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Pabouast mporpamma cocTaBiieHa B COOTBETCTBHHU ¢ DeneparbHBIM rOCyIapCTBEHHBIM 00pa3oBa-
TEJIbHBIM CTaHJapTOM BhIciiero oOpa3oBanus no HampasiaeHuio 38.03.01 «DxoHomMuKay,
yTBepKAeHHBIM nipuka3zoM Ne 1327 ot 12.11.2015 .

Pabouas nmporpamMmMa yTBepiKIeHa Ha 3aceaHuu Kadeapsl YIIpaBIeHUS U MapKETUHTA B
ATIK (mpotokon Ne 5 ot 04.12.2015)

¢ / / .
3aBenyrommii kageapoi a.3.H., npod. s e E.B. 3akmeBckasi

PaGouas mporpamma pekoMeH0BaHa K UCIIOJIb30BAHUIO B YI€OHOM IPOIIECCe METONYE-
CKOW KOMHCCHEH 3KoHOMHUYecKoro (akynbpTeTa (mpotokos Ne 2 ot 19 ampens 2017).

IIpencenareib METOAUYECKONH KOMHCCUH - JI.A. 3anopoxuesa
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1. Ilpeomem. Llenu u 3a0auu OucyunIuHbl, €€ MECMOo
B y4eOHOM mpouecce

IIporpamma kypca «/JOKyMEHTHUPOBAaHUE YIIPABICHYECKOU ACATEIBHOCTH» IIpEJHa3Haue-
Ha 11 oOydarommxcs 1o HanpasiieHnuto nmoarotoBku 38.03.01 «Okonomuka» (IIpoduns momaro-
TOBKH OakanaBpoB «DKOHOMHUKa Hpeanpusthii u opranuszaiuii AITK»). Mecto nmucuuruimHbl B
OIIOII: BapuaTuBHAs YacTh, MUCIMIUIMHA IO BHIOODY.

D¢ (heKkTUBHOCTH yNpaBlIEHUS B COBPEMEHHOM JIEJIOBOM MHpE BO MHOIOM 3aBHUCHUT OT
OTIEPAaTUBHOCTH, JOCTOBEPHOCTH M TMOJHOTHI MH(popManuu. MeHemKkepbl pacXoayoT oT 65 10
90% cBoero pabouero BpemeHu Ha cOop, 00paboTKy, nepenavy HHGOpPMALUHU, IPUHATHE U pea-
JU3aLUI0 YIIPABICHYECKUX PEIICHUM.

Hocurenem ¢uxcupoBanHoil MHGpOpMaLUK SBISETCA JOKYMEHT. JIOKYMEHT - 3TO 3auK-
CHUpOBaHHAas Ha MaTepUalbHOM HOCHTEIEe HMH(OpMAlMs C PEKBU3UTAMHM, IO3BOJIIIOIIUMH €€
UICHTUPHUIUPOBATE.

IIpenmeToM AMCHUIUIMHBI SIBJISIOTCS CTAHAAPTHI, paBUiIa, TPeOOBAHUS COCTABICHHUS J10-
KYMEHTOB, OTPAKAIOIIUX YIIPABICHUYECKYIO ACATEIbHOCTh M IIPABOBBIC OTHOLICHUS IOpUIUYC-
CKUX U (PM3UYECKUX JIMIL, @ TAKXKE TEXHOJIOTUsI PaOOThI C TOKYMEHTAMHU.

B coBpeMEHHBIX YCIOBUSAX COBEPIICHCTBOBAHUE YIIPABIEHUS IPOU3BOJCTBEHHO-
XO35ICTBEHHOM JEATENbHOCTBIO, TIOBbIIIEHHE 3(h(HEKTUBHOCTH MPOU3BOJCTBA BO MHOT'OM 3aBH-
CHUT OT TOr'0, HACKOJIBKO PALIMOHAJIBHO MIOCTABJICHO B OPraHU3ALUAX JEIOIPOU3BOACTBO.

JIaHHBIA KypC COAEPKUT y4yeOHO-METOAMUYECKUI MaTepuall Mo JIBYM HEpa3pbIBHO CBS-
3aHHBIM DJIEMEHTaM MEXaHHM3Ma YIPaBJICHHS: IEPBBIM - 3TO CaMU JOKYMEHTBI, BTOPOH - IEIIO-
IIPOM3BOJICTBEHHBIN TpolecC, BKIIOYAOIMUN o(opMiIeHne, NBUKEHHE JOKYMEHTOB, KOHTPOJIb
UCIIOJIHEHUS, TJIAHOBO-CIIPABOYHYIO M aHAJIMTUYECKYI0 padoTy. B mporuecce nzyueHus: naHHOU
JUCLUIUIMHBI CTYJAEHTBI 3HAKOMSATCS ¢ ocHOBHbIMU ['OCTamu, HOpMaTUBHBIMM aKTaMH, METO-
JUYECKUMH MHCTPYKUUSAMH IO JOKYMEHTAllUU M JEJIOINPOM3BOJCTBY, HEOOXOAUMBIMHU YIIpaB-
JICHYECKOMY TEepCOHATY JUIS BBIOJHEHHS BO3JIOKEHHBIX (DYHKIIMHA, OCYIIECTBJICHUS Ipolecca
YIIPaBIICHUS.

Lenb aHHOW AMCHUIUIMHBI HAYYUTh 0OYYAIOIIMXCS HAYYHOMY, CUCTEMHOMY MOJIXOIY K
paboTe ¢ JOKyMEHTaMH, TOKYMEHTALlMOHHOMY O0OECIIEYEeHUIO yIpaBiIeHus, 0hOpMIIEHUIO MIPABO-
BBIX OTHOLICHUHN IOPUIMUYECKUX U PU3UUECKUX JIHII.

