MMHUCTEPCTBO HAVKH U BBICIIIET'O OBPA30OBAHUS POCCUNICKOM ®EJIEPAIIAN

OEJEPAJTBHOE 'OCYJAPCTBEHHOE BIO/KETHOE OBPA30BATEJIbHOE
. YYPEXJIEHHUE BBICIHIEI'O OBPA3OBAHUA
"PASAHCKHUU I'OCYIJAPCTBEHHBIM PAIMOTEXHUYECKHUU YHUBEPCUTET UMEHH

B.®. YTKHUHA"
COI'NTACOBAHO YTBEPXIAIO
3aB. BEITyCKaroMIei Kadenps IIpopekTop o YP
A.B. Kopstako

OCHOBBI 1€JIONPOU3BOACTBA U JIOKYMEHTO000POTA

paboyas nporpaMma JUCIHUIIAHBI (MOTYJIS)

3akperuieHa 3a kadenpoi T'ocynapcrBeHHOe, MyHMIMIIAJIbHOE, KOPIIOPATUBHOE YIIPABJIeHHE
VueOHbIi m1an 38.03.04_22_00.plx

38.03.04 'ocynapcTBEHHOE 1 MyHUIIMIIAIBHOE YIIPABICHHUE
Kpamndukanms O0axanaBp
®opma 00yueHns OYHas

OO6mast Tpy10eMKOCTb 43ET



Pacnpez[e.rlemle YacoB JUCUMIIJIMHBI 11O ceMecTpam

Cemectp
(<Kypc>.<Cemectp Ha 2(1.2)
Kypce>) Hroro
Henenn 16
Bun 3ansTuii vII PIT v PII
Jlexmn 16 16 16 16
[TpakTudeckue 16 16 16 16

Huas koHTaKTHAs 0,65 0,65 |0,65 [0,65
pabota

KoncynerupoBanue |2 2 2 2
nepes dK3aMeHOM H

MPaKTUKOU

Hroro ayx. 34,65 [34,65 |34,65 |34,65
KonrakrHast pabora 34,65 [34,65 |34,65 [34,65
Cawm. pabora 62,3 [62,3 62,3 62,3

Yacel Ha KOHTPOJIb 35,35 35,35 [35,35 [35,35

ITucbmennas pabora |11,7 11,7 11,7 11,7
Ha Kypce

Hroro 144 144 144 144

r. Psa3aunn



ITporpammy cocTaBuI(1):

cm. npen., Mepxynoe IOpuii Apkadvesuu

Pabouas mporpaMma AUCIUIUTHHBL

OCHOBBI /1e7101IPOU3BOCTBA H J0KYMEHT0000pOTA

paspaborana B coorBercTBuU ¢ PI'OC BO:

®I'OC BO - GakanaBpuaT Mo HarpapiieHHIO moAroToBku 38.03.04 ['ocynapcTBeHHOE M MyHHIIMTIATIBHOE YIIpaBieHue (TpuKa3
Muno6pnayxu Poccun ot 13.08.2020 r. Ne 1016)

COCTaBJI€HAa Ha OCHOBAaHUY y4eOHOTO ILIaHa:
38.03.04 T'ocynapcTBeHHOE 1 MyHHUIIAIIATHHOE YIIPABICHUE
YTBEPKICHHOTO YIEHBIM coBeTOM By3a oT 28.01.2022 mpotokomn Ne 6.

PaGouas mporpamma oro6peHa Ha 3aceaHnnuu Kadeapsl

Focynapcrnel—moe, MYHUIMIIAJBbHOC, KOPNIOPATUBHOEC YIIPpaBJICHUE

IIporokoim ot 02.06.2022 . Ne 5
Cpoxk gelictBus nporpaMmsl: 2022-2026 yu.r.
3aB. kadenpoii [lepduibes Cepreii BanepbeBuu



BusupoBanue PII/] 15t ucno/iHeHUsI B 04epeiHOM y4eOHOM roay

Pabouas mporpamMma nepecMoTpeHa, 00CyKaeHa U 0100peHa s
ucronHenus B 2023-2024 yue6HOM TOAY Ha 3aceTaHny Kabeapsl
TocynapcTBeHHOE, MYHUIIUNIAJIbHOE, KOPIIOPATHBHOE YIPaBJIeHHE

