MHHUCTEPCTBO HAVKH U BBICIIIET'O OBPA3OBAHUS POCCUNICKOM ®EJIEPAITN

OEJEPAJBHOE 'OCYJAPCTBEHHOE BIO/KETHOE OBPA30BATEJIbHOE
YUYPEXJIEHMUE BBICIHIEI'O OBPA3OBAHUSA
"PA3AHCKUM IT'OCYJAPCTBEHHBIN PAJJMOTEXHUYECKU YHUBEPCUTET UMEHHU
B.®. YTKUHA"

COI'JTACOBAHO YTBEPXIAIO

3aB. BEITyCKaroMIei Kadenps

OCHOBBI 1€JIONPOU3BOACTBA U JIOKYMEHTO000POTA

paboyas nporpaMma JUCHUIIAHBI (MOTYJIS)

3akperuieHa 3a kadenpoi I'ocypapcTBeHHOr0, MyHUIIMNIAJBLHOTO M KOPIOPATUBHOIO YIIPABJIEHUS
VueOHbIi m1an 38.03.04_24 00.plx
38.03.04 'ocynapcTBEHHOE 1 MyHUIMIIAIBHOE YIIPABICHHUE
Kpamndukanms O0axanaBp
®opma 00yueHns OYHas
OOmas TpyaoeMKOCTh 4 3ET

Pacnpeueneﬂne YacoB JUCHUILIMHBI 110 CEMeCTPpam

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

Kypee>) Hroro

Henens 16

Bupn 3ansTwit vII PII Vi1 PI

Jlexmmn 16 16 16 16
TIpakTuyeckue 16 16 16 16
Muas xonTakTHAA 0,35 10,35 0,35 0,35
pabota
Koncyneruposanue 2 2 2 2
nepes SK3aMeHOM U
MIPAKTHUKOM
Hroro ays. 34,35 (34,35 |34,35 |34,35
KonTaktHas pabora 34,35 (34,35 |34,35 |34,35
Cawm. pabora 74 74 74 74
Yacel Ha KOHTPOJIb 35,65 [35,65 |35,65 |35,65
Uroro 144 144 144 144

r. Psa3ann



ITporpammy coctaBui(n):

cm. npen., Mepxynoe IOpuii Apkadvesuu

Paboyas mporpaMma AUCIUIUTHHBL

OcCHOBBI /1e7101IPOU3BOJCTBA H JOKYMEHT0000pOTA

paspaborana B coorBercTBu ¢ ®I'OC BO:

®I'OC BO - 6akanaBpuart 1o HanpasieHuto moarotosku 38.03.04 TocynapcTBeHHOE ¥ MYHHUIMIIANBEHOE yIIpaBieHUe (MIPUKa3
Muno6pHayxu Poccun ot 13.08.2020 r. Ne 1016)

COCTaBJI€HAa Ha OCHOBAaHUM y4eOHOTO IIaHa:
38.03.04 T'ocymapcTBeHHOE M MyHHUIIATIATHHOE YIIPABICHUE
YTBEP)KICHHOTO YIEHBIM COBETOM By3a OT 26.01.2024 mpotokom Ne 8.

Pa6ouas mporpamma o1o0peHa Ha 3aceaHuu Kadeapbl

FocynapCTBel-moro, MYHUHIMIIAJBHOI'0 1 KOPIMMOPATHBHOI0 YIIPABJICHHUA

[Iporokom ot 03.06.2024 . Ne 5
Cpox zeiictBus nporpammsl: 2024-2028 yu.r.
3aB. kadenpoii [lepduibes Cepreii BanepbeBnu



Buzuposanue PILJI nis1 ucnoiHeHusi B ouepetHoM yueOHOM rogy

Pabouas mporpamma nepecMoTpeHa, 00CyKaeHa 1 0100peHa JIs
ucnoyiHeHus B 2025-2026 yueOHOM rojy Ha 3acegaHuu Kadeapsl
TocynapcTBEeHHOr0, MyHHIMNAIBHOTO U KOPINOPATHUBHOIO YIIPABJIEHUS

IIpotokomor 20251. Ne

3aB. kadenpoit

BusupoBanue PII/I niis ncnoJiHeHHsI B 04epeiHOM Y4eOHOM roay

Pabouas mporpamma nepecMoTpeHa, 00CyKIeHa 1 0100peHa Jis
ucrnonaHeHus B 2026-2027 yue6GHOM Toay Ha 3aceIaHuH Kadheapsl
TocynapcTBEHHOT0, MyHHIIHIIAJIBLHOTO H KOPIIOPATHBHOTO YIPABJICHUS

