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1. IHACITIOPT PABOYEN INPOI'PAMMBI YYEBHOHN
JANCHOUIIVIMHBI « COBPEMEHHAS OPITEXHHUKA U OPIAHM3ALUA
JAEJIOITPOU3BOACTBA»

1.1.001acTh NpUMeHeHUs1 padoveil NPOrpaMMbl.

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

1.2. MecTo aMCHUIUIMHBI B CTPYKTYpe OCHOBHON mpodeccroHaIbHON
oOpazoBarenpHOM mporpammbl. Jlucimmimaa «CoBpeMEHHasi OpPTTEXHHKA U
OpraHu3alys JeJONPOU3BOACTBA» BXOAUT B OyoKk «IIpodeccronanbHbie MOMYITI)
[IM.04 YnpaBnenue QpyHKIHOHAIbHBIM NOJIpa3AeiEHUEM OpPraHU3allMi, COCTOUT U3
paszzmena «YOpaBi€HHE JACSATENbHOCTbIO  (DYHKIIMOHAIBHOTO  MOJpa3JeiICHUs
MIK.04.01 wu pa3gena  «CoBpeMmeHHas  OprTEXHMKAa W OpraHU3alusd
nenonpousBoacteay M/IK.04.02, uzyuaercs B 5 u 6 cemecTtpax.

1.3. Hean m 3apayM AUCHUILIMHBI — TPeOOBaHUS K pe3yjbTaTaM OCBOEHUS
JTVCLUIUINHBI:

Henab IMCUMIVIMHBI.  M3Yy4Y€HHE WMH(DOPMAIMOHHBIX U KOMMYHUKALIMOHHBIX
TEXHOJIOTUI JJIs1 pa3pabOTKU TYpPUCTCKOTO MPOAYKTa, padOThI B OpuCe.

3agauu JMCHUIUIMHBL: U3YYEHHE MPUKIIAIHOTO MPOrpaMMHOro o0ecreueHus 1
MH(OPMAIIMOHHBIX PECYPCOB, a TaKKE MCIOJIb30BAaHUE MH(DPOPMAIIMOHHBIX CUCTEM B
TypHU3ME.

YcnenHoe n3ydeHue NUCHMILIMHBI BO3MOXKHO NIPH YCIOBHM HM3YUYEHUS NAKETOB
MPUKIIAJAHBIX TIPOrPaMM, IPUMEHSIOMIMXCSA B OTPACIIH TypHU3Ma.

B pe3ynbpTaTe 0OCBOSHMS TUCHUIUIMHBI 00YYaroUiics JOIKEH YMeTh!

- oopMIATE W TPOBEPATH MPABWIBHOCTH OQOPMIICHUS TOKYMEHTAllMd B
COOTBETCTBUM C YCTAHOBJICHHBIMH TpeOOBaHUSAMH, B T. Y. HCIHOJB3YS
UH(POPMAIIMOHHBIE TEXHOJIOTUH;

- IPOBOJIUTHh aBTOMATU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;

- OCYHICCTBJIATH XPaHCHUC U ITIOUCK JOKYMCHTOB;



- HCIOJB30BAaThb TCICKOMMYHUKAIIMOHHBIC TCEXHOJOIrMM B 3JICKTPOHHOM

JIOKyMEHTO00O0POTE;

- HCIIOJIB30BAaTh B pa60Te COBPCMCHHBIC CPCACTBA OPITCXHUKU.

B pe3ynbrate 0CBOCHUS TUCHUILUIMHBI 00yYarOIIUNCS TOKEH 3HATh!

- OCHOBHBIC IMOHATHA: [CIM, 3aJa4u W MIPUHOUIIBI JOKYMCHTAIIMOHHOI'O

o0ecreYeHus YIIPaBJICHUA,

- CUCTCMBI JOKYMCHTAIITUOHHOI'O oOecreyeHus YHPaBJIICHUA UX aABTOMATHU3allN1O,

- KJIaCCI/Iq}I/IKaHI/IIO JOKYMCHTOB;,

- TpeOOBaHMS K COCTABJICHUIO U OPOPMIICHUIO TOKYMEHTOB;

- OpraHru3aluIo JOKyMEHTO000pOoTa:

- npueMm, o00pabOTKy, PpErucTpalnuio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB,

HOMEHKJIATypy Jed;

- COBPCMCHHBIC CPCACTBA OPITCXHHUKH WU ITPUHIMUIILI UX MCIIOJIb30BAHHA

CopeprkaHre JUCHUIUIMHBI OPUEHTHPOBAHO HA OBJIAJCHUE KOMIIETEHIIUSMMU:
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 MOJYMHEHHBIX

[IK 4.3. OdopMIIATh OTYETHO-TUTAHUPYIOITYIO JJOKYMEHTAIUIO

OK 1 [lorumMaTh CYIIHOCTH M COIMAJIBHYIO 3HAYUMOCTh CBOEH Oymyiien
npodeccun, MposIBIATH K HEW YCTOMUMBBINA HHTEPEC

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTb, BBIOMPATH THUIIOBHIE
METOJbl U CHOCOOBI BBIMOJHEHHUS MNPO(ECCHOHANBHBIX —3ajad,
OILICHUBATh X d(PPEKTUBHOCTH U KAU€CTBO

OK 3 IIprHUMAaTh pelIeHrs B CTAHIAPTHBIX U HECTAHAAPTHBIX CUTYaALUsIX U
HECTH 33 HUX OTBETCTBEHHOCTb

OK 4 Ocy1iiecTBIATh MOUCK U UCIOJIb30BaHUE MH(POPMAIIHH, HEOOXOAMMBIX

st 3(Q@PEKTUBHOrO  BBINOJHEHUS NpodeccHOHambHBIX — 3ajady,




HpO(bﬁCCI/IOHaJII)HOI“O N JIMYHOCTHOT'O PA3BUTUA

OK5 Hcnonb3zoBanue uHOOPMAIMOHHO-KOMMYHUKATUBHBIX TEXHOJOTUNA B
npod. nesaTeTbHOCTH

OK 6 PaboTath B KOJUIEKTHBE M KOMaHAE, OpaTh Ha ceOS OTBETCTBEHHOCTb,
¢ PekTUBHO 00IIATHCS C KOJUIETaMH, PYKOBOJICTBOM, MIOTPEOUTEIIMHU

OK7 bpate Ha ce0si OTBETCTBEHHOCTh 3a paldOTy UJIEHOB KOMAaHJbI
(MOTYMHEHHBIX ), pE3YJIbTAT BHIMIOTHEHUS 33 IaHUN

OK 8 CaMOCTOSITENIBHO — ONpEAeNATh  3aJayd  Npo(ecCHOHAIBLHOTO U
JUYHOCTHOTO Pa3BHUTHSI, 3aHUMATHCS CaMOOOpa30BaHWEM, OCO3HAHHO
TJIAHUPOBATH MOBHIIICHUE KBATU(UKAITIN

OK 9 OpueHTUPOBAThCA B YCIOBHUSIX YacTOM CMEHBI TEXHOJOTHMH B

po¢eCCUOHAIBHON JIeSITEILHOCTH

1.4. PexomeHayemoe KOJHMYECTBO 4YacOB HAa OCBOEHHE MPOrpPaMMbl

JTUCHHUILIMHBI:

- MaKCUMAaJIbHOM y4eOHOM Harpy3ku oOy4aromierocs 117 gaca, B TOM 4yuce:

- 00513aTeNbHOM ayTMTOPHON yueOHOM Harpy3ku oOyvaroiierocs /8 4acos;

- CaMOCTOATEIBHON paboTHI yJarerocs 27/4acos,

- KOHCyJIbTanuii- 12 yacos




2 CTPYKTYPA U COAEPKAHUE YYEFHOU JUCILUILIMHBI

2.1 O0beM yueOHOM TMCHMILUIMHBI M BHAbI Y4eOHOH padoThI

Bun yuye6Hoii padoThI

Oo0BeM yacoB

MakcumasibHasi ydueOHasi Harpy3ka (Bcero) 117

Oo0s13aTeIbHAA ayAUTOPHAA yYeOHAsl HAarpy3Ka (Bcero) 78

B TOM YHCJIE:

TeopeTnueckoe 00yueHue (JEKIIN) 40

[TpakTrueckast pabota (ceMHUHApHI) 38

CamocrosiTeibHas paboTa o0yuawierocs (Bcero) 27

B TOM YHCJI€ TOJATOTOBKA!

K nucomennviv koumponvuvim pabomam

K npaxmuuecxkum 3anamusam

Koncynemayuu 12

Hmozoewvtit konmpo.ie Jpyzcue dopmui
KOHmMpOns (5cem)

Jugh. 3auem(6 cem)




2.2 TemaruyecknMi IUIAH M CcOAep:kaHUE Y4eOHOW AUCHUILVIMHBI «CoBpeMeHHasi OPrTeXHUMKa M OpraHu3auus
1eJIONPOU3BOACTBA»

Ounas gpopma 00yuenusn

HaumenoBanue | Coaep:xaHue y4eOHOI0 MaTepuaJia, J Oovem uacoe Ypoeseno
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Pasde 1 1 Cucrema JOKYMCHTAIIMH U OpTaHu3aIus 78 30 28 20 1’2’ 3
JIETTOTIPON3BO/ICTBA CTPYKTYPHOTO TIOAPA3ICTICHHUS.
Tema 1.1 JokymeHTalus (hyHKIIMOHAIBHOTO MOAPa3ACICHUS 4 4 2 2 1
KOMITaHUH .
Tema 1.2 (FCHOY). [TonsiTHE 0 TOKYMEHTE, BUIBI JOKYMEHTOB 4 4 4 2 1
Yauduxanus u cragnaprusanus rokymerToB (IOCT,
OCT, PCT)
Tema 1.3 Bnanku nokymenrtos. TpeboBaHus K OaHKAM 2 2 4 2 2
JOKYMEHTOB Ha OCHOBE TOCYIapCTBEHHOTO CTaHIApTa
P® I'OCT P PexBusuts! nokymeHToB. TpeboBaHus K
ONaHKaM JOKYMEHTOB Ha OCHOBE TOCYIapCTBCHHOTO
cragaapta PO I'OCT P
Tema 1.4. OO6mue TpeboBaHMS K TEKCTaM U 0OPMIICHHUIO 4 2 2 1
JIOKYMEHTOB.
Tema 1.5. CTpyKTypa TOKyMEHTAIlU! TOIpa3AeIeHUs 4 4 4
Tema 1.6. CrpaBouHasi JOKyYMEHTAIMs: TOKIaIHas 3alucKa, 2 2
ciry)keOHas 3amucka, OOBSICHUTENbHAS 3aIiCKa,
MIpeAJIO>KEHUE, MPeICTaBIeHNE, 3asiBI€HUE, IPOTOKOI,




aKT, 3aKJII0YCHHE, OT3bIB, IIEPEUYCHD, CIHCOK,
nepenucka

Tema 1.7.

JIOKyMEHTUPOBaHNE TPYAOBBIX IPABOOTHOLIEHUM.

Tema 1.8

Oprasuzanus JeI0npOon3BOJICTBA.

Tema 1.9.

Peructpanus u unnexcauus JOKyMeHTOB. MecTa u
(OpMBI perucTpanui JOKyMeHTOB. PopMBI
perucTpanuu J0KyMeHTOB. KapToTeku 1 MeTOTUKH HX
coznanusi. KoMIbloTepHble TEXHOIOTHH PETUCTPALIU
Z[OKyMeHTOB. OpFaHI/BaHI/IX KOHTpOJ'IH HCIIOJITHCHU S
JIOKYMEHTOB. Y POBHH KOHTPOJISL. 3a1a4u KOHTPOJISL.
Cpoxku ucnonHeHus JoKyMeHToB. [locTaHoBKa Ha
koHTpoJib. [IpoBepka xona ucnonnenus. CHATHE
JIOKYMEHTa C KOHTPOJIs. AHAIN3 UCTIOJIHUTEIbCKON
JACIUIIINHEL.

Tema 1.10.

CnpaBouHo-nH(pOpMamoHHas padbora

Tema 1.11

TeKyH.[CG XpaHCHHUC ¢ U MOATOTOBKAa K Hepeaaduc B
BeI[OMCTBeHHLIﬁ apXuB.

PA3JEJI 2

COBPEMEHHASI OPI'TEXHUKA
U PABOTA C HEA

27

10

10

Tema 2.1

OCHOBHBIE CpEACTBA OPITEXHHKH, HCIIOJIB3YeMBIE B
TYPUCTUYECKUX ¢bupmax c JIOKyMEHTalue.
ABTOMAaTH3UPOBAaHHbIE  TEXHOJNOTHHM  PabOTBI  C
JOKyMEHTaM

Tema 2.2

KomnupoBanbHO-MHOXUTEIbHBIE cpeacTBa. CKaHephl.
CpencTBa oTobpaskeHHst HHPOPMAIIHH.
CrnaiianpoexTopsl. JKuIKOKpUCTAITHIeCKas
MPOEKLMOHHAS TTaHEIb.




Tema 2.3 °

[I€pCOHANbHBIA KOMIIBIOTED,

Tesie)OHHBIE U PagHOTeNe(hOHHBIC AIIapaThl,
JTMPEKTOPCKUHA KOMMYTATOp,
TPOMKOTOBOpsiIee Teae(hOHHOE
MIEPETOBOPHOE YCTPOMCTBO, MEHKHHTOBYFO
CBSI3b

TeJCTaMII,

(axCUMMIBHBIN anmapar,

KOIIUPOBAJIbHBIN anmapar,

JTUKTO(OHBI,

MIPOEKLIMOHHYIO anaparypy,
IITEMIIEJICBAIbHBIN anmapar,

peneps! (YHUYTOKUTETN OyMaru U
JIOKYMEHTOB).

CIIMBATEINb JOKYMEHTOB,

KapTOoTEeUYHOE 000pYAOBAHHUE,

CTeJIaXH U Kbl U1l XpaHESHUsI
JIOKyMEHTOB.

Cemecmpoegwlii KOHmMpPO.1b

dud.3auer

HUTOroBbiii KOHTPOJIb

JApyrue
(opmbIl

KouncyabTanuu

12

Bcezo 3a cemecemp.

117 | 105

40

38

27

s xapakmepucmuxu yposHsi 0C80eHUsl Y4eOH020 Mamepuaila UCnoab3yomcs ciedyouue 0003HAUeHU.
1. — o3naxomumenvhblil (Y3HABAHUE paHee U3)UEeHHBIX 00bEKMO8, CBOUCMB),;

2. — penpoo0yKmueHblil (8blNOIHEHUE OesIMeNbHOCHU N0 00pA3YY, UHCMPYKYUU ULU NOO PYKOBOOCEOM)
3. — NPOOYKMUBHbBIL (NAAHUPOBAHUE U CAMOCHOAMENbHOE 8bINOIHEHUE 0esmMelbHOCMU, peuleHue NPoOIeMHbIX 3a0al)
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Opranusanus BHeaAyIMTOPHON CaMOCTOATENbHOM PadoThl 00YyYAKIIMXCH 110
aucuuninHe «CoBpeMeHHasi OPITEXHUKA M OPraHU3alMsA 1eJI0NPOU3BOIACTBA.

CamocrosiTenbHass paboTa 1O M3y4aeMOW JUCUUIUIMHE OCYLIECTBISIETCS B
COOTBETCTBHUM C TEMAaTUYECKUM IIJIAHOM.

[IpenogaBaTenb OCYIIECTBISET OPraHU3allMI0  CaMOCTOSITENIbHOM paboThl B
cootBeTcTBUM C [lonokeHnemM 00 oOpraHu3alMd BHEAYJUTOPHOM CaMOCTOSTEIbHON
paboThl OOyyaroluxcs MpU peaiu3allud IPOrpaMM CpedHEro MNpoPecCHOHATBHOIO
o0pa3oBaHUs.

[Ipr mpoBeneHMHM ayOUTOPHBIX 3aHATHM B TEYEHUE CEMECTpPA IIPENOJABATEIb
BbIACT 3a/JaHusl JJIsl CaMOCTOATEIbHOW pabdOThl B COOTBETCTBHE C TEMAaTUYECKUM
1aHoM paboThl. Bompocsl 171 MOATOTOBKU K TEKYUIEMY KOHTPOJIO, KOHTPOJIbHBIM
paboTaM, KOJJIOKBUyMaM, T€Mbl pedepaToB, JOKIAIOB yKa3aHbl B (DOHAE OLIEHOYHBIX

CpCIACTB II0 H3y11aeMoﬁ JAUCHUITIINHC.

2.3 Conep:kanue y4eOHOM TUCHMILIIMHBI

Paszgen 1 Cucrema JOKYMEHTAIMM M OpPraHM3anusi /JAeJONPOU3BOACTBA
CTPYKTYPHOI'O NOAPAa3AeICHUs

Tema 1.1 JlokymeHTauusi (PYHKIHUOHAJIBLHOIO IMOAPA3ACJICHUS] KOMIIAHUM.
JlokyMeHT kak ¢(eHomeH. [loHsTHE O KOpPPECNOHACHLUMU U JIEJONPOU3BOJCTBE.
IOpunnueckoe 3HaueHne JOKYMEHTOB. ['ocyaapcTBeHHass cucteMa JOKYMEHTALIMOHHOTO
oOecreyeHus: yIpaBJIeHHUS.

Tema 1.2 (CAOY). Ilonsatue o aokymente. Bumbl JOKyMEHTOB, (GyHKIIUU
JOKYMEHTOB, TMpaBwia O(GOPMIICHHS YNPABIECHYUCKUX JOKYMEHTOB. YHHU(UKALMSI U
crangaptuzamus qokymentos (I'OCT, OCT, PCT).

Tema 1.3 baanku gokymentoB. OCTsl. TpeboBanus k O1aHKaM TOKYMEHTOB Ha
ocHOBe TrocynapctBeHHoro ctaHgapra P® ['OCTP P. PexBu3uThl JOKYMEHTOB.
TpeboBanust k OnaHKaM JOKYMEHTOB Ha OCHOBE TOCyAapCTBEHHOro cranaapra Pd
I'OCT.

Tema 1.4 OOmme TpeOoBaHMs K TeKcTaM M OG(GOPMIICHUIO [0KYMEHTOB.

[Topsimok cocTaBneHust JOKyMEHTOB. TpeboBaHMs K OPOPMIICHUIO JOKYMEHTOB.
11



Tema 1.5 Crpykrypa [IOKyMeHTanMu mnoapasaeaenus. OpraHu3allMOHHO-
pacriopsauTenpHas — AOoKyMmMeHTauus. OpraHu3aldOHHAs — JOKYMEHTalMs:  YCTasB,
MOJIOKEHUE, WHCTPYKUMsA. PacnopsauTenbHble TOKYMEHTBI: IPUKa3bl, HHCTPYKLHH,
yKa3aHusl, peIICHUs, TOCTAHOBIICHHUS, PACTIOPSIKEHHUS.

Tema 1.6 CnipaBouHasi JOKYMeHTalUsA. JTOKJIAHAs 3aMKCKa, CIy>KeOHas 3arucka,
OOBSACHUTENbHAS 3allMCKa, MPEJIOKEHUE, NMPEACTABICHNE, 3asiBJICHUE, MPOTOKOJI, AKT,
3aKJIFOUYECHHE, OT3bIB, IEPEUECHB, CIUCOK, MTEPEIHCKA.

Tema 1.7 JlokyMeHTHPOBaHHMEe TPYAOBBIX NPABOOTHOLIEHHI. 3aKOHOJATEIbHAS
¥ HOpPMAaTHBHas periiaMeHTaIus JOKYMEHTHUPOBaHUA mpuemMa Ha padboTy. OcoOEeHHOCTH
MOJITOTOBKHU U O0(OPMIICHHUS NMPUKA30B 10 JINYHOMY COCTaBY, JINYHON KapTOUKH, JIMYHOTO
nena. IlpaBoBoe peryaupoBaHME NE€pPEeBOAA COTPYIHHUKOB Ha Jpyryr paboTy u
YBOJIbHEHUS] pa0OTHUKOB.

Tema 1.8 Opranuzanusa aenonpousBoiacTBa. Opranuzamus paboThl ¢
MOCTYMAIMIMMU U UCXOJAIIMMU AOKYMEHTamMH mnopapasaencHus. [lopsgok oOpaboTku
nokyMeHToB. Hpopmanmonno-nouckosas cucrema (UIC) niis paboTel ¢ AJOKyMEHTaMH
opranuzanuu. CocTaBiieHre HOMEHKIIATYPHI e

Tema 1.9 Permcrpamusi ¥ HHIEKcanusa [JOKYMeHTOB. Mecra u (opmbl
perucTpanny T0KyMeHTOB. POpMBI perucTpauuy JOKyMEHTOB. KapTOoTeku U METOquKN
ux co3faHus. KoMIbIOTEpHbIE TEXHOJOTMU PErucTpaluud JOKyMeHTOB. OpraHuzanus
KOHTPOJII HCIOJHEHUS JOKYMEHTOB. YPOBHM KOHTpOJsA. 3amaun KOHTposst. Cpoku
UCITOJIHEHMS TOKYMEHTOB. [locTaBka Ha KoHTpoJib. [IpoBepka xona ncnonHenus. CHATHe
JOKYMEHTA C KOHTPOJIS. AHAJIN3 UCIIOTHUTEIbCKOW TUCIUTUINHBI.

Tema 1.10 CnpaBouno-uHpopmanuonHasi padora. CocraBieHUE HOMEHKIIATYPBI
nen. PacnpeneneHue HCMIOMHEHHBIX JOKYMEHTOB B jena. Cucrematusauus U
3aKpErUIeHHEe MHAECKCOB [I€J, YCTAHOBIIEHWE CPOKOB XpaHeHus nen. PopMupoBaHUE U
odopmiienue nen. Hymepauust nucTOB Jena, COCTaBJICHUE 3aBEPUTEIBLHOW HAIIUCH,
COCTABJICHHME BHYTPEHHEH ONHUCH JOKYMEHTa [eja, meperuier (MOoIIMBKa) Jedl.
Odopmiennue 00JI0KEK A€l MOCTOSHHOTO U BpeMeHHoro xpaHeHus. CocTaBiieHHE U
odopmiieHre onucei Aes CTPYKTYPHOTO MOAPa3IeIeHUs TyPUCTHUECKON (GUPMBI.

Tema 1.11 Tekymee cocTrosiHue e M MOATOTOBKA K Imepexade B

BeIlOMCTBeHHLIﬁ apXxXMB. (DOpMI/IpOBaHI/Ie ACJ TII0CJIC OKOHYAaHHMA W B TCKYUICM
12



JEeJIONPON3BOACTBE. DKCIEpTHU3a IIEHHOCTH AOKyMeHTOB U nen. OdopmieHue nen B
COOTBETCTBHUM C YCTAHOBJIEHHBIM IMOPSAKOM IIPHU INEpeladye B COOTBETCTBYIOLIUNA APXUB.
OOpaboTKa MOCTYMArONUX W OTHPABIIEMBIX JOKYMEHTOB TojapasnencHus. Paborta c
TUTIOBBIMU JOKyMeHTaMu. [Ipaktuka dopmupoBanus u odopmienus aen. Peructparus
JOKYMEHTAIMHU, POPMUPOBAHUE IIIEKTPOHHON KapTOTEKH.

Pa3znen 2 CoBpeMeHHasi OPrTeXHMKA U padoTa ¢ Hell

Tema 2.1 OcHOBHBIE CpPeACTBAa OPITeXHUKH, HCIOJIb3YEMBIE B TYPUCTUUECKHUX
bupmax ¢ ToKymMeHTauen. ABTOMaTU3UPOBAHHBIE TEXHOJIOTHH PA0OTHI C TOKYMEHTaAMHU.

Tema 2.2 KonupoBajbHO-MHOXMTeNbHBbIE cpeacTtBa. Ckanepol. CpenctBa
otoOpaxkenust uHopmanuu. Craitanpoektopsl. KUAKOKpUCTAIUYECKasT MPOSKIIMOHHAS
ITaHEIIb.

Tema 2.3 IlepcoHanbHblii kKomnblOTep. TenedoHHble W paauoTeePOHHBIC
anmaparbl,  JUPEKTOPCKHMH  KOMMYHHUKATOp,  TpPOMKOTOBOpsliee  TeieoHHOe
MEPEroBOPHOE YCTPOMCTBO, MEHIKUHTOBYIO CBSI3b, TEJIETANI, (DaKCUMIIBHBIN ammapar,
KOIUPOBAIBHBIN arapar, TUKTOPOHBI, MPOEKIIMOHHAS allapaTypa, MITeMIeIeBaTbHbIN
annapat. [lpeaepbl (yHUUYTOXUTENN OymMaru M JTOKYMEHTOB), CUIMBATEIb JIOKYMEHTOB,
KapTOTEYHOE 000PYJOBAaHUE, CTEIIAKH U IIKAPHI 711 XpaHEHUSI JOKYMEHTOB.

CeMecTpoOBBIi KOHTPOJIb: AU depeHITMPOBAHHBIN 3a4eT

HroroBbiii KOHTPOJIb: [Ipyrue ¢opmbl KOHTPOJIIS

2.4 IEPEYEHb NIPAKTUYECKHUX 3AHATUN IO JUCHUIJIVHE

Ne Ha3Banue npakTnyeckoi padboThl (ceMHMHapa)
n/n
1 |IloHsiTHE TOKYMEHTa ¥ CIIOCOOBI TOKYMEHTHUPOBAHUS
2 |Hctopus pa3BUTHs OT€UECTBEHHOTO IOKYMEHTO000pOTa
3 | YHudukanusa u crangaptuzanus J0KyMeHToB. CUCTEMBbI JOKyMEHTAITUU
4 | PexBU3UTHI U OJaHKU JOKYMEHTOB
5 |OpranuzalinoHHO-pACOpAIUTENbHAs JOKyMeHTaIus. OpraHu3aioHHbIC

JIOKYMEHTBI

OP/I. PaciopsiauTenbHble TOKYMEHTBI

Oprasnu3anoHHO-CIPABOYHBIE JOKYMEHTBI

OpFaHI/IBaI_[I/ISI perucrpanvi J0KYMCHTOB U KOHTPOJIb UX HUCITIOJTHCHUA
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9 |Opranuzanus XpaHeHUs! JOKYMEHTOB

10 |Ilopsamok nepenauu JOKYMEHTOB B apXUB WJIM Ha YHUUYTOXKEHUE. APXUBHOE

XpaHCHHUEC TOKYMCHTOB

11 |Komnerotepuszanus J0Y

12 | DneKTpOHHBINH JOKYMEHTOOOOPOT

13 |TenedonHas cBs3b, €€ UCTOPHUS U UCIIOJIB30BaHKUE B pab0Te Typ(pUpMBI

14  |IIporpammsl aJist pabOTHI B Typpupme

15 |DneKkTpoHHBIN TOKYMEHTOO0OPOT COBPEMEHHON TYphUPMBI

16 |Oprrexnuka TypGUpPMBI U €€ UCTIOIB30BAHKE

3. YCJIOBUS PEAJIMZALUU ITPOT'PAMMBI IUCHHATIJIIMHBI

3.1. Haanume crenuaaibHO 000PY/A0BAHHON Ay AUTOPUM

CrneunanusupoBansbii kabunet. Komnerorep, MOV, ckanep, dpakc. Hucno nocagoyHbix

MCCT 110 KOJIMYCCTBY CTYACHTOB, pa60qee MCCTO IIPCIIoaaBaTeCIisd.

3.2. UndopMmannoHHoe odecnieyeHne 00yuYeHms :

OcHoBHast

JIOKyMEHTaIIHOHHOE 00ecTIeYeHne KaApOBOi IEATETFHOCTH B chepe HHAYCTPHH DNEeKTPOHHBIN
rOCTENPUHUMCTBA: MIPAKTUKYM : yuel. mocodue / M.I'. JlaBpentbeBa, A.B. Moxaes ; pecypc
MoJI peA. KaHA. UCT. HayK, nou. H.I'. MoxaeBoii. — 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

JIOKyMEHTAIIHOHHOE 00eCTIeYeHre YIPaBICHUS B COLMAIbHO-KYIBTYPHOM CEPBUCE DNEeKTPOHHBIN
u TypusMme: YuebHoe nocodue / ['ymuna U. A., 3aiineBa H. A. - M.: Anbda- M, pecypc
HUIL] UHOPA-M, 2015. - 240 c.: 60x90 1/16 (ITepernér 7b11) ISBN 978-5-98281-

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

SAnkoBuy, 1. A. Jlenonpon3BoaCTBO B KaJpoBoii ciyx0e : yueonuk / 111.A. DNeKTPOHHBIN
SnkoBud. - Mocksa : FOuutu-Jlana, 2015. - 161 c. - bubnuorp.: c¢. 112. - ISBN 5- pecypc
238-01076-1 ; To xe [DmeKTpOHHBIH pecypc]. -
URL:http://biblioclub.ru/index.php?page=book&id=119021

JlokymeHTaIlmoHHOe oOecrieueHue yrpasieHus: YueoHoe nocooue/I maguitE.B. - DNEeKTPOHHBIN
M.: ULl PUOP, HUIT UH®PA-M, 2016. - 249 c.: 60x90 1/16. - pecypc
(ITpodeccuonanproe obpazosanwme) (Ileperuér) ISBN 978-5-369-01042-6
http://znanium.com/catalog.php?bookinfo=468335

bacakos, M.J. JlokyMeHTallnoOHHOE 00ECIieueHUE YIIPaBICHHUS: DNeKTPOHHBIN
(denonpousBoactso) : yueonuk / M.W. bacakos. - 2-e u3a., UcIl. U JO1. - pecypc
PocroBna-Jlony : U3narensctBo «®ennkcy, 2013. - 352 c. : un. - (Cpeanee

npodeccuonansHoe oOpazoBanue). - bubmuorp. B k. - ISBN 978-5-222-20053-7 ;

To xe [DnexTponHsIii pecypc]. - URL:

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

[TanTenees, Bnagumup MBanosud. CiryxeOHOE IETONPOU3BOJICTBO : yueO. 23
noco6ue / [TanteneeB Bnagumup MBanosuu. - Kocrpoma : KI'TY, 2015. - 36 c. -

OIN/I. - mon. - ISBN 978-5-8285- 0748-1 : 12.07.

Mopo3oB Muxaun AHatonseBud. MHGOpMAIOHHBIE TEXHOJIOTHH B COITMAILHO- 25

KYJIBTYPHOM cepBHce U Typu3zMe. OprrexHuka : [y4e0.mocodue st CTyA. BbICIIL
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yueb. 3aBefieHnit] : pekoMmennoBaHo YMO / Mopo3oB Muxaun Anatonseuy, H. C.
Mopo3osa. - 7-¢ u3., crep. - M. : Axkagemus, 2009. - 240 c. - (Beiciiee
npodeccuonanbHoe o0pazoBanue. Typusm). - bubnuorp.: c. 236. - ISBN 978-5-
7695-6631-8 : 309.00.

benos, Anatonuii HukonaeBud. [[enonponu3BoaCTBO U JOKYMEHTOOOOPOT : yueo.
nocobue / beno Anaronuit Hukonaesuy, A. A. benos. - 6-e uz., nepepad. u J1o1m.
- Mockaa : Dkemo, 2008. - 560 c. - (O6pazoBarenbHbiid cTanaapT XXI ). - OIT/,
CJ. - ISBN 978-5-699-20850-0 : 155.00; 208.00.

10

CrentokoB, M.B. JlokyMeHTOBEICHUE U JEIONPOU3BOJICTBO | KOHCTICKT JICKIIHIA /
M. B. CrenrokoB. - Mockaa : [Ipuop, 2007. - 176 c. - OITJ, C/. - ISBN 978-5-384-
00052-5 : 60.00; 99.00.

20

CnuBak, Bnagumup AnexcanapoBud. JJokyMEHTUPOBAHHE YIIPaBICHYECKOM
nestenbHOCTH. [lenonpounsBoactso / CrimBak Bragumup AnexcanapoBud. - M.;
CIIG. : TTurep, 2007. - 240 c.: un. - (Kparkuii kypc). - O, C/. - ISBN 978-5-
469-00647-3 : 99.00.

10

Makaposa, Haranes BiiagumuposHa. KoMIIBIOTEPHOE AE€IIOIIPOU3BOICTBO.
VYueOHblii Kypc : yued. mocodue i1 By30B, SKOHOM. crell. / MakapoBa Hatanbs
Bnamumuposna, I'. C. Hukomaituyk, 0. ®@. Tutosa. - 2-e u3z. - CII0. : [Tutep,
2007. - 410 c.: un. - YMO crnien. - [Ipuknannas uadopmaruka. - OIJ, CH. - ISBN
978-591180-074-1 : 244.00.

10

JlomosHUTEILHAS

JloKyMeHTaIIMOHHOE 00eCIIeueHIE YIIPaBIICHUS (JIEIOMPOU3BOICTBO): Yueb. moc. /
T.A.bbikoBa u ap. - 2 u3a., nepepad. u goim. - M.: HUL] Uadpa-M, 2013-304c.:
60x90 1/6 + ( om. mar. znanium.com) - (Beicmee o6p.: bakanasp.). () ISBN 978-
5-16- 004805-5 http://znanium.com/catalog.php?bookinfo=390575

ONEKTPOHHBIN
pecypc

JlokyMeHTaIlMOHHOE 0OeCTieUeHne yIpaBIeHHUs IEPCOHAIOM: YueOHoe
nocobue/bynat P. E. - M.: HUL] UH®PA-M, 2015. - 234 c.: 60x90 1/16. -
(Beicmiee 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. : Tabm., rpad., wi., cxemsl - bubmmorp.: ¢. 382-383. - ISBN 978-5-238-
01770-9 ; To xe [DnexTpoHHbIH pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031

ONEeKTPOHHBIN
pecypc

Ky3nenos, Urops HukomnaeBnu. JlokyMeHTallMOHHOE OOecieueHne yIpaBieHus U
JIEIOTIPOU3BOJICTBO : yueOHuK /it 6akanaspoB / U. H. Ky3nenos. - M. : FOpaiir :
N FOpaiir, 2012. - 576 c. - (Cepus "bakanasp"). - JJonymieno Munoopuayku P®.
- buGmmorp.: c. 444-452. - ISBN 978-5- 9916-1520-4. - ISBN 978-5-9692-1249-7 :
308.99.

bacakos, Muxaun MBaHoBuu. JlokyMeHTallMOHHOE O0ECIeUeHrE YIIpaBICHUS
([Jemonpon3BoAcTBO) : yueOHUK 1Jis cpea. mpod. o0pa3. / bacakos, Muxauin
NBanosuu. - PoctoB-Ha-/lony : @enukc, 2009. - 413 c. - (Cpen. mpod. 06pazos.). -
MO P®. - OINJI. - 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 PE3YJILTATOB OCBOEHMS
JACTUTIIAHBI
KOHTpOJ'II) U OICHKaAa pGSYJ'IBTaTOB OCBOCHHUA OHUCIHUIIIINHBI OC}’H.I@CTBJI?ICTCH
mpernoaaBaTcyiIcM B IMPOHCCCEC IPOBCACHUA INPAKTUUYCCKUX 33H$[THI>1, TCCTUPOBAHUA, a
TAKKC BBIIOJIHCHUA YHAIIUMUCA HHANBUAYAJIBHBIX BaHaHHﬁ, HCCJ'IGI[OB&HHﬁ.

Pe3yabTarsl 00yyeHus
(ocBOeHHBbIE YMEHHSI, YCBOEHHbIE
3HAHNA)

®opMbI M METOABI KOHTPOJIS U
OLIEHKH Pe3yJbTATOB 00y4eHu sl

YMmenns:.

- 0bOpMIISATH U TPOBEPATH MPABUIBHOCTH - MIPAKTUYECKHE 3aHSTHS,
BHEAYJUTOPHAsE ~ CaMOCTOSITeJIbHAs

oopMIICHHS TOKYMEHTAIIUM B COOTBETCTBHU C
Gop y 8 pabora

YCTaHOBJICHHBIMH ~ TpeOOBaHUSAMH, B T. 4.
UCTIONB3Ysl HH(POPMALIMOHHBIE TEXHOJIOTHH;

- TPOBOIUTH  aBTOMAaTHU3WPOBAHHYIO
00paboTKy TOKYMEHTOB;

- OCYHIECTBIISITb XpPaHEHHE M  IOMCK

JIOKYMEHTOB;

3HaHnud:

- OCHOBHBIC TIOHATHUS: IICNU, 3aJa4d U - IPaKTHYECKHUE 3aHATHS
NPUHIUIBL  JOKYMEHTAIIMOHHOTO O00CCIICUCHUS
yIIpaBJICHUS,

- CHCTEMBI JOKYMEHTAI[HOHHOTO
oOecrievyeHns ynpaBIeHUs X aBTOMAaTH3AIIHIO;

- KJIacCU(UKALIUIO TOKYMEHTOB;

- TpeOOBaHUS K  COCTaBICHHIO U
0(hOPMIICHUIO TOKYMEHTOB;

- OpraHU3aIUIO JIOKYMEHTO00O0pOTA:

- mpueMm, o00pabOTKy, perucTparuio,
KOHTPOJIb, XpaHeHne JIOKYMEHTOB,
HOMEHKJIATYpY JelT;

- COBpPEMEHHBIE CpE/ICTBA OPITEXHUKU W

MMPUHIUIIBI UX UCITOJIB30BAHU A

HTOroBbIii KOHTPOJIB: Jugppepenyuposanniii 3auem
/Jpyzue ¢popmol Konmponsn
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