IIporokom ot _ 2023 . Ne

3aB. kadenpoi

BusupoBanue PII/] it ucno/iHeHUsI B 04epeiHOM Y4eOHOM roay

Pabouas mporpamma nepecMoTpeHa, 00CyKIeHa 1 0100peHa s
ucnonaHeHus B 2024-2025 yue6HOM ToAy Ha 3aceIaHuH Kabeapsl
TocynapcTBeHHOE, MYHHIIUTIAILHOE, KOPIOPATHBHOE YIIPaBJIeHUE

IIpoTokomor _ 2024 r. Ne

3aB. Kadenpoi

Buzupoanue PIIJI x5 ucnoHeHusi B ouepeHoM y4eOHOM roay
Pabouas mporpamMma nepecMoTpeHa, 00CyxaeHa U 0100peHa Jyis
ucnonHeHus B 2025-2026 yueOHOM roay Ha 3aceJaHuu Kadeapbl

TI'ocynapcTBeHHOe, MyHMIIMTIAJIbHOE, KOPIOPATHBHOE yNIPaBJeHUe

IIpoTokomor 2025 . Ne

3aB. kadenpoi

Buznposanue PIIJI nis1 ncnoHeHus1 B ouepeTHOM y4eOHOM roxy

Pabouas nporpamma nepecMoTpeHa, 00CykaeHa 1 0100peHa Jis
ucronHenus B 2026-2027 yueGHOM TOAY Ha 3aceIaHny Kaheapsl

Focy}]apCTBeHHoe, MYHUIMIIAJIBbHOC, KOPNIOPATUBHOEC YIIPABJICHHEC

IIpotokomor 2026r. 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(eCCHOHAILHOH 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. KOMIIETEHL{Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOJYJIS)

OIIK-5: CnocoGeH HCcno1b30BaTh B NPO(eCcCHOHAIBHOI AesiTe IbHOCTH HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUH,
rocyJapcTBeHHbIe H MYHHIIUNIAIbHbIe HHPOPMAIMOHHBIE CHCTEMbI; TPHMEHSITh TeXHOJIOTHH 3JTeKTPOHHOT0 MPABHTEIbCTBA U
NpeJ0CTABIeHHS TOCYIAPCTBEHHBIX (MyHHMIMNAIbHBIX) YCJIYT

OIIK-5.4. Benet 1e10npon3BoACTBO U YJI€KTPOHHBII TOKYMEHT0000pPOT

3HaTh

[IpaBuna u cTanmapTHl BEACHUS JEIOTPON3BOICTBA U IIEKTPOHHOTO JOKYMEHTOO000pOTa
YMmeTh

BecTH [1emonpon3BOICTBO U JKIEKTPOHHBIH JOKYMEHTO000pOT

Baagern

HagbikaMu BelleHHS JETOMPOM3BOCTBA U SJICKTPOHHOTO JOKYMEHTO000pOTA

B pe3yabTaTe ocBOEHUS TUCHUILUTAHEI (MOAYJIs1) 00yUYalommiics 10JKeH

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 COJIEP’)KAHME JUCIUIIJIMHBI (MOLY.JIsT)

Kon HaumenoBanue pa3nesioB u tem /Buj 3anatusi/ | Cemectp /| HacoB | Komneten- | Jlutepatypa ®opma
3aHATHS Kvnc 1001 KOHTDOJSI

Pa3gen 1. OcHoBHBIEe TPeOOBaAHMSA K
odopmiIeHHI0 yIPABJIEHYECKHX
(OpraHu3alMoOHHO-PACHOPSAINTENbHbIX)
JAOKYMEHTOB

