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1. OEJIN 1 3AJAYN OCBOEHUSA JUCIHUITVIMHBI

Ilenb 0CBOeHUA M CLUI/IMHBI:
- JlaTb CTyJeHTaM TeOpeThYeCKue 3HaHUs W MPaKTUYeCKUe HaBbIKU YMEHWs B

o0nacTd  JOKYMEHTal[MOHHOTO obecrieueHUsi yIipaBeHUECKOW JleaTelbHOCTH,
BO3MO>XHOCTH UX MPaKTAYECKOTo TpUMeHeHUs /il CaMOCTOsITe/IbHOM pa3paboTKu 1
TIDUHSTUS yTIpaB/ieHYeCKUX PellieHW Ha yPOBHe CpeZiHero 3BeHa.

OcHoBHBIE 3a/]lau¥l 0CBO€HUS JUCIUIL/INHBI:
- TIOHMMaHWe CYIIHOCTM U 3HaueHHus J[e/IoNpOM3BO/CTBA TIPU aHa/IMu3e

yTpaB/IeHYeCKOU [1eaTeIbHOCTU OpraHu3alui;
- 0CBOeHHe OCHOBHBIX MeTO/IOB U crielupruuecKux TIpUEMOB
JIOKyMeHTaI[MOHHOT'0 00ecrieueHUs yTipaBieHUsl U IPUMeHeHHe UX Ha TTPaKTHKe.
Pesysbrarom  ocBoenuss  aucuuiuidHbl - OIIL[.08  «/loKyMeHTaL[MOHHOe
obecrieueHre yrpaBiaeHHUs» 00ydarOIMMHCS 110 crieijraabHOCTH 38.02.08 Toprosoe
Jlefi0 sIBJIIeTCS OBJlaJleHue OCHOBHBIM BH/IOM TPO(eCCUOHA/NbHON JesiTelbHOCTH
(BI1) v COOTBETCTBYIOLMMU KOMITETEHLIUSIMHU.

2. MECTO JUCIHUIUIMHEI B CTPYKTYPE OBPA3OBATE/TbHON
ITPOI'PAMMBbI

Ouctmriimaa  OITL[.08  «/loKymeHTallMOHHOe —o0ecrieueHHe yIpaBIeHHs»
«HAXOAWUTCS B 00s3aTeNbHOM YacTH I[MK/Ia 001enpodecCoHaTbHBIX AUCIUIIIAH
yueOHOro Ti/1aHa.

MuciunavHa u3ydaeTcs Ha 2 Kypce B 3 cemecTpe (0oyHoe oOyueHue), Ha 3
Kypce (3aouHoe o0yueHue).

3. IIEPEYEHD IVIAHUPYEMbIX PE3YJ/IbTATOB OBYYEHMUA 110
JUACIUAIIVIMHE, COOTHECEHHBIX C INTAHUPY EMBbIMUN
PE3YJ/IbTATAMH OCBOEHUS OBPA30BATEJIbHOM
ITPOI'PAMMBI

B pe3y/ibTaTe OCBO€HHA AUCLUIIMHBI 06yqa}0m1/1171c51 AOJDKEeH OBJIaJeTh
YMEHUAMHU U 3HAHUAMHU B LIEJIAX HpHO6pET€HI/IH e 1yrommx KOMHETEHHHﬁZ

3.1.001mme KOMNeTeHIUM:

IlnanupyemMbie pe3yabTaThl 00yueHHUs M0 AUCHHUIUINHE
Kop Haumenosaue XI;)II)HKTEPII)/B}ZOH_[I/IE 3Tarn):1 q)opan(f‘Ba:nﬂ ’
KOMIIeTeHI[UH
KOMIIeTeHI[UH
OK 01 Bri6upaTthb criocoOsbI 3HaHMA: aKTyasbHbIM MpodeccuoHaNbHbIA U COLMaTbHbIN
pelleHus 3aia4 KOHTEKCT, B KOTODOM TIPUXOJMTCSL PaboTaTb W JKUTh;




ripoeccroHaNTbHOM
JiesiTeNTbHOCTU
TIPUMEHHUTETHHO K
pa3/InYHbIM KOHTEeKCTaM

OCHOBHbIE HWCTOUYHUKMA WHGMOPMAIlMi WM PeCypchbl [is
pelieHus 3aziau U MpobsieM B MPogeCcCHOHATBLHOM W/WIH
COL[MA/ILHOM KOHTEKCTe; aJrOPUTMbI BBIITOJIHEHUS PabOT B
rpoeCcCHOHAILHOM M CMEXKHBIX 00J1aCTsIX; METO/bI paOOTHI
B TMpo(decCcHoHa/IbHOW U CMEXHBIX Cdepax; CTPYKTypy
TUIaHa /ISl PeIIeHUs 3a/1au; TIOPSAZ0K OIIeHKU pe3y/IbTaToB
peltieHus 3a7au MpoeCCHOHATLHOM [1esITeTbHOCTH

YMeHus: pacrio3HaBaTh 3ajauy W/WIM TpobsieMy B
npodeccoOHabHOM — W/WIKM  COLMArTbHOM  KOHTEKCTe;
aHa/IM3UPOBaTh 3a/lauy W/WW TIPo0JieMy U BBIAENSITH eé
COCTaBHbIE UACTH; OMpeJe/sTb STalbl pelleHus 3ajaui;
BBIIB/IATH U 3(QdeKTUBHO  MCKaTb  HMH(OpMaLUIO,
HEOOXOAMMYIO /ISl pellleHus 3a/jaud W/Wiu TIpo0JieMbl;
COCTaBJIATh TUIaH [eWCTBUS; OMpefiensTb HeoOXOoArMble
pecypchbl; BaZieTh aKTyalbHbIMH MeTofaMu paboThl B
rpodeccuoHa/bHOM U CMeXXHBIX cdepax; peali30BbIBaTh
COCTaBJ/IeHHBIN T/1aH; OL|eHWBaTh pe3yJbTaT U MOCIe[CTBUS
CBOMX [JIeliCTBUM (CaMOCTOSITEIbHO WX C TIOMOII[bIO
HaCTaBHUKA)

Ncrnionb3oBaTh COBpeMeHHbIe
Cpe/iCTBa MOMCKa, aHaiu3a u

3HaHMA: HOMEHK/IaTypa WH(OPMAIL[MOHHBIX WCTOYHHUKOB,
TpUMeHsieMbIX B MpodeccoHaNbHON  [IesiTeIbHOCTY;
rpueMbl  CTPYKTypUpPOBaHUsS  HWHQoOpMaLuu;  QpopmaT
opopmiieHrss ~ pe3y/ibTaTOB  TOMCKa  UWH(OpMaIuH,
COBpeMeHHbIe CpeJiCTBa U YCTpOKMCTBa HMH(GOpMAaTH3alLUu;
TOPSIZIOK MX TIPUMEHEHHsI W MpPorpaMMHoe obecrieueHue B
rnpodeccuoHa/bHONM  IeITeIbHOCTU B TOM  UHCIe C

