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1. MIACIIOPT MIPOT'PAMMBbI YUYEBHOM JUCIUILJIAHBI
JlIokyMeHTalMOHHOe o0ecneyeHre yrpaBjaeHus

1.1. ObsacTh NpUMEHEHUA POTrPaMMBbI

PaGowass  mporpamma  y4eOHOM  OUCUHUIUIMHBI  JIOKyMeHTAllMOHHOE
o0ecneyeHne yNpaBJeHUSl SBISCTCS 4YacThl0 OCHOBHOM MNpodhecCHOHAIbHOM
oOpa3oBaTtenbHOM TMporpaMmbl B cooTBeTcTBHHM ¢ PI'OC mo chnenuanbHOCTH
40.02.01 IIpaBo u opranu3zaius CoaIbLHOTO ooecneueHus (0a3oBasi MOArOTOBKA).

PabGouass mporpamMma y4uyeOHON AUCHUIIMHBI MOXKET OBITh HCMOJb30BaHA B
JOTIOJIHUTENIBHOM MpO(EeCcCHOHaTbHOM 00pa3oBaHMM U B MNpodecCuoHaIbHON
MOATOTOBKE COTPYIHUKOB YUPEKIECHUN COUATIBHOU CEPHI.

1.2. MecTo y4eOHOM TUCUMILIMHBI B CTPYKTYpPe OCHOBHOM NMpodecCHOHATBLHOM
o0pa3oBaTeJIbHOM MPOrpamMMmbil: JTUCLUTUIAHA OTHOCHUTCS K
oOmenpodecCuoHaNIbHBIM YYEOHBIM JUCHUILUIMHAM MPO(HECCUOHAIBHOTO YU4eOHOTO
HMKJIA.

1.3. Hesun u 3agaum y4eOHOM JUCUMILUIMHBI — TpPe0OBaHHMSI K pe3yJbTaraM
OCBOCHUS Y4eOHO! TMCHUIIUHBI:

B pe3ynbTaTte ocBOeHUs yueOHOM AUCIUIUIMHBI 00yYaronIuiics JOHKEeH

yMeTh:

- 0(bOpMIISITH OPraHU3AIMOHHO-PACIIOPSIAUTENIbHBIE JJOKYMEHTHI B COOTBETCTBUU
¢ perctByromnm ['OCTowm;

- OCYIIECTBIATh 0OPA0OTKY BXOJSIINX, BHYTPEHHUX U UCXOJSAUIUX JOKYMEHTOB,
KOHTPOJIb 332 UX UCTIOJIHEHUEM;

- 0hOpMIISIT TOKYMEHTHI JIJIsl TIepe/ladu B apXUB OpraHU3aIlnu.

B pe3ynbTaTte ocBoeHus1 yueOHOM AUCIUILUIMHBI O0YYArOIIMICS TOIKEH

3HATh:

- IOHSITUE JOKYMEHTA, €ro CBOMCTBA, CIIOCOObI JTOKYMEHTUPOBAHUS;

- MpaBUjIa COCTaBJIEHUS U OPOPMIIEHUS OPraHU3ALUOHHO-PACTIOPSAUTEIbHBIX
nokymenToB (naiee - OPJ]);

- CHCTEMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIMOHHOIO OOecCredeHHUs
ynpasienus (nanee - JI0OY);

- 0COOEGHHOCTM  JEJIONPOU3BOACTBA 1O  OOpallleHHsAM  TpaxaaH H
KOH()HJIEHLIMAJIbHOTO JAEJIONPOU3BOICTBA.