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




1.2

OcHoBHBIE TpeOOBaHUsI K 0()OPMICHHIO
yIpaBIeHYECKUX (OpPraHU3alHOHHO-
pacnopsaUTENbHBIX) JOKYMEHTOB. OCHOBHbIE
MOJIOXKEHHUS MO JOKyMEHTUPOBAHHUIO
YIIPaBJIEHUECKOH AeATeNbHOCTH. Y HU(UKALUS U
CTaHJAPTH3AIHSA YIIPaBICHIECKUX JOKYMEHTOB.
Bus! JOKYMEHTOB ¥ UX Kiaccupukanys. OCHOBHBIC
TpeOOBaHUS K OOPMIICHUIO U Pa3MEILICHUIO
PEKBU3UTOB JIOKyMeHTOB. TpeboBaHus K
JOKYMEHTaM, H3TOTaBINBAEMbIM C TIOMOIIBIO
HEYaTHBIX YCTPOUCTB. eOOBaHMS K OJIaHKaM
/JTex/

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

JI1.1J11.2J12.1
01023354

Jlexiust

1.3

IIpoBeneHue onpoca. BeIMoNIHEHHE THCHMEHHBIX
3ananuid. /TIp/

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

JI1.1J11.2J12.1
01023354

VYcTHBIN onpoc.
Brimonnenue
MMUCHbMEHHBIX

3aJIaHHMH.

14

W3ydyeHne koHCIEKTa JEKIUI

[ToaroroBka k mpakTuiaecknM 3aHsTusiM. Hanmucanme
KypCcOBOii pabOTHI.

[ToaroroBka k SK3aMeHy

/Cp/

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

JI1.1J11.2J12.1
0103023354

CaMoCTOSTENbH
o€ M3yueHne
MaTepuaIoB

Paznen 2. Oco0eHHOCTH 1€10BOIi MepenucKu

2.1

OcobenHocTH J1enoBoit nepenucku /Tema/

2.2

Oco0eHHOCTH JIeNTOBO# mepenucku. Jlenoroe
ITUCHMO B YCIIOBUSIX YHU(DUKAIIMH

IIpaBuna oopMiIeHUS JETOBOTO MUChMA
Bunaer nucem

MesxnyHapoIHbIe TUCHMA

/JIex/

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

JI1.1J11.2J12.1
301 32 33 54

Jlexuus

2.3

IIpoBezaeHue onpoca. BeIMONTHEHHE THCHMEHHBIX
3ananuid. /TIp/

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

JI1.1J11.2J12.1
010323354

VYeTHbIl onpoc.
BrmmonaeHne
MMUCbMEHHBIX

3aJaHNH.

24

W3ydeHne koHCIEKTa JEKIUt

[TonroroBka k nmpakTuueckuM 3aHsATusAM. Hanncanue
KypCOBOH pabOTHI.

[ToxnroroBka K 3K3aMeHy

/Cp/

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

JI1.1J11.2J12.1
010323354

CamocTosTeNIbH
0€ U3yUYCHHE
MaTepHajoB

Paznen 3. [IpaBuiia 10KyMeHTHPOBAHHS
OpPraHu3anMoOHHO-PACTIOPSAANTEIbHOM
JesATeTIbHOCTH

3.1

[IpaBuna 1OKyMEHTHPOBaHUs OPraHU3aLIOHHO-
pacnopsauTensHON nestensHocTh /Tema/

3.2

[IpaBuna 1OKyMEHTHPOBaHUs OPraHU3aL[IOHHO-
pacIopsAnTeNbHOM JesITeNbHOCTH.
OpraHu3anuoHHas JOKyMEHTalus. Y cTaB.
ITonoxenue. UncTpykuus. PacniopsaurensHas
noxymenranus. Knaccuduxarus
pacropsAnTeNbHbIX JOKyMeHTOB. O01ue npaBuia
odopmIIeHUS PACIOPAANTENBHON TOKYMEHTAIUH.
[Iponenypa n3ganus pacopsaUTENbHBIX
JOKYMEHTOB B YCJIOBHSIX KOJUIETHAJIBHOTO IPUHSATUSA
pemenus. [locraHoBienue u pemenue. [pouenypa
W3IaHUS PaCIOPSAUTEIbHBIX TOKYMEHTOB B
YCIIOBHSAX €JMHOJIUYHOTO IIPUHSATHUS PEILICHUS.
VYkazaHue U pacropsiKeHHe

[puxas. /Jlex/

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

JI1.1J11.2J12.1
010323354

Jlexius

3.3

IMpoBenenwe omnpoca. BeIoHEHNE THCEMEHHBIX
3ananuit. /TIp/

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

JI1.1J11.2J12.1
01023354

VYcTHBI o1poc.
Brimonnenue
MHCHMCHHBIX

3aJIaHNM.




