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OJOBPEHA YTBEPXKJIAIO
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TOTIHCH ®.1.0.

PabGouass mporpamma mucnumuabl OIL13  JlokymeHTanmonHoe obecrieueHne
yhnpaBieHUs pa3paboraHa Ha oOcHOBe @DenepanbHOTO TOCYAapCTBEHHOTO
0o0pa30BaTeILHOTO CTaHAApTa CPEAHETO MPOQPECCHOHAIBHOTO 00pa30BaHUS 10
cnenuanbHocT 40.02.01 IlpaBo u opraHuzainus COLMAIBHOTO OO€CHeUYEeHUS,
YTBEPKJICHHBIM TpHKa3oM MuHHCTEpcTBa 00pa3oBaHusl W Hayku Poccuiickoit
®epnepanuu ot 12 mas 2014 r. Ne 508, 3apeructpupoBano B Muntocre PO ot 29
utoist 2014 r. Ne 33324.

Opranuzarust — paspaborunk HAY TIOY «HeBUHHOMBICCKHIT SKOHOMHUKO-
IIPaBOBOM TEXHUKYM»

Pa3pabotunk: Metanuesa E.I1., npenogaBatens, HAY 11OV «H3IIT»

Peuenzents: ®ypmanoBa H.B., npenogaBatens kadeapbl 5JKOHOMUKH U
ynpasienuss HAY 11OV «HOIIIT»

Manuyk E.I1., kaHa. 5KOH. HayK, TOUEHT Kadeapbl 3JKOHOMUKH U
ynpasienuss HHOY BO «<HUDVYII»
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JTIACITUTINHBI
2 CTPYKTYPA U COJEPKAHUE JIUCITATUIAHBI
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4 KOHTPOJIb 1 OLIEHKA PE3VYJIbTATOB
OCBOEHNMA IMCHUIUINHBI



1 TACHIOPT PABOYEM ITPOI'PAMMBI JIJUCHUTLTAHBI

OI1.13 fokyMeHTalIMOHHOE O0eclieYeHue YIpaBJIeHus
1.1 ObacTh npuMeHeHus1 padoveil NPOrpaMMbl AU CHUILIHHBI

PabGouass mporpamMma AUCHUILIMHBI SIBJISETCS YacThIO IPOTPaAMMbl ITOJTOTOBKU
CIIEIIMATIUCTOB cpeiHero 3BeHa B cooTBeTcTBUU ¢ PI'OC CIIO no cnenuaibHOCTH
40.02.01 IIpaBo 1 opra"u3amus COIMaIbHOTO 00eCIIeUeHNUS.

1.2 MecTo y4eOHO# OMCHMIUIMHBI B CTPYKTYpe NPOrpaMMbl NMOATrOTOBKH
CIEeNUAJIMCTOB CPeIHEro 3BeHAa: JMUCIHIUIMHA OTHOCHUTCS K 00menpodeccuoHanbHbIM
JTUCITUTIIMHAM M BXOJUT B IPO(PECCHOHATBHBIN ITHKIT.

1.3 Heau u 3aaa4m JUCHUILUIMHBI — TPEOOBAHUA K Pe3y/JbTATAM OCBOEHMS
JTUCHHUILIMHBI:

B pe3ynbraTte 0cBOEHUS TUCHUILUIMHBI 00yUYarOIIUICS TOKEH YMETh!

- ohopMIISITH  OPraHU3aIMOHHO-PACTIOPAIUTEIbHBIE  JOKYMEHTHI B
cootBeTcTBUHU C aercTByromuM ['OCTom;

- OCYIIECTBISITh OOpabOTKY BXOJSIINX, BHYTPEHHUX M HCXOJSIIUX
JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHUEM;

- 0obopMIISITH TOKYMEHTHI JJIs1 TIepeIaud B apXUB OpraHU3alNY;

- 0CYyWecmeisims Xpanenue 1 NOUCK OOKYMeHMO8;

- UCNOIL3068AMb MENeKOMMYHUKAYUOHHbIE MEXHON02UU 8 JJIeKMPOHHOM
0oKyMeHmoobopome;

3HATD:

- IOHATUE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI IOKYMEHTUPOBAHUSI;

- MpaBWJia  COCTaBJAeHUS W O(OpPMIICHUS  OpPraHU3alMOHHO-
pacnopsaauTeIbHBIX JOKYMEHTOB (fanee - OP/]);

- CHCTEeMY U THWIIOBYK) TEXHOJOTHIO JIOKYMEHTAI[MOHHOIO oOOecrnedeHust
ynpasienus (naiee - [JOY);

- O0COOEHHOCTH JCIIONPOM3BOJICTBA TI0 OOpalleHHs M TpPaKIaH U
KOH(HICHIIUATEHOTO JEIONPOU3BOJICTBA;

- opeanuzayulo OOKYMeHmoobopoma: npuem, oOpabomky, pecucmpayuro,
KOHMPOJlb, XpaHeHue O0KYMEeHMO8, HOMEHKIamypy oeJl

Jucuumuinaa  ciocoOCTByeT  (OPMUPOBAHUIO  CIASAYIOIIUX  OOIIMX
KOMIIETEHIIUM:

OK 01. IloHuMarh CyIIHOCTh U COLIMAJIBHYIO 3HAYUMOCTh CBOEW Oymyuiei
npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC;

OK 02. OpranuzoBbIBaTb COOCTBEHHYIO JIEATECIBHOCTh, ONPEACISATh METObI
W CrocoObl  BBHIMIOJIHEHUS  Mpo(ecCHoHaNbHBIX  3ajay, OIlEHHWBaTh  HUX
3¢ (HEKTUBHOCTD U KaYECTBO;



OK 03. Pemarp mpo0OyieMbl, OLICHUBATh PUCKH W MPUHUMATh PEIICHUS B
HECTaHJAPTHBIX CUTYaLUAX;

OK 04. OcymecTBiasTh NOHWCK, AaHaIM3 MW OLEHKY HH(pOpMalUH,
HEOOXOAUMOW JUIsi TOCTAHOBKM M pelIeHusT NpodeCCHOHATBHBIX —3ajad,
po(EeCcCCUOHATIBHOTO U JIMYHOCTHOTO Pa3BUTHUS

OK 05. Ucnons3oBaTh MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHU
JUTSI COBEPIIIEHCTBOBAHUS MPOPECCUOHAIBHON JEATEIBHOCTH;

OK 08. CaMocTosSTeNnbHO ONpeneiaTh 3a7auu  MnpodhecCUOHATBHOTO |
JMYHOCTHOTO Pa3BUTHUSI, 3aHUMATHCS CaMOOOpPa30BaHKEM, OCO3HAHHO TUIAHUPOBATH
MOBBIIICHUE KBATU(PUKALIIN;

OK 09. OpueHTupoBaThCs B YCIOBHUSAX MNOCTOSHHOIO M3MEHEHHUs MPaBOBOM
0a3bl.