Paseure cmocoOHocTH, HeoOxoaumblie st (POpPMHMPOBAHUS  OOLIMX
koMnetreHnunii (nanee OK):

OK 1. IlonumMarh CYIIHOCTh U COLMAIIBHYH) 3HAUYMMOCTh CBOEH Oynymien
npodeccun, NposiBIATh K HEW yCTOMYMBBIA HHTEPEC.
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OK 2. Opranu3oBbiBaTh COOCTBEHHYIO J€ATEIbHOCTb, BEIOUPATH TUIIOBBIE METOIbI
U CcrnocoObl  BBINOJHEHUS  NPO(PECCHOHANBHBIX  3aJa4, OLEHHUBATh  HX
3 PEeKTUBHOCTH U Ka4€CTBO.

OK 3. IlpuHuMaTh peleHus B CTaHIapTHBIX U HECTAHAAPTHBIX CUTyallUsiX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBiaTh MOUCK U HCHOJb30BaHHE HWH(MOpPMALUU, HEOOXOAMMOMU
U1t 3¢ pexTuBHOTO BBIITOJTHEHU S npodeccuoHaIbHbIX 3ajxad,
po(eCcCUOHATBHOTO U JIMYHOCTHOTO Pa3BUTHSI.

OK 5. Ucnonb3oBaTh HH(YOPMAIUMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
po¢eCCUOHATILHON JIeSITEIbHOCTH.

OK 8. CamocTosaTenbHO onpeAesaTh 3a1auu Npo(EecCUHOHANTBHOTO U JIMYHOCTHOTO
pa3BUTHs, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO TUIAHUPOBAThH MOBBIIICHUE
KBJIU(PUKALIHUH.

OK 9. OpueHTHpOBaThCS B YCIOBHIX MOCTOSTHHOTO U3MEHEHHUS MPABOBOM Oa3bl.

B pesyabrare m3ydeHus: JMCHHUIIMHBI O0YYAIOLIMICH NOJKeH 00J1ajaTh
Npo¢ecCHOHAIBbHBIMH KOMIICTCHUMAMH, BKJIKYAWIIMMH B  celds
CIIOCOOHOCTH:

IIK 1.1. OcymecTBasTe NpopeccCuoHaAIbHOE TOJKOBAHUE HOPMATUBHBIX IPABOBBIX
aKTOB ISl peaju3aluy MpaB TpaxaaH B cdepe MEHCHOHHOTO o0ecnedyeHus u
COLMAJIBHOM 3aILUTBHI.

[IK 1.2. OcyuecTBiaseT npueM rpaxjaaH no BONpocaM NEHCUOHHOTO 00ecreyeHus
Y COLIMAJIbHOM 3aIUTHI.

IIK 1.3. PaccmarpuBaTh MakeT AOKYMEHTOB JIJIi Ha3HAYEHUS TEHCUMN, MOCOOUH,
KOMIIEHCALlU{, APYTUX BBIILUIAT, 4 TAKXKE MEP COLMAIBHON MOAAEPKKU OTAEIbHBIM
KATETOPUSAM IpaXKJaH, HyKIAOIMMCS B COUMATIbHOM 3aIlNTE.

I[IK 1.4. OcymecTBisiTh YCTaHOBJICHHE (Ha3HAUEHUE, Iepepacuer, MepeBo),
MHJEKCALUI0 U KOPPEKTUPOBKY IEHCHM, Ha3HAYeHHE MOCOOWN, KOMIEHCAlui U
IPYrUX COLMAJBHBIX BBIIUIAT, MCHOJB3Yd HH(OPMAIMOHHO-KOMIIbIOTEPHbIE
TEXHOJIOTUH.

[IK 1.6. KoHcynbTHpoBaTh TpakaH U MPEACTaBUTENECH IOPUIUYECKHUX JIHI[ TI0
BOIIPOCAM MEHCUOHHOTO 00€CTIeUeHUs U COIIMAIbHON 3aILIUTHI.

1.4 Kosin4ecTBO 4aCOB HAa 0CBOCHME MPOTPAMMBbI Y4eOHO AMCHUILINHBI:
MaKCUMaJIbHOM yueOHOM Harpy3ku oOyuaroierocsi 54 yaca, B TOM YHCIIE:
00s13aTeIbHON ay TMTOPHON yueOHOU Harpy3ku obydaromerocs 36 4acos;
CaMOCTOSITEILHOM paboThl oOyyatomierocs: 18 yacos.



