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1. MACIIOPT PABOYEM ITPOI'PAMMBI YYEBHOM JUCIHUITIJITHBI
JJoxkymMeHTAlIMOHHOE o0ecneyeHre ypaBJeHu s

1.1. O6aacTh NpUMEHEHHsI POTrPaAMMBbI
Pabouas mporpamMma y4eOHON IUCHMIUIMHBI SIBJISETCS YAaCThIO MPOTPaMMbl MOATOTOBKU

CrenuaaucToB cpenHero 3BeHa B cooTBercTBUU ¢ PI'OC mo cnenmansHocTH CIIO 40.02.04
FOpucnpyaeHuus 1 HampasieHa Ha (opMUpOBaHUE OOIIMX KOMIIETEHIMIi, BKITIOUAIOMIUX B ce0s
CIIOCOOHOCTH:!
OK 01. Beibupats criocoObI pemeHus 3a1a4 npodecCHOHATBHON AeATEIbHOCTH TPUMEHUTEIIBHO
K pa3JIM4HbIM KOHTEKCTaM;
OK 02. Ucnonb30BaTh COBpEMEHHBIE CPEICTBA ITOUCKA, aHANIM3a U UHTEPIIpeTalluy HHpopMauu
¥ MH()OPMAIIMOHHBIE TEXHOJIOTHUH JJIS BBITIOJTHEHHUS 33134 NPO(hecCHOHAIBHON JesITeIbHOCTH;
OK 03. IlnanupoBaTh W peaqu30BBIBATh COOCTBEHHOE MPOPECCHOHATHPHOE U JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATEILCKYIO JEATEIBHOCTh B MPOPECCHOHATBLHON cdepe, UCIOIb30BaTh
3HaHUA N0 (PUHAHCOBOI IPAMOTHOCTHU B PA3JIMYHBIX )KU3HEHHBIX CUTYAIIUAX;
OK 05. OcymecTBisiTh yCTHYIO U IMCbMEHHYI0 KOMMYHHUKALMIO Ha TOCYJAapCTBEHHOM S3bIKE
Poccuiickoii @enepaiuu ¢ yaueToM 0COOEHHOCTEH COIMATBHOTO U KYJITYPHOTO KOHTEKCTA;
OK 09. TIlonmp3oBarbesi mpoeCCHOHANBHON JOKYMEHTAlled Ha TOCYJapCTBEHHOM |
MHOCTPAHHOM SI3bIKaX.

H HpO(l)eCCI/IOHaJIBHbIMH KOMIIETCHIUSIMH, COOTBETCTBYWOHIMMH OCHOBHBIM BHIaM
npogdeccuoHaIbLHO AeATeILHOCTH
[1K 1.1. OcymiectBnsaTh nmpodeccnoHanbHOE TOJIKOBAHUE HOPM IpaBa
1K 1.2. [TpuMeHSATh HOPMBI TIPaBa s pEIICHUs 3a/1a4 B TPOPECCHOHATBHON IEATEIIEHOCTH
[1K 1.3. BianeTs HaBbIKaMH MOATOTOBKHU IOPUINYECKUX JOKYMEHTOB, B TOM UHUCIIE C
UCTIOJIb30BaHUEM HH(OPMAITMOHHBIX TEXHOJIOTHMA
JIOKyMEHTallMel Ha TOCYAapCTBEHHOM U MHOCTPAHHOM SI3bIKax

JInuHOCTHBIE pPe3yabTAaThl BOCIMTAHUA
JIP 13 JleMoHCTpUpYIOLIUI TOTOBHOCTh U CIIOCOOHOCTH BECTU C IPYTUMHU JIOAbMH, IOCTUTaTh B
HEM B3aMMOINIOHMMAHHUS, HAaXOAUTh OOLIME LEId U COTPYJHUYATh JUISI UX JOCTUKEHHUS B
npodeccuoHaIbHOMN e TeTbHOCTH
JIP 16 'nOko pearupyrouuii Ha MOSBIEHHE HOBBIX (OPM TPYIOBOM AESATEILHOCTH, TOTOBBIA K UX
OCBOEHHUIO.
1.2. Mecto yuyeOHO!i AMCUMIUIMHBI B CTPYKTYpe OCHOBHOIl npodeccnoHaAIbHOI
o0pa3oBaTeIbHOI MPOrpaMMbl: 001ENPOPEeCCHOHATBHBIN LUK

1.3. Hean u 3agaum y4eOHOUl IMCUMIUVIMHBI — TPeOOBAHUSI K pe3yJbTATAM OCBOEHHS Yy4eOHOil
AUCHUTIIMHBI:

B pesynbraTe ocBoeHMs y4eOHON TUCIUIUIMHBI O0YYalOIMHACS TOJDKEH YMETh!

e  0QOpMIIATH IOKYMEHTAIIMIO B COOTBETCTBUH C HOPMAaTUBHOMN 0a30ii, B TOM YHCIIE, C UCIIOIb30BAHUEM
MH(QOPMAILIMOHHBIX TEXHOJIOT U,

OCBanBaTh TEXHOJOI'MH aBTOMATU3UPOBAHHOW 00PaOOTKH JOKYMEHTALNH;

MCIIOJIb30BaTh YHU(UIIUPOBAHHBIE (YOPMBI TOKYMEHTOB;

OCYIIECTBIATh XPAHEHUE U NTOUCK IOKYMEHTOB;

MCIIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU B 3JIEKTPOHHOM JIOKYMEHTO000pOTE

B pesynbraTe ocBoeHMS y4eOHON TUCIMIUIMHBI O0YYalOLIHIACS TOJKEH 3HATh!
IMOHATHEC, LCIIU, 3aa4YU U IIPUHIHUIIBI ACJIOMPOU3BOACTBA,

OCHOBHBIC NOHATHUA JOKYMCHTAIIMUOHHOT' O oOecrieyeHne YHpaBJICHUSA,
CHUCTEMbI JOKYMCHTAIIMOHHOT'O oOecrieueHust YHOpaBJICHUSA,
KIIaCCU(UKAIIHIO JJOKyMEHTOB;

TpeOOBaHUsI K COCTABIICHHUIO U O(OPMIICHHIO JJIOKYMEHTOB;
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[ ]
JIOKYMEHTOB;
e HOMEHKJATypy Aeil.

OpTaHU3alMIO JTOKYMEHTO000pOoTa, TpuéM, 00pabOTKY, pPETHCTPalHi0, KOHTPOJIhL, XPaHCHHE

1.4. PexoMeHayeMoOe KOJIHYECTBO YACOB HA OCBOEHHUE MPOrpaMMBbl y4eOHO# THCIUILIUHBI:

O06BEM 00pa3oBaTeNbHOI MporpaMMbl 00yUaromerocs - 38 4acos, B TOM YHCIIE:

¢ mpenoaaBatenem 34 yaca, B T.4. MPAKTHYECKUX 3aHATHH -14 dacoB, koHCynbTanuu — 0 yaca;

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM yueOHOI JMCUMIIVIMHBI M BUABI Y4eOHO# padoThI

Bupn yuednoii padoTsl

Oobvem uacos

O01béM 00pa3oBaTeIbHOM NPOrpaMMbl (Bcero)

38
¢ IpenofaBaTeiemM 34
B TOM YHCJIE:

MIPAKTHYCCKHUE 3aHITH 14
CaMocTosTeNbHas pabota o0yyarornierocs (Bcero) 4
Koncynpranuu 0
IIpomekyTouHas arrecranus B popme nuddepeHupoBaHHOIO 3a4eTa -
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2.2. TeMaTHYeCKHIii IIAH H CoJepKaHHe YUeOHOM IUCIIUIINHBI

Koapbl

HaunmeHnoBaHue Coaepsxanue y4eO0HOro MaTepuaJia, NPaKTHYeCKHE 3aHATHSA O0beM yacoB
pa3zesioB U TeM KOMI;'Ie;eHHH
JIMYHOCTHBIX
pe3yabTaToB
c[)opM'npOBa
HUIO
KOTOPBIX
cnocodcTBye
T 3JIEMEHT
NPOrpaMMbl
1 2 3 4
BBenenue Conepxkanue yaeOHOTO MaTepuana 2
ConepxaHue IUCIMIUIMHEL M €€ POJib B IOATOTOBKE crieruaiucta. CBs3b ¢ IpyTrUMHU 2 OK
1. | obmemnpodecCHOHATBHBIMY U CIIEIHATHHBIMU TUCITUTLTHHAMEL. 0%[’&210? ’03’189
Llenu, 337241 ¥ PUHIMITEL JOKYMEHTAIIMOHHOTO o0ecrieueHus ynpasieHus. OCHOBHBIEC TTOHSATHS 1.3, TIK 1.3
JIOKYMEHTAIIIOHHOTO 00ecriedeH s YIIpaBICHHUSI. JIP 13,16
CamocTrosiTenbHasi padoTa 2
CucTeMbl JOKyMEHTallMOHHOTO obecnieueHus ynpasneHus. Kinaccuduxanus 10KyMeHTOB.
Paznea 1. JloxkymeHTHpOBaHUE YIPABJIEHY€CKOH 1€eATeJIbHOCTH
ConeprxkaHue yaeOHOTO MaTepuana 6
Tema 1.1. 5 [MpaBuna oopmiteHUs YCIOBHO — MOCTOSTHHBIX PEKBU3HUTOB.
TpedoBaHus K " | llonarne «OnaHK HOKyMeHTa». Bumbl 6maHKoB: 0OImmid OaHK, OaHK MHUCHhMa, OJJAHK KOHKPETHOTO BUIA 2 01,02,%:13(,05,09
COCTABJIEHUIO U JIOKYMEHTA.
oopmireHnI0 3. Hpa}l;lzma 0 OpMJICHHS YCIIOBHO — MEPEMEHHBIX PEKBU3UTOB. 2 lZI_.HS<,1 I%K II[I3<
AOKYMEHTOB JlabopaTopHbie pabOThI - JIP 13,16
4. | ITpaktuueckoe 3ansitne Nel Co3manue 0JIaHKOB MPEATIPUSATHSL. 2
Conepxanue yueOHOTO MaTepraa 12
Tema 1.2. 5 Ha3znauenue u coctaB OpraHn3aliOHHO — IPAaBOBOM JJOKYMEHTAIIHH. 2
IpaBuaa 6. XapaKTepUCTHKA U COCTaB PACTIOPSIUTENBHBIX JOKYMEHTOB, U3/1aBa€MbIX HA OCHOBE KOJIJICTHAILHOCTH. 2 01 0200:I§05 09
COCTaBJIEHUS U " | TpeboBanus K uX 0POPMIICHHIO. K 1.1., IK
o opmiteHns 7 XapaKTepUCTHKA U COCTAB PACIOPSIIUTEIbHBIX JOKYMEHTOB, HA OCHOBE eAMHOHavaIus. TpeOoBaHus K 2 13,1IK 1.3
OPraHM3alMOHHO — | ' | uX 0)OPMIIEHHIO. JIP 13,16
pacnopsauTe bHbI IIpaktuaeckoe 3ansTre Ne2 Cocrapnenue u opopmieHre JOHKHOCTHON HHCTPYKIIMU COTPYIHUKOB 2
X JOKYMEHTOB 8. | Oyxranrepumu.
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(OPL). 9 [Ipaktnueckoe 3ansatue Ne3 CocraBieHue u ohopMiieHHE pacopsIUTENbHBIX JOKYMEHTOB, H3JaBAEMBIX 2
Ha OCHOBE KOJUIETHAIIbHOCTH
10 | [paktuueckoe 3ansTrie Ne4 CoctaBieHre U 0pOPMIICHUE PACTIOPSAUTENLHBIX JJOKYMEHTOB, 2
. | n31aBaeMBIX HA OCHOBE €MHOHAYAIIHSL.
Conepkanue yueOHOTo Marepuaia 8
Tema 1.3. 11 XapaKkTepuCTHKa U COCTAaB CIIPABOYHO — HH(POPMAIIMOHHBIX TOKYMEHTOB, Bxoasamux B Y COP/I. 2 OK
IIpaBuaa " | CnyxeOnble mricbMa. TpeboBaHHs K 0()OPMIICHHIO. 01.02.03.05.09
oopmiaenus 12. | 3amucku, crpaBku. TpeOoBaHMsI K UX O()OPMIICHHIO 2 TIK i.l.’, TIK
OCHOBHBIX BUI0B | 13. | TIpaktuueckoe 3austre Ne 5 CocraBieHne U 0opMiIeHHE CITYKEeOHBIX MMHCEM 2 13.,IIK 1.3
CIIPAaBO1HO — 14. | Ilpaktrueckoe 3anmstre Ne 6 CocTaBieHue u 0(hOpMIICHHE 3aIHCOK, CITPaBOK, 3asBIICHUIH 2 JIP 13,16
HH(OPMALMOHHBIX
JAOKYMEHTOB
Paznen 2.0pranusanus padoThl ¢ JTOKYMEHTaMHU 8
ConeprkaHrue yaeOHOro MaTepraia 8
Tema 2.1 15. | Ob6uwme npaBuia opraHu3aluy paboThl C TIOKYMEHTAMH 2
Opranusanus 16 Howmenxnarypa nen. Opranusaliysi onepaTUBHOTO XpaHeHUs! JOKyMeHTOB. IloaroToBka aen k
JTOKYMEHT0000poTa " | apXMBHOMY XPaHCHHIO. 2
17 [IpakTidaeckoe 3anstre Ne7 Perucrpanus JOKYMEHTOB C IIOMOIIbI0 KoMIbloTepa. [lonroroBka
JIOKYMEHTOB K XpaHEHHIO
CamocTtosiTeqbHast paboTa 2
CocTtaBnenue u 0)OpMIICHHE TOKYMEHTOB I10 KYypPCY
Bcero: 34=20+14
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3. YCJIOBUS PEAJIM3AIIMA YYEFHOM JUCHUTIJINHBI

3.1. TpeboBaHMsA K MUMHUMAJIbHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecnedYeHn 0
Peanuzanms y4ueOHOMI JUCITUTITAHBI Tpedyer HaJTUYHS y4eOHOT0 kabuHeTa
JAOKYMEHTAIIMOHHOT0 o0ecrieyeHHsl YIpaBIeHUus

O6opynoBanune y4eOHOro KabuHera:

ITapta omHOMecTHas — 18 1.

Cryn msrkuit — 1 .

Jocka m/M — 1 mmir.

ITapra xomn. — 11 mrT.

Cron nperogaBaTeNbCKUii — 1 1IT.

Crynpsg — 29 mr.

KomnsroTtepsr:

Intel Core i5-3450 3.1GHz, 8Gb, 500Gb, W10 64 — 9 mrt.
Intel Core i3-7100 3.9GHz, 8Gb, 500Gb, W10 64 — 2 mrT.
MoHuTops!

NEC AccuSync LCD 224WM — 2 mir.

ASUS VS197 — 2 mr.

NEC LCD 22WYV — 5 .

ACER AL1917 — 1 mT.

ACER V193HQV — 1 mwr.

Tepmunain: VIA Nehemiah 1.33GHz, 1Gb, 80Gb, XP Pro,
Radeon 9250 — 1 mr.

Mouno6nok: ACER C24-1650, Intel Core i3-1115G4 3GHz,
8I'6, 25016, Win 10 Prof 64 - 1 .

IIpoextop: BENQ MX501 — 1 mt.

Kamepa suneonabmonenus: HD Camera Hiseeu — 1 mir.
Komonku: Topdevice — 1 mT.

3.2. UudopmannonHoe odecriedeHne 00yueHust

HopMmaTnBHBIE JOKYMEHTBI:

1. TOCT P 7.0.97-2016. Haumonansnbeiii cranpapt Poccuiickoit ®enepaunn. Cucrema

CTaHJapTOB MO HHGOpMAIMK, OMOTMOTEUHOMY W H3AATENbCKOMY aAeiy. OpraHu3anuoHHO-

pacriopsiauTenbHas JoKyMeHTalus. TpeboBaHus k opopmieHHuio JokyMeHToB" (yTB. [Ipukazom

Poccrarnmapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018);

2. Meroanueckue pekoMenganuu no npuMmenenuto I'OCT P 7.0.97-2016 "Cucrema cranmapTos

no  uH@opmanuu, OuOIMOTEYHOMY W U3JaTelbCKOMy  jaeny.  OpraHusalnioHHO-

pacropsauTenbHas JOKyMEHTALMs. TpeOOBaHUS K 0()OPMIIEHUIO TOKYMEHTOB";

3. IlpumepHass MHCTPYKUMM IO JEJIONPOM3BOJICTBY B TOCYIAapCTBEHHBIX OpraHU3aLUsAX —

yTBepkJeHa npuka3oM Pocapxupa ot 11.04.2018 Ned4,

4.TOCT P 7.0.8— 2013 Jlenonpou3BOACTBO U apXUBHOE AeN10. TepPMHUHBI U OIIPEIETECHHUS)

[OnexTponnas Bepcusi] // CIIC Koncynprantllntoc

HOHOJ’IHI/ITCJIBHBIC HCTOYHUKNU:

1. Kazakesuu, T. A. JIoKyMEHTallMOHHOE OOECIEUEHUE YIMPABICHUS : YUEOHUK U MPAKTHUKYM
Ui cpenHero mnpodeccuonansHoro oopasosanusi/ T. A. KazakeBuu, A. U. Tkanuu. — 2-e
u3n., wucnp. u gon.— MockBa: WM3marensctBo  FOpaiit, 2022.— 177c.—
(ITpoeccuonansroe oopazoBanue). — ISBN 978-5-534-06291-5. — TekcT : 31€KTPOHHBIH //
O6pasoBarenbhas wiathopma KOpaiir [caiit]. — URL.: https://urait.ru/bcode/491677
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4 KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOI1
TUCIHATITAHBI

KOHT[)OJ'II) H OLEHKa pPE3ysIbTaTOB

OCBOCHHUS y4YeOHON JMCIUTUIMHBI

OCYHICCTBIIACTCA

MPENoIaBaTeieM B MPOIECCE MPOBEACHUSI MIPAKTUUCCKUX 3aHATHI, TECTUPOBAHUS, a4 TAKXKE BBITTOJIHECHHUS
00y4JaroNMMICs HHANBUAYAIBHBIX 33JaHAN, IIPOEKTOB, HCCIIETOBAHMM.

PesynbTarnl 00yueHus
(ocBOEHHBIE YMEHNs, YCBOCHHbIE 3HAHMSA)

@DopMBbI U METOABI KOHTPOJISI M OLIEeHKHU
pe3yJibTATOB 00y4eHus

OcBoeHHbIEC YMEHUSL:
odopMiIeHHe MOOKyMEHTalMd B COOTBETCTBUU C

CaMOCTOATCIIbHAaA pa60Ta 10 COCTaBJICHHUIO U
OCbOpMJ'IeHI/IIO JOKYMCHTOB C MCIIOJIb30BAHUEM

HOpDMAaTHUBHOM  0a30if, B TOM 4Yucle, C | HH(QOPMALMOHHBIX TEXHOJIOTHIA
MCIIOJIb30BAaHUEM MH(OPMAIIMOHHBIX TEXHOJIOTHIA

OCBOCHHE  TEXHOJIOTMH  aBTOMAaTH3UPOBAHHOM | CAMOCTOSTENbHAs paboTa

00pabOTKH TOKYMEHTAIMN

UCIIOJIb30BaHHE YHUPHIIIPOBAHHBIX dopMm | camocrositenbHas pabora ¢ popmamu
JIOKYMEHTOB YHU(UIIMPOBAHHBIX IOKYMEHTOB

OCYHICCTBJICHUC XPAaHCHUSA U ITOUCKAa TOKYMCHTOB

caMOCTOsITelTbHas padboTa

WCTIONb30BaHHE TEIEKOMMYHHUKAITHOHHBIX
TEXHOJIOTHH B 3JICKTPOHHOM JIOKYMEHTO000pOTE

TEeMaTUYECKUH 3a4eT

YcBoeHHDBIE 3HAHUA:

NOHATHE,  IeJH,  3aJadyd W T[PHUHIWIBI | TECTUPOBAHHE
JIeTIONPOU3BOJICTBA
OCHOBHBIC IIOHATHA AJOKYMCHTAIMOHHOI'O
TECTUPOBAHHE
obecrieveHne yrpaBIeHUs
CHCTEMBI  JTOKyMEHTAI[HOHHOTO  OOecIHeueHus
TECTHPOBaHHE
YIIpaBIEHUS
KJaccu(UKaIus JOKyMEHTOB
(uicaruus oy TECTUPOBAHHE
TpeOOBaHUS K COCTAaBICHHIO H O(OPMICHUIO
TECTHPOBaHHE
JIOKYMEHTOB
opraHusalnus J0KyMEHTO000pOTa, IPUEM,
00paboTKy, peruCTpaIHIO, KOHTPOJIb, XPaHEHHE TECTUPOBAHHE
JIOKyMEHTOB
HOMEHKJIATypa Jiell TECTHPOBaHHE
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