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1. Ilepeyens NJIaHNPYyeMBbIX Pe3yJIbTATOB 00yUYeHUsI 1O JUCIUIIMHE
(MOyJ110), COOTHECEHHBIX € IVIAHUPYEMbIMHU Pe3yJIbTATAMHU O0CBOEHHS
o0pa3oBaTe/IbHOI MPOrPaMMBbI

[Ipotiecc u3ydeHus: JaHHON MUCUUIUIMHBI (MOJYJi) HampaBieH Ha (Gopmu-
pOBaHUE CIEAYIONIMX KOMIIETEHIIMH U UHAUKATOPOB UX JAOCTHXKEHUS, a TAKXKe pe-
3yJIHTAaTOB O0yUEHHSI, COOTHECECHHBIX C HHIUKATOPAMHU JOCTIKCHUSI KOMIIETSHITHI:

Koa v HaumMeHoBaHue

Koabl 1 nHAMKaTOpPHI

Koab! u pe3yabTarsl 00y4eHust

KOMIIeTeHIN JOCTHKeHUSI KOMIIeTeHIU i
OIIK-1. Crniocoben obec- | OIIK-1.1. Ompenenser npuo- | PO3 OIIK-1.1:
MeYnBaThH MIPUOPUTET | PUTET TIPaB M CBOOOJ YesoBe- | - 3HATh MpaBa U CBOOOJIBI YeJIOBE-
MpaB u CBOOOJ| YEIOBEKa; | Ka, HOPMBI 3aKOHOJATENIbCTBA | K&, HOPMBI  3aKOHOJIATEIIbCTBA

coOJr01aTh HOPMBI 3aKO-
HojaTenbcTBA  Poccuii-
ckoii denepanyu u Ciy-
’)KeOHOIl PTHKH B CBOEH
npoeCCUOHAIBHON  JIesi-
TEIBLHOCTH

Poccuiickoit  deneparuun  u
CITy>)kKeOHOM ITHUKH.

Poccuiickoit ®enepauun U Ciy-
YKEOHOU DTHUKH.

OIIK-1.2. OcymiecTBisieT co-
OnmosieHue mpaB U cBOOO ye-
JIOBEKa, HOPM 3aKOHOJATelb-
ctBa Poccuiickon denepanuu
U CIYy)KEOHOH STHUKH B CBOEH
npodecCHOHALHON  AesITeIb-
HOCTH.

POY OIIK-1.2:

- yMeTh 00ecIeunBaTh MPUOPHUTET
mpaB U cBOOOJ YelloBeKa, COOIIO-
aThb HOpMBI 3aKOHOAAaTCJIbCTBA
Poccuiickoit ®enepauun U Ciy-
xKeOHOU 3TUKH B CBoeil mpodec-
CUOHAIBHOHN NESITEILHOCTH.

OIIK-1.3. ObecnieunBaer
MPUOPUTET TPaB M CBOOOI
YeJI0BeKa, COOJII0aTh HOPMBI
3aKkoHomaTeiabcTBa  Poccuii-
ckoii Penepaunu U crayxed-
HON JTHKH B CBOei mpodec-
CHUOHAJIbHOU JIEATENBHOCTH.

POB OIIK-1.3:

- BIIAJETH CIIOCOOHOCTHIO obecte-
9UBaTh MPUOPUTET TIPAB U CBOOOT
YeJI0BeKa, COOJ0IaTh HOPMBI 3a-
KoHogaTrenbcTBa Poccuiickoii ®De-
Jepal M CIy)KeOHON JTHKU B
cBOei mpodeccCHoHABLHON  Jes-
TEIBLHOCTH.

IIK-19. Criocoben Bectu
JIeJIONPOU3BOICTBO,
JJIEKTPOHHBIA  JTOKYMEH-
TOOOOPOT H  apXUBHOE
JEI0.

IIK-19.1. Ananusupyer ueH-
TPAJIM30BAHHYIO M CMEIIaH-
HYI0 (opMBI BeOeHHS [eIo-
IIPOM3BOJICTBA; CUCTEMY B3a-
MMOJICHCTBUS B paMKax BHYT-
PHUBEIOMCTBEHHOI'O M MEXBe-
JOMCTBEHHOTO 3JIEKTPOHHOTO

PO3 IIK-19.1:

- 3HaTh LEHTPAIU30BAaHHYIO U
CMeUIaHHYI0 (pOpMBI BeJeHUS Je-
JIOTIPOM3BOJCTBA; CHCTEMY B3au-
MOJCICTBUSA B paMKaX BHYTPHUBE-
JOMCTBEHHOTO M MEXBEIOM-
CTBEHHOI'O JJICKTPOHHOI'O [JIOKY-

JIOKYMEHTOO00O0pOTA. MEHTO0000poTA.
I1IK-19.2. OcymectBuster ne- | POV IIK-19.2:
JIOTIPOU3BOJICTBO,  DJIEKTPOH- | - YMETh BECTH ACIONPOU3BOJICTBO,

HBIA JIOKyMEHTOOOOpOT U ap-
XHMBHOE JIEJIO.

ANEKTPOHHBIA JTOKYMEHTOOOOPOT
U apXUBHOE JIEJI0.

I1K-19.3. Hcnonp3yeT HaBbI-
KM BEJCHHS JEJIOTPOU3BO/I-
CTBa, DJEKTPOHHOTO JIOKY-
MEHTO000pOTa M apXUBHOTO
Jena.

POB IIK-19.3:

- BJIQJIETh HaBBIKAMH BEJCHUS JIEJIO-
MIPOM3BOICTBA, IJIEKTPOHHOTO JIOKY-
MEHT0000pOTa U apXUBHOTO JIeJa.

2. MecToO y4eOHOH AUCHUIIMHBI (MOAYJIfA) B CTPYKTYype 00pa3oBaTe/IbHOM

NPOrpamMMmblI

b1.0.26 ucuunnuHa «OCHOBBI AETOMPOU3BOACTBAa» OTHOCUTCS K 00s13a-
TEJIbHON YacTH MporpaMMbl OakallaBpuaTa Mo HanpaBjieHuio noarotoBku 38.03.04

4




['ocynapcTBeHHOE U MYHUITUTIAIEHOE YIIPaBIICHUE.

[Tporiecc m3yueHUs] TUCHMIUIUHBI CTPOUTCS Ha OCHOBE 3HAHWUN M YMEHUH,
paHee MoJly4YeHHBIX 00YYaIOIMMUCS B X0/I€ OCBOCHUS Psijia pas3/iesioB CIeIyIOInX
NPEIECTBYIOUNX TUCIMILINH: «H(pOpMaIIIOHHBIE TEXHOJIOTHH B YIPABICHUN,
«OCHOBBI TOCYJIaPCTBEHHOTO M MYHHUIIUIAIBLHOTO YIIPaBICHUs», «/lenoBbie KOM-
MYHUKALIN.

Nzyuenne aucuurianHbl « OCHOBBI AETOMPOU3BOACTBA» SIBISIETCA 0a30i AJis
U3yYeHHUs CIEAYIOUIMX IUCHUIUIMH: «BBenenue B crenuanbHOCTHY, «l'ocymap-
CTBEHHOE PpETYJUPOBAaHHUE D3KOHOMHUKW», «VHPOpMAIMOHHBIE TEXHOJOTHH B
yIpPaBICHUN.

Llenvio M3ydYeHUs] NUCLUIUIMHBI SIBJSIETCS MPUOOpETeHHE OO0YyJarolIMMHCS
TEOPETUUECKUX M MPAKTUUECKUX 3HAHUI K OPOPMIICHHIO U COCTaBJICHHUIO OpraHu-
3allHOHHO-PACTIOPSIAUTENBHBIX JTOKYMEHTOB Kak 0a30BOMY IpoliecCy B peain3a-
IIUH BCEX YMPABICHUYECKUX (YHKIIHA.

3a0auu u3y4eHnus AUCUUIUINHBL:

- TIO3HAKOMUTH O0YYAIOIINXCS C CUCTEMOW COBPEMEHHOTO TOCYAapCTBEHHO-
I'0 pPeryJMpOBaHuUs 1€JIOMPOU3BO/ICTBA;

- U3yYUTh 0COOEHHOCTH O(GOPMIICHUS PA3INYHBIX BHIOB JJOKYMEHTOB J€JI0-
BOT'O OOIIIEHUS;

- BBIpa0OTaTh MPAKTUYECKUE HABBIKH JIJIs1 ODOPMIICHUS;

- OpraHU3alMOHHO-PACIIOPSIUTEIbHBIX JOKYMEHTOB M HAMKUCAHUS JEJIOBBIX
TIUCEM.

3. O0beM qUCHUNIMHBI (MOAYJISI) B 324E€THBIX eAMHULAX C YKA3aHUEM
KOJINYeCTBA aKaJeMHYeCKUX MM ACTPOHOMHYECKHX YaCOB, BbIJICJEHHbIX HA
KOHTAKTHYI0 padoTy 00y4amuxcs ¢ npenojaanaresieM (10 BUIaM Y4eOHBIX

3aHATHI) 1 HA CAMOCTOSITEJIbHYIO Pa00oTy 00y4YarommuXxcs

O6mas Tpy0eMKOCTh (00beM) TUCHUIUIMHBI (MOIYJIS1) COCTABIISAET 2 3a4eT-
Hble eauHunbl (3E), 72 akageMuuecKkux daca.

