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1. MACIHIOPT NPOT'PAMMBI YUYEBHOM JIUCHUTLTAHBI
JlokyMeHTallMOHHOe o0ecnevyeHHne YIpaBJaeHus

1.1. ObJsiacTh NPpUMEHEHUs] NPOTrPAMMbI

PabGouas  mporpamma  ydeOHOM  gucuurunHbel  JlOKyMeHTaunMOHHOe
o0ecrieyeHre YyNpaBJIeHUsl SBJSETCS YacThbl0O OCHOBHOW mpodeccroHanbHOU
oOpa3oBarenbHOW TmporpamMMbl B cooTBeTcTBUU ¢ PI'OC mo cmenmanibHOCTH
40.02.01 IIpaBo u opranuzaius coruaibHOro ooecrneueHus (6a3oBasi MOJrOTOBKA).

Pabouass mporpamma yueOHOW AMCHMILIMHBI MOXET OBITh HCIOJB30BaHA B
JIOTIOJIHUTEIBHOM NPO(ECCHOHATFHOM 00pa3oBaHUM U B IPO(ecCHOHATBHOU
MOJIFOTOBKE COTPYHUKOB YUPEKICHUM COIIMAIbHOM cephl.

1.2. MecTo y4yeOHOIl JUCHHUILUINHBI B CTPYKTYpPe OCHOBHOI NMPO(ecCHOHATBHOI
o0pa3oBaTeJIbHOM NMPOrpamMMbl: JTUCIUTLINHA OTHOCHUTCS K
oOmenpodeccuoHanbHbIM YY€OHBIM JTUCUUIIMHAM MPOPECCUOHAIBHOTO y4eOHOTO
LUKJIA.

1.3. leau u 3a7a4u y4eOHOM AUCUMILIMHBI — TPeO0OBaHUSA K pe3yabTaraM
OCBOCHUSA YU4eOHOU AMCIHUIIIUHBI:

B pe3ynbTraTte ocBOoeHU yueOHON AUCIUIUIMHBI O0YYAIOIINIICS TOHKEH

yMeTh:
- 0(hOpMIISITH OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIE TOKYMEHTHI B COOTBETCTBUU
¢ aerctByrommM ['OCTowm;

- OCYIIECTBIIATh 00PAOOTKY BXOJSIINX, BHYTPEHHUX M UCXOJSAIINX TIOKYMEHTOB,
KOHTPOJIb 32 UX UCTHOJIHEHUEM;

- ohopMITATH TOKYMEHTHI JIJIS TIepeIaui B apXUB OpraHu3alIiu.

B pesynbTaTte ocBoeHus y4eOHON AUCIUIUIMHBI O0YYarOIIHICS T0HKEH

3HATH:
- MIOHSTUE JOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI IOKYMEHTHUPOBAHUS,

- MpaBUjia COCTaBIICHUS W OQGOPMIICHUS OPraHU3AIMOHHO-PACTIOPSAUTEIBLHBIX
nokyMeHToB (nanee - OPJ]);

- CHCTEeMY M THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIlMOHHOIO0 oOecredyeHus
ynpasieHus (nanee - JIOY);

- OCOOCHHOCTH  JCJONPOU3BOJACTBA MO  OOpalleHUsM  TpaxkIaH U
KOH(HUICHIIMATEHOTO JCIONPOU3BOICTRA.

Pa3Buth cmoco0HoOcTH, HeoOXoauMble st (POPMHMPOBAHUS  OOUIUX
komneTenuuii (maaee OK):



OK 1. IloHumaTh CYIIHOCTh M COLMAIBHYIO 3HAYUMOCTh CBOEW Oymyuien
npodeccuu, MPOosIBISTH K HEW yCTONUMBBIA UHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AEATEIBHOCTD, BEIOUPATh TUIIOBBIE METO/IbI
U crocoObl  BBITOJNHEHUS  MpOdECCHOHAJIbHBIX  3aJad, OIEHUBATh  HX
() PEKTUBHOCT U KA4E€CTBO.