IIporokom ot 2026 r. Ne

3aB. kadenpoi

BusupoBanue PII/I 115t ucnoJiHeHUsI B 04epeTHOM Y4eOHOM roay
Pabouas nporpamma nepecMoTpeHa, 00CykaeHa 1 0100peHa s
ucnoyiHeHus B 2027-2028 yueOHOM roay Ha 3acegaHuu Kadeapsl

Focy)lapCTBeHHoro, MYHUIHUIIAJIBHOTO U KOPIIOPATUBHOI'0 YIIPABJICHUA

IIpoTokomor 2027 1. Ne

3aB. kadenpoi

BusupoBanue PII/] nist ucnoJiHeHusi B 04epeiHOM y4eOHOM roay

Pabouas nmporpamma nepecMoTpeHa, 00CyKaeHa 1 0100peHa Jyis
ucronHenus B 2028-2029 yue6HOM TOAy Ha 3aceIaHny Kaheapsl

Focy}]apcnael-n-loro, MYHUIHUNIAJIBHOTO U KOPIIOPATUBHOI'0 YIIPABJICHUA

IIpotokonmor 2028 r. Ne

3aB. kadenpoi




1. LIEJIM OCBOEHMWS AUCLUILINHBI (MOIYJIST)

1.1|Ilenbto ocBoeHUs quCHMILIMHBI «OCHOBBI IEIONPON3BOJCTBA U JOKYMEHTO000pOTa» SABISETCS CHOPMUPOBATH Y
CTYJCHTOB KOMIIETEHLIMH B 00JIACTH JOKYMEHTAIIHOHHOTO 00ECTIEYeHUS YIIPaBICHHUSL.

1.2(JIns1 pemieHus MOCTaBIEHHBIX LeNel ONpeIeNIeHBI CIIeTyIOINe 3aIaqH:

1.3|1. TOJIy4CHHUE CUCTEMBI 3HaHHUM O TCOPETHYCCKUX OCHOBAX ACIOMPOU3BOJACTBA U HOKyMeHTOOGOpOTa;

1.4]2. o3HaKOMIIEHHE C HOPMATUBHO-TIPABOBBIMH aKTaMH, PETYIUPYIOIIUMH Npolecc GopMUPOBaHUS TOKYMEHTOO00POTa B
TOCY/IapCTBEHHBIX U YaCTHBIX opranu3anusx Pd;

1.5(3. uzydyeHnue OCHOBHBIX MPUHIUIIOB U IPABHJI CO3IAHUS, YUeTa, IBIKCHUS, XpAaHEHHUS U apXUBUPOBAHHS JTOKYMEHTOB,
JeictByromux B PO;

1.6|4. paccMoTpeHHe HEOOXOUMBIX PEKBH3UTOB JJOKYMEHTOB, IPHHATHIX Kak B PO, Tak U B MEXTyHAPOIHOH IIPAKTHKE.

2. MECTO JUCHHUTIIUHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Lukx (paszexn) OIL: [B1.0

2.1|TpedoBaHus K NpeIBapUTEIbLHOI MOATOTOBKE 00y4aIOIIEroCs:

2.1.1|1HpopManiiOHHO-KOMMYHHKALIMOHHBIE TEXHOJIOTHH B IPO(eCcCHOHANIBHOH cdepe

2.2| AucuuminHbl (MOIYJIM) U PAKTUKH, JUISI KOTOPBIX 0CBOECHHE JTAHHOM JUCIUIJIMHBI (MOAYJI51) HEOOXOUMO KAK
npeauIecTByIonee:

2.2.1|Web-mporpammupoBanue

2.2.2|D5exTpOHHOE MPABUTEIHCTBO

2.2.3|TocynapcTBeHHBIE U MyHULIMIATIbHBIE YCIYTH

2.2.4|DnexTpOHHBINA JOKYMEHTOOOOPOT

2.2.5|TToaroToBKa K MpOLEAYpPE 3aIIUTHI U 3alMTa BBITYCKHON KBaIH(DUKAIIHOHHOM paboThI

2.2.6|TIpenauIuioMHas mpakTHKa

2.2.7|{TIpoeKTHO-TEXHOJIOTHYECKAs TPAKTHKA

2.2.8|IIpon3BoacTBEHHAs IPAKTUKA

3. KOMIIETEHLIIY OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCLATITAHBI
(MOJYJIs)

OIIK-5: CnocoGeH HCcno1b30BaTh B NPO(ecCHOHAIBHOI AesiTe IbHOCTH HHGPOPMALIMOHHO-KOMMYHHUKAIIMOHHbIE TeXHOJIOTUH,
rocyJapcTBeHHbIe H MYHHIIUNIAIbHbIe HHPOPMAIMOHHBIE CHCTEMbI; MPHMEHSITh TEXHOJIOTHH 31eKTPOHHOT0 MPABUTEIbCTBA U
NpeJ0CTABIeHHS TOCYIAPCTBEHHBIX (MyHHMIMNAIbHBIX) YCJIYT