3.4 W3y4yeHne KOHCIEKTa JEKIUI OIIK-5.4-3 |JI1.1 JI1.2J12.1| CaMocTOSTENbH
[ToaroToBka K MPakKTHYECKUM 3aHSITHSIM. OIIK-5.4-YV | 513523334 | oe u3y4yeHue
Hanucanue xypcoBoii paboThL OIIK-5.4-B MaTepHajoB
[ToaroroBka k SK3aMeHy
/Cp/

Pazgen 4. JlokyMeHTHpOBaHHe AesiTeJIbHOCTH
KOJIETHAJbHBIX OPraHoOB

4.1 JIOKyMEHTHPOBAaHHUE ASSITENFHOCTH KOJUIETHAIbHBIX
opranos /Tema/

4.2 JlokyMeHTHpOBaHUE AESITEIbHOCTH KOJUIETHAIBHBIX OIIK-5.4-3 |J1.1 JI11.2J12.1 Jlexmus
opranoB. OpraHu3aIMOHHO-TEXHUYECKUE OIIK-5.4-Y | 51 32 33 54
MEPONPHUATHA 10 MOATOTOBKE U NPOBEACHUIO OIIK-5.4-B
coBemanuii. CTpyKTypa JI0KJIaa U OT4eTa Ha
3aceJaHusX, coBelanusaX. CTpyKTypa u Lellb
CtpykTypa u obpaseil. [IpaBuiia HarmUcaHus
cilyxKeOHbIX JOKyMeHTOB. TpeOoBaHus K
COCTaBJICHHIO ¥ 0)OPMIICHHIO TPOTOKOJIOB.

/J1ex/

4.3 IIpoBenenue onpoca. BeinosHeHne MMCbMEHHBIX OIIK-5.4-3 |JI1.1 JI1.2J12.1| YcrHbIi ompoc.

3ananuid. /TIp/ OIlIK-5.4-Y | 515233 34 | BeimnonHeHue
OIIK-5.4-B MMCBMEHHBIX
3aJaHuH.

44 W3y4yeHne KOHCIEKTa JIeKIHHi OIIK-5.4-3 |JI1.1 JI1.2J12.1| CamocTosTENbH
IToaroToBKa K MPAKTHYECKUM 3aHSITHSM. OIIK-5.4-Y | 513523334 | oe u3y4eHue
Hanucanue kypcoBoii paboThL. OIIK-5.4-B MaTepHajoB
[ToaroroBka k SK3aMeHy
/Cp/

Paznen 5. lokymenTupoBanue nH¢popManuoHHO
-CIPABOYHBIX MATEPHAJIOB

5.1 JoxyMeHTHpOBaHNE HH()OPMAITMOHHO-CIIPABOYHBIX
Mmarepuainos /Tema/

5.2 JlokyMeHTHpOBaHUE HHPOPMAIIHOHHO-CIIPABOYHBIX OI1K-5.4-3 |JI1.1 JI1.2J12.1 Jlexuus
matepuanoB. Jloknannas 3ammcka. CiyxeOHast OIIK-5.4-V | 31 32 33 54
3anucka. OObscHUTENbHAS 3anucka. AKT. CrpaBka. OIIK-5.4-B
Tenerpamma.

/JTex/

5.3 IIpoBenenue onpoca. BeinosHeHne NMCbMEHHBIX OIIK-5.4-3 |JI1.1 JI1.2J12.1| YcrHbIi ompoc.

3ananuid. /TIp/ OIIK-5.4-Y | 515233 34 | BeinonHeHue
OIIK-5.4-B MACHEMEHHBIX
3aJaHNN.