OK 3. IIpuHMMaTh peleHns B CTaHIaPTHBIX U HECTAaHAAPTHBIX CUTyalUsIX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh MOUCK W HCIOJIb30BaHHE WHPOPMAIUUA, HEO0OXO0IUMOMN
JUIS 3¢ dEeKTUBHOTO BBITIOJIHEHHUS pohecCuOHATBHBIX 3aj1ad4,
po(heCcCHOHATBHOTO U TMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonb3oBaTh HH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTMH B
npo(hecCUOHATBHOM NeSTENbHOCTH.

OK 8. CamocTosATENbHO ONpEnesaTh 3a4auu NpopeCcCUOHAIBHOTO U JIMYHOCTHOTO
pa3BUTHSA, 3aHUMAThCS CaMOOOPa30BaAHUEM, OCO3HAHHO IJIAHUPOBAThH MOBBIIIECHHUE
KBaJTU(DUKALIAH.

OK 9. OpueHTHpPOBATHCS B YCIOBHIX MMOCTOSTHHOTO U3MEHEHHUSI IPABOBOM Oa3bl.

B pe3yabTrare m3ydeHusi IMCHUIIMHBI O0YYAKOIIMHCH NOJKeH 00J1a1aTh
npo¢ecCHOHATbHBIMHA KOMIIETEHIUSIMM, BKJIYalIIUMH B  ce0dd
CIIOCOOHOCTD:

[IK 1.1. OcyuiecTBasTh npodeccruoHanbHOE TOJKOBAHUE HOPMATUBHBIX MTPaBOBBIX
aKTOB [UJIs pealu3aluu MpaB rpaxaaH B cepe NMEHCHOHHOIO OOecredyeHHs] U
COLIMAJILHOM 3aIlIUTEI.

[1K 1.2. Ocy1iecTBasieT nMpueM rpaxk/iad mo BOMpocaM MEHCHOHHOTO 00eCTIeYeHUs
Y COLMAIIbHOM 3alUTHI.

IIK 1.3. PaccmarpuBaTh makeT JOKYMEHTOB JJIi Ha3HAYCHMs TEHCHUM, MOCOOHH,
KOMIICHCAIlU, APYTUX BBIIUIAT, & TAK)KE MEP COLMATbHON MOAACPKKHA OTACIbHBIM
KaTEropusiM IPak/iaH, HYKIAIOIMMUMCS B COLUAIBHOM 3aluTe.

[IK 1.4. OcymecTBisiTh YCTaHOBJEHUE (HAa3HAYUEHUE, IMEpepacuer, MEPEeBO.),
WHJIEKCALIUI0 U KOPPEKTUPOBKY MEHCUW, Ha3HAYeHHE MOCOOMH, KOMIICHCALMA U
JIPYTUX COIHMAIBHBIX BBIIJIAT, UCIOJB3Ys HUHPOPMAIMOHHO-KOMIBIOTEPHBIC
TEXHOJIOTHUHU.

[IK 1.6. KoHcynapTHpOBaTh rpaxkJaH W MNPEICTABUTENCH IOPUIAYECKUX JIUI[ T10
BOIIPOCAM NMEHCUOHHOTO 00ECIIEYEHUs U COLIMAIbHOMN 3aILUTHI.

