eOHOH JMTEpPaTyphbl (II€YATHBIC
U3JJaHNSA, SJIGKTPOHHBbIC Yy4yeOHbIe W3MaHWs M (WIM) PECYpChl ANEKTPOHHO-OMOIMOTEYHBIX
CHUCTEM):


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/

Ochnoenasa numepamypa:

1.  KupcanoBa, M. B. CoBpeMeHHOE AeIONpPOU3BOACTBO : yueb. mocodwe is
CTYACHTOB BBICHI. y4e0. 3aBeleHH, oOywaromuxcs Mo HampaieHusM moarot. 38.03.01
"Oxonomuka", 38.03.02 "Menemxment", 38.03.03 "VYmpaBnenue mnepconamom", 38.03.04
"T"ocygapcTBeHHOE U MyHUIMIIATIbHOE ynpasienue" (kpanudukanus (crenensb) "dakanasp') / M.
B. Kupcanoga; Poc. akan. roc. cayx0b1 nipu IIpesunente P® ; Cub. akan. roc. ciayxOsl. - 4-¢
u3n. - MockBa : Uudpa-M, 2017. - 310, [1] c. - (Beicumiee oOpa3oBanue. bakamaBpuar). -
OnekTpoH.-0ubi. cucreMa znanium.com. - bubmuorp.: ¢. 307-308. - ISBN 978-5-16-004491-0 :
820-00.

2. Conory0, O. I1. Jlenonpoun3BoACTBO: COCTaBIIEHUE, PeIAKTHUPOBaHUE U 00paboTKa
JTIOKYMEHTOB : y4e0. mocooue st By30B / O. I1. Conory®. - 8-¢ usn., crep. - Mocksa : Omera-Jl,
2013. - 206, [1] c. - (bubnuoTeka BbiciIel mIKobl). - bubnuorp.: c. 205-207. - ISBN 978-5-370-
02592-1 : 95-00.

/Jlonoanumensvnan numepamypa:

1. beprep, E. I'. HopMOKOHTpOJIb JOKYMEHTAIMH : METOAMYECKUE PEKOMEHIANNH /
E. T'. beprep. — Mocksa : PTY MUP3DA, 2020. — 30 c. — TekcT : anexkTpoHHbIi // Jlans :
JNeKTpoHHO-OMOMMoreynast cucrema. — URL: https://e.lanbook.com/book/167623 (nara

obpamienusi: 03.07.2022). — Pexum goctyna: 1jisi aBTOPHU3. MOJIb30BATEICH.

2. KaitnoBa, B. H. Merposiornueckast 3KCniepTu3a 1 HOPMOKOHTPOJIb TEXHUYECKOU
JTOKYMEHTaIlMH : yueOHO-MeToanueckoe nmocodue s By3oB / B. H. Kaiinona, E. B. 3umuna, B.
I'. Kyraiikus ; non obmeit penakuueid B. H. KaiinoBoit. — 3-e uzn., crep. — Cankr-IlerepOypr
: Jlanp, 2021. — 500 c. — ISBN 978-5-8114-6941-3. — TekcTt : snekTpoHHbI // JlaHb :
ANEKTPOHHO-OMOMMoTeunast cucrema. — URL: https://e.lanbook.com/book/153689 (mara
oOpamtenus: 03.07.2022). — Pexxum foctyna: Juis aBTOPU3. MOJIb30BaTEICH.

6. Ilpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHBbIE CIIPABOYHbIC CHCTEMbI

1. T'ocyoapcmeennas cucmema npagogotl ungopmayuu - oQuyUaIbHblli UHMEPHE-
nopman npaeogou ungopmayuu- URL: http://pravo.gov.ru
2. Ungopmayuonnas cucmema «EOunoe okHO Oocmyna K 00pazoeamenbHuiM

pecypcam» - URL: http://window.edu.ru

7. TlepeyeHb JIMIIEH3HOHHOTO M CBOOOJHO PACHPOCTPAHSIEMOr0 MPOrPaAMMHOIO
odecrieyeHHsl, B TOM YHCJI€ 0T€YECTBEHHOT0 IPOU3BOICTBA