Vcxons n3 mocTaBIIeHHOM 11€7TH, OCHOBHBIMU 3a/1a4aMU JINCITUTUINHBI SBIISTFOTCS:

¢ YCBOUTHb OCHOBHBIC TCPMUHBI U ITOHATUSA B COOTBCTCTBUU C FOCTaMI/I,

® OCBOWTH OCHOBHBIE TpeOOBaHWS W TpaBWia pa3padOTKH, COCTaBIICHUS, O(OPMIICHUS
OpTaHU3aIMOHHO-PACTIOPSIAUTENBHBIX JIOKyMEHTOB;

® OCBOUTH NpaBWiIa, TPeOOBaHUS COCTABJICHUS JIEJIOBOW KOPPECIIOHIEHIIMU, PabOTHI C
JACJIOBBIM ITMCBMOM,

® M3YYHTH JOKYMEHTAIIHIO 110 JIUIHOMY COCTaBY;

® M3YYHTh CHCTEMATHU3AIHUIO Pa0OTHI C JOKYMEHTAMH: PETHCTPAIUIO, XpaHEHHE, TIOUCK,
KOHTPOJTb;

® H3Yy4YUTh JOKYMEHTALHMIO, OTPAXKAIOLIYI0 MPEAIPUHUMATEIbCKYIO NEATEIBHOCTh: OT-
KpBITHE Jella, 3aKII0YeHUE JIOTOBOPOB, CIENOK, BbIJada OBEPEHHOCTH, O(OpMIICHHE
MpeTeH3UH, apOUTPAKHOTO UCKA U TIP.;

® OCBOWUTH MpaBMiIa PadOTHl C KOH(PUACHIUAIBHBIMU TOKYMEHTAMHU.
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2. IlepeyeHb MUIAHUPYEMBbIX Pe3YJIbTATOB 00y4eHHs 10 JMCUHMILINHE,

COOTHECEHHBIX C IJIAHMPYEMbIMHU Pe3y/JIbTaTaAMH OCBOCHHS 00pa3oBaTeIbHOM

MPOrpaMMblI
Komnerenius [Tnanupyembie pe3ynbTaThl 00yUeHUS
Kon Haspanue
OK-4 | cnocoOHOCTh K KOMMYHHU- | - 3HAThH
Kaluu B YCTHOﬁ " IMUCh- OCHOBHBbBIC IIOJIOKCHU A 10 AOKYMCHTHPOBAHUIO
MEHHOH (hopmax Ha pyc- YIPaBJICHUYECKON JEATEIIbHOCTH;
CKOM U MHOCTPAaHHOM S3bI- YHU(UKALKMIO W CTaHJAPTH3AIMIO YIPABICHUYECKUX
Kax JJIs peleHus 3aaa4 JIOKYMEHTOB, IpaBuiia pa3paboTku u odopmiieHus Io-
MCKIIMYHOCTHOI'O U MEXK- KYMCHTOB;
KYJIbTYPHOTO B3aUMOJIEH- MpaBHUJIa COCTABJICHUS JIEJIOBBIX MMHCEM;
CTBUA IpaBujia BEACHUA JOKYMCHTOB I10 JIMYHOMY COCTaBY,
- yMeTh
COCTaBIIATh U O(GOPMIIATH JOKYMEHTHI IO OCHOBE
I'OCTos;
- MMeTh HABBIKH HJIH ONBIT AeATEJIbHOCTH
HABbIKM COCTaBIIEHUSI TEKCTOB OpraHU3alMOHHO-
pacnopAaAUTCIbHBIX AOKYMCHTOB, OGGCHG‘-II/IBaIOH_II/IX
3¢ peKxTHBHBIE MEKIMYHOCTHBIE KOMMYHUKALIUU B TIPO-
HCCCC yNpaBJICHUS NPCANIPUATHAMA U OpTraHU3alluiIMU
OIIK - 1 | cnocoGHOCTH pemiaTh - 3HATb!

CTaHJIapPTHBIE 3a7a9H1 TIPO-
(heccroHaTBHOM JESITENb-
HOCTH Ha OCHOBE HH(OP-
MallMOHHOM U 6ubInorpa-
(budeckoil KynbTypsI ¢
npuMeHeHneM nadopma-
[MOHHO-
KOMMYHHUKAITHOHHBIX TEX-
HOJIOTHM U C y4ETOM OC-
HOBHBIX TpeOOBaHUH MH-
(dbopmarmoHHou 6e3ormac-
HOCTH

nopsiioK, (opMy perucrpanuu JTOKyMEHTOB, (hopMu-
pOBaHME Jeia, COCTABICHUSI HOMEHKIIATYPHI Jell, XpaHe-
HUS IOKyMEHTOB;

npaBwia paboTBl C JOKYMEHTaMH, COJAEpKaIlluMU
KOH(pHICHIIMATBHYIO HH(pOpMAIHIO.

- yMeThb:

OpPraHU30BBIBAaTH PabOTy C JOKYMEHTAaMH B OpraHH3a-
IIMM, B TOM YHCJIC COAEPXALIMMHU KOH(HUICHINAIBHYIO
uH(pOpMAIIHIO;

TOKYMEHTHPOBATh JINYHYIO W YIPABICHYECKYIO Jes-
TEJIbHOCTB;

IPUMEHATh OPITEXHUKY B MPOIECCE JOKYMEHTHPOBA-
HUS U OpTaHu3aIluy paboThl ¢ JOKYMEHTaMH.

- IMeTh HABBIKH MJIH ONBIT 1eSITeJIbHOCTH:

HaBBIKHM BEJCHHUS JEJIOMPOU3BOICTBEHHOTO Mpoliecca,
BKJIIOYAIOIIET0 O(OpPMIICHHE, JBHKEHHE JIOKYMEHTOB,
KOHTPOJIb MCIIOJIHEHHS], TUIAHOBO-CIIPABOYHYIO U aHAJH-
TUYECKYI0 paboTy, B TOM 4HuCje mpu padbore ¢ KoHDHU-
JICHIIMAIbHON HH(pOpMaIHEeH.
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3. O0béM AUCHUIIMHBI M BUbI y4eOHOH padoThI

Ounas dhopma 3aounas dop-
o0y4yeHHs Ma 00ydeHUs
Bunpl yue6HO# paboThI 00BEM 4acoB BCETO YacOB
BCETO
1acos 8 cemectp 9 cemectp
O61mmast TpyA0EMKOCTD AUCITUTUTHHBI 3/108 3/108 3/108
KonTakTHas pabora 0Oydaronmxcs ¢ mpernoiaBa- 26 26 8
TesneM (1Mo BUIaM Y4eOHBIX 3aHSITHIA) BCETO, B T.4.
AynuTtopHas pabora: 26 26 8
Jlexun 14 14 4
[IpakTrueckue 3aHATHS 12 12 4
CemuHapsbl - - -
JlaGopaTopHbie pabOTHI
Jpyrue Buabl ayJUTOPHBIX 3aHATHN - - -
CamocrosiTenbHas pabora oOyJaronuxcs, yac, B T.4.| 82 82 100
[ToaroTroBka K ayAUTOPHBIM 3aHSATUSIM
BrimonaeHne KypcoBoi paboThl (KypcOBOTO TIPO-
€KTa)
[TonroroBka u 3aniuTa pegepaToB, pacueTHO-
rpaduvecKkux paboT
Jpyrue BUIbI CaMOCTOSITEILHON paOOTHI
DK3aMeH/9achl - - -
DopMBI TPOMEKYTOUHOM aTTeCTAIH (3a4€T, IK3a- 3a4eT
MeH) 3a4yeT 3a4yeT
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4. Conepxanme TUCHUILINHBI

