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B1.B.12 [lokymeHTanmoHHoe oOecriedeHre B cepe Oe30MacHOCTH
Ha 108 yaca(oB), 3 3aueTHBIX(bIC) eAUHMI(BI)
1T HanpaBJieHus: moaroToBky (cnenuanbHocth) 20.03.01 - TexHocdepHas 6e30MacHOCTh

cocraBjieHa B coorBercTBUU ¢ ®PI'OC BO, yTBEpkI€HHBIM TPUKA30M
MunrctepcTBa 0Opa3oBaHus M Hayku Poccuiickont ®epepanuu ot
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[Tpodrte — Be3onacHOCTh TEXHOJIOTUIECKUX MPOIIECCOB M MMPOU3BOACTB (Ji1s1 Habopa 2022)
dopma oOyueHust: 3a0uHast



1. Oprann3anuoHHO-MeTOAUY€eCKUH pa3eJt
1.1 ey 1 3aga4u AU CIUIINHBI (MOTYJIA)
Lenb u3yueHus: AUCHUILTAHBL:

MOJrOTOBUThH CIIEIUAIMCTA, 00JIaJAI0IIEero YMEHUEM U MPAKTHUECKUMU HABBIKAMU COCTABJICHUS
TUIAHUPYIOIIUX TOKYMEHTOB, co3laHus O(OpPMJICHUS W BEICHHS CIIyKeOHOW, ONEepaTUBHOWU W
CHPAaBOYHO-OTYETHON  JOKYMEHTAIlMM; 3HAHMEM OCHOB JEJONpPOM3BOACTBA, OpraHU3alluu
JOKYMEHTOOO0POTA.

3a11aq1/1 N3y4YCHUA TUCHUIIIINHBI:

- U3Y4YUTh TPeOOBaHMS AEUCTBYIOIIETO 3aKOHOJIATEIbCTBA 1O IJIAHUPOBAHUIO MEPONPHUSATHIA B
obnmactu TexHOc(epHOl Oe30MacHOCTH, IepevyeHb JOKYMEHTOB, OTpadaThIBAEMBIX OpraHaMHU
yIIpaBJIeHUs1, YIOJIHOMOYeHHbIMU B o0actu I'O u 3amutst ot YC;

- O3HaKOMHUTbCS C TPeOOBAaHUAMM IO O(OPMIIEHHIO U BEAEHMIO CIIy:KeOHOM, ONepaTMBHON U
CIIPaBOYHO-OTYETHON IOKYMEHTAIIMU B CHCTEME YIPABJICHUs TEXHOC(HEPHOH Oe30I1aCHOCTHIO;

- U3YyYUTh OCHOBBI JEJIONPOU3BOJCTBA U OPraHU3aLMK JOKYMEHTOOO0POTA.

1.2. MecTo aucuuniannsl (moayJsi) B crpykrype OII

Hucuuruimaa B1.B.12 «/lokymeHTaiibHOE 0oOectieueHre B 001acTi TeXHOCepHON Oe30MacHOCTH»

OTHOCHUTCSl K JUCIMIUIMHAM IO BBHIOOPY BapUaTMBHOW 4YacTH JUCHUIUIMH Y4eOHOro IUIaHa.
[penmectByronmidi MK OakanaBpuata: 0Oa3oBble auciuiuiiHbl  Hampasienusi 20.03.01
«TexHocdepHass Oe3onacHocTb»: I[IpaBoBenenue, 3ammra B YC, YmpamneHuwe TexHocgepHOU
6€30MaCHOCTBIO.

1.3. O6beM aUCHUIINHBI (MOIYJIsI) ¢ YKa3aHHEM TPYJA0€MKOCTH BCeX BH/I0B yueOHOM
padoThI
OO0mas TpygoeMKOCTb JTUCIMIUTMHBI (MOJIYJIsI) cocTaBisieT 3 3aueTHHIX(bie) eauHuIl(br), 108
YacoB.

Buanl 3agatuii Cemectp 8 Bcero yacos
OO011ast TpyI0EMKOCTb 108
AyJIUTOpHBIE 3aHATHA, B T.4. 16 16
Jlexumonnsie (JIK) 8 8
[IpakTrueckue (CEeMUHAPCKUE) 8 8
(I13, C3)
Jlabopatopusie (JIP) 0 0
CamocrosiTesibHas padoTa 56 56
cryaenroB (CPC)
dopma mpoMeKyTOUHOM DK3aMeH 36




aTTECTAallUu B CEMECTPE

KypcoBas padota (kypcoBoit
npoekT) (KP, KIT)

2. [IepedyeHb IIAHHPYEMBIX Pe3yJabTAaTOB 00YUYEHHS MO JUCIUILINHE, COOTHECEHHBIX C
IUIAHUPYEMbIMH Pe3yJbTaTaMH 0CBOEHHsI 00pa30BaTeJbLHON MPOrPaMMbl

