[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaumsa o Bnagenbue:
G)M%MBMkﬂﬂﬁaEW@Bet'“oe 60
[lomxHocTs: MpopekropsMAMKARGKHMA rocyn,
[Jlata nognucanus: 07.09.2024 16:33:46
YanPRKYTHTRIVBKOHAMNKNA 1 yNpaBiIeH
faa404d1aeb2a023b5f4a331ee5ddc540496512d

MNHOBPHAYKHN POCCUMN

n>xeTHoe obpasoBaTenbHOEe yuypeXXaeHue Bbicluero obpasoBaHus
APCTBEHHbIA TEXHOJIOrM4YeCKUN YHUBEepCcUTeT»

nA

Kagrengpa MapKeTnATa, CEPBWCa 1

ypu3ma

YTBEPXOAIO

MpopekTop no yyebHon paboTe
J1.1. 3apopoxxHas

« » 20 r.

PABOYASA NMPOrPAMMA

no gucunnnaunHe

Mo HanpaBJ/IEHWNIO NOAFOTOBKMU

rno npocuso NOArOTOBKK (Creymanmnsanmn)
KBanudumkaumsa (CteneHb) BbIMYCKHMKA
dopma oby4yeHuns

rof Havasa NoAroTOBKU

51.0.26 loKyMeHTaLuUOHHOe obecneyeHue >XXUJINLLLHO-
KOMMYHaNbHOM cdepbl

43.03.01 Cepsuc

CepBuC 1 ynpassieHNEe XUINLWHO-KOMMYHalbHbIM X038NCTBOM
6akanasp

O4Ha4, 3ao4Hasq,

2024

Mankon

1/31



Pabo4asn nporpamma coctaBfiieHa Ha ocHoBe ®I'OC BO n yyebHoro nnaHa MITY no HanpaBneHMIO
noarotoBku (cneumanbHocTn) 43.03.01 Cepsuc

CocTaBuTesnib pabouyer nporpamMMmsi:

JOUeHT Kagpenpbl MAapKeTUHra, MoanncaHo npocton 30 XaHaxok 3apeMa AboBHa

cepBuca 1 Typusma, A0L., KaHA. 14.08.2024
3KOH. HaykK
(BONKHOCTb, y4eHoe 3BaHue, CTeneHb) (noannce) (®.11.0.)

Pabouan nporpaMma yTBep>XAeHa Ha 3acenaHum Kadenpbl:
MapKeTuHra, cepeuca N Typusma

(Ha3BaHue Kadenpsl)

3aseaytownin kagenpomn:

30.08.2024 MoanncaHo npocton 3 Kymnunosa AHXeNnurka
30.08.2024 PycnaHoBHa
(moannce) (®.1.0.)
CornacoBsaHo:

Pykosoautens OMOTI

3aBeayloWmnii BbiMycKatoLwen

Kahenpon
Mo HamnpaB/IeHUIO NOArOTOBKN
(cneunanbHOCTK)
30.08.2024 MoanncaHo npocton 3 KymnunoBa AHXeNurKa
30.08.2024 PycnaHoBHa
(moannce) (®.1.0.)
CornacoBsaHo:
HB MI'TY
(Ha3BaHWe NoApa3aeneHns)
27.08.2024 MoanuncaHo npocton 30 N. b. bepbepbaH
27.08.2024
(noannce) (®.11.0.)
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1. Llenm n 3apaum yuyebHom aucumniamibl (Moayns)

Lenblo 0CBOEHUA [AUCUUMIUHBI ABJISETCA WU3YYeHMe CTyAeHTaMu TeopeTuHeckux wu
NPakTUYeCKUX OCHOB AOKYMEHTAUWOHHOro obecrneyvyeHus OeATeNbHOCTU npeanpuaTuin cdepsbl
XKKX. Kypc opueHTMpoBaH Ha OBJlajeHWe HaBblkaMW  oOpraHvsauum  paunoHasibHOro
JokymeHTOOb6OpOTa npeanpuatun  cepbl  XKKX, [OOKYMEHTUPOBAHWUSA  YrpaBsieHYECKON
hefATesIbHOCTU Ha OCHOBEe COBpPEeMeHHbIXx TpeboBaHWin, B TOM 4ucne C npuMeHeHuem
WH(OPMaLMOHHbIX TEXHOJIOTNIA.

Ona peanusauunmn rnocTaBiieHHOW uenn Heobxoammo pewnTb cnegywuine 3apadimn:
- BlageTb TexHosiormnen genonpon3ssoacTtBa Mno O6p660TKe BXoOALWNX, ncxogdawmx n BHYTpPeHHUX

OOKYMEHTOB npeanpuatun chepbl XKX;

- UIMeTb NpefcTaBiieHne o nNpaBunax paboTbl C LOKYMEHTaMUN U MHPOPMALMOHHBIMU TEXHOJIOT USIMU
[OKYMeHTaLNOHHOro obecneyeHns ynpaB/ieHYeCKON AeATeNbHOCTM NpeanpuaTunin cchepbl XKX;

- 3HaTb OCHOBHble TMOHATUA WU TEPMUHONOIMIO OOKYMEHTaUMOHHOro obecrne4vyeHus, a Takxe
OEeNCcTByLLEeN HOpMAaTMBHO-MeToaMYecKon Ba3bl 4eonNpon3BoACTBa;

MpeamMeToM AUCUMNANHBL «[lOKYyMeHTauMoHHoe obecneyeHne >XUANLLHO-KOMMYHabHON
chepbl» ABNAETCA AOKYMEHTALUMOHHOe obecneyeHue, HanpaB/ieHHOE Ha COBEPLUEHCTBOBaHME
yrpasJaeHNa NpeanpuaTuaMm n ydypexxgeHmnsamm cepbl XKKX.
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2. MecTto pucumnauHbl (Moaynsa) B cTpyktype Ol no HanpaBsieHuUio
noaAroToBkKM (cneuuasbHOCTHU)

AncunnamHa oTHOCUTCA K ANCUUNIMHAM 06si3aTesIbHOM YacTU 1 HanpaB/ieHa Ha U3yYeHune
[OKYMEHTaLNOHHOro obecneyeHnss TYPUCTCKUX NPeanpusTui.

OHa 6a3MpyeTcs Ha 3HAHMAX, NOJYYEHHbIX CTYAEHTaMN NpU U3yYeHU Takoh AUCUUMIMHBI
Kak «CepBUCHas OesATeNbHOCTb».

OncuvnamHa «JoKyMeHTauumoHHoe obecnevyeHue  >KUINLWHO-KOMMYHalbHOW  cdepbi»
ABNSAETCA npefwecTByOWen paa cnepyowmx OUCUUMANH: «TexXHOoNormm Aenosoro obueHuns»,
«CTaHOapTu3aumsa n ynpaBsieHmne Ka4ecTBoM ycnyr», «/IHHOBaLUnM B cepBuce» 1 Op.
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3. NepeyeHb NIaHUPYEMbDIX pe3ysbTaTOB 00y4YeHusa No aucuuniamHe

(MOAYyN0), COOTHECEHHbIX C NIAHUPYEMbIMU pe3ysibTaTaMU OCBOEHMA
obpasoBaTesibHOW NPOrpaMmMmbl.

Mpouecc n3y4yeHnsa gNCLUUMINHBI HanpaBiieH Ha opMUpOoOBaHue cnenyowen(nx) komnetTeHunn(in):

OlNK-6.1 OcyLLecTBASAET MOUCK U NPUMeEHAEeT Heobxoanmyto

HOPMaTUBHO-MNPaBOBYO JOKYMEHTaUWNIO ONda 0eATeNIbHOCTU B
n3bpaHHOM NpodeccnoHasbHoM chepe

CobntopaeT 3akoHoAaTeNbLCTBO Poccuiickoln defepaumm o
npenoctaBaeHUn ycnyr

ObecneynBaeT AOKYMEHTOOH60POT B COOTBETCTBUU C
HOPMATUBHbLIMK TpeboBaHUSMU

OlnK-6.2

OlK-6.3
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4. Obbem gucuunnuHel (Moayna) n Buabl yauedbHon padorbl. Obian
TPYAOEMKOCTb AUCLUNJINHDI

06bem ancumnavHbl 1 BUObl yiebHom paboThl Mo o4HOW opMe oby4eHus.

DopMmbl Buabl 3aHATUM WToro 3.e.
KOHTpoOnsa Yyacos
(konunuec
TBO)
3K Jlek Mp KPAT KoHTponb CP
Kypc 1 [Cem. 1 1 17 34 0.35 35.65 57 144 4
0O6beM AnCUUNANHBLI U BUObl y4ebHon paboThl Mo 3a04HON hopMe 0by4veHus.
DopMbl Buabl 3aHATUM Utoro 3.e.
KOHTponsa Yyacos
(konuuec
TBO)
K Jlek Mp KPAT KoHTponb CP
Kypc 1 [Cem. 1 1 6 6 0.35 8.65 123 144 4
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5. CTpyKTypa u coaep>XaHue y4eOHOW M BOCNUTATEJIbHON AEATEJIbHOCTU NMPU peasiu3auum AUCLUNJINHDbI

5.1. CTpyKTypa OAUCUUNANHBI A8 0O4HON hopMbl 0ByYeHUs.

CemMm Paspen pucumniavHbl Hepen Bupabl yuebHoOM paboThl, BKJlOYaA caMoOCToATesIbHYI0 paboTy u dopMbl TeKyLLero/npome
A ceme TPyAoeMKOCTb (B 4acax) )XYTOYHOM KOHTpPONA
cTpa JNlek Jla6 npe cPn KPAT |KoHTpoO CcP C3 ycrneBaeMoCTH TeKyLlero
nb (no Hepenam cemecTpa),
NPOMEe>XyTO4HOMN
aTTectauum (no
ceMecTpam)
1 2 3 4 5 6 7 8 9 10 11 12
1 CyYLHOCTb 1 OCHOBHbIE MOHATUA OOKYMEHTUPOBaHUSA 1-3 2 4 8 Bavu-onpocTecTnpoBaHue
1 Knaccugurkaums nOKyMeHTOB 1 oblwas CTpyKTypa 4-6 2 4 8 Bnvu-onpocTecTnposaHue
OOKYMeHTa Ha npeanpuatum chepbl XKKX
1 OpraHu3saumns paboTbl C LOKYyMeHTaMun Ha 7-8 2 4 8 Bavu-onpocTecTnpoBaHue
npeanpuatTum cepbl XKKX
1 MpaBuna opopMaeHnsa PeKBU3NTOB JOKYMEHTa 9-10 2 4 8 Bavu-onpocTecTnposaHue
1 [ocypnapcTBeHHas cucTtemMa LOKYMEHTALMOHHOIro 11-13 2 4 8 Bnny-onpocTecTnposaHue
obecneyeHus.
1 0OcobeHHOCTM paboThl C AOKYMEHTaMMU. 14-15 5 10 8 Bavu-onpocTecTnposaHue
1 KOHTPO/Ib MCNOJIHEHNS [OKYMEHTOB. 16-17 2 4 0,35 35,65 9 Bavu-onpocTecTnpoBaHue
UTOro: 17 34 0.35 35.65 57
5.2. CTpyKTypa OUCUNNINHbBI 415 3a04HoN hopMbl 0byveHuns.
Cem Paspen pucumnsivHbl Bupabl yuebHoM paboThbl, BK/AIOYaA CAaMOCTOATEJIbHYIO paboTy u
TPYAOeMKOCTb (B yacax)
Jlexk Jla6 ne cPn KPAT |[KoHTpoO cP C3
b
1 2 4 5 6 7 8 9 10 11
1 CyLLHOCTb U OCHOBHbIE MOHATUS AOKYMeHTUpoBaHusA. Knaccudurkaums [okyMeHToB 1 obLuas 1 2 30
CTPYKTYpa OOKYMEHTa Ha npeanpuatum cpepbl XKKX.
1 OpraHusauunsa paboTbl ¢ fOKyMeHTaMn Ha npeanpuaTum XKX. Mpasuna ochopMIeHNa peKBU3NTOB 1 2 30
OOKYMeHTa
1 FocypapcTBEHHasi CUCTEMa AOKYMEHTauMoHHOro obecneyeHmsi. 0CobeHHOCTN paboThl C JOKYMEHTaMMU. 1 2 30
1 KOHTpPOJIb NCNOJIHEHUA [OKYMEHTOB. 1 2 0,35 8,65 31
UTOro: 6 6 0.35 8.65 123
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5.4. Copep>xaHue pa3pesioB AUCLUNIUHbI (MOayna) «JJOKyMeHTauMoHHoe obecnevyeHue XXUIULHO-KOMMYHaNbHOU cchepbl»,
obpa3oBaTesnbHble TEXHOJIOTUMU

JIEKLIMOHHBIN KypC

CemMm HaumeHoBaHue TeMbl TpyaoeMKocTb (4achl) Copep>xaHue dopmMUpyeMble Pe3ynbTaTbl OCBOEHUSA OG6pasoBaTesibHble
AUCLUNJINHDI [0]::]e) 30 0390 KOMMNeTeHuuu (3HaTb, yMeTb, BJlafeThb) TeXHOJIOruu
1 2 3 4 5 6 7 8 9

1 CyLLHOCTb U OCHOBHbIE 0,5 OCHOBHbIE onpepeneHuns, OMNK-6.1; OMNK-6.2; OMNK-6.3; | 3HaTb: OCHOBHbIE , Nlekumns-6ecena, Jlekumn-
NOHATNSA NMOHATUS N TEPMUWHbI B onpegeneHuns, NOHATUA n BM3yanusauumn, Chang-
OOKYMEHTUPOBaHNSA obnactn TepMuHbl B 06nacTun nekums

OOKYMEHTMPOBaHUSA: OOKYMEHTMPOBaHUA. YMeTb:

[ocynapCcTBEHHbIN KOMUTET opraHmM3oBaTb CBOIO

P® no ctaHpgapTusaumm un camocToAaTeNbHY0 paboTy

meTponorun. denepanbHas Mo N3Y4YEeHUI0 OCHOBHOM ”

apxmBHas cnyxba Poccun. [OMONIHNTENbHOW

MoHaTue nuTepaTypsbl. BnageTs:

OOKYMEHTMPOBaHUA. HaBblkaMu ornpegeneHns

MoHATVe fOoKyMeHTa. ponn N PyHKLMIA

Cnocobsl OOKYMEHTaLMOHHOro

LOOKYMEHTUPOBaHUS.. obecrneyeHuns npeanpuaTuin
chepbl XKKX.

