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1. HACHOPT IPOT'PAMMBI YYEBHOU JUCIHHUITJIMHBI
JIOKYMEHTAIMOHHOE 00ecneYeHHue VIIPABJICHUS

1.1. ObsacTb NpUMEHEHUsI IPOrPaMMbI

[Iporpamma  y4yeOHOM  AMCHMIUIMHBI  SBISIETCS  YacTbl0  OCHOBHOM
o0pa3oBaTelbHOM MNpPOrpaMMbl MMOATOTOBKHU CIELMAIMCTOB CPEJAHEr0 3BEHa B
coorserctBu ¢ PI'OC mno cnemmansHoctr  CIIO 38.02.01 OxoHomuka u
Oyxrantepckuii yd€T (MO OTpacisiM), YKpyNHEHHas Trpynna CrenuagibHOCTEH
38.00.00 DxoHOMHMKA U yIIpaBIEHUE.

[Iporpamma y4eOHOW JIUCHMIUIMHBI MOXET OBITb HCIOJIB30BaHA B
JIOTIOJIHUTEIIHHOM npodecCuoHaTbHOM o0pazoBaHUU ISt MTOBBIIICHUS
KBATM(UKAIIMKA U TIEPENOJATOTOBKH PAOOTHUKOB AKOHOMHMUYECKOW M OyXrajaTepcKon
chepol nearenbHocTd no crenuanbHocTu 38.02.01 DKOHOMHKA M OyXraaTepCKUit
yu€T (110 OTPaACIISIM).

1.2. MecTo y4eOHOM AMCUMILIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTeIbHOM
NMPOrpamMMbl MOATOTOBKH CHENUATMCTOB CPeHEro 3BeHa . JUCIUIIIMHA BXOIUT B
o0menpodhecCUOHAIBHBINA UK.

1.3. Ieau u 3aga4u y4eOHOH AUCHMIVIMHBI — TPeOOBaHUS K pe3yJibTaTam
OCBOCHHS Y4eOHOH TUCHUNIUHBI:
Copnepxanue mporpaMMsbl «/loKyMeHTallMOHHOE OOeCreuyeHue YIpaBICHUS»

HampaBJeHO Ha JTOCTHKEHUE CIICAYIOLUX LIeei:

— SBISIETCS YCBOEGHHE TEOPETUYECKUX 3HAHMM B 00JacTh HOPMATHUBHO
IpaBoOBOil 0a3bl JOKYMEHTALIMOHHOTO 00€CIIeUeHUs! YIIpaBICHUs

— OpraHu3anuu padoT Mo JeJI0NPOU3BOJACTBY,

— OBJIQJICHHE T[pUEMaMH COBPEMEHHOIO JIEJIONPOU3BOJCTBA, a TaKXKe
(GopMupoBaHuE HEOOXOAUMBIX CIIEIUAINCTY KOMIIETEHIUH.

B pesynbrare ocBoeHUs y4eOHON TUCIMIUIMHBI 00YYArOITUICS TOJDKEH YMETh.
— 0(hOopMIATH TOKYMEHTAIIUIO B COOTBETCTBHU C HOPMATUBHOM 0a30i, B T.4. C
UCITOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHI;

— OCBaWBaTh TEXHOJOTUU aBTOMATHU3UPOBAHHON 00paOOTKH TOKYMEHTAINU;

— UCIOJIb30BaTh YHU(DHUIIMPOBaHHBIE (HOPMBI JOKYMEHTOB;

— OCYLIECTBJIATH XPAHEHUE U MIOUCK JTOKYMEHTOB;

— HCIOJIB30BaTh TEJICKOMMYHUKAIMOHHBIE TEXHOJOITMU B JJIEKTPOHHOM
JIOKYMEHTO000pOTE.

B pesynbrare ocBoeHUs yUeOHON TUCIMILUIMHBI O0YJarOITUICS TOJKEH 3HATD!
— MOHATHE, LENW, 33aJa4d W IPUHIMUIBI JEJONPOU3BOJICTBA; OCHOBHBIC
MOHATHUS TOKYMEHTAIMOHHOTO 00ECIIeUeHHUsl YIIPABICHHUS;

— CHCTEMBbI IOKYMEHTAIMOHHOTO 00eCcrieYeHusl yIpaBIeHuUs;

— KIaccu(UKAIUIO JOKYMEHTOB; TPeOOBaHMsI K COCTABICHUIO U O()OPMIICHHIO
JOKYMEHTOB;



— OpraHmM3aluio JOKYMEHTO00OpoTa: mpueM, 00paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHNE JOKYMEHTOB, HOMEHKJIATYPY Je.