[Tnanupyemble pe3yJibTaThl OCBOCHHUsI 00pa30BATEILHON

[Inanupyemsle pe3ynbTaThl

MPOrpamMmmbl 00yuYeHHUs 1O TUCLIUILIUHE
Konu Wuavkatopsl JOCTUKEHUS JlecKpUnTOpkl: 3HAHUS, YMEHHUS,
HaVMEHOBaHUE KOMIIETeHIIUH, (POPMHUpPYEMBIE B HaBBIKH U (UJI1) OMBIT IEATEILHOCTU
KOMITETeHIIUU paMKax JUCHUTLIMHBI
OIIK-3 OIIK- 3.1. PykoBoactBo opraHoB | 3HaTh: TpeOOBaHHMS HOPMATUBHbBIX
YIIPaBJICHUS TPAXIaHCKOW OOOPOHOH | JOKYMEHTOB ~ MO OpraHW3aivu
u opranom ymnpasienuss PCUC nHa |Begenuss u Beaenutro 'O, 3amursl
00BEKTOBOM YPOBHE HacenieHust reppuropuii ot YC
Vmerp: pa3padaThiBaTh  MPOEKTHI
JIOKAJbHBIX HOPMATHUBHBIX AaKTOB,
pErIaMEeHTUPYIOIIUX JIEATEIbHOCTD
OpraHoB ympasjeHus I'paxkiaHcKoi
o6oponoit 1 PCUC Ha 00beKTOBOM
YPOBHE.
Bnazsers: HaBbIKamMM MO pa3pabOTKe
U OCYIIECTBJICHUIO  peau3aliu
MEPONPUATUI 1o
(pyHKIIMOHMPOBAHUIO u
COBEpUICHCTBOBaHUIO cuctembl 1O,
npenynpexaeHuss U JIMKBUIALUU
qcC.
OIIK-3 OIIK- 3.2 Ocyiectpienre | 3HaTh: OCHOBBl T'OCYJapCTBEHHOM

LleJIEHAIIPABJIEHHON  J1eATeJIbHOCTH
I1I0 IIOArOTOBKE K BEIEHUIO U
BEJICHUIO TPakIAaHCKOH OOOPOHHI,
NPOBEICHUI0O  MEpPONPUATUN IO
npeaynpexaeHuIo unksuganun YC
B OpraHu3aluHu.

nomTuKy B oonacti 'O u 3a1muTst
HacesjieHus u teppuropuii ot YC.

YwMmerts: pa3padaThIBaTh u
OCYIIECTBJIATh peanu3anuio
KOMIUIEKCA ~ MEpOIpUATHHA IO
(pyHKIIMOHMPOBAHUIO u
COBEpILIEHCTBOBAHUIO CUCTEMBI
I'paxaHcKOM 00OOPOHBI,

npenynpexaeHus u aksuaauun YC
B OpraHu3aLuu.

Bnagers: HaBbIKaMu OoIpeaeJICHUA




CLUEHapueB  BO3HUMKHOBEHUS U
pasutus YC, mpoBeieHN s pacYETOB
MOKa3areJsiell CTENEHN PUCKOB

I1K-6 K- 6.1. CrniocobHOCTh | 3HaTh: TpeOOBaHMS HOPMATUBHBIX
IUIAHUPOBaHMs,  pa3pabOTKM ¥ | JOKYMEHTOB [0  OpraHW3alvu
COCTaBJIEHHS  JIOKyMEHTOB MO | [JTAaHMpOBaHUs,  pPa3pabOTKU U
BOIPOCaM 0OE30MacCHOTO COCTOSIHUSI | COCTABJIGHUSI JIOKYMEHTAIlud  TI0
TEXHOTEHHBIX " MPUPOJHBIX | BOMpOCam oOecreyeHust
O0OBEKTOB. 6e30MacHOCTH.
VYmerp: pa3padaTeiBaTh MPOEKTHI
TUIAHOBBIX JIOKYMEHTOB U JIOKATbHBIX
HOPMATHUBHBIX aKTOB.
Bnaner: HaBbBIKAaMHM  9KCIIEPTHOM
OILIGHKM JOKYMEHTOB IO BOIPOCAM
6e30macHoOro COCTOSTHHSI
TEXHOT€HHBIX u TPUPOTHBIX
00BEKTOB
3. Conep:xanne qUCHUNIAHBI
3.1. Pazgean! qucCOUILINHEBI H BHABI 3 aHATHH
3.1 CTpykTypa JUCHMILIMHBI 151 3a09H0H POoPMBI 00yUeHHs
Moayns | Homep [HaumenoBanue Tembl pazaena Bcero | Aymutopus | C
pasznena paszmena 4acoB | e 3aHATUs P
C
J |1 [JI
K |3 [P
(C
3)
1 1.1 INouarue o CBolicTBa IOKyMEHTA. 7 1 10 |O 6
JOKYMEHTax 1 [Tpu3HaKu TOKyMEeHTAa.
JNOKYMEHTaJIbH dyHKIMM JOKYMEHTa
oM
oOecrieyeHn! y
MPaBJIECHYECKOT
0 Iporecca.
2 2.1 Odopmnenne |3akoHomaTenbHOE U HOPM 8 012 0|6
JOKYMEHTOB aATMBHO-METOJUYECKOe
peryjnpoBaHue
JeJIONPOU3BO/ICTBA.
VYHudukauusa u
CTaHJApTU3AIMS
JOKYMEHTaJIbHOM




