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[Tpodrte — Be3onacHOCTh TEXHOJIOTUIECKUX MPOIIECCOB M MMPOU3BOACTB (Ji1s1 Habopa 2022)
dopma odyuenus: OuHas



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:

U3YUYNTh TPeOOBaHUs JEHCTBYIONIETO 3aKOHOJATENHCTBA IO TUIAHUPOBAHUIO MEPOIPUSITUN B
obnmactu TexHOc(epHOl Oe30MacHOCTH, IepevyeHb JOKYMEHTOB, OTpadaThIBAEMBIX OpraHaMHU
yIIpaBJIeHUs1, YIOJIHOMOYeHHbIMU B o0actu I'O u 3amutst ot YC;

O3HAKOMHTBCSI ¢ TpeOOBaHUSAMHU IO O(GOPMIIEHUIO U BEICHHUIO CJIy:)K€OHOW, ONepaTUBHON U
CIIPaBOYHO-OTYETHON IOKYMEHTAIIMU B CHCTEME YIPABJICHUs TEXHOC(HEPHOH Oe30I1aCHOCTHIO;

U3YUYUTh OCHOBBI J€JIONIPOU3BOACTBA U OPraHU3alMK JOKYMEHTO000pOTa

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. 36 36
Jlextmonnsie (JIK) 18 18
[IpakTrueckue (CEeMUHAPCKUE) 18 18
(I13, C3)
Jlabopatopusie (JIP) 0 0
CamocrosiTesibHas padoTa 36 36
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 reppuropuid 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
MOKa3aTesiel CTENEHU 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
0OBEKTOB 6e30MacHOCTH.
VYmerp: pa3padaTeiBaTh MPOEKTHI
TUIAHOBBIX JIOKYMEHTOB U JIOKATbHBIX
HOPMATHUBHBIX aKTOB.
Bnanets:  9KCHepTHOM — OLIEHKH
JOKYMEHTOB 1o BOIpPOCaM
6e30macHoOro COCTOSTHHSI
TEXHOT€HHBIX u TPUPOTHBIX
O0OBEKTOB.
3. Conep:xanne qUCHUNIAHBI
3.1. Pazgean! qucCOUILINHEBI H BHABI 3 aHATHH
3.1 CTpykTypa AUCHHMIUIMHBI I 0UYHO (hOopMBbI 00yUeHUSs
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 ITouarue o CBolicTBa IOKyMEHTA. 8 21210 4
JOKYMEHTax 1 [Tpu3HaKu TOKyMEeHTAa.
JNOKYMEHTaJIbH Mertop! ¥ CITIOCOOBI
oM JOKYMEHTUPOBAHUS
oOecrieyeHn! y
MPaBJIECHYECKOT
0 Tporecca
2 2.1 Odopmnenne |3akoHomaTenbHOE U HOPM 8 2 12 10 | 4
JOKYMEHTOB. aATMBHO-METOJUYECKOe
peryjnpoBaHue
AEJIONPOU3BOACTBA.
3 3.1 CoBpemeHHoe CtpyKTypa Ie710BOro 8 2 12 10 | 4
JIeJI0OBOe MUChMA.




MUCHMO.
4 4.1 Opranusanyon Ilonsarus 8 2 |2 [0 | 4
HO-PacIoOpsIIUT OpraHM3allMOHHAS U
eJbHas pacropsiiuTesIbHas
JOKYMEHTaIHSI. JOKYMEHTaIHSI.
OpranusaiioHHas
JOKyMEHTAIHs,
TpeOOBaHUs K
oopMJIEHHUIO
5 5.1 Nudopmanmon | Ilonsatre nugopmaiioHH 8 2 12 10 | 4
HO-CIPaBOYHAas O-CIIpaBOYHAas
Y IOTOBOPHAsi JOKYMEHTaIHSI.
JOKYMEHTaLMs. WNupopmanronHsie
JOKYMEHTHI.
6 6.1 [Tnanupyomye Bup! mianupyommx 8 2 |2 (0| 4
Y OTYETHBIE JOKYMEHTOB M MX
JOKYMEHTBI KJIaccuukanms
7 7.1 CekpetHoe nien I'pucpoBannbIe 8 2 |2 (0| 4
OITPOM3BOJICTBO | TOKYMEHTHI U 0OpalieHme
C HAMH.
8 8.1 Opranmsauus g | PyHKIMU U CTPYKTYypa 8 2 |2 [0 | 4
OKYMEHTOO00p CITy KOBI
oTa. AEJIONPOU3BOACTBA.
Opranuzanus
JOKYMEHTO000pOTa
9 9.1 OnepatuBHOE CucremaTuszanus 8 2 12 10 | 4
Y apXMBHOE JIokymMeHTOB. O01iue
XpaHeHue TIPUHITUTIBI
JOKYMEHTOB. (hopmupoBanus fen.
Homenknarypa nen
Utoro 72 18 [18 | O |36
3.2. Conepxkanue pa3jesioB JUCHUILUINHBI
3.2.1. JIekiuoHHBIE 3aHATHSA, COJePKaHNE H 00beM B yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocTb
pasnena (B yacax)
1 1.1 Beenenue. CporictBa nokymeHTa. [IpuzHaku 2
[TousTue o JOKyMeHTa. PyHKIIMU JOKYMEHTa:
JOKYMEHTax 1 rjaBHasi, UH(pOpMaIMOHHAS,
JNOKYMEHTaJIbH KOMMYHUKATHUBHAsI, KyMYJISITUBHAS,
oM crielMayibHble, yIpaBieH4YecKas