WHTEepIIpeTarun WCT0/Ib30BaHKeM LIM(POBBIX CPe/ICTB.
MH(OpPMALH, 1 YMenusi: onpejensTh 3a/aud sl TIOMCKa HMH(OpMaLUU;
OK 02 | nadopMalOHHbIe oTipefieNiATh  HeoOXOJUMble WCTOUHWKH  WH(MOpMAIVH;

TEeXHOJIOTUHU JIJ1 [JIaHUPOBATh rporiecc IIOUCKa,; CTPYKTYpHpOBaTh
BBIIIO/THEHMSI 3a/1a4 MoJTydaeMyro MH(GOPMAIIHIO; BbIJIe/IATh Haubosiee 3HaAUMMOe
npo(eCccuoHanbLHOM B IepeuHe WH(pOpPMaLM¥; OLIEHWBATh [IPAaKTUYECKYIO
AesITe/IbHOCTH 3HAUMMOCTb pPe3y/bTaTOB MOWCKA; OPOPMJISITH pe3y/bTaThbl

IIOUCKa, [IPUMEHATD cpefcTBa VMH(OpPMaLMOHHBIX

TEXHOJIOTUM /11  pellleHUs TNpoQecCHOHaNbHbIX 3a/ay;

WCTIO0/b30BaTh COBPEMEHHOe TpOorpaMMHOe obecrieueHue;

WCMO/b30BaTh  pasfvuHble LW(GpPOBble CpeAcTBa /s

peleHus: TpoecCMOHAMbHBIX 3a7au.

3HaHUA: CoJep)KaHue aKTya/JbHOW HOPMaTHMBHO- IPaBOBOM
ITnanupoBaTh 1

JOKYMEHTaluH, COBpeMeHHas Hay4Has 41
peann30BbIBATh

npodeccroHabHas TepMHHOJIOI 1, BO3MOJKHEBIE
cobcTBeHHOe

TPaeKTOpHUH npo¢eCCUOHATBHOTO pasBUTHA U
nipodeccroHaabHOe U o

camMoobpa30BaHus; OCHOBBI HpeArnpuHUMAaTe/ILCKON
JINYHOCTHOE pa3sBUTHE, "

[lesITeJIbHOCTH; ~ OCHOBbI ~ (DUHAHCOBOM  I'PaMOTHOCTY;
MPEMIPUHIMATENRCIYIO rpaBusIa pa3paboTku OV3HeC-TIIaHOB; MOPSIZIOK

OK 03 | geAaTenbHOCTH B ’

ripoecCcroHaTLHOM
cdepe, UCTIO/Ib30BaTh
3HaHUs TI0 MPaBOBOU U
(h1MHaHCOBOI T'PaMOTHOCTH
B Pa3/IMUHBIX >KU3HEHHBIX
CUTYyaLUsIX.

BBICTPauBaHUs Ipe3eHTally; KpeAuTHble OaHKOBCKUE
MIPO/IYKThI

YMeHusi:  omnpefiesisiTh  aKTyaJbHOCTb ~ HOPMAaTUBHO-
TpaBOBOM JIOKyMeHTal[uu B ripodeccroHaIbHOM
JlesiTeIbHOCTH; ~ TPUMEHSITh ~ COBPEMEeHHYI0  HayuHYH
npodeCCUOHAIBHYI0  TEPMUHOJIOTHIO;  OTIpeJesisiTh |




BLICTParBaTh TPAEKTOPUM MPOQECCUOHANTBHOTO PAa3BUTHUS U
camMoo0pa30BaHus; BBISB/IATh [JOCTOMHCTBA W HEJOCTaTKU
KOMMepUeCcKod Wujed; TIpe3eHTOBaTh U/ed OTKPLITUS
coOCTBEHHOTO [lefla B MpodeCcCHOHANbHON esTe/TbHOCTH;
oopMnsaTh OW3HEC-TIaH; paCcCUUTHIBATh pa3Mephbl BBIMIAT
MO TIPOLIEHTHBIM CTaBKaM KpeJUTOBaHUS; ONpeessiTh
VHBECTUI[MOHHYIO  TIPUBJIEKaTe/IbHOCTh ~ KOMMEpPUeCKHUX
uaeli B paMKax MpodecCHUOHanbHOM  JesiTelTlbHOCTH;
Mpe3eHTOBaTh  OW3HEC-WZIel0;  OTpeJeNATh  MCTOUHHWKH
(bvHaHCUPOBaHUS

Ocy111eCcTB/IATh YCTHYIO U
MMCbMEHHY0
KOMMYHHMKALMIO Ha
roCyJ,apCTBEHHOM $I3bIKe

3HaHUs: OCOOEHHOCTHM COLMAJbHOTO U KYJIbTYPHOTO
KOHTEKCTa; TMpaBuia OQOpPM/EHHs  JIOKYMEHTOB U
TIOCTPOEHHMSI YCTHBIX COOOIeHUH

YMeHMA: rPaMOTHO M3/araTb CBOM MBICIM M O(QOPM/IATH

OK 05 S o
Poccutickoii ®efepariuu ¢ JOKYMEeHTbI ~ TI0  mpodecCHOHANbHOM  TeMaTHKe  Ha
yueToM ocoOeHHOCTel rOCyJapCTBEHHOM SI3blKe, TIPOSIB/ISITb TOJIEPAHTHOCTh B
COL[MA/IBHOTO Y KY/IbTYPHOI'O | paboueM KOJIJIEKTUBE
KOHTEKCTa
3HaHMA: TIpaBW/Ia TIOCTPOEHHUSI TPOCTBIX U  CJOXKHBIX
MIpe/JIOKeHU Ha TpodecCHOHAbHbIE TEMbl; OCHOBHBIE
o01eyroTpebuTeTbHbIe TJ1aroJibl (bwiTOBAsK U
rpodeccroHanbHasi JIeKCHMKA); JIeKCUUeCKWd MUHHUMYM,
OTHOCSIIMICA K OINWCAaHUIO TIpeJMETOB, CpeACTB MU
TIPOLIECCOB npodheccoHATBEHON JesITe/TbHOCTH;
0COOEHHOCTH TIPOM3HOLIEHUS; TIpaBU/Ia UTEHUS] TEKCTOB
[Tonb3oBaTbCs o
. nipodecCHOHaIbHOM HarpaB/eHHOCTU
ripogeccoHa/IbHOM -
. YMeHus: NTOHUMAaTh OOLMI CMBIC/T YeTKO MPOU3HEeCeHHbIX
OK 09 | moxymeHTalel Ha N
BbICKa3bIBaHUI Ha U3BECTHBIE TeMbI (MPodeCcCHoHaNIbHbIE U
roCyJapCTBeHHOM U
OBbITOBBIE), MOHUMaTh TEKCTBI Ha 6a3oBble
MHOCTPaHHOM $I3bIKaX
npodecCUOHAIBHBIE TEMbI; y4YaCTBOBaTh B JAMajorax Ha
3HaKOMble 00IMe U TIpodeccCHoHaTbHbIE TeMbl; CTPOUTh
MPOCThIe  BBICKA3blBaHUSI O cebe W O  CBOeH
rpoecCHOHaLHOM ZiesITe/TbHOCTH; KPaTKO OOOCHOBBIBAThH
U OOBSICHATb CBOU [JIeMCTBUSA (TEKYIMe U TIJIaHUPYeMBbIe);
MUCcaTh TPOCThIe CBsi3HbIe COOOIeHHsI Ha 3HAKOMble WU
MHTepeCyIoIye podeccroHaTbHbIE TeMBI
3.2.IIpodeccuoHaIbHbIE KOMNIETEHIIUH:
IInanupyembie pe3y/ibTaThbl 00yUeHHUS M0 JUCIUII/THHE
Ko Haumenoanne xl:ly aKTe I1)43 )1,0 ue 3Tal‘[ZI dhopmu (?Ba:nﬂ ’
A KOMIIeTeHI{UH P pIByIomm pMHp
KOMIIeTeHIHH
Ocy1iecTBaSTh | YMeHHs:
MO/ITOTOBKY, - TIPUMEHSITb OCHOBHbIE [10JIOKEHUSI HOPMAaTHBHO-TIPABOBBIX aKTOB B
odopmsieHre U | chepe 3aKyTIOUYHOM /leITe/IbHOCTH;
MIPOBEPKY - COCTaB/ATh [JOKYMEHTbI, (hOpMHpPOBaTh, apXUBUPOBATh, HaIpaB/STh
K 1.3 3aKyTIOYHOM JOKYMEHTbI U UH(POPMALIUIO;