uHpopmanuu. PopmaTsl
oymaru. Popmatst
OYMa’KHBIX JIOKYMEHTOB.
BHyTpeHHsIs ¥ BHEIIHSIS
CTPYKTypa JIOKyMEHTA.
TpeboBaHus K
COCTaBJICHUIO U
0 OpMIIEHUIO
AnoKkymeHTOB. TpeGoBaHuUsI
K TEKCTYy JJOKyMEHTOB.
(I'OCT P 6.30-2003
«YCI. YCOP[.
TpeGoBanus k
0 OpMIIEHUIO
JOKYMEHTOB» ). [loHsiTHE
0 OJlaHKe JOKYMEHTa.
[TpoponbHOE U yriaoBoe
pacrnosoxeHue
PEKBU3UTOB, (bJIarOBBIN U
HeHTprpoBanus. OOmun
OJ1aHK, OJIaHK IMUCHMAa,
YHUDULIMPOBAHHBIE
(bopmbI TOKYMEHTOB.
PexBu3uTH 1OKyMeEHTA:
PEKBU3UTHI-OCHOBAHUS,
PEKBU3HTHI-TIPU3HAKH,
PEKBU3UTHI OPOPMIICHUS
COBPEMEHHBIX
yIpaBIeHYECKUX
JOKYMEHTOB

3.1

CoBpemeHHOe
JeJI0BOE
MTUCHbMO.

OcoOeHHOCTH OOpaIeHusT
K JOJIKHOCTHBIM JIMLIAM U
B OpraHu3aIluu.
CrtpyKTypa 1e10BOro
nucbMa. PeKBU3UTHI
JEJI0BOrO IMHUChMa.
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4.1

OpranuzaiuoH
HO-PaCIoOpsIIUT
eJbHas
JOKYMEHTAITUs

[TonaTtus
OpraHU3allMOHHAS U
pacropsiiuTebHass

JNOKYMEHTaIHSI.
OpraHuzaioHHast
JOKyMEHTaIus,
TpeOOBaHUs K
0(pOpPMIICHUIO

5.1

Nudopmanmon
HO-CIIPaBOYHAas
Y JIOTOBOpHAsI

[TousTHe nH(pOpMALIMOHH
O-CIpaBOYHAas
JAOKYMEHTaLMS.




JOKYMEHTaIsI WNudopmaivonssie
JOKYMEHTHI.
6 6.1 [Tnaaupyiorye Buap! mimanupyonmx 8 2 10 |6
Y OTUYETHbIE JOKYMEHTOB U UX
JOKYMEHTBI KJaccuuKanusl.
YcranosiieHue nopsaka
OTYETHOCTH.
dopmannzoBaHHbIE
OTYETHI.
7 7.1 CekpertHoe 1en TpeboBanus 8 2 10 |6
ornpou3BoAcTBo | HacraBnenus no 3amure
rOCY/1IapCTBEHHBIX
CEKpEeTOB B 00JIaCTH
CEKPETHOro
AEJIONPOU3BOACTBA.
['pudoBannbIE
JOKYMEHTHI ¥ oOparieHue
C HUMU. YYET
JOKYMEHTOB € rprucgom
CEKPETHOCTH.
8 8.1 Opranuzanuys 1 DyHKLIMU U CTPYKTYypa 8 0[O0 |6
OKYMEHTOO00p CITyKOBI
oTta AeONPOU3BOACTBA.
Opraauzanus
JIOKYMEHTO0O0pOTa
9 9.1 OneparuBHOE CucremaTuzanus 7 0 ]0 |6
Y apXMBHOE JoKyMeHTOB. O0mue
XpaHeHue TIPUHITUTIBI
JOKYMEHTOB. (popmupoBanus e
Homenknarypa nen
Uroro 72 8 10 |56
3.2. Conep:xaHue pa3aesoB JUCHHILTMHBI
3.2.1. JIeKiHOHHbBIE 3aHATHSA, COJEPKaHNE H 00beM B Yacax
Mounyie | Homep Tema Copnepxanue TpynoeMKocTb
pasnena (B yacax)
1 1.1 Beenenue. CporictBa nokymeHTa. [IpuzHaku 1
[Tonsitue o JNOKyMeHTa. PyHKIMY TOKYMEHTa:
JOKYMEHTax 1 rjaBHasi, UH(popMaIMOHHAaS,
JNOKYMEHTaJIbH KOMMYHUKATUBHAsI, KyMYJISITUBHAS,
oM crielMasbHble, yrpaBieH4YecKas

o0ecrieyeHn! y

(pCFyHﬂTI/IBHaH), I1O3HaBaTCJIbHAA




MMpaBJICHYCCKOI
O IIpornecca.

(KOrHUTUBHAs), TPaBOBas,
crienyajbHble (CTaTUCTUYECKAsT,
HCTOYHUKOBAA U T. 1.) MeToasl U
crocoObl JOKyMeHTHpoBaHus. [ToHsTHe
JOKYMEHTHUPOBAHUSI, METO/
JIOKYMEHTHUPOBAHHUSI, CIIOCO0
JOKYMEHTUPOBAHUS, CPEICTBO
JOKYMEHTHPOBaHHUS.