1 Knaccndgukaums 0,5 CopeprxaHne 6n1o0koB OlMK-6.1; OMNK-6.2; OMNK-6.3; | 3HaTb: coaep>xaHune 6510kKoB |, Jlekumns-becena, Jiekynm-
[OKYMeHTOB 1 obLias OOKyMeHTa. [pon3BosibHbIE OOKyMeHTa. YMeTb: Bu3yanmsauum, Cnang-
CTPYKTYpa AOKYMeHTa Ha N CTPYKTYpPUPOBaHHbIE opraHmM3oBaTb CBOIO nekums
npeanpuatTum cepbl XKKX OpPMbl JOKYMEHTOB. camMocToATeNbHYO paboTy

KnaccngukaumoHHble Nno N3Y4YEeHUI0 OCHOBHOM "
rpynnbl 4OKYMEHTOB. OOMNONHNTENbHON
BxofHble 1 BbIXOAHbIE nnTepaTypbl. BnageTs:
OOKYMEHTHI. HaBblKaMu
CTPYKTYpPUpOBaHMA
[OKYMEHTOB

1 OpraHusauus paboThbl € 0,5 Perncrtpaunsa nokymeHToB. |OIlK-6.1; OMK-6.2; OMNK-6.3; [ 3HaTb: BUAbI , Nlekumns-6ecena, Jlekumm-
OOKyMeHTaMun Ha STanbl permcrpaummn. HOMEHKNaTypbl. YMeTb: BM3yanusauumn, Chang-
npeanpuatTum cepbl XKKX MoHATHe n Knaccudukaumsa pernctpupoBaTb nekuus

KapToTek HomeHknaTypa OOKYMEHTbl OpraHu3oBaTb
aen. Buabl HOMeHKNaTypbl. HOMEHKNaTypy Aen.
Onncnm AOKYMEHTOB. BnageTb: HaBbIKaMun OMUCK
XpaHeHne JOKYMEHTOB. N XpaHEeHNs OOKYMEHTOB
1 Mpasuna ohopmneHus 0,5 Mpasuna opopmneHus scex | OMNK-6.1; OMNK-6.2; OMNK-6.3; | 3HaTb: NpasBuia , Nlekums-6ecena, Jlekymm-

PEKBU3NTOB OOKYMEHTa

pPeKBM3NTOB AOKYMEHTA.
FocynapcTBeHHbIN repb PO.
Fepb cybbekTa PO.
ToBapHbIN 3HaK.
CnpaBoYHble faHHble 06
opraHusauumn. Mecto
n3faHnsa OKyMeHTa.

ohopMIeHNSa BCex
PEKBU3NTOB LOKYMEHTA.
YMeTb: opraHu3oBaTb CBOKO
camMocToATeNbHYO paboTy
MO U3y4YEHNI0O OCHOBHOM 1
[OMONIHNTENbHOW
nunTepaTypbl. Bnagets:

BU3yanusauuu, Cnana-
nekuus
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Cem HauMmeHoBaHue TeMbl TpyaoeMKocTb (4achbl) Copep>xaHue dopmMupyeMblie Pe3ynbTaTbl OCBOEHMUA OOpa3oBaTesibHble
AUCLUNJINHDI (o121 0] 390 0390 KOMMNeTeHuuu (3HaTb, yMeTb, BJlafgeTh) TE@XHOJIOrMu
1 2 3 4 5 6 7 8 9
AnpecaT. Pesonouums. HaBblKaMn naeHTUhnKaunm
TekcT nokyMmeHTa. levaTsb. 3/1I€KTPOHHOWN KOMnMumn
NoeHTudunkaTop OOKyMeHTa.
3/IEKTPOHHOM KOMnn
OOKYMEHTaA.
[ocypapcTBeHHas cuctema 0,5 OcHoBHble TpeboBaHUA OlNK-6.1; OMNK-6.2; OlMNK-6.3; | 3HaTb: OCHOBHbIe , Nlekumnsa-6ecepna, Jlekymm-
OOKYMEHTaLNOHHOIo rocyfapCTBEHHOW CUCTEMbI TpeboBaHus BU3yanumsauun, Cnanga-
obecneyeHuns. OOKYMEHTaLNOHHOro rocyfapCTBEHHOW CUCTEMbI | nekuyms
obecneyeHns ynpasneHuns. OOKYMEHTaLUNOHHOro
O6wme TpeboBaHUA K obecnevyeHns ynpasneHuns.
OOKYMeHTaM u cny>xbam YMeTb: onpenensaTb 3agadv
OOKYMEHTaLUNOHHOro cnyx6bl
obecneyeHns ynpassieHuns. OOKYMEHTaLNOHHOIro
EnvHblie TpeboBaHMs Ko obecneyeHus. BnageTs:
BCEM CUCTEMaM HaBblKaMu onpeaesneHns
noKyMeHTaumun. OCHOBHbIE TpeboBaHUIN KO BCEM
3a4a4un cnyxbbl cucTeMam OOKyMeHTauuun
OOKYMEHTaUNOHHOro
obecneyeHus.
OcobeHHOCTM paboThl C 0,5 NHhopMaLoHHO- OlMK-6.1; OMNK-6.2; OMNK-6.3; | 3HaTb: NH(pOPMaLMOHHO- , Nlekumns-6ecena, Jlekumm-
OOKYMeHTaMu. MOVCKOBbIE CUCTEMbI U MOVCKOBbIE CUCTEMbI U Bu3yanmsaumm, Cnang-
TpeboBaHUsa K TpeboBaHUsa K nekuuns
nHgopmMaumn, nHgopmMaumn,
copepxallencs B copepxKallencs B
DOKyMeHTax. Isy4yeHne OOKyMeHTax. YMeTb:
L0OKYMEHTOB U KOHTPOJIb YHUPULMPOBaThL U
WHpopMaunun. YHnpnkaums, CcTaHpapTu3nposaTb
KayecTBO U 3CTETMKA OOKYMeHTbI. BnaneTs:
L0OKYMEHTOB. HaBblKaMu aHanM3a n
KOHTPOJ1 JOKYMEHTOB.
KOHTpPOJIb UCNONHEHNA 1 CpOKWN NCMOJSTHEHNSA OlNK-6.1; OMNK-6.2; OMNK-6.3; | 3HaTb: CPOKN NCNOJHEHUSA , Nlekuuns-becena, Jiekunu-
L0OKYMEHTOB. O0OKYMEHTOB. DKcnepTum3a OOKYMEHTOB U 3Tanbl caayu | Busyanusauumum, Cnana-
LLeHHOCTN OOKYMEHTOB. O0OKYMEHTOB B nekuuns
CocTaBneHune onncen gen. BEAOMCTBEHHbIN apXMB.
OdopmneHue gen. YMeTb: COCTaBAATb ONUCK
OeaTenbHOCTb 3KCMEPTHbIX nen. BnageTb: HaBblKaMun
koMuccui. NMoaroToBka npoBefAeHNsa 3KCNepTusbl
L0OKYMEHTOB K rnepefaye B LLEHHOCTN OOKYMEHTOB.
BE4OMCTBEHHbIN apXMB.
BepomcTsa,
obecneynBatome Ka4ecTBo
OOKYMEHTOB. DTanbl caayv
L0OKYMEHTOB B
BEAOMCTBEHHbIV apXu1B
NTOrIO: 17 6
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5.5. MpakTuyeckue 3aHATUA, UX HAMUMEHOBaHUe, coaep>XaHue n o6bLeM B Hacax

Y4eOHbIM MIaHOM He NpeaycMOTPEHO

CUMYNISILMOHHbBIE 3aHATUA, UX HAUMEHOBaHue, coaep>kaHue U o6beM B yacax

Y4eO6HbIM MJIaHOM He NpeaycMOTPEHO

5.6. JlabopaTopHbie 3aHATUA, UX HAUMEHOBaHMe U 06beM B Yacax

Cem Ne pazpena pMCUUNIIUHDbI HaumeHoBaHue nabopaTopHbix paboTt O61beM B Hacax
0o®0 390 0390

1 2 3 4 5 6

1 CyLWHOCTb 1 OCHOBHbIE MOHATUSA CyLHOCTb N OCHOBHbIE MOHATUA OOKYMEHTUPOBaHUSA 4 2
OOKYMEHTMPOBaHUA

1 Knaccmdumkaumnsa ooKkyMeHTOB 1 obias Knaccugurkaums 0okyMeHTOB 1 obLLas CTPYKTypa AOKYMeHTa Ha npeanpuatum cdepbl XKKX 4
CTPYKTYpa AOKYMeHTa Ha nNpeanpusaTun cihepsl
MKKX

1 OpraHusauns paboTbl C 4OKyMeHTaMu1 Ha OpraHusauns paboTbl C 4OKyMeHTaMuM Ha npeanpuaTum chepbl XKKX 4 2
npeanpuaTum cepbl XKKX

1 lMpaBuia ohopMIEHUS PEKBU3UTOB JOKYMeHTa |[TpaBuia ohopMIEHUs PEKBM3UTOB JOKYMEHTa 4

1 [ocypnapcTBeHHasa cuctema FocypnapcTBeHHas CUCTEMa AOKYMEHTaLWOHHOro obecneyeHms. 4 2
OOKyMeHTauMoHHoro obecneyeHus.

1 0OcobeHHOCTN paboTbl C JOKYMEHTAMN. 0OcobeHHOCTN paboTbl C LOKYMEHTaMN. 10

1 KOHTpPOJIb MCNOJIHEHUS LOKYMEHTOB. KOHTpPOJIb NCNOJIHEHNA [OKYMEHTOB. 4 2
NTOro:

5.7. NMpuMepHasa TeMaTUKa KYpPCOBbIX NpoeKToB (paboT)
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5.8. CamocToAaTenbHasa pabora ctyneHTOB

CopepxaHune n ob6beM camocToaTesibHON paboThbl CTYLEHTOB

CemMm Paspensbl  TeMbl paboyen nporpaMMmbl NepeuyeHb pOMaALLUHUX 3aAaHUNA U APYrUX BONPOCOB AJIA CAMOCTOATE/IbHOIO Cpoku O6bem B Hacax
CaMOCTOATEJIbHOIO U3y4eHus u3yvyeHus BbINOJ odO 30 030
HeHusA

1 2 3 4 5 6 7

1 CYLHOCTb U OCHOBHbIE NOHATUA CocTaBrieHue njaHa-KoHCcneKTa 1-3 8 30
OOKYMEHTMPOBaHUA

1 Knaccmdumkaumnsa ooKkymMeHToB 1 obias CocTaBrnieHne njaaHa-KoHCneKkTa 4-6 8
CTPYKTYpa AOKYMeHTa Ha nNpeanpusaTun cihepsl
MKKX

1 OpraHusauns paboTbl C 4OKyMeHTaMu1 Ha CocTaBrnieHne njaaHa-KoHCneKkTa 7-10 8 30
npeanpuaTum cepbl XKKX

1 [MpaBuia ohopMaEeHUs PEKBU3UTOB AOKYMeHTa | CocTaBiieHne rnsaHa-KoHCMneKTa 11-13 8

1 [ocypapcTBeHHas cuctema CocTaBrnieHne njaaHa-KoHCneKkTa 14-15 8 30
OOKyMeHTauMoHHoro obecneyeHus.

1 0OcobeHHOCTN paboTbl C JOKYMEHTAMN. CocTaBJsieHMe nJjaHa-KoOHCNeKTa 16 8

1 KOHTPOJIb MCNOJIHEHUS LOKYMEHTOB. CocTaBsieHne njaHa-KoHCMneKkTa 17 9 31
NTOro: 57 123

5.9. KaneHpapHbii rpaduk BocnuTaTesibHOW paboTbl N0 AUCUMNJIMHE

Y4yebHbIM MaaHOM He NpeayCcMOTPEHO
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6. NepeyeHb yyebHO-MeTOAUUYECKOro obecneyeHus ANA CAaMOCTOATEJIbHOM
paboTbl oOyyaloWwmMxca no aucuunivHe (Mmoaynio).

6.1. MeToaMyeckue ykazaHua (cobcTBeHHble pa3paboTku)

HasBaHue CcblsiKa
MeToaunyeckme ykasaHusa rno nsy4yeHuo ANCLUUMINHGI http://lib.mkgtu.ru:8002/libdata.php?id=2100058495&DO0OK=0
«JloKyMeHTaunoHHoe obecneyeHne TypUCTCKON C7602&BASE=0007AA

OeaTeNbHOCTW» @ A1 CTYAEHTOB BceX (hopM obyveHns
HamnpaBieHna NoaroToBkM 6bakanaspos 43.03.02 Typusm,
nporpamma 6akanaBpuaTta TeXHONOMMA N opraHn3aums
TyponepaTopCKUX N TypareHTCcKux ycnyr / MnHobpHaykm
Poccuu, ®re0y BO

6.2. JiuTtepaTtypa ona caMmocTosTesibHOM paboT

HasBaHue CcblniKa

BbikoBa, T.A. [lokyMeHTaUNOHHOe obecneyeHmne https://znanium.com/catalog/document?id=397388
yrnpaBieHunsa (4enonporMsBoACcTBO) : y4ebHoe nocobue / T.A.
BbikoBa, T.B. Ky3HeuoBa, J1.B. CaHkuMHa ; nog obuwl. pen. T.B.
Ky3HeuoBon. - 2-e n3a., nepepab. n gon. - Mocksa : UIH®PA-
M, 2022. - 304 c. - (Bbicwee obpa3oBaHue: bakanaspuarT). -
3bC 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=397388. - Pexxum
JocTtyna: no nognucke. - ISBN 978-5-16-004805-5. - ISBN
978-5-16-101961-0

CaBenbeBa, E.A. DKOHOMUKa 1 ynpasneHue https://znanium.com/catalog/document?id=394442
HeOBMXXMUMOCTbIO : y4yebHoe nocobue / E.A. CaBenbeBa. - 2- e
n3g.,nepepab. n gon. - Mockea : By3oBckuin y4ebHuk, 2022. -
447 c. - 3bC 3HaHuyM. - URL:
https://znanium.com/catalog/document?id=394442. - Pexxum
jocTtyna: no nognucke. - ISBN 978-5-9558-0621-1. - ISBN
978-5-16-108610-0. - ISBN 978-5-16-014024-7

Ky3Heuos, WN.H. [lokyMeHTaunoHHOe obecneyeHmne https://urait.ru/bcode/488697
ynpasaeHunsa. JokyMeHToo60poT 1 AeNonpon3BOACTBO :
y4ebHuK 1 npakTnkym ans sysos / N.H. Ky3Heuos. - 3-e n3g.,
nepepab. n gon. - Mocksa : KOpanT, 2022. - 461 c. - (Bbicliee
obpasoBaHue). - I6C KOpanT. - URL:
https://urait.ru/bcode/488697. - Pexxum gocTtyna: no
noanucke. - ISBN 978-5-534-04275-7

NaBpeHTbeBa, M.I'. lokyMeHTaunoHHoe obecrneyeHne https://znanium.com/catalog/document?id=378487
KagpoBOW AeATesIbHOCTU B chepe NHAYCTPUK
roctenpuuMcTBa. MNpakTukyMm : y4ebHoe nocobue / M.T.
NaBpeHTbeBa, A.B. Moxaes ; nog pea. H.I'. MoxxaeBoW. -
MockBa : UHOPA-M, 2022. - 99 c. - (Bbiciee obpa3oBaHme:
bakanaspwuarT). - 9bC 3HaHuym. - URL:
http://znanium.com/catalog/document?id=378487. - Pexxum
pocTtyna: no nognucke. - ISBN 978-5-16-011901-4. - ISBN
978-5-16-105748-3

Ky3Heuos, WN.H. lenonpon3BoacTeo : y4yebHoe nocobue / https://znanium.ru/catalog/document?id=431507
WN.H. Ky3HeuoB. - 9-e n3a., nepepab. - Mocksa : Jawkos n K,
2023 - 405 c. - 9bC 3HaHuyM. -

KopHees, U.K. YnpaBneHue gokymeHTamu : y4ebHuk / N.K. | https://znanium.com/catalog/document?id=356211
KopHees, A.B. MNweHko, B.A. Mawypues. - Mocksa : UHOPA-
M, 2020. - 300 c. - (Bbicwee obpa3zoBaHue: bakanaspuaT). -
3bC 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=356211. - Pexxum
focTtyna: no nognucke. - ISBN 978-5-16-003590-1

Konoyesa, B.B. [lokymeHTaunoHHoe obecnevyeHune https://znanium.com/catalog/document?id=397685
ynpaBneH4yeckon aeatenbHoCcTU. CepBUC 1 Typu3M : yyebHoe
nocobue / B.B. Kono4yesa. - HoBocnbupck : HoBocnbunpckui
rocyapCTBEHHbIN TeXHU4Yeckuin yHuesepcuteT, 2020. - 72 c. -
3BC 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=397685. - Pexxum
focTtyna: no nognucke. - ISBN 978-5-7782-4311-8

KupcaHoBa, M.B. Kypc nenonponssoacTsa: https://znanium.com/catalog/document?id=358180
OOKyMeHTaunoHHoe obecneyeHune yrnpaBsieHus : yyebHoe
nocobue / M.B. KupcaHosa, K0.M. AKCeHOB. - 6-e u3g., ncnp. n
non. - MockBa : MUH®PA-M, 2020. - 257 c. - (Bbicluee
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HasBaHue CcblsIKa

obpasoBaHue: bakanaepumaT). - 96C 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=358180. - Pexxum
pocTtyna: no nognucke. - ISBN 978-5-16-006789-6. - ISBN
978-5-16-104755-2

YyebHo-MeToAMYECKNE MaTepuasbl A1 CAMOCTOATENbHOM paboThl 06yYaloLNXCS U3 Ynucna
WHBAJINI0B W JINL, C OrPaHUYEHHBLIMUM BO3MOXHOCTAMN 300p0Bbs (OB3) NpenocTaBnaoTCcA B popMax,
aJlanTUPOBAHHbIX K OrPaHNYEHNSAM X 300P0BbSA U BOCNPUATUSA MHDOPMaLUUn:

ONs nuu C HapyLWeHUaAMM 3peHuns:

B NnevyaTHon hopMe yBESIMYEHHbLIM LPUKDTOM,
B (hopMe 31eKTPOHHOro AOKYMEHTa,

e B (hopme ayaunocpanna,

B ne4vaTHoun hopMe Ha sA3blke bpanns.