obecrieueHnu y
NPaBJICHYECKOT
0 mporiecca

(perynsaTuBHas), HO3HABATEJIbHAS
(KOrHUTHBHAS ), IPAaBOBasi,
cIienaJibHbIe (CTaTUCTHYECKAS,
HWCTOYHUKOBAS 1 T. 1I.) MeToasl
crnocoObl JokyMeHTupoBanus. [lonsitue
JIOKYMEHTUPOBAHUS, METO]T
JOKYMEHTHUPOBAHUS, CIIOCO0
JOKYMEHTUPOBaHUs1, CPEACTBO
JOKYMEHTHPOBaHMUSI.

2.1 Odopmiienue
JOKYMEHTOB.

3aKkoHOAATEeIbHOE U HOPMATHUBHO-
METOJMUYECKOE peryIrupoBaHue
JeJIONPOU3BOACTBA. YHUDUKAISA U
CTaHAAPTU3ALMS TOKYMEHTATbHON
uHdopmanuu. Popmatsl Oymaru.
dopmatbl 6yMaXHBIX JJOKYMEHTOB.
BHyTpeHHsIs1 ¥ BHEIIHSIS CTPYKTypa
nokymeHrta. TpebGoBaHuS K
COCTaBJIEHUIO 1 0(POPMIICHUIO
JIOKyMEHTOB. TpeOoBaHMS K TEKCTY
noxkymeHnToB. ('OCT P 6.30-2003
«YCI. YCOP/I. Tpeboanus K
0(pOpPMJIEHUIO JTOKYMEHTOB» ). [ToHsTHE
o Oianke JokymeHTa. [IponosibHoe u
YIJIOBOE PacoJIOKeHUe PEKBU3UTOB,
(aroBeiit 1 ieHTpUpOBaHKUA. OOIIHI
OJ1aHK, OJIaHK ITUCHhMA,
yHU(UIIIPOBAHHBIE (hOPMBI
JOKYMEHTOB. PEeKBU3HTHI IOKyMEHTa:
PEKBU3UTHI-OCHOBAHUS1, PEKBU3UTHI-
MPU3HAKY, PEKBU3UTHI O(DOPMIICHUSI
COBPEMEHHBIX YIPaBIEHYECKUX
JNOKYMEHTOB

JE€JI0BOE
IHUCBbMO.

3.1 CoBpemeHHOe

OcobGeHHocT oOpamieHus K
JOJKHOCTHBIM JIMIIAM U B OPraHU3allUu.
CrtpyKTypa [1eJI0BOro N1uchMa.
PexBu3UTHI 1€710BOTO MUCHhMA.

CJIbHaA

4.1 OpranuzanuoH
HO-PaclopsiIuT

JOKYMEHTAIHsI

[MoHsATHS OpraHu3aIlMOHHAS U
pacnnopAaaruTEIbHaA NOKYMCHTALUA.
OpraHu3zaioHHas1 JIOKYMEHTAIUs,
TpeOoBaHus K 0(DOPMIICHHIO, COCTaB

PEKBU3UTOB, TEXHOJIOTHST O(POPMIICHUSI.
[Tonoxenue. Ycras. YupeauTeabHbIN
noroBop. MHCTpyKIuSI.
PaCHOpHIII/ITeHI)HBIe OOKYMCHTHI:
NIPUKa3, PacCrlopsIKeHUE, pellieHue.
TpeboBaHus K 0(pOpMIIEHHIO, COCTAB
PEKBU3UTOB, TEXHOJIOTUST O(POPMIICHUSI.




