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1. TACIIOPT TPOTPAMMBI YUYEBHOW JUCHUTLIVHBI
JlokyMeHTallMOHHOE o0ecrievyeHne ypaBjieHus

1.1. O6s1acTh NPUMEHEHHUsI IPOTPAMMbI

PaGouass  mporpamMma  ydeOHOW  guciUIUIMHBL  JloKymMeHTanmuoOHHOe
o0ecrieyeHne YNpPaBJIEHUS] SBISIETCS YacTbl0 OCHOBHOM Mpo¢ecCHOHATIbHOU
obOpasoBarenbHON mporpamMmbl B cooTBercTBHM ¢ PI'OC mo crenuasbHOCTH
40.02.01 IIpaBo u opranuzaius corpagibHOro ooecreueHus (6a3oBas MoJArOTOBKA).

PabGouass mporpamMma y4ueOHOW JUCHUIUIMHBI MOET OBITh HCMOJIb30BaHA B
JOTIOJITHUTEIbHOM TIPO(eCCUOHAIbBHOM 00pa3oBaHUKM U B IpodhecCUOHaATbHON
MOJATOTOBKE COTPYAHUKOB YUPEXKACHUIN COLMATBLHOMN CepBhl.

1.2. MecTo y4yeOHOH THCHMIUIMHBI B CTPYKTYpe OCHOBHOM mpogeccuoHalIbLHOI
o0pa3oBaTebHOI NPOrpaMMBblI: JAUCLMILITNHA OTHOCHTCS K
oOuienpogecCuoHaNbHBIM YU€OHBIM JTUCHUIUIMHAM MPOPECCHOHATBHOTO YYeOHOTO
[UKJIA.

1.3. Heaun u 3amaum y4eOHONl JMCUMILUIMHBI — TPeOOBaHHMA K pe3yJbTaTam
OCBOCHUS Y4eOHOM TUCHUIJIMHBI:

B pesynbrare ocBoeHUs yueOHON AUCHUTIIMHBI 00YUYaOIIUICs TOTKEH

yMeTh:

- 0OPMJIISTH OPTAHU3AIMOHHO-PACTIOPSAUTEILHBIE TOKYMEHTHI B COOTBETCTBUU
¢ nerctByronmM ['OCTowm;

- OCYIIECTBIIATh 00PAOOTKY BXOJSIIMX, BHYTPEHHUX U UCXOJAIIUX JTOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

- 0hOpMIIATH TOKYMEHTHI JIJISl TIEPEIaul B apXUB OPTraHU3AIIHH.

B pesynbTaTe ocBoeHUs yueOHON AUCIUIUIMHBI 00yYarOIIUiics JOHKEeH

3HATH:

- IOHSATHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

- MpaBWJIa COCTaBJICHHUA W OQPOPMIICHUS OPTraHU3aLMOHHO-PACTIOPSIAUTEIBHBIX
nokymeHToB (nmanee - OPJI);

- CHCTEMY H THIIOBYIO TEXHOJIOTHIO JOKyMEHTAI[MOHHOTO OOeCIeueHus
ynpasienus (nanee - JJ0OY);

- OCOOCHHOCTH  JEJONPOM3BOJCTBA IO  OOpamieHusIM  TpaxkJaH |
KOH(HIEHIIMATILHOTO AEJIONPOU3BO/ICTBA.

Pa3Burh cnocoOHOCTH, HeoOXoauMble st  (GOpMHMPOBAHMST  OOIIMX
rkoMmunereHuui (naaee OK):

OK 1. IlonuMarp CyIIHOCTh W COIMAIBHYIO 3HAYUMOCTH CBOEH Oymymei
npodeccuu, NposIBISTh K HEW yCTONYMBBIA HHTEpEC.
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OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€ATE€IbHOCTh, BBIOUPATh TUIIOBBIE METO/IbI
U CcrnocoObl  BBIMOJHEHUS  MPOQPECCHOHANBHBIX  3a7a4, OIEHUBATh  HX
3 PEeKTUBHOCTH U KAYE€CTBO.

