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1. IACIIOPT PABOYEM IPOI'PAMMBbI YYEBHOM JUCHUILINHBI
OINI1.13 lokyMeHTaJbHOe 00ecnedeHne ynpaBJeHus

1.1. O0Js1acTh IPUMEHEHUs IPOTrPAMMBbI

[Iporpamma yuyeOHOU JUCHUIUIMHBI SBIISETCS YAaCThIO 00pa30BaTEIbHOM MPO-
rpaMMbl IOJAITOTOBKHU CHEIMAINCTOB CpeaHero 3BeHa B coorBercTBuu ¢ PI'OC mno
cnenuanbHocTu CITO 38.02.01 DkoHOMUKaA M OyXTanTepcKuid ydet (1o oTpacisam),
yKpynHEHHas rpymma crnenuanbHocTed 38.00.00 DxoHOMUKA U yTIpaBICHUE.

[Iporpamma y4eOHON AMCHMIUIMHBI MOXET OBITh MCIIOJIB30BAaHA B JIOTIOJIHU-
TEJILHOM TpPO(ecCHOHaTFHOM O00pa30BaHUM JJI TOBBIMICHUS KBaJU(UKAIUU U
MEePENOoArOTOBKH PabOTHUKOB 110 crierrainbHocT 38.02.01 DxoHOMUKa M OyXTa-
TEPCKUH ydeT (110 OTPACIISIM).

1.2. MecTo y4eOHOM IMCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON IPOrpaMMbI:
JUCUUIUIMHA BXOIUT B 001ENpOPEeCCHOHATBHBIN ITUKJI.

1.3. Heaun u 32724 y4eOHOH AUCUHMILUIMHBI — TPeOOBAaHHsSl K pe3yJbTaram
OCBOEHHS Y4eOHOH TUCIUIJIMHBI:

[lens: ycBOGHHE TEOPETHYECKUX 3HAHUN B 00JIACTH HOPMATUBHO IMPABOBOM
0a3bl TOKyMEHTAITMOHHOTO 00€CTIeUeHUs yIPaBIICHUS; OPTaHU3aIuu padoT 1o Je-
JIOITPOU3BOACTBY, OBJIAJCHHUE TPUEMAMH COBPEMEHHOTO JIEIIONPOU3BOJICTBA, a TaK-
*e GOpMHUPOBAHNE HEOOXOAMMBIX CHICITHATICTY KOMITETECHITUN.

B pesynpraTe OCBOEHHMS Y4e€OHOW AMCHMIUIMHBI OOyYaroUIUiics JOJIKEH
yMeTh:

OCYUIECTBJIATh MOUCK, aHAJU3 U UCIOJIb30BAaHUE HOPMATHUBHO-TIPABOBBIX J10-
KYMEHTOB B IIPUMEHEHUU K 3a1a4yam IOV

COCTaBJIATh U OQOPMIIATh YIPABIECHUYECKYIO U MPO(EeCCHOHATBHYIO TOKYMEH-
TaIUI0 B COOTBETCTBUE C HOPMAaTUBHOM 0a30M;

UCIOJIb30BaTh YHU(ULIMPOBaHHBIE (POPMBI JOKYMEHTOB;

OCYLIECTBJIAThH JEIOBYIO NEPENUCKY U MOJAACPKUBATH IEKTPOHHBIE KOMMY -
HUKALWH;

OPUMEHATh CpeAcTBa HH(MOPMALMOHHBIX TEXHOJOTUH /i CO3JaHUS U
oopMIIeHUST JOKYMEHTOB;

pa30upaThCsl B CUCTEME BHYTPEHHETO TOKYMEHTO000pOTa OpraHu3allly;

OCYUIECTBJISATh XPaHEHUE U TOUCK JOKYMEHTOB;

UCII0JIb30BaTh COBPEMEHHOE IIPOrPAMMHOE 00ECIeUeHHUE B AIEKTPOHHOM J10-
KyMEHTO0000pOTE;

