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1. OBIIASI XAPAKTEPUCTHKA PABOYEM ITPOI'PAMMBI YUYEBHOM
JAUCLHHUIIJIMHBI «OI1.13 JlokyMeHTallUOHHOE o0ecnieyeHne YIpaBaeHUsD

1.1. MecTo AMCHUILUIUHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTeIbHOM MPOrpaMMbI:

VYuaebnas aucnuiuimHa «JlOKyMeHTaMOHHOE OOecreueHne YIPaBICHHUS» SBISETCS
00s3aTeNPHOM  YacThi0  OOMICTIPOECCHOHANBHOTO  MHKJIAa  NPUMEPHOH  OCHOBHOM
obpaszoBarenbHON mporpaMMbl B cootBeTcTBUH ¢ I'OC CIIO mno crnemuanbHocTH «38.02.01
«DKOHOMUKA U OyXTaNTepCKHI y4eT (TI0 OTPaCIsM)».

Mecto muctumunabl B cTpykType OITOIT: obrmenpodeccnonansHblid UK. M3ydaeTcs B
6 cemecTpe.

1.2. llesp ¥ IUIAHMPYeMBbIe Pe3yJIbTaThl 0CBOCHHUA TMCUMIIJINHBI:

Heabto ocBoeHUs yueOHOM  AMCHMIUIMHBL  «JlOKyMEHTallMOHHOE oOecredeHue
ynpaBJIeHUsD sIBIseTCsl (POPMHUPOBAHUE Y 0OYUaIOIIUXCS COBPEMEHHBIX TEOPETUYECKUX 3HAHUM
0 JJOKyMEHTAIllMOHHOM 00eCHeueHUH! YIpaBIeHUs

3agauM TUCHUIUINHBL

— BbIpa0OTKA MPAKTUYECKUX HABBIKOB 10 COCTABJICHUIO U O()OPMIICHHIO YIPABICHYECKUX
JOKYMEHTOB;

— MPaKTHYECKOE O3HAKOMIICHHE CTYICHTOB C TEXHOJIOTHAMHU pabOThl C YIpaBICHYECKUMU
JOKyMEHTaMH;

— OCBOEHHE COBPEMEHHBIX METOJIOB ¥ IPHEMOB OpraHu3alyi paboThl ¢ JOKYMEHTaMHU.

B pesynbraTe 0CBOCHHS JTUCIHILIMHBI O0YJYaIOIHACS TOJIKCH

3HATh:

—aKTyaJIbHBI MPOQECCHOHANBHBI M COLUAIbHBI KOHTEKCT, B KOTOPOM IPHUXOIUTCS
paboTaTh U KUTh;

—OCHOBHBIC HMCTOYHHKH HH(OpMAIIMM WM PECYpChl Ui pelleHHs 3aJad W IMpodjeM B
poQeCCHOHATBHOM W/WIIN COIMATIbHOM KOHTEKCTE;

—aJTOPUTMBI BBIIOJTHEHUS pabOT B MPO(ECCHOHATBHON M CMEXKHBIX 00JACTSAX; METOIbI
paboThI B TPo(heCCHOHATFHON U CMEKHBIX cepax;

—CTPYKTYypy IUIaHa JUIS PEUICHUS 3a/ad; MOPSIOK OLEHKH pPe3yJbTaTOB pEIICHHs 3aaad
poQeCCHOHATBHON JeSITebHOCTH;

—HOMEHKJIATypy HH()OPMAIMOHHBIX HCTOYHHUKOB, MPUMEHSEMBIX B TpodeccHoHATEHON
JeSITeTbHOCTH; TPUEMBl CTPYKTypHpoBaHus uH(popmarum; GopmaT ohopMileHHs pe3yIbTaToB
novcka nH(opMaImm;

—COJ/Iep’KaHHe aKTyaJIbHOW HOPMAaTHBHO-TIPABOBOW TOKYMEHTAIMH; COBPEMEHHAs HaydHas
u nipoeccuoHaIbHAs TEPMUHOJIOTHSL; BO3MOYXKHBIE TPAEKTOPUU NPO(PECCUOHAIBHOTO Pa3BUTUS U
camMo00pa3oBaHuUs;

—TICUXOJIOTUYECKHE OCHOBBI AEATENBHOCTH KOJUIEKTHBA, MCUXOJIOTHYECKHE OCOOCHHOCTU
JIMYHOCTH;

—OCHOBBI IIPOEKTHOH AeATEIBHOCTH;

—O0COOCHHOCTH COLMAIBHOTO M KYyJIbTYPHOTO KOHTEKCTa; TpaBWwia OQOpMIICHHUS
JOKYMEHTOB U IIOCTPOEHUS YCTHBIX COOOIIEHUI;

—COBPEMEHHbIE CpE/ICTBA M YCTpOWCTBAa MH(OpMATH3aLMU; MOPSIOK UX NMPUMEHEHUS U
IporpaMMHoe obecredeHue B NpoeCCUOHAIbHOM NesSTeIbHOCTH;

—IpaBuiIa MOCTPOCHUS MPOCTBIX M CIOKHBIX MPEI0KEHUI Ha MpodeccuoHaNbHbIe TEMBI;
OCHOBHBIE O0IIECYIIOTPEOUTENFHBIE TI1aroibl (OBITOBAS M MPOpEeCcCCHOHATbHAS JIEKCUKA);

—JIEKCUYECKUI MHUHUMYM, OTHOCSIIHICS K OIMCAHUIO MPEIMETOB, CPEICTB MU TPOLECCOB
poQeCCHOHATBHON JIeSITeTbHOCTH;

—OCOOCHHOCTH  TPOWM3HOIICHUS, TpaBWIa YTEHUS TEKCTOB  MpodeccHoHAIbHON
HaTpaBJICHHOCTH;



—IpaBuiIa MOCTPOCHUS MPOCTHIX M CIOKHBIX MPEI0KEHUI Ha MpodeccuoHaNbHbIE TEMBI;
OCHOBHBIE OOIIEyNOTpeOUTeNbHbIE Tiaronbl (ObiToBass u  mpodeccroHanbHas JICKCUKA);
JEKCUYECKU MHHUMYM, OTHOCSAIIMICS K OINHUCAHMIO TPEIMETOB, CpPEACTB H IPOLECCOB
poQeCCHOHATBHON JIeSITeTbHOCTH;

—OCOOCHHOCTH  TNPOWM3HOIICHWS, TpaBWIa YTEHUS TEKCTOB  MpodeccHoHaIbHON
HaTpaBICHHOCTH

—obume TpeOoBaHUS K OyXrajaTepcKOMy Y4eTy B 4YacTH JOKYMEHTHPOBaHHS BCEX
XO3SIMCTBEHHBIX JICUCTBHUN U OTIEPAIINii; TOHATHE TIEPBUYHON OYXTanTepcKOi TOKyMEHTAIUH;

—onpezeNieHre IEPBUYHBIX OyXTalTepPCKUX TOKYMEHTOB;

—(opMbl NEpBUYHBIX OyXTaldTepCKUX JOKYMEHTOB, COJEp)KallUX 00sf3aTesIbHbIe
PEKBU3UTHI IEPBUYHOTO YUETHOI'O TOKYMEHTA;

—TOPAZOK NMPOBEACHUS MPOBEPKU MEPBUYHBIX OyXTaldTEpCKUX JOKYMEHTOB, (hOpMasbHOM
MPOBEPKH JOKYMEHTOB, IIPOBEPKH TI0 CYIIECTBY, apu(hMETHIECKON IPOBEPKH;