54 W3ydeHne koHCIEKTa JEKIUit OI1K-5.4-3 [JI1.1 JI1.2J12.1| CamocrosiTenbH
[ToaroTroBka K MPaKTHYECKAM 3aHSATHUSIM. OIIK-5.4-V | 31223334 | oe u3ydeHue
Hanucanue kypcoBoii paboThL. OIIK-5.4-B MaTepHajoB
[MoaroroBka K 3K3aMeHY
/Cp/

Pa3gen 6. JIokyMeHTBI 10 yCTAHOBJICHHIO
TPYAOBBIX OTHOLIEHHI H YYeTy KaapoB
6.1 JIOKYMEHTBHI [0 YCTaHOBJICHHUIO TPYAOBBIX

OTHOILICHUH U yueTy KajpoB /Tema/




6.2

JIOKyMEHTBI 110 YCTaHOBJICHHIO TPYIOBBIX
OTHOLICHUH U y4eTy KaspoB. OdopmiieHre
JIOKyMEHTAIIMHU Ha MPpUeM paOOTHHKA.
OdopmiieHne TOKyMeHTalul Ha COBMEIICHHE U
COBMECTHUTENLCTBO paboTHUKA. OdopMieHHe
JOKyMEHTAIlUH Ha NePEeBOJ U IIepeMEIIeHUe
paboTHuKa

OdopmiieHne TOKyMeHTalu Ha YBOJIbHEHHE
paboTHuKa

OdopmiieHne TOKyMEHTaluH Ha OTITYCK
paboTHuKa

OdopmiieHne TOKyMEHTaluy Ha KOMaHIUPOBaHHE
paboTHuKa

IpaBuna oopmiieHus U pabOTHI C TPYJOBBIMU
KHIDKKaAMA

IpaBuna GpopMupoBaHus TUIHOTO Aeja pabOTHHUKA
IMpaBuia ohOpMIICHHS JIMYHOM KapTOUKH
paboTHUKA

/JTex/

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

JI1.1 J11.2J12.1
01023354

Jlexus

6.3

IIpoBenenue onpoca. BrimomHeHNe MHCEMEHHBIX
3ananuid. /TIp/

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

JI1.1 J11.2J12.1
301 32 33 54

VYerHbIi ompoc.
Brmonnenue
MMMCHbMEHHBIX

3aJIaHMM.

6.4

N3ydenne koHCTIEKTa TIEKIIUI
TToAroTOBKA K MPAKTHISCKUAM 3aHSITHSIM.
Hanwucanue kypcoBoii paboThI.
TTonroroBka K 3K3aMeHy

/Cp/

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

JI1.1 J11.2J12.1
301032 33 24

CaMOCTOSTEIbH
o€ U3y4YeHue
MaTepHaJlOB

Pazgen 7. JlokajibHbIe HOpMATHBHBIE AKTHI

7.1

JlokanbHble HOpMaTUBHBIE akThl /Tema/

7.2

JlokanbHble HOpMaTUBHBIE aKThI. JIOKambHBIE
HOpMaTHUBHBIE aKThI, IpexycMoTpeHHbie TK PO.
JlokanbHble HOPMAaTUBHBIE aKThI, HE
npexycmotpentsie TK PO

/JTex/

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

JI1.1 JI1.2J12.1
010323354

Jlexius

7.3

IpoBeneHue onpoca. BrImoaHeHHE THCHMEHHBIX
3ananuid. /TIp/

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

JI1.1 J11.2J12.1
01323354

YcrHbli onpoc.
Brimonnenue
MTUCHMEHHBIX

3a/1aHui.

7.4

N3ydyenne koHCIIEKTa TIEKINI
IloaroroBka K MpakTHUECKUM 3aHATHUSM.
Hanwucanue kypcoBoii paboThI.
IloaroroBka Kk 3K3aMeHy

/Cp/

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

JI1.1 J11.2J12.1
01323354

CaMOCTOSTEIbH
0€ U3y4YeHHE
MaTepHaJlOB

Pa3nen 8. Opranuszanus padoTsl ¢
AOKYMEHTAMM, CHCTeMaTH3alisl TOKYMEHTOB 1
(¢opMupoBanne HOMEHKJIATYPBI 1€