4.1. Pazaennbl AMCHUIJIMHBI U BUAbI 3aHATHI (TeMaTUYeCKHUH TJIaH).

Ne Paszgen nucnurimHbl J | C3 |13 |JIP | CP
n/n

1 2 3 4 5 6 7

Ounas ¢popma oOyueHust
1. | Conepxanue u 3aaum Kypca. 2 - - 8
2. | OpraHu3anMoHHO - PaCHOPSIAUTENIbHAS TOKYMEHTALUS 2 - 2 8
3. | CoBpeMeHHBIE CIIOCOOBI M TEXHUKA CO3/IaHUS TOKYMEHTOB 1 - 2 8
4. | JenoBas mepenucka. 1 - 1 8
5. | JlIokyMeHTaIus 1o JUYHOMY COCTaBy 2 - 1 8
6. | HoxymeHTbl, 0hOpMIISIOIIME IPEATPUHUMATENBCKYIO Jes- - 8
TEIHHOCTH. [IpeTeH3noHHas JOKyMEHTAITHSI. 2 2

7. | Ilopsinok ABM>KEHMSI TOKYMEHTOB B OpraHU3alllH, UX PETU- - 8

CTparysi ¥ KOHTPOJIb UCTIOJTHCHHS 1 1
8. | Cucremarusanys JOKyMEHTOB ¥ UX XPAHCHUE. 1 - 1 8
9. | Opranuzanus paboThl ¢ KOHQUACHIMAIBHBIMU JOKyMEHTaMH. | 1 - 1 8
10. | OcHoBHbIE HampaBiIeHUs cOBEpIIeHCTBOBaHUS cuctemsl JJOY | 1 - 1 10
HUTOT'O 14 | - | 12 82
3aouHas Gpopma o0yueHHs
1. | Conepxanue u 3a1aum Kypca. 2 - 2 10
2. | OpraHu3anvoHHO - PaCHOPSIAUTENIbHAS TOKYMEHTALUS 2 - 2 10
3. | CoBpeMeHHbIE CTTOCOOBI M TEXHUKA CO3/IaHUS JOKYMEHTOB - - - 10
4. | JenoBas mepenucka. - - - 10
5. | JlIokyMeHTaIus 1o JUYHOMY COCTaBy - - - 10
6. | HoxymeHTsl, 0hOpMIISIOIIME IPEATTPHHUMATENBCKYIO Jes- - - - 10
TEJNBHOCTD. [IpeTeH3nOHHAast JOKYMEHTAIHSI.
7. | Ilopsinok ABM>KEHMSI TOKYMEHTOB B OpraHU3alllH, UX PETU- - - - 10
CTpaIysi ¥ KOHTPOJIb UCTIOJTHECHUS
8. | Cucremarusanys JOKyMEHTOB ¥ UX XPAHECHUE. - - - 10
9. | Opranuzanus paboThl ¢ KOHQUACHINAIBHBIMUA JOKYMEHTAMH. | - - - 10
10. | OcHOBHBIC HaNpaBJIEHUs COBEPIICHCTBOBaHUS cuctemsl JIOY | - - - 10
HUTOT'O 4 - 4 100

4.2. ConepxxaHue pa3iejioB y4eOHON JUCHUILIMHBI.

Tema 1. COAEP’)KAHUE U 3AJJAYU KYPCA

Henp xypca. 3amaun kypca. [lonsitue EnuHol rocynapcTBEHHONW CUCTEMBI JTOKYMEHTa-
nnoHHoro obecrnieuenus ynpasienus (EI'CIOY).

Bunel nokyMeHTOB. OCHOBHBIE CTaHAAPTHI M IIpaBWJIa CO3/JAaHUSA JOKYMEHTOB. Popmy-
nsp-oOpaszen JokyMeHTa. biiank nokymeHrTa.

Cuctemaruzanus 1 yHUUKauUs AoKyMeHTaruu. OOmme TpeOGoBaHHUs K JOKYMEHTaM.
VY nocroBepeHue, coriacoBaHue U BU3HPOBaHHE TOKYMEHTOB. PekBu3nuThl nokymeHTa. [IpaBuiia
MAaIIMHOIMCHOTO O(hOPMIICHHUS TOKYMEHTOB.

Tema 2. OPTAHU3AIIMOHHO-PACIIOPAJIUTEJIbBHAS JOKYMEHTAIIA
[lonsTHe opraHM3allMOHHBIX JOKYMEHTOB. YcTaB. CTpyKTypa M IUTaTHas YMCIEHHOCTb
anmapara ynpasJICHHs, IITATHOE pacnucanue. [IpaBuia BHyTpEeHHEro TpyAOBOTO paclopsAIKa.
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IlonoxxeHne O CTPYKTYpHOM IPOU3BOJCTBEHHOM NOJpa3fesieHuu npeanpusatus. [lomx-
HOCTHas MHCTPYKLHUS paOOTHHKA.

[lonsaTHe pacnopsauTenbHbIX AOKYMEHTOB. IloctanoBnenus. Pemenus. Pacniopsikenus.
VYkazanus. [Iprka3el 0 OCHOBHOM A€SATEIBHOCTH, [0 TUYHOMY COCTaBY.

Cuctema nH(OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB U OCHOBHBIC NpaBHJIa UX OPOPM-
nenus. [Iporokon. Akr.. CoykeOHbIC 3alTUCKH: AOKJIaIHas U 00bsicHuTENbHasA. OTuer. CripaBKa.

Tema 3. COBPEMEHHGBIE CITOCOBbI U TEXHUKA CO3JAHUSA JOKYMEHTOB

OcobGeHHOCTH 1eTTOBOTO O0IIEeHHs U TpeOOBaHUS K yrpaBieHdeckoi napopmannu. Odu-
LII/IaJIbHO-I[eJIOBOI\/'I CTHUIIb. Tp660BaHI/I$I K TCKCTaM JOKYMCHTOB. KOMHBIOTCpHBIe CUCTEMBI IO~
TOTOBKH TEKCTOBBIX JOKYMEHTOB.

Tema 4. IEJIOBAS TTEPEITMCKA

@dopmyIsip MUChMa: PEKBU3UTHI: CTPYKTYpA, MPaBUIIa IOCTPOCHHS TEKCTA, CTaHIapTHHIE
¢pa3bl 1 BeipaxkeHusi. OCHOBHBIE BUJIBI CITYKEOHBIX MTUCEM.

[TpaBuia opopmiteHHsI KOMMEPYECKHX TIHCEM K 3apyOeKHBIM ITapTHEPaM.