OK 3. IIpyHMMaTh pelIeHns B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYallUAX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisiTh MOUCK W HCIOJIb30BaHHE HH(OpMaMH, HEOOXOAUMOM
TUISL 3¢ dEeKTUBHOTO BBINIOJIHEHUS npodeccnoHaIbHbBIX 3az1ad,
po(eCcCUOHATEHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonb3oBaTh HH(POPMAMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHMH B
poheCCUOHAIBHON JIEITEIIbHOCTH.

OK 8. CamocTosTeNnbHO ONpeaesaTh 3a1a4i TpoPecCuoHaIbHOI0 U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCSI CAaMOOOPa30BaHUEM, OCO3HAHHO TIAHUPOBATH MOBBIICHUE
KBaJIU(DUKAIIAH.

OK 9. OpueHTHpOBaTHCS B YCIOBHIX MOCTOSTHHOTO M3MEHEHHUS PABOBOM Oa3bl.

B pe3yabrare mdydeHusi JMCHUIJIMHBI 00y4arOUIuiics: J0/LKeH 00J1aJaTh
npo¢ecCHOHATbHBIMHI KOMIIETEHUMSIMH, BKJIKNYAKIIAMHA B  ceds
CIIOCOOHOCTD:

[IK 1.1. OcyuecTBasTh TpohecCHOHATBFHOE TOJIKOBAaHNE HOPMATUBHBIX MPABOBBIX
aKTOB [UJIsl peaju3aluy MpaB rpaxaaH B cdepe MEHCHOHHOTO OOecredeHus] U
COLMAJIbHOM 3aIlIUTHI.

[1K 1.2. OcymiecTBiseT MpueM IpakJiaH Mo BOIPOcCaM MEHCHOHHOTO 00ecTieUeHUs
U COLMAJILHOM 3allUTHI.

IIK 1.3. PaccMarpuBaTh MakeT JOKYMEHTOB [IJIi HA3HAUYCHUS MEHCHM, MOCOOUA,
KOMIIEHCAIIU, APYTUX BBIIUIAT, 4 TAKXKE MEP COLMATBHOMN MOJAEPKKU OT/IEIbHBIM
KaTErOpUsM rpaxiaH, HYy>KIAIOIUMCS B COIIUATILHOM 3aIlUTE.

[IK 1.4. OcymecTBisTh yCTaHOBJEHWE (HA3HAYCHHE, IIepepacdeT, IepeBon),
WHJICKCAIIMI0 U KOPPEKTUPOBKY TEHCUM, HAa3HAUYCHHE MOCOOMH, KOMIIEHCAIUN U
JPYTUX COLMAJBHBIX BBIILJIAT, MCIHOJB3Ysd HH(POPMAITMOHHO-KOMITBIOTEPHBIC
TEXHOJIOTHHU.

[IK 1.6. KoHcynbTHpOBaTh TpaKJaH M TMPEACTABUTEICH OPUAMYCCKUX JIHUI] TIO0
BOIIPOCaM NMEHCUOHHOTO 00ECTICUeHHs U COIMAIBHON 3aIUTHI.

1.4 KosimyecTBO 4aCOB Ha OCBOEHHE IPOrpaMMbl y4eOHOM AUCHUIITHHBI:
MaKCHUMaJIbHOM yueOHOM Harpy3Kku oOydarorierocst 54 yaca, B TOM 4YHCIIE:
00s13aTeNIbHON ayTMTOPHOM yueOHOM Harpy3Kku oO0ydaromierocs 36 4acos;
CaMOCTOSITENLHOM paboThl 0Oy4aromerocs 18 gacos.