OIIK-5.4. Benet 1e10npon3BoaACTBO U YJI€KTPOHHBII TOKYMEHT0000pPOT

3HaTh

[IpaBuna u cTanmapTH BEACHUS JEIOTPON3BOICTBA U IIEKTPOHHOTO JTOKYMEHTOO000pOTa
YMmeTh

BecTH [1eonpon3BOICTBO U JKIEKTPOHHBIH JOKYMEHTO000pOT

Baagersb

HapbikaMu BelleHHS JETOMPOM3BOCTBA U SJICKTPOHHOTO JOKYMEHTO000pOTa

B pe3yabTaTe 0cBOCHHM AMCHUIIIMHBI (MOAYJIS) 00y4aIOIIHUIiCs 10TKEeH

3.1|3nare:

3.1.1|ITpaBwia 1 cCTaHAAPTHI BEACHHS ACIONPOU3BOICTBA H JICKTPOHHOTO TOKYMEHTO000pOTa

3.2|Ymerh:

3.2.1|Bectu nenonpon3BOACTBO H KICKTPOHHBIN JOKyMEHTOOOOPOT

3.3|Baagern:

3.3.1|HaBbikamu BEACHUSA ACTIONPONU3BOJACTBA U JICKTPOHHOTO ,HOKyMeHTOO60pOTa

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

Kon HaumenoBanmue pa3nesioB u tem /Buj 3anatusi/ | Cemectp /| HacoB | Komneren- | Jlutepatypa ®opma
3aHATHS Kvnc LM KOHTDOJSI

Paznen 1. OcHoBHbIE TPeGOBaHUS K
odopmiIeHNI0 yIPaBJIeHYeCKHX
(OpraHu3alMoOHHO-PACHOPSAINTENBHbBIX)
JOKYMEHTOB

11 OcHoBHBbI€e TpeOOBaHUs K 0)OPMICHHIO 2 0
yIpaBIeHYECKUX (OpPraHU3alHOHHO-
pacnopsauTeNbHbIX) JOKYMEHTOB /Tema/




1.2

OcHoBHbIE TPeOOBaHUs K 0(OPMICHUIO
yIIpaBIeHYECKUX (OpPraHU3allnOHHO-
PACIIOPSIUTENBHEIX) TOKyMEHTOB. OCHOBHBIC
TOJIOXKEHNUS 0 JOKyMEHTHPOBAHHUIO
YIIPaBJICHUCCKON EATENEHOCTH. Y HU(HUKALUS I
CTaHIAPTH3AINS YIPaBICHIECKUX JOKYMEHTOB.
Buisl TOKYMEHTOB M HX KiIacCHU(UKAIys.
OcHoBHbIE TpeOOBaHUS K OQOPMIICHUIO 1
Pa3MEILEHUI0 PEKBU3UTOB JIOKYMEHTOB.
TpeboBaHns K JOKyMEHTaM, H3TOTABIHBACMBIM C
HOMOIIBIO NIEYaTHEIX YCTPOHUCTB. e00BaHUS K
OmaHKaM

/J1ex/

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

JI1.1 J11.2J12.1
01023354

Jlexmus

13

ITpoBeneHue onpoca. BrIMOIHEHNE THCHMEHHBIX
3amanuid. /TIp/

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

J1.1
JI1.2J12.1J13.1
01323324

VYeTHBIH onpoc.
Brinmonnenue
MUCBbMEHHBIX

3aJaHUH.

1.4

N3y4yenne koHCIIEKTa JEKIUN
IToaroroBka K MPaKTHUECKUM 3aHSATHUSIM.
Hanucanue kypcoBoi paboThI.
IToaroroBka k sK3aMeHy

/Cp/

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

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

CaMoCTOSTENbH
o€ U3yueHHe
MaTepuanoB

Pa3nen 2. Oco0eHHOCTH 1€10BOM MepenucKu

2.1

OcobenHocTH nenoBoit nepenucku /Tema/

2.2

OcobenHocTy enoBoi nepenucku. [emosoe
MUCHMO B YCJIOBUSIX YHU(UKAIIMN

IpaBuna oopmieHuUs 1eI0BOTO MICEMa
Buasr nucem

MexnyHapoaHbie TichMa

/JTex/

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

JI1.1 J11.2J12.1
01323354

Jlexuus

2.3

IIpoBenente onpoca. BeimonHeHne MTHCEMEHHBIX
3amanuii. /TIp/

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

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

VYerHbIl onpoc.
Bremonaenne
MMHUCbMEHHBIX

3aJaHUH.