JOKyMeHTaluH | - 000CHOBBIBaTh HAYaIbHYHO (MaKCUMAJTBHYIO) 1ieHy 3aKyTIKH;

, B TOM UuCJle | - ONMChIBaTh OOBEKT 3aKyMKHY;

C - pa3pabaTbIBaTh 3aKyIMOYHYIO JOKYMEHTALMIO;

WCII0/Ib30BaHU | - paboTaTth B eZjMHON MH(OPMALIMOHHOM CHCTeME;

emM - B3aMMOJIEHCTBOBATh C 3aKyNOYHBIMU KOMMCCHSIMU M TeXHUYECKU




5/IEKTPOHHOTO
JIOKyMeHT0000
pota U
CKBO3HBIX

LU(PPOBBIX
TeXHOJIOTHH.

obecrieunBaTh /IeATETHHOCTD 3aKYTIOYHBIX KOMUCCHH;

- aHa/JW3UpOBaTh IMOCTYIHMBLIME 3asiBKW, OLIEHWBaTb pe3y/bTaTbl U
MOABO/IUTb UTOTH 3aKyIIOYHOM TMPOLIe1yPhl;

- (opMHpOBaTh M COT/IACOBLIBATH MPOTOKOJIbI 3ace/jlaHuil 3aKyTOYHbIX
KOMUCCUM Ha OCHOBAaHWU pelIeHUM, MPUHSATHIX 4ieHaMU KOMMCCHM TI0
OCYILIeCTBJIEHUIO 3aKYTIOK;

- TIpOBepATh HEOOXOAWMYI0 /IOKYMEHTAal[Ui0 [i/I  3aK/II0UYeHUst
KOHTPAaKTOB M OCYILeCTB/STh TMpOLeAypy IOANMCaHUSI KOHTpakKTa C
MOCTaBUIMKAMHU (TTOAPSAUMKAMU, UCTIOJTHUTEISIMU).

3HaHusA:

- 3aKOHOZaTenbcTBa Poccurickort ®efiepaliii 0 KOHTPAaKTHOW CUCTEME B
cdepe 3aKyTOK TOBApOB;

- 0co0eHHOCTel COCTaBJIeHUs] 3aKyMOUHOW [JOKYMEHTAllu; - MEeTOZOB
orpefieieHusi W 0OOCHOBaHWSI Haua/lbHBIX MaKCHUMajbHBIX LieH
KOHTpAaKTa.

IIK 1.4

Ocy1ecTBiATh
MO/TOTOBKY K
3aKJ/IFOUEHUI0
BHEIITHETOPTOBO
ro KOHTpaKTa u
ero
JIOKyMeHTaIbHO
e
COTIPOBOXKZEHU
e.

Ymenusn:

- K1accuuLMpPOBaTh TOBaphl HA BHYTPEHHUX M BHEILIHUX PbIHKAX;

- paspabaThiBaTh TEKCTHl peK/JaMHOW WHGOPMALMKM O TIPOAYKIUH
OpraHM3allii  Ha  WHOCTPDAaHHOM  fI3blKe [/l [OC/IeYIOLero
pacrpoCTpaHeHusl Ha BHELIHUX PbIHKAX;

- OCYLLEeCTB/ISITb [IeJIOBYI0 TMEePenucKy [0 BOMNPOCAM 3aK/IOUeHUs
BHELLIHETOPTrOBOIO KOHTPAKTa;

- OCYLLEeCTBJISITb B3aWMO/IeliICTBUe C yYaCTHUKaM{ BHEIIHETOPrOBOIO
KOHTPAKTa;

- MOArOTaB/MBaTh KOMMepUeCKUe TpezJioKeHus], 3arpochl; - 0hOpMIISITh
JIOKYMEHTAl[UI0 B COOTBETCTBUM C TPeOOBaHUSIMH 3aKOHOZATETbCTBA
Poccutickoii @efepaliuy U MeXX/1yHapO/IHBIX aKTOB.

3HaHuA:
- OCHOBHBIX TeXHHUYECKHMX  XapaKTepUCTHK, TMPEUMYyLIeCTB U
0ocobeHHOCTeM TPOAYKIMA OpraHW3alid, TOCTaB/IsSIeMOM Ha BHEIHHe
PBIHKUY;

- HOPMAaTHBHBIX NIPaBOBBIX aKTOB, persiaMeHTUPYIOLX
BHEIITHESKOHOMHUYECKYIO [1eSITe/IbHOCTb;
- MeX/AyHapoJHBIX TIpaBW/I  TOJKOBAaHUS  Haubormee  IIMPOKO

WCTIO0/Tb3YeMbIX TOPrOBbIX TEPMUHOB B 00/1aCTH BHEILIHEel TOPTOBJIH;

- MEeXXZYHapOAHBIX [IOTOBOPOB B cdepe CTaHAApPTOB W TpeOOBaHWM K
NIpOAYKLIMH,

- CTaHZAAPTOB 1 TpeOOBaHMI BHELITHUX PHIHKOB K TOBAapHO MPOAYKIWY;

- MeTO/IOB U MHCTPYMEHTOB paboThl ¢ 6a3aMu J@HHBIX U UCTOYHHKAMU
MapKeTHHT0BOM MH(OPMaLMU O BHELLIHUX PbIHKaX BHELIHUX PbIHKOB;

- MeTO/I0B pa3paboTKy peKIaMHOM nH(GOopMalU J1Jisi BHEILIHUX PHIHKOB U
VMHCTPYMEHTOB NPO/IBI)KEHHsI TOBApPOB M YCJIYT Ha BHEIIIHUX PbIHKAX;

- OCHOBHBIX BW/JIOB U METOZOB MEeX/YHapOJHbIX MapKeTHHIOBbIX
KOMMYHHKaL[1K;

- JOKyMeHT0060poTa BHEIIIHETOPIOBbIX C/eJIOK;

- YCJIOBUI BHEILIHETOPIOBOI'O KOHTPAKTa;

- HOPM 9THKH U [J1eJI0BOT0 0011[eHUsI C MHOCTPaHHBIMU MapTHepaMH.

