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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;

- U3YYUTh OCHOBBI JEJIONPOM3BOJCTBA U OPraHU3alMK JOKYMEHTO0O0pOTa

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,
HalMEHOBaHUE KOMIIETeHLIMH, (POpMUDPYEMBIE B HaBBIKU U (WJIM) OIBIT JESATEIbHOCTH
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
JIOKQJIBHBIX HOPMATUBHBIX aKTOB,
pErIaMEeHTUPYIOIIUX JIEATEIbHOCTD
OpraHoB ynpasJieHUs [ 'paxnaHcKou
o6oponoit 1 PCUC Ha 00beKTOBOM
YPOBHE.
Bnazsers: HaBbIKamMM MO pa3pabOTKe
U OCYIIECTBJICHUIO  peau3aliu
MEPONPUATUI 1o
(pyHKIIMOHMPOBAHUIO u
COBepIIEHCTBOBaHMIO cucrteMsl ['O,
npeaynpexaeHus u amkpuaanmu YC
OIIK-3 OIIK- 3.2 OcywectBienue | 3HaTh: OCHOBBl T'OCYJapCTBEHHOMN

LieJIeHANIPaBJIeHHON  JIeATEIbHOCTH
1O TMOArOTOBKE K BEACHHIO U
BEJICHUIO TPaXJAHCKOW OOOpOHBI,
NPOBEJCHUI0O  MEPONPUATHIA IO
npegynpexaeHuio v mksugarmu YC
B OpraHu3alHH.

NoJUTHKYU B o0nactu 'O 1 3ammThl
HacesieHus u teppuropun ot YC.

Ymers: pa3zpabaTbIBaTh u
OCYILIECTBJIATh peann3anuio
KOMIUIEKCA ~ MEpONpHATH 110
(pyHKLIMOHMPOBaHMIO "
COBEPILEHCTBOBAHMIO CHCTEMBI
['paxmaHcKoi 00OPOHBI,

npenynpexaeHus u mukBuaanun YC
B OpraHu3aluu.

B)IaIICTI)I HaBbIKaMU OIIPEACICHUA
CLICHApUCB BO3HMKHOBCHHA n




pazButusa YC, npoBeaeHNs pacuETOB
NoKa3aTeJieil CTENeHU PUCKOB.

ITK-6 K- 6.1. CriocobHocTh | 3HaTh: TpeOOBaHWSA HOPMATHBHBIX
IUIAHUPOBAHMS,  pa3pabOTKM M | JOKYMEHTOB 1O  OpraHU3alluu
COCTaBJIeHHS  JOKYMEHTOB IO | IUIAHMPOBaHWS,  pa3pabOTKu U
BOMpOcaM Oe30MacCHOr0 COCTOSIHUS | COCTaBJIEHUsI JOKYMEHTAllUM IO
TEXHOT€HHBIX u MPUPOJHBIX | BOIpocam oOecrieueHnst
00BEKTOB. 0e30IMacHOCTH.
VYMeTh: pa3pabaTeiBaTh POEKTHI
TUIAHOBBIX JIOKYMEHTOB U JIOKAJIbHBIX
HOPMATHUBHBIX aKTOB.
Bnanere: HaBbIKaMM  IKCHEPTHOM
OLIEHKM JOKYMEHTOB [0 BOIPOCAM
0e30MacHoOro COCTOSIHUSI
TEXHOT'€HHBIX u MPUPOJHBIX
00BEKTOB.
3. Conep:xanne qUCHUNLIAHBI
3.1. Pa3zgeqanl JUCHUILIMHLI 4 BHABI 3aHATHH
3.1 CTpykTypa Ay CIMILIAHBI 1J1s1 0YHOI (hOpMBbI 00yUeHusI
Mopyns | Homep |[HaummeHnosanue Tewmsb! pazaena Bcero | Aymutopnsl | C
paszgena pasgena 4acoB € 3aHATUS P
C
JU|1T [ JT
K |3 [P
(C
3)
1 1.1 [Tonsitue o CBolicTBa IOKYMEHTA. 8 2 12 10 | 4
JOKYMEHTax 1 [Tpu3HaKku TOKyMeHTa.
JNOKYMEHTaJbH dyHKIMK JOKYMEHTa
oM MeTonsl ¥ CriocoOb
obecreyeHny y JOKYMEHTHPOBAHUSI.
MPaBJIEHYECKOT
0 Tpotiecca.
2 2.1 Odopmnenune |3akoHomaTeabHOE U HOPM 8 2 12 10 | 4
JOKYMEHTOB aTUBHO-METOJMYECKOe
perympoBaHue
AEJONPOU3BOACTBA.
VHudukanus u
CTaHJApTU3ALMS
JOKYMEHTaJIbHON
vH(popManuu




3 3.1 CoBpeMeHHoe CrpyKTypa 1e10BOro 8 2 12 10 | 4
JeJI0BOE MMCbMaA.
MUCbMO
4 4.1 OpranuzanuoH Ionatusa 8 212 10 4
HO-PacIoOpsIUT OpraHU3allMOHHAs U
eJbHasi pacropsiiuTebHast
JOKYMEHTalus1 JOKyMEHTalus1
5 5.1 Nudopmanmon | IToustre nngopmaiimoHH 8 2 12 10 (4
HO-CIIPaBOYHAas O-CIIpaBOYHas
Y JIOTOBOPHAsi JOKYMEHTaIUSI.
JOKYMEHTaLM. Nupopmanronssie
JOKYMEHTHI.
6 6.1 [Tnanupymomme Buap! mianupyommx 8 2 12 10 | 4
U OTYETHBIE JOKYMEHTOB U UX
JOKYMEHTBI KJIaccuukanus
7 7.1 CekperHoe nen I'pucpoBannbIe 8 2 |2 (0| 4
OIPOM3BOJCTBO | TOKYMEHTHI M 0OpalieHme
C HUMH.
8 8.1 Opranmsauysa o | PyHKIMU U CTPYKTypa 8 2 |2 (0| 4
OKYMEHTO000p CITyKOBI
ora AEJIONPOU3BOACTBA.
Opraauzanus
JIOKYMEHTO000pOTA.
9 9.1 OneparuBHOe Cucremaruzanusi 8 2 12 10 | 4
Y apXMBHOE JoKymeHTOB. O0iue
XpaHeHue TIPUHITUTIBI
JOKYMEHTOB. (popmupoBanus nen.
Homenknarypa nen
Utoro 72 18 (18 | O |36
3.2. Conepxxanue pa3jgeaoB JUCHHUILIMHBI
3.2.1. JIekiuoHHBIE 3aHATHSA, COJePKaHNEe H 00beM B yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocTb
pasnena (B yacax)
1 1.1 [TonsTHE O CporictBa nokymeHTa. [IpuzHaku 2
JOKYMEHTax U JNoKyMeHTa. PyHKIMY TIOKYMEHTa:
JNOKYMEHTaJIbH rjaBHasi, UH(OpMaIIMOHHAS,
oM KOMMYHUKATUBHAs1, KyMYJISITUBHAS,
obecrieueHnu y crielMaybHble, yIpaBieHYecKas
MPABJIECHYECKOT (peryaATvBHAsA), MIO3HABATEIbHAS

O IIponecca.

(KOrHMTMBHAs), TPABOBaA,




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

2.1

Odopmnenue
JOKYMEHTOB.

3aKkoHOAATEeIbHOE U HOPMATHUBHO-
METOJMUYECKOE peryIrupoBaHue
JeJIONPOU3BOACTBA. YHUDUKAIISA U
CTaHAAPTU3ALMS TOKYMEHTATbHON
uHdopmanuu. PopmaTsl Oymaru.
dopmatbl 6yMaXHBIX JJOKYMEHTOB.
BHyTpeHHsIs1 ¥ BHEIIHSIS CTPYKTypa
nokymeHrta. TpebGoBaHuS K
COCTaBJIEHUIO 1 0(POPMIICHUIO
JIOKyMEeHTOB. TpeOoBaHMS K TEKCTY
noxkymeHnToB. ('OCT P 6.30-2003
«YCI. YCOP/I. Tpeboanus K
0(pOPMJIEHUIO TOKYMEHTOB» ). [ToHsTHE
o Oianke JokymeHTa. [IponosibHoe u
YIJIOBOE PacHoJIOKeHUe PEKBU3HUTOB,
(aroBeiit 1 ieHTpUpOBaHKUA. OOIIHI
OJ1aHK, OJIaHK ITUCHhMA,
yHU(ULIIPOBAHHBIE (hOPMBI
JOKYMEHTOB. PEKBU3HTHI IOKyMEHTa:
PEKBU3UTHI-OCHOBAHUS1, PEKBU3UTHI-
MPU3HAKY, PEKBU3UTHI O(DOPMIICHUSI
COBPEMEHHBIX YIPaBIEHYECKUX
JNOKYMEHTOB

3.1

CoBpemeHHOe
JeJI0BOe
IIMCbMO.

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

4.1

OpranuzanuoH
HO-PaclopsiIuT
eJIbHAs
JOKYMEHTAaITHs.

[MoHsATHS OpraHu3aIlMOHHAS U
pacnnopAaaruTEIbHaA NOKYMCHTALUA.
OpraHu3zaiMoHHas1 JIOKYMEHTAIUs,
TpeOoBaHus K 0(DOPMIICHHIO, COCTaB

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

5.1

Nudopmanmon

ITonsartue I/IH(I)OpMaL[I/IOHHO-CHpaBO‘IHaH




HO-CIIpaBOYHAs
Y JIOTOBOPHAs
JOKYMEHTalUs1

nokymeHTanus. MiHpopMaoHHble
nokyMeHThl. CotyxeOHbIe TIFChMa, UX
Pa3sHOBUIHOCTU, PEKBU3UTHI MMUCHMA.
Odopmiienue mceM 1o (PUHAHCOBBIM
BOMNPOCaM, TAPAHTUIHBIX U
COIIPOBOAUTEBHBIX, HH(POPMAITMOHHBIX
nuceM. JloknagHas 3anucka.
Oo0mbsicauTenbHas 3anmucka. TpeboBanus
K opopmiienmio. CripaBKu, UX BUJbI,
TpeOOBaHUs K COCTABJICHUIO 1
odopmieHuo. JJoKkyMeHTUpOBaHNE
Xofa coOpaHuii, coBemanuii. [IpoToko
KPAaTKWi1, OJIHbIA. Beimucka u3
MPOTOKOJIA. AKTBI, X BHIBIL.
TpeboBaHus K COCTaBJICHUIO U
odopmiienuio. JloroBopHas
nokymeHTanus. JJoroBop — ero Bujsl,
CTPYKTYpa, MOPsAA0K 0pOPMJIEHUS U
MOJMUCAHUS CTOPOHAMHU.

6.1

[Tnanupyomue
Y OTYETHBIE
JOKYMEHTBI

Buap! miiaHupyommx JOKyMEHTOB U UX
KjaccuduKanys. Y cTaHOBJICHUE
MOPSIAKA OTYETHOCTH.
dopman3oBaHHbIE OTYETHI

7.1

CekpertHoe €1
OMPOU3BO/ICTBO

TpeboBanus Hacrapnenus no 3amure
rOCY/IapCTBEHHBIX CEKPETOB B 00J1aCTH
CEKPETHOrO AEJIONPOU3BOACTBA.
['pucpoBaHHbIE TOKYMEHTHI U
oOpalneHre ¢ HUMU. YUYET JIOKyMEHTOB
¢ rpuOM CEKPETHOCTH.

8.1

Opranuzanus g
OKYMEHTOO00p
oTa.

DyHKIUY U CTPYKTYpa CITyKObI
aesonpousBoacTea. Oprannzanus
JOKYMEHTOO00pOTA.
JIOKyMEHTOIIOTOKH, UX BUJIbI, COCTAB
JOKYMEHTOB, MOPSI0K ABHKEHHUS.
TexHosorus 06pabOTKM MOCTYMAOIIUX
OOKyMeHTOB. [Ipuem nepeuunas
00paboTKa JOKyMEHTOB, pACCMOTpPEHHE,
pacnpenenenue. TexHoaorus
00pabOTKM JOKYMEHTOB BHYTPEHHETO
JOKYMEHTONOTOKa. TexHosorus
00paOOTKY UCXOASIIEN TOKYMEHTAIIUH.

9.1

OnepaTtrBHOE
Y apXMBHOE
XpaHeHue
JIOKYMEHTOB

Cucremartuzanus JoKymMeHToB. O0iue
MPUHIATIBL (POPMHUPOBAHHMS JIET.
Howmenknatypa nen. OgopmiieHue u
BeJICHHe, TIOPSIIOK 3aBEPIICHHUS.
Odopmienue e 1jist onepaTUBHOTO




XpaHeHUs. BHyTpeHHsA ONuCh.
Hymepanus 1ucToB, 3aBepuTelibHas
HaJMCch, opopMIIeHHE OOJIOKKH Jea.
Xpanenue 10KymMeHTOB. [ToaroroBka
JOKYMEHTOB JJ15 CIaYX B apXUB.

3.2.2. IlpakTHYecKHe 3aHATHS, COJdepP KaHue H 00’beM B yacax

Mopyns | Homep Tema Conepxanue TpynoemMKocThb
paszena (B yacax)
1 1.1 ITousarue o Nzydenue criocoOOB 1 CPeCTB 3aMUCH 2
JOKYMEHTax 1 uH(pOpMALIMK: pyYHasi, MarHUTHa,
JOKYMEHTAJIbH onruyeckas, ¢pororpaduyeckas,
oM 3JIeKTpocTaTnyeckas. TpeHupoBKka B
o0ecrieueHn! y BOCIIPOU3BEIEHUU U CTUPAHUU
NPaBJIEHYECKOT MH(OpMALIMK Ha KOMITBIOTEPE..
0 Ipouecca. Konuposanue u 3aHecenue
nHpopManmu Ha UH(GOPMALIMOHHBIA
HocuTtesb. Co3taHne nH(pOPMALIMOHHOM
6a3bl Ha IEPCOHATIBHOM KOMIIBIOTEPE.
2 2.1 Odopmiienue TpeboBaHuUs K COCTABJICHUIO U 2
JOKYMEHTOB 0(hOPMJIEHHUIO JOKYMEHTOB.
TpeboBaHUs K TEKCTY JOKYMEHTOB.
(Uzyuenue nonoxenuit 'OCT P
6.30-2003 «YCI. YCOP/.
TpeboBanust K 0(pOPMICHHUIO
JOKYMEHTOB» ).
3 3.1 CoBpemenHoe | TpeHMpPOBKA B COCTABJIEHUU JIEJIOBBIX 2
JEJI0BOE IIHCEM.
ITMCBbMO.
4 4.1 OpranuzaiuoH [IpakTyeckoe cocraBiieHHe 2
Ho-pacniopsaut | MHcrpykuuu. [pakTrka odopmieHus
eJibHas pacropsIUTEIbHBIX JOKYMEHTOB:
JOKYMEHTalus. | TNpHUKa3a, paclopskKeHUs, pelleHuU .
5 5.1 WNupopmanmon [IpakTryeckast TpEHUPOBKA B 2
HO-CIIPaBOYHAsI | COCTaBJIEHWHU CIYKe€OHOro muchbMa (T1o
1 JIOTOBOpHAasi | (pHAHCOBBIM BOIIPOCAM, FapaHTUITHOTO,
JOKyMEHTalus1 COIIPOBOJIUTEJILHOTO,
MH(OPMAILIMOHHOT0), CIIPaBKH,
IOKJIATHOUA U OOBACHUTEIHLHOM 3aIUCOK.
Benenue npotokosa coOpaHus,
COCTaBJIEHUE BHIIMCKU U3 IPOTOKOJIA.
Cocrasnienue akta u Jloroopa.
6 6.1 [Tnanupyronme | TpeHMpOBKA B COCTaBJIEHUM IJTAHOBBIX 2




Y OTYETHbIE
JOKYMEHTBI

JOKYMEHTOB (TE€KYIIUX, ONEpaTUBHBIX U
MEPCNEKTUBHBIX ), COCTaBJIEHUE
MIPOU3BOICTBEHHOTO (CITy:KeOHOTO)
OT4Y€Ta. 3anoJIHEHUE
(popManM30BaHHBIX OTUYETOB

7 7.1 CekperHoe nen | U3yuenue nonoxennit Hacrasnenus o 2
OIPOM3BOJCTBO | 3alIUTE rOCYJapPCTBEHHBIX CEKPETOB U
denepanbHOro 3aKOHOJATEIBCTBA O
3ammre “HQOpMaluu
8 8.1 Opranuzauus 1 TpenunpoBka B 00paboTKe 2
OKYMEHTO000p NOCTYNAIOMIUX JOKYMEHTOB (IIpUEM
oTa nepBUYHast 00pabOTKa JOKYMEHTOB,
paccMOTpeHue, paclpe/ieieHUe).
W3yvenne TexHomornm 06paboTKu
UCXOJALIEH JOKYMEHTAUU
9 9.1 OneparuBHoe |IIpakTHyeckas MOAroToBKa JOKYMEHTOB 2
Y apXUBHOE | U1 CAAUYM B apXUB (BHYTPEHHSIS OMUCH.
XpaHeHue HyMepauusl JJMCTOB, 3aBepUTEJIbHAS
JOKYMEHTOB. | HaJAIUCh, 0(pOpMJIeHUE OOIOXKKH JIENa).
W3yuenue nopsijika XxpaHeHUs!
JOKYMEHTOB.
3.2.3. JlabopaTopHbIe 3aHATHSA, COJIEPKaHNe H 00beM B Yacax
Mopyns | Homep Tema Conepxanue TpynoemMKocThb
paszena (B yacax)
3.3. Coaep:xanne MaTepnaaoB, BLIHOCHMBIX HA CAMOCTOSITEJbHOE H3yUYeHHe
Mopayas | Homep | Copepikanue MaTepHasos, Bujipl camocTosTeNbHOM TpynoemMkocTh
pazgena BBIHOCMMOTI'O Ha JIeATEeIbHOCTH (B yacax)
CaMOCTOSITEIbHOE
U3yueHue
1 1.1 W3ydenue criocoOOB TpenupoBka B 4

CPEICTB 3alUCh
nH(pOpMAIIMKU: pPyYHas,
MarHuTHasi, ONTHUYECKas,
otorpadpuyeckas,
3JIEKTpOCTaTUYECKasl.

BOCIIPOU3BEIEHUH U
CTUpaHuu UHOpMAIIK HA
NePCOHAILHOM
Kommnblotepe. KonupoBanue
Y 3aHeceHue uHpopmamu
Ha MaTepUaIbHbBIN
HocuTelb. Pabora ¢
MH(GOPMAITMOHHOW Oa301
K.




2 2.1 TpeGoBaHust K N3yuenune nonoxeHuit
COCTaBJIEHUIO 1 I'OCT P 6.30-2003 «YC/I.
0(POPMJIEHUIO JOKYMEHTOB. YCOPI. TpeGoBanus k
TpeboBaHUs K TEKCTY 0OpMJIEHHUIO
JOKYMEHTOB. JOKYMEHTOB>.
3 3.1 TpenupoBka B CamocrosTenbHas paboTa
COCTAaBJIEHUHU JEJIOBBIX Ha [1K.
ITHCEM.
4 4.1 [IpakTrueckoe CamocrosiTenpHast padora.
coctaBiieHre THCTpyKIMU.
[TpakTrka opopmiieHus
pacropsiIuTesIbHbIX
JOKYMEHTOB: IIPUKa3a,
pacropsiKeHusl, pelieHusl.
5 5.1 NupopmanmonHo- NuauBuayanbHas
CIPaBOYHAs U IOTOBOPHAst TPEHUPOBKA.
JOKYMEHTaIUsI
6 6.1 TpenupoBka B CamocrosTenbHast paboTa ¢
COCTaBJIEHUH TLTAHOBBIX (popmasinzoBaHHBIMU
JOKYMEHTOB, OJlaHKaMu
MIPOU3BO/ICTBEHHOTO
(cmyxebHoro) oTuéra
7 7.1 CekperHoe N3yuenue nonoxeHuii
JIeJIONPOU3BOJICTBO Hacrapnenus no 3amure
rOCY/1IapCTBEHHBIX CEKPETOB.
denepanabHOro
3aKOHO/IaTEJIbCTBA O 3ALUTE
vH(popManuu.
8 8.1 TpenupoBka B 06padOTKe I'pynnosoe 3ausTHeE:
MOCTYHAIOIMINX OCHOBBI 3JIEKTPOHHOT'O
JIOKYMeHTOB. M3yueHue JAOKYMEHTO000pOTA.
TEXHOJIOTHH 00PaOOTKH
UCXOOALIEH
JOKYMEHTALUH.
9 9.1 [TogroroBka TOKYMEHTOB ITokaszHoe 3aHaTHE.
Il CAAYU B ApXUB.
N3ydenue nopsiaka
XPpaHeHHs! TOKYMEHTOB

4. PoH OLIEHOYHBIX CPE/ICTB /IS IPOBeIeHUs TEeKYIeH  MPOoMe KyTOUYHOMI

(DOHI[ OLICHOYHBIX CPE€ACTB TEKYIIETO KOHTPOJIA U HpOMe)I(YTO‘lHOfI aTTeCcraguu 110 HUTOraM

aTTecTaniu 00yJarImuXxcs Mo U CHUILINHE

OCBOCHUSA NJUCHUIUIMHBI ITPEACTABJICH B IPHUJIOKECHUM.
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DoH OLIEHOYHBIX CpEeICTB

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

1. bacakoB, Muxaun MBanouu. [lenonpon3BoactBo [TekcT]:mokyMeHTallMOHHOe oOecrieueHre
ynpaBienuss 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
obecrieueHre ympapienus [Tekcr]:yueOHoe mocobue i CpeaHero NpodeccuoHaIbHOTO
oOpazoBaHust/.-6-¢ wu3n., crepeotuil.-M.:Akanemus,2007.-174, [2] c..mn. TutoB, Bragumwmp
IOpbeBuu. JJokyMeHTallMOHHOE OOecrieueHre yIpaBeH!sl, apXUBOBEJEHUE U JOKYMEHTOBEIEHUE
[Tekcr]:cOopHuK 3amay : yuyeOHO-MeToandeckoe nocodue/.-Upkyrck: U3narenbctBo MpKyTckoro
rOCY/IapCTBEHHOTO TIeIarornyeckoro ynupepcutera,2006.-55 c.:tabi.

5.1.2. U3panua n3 DBC

1. EnuHoe okHO AocTyma K oOpa3oBatesibHbIM pecypcam. Pexum goctyna: http://window. edu. ru
Hayunas Dnektponnas buommoreka «KUBEPJIEHVMHKA». Pexum nocrtyna: http://cyberleninka.
ru/about#ixzz2ywJrtP91 Hayunas snekrpoHHas cropoHHss (Poccuiickoro ¢onma) 6ubamorexka
(pynnamentanpHbIX HccaenoBanuil. Pexxum nocrtyma: http://elibrary. ru Pycckas BupTyasibHast
oubmoreka. Pexum moctyma: www. rvb. ru ®enepanbhbliii nopran «Poccuiickoe oOpa3oBaHue».
Pexxum poctyna: www. edu. ru

5.2. JlonoqHUTeEJILHAS JUTEpaTypa
5.2.1. IleuaTHbIe N3aHUA

1. BacakoB : [leqonpon3BOJACTBO (OKYMEHTAIIMOHHOE OOeCIieueHne YIpaBJieHHs): ydeOHoe
nocobue. — PoctoB-Ha-/lony: ®enukc, 2008. — 473 c. I'ynses : [lepeBo3ku. JJokyMeHTHI, paBuJa,
(popmynspsl, TexHonorus. — M.: «PunaHcel M cratuctuka», 1998. — 368 c. Kupcanoma :
JlenonpousBoacTBo: yueOHoe nocodue mist By3oB. — M.: UHdppa-M, 2005. — 311 c. Ky3Henos :
ObecnieyeHne ynpapJieHUs U JEeJOMPOU3BOJCTBO: YUEOHUK VIS BHICHIMX M CPEIHUX CIEIUATbHBIX
yueOHbIx 3aBefeHuil. — M.: IOpaiit, 2010. — 576 c. Ky3HenoB : TexHonoruu JOKYMEHTAIIMOHHOTO
obecrieyeHns yrpamjieHus: ydeOHoe mocooue. — M.: Uzn-Bo M3U, 2010. — 232 c. Bepesuna :
Henonpoussonacrteo. — CII6.: IMurep, 2006. — 272 c. BecenoB : [lenoBoe MucbMo; KyJbTypa
JeJIOBOro oOmeHnss U oduimaibHOl nepermucku. — M.: Mapkerunr, 1993. — 78 c. lemun :
Henosoe nuceMo. — M.: beparop, 2004. — 217 c. Kakue nokymeHTs! Bectv // Typusm: npakTuka,
npoOiemsbl, nepcriektuBbl. —2001. - Ne 10. — C.70-71. , ®abpuuHoB : [leI0NpOU3BOACTBO H

3alUIIEHHBI 3JIeKTPOHHBIA JIOKYMEHTOo000poT: VYueOHuk. — M.: Jloroc, 2011 - 452 c.
Kynepurreitn : H(opMamoHHbIe TEXHOJIOTHH B AJONPOU3BOACTBE 1 yrpasieHnu. — CI16.: BHV-
Cankr-IlerepOypr, 1999. — 256 c. PaxmanuH : OCHOBBl [JEJOBO peuyd U pelaKTHpOBaHHUE

CITy’)keOHBIX JIOKyMEHTOB: y4eOHoe mocodue. — M.: Boicmas mkona: Muadpa-M, 1997. — 192 c.
Coros : O6pasusl 1okymeHToB. MHcTpykimu. 'OCTs. — M.: TIpocnekt, 1999. — 80 c. CTeHIOKOB.
HenonponsBonactBo:  [IpakTuueckoe mocodue MO JIOKYMEHTAI[MOHHOMY  OOeCIeueHHIO
JesaTespHOCTH npeanpuarusa. — M.: Ilpuop, 1999. — 144 c.
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5.2.2. Uzpannsa u3 9BbC

1. Poroxun obecrieyenue ynpasieHus: yaeOHO-TIpakTndeckoe nmocodue. — M.: I[Ipocnekt, 2006.
— 384 c. Pexum pocryna: http://www. lib. tpu. ru/isoimages/06-3080.iso0 Ksecko u
JeJIOTIPOU3BOJICTBO [DNEeKTPOHHBIN pecypc]: yueOHoe mocodme. — Tomck: M3p-so TITY, 2010.
Pexum  pmoctyma:  http://www.  lib.  tpu.  ru/fulltext2/m/2011/m159.pdf  IIpobaemsr
COBEPIICHCTBOBAHUS JOKYMEHTAIMOHHOTO OOECTIeYeHHs YIPaBJIeHUs] B COBPEMEHHBIX YCJIOBUSIX.
Pexum pocryna: http://www. directum. ru/338816.aspx LleHTp KOMIETEHUMM IO BOIPOCAM
JOKYMEHTAIIMOHHOTO ~ OOecleueHrs. DHIMKJIONEIusl JeJIONpOM3BOACTBA. Pexum  gocryma:
http://www. edou. ru/enc/ TOCT P 51141-98. [Ienonpon3BoaCTBO U apXUBHOE A€J10. TepMUHBI U
onpenenenus. Pexum gocryma: http://base. garant. ru/181655/ T'OCT P 6.30-2003.
VYHUDUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIMU. YHUMU-LIMPOBAHHASA CHCTEMa OPraHU3aLMOHHO —
pacropsiIuTeIbHON JTOKyMeHTarmu. TpedoBaHus K 0OpPMIICHHIO JIOKYMEHTOB. 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

Ccruika

HammonansHast QJICKTPOHHAA OHOIMOTEKA

https://xn--90ax2c.xn--plai/

[IpyopureTHblii  HaMOHAJIBHBIN

«O0pa3oBaHue»

IIPOEKT

Poccuiickas HalmoHanbHass OMOIMOTEKA http://www.nlr.ru/
[Mpe3upentckas  OmbOmmoreka wmM. B.H. | https://www.prlib.ru/
Enpuuna

I'ocypmapctBeHHas HayuHas neparornyeckas | http://www.gnpbu.ru/
OouOmMoTeKka M. YIIMHCKOTO

HarmonaneHbpii  (poHI MOATOTOBKM KaapoB. | http://portal.ntf.ru/

6. [lepeyeHsb MPOrpaMMHOT0 00ecnevYeHust

[Tporpammuoe obecnieuenne oodmero HazHaueHus:: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC

"MeralIpo".

[TporpammHOe obecriedeHne CrenuaaTbHOrO Ha3HAYCHUSI:

7. MaTepHajbHO-TEXHHYECKOE 00ecnedeHne 1 CIUNINHBI

HanmeHoBaHMe IOMENIeHHH /151 TPOBEACHHUS
yueOHbIX 3aHATUN W U1 CaMOCTOSTENILHOM
paboThl 0OYJAIOIIMXCS

OcHaleHHOCTh CHeNUAIbHBIX TIOMEIIEeHUHN 1
MOMEIIEHUH JIJIs1 CAMOCTOSITESTBHOU PadOThI
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Vuebuble aymuropun ans  npoBeneHus | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
3aHATUI JIEKLIMOHHOTO TUIA oO0y4yeHHs1 yKazaH B TMacropre ayIuTOpUH,
3aKPEIJIEHHOW PAaCIMCAHUEM IO (PAKYJIBTETY

VyeOHble  ayaWTOpUW IS TIPOBE/ICHUS
MPaKTUYECKUX 3aHATUI

VyeOHble ayguTOpUM [AJisi MPOMEXKYTOUHOM
aTTecTalyu

Vuebuble  ayautopum i KypcoBoro | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
POEKTUPOBAHUA(BBIIIOJTHEHUS KypCOBBIX | OOy4eHHMsl yKazaH B THacropre ayIuTOpUH,
paodor) 3aKpPEIUIEHHON paclMCaHueM 1o Kadeape

8. MeTo,rmquKne PE€KOMECHIAIUU IO OPraHn3alui U3y4YeHUA U CHUIIINHBI

V3yueHne 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 cucteMe TexHocepHoi Oe3onacHocti. O0MaaaTh HABbIKAMU COCTaBJIEHHS ITPOEKTOB
OpraHU3alMOHHO-PACTIOPSIUTEbHBIX JOKYMEHTOB U JIEJIOBOW KOPPECTIOHIEHIIHH.

B nporiecce npoBeeHUsI MPAaKTUUECKUX 3aHATHI MpenojaBaTesieM rpeiaraercsi padota B hopme
JVICKYCCHIA, TPYIITOBBIX OOCYKICHUI, IPE3eHTAINI, BHICTYTIICHUH C COOOIICHUSIMH.

[lepen ouepesHBIM CEMHHAPCKUM 3aHSATHEM HEOOXOIUMO CaMOCTOSTENIBHO MO KOHCIEKTY (MM
uTepaType) mpopadoTaTh TEOPETUYECKUH MaTepHasl, COOTBETCTBYIOIIMI TeMbl 3aHATHS U B
Havasie 3aHATUIM 33/1aTh MIPENOAaBaTeI0 BOIIPOCH [0 MaTepUaly, BBI3BaBIIEMY 3aTPyJHEHUS B €ro
MOHMMaHUU U OCBOCHUHU.

Oco0eHHOCTBI0 OYHOU (hOpMBI OOYUYEHHUS MPEATONIATaeT U CaMOCTOSITEIbHOE U3YUYEeHUE JaHHON
JIVMCIMIUTAHBI, KOTOpOE HAIlpaBJIeHO Ha YINyOJieHWe WM 3aKpervieHWe MOMYYeHHBIX B paMKax
ayAUTOPHBIX 3aHATUIN 3HAHUN.

JI71s1 yCTIeNTHOTO CaMOCTOSATEILHOTO N3YUeHUS] TUCIUITMHBI CTYICHTY HEOOXOJMMO O3HAKOMUTHCS
MCTOYHUKAMU JIMTEPATYPbl, MPEITI0KEHHBIMU TPETI0JaBaTeIeM.

CamocTosiTenpHast padoTa BHIIOTHSAETCS 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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