2.4

N3y4yenne koHCTIEKTa JIEKIUH
IToaroToBka K MpaKTHYECKUM 3aHATHSM.
Hanucanue KkypcoBoi paboThIL.
IToxroroBka K 3K3aMeHy

/Cp/

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

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

CamocCToSTeIbH
0€ U3yUYCHHUE
MaTepHaJoB

Paznen 3. [IpaBujia 1OKyMeHTHPOBAHHS
OPraHNu3alMOHHO-PACTIOPSAAUTEIbHOM
AesiTeJIbHOCTH

3.1

IIpaBuia JOKyMEHTHPOBaHHS OPraHU3ALMOHHO-
pacropsauTeNnbHO# nesrenbHocTH /Tema/

3.2

IIpaBuna JOKyMEHTHPOBAHUS OpraHNU3AIMOHHO-
pacIopsIIUTENBHON JEATEIBHOCTH.
Opranu3alioHHas JOKyMEHTalus. Y cTaB.
ITonoxenne. UncTpykuus. PacniopsaurensHas
nokymenranus. Knaccudukanus
pacropsiIuTENbHBIX T0OKyMeHTOB. O01I1e npaBuia
0 OpMIICHHUS PaCTIOPSAAUTENLHON TOKYMEHTAIHH.
IIpouenypa u3nanus pacnopsgUTEIbHBIX

JOKYMEHTOB B YCJIOBUAX KOJUIETHAJIBHOT'O IIPUHATU

pemenus. [locranoBnenue u pemenue. [Ipouenypa
H3daHUs PaCiOPAAUTCIIBHBIX JOKYMEHTOB B
YCIIOBHSAX €AUHOIMYHOTO NPHUHATHUS PELICHNUS.
VkazaHue u pacrnopspKeHHe

IIpuxkas. /Jlex/

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

JI1.1 J11.2J12.1
010323354

Jlexusa

3.3

IIpoBenenue onpoca. BeimonHeHnEe MUCEMEHHBIX
3amanuid. /TIp/

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

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

VYeTHbIi onpoc.
Brimonnenue
MHUCBbMEHHBIX

3aJIaHuH.




3.4 N3y4yenne koHCIIEKTa TEKIUI OIIK-5.4-3 JI1.1 CaMOoCTOSTENbH
IToaroToBKa K NPaKTUYECKUM 3aHATHSM. OIIK-5.4-V | JI1.2J12.1J13.1 | oe u3yueHne
Hanucanme kypcoBoii paboThI. OIIK-5.4-B | D1 32 33 54 MaTepHajoB
Iloaroroska k 9K3aMeHy
/Cp/

Paznen 4. lokyMeHTUPOBaHMeE 1eSI TEJIbHOCTH
KOJUIETHAJbHBIX OPTraHOB

4.1 JIOKYMEHTHpPOBaHHUE JESITEIBHOCTH
KOJUIeTHaJIbHbIX opraHoB /Tema/

4.2 JIOKyMEHTHpPOBAaHUE JEATENBHOCTH OIIK-5.4-3 |JI1.1 J11.2J12.1 Jlexums
KOJUIETHAJIbHBIX OPTaHOB. OIIK-5.4-Y | D132 33 54
OpraHu3alOHHO-TEXHUUECKUE MEPOIIPUATHS 110 OIIK-5.4-B
MOATOTOBKE U MPOBEJCHUIO COBEIAHMUI.

CTpyKTypa A0KJIaJa U OTYeTa Ha 3aCeAaHusX,
coemanusax. CTpyKTypa U Lelb

CrpykTypa u obpaseu. [IpaBuna HanrcaHus
CITy’KeOHBIX TOKYMEHTOB. TpeOoBaHus K
COCTaBJICHUIO ¥ O()OPMIIEHUIO IPOTOKOJIOB.
/JTex/

4.3 IIpoBenenue onpoca. BeinoiHeHNe MHCbMEHHBIX OIIK-5.4-3 JI1.1 VYerHslii onpoc.
3amanuii. /TIp/ OIIK-5.4-VY | JI1.2J712.1J13.1 | Bsinonnenue

OIIK-54-B | 51323354 | nNUCbMEHHBIX
3alaHU.

