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1. OBIIASA XAPAKTEPUCTUKA MOAYJA « IOKYMEHTOBEJIEHUE»

1.1. AHHOTAUMS COEPKAHUSA MOTYJIA

Wzyuenune moayist «J{okymMeHTOBeIeHHe» MMECT NMPAKTUUYCCKYIO0 3HAYUMOCTb, JaBas HaBBIKU
110 OCBOCHHIO OPTraHHU3alliK U PYKOBOJICTBY 3JICKTPOHHBIM TOKYMEHTOOOOPOTOM Ha MPEANPHSITHH.
CTymeHThl HM3y4arOT TEOPHI0 M MPAKTUKY JEIONMPOM3BOJACTBA C YYETOM OCOOCHHOCTEH
COBPEMEHHBIX KOMIIBPIOTEPHBIX CHCTEM U ceTell. PaccMaTpuBarOTCs OCOOEHHOCTH IOATOTOBKH
JIOKYMEHTOB B 0(hHCHOM cpeje.

1.2. CtpykTypa u 00beM MOYJIsi

Tabauma 1
N O0beM AUCHUILINH MOAYJIS
[
/' IlepevyeHb AUCHUIINH MOAYJISA B MOCJ€I0BATEJIbHOCTH HX OCBOCHUS H BCEIro MOayJisl B 3a'€THBIX
wn eIMHUILAX ¥ Yyacax
1 JlokymMeHTOBEICHNE 3/108
3/108
HUTOI'O no moxayro:

1.3. ITocienoBaTe/IbHOCTH OCBOEHHSI MOYJIsl B 00pa3oBaTe/IbHOIi porpaMmme

IIpepexkBU3UTHI MOAYJISt HUnghopmamuxa
ITocTpeKkBU3UTHI M KOPPEKBU3UTHI IIpasoseoenue, 3awuma ungopmayuu, Ynpaenenue
MOTYJIsI ungopmayuonHol 6e30nacHoCmvio

1.4. PacnipeaesieHe KOMIeTEHUMA MO AMCHUILIMHAM MOAYJIS, JIAHUPYeMble pPe3yJbTaThl
00y4yeHHs (MHAMKATOPHI) 110 MOAYJIIO

W3yyenne AMCUMIUIMH MOAYJIS  IpexycMarpuBaeT  (OpPMHUPOBAHHE  KOMIIETEHIMH
MOCPEJICTBOM TOCIIEIOBATEIbHOTO OCBOEHUS PE3y/bTaToB OOY4YEHHUs Ha OIpPEIeICHHOM YPOBHE
CJIOKHOCTH COJEP/KAHMSL.

Pe3ynprarel 00ydeHus 1o IUCHUIUIMHE — 3TO KOHKPETHBIE 3HAHMSI, YMEHHUSI, OIIBIT U APYTUe
pe3yabTarhl (copepKareabHble KOMIIOHEHTHI KOMIIETEHLMH), KOTOPHIX IUIAHUPYETCS JOCTUYb Ha
JTane W3y4yeHUs JUCHUIUIMHBI MOAYJIS M KOTOpbIE JOJKHBI OyayT MpOJAEeMOHCTPUPOBAHbI
oOyyaronMMKCsT W OLIEHEHBl IMperojaBaTelieM [0 HWHIUKATOPaM/U3MEPSEMbIM  KpPUTEPUSIM.
Pesynbrartel 0oOydeHus GOpMyNHUpYIOTCS TjlarojaMu B akKTUBHOM (opMe WM OTIIarojibHbIM
CYIIECTBUTENBHBIM, JIOJDKHBI ~ COAEp)KaTh HHAMKATOp/M3MEpsieMbli  KpuTepuil  (Hampumep,
CaMOCTOSITENILHO  (pOpMyNTUpOBaTh  MPEIJIOKEHHUS...; OHUMATh/TIOHUMAaHUE, PACCUUTHIBATDH
HE00X0/IMMOE KOJMYECTBO MAaTEpUaloB.../ pacueT HEeOoOXOAMMOro KOJIWYECTBA MAaTEpUANOB... U
T.11.). [Ipu BeIOOpE I11aros0B MojIe3HO ONUPaThCsl Ha TaKCOHOMMIO briyma.