2. CTPYKTYPA Y COJAEP)KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCIMIJIMHBI M BUABI Y4eOHOH padoThl

Buj yueOHoi padoThl

Oovem uacos

MakcumasibHasi ydeOHasi Harpy3ka (Bcero)

54

O0s3aTesqbHAs1 AyIMTOPHAsA yueOHAs Harpy3Ka (Bcero)

36

B TOM YHCJIC:

MPAKTUYCCKUEC 3aHATHUA

18

nabopaTopHbIe pabOTHI

KOHTPOJIbHBIE PAOOTHI

CamocrosiTesibHasi padoTa o0yuawuierocs (Bcero)

B TOM YHUCIJIE:
MIOAIrOTOBKA MPE3EHTALIH

IMOATOTOBKA COOOIIEHUS

paboTa ¢ yueOHOM TuTepaTypoil 1 HHTEPHET-PeCypcamMmu
Hanucanue pedepara

HUmoeosas ammecmayusl 6 qbopMe IK3AMEHA




2.2 TeMmaTu4yeCcKHUii IJIAH U COlePKAHUE YUeOHO JUCHUILTHHBI

HaunmenoBanue Coaepxkanue yueOHOro MaTepuaJa, JabopaTopHbie padoThl H NPAKTHYECKHE 3aHATHS, O0bem yacoB Yposennb
pa3esioB M TeM CaMOCTOsITe/IbHAsI padoTa 00yUyaluuxcsi, KypcoBasi padora (PoeKT) (eciu npedycmompersl) 0CBOEHMS
1 2 3 4
BBenenue Conep:kaHue y4eOHOI0 MaTepHuaJia 2
1 | Lenwn, 3agauu u ipeAMeET yueOHOU TucuUIuInHb. CTPYKTYypa AUCIUIUIHHBI, €€ 2 1
npodeccroHanbHas 3HAYMMOCTh, MEKIIPEAMETHBIE CBI3U. CYIIHOCTh OCHOBHBIX MOHSATHI
JOKYMEHTAIMOHHOT0 00ecrieueHus YIIPaBJICHUS
CamocrosiTe1bHas padoTa 00y4arOIMXCA 2
[ToaroroBuTk Npe3eHTanuo Ha TeMy «VIcTopusi BOSHUKHOBEHHUS U STalbl Pa3BUTHUS
nenornpoun3BojictBa B Poccuny
Pa3znea 1. 26
JoxymMeHTHpOBaHUE
ylpaBJieH4eCKOi
JAesITeJIbHOCTH
Temal.l Conep:xaHue y4eOHOIro MaTepuaJa 4
JIOKyMEHTBI 1 1 | INonsaTre 0 nokyMmeHTax, ux pyHkuusax. CBOWCTBa, IPU3HAKH, KIacCU(PUKALK U BHIEI 2 1,2
crocobe! 10oKyMeHTOB. Cri0co6bl JIOKYMEHTUPOBAHHS
AOKyMCHTALMH IpakTHYecKHe 3aHATHS
113 Ne 1. JIokyMEHTHI B CITIOCOOBI JOKYMEHTAIIUU 2
CamocTrosiTesibHAsi padoTa 00y4arOIIMXCs. 2
[ToaroroButk coobmenue: «['OCT P 6.30-2003. OGnacTs NpUMEHEHUS CTaHAAPTAN;
«DenepanbHbIif 3aK0H «O0 AJIEKTPOHHOM MTOITHUCHY
Tema 1.2 Conep:xaHue y4eOHOro MaTepuaJa 2
Yunduxanus u 1 | Yaudukamms u crangapTu3anis JOKYMEHTAIMH: MTOHATHE. Y HU(DUIIMPOBAHHAS CUCTEMA 2 1,2
CTaHlapTH3AIIA JNOKyMeHTaluu: nouarue. CoctaB yHUGUIIUPOBAHHBIX CUCTEM JOKYMEHTAUU:
JIOKYMEHTOB