4.4 N3yuenne koHCIIEKTa JEKIMI OIIK-5.4-3 JI1.1 CaMoCTOsITeNIbH
TToAroTOBKAa K MPAKTHYECKUM 3aHATHSIM. OIIK-5.4-V | J11.2J12.1J13.1 | oe u3ydeHHe
Hanucanue kypcoBoi paboThI. OIIK-5.4-B | 013233 D4 MaTepuaIoB
IToaroroBka k sK3aMeHy
/Cp/

Pa3nen 5. lokymeHTHpPOBaHHE HH(pOPMAIMOHHO
-CIPaBOYHBIX MATEPUAJIOB

51 JlokymMmeHTHpOBaHUE
MH()OPMAIOHHO-CIIPABOYHBIX MaTepuanoB /Tema/

5.2 JloxkymeHTHpOBaHNE OIIK-5.4-3 [JI1.1 J11.2J12.1 Jlexuus
HH(POPMAIIOHHO-CITPABOYHBIX MaTEPHAJIOB. OIIK-5.4-V | D1 32323 B34
JoknanHas 3anucka. CiyxeOHast 3amicka. OIlK-5.4-B
OO0mwsacauTenbHast 3amucka. AkT. CripaBka.

Tenerpamma.

53 IIpoBenenue onpoca. BeinoiHeHne MUCbMEHHBIX OIIK-5.4-3 JI1.1 VYerHblii onpoc.

3amanuii. /TIp/ OIIK-5.4-VY | JI1.2J712.1J13.1 | Bsinonnenue
OIIK-54-B | 51323354 | nNUCbMEHHBIX
3aJaHUH.

5.4 N3y4yenne koHCTIEKTa JIEKIUH OIlK-5.4-3 JIT.1 CaMocTosiTenbH
IToaroroBka K MpakTUYIECKUM 3aHATHSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 o€ M3y4eHne
Hanucanne kypcoBoit paboThL. OIIK-5.4-B | 313233 D4 MaTepuajIoB
TloaroroBka K SK3aMeHY
/Cp/

Pazgen 6. JlokyMeHTBI 110 yCTAHOBJICHUIO
TPYAOBBIX OTHOLIEHMIT M yUeTy KaJpoB
6.1 JIOKyMEHTBI 110 YCTaHOBJICHHIO TPYIOBBIX

OTHOIICHUH U y4eTy KajapoB /Tema/




6.2

JIOKYMEHTBI 10 YCTaHOBJICHUIO TPYAOBBIX
OTHOILICHHUH U yueTy kaapoB. OdopmiieHne
JOKYMEHTAIlUU Ha pueM pabOTHHKA.
OdopmireHne JOKyMEHTAIH HAa COBMEILIEHUE U
COBMECTHUTEINILCTBO paboTHUKA. OdopmieHHe
JOKyMEHTAlUH Ha MIepeBOJI M IIEpEMeEILeHUE
paboTHuKa

OdopmieHne TOKyMEHTAIMU HA YBOJIbHEHHUE
paboTHuKa

OdopmireHre TOKyMEHTAIMU Ha OTITYCK
paboTHuKa

OdopmireHne JOKyMEHTaluy Ha KOMaHIUPOBaHNE
paboTHuKa

IIpaBuna oopmiteHus ¥ paboOThI C TPYIOBBIMH
KHIDKKaAMU

[MpaBuna GopMUpPOBaHUS TUYHOTO Je1a
paboTHuKa

[MpaBuna ohopMIIEHUS THIHON KaPTOUKH
paboTtHuka

/J1ex/

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

JI1.1 J11.2J12.1
01023354

Jlexmus

6.3

[IpoBenenne onpoca. BeimomHeHre MUCEMEHHBIX
3ananuid. /TIp/

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

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

VYerHbIi ompoc.
Brmonnenue
MMMCHbMEHHBIX

3aJlaHUM.

6.4

W3ydenne KOHCTIEKTa JEKIUi
IToAroToBKa K MPAKTUIECKUM 3aHSATHSIM.
Hanwucanue KypcoBoii paboThlI.
IMoAroToBKa K 9K3aMeHY

/Cp/

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

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

CaMocCTOSTENbH
o€ U3y4YeHue
MaTepHaJoB

Pazgen 7. JlokanbHble HOPMATHBHBIE AKThI

7.1

JlokanpHble HOpMaTUBHBIE aKkThl /Tema/

7.2

JlokanbHble HOpMaTUBHBIE aKThI. JIoKalbHBIE
HOpMAaTHBHBIE aKTHI, IpexycMoTpenHsie TK PO.
JlokanbHbIe HOPMAaTUBHBIE AKThI, HE
npenycmotpennasie TK PO

/JTex/

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

JI1.1 JI1.2J12.1
010323354

Jlexius

7.3

IpoBenenwe onpoca. BeImoHeHNE THCEMEHHBIX
3ananuid. /TIp/

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

J1.1
JI1.2J12.1J13.1
010323354

YcrHbli onpoc.
Brimonnenue
MTUCHMEHHBIX

3a/laHuil.