MPOBEPATh HAIUYUE B MPOU3BOJBHBIX MEPBUYHBIX OyXTadTepCKUX JTOKYMEH-
Tax 00s13aTEJIbHBIX PEKBU3HUTOB;

pa30upaThCcsi B HOMEHKIIAType Aed;

COCTAaBJIATH AKTHI U CIIPABKH I10 PE3YJIbTATaM BHYTPEHHETO KOHTPOJIS;

(GbopMUpPOBATH MPOEKTHI MPUKA30B IO MPOBEACHNIO BHYTPEHHETO KOHTPOJIS



B pesynpraTte OCBOCHHMS Yy4eOHOW MMCIMIUIMHBI OOYYArOIIUICS JOJIKEH
3HATH:

COJIEp’KaHME AKTyaJIbHOM HOPMATUBHO-IIPABOBOW TOKYMEHTALWU;

OCHOBHBIE TOHATHS JOKYMEHTALIMOHHOTO 00€CIIeueHusl yIIPABICHHUS;

KJ1accu(uKanus ynpaBlIeHYECKUX JOKYMEHTOB;

MpaBuja COCTaBIEHUS U OPOPMIICHUS YNPABIECHYECKUX JOKYMEHTOB U BEJe-
HUS 1EJI0OBOM IIEPEIUCKH;

COCTaB JJOKYMEHTOB CIELNAJIbHBIX CUCTEM TOKYMEHTALUU;

MpaBuiia OPraHU3alMy BCEX ATANOB Pa0OTHI C TOKYMEHTAMU;

npuwioxkeHus: mporpammbl Windows, ucrnosib3yembie JUisl peaiu3alud 3aaad
HOVY;

coBpeMeHHbIe nH(popMaImonHbie TexHomaoruu JJ0Y

IIPAaBUJIA U CPOKU XPaHEHHUs TOKYMEHTOB;

(GbopMbI NEPBUUHBIX OyXTalTEpPCKUX JAOKYMEHTOB, COJEpKaIIMX 00s3aTelb-
HBIE PEKBU3UTHI IEPBUYHOIO YYETHOTO TOKYMEHTA,

IIPOLIEAYpa COCTABIIEHUS aKTa II0 PE3yJbTaTaM WHBEHTAPU3ALNH, IPOEKTOB
IIPUKA30B I10 ITPOBEACHNUIO KOHTPOJIbHBIX IPOLELYD

Bbyxrantep nomkeH o0aagaTh OOMMMHU KOMITETCHITUSIMH:

OK 05. OcyuiecTBisiTh yCTHYIO U MUCbMEHHYI0O KOMMYHHKAIMIO HA TOCyAap-
CTBEHHOM si3bIke Poccuiickoit deneparyiu ¢ yueToM 0COOEHHOCTEN COIUAILHOTO U
KYyJIbTYPHOTO KOHTEKCTA.

OK 09. Tlonmb3oBaThcsi mpoecCHOHANBHON JOKYMEHTAIMe Ha Tocyaap-
CTBEHHOM M MHOCTPAHHOM SI3bIKaX.

po(hecCHOHATEHBIMUA KOMIETCHIIHSIMHU:
[IK 1.6. Wcnons3oBaTh LU(POBBIE TEXHOJOTHUU BEICHUS OyXTralTEepCKOro
y4eTa u (pOPMUPOBAHMS OTYETHOCTH.

1.4. PexomeHnayemoe KOJIMYECTBO YaCOB HA OCBOCHHE NMPOIPAMMBbI Y4eOHOM
AUCHUNIHHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuaroierocst 84 yaca, B TOM 4HcCIIe:
00s13aTeIbHON ay IUTOPHOM yueOHOM Harpy3ku o0ydaromierocs 6 4acos;
CaMOCTOSITENILHOM paboThl 0Oyyarolierocs 72 yaca.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCHOUATIIMHBI
2.1. O0bem yueOHOI JUCHHMILUIMHBI U BHAbI y4e0OHOH PadoThI