1.4 Kostn4yecTBO 4acoB HAa OCBOCHHE POrpaMMbl y4eOHOM M CHUIIMHBI:
MaKCUMaJlbHOW yueOHOM Harpy3ku oOydaromierocst 54 yaca, B TOM YHCIIE:
00s13aTeNIbHON ayIUTOPHOU yueOHOM Harpy3Ku oOydaromierocs 36 4acos;
CaMOCTOSITENIbHOM paboThl oOydaromierocs 18 gacos.
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2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOH JUCHUNIMHBI U BU/bI Y4eOHOH padoThl

Bun yyeOHoii padoThI Oovem uacos
MaxkcuMmasibHasi yueOHasi HAarpy3Ka (Bcero) 54
Oo0si3aTesibHAs ayIMTOPHAasA yueOHasi Harpy3Ka (Bcero) 36
B TOM YHCJIE:!
IIPAKTUYECKUE 3aHATUS 18

71a00paTOPHBIE PAOOTHI -

KOHTPOJILHBIC pa6OTI>I -

CamocTosiTesibHasi padoTa o0y4yaromerocsi (Bcero) 18
B TOM YHCJIE:

MOJIrOTOBKA MPE3EHTAIIUU 4
IMOATOTOBKA COOOIIEHUS 2
paboTa ¢ yueOHOI1 IuTepaTypoil 1 HHTEpHET-pecypcaMu 6
Hanucanue pedepara 0

Hmoeosas ammecmayus 6 qbopme IK3AMEHA




2.2 TemaTuuyecKkni IVIAH U COAEPKAHUE YUeOHOW TUCIUIIHHBI

HanmenoBanmue Conep:xanue yueOHOro MaTepuasa, JJadoparopubie padoThl M NPAKTHYECKUE 3aHATHS, O0beM yacoB YpoBenn
pa3iesioB U TeEM caMoCTOsITeIbHAs padoTa 00yualommxcsi, KypcoBasi padbora (IpoeKT) (eciu npedycmompensi) 0CBOEHMS
1 2 3 4
BBenenue Conep:kaHue y4eOHOT0 MaTepuaJia 2
1 | Henm, 3amaun 1 npeaMeT yueOHoW uciuiuiiHbl. CTPYKTypa AUCHUIUIMHBI, €€ 2 1
npodeccuoHabHas 3HAYMMOCTh, MEKITPEIMETHBIC CBSI3U. CyITHOCTh OCHOBHBIX MOHSATHI
JIOKYMEHTAIMOHHOT'O 00eCIIeUeHHUs YIIPaBJICHHUS
CamocrosiTe/ibHasA padoTa 00y4YarOIIUuXCs 2
[ToaroroBuTh Npe3eHTaLnO Ha TeMy «/ICTOpHsS BOSHUKHOBEHMS U 3TAIbl PA3BUTHS
Jienonpoun3BoJicTea B Poccuny
Pa3zpea 1. 26
JlokyMeHTHpOBaHME
YIPaBJIeHYECKOH
JAesITeJIbHOCTH
Temal.l Coaep:xxanue yueOHOro MaTepuaJia 4
HOKYMEHTBI 1 | ITonsitre 0 OKyMeHTax, uX QyHKIusx. CBOWCTBA, MPU3HAKH, KIACCU(DUKAIMA U BHIbI 2 1,2
Croco0w! 10oKyMeHTOB. CI0cO6bI IOKYMEHTUPOBAHHS
AOKyMCHTAIHH TpakTHyecKne 3aHATHS
I13 Ne 1. JlokymMeHTBI U C11IOCOOBI JOKYMEHTAIIMU 2
CamocrosiTeibHas padoTa 00y4aOIIMXCs. 2
[ToaroroButk coobmienue: «I'OCT P 6.30-2003. Ob6nacTh NIpuMEHEHUs CTaH1apTaY;
«DenepanbHblii 3aK0H «O0 ANEKTPOHHON MOMTUCHY
Tema 1.2 Copnepxanue yueOHOro MmaTrepuasa 2
Yuupuxauus 1 1 | Yaudukanusa u crangapTu3anys JOKYMEHTAIMU: TTOHATHE. Y HU(DUIIMPOBAHHAS CHCTEMa 2 1,2
CTatlapTh3aliA JOKyMeHTaluu: nouatue. CoctaB yHUGUIIMPOBAHHBIX CUCTEM TIOKYMEHTAIIUU:
JIOKYMEHTOB