WnaukaTtop — 3T0 MpU3HAK / CUTHAN/ MapKep, KOTOPBIA MOKA3bIBAaeT, HA KaKOM YpPOBHE
00y4aromuiicsl T0JKEH OCBOUTh PE3YJbTaThl O0yUEHUS! U UX MPEAbABIECHUE JOJKHO MOATBEPAUTD
(bakT 0OCBOEHHUS MPEIMETHOTO COACPKAHUS TaHHOM TUCIUTUIUHBI.

WNuaukaTopsl JOMKHBI YYUTHIBATHCS MPU BHIOOpE M COCTABJIEHWHU 3aJaHUM KOHTPOJBHO-



OLICHOYHBIX MEPONIPHUATHI (OICHOUHBIX CPEJICTB) TEKYIIEH 1 MPOMEKYTOUHON aTTeCTaIlHH.

Tabmuma 2
[Inanupyemblie pe3ynbTaThl 00y4eHHS (MHIUKATOPHI)
Apyrue
pe3yibT
aTbl
(ykaszwvig
aromces
Koa u npu
A P Monysu u
HAaUMeHOBaHHe . HeobX00
IIpakTuyeckunii AUCHUILIUHBI
KOMIIeTEeHI[UH 3HaHua: YmMeHusn: umocmu,
ONbIT, BJIaJeHNe N
npumepy
H
JUYHOC
mHole
Kauecme
a)
PO1-3 OIIK5 PO1-VY OIIK5
3HaeT cocTaB u YMeeT npuMeHsITh
coiepKaHue JIEACTBYIOLLYIO
Poccuiickux u HOPMAaTHBHYIO
MEX1yHapOIHbIX 0azy,
HOPMAaTUBHBIX HOpPMAaTHUBHBIE
MPaBOBBIX aKTOB MIPaBOBBIC AKTHI
OIIK-5. Criocoben p ’ P ’
OHMCHSTE HOPMATUBHBIX U HOPMAaTUBHEIE U
P METOTNUECKUX METOIUYECKUE PO1-B OIIKS5S
HOPMATHBHEIC JIOKYMEHTOB JOKYMEHTHI JJIs Brnaneer meTomamu
MIPABOBBIE AKTHI, M ’ Y
MEXTOCYAapCTBEH MPUHATHUS TOMCKA U aHalln3a
HOPMAaTHHBIC U
HBIX U MIPABOBBIX U HOPMATHUBHBIX JlokymeHTOBE
METOIMYECKHE
TOKYMEHTHI MEXIYHAPOJHBIX | OPTraHU3AIMOHHBIX | TPABOBBIX AKTOB, JIeHNE
M ’ CTaHAapTOB, Mep 1O 3alIUTe HOPMATUBHBIX U
periiaMeHTHPYIOIIHU
periaMeHTUPYIOI] uHpopmaruu METOMYECKUX
€ JIeSITeIbHOCTD T10
samTe HUX JIEITEIbHOCTD PO2-V OIIK5 JIOKYMEHTOB,
I10 3aIuTe YmMmeer perIaMEeHTUP YOI
uH(bopMauu
uHdopmanuu pa3pabaThiBaTh X JIeSITEIbHOCTD 10
PO2-3 OIIKS IIPOEKTHI 3aIInTe
3Haer HOPMAaTUBHO- uHbOopMaIuu
METO0JIOTUIO MIPaBOBBIX aKTOB H
yIpaBICHUS OpraHU3aIMOHHO-
MH(POPMAIIMOHHON | pacCIOpPSIAUTEIbHBI
6€3011acCHOCTHIO, X TOKYMEHTOB,
OCHOBaHHYIO Ha persiaMeHTHUPYFOII]
HOPMATUBHBIX U UX JIeITEeIbHOCTh
METOIMYECKUX 10 3aIUTe
JIOKYMEHTax uH(pOpMaIun