—TIPUHLUTIBI ¥ IPU3HAKH TPYIIITHPOBKH MEPBUYHBIX OYXTalTePCKUX JOKYMEHTOB;

—TOPSAZOK TPOBEICHHS TAKCHPOBKH M KOHTUPOBKM TEPBHYHBIX OyXTalTePCKUX
TOKYMEHTOB;

—TIOPSZIOK COCTaBJICHUS PETUCTPOB OYXTaJITePCKOTO yUeTa;

yMeThb:

— pacro3HaBaTh 3aJady W/WIM TPoOJeMy B TPOPECCHOHATHHOM W/WINM COUUATBEHOM
KOHTEKCTE; aHaJM3MpOBaTh 3a7ady W/WIM TpPoOIeMy H BBIIENATh €€ COCTaBHBIE YacCTH,
OTIPENeNIATh JTambl pPEHICHUS 3aJadd; BBIABIATE W AIPQPEKTHBHO HCKATh HWH(POPMAIHIO,
HEOOXOIUMYIO JIUIS peIIeHHS 3aa9d 1/WIH POOIeMBI,

— COCTaBUTH IUIAH JICHCTBHS; OTPEIEITUTh HEOOXOAMMBIE PECYPCHI; BIAaeTh aKTyaIbHBIMU
MeTOoAaMu paboTHl B MPO(GECCHOHATBHON 1 CMEKHBIX cepax;

— peanu30BaTh COCTABJICHHBIN ILJIAH;

— OILIGHWBATh pE3yJNbTaT W TIOCIEJCTBHS CBOUX MICHCTBUHA (CAMOCTOSTEIBHO WIIH C
MOMOUIbIO0 HACTABHUKA)

— OIpeleNaTh 3aJaul AJs MoucKa MH(pOpMaIMK; OnpeAessTh HeOOXOAUMbIE UCTOYHUKU
MHpOpMaLUK; MIaHUPOBATH MPOLECC OUCKA;

— CTPYKTypUpOBaTh IOJy4aeMyl0 HHGOPMALMIO; BBIACIATh HauOojee 3HAUMMOE B
nepevyHe nH(opMaImu;

— OLIEHUBATh MPAKTHUYECKYI0 3HAYUMOCTb PE3YJIbTATOB MOMCKA; O(GOPMIIATH Pe3yIbTaThl
TIOUCKA;

— OIpeleniTh aKTyaJIbHOCTb HOPMAaTHBHO-TIPaBOBOM JOKYMEHTaIH B
npoQeCcCHOHANBHON IESTeNbHOCTH; NMPUMEHATh COBPEMEHHYIO HAy4yHYIO0 NpO(ecCHOHAIBHYIO
TEPMUHOJIOTHIO; OINpPENENIATh M BBICTPAaUBATh TPACKTOPUU NPO(ECCHOHAIBHOIO Ppa3BUTHI U
camMoo0pa3oBaHUs

— OpraHU30BHIBATH PabOTy KOJJICKTHBA U KOMaH/IbI;

— B3aWMOJCHCTBOBATH C  KOJUIETaMH, pPYKOBOJICTBOM, KIHEHTAaMH B  XOje
poQeCCHOHANTBHON JeSITETbHOCTH;

— TPaMOTHO H3JIaraTh CBOM MBICTH W O(QOPMIIATH JOKYMEHTHI TO TpodeccHoHaIbHON
TEMaTHKE Ha TOCYJapCTBEHHOM SI3bIKE, MIPOSBIATH TOJIEPAHTHOCTH B pa00YeM KOJUIEKTHBE

— TPUMEHATH cpeacTaa UH(OPMAITMOHHBIX TEXHOJIOTHIA TSt pemeHus
npoQeCCHOHANBHBIX 33/1a4; UCTI0Ib30BaTh COBPEMEHHOE MTPOTPAMMHOE 00ECTICYCHHE

— TIOHUMATh OOIIWI CMBICI YETKO NMPOWU3HECEHHBIX BBICKA3bIBAHMI HA M3BECTHBIC TEMBI
(mpodeccroHanpHbIle M OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe MPO(ECCHOHATBHBIE TEMBI;
y4acTBOBAaTh B TUAJIOTaX HAa 3HAKOMBIE 00IIHe U MPOPECCHOHATIBHBIC TEMBI;

— CTpPOMTH MPOCTHIE BBICKA3bIBAHUS O cebe M O cBOEH MpodecCHOHaIbHON eATeTbHOCTH;
KpaTKo 00OCHOBBIBATh U OOBSCHUTH CBOU JEHCTBUS (TEKYyIUE U IUNIAHUPYEMBIE);

— IMcaTh MPOCTHIE CBSI3HBIE COOOLICHMS Ha 3HAKOMBIE WIM HMHTEPECYIOLIHe
npodeccroHanbHbIe TEMbI 3JIEKTPOHHOI'O TIOKYMEHTA, HOAMUCAHHOTO 3JIEKTPOHHOMN MOAINUCHIO;



— TPOBEpPATh HAJIMYME B MPOMU3BOJIBHBIX MEPBHYHBIX OYXTraJTepCKUX JOKyMEHTaX
00s13aTeNbHBIX PEKBU3HUTOB;

— TpOBOAWTH (OPMANBHYIO TPOBEPKY JTOKYMEHTOB, TIPOBEPKY IO CYIIECTBY,
apu(METHIECKYIO TIPOBEPKY;

— TPOBOIMTH TPYNIHPOBKY NEPBUYHBIX OyXTaITEPCKUX TOKYMEHTOB TI0 STy TPH3HAKOB;

— NPUHUMATH NPOM3BOJIbHBIE NIEPBUYHBIE OyXraJTepcKue JOKYMEHTHI, pacCMaTpHUBacMble
KaK IHCBMCHHOC OO0Ka3aTCJIbCTBO COBCPUICHUA XO3IHCTBEHHOM ornepanvn Wi TIOJTYUYCHUEC
paspenieHus Ha ee MPOBE/ICHUE;

— TPUHUMATH TIEPBUYHBIE OyXTalTepCKue JOKYMEHTHI Ha OyMa)KHOM HOCUTENE U (WIN) B
BUJIC.

B mporiecce 0cBOeHHS TUCHHUIUTUHBI Y CTYJACHTOB JOJDKHBI ObITH CHOPMHUPOBAHBI CICAYIOLINE
obmue xomnereniyn (OK) u T1K:

Kon
Conep:xxanue KOMIeTEeHIIUA
KOMIIeTeHII U

OK 01 BreiOupats crmocoObl  pemieHust 3a7ad  MpoQECCHOHATIBHON IEATENbHOCTH
MPUMEHUTENBHO K PAa3JIMYHBIM KOHTEKCTaM

OK 02 OcymiecTBIATh MOUCK, aHATM3 U MHTEPIIPETANI0 HH(OpMAIHY, HEOOXOIMMO
JUISL BBITTOJTHEHUS 33124 MPO(ECCHOHATIBHOM NeSITeTbHOCTH

OK 03 [lmanupoBaTh W peaqM30BBIBATE COOCTBEHHOE MPOQPECCHOHATBHOE U
JIMYHOCTHOE Pa3BUTHE

OK 04 PaGotate B KkommekTHBe M KOMaHZE, 3()()EeKTUBHO B3aMMOACHCTBOBATH C
KOJUIEraMH, PyKOBOJICTBOM, KIIMEHTAMH