8.1

Opranu3zanys paboThl C TOKYMEHTaMH,
CHCTeMaTH3allHs TOKYMEHTOB U OpPMHUPOBaHUE
HOMEHKJIATypHI aen /Tema/

8.2

Opranu3zanys paboThl C TOKYMEHTaMH,
CHCTeMaTH3alKs TOKYMEHTOB U (hopMHpOBaHUE
HOMEHKJIaTyphl aen. O6uiue npasuna
OpraHu3anuu padboThl ¢ JOKYyMEHTaMHU.
Opranun3zanys paboThl ¢ HCXOASIIUMU
nokymentamu. Opranusanus padoTsl C
BXOAALIMMU JTOKyMeHTaMu. OpraHu3aius paboThl
C BHYTPEHHUMH JOKyMeHTamu. KoHTpob
WCIIOJHEHHUS JOKYMEHTOB

/JTex/

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

JI1.1 JI1.2J12.1
010323354

Jlexiusa




8.3 IIpoBenenue onpoca. BeinoiHeHHEe MHCEMEHHBIX 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 | Yeruslit onpoc.
3amanuid. /TIp/ OIIK-5.4-Y | 51323354 | Beinonxenue
OIIK-5.4-B MUCBMEHHBIX
3aJaHui.
8.4 N3ydeHne KOHCIIEKTa JIEKIUi 6 OIIK-5.4-3 |[JI1.1 JI1.2J12.1 | CamocTosATENbH
IToaroToBka K MPakKTUYECKUM 3aHSITHSM. OIIK-5.4-Y | 5132 33 54 o€ U3yUYCHHE
Hanucanue kypcoBoil paboThl. OIIK-5.4-B 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 Jlexnus
XpaHEeHUE B apXUB. BUIbI apXUBOB, UX 3a/1a41 U OIIK-5.4-Y | 5132 33 54
¢ysakupnu. ITopsiiok NOArOTOBKY U Iepeayuu Jei 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. BeinoiHeHNEe MHChMEHHBIX 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 | YerHslit onpoc.
3amanuii. /TIp/ OIIK-5.4-Y | D1 32223 >4 Brinonaenue
OIIK-5.4-B MUCBMEHHBIX
3aJJaHUM.
9.4 N3y4yenne koHCIIEKTa JIEKIUN 7 OIIK-5.4-3 [JI1.1 JI1.2J12.1 | CamocTosATeNbH
TToAroTOBKAa K MPAKTHYECKUM 3aHSATHSIM. OIIK-5.4-Y | 5132 33 54 0€ U3yUYCHHE
Hanucanue kypcoBoi paboThI. OIIK-5.4-B MaTepHajoB
ITonroroBka K 3K3aMeHy
/Cp/
Paznen 10. D1eKTPOHHBIH JOKYMEHT0000POT
10.1 DNeKTpOHHBII ToKyMeHToo0opoT /Tema/ 0
10.2 DNEeKTPOHHBII IOKYMEHTO000pOT. Bub 2 OIIK-5.4-3 |JI1.1 JI1.2J12.1 Jlexuns
3JIEKTPOHHBIX PECYPCOB B YaCTH (POPMUPOBAHHS OIIK-5.4-V | B1 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 JI1.2J12.1 | YcTHBIH ompoc.
3ananuid. /TIp/ OIIK-5.4-Y | 51323354 | BeimonHenue
OIIK-5.4-B TTMCHMEHHBIX
3aJaHu.
10.4 N3ydenne koHCTIEKTa IEKIUH 7,3 OIIK-5.4-3 | JI1.1 J11.2J712.1 | CamocTosTENBH
TToaroToBKa K MPaKTHYECKUM 3aHSATHSM. OIIK-5.4-Y | 51 2253 54 o€ U3y4YeHHe
Hanwucanue kypcoBoii paboThI. OIIK-5.4-B MaTepHuasoB
IToaroroBka Kk 3K3aMeHy
/Cp/
Pa3nea 11. IlpoMe:kyTouHas aTTecTALMUSA
111 TIpomexxyrouHnas aTrectauus /Tema/ 0
11.2 Hammcanue xypcooit padotsr /KITKP/ 11,7 | OIIK-5.4-3 J1.1 Hanmcanue
OIIK-5.4-Y | JI1.2J12.1J13.1 KypCOBOH
OIIK-5.4-B | D152 33 54 paboThI
11.3 3amura KypcoBoii pabotsr /MKP/ 0,3 OIIK-5.4-3 |JI1.1 JI1.2J12.1 3amura
OIIK-5.4-Y | 5132 33 54 KypCOBOH
OIIK-5.4-B paboTsI
11.4 Koncynperauus nepen sx3amenom /Kue/ 2 OIIK-5.4-3 [JI1.1 JI1.2J12.1 OTBeTH Ha
OIIK-5.4-Y | 21323354 | Bo3HHKIIHNE Y
OIIK-5.4-B CT/ICHTOB TIepe]