ONns nuuy C HapyweHuamMm cnyxa:

e B nevyaTHomn opme,
¢ B (bOpMEe INEKTPOHHOIr0 AOKYMEHTA.

s nvy, C HapyLWeHWSaMM ONMOPHO-ABUraTeNbLHOro annapaTa:
e B nevyaTHom opme,

e B (hopmMe 3/1IeKTPOHHOr0 AOKYMEHTa,
e B (hopme ayaunocphanna.
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7. ®OHA OUEHOYHbIX CPenAcTB AJNA NPOBeAEeHUs NPOMEe>XyTOYHOM
aTTectauumm obyyalwmuxca no gucuunauHe (moaynio)

7.1. NepevyeHb KOMMNETEHLUUN C YyKa3aHMeM 3TanoB ux (popMMpoBaHUsA B NpoL,ecce 0CBOEHMUS
obpasoBaTesibHOW NPOrpaMMmbl

Tanbl d)OpMMpOBaHMH KoMneTeHuuu HauMmeHoOBaHue yqe6|-|b|x
(HoMep ceMecTp CorsacHoro y4ebHomy nsaaHy) OUCLUUNJINH,

(e L:>To) 390 03%0 cdopmMupyoue
KoMneTeHUMU B npouecce
OCBOEHMA
obpasoBaTesibHOM
nporpamMmmbol

OMNK-6.1 OcyLiecTBASET NOUCK N NPUMEHSeT HeobX0AMMYI0 HOPMaTUBHO-MPABOBYI0 AOKYMEHTALUUIO ANA AEeATEe/IbHOCTA B
n3bpaHHOM NpodeccnoHasbHom chepe

1 LoKyMeHTaunoHHOoe
obecneyeHne XUmnLHo-
KOMMYHaNbHOW cepbl

2 2 O3HakoMUTeJIbHas NpakTuKa

8 910 MNpepavnaomMHas NpakTuka
ONK-6.2 CobntogaeT 3akoHoZaTeNbCTBO Poccunckon ®egepaummn o NnpefocTaBieHnmn yeayr

1 1 LoKyMeHTaunoHHOoe

obecneyeHune XXnnnuHo-
KOMMYHaJlbHOW cdhepbl

2 2 O3HakoMUTeJIbHas NpakTuKa

8 910 MNpepavniomMHas NpakTuka
ONK-6.3 Ob6ecne4ynBaeT JOKYMEHTO0H0POT B COOTBETCTBUM C HOPMATUBHbLIMK TpeboBaHUAMYK

1 1 LoKyMeHTaunoHHoe

obecneyeHune XXnanuHo-
KOMMYHaJlbHOW cdhepbl

2 2 O3HakoMUTeJIbHas NpakTuKa

8 910 MNpepavniomMmHas NpakTuka

7.2. OnucaHue nokKasartesnen u KputepueB oueHnBaHusA KOMMNEeTeHLU MM Ha Pa3JINYHbIX
3Tanax ux (.bOpMMpOBaHMﬂ, onucaHuve WKaJsibl OueHUuBaHusA

MnaHupyembie KpuTepum oueHUBaHUA pe3ynbTaToOB OOyuyeHus HauMmeHoBaHue
pe3synbTaTthl HeyAOoBJIETBOPUT | yaoBneTBOpuTen XopoLuo OTJ/INYHO OLEHO4YHOro
0CBOEHMSA esibHO bHO cpeacTBa

KOMMETEHLUHU
1 2 3 4 5 6

OlNK-6: CnocobeH NpuMeHATbL B NpodecCUoHa IbHON AeATeIbHOCTU HOpMaTUBHbIE MPaBOBbIE aKThbl B chepe cepBuca

OlNK-6.3 Obecne4ynBaeT 4OKYMEHTOOHO0OPOT B COOTBETCTBMU C HOPMAaTUBHbIMU TpeboBaHUAMN

3HaTb: Npasuia | ®PparMeHTapHble HenonHble 3HaHua | CchopmupoBaHHble, | ChopMupoBaHHbIe Hoknag,
DOKYMeHT0o060poT |3HaHuA HO cogep>kawme cucTeMaTuyeckme | KOHCMNEeKT, 3K3aMeH
a B npouecce oTheJsIbHble 3HaHUA
heATesIbHOCTU B npobenbl 3HaHUSA
cthepe cepsuca xu
JINULLHO-
KOMMYHaJIbHOIr 0
X03ACTBa
YMmeThb: YacTu4Hble yMeHUsA | HenosiHble yMeHUs | YMeHMs NosiHble, CchopMupoBaHHbIe
MPUMEHATb JonyckawTcs yMeHus
HOpMaTWBHbIE HebonbLne
TpeboBaHus nNpu owmnbKmn
OoCyLLeCcTBJIeHUN
DOKyMeHToobopoT
a B Chepe cepBuUca
XKUNLLHO-
KOMMYHabHOro
XO035NCTBa B
COOTBETCTBUM C

TpeboBaHnem

HOpPMaTUBOB

Bnapetb: YacTn4yHoe HecuctemaTtnyecko | B YcnewHoe un
HaBblKaMm BJlageHmne e npuMeHeHune cncTeMaTu4yeckoM |[cmcrtemaTumyeckoe
BeAeHus HaBblKaMu HaBbIKOB npYMeHeHnn npuMeHeHne
[okyMeHToo6opoT HaBbIKOB HaBblKOB

a B COOTBETCTBUN C JonyckatoTca

HOPMaTUBHbLIMU npobensb

TpeboBaHuAMM B
chepe cepBUca Xxu
JINLLHO-
KOMMYHaJIbHOro
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MnaHupyeMblie KpuTepuu oueHUBaHUA pe3ynbTaToB oby4yeHus HauMmeHoOBaHue
pe3ynbTaThbl HeyAoBJIETBOPUT | yaoBseTBOpUTen XopoLio OTJINMHO OL,eHO4YHOro
OCBOEHMUSA eJibHO bHO cpepcTBa

KOMMeTeHUuuu
1 2 3 4 5 6
X03AMCTBa

OMNK-6: CnocobeH NpuMeHATb B NpoeCcCUoHaIbHON AeATebHOCTU HOPMaTUBHbIE MPaBOBble aKThbl B chepe cepBuca

OMNK-6.1 OcywecTBaseT NONCK 1 NPUMeH

n3bpaHHOM NpodeccnoHasbHoOm chepe

feT HeobXoANMYI0 HOPMaTUBHO-MPABOBYIO [LOKYMEHTaLNO As

neAaTesibHOCTN B

3HaTb: HOPMaATUB
HO-NpPaBOBYO
OOKYMeHTauuio
ONSA 0eAaTesbHOCTY
B Chepe cepBuCa x
NINLWHO-

dparmMeHTapHble
3HaHUA

HenosiHble 3HaHuA

CcopMupoBaHHsble,
HO cofepxaluune
oTAesbHble
npobenbl 3HaHUA

CdhopmMupoBaHHble
cncTemaTmyeckme
3HaHuA

KOMMYHaJIbHOIr o

X035MCTBa

YMmeTb: YacTun4yHble ymeHus | HenonHole yMeHUs | YMeHUs noJiHble, CchopmMupoBaHHbIe
CaMoCTOATENIbHO hornyckatTcs yMeHus
OCyLLeCTBNATb HebonbLIne

nonck owmnbKkmn

HOPMaTUBHbIX

AKTOB U

OOKyMeHTauum B

chepe cepBuca xu

NN HO-

KOMMYHaJIbHOIr 0

X0358NCTBa ANns

peweHuns

MoCTaBJIEHHbIX

3ajad

Bnapetb: YacTn4Hoe HecuctemaTtnyecko | B YcnewHoe n
HaBblkamMu BJlafleHne e nNpuMeHeHne cnMcTeMaTUHeckoM | cucTemMaTmyeckoe
CaMOCTOATENIbHOIrO | HaBblkamMu HaBbIKOB MPUMEHEHNN npuMeHeHune
rnoncka HaBbIKOB HaBbIKOB
HOPMaTUBHbIX nonyckatoTcs

aKTOB U npobenebl

OOKYyMeHTauum B
cthepe cepBuca XK1
JNILLIHO-
KOMMYHaJIbHOIr 0
X035aMCcTBa Ans
pelweHus
MoOCTaBJIEHHbIX
3adad

Hoknag,
KOHCMEKT, 3K3aMeH

OMNK-6: CnocobeH NnpuMeHATb B NpoeCcCUoHa IbHON AeATebHOCTU HOPMaTUBHbIE MPaBOBble aKThbl B chepe cepBuca

OlK-6.2 CobntogaeT 3aKOHOOATENLCTBO

Poccunnckon ®egepauunm o NnpegocTaBiaeHnn ycayr

3HaThb: ®parmMmeHTapHble HenonHble 3HaHUs | CchopmMupoBaHHble, | ChopMMpoBaHHbIE
3aKOHO4aTesNbCTBO | 3HaHUA HO copepxxalune cucTemMaTmyeckume
Poccunckonm oTAesbHble 3HaHWA
depepauymn o npobenbl 3HaHUA
npenocTaBneHUn
ycnyr
YMeTb: B YacTun4yHble ymeHus | HenonHole yMeHUs | YMeHUs noJiHble, CchopmMupoBaHHbIe
npouecce hornyckatTcs yMeHus
OoCyLLeCTBJIeHUA HebonbLIne
neAaTenNbHOCTN B ownbkmn
chepe cepBucCa Xu
NN HO-
KOMMYHaJIbHOIr 0
X03AMCTBa
pPYyKOBOACTBOBATbLC
A 3aKoHOAaTeNbCT
BOM P®
Bnapetb: YacTn4Hoe HecuctemaTtnyecko | B YcnewHoe un
HaBblkamMu BlafleHne e npuMeHeHne cnmcTteMaTUHeckoM | cucTemMaTmyeckoe
OoCyLLeCTB/IEHUA HaBblkamMu HaBbIKOB MPUMEHEHNN npuMeHeHune
neAaTenNbHOCTN B HaBbIKOB HaBbIKOB
chepe cepBuca Xu nonyckatoTcs
JINLLHO- npobensl

KOMMYHaJIbHOIr O
X03AMCTBa,

PYKOBOACTBYSCb 3a
KOHOOATeNbCTBOM
P® o

HNoknang,
KOHCMEKT, 3K3aMeH
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MnaHupyembie KpuTepum oueHUBaHUA pe3ynbTaToOB OOyuyeHus HaumeHoBaHue
pe3synbTaTthl HEeyAOBJIETBOPUT | yaoBneTBOpUTEn XopoLuo OTJ/INYHO OL,EeHOYHOro
0CBOEHMS esibHO bHO cpeacTBa

KOMMETEHL MU
1 2 3 4 5 6
npenocTaBfieHNn
ycnyr

7.3. TunoBble KOHTPOJibHbIE 3aAadHUA U UHbI€ MaTepuabl, HeOGXOAMMbIe AJNA OULeHKHU
3HaHUW, YMEHUNA, HaBbIKOB U (UN1K) onbiTa AEATEeNIbLHOCTU, XapaKTepUu3yloLWwux Tanbl
cdopMUpoBaHMA KOMNETEeHLU ! B Npouecce ocBoeHusa obpasoBaTesibHOW NPOrpaMMmbl

Tembl pedepaToB:

1. 3akoHOoZaTeNnbHOE U HOPMaTWUBHOE peryampoBaHMe OOKyMeHTauMoHHoro obecnedveHus
JeATesIbHOCTU npenpuatnnm cepbl XKKX.

2. bnaHky OOKYMEeHTOB B MNpakKTUKe OOKYMEHTUPOBAHNA OesaTeNlbHOCTU B chepe XKKX
3. JOKyMeHTNpoBaHME OpraHnU3aUNOHHON AeSATEeNbHOCTHU.

4. IOKyMeHTMpOBaHME pacrnopagnTenNbHON AeaTeNbHOCTH

5. loKyMeHTUpoBaHME NHPOPMaLMOHHON OeATesIbHOCTH.

6. JoKyMeHTnpoBaHne 0eATeNbHOCTUN KoJermnasbHblIX OpraHoB.

7. OpraHmnsauns cny>xbbl genonpounssoactea (40Y).

8. OpraHusaumsa nokymeHToobopoTa B chepe XKKX.

9. Cnocobbl 1 cpeacTBa AOKYMEHTUPOBAHMS.

10.MaTepunanbHbie HOCUTeNN OOKYMEHTMPOBaHHOMN MHGopMaLnn: bymara,
hoTorpadmyeckme HoCUTeNN, MaTepmraibHble HOCUTEIN MeXaHUYeCKON 3BYKO3anucu.

11.MaTepuanbHble HocuTenu D,OKyMeHTI/IpOBaHHOIZ MH(opMaLUUN: MarHUTHble HOCUTENn
MH(opMauuKn, Nx Buabl, ONTUYECKNE N MarHUTOOMTUYECKUE ANCKN.

12.MaTepuanbHble HOCUTENN OOKYMEHTUPOBAHHON MH(OPMaLMK: HOCUTeNn Ha 6ase aLw-
namsTu.

13.Popmynsap cny>xebHoro JOKyMeHTa U ero s3slIeMeHTbl, TpeboBaHNA K ohopMIEHUIO.