4. OBBEM JNCHUIVIVHBI B BAYETHbBIX EANMHUIIAX C YKASAHUEM
KO/IMYECTBA YACOB, BBIJE/IEHHBIX HA KOHTAKTHYIO




PABOTY OBYUAROIIINXCH C ITPEIIOJABATEJIEM (I1IO BUIAM
YUYEBHBIX 3AHATHUIN) 1 HA CAMOCTOSITE/IBHYIO PABOTY
OBYUAIOIIINXCHA

OO0111as1 TPYI0€MKOCTh JUCIIUTUIMHBI COCTaB/sieT 48 yacoB.
4.1. O6'peM JUCIUIIMHBI U BHABI yUeOHOU padoThI:

4.1.1. Ounan ¢opma odyuenus: Kypc- 2, cemectp — 3, BU/l OTYETHOCTH —
KOHTpOJIbHast paboTa

Buj yue6HOI paboThI O6bem yacoB O6beM uacoB
BCEro 3 cemecTp
O01ias TPyA0eMKOCTb JUCIHILUTHHBI 48 48
Oo0sa3arenbHasi yueOHasi Harpy3kKa (Bcero) 48 48
B TOM YHCJIE:
Jlekiuu (JI) 28 28
ITpakTrueckue 3aHsTus (I13) 20 20

4.1.2. 3aounas ¢opma o0yuenusi: Kypc— 3, BUji OTUETHOCTH — KOHTPOJIbHasi paboTa

Buj yue6Ho# padoThI O6beM uacoB OO6BeM uacoB
BCEro 3 Kypc

O0wwias TPyA0EMKOCTb JUCIHILTHHBI 48 48
Oo0s3arenbHasi yueOHasi Harpy3ka (Bcero) 48 48
B TOM YHCJIE:

Jlexumu (J1) 10 10
[TpakTnueckue 3anstud (I13) 4 4
CamocrosTenbHasA pabora: 34 34

5. CONEP)KAHUE YYEBHOMU JVCITUITLIMHBI

5.1. CopepxaHue JUCHUILUIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM C YKa3aHUueM
OTBe/]eHHOI'0 Ha HUX KO/IMYeCTBAa YacOB W BH/IOB y4eOHbBIX 3aHSTHIA:
5.1.1 Ounas ¢opma o0yueHust

HanmMeHoBaHMe CojepxaHue yueOHOro MaTepuasia, jadopaTopHbie O0Bem
pa3fiesioB ¥ TeM PadoThHI U MPAKTHUYECKHE 3aHATHS, CAMOCTOATe/TbHAsA 4acoB
paboTa o0yuaroIuxcsi, KypcoBas padora (mpoekr) (eciu
TpelyCMOTpPEHBI)
1 2 3
Pa3pen 1. TToHSATHS ¥ IPUHIMITBI JOKYMEHTALIMOHHOTO obecrieueHus! yrpaB/ieHu st
Tema 1.1. TTonsiTHeE, Cojiep>xaHue yueOHOro MaTepuasia 8
LieJiv, 3a/laud U [JoKyMeHTHpOBaHue IX-XV BB. ITpukasHoe
TIPUHLIATIBI ZleJIOTIPOU3BO/ICTBO (XVI-XVII BB.). Kosnnexckoe
JIeIOTIPOM3BO/ICTBA [1eJIONPOU3BO/ICTBO (XVIII B.). MUHKCTEpPCTBO
ZleJIOTIPOU3BO/ICTBO XIX-Hauana XX BeKa.

[enonpousBoACTBO B COBETCKYHO 3roxy (1917-1991 rr.).
Wctopusa passutus genonpousBogctsa B Poccum. Ilonsitue




«JOKYMEHT», «JIOKyMEHTOBEJEHUE», «IOKYMEHTAIIMOHHOe
obecrieueHre  ympaBieHusi». Llend  7e/10NPOM3BO/ICTBA.
3aZlaud W TIPUHIUIBI  /1eJIONIPOM3BOCTBA. HopmaTuBHO-
MeToAuueckasi 6asa /1e/Ionpou3BO/CTBA.

Ileniu  pgenoripou3BoACTBA.  3afiaud W TIPUHIIMIIGI
J1eJI0TIPOM3BO/ICTBA.

HopmatuBHO-MeToAMuecKas 6a3a /1e/I0npoOU3BO/ICTBA.

IIpakTHyecKue 3aHATHSA

WHdopMaLoHHBIE TEXHOJIOTUH B [IeJIOTIPOU3BO/ICTBE
CoBpeMeHHOe TIpaBOBOe, HOPMAaTHBHOE U MeTOJMUYEeCKOe
peryyimpoBaHye [ieJI0NPOM3BOACTBA

Tema 1.2. CopepxaHue yueOHOro MaTepuasia
YHaupukanys u YHubuKaiys U cTaHjapTu3aiius JOKyMeHTOB.
CTaHAApTU3aLUsS O61epoccuiickue K/1acCU(UKaTopbl TeXHUKO-
JIOKyMEHTOB. 9KOHOMHUYECKOU U COLMaIbHOM HH(MOPMALIUH.

IIpakTHUyecKue 3aHATHA:

OCHOBBI JOKYMEHTHPOBaHUS

Tema 1.3. CojepxaHue yueOHOro MaTepuasia
Knaccudukarius Buabl u knaccudukaius JokyMeHToB. biaHK JOKyMeHTa.

JIOKyMEeHTOB U
TpebOBaHMS K
COCTaB/IEHUIO U
oopmieHuI0
JIOKYMEHTOB.

CoctaB peKBU3UTOB J[lOKyMeHTa. [lpaBuna odopmiieHUs
PEeKBU3UTOB.

CoctaB peKBU3UTOB J[lOKyMeHTa. [lpaBuna odopmiieHUs
PEeKBU3UTOB.

Bubp1 10rOBOpPOB B TOProBOU JeSTeJIbHOCTH
ToBapopacnopsiiuTe/nbHble JOKYMEHTHI B TOPTOBJIe

HpaKTI/I(IECKI/Ie 3dHATHA:

[MTporecc odopmiieHus1 peKBU3UTOB JOKyMEHTOB
[enoBoe McbMO

Pa3pgen 2. CocraBieHue U OQOpM/IEHHe OCHOBHBIX BHU/OB yIpaBIeHUeCKUX

JIOKyMEHTOB

Tema 2.1. Cucrema
OpraHM3alMOHHO-
NIpaBOBOM
JIOKYMEeHTAaI[|H.