7.4

M3yueHne KOHCTIEKTA JIEKIUN
[ToaroTroBka K MPaKTHYECKNUM 3aHATHUSIM.
Hammucanme kypcoBoit paGoThI.
[NonroroBka k 2k3aMeHy

/Cp/

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

J1.1
JI1.2J12.1J13.1
010323354

CaMocCTosTENbH
0€ U3y4YeHHE
MaTepHaJioB

Pazgen 8. Opranusanus padoTsi ¢
AOKYMEHTAMH, CHCTeMATHU3alUsl JOKYMEHTOB U
(dhopMupoBaHUe HOMEHKIATYPHI /1€

8.1

Opranuzaius paboThl ¢ TOKYMEHTaMH,
cUcTeMaTH3alHs TOKYMEHTOB U (pOpMHpOBaHUE
HOMEHKJATypsl nen /Tema/

8.2

Opranuzaius paboThl ¢ JOKyMEHTaMH,
cUCTEMaTH3alusl JOKYMEHTOB U ()OpMUpOBaHHE
HOMEHKJIATyphI Aei1. O0mue npasuia
OpraHu3alyy paboThl C JOKYMEHTaMH.
Opranuzanusi paboThl ¢ UCXOISIIUMH
nokymeHTamu. OpraHusanus padoThl C
BXOSIIUMH TOKyMeHTaMu. OpraHu3anus padoThl
C BHYTPEHHUMH JIokKyMeHTaMu. KoHTpoIIb
WCTIONIHEHHS TOKYMEHTOB

/Jlex/

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

JI1.1 JI1.2J12.1
010323354

Jlexius




8.3 IIpoBenenue onpoca. BeinoiHeHHEe MHCEMEHHBIX 2 OIIK-5.4-3 J1.1 YcrHBIi ompoc.
3amanuid. /TIp/ OIIK-5.4-Y [ JI1.2J12.1J13.1 | Beinonxenue
OIIK-5.4-B | D152 33 54 MHCbMEHHBIX
3aJaHu.
8.4 N3ydeHne KOHCIIEKTa JIEKIUi 8 OIIK-5.4-3 J1.1 CamocTosiTenbH
IToaroToBka K NPaKTUYECKUM 3aHATHSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe u3y4eHue
Hanucanue kypcoBoii paboThI. OIIK-5.4-B | D152 33 54 MaTepHajoB
IloaroroBka k 9K3aMeHy
/Cp/
Paznen 9. [lopsizok NOArOTOBKYU U Mepegavu
el HAa XpaHeHHe B apXHB
9.1 ITopsiioK MOATOTOBKU U MEpeAayn el Ha 0
XpaHeHue B apxuB /Tema/
9.2 [opsiiok MOATOTOBKY U MEpeaayu el Ha 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 Jlexnust
XpaHEeHUE B apXUB. BUIbI apXUBOB, UX 3a/1a41 U OIIK-5.4-V | 5132 33 54
¢ysakunu. ITopsaok MOArOTOBKY U Iepeiadu Jell B OIIK-5.4-B
apxuB. Y CIOBUSI XpaHEHUs JOKYMEHTOB. Brinaua
JIOKYMEHTOB U3 apXUBOXpaHWIuia. McnonHenue
3alpOCOB TPaX/1aH U opranu3anuii /Jlex/
9.3 IIpoBenenue onpoca. BeinosHeHNe MHCbMEHHBIX 2 OIIK-5.4-3 J1.1 VYerHslii onpoc.
3amanuii. /TIp/ OIIK-5.4-VY | J11.2J12.1J13.1 | Brimonuenue
OIIK-5.4-B | D152 33 54 MUCbMEHHBIX
3alaHUM.
9.4 N3y4yenne koHCIIEKTa JIEKIUN 7 OIIK-5.4-3 JI1.1 CaMocTosiTenbH
IoaroroBka K MpaKTHYECKUAM 3aHSITHSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 | oe u3y4eHue
Hanucanue kypcoBoii paboThI. OIIK-5.4-B | D152 33 54 MaTepHajoB
ITonroroBka K 3K3aMeHy
/Cp/
Paznen 10. D1eKTPOHHBIH JOKYMEHT0000POT
10.1 DNeKTpOHHBII ToKyMeHTo000poT /Tema/ 0
10.2 DNEeKTPOHHBIN IOKYMEHTO000pOT. Buabl 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 Jlexuus
3JIEKTPOHHBIX PECYPCOB B YacTH GOPMUPOBAHHUS OIIK-5.4-V | ©1 3233 54
JIOKYMEHT0000pOTa B Opra-HU3alluu. OIIK-5.4-B
Ocobennoctu npumenenus 1C B yactu
(hopMHpOBaHUS PETIIAMEHTUPOBAHHOTO
YIIPaBJIEHYECKOTO ydeTa
/JTex/
10.3 IIpoBenenue onpoca. BrimomHeHNEe MHCEMEHHBIX 2 OIIK-5.4-3 JI1.1 VYcTHBIH ompoc.
3ananuid. /TIp/ OIIK-5.4-Y [ JI1.2J12.1J13.1 | Beimonxenue
OIIK-5.4-B | 312233 54 TIACEMEHHBIX
3a/1aHui.
10.4 N3ydenne koHCTIEKTa IEKIUH 7 OIIK-5.4-3 JI1.1 CaMocCTOSTEIbH
IToaroroBka Kk MpakTHUECKUM 3aHATHUSIM. OIIK-5.4-Y | JI1.2J12.1J13.1 o€ U3y4eHne
Harmcanme kypcoBoit paGoThI. OIIK-5.4-B | 31252323 54 MaTepHasoB
IloaroroBka k sK3aMeHy
/Cp/
Pa3nea 11. IlpoMe:kyTouHas aTTecTALMUSA
11.1 TIpomexxyrouHnas aTrectauus /Tema/ 0
11.2 Koucyneranus nepen sx3amenom /Kue/ 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 OTBeTHI HA
OIIK-5.4-Y | 13233354 | BO3HHUKIINE Y
OIIK-5.4-B CTICHTOB TIepe]
9K3aMEHOM
BOITPOCEHI
11.3 ToaroroBka K SK3amMeHy /DK3aMeH/ 35,65 | OIIK-5.4-3 [JI1.1J11.2J12.1 Wzyuenue
OIIK-5.4-Y | 51323354 | nexuuoHHOTO
OIIK-5.4-B MaTepHaia
11.4 Ok3ameH /MKP/ 0,35 [IpoBenenue
9K3aMeHa

