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1. TACHOPT PABOYEM ITPOI'PAMMBI YYEBHOU JUCIIUTLJIVHBI
OI1.04 TokyMeHTAMOHHOE O0ecneyeHne ynpaBJeHus!

1.1. ObaacTh NPpUMEHEHUsS NIPOrPAMMBbI Y4eOHOM JUCHUIIIMHBI

PabGouast mporpamma y4eOHOW NUCHMIUIMHBI (J1ajiee - pabodas mporpamma)
ABJIIETCSL 0053aTeNbHON YacThio 00mIenpodhecCUOHATBHOTO IHMKJIA MPOTPaAMMBI
MOJATOTOBKHU CHENUaINCcTOB cpeaHero 3BeHa (najnee - [IIICC3) B coOOTBETCTBUM C
denepanbHBIM TOCYJAPCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM CPEAHErO Mpo-
dbeccuonanbHoro oopazosanus (nanee - I'OC CIIO) no cnermansHocty 38.02.01
DKOHOMUKA U OyXTranTepCKui y4eT (IT0 OTpacisim).

Pabouast mporpamma y4eOHOM IUCHHUILTUHBI MOXKET OBITh HMCIOJb30BaHa B
npodeccuoHanTbHOM OOYYEHHH U JOTOJHUTEIHHOM MPOgecCHOHaAIbHOM 00pa3oBa-
HUWU.

1.2. ean u3aga4u JUCUMUILJIMHBI - TPE0OBaHMSI K Pe3yJIbTATAM OCBOCHUSA
AUCIHUILIHHDBI

B pesynbTaTe ocBoeHMs y4eOHON AUCITUIUTMHBI 00YJarOIIHIICS JOHKECH
yMeTh:
- OCYLLUECTBIISITh MMOUCK, aHAJIN3 U UCIIOJIb30BaHUE HOPMATUBHO-IIPABOBBIX JOKY-
MEHTOB B IPUMEHEHMH K 3ana4am 1OV
- COCTaBIATH M O(OPMIISTH YIIPABICHYECKYIO U MPOPECCUOHANBHYIO JOKYMEHTA-
LU0 B COOTBETCTBUE C HOPMATUBHOW 0a30M;
- HCIIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYyMEHTOB;
- OCYILECTBIIATH JEJIOBYIO IIEPENUCKY U NOAIEPKUBATH JICKTPOHHBIE KOMMYHHU-
Kalluu;
- IPUMEHATH CPEJICTBA MHPOPMAITMOHHBIX TEXHOJIOTHIA ISl CO3AaHus 1 odopmIie-
HUS TOKYMEHTOB;
- pa30duparbCs B CUCTEME BHYTPEHHETO IOKYMEHTOO00OpOTa OpraHU3alluu;
- OCYILECTBIISATh XPAHEHHUE U MTOUCK JOKYMEHTOB;
- pa3dupaTrbcs B HOMEHKIJIATYpPE JIET;
- UCIOJIb30BaTh COBPEMEHHOE MTPOrpaMMHOE 00ECIIEYEHUE B JIEKTPOHHOM JIOKY -
MEHTO000pOTE;
- TIPOBEPSTH HEOOXOIUMYIO JOKYMEHTAIIUIO JIJIS 3aKJIFOUEHHS] KOHTPAKTa;
- (OopMHPOBAThH MTPOEKTHI MPUKA30B U PACTIOPSHKEHUH IO TPOBEACHUIO BHYTPEHHETO
KOHTPOJIS;
0(OpMJIISITH PE3yNbTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOINPUATHNA MyTEM CO-
CTaBJICHUS aKTOB U CIIPABOK
3HATh:
COJIEp’KaHNE aKTyaJbHOM HOPMATUBHO-IIPABOBOM JOKYMEHTALINH;
OCHOBHBIE MOHATHS JOKYyMEHTALIMOHHOT'O 00eCIeYeHUsl yIPaBICHUS;
KJaccudukanus ynpaBleHYEeCKUX JOKYMEHTOB;
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IpaBUJIa COCTABICHUS U 0(OPMIIEHHSI YIIPABJICHYECKUX TOKYMEHTOB U BEICHUS
JIEJIOBOM MEPENUCKHU;