Byxranrep nomken o61aaaTh 0OMIUMHU KOMIIETCHITUSIMH:

OK 1. Beibupars crnocoObl pelieHus 3aJad npodecCUOHANbHOW NeATeIbHOCTH
MPUMEHUTENIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 2. OcymecTBisiTh MOUCK, aHAIW3 M MHTEpPHpETalHio HHOOpMaIuH,
HE0OXOIMMOM JJIs BBIIIOJIHEHUS 3a]1a4 PO eCCUOHATBHON NeATEIbHOCTH

OK 3. IlnanupoBaTh U peaau30BbIBaTh COOCTBEHHOE MPOPECCUOHAIBHOE H
JUYHOCTHOE Pa3BUTHE

OK 4. PabortaTh B KOJUJIEKTHBE M KOoMaHje, 3P(EKTUBHO B3aUMOJECHCTBOBAThH C
KOJUIEraMU, pyKOBOJCTBOM, KIIMEHTAMHU

OK 5. OcymecTtBisTh yCTHYHO M DNUCBMEHHYK0O KOMMYHHUKAlMIO Ha
rocy/1apcTBEHHOM si3blke Poccuiickoit denepanu ¢ y4eToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonw3oBarh HH(OPMAIMOHHBIE TEXHOJOTMU B MPO(ECCHOHATBHOM
JEeSITENBHOCTH

OK 10. Tlons3zoBaThcs npodeccuoHanbHOM JOKYMEHTAlMEeH Ha rocy1apCTBEHHOM
Y MTHOCTPAHHOM SI3bIKaX

npodeccuoHaTbHBIMU KOMIIETEHIUSIMU

[IK 1.1. OGpabaTbiBaTh NEpBUYHBIE OYXTalTEPCKUE TOKYMEHTHI

1.4. PexoMeHayemoe KOJHYECTBO YACOB HA OCBOEHHE NMPOrpamMMbl y4eOHOM

AUCHUTTHHBI:

MaKCHUMAaJIbHOM yueOHOU Harpy3ku obyyaromerocs 84 yac, B TOM YuCIe:
00s3aTeNIbHON ayIUTOPHON Yy4eOHOM Harpy3ku o0ydaroierocsi 6 4acoB
caMocTosiTeabHas padboTa 72 yaca.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOMN JUCIUTLIAHBI
2.1. O0bem yueOHOM TMCHUIIMHBI M BUIbI Y4e0HOH padoThl

Buj yyeOHoi padoThI Oovem uacoes
MakcumajibHasi ydyeOHasi Harpy3Ka (Bcero) 84
Oo0s13aTesIbHAA aYyAUTOPHAA y4eOHAasl HATPY3Ka (Bcero) 6

B TOM 4HUCJIC.

nabopaTopHbie PabOTHI -

IIPAKTUYECKUE 3aHATHS 4

KOHTPOJIbHBIE paOOTHI -

KypcoBas paboTa (IpoeKT) (eciu npedycmompeno) -

MIPOMEKYTOYHAs aTTECTaIIMS 6

CamocTosiTeqibHasi padoTa odyuyaronierocsi (Bcero) 72

B TOM 4HUCJIC:.

caMocTosiTelIbHass paboTa HaJ KypcoBoW paboToi -
(mpoekToMm)

