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1. llesu u 3212494 AU CIUILIHHBI

[lens AMCIMTUIMHBI - 1aTh 3HAHUSI, HEOOXOAMMBIE VISl TIPABMIIBHOTO COCTABIICHUS U
oopMIIEHUST JOKYMEHTOB, BO3HUKAIOIINX B MPOIIECCE MPUHATHUS U peain3aIiiu
yIpaBIE€HYECKUX PEIICHUI, OCBOUTH OOIIETIPUHSTHIE B MUPE MIPEATPUHUMATEIHCTBA
JIEKCUKY U CTHJIb JIJIOBOM U KOMMEPUECKON KOPPECTIOHICHIINU J1s1 CBOOOHOTO U
PaBHOIPABHOTO OOIIEHUS C TAPTHEPAMU Ha MPEANPUITUAX. 3a1a4U JUCIUTLIIAHBI -
03HAKOMUTH CTYJICHTOB C OOIIMMU MPUHIUIIAMHU JOKYMEHTAIIMOHHOTO 00eCIeUeHuUsI
NESATeIbHOCTH MPEINPUSITHS, C TIOPSAKOM JOKyMEHTUpOBaHus nHpopmaiuu. Hayuuts
CUCTEMATH3UPOBATh MH(POPMAIIUIO MO KATETOPUAM U YPOBHSIM JI0CTyTa K HEH.
O3HAKOMUTHCSA € TIOPSIKOM MPABOBOM 3aIUTHI IOKYMEHTUPOBAHHON MH(MOPMALINH U C
OpraHU3alKeN pallMOHAIIBHOTO IBUKEHUS TOKYMEHTOB Ha npeanpusatud. Hayunts
Ka4eCTBEHHO U OBICTpO 00padarbiBaTh HHGOPMALIUIO B IEJISIX COBPEMEHHOTO MPUHSATHUS
COOTBETCTBYIOIIUX YIIPABICHUECKUX PEIICHUH. YCBOUTH MIpaBuia U OPMBI JIEJTOBON U
KOMMEPYECKOU MEePENUCKH Ha MPEANPUITHIX C(Pephl cepBuca, Typru3Ma U TOCTUHUIHOTO
XO351MCTBA.

Kparkoe conepkanue TUCHUIIIMHBI

[TonsiTHe NOKYMEHTa, CUCTEMBI IOKYMEHTAIIUU U YIIPABICHYECKOU TOKYMEHTAITNH:
TpeOOBaHUS K COCTABICHHIO U opopmiieHHI0, hopMyIsip-o0pasell, COCTaB u
PaCIoNIOKEHNE PEKBU3UTOB; COCTABICHHUE U 0(OPMIICHHE OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, MIPUKA30B, CIIY)KEOHBIX 3aMHCOK, IPOTOKOJIOB, aKTOB, CIIPABOK U
JOKYMEHTOB JIMYHOTO XapaKTepa; OpraHu3aius TOKyMEHTO000pOTa;CHCTeMaTH3aITIs
JIOKYMEHTOB, HOMEHKJIATypa JIs uX (POPMUPOBAHUS U XPAHCHHS; COBPEMEHHBIC CITOCOOBI
Y TEXHUKA CO3/IaHUs JJOKYMEHTOB;ICJIOBbIC 1 KOMMEPUYECKHE IMUChMa: KIacCUPUKAIIHS,
CTPYKTYypa, CTaHJIapTHBIE ()pa3bl M BRIPAKCHUS; TTpaBuiIa U GOPMbI KOMMEPUYECKOMH
NIEPeNMCKH;, OpraHu3aIus padoThl ¢ JOKYMEHTaMH, COJIePIKaUMH KOH(PUICHIINATHLHBIC
CBEJICHUSI.

2. Komnerenuun o0y4yaromerocs, (popMupyemMblie B pe3yJibTare 0CBOCHHSA
AUCHUNIMHBI

[TnanupyemMble pe3yabTaThl OCBOCHUS [MnanupyemMblie pe3yabTaThl
OIT BO (xommieTeHIInn) ob6ydenwust o gucrutuinHe (3Y Her)

3HATh:0CHOBHBIE MIPHUEMBI PAOOTHI C PA3IUYHBIMU
UH(QOPMAITMOHHBIMU PECYPCaMH U TEXHOJIOTUSIMH;
Ha MPaKTUKE MPUMEHSTh OCHOBHbIE METO/IbI,
CHOCOOBI U CPEACTBA MOIYUYEHUS, XPAaHEHHUS,
MoMCKa, CUCTEMaTHU3aluu, o0paboTKH U Nepenadyn

OK-12 cnnocoOHOCTBIO paboTaTh ¢ pa3IuIHBIMHU uHGbOpMAIIH

MH(GOPMALMOHHBIMU PECypCaMH U TEXHOJIIOTUSIMH,
NPUMEHSTh OCHOBHBIE METO/IBI, CIIOCOOBI U CPEJICTBA
MOJIy4YCHHA, XPAaHCHUS, ITIOUCKA, CUCTCMAaTHU3alluH,
00paboTKH U nepenadn nHopMaIuu

YMETh:IPUMEHATh OCHOBHBIE METOBI, CIIOCOOBI U
CpEZCTBA MOIYYEHUs, XPAaHEHHUs], IOUCKA,
cucTeMaTu3aluu, 00paboTKH U mepeadyu
MHGOpPMAIH Ha IPEITPUITUIX

BJIaZ[eTI)IHpaBI/IJIaMI/I perucTpanu BCCX OCHOBHBIX
BHJOB NOKYMCHTOB Ha IIPCAIIPUATHUH,
[MPAKTUYCCKNMU HABbIKaMU COCTABJICHU A
HOMCHKIJIATYPHI JCJI Ha IPCAIIPUATHH

ITK-17 cnocoOHOCTHIO MPAaBMIIBHO U TIOJIHO 3HaTh:MpaBUJIa OCHOBHBIE TIPaBUJIa K OCOOCHHOCTH
OTpakaTh PE3yJIBTaThl MPOPECCHOHATBEHOM TOKYMEHTAJIHHOTO 0(hOpMITEHUS JOKYMEHTOB




ACATCIIBHOCTH B npoueccyanLHoﬁ )51 CJ'Iy>K€6HOI>i
AOKYMCHTAaIUH

C3YyJIbTAThI HpO(l)eCCHOHaHBHOﬁ ACATCIIBHOCTHU

YMeTh:(hOpMyTUpOBaTh U COCTABIATH OCHOBHbBIE
BU/IbI JOKYMEHTOB, OTPa)KAIOIINX YIIPABICHYECKHE
pEIIeHUs U POU3BOJICTBEHHYIO JIEATEIHHOCTh
MpEeANPUSATUS

BJI&I[GTBIHpaKTI/I‘ICCKI/IMI/I HaBBIKaMH COCTAaBJICHUA
CTaHJAPTHBIX BUJOB JOKYMCHTOB

[1K-44 criocoOHOCTHIO OCYIIECTBIIATH
JOKYMEHTAIIMOHHOE 00eCTIeYeHHE YIIPaBIeHUECKON
NeSITENIbHOCTH

3HaTh:IIPABUJIA OCYIIECTBICHUS
TTOKYMEHTAIIMOHHOTO 00€eCTIeueHUYIPaBIeHUECKON
NeSITeIbHOCTH

YMeTh:paboTarh ¢ BHyTPEHHUMU JIOKyMEHTaMU
IPEIIPUITHS

Brnagets:npuemMamMu 10KyMEHTAIIMOHHOTO
oOecreueHrs ynpaBIeHUYECKOH 1eATeIbHOCTH

3. Mecro aucuuninHbl B crpykrype OII BO

[Tepeuenp npeanIecTBYOMUX JTUCIUIUINH,
BUJIOB paboT y4eOHOro miaHa

[TepeueHs MOCTEAYIONIMX AUCIIUTLINH,
BHJIOB paboT

b.1.10 Madopmaruka

B.1.07 [IpodeccronanbHas 3TUKa U CITy>KeOHBII
DTHKET,

/1B.1.03.01 UudopmarimoHHbie TEXHOIOTUU B
npogecCHOHAIbHON AEATENbHOCTH,

YyeOHas npakTuka (4 cemecTp)

Tpe6OBaHI/I$I K «BXOAHBIM)» 3HAHHUAM, YMCHHAM, HaBbIKaM CTYJICHTA, HCO6XO,Z[I/IMI)IM
IIpu OCBOCHHUHU I[aHHOﬁ JAUCHUITIINHBI 1 HpHOGpCTeHHLIM B PC3YJIbTATC OCBOCHUA

MpCAMCCTBYIOINX AUCIUIIIINH

JlucuurimHa

TpeboBanus

b.1.10 UadopmaTuka

3HATh OCHOBHBIE IPUEMBbI paboThl B Microsoft-
Office; ymeTb paboTaTh ¢ TaKETOM IPOTrPaMM
Microsoft-Office; BnageTs HaBbIKaMu padoThl ¢ [TK

4. O0bém 1 BUABI YUeOHOI PadOTHI

OO6mr1ast TpyI0€MKOCTh TUCIUTIINHBI COCTABISCT 2 3.€., 72 4.

Pacnpenenenue
. Bcero 110 CEMECTpPaM B Hyacax
Bun yuebHolt paboTbl
4acoB Howmep cemectpa
3
OO61mas Tpya0€MKOCTh AUCIUTLITMHBI 72 72
AyoumopHhvie 3auamus 32 32
Jlexuuu (JI) 16 16
[IpakTHdeckue 3aHATUS, CCMHHAPHI U (FITH) IPYTHE BHIBI
. 16 16
ayauTopHbIx 3aHaTuil (I13)
JlaGopatopusbie padotsl (JIP) 0 0
Camocmosmenvras paboma (CPC) 40 40
BBITIOJIHEHHE CEMECTPOBOM paboThl Ha Temy " IlpaBuia 30 30




ogopMIIeHUsI OCHOBHBIX BUJIOB IOKyMEHTOB"

BBIITOJIHEHUE KOHTPOJIBHBIX 3aJaHUI 10 10

Bug utoroBoro KOHTPOJISA (3aqu, ,ILI/I(I).Sa‘{eT, BKBaMeH) - 3a4cT

5. Conep:kaHue QMCUUIIMHBI

N O0beM ayTUTOPHBIX 3aHATHH TI0
pas;ena HanMeHoBaHue pa3iesioB JUCIUTUTHHBI BU/aM B Hacax
Bcero J| 113 JIP
1 |[lesonpon3BOACTBO HA IPEIITPHUSITHH. 8 4 4 0
) [TpaBuia opopmiIeHHsSI OCHOBHBIX BUJIOB OPraHU3aLMOHHO 16 6 10 0
paciopsANTEIbHBIX IOKYMEHTOB
3 |OcHOBHBIE IPUHIUIIBI PAOOTHI C TOKYMEHTaMHU 8 6 2 0
5.1. Jlexkuumn
Ne Ne Kox-
HaumeHoBaHue niM KpaTKoe coJepKaHue JIEKIIMOHHOTO 3aHATHUS BO
NeKuu(pas3aena
4acoB
Jlenonpon3BoACTBO Ha MPENPUATHAX chepbl cepBHUCa, TYPU3Ma U TOCTUHUYHOTO
1 1 [xosgiicTBa. JlokymeHT. HopmMaTuBHO-METOANYECKAsE OCHOBA 2
nenonpounsposcTBa. lOpuanyeckoe 3Ha4eHUE TOKYMEHTA.
2 1  [Buzasl 6;1aHKOB M TpeOOBaHUS MPEABIBISIEMbIC IPU UX 0OpMIICHUH 2
OpraHuzalvOHHbIE JOKYMEHTHI: 3HaU€HUs1, PYHKIMU U TPaBUIIa UX OPOMIICHHUS.
'YcraB opranuzanun. [lonoxenue 06 opranuzanuy. YupenuTenbHbIi 10T0BOD.
3 2 [AHCTpyKIMS. mpaBWiIa BHYTPEHHETO TPYIOBOTO pacnopsaka. Ilomoxenne o 2
nepcoHane. PermaMeHt. cTpykTypa u mrarHas yucieHHocTs. [lItatHoe
pacnucaHue.
4 > PacniopsaurenbHble JOKyMeHTHI. [Ipukas. pacniopsbkeHHe U ykasaHue. Beimucka u3 )
[IpHUKa3a. paCOPSAUTEIbHbIE JOKYMEHTBI, IPUHATHIE KOJJIETHAJIbHBIMUA OpPraHaMM.
5 5 CripaBouHO-MH(pOPMaLMOHHBIE TOKyMeHTBbI. CityskeOHoe nmuchbMo. [IpoTokomn. AKT. 5
Crnpaska. Jloknaanas 3anucka. ObsICHUTENbHAS 3alIUCKA.
6 3 OcHoBHbIE IPUHIUIIBI PaOOTHI € TOKyMeHTaMu. JlenoBas urpa "lIposenenue )
IeJI0BOTO COBEIAHMS U OCHOBHBIE NPaBUJIa BEICHUS JICJIOBBIX 1€PETOBOPOB"
7 3 |OneparuBHOE XpaHEHUE /1€ U OATOTOBKA K ITEPEAAaYe B apXUB HA NMPEATPUITHIX 2
3 3 DKCHepTHU3a IIEHHOCTH JIOKYMEHTOB. PaboTa ¢ koH(UIeHIIHATbHBIMU )
TOKYMEHTaMU
5.2. llpakTHyecKue 3aHATUSA, CEMUHAPBI
Ne Ne Koa-
HaumeHoBaHMe WM KpaTKO€ COAEpKaHUE MPAKTUYECKOTO 3aHATHUS, CEMUHApa BO
3aHATHA|pa3IeNa)
4acoB
1-2 1 [McTtopust BOBHUKHOBEHUS U OCHOBHBIE PEKBU3UTHI JJOKYMEHTA. 4
YcraB opranuzaruu. [lonoxxenue 00 opraHu3aiuu. Y YpeauTebHbIN JOTOBOD.
3.4 ) MHCcTpyKLKs. IpaBUiia BHYTPEHHETO TPYALOBOro pacnopsiaka. I[lomoxenue o 4
nepcoHaie. Permament. cTpykrypa u mraTHast yucieHHocts.llItatHoe
pacnucaHue.
5.6 ) [Ipuka3. PacniopsbkeHue u ykazanue. Beimycka u3 npukasa. paciopsiuTeIbHble 4
JTOKYMEHTBI, IPUHATHIE KOJUIETHATbHBIMU OPTaHAMHU.
7 ) Cnyxebnoe nucbmo. [Ipotokon. Akt. CripaBka. JlokiiagHas 3amucka. )
OpsicCHUTEIbHAS 3aIIMCKa.




8 | 3 |HOM€HKHaTypa Jel | 2 |

5.3. JlaboparopHbie padoThI
He npenycmorpeHnsl

5.4. CamocrosiTeqibHasi padoTa CTyIeHTA

Brimonuenue CPC

Crincok nureparypsl (¢ yKkazaHUEM

Kos-Bo wacos
pa3eiios, [JIaB, CTPAHNULL)

Bua paboTe! 1 copeprkaHue 3a1aHus

CorracHO OCHOBHOM U JOIOJHUTEIbHOMN

BBITIOJTHEHHE CEMECTPOBOU pabOThI [PEKOMEHI0BAaHHOM JIMTEPATYPHhI 1O 30
TVCLIUIIIINHE
ConnacHO OCHOBHOM U JAOIOJHUTEIBHON

[perieHne KOHTPOJIBHBIX 3aJaHUI PEKOMEH/I0BAHHOM JINTEPATYPHI 110 10
TUCLIMIIIINHE

6. UnHOBanMOHHBIE 00pa30oBaTe/IbHbIEe TEXHOJOT UM, HCTIOJIb3yeMble B Y4eOHOM
npoiuecce

HNuHOBanmoHHbIE GOPMBI Bun paGotst Kon-Bo
oy Kparkoe onucanue
y4eOHBIX 3aHATUN (JI, I13, JIP) ayJl. 4acoB

[IpoBenieHne 1€JI0BOTO COBELIAHUSA U
[IpakTyeckue POBEA A B

[lenoBas urpa OCHOBHBIE MPABUJIA BEICHUS JEIOBBIX 2
3AHATUA 1 CCMHUHAPBI
11EPETOBOPOB

Co0cTBeHHBIE HHHOBALIMOHHBIE CIIOCO0BLI M METObI, HCIIOJIb3yeMble B
oOpa3oBaTeJILHOM Ipoluecce

VHHOBaIIOHHBIE (POPMBI

Kparkoe onrcanue u mpuMepbl HCIOIB30BaHUS B TEMaX U pas3zesax
00y4JeHHst

KEHCBI II0 COCTABIICHUIO JCJIOBBIX COBGHIaHI/If/'I U JOKYMCHTAIIMOHHOC

az00p KeiicoB
P p odopMIIeHHEe UX

Hcnonp3oBanue PE3YJIbTAaTOB HAYYHBIX I/ICCJ'ICILOBaHI/II‘/’I, IMPOBOAUMBIX YHUBCPCHUTCTOM, B
paMKax I[&HHOﬁ JUCHHIIIIMHBI. HCT

7. ®oun oueHouHbIX cpencTB (POC) nis npoBeaeHNs: TEKYIIEro KOHTPOJISA
yCIeBaeMOCTH, MPOMEKYTOUYHOM ATTECTAMH [0 UTOraM OCBOCHUS TUCHHUILIMHBI

7.1. IlacopTt oHIa OLIEHOYHBIX CPEACTB

Bun xonTposs
HaunmenoBanue pasnenos P NoNe
Kontponupyemas komnerenius 3YHol (BKITIOUAs .
TUCIUTLITUHBI . 3a/laHuit
TEKYIIHI)
OK-12 cnnocoGHOCTHIO paboTaTh C pa3IUYHbIMU
UHGOPMAITMOHHBIMH PECYpCaMu U
(opman peeyp BOTIPOCHI K
TEXHOJIOTHSIMH, TTPUMEHSTH OCHOBHBIE METOJIBI,
Bce paznenst 3a4yeT 3auety (1-
CHoCcoO0BI U CPEICTBA MOIYUYCHUS, XPAaHEHHUS, 27)
MOMCKa, CUCTEMaTH3allH, 00pabOTKU 1
nepenadn HHGOpMAaIIH




[1K-17 cnocoOHOCTHIO MPAaBUIIBHO U TTOJIHO
N BOIIPOCHI K
OTpakaTh Pe3yJIbTaThl NPOPECCUOHATBEHOM
Bce paznenst - . 3a4eT 3auety (1-
JESTEIbHOCTH B MPOIIECCYATbHOMN U CITy)KEOHOM 27)
JOKYMEHTaIu!
[1K-44 ciocoOHOCTBIO OCYIIECTBISATh BOIIPOCHI K
Bce paznenst JOKYMEHTAI[MOHHOE 00ecTieueHne 3a4yeT 3auety (1-
YIIPaBJICHYECKOU JEATEIbHOCTH 27)
[IpaBuna opopmienus
OCHOBHBIX BUJIOB [TK-44 criocoOHOCTHIO OCYIIECTBIATH CEMECTPOBAS
OpraHU3aIMOHHO JIOKYMEHTAIMOHHOE 00€CIIeueHIE aG(E)Ta 1-13
pacropsiANTENbHBIX YIPaBIEHUYECKOU JEATETbHOCTH p
JIOKyMEHTOB
[1K-44 criocoOHOCTBIO OCYIIECTBISATh
OCHOBHbIE TPUHITUIIBI ceMecTpoBas
JIOKYMEHTAITMOHHOE 00ECIICUCHHE 1-13
paboTHI C TOKYMEHTaMH . paborta
YIIPaBJICHUYECKOU NeATETbHOCTH

7.2. Buabl KOHTPOJIsl, IPOLEAYPHI IPOBeIeHNsI, KPUTEPUH OLICHMBAHUS

Bun xonTpoms

[Ipouenypsl mpoBeneHUS U OLIEHUBAHUS

Kpurepun onieHuBaHus

3a4eT NMpoBoaUTCS 1o Omiieram. B kaxaom
Ousere ABa TECOPETUUECKUX BOIPOCA MO KypCy U

3a4TeHo: YeTKHe, TPaMOTHBIE OTBETHI Ha
TEOPETUICCKUE BOMPOCHI,
MPaKTHYECKOE 3aJ]aHKE BBHITIOJTHEHO
BEpHO, 0€3 rpyObIX OMMOOK

3a4eT
OJTHO TIpaKTHYeCcKoe 3agaHue. [IpakTudeckoe
He 3auTeHo: mpakTudeckoe 3agaHue
3a/1aHue CTyJeHT BbinosnHseT Ha [1K.
BBINOJIHEHO C IPpyOBIMHU OLIMOKaMHU,
CYTh TEOPETHYECKUX BOTIPOCOB HE
[packpbITa
3aureHo: oT 60% ¥ BBIIIE BEITOJIHEHIE
3aJaHUi, MPAKTUYECKUX 3a]1a4,
. BKJIFOYCHHBIX B CEMECTPOBYIO PaboTy
CEeMeCTpoBas | MPOBEPKA BBHITTOJHEHHUS 3aJJaHUH, BKIIFOUEHHBIX B
pabota CEMECTPOBYIO padoTy

He 3auteno: ke 60 % BBIIIOIHEHO
3aIaHUI U MPAKTUYECKUX 3ajad,
BKJIFOYCHHBIX B CEMECTPOBYIO PaboTy

7.3. TunoBbie KOHTPOJIbHBbIE 3aJaHUS

Bun xonTpOIS

TwumoBele KOHTPOJIBHBIC 3aJIaHUA

3a4cT

cormacHo yuebHoMy nocoouro: [lImuar, A. B. JlenonpousBoacTBo Ha npeanpustuu Tekct
yueb. nocodue no HampasiaeHuo 080100 "Sxonomuka" u ap. HanpasieHusMm A. B.
[munr, H. FO. Bapxosa, FO. M. Kapuyra ; FOx.-Ypain. roc. yu-1, Kad. DxoHomuka u
MeHeKMEHT cepBuca ; OYpI'Y. - Yensabunck: Usnarensckuii Lientp FOVYpI'Y, 2013. - 60,

[1] c. mm.

KoHTpoJIbHBIE BOTIPOCHI U 3aJaHUs AJIs IPOBEJICHUS 3aueTa:
1.OcHOBHBIE TpeOOBaHUS MO0 OPOPMIICHHUIO YIPABICHUECKOH T0KyMEHTAlUN

2.PekBU3HUTHI TOKYMEHTOB
3.TpeboBaHus K TOKyMEHTaM

4.OCHOBHBIE TPYIIIBI YIPABIEHYECKUX JOKYMEHTOB
5.IIpukassl M0 OCHOBHOM JIEATENbHOCTHU: TTOHATHE, 0COOEHHOCTH COCTABIICHUS U

odopmiieHus

6.[IpoTokosbl: MOHATHE, 0COOEHHOCTH COCTaBICHUS U 0POPMIICHUS
7.AKTBI: OHSATHE, 0COOEHHOCTH COCTaBJICHUS U 0(OPMIICHHS
8.Jlok1aiHbIE 3aNMCKU: TOHATHE, OCOOCHHOCTH COCTABICHUSI U 0(OPMIICHUS




9.00bsiCHUTENBHBIC 3aMTUCKU: TIOHATHE, 0COOEHHOCTH COCTaBIICHUS U 0pOpMIICHHUS
10.CripaBku: MoHsATHE, 0COOCHHOCTH COCTaBICHUS U 0()OPMIICHUS

11.KoHTpaKThI: TOHATHE, 0COOCHHOCTH COCTABICHUS 1 O)OPMIICHUS
12.JlokyMeHTalusl o JIMYHOMY COCTaBY

13.IIpuKa3sl 10 JMYHOMY COCTaBY: MOHATHE, OCOOCHHOCTH COCTABJICHHUS U O(OPMIICHHS
14.0co6eHHOCTH cocTaBa pEeKBU3UTOB M ohopmiieHHsI 001iero O1aHka, 6JaHKa MUChMa,
OJTaHKOB KOHKPETHOTO BHJIA JJOKYMEHTA

15.®naroBelii ¥ IEHTPOBOM CITOCOO PACIIONOKEHHUS PEKBU3UTOB

16.ITonstus: "opunmansusiit fokyment", "Opurunan”, "Konus", "yonukat"

17 Knaccudukanust TOKyMEHTOB, CO3/IAIOIIMUXCS B TIPOIIECCE YIPaBIECHYECKOM

e TEIIbHOCTH

18.0cHOBHBIE (DYHKIIUH TJOKYMEHTOB

19.CymHOCTh YHU(DUKALIUY U CTAHIAPTU3AINHA JOKYMEHTOB

20.DopMupoBaHUE AET

21.IToaroroBka J1ea K MOCIAEAYIOMIEMY XPaHEHHUIO U UCTIOJIb30BAHUIO
22.CoBpeMEHHOE JIETT0BOE MTUCHMO

2311opsiiok pabOThI C BHYTPEHHUMHU JOKYMEHTaMHU

24.Homenkiarypa nen. OOmiue mojioKeHus

25.00paboTka MOCTYMAIONINX JOKYMEHTOB

26.3ammTa JOKyMEHTOB, COIEPKAINX KOMMEPUYECKYIO TallHY

27.CBenieHus1, OTHOCSIUECS K KOMMEPUYECKOH TallHe MpeapUsITHS

OwteTsl kK 3a4eTy OCHOBBI JeIONpon3BoAcTBa.doCcX

3aaHKe Ha CEMECTPOBYIO paldoTy:

CocTaBUTb OCHOBHBIE BUJIbI JOKYMEHTOB, & HMEHHO JIMYHBIE IOKYMEHTHI

cemecTpoBas |(1.aBroOuorpadus, 2.pe3rome), OpraHu3aImoOHHO - PACTIOPSTUTETHHBIC TOKYMEHTBI
pabora  |(3.Ilpukas, 4.pacniopsikeHue,S. iy eOHyI0 3aMucKy, 6.10KIaIHYIO 3aIUCKY,

7.00BCHUTENBHYIO 3aIIUCKY, 8.perienue, 9.mporokoi, 1 0. BeIMUCKY U3 IpoToKoia, 11.akT

12.cpaBKy JMYHOTO Xapakrepa. 13. cipaBKy NPOU3BOACTBEHHOIO XapaKTepa).

8. YueOHO-MeTOAMYECKOE M MH(OPMAIIMOHHOE OOecTiedeHUue TUCHUIIIMHBI

IleyaTHas y4yeOHO-MeTOANYECKAS JOKYMEHTAIUS
@) OCHOBHAs TUMepamypa:

1.  Tpynosoi konekc Poccutickont @eneparum TekcT o coct. Ha 25
aaBaps 2013 1. - M.: Omera-JI, 2013. - 198 c.

2. JemonpousBoactBo: O0pa3isl, JOKyMeHTbl. Opranuzaius u
texHosorust pabotel. C yuetom HoBoro 'OCT P6.30-2003 "YuudunupoBaHHbIe
CUCTEMBI IOKyMEHTAIIMU. YHU(PUIIMPOBAHHAS CUCTEMa OPTaHU3aI[MOHHO-
pacnopsAMTENbHON JOKyMeHTaluu. TpeboBaHus K 0pOPMIIEHHUIO TOKYMEHTOB"
bonee 120 nok. B. B. I'anaxos, U. K. Kopnees, I'. H. Kcannonyno u np.; ITox pexn.
. K. Kopreesa, B. A. Kynpsesa. - 2-e uzn., nepepab. u gom. - M.: [Ipocnekt, 2006.
-455 c.

3.  Kupcanosa, M. B. CoBpemeHHO€ 1€710MPON3BOACTBO TEKCT yueo.
nocoOue JUisl By30B 110 3KOH. cnenuaisHocTsaM M. B. Kupcanosa ; Poc. akan. roc.
ciyx0n1 ipu [Ipe3unente Poc. ®enepanuu, Cubd. akas. roc. Ciayx0sl. - 4-e U3, -
M.: UTHOPA-M, 2012. - 312, [1] c. ni.

6) OononHumMenbHas IUMmepamypa:
1.  JlenonpousBonactBo: Opranu3anusi ¥ TEXHOJIOTUH TOKYMEHTAMOHHOTO
oOecrnieueHus ynpasnenus Yueb. 1y By3oB T. B. Kysunenona, JI. B. Cankuna, T. A.
brikosa u np.; [lon pex. T. B. Ky3nenosoii. - M.: KOHUTH, 2002. - 359 c. uxn.




2.

Axanemus,

3.

4.

5.

6.

7.

T'omona, A. W. Uctopus rocynapcTtsa u nipaBa Poccun Yueb. nocodue
1 cpen. mpod. odpazoBanus 1o crienranbHocTy 0611 "{emonpon3BoacTBO U
apxuBoBegeHue" A. . I'omona, C. I. [Tanuepnas. - 2-e uza., ucop. u gom. - M.:

2005. - 190, [1] c.

Kupcanosa, M. B. CoBpeMeHHOE J1e710npon3BoACTBO TeKcT yueo.
nocob6ue Jiy1st By30B 10 9KOH. cnienranbHocTsiM M. B. Kupcanoga ; Poc. akaz. roc.
ciyx0s1 ipu [Ipesunente Poc. denepanun, Cubd. aka. roc. ciayxObl. - 4-¢ 3. -
M.: UTHOPA-M, 2012. - 312, [1] c. ni.
OxoTHuUKOB, A. B. JlIokyMeHTOBEIEHUE U JICJIONPOU3BOJICTBO Yueo.
nocooue A. B. Oxotnukos, E. A. bynaBuna. - 2-e u3a., nepepa0. u goi. - M.: Mapr,
2005. - 301 c.
[Tmenko, A. B. Jlenonpoussoactso A. B. ITmenko, JI. A. lopoHuHa. -
M.: KOpaiit, 2004. - 181 c.
I'OCT P 51141-98 : 1enonpou3BOACTBO U apXUBHOE /1€J10. TepMUHBI U
onpenenenus : BBel. B aericteue 01.01.99 Tekct Beepoc. Hayd.-uccien. uH-T
nokyMmeHrtoBeneHus u apxus. Aena (BHUNIAL) @enep. apxub. ciayx6s1 Poccun. -
M.: T'occrannapt Poccun, 1998. - 7 c.
Mmunr, A. B. Jlenonpon3BonctBo Ha npeanpustuu Tekct yueO.
nocob6ue no Hanpasienuto 080100 "OxoHomuka" u ap. HanpaBiaeHUsM A. B.
[Imuar, H. FO. Bapkosa, 0. M. Kapuyra ; FOx.-Ypain. roc. yH-T, Kad. DxoHoMMKa
u MeHeKMeHT cepBuca ; FOVYpI'Y. - Uenssounck: U3narensckuii Hentp FOYpI'Y,
2013.-60, [1] c. un.

6) omedecni6eHHble U 3Clpy6€9fC‘Hbl€ HCYPHAJIbL NO OMCZ/}MI’UZMHe, umeruuecs 6 oubniuomexe:

2) MemoouuecKkue YKazaHus 0Jis Cmy0eHmos no 0C80EHUIO OUCYUNTUHDL:
A.B.IlImuar, H.1O. Bapkosa, F0.M.KaBuyra YueOHnoe nocodue
" lenonpousBoacTBO Ha npeanpustun'. M3-so OYPTY, 2014

l.

U3 HUXx. yqe6H0-MemoduquK0e obecneverue camocmosmenbHou pd60n’Ibl

cmyoenma.

3ﬂeKTp0HHaH yqeﬁno-MeTounqecxaﬂ AOKYMECHTAIlUA

HocrtynHocts
HaumenoBanwue |(cetp UHTEpHET /
No Bun HaumenoBanue pa3paboTku peeypea s - TOKaIbHAA COTh,
JUTEPATyphI AIIEKTPOHHOH | aBTOPU30BAHHBIN
dbopme / cBOOOIHBIN 10O-
CTyM)
Eropoga, JI.b. /JlokyMeHTalMOHHOE
oOecrieduenue ynpaninenus (JlokymeHToBeieHHE.
OCHOBBI J1€TTONPOU3BOJCTBA): DIECKTPOHHOE DNEKTPOHHO-
OCHOBHAS y4ueOHOe mocooue [DIeKTpOHHbIN pecypc] : OnbIMoTeuHas MoxansaasCers /
1 reparypa yue0. mocodbre — DnekTpoH. naH. — CaHKT-  |cUCTeMa CroGoMHbI
[TerepOypr : DO CII6YTYuD, 2008. — 410 c. |I3naTenbpcTBa
— Pexxum nocryna: Jlanb
https://e.lanbook.com/book/63757. — 3aru. ¢
DKpaHa.
b JlononuutensHasd [Mexyesa, T.H. CnipaBouHuk 110 OnexkrponHo-  |[JlokanpHasCeTs /
muTeparypa JIEJIONIPOM3BOICTBY [ DNEKTPOHHBIN pecype] :  |oubamoreynast  |(CBOOOTHBIH




crpaB. — DJIEKTPOH. 1aH. — MocCKBa : cucTeMa
['poccMenua, 2012. — 264 c. — Pexum 3naTenbpcTBa
noctyna: https://e.lanbook.com/book/9065. —  |Jlanb

3arv1. ¢ SKpaHa.

9. UndopManiuoHHBbIE TEXHOJIOTHHU, HCIIOJIb3yeMble IPU OCYLECTBICHUH
00pa3oBaTe/IbHOIO Mpouecca

[lepedeHp MCIIONB3YEMOTO MTPOrPAMMHOTO 00ECIIeUeHUSI:
1. Microsoft-Office(6eccpouno)

[lepedeHb UCnONb3yeMbIX HTHPOPMALIMOHHBIX CIIPABOYHBIX CUCTEM:

1. -Tapant(31.12.2018)

10. MarepuajibHO-TEXHUYECKOe OOecnedeHue TUCHMIIIMHBI

No OcHoBHOE 000pyOBaHKE, CTEH b, MAKEThI, KOMITBIOTEPHASI TEXHHKA,
Bun 3ansTuii N I_l MPEeIyCTaHOBJICHHOE MPOrPaMMHOE 00€CIIEUeHHE, UCTIONh3yEeMOe ISt
YA Pa3IMYHBIX BUIOB 3aHITUH
114-1
Jlexumu 2) KOMITBFOTEPHI
Kontponp 114-1
CaMOCTOATEJIbHOM 2) KOMITbIOTEPBI
paboTHhI
[Ipaktuueckue 3anstus (114-1
KOMITbIOTEPBI
Y CEMHUHAPBI (2)




