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[Mpodwie — 3ammTa B Upe3BbIYaliHbIX cuTyanusx (st Habopa 2023)
dopma oOyueHust: 3aouHast



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
6e301acHOCTHIO

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.

Bungp! 3aHaTHR Cemectp 9 Bcero yaco

OO011ast TpyI0EMKOCTb 108
AyJIUTOpHBIE 3aHATHA, B T.4. 18 18
Jlextmonnsie (JIK) 10 10
[IpakTrueckue (CEeMUHAPCKUE) 8 8

(I13, C3)
Jlabopatopusie (JIP) 0 0
CamocrosiTesibHas padoTa 54 54
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

IIPOrpaMMBbl 00y4eHus MO JUCLUILIMHE
Kon u WHauKaTOphl 1OCTUAKEHUS JlecKpUnTOpBL: 3HAHUS, YMEHUS,
HalMEHOBaHUE KOMIIETeHLIMH, (POpMUDPYEMBIE B HaBBIKU U (WJIM) OIBIT JESATEIbHOCTH
KOMIIETEeHLUH PaMKax JUCLUILTUHBI
VK-8 VK- 8.1. CrnocoGen co3maBaTh B | 3HaTh:  OCOOEHHOCTH  pa3BUTHS
MIOBCEHEBHOW JKM3HM O€30MAacCHBIE | MPUPOJHBIX CTUXMIAHBIX MPOLIECCOB
yCJIOBUS s COXpaHEHHUs
IIPUPOJIHOM Cpelbl, B TOM YHUCHIE P | YMETb:  OpraHu30BaTh  OLICHKY
yrpoze u Bo3HUKHOBeHMM YC wu | nmpuponmHoro pHCKa, BBIOOD
BOEHHBIX KOH(IJIMKTOB. ONTUMAJBHOIO  KOMIUIEKCa  Mep
3aLUTHI
Brnagers: HaBbIKAaMM OpraHu3alvU
novMomi B YC  mpupogHOro
Xapakrepa
VK-8 VK-8.2. Cnocoben co3ngaBaTth U | 3HaTh: IIPOUCXOXKIEHUE,
NOAJEePKUBATh BIPO(ECCUOHAIBHON | TOBTOPSAEMOCTb, XapaKTep TeueHWs
JesITeIbHOCTU yCIIOBHs oOecrieueHnsT | HeOMaronpusiTHBIX M OMACHBIX
YCTOMYMBOTO Pa3BUTHUs OOIIECTBA, B | MPUPOJHBIX SBIECHUI
TOM 4YHuCle TpuU  Yrpose W
BO3HUKHOBeHUM YC U BOeHHBIX | YMeTs: IUIAHUPOBATh u
KOH(DJIMKTOB. OpPraHU30BBIBATh 3¢ppekTUBHYI0
3alIUTY OT CTUXUIHBIX O€JICTBUIl B
KOHKPETHBIX YCJIOBUSAX
Brnagers: merogamu U cpencTBamMu
oOecrieyeHus ©e30IMacHOCTH
KU3HEEATEIbHOCTU
OIIK-2 OIIK-2.1. CiocoOHOCTh MPUHUMATH | 3HATh: TMOJHOMOYMSI OpraHU3AIWH,

yIpaBlIeHUYECKUE M TEXHUYECKHE
pemieHust B cepe TexHOCHEepHO
0Ee30IaCHOCTH

OpraHOB  TOCYAApCTBEHHOH U
MYHUUMIAIbHOMN BJIACTU U BEOMCTB
B 00JIaCTH aHTUTEPPOPHUCTUIECKON
3aLMILEHHOCTH, a TaKkKe IMepeyeHb
MEpOIpUATAA W JACUCTBUWA CUT B
IJIaHe IPOTUBOAEVCTBUS

TeppPOPU3MY




VMmeTb: OCYIIECTBIISAThH
B3aHUMOJIENICTBHIE c
roCy/1apCTBEHHBIMU opraHamu
UCIIOJIHUTEJIbHOM BJIACTU, OpraHaMu
MECTHOTO  CaMOYIPaBJIEHHUSI IO
BOIIPOCaM oOecrieyeHust
AHTUTEPPOPUCTUYECKON
3alIUIIEHHOCTH;

Bnagers: 3HaHMSAMHM B 00JIacTH
pa3padoTKu OpraHU3alMOHHO-
TEXHUYECKUX MEpPONpPUITHI U UX
peanu3anuu 1o BOIPOCaM
AHTUTEPPOPUCTUUECKON
3alUIIEHHOCTH

I1K-6

TIK- 6.1.
IUIAHUPOBaHWS,  pa3pabOTKM |
COCTaBJIGHUS ~ JOKYMEHTOB  IIO
BOIPOCaM 0€30IacCHOrO COCTOSTHHS
TEXHOTEHHBIX u MIPUPOIHBIX
0OBEKTOB.

CriocoOHOCTB

3HaTh: TpeOOBaHUsT HOPMATHBHBIX
JNOKYMEHTOB ~ T0  OpraHu3alu
IUIAHUPOBaHMS,  pa3paboOTKu U
COCTABJIEHUSI  JIOKYMEHTAIlM  TIO
BOMpOCaM oOecrieueHus
0€30ITaCHOCTH

Vmerp: pa3padaThiBaTh MPOEKTHI
IJTAHOBBIX IOKYMEHTOB U JIOKAJIbHBIX
HOPMATHUBHBIX aKTOB.

Biageth: HaBBIKAMH  JKCIIEPTHOR
OLIEHKU JOKYMEHTOB IO BOIpOCam
0€30I1aCHOI0 COCTOSIHUS
TEXHOTE€HHBIX u TIPUPOJTHBIX
0OBEKTOB.

3. Conep:xanne qUCHUNIAHBI

3.1. Pa3zgeqan! quCOUILINEBI H BHABI 3 aHATHH

3.1 CTpykTypa JUCHMILIMHBI 11 3a09H0H POPMBI 00yUeHHs

Monynb

Howmep
pasnena

HaumeHnoBanue
pasnena

Tembl pazaena

Bcero
YacoB

AyIuTOpHBI
€ 3aHATUA

ONa-N@!

J (IO | ]
K [3 [P
(C
3)

1.1

ITongarue o
JOKYMEHTax U

CRoiicTBa JOKYMEHTA. 8 210 1|0 6
[Tpu3HaKu TOKyMEeHTAa.




JOKyMEHTaJIbH DyHKIUM JOKYMEHTA
oM
obecrieueHnu y
MIPaBJIEHYECKOT
0 TIpolecca.
2.1 Odopmiienne | 3akoHOIATEIBHOE U HOPM
JOKYMEHTOB. aTUBHO-METOJUUYECKOE
peryJMpoBaHue
IEJI0NPOU3BO/CTBA.
VHudpuxkauus u
CTaH/JapTU3aLMs
JOKYMEHTaIbHON
nHpopManuu.
3.1 CoBpemeHHoe CrpyKTypa 1e10BOro
JIeJI0BOE IMCbMa.
MIChMO.
4.1 OpranuzanuoH ITouatusa
HO-PacIopsIIUT OpraHU3allMOHHAs U
eJlbHast pacnopsiiuTesbHas
JOKYMEHTalUSI. JOKyMEHTalus1
5.1 Nudopmanmon | Ilonsrue nagopmaimon
HO-CIIPaBOYHAas HO-CIpaBOYHAas
U JIOTOBOpHAsI JAOKYMEHTaLMS.
JOKyMEHTaLu s Nupopmanronssie
JOKYMEHTHI.

6.1 [Tnanupymome Buapl miianupyonmx
Y OTYETHBIE JOKYMEHTOB U UX
JOKYMEHTHI. KJIacCU(UKaLMS.

YcranosiieHue nopsaka
OTYETHOCTH.
DopMaIM30BaHHbIE
OTYETHI.

7.1 CekperHoe nen TpeboBanust

ornpousBoAcTBo | HacraBnenus no 3amure
rocyJapCTBEHHbIX
CEKPEeTOB B 00JIaCTH
CEKPETHOTO
AEJIONPOU3BOACTBA.
['pucdpoBannbIe
JOKYMEHTHI ¥ 0OparieHne
C HUMU. YYET
JOKYMEHTOB ¢ rprcgom
CEKPETHOCTH.
8.1 Opranusanus 1 DyHKLMU U CTPYKTYypa




OKYMEHTOO00p CI1yKObl
oTa. AEJIONPOU3BOACTBA.
Opranuzanus
JOKYMEHTO00O0pOTa
9 9.1 OnepatuBHOE Cucrematnzanus 8 210 10 6
Y apXUBHOE JIoKkyMeHTOB. O01ue
XpaHeHue MPUHLIUTIBI
JOKYMEHTOB popmupoBanus aei.
Homenknarypa nen
Uroro 72 10 |8 |0 |54
3.2. Conepxkanue pa3jesioB JUCHUILINHBI
3.2.1. JIekuuoHHbIE 3aHSITHS, COJIepP:KaHue H 00'beM B Yacax
Mopyns | Homep Tema Conepxanue TpynoemMKocThb
paznena (B yacax)
| 1.1 Beenenue. CpoiictBa fokymeHra. [Ipu3Haku 2
[TousTue o JOKyMeHTa. DyHKIMU JOKYMEHTa:
JOKYMEHTax U rjlaBHasi, MH(popMallMOHHas,
JNOKYMEHTaJIbH KOMMYHUKATUBHAs1, KyMYJISITUBHAS,
oM CHelMaJIbHble, YIIPABJICHYECKas
o0ecrieyeHn! y (perynaTvBHAs), MO3HABATEIbHAS
MPaBJIEHYECKOT (KOrHUTHUBHAs), TPaBOBas,
0 Iporecca. crienuabHble (CTaTUCTUYecKas,
HWCTOYHUKOBAA U T. 11.) MeTonsl u
crocoObl ToKyMeHTrpoBaHus. [ToHsTHE
JOKYMEHTUPOBAHUS, METOL,
JIOKYMEHTHUPOBAHHUSI, CIIOCO0
JOKYMEHTUPOBAHUSI, CPEICTBO
JOKYMEHTHPOBaHUSI.
4 4.1 Opranuzanuos [loHsATHA OpraHU3alMOHHAS U 2
HO-PacHopsiIuT pacriopsiguTes/ibHast JOKYMEHTaIus.
eJbHasi OpraHuzaioHHasi JOKyMEHTalus,
JOKyMEeHTalusi | TpeOoBaHMS K O(pOPMIICHHIO, COCTAB
PEKBU3UTOB, TEXHOJOTHS O(POPMIICHUSI.
[Tonoxenue. Ycras. YupeauTeabHbIN
aoroBop. MHcTpyK1us.
PacniopsinutesibHble TOKYMEHTHI:
MIPUKa3, paclopshKEeHUE, pellieHue.
TpeboBaHus K 0(pOpMIIEHHIO, COCTAB
PEKBU3UTOB, TEXHOJOTHS O(POPMIICHUSI.
5 5.1 WNupopmannon | [Tonsarue nHpOpMaLMOHHO-CITPAaBOYHAS 2

HO-CIIPaBOYHAas
Y JIOTOBOpHAsI

nokymeHTauus. IngopMaoHHble
noKkyMeHThl. CityskeOHble TMChbMa, UX




JOKYMEHTaIsI

Pa3sHOBUJIHOCTU, PEKBU3UTHI MMUCHMA.
Odopmiienue mceM 1o (PMHAHCOBBHIM
BOMNPOCaM, TAPAHTUIHBIX U
COIIPOBOAUTEBHBIX, HH(POPMAITMOHHBIX
nuceM. JloknagHas 3anucka.
OoOmbsicauTenbHas 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.

8.1

Opranuzanus 1
OKYMEHTO000p
oTa

DyHKIIUYU U CTPYKTYpPa CITYKObI
Aenonpou3BoacTBa. OpraHu3aius
JIOKYMEHTOO0O0pOTa.

JIOKYMEHTOIOTOKH, X BUJIbI, COCTAB

JOKYMEHTOB, TOPSIJIOK JBVKCHUSI.
TexHOJOTHS 00paOOTKY MOCTYMAIOIIUX
nOKyMeHTOB. [Tpuem nepBuyHast
00paboTKa JOKYMEHTOB, pACCMOTPEHHE,
pacnipesiesienue. TexHoorus
00padOTKM JOKYMEHTOB BHYTPEHHETO
JOKYMEHTONOTOKa. TeXHoJorus
00pabOTKH UCXOAIICH JOKYMEHTAITUH.

9.1

OneparuBHOE
U apXMBHOE
XpaHeHue
JOKYMEHTOB

Cucremaruzanus JokymeHToB. OOmmue
MPUHLUIIBL POPMUPOBAHUSA €.
Howmenknarypa nen. Ogopmiienue u
BEJICHUE, NTOPSJIOK 3aBEPILECHUS.
Odopmienue aen 11 ornepaTUBHOIO
XpaHeHus. BHyTpeHHsIs1 OnHCh.
Hymepatus 11cToB, 3aBepuTeIbHas
HaIKCh, 0(opMIIeHHE OOJIOKKH Jea.
XpaHeHue 1okymeHToB. [Toaroroska

AOKYMEHTOB U1 CIa4X B apXUB.

3.2.2. [IpakTHYecKne 3aHATHSA, COJAEPrKaHNe H 00beM B yacax

Mopnynb

Homep
pasgena

Tema

Copnepxanue

2.1

Odopmienue
JIOKYMEHTOB.

TpeOoBaHUs K COCTABJICHUIO U
o(popMIIEHHIO TOKYMEHTOB.

TpynoemMKocThb




TpeboBaHUs K TEKCTY JOKYMEHTOB.
(Uzyuenue nonoxenuit 'OCT P
6.30-2003 «YCI. YCOP/.
TpeboBanust K 0(pOPMICHHUIO
JOKYMEHTOB» ).
3 3.1 CoBpemeHHOE OcobGeHHocTH 0OpalieHus K 2
JEJI0BOE JOJIKHOCTHBIM JIMLAM U B OpraHU3alyu.
ITMCHMO. CrpykTypa [Ie10BOro n1uchbMa.
PekBU3UTHI 1€JI0BOTO MUChMA.
6 6.1 [Tnanupyonme | TpeHupoBKa B COCTaBICHUHU IIJIAHOBBIX 2
Y OTYETHBIE | JOKYMEHTOB (TEKYyILIUX, ONEPAaTUBHbIX U
JOKYMEHTHI. NEPCNEKTUBHBIX ), COCTaBJIEHHUE
MTPOU3BOICTBEHHOTO (CITy:KeOHOTO)
oT4éTa. 3aroHeHne
(pbopManM30BaHHBIX OTYETOB.
7 7.1 Cekpertnoe nen | U3yuenue nonoxenuit Hacrasnenus mo 2
OIPOM3BOJCTBO | 3alIUTE rOCYJAaPCTBEHHBIX CEKPETOB U
denepanbHOro 3aKOHOJATEBCTBA O
3ammre nHpopMalyu.
9
3.2.3. JlabopaTopHbIe 3aHATHA, COJIEPIKaHNe H 00beM B Yacax
Moayns | Homep Tema Copepxanue TpynoemMKocTb
paszena (B yacax)

3.3. Conepxxanne MaTepHuaI0OB, BLIHOCHMBIX HA CAMOCTOSITEJbHOE H3YUeHNe

Monyns | Homep | CopepxaHue MaTepualios, Buapl camocTosiTesbHOM TpynoemMKocTb
pasnena BBLIHOCUMOI'O Ha NEeATELHOCTH (B yacax)
CaMOCTOSATEJIbHOE
U3y4eHue
1 1.1 N3yuenue criocoOoB u TpenupoBka B 6

CPEJICTB 3aIluCU
uH(pOpMalMK: pydHas,
MAarHuTHasi, onTu4ecKas,
(pororpacpuueckas,
3JIEKTPOCTATUYECKAS.

BOCITPOM3BEICHUHN U
CTUpaHUM MH(pOPMALIUKU Ha
[IEPCOHATIBHOM
kommnbiotepe. Konrposanue
Y 3aHeceHue UHpopmaluu
Ha MaTepHUaJIbHbII
Hocutesb. Pabora ¢
MH(pOPMALIMOHHOW 6a30i
[1K.




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>.
3.1 TpeHupoBka B TpeHupoBKa B COCTaBIEHUN
COCTaBJIEHUM JEJIOBBIX JEJIOBBIX TIMCEM.
ITHCEM. CamocrositenbHas padoTa
Ha [IK.
4.1 [TpakTryeckoe IIpakTuyeckoe cocraBieHue
cocrasieHue MHCTpyKImH. Nucrpykumu. ITpaktuka
[IpakTuka opopmiaeHus odopmieHUs
pacropsIuTeIbHBIX pacropsIuTeIbHBIX
JIOKYMEHTOB: IIPUKa3a, JIOKyMEHTOB: IIPUKa3a,
pacropsKeHUsl, pellieHUsl. | paclopsiKeHUs, pelieHus
CamocrosTenbHas padoTa
5.1 WHupopmanmoHHo- [IpakTrueckasi TpeHUPOBKa
CIpaBOYHAS U IOTOBOPHAsI | B COCTABJICHUH CITyKeOHOTO
JOKYMEHTaLHSI. nrcbMa (1o (PMHAHCOBBIM
BONPOCaM, rapaHTUIHOTO,
COIPOBOIUTEJIBHOTO,
MH(OPMALIMOHHOTO),
CIpPaBKH, JOKJIAJHON 1
OOBSICHUTEILHOM 3aIHCOK.
Benenue nporokona
coOpaHus1, COCTaBJICHHE
BBIIIMCKY U3 MPOTOKOJIA.
CocrasneHue akra u
Horosopa.
6.1 Tpenuposka B CamocrositenbHas padoTa ¢
COCTaBJIEHUM TUIAHOBBIX (popmanmzoBaHHBIMU
JOKYMEHTOB, OJlaHKaMu
MIPOU3BOJCTBEHHOTO
(cmyxeOHOro) oTuéra.
7.1 CekpetHoe N3yuenue nonoxeHuii
AeJI0NPOU3BOACTBO. Hacrasnenus no 3amure
rOCY/1IapCTBEHHBIX CEKPETOB.
denepanabHOro
3aKOHO/IaTEJIbCTBA O 3ALUTE
vH(popManuuu
8.1 TpenupoBka B oOpadotke | TpeHupoBka B 00paboTKe

TIOCTYAOIINAX

JIOKYMeHTOB. M3yueHue

TEXHOJIOTHH 00PaOOTKH
UCXOOALIEH

HOCTYHEIIOHH/IX IIOKYMGHTOB
(pueM nepBUYHAST
00paboTKa JOKYMEHTOB,
paccMOTpeHue,




JOKYMEHTALUH. pacrpenenenue). zyuenue
TEXHOJIOTHH 00pabOTKH
UCXOIALIEN JOKYMEHTALIMH.
['pynroBoe 3ansATHE:!
OCHOBBI JIEKTPOHHOTO

JTOKyMEHTO000pOTA.
9 9.1 [TogroroBka nokymeHntoB | ITpakTuuyeckasi moaroToBKa 6
JUIsl CIAYM B apXUB. JOKYMEHTOB JIJIs1 CAa4u B
N3ydenue nopsiaka apXxuB (BHYTPEHHSISI OIKCh.
XpaHEHUsl JOKYMEHTOB HyMepalusl JIMCTOB,

3aBepUTEIbHAS HA/IIUCH,
odopMIIeHHEe O0JIOKKH
nena). U3ydenue nopsiaka
XPaHEHUs! IOKYMEHTOB.
Iloka3Hoe 3aHsATHE

4. ®oHI OLIEHOYHBIX CPE/ICTB /IS IPOBe/IeHUs TeKYIel 1 MPOMeKyTOYHOMI
aTTecTanu 00yJarIHuXCcs M0 U CIUILINHE

CI)OH,I[ OLICHOYHBIX CPEACTB TEKYIIETIO KOHTPOJIA U HpOMC)KYTOLIHOIL/'I aTrecranyy 1o urTroram
OCBOCHUSA NTUCHUIIIMHBI ITPEACTABJICH B IIPHUJIOKCHUM.

POH/I OLIEHOYHBIX CPEJICTB

5. Yue6HO-MeTOqMUECKO€E H MH(OpPMAIIOHHOE 00ecreuyeHne JHCIUIIHHbI
5.1. OcHoBHas JuTeparypa
5.1.1. IleuaTHble U3 JaHUA

1. bacakoB, Muxaun MeanoBuu. [lenonpousBonactso [Tekcr]:mokyMeHTalMoHHOE obecreueHue
yrnpaBienuss Ha ocHoBe ['OCT P 6.30-2003 : yueOHoe mocobue/.-U3n. 6-e, mepepad. u
jor.-M.:Tamkos u K,2007.-345 c.:ui. ITimenko, Anekcanap Baaaumuposud. JJokyMeHTalIMOHHOE
obecrieueHne ympapieHuss [Tekcr]:yueOHoe TmocoOMe Mg cpegHero IMpodecCHOHATBHOTO
oOpaszoBanust/.-6-e wusn., crepeoturt.-M.:Akagemus1,2007.-174, [2] c..mn. Tuto, Bragumwmp
OpbeBny. JJokyMeHTaIIMOHHOE OOecTieueHre yIIpaBJieH!s, apXUBOBE/IEHUE 1 JIOKyMEHTOBEICHIE
[Tekcr]:cOopHMK 3agau : yyeOHO-MeToanueckoe nocoodue/.-Upkyrck: MznarensctBo MpKyTCcKOro
rOCyJapCTBEHHOTO TeIarornyeckoro ynupepcureTa,2006.-55 c.:tadu.

5.1.2. Uzpgannsa u3 9BbC

1. EnuHoe OKHO JocTymna K 00pa3oBaTelIbHBIM pecypcaM. Pexum gocryna: http://window. edu. ru
Hayunas Dnextponnas budmmoreka «KUBEPJIEHMHKA». Pexum goctyna: http://cyberleninka.
ru/about#ixzz2ywlJrtP91 Hayunasi snekTponHasi croponHsiss (Poccuiickoro ¢onma) 6ubamoreka
(pynnameHnTanbHBIX ucciaegoBaHui. Pexum nocryna: http://elibrary. ru Pycckas BupryasipHas
oubmoreka. Pexum nocryna: www. rvb. ru ®egepanbHbiil mopran «Poccuiickoe oOpa3oBaHue».
Pexum nocryna: www. edu. ru
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http://work.zabgu.ru/fos/15/15.1/20.03.01%20%D0%91%D0%B0%D0%BA%20(%D0%B7%D1%87%D1%81%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

5.2. JlonoHUTeEJILHAS JUTEpaTypa
5.2.1. IleyaTHBIE N3 JaHUA

1. BacakoB : [lesonpou3BOACTBO (JIOKYMEHTAIIMOHHOE OOecreueHue yIpaBlieHus): yuyeOHoe
nocodue. — PocroB-Ha-/lony: ®enukc, 2008. — 473 c. 'ynsies : [lepeBo3ku. JIOKyMeHTBI, TIpaBUIIa,
popmyisipbl, TexHosnorusi. — M.: «®uHaHChl M cratuctuka», 1998. — 368 c. Kupcanosa :
Jenonpoun3BoacTBO: yueOHOe mocodue s By3oB. — M.: Uadpa-M, 2005. — 311 c. Ky3Hernos :
OobecrieueHre ynpapieHUs U AETONPOM3BOACTBO: YUSOHHK JUTS BHICIIMX U CPEIHUX CHEIUATIbHBIX
yueOHbIX 3aBegeHnid. — M.: FOpaiit, 2010. — 576 c. Ky3nenoB : TexHomOrnu JOKyMEHTallMOHHOTO
oOecrieueHHs1 yrpasjeHus: yueOHoe rnocodue. — M.: U3a-o MDU, 2010. — 232 c. bepesuna :
HenonpousBoactBo. — CII6.: ITurep, 2006. — 272 c¢. Becenos : [lenoBoe MHMCbMO; KYJIbTypa
JeJIoBoro odieHus U oduiMaabHoOi nepernucku. — M.: Mapketunr, 1993. — 78 c. emuH :
Henosoe nucbMo. — M.: Beparop, 2004. — 217 c. Kakue nokymenTs! Bectu // Typusm: npakTuka,
npoOnemsl, nepcnektuBbl. —2001. - Ne 10. — C.70-71. , ®abpuuHoB : JleI0npoU3BOACTBO U
3alWIICHHBIA 3JIEKTPOHHBIA JIOKYMEHTOo000poT: YueOHuk. — M.: Jloroc, 2011 — 452 c.
Kynepuureitn : UTHgopMalimoHHbIe TEXHOJOTMH B JeJI0NPpou3BoACTBe U ynpasienun. — CI16.: BHV-
Cankr-Ilerepoypr, 1999. — 256 c. PaxmanuH : OCHOBBl JEJOBOM pevd U pelaKkTHpPOBaHHE
CIy’)XeOHBIX TOKYMEHTOB: yueOHoe mocodue. — M.: Beicmas mkona: Mudpa-M, 1997. — 192 c.
CotoB : O6pasisl fokymeHToB. MuacTpykimu. [OCTh1. — M.: IIpocniekT, 1999. — 80 ¢. CTeHOKOB.
HenonpousBonacteo:  IIpaktuueckoe mocobue MO  JOKYMEHTAlMOHHOMY  OOeCHeueHMIO
nesitesibHOCTU nipeanpusitust. — M.: [Ipuop, 1999. — 144 c.

5.2.2. Uzpgannsa u3 9BbC

1. Poroxun obecrieyeHue ynpasieHus: yaeOHO-TIpakTndeckoe nmocodue. — M.: I[Ipocriekt, 2006.
— 384 c. Pexum pocryna: http://www. lib. tpu. ru/isoimages/06-3080.iso0 Ksecko u
JeJIOTIPOM3BOJICTBO [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 YIIPaBJIeHUs] B COBPEMEHHBIX YCJIOBUSIX.
Pexum pocryna: http://www. directum. ru/338816.aspx LleHTp KOMIETEHUMM IO BOIPOCAM
JOKYMEHTAIIMOHHOTO ~ OOecreueHrs. DHIMKJIONEIusl JeJIONPOM3BOACTBA. Pexum  gocryma:
http://www. edou. ru/enc/ TOCT P 51141-98.

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

Hazanue Ccbuika
HanmonanbHast aneKkTpoHHast OubIMoTeka https://xn--90ax2c.xn--plai/
Poccuiickas HalmoHanbHass OMOIMOTEKA http://www.nlr.ru/

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

I'ocypmapctBeHHas HaywHas neparornyeckas | http://www.gnpbu.ru/
O6ubIMOTEeKa UM. Y IIIMHCKOTO

HarmonaneHeiii (poHA MOATOTOBKM KaapoB. | http://portal.ntf.ru/
[IpuoputeTHbIli  HAIMOHAJIBHBIA  MPOEKT

11




«ObpazoBaHue»

6. IlepeyeHb MpOrpaMMHOI0 o0ecneyeHns
[TporpammHoe obecnieuenne oOmero HazHaueHus:: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

HpOFpaMMHOC obecrieueHue CIIENMAJIbHOI'O Ha3HAYCHU A

7. MaTepuajabHO-TeXHHYECKOE 00ecnevyeHne U CIUNINHBI

HaumeHnoBanue noMeIieHui s mpoBeIeHUs OCHAILIEHHOCTD CITE[UAILHBIX [TOMEILIEHUNA U
y4eOHBIX 3aHATHHA W JUIA CAMOCTOSATEILHOW | MOMENIeHUH JIJIsi CAMOCTOSITEIbHOW PadOThI
padoThl 00YYAOIIUXCS

Vyebuple ayautopum ans  npoBeneHus | CoctaB 000pydOBaHUS M TEXHUYECKUX CPENICTB
3aHATUM JIEKLIMOHHOTO TUIIA oOy4yeHUsl yKazaH B Hacropre ayIuTOpPUH,
3aKPEIUIEHHOW PACIUCAHUEM M0 (PaKyJIbTETY

VyeOHble  ayAUTOpPUM JUISL  TIPOBEICHUS
MPAKTUIECKUX 3aHATHI

V4eOHble ayqUTOPHH JJIS1 TPOMEXYTOYHOU
aTTecTaluuun

Vyebuple ayautopum ans  npoBefeHus | CoctaB 000pydOBaHUS M TEXHUYECKUX CPEJICTB
IPYNIOBBIX ¥ MHIUBHUYaJIbHBIX KOHCYJIbTAIMIA | OOyYeHUs1 yKa3aH B IacliopTe ayAuTOpuH,
3aKpErUIeHHON pacnurcaHueM 1o Kadeape

8. MeToanueckue peKOMeH/Jaliy M0 OPraHu3anuy U3y4eHus1 U CIUTIINHBI

M3ydeHue OUCHMIUIMHBL Ha JIEKIMAX, CEMHUHApaX U B PaMKaX CaMOCTOSITEIbHOM paOOThI
HarpaBJieHO Ha (popMUpOBaHKE Y 00YJAIOIIMXCS 3HAHUIA, YMEHUI 1 HABBIKOB TI0 CAMOCTOSITEJTLHOM
pa3padoTKe BHYTPEHHUX HOPMATUBHBIX TOKYMEHTOB MO OOECIIEUSHHIO Ka4eCTBa YIPABICHUECKOTO
nporiecca B cuctemMe TexHocepHou Oe3onacHoctr. O0MagaTh HABBIKAMH COCTaBJICHHS ITPOEKTOB
OPraHU3aIMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB U JIEJIOBOW KOPPECTIOHIEHITHH.

B niporiecce nmpoBeneHust MpaKTUYECKUX 3aHATHI MTpenoaBaTesieM rpejiaraetcsi padoTa B popme
JVICKYCCUM, TPYMITOBBIX OOCYKICHUI, PE3EHTAIIUM, BHICTYIIJICHUN C COOOIICHUSIMH.

[lepen ouepemHBIM CEMHHAPCKUAM 3aHATHEM HEOOXOIMMO CaMOCTOSITENIBHO IO KOHCIIEKTY (WJIH
JUTepatype) MmpopadoTaTh TEOPETUUECKUN MaTepHual, COOTBETCTBYIOIIUN TEMbl 3aHATHS U B
HavaJie 3aHATUN 33/1aTh TTPETNOAaBaTeli0 BOIIPOCH MO0 MaTepUaty, BEI3BaBIIEMY 3aTpyJHEHUS B €T0
MIOHMMaHWU U OCBOCHUHU.

OcobeHHOCThI0 OYHOH (hOpMBI OOYUYEHHUsI TPEAroiaraeT M CaMOCTOSITENIbHOE M3yUYeHUe JTaHHOU
JVCIUIUIMHBI, KOTOpOE HAMpaBJIeHO Ha YIAayOJieHHe W 3aKperuieHHe MOJYYeHHBIX B paMKax
ayTUTOPHBIX 3aHATHI 3HAHUI.

JlJ1s1 yCHEHOro CaMOCTOSITETbHOTO N3YYEHUsT JUCIUTUIMHBI CTYJICHTY HEOOXOIUMO O3HAKOMUTHCS
WCTOYHHMKAMU JINTEPATYPhI, TIPEIIOKEHHBIMH MTPETIOaBaTeIeM.

CamocrosiTesibHast padoTa BBHIMOTHIETCS B BUE COOOIEHHS IO OTAEIbHBIM BOITPOCAM, HATTMCAHUS
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peq)epaTa Y COCTABJIEHMS WJIM 3aMOJHEHNS OJIAHKOB OTHCJIbHBIX TOKYMEHTOB.
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Pazpaboturk/rpynma pa3paboTIYMKOB:
Bnanuvup Muxaiinosuu Ilecro

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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