HUmozcosas ammecmayus 6 hopme (ykazamy) 1 cem. - oK3amen




2.2. TemaTH4eCKHH IUIAH U COAepPKaHUe Y4eOHOH AMCUMILIMHBI [loKyMeHTa/IbHOe o0ecnieyeHne yIpaBJIeHUus

HaumeHoBaHue pa3iesion Conep:xanue y4e0HOro MaTepnaJia, JiabopaTopHeie padoThbl U NPAKTHYECKHE 3AHATHSA, CAMOCTOSITEJIbHAS O0BeM yacos Yposennb
u TeM padora o0yuawmmxcs, KypcoBasi padora (IPOEKT) (eciu npedycmompervl) OCBOEHHS
1 2 3 4
Pasnen 1. IMoHsiTHE 0 TOKYMEHTALIMOHHOM O0eclie4eHUH ynpaBJeHus. 1
BTeMa L CamocrosiTenbHas padboTa
BEJICHHE. o
3nauenue n conepxanne | VICTOPHS PA3BUTHUS HAYYHBIX MIPSICTABICHAN O JOKYMCHTAIIMOHHOM 0o0ecrieueHnH YIpaBJICHHUS. 5
MCHHILTHHDE CoBpeMeHHOE COCTOSTHUE JIOKYMEHTAIMOHHOTO oOecrieueHus ynpasieHus. HopmatuBHO-TIpaBoBas
«JIOKyMEHTALHOHHOE 0a3a opraHuzalnuu JOKYMEHTAIIMOHHOTO OOECIIEYEHUsl YIPABICHUS KaK OCHOBA TEXHOJIOTHUU
odecreyeHue IT OIICCCOB praBHeHI/Iﬂ.
ynpaBenns» OHSITHE JOKYMEHTA, TOKYMEHTHUPOBAHUS, JOKYMEHTAIIMOHHOTO 00eCIIeueH s YIIPaBICHHUSI.
Kaaccnpuxamus npuger | KJIACCHQUKAMAe M BHABI JOKYMEHTOB. YHU(UKAUMA M CTaHIAPTU3AUMSA YIPABIEHYECKUX
JTOKYMEHTOB. HOKYMCHTOB
Tema 1.3 CosepkaHre y9eOHOr0 MaTepHraa 2 1
IIpaBuaa opopmiienus HpaBI/IJ'Ia 0(1)OpMJ'IeHI/I$I OCHOBHBIX PCKBHU3UTOB.
OCHOBHBIX PEKBU3UTOB.
[IpakTHueckue 3aHATHS 2 3
PaspaboTka (mpoekTupoBaHue) OJaHKa opraHusanuu. M3o0pakeHre peKBU3HTOB.
Paznuen 2. JIoOKyMeHTHpPOBAaHHUE YIIPABJEHYECKOM eI TeJIbHOCTH.
Tema 2.1 CaMocTosTeabHas padoTa 5 1
Cucrema Cucrema OpraHu3alOHHO-PACIOPAIUTEILHON NJOKYMEHTALNH | yCTaB, MOJIOKEHUE, MHCTPYKIIUA,
OpraHM3alHOHHO- npaBuiia  BHYTPEHHETO  pacIopsjika. YHI/I(l)I/IHI/I](D)OBaHHaﬂ CACTEMAa  OPraHU3aAIMOHHO-
pacHopsANTENbLHOM pacnopaguTeabHoi gokymeHTanuu (OPJ1). 'OCTr1 na OP/I.
MOKYMEHTAIHH [IpakTrueckue 3aHITHSA 2 3
OdopmieHue ciry>keOHBIX TOKYMEHTOB B cooTBeTcTBHUH ¢ TpeboBarusmu [ OCTa na OP/I.
Tema 2.2. CaMocTosITe/IbHasl padoTa 5 1
PacnopsauTe/ibubie PacniopsaurenbHble JOKYMEHTBI: IPUKAa3bl, IOCTAHOBJICHUSA, PELIEHUs, YKazaHud. TpeboBanus K
IOKyMeHTBI: npuKasel, | O(POPMIICHUIO JIOKYMEHTOB. Knaccudukanus OPraHU3aAIMOHHO-PACTIOPSAIATETLHON
I0CTAHOBJICHHS], JIOKYMEHTAIAH: OpraHU3aIMOHHBIE JIOKYMEHTHI, pacnopsiIuTENbHBIC, CIIPaBOYHO-
pelueHus, yKasaHus I/IH(bopMaI_[I/IOHHI)Ie, CJ'IY)K66HBIC nucbMa.
Tema 2.3 CamMmocTosTeabHas paboTa 5 1
((;)‘WT*‘B”""“" CocraBiieHre HHPOPMAIIMOHHO-CIIPABOYHBIX MaTEPHAJIOB: CIIPABKHU, JOKJIAIHbIC U
HHMPOPMALIUOHHO-
CPABOYHBIX 0O0BSCHUTENbHBIC 3AMMCKH, aKThI, CTyeOHbIE TUCbMa, 0030pbl, cBoAKH. [locTaHoBIEHMS,
MaTepHuaJioB pelIeHns, TPOTOKOJBI Ha OCHOBE KoJuleruaibHOCTH. MHCTpykinu. CripaBouHO-HH(POPMAIIMOHHBIE
JOKYMEHTBI, aKT; oKiaaHas (cioyxeOHas) 3anucka; crpaBka. OdopMieHre akTOB HAJIOTOBBIX
MHCHEKIIHUH.
CamocrostensHas padoTa CocTapiaeHre HHPOPMAIHMOHHO-CIPAaBOYHBIX MaTepHAJIOB 5 3
Tema 2.4 CamMocTosiTenbHas paboTa 5 1

PazHoBugHOCTH NHCeEM.