1.5. ®opma o0yueHus



OOyuenue 1o TUCHMIIIMHAM MOJYJISI MOKET OCYIIECTBISATHCA B OUHOU opme

2. COAEP)KAHUE N OBECHHEYEHHUE PEAIN3ALIUMU JUCHUIIJIMH MOAY JIS1



INPOI'PAMMA MOAYJIA
Jlokymenmoseoenue

PA3JIEJI 2. COJEPKAHUE U OBECHEYEHUE PEAJIM3ALIMM JUCHUATIIIAH
MOJIYJISA

PABOYAS ITPOT'PAMMA JINCHUIIJINHBI 1
Jlokymenmosedenue
Pabouas mporpamMma IUCHIUTUIMHBI COCTABIICHA aBTOPAMH:

Ne i/m | ®amuiusa Umsa Ot4yecTBo Yuenas crenens, JlomkHOoCTD Honpasnenenue
yuyeHoe 3BaHue
1 Komnepos Annpeit K.1.H., noueHT JOLICHT Yuebno-nayunwiii
Cepreesuu yewmp
«Hngpopmayuonna
5 0e30nacHoCmb)

PexomeHg0BaHO  y4eOHO-METOAMYECKHM  COBETOM HHCTHUTYTa  PaJHMOdJIEKTPOHHUKHU
MH(OPMALIMOHHBIX TEXHOIOTHM - PTO

u



2. COAJEP) KAHUE 1 OCOBEHHOCTHU PEAJIM3ALINU JUCLHUIIJIMHBI 1-

loxymenmogederue

2.1. TexHojoruu Oﬁy‘leHI/IH, HUCI0JIB3YyE€MbI€C IPU U3YYCHUHU TUCHHUIIIMHBI MOAYJIH

- TpanuunonHasi (penpoAyKTUBHAsL) TEXHOJIOTHS (opuenmuposana na nepeoawy 3namuii u yMenutl,

obecneyugaiowas yceoeHue oOyYaruUMUCs COOePHCAHUs 0OYYeHUs, NPOBEPKY U OYEHKY e20 Kayecmea Ha
PenpoOyKmMuUBHOM Ypo8He),

2.2. Conep:xkanue THCIHUITHHBI 1

Tabnuma 1.3
Kon
Pa3pnen, rema
pasuena, N Coaep:xanue
TeMbI AU CUMILJINHBI
1 TeopeTnueckne OCHOBBI [Ipenmer, 00BEKT, CTPYKTYpa IOKYMEHTOBECHNS,
JOKYMEHTOBEJCHUS B3aMMOJEHCTBHUE C IPYTHMHU HayKaMHu
[Mpu3nakyu knaccuuKauy CUCTEM TOKYMEHTO000pOTA.
Knaccudukanus cucrem p uran JOKY P
2 Ha3znaueHnue u cocTaB OTAEIBHBIX CUCTEM
JOKYMEHTalUU
JIOKYMEHT0000poTa
[onsitre nokymentoobopora. [lopsmok mpoxoxaeHuUs
y p
Pa3iIMYHbIX BUAOB JOKYMCHTOB. OpFaHI/BaHI/IS{
“H(OPMAITMOHHO-CITPABOYHOHN paOoTHL. B3anMoCBsI3b
OcHoBHbIE TpeOOBaHUS K (opman P P
MIPOILIECCOB PErHCTPALIH, KOHTPOJIS 32 CPOKAMHU
3 OpTraHn3aly CUCTEM por PETHCTPALind, KOHTD P .
6 UCTIOJIHEHHS JOKYMEHTOB, HH(POPMAaIMOHHO-CIIPABOYHOM
AOKYMEHTOO00pOTa pabotbl. CucteMsl U pOPMBI perucTpaluy JOKYMEHTOB.
3aBHUCHMOCTH HH()OPMAIIMOHHO-TIOMCKOBON CHCTEMBI OT
(OpMBI perucTpanuu T0KyMEHTOB
3aauu, opraHu3alys Nporecca SKCIePTH3bI IEHHOCTH
DKcnepTu3a eHHOCTH 1, op L POt P 1
4 JOKYMEHTOB, HOPMaTHBHO-METOANYECKast 0a3a HKCIIEPTU3BI
JIOKYMEHTOB
LIEHHOCTH JIOKYMEHTOB
OCHOBHBIE Tpe6OBaHI/IH K OCHOBHBIE IIOHATHS O KOHq)I/IL[eHuI/IaJILHOCTI/I.
5 KOH(PHUACHITMAITBHOCTH HopwmartusHo-nipaBoBasi 6a3a 00paboTKH JOKYMEHTOB,
JTIOKYMEHTOB coJieprKaIinx KOHQUICHIIMATLHYI0 HHPOPMAITHIO.