Butb1 yueBHoii paGoThi ouHast (popma | oOuHO-3a0uHas |3a0uHast popma
oOy4eHus oOyJeHus oOy4eHus
O0mas TpyA0eMKOCTh M CIMILIMHBI (B Yacax) 72 72 72
AyauTopHasi padora (B yacax): 34 24 8
Jlexruu (JI) 16 12 2
[Mpaktuueckue 3ansaTus (I13) 18 12 6
CamocrositesbHas padora (CP) (B wacax): 38 48 60
KonTpoas - - 4
PopmMa UTOrOBOro0 KOHTPOJIS MO JUCHUIINHE 3a4yer 3a4yer 3a4yer

4. Conep:xxanmne IMCHUILVIMHBI (MOIYJIs1), CTPYKTYPHMPOBAHHOE 110 TeMaM
(pa3aenam) ¢ ykazaHueM OTBeIeHHOT0 HA HUX KOJMYeCTBA aKaJeMHU4YeCKHX
WJIN ACTPOHOMHUYECKHX YaCOB U BUIOB YUeOHBIX 3aHATHIA

Ounas popMma 00yueHust

Buapl yaebHoM paboThl 1
HawnmeHoBaHue pa3jienoB U TeM TPYAOEMKOCTH (B yacax) OrmeHOYHBIE Pesynbrater
(Moyneit) Oo6mee | KonrakTHas CP cpencTBa o0y4eHus
K-BO pabota




qaCcoB

Bcero

J |I13
94acoB
Tema 1. BBemenue B ACIIOIPOU3BOI- 6 ) 1 114 ITpakTrueckas PO3 OIK-1.1
cTB0. OCHOBHBIC TIOHSTHSI 1 TEPMHUHBI. pabota
Tema 2. Vcropust pa3BUTHA JENONPO- 6 5 1 114 [IpakTHueckas PO3 TIK-19.1
M3BOJICTBA. paboTa
Tema 3. CoBpeMeHHOE TOCYNapCTBEH- ] 4 2 19214 [IpakTraeckas POY OIK-1.2
HOE pa3BUTHE JEJIOMPOU3BOACTBA. pabota
Tema 4. IlpaBuna cocTaBieHUs H ] 4 2 1ol a4 Pedpepar PO3 TIK-19 1
o opMIICHHUS TOKYMEHTOB.
Tewa 5. Oprammsawiomrio-| g | 4 | 5 | 5| 4| pepepar | POB OIK-1.3
pacnopsAUTENbHBIE TOKYMEHTHI.
Tewa 6. Cucrema wnpopmammornso- | g 4 | 2 2|4 Pepepar |POYIIK-19.2
CIIPaBOYHON JTOKYMEHTALIUH.
Tewma 7. City>xeOHas meperucka. 6 2 - 1214 Pedepar POV IIK-19.2
Tema 8. JIOKyMEHTBI IO TUYHOMY CO-
craBy. CocTaBjeHUE JWUYHBIX JOKY- 8 4 2 |24 Pedepar POBIIK-19.3
MEHTOB.
Tema 9. Opranuzanus pabOTHl C J10-
8 4 2 |24 Pedepar POV IIK-19.2
KYMEHTaMH.
Tewa 10. Cucremarisatiss u xpaie- | ¢ 4 | 2 | 2|2 | Tecrnposanne | POB IIK-19.3
HHE YIPaBICHYECKUX IOKYMEHTOB.
Bcero mo kypcy 4acos: 72 34 16 |18 |38
OuHo-3204Has popma 00yueHUs
Bunapt yue6HO# paboThl 1
TPYZOEMKOCTH (B Hacax)
HaumenoBanue pa3zeinoB U TeM KonTakTHas OreHOYHBIE Pe3ynbraTel
J Oouiee
(Momymeit) pabora cpeIncTBa 00y4eHHUs
K-BO CP
4acoB Cerol g1 3
4acoB
Tema 1. Benenune B ACIIOIPOU3BOI- 6 2 1 114 ITpakTrueckas PO3 OIK-1.1
cTB0. OCHOBHBIC ITOHATHS M TEPMUHBI. paboTa
Tema 2. Vcropust pa3BUTHUS IEIONIPO- 6 2 1 | 1| 4 |IIpaktuueckas PO3 ITK-19.1
M3BOJICTBA. pabota
Tema 3. CoBpeMeHHOE TOCYNapCTBEH- 6 ) 1 114 [IpakTraeckas POY OIK-1.2
HOE Pa3BHUTHE JICJIONPOU3BOJICTBA. paboTa
Tema 4. IlpaBuna cocTaBieHUs H 6 ) | 114 Pedpepar PO3 TIK-19. 1
o opMIIeHHUS TOKYMEHTOB.
Tewa 3. Opramwsamiomio-| g 2 | 1 |1|4]| Pepepar | POBOIK-13
pPacHoOpSAUTEIbHBIC TOKYMEHTBHI.
Tewa 6. UC MCTEMA  MH(OPMAIIHORHO- 6 2 I |14 Pedepat POV IIK-19.2
CIIPAaBOYHON JOKYMEHTALIHM.
Tewma 7. City>xeOHast eperucka. 8 2 1 [1]6 Pedepar POV IIK-19.2
Tema 8. JIOKyMEHTHI IO TUIHOMY CO-
craBy. CocTaBjeHHE JIMYHBIX JOKY- 10 4 2 1216 Pedepar POB IIK-19.3
MEHTOB.
Tema 9. Opranuzanust pabOTHI C J0-
10 4 2 1216 Pedepat POV IIK-19.2
KYMEHTaMH.
Tema 10. Cucremarnsauns u xpase- 8 2 I | 1| 6 |Tecruposanue | POB I1K-19.3
HHE YIPaBICHYECKUX JOKYMEHTOB.
Bcero mo kypcy 4acos: 72 24 | 12 |12 48
3aouHasi popma o0yueHHs1
Bunapt yue6HO# paboThl 1
HaunmenoBanue pa3zienoB u TeM TPYIZOEMKOCTH (B Hacax) OueHouHBIE Pesynbrater
(Momymeit) Oo6mee | KonrakrHas CP cpencTea 00yJeHUs
K-BO pabora




gacoB | Bcero m3
JacoB
Tema 1. BBemenue B ACIIOIPOU3BOI- 8 ) 116 ITpakTrueckas PO3 OTK-1.1
cTB0. OCHOBHBIC TIOHSTHSI 1 TEPMHUHBI. pabota
Tema 2. Vcropust pa3BUTHA JENONPO- 6 ) -6 [IpakTHueckas PO3 TIK-19.1
M3BOJICTBA. pabora
Tema 3. CoBpeMeHHOE TOCYNapCTBEH- g 2 1 116 [IpakTraeckas POY OIK-1.2
HOE pa3BUTHE JEJIOMPOU3BOACTBA. pabota
Tema 4. IlpaBuna cocTaBieHUs H 7 | ) 116 Pedpepar PO3 TIK-19 1
o opMIICHHUS TOKYMEHTOB.
Tema 5. Oprammauionio- | 1 | - |1]6]| Pepepar |POBOIIK-13
pacnopsAUTENbHBIE TOKYMEHTHI.
Tema 6. vCI/ICTeMa MH(POPMAIOHHO- 7 | ) 116 Pedpepar POV TIK-19.2
CIPaBOYHOHN JOKYMEHTAITHH.
Tewma 7. Ciry:xeOHas mepenucka. 7 1 - 1116 Pedepar POV IIK-19.2
Tema 8. JIOKyMEHTBI IO TUYHOMY CO-
craBy. CocTaBieHHE JHMYHBIX JOKY- 6 - - | -16 Pedepar POBIIK-19.3
MEHTOB.
Tema 9. Opranuzanus pabOTHl C J10- 6 ) ) -6 Pedpepar POV TIK-19.2
KYMEHTaMH.
Tema 10. CucremaTuzanus u XpaHe- 6 ) ) - | 6 | Tectuposanne | POB IMK-19.3
HUE YIPaBIEHUYECKUX TOKYMEHTOB.
3auer 4
Bcero no kypcy 4acos: 72 8 2 |6 60

Conep:xkanue pa3aejioB M TeM JUCHUILUIHHbBI

Tema 1. BBenenue B aesionpou3BoacTso. OCHOBHbIE IOHATHSA U TEPMHUHBI.

[IpenMer u 3agaum Kypca JeJIONPOU3BOICTBO.

[loHsiTHE «AENOMPOU3BOACTBO», NOKYMEHTAIMOHHOE OOECIedYeHHue MAelio-
npousBoacTBay (JOVY). [Houstus «undopmanus» u «I0KyMeHT» MecTto U poiib
JIOKYMEHTOB B YIpaBJICHUU. 3HaUe€HUE WH(GOPMALUU JJIsl IPUHATUS YIpaBJIeHYe-
CKMX PELLCHHM.

Buner ynpaBneHueckux 10KyMeHTOB. [loHsATHE «DYyHKIUU TOKYMEHTa», MO-
AU(PYHKIIMOHATIBHOCTh JOKYMeHTOB. CBoiicTBa nokymeHTOB. Knaccudukauus mno-
KYMEHTOB.

Tema 2. UcTopusi pa3BUTHA 1eJIONPOU3BOACTBA.

JlenonpounsBoAcTBO B JipeBHepycckoM rocynapctse (X-XI). IlpukazHoe ne-
nonpou3BoACTBO. Koimexckoe nenonpou3BoicTBO MUHHCTEPCKOE AENONPOU3-
BOJICTBO.