Tema 5. JOKYMEHTALUA 110 JIMHHOMY COCTABY
JlokyMeHTUpOBaHUE MPOLIECCOB ABMKEHUS KaapoB. [Iprka3el mo 1MuHoOMy cocTaBy. Bu-
Abl JOKYMCHTOB IT10 JINYHOMY COCTAaBY U IpaBUJia UX COCTABJICHH.
TpynoBoi 0roBop: CTPYKTYpa, COJAEPAKAHUE U MOPSIOK 3aKIt0ueHHs. JJOKyMeHTUpOBa-
HUE Pe3yJIbTaTOB JAEATEILHOCTH NepcoHaa. Beaenne TpynoBoit KHHKKH paOOTHHUKA.
CocraBrieHre TMYHBIX JOKYMEHTOB: 3asBJICHUs, aBTOOHOrpaduu, pe3roMe 0 TpyA0BOil
ACATCIIBHOCTH, JOBCPCHHOCTU, PACITNCKH. O(bOpM.HGHI/Ie, BCACHUC U XPAHCHUC JIMYHBIX OCII.

Tema 6. JOKYMEHTbBI, OOOPMJIAIOINUE ITPEAIIPUHUMATEJIBCKYIO
HEATEJIBHOCTD. ITPETEH3MOHHA S JOKYMEHTAILIMA
JIOKyMEHTBI, 0pOPMIISIOIINE IPEAIPUHIMATENbCKYIO AeATeNIbHOCTh. [loHsATHE ToroBOpA.
Bunst norosopa. JlokymeHTanus 1o pacueram, apeHae, CACIKaM.
IToHATHE MPETEH3MOHHBIX JOKYMEHTOB. OCHOBHBIE BH/IbI, 33/1a4i U (PYHKIMH IPETEH3H-
OHHBIX JOKyMEHTOB. O0pazel coCTaBIEHUS MPETEH3MOHHOTO JOKYMEHTA MEXIY IOPHINYECKH-
MU JIMIAMH. JIOKYMEHTBI - 1OKa3aTeNbCTBA IPETCH3UH.

Tema 7. IIOPAJOK JIBMXXKEHUSA JOKYMEHTOB B OPITAHU3 AL
NX PETUCTPALIUA 1 KOHTPOJIb UCITIOJIHEHM S

[TonaTHE NOKYMEHTOOOOPOTa M €ro OCHOBHBIE ATarbl. PannoHanbHas opraHu3amnus J10-
KyMEHTO000pOTa Ha MPEANPUATHN. DKCISIUINOHHAs 00paboTKa IOKYMEHTOB, ITOCTYIAIONIUX B
opraam3aiuio. [IpenBaputensHOe paccCMOTpEHUE JOKYMEHTOB B CIIYXkO0e€ TOKYMEHTAallMOHHOTO
obecneyeHus

JIBI>KeHHe JOKYMEHTOB BHYTpPH oOpranusauuu. VcmonHenue nokymMeHTOB. OOpaboTka
WCIIOJTHEHHBIX M OTHPABIISIEMBIX JOKYMEHTOB. Perucrpanus u mHACKcaus JOKyMeHTOB. [Tops-
JIOK, TipaBuia, popmbl. KOHTpOIIb 32 HCTIONHEHNEM JOKYMEHTOB. DTanbl U CPOKH KOHTPOJIS.

Tema 8. CUCTEMATU3ALIA JOKYMEHTOB 1 X XPAHEHUE

OOurre TpeboBaHUS K CHCTEMATU3ALUHU IOKYMEHTOB U ()OPMHUPOBAHUIO €.

Omnpenenenue EHHOCTH TOKYMEHTOB M JIOKYMEHTHOW MH(pOpMaIUK. Y CTAHOBIICHHUE CPO-
KOB XpaHEHUs Je. XpaHeHUE TOKYMEHTOB B ONIEpPATHBHON EATEIbHOCTH M (JOPMUPOBAHUE JIEI.
Homenknarypa nen. ['pynnupoBka B elia OTAEIbHBIX KaTeropuil 10KyMeHTOB. COCTaBlICHUE 3a-
ronoBkoB aen. OdopmiieHne 00JI0KKHU Jerna

[TonsiTue apxuBa U ucropusi GopMHUpPOBaHUs ['OCy1apCTBEHHON apXHBHOM CiTy)0b1 Poc-
cuiickoit @enepanun. ApxuBHblil Goua Poccuiickoit @enepannu, apXuBHBINA (OHI OpraHu3a-
WU, apXUB KoMMepueckoi pupmbl. OdopMieHe Jel JUIUTETbHBIX CPOKOB XPaHEHHUS.

Tema 9. OPTAHU3ALIMA PABOTHI C KOHOUJEHIIUAJIBHBIMU TIOKYMEHTAMU
CocraB ¥ HampaJIeHUs 3aIUTHl JOKYMEHTHOW mHpopMarnuu. CucreMa 3amuThl IIEHHON
uHpOpPMaLUU ¥ KOHPHUACHIIMATBHBIX JOKYMEHTOB.
TexHomorus 3amMThl JOKYMEHTHOW HWHGpOpMAHH. 3allUIIeHHBIA JTOKYMEHTOOOOPOT.
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[opsimok paboThl mepcoHana ¢ KOH(PUACHIUAILHBIMU JTOKYMEHTaMH. 3alIiuTa KOH(PHICHINAb-
HOM MHGOPMAITUHU TIPU MPOBEACHUN COBEIIAHUIN U TIEPETOBOPOB.

Tema 10. OCHOBHBIE HAIIPABJIEHW A COBEPILIEHCTBOBAHUMA
CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEUEHW A YIIPABJIEHUA
OcCHOBHBIC HaNpPaBJICHUS COBEPIICHCTBOBAHUS COCTaBa U (POpPM yHpaBICHUYECKHX JIOKY-
meHTOB. [IpumepHsbIil Tabenb ¢popMm gokyMeHTOB. OpraHusaiys paldoOHAIBHOTO ABM)KEHUS J10-
KYMEHTOB BHYTPH OpTaHU3allui. AHAJIN3 CTPYKTYPHl JOKYMEHTOOOOpOTa. YUET KOJIMYEeCTBA M
KayecTBa JOKYMEHTOB OpraHM3alMyi. ABTOMaTH3alusl JeIONPOU3BOICTBA Ha 0a3e HCII0JIb30Ba-
HUS IEPCOHAIBHBIX KOMIIBIOTEPOB.

4.3. llepeyeHb TeM JeKIMI.

