MHHUCTEPCTBO HAVKH U BBICIIET'O OBPA3BOBAHU S POCCUNMCKON ®EIEPAILINN

OEJNEPAJTIBHOE 'OCYIAPCTBEHHOE BIO/I’KETHOE OBPA30BATEJIBHOE
YYPEXJIEHUE BBICIIEI'O OBPA30OBAHMUA
"PA3AHCKUM T'OCYJAPCTBEHHBINA PAJJMOTEXHUYECKUW YHUBEPCUTET UMEHHU
B.®. YTKUHA"

COTI'JTACOBAHO YTBEPXIAIO

3aB. BhITyCKaromIeH Kadeapsl

OCHOBBI 1€JI0NIPOU3BOACTBA U JOKYMEHT0000pOTA
paboyasi mporpaMma JUCIHUILIMHBI (MOTYIIS)

3akperniena 3a kadenpoit TocyrapcTBeHHOro, MyHHIIMNAJILHOT0 H KOPIMOPATHBHOTO YIPABJIEHUS
VueOHblit ian 38.03.04_26_00.plx
38.03.04 I'ocynapcTBeHHOE U MYHHIIUNAIBHOE YIPABICHHUE
Kpanudukarus O0akasaBp
®dopma 0OyueHHs o4Hast
OO011as Tpy10eMKOCTh 4 3ET

Pacnpezlenelme YacoB JUCUHMIIVIMHBI 110 CeEMeCTpaM

Cemectp
(<Kypc>.<Cemectp Ha 2(1.2)

Kypee>) Uroro

Hepnenb 16

Bun 3ansaTuit VIl PII vl PIl

Jleximun 16 16 16 16
IpakTHyeckue 16 16 16 16
Huas koHTaKTHAS 0,35 10,35 0,35 0,35
pabora
KoncynsTHpoBaHue 2 2 2 2
nepes 3K3aMEeHOM H
MIPAKTUKON
Hroro ayn. 34,35 |34,35 |34,35 [34,35
KonrakrHas pabora |34,35 |34,35 34,35 |34,35
Cawm. pabora 74 74 74 74
Yackl Ha KOHTPOITh 35,65 135,65 |35,65 |[35,65
Hrtoro 144 144 144 144

r. Pa3aun



IIporpammy cocraBuin(u):

cm. npen., Mepxynos IOpuii Apkaovesuu,;cm. npen., bees Anexcandp Ilasnosuu

Pabouyas nporpamMma JUCLIUILIMHBL

OCHOBBI ACJIONPOU3BOACTBA U ﬂOKyMeHTOOﬁOpOTa

paspabotrana B coorBercTBun ¢ ®I'OC BO:

®I'OC BO - 6akanaBpuar mmo HampasieHuio moaroroBku 38.03.04 [N'ocymapcTBeHHOE M MYHHUITUTIAIEHOE yIIpaBiieHUe (TIpUKa3
Muno6pnayxu Poccun ot 13.08.2020 r. Ne 1016)

COCTaBJI€HAa Ha OCHOBAHWH y4eOHOrO IIaHa:
38.03.04 I'ocynapcTBeHHOE U MyHHIIUNAIBHOE YIPABICHHUE
YTBEPKIAECHHOIO y4EHBIM cOBETOM BY3a oT 24.04.2026 mportokon Ne 10.

PaGouas nporpamma onoOpeHa Ha 3acejaHuu Kadeapsl

T'ocynapcTBeHHOro, MyHMIUIIAIBHOI0 M KOPIOPATUBHOIO YNIPaBJICHUS

IIporokon ot 21.04.2026 . Ne 6
Cpoxk nerictBust mporpammsbl: 2026-2030 yu.r.
3aB. xadeapoii Ileppunses Cepreit Banepbesuu



Busuposanue PILJ] njis ncrioiHeHNsl B 04epeTHOM y4eOHOM rogy

Pabovast mporpaMma repecMoTpeHa, 00CyKaeHa | 0100peHa st
ucronaenns B 2027-2028 yueOHoM roay Ha 3aceanny Kaheapol
TocynapcTBeHHOr 0, MyHHIUNIAJILHOT0 H KOPIOPATHBHOTO YIPABJIEHUS

[Iporokom ot 2027T1. Ne

3aB. kadeapoit

BusupoBanue PII/] 1151 ucrioiHEeHUS B 04epeAHOM Y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00CyKIeHa U 0100peHa s
ucnonHenus B 2028-2029 yueOHOM roay Ha 3aceaHuu Kadeapsl
TocynapcTBeHHOT 0, MyHHIIUNIAJILHOT0 U KOPNOPATUBHOI0 YIPABJICHUS