OpTaHU3aIMOHHO - PACTIOPAAUTEIbHAS, OTYETHO-CTATUCTHYECKAs, IEPBUYHAS, YUETHa,
¢unHaHCcoBas u apyrue. ['ocynapcTBeHHBIE CTaHIAPTH HA YHU(PHIMPOBAHHBIC CHCTEMBI
nokyMeHTaruu. O01epoccuiickue KI1acCu(pUKaTophl




CamocrosiTeibHas padoTa 00y4arOIMXCA

Pabota ¢ yueOHOI TuTEpaTypOil 1 HHTEPHET-PECYpCaMU:

OOBsicHUTE TEPMUHBI «yHU(DUKALUI) U «CTaHIAPTU3ALUD» JOKyMeHTa. Kak cooTHOCATCS TaHHBIE
MOHATHSA?

Tema 1.3. Coaeprxanue yueOHOro MaTepuasa
PexBu3HTBI 1 OMaHKH | 1 | Pexpusurt, GopMyJIsip JOKyMEHTa, THIIOBOI (popMyJIsp, hopMysip-o6pasel, Tabess popm 1,2
AOKYMCHTOB JOKYMEHTOB, alb00M (hopM YHU(DHUIIMPOBAHHBIX TOKYMEHTOB: IOHATHE, XapaKTEPUCTHUKA.
[TpaBuna opopmMieHns pEKBU3UTOB OJIaHKA U UX PACIIOIOKEHNE HA CTaHAApTHOM (hopmaTe
Oymaru, pazmepsl mosneil. branku 1okyMeHTa: MOHATHE, Ha3HAUYeHue, BUbI O1aHkoB. CocTas,
odopmIieHHe PEKBU3UTOB Osanka. Dopmyiisip-oOpaser rpynimbl JOKyMEHTOB,
IpUHATIEKAIMX K 0JHOH cucteme. CocraB, oopMiIeHUE, U3TOTOBIICHHE, XpaHEHUE OJaHKOB
OpraHH3alHH.
IIpakTHYeckue 3aHATHSA
I13 Ne 2. TpeboBanust k 0OPMIICHUIO PEKBU3UTOB YITPABICHYECKUX JTOKYMEHTOB
CamocrosiTe1bHas padoTa 00y4aromMXcs.
Hanucanue pedepara Ha Temy: «IIpoexkTupoBanue 06JaHKOB JOKYMEHTOB OpraHU3allun
Tema 1.4 Coaeprxkanue yueOHOro MaTepuasa
OpranuzannoHHO- 1 | OpraHu3anMOHHO-PACTIOPSTUTEIBHBIC TOKYMEHTHI: TIOHSITHE, Ha3HAYCHHE, OCHOBHBIC BUJIBI. 1,2
pacropsIuTeIbHbIe OpraHu3anroHHbIE JOKYMEHTHI: YCTaB, MOJI0KEHUE, CTPYKTYypa U IITaTHAas YUCICHHOCTb,
JIOKYMEHTBI HITaTHOE pacHUcaHue, MpaBuiia JOKHOCTHASI MHCTPYKIIMS, UX Ha3HAUEHUE, XapaKTepUCTUKA

U COCTaB, TpeOOBaHMNE K 0(OPMIICHHIO, TOPSAIOK YTBEPKIACHU. PactiopsaaurensHbie
JTOKYyMEHTHI: TOCTAaHOBJICHHE, ITPUKA3, PACIIOpsHKEHUE, X Ha3HAYCHHE, XapaKTePUCTUKA U
cocTaB, TpeboBaHus K opopmiennto. CrpaBodHbIe JOKYMEHTHI: CITy)KeOHBIE MHChMAa,
CTIPaBKH, JOKJIQAHbIE 3aIMCKHU, TPOTOKOJIBI, aKTHI, 3asIBJICHNS, NX XapaKTEPUCTHKA U COCTaB,
TpeboBanus K opopmieHnto. TUITBI JOKYMEHTOB: MOATUHHUK, KOTIHSI, TyOJIHKAT, BBIMHUCKA, HX
HasHauyeHue. [lopsmok opopmiteHHs 1 BbIIa4M KOMUH 1 {yONIMKaTOB TOKYMEHTOB, BBIITHCOK M3
HUX