14 . ®yHKUMOHaIbHbIe 0COBEHHOCTN TEKCTOB [OKYMEHTOB WCMOJ/Ib3yeMbIX B LEATESIbHOCTHU
npegnpuatTnnm cpepbl XKX.

15.Knaccupunkauma LOKYMEHTOB.

16.[lokyMeHTasbHble (hOHAObI NPeanpPUATUIA Typu3Ma: COCTaB, NOPALOK (DOPMUPOBAHUS.
17.0praHmnsauns paboTbl C KaApOBOW AOKYMEHTaLMEN.

18.0OpraHunsauns paboTbl C 3/IEKTPOHHBLIMU OOKYMEHTaMW.

19.®0opMupoBaHME OOKYMEHTOB B Aena.

20.06paboTKa OOKYMEHTOB.

21.9kcnepTmr3a LEHHOCTUN JOKYMEHTOB.
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22.0praHmsauyna xpaHeHNs JOKYMEHTOB.

23.Co3agaHne nHPOPMaLNOHHO-MONCKOBLIX cnctem B A0Y npeanpuatuin chepsl XKKX.
24.0OpraHum3saumns Ncrosib30BaHNSA OOKYMEHTOB.

25.MoHATKe opnaANYeCKOn CUbl AOKYMEHTOB.

26.CTpyKTypa, npumeHeHue, TpeboBaHUA K OGOPMIEHMIO yCTaBa MNpeanpusTuin cdepbl
MKKX.

27.CTpyKTypa, NnpuMeHeHune, TpeboBaHNa K 0pOPMIIEHNIO MOJIOXKEHUS.

28.CTpyKTypa, NnpnMeHeHne, TpeboBaHNsA K 0hOpMIIEHNIO UHCTPYKLNN.

29.CTpyKTypa, NnpuMeHeHne, TpeboBaHNsA K 0popMIEHNIO AOXKHOCTHBIX NHCTPYKLIWA.

30.CTpykTypa, npumeHeHue, TpeboBaHMA K  odOpMAEHUIO  pacnopsaguTesibHOn
OOKyMeHTauuun.

TecTOBbIE 3apaHMA

1. lokymeHTaUmnoHHoe obecrnevyeHue yripasaeHus (OY) oxBaTbliBaeT BOMNPOCHI:

1) OOKYMEHTUPOBaHUS, OpraHu3aunm paboTbl C AOKYMEHTAMU U CUCTEMATU3ALNIO apXUBHOMO
XpaHeHNs JOKYMEHTOB;

2) BOKYMeHTOBeLeHUS;

3) nokymMeHToobopoTa 1 apXUBHOIO XpaHeHus;

4) cncteMaTmulaumn LOKYMEHTOB;

5) BOKyMeHTupoBaHus.

2. HopMaTuBHbIVI [OKYMEHT, yCTaHaB/IMBaOLWWG eAunHble TpeboBaHUs K LOKYMEHTUPOBaHUIO
ynpaB/IeHYECKOW NeATE/IbHOCTU 1 opraHu3auun paboTbl C JOKYMeHTaMu:

1) YHucdnumpoBaHHas cnctema gokymeHtaumm (YCL);

2) I'OCT;

3) NHCTpyKLMS NO 0enonporM3BoACTBY;

4) rcpoy;

5) DoMKHOCTHaAA NHCTPYKLUMS.

3. Yem pernamMeHTUPYeETCA AEATEbHOCTb paboTHUKoOB cayxbbl JOY
1) TOCTowm;
2) OOMKHOCTHOWM MHCTPYKUMEN;

3) Nnpuka3oM gupeKkTopa;
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4) pexxumom paboTbl NpegnpuaTus;

5) Hu4em.

4. NlHgpopMmaums 0 cobbiTuAX N ABAEHUAX OOBLEKTUBHOW AENCTBUTEbHOCTU U MbICJNTEbHOM
HAeAaTesIbHOCTH Yesl0BeEKaA, 3a(hKCMpPoOBaHHas Ha MaTepnasibHOM HOCUTESIe C PEKBU3NTaMU~- 3TO :

1) LOKYMEHT;

2) hopmynsap;

3) 6naHK OOKYMEHTa;

4) cncteMa OOKyMeHTauuu;

5) komnbloTeEp.

5. Kakue ¢pyHKLUNM OOKYMEHTa SABJIAIOTCA crieyngpuydecKkumm:
1) KynbTypHas, counanbHas, MHGOpPMaLNOHHas;

2) ynpaBneH4yeckas, MHopMaunoHHas, NpaBoBas;

3) ynpaBneH4yeckas, npaBoBas, UCTopmyeckas,

4) KyNbTypHas, NCToOpnYecKas, counanbHas,

5) HeT cneuundpuryecknx PyHKUNRA.

6. [JesTesbHOCTb Mo CO34aHNI0 JOKYMEHTOB Ha3bIBAETCH:

1) nenonpon3BoACTBO;

2) noKyMeHTo0b0poT;

3) AOKYMEHTUNPOBAHMNE;

4) cucteMa ooOKyMeHTauuu;

5) LOKYMEHTOMOTOK.

7. YcTaHoBeHne eanHoobpas3ns coctaBa v (popM yrpaBieHYECKNX JOKYMEHTOB, (hUKCUPYIOLLNX
OCYyLLECTBJIEHNE OAHOTUIMHBIX YPaBIEHYECKUX DYHKLIMA 1N 3aaa4, Ha3blBaeTCs:

1) ctaHgapTusauunen;

2) yHudukaumnen;

3) AoKyMeHTauunen;

4) knaccundunkauymen;

5) TMnunsauunen.

8. Kakne Buabl 6/1aHKOB PEKOMEHAYIOTCS Ha NMPEANpUaTAnN?
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1) TONbKO ANS KOHKPETHOro Bnaa OKYMEHTOB;

2) Ans BHYTPEHHUX AOKYMeHTOoB (00Lwunin);

3) ANS BHEWHUX LOKYMEHTOB (Nnucem);

4) 6naHk cnyxebHoro nncbma, 61aHK o9 KOHKPETHOro BMAaa OKYMEHTOB, obwmnn 61aHkK;

5) HET YeTKNX peKoMeHOaunn.

9. [IOKyMEeHT, WN3roTOBJIEHHbIVI CPenCTBaMu BblYUCNTE/IbHOU TexHuku (BT), ncrnosib3yercs Ha
rnpaBax:

1) nogNNHHKUKA;

2) Konuu;

3) 4YepHOBUKa;

4) pybnukaTa;

5) BbINMUCKMN.

10. Kakne ¢popmaTbl bymaru ncriosib3yroTcs aas 61aHkoB?
1) Tonbko A4;
2) A4, A5;

3) TonbKo A5;

Bonpocskl K 3K3aMeHy

=

. CyLLI,HOCTb N OCHOBHbIE NMOHATNA AOKYMEHTUPOBaAHUA

N

. CoBpeMeHHasi CTpyKTypa yrnpaBneHus JoKyMeHTauuen B Poccun.

3. OCHOBHbIE NOHATUN OOKYMEHTMpPOBaHNA.

I

. Knaccndpukauma nokyMeHToB

U

. Obwas CTpyKTypa AOKYMEHTa

6. CnpaBOYHO-UHGMOPMALNOHHbIE LOKYMEHTHI.

7. OcHoBHble TpeboBaHUA K TEKCTY pacrnopsagnTesibHbiX JOKYMEHTOB
8. OpraHusaumsa ookymeHToobopoTa

8. MNpaBnna perucTpaunum n NHOEKCUPOBAHUA OOKYMEHTOB.

9. XpaHeHne NOKYMEHTOB, COCTaB/IeHNEe HOMEHKJIaTyPHbIX Aen.
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10. MNpasnna ohopMsieHNs BCEX PEKBU3UTOB OOKYMEHTA
11 PepakTupoBaHue TeKCTa AOKYMEHTOB.
12. TexHonorum o6paboTkM BXOOALWLMX, NCXOAALWNX N BHYTPEHHUX OOKYMEHTOB

13. OnpeneneHne CEKPETHOCTU A0KyMeHTa. OCHOBHbIe NMpobsieMbl OpraHn3aLUmMn CEKPETHOro
OOKYMEHTNPOBAHMS.

14. OcobeHHOCTN AaTUPOBKN N0KYMeHTOB. Criocobbl yAOCTOBEPEHUS NOKYMEHTOB. Buabl nevaTen.
Cny>XebHble 0TMETKM Ha [oKYyMeHTe

15. OcHoBHble TpeboBaHUSA roCyAapCTBEHHOW CUCTEMbI OKYMEHTALMOHHOro obecrneyeHms
yrnpaBneHus

16. O6buime TpeboBaHUA K JOKYMEHTaM 1 cny>xb6amM NOKyMeHTaunoHHOro obecnevyeHns yrnpaBsieHus

17. NHdopMaLMOHHO-MONCKOBLIE cCUCTeMbl 1 TpeboBaHMA K MHGOPMaLLMK, CoaepKalLllencs B
OOKYyMeHTax

18. NI3y4yeHne JOKYMEHTOB U KOHTPOJ1b MHMOpMaLLMn

19. YHUnKaumnsa, Ka4ecTBO N 3CTETUKA OOKYMEHTOB.

20. CpoKW UCNosIHEHNS OOKYMEHTOB.

21. MoarotoBKa AOKYMEHTOB K Nepefaye B BEAOMCTBEHHbIN apXunB

22. 9KcnepTum3a UeHHOCTU OKYMEHTOB

23. NoHATME YHUDPUNLMPOBAHHON CUCTEMbI OKYMEHTALNN 1 ee OCHOBHble TpeboBaHUSA
24. YHn(pukauma n cTaHgapTmM3aumsa ynpaBieHYeCcKUX JOKYMEHTOB.

25. Ponb [OKYMEHTOBEAEHUS B COBEPLLUEHCTBOBAHWN AOKYMEHTaUNOHHOro obecneyeHuns
yrpaBJieHus.

26. Knaccudunkaumsa cMcteM AOKYMEHTauUumM B 3aBUCUMOCTU OT YHKLUA N BUOOB OEATE/IbHOCTH
opraHmsauun.

7.4. MeToamnyeckue MaTepuasnbl, onpeaensiowme npouenypbl oOueHMBaHUA 3HAHUM,
YMEHMM U HaBblKOB, U ONbITa AEeATEJIbHOCTU, XapaKTepu3yloLwux 3Tanbl (pOpMUpPOBaHUA
KOMMNEeTeHLUun

TpeboBaHua K HanucaHuio pecdepaTa

PedhepaT - npooykT camoctosaTenbHon paboThl obyyvatouwerocs, npencrasnasaoownn cobon
NMMCbMEHHOoEe NN yCTHoe coobuleHne No NnpeacTaBAeHUIO MoJlyYeHHbIX pe3ynbTaToB ornpeaesieHHON
TeMbl.

Llenb noarotoBkun pedepaTa: chopMmnpoBaTbh HayHYHO-UCCef0BaTe/IbCKME HAaBbIKN N YMEHUS
Yy o6yt4arou.|,eroc9|; crnocobcTBOBaTL OBJlAdEHUNIO METOAAMMU Hay4YHOro no3HaHunsA, OCBOUTb HaBbIKN
I'Iy6ﬂl/|‘-IHOFO BbICTYIMJIEHUA; HAYHNTbCA KPUTNYECKWN MbICJITNTDb.

TekcT pethepaTa OO/KEH COAEP)KAaTb apryMeHTMPOBAHHOE N3J10)KEHWE onpeaesIEHHON TeMbI.
[oknan fosmkeH 6biTb CTPYKTYPUPOBAH 1 BKJOYaTh BBEAEHNE, OCHOBHYIO YaCTb, 3aKJIO4YEHME.
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Kputepum oueHuBaHusa pedepara:

«OTJINHHO» Mpobnema packpbiTa MoaHocTblo. [lpoBegeH aHaaAn3 npobnembl C  MNpuBAEYEHNEM
\AONONHUTENbHON  NinTepaTypbl. [lpeAcTaBneHHas  WHdopMaums  cMcTeMaTU3npoBaHa,
nocnepoBaTesibHa W JIOrMY4eCKM cCBfA3aHa. Wcnonb3oBaHo 6onee 5 npodeccroHanbHBbIX]
TepMMHOB. LLIMPOKO MCMO/b30BaHbl UH(POPMaLMOHHbIE TexHoNornn. OTCYTCTBYIOT OWMNOKM B
npencrtasnsgemMon MHpopmaumm. OTBeTbl Ha BOMPOCHI MOJIHbIE C MNPUBEAEHWEM MPUMEPOB W
NosicCHeHW. BbiBoAbl 060CHOBaHBI.

«XOpOoLLO» Mpobnema packpbiTa. MpoBeneH aHanu3 npobnemsbl 6€3 [ONONHUTENLHON NUTepaTypbl. He Bce)
BbIBOAbl  CAeNaHbl nnu He Bce obocHoBaHbl [lpeactaBneHHas  MHdopMauns
cuctemMaTM3MpoBaHa W nocnefosaTesibHa. MWcnonb3osaHo 6onee 2  npodeccrnoHasbHbIX
TepMnHoB Mcnonb30BaHbl MHMOPMALMOHHBIE TEXHONOorMn. Ha [OonoSHWUTEesbHbIe BOMPOCHI
\AaHbl HEMOJIHbIE OTBETHI.

«ynoBnetTBopu- [[Ipobnema packpbiTa He MONHOCTbIO. MpeAcTaBfieHHas MHGpOPMaUUsa He CUCTEMaTU3MpPOBaHa

TenbHO» UNn HernocnenoBaTesibHa. Mcnonb3oBaHbl 1-2 npodeccroHasbHbiX TepMuHa. cnosib3oBaHbl
MHMOPMALIMOHHbIE TEXHOJIOMMMN YacTUYHO. [onylieHbl hakTU4yeckue owmnbkyn B cooepKaHum
INOKN1aga Uan nNpu oTBETE Ha LOMONHUTESIbHbIE BOMPOCHI; OTCYTCTBYET BbIBOAbI.

«HeyLoBneTBo- [TeMa pedepaTa He packpbiTa, 06Hapy>XMBaeTCs CyLLEeCTBEHHOe He MoHMMaHue npobnemsi.
pUTENBHO»

TpeGOBaHml K BbIMOJIHEHUIO TECTOBOIoO 3agaHuA

TecTupoBaHMe sIBNAETCS OOHMM U3 OCHOBHbIX CPeACTB (pOpMasibHOr0O KOHTPONA KayecTBa
obyyeHunssi. OTO MeTohd, OCHOBAHHbLIA Ha CTaHOAAPTU3MPOBAHHbLIX 3adaHMsX, MO3BONSOLWNX
aBTOMATU3MpPOBaTbL NpoLeaypy M3MepPeHUs YPOBHS 3HAHWI N yMeHUIA oby4datoLerocs.