[Iporokom ot 2028 . Ne

3aB. kadeapoit

Buzuposanue PII/l 1,151 ucrioIHEHUS B 04epeAHOM Y4eOHOM roay
Pabouas nporpamma nepecMoTpeHa, 00CykIeHa ¥ 0100peHa st
ucnonHenus B 2029-2030 yueObHOM rony Ha 3aceqanuu Kadeapbl

T'ocynapcTBeHHOro, MyHMIMIIAIBHOI0 M KOPIOPATUBHOIO YIIPaBJIeHUS

[Iporokom ot 2029r. Ne

3aB. kadenpoit

BusupoBanmue PILJ] 1/ ucroiHeHusi B oUepeTHOM y4eOHOM roxy

Pabouas nporpamma repecMoTpeHa, 00CyKaeHa 1 0,100peHa s
ncronaenns B 2030-2031 yueOHoM roay Ha 3acenaHuu Kaheapbl

I'ocynapcTBeHHOro, MyHHIIMNIAJILHOIO ¥ KOPIOPATHBHOI0 YIIPaBJICeHHSs

[Iporokomor 2030r. Ne

3aB. kadeapoit




1. IEJIM OCBOEHUSA JUCHHUIIJIMHBI (MO Y JIS1)

11

enbto ocBoeHus qucuuIuinHbl «OCHOBBI ACTIONPOU3BOACTBA M JOKYMEHTOO00POTaY  SIBJISETCS CYOPMUPOBATH Y
CTYIACHTOB KOMIIETEHIIMH B O0JIACTH JOKYMEHTAIMOHHOI'0 00ECIICYEeHUs YIIPaBIICHHUSL.

1.2

Jlis perieHNs NOCTaBIEHHBIX 1IeJIeH ONpeeeHbI CIeyoLHe 3a1auu:

1.3

1. MOJTY4YEHUE CUCTEMBI 3HAHUU O TEOPETHUCCKUX OCHOBAX ACIJIONPONU3BOACTBA U ,HOKyMCHTOO60pOTa;

1.4

2. 03HAKOMJICHUE ¢ HOPMATUBHO-ITPABOBBIMHU aKTaMH, PETYIUPYIOMIMMHE MTPOIECC GOPMHUPOBAHUS TOKYMEHTOO0O0POTA B
roCyJJapCTBEHHBIX U YaCTHBIX oprann3anusx Pd;

1.5

3. U3y4eHHe OCHOBHBIX MPHHIMIIOB ¥ IPABIII CO3AAHUS, yUeTa, IBIDKCHH, XPAaHSHUs U apXUBUPOBAaHHS JOKYMEHTOB,
neiictByronmx B PO;

1.6

4. paccMOTpeHHe HEOOXOMMMBIX PEKBU3UTOB JOKYMEHTOB, IPUHSATHIX Kak B PD, Tak 1 B MEKITyHapOAHOM MPAKTHKE.

2. MECTO JJUCHUIIJIMHBI (MOAY.JIsI) B CTPYKTYPE OBPA3OBATEJILHOM IMTPOTPAMMBbI

uxn (pa3nen) OIL: |EI.O

2.1

TpeGoBaHus K NpeJBaAPUTEILHON OAT0TOBKe 00y4al0I1erocs:

211

HNHdopMamoHHO-KOMM yHUKAI[HOHHBIE TEXHOJIOTHH B MPOeCCHOHATIBHOM cdepe

2.2

JucuuminHbl (MOAYJIM) U NPAKTHKH, 1JI8 KOTOPbIX 0CBOECHHE AAHHOH IHCHMIINHBI (MOYJIs1) He00X0AMMO KaK
npeauecTByoIee:

221

Web-nporpammupoBanue

2.2.2

OIEKTPOHHOE MPaBUTEIbCTBO

2.2.3

FocyﬂapCTBeHHHe 1 MYHUIIUIIAJIBHBIC YCIIYI'1

224

DNeKTPOHHBIH JOKYMEHT0000pOT

2.2.5

IMoaroroBka K mpolexype 3aIliThl U 3alIMTa BBITYCKHON KBaJTH(UKAIMOHHOW paboThI

2.2.6

Hpe,[[}lI/IHJ'IOMHaSI IpaKTHKa

2.2.7

[IpoexTHO-TEXHONMOrUYECKas MpaKkTHUKa

2.2.8

HpOI/I?)BO,Z[CTBeHHafI IMpaKTHKa

3. KOMIIETEHIIMH OBYYAIOIIET'OCs1, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUA U CIHUIIJIMHBI

(MOJYJIST)

OIIK-5:

CrnocofeH ncnob30BaTh B MPO(h)ecCHOHATbHOM /IesITeJIbHOCTH HH(OPMAIMOHH0-KOMMYHUKAMOHHBIE TEXHOJIOTHH,

rocyaapCTBCHHbIC © MYHHIIMIIAJIbHBIC HH(I)OpMEIlI]/IOHHI)[e CHCTEMBbI; IPUMCHATH TCXHOJOIMH 3JICKTPOHHOI'0O NIPABUTE/IbCTBA