IIpakTuyeckue 3aHsATHS

113 Ne 3. Buabl opraHu3allMOHHBIX JOKYMEHTOB

I13 Ne 4. PacniopsiaurenbHble JOKYMEHTBI

113 Ne 5. MadopmanmmoHHO-CTIpaBOYHAs JOKYMEHTAITUS




CamocrosiTe1bHas padoTa 00y4aromMXcs.
Pabota ¢ yueOHOI TuTEpaTypOoil 1 HHTEpHET-PecypcamMu: pa3padoTaTh MaOJIOH U CTPYKTYPY
TCKCTA OCHOBHLIX OPraHU3allMOHHO-PACTIOPAAUTCIIbHBIX JOKYMCHTOB B 3JICKTPOHHOM BHUJIC

Paznea 2. 24
Opranuszanus
padoThI €
AOKYMEHTAMHU
Tema 2.1. Conep:kaHue y4eOHOI0 MaTepHuaJia 4
Opranuzanus 1 | Coyx06a IOY B opranuzanusix, Ha3HaA4CHHE, 3a1a91, (DYHKIIMH, TUIIOBBIE CTPYKTYPHI, 2 1,2
JIOKYMEHTO0000pOoTa JOJHKHOCTHOM coctaB. PermamenTarust pabotel ¢ CJIOY. JlokyMeHTOOO0POT: IOHSTHE, OOIIHE
MPUHIIMITBI OPraHU3alMK JOKYMEHTO000pOTa, €ro CTPYKTypa, HE0OX0AUMOCTh y4eTa o0bema
IOKyMeHTooOopoTa. HopMaTuBHBEIE JOKYMEHTHI, PETJIAMEHTUPYIOLINE OPTaHU3aIUI0
JIOKYMEHTO0000pOTa
IIpakTHYecKHe 3aHATHSA
I13 Ne 6. OcHOBHBIE (pOPMBI OpraHu3anuu ciyxost JOY 2
CamocTrosiTesibHAsi padoTa 00yYarOIMXCst 2
Hanwucanue pedepata Ha TeMy: «HCTPYKIIMU 1O 1€TONPOU3BOJICTBY KOHKPETHOT'O IPEATPHUITHSY
Tema 2.2. Conep:kaHue y4eOHOI0 MaTepHuaJia 4
Opranu3zanus 1 | Perucrpanust 10KyMEHTOB, OIIpeeIICHUE, 1IENIU, 3a/1a41, MECTA PErUCTPALUU Pa3THYHBIX 2 1,2
peructparuu KaTteropuil 1okyMeHTOB. CucTteMbl U (YOPMBI pErHCTpaIH, UX TOCTOMHCTBA U HEIOCTATKH.
JOKYMEHTOB H [Toka3zarenu, BBOAUMBIE B perucTpalnoHHble (hopMbl. Buabl peructparun. OcobeHHOCTH
KOHTPOJIb UCTIOJTHEHUS pEerucTpaluy BXOAAIIUX, UCXOSAIINX U BHYTPEHHUX TOKYMEHTOB. KOHTpOIb HCmoHeHus
JIOKYMEHTOB JOKYMEHTOB: TIOHATHE, Ha3HaYeHHE, BUABL. [IpuHIUNB opranu3anuu KoHTpoist. Cpoku
WCIIOJIHEHUS: TUTIOBOM, MHIMBUAYaJIbHBIA. TeXHOIOTUs BeICHHUS] KOHTPOJIS
IIpakTHYeckue 3aHATHSA
I13 Ne 7. O6paboTka MOCTYMAOLINX U OTIPABISIEMBIX TOKYMEHTOB. KOHTPOJIb HCTIOTHEHUS 2
JIOKYMEHTOB
CamocrosiTe1bHas padoTa 00y4arOIMXCA 2
Pabota ¢ yueOHOI TuTEpaTypOil 1 HHTEPHET-PECypcaMu: MOPSA0K COCTABICHUS U 0()OPMIICHHS
aBTOOMOTpaduu, XapaKTEePUCTUKHU, PE3IOME
Hanucanue pedepara na temy: «Opranuzanusi “HQOPMAILIMOHHO-TIOUCKOBBIX CHCTEM H
KOHTPOJISI HCIIOJIHEHHSI IOKYMEHTOBY
Tema 2.3. Conep:kaHue y4eOHOTr0 MaTepHuaJia 4