Pa3HOBHAHOCTH IHCEM. CJ'Iy>Ke6HBIe nucbMma. HCHOBOC IMUCBbMO B YCIIOBHUAX YHI/I(I)I/IKaI_[I/II/I. bnanku
JJIA TINCEM. KJ'IaCCI/I(I)I/IKaI_[I/IH KOPPCCNIOHACHIINN,; MHUTTUATHUBHAA U OTBCTHAs, JACJI0OBAA U




KOMMepuecKas. SI3bIK ¥ CTHIIB JISIOBOM KOoppecoHaeHInu. TumoBsie u TpadapeTHbie CIry:KeOHbIC
nuchbMa. HUIMATHBHBIE U OTBETHBIE CITyeOHbIe THChbMa. [I1chMa - 3apockl U IMCbMa - OTBETHI

Opranu3aiuii -kpeauTopoB. THUIoBbIe rapaHTHITHBIE TUCbMA OT OPraHU3aIMii (TrapaHToOB) OGaHKaM O
IOTAllIeHUH KpeanuTa. TUITOBOE CONPOBOAUTEIBHOE TUCHMO K JOTOBOPY.

Pa3jien 3 OdopmiieHne T0KYMEHTOB M0 JTUYHOMY COCTaBY.
Tema 3.1 CamocrosTenbHas padoTa
Mpukassr no imunomy | [[pUKa3bl 10 JIMYHOMY COCTaBy. 3asiBIIGHHE O NpHeMEe Ha pabdoTy, O IMEpPEeBOJEC Ha JAPYrylo

cocrasy. JOJDKHOCTB, O TIpenocTaBiieHuu otmycka. CojepikaHue TPyIOBOM KHIKKH, JTUYHOW KapTOUKH,
KoHTpakTa. CTpykTypa W (QyHKIMH CIYy:KO JAOKYMEHTAIIMOHHOTO OOECIeUYeHUsl YIPaBIICHUS.
VYnpasnenue 6[[%naMI/I, CEeKpeTapuaT, KaHUEIAPHs, SKCIICTULIHS. g[OHH(HOCTHOfI YU YHMCIICHHBIN
coctaB ciyx0. JIOJDKHOCTHBIE HMHCTPYKIIMU COTPYIHHUKOB CIyX0. OpraHu3allMOHHBIE CXEMBbI
JOKYMEHTAIIMOHHOTO ~ ofecrieueHus ynpaBiaeHus. HWHCTpyKIMsST 1O JOKYMEHTAIIHOHHOMY
00€eCIeYeHNIO YIPaBICHHUS.
Cocras u yuer 00bEMa JOKYMEHTOOO0POTA NPEAIPUATHI U opranu3anuid. Opranusanus paboThl ¢
JOKYMEHTAIMEH, TOCTYNAONIEeH B YUPEKIACHUS, MPEANPUITHS, OPTaHU3AIUU: TPUEM BXOISIINX
JIOKYMEHTOB. ABTOMaTH3aIIMsI MPOIECCOB JOKYMEHTAIIMOHHOTO 00CCTICUCHH S YIIPABIICHUSI.

Paznen 4 JloroBopHO-paBoBasi JIOKYMEHTALUS.

Tema 4.1 CamocrosTenbHas padoTa

Tpynosoii norosop.

ITonsiTue nmoroBopa (KOHTpakTa), corjamieHus. TumoBas (opma KoHTpakTa. [IpumepHas gopma
J0oroBopa mocTaBkH. IIpoTokonel pasHorimacuii K JgoroBopam.TuroBas (gogMa JOTOBOPA
OankoBCcKoro Bkiana [loHsTHE TPyIOBOTO IOTOBOpA, €ro 3HadeHHe. TpymoBon Kojekc PO.
CropoHsl TpyaoBoro goroopa. Cojiep:kaHue TPyIOBOTO J0TOBOpa. Bubl TpymOBBIX JOTOBOPOB.
TpynoBoit goroBop (KOHTPAKT) M TOPSIOK e€ro 3akitoueHus. I[IpaBoBoe peryiaupoBaHue
JOTOBOPHBIX OTHOIICHHWN. JIOKyMEHTBI, NpeaoCTaBisieMble IpPU MOCTYIUIEHHH Ha padoTy.
Odopmnenue Ha padoty. McnsiTanust mpu mpueMe Ha padoTy.

[IondaTre w BUABI MEPEBOJOB NO TPYAOBOMY mpaBy. OTivuuMe NEpPeBOAOB OT IEPEMELICHUS.
COBMECTUTENBCTBO.