OK 05 OCyLIeCTBIATh YCTHYIO U MUCHbMEHHYI0 KOMMYHHMKAIIUIO Ha TOCYJapCTBEHHOM
s3pike  Poccmiickoit denepariii ¢ y4eToM OCOOCHHOCTEH COIMANBHOTO W
KyJIbTYPHOTO KOHTEKCTa

OK 09 Hcnonp3oBaTth  MHGOPMALMOHHBIE TEXHOJIOTUHM B  NMPOQECCHOHATBHOMN
JESITENIbHOCTH

OK 10 [Tonb30BaThesi MPOGECCHOHANBHON JOKYMEHTAIMeH Ha TOCYJapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX

K 1.1. OO0pabarbIBaTh IEPBUYHBIE OYXTAITEPCKUE IOKYMEHTHI

2. CTPYKTYPA U COAEPXKAHUE YYEBHOM JUCIHUATLIMHBI
2.1. O0beM yueOHOI TUCHUILUIMHBI M BUABI YU4eOHOI padoThl

Buj yue6Hoii padoTsl O0bem B
yacax

O0bem 00pa3oBaTe/IbHOM NPOrpaMMbl YUeOHOM JMCUUIIUHBI 62
O0beM padoThI 00yHaOLIMXCH BO B3AaUMOJEHCTBHU € 50
npenojaaBaresieM

B TOM YHCJIE!

TEOPETUIECKOE 00yUCHUE 20

JlabopaTopHbie 3aHATHS 30

Camocmosmenvuas paboma 12
IIpome:xyTo4Has arTecTanus B popme 3auera




2.2. TemaTH4ecKHil IUIaH U coiepPKaHMe Y4eOHOM TUCHUILIAHBI

HanmeHoBanue Conep:xxkanue yueOHOro MaTepuasja u (POpMbI OPraHN3ANNH JeATeJIbHOCTH O6bem Koawbi
Pa3aesioB U TeM 00y4aloImuxcsi, B TOM YHCJIe ¢ IPUMEHEHHEM YJIeKTPOHHOI0 00y4YeHus B Yacax KOMIeTeHIIHii,
AUCTAHIIMOHHBIX 00Pa30BaTeJIbHBIX TEXHOJIOT U ¢popmupoBanuio
KOTOPBIX
Crnoco0CTBYeT
3J1eMeHT
MPOrpaMMbl
1 2 3 4
Tema 1. Conepxanue yueOHOro MaTepuajia OK 01, OK 02,
Beenenne. 3HaueHHE W COAEP)KAHME  JUCLMIUIMHBI  «J{OKyMEHTalMOHHOE  OOecIeueHue OK 03, OK 09,
JlOKyMeHT 1 YIPaBICHUS». [MonsTre TEPMHHOB «IOKYMEHT», «JIOKYMEHTHPOBAHHEY, 4 OK 10, IIK 1.1
cucrema «IOKYMEHTALMOHHOE OOECIIEYEHUE YNpABJICHUS». YHUQUMKALUS M CTaHIapTH3ALKK
AOKyMEHTallMH YHPABJICHYECKHX JTOKYMEHTOB.
CamocrosiTestbHasi paboTa
Cucrematnueckass mpopabOTKa KOHCIIEKTOB 3aHATHH, Y4eOHOW ¥ CHEIHaTbHOU
auTepatypsl (Mo BompocaM K maparpadam, riaaBaM y4eOHBIX mocoOwuii). [loaroroBka k
NPaKTHYECKUM  paboTaM € HUCIOJb30BAaHHEM  METOJIUYECKHX  PEKOMEHJIAIMi
npenojasarens, oGpopMIIeHHE NPAKTHYECKUX padOT, MOJArOTOBKA HMX 3amure. M3yueHue
oduIHMaNsHBIX, padoTa ¢ uHTepHET-pecypcamu U DbC.
3adanus ons camocmosamenvhol pabomoi. 6

1. CocraBbTe oOmneporpaMmy JBHKEHUS BXOJAIIMX M HUCXOJAIIUX JOKYMEHTOB
OpraHu3aIHHy.

2. Ompenenurte NEpeYHU JNAHHBIX JAJIsl 3aHECEHHMS B PETUCTPALlMOHHBIE (OPMBI IMPU
perucTpanyy BXOISIIUX, HCXONAIIMX M BHYTPEHHHUX JIOKYMEHTOB, PEKOMEHIYEMbIX
Pa3IMYHBIMU TUIOBBIMU U MHIMBUAYAJIbHBIMU MHCTPYKLHUSAMM 110 JEIONPOU3BOACTBY U
NPOBEIUTE WX CPABHUTEIHHBIN aHAIIN3.




3. Pa3paGoraiite HOMEHKIATYpy A€ U HEOOJIBIION OpraHu3aIluH.
4. 3aN0/HUTE WINCT-3aMECTUTENBY U KKAPTY-3aMeCTUTE/bY.

Tema 2. Coaep:xaHue yueOHOro MmaTepuasia OK 01, OK 02,
OpranuszannoHno 1. OpraHu3alMOHHBIE JOKYMEHTBI - YCTaB, Y4YpPEIUTENILHBIE JIOTOBOP, MOJIOKEHHE. OK 04, OK 05,
PaCHoOpsAIMTE/ILHBIE PacriopsiiuTebHBIE JOKYMEHTBI - HPHKa3, PACIOpsHKEHHE, YKa3aHWe, MOCTAHOBJIEHHUE, OK 09, OK 10,
OKYMEHTBI pelieHne, HHCTPYKIHS, TPOTOKOJI. NK 1.1

CripaBo4HO-WH(POPMALIMOHHBIE JOKYMEHTBI: CIy)KeOHas 3ammcka, OOBSICHUTEIbHAS

3aIMCKa, aKT, CTIPaBKa, CIIy>KEOHBIC MUChMA

B ToM umMciie, TPAKTHYECKHX 3aHATHI U J1a00PaTOPHBIX padoT

Cocrasnenue u ohopmiieHHE PacIOPSHKEHHS
Tema 3. Conep:xaHue y4eOHOro MaTepuasia OK 02, OK 04,
Kaaposasi - C 5 OK 05, OK 09,
OKYMeHTAIHS: JIOKyMEHTHpOBaHWE  TPYIOBHIX  IPABOOTHOIICHHIA. OCTaB H  OCOOECHHOCTH OK 10

oopMIIeHNS JOKYMEHTOB 0 JTHMYHOMY COCTaBY.

KowmriekrtoBanue  TUYHOTO Jieia. ABroouorpadus. Pestome.

3asBneHne o npueme Ha paboty. [Ipuka3sl MO INYHOMY COCTaBY.

B Tom umciie, NpaKTHYECKUX 3aHATHI U JIa0OPaTOPHBIX padoT

3.1. . OopmiieHre MPUKa30B MO JUIHOMY COCTABY.