2.3. [IporpamMma JTUCIHUIUTMHBI peaJIn3yeTCsl Ha TOCYIapCTBEHHOM si3bike Poccutickoit denepanuu

2 4. YYEBHO-METOJNYECKOE 1 UH®OPMAIIMOHHOE OBECIIEYEHHE
T CHUTIIMHBI

Hoxymenmoseoenue

JJIeKTPOHHBIE pecypchl (M31aHHA)
- O5C, Ha komopbie ecmb ROONUCKA,

- elar.urfu.ru,
- unble catimul 8 domere Urfu.ru.
Ceedenus bepymcs u3 31eKMpPoOHHO20 Kamanoza OubIuomexu

ITeyaTHbIE U3TaHUSA


http://lib.urfu.ru/course/view.php?id=76

1. I'punbepe A.C. [lokymenmayuonnoe obecneyenue ynpasienus / A.C. I punbepe ; H.H.
Topbaués ; O.A. Myxamemwuna .— Mockea : FOnumu-/lana, 2015 .— 391 c.

2. Kynsies A.B. Konghuoenyuanvrhoe 0e10npou3800Ccmeo u 3auuyeHublll 31eKmpOoHHbLI
0oxymernmoobopom: [yuebnux no nanpasienusm noocomosxku 032000 " Jlokymenmosederue u
apxugoseodenue”, 08500 "Meneodoxcmenm", 090100 "Unpopmayuonnas 6ezonacnocms”, 032001
"Jloxymenmosederue u 00Kymenmayuonnoe obecneuerue ynpasienus”, 080507 "Mernedocmenm
opeanuzayuu", 090103 "Opeanuzayus u mexnonoaus sawumol ungopmayuu” / H. H. Kynses, A. C.
Hemywxun, A. I'. Dabpuunos, noo peo. H. H. Kynsesa.— M.. Jlococ, 2011 .— 449 c.: un. —
(Hosas Ynusepcumemckas bubnuomexa).— bubauoep.: c. 421-448 .

3. Koughuoenyuanvroe oenonpouzsoocmeo / A. U. Anexcenyee.— M. : bBuznec-uuxona
"Unmen-Cunmes", 2001 .— 157 c.

4. Pomanos J].A. Ilpasoa 06 snekmponnom ookymenmoobopome / /. A. Pomanos, T. H.
HUnvuna, A. 10. Jlocunosa.— M.: JIMK Ilpecc: AiiTu, 2002 .— 224 c.

Jlononnumenvnas numepamypa:

1. Makaposa H.B. KommnstoTepHoe Ae10mpon3BOACTBO : [y4el. mocoOue A By30B 1O
cnenuansHocTy "llpukinagnas uapopmaTika" U APYruM 3KoH. criermanbHocTsaM| / H. B. Makaposga,
I'. C. Hukomnaituyk, FO. ®@. TutoBa .— CIIO. [u gp.] : [Tutep, 2005 .— 410 c.

2. Kyzuenos, 1.H. lenonpousBoactso. JlokymMmeHTallMOHHOE 00ecriedeHne yrpaBIeHHUs:
cnpaBoyHoe nocooue st By30B / U. H. Ky3nenoB.— PocroB-Ha-/{ony : ®enunkc, 2014 11 .—
396 c.