5.1

Nudopmanmon
HO-CIIPaBOYHAs
Y JIOTOBOpHAsI
JOKYMEHTalus1

[TousATHE MHPOPMAIIMOHHO-CIIPABOYHAS
AokymeHTauus. MIHgopManoHHble
noKyMeHThl. CityskeOHble TMChbMa, UX
Pa3sHOBUJHOCTH, PEKBU3UTHI MUCHMA.
Od¢opmiienne nucem 1o (puHaAHCOBBIM
BOIIPOCAM, TAPAHTUMHBIX U
COIIPOBOAUTEBHBIX, HH(POPMALIMOHHBIX
miceM. JIokJagHas 3amumcka.
OObsicHuTenbHAs 3anucka. TpedoBanus
K opopmiienmio. CripaBku, UX BUJbI,
TpeOOBaHUs K COCTABJICHUIO 1
odopmiieHu0. JJoKyMeHTUpOBaHNe
xoj1a coOpaHwuii, coBermanuii. [IpoTokos
KPaTKUH, NOJHbIA. Beinucka u3
IPOTOKOJIA. AKTbI, UX BU[bIL.
TpeOoBaHUs K COCTABJICHUIO U
oopmiienuio. JloroBopHas
JnokymeHTauus. JJoroBop — ero Bujpl,
CTPYKTYpa, MOPSIOK 0POPMIIEHUS U
NOJNUCAHUS CTOPOHAMHU.

6.1

[nanupyromme
Y OTUETHbIE
JOKYMEHTHI.

Bupl nmaHupyommx JOKyMEHTOB M X
Ki1accudukanus. YCcraHOBJIEHUE
MOPSIAKA OTYETHOCTH.
DopMaM30BaHHBIE OTYETHI.

7.1

CekpeTtHoe e
OIPOU3BOJICTBO

TpeboBanust HacraBnenus o 3amure
rOCyapCTBEHHBIX CEKPETOB B 00J1aCTH
CEKPETHOIO AEJIONPOU3BOACTBA.
I'pucpoBaHHbIE JOKYMEHTH U
oOpaleHre ¢ HUIMU. YUY€T JOKYMEHTOB
C rpuOM CEKPETHOCTH.

8.1

Opranuzauus 1
OKYMEHTOO00p
oTa.

DyHKIMY U CTPYKTYpa CITy:KOBI
JeJ0npon3BoAcTBa. Opranuzanus
JIOKYMEHTOOOO0pOTa.
JIOKYMEHTOIOTOKH, X BUJIbI, COCTAB
JOKYMEHTOB, MTOPSIIOK JBHKEHHS.
Texnonorust 06padOTKX MOCTYMAIINX
nokymeHToB. [Ipuem nepBuyHas
00paboTKa JOKYMEHTOB, pACCMOTpPEHHE,
pacnipenenenue. TexHomorus
00pabOTKHN JOKYMEHTOB BHYTPEHHETO
IOKyMeHTONoTOKa. TexHomorus
00padOTKH UCXOAIICH JOKYMEHTAITUH.

9.1

OnepatuBHOE
Y apXUBHOE
XpaHeHue
JIOKYMEHTOB.

Cucremaru3zanys JoKyMeHToB. O01mme
NPUHLUITB (POPMUPOBAHUS JEII.
Homenknatypa aen. OgopmieHue u
BeJICHUE, MOPSA0K 3aBEpIICHUS.




OdopmieHue e st OepaTUBHOTO
XpaHeHus. BHyTpeHH:s onuck.
Hymepartiust TMCTOB, 3aBepUTEIbHAS
HaJNKCh, 0(hopMIIEHHE OOJIOKKH Jena.
Xpanenue 10KkyMeHTOB. [ToarotoBka
JOKYMEHTOB [Isl CIAYH B apXUB.