3.2. Odopmitenue CripaBoK, JOKIATHON U CITyKeOHOW 3aIICKH, aKTa.

3.3. OdopmiieHre TPyAOBOTO JOTOBOpA, MpHKa3a O IpuemMe Ha paboty, ohopmiieHue

TPYZLOBOU KHIDKKH.
Tema 4. JloroBopno- | Conepxanue y4eGHOro MaTepuasa OK 01-05,
npaBoBasi OK 09, OK 10

AOKYMEHTalusA

[TonsiTust oroBopa. Buel 10roBopos.
IlpaBuna odopmiieHHs NPETEH3UOHHBIX nHceM. DopMyssip HMCKOBOI'O 3asiBICHMS,




TpeOoBaHuUs K ero 0(hOpMIICHUIO

B ToM 4mcIie, NpaKTHYECKUX 3aHATHI N J1a00paTOPHBIX padoT

OdopmiieHre 10roBopa KyIuiu-npoaxu

CamMmocTonTe/IbHAA padoTa

Cucrtematuueckass npopaOOTKa KOHCIIEKTOB 3aHATHM, Yy4eOHOH M cHenManibHOU
muTepaTtypsl (1o BompocaM K maparpadam, TiaBaMm y4eOHbIX mocoOwuit). IlomroroBka x
NPaKTUYeCKUM  paboTaM C  HUCHOJNB30BAaHUEM  METOAWYECKHX  PEKOMEHIAINiA
npenoaaBaressi, opopMICHHE MPAKTUIECKUX paboT, MOArOTOBKA K UX 3amuTe. VzyueHue
oumaNEHBIX MaTepuaNoB,padboTa ¢ uHTepHET-pecypcamu u DbC.

3aodanua ona camocmoamenvrou pabomaol.

cocraBpre ciuenywomue gokymeHntsl OO0  «Jlyu» (392000, r.TamboB, ym.
WHarepranmonansHas, 54, MHH/KIIIT 6829330124/682901001, OT'PH 1026848810923,
p/caer 40702810800000000367 B AKBb «TIIKb» (OAO), BUK 046850755, xop/cuer
40702810200000000755) na 21 auBaps 2010 r.:

- JOBepeHHOCTh Ha momydeHue kcepokca or OOO «Kom/luB» mo cuery Ne23 or
20.01.2010 na corpyanuka CamoxsanoBa Opus [lerpoBuua, macmopt 6801 654456,
BbiaH Okta0peckum PYB/I r.Tam6oBa 20.02.2002;

- TOProOBYIO HaKJaJHYIO Ha Toiny4yeHue 3 madek Oymaru mo neHe 135 py6neit 00 koneex
ot OO0 «Mudopmary (r.TamboB, yn.CoBerckas, 7);

- aBaHCOBBIM OTYET (MIOKYNKa KaHITOBApOoB Ha cymmy 365 pyOraeit 00 komeex mo
ToBapHoMy 4eky Ne 65 ot 19.01.2010).

Tema 5.

IlonsiTue
JOKYMEHT0000poTa,
perucrpanus
JOKYMEHTOB

Copep:xaHue yueOHOr0 MaTepuaia

CoctaB u yuer oObemMa IOKyMeHTooOOpoTa mpeamnpustuii. OpraHm3anus padOTHI C
BXOJISIIEH, NCXONAIIEH U BHYTPEHHEW TOKYMEHTalEn

ba3bl naHHBIX 17151 XpaHeHus ToKyMeHToB. PaboTa ¢ 3anmpocamu. PaGora ¢ amekTpoHHBIME
JIOKYMEHTaMHU.

OK 01, OK 0.2,
OK 04, OK 0.5,
OK 09, OK 10,
K 1.1




Tema 6. Conep:xaHue yueOHOro MmaTepuasia OK 01-0.5,
Opranmsauus Howmenknatypa gen. HauBuiyasnbHble, CBOJAHBIE, IPUMEPHbIE M  TUIOBBIE OK 09, OK 10,
ONepPaTuBHOIO U ’ ’ ’ K 1.1
APXHBHOTO HOMEHKJIATyphl A€ 2
XpaHeHus [ToaroroBka u MopsIOK Nepeaayy el B apXuB. 3aKOHOAATEIbHbIE aKThl 1 HOPMaTHBHO -

METOAUYCCKUEC NOKYMCHTHEI 110 apXUBHOMY XPaHCHUIO JOKYMCHTOB.
JAOKYMEHTOB
IIpome:xyTounas arrectanus B popme 1ud¢epeHIMPOBAHHOIO 3a4eTa
Bcero: 62

Bormpocs! jy1st MOATOTOBKH K MPOMEKYTOYHOM aTTECTAIMH, 3a]JaHUS JIUISI CAMOCTOSTEIIBHON pa0OThl U METOIUYECKIE PEKOMEHIAITH 110

BBIITOJTHCHUIO 3aHaHI/II\/’I CaMOCTOSTEIIbHOMN paGOTBI CTYACHTOB BKJIFOYCHEI B q)OHII OLICHOYHBIX CPEACTB JUCHUILINHBI.




2.2.3. B xoze 3aHATHIA ¢ IPUMEHEHHEM 3JIEKTPOHHOTO 00yUEHUS ¥ TUCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOIUI HCIIONB3YIOTCS CIIEAYIOINE 00pa3oBaTeIbHble TEXHOJIOTHHU:

Buabi . Meroauyeckue
. Bujbl HCII0JIb3yeMBIX TE€XHOJIOTHi
3aHATHI pasbsiCHEeHUsl
Oddnaitn niam oHIalH TEXHOJIOTHH:
BEOMHAPHI, BUIEOKOH(DEPEHIINH,
BUPTYaJIbHBIE IPAKTUYECKUE 3aHATHS U
T.1.
3aHATHE POBOJUTCS C
KelicoBasi-TEXHOIOTHSA: UCTIOIB30BAHUE | IPUMEHEHHEM UH(POPMAIMOHHO-
HabOpOB (KEHCOB) TEKCTOBBIX, TEJIEKOMMYHHKAIMOHHBIX CeTel
ayJMOBHU3YabHbIX ¥ MYJIbTUMEIUMHBIX | IPH OMOCPEIOBAHHOM (Ha
y4eOHO-METOIMIECKUX MATEPHAIIOB U PACCTOSHUHN) B3aUMOJIEHCTBUN
JAucTtaHuuOHHOE
sansTHe UX PACChUIKA JJIl CAMOCTOSITENILHOTO 00y4aOIUXCS U
W3y4eHHUs YUaIMMCs IPU OPraHU3alliy | TIeJarorHuecKuX pabOTHUKOB.
PETYIISIPHBIX KOHCYJIBTAIUHN JIMCTaHIIMOHHbIE
IPENOaaBaTENEH. 00pa3oBaTENbHbIE TEXHOJIOTHH
IPEANONIATAOT YAAIEHHBIH
WHauBY Iy aibHbIE ¥ TPYIIIOBBIE
pEeKUM paboTEHI.
KOHCYJIbTAIlMH, peau3yeMble BO BCEX
TEXHOJOTHYECKUX CPEIax: dIEKTPOHHAS
nouTta, chat-kondepenuu, hbopymsl,
BUJICOKOH(PEPEHIIUH U T.]I.
3aHATHE POBOJUTCS C
[PUMEHEHHUEM COJIEPIKAIEHCS B
TeXHOIOrMH MHTEPAKTUBHOTO 6a3ax IaHHBIX U UCTIOIB3YeMOi
00y4eHus, TPYNIOBON U KOJUIeKTHBHOM | TIPY Peasln3alini
paboTHl HA OCHOBE UCIIONB30BAHKS 00pa3oBaTeNBHBIX NPOrPaMM
CBOGOHBIX PECYPCOB, pasMelleHHbx B | WHPOpManmy u
WHTEpHETe, o0ecrneunBaronx ee O6pa60TIfy
DIIeKTPOHHOE MH(OPMAMOHHBIX TEXHOJIOTHH,
3aHsITHE STEKTPOHHBIX 00Pa3OBATENLHBIX TEXHUYIECKUX CPEJICTB, @ TAKKE

pecypcoB, BKIIOUEHHBIX B KOMITJIEKT
y4eOHUKa, METOJUUECKUX MaTepHaIOB U
JIEKTPOHHBIX 00pa30BaTEIbHbIX
pecypcoB, pa3paboTaHHBIX
IpenoaBaTeIsiMU

MHPOPMAITMOHHO-
TEJIEeKOMMYHHUKAIIMOHHBIX CETEH,
00ecCTIeYNBAONINX TIepeIady 1Mo
JIMHUSM CBSI3H yKa3aHHOU
HHOPMAINH, B3aUMOICHCTBHE
00yJaronuxcs u
MearorndecKux pabOTHUKOB.

