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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

LlensiMu ocBOeHUs y4eOHOM TUCIUIUIMHBI SABISIOTCS:

- copMUpPOBATH y CTYJEHTOB KOMIUIEKC COBPEMEHHBIX 3HAHUW, YMEHUH U
HABBIKOB, HEOOXOIMMBIX JJIs1 PO(HECCUOHATTBHOU ASSITEIbHOCTH IO 00€CTICUSHHIO
MOJIHOMOYHI TOCYAapCTBEHHBIX U MYHHUIIUTAIBHBIX OPTaHOB;

- TIO3HAKOMHUTb  CTYIACHTOB  C  TEOPETUYECKHMH  BOIPOCAMHU
JOKYMEHTAllMOHHOTO  OOeCle4YeHuss  YOpaBiCHUS,  BbIpadOTaThb  HAaBBIKU
HCIIOJIb30BaHUSI COBPEMEHHBIX TEXHOJOTHMH eNONPOU3BOACTBA, CPOPMHUPOBATH
yOeKJIEHHOCTh B HEOOXOAMMOCTH TIOCTOSHHOTO W CHCTEMHOTO OOHOBJICHUS
3HaHUU B 00J1aCTH JOKYMEHTHUPOBAHUS YIPABICHUYECKON ACSITETbHOCTH;

- TOKa3aTh B3aWMOCBSI3b  PA3NUYHBIX  YPOBHEH  yNpaBiICHHUS H
COOTBETCTBYIOIIUX UM JIOKYMEHTOB; U3YUUTh KIACCHU(PHUKAIINIO TOKYMEHTOB B UX
pOJib B YIpPABJICHUU NPEIIPUATHEM, H3YyUYUTh HOPMATUBHO-IIPABOBBIC AaKThI,
O3HaKOMHTb C COBPEMEHHBIMU TPEOOBAaHUSAMU K JTIOKYMEHTaM, MPUBUTH HABBIKU
aHaJIM3a JOKYMEHTA, IPUBUTH HABbIKU IPOEKTUPOBAHUS JOKYMEHTOB.

3amayn Kypca COCTOSIT B TOM, UYTOObI Ha OCHOBE KOMIUIEKCHOI'O IMOJAX0Ja
pa3pabaTeiBaTh W BHEIPSITH B CHCTEMY JOKYMEHTOOOOpPOTa COBPEMEHHBIE
TEH/CHIIUY, aBTOMATHU3WPOBAHHBIC CHUCTEMBl YIIPABJICHUSA, HOBHIC Hay4dHBIC
TOCTHKCHHSI.

2. Ilnanupyemblie pe3ynbTaTbl 00Y4EHUs N0 JUCHUILIMHE (MOIYJIIO).

Ilepeuenp (GopmMUpPyEeMBIX pe3yJbTaTOB OCBOCHHS  00Opa3oBaTENbHOU
porpamMmbl (KOMIIETEHIINIM) B PE3yJibTaTe 00yUeHHUS 10 AUCIUIUIUHE (MOIYIIIO):

OIIK-3 - CnocobeH ocymiecTBIiATh cOOp, 0OpabOTKy M aHalu3 JaHHBIX,
HEOOXOIUMBIX U pEUIeHHS NPOPECCHOHANBHBIX 3aJad C HCHOJIh30BAHUEM
COBPEMEHHOTO WHCTPYMEHTapUSI;

OIIK-4 - CroocobeH HCNONIB30BATH COBPEMEHHbIE HWH(OPMAIIMOHHbBIE
TEXHOJIOTHH U IPOrPaMMHBIE CPE/ICTBA MIPH PEIICHNHU TPO(ECCHOHATBHBIX 3a1a4.

OOy4eHwme 1Mo TUCIHUILTHHE (MOYJTIO) TIPEIITOoJIaraeT, 9To M0 €ro pe3yIbTaTam
oOydaromuiicst Oyaer:

3HaTh:

- TEOPETUYECKUE OCHOBBI pabOThI C 0OOBEMAMH JIaHHBIX C HUCIOJb30BaHUEM
COBPEMEHHOTO 000pYAOBaHMUS;

- TEOPETUYECKHE OCHOBBI PEIIeHUS MPOPECCHOHATBHBIX O00S3aHHOCTEH C
UCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTUH.

YMmeTh:



- OCYIIECTBIATH COOp, 00OpabOTKY M aHAJU3 MaHHBIX C TEM, YTOOBI BEPHO
HaNpapJIATh UHPOPMALIMOHHBIC U JIOKYMEHTAI[MOHHBIC IIOTOKH B OPraHU3aIlNHY;

- OCYWIECTBJIATh  BHYTPHOPIaHU3AIMOHHBIE M  MEKBEJOMCTBCHHBIC
KOMMYHHKAIMH C UCTI0JIh30BAHUEM COBPEMEHHBIX MHPOPMAIIMOHHBIX TEXHOJIOTUI
Y TIPOTPAaMMHBIX CPEJICTB.

Baanernb:

- BHUJCHUEM pelIeHus NPOo(hEeCcCCHOHATBHBIX 3aJad C HCIOJIb30BAHUEM
COBPEMEHHOTO UHCTPYMEHTAPHS;

- HaBBIKaMH U CIIO0JIb30BaHUsI COBPEMEHHbBIC HH()OPMAIIMOHHBIX TEXHOJOTUH U
IIPOTPaMMHBIX CPEACTB NP pelIeHUN MPodheCCUOHANIBHBIX 3a/1a4.

3. O6beM TUCITUTLIUHBI (MOIYJIs).
3.1. O0mas TpyA0€MKOCTb JUCHUIUIUHBI (MOIYJIA).

OO0mast TPyIOEMKOCTh AUCIHUIUIMHBI (MOayJisi) coctaBiser 3 3.e. (108
aKaJeMHYeCKuX Jaca(oB).

3.2. O0bem pguciUIUIMHBL (MOAYJHs) B (oOpMe KOHTAKTHOM pabOThI
oOyvarolmuxcs € MeJarortdeckuMu  paboTHHUKaMu M (WIM)  JIMLAMH,
IPUBJIEKAEMBIMH K peain3aluy 00pa3oBaTesIbHON NporpaMMbl Ha UHBIX YCIOBHSIX,
IIPU MPOBEJCHUHN YUE€OHBIX 3aHITHI:

KomnuectBo yacos

Tun yaeOHBIX 3aHITHI
Bcero | Cemectp Ne3

KonrtaktHas paboTa mpu npoBeIeHIH yIeOHBIX 3aHATHH (BCETO): 64 64
B ToMm uncne:

3aHATHS JEKIIHOHHOTO THIIA 32 32
3aHATHS CEMUHAPCKOTO TUMA 32 32

3.3. O6beM muCHUIUIMHBI (MOIYJisA) B (OpME CaMOCTOSITENIbHOW padOThI
oOydJarormuxcsi, a Takke B (opmMe KOHTAKTHOW pabOThl OOydYarOIIMXCS C
Mearorn4ecKuMu paboTHUKAMHU U (WIJIH) JTUI[AMU, TIPUBJICKAEMBIMH K peaTu3aiiu
o0pa3oBaTeNbHOM MpOTpaMMbl Ha HWHBIX YCIOBHUSX, TMPH TPOBEACHUU
IPOMEKYTOYHOM aTTecTallMK cOCTaBisieT 44 akaieMUUecKUX yaca (OB).

3.4. ITpu oOy4eHHMH IO MHAUBUAYATILHOMY YICOHOMY IIJIaHy, B TOM YHCIIC ITPH
YCKOPEHHOM 00y4YeHUH, 00BEM JUCITUTUTHHBI (MOIYIISI) MOXKET OBITh peain30BaH
MOJTHOCTHIO B (POpME caMOCTOSITENIPHON pabOThl 00yJaromuxcs, a Takke B hopme
KOHTaKTHOU pabOThl OOyYarOMIMXCA C MEJaroru4ecKuMy paboTHUKAMHU | (WJTHN)
JUIIaMU, TIPYUBIIEKAEMBIMH K peai3aIlii 00pa30BaTeILHON MPOrpaMMbl Ha MHBIX
YCIIOBUSX, IPU MPOBEACHUHU MPOMEKYTOUYHOM aTTeCTalIUU.




4. ConepkaHue JUCUUTUIUHBI (MOIYJIA).

4.1. 3aHsaTus JIEKIIUOHHOTO THUIIA.

/o

Temaruka JTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE

OCHOBHBIC ITOJI0KEHHS I10 JOKYMCHTHPOBAHUIO ynpaBJIqueCKoﬁ JACATCIIBHOCTH.

PaccmarpuBaeMble BOIIPOCHL:

- BUIIBI JOKYMEHTOB U HX KJIaccU(puKanus;

- CHIOCOOBI IOCTaBKU JIOKYMEHTOB BHE OpraHU3alnH;
- opraHu3anysi padoThl ¢ JOKYMEHTaMH.

YHI/I(bI/IKaI_II/ISI U CTaHAapTU3alud YIIPaBICHYCCKUX NJOKYMCHTOB.
PaccmaTpuBaemble BOTIPOCH:

- KJIaccu UKy JOKYMEHTOB;

- yHUUKAUS 110 PA3IHIHBIM IPHHIUIAM;

- rpudoBaHNE TOKYMEHTOB

[IpaBuna opopmiieHUs yIpaBIeHUECKUX JTOKYMEHTOB.
PaccMarpuBaeMble BOIPOCHL:

- IOpUMYEcKas IPOBEPKa JOKYMEHTOB;

- cUCTeMa ¥ MPUHIUIBI CO3/IaHHsI IOKYMEHTOB;

- COCTaB PEKBU3UTOB JIOKYMEHTOB;

- (opMyIIApEI U OJIAHKU TOKYMCHTOB.

TpeboBanus k OJ1aHKaM JOKYMEHTOB.

PaCCManI/IBaeMLIe BOIIPOCHI:

- yHu(uKanus OJaHKOB JOKYMEHTOB;

- CO6J'IIO)ICHI/Ie PEKBU3UTOB Ha OaHKax JOKYMEHTOB,

- c1ocoObI MOATOTOBKY OJAHKOB B CHCTEME YIPAaBJICHHS JOKYMEHTOOOOPOTOM.

OpFaHI/BaHI/IOHHO'HpaBOBBIe AOKYMCHTBI

PaccmarpuBaemble BOIPOCHL:

- 00s13aTeNbHBIC OPraHN3alMOHHbIE JOKYMEHTHI M CIIOCOOBI X XPaHEHUS;

- OpraHU3alOHHO-TIPABOBBIE JOKYMEHTHI M UX POJIb B paboTe OpraHu3anum.

PaCHOpﬂI{I/ITCHBHLIG JOKYMCHTEBI B OpraHu3alnuu
PaccmarpuBaeMblie BOpOCHI:

- POJIb IPHUKA30B B yIIPABICHUH OpraHU3aIHeH;

- PacTIoOpsDKEHUS B CHCTEME YIIPABIICHIS;

- COBETHI M PEKOMEHIAINH KaK CIIOCO0 YIpaBICHHUS.

I/IH(I)OpMaLII/IOHHO-CHpaBO‘-IHaH JOKYMCHTAIMd B OpraHrU3allnu.
PaccmaTpuBaemble BOIIPOCHI:

- OCHOBHBIE HH(OPMAIIMOHHO-CIIPAaBOYHbIE JOKYMEHTBI;

- IBIDKEHUE JJOKYMEHTOB B MH()OPMALMOHHO-CIIPAaBOYHON CHCTEME JJOKYyMEHTO000poTa.

Kanposast nokymenTanus

PaccmarpuBaemble BONIPOCHI:

-OCHOBHBIE KaJPOBBIC JOKYMEHTBL;

- 0COOEHHOCTH XpaHEHHs KaIpOBO JOKYMEHTAIHH;
- COCTaBJICHHE KaJpOBOTO pe3epBa B OpraHU3alHH.

XpaHeHue JOKyMEeHTOB. X cnada B apxuB.
PaCCManI/IBaeMLIC BOIPOCHL:
- HOMCHKJIaTypa ACJ;




/o

TemaTuka JTEKIMOHHBIX 3aHATUHN / KpAaTKOE COJIEpKAHNE

- o opMIIEHHE I,
- IOJIrOTOBKA U Miepeiaya Jiesl B apXuB.

4.2. 3aHATHS CEMHUHAPCKOTO THUIIA.

Hp AKTHYCCKHUC 3aHATHIA

/o

Tematuka MPAKTUYICCKUX 3aHATHH/ KpaTKO€ COACPKAHUC

Ponw JOKYMCHTOB B MECKBCJOMCTBECHHOM I[OKYMCHTOO60p0Te
B pe3yabTare pa60T1>1 HaJ TeMOM CTYACHT NOJY4acT HaBbIK 3HAKOMCTBA C BUAaMU JOKYMCHTOB B
OpriaHu3anunu.

PexBusurtsl, perynupyemoie 'OCT P 6.30-2003, npaBuiamMu 1€I0MpPOU3BOICTBA

denepabHBIX OPraHOB UCTIOJHUTEIBLHOMN BIACTH
B PE3YIbTATC BBIMIOJIHCHUSA NPAKTUYCCKOT'O 3aJaHUA CTYACHT NMOJYHaCT HaBbIK U3YYCHU A CbeZ[epaJ'ILHLIX
JOKYMCHTOB C CJIbIO HEAOMYICHUA He6pe)KHOFO OTHOLICHHA K O(i)OpM.HeHI/IIO AOKYMCHTal .

bnanku u Q)OpMYHHpLI COBPEMCHHOT'O MCKBCIOMCTBCHHOI'O I[OKYMGHTOO6OPOT3.
B pesysnpTaTe BHINONHEHHMS IPAKTUYECKOTO 3aJaHUs CTYACHT YYUTCsl paboTaTh ¢ OJIaHKaMU OpraHu3aluy U
(dopmynsipamu, MprOOPETaET HABBIK YBEPEHHOH paOOThI C TOKYMEHTAMH.

BI/II[I)I " IOPAAOK paCIIOJIOKCHUA PCKBU3UTOB B IOKYMCHTC.
B pesynbTate paboThl Hal TEMOH CTYICHT YYUTCS pa3indaTh PEKBU3UTHI JOKYMEHTOB, Pa30HpaeT OMIHOKH
pa3MeIIeHNs PErHOHANBHBIX U (helepaIbHBIX PEKBU3UTOB.

MeXBeIOMCTBEHHBIE AOKYMCHTHI B OpraHu3aiuu: O(I)I/II_II/IaJ'H)HBIe (CJ'Iy>KC6HLIe) u

JIMYHBIC (HepCOHaJ'H)HHe).
B pesynprare paboThl Ha TPAKTHUECKOM 3aHATHH CTYACHT OINpEIEIIeT MEeXKBEIOMCTBEHHYIO B3aUMOCBS3b
JIEIIOBOM U JIMYHOM NEPENUCKU.

OcHoBHbIe TpeOOBaHUS K 0)OPMIIEHUIO OPraHU3allMOHHO-TIPAaBOBON JJOKYMEHTAI[U!
B pe3yibTare pa6OTbI Ha MPAKTUYCCKOM 3aHATHUU, CTYACHT MOJY4Ya€T HABbIK COCTABJICHUS
OpFaHHBaHHOHHO'HpaBOBOﬁ AOKYMCEHTAllUX B OpTaHU3alHH.

OcHoBHbIE TpeOOBaHUS K paCIOPSAIUTENBHON TOKYyMEHTAIlMU B OpPraHU3aliH.
B pesynprare paboThl Ha IPAKTHUECKOM 3aHATHH CTYICHT OTpabaThIBaeT HABBIK COCTABJICHHS
pacnopsAUTEIbHOU JOKYMEHTAIUY.

Ponp I/IH(l)OpMaI_II/IOHHO'CHpaBO‘-IHOI\/’I AOKYMCHTAIIUU B OpraHU3alluu.
B pesynbrate paboThl Ha MPAKTHYECKOM 3aHSITHHU CTYAEHT OTPa0aThIBAET YMEHHUS OOPMIIATH
MH()OPMALMOHHO-CIIPABOYHYIO JOKYMEHTAIIMIO M OTCIIC)KUBATh €€ JIBI)KEHHE B OpTaHH3aLHH.

Cucrema MmIaHOBO-OTYETHOM JOKYMEHTALIMU
B pesynbTaTte paboThI Ha NPAKTUYECKOM 3aHATUM CTYJEHT I0JIy4aeT HaBbIK 10 (JOPMUPOBAHUIO IIIAHOBO-
OTYETHOM JOKYMEHTAIMU B PA3IMYHBIX (popmax.

10

OcobeHHOCTH KaJpOBOM TOKyMEHTAIIUH.
B pe3ynbTate paboThl Ha MPAKTHUECKOM 3aHITHUHU CTYAEHT MOTy4aeT HaBbIK O(OPMIICHHS KaJPOBBIX
JIOKYMEHTOB, UX XpaHEHHUS U CIAYU B aPXUB.

11

Opranu3zanys paboThsl € MOCTYMAIOIUMU TOKYMEHTaMH
B pe3yibTare pa6OTI)I Ha MPAaKTUYCCKOM 3aHATUU CTYACHT MOJY4acT HABBIK 110 O(i)OpMJ'ICHI/IIO BXO,HHIHCﬁ
JAOKYMCEHTaluU.

12

Opranuzanus paboThl ¢ UCXOJAIIEH TOKyMeHTauei
B pesynprare paboThl Ha IPAKTHUECKOM 3aHATHH CTYACHT IIOTYYaeT HaBBIK IO 0()OPMIICHHIO HCXOASIICH
JIOKYMEHTAITHH.




TemaTuka MpaKTHYECKUX 3aHATUI/KpAaTKOe CollepKaHHe

/11
13 |OcoGenHOCTH OPOPMIICHUS JCTOBBIX TTHCEM.
B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUU CTYACHT MOJYy4acT HaBbIK 11O O(i)OpMJ'IeHI/IIO JCJIOBbBIX
IIUCEM.
14 |3HaueHWe HOMEHKJIATYPHI JE] B OpraHU3aIuN
B pe3yabTare pa60T1>1 Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJYy4acT HaBbIK 11O q)OpMI/IpOBaHI/IIO JCI, uX
IIOIIOJTHEHUIO U XPAaHECHUIO B OpTaHU3allnuH.
15 |IloaroroBka JOKYMEHTOB K C/Ia4€ B apXUB.
B pesynprare paboThl Ha IPAKTHUECKOM 3aHATHH CTYACHT ITOIyJaeT HABBIK 10 (popMUpOBaHHIO
JOKYMEHTOB K XpaHECHHIO B COOTBETCTBHUHU C T pC6OBaHI/IﬂMI/I HOMEHKJIaTypBhI O€JI.
16 |Pabota xoH(puUIEHIIATEHON HHPOPMAITHECH.
B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUU CTYACHT MOJYUacT HABBIK IO I'pyHmaM CEKPETHOCTU
JOKYMCHTallUu U OCOGCHHOCTHM pa60T1>1 C pa3jIMYHbIMH BUAAMU KOH(bI/IZ[eHLII/IaJ'H)HOCTI/I.
4.3. CamocrosiTenbHas padoTa 00y4Jaromuxcs.
No .
Bun camocrosiTensHO#M paboThI
/11
1 |M3ydeHue NOMONHUTEILHOW JIUTEPATYPHI.
2 |lloarotoBka K MPaKTUYECKUM 3aHSITHSIM.
3 |OdopmiieHne 61aHKOB JAKYMEHTOB.
4 |CocraBieHre HHPOPMALMOHHO-CITPABOYHOM JJOKYMEHTAIMH (3asBJICHUE,
OOBSICHUTEIbHAS 3aIMCKa, JTOKJIa{Has 3aIucKa U JIp. )
5 ITonroToBka K MpOMEKYTOYHOM aTTECTALIUH.

IToaroroBka k TCKYLIEMY KOHTPOJIIO.

5. Ilepeuenr wu3gaHUM, KOTOpbIE PEKOMEHIYETCS MCIOJb30BaTh IpHU

OCBOCHUU JUCHUIUIUHBI (MOIYJIA).

11\/@n bubnuorpaduueckoe onucanue Mecro nocryna

1 | Adymanze, JI. I'. JlokymMmeHTaIlMOHHOE 0OCCIICUeHHUE URL.:
yIpaBJIeHHs IEPCOHAIIOM : YUeOHUK U TIPAKTHKYM JIJIsI https://urait.ru/bcode/590738
By3oB / JI. I'. AGynanze, U. b. Bempsiokkuna, B. M. (nata obpaterms:
MacnoBa. — 4-e u3j., nepepad. u 01, — MOCKBa : 08.06.2026) - Texer :
WzparensctBo FOpaiit, 2026. — 256 c. — (Briciuee HIICKTPOHHDIH.
obpasosanue). — ISBN 978-5-534-21968-5.

2 | Ky3nenos, 1. H. JlokymMmeHTanmoHHoe odecnieueHme URL:
YIIPaBIIEHHUS TIEPCOHANIOM : YIEOHHMK M IPAKTHKYM IS https://urait.ru/bcode/583204
By30B / W. H. Ky3nenos. — 3-¢ u3j., mepepad. u gorm. — (nara obpatenns:
Mocksa : U3narensctBo FOpaiit, 2026. — 397 ¢. — 08.06.2026) N Texer :

OJICKTPOHHBIU.

(Beicmee oopaszoBanue). — ISBN 978-5-534-16692-7.




6. IlepedueHb COBpPEeMEHHBIX MNPOQPECCHOHANBHBIX 0a3 JaHHBIX U
WH(POPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIOJB30BaThCS IPH
OCBOCHUHU JUCHUIUIMHBI (MOIYJIA).

Odunuaneueiii caiit PYT (MUUAT) (https://www.miit.ru/).

Hayuno-texandeckas ounbmuorexka PYT (MUUT) (http:/library.miit.ru).

Oo6pazoBatenpHas mwiatdopma «tOpaitt» (https://urait.ru/).

O6mme wHPOPMAIMOHHBIE, CHPABOYHBIE W  TOWCKOBHIE  CHUCTEMBI
«Koncynbrant Ilmroc», «I'apanTy.

7. llepedyeHb JNHIIEH3UOHHOTO U  CBOOOJHO  PaACHPOCTPAHSIEMOIO
IpPOrpaMMHOr0 OOecCreYeHusi, B TOM YHCIE€ OTEUYECTBEHHOrO IPOU3BOJICTBA,
HEO0OXOAUMOTO JIJIsl OCBOCHUSI TIUCUUTLTUHBI (MOYJIs).

Microsoft Internet Explorer (v npyroii 6paysep).
Omneparuonnas cucrema Microsoft Windows.
Microsoft Office.

Cucrema ABTOMATHU3UPOBAHHOI'O ITPOCKTHPOBAHUA Autocad.

8. OmnucaHue MarepuaJIbHO-TEXHUYECKOW 0a3bl, HEOOXOAUMOM it
OCYIIIECTBIICHUSI 00pa30BaTEIILHOTO Mpoliecca Mo IUCIUILTHHE (MOIYIIIO).

YyebHble ayIUTOpPUM ISl TPOBEIACHUS YYEOHBIX 3aHSATHN, OCHAIEHHBIC
KOMITBIOTEPHON TEXHUKOW ¥ HA0OpaMH JIEMOHCTPAIIMIOHHOTO 000PY/I0BaHUS.

9. ®opma MPOMEKYTOUHOM aTTECTALNU:

3auet B 3 cemecTpe.

10. OueHouHbIE MaTEpHUAIBI.

O1neHOYHBbIE MaTepUalibl, TPUMEHSIEMbIE TIPU MPOBEICHUM MTPOMEKYTOUHOU
aTTeCTallui, pa3padaThIBAIOTCA B COOTBETCTBUHU C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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