2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM yueOHON AMCHHUIIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoit padoThl

Oobvem uacos

MakcumajibHast ydeOHasi HArpy3ka (Bcero)

54

Oo0s3aTeqibHAsA ayIMTOPHAsA yueOHasi Harpy3Ka (Bcero)

36

B TOM YHCIJIC:

IMPAKTUYCCKUC 3aHATHA

18

nabopaTopHbie paboThI

KOHTPOJIbHBIE pabOTHI

CamocrosiTesbHas padora odyuyawuierocs (Bcero)

B TOM YHCJIE:

MOJITOTOBKA MPE3CHTALH

MOJITOTOBKA COOOIICHUS

pabota ¢ y4eOHOM JIUTepaTypoi 1 HHTEPHET-PECypcamu
HanucaHue pedepara

HUmoeosas ammecmayusl 6 gbopMe IK3dMeHA




2.2 TemaTuuecKkMid IUIAH U COEPKAHNE YUeOHOHM TUCUMILIIMHBI

HanmeHoBaHue Coaepxxanue yueOHOro MaTepuaJa, JadopaTopHble padoThl M NPAKTHYECKHeE 3AHATHSA, O0bem yacoB YpoBennb
pa3aeyioB M TeM caMoCTOsITeIbHAas paboTa 00yYalmuXxcs, KypcoBasi pabora (IpoeKT) (eciu npedycmompernvi) OCBOECHUS
1 2 3 4
Beenenue Coaeprxanue yueOHOro MaTepuajia 2
1 | Lenu, 3amaun 1 npeaMeT yueOHoN qucuuIuinibl. CTpYKTypa AUCHUILUIMHEL, €€ 2 1
npodeccuoHagbHast 3HAYMMOCTh, MEXIIpeIMETHbIE CBA3U. CyITHOCTh OCHOBHBIX MOHSATHIMA
JOKYMEHTAIMOHHOT0 00eCTIeueH s YIIPaBJICHUS
CamocrosiTesibHast paboTa 00y4arOIIUXCH 2
IToaroroBuTh npe3eHTaLNIO Ha TeMy «VICTOpHUS BOSHUKHOBEHUS U dTalbl Pa3BUTHUSA
Jenonpou3BojacTsa B Poccun»
Pazgen 1. 26
JokyMeHTHpOBaHUE
YIPaBJIeHYECKOH
HAeATEeJbHOCTH
Temal.l Coaeprxanue yueOHOro MaTepuajia 4
HOKYMEHTBI 1 | Iousrue o noKymeHTax, ux GpyHkuusx. CBONCTBA, IPU3HAKH, KJIACCU(DUKALIUS ¥ BUJIbI 2 1,2
CrIoco0k! n0KyMeHTOB. CrIocOGBI JIOKYMEHTHPOBAHUSI
AOKYMCHTAIMH IpakTHYecKHe 3aHATHS
I13 Ne 1. JIoKyMeHTBI M CTIOCOOBI IOKYMEHTALUU 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH. 2
[ToaroroButs coobmmenue: «I'OCT P 6.30-2003. OGnacTs NpUMEHEHHUS CTaHAAPTAN;
«DenepanbHblii 3aKk0H «OO0 IEKTPOHHOHN MOAMUCH
Tema 1.2 Coaepxxanue yueOHOro MaTepuajia 2
Yunduraums 1 1 | Yuudukanus u crangapTU3anis JOKYMEHTAIUH: MMOHATHE. Y HU(DUIIUPOBAHHAS CUCTEMA 2 1,2
CTatiapTHsaiiA JIOKyMeHTaluu: noustue. CoctaB yHU(PHIUPOBAHHBIX CUCTEM JOKYMEHTAIUH:
JOKYMEHTOB