OpTaHU3allMOHHO - PAaCTIOpAAUTCIIbHAA, OTUCTHO-CTATUCTHYCCKAA, IICPBUYHAsA, YUCTHA,
¢uHaHCOBas U Apyrue. ['ocygapcTBeHHbIE CTaHAAPTHI HA YHU(DUIIUPOBAHHBIE CHCTEMBI
nokymeHTarnuu. O0mepoccuiickue KiacCupuKaToOpb




CamocrtosiTe1bHas padoTa 00y4arOmMXCs

PaboTa ¢ yueOHOM TUTEpaTypOii U HHTEPHET-PECYpPCaMHU:

OOBscHUTE TEPMUHBI KyHU(DUKALUI» U «CTaHIAPTU3ALM TOKyMeHTa. Kak cOOTHOCSATCS JaHHbIE
NOHATUSA?

Tema 1.3.
PexBu3uTHI 1 OIIAHKU
JIOKYMEHTOB

Coaep:xanue yueOHOro MaTepuaJia

1

PexBuzuT, popMyisip 1oKkymMeHTa, TUIIOBOU hopmyiisap, hopmymsip-oOpasel, Tadenb Gopm
JOKYMEHTOB, alb00M (hopM YHUDHUIIMPOBAHHBIX TOKYMEHTOB: IIOHATHE, XapaKTEPUCTUKA.
[TpaBuia opopmiieHHSI PEKBU3UTOB OJIAHKA M UX PACIIONIOKEHHE Ha CTaHAapTHOM (hopMmaTte
Oymaru, pa3mepsl rosnieil. branku 1okyMeHTa: MOHATHE, Ha3HAaYeHUe, BUIbI OJaHKoB. CocTas,
odopmieHre pekBU3UTOB O1anka. @opmMyisip-oOpaserl rpyIbl JOKYMEHTOB,
MpUHAJIeKANMX K oHOM cucteme. CocTas, opopMiieHue, M3roTOBJICHHE, XpaHEHHE OJIaHKOB
OpraHu3aIu.

1,2

HpaKaneCRue 3aHATHSA

I13 Ne 2. TpeGoBanust K 0POPMIICHHUIO PEKBU3UTOB YIIPABICHUECKUX JOKYMEHTOB

CamocrosiTe/ibHasi padoTa 00y4alouuxcs.
Hanmcanue pedepara Ha Temy: «[IpoekTupoBaHue OJIAHKOB JIOKYMEHTOB OPTaHU3AIIUN»

Tema 1.4
Opraau3aloOHHO-
pacropsiIuTeIbHbIC
JIOKYMEHTBI

Coaep:xanue yueOHOIro MaTepHaJia

1

OpraHu3anroHHO-pacoOpIUTEIbHbIE JOKYMEHTHI: MIOHATHE, HA3HAYCHHE, OCHOBHBIE BUJIbI.
OpFaHI/I3aHI/IOHHBI€ AOKYMCHTBI: YCTaB, IMOJIOKCHUC, CTPYKTYpa U IITaTHAA YNCICHHOCTD,
HITaTHOE pacnycaHue, MpaBuia JODKHOCTHAS MHCTPYKIMS, UX Ha3HAUEHUE, XapaKTepUCTHKA
U COCTaB, TpeOoBaHKE K 0(OPMIIEHHIO, TOPSIIOK YTBEPKIeHUs. PaciopsauTenpHble
JIOKYMEHTBI: IOCTaHOBJICHHE, IIPUKA3, PACIOPsLKEHUE, UX Ha3HAUEHHUE, XapaKTepUCTUKA U
cocTaB, TpeboBaHus K opopmiennto. CripaBoUHbIC JOKYMEHTHI: CITY)K€OHBIE MMChMa, CIIPAaBKH,
JIOKJIA/IHbIE 3aIUCKH, TPOTOKOJBI, aKThl, 3asBJICHUS, X XapaKTEPUCTUKA 1 COCTAaB,
TpeboBaHus K oopmiieHHnI0. THUITBI JOKYMEHTOB: TIOIJTMHHUK, KOTIHS, TyOJIUKAT, BBITUCKA, UX
Ha3HaueHue. [lopsanok opopmieHns 1 BbIAAYN KONMUI U 1yOJIMKATOB JOKYMEHTOB, BBIMUCOK U3
HHUX