Buj yueOHoii padoThl O0bem yacos
MakcumajibHas yyeOHasi HArpy3Ka (Bcero) 84
Oobs3aTesbHAst AyIMTOPHAA yyeOHAasi HATPy3Ka (Bcero) 6

B TOM YHCIJIC:

nabopaTopHble paboThI

MPAKTUYCCKUE 3aHATUA 4

KOHTPOJIbHBIE pabOTHI




KypcoBas paboTa (IpoeKT) (eciu npedycmompeno)

Koncynbranuum

CamocrosiTesibHasi padoTa o0yuaruierocs (Bcero) 72

B TOM YHCJIC:

CaMOCTOSTENIbHAsI paboTa HaJl KypCOBOM paboToM (ITPOCKTOM) (eciu
npeodycmMompeHo)

ITpoMexyTouHas aTTecTanus 6

Umoecosas ammecmayus 6 hopme (yrazams) 4 ceMm. - DK3aMEeH




2.2. TemaTu4eckuil IiiaH u cogep:xanue ydyeonoit nucuumianabl OIII.13 JlokymeHnTanbHOe o0ecniedyeHue ynpaBJieHUs

HaumenoBanue Coaepxanue yueOHOro MaTepuasia, 1a00paTopHble padoThl M NPAKTHYECKHE 3AHATHSA, O0bem yacos YpoBenn
pa3aesioB u TeEM caMoCTOsITeJIbHasi padoTa o0yyarouuxcsi, Kypcoasi padora (poeKT) (eciu npedycmompe- 0CBOEHMS
Hbl)
1 2 3 4
Paznea 1. /lokyMeHTHPOBaHHE YIIPABJIEHYECKOM 1eSITeJIbHOCTH
Tema 1.1. Bgaenenue. | Cogep:kanue yaeOHOro MmaTepuajia
JoxkymeHT M cucrema | CaMocTosITeIbHASE padoTa 00y4alommuxcsi
AOKYMEHTAIlUH 3HaueHue U COJAEepKaHUE AUCLUIUIMHBI «J{oKyMeHTalnoHHOe obecnieueHne ynpasiaeHusy. [lo- 16 3
HATHUE TEPMHUHOB: «IOKYMEHT», «JIOKYMEHTHPOBAHHUE», «IOKyMEHTAIlMOHHOE obecreyeHue
ynpasieHus». [loHsTHe cucteM JOKyMEHTAlMH. Y HU(UKAIUSA U CTaHAapTU3alUs yIpaBiIeHYe-
CKUX JOKyMeHTOB. HopMaTuBHO-TIpaBoBas 6a3a opraHu3aluu JOKYMEHTAllMOHHOTO obecrieye-
HUS YIIPaBJICHHUS
Tema 1.2. Cucrema op- | Conep:kaHue y4eOHOIro MaTepuaJia
ranusanuonHo-pacno- | 'OCTsr Ha OPJl. TpeboBanus k opopMiIeHHIO JOKYMEHTOB, TpeOOBaHUs K Onankam. OpraHu- 1 1
psiAUTEeNbHOM JAOKY- | 3aIlMOHHBIC JTOKYMEHTBI: yCTaB, OJDKHOCTHAS MHCTPYKUUA. PacrnopsiuTenbHble HOKYMEHTHI:
MEHTAlUH npuKasel, pacrnopsokeHus. CrpaBoYHO-WH(GOPMAIIMOHHBIE TOKYMEHTHI: JIOKJIQIHAs 3aIlucKa,
0o0BsICHUTENbHAS 3aIllMCKa, aKT, CIpaBKa, ciay)ebHoe nucbmo. CoctaB U 0cOOEHHOCTH 0dopMmIIe-
HUS JOKYMEHTOB I10 JINYHOMY COCTaBYy
IIpakTH4yecKkue 3aHATHSA
Odopmierne TOKyMeHTOB ¢ TToMoIbio mporpamMmmbl Microsoft Word. Co3nanue ma6ioHa J0Ky- 1 2
MenTa. CocraBrneHue U OQOpPMIICHHE OTACTBHBIX BUIOB PACHOPSIUTENBHBIX U CIPABOYHO-
nH(OPMaLIMOHHBIX TOKyMEeHTOB. CocTaBiieHue U oopMIIeHHE OTAEIbHBIX BUAOB OpraHU3aIu-
OHHBIX JOKYMEHTOB. [JIOKyMEHTHPOBaHUE TPYAOBBIX IPABOOTHOIICHHII.
Tema 1.3. /lene:xknnie u | Conep:kanue y4eOHOIro MaTepuaJa
(unancoso-pacuernsie | CaMmocTosiTeIbHAsI padoTa 00yyalommuxcs
AOKYMEHTBI OcoOeHHocTH cocTaBieHUs M 0(OpMIICHHS! IEHEKHbBIX U (DMHAHCOBO-PACUETHBIX IOKYMEHTOB. 14 3
IIpakTHyeckue 3aHATHSA
OdopmiieHHE MIATSKHBIX JOKYMEHTOB 1 2
Tema 1.4. JloroBopHo- | Conep:kanue yueOHOro MmaTepuajia
npaBoBasi JA0KyMmeHTa- | CamocrosiTejibHAs padoTa 00y4aomuxcs
ums [TonsTue noroBopa (koHTpakTa). TumnoBas ¢opma noroBopa. OCHOBHBIE pa3fiesibl AOTOBOpA. 14 3