U NPeAoCTABJIEHHU ITOCYIapCTBEHHbIX (MYHHMIMNAJIbHBIX) YCJIYT

OIIK-5.4. Bener ae10npou3BoACTBO U 3J1eKTPOHHBII T0KYMEHT0000pOT

3HaTh

IpaBmiia ¥ cTaHAAPTH BEICHUS JETIONPOU3BOCTBA H DIIEKTPOHHOT'O TOKYMEHTO000pOoTa

YMmerh

Becru aenonpou3BoacTBO U JKICKTPOHHBIN JOKYMEHTO000pOT

Baanern

Hasbikamu BesieHUs JCJIONPON3BOACTBA U IJICKTPOHHOI'O ,HOKyMeHTOOGOpOTa

B pe3yabTaTte ocBOeHMs JMCHUILIAHBI (MOIYJIs1) 00y4alOIIMiics T0KeH

3.1|3uaTh:
3.1.1|TIpaBuna u craHnapThl BEACHUs JEIONPOU3BOJCTBA U 3IEKTPOHHOTO IOKYMEHT0000pOoTa
3.2|Ymerh:
3.2.1|Bectr Aen0ONpOU3BOACTBO U JKIEKTPOHHBIH JOKYMEHTOO00pOT
3.3|Baaners:
3.3.1|HaBbikaMu BelleHHS ICTONPONU3BOICTBA U AJICKTPOHHOI'O JOKYyMEHTO000pOTa
4. CTPYKTYPA U COAEP) KAHUE JUCLHHUIIJIUNHbI (MOZAYJIST)
Kon HaumeHoBanue paszieioB u Tem /Buj 3anatus/ | Cemectp /| YacoB | Kommneren- | Jlutepatypa ®opma
| 3aHATHUSA Kvne 117041 KOHTDOJIA |
Pa3gen 1. OcHoBHbIE TPeOOBaHUS K
0()OPMJICHUIO YIIPABJICHYECKUX
(opraHu3an M OHHO-PACHOPSIAUTETbHBIX)
AOKYMEHTOB
1.1 OcHoBHbIE TpeOOBaHUS K 0 OPMIICHHIO 2 0
yIIpaBIeHYECKHX (OpraHU3alMOHHO-
pacropsAnTeIbHBIX) TOKYyMeHTOB /Tema/




1.2

OcHoBHbIe TpeOOBaHMS K 0 OPMIICHUIO
YIpaBiIeHYECKUX (OpraHU3alMOHHO-
pacCTIOpSIANTENBHBIX) JOKYMEHTOB. OCHOBHBIE
TOJIOKEHUS 110 JOKYMEHTHUPOBAaHUTIO
YIPaBICHUYECKON NEATEIBHOCTH. Y HUPUKAIUSI 1
CTaHAAPTHU3ALMS YIPABICHUYECKUX JOKYMEHTOB.
Buabl TOKyMEHTOB | UX KiacCH()UKAIIHSI.
OcHoBHBIE TpeOOBaHMS K O OPMIICHHIO U
pa3MeIIeHNI0 PeKBU3UTOB JOKYMEHTOB.
TpebGoBaHUS K JTOKyMEHTaM, H3TOTaBIMBACMbIM C
MIOMOIIBIO [IEYATHBIX YCTPOKCTB. €00BaHHA K
OJlaHKaM

/Jlex/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

JI1.1 JI1.2J12.1
01030233 54

Jlexmus

1.3

IIpoBeeHue onpoca. BeIMONTHEHHE MHChMEHHBIX
3ananuid. /IIp/

OIIK-5.4-3
OIIK-5.4-y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
01323354

YcrHbIH onpoc.
Brinonuenue
MMM CbMEHHBIX

3aJIaHuM.

1.4

H3yuyenue KOHCIEKTa JTEKIUH
IoaroroBka K MPaKTHIECKUM 3aHATHSIM.
Hanwucanue xypcoBoii paboThl.
Ilonroroska k 2k3aMeHy

/Cp/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
01023354

CaMOCTOSITEIIbH
o€ M3yueHHe
MaTepuagoB

Paznen 2. OcobeHHOCTH A€e10BOIi NepenucKn

2.1

OcobeHHOCTH JIeNoBoi nepernucku /Tema/

2.2

OcobeHHOCTH 1eN10BOM nepenucku. JlenoBoe
IHICHMO B YCJIOBUSIX YHU(DUKALIUU

IIpaBuna ohopmiaeHus AEI0BOro MUChMa
Bunel mucem

MesknyHapoaHble IUCbMa

/JTex/

OIIK-5.4-3
OIIK-5.4-y
OIIK-5.4-B

JI1.1 J11.2J12.1
010323354

Jlexius

2.3

IpoBenenue omnpoca. BrinoaHeHHE THCEMEHHBIX
3ananuit. /TIp/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
01023354

VYcTHBI onpoc.
Brimonraenne
MMM CbMEHHBIX

3a1aHUM.