BOl'[pOCLI n 3aJaHusg JJId IOAIOTOBKHU K HpOMG)KyTO‘-IHOﬁ aTTCCTalliy, 3aJaHusd I

CaMOCTOSATEILHOU pa60TBI

H  MCTOOAMYCCKHUC PCKOMCHIAAIIMK 110 BBIIIOJHCHUIO 3aJlaHui

CaMOCTOSTECILHOU pa6OTBI CTYACHTOB BKIIIOYCHBI B q)OHI[ OLCHOYHBIX CPCACTB AUCHUIIIMHBI

Pexomenaanuu no reopeTudeckoMy 00yueHHIO
Wzydyenne pucuumima OIl CIIO tpeOyer cucTeMaTHYEeCKOrO0 M IMOCIEAOBATEIHHOTO
HAKOIUICHUS 3HAHWIA, OCHOBHAS 9aCcTh KOTOPBIX MPUOOpETAeTCs CTyACHTaMH Ha JieKuuH. C membro
ONITUMAIILHOTO MCTIOJIb30BaHMS JICKIIMOHHOTO BPEMEHH, CTY/ICHTY, KaK M K 3aHSATHSIM UHBIX (HopM,
HE0OXOMMO OBITh IOJATOTOBICHHBIM. B paMKax Takoi MOJrOTOBKU CTYAEHT JIOJKEH:




— mepei KaxIOM JIeKUUed NpocMaTpuBaTh pabO4yl0 MPOrpaMMy IWUCLMIUIMHBL, YTO
MO3BOJIUT COKOHOMUTH BpeMsl Ha (POPMYITMPOBKY TEMBbI JIEKIIHOHHOTO 3aHATHUS, pACCMaTPHUBAEMbIX
BOIIPOCOB, PEKOMEHAYEMOM JINTEPATYPHI;

— TEepen O4YepeqHON JEKIHWEH IPOCMOTPETh IO KOHCIEKTY MaTepHal MpeablayIiei
nexiuu. [lpyu 3aTpyaHeHWsIX B BOCHPUSATHH Marepuana cieayeT oOpaTUThcS K OCHOBHBIM
MCTOYHHUKAM JuTepaTypbl. Eciu pa3o0parecs B MaTepuale OmiTh HE yAaloCh, TO OOpaTUTECh K
JexTopy (1o rpaduKy ero KOHCYJIbTAIMA) MU K MPENoJaBaTesio Ha MPaKTHIeCKUX 3aHAThsIX. He
CJIEZTyeT OCTaBJIATh «OEIbIX MATEH» B OCBOCHUH MaTepHaa;

— oOpamare BHIMaHHE Ha 3aIUITaHUPOBAHHYIO (POpPMY MPOBENCHHS JIEKIMOHHOTO 3aHATHS,
JUISL TOTO YTOOBI IPUEMBI U METO/IbI, UCTIOJIb3YEeMBbIE JIEKTOPOM, HE CTaJIM HEOXKUIAHHOCTBIO, OBLIH
3¢ (EeKTUBHBI 3a CYET YCTAHOBJIEHHS KAUECTBEHHON 00paTHOI CBSA3M C ayIUTOpUEH.

IIpn mpoBepke yKa3aHHBIX 3aJJaHUH OLIEHHWBAETCS OPUTMHAIBHOCTH, CAMOCTOSTEIBHOCTD,
TBOPYECKUI MTOAXO/, JOTHYHOCTD U3JI0KEHMSI, MPAKTHKOOPUEHTUPOBAHHOCTD U AP.

PexoMeHaanum no npakTu4ecKoMy 00y4eHHIO

OtpaboTka yMeHHUil 1 BBIpaOOTKAa MPAKTUIECKUX HABBIKOB CTYIICHTOB B MEPBYIO OYepeb
CBS3aHa C HX [JEATEJbHOCTHIO Ha NPAKTHYECKUX 3aHATUAX. [IpakThueckoe 3aHATHE
npeHa3HaYaeTcsl UIs YrIIyOJeHHOTO W3y4YeHHs AWCHUIDIMHBI W OBJAJICHHS METOMOJIOTHEH
NPUMEHUTEIBHO K OCOOCHHOCTAM HM3y4aeMOW OTpaciv Haykd. Bo MHOroM mOArOTOBIEHHOCTH
CTYACHTAa K NPAKTUYECKOMY 3aHITHIO ONPEACIsieT Pa3BHTHUE €r0 KOTHUTUBHOH CQepsl, pocT
npo(ecCHOHANIBHOTO MacTepcTBa, (OPMHUPOBAHHE KOMIIETEHIWH coriacHo peanmu3yemoir OI1
CIIO. B cBs3u ¢ 3TUM, CTyI€HT JOJIKEH:

— UMeTh Ipu cebe Ha NPAKTUYECKOM 3aHATHH PEKOMEHJIOBAHHYIO IperojaBaTesieM
JUTEpaTypy U MHbIE yueOHbIe MaTepHasbl;

— 3a05aroBpeMEHHO B  COOTBETCTBMM C PEKOMEHJOBAHHBIMH  JIUTEPATyPHBIMU
UCTOYHUKAMH ITPOpaboTaTh TEOPETUUECKUI MaTepuall, COOTBETCTBYIOIIECH TeMbl 3aHATHUS;

— IpH IOAIOTOBKE K MPAKTUYECKHM 3aHATHSIM HCIIOJIB30BaTh HE TOJIBKO JIEKLIUH,
KOHCIIEKTBl, OCHOBHYIO M JIONOJHMUTENBbHYIO Y4EOHYIO JINTepaTypy, HO U MaTepHajbl y4eOHBIX
HOPTAJIOB, POCCUHCKUX, a TPU HEOOXOIMMOCTH MEXIyHapoAHbIX 0a3 nanHbX, PUHII, eciu 3Toro
TpedyeT uzyuenue auctmiuinabl OI1 CITO unu otaensHOTO ee paszena (TeMbl);

— B IIpoLecCe MOATNOTOBKH K NMPAKTUYECKOMY 3aHATHIO C(OPMYIUPOBATh, @ BIOCIEACTBUU
3a/1aTh MPENOJaBaTENI0 BONPOCH M0 MaTepHally, BhI3BAaBLUIEMY 3aTPyAHEHHUS B €T0 IOHUMAaHUH U
OCBOCHMHM, a Takke I[pH BBINOJIHCHWU 3aJaHWM, BBIICJCHHBIX INPENoAaBaTeiaeM s
CaMOCTOSITENTLHON pabOTHI CTYICHTA;

— B XO/€ NPAKTHYECKOTO 3aHITHUS JaBaTh KOHKPETHBIC, YETKHWE OTBETHI MO CYIIECTBY
BOIIPOCOB;

— Ha NMPaKTUYECKOM 3aHATHUHU JOBOAMUTH KaXKAYIO 33Jady 10 OKOHYATEIBHOIO PELICHHUS,
JEMOHCTPUPOBATh IMOHUMAaHHE TPOBEACHHBIX pACUeTOB (AHAIM30B, CHUTyaluil), B cllydae
3aTpyAHEHUI 00pamarses K MpenoaaBaTelio.