OpTaHU3aIMOHHO - paCcIOPAIUTEIbHAs], OTYETHO-CTATUCTHYECKAsI, IEPBUYHAS, yUETHAS,
¢unancoBas u apyrue. ['ocyqapcTBeHHbIE CTaHIAPThl HA YHU(PHIIMPOBAHHBIE CHCTEMBI
noKkyMeHTaruu. O01epoccuiicKkue KIacCu(PprKaTopbl




CamocrosiTesibHast paboTa 00y4arOIIUXCA

Pabota ¢ yueOHoOIi TUTEpaTypOil U MHTEPHET-PECypCamMHu:

OObsicHUTE TEPMUHBI KYHU(DUKATUD) U «CTaHIApTU3ALMUD» JOKyMeHTa. Kak coOTHOCATCS TaHHbBIE
MOHSATHUS?

Tema 1.3. Coaepxxanue yueOHOro MaTepuajia
PexBusnthl 1 O1aHKK |1 [ Pexpusur, bopmyIsip TOKyMeHTa, TUIIOBOH (popmymsip, hopmyisip-oOpaszert, Tabens hopm 1,2
AOKYMCHTOB JTOKYMEHTOB, alb00M (popM yHHU(UITMPOBAHHBIX TOKYMEHTOB: MTOHATHE, XapaKTEPUCTHUKA.
[TpaBuna opopmiieHUs] pEKBU3UTOB OJIaHKa M UX PACIIOJIOKEHUE HAa CTaHIapTHOM dopmare
Oymaru, pazmepsl rosieil. biianku 1oKkyMeHTa: MOHATHE, Ha3HaueHue, BUbI 01aHkoB. CocTas,
oopmienne pekBU3UTOB O1anka. @opmysap-oOpaszel rpynimsl J0KyMEHTOB,
NpUHAIISKAIINX K 07HOH cucteme. Coctas, ohopMileHUE, U3TOTOBIICHHE, XpPaHEHUE OJIaHKOB
OpraHu3aIUH.
IIpakTHYeckue 3aHATHSA
I13 Ne 2. TpeboBanust K 0POPMIICHHIO PEKBU3UTOB YIPABIECHUYECKUX JOKYMEHTOB
CamocrosiTesibHast paboTa 00y4arOIIUXCH.
Hanwucanue pedepata Ha Temy: «IIpoekTupoBanue OIaHKOB JOKYMEHTOB OpTaHHU3ALIUN»
Tema 1.4 Coaepxxanue yueOHOro MaTepuajia
OpraHu3anuoHHo- 1 | Opranu3anOHHO-PaCcTIOPAIUTEIbHBIE TOKYMEHTHI: TIOHSATHE, HA3HAUEHHE, OCHOBHBIE BH/IBI. 1,2
pacropsuTeIbHbIE Opranu3anroHHbIe JOKYMEHTBI: YCTaB, OJO0XKEHUE, CTPYKTYpa U IITaTHAsE YUCICHHOCTD,
JTOKYMEHTBI IITaTHOE PACIUCAHUE, IPaBHUIIa TOJKHOCTHAS MHCTPYKLMS, UX Ha3HAYCHUE, XapaKTePUCTUKA

U COCTaB, TpeOOBaHUE K 0(OPMIICHUIO, TOPSAIOK YTBEPKACHUA. PactiopsaurensHbIe
JOKYMEHTBI: IOCTaHOBJICHHE, TIPUKa3, PACHOPsDKEHUE, UX HAa3HAUCHHUE, XapaKTepUCTUKA U
cocTaB, TpeOoBaHus K opopmieHnto. CripaBovHbIe JOKYMEHTHI: CIyKeOHbIE TTHChMa,
CIIPaBKH, JOKJIAJHBIE 3aIIMCKH, TPOTOKOJIBI, aKThl, 3asIBIICHUS, UX XapaKTEepPUCTHKA U COCTaB,
TpeOoBaHus K 0popMIIeHHIO. THUITBI TOKYMEHTOB: MMOATMHHUK, KOTIHSI, TyOJIUKAT, BBIIHCKA, UX
HaszHaueHue. [lopsanok opopMIIeHHS U BBIJAYU KOMUH U JyOJUKAaTOB JOKYMEHTOB, BBIITHCOK U3
HUX