No O0BéMm, u
m/ Tema nexkuu dhopma oOyueHust
I ouHast 3a04Has
1. | Comeprkanue U 3a/1auu Kypca. 2 2
2. | OpraHu3anyoHHO - paCHoOPSAUTEIbHAS JOKYMEHTAIUS 2 2
3. | CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3JaHMsI TOKYMEHTOB 1 -
4. | llenoBas mepernucka. 1 -
5. | JlokyMeHTaIus o TMYHOMY COCTaBY 2 -
6. | JoxymeHTbI, oopMIISIONINE PEATPUHUMATENBCKYIO JESTEIb- -
HOCTh. [IpeTeH3noHHas JOKYMEHTAIIHSI. 2
7. | Tlopsimok ABUKEHHS TOKYMEHTOB B OPTaHU3AINH, UX PETrU- -
CTpaIvs ¥ KOHTPOJIb UCTIOTHEHUS 1
8. | Cucremarn3anusi TOKYMEHTOB U UX XpaHEHUE. 1 -
9. | Opranmzanus paboThl ¢ KOHOUIECHITNATLHBIMU JOKYMEHTAMH. 1 -
10. | OcHoBHBIE HaNPaBJIEHUS COBEPIIEHCTBOBAaHUS cuctemsl JJOY 1 -
UTOI'O 14 4
4.4. llepeyeHb TeM NPAKTHYECKUX 3aHATHI (CEMHUHAPOB).
O0BéM, U
IJI\/I(;)I Tema npakTUYECKOTO 3aHATHS dbopma oOyueHus
ouHas 3a04Hast
1. | Conepxanue u 3a1a4u Kypca. - 2
2. | Opraau3anMOHHO - PACHOPSIAUTENIbHAS TOKYMEHTALUS 2 2
3. | CoBpeMeHHbIE CTTOCOOBI M TEXHUKA CO3aHMS JOKYMECHTOB 2 -
4. | lenosas nepemnucka. 1 -
5. | JIokyMeHTaIus 1o JUYHOMY COCTaBY 1 -
6. | JlokymMeHTBI, 0(OpMIISIONINE MPEATPUHUMATENBCKYIO JESTEIb- -
HOCTb. [IpeTeH3noHHas JOKyMEeHTalHsl. 2
7. | Tlopsimok OBUKEHHS TOKYMEHTOB B OPTaHU3AIINH, UX PETU- -
CTpalus U KOHTPOJIb UCIIOJTHEHUS 1
8. | Cucremaruzaiusi TOKyMEHTOB U X XpaHEHHE. 1 -
9. | Opranmzanus paboThl ¢ KOH(MUICHIIMATLHBIMHA JOKYMEHTAMHU. 1 -
10. | OcHOBHBIC HaIIpaBJIEHUS COBEPIICHCTBOBaHUS cucTteMbl JIOY 1 -
NTOI'O 12 4

4.5. IlepeyeHb TeM J1aOOPATOPHBIX PadoT.

JlabopatopHble 3aHATUS Y4eOHBIM IJIAHOM HE IIPETyCMOTPEHbI
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4.6. Buabl caMocTOATEIbHOI Pa00ThHI CTYACHTOB.
4.6.1. IloaroroBKa K ayIMTOPHBIM 3aHATHAM

IToaroroBka K ayJUTOPHBIM 3aHATUSAM IIPU U3YYECHUH KypCa BKIKOYACT!

— MOATOTOBKY K MPAaKTHMYECKUM 3aHATHUSAM uepe3 MpopabOTKy JEKIHOHHOIO MaTepuana
110 COOTBETCTBYIOLIEN TEME;

— U3Y4YEeHHE TE€M, HE BKJIIOYEHHBIX B JICKIIMOHHBIN MaTepuaj, HO 00sS3aTeNbHbBIX COIJIACHO
paboueii mporpaMme TUCIUILTHHB;

— paboTy ¢ MEepBOMCTOYHUKAMHM 10 M3y4aeMbIM TeMaM U MpoljemMaM, HamucaHue pede-
paToB.

4.6.2. IlepevyeHb TeM KypPCOBbIX PadoT (IPOEKTOB).

KypcoBbie paboThl yueOHBIM IIJIAHOM HE MPEAYCMOTPEHBI

4.6.3. Ilepeyennb Tem pedepaToB, pacueTHO-TpadpuuecKux pador.

=

Tema pecdepara

Jlenonpou3BOICTBO U €ro CTaHOBJIEeHUE B Poccun

HopmaTtuBHo-nipaBoBas 6a3a 1e10Mponu3BOICTBA

YHuUKaMa U cTaHAapTU3aLKs B AEJIOMPOU3BOICTBE

Cucrema 1OKyMEHTAlIHOHHOTO 0OecTieyeH s YIIpaBlIeHUs

Knaccudukanus 1e10B0i JOKyMEHTaIIUU

3HaueHue OJaHKa JOKYMEHTa U OCHOBHBIE MpaBujia ero 0popMICHHUS

[IpaBuia BHYTpEeHHETO TPYIOBOI'O pacHoOpsIIKa.

[TonoxkeHne o CTPYKTYPHOM IPOU3BOJCTBEHHOM MOJIpa3AeIEHUH NPEIIPUITHUS.
JIOJDKHOCTHASI HHCTPYKIMS pabOTHUKA.

0. Ocobennoctr 0OPMIICHUS PACTIOPSIAUTEIBHBIX IOKYMEHTOB

1. OcobennocTH 1e710BOro 00LIeHNs U TPeOOBaHUA K YIIpaBIEHUYECKOH HH(OpMAIIHH.
12. OunmanbHO-1ET0BON CTUIT.

13. TpeboBaHusi K TeKCTaM JOKYMEHTOB.

14. OcobeHHOCTH pa3IUYHBIX BUJIOB CITYKEOHOTO MTUChMa

15. SI3BIK U CTHITB CITYXKeOHOTO MUChMa

16. DTHUKeT B AEIOBOM MEPEIUCKE

17. IlpaBuina opopmMIIeHUST KOMMEPUYECKUX MUCEM K 3apyOeKHBIM MMapTHEpam

18. TpymoBoii 1OrOBOpP: CTPYKTYpa, COJAEPKAHUE U TIOPSIOK 3aKITFOUCHUSI.

19. JlokymeHTHpOBaHHUE Pe3yIbTATOB JIEATEILHOCTH IIEPCOHAIA.

20. Benenne Tpy1oBoi KHIDKKH pabOTHHUKA.

21. Odopmienue, BeeHNE U XPAaHEHUE JIMYHBIX JIEI.

22. [lonsaTHe 1OTOBOPA U €TO BUJIBI.