[Ipn mpoBepke yKa3aHHBIX 3a/aHU OICHUBAETCS OPUTMHAIBHOCTD, CAMOCTOSTEIBHOCTD,
TBOPUYECKUN MOIXO, JOTHYHOCTD U3JI0KEHUS], MPAKTUKOOPUEHTUPOBAHHOCTD U JP.

PexomeHpanuu 1o 3JIEKTPOHHOMY OOY4eHHI0O M NIPMMCHEHHI0 JMCTAHIMOHHBIX
o0pa3oBaTeIbHBIX TEXHOJIOT Mil.

CormacHo cr. 16 ®@enepanpHoro 3akoHa Ne 273-D3 ot 29.12.2012 «O6 O6pa3zoBanuu B
Poccuiickoit  ®egepanuu» 104  3IJEKTPOHHBIM O00y4YeHMeM [IOHMMAeTCs OpraHHU3alusd
o0pa3oBaTeNIbHOM JESATENBHOCTH C MPUMEHEHHMEM coJepxalueiicss B 0a3ax JaHHBIX U
UCTIONIB3YEMOH TPH pean3aiy 00pa30BaTeIbHBIX MPOrpaMM HHPOPMALIUHN U 00ECTICUNBAIOIINX
ee 00paboTKy HH(OPMAIIMOHHBIX TEXHOJIOTHIA, TEXHHYECKUX CPEICTB, a TaKkKe HH()OPMAIIHOHHO-
TeJIeKOMMYHHKAIlMOHHBIX ceTell, o0ecrnedynBalolMX Ieperady [0 JHMHUSAM CBSI3M yKa3aHHOM
uH(pOpMaINK, B3aUMOJICHCTBUE 00yYaIOIIMUXCs U MEJarornueckKux paboTHUKOB.

Ilon  AWMCTAHIMOHHBIMM  00Pa30BATEJLHBIMH  TEXHOJOTHAMHM  IIOHUMAIOTCS
o0pa3oBaTeNbHbIE TEXHOJOIMH, peaju3yeMble B OCHOBHOM C IPUMEHEHHEM HH(OPMAIMOHHO-
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TEJICKOMMYHHKALIMOHHBIX CETEH IpU OIOCPEJOBAaHHOM (HAa PACCTOSHHM) B3aUMOJCHCTBUU
00Y4alOIUXCs ¥ NeJarorn4eckux paboTHUKOB.

DJeKTpOHHOE OOYYEeHHE TPEAroaracT WCHOIb30BaHHE WH(POPMALUH, COACpKAIIeics B
0a3ax MaHHBIX, 1 WH(OPMAIMOHHBIX TEXHOJOTHA M WH(OPMAIUOHHO-TEICKOMMYHHUKATMOHHBIX
ceTell s ee 00pabOTKM W Tepenadd MpH B3aMMOJCHCTBHM OOYYAIONIMXCSI U TIeJaroruaecKux
paboTHMKOB.  JIMCTaHIMOHHBIE  OOpa3oBaTEIbHBIC  TEXHOJNOTHH  PEATH3YIOTCS  depe3
UH(POPMAITMOHHO-TEJICKOMMYHUKAIIMOHHBIE CETH, KOrJa OOydJalolmuecss W IeJarorHdecKue
pabOTHUKY HAXOIATCSA HA PACCTOSTHUM.

To ecTh U B TOM, U B JPYrOM CIydae MpeTyCMaTPUBACTCS MCIOIb30BaHNE KOMITBIOTEpA U
ceTeBOW  MHQPACTPYKTypbl, HO TPH  DJIEKTPOHHOM  OOy4YEHHH 3TO  HHCTPYMEHTBI
HETOCPEICTBEHHOTO B3aWMOJCHCTBUS OOYYAIOIIMXCS M NEeJarorudeckux pabOTHHKOB, a IpH
JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHUSIX — yIAJIEHHOTO.

3.0CHOBHBIE BW/Ibl YYEBHOW JIESATEJBHOCTH C NPUMEHEHHUEM
AOT:

— JIKIIMHW, peaJn3yeMble BO BCEX TEXHOJOTHYECKHX Cpelax: pabdoTa B ayJUTOPUH C
9JIEKTPOHHBIMH y4eOHBIMU KypCaMH 1O/ PYKOBOACTBOM METOAHMCTOB-OPTaHU3aTOPOB, B CETEBOM
KOMITBIOTEPHOM KJIacce B cucteMe on-line (cuctema oOmieHus mpernoaBaTesis U 00yJaromuxcs B
peXuMme peanpHOro BpeMeHH) u cucteme off-line (cucrema oOmeHUs, TpH KOTOPOH
npernojaBare’b U o0ydarommecss 0OMEHNBAIOTCS UH(POpMAIEd ¢ BPEMEHHBIM MTPOMEKYTKOM) B
(hopMe Tele - ¥ BHICOJCKITUN U JICKIIUH-TIPE3SHTAIIHH;

— IpPaKTUYECKHEe, CEMUHApCKHUe U JabopaTOpHBIE 3aHATHS BO BCEX TEXHOJOIMYECKHX
cpenax: BuaeoKOH(pepeHy, codbeceoBanus B pexuMe chat (cucrema oOIIeHUs], TP KOTOPOH
YUYaCTHUKH, MOJKIIOYEHHbIE K VIHTepHEeT, 00CyKAal0T 3aJaHHYI0 TeMY KOPOTKHMH TE€KCTOBBIMH
COOOLICHUSAMH B PEKUME PEATbHOTO BPEMEHH),

— 3aHATHS B y4eOHO-TPEHHMPOBOYHBIX KJIaccaX, KOMIIBIOTEPHBIH J1a00opaTOpHBIi
NPAaKTUKYM, MNpO(eCcCHOHAIbHbBIE TPEHUHTHM C HCIOJIb30BAHUEM TEJIEKOMMYHUKAIMOHHBIX
TEXHOJIOTHI;

— yueOHasl MpaKTUKa, peanu3alus KOTOpOH BO3MOXHA MOCPEACTBOM HMH(OPMALMOHHBIX
TEXHOJIOTHH; HWHIMBUAYyaJlbHbIE W TPYNIOBBIE KOHCYJIbTALMU, peaJU3yeMble BO BCEX
TEXHOJIOTHYECKUX cpeaax: 3JIEKTPOHHAS 1o4Ta, chat-xkoH(pepeHmH, bopyMbl,
BHJICOKOH(DEPCHIINN;

— caMocTosTelNbHass paboTa o0OydYalomMXCs, BKIIOYAIONIAs HW3yYeHHE OCHOBHBIX U
JIOTIOJTHUTENIBHBIX y4E€OHO-METOAMYECKHX MaTE€PHAaJIOB; BBITIOJIHEHHE DPACYETHONMPAKTUICCKUX H
pacueTHO-Tpa)UIeCKUX, TECTOBBIX ¥ WHBIX 3aJaHUI; BBIMOJHEHWE KYpPCOBBIX IPOEKTOB,
HaNMCaHUe KypCOBBIX paboT, TeMaTHueckux pedeparoB M dcce; paboTy C HHTEPaKTUBHBIMH
yu4eOHHKaMHd ¥ Y4eOHO-METOIUYECKHMH MaTepualiaMd, B TOM UHCIIE C CETEBBIMH WU
ABTOHOMHBIMH MYJbTUMEIUHHBIMA OSJCKTPOHHBIMU y4eOHUKAMH, NpaKTHKyMaMH; padoTy cC
0a3aMu JaHHBIX yIAJICHHOTO JOCTYTIA;