Jlenonpon3BOACTBO B COBETCKUX YUpexAeHUsX. ['ocymapcTBeHHOE aero-
IIPOU3BOJICTBO B COBPEMEHHYIO JIIOXY.

Tema 3. CoBpemMeHHOE rocy1apcTBEHHOE Pa3BUTHE AeJIONPOU3BOACTBA.

3akoHonaTenbHOe peryaupoBanue aenonpousBojactBa. EI'C/] u ocHOBHbIE
ee HanpasieHus. HopMaTuBHO-METOAMYECKOE PETYINPOBAHNUE JAEIONPOU3BOACTBA.
['ocynapcTBeHHBIE CTAaHAAPTHI, UX POJIb M 3HAYECHME. THUIIOBAast MHCTPYKLMSA IO Jie-
JIOTIPOU3BOJICTBY B (peiepabHBIX OpraHax MCIOJHUTENbHON BiacTu. [IpaBuna mo
JIENIONPOU3BOACTBY B (eiepalbHbIX OpraHax HCHOJHUTEIbHOW BiacTH. MeToau-
YEeCKUE PEKOMEHJAIMHU MO pa3paboTKe MHCTPYKIUI MO JAETONPOU3BOACTBY B (e-
JIEpAJIbHBIX OpraHax HCIOJIHUTENbHON BIACTH. YHU(MUUKMPOBAHHBIE CUCTEMBI J10-
KyMeHTauuu. HopMaTuBHBIE TOKYMEHTHI 110 TPYAY U OXPaHE U TpyAa.




Tema 4. IIpaBuia coctaBjieHusi 1 0(popMJIeHUSI TOKYMEHTOB.

®dopwmatel Oymaru u nojs. Hymepanus nucros. ®opmynsap-obpazen. Tpedo-
BaHMs K OJlaHKaM JOKYMEHTOB. XapaKTEpPHUCTHKA TOCYJAapCTBEHHOTO CTaHIapTa.
«YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAlUU. YHUDUIMPOBAHHAS CHCTEMa Op-
raHU3alMOHHO-PACTIOPSIUTELHON NOKyMeHTauu. TpeboBaHus K O0QOPMIICHUIO
nokymentoB» 'OCT P 6.30 — 2003. [IpaBuia opopmiieHHs: JOKYMEHTOB MPU UC-
N0JIb30BAaHUU TEXHUUYECKHUX CPEJICTB.

KOpunnueckas cuna nokymeHrta. KOpunnyecku 3Ha4UMMble PEKBH3UTHI.

Tema 5. Opranu3zallHOHHO-PACIIOPAAUTEIbHbIC JOKYMEHTDI.

OpraHu3aiMOHHO-IIPAaBOBbIE JOKYMEHTHI, UX HA3HAYEHUE M COJEp KAHHE.
OOmue TpeOoBaHUS K OpraHU3allMOHHBIM JOKyMeHTaM. [IpaBuia cocraBieHue u
o opMIIEHHE OTJEIbHBIX BUIOB OPTaHU3alMOHHO-IPABOBBIX JOKYMEHTOB.

Pacnopsimutensupie  JOKyMeHThl. OCOOEHHOCTH TMOATOTOBKH PacCIOpPsAn-
TeIbHBIX JOKYMEHTOB. IloaroroBka u odopmieHue mnpuxazoB. OcoOEHHOCTH
odopMIieHUsT BBITMCKU U3 mpukasza. Crenuduka HanmucaHus pacnopsbKEHUM, pe-
LICHUM.

Tema 6. Cucrema HH(POPMANMOHHO-CIIPABOYHON JOKYMEHTALNH.

Ha3nauenne mH(pOpMaIIMOHHO-CIIPABOYHON JOKYMEHTAI[MU B YIpaBlieHYe-
CKOM  JEATENIbHOCTH.  XAapaKTEPUCTUKA  OCHOBHBIX  BHUJOB  CIIPABOYHO-
UH(GOPMAIIMOHHBIX U CIIPABOYHO-aHAIUTUYECKUX JOKYMEHTOB.

TpeboBanus k cocTaBaeHUIO U OPOPMIICHHIO TPOTOKOJIOB. [ToHbIE U KpaT-
kue (opMbI MPOTOKONIOB. TpeboBanus K 0(OPMIICHUIO aKTOB.

[Ipouenypa moAroToBKH, COCTaBICHUE U OPOPMIICHHE TOKIAJAHBIX U 00BsC-
HUTEJBHBIX 3aIMCOK, CIIPABOK, 3asIBJICHUM, IPEACTABICHUN, PEIJIOKEHUN U JP.

Tema 7. CayxeOHas nepenucka.

[IpaBuna u TpeGoBaHus K nea0BOMYy MHCbMY. COBOKYMHOCTh PEKBU3HTOB
opuIMaILHOTO MUChMa U MpaBuia ux odopmiieHus. S3bIKH CTUIb O(UIIUATBHBIX
nuceM. CTpyKTypa nucbma. ITUKET B eJI0BOM nepenucke. OCHOBHbIE TpeOOBaHUS
K TEKCTy ciiy>keOHoro nmucbMa. OTnenbHble BUABI NHceM (MH(DOpMAIMOHHOE, Ta-
paHTUHOE, MUCbMO-O0TBET, MUCHMO-3aIPOC, COMPOBOJAUTENBHOE MUCHMO).

Mexnaynaponnas nepenucka. CTpykTypa W CMBICJIOBBIE YacTH MHUChMA.
Ctunp TEKCTOB U 0OpMIIEHUE JCIIOBOTO MTUChMA.

Tema 8. lokyMeHTBI 0 JTu4YHOMY cocTaBy. CocraBjieHue JHYHBIX J0-
KYMEHTOB.

CocTaB 1 BHUIBI JOKYMEHTAI[MU IO JUYHOMY COCTaBy. YHHU(DHUIUPOBAHHbBIE
(OopMBbI TOKYMEHTOB.

[Tpuka3. Opopmnenune npuéma Ha padoty. IlepeBox Ha apyryro paborty.
[IpenocraBieHue oTmycka. YBoJibHEHHE ¢ paOo0Thl. COCTAaBIEHHE JIMYHBIX JOKY-
MEHTOB.

Tema 9. Opranuszanusi padoThI ¢ JOKYyMEHTAMHU.

[Tonsitue «1oxkymentoo0oporay. IIpaBuiia opraHu3anuu JTOKyMEHTOOO00pO-
Ta. Yuer o0beMa AOKYMEeHTO0OopoTa. OCHOBHBIE ATallbl U MPUHIMIBL PabOTHI €
BXOASUIMMU, UCXOASAIIMMU U BHYTPEHHUMU JOKYMEHTAMM.

[IpaBuna peructpauuu M MHIEKCAUUU JOKYMEHTOB. DOpMBI perucrpaimi.
KOHTpoab UCTIONHEHUS TOKYMEHTOB.

Tema 10. CucremaTn3zanusi M1 XpaHeHHe YIPABJICHYECKUX JOKYMEHTOB.

[lonsiTe «HOMEHKJIATypa Jein», BUABI HOMEHKJIATyphl nen. TpeboBaHus,
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NPEAbIBISIEMbIE K COCTABIICHUIO HOMEHKJIATYPbI JEJI.
dopMupoBaHue jiell B opranuzaiuu. TpeboBanust K GopMUpPOBaHUIO JEI.
DKcnepTru3a LEHHOCTH JOKyMEHTOB. TpeOoBaHus, MpeabsBisieMble K opra-
HU3ALMU U IPOBEACHUIO AKCIIEPTU3bI IEHHOCTH IOKYMEHTOB.

5. IlepeyeHb y4eOHO-METOANYECKOT0 00ecnedeHus I CAMOCTOATEILHOM
padoTHI 00y4aKOIIMXCH MO JMCUHUILVINHE (MOLYJII0)

CamocTosaTenbpHas paboTa 00yJaronXxcs BKIIOYAET CleayIomue GOpMBbI:

- ayIUTOPHAs CaMOCTOsITENbHAs paboTa;

- BHEAyIUTOPHAsI CaMOCTOsITEIbHAsI paboTa (KOHCIIEKTUPOBaHKE, pedepupo-
BaHHE JIUTEPATYPHI, JOKIA, pedepar, KOHTPOJIbHAS paboTa);

- TBOpUYECKas, B TOM YHCJIe HAYYHO-UCCIeI0BaTeNbCKast paboTa.

AyauTopHasi camocTosiTelIbHas paboTa oOydaronMxcsl Mo JaHHOW JUCIu-
IJIMHE MIPENyCMaTPUBAET:

- paboTy Ha JIeKIIUU;

- paboTy Ha MPAKTUYECKUX U CEMUHAPCKUX 3aHATHUSAX;

- BBITIOJTHEHUE CAMOCTOATENbHBIX PadoT;

- BBITIOJTHEHUE KOHTPOJIBHBIX U MPAKTUYECKUX pAOOT;

- pelIeHMe 3a/1a4 TEOPETUUECKON U ITPAKTUYECKON HAIPABICHHOCTH;

- paboTy CO CIIPaBOYHOI, METOAUYECKON U HAYYHOU TUTEPaTypOii;

- pelIeHNEe KEUCOB, IETOBBIX UIP.

