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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[enssMu OCBOEHUS YUEOHOW JUCUUIUINHBI SBIISFOTCS:

- c)opMUPOBATH y CTYJIEHTOB KOMIUIEKC COBPEMEHHBIX 3HAHUH, YMEHUN U
HaBBIKOB, HEOOXOUMBIX JIJIs1 NPOPECCUOHANIBHOMN IE€ATEIbHOCTH M0 00ECIICUEHUIO
IOJIHOMOYHH rOCYJapCTBEHHBIX U MYHHUIIMIIAIBHBIX OPTaHOB;

- ITIO3HAKOMUTH CTYyJACHTOB C  TEOpPETUYECKUMU BOITpOCaMU
JOKYMEHTAI[MOHHOTO  OOecleueHus]  yOpaBlieHUs,  BbIPaOOTaTb  HAaBBIKH
WCIIOJIb30BAaHUSI COBPEMEHHBIX TEXHOJIOTUH JENONMpPOU3BOACTBA, CHOPMHUPOBATH
yOXKICHHOCTh B HEOOXOAMMOCTH TOCTOSSHHOTO M CHCTEMHOTO OOHOBIICHUS
3HaHUU B 00JaCTH JOKYMEHTUPOBAHHUS YIPABIECHUYECKON ACSTEIbHOCTH;

- TIOKa3aTb  B3aMMOCBS3b  PA3JMYHBIX YPOBHEH  yIpPABICHUS U
COOTBETCTBYIOIIMX UM JIOKYMEHTOB; U3yUUTh KIACCU(PUKAIIMNIO TOKYMEHTOB U UX
pOJIb B YIpPaBICHUM MPEANPHUATHEM, H3YYUTh HOPMATUBHO-IIPABOBBIE AKTHI,
03HAaKOMUTh C COBPEMEHHBIMU TPEOOBAaHUSAMH K JOKYMEHTaM, MPUBHUTH HABBIKH
aHajn3a JOKYMEHTa, IPUBUTHh HABBIKU IPOEKTHUPOBAHUS JOKYMEHTOB.

3ajaun Kypca COCTOST B TOM, YTOOBI HA OCHOBE KOMIUIEKCHOTO MOAXO0/a
pa3zpalbaTbiBaTh W BHEIPSITH B CHCTEMY JOKYMEHTOOOOpPOTa COBPEMEHHbIE
TEHJEHIMY, ABTOMATU3UPOBAHHBIC CHUCTEMBI YIPAaBJICHUS, HOBBIE HAay4YHBIC
JOCTUKEHUS.

2. Ilnanupyembie pe3ynbTaTbl 00yYEHUS O JUCUUILIMHE (MOIYJIIO).

Ilepeuenp GopMUPYEMBIX pe3yJbTAaTOB OCBOSHHS  00pa3oBaTeIbHOM
mporpamMmbl (KOMIIETEHIINI) B PE3yJIbTaTe 00yUeHHUs 10 AUCIUILTAHE (MOIYIIIO):

OIIK-3 - CnocobeH ocymecTBIATh cOOp, 00pabOTKy W aHaau3 JaHHBIX,
HEOOXOAMMBIX I pEIIeHUS NPodeCCHOHATBHBIX 3a/lad C HCIOJIb30BAHHEM
COBPEMEHHOTO HHCTPYMEHTAPHS;

OIIK-4 - CroocobeH WHCMOIL30BaTh COBPEMEHHbIE WH(MOPMAIIMOHHbBIE
TEXHOJIOTUU U TTPOTPAMMHBIE CPEJICTBA IIPH PEIICHUHU MPO(PEeCCHOHATBLHBIX 3a/1a4.

OOGy4eHwue 1Mo JUCUUIUIUHE (MOIYJII0) MPENOJaraeT, 4YTo Mo ero pe3yJibTaramMm
oOyyaroruiicst Oyier:

3HaTh:

- TEOPETUYECKHUE OCHOBBI pabOThl ¢ 00bEMaMHU JAHHBIX C MCIOJIb30BAHUEM
COBPEMEHHOT0 000PYI0BaHMS;

- TEOPETUYECKHE OCHOBBI PElICHUS MPOPECCHOHATIBHBIX O00S3aHHOCTEH C
HCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTU.

YMeTh:



- OCYHIECTBIIATh cOOp, 00OpabOTKy M aHAJIM3 JAHHBIX C T€M, YTOOBI BEPHO
HaIpaBJsiTh HHOOPMAITMOHHBIE U JOKYMEHTAIIMOHHBIE TIOTOKHA B OPTaHU3AINY;

- OCYNIECTBJISITh ~ BHYTPUOPTAHU3AIIMOHHBIE W  MEXBEIOMCTBEHHBIC
KOMMYHUKAITIH C UCTIOJIb30BaHUEM COBPEMEHHBIX MH(DOPMAITMOHHBIX TEXHOJIOTHA
U TIPOTPaMMHBIX CPE/ICTB.

Baanern:

- BUJICHHEM pelieHus NpoQecCHOHAIbHBIX 3a/lad C HCIOJIh30BaHUEM
COBPEMEHHOTO UHCTPYMEHTAPUS;

- HaBBIKAMH MCITOJIb30BAHUS COBPEMEHHBIC HH(POPMAIIMOHHBIX TEXHOJIOTUI 1
MIPOTPaAMMHBIX CPEJICTB MPHU PEIICHUH MPOGECCHOHANBHBIX 3371a4.

3. O6beM AUCIUTLIUHBI (MOTYJIs).
3.1. O0mas Tpy10€MKOCTb JUCHUILUIUHBI (MOTYJISI).

OOmast TPyIOEMKOCTh AWCIMIUIMHBI (MOmyJisa) coctaBmsger 3 3.e. (108
aKaJIeMHUYECKHUX yaca(oB).

3.2. O6bem pguctuIuiMHbBl (MOAyJsl) B (opMe KOHTAaKTHOW paboThl
oOyyarommxcsi C  MeJarorM4ecKuMM  paboTHUKaMU ©W  (WIM)  JIMIIAMH,
MIPUBJICKAEMBIMHU K peau3aini 00pa30BaTEIbHONW MPOTPaMMBbI Ha MHBIX YCIIOBHUSX,
P TIPOBEJICHUHN YUCOHBIX 3aHITHI:

KomnuectBo yacos

Tur yqeOHBIX 3aHIATHI
Bcero | Cemectp Ne3

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

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

3.3. O6veM mgucHUIIMHBI (MOAYJs) B (hOpME CaMOCTOSITENFHOW pPabOTHI
oOyyarommxcsi, a Takke B (opMe KOHTAKTHOH pabOThl OOydYarOMIUXCS C
MeJaroru4eckuMu paboOTHUKAMU U (M) JTULAMU, IPUBJIEKAEMBIMU K pean3aliu
oOpa3oBaTeNbHOM MporpaMmbl Ha HWHBIX YCIOBUSIX, TPU NPOBEACHUU
MIPOMEXKYTOUHOM aTTECTAIIMU COCTaBIseT 44 akageMHUecKux vaca (OB).

3.4. IIpu 0Oy4eHuu o MHAMBUAYAIbHOMY Y4eOHOMY ILIaHY, B TOM YHCIIE IPU
YCKOPEHHOM 00Yy4Y€HHH, 00BbEeM TUCHMIUIMHBI (MOYJIsI) MOXKET ObITh peaTn30BaH
MOJIHOCTBIO B (DOPME CaMOCTOSITENIbHOM paboThl 00yJaronuXxcs, a Takxke B (hopme
KOHTaKTHOM pabOThl 00YyYalolMXCsl ¢ MEAArorHuecCKUMu pabOTHUKaMHU U (MIIH)
JUIAMH, IPUBJIEKAEMBIMH K peain3allii 00pa30BaTEIbHOM MPOrpaMMbl Ha MHBIX
YCJOBHSIX, TPU NPOBEAECHUN IPOMEKYTOUYHON aTTECTALMH.




4. ConepxaHue JUCHUTUIAHBI (MOIYJIA).

4.1. 3aHsaTus JISKIIUOHHOTO THIIA.

/o

Temaruka NTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE

OCHOBHBIC ITOJI0KSHHS I10 JOKYMCHTHUPOBAaHUIO ynpaBﬂquGCKoﬁ JCATCIIbHOCTH.

PaccmarprBaeMbIe BOIIPOCHL:

- BUIIBI JOKYMEHTOB U HX KJIaccu(puKanus;

- CIOco0bI JOCTAaBKK TOKYMEHTOB BHE OPTraHU3aILlUH;
- opranusaiys paboThl ¢ JOKYMEHTAMH.

YHI/I(bI/IKaI_II/IH " CTaHJapTU3alusd YIIPaBICHYCCKUX JOKYMCHTOB.
PaccmaTprBaemble BOTIPOCHI:

- KIlaccu UKy JOKYMEHTOB;

- yHA(UKAOUS 110 Pa3IHIHBIM IPHHIUIAM;

- rpudoBaHNE JTOKYMEHTOB

[IpaBuna opopmiieHrs yIpaBiIeHUECKUX TOKYMEHTOB.
PaccmaTtpuBaeMble BOIIPOCHI:

- IOpUIMYEcKas IPOBEPKa JOKYMEHTOB;

- cUCTeMa M MPUHIUIBI CO3/IaHUsI JIOKYMEHTOB;

- COCTaB PEKBU3UTOB JIOKYMEHTOB;

- popMyJIApEI U OJIAHKH TOKYMEHTOB.

TpeboBaHus K O1aHKaM JTOKYMEHTOB.

PaCCManPIBaeMBIe BOIPOCHI:

- yHu(HKanus OJaHKOB TOKYMEHTOB;

- CO6J'IIO}ICHI/IG PEKBU3UTOB Ha OJaHKax JOKYMEHTOB,

- c1ocoObI MOATOTOBKY OJAHKOB B CHCTEME YNPABICHHS JOKYMEHTOOOOPOTOM.

OpFaHI/BaHI/IOHHO-HpaBOBHC AOKYMCHTBI

PaccmarpuBaemble BOIPOCHL:

- 00s13aTeNbHBIC OPraHN3alMOHHbIE JOKYMEHTBI M CIIOCOOBI X XpaHEeHUS;

- OpraHU3alHOHHO-TIPABOBEIE JOKYMEHTHI M UX POJIb B paboTe OpraHu3anum.

PaCHOpﬂI{I/ITCHBHLIG JOKYMCHTEBI B OpraHu3annuu
PaccmarpuBaeMble BOIpOCHI:

- poJIb IPUKA30B B YIIPaBICHUU OpraHu3aluei;

- pacHopsKEHMs B CUCTEME YIIPABJICHHUS;

- COBETHI M PEKOMEH/IAINHU KaK CII0CO0 YIpaBICHHS.

I/IHq)OpMaI_II/IOHHO'CHpaBO‘IHaH AOKYMCHTalM B OpraHU3alliuu.
PaccmarpuBaeMble BOIPOCHL:

- OCHOBHBIE HH(OPMAIIMOHHO-CIIPAaBOYHbIE JOKYMEHTBI;

- IBIDKEHUE JJOKYMEHTOB B MH()OPMALIMOHHO-CIIPAaBOYHON CHCTEME JJOKyMEHTO000poTa.

KagpoBas nokymeHTanus

PaccmarpuBaembie BOIPOCHL:

-OCHOBHBIE KaJIpOBbBIE JIOKYMEHTBI;

- 0COOEHHOCTH XpaHEHHsI KaJ[pOBO JIOKYMEHTAIIH;
- COCTaBJICHHE KaJpOBOTO Pe3epBa B OpraHU3aI|H.

XpaHeHI/IC HAOKYMCHTOB. Hx cla4ya B apXHUB.
PaCCMa’I‘pI/IBaCMLIC BOIPOCHI:
- HOMCHKJIaTypa ACJ;




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

- o opMIIEHHE IET;
- IOJrOTOBKA M Mlepeiaya Jiell B apXHB.

4.2. 3aHATHS CEMHUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAKTUICCKUX 3aHATHH/ KpaTKO€ COACPKAHUEC

Ponn JOKYMEHTOB B MEXBCIJOMCTBEHHOM ,Z[OKYMCHTOO60p0TC
B pe3ysbTare pa60T1>1 HaJ TeMOM CTYACHT NOJIY4aCT HaBbIK 3HAKOMCTBA C BUJaMU JOKYMCHTOB B
OpriaHu3aIn.

PexBusurtsl, perynupyemsie 'OCT P 6.30-2003, npaBuiamu 1€7101pOU3BOICTBA

deneparbHBIX OPTaHOB UCTIOTHUTEIHHOM BIACTH
B pesynbTaTte BBIOTHEHHUS NPAKTHIECKOTO 3aIaHMsI CTYJCHT MOJYYaeT HaBbIK M3Y4eHHS (ellepalbHbIX
JOKYMEHTOB C LIeTIbI0 HEAOMYIeHHsI HeOPEKHOTO OTHOLIEHH K 0(OPMIIEHHIO TOKYMEHTALIH.

bnanku u (1)OpMy.]'I$IpBI COBPEMCHHOI'O MCXKBCAOMCTBCHHOI'O I[OKYMGHTOO60pOTa
B pesynbraTe BHINOIHEHMS IPAKTUYECKOTO 3aJaHUS CTYACHT yYUTCs paboTaTh ¢ OJJaHKaMH OpraHU3al|y |
(dopmynsipamu, TpHOOpETaeT HABBIK YBEPEHHOH paOOTHI C TOKYMEHTAMH.

BI/IZII)I U MOPAJOK PACIIOJIOKCHHUA PCKBU3UTOB B IOKYMCHTC.
B pesynbrate paboThl Hal TEMOH CTYJEHT yUUTCS pa3indaTh PEKBU3UTHI JOKyMEHTOB, Pa30upaeT OMHOKH
pa3MeIIeHHs PerHOHANBHBIX U (elepaIbHBIX PEKBU3UTOB.

MeXBeJIOMCTBEHHBIC HOKYMCHTHI B OpraHU3aInuu: O(bI/II_II/IaJ'IBHbIe (CJ'Iy>K€6HBIe) n

JUYHBIC (IEPCOHAIIbHBIE).
B pe3ysibTare pa60TI)I Ha MPaKTUYCCKOM 3aHATUUN CTYACHT ONPEACIACT MEKBEAOMCTBCHHY O B3aUMOCBA3b
JIEIIOBOM U JIMYHOM NEPENUCKU.

OcHoBHbI€ TpeOOBaHUS K 0()OPMIIEHUIO OPraHU3allMOHHO-TIPABOBOM JJOKYMEHTAIlUU
B pe3yibTare pa6OTBI Ha MPAKTUYCCKOM 3aHATHUH, CTYACHT MOJYy4YacT HABBIK COCTABJICHUS
OpFaHHBaHHOHHO'HpaBOBOﬁ AOKYMCHTAllU B OpTraHU3alluu.

OcHoBHbIE TpeOOBaHUS K paCOPSAIUTENIbHON TOKyMEHTAllUN B OpraHU3alliH.
B pe3synbrare paboThl Ha IPAaKTUYECKOM 3aHATHH CTYICHT OTpa0daThIBaeT HABBIK COCTABJICHUS
pacnopsAUTEIbHOU JOKYMEHTALUY.

Ponp I/IH(l)OpMaI_II/IOHHO'CHpaBO‘-IHOI\/’I AOKYMCHTAIIUHU B OpraHU3alluu.
B pesynbrate paboThl Ha MPAKTUYECKOM 3aHITHHU CTYAEHT OTPa0aThIBAET YMEHHUS OOPMIISTh
MH()OPMALMOHHO-CIIPABOYHYTO JOKYMEHTAIMIO M OTCIIC)KUBATh €€ ABI)KEHHE B OPTaHH3aLHH.

CucremMa M1aHOBO-0TUYETHOM TOKyMEHTaLUU
B pesynbrate paboThl Ha MPAKTHYECKOM 3aHATHH CTYAEHT MOIy4aeT HaBBIK M0 ()OPMUPOBAHUIO TUIAHOBO-
OTYETHOH JOKYMEHTAaIMU B PA3IHMYHBIX OpMax.

10

Oco0eHHOCTH KaJpOBOM TOKYMEHTAIIHH.
B pesynbrate paboThl Ha MPAKTHUECKOM 3aHITHHU CTYAEHT MOTy4aeT HaBbIK O(OPMIICHHS KaJPOBBIX
JIOKYMEHTOB, UX XpPaHEHHUS U CIAYU B apXUB.

11

Opranu3zanus paboThl € MOCTYNAOIIKUMU JOKYMEHTaMHI
B pe3yibTare pa6OTI)I Ha MPAKTUYCCKOM 3aHATUUN CTYACHT MOJY4a€T HaBbIK I10 O(l)OpMJ'IeHI/IIO BXOHS{IIIGﬁ
JAOKyMCHTaluU.

12

Opranuzanus paboTsl ¢ HCXOIAIICH TOKyMEeHTaluen
B pesynbrate paboThl Ha MPAKTUUECKOM 3aHSITHHU CTYACHT MOIY4aeT HABBIK 10 O(hOPMIICHUIO HCXOIAIIECH
JIOKYMEHTALUH.




TemaTuka MpakTHYECKUX 3aHATUI/KpAaTKOE CoJlepKaHHE

/11
13 |OcoGenHoCcTH OPOPMIICHUS JCITOBBIX TTHCEM.
B pe3ysbTare paGOTI)I Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJY4aCT HaBbIK I10 O(i)OpMJ'IeHI/IIO JCJIOBbBIX
IIUCEM.
14 |3HaueHWe HOMEHKJIATYPHI Je]l B OpraHU3aIuu
B pe3ysbTare paGOTI)I Ha MPAaKTUYCCKOM 3aHATUUN CTYACHT MOJY4aCT HaBbIK I1O q)OpMPIpOBaHI/IIO A€, uX
IIOTIOJTHEHUIO U XPAHECHUIO B OPTaHU3allnuH.
15 |IloaroroBka JOKYMEHTOB K CJIa4y€ B apXUB.
B pesynbrate paboThl Ha IPAKTHUECKOM 3aHATHH CTYACHT IOIy4aeT HAaBBIK 110 (pOopMUPOBaHHIO
JOKYMEHTOB K XpaHEHHIO B COOTBETCTBUHU C T pC6OBaHI/IﬂMI/I HOMEHKJIIaTypPbI O€JI.
16 |Pabota xoH(puUAEHIIATEHON HHPOPMAITHECH.
B pe3ysibTare paGOTI)I Ha MPAaKTUYCCKOM 3aHATUU CTYACHT MOJYYaCT HABBIK IO I'pymHmnaM CEKPETHOCTU
JAOKyMCHTalluu U 0COOEHHOCTSIM pa6OTI>I C pa3jIMYHbIMH BUAAMU KOH(I)I/I[[CHHI/I&IIBHOCTI/I.
4.3. CamocrosiTenbHas paboTa 00y4darOIHuXCS.
No .
Bun camocTosTennbHOM paboThI
/11
1 |M3y4eHue NOTOTHUTEIBHOM JIUTEPATYPHI.
2 |lloarotoBka K MPaKTUYECKUM 3aHSITHSIM.
3 |OdopmiieHne 611aHKOB JaKYMEHTOB.
4 |CocraBieHre HHPOPMAIMOHHO-CITPABOYHOM JJOKYMEHTAIMH (3asBJICHUE,

00BACHUTENLHAS 3aI1iMCKa, JOKJIaaHas 3allMCKa 1 I[p)

IToaroroBka k HpOMe)KYTOqHOﬁ aTTcCTalluu.

IToaroroBka K TeKyIiemMy KOHTPOJIIO.

5. Ilepeuenr wu3maHuii, KOTOpPHIE PEKOMEHIYETCS WCIOIB30BaTh MPHU

OCBOCHHUH JUCHUIUIMHBI (MOIYJIA).

11\/@n bubnuorpaduueckoe onucanue Mecro nocryna

1 | Adymamze, JI. I'. JlokyMeHTaIlMOHHOE OOECIICUeHUE URL:
YIPAaBIEHHUS TIEPCOHANIOM : YUEOHUK M IPAKTHKYM IS https://urait.ru/bcode/590738
By30B / JI. I'. AGynanze, U. b. Bempsixkuna, B. M. (nara obpatmenms:
Macnosa. — 4-e u3z., nepepab. u gom. — MOCKBa : 08.06.2026) - Texor :
WzparensctBo FOpaiit, 2026. — 256 c. — (Briciuee SNICKTPOHHEIH.
obpasosanue). — ISBN 978-5-534-21968-5.

2 | Ky3nenos, U. H. JlokymeHTanmoHHoe odecneueHme URL:
YIpaBIEHHUS TIEPCOHANIOM : YUEOHUK M MPAKTHKYM IS https://urait.ru/bcode/583204
By30B / U. H. Ky3nenoB. — 3-¢ u3j., mepepad. u 1om. — (nata obpatenus:

Mocksa : U3narensctBo FOpaiit, 2026. — 397 ¢. — 08.06.2026) N Texer :
(Boicuree oGpasosanue). — ISBN 978-5-534-16692-7. JICKTPOHHBIH.




6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U

WH()OPMAITMOHHBIX CIIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIOJIb30BAThCS TPHU
OCBOEHUU JUCHUIUIAHBI (MOAYJIA).

Odunmaneuseiii caiit PYT (MUUAT) (https://www.miit.ru/).
Hayuno-texuuueckas oubnuoreka PYT (MUUT) (http:/library.miit.ru).

Oo6pazoBatenbHas miardopma «tOpaitt» (https://urait.ru/).

O6mue uHPOPMALIMOHHBIE, CIPABOYHBIE U

MOMCKOBBIE ~ CUCTEMBI
«Koncynbrant [lmtocy, «["apanty.

7. llepedyeHb  JNHIEH3UOHHOTO WU  CBOOOJHO  PacHpOCTPaHSIEMOIO

MpOrpaMMHOr0 OO€CTedYeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRBA,
HEO0OXOAUMOTO JIJIsi OCBOCHHMSI TUCIUTUTUHBI (MOYJIs).

Microsoft Internet Explorer (uiu apyroit 6paysep).

Omnepanuonnas cucrema Microsoft Windows.
Microsoft Office.

8. Omucanue MaTepHAIbHO-TEXHUUYECKON 0a3bl, HEOOXOAUMON s

OCYILIECTBIICHUSI 00pa30BaTEIbHOTO Mpoliecca Mo IUCIHUILTHHE (MOJIYJIIO).

VYyeOHble ayIUTOpUU AJIsI MPOBEICHUS YUEOHBIX 3aHATHM, OCHAILCHHbBIC
KOMIIBIOTEPHOU TEXHUKON U HAOOpaMu IEMOHCTPAIIMOHHOTO 000PYy10BaHUS.

9. ®opma MPOMEKYTOUHOM aTTECTALNU:

3adeT B 3 cemecTpe.
10. OueHouHbIE MaTEPHUAIIBI.
OueHo4YHbIE MaTepUaIbl, IPUMEHSAEMBIE IIPU NPOBEIECHUN POMEKYTOUHON

aTTeCTallui, pa3padaThIBAlOTCA B COOTBETCTBUHU C JIOKAJIbHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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