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1. OEJX OCBOEHUA JUCHUIIJINHBI

Llenpto OCBOCHMS AUCHUILIUHBI «J{OKyMeHTanMoHHOE obecneueHne NpodecCuoHaTbHON
JESITeIbHOCTH SIBJIAETCS MOIy4YE€HUE U YIIIyOJeHHe 3HaHUH O MPUHIMIIAX TOCTPOEHHs JOKYMEHTOB
U OCHOBax (POPMHPOBAHUS JOKYMEHTOOOOPOTa B OpraHU3alMs U YUPEKACHUSAX pa3IMyHbIX (popm
cobcrBeHHOCTH. DOPMUPOBAHME Y CTYACHTOB NMPAKTUUYECKUX HABBIKOB IO CO3JIaHHIO U 00paboTKe
JOKYMEHTOB B JajbHeiIIeM OyaeT crnocoOCTBOBAThH HE TOJIBKO 00Jiee YCIEIIHOMY OCBOCHMIO
JUCLHUIUIMH, U3y4eHHE KOTOPBIX Ipejnojaraer paboTy ¢ JOKyMEHTalMel, HO M IPOXOKICHUIO
NPaKTUKK Ha 0oJiee IpaMOTHOM YpPOBHE.

OCHOBHBIMU  337layaMM  W3Y4Y€HHMs JUCHMIUIMHBI «J[OKyMEeHTalMOHHOe obecredyeHue
poeCCHOHATLHOM EATETEHOCTH SBISIIOTCA: C(HOPMHUPOBATDH y CTYJCHTOB YETKOE MPECTaBICHNE
0 HeoOXOAMMOCTH M pOJU JOKYMEHTHPOBAHUSA B JESTEIbHOCTH OpraHU3aluil; O3HAKOMHTb
CTYACHTOB C OCHOBaMM 3JIEKTPOHHOI'O JEJIOIPOU3BOJACTBA U JOKYMEHTOOOOPOTa OpraHW3alluu,
03HAKOMUTH CTYAECHTOB C 0COOEHHOCTSIMH 3alMUTHI CITy>K€OHOM U KOH(UACHIIMaIbHOW HH(OpMAIIH,
o0OecrieyeHrs OTKPBITOrO JOCTyHa IpaxJaaH K HHQOpPMAUuu B COOTBETCTBHM C IOJIOXKEHUSIMHU
3aKOHOJATEIbCTBA; HAYYUTh CTYJCHTOB OpPUEHTHPOBATHCS B CHUTYyaLUsAX, TPEOYIOIMX H3IaHUA
COOTBETCTBYIOILUX JIOKYMEHTOB.

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII

Jucuummna  «JlokyMeHTaloHHOe o0OecriedeHne Mpo(ecCHOHAIBHOW —JEATEIbHOCTH
OTHOCHTCS K 00513aT€JIbHON YacTH.

3. IINTAHUPYEMBIE PE3YJIbTATbBI OBYUYEHUS 1O JUCHUIIJIMHE

[Inanupyembie pe3ynbTaTbl OOy4YEHHUS MO JUCHUIUIMHE, COOTHECEHHBIE C IUIAHUPYEMbIMU
pesynbratamu ocBoeHust OIIOIT (koMneTeHIUAMEI U UHINKATOPAMU JTOCTHKEHUST KOMIIETSHIIUN )

[Tnanupyemsbie pe3yabTaThl O0YUCHHS IO TUCIUILINHE, B
dopmupyembie COOTBETCTBHH C MHIUKATOPOM JOCTH)KCHUSI KOMIIETSHITUI
HanmenoBanne
KOMIICTEHIIMH WNHaukaTop JOCTIKEHHS
(kox, conepkaHue KOMITETEHIINH Pesynbrarel 00yueHus 10 OUCHOUHOTO
KOMITCTCHIIHH) (k00, cooepaicanue JUCIHIUINHE cpeictsa
UHOUKAmMopa)
OIIK-5. Croco6en  |OIIK-5.1. 3naer 3naem ocoOEHHOCTH BHYTPH- U TectoBbIe
HCIIOJL30BATh COBpPEMEHHbBIE MEXKOPraHU3aIMOHHOTO BOTIPOCHI,
COBpPEMEHHBIC TEXHUYECKUE CPEJICTBA U | B3aUMOJICHCTBHUS IpakTuko-
WH(GOPMAITMOHHBIE | MH(OPMAIMOHHEIE Ymeem  ocymecTBISATE — TEepeyueHb | OPUEHTUPOBAHHOE
TEXHOJIOTUH U TEXHOJIOTUU paboT ¢ uMmeronIeiics nHpopMalel | 3ajgaHue
MpOrpaMMHBIC Bnadeem npakTHYECKUMH HaBBIKAMU
CpeACTBa Npu cocraplieHus, 00pabOTKH U PabOTHI ¢
pelIeHun JIOKyMEHTAaI[UEH OpraHu3aIuu
poheCCHOHATBHBIX pa3aMYHOrO  YPOBHSI  C  HENIBIO
3a7a4. noBeiieHnss 3 dexTuBHOCTH  ee
paboThI
OIIK-5.2. Ymeer 3Haem OCHOBHEBIE BUBI TecrToBbIe
KCIIOJB30BaTh IS JIOKyMEHTaIu, (hOpMUpYyeMOr B BOTIPOCHI,
pEIICHUs aHATTUTHYECKUX U | OPTAHU3AIUSIX [IpaxTuko-
WCCIIeIOBATEIbCKUX 337a4 | YmMeem  co3maBaTh  YCJAOBHS  JIJIsl | OpDUCHTHPOBAHHOE
COBpEMEHHBIE 3G HEKTHBHOTO B3aUMOJICHCTBUS Kak |3a/I1aHue
TEXHUUYECKUE CPEICTBA U |MEXKIy COTPYJHHUKAMH OpTaHH3aIlHH,
WH(POPMAITMOHHBIC TaK U OPraHU3alliU C BHEUTHEH Cpeloi
TEXHOJIOTHH Bnadeem npakTHYeCKUMHM HaBbIKAMHU
paboThI c HMEIOIIMMHUCS
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MHGOPMAITUOHHBIMH MacCHBaMH
JaHHBIX
OIIK-5.3. Bnageer 3naem OCHOBHBIE OCOOEHHOCTH U TecToBbIE
HaBBIKAMH HCIIOJIb30BaHMS | BO3MOXKHOCTH HPOTPAMMHBIX BOIIPOCHI,
IUISL pETIeCHUS MIPOTYKTOB TI0 OpTaHU3aAINH IIpakTuxo-
aHAJIUTUYECKHUX U AIEKTPOHHOTO B3aMMOJICHCTBHUS OPHUEHTHPOBAHHOE
HCCIIEIOBATENLCKUX 337]a4 | Y9aCTHUKOB IOKYMEHTHUPOBAHHBIX 3aJJaHue
COBPEMEHHBIX MPOIIECCOB
TEXHUICCKUX CPEACTB U Ymeem odopMIATE OCHOBHBIC BHIBI
WH()OPMAITHOHHBIX JIOKyMEHTOB OpraHU3alnH B
TEXHOJIOTHI COOTBETCTBUH c TpeOOBaHUSIMH
HOPMAaTHBHO-TIPABOBOTO XapakKTepa
Bnaoeem naBpIKaMy COCTaBIICHUSA
JIOKYMEHTOB OpPTaHU3aI[U1, OCHOBAMU
paboTHI C IOKYyMEHTAMH OpraHu3aIliii
OIIK-6. Criocobern  |OIIK-6.1. 3naer 3Haem NpaBUIIA OPTraHU3ALNN TecToBbie
IIOHUMATh MPUHIUTIBI Pa0OTHI nporiecca HHHOPMAITHOHHOTO BOTIPOCHI,
MPUHLMUIBI Pa00TH | MH(OPMAITMOHHBIX B3aMMO/ICHCTBUS IIpakTuxo-
COBPEMEHHBIX TEXHOJIOTHI Ymeem  ocymecTBIATE  TEepeyueHb | OPUEHTUPOBAHHOE
WH(GOPMAITMOHHBIX NEUCTBUI 10 JOKYMEHTAIIMOHHOMY |3aJaHHe
TEXHOJIOTHH U COTIPOBOKICHUIO OCHOBHEBIX
HCIOJIb30BATh UX MIPOIIECCOB OPraHU3AINH
JUTSL peIIeHus 3a1a4 Bnaoeem naBpikamMu 3aI10IHEHUS
npoheCCUOHATBHOMN (hopM JOKYMEHTUPOBAHHBIX MPOLIEIYP
JIeSITeIbHOCTH OpraHu3aIN
OIIK-6.2. YMeeT oTOUpath | 3Haem METOIbI OpPraHU3aAIN TecToBbie
JUTSL OCYIIIECTBIICHUS JTOKyMEHTAI[HOHHOTO B3aMMOEHCTBHS | BOTIPOCHI,
poheCcCHOHATBHOMN MOJpa3/IeICHU OpraHu3alnii IIpakTuxo-
JIeSITeJIbHOCTHU Ymeem nonn30BaThCA TEXHUYECKUM | OPHCHTHPOBAHHOE
Heo0X0IUMOE obopynoBaHuEM 3aJaHUe
TEXHUYECKOE Bnaoeem npakTUUeCKNMHU HABBIKAMU
00opyi0BaHUE U HCIIOJIH30BAHUS TPOTrPAMMHOTO
MpOrpaMMHOe obecrieueHus
obecrieyeHne B
COOTBETCTBUH C
MIPUHIIUTIAMH UX pa0OTHI
OIIK-6.3. Bnaneer 3Haem OCHOBHBIE METO/TBI COOpa TecToBBIE
HaBBIKAMU IPUMEHEHUS MCXOAHOHN MH(pOpMaInH, BOIIPOCHI,
COBPEMEHHBIX HOpMaTUBHBIC OCHOBBI (hopmupoBanus | [Ipakruko-
MH(POPMAITMOHHBIX JIOKYMEHTAIUH Pa3IMIHBIX BHIOB OpUEHTHPOBAHHOE
TEXHOJIOTHH U Ymeem anantupoBath COBpeMEHHOE |3alaHue
MIPOTPAaMMHBIX CPEJICTB MIporpaMMHOe 00ecTIieueHHe K
MIpU pEUICHUU 3a7a4 PELIeHUIO BOIIPOCOB
npohecCHOHANBHOMN pohecCUOHAIbHOMN NEATENbHOCTH
JESITEIbHOCTU U Bnaodeem naBnIKaMM MCIIOIL30BAHMS
aJlanTUPