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1. Ilepeyenb mnuIaHMPYyeMBIX pe3yJabTATOB OOy4YeHHsl MO JMCUMILINHE,
COOTHECEHHBIX € IUIAHMPYEeMbIMH Ppe3yJIbTATAMH OCBOEHHMSI 00pPa30BaTeJbHOI

IporpaMmmMabI
Kox C B pesyJbTare H3yYeHHs] JTUCHUIIMHBI 00y4alonIuecs: J0JKHbI:
KOMIIETEHIIMH oAepikaHne HUMETh l'lpaKTI(l'-[eCKl/lﬁ
KOMIIEeTeH MU 3HATH YMeTh
u3 YII ONBIT
-OIIpENETATD
3a7a44 U1 TIOMCKa
nHdopmanny;
OIIPENEIATh
HEOOXOANMBIE
HCTOYHUKH
-HOMEHKIIATYPY nHdpopmanny;
Hcnonb30BaTh CUCTEMHBIE | MH(DOPMALIMOHHBIX -IJTAHUPOBATh
CpelicTBa MMOMCKA, aHAJIM3a | YCTOYHUKOB, MpOLIECC TIOUCKA,
W MHTCPIIpECTAllUN MIPUMEHSAEMBIX B CTPYKTYpHUPOBATH
uHpopMaLuu 1 npodeccHoHaIbHON MOJIy4aeMyto
OK 02 MH()OPMAIHOHHEIE JEATETbHOCTH; HHDOPMAIIHIO;
TCXHOJIOTUH AT -IpHUEMBI -BBIJICJIATH
BBINOJHCHUSA 3a/1a4 CTPYKTYPHUPOBaHUsA Haubolee 3HaYUNMOe
npodeccrnoHaIBHOM urpopmanuy; B IIEpeYHE
ACATEIIPHOCTH -popmar oopmnenust | mHbOpPMAIHH;
pe3yILTAaTOB ITOMCKA OLIEHNBATh
nH(OpMALHH. MPaKTHIECKYIO
3HAYMMOCTh
pe3yILTATOB
ITIOMCKa,
-0 OpMIIITH
pe3yJIbTaThl
IOHUCKa.
-ONIPEETATE
aKTyaJIbHOCTh
IInanupoBats 1 HOPMaTUBHO-IIPABO
peann30BbIBATD -coJiepKaHue BOI TOKYMEHTaLUU
cOOCTBEHHOE aKTyaJIbHOM B
IpOo(eCCUOHANBHOE U HOPMaTHBHO-TIPAaBOBOM | NpodecCHOHaIbHON
JIMYHOCTHOE Pa3BUTHC, JIOKYMEHTAlINY; IEeATEILHOCTH;
NpEeANTPUHUMATECIILCKY O -COBpCMCHHAs Hay4Hasl | -MPHUMCHATH
OK 03 ACATEILHOCTE B U npoeccHOHaIbHASL COBPEMEHHYIO
npoQecCcHOoHaNbHOM TEPMUHOIIOTHS; HAYYHYIO
cepe, ncrons3osatsb -BO3MOIKHBIE npo(eCCHOHATBHY
3HAHU TI0 TIPABOBOY U TPaCKTOPHH 10 TSPMHHOJIOTHIO;
(HMHAHCOBOM TPAMOTHOCTH | mpodecCHOHAILHOTO -OTIPeIEATh
B Pa3JIMYHBIX KM3HCHHBIX pa3BUTHA U U BBICTpanBaTh
CUTyalusAx camoo0pa30BaHuUs TPaeKTOPHUH
podecCHOHANBEHOT
0 Pa3BUTHA U
camMo00pa30BaHusl.
OcCymiecTBAATh YCTHYIO U
MMHCbMEHHYIO -0COOEHHOCTH rpaMOTHO M3JIaraTh
KOMMYHUKAIIMIO Ha COLMATIBHOIO U CBOM MBICII U
OK 05 TOCYZAapCTBEHHOM SI3bIKE KYJIBTYPHOT'O 0hOpMIIATH
Poccuiickoii Oepiepalini ¢ | KoHTEKCTA; JTOKYMEHTBI 110
Y4ETOM 0COOEHHOCTEH -nipaBrita opOpMIICHUs | TIpodecCHOHATBHON
COLMAJIBHOTO 1 JIOKYMEHTOB U TEMAaTHUKE Ha
KYJIbTYPHOI'O KOHTCKCTA MOCTPOCHMS YCTHBIX TroCyJapCTBCHHOM




Kon C B pe3yabrare n3ydyeHnss TUCHHILTHHBI 00YYAIONINECH TOKHBI:
KOMIeTeHI[HH OAepaanue HMeTh MPaKTHYeCKAi
KOMIIeTeHI[HH 3HATH yMeTh
3 YII ONbIT
cooOmeHnit SI3BIKE, TIPOSIBIISITH
TOJIEPAaHTHOCTH B
pabouem
KOJIJICKTHBE.
-IPUMEHSTh
-COBpEMEHHEIC cpezncTBa
S —— Cpe/CTBa U yCTpoiicTBa I/IH(I)OpMaIII:IOHHLIX
IpodeccHoHaTbHOM UH(POPMATU3AINH; TEXHOJIOTHH IS
OK 09 JIOKyMEHTaluen Ha ~HOpANIOK MX PCILICHHA
TOCY/IAPCTBEHHOM H MPUMEHEHUS 1 po¢heCCHOHATHHBI
WHOCTPAHHOM SI3BIKAaX TpOTPaMMHOC X sajad,
obecrieueHne B - HCTIOJTF30BaTh
npodeccnoHaIbHON COBPEMEHHOE
JIeSITeTTFHOCTH MIPOrpaMMHOE
obecrieueHue
- oOmue TpeOoBaHMs K | TMPUHUMATh
OyXrantepckoMy y4eTy | MpOM3BOJILHBIE
B 4aCTH TIEpBUYHBIE
JIOKYMEHTHPOBAHHS OyxranTepckue
BCEX XO3AUCTBEHHBIX JOKYMEHTHL,
JeficTBUI U omepanuii; | paccMaTpUBaeMbIe
-TIOHATHE TIEPBUYHOM KaK IIMCbMEHHOE
Oyxrairepckon JI0Ka3aTENbCTBO
JIOKYMCHTAITUH; COBEpPLICHUS
-olnpeiesieHue XO35IICTBEHHOM
MEPBUYHBIX OTeparuy uiu
OyXTanTepcKux TIOJTyYeHUE
JIOKYMEHTOB, pa3perieHus Ha ee
-(OpPMBI IEPBUYHBIX MIPOBECHUE;
Oyxrantepckux MIPUHUMATD
JIOKYMEHTOB, TIepBUYHBIE
coJIeprKaITux OyxTanTepcKue VIMeTs TpaKTHYeCKEit
o0s13arenbHbIe JIOKYMCHTHI Ha OTIBIT PAGOTHI ¢
OGpaGateiBaTh neprunpie | PEXBISHIEL GymaHoM COBPEMECHHBIMHU
K 1.1 Gyxranrepcxie MNEPBUYHOTO YYETHOTO | HOcuTese U (MiH) B cpercTBaMu
JIOKYMEHTEI AOKYMCHTE, BHJC SMCKTIPOHHOTO |y by opmarTisammn u
-TIOPSI/IOK MTPOBENICHUST | JTOKYMEHTa, pOTPAMMHEIM
MPOBEPKH MEPBUYHBIX | MOITHCAHHOTO B —
OyxTanTepcKux AJIEKTPOHHOU
JIOKYMEHTOB, TOJIIHICEIO;

(hopmanTbHOM MTPOBEPKH
JOKYMEHTOB, IIPOBEPKH
IO CYIIECTBY,
apugpmMeTHIecKoit
MPOBEPKH;

-IPUHLHUIIBI U
MPU3HAKH
TpYIIHPOBKU
MEepBUYHBIX
OyXTanTepcKux
JOKYMEHTOB;

-NIOPAJOK MPOBEACHUSA
TaKCUPOBKHU H
KOHTHPOBKH
HEePBUYHBIX
OyXrajrepckux

NPOBEPSATH HAIUYHE
B IIPOM3BOJIBHBIX
HePBUYHBIX
OyXranrepcKux
JOKyMEHTaX
00s13aTeNbHBIX
PEKBHU3HTOB;
MIPOBO/IUTH
(opMarbHyIO
HPOBEPKY
JIOKYMEHTOB,
IIPOBEPKY T10
CYILECTBY,
apu(pMETHIECKYIO
IIPOBEPKY;
IPOBO/IUTH




Kon
KOMIIETEHIIUU
n3 YII

Conep:xanue
KOMIIETEHIINHU

B pe3yabTare u3ydeHusT TUCHUIIIINHBI oﬁyqamumecsx JOJIKHbBI:

3HATh

yMeThb

HMeThb NPAKTHYeCKUH
ONBIT

JIOKYMCHTOB;
- IOPSZIOK COCTaBICHUS
perucTpos
OyXTanTepcKoro y4uera;
-TIpaBUJIa ¥ CPOKU
XpaHEeHUs MepBUYHOMN
OyxranTepckoi
JIOKYMCHTAIIH

TPYIIHPOBKY
MIEPBUYHBIX

OyXTraJTepCKuX
JOKYMEHTOB II0
psITy TIPH3HAKOB;
IIPOBOAUTH
TaKCHPOBKY U
KOHTHUPOBKY
TIEpPBUYHBIX
OyXranrepcKux
JOKyMEHTOB;
OpraHU30BBIBATH
JIOKyMEHTO000POT;
pa3bupathcs B
HOMEHKJIAType I,
3aHOCHTH JIJaHHBIE
1o
CTPYNNUPOBAHHBIM
JOKyMEHTaM

B PETUCTPHI
OyXrajrepckoro
ydera;
repeiaBaTh
TIepBUYHbIC
OyxTanTepcKue
JOKYMEHTEI

B TEKYIIIUH
OyXTanTepCKuid
apXxuB;
nepeiaBaTh
TIepBUYHbIC
OyXranrepckue
JOKYMEHTEI

B MOCTOSIHHBII
apXuB 110
UCTEYECHUH
YCTaHOBJIEHHOTO
CpOKa XpaHEHHUS;
UCTIPABIITH
OIINOKH B
MIEPBUYHBIX
OyXranrepcKux
JOKyMEHTaX

MK 2.7

Brimonuats KOHTPOJIBHBIC

MPOTICTYyPHI M UX
JIOKYMEHTHPOBaHHE,

TOTOBUTH M 0(OPMIISATH
3aBEpIIAOIINE MaTePHAIIbI

0 pe3yJibTaTaM

BHYTPEHHET0 KOHTPOJIS

- OPSIIOK COCTABJICHHSI
CIIMYUTEIBHBIX
BEJIOMOCTE B
OyxranTepuu U
YCTaHOBJIICHHE
COOTBETCTBUS TAHHBIX
0 (pakTHuecKOM
HAIIMYHU CPEJCTB
JIAHHBIM
OyXraJTepCcKOro y4era;
npouenypy
COCTaBJICHUSI aKTa 110
pe3ynbTaram
MHBEHTAPH3ALUH

-COCTAaBIIATH aKT 110
pesyJbTaTam
WHBEHTapH3aLHY;
-COCTAaBIIAITh
CIINYHUTENbHBIE
BEJOMOCTH U
yCTaHaBJINBAaTh
COOTBETCTBHUE
JIaHHBIX O
(axTHIecKOM
HaJIMYUH CPEICTB
JaHHBIM
OyXTaJaTepcKoro
yuera;

- BBIIOJIHATD

MmeTh npakTHyecKuit
OTIBIT pabOTHI C
COBPEMECHHBIMHU
CpeIncTBaMu
HHPOPMATU3AIUH U
MPOTPaAaMMHBEIM
o0ecricucHHEM.




Kon

B pe3yabTare u3ydeHusT TUCHUIIIINHBI oﬁyqamumem JOJIKHbBI:

Conep:xanue

KOMIIETCHIINH
KOMIICTCHIIMHA

3HATh

HMeThb NPAKTHYeCKUH

n3 YII

yMeThb

ONBIT

KOHTPOJIbHBIC

, TOTOBUTB

1 0pOPMITATH
3aBepLIAOIINE
MaTepuabl 110
pe3yipTataMm
BHYTPCHHETO
KOHTPOJISI

MIPOIIETYPHI ¥ X
JOKYMEHTHPOBaHHE

2. MecTo IUCHUIJIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

JIMCUHUIIMHBI
MPEIIECTBYIOIINE
JTUACIUTIINHBI,

JIIs1

JUCIIHITIIMHBI.

(IpakTHUKm),
U3YYEHUIO
pe3ynbTaThl
OCBOCHHSI KOTOPBIX HEOOXOIUMBI

OCBOCHMUS JTaHHOU

MeHneKxMeHT, DKOHOMHKA OpraHU3alUH

JIMCIUTIINHBI
KOTOPBIX  PE3YJbTATHI
JACIUATIINHBI

JTaHHOU

HEOOXOTMMEI,

X U3YUCHUA.

KakK

(TIpaKTUKH),

OCBOCHMS

OoynyT
BXOJTHBIE
3HAHWS, YMCHUS W BJIAJICHUS IS

JJIs1

Nudopmarnmonnsie
JACATCIIbPHOCTH,
JeSITeTbHOCTH

OCHOBBI

TEXHOJOTHUH B TpodecCHOHATHHOM

MPEANPUHUMATEIbCKON

3. O0beM TUCIUIINHBI B aKaJ. Yacax

OO0t 00beEM JUCHUILUIUHEI B yac: 41
dopMa IPOMEKYTOUHOM aTTeCTalMK: 3a4eT

Bujbl 3aHATHI, HX TPY10€MKOCTh (4ac.)

®opma JlaGopato | IIpakTu4 Kypcosoe
Koncyabr| Cemunap CamocTosiTeJIbH
o0y4eHust Jlexkuuu pHbIe ecKHe Ypoku NPOEKTHPOBA
Al bl as pabora
paboThl | 3aHATHSA HHe
OuHas 16 0 16 0 0 0 0 9

4. Conep:kaHue IMCHUIVIMHBI, CTPYKTYPMPOBaHHOEe MO TemMaM (pasagenam) ¢
yKa3aHHeM OTBEJAEHHOI0 HA HUX KOJHYECTBA aAKAJeMHYECKHX YacOB M BUI0B
y4eOHBIX 3aHATHI

dopma obyueHua: ouHas
Cemecmp: 1

JleknmnonHblie 3aHATUA (164.)
1. PA3JIEJI

1. JOKYMEHTUPOBAHUE

YIIPABJIEHUECKOMU
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JAEATEJBHOCTHU

Tema 1.1

Beenenue. JIOKyMeHT U cMCcTeMa JOKYMEHTAIUM {JIEKIHsI ¢ pa300POM KOHKPETHBIX
curyamuii}  (24.)[1,4,5,8,9,13] 1. 3HaueHne U COAEpPXKAHUE JUCIUILJIMHBI
«/loxymenTanmonHoe oOecrieueHue yrpaBieHus». [IoHATHE TEPMUHOB: «JIOKYMEHT,
«JIOKYMEHTHUPOBAHUEY, «IOKYMEHTAIIMOHHOE 00€CIIeYEHUE YIPABICHUS.

2.JlonaTre cucTteM MOKyMEHTAlMW. YHU(PUKANMS U CTAaHIAPTU3AIMS YIPABICHUECKUX
JIOKYMEHTOB.

3. HopmartuBHO-mipaBOBass 06a3a OpraHm3aliyd JOKYMEHTAIIMOHHOTO OOECIICYCHHUS
yIpaBJICHUS

2. Tema 1.2.

CucreMa OpPraHM3alMOHHO-PACTIOPSIIUTEILHON JMOKYMEHTAUMU  {JIeKIusi ¢
pa300poM KOHKpeTHBIX cutyanmii} (44.)[2,3,5,8,14] 1. 'OCTs Ha OP/]. TpeboBanus
K 0(popMIIEHHIO JOKYMEHTOB, TPEOOBaHUSI K OJIaHKaM.

2. OpraHMzaiMOHHbIE  JOKYMEHTBI:  yCTaB,  JOJDKHOCTHAas  HHCTPYKIUA.
PacniopsiautenbHble JOKYMEHTBI: TPUKA3bl, PACTIOPSKEHUS.

3. CnpaBo4yHO-MH(OPMAIIMOHHBIE JOKYMEHTHI: JOKJIAJHAasl 3alKcKa, OO0bSCHUTEIbHAS
3almucKa, akT, clpaBka, ciykeOHoe muchbMo. CocTaB M O0COOEHHOCTH OQPOpMIICHUS
JIOKYMEHTOB M0 JNYHOMY COCTaBY

3. Tema 1.3.

JeHexxHble W (PUHAHCOBO-pacYeTHbIE [OKYMEHTHI {JieKIluA ¢ pa3dopom
KOHKPEeTHBIX cutyaumii} (24.)[2,6,7,8,12] OcobenHocTu cocraBieHus u ohopmMIeHUS
JIEHEKHBIX U (PMHAHCOBO-PACYETHBIX JOKYMEHTOB.

4. Tema 1.4.

JloroBopHO-nIpaBoOBasi JOKYMeEHTAlNusi {JleKIusi ¢ Pa3dopoM KOHKPETHBIX
curyaumii} (24.)[3,4,5,8,11,14] Ilonsarue noroBopa (koHTpakTa). TumoBas dopma
noroBopa. OcHOBHBbIE paznenbl goroBopa. llpaBuna odopmiieHus NTPETEH3UMOHHBIX
MTHCEM.

5. PA3JAEJI 2

OPTAHU3ALIUA PABOTHI C JOKYMEHTAMU

Tema 2.1

Opranuzanust JA0KyMEHT0000pOoTa, perucrpanusi JOKYMEHTOB, MCIOJHeHHe
AOKYMEHTOB {JIeKIHMA ¢ pa300poM KOHKPETHBIX cuTyauuii} (24.)[2,6,9,14] Cocras u
yueT o0bema JOKyMEeHTooOOpoTa opraHuzanui. Opranumszanust paboOTel €
JOKyMEHTaIMen, MocTynammed B opraHuzanuio. Ilepemaya TOKyMEHTOB BHYTPH
OpraHu3aluu

Peructpanust nokymeHToB. KOHTpONb HUCHONHEHUS AOKYMEHTOB. Opranuzanuss u
TEXHUKAa KOHTPOJS HWCIONHECHHS. TUNOBBIE M WHIWBUIYAIbHBIC CPOKH HCIIOTHEHUS
JIOKYMEHTOB.

6. Tema 2.2.

NudopmanuoHHbIle TEXHOJOTHM B [1eJONPOU3BOJACTBE {JieKHMs ¢ pa3dopom
KOHKPeTHbIX cuTyaumid} (24.)[8] Mcnons3oBanue mporpaMMHOIO OOECIICUEHUs IS
penieHust npoeccuoHaIbHbIX 3a/1a4

6. Tema 2.3



Opranuszanusi ONepaTMBHOIO M APXHMBHOIO0 XPaHEHUS JIOKYMEHTOB {JIeKIUs C
pa3dopoM KOHKpPeTHbIX curyanui} (24.)[4,5,9,10,11,12,13] Cucremartuzamnus
JIOKYMEHTOB M UX XpaHCHHE.

Homenknatypa nen. [IpuMepHbie U TUTIOBBIE HOMEHKJIATYPHI JE.

TpeboBanus k opopmiieHuto fei. [loaroToBka 1 MOpsIOK Mepeaadn J1ej B apXuB.

IIpakTuueckne 3ansaTusa (164.)
1. Tema 1.2.
Cucrema OpPraHu3alMOHHO-PACHOPSIAUTEIbHON JTOKYMEHTAIMU {C 3JeMEHTAMU
3JIEKTPOHHOTO OOy4YeHHSs W JUCTAHUMOHHBIX O00pPa30BaTeJbHBLIX TEXHOJOTHIA}
(44.)[8,9] 1. Odopmnenne HOKYMEHTOB C MOMOIIBIO mporpammbl Microsoft Word.
Co3znanue mabioHa JOKYMEHTA.
2. CocraBnenue #u 0o¢GOpMIEHHE OTAEIbHBIX BHIOB PACHOPATUTENBHBIX U
CIPaBOYHO-UH(OPMAIIMOHHBIX IOKYMEHTOB.
3. CocraBnieHre 1 0pOpMIIEHUE OT/IETBbHBIX BUJIOB OPTraHU3AIIMOHHBIX IOKYMEHTOB
4. JlokyMEHTHpOBaHUE TPYAOBBIX PABOOTHOIICHHH.
2. Tema 1.3.
JleHe:xxHbIe U (PMHAHCOBO-PacYeTHbIE JOKYMEHTBI {C 3JIeMEeHTAMH 3JIeKTPOHHOI0
00y4YeHHSsI W [JMCTAHUMOHHBLIX O00pa3oBaTeJbHBIX TexHoJoruu} (24.)[8]
CamocrosiTennbHOE ~ cOCTaBlieHMe W odopmiieHHe  [a0loHAa  JCHEXHBIX U
(bMHAHCOBO-PACYETHBIX JOKYMEHTOB
3. Tema 1.4.
JloroBopHo-npaBoBasi TOKyMEHTAIUSA {C 3JIeMEHTAMHU 3JIEKTPOHHOIO0 O0y4YeHUS H
AMCTAHUMOHHBIX O0Opa3oBaTeJbHbIX TexHogaorui} (44.)[3.4,5,13] CocraBnenue u
odopMIIeHHE TTPETECH3NOHHBIX TTUCEM, JOTOBOPOB
4. Tema 2.1
Opranuzanust J0KyMEHT0000pOTa, perucTpanusi JOKYMEHTOB, MWCIOJHeHHe
A0KYMeHTOB {oOpa3oBareabHasi wurpa} (24.)[9,10] OOpa3zoBarenbHas urpa
"Opranuzaiys 10KyMeHT0000pOoTa Ha MpeAnpusITiuu"
5. Tema 2.2.
NndopManuonHble TEXHOJOTMH B  JAeJONPOU3BOACTBE {C  3JleMEeHTaMH
JJIEKTPOHHOT0 OO0y4YeHUSs] U IUCTAHUMOHHBIX O00pPa30BATEJbHBIX TEXHOJIOTHM}
(24.)[9] 1. OdopmaeHne TOKYMEHTOB ¢ OMOIIbI0 TTporpaMMbl Microsoft Word. Pa6ora
C JJIEKTPOHHBIMH JTOKyMeHTaMu. Pabota ¢ 3ampocamu. OTedecTBEHHBIE pa3padOTKH
nporpamm aBromatuzauuu 10V u apxuBHoro aena.
6. Tema 2.3
Opranuszanus onepaTUBHOIO U APXUBHOI0 XPAHEHUS JOKYMEHTOB {C 3JIeMEeHTAMU
3JIEKTPOHHOTO OOy4YeHHSs W JUCTAHLUMOHHBIX O00pPa30BaTeJbHBLIX TEXHOJOTHIA}
(24.)[8,9,10] CocraBnenue u opopmiIeHIE HOMEHKIATYPHI e

CamocrosiTtesibHasi padora (94.)
1. Tema 1.2.
CucremMa OpraHu3alMOHHO-PACIIOPSAUTENHLHOM JOKYMEHTANNM {AHAJIHM3 Ka3yCOB}
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(1,54.)[8] OdopmiieHre TOKYMEHTOB ¢ TTOMOIIBIO TTporpamMmbl Microsoft Word (I1pukas,
yCTaB, pacropsiKEHUE)

2. Tema 1.3.

[enexnbie U1 (pUHAHCOBO-pacUYeTHbIC JOKYMEHTBI {C 3JIEeMEHTAMM 3JIEKTPOHHOI'O
00y4YeHHUSsI ¥ JUCTAHIMOHHBIX O00pa3oBaTeJbHBIX TexHoJoruii} (14.)[7,9,12]
OdopmiieHne MIaTeXHbIX JOKYMEHTOB

3. Tema 1.4.

JdoroBopHo-npaBoBasi JOKyMEHTAIUSA {C 3JI€MEHTAMH 3JIEKTPOHHOI0 O0y4YeHUS H
AMCTAHUMOHHBIX 00pa3oBaTeJbHBIX TexHoJoruit} (14.)[4,5,7,8,12] CocraBienue u
odopMIIeHHE TTPETCH3NOHHBIX TTUCEM

4. Tema 2.1

Opranmzanuss JOKYMEHTO00OpPOTa, Pperucrpauusi [I0KYMEHTOB, HCIHOJHEHHE
AOKYMEHTOB {C 3JJIEeMEHTAMHM JJIEKTPOHHOr0 OOy4YeHMs H [JMCTAHIHOHHBIX
oOpa3zoBaTeabHBIX TexHoJornii} (14.)[8,9] PabGoTa ¢ nokymeHnTanuei

5. Tema 2.2.

NupopmanuoHHbIe  TEXHOJOTMHM B  JIeJONPOU3BOACTBE {C  JJIeMEHTAMH
JIEKTPOHHOT0 OO0y4YeHUSs] U UCTAHUMOHHBIX O00pPa30BATEJbHBIX TEXHOJIOTHI}
(1,54.)[9] OpopmiieHre JOKYMEHTOB € MOMOIIBIO ITporpamMmmbl Microsoft Word. PaGoTta ¢
ANIEKTPOHHBIMU JIOKyMeHTamu. Pabota ¢ 3ampocamu. (OTeyecTBEHHBIE pa3pabOTKU
nporpamm aBromatuzauuu 10V u apxuBHOro aena.

6. Tema 2.3

Opranuszanus onepaTUBHOIO U APXUBHOI0 XPAHEHUS JOKYMEHTOB {C 3JIeMeHTAMU
3JIEKTPOHHOTO OOy4YeHHSs U JUCTAHUMOHHBIX O00pPa30BaTeJbHBIX TEXHOJOTHIA}
(34.)[9,10] CocraBnenue u opopMICHHE HOMEHKIATYPHI €.

[ToaroroBka k KontponbHoii 2

5. IlepeyeHb Y4eOHO-METOAMYECKOr0 OO0eCHeYeHUs1 CaAMOCTOSITEJIbHON PadoThI
o0yuawmuxcsi Mo JUCHUNIHHE

Jliis kaxx1oro o0yyaronierocsi 00ecnev4eH HHAUBUAYalIbHbIA HEOTPAaHUUEHHBIA JOCTY K
AJIEKTPOHHOHN MH(MOPMAITMOHHO-00pazoBarensHol cpene AnTl TY:

1. MypymbaeBa A.E. JlokymeHTanMoHHOEe oOOecledeHne yrnpaBlIeHUS:
yuyeOHO-MeTonueckue pexomenaanuu st cryaeHtoB ClIO cneumansroctn 38.02.01
«JKxoHOMUKA U Oyxranrepckuil yuér (mo orpacisim)y»/ A.E. MypymOaesa; PyOroBckuii
WHyCTpHaIbHBIN HHCTUTYT. — PyOnosck: PUU, - 2024. — 15 c.

6. IlepeueHb y4eOHOI JUTEPATYPHI
6.1. OcHoBHas TUTEpaTypa

2. BemkypoBa, A. b. JlIokyMeHTallMOHHOE OOecreueHre ynpaBieHus : yueOHoe
nocobue g CTYAEHTOB cpeaHero npodeccuoHanbHOro odpaszopanus : [12+] / A. b.
BemkypoBa. — Mocksa ; bepnun : lupexkr-Menua, 2020. — 170 c. : un., Taba. — Pexxum
nocryna: o moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=570999
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(mara obpamenus: 11.06.2024). — bubnuorp.: c. 156-159. — ISBN 978-5-4499-0436-2. —
DOI 10.23681/570999. — TekcT : 3IeKTPOHHBIH.

6.2. JlonionHuTeNbHAS IUTEPATYpa

3. Koncturyuuss Poccuiickoit ®enepanuu : [IpuHATa BCEHAPOIHBIM
rojsiocoBanveM 12 nexabps 1993 1. ¢ wu3MEHEHUsMH, OJOOPEHHBIMU B XOJ€
obmepoccuiickoro ronocoBanus 01 uronst 2020 r.] // OpunmansHelii THTEPHET-TIOPTAT

npaBoBoit wH(popmarmu. — URL: http://www.pravo.gov.ru (mara oOparieHus:
01.06.2024)

4. TI'paxnmanckuii komekc Poccuiickoit ®enepanmu (dacte  mepBas)//
OdurmanbHbIN UHTEPHET—TIOPTAI IIPABOBOU nH(popMaIuu. - URL:
http://www.pravo.gov.ru/codex/ (nara oopamenus: 01.06.2024)

5.  Tpynosoit  komexc  Poccuiickoit ~ ®enepanuun)//  OdurmanbHbIi
WHTEepHET-TIopTan mnpaBoBor uHbpopmaruu. — URL: http:// www.pravo.gov.ru/codex/

(mara obpamenus: 01.06.2024)

6. Poccuiickas ®enepauusa. 3akonsl. O6 uHbopmanuu, HHOOPMALMOHHBIX
TEXHOJOTHSIX U O 3amuTe uHpopMmaruu: Denepanbhbiii 3akoH oT 27 uions 2006 Ne
149-®3: Tlpunst [NocympapcrBenHoit Jlymoit 8 utons 2006 roma: Omobpen CoBerom
®enepanuu 14 utons 2006 rona: nmocnen. pen.// Opunmanbueiii mopran «Kogeke»: caiT.
URL: https://docs.cntd.ru/document/901990051 (mata obpamenus: 01.06.2024). Pexxum
JOCTyNa: CBOOOHBIM.