5. OHEHOYHBIE MATEPHWAJIbBI 1O JUCHHUIIJIMHE (MOY JIIO)




®DoHJT OLICHOYHBIX CPEACTB IPUBEAEH B IPUIIOKEHUH K pabodei mporpaMme TUCHUIUIMHEI (CM. JOKYMEHT «OILeHOYHbIE MAaTepPHaIBI 110
nucuuruinHe « OCHOBBI JIENIONPOU3BOJICTBA U JIOKYMEHTOO00POTa»).

6. YHEBHO-METO/MYECKOE 1 HTH®OPMAIIMOHHOE OBECHHEYEHUE TUCHUIIJIMHBI (MOAY JIA)

6.1. PexoMeHayeMas JuTepaTypa

6.1.1. OcHOBHAs1 TUTepaTypa

Ne ABTODBI, COCTABHTEITH 3arnaBue WznarenbctBo, | KommuectBo/
rof Ha3BaHue ObC
JI1.1 |Cwmupnona E. I1. Jenonpoun3BoaCTBO Ui cekpeTapsi. Paspabotka, yuer u Caparos: Aii [Tu |978-5-4486-

XpaHeHHe Op Menua, 2019, |0465-2,

CITy’keOHOM TOKYMEHTAIMH : IPAKTHIECKOE mocobue 210 c. http://www.ipr
bookshop.ru/7
9622.html

JI1.2 |Pomanenko M. T. CHCTEeMBI 3JICKTPOHHOTO JOKYMEHT0000poTa : yueOHoe nocodue|CraBporois: 2227-8397,

(;1rabopaTOpHBIN TPAKTHKYM) Cesepo- http://www.ipr

Kaska3zckwuit bookshop.ru/9
(henepanbHbIii 2745.html
YHUBEPCHUTET,
2019, 109 c.
6.1.2. JlonoiHuTeIbHAS JUTEpPaTypa
Ne ABTOPBI, COCTaBUTENIN 3armaBue WsnarenscrBo, | KomamuectBo/
rof HazBaHue ObC
JI2.1 |Bpese B. A., bpeze O. |/lenonpon3BoacTBoO : yueOHOE mocodue Kemeporo: 978-5-89289-
3. Kemeposckwuii 853-9,
texuomorndeck  |http://www.ipr
Ui HHCTUTYT bookshop.ru/6
NHILEBON 1288.html
IIPOMBILIIEHHOC
™, 2014, 286 c.
6.1.3. MeTroaquueckne pa3paboTKu
Ne ABTOPBI, COCTaBUTETN 3arnaBue UsnarenscrBo, | Koamuecto/
roJ Ha3BaHue ObC
JI3.1 |Mepkynos HO.A. OCHOBBI JIEJIONPOU3BOJICTBA U JOKYMEHTO000pOTa: METO/I. yKa3.|Ps3ans: , 2022, |,