Opranu3zanus 1 | TpeGoBaHus K OpraHu3alMy ONEPATUBHOTO XpaHEHUs JOKyMeHTOB. HoMeHkarypa nen: 2 1,2
OTIepaTUBHOTO nousTue. Bunsl Homenkiarypsl aen. [lopsinok cocraBnenusi, opopmiieHus, yTBEpKICHUS U
XpaHEHUS IOKyMEHTOB NPUMEHEHHsI KOHKpPETHOW HOMEeHKJIaTypsl fei. [lopsaok opopmienus aen. OpraHuszanus
U TIOPAZIOK Tepeaadn XpaHeHusl UCTIOJHEHHBIX JOKYMEHTOB. [lopsaok nepenayn JOKyYMEHTOB Ha XpaHEHHE B apXUB
B apXMB IIpakTHyeckue 3aHATHA
113 Ne 8. [TonroToBka en K apXuBHOMY XpaHeHU0. HomeHknaTypa 2
CamocTrosiTesibHAsi padoTa 00yYarOIMXCst 2
[ToaroToBUTH Mpe3eHTaLNIO Ha TeMy: «Opranu3anus ornepaTHBHOIO XPaHEHN S TOKYMEHTOB U
MOPSAJIOK TIepeiauu B apXUB»
Tema 2.4. Coaeprxanue yueOHOro MaTepuasa 4
JloxymeHTanus mno
N S — 1 | Kondpunenmuanbasie 10KyMeHTHl. CTPYKTypa B OCOOCHHOCTH JOKYMEHTO000poTa 2 2
TeATETBHOCTH KOH(UIEHIMATBbHBIX JOKYMEHTOB. TeXHONOrus y4uera, 00paboTKU U UCTIONHEHUS
KOH(HUICHIIMATBHBIX JOKYMEHTOB. @OPMHUPOBAaHUE U XpaHEHHE A€ KOH(DUACHIIUAIBHBIX
TOKyMEHTOB. JIOKYMEHTHI 10 00pallieHusM rpakaan. Buapl oOpareHuit rpaxaad u padora ¢
HUMH, TOPSI0K JAETOMPOU3BO/ICTBA 110 OOPAIIEHUSIM IPaX/IaH.
[IpakTuyeckue 3aHATHSA
I13 Ne 9. Opranunzanus paboTsl ¢ oOpameHus MU Tpaxaad. Opranuzanus padoThl ¢ TOKyMEHTaMH, 2
MMEIOLIUMH TpUGbl OTPaHUYEHUS JOCTYIIa
CamocrosiTe1bHas padoTa 00y4aromMXxcs. 2
Pabota ¢ yueOHOI muTEpaTypoil M MHTEPHET-pecypcaMu: cocTaBieHUEe (HOPMBI KApTOUYKH MpHUEMa
rpakJaH.
Hanucanme pedepara nHa Temy: «llopsgok paboTel ¢ JOKyMEHTaMH, COJEpKalluMU
KOMMEPYECKYIO TAUHY»
JK3aMeH
Bcero: o4
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3. YCJOBUSA PEAJIN3AIIMU ITIPOTPAMMBI YYUEBHOM A CIHUILIMHBI

3.1. TpeOooBanussi K MHHMUMAJIBLHOMY  MAaTEePHAJIbHO-TEXHUYECKOMY
o0ecre4YeHu10

Peanuzanust yueOHON TUCHUIUIMHBI TPEOyeT HAIUYHUS J1a0OpAaTOPUU TEXHUUYECKUX
CpeICTB O0yUEHUSI.