4.1

OpraauzanuoH
HO-PaclopsiIuT
eJIbHAs
JOKYMEHTaIus1

[TonsiTust OpraHU3alMOHHAs U
pacnopsiiuTesbHas JOKYMEHTaIUs.
OpranusaioHHasi JOKyMEeHTalus,
TpeboBaHus K 0(POPMIIEHHIO, COCTaB

PEKBU3UTOB, TEXHOJIOTHS O(POPMIICHUSI.
[Tonoxenue. Ycras. YupeauTeabHbIN
noroBop. MHCTpyKus.
PacniopsinuresbHble JOKYMEHTHI:
NIpUKa3, paclopsiKeHUe, pelieHue.
TpeboBanus K 0(pOpMIIEHHIO, COCTAB
PEKBU3UTOB, TEXHOJIOTHS O(POPMIICHUSI.

5.1

Nudopmanmon
HO-CIPaBOYHAas
U JIOTOBOpHAsI
JOKyMEHTalus1

[TonsiTue MH(GOPMAIMOHHO-
CrpaBOYHAsI JOKYMEHTAIHSI.
WudopmaliioHHbIe TOKYMEHTHI.
CryxeOHble TUCbMa, X
Pa3sHOBUJIHOCTH, PEKBU3UTHI MMUCHMA.
Odopmiienune nmuceM 1o (PMHAHCOBBIM
BOIPOCaM, TAPAHTUIHBIX U
COINIPOBOAUTEIBHBIX, HH(POPMAITMOHHBIX
nuceM. JokagHas 3anucka.
OO0mbsicHuTenbHAs 3anucka. TpeboBanus
K oopmiieHu0. CripaBku, UX BUAbI,
TpeOOBaHMUs K COCTABJICHUIO U
odopmiieHuo. JJoKkyMeHTUpOBaHNE
Xxofa coOpaHuii, coBenanuii. [Ipotoko
KPAaTKWi1, OJIHBIA. Beimucka u3
MPOTOKOJIA. AKTBI, UX BU/IBL.
TpeboBaHUsI K COCTABJICHUIO U
odopmiienuio. JloroBopHas
JnokymeHTanus. JJoroBop — ero Bujpl,
CTPYKTYpa, MOPSIOK 0POPMICHUS U
MOJMKUCAHUS CTOPOHAMU

8.1

Opranuzauus 1
OKYMEHTOO00p
oTa.

DYHKIMU U CTPYKTYpa CITyKObI
JeJ10Npon3BoAcTBa. Opranuzanus
JIOKYMEHTOOOO0pOTa.
JIOKYMEHTOIOTOKH, UX BHUIIBI, COCTAB
JOKYMEHTOB, MTOPSIIOK JBHKEHHS.
Texnonorust 06padOTKX MOCTYMAIINX
nokymeHToB. [Ipuem nepBuyHas




pacnpenenenue. TexHomorus
00pabOTKN JOKYMEHTOB BHYTPEHHETO
JOKYMEHTONOTOKa. TexHosorus
00pabOTKK UCXOSAIIEH JOKYMEHTAIIUH.

00paboTKa JOKyMEHTOB, pACCMOTpPEHHE,

9 9.1 OneparuBHoe | Cucremaruzanus JokymMeHToB. OOrmue 1
Y apXMBHOE MPUHLUIIB (POPMUPOBAHUS €.
XpaHEHue Howmenknatypa nen. OgopmiieHue u
JOKYMEHTOB BEe/ICHUE, MOPSIJIOK 3aBEPIICHUSI.
Odopmienue e 1ist onepaTUBHOTO
XpaHeHusi. BHyTpeHHs1s1 onuch.
Hymepatust 1MCTOB, 3aBepUTEIbHAS
HaJKCh, 0hopMIIeHHE OOJIOKKH Jena.
XpaHeHue TokymMeHToB. [loaroroBka
JOKYMEHTOB 7151 CIaYM B ApXUB.
3.2.2. IlpakTHYecKue 3aHATHS, COJdep KaHue U 00beM B yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocTb
paznena (B acax)
2 2.1 Odopmiienue TpeboBaHuUs K COCTABJICHUIO U 2
JOKYMEHTOB 0(hOPMJIEHHUIO JOKYMEHTOB.
TpeOoBaHus K TEKCTY JOKYMEHTOB.
(Uzyuenue nonoxenuit 'OCT P
6.30-2003 «YCI. YCOPI.
TpeboBanust K 0(pOPMICHHUIO
JOKYMEHTOB> ).
3 3.1 CoBpemenHoe | TpeHMpPOBKA B COCTABJIEHUU JIEJIOBBIX 2
JIeJI0BOe nceM
MICHMO.
6 6.1 [Tnanupyronme | TpeHUpoOBKa B COCTaBIEHUM IIJTAHOBBIX 2
Y OTYETHbIE | JOKYMEHTOB (TEKYIIUX, ONEPATUBHBIX U
JOKYMEHTBI NIePCTIEKTUBHBIX ), COCTaBJICHNE
MIPOM3BOACTBEHHOTO (CITyKeOHOTr0)
oTuéra. 3anojHeHue
(popmasIn30BaHHBIX OTYETOB.
7 7.1 CekperHoe nen | U3yuenue nonoxenni Hacrasnenus o 2
OIPOM3BOJICTBO | 3alUTE FOCYIAPCTBEHHBIX CEKPETOB U
denepanbHOro 3aKOHOJATEIIHCTBA O
3aiuTe MHGOPMALUH.
9