IIpakTHYecKHe 3aHATHSA

I13 Ne 3. Buzp! opranu3aliMOHHBIX JOKYMEHTOB

I13 Ne 4. PacniopsiaurenbHble JOKYMEHTBI

113 Ne 5. MadopmarnimoHHO-ClIpaBOYHAas TOKYMEHTALUs




CamocrosiTesibHast paboTa 00y4arOIIUXCH.
Pabota ¢ yueOHoOIi TUTEpaTypOil 1 HHTEPHET-pECypcaMu: pa3paboTaTh MAOIOH U CTPYKTYPY
TEKCTa OCHOBHBIX OpPraHU3allMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB B 2JIEKTPOHHOM BHJIE

Paznmen 2. 24
Opranuzanus
padoThI ¢
AOKYMEHTAMHU
Tema 2.1. Coaeprxanue yueOHOro MaTepuajia 4
Opranu3zanus 1 | Cayx6a IOV B opranu3zanusx, Ha3Ha4eHUE, 3a/1a4, (PYHKIUHU, TUTIOBbIE CTPYKTYPHI, 2 1,2
JOKYMEHTO00O0poTa JOJHKHOCTHOM coctaB. Permamenraius padotel ¢ CIOY. JIokyMeHTO000pOT: MOHATHE, O0IIIHe
MPUHLUIBI OPraHU3alK JOKYMEHTO000pOTa, €ro CTPYKTYpa, HEOOXOAMMOCTh yueTa oobema
JTOKyMEHT0000poTa. HopMaTuBHbBIE JOKYMEHTBHI, PErJIaMEeHTHPYIOINE OPraHu3aLUI0
JOKYMEHT0000poTa
IIpakTHYecKHe 3aHATHSA
I13 Ne 6. OcHoBHBIE (OpMBI Opranu3anuu ciyxos 10Y 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH 2
Hanmucanue pedepata Ha Temy: « MHCTPYKIIMU 1O IIONPOU3BOJICTBY KOHKPETHOT'O MIPEANPHUSITHY
Tema 2.2. Coaepxxanue yueOHOro MaTepuajia 4
Opranuzanus 1 | Perucrpanusi JOKyMEHTOB, ONIpe/ieIEHUE, LIEJIH, 33/1a41, MECTa PErUCTPALlUU Pa3IHYHBIX 2 1,2
perucTparuu KaTeropuit JoKyMeHToB. Cuctemsl U (POPMBI PETUCTPALIMH, UX IOCTOMHCTBA U HEOCTATKH.
JTOKYMEHTOB U ITokazarenu, BBOAUMBIE B perucTpanoHubie popmel. Buspsl perucrpanuu. OcoOeHHOCTH
KOHTPOJIb UCTIOHEHHS PETUCTPALH BXOISAIMX, HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB. KOHTPOIIb HCIIOTHEHHS
JOKYMEHTOB JOKYMEHTOB: TIOHATHE, Ha3HauUeHHe, BUABL. [IpuHIMnb! opranu3anuu KOHTposs. Cpoku
VCTIOJIHEHUS: TUIIOBOW, MHIMBHUIyadbHBIN. TEXHOJIOTHS BeICHHUsI KOHTPOJIS
IIpakTHYeckue 3aHATHSA
I13 Ne 7. O6paboTKa NOCTYMAIOMINX U OTIPABISIEMBIX JTOKYMEHTOB. KOHTPOJIb NCTIOTHEHUS 2
JOKYMEHTOB
CamocrosiTesibHast paboTa 00y4arOIIUXCH 2
Pabota ¢ yueOHOIi TUTEpaTypOil U HHTEPHET-PECYpCcaMu: TOPSIIOK COCTABICHHS U O(popMIIeHHUS
aBTOOHOTpadH, XapaKTEePUCTUKH, PE3IOME
Hanwucanue pedepara Ha Temy: «Opranuzanuss MHOOPMAIIHOHHO-TIOUCKOBBIX CHUCTEM H
KOHTPOJISI HCTIOJIHEHHSI TOKYMEHTOBY
Tema 2.3. Coaepxxanue yueOHOro MaTepuajia 4