OCHOBHbIe npnHUMNblI TECTUPOBaHWNA, cnenytoLine:

— CBfI3b C UenaMun ob6y4YeHuUs - Lenm TeCcTUPOBAHUA [OOJIKHbI OTBeYaTb KPUTepusam
COLMaNbHOM NOJIE3HOCTU N 3HAYUMOCTU, HAaYYHON KOPPEKTHOCTU 1 06LLIeCTBEHHOM NMoOaepPKKU;

— 0OBEeKTUBHOCTb - WCMNOJIb30BaHWE B MNefarorn4yeckux n3MepeHmax >Toro npuHUKMna
npmn3BaHO HE OOMNYCTUTb Cy6'b€KTVIBVI3Ma N npeaB3AaToCcT B npouecce aTunx VI3MepeHVII7I;

— CNpaBefIMBOCTb M MJIACHOCTb - OAMHAKOBO [n06po)xenaTesibHOe OTHOLUEeHWE KO BCEM
00y4aloLMMCS, OTKPbITOCTb BCEX 3TAMNOB MNpoLiecca U3MepeHuil, CBOeBPeMEHHOCTb 03HAKOMJIEHUS
00yYaloLWMXCca C pe3yabTaTaMn N3MEpPEHUii;

— CUCTEMATUYHOCTb - CUCTEMATUYHOCTb TECTUPOBAHUIN U CAMONPOBEPOK Kaxkaoro y4ebHoro
MOAYJIs, pa3fesia U Ka)KAoW TeMbl; Ba)XHbIM aCNeKTOM OaHHOro NpuHUuna sienseTcs TpeboBaHue
penpe3eHTaTUBHOIO NpeaCcTaB/eHNs Coaep)XaHusa y4ebHOoro Kypca B CofepXaHumn TecTa;

- TYMaHHOCTb W 3TMYHOCTb - TECTOBble 3afaHusi U Mpouenypa TeCTUPOBAHUA LOJKHbI
NCK/OYaTb HaHeceHue Kakoro-nmbo Bpena obyvatowmMmcs, He [AOMyCKaTb YLIEMJIEHUS WX MO
HaLUMOHaNbHOMY, 3THUYECKOMY, MaTepuasibHOMYy, PacoBOMY, TEPPUTOPUAJSIbBHOMY, KYJbTYPHOMY W
APYrvM Npu3Hakam;

BaXKHeNWwmM SBAAETCA MPUHLWM, B COOTBETCTBUM C KOTOPbIM TeCTbl [OOJ/KHbI ObiTh
MOCTPOEHbl Mo MeToauke, obecrneymBalollenn BbiMosHEHWe TPeboBaHWIA COOTBETCTBYIOLEro
(henepasibHOro rocyapcTeeHHoro obpasoBaTesibHOro CTaHAaPTa.
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B TeCcTOBbIX 3afaHMNAX UCMOJIb3YIOTCH YeTblipe Tuna BONpPOCOB:

— 3aKpbiTas dopma - sBnAseTcs Haubosiee pacnpoCTpaHEeHHOW K mnpensaraeT HEeCKOJIbKO
aNbTepHaTMBHbLIX OTBETOB Ha MNOCTaBJ/IEHHbI Bonpoc. Hanpumep, obyyatoieMycs 3alaeTcs BOMNpoc,
TpebyLlnii anbTEePHAaTMBHOrO OTBETa «[a» WIN <«HEeT», <«SABJISETCA» WIN <«He SBIAeTCS»,
«OTHOCUTCS» UM «He OTHOCUTCA» K T.n. TecToBoe 3afaHue, coaeprkalllee BOMPOC B 3aKPbITON
opme, BkO4YaeT B cebs OAUH WAM HECKONIbKO MpPaBWJIbHbIX OTBETOB WU WHOrAa Ha3blBaeTCH
BbIOOPOYHLIM 3aaHMeM. 3aKpbiTas (opMa BOMPOCOB WUCMOJSb3YyeTCs TakXe B TecTax-3afjadvax C
BbIBOPOYHbLIMY OTBETaMU. B TeCTOBOM 3a4aHuM B 3TOM CJlydae ChOpMyIMPOBaHbI yCIOBUE 3a4a4u U
BCE HeobXoAuMble WCXOAHble [aHHble, a B OTBeTax MpeAcTaBfieHbl HECKOJ/IbKO BapuaHTOB
pe3ynbTaTa PeLeHns B YACI0BOM nan bykBeHHOM Buae. Obyvatowmincss 4OMKEH peLllinTb 3a4a4y u
NnoKasaTb, KakoW 13 NpeacTaB/ieHHbIX OTBETOB OH MOJy4YuI.

— OTKpbITasi yopMa - BOMPOC B OTKPbLITOM ¢opme npencTaBnsieT coboi yTBepKAeHue,
KOTopoe HeobxoaMmMo AOMoJIHUTL. [JaHHas opMa MoXKeT bbITb NpeacTaB/ieHa B TECTOBOM 3a4aHuu,
HanpuMmep, B BUAE CJIOBECHOIr0 TeKCTa, QopMyJbl (ypaBHEHUS), rpaduka, B KOTOPbLIX MPOMyLleHbI
CYLlEeCTBEHHbIE COCTaBAAOLINE - YaCTW CJIoBa UM OYyKBbl, YC/IOBHble 0003HAYEHUS, NUHUN UK
n300pa>keHnss 31EeMEHTOB CxeMbl U rpaduka. ObydvawWMincs [OJHKEH MO MaMsaATM BCTaBUTb
COOTBETCTBYIOLLME 3/IEMEHTHI B YKa3aHHbIE MecTa («MponyCcKu»).

— yCTaHoOBJ1IeHNe COOTBETCTBUA - B JaHHOM C/ly4ae 06yqarou.|,eMyC$| npeanaratoT ABa Crncka,
MexXxny afieMeHTaMn KOTopbIX ciegyeT YCTaHOBUTb COOTBETCTBUE,

— YCTaHOBJIEHME MOoC/Ne[oBaTe/IbHOCTU - npeanosiaraeT HeobXoAMMOCTb YCTAaHOBUTL
NpaBUIbHYIO NOCIEeA0BaTE/bHOCTL NpeasiaraeMoro Crnucka CcoB nan gpas.

KpuTepumn oueHKHU 3HaHMW NpU NPOBeaeHUN TeCTUPOBaHUSA

OTMeTKa «OTJINYHO» BbICTaBJIAETCSA MPU YCJ0BUN NMPaBUJIbHOIO oTBeTa He MeHee YyeM 85%
TeCTOBbIX 3aaHUN;

OTMeTKa «XOpOLLO» BbICTAaBASETCA NPU YCJIOBUM MPaBUILHOrO oTBeTa He MeHee YyeM 70 %
TeCTOBbIX 3a4aHUN;

OTMeTKa «y40B/IeTBOPUTESIbHO» BbICTABAAETCHA NPU YCAOBUN NPaBUIIbHOMO OTBETa HE MeHee
yeMm 50 % TecToBbIX 3a4aHUN;

OTMeTKa «Hey0BJIeTBOPUTEIbHO» BbICTAaBAAETCA NPU YCJI0BUW NPaBUIbHOIO OTBETA MeHee
yeM 50 % TecToBbIX 3a4aHUNNA.

Pe3ynbTaTbl TEKYLLEro KOHTPOJIA MWCMOJb3YOTCS MpU  MPOBEAEHUN MPOMEXKYTOYHOM
aTTecTaymun.

Tpe603a|-|m| U KpUTEpUMn oOuEeHUuBaHunA 3HaHMUW, YMeHVIﬁ U HAaBblIKOB Ha 3K3aMeHe

3K3aMeH - (hopMa MPOBEPKU YCMELIHOro BbIMNOJHEHUS CTYAEHTaMu MNpakTU4Yecknx paborT,
ycBOeHUsA y4ebHoro Matepuana AUCUUMINHBI B XO4€ NPAaKTUYECKUX 3aHATUA U CaMOCTOSATE/IbHOM
paboTbl. Bonpockl, BLIHOCUMbIE Ha 3K3aMeH, I0BOASTCS 10 CBeAeHMs CTyAeHTOB 3a Mecsl, A0 cAayu
3Kk3aMeHa. TpeboBaHMs 1 3afaHNs COOTBETCTBYIOT TpebyeMoMy YPOBHIO YCBOEHUS AMCUMMINHBI U
OTpa)kaloT ee OCHOBHOE colep KaHue.

KpuTepuu BbiCTaBJIeHUS OLLEHOK NpU NpoBeaeHUU dK3aMeHa:

«OT/INYHO» Gyyatowmii  rnyboko M MPOYHO YCBOWMA BeCb MPOrpaMMHbI  MaTepuas, uKcYeprnbiBaloLle,
nocsiefoBaTeNlbHO, FPAMOTHO U JIOTMYECKM CTPOMHO ero usfiaraeT, TeCHO YBA3bIBAET TEOPUI0 C
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NpakTkon. OByYaloWNNCcs He 3aTPYAHAETCA C OTBETOM MNpPU BMAOM3MEHEHUN 3afaHuns, cBoboaHO
CnpaBnsieTca C 3ajadamu, 3agaHuaMM U APYrUMM BUOAMU MNPUMEHEHUS 3HaHWIA, MNOKa3blBaeT|
BHaHWS 3aKOHOAATENIbHOr0 U HOPMATUBHO-TEXHMYECKOrO MaTepuasioB, NPaBuSibHO 060CHOBbLIBAET]
NPUHATbLIE pelweHns, BnadeeT pPa3HOCTOPOHHWMM HaBblKaMW W MNPUEMaMU  BbIMOJIHEHUS
NpakTnyecknx paboT, obHapyXnBaeT ymeHne camocTosTesibHO 0606WwaTbh 1 n3naraTe MaTepuan,
He fonycKas oWwnbok.

«XOpOoLUO» ObyyvatoLWniicst TBEPAO 3HAET NPOrPaMMHbIA MaTeprasl, FrPaMOTHO M MO CyLeCcTBY WU3saraeT ero,
He [OoMyCKaeT CyLeCTBEHHbIX HETOYHOCTEN B OTBETE Ha BOMPOC, MOXET MPaBUJIbHO MPUMEHATH
TeopeTuyeckmne 3HaHWSA N BlageeT HeobXOoAUMbIMU HaBblKaMW MPU BbINOJHEHUM MNPaAKTUYECKUX|
BagaHUN.
«y[OBJIETBOPU- ObyyvalolWniACcss YyCBOWA TOJIbKO OCHOBHOW MaTepuas, HO He 3HaeT OTheslbHbiX AeTanen,
TeNbHO» inonyckaeT HeTOYHOCTN, HeJoCTAaTO4YHO npaBuibHblE dhopMynMpoBKY, HapyLuaeT|
NocnefoBaTeNbHOCTL B WU3JIOXKEHUM MPOrpaMMHOr0 MaTepuana M UCMbITbiIBaeT 3aTPYAHEHUS B
BbIMOJIHEHUWN MPAKTUYECKMX 3a4aHUNA.
«HeynoBJieTBO- ObyvalolWnincss He 3HaeT 3HauYUTeslbHOW 4YacTM MNpOorpaMMHOro MaTepuana, [HAOonycKaeT,
pUTENbHO» CyLLlecTBEHHble OWNOKK, C 60bLLIMMKN 3aTPYAHEHUAMMN BbIMOJHAET NpakTuieckmne paboTbl
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8. YyebHO-MeTOAM4YecKOe U UH(pOopPMaLUOHHOe obecneyeHue AUCLUMUNIIUHBI

(Mmonyns)

8.1. OcHOBHaa nuTtepaTtypa

HasBaHue

CcblIKa

MeToaunyeckme ykasaHusa rno nsy4yeHuo ANCLUUMINHGI
«JJokyMeHTaunoHHoe obecnevyeHne TYpPUCTCKON
OeaTeNbHOCTW» @ A1 CTYAEHTOB BceX (hopM obyveHns
HamnpaBieHna NoaroToBkM 6bakanaspos 43.03.02 Typusm,
nporpamma 6akanaBpuaTta TeXHONOMMA N opraHn3aums
TyponepaTopCKUX N TypareHTCcKux ycnyr / MnHobpHaykm
Poccuun, ®rbOY BO "MI'TY", ®ak. 3KOHOMUKN 1 ynp., Kad.
MapKeTuWHra, cepBuca 1 Typu3Ma ; COCTaBuUTelb XaHaxoK
3.A. - Mawnkon, 2022. - 37 C. - TEKCT: : 3N1E€KTPOHHbIN. - Pe)Xnum
nocTtyna: ceoboaHbIN

http://lib.mkgtu.ru:8002/libdata.php?id=2100058495&DO0OK=0
C7602&BASE=0007AA

BbikoBa, T.A. [lokyMeHTaLMoHHOe obecneyeHne
ynpasneHuns (4enonponsBoacTso) : y4ebHoe nocobue / T.A.
BbikoBa, T.B. Ky3HeuoBa, J1.B. CaHkuMHa ; noa obuwl. pen. T.B.
Ky3HeuoBow. - 2-e n3ga., nepepab. n gon. - Mocksa : UIHOPA-
M, 2022. - 304 c. - (Bbicwee obpa3zoBaHue: bakanaspuart). -
3BbC 3HaHuym. - URL:
http://znanium.com/catalog/document?id=397388. - Pexxum
pocTyna: no nognucke. - ISBN 978-5-16-004805-5. - ISBN
978-5-16-101961-0

http://znanium.com/catalog/document?id=397388

CaBenbeBa, E.A. DKkOHOMUMKa 1 ynpaBneHue
HeOBUXXMUMOCTbIO : y4ebHoe nocobue / E.A. CaBenbeBa. - 2- e
n3a.,nepepab. n gon. - Mockea : By3oBckuin y4ebHuk, 2022. -
447 c. - 9bC 3HaHuyM. - URL:
https://znanium.com/catalog/document?id=394442. - Pexxum
JocTyna: no nognucke. - ISBN 978-5-9558-0621-1. - ISBN
978-5-16-108610-0. - ISBN 978-5-16-014024-7

https://znanium.com/catalog/document?id=394442

Ky3Heuos, WN.H. lokyMeHTaunoHHOe obecneyeHmne
ynpasneHunsa. JokyMeHTo060poT 1 AeNonpon3BOACTBO :
y4yebHuK 1 npakTukym ans sysos / N.H. Ky3HeuoB. - 3-e 13g.,
nepepab. n gon. - Mocksa : OpanT, 2022. - 461 c. - (Bbicluee
obpasoBaHue). - 36C HOpanT. - URL:
https://urait.ru/bcode/488697. - Pexxum gocTtyna: no
noanuncke. - ISBN 978-5-534-04275-7

https://urait.ru/bcode/488697

NaBpeHTbeBa, M.I'. lokyMeHTaunoHHoe obecrneyeHne
KafpoBOW AeATesIbHOCTN B cdhepe MHAYCTPUn
roctenpumMmcTea. MNpakTukym : y4ebHoe nocobue / M.T".
NaspeHTbeBa, A.B. Moxaes ; noa pea. H.I'. Moxaeson. -
MockBa : UHOPA-M, 2022. - 99 c. - (Bbicwee obpa3oBaHue:
BakanaspwuaT). - 3bC 3HaHuym. - URL:
http://znanium.com/catalog/document?id=378487. - Pexxum
pocTtyna: no nognucke. - ISBN 978-5-16-011901-4. - ISBN
978-5-16-105748-3

http://znanium.com/catalog/document?id=378487

Ky3Heuos, WN.H. lenonpon3BoAcTeo : y4yebHoe nocobue /
WN.H. Ky3HeuoB. - 9-e n3a., nepepab. - Mocksa : Jawkos n K,
2023. - 405 c. - 9bC 3HaHunym.