[\

1,2

IIpakTHYecKkHe 3aHATHA

IT3 Ne 3. Bunbl opraHu3aliiOHHBIX TOKYMEHTOB

113 Ne 4. PacniopsiautenbHble JOKYMEHTBI

I13 Ne 5. MudopmanmoHHO-ClipaBOYHas TOKYMEHTALUs




CamocTtosiTe1bHas padoTa 00y4arOmMXCs. 2
Pabora ¢ yueOHOI1 TuTEpaTypoil U HHTEPHET-pecypcaMu: pa3paboTarh WAOIOH U CTPYKTYPY
TEKCTa OCHOBHBIX OPraHU3allMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB B SJIEGKTPOHHOM BHUJIE
Paznen 2. 24
Opranuszanus
padoThI ¢
AOKYMEHTAMHU
Tema 2.1. Conep:kaHnue y4eOHOT0 MaTepHuaJia 4
Opranuzanus 1 | Cinyx6a J10Y B opranuzanusix, Ha3HaueHue, 3a71a4u, PyHKIIUU, TUTIOBBIC CTPYKTYPHI, 2 1,2
JOKYMEHTO000poTa JIOJDKHOCTHOM coctaB. PernamenTanus padotel ¢ COY. JlokyMeHTOOO0OpOT: MoHATHE, 0011I1e
MPUHIIMIIBI OPTaHU3AIHMU JOKYMEHTO000POTa, €ro CTPYKTYpa, He0OX0IMMOCTh yueTa o0bema
JIOKyMeHT000opoTa. HopMaTHBHBIE JOKYMEHTBI, PErJIaMEHTUPYIOIINE OpTraHU3aLUI0
JIOKYMEHT0000poTa
IIpakTHyecKue 3aHATHS
I13 Ne 6. OcHoBubie (hopmbl Opranuzanuu ciayxos JOY 2
CamocrosiTesibHas padoTa 00yYarOIuXxXcst 2
Hanmcanue pedepata Ha Temy: « THCTPYKIIMHU O I€TONPOU3BOJICTBY KOHKPETHOTO PEATIPHUSITHSY
Tema 2.2. Copepxanue yuyeOHOIro MaTepuasa 4
Opranusanus 1 | Perucrpanust JOKyMEHTOB, OIIPEEICHUE, LIEIH, 3a1a491, MECTa PETUCTPALIUN PA3INYHBIX 2 1,2
perucTpanuu KaTeropuit 1oKkyMeHTOB. CUCTEMBI U (POPMBI PETUCTPALIUH, UX JOCTOMHCTBA U HEJOCTATKH.
JIOKYMEHTOB U [Tokazarenu, BBOAUMBIC B perucTpanuonnbie Gopmbl. Buner peructpammun. OcobeHHOCTH
KOHTPOJIb UCTIOJHEHUS perucTpanmy BXOAMUX, HICXOAIINX U BHYTPEHHUX JOKYMEHTOB. KOHTpOIIb HCTIONHEHNS
JIOKYMEHTOB JIOKYMEHTOB: TIOHSITHE, Ha3HaYeHHe, BUABL. [IpuHIMIBI opranu3anuu KOHTpost. Cpoku
UCIIOJIHEHUS: TUIIOBOM, MHAMBHIyalbHbIN. TeXHOIOr sl BeJIeHUs KOHTPOJIsS
IpakTHyeckue 3aHATHSA
I13 Ne 7. OGpa0oTKa NOCTYNAOIMKX U OTHPABISEMBIX JOKYMEHTOB. KOHTpOIIb HCTIONHEHUS 2
JJOKYMEHTOB
CamocrosiTe/ibHasi paboTa 00y4YaroIuXCst 2
Paborta ¢ yueOHoii TuTepaTypoil 1 HHTEpPHET-PECypcaMu: OPSII0K COCTaBIEHHS U 0popMIIeHHUS
aBToOMOTpaduu, XapakTepUCTUKHU, pe3toMe
Hanwucanue pedepata Ha Temy: «Opranuzanus MHOOPMAIIMOHHO-IOUCKOBBIX CHUCTEM H
KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB)
Tema 2.3. Copepxxanue yueOHOro MaTepuaJa 4




Opranuszanus 1 | TpeGoBanus K OpraHU3aIMK ONIEPATUBHOTO XpaHEHHUs JOKyMeHToB. HoMeHkatypa nei: 2 1,2
OIIEPaTUBHOTO nousitue. Buasl Homenknarypsl nen. [lopsnok cocraBnenusi, ohopMIeHUs, YTBEPKACHUS U
XpaHEeHUs TIOKyMEHTOB NpUMEHEHHUS KOHKPETHON HOMEHKIATypsl aeid. [lopsgok opopmnenus nen. Opranuszanus
U TIOPSAJIOK Mepeaaun XpaHEHUsl UCTIOJTHEHHBIX TOKYMEHTOB. [lops1ok nepenayn TOKyMEHTOB Ha XpaHEHHE B apXUB
B apXUB IIpakTuyecKkue 3aHATHS
I13 Ne 8. [loaroroBka fien kK apxuBHOMY XpaHeHuto. Homenkiarypa 2
CamocrosiTesbHasi padoTa 00y4ar0IMxcst 2
[ToaroToBUTH Mpe3eHTALMIO Ha TeMy: «OpraHu3anus OnepaTHBHOTO XPaHEHU I TOKYMEHTOB U
NOPSJIOK Mepeaadn B apXUB»
Tema 2.4. Coaep:xanue yueOHOro MaTepuaJia 4
JlokymMeHTanus 1o
IpodecCHOHATbHOM 1 | Konpuaenmmansasie 1oKyMeHThl. CTPYKTYypa M OCOOCHHOCTH JOKYMEHTO000pOTa 2 2
eATENBHOCTH KOH(UICHIMATBHBIX JOKYMEHTOB. TexHonorus yuera, 00paboTKH U UCIIOIHEHUS
KOH(HICHIIMATBHBIX JOKYyMEHTOB. @OpPMUPOBAaHUE U XpaHEHUE /1€ KOH(UICHIINATBHBIX
JTOKYMEHTOB. JIoKyMeHTHI 10 o0OpaieHusIM rpaxaiad. Buasl oOpaiieHuit rpaxkaad u padbota ¢
HUMH, TIOPSIIOK JICTOMPON3BOJICTBA 110 OOpAIIEHUSIM TPaX/IaH.
IIpakTHyeckue 3aHATHS
I13 Ne 9. Opranuszanusi padoTsl ¢ oOpameHusIMu rpaxkaad. Opranuzaius padboThl ¢ JOKYMEHTaAMU, 2
UMEIOITUMU TpUQBI OTPAaHIYEHUS JOCTYIIA
CamocrosiTe/ibHasi padoTa 00y4alouuxcs. 2
Pabora ¢ y4eOHOIl nTuTEpaTypoil 1 UHTEPHET-pecypcaMu: cocTaBiieHne GOPMbI KapTOUKH MpUeMa
rpaXkJIaH.
Hanucanne pedepara Ha Temy: «llopsimok paboTel ¢ JOKYMEHTaMH, COJEpKallIMHU
KOMMEPYECKYIO TalHY»
IK3aMeH
Bcero: 54
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3. YCJOBUS PEAJIN3AIIMA TPOTPAMMBbI YUEBHOM JUCHHUITIINHBI

3.1. TpeOoBanuss K MHHUMAJIBHOMY  MATEePUAILHO-TEXHUYECKOMY
o0ecrne4eHn 1o

Peanuzanus yueOHOM TUCHUILTUHEI TpeOyeT HAIUYUs J1a00paTOPUN TEXHUIECKUX
CpeICTB 00y4YeHUs

ObopynoBanmne yueOHOro kaOuHera:

- CTOJI YYCHUYECKUN 3-X MECTHBIN;

- CTOJI YYHUTEIIbCKUN;

- CTYJ NONyMATKUU «Popmay;

- I0OCKa MarHuTHas 3-X CEKIIMOHHAS;

- KOMILUIEKT MeOeu )i ayAUOCUCTEMBI;
- BBIKATHBIC SAIINKY;

- CTYJ NONYMSTKUNA «POpMay C MIOMATPAMU;
- CTEJUTAX JUIsl KOMIIBIOTEPHOM TEXHUKH;
- BELIaJIo;

- JKAJIIO3H.

Texnnuyeckue cpeacTBa 00y4eHHs :

- uatepaktuBHas gocka Hitachi FX-77 TRIO;

- npoexktop HITACHI;

- komnbrotep Compad dx 2200 Mierolower;

- okpaH komnbrotepHbli LG FLATRON L 1530S;

- MoOmbHas udposas ayauocuctema SARP X —BASS;
- HoyTOyK Lenovo :B50-30.

3.2. UudopmanuonHoe odecnevyeHne o0yueHust

Ilepeyenb pekomMeHayeMbIX YueOHbIX M3aanuil, UHTEepHeT-pecypcos,
JAOIOJHUTEJIbHOM JIUTePaTypPbl

OcHoBHas JuTEparypa

1. T'maguii, E. B. JlokymeHTanMoHHOE OOeCleUeHHE yIpaBieHUs: YdeOHOoe
nocooue/I' mamuitE.B. - Mocksa : U1 PUOP, HUILl UH®PA-M, 2016. - 249 c.
(ITpodeccuonanvuoe obpazoBanue) ISBN 978-5-369-01042-6. - Tekct
anektponHbiii. - URL: https://new.znanium.com/catalog/product/468335 Pexum
nocrtyma: http://znanium.com/ 1Mo mapoJo

2. beikoBa, T. A. JlokymeHTanlmoHHOE  OOCCICYCHHE  YIPABICHUS
(menompou3BoicTBO) : yueOHoe mocobue / T.A. brikoBa, T.B. Ky3nenona, JI.B.
Cankuna ; mox o6mi. pen. T.B. Ky3nenoBoi. — 2-e uza., nepepad. u J0m. —
Mocksa : UTHOPA-M, 2018. — 304 c. + Jlon. Mmatepuaisl [ DIE€KTPOHHBIN pecypc].
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— (Cpennee mpodeccuonanbHoe obOpaszoBanme). - ISBN 978-5-16-106774-1. -
Teker : anextponnbiit. - URL: https://new.znanium.com/catalog/product/1070624
Pexxum nocrtyna: http://znanium.com/ o mapoJito

JlonoiHUTE IbHAS JIUTEepaTypa

1. Ianacenko, 0. A. [lenmompou3BOACTBO: JOKYMEHTALIMOHHOE oOOecredeHne
ynpasieHus: YuebHoe nocobue / [lanacenko FO.A., - 3-e u3n. - Mocksa :PUOP,
NH®PA-M, 2016. - 112 c. - (BO: bakanaBpuar). - ISBN 978-5-16-104535-0. -
Texkcr : snextponnbid. - URL: https://new.znanium.com/catalog/product/542773
Pexum noctyna: http://znanium.cony/ mo naposo

2. beikoBa, T. A. JlokymMeHTaLMOHHOE  OOECIEUECHHE  YNPABJICHUS
HEroCyJapCTBEHHBIX opraHuzaiuii: YueOHoe nocoodue / beikoBa T. A., CankuHa
JI. B. - 2-e u3x., nepepad. u gom. - Mocksa : HUL] UH®PA-M, 2015. - 302 c. (BO:
bakanaBpuar) ISBN 978-5-16-010379-2. - Tekct : snektponsbiid. - URL:
https://new.znanium.com/catalog/product/468884 Pexum JOCTyTIA:
http://znanium.com/ o mapoJto

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JTUCHUATIIMHBI

Konrposbr u omeHka pe3yJbTaTOB OCBOCHUS  Y4e€OHON  JUCHUILIUHBI
OCYULIECTBJISIETCS TPENoJaBaTeiIeM B MPOLECCe MNPOBEACHUS MPAKTUYECKUX
3aHSTUNA, a TaKKE BBIMOJHEHUS OOYUYArOUIMMUCS HUHAUBUIAYAIbHBIX 3aJaHUM U
BHEAYJIUTOPHON CaMOCTOSITENIbHON PabOTHI.

Pe3yabTaTnl 00yyeHus @®opMBbI U METO/IbI KOHTPOJISAA M OLIEHKH
(ocBOCHHBIC YMEHHUSsI, YCBOCHHBIC 3HAHHUSA) pe3yJbTaTOB 00y4eHHs
Ymenus:
- oopMIATH OpraHHU3allMOHHO- Texymmii KOHTPOJIb:
pacnopsiAuTeIbHbIE JIOKYMEHTBI B - IPOBEpPKA UHIUBUAYAIbHBIX 33aHUM;
cootBeTcTBHH ¢ AencTByrommM 'OCTowm; - YCTHBIH OIIpOC;
- OCYILIECTBJIATh 00pabOTKY BXOMSIINX, - IPAKTUYECKUE 3aHATHS;
BHYTPEHHUX M HUCXOAALIUX JIOKYMEHTOB, - caMOCTOATeNbHas paboTa.
KOHTPOJIb 38 UX HCIIOJTHEHUEM;
- 0OpMIIATE JOKYMEHTHI juisi mepenaun B | MITOrOBBIi KOHTPOJIb:
apXMB OPraHU3allUH. - OK3aMCH.
3HaHus:
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- TOHSTHE JOKYMEHTa, €ro CBOKWCTBA,

CIOCOOBI JIOKYMEHTUPOBAHHS,

- TpaBWIa COCTaBIIEHHS U O(OpMIIEHUS
OpraHU3aIMOHHO-PACTIOPSIUTEILHBIX
JTOKyMeHTOB (nanee - OPJI);

- CHUCTEeMY H THUIIOBYIO TEXHOJOTHIO
JOKYMEHTAIHOHHOTO obecrieueHHs
ynpasienus (nanee - JIOY);

- OCOOEHHOCTH  JIEIONPOM3BOJICTBA
oOpanieHusIM rpaxkIaH
KOH(HICHIIMATIHHOTO ISTIONPOU3BOJICTBA.

o
u

5. INIAHUPOBAHUME YUEBHBIX 3AHATHUI C HCITIOJIb30BAHUEM AKTUBHBIX
N UHTEPAKTHUBHBIX ®OPM U METOA0OB OBYYEHUSA CTYAEHTOB

Kparkas xapakTtepucTruka BU1a 3aHATUI

Hcnonb3yeMbie aKTUBHBIE
Y UHTEPAKTHUBHBIE (JOPMBI

O06bem 3aHaTHit
B
WHTEPAKTHBHBIX
dbopmax (gachl)
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Jleknun npoOaeMHast JIeKIus 8
IIpakTHYeckHe 3aHATHH, CECMHUHAPDI: OIPOC/KOIJIOKBUYM 5
JlaGopaTopHble 3aHATHS: HE IIPEyCMOTPEHO -

BCEI'O: 13
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