Copep)xaHue yue0HOro MaTepHasa

Hasznauenue u COCTaB OpraHu3alMOHHO-TIPABOBOM
JOKYMeHTal[u1 B yTpaBJieHUeCKOH J1esiTeIbHOCTU
NpeAnpUsITUs.

OCHOBHBIE BH/bl OPraHU3aLMOHHO-NPABOBBIX JOKYMEHTOB:
yCTaB,  yupeJuUTe/IbHbIM  /IOTOBOp,  MOJOXKeHWe 00
yUpeXX/JeHuM,  JO/DKHOCTHasi ~ WHCTPYKLMSl,  LUTaTHOe
pacrnuvcaHye, MHCTPYKIUSI.

Tema 2.2. Cucrema

Copep)xaHue yue0HOro MaTepHasa




paCHOpHAHTEHbHOﬁH Ha3HaueHne u cocTaB paCHOpHAHTEHbHOﬁ AOKYMEHTAlUN.

CIpaBOYHO-
r“H(OpMaI[MOHHOM
JOKYMEeHTaL1H.

PacriopsijuTenibHble  JOKYMEHTBbI: TpHKa3bl Ha OCHOBE
eUHOHaua usi (10 OCHOBHOW [leATeTbHOCTH W JINUHOMY
coctaBy). PacnopsbkeHusi, yKa3aHus. [locTaHOBIeHUS,
pelleHs], TPOTOKOJIbI HA OCHOBE KOJI/IerMalbHOCTH.
Ha3HaueHMe M  cCOCTaB  CIPaBOYHO-WUH(OPMAILIMOHHOM
JokyMmeHTaluu. CripaBoOuHO-UH(OPMALIMOHHBIE [[OKYMEHTHI:
aKT, oK/aaHas (cmy>keOHast) 3aTTMCKa; CripaBKa.
OcobeHHOCTH 0OPM/IEHUS aKTOB PEBHU3WH KaCChl.

IIpakTHUyecKue 3aHATHA

OO01re MOHATHS U TpeOOBaHUS K COCTAB/IEHHIO

JIOKYMEHTOB

CocraBnenve U odopmienve OPJ] u  crpaBOYHO-
MHGOPMAILIMOHHOM [JOKYMEeHTaLU!

[TopsiloK  COCTaB/ieHWsT aKTOB CBEPKM DPaCyeTOB MeXIy
neburopamu U Kpeautopamu. Ciiy>KeOHbIe TTUChMa.

Tema 2.3.

Copep)xaHHe yue0HOro MaTepHasa

Opranusanus pabotel ¢ | CocTaB ¥ ydyeT 06beMa JOKYMEHTOOOOpOTa MperpUaTHiA 1

HJAOKYMEHTaMH.

opranusauuil. Ilepesaua JOKyMeHTOB BHYTPY OpraHU3aLjiy.

HpaKTIrI‘-IECKI/Ie 3dHATUA

Opranu3anusi paboThl € JOKYMeHTaMHy TI0 TMYHOMY COCTaBy.
Yuer KomuyecTBa [JOKyMeHTOB. OpraHu3aliis XpaHeHUs
JIOKYMEHTOB B /1e/IOTIPOU3BO/ICTBE

Opranu3aiusi paboTel C [JOKYMeHTAllMeH, MOCTyTaroileld B
yupeXx/ieHus1, NpeAnpysTHsl, OpraHu3aLvu: MPUEM BXOZSIIUX
JOKyMeHTOB, 00paboTKa, Mpe/jBapuTeIbHOEe PACCMOTPeHHe U
pacrpejiesieHye, perucTpanus, pacCMOTpPeHHe [OKYMEHTOB
DYKOBOACTBOM,  ucronHeHHe.  OTmpaBka  MCXOZJSAIIUX
JOKYMEHTOB.

KoHTposbHasi padoTa (3auet o pe3y/ibTaraM KOHTPO/IbHOM padoThI)

Bcero:

48

5.1.23aouHnast popma o0yueHust

HanmeHnoBanue
pa3jesioB M TeM

CopepkaHue yueOHOro MaTepuasa, 1adopaTopHbie padoThI U
NMpPaKTHYeCKHUe 3aHATHSA, CAaMOCTOATe/IbHasA paboTa
00yuaroImuxcs, KypcoBas padora (mpoexr) (eciu
TIpe/lyCMOTpPEHBI)

Oo0BemMm
4acoB

1

2

Pa3pen 1. IToHATHA U IPUHIMIBI JOKYMEHTAIMOHHOTO 00ecreueHus

ylpaB/ieHUs

Tema 1.1.
ITonsTue, 11e/1m,
3ajjaud U
TIPHHLIUIIBI

Copep)xaHHe yue0HOro MaTepuasa

Wctopusi pas3Butust JenorpousBoctBa B Poccuu. IloHsiTHe
«JJOKYMEeHT»,  «JOKyMeHTOBeJleHhe»,  «[loKyMeHTal[MOHHOe
obecrieueHue yrpaBreHusi». Llenu genonpousBojCTBa. 3aauu U
MIPUHIIUIIBI Jleionpon3Bo/cTBa. HopMaTuBHO-MeToAMueckasi 6a3a




AEJIOTIPOU3BOACTBA.