3.2.2. [IpakTHYeCcKHe 3aHATHA, COAepPrKaHNe H 00beM B yacax

Mopyns | Homep Tema Copepxanue TpynoemMKocTb
pasnena (B acax)
1 1.1 Beenenue. W3yuenue cnocoOOB U CPEACTB 3aMUCH 2
[Tonsitue o uHpoOpMaIuu: pyyHasi, MarHUTHas,
JOKYMEHTax U ontuveckas, pororpaduyeckas,
JOKYMEHTaJIbH ajeKTpocTaTuueckasi. TpeHupoBKa B
oM BOCIIPOM3BE/IEHUHU U CTUPAHUU
obecreyeHny y MH(pOpMaIuu Ha KOMIbBIOTEPE..
MPaBJIEHYECKOT KomnupoBanue u 3aHecenue
0 Mpoiiecca. uHpopMaimu Ha UHGOPMAITMOHHBIT
Hocutesb. Co3aanrue MHPOPMaMOHHON
0a3bl Ha TIepPCOHAILHOM KOMITbIOTEPE
2 2.1 Odopmnenue TpeOoBaHUs K COCTABJICHUIO U 2
JOKYMEHTOB 0(POPMIIEHHUIO TOKYMEHTOB.
TpeOoBaHUs K TEKCTY JIOKYMEHTOB.
(M3yuenne nonoxenunt 'OCT P
6.30-2003 «YCI. YCOPL.
TpeboBanust K 0(POPMIICHUIO
JOKYMEHTOBY ).
3 3.1 CoBpemeHHOe TpeHupoBKa B COCTABJIEHUU JETTOBBIX 2
JeJI0BOE ITMCEM.
ITMCHMO.
4 4.1 Opranuzanuos [IpakTryeckoe cocraBiieHUuE 2
Ho-pacniopsiauT | UHcrpykimu. [Ipaktuka opopmiaeHus
eJIbHas pacrnopsaUTeSIbHbIX JOKYMEHTOB:
JOKYMEHTAIUsI MPUKa3a, paCOPsLKEHUSsI, PeIIEHUs.
5 5.1 WNnpopmanmon [TpakTueckas TpEHUPOBKA B 2

HO-CIIpaBOYHAs
Y JIOTOBOpHAs
JOKYMEHTalUsI

COCTaBJIEHUH CITy:KeOHOTO MUchMa (110
(pmHAHCOBBIM BOITpOCaM, rapaHTUMHOTO,
COIPOBOJIUTENILHOTO,
MH(OPMALIMOHHOTO), CIIPABKH,
JOKJIAJTHOM 1 OOBSCHUTEIILHON 3aIUCOK.
Benenue nmporokona codpanus,
COCTaBJIEHHE BHIIMCKU U3 IPOTOKOJIA.
Cocrasyienue akta u [Joroeopa.




6 6.1 ITnanupyromue | TpeHupoBKa B COCTaBIEHUHU IIJIAHOBBIX 2
Y OTYETHBIE | IOKYMEHTOB (TEKYIIUX, ONIEPATUBHBIX U
JOKYMEHTBI MEePCHEeKTUBHBIX ), COCTaBJICHUE
MTPOU3BOICTBEHHOTO (CITyKEOHOTO)
oTuéra. 3anojHeHue
(popManm3oBaHHBIX OTUYETOB
7 7.1 Cekpetnoe nen | U3yuenune nonoxennii Hacrapnenus mo 2
OIPOU3BOJCTBO | 3aIUTE rOCYJAPCTBEHHBIX CEKPETOB U
denepanbHOro 3aKOHOJATEIHCTBA O
3amumre nHGOpMalu
8 8.1 Opranuzanus 1 TpenupoBka B 00padoTKe 2
OKYMEHTOO00p MOCTYNAIOIIUX JOKYMEHTOB (IpHUeM
oTa. nepBuYHasi 0OpabOTKa JOKYMEHTOB,
paccMoOTpeHue, pacripeieieHue).
W3yuenue TexHOJI0run 00padoTKU
UCXOJAIIEeH JOKYMEHTAUU
9 9.1 OnepatuBHoe |I[IpakTHyeckas MoaAroToBKa JOKYMEHTOB 2
Y apXUBHOE | IS CAauyM B apXUB (BHYTPEHHSISI OTIHCH.
XpaHeHue HyMepallusi JUCTOB, 3aBepUTeIbHAS
JOKYMEHTOB. | HaAIuUCh, o(pOpMIIeHUE OOIOKKH JIENa).
Nzyuenue nopsjaka XxpaHeHUs
JOKYMEHTOB.
3.2.3. JlabopaTopHble 3aHATHSA, COJIePKaHNE H 00beM B yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocThb
pasnena (B yacax)
3.3. Conep:xanue MaTepuaJoB, BLIHOCUMBIX HA CAMOCTOATEJbHOE H3yYeHe
Monyns | Homep | CopepxaHue MaTeprasioB, Buapl camocrositenbHOI TpynoemMKocTb
pasnena BBIHOCUMOTO Ha AesTebHOCTU (B yacax)
CaMOCTOSITEIbHOE
U3y4eHue
1 1.1 Nzydenue criocoOoB u TpenupoBka B 4