K TIPaKT. ¥ CAMOCT. 3aHATHAM : MeToqMIecKre yKa3aHus https://elib.rsre
u.ru/ebs/downl
0ad/3266

6.2. Ilepeuens pecypcoB HHGOPMAIHOHHO-TEJIEKOMMYHHKAIINOHHOM ceTH ""UHTepHeT"
21 CaliT ueHTpa KOMIIETEHIIMH 110 BOIPOCaM JIOKYMEHTAIIMOHHOTO 00ECTICYCHHUs YIIPABJICHUS U apXUBHOTO JieNia
32 |OO6pasusl 1 mabI0HEl JOKYMEHTOB
93 [3BCPIPTY
94 [3BC «IPRBooks» (bubnmoxommiexrarop)

6.3 Ilepeuens nporpaMmMHoro obecrnevyeHusi ¥ HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.1 IlepeyeHs JTULIEH3HOHHOTO U CBOOO/IHO PACIIPOCTPAHSIEMOI0 MPOrPaMMHOI0 o0ecreyeHns, B TOM YHCJIe 0Te4eCTBEHHOI 0

NMPON3BOJCTBA

HaunmenoBanue

Onucanmne

OmneparonHas cuctemMa Windows

KommMmepueckas nuien3us

Kaspersky Endpoint Security

KommMmepueckas nuien3us

LibreOffice Csob6omnoe 110
6.3.2 Ilepevyenb MHGPOPMALUOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 |Wudopmannonno-npasosoii mopran TAPAHT.PY http://www.garant.ru

6.3.2.2

Cucrema KoncynprautlLimtoc http://www.consultant.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCITUITJIMHBI (MOY JIST)




424 a yueOHO-aAMUHUCTPATUBHBIN KOPILyC . YueOHas ayAUTOpUs AJsl IPOBEACHUS y4eOHbIX 3aHATUH 28 ocasl0YHbIX MECT,
1 komnbploTepHas TexHuka (15I1K) ¢ Bo3MOXXHOCTBIO monkimtoueHus K cetn «MHTepHeT» M obecredeHHEeM JOCTyNna B
3NIEKTPOHHYI0 MH(OpMannoHHO-00pa3oBarenbHyto cpexy PIPTY, mynsrumenuitnoe obopynosanue (mpoextop Ben Q,
9KpaH), CIelHaIM3upoBaHHas MeOenb (CTynbs-28, cTonbl-14), 1ocka

426 yyeOHO-aAMUHUCTPATUBHBIN KOpIIyc. YueOHas ayAUTOPUS AJs IPOBEJCHUS YUeOHBIX 3aHATHI 60 MOCagouHbIX MECT,
2 ITIK ¢ BO3MOXKHOCTBIO TIOJKIIIOYCHUS K ceTH «HTepHeT» M obecrieueHueM J0CTyIa B 3JIEKTPOHHYIO MH()OPMAIMOHHO-
obpasoBatenbHyto cpeny PIPTY, Mynerumenuitnoe obopynoBanue (mpoektop Ben Q, skpaH), crenuann3upoBaHHAs
Mebenb (cTynbsa-60, cronsl-30), m1ocka

8. METOAUYECKHUE MATEPHAJIbBI IO JTUCIHHUIIJIMHE (MOZY JIIO)

Meroauueckoe odecrieueHre JUCHUIUIMHEI IPUBEICHO B IPUII0KEHHHU K paboueil mporpaMMe JUCIMIUTUHEL (CM. TOKYMEHT
«Metoauyeckue yka3aHus 1o qucuuiuinHe « OCHOBBI JIEJIONPOU3BOJICTBA U IOKYMEHTOO00POTa»).

Onepatop 300 000 "KomnaHus "TeHzop"

[JOKYMEHT MOAMUCAH 3NEKTPOHHOM NMOAMMUCHIO

NoANUCAHO ®reoy BO "PrPTY", PIPTY, MNepdunbes Ceprein Banepbesny, Mpocrtas noanuck
3ABEAYIOLLMM 3aBeaytowmin kaceapoii TMKY

KA®E/PbI

noanncAHO ®reoy BO "PrPTY", PIPTY, MNepdunbes Cepreit Banepbesny, Mpoctas noanuce
3ABEAYIOLLMM 3aBeaytowmin kaceapoii TMKY

BbIMYCKAOLLIEN

KAGE/PbI

noAarnncAHO ®reoy BO "PrPTY", PIPTY, Ep3binésa AHHa AnekcaHapOBHa, Mpocras noanuce
HAYAJTIbHVKOM YPOI HavanbHuk YPOI