Opranu3zanus 1 | TpeGoBaHus K OpraHu3alMy ONEPATUBHOIO XpaHEHUs JOKyMeHToB. HoMeHknarypa aen: 2 1,2
OIIEPaTUBHOTO nonsartue. Bunasl HoMeHknatypsl fein. [lopsaaok cocraBiaeHus, 0hOpMIICHUS, YTBEPKACHUS U
XpaHEeHUs1 JOKyMEHTOB NPUMEHEHHsI KOHKPETHOW HOMEHKJIaTyphl fen. [lopsnok opopmienus nen. OpraHuzanus
U TIOPSIOK Tiepeadun XpaHEeHHUs UCTIOJHEHHBIX JOKYMEHTOB. [lopsIoK nepeaayn TOKYMEHTOB Ha XpaHEHHE B apXUB
B apXUB IIpakTHyeckue 3aHATHA
I13 Ne 8. IlogroToBka aen K apxuBHOMY XpaHeHuto. HoMeHkaTypa 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH 2
[ToaroToBUTH Mpe3eHTaLNIO Ha TeMy: «Opranusanys ornepaTHBHOTO XpaHEHU s JOKYMEHTOB U
MOPSIOK IIepeiayt B apXUBY
Tema 2.4. Coaeprxanue yueOHOro MaTepuajia 4
JlokymeHTanus 1o
NpodeccHoHATEHOI 1 | Kondunenuuanabubie 10KyMeHTbl. CTPYKTYypa U OCOOEHHOCTH JTOKYMEHTO000pOTa 2 2
eATEIBHOCTH KOH(HICHIIMATIBHBIX TOKYMEHTOB. TeXHOJIOrus y4yera, 00pab0OTKH U UCTIOTHEHUS
KOH(HICHIIMATIBHBIX TOKYMEHTOB. DOpMHUpOBaHME U XpaHEHHE JeT KOH(DUICHIINAIbHBIX
JTOKYMEHTOB. JJoKyMeHTHI 110 oOpaleHusM rpaxaad. Buasl oOpamienunii rpaxxaan 1 paboTa ¢
HUMH, TOPSAIO0K AETOMPOU3BOJICTBA 110 OOpAIIEHUSM TPaXKIaH.
IIpakTHYeckne 3aHATHSA
I13 Ne 9. Opranuzanust paboTsl ¢ oOpameHusIMH rpakad. Opranuszanus padoThl ¢ JOKyMEHTaMH, 2
MMEIOIKUMU TpUQBI OrpaHUYEHHSI JOCTYIIA
CamocrosiTesibHast paboTa 00y4arOIIUXCH. 2
Pabota ¢ yueOHOI nUTEpaTypoil U MHTEPHET-PECYpCaMU: COCTaBlieHHE (OPMBI KapTOUKH IpHeMa
rpakJiaH.
Hanucanue pedepara nHa Temy: «llopsmoxk paboTel € JAOKyMEHTaMH, COJCpKAIUMHU
KOMMEPYECKYIO TAUHY»
JK3aMeH
Bcero: o4
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3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEBHOM JUCIATLIIMHBI

3.1. TpeGoBanusi K MHHUMAJIBHOMY MATEPUHAJbHO-TEXHUYECKOMY
o0ecrneyeHHn10

Peanuzanusa yueOHON MUCHUIUIMHBI TpeOyeT HAIUYUs J1a0OpaTOpPUU TEXHUYECKHUX
CpEICTB 00yUYEHUS.