e MONpOU3BOJCTE OpraHu3alliOHHbIe  JOKYMEHTBI:  BUZBI, OJIaHKHA, COCTaB
PEeKBU3UTOB U MpaBu/ia 0(hopMIeHusl.
Tema 1.2. Copep:xaHue yueOHOro MaTepuasa 2
Yuudukanus u YHuduKaius u ctaHjapTyu3aiiys JOKyMeHTOB.
cranzaprusaius | OOLIepoccHiickue K1acCU(PHUKATOPbl TEXHUKO-KOHOMUYECKOU U
JI0KYMEHTOB. colyaabHOM MH(MOpMaLIWH.
IIpakTHYecKHe 3aHATHA: 2
OCHOBBI JOKYMEHTUPOBaHUSI.
Tema 1.3. CopepixaHue yueOHOro Marepuasia 2
Knaccuukauus | Bugsl v KmacCUUKaLys JOKYMEHTOB. B/IaHK ZJ0KyMeHTa.
JIOKYMEHTOB U CoctaB  pekBU3MTOB JoOKyMeHTa. [IpaBuna odopmiieHus
Tpe6oBaHMS K PEKBU3UTOB.
COCTaBJIEHUIO U [IpakTHueckue 3aHATHSA: 2
0(hOpMIIEHIIO I[Tpouecc oopmiieHus1 peKBU3HUTOB J0KyMEHTOB
JAOKYMEHTOB.
Pa3fien 2. CocraBieHHe M o(gopM/IeHHe OCHOBHBIX BH/IOB YyIpaB/IeHUeCKHUX
JOKYMEHTOB
Tema 2.1. CopepkaHue yueOHOro MaTepuasia 2
Cucrema Hasnauenue u cocTaB OpraHU3aLOHHO-TIPABOBOU
OpraHM3alMOHHO- | JOKYMEeHTallMy B yIIpaB/IeHUeCKOM esATe/IbHOCTH NpeIpUsTHS.
TpaBOBOM
JOKYMeHTAaLNH.
Tema 2.2. CojepxaHue yueOHOro MaTepHasia 2
Cucrema HasHaueHMe U COCTaB pacropsiiUTeNbHONM [IOKyMeHTAalUU.
pacriopsiiutesibHO | PacnopsizvtenbHble  JOKYMEHTBHI:  TpUKasbl Ha  OCHOBE
# 1 cripaBoYHO- eJUHOHauaausi (10 OCHOBHOW [eSITE/IbBHOCTU U JIMYHOMY
MH(pOPMALOHHOI coctaBy). Pacnopsbkenus;, ykasanus. [loctaHoBieHus], peleHus,
[OKYMeHTaL[H. MPOTOKOJIbI HA OCHOBE KOJUIerMaTbHOCTH.
CamocTosATe/IbHOE H3yUeHHe YUeOHOro MaTepuaia
OcCHOBHBIE  BH/Jbl OPraHU3alL[MOHHO-TIPABOBBIX  [TOKYMEHTOB:
yCTaB, yupeAWTe/bHBIN [0TOBOp, TONOXKeHWe 00 yupexeHuH,
JIOJDKHOCTHas UHCTPYKLMS, IITaTHOe paclvcaHue, UHCTPYKLUSL.
Ha3nauenue u cocraB CTpaBOYHO-MH(OPMAaLMOHHON
JIOKyMEHTaLH.
CripaBo4HO-MH(OpPMALMOHHbIE  [JOKYMEHThI: aKT, JOK/1aJHas
(cmy>kebGHast) 3arMcKa; CripaBKa.
OcobeHHOCTH 0(OPM/IEHHST aKTOB PeBU3WH Kacchl [1opsaok
COCTAB/IHUS aKTOB CBEPKU PACUETOB MEXY AeO0UTOpaMu U 34

kpeguropamu. CiiykeOHbIe TTHUCHMa.
CocTaB ¥ yueT o6bemMa J0OKyMeHTO0000poTa NpeAnpUiTHH 1
opraHu3anuii. [lepejaua JOKyMeHTOB BHYTPH OpPTraHU3aLIMH.
YueT KOJIMueCcTBa JJOKyMEHTOB.

[ToHsITYe U OCHOBHBIE CBOMCTBA MH(OPMALIH.
OO01Me NoHATHS ¥ TPeOOBaHUS K COCTAB/IEHUIO JOKYMEHTOB
«CocraBnenre u  odopmienre OPJl u  cripaBOYHO-
MH(OPMAIMOHHOW I0KYMeHTaI|H»

OpraHu3aiiysi paboThl C JOKYMeHTal[iel, TOCTyMawlleld B




yupeXxx/eHusi, TIPeJIIPUSTUs], OpraHu3alliu: TpUeM BXOZSIIUX
JOKyMeHTOB, 00paboTKa, TpeABapUTe/JIbHOE DPAacCMOTpeHHe |
pacripefieieHue, perucTpanusi, pacCMOTpPeHHe [OKYMEeHTOB
PYKOBOZICTBOM, HcTIoiHeHWe. OTMpaBKa UCXOASIIUX JOKYMEHTOB
WHpopmalmoHHO-cTipaBoUHasi ~ pabora:  1jeid, 3aflaud = |
TeXHOIOTUM.

OcHoBbl  AOKyMeHTOoOOopoTa.  [IpuMHIUINBI ~ OpraHU3al[uu
JIOKyMeHToo00pOoTa ¥ TEXHOJIOTHSl  [JOKYMEHTAalOHHOTO
obecrieueHust yTipaB/ieHUsI.

Opranu3atysi paboTkl € JOKyMeHTaMH 110 JIMYHOMY COCTaBy.
Harmmcanue gomalitHet KOHTPOJIbHOUM PaboThI.

KoHTpo/ibHasi padoTa (3a4eT mo pe3y/jIbTaTaM KOHTPOJ/IbHO#M PadoThI) -

Bcero: 48

6.1.

6. YHEBHO-METOAJNUYECKOE OBECIIEYHEHUE JUCIHIUIIVIMHbI

IlepeyeHb OCHOBHOW M [IOMOJTHMTE/ILHOM YyueOHOW JIMTepaTyphl,

He00X0JMMOM /I/Isi 0CBOEHMSI JUCI{UILTHHBI:

6.1.1. OcHoBHas uTeparypa:

1.

bacakoB M. U. JlokymeHTal[MOHHOe ObecrieueHue yripaB/ieHUs1 (C OCHOBaMU
apxuBOBe/ieHus1) : yueOHoe mocobue / M.M. BacakoB. — Mockga : KHoPyc,
2022. — 216 C. — ISBN 978-5-406-09983-4. —
URL:https://book.ru/book/944588;.

. Ky3netio, W. H. [lokymeHTalioHHOe obecrieueHre  yTpaBJieHUS.

oKyMeHTOOOOpOT U /IeJIOTIPOM3BOACTBO : YyUeOHWK U TPaKTHUKYM AJisi
cpepHero npodeccruoHanbHOro obpasoBanusi / Y. H. Ky3HelioB. — 4-e u3g.,
nepepab. u gorn. — MockBa : U3sgarenbctBo FOpaiit, 2023. — 545 c. —
(ITpodeccuonanbHoe obpaszoBanue). — ISBN 978-5-534-16004-8. — URL:
https://urait.ru/bcode/523613;

. [opdupees /1. H. /lokymeHTaljioHHOe obecrieueHre yIipaB/ieHus : yueOHoe

nocobue / [I. H. ITopdupreB. — Ilensza III'AY, 2022. — 122 c¢. — URL:
https://e.lanbook.com/book/270956.

6.1.2. lono/iHUTe/IbHAA IMTEpaTypa:

1.