9K3aMEHOM
BOIIPOCHI




115 [TonroroBka K 3k3aMeny /JK3aMeH/ 2 35,35 | OIIK-5.4-3 |JI1.1 JI1.2J12.1 Uzyuenue
OIIK-5.4-Y | D122 323 D4 JIEKIIMOHHOTO
OIIK-5.4-B MaTepHaia
11.6 Ok3ameH /UKP/ 2 0,35 [IpoBenenue
JK3aMeHa

5. OEHOYHBIE MATEPHAJIbI IO JUCIUILIMHE (MOAY.JIIO)

@DoH/T OIICHOYHBIX CPECTB MPUBECH B IPUIIOKEHUH K paboyeil mporpaMme IUCIUIUIAHBI (CM. JOKyMeHT « OLleHOUHbIE MaTepHaJbl 110
nuctuiuinHe «OCHOBBI IETONIPOU3BOACTBA M JOKYMEHTOO00POTaY).

6. YHEBHO-METO/MYECKOE 1 HTHO®OPMAIIMOHHOE OBECIHHEYHEHUE TUCHUIIJIMHBI (MOAY JISA)

6.1. Pexomenayemas autepatypa

6.1.1. OcHOBHAs1 TUTepaTypa

Ne ABTODBI, COCTaBUTENHN 3arnaBue UsnarenscrBo, | Kommuecro/
roJ Ha3BaHue ObC
JI1.1 |Cwmupnona E. I1. JenonpousBoacTBo s cexperapsi. Paspabotka, yuer u Caparos: Aii [Iu |978-5-4486-
XpaHEeHUE Op Menna, 2019, |0465-2,
CITy>KeOHOM JJOKyMEHTAILUH : IPAKTHYECKOe Iocodne 210 c. http://www.ipr
bookshop.ru/7
9622.html
JI1.2 |Pomanenko M. T. CHCTEeMBI BIICKTPOHHOTO JTOKYMEHTO000pOTa : yueOHoe nocobue|CTaBpoIiob: 2227-8397,
(;1abopaTOpHBIN TPAKTHKYM) Cesepo- http://www.ipr
Kagkasckwuit bookshop.ru/9
benepanpubiii  [2745.html
YHUBEPCUTET,
2019, 109 c.
6.1.2. lonoJIHUTeIbHAS JIUTEPaTypa
Ne ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, | Kommuectso/
rox Hasanue DbC
JI2.1 |Bpese B. A., bpesze O. |/lenonpon3BoacTBo : yueOHOE mocodue Kemepogo: 978-5-89289-
3. KemepoBckuii 853-9,
TexHomornyeck |http://lwww.ipr
Uit HHCTUTYT bookshop.ru/6
MUILEBON 1288.html
MPOMBIIIIIEHHOC
™, 2014, 286 c.
6.1.3. MeTtonnueckue pa3pabdoTku
Ne ABTOPBI, COCTaBUTETN 3arnaBue UsnarenscrBo, | Komamuecro/
roj Ha3BaHue ObC
JI3.1 |Mepkynos O.A. OCHOBBI JIEONPOM3BOICTBA U JOKYMEHTO000pOTa: METOI. yKa3. |Ps3ans: PUL] https://elib.rsre
K Kypc. pabote : MeTonuueckne yKa3aHus PI'PTY, 2021, |u.ru/ebs/downl
0ad/2986
6.2. Ilepeuens pecypcoB HHGOPMAIHOHHO-TEJIEKOMMYHHKAIINOHHOM ceTH ""UHTepHeT"
D1 |Caiit eHTpa KOMIETEHIIUH 110 BOIIPOCaM TOKYMEHTAIIHOHHOTO 00eCIIeueHHs! YIIPABICHHS M apXUBHOTO Jeja
32 |OO6pasusl 1 mWabI0HEl JOKYMEHTOB
33 |3BC PTPTY
94 [3BC «IPRBooks» (bubnmoxommiexrarop)

