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Llenn u 3apgaum gUcUUNANHbI

LUenb ancumninHel

Uenblo un3ydyeHUa aucuMnavHbl  «JlOKymeHTOBedeHue» sABAseTcA
YCBOEHME CTYAEHTaMM TEOPETMYECKMX OCHOB AOKYMEHTUPOBAHWUA, ero
COBpEeMEHHbIX npobnem W TEPMUHONOIMK, CNOCOOOB W CPeacTB
OOKYMEHTUPOBAHUA, KnaccudUKaLMM TUMNOB HOCUTENEM AOKYMEHTHOM
nHdopMaLMn, a TaKKe TUMOBOro COCTaBa AOKYMEHTALUMUN yuYpeKaeHNsa v
OCHOB COBPEMEHHbIX CUCTEM 3/IEKTPOHHOIO AOKYMeHToobopoTa

3agaumn
ANCUNNNNHDI

- M3y4YEeHMEe TEOPETUYECKUX OCHOB OOKYMEHTOBEAEHMA KaK CUCTEMHOWM
Hay4yHOM AMCUMNAWHbLI, ero obbeKTa, npegmeTa, CTPYKTypbl, METOAOB,
NOHATUMHOrO annapaTa; 3TanoB pPa3BUTMA LOKYMEHTOBEAEHMA KakK
Hay4YHOM AUCLUMNAMHBI, WCTOYHMKOB W B3aMMOCBA3EM C ApyrMmu
Hay4YHbIMWN AUCUNNANHAMMU;

- MNPUMEHEHMe CUCTEMHOroO noaxoda K [OOKYMEHTY KaK O0b6beKTy
nccnefoBaHuUA, NOHATME O cpeacTBax MHOpPMaLMOHHOro obecneyeHus,
KnaccudumkaTopax, WHCTPYKUMAX, nNpaBunax wu  YHUOULMPOBAHHBIX
dopmax AOKYMEHTOB, NpeACcTaB/NEHNE O CYLLHOCTU U Pa3BUTUMN MNOHATMA
«OOKYMEHT», O €ro OTHOWEHWUIO K MOHATMAM «UHbOpMAUMA» W
«MaTepUanbHbIi HOCUTENbY»; U3YYEHME CBOMCTB, MPU3HAKOB U PYHKLMN
AOKYMEHTa, ero CTPyKTypbl, NPaBUA COCTaBNEHUA U 0DOPMIEHMSA;

- u3yyeHune cnocoboB M cpeacTB AOKYMEHTUMPOBAHMA U HOCUTenewn
AOKYMEHTUPOBAHHOM nHdopmaumm, BUAOB danbcndmkaymm
AOKYMEHTOB M cnocoboB 3almTbl, CneunanbHbiXx Mep Npu obpalieHum
3aLLUULLEHHbIX HOCUTeNnen nHpopmaumm;

- M3yyeHWe npaBUN COCTaBNEHMA U OPOPMAEHUA YNpPaBAEHYECKUX M
TEXHUYECKUX LOKYMEHTOB;

- NOHATME O MeToAaxX KnaccudMKauuM [OKYMEHTOB U AOKYMEHTHOM
MHOOPMALMU, WHOEKCUPOBAHUM [AOKYMEHTOB W YHUPULMPOBAHHDLIX
CUCTEMAX AOKYMEHTaLmu;

- NOHATME O KOHPUAEHUMANBbHOCTU WMHPOPMALMM WU  [OKYMEHTOB,
0COBEHHOCTM onpeaeneHna CoCTaBa [JAOKYMEHTOB, OTHOCAWMXCA K
CNy*KebHol TanHe

MepeyeHb NNaHMpPYEMbIX pe3ynbTaToB 06yyeHUA No AUCLUNIUHE, COOTHECEHHbIX C
NAaHMPYEMbIMU pe3ybTaTaMMu 0CBOeHUA 06pa3oBaTe/ibHOM Nporpammbl

KomneTteHuuna OlNK-4

CnocobeH NPUMEHATb COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOIOMMU AR NOATOTOBKU TEKCTOBOM U
KOHCTPYKTOPCKO-TEXHO/IOTMYECKOM AOKYMEHTaUMM C y4yeTom TpeboBaHWIA HOPMaTUBHOM

OOKYMeHTauum
3HaeTt Ymeet Bnageet
- Knaccndmkaumio - pa3pabaTbiBaTb GOPMbI - HaBblKaMM aHanNm3a
AOKYMEHTOB, cnocobbl u TEXHUYECKOM AOKYMEHTaUMN; | [AOKYMEHTA; - CNOCOOHOCTbIO
cpeacTsa - 0pOPMIATE TEXHUYECKYHO 0dOpPMANATb AOKYMEHTbI C
OOKYMEHTUPOBAHUA; - OOKYMEHTaUMIO AOKYMEHTbI B Yy4eTOM Ha3HayeHuA,
CTPYKTYPY AOKYMEHTOB U COOTBETCTBUU C coAep)KaHmAa 1 Buaa
HOpPMaTUBHble TpeboBaHMA K HOPMATUBHbIMU OOKYMEHTA; - HaBblKamu
cocTaBneHuto n opopmneHnto | TpeboBaHUAMM; - COCTaBAATb COCTaB/€HMA AOKYMEHTOB C
TEXHUYECKNX LOKYMEHTOB; - OOKYMEHTbI Ha tobom npUMeHeHnem
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npasuna oGopmneHus,
06paboTkK, cornacoBaHmsa u
apXMBaLUM TEXHUYECKMX U
HOPMATMBHbIX LOKYMEHTOB; -
npaBuna COCTaB/EHMUA
HOMEHKNATYpPbl e, COCTaB U
ocobeHHOCTH paboTbl €
BXOAALLEN N UCXOAALLEM
AOKyMeHTauuel; - Buapl,
npaBWaa U HOPMbl AEN0BOM
nepenncku; - COBpeMeHHble
CUCTEMbI 3/IEKTPOHHOIO
OOKYMeHToobopoTa.

HoCcUTeNe B 3aBUCMMOCTHM OT
Ha3Ha4YeHMA, CoAEepPKaHMA U
BMAA AOKYMEHTA; - NPOBECTH
06paboTKy 1 cornacoBaHue
OOKYMEHTA; - 10TUYECKHU
BEPHO, apryMeHTUPOBAHHO
odpopmnATb AeN0BYIO
NOKYMEHTauuo.

KOMMNbIOTEPHbIX NPOrPamm; -
CNOCOBHOCTbIO COCTABUTD
WaboHbI TUMOBbLIX
OOKYMEHTOB; - NpaBuiaMu
COCTaB/IeHMA HOMEHK/ATYpPbl
OEeN v NOAroTOBKM
NOKYMEHTOB A/1A XpaHEeHUA B
apXuBe; - HOPMaMn U
cpeacTBamMu AenoBoi
nepenmucku.
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CTpYKTypa AUCLUNIUHDI

TemaTnuecKkuit nnaH

Ne HanmeHoBaHWe pa3fenos AUCUUNAUHDI Lindp ¢OpMMpyevMbIX
n/n KOMNeTeHUM
1 TeopeTunyeckue OCHOBbI OOKymeHTOBeaeHuA. | OMNK-4
[JOoKyMmeHT Kak 06bekT wuccneposaHuA. [pasuaa
cocTasneHna n opopmMmaeHna LOKYMEHTOB
2 JOKYMEHT KaK 06beKT HanageHua w 3awmtobl. | OMNK-4
MoannHHOCTL OOKYMEHTOB.
HecaHKUMOHMPOBAHHbLIN A0CTYN K WHbOpMaLMK.
KoHbuaeHumanbHOCTb HGOPMALMK U AOKYMEHTOB
3 MoaroToBKa W MNPOXOXAEHME npomexyTouHol | OMNK-4
atrectaumu
dopMbl NPOMEKYTOUHOM aTTecTauum
3auet He npeaycmoTtpeH (OyHasa dopma obyyeHus)
He npeaycmoTpeH (3aouHasa ¢opma obyyeHumsn)
dK3ameH 1 cemecTp (O4yHaa popma 0byyeHuUs)

1 cemecTp (3a04Has dopma obyyeHus)

KypcoBas pabota

He npeaycmoTpeHa (O4yHaa dopma obyyeHums)
He npegycmoTtpeHa (3aoyHan dopma obyyeHus)

KypcoBoi npoeKT

He npeaycmoTpeHa (OuyHaa dopma obyyeHums)
He npegycmoTtpeHa (3aouHan dopma obyyeHus)
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TpyA0eMKOCTb AUCLUMINHDI

O6wmnit 06vem

B TOM Yyncne aygutopHaa KOHTaKTHaA pa60Ta

®opma (Tpysoemkoctb) | KoHTakTHaA obyudatolmxca ¢ npenoaasaTesiem, yac Kypcosa
Kypcbl | CemecTtpbl ’ CamocTtonTesibHan paboTa 3ayet, | JK3ameH,
o6yquvm pa60Ta, Yyac CEMVIHapCKVIe, na6 6 3 ( )
Yacos 3ET Beero | Jlekuwm | npakTiueckue abopaTtopHble paboTa, yac MPOEKT), | cemecTp | cemecTtp
3aHATUA cemecTp
3aHATUA
OuHasn
dopma 1 1 144 4 72.5 36 18 0 18 715 1
0byyeHus
3aoyHasn
dopma 1 1 144 4 14.5 12 4 0 8 129.5 1
0byyeHus
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CopeprKaHne AUCUUNIUHDI

OuHana ¢opma obyuyeHus

Koa ) TpyaoemKocTb,
HanmeHoBaHWe Tem 3aHATUN aKa4eMUYECKNX
3aHATUA
yacos

Paspgen 1 «TeopeTnyecKue OCHOBbI AOKYMeEHTOBeAeHUA. [JOKYMEHT KaK

06beKT uccnepgoBaHus. NMpasuna cocraBneHUa n opopmaeHms 73.00

AOKYMEHTOBY»

JleKuuun

nil TeopeTunyeckue OCHOBbI OOKYMeHTOBeAeHUA.
JOoKymeHTOBeEeHME KaK CUCTEMHAA Hay4yHasa AUCUMMNAMHA, 2.00
06BEKT U NpeaMeT A0KYMEHTOBEeAEHUSA

ni.2 CucTemMHbIM  NoaxoAd K OOKYMEHTY  Kak  O06beKTy
nccneposaHma. CywHOCTb, TEHE3NC M Pa3BUTME MNOHATUA 500
«AOKYMeHT». [loHATMS «uHPopmauma, cooblueHue w '
AOKYMeHT». CBOMCTBA, NPU3HAKKN U PYHKUUM SOKYMEHTA

nis3 Knaccudumkauma A[oKymeHTOB. [MTOHATUA «PEKBUIUT» M
«popmynap». Buabl pokymeHToB. Obwme TpeboBaHMA K
coctaBneHmio n odopmiaeHuto, TpeboBaHMs K 6GraHKam. 2.00
OcobeHHOCT odopMNeHMa U 0bpalLeHUA SNEKTPOHHbIX
OOKYMEHTOB

nia Cneunduka coctaBaeHna n odopmaeHma oTaeNbHbIX BUAOB
YNpaBAeHYECKNUX AOKYMEHTOB. [l0fIOXKEHNE, WHCTPYKUMUA, 500
NPOTOKOJI, NOCTAHOBJIEHME, MNPUKA3, aKT, AOBEPEHHOCTb,
3anB/IeHMe, 4OKNaAHaA 3anMcKa, cny*kebHoe NMCbMo

nis OcobeHHOCTU cocTaBAeHUA U O0DOPMAEHUA TEXHUYECKUX
OOKYMEHTOB. Hay4yHo-nccneposartenbCkue,
KOHCTPYKTOPCKUE M TEXHONOTMYECKME OOKYMeHTbl. OTYET O 500
HWUP, NoACHUTEIbHAA 3anucka, YepTeXK, CXema, '
TeXHUYeCKoe onucaHue, cneumdpuKaums, TEXHONOTMYECKNE
KapTbl

NabopaTopHbie 3aHATUA

P1.1 CoctaBneHne u opopmaeHne 6mubnmorpadmnyeckoro cnmcka 200
NUCTOYHMKOB MHPOPMALMM NO 3aJaHHOM Teme '

P1.2 AHanNM3 NnapameTpoB rpynnbl 4OKYMEHTOB 2.00

P1.3 PaspaboTka M odopmneHMe TnpuKasa MO OCHOBHOM 4.00
0eATeNIbHOCTH

P1.4 MNoaroToBKa 1 opopmaeHne 4eN0BON KOPPECNOHAEHL MM 8.00

P1.5 MoaroToBKa 1 opopmneHne AOKNAAHOM 3aNUCKK 2.00

CamocroATenbHan pabora

C11 Cpeactsa MHOOPMALMOHHOIO obecneyeHus: 4.00
KnaccudumKaTopbl '

C1.2 CpeactBa MHOOpMaALMOHHOIrO obecneyeHUA: TUMNOBblE 4.00
WMHCTPYKUMN N YHUPULMPOBAHHBbIE GOPMbI '

C13 CBoicTBa, NPU3HAKM U PYHKLNM AOKYMEHTA 4.00

Ci4 OcHoBHble 3Tanbl pa3BuTUA 7] UCTOYHUKM B 4.00
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OOKYMEHTOBEAEHUM

C1.5

Buabl AOKymeHTOB. TpeboBaHWA K COCTaBNEHUIO W

5.00

odopmneHuto, TpeboBaHMA K BraHKam

Cl.6 OcobeHHOCT odopmMneHMa M 0bpalLeHUA 3NEKTPOHHbIX 4.00
OOKYMEHTOB

KoHTaKTHaA BHeayauTOpHanA paboTa

KBP1.1 OdopmneHune ynpaBaeHYECKNX LOKYMEHTOB 6.00

KBP1.2 OdopmneHne HayYHbIX U TEXHUYECKMX AOKYMEHTOB 6.00

KBP1.3 OT14yéT 0 HUNP, noAcHuTeNbHaA 3anucKa 4.00

KBP1.4 TexHW4ecKoe onucaHue, cneymPpuKkaumns 4.00

Paspen 2 «[JOKymeHT KaK 06beKT HanageHusa 1 3awuTbl. MoannHHOCTL

AOKYMEHTOB. HeCaHKUMOHMUPOBaHHbI A0CTYN K MHOpMaL M. 44.00

KoHdunaeHumanbHOCTb MHPOPMALMU U JOKYMEHTOBY

JleKuuun

n2.1 Cnocobbl 1 cpeactBa AOKYMeHTUpoBaHMA. oA/ IMHHOCTb
OOKYMEHTOB. Hocutenu AOKYMEHTUPOBAHHOM
NHbOPMaLUMN. HecaHKLMOHNPOBaHHbIM 4ocTyn K 2.00
nHdopmaumn, suabl danbcudUKaLUMN OOKYMEHTOB U WX
HoCUTEeNen

Nn2.2 Cnocobbl U cpeacTBa 3aWMTbl AOKYMEHTOB M HoOcuTenen
OOKYMEHTUPOBAHHOM MHpopMaunM oT danbCuPuKaumnm. 2.00
OnpepeneHve NOANNHHOCTU AOKYMEHTOB

n2.3 KoHdunaeHumManbHOCTb MHGOPMALMM U AOKYMEHTOB. ITanbl
onpeneneHna coctaBa KOHPUAEHLUMANbHbIX AOKYMEHTOB. 500
OcobeHHOCTM  onpedeneHna  coctaBa  AOKYMEHTOB, '
OTHOCALLMNXCA K CNy»KeOHOM TallHe

n2.4 MeToapl KnaccuduKkaumMm AOKYMEHTOB U  AOKYMEHTHOM
nHdopmaumn. NHaekcuposaHue OOKYMEHTOB. 2.00
YHUOMUMpPOBaHHbIE CUCTEMbBI OKYMEHTALLUM

CamocroaTtenbHasa pabora

C2.1 Cnocobbl 1 cpeacTsa AOKYMEHTUPOBAHUS 4.00

C2.2 Hocutenn goKymeHTMpoBaHHOM MHPOpMaLmm 4.00

C2.3 Buabl panbcudPpmuKaumm 4OKYMEHTOB U UX HOCUTENEN 4.00

C24 Cnocobbl M cpeacTBa 3aluUTbl AOKYMEHTOB M HOCUTENEeW 4.00
OOKYMEHTUPOBAHHOM MHbOPMaUUK OT panbCcudpuKaLmnm '

C25 OnpegeneHne NOAMHHOCTU AOKYMEHTOB 4.00

C2.6 CneumanbHbie Mepbl NPU  U3roTOBAEHUM, 0bpalleHUn
TPAaHCNOPTUPOBKE U XPaHEHUM 3aWMLLEHHbIX HOCUTENewn 2.00
nHpopmaumm

KoHTaKTHaA BHeayauTOpHana pabora

KBP2.1 CocTaB IOKYMEHTOB, OTHOCSALLMXCA K CNyXKebHo TaliHe 4.00

KBP2.2 KoHdunaeHumanbHOCTb MHGOPMALIUM N AOKYMEHTOB 4.00

KBP2.3 dTanbl  onpeaeneHMA  COCTaBa KOHPUAEHUMANbHbBIX 4.00
OOKYMEHTOB

KBP2.4 OnpegeneHne cocTaBa AOKYMEHTOB, OTHOCALMXCA K 200
cnyebHoii TaltHe '

Paspen 3 «MoaroroBka n NpoxoxaeHne NPOMEKYTOUHOM aTTecTauum» 27.00

23.1 ‘ MoaroToBKa K caave sK3ameHa 24.50
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KBP3.1 KoHcynbTauma nepes sk3ameHom 2.00

KBP3.2 Cpaaya sKk3ameHa 0.50

nToro 144.00

3aouHaa ¢opma obyueHus
Koa ) TpynoemKocTb,
saHATUS HavmeHoBaHWe Tem 3aHATUI aKageMmyecKmx
Yyacos

Paspen 1 «TeopeTuyeckme OCHOBbI AOKYMeHTOBeAEeHUA. lOKYMEHT KaK

06beKT uccnepgoBaHus. NMpasuna cocraBneHUa n opopmaeHms 60.00

AOKYMEHTOB»

JleKuuun

nil TeopeTunyeckme OCHOBbI OOKYMeHTOBeAeHuUA.
JoKymeHTOBeeHME KaK CUCTEMHAA HayyHasa AUCUMIIINHA, 0.60
06BEKT U NpeaMeT AOKYMEHTOBeAEHMA

ni.2 CucTemMHbIM  NoaxoAd K OOKYMEHTY  Kak  O06beKTy
nccneposaHma. CywHOCTb, TEHE3NC M Pa3BUTME MNOHATUA 0.40
«OOKYMeHT». [loHATMA «uMHPopmauma, coobueHne U '
AOKYMeHT». CBOMCTBA, NPU3HAKM U PYHKLUUM JOKYMEHTA

nis3 Knaccuédumkauma p[oKymeHTOB. [TOHATUA «PEKBUIUT» M
«popmynap». Buabl gokymeHToB. Obuwue TpeboBaHUA K
coctaBneHmio n odopmnaeHuto, TpeboBaHMs K OGnaHKam. 0.40
OcobeHHOCT odopmMneHMAa M 0OpaLLEHMA 3EKTPOHHbIX
AOKYMEHTOB

nia Cneunduka coctaBaeHna n odopmaeHma oTaeNbHbIX BUAOB
ynpaBAeHYECKUX AOKYMEHTOB. [10/I0XKeHWe, WMHCTPYKUMA, 0.40
NPOTOKO/, MOCTAHOB/IEHME, MNpPUKa3, aKT, [O0BEPEHHOCTb,
3aAB/eHMe, AOKNA4HAA 3aNUCKa, cayXebHoe Nncbmo

nis OcobeHHOCTM cOCTaBNeHMA U OPOPMNEHUA TEXHUYECKUX
OOKYMEHTOB. Hay4Ho-uccnepoBatenbckue,
KOHCTPYKTOPCKME N TEXHOJIOTUYECKUE AOKYMEHTbI. OTYET O 0.20
HWP, NMOACHUTEeNbHAA 3aMnunckKa, yepTeNx, cXema, '
TEXHUYeCcKoe onucaHue, cneumduKauma, TEXHONOrMYecKne
KapTbl

NabopaTopHbie 3aHATUA

P1.1 CoctaBneHue n opopmneHume bubnmorpaduueckoro cnmncka
NMCTOYHMKOB MHPOpPMaALMM MO 3a4aHHOM Teme

P1.2 AHanM3 napameTpoBs rpynnbl 4OKYMEHTOB

P1.3 PaspaboTtka M odopmneHMe npuKasa MO OCHOBHOM
AeATeNbHOCTU

P1.4 MNoarotoBKa 1 opopmaeHne 4eN0BON KOPPECNOHAEHL MM 8.00

P1.5 MoarotoBka n obopmaeHne A0KNaAHON 3aMUCKU

CamocTroaTtenbHasa pabora

C1.1 CpeactBa MHHOPMALMOHHOTO obecneyeHus: 8.00
KnaccudukaTopbl '

Cl1.2 CpeactBa MHPOpMaUMOHHOrO obecneyeHua: TUMOBbIE 8.00

PM/A_3-11.03.02.04 2021 119037




NHCTPYKLMU U YHUPULMPOBaAHHbIE GOPMbI

C1.3 CBOWCTBA, NPU3HAKM U GYHKUMU LOKYMEHTA 8.00

C14 OcHOBHblE aTanbl pa3suTuA 7 WUCTOYHUKMU B 3.00
OOKYMEHTOBEAEHUM

C15 Buabl agokymeHTOB. TpeboBaHMA K COCTaBAEHUIO U 3.00
odopmneHuto, TpeboBaHUA K 6raHKam '

Ci1.6 OcobeHHOCTM odopmaeHMA U ObpalLleHUA 3SNEeKTPOHHbIX 10.00
OO0KYMEHTOB

KoHTaKTHaA BHeayauTOpHas pabora

KBP1.1 OdopmneHune ynpaBaeHYECKNX LOKYMEHTOB

KBP1.2 OdopmneHne Hay4HbIX U TEXHUYECKUX LOKYMEHTOB

KBP1.3 Ot4yét 0 HUP, nossicHuTenbHana 3anmncka

KBP1.4 TexHnyeckoe onucaHue, cneumdpuKkaumns

Pasgen 2 «[JOKyMeHT KaK 06beKT HanageHusa 1 3awuTbl. MoannHHOCTD

OOKYyMeHTOB. HecaHKLUMOHNPOBaHHbIN focTyn K uHGopmayun. 75.00

KoHdunaeHumanbHOCTb MHPOPMALUU U [OKYMEHTOBY

NleKuuun

n2.1 Cnocobbl M cpeactBa AOKYMeHTMpoBaHMA. MOANMHHOCTb
OO0KYMEHTOB. Hocutenu AOKYMEHTUPOBAHHOM
nHdopmaumn. HecaHKLMOHMPOBAHHbIN [octyn K 0.50
nHbopmauum, suabl danbcudUKauMnM AOKYMEHTOB U UX
HoCUTEeNen

Nn2.2 Cnocobbl U cpeacTBa 3aWMTbl AOKYMEHTOB M HoOcCUTenen
OOKYMEHTUPOBAHHON MHPoOpMaunM oT danbCcuPpuKaumnm. 0.50
OnpegeneHune NOAIMHHOCTU AOKYMEHTOB

n2.3 KoHduaeHumanbHOCTb MHGOPMALMM U [OKYMEHTOB. ITanbl
onpepeneHna coctaBa KOHPUAEHLMANbHbIX AOKYMEHTOB. 0.50
OcobeHHOCTM  onpeaeneHua  cocTaBa  [OKYMEHTOB, '
OTHOCALLUMXCA K CNyKebHoM TaliHe

n2.4 MeToapl KnaccuduKkaumMm AOKYMEHTOB U  AOKYMEHTHOM
nHdopmaumn. NHpekcuposaHue OOKYMEHTOB. 0.50
YHUOMUMpPOBaHHbIE CUCTEMbBI OKYMEHTALLUM

CamocroAaTenbHana pabora

c2.1 Cnocobbl 1 cpeacTsa 4OKYMEHTUPOBAHUSA 16.00

C2.2 Hocutenn goKymeHTMpoBaHHOM MHPOpMaLmm 8.00

Cc2.3 Buabl panbcudPpmuKaumm 4OKYMEHTOB U UX HOCUTENEN 8.00

C2.4 Cnocobbl M cpeacTBa 3almUTbl AOKYMEHTOB M HOCUTENEN 16.00
AOKYMEHTUPOBaHHOM MHPopMaUmMn oT panbcndmnKaumnm '

C2.5 OnpepgeneHne NOANNHHOCTN AOKYMEHTOB 17.00

C2.6 CneumanbHbie Mepbl NPU  U3roTOBAEHUM, 0bpalleHnn
TPAHCNOPTUPOBKE M XPaHEHUM 3aWMLLEHHbIX HOCUTENewn 8.00

nHpopmaumm

KoHTaKTHaA BHeayauTOpHas paboTa

KBP2.1 CocTaB AOKYMEHTOB, OTHOCALLMXCA K CNYy*KeBHOM TallHe

KBP2.2 KoHdunaeHUManbHOCTb MHPOPMALMN U AOKYMEHTOB

KBP2.3 dTanbl  onpeaeneHMA  COCTaBa KOHPUAEHUMANbHbBIX
OOKYMEHTOB

KBP2.4 OnpegeneHne cocTaBa [AOKYMEHTOB, OTHOCALLMXCA K
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‘ cnyebHou TanHe
Paspen 3 «MoaroroBka U NPoxoxXaeHne NPOMEKYTOUHOMN aTTecTaLum» 9.00
23.1 MoaroToBKa K caave sk3ameHa 6.50
KBP3.1 KoHcynbTauma nepeq sk3ameHom 2.00
KBP3.2 Cpaya sKk3ameHa 0.50
UTOoro 144.00

CopeprkaHve AUCUMNANHBI JAaHHOM paboyel Nporpammbl UCNOIb3yeTcs Npu obyveHun
no WHAMBUAYANbHOMY y4ebHOMY n/aHy, NPU YCKOPEHHOM OOy4YeHuMW, npu MPUMEHEHUU
ANCTaHUMOHHbIX 06Pa30BaTENbHbIX TEXHONOTUIM U 31EKTPOHHOM 0By4YeHUM (NpKU HannMumm).
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MeToguueckue yKkasaHua anAa ob6yyalowmxca no 0CBOEHUIO AUCLUNUHDI

YcnewHoe o0OcCBOeHME AMCUMMNIMHBI NpeanonaraeT aKTUBHOE, TBOPYECKOEe YyyacTue
obyuatouleroca Ha Bcex 3Tamnax ee OCBOEHMA NMyTem MJIaHOMEpPHOM, NoBCceaHEeBHOM paboThbl.
Obyuatowmiica obs3aH nocewaTtb JIEKUUKM, CEMUHAPCKMUE, MpaKTU4eckme M nabopatopHble
3aHATMA (MPM  MX HaAAWYMKM), NOAYY4aTb KOHCY/NbTaUMKM MpenogasaTtena M BbINOJHATL
camocToAaTeNbHYyto paboTy.

M3yyeHMe AucuMNAWHBLI cnedyeT HayMHatb C nNpopaboTKM HactoAwen pabouei
NPOrpammbl, METOANYECKMX YKa3aHWM W pas3paboToK, yKasaHHbIX B nporpamme, ocoboe
BHMMaHMeE yAeNnnTb Lenam, 3a4a4am, CTPYKTYPE U COAePKAHNIO AUCLUNINHDI.

lNaBHOM 3ap3a4elt KaXKAOW NEeKUUN ABNAETCA PACKPbITUE CYLWLHOCTM TEMbI U aHaNu3 ee
OCHOBHbIX MOJIOXKEHUI. TemaTuKa NeKuMin onpepenseTca HactoAwen pabodyelt nporpammoit
ANCUMNANHBI.

JleKumm — 3TO CUCTEMATMYECKOE YCTHOE W3/I0XKeHMe yyebHoro matepuana. Ha Hux
obyyatowmmnca nosy4aeT OCHOBHOM 06bem MHOOPMALMU MO KaxKOOM KOHKPETHOW Teme.
Nekumm 0bbIYHO HOCAT NPOBAEMHDIN XapaKTep U HaLeNeHbl Ha OcBelLleHMe Hanbonee TpPyAHbIX
N ANCKYCCUOHHBIX BONPOCOB.

Mpeanonaraetcs, 4To obyyalowmeca nNPUXOAAT Ha  NIeKuuKn, npeaBapuUTeNbHO
npopaboTaB COOTBETCTBYIOWMI Yy4yebHbIM MaTepuan no WMCTOYHMKAM, PEKOMEHAOBAHHbLIM
nporpammoii. Yacto oby4yarowmmcs TPyAHO pa3obpaTbca C ANCKYCCUMOHHbIMM BOMPOCAMM, AaTb
O4HO3HAYHbIM oTBeT. [penogasaTenb, CPABHMBAA PA3/IMYHbIE TOYKU 3PEHUA, U3NAraeT CBOM
B3rNA4 W HALeNMBAEeT MX Ha AaNbHEWLWMNE UCCNe0BaHMA U NOUCK Hay4yHbIX peweHui. Mocne
NEeKLMU KenaTesibHO BEYEPOM MepeymTaTb M 3aKPEenUTb MOAYyYeHHY WMHPOpmaumio, Toraa
3¢ PEKTUBHOCTb €€ YCBOEHMA 3HAUUTENbHO BO3pacTaeT. lpu paboTe C KOHCMEKTOM NeKuuMu
Heobxo4MMO OTMEeTUTb MaTepuan, KOTOpPbIA Bbi3blBaeT 3aTPyAHEHWA AAs8 NOHUMaHWUSA,
nonbITaTbCA HAWTWU OTBETbl Ha 3aTpyAHWUTE/IbHble BOMPOCHI, WMCNO/b3yA MNpeasiaraemyto
nutepatypy. Ecnm camoctoAaTenbHO He yaanocb pasobpaTbca B maTepuane, chopmynupyinTte
BONPOCHI U 06paTUTECh 33 MOMOLLBIO K MpenogasaTento.

Llenbto ceMMHapCKMX 3aHATUI ABNAETCA NPOBEPKA YPOBHA NOHMMaHMA obyyatowmmumncs
BOMPOCOB, PAaCCMOTPEHHbIX Ha IEKLMAX U B y4ebOHOM nnuTepaTtype.

Lenbto npakKTMYecknx U NabopaTopHbIX 3aHATUIN ABnAeTca (GOpPMUPOBaAHME Y
06yyYaloLWMXCA YMEHMIA U HABbIKOB MPUMEHEHMA TEOPETUUYECKUX 3HAHUIM B PeasibHOM NpPaKTUKe
pelleHna 3a4a4; BOCNOAHEeHMe Npobenos B NPOMAEHHON TeOPeTUYECKOM YacTuM Kypca.

CeMHWHapcKKe, NpaKkTUYecKne 1 1abopaTopHbie 3aHATMA B PAaBHOW Mepe HanpaB/ieHbl Ha
COBEPLUEHCTBOBAHNE WHAMBMAYA/bHbIX HABbIKOB pPELUEHMA TEOPETUYECKUX W NPUKNALHbIX
3a/a4, BblpabOTKy HaBbIKOB MHTENNEKTyaNbHON pPaboTbl, a TaKkKe BefeHUA AUCKyccui. Ons
YCNELWHOro y4acTUA B CEMMHAPCKMX, NPAKTUYECKMX N N1abOopaTOPHbIX 3aHATUAX 0by4YatoLemycs
cnepyeT TWATENbHO NOAFOTOBUTLCA.

OcHoBHOM ¢GOpMOM MNOArOTOBKM 0OyYaloWMXCA K NpakTU4eckum (nabopaTopHbim)
3aHATMAM ABAAETCA CamocToATesNbHAaA pabota c yyebHO-MeToAMYECKMMW MaTepuanamm,
Hay4YHOW NUTepaTypoi, CTaTUCTUYECKMMMN AAHHBIMU U T.N.

MN3yumB KOHKPETHYIO TeMy, 0ByYatoWMIica MOXKET ONpeaeUTb, HACKO/IbKO XOPOLIO OH B
Hel pa3obpanca. Ecan Kakme-To MOMEHTbI OCTa/IMCb HEMOHATHLIMM, LLesnecoobpasHo COCTaBUTb
CMWCOK BOMPOCOB M Ha 3aHATMM 3a4aTb UX npenogasaTento. MpaKktuyeckne (nabopatopHbie)
3aHATMA NPefoCTaBAAOT 0byYalolemycs BO3MOXKHOCTb TBOPYECKM PACKPbITbCA, MPOABUTL
WHULMATUBY N Pa3BUTb HaBblKM NYOGANYHOIO BeAEHMA AUCKYCCUA N OOLLEHMA.

CamocTtoATenbHasa paborta obyvatowmxca BKAOYaeT B cebA BbINONHEHME Pa3/IMYHOIO
poaa 3agaHui  (M3yyeHMe y4yebHOM WM  HAy4yHOM JNIMTEpPaTypbl, MATEPUaNoB NEKLUUH,
CUCTEMATM3AUMIO MPOYMTAHHOTO MaTepuana, MNOATOTOBKY KOHTPOJIbHOW paboTbl, pelweHue
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3afa4y, NOAroTOBKA AOKNAA0B, HanucaHue pedepatos, Ny6AMKALMA TE3NCOB, HayYHbIX CTaTEN,
NOAroTOBKa M 3aliMTa KypcoBoi paboTbl / NpoeKkTa MU Apyrue), KOTopble OPUEHTUPOBAHbLI Ha
rnyboKoe ycBOoeHMe matepuana n3y4yaemom ANCUMNAnHbI.

Oby4yarowmmcs peKoMeHAyeTCcA CUCTEMATMYECKM OTBOAMTb BpPemMA ANA MNOBTOPEHUA
NpPonAEeHHOro maTepurana, NPOBEPAA CBOM 3HAHWUA, YMEHUA U HABBIKM.

BHYTpeHHAA cMCTemMa OLLEHKM KayecTBa OCBOEHWMA AUCUMMNIMHbLI BKAKOYAET BXOAHOM
KOHTPO/Nb YPOBHA MNOArOTOB/NIEHHOCTU OOYYalOLWMXCA, TEKYWMMA KOHTPOJIb YCMEeBaeMOCTH,
NPOMENKYTOUYHYIO  aTTecTauuio, HANpPaBNEHHYI Ha OUEeHMBAHWE MNPOMENKYTOUYHbIX U
OKOHYaTe/IbHbIX Pe3y/IbTaTOB 0O0y4YEeHUA NO ANUCUMMNINHE (B TOM YMCe Pe3yabTaTOB KYpCOBOro
NPOEKTUPOBAHUSA (BbINONHEHWA KYPCOBbLIX PAbOT) NpU HaAU4UK).

Mpn npoBeAeHWM MNPOMENKYTOYHOW  aTTecTauum oby4valoweroca  Yy4YuTblBatOTCA
pe3ynbTaTbl TEKYLLETO KOHTPOA, MPOBOANUMOrO B TE4EHME OCBOEHUA ANCLMM/IUHBI.

Mpoueaypa OUEHMBAHWUA pPe3yNbTaTOB OCBOEHMA AUCLMMNIMHBI OCYLLECTBAAETCA Ha
OCHOBE AeMCTBYIOLWMX NOKa/IbHbIX HOPMATUBHbIX akToB PTBEQY BO «BATCKUIA rocyapCTBEHHbIN
YHUBEPCUTET», C KOTOpbIMM oOby4yarowmecs O03HAKAM/IMBAKOTCA Ha oduuManbHOM cante
yHMBEpPCUTETA WWW.Vyatsu.ru.

PM/A_3-11.03.02.04 2021 119037



YuyebHO-meToaMuecKoe obecneueHne gUCLUUNAUHDI, B TOM Yucne yuebHo-
meToguyeckoe obecneueHne camocTosaTeNbHOM paboTbl obyuatoweroca no
AucumnauvHe

Yye6Hasa nutepatypa (ocHoBHas)

1) EnndaHos, M. C. Pa3paboTka U odopmneHne ynpaBneHYeCKMx AOKYMEHTOB : y4yeb.
nocobue pana cryaeHtoB Hanpasnenuns 090900.62, 210700.62 Bcex npodunen
noAroToBKKM U cneumanbHocTb 090302.65 / M. C. EnndaHos ; Batry, ®MNMT, kad. PIC. -
Kupos : Batly, 2013. - 93 c. - bubauorp.: c. 93-94. - b. u. - URL: https://lib.vyatsu.ru
(naTa obpaweHua: 18.10.2012). - Pexxum poctyna: gna aBTOpPM3. MNosib3oBaTenen. -
TeKCT : 9NeKTPOHHbIN.

2) KyHsies, H. H. lokymeHToBegeHMe : yuebHUMK / H.H. KyHAaes. - Mockea : /loroc, 2011.
- 178 c. - (HoBaa yHuBepcuteTckaa bubnmoteka). - ISBN 978-5-98704-329-8 : b. u. -
URL:  http://biblioclub.ru/index.php?page=book&id=84880/ (mata obpalleHus:
24.03.2020). - Pexxum goctyna: I6C YHuBepcuteTckas bubanoreka ONLINE. - TeKcr :
3/IEKTPOHHbIN.

Yue6Hasa nutepatypa (gononHUTeNbHanA)

1) NapbKos, Hukonan CemeHosuY. [JokymeHToBegeHue : yyeb. / H. C. JlapbKosB. - 3-e
n3pg., nepepab. n gon. - Mocksa : NMpocnekt, 2018. - 412 c. - bubaunorp. B KOHLe rnas. -
ISBN 978-5-392-28000-1 : 500.00 p. - TEKCT : HENOCPEACTBEHHbIN.

2) bappaes, dayapa ApKkagbesud. [lokymeHToBedeHMe : yuebHuK / 3. A. bapaaes, B. b.
KpaBueHKo. - 3-e n3a., nepepab. n gon. - Mocksa : Akagemus, 2013. - 332, [1] c. -
(Bbicluee npodeccMoHanbHoe obpas3oBaHue. bakanaspuatr. WHPopmauMoHHas
6e3onacHoCTb). - Bubawnorp.: c. 324-328. - ISBN 978-5-7695-8492-3 : 578.60 p. - TeKcT :
HenocpeaACTBEHHbIN.

YuebHO-meTOogUUECKME U3gaHua

1) EnudaHos, Masen CepreesBuy. PyHKUMOHANbHbLIA aHaNM3 MapamMeTpPoB rpynmnbl
AOKYMEHTOB : yyebHO-meToa,. nocobue gna cTyaAeHTOB NO Hanpas/ieHUAM NOATOTOBKM
10.03.01, 10.05.02, 11.03.01, 11.03.02 / M. C. EnudaHos ; Batry, UMUC, ®ABT, Kad.
P3C. - Kupos : Batly, 2018. - b. u. - TEKCT : 3/IEKTPOHHbIA.

2) EnndaHos, Masen CepreeBuny. YnpasieHYeCKMe AOKYMEHTbI B TpUMepax U 3agadax :
yyebHo-meTo4. nocobue anAa CTyAeHTOB MO HanpasneHusam nogrotosku 10.03.01,
10.05.02, 11.03.01, 11.03.02 / N. C. EnndaHos ; Batry, UMUC, ®ABT, kad. PIC. -
Kupos : Batly, 2018. - b. U. - TEKCT : 3/IEKTPOHHbIMN.

dneKTpoHHble 06pa3oBaTenbHble Ppecypcbl

1) NopTtan AUCTaHUMOHHOrO 06ydyeHusa BaTlY [aneKTpoHHbI pecypc] / - Pexum
poctyna: http://mooc.do-kirov.ru/
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2) Pasgen oduumanbHoro caita Batly, copepawmii onucaHve obpasoBaTesibHOM
nporpammbl [31€KTPOHHDbIM pecypc] / - Pexxum aoctyna:
https://www.vyatsu.ru/php/programms/eduPrograms.php?Program 1D=3-11.03.02.04
3) /In4HbIN KabMHeT cTyaeHTa Ha oduLManbHOM canTe BATIY [aneKkTpoHHbIN pecypc] / -
Pexum poctyna: https://new.vyatsu.ru/account/

4) EAMHOE OKHO A0CTyna K obpasoBaTenbHbIM pecypcam http://window.edu.ru/

dneKTpoHHble 6ubnunoTeyHblie cuctembl (I6C)

* ObC «Hay4Han anekTpoHHas 6ubamnoteka eLIBRARY» (http://elibrary.ru/defaultx.asp)
¢ 36C «M3paTenbctea MlaHb» (http://e.lanbook.com/)

* 3bC «YHuBepcuteTckaa bubanoteka online» (www.biblioclub.ru)

® BHYTpeHHAA 3NeKTPOHHO-bubAnoTeuHan cuctema Batly (http://lib.vyatsu.ru/)

e 3BC «HOPAWT (https://urait.ru)

COBpeMeHHbIe I'IpOdJECCMOHaI'IbeIe 6a3bl AdHHbIX U MHd)OpMaLI,MOHHbIe cnpaBoOYHbIE
CucTtembl

o TAPAHT

e KoHcynbTaHTIAOC

e TexakcnepT: Hopmbl, NpaBMAa, CTaHAAPTHI

¢ PocnateHT (https://www1.fips.ru/elektronnye-servisy/informatsionno-poiskovaya-

sistema)

e Web of Science® (http://webofscience.com)
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MarTepuanbHoO-TeXHU4YecKoe obecneueHne AUCLUNAUHDI

LemoHcTpaumoHHoe o6opyaoBaHue

MepeyeHb Ucnonb3yemoro o6opyaoBaHus

MYNbTUMEOWUA TPOEKTOP CASIO XJ-A141V C 3KPAHOM HACTEHHbIM  180*180CM,
WTATUBOM PROFFIX 63-100CM U KABEJTIEM VGA 15.2M

CneuunanusmpoBaHHoe o6opyaoBaHue

MepeyeHb UCMONb3yeMoro obopyaoBaHus

rPAGUYECKAA PABOYAA CTAHLMA DEPO Race X340S

KOMMBKOTEP HP Bundle 3300Pro MT Core i5-2400S 4Gb

NEPCOHA/IbHbIM KOMMbIOTEP ICL $253.MI (MOHOB/10K)

PABOYAA  CTAHUMA  TENEKOMMYHWKALIMOHHOINO  AOCTYMA K  KJ/IACTEPHOW
BbIYUCNUTE/IbHOM CUCTEME WU XPAHUNULLLY AAHHbIX
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MepeueHb MHHOPMaALMOHHBIX TEXHONOIUIA, UCMONIb3yeMbIX NPU ocylLecTBAeHUn o6pa3oBaTeIbHOro npouecca no
AUCUUNAUHE, B TOM UMCIE NNLEH3UOHHOE M cBo6oaHO pacnpocTpaHaemoe MO (BKatouasa MO oTeuecTBEHHOro NPoOMU3BOACTBA)

Ne | HaumeHoBaHue MO KpaTKaa xapaKTepuCTUKa Ha3HavyeHua MO
n.n
1 MporpammHaa cuctema C  moaynamu  Ana | NMporpammHbIA KOMMAEKC ANA NPOBEPKM TEKCTOB Ha MNpeaMeT 3aMMCTBOBaAHMA U3
06HaApPYKEeHUA TEKCTOBbIX 3aMMCTBOBAHWUM B y4ebHbIX | MHTEPHET-UCTOYHUKOB, B KONNEKUMM AuccepTauma u asTopedepatoB Poccuickol
M Hay4yHbIX paboTax «AHTUNAArMaT.By3» rocyaapctseHHon  6ubnnotekn  (PFB) M KOANeKUMM  HOPMATUBHO-MPaBOBOW
OOKymeHTaumu LEXPRO
2 Microsoft Office 365 ProPlusEdu ALNG SubsVL MVL | Habop Beb6-cepBrcoB, NpeaocTaBAsAoWmniA A0CTYN K Pa3/IMYHbIM NPOrpaMmMam 1 ycayram
AddOn toOPP Ha ocHoBe nnatdopmbl Microsoft Office, anekTpoHHOM nouTe OM3Hec-KNacca,
bYHKLUMOHany ana obweHna n ynpasaeHna 4OKYMEHTaMum
3 Office Professional Plus 2016 MakeT npuaoxeHun anAa paboTbl C PasAUYHBIMM TUMAMW [OKYMEHTOB: TEKCTaMM,
3/IEKTPOHHbIMM Tabanuamu, 6azamm AaHHbIX, MPE3EHTALMAMM
4 Windows Professional OnepaunoHHasa cuctema
5 Kaspersky Endpoint Security ans 6usHeca AHTUBMPYCHOE NporpammHoe obecneyeHne
6 CnpaBoyHaa npasoBaa cucTtema «KoHcynbTaHT | CNnpaBOYHO-NPaBOBAsA cMCTEMa NO 3aKoHoAATenbCcTBy Poccuinckont Pepepaumnm
Mnoc»
7 DNEKTPOHHbIN Nepuogmdeckmin cnpasodHnk FTAPAHT | CnpaBo4HO-NpaBoBas cMCTeMa NO 3aKoHoAaTenbcTBy Poccuinckon degepauymm
AHanntuk
8 Security Essentials (3awuTHUK Windows) 3awmTa B peume peasibHOro BPeMeHU OT LWMNMOHCKOro NporpammHoro obecnedyeHums,
BMPYCOB.
9 Moi1Odunc CtaHaapTHbIN Habop npunoxeHnit ans paboTbl C 4OKYMEHTAMMK, NOYTOM, KaNeHAAPAMMU U KOHTaKTaMm
Ha KomMmnbtloTepax 1 Beb bpaysepax
10 | ONLYOFFICE oHNanH-oduc (rpynnosas paboTa c gokymeHTamu, CRM u ap.)

O6HOBNEHHbIN CNUCOK NpPOrpaMmmMmHOro

obecneyeHusn OaHHOM pabouei nporpammbl HaxoauTca no

agpecy:

https://www.vyatsu.ru/php/list it/index.php?op id=119037
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