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1. MACIHIOPT TIPOT'PAMMBI YUEBHOM JIUCHUATLIMHBI
JoKyMeHTAllMOHHOE o0ecnieYeHHe YIIPaABJIeHUS

1.1. O0Js1acTh NPpUMEHEHUs IPOrPaMMbI

[Iporpamma  y4yeOHOM  AMCHUIUIMHBI  SIBIETCS  4YacTbl0  OCHOBHOM
o0pa3oBaTenbHON NPOrpaMMbl TMOJTOTOBKH CHEIUAIMCTOB CPEJHEro 3BEHA B
coorBeTcTBUU ¢ PI'OC mno cnemmansHOocTH  CIIO 38.02.01 DOxoHOMHUKA U
Oyxrantepckuid yd€r (MO OTpacisM), YKPYHHEHHash TpyIa ClIelHalbHOCTEN
38.00.00 DxoHOMUKA U YIIPABIICHUE.

[Iporpamma y4eOHOW JUCUUIUIMHBI MOXET OBbITh HCIIOJIb30BaHA B
JOTIOTHUTEIBHOM ~ MPO(ECCHOHAIBHOM ~ 00pa30BaHUM  JJIi  TOBBIIICHHUS
KBATM(PUKALUU U TEPENOATOTOBKM PaOOTHUKOB SKOHOMUYECKON M OYyXTralITepCKOM
cdepsl nesrenbHOCTH 10 cnenuaibHocTu 38.02.01 DxoHOMEKA U OyXraiaTepckuit
y4€T (110 OTpacisim).

1.2. MecTo y4eOHOW AMCUMILIMHBI B CTPYKType OCHOBHOHM 00pa3oBaTe/bHOM
NPOrpaMMbl MOATOTOBKH CIIEHHAJIUCTOB CPeJAHEro 3BeHa: JIUCIUIUIMHA BXOIUT B
oO1ienpodecCuOHaNBHBIN ITUKIL.

1.3. leau u 3a7a4d y4eOHOM AUCUMILIMHBI — TPeO0OBaHUSA K pe3yabTaraM
OCBOCHUS Y4eOHOM JUCIHUIIMHBI:
ConepxaHue mporpaMmsbl «/lokymMeHTallMOHHOE 00ecredYeHrue yIpaBICHUS

HaIIpaBJICHO Ha JOCTHKEHUE CIEAYIOINX LEIeH:

— SBJSIETCSI YCBOGHHME TEOPETHMUECKUX 3HAHUM B 00JaCTM HOPMATUBHO
IpaBoBOM 0a3bl JOKYMEHTAIIMOHHOTO OOeCIeueHus yIpaBIeHHs

— OpraHuzanuu padoT 1o JeI0NPOU3BOJICTBY,

— OBJIQJICHHE [pUEMaMU COBPEMEHHOIO JEJONPOM3BOJACTBA, a TaKkKe
(dbopMHpoBaHrE HEOOXOAUMBIX CHEIUATUCTY KOMITETEHLIUN.

B pesynbrarte ocBoeHUsI y4€OHOM MUCIUIIIMHBI O0YyJarOIUNUCS T0KEH YMETh!
— oQOopMIIATH TOKYMEHTAIIUIO B COOTBETCTBUHM C HOPMAaTUBHOMN 0a30if, B T.4. C
UCIIOJIb30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHH;

— OCBauBaTh TEXHOJOTHUH aBTOMATU3HPOBAHHON 00pabOTKH IOKYMEHTAIUH;

— HCIOJB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

— OCYIIECTBJISATh XpaHEHUE U MOUCK JOKYMEHTOB;

— HCIOJB30BaTh TEICKOMMYHHUKAIIMOHHBIE TEXHOJOTMU B  BJIEKTPOHHOM
JIOKyMEHTO000pOTE.

B pesynbTaTe ocBoeHUs y4eOHOW AUCITUTUTMHBI O0YJArOIIUIICS JOHKCH 3HAThD!
— TIOHATHE, UEJW, 3aJadyd W MPUHIUIBI JICJONPOU3BOJICTBA; OCHOBHBIE
MOHSTHS TOKYMEHTAIIMOHHOTO 00eCIIeueHH s YIIPaBIICHHUS;

— CHCTEMBbI IOKYMEHTAI[MOHHOTO 00EeCIIeYeH s YIIPaBIICHHUS;

— KJaccuUKAIUIO JOKYMEHTOB; TPEOOBaHMS K COCTABICHUIO U OPOPMIICHUIO
JIOKYMEHTOB;



— OpraHm3alup JOKYMEHTOO0OpOTa: TpueM, 0oO0padoTKy, pEerucTpaiuio,
KOHTPOJIb, XpaHEHUE JIOKYMEHTOB, HOMEHKJIATYPY JEII.

ByxranTtep nomkeH 00agaTe OOIMMU KOMITETEHIUSIMMU:

OK 1. Bribupate cnocoObl pemeHus: 3agad MnpodeccuoHanbHON AESITeNbHOCTH
IIPUMEHUTENBHO K Pa3JINYHBIM KOHTEKCTaM

OK 2. OcymiecTBiiTh TMOUCK, aHAIUM3 M HHTEpHpeTaluio uHbopMauu,
HEOOXOMMOM I BBIIOJTHEHUS 33434 IPOo(eCCUOHATIbHON AESITEIbHOCTH

OK 3. IlmanupoBaTh M peajM30BBIBATH COOCTBEHHOE IPO(ECCHOHAIBHOE WU
JMYHOCTHOE PAa3BUTHE

OK 4. PaboraTh B KOJUIEKTMBE M KOMaHne, 3(p()EKTUBHO B3aUMOJIEHCTBOBATH C
KOJUIETaMU, PYKOBOJCTBOM, KJIMEHTaMHU

OK 5. OcymecTBiasiTh yCTHYK®O M NHUCBMEHHYKO KOMMYHHUKALIMIO Ha
rocyJapcTBEHHOM si3bike Poccuiickoii @exnepanuu ¢ y4eTOM OCOOEHHOCTEU
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

OK 9. Hcnonb3oBaTh HH(DOPMAMOHHBIE TEXHOJOTMU B NpO(EeCcCCHOHATBHOM
NeATEIbHOCTH

OK 10. ITonp3oBaThcst mpohecCHOHATBHON JOKYMEHTalMel Ha roCcyAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX

1po(heCcCUOHATBHBIMUA KOMIIETCHIIUSIMHU:

[1K 1.1. OGpabartbiBaTh epBUYHBIE OYXTadTEPCKUE JOKYMEHThI

1.4. PexomenayeMoe KOJMYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl y4eOHOI

AUCHMILIMHBI

MaKCUMaJbHOW yueOHOM Harpy3ku oOydaromierocsi 84 yaca, B TOM YHUCIIE:
00s13aTeNbHON ayAUTOPHOM Y4eOHOM Harpy3Kku oOydaronierocs 6 4acos
camocTosITenpHas pabota 72 gaca.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUTIIMHBI
2.1. O0bem yueOHOM TUCHUILIMHBI M BUAbI Y4eOHOH padoThI

Bupa yueOHoii padoThI Oovem uacos
MakcumasbHasi yueOHasi HArpy3Ka (Bcero) 84
Oo0s13aTeIbHAA aYyAUTOPHAA YYeOHAsl HAarpy3Ka (Bcero) 6

B TOM YHUCIJIC.

Ja00opaTopHble PabOTHI -

MPAKTUYECKUE 3AHSITHUS 4

KOHTPOJIbHBIE paOOThI -

KypcoBas pabora (poekT) (eciu npedycmompero) -

IPOMEKYTOUYHAsl aTTECTALUS 6

CamocTosiTesibHasi paboTa 00y4arierocs (Bcero) 72

B TOM 4YHCIJIC.

caMOCTOsTeNIbHas paboTa HajJ KypcoBoil paboToii -
(IpoeKToM)

Umozcosas ammecmayus 6 hopme (ykazamy) 1 cem. - dK3aMeH




2.2. TemaTu4yecKHUil IJIAH U COAEPKAHNE Y4eOHOM NUCHUILIUHBI [[OKyMeHTalIbHOe o0ecneuyeHue yrpaBJieHus

HanmeHoBaHHe pa3fies1oB Copep:xanue yueOHOr0 MaTepHaJia, JIabopaTopHble PadOThI U MPAKTHYECKHE 3aHATHS, CAMOCTOSATEIbHAS O0BbeM yacoB YpoBeHn
H TeM paboTa o0y4yawuuxcs, KypcoBasi padora (IIpoeKT) (eciu npedycmompenvt) 0CBOEHHS
1 3 4
Pazpen 1. IlonsiTHe 0 NOKYMEHTAIIHOHHOM O0ecTieYeHNH YIIPaBJICHN . 1
BTeMa L CamocrosiTenpHas padoTta
3Haqem:il?;;:£,m}me HcTopust pa3BUTHS HAYYIHBIX MIPEICTABICHHUN O JOKYMEHTAIIMOHHOM 00ECIICUCHUH YITPABICHHUS. 5
HCIMILIHHD CoBpeMEHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO oOecrieueHusl yrpasiieHus. HopmaTuBHO-TIpaBoBast
«JIOKYMEHTAIHON0E 0a3a opraHu3aluu JOKYMEHTAI[MOHHOTO OOECIICUYCHHs YIPAaBICHHUS KaK OCHOBAa TEXHOJOTUH
oBecIeYeHHe MIPOLECCOB YIIPABJICHHUS.
T — OHSITHE JOKYMEHTA, IOKYMEHTUPOBAHHUSI, JOKYMEHTAIMOHHOTO OOECIIeUeHUs yIIPaBICHHUS.
Kaaccnpukamus upwapr | KJIACCHQHKALUA M BHIBI JOKYMEHTOB. YHH(HMKAUUs M CTaHAapPTH3ALMUs YHOPABICHYECKUX
J0KYMEHTOB. AOKYMCHTOB
Tema 1.3 Coyiepkanre y4eOHOro MaTepuaia 2 1
IIpaBuna opopmiaeHus HpaBI/IJIa Oq}OpMJIeHI/ISI OCHOBHBIX PEKBHU3UTOB.
OCHOBHBIX PCKBU3HUTOB.
[IpakTuueckue 3aHsATUSA 2 3
Paspabotka (mpoexkTupoBanue) Ojanka opranusanuu. M3o0pakeHue peKBU3UTOB.
Pa3nen 2. JlokyMeHTHpPOBaHHE YIIPaABJeHYeCKOMH eI TeJIbHOCTH.
Tema 2.1 CamMocTosTenpHas padoTa 5 1
Cucrema CucremMa OopraHM3alMOHHO-PACIOPSAIUTEIbHON TOKYMEHTAUU : YCTaB, MOJIOKEHUE, HHCTPYKIIHS,
OpraHH3aLHOHHO- nmpaBujia  BHYTPEHHETO  pacmopsyika.  YHU(UIHUpPOBAHHAs  CHUCTEMa  OpraHU3aIlMOHHO-
pacnopsuTe bHOl pactopsautenbHoi gokymentauuu (OP/]). TOCTel na OP/I.
JMOKYMEHTAUUH [IpakTudeckue 3aHITHSA 2 3
E)OpMJ‘IeHI/IG CITy)KEOHBIX JJOKYMEHTOB B cOOTBeTCTBHH C TpeOboBanusiMu ['OCTa na OP/I.
Tema 2.2. CaMocTosTenpHas padboTa 5 1
PacnopsiuTe/bHbIe PacnopsaurenbHble JOKYMEHTBI: MPUKA3bl, IOCTAHOBJIICHUSA, PEUICHHUS, YKa3aHUs. |peOOBaHUS K
NOKyMeHTHI: mpukassl, | O(hOPMIIEHUIO JIOKYMEHTOB. Knaccudukanus OpraHU3alMOHHO-PaCIOPAIUTEIbHON
10CTAHOBJICHHSI, JIOKYMEHTAIUU: OpraHU3allMOHHbIE JIOKYMEHTBHI, pacnopsiIUTENbHBIE, CIIPaBOYHO-
pelenus, yKa3anus HHGOPMAIMOHHEIC, CIYKSOHBIEC MHCHMA.
Tema 2.3 CamocTosTenbpHast padoTta 5 1
Cocrapenne Cocrasnenue nHGOPMAIMOHHO-CIIPABOYHBIX MAaTEPHAJIOB: CIPABKH, JTOKJIATHbIC U
HH(POPMALHOHHO-
CIPABOUHBIX O0OBSICHUTEIIbHBIC 3aMICKH, aKThI, CITy>keOHBIE THCHhMa, 0030pbI, CBOIKH. [locTaHoBIEHNUS,
MaTepuaioB peleHus, IPOTOKOJbI HA OCHOBE KoJulernanbHOCTH. MHCTpykinu. CripaBOuHO-HH(POPMAIIHOHHBIE
JIOKYMEHTBI, aKT; JTOKJIaaHas (CirykeOHas) 3anucka; cupaska. OhopmiieHre akTOB HAJTOTOBBIX
WHCIIEKIIHIA.
CamocTosTenpHas padora CocTaBiieHHe HHOOPMAITMOHHO-CIIPAaBOYHBIX MAaTEpHAJIOB 5 3
Tema 2.4 CamocTosTenpHas padoTa 5 1

Pa3sHOBUIHOCTH MHUCEM.

PaznoBunnoctu nucem. CiyxeOHble TUChbMA. J{e10BOE MUCHMO B YCIIOBUSX yHU(UKAIUK. branku
Juis muceM. Kimaccugukanust KOppecroHIeHIIMN; MHUIIMATUBHAS U OTBETHAsI, AETIOBast U




KoMMepuecKast. S3bIK U CTHIIb JIEIOBOM KOppecnoHAeHInU. TummoBkie u TpadapeTHbie CiryKeOHbIe
nucbMa. IHMIIMaTUBHBIE U OTBETHBIE CIy>KeOHbIe TUchMa. [IucbMa - 3ampockl U MUChbMA - OTBETHI
OpraHu3anuil -KpeAuTopoB. TUNOBbIE rapaHTUHHbIE TUCbMa OT OpraHu3aluil (rapaHToB) OaHKaM O
NOTALIEHNH KpeauTa. TunoBoe conpoBOAUTENBHOE MUCHbMO K JIOTOBOPY.

Pasjen 3 OdopMiieHHE JTOKYMEHTOB 110 JUYHOMY COCTABY.
Tema 3.1 CamocTosTenbHas padoTa
TMpuxassi no imunomy | [IpuKa3bl 10 JMYHOMY COCTaBy. 3asiBICHHE O IpueMe Ha paldoTy, O MHEpeBOJE Ha APYIyIo

cocrasy. JOJDKHOCTB, O IMpeAocTaBieHUH oTmycka. ColepskaHue TpyJOoBOW KHMIKKH, JIMYHOW KapTOYKH,
xkoHTpakTa. CIpykTypa ¥ (QyHKUMH CiIykO0 JOKyMEHTAllMOHHOTO OOECIEYeHUs YIpaBJICHUs,
VYnpasneHue GII%JIaMI/I, ceKpeTapuar, KaHLeNApHs, sKcneauuus. JoJDKHOCTHOM M~ 4MCIeHHBIH
cocTtaB ciayxk0. JlOJKHOCTHbIE MHCTPYKLMHM COTPYAHHMKOB CIIy:KO. OpraHu3allMOHHBIE CXEMBI
JOKYMEHTAllMOHHOTO  o0ecrieueHus ynpaBiaeHus. WHCTpyklMs 1O  JIOKYMEHTAalHOHHOMY
00€CIEeYEeHHIO YIIPaBIIECHUS.
CocraB u yueT 00bEMa TOKyMEHTO000pOTa NpeupUuaTuil U opranuzauuii. Opranu3zanus padboTsl ¢
JOKyMEHTalMel, MOCTYNAoEH B YUpexAeHUs, IPEIIPUITUS, OpraHU3aluu: MPUEM BXOASIINX
JJOKYMEHTOB. ABTOMAaTHU3alUs IPOLIECCOB JOKYMEHTAIIMOHHOIO 00ECIIEYeHUS YITPABICHUSL.

Paznen 4 JloroBopHO-npaBoBasi JOKYMeHTAIHSI.

Tema 4.1 CaMocTosTenbpHas padbora

Tpynosoii norosop.

ITousitue noroBopa (KOHTpakTa), coramieHus. TumnoBas gopma KoHTpakTa. IIpumepHas popma
qoroBopa mocTaBku. IIpoTokonsl pasHormacuii kK  goroBopam.TumnoBas £0RMa JI0TOBOpA
OankoBckoro Bkiaaa [loHsTue TpynoBoro noroBopa, ero 3HaueHue. TpynoBoil konexkc P®.
Crtoponsl TpynoBoro goroopa. CoJep:kaHue TPyI0BOrO OroBopa. Buasl TPyAOBBIX JTOTOBOPOB.
TpynoBoit J0roBop (KOHTPakT) M MOPAJOK ero 3akiroueHus. I[lpaBoBoe perynupoBaHue
JOTOBOPHBIX OTHOUIEHWH. JIOKyMEHTBI, NpenocTaBisieMble MpU MOCTYIUIEHMM Ha padoTy.
Odopmnenne Ha paboTy. McnbiTanus npu npueMe Ha paboTy.

[TonsiTie W BHUIBI NEPEBOAOB IO TPYyLOBOMY MpaBy. OTIMUME MEPEBOJOB OT IEPEMELICHUS.
CoBMECTHUTENBCTBO.

OcHoBaHMs NPEeKpalIeHus Tpy10Boro gorosopa. Odopmienue yBoapHeHHs paboTHUKA. [IpaBoBbIe
NOCJIEACTBYSI HE3aKOHHOT'O YBOJIbHEHMS.

Pa3znen 5. SI3bIK ¥ CTH/Ib 0QUIHAIBLHBIX JOKYMEHTOB
Tema 5.1 Ocodennoctn | CaMOCTOSTENILHAs padoTa
OpHIHATBHOIO — Oco0eHHOCTH O(PHUIMATBHOIO — JEIOBOr0 CTHIISL. YOTPEOJIEHUE MPONMCHBIX U CTPOYHBIX OYKB.
1€eJI0BOTO CTHJISA HaunGonee ynorpebsiembie cokpaiienus ciaoB. OdopmiieHrne qaT U 9ucell B JOKyMEHTax.
Kommepuaeckast JIOKyMEHTBI OTHOCSILIMECS K BHEIIHEDKOHOMHMYECKOM JESATEIbHOCTA OpraHM3alyu:  JIeJI0Bast

nepenuckKa npu
BHEITHEIKOHOMHYECKOM

Nnepenmrcka; AOKYMCHTEIL, O(l)OpMJ'IS[IOHH/Ie BHCIIHCTOPTOBBIC CACIKHU,; MPETCH3MOHHBIC TOKYMCHTEI.

AeSITeILHOCTH
Paznen 6 Opranuszanys pa6éoThbl ¢ JOKYMeHTaAMH.
Tema 6.1 CamMocTosTenbpHast padoTa
Perucrpauus, ydyer u Per UCTpanusa, y4€T U MHACKCHPOBAHUC NTOKYMCHTOB, MOPAAOK ABHUKXCHUA NOKYMCHTOB. HOpSII[OK
HHAEKCHPOBaHHEe O6pa6OTKI/I MOCTynarmumux AOKYMCHTOB. opsAd0K O }1)_?.6OTKI/I OTHPAaBIACMBIX HNOKYMCHTOB.
JIOKyMEHTOB. [IpaBuna perucrpanuu ¥ WHISKCHPOBAHUE JTOKYMEHTOB. [IpoBepka mpaBUIBLHOCTH O(GOPMIICHUS,

HAJIMYKS TPUIOKEHUH, anpecata. COpTHPOBKA MO BUAAM OTHPABJICHUMN, COCTaBJICHUE OIMCEH,
PEECTPOB PACCHUIKH.

CamocrosTenbnas padora CocTaBieHHe OMUCEH, PeeCTPOB pacchulku. ITpoBepka mpaBUIBLHOCTH
ohopMICHHUSI, HATMYMS IPUIOKEHHUH, agpecaTa.




Tema 6.2 CamocrosTenpHas paboTa 5 1
Opranmsauus kourpoas | OpraHu3anysi KOHTPOJIS 3a UCIIOJIHEHUEM JOKYMEHTOB. KapTouku KOHTPOIMPYEMBIX TOKYMEHTOB.
32 MCTIOJTHEHHEM dopmupoBaHue Jeil. XpaHEHUE JOKYMEHTOB, COCTABJICHUE HOMEHKIIATYpP JEl.
JIOKYMEHTOB
CamocrositenbHass pabora dopmupoBaHue nen. XpaHEeHHe JIOKYMEHTOB, COCTaBJICHUE 6 3
HOMEHKJIATYp JEJL.
Tema 6.3 CamocrositenbHass pabotra TumoBas ¥ mOpUMEpHas HOMEHKJIaTypa jell. HoMmeHkiatypa jaen 6
HomenkiaTypa e opranuzanuu. O6paszen; HOMEHKIATYphI Jiell, opopMIIeHHE AOKYMEHTOB B aenax. OOnoxkka nedn,
OpraHu3anum. OIINCH OCJI.
Topsiiok nepenaun OcHOBHBIE Talbl NEPeJaYy JOKYMEHTOB B ApXUB WIIM HA YHUYTOKEHHE. DKCIIEPTU3a LEHHOCTH
JIOKYMEHTOB B apXHB JNOKYMEHTOB: —~ IOHATHE, HasHaueHue. [IpMHIMOBI ¥ KPUTEPUM ONpPENETEHUS Hay4HOH,
WM YHHYTOMEHHE. HUCTOPUYECKON U MPAKTUICCKOW IIEHHOCTH JOKYMEHTOB. DKCIIEPTHBIC KOMUCCHH, WX (QYHKIIMH H
mpaBa. OTambl MPOBEIEHUs JKcrepTu3bl u odopmiieHue ee PesynbratoB. Cpoku XpaHEHHS
JOKYMEHTOB. llepeyHn NOKYMEHTOB C YyKa3aHUEM CPOKOB XPaHCHMS.
[lopsiiok mepegayu 1e7 B apXUB I YHUYTOXKEHUS TJOKYMEHTOB. APXUB: MOHATHE, HA3HAUYCHHE.
ITpomexxyTouHas arrecrauus 6
Hroro 84
I[J'I?I XapaKTECPHUCTUKHU YPOBHA OCBOCHUA yqe6H0r0 Mare€puajia UCIIOJb3YHOTCA CICAYIOIINUE 0003HaYEHHS:
1. — o3HaKOMHTENBHEIH (Y3HABaHHUE paHee N3yUYEeHHBIX 0OBEKTOB, CBOHCTB);
2. — penpOoayKTUBHBIN (BBIMOIHEHHE AESATSILHOCTH IO 00pasily, HHCTPYKIIMU WITH O]l PyKOBOJICTBOM)
3. — MPOYKTUBHBIN (nmanupoBaHue 31 CaMOCTOATEIIBHOE BBINIOJIHEHNE JIESITENBHOCTH, pelenue MPOOIIEMHBIX 3ama)




3. YCJIOBUS PEAJIM3AILIUNU YUYEBHOMU JUCHUAIIJINHBI
3.1. TpeOoBaHMS K MUHMMAJIbHOMY MaTepHAJIbLHO-TEXHUYECKOMY
o0ecrneyeHun10

Ayn. 1304 KaGuHeT TOKyMEHTAIIMOHHOTO 00eCIIeueH s YIIpaBICHUS

VYyebnas mebdenpb Ha 30 mocajiouHbBIX MECT, pabouee MeCTO MpenogaBaTes, 10CKa
MesoBasi-1 mrT., mkadsl kKHIKHBIE 5 T. KoMnbloTep npenoaasatens Pentium
E5300. ITpoexTop NEC ¢ npoekuoHHbIM 3kpaHoM Star. [IepeueHb
JMIIEH3UOHHOTO mporpammHoro obecniedenus: Microsoft Windows Professional
(KOHTPAKT Ne 244/20 «26» utons 2020 t, Microsoft Office Professional
(KOHTPAKT Ne 244/20 «26» utons 2020 1), 7-Zip (freeware).

1224 TTomemieHue AJi1 CaMOCTOSITEIPHONU PabOThI 00yUJaIOIIIHUXCS

Kommbrorepasie cToiibl -15 mt. CTon 1715 COBEIIaHM ¢ KOMIUIEKTOM CTYJIbEB Ha
26 genoBek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mt. M®V Laser Jet
1132MFP- 2 mt. [Tpoektop SANYO c skpanom Media. [lepeuenpb TUIIEH3MOHHOTO
nporpamMmmHoro obecrnieueHus: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26» utons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20
«26» utons 2020 r), 7-Zip (freeware).

3.2. UudopmannonHoe obecnevyenne o0yueHmst

KHuroo0ecneueHHOCTD

bubiuorpaguyeckoe ONuCaAHHe H3IAHUS OcHoBHasn/ KO0, K3
%Tocp{ 3§m1aBne, BHI, MECTO W IO/l M3AAHHsI, TONOJIRHTENbHAS | (:m. PaexkTponnsie
P JuTeparypa CII6I3Y pecypchl

KazakeBuu T. A. OCH DOBbC 0paiit
JIoKyMeHTaIllMOHHOE 00eCTIeueHUE YIIPaBICHUS

: Yuebnuk u npaktukym s CITO /

KazakeBnu T. A., Tkamnu A. . — 2-e u3n.,

UCIIp. U 10N .— DJIEKTPOH. 1aH. — Mockaa :

WznarenscTBo FOpaiit, 2021-177¢

[ysanosa H.H. OCH OBbC Opaiit

JIoKyMEHTaIlMOHHOE 00ecIeueHne YIpaBiIeHus :
YueOnuk u npaxktukyM s CIIO / Hlysanosa
H. H. — Dnekrpon. nan. — Mockaa :
W3narenscTBo IOpaiit, 2021 .— 265¢ .—
(ITpodeccuonanbHOE 0Opa3oBaHue)

bsuit B.C. o OBC Opaiit
JloKyMeHTallMOHHOE 00eCIeYeHne YIpaBIeHHUS.
FOpuanueckas TexHuka : YueOHoe nocodue Jlis
CIIO / bsint B. C. — 2-e u3na., ucnp. u 1om .—
Mocksa : FOpaiit, 2021 .— 103c.

['po3osa O. C. on DOBbC 0paiit
JlenompousBoACTBO : YuebHoe mocodue /
['po3zoBa O. C. — DnekTpoH. 1aH. — Mocksa :
N3narenscTBo FOpaiit, 2021-126¢ .

loponuna JI. A. 0TI
JlokymMeHTOBeZIeHHE : Y4eOHUK U MPAKTUKYM OBC Opaiit
Jlist CI1O / mox pen. Jloponunoii JI.A. — 2-¢
W31, Iep. U 700 .— DJIEKTPOH. TaH. — MOCKBa :



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Казакевич,%20Татьяна%20Александровна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/471615
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Шувалова,%20Наталия%20Николаевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469832
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Бялт,%20Виктор%20Сергеевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/474092
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Грозова,%20Ольга%20Сергеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/472842
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Доронина,%20Лариса%20Алексеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469701

M3narensctBo FOpaiit, 2021 .— 309c.

Aoymanze [I. I. o1l DOBC O0paift
JlokymMeHTaIMoOHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Aobynanze Jl. I'., Bempsoxkuna U. b., Macnosa
B. M. — DnektpoH. gan. — Mocksa :
N3narenbcTBO FOpaiit, 2021 .— 370¢c .—
(ITpodeccuonanpaoe 0OpazoBaHue) .

Kysuenos U. H. 1011 OBbC Opaiit
J/lokymMeHTaIMoOHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Kysnenos 1. H. — DnekrpoH. nan. — Mocka
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa3oBaHME).

4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA YUYEBHOU
JUCHHAIIJINHBI

Kontposb M omeHka pe3yJbTaTOB OCBOSHHUS Y4yeOHOH  JIUCHMILUIMHBI

OCYIIECTBIISIETCS  MPEMOJABATEIEM B IPOILECCE TMPOBEICHUA IPAKTUYECKUX

3aHSATUM, TECTHUPOBAHMS, BBINOJHCHUS OOYYAIOIMIMMHUCA  WHIUBUIYAIbHBIX

3aJaHuH.

DopMbI U METO/IbI
KOHTPOJISI U OLIEHKH Pe3yJbTaTOB
00yueHust

Pe3yabTarhl 00yueHus
(ocBOEHHBIE YMEHHs, YCBOCHHbIE 3HAHMSA)

1 2

Ymemy: IIpoBepka mnpakTHueckux padoT,
- obopMJIITH  JIOKYMEHTallUIl0 B  COOTBETCTBHHM ¢ | YCTHAs OIICHKA

HOpPMAaTHBHOM 0a3ol, B T.4. C HCIOJb30BAHUEM
WH(GOPMAIIMOHHBIX TEXHOJIOTHI;

- OCBaMBaTh TEXHOJOTMH aBTOMATH3UPOBaHHOW 00paboTku | IlpoBepka npakTudeckux paboT,

JIOKYMEHTALUH; yCTHAs OIICHKA

- UCTIOJI30BaTh YHU(DHUITMIPOBAHHBIE (DOPMBI TOKYMEHTOB; IIpoBepka mpakTHYecKuX padoT,
yCTHAs! OIICHKA

- OCYLIECTBIISATh XPAHEHUE U IIOUCK JOKYMEHTOB; ITpoBepka mpakTUUeCKHX paboT,

yCTHAasI OIICHKA

- WCIIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIC TeXHOJOruH B | [IlpoBepka mnpakTudeckux paboT,
AIIEKTPOHHOM JOKYMEHTO0OOPOTE; YCTHas OTICHKa

Buame:

- TIOHSITHE, 1IeTU, 3a/1a4l U MPUHITUIBI AETONPOU3BOJICTBA;
OCHOBHBIC TIOHATHS JOKYMEHTAI[MOHHOTO 00eCredYeHHs | Y CTHBIN Onpoc
yIpaBIeHUS;

- CHUCTEMBI JIOKYMEHTAIMOHHOTO obecnieuenus | TectupoBanue
yIpaBIcHUS;

- Kiaccuukanuioo  JOKYMEHTOB;,  TpeOoBaHMsSI K | YCTHBIH Onpoc
COCTaBIIEHUIO ¥ 0O(DOPMIICHUIO JOKYMEHTOB;

- OpraHM3alMio JOKyMEHTOoOOpoTa: IpueM, o0paboTky, | TectupoBanue
pEruCTpaluio,  KOHTPOJIb,  XPaHEHHE  JOKYMEHTOB,
HOMEHKJIATypy JIell.
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Абуладзе,%20Дареджани%20Гивиевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/487121
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Кузнецов,%20Игорь%20Николаевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/470020

5. OCOBEHHOCTH OCBOEHHUA JUCHUIIJIMHBI /151 HHBAJINJ10OB
N Jil C OrPAHUYEHHBIMHA BO3MOXKHOCTAMMU 310POBbSA

OOyueHue oOyyaroUIMXCs C OTPAHUYCHHBIMU BO3MOXHOCTSIMHU 3710POBbsSI IpHU
HEOOXOJIMMOCTH OCYIIECTBIIIETCS Ha OCHOBE aJalTHPOBAHHOW padouell mporpaMMbl C
UCMOJIb30BAHUEM CIIELUAIBHBIX METOJ0B OOy4YeHHs U JUJAKTUYECKMX MaTepuasoB,
COCTaBJICHHBIX C YYETOM OCOOCHHOCTEN MCUXO(PU3NIECKOTO Pa3BUTHUS, MHIAUBUAYAIbHBIX
BO3MO>KHOCTEH U COCTOSIHUS 3I0POBBSI TAKMX 00yUaromuxcs (00y4Jaromerocs).

B memsix ocBoenust yueOHON mporpamMmbl AUCHUTUIHHBI MHBATMAAMH U JIHIIAMH C
OTpaHUYEHHBIMH BO3MOXKHOCTSIMU 3710poBbsi Kb nT obecneunBaer:

JUT MTHBAJIUZOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSMH 3JI0OPOBbSI 110 3PEHUIO:
pasMelieHue B JOCTYNHBIX I OOyYaloIIMXCs, SBISIONIMXCS CIEMBIMA WA
CIa0OBUIAIIMMH, MECTaX W B aJaNTHPOBaHHOM (opMe CIpaBOYHOM HH(MOpMALUU O
pacnMcaHuM  y4yeOHBIX  3aHATHH;  NPUCYTCTBHE  AaCCUCTEHTa,  OKa3bIBAIOLIETO
oOydammeMycss HEOOXOJAMMYIO IIOMOINb; BBITYCK aJbTEPHATUBHBIX (OPMATOB
METOJIMYECKUX MaTepuaioB (KpymHbId mpudT umu ayauodaiiiien);

JUI. UHBAJIUAOB U JIMIl C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3[I0POBbSI MO CIYXY:
Ha/IJISKAIIIMH 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEIeHIE HH()OpMAINH;

IUTS. WHBAJMIOB W JIMII C OTPAaHUYEHHBIMHA BO3MOYKHOCTSIMH 370POBbBS, HMEIOIIIX
HapyIIEHUS] OINOPHO-JBUTATENBHOTO ammapara: BO3MOXHOCTb OeCHpensTCTBEHHOrO
JOCTyna oO0ydamuxcss B ydyeOHbIE NOMEILICHMs, TyaJleTHble KOMHAThl W JIpyrue
MIOMEIICHHUS, a TAK)KE MPeObIBaHNE B YKa3aHHBIX TOMEIICHHSIX.

O6pazoBanue 00yJarOMIUXCs C OTPAHUICHHBIMI BO3MOYKHOCTSIMHU 3I0POBBSI MOKET OBITH
OpPraHMW30BaHO KaK COBMECTHO C JPYTMMHU OOYYaroImIMMHUCS, TaK U B OTJENbHBIX IpyHnax
WIN B OTJENIBHBIX OPTaHU3AINSAX.
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