[TpaBusa opopmiieHHsI TPETEH3UOHHBIX IMHCEM.




Pa3zpnen 2. Opranuszanus

a0oTBhI ¢ JIOKYMEHTAMH

Tema 2.1. Opranmsa-
UM JO0KYMEHT0000po-

Copep:kanue y4e0HOIro0 MaTepuaJia

CamocrosiTesibHAs padoTa 00y4alOIINXCS

Ta, perucrpanusi 10Ky- | CoctaB U y4yeT o0BeMa ,Z[OKyMeHTOO60pOTa opranuzanuii. Opranu3zanus padoThI ¢ JOKYMEHTAa- 16
MEHTOB, HCHOJHEHHE | [[Meid, OCTyIauel B opranuzanuio. [lepegaya 10KyMEHTOB BHYTpH OpraHU3alyu
AOKYMEHTOB Peructpanuss nokymeHnToB. KoOHTponb HCHONHEHHsS NOKYMEHTOB. Opranuszanus U TEXHUKA
KOHTPOJISL UCIIOJIHEHUS. TUIIOBbIE U MHAWBUIYaJIbHBIE CPOKH UCIIOJHEHUSI JOKYMEHTOB.
Tema 2.2. Undopmanu- | Cogep:kanue yueOHOro Mmarepuajia
OHHbIe TexHoJorum B | CaMocTOsITeIbHAsI pa00Ta 00y4aloIuXCs
ACJIONPOM3BOACTBE Vcnonp30BaHue NpOrpaMMHOro o0ecredeHus sl pelieHust npodecCHOHAIbHBIX 3a/1a4 12
IIpakTHyeckune 3aHATHS
OdopmieHre JOKYMEHTOB C IMOMOIIKI0 Tiporpammbl Microsoft Word. PaGoTa ¢ anekTpoHHBIMU 1
nokymeHntamu. PabGota ¢ 3ampocamu. OTeuecTBEeHHBIE pa3paOOTKHU MPOrpaMM aBTOMATHU3AIMH
JOVY u apxuBHOroO nena.
Tema 2.3. Opranumsa- | Cogep:kanue yaeOHOro MmaTepuaJjia
nusg  omeparuBHOro M | Cucremarusaius JOKYMEHTOB U UX xpaHeHue. Homenknatypa nen. [IpuMepHbie 1 THIIOBBIE HO- 1
apXMBHOI'0 XpaHEHMs | MEHKIATyphl Aen. TpebGoBaHus k odopmieHuro aen. [loaroroBka u mopsaoK mepenaydd Ael B
AOKYMEHTOB apXMB.
IIpakTHu4yecKkue 3aHATHSA
Cocrapnienue 1 0oOpMIICHHE HOMEHKIIATYPBI JeJT 1
ITpomeskyTOUHAS aTTEeCTALMS 6
Bcero 84