Bapmysg B.B. [lokymeHTarjioHHOe obecrieueHWe yTipaB/ieHUS : yueOHUK /
B.B. BapmyHj. — Mocksa : FOctunus, 2022, — 271 ¢. — ISBN 978-5-4365-
8902-2. — URL:https://book.ru/book/942707;

. Muxaitmoa JIJI. OpraHu3anuss  JOKyMEHTALIMOHHOTO  obOecrieueHUs

yripaBjieHusi U (yHKIIMOHUPOBAHUSI OpraHu3aluil : yuebHoe rocobue / JI.JI.
MuxaitnoBa. — Mocksa : KnoPyc, 2022. — 211 c. — ISBN 978-5-406-09090-
9. — URL:https://book.ru/book/942442;

. MaBnoBa P. C. [lokymeHTalMOHHOe obecrieueHue yripaBieHusi. [lenoBas

nepenucka / P. C. [TaBnoBa. — 2-e u3g., ctep. — CaHkT-IleTepOypr : JlaHb,
2023. — 152 ¢ — ISBN 978-5-507-46051-9. —  URL:
https://e.lanbook.com/book/295997


url:https://book.ru/book/942707

6.2. TIlepeueHb pecypcoB HH(OPMaALMOHHO-TE/IEKOMMYHUKALUOHHON CeTH
VIHTepHeT, He00X0JUMBIX I/ 0CBOEHHUS JUCIHUILIHHBI:

1.Catit MunucrepctBa prHaHCOB P® - www.minfin.ru

2.CripaBoYHMK Oyxranrepa: 3aKOHOJATeNbCTBO, METOJWUeCKHe YKa3aHUs
sprbuh.systecs.ru

3.CripaBoyHas rpaBoBasi cucteMma «KoHcynbTaHT ITatoc» - www.consultant.ru
4.0cdurmaneHbIi cauT [1paBuTtenbctBa PO - www.government.ru
5.MlHTepHeT-)KypHa/l « AKTyanbHas Oyxrantepus»- www.aktbuh.ru
6.0duumanbheiii cat CITC «KoHCynbTaHT-TITIOC» - www.consultant.ru
7.0¢unuanshbiii cat CIIC «I"apaHT» - www.garant.ru

8.CaiiT mpakThuecKoi momoiiy oyxrantepy - www.klerk.ru6.

6.3. IlepeueHb y4yeO0HO-MeTOJHUYECKOT0 oOOecreyeHUs] AJIA CAMOCTOSITeTbHOM
PadoThI 00yJaKOIUXCS MO JUCHUTUTHHE:

1. KabanoB A.E. COOpHMK  TeCTOBBIX  3aZlaHMd 10  JAUCIUILIHHE
«[loKyMeHTaI[uOHHOe  obecIleueHWe  yrpaBjieHWs» i1 CTY[eHTOB,
o0yuaroIuxcs 10 SKOHOMUYECKUM CIel[Ha/ibHOCTIM / MoJio/IeXKHbIMI:
N3parensctBo UpkyTckui 'AY, 2018. — 23 c.

[ToMMMO peKOMeHJO0BaHHOM OCHOBHOM W [IOTIO/THUTEBLHON JIUTepaTyphl, a
Tak)ke pecypcoB VIHTepHeT, B MpoLjecce CaMOCTOsITeIbHON paboThbl CTy/A€HTbI MOTYT
T10JIb30BaThCsl PA3/IMUHBIMUA METOAUUECKUMU MaTepraiaMu.

[ToMMMO peKOMeH/JOBAaHHOM OCHOBHOM W JOMOJIHUTE/JbHOU JIUTEPaTyphbl, a
Tak)ke pecypcoB VIHTepHeT, B TIpOILjecce CaMOCTOSITeTbHON paboThbl CTy/IeHTbI MOTYT
TO/Ib30BaThCS Pa3/IMUHBIMA MeTOJUYeCKUMH MaTepraiaMH.

6.4. [IlepeueHb WHGPOPMALMOHHBIX TEXHOJIOTUM, MCHO/Ib3yeMbIX TPHU
OCYILIeCTB/ICHUH 00pPa30BaTe/IbHOr0 MPOoIecca no JUCHHUILIHHE:

Horosop Ne, nara,

Ne /11 HanmeHoBaH1e MPOrpaMMHOTO obecrieueHust
OpraHusanus

JIuneH3MOHHOE MPOrpaMMHoOe ofecrieyeHue

MicrosoftWindows 7

i : AKT Ha nepejiauy Iipas
2__Microsoft Office 2010 H-0005792 ot 08.06.2011 roga

w

Kaspersky Business Space Security Russian Edition

CB000HO pacnpocTpaHseMoe NPOorpaMMHoe odecrieueHne

ILibreOffice 6.3.3

IAdobeAcrobatReader

MozillaFirefox 83.x

Opera 72.x

U |WN |-

GoogleChrome 86.x.

7. OIMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3BI,


http://www.klerk.ru6/

HEOBXOJUMOMH JJISI OCYIINECTB/IEHUS OEPA30BATEJ/ILHOI'O

ITPOIIECCA 110 JUCIUITVIMHE

HaunmenoBanue
000py/10BaHHBI
X yueOHbIX
No Ka61/IHeTOBu, ®opma
naboparopuii 1
n/ OcHoBHOe 000py/Zj0BaHue WCII0/Ib30BaHU
0| AP 00BEeKTOB a
ISt
MpOBe/leHus
yueOHbIX
3aHATUI
1. AypuTtopus CrenpanusupoBaHHasi MeOesib: TapThl [/ CTY/IeHTOB | YueOHas
233 3-MecTHBble - 30 WT., CTO npernogasaresis - 1 WT., CTy/ | ayAUTOPUS
Kabuner - 1 wr., TpubyHa - 1 mr. aJist
5KOHOMHUKH TexHuueckre cpejcTBa 0OyueHHs:: [JOCKa MeJioBas, | IIPOBeEHUs
opraHusaly. | MyJbTUMe[uiHbI TpoekTop (OptomaX302), 3KpaH | 3aHATUU
ripoekioHHb (ClassicSolutionLyra), HoyTOyk (HP). | jeKiOHHOTO
YueOHO-Har/IsifiHbIe  TIOCOOWS: TOPTPEThI  BEJIMKUX | THIIA,
yUeHbIX 5)KOHOMHCTOB CEeMHHapCKOIo
Crucok TIO Ha kommbioTepe: Microsoft Windows 7, | Tuma,
Microsoft Office 2010, Kaspersky Business Space | rpymnmoBbix
Security Russian Edition, LibreOffice 6.3.3, Adobe | koHCynbTamii
Acrobat Reader, Mozilla Firefox 83.x, Opera 72.x, |,  TeKyljero
Google Chrome 86.x. KOHTpO/IA U
MIPOMEXXYTOUH
ou
aTTecTaluu
2. Aynuropus CrieriaT3upoOBaHHast MeOesTb: CTOJIBI [7Isl CTYAEHTOB - | YueOHast
419 10 wr., cton npenogasatens - 1 WT., CTyJbd - 21 WT., | ayAUTOpPHUS
Kabuner TprOyHa - 1 mir. ISt
JokyMeHTaluo | TexHuueckue cpefcTBa OOy4eHHs: [JOCKAa MapKepHasi, | IPOBejleHUs
HHOI'O HOYTOYK (Assus). 3aHATHN
obecrieueHusi | YueGHO-Har/siiHble TIOCOOMS: TIOPTPeThl BEJIMKHUX | CEMHUHApPCKOTO
yTpaBJieHust yUeHbIX 9JKOHOMHCTOB THIIA,
Cricok TIO Ha kKommbioTepe: Microsoft Windows 7, | rpymmoBbIX
Microsoft Office 2010, Kaspersky Business Space | KoHCyabTaLuit
Security Russian Edition, LibreOffice 6.3.3, Adobe | Tekyiiero
Acrobat Reader, Mozilla Firefox 83.x, Opera 72.x, | KOHTposiss W
Google Chrome 86.x. TIPOME>KYTOUH
ou
aTTecTaluu
3. Aynuropus CneriaiM3upoBaHHast MeOestb: 3ai1 Nel: cTonbl - 46 mmr.,| s
123 CTyJibst - 79 1T. 3an Ne2: CTOJIBI - 6 IIT., CTON YTJIOBOM -| TIPOBeeHUsI
bubnmorexa, 4 ., ctynbs - 17 wt. 3an Ne3: cTynbs -50 WIT., CTOJIBI -| KOHCYJ/IbTAL[0
yuTa/lbHbIE 28 . HHBIX v
3aJIbl TexHuyeckre cpefcTBa 00yueHHs: KOMITBIOTEPHI Ha Oa3e| caMocTosTe/b
niporieccopa Intel o6beArHEeHHBIX B JIOKAIbHYH CeThb M| HbIX 3aHSATHH;
“MerIIUX JocTyn B «VIHTepHeT», noctyn K B/I, 9b, OK,| 3ansTui
Koncynbrantllmoc, BC, S0OUC. 3an Nel: MOHMTOpP| CEMHUHApPCKOTO
Samsung - 21 1IT., CHCTEMHBIN OJIOK - 2 IIIT., CHCTEMHbIM| THIA,