— TEeKylmIe W pYOEKHbIE KOHTPOJH, NPOMEXKYTOUHBIE AaTTECTAllMH C MPUMEHEHHUEM
JMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

OCHOBHBIE BHJbl YUYEBHOH JEATEJBHOCTA C NPUMEHEHUEM
IJIEKTPOHHOI'O OBYYEHMUA:

CaMOCTOSITENIbHAsI UHTEPAKTHBHAs M KOHTPOJIMpyeMas MHTEHCUBHas paldoTa CTyAEHTa ¢
yu4eOHbIMM MaTepHajaMH, BKIIOYAIONMMHU B ce0s BHUICOJEKIMHU, CIalIbl, METOJUUYECKHUE
PEKOMEHJAIMM [0 U3YyYEHUI0 JAMCLUIUIMHBI U  BBIIOJHEHUIO KOHTPOJBHBIX 3aJaHM,
KOHTPOJIBHBIE U UTOTOBBIE TECTBHI.

4. YCJIOBUA PEAJIM3AIIUU TPOT'PAMMBI JUCIIUAITJIMHBI

4.1. [Jns peaju3alud MPOrpaMMbl Yy4eOHOW JAMCUMILIMHBI JOJGKHBI ObITh
NpeaycMOTPEeHbI cileyIole clenualbHble OMeleHus :

Aynuropusi Ne313 «YueOHble ayauTOpud AJisi NPOBEACHUS 3aHSATHH BCEX BHIOB,
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HpeyCMOTPEHHBIX 00pa30BaTeIbHON MporpaMMoil (ypok, MpakTHUECKOe 3aHsATHE, JabopaTOpHOE
3aHATHE, KOHCYJbTAlMs, JIEKLUS, CEMHHap), B TOM YHCIE TPYMNNOBBIX M HHIMBUAYaIbHBIX
KOHCYJIbTAIUi, TEKYIEro KOHTPOJIS M POMEKYTOUYHON aTTecTanuy padboTe - «KoMIbIOTepHBIiA
Kkiacey» - KabuHeT JOKyMEHTaIlMOHHOTO 00eCTIeUeHHUs YITPaBICHHUS

Ilepeuenv ocnoenozo obopydosanus:

Jlocka memoBas - 1 miT.

CToM KOMIIBIOTEPHBIH - 9 mT.

Cron yueHn4eckuit — 9 mir.

Cron npenogaBatens — 1 mirT.

Kongunuonep — 1 mr.

Cryn yueHuueckuii - 36 wmr.

Komnprorep (MOHUTOp, CUCTEMHBIN OJIOK, MBIIIIb, KIIABUATYPa) C BO3MOKHOCTBIO MOIKITIOUEHHS K
cetn «MHTEpHET» M 0OECIIeYeHNEeM JOCTYTAa B AJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEBHYIO
cpeny opraHuzanuu - 12 mr.

Ckamps yueHnuyeckas - 1 mir.

Y4eOHO-HarsAHbIE TOCOOUS

Ilepeuenv npoepammnozo obecneveHus:

OmnepammonHnas cucrema Microsoft Windows XP SP3
OmnepammonHas cucremMa «AnbT OOpazoBaHue)

Kaspersky Endpoint Security ansi 6usneca — Crangaptabiii Russian Edition. 1500-2499 Node 1
year Educational Renewal Licence

CoreIDRAW Graphics Suite X3

Adobe Photoshop CS3

1C:Ilpenmpustue 8.2 (8.2.18.61) yueOnas

IBM SPSS Statistics 20

Oracle VM VirtualBox 3.2.10

DIeKTpOHHBIN nepuoanyeckuit cnpaBoyHuk «Cucrema FTAPAHT»
LiteManager Pro — Server

Koncynprant Ilmtoc

4.2. UudopmannoHHoe odecneyeHue 00yueHust
Ocnoenasa numepamypa:
1. IllyBanosa, H. H. JlokymeHTanmonHoe o0ecrieueHue YIpaBIeHUs | y91€OHUK U MPAaKTHUKYM

Ui cpenHero npodeccuonansHoro obpasosanus / H. H. lllyBamoBa. — 2-e m3n. — Mocksa :
WznarensctBo FOpaiit, 2020. — 265 ¢. — (IIpodeccronanbaoe oopazosanue). — ISBN 978-5-
534-00088-7. — Texcr : onektponHeii //  OBC IOpa#it [caiit]. — URL:

https://urait.ru/bcode/451067

2. Kopuees, 1. K. JlokymeHTanmonHoe obecrieueHue ynpasieHus + tectel B ObC : yueOHuK
U TIPAKTUKYM JUIsl cpeanero npodeccuonanpaoro odpasosanms / U. K. Koprees, A. B. [lmenko,
B. A. MamypneB. — 2-¢ uzf., nepepad. u mon. — Mocksa : M3parensctBo FOpaiit, 2019. —
384 c. — (IIpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Teker
anexTpoHHbIH // OBC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/438491

3. Kysmenos, U. H. J[loxymeHTanuoHHoe oOecredenne ympasieHHA. J[OKyMEHTO0O0OpOT u
JIeTIOTIPOM3BOJICTBO : Y4EOHUK M MPAKTUKYM JUIsl CpeHero npodeccnonaisHoro obpasosanus / 1. H.
KysnenoB. — 3-e u3z., mepepad. u mon. — Mocksa : MznarensctBo FOpaiit, 2020. — 462 c. —
(ITlpodeccuonanpaoe obpazoBanue). — ISBN 978-5-534-04604-5. — Texkct : anekrpoHHsiii / 3bC
IOpaiit [caiiT]. — URL: https://urait.ru/bcode/451242

Jononnumenvnas numepamypa:
1. Ab6ymanze /1. I'., Bempspkkuna WM. b., Macnosa B. M. JlokymeHTannoHHOE oOecriedeHue
ynpasieHus nepcoHanoM : YueOnuk u npaxktukym s CITO. - Mocksa: FOpaiit, 2020. - 299 c. -
Texcer : anexTponnsiii / IBC «FOPAWT» [caiir]. - URL: https://urait.ru/bcode/452443
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2. JHoponuna JI. A., Uputukosa B. C. JlokyMeHTaITMOHHOE O00CCIICUCHHIE YIPABICHUS : Y UeOHHK
u npaxtukyM s CITIO. - Mockaa: FOpaiir, 2020. - 233 c. - Tekct : anexrponnsiii / 95C «KOPAWTY
[caiiT]. - URL: https://urait.ru/bcode/453767

3. Kazakeuu T. A., Tkaima A. W. JlokyMeHTaIlMOHHOE 00ECIIeUCHNE YIPABICHHS | YUCOHUK H
npaktukym s CIIO. - ucnp. m gmom; 2-e m3a.. - Mocksa: Opaiir, 2020. - 177 c. - Teker :
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CIIC Koncynesrantllmtoc. — URL: http://www.consultant.ru.
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u komekiusi CIIO  — osnekTpoHHBIE BepcuU y4eOHOM M yueOHO-METOJMUYECKON
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5.KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM JUCIHUILINHBI

Ko v HaumeHOBaHMe

Nnpo(phecCHOHANBHBIX U

00IIMX KOMIIeTEeHIIH I,
¢opmupyembIx B
paMKax MOIyJst

Kpurepumn oneHku

MeToabl OLIEHKH

[TpodeccronanbHbIe KOMICTCHIINN

IIK 1.1. OGpabatbiBaTh
NIepBUYHBIC
Oyxranrepckue
JIOKYMEHTHI.