OCHOBHBIMHU BHJAaMH CaMOCTOSITENIbHOM pabOThl 00YyYarOMIUXCS MPH H3yde-
HUU JAHHOW JUCUUIIIMHBI SBJISIOTCS:

- IOArOTOBKA K ayJWTOPHBIM 3aHATHSAM M BBIIIOJHEHHE 3aJaHUM Pa3HOIo
YPOBHS CIIO)KHOCTH: K MPOOJEMHBIM JIEKLIUAM, CEMHUHApPaM, TUCKYCCHSIM, KOJIO-
KBUyMaM U T.IL.;

- U3y4YEHHE OTIEIbHBIX TEM WJIM BOIPOCOB YYEOHOU NUCHIMIUIMHBI, COCTAB-
JIEHWE KOHCIIEKTOB, CAMOKOHTPOJIb 3HAHMI;

- BBITIOJIHEHHE KOHTPOJIbHBIX PabOT, KOHTPOJIbHBIX JIOMAIIHUX padOT, TBOP-
YECKMX 3aJIaHUM;

- MOJArOTOBKa JIOKJIAJ0B, cCOOOIIEeHU, pedepaToB, 3cce, Mpe3eHTalUl, pe-
3I0ME U T.JI.;

- BBIINOJHEHHWE TECTOBBIX 3aJaHUM C HCIOJb30BAHHUEM HWHTEPHET-
TPEHAXEPOB;

- MOJrOTOBKA K YYaCTHUIO B HAYUHBIX U HAyUYHO-NPAKTUYECKUX KOH(EPEHIIH-
X U CEMUHAapax.

OOyyaroruiecsi BBIMONTHSIIOT 33JaHUsl, CAMOCTOSTEIbHO 00paImiasch K y4deo-
HOM, CIIPaBOYHOW M OPWUIMHAJIBHOM JnTeparype. [IpoBepka BbINOIHEHUS 33a1aHAN
OLICHMBAETCA HA MPAKTUYECKUX 3AHSATHUSX C MOMOIIBIO YCTHBIX BBICTYIUICHHH 00Y-
YAIOIIMXCS U UX KOJJIEKTUBHOTO OOCYKIACHHSI CTYI€HYECKOM SKCIIEPTHOM IPYIIION.

Baxknoit opMoit opranuzamnuu y4eOHOM AesATeTbHOCTH OaKalaBpOB SIBIISCT-
Csl IPOBEJICHNUE 3aHATHUS B PEKHUME KOH(EpeHInH ¢ AOKJIaaMu OakaiaBpoB U BO-
IpocaMu ayJIUTOPUU C MOCIEAYIOUMMH PEKOMEHIAMUSAMH CO CTOPOHBI IIPENnoaa-
BaTEJIA.

OpHMM M3 BUAOB CaMOCTOSITENIBHON paboThl OakalaBpOB SIBISIETCS HaIlMca-

HUE TBOpYECKOM paboThl (pedepara) mo 3aJaHHON WM COTJIACOBAHHOM C Mpenoja-
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BaTEJIEM TEME.

B nensx opranuzanuu akTUBHOW M pe3yJIbTaTUBHOM CaMOCTOSITEIbHOM palo-
el HY BO «UI'A» pa3meniaer Ha caiiTe HEOOXOAUMbIE YUeOHbIE U METOIUYECKHE
MaTepualibl: paboyasl nporpaMMma JUCLHUILIMHBI, KOHTPOJIbHBIE 3aJlaHUs, CLICHApUU
3ansaTuil. [IperycMorpeH BeOuHap 0 OCHOBHOM NMPOOJIEMAaTHKE TUCLUILIIUHBI.

Uy BO «MUI'A» npenocTaBisieT 2JIEKTPOHHBIE Y4eOHO-METOAMYECKUE MaTe-
pHaJIbl 7151 CAMOCTOATEIBHON pabOTHI MO AUCIMILIUHE B pexuMe e-learning.

JlJis CAaMOKOHTPOJISI TaKXKe MPEIaraeTcs AIEKTPOHHOE KPOCC-TECTUPOBAHNE
10 TUCIUILINHE.

PekoMeH70BaHO 00ydYarommMcsi apXMBUPOBAHHUE B 3JEKTPOHHOM MHOPTHO-
JMO OTPabOTaHHBIX (M OTKOPPEKTUPOBAHHBIX MPU HEOOXOAMMOCTH) BBITOJIHEHHBIX
3aganuil. CTpykTypa nopTdoino 3agaeTcst 00y4JaronmMcsi CaMOCTOSTEIbHO B BUJIE
UHAMBHUAYyaIbHON 00pa3oBaTeNbHON TpaekTopuu. OTNpaBHBIM ITYHKTOM 3/€Ch
CILy’)KMT PaHHssI Ipo(ecCuoHalIbHAsl OPUEHTALNMS B TEMATUKE JUIUIOMHOTO MPOEK-
TUPOBaHHUS B paMKaX OCBaMBAaeMOM BaMHU 00pa3oBaTeibHON mporpammsl. Criocoo-
CTBYET TaK)XE y4yaCTHE€ B CTYIEHUECKOM HccienoBaTesnbckoid mporpamme «Ona-
PEHHBIN PeOESHOK.

CamoctosTenbHass padora (OpMHPYET TBOPYECKYHO aKTUBHOCTH 00ydYaro-
IIMXCS, IPEICTABICHUE O CBOUX HAYUYHBIX U COL[MAJIBHBIX BO3MOYXHOCTSX, CIIOCO0-
HOCTb BBIWJICHSTH IJIaBHOE, COBEPIICHCTBYET MPUEMbI 0000IIEHHOTO MBIIIICHUSI.

Memoouueckue ykazanus K 0poOpMIeHUI0 pa3ublx hopm omuemHoCcmu no
camocmosimenbHou pabome

1. Dcce — HebombIIasg M0 00bEMY CaMOCTOSITEIbHAS MUChbMEHHAas paboTa Ha
TEMY, TPEIJIOKEHHYIO IMPENOoJaBaTeieM COOTBETCTBYIOIIEH AUCHMILIUHBL Llenb
3CCE COCTOUT B PA3BUTUHM HABBHIKOB CAMOCTOSITEILHOTO TBOPYECKOTO MBIILICHUS U
MMCEMEHHOTO M3JI0’KEHUS COOCTBEHHBIX YMO3AKIIOYEHUH. Dcce — CPEeACTBO, MO3-
BOJIAIOILEE OLICHUTh YMEHHME O00Yy4YaroIlerocst MUCbMEHHO M3JaraTh CyTh IIOCTaB-
JEHHON MpOoO0JEeMBbl, CAMOCTOSTENBHO MPOBOAUTH AHAIM3 ITOW MPOOJIEMBI C HUC-
[0JIb30BAaHUEM KOHLICNUMN M aHAIMTUYECKOTO MHCTPYMEHTAPHUS COOTBETCTBYIO-
e AMCLUMILIMHBI, J1eJaTh BBIBOJbBI, 0000MIAIONINE aBTOPCKYIO MO3UIUIO IO I0-
CTaBJICHHOH npoolJeme.

Dcce IOKHO cofepikaTh YETKOE M3JI0KEHHE CYTH IOCTABJIEHHOM Ipoobiie-
MBI, BKJIFOYaTh CAMOCTOATEIHHO MPOBEJACHHBIN aHAU3 3TOM MPOOJIEMBI C UCIIOJb-
30BaHUEM KOHIICTIIUNA U AHATUTHYECKOTO HHCTPYMEHTApHUS COOTBETCTBYIOLIECH
JUCIUIUIMHBI, BBIBOJBI, 00OOIIAIONINE aBTOPCKYIO MO3UIMIO IO MOCTaBIECHHOU
npobsieme. B 3aBucuMocTy 0T crienuuKA TUCHUILUIMHBL (OPMBI 3CCE MOTYT 3Ha-
quTenbHO TuddepeHInpoBaThCs. B HEKOTOPBIX Cllydasx 3TO MOXKET ObITh aHaU3
coOpaHHBIX 00Y4YalOIIMMCsl KOHKPETHBIX JAaHHBIX MO H3ydaeMoil mpobieme, aHa-
JU3 MaTepHaioB W3 CPEACTB MAacCOBOW WMH(OpMaIuu, moapoOHbIi pa3dop mpea-
JIOKEHHOW INpenojaBaTesieM MpoOaeMbl ¢ pa3BEPHYTHIMU MOSCHEHUSMU U aHAJIM-
30M IPUMEPOB, UIUTIOCTPUPYIOLIUX U3YYAEMYIO IPOOJIEMY U T.A.

Dcce OLIEHNBAIOTCS PENOJaBaTeNeM JUCIUILIMHEI 10 IBYXO0alIbHOH 1IKaje
(3a4TE€HO/HE3aUYTEHO) U XPAHATCS Ha Kadenpe A0 MPOMEKYTOYHOIO KOHTPOJIS IO
JTUCLUIINHE.

CtpykTypa 3cce:

1. TUTyJIBHBIN JTUCT.

2. [Tnan.
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3. Beenenue ¢ 000CHOBaHHEM BHIOOpPA TEMBI.

4. TekcTOBOE M3JIOKEHUE MaTepuasia (OCHOBHASI YacTh).

5. 3akiIroueHue ¢ BBIBOJIAMH T10 BCel pabore.