https://znanium.ru/catalog/document?id=431507

KopHees, U.K. YnpaBneHue fokyMeHTaMu : y4ebHuk / U.K.
KopHees, A.B. lNweHko, B.A. Mawypues. - MockBa : UHOPA-
M, 2020. - 300 c. - (Bbicwee obpa3oBaHue: bakanaspuarT). -
3BbC 3HaHuym. - URL:
http://znanium.com/catalog/document?id=356211. - Pexxum
jocTyna: no nognucke. - ISBN 978-5-16-003590-1

http://znanium.com/catalog/document?id=356211

8.2. lononHuTesibHaA nuTepaTtypa

HasBaHue

CcblniKa

Konoyesa, B.B. [lokymeHTaunoHHoe obecnevyeHune
ynpaB/iieH4Yeckon aeatenbHocTn. CepBuc n Typmsm : y4ebHoe
nocobue / B.B. Kono4yesa. - HoBocnbupck : HoBocnbunpckui
rocyapCTBEHHbIN TexXHNU4Yeckuin yHuesepcuteT, 2020. - 72 c. -
3BC 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=397685. - Pexxum
focTtyna: no noagnucke. - ISBN 978-5-7782-4311-8

http://znanium.com/catalog/document?id=397685

KupcaHosa, M.B. Kypc nenonpovn3soacTsa:

http://znanium.com/catalog/document?id=358180
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HasBaHue CcblsIKa

OOKyMeHTaunoHHoe obecneyeHune yrpaBsieHus : yyebHoe
nocobue / M.B. KupcaHosa, K0.M. AKCeHOB. - 6-e u3g., ncnp. n
non. - MockBa : UH®PA-M, 2020. - 257 c. - (Bbicliee
obpasoBaHue: bakanaepumaT). - 96C 3HaHuyM. - URL:
http://znanium.com/catalog/document?id=358180. - Pexxum
pocTtyna: no nognucke. - ISBN 978-5-16-006789-6. - ISBN
978-5-16-104755-2

8.3. NHOpPMaLMOHHO-TEIEKOMMYHUKaLMOHHbIE pecypcbl ceTu «MIHTepHeT»

Znanium.com. ba3oBas KoNNEeKLUUs : 3/IEKTPOHHO-bMbnnoTevyHasa cuctema : cant / OO0 "Hay4yHo-
n3gaTtenbckum ueHTp NHppa-M". - Mockea, 2011 - - URL: http://znanium.com/catalog (naTa
obHoBneHuns: 06.06.2019). - Pexxmum gocTtyna: 4Ja 3aperucTpup. nosibdoBaTtesien. - TeKCT:
3NeKTPOHHbIN. PoHA DBC hopMmpyeTcs € y4eTOM BCex uameHeHn obpasoBaTesibHbIX CTAaHAAPTOB U
BKJlOYaeT y4ebHuku, y4ebHble nocobus, YMK, moHorpacum, astopedepaTsl, AuccepTaunm,
3HUMKIONEeAnn, CQI0Bapu U CNpaBoOYHUKN, 3aKOHO4ATEJ/IbHO-HOPMaTUBHbIE JOKYMEHThI,
creuvanbHble Nepuoanyeckne n3faHnua n n3faHus, BoillyckaeMbole nsgartesnbctsamu By308.BOOK.RU
Konnekuunsa Cepsuc n typusm : cant / 9bC BOOK.RU. - MockBa, - URL: https://www.book.ru/cat/578/1.
- Pexxum pocTtyna: ans 3aperucTpup. rnosb3osatenen. - TeKCT: 3/1eKTPOHHbIN,
http://znanium.com/catalog/ IPRBooks. ba3oBas Konnekumns : 3N1eKTPOHHO-6MbnoTeyHasa cnctema :
canTt / O6wecTBO C OrpaHMYeHHON OTBETCTBEHHOCTLI0 KoMnaHua "An MNMu Ap Meauna". - CapaTos,
2010 - . - URL: http://www.iprbookshop.ru/586.html - Pe)xum gocTtyna: onsa 3aperucTpump.
noJib3oBaTesiel. - TEKCT 3JIEKTPOHHbLIN. ABNAETCSA PacnpoCTPaHEHHLIM 06pa3oBaTENIbHbLIM
3/IEKTPOHHbBIM PeCcypcoM A8 BbICLUNX N CPEeAHUNX CreunasnbHbiX y4ebHbIX 3aBeAeHNn, Hay4YHO-
nccnenoBaTesIbCKUX MHCTUTYTOB, Ny6an4HbiX 6ubnnoTek, npnobpeTatoinx KOpNoOpaTMBHbIN [OCTYyN
Ans ceoux obyyvatowmxcs, npenogasatenent n T.4. 3bC Bkao4YaeT y4ebHyo 1 Hay4yHY0 nutepaTypy
Mo HanpaBJieHNSIM NOAMOTOBKU BbICLLUEr0 1 CcpefHero npogeccuoHanbHoro obpasosaHus.
http://www.iprbookshop.ru/586.html HaunoHanbHas anekTpoHHasa bubnuoTteka (HIB) :
henepanbHas rocyfapcTeeHHas MHMOpPMaLMOHHAa cucTtema @ canT / MMHNCTEPCTBO KybTypbl
Poccuiickon ®epepaunm, Poccrminckas rocygapcTeeHHas bubnmorteka. - Mockea, 2004 - - URL:
https://H36.pd/. - Pexxum gocTyna: Ansa 3aperncrtpup. nosb3oBaTenen. - TEKCT: 3N1eKTPOHHbIN. HIb -
npoekT Poccninckonm rocymapcTBeHHom 6ubnmotekun. HaumHasa ¢ 2004 r. MNMpoekT HaunoHanbHas
351eKTpOHHaa bubnmnoTteka (HOB) pa3pabaTbiBaeTcsa BeOYLLMMU POCCUMNCKMMN Bubnmnotekamm npu
noaaep>xke MnHncTepcTBa KynbTypbl Poccuinckon ®epepaunin. OcHoBHasa uenb H3b - obecneunTb
cBob6OAHbIN OOCTYN rpakaaHam Poccnnckon depgepaunm Ko BCEM N3[aHHbIM, N30aBAaEMbIM U
XPaHAWMNMCA B pOHAAX POCCUNCKUX BUBINOTEK N3OaHUSAM U Hay4YHbIM paboTaM, - OT KHUXXHbIX
MaMATHMKOB NCTOPUM U KYJIbTYpbl, 40 HOBENLLMX aBTOPCKUX NMpon3BeneHnin. B HacTosLee Bpems
npoekT H3b BkatoyaeT 6onee 1.660.000 anekKTpoHHbIX KHUT, Bonee 33.000.000 3anucen
KaTanoros.POCCUNCKASA HALMOHANIbHASA BUBJIMOTEKA (PHB) : cainT / Poccuitickas HaumMoHanbHas
bubnunoteka. - Mocksa : PHB, 1998. - URL: http://nir.ru/. - Pexxum gocTtyna: nasa 3apernctpup.
rnonb3oBaTeNien. - TEKCT: 3IEKTPOHHLIN. "... 04Ha N3 KPYMHENLLMNX B MUPE N BTOPas Mo BeJNYNHE
doHpoB B Poccunckon depepaumm - CAYy>XNUT POCCUNCKOW KYNbType U HayKe, XpaHuT
HaLMOHaIbHYIO MaMATb, CNOCOBCTBYET NPOCBELLEHMIO HAacensaLWmnx PoCccnio Hapoa4oB u
pacnpocTpaHeHuUto naen rymaHusma. ... B dongax bubnmortekn xpaHutca 6onee 38,6 MAH 3K3.
nponssefeHnin nevyaT N NHbIX NHPOPMALMOHHbBIX PECYPCOB, B TOM HYUC/E U Ha 3N1EKTPOHHbIX
HOCUTenAX, AOCTYMHbIX LUMPOKOMY KPYry nosb3oBaTesien. ExxerogHo PHB nocewaeT okono 850 ThIC.
ynTaTeNien, KOTOPbLIM BblAAeTCa A0 5 MAIH U34aHWI, K ee 3NEeKTPOHHbIM pecypcaM obpallatoTcs 3a
ron cebiwe 10 MAH yAaseHHbIX Nofib3oBaTesnen. ... CoxpaHsaa KynbTYPHYIO N UCTOPUYECKYIO
MpPeemMCcTBEHHOCTb, BEPHOCTb BUBAMOTEYHBbIM TPagNLIMAM, 3aJ10XKEHHbIM eLle B MnepaTopckom
My6nnyHon 6mubnnoteke, PHb cerogHa — coBpeMeHHoe NHOpPMaLMOHHOE yyYpexxaeHue,
OCHallleHHOoe HoBenwWwmnM obopyoBaHNEM U CBOEBPEMEHHO OTBEYatoLLlee Ha HacyLHble BbI30BbI
BpeMeHW." (untaTa ¢ canTa PHB: http://nir.ru/nir_visit/RA1162/rnb-today ) https://H36.pd/
eLIBRARY.RU. : Hay4yHas anekTpoHHasa bubnmoTeka : cant. - MockBa, 2000. - . - URL:
https://elibrary.ru/defaultx.asp. - Pexxum goctyna: 4N4 3aperncTpup. nosb3oBaTenen. - TekcT:
3NEeKTPOHHbIN. MnaTgopma eLIBRARY.RU 6bina co3gaHa B 1999 roay no nHuumatnee POCCUNCKOro
hoHpa hyHAaMeHTasbHbIX UCCefoBaHNN ANnsa obecrnevyeHns POCCUNCKUM YHEHBIM 3NTEKTPOHHOIO
[OoCTyna K BeayLWnuM NMHOCTPaHHbIM Hay4YHbIM n3ganumam. C 2005 roga eLIBRARY.RU Havana paboTty C
PYCCKOA3bIYHbIMUK NMY6INKALNAMU U HbIHE SBNSIETCS Beayllen 31eKTPoHHON 6ubnmnoTekon Hay4yHowm
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nepuoanku Ha pycckom ssbike B Mupe. https://elibrary.ru/defaultx.asp CYBERLENINKA : Hay4Has
3/1eKTpOHHaa bubnmnoTteka : canT. - MockBa, 2014. - . - URL: https://cyberleninka.ru// - Pexxum
nocTyna: ans 3aperucTpup. rnosb3oBatenen. - TeKCT: 3J1IeKTPOHHbIN. KnbepJleHMHKa - 3To Hay4Has
3/1eKTPOHHaa bubnmnoTteka, NOCTPOEHHAs Ha NMapaaurme oTKpbITon Hayku (Open Science),
OCHOBHbIMIN 3a4a4aMn KOTOPOW ABNAETCA NoNynapm3auma HaykKn N Hay4HON OeaTeNbHOCTH,
06LLeCTBEHHbIN KOHTPOJIb Ka4yecTBa Hay4HbIX Nybankauun, passutme MeXxaAnCUnnianHapHbIX
nccnefoBaHUM, COBPEMEHHOM0 MHCTUTYTa Hay4YHOW peLeH3nn, NoBbILLEHNE LUTUPYEMOCTH
POCCMNCKONM HAayKK 1 NOCTpoeHne NMHppacTpyKTypbl 3HaHUI. https://cyberleninka.ru/
Mepnoanyeckne n3gaHnsa OOCTYMHble obyYalLwmmca n cotpyaHmkam ®rb0OY BO MI'TY no noanuncke
M Ha OCHOBAHMM KOHTPAKTOB M JIMLLEH3UOHHbLIX cornaweHun. /index.php/resursy/37-periodicheskie-
izdaniya PecypcCbl OTKPbITOro 4ocTyrna MUMHUCTEPCTBO SKOHOMUYECKOr0o pa3BuUTmUa POCCUNCKON
depepaumun - https://www.economy.gov.ru/ https://www.economy.gov.ru/
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9. MeToaunyeckue yKasaHusa ana oby4yalowmxcsa No OCBOEHUIO AUCUMNAUHBI (Moayns)

Paspen / Tema

C YKa3aHneM OCHOBHbIX y‘-leﬁHbIX 3/1eMeHTOB

MeToabl obyyeHus

Cnocobbl (hopMbl) 06yHeHUn

Cpeactsa

oby4eHns

dopmMmupye-
Mble
KoMMeTeH-

uun/ Tpynosble
DYHKLMN

Tema 1. CyLLUHOCTb U OCHOBHbIE NMOHATUA
|nOKYMeHTUpoBaHUA. [TIOHATNE LOKYMEHTUPOBAHWS.
MoHsATMe pokyMeHTa. CNocobbl LOKYMEHTUPOBAHUS.
foCcynapCTBEHHbIM KoMUTET PP no cTtaHgapTu3auum n
MeTposiorun. PefnepaibHas apxuBHasa cny>kba Poccun

Ulekuunsi, KOHCNeKTMpoBaHue,
npuobpeTeHne 3HaHWN,
hbopMMpoBaHME yMeHUn n
HaBbIKOB, 3aKpenJeHune,
NpoBepKa 3HaHWN, yMeHUN
HaBbIKOB

AyauTopHas

(M3yyYeHne HoBOro y4yebHoro
MaTepnana, hopMnpoBaHme n
COBEPLLUEHCTBOBAHNE YMEHUI U
HaBblkoB, 0606LLeHne 1
cncTemMaTum3launs 3HaHUN,
KOHTPOJIb M KOPPEKLNSA 3HaHWUN)

YCTHasa peyb, MNCbMO, CXEMBI,
PUCYHKW, y4ebHUKN, y4ebHble
nocobus

OnK-6.1

OnK-6.2

OMnK-6.3

Tema 2.Knaccudukauma L,OKYMEHTOB U obwian
CTPYKTypa AOKYMEeHTa Ha npeanpuaTtum chepbl
MKKX. KnaccnumkaunoHHble rpynnbl JOKYMEHTOB.