6.3 Ilepeuens nporpaMmMHoro obecrnevyeHusi U HHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

6.3.1 IlepeyeHs JTULIEH3HOHHOTO U CBOOO/IHO PAaCIPOCTPAHIeMOr0 MPOrpaMMHOI0 odecredeHusl, B TOM YHcje 0Te4eCTBEHHOTo

MPOU3BOACTBA

HaumMeHoBaHue

Onucanue

OnepanuonHas cuctema Windows

KOMMep‘IeCKaﬂ JIMICH3 WA




Kaspersky Endpoint Security KomMmepueckast TUIeH3Us
LibreOffice Csob6onnoe I10
6.3.2 IlepeueHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 |[UudopmarmonHo-npasosoii mopran TAPAHT.PY http://www.garant.ru
6.3.2.2 |Cucrema KoncynprautlIlitoc http://www.consultant.ru

7. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JUCITUITJIMHBI (MOY JIS1)

424 a yueOHO-aAMUHUCTPATUBHBIN KOPIIyC . YueOHast ayIUTOPHs JUIsl IPOBECHUS YUeOHBIX 3aHATHH 28 II0CaJOUHBIX MECT,
1 kommnbtoTepHas TexHuka (15T1K) ¢ BO3MOXXHOCTBIO MOAKIOUEHHS K ceTh «MHTepHeT» M o0ecneueHueM IOCTyma B
3NIEKTPOHHYI0 MH(OPMALOHHO-00pasoBatenbHyo cpeny PIPTY, mynsrumenuitnoe o6opynoBanue (mpoexrop Ben Q,
JKpaH), CeluaIn3upoBaHHas Meoelb (CTynbs-28, cTonbl-14), nocka

426 yueOHO-aAMUHUCTPATUBHBIN KOpIIyc. YdeOHas ayIUTOpHs JUll IPOBeIeHUs yUeOHBIX 3aHATHH 60 0CcagouHbIX MECT,
2 ITIK ¢ BO3MOXXHOCTBIO MOJKIIOUCHHS K ceTh «VHTepHeT» M obecreueHreM J0CTyIa B 3JEKTPOHHYI HH(POPMAIMOHHO-

obpaszoBatenbHyto cpeny PIPTY, MynsTumenuitHoe obopynoBanue (mpoektop Ben Q, skpaH), crenuanu3upoBaHHAs
Mebenb (cTynbsi-60, croinsi-30), Tocka

8. METOAUYECKHUE MATEPHAJIbBI 1O JUCHHUIIJIMHE (MOAYJIIO)

Mertoauueckoe odecrieueHre JUCHUIUIAHEI TPUBEICHO B IPHIIOKEHHH K pabodell mporpaMMe TUCHUIUTAHEI (CM. TOKYMEHT
«Metoandeckue ykazaHus 1o qucuuruinae « OCHOBBI AEIONPOU3BOCTBA H JOKYMEHTO000pOTaY).

MoanucaHo 3aBeayowmm kadenpbl ®rs0y BO "PrPTY", PIPTY, MNMepdunbes Cepreit BanepbeBuy
Mpocras noanucb

NMoanucaHo 3aBeaywWMM Bbinyckatowen kacdeapbl ®rs0yY BO "PIrPTY", PIPTY, Mepdunbes Cepreii Banepbeny
Mpoctas noanucb

NMoanucaHo npopexkTopom no POMuM ®reoy BO "PIrPTY", PIPTY, Kopsuko Anekcelt Bauecnasosud, MpopekTop no yuebHol paboTte
MpocTas noanucb