O6opynoBanme yueOHOro KabuHeTa:

- CTOJI YYEHUYECKHI 3-X MECTHBIN;

- CTOJI YUYUTEJbCKUM;

- CTYJI NOJIyMTKUil «Dopmay;

- IOCKa MarHuTHas 3-X CEKIIMOHHAS;

- KOMILIEKT MeOeu Jid ayJUOCUCTEMBI;
- BBIKATHBIC SALINKY;

- CTYJI HOJIyMATKUMN «Dopmay ¢ MIONUTPaAMU;
- CTEJUIAX JUIsl KOMIIBIOTEPHOM TEXHUKH;
- BELIaJIO;

- JKJIIO3U.

Texnnueckue cpeacrBa 00y4eHus:

- nuatepaktuBHas gocka Hitachi FX-77 TRIO;

- npoexktop HITACHI;

- komnbrorep Compad dx 2200 Mierolower;

- okpaH komnbrotepHbli LG FLATRON L 1530S;

- MoOmbHas ugposas aynuocuctemMa SARP X —BASS;
- HoyTOYK Lenovo :B50-30.

3.2. UudopmanmonHoe odecnevyenne o0yueHust

Ilepeyenb pekoMeHayeMbIX Y4eOHBIX H31anuii, UHTepHET-pecypcos,
AONOJIHUTEIbHOM JIUTEPATYPHI

OcHoBHas IMTEpaTYypa

1. I'maguii, E. B. JlokymeHTannoHHOe oOecrnieueHue YyIpaBlieHus: YueOHoe
nocooue/I'mamuitE.B. - Mocksa : U1 PUOP, HULl UTH®PA-M, 2016. - 249 c.
(ITpodeccuonansuoe obpazoBanue) ISBN 978-5-369-01042-6. - Tekct
anektpoHHbiii. - URL: https://new.znanium.com/catalog/product/468335 Pexum
nocrtyna: http://znanium.com/ mo mapoJo

2. beikoBa, T. A. JlokyMeHTallUOHHOE  OOECIEYCHHE  YIpaBICHUS

(menompoun3BoicTBO) : yueOHoe mocooue / T.A. brixoBa, T.B. Ky3nernona, JI.B.

Cankuna ; mox obm. pea. T.B. KysnemoBoi. — 2-¢ usn., mepepab. U jgom. —

Mocksa : UTHOPA-M, 2019. — 304 c. + Jlon. matepuansl [ DIEKTPOHHBIN pecypc].
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— (Cpennee npodeccuonanpbHoe obpazoBanue). - ISBN 978-5-16-106774-1. -
Texcr : anextponnsid. - URL: https://new.znanium.com/catalog/product/1070624
Pexxum noctyna: http://znanium.com/ no naposo

JlonoTHUTeILHAS JTUTepaTypa

1. Tlamacenko, 0. A. Jlemompou3BOJICTBO: JOKYMEHTAIIMOHHOE OOECreYeHHe
ynpasienus: YueOnoe nocobue / [lanacenko F0.A., - 3-e u3n. - Mocksa :PUOP,
NH®PA-M, 2016. - 112 c. - (BO: bakanaspuar). - ISBN 978-5-16-104535-0. -
Tekct : anexktponHslii. - URL: https://new.znanium.com/catalog/product/542773
Pexxum nocryna: http://znanium.com/ nmo naposnto