610k DNS - 1 mr., cucreMHblid 610K In Win - 18 1mr.,
npuatep HP Lazer Jet p 2055 - 2 wr., ckaHep Epson
v330 - 1 wr.,, kcepokc XEVOX - 1 mr. 3am Ne2:
TeseBu30p Samsung - 1 wmr., Mmonutop LG - 1 T,
cucteMHbli 610K In Win - 1 mT., cka"ep - 1 mir.,
npoekrop Optoma - 1 T, 3kpaH - 1 mT. 3am Ne3:
MOHUTOpBLI Samsung - 11 wr., MoHuTOpHE! LG - 2 T,
crcTeMHbIH 6710k In Win - 12 1T., cucTeMHbIH 0/10K - 1
wT., npuHTep HP Laser Jet p 2055.

Criicok 10 Ha KomrmbioTepe: Microsoft Windows 7,
Microsoft Office 2010, LibreOffice 6.3.3, Adobe

VHVBU/lya/lb
HBIX
KOHCY/IbTaLui
,  KypcoBoOro
NIPOEKTHPOBaH
usi
(BBITIO/THEHUS
KYPCOBBIX
pabor).

Chrome.

Acrobat Reader, Mozilla Firefox, Opera, Google

8. KOHTPOJIb 1 OIIEHKA PE3YJ/IbTATOB OCBOEHNS YYEBHOM
TCIUTL/TMHBI

KoHTpO/Ib ¥ OlleHKa pe3y/ibTaTOB OCBOEHUS AUCLUIIMHBI OCYILeCTB/ISeTCS
rperofiaBarejieM B TIpoLiecce TIPOBeJeHHs MNPAKTAYeCKUX 3aHATUM, BbITIOJTHEHUS
00yuaroIUMHUCT UHIUBUYaJbHBIX 3aZlaHUIA U TECTUPOBAHMSI.

Pe3ynbTaThl 00yueHHs
(ocBOeHHBIE YMeHHUsI ¥ 3HAHHA)

®opMbl U MeTOABI KOHTPOJIS U
OLIEHKH Pe3y/IbTaToB 00yJeHHs

Ymemb:

- ohopMIsATh [TOKYMEHTAaI[Mi0 B COOTBETCTBUH C
HODMaTMBHOW 0a30l, B T.4. C UCII0/Jb30BaHUEM
WH(OPMAILIMOHHBIX TEXHOIOTHH;

- OCBauBaTh  TEXHOJIOTUM  aABTOMATHU3UPOBAHHOMN
00pabOTKH I0KyMeHTAaIWY;

- WCII0JIb30BaTh YHUGULYPOBaHHbIE (opMbI
JIOKyMEHTOB;

- OCYIIECTBJ/IATh XPaHEHHeE U TIOUCK JJOKYMEHTOB;

- WCTIO/Ib30BaTh TeIeKOMMYHHKAI[MOHHbIE TeXHOJIOTUH
B 3JIEKTDOHHOM JIOKYMEHTO00OPOTe.

3uamb:

- TIOHSATHE, L1eJId, 3a7laum % TIPUHLIUTIBI
J1eNI0TPOU3BO/ICTBA;

- OCHOBHbIE TTIOHATHS JIOKyMeHTaL[IOHHOT O

obecrieueHus yIipaB/IeHHS;

- CUCTeMBbI  JIOKYMEHTAaIlMOHHOrO  obecrieueHust
yTIpaBJIeHNs];

- K/IaCCU(PUKALUIO JOKYMEHTOB,;

- TpebOBaHMSI K COCTaBJeHHIO U O(OPM/IEHHUIO
JOKYMEHTOB;

- OpraHM3alUui0  [JOKyMeHTOOOOpOoTa:  TipueMma,
00paboTKy, perucTpaiyio, KOHTPOJIb, XpaHeHHe
JOKyMEHTOB, HOMEHKJ/IaTypy JieJl.

Tekyljas arrecTanus:

- YCTHBIM OIPOC

- TeCTUPOBaHue

- BBITIOJTHEHHE KOHTPOJIbHBIX PaboT
- BBITIOJTHEHUE MPaKTUUeckux pabot

[Tpome)xxyTouHasi aTTeCTalys: 3aUeT 110
pe3y/bTaTaM KOHTPOJIbHOW paboThl




Pabouass mporpaMma cocTaBjieHa B cooTBeTcTBUM ¢  DemepanbHbIM
roCyJapCTBeHHbIM 00pa3oBaTe/lbHbIM CTaHZAPTOM Cpe/iHero MpodecCUoHaTbHOTO

obpazoanus (PI'OC CIIO) o crietmansHOCTH 38.02.08 «Toprosoe memno».

[Iporpammy cocrtaBui: _

(noonucnb)

[IpeIr1oiaBaTe/ib BhICIIIeW KBaTU(MDUKALIMOHHON KaTeropuu, E.A. XVCHYIWHOBA

(QomxrcHocmb, U.0. Damunus)

[Tporpamma of00peHa Ha 3aceflaHWM TIPeAMETHO-L[UKIOBOM KOMHCCHUU COL[MA/IbHO-
9KOHOMHUYECKUX U eCTeCTBeHHOHAYUYHBIX JUCIUTUIAH

npoTokoa Ne 7 oT «03» mapta 2025T.

IIpencenarens ITLHK E.A.XyCcHyauHOBa

(noonucb)
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