3.2.3. JlabopaTopHble 3aHATHSA, COJIEPKaHNe H 00beM B Yacax




Mopnynb

Howmep
pasgena

Tema

Copnepxanue

TpynoemMKocTb
(B yacax)

3.3. Conepmaﬂne MaTepuajJaoB, BbIHOCHUMBIX HA CAMOCTOATECJIbHOEC U3YyU€HHUE

Monyns | Homep | CopepxaHue MaTepualioB, Buapl camocTosiTesbHOM TpynoemMKkocTb
pasnena BBIHOCHMOTO Ha AEATebHOCTU (B yacax)
CaMOCTOSITEIbHOE
U3yyeHue
1 1.1 Nzyuenue criocodoB u N3zyuenue criocodoB u 6
CpPEACTB 3aIluCH CpPEACTB 3aIluCH
uH(pOpMalIMK: pydHas, uH(pOpMalMK: pyYHas,
MAarHuTHasi, onTu4ecKas, MAarHuTHasi, onTu4ecKas,
(pororpacpuueckas, (pororpacpuueckas,
3JIeKTpOCTaTUYeCKasl. 3JIeKTpOCTaTUYeCKasl.
TpenupoBka B
BOCIIPOU3BEIEHUH U
CTUpaHUM MH(pOPMALIMKU Ha
KOMITBIOTEPE..
KonupoBaHnue u 3aHeceHue
MH(pOpMaLIMKU Ha
MH(pOPMaLIMOHHBIN
Hocutenb. Co3manue
nH(GOpPMAIMOHHONW 0a3bl Ha
MEPCOHATIBHOM
Komrmbiotepe. TpeHupoBKa B
BOCIIPOU3BEIEHUH U
CTUpaHUM MH(pOPMALIMKU Ha
MEPCOHATIbBHOM KOMIIbIOTEPE
2 2.1 TpeboBaHus K N3ydeHwne 1mosioxeHui 6
COCTaBJICHUIO 1 I'OCT P 6.30-2003 «YC[I.
0(POPMIIEHHIO IOKYMEHTOB. YCOP/I. Tpeboanus K
TpeboBaHuUs K TEKCTY 0(pOpMJIEHHUIO
JOKYMEHTOB. JOKYMEHTOB>.
3 3.1 TpenupoBka B CamocrosiTenbHasi paboTa 8
COCTaBJIEHUHU [I€JIOBBIX Ha [IK.
IHMCEM.
4 4.1 [IpakTrueckoe IIpakTrueckoe cocraBieHue 6

cocrasyieHue MHCTpyKIMH.

[TpakTHka opopmiieHus
pacropsiIuTeIbHbIX
JOKYMEHTOB: IIPUKa3a,

pacnopsiKeHus1, perieHus.

Nucrpykumu. [Tpaktuka
odopmIieHUs
pacropsaUTEIbHbIX
JOKYMEHTOB: IIPUKa3a,
pacrnopsKeHus, peleHus.
CamocrosiTenbHas padoTa




5.1

NudopmanionHo-
CIpaBOYHAs U IOTOBOPHAsI
JOKYMEHTaLHsI.

[IpakTnueckas
TPEHUPOBKA B COCTaBJIEHUU
CJIykeOHOro nucpma (1o
(prHaHCOBBIM BOMpoOCaM,
rapaHTUITHOTO,
COITPOBOJIUTEJILHOTO,
MH(OPMaLIMOHHOT0),
CIIPABKH, JIOKJIAHON U
OOBbSICHUTEILHOM 3aIHCOK.
Benenue nporokosia
coOpaHMsi, COCTaBJICHUE
BBIITUCKY U3 MPOTOKOJIA.
CocraBnenue akra u
Horosopa.
WNupuBunyaneHas
TPEHUPOBKa

6.1

TpenupoBka B
COCTABJICHUHM TIJIAHOBBIX
JOKYMEHTOB,
MIPOU3BOJICTBEHHOTO
(cmyxeOHOro) oTYéTa

CamocrosTesbHas padoTa ¢
(bopmamzoBaHHBIMU
OMaHKaMu

7.1

CekpeTHoe
JEeJIONPOU3BOACTBO

N3yuenue nonoxeHui
Hacrasnenus no 3amure
rOCyJapCTBEHHBIX CEKPETOB.
denepasbHOrO
3aKOHOZATEJIbCTBA O 3alUTe
MH(pOpMaLIUK.

8.1

TpennpoBka B 00paboTKe
HOCTYMAIOIIMX
JOKYMEHTOB. 3yuenue
TEXHOJOTHU 00pPadOTKU
UCXOISIIEN
JAOKYMEHTaLHH.