6. CICOK MCIOJIb30BAaHHOU JTUTEPATYPHI.

2. Jloxnao, pechepam.

Jloknao — BU caMOCTOSITENBHOM pabOThl, UCMOIB3YETCAd B YUYEOHBIX U BHE-
KJIACCHBIX 3aHSTHUSAX, CIIOCOOCTBYET (POPMHUPOBAHHIO HABBIKOB HCCIEI0BATEIbCKON
paboThI, pacIMpsIET MO3HABATEIBHBIE NHTEPECHI, IPUYYAET MPAKTUUECKUA MBICIIHTh.
[Tpu HanucaHuM AOKJIana MO 33JaHHOM TeMe CJeQyeT COCTaBUTh ILJIaH, Moa00paTh
OCHOBHBIE UCTOYHUKHU. PaboTass ¢ MCTOYHHKAMU, CIIEITyeT CHCTEMaTU3UPOBATh TO-
Jy4eHHBIC CBEJICHUS, CACNIaTh BEIBOABI U 0000mmenus. K qoxiany mo kpymHoii Teme
NPUBJIEKAETCS HECKOJIBKO OOYYAIOMIMXCS, MEXIY KOTOPBIMH PACIPENEsIOTCsS BO-
MIPOCHI BHICTYIUICHHS. B y4eOHBIX 3aBeJIeHUSX JOKIIAbI COJACPIKATEILHO MPaKTHIe-
CKU HUYEM HE OTIUYAIOTCS OT pedepaToB U SBJISAIOTCS 3a4ETHON pabOTOM.

Pegepam — bopma nucbMeHHOU pabOThI, KOTOPYIO PEKOMEHYETCs pUMe-
HSATh TIPU OCBOEHUM BapUATUBHBIX (MPOPUIBHBIX) TUCHUILIINH NPOdhecCHOHAIbHO-
ro nukia. Kak npasuio, pedepar npeactaBisieT co00il KpaTkoe H3JI0KEHUE CO-
JIep>KaHMsI HAYYHBIX TPYIOB, JIUTEPATYPHI 110 ONPEIeICHHON HAyYHOU TeME.

Temy pedepara oOydaroniyecss BHIOMPAIOT MO kenanuto. OCHOBHOM KpuTe-
pHii BeIOOpa — yueOHO-HAYUHBIN U PO ECCHOHATBHBIA HHTEPEC 00yUYaroIerocs.

I]env Hanmcanus — OoJee TIyOOKHA YPOBEHH OCBOCHHUS TEMATHUKH JTUCIIH-
wHbL. O0OydaronemMycs Ipyu HamucaHUuu pedepaTa MpeICTOUT CTaTh UCCIIEeI0Ba-
TeJeM, B3TJITHYTh HAa MPOOJIEMY CaMOCTOSITENIBHO U, MOXKET ObITh, OOHAPYKUTH,
OTKPBITH JIJIs c€0s1 TO, UTO OCTaBaJOCh PaHEe HE3aMEUCHHbBIM.

Cmpyxmypa pedepara BKIIOUAET CIEAYIONINE KOMIOHEHTHI:

- TUTYJIbHBIN JIUCT;
coJiepKaHueE;

- BBEJCHHUE;

- OCHOBHYIO YacCTh;

- 3aKIIOYEHUE;

- TepedyeHb UCI0JIb30BAaHHOM JTUTEPATyPHI;

- -MIPUJIOKEHUS.

Bo 6sedenuu 060CHOBBIBAETCS aKTyaJIbHOCTh BHIOPAHHOM TEMBl M JIMYHBIN
MHTEpPEC aBTOpa K TEME.

B ocnoenoti uacmu He06X01MMO OCBETHTD T€ WJIM WHBIE CTOPOHBI MIPOOIIEMBI.
Martepuan OCHOBHOM 4aCTH peKOMEHIyeTcsl u3jiaraTh B (opme maparpadoB. Bua-
qaJie U3JlaraeTcsi TEOPETUYECKU MaTeprall: OMUCHIBAIOTCS paboune TEPMUHBI, pac-
CMaTPUBAIOTCSI MMEIOIINUECS B HAYYHOW JMTEpPAType TEOPETUYECKUE KOHIICTIIIHNH,
BaXHBIC TIOJIOKEHUS, aCMeKThl. 3aTeM MPUBOAATCS (DaKTHUECKHUE JTaHHBIC: HAOJIO-
JIEHUS CIEIUAIMCTOB, HAOMIOACHHS 00yUaroerocsi. XopoIio, €Ciu yIacTcsl KpUTH-
YEeCKHU MPOaHAIM3UPOBATh U COTIOCTABUTh TEOPETUUECKUE U (PaKTUUECKUE JIAaHHBIE.

B szakntouenuu GopMynupyroTcs BBIBOJIIBI, AAE€TCS OLIEHKA MPOBEACHHOTO
aHaM3a, U3y4eHHOro MaTepuasa.

Pegpepam ogopmnsiemcs Ha 3nexkTpoHHOM Hocutene, mpudt Times New
Roman, pasmep — 14 pt, nmosns no 2 cM. ¢ kaxaou ctoponsl. Oobem — 10-12 cp.
Hywmepamus — o nienTpy BHU3Y. CIHCOK HCIIOIH30BAHHBIX UICTOYHUKOB COCTABIISI-

eTcst B ajnpaBUTHOM MOPAIKE MeTooM Ombnmorpaduueckoro onucanus mo ['OC-
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Ty. B cnyuae ucnonp3oBaHuss MarepuaiioB MHTepHET HE0OXOIMMO YKa3bIBaTh
DIIEKTPOHHBIE CalThl. B TekcTe pedepara B ciiydae UCIOIB30BAHUS IIUTAT HEOOXO-
JUMO JIelaTh CHOCKU C YKa3aHWeM OuOnmmorpaduyecKux NaHHBIX U COOTBETCTBY-
IOIIeH CTpaHuIbl. TUTYIBHBIN JTUCT 0GOPMIISIETCSI B COOTBETCTBUU C 0Opa3iiamu,
IPEIOCTABIIIEMBIMH Kadeapoii.

3. Iloocomoexa ungopmayuonno2o coooueHus.

OT0 BUA BHEAYJUTOPHOW CaMOCTOSATEIBHOM pabOThl MO MOArOTOBKE He-
00JBIIOTO MO 00BbEMY YCTHOTO COOOIICHHMS I O3ByUYMBaHUS Ha CEMUHApE, MpaK-
TuyeckoM 3aHATUU. CoobmaeMas MHGOpMAIUS HOCUT XapaKTep YTOUHEHHUS WU
0000111eHNs, HECET HOBU3HY, OTpa)kaeT COBPEMEHHBIN B3TJIS MO ONpeAeeHHBIM
npobiieMam.

Coo01ieHne oTaMyaeTcsi OT AOKIAI0B U pedeparoB HE TOIBKO 0OBEMOM HH-
dbopmarmu, HO 1 €€ XapaKTepOM — COOOIIEHHS TOTOTHSIIOT U3ydaeMbIid BOIIPOC (hak-
TUYECKUMH WM CTATHUCTHUYECKHMHU MaTepuanaMu. Bo3MOKHO MUChbMEHHOE 0(hOopM-
JICHUE 3a/IaHus, OHO MOKET BKJIFOUATh 3JIEMEHTHl HArSITHOCTH (WILTFOCTPALIWH, Jie-
MOHCTpaIuo). PermameHT BpeMeH! Ha 03ByYHMBaHHUE COOOIIEHUS — JI0 2 MUH.

4. Jluckyccus (8 pedcume OHIAUH).

Jluckyccusi ABISIETCS OAHOM M3 BakHEHIIUX (HopM 00pa3zoBaTeNbHOU Jes-
TENBHOCTH, CTUMYJIHPYIOIICH WHUIIMATUBHOCTH yUYaIIMXCs, Pa3BUTHE pedIIeKCHUB-
HOTO MbIIUICHUA. B OCHOBe AucKyccuu — METOJ OOCYKIEHUS U pa3pelleHus
CHOPHBIX BOMPOCOB. B oTnnune oT 00CyxaeHus Kak oOOMeHa MHEHUSIMH, JUCKYC-
CHEIl Ha3bIBAIOT O0OCYXICHHUE-CIIOP, CTOJIKHOBEHHE TOUEK 3PEHUs, TIO3UIUA U T.J.
Jluckyccust — paBHOMPABHOE 0OCYXACHUE 00yJaromuMUCs (TIOJT PYKOBOJICTBOM U
C Y4eTOM IUJIaHUPOBAHUS IPErnoaBaTesieM) BOIPOCOB, HA KOTOPHIX HET €AMHOTO
OTBETa B XOJI¢ OCBOCHHUSI MaTepuaja U3y4yaeMol TUCIHUIUIMHBL Pe3ynbratom amc-
KYCCHHM MOXET ObITh 00Illee corjalieHue, Jydiiee MOHMMaHue, HOBBIM B3I Ha
npobiieMy, COBMECTHOE pellieHne. B oHnaiiH pexxuMe o0ydaronumcs peaiaraet-
csl OOCYIUTH 3asBICHHYIO TEMY, HalTH CIIOCOOBI MPOQPECCHOHATBHOTO TTOBEICHUS
B TOW WJIM WHOU cuTyaruu. [IpenonaBarens BBHIMOMHSACT (PYHKIIMH BEIYIIETO JHC-
kyccur. OH OIEHUBAET: aKTHBHOCTh KaXJIOTO YYaCTHHKA; CTENICHb BIIAJCHUS 3HA-
HUSMU KaXI0TO YYaCTHUKA; OPUTHUHATIBHOCTD MIPEIaraeMbIX UICH, peIieHH.