2.4

N3y4yenne koHCIEKTa JEKIUIT
HO)IFOTOBK& K IPAKTUYCCKUM 3aHATHAM.
Hanwucanue xypcoBoii paboThI.
TloAroToBKa K 9K3aMeHY

/Cp/

OIIK-5.4-3
OIIK-5.4-y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
31323354

CaMOCTOSITEIIbH
0€ U3y4YeHHe
MaTepHaoB

Pa3gen 3. IIpaBuiia 1OKyMeHTHPOBAHHA
OpPraHu3aly OHH0-PACIIOPSAIUTEIbHOI
NeATeJbHOCTH

3.1

IIpaBuia JOKyMEHTHPOBaHMS OpraHU3aIOHHO-
pacrnopsIuTeNnbpHON nestenbHocTH /Tema/

3.2

IIpaBuia JOKyMEHTHPOBaHMS OpraHU3aMOHHO-
pacropsAAUTEIbHOM JIeSITeIbHOCTH.
OpraHu3anoHHas JOKYMEHTalus. Y CTaB.
ITonoxenune. Uncrpykuus. PacnopsaurensHast
nokymenTanus. Knaccupukarys
pacropsAMTeNbHbIX JOKyMeHTOoB. O01ue npaBuia
ohopMIIeHHS pactiopsAANTENbHON TOKYMEHTAIHUH.
IIponenypa n3ganus pacopsAUTEIbHBIX
JIOKYMEHTOB B YCJIOBUSIX KOJUIETHAIbHOI'O
npuHsATUA perienus. [loctanoBneHue u pelexue.
IIpouenypa u3nanus pacrnopsauTeNbHBIX
JIOKYMEHTOB B YCIIOBUSIX €IMHOJIMYHOTO ITPUHSATHS
peleHus. YKa3zaHue U pacropsbkeHHe

TIpukas. /JIex/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

JI1.1 JI1.2J12.1
01092393 54

Jlexmus

3.3

TIpoBeenue onpoca. BrimomHeHne MHChMEHHBIX
3ananuid. /TIp/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
0102393 54

YcrHBIH onpoc.
Brimonaenue
MM ChbMEHHBIX

3aJaHUMN.




3.4 M3ydeHne KOHCIIEKTa JeKIUN OIIK-5.4-3 JI1.1 CaMOCTOsITEIIbH
IToaroroBka K MPaKTHYECKAM 3aHSTHUSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe u3yuenue
Hanncanune kypcoBoi paboThI. OIIK-5.4-B | D132 33 54 MaTepHaioB
IlonroroBka k 2k3aMeHy
/Cp/

Pa3gen 4. lokymMeHTHpOBaHHe AesITeILHOCTH
KOJLJIETHAJIbHBIX OPraHOB

4.1 JIOKyMEHTHPOBaHHE JEATEILHOCTH
KOJUIETHANIbHBIX opraHoB /Tema/

4.2 JIOKyMEHTHPOBaHHE JEATEIbHOCTH OIlK-5.4-3 |JI1.1 JI1.2J12.1 Jlexums
KOJUIETHAJIbHBIX OPTI'aHOB. OIIK-5.4-Y | D132 33 54
OpraHu3alOHHO-TEXHUYECKUE MEPONPHUATHS 110 OIIK-5.4-B
MOJrOTOBKE U IPOBEJICHUIO COBEIAHHA.

CrpykTypa JIOKIaJa U OT4eTa Ha 3acCelaHusIX,
coBemanusax. CTpyKTypa U Lelb

Crpykrypa u obpazei. [IpaBuia HanucaHus
CIIy’)KeOHBIX IOKYMEHTOB. TpeOoBaHus K
COCTaBJICHHIO U O OPMIICHHIO TIPOTOKOJIOB.
/JTex/

4.3 IIpoBenenne onpoca. BelnoaHeHNE MUCBMEHHBIX OIIK-5.4-3 JI1.1 VYerHbli omnpoc.
3ananuid. /IIp/ OIIK-5.4-y | JI1.2J12.1J13.1 Brinonuenue

OIIK-5.4-B | D132 33 54 MICbMEHHBIX
3aJaHHUM.