OcHoBaHus npekpaiieHus TpyaoBoro gorosopa. Odopmiienue yBoiabHeHHs paboTHuKa. [IpaBoBbie
MIOCJIEACTBUSL HE3AKOHHOTO YBOJIbHEHUS.

Paspea S. SI3bIK M CTHJIb 0QHMIHATBHBIX JOKYMEHTOB
Tema 5.1 Ocobennocrn | CaMOCTOSITEIIbHAS padoTa
o HUIHATLHOTO — Oco0eHHOCTH O(HUIIMATIBHOTO — JIEIOBOTO CTUIIA. YTOTPEOJIEHHUE MPOMUCHBIX U CTPOYHBIX OYKB.
J1eJ10BOT0 CTHJIS Haubonee ynorpebnsiembie cokpaiienus ciioB. OdhopmiIeHHe 1aT U Yucell B JOKyMEHTAaX.
Kommepueckas JIOKyMEHTBI OTHOCAIIMECS K BHEIIHEAKOHOMHMYECKOW JEATEeIbHOCTH OpraHu3aluu:  JIeJI0Bas

nepenucka npu
BHEILHEIKOHOMMYeCKOii

nepenurucka,; JOKYMCHTHI, O(i)OpMJ'IfIIOH_[I/Ie BHCHIHCTOPIOBBIC CACIIKH,; MPETCH3NOHHBIC JOKYMCHTHI.

JAeATECJIbHOCTU
Pasnen 6 Opranuszanus padoTbl ¢ JOKYMEHTAMH.
Tema 6.1 CaMmocTosTeabHas padoTa
Perucrpanus, ydeT u Perucrpanus, yder U MHIAEKCUPOBAHUE JOKYMEHTOB, NMOPSAIOK ABMKEHHS TOKYMEHTOB. [lopsmok
MHIeKCHPOBAHUE 00pabOTKM TOCTYMAIONIUX JOKYMEHTOB. OpSAIOK O ]i_(il6OTKI/I OTHPABISIEMBIX JTOKYMEHTOB.
JIOKYMEHTOB. [IpaBuna peructpanuu U WHACKCHPOBAHUE JOKYMEHTOB. [IpoBepka mpaBUIBLHOCTH O(GOPMIICHHUS,

HAJIMYMS TPUIOKEHUH, aapecata. COpTUpOBKA MO BUIAM OTIPABICHUMN, COCTABJICHUE OTIHMCEH,
PEECTPOB PACCHUIKH.

CamMocTosTenbHas paGOTa COCTaBJ'IVCHI/IC OHHCGﬁ, peeCTPOB PACCHLIKH. HpOBepKa MMPpaBHUIIBHOCTU
O(bOpMJ'IeHI/IH, HaJIMYHWA IIPUJIIOKCHHH, aJpecaTa.




Tema 6.2 CamocrosTenbHas padoTa 5 1
Opranusauus kourpoass | OpraHusanysi KOHTPOJISA 3a UCIIOJIHEHUEM JIOKYMEHTOB. KapTOUKU KOHTPOJIUPYEMBIX JOKYMEHTOB.
32 HCTIOIHEHHeM dopmupoBaHue Aeil. XpaHEeHHE JOKYMEHTOB, COCTaBICHUE HOMEHKIIATYp ACIL.
JOKYMEHTOB
CamocrostenpHas pabora dopmupoBaHue Jen. XpaHEeHWE JOKYMEHTOB, COCTaBJICHUE 6 3
HOMEHKJIATyp JEJl.
Tema 6.3 CamocrositenibHass paboTa TumoBas M NOpUMEPHAs HOMEHKiIaTypa Jaeia. HomeHkiarypa Jen 6
Homenkaartypa fen opranuzaiun. O0paszen; HOMEHKIATYphl Jel, opopMIIeHHE JOKyMEHTOB B aenax. OOiokka Jed,
OpraHmM3anmu. OITUCH OCII.
TMopsiiok nepeaadn OCHOBHBIE DTallbl IIEPENAYM JOKYMEHTOB B aPXUB MM HA YHUYTOXEHUE. DKCIIEPTH3A LIEHHOCTH
/IOKYMEHTOB B apXHB JOKYMEHTOB: ~ IOHSTHE, Ha3HaudeHue. lIpuHUMOBI M KpPUTEPUM ONPENEICHUs] HAydHOM,
HIIH YHHTOKEHHe. HUCTOPUYECKON M MPAKTUYECKOM [IEHHOCTH JOKYMEHTOB. DKCIIEPTHbIE KOMUCCUH, UX (QYHKUUU U
mpaBa. OJTambl MPOBENEHUs JKcrepTusbl U odopmiieHue ee PesynpraToB. Cpoku XpaHEHHUS
JOKyMeHTOB. [lepeuHn JOKyMEHTOB C YKa3aHHEM CPOKOB XpaHEHMS.
[opsiiok nepegauu el B apXuB WIM YHUUYTOKEHUS JOKYMEHTOB. ApXUB: NOHATHE, HA3HAYCHHE.
ITpomexxyTouHas arrectanus 6
Uroro 84
21.115[ XapaKTECPUCTUKH YPOBHSA OCBOCHU A yqe6Horo MaTepurajia UCIOJB3YIOTCA CIICAYIONHUE 0003HAYEHHUSI:
1. — o3HaKOMHUTENBHBIH (y3HaBaHHE paHee U3ydeHHBIX 00BEKTOB, CBOICTB);
2. — penpoOayKTUBHBIN (BBIMOIIHEHNE JISSITETBHOCTH 110 00pa3Ily, HHCTPYKIIMU HIH TI0J] PYKOBOJCTBOM)
3. — MPOAYKTUBHBIN (TuTaHMpOBaHME 51 CaMOCTOSITETbHOE BBIITOJTHEHHE JIESITENbHOCTH, peureHmne MIPOOIEMHBIX 3a1a4)