1. Onepayuonnas cucmema Microsoft Windows Vista
2. Odgucnwii nakem Microsoft Office 2007
3. IIpoecpammnoe obecnevenue «Anmunnazuamy

8. Obecneyenne 0CBOCHM AUCHUILIUHBI JIUL ¢ MHBAJIHIHOCTHIO 1 OB3

Obyuaromuecs U3 yrcia UHBaIUAOB U ull ¢ OB3 o0ecnieunBaroTCst NeYaTHBIMU U (MJIN)
AIIEKTPOHHBIMU 00pa30BaTENIbHBIMU pecypcaMu B (GopMmax, aAalnTUPOBAHHBIX K OrpaHHYEHHSIM
UX 3/10POBbSL.

9. MaTepuajibHO-TeXHUYECKOe oOecnevyeHne JUCHUMIMHBI (MOAYJIs1) TIPEICTABICHO B
npuioxennu k OITOIl «MarepuanbHO-TEXHUYECKHE YCIOBHUS pealu3alii 00pa3oBaTeNbHON
IIPOrpamMMbl» U BKJIFOYAET:



- yueOHbIE ayAMTOPUM [UISI TPOBEIACHHS Y4YEOHBIX 3aHATHH, NPeayCMOTPEHHBIX
nporpaMMoil 0akanaBpuaTa, OCHAIICHHBIE OOOPYJOBAHHMEM U TEXHUYECKUMHU CpPEICTBAMHU
00y4eHus;

- IOMEIIEHUs  JUIl  CaMOCTOSITENIbHOM ~ paboThl  OOydYaroIMXCsl,  OCHAILLEHHBIE
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTu «MHTepHeT» 1 obecrnieueHueM
JOCTYyTa K 3JIEKTPOHHOM HH(OpMaIOHHO-00pa3oBatenbHOl cpene MI'TY;

He nonyckaercst 3ameHa 060py/10BaHUs €70 BUPTYaJbHBIMU aHATOTaMH.

10. Pacnpenesnenune Tpy10€eMKOCTH 110 BHIaAM Y4eOHOM 1esITeJIbHOCTH

Tabauna 1 - Pactipenenenue Tpy10eMKOCTH

PacnipenenceHue Tpy10eMKOCTH AUCIHMILIAHBI (MOYJIs1) IO (hopMaM
00y4eHHUS
BI/IZ[ yqe6H0f/'I O‘IHaﬂ 3anHaﬂ
ACATCIBHOCTH Cemec Kypc/Ceccust
P Bcero P Bcero yacos
5 4acoB 4/1
Jlekuu 18 18 4 4
[IpakTuueckue 3aHsTH 18 18 4 4
JlabopaTopHbie pabOThI
CamocrosiTenbHas padoTa 108 108 132 132
IloaroroBka k NpoMeKyTOYHOU 4 4
aTTecTaluu
Bcero yacoB no iucnumnInHe 144 144 144 144
/ 13 HUX B opMe MPaKTHYECKOM
MOATOTOBKH
DopMBbI IPOMEKYTOUHOH ATTECTALUMU U TEKYILEr0 KOHTPOJISL
3auer + + + +
KonnuecTBo KOHTPOJIBHBIX paboT 1
IlepeyeHb NpakTHYECKUX 3aHATHI 110 popMam 00ydyeHHs
Ne .
i\ Tembl NPaAKTHICCKHUX 3AHATHHA

Ounas ¢popma

Odopmnenne nHOpMaLMOHHO-CIIPABOYHBIX T0KYMEHTOB. HazHaueHue, onpenesieHue, nepeueHb
1. | pexBusuToB 1 ocobeHnoctu oopmiteHus cpounsix UC/: tenerpamm, renedonorpamm. [lopsaok
YIOCTOBEPEHHS TEIErpaMM, Telle()OHOTPAMM.

Odopmienne ciy)eOHbIX 3aIHCOK, clIpaBoK. HazHadeHue, onpesieneHne, pa3HOBHIHOCTH U
2. oco0eHHOCTH 0(hOPMIIEHHSI CITY>KEOHBIX 3aMMCOK, cipaBoK. OTianyust B 0pOpMIIEHIH BHEITHUX H
BHYTPEHHUX CITYKeOHBIX 3aIIMCOK, CIIPABOK.

OdopmiieHre aKTOB, TPOTOKOJI0B. HazHaueHue, onpesiesicHue 1 0COOCHHOCTH 0hOpPMIICHHS aKTOB.
CrpykTypa Tekcta akta. TunoBast popma akta. [Topsinok ynocrtoBepeHus: akToB. CriocoObI

3. | pacnonoxenus peksusutoB OP/l. Haznauenue, onpenenenue u 0COOEHHOCTH 0OpPMIICHUS
MPOTOKOJIOB. Bujibl mpoTokonoB. CTpyKTypa TeKCTa MOJIHOT0, COKPAIIEHHOTO U KPAaTKOTO
npotokona. Crocobsl pacnonoxkenus pekpu3utos OPJI.

OdopmieHre paciopsaUTeIbHBIX JOKYMeHTOB. Kitaccudukariysi paciopsiiuTeIbHBIX

4 JIokyMeHTOB. HazHaueHue, onpe/iesieHue, epedeHb PEKBU3UTOB M OCOOCHHOCTH O(OPMIICHHUS
pactopsAaUuTEIIbHBIX TOKYMEHTOB, U3/IaBACMbBIX Ha OCHOBE PA3JIMYHBIX ITPUHIOWIIOB B YIIPABJICHUH.
0COOEHHOCTH pa3pabOTKH M COCTABJICHUS IPUKA30B, HIOCTAHOBJICHUH, PEIICHIH, YKa3aHHi.

OdopmieHne JOKYMEHTOB IO IMYHOMY cocTaBy. HazHaueHue, onpeneneHue, nepeucHb
5. PEKBU3UTOB 1 0cobeHHOCTH oopmieHus mpukaszoB 1o JIC. Ctpykrypa Tekcta npukasos mo JIC.
[Topsmok yaoctoBeperus npukasos 1o JIC.




3anonnenue TpyaoBeix kHkeK (TK). [IpaBuna BHeceHNst HI3MEHEHHH B 3aIIMCH TPYAOBBIX KHIKEK.

6. Haznauenwe, onpenenenne TpyIOBBIX KHIDKEK rpaxaaH. [lepedens pasnenoB TK. OcHoBHBIC
noJiockeHus: « MTHCTPYKIUS O IOPSIKE BEJICHUS M 3aII0JIHCHUS TPYIOBBIX KHIKEKY.
Perucrpanyst BXOASIIMX ¥ UCXOAMINX JOKyMEHTOB. CIIOCOOBI perucTpanny JTOKYMEHTOB.

7. [IpaBuna BegeHNs PETUCTPAITMOHHBIX KYPHAJIOB ISl BXOSIINX W UCXOIAIINX JOKYMEHTOB.
Cucremarnzanust JOKYMEHTOB U uX XpaHerne. Ogopmirenune HomeHKIatypsl aen (HJ[) upmer.

8. Haznauenwue, onpeznesnenue, nepeueHb peKBU3UTOB H 0COOEHHOCTH 0(OPMIICHHS HOMEHKIIATYPbI
nen GupMBL.

0. Pacmonoxxenwne rpanuir Tabmauiel .O003HaUCHNE H HANMEHOBAaHHE, TIEPEHOC TAOIIHII.

10. | Iopsmok pacmonokeHus: 1 0oOPMIICHHS HCIIONB3yEeMOM JTUTEPATYPHI B MOSICHUTEIHLHON 3aITHCKE.

3aouHnas ¢opma

Odopmienne ciry:keOHBIX 3aIMCOK, cripaBoK. HasHauenwue, onpenenenne, pa3sHOBUAHOCTH U

1. 0COOCHHOCTH O(POPMIICHUS CITY)KEOHBIX 3aIUCOK, CIIpaBoK. OTiin4us B 0()OPMIICHUN BHEIIHUX U
BHYTPEHHUX CITY»eOHBIX 3alTUCOK, CIIPABOK.

2 Pacmonosxenue rpanunil Tabmunbl. O003HaYEHNE U HANMEHOBaHUeE, iepeHoc Tadmutl. [Topsoox

pacnonoxeHust 1 opopMIIeHHST UCTIOIh3yEeMOH JINTepaTyPhl B OICHUTEIEHOM 3aIiCKe.
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