NOKyMeHTa. Mpon3BOJIbHbIE U CTPYKTYPMPOBAHHbIE
bopMbl JOKYyMEHTOB

BXOOHble U BbIXOOHbIE OOKYMEHTHbI. CO,EI,ep)KaHI/Ie 61okoB

Ulekuns, KOHCNeKTMPOBaHuMe,
npnobpeTeHne 3HaHNRA,
hopMunpoBaHmne ymMeHui n
HaBbLIKOB, 3aKpenJeHune,
NpoBepKa 3HaHWN, yMeHUNn
HaBbIKOB

AyaouTopHas

(M3yyYeHne HoBOro y4yebHoro
MaTepuana, hopMUpoBaHme n
COBEpLLUEHCTBOBaHNE YMEHUN n
HaBblKOB, 0606LLeHne 1
cucTemMaTu3auns sHaHWNA,
KOHTPOJIb M KOPPEeKLMSA 3HaHUN)

YCTHas peyb, NMCbMO, CXEMbI,
PUCYHKW, y4ebHMKN, y4ebHble
nocobus

OlnK-6.3

OlMK-6.2

OMK-6.1

Tema 3. OpraHusauusa paboTbl c LOKyMeHTaMu Ha
npeanpuatTumn cdepbl XKKX. MoHaTre
inokyMmeHToobopoTa. 3Tanbl AOKyMeHToobopoTa.
Pernctpauma JOKyMeHTOB B TypdupmMme. lNMoHaTre n
Knaccudukaumsa kaptoTek. HomeHknaTtypa gen. Onucu
NOKYMEHTOB. XpaHeHNe OOKYMEeHTOB

Ulekunsl, KOHCNeKTMPOBaHuUe,
npnobpeTeHne 3HaHNRA,
hopMunpoBaHmne ymMeHui n
HaBbLIKOB, 3aKpenJeHne,
NpoBepKa 3HaHW, yMeHUn
HaBbIKOB

AyaouTopHas

(M3yyYeHne HOBOro y4ebHoro
MaTepuana, hopMUpoBaHme n
COBEpLLUEHCTBOBaHNE YMEHUN n
HaBblKoB, 0606LLeHne 1
cucTemMaTu3auns sHaHWNA,
KOHTPOJIb M KOPPEKLMSA 3HaHUN)

YCTHas peyb, NMCbMO, CXEMbI,
PUCYHKW, y4ebHMKN, y4ebHble
nocobus

OnK-6.1

OlMK-6.2

OrnK-6.3
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I;ema 4.Mpasuna odbopMneHUs peKBU3MTOB Nekumns, KOHCNeKTpoBaHue, [AyauTopHas YCTHasa peyb, NMCbMO, CXEMBbI,
OKyMeHTa. [0CyapCTBeHHbIN repb PO. M'epb npuobpeTeHne 3HaHWUNA, pPUCYHKW, y4ebHuKN, y4ebHble [OMK-6.1
cybbekTa P®. ToBapHbI 3HaK. CnpaBoYHble AaHHble 06 (hopMupoBaHMe yMeHU 1 (M3yyYeHne HOBOro y4ebHoro nocobus
opraHusaunun. Pesonouuns. MNMevaTb. HaBbIKOB, 3aKpernneHue, MaTepuana, GopMmMpoBaHne n OMNK-6.2
NpoBepKa 3HaHWN, yMeHUN COBEpLLUEHCTBOBaHNE YMEHUN n
HaBblIKOB HaBblKoB, 0606LLeHne 1 OnK-6.3
cucTemMaTusaums 3HaHUN,
KOHTPOJIb M KOPPEKLMSA 3HAaHUN)
Tema 5.NocypapcTBeHHas cucteMma Jlekuus, KOHCMeKTupoBaHue, AyanTopHas YCcTHasa pedb, MMCbMO, CXEMBI,
|noKkyMeHTauMOHHOro obecneyeHums. npruobpeTeHne 3HaHWNA, PUCYHKW, y4ebHuKN, y4ebHble [OMK-6.1
bopMMpoBaHNE yMeHUn n (n3yyYeHne HoBOro y4ebHoro nocobus
MoHATMe rocyaapCTBEHHOWN CUCTEMBbI HaBbIKOB, 3aKpenJieHune, MaTepuana, @opMmMpoBaHne n OlNK-6.2
MOKyMeHTauMoHHOro obecneyeHuns. 3agayn n yHKUUN [MpoBepkKa 3HaHUN, YyMEeHUN COBEpLUEHCTBOBaHNE YMEHN 1
rOCy4apCTBEHHOW CUCTEMbl AOKYMEHTALMOHHOIO HaBbIKOB HaBbikoB, 0606LLeHre n ONK-6.3
obecneyeHus. EonHble TpeboBaHMA KO BCEM CUCTEMaM cucTemMaTumsaums 3HaHUR,
inoKyMeHTaumn. OCHOBHble 3a4a4n ciyX6bbl KOHTPOJIb N KOPPEeKLMA 3HaHW)
NOKYMeHTaLnoHHoro obecnevyeHus.
Tema 6.0cobeHHOCTN paboThl C Nekumns, KOHCNeKTpoBaHue, [AyauTopHas YCTHasa peyb, NMCbMO, CXEMBbI,
OKyMeHTaMu. [Nounckosblin 06pa3. TpeboBaHMsa K npuobpeTeHne 3HaHWNA, pPUCYHKK, y4ebHuKN, y4ebHble [OMK-6.1
MHopMaumn. Buabl KOHTEHT-aHan3a. hopMunpoBaHmne ymMeHui n (n3y4eHne HoBoro y4yebHoro nocobus
MHbopMauMOHHbIE MapamMeTpbl cooblieHnsa. Buapl HaBbIKOB, 3aKpernneHue, MaTepuana, GopMmMpoBaHne n OMNK-6.2
KOHTPOJIS MHpOPMaLNKN. YHUPNLNPOBAHHbIE CUCTEMBI  [MPOBEPKa 3HaHUN, YMEHNN COBEpLLUEHCTBOBaHNE YMEHUN n
OKYyMeHTauunmn, 06bekTbl yHUDUKaunun. ATpnbyThl HaBbIKOB HaBblkoB, 0606LLeHne K OnNnK-6.3
KayecTBa OOKYMeHTa. CTeTMKa AOKYMEHTOB. cucTemMaTusaums 3HaHUI,
KOHTPOJIb M KOPPEKLMSA 3HAaHWUN)
eMa 7.KOHTpOJIb UCNOJTHEHUSA Jlekuus, KOHCMeKTupoBaHue, AyanTopHas YCcTHasa pedb, MMCbMO, CXEMBI,
OKYMEHTOB. [IOHATME CPOKOB UCMOSHEHNS npnobpeTeHne 3HaHNRA, PUCYHKW, y4ebHnkn, yyebHble |OMK-6.1
OKYMeHTOB B TypdupmMax. CpoKu NCNOJIHEHNS bopMMpoBaHNE yMeHUn n (n3yyYeHne HoBOro y4ebHoro nocobus
OKYMEHTOB. ®yHKUMK CNyXObl KOHTPONSA. BenomMcTBa, |HaBbLIKOB, 3aKpereHue, MaTepuana, @opMmMpoBaHne n OlMK-6.2
6ecnevmBaloLLne Ka4eCTBO AOKYMEHTOB. dTanbl cAa4yn [IpOBepKa 3HaHWIA, yMeHUN COBepLLUEeHCTBOBaHNE YMEHN 1
OKYMEHTOB B B€LOMCTBEHHbI apxus. CocTaB/ieHne HaBbIKOB HaBbikoB, 0606LLeHre n OMnK-6.3

nucen nen.

cMcTemMaTusaumns 3HaHNN,

KOHTPOJIb 1 KOPPEKLMSA 3HAHWUI)
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10. MNepeyeHb MHPOPMALUOHHbIX TEXHOJIOFMW, UCNOJIb3YyeMbIX NPU
oCyLLecTBJIeHMM obpa3oBaTesibHOIro npouecca no aucuunauHe (Mmoaynio),
BKJIlOYaA NepeyeHb NporpaMMHOro obecne4yeHusa n UHPOPMaALMOHHbIX
CNpaBO4YHbIX cucTeMm (Npu HeobxoaMMOCTH)

10.1. NepeyeHb HeOOX0AMMOro nporpaMMHoOro obecnevyeHus

Ha3BaHue

7-Zip CBob6oAHAA NLEH3USA

Adobe Reader DC CBoboaHas nmueH3uns

Microsoft Office Word 2010 Homep npoaykTta 14.0.6024.1000 SP1 MSO 02260-018-0000106-48095

10.2. NMNepeyeHb HeOOXOAUMBIX UH(DOPMALMOHHbIX CMPABOYHbIX CUCTEM:

Kaxgbin obyyvatowminca B Te4eHmne Bcero nepnona obyveHna obecnedyeH nHOANBMAYa AbHbIM
HeorpaHU4YeHHbIM OOCTYMOM K 3/1IeKTPOHHO-6UBIMOTEYHBIM CUCTEMAM:

HasBaHue

Znanium.com. ba3oBas Konekuns : 3N1eKTPOHHO-bubnnoTeyHas cuctema : cant / OO0 'Hay4Ho-n3paTtenbCKum LeHTp
MHppa-M'. - Mocksa, 2011 - - URL: http://znanium.com/catalog (nata obHoBneHus: 06.06.2019). - Pexxum gocTtyna: ong
3aperncTpup. nosib3oBaTesnien. - TeKCT: 3N1eKTPOHHbIN. PoHA SBC hopMumpyeTCs C y4eTOM BCEX N3MEHEHWUI
obpa3oBaTesibHbIX CTaHOAPTOB M BKJOYaeT y4yebHukn, y4ebHble nocobus, YMK, moHorpadun, asTopedepaThl,
anccepTaunmn, sHUNKIoONeann, CJI0Bapu U CMpaBoOYHUKN, 3aKOHO4ATE/IbHO-HOPMaTBHbIE AOKYMEHThI, CneLlnasbHble
nepvoanyeckne n3gaHus n n3gaHuns, Beinyckaemole ndgatenscrsamm By308.BOOK.RU Konnekunsa CepBuc n Typusm : canT /
3BC BOOK.RU. - MockBa, - URL: https://www.book.ru/cat/578/1. - Pexxum poctyna: onis 3aperucTpup. nojb3oBaTenen. -
TeKCT: 3N1eKTPOoHHbIN. http://znanium.com/catalog/

IPRBooks. Ba3oBasi KONnekums : 31eKTPOHHO-6nbnnoTeyHas cuctema : cant / O6LwecTBO C orpaHNUYeHHOM
OTBETCTBEHHOCTbI0O KoMmnaHus 'An Mn Ap Megua'. - CapaTos, 2010 - . - URL: http://www.iprbookshop.ru/586.html - Pexxum
[OCTyna: Ansa 3aperncTpup. Nosb3oBaTesel. - TEKCT INEeKTPOHHLIN. ABNSETCSA pacnpoCcTpaHeHHbIM 0bpa3oBaTesibHbIM
3JIEKTPOHHbIM PECYPCOM A5 BbICLLINX U CPEeAHUX CNeumnanbHbiX y4ebHbIX 3aBefeHN, Hay4YHO-UccnenoBaTebCKnx
WHCTUTYTOB, Ny6an4HbIX BubnnoTek, npuobpeTalowmx KOpnopaTMBHBIN AOCTYN AaA CBOMX 0byYaloLwmxcs, npenogasaTtenen
1 T.4. OBC BKOYaEeT y4ebHY0 N Hay4YHYI NMTepaTypy Mo HanpaBJieHNSM NOATOTOBKU BbICLLEr0 U CPEAHEro
npogeccnoHasbHoro obpasoBaHus. http://www.iprbookshop.ru/586.html

HauwvoHanbHasa anekTpoHHaa 6bubnnoteka (HIB) : henepanbHas rocygapcTBeHHas MHPOOPMaLMOHHAA cucTeMa : CanT /
MunHNCTEepCcTBO KyNbTypbl Poccninckon ®epepaunn, Poccunckasa rocyaapcTeeHHas bubnmoreka. - Mocksa, 2004 - - URL:
https://H36.pd/. - Pexxnm gocTyna: Ans 3aperucTpup. nojb3oBaTesnen. - TeKCT: 3NeKTPOHHbIN. HIB - npoekT Poccuiickom
rocynapcTBeHHon 6ubnunotekn. HaunHasa ¢ 2004 r. MNpoekT HaunoHanbHasa 31eKTpoHHasa bubnnoTteka (H3B)
pa3pabaTbiBaeTCA BeAYLMMN POCCUMACKMMUN BubnnoTekamm Npu noaaepxke MmHNCTepcTBa KyabTypbl Poccumnckom
dPepepaummn. OcHoBHas uenb HIB - obecneunTb cBOGOAHBIM [OCTYN rpakaaHaMm Poccuinckon depepaumm Ko BCEM
N34aHHbIM, U34aBaeMbIM N XpPaHALWMMCA B (DOHAAX POCCMIACKNX BMBANOTEK N34aHNAM N HayYHbIM paboTaM, - OT KHUXHbIX
MaMATHUKOB UCTOPUN 1N KYJIbTYpPbl, A0 HOBENLLNX aBTOPCKUX Npou3BeaeHunin. B HacToawee BpeMsa npoekT H3b BkaovaeT
6oee 1.660.000 31eKTPOHHbLIX KHUT, 6onee 33.000.000 3anucen kaTanoros.POCCUNCKASA HALIMOHANIbHASA BUBJINOTEKA
(PHB) : canT / Poccninckas HaumoHanbHas bubnnoTteka. - MockBa : PHB, 1998. - URL: http://nir.ru/. - Pexxum gocTtyna: ans
3aperncTpup. noab3oBaTenemn. - TeKCT: 3NIeKTPOHHbIN. '... 04Ha U3 KPyNHenLwmx B Mupe 1 BTopas no seanynHe oHA0B B
Poccuiickon ®enepaumm - CAy>XUT POCCUACKON KybType U HayKe, XpaHUT HaluMOHaIbHY10 MaMaTk, cnocobcTByeT
NpoCBeLLeHNI0 HacenaLWwmx Poccuio HapoaoB 1 pacnpocTpaHeHWo naen ryMmaHmsma. ... B doHgax bnbanorekn xpaHntcs
6onee 38,6 MAH 3K3. NpoM3BeAEHNN NEYaTN N NHbIX NHHOPMALMOHHbLIX PECYPCOB, B TOM YUC/E U Ha 3JIEKTPOHHbIX
HOCUTeNAX, AOCTYMNHbIX LUMPOKOMY Kpyry rnosib3oBaTenen. ExxerogHo PHB nocewaeT okoso 850 ThiC. YuTaTenem, KoTopbiM
BblAaeTca A0 5 MJIH U3JaHUN, K ee 3NeKTPOHHbIM pecypcaM obpallatoTcs 3a rof cebile 10 MAH yaaneHHbIX
rnonb3oBaTenen. ... CoxpaHasa KyabTYPHYI U UICTOPUYECKYIO MPeeMCTBEHHOCTb, BEPHOCTb BubanoTeyHbIM TpaanumamMm,
3aJ10)keHHbIM eLle B iMnepaTopckon MybnnyHon 6ubnmoteke, PHb cerogHs — coBpeMeHHoe MHdOopMaLoHHoe
yypexAeHue, ocHaleHHoe HoBenwnm obopyaoBaHMEM N CBOEBPEMEHHO OTBeYaloLLee Ha HacCyLHble BbI30Bbl BpEMEHN.'
(umTaTa ¢ canta PHB: http://nir.ru/nir visit/RA1162/rnb-today ) https://H36.pd/

eLIBRARY.RU. : Hay4Has anekTpoHHasa bubnunoTeka : canT. - Mocksa, 2000. - . - URL: https://elibrary.ru/defaultx.asp. -
Pe>xxum pocTyna: ANnsa 3apeructpup. nonb3oBaTenen. - TEKCT: 3NeKTPOHHbIN. MNMnaTtdopma eLIBRARY.RU 6bina co3fnaHa B
1999 roay no nHMumaTmee Poccminckoro poHAa pyHAaMeHTaslbHbIX UCCedoBaHUM Ana obecnevyeHns pOCCUNCKMM YYEHBIM
3JIEKTPOHHOr0 A0CTYyNa K BeAyLMM MHOCTPaHHbIM Hay4YHbIM usgaHusam. C 2005 roga eLIBRARY.RU Ha4vana paboTy ¢
PYCCKOA3bIYHBIMU NYBANKALNAMUN U HbiHE ABNSETCA BeAyLLlel 3N1eKTPOHHON 61banoTekon Hay4HON NepnoanKn Ha pycCcKom
A3blke B Mupe. https://elibrary.ru/defaultx.asp

CYBERLENINKA : Hay4Hasi anekTpoHHasa bubnunoTeka : canT. - Mocksa, 2014. - . - URL: https://cyberleninka.ru// - Pexxunm
0OCTyna: ANs 3aperncTpup. nosb3oBaTenienl. - TEKCT: 3N1eKTPOHHbIN. KnbepJleHnHKa - 3TO Hay4yHas 3/1eKTPOHHas
bnbnnoTeka, NOCTPOEHHAs Ha NapaAnrmMe oTKpbITOM Haykn (Open Science), 0OCHOBHbIMU 3ag4a4aMu KOTOPOW ABSieTCA
nonynspmusaums Haykm n Hay4Hon AeATeNIbHOCTU, 06LECTBEHHBIN KOHTPOJIb Ka4yecTBa Hay4HbIxX Nybnnkauunii, passmtue
MEXANCUMMIMHAPHBIX NCCIeA0BaHNA, COBPEMEHHOIO NHCTUTYTa Hay4YHON peLeH3un, NoBbILWEHNE LUTUPYEMOCTH
POCCUICKON HayKn 1 MOCTPOeHMe NHPaCTPYKTYpPbl 3HaHUN. https://cyberleninka.ru/

