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1. HHACITIOPT PABOYEN INPOI'PAMMBI YYEBHOHN
JANCHOUIIVIMHBI « COBPEMEHHAS OPITEXHHUKA U OPIAHM3ALUA
JAEJOITPOU3BOACTBA»

1.1.001acTh NpUMeHEeHUs1 padovyell MPOrpaMMabl.

[Iporpamma yueOHo# auctuiumnbl sBisercs yactbio [ITICC3 B cOOTBETCTBUM C
®I'OC no cneunansHoct CIIO 43.02.10, Typuszm

1.2. MecTo AMCHUIUIMHBI B CTPYKTYpe OCHOBHON mpodeccroHaaIbHON
oOpasoBarenbHOM mporpammbl. Jlucimmimaa «CoBpeMEHHasi OpPTTEXHHKA U
OpraHu3alys JeJIONPOU3BOACTBA» BXOAUT B OyoKk «IIpodeccronanbHbie MOMYITI)
[IM.04 Ynpapnenue QyHKIIMOHAIBHBIM MOAPA3/ICICHUEM OpraHu3aIii, COCTOUT U3
paszzmena «YOpaBi€HHE ACSATENbHOCThIO  (DYHKIIMOHAIBHOTO  MOJpa3JeiCHU
MIK.04.01 wu pa3gena  «CoBpeMmeHHas  OprT€XHMKAa W OpraHu3alusd
nenonpousBoacteay M/IK.04.02, uzydaercs B 5 u 6 cemecTtpax.

1.3. lean m 3agayM AUCHUILIMHBI — TPeOOBaHUS K pe3yjbTaTaM OCBOEHUS
JTVCLUTUINHBI:

Heab AUCHMIUVIMHBI:  U3y4YeHUE HH(DOPMAIMOHHBIX M KOMMYHUKAIMOHHBIX
TEXHOJIOTUH JIJIs1 pa3pab0TKU TYPUCTCKOTO MPOYyKTa, paboThl B oduce.

3agauM TUCHUIJIMHBI: U3YYCHUE NMPUKIIATHOTO MPOTPAMMHOTO O0ECIIeUEHUs U
MH(OPMAIMOHHBIX PECYPCOB, a TaKKE MCIIOJIb30BAaHUE MH(DPOPMAIIMOHHBIX CUCTEM B
TypHU3Me.

YcnenHoe n3yyeHue NUCHMILIMHBI BO3MOKHO NIPH YCJIOBHH HM3YUYEHUS MAKETOB
NPUKIIAJAHBIX TPOrPaMM, IPUMEHSIOIIMXCSA B OTPACIH TypHU3Ma.

B pe3ynbpTaTe 0OCBOCHMS TUCHUILUIMHBI 00YYarOIHCs JOIKEH YMeTh:

- oopMIATE W TPOBEPATH MPABWIBHOCTH OQOPMIICHUS [TOKYMEHTAllMd B
COOTBETCTBUM C YCTAHOBJICHHBIMH TpEOOBaHUSIMH, B T. Y. HCIOIb3YS
nH(OPMAITMOHHBIC TEXHOJIOTHH;

- IPOBOJIUTHh aBTOMATU3UPOBAHHYIO 00pA0OTKY TOKYMEHTOB;

- OCYHICCTBJIAThL XPAaHCHUC U ITIOUCK JOKYMCHTOB;



- HCIOJB30BaATh TCJICKOMMYHUKAIIMOHHBIC TCEXHOJOIMM B OJJICKTPOHHOM

JIOKyMEHTO000pOTE;

- HCIIOJIB30BAaTh B pa60Te COBPCMCHHBIC CPCACTBA OPITCXHUKU.

B pesynbrare 0CBOCHUS JUCHUILIMHBI 00YUYaIOIIUICS JOKEH 3HATh:

- OCHOBHBIC IOHATHA: [CIH, 3aJa4u W HIPUHOUIIBI JOKYMCHTAIIMOHHOI'O

oOecreyeHus YIPABJICHUSA,

- CUCTCMBI JOKYMCHTAIITMOHHOI'O oOecreyeHus YHPaBJIICHUA UX dABTOMATHU3alNIO,

- KJ'IaCCI/I(bI/IKaHI/IIO JOKYMCHTOB;,

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO TOKYMEHTOB;

- OpraHMu3aluIo JOKyMEHTO000pOTa:

- mnpueMm, o00pabOTKy, PpErucTpaluio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,

HOMEHKJIATYpy JIeT;

- COBPCMCHHBIC CPCACTBA OPI'TCXHHUKH W ITPUHIUIILI UX MCIIOJIB30BAHHUA

CopeprkaHre JUCUUIUIMHBI OPUEHTHPOBAHO HA OBJIAJCHUE KOMIIETEHIUSMMU:
OKI-OK9
[IK 4.1.; I1TK4.2 ;11K 4.3.

Kon HaumenoBanue pe3yjbrara 00y4eHuUs

IIK 4.1. [LmanupoBath AEATEILHOCTD MOAPA3ACIICHUS

[IK 4.2. Opranu3oBbIBaTh 1 KOHTPOJIUPOBATH AEATEIBHOCTD IMOJYNHEHHBIX

[IK 4.3. OdopMIISATh OTYETHO-TUIAHUPYIOITYIO JJOKYMEHTAIIUIO

OK 1 [loHumMaTe CyHIHOCTH M COIMAJIBHYIO 3HAYUMOCTh CBOEH Oymyiiein
npodeccun, MposIBIATH K HEW YCTOMUMBBINA HHTEPEC

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTh, BBIOMPATH TUIIOBHIE
METOJbl U CHOCOOBI BBIMOJIHEHHUS MNPO(ECCHOHANBHBIX —3ajad,
OILICHUBATh X d(PPEKTUBHOCTH U KAUE€CTBO

OK 3 IIpuHUMAaTh pelIeHrs B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYALUSIX U
HECTH 33 HUX OTBETCTBEHHOCTb

OK 4 OcymiecTBIATh MOUCK U UCIOJIb30BaHUE MH(POPMAITHH, HEOOXOAMMBIX

st 3(Q@PEKTUBHOrO  BBINOJHEHUS NpodeccHOHaIbHBIX  3ajady,




HpO(bﬁCCI/IOHaJII)HOFO N JIMYHOCTHOI'O PA3BUTHUA

OK5 Hcnonb3zoBanue MHOOPMAIMOHHO-KOMMYHUKATUBHBIX TEXHOJOTUNA B
npod. nesaTeTbHOCTH

OK 6 PaGoTath B KOJUIEKTHBE M KOMaHE, OpaTh Ha ceOs OTBETCTBEHHOCTb,
a3 PeKkTUBHO 00IIATHCS C KOJUIETaMH, PYKOBOJICTBOM, MOTPEOUTEIIMHU

OK7 bpate Ha cebsi OTBETCTBEHHOCTh 3a palbOTy UJIEHOB KOMAaHJbI
(MOTYMHEHHBIX ), pE3YJIbTAT BHIMIOTHEHUS 33 TaHUN

OK 8 CaMOCTOSITENBHO — ONpEAeNATh  3aJayd  Npo(ecCHOHATBLHOTO U
JUYHOCTHOTO Pa3BHUTHSI, 3aHUMATHCS CaMOOOpa30BaHHEM, OCO3HAHHO
TJIAHUPOBATH MOBHIIICHUE KBATU(UKAITIN

OK 9 OpueHTUPOBAThCA B YCIOBHUSIX YacTOM CMEHBI TEXHOJOTHMH B

npo¢eCCUOHATIBHON JIeSITEILHOCTH

1.4. PexomeHayemoe KOJHMYECTBO 4YaCOB HA OCBOEHHE MPOrpPaMMbl

JTUCHUILIMHBI:

- MAKCUMAaJILHOM yueOHOM Harpy3ku oOy4aromierocs 117 gaca, B TOM 4yucie:

- 00513aTeNbHOM ayTMTOPHON yueOHOM Harpy3ku oOyuvaroierocst 78 4acos;

- CaMOCTOSITEILHOU pabOThI yyalierocs: 274acos,

- KOHCyJIbTalui- 12 yacos




2 CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCIUIIJINHBI

2.1 O0beM yueOHOM TUCHMILIMHBI M BHABI Y4e0HO padoThI

Bun yuyeO6Hoii padoThI

Oo0BeM yacoB

MakcumajibHasi ydyeOHasi Harpy3ka (Bcero) 117

Oo0s3aTeIbHAS aYyAUTOPHAA y4eOHAasi HATPY3Ka (BcCero) 78

B TOM YHCJIE:

Teopetnueckoe 00yueHue (JEKIIN) 40

IIpakTrueckas pabota (CEMUHApPHI) 38

CamocrosiTesibHasi padoTa 00y4aromerocs (Bcero) 27

B TOM YHCJI€ TOJATOTOBKA!

K nucomennviv koumponvuvivm pabomam

K npaxmuuecxkum 3anamusam

Koncynomayuu 12

Hmozoewtit konmpo.ie Jpyeue dopmur
KOHmMpOonsa (5cem)

Jugh. 3auem(6 cem)




2.2 Temaruyeckn IUIAH M COAepkaHUE Y4YeOHOW AUCHUILVIMHBI «CoBpeMeHHAasi OPrTeXHUMKAa M OpraHu3auus
1eJIONPOU3BOACTBA»

Ounas gpopma 0dyuenusn
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Pa30€./l 1 CucremMa JOKYMCHTAIIMH U OpTaHu3aIlus 78 30 28 20 ] 2 3
JIEIIONPOU3BOJICTBA CTPYKTYPHOIO MOAPA3AEIICHUS. 7
Tema 1.1 JlokymeHTalus (hyHKIIMOHAIHHOTO MOApa3AeICHUs 4 4 2 2 ]
KOMIIaHHH .
Tema 1.2 (FCHOY). [TonsiTHE O NOKYMEHTE, BUIBI JOKYMEHTOB 4 4 4 2 ]
Yauduxanus u cragnaprusanus 1oxkymerToB (IOCT,
OCT, PCT)
Tema 1.3 Branku nokymenrto. TpeboBaHMs K OaHKAM 2 2 4 2 2
JIOKYMEHTOB Ha OCHOBE rOCY/AapCTBEHHOI'O CTaHAapTa
P® I'OCT P PexBusutsl nokymMeHTOB. TpeboBaHuS K
ONaHKaM JOKYMEHTOB Ha OCHOBE TOCYIapCTBCHHOTO
cragaapta PO I'OCT P
Tema 1.4. OO6mue TpeboBaHMS K TEKCTaM U 0OPMIICHHUIO 4 2 2 ]
JOKYMEHTOB.
Tema 1.5. CTpyKTypa TOKyMEHTAllU! TOIpa3AeIeHUs 4 4 4
Tema 1.6. CrpaBouHasi JOKyYMEHTAIMs: TOKIaIHas 3alucKa, 2 2
ciry)keOHas 3amucka, OOBSICHUTENbHAS 3aIiCKa,
MpeAoKeHue, MpeiCTaBIeHe, 3asiBI€HUE, IPOTOKOI,




aKT, 3aKJII0YCHHE, OT3bIB, TIEPEUYCHb, CIHCOK,
nepemnucka

Tema 1.7.

JIOKyMEHTUPOBaHNE TPYAOBBIX IPABOOTHOLIEHUM.

Tema 1.8

Oprasuzanust JeI0npOn3BOJICTBA.

Tema 1.9.

Peructpanus un uanexcauus JOKyMeHTOB. MecTa u
(hOpMBI perucTpanui JOKyMeHTOB. PopMBI
perucTpanyuu J0KyMeHTOB. KapToTeku n MeTOTUKH HX
coznanusi. KoMIbloTepHble TEXHOIOTHH PETUCTPALIUU
Z[OKyMeHTOB. OpFaHI/BaHI/I)I KOHTpOJ'I}I HUCIIOJITHCHU S
JIOKyMEHTOB. Y POBHH KOHTPOJISL. 3a1a4u KOHTPOJISL.
Cpoxku ucnonHeHus JoKyMeHToB. [locTaHoBKa Ha
koHTpoJib. [IpoBepka xona ucnonnenus. CHATHE
JIOKyYMEHTa C KOHTPOJIs. AHAIN3 UCTIOJIHUTEIBCKON
JACIUIIINHEL.

Tema 1.10.

CnpaBouHo-uH(OpMamoHHas padborta

Tema 1.11

TeKyH.[CG XpaHCHHUC ACJ U MOATOTOBKAa K HeEpeaadc B
BeI[OMCTBeHHLIﬁ apXuB.

PA3JEJI 2

COBPEMEHHASI OPI'TEXHUKA
U PABOTA C HEA

27

10

10

Tema 2.1

OCHOBHBIE CpE/CTBA OPITEXHHWKH, HCIIOIB3yEMbIE B
TYPUCTUYECKUX ¢bupmax c JIOKyMEHTalue.
ABTOMAaTH3UPOBAaHHBIE  TEXHOJNOTHHM  PabOTBI  C
JOKyMEHTaM

Tema 2.2

KomnupoBanbHO-MHOXUTEIbHBIE cpeacTBa. CKaHephl.
CpencTBa oTobpaskeHHsI HHPOPMAILIHH.
CrnaiianpoexTopsl. JKuIKoKprCTaTHIecKas
MPOEKLIMOHHAS TTaHEb.




Tema 2.3 °

[epCOHAbHBIA KOMIIBIOTED,

Tesie)OHHBIE U PagHoTeNe(hOHHBIC AIIapaThl,
JTMPEKTOPCKUH KOMMYTATOpP,
IPOMKOTOBOpsiniee Teae(hoHHOe
MIEPETOBOPHOE YCTPOMUCTBO, MEHKUHTOBYTO
CBSI3b

TeJCTaMI,

(akcUMMIBHBIN anmapar,

KOIIUPOBAJIbHBIN anmapar,

JTUKTO(OHBI,

MIPOCKLIMOHHYIO aliaparypy,
LITEMIIEJICBAIbHBIN anmapar,

peneps! (YHUYTOKUTETN OyMaru U
JIOKYMEHTOB).

CIIMBATEINb JOKYMEHTOB,

KapTOoTEeYHOE 000pYyAOBAHHUE,

CTeJIaXH U IKadbl 17151 XpaHESHUsI
JIOKyMEHTOB.

Cemecmpoegwlii KOHmMpOJib

dud.3auer

HUTOroBbiii KOHTPOJIb

JApyrue
(popmbIl

KouncyabTanuu

12

Bcezo 3a cemecemp.

117

105

40

38

27

s xapaxmepucmuku ypoeHs 0C80eHUS YHEeOH020 MAMepuUaa UCNob3yIomcs ciedyrujue 0003HAYeHUsL:
1. — o3nHakomumenvHwlll (V3HABAHUE PAHEe U3VUEHHBIX 00BLEKMOB8, CEOLICME);

2. — penpoOyKmuGHulll (8bINOJIHEHUE 0eSAMEbHOCU N0 00Pa3yy, UHCIMPYKYUU ULU HOO PYKOBOOCMBOM)
3. — nPOOYKmMuUGHbILIL (NIAHUPOBAHUE U CAMOCMOSMENbHOE GbINOIHEHUE OeSIMEIbHOCTMU, PeuleHe npodIeMHbIX 3a0at)
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Opranusanus BHeaAyIMTOPHON CaMOCTOSTEIbHOM PadoThl 00yYAKIIMXCH 110
aucuunnHe «CoBpeMeHHasi OPITEXHUKA M OPTraHU3alMsA 1eJI0NPOU3BOACTBA.

CamocrosiTenbHass paboTa 1O M3y4aeMOW JUCUMIUIMHE OCYLIECTBISIETCS B
COOTBETCTBHUM C TEMATUYECKUM IIJIAHOM.

[IpenogaBaTenb OCYIIECTBISIET OPraHU3allMI0  CaMOCTOSITENIbHOM  paboThl B
cootBeTcTBUM C [lonmokeHnemM 00 opraHu3alud BHEAYJUTOPHOM CaMOCTOSTEIbHON
paboThl OOyyarolmuxcs MpU pea3allud IPOrpaMM CpPEdHEro MNpoPecCHOHATBHOIO
o0pa3oBaHus.

[Ipn mpoBeneHMHM AayIUTOPHBIX 3aHATHM B TEUYEHUE CEMECTpPA IIPENOJABATEIb
BbIIACT 3a/laHus JJIs CaMOCTOATEIbHOW padOThl B COOTBETCTBHE C TEMAaTHYECKUM
1aHoM paboThl. Bompocsl 171 MOATOTOBKUM K TEKYHIEMY KOHTPOJIO, KOHTPOJIbHBIM
paboTaM, KOJJIOKBUyMaM, TeMbl pedepaToB, JOKIAI0B yKa3aHbl B (DOHAE OLIEHOYHBIX

CpCIACTB II0 H3y11aeMoﬁ JAUCHUITIINHC.

2.3 Conep:kanue y4eOHOM TUCHMILIIMHBI

Pazgen 1 CucremMa [JOKYMEHTAIMM M OpPraHM3anusi /JAeJONPOU3BOACTBA
CTPYKTYPHOI'O NOAPAa3AeJICHUsI

Tema 1.1 JlokymeHTauusi (PYHKIHUOHAJIBLHOIO IMOAPA3ACJICHUSI KOMIIAHUM.
JlokyMeHT kak ¢{eHomeH. [loHsATHE O KOpPPECHOHACHLUMU U JIEJIONPOU3BOJCTBE.
IOpuanueckoe 3HaueHne JOKYMEHTOB. ['ocyaapcTBeHHast cuctemMa JOKYMEHTALIMOHHOTO
oOecrieyeHus: ypaBJICHHUS.

Tema 1.2 (CAOY). Ilonsatue o aoxkymente. Bumbl JOKyMEHTOB, (GyHKIIUU
JOKYMEHTOB, TMpaBuia O(MOPMIICHHS YNPABICHYUCKUX JOKYMEHTOB. YHHU(UKALMSA U
crangaptuzanus gokymentos (I'OCT, OCT, PCT).

Tema 1.3 baanku gokymentoB. OCTsI. TpeboBanus k O1aHKaM TOKYMEHTOB Ha
ocHOBe TocynapctBeHHoro ctaHgapra P® T'OCTP P. PexkBu3uThl JOKYMEHTOB.
TpeboBanust k OnaHKamM JTOKYMEHTOB Ha OCHOBE TOCyAapCTBEHHOro cranaapra Pd
I'OCT.

Tema 1.4 OOmme TpeOoBaHMs K TeKcTaM M OG(GOPMJICHHUIO [10KYMEHTOB.

[Topsimok cocTaBneHust JOKYyMEHTOB. TpeboBaHMs K OPOPMIICHUIO JOKYMEHTOB.
11



Tema 1.5 Crpykrypa [aOKyMeHTanMu mnoapasjaeaenus. OpraHu3alHOHHO-
pacriopsiauTenpHas — AoKyMmeHTauus.  OpraHu3aldOHHAs — JOKYMEHTAlMs:  YCTasB,
MOJIOKEHUE, WHCTPYKUMA. PacnopsauTenbHble TOKYMEHTBI: MpPUKa3bl, HHCTPYKLHH,
yKa3aHusl, pelICHUs, TOCTAHOBIICHHS, PACTIOPSIKEHHUS.

Tema 1.6 CipaBouHasi JOKYMeHTalUsA. JTOKJIaHAs 3aMKCKa, CIy>KeOHas 3arucka,
OOBSACHUTENbHAS 3alMCKa, MPENJIOKEHUE, MPEACTABICHNUE, 3asiBJICHUE, MPOTOKOJI, AKT,
3aKJIFOUYEHHE, OT3bIB, IEPEUECHB, CIUCOK, MTEPEIHCKA.

Tema 1.7 JlokyMeHTHPOBaHHMEe TPYAOBbIX NPABOOTHOLIEHUI. 3aKOHOJATEIbHAS
¥ HOpPMAaTWBHas periiaMeHTals JOKYMEHTHUPOBaHUA mpuemMa Ha padboTy. OcoOeHHOCTH
MOJITOTOBKHU U 0(OPMIICHHUS MPUKA30B 1O JINYHOMY COCTaBY, JINYHON KapTOUKH, JIMYHOTO
nena. IlpaBoBoe peryaupoBaHME NEpPeBOJA COTPYIHHUKOB Ha Jpyryr padboTy u
YBOJIbHEHUS] pa0OTHUKOB.

Tema 1.8 Opranuzanus aenonpousBoiacTBa. Opranuzanus paboThl ¢
MOCTYMAIMIMMU U UCXOIAIIMMU AOKYMEHTamMH mnopapasaencHus. [lopsgok oOpaboTku
nokyMeHToB. Hpopmanmonno-nouckosas cucrema (UIC) miis paboTel ¢ JOKyMEHTaMH
opranuzanuu. CocTaBiieHHe HOMEHKIIATYPHI e

Tema 1.9 Permcrpamusi ¥ HHIEKcalnusa [JOKYMeHTOB. Mecra u (opmbl
perucTpanuy T0KyMEeHTOB. POpMBI perucTpauuy JOKyMEHTOB. KapTOoTeku U METOOUKN
ux co3faHus. KoMIbIOTEpHbIE TEXHOJOTMU PErucTpaluu JOKyMeHTOB. OpraHusaius
KOHTPOJII HCIIOJHEHUS JOKYMEHTOB. YPOBHM KOHTpOJsA. 3amaun KOHTposst. Cpoku
UCITOJIHEHMS TOKYMEHTOB. [locTtaBka Ha KoHTpoJib. [IpoBepka xona ncnonHenus. CHaTHe
JOKYMEHTA C KOHTPOJIS. AHAIN3 UCIIOJTHUTEIbCKOW TUCIUTUINHBI.

Tema 1.10 CnpaBouyHno-nHpopmanuoHHasi padora. CocraBieHUE HOMEHKIATYPBI
nen. PacnpeneneHue HCNOMHEHHBIX JOKYMEHTOB B jena. Cucrematusauus U
3aKperUIeHHEe MHAECKCOB [I€J, YCTAHOBIIEHWE CPOKOB XpaHeHus nen. PopMupoBaHUE U
opopmiienue nen. Hymepauust nucTOB Jena, COCTABICHUE 3aBEPUTEIBLHOW HAIIUCH,
COCTABJICHHE BHYTPEHHEH ONHUCH JOKYMEHTa Jiena, mepervier (MOIIMBKa) Jell.
Odopmienue 00JI0KEK A€l MOCTOSHHOTO U BpeMeHHOro xpaHeHus. CocTaBiieHHE U
odopmiieHne onucei Aes CTPYKTYPHOTO MOAPa3IeICHUs TyPUCTHUECKON (UPMBI.

Tema 1.11 Tekymee cocrosiHue e M MOATOTOBKA K Imepexade B

BeIlOMCTBeHHLIﬁ apXxMB. (DOpMI/IpOBaHI/Ie ACJ TIIOCJIC OKOHYAaHHMA W B TCKYUICM
12



JEJIONPON3BOACTBE. DKCIEpTHU3a IIEHHOCTH JOKyMeHTOB U nen. OdopmiieHue nen B
COOTBETCTBHUM C YCTAHOBJIEHHBIM IMOPSAKOM IIPU IEpeladye B COOTBETCTBYIOIIUN APXUB.
OOpaboTka MOCTYMAaIUX U OTIPABIAEMbIX JTOKYMEHTOB MojpasaeneHus. Pabora c
TUTIOBBIMU JOKyMeHTamu. [Ipaktuka dhopmupoBanus u opopmieHus nei. Perucrpanus
JOKYMEHTAIMU, POPMUPOBAHUE DIIEKTPOHHON KapTOTEKH.

Pasznen 2 CoBpeMeHHasi OprTeXHMKA U padoTa ¢ Hell

Tema 2.1 OcHOBHBIE CpPeACTBA OPITEXHUKH, HCIOJIb3YEMBIE B TYPUCTUYECKHUX
¢bupmax ¢ ToKymMeHTanuen. ABTOMaTU3UPOBAHHBIE TEXHOJIOTHH PA0OTHI C TIOKYMEHTaMHU.

Tema 2.2 KonupoBajibHO-MHOXMTeNbHbIE cpeacTtBa. Ckanepel. CpenctBa
otoOpaxkenust nHpopmanuu. Craianpoekropsl. KUIKOKpUCTAIMYECKAsT MPOCKIIMOHHAS
ITaHEITb.

Tema 2.3 IlepcoHanbHblii kKommnblOTep. TenedoHHble W paauoTesiePOHHBIC
anmaparbl,  JUPEKTOPCKHMM  KOMMYHHUKAaTOp,  TPOMKOTOBOpsiiee  TeineoHHOe
MEPEroBOPHOE YCTPONCTBO, MEHIKUHTOBYIO CBSI3b, TEJIETalN, (hakCUMUIIBHBIA ammapar,
KOIUPOBAIBHBIN arrapar, TUKTOPOHBI, MPOEKIIMOHHAS alapaTypa, MITeMIeIeBaTbHbINA
annapat. [lpeaepbl (yHUUTOXUTENN OymMaru M JTOKYMEHTOB), CUIMBATEIb IOKYMEHTOB,
KapTOTEYHOE 000PYJOBaHUE, CTEIIAKH U IIKA(HI 711 XpaHEHUsI JOKYMEHTOB.

CeMecTpOBBIi KOHTPOJIb: AU depeHITMPOBAaHHBIN 3a4eT

HroroBbiii KOHTPOJIb: [{pyrue ¢opmbl KOHTPOJIS

2.4 IEPEYEHb NIPAKTUYECKUX 3AHATHUHA MO JUCHUILIMHE

Ne Ha3Banue npakTn4yeckoi padboThl (ceMHMHapa)
n/n
1 |IloHsTHE TOKYMEHTa M CTIOCOOBI TOKYMEHTUPOBAHMUS
2 |HcTopus pa3BUTHS OTEYECTBEHHOTO TIOKYMEHTO000pOTa
3 |YHu}uKauusa U cTaHaapTU3alMs JOKyMEHTOB. CUCTEMBI JOKYMEHTAIUH
4 |PexBU3UTHI U OJJAHKHU TOKYMEHTOB
5 |OpraHu3anroOHHO-PACTIOPSAUTENbHAS TOKyMeHTalusa. Opranu3aluoHHbIe

JIOKYMEHTBI

OP/I. PaciopsiauTenbHble TOKYMEHTBI

Oprasnu3anoHHO-CIPABOYHBIE JOKYMEHTBI

OpFaHI/IBaI_[I/IH perucrpanvi J0KYMCHTOB U KOHTPOJIb UX UCITIOJTHCHHA
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9 |Opranuzanus XxpaHeHUs! JOKYMEHTOB

10 |Tlopsook mepenayu JOKYMEHTOB B apXHB WM Ha YHUUTOXEHUE. APXHUBHOE

XpaHCHHUEC TOKYMCHTOB

11 |Komnsrorepuzanus JOY

12 | DneKkTpoHHBIA JOKYMEHTOO0OPOT

13 |TenedonHas cBsi3b, €€ UCTOPHUS U UCIOIB30BAaHUE B pabOTE TYPPUPMBI

14 |Ilporpammsl 11t paboThI B Typhupme

15 |DneKTpOHHBIM JOKYMEHTOOOOPOT COBPEMEHHOM TYpPHUPMBI

16 |Oprrexauka TypHUPMBI B €€ UCIIOTh30BaHNE

3. YCJIOBUS PEAJIMBALIUA ITPOT'PAMMBI INCHUIIJIMHBI

3.1. Haanume cnenuaabHO 000py/I0BAHHON ayAUTOPUM:

CneunanusupoBansbiil kabuHeT. Komnerorep, MOV, ckanep, dpakc. Hucno nmocagoyHbix

MCCT 110 KOJIMICCTBY CTYACHTOB, pa60qee MCCTO IIPCIIoaaBaTCIIsd.

3.2. UndopMmaunoHHoe odecnieyeHne 00yuYeHms :

OcHoBHast

JIOKyMEHTaIIHOHHOE 00ecTIeYeHne KaAPOBOH IEATETFHOCTH B c(hepe HHAYCTPHH DNEeKTPOHHBIN
rOCTENPUHUMCTBA: MIPAKTUKYM : yuel. mocobue / M.I. JlaBpentbeBa, A.B. Moxaes ; pecypc
IO pell. KaH[. UCT. HayK, aou. H.I'. Moxaesoii. — M. : UHOPA-M, 2017. — 99

c. — (Bricmiee oOpazoBanue: bakanaBpuar). —
www.dx.doi.org/10.12737/textbook_5923d72ab18433.20521839.
http://znanium.com/catalog.php?bookinfo=545514

JIOKyMEeHTallMOHHOE 00ecTIeueHUE YIIPaBIECHUS B COLIUAIbHO-KYIbTYPHOM CEPBHCE DNEeKTPOHHBIN
u TypusMme: YuebHoe nocobue / ['ymuna U. A., 3aiineBa H. A. - M.: Anbda- M, pecypc
HUIL UHOPA-M, 2015. - 240 c.: 60x90 1/16 (Ilepennér 7b11) ISBN 978-5-98281-

152-3 http://znanium.com/catalog.php?bookinfo=489737

SAnkoBuy, 1. A. Jlenonpon3BoacTBO B KaJpoBoii ciyx0e : yueonuk / 111LA. DNEeKTPOHHBIN
SnkoBud. - Mocksa : FOuutu-Jlana, 2015. - 161 c. - bubnuorp.: c¢. 112. - ISBN 5- pecypc
238-01076-1 ; To xe [ DneKTpoHHBIH pecypc]. -
URL:http://biblioclub.ru/index.php?page=book&id=119021

JlokymeHTaImoHHOE oOecrieueHue yrpasieHus: YueoHoe nocooue/I maguitE.B. - DNEeKTPOHHBIN
M.: UI] PUOP, HUL] UH®PA-M, 2016. - 249 c.: 60x90 1/16. - pecypc
(ITpodeccuonansuoe odpazosanue) (Ilepemnér) ISBN 978-5-369-01042-6
http://znanium.com/catalog.php?bookinfo=468335

bacakos, M.1. JlokyMeHTallnoOHHOE 00ECIieueHUE YIPaBICHHUS: DNeKTPOHHBIN
(HenompounsBocTtBo) : yueouuk / M.W. bacakos. - 2-e u3J., UCIL. U JOM. - pecypc
Pocrosna-Jlony : U3narensctBo «®ennkcy, 2013. - 352 c. : un. - (Cpeanee

npodeccuoHaabHOe 00pazoBanue). - bubmuorp. B kH. - ISBN 978-5-222-20053-7 ;

To xe [DnexkTponnsIii pecypce]. - URL:

http://biblioclub.ru/index.php?page=book&id=271490

[Tantenees, Bnagumup MBanoBuu. Ciy:keOHOE ETONTPOU3BOICTBO : y4eO. 23
noco6ue / [TanteneeB Bnagumup MBanosuu. - Kocrpoma : KI'TY, 2015. - 36 c. -

OINJ. - mom. - ISBN 978-5-8285- 0748-1 : 12.07.

Mopo3oB Muxaun AnaronabeBud. MHQopMamoHHble TEXHOJIOTUH B COLMATIBHO- 25

KYJIBTYPHOM cepBHce U Typu3Me. OprrexHuka : [y4e0.mocodue Jijisi CTyA. BBICIIL
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yueb. 3aBefieHnit] : pekomennoBaHo YMO / Mopo3oB Muxaun Anatonseuy, H. C.
Mopo3osa. - 7-e u3a., crep. - M. : Axkagemus, 2009. - 240 c. - (Breiciee
npodeccuonanbHoe oopazoBanue. Typusm). - bubnuorp.: c. 236. - ISBN 978-5-
7695-6631-8 : 309.00.

benos, Anatonuii Hukonaesud. [[enonpon3BoaCTBO U JOKYMEHTOOOOPOT : yueo.
nocobue / beno Anaronuit Hukonaesuy, A. A. benos. - 6-e uz., nepepal. u J1o1.
- Mockaa : Dkemo, 2008. - 560 c. - (O6pazoBarenbHbiid cTanaapT XXI ). - OIT/,
CJH. - ISBN 978-5-699-20850-0 : 155.00; 208.00.

10

CrenrokoB, M.B. JlokyMeHTOBeIeHUE U AETOMPOU3BOICTBO | KOHCIIEKT JIGKLIUH /
M. B. Crentokos. - Mockaa : [Ipuop, 2007. - 176 c. - OILJ, C/. - ISBN 978-5-384-
00052-5 : 60.00; 99.00.

20

CnuBak, Brnagumup AnexcanapoBud. JJokyMEHTUPOBAHHE YIIPaBICHYECKON
nesitenbHOCTH. [lenonpounsBoactso / CimBak Bragumup Anexkcanaposud. - M.;
CIIO. : ITurep, 2007. - 240 c.: un. - (Kpatkuii kypc). - OIL, CH. - ISBN 978-5-
469-00647-3 : 99.00.

10

Makaposa, Haranes BiiagumuposHa. KoMIbroTEpHOE AE€I0IIPOU3BOIACTBO.
VYueOHblii Kypc : yued. mocodue i By30B, SKOHOM. crell. / MakapoBa Hatanbs
Bnagumuposna, I'. C. Hukonaituyk, 0. ®@. Turosa. - 2-e usa. - CII6. : [Tutep,
2007. - 410 c.: un. - YMO crnen. - [Ipuknannas uadopmaruka. - OIJ, CH. - ISBN
978-591180-074-1 : 244.00.

10

JlomosHUTEILHAS

JloKyMeHTaIMOHHOE 00eCIIeueHIE YIIPaBIICHHUS (JIeTI0MPOU3BOICTBO): Yueb. moc. /
T.A.bbikoBa u ap. - 2 u3a., nepepad. u goim. - M.: HUL Uadpa-M, 2013-304c.:
60x90 1/6 + ( Hom. mar. znanium.com) - (Beicmee o6p.: bakanasp.). () ISBN 978-
5-16- 004805-5 http://znanium.com/catalog.php?bookinfo=390575

ONEeKTPOHHBIN
pecypc

JlokyMeHTaIlMOHHOE 0OECTICUeHHE YIIPaBICHUs IEPCOHANIOM: YueOHoe
nocobue/bynat P. E. - M.: HUL] UH®PA-M, 2015. - 234 c.: 60x90 1/16. -
(Beiciiee oopazoBanue: bakanaspuar) ISBN 978-5-16-010318-1, 500 k3.
http://znanium.com/catalog.php?bookinfo=488066

ONEeKTPOHHBIN
pecypc

I'pun6epr, A.C. JlokyMeHTaIMOHHOE oOecrieueHue ynpapieHus : yaeonuk / A.C.
I'punbepr, H.H. I'op6aués, O.A. Myxamerimuna. - Mocksa : FOuutu-Jlana, 2015. -
391 c. : Tabx., rpad., ui., cxemsl - bubnauorp.: c¢. 382-383. - ISBN 978-5-238-
01770-9 ; To xe [DnexTpoHHsIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031

ONEeKTPOHHBIN
pecypc

Kysnenos, Urops HukomnaeBnu. JlokyMeHTallMOHHOE OOeclieueHne yIpaBieHus u
JIEIOTIPOU3BOICTBO : yueOHuK /it 6akanaspos / U. H. Ky3nenos. - M. : FOpa¥r :
NI FOpaiit, 2012. - 576 c. - (Cepus "bakanasp"). - JJonyuiero MunoOpuayku P®.
- bubmmorp.: c. 444-452. - ISBN 978-5- 9916-1520-4. - ISBN 978-5-9692-1249-7 :
308.99.

bacakos, Muxaun MBaHoBuu. JlokyMeHTallOHHOE 00ECIIeUeHNE YIIpaBICHUS
([emonpou3BoAcTBO) : yueOHUK 111 cpeA. pod. o0pa3. / bacakos, Muxauin
WBanosuu. - PoctoB-Ha-/lony : @enukc, 2009. - 413 c. - (Cpen. mpod. 06paz3os.). -
MO P®. - OI]I. - o6s3aT. - ISBN 978-5-222- 14194-6 : 179.00.

DNEeKTPOHHBIC OUOIMOTEYHBIE CUCTEMBI:
1. 2. OBbC «YHuBepcurerckas 6ubiaroreka online»
3. OBC «Znaniumy
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
JACTUTIIAHBI
KOHTpOJ'II) U OICHKaAa pGSYJ'IBTaTOB OCBOCHHUA OHUCIHUIIIINHBI OCYI]_IeCTBJIHeTCH
mpernoaaBaTcyiIcM B IMPOHCCCEC IHPOBCACHUA IHNPAKTUUYCCKUX SaHHTHﬁ, TCCTUPOBAHMUA, a
TAKKC BBIIIOJIHCHUA YHAIIUMUCA HHANBUIAYAJIbHBIX BaﬂaHHﬁ, I/ICCJ'IGIIOBaHI/If/'I.

Pe3yabTarnl 00yyeHus
(ocBOeHHBbIE YMEHMHSI, YCBOEHHbIE
3HAHNA)

®opMbI M METOAbI KOHTPOJIS U
OLIEHKH Pe3yJIbTATOB 00y4eHH sl

YMmenus:

- oopMIIATE U TPOBEPATH MPABUIBHOCTH - MIPaKTUYECKHE 3aHATHUA,
BHEAYJUTOPHAsT  CaMOCTOSITeJIbHAs

oopMIIeHHS TOKYMEHTAIIUd B COOTBETCTBHU C
Gop y I pabora

YCTaHOBJICHHBIMH ~ TpeOOBaHUSAMH, B T. 4.
UCTIONIB3Ysl HHPOPMALIMOHHBIE TEXHOJIOTHH;

- TNPOBOAUTH  AaBTOMATH3MPOBAHHYIO
00paboTKy TOKYMEHTOB;

- OCYUICCTBISATh XPAaHEHHWE U  IOUCK

JIOKYMEHTOB;

3Haunud:

- OCHOBHBIC NOHSTHA: IENH, 33Aa4d U - IPaKTHYECKHUE 3aHATHUS
NPUHIONNBL  JJOKYMEHTAIIMOHHOTO 00eCIeueHHs
yIIpaBJICHUS;

- CHCTEMBI JTOKYMEHTAI[HOHHOTO
o0ecrieyeHns yrpaBJIeHUs UX aBTOMAaTHU3aLIUIO;

- KJIJacCU(PMKALHIO JOKYMEHTOB;

- TpebOBaHHMA K  COCTaBJICHHIO U
0hOPMIICHUIO TOKYMEHTOB;

- OpraHMU3alHrI0 JOKYMEHTO000POTa:

- 1mpueM, o0oOpabOTKy, perucTparmio,
KOHTPOJIb, XpaHeHue JOKYMEHTOB,
HOMEHKJIATYpY JIelT;

- COBpPEMEHHBIE CpEICTBA OPITEXHUKUA H

MPUHIMIIBI X UCITIOJIB30BAHUA

HTOroBbIii KOHTPOJIB: uppepenyuposannuiii 3auem
/Jpyzue ¢popmol konmponsn
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