4.4 M3ydeHne KOHCIIEKTa JeKIUN OIIK-5.4-3 JI1.1 CaMOCTOsITEIIEH
IToaroroBka K MPaKTHYECKAM 3aHSTHUSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe u3yueHue
Hamcanne kypcoBoii paboTHI. OIIK-5.4-B | 513233 54 MaTepuaaoB
Ilonroroska k 2k3aMeHy
/Cp/

Paznen 5. lokymMenTHpOBaHHe NH(OPMALUOHHO
-CIPaBOYHBIX MATEPHAJIOB

5.1 JloKkyMeHTHpOBaHuE
UH(OpPMAIIMOHHO-CIIPAaBOYHBIX MaTepuaios /Tema/

5.2 JIOKyMEHTHpOBaHHE OIlK-5.4-3 |JI1.1 JI1.2J12.1 Jlexums
UH(OPMAIIMOHHO-CIIPABOYHBIX MaTEPUAJIOB. OIIK-5.4-Y | D132 33 54
JoxknaaHast 3arucka. CirysxeOHast 3ammcka. OIIK-5.4-B
OO6bscHuTenbHas 3amucka. AKT. CripaBka.

Tenerpamma.

5.3 IIpoBenenue onpoca. BelnonHeHNe MUCbMEHHBIX OIIK-5.4-3 JI1.1 VYerHbIl omnpoc.

3ananuid. /TIp/ OIIK-5.4-Y | JI1.2J12.1J13.1 | Breinonnenue
OIIK-5.4-B | D132 3354 | mnHCbMEHHBIX
3aJaHuil.

5.4 M3yueHre KOHCIIEKTA JICKIUH OIIK-5.4-3 JI1.1 CaMOCTOSTEIILH
IToaroroBka K MPakTUYECKAM 3aHITHSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe u3yuenue
Hanucanue xypcoBoii paboThl. OIIK-5.4-B | 513233 54 MaTepHajoB
IloaroroBka K sK3aMeHy
/Cp/

Paznes 6. JlokyMeHTHI 10 YCTAHOBJIEHHIO
TPYAOBBIX OTHOIIEHHIT 1 YYeTY Ka/ipOB
6.1 JIOKYMEHTBI 110 YCTaHOBJIEHHIO TPYIOBBIX

OTHoOIIEHUi! u yueTy kaapoB /Tema/




6.2

JIOKYMEHTBI 10 YCTAHOBIICHHUIO TPYIOBBIX
OTHOUICHHUH U yuyery kaapoB. OdopmicHue
JIOKYMEHTAIIMX Ha ITpUeM pabOTHHKA.
OdopmiieHne TOKyMEHTAIUH Ha COBMEIIIEHHE U
COBMECTHUTENIBCTBO padoTHuKa. OdopmiieHne
JIOKYMEHTAIIUY Ha MIEPEBOJI U TIePeMEIICHHE
paboTHHKA

OdopmieHre TOKYMEHTAIMH HA YBOJIBHCHHE
paboTHHKA

OdopmieHne JOKyMEHTAIUH Ha OTITYCK
paboTHHKa

OdopmieHre TOKyMEHTAIIMK Ha
KOMaHMPOBaHHE PabOTHHUKA

IpaBuna opopmiteHus U pabOThI ¢ TPYIOBBIMU
KHUDKKaMHU

[paBuna popMUpOBaHHS JTUYHOTO Jeia
paboTHHKa

ITpaBuia ohopMITEHHS THYHON KapTOUKH
paboTHHKa

/Jlex/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

JI1.1 JI1.2J12.1
01030233 54

Jlexmus

6.3

ITpoBeeHue onpoca. BrInomHeHHE THCHMEHHBIX
3aganuid. /Tlp/

OIIK-5.4-3
OIIK-5.4-y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
010302 33 54

YcrHBIH onpoc.
Bremonaexnne
MM ChbMEHHBIX

3aJaHUN.

6.4

N3yueHune KoHCIEKTa KU
IloaroroBka K MpakTHYECKUM 3aHATHSM.
Hanwucanue kypcoBoii paboThI.
[loaroroBka k 3x3aMeHy

/Cp/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
01030233 54

CaMOCTOsTEIIbH
o€ U3y4yeHne
MaTepHuaoB

Pa3gen 7. JlokajbHbIe HOPMAaTHBHbIE AKThI

7.1

JlokanbHbIe HOpMATHBHBIE akThl /Tema/

7.2

JlokanpHbple HOpMaTUBHBIE aKThI. JIOKaIbHBIE
HOpPMAaTUBHBIE aKThl, pexycMorpeHHbie TK PO.
JIokanpHBIE HOpPMATUBHBIE AKThI, HE
npexycMmorpentsie TK PO

/JTex/

OIIK-5.4-3
OIIK-5.4-y
OIIK-5.4-B

JI1.1 J11.2J12.1
31323354

Jlexius

7.3

IpoBenenne onpoca. BrlnomHeHNE THCHMEHHBIX
3ananuit. /TIp/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
0103233 54

YcrHbli onpoc.
Brmonaenune
MMM CbMEHHBIX

3a1aHHM.

7.4

N3ydenne KoHCTIEKTa KUt
HO}IFOTOBKB. K IPAKTHYCCKUM 3aHATHAM.
Hanwucanue xypcoBoii paboThl.
[MoaroroBka k sK3aMeHy

/Cp/

OIIK-5.4-3
OIIK-5.4-yY
OIIK-5.4-B

J1.1
JI1.2J12.1J13.1
31323354

CaMOCTOSITEeIIbH
0€ U3ydeHHE
MaTepHaoB

Paznen 8. Opranusamnusi paéoTsl ¢
JOKYMEHTAMH, CHCTeMaTH3anusl JOKYMEHTOB 1
(¢opMupoOBaHHE HOMEHKJIATYPBI €]

8.1

Opranu3aiysi paboThI C JOKYMEHTaMH,
CHCTEMATH3aIMA JOKYMEHTOB U (POPMHUPOBAHHE
HOMEHKIIATyphI fen /Tema/

8.2

Opranu3aiys paboThI ¢ TOKYMEHTaMH,
crCcTeMaTH3alHst JOKYMEHTOB U ()OPMHUpPOBAHUE
HOMEHKJIATyphbI fent. OOIue npaBuia
opraHu3anuu padoThl ¢ JOKyMEHTaMHU.
Opranu3aius paboThl ¢ UCXOASIIUMHI
nmokymeHTamMu. Oprann3anus paboThI ¢
BXOJSIIMMU JTOKyMeHTaMu. Opranu3aius paboTsl
C BHYTPCHHUMH JIOKyMeHTamMH. KOHTpoIb
UCTIOJIHEHHU S IOKYMEHTOB

/Jlex/

OIIK-5.4-3
OIIK-5.4-Y
OIIK-5.4-B

JI1.1 JI1.2J12.1
010302033 54

Jleknmsa




8.3 IIpoBenenue onpoca. BeInonHeHHe MICBMEHHBIX 2 OIIK-5.4-3 JI1.1 YcrHbli onpoc.
3ananuii. /TIp/ OIIK-5.4-Y [ JI1.2J12.1J13.1 | BeIinonuexue
OIIK-5.4-B | D1 323354 | mnucbMeHHBIX
3a/laHUM.
8.4 W3yueHne KOHCIEeKTa JICKIU 8 OIlK-5.4-3 JI1.1 CamocTosTeNbH
[ToaroToBka K MPakKTUYSCKUAM 3aHSATHSIM. OIIK-5.4-y | JI1.2J12.1J13.1 o€ U3y4YeHHE
Hanucanue xypcoBoii paboThI. OIIK-5.4-B | D1 32 33 B4 MaTepHaoB
[MoaroroBka K sK3aMeHyY
/Cp/
Pa3nen 9. Ilopsaiok nNoATOTOBKH U Mepegavn
JeJl HA XpaHeHHe B apXuB
9.1 IMopsimoK MOArOTOBKY M MIepeadn el Ha 0
xpaHeHue B apxuB /Tema/
9.2 [Topsimok MOATOTOBKH U TIepeauu Jei Ha 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 Jextus
XpaHeHHue B apxuB. Bujpl apXuBOB, UX 337244 U OIIK-5.4-Y | D132 33 54
(dyskuun. [TopsiIoK MOArOTOBKY | Mepeaadn Aei OIIK-5.4-B
B apXuB. Y CIOBHS XpaHEHHS JOKYMEHTOB.
Brigaya JOKyMEHTOB 13 apXUBOXPAHMIHIIA.
VcnonHnenue 3anpocoB rpaxiaH U OpraHu3aiuii
9.3 [IpoBeneHue onpoca. BeinonHeHne MuchbMEHHBIX 2 OIlK-5.4-3 JI1.1 VYcrHblii onpoc.
3ananuid. /TIp/ OIIK-5.4-Y [ JI1.2J12.1J13.1 | Beimonnenue
OIIK-5.4-B | 31 32 353 54 MUCHbMEHHBIX
3alaHU.
9.4 N3yueHue KOHCIEKTa JICKITUI 7 OIIK-5.4-3 JI1.1 CaMoCTOsTeNbH
[ToaroroBka K MpakTUYECKUM 3aHITHSIM. OIIK-5.4-y | JI1.2J12.1J13.1 0€ U3Y4CHHE
Hamcanne kypcoBoil paboThI. OIIK-5.4-B | O1 32 33 54 MaTepHaJIoB
[loaroroBka k ’3K3aMeHy
/Cp/
Paznen 10. D1eKTpPOHHBII T0KYMEHTO0000pOT
10.1 DneKTpOHHBIN JoKyMeHTo000poT /Tema/ 0
10.2 DNEKTPOHHBIN TOKYMEHT0000pOT. Buib 2 OIlK-5.4-3 |JI1.1 JI1.2J12.1 Jlexuus
3JIEKTPOHHBIX PECYPCOB B YaCTH ()OPMHUPOBAHUS OIIK-5.4-Y | D132 33 54
JIOKyMEHTO0000pOoTa B Opra-HU3aI[1u. OIIK-5.4-B
Oco6enHoctu npumenenus 1C B yactu
(hopMUpOBaHHUS PETITAMEHTHUPOBAHHOT O
YIIPaBJIEHYECKOro ydera
/Jlex/
10.3 IIpoBenenue onpoca. BelnoaHeHNE MUCBMEHHBIX 2 OIIK-5.4-3 JI1.1 VYerHbll ompoc.
3aganuii. /Tlp/ OIIK-5.4-Y [ JI1.2J12.1J13.1 | Beimonnenue
OIIK-5.4-B | D1 323354 | mnucbMeHHBIX
3aJaHuil.
10.4 W3yueHne KOHCIEKTa JICKIIU 7 OIIK-5.4-3 JI1.1 CaMOCTOsITEIILH
[ToaroroBka K MPakTUYECKAM 3aHITHSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe uzyueHue
Hamucanue kypcoBoii paGoTHI. OIIK-5.4-B | 513233 54 MaTepuaaoB
[MoaroroBka k SK3aMeHyY
/Cp/
Paspnen 11. [Ipome:xxyTounas aTrecTamus
11.1 IMpomesxyrounas atrecramus /Tema/ 0
11.2 Koncynpranus nepen sx3ameHoM /Kuc/ 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 OtBeTH! HA
OIIK-5.4-Y | 51323354 | Bo3HUKIIHE y
OIIK-5.4-B CTJCHTOB Tepe.l
9K3aMEHOM
BOIPOCHI
11.3 IMoaroroBka k sk3aMeHy /Dk3amen/ 35,65 | OIIK-5.4-3 |JI1.1 J11.2J12.1 Nzy4enue
OIIK-5.4-Y | 51323354 | nexiuoHHOTrO
OIlK-5.4-B Mmarepuaia
11.4 Ox3amen /UKP/ 0,35 [TpoBeneHue
9K3aMeHa

5. OHEHOYHBIE MATEPUAJIBI 1O JUCIIUIIVIMHE (MOAY JIIO)




CDOHZ[ OILICHOYHBIX CPEACTB IIPUBECACH B IIPUITIOKECHUUN K pa60qel71 nporpaMme IUCHUILIMHBL (CM. JOKYMEHT «OHGHO‘{HLIG MaTepuaJibl
10 JUCHUILTINHE «OCHOBBI ACJIONPOU3BOACTBA U )IOKyMeHTOO60pOTa))).

6. YYEBHO-METO/JUYECKOE U UH®OPMAIIMOHHOE OBECHHEYEHHME /IUCIIMIIJIMHBI (MO Y JIST)

6.1. Pexomenayemasi iuTeparypa

6.1.1. OcHoBHas1 IMTepaTypa

Ne ABTOpBI, COCTaBUTENH 3arnaBue WsnarenscrBo, | Kommuecrso/
roj HazBanue ObC
JI1.1 |Cmupnosa E. I1. Jenonpou3BoacTBo sl cekpeTaps. Paspaborka, yder u Caparos: Aii [Iu [978-5-4486-
XpaHEeHHE 3Op Menua, 2019, |0465-2,
CITY)KEeOHOW JTOKYMEHTAINH : IPAKTUIECKOe Mocooue 210 c. http://www.ipr
bookshop.ru/7
9622.html
JI1.2 |Pomanenko M. I'. CucTeMbl 2IEKTPOHHOT'0 TOKYMEHT0000pOTa : yueOHOe CraBporosb: 2227-8397,
mocobue (J1abopaTOPHBIi MPAKTHKYM) Cesepo- http://www.ipr
Kagkasckuit bookshop.ru/9
(henepanbHbIT 2745.html
YHUBEPCHUTET,
2019, 109 c.
6.1.2. lonojHuTeIbHAS IATEPATypa
Ne ABTOpBI, COCTaBUTENH 3arnaBue WsnarenscrBo, | Kommuecrso/
rof HazBaHue ObC
JI2.1 |Bpese B. A., bpeze O. |/[lenonpousBoacTso : yueOHOe mocodue Kewmepogo: 978-5-89289-
2. KemepoBckuit 853-9,
TexHooruueck  http://www.ipr
1 HHCTUTYT bookshop.ru/6
THIIEBOM 1288.html
MPOMBILIICHHOC

™, 2014, 286 c.

6.1.3. Metonnueckue pa3padoTku

Ne ABTOpBI, COCTaBUTEIH 3arnaBue Wsnarenscrso, | Kommuecrso/
rof Hazpanue ObC
JI3.1 |Mepkynos FO.A. OCHOBBI JIETIONPOU3BOCTBA M TIOKYMEHT0000POTa: METO/I. Pszans: , 2022, |,
yKa3. K MPAKT. U CAMOCT. 3aHATHAM | MeTOMrIecKre yKa3aHusI https://elib.rsre
u.ru/ebs/downl
0ad/3266

6.2. Ilepeuens pecypcoB HH(OPMAIMOHHO-TeJIeKOMMYHUKAMOHHOI ceTn "UHTepHeT"

91 |Caiir neHTpa KOMIIETEHIMH 110 BOIPOCAM JOKYMEHTAIIMOHHOI 0 00SCIIEYEeHNUs! YIIPaBIEeHHUS U apXUBHOIO Aena

32  |OG6pa3ipsl U madIoHBI JOKYMEHTOB

33 |9BCPIPTY

34 |SBC «IPRBooks» (bubmuokomiiekraTop)

6.3 Ilepeyenb mporpaMMHOro odecrevyeHnsi 1 MHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

6.3.1 [lepeyeHnb JUIEH3NOHHOI0 M CBOOOHO PACTIPOCTPAHSIEMOT0 MPOrPAMMHOI0 00ecnedeHHs, B TOM YHCJIe 0Te4eCTBEHHOI 0

TPON3BOJCTBA
HaumeHnoBanue Onucanue

OnepanuonHas cucrema Windows Kommepueckas nuneH3us

Kaspersky Endpoint Security Kommepueckast THICH3Hs

LibreOffice Csob6omgnoe 11O

6.3.2 IlepeuyeHb MHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 |Uudopmanumonno-npaBooii moptaa 'APAHT.PVY http://www.garant.ru

6.3.2.2 [Cucrema Koncymprantllmtoc http://www.consultant.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHME JJMCITUITJIMHBI (MOY JISA)




424 a yueOHO-aAMHMHHUCTPATUBHBIN KopIyc . YueOHas ayIuTopus Uil HPOBENCHUS Y4EOHBIX 3aHATHI 28 1MocajodHbIX
1 MecT, komnbloTepHas TexHuka (15T1K) ¢ Bo3MOXXHOCTBIO MOAKIIOUeHUs K ceTH «HTepHeT» n obecrieueHneM J10cTyma B
3JIEKTPOHHYIO MH(pOpPMalMOHHO-00pa3zoBarebHy0 cpeay PIPTY, mynpruMenuiinoe obopymoBanue (mpoekrop Ben Q,
9KpaH), CelMaIM3UpoBaHHas MeOelb (CTynbsi-28, cTtonbi-14), nocka

426 y4eOHO-aAMUHUCTPATUBHBIN Kopryc. YueOHast ayauTopusl sl IPOBEJACHUS YIeOHBIX 3aHATHI 60 MOCaZOuHBIX MECT,
2 ITIK ¢ BO3MOXHOCTBIO MOJKIIOUEHHS K ceTH «IHTepHeT» U oOecreueHueM JOCTyIa B IEKTPOHHYIO MH(OPMALOHHO-
obpazoBarenbhylo cpeny PI'PTY, Mynerumenuiinoe obopynoBanue (mpoextop Ben Q, skpaH), crnenuaau3upoBaHHas
Mebenb (cTyabsi-60, cronb-30), 1ocka

8. METOAUWYECKUE MATEPHUAJIbBI ITIO JUCITUIIJIMHE (MOY JIIO)

Metoauueckoe odecrieueHre TUCIUIUINHEI TPUBEICHO B IPHIOKEHUH K pabouei mporpaMme JUCHMILTUHEL (CM. JOKYMEHT
«MeTtoaudeckue ykazaHus 10 AUCHUILTHHE «OCHOBBI AENONPOU3BOJICTBA U JOKYMEHTO000pOTAY).

Onepatop 340 000 "Komnanus "TeH3op"
[JOKYMEHT MOAMUCAH 3MEKTPOHHOM NOAMMUCHIO

noanncAHoO ®reoy BO "PrPTY", PIPTY, MNepdbunses Cepreit Banepbesuy, MNpocTas nognucb
3ABEAYOLLMM 3aBeaytowmii kadeapori TMKY

KA®E[PbI

noanncAHO ®reoy BO "PrPTY", PIPTY, MNepdunbes Cepreli Banepbesuy, MNpocTas noanucb
3ABEAYIOLLMM 3aBeaytowmii kadeapor FMKY

BbIMYCKAIOLLIEV

KADELPbI