23. JlokyMeHTaus Mo pacueram, apeHe, CleIKaM.

24. OcHOBHBIC BU/IBI, 331291 U (DYHKIIMU PETCH3NOHHBIX JOKYMEHTOB.

25. PaninonanbHast OpraHu3anus J0KyMEeHT0000poTa Ha MPEeIIPUATHH.

26. Perucrpanus u nHAEKCaMs TOKYMEHTOB: TTOPSIIO0K, MpaBwiia, (hOPMBI.

27. KoHTpOJIb 32 UCTIOJIHEHUEM JJOKYMEHTOB: 3TaIlbl U CPOKH KOHTPOJISI.

28. DKcriepTr3a 1EHHOCTH JOKYMEHTOB U JJOKYMEHTHOUW MH(pOpMAIIHIH.

29. TlonsTre apxuBa u uctopus popmupoBanus I'ocyaapcTBeHHON apXUBHOH ci1ykOb1 PO.
30. CocTaB 1 HanpaBJICHUS 3alTUThHI TOKYMEHTHON WH(GOPMAITIH.

31. Cuctema 3amuThl HEHHOH MHGOpMAIMK U KOH(DUICHIIUATBHBIX TOKYMEHTOB.
32. 3amuTa KoH(UISHIINATEHON HHGOPMAITUU TIPHU MMPOBEACHUN COBEIIAHUI U IIEPETOBOPOB.
33. PanimoHanpHasi OpraHu3aloOHHAsl CTPYKTYpa CIIy>KObI €JI0MPOU3BOICTBA

34. TlpumepHsbrit Tabenb GopM TOKYMEHTOB.

35. Opranu3zanus paloHAIBHOTO JBM)KEHUS IOKYMEHTOB BHYTPU OpPTaHU3aIUH.

RBOONO AN E
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4.6.4. IlepedyeHb TeM M y4eOHO-METOANYECKOT0 o0ecniedeHHs 1JIs1 CAMOCTOSATEIbHOI pado-
Thl 00y4ar0IIUXCS.

No Vuebno- O0BéMm, u
wn Tema camocTOSATENEHON PaOOTHI meroauyeckoe | (opma oOydeHus
obecrneucHUe OYHas | 3a04YHas
1. | ConepxaHue U 331244 Kypca. 8 10
2. | OpranM3anMoHHO - PaCHOPSAUTENbHAS JT0KY- 8 10
MEHTALH
3. CoBpeMeHHBIE CMOCOOBI M TEXHUKA CO3JaHUS Konosanosa 8 10
JIOKYMEHTOB C.H. Joxymen-
TAIlMOHHOE
4. JlenoBas mepenucka. N SO—— 8 10
5. | JlokymeHTanus 1o JUYHOMY COCTaBy yIIpaBIEHHS. 8 10
6. JloxymeHTBI, 0(OpMIISFOIITHE TTPEATPUHAMA- VyeBHOe HOCO- 8 10
7. [Topsimok IBY>KEHUS JOKYMEHTOB B OpTaHH3a- 61e/ KoHOBAIO- 8 10
[[UU, UX PETUCTPAIUs U KOHTPOIb UCTIOTHEHUS pa C.H. Ca-
8. CucremaTu3anus T0OKYMEHTOB U UX XpaHEHUE. puenko T.B. - 8 10
9. Opranu3anus padoTsl ¢ KOH(UICHIIUATEHBIMU Boponex: 8 10
JOKYMCHTaMH. BI'AY, 2014
10. | OcHOBHBIC HAMPABJICHHS COBEPIIICHCTBOBAHMS 10 10
cucremsl JIOY
Bcero 82 100

4.6.5. J[Ipyrue BBl CAMOCTOSITEIbHON Pad0ThI CTYICHTOB.

CaMocTosiTenbHasi TOJATOTOBKA 00yJaroIUXcs U MoAdop mMarepuaia Juisl pacCMOTpPEHUs
Ha MPAKTHUYECKUX 3aHATUSIX. V3ydueHHe KOHCHEKTOB JICKIUN, PACKPBIBAIOIINX MaTepuai, KOTo-
pBIif 00CYX1al0T HA MPAKTHUYECKOM 3aHSATUH, U3yUYEHUE JOMOJHUTEIBHOMN JINTEpaTyphl, B KOTO-
pO¥i KOHKPETU3UPYETCSl COJCPKAHNE TEMBI, 00CYXKTaeMOW Ha MPAKTHUECKOM 3aHSATHH.

4.7. IlepeyeHb TeM U BHIOB 3aHSITHIl, MPOBOAMMBIX B HHTEPAKTHBHOI (hopme

Ne | ®opma 3ansaTus Tewma 3anaTHA WutepaktuBHbiil | O0BEM,
/o METON q
1 [TpakTudeckoe | OpraHM3alMOHHO - PACHIOPATUTENLHAS TOKY- JUCKYCCUS 1
MEHTaIusI
2 | Ilpaktudeckoe | CoBpeMEHHBIE CITIOCOOBI M TEXHUKA CO- TTUCKYCCHS 1
3/1aHUsl JOKYMEHTOB
3 | [Ipaktuueckoe | [lopsimok ABUKEHHS TOKYMEHTOB B Opra- TUCKYCCHUSI 1
HU3AIUU, X PETUCTPALIUS U KOHTPOJIb
VCIIOJTHEHUS
4 | Ilpaktnueckoe | Cuctemarusanus NOKYMEHTOB U HUX Xpa- JUCKYCCUs 1
HEHUeE.
5 TpaxTHuccKoe Opranm3anus padoThl ¢ KOH(UIECHIIHATb- TTUCKYCCHS 1
HBIMU JOKYMEHTaMH.
6 | Mpaxtuueckoe OcCHOBHBIE HaNPaBJIEHMS COBEPILIEHCTBO- JUCKYCCUs 1
BaHus cucteMsl JJOY
Htoro 6
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5. ®oH/1 OLIECHOYHBIX CPEACTB AJIsl MPOBEIeHUS IPOMEKYTOYHOM aTTeCTAlluN

[Tonnoe onucanue GpoHIA OLIEHOYHBIX CPEACTB AJIs MPOMEXKYTOUHON aTTecTaluu o0yda-
IOIMXCS C IEPEUYHEM KOMIETEHIUI, ONMCAaHUEM TOKa3aTeNed U KPUTEPUEB OLIEHUBAHUS KOMIIE-
TEHIUH, IIKaJl OLICHUBAHUS, TUTIOBBIE KOHTPOJIbHBIE 3aJJaHUsI U METOANYECKHE MaTepHalIbl pe/-
CTaBJIEHBI B OTJEIbHOM TokyMeHTe DOC.