5. Onpoc.

[Ipu camocTosITENBPHON pabOTE€ TO TOJATOTOBKE K OMPOCY OOYYaArOIIeMYCS
HEOOXOJMMO O3HAKOMHUTCSI C TEMOW M CIUCKOM BOMPOCOB 1o Teme. [loBTOpUTH
JICKIIMOHHBIN MaTepual 1o TeMe, OTMETh «IpoOJeMHbIe» TOUku. OmnpeneanuTsb He-
00X0IUMYIO TUTEPATYPy U3 PEKOMEHIOBAaHHOU K KYpCY, TaK K€, MOXHO BOCIIOJIb-
30BaThCSl MHTEPHET — PEeCypcamMH U CIPaBOYHO-WH(OPMALMOHHBIMU CHUCTEMAaMH.
CdhopmupoBaTh TE3UCHBIN CIMCOK OTBETOB HAa BOMPOCHI, CO CBOMMH 3aMEUaHUSIMU
¥ KoMMeHTapusMu. OOydaromuiicss J0KeH ObITh TOTOB OTBETUThH HA TOCTABJICH-
HBIE BOIIPOCHI, apTYMEHTHUPOBATh CBOM BapHaHT OTBETa, OTBETUTh HAa JOTIOJTHH-
TEJNBbHBIE ¥ YTOUHSIONINE BOMIPOCHI MPENo1aBaTesl.

OTBeT 00y4aronerocs: OlEHUBACTCS, UCXOIS U3 CICIYIOIINX KPUTEPUEB:

- IOJTHOTA, YETKOCTh, MHPOPMAIIMOHHAS HACHIIIIEHHOCTh OTBETA,

- HOBM3HA UCIIOJIb3YeMOU HH(OPMAIINH;

- 3HaHWE W HCCJICOBaHWE HAYYHBIX HMCTOYHHUKOB, HOPMATHBHBIX aKTOB,
IOPUIUYECKON IPAKTHUKHU.

OTtBeT 00Oyuaromerocss MO>XeT ObITh OLIEHEH MO 5-TH OANBHOM MIKaJe MPerno-
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AaBaTeCJIEM, UCXOJs N3 KPUTCPUEB OLICHKH YCTHOI'O OIIpOCa.

6. ®oH/1 OLIEHOYHBIX CPEACTB /ISl MPOBeAEHHsI MPOMEKYTOYHOMH aTTeCTANUMN
00y4arImuxcs Mo JUCUUIJINHE (MOXYJIIO)

@DOHJT OIIEHOUHBIX CPEJCTB — KOMIUIEKT METOJIMYECKHX MaTepuaioB, HOP-
MUPYIOIIMX MPOLEIYypbl OLIEHUBAHUSI PE3YyJbTaTOB OOYyYEHHs], T.€. YCTAHOBJICHUS
COOTBETCTBUS yUEOHBIX TOCTHKEHUH 3aIJIaHUPOBAHHBIM pe3ysibTaTaM 0Oy4eHHUs U
TpeOOBaHUSAM 00pa30BaTENbHBIX MPOrpaMM, padOUUX MPOTPaMM AUCLUHUILIMH (MO-
yJen).

®OC kak cuctema OLICHUBAHUSI COCTOUT U3 TPEX YacTeH:

1. CTpyKTypupOBaHHOTO TepeyHsS OOBEKTOB OICHUBAHUA (KOIU(DUKATO-
pa/CTPYKTYpHOUN MaTpHIlbl POPMUPOBAHUS U OICHUBAHUS PE3YJIbTATOB 00yUYEHUS
OOII, nuCcUUIINHEI);

2. basbl yueOHBIX 3a1aHU;

3. MeToanuecKkoro OCHaIIEHUs! OIIEHOYHBIX MPOLIEAYD.

DOC odopmien kak [Ipunoxenue 1 k paboueii mporpamMmme AUCIUTUIHHBI.

Bonpocwt 0na noozomoeku Kk 3auemy:

1. Tloustue noxkymenrta. Buabl U kinaccugukanus ynpaBlIeHYECKUX OKY-
MEHTOB.

2. 3anayu ¥ PyHKIUHU CIIykKO JEIONpPOU3BOACTBA.

3. UcTopus pa3BUTHS CUCTEMBI IEIOMPOU3BO/ICTBA.

4. OcHOBHBIEC 3aKOHO/AATEIbHbIE, HOPMATUBHO-METOIUYECKUE TOKYMEHTHI B
cdepe 1oOKyMEeHTaMOHHOTO oOecnedenust ynpasnenus. (Xapakrepuctuka ['OCT P
6.30-2003 «YHNGUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIUU. Y HUPUIIMPOBAHHAS CHU-
CTeMa OPTraHU3alMOHHO-PACTIOPSIIUTEILHON TOKyMEHTAIuu. [peboBaHUs K
0(hOPMIICHUIO IOKYMEHTOBY ).

5. Yuudukanus u ctangapTazaus J0KyMEHTAIUH.

6. OcHOBHbIE TpeOOBaHUA K COCTABJICHHUIO M O(DOPMIEHHUIO JOKYMEHTOB.
(I'OCT P 6.30-2003). Kparkast xapakTepuCTHKA.

7. llonsiTe pexkBu3uTa JOKyMeHTa. TpeboBaHus, IpeabsBisgeMble K 0hOpM-
JICHUIO PEKBU3UTOB.

8. TpeboBaHuek OJIaHKaM JIOKYMEHTOB.

9. TpeboBaHMe K CTUJIIO IETOBBIX TOKYMEHTOB.

10. OcobennocTr 0pOpMIICHHUS PEKBU3UTOB: OTMETKA O HAJIWYUH MPHIIOKE-
HUll, HANMEHOBAaHNE OPTraHU3allMu — aBTOpa JAOKyMEHTa, rpud cOriacoBaHus J0-
KyMEHTA.

11. Ocobennoctu oopmiIeHHs PEKBU3UTOB: 3MOJIEMa OpPraHU3AIMH, MOJ-
MUCh, OTTUCK TeYaTH.

12. OcobenHoctu opopmiIeHHs] PEKBU3UTOB: Ha3BaHUE BUJIa TOKYMEHTA, Aa-
Ta, pETUCTPAIIMOHHBIA HOMEP TOKYMEHTA

13. OcobenHoctu oopmiieHHs] PEKBU3UTOB: CChLIKA HAa PETUCTPALMOHHBIN
HOMED U JIaTy JOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHUS U U3/1a-
HUS JJOKYMEHTA.

14. OcoGenHocTH OQOPMIIEHUSI PEKBU3UTOB: a/IpecaT, pe30JIoLusl, OTMETKA
0 HAJIMYUU PUIIOKEHHH, CIPABOYHBIE JaHHBIE 00 OpraHU3alUu.

15. Ha3HaueHue 1 cocTaB OpraHU3alOHHO-IPABOBOM JOKYMEHTALIMH.
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16. UHCTpYKIIMK: BUBI, COCTaB COAEPKATEIBHON YacTH, 0(hOpMIIEHUE pEK-
BU3UTOB.

17. YcraB, NOJI0XKEHUE: COCTAB COAEPKATENBHON YacTu, OPOPMIIEHUE pEK-
BU3UTOB.

18. Oco0eHHOCTH MOATOTOBKM M HANMCAHUS PACHOPSIUTENBHBIX JOKYMEH-
TOB (0opMmIIeHHE 0000 JOKYMEHTA MO BBIOOPY 00yUYaroIIerocs).

19. Ilpuka3s, BbIIUCKA U3 MPHKa3a: OCOOCHHOCTU MOJATOTOBKH, O(OpMICHUS
PEKBU3HUTOB (TIpuMep 0hopMIIEHUS).

20. Cneuuduka ohopmIIeHUS pacOpsHKEHUH, perieHni (mpuMep oopmIteHus ).

21. XapakrepucTtrka MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. TpeboBa-
HUS K opopMiieHHIO (0hopMIICHHE JTF000TO JOKYMEHTA 10 BEIOOPY 00y4JaroImerocs).

22. [IpoTokoi: BUIBI, COCTAB COAECPKATEIbHON YacTH, pEeKBU3UTHI (IIpUMEp
o OpMIIEHHS TPOTOKOJIA).

23. AKT: cocTaB coziepKaTeIbHOM YacTH, pEKBU3UTOB (TIpUMep 0POpMIIEHU).

24. CipaBka: 0COOEHHOCTH COCTaBJIEHUSI, 0POPMIIEHUSI pEKBU3UTOB.

25. OOpscHUTENbHAsA, AOKJIAJHAs 3alMCKU: OCOOEHHOCTH COCTABJICHUS,
odopMIICHUST PEKBU3UTOB (TIpUMEPBI 0(DOPMIICHHS).

26. CocTaB 1 Ha3HayYeHUE CIyXeOHOU (nmenoBoit) nepenucku. Knaccuduka-
1Sl TOKYMEHTOB, COCTABIISAIOLIUX NTEPEIHCKY.

27 IlpaBunantpeOoBaHUSKAEI0BOMYIUCEMY. Buasimucem.Crienudukanamnuc
AHUSBCTYMUTEIBHONN 3aKIIOUUTEIBHON YacTH (mpuMep opopmileHUs: 1Mo BHIOOPY
oOyyarorerocs).

28. [luceMo (MHMLIMATUBHOE, MHPOPMAIIMOHHOE): OCOOEHHOCTH COCTaBIIE-
HUs, 0QOpMIIEHUS PEKBU3UTOB (IIprUMep 0POpMIICHNS).