VMmenue:

- TMPUHUMAThH TMPOW3BOJIBHBIC TEPBUYHBIC
OyxranTepckue JIOKyMEHTBI,
paccMaTpuBaeMble KaKk  IHCHbMEHHOE
JI0Ka3aTeIbCTBO COBEPIICHUS

XO35MCTBEHHON OIEpaliy WU MOIyYEHUE
paspelieHus Ha ee IPOBECHHE;
-IPUHAMATh TEPBUYHBIC OyXTalTepCKue
JOKYMEHTBl Ha OyMaXHOM HOCHTEJE U
(un) B BHUIE DIIEKTPOHHOTO JTOKYMEHTA,
MOJIMTUCAHHOTO AJIEKTPOHHON MOIHUCE;
-[IPOBEPATh HAJIW4YME B IPOU3BOJIBHBIX
HNEPBUYHBIX OYyXralTepcKkux IOKyMEHTax
00513aTEeJIbHBIX PEKBU3UTOB;

-IPOBOAUTH  (POpPMaNbHYIO  MPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYLIECTBY,
apu(MEeTHYECKYIO IIPOBEPKY;

-IIPOBOJUTH TIPYIIIUPOBKY IE€PBUYHBIX
OyXranTepcKux JOKYMEHTOB IO DSy
IIPU3HAKOB;

-IIPOBOJUTh TaKCUPOBKY M KOHTHUPOBKY
MEPBUYHBIX OyXTalNTePCKUX JOKYMEHTOB;
-OpraHU30BBIBATH JIOKYMEHTOOOOPOT;
-pa3dupartbcs B HOMEHKIIATYpE JIET;
-3aHOCUTH JAHHBIC 10 CTPYIIHUPOBAaHHBIM
JOKYMEHTaM B pErucTphI
OyXTaJITepCKOTO y4eTa;

-TIiepeaBaTh MEPBUYHBIC OyXTajaTepCKUe
JOKYMEHTBl B TEKYIIHH OyXranatepckuit
apXuB;

-TIiepeaBaTh MEPBUYHBIC OyXTajdTepCKUe
JOKYMEHTBl B IIOCTOSIHHBIM apXuB IIO

HCTCUCHUHN YCTAHOBJICHHOT'O CpoOKa
XpaHCHUAA,
-UCIIPABJIATH OIIMOKK B NEPBUYHBIX

OyXraJTepcKux JOKyMEHTaXx.

Tekyumii KOHTPOIb B
dopme:

-yCTHOTO U
MMMCbMEHHOTO

oTpoca;

-3aIHUThI
MPAKTUIECKUAX
3aHSTHH; -
BBITIOJTHCHHS
TECTOBBIX 3aJaHUil;, -
KOHTPOJBHBIX  PaboT
mo Temam. PemieHue
MPaKTHUKO-
OpPHUEHTHPOBAHHBIX
CUTYaIlMOHHBIX )
3a7aHUM.
KonTponbabie paboThl
mo Temam MJIK.
DK3aMeH o
MeXTUCIUTUTMHAPHO-
My Kypcy.

DK3aMeH o
mpo(heCCHOHATTEHOM Y
MOZYJTIO.

Otuer mo y4eOHOH
MPaKTHUKE.
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6. OCOBEHHOCTHU OPI'AHM3AILIUU OBPA3OBATEJIBHOI'O INPOLECCA
JJisd HUHBAJIMAOB U JIML C OI'PAHUYEHHBIMU BO3MOXHOCTAMMU
310POBbS

OOyueHne WHBAJIMIOB MW JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU  3IIOPOBBS
OCYIIECTBIISIETCS] B COOTBETCTBHU C:

[lopsinkoM opraHM3amMyl W OCYHIECTBICHHS OOpa30BATENBHOW AEATEIHHOCTH IO
o0pa3oBaTeNbHBIM ~ NPOrpaMMaM  CpeiHero mnpodeccrnoHambHoro obpasoBanus  (IIpukas
MunnctepcTBa obpasoBanust 1 Hayku PD ot 14.06.2013 Ned64);

MeTtonnueckuMu peKOMEHAALMsIMU 0 OpraHu3alMu 00pa3oBaTeNIbHOrO Ipolecca Ul
00y4YeHHs] MHBAJIUAOB U JIUI] C OFPAaHUYCHHBIMU BO3MOXKHOCTSIMU 37I0POBbsI B 00pa30BaTEIbHBIX
OpraHu3aIMAX BHICIIETO 0Opa30BaHUs, B TOM YUCIE OCHAIIEHHOCTH 00pa30BaTEILHOTO MPOoIecca
(yrBepxnens 08.04.2014 r. Ne AK-44/058H);

TpeboBaHMsAMHU K OpraHu3aIy 00pa30BAaTEIBHOTO MpoIecca Ui 00ydIeHUs] NHBATUIOB U
JHI C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH 3JI0POBbS B MPO(PECCHOHAIBHBIX 00pPa30BaTEIBHBIX
OpraHu3alyiax, B TOM YHCJIE€ OCHAIICHHOCTH O0pa3oBaTeIbHOTO Tmporecca (yTBEP:KIACHBI
26.12.2013 Ne 06-2412BH).

MeToandecKUMH  PEKOMEHIAMSAMHU 110 pealn3aliil  00pa3oBaTENbHBIX IMPOTPaMM
cpenHero mpodeccHoHaNbHOTO 00pa3oBaHHs W NPO(ecCHOHATBFHOTO OOYYEeHHsS I C
WHBAJIMIHOCTBIO U OTPAHUYCHHBIMH BO3MOXKHOCTSIMU 3J0POBbS C NPUMEHEHHEM 3JIEKTPOHHOTO
o0yueHus u JTUCTaHLIMOHHBIX 00pa3oBaTEeIbHBIX TEXHOJIOTHi (yTBepKaeHBI
MUHITPOCBEHIEHMA POCCHH 10.04.2020r. Ne 05-398)
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7. JlucT BHeceHUs] H3MEHEHHUH
B pabouylo MporpaMMy Mo AUCLUILIMHE «J[oKyMeHTalnoHHOe oOecrieueHue yrpaBlIeHUs
MO CHENUANbHOCTH CpelHero mpodeccruoHanbHOrO obOpazoBanusi 38.02.01«DkoHOMHKA W
Oyxrantepckuil y4der (1o OTpaciisiM)», YTBEP’KAECHHYIO Ha 3acelaHuu Kadeapsl «bubianoreuHo-
uHpopMarmonHbie pecypeb» 24.01.2021 roga, mporoxon Ne 7.

Howmep TexkcT n3mMeHeHus IIpotokon 3acenanus Kapeapsl
U3MEHEHUS Ne | JaTa
2020-2021 yueOHbIH TOX
1 AKTyanu3upoBaHa OCHOBHas U 10 16.05.2020 1.
JIOTIOJTHUTEINBbHAS JINTepaTypa
2 BHecenue n3meHenuii B paboune 10 16.05.2020 .
HIpOrpaMMBbl AUCLHUILINH C Y4ETOM
JUCTaHIIMOHHBIX (popM 0OydeHus
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