CPEJICTB 3aIiucu
uHdOpMaIIUK: pyJyHas,
MarHWTHasi, ONTHYECKas,
(pororpacpuueckas,
JIEKTPOCTATUIECKAS.

BOCIIPOM3BEICHUN U
CTHpaHUM MH(pOPMALIUHU HA
NEPCOHAJILHOM
kommnbiotepe. Konrposanue
Y 3aHeceHue uHQopmarm
Ha MaTepuasbHbIN
HocuTenb. Pabora ¢
MH(pOPMALIMOHHON Oa3oi




K.
2.1 TpeboBaHus K N3yuenue nonoxeHui
COCTaBJIEHUIO 1 I'OCT P 6.30-2003 «YC/I.
0(POPMIICHUIO IOKYMEHTOB. YCOP/I. TpeboBanus K
TpebGoBaHUsI K TEKCTY o(opMJIEHUIO
JOKYMEHTOB. JOKYMEHTOB>.
3.1 TpenupoBka B CamocrositenbHas padoTa
COCTaBJIEHUH AEJIOBbIX Ha [1K.
MIUCEM.
4.1 [IpakTrueckoe CamocrosiTenpHast padora.
cocrapyienne MHCTpyKIMu.
[TpakTuka opopmiaeHus
pacropsIIUTeTbHbIX
JIOKYMEHTOB: MTPUKa3a,
pacropsiKeHUsl, pelieHusl.
5.1 NudopmaiionHo- NupuBuayanbHas
CHpaBOYHAs U IOTOBOPHAsI TPEHUPOBKA.
JIOKYMEHTaIHs
6.1 TpenupoBka B CamocrosiTenbHas padoTa ¢
COCTaBJIEHUH TLJTAHOBBIX (popmasinzoBaHHBIMU
JOKYMEHTOB, OJIaHKaMHU
MIPOU3BOICTBEHHOTO
(cmyxeOHOro) oTuéra
7.1 CekpeTtHoe N3yuenue nonoxeHuit
JeJIONPOU3BOICTBO. HacraBnenus no 3amure
rOCYJapCTBEHHBIX CEKPETOB.
denepaabHOro
3aKOHO/IaTeJIbCTBA O 3ALUTE
vH(popMaluu.
8.1 TpeHunpoBka B 00paboTKe I'pynmnoBoe 3ansTHE:
MOCTYHAIOIINX OCHOBBI 3JIEKTPOHHOTO
NOKyMeHTOB. V3yueHue JOKYMEHTO000pOTA.
TEXHOJIOTHH 00PaOOTKH
ucxoasmien
JOKYMEHTAIUH.
9.1 [ToaroroBka JOKYMEHTOB [TokazHoe 3aHsITHE
IUISL CIAYM B aPXUB.
Nzyuenue nopsiika
XpaHeHMs TOKYMEHTOB

4. PoH/I OLIEHOYHBIX CPE/ICTB /IS MPOBeIeHUs TEeKYIeH H MPOMe KyTOUYHOMH

aTrecranumn 06yqaloumxca mo JUCIMIINHE
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(DOHI[ OLICHOYHBIX CPEACTB TEKYLIETIO0 KOHTPOJIA U HpOMC)KYTOQHOIZ aTTrecraiiyu 110 uToraM
OCBOCHUA NTUCHUIIIMHBI ITPEACTABJICH B IIPHUJIOKCHUM.