3. YCJIOBUS PEAJIMBAIIAN YYEBHOU JAUCHUILINHBI
3.1. TpeOoBaHMsI K MMHUMAJILHOMY MaTepHAJbHO-TEXHUYECKOMY 00ecredeHHI0

Ayn. 1304 KaGuHeT 10KyMEHTallMOHHOTO 00eCIIeYeHus yIpaBiIeHUs

VYuebHnas mebenb Ha 30 mocaouHbIX MECT, paboyee MecTo MpenoaaBarTess, JoCKa
MenoBas-1 mrT., mkadsl kKHIKHBIE 5 T. KoMnbioTep mpenoaasatens Pentium
E5300. ITpoextop NEC ¢ npoekumoHHbIM 3kpaHom Star. [lepeuenb
JIMIIEH3UOHHOTO MporpaMmmMHoro obecrneuenus: Microsoft Windows Professional
(KOHTPAKT Ne 244/20 «26» utonst 2020 r, Microsoft Office Professional
(KOHTPAKT Ne 244/20 «26» utons 2020 1), 7-Zip (freeware).

1224 TlomernieHue sl CAMOCTOSITETLHON PaboThl 00yYarOIINXCS

KomnbroTepubie cTombl -15 mt. CTon 1715 COBEIaHuii ¢ KOMILJIEKTOM CTYJIbEB Ha
26 uenosek. Hoyroyk HP Intel(R) Core (TM) 2.7 Hz- 15 mr. M®VY Laser Jet
1132MFP- 2 mt. [Ipoektop SANYO c skpanom Media. [lepedens JMIIEH3MOHHOTO
nporpammHoro ooecneuenus: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26» mrons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20
«26» urons 2020 r), 7-Zip (freeware).

3.2. UndopmanuonHoe obecrieueHne 00ydeHus

KunroooecrneueHHOCTD

buodauorpaduyeckoe onucaHue U3IaHUA Ocnosuas/ KoJ-Bo. 7k3.
(aBTOp, 3arnam[1)e, BH/I, MECTO U IOl U3AHNS, KOJI. CTP.) JIOTOIHITETbHA B 0M0.J1. IJIeKTPOHHbIe
JIATEepaTypa CIIGIDY pecypcbl
KazakeBuu T. A. OCH OBC IOpaiit

JlokyMeHTaIMOHHOE 00ECTICUCHHE YITPABICHUS :
Yueonuk u npaktukyM s CITO / KazakeBuu
T. A., Tkammmu A. . — 2-e u3a., ucnp. u aom .—
DJIEKTPOH. AaH. — MockBa : M3narenbcTBo
IOpaiit, 2019-177c.

[[IysasioBa H. H. OCH SbC IOpaiit
JlokyMeHTaIIMOHHOE 00ECTICUCHHE YITPABICHUS :

Yueonuk u npaktukyM s CITO / IlyBamosa H.
H. — DnexTpon. nan. — Mockaa :
M3narensctBO HOpaiit, 2019 .— 221c .—
(ITpodeccronanbHOe 0O6pa3oBaHuE).

bsant B. C. OCH OBC Opaiit
JloKkyMeHTallMOHHOE 00ecreueHre ypaBieHusl.
IOpunnueckas TexHuka : YaeoHoe nocooue Jlis
CIIO / bsant B. C. — 2-e u3n., ucnp. 1 A0 .—
DNIeKTpOH. 1aH. — Mocksa : M3maTenscTBo
HOpaiit, 2019 .— 103c.

I'pozoBa O. C. non DbC HOpaiir.
Jlenonpon3BoACTBO : YuebHoe nocodue /
I'pozoBa O. C. — DnektpoH. gaH. — Mocksa :
M3 natensctBo Opaiit, 2019. -126¢.

Jloponuna JI. A. o
JIOKyMEHTOBeJIeHHE : YUeOHUK U MPaKTUKYM ObC IOpaiir.
Jlsa CIIO / mox pen. Hoponunoii JILA. — 2-¢

W3], Iep. U 10N .— DJEKTPOH. 1aH. — MocKBa :



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D0%B0%D0%B7%D0%B0%D0%BA%D0%B5%D0%B2%D0%B8%D1%87,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/437587
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%A8%D1%83%D0%B2%D0%B0%D0%BB%D0%BE%D0%B2%D0%B0,%20%D0%9D%D0%B0%D1%82%D0%B0%D0%BB%D0%B8%D1%8F%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433679
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%91%D1%8F%D0%BB%D1%82,%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/441885
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/438791
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%94%D0%BE%D1%80%D0%BE%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D0%B0%D1%80%D0%B8%D1%81%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433551

N3natensctBo FOpaiit, 2019 .— 309c.

Aoynanze J.T. o ObC IOpaiit
JIOKyMEHTaIllMOHHOE 00ecTIeYeHre YIPaBICHUs
nepcoHaoM : YueOHuk u npaktukym s CITO
/ Abynamze /1. I'., Bempsoxkuna U. b., Macnosa
B. M. — DOnextpoH. nan. — Mockaa :
WznarenscrBo KOpaiit, 2019 .— 299¢.—
(ITpodeccuonanpaoe 0O6pa3zoBaHue) .

Ky3snenos U. H. nomn DBC IOpaiir.
JIOKyMEHTAIIMOHHOE 00eCTIeYeHrE YIPaBICHHUS
nepcoHanoM : YueOnuk u npaktukym s CI1O /
Kyznenos . H. — DnekrpoH. gan. — Mocksa :
M3natenbcrBo FOpaiit, 2019 .— 521c .—
(ITpodeccronanpHoe 0O6pazoBaHue).

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMS YYEBHOM
JAUCHUIIINHBI
Koutposb HM omeHka pe3yJbTaTOB OCBOCHUS  y4yeOHOW  JUCHUIUIUHBI
OCYILIECTBIIACTCS TMPENoJaBaTeieM B MPOIECCE MNPOBEACHUS MPAKTUUECKUX
3aHSATUN, TECTUPOBAHUS, BBIMOJHECHHS 00YUYaIOIIMMUCS WHIUBUIYAJIbHBIX 3aJaHUN.

DopMBbI H METOBI
KOHTPOJISI H OL[EHKH Pe3yJIbTATOB
00yueHust

Pe3ysbTaThl 00y4yeHus
(ocBOEHHBbIE YMEHH S, YCBOCHHbIE 3HAHMSA)

1 2

Yuemn: IIpoBepka TmpakTHYECKUX pPabdoT,
- odopmasATh JOKYMEHTAallUI0O B COOTBETCTBHHM C | YCTHAs OICHKA

HOpPMAaTUBHOM 0a3oi, B T.4. C HCIOJH30BAHUEM
MH(OPMALMOHHBIX TEXHOJIOTUH;

- OCBaMBaTh TEXHOJIOTMH aBTOMATH3UPOBaHHON 00paboTky | IIpoBepka mnpakTudeckux —pabor,

JOKYMCHTAIlNH, YCTHas OLCHKa

- HCTI0JIb30BaTh YHU(PUIIMPOBAHHBIE (DOPMBI TOKYMEHTOB; IIpoBepka mpakTHYeCKHX —padoT,
YCTHas OLICHKa

- OCYHIECTBJIATH XpaHEHHUE U MTOMUCK JOKYMEHTOB; IIpoBepka mpakTUYECKUX padoT,

YCTHas OILICHKa

- HCIIOJIb30BaTh TEJICKOMMYHUKAIIMOHHBIC TEXHOJOTMHM B | IIpoBepka mnpaktuyeckunx pabor,
AIIEKTPOHHOM JJOKYMEHTO000POTE; YCTHas1 OLICHKA

3unameo:

- MIOHATHE, IENH, 3aJIa4d W IPUHIUIIBI JISJIOTPOU3BO/ICTBA;
OCHOBHBIE TIOHATUS JOKYMEHTAIIMOHHOTO oOecreueHus | Y CTHBIA Onpoc
yIpaBJICHHUS;

- CHCTCMBI AOKYMCHTAIMOHHOI'O oOecrieueHus TeCTI/IPOBaHI/IC
YIIPABJICHUA

- KIaccU(pUKaUUIO  JOKyMEHTOB;  TpeOOBaHMs K | ¥YCTHBIU OmpoC
COCTABJICHUIO U 0(POPMIICHHIO TOKYMEHTOB;

- OpraHu3alMI0 JOKyMEHTOOOOpoTa: mpueMm, o0paboTky, | TecrupoBanue
pETUCTpAlMIO,  KOHTPOJb,  XpaHCHHE  JIOKYMEHTOB,
HOMEHKJIATYpy AeIl.

5. OCOBEHHOCTHU OCBOEHUA JUCHUIIJIMHBI AJ UHBAJIN/10B
N il C OrPAHUYEHHBIMU BO3MOXKHOCTAMMU 310POBbA
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%90%D0%B1%D1%83%D0%BB%D0%B0%D0%B4%D0%B7%D0%B5,%20%D0%94%D0%B0%D1%80%D0%B5%D0%B4%D0%B6%D0%B0%D0%BD%D0%B8%20%D0%93%D0%B8%D0%B2%D0%B8%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433411
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/444432

OOyuenune oOy4YarIIUXCS € OrPAaHUYEHHBIMH BO3MOKHOCTSIMU 3JI0pPOBbS IIpU
HEOOXOJIMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHOW paboueill MporpaMmsl ¢
WCTIOJh30BAaHUEM CIICIUANBHBIX METOJOB OOydYeHHS W TUNAKTUYECKHX MaTepHajoB,
COCTaBJICHHBIX C yUYETOM OCOOCHHOCTEN MCUXO(PU3NIECKOTO Pa3BUTHSA, WHANBHUIYAITbHBIX
BO3MOKHOCTEH U COCTOSTHUSA 370POBbS TAKUX 00ydJaromuxcst (00y4Jaromnierocs).

B mensx ocBoeHus yaeOHON TpoTrpamMMbl AUCUIUIUTMHBI HHBATUAAMA U JHIIAMHU C
OrpaHMYEHHBIMH BO3MOKHOCTSIMU 3710poBbsi Kb T obecnieunBaer:

JUTS. MTHBAJIMIOB U JIUI] C OTPAHUYCHHBIMHA BO3MOKHOCTSIMHU 370POBBS 110 3PEHUIO:
pa3MemieHue B JOCTYHNHBIX Ui OOyYalOMIMXCS, SIBISIFOIIUXCS —CJICTBIMH WM
CIa0OBUASIIMMH, MECTaX M B aJaNTHUPOBAHHON (opme crpaBOYHOM HHPOpMALUU O
pacnucaHuM  y4eOHBIX  3aHSATUM;  NPUCYTCTBUE  ACCHUCTEHTA,  OKa3bIBAIOIIETO
oOyyaronieMycsi HEOOXOJMMYIO0 TOMOIb; BBINYCK aJbTEPHATHUBHBIX (HOpPMATOB
METOIMYECKUX MaTepuanoB (KpynHbId mpudT unu ayauodaiins);

JUTST MTHBAJIMJIOB M JIUI] C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMH 3JIOPOBBS 110 CITYXY:
Ha/IJISKAIIMMH 3BYKOBBIMH CPEJICTBAMHU BOCIIPOM3BEICHHE WH(OPMAIIHH;

JUTST MHBAJIU/IOB U JIMI] C OTPaHUYCHHBIMUA BO3MOXXHOCTSIMH 370POBbSI, MMEIOIINX
HapylUIeHUS ONOPHO-JBUTATENbHOTO amnmapara: BO3MOXHOCTb OECHpensITCTBEHHOIO
JOCTyNa OOydYalolmuxcs B y4YeOHbIC TIOMENICHHS, TyaJleTHbIE KOMHATBl W JIPYTHE
MOMEIICHHMS, a TAK)Ke MPEeObIBaHNE B YKa3aHHBIX MOMEIIECHUSIX.

O6pazoBaHue 00yUaroIUXCs ¢ OrPAaHUYEHHBIMUA BO3MOKHOCTSIMU 3/10POBbSI MOKET OBIThH
OpPTraHMU30BaHO KaK COBMECTHO C JPYTUMHU OOYYarOIIUMUCS, TaK M B OTACIBHBIX IPYyTIIax
WJIH B OTJICIBHBIX OPTaHU3AIIUSX.
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