Ob0opynoBanmne yaeOHOTro KaOMHeTA:

- CTOJI YYEHUUECKUN 3-X MECTHBIN;

- CTOJI YYUTEIbCKUM;

- CTyJI1 nonyMsarkui «opmay;

- IOCKa MarHuTHas 3-X CEKLIMOHHAS,

- KOMIUIEKT MeOeIIH JIJisi ay JMOCUCTEMBI;
- BBIKATHBIE SIIUKH;

- CTyJI nonyMaArkuii «@opma» ¢ monuTpamu;
- CTEJUIAX JJIs1 KOMIBIOTEPHOW TEXHUKH;
- BEIIAJIo;

- KO3 1.

Texuuueckue cpeacTBa 00y4eHUs:

- nuaTepaktuBHas gocka Hitachi FX-77 TRIO;

- npoexktop HITACHI;

- kommbioTep Compad dx 2200 Mierolower;

- 3kpad kommbroTepHblii LG FLATRON L 1530S;

- MoOwmIbHAs T poBas ayauocuctema SARP X —BASS;
- HoyTOYyK Lenovo :B50-30.

3.2. UudopmanuoHHoe obecnevyeHne o0yueHmsi

Ilepeyennb pexoMeHayeMbIX y4eOHBIX u3nanuii, UnTepHeT-pecypcos,
JTOTMOJTHUTEIbHOM JINTEPATYPhI

OcHoBHas JuTeparypa

1. TI'maguit, E. B. JlokyMeHTalmoHHOE oOOecledyeHne ympaBieHus: YdeOHoe
nocobue/I'mamuiiE.B. - Mocksa : UI[ PUOP, HUI] UH®PA-M, 2016. - 249 c.
(ITpodbeccuonanpHoe obpazoBanne) ISBN 978-5-369-01042-6. - Tekct
anexkTpoHHbIl. - URL: https://new.znanium.com/catalog/product/468335 Pexum
noctyma: http://znanium.com/ o maposto

2. beikoBa, T. A. JlokyMEHTalMOHHOE  OOECIIEUEHUE  YIPABICHUS

(menonpousBoacTBO) : yueOHoe mocobue / T.A. bwikoBa, T.B. Ky3nenona, JI.B.

Cankuna ; mox obm. pea. T.B. KysuemoBoit. — 2-¢ usm., mepepal. u gom. —

Mockga : UHOPA-M, 2019. — 304 c. + [lon. matepuanbl [DIEKTPOHHBIN pecypc].
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— (Cpennee mpodeccuonanpuoe obOpaszoBanme). - ISBN 978-5-16-106774-1. -
Tekct : anextponnsiid. - URL: https://new.znanium.com/catalog/product/1070624
Pexxum nocryna: http://znanium.com/ no naposnto

JlonoTHUTEIbHAS JJUTEpaTypa

1. ITamacenko, FO. A. Jlenompou3BOJACTBO: JOKYMEHTAIIMOHHOE OOECIICUCHHE
ynpasienus: Yaeonoe nocobue / [lanacenko F0.A., - 3-e u3a. - Mocksa :PHUOP,
NH®PA-M, 2016. - 112 c. - (BO: bakamabpuar). - ISBN 978-5-16-104535-0. -
Tekcr : anextponnsiif. - URL: https://new.znanium.com/catalog/product/542773
Pexxum nocrtyna: http://znanium.com/ no napoJto