POH/I OLIEHOYHBIX CPEJICTB

5. Yue6HO-MeTOAMUECKO€e H MH( OpMAINIOHHOE 00ecreuyeHne JHCIUIIIHHbI
5.1. OcHoBHas JuTeparypa
5.1.1. IleuaTHble U3 JaHUA

1. bacakoB, Muxaun MeanoBuu. [lenonpousBonactso [Tekcrt]:mokyMmeHTalMoHHOE obecrieueHre
yrnpaBienuss Ha ocHoBe ['OCT P 6.30-2003 : yueOHoe mocodue/.-U3a. 6-e, mepepad. u
jor.-M.:[lamkos u K,2007.-345 c.:ui. ITimenko, Anekcanap Biaaaumuposud. JJokyMeHTalIMOHHOE
obecrieueHne ympapieHuss [Tekcr]:yueOHoe TmocoOMe Mg cpegHero MpodecCHOHATBHOTO
oOpazoBanust/.-6-e¢ wusn., crepeoturt.-M.:Akanemus1,2007.-174, [2] c..mn. Tuto, Bragumwmp
IOpbeBny. JJokyMeHTAaIIMOHHOE OOecTieueHre yIpaBJieH!s, apXUBOBE/IEHUE 1 JIOKyMEHTOBEICHUE
[Tekct]:cOopHUK 3agau : yyeOHO-MeToanueckoe nocodue/.-Upkyrck: MznarensctBo MpKyTCcKOro
rOCyJapCTBEHHOTO TeIarornyeckoro yuupepcureTa,2006.-55 c.:tadu.

5.1.2. Uzpgannsa u3 9BbC

1. EnrHoe OKHO JocTymna K 00pa3oBaTelIbHBIM pecypcaM. Pexkum gocryna: http://window. edu. ru
Hayunas Dnextponnas buommoreka «KUBEPJIEHMHKA». Pexum noctyna: http://cyberleninka.
ru/about#ixzz2ywlJrtP91 Hayunasi snekTponHasi croponHsiss (Poccuiickoro ¢onma) 6udamoreka
(pynnameHnTanbHBIX ucciaenoBaHui. Pexum pocryna: http://elibrary. ru Pycckas BupryasipHas
oubmoreka. Pexum noctyna: www. rvb. ru ®egepanbabiil mopran «Poccuiickoe oOpa3oBaHue».
Pexum nocryna: www. edu. ru

5.2. JlonoHUTeEJILHAS JJUTEpaTypa
5.2.1. IleyaTHBIE N3 JaAHUA

1. BacakoB : [lesonpou3BoACTBO (JIOKYMEHTAIIMOHHOE OOecreueHue yIpaBlieHus): yuyeOHoe
nocodue. — PocroB-Ha-/lony: ®enukc, 2008. — 473 c. 'ynsies : [lepeBo3ku. JIOKyMeHTBI, TIpaBUIIa,
popmysisipbl, TexHosnorusi. — M.: «®uHaHChl M cratuctuka», 1998. — 368 c. Kupcanosa :
Jenonpoun3BoacTBO: yueOHOe mocodue s By3oB. — M.: Uadpa-M, 2005. — 311 c. Ky3Hernos :
OobecrieueHne ynpapieHUs U AETONPOM3BOACTBO: YUEOHHK JUTS BHICIIMX U CPEIHUX CHEIUATIbHBIX
yueOHbIX 3aBegeHnid. — M.: FOpaiit, 2010. — 576 c. Ky3nenoB : TexHomorum JOKyMEHTallMOHHOTO
oOecrieueHHs1 yrpajieHus: yueOHoe rnocodue. — M.: Uza-o MDU, 2010. — 232 c. bepesuna :
HenonpousBoactBo. — CII6.: TTurep, 2006. — 272 c¢. Becenos : [lenoBoe MHCbMO; KYJIbTypa
JeJIoBoro odieHus U oduimaabHoil nepenucku. — M.: Mapketunr, 1993. — 78 c. lemuH :
Henosoe nucbMo. — M.: Beparop, 2004. — 217 c. Kakue nokymenTs! Bectu // Typusm: npakTuka,
npoOsnemsl, nepcnektuBel. —2001. - Ne 10. — C.70-71. , ®abpuuHoB : [le10npou3BOACTBO U
3alWIIEHHBIA 3JIEKTPOHHBIA JIOKYMEHTOo000poT: VYueOHuk. — M.: Jloroc, 2011 - 452 c.
Kynepuureitn : UHgopMalimoHHbIe TEXHOJIOTMH B JeJ0NPpou3BoACTBe U ynpasienun. — CI16.: BHV-
Cankr-Ilerepoypr, 1999. — 256 c. PaxmanuH : OCHOBBl JEJOBOW pevd U pelaKkTHpPOBaHHE
CIy’)XeOHBIX TOKYMEHTOB: yueOHoe mocodue. — M.: Beicmas mkona: Mudpa-M, 1997. — 192 c.
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Coros : O6pasusl 1okymeHToB. MHcTpykimu. 'OCTsl. — M.: TIpocnekt, 1999. — 80 c. CTeHIOKOB.
HenonponsBonctBo:  IIpakthueckoe mocodue MO  AOKYMEHTALMOHHOMY — OOECHEeYeHHIO
JesaTespHoCTU npeanpuarusa. — M.: Ilpuop, 1999. — 144 c.