7. Poccuiickas ®enepanus. 3akoHbl. O OyXraaTepckoM yder (C U3MEHEHUSIMH Ha
12 nexabpst 2023 roxa): @eaepanbHbiii 3akoH oT 6 aexadps 2011 Ne 402-D3: Ipunsar
[NocynapctBennoit Jlymoi 22 HosiOps 2011 roma: Onobpen CoBetom dDeneparuu 29
HOsi0pst 2011 roma: mocnen. pexn.// Odunmaneubeiii mopran «Komeke»: cait. URL:
https://docs.cntd.ru/document/902316088 (mata ob6pamenus: 01.06.2024). Pexum
JOCTYyTIA: CBOOOIHBIH.

8. TOCT P 7.0.97-2016. Cuctema cranaapToB 1o uHdopmaiu, OudInoTeyHoOMy
151 U31aTEIIbCKOMY neny. OPTAHU3AIMOHHO-PACITIOPAIMTEIIbBHAA
JOKYMEHTAIMA. TpeboBanust k oQopMiIeHHI0 IOKyMeHTOB: Jlata BBemeHUs
2018-07-01 // OdunmanbHbIi nopTani «Koneke»: CailT. URL:
https://docs.cntd.ru/document/1200142871 (mara o6pamenus: 01.06.2024). Pexum
JOCTyNa: CBOOOAHBIM.

9.TOCT P 7.0.8-2013 Cucrema cranfapToB 1o uHpopmaruu, 6ubIM0TeUHOMY U
m3parensckomy aeny. JEJIOIIPOU3BOJCTBO N APXUBHOE JIEJIO. Tepmunsl u
onpenenenus: Jlara BBeapenust 2014-03-01// Odunmansabii moptan «Koaexe»: cauT.
URL: https://docs.cntd.ru/document/1200108447 (mata oOpamienus: 01.06.2024).
Pexxum noctyma: cBOOOIHBIN.

10. O6 yrtBepxkaenun I[IpuMepHOM HMHCTPYKIMM 1O JEIONPOU3BOACTBY B
rocyJlapCcTBeHHbIX opranuzanusx: IIpukaz ot 11 ampens 2018 roma N 44 //
Odunmansueiii nopran «Kogekey: caitt. URL: https://docs.cntd.ru/document/542623605
(mata obpamenust: 01.06.2024). Pexxum mocTyma: cBOOO HBIM.



7. Ilepeyenb pecypcoB HH(POPMANMOHHO-TEJICKOMMYHUKANUOHHOU  CeTH
«/HTEepHeT», HeOOXOAUMBIX VISl OCBOCHHS JUCHMIIUHBI

11. CnpaBouno-nipaBoBasi cucteMa «KoncynpTanT IImtocy [DaekTpoHHBIN pecypc].
URL: http://www.consultant.ru

12. CopaBouno-npaBoBasg cucrtema «l'apant» [OnekTtpoHHblid pecypc]. URL:
http://www.garant.ru

13. Jleno-Ben: Bce O JAenonpou3BoAcTBe [DnektponHbii  pecypc]. URL:
http://delo-ved.ru

14. IllyBanoa H.H. JloxymeHTammoHHOE oOOecrieueHuEe yHpaBlieHUs: Y4eOHUK U
npaktukyM / [IlyBanosa H.H. - M.: U3gatenbctBo KOpaiit, 2019 [DnexkTpoHHBIN pecypc;
Pexxum noctyna https://biblio-online.ru/bcode/433679] .

15. Ky3uenoBa, . B. JlokymMmeHTalMOHHOE OOECIEUYEHUE YyMOpaBiEHUS : y4eOHOE
nocodue mis CIIO / U. B. Ky3uenona, I'. A. Xauatpsn. — 2-¢ u3a. — CapatoB :
[IpodobpazoBanue, At [Ilu Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1,
078-5-4488-0216-4. — TekcT: »IEKTPOHHBIN // DAEKTPOHHBIN pecypc IMdpoBoi
obpazoBarenbHoii  cpeapl  CIIO  PROFoOpazoBanme : [caiit]. —  URL:
https://profspo.ru/books/80326.html

8. IlepeyeHb MH(POPMALMOHHBIX TEXHOJIOT UM, HCIOJb3YEMbIX IPHU OCYLIECTBJICHUHU
o0pa3oBaTeqIbHOIO  Mpouecca MO0 AUCHUIUIMHE, BK/IKYasdg  IepevYeHb
MPOrpaMMHOIo o0ecreyeHuss 1 HHPOPMALMOHHBIX CIIPABOYHbBIX CHCTEM

Jns  ychemHoro OCBOCHMS  JUCHMIUIMHBI  HCIOJB3YIOTCS ~ PECypChbl  BJIEKTPOHHOM
UH(POPMALIMOHHO-00pa30BaTENbHON  cpenbl, 00pa3oBaTeNbHbIE WHTEPHET-NMOPTAIbl, TJI00AIbHAS
KOMITbIOTepHast ceTh MHTepHeT. B mporecce n3ydeHHs AMCHUITIMHBI MPOMCXOAUT WHTEPAKTHBHOE
B3aMMO/ICHCTBHE 00YYaIOIIEroCs C MPEeoJaBaTesieM yepe3 JIMYHbIA KaOuHeT cTyaeHTa. [ n3ydenns
JAHHOW AMCIMIUIMHBI IpodeccroHanbHbIe 0a3bl TaHHBIX ¥ HHPOPMAIIHOHHO-CIIPABOYHBIE CHCTEMBI HE
TpeOyroTCS.

Nenn Hcnosib3yeMoe nporpaMMHoe obecneyeHue
1 LibreOffice
2 AnTuBupyc Kaspersky
3 Windows

9. Onucanue MaTepuaJIbHO-TEXHMYECKOH 0a3bl, HEOOXO0AMMOM VI OCYLeCTBJICHUS
00pa30BaTeIbHOIO MPOLECCa MO0 TUCHHUILINHE

HanmMeHoBaHMe cTielIUAJBHBIX IOMENIEHUI M MOMEIIeHU i JJI1 CAMOCTOSATEJIbHOUH PadoThl

y‘-Ie6HI>IC AyAUTOPUHN IJI TPOBCACHU S 3aHATHI JICKITMOHHOI'O THUIIA

yueOHBbIE ayTMTOPUU AJI TPOBEJCHUS 3aHATHUI CEMUHAPCKOT0 THUIIA

yueOHbIe ayTMTOPHH ISl IPOBEICHHS] MPAKTHYECKUX 3aHATHH

MartepuanbHO-TEXHUYECKOE OOECreueHue U OpraHu3aius o0pa3oBaTebHOTO
nporiecca Mo AUCHUIUIMHE [JI1 MHBAJIKUJIOB U JIUI[ C OTPAHUYEHHBIMUA BO3MOXKHOCTSIMU
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340pPOBLA OCYIICCTBILACTCA B COOTBETCTBUHU C «ITomoxxenuem 00 O6y‘{eHI/II/I HMHBAJINUO0B U
Ji1 ¢ OrpaHUYCHHBIMH BO3MOXKXHOCTAMU 310POBbLS).