6.1. Pexomenayemasi iureparypa.

6.1.1. OcHoBHas MTEpPaTYpA.

6. YueOHO-MeTOAHYECKOE O0ecrieueHre JTUCIHUILINHEI.

Ne TI'on Kon-Bo
n/|  ABTOp 3arnaBue I'pud m3nanus W3parensctBOo  |M371a- | 9K3. B
1| HUS (8
M.: U3parenscrBo | 2015 (1]
bacosckas "OOPYM" : OO0 '
1w Jenonpoun3BoacTBo : "Haveo- [ObC
T Y4eOHoe mocobue I . 3HaHU-
U3JIaTENbCKUI ]
nentp UIHOPA-M" M
Konosaio- JlokyMeHTalmoHHOE Honymeno YMO
110 00pa30BaHUIO )
5 | B2 CH,, obecrniedeHue yrpas- - Boponex: 2014 109
CaBueHko aeHus. YueOHOe P BIr'AY
BOJICTBEHHOTO
T.B. nmocoowue.
MEHEI)KMEHTa
6.1.2. JlonosiHATEIBbHAS JIMTEPATYpA.
Ne ABTOp 3araBue N3 1aTenbeTBO Ton us-
/1 TaHusg
1 2 3 4 5
JlokymeHTarmoHHoe ooecre- . " i .
1 | beikoBa T. A. | ueHue ynpaBiieHHs (J€I0MPO- M.: 000 "Hayuno HBHaT%HBCKHH 2015 .
uentp MHOPA-M
M3BOJICTBO): Y4eOHOE rmocodne
2. Ky3H§IHOB . JlenoBoe TUCHEMO M. : JamkoB u K, 2013
6.1.3. MeTtoanyeckue yKasaHusi AJ1s 00y4aromuxcsl 0 0CBOCHUIO THCIUIIIHHBI.
No | Homep ABTOp arapie Nz na- l'on u3-
/T | 3aKas3a TEIbCTBO | JIaHUs
Ko- Pabouast Terpans st 1a00paTOPHO-TIPAKTHUECKUX Bopo-
1 | 1423g| HOBA- 3aHATUN 1O JAUCLHMIUIMHE «J{OKyMEHTHpOBaHHE HGI))K i
JIoBa YIPaBICHUYECKON ACATETHHOCTH JUIsl 00YyJaromnX- Bl Ai’
C.H. | ca no vanpasnenuto: 38.03.01 «DkoHOMMKa» 2016



http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D0%B0%D1%81%D0%BE%D0%B2%D1%81%D0%BA%D0%B0%D1%8F,%20%D0%95%D0%B2%D0%B3%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%9D%D0%B0%D1%83%D0%BC%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D0%B0%D1%81%D0%BE%D0%B2%D1%81%D0%BA%D0%B0%D1%8F,%20%D0%95%D0%B2%D0%B3%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%9D%D0%B0%D1%83%D0%BC%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0,%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
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6.1.4. llepunoanueckue U31aHUs

Ne ABTOp 3arnaBue N31aTensCcTBO Ton w3-
/o TaHUs
1 2 3 4 5
1 Kypuan Kanposux. Kaxposoe nemo- M.: ITanopama 2007
POM3BOICTBO

6.2. Ilepeyenb pecypcoB MHGOPMAIMOHHO-TEJIeKOMMYHUKALMOHHON ceTn «HHTep-
HeT» (1asee — ceTh «MAHTepHET»), HEOOXOAUMBIX 1JIs1 OCBOECHHUS JUCIHUILIUHDI.
1. KoncynbranT-unroc <URL: http://www.consultant.ru/

2. ®enepanbHBIii 00pa3oBaTeNbHBIN TOpTaT «IKOHOMUKA, Comromorus, MeHeKMEHT»

<URL: http://ecsocman.hse.ru/

3. DIEKTpOHHBIE TOJIHOTEKCTOBBIE pecypchl Hayunoit oubnuorexu BIAY

(http://library.vsau.ru/)

HaumenoBanue pecypca

Ceenenus o nmpaBoobagaTe-
JIe

Anpec B cetu UaTepHer

9BC «Znanium.com»

00O «HayuHo-u3aarenbCckui
ueHtp MHOPA-M»

http://znanium.com

9BC u3narenbcrBa «JIaHp)»

000 «M3nmarenscTBo Jlaupy»

http://e.lanbook.com

ObC uznparensctBa «lIpocnekt
HAYKN»

00O «IpocnekT HayKu»

www.prospektnauki.ru

OBC «HammonanbHbld 1UGPO-
Boi pecypc «PYKOHT»

000 «TPAHCIJIOI »

http://rucont.ru/

DJEeKTpOHHBIE UH(POPMALMOH-
Heie pecypcel ®T'BHY [THCXb
(TepMHMHAN yHAIEHHOTO JOCTY-
na)

denepanbHOe TOC. OIOJKET-
Hoe yupexzaeHue «llenTpanb-
Hasg Hay4dHas CeJIbCKOXO03Mi-
CTBEHHasi OMOINOTEKaY

http://www.cnshb.ru/terminal/

Hayuynas onextpoHHas Ouo6-
mnoreka ELIBRARY.RU

000 «PYHDb»

www.elibrary.ru

ONEKTPOHHBIM apXWUB JKypHa-
JIOB 3apyOEKHBIX U3/1aTEIILCTB

HIT «HauuonaneHbIil Onek-
TpoHHO-MHpOpMaITMOHHBII
KoHncopunym»

http://archive.neicon.ru/

HammmonansHas
oubImnoreka

AJIEKTPOHHAS

Poccuiickas rocynapcTBeHHast
Ooubamoreka

https://H30.pd/

6.3. CpeacrBa obecnieueHHs1 OCBOCHU S JUCIUIJIMHBI.

6.3.1. KomnbrorepHbie 00y4awiye 1 KOHTPOJHPYIOLIHME MPOrpaMMbl.

OyHKIMS TPOTPAMMHOT0 00ecrieueHus

No | Bun yueOHnoro | HammeHnoBaHue mporpaMMHOTO
/| 3aHATHS obecrieueHus xoutpors | " OASPY" | 5 aatomas
Io11ast
1 | Jlexiyn Microsoft Office 2010 Std - + +
2 | IIpaktuuyeckue |Microsoft Office 2010 Std. + + +
AST. I'apanr, Koncynpranr +

6.3.2. Ayauo- 4 BUI€0nocoous.

He ucnons3yrorcs



http://www.consultant.ru/
http://ecsocman.hse.ru/
http://library.vsau.ru/
http://znanium.com/
http://e.lanbook.com/
http://www.prospektnauki.ru/
http://rucont.ru/
http://www.cnshb.ru/terminal/
http://elibrary.ru/
http://www.elibrary.ru/
http://archive.neicon.ru/
https://%D0%BD%D1%8D%D0%B1.%D1%80%D1%84/
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6.3.3. KomnbloTepHblie Npe3eHTalu y4eOHbIX KypPCOB.