5.2.2. U3panua n3 DBC

1. Poroxun obecrieuenre ynpapieHus: yueOHO-pakTuueckoe nocooue. — M.: [Ipocnekr, 2006.
— 384 c. Pexum pgocryna: http://www. lib. tpu. ru/isoimages/06-3080.iso0 Kecko wu
JeJIONPOU3BOACTBO [DEeKTpOHHBIN pecypc]: yuebHoe mocodue. — Tomck: Uzn-so TITY, 2010.
Pexum  mocryma:  http://www. lib.  tpu.  ru/fulltext2/m/2011/m159.pdf  ITpoGiemsl
COBEPILEHCTBOBAHMS JOKYMEHTAIIMOHHOTO OOECTIeYeHHsl YIPABIEHUsI B COBPEMEHHBIX YCJIOBHSIX.
Pexxum poctyna: http://www. directum. ru/338816.aspx LleHTp KomMeTeHIIMHA IO BOIPOCAM
JOKYMEHTAlIMOHHOTO ~ OOecreveHHsl. DHIMKJIONEIs JeNONpOU3BOJCTBA. PexuMm  gocryma:
http://www. edou. ru/enc/ TOCT P 51141-98. [lenonpousBoacTBO U apXHUBHOE /€10. TepMUHBI U
onpenenenusa. Pexum pocryna: http://base. garant. ru/181655/ T'OCT P 6.30-2003.
VHU(pUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIMU. Y HU(U-LIMPOBAHHAS CHCTeMa OPraHU3alMOHHO —
pacnopsuTeIbHON AOKyMeHTauuu. TpeboBaHusl K opOopMIIEHHIO JOKYMEHTOB. Pexum pocryna:
http://zakon. kuban. ru/nd2/2003-3/65st-03.shtml ®enepanpusbiii 3akon ot 01.01.01 r. N 149-03
«006 nHpopmamy, MHOOPMALMOHHBIX TEXHOJIOTUSX U O 3auuTe MHGOpMAMK» (C M3MEHEHUSIMU
ot 01.01.01 r., 6 anpens 2011 r.) Pexum noctyna: http://base. garant. ru/12148555/

5.3. ba3nl JAAHHDbIX, I/IH(t)OpMaHI/IOHHO-CHpaBO'-IHI)Ie H IMMOMCKOBbBI€ CHCTEMbI

Hassanue Ccbuika
HanmonanbHas snekTpoHHast OMOImoTeKa https://xn--90ax2c.xn--plai/
Poccuiickag HanmoHajibHag OMOIMOTEKA http://www.nlr.ru/

IMpesunenrckass  Oubmmoreka wMm. B.H. | https://www.prlib.ru/
Enbuyna

l'ocynapctBeHHass HayyHasi mneparoruyeckas | http://www.gnpbu.ru/
6ubMoTeKa uM. YIIMHCKOTO

Hanwmonanensiii  ¢poHa mnoarotoBku kaapos. | http://portal.ntf.ru/
[IpyopuTeTHBIA  HAIMOHAIBHBIA  MPOEKT
«ObpazoBaHue»

6. ITepeyeHb MPOrpaMMHOTI0 00ecneYeHusI
[IporpammHoe obecrnieuenue odmiero HazHadenus: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

HpOFpaMMHOC obecrieueHue CIIENMAJIbHOI'O HAa3HAYECHU A

7. MaTepuajibHO-TeXHHYECKOEe 00ecnmevyeHne U CIUNINHBI
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HaumeHoBaHMe MoOMeIeH i 17151 TPOBEACHU S OCHAILIEHHOCTD CIIE[UAILHBIX [TOMEILIEHUNA U
y4eOHBIX 3aHATUWA W JJI CAMOCTOSATEILHOW | TOMENIeHUH JIJIsi CAMOCTOSITEIbHOW PadOThI
paboThl 00YYAIOIIUXCS

Vyebuple ayautopum ans  nposeleHus | CoctaB 000pydOBaHMS M TEXHUYECKUX CPEJICTB
3aHSTUMN JIEKIIMOHHOTO TUIIA oO0yJyeHHs] yKa3aH B TacropTe ayIuTOpPUH,
3aKPEIJICHHON PAaCIIMCAHUEM M0 (PAKYJIbTETY

VyeOHble  ayAUTOpPUM  JUIL  TIPOBEICHUS
MPAKTUYECKUX 3aHATHI

V4eOHble ayqUTOPUM JIsi TPOMEXYTOYHOM
aTTecTalyu

VyeOusie  aymutopuu  ansa  Kypcooro | CoctaB 000pyqOBaHUS U TEXHUYECKUX CPEICTB
MIPOEKTUPOBAHU(BBITIOTHEHU S KYpCOBBIX | OOy4eHHsl yKa3zaH B Tacropre ayIuTOpPUH,
paodor) 3aKPEIJIEHHOW pacIIMCaHUEM M0 Kadenpe

VyeOHble ayauTOpuu IS TIPOBE/ICHUS
IPYNIOBBIX U UHIUBUAYAIbHBIX KOHCYJIbTAUI

8. MeTo,rmquKne PE€KOMECHIAIIUU IO OPraHn3allui U3y4YeHUA U CHUIIINHBI

W3yueHne OUCIUIUIMHBL HA JIEKIUSAX, CEMHHApPaX W B PaMKaX CaMOCTOSITEJIbHOW pabOThI
HarpasJieHO Ha (popMUpOBaHME Y 00YYAIOIIMXCs 3HAHUI, YMEHUI U HABBIKOB IO CAMOCTOSITENIbHOM
pa3paboTKe BHYTPEHHUX HOPMATHBHBIX JOKYMEHTOB 110 0OECIIEYeHUI0 KAYeCTBa YIPaBIeHIECKOTO
npoliecca B cuctemMe TexHocepHoi Oe3onacHocTi. O0nMaaaTh HABbIKAMU COCTaBJIEHHS ITPOEKTOB
OpraHU3alMOHHO-PACTIOPSIUTEbHBIX JOKYMEHTOB U JIEJIOBOW KOPPECTIOHIEHIIHH.

B npotiecce npoBeeHUsI MPaKTUUECKUX 3aHATHI MpenojaBaTesieM npeiaraercsi padota B popme
JVICKYCCHIA, TPYIITOBBIX OOCYKICHUI, IPE3eHTAIINI, BHICTYIITICHUH C COOOIICHUSIMM.

[lepen ouepesHBIM CEMHHAPCKUM 3aHSATHEM HEOOXOIUMO CaMOCTOSTENIBHO MO KOHCIEKTY (MM
uTepaType) mpopadoTaTh TEOPETUYECKUI MaTepHas, COOTBETCTBYIOIIMI TeMbl 3aHATHS U B
HavaJie 3aHATUI 33/1aTh IPENOAaBaTeI0 BOIIPOCH [0 MaTepUaly, BEI3BaBIIEMY 3aTPyJHEHUS B €ro
MOHMMAaHUU U OCBOCHUHU.

OcoOeHHOCThI0 OUHOU (hOpMBI OOYUYEHHUS MPEATNONIATaeT U CaMOCTOSITEIbHOE U3YUYEeHUE JaHHOMN
JIVMCIWTUTAHBI, KOTOpOE HAalpaBJeHO Ha YINyOJieHWe W 3aKpervieHHWe TOJyYeHHBIX B paMKax
ayAUTOPHBIX 3aHATUIN 3HAHUU.

JI71s1 yCTIenHOTO CaMOCTOSATEIFHOTO N3YUeHUS] TUCIUIUTMHBI CTYICHTY HEOOXOJMMO O3HAKOMUTHCS
MCTOYHUKAMU JIMTEPATYPbI, MPEITI0KEHHBIMH TPETIoaBaTeIeM.

CamocTosiTenpHast padoTa BHIITOJTHSAETCS B BUJIE COOOIIEHUSI IO OTAEIbHBIM BOIPOCaM, HAITMCAHUS
pedepaTa u cocTaBlieHUsI WM 3aTIOJHEHUsI OJIAHKOB OTAEJbHBIX JIOKYMEHTOB.
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Pazpaboturk/rpynma pa3paboTIYMKOB:
Bnanuvup Muxaiinosuu Ilecro

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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