Jis XapaKTepUCTUKH YPOBHS OCBOSHHS yU€OHOTO MaTepraia UCIIONb3YIOTCS CIeIyIoIne 0003HAYCHUS:
1. — 0O3HaKOMUTENbHBIN (y3HaBaHUE PaHEe U3YUYCHHBIX 00BEKTOB, CBOMCTB);
2. — penpoayKTUBHBIN (BBITOIHEHNE ICATEIHHOCTH 110 00pasily, MHCTPYKIIUHU HITH IO/ PYKOBOJICTBOM)
3. — IPOYKTUBHBII (TUIAHUPOBAHUE U CAMOCTOSITEILHOE BHITIOJTHEHHE JIEATEIILHOCTH, PellIeHNE MPOOIEMHBIX 3a/1a4)




3. YCJIOBUSA PEAVIN3ALIMU TPOI'PAMMBI INCHUIIJIMHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJbHOMY MaTE€PpUHAJTBbHO-TEXHUYCCKOMY o0ecmeue-
HHIO

Aya. 1304 KaGuHeT JOKYMEHTAllMOHHOTO 00€ecTieueHusl yIIPABICHHUS

VYuebnas mebens Ha 30 mocasoyHbIX MecT, pabouee MeCcTO MpernojiaBaTens,
nocka MesoBas-1 mT., mkadel KHWKHbIE 5 mT. KoMmmbroTep mnpenoaaBaTess
Pentium E5300. ITpoektop NEC ¢ npoekiimoHHBIM 3KpaHOM Star

1222 [MomernieHue a1 CaMOCTOSITEIbHON pabOThl 00YUaIOIIUXCS

Kommnrsrotepusie ctomsl -15 mt. Cton A coBeniaHuii ¢ KOMIUJIEKTOM CTYJIbEB
Ha 26 yenoBek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mt. M®YV Laser Jet
1132MFP- 2 mt. [Ipoextop SANYO c s3xpanom Media.

3.2. UudopmannonHoe odecreueHrue 00ydeHust
Ilepeyens pexkoMeHaAyeMbIX y4eOHBIX M3aaHui, UHTEepHeT-pecypcoB, A0MOJI-
HHUTEJIbHOM JUTEPATYPHI

KnurootecneuyeHHOCTH
bubauorpadguueckoe onucanue uzganuss |OcHoBHas/ 10M0JI- Koa-5o
(aBTOp, 3ar/1aBUe, BU/I, MECTO U IO/l U3aHUS, | HUTeJIbLHAS JH- . 6146.3. DJIeKTPOH-
KOJI. CTP.) TepaTypa CIGIDY |[HP'e pecypel

KazakeBuu, T. A. OCH https://
JIOKyMEHTaIIMOHHOE 00ecTIeueHIE YIIPaBICHUS : urait.ru/
yueOHuk u npaktukyM st CI1O / Kazakesuu T. bcode/562452
A., Tkammu A. Y. — 2-e u3n., ucnp. v J0I. —
Mockaa : IOpaiit, 2025. - 177 c.
[lysanosa, H. H. OCH https://
JIOKyMEHTAIITMOHHOE 00ECTICUCHHUE YITPABICHHUS : urait.ru/
yuebnuk u npaktukyM st CIT1O / Hlysanosa H. bcode/536969
H. — Mockaa : IOpaiit, 2024. — 247 c. — (IIpo-
(beccruoHanbHOE 00pa30BaHUE).
bsnt, B. C. on https://
JIOKyMEHTaIlMOHHOE 00ecTieueHUe YIPaBICHUSI. urait.ru/
FOpunnueckas TexHUKa : ydeOHOE MocoOue st bcode/540675
CIIO / bsnt B. C. — 3-e u3n., ucmp. u J0m. —
Mockga : FOpaiiT, 2025. — 89 c.
[‘po3oga, O. C. non https://
Jlenonpoun3BoacTBo : yuebHoe nmocodue mis CITO urait.ru/

