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1. IACIIOPT PABOYEM IPOI'PAMMBbI YYEBHOM JUCHUILINHBI
OIIII.13 J/lokyMeHTaIbHOE O0ecnieYyeHUe YIPABJIEHUS

1.1. O0Js1acTh IPUMEHEHUs IPOTrPAMMBbI

[Iporpamma yuyeOHOU JUCHUIUIMHBI SBIISETCS YAaCThIO 00pa30BaTEIbHOM MPO-
rpaMMbl IOJITOTOBKHU CHEIMAINCTOB CpeaHero 3BeHa B coorBercTBuu ¢ GPI'OC no
cnenuanbHocTu CITO 38.02.01 DkoHOMUKaA M OyXTanTepcKuid ydet (1o oTpacisam),
yKpynHEHHas rpymma crnenuanbHocTed 38.00.00 DxoHOMUKA U yTIpaBICHUE.

[Iporpamma y4eOHON AUCHMIUIMHBI MOXET OBITh MCIIOJIb30BAaHA B JIOTIOJIHU-
TEJILHOM TpPO(ecCHOHaTFHOM O00pa30BaHUM JJI TOBBIMICHUS KBaJU(UKAIUU U
MEePENOoArOTOBKH PabOTHUKOB 110 crierrainbHocT 38.02.01 DxoHOMUKa M OyXTa-
TEPCKUH ydeT (110 OTPACIISIM).

1.2. MecTo y4eOHOM IMCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON IPOrpaMMbI:
JUCUUIUIMHA BXOIUT B 001ENpOPEeCCHOHATBHBIN ITUKJI.

1.3. Heaun u 32724 y4eOHOH AUCUHMILUIMHBI — TPeOOBAaHHsSl K pe3yJbTaram
OCBOEHUS Y4eOHOH TUCIUIJIMHBI:

[lens: ycBOGHHE TEOPETHYECKUX 3HAHUN B 00JIACTH HOPMATUBHO IMPABOBOM
0a3bl JOKYMEHTAIITMOHHOTO 00eCTIeueHusl YIPaBIeHUs;, OpraHu3aiu padboT 1o je-
JIOTIPOU3BO/ICTBY, OBJIAJICHUE TIPUEMAaMH COBPEMEHHOTO JCJIONPOU3BOJICTBA, a TaK-
*e GOpMHUPOBAHNE HEOOXOAMMBIX CHICITHATICTY KOMITETECHITUN.

B pesynpraTe OCBOEHHMS Y4e€OHOW AMCHMIUIMHBI OOyYaroUIUiics JOJIKEH
yMeTh:

OCYUIECTBJIATh MOUCK, aHAJU3 U UCIOJIb30BAaHUE HOPMATHUBHO-TIPABOBBIX J10-
KYMEHTOB B IIPUMEHEHUU K 3a1a4yam IOV

COCTaBJIATh U OQOPMIIATh YIPABIECHUYECKYIO U MPO(EeCCHOHATBHYIO TOKYMEH-
TaIUI0 B COOTBETCTBUE C HOPMAaTUBHOM 0a30M;

UCIOJIb30BaTh YHU(ULIMPOBaHHBIE (POPMBI JOKYMEHTOB;

OCYLIECTBJIAThH JEIOBYIO NEPENUCKY U MOJAACPKUBATH IEKTPOHHBIE KOMMY -
HUKALWH;

OPUMEHATh CpeAcTBa HH(MOPMALMOHHBIX TEXHOJOTUH /i CO3JaHUS U
oopMIIeHUST JOKYMEHTOB;

pa30upaThCsl B CUCTEME BHYTPEHHETO TOKYMEHTO000pOTa OpraHu3allly;

OCYUIECTBJISATh XPaHEHUE U TOUCK JOKYMEHTOB;

UCI0JIb30BaTh COBPEMEHHOE IPOrPAMMHOE 00ECIeUeHHUE B AIEKTPOHHOM J10-
KyMEHTO0000pOTE;

MPOBEPATh HAIUYUE B MPOU3BOJBHBIX MEPBUYHBIX OyXTadTepCKUX JTOKYMEH-
Tax 00s13aTEJIbHBIX PEKBU3HUTOB;

pa30upaThCcsi B HOMEHKIIAType Aed;

COCTAaBJIATH AKTHI U CIIPABKH I10 PE3YJIbTATaM BHYTPEHHETO KOHTPOJIS;

(GbopMUpPOBATH MPOEKTHI MPUKA30B IO MPOBEACHNIO BHYTPEHHETO KOHTPOJIS



B pesynpraTte OCBOCHHMS Yy4eOHOW MMCIMIUIMHBI OOYYArOIIUICS JOJIKEH
3HATH:

COJIEp’KaHME AKTyaJIbHOM HOPMATUBHO-IIPABOBOW TOKYMEHTALWU;

OCHOBHBIE TOHATHS JOKYMEHTALIMOHHOTO 00€CIIeueHusl yIIPABICHHUS;

KJ1accu(uKanus ynpaBlIeHYECKUX JOKYMEHTOB;

MpaBuja COCTaBIEHUS U OPOPMIICHUS YNPABIECHYECKUX JOKYMEHTOB U BEJe-
HUS 1EJI0OBOM IIEPEIUCKH;

COCTaB JJOKYMEHTOB CIELNAJIbHBIX CUCTEM TOKYMEHTALUU;

MpaBuiia OPraHU3alMy BCEX ATANOB Pa0OTHI C TOKYMEHTAMU;

npuwioxkeHus: mporpammbl Windows, ucrnosib3yembie JUisl peaiu3alud 3aaad
HOVY;

coBpeMeHHbIe nH(popMaImonHbie TexHomaoruu JJ0Y

IIPAaBUJIA U CPOKU XPaHEHHUs TOKYMEHTOB;

(GbopMbI NIEPBUUHBIX OyXTalTEPCKUX JAOKYMEHTOB, COJEpKaIIMX 00s3aTelb-
HBIE PEKBU3UTHI IEPBUYHOIO YYETHOTO TOKYMEHTA,

IIPOLIEAYpa COCTABIIEHUS aKTa II0 PE3yJbTaTaM WHBEHTAPU3ALNH, IPOEKTOB
IIPUKA30B I10 ITPOBEACHNUIO KOHTPOJIbHBIX IPOLELYD

Bbyxrantep nomkeH o0aagaTh OOMMMHU KOMITETCHITUSIMH:

OK 05. OcyuiecTBisiTh yCTHYIO U MUCbMEHHYI0O KOMMYHHKAIIMIO HA TOCYyAap-
CTBEHHOM si3bIke Poccuiickoit deneparyiu ¢ yueToM 0COOEHHOCTEN COIUAILHOTO U
KYyJIbTYPHOTO KOHTEKCTA.

OK 09. Tlonmb3oBaThcsi mpoecCHOHANBHON JOKYMEHTAIMe Ha Tocyaap-
CTBEHHOM M MHOCTPAHHOM SI3bIKaX.

po(hecCHOHATEHBIMUA KOMIETCHIIHSIMHU:
[IK 1.6. Wcnons3oBaTh LU(POBBIE TEXHOJOTHUU BEICHUS OyXTralTEepCKOro
y4eTa u (pOPMUPOBAHMS OTYETHOCTH.

1.4. PexomeHnayemoe KOJIMYECTBO YaCOB HA OCBOCHHE NMPOIrPaMMbl Y4eOHOM
AUCHUNIHHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuaroierocst 84 yaca, B TOM 4HcCIIe:
00s13aTeIbHON ay TMTOPHON yueOHOW Harpy3ku oOydarorerocs 62 vaca;
CaMOCTOSITENIbHOM paboThl oOy4aromierocs 4 yaca.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCHOUATIIMHBI
2.1. O0bem yueOHOI JUCHHMILUIMHBI U BHAbI y4e0OHOH PadoThI

Buj yueOHoii padoThl O0bem yacos
MakcumajibHas yyeOHasi HArpy3Ka (Bcero) 84
Oobs3aTesbHAst AyIMTOPHAA yyeOHAasi HATPy3Ka (Bcero) 62

B TOM YHCIJIC:

nabopaTopHble paboThI

MPAKTUYECKHUE 3aAHATUS 36

KOHTPOJIbHBIE pabOTHI




KypcoBas paboTa (IpoeKT) (eciu npedycmompeno)

(o)

Koncynbranuum

CamocrosiTesibHasi padoTa o0yuaruierocs (Bcero) 4

B TOM YHCJIC:

CaMOCTOSTENIbHAsI paboTa HaJl KypCOBOM paboToM (ITPOCKTOM) (eciu
npeodycmMompeHo)

IIpoMexxyTouyHas arTecTanus 12

Umoecosas ammecmayus 6 hopme (yrazams) 1 ceMm. - sK3ameH




2.2. TemaTu4eckuil IiiaH u cogep:xanne yueonoit nucuumianabl OIII.13 JlokymeHnTanbHOe o0ecnieyeHue ynpaBJieHUs

HaumenoBanue Conep:xanue yueOHOTro MaTepuaJa, 1adopaTopHbie padoThl U NPAKTHYECKHe 3aHATHUS, O0BeM yacoB YpoBeHb
pa3aesioB u TeEM caMoCTOsITeJIbHasi padoTa o0yyarouuxcsi, Kypcoasi padora (poeKT) (eciu npedycmompe- 0CBOEHMS
Hbl)
1 2 3 4
Paznea 1. /lokyMeHTHPOBaHHE YIIPABJIEHYECKOM 1eSITeJIbHOCTH
Tema 1.1. Bgaenenue. | Cogep:kanue yaeOHOro MmaTepuajia
JlokyMeHT H cHucTeMa | 3HaYeHHE W COJIep)KaHue JAUCIHILIMHBI «J[oKyMeHTalMOHHOE oOecriedeHue ynpapieHus». [1o- 4 1
AOKYMEHTAIUH HSATHE TEPMHUHOB: «IOKYMEHT», «JIOKYMEHTUPOBAHHE», «IOKYMEHTAIIMOHHOE OOecleYeHHe
ynpasieHus». [lonarue cucreM AOKyMeHTalMH. YHUPUKAIUS U CTaHAApTU3ALUs yIIpaBJIeHYe-
CKUX JJOKyMeHTOB. HopMaTHBHO-TpaBoBast 6a3a opraHu3alMy JOKYMEHTAI[HOHHOIO olecreye-
HUS YIIPaBJICHUS
Tema 1.2. Cucrema op- | Cogep:kanue yueOHOro MaTepuaJia
ranusaunonno-pacno- | 'OCTsr Ha OPJI. TpeboBanust k 0OpMICHHUIO TOKYMEHTOB, TpeOOBaHUs K OjaHkam. OpraHu- 12 1
PAAUTENbHOM JAOKY- | 3aIIMOHHBIE JIOKyMEHTBI: yCTaB, IOJDKHOCTHAs MHCTPYKUUS. PacropsauTenbHble TOKYMEHTHI:
MeHTAlHH npHKasbl, pacnopsikeHus. CrpaBoYHO-MH(POPMAIIMOHHBIE TOKYMEHTHI: JOKJIaJHAas 3alucka,
OO0BSICHUTEINIbHAS 3aIMCKa, aKT, CTIpaBKa, cy)ebHoe miuchMo. CocTaB U 0COOCHHOCTH 0 opMIIe-
HUSL JOKYMEHTOB I10 JINYHOMY COCTaBYy
IIpakTHyeckue 3aHATHSA
OdopmiieHre JTOKyMEHTOB ¢ oMolnbko mporpammsl Microsoft Word. Co3nianue mabnona Joky- 4 3
MEHTA.
CocraBnenue u opopmiIeHHe OTJACIBHBIX BUI0B PACIOPSAUTENBHBIX U CIIPaBOYHO-MH(DOpMAI- 6 3
OHHBIX JOKYMEHTOB.
Cocrasyienue u 0ohopmIIeHUE OTACIBHBIX BUIOB OPraHU3aIMOHHBIX TOKYMEHTOB 4 2
JIoKyMEeHTUpOBaHUE TPYAOBBIX MPABOOTHOIICHUH. 4 3
CamocTosiTe1bHAs1 padoTa
Odopmienne cayKeOHbIX JOKYMEHTOB B cOOTBETCTBHH ¢ TpeOoBanusiMu 'OCTa na OP/L. 2 3
Tema 1.3. /lenexnnie u | Cogep:kanue yueOHOro Mmarepuajia
(punancoBo-pacuernbie | OcOOEHHOCTH COCTABICHHS U O()OPMIICHUS IEHEKHBIX M (DMHAHCOBO-PACYETHBIX IOKYMEHTOB. 2 1
AOKYMEHTbI IIpakTHyeckue 3aHATHSA
OdopMieHne MIaTeKHBIX JOKYMEHTOB 4 2
Tema 1.4. loroBopno- | Conep:kaHue y4eOHOIr0o MaTepHuaJia
npasoBasi JI0KyMeHTa- | [lonstue nmoroopa (koHTpakTta). TumoBasi dopma moroBopa. OCHOBHBIE Pa3leNbl JOTOBOPA. 2 1




nus

[IpaBusa opopmiieHHsI TPETEH3UOHHBIX IMHCEM.

IIpakTHyeckune 3aHATHS

CocraBienue 1 0popMIICHHE TPETEH3UOHHBIX MHCEM. 4
Paznen 2. Oprannszanus padoThbl ¢ JOKYMEHTAMM
Tema 2.1. Opranusa- | Cogep:kanue yueOHOro Mmarepuajia
nusg  JOKYyMeHT0000po- | CocTaB u y4eT o0beMa JOKYMEHTO000poTa opranu3anuid. Opranu3aiys paboThl C JOKYMEHTa- 2
Ta, perucrpauus A0Ky- | LueH, nocTynaromiei B opranuzanuio. [lepenaya 10KyMeHTOB BHYTpU OpraHU3alMH
MEHTOB, HcHnoJHeHue | Perucrtpanus n0KyMeHTOB. KOHTpOJb HCHONHEHUS AOKYMEHTOB. OpraHuzauus M TEXHHKa
AOKYMECHTOB KOHTPOJIA UCITOJTHCHMUS. Tunoseie u WHIWBUAYAJIbHBIC CPOKHU MCIIOJTHCHUSA TOKYMCHTOB.
CamocrosiTeabHas padora
CocraBiieHre TUITOBBIX TAPAHTUHWHBIX TTUCEM OT OpraHU3aluii (rapaHToB) OaHKaM O TOTalIEHUN 2
KpeauTa. TUIoBOE COTPOBOAUTEIBLHOE MUCHMO K JIOTOBODY.
Tema 2.2. Unpopmanu- | Conep:kanue y4eOHOro MaTepuasia
OHHBIE TEXHOJIOruu B | Vcmosnb30BaHMe MPOrPAMMHOTO oOecneueH s U peleHns TpohecCHOHATIBHBIX 3aa4 2
AeJI0NPOU3BOACTBE IIpakTHyeckue 3aHATHSA
Odopmierne 1OKyMEHTOB ¢ TTOMoOIIbI0 porpaMmMbl Microsoft Word. Pabora ¢ snexTpoHHBIMU 6
nokymeHntamu. PaboTa ¢ 3ampocamu.
OteyecTBeHHBIE pa3paboTku nporpamm aproMarusanuu JIOY u apxuBHOTO Jena. 2
Tema 2.3. Opranusa- | Cogep:kanue yueOHOro MaTepuaJa
uus  onepaTruBHOro u | CucremaTtu3alus JOKYMEHTOB U UX XpaHEHHUE. 2
apxuBHOro xpaHenmsi | Homenknarypa nein. IIpumepHsie U THIIOBBIE HOMEHKJIATYPBI €.
AOKYMEHTOB TpeboBanust k ohopmiuenuto aen. [loaroroska 1 Mops,IOK Mepegadu Il B apXUB.
IIpakTHYecKkne 3aHATHS
CocraBnenue u ohopmiIeHHE HOMEHKIATYPBI Ael 2
KoHncyabranuu 6
IIpoMe:xyTOYHAA aTTEeCTALUA 12
Bcero 84

Jlis XapakTepUCTUKH YPOBHS OCBOCHMSI yUeOHOT0 MaTepuala UCIOIb3YIOTCS ClIelyroInue 0003HaueHus:
1. — 03HaKOMUTENBHBIN (y3HABaHHE PaHee U3YUCHHBIX 00bEKTOB, CBOMCTB);
2. — penpoayKTHUBHBIN (BBIIIOJHEHHE AEATEIBHOCTH 110 00pa3sily, MHCTPYKLMHU WU MO/ PYKOBOJCTBOM)
3. — IpPOAYKTUBHBIH (TUTAHUPOBAHKUE U CAMOCTOSITEIILHOE BBHITIOJTHEHUE IEATEIbHOCTH, PEIICHHE POOJIEeMHBIX 3a/1a4)




3. YCJIOBUSA PEAIN3ALIMU TPOI'PAMMBI INCHUTIJIMHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJbHOMY MaTE€PpUHAJTBbHO-TEXHUYCCKOMY o0ecmeue-
HHIO

Aya. 1304 KaGuHeT JOKYMEHTAllMOHHOTO 00€ecTieueHusl yIIPABICHHUS

VYuebnas mebenp Ha 30 mocaloyHBIX MecT, paboyee MECTO MpernojaBaTes,
nocka MenoBasi-1 mT., mkadbel KHKHbIE 5 mT. KoMmmbroTep mnpenoaaBaTess
Pentium E5300. ITpoektop NEC ¢ npoekiimoHHBIM 3KpaHOM Star

1222 [MomernieHue a1 CaMOCTOSITEIbHON pabOThl 00YUaIOIIUXCS

Kommnsrotepusie ctomsl -15 mt. Cton A coBeniaHuii ¢ KOMIUIEKTOM CTYJILEB
Ha 26 yenoBek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mt. M®VY Laser Jet
1132MFP- 2 mt. [Ipoextop SANYO c s3xpanom Media.

3.2. UudopmannonHoe odecreueHrue 00ydeHust
Ilepeyens pexkoMeHaAyeMbIX y4eOHBIX M3aaHui, UHTEepHeT-pecypcoB, A0MOJI-
HHUTEJIbHOM JUTEPATYPHI

KnurootecneueHHOCTH
bubauorpadguueckoe onucanue uzganuss |OcHoBHas/ 10M0JI- Koa-5o
(aBTOp, 3ar/1aBUe, BU/I, MECTO U IO/l U3aHUS, | HUTeJIbLHAS JH- . 6146.3. DJIeKTPOH-
KOJI. CTP.) TepaTypa CIGIDY |[HP'e pecypel

KazaxeBuu, T. A. OCH https://
JIOKyMeHTaIIMOHHOE 00ecTIeueHUe YIIPABICHUS : urait.ru/
yueOHuk u npaktukyM juist CI1O / Kazakesuu T. bcode/562452
A., Tkammu A. Y. — 2-e u3n., ucnp. 1 J0I. —
Mocksa : IOpaiir, 2025. - 177 c.
[lysanosa, H. H. OCH https://
JIOKyMEHTAIITMOHHOE 00€CIICUCHHUE YITPABICHHUS : urait.ru/
yuebnuk u npaktukyM st CIT1O / Hlysanosa H. bcode/536969
H. — Mockaa : IOpaiit, 2024. — 247 c. — (IIpo-
(beccruoHabHOE 00pa30BaHUE).
bsnt, B. C. on https://
JIOKyMeHTaIllMOHHOE 00ecTIeueHUE YIPaBICHUSI. urait.ru/
IOpunnueckas TexHuKa : ydeOHOE Mocooue s bcode/540675
CIIO / bsnt B. C. — 3-e u3n., ucmp. u J0m. —
Mockga : FOpaiT, 2025. — 89 c.
[‘po3oga, O. C. non https://
Jlenonpoun3BoacTBo : yuebnoe mocodwue mis CITO urait.ru/

I'pozoa O. C. — 2-e uzz. - Mockaa : KOpaiir, bcode/563440
2025. - 131 c. — (IlpodeccuonanpHoe 0Opa3oBa-
HHE).
JloponuHna, JI. A. non https://
JIOKyMEHTOBE/ICHHUE : YUCOHUK U TIPAKTHKYM JIJIs urait.ru/
CIIO / nox pen. Hdopouunoii JI. A. — 4-e u3n., bcode/560925
nepepad. u gon. — Mocksa : FOpaiit, 2025. —
336 c.
Aobynanze, JI. I'. on https://



https://urait.ru/bcode/562146
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%90%D0%B1%D1%83%D0%BB%D0%B0%D0%B4%D0%B7%D0%B5,%20%D0%94%D0%B0%D1%80%D0%B5%D0%B4%D0%B6%D0%B0%D0%BD%D0%B8%20%D0%93%D0%B8%D0%B2%D0%B8%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/560925
https://urait.ru/bcode/560925
https://urait.ru/bcode/560925
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%94%D0%BE%D1%80%D0%BE%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D0%B0%D1%80%D0%B8%D1%81%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/563440
https://urait.ru/bcode/563440
https://urait.ru/bcode/563440
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/540675
https://urait.ru/bcode/540675
https://urait.ru/bcode/540675
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%91%D1%8F%D0%BB%D1%82,%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/536969
https://urait.ru/bcode/536969
https://urait.ru/bcode/536969
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JIOKyMEHTAIIMOHHOE 00eCTICYCHIE YIIPaBICHUS
MepCOHAJIOM : yueOHUK u npaktukyM st CI1O /
Abynanze /1. I, Bempsokkuna U. b., Macnosa B.
M. — 3-e u3a., nepepad. u gorm. - Mockga :
FOpaiit, 2025. — 374 c. — (IIpodeccuonansHoe
oOpaszoBaHue).

urait.ru/

bcode/562146

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMSI YYEBHOM
JUCLUILJIMHBI

KonTpoib M omeHKa pe3yJbTaTOB OCBOEHUS Yy4eOHOM JUCHUIUIMHBI OCYIIe-
CTBJISIETCS TIPEMNOJIaBaTesieM B MPOIECcce MPOBEACHUS MPAKTUYECKUX 3aHITHH, Te-
CTUPOBAHMUSI, a TAK)KE BBITIOJIHEHHS 00YUYaIOIUMKUCS WHAUBUAYATbHBIX 33/IaHUN.

Pesynomamut 00yuenus
(oceoennvle ymenus, yce0eHHble 3HAHUS)

®opMbI 1 METOAbI KOHTPOJISI H OLIEHKHU
pe3yJbTATOB 00yUeHUs

YMmerh:

OCYIIECTBIIATh TOWUCK, aHAJIM3 W HCIIOJIb30BaHHE
HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB B TMpHUMEHE-
HHH K 3amgadam JOY

OueHKa pe3ysIbTaToOB BBITIOJIHEHHUS TIPaK-
THYECKOH paboThI
DKcnepTHOE HAONIOJICHUE 33 XOJIOM BBI-

NOJTHEHUS TIPAKTUIECKON paboThI

COCTaBIISATh U OPOPMIIATH YNPABICHUECKYIO U MPO-
(eccHoHaTBHYIO TOKYMEHTAIIMIO B COOTBETCTBHE C
HOPMAaTHBHOM 6a30ii

OreHKa pe3ysbTaTOB BHIMOJIHEHUS MpaK-
THYECKOH paboThI

UCIOJIb30BaTh YHUQPUIIMPOBAHHBIE (DOPMBI JTOKY-
MEHTOB

OneHka pe3ybTaTOB BBITIOJIHEHUS TPaK-
THUYECKOM paboThI

OCYHICCTBJIAThL ACIIOBYIO IICPCTIMCKY W NMOAACPIKU-
BaTh 3JICKTPOHHBIC KOMMYHHKAIIUN

OneHka pe3yabTaToOB BBIIOJHEHMS ITPaK-
TUYECKOU pabOThI

MPUMEHSTh CPEJICTBA MH(POPMAIIMOHHBIX TEXHOJIO-
THH 111 co31aHust U 0(hOPMIICHHUS TOKYMEHTOB

OueHka pe3ysIbTaToOB BBITOJIHEHHUS TIPAK-
THUYECKOH paboThI

pa30upaThCs B CUCTEME BHYTPEHHETO TIOKyMEHTOO-
0opoTa opraHu3aIuu

DKCTepTHOE HAONIOJIEHHUE 3a XOJOM BBI-
HOJIHECHHS TIPAKTHYECKOM pabOThI

OCYHCCTBIIATHL XPAHCHUC U TIONCK JOKYMCHTOB

OreHka pe3yJbTaTOB BBITIOJHEHUS MPaK-
TUYECKOU paboThI

UCIIONIb30BaTh COBPEMEHHOE IporpaMMHOe obecrie-
YEHHE B WEKTPOHHOM JOKYMEHTO000poTe

OKcrepTHOEe HaOJIOAEHUE 3a XOJOM BBI-
IIOJIHEHUS] PAKTUYECKON paboThl

[IPOBEPATh HAJIMYME B IPOU3BOJIBHBIX IEPBUYHBIX
OyXrajaTepcKkux JTOKyMEHTax 00s3aTelbHbIX PEKBU-
3UTOB

OneHka pe3yabTaToOB BBITIOJIHEHMS ITPaK-
TUYECKOU paboThI

pa3bupatbcs B HOMEHKIIAType Ael

DKCrepTHOE HAOIO/IEHWE 32 XOIOM BBI-
TIOJIHCHHMSI IIPAKTUYECKON pabOThI

COCTaBJISATh aKThl U CIIPAaBKH IO pe3yJbTaTaM BHY-
TPEHHETr0 KOHTPOJIA

OueHka pe3ysIbTaToOB BBITOJIHEHHUS TIPAK-
THUYECKOH paboThI

(dbopMHpOBATH MPOEKTHI MPUKA30B IO MPOBEICHHIO

O1eHKa pe3yJbTaTOB BBINOJHEHHUS MPaK-
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BHYTPEHHETO KOHTPOJIS THYECKOH paboThI
3HaTh:

COJIEp’)KaHNE AaKTYaJbHOW HOPMaTHUBHO-IIPABOBOM TectupoBanue.
JIOKYMEHTalluu

OCHOBHBIE MOHATUS JOKYMEHTALMOHHOIO olecrie- YcTHBIN onpoc.
YEeHMsI YIPaBJICHUS

KJaccu(uKanus ynpaBIeHYECKUX JOKYMEHTOB YcTHBIN onpoc.
IpaBujia COCTAaBICHHS M O(h)OPMIICHUS yIpaBiIeHYE- TectupoBanue.
CKHX JIOKYMEHTOB U BEJCHMsI JIEJIOBOM MEepenucKu

COCTaB JIOKyMEHTOB CIELUAIBHBIX CHUCTEM JOKY- TectupoBanue.
MEHTAIUH

IpaBUiIa OPraHU3alUH BCEX ITAOB PAOOTHI C TOKY- ITuceMenHsIl onpoc.
MEHTaMH

npuiokeHus: nporpammbl Windows, wncnosib3ye- YcTHBIN onpoc.
Mble JUIsl peanu3aiuu 3aaa4d JJ0Y

COBpPEMEHHbIE  MH(QOPMAIIMOHHBIE  TEXHOJOTUHU TectupoBanue.
J0Y

[IpaBWIA U CPOKU XPAHEHUS JOKYMEHTOB VYceTHBII onpoc.
(GbopMBbI TIEPBUYHBIX OYXTanTepCKUX JOKYMEHTOB, YcTHBII onpoc.
coJiepxKalux 00sa3arenbHble PEKBU3UTHI IEPBUYHO-

r'0 YYETHOTO IOKyMEHTa

IIpoLEeAypa COCTaBJICHUS aKTa IO pe3yJbTaTaM HH- TectupoBanue.
BEHTapH3ally, NPOEKTOB IPUKA30B IO IpPOBEXE-

HUIO KOHTPOJIBHBIX TPOLIEYP

5. OCOBEHHOCTHU OCBOEHUA JUCIIUIIJIMHBI )11 UHBAJIU-
A0B " JIML C OIT'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbA

OOyueHue Jul] ¢ OrPpaHUYECHHBIMUA BO3MOKHOCTSIMU 3/10POBbsSI IPH HEOOXO-
JUMOCTH OCYUIECTBIISIETCSI HA OCHOBE aJalTUPOBAHHON paboyel mporpamMmsl ¢ UC-
MOJIb30BAaHUEM CIIEHIMAIBHBIX METO/J0B OOYyYEHMS U TUIAKTUYECKUX MaTepuasos,
COCTaBJICHHBIX C yU€TOM OCOOEHHOCTEHM MCUXO(PU3NYECKOTO PA3BUTHUS, UHAUBULY -
aJIbHBIX BO3MOYKHOCTEW M COCTOSIHUS 370pPOBbsI TaKuX oOydaromuxcs (oOyyatroie-
rocs).

B nensix ocBoeHus: yueOHON mporpaMMbl IUCHUIUIMHBI MHBAIMIAMU U JIMLIA-
MU C OrpaHUYEHHBIMH BO3MOXHOCTSIMU 3710poBbs Komiepx o0ecneunBaer:

JUISI ’HBAJIWJIOB U JIML C OTPaHUYEHHBIMHA BO3MOKHOCTSIMU 3/10POBbSI 11O 3pe-
HUIO: Pa3MEIIECHHUE B JTOCTYMHBIX JJIs1 00y4YarOmUXCsl, SIBISIIOLIUXCS CIICTIBIMU WU
C1a00BUIALIMMH, MECTaX U B aJJalTUPOBAHHON (hopMe CIpaBOYHOU MH(POpMaLnu
O pacnucaHuU y4eOHBIX 3aHSITHI; IPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIETO 00Y-
YaroueMycsi HeOOXOAMMYIO TOMOIIb; BBITYCK albTEPHATUBHBIX (POPMATOB METO-
JUYECKUX MaTepuanoB (KpYMHbINA MpUT uinu ayiuodansl);

JUISl UHBJIUJIOB M JIMI[ C OIPAaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0POBbs T10
CIIyXy: HaJJIeKalUMH 3ByKOBBIMU CPEICTBAMU BOCIIPOM3BECHIE HH(pOpMALINH;
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JUTS. UHBAJTUIOB U JIUI] C OTPAaHUYEHHBIMH BO3MOXKHOCTSMH 3/10POBbS, UMEIO-
IIMX HapYyIICHHs OMOPHO-ABUTAaTEIbHOIO ammapara: BO3MOXKHOCTh OeCHpernsr-
CTBEHHOT'O JIOCTYyTMa 00yJaromuXCs B y4eOHbIE IOMEIICHUS, TyaJeTHbIE KOMHATHI U
JpyTHe MOMEIIEHUs, a TaK)Ke MpeObIBaHNEe B YKAa3aHHBIX TOMEIICHUSIX.

OOpa3oBaHue 00y4YarOIIMUXCs ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU 3/10POBbSI
MOJKET OBITh OPTaHM30BAaHO KaK COBMECTHO C JIPYTUMH OOYyYarOIUMUCS, TaK U B
OTJENbHBIX TPYMax WIA B OTICIBHBIX OPraHU3aINsAX.
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