TpennpoBka B 00paboTKe
MOCTYIAIOUIMX JOKYMEHTOB
(mpuem nepBuYHAA
00paboTKa JOKyMEHTOB,
paccMoTpeHue,
pacripenenenue). zyuenue
TEXHOJIOTHH 00PabOTKH
UCXOJALIEN JOKYMEHTALH
['pynnoBoe 3ansATHE

9.1

[TogroroBka TOKYMEHTOB
JUIsl CIAYM B apXUB.
N3ydenue nopsiaka

XPaHEHUs! IOKYMEHTOB.

[TpakTyeckasi noaAroTroBKa
JOKYMEHTOB JIJ151 CIa4u B
apXuB (BHYTPEHHSIS OIHUCH.
HyMepalusl JIUCTOB,
3aBepUTEIbHAS HA/IIUCH,
odopMIIeHHEe 00JIOKKH
nena). U3ydenue nopsiaka
XPaHEHUs! IOKYMEHTOB.
IToka3Hoe 3aHATHE.
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4. PoH/I OLIEHOYHBIX CPEJICTB /IS IPOBeIeHUs TEeKYIel H MPOMe KyTOYHOMI
aTTecTanii 00yJarImuxcs Mo U CHUILINHE

(DOHI[ OLICHOYHBIX CPE€ACTB TEKYIIETO KOHTPOJIA U HpOMe)I(YTO‘IHOfI aTTeCraguu 110 HUTOraM
OCBOCHUSA JUCHUIUIMHBI ITPEACTABJICH B IPHUJIOKCHUM.

DoH OLIEHOYHBIX CpeICTB

5. Yue6HO-MeTOAMUeCKO€e 1 HH(OpMAINIOHHOE O0ecneyeHne JHCIUIIIHHbI
5.1. OcHoBHas Jureparypa
5.1.1. IleuaTHbIE N3 aHUA

1. bacakoB, Muxaun MBanoBuu. [lenonpon3BoactBo [TekcT]:mokyMeHTallMOHHOe oOecrieueH e
ynpaienuss Ha ocHoBe ['OCT P 6.30-2003 : yuebHoe mnocobue/.-U3n. 6-e, mepepad. u
non.-M.:[Jamkos u K,2007.-345 c.:.un. [Tienko, Anekcanap Biragumuposud. JJokyMeHTallmOHHOE
obecrnieuenre ympapienus [Tekcr]:yueOHoe mocobue i CpeaHero NpodeccuoHaIbHOTO
oOpazoBaHust/.-6-¢ u3n., crepeotuil.-M.:Akanemus,2007.-174, [2] c..mn. Tuto, Bragumwmp
IOpbeBuu. JJokyMeHTallMOHHOE OOecrieueHre yIpaBeHNsl, apXUBOBEJEHUE U JOKYMEHTOBEIEHUE
[Tekcr]:cOopHuK 3amay : yuyeOHO-MeToauyeckoe nocooue/.-Upkyrck: U3narenbctBo MpKyTckoro
rOCY/IapCTBEHHOTO TIeIarornyeckoro ynupepcutera,2006.-55 c.:tabi.

5.1.2. U3panua n3 DBC

1. EnuHoe okHO AocTymna K oOpa3oBartesibHbIM pecypcam. Pexum goctyna: http://window. edu. ru
Hayunas Dnektponnas buommoreka «KUBEPJIEHVMHKA». Pexxum noctyna: http://cyberleninka.
ru/about#ixzz2ywJrtP91 Hayunas snekrpoHHas cropoHHssi (Poccuiickoro ¢onma) 6ubamoreka
(pynnamentanpHbIX HccaenoBanuil. Pexxum nocrtyma: http://elibrary. ru Pycckas BupTyasibHas
oubmoreka. Pexum moctyna: www. rvb. ru ®enepanbhblii nopran «Poccuiickoe oOpa3oBaHue».
Pexxum poctyna: www. edu. ru