COCTaB JIOKYMEHTOB CII€LIUAJIbHBIX CUCTEM JOKYMEHTALNH;

IIpaBUJIa OPraHU3alMK BCEX 3TANOB padOThI C JOKYMEHTaMU;

npuiiokeHust mporpamMmmbel Windows, HCIIONIb3yeMbIe IS peaiu3aliy 3a1a4
HOY;

coBpeMeHHbIe nH(popMalmoHHbIe TexHoJoruu JJOY

O0COOEHHOCTH COCTaBIJICHUS U O(POPMIIEHUS OTJEIBHBIX BUIOB 3aKyIOYHOM
JOKYMEHTAIUH;

JOKYMEHTUPOBAHUE OPTaHU3aLUA KOHTPOJIBHBIX MEPONPUATUN OPraHAMHU, OCY-

HIECTBIISIOMMMHU (PUHAHCOBBIN KOHTPOJIB;
Ipoleaypa COCTaBICHUS U O(DOPMIIEHHUS aKTOB U CIIPABOK IO pe3yIbTaTaM KOH-
TPOJIHBIX MEPOIPUATHIA

1.3Ucnonb30BaHue YaCOB BADUATHUBHOM YaCTH

Hcnonb3oBaHue 4acOB BApUATUBHOW YAaCTH HE MPETYyCMOTPEHO.

JlomosHuTen Oo6ocHoO!
JlomoaHuTen Ne, Koamn
bHBIE aHue
bHbIE 3HAHMS, HAaHMEHOBaHHUe 4eCTBO
npogeccuoHaTbHbIE BKJIIOYEHHS B
yMeHuUs TEMBI 4acoB
KOMIIeTEeHIIHH nporpammy

1.4. Kosin4yecTBO 4acOB HA 0CBOEHHE MPOTrPaMMBbI 1M CHUIJIMHBI:

O0bem 00pa3oBaTEIBHOM HArpy3KH OOYJarOIIUXCsl —  4aca, BKITIoUas
y4eOHYIO HarpysKy 00yJaroImmXxcst BO B3aMMO/ICUCTBUU
IperoaaBaTesieM —  9acoB;

TEOPETUYECKOE OOyUeHHE -

NPAKTUYECKUE 3aHATUS —

KYpPCOBYIO paboTy —

CaMOCTOATENbHYIO yUeOHYI0 paboTy —  4acos;
KOHCYJIbTAIlUM — __ 4aca;

POMEKYTOUHYIO aTTECTAILMIO B JOpPME IK3aMEHA — _ 4acoB



2. PE3YJIBTATHI OCBOEHUS YYEBHOM JUCIUILINHBI

Pesynbpratrom ocBoeHHs pabodeil mporpaMMbl y9eOHOW JAMCIUATIIINHBI SBIIS-
eTCsl OBJaJieHHEe OOYyYarolUMCsl BUAOM JEATEIbHOCTH, B TOM YHCIE MPOQPECCHO-
HanpHBIME (1K) u 06mumu (OK) kommerennmsimu B cootBerctBuu ¢ ®I'OC CIIO
O CTIIEIUATBHOCTH.

Kon

HaumeHoBaHue pe3yiabTaTta 00y4eHHs

I[IK 1.5

OOecrieunBaTh @HH&HCOBO-SKOHOMH‘{CCKOG COITPOBOKICHUC
JACATCIIBHOCTHU IO OCYHICCTBJICHUIO 3aKYIIOK IS TOCYIaPCTBCHHBIX U
MYHHIUIIAJIBHBIX HYK

[IK 4.1

Pa3pabaTeiBaTh IUIAaH W NOpPOrpaMMy TMPOBEJIECHUS KOHTPOJBHBIX
MEpONPUATHIA, O(QOPMIISITH PE3YJIBTATHl MPOBEACHHBIX KOHTPOJBHBIX
MEpOINPUATHNA, BbIpA0ATHIBATH PEKOMEHJALMH IO  YCTPAHEHUIO
HEJOCTATKOB W PHUCKOB, OIEHUBATh 3(PPEKTUBHOCTh KOHTPOJBHBIX
[IDOLICAVD

[IK 4.3

YyacTBOBaTh B PEBU3HH (DMHAHCOBO-XO3SMCTBEHHOM J€ATEIbHOCTH
00beKTa (PUHAHCOBOTO KOHTPOJISI

OK 2.