TeMbl JeKIUi, 0 KOTOPBIM UMEETCS IPE3CHTAIUSA

HCHOBSJI MeperincKa.

ok wdE

MCHTaNus.

ConeprkaHue U 3a7a4d Kypca.
OpraHu3aioHHO - PACTIOPSIUTEIbHAS JJOKYMEHTAITUS
CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3aHUS JOKYMCHTOB

JloKkyMeHTanus 1Mo JMIHOMY COCTaBy
JlokyMeHTBI, 0hOpMIISIFOIINE TPEANPUHUMATEIBCKYIO JeSTeNbHOCTh. [IpeTeH3noHHast JOKy-

1. HOpHZ[OK ABWKXCHUA JOKYMCHTOB B OpTraHU3aliuy, UX pETUCTpald U KOHTPOJIb UCIIOJITHCHUA

8. CI/ICTeMaTI/IBaL{I/I}I JAOKYMCHTOB U UX XPAaHCHUC.

9. Opranuzanus paboThl ¢ KOHPUACHIIUAIEHBIMHA JOKYMCHTAMH.
10. OcHOBHbIC HaIIpaBJICHUS COBEPILICHCTBOBaHUs cucTeMbl JJOY

/. MaTepuaJIbHO-TEXHUYECKOE o0ecnevyeHne TN CIUIINHBL.

Ne | HaumenoBanue o6opyao- [TepeyeHr OCHOBHOTO 00OpY/IOBaHMUS,

1/ | BaHHBIX y4eOHBIX KaOuHe- puOOPOB U MaTEPUATIOB

m | TOB, 0OBEKTOB JJIs MPOBE-

JICHUS 3aHATHI
1 | JlekunoHHBIE ayTUTOPUN - BUJICOTIPOEKIIMOHHOE 000pYyI0BaHUE ISl TPE3eHTaIUi;
- CpPeICTBA 3BYKOBOCIIPOM3BEICHHUS;
- 9KpaH;
- BBIXO/1 B JIOKJIbHYIO ceTh U VIHTEepHeT.

2 | Ayautopuu 1S IpoBeie- AynauTopus, 000py1I0BaHHAs CTICIIHATM3UPOBAaHHON MeOe-
HUS IPAKTUYECKUX 3aHATHH | JIBIO, TOCKOM.

3 | Aynutopun s TEKyIero | 15 KOMIbIOTEPOB B KaXKIOW ayJTUTOPUH C TTPOTPAMMOi
KOHTpPOJISL U IPOMEXKYTOU- IIPOMEXYTOUHOTO U TeKyllero rectuposanus AST-Test
HOM aTTeCcTaluu Player 3.1.3)

4 | Aynuropuu A TpyNIoBEIX | AyauTopusi, 000pyIoBaHHas CIENUATU3UPOBAHHON Mebe-
Y UHAUBHUIYaJIbHBIX KOH- JIbI0, TOCKOM, ePCOHATbHBIM KOMIIBIOTEPAMHU C BBIXOJI0M B
CyJIbTallUi JIOKaJIbHYIO CETh U IHTEpHET, TOCTYIIOM K CIIPaBOYHO-

npaBoBbIM cucteMam «I'apant» u «KoHncynpranT [1mrocy.

5 | Ilomemenue s camocTosi- | 50 KOMIBIOTEPOB C BBIXOAOM B JIOKaNbHYIO ceTh U MHTED-
TeIbHOU pabOTHI M BBIMIONI- | HET, IOCTYIIOM K CIIPaBOYHO-TPAaBOBBIM cuctemam «I a-
HEHUS KYPCOBBIX TIPOEK- pan™ u «KoncynbsTrant Ilmtocy, anekTpoHHbIE yueOHO-
TOB/paboT (YUTANBHBINA 3aJT | METOJMYECKUE MaTEpHUaIIbl, OUOIMOTECUHOMY SJIEKTPOHHOMY
aya. 232a, unTanbHblid 3a1 | karajory, DbC, K 37eKTpoHHOH HH(OPMAIIOHHO-
Hay4YHOU OMOJIMOTEKH) 00pasoBaTenbHON Ccpejie

6 | [Tomemenue as XpaHEeHUs H| - 2 KOMITBIOTEPA, CKaHep, JBa IPUHTEPA;

PO UIAKTHYECKOTO 00CITy-
KHUBaHUS y4eOHOTO 000pY-
noBaHus (1abopaHTCKas ay.
272, oTAen onepaTUBHOTO
obecrieueHrs y4eOHOTO Mpo-
necca aya. 115a)

- CIIeUaIU3UPOBaHHOE 000PYIOBAHUE Il PEMOHTA KOM-
NBIOTEPOB U OPTTEXHUKU
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8. MesxkaucumMniInHapHble CBA3H

IIporoxoa
COTJIACOBaHUS pabovell MPOrpaMMBbl € IPYTUMHU AUCHUTUIMHAMHU

HaumenoBanue guc-
LIUTUIMHBI, C KOTOPOH
MIPOBOJIUIIOCH COTJIa-

Kadenpa

[Ipemnoxenus 06
W3MEHEHUSX B pado-
4yel nmporpamme.
3axnmroueHue 00

Iloamuce
3aB. Kadeapoi

COBaHUE UTOTax COriacoBa-
HUS
MeHeKMEHT YUpaBJICHus 1 MapKe- CorJ1IacoBaHO g / -
a2

tuHra B AIIK

[Iporpammy cocraBuiI:

K.3.H., noneHT Konosanosa C.H.,
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[Tpunoxenue 1

JIMCT nepuoanyecKuX MPoOBepoK padoyeil MporpaMmMmbl

JIOJKHOCTHOE JIMIO, TPO-
BOJIMBIIIEE TPOBEPKY
®.1.0., 101KHOCTH, IIOJI-
IIUCH

Jara

[ToTpebHOCTH B KOppEK-
TUPOBKE

IlepeueHb NyHKTOB, CTp.,
pa3aenoB, TPeOYOIUX
WU3MEHEHUN
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JIuCT n3MeHeHus padoyeil MPOrpaMmbl

[Ipunoxenne2

Howmep nszme-
HEHUA

Howmep nipoTo-

KOJIa 3aCeIaHus

kadeapsl u aa-
Ta

Crpanutipl ¢
N3MCHCHUSIMUAU

[lepeueHb OTKOPpEK-
TUPOBAHHBIX TYHKTOB

IMonmucek 3aBe-
JYIOIIETO Ka-
benpoii
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