10. KOHTPOJIb U OLICHKA Pe3yJbTATOB OCBOCHUS YUeOHOM TUCIUIIMHBI

Koa komnerennuu u3 YII

Conepmaﬂne KOMIICTCHIIMHU

(I)OpMI)l H METOAbl OLICHKH

OK 02

Hcnonp30BaTh CHCTEMHBIE
cpelcTBa TIOWCKA, aHAIN3a U
MHTEPIIpEeTani HHHOPMAIIUA U
MHPOPMAIMOHHBIE TEXHOJIOTHU
JIJISL BHIIIOJIHEHHUS 3a/1a4
npoQeCCUOHATBHOM
JIeSITCILHOCTH

YcTHBIH onpoc, MpakTHIeckas padora, pedepaTsl,
TECTUPOBAHUE

OK 03

[InaHupoBaTh U peaan30BHIBATh
coOCTBEHHOE PO ecCHOHATILHOE
Y JIMYHOCTHOE Pa3BUTHE,
NpeaNPHHIMATEIBCKYIO
JeATEIbHOCTD B
npodeccnonansHOM chepe,
UCIIONIb30BaTh 3HAHUS 10
MPaBOBOM M (PUHAHCOBOM
TPaMOTHOCTH B Pa3IMYHBIX
JKM3HEHHBIX CUTYalUsIX

VYcTHBIN onpoc, TECTUPOBaHUE

OK 05

OcCymecTBIATh YCTHYIO U
NHCHbMEHHYI0 KOMMYHHKALHIO HA
rOCYIapCTBCHHOM SI3bIKE
Poccuiickoit denepanyu ¢ yueTom
0COOCHHOCTEW COIMANBEHOTO U
KyJBTYPHOT'O KOHTEKCTA

YcrTHBIH onpoc, mpakTHyeckas padora.

OK 09

ITons30BaThCs
npoQeCCUOHATBHOM
JIOKyMEHTaIlMe Ha
TOCYAapCTBEHHOM H
WHOCTPAHHOM SI3BIKAaX

[TpakTudeckas pabora

MK 1.1

OO6pabaTpIBaTh IEPBUYHBIC
OyXraJrepcKkue JOKyMEHTBI

YcTHBIH onpoc, MpakTHIeckas padora, pedepaTsl,
TECTUPOBAHUE

K 2.7

BhIMOMHATE KOHTPOIBHBIE
HpOLEAYPHI M UX
JOKyMEHTHPOBAaHHUE, TOTOBUTH U
oopmIIATh 3aBepIIaroIe
Marepuasl 10 pe3yybTaTam
BHYTPEHHET0 KOHTPOJIS

YcTHBIH ompoc, MpakTHIeckas padora, pedepaTsl,
TECTHPOBAHUE
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ITPHJIOKEHHUE A
METOANUYECKUE PEKOMEHJAIIMU U YKA3AHUA

Jlexkuum (B TOM 4YHClIE YPOKHM, IPOBOJUMBIE B BHJAE JIEKIUIl) COCTaBISAIOT OCHOBY
TEOPETUYECKOr0 00y4eHUs: cTyneHTOB. OHHU IO3BOJIAIOT CHUCTEMATU3MPOBATh 3HAHUS CTYIEHTAM O
HanOoJiee CIIOKHBIX M aKTyalbHBIX MpoOJieMax H3yd4aeMoW IUCHMIUDIMHBL Ha nexkmusx ocoboe
BHUMAaHUE yJEIIAETCs] HE TOJbKO YCBOCHHUIO CTYACHTAMH M3y4aeMbIX POOJIEM, HO U CTUMYJIMPOBAHHUIO
UX  aKTHMBHOM  IIO3HABaTE€JIbHOM  NIE€ATENbHOCTH,  TBOPYECKOIO  MBILIUIEHUS,  PAa3BUTHUIO
npo¢eCCHOHATIBHO-3HAYUMBIX CBOMCTB M KadecTB. [ jydmiero ocBoeHHsl y4yeOHOW AMCIUIUIMHBI
nepesa KaKaoi JEKIUe CTYJIeHT MOBTOpSEeT MpeIblIylIHid JeKIIMOHHBIH MaTepual U npopadaThiBaeT
pPaccMOTPEHHBIE PaHEEe BOIPOCHI ¢ UCIOIb30BAaHUEM PEKOMEHI0BAaHHOM MpenoiaBaTeseM OCHOBHOU U
JIOTIOJTHUTEIbHON JIUTEPATYPBHI.

CryneHTbl JOIKHBI aKKYpPaTHO BECTU KOHCHEKT. B ciyuae HeTOMOHMMaHUs KaKoH-IM00 4acTh
npeaMeTa cleayeT 3aaTh BOIPOC B YCTAHOBICHHOM MOPSIKE IpenoaaBaresio. B mporecce paboTel Ha
JEeKIMM HEOOXOJMMO TaK € BBIIOJIHATh B KOHCIIEKTAaX MOJEIM H3y4yaeMoro npeamera (pPUCYHKH,
CXEMBI, UEPTEKH U T.1.), KOTOPbIE UCIIOIB3YET IIPENOJABATEND.

[IpakTuueckue 3aHsATHS (CEMUHAPBI, YPOKH) — OJHA U3 OCHOBHBIX ()OPM OpraHU3aIMH YICOHOTO
npoliecca, MpeaCTaBIAIONIas COO0H KOJUIEKTUBHOE 00CYKICHHE CTYIEHTaMH TEOPETUUECKUX BOIIPOCOB
1I0J1 PYKOBOJICTBOM IIPEINOAABATES.

Llenb npakTH4eCKUX 3aHATUIN (CEMUHAPOB, YPOKOB) 3aKJIFOYAETCS B 3aKPEIUIEHUH JIEKIIUOHHOTO
MarepHaia 1o Hanbojee BaXHBIM TeMaM M BONPOCaM Kypca, YMEHUH paboThl ¢ yueOHON M HayyHOU
JUTEPATYpPOH, CIPAaBOUYHUKAMH U PA3IMYHBIMU TEKCTAMHU.

BrinonHenue Bcex BHIOB pa0OTHI B COOTBETCTBYIOIINE CPOKH MO3BOJMT CTYJICHTAM B TEUCHHE
CeMeCTpa BECTU MOATOTOBKY K MPOMEXYTOUHOH aTTectanuu. [IpoMexyTouHas aTrecTanus IpoBOJUTCS
B IIUCbMEHHOM BH/JIE B KOHIIE CEMECTPA.

MeTtoauyeckue ykazaHusi CTyJAeHTaM 10 MOATOTOBKe K NPAKTHYECKUM 3aHATHAM

[IpakTuueckue 3aHATHA (CEMHMHApBl, YPOKH) SBISIOTCA Takke (OpMOW  KOHTPOJIS
npernojaBaresis 3a y4eOHbIM MPOLIECCOM B TPYIINE, YCIIEBAEMOCTbIO U OTHOIIEHUEM K yuebe Kaxaoro
CTY/ICHTA.

Ha mpaktuyeckux 3aHATUAX (CEMUHApax, ypoKax) >KeJlaTelbHbl TUCKYCCHUU, KOJIJICKTUBHBIC
00CYX/IeHUs] BO3HUKILUX MPOOJIEM U IyTeH UX pa3pelieHusl.

CryneHTbl paboTalOT HaJA MOJAETUPOBAHUMEM OTIENbHBIX COJAEpKATEIbHBIX OJIOKOB Kypca,
NPUHUMAIOT Y4acTHE B KOHTPOJIBHBIX Pab0TaX, TECTUPOBAHMSIX, YCTHBIX OIPOCaXx.

[ToAroTOoBKA K MPAaKTUYECKUM 3aHATHSAM (CEMUHApaM, ypoKaM) BKIIFOYAET B ceOs CleayroIee:

- 00513aTeIbHO 03HAKOMUTHCS € TUIAHOM MPAKTUYECKOT0 3aHATHUS (CEMHHApa, YPOKa), B KOTOPOM
COJIEp’KaTCsi OCHOBHBIE BOIPOCHL, BBIHOCUMBIE Ha O0CyxaAeHHE, (GOPMYyIUPYIOTCS LU 3aHSTHS,
JIAI0TCS KpaTKUe METOJMUYECKUE YKa3aHUs 110 MOATOTOBKE KaXKJJ0r0 BOIIPOCA;

- M3YYUTh KOHCIEKTHI JIEKIIUH, COOTBETCTBYIOIIME pa3/esibl y4eOHUKOB, Y4eOHBIX MOCOOUH,
PEKOMEHOBAaHHBIX MIPETIOIaBaTeleM;

- HE00XO/AMMO BBIYYUTh COOTBETCTBYIOIINE TEPMUHBI;

- HYXHO H3YYUTh JONOJHHUTEIBHYIO JHUTEpaTypy IO TEME 3aHATUS, JAelas NpU ITOM
HEOOXOIUMBIE BBIITUCKHU, KOTOpPbIE MOHAMO0ATCS MpH OOCYKICHHH M BBINOJIHEHUM 33JaHUN Ha
IIPAKTUYECKUX 3aHATUAX (CEMUHApPAX, YPOKaAX);

- CcllefyeT 3aluChiBaTh BO3HUKIIME BO BpPEMs CaMOCTOSITENIbHON paboThl ¢ y4eOHHKaMHU U
HAYYHOH JUTEpaTypoil BONPOCHI, YTOOBI 3aTeM Ha MPAKTHYECKHX 3aHATHAX (CEMHHAapax, ypoKax)
MOJIYYUTh HA HUX OTBETHI;

- cexyeT o0paIiaThes 3a KOHCYIbTAalMeH K MPEenoaaBaTeio.

AKTHUBHOE y4acCTHE CTYJIEHTOB B IPAKTUYECKON paboTe crocoOCTByeT Oojiee TIyOOKOMY H3Y4YCHHIO
COJIepKAHUS U3y4yaeMOi TUCIUILTUHBI U (YOPMUPOBAHHIO OCHOB MPO(ECCHOHATHHOTO MBIIIIJICHHUS.
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IHoaroroBKa K NpoOMeKyTOYHOM aTTeCTALINH

[TpomexkyTouHast arTecTalusl SBISETCS NPUEMOM IPOBEPKU CTENEHHM YCBOEHHS Y4eOHOTro
Marceprajla U JICKIUOHHBIX 3aHSITI/II\/JI, KaucCTBa YCBOCHUA O6y‘-IaIOH_II/IMI/ICH OTACJIbHBIX Pas3aciioB,
Cc(OPMHUPOBAHHBIX YMEHHUI U HaBBIKOB.

[Ipu moaAroTOBKE K MPOMEKYTOUHON aTTECTAIUU 11eJIecO00pa3Ho:

o BHUMATEJIBHO U3YYUTh [IEPEYEHb BOIIPOCOB U ONPEIEIINTh, B KAKUX HCTOYHUKAX HAXOIATCA
CBeICHUsI, HEeOOXOIMMBIE U OTBETA HA HUX;

o BHUMATEIIbHO MPOYHUTATh PEKOMEHIOBAaHHYIO JIUTEPATypy, H3Y4YUTh KOHCIEKTBI IO
3aHATHUSM;

o COCTaBUTbh KpaTKHE KOHCIEKTHI OTBETOB (IIAHBI OTBETOB).
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