2. bekoBa, T. A. JlokyMeHTallmoHHOEe OOECTCUCHUE  yIPABICHHS
HEroCyJapCTBEHHBIX opranu3anuii: YueOHoe nmocodue / beikoBa T. A., CaHkuHa
JI. B. - 2-¢ m31., nepepad. u gom. - Mocksa : HUL] MIH®PA-M, 2017. - 302 ¢. (BO:
bakanaspuar) ISBN 978-5-16-010379-2. - Tekct : snekrponnbii. - URL:
https://new.znanium.com/catalog/product/468884 Pexum JOCTyTIA!
http://znanium.com/ o maposro

4. KOHTPOJIb M OLIEHKA PE3YJLTATOB OCBOEHMSI YYUEBHOM
TUCHUTIIAHBI

KoHTpoJib MW oOIleHKAa pPe3yJIbTaTOB OCBOCHUS Y4eOHON  JUCHUILIMHBI
OCYIIECTBIIIETCA MPENOAABATEEM B IIPOLECCE IPOBEICHUS IPAKTUYECKUX
3aHATHIM, a TaKKe BBITIOJHEHUS OOYYAIONIUMUCS HWHAWBUAYAJIbHBIX 3aJaHUN U
BHEAYAUTOPHON CAMOCTOSITEIILHOM PAaOOTHI.

PesyabTarsl 00yyeHus ®opMBI M METOABI KOHTPOJIS U OLIEHKH
(ocBOCHHBIE YMEHHS, YCBOCHHbIC 3HAHUSA) pe3yJbTaTOB 00yUeHHS
Ymenus:
- oopmIATH OpraHU3aIMOHHO- Texkymuii KOHTPOJIb:
pacnopsaAuTeNbHbIE TOKYMEHTbI B - IPOBEPKA UHIMBUYaJIbHBIX 3aJaHU;
cooTBeTcTBMH ¢ AericTByomM 'OCTowm; - YCTHBIH OIIPOC;
- OCYUIECTBJIATH OOpabOTKY BXOJSIINX, - IPAKTUYECKUE 3aHATHS;
BHYTPEHHUX M HUCXOISIIUX JOKYMEHTOB, - caMOCTOATeNbHas paboTa.
KOHTPOJIb 3@ UX UCIIOJHEHUEM;
- 0OpPMIIATL JOKyMEHTHI [ mepenaun B | MTOTOBBIH KOHTPOJIb:
apX¥B OPTaHU3AIHH. - 9K3aMCH.
3Hanus:
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- TOHATHE JOKYMEHTa, €ro CBOWCTBA,

CIIOCOOBI IOKYMEHTHPOBAHMS;

- TpaBWa COCTAaBICHUS U O(OPMIICHHUS
OpraHU3aI[HOHHO-PACTIOPSAUTEIBHBIX
nokymeHToB (nanee - OPJI);

- CHCTEMY ¥ THUIOBYIO TEXHOJIOTHIO
JTOKYMEHTAI[HOHHOTO obecnieueHust
ynpasnenus (nanee - JJ0Y);

- 0COOEHHOCTH  JEJOIPOU3BOACTBA
oOpareHusM rpaxaaH
KOH(UACHIIMATBHOTO JETONPOU3BOACTBA.

10
)48

5. IMIAHUPOBAHME YUYEBHBIX 3AHATHUN C UCITOJIb30BAHUEM AKTUBHBIX
N UHTEPAKTUBHBIX ®OPM U METOJ1OB OBYYEHUSA OBYYAIOIIIUXCA

Kpartkas xapakTepucTuka BUa 3aHITUN

Hcnonbs3yeMble akTUBHBIE
Y MHTEPAKTUBHBIE (POPMBI

OObeM 3aHATHI
B
WHTCPAKTUBHBIX
¢dopmax (yachr)

13

Jleknun poOJIeMHast JTCKITUs 8
IIpakTnuyeckune 3aHATHS, CCMUHAPBI: OIPOC/KOJUIOKBUYM S)
JlaGopaTopHble 3aHATHUS: HE MPETyCMOTPEHO -

BCEI'O: 13
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