3. bapnaes O.A. JlIokyMeHTOBeIeHUE : y4eO. AJis CTYI€HTOB BY30B, 00yUYaroIuXcsl 110
crenuaabHOCTAM "Opr. ¥ TeXHOI0Tus 3amuThl HHGopM." 1 "KomrmiekcHas 3amuTa 00beKTOB
uHpopmaruzanun" HanpasieHus moarot. "Mudopm. 6e3onacuocts" / D. A. bapnaes, B. b.
KpaBuenko .— 2-¢ u31., crep. — Mocksa: Akagemus, 2010 .— 304 c.

4. 3unosbeBa H.b. JlokymenToBenenue: Yue6.-meroa. nmocobue / H.b. 3unoBeeBa .— M. :
[Tpodwuznar, 2001 .— 208 c.

5. JlapskoB H.C. JlokymenToBenenue : yueoHoe nmocobue / H. C. JIapskos ; Tom. roc. yH-
T.— MockBa: ACT: Bocrok-3amaz, 2006 .— 427 c.

IIpodeccnonanbubie 0a3bl JAHHBIX, HHPOPMAIMOHHO-CIIPABOYHBIC CHCTEMbI
Cmanoapmot - Humepnem nopman https://docs.cntd.ru

Matrepuansl gis aun ¢ OB3
Becy kontent OBC mpencrtaBieH B Buzae (aiuioB crneuuanbHoro Qopmara  JuIs
BOCITPOMU3BCACHUA CHHTE3aTOPOM pPC€UM, a4 TAKKEC B TECCTOBOM BHJC, IPUTOAHOM [JIsI MPOUYTCHUA C
UCIIOJIb30BAaHUEM SKPAHHOM JyIbl U HACTPONKONW KOHTPACTHOCTH.

Ba3bl JaHHBIX, HHYOPMAIMOHHO-CIIPABOYHBIE H OHCKOBbIE CHCTEMbI
1. http://www.intuit.ru/ - HanmonaneHbIit oTKpeIThI yHUBepcuTeT « THTYUT»
2. http://www.edu.ru/ - ®enepanbHbiii noprai. Poccuiickoe odpasoBaHue.
3. http://study.ustu.ru —mmopran nabopMaOHHO-00pa3oBaTeIbHBIX pecypcoB YpdY

2.5. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCIUIIJINHBI

Hoxymenmoseoenue
Caenennsi 00 OCHAIIEHHOCTH JUCHUIIMHBI CIENUATU3UPOBAHHBIM M JIa00PaATOPHBIM
o0opyaoBaHNeM M NIPOrPAaMMHBIM o0ecreYeHneM

Tabmuma 3.1
Ne Buanl 3angaTnii OCHAIIEHHOCTh CNEeNHAJIbHBIX IlepeyeHb JMLEH3UOHHOTO
n/n NMOMeLIeHHI U TOMeIleHn i ISt NMPOrpaMMHOro odecrne4eHus.
€CaMOCTOATEIbHOM PadoThI PexkBH3UTHI NOATBEPKAAIOILET0
JOKYMEHTa
1. Komnviomepnotil knacc. 1. Microsoft Windows 7




Jlexuuu; [pakTruueckue
3aHATHUS,

Koncynpranuu;
CamocrosTenpHas paboTa
CTYACHTOB;

2. Ilepconanvusiii
KoMAblomep npenooasamesi ¢
MYTMUMEOUA-NPOEKMOPOM U

IKPAHOM.

3. Cepmuguyuposarnmuolii
NPOSPAMMHO-ANNAPAMHBLIL
KOMNIIEKC MENCCEMEBO20
IKPAHUPOBAHUSL.

4, Obwecucmemmnoe u
NPUKIAOHOE NPOSPAMMHOE
obecneuenue, cpedcmea
3QUUMbL UHGOPMAYUL:

Enterprise SP1, Windows Server
2008 R2 Enterprise;

2. Microsoft Windows XP

SP3, Microsoft Windows Server
2003 R2 Enterprise;

3. Microsoft Internet
Information Services 6.0.
4, [IporpammHoe

obecnieuenne Microsoft Office
Bepcun He Mmeree 2010.