2. beikoBa, T. A. JlokyMeHTallmoHHOE  OOCCIICUCHHWE  YIIPaBJICHUS
HEroCyJapCTBEHHBIX opranmu3aiuii: YueOHoe mocoobue / beikoBa T. A., CankuHa
JI. B. - 2-e u3x., nepepad. u goi. - Mocksa : HUI] UHDPA-M, 2015. - 302 c. (BO:
bakanaspuar) ISBN 978-5-16-010379-2. - Tekctr : snextponnsii. - URL:
https://new.znanium.com/catalog/product/468884 Pexum J0CTyma:
http://znanium.com/ o mapo:ro

4. KOHTPOJIb U OLIEHKA PE3VJIbTATOB OCBOEHMSI YYEBHOI
JTUCHMUIIIAHBI

Kontposb M omeHka pe3yJbTaTOB OCBOCHUA Y4YE€OHOM  JUCHUIUIUHBI
OCYUIECTBJISIETCS. NPENOJABaTeIeM B IMPOLECCEe NPOBEICHUS MPAKTUYECKHX
3aHSITUNA, a TaKXKe BBIMNOJHEHHUS OOyYarOUIMMHCS WHANBUIYAIbHBIX 3aJlaHUN U
BHEAYIUTOPHON CAMOCTOSITENIbHON PaOOTHI.

Pe3yabTaTrhl 00yueHust @DopMbI U METOAbI KOHTPOJISI M OLIEHKH
(oCBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHUS) pe3yJbTATOB 00YUYEeHHUs
Ymenus:
- 0hOpMIIATH OpraHu3alOHHO- Texyuuii KOHTPOJIb:
pacnopsiauTEIbHEIE JOKYMEHTBI B - IPOBEPKA UHIUBUIyaJIbHBIX 3aJaHUN;
cootBeTcTBHHM C AercTByommuM ['OCTowm; - YCTHBIN OMpOC;
- OCYUICCTBJIATH 06p2160TKy BXOOAIUX, - IPAKTUYCCKUC 3aHATUS;
BHYTPEHHUX M HCXOAALIUX JIOKyMEHTOB, - caMocCTosITeNbHAas padoTa.
KOHTPOJIb 3a UX UCIIOJIHCHHUCM
- 0OpMIIATH JTOKYMEHTHI sl nepenaud B | MTOrOBBIi KOHTPOJIb:
apXMB OPTaHU3ALMH. - OK3aMCH.
3HaHusn:
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- IIOHATHE JIOKYMEHTa, €ro CBOMCTBA,

CIOCOOBI JIOKYMEHTUPOBAHHS,

- TIpaBWIa COCTaBJICHHS U O(OpMIIEHUS
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX
JTOKyMeHTOB (nanee - OPJI);

- CHUCTEeMy ¥ THIIOBYIO TEXHOIIOTHIO
JOKYMEHTAIlMOHHOTO obecrniedeHus
ympasieHus (manee - JI0Y);

- OCOOCHHOCTH  JIEIIOMPOU3BOJICTBA
oOpareHusM rpakJIaH
KOH(bI/I,Z[GHI_II/IaHBHOFO ACIIOIMPOU3BOACTBA.

10
u

5. INIAHUPOBAHUE YUEBHBIX 3AHATHUN C HCITIOJIb30BAHUEM AKTUBHBIX
N UHTEPAKTHUBHBIX ®OPM 1 METOJOB OBYYEHHUSA OBYYAIOIUXCA

Kpatkas xapakrepucTika BUIa 3aHATHN

Hcnonb3zyeMble aKTUBHbBIE
Y UHTEPAKTHUBHBIE (POPMBI

O0beM 3aHaTul
B
UHTEPAKTHUBHBIX
dhopmax (dacsl)
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Jlexknuu npoOeMHast JTEKIIHS 8
IIpakTHYecKkHe 3aHATHS, CEMHUHAPDI: OTIPOC/KOJITIOKBUYM 5
JlaGopaTopHble 3aHATHS: HE TIPEyCMOTPEHO -

BCEI'O: 13
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