29. OcoOEHHOCTH MOATOTOBKH JOKYMEHTOB I10 JIMYHOMY COCTaBY MpPEIIpH-
ATHUS.

30.TpyioBoil 1OroBOp: COCTaB COAEPIKATEIBHON 4acTH, 0(OPMIIEHHE PEK-
BU3UTOB.

31. Ilpukassl 10 JINYHOMY COCTaBY: OCOOEHHOCTH MOATOTOBKH, O(hOpPMIICHHUE
PEKBU3UTOB.

32.JInunble JOKYyMeHTbl. OCOOEHHOCTH HAMCAHUS 3asIBICHU.

7. IlepeyeHb OCHOBHOM U JIOMOJHHUTEILHOM Y4eOHOM JIUTEPATYPHI,
He00X01UMOi1 1JI1 OCBOCHHUS TUCHMILIMHBI (MO1YJIA)

@) OCHOBHAA TUMeEpamypa:

1. I'po3oga, O. C. [lenompoun3BoacTBo : yuedHOe mocodue mis By3oB / O. C.
['po3oBa. — M. : UznatennsctBO FOpaiit, 2020. — 124 c. — (Briciiee o6pa3oBanue). —
ISBN 978-5-534-06787-3. — Tekct : anexktponnsiii / 9bC KOpaiit [caiit]. — URL:
https://urait.ru/bcode/453969.

2. lysanosa, H. H. OcHOBBI enonpon3BoIcTBa. SI3BIK CIIY>KEOHOTO JTOKY-
MEHTa : y4eOHUK U mpakTukym s By3oB / H. H. Illysanosa, A. }O. MBaHoBa ;
nox obur. pex. H. H. lllysanosoii. — M. : M3gatensctBo FOpaiit, 2020 — 428 c. —
(Beiciiee o6pazoBanme). — ISBN 978-5-534-10848-4. — Tekct : 37eKTpOHHBIN //
OBC KOpaiit [caiiT]. — URL: https://urait.ru/bcode/450549.

0) OonoitnumenvHasn 1umepamypa:

1. Ky3nenos, . H. lokymenTanmonnoe obecrnedenue ymnpasieHus. Jloky-
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MEHTOOOOPOT M JEJIONPOU3BOJICTBO : Yy4eOHUK M MpaKTHKyMm ais By3oB / M. H.
Ky3nenos. — 3-e u3zz., nepepad. u nomn. — Mocksa : U3aatensctBo FOpaiit, 2020. —
461 c. — (Briciiee o6pazoBanue). — ISBN 978-5-534-04275-7. — Tekct : snek-
TpoHHBIN // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/449769.

8. IIpodeccuonanbHbie 0a3bl JaHHBIX U HHPOPMANIMOHHBIE CIIPABOYHbIE
CHCTEMBbI

1. http://www.iprbookshop.ru/52058 — snexTpoHHas 6MOIMOTEUHAs] CHCTEMa
«IPRbooksy», moctyn B on-line pexxum K 00JbIIOMY YHCITy HAUMEHOBAHUNA MOHO-
rpaduii, yaeOHUKOB, CIPaBOYHHKOB, HAYYHBIX >KYpHAJOB, AUCCEpPTAlMil U Hayd-
HBIX CTaTeil B pa3inuHbIX obnactax 3HaHuid. ®oug DBbC moCTOSTHHO MOMONHIETCS
AIIEKTPOHHBIMU BEPCUSIMU W3/aHUN POCCHMCKUX H3AATENBCTB, @ TAK)Ke MPOU3BE-
JEHUSIMU OTACNBHBIX aBTOpoB. 121590 — OO0uiee koanuecTBo nmyonukamui, 367 —
Kypunanor BAK, 681 — Bcero xypnHanos, 24185 — YueOnbix uzmanuit (O®I'OC
BO), 7849 — Hayunbix u3nanuii, 2085 — AynuousgaHui.

2. www.biblio-online.ru — snekTponHas 6ubnanoreunas cucrema «HOpaitT,
JOCTYN B on-line pexum K OOJIBIIIOMY YHCITy HAUMEHOBaHUW MOHOTrpaduid, yueo-
HUKOB, CIPABOYHUKOB, HAYYHBIX KYPHAJOB, JIUCCEPTAlMH W HAay4YHBIX CTaTed B
pa3nuuHbix obnactsax 3HaHui. ®ona DbC MOCTOSHHO MOMOIHAETCS 3EKTPOHHBI-
MU BEpCUSMHU H3JAHUA POCCUICKUX M3ATENIbCTB, a TaKXKE MPOU3BEACHUSIMH OT-
JeNbHBIX aBTOPOB. DOHJT 3IEKTPOHHOM OMOIMOTEKH cocTapisieT 6oaee 6000 yuebd-
HUKOB U Y4€OHBIX TOCOOMIA.

3. www.e-xecutive.ru — oOyuatomieecss CoobmectBo MeHemxepoB. K yua-
CTHIO B IPOEKTE MPUBIICYECHBI JTYUILINE OTEUYECTBEHHBIC U 3apyOe)KHbIE KOMIIAHUH U
OpraHM3aIlK, IPU3HAHHBIE BO BCEM MHUPE IKCIIEPTHI, AaHATUTUKUA U KOHCYJIbTAHTHI.
HNudopmanmonHbie pecypchl caiiTa MpeACTaBiIsIOT CTPATETUYECKYIO0 HH(GOPMAITUIO
JUTsI MEHEIKEPOB-NPO(ECCUOHATIOB.

4. http://www.aup.ru — bu3Hec-noptayl npeaHa3HaueH sl PyKOBOJUTENEH,
MEHEKEPOB, MAPKETOJIOrOB, (PMHAHCUCTOB M YKOHOMHCTOB NpeanpusTiii. OcHo-
BOM mopTaia sBJISETCS JJIEKTpPOHHAs OMOJIMOTEKa JEI0BOM JUTEPATYPbl U JOKY-
MEHTOB, a TaKxe Ou3Hec-(hOopyM MO Pa3IMYHBIM aCIIEKTaM TEOPUU U MPAKTHKU Op-
TaHU3aI1H, ITIAHUPOBAHUS U YIPABICHUS ACSITEIbHOCTHIO MPEANPUATHH.

5. http://ecsocman.hse.ru — @enepanbHblii 00pa3oBaTeIbHBIA TOPTAT «IKO-
Homuka. Comuonorus. MeHeIKMEHT» — 3TO CUCTeMa TeMaTHYECKUX Mpoeccro-
HAJIBHBIX CAWTOB, BHIIMOJHEHHBIX M0 CXOJAHOMY 3aMBICITy U paOOTAIOUINX B €IMHBIX
CTaHaapTax oOMeHa HHpOpMaIHei.

6. http://window.edu.ru — Mudopmarnmonnas cucrema «EmuHoe OKHO 10-
CTyma K 00pa30oBaTENIbHBIM pecypcam» OObeIUHSET B €IuHOE MH(OPMALMOHHOE
MPOCTPAHCTBO AJIEKTPOHHBIE PECYPCHI CBOOOHOTO JOCTYIIA JIJIsl BCEX YPOBHEM 00-
pazoBanus B Poccuu. B paznene «bubnuoreka» mpexactasieno 6osiee 28 000
y4e0HO-METOJIMYECKUX MATEPHUAJIOB.

7. http://www.mevriz.ru/ — )KypHaa COACPKUT MaTepUaJIbl 10 TEOPUH, OpTra-
HU3AIMU U SKOHOMHUKE MEHE/DKMEHTA, YIPABICHUIO IEPCOHANIOM, (PMHAHCOBOMY U
OTpPACIECBOMY MEHEIKMEHTY, YIPABICHUIO MEXIyHapOJHbIM OWU3HECOM, yIpaB-
JICHYE€CKOMY KOHCAJITHHTY, HOBBIM T€XHOJIOTHSIM MEHEKMEHTA.

8. http://www.reputationinstitute.com/ — MHCTUTYT u3y4yeHHs pemyTaluu
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(Reputationlnstitute), CIIA.

9. http://www.rjm.ru/ — Hay4HBIH XypHaa B 001acTu ynpapieHus «Poccuii-
CKHI JKypHAJl MEHEDKMEHTA.

10. http://www.garant.ru/ — CnpaBouHas rpaBoBas cucrema «['apanT.

11. MaTepualibl 0 COIMANTbHO-I)KOHOMUYECKOMY TMOJI0KEHUIO U PA3BUTHIO B
Poccum — http://www.finansy.ru.

12. Odunmaneueiii caiit banka Poccum (aHanuMTHYECKHME MaTepuaibl) —
http://www.cbr.ru.

13. Odunnansabiii calT deaepanbHON CIY)OBbl TOCYAApPCTBEHHOM CTAaTH-
ctuku Poccuiickoit deneparuu. [DnexkTpoHHbIN pecypc]. — Pexxum qoctyna: http://
www.gks.ru.