JucuurnauHa CHOCOOCTBYET (bopMUPOBaHHIO CJIETYIOIINX
PO EeCCUOHATIBHBIX KOMIETEHIIUI:

I[IK 1.1. OcymecTBisaTh Npo(ecCHOHATBLHOE TOJKOBAaHUE HOPMATUBHBIX
NPaBOBBIX AaKTOB [UISl peaju3allid NpaB TpaxaaH B cdepe MEeHCUOHHOrO
oOecIieueHNs U COLMAJILHOM 3allUTHI;

I[IK 1.2. OcymecTBisTh HOpHEM TpaxAaH MO BOMpPOCAaM MEHCUOHHOTO
o0ecrniedyeHns U COLMaIbHON 3alUThI;

IIK 1.3. PaccmartpuBarh MakeT JOKYMEHTOB JUIsl Ha3HA4YCHHS IECHCH,
nocoOuii, KOMIEHCALUH, IPYrUX BBIILIAT, @ TAK)KE MEpP COLMATbHOU MOIAEPKKU
OTJIEJIBHBIM KaTErOpUsAM I'PAKIaH, HYKJAIOIUMCS B COLMAIbHOM 3alIUTE;

[IK 1.4. OcyuiecTBasTh yCTaHOBJICHUE (Ha3HAYEHUE, TTepepacyueT, MepeBoy),
WHJEKCALIMI0 U KOPPEKTUPOBKY IMEHCHUW, Ha3HAYEHUE MOCOOMM, KOMIIEHCALM U
JIPYTUX COLMAIBbHBIX BBILIAT, HCHOJIb3Ys HH()OPMALMOHHO-KOMIBIOTEPHBIE
TEXHOJIOTHH;

IIK 1.6. KoHCynbTHpOBaTh rpa)kJaH U MPEICTABUTEIEH FOPUINYECKUAX JIULL
110 BOIPOCaM NEHCUOHHOTO 00ECIIEYEeHHS U COLMATIbHOM 3alUThI;

I[IK 3.2. IIpoBOAWTP MOHUTOPMHI W aHAJINA3 COLMAIBHBIX ITPOLECCOB
(ycioBusi, NPUYMHBI, MOTUBBI IPOSBIICHHS) B MYHULIUIIAIbHOM O0Opa30BaHUU.

B pamkax mnporpaMMmbl JUCHUIUIMHBL OOYYalOUIMMHCS OCBaMBAIOTCS
CJIEIYIOLIME JHYHOCTHBIE Pe3yJIbTAThI:

JIMYHOCTHBIE Pe3y/IbTAThl Koa 1u4HOCTHBIX
peaiu3aluy NPOrpaMMbl BOCITUTAHUS pe3yJIbTaToB

[IposBisrommMi AKTUBHYI0  T'PaXXIAHCKYIO IIO3ULHIO,
JEMOHCTPUPYIOLINN ITPUBEPKEHHOCTh NPUHIIMIIAM YECTHOCTH,
MOPSIAOYHOCTH, OTKPBITOCTH, DKOHOMHUYECKM AaKTUBHBIA H
YYaCTBYIOIIMM B  CTYACHYECKOM U  TEPPUTOPUAIBHOM JIP 2
CaMOyNpaBJ€HWHA, B  TOM  4YUCIE€  HAa  YCIOBHSX
NO0OpOBOJIBYECTBA, MPOAYKTUBHO B3aUMOJCHCTBYIOIIMNA U
YYaCTBYIOIIMH B IEATEIBHOCTH OOIIECTBEHHBIX OpraHU3aIfii

[IposBnsiromMi CO3HATENBHOE OTHOILIEHUE K HEMPEPHIBHOMY
00pa30BaHUIO KAaK YCJIOBHIO YCHENTHOW MpodhecCuOHATBLHOU U JIP 14
OOIIECTBEHHOH J1€ATEIbHOCTH




6

CaMocTOSTENbHBIA U OTBETCTBEHHBIN B IPUHATHU PEILIEHUN B
CTaHJIAPTHBIX U HECTAHJIAPTHBIX CUTYaLIUAX U CIIOCOOHBIN JIP 20
HECTH 3a HUX OTBETCTBEHHOCTH

YMeromuii 0CyIecTBIsATh MOUCK, aHATU3 U OLICHKY
nHpopMaru, He0OX0UMOM SISl TOCTAHOBKH M PEIICHUS JP 21
npodeCCUOHANIBHBIX 3aJ1a4

OmnpenensaTs 3a1a4u Npo(PecCHOHATBLHOTO U TUYHOCTHOTO
Pa3BUTHS, 3aHUMAThCS CaMOOOPa30BaHUEM, OCO3HAHHO JIP 26
TJIAHUPOBATH MOBHITIICHNE KBATU(UKAITIU

Oprann3oBbIBaTh COOCTBEHHYIO JAESITENLHOCTD, BEIOUPAThH
METOJIBI ¥ CLIOCOOBI BBITTOJTHEHHSI PO(ECCHOHATBHBIX 3a]1a4, JIP 28
OLIEHUBATh UX 3(Q(HEKTUBHOCTH U KAYECTBO

1.4 KosuvecTBO 4acoB HA 0CBOeHHe padovell MporpaMmbl y4eOHO
TUCHHUILTAHBI:
O0P0O
O6bem o0Opa3oBaTeIbHON MporpaMmbl y4eOHON AUCHUIUIMHBL 144 yaca (M3 HHX
sapuamusnou yacmu 30 yacog), B TOM YHUCIIE:
BCET0 BO B3aMMOJICHCTBUU C TIpenoaaBaresieM 96 4acoB, U3 HUX:
Jexkuui 48 4acos,
MPAKTUYECKUX 3aHATUH 48 4acoB;
CaMOCTOSITETILHOM paboThl 00Oyyatroiierocs 48 4acos;
POMEKYTOUHas arrecTauus B popme auddhepeHunpoBaHHOTO 3a4eTa.
300
O6bem oOpa3oBaTeIbHON MporpaMmbl yueOHON AUCHUIUIMHBL 144 yaca (M3 HHX
eapuamusHou ywacmu 4 uaca), B TOM YHUCJIE:
BCET0 BO B3aMMOJICHCTBUU C IIpenoaaBaTenaeM 16 4acoB, U3 HUX:
0030pHO-YCTaHOBOYHBIC 3aHATHS (JICKIIMH) 8 4acoB,
MPAKTUYECKUX 3aHATUN 8 4acoB;
CaMOCTOATENBLHOM paboThl oOy4varomierocs 128 yacos;
MPOMEKyTOUHas arrecTainus B popme auddhepeHImpoBaHHOTO 3a4eTa.
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2 CTPYKTYPA U COAEP KAHUE JUCIIUIIJIIMHBI
OI1.13 JoxkyMeHTalMOHHOE O0ecreYeHue YIpaBJaeHus

2.1 O0beM AUCHMIJIMHBI U BBl Y4eOHOH padoThl

Buna yueo6Hoit padoThI

Oovem uacos

paboTHI ) 3a1aHUI

oDO3P0
MakcumasibHasi ydeOHasi Harpy3kKa (Bcero) 144/144
Oo0si3aTesibHAs ayIMTOPHAsA yueOHasi Harpy3ka (Bcero) 96/14
B TOM YHCJIE:

JIEKIUU 48/8
71a00paTOPHBIE 3aHATUS -
IIPAKTUYECKUE 3aHITUS 48/8
KOHTPOJIbHBIE paOOTHI
KypcoBas paboTa (eciii Ipe1yCMOTPEHO)

CamocrosiTesibHasi padoTa 00y4arwiuerocst (Bcero) 48/128
B TOM YHCJIE:

PaboTa ¢ nuTepaTypHbIMU HCTOYHUKAMHU 12/16
CocraBnenue cxem, Ta0auI] KjiacCupUKaIi TOKYMEHTOB 6/18
BrinonHeHne WHAUMBHAYalbHBIX (TIPE3CHTAMN, TBOPYECKHUE 10/42

IIpomedsicymounas ammecmayusi 8 popme oughghepenyuposannozo 3aiema




2.2 TemaTn4yecKuii JIaH U cofep:kanue ydyeOHoi qucuunannabl OI1.13 JlokymMeHTaMOHHOE 00ecniedeHne yIpaBJIeHus!

HaumeHoBaHue pa3aeioB U TeM Coaep:xkaHue y4e0HOT0 MaTepuaa, JJadopaTopHble padoThl M MPAKTHYECKHE 3aHATHS, O6bem yacoB | YpoBeHb
CaMOCTOSITEJIbHAS PadoTa 00y4YaloIUuXCs 0P0O/390 0CBOEHHS
1 3 4
Bsenenue Coaeprxanue yueOHOIro MaTepuasa 2/2 1
Ilenun, 3amaum © npuHUUNBL JenonpousBoicTBa.  IIpenmer u 3agadm  Kypca.
PekomeHnnmanuu 1o OpraHu3alMd CaMOCTOSATEIBHOM W BHEAYAMTOPHOW pabOoThI
crtyneHTtoB. Ilomatne o KoppecnoHzeHuuMu U Jenonpou3BoAcTsBe. Jlormdeckas
CTpYKTypa JHUCUUIUIMHBI, €€ MECTO B CHUCTEME IOJArOTOBKM CIEIHaIUCTa,
MEXIPEAMETHBIE CBSI3H.
Paznea 1 O0mas 8/16
XapaKTepPUCTHKA
AOKYMEHTAIlMOHHOI0
o0ecrnevyeHusi ynpaBJieHHsI
Tema 1.1 Coaepixanue yueOHOIro MaTepuasa 4/2 2
OcHoBHbIE HIOHSTHS OcCHOBHBIE TOJIO)KEHUS 10 JOKYMEHTHUPOBAHUIO YIPABIECHYECKOW JEATEIbHOCTH.
JTIOKYMEHTAIMOHHOTO Enunas ['ocynapctBennas cucrema aenonpousBojactsa (EI'C JOY)
o0ecrieueHus yrpaBiIeHUs KntoueBble  MOHATHA:  JAOKYMEHT,  JIOKYMEHTOOOOpOT,  JI€JIONPOHM3BOJICTBO,
YHU(UKALUs, CTaHAApTH3alus, apXWBHOE Jeno, oprrexHuka. Kiaccudukanus
JIOKYMEHTOB,
CamocrtosiTeibHAst padoTa 00y4yalomMXxcs: 4/14 3
Coo0b1enus Ha TeMsl : «McTropuueckue 3Tamnsl AeI0MPOU3BOICTBAY ,
«lenonpounssoacteo B Poccuu B 20 Beke.»
KpoccBopz 1o KJIFOUEBBIM MOHATUSAM
Paznen 2  TpebGoBanus Kk 24/24
COCTABJICHHI0O U O0(OPMJICHUIO
AOKYMEHTOB
Tema 2.1 Coaepixanue yueOHOro MaTepuasa 4 2

Odopmienne TOKyMEHTAllUU B
COOTBETCTBUU C HOPMATHUBHOM
Oazoit

Odopmienne TOKyMEHTAllMd B COOTBETCTBHHM ¢ HOPMATUBHOW 0a30i, B TOM YHCIE C
UCIOJIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOIOTHA.
OcHoBHBIE TmTpaBwiIa OGOPMIICHHS MAIIMHOIHACHBIX
dbopMaTUPOBAHUIO TEKCTA

TEKCTOB. TpeOoBaHHs K
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Tewma 2.2 OdopmineHue OCHOBHBIE PEKBU3UTHI IOKYMEHTA, MX KIacCH(pUKAIIKS, MpaBriia 0hOPMIICHUS B 4
OCHOBHBIX PEKBU3UTOB cootBercTBUU ¢ [OCTom. @opmynsip u OJIaHK TOKyMEHTa
JOKYMEHTa
IpakTHYeckne 3aHATHS 8
Ne 1 OpopmieHre NpoCThIX PEKBU3UTOB JOKYMEHTOB
Ne 2 OdopmiteHuE CIOKHBIX PEKBU3UTOB JOKYMEHTA
Ne 3:Tloanuce, yTBepKAECHHUE U COTIIACOBAHUE TOKYMEHTOB.
CamocTosiTesibHasi padoTa 00y4YarOMXCsi: 8/24
OdopMHTh pacroNOKEHWE PEKBU3UTOB M TpaHHIBI 30H Ha (opmate A4 yrioBoro u
npojonsHOro Onanka. ( pucyHok ) CocraB ¢opmynsipa AOKYMEHTOB Ha pa3iMYHBIX
HOCHUTEIISIX WH(POPMAIIHH.
Paznen 3 CucreMbnl 54/44
AOKYMEHTAIlMOHHOI0
o0ecrieyeHusi ynpaBJieHHsI
Tema Copaepxanue yuyeOHOIro MaTepuasa 4
3.10pranu3zanuoHHas YCOPJl — yHuduuupoBaHHas cCHCTEMa OPraHU3aLMOHHO—PACHOPSIAUTEIBHON
JIOKYMEHTaLUs nokymenTtanuu: cocraB YCOP/], obnactu ee nmpumeHenus. OpraHu3anvoHHbIE
JIOKYMEHTBI, UX Ha3zHadeHue, Gopmyinspbi-oopasiel. [Iponenypa cocraBneHus u
oQopMIIEHHS  OpraHU3alMOHHBIX  JOKyMeHTOB.  OOjacTb  NPUMEHEHHUS
OpraHU3alMOHHBIX TOKYMEHTOB. Mcnoab3oBaHue YHUGDHUIIMPOBAHHBIX (opM
IIpakTHYecKkHne 3aHATHA 4
Ne 4 OdopmiieHre OCHOBHBIX BUJIOB OPraHU3ALMOHHBIX TOKYMEHTOB
Tewma 3.2PacniopsautensHas PacniopsinutensHble 1OKyMeHTHl. VX HasHaueHue, Gopmysspel-oOpasisl I[Iponenypa 4
10KyMEHTalus COCTaBJIEHUS! U O(POPMIIEHUS PaCHOPAIUTENbHBIX JOKYMEHTOB. O0IacTh MPUMEHEHUS
pacropsaUTeIbHbIX JOKYMEHTOB. Vcnonp30BaHne yHUPHUIUPOBAHHBIX (hopm
IIpakTHyeckue 3aHATHA 6/4
Ne 5§ OdopmiieHre mprUKa3oB, UX PETUCTPALTHIS
Ne 6 OdopmiieHre pacnopsHKEHU U MOCTAHOBJICHHI .
Ne 7TloaroroBka v oopMIIEHHE MPOTOKOJIA U PELICHHH.
Tema 3.3 UndpopmannoHHo- HNHdpopMannoHHO-CIIpaBOYHbIE JOKYMEHTHI. WX Ha3HaueHue, (GopMyispbl-00pasiibl. 4

CIIpaBOYHas JOKYMCHTalIWA

[Iponienypa cocraBnenus u odopmieHus HHHOPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
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Ob6nactp mpuMeHeHHs HH()OPMAMOHHO-CIIPABOYHBIX JOKyMeHTOB lcmonp3oBanue
yHUDUIMPOBAHHBIX (HOpM.

I[IpakTuyeckue 3aHATHS
Ne 8 OdopmiteHne crpaBoK, JOKIATHBIX U 00BSICHUTEIBHBIX 3aIMHCOK.
Ne 9 Odopmiierne akToB
Ne 10 Tenehonorpammsl 1 TeneOHHBIE TEPETOBOPEI

CamocTosiTesibHasi padoTa 00yYarOMXCsi:
[Moprdonmo no kmaccupuKauu JOKYMEHTOB; 10 PA3TUYHBIM BUIAM ITHCEM.
[IpoBenuTe CpaBHUTEIBHBIA aHANM3 MPABUI BHYTPEHHErO TPYIOBOTO paclopsaka u
I0JIOXKEHHUS 0 nepcoHase . CpaBHUTENbHbIE TAPAMETPHI:
HanpaBrneHHOCTh JOKyMEHTa
IIpumepHas CTpyKTypa JOKyMEHTa
Kewm ytBepxkaaercs
OcHoBa 151 pa3paboTKu
CyObeKTbl IpUMEHEHUS

8/22

Tewma 3.4 JIoKyMEHTHI 110 KaJapam

Coaep:xanue y4eOHOro MaTepuaJia

OOm1re cBeeHUs 0 JOKYMEHTAIUH 110 TMIHOMY cocTaBy. OdopMiieHne pe3roMe 3asBIeHUN
o nmpueMe Ha paboTy. JIOKyMeHThI, IpebsBIIsieMble IPU 3aKI0UYEHUHN TPYIOBOTO JJOTOBOPA.
JInuHasi KapTOYKa, XapaKTEpUCTHKA, aBTOOMOrpadus, aHKeTa , JUYHOE IEJ0 PabOTHHUKA.
ITpukassl o 1nyHOMY cocTaBy. TpyaoBas KHMXKKA : BblJ1auya, 0OpMIIEHUE, XpaHEHHE.

6/2

IIpakTHYecKkne 3aHATHSA
Ne 11 Ocopmiienue TuyHOrO Jesia Ha pabOTHUKA
Ne 12 OdopmieHre U BHECEHHE 3alUCell B TPYAOBYIO KHIXKKY.

6/2

CamocrosiTesibHas padoTa 00y4YaromMXxcs:
Pa3paboraiiTe anroputm opopMiIeHHs TOKYMEHTOB IIPU IIPHEME COTPYIHUKA Ha padoTy.
Odopmute XxapakTepuCTUKY (IIpeACcTaBIeHNE) Ul TPOBEACHUS aTTECTALlUU.

3anonnute yHUUIUpoBaHHYIO Gopmy Ne T-2.

8/14

Paznen 4 Opranuzauus
AOKYMEHT0000poTa

56/58

Tema 4.1Tex"onorus u

Conep:xanue yueOHOTro MaTepuaJia

2/2
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HPUHIIUAIBI OPraHU3aIHH
JIOKyMEHTO000pOTa

Opranuzanus JOKyMEHTOOOOpOTa: TMpueM, o00pabdoTKa, perucTpanus, KOHTPOIb,
XpaHeHHe JOKYMEHTOB, HOMEHKJIaTypa Jjen. TpeOoBaHWsS K 3arojioBKamM Jedl.
®opmupoBanue jaen. Cucremarusanusi JTOKyMEHTOB BHYTpH nena. OdopmieHue nen.
TunoBble CPOKU XpaHEHUsI IOKYMEHTOB.

Tema 4.2 IToaroroska
JIeJT K apXMBHOMY XPaHEHUIO

Conep:kanue y4eOHOTro MaTepuaa
OCHOBHBIE OHSTHSI: APXUBHBIN (POH, JOKYMEHTAIIMOHHBIN (OH/.

I[IpakTuyeckue 3aHATHS
Nel3 CoctaBuTh TaOIUIly MEPOTIPUATHIA AJIs TIEpelavun A€l B apXUB.
Nel4 Vcnonb30BaHue KOMIbIOTEpA NPH paboTe ¢ TOKYMEHTaMHU B OpraHU3alyH.

CamocrosiTesibHasA padoTa 00y4aromMXcs
CocraBiieHre CIpaBKy O Epeadu el B apXuB.
cocraBieHue noknana no teme 4.2. «IloaroToBka aen K apXMBHOMY XPaHEHHIO

6/14

Tewma 4.3. Opranuzanus paboThI €
KOH(HICHIIMATbHBIMU
JOKyMEHTaMH

Conep:xanue yueOHOro MaTepuaJa

[TonsiTre KoH(UIEHITHAIBHBIX JOKYMEHTOB.

Opranuzanus padoTsl ¢ KOH(UACHIUATEHBIMU JTOKYMEHTaMU

CamocrosiTesibHas padoTa o0y4yarummuxcs

[MoxroroButs coobmienue mo teme 4.3. «Opranuzanus padoThl ¢ KOH(PUICHINATHHBIMH
JOKYMEHTaM#»

6/14

Tema 4.4 TexHonorus
aBTOMATH3UPOBAHHOM 00pabOTKH
JOKYMEHTaIIU!

Conep:xxanue yueOHOro MaTepuaJia

ABTOMAaTU3UPOBAHHBIE CUCTEMBI JICJIONPOU3BO/ICTBA.

Cucrema »3JIEKTpOHHOTO JoKyMeHTooOopora (C3Jl), ee cTpykTypa, HacTpolka
cucteMbl. O030p COBPEMEHHBIX CPEJCTB OPITEXHUKHU Ui MEepelauyd U nepepadoTKu
uHpopmanuu. lludpoas mnoamuce. DeKTpoHHas moyTa. 3amuTa HHPOPMAIUH.
AHanu3 nmuceM rpaxkJaH, 3asBICHUs, )KaJI00bl.

[ToHATHE TOMIMHHWKA, KOMHHW, BBIMHCKH, MyOivKara. Buapl KOmWii JTOKyMEHTOB,
0COOEHHOCTH  3aBEpeHMsT KOMMH M BBINMCOK HOTapUAIbHBIMU KOHTOpaMH U
JOJKHOCTHBIMY JIMIIAMH OpTaHU3aLUH.

CnyxeOHble MMChMA, UX Kiaccuukanus U TpeOoBaHUs K 0pOPMIICHHIO

IIpakTHYecKkue 3aHATHA
Ne 15 Peructparus BXOIAIMNUX U UCXOIAIIUX JOKYMEHTOB.
Ne 16 Criaga nen B apxuB
Ne 17 CnyxeOHble TUChbMa, OTBETHI Ha 5KaJI00BI.

6/2
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CamocrosiTesqibHasi paboTa 00yYarOIMXCS:

Cxema oprann3any KOHTPOJI UCIIOJIHCHHUA JOKYMCHTOB , U CXECMY ACATCIIbHOCTU

AKCIIEPTHON KOMHUCCHHU IPH MOATOTOBKE JOKYMEHTOB K IIEpe/laue B apXUB .

Tabnuna :-OcHOBHBIE BU/IbI JOKYMEHTOB, HY>KJIAIOLLIUECS B YTBEP)KICHUU.
-OCHOBHBIE BU/IbI IOKYMEHTOB, Ha KOTOPBIX MIPOCTABIISIETCS M1€YaTh

8/26

JAnddepeHnupoBaHHbIH 3a4ET
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3 YCJIOBHUS PEAJIN3ALINM PABOYEI ITIPOTPAMMBI
T CTUTLIAHBI

3.1 TpeboBaHNsi K MUHMMAJIBLHOMY MATEPUAJIbLHO-TEXHUYECKOMY
o0ecnmeYeHnIo

JUia peanu3anuu MpOrpaMMbl JUCHMIUIMHBI MPEAYCMOTPEH CIEAYIOUIU
KaOuHeT: KaOMHET MEHEKMEHTa UM OKOHOMHUKM opraHusauuu. KaOuher
COOTBETCTBYET JEHCTBYIOIIMM CAHUTAPHBIM M IPOTUBONOXKAPHBIM HOpPMaM,
TpeOoBaHUsAM CaHUTApHO-3IUAEMHUOIOIMUECKUX MTpaBuil 1 HopMaTuBoB (CanlluH
242 Ne 178-02)  (cOOTBETCTBYET  JEWCTBYIOIIUM  CAHUTApHBIM U
IPOTUBOMOXKAPHBIM HOPMAaM): OCHAIIICHO THIIOBBIM 00OPYIOBaHHEM, B TOM YHCIIE
CHCIMATU3UPOBAHHON  y4eOHOM  MeOenbl0 U CpeAcTBaMU  OOy4yeHwus,
HEOOXOJUMBIMUA N7l BBITIOJIHEHUS TpeOOBaHWUN K ypPOBHIO TOATOTOBKHU
oOyyJarommxcs.

O6opynoBanne kKaOMHETa MEHEIKMEHTAa U SKOHOMHUKH OpPTaHU3ALMH: CTYI
IpPEernoaBaresis, A0CKa YYEHHYECKasi, KOMIUIEKT CHEUATN3UPOBAHHOW y4eOHOU
Mebenn (YyYeHHUYECKHE CTOJIbl W CTylbs), Kadp OQUCHBIN it y4eOHO-
METOJMYECKMX MAaTepHajoB, HAay4dHOH M MOHOrpapuMuecKod JHUTEepaTypshl,
KOMIUIEKT TEXHMUYECKHX CpEACTB O00ydeHHs (HOYTOyK ¢ JOCTYyIIOM K
UH(POPMALlMOHHO-KOMMYHUKAIIMOHHOW ~ cetu  «VIHTepHET»,  TeleBU3HOHHAs
cUcTeMa), ydeOHO-HAaIJIsIIHbIE TOCO0Us, THPOPMAIIMOHHBIE CTEH/IbI.

3aJbl:

bubnuoTeka, YMTaNbHBIN 3aJ1 C BBIXOJOM B ceTh IHTEpHET.

HNupopmanuoHHbIE TEXHOJIOTHH

Peanuzanus paboyeit mporpaMMbl AUCHUILIMHBI oOecriedeHa He0OXO0UMbIM
KOMITJIEKTOM JIMIICH3MOHHOTO TMPOTPaAaMMHOTO OOECredYeHusi, B TOM YHCIIC
Microsoft Office, Microsoft Visual moamucka Visual Studio Dev Essentials.
NudopmarimoHHbie CIIpaBOYHBIE CUCTEMBI
1. UudopmarimonHast cipaBo4HO-TIpaBoBasi cuctema «l apanT.

CoBpeMenHbIe npodheccuoHaIbHbIe 0a3bl JAHHBIX:

1. ®enepanbHblii 1IEHTP HHGPOPMAIIMOHHO-00pa3oBaTeNbHbIX pecypcoB. - URL:
http://fcior.edu.ru/ (cBoOGOAHBIN HOCTYM). - Pesxkum nmocryna: cBoOOaHBIN. — TeKCT:
AIIEKTPOHHBIN.

2. Nudopmannonnas cucrema «EaumHOoe OKHO Joctyna K 00pa3oBaTelbHBIM
pecypcam». - URL: http://window.edu.ru/ (cBoGoansiii pgoctym). — TekcT:
DIIEKTPOHHBIM.

3. https://avidreaders.ru - becmiatHas sJeKTpoHHas OuOIMOTEKAa (CBOOOIHBIN
JIOCTYTI)

4. OO6pazoBarenbHas 1maaT@opma (dIeKTpoOHHO-OMOMIMOTEeYHas cuctema) HOpaiir.
— Pexxum noctyna: https://urait.ru/



https://urait.ru/
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CrnenuajbHble YCJIOBUS HHBAJIUIAM M JUIIAM ¢ OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

CrennanbHble YCIOBUSA OOyUEHHUSI M HAIpaBJICHUs paOOTHl ¢ UHBAIMIAMU U
JHUIAMHA C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 3JI0pOBBs (fanee - oOydaromuecs ¢
OTpaHUYCHHBIMUA BO3MOKHOCTSIMU 3JI0POBbsI) OIMPeIeSIEHbl HA OCHOBAHUU:

- MenepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «OO06 oOpazoBaHuu B
Poccuiickon @enepauum»;

- @®enepanbHOro 3akoHa ot 24.11.1995 Ne 181-®3 «O counaibHOM 3amIuTe
MHBAIMIOB B Poccuiickount Denepannmn;

- npuka3za Munnpocsemenust PO ot 24.08.2022 No 762 «O0 yTBepkIeHUU
[lopsinka opraHM3anuMu M OCYILIECTBIEHUs OOpa30BaTEIbHON MEATEIBHOCTH I1O0
00pa30BaTeNbHBIM MIPOrPaMMaM CPEIHEro MpohecCHOHATFHOTO 00pa30BaHUs»;

- HIHBIMH HOPMAaTHUBHO-IIPABOBBIMU aKTAMH.

[log cnenuaJbHBIMUA  YCIOBUSMHM  JJI1  TOJYy4YeHUS  0Opa30BaHHUS
OoOy4JaromMxcss C OrPaHUYECHHBIMA BO3MOKHOCTAMH 3J0POBbS IOHHUMAIOTCS
yCIIOBUSI O0y4Y€HHUs, BOCIIUTAHUS U PA3BUTUS TAKUX OOYYAIOLIMXCS, BKIIOUYAOIINE
B ce0sl MCIOJIb30BAaHUE MPU HEOOXOJAMMOCTH alallTUPOBAHHBIX 00PAa30BATEIbHBIX
OporpaMM M METOAOB OOYy4YeHUSI U BOCIUTAHUS, CHEIHUAIbHBIX Y4€OHUKOB,
y4eOHBIX MOCOOUMH M JMJAKTUYECKUX MATE€pHAJIOB, CHELMAIbHBIX TEXHUYECKHX
CpeacTB  OOyueHUsT KOJUIEKTUBHOIO UM HMHAMBHIYAJBHOTO  IOJb30BaHUS,
IPEOCTABIICHUE YCIYT aCCUCTEHTA (IIOMOIIIHUKA), OKa3bIBAIOIIETO HEOOXOIUMYIO
IIOMOILb, ITPOBEJACHNUE IPYNIOBBIX U UHANBUAYAJIBHBIX KOPPEKIIMOHHBIX 3aHATUH,
o0ecrnieueHne AOCTyIa B 3/1aHUs U IPYTUE YCIOBUSI, 0€3 KOTOPHIX HEBO3MOKHO WJIH
3aTPyIHEHO  OCBOEGHHME  O00pa30oBaTENIbHBIX  IporpamMMm  OOydYalImMXcia C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 3JI0POBBSI.

OOyueHue B paMkKax Yy4eOHOM JUCHUIUIMHBI  OOyYarolUxcs ¢
OTPaHUYECHHBIMA  BO3MOXXHOCTSMHM  3JI0POBbSl  OCYILIECTBIISIETCSI C  Y4ETOM
0COOEHHOCTEN MCUXO(pU3NIECKOT0 PA3BUTHUSA, UHINBUYAIbHBIX BO3MOXKHOCTEH U
COCTOSIHUSA 37I0POBBSI TAKUX O0YyHarOIIUXCS.

OOyueHue oOydYaroUMXcsi C OrpPaHUYEHHBIMU BO3MOXHOCTSIMH 370pPOBBS
MOJKET OBITh OPraHU30BAaHO KaK COBMECTHO C JAPYTUMHU OOYyYarOIIMMHUCA, TaK U B
OTJIEJBHBIX IpynIax.

B nensx noctynHocty 00y4yeHuUs Mo AUCUUIIIIMHE 00eCcTIeynBaeTCs:

1) n1st M ¢ orpaHUYEHHBIMUA BO3MOKHOCTSIMU 3/10POBbS IO 3pEHHUIO:

- HaJIM4Me ajJbTepHATUBHOM BEpCUU O(PUIIMATIBLHOTO caliTa TEXHUKyMa B CETH
«HTepHEeT» N5 CIabOBUIALINX;

- BECh HEOOXOAMMBIN NJIsl U3y4YEHHUs MaTepuall, COrjJacHO Y4eOHOMY IUIaHy
(B TOM uwucine, s OOydYaloIIMXCA MO WHIUWBUIYAIbHBIM YYEOHBIM IIJIaHAM)
MPEIOCTABIISAETCS B AJIEKTPOHOM BHJIE HA JHCKE.

- UHAUBUIyaJIbHOE paBHOMEpHOE ocBelleHne He meHee 300 mrokc;

- MPUCYTCTBUE ACCHUCTEHTA, OKa3bIBAIOIIET0 0OydaronieMycsi He0OX0IUMYIO
MOMOIIIb;

- of0ecnieueHne BO3MOXXHOCTH  BBINYCKa aJIbTEPHATUBHBIX (POPMATOB
MEeYaTHBIX MATEPHUATIOB (KPYMHBIN MpU(T Wiu ayinodans);

- o0ecrieueHne JOCTyMa OOYYalomerocsi, SBISIOMIETOCS CIENbIM |
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WCITOJIB3YIOMIETO COOAKY-TTPOBOTHUKA, K 3/TAHUI0 TEXHUKYMA.

2) [ Ul ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSMHU 3/I0POBBS 10 CIYXY:

- HaJIM4ue MUKPOQPOHOB U 3BYKOYCUIIMBAIONICH anmapaTtypbl KOJUIEKTUBHOTO
MOJIb30BaHUs (ayIMOKOJIOHKH);

3) i Ul ¢ OTpaHUYEHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSl, HMMEIOIIUX
HapyILIEHUsT OIMOPHO-JBUTATEIBHOTO amnmapara, MaTepHAIbHO- TEXHUYECKUE
YCIIOBUSI JIOJDKHBI 00ecrneunBaTh BO3MOXKHOCTh O€CHpENITCTBEHHOrO JOCTyIa
oOydarommxcss B ydeOHble TIOMEIIEHUS, CTOJOBbIC, TyalleTHbIE U Jpyrue
NMOMEIICHUS] TEXHUKyMa, a TaKke MNpeObIBaHUS B YKA3aHHBIX TMOMELICHUSIX
(HaIMYue TMaHIyCOB, TMOPYYHEH, pacIIMPEHHBIX JBEPHBIX MPOEMOB M APYTHX

MPUCIIOCOOJICHHI ).
[lepen HauamoM oOydeHHUsI MOTYT IPOBOAUTHCA KOHCYJIbTAaTHBHBIC 3aHATHS,
HO3BOJISIOIINE o0yyaromumcs C OTpaHUYEHHBIMU BO3MOXKHOCTSIMU

aJanTHPOBAThCA K yUEOHOMY IIpoLIecCy.

B mpouecce BeneHus ydyeOHOW AUCHUIUIMHBI MEAAroraM peKOMEHIYeTCs
UCIIOJIb30BAHUE COLIMAIIbHO-aKTUBHBIX M PEQIIEKCUBHBIX METOJOB OO0y4YeHUs,
TEXHOJIOTUMA COLMOKYJbTYPHOU peadWwIuTaliiu ¢ 1EeJIbl0 OKa3aHUus IOMOIIU
OOy4aroluMcsi ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3[I0pPOBBbSl B YCTaHOBJICHUU
MOJIHOLIEHHBIX MEKJIMYHOCTHBIX OTHOILIEHUH C IPYTUMH 00y4YarolUXCsl, CO3/1aHUU
KOM(OPTHOTO MCUXOJOTUYECKOT0 KJIUMaTa B yYeOHOM TpyIIie.

OcoOeHHOCTH TPOBEACHUS TEKYIIEM M NPOMEXKYTOUHOH aTTecTaluu o
JUCHMIUIMHE A1 OOy4arolUXCsl C OIPAaHUYEHHBIMH BO3MOKHOCTSMHU 3/10pPOBbS
YCTaHABJIMBAIOTCA C Y4€TOM HWHIUBUAYaJIbHBIX MCUXO(PU3NUECKUX OCOOEHHOCTEN
(ycTHO, THMCBMEHHO Ha Oymare, NHCbMEHHO Ha KoMmIbiloTepe, B (opme
TeCTUpoBaHUs U Apyroe). IIpu npoxoxaeHuH NpOMEKYTOYHON aTTecTaluu Npu
HEOOXOJAMMOCTU TMPEAOCTABISAECTCS JOMOJHUTEIbHOE BpeMs ISl MOATOTOBKH
OTBETA.

3.2 UndopMmaunoHHoe od0ecneyeHne 00yueHust
HNHTepHET-pecypcoB, AOMOJHUTEILHOM JUTEPATYPHI
OcHoBHas JuTEpaTrypa

1. lyBanosa, H. H. JlokymeHTarimoHHOe OOECIIEYCHHE YIIPABICHUS | YICOHUK U
MPAKTUKYM TUIS CPEIHETO poecCUOHaTEHOTO oOpazoBaHus /
H. H. lllyBanoBa. — 2-e wu3n. — Mocksa : UznarensctBo FOpaiit, 2022. —
265 ¢. — (Ilpodeccuonanpuoe obOpazoBanme). — ISBN 978-5-534-00088-7. —
Tekcr : anexkTponHsiil / O6pa3oBarenbHas miarpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/489985.

2. Kopnees, 1. K. JlokymMeHTallMOHHOE OOECNEYeHUE YIPABJICHUS : YUYECOHUK U
NpaKTUKyM Il cpeaHero mnpodeccuonanbHoro obpazoBanusi / U. K. Kophees,
A. B. ITmenko, B. A. MamypueB. — 2-e¢ usn., nepepad. u jgom. — Mocksa :
NznatensctBo FOpaiit, 2022. — 384 ¢. — (Ilpodeccuonanpnoe oOpazoBanue). —

ISBN 978-5-534-05022-6. — Tekct : »nektpoHHbli // OOpa3zoBarenbHas
miatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/492541.
3. KysunenoB, W.H. JlokymeHTanmuoHHoe oOecrneueHue  yIrpaBJcHUS.

JIOKyMEHTOOOOPOT M JIETOMPOU3BOJICTBO | YUEOHUK M TPAKTUKYM JUIsI CPETHETO
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npodeccuonansHoro obpaszosanus / U. H. Kysnenos. — 3-e u3za., mepepad. u
non. — Mocksa : M3gatensctBo HOpaiit, 2022. — 462 ¢. — (IIpodeccnonanpHoe
obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : 2JIEKTpPOHHBIN //
OO6pazoBartenbHas maTdopma Opaiit [caiiT]. — URL:

https://urait.ru/bcode/490168.
4. bant, B.C. JlokyMeHTaunoHHOEe obOecrieueHue ympasieHus. FOpuandeckas
TEXHUKa : ydeOHOe mocoOue aJisi cpelHero mpodeccuoHaIbHOro oOpa3zoBaHus /
B. C. bsant. — 2-e u3na., ucnp. u gon. — Mocksa : M3narensctBo FOpaiit, 2022, —
103 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-08233-3. —
Teker : anexkTponHbI // O6pazoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/493900.
JlonoiHUTEIbHAS JIUTepaTypa
1. KazakeBuu, T. A. JlokyMeHTanmmoHHOE OOeCIeUeHNEe YIIPABICHUS | YICOHUK U
MPaKTUKyM JJI cpenHero mnpodeccuonanbHoro obpazoBanus / T. A. KazakeBud,
A. W. Tkanmuu. — 2-e¢ wu3a., ucnp. u gom. — Mocksa : M3garensctBo HOpaidr,
2022. — 177 c.— (IIpodeccuonanpHoe obOpaszoBanue). — ISBN 978-5-534-
06291-5. — Texkcrt : anekTpoHHbIi // O6pa3oBaTenbHas miatgopma FOpaiit [cait].
— URL: https://urait.ru/bcode/491677.
2. loponuHna, JI. A. JlokyMeHTaIlmOHHOE OOECIeYeHUE YIPABJICHUS ;| YUYCOHUK U
MPaKTUKYM JJiA CpeaHero mnpodeccuoHanibHoro obpaszoBanus / JI. A. JlopoHuHa,
B. C. UputukoBa. — MockBa : MHW3znarensctBo HOpaitt, 2022. — 233 c.—
(ITpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr
aeKTpoHHbI // OOpa3zoBatenbHas 1wiatgopma FOpaut [caiit]. — URL:
https://urait.ru/bcode/492618.
HNuTepHeT-pecypcesnl:

1. MunucrepcTBo 3KOHOMHYECKOrO pasButus Poccuiickonn Penepaunu -
economy.gov.ru (CBOOOAHBIN 10CTYyT);

2. CnpaBouHas npaBoBas cuctema «l'apant» // URL: https://www.garant.ru/

3. MuHUCTEPCTBO HSKOHOMHMYECKOTO pa3BuThUs CTaBpOINOJIBCKOTO Kpas -
stavinvest.ru (CBOOOHBIN TOCTYM);

4. ®@enepanbHblii  oOpazoBaTenbHbIE  TopTan IOCM — DOKOHOMUKA.
COLMOJIOTIUA. MEHEJIDKMEHT - ecsocman.hse.ru (cBOOOHBIHM 10CTYTI);

5. Economicus.Ru — wuHTEpHET pecypc MO IKOHOMHKE, MEHEIKMEHTY H
dbuHaHCaM - economicus.ru (CBOOOIHBIN JOCTYII);

IMepuoauueckue u3gaHus

1. XKypnan «Jlenonpous3BOACTBO U JOKYMEHTOOOOPOT Ha MPEIANPUITHI
(cBoOoHbIN nocTym) // https://delo-press.ru/journals/documents

2. Kypnan «/lemonpousBoactBo» (cBoOOMHBIN poctym) // https://www.top-
personal.ru/officeworks.html

3. Bcepocculickuii HAYYHO-TIPAKTUYECKUAMN KypHaI «DKOHOMHUKA,
MPEeANPUHUMATETHCTBO U paBo» (cBOOOAHBIN JOCTYII) //
http://epp.enjournal.net/en/

4. Hayunswni xypHan «Momomoit yueHbli» (cBOOOmHBIN  jgoctym) //
https://moluch.ru/



https://urait.ru/bcode/490168
http://epp.enjournal.net/en/
https://moluch.ru/
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ITepeyenb npogeccuoOHAIBHBIX 023 JaHHBIX H HH(POPMALMOHHBIX
CIIPABOYHBIX CHCTEM
HNudopmanmonnas cripaBouHasi cuctema «l apanr.
CoBpeMeHHbIe IpodheccuoHambHbIe 0a3bl JaHHBIX:
1. @enpepanbHbli  LEHTp  HMH(POPMALMOHHO-O0OpPA30BATENBHBIX  PECYPCOB

(cBoOoanbli  gocTym) //  [DnekTpoHHBIM pecypc]. — Pexum  gocryna:
http://fcior.edu.ru/
2. Enunas xomekiusa 1udpoBeIX oOpa3zoBaTenbHbIX pecypcoB. - URL:

http://school-collection.edu.ru/ (cBo60HBIN HOCTYIT). — TEKCT: 3IEKTPOHHBIMN.
3. HnadopmammonHas cuctema «EmuHOEe OKHO J0CTyma K 0Opa3oBaTelbHBIM

pecypcam». - URL: http://window.edu.ru/ (cBoGomubiii moctym). — Tekcr:
AIEKTPOHHBIN.

4. https://avidreaders.ru - becmaTHas snexkTpoHHas OuOMMoOTEKa (CBOOOMHBIN
JIOCTYM).

5. DaeKkTpoHHO-O0MOIMOTEeUHas cucTeMa (oOpa3oBaTteibHas aTdopma) urait.ru.


http://fcior.edu.ru/
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4 KOHTPOJIb U ONEHKA PE3YJBTATOB OCBOEHUSA
YYEBHOM JUCIHUTIJIAHBI
KoHTponb U OlleHKa pe3yslbTaTOB OCBOCHHS JUCHUILUIMHBI OCYIIECTBIISECTCS
MpernojiaBaTesieM B MPOIECCe MPOBEACHUS MPAKTUICCKUX PAOOT, BBIMOTHEHUS
OOyYarOIIMMUCS CAMOCTOATENbHON padoThl, AU HEpEHIIMPOBAHHOTO 3a4eTa.
@®opMbl U METOABl KOHTPOJS U OLIEHKH pe3yJbTaTOB, OOMIMX KOMIIETECHIIUMH,
npoecCHOHANBHBIX ~ KOMIIETEHIIMHA, OIEHKH JIMYHOCTHBIX  pEe3yJIbTaTOB
peanu3alyy MporpaMMbl BOCIIMTAHUSI IPEJICTABIICHBI B TA0IHUIIE:

Koab! popMupyemsbix
001MX 1
npogecCHOHAIbHBIX
. ®opMbI 1 METOAbI
Pe3yabTarhl 00yyeHust KOMIIeTeHIN,
KOHTPOJISI M OIlEHKH
(ocBOEHHbBIE YMEHUH, JINYHOCTHBIX
pe3yJbTaTOB
YCBOCHHBbIC 3HAHUS) pe3yJibTaTOB
00y4eHuUst
peajn3anuu
NMPorpaMMblI
BOCNIMTAHUS
B pe3syabTare ocBoeHusi
JTUCIHHUILIHHBI OK1-5,8,9
o0yyaruics JOJIKEH [IK1.1-14,1.6,3.2 SKCIIepTHAs OIleHKa
YMeThb: CaMOCTOSITENIbHOM
-0(hOpMIIATH TOKYMEHTAIIUIO B paboThI 1o
COOTBETCTBHH C HOPMATUBHOM 3aKOHOJATEIbHBIMU U
0a30ii, B TOM 4HCIIE C HOPMaTUBHO-
UCIIO0JIb30BaHUEM METOAUYECKUMU
UH(OPMAITMOHHBIX JOKYMEHTaM
TEXHOJIOTUH;
-OCBanBaTh TEXHOJIOTUHU
aBTOMATU3UPOBAHHOU
00pabOTKU JOKYMEHTAlUU U HaOJII0/ICHHE 32 XO0JI0M
€021ACcOo8bIBAMD paboThI Ha
byxeanmepckue 00OKYMeHmbl MPAKTUYECKUX
3aHsATUIX Ne 13-15
JKCHEpTHAs  OLICHKa
CaMOCTOSITEJIbHOU
-MCIOJIb30BaTh
paboThI o
yHUGUIUPOBAHHBIE  (DOPMBI
odopmiieHUE
JTIOKYMEHTOB ISl OhOpMIeHUs.
OCHOBHBIX PEKBU3UTOB
CHPABOYHO-UHDOPMAYUOHHBIX
JIOKyMEHTa
OOKYMEHMO8.
JKCIEpPTHasT  OILICHKa
JTOKYMEHTOB




- OCYHICCTBJIATL XPAHCHUC U
IOHUCK NOKYMCHTOB;

- UCIIOJIb30BaTh
TEJICKOMMYHUKAIMOHHBIC
TEXHOJOTHH B 3JCKTPOHHOM
JIOKYMEHTO000pOTE;

-ohopmasame OOKyMeHmMbL NO
JUYHOMY COCMABY;

B pe3syabTare ocBoeHusi

TUCHUTITTHHBI
o0yyariuics JMOJI2KEH
3HATh:

-TIOHATHE, 1IEJIH, 3aa91 U
TIPUHIIATIBI
JIETIOTIPOU3BOICTBA,;
-OCHOBHbIE TIOHSITHS
JIOKyMEHTAIMOHHOTO
oOecrieueHus yIpaBJIeHUS;

- CUCTEMBI
JIOKyMEHTAITMOHHOTO
oOecrieyeHus: ynpaBJIeHHUS;

- KJ1IacCU(UKAIIUIO
JOKYMEHTOB,  cocmas U
npasuia ogopmnenus
CNpAasoK, OOKNAOHBIX u

00bACHUMENIbHBIX 3anucok,
aAKmoe.

-TpeOOBaHUsI K COCTaBJICHUIO
U 0(OPMIICHHUIO JOKYMEHTOB,
K pesucmpayuu nepeudHbIx
Oyxeanmepcxkux OOKYMeHmMO8
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MPAKTUYECKUX
3aHgTi Ne 4-10

JKCIIEpTHAsE  OLIEHKa
CaMOCTOSITEIIbHON
paboThI 1o
TE€XHOJIOTUU
ABTOMATU3UPOBAHHOU
00paboTku
JOKYMEHTaIu!

AKCIEpTHAas OIICHKa
JIOKYMEHTOB
MPaAKTUYECKOTO
3aaaTus Ne 13

AKCIIepTHas OIICHKA
JIOKYMEHTOB
MPAKTUYECKOTO
3aaaTyst Ne 11-12

-oMalriHsisi pabora

-YCTHBIN OIIPOC

- OLIGHKA BBITIOJHEHUS
IIPAKTUYECKOU
paboTHI;

-ppOHTABHBIN OMpPOC

TectupoBanue

TectupoBaHue

-3aIlUTa BBIITIOJHEHUS
CaMOCTOSTEIbHOU
paboThI;




- OpraHU3aLnIo
JOKYMEHTOO0O0pOTa:  MpHEM,
00paboTKy, perucTparuio,
KOHTPOJIb, XpaHEeHUe

JIOKyMEHTOB, HOMEHKJIATypy
nen

-OCYHICCTBIIT XPAHCHUC U
IIOUCK NOKYMCHTOB
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