OcylecTBIATh TOWCK, aHAIW3 W HMHTEpIpeTanuo uHGOpMaIu,
HEOOXOAMMOW Il BBINOJHEHHMS — 3a7a4  OpodecCHOHaIbHOM
e TeIbHOCTH

OK 3.

[[maHpoBaTh ¥ peaTM30BBIBATH COOCTBEHHOE MPOPECCUOHAIBHOE U TN -
HOCTHOE Pa3BUTHE

OK 5.

OcyliecTBiIATh  yCTHYKO W NHUCBMEHHYIO KOMMYHHUKallMIO  Ha
rOCy/IapCTBEHHOM  sA3blke  Poccuiickont @Penepauum € y4eToM
0COOEHHOCTEN COLMAIBHOTO M KYJIbTYPHOIO KOHTEKCTa

OK 9.

Mcnonb30BaTh MHPOPMALMOHHBIE TEXHOJOTHMH B MPO(ecCHOHATBHOU
NEATENIbHOCTH

OK 10.

[Tonmp30BaThHCA npodecCuOHATbHON JIOKYMEHTALUEN Ha

FOCVIANCTREHHOM U MTHOCTNAHHBIX A3KIKAX




3. CTPYKTYPA U COAEPKAHUE YYEBHOHN JUCIUILIMHBI

OI1.06 lokyMeHTAIMOHHOE O0ecneyeHne YIPaBJIeHU
3.1. TemaTu4eckuii mian' yueOHON JUCIUATIIIMHBI

O0BeM BPEMCHH, OTBEJICHHBIM HA OCBOCHHE

Y4eOHOM TUCIIUTUTUHBI

Y4eOHas Harpy3ka 00ydJaromuxcs BO

3 =
Koot HanMeHOBAHME Beero B3aMMO/ICHCTBHH C TIPENoAaBaTesieM E E E E =
o o < < °c =
KOMITETEHIHI pasneos, TeM gacoB | TeopeTnu TMaGopatoprbie Kypcosas % = E ;» £
ecKoe pabota 5 2 > S 2
oGyserte, U IPaKTHYCCKUE (npoex), S L&:a z g E
- 3aHATHA, 4aCOB 4ACOB 8 > X =
1 2 3 4 5 6 7 8 9
OK 01, OK Paznen 1. JOKYMEHTHUPOBAHUE
02, OK 03, YIIPABJIEHUECKOU NEATEJIBHOCTHU
OK 04. OK Pazgen 2 OPrAHU3ALIUA PABOTHI C
05. OK 09 JOKYMEHTAMU
OK 10, OK
11, 11K 2.2,
IIK 2.5, I[IK
4.5
Koncynbranuun

[Mpomesxxytounas atrectanus :auddepeHIMpOBaHHbII 3a4eT

Bcero yacos
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3.2 TeMaTuyeCKMil IVIAH U cOJepPKaAHUE YUeOHON JUCHMIIUH

HaumeHoBaHMe pa3/ieioB U TeM Conep:xxanue ydyeOHOro marepuasa u Gopmsl Opranusanum aesatejbHocT | O0beMm, Koani
o0yJarouuxcs aK.4 | KOMIeTeHI U u
JIMYHOCTHBIX
pe3yJbTaToBl,
(opmupoBanuio
KOTOPBIX
crocod0cTByeT
3JIEMEHT
NPOrpamMMmbl
1 2 3 4
PA3JEJI 1. JOKYMEHTUPOBAHUE YIIPABJJIEHYECKOM JESATEJBHOCTHU
Tema 1.1 Coaep:xanue yueOHOIro MaTepuaJa OK 02., OK 03.,
Beenenue. JlokymMeHT U cucreMa 1. 3HayeHwue U coJiepkaHue AUCHUTUIHHBI «/[oKyMeHTallmoHHOE O0ecTieueHue OK 10,
AOKYMEHTaluU yrnpasieHus». [[oHATHE TEPMUHOB: «IOKYMEHTY, «IOKYMEHTHPOBAHHUEY, JIP 3, JIP 14
«JIOKYMEHTAllMOHHOE 00ecrieueHHEe yIpaBICHU.
2.IlonaTue cucteM JOKYMEHTALUU. Y HUPHUKALMS U CTaHAapTH3aM
YIPaBIEHYECKUX JOKYMEHTOB.
3. HopmatuBHO-npaBoBas 6a3a opraHu3aluu JOKYMEHTAIlHOHHOTO
oOecrnieyeHust ynpaBieHus
Tema 1.2. Cucrema opraHu3anioOHHO- Coaepxxanue yuyeOHOIro MaTepuaJia OK 03., OK 04.,
PACHOPAIUTEILHOH JOKYMEHTAMH 1. I'OCTs1 Ha OPJ]. Tpe6oBanus kK 0(pOPMIIEHHIO JOKYMEHTOB, OK 05., OK 09.,
TpeOoBaHUS K OJIaHKAM. OK 10.
2. OpraHu3anoHHblE JOKYMEHTBI: yCTaB, JOJDKHOCTHAs WHCTPYKLHS. K 2.7.
Pacniopsaurenbabie JOKYMEHTBL: IIPUKA3bl, PACIIOPSKCHUS. JIP 2, JIP 3,
3. CrnpaBouHO-UH(DOPMAIIMOHHBIE JOKYMEHTHI: TOKJIa Has 3aMUCKa, JIP 14

0OBSCHHUTENbHAS 3aIlUCKa, aKT, CIIPaBKa, ciykeOHoe mucbMo. CocTaB u
0c00eHHOCTH 0(OPMIIEHHUS TOKYMEHTOB 0 TUYHOMY COCTaBY

B ToM 4nciie NpaKTHYECKUX U JJa00PAaTOPHBIX 3aHATHI




1. OdopmiieHre JOKyMEHTOB C IIOMOIIBIO ITporpamMbl Microsoft Word.
Coznanue mabioHa JOKyMEHTa.

2. CocraBieHnue 1 0popMIIeHIEe OTACIBHBIX BHIOB PACTIOPSAIUTEIbHBIX U
CHPaBOYHO-UH(POPMALIMOHHBIX JTOKYMEHTOB.

3. CocraBiieHue u O(bopMHeHI/Ie OTACJIbHBIX BUAOB OPraHn3allOHHbIX
JOKYMCHTOB

4. JIoKkyMEHTHPOBAHHUE TPYAOBbIX IPAaBOOTHOLLEHUI.

Tema 1.3. Conep:kanue y4e0OHOro MaTepuasa OK 02.,0K 03.,
JleHe:kHbIe H (PHHAHCOBO-PACYETHBIE 1.0co6eHHOCTH COCTaBIEeHHs U O(QOPMIICHHS ICHEKHBIX ¥ (PUHAHCOBO- OK 05., 0K 09.,
AOKYMEHTBI pacyeTHBIX JOKYMEHTOB. OK 10., I[IK 1.1.
B Tom unciie npakTHYECKUX U J1a00PATOPHBIX 3aHATHI
1. OdopmineHue muaTeKHbIX JOKYMEHTOB
Tema 1.4. loroBopHOnIpaBoBas Coaep:xxanue yueOHOIro MaTepuaJa OK 02., OK 04.,
JOKyMEHTAIMS 1.IlonsiTue morosopa (koHrtpakra). Tumosas Qopma morosopa. Bujml OK 05., OK 09.,
JIOTOBOPOB  (TPYOBOM, KYyIUIM-IPOJAXH, IIOCTaBKH, apeHabl) OCHOBHBIE OK 10., TIK 2.7,
paszzensl norosopa. [IpaBuna oopmieHus: IpeTeH3UOHHBIX MHCEM. JIP 14
B TOoM 4nciIe NPaKTHYECKUX U JJa00PATOPHBIX 3aHATHI
1 .CocraBnenne u 0hopMIICHHE PETEH3UOHHBIX TTHUCEM.
PA3AEJI 2 OPTAHUM3ALUA PABOTHI C AIOKYMEHTAMHU
Tema 2.1 Oprannsanus Copaepxxanue yueOHOro MmarepuaJia OK 02., 0K 03,,
AOKYMEHTO0000pOoTa, peruncrpanus OK 09.
AOKYMEHTOB, HCIIOJTHEHHUE TOKYMEHTOB 1. CocraB u yueT o6bemMa JOKyMeHTO000poTa opranuzanuii. Opranuzamus JIP 14
paboTHI C TOKYMEHTAIIMEH, MocTynaroiei B opranuzanuto. [lepemnaua
JIOKYMEHTOB BHYTPH OpPTaHHU3AIUN
2.Peructpanust 10KyMeHTOB. KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB.
Opranu3zanus 1 TEXHUKA KOHTPOJISI UCTIOJHEHUs. TUNoBbIE U
WHJUBU]TyaJIbHbIE CPOKU UCIIOJIHEHUSI IOKYMEHTOB.
Tema 2.2. Copaepxxanue yueOHOro MmarepuaJia OK 04., OK 05.,
HHdopmaumonHbie TEXHOIOTHH B 1.Mcnonb3oBanue IIPOrpaMMHOTO obecrieueHus JUIS peueHus OK 09., OK 10.
ACJIONPOU3BOACTBE npodecCHOHANBHBIX 3a7a4. CKIaJACKHUe JOKYMEHTHI JIP 13, JIP 14

B TOoM umciie mpakTHYeCKUX U J1a00PATOPHBIX 3AHATHH
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1. OdopmieHre HOKyMEHTOB C IMOMOIIBIO TporpamMmel Microsoft Word.
Pabora c anexTpoHHBIME JOKyMeHTaMu. PaboTa ¢ 3ampocamu.

2. OteuecTBeHHBIC pa3pabOTKK mporpamm aBTomaTusanuu JJOY u
ApXUBHOTO JIeTa.

Tema 2.3
Opranu3anusi ONepaTUBHOIO U APXUBHOI0
XpaHeHHus

AOKYMEHTOB

Conep:kanue y4e0OHOro MaTepuasa

1. CucremaTtusanus JOKyMEHTOB U UX XpPaHEHUE.
2.Homenknarypa aen. [IpumepHble U TUIIOBbIE HOMEHKJIATYPBI A€l

3.TpeboBanus k opopmieHuto nei. [loaroroBka v mopsI0K Nepeaayuu Ae B
apXHuB.

B TOoM uMciie NpakTHYeCKUX 3aHATHI U J1a00PaTOPHBIX PadoT

1. CocraBnenue u opopmiieHuEe HOMEHKJIATYphI eI

OK 03., OK 05.,
OK 09., IIK
1.1.
JIP 14

IIpome:xyToyHast arTrecTanus B popMe 1 PepeHIUPOBAHHOIO 3a4eTa

Bcero:
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4. YCJIOBUSA PEAJIN3ALIMU YYEBHON JUCIHUILIUHBI

4.1. Tpe0oBaHMs K MATEPHAJIbHO-TEXHUYECKOMY 00ecreyeHHuIo.

Jns peanuzanuu mOporpaMMbl  YYE€OHOM JUCHMIUIMHBL JOJKHBI  OBITh
MIPEAYCMOTPEHBI CIAEAYIONTNE CIICIIMATbHbIC TOMEIIICHUS:

Kabuner »KOHOMUKHM OpraHu3alid, OCHAICHHBIH 000pYyJd0BaHUEM:
MOCAI0YHBIC MECTA 110 KOJIMYECTBY 00yUaromuxcs; pabodyee MeCTo MpernoaBaTes;
KOMIUIEKT Y4YE€OHO-HArJSIHBIX TOCOOMM M COOpPHUKHM 3aJad MO JUCHMILUIMHE
«IKOHOMHMKA OpPraHU3AIUN», TEXHUIECKUMHU CPEJICTBAMU O0YUCHHS: KOMIIBIOTED C
JIUIIEH3UOHHBIM ITPOrPaMMHBIM 00ECIICUCHHEM U MYJIbTUMEIHA TPOEKTOP.

4.2 O0mme Tpe0OBaHUA K OPraHU3aNNH 00pa30BaTeJIbHOU
AeSITeJIbHOCTH

OcBoeHre 00yYaromUMHUCs Y4eOHOU TUCIUIUIMHBI MOKET MPOXOIUTh
B YCIIOBHSIX CO3/JaHHOW OOpa3oBaTeIbHOM Cpelbl Kak B 00pa30oBaTENIbHOU
opraHuzanuu (y4peXJIeHuHu), TaKk U B OpraHU3alUsX, COOTBETCTBYIOIIUX
podUIII0 Yu4eOHON AUCITUTIIIUHEI.

[IpenonaBanue y4eOHON MUCHUIUIMHBI JOJPKHO HOCUTH MPAKTHYECKYIO
HampaBJICHHOCTh. B mpolecce MNpakTUYECKUX 3aHATHH  oOyuaromuecs
3aKpEeIUIIIOT U YIIyOJNsIOT — 3HaHUSA, MOPUOOpPETaloT  HEOOXOJUMBbIC
npo¢eCCUOHANIbHBIC YMEHHUS U HABBIKH.

N3ydenne takux o01enpodecCHOHaNTbHBIX TUCIUIIIIMH Kak DKOHOMUKA
orpaciu, MHbopMalMOHHbIE TEXHOJOTHHU, JOJDKHBI — IPEAIIeCTBOBATH
OCBOCHHIO yU€OHOM MUCIUIUTUHBI UM U3YYal0TCS MapaliebHO.

TeopeTndeckue W TPaKTHUYECKHUE 3aHATHS JOJDKHBI IPOBOJMTHCS B
y4eOHOM KaOHMHETE SKOHOMUYECCKUX JUCIIUTIINH.

Tekyiuii KOHTPOJIb O0YUYEHHS U MPOMEKYTOUHASI aTTECTALUS JOJIKHBI
CKJIQJBIBATHCS U3 CIEAYIOIIMNX KOMIIOHEHTOB:

TeKYIIMHA KOHTPOJIb: ONPOC 00yYarouuxcsi Ha 3aHITHUSIX, POBEICHUE
TECTUPOBaHUS, 0(QOPMIICHUE OTYETOB MO MPAKTUUECKUM 3aHITUIM U T.JI.

NMpOMeKYTOUYHAs aTTecTanus: 1uddepeHInpoBaHHBIN 3a49€T.
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4.3 KaagpoBoe o0ecnieuenne 00pa3oBaTe/ibHOM JAeSITeJIbHOCTH

TpeboBanus k KBanupUKaLUU MEAATOTUYECKUX KaJPOB, OCYIIECTBISIONINX
peammzanuto [IIICC3: TIIICC3 mo cmenuaabHOCTH JOHKHA 00eCIeYnBaThCS
neAarornyecKuMu KaJpamH, UMEIOITIMHU BBICIIICE oOpa3oBaHme,
COOTBETCTBYIOIIEE MPOPUIIO TMpernojaBaeMond ydeOHON AUCHUMIUIMHBL OTMbIT
JESTEIPHOCTH B OPTaHM3aIUsX COOTBETCTBYIOLIEH MpodeccHoHaNbHON chepsl
ABJISIETCSL  00s3aTENIbHBIM JUIsl TperojaBaTesieil, OTBEYAIOIUX 32 OCBOCHHE
oOyyarommcs npodeccuoHanbHOro yueoHnoro 1ukia. [IpenogaBarenu nmomnyqaror
JOTIOJIHUTENbHOE MPodeccuoHaIbHOE 00pa30BaHUE MO MPOrpaMMaM MOBHIIICHUS
KBaJIM(DUKAIMH, B TOM YUCTIE B (POpME CTAXKUPOBKU B MPOPUIBHBIX OpTraHU3aAIUIX
He pexe | pasa B 5 ner.

damuius, M, AndpumoBa Anekcanpa AJIEKCBHIPOBHA
OTYECTBO MpenoaaBaTens

O6pazoBanue BbICILIEE,  CIEUUAIUCT,  BOCTOYHOYKpauHCKUIl
HallMOHAJIBHBIM YHHMBEpCUTET uMeHM Biragmmumpa [ais,
1999 r., AH Ne 10676405, DxoHOMUKA IPEATPUSITHS

Kypcsl IMOBBIIIEHUS -
KBaTU(UKAITUU

Kareropus, nenarornueckoe -
3BaHUeE

4.4UudopmannoHHoe o0ecnevyeHHe peajn3alum NporpaMmmal

Jns peanuzanuu  mporpaMmbl  OMOIMOTEYHBINM (OHJ 00pa3oBaTeNbHON
OpraHu3alliy JOHKEH UMETh MEeYaTHBIE W/UITU DJIEKTPOHHBIE 00pa3oBaTEIbHBIC U
nH(OPMAITMOHHBIC PECYpChl IS UCIOJIB30BaHUS B 00pa30BaTEIbHOM TMPOIIECCE.
[Ipu dopmupoBanun OuOIHOTEYHOTO (HOHIAa 00pa3oBaTEILHON OpraHW3alUH
BBEIOMpAETCS HE MEHEE OJTHOTO M3AaHUS U3 TIEPSUUCIICHHBIX HIKE TIEYaTHBIX U (MJTH)
AJIEKTPOHHBIX HW3JIaHUWA B Ka4€CTBE OCHOBHOTO, MPH ATOM CIIUCOK MOKET OBITh
JIOTIOJTHEH APYTHMH H3IaHUSMU.

OcHoOBHbBIE MeYaTHbIE U JIEKTPOHHbIE U3IaHUS
1. Kopuees, U. K. JlokymeHTannonHoe o0ecrieueHre yrpaBieHus : yYeOHUK
U TIPAKTUKYM JJI cpeiHero npodeccuonanbHoro oopasosanus / M. K. Kopnees, A.

B. ITmenko, B. A. MamypueB. — 2-¢ u3z., nepepad. u mon. — MockBa

N3natensctBo FOpaiit, 2022. — 384 ¢. — (IIpodeccuonanpuoe o6pazoBaHue). —
ISBN 978-5-534-05022-6. — Tekct : oanektpoHHbi // OOpa3zoBarenbHas
miatrpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492541 (nara

obpamenus: 04.07.2022).
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7. I'OCT P.7.08-2013 «CUBU/. J{enonpou3BOACTBO U apXUBHOE IETO.
TepMuUHBI U ONPECIICHUSY.

8. [IpuMepHast UHCTPYKIUS MO JIETONPOU3BOJICTBY B T'OCYJAPCTBEHHBIX
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URL: http://www.garant.ru

11.  Jlemo-Bed: Bce O AeIONmpou3BOACTBE [DnekTpoHHbIM pecypc]. URL:
http://delo-ved.ru

12. IllyeamoBa H.H. JlokymeHTanmmoHHOe oOecreueHUe YIIpaBICHHUS:
yueOHuk u mnpaktukym / IllyBamoBa H.H. - M.: U3zpartensctBo IOpaiit, 2019
[DnexkTponHbIi pecypc; Pesxxum noctyma https://biblio-online.ru/bcode/433679] .

13.  Kysnenona, M. B. JlokyMeHTallMOHHOE OOECNIEYEHHE YNPABJICHHUS :
yueonoe nocobue s CIIO / . B. Ky3nenona, I'. A. Xauarpsin. — 2-e uza. —
Capatos : [IpododpazoBanue, Aii [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : 2JIEKTPOHHBIN // DIESKTPOHHBIN
pecypc mudpoBoi odpazoBarenbHoi cpeasl CITO
PROFob6pazopanue : [catit]. — URL: https://profspo.ru/books/80326.html

5.KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA

YUEBHOM M COUTIIVHBI
Pe3yabTaTbl 00yueHus Kpurepuu ouenku Metoaml
OIICHKH
[Iepedyens 3HaHMI, OCBaNBAEMBIX B TectupoBanue. TectupoBanu
[paMKax JUCIUTITNHBI: «5» - 85-100% BepHBIX OTBETOB C.
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COJCp)KAHUE aAKTYaJIbHOU
HOPMaTUBHO-IIPABOBOU
NTOKYMEHTaIUH;
OCHOBHBIE  IOHSTHS
NTOKYMEHTAMOHHOTO 00eCIeyeHus
yIpaBJIeHUs; Kiaccupukanus
YIPaBIEHYECKUX IOKYMEHTOB;
MpaBUjIa COCTABICHHUS U O(OPMIICHUS
YOPaBICHUYECKUX  JIOKYMEHTOB
BECHUS JEJI0BOI MEPENNCKH;

n

COCTaB JIOKYMEHTOB CIEIHUaIbHBIX
CUCTEM
TOKyMEHTAIUH;

MpaBWJia OpraHMU3allMi BCEX OTaIoB

paboTHI ¢ JOKYMEHTaMU;

npuiokeHus mporpammbel Windows,
UCTIOJIb3yEeMbIe

peanuzanuu 3aaa4 JJOVY;

COBpeMEHHBIC HH()OPMAIIMOHHBIC

rexnosioruu JIOY nousarue

ISt

MEePBUYHON OyXranTepcKoit
TOKYMEHTAIUH; (OPMBbI IEPBUYHBIX
OyXrajaTepCKUX JOKYMEHTOB,
coJiep>Kalux o0s3aTeNbHbIe
[PEKBU3HUTHI IEPBUYHOTO YYETHOTO

TOKYMEHTA;
MpaBWjla U CPOKM  XpaHEHUs
[IEPBUYHOMN Oyxraiarepckoit
NTOKYMEHTaIUH; npouenypa

COCTABJICHHMA aKTa II0 PpeE3yjibTaTaM
HMHBCHTapHU3allu.

«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u MeHee

Ompoc.

O1eHKa «5» - «OTIMYHOY» CTABUTCSI, €CITU
00yJarOIIUIACS TTOTHO U3JIaraet
MaTepuai (0TBEYaeT Ha BOMPOC), 1aeT
[PaBIJILHOE OIPEICIICHIE OCHOBHBIX
MOHATHUI1; OOHAPY)KUBACT IIOHUMAHUE
MaTepHaa.

OreHKa «4» - «XOPOII0Y» CTABUTCS, €CITU
00yyJaronuics 1aeT OTBET,
YAOBJIETBOPSIOLINI TEM XKe
TpeOOBAHUSAM, YTO U JJIS OIEHKH
«COTJINYHOY, HO JIonycKaeT 1—2 omuoku.
Onenka «3» -
«(YZAOBIETBOPUTEIBHO» CTABUTCS, €CITU
oOyuaromuiicss 0OHapyKUBAeT 3HAaHUE U
[MOHUMAaHUE OCHOBHBIX ITOJIOKCHUM
JTAaHHOW TEMbI, HO U3JIaracT MaTepuan
HEIIOJIHO U HEIOCISI0BATCILHO,
TOTTyCKAeT HETOUYHOCTH M OITUOKHU B
ONpPEACICHUN MOHITUI UITN
(bopMyJIMPOBKE MPaBUIL.
Onenka «2 -
«HEYJOBIETBOPUTEILHOY CTABUTCH,
ecn o0ydaroluiicss OOHapyKHBaeT
HE3HaHWe OOJIbIICH YacTH
COOTBETCTBYIOIIETO BOIPOCaA,
JIOTTYCKaeT OUOKU B (OPMYITHUPOBKE
oTpeieNieHUuH 1 MPaBUII, UCKAXKAIOIIHIE
WX CMBICH, O€CTIOPSIOUYHO U3JIaraeT
Marepual.

'Y cTHBII
ompoc.
TTucbMeHHBIN
onpoc.
udbdepentm
[POBAHHBII

BadcT.