Meprognyeckne n3gaHns AocTynHole obyyarowmmcs n coTpyaHmukam ®re0Y BO MITY no noAnncke U Ha 0OCHOBaHUKU
KOHTPaKTOB U JIMLEH3NOHHbLIX cornaweHunin. /index.php/resursy/37-periodicheskie-izdaniya
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Ona oby4vatowmxcsa obecneyeH gocTyn (yoaneHHbIM 4OCTYN) K CNefyowmm COBpeEMEHHbIM
npodeccnoHanbHbiM 6a3am gaHHbIX, MHHOPMALNOHHBIM CAPAaBOYHbIM U MONCKOBbLIM CUCTEMAM:

HasBaHue

Znanium.com. ba3oBas Konekuns : 3N1eKTPOHHO-bubnnoTeyHas cuctema : cant / OO0 'Hay4Ho-n3paTenbCKum LeHTp
MHppa-M'. - Mocksa, 2011 - - URL: http://znanium.com/catalog (naTta obHoBneHus: 06.06.2019). - Pexxum gocTtyna: ong
3aperncTpup. nosib3oBaTtesnien. - TeKCT: 31eKTPOHHbIN. DoHA IBC hopMmumpyeTCcs C y4eTOM BCEX N3MEHEHUI
obpa3oBaTesibHbIX CTaHAAPTOB M BKJOYaeT y4ebHukn, y4ebHele nocobus, YMK, moHorpadun, asTopedepaThl,
anccepTaunn, sHUNKIoONeann, CJIoBapu U CMpaBoOYHNKN, 3aKOHOAATE/IbHO-HOPMaTBHbIE AOKYMEHTbI, CNeLnasbHble
nepvoamnyeckue n3gaHns n n3gaHuns, Belnyckaemole nsgatenscrsamm sy308.BOOK.RU Konnekunsa CepBuc n Typusm : canT /
3BC BOOK.RU. - MockBa, - URL: https://www.book.ru/cat/578/1. - Pexxnum poctyna: ons 3aperncTpup. nojb3oBaTenen. -
TeKCT: 371eKTPOoHHbIN. http://znanium.com/catalog/

IPRBooks. Ba3oBasi Konnekums : 31eKTPoHHO-6nbnnoTeyHas cuctema : cant / ObLwecTBo C orpaHNYeHHOM
OTBETCTBEHHOCTbI0O KoMmnaHus 'An Mn Ap Mepgua'. - CapaTos, 2010 - . - URL: http://www.iprbookshop.ru/586.html - Pexxum
[oCTyna: Ansa 3aperncTpup. nosb3oBaTesNel. - TEKCT INEeKTPOHHLIN. ABNSETCA pacnpoCcTpaHeHHbIM obpa3oBaTesibHbIM
3JIEKTPOHHbIM PECYPCOM A5 BbICLUMX U CPeAHMX CheumnanbHbiX y4ebHbIX 3aBefeHN, Hay4YHO-UccaenoBaTebCKnx
WHCTUTYTOB, NYBNNYHbIX BbMoTek, NprobpeTalowmx KOprnopaTUBHLIN AOCTYN A5 CBOMX oBy4alomxcs, npenonaBaTenei
n T.4. OBC BKJOYaET y4ebHY0 N Hay4YHYI0 NMTepaTypy MO HanpaBJieHNSM NOATOTOBKU BbICLLEr0 U CPeAHEro
npodgeccnoHanbHoro obpasosaHus. http://www.iprbookshop.ru/586.html

HauwvoHanbHasa anekTpoHHaa 6bubnnoteka (HIB) : henepanbHas rocygapcTBeHHas MHPOPMaLMOHHAa cucTemMa : CanT /
MunHNCTEepCcTBO KyNbTypbl Poccninckon ®epepaunn, Poccunckasa rocyaapcTeeHHas bubnmoreka. - Mocksa, 2004 - - URL:
https://H36.pd/. - Pexxnm gocTyna: Ans 3aperucTpup. nojb3oBaTenen. - TeKCT: 31eKTPOHHbIN. HIB - npoekT Poccuiickomn
rocynapcTseHHon 6ubnunotekn. HaumHasa ¢ 2004 r. MNpoekT HaunoHanbHasa 3n1eKTpoHHasa bubnnorteka (H3B)
pa3pabaTbiBaeTCA BeAYLMMN POCCUMANCKMMUN BubnnoTekamm npu noaaepxke MuHNCTepcTBa KyabTypbl Poccumnckom
Pepepaummn. OcHoBHas uenb HIB - obecneunTb cBOGOAHBIM [OCTYN rpakaaHaMm Poccuinckon degepaumm Ko BCEM
N34aHHbIM, U34aBaeMbIM N XPaHALWMMCA B (DOHAAX POCCUACKNX BMBNOTEK N3[aHNAM N HayYHbIM paboTaM, - OT KHUXHbIX
MaMATHUKOB UCTOPUN 1N KYJIbTYpPbl, A0 HOBENLUNX aBTOPCKUX Npou3BeeHunin. B HacToawee BpeMsa NnpoekT H3b Bkao4aeT
6os1ee 1.660.000 31eKTPOHHbLIX KHUF, 6onee 33.000.000 3anucen kaTanoros.POCCUNCKASA HALMOHANIbHASA BUBJTINOTEKA
(PHB) : canT / Poccninckas HaumoHanbHas 6ubnnoTteka. - MockBa : PHB, 1998. - URL: http://nir.ru/. - Pexxum gocTtyna: ans
3aperncTpup. nosab3oBaTesnien. - TeKCT: 3NIEKTPOHHbLIN. '... 04Ha N3 KPyNHeNnLwmx B Mupe 1 BTopas no seanynHe oHA0B B
Poccuiickon ®efepaumm - CAy>XUT POCCUACKON KybType U HayKe, XpaHUT HauMOHaJlbHY10 NaMaTb, cnocobcTByeT
NpoCBeLLLEeHNI0 HacenaLWwmx Poccuio HapoaoB 1 pacnpocTpaHeHWo naen rymaHmsma. ... B doHgax bubnnorekn xpaHntcs
6onee 38,6 MAH 3K3. NpoM3BeAEHUN NeYaTN N NHbIX NHHOPMALIMOHHbLIX PECYPCOB, B TOM YUC/E U Ha 3JIEKTPOHHbIX
HOCUTeNAX, AOCTYMNHbIX LUMPOKOMY KpYry noJsib3oBaTenen. ExxerogHo PHB nocelwaeT okosio 850 ThiC. YuTaTenemn, KoTopbiM
BblAaeTca A0 5 MJIH U3JaHun, K ee 3NeKTPOHHbIM pecypcaM obpallatoTcs 3a rof cebile 10 MAH yaaneHHbIX
rnosb3oBaTenen. ... CoxpaHasa KyabTYPHYIO U UCTOPUYECKYIO MPeeMCTBEHHOCTb, BEPHOCTb BubanoTedHbIM TpaanumamMm,
3aJ10)KeHHbIM eLle B MiMnepaTopckon MybnnyHon 6ubnmoteke, PHb cerogHs — coBpeMeHHoe MHpOopMaLoHHoe
yypexAeHue, ocHalleHHoe HoBenwnm obopyaoBaHMEM N CBOEBPEMEHHO OTBeYaloLee Ha HacCyLHble BbI30Bbl BpEMeHN. '
(umTaTa ¢ canta PHB: http://nir.ru/nir visit/RA1162/rnb-today ) https://H36.pd/

eLIBRARY.RU. : Hay4Has anekTpoHHasa bubnnoTeka : canT. - Mocksa, 2000. - . - URL: https://elibrary.ru/defaultx.asp. -
Pe>xxum pocTyna: oNnsa 3apeructpup. nonb3oBaTenienn. - TEKCT: 3NeKTPOHHbIN. MNMnaTtdopma eLIBRARY.RU 6bina co3naHa B
1999 rony no nHMumnaTmee Poccminckoro poHaa pyHAaMeHTasbHbIX UCCenoBaHN ana obecrnevyeHns pOCCUNCKMM YHEHBIM
3JIEKTPOHHOI0 A0CTYNa K BeAyLMM MHOCTPaHHbIM Hay4YHbIM usgaHusam. C 2005 roga eLIBRARY.RU Ha4vana paboTy ¢
PYCCKOA3bIYHBIMU NYBANKALMAMMN 1 HbiHE ABNSETCA BeAyLLeN 3N1eKTPOHHON 61banoTekon Hay4HON NepnoanKn Ha pycCcKkom
A3blke B Mupe. https://elibrary.ru/defaultx.asp

CYBERLENINKA : Hay4Has aneKkTpoHHasa bubnnoTeka : canT. - Mocksa, 2014. - . - URL: https://cyberleninka.ru// - Pexxunm
[OCTyna: ANs 3aperucTpup. nosb3oBaTenien. - TEeKCT: 3NeKTPOHHbIN. KnbepJleHnHKa - 3TO Hay4YHas 3/1IeKTPOHHas
6nbnnoTteka, NOCTPOEHHAs Ha NapaAurmMe oTKpbITOM Haykn (Open Science), 0OCHOBHbIMU 3afa4aMu KOTOPOW ABISETCA
rnonynsipusaumns Haykn n Hay4yHon AesiTeNIbHOCTU, 06 eCTBEHHbIN KOHTPOJIb KayecTBa Hay4YHbIX NybnmMkauui, pa3sutue
MeXANCUMMNAMHAPHBIX NCCIeA0BaHWNA, COBPEMEHHOI0 NHCTUTYTa Hay4YHON peLeH3uKn, NOBbILWEHNE LUTUPYEMOCTH
POCCUINCKON HayKn 1 MOCTPOeHMe NHPPaCTPYKTYpPbl 3HaHUN. https://cyberleninka.ru/

Meprognyeckne n3gaHns AocTynHole obyyarowmmcs n coTpyaHmnkam ®re0Y BO MITY no noAnnMcke U Ha OCHOBaHUW
KOHTPaKTOB U IMLEH3UOHHbIX cornaweHunin. /index.php/resursy/37-periodicheskie-izdaniya
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11. OnucaHue MaTepuaJsibHO-TeXHM4Yeckon 6asbl Heobxoaumon ans
OoCyLLecTBJ/IeHMA OoOpa3oBaTeJIbHOro Npouecca No aucuuniuHe (Moaynio)

HanMeHoOBaHUsA cneumasnbHbIX
noMeLLeHU’ U NOMEeLLEeHUn ans
caMocCToATesIbHOW paboTbl

OCHaLLEeHHOCTb cneumnanbHbIX
noMeLLeHU’ U NoOMeLLeHn ans
caMocTosTesIbHOW paboTbl

MepeyeHb NULEH3UOHHOIO
nporpaMMHoro obecnevyeHus.
PekBu3uTbl NnoaTBEepXaaloLero
OOKYMEHTa

YyebHasa ayantopus ons nposeneHus
3aHATUA NEKLMOHHOro Tuna
(5-5-16)385000, Pecnybnuka Apbires,
r. Mankon, yn. KykoBckoro/
yn.Mponetapckas, oom Ne 30/g0M Ne
234 (385000, Pecnybnuka Apbires, r.
Marikon, yn. Xykosckoro, noMm Ne30/
yn.MponeTtapckas, aom Ne234, cTp. 1),
Y4yebHbIn kopriyc Ne 5

YyebHas mebenb Ha 54 nocanoyHbIX
MecCTa, A0CKa, MyNbTUMeaniiHoe
obopynoBaHme (NpoeKTop, 3KpaH)

7-Zip CBoboaHasa nuueH3na Adobe
Reader GC, CBoboaHas nnueH3ns
Microsoft Office Word 2010 Homep
npoaykTta 14.0.6024 1000 SP1 MSO
02260-018-0000106-48095 AHTUBMPYC
Kaspersky endpoint security
JlnueH3noHHbIM gorosop oT 17.02.2021
N.203-20122401

YyebHasa ayantopus ons nposeneHus
3aHATUN NEKLMOHHOI0 1 CEMUHAPCKOro
Tmnos (5-5-19)385000, Pecnybnunka
Apbires, r. Mankon, yn. KyKoBckoro/
yn.Mponetapckas, oom Ne 30/g0M Ne
234 (385000, Pecnybnuka Apbires, r.
Marikon, yn. Xykosckoro, nom Ne30/
yn.MponeTtapckasa, aom Ne234, cTp. 1),
Y4yebHbIn kopriyc Ne 5

Y4yebHasa mebenb Ha 30 NocanoyHbIX
MEeCT, A0CKa, MyJiIbTUMEeANNHOEe
obopypnoBaHuMe (NpoeKTop, 3KpaH)

7-Zip CBoboaHasa nuueH3na Adobe
Reader GC, CBoboaHas nnueH3ns
Microsoft Office Word 2010 Homep
npoaykTta 14.0.6024 1000 SP1 MSO
02260-018-0000106-48095 AHTUBMPYC
Kaspersky endpoint security
JlnueH3noHHbIM gorosop oT 17.02.2021
N.203-20122401

MoMelleHne o XpaHeHUs 1
npognaakTU4Yeckoro obcnyxmBaHms
obopynoBaHus: UHPOPMALIMOHHO-
TexHu4yeckuin otgen, r. Mankon, yn.
MepBomamckas, 191, kab. 318

TexHu4eckune cpencTBa obyyeHuns,
cy>Xaluume oNs npefocTaBieHns
yyebHol nHpopmaumnm 6onbLuoin
ayauTopum

7-Zip CBoboaHasa nuueH3na Adobe
Reader GC, CBoboaHas nuueH3ns
Microsoft Office Word 2010 Homep
npoaykTta 14.0.6024 1000 SP1 MSO
02260-018-0000106-48095 AHTUBMPYC
Kaspersky endpoint security
JlnueH3noHHbIM gorosop oT 17.02.2021
N.203-20122401

MomelleHne AN CaMOCTOATEsIbHON
paboTbl 06yHaloLWNXCA: YATANbHbIA 3an
MITY, r. Mankon, yn. NepBomaickas,
191, 3 3Tax

KoMnbloTepHoe OCHaLLeHMe C BbIXOLOM
B MHTepHeT Ha 30 nocafo4HbIX MecCT,
OCHaLLeHHbIEe CNeunanm3npoBaHHON
Mebesnbio (CTynbs, CTOJIbI, WKadbl,
WKadbl BbICTaBOYHbIE),
MynbTUMeAuiHoe obopynoBaHue,
OprTeXHNKa/MPUHTEpPbI, CKaHephI,
KCEPOKC)

7-Zip CBobonHasn nuueH3us Adobe
Reader GC, CBobogHasa nuueH3uns
Microsoft Office Word 2010 Homep
npoaykTta 14.0.6024 1000 SP1 MSO
02260-018-0000106-48095 AHTUBUPYC
Kaspersky endpoint security
JInueH3noHHbIM gorosop ot 17.02.2021
Ne203-20122401
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