9. IlepevyeHb HHPOPMANMOHHBIX TEXHOJIOTHI, HCIOJIb3yEeMbIX IPH
OCYLIECTBJIEHMH 00PA30BaTEJIbHOIO NMPOLECCA M0 AUCHUIIAHE (MOLYJII0),
BKJIIOYASl MIepeYeHb MPOrPAMMHOI0 od0ecrnedyeHuss 1 HHPOPMALMOHHBIX
CIIPABOYHBIX CUCTEM (IIPH HEOOXOAMMOCTH)

NudopmanimoHHble TEXHOJIOTMM OXBAaTHIBAIOT BCE PECYPChI, HEOOXOIUMBIE
JUTsL yrpaBieHus: HHpopMalre, 0COOEHHO KOMIBIOTEPHI, MTPOrpaMMHOe obecte-
YeHHE U CEeTH, HEOOXOAUMBIE NJIsl CO3/IaHus, XpaHEHUs, YIIPaBICHUs, IEpeIaun 1
noucka uHpopmaiuu. MupopmannoHHbIe TEXHOJIOTHH, UCTIOTIb3yeMbIE B yUeOHOM
Iporecce: KOMIBIOTEPHBIE CETH, TEPMHUHAJBI (KOMIIBIOTEP, COTOBBIE Tele(OHBHI,
TEJEBU30P), YCIYTH (3JEKTPOHHAS 1I0YTa, TOMCKOBBIE CUCTEMBI).

Peanuzamus yueOHOW NOUCHUIUIMHBI TpeOyeT Hamu4Msi KOMIIBIOTEPHOTO
KJ1acca o CIIEAYIOIUM 00eCeUeHUEM:

- u3 pacuéra |1 nomemenue Ha 1 (ogHy) rpynmy oOydaembix u 1 (oauH) mpe-
10/IaBaTeNb MPEJOCTABIISIETCS MOMEIIEHHE ¢ pabOYMMU MECTaMu, C KOMITbIOTepa-
Mu (ABTOoMaTu3upoBaHHble Paboune Mecta, APM), 00beAMHEHHBIMUA B JIOKAJIb-
Hyto cetb (JIBC);

- IPENnoaBaTeNto MPeIOCTaBIAETCS YUETHAS 3aMKCh C MMPABAMHU JIOKAIBHOTO
U CETEBOT0 aJMUHUCTpaTopa Ha Bcex APM;

- xapaktepuctuku APM: OC ne nmwxe Windows XP SP3, IE 6.0; anmapart-
Hoe oOecneuyenne: He Hmxke IntelPentium III 1000 MI'n, 512 M6 RAM, 80 I'0
HDD, SVGA (1024x768x32), 100 Mowut EthernetAdapter;

- xapakrepuctuku cetn: 100 Mourt FastEthernet, nanmuumne nocryna B UH-
TEPHET;

- MPOEKTOP C BO3MOXHOCTBIO MOJKIIOYEHHE K pazbemy D-Sub u, xenarens-
HO, DVI unu Bo3MoxxHOCTh noakiIrodcHus Flash-nakonurens;

- TIPOEKLUMOHHBIN JKpaH ¢ OeNIbIM MPOEKINOHHBIM MOJOTHOM 0€3 KPYIHBIX
buznyeckux nedeKTos;

- JIBC pgomxHa MMETh BBICOKOCKOPOCTHOE MOJIKIIIOUeHUE K ceTu Internet.

10. Onucanue MaTepuaJIbHO-TeXHNYECKOH 0a3bl, HEOOXO0AUMOI /1A
OCYyILIeCTBJICHHSI 00Pa30BaTEJILHOI0 MPOoOUecca MO JUCUUILIMHE (MOTYJIIO)

HCKHI/IOHHBIC AyJUTOpHUH, ayAUTOPHH JJIA IIPOBECACHUA IMPAKTHYCCKHUX 3aHA-
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THUH, OCHAIICHHBIE CPEACTBAMH ISl MYJIbTUMEAMNHBIX Mpe3eHTaui, Uu(pOoBOM
aymo- ¥ BUAeo- (hUKCaluu, U BOCHPOU3BEACHUS MH(MOPMAIUU, KOMIBIOTEPHON
TEXHUKOHN C JIMLEH3UPOBAHHBIM MPOrPAMMHBIM OOECIEYEHUEM, MAKeTaMH MpaBo-
BBIX U JPYTUX MPHUKIIAHBIX IPOTpaMM MO TEMATUKE AUCLIUILIUHBI.

Peanuzanus nporpammsbl y4eOHOM TUCHMIUTMHBI TPEOYET HATU4YKUE Y4EOHOTO
kabuHeTa (aygutopun). O6opyaoBaHue yueOHOro kabuHeTa (ayAuTOPHUH) TIPEATIO-
JlaraeT KOMIUICKT CTIeIIHaTM3UPOBAHHON MEOSITH JIJIs:

- OpraHu3aluu paboyero MecTa npenoaBaTes;

- OpraHmu3aIuu paboyrx MeCcT 00yJaroNuXCs;

- pallMOHAIBHOTO PAa3MENICHHS M XPaHEHUS CPEICTB O0yUCHUS,

- OpTaHMU3aIMU UCIIOJIH30BAHUS allapaTyphl.

[Ipy w3ydeHMH IUCIUTUIMHBI WCIOJIB3YIOTCS ayJIUTOpHUH, 000PYIOBAaHHBIC
MYJIBTUMEIUHHBIMUA CPEJICTBAMH OOYYECHHS: MPOEKTOPOM, HOYTOYKOM, MHTEpaK-
TUBHOU J0CKOW. Mcrosib30BaHME MHTEPHET-PECYPCOB MPEIOIaraeT NpoBe/ieHre
3aHATUH B KOMIIBIOTEPHBIX KJlaccax C BbIX0Ja0M B MHTepHeT. B KOMIBIOTEPHBIX
Kjlaccax oOywvaroliyecs MMEIOT JOCTyNl K MH(POPMAIMOHHBIM pecypcam, K 0Oasze
JNaHHBIX OuOMMoTeku. [[ns oOyyaromuxcsi ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMU
310POBbsl HEOOXOAMMBI CIIEIMAJIbHBIE YCIOBUS ISl MOJy4deHUs: oOpa3oBaHus. B
HEeISAX JOCTYIMHOCTH TOJIYYEHHs BBICIIETO 00pa3oBaHUs MO 00pa30BaTEIbHBIM
mporpaMMaM WHBIHAJAMU W JIMIIAMHU C OTPAHWYECHHBIMH BO3MOXHOCTSIMHU 3J10PO-
Bbs lHCTUTYTOM 0OecreunBaeTcs:

1. Hannuue anpTepHaTUBHON Bepcuu ouiMansHoro caiira Muctutyra B ce-
™1 « HTepHEeT» M1 CIa0O0BHUSIINX.

2. TlpucyTcTBHE aCCHCTEHTa, OKA3bIBAIOIIETO OO0ydJaromeMycs HEeoO0XOau-
MYFO TTOMOIIIb.

3.JIns MHBAIMIIOB W JIMI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS TIO
CIIyXy — IyOJIMpOBaHUE BCIYX CIPABOYHON MHPOpPMALUU O PACIIUCAHUU YyUEOHBIX
3aHATUH; o0ecreyeHnue HaJieKalluMHU 3ByKOBBIMU CPEJICTBAMU BOCITPOU3BEICHUS
uHpopmaruu.

4. JInst ’HBAIMIOB U JIMI] C OrPAaHMYEHHBIMU BO3MOXKHOCTSMU 370POBbSI, UMe-
IOUMX HApPYUIEHHUsS OIMOPHO-IBUTATEILHOTO ammapaTa, CO3[aHbl MaTepUabHO-
TEXHUYECKHE YCIOBHS, OOECIEUMBAIOIIME BO3MOXKHOCTH OECIPENATCTBEHHOI'O J0-
cTyna o0y4aromuxcsi B yueOHble TIOMEIIEHHS, OObEKTY MUTaHUA, TyaJeTHbIC U ApY-
rue momemieHus: MHcTuTyTa, a Takke MpeObIBaHUS B YKA3aHHBIX ITOMEIICHUSX
(HanMuMe pacIIMPEeHHBIX IBEPHBIX MPOEMOB, TIOPYIHEN U IPYTUX MPUCTIOCOOTICHUT).

[Tpu mpoBeneHNN MPAKTUYECKUX U JICKIIMOHHBIX 3aHITHH, a TAK)KE TIPH BbI-
TIOJITHCHUH CaMOCTOSITEIbHOW PaOOThI MCIOJIB3YIOTCS TaKWe MPOTPAMMHBIE TPO-
nyktel, kKak Word, Excel, Power Point, Internet Explorer.

Jlist 6ornee yrimyOIeHHOTO N3Y4YeHUS AUCITUTUTHHBI U PACCMOTPEHHS €€ TIPaK-
TUYECKUX AaCHEeKTOB NpeaycMoTpeHo ucnojibzoBanue cucrem CIIC «l"apant» u
CIIC «Koncynbrant [1ntoc», 4TO 1a€T BOBMOXKHOCTH CBOEBPEMEHHO OTCJIEKHUBATh
U3MEHEHUs B HOPMATUBHO-IIPABOBOM 0a3e, perJaMeHTHUPYIOIIeH KOMMEpPYECKYIO
NeSATEIbHOCTh OPraHu3aIui.
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11. IIporpamMHoe o0ecniedyeHue (KOMILIEKT JIMIEH3MOHHOT0 IPOrPAMMHOI0
obecrneyeHms)

JIJIs TIOBBINICHHUSI KAauyecTBa IOJTOTOBKHM M OIICHKH ITOJYyYEHHBIX 3HAHHH
JacTh MPAKTUYCCKUX 3aHATUH IJIAHUPYETCS MPOBOJINTH B KOMITBIOTEPHOM KJIacce ¢
HcIoJib3oBanneM koMnoHeHToB MicrosoftOffice 2007, 2008, 2010: Word, Excel,
Access, PowerPoint, Visio, 1C: Ilpenmpusitue.
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