I'pozoa O. C. — 2-e uzz. - Mockaa : KOpair, bcode/563440
2025. - 131 c. — (IlpodeccuonanpHoe 00pa3oBa-
HHE).
JloponuHna, JI. A. non https://
JIOKyMEHTOBEICHHE : YUCOHUK U MPAKTUKYM JUIS urait.ru/
CIIO / nox pen. Hopouunoii JI. A. — 4-e u3n., bcode/560925
nepepad. u gon. — Mocksa : FOpaiit, 2025. —
336 c.
Abynanze, JI. I. on https://



https://urait.ru/bcode/562146
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://urait.ru/bcode/560925
https://urait.ru/bcode/560925
https://urait.ru/bcode/560925
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://urait.ru/bcode/563440
https://urait.ru/bcode/563440
https://urait.ru/bcode/563440
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://urait.ru/bcode/540675
https://urait.ru/bcode/540675
https://urait.ru/bcode/540675
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://urait.ru/bcode/536969
https://urait.ru/bcode/536969
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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://urait.ru/bcode/562452
https://urait.ru/bcode/562452
https://urait.ru/bcode/562452
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

JIOKyMEHTAIIMOHHOE 00ECTICYCHHE YIIPABICHUS
MepCOHAJIOM : yueOHUK u npaktukyM st CI1O /
Aobynanze /1. I, Bempsokkuna U. b., Macnosa B.
M. — 3-e u3a., nepepad. u gorm. - Mockga :
FOpaiit, 2025. — 374 c. — (IIpodeccuonanpHoe
oOpaszoBaHue).

urait.ru/

bcode/562146

4. KOHTPOJIb M1 OLIEHKA PE3YJIbTATOB OCBOEHMSI YYEBHOM
JUCLUILJIMHBI

KonTpoib M omeHKa pe3yJbTaTOB OCBOEHUS Yy4eOHOM JUCHUIUIMHBI OCYIIe-
CTBJISIETCS TIPEMO/IaBaTesieM B MPOLiecce MPOBEACHUS MPAKTUYECKUX 3aHSTUH, Te-
CTUPOBAHMUSI, a TAK)KE BBITIOJIHEHHS 00YUYaIOIUMKUCS WHAUBUAYATbHBIX 33/IaHUN.

Pesynomamut 00yuenus
(oceoennvle ymenus, yceoeHnvle 3HAHUA)

®opMbI 1 METOAbI KOHTPOJISI H OLIEHKHU
pe3yJbTATOB 00yUYeHUs

YMmerh:

OCYIIECTBIIATh TOWUCK, aHAJIM3 W HCIOJIb30BaHHE
HOPMATHBHO-TIPABOBBIX JIOKYMEHTOB B TNpPHUMEHE-
HHH K 3amgadam JOY

OueHKa pe3ysIbTaToOB BBITIOJIHEHHUS TIPaK-
THYECKOH paboThI
DKcnepTHOE HAONIOJICHUE 33 XOJIOM BBI-

NOJTHEHUS TIPAKTUIECKON paboThI

COCTaBIISATh U OPOPMIIATH YNPABICHUECKYIO U MPO-
(beccroHaIBHYIO IOKYMEHTAIIUIO B COOTBETCTBHE C
HOPMAaTHBHOM 6a30ii

OreHKa pe3ysbTaTOB BHIMOJIHEHUS MpaK-
THYECKOH paboThI

UCIIOJIb30BaTh YHU(PUIIMPOBAHHBIE (OPMBI JOKY-
MEHTOB

OneHka pe3ybTaTOB BBITIOJIHEHUS TPaK-
THUYECKOM paboThI

OCYHICCTBJIAThL ACIOBYIO IICPCTIMCKY W MOAACPIKU-
BaTh 3JICKTPOHHBIC KOMMYHHKAIIUN

OneHka pe3yabTaToOB BBIIOJHEHMS ITPaK-
TUYECKOU pabOThI

MPUMEHSTh CPEJICTBA MH(POPMAIIMOHHBIX TEXHOJIO-
THH 111 co31aHust U O(hOPMIICHHUS TOKYMEHTOB

OueHka pe3ysIbTaToOB BBITOJIHEHHUS TIPAK-
THUYECKOH paboThI

pa30upaThCs B CUCTEME BHYTPEHHETO IOKyMEHTOO-
0opoTa opraHu3aIuu

DKCTepTHOE HAONIOJIEHHUE 3a XOJOM BBI-
HOJIHECHHS TIPAKTHYECKOM pabOThI

OCYHCCTBIIATHL XPAHCHUC U TIONCK JOKYMCHTOB

OreHka pe3yJbTaTOB BBITIOJHEHUS MPaK-
TUYECKOU paboThI

MCIIOJIb30BaTh COBPEMEHHOE IpOorpaMMHOe obecrie-
YEHHE B WEKTPOHHOM JOKYMEHTO000poTe

OKcrepTHOEe HaOJIOAEHUE 3a XOJOM BBI-
IIOJIHEHUS] PAKTUYECKON paboThl

[IPOBEPATh HAJIWYUE B IPOU3BOJBHBIX IEPBUYHBIX
OyXrajaTepcKkux JTOKyMEHTax 00s3aTelbHbIX PEKBU-
3UTOB

OneHka pe3yabTaToOB BBITIOJIHEHMS ITPaK-
TUYECKOU paboThI

pa3bupatbcs B HOMEHKIIAType Ael

DKCrepTHOE HAOIO/IEHWE 32 XOIOM BBI-
TIOJIHCHHMSI IIPAKTUYECKON pabOThI

COCTaBJISATh AKThl U CIIPAaBKH IO Pe3yJbTaTaM BHY-
TPEHHETr0 KOHTPOJIA

OueHka pe3ysIbTaToOB BBITOJIHEHHUS TIPAK-
THUYECKOH paboThI

(dbopMHpOBATH MPOEKTHI MPUKA30B IO MPOBEICHHIO

O1eHKa pe3yJbTaTOB BBINOJHEHHUS MPaK-
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BHYTPEHHETO KOHTPOJIS THYECKOH paboThI
3HaTh:

COJIEp’)KaHNE AaKTYaJbHOW HOPMaTHUBHO-IIPABOBOM TectupoBanue.
JIOKYMEHTalluu

OCHOBHBIE MOHATUS JOKYMEHTALMOHHOIO olecrie- YcTHBIN onpoc.
YEeHMsI YIPaBJICHUS

KJaccu(uKanus ynpaBIeHYECKUX JOKYMEHTOB YcTHBIN onpoc.
IpaBujia COCTAaBICHHS M O(h)OPMIICHUS yIpaBiIeHYE- TectupoBanue.
CKHX JIOKYMEHTOB U BEJCHMsI JIEJIOBOM MEepenucKu

COCTaB JIOKyMEHTOB CIELUAIBHBIX CHUCTEM JOKY- TectupoBanue.
MEHTAIUH

IpaBUiIa OPraHU3alUH BCEX ITAOB PAOOTHI C TOKY- ITuceMenHsIl onpoc.
MEHTaMH

npuiokeHus: nporpammsl Windows, wucmosib3ye- YcTHBIN onpoc.
Mble JUIsl peanu3aiuu 3aaa4d JJ0Y

COBpPEMEHHbIE  MH(QOPMAIIMOHHBIE  TEXHOJOTUHU TectupoBanue.
J0Y

[IpaBWIA U CPOKU XPAHEHUS JOKYMEHTOB VYceTHBII onpoc.
(GbopMBbI TIEPBUYHBIX OYXTanTepCKUX JOKYMEHTOB, YcTHBII onpoc.
coJiepxKalux 00sa3arenbHble PEKBU3UTHI IEPBUYHO-

r'0 YYETHOTO IOKyMEHTa

IIpoLEeAypa COCTaBJICHUS aKTa IO pe3yJbTaTaM HH- TectupoBanue.
BEHTapH3ally, NPOEKTOB IPUKA30B IO IpPOBEXE-

HUIO KOHTPOJIBHBIX TPOLIEYP

5. OCOBEHHOCTHU OCBOEHUA JUCIIUIIJIMHBI 1)1 UHBAJIU-
0B " JINL C OI'PAHUYEHHBIMHA BO3MOKHOCTSAMMU 310POBbA

OOyueHue Jul] ¢ OrpaHUYECHHBIMUA BO3MOKHOCTSIMU 3/10POBbsSI IPH HEOOXO-
JUMOCTH OCYUIECTBIISIETCSI HA OCHOBE aJalTUPOBAHHON paboyel mporpamMmsl ¢ UC-
MOJIb30BAaHUEM CIIEHIMAIBHBIX METO/J0B OOYyYEHMS U TUIAKTUYECKUX MaTepuasos,
COCTaBJICHHBIX C yU€TOM OCOOEHHOCTEHM MCUXO(PU3NYECKOTO PA3BUTHUS, UHAUBULY -
aJIbHBIX BO3MOYKHOCTEW M COCTOSIHUS 370pPOBbsI TaKuX oOydaromuxcs (oOyyatroie-
rocs).

B nensix ocBoeHus: yueOHON mporpaMMbl IUCHUIUIMHBI MHBAIMIAMU U JIMLIA-
MU C OrpaHUYEHHBIMH BO3MOXHOCTSIMU 3710poBbs Komiepx o0ecneunBaer:

JUISI ’HBAJIWJIOB U JIML C OTPaHUYEHHBIMHA BO3MOKHOCTSIMU 3/10POBbSI 11O 3pe-
HUIO: Pa3MEIIECHHUE B JIOCTYMHBIX JJIs1 00y4YarOmUXCsl, SIBISIIOIIUXCS CICTBIMU WM
C1a00BUIAUIMMH, MECTaX U B aJalTUPOBAHHON (hOopMeE CIpaBOYHON MH(POPMALIUH
O pacnucaHuU y4eOHBIX 3aHSITHI; IPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIETO 00Y-
YaroueMycsi HeOOXOAMMYIO TOMOIIb; BBITYCK albTEPHATUBHBIX (POPMATOB METO-
JUYECKUX MaTepuanoB (KpYMHbINA MpUT uinu ayiuodansl);

JUISl UHBJIUJIOB M JIMI[ C OIPAaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0POBbs T10
CIIyXy: HaJJIeKalUMH 3ByKOBBIMU CPEICTBAMU BOCIIPOM3BECHIE HH(pOpMALINH;
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JUTSI THBAJIUIOB U JIUI] C OTPAHUYCHHBIMHA BO3MOXKHOCTSIMU 37I0POBBSI, UMEIO-
IIMX HAPYIICHHUS OIMOPHO-IABUTATEIILHOTO alllapaTa: BO3MOXHOCTh OeCrpernsiT-
CTBEHHOTO JIO0CTyIa O0yJarOIINXCS B YICOHBIC TTOMEIICHMSI, TYaJIeTHhIC KOMHATHI U
JIPYTHUE TIOMEIICHUS, a TAK)Ke MTPEOBIBAHNE B YKa3aHHBIX ITOMEIICHUSX.
OO6pazoBanue 00y4arOMKUXCsl C OTPAHUYEHHBIMUA BO3MOXHOCTSIMU 3JI0POBbSI MOKET
OBITh OPraHU30BaHO KaK COBMECTHO C IIPYTUMHU OOYYArOITUMHUCS, TaK U B OTICIb-
HBIX TPYIIaxX WA B OTACIbHBIX OPTaHU3aIUIX.
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