5.2. JlonoHUTeEJILHAS JUTEpaTypa
5.2.1. IleuaTHbIe N3 JaHUA

1. BacakoB : [leqonpon3BOJACTBO (JOKYMEHTAIIMOHHOE OOeCIieYeHne YIpaBJIeHHs): ydeOHoe
nocobue. — PoctoB-Ha-/lony: ®enukc, 2008. — 473 c. I'ynses : [lepeBo3ku. JJokyMeHTHI, paBuJa,
(popmynspbl, TexHonorus. — M.: «PunaHcel M cratuctuka», 1998. — 368 c. Kupcanosa :
JlenonpousBoacTBo: yueOHoe nocodue mist By3oB. — M.: UHdpa-M, 2005. — 311 c. Ky3Henos :
ObecnieyeHne ynpapJieHUs U JEeJIOMPON3BOJCTBO: YUEOHUK VIS BHICHIMX M CPEIHUX CIEIHATbHBIX
yueOHbIx 3aBefeHuil. — M.: IOpaiit, 2010. — 576 c. Ky3HenoB : TexHoIOrnu JOKYMEHTAIIMOHHOTO
obecrieyeHns yrpamieHus: ydeOHoe mocooue. — M.: Mzn-Bo M3U, 2010. — 232 c. Bepesuna :
Henonpoussoncreo. — CII6.: IMurep, 2006. — 272 c. BecenoB : [lenoBoe MucbMo; KyJbTypa
JeJIOBOro oOmeHnss U oguiraibHOi Tnepermucku. — M.: Mapketunr, 1993. — 78 c. lemuH :
Henosoe nuceMo. — M.: beparop, 2004. — 217 c. Kakue nokymeHTs! Bectv // Typusm: npakTuka,
npodiemsl, nepcrektuBbl. —2001. - Ne 10. — C.70-71. , ®abpuuHoB : [leI0NpOU3BOACTBO H
3alUIIEHHBIA 3JeKTPOHHBIA JIOKYMEHTOo000poT: YueOHuk. — M.: Jloroc, 2011 - 452 c.
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http://work.zabgu.ru/fos/15/15.1/20.03.01%20%D0%91%D0%B0%D0%BA%20(%D0%B1%D1%82%D0%BF%D0%97)%20%D0%A4%D0%9E%D0%A1%20%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%20%D0%BE%D0%B1%D0%B5%D1%81%D0%BF.pdf

Kynepuureitn : UTHgopmalimoHHbIe TEXHOJOTUMH B JeJI0NPpOon3BoACTBe U ynpasienun. — CI16.: BHV-
Cankr-Ilerepoypr, 1999. — 256 c. PaxmanuH : OCHOBBI JEJOBOH pevd U pelaKkTHpPOBaHHE
CIy’)XeOHBIX TOKYMEHTOB: yueOHoe mocodue. — M.: Beicmas mkona: Uudpa-M, 1997. — 192 c.
CotoB : O6pasusl qokymeHToB. MacTpykiuu. [OCTh1. — M.: [IpocnekT, 1999. — 80 ¢. CTeHOKOB.
HenonpousBonacteo:  IIpaktuueckoe mocobue MO  JOKYMEHTAlMOHHOMY  OOecHeueHMIO
nesitesibHOCTU nipeanpusitust. — M.: [lpuop, 1999. — 144 c.

5.2.2. Uzpannsa u3 9BbC

1. Poroxun obecrieyenue ynpasieHus: yaeOHO-TIpakTndeckoe nmocodue. — M.: I[Ipocniekt, 2006.
— 384 c. Pexum pocryna: http://www. lib. tpu. ru/isoimages/06-3080.iso0 Ksecko u
JeJIOTIPOM3BOJICTBO [DIEeKTPOHHBIN pecypc]: yueOHoe mocodme. — Tomck: M3p-so TITY, 2010.
Pexum  pmocryma:  http://www. lib.  tpu.  ru/fulltext2/m/2011/m159.pdf  IIpobaemsr
COBEPIIEHCTBOBAHUS JOKYMEHTAIMOHHOTO OOECTIeYeHHs YIIPaBIeHUs] B COBPEMEHHBIX YCJIOBUSIX.
Pexum pocryna: http://www. directum. ru/338816.aspx LleHTp KOMIETEHUMM IO BOIPOCAM
JOKYMEHTAITMOHHOTO ~ OOecleueHrs. DHIMKJIONEIusl JeJIONpOM3BOACTBA. Pexum  gocryma:
http://www. edou. ru/enc/ TOCT P 51141-98. [Ienonpou3BoaCTBO U apXUBHOE A€10. TEpMUHBI U
onpenenenus. Pexum gocrtyma: http://base. garant. ru/181655/ T'OCT P 6.30-2003.
VYHUDUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIMU. YHUMU-LIMPOBAHHASA CHCTEMa OPraHU3aLMOHHO —
pacropsIuTeIbHON JTOKyMeHTarmu. TpedoBaHus K 0OpMIICHHIO JTOKYMEHTOB. Pexum gocryma:
http://zakon. kuban. ru/nd2/2003-3/65st-03.shtml ®enepanpnbiii 3akoH ot 01.01.01 r. N 149-03
«006 nH(popmarn, THHOPMAIIMOHHBIX TEXHOJIOTHSAX U O 3aluTe MH(pOpMan» (C U3MEHEHUSIMU
ot 01.01.01 r., 6 anpesia 2011 r.) Pexum gocryna: http://base. garant. ru/12148555/

5.3. ba3bl JaHHBIX, HH( OPMAIHOHHO-CIIPABOYHbIE 1 MOUCKOBbIE€ CHCTEMbI

HazBanue Ccbuika
HanmonanbHast anekTpoHHast OubIMoTeKka https://xn--90ax2c.xn--plai/
Poccuiickas HalmoHanbHass OMOIMOTEKA http://www.nlr.ru/

[Mpesupentckas  OmbOmmoreka wmM. B.H. | https://www.prlib.ru/
Enpuuna

I'ocypmapctBeHHas HayuHas neparornueckas | http://www.gnpbu.ru/
O6ubIMOTEeKa UM. Y IIIMHCKOTO

Harmonaneeiii  (poHA MOATOTOBKM KaapoB. | http://portal.ntf.ru/
[IpuoputeTHbIli ~ HAIMOHAJIBHBIA  MPOEKT
«O0pa3oBaHue»

6. [IepeyeHsb MpOrpaMMHOr0 o0ecnevYeHust
[TporpammHoe obecnieuenne oodmero HazHaueHus:: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"MeralIpo".

[TporpammHOe obecriedeHne CrenuaaTbHOrO Ha3HAYCHUSI:
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7. MaTepuajbHO-TeXHHYECKOEe 00ecnmevyeHne TN CIUNINHBI

HaumenoBanue HOMCIIIGHI/Iﬁ IJIA IPOBEACHU A
y4eOHBbIX 3aHATHA U I CaMOCTOSTEIbHON
padoThl 00YYAOIIUXCS

OcCHAIIIEHHOCTh CHEUAIbHBIX [TOMEIEHUN U
MIOMEIIEHHUH JITSI CAMOCTOSITESTBHOM PadOThI

VyeOupie ayautopum ans  npoBeneHus | CoctaB 000pyIOBaHUS M TEXHUYECKUX CPENICTB
3aHATUM JIEKLIMOHHOTO TUIA oOy4yeHMs1 yKazaH B Hacropre ayIuTOpUH,

3aKpEIUIEHHOW PACIUCAHUEM 110 (PaKyIbTETY
VyeOHble ayAUTOpUM AJIs1  TMPOBEICHHUS

MPAKTUYCCKUX 3aHATUN

VueOHble ayquTOpuM AjIsl MPOMEKYTOYHON
aTTecTaluu

V4yeOHBIE  ayaWTOpUW IS TIPOBEICHUS
IPYNIOBBIX U UHIUBUAYAIbHBIX KOHCYJIbTAUI

CocraB 000pyOBaHUS U TEXHUYECKUX CPEJICTB
oOy4yeHHUs] yKa3aH B TaclopTe ayIuTOpPUH,
3aKperuIeHHON pacnrcaHueM 1o Kadeape

8. MeTOI[I/IquKI/Ie PE€KOMEHOAIIUMHA ITO OpraHn3anuu U3y4eHUud JUCIHUIIJINHBI

W3yyeHue OUCHMIUIMHBL HA JIEKIUSAX, CEMHHApPaX M B PaMKax CaMOCTOSITEJIbHOW paboThI
HarpaBJieHO Ha (popMUpOBaHUE Y 00YYAIOIIMXCS 3HAHUIA, YMEHUI U HABBIKOB IO CAMOCTOSITEILHOM
pa3paboTKe BHYTPEHHUX HOPMATUBHBIX JOKYMEHTOB IO 00ECIEUeHUI0 KaUeCTBa YIPABJIEHUECKOTO
npoiiecca B cuctemMe TexHocepHou Oe3onacHoctr. O01aaaTh HABBIKAMH COCTaBJICHHS ITPOEKTOB
OpPraHU3alMOHHO-PACIIOPSAIUTEIbHBIX JOKYMEHTOB U JIEJI0BOW KOPPECTIOHIEHIIHH.

B nporiecce npoBeneHus MpaKTUYECKUX 3aHITUI MperoaBaTesieM npejajiaraercs pabora B hopme
JVICKYCCUI, TPYIITOBBIX OOCYKICHUM, IIPE3eHTAIIUM, BHICTYIIJICHUN C COOOIICHUSIMH.

[lepen ouepeHBIM CEMHHAPCKUM 3aHATHEM HEOOXOIUMO CaMOCTOSITENIBHO IO KOHCIIEKTY (MJIH
JMTEpaType) MpopadoTaTh TEOPETUYECKUI MaTepHuall, COOTBETCTBYIOIIUN TEMbl 3aHATHS U B
HayaJse 3aHATUIA 3aJaTh MPeroIaBaTelio BONPOCH [0 MaTepuaty, BbI3BaBIIEMY 3aTPyJHEHUS B €r0
NOHMMaHWU U OCBOCHUHU.

OcoOeHHOCThI0 OYHOH (hOpMBI OOYUYEHHUsI MPEAIoJiaraeT U CaMOCTOSITeJIbHOE W3yUYeHUe JIaHHOU
JIMCIMIUIAHBI, KOTOPOE HAlpaBJIeHO Ha yIiyOJieHHe M 3aKpervieHWe IMOJYYEeHHbIX B paMKax
AyJUTOPHBIX 3aHATUI 3HAHUM.

JI7151 yCTIeIIHOTO CaMOCTOSATENLHOTO U3YUeHHs] JUCHUILIMHBL CTYAEHTY HEOOXOJMMO O3HAKOMUTHCS
MCTOYHUKAMU JIUTEPATYPbI, PEJI0KEHHBIMU MTPEToIaBaTelIeM.

CamocTosTenbHast padoTa BHIIOJHSAETCS B BUJIE COOOIIEHUS MO OT/AEIbHBIM BOIPOCAM, HAIMCAHUS
pedepara 1 cOCTaBICHUS WM 3aM0JHEHUsT OJJAHKOB OT/IEIbHBIX JOKYMEHTOB.
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Pazpaboturk/rpynma pa3paboTIYMKOB:
Bnanuvup Muxaiinosuu Ilecro

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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