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1. IlepeyeHb NJIAHMPYEMBIX pe3yJabTATOB OOy4YeHHSl IO JIUCHHUILIHHE
(MoxyJIl0), COOTHECEHHBIX ¢ IUIAHUPYEMbIMHM pe3yJabTAaTaAMH OCBOCHUS
o0pa3oBaTeJbHOM MPOrPaMMBbI

1.1. IJenu oucuuniunoi

L{enpr0 AUCHUIUIMHGI SBJSIETCS PAa3BUTHE MPEICTABICHUNA O COBPEMEHHOW HAayKe
IIOCPEACTBOM  3HAKOMCTBA C  CHCTEMOM  KYJIbTYpOJIOTMYECKOTO  3HAHWI,
dbopMupOBaHrE WHIUBUAYATHHOTO KYJIBTYPHOTO KamuTana OyayIIero CrielnuaInucTa,

CHOCO6CTBYIOHI€FO

¢ pexTuBHON

ACATCIIBHOCTHU B MHOTI'OHalITMOHAJBbHBIX

KOJUICKTHBAX B YCJIOBUAX FJIO68,JIH33HI/II/I.

1.2. Ilepeuensv gpopmupyemvix KomnemeHuuil

B pesynapTare OCBOEHUSA AUCHUIUIMHBI (MOIYJsI) Yy OOy4YaromIerocs AOJKHBI

c(OpMHUPOBATHCS  CIICIYIOIINE KOMITCTCHITUH,
oOy4eHus

110  JUCHMUIIIIMHC

BBIpQKEHHBIE Yepe3 pe3yJsibTaT

(MOIIYJBI), KaK 4YaCTb pPC3ylibTaTa OCBOCHHA

oOpazoBartensHO nporpamMmsl (manee — OI1):

1.2.1. O6mekynbTypHble KoMneTenmun (OK):

KOMHeTeHHI/ISI HepequL HJ'IaHI/IpyeMI)IX pe3yHBTaTOB O6y‘IeHI/I$I 10 JUCILIUIIJIIMHEC
udp Copepxanne
3HaTh:
TTOHSATHE, 1IEJIH, 33]IJaYH U IPHHIIHIIBI ISITIONTPONU3BO/ICTRA;
OCHOBHBIE OTallbl JKU3HEHHOTO IMKJIA TPAaHCIOPTHO-
TEXHOJIOTMYECKUX MAIMH U KOMILJICKCOB
CrnocoOeH oCymIecTBIATh | YMETh:
po¢eCCUOHAITBHYIO opopMIIATH  JIOKYMEHTallUFl0 B COOTBETCTBUU  C
NeSITENIbHOCTD C YUE€TOM HOPMAaTUBHOI 0a30H, B T.4. UCMIONB3Ys
SKOHOMHUYECKHX, MH()OPMAIMOHHBIC TEXHOJIOTHH;
OIIK- | 2KOTorecKknx 1 _ | yauTbIBaTH OKOHOMUYECKHX, 9KOJOTUYECKUX u
1 COIMAJILHBIX OTPAHWYCHUH | COIMABHBIX OTPAHWYCHUN HAa BCEX JTalax >KU3HEHHOTO
Ha BCEX dTamax [MKIAa  TPAHCIOPTHO-TEXHOJIOTMYECKUX  MAllMH U
JKU3HEHHOTO IMKJIa KOMILJIEKCOB
TPaHCIIOPTHO- Bnanets:
TEXHOJIOTHYECKUX MAIIMH | HaBBIKAMH paboTHhI c OCHOBHBIMH BHJIAMH
1 KOMILJICKCOB; JIEIIONPOU3BOJICTBEHHBIX ~ JIOKYMEHTOB U MpaBUJIAMH
OpTaHM3AIMH BCEX ITAIOB PA0OTHI C HUMU;
aHajM3a SKOHOMHYECKHUX, DKOJOTHYECKUX U COIMATbHBIX
OTpaHMYEHUH Ha BCEX OJTamax > KU3HCHHOTO ITHKJIa
TPAHCIIOPTHO-TEXHOJOTUIECKIX MAIINH U KOMIUJIEKCOB
OIIK- Cnoco0eH HCIoIb30BaTh 3HaTh:
A COBpEMEHHBIC MOHATHE, 1EJIH, 33]]a49H U IPUHIIUIIBI IeTOMPOU3BO/ICTBA;
nH(pOpMaIMOHHBIE OCHOBHBIC  HAMPABJIICHWS]  PA3BUTHS  DJIEKTPOHHOTO




TEXHOJIOTHH U
MIPOrpaMMHBIE CpeICTBA
IIPU PELICHUH 3a7a4
npodeccnoHanbHOM
NeSTEIbHOCTH,

JOKYMEHT0000poTa

YMers:

opopMIIITH  JOKYMEHTAIlMI0 B
HOPMaTUBHOM 0a30ii, B T.4. HCIIOJIB3YS
MH()OPMAIIMOHHBIEC TEXHOJIOTHH;
HCIOJIb30BaTh COBPEMEHHOE MTPOrPaMMHOE OOecTieueHue
Bnaners:

HaBbIKaMU paboThI c OCHOBHBIMH
JICJIONPOU3BOJICTBEHHBIX ~ JIOKYMEHTOB |
OpraHM3alK BCEX ATANOB PabOTHI C HUMHU;
HaBBIKaMU OpTraHu3aIuu
JIOKYMEHT0000poTa

COOTBCTCTBHUH C

BUJIAMHU
npaBUiIaMu

QJICKTPOHHOI'O

Crnioco0eH npuHUMaTh
000CHOBaHHBIE

3HaTh:
MOHATHE, 1IEJIH, 33JIJa4H U IPHHIIMIIBI ISTIONPOU3BO/ICTRA;
OCHOBHBIC TCXHHUYCCKHUC CTaHI[apTI)I

TEXHUYECKUE PEIICHMUS, VMETh:
BpIOUpATh SP(EKTUBHEIE U | OQOPMIIATE  JOKYMEHTALMI0 B COOTBETCTBUM  C
OIK- 0e30macHble TEXHUYECKHE | HOPMATUBHOH 0a30M, B T.4. UCIIOJb3Ys
HpH PelleHHH 33124 MIPUMEHATh COBPEMEHHBIE TEXHMYECKHE PEIICHUS I
. peaym3anuu MpodeccCHoOHABHBIX 331a9
npodeccnoHaTEHOM
Bnaners:
ACATCIBHOCTH, HaBBIKAMH paboTsl c OCHOBHBIMH BHJIaMU
JIEJIONPOU3BOJICTBEHHBIX ~ JOKYMEHTOB W MPaBWIAMHU
OpraHu3aIlK BCEX ITANOB PaObOThI C HUMH
3HaTh:
CrniocoOeH y4acTBOBaTh B | MOHATHE, 1IE€JIH, 3a/1a41 ¥ IPUHIIMIIBI AEIOIPONU3BOJICTBA;
pagpa60TKe TeXHUYECCKOU 0COOEHHOCTH TEXHUUYECKOTO ACJIOIIPOU3BOJACTBA
JIOKYMEHTAIIIH C CTaHJApTHl M HOPMBI, CBSI3aHHBIE C MPOQPECCHOHATHHON
JEeSATEIbHOCTBIO
HCIIOJIH30BaHUEM
OITK YMers:
6 CTaHAapTOB, HOPM I oQopMIIATH ~ JOKYMEHTAlMI0 B COOTBETCTBUH  C

MIPaBUJI, CBA3aHHBIX C
npodeccnoHanbHOM
TSI TeTbHOCTBIO.

HOPMAaTUBHOI 0a30H, B T.4. HCIOJIb3YS
MH(pOpPMaIMOHHbIE TEXHOJIOTHH;

Bnazers:
HaBBIKAMU paboTsI C OCHOBHBIMH BUIAMH
I[eJ'IOHI)OI/ISBOI[CTB CHHBIX I[OKYMGHTOB H HpaBI/IJ'IaMI/I

OpraHu3alru BCCX DTAIIOB pa60TBI C HUMH,

2. MecTO IMCUMILIUHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

JucunminHa (MO1yJb) peaiu3yeTcsl B paMKax

0a30BOM qacTH

(6a30B0ii, BApUATHBHOI HIII
(akyIbTaTHBHOM)

OCHOBHOM MpoeCCHOHAIbEHON 00pa30BaTeIbLHON MPOTPaMMBI.




3. O0bem auCHMIUVIMHBI (MOAYJsI) B 3a4YeTHBIX eIMHMIAX (3.€) ¢ YKa3aHWeM KOJMYeCcTBA AaKaJeMHYeCKHX WU
ACTPOHOMMYECKHMX YaCOB, BbIJIeJEHHBIX HA KOHTAKTHYI0 padoTy o0ydawiuuxcs ¢ npemnogaBartesieM (Mo BUAAM Yy4eOHBIX
3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aK0IUXCA

Jnst OYHOU dbopmbl 00ydeHUS ™!

(0O4HOM, OYHO-320YHON MJIH 320UHOI)

DopMBbI KOHTPOJIS Bcero uacos Bcero Kypce 1
B TOM YHCJIC 3.€ Cemectp 2 [18 Hen]
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4. Coaep:xxaHue TUCHUILIHHBI (MOYJIs1), CTPYKTYPUPOBAHHOE MO TeMaM
(pa3aesiam) ¢ yka3aHHeM OTBEJEHHOI0 Ha HHUX KOJHMYECTBA aKaJeMUYeCKHUX
YacoB U BU/0B YUeOHBIX 3aHATHIA

4.1. Pa3zoenvt u memvt Oucyuniunovl (MOOy1s) u mpyooemMKoCcms no eUOAM
YueoOHbIX 3anamuil (6 aKademuueckux 1acax):

Bunp! yueOHbIx 3ansTHH, BKiItouas CPC

No Pasnensl u TemMbl ok a6 Tip CPC
JTUCLUILTHHBI (MOIYJIIS)

O (0X] 3 o o3 3 O 03 3 (6] o3 3

1 xkypc 2 cemecmp

OCHOBHBIC TTOHSATHS
1 2 2 10 8
JOKYMEHTAIHOHHOTO
obecnieyeHys ynpaBiIeHHsI

OyHKIUH TOKYMEHTOB.

YuaudunupoanHas
CHCTEMa OpPTraHU3allMOHHO-
3 PacTOpSUTENLHON 2 2 10 8

JOKyMEHTAILHH.
IOpunuueckas cuna
JIOKyMEHTOB.

Oprasu3anoHHO-
pachopsIIuTeNbHbIE,
4 UH(OPMALMOHHO- 2 2 4 2 10 10

CIIPaBOYHBIE TOKYMEHTBI,
JOKYMEHTAIUS TI0 JINYHOMY

COCTaBYy.

JenoBast mepenucka:
KJIacCU(pUKAIHS,
CTPYKTYpa, CTaHIapTHEIC
5 (bpassl U BHIPAKEHHS B 2 2 4 2 10 20
cdepe IKCIuTyaTaun
CYIIOBOTO
INEKTPOOOOPYIOBAHUS U
CpE/ICTB aBTOMATHKH

Koppecnonaenuusi,
CBsI3aHHAs C TIPOBEICHUEM
6. MEPHOHHECKIX 2 2 4 2 10 20

MeponpHsITHii B cdepe
9KCIUTYaTaIl[UH CYI0BOTO
ANEKTPOOOOPYIOBAHUS U

CPEJICTB aBTOMATHKH

Opranmzanust  paboTel €

JIOKyMEHTaMH
7 (moxymeHTO000pOTA) B 16 14
' cepe AKCIUTyaTalui
CYIIOBOTO

3NIEKTPOOOOPYMOBaHHS U
CPEACTB aBTOMaTHKHU

CucremaTu3anus
JoKyMeHTOB. Opranusauus
8. XpaHEeHUs JIOKyMEHTOB B 16 14
chepe OKCIUTyaTAllUHI
CyJ0BOI'O
JNIEKTPOOOOPYIOBAHUS U
CPEACTB aBTOMATHKH




Pabora ¢ nokymeHTamm,
COZlepIKAILUMU
KOH(UICHIINATIbHbIC

9. 2 8 12
CBEICHUS B chepe
IKCIUTyaTallid  CyJOBOTO
JNIEKTPOOOOPYHOBaHUS U
CPEJICTB aBTOMATHKH

CoBpeMeHHBIE CHOCOOBI
co3maHus, OOpabOTKH |
10, | TepenauM  JOKYMCHTOB B 2 8 14
JIENONIPOM3BOJCTBE B chepe
IKCIUTyaTallid  CyJOBOTO
3NIEKTPOOOOPYHOBaHUS U
CPEJICTB aBTOMATHKH

HUTOIo 16 6 16 6 108 128

[Mpumeuanusi: O — ounast ¢opma obyuenusi, O3 — ouHO-3a0uHast ¢opma OOydeHus, 3 —
3ao4Hast popma oOyueHwus. 3a0uHast popma 00ydeHHUS.

4.1. Cooeprrcanue pazoenoe u mem OUCYURIUHDL
Tema 1. OCHOBHBIC MMOHATHS JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUS

OcHOBHBIE TIpOQEeCCHOHATBHBIE TEPMUHBI W ONpEACTCHHS B paboTe C JOKYMEHTaMU:
JEJIONPOU3BOJCTBO, JOKYMEHTHUPOBAaHUE, JOKYMEHT, PEKBU3UT, QOpPMYJISp TOKYMEHTa,
Mart epI/IaJII)HHﬁ HOCHTCIIb, ropuaniceckasd Chjla JOKYMCHTa, cucremMma I[OKYMGHTaHI/If/'I,
yHUPUKAIUS, CTaHJapTU3alus, YHUPHUIMPOBAHHAS cucrema OpraHU3alOHHO-
pacnopsAIUTENBHON JOKYMEHTAIIUN

Tema 2. ®yHKIUU JOKYMEHTOB.

Oyukuuu, kinaccudukanus gokymeHToB. HopmaTuBHO-mpaBoBas 0a3a JTOKyMEHTAllMOHHOIO
oOecrieueHus ynpaBiIeHUs

Tema 3 YHu(UUIHPOBaHHAS CUCTEMA OPraHU3ALMOHHO-PACHOPSAUTEIbHON JOKYMEHTAIMH.
KOpuanueckas cuina TOKyMEHTOB.

Crpykrypa, conepxxkanue I'OCT P 6.30-2003 «YHudpuupoBanHas cucreMa OpraHu3allMOHHO-
pacropsauTenbHON JOKyMeHTanuu. TpeOoBaHMs K O(OPMIIEHHIO JOKYMEHTOB»: COCTaB
PEKBU3UTOB;

TpeOoBaHUs K O()OPMIICHUIO PEKBU3UTOB JIOKYMEHTOB; TpeOOBaHUs K OJaHKaM U 0(hOpMIICHHUIO
JOKYMEHTOB; TpeOOBaHUS K HM3TOTOBIICHHUIO, YYETYy, MCIOJIH30BAHHIO M XPaHEHHIO OJAHKOB C
BocripousBeeHneM I'ocynapcteenHoro repoa PO u repbos cyobexToB PO

Tema 4. OpFaHI/IBaLII/IOHHO-paCHOP}IIII/ITCHLHBIC, I/IH(I)OpMaI_II/IOHHO-CHpaBOLIHBIe JAOKYMCHTHI,
JOKYMCEHTAIUA IO IUYHOMY COCTaBYy.

OCHOBHBIE TPYIIIBI ¥ BHJIBI OPTaHW3aMOHHO-PACTIOPTUTEIFHON TOKYMEHTAIIHN:

- OpraHu3alMOHHBIE (YCTaB, OJOXKEHUS, HHCTPYKIIUH, ITATHOE pacHHCaHUe, IPaBUiIa
BHYTPEHHETO TPYI0BOTO paclopsiaKa);

- pacniopsiAuTENbHbIE (IOCTAaHOBJICHUS, IPUKA3bl, YKa3aHUs, PACTIOPSKEHHS, PELICHNs);
CripaBo4HO-MH(OPMAIMOHHBIE U CIIPABOYHO-aHAIUTHYECKUE (CIIPABKH, JOKJIAJHbIC 3aIHCKH,
aKTbl, IPOTOKOJIBI);



- AOKYMCHTAaNus 11O JINYHOMY COCTaBYy (pC3IOM€, IMPUKA3LI 110 JINYHOMY COCTAaBY, 3a4BJICHUC,
TpyaoBast KHUXXKA, JIMYHAA KapTOUKa COTpYAHHKA, JINYHOC ,Z[CJ'IO)

Tema 5. JlenoBas nepenucka: kiaccuukaius, CTpykTypa, CTaHAapTHbIE (pa3bl U BEIPAXKEHUS B
cdepe 3KCIITyaTaluy CyJJOBOTO 3JIEKTPOOOOPYIOBaHUS U CPEICTB AaBTOMATHKH

JlenoBoe nmucbMo B ycinoBusix yHuukarmu. [IpaBuia opopmMiieHHs JEI0BOTO MHChMA.
Hekotopsle BUbI muceM. Mex1yHapoJHbIE MMCbMa
JenoBoe nmucbMo B ycinoBusix yHuukarmu. [IpaBuia opopmMiieHHs JEI0BOTO MHChMA.
Hekotopsle BUbI muceM. Mex1yHapOJHbIE MMCbMa

Tema 6. Koppecnionaenuusi, cBI3aHHasi ¢ IPOBEICHUEM ITEPUOINYECKUX MEPOIIPUATHIH B cepe
HKCIUTYyaTaIlH CyI0BOTO 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMATHKHU

Oprann3aliiOHHO-TEXHUYECKUE MEPOTIPHUATHS IO MOJTOTOBKE U MPOBECHUIO COBEIIAHUMN.
CrtpykTypa noKiaaa 1 oT4era (Ha COBEIIaHUHU, 3aCeIaHuH, KOH()EPEHIIHH )

Tema 7. Opranuzanus paboThl ¢ JOKyMEHTaMHu (JIOKyMEHTO000poTa) B cdepe IKCILTyaTaluu
CYJIOBOTO 3JIEKTPOOOOPYA0BaHUS U CPEICTB ABTOMATUKU

[Tonsitue noxkymentoobopora. Ilpuem u nepBuuHas oOpaboTka 1OKyMEHTOB. Pacnpenenenue
HNOCTYNUBIIMX  JOKyMEHTOB. Peructpauus pokymeHtoB. OpraHuzanus KOHTpoJd 32

HCITIOJIHCHUEM NOKYMCHTOB.

Tema 8. Cucrematuzanus 1gokyMeHToB. OpraHm3amus XpaHCHHsI JOKYMEHTOB B cdepe
AKCIUTyaTaIlMH CYJ0BOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKH

CocraBieHne HOMCHKIJIATYpbI OCII. q)OpMI/IPOBaHI/Ie JACII. XpaHeHHe JAOKYMCHTOB.

Tema 9. Pabora ¢ nokymMeHTamHu, cojepKalluMH KoH(UIEHLMalbHBIE CBelEeHUs B cdepe
HKCIUTyaTalH CyJOBOI0O 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMAaTHKU

[Topsinox paboThl mepcoHasla ¢ KOH(UICHIMAIBHBIMU JOKYMEHTaAMH. YUET M XpaHEHUe el C
KOH(HICHIIMATBHBIMU JOKYMEHTaMHU

Tema 10. CoBpeMeHHBbIE CIOCOOBI CO3[aHMs, OOpabOTKU M Iepelaud JTOKyMEHTOB B cdepe
AKCIUTyaTalH CYI0BOTO 3JIEKTPOOOOPYIOBAHUS U CPEJICTB aBTOMATUKH

CHeI_[I/IaJ'II/I3I/IpOBaHHI)Ie porpamMmaI aBTOMaTHU3allun CHCTCMBI JOKYMCHTHPOBAHUSA
ynpaBnqueCKoﬁ JACATCIIBHOCTH. Hcnons3oBanue I/IH(I)OpMaL[I/IOHHLIX TEXHOJIOTHH  Kak

WHCTPYMEHTAa MOBBIIEHUS 3(PPEKTUBHOCTH (YHKIUOHUPOBAHUS CHUCTEMBI  YIPABICHUS
JIOKYMEHTaMU Ha IIPEANPUATHN

4.2. Cooepoicanue nabopamopuvix paoom.

4.3. Cooepircanue npakmuueckux 3aHAMu



Ne paznena

(TeMbl) TUCIUTUTHHBI

HanmenoBanune IMPAKTUYCCKUX 3aHATHH

1 cemecmp (1 kypc)

1 OCHOBHEIE MTOHSTHS
JOKYMCHTAIIMOHHOTO  OOecreycHus
yIpaBJICHUSI

1. OcHoBHEIC TIpodheccCHOHATBHBIE TEPMUHBI I ONpEAeTICHUS B padoTe ¢
JIOKyMEHTaMH

3. YuudunupoanHas cucrema
OpraHU3aIMOHHO-PACTIOPSAUTELHOM
nokymenraruu. KOpuaudeckas cuna
JIOKYMEHTOB.

1. IlpoexTnpoBaHHE TPOAOJIBHOTO OJaHKa C
PacroIoKeHHEM PEKBU3HUTOB.

21IpoekTupoBaHuE YrIIOBOTO OJIaHKa TOKYMEHTOB

HECHTPUPOBAHHBIM

4. Opranu3ainoHHO-
pacropsauTeIbHEIe,
HHPOPMAMOHHO-CIIPABOYHBIC
JOKYMEHTBI, JOKyMEHTAIIHS IO
JUYHOMY COCTaBYy

1. Pa3paboTka u opopmIicHHE IPUKA30B 110 OCHOBHOM JCATEIEHOCTH.
2. Pa3paboTka u o¢opMIICHHE aKTa, JOKIaTHOW, OOBSICHUTCIHHOMN

3allUCKH, CIIPABKHU.

3. Pazpabotka m odopmieHHE IOKYMEHTOB IIO JIMYHOMY COCTaBY:
pesioMe, aBTobnorpadus, XapaKTepUCTHKA.

5. lenoBas nepenucka:
KIaccuduKamnys, CTpyKTypa,
cTaHAapTHbBIE (hPasbl U BEIPAKEHUS B
cepe IKCIITyaTaluy Cy10BOTO
3JIEKTPOOOOPYIOBAHUS U CPEACTB
ABTOMATHKH

1. JlenoBoe MUCHMO B YCIOBUSX YHU(HUKALINH.
2. IlpaBuna ohopMIIEHHUS JETOBOTO MACHMA.
3. Hexotopsie Buabl muceM. MexyHapOJHbIE TIChMa

6. KoppecrnioneHIusi, cBsi3aHHas C
MPOBECACHUEM IEPHUOIUICCKUX
MEpOMPUATHI B Cepe IKCILTyaTaI[iu
CYIIOBOT'O 3JICKTPOOOOPYIOBAHUS U
CPE/ICTB aBTOMATHKH

1. OpFaHI/ISaHI/IOHHO-TCXHI/I‘-ICCKI/IC MEPOIIpUATHA TI0 MOATOTOBKE U
IIPOBEJICHUIO COBEILIAHUI.

2. CrpykTypa pokimaga W oOTdeTa (HAa COBCIIAaHUH, 3acelaHWM,

KOH(EpeHIINN)

4.1 KypcoBasi pabora

He npenycmoTtpeno

4.2 KypcoBoii npoexT

JucuumuiiHa He IpeayCMaTpUBaeT KypCOBOU MPOEKT.

4.3 CamocrositeqbHasi padora. KoHTpoJib caMocTosITE/IbHOI padoThl

Ha camocTosiTensHy0 paboTy CTy/I€HTa BEIHOCSATCS CJIEAYIONINE TEMBI:

Tema 1. OcHOBHBIC HOHSATHS AOKYMCHTAIIMOHHOT'O obecrnieueHUs YIIpaBJICHUA

Tema 2. @yHKIIMM TOKYMEHTOB.

Tema 3 yHI/I(bI/II_II/IPOBaHHa}I cucreMma OpTaHI/I3aHHOHHO-paCHopHHHTCHLHOﬁ JAOKYMCHTAaIUH.

IOpunnueckas cuiia TOKyMEHTOB.

Tema 4. OpFaHI/IBaI_[I/IOHHO-paCHOP}IIII/ITCHLHLIC, I/IH(I)OpMaI_[I/IOHHO-CHpaBOLIHBIC JOKYMCHTHI,
JOKYMCEHTAIUA 110 IUYHOMY COCTaBYy.




Tema 5. JlenoBas nepenucka: KiaccupuKaiys, CTpykKTypa, CTaHAapTHbIE (pa3bl U BBIPAKEHHS B
chepe DIIEKTPOIHEPIeTUKH W  DJIEKTPOTEXHUKHM B  cdepe SKCIUIyaTallud  CyAO0BOTO
AIIEKTPOOOOPYIOBAHUS M CPEJCTB AaBTOMATUKU

Tema 6. KoppecronaeHuusi, cBsizaHHasi C MPOBEICHUEM MEPUOIUYECKUX MEPOIPUATHIA B cdepe
AIIEKTPOIHEPTETUKHU H ANEKTPOTEXHUKHU B Cepe IKCILTyaTalluu CyI0BOTO JIEKTPO0OOpyI0BaAHNUS
U CPEJCTB aBTOMATUKHU

Tema 7. Opranuzanust paboThl ¢ JOKyMEHTaMHU (IOKyMEHTO00OpoTa) B chepe IKCILTyaTalllu
CYZIOBOTO 3JIEKTPOOOOPYAOBaHUS U CPEICTB ABTOMATUKHU

Tema 8. Cucremaruzanus 1gokyMmeHToB. OpraHm3aius XpaHCHHs] JOKYMEHTOB B cdepe
9KCILTyaTalluu CYJOBOIO AJIEKTPOOOOPYI0OBAaHUS U CPEICTB aBTOMATUKHU

Tema 9. Pabora ¢ nOoKyMEeHTaMu, COJEpKallUMHU KOH(UICHIIMATIbHBIE CBEICHHUS B cdepe
9KCILTyaTalluu CYJOBOIO JIEKTPOOOOPYI0BAHUS U CPEICTB ABTOMATHKHU

Tema 10. CoBpemeHHBIE CHOCOOBI CO3/1aHUs, OOpPaOOTKM M TMepeaadu JOKYMEHTOB B cdepe
AKCILTyaTalluu CYJOBOTO JIEKTPOOOOPYIOBAHUS U CPEICTB ABTOMATUKHU

KOHTpOJII) CaMOCTOSITEJIbHOMN pa6OTBI IIPOBOJAUTCA B (bopMe MHHHU3a4YCTa.

4.1.ilnTepaKkTUBHbIE GOPMbI 00yYEeHUS
B mpomecce ocBoeHuss JaHHOW y4eOHOH JWMCHUIUIMHBI MHTEPAKTHBHBIE  (POPMBI
HCIOJIB3YIOTCA IPpHU HU3YUCHUU CICAYIOIINUX TCM:

KonnuectBo
Paznen (Tema) AMCHUTIMHBI 4acoB
O | 03| 3
Paznen 1. Tema 7. Opranuzanus paboThl ¢ TOKYMEHTaMH (JOKYMEHTO000pOTa) B cepe IKCIUTyaTalluu 2 1

CYZOBOTO IEKTPOOOOPYIOBaHHUS U CPEACTB ABTOMATUKH

Pazmen 1. Tema 9. PaGorta ¢ mOKyMEeHTaMH, COAEp AaIIMMH KOHQHUICHINATBHBIE CBEICHUI B cdepe 2 1
9KCIUTyaTalliii CYJ0BOTO AIIEKTPOOOOPYI0BAHHS U CPENICTB ABTOMATHKHI

Hroro 4 2

5. @oHJ OUEHOYHbIX CPeICTB /ISl TNPOBEJEHUSA MPOMEKYTOYHOM
arrecTaluu 00y4aromuxcs Mo JMCHUIINHE (MOIYJII0)
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5.1. OnucaHue mnoKa3arejel H KPpUTEpUEB OLECHHUBAHHUA KOMHGTEHHHﬁ,
OIMMCaHH e IIIKaJ/I O€HUBAHUA

Iloka3arenu
Onucanne nokasares

OLICHMBAHUA
OOy4aeMmblii ~ JE€MOHCTPUPYET CIHOCOOHOCTh K  MOJHOW  CaMOCTOSITEIbHOCTH
(oryckaroTcs KOHCYJIBTAllMK C IMPENOAaBaTeIeM IO COMYTCTBYIOIIMM BOIpPOCaM) B
BBIOOpEe croco0a pelleHHus HEM3BECTHBIX WM HECTaHAApTHBIX 3aJaHuil ¢
UCIIONIb30BaHMEM 3HAHWI, YMEHMH W HaBBIKOB, IOJIyYEHHBIX B XOJA€ MPOBEICHUS
O1eHKa «OTJIMYHO OCBOGHMS [WCHUUIUIMHBI, CIEAYeT CUYUTaTh KOMIETEHIMIO C(HOPMHUPOBAHHON Ha
(3aureno) BBICOKOM ypoBHe. [IpucyTcTBue copMupoBaHHON KOMIIETEHIINN Ha BBICOKOM YPOBHE

O3Ha4yaeT CIOCOOHOCTh CTYJAEHTa K e¢ JalbHeilIeMy CaMOpa3BUTHIO M BBICOKOH
aIanTHBHOCTH  NPAKTUYECKOrO INPHUMEHEHUS K  H3MCHSIOIMMCS  YCIIOBHSM
npohecCHOHABHON 3aJa4H.

OOy4aemblii JEMOHCTPHPYET CaMOCTOSATENbHOE NPHUMEHEHUE 3HAaHWM, YMEHUH U
HaBBIKOB TIPH DELICHHH 33/JaHUM, AHAJOTMYHBIX TEM, KOTOpPbIE IIPEIOCTaBISI
NpenojaBaTelb MpU NOTCHIHAIBHOM (OPMHUPOBAHUHM KOMIIETCHIMH, TOATBEPKIAET
Hanmuuue c(OPMHUPOBAHHOW KOMIIETEHIIMH, NpHYeM Ha Oojiee BBICOKOM YpPOBHE.
Hammume ~ chopMUpOBaHHOH ~ KOMIICTEHIMH ~ HA  IOBBILICHHOM  YpOBHE
CaMOCTOSATEIBHOCTH CO CTOPOHBI 00Y4aeMOro TIPH €€ MPaKTHIECKOI IeMOHCTPAINH B
XOJle PCIICHHUS aHAJOTMYHBIX 3aJaHUH CIeyeT OLCHUBATh KaK IIOJIOKUTEIBHOE H
YCTOIYHMBO 3aKPEIJICHHOE B IPAKTUYECKOM HaBBIKE.

O1leHKa «XOPOIIO»
(3a4TeHO)

OOyuaeMbIil JJEMOHCTPUPYET CAMOCTOSTCIBHOCTh B MPUMCHCHUU 3HAHUHN, YMCHHUHA U
HaBBIKOB K DCIICHHIO YYeOHBIX 3aJaHUN B IIOJIHOM COOTBETCTBHH C 00pasIom,
JAHHBIM TIPETIOIaBaTelieM, II0 3aJaHhsM, pEIICHHE KOTOPHIX OBUIO TIOKa3aHO
mperoiaBaTesieM, CIeyeT CUUTATh, YTO KOMIIETCHINS C(OPMHUPOBaHA, HO €€ YPOBEHb
HEJIOCTaTOYHO  BBICOK. [IOCKOJBKY  BBISBICHO  Hamudue c)OpMHUpOBaHHOM
KOMIIETEHIIMH, €€ CJIETYET OLICHUBATh MOJIOKUTEIBHO, HO HA HU3KOM YpPOBHE.

OrneHka
«YIOBJIICTBOPUTEIHHOY
(3a4TeHo)

OOyuaembIii HE CHOCOOEH CaMOCTOSTENHHO IMPOAEMOHCTPHPOBATh HATUYWE 3HAHUI
MIpU peIICHUN 3aJaHdi, KOTOpBIe OBUIM IPEICTAaBICHBI IMPEIONaBATENIEeM BMECTE C
Orenka 00pa3loM HX pEeLIeHHS, OTCYTCTBHE CaMOCTOSTEIbHOCTH B NPHMEHEHHHM YMEHHUS K
«HEYJIOBIICTBOPHUTEIBHO» | HCIOJB30BAaHUIO METOIOB MPOBEICHUS MPe/I- AUIUIOMHOMN IMPAKTHKU  HECIIOCOOHOCTh
(ue 3auTeHO) CaMOCTOSITENIFHO IIPOSIBUTH HABBIK IOBTOPEHMS PEIIEHHs IOCTABJICHHOM 3aladd I0
CTaHIapTHOMY o00paslly CBHUJETENbCTBYIOT 00 OTCYTCTBHHM C(OPMHUPOBaHHOM
KOMIIETCHIIHH.

5.2. TunoBbie KOHTPOJIbHbIE 3a/laHUA WM UHbIE MaTepHaJbl, HEO6GX0AHUMbIe
AJISI OLleHKHM 3HAaHUM, YMEHUW M (WiM) HaBBIKOB, XapaKTepPHU3YIOLUX
3Tanibl (QOpPpMHpPOBAHUSA KOMIETEHIIMA B Mpolecce OCBOEHHSA
006pa30BaTe/JIbHOM NPOrpaMMBblI

1. JlenonpousBoiCTBO — 3TO:

a) oTpacib JESATEIbHOCTH, KOTOpas He oOecleyrBaeT JIOKYMEHTHPOBAaHHWE M OpraHU3aIUI0
paboThI ¢ OPUCHBIMU TOKYMEHTAMHU;

0) oTpacib AeATETbHOCTH, KOTOpas o0ecreyrBaeT JOKYMEHTUPOBAHHE U OPraHU3aluio padoThI
C OCI)I/ICHBIMI/I )IOKYMGHTaMI/I;

B) chepa AesITeTbHOCTH 10 00eCeUeHHI0 OpraHu3auy o(pUCHBIMU TOKyMEHTaMU

2. JlaiiTe cpaBHMTENbHBIM aHAJIM3 OMPEACICHUN IMPEIMETHOTO TMOJS JeNONPOU3BOICTBA IO
JOCTYNHBIM Bam yueOHMKaM U UCTOUYHUKAM.

11




3. Onpenenure nperMyniecTBa ¥ HEJOCTATKH aBTOMATH3alUK JOKYMEHTAIMOHHOTO O0ECHCUCHUS
yIpaBICHUS

5.3. l'lepeqel-lb BOIIPOCOB AJIA UTOIrOBOT0 KOHTPOJIA 10 AUCHHUIIJIMHE

1. OcHoOBHBIE MOHATHSA JOKYMEHTAIIHOHHOTO O0ECTICYCHHUS YITPABICHHS

2. OcHoBHbIE NpodeccCHOHaTbHbIE TEPMUHBI U ONIpeieNIeHUs] B padoTe C JOKYMEHTAMH.

3. OyHKIMH, KIaccu(PUKaus T0KyMEHTOB.

4. HopmaTuBHO-TIpaBoBas 6a3a TOKyMEHTAlMOHHOTO 00eCIeUeH s YIIpaBICHUS

5. YHudunupoBanHas cucreMa OpraHu3alioOHHO-PACTIOPAIUTEILHON TOKYMEHTAIIUH.
KOpuanueckas cuia TOKyMEHTOB.

6. Crpykrypa, conepxanne I['OCT P 6.30-2003 «YauduuupoBaHHas cuctema
OpraHU3aIMOHHO-PACTIOPSAUTENFHON TOKYMEHTAIUH.

7. TpeboBanus K OPOPMIICHHIO JOKYMEHTOB)

8. OcHOBHBIE TPYIIIBI U BUJIBI OPTaHU3AIMOHHO-PACIIOPSIUTEIBHON JOKYMEHTAIINHN:

9. JlennoBoe nMCchMO B yclIoBHsX yHUuKauu. [IpaBuna opopmieHns 1em10BOro nucbMa.

10. HekoTopsie BuIbI uceM. MexayHapoHble TUChMa

11. lenoBoe nmuchbMo B ycinoBusix yHupukanuu. [IpaBuna opopmiieHHs 1€I0BOTO THUCHMA.
HexoTopsie Buapl muceM. MexayHapoaHble MHChMa

12. KoppecnonaeHuusi, CBsi3aHHAass C NPOBEICHUEM INEPHUOJMUECKUX MEpONpUATHH B cdepe
AKCILTyaTalluu CYJOBOTO JIEKTPOOOOPYIOBAHUS U CPEICTB ABTOMATHKHU

13. Oprann3annoOHHO-TEXHUYECKHE MEPOTIPUATHS 1O TTOJTOTOBKE U MPOBEICHUIO COBEIIIAHHIA.
14. CtpykTypa noKkjiana u otyeTa (Ha COBEUIaHUH, 3acelaHuH, KOH(PEPEHIUH)

15. IonsTe nokymenrooboporta. [Ipuem u nepsuyHast 06paboTKa JOKYMEHTOB.

16. PacnpeneneHne NOCTYNMBIIMX JOKYMEHTOB. Peructpamus nokymeHToB. OpraHuzanus
KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB.

17. Cucremaruzanus JOKYMEHTOB.

18. OpraHmzamus  XpaHeHHS  JOKyMEHTOB B  cdepe  OIKCIUIyaTallud  CyJIOBOTO
ANIEKTPOOOOPYOBAHUS U CPEJCTB AaBTOMATUKU

19. CocraBnenue HOMEHKIATYpHI jen. DopMupoBaHue Jell. XpaHCHHE JOKYMEHTOB B cdepe
HKCIUTyaTallH CyI0BOT0 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMATHUKHU

20. Pabora ¢ JOKyMEHTaMH, COJACpKAIMMU KOH(HICHIIMANBHBIE CBeACHHS B cdepe
HKCIUTyaTal[H CyI0BOT0 3JIEKTPOOOOPYAOBAHUS U CPEACTB ABTOMAaTHKHU

21. CoBpeMeHHBIE CIOCOOBI  CO3/aHUs, OOpaOOTKM © TepeJayd  JOKYMEHTOB B
JIeNIOTIPOU3BOJICTBE B cdepe 3KCIUTyaTallud CYAOBOTO 3JEKTPOOOOPYAOBaHHS U CPEICTB
ABTOMATHKH

22. Hcnonb3oBaHue HHMOPMAIMOHHBIX TEXHOJOTHMM KaK WHCTPYMEHTAa MOBBIIICHUS
P PEKTUBHOCTH (DYHKIIMOHHUPOBAHUS CHCTEMBI YITPABICHHS TOKYMEHTaMHU Ha MIPEIIPUSTHH

5.4. MeToau4yecKue peKOMeHAAlUu K NMPOBEJAEeHHI0 UTOTOBOT0 KOHTPOJIS IO
JUCIHUIIINHE

Ha uToroBslif KOHTPOJIb BBIHOCUTCS Y4eOHBIH MaTepHall, paCCMOTPEHHBIN Ha JIEKIIMOHHBIX U
NPAaKTUYECKUX 3aHATHSX, @ TAKXKE TeMbl, KOTOpbIe OBLIM MPEASIOKEHBI Ui CaMOCTOSITEIHLHOIO
U3Yy4YECHUS.

®opMON  NPOBEAECHUS  WUTOMOBOIO  KOHTPOJS IO  JAHHOM  JUCUUIUIMHE  SABJISETCA
nuddepeHIMpPOBaHHBIA 3a4eT, KOTOPBIA MPOBOJUTCS B YCTHOW (opMe ¢ HCIOIh30BaHHUEM
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OMJIETOB, COZEPKAIINUX TEOPETUUECKYIO U MPAKTUYECKYIO YacTh. TakyKe JOMYyCTUMO MPOBEICHUE
UTOTOBOTO KOHTpOJII B THCbMEHHOU ¢opme. O ¢opme NpoBeACHHUS HTOTOBOTO KOHTPOJIS
CTYACHTHI JOJDKHBI OBITH OTIOBEIIECHBI 320JIaTOBPEMEHHO.

Bo BpeMs moAaroroBKM K OTBETY Ha 3a4€T€ MCIIOJb30BaHUE CIPABOYHOM JUTEpaTypbl HE
JIOITyCKaeTCsl.

6. IlepeyeHb OCHOBHOII M [ONMOJHHUTEJHHOH YueOHO# JUTepaTyphbl,
He00X0AMMOii VIS OCBOCHUS AUCHUILIUHBI (MOYJIfA)

6.1 OcHoBHas yuyeOHasi JIUTEpaTypa

1. 3acnaBckas, E. A. JIOKyMEHTHpOBaHHME YIPABJICHUECKOW HesATeabHOCTH [TekcT] :
yueb. mocobue / E. A. 3acnmaBckas. - Omck : OUBT, 2010. - 115 c.

2. 3acnaBckas, E. A. JlokyMeHTUpOBaHUE YIpaBlIeHYECKON AestenbHOCTH [Tekcr] :
npaktukyM / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :

3. Kopuees, U. K. JlokyMeHTHpOBaHUE YIPaBIEHYECKOW NEATEIHHOCTU + TECTHI B
OBC : yueOHUK U IPaKTUKYM JUIS akagemuaeckoro Oakanaspuata / M. K. Kopaees, A.
B. [Mmenko, B. A. Mamypues. — 2-e u3f., nepepad. u gon. — M. : M3xgarenscTBo
FOpaiit, 2018. — 384 c.

6.2 JlonosiHUTe/IbHASI yuyeOHAsI JIUTepaTypa

4. BacunbeBa, M. H. Opranusanus 1enonpou3BoACTBa U EPCOHATIBHBIN MEHEDKMEHT
[Tekcr] : yue6. mocodue / U. H. Bacunwes, D. B. Octporckuii, . 0. FOpraes. - 3-¢
u3f. - M. : ByzoBckuit yue6Huk, 2009. - 320 c.

5. 3acnasckas, E. A.JlokymenTupoBaHue ympaBieHueckoi aestenbHocTH [Tekct] :
METO/. yKa3aHMs JJIs BBIOJHEHMs MpakT. U KOHTp. pabdor ¢ / E. A. 3acnaBckas. -
Owmck : Upteimickuit puman HI'ABT, 2008. - 30 c. : puc.

6. KysnenoB W. H. JlokyMeHTaunoHHOEe o0OecleyeHue yIpaBlIeHUs MU
JIETIOTIPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: yueOHuK juisi OakanaBpoB /Ky3Heros
Hrops Huxonaesny; 1. H. Kysnenos. - M.: IOpaiit, 2012

7. Tlepeyenb pecypcoB HH(POPMALHOHHO-TEIeKOMMYHHKANMOHHOH ceTn ''UHTepHer"
(nasee - cerp "UHTepHeT'), HEOOXOAUMBIX /IJIs1 OCBOCHUSA AU CHUILIMHBI (MOLYJIs1)

1.http://archives.ru

8. Ilepeuyenbr WHGOPMANMOHHBIX TEXHOJOTHH, HMCHOJb3YeMbIX HPH OCYIIECTBJIEHUH
o0pa3oBaTe/IbHOIO0 MpoHecca MO0 AUCHHIVIMHE (MOAYJI0), BKJIOYasi IepevyeHb
MPOrpaMMHOro odecrnedyeHus: M HMHGPOPMALMOHHBIX CIPABOYHbIX CcHCTeM (IpH
HEe00XO0AUMOCTH)

1.Cucrema npaBoBoii noanepxku «KoHCyIpTaHT-ILTIOC», «l"apaHT»
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9. Onucanue

MaTepPUAJbLHO-TeXHUYeCKOoi 0a3bl,

HEoOX0aAMMOMN IJIAl

OCYLIECTBJIEHHs 00Pa30BaTEJIbHOI0 MPOLECCa M0 AMCUUILINHE (MOTYJII0)

JloxyMeHTHpOBaHue
YIPaBJIEHYECKOU
JIESTEIIBHOCTH

YueOHas ayTUTOpUs AJIs MPOBEICHUS 3aHATHIA
JICKIIMOHHOTO THIIA: IOCKA yueOHas He MeHee - 1
IIT., HA0OPBI IEMOHCTPAIIMOHHOTO 000PYIOBAHUS
y4eOHO-HATJISAAHBIX TIOCOOMI, CTEH/IbI, TTAKATHI,
PENPOAYKINH, IKpaH Al MYJIbTHMEANA
MPOEKTOPA, MPOEKTOP, MPE3CHTAI[HOHHBIE
MaTepualbl, CTOJ He MeHee— 35 WIT., CTyI He
MeHee— 68 miT.

Omckas o6macts, T. OMcK, yi. ViBaHa
AnekceeBa, 1oM 2 (NeNe 45, 46 Ha mosTaXKHOM
mane (111), 5 atax)

YueOHas ayTUTOpUs IS IPOBEICHUS 3aHATHI
CEMUHApPCKOI0 TUMA: I0CKa yuyeOHas He MeHee - 1
IIT., 9KPaH Il MYJIbTHMEINa MPOSKTOPa, CTON He
MeHee— 13 wrT., cTyn He MeHee— 25 1uT.

Omckas o6nacts, T. OMcK, yi. ViBaHa
Anexceesa, 1oM 2 (NeNe 63, 64 Ha 03TaXKHOM
miane (111), 4 atax)

YyeOHas ayTUTOpHUs AJIS IPOBEACHUS TPYIIIOBBIX U
WMHAUBUAYAIBHBIX KOHCYIBTAIMH: JOCKa yueOHas
He MeHee - 1 IOT., OKpaH i1 MYJbTUMEIHA
MIPOEKTOPa, CTOJI He MeHee— 13 miT., cTyn He
MeHee— 25 1T.

Owmckas o6macth, T. OMcK, yi. ViBaHa
Anexceesa, 1oM 2 (NeNe 63, 64 Ha 03TaXKHOM
wiane (111), 4 atax)

[Tomemenne 11t cCaMOCTOSITENEHON paboTHI:
KOMITBIOTEPHAS TEXHHUKA, ONIEpalliOHHAasl CHCTEMA
Windows, maket nporpamm Microsoft Office, CIIC
Koncynerant [IJTFOC, TAPAHT, Habopst
JIEMOHCTPAMOHHOTO 000PYAOBaHMUS U Y4eOHO-
HaIJIAIHBIX TOCOOMH, CTEHBI, IUIAKaThI, y4eOHO-
HarJIsiAHbIE TOCOOUSI, PEPOIYKIMHU, SKPaH JUIs
MYJIBTHME/INA ITPOEKTOpa, IPE3CHTAIIMOHHBIE
MaTepHasl, CTOJI He MeHee — 43 IIT., CTyl He
MeHee — 48 wmT.

Owmckas o6mactp, T. OMck, yi. VBana
Anexceesa, oM 2(NeNe 52, 53,54,55 Ha
nostaxkHoM 1aHe (111), 3 stax)

VYueOHast ayAuTOpHs JUIS IPOBEACHUS TEKYILETO
KOHTPOJISI M TIPOMEKYTOYHOM aTTeCTalluu: J0CKa
ydeOHas He MeHee - 1 1mT., HabopsI
JEMOHCTPAlMOHHOTO 000pyJOBaHUS U y4eOHO-
HArJSITHBIX IOCOOUH, CTEH/IBI, IIAKATHI,
PETPOYKIMH, 3KPaH sl MYJbTUMEINA
HPOEKTOpPa, MPOEKTOP, MPE3CHTAHOHHbIC
MaTepHasl, CTOJI He MeHee— 35 WIT., CTyI He
MeHee— 68 mT.

Owmckas o6mactp, T. OMck, yi. VBana
Aunexceena, 1oM 2 (NeNe 45, 46 Ha TO3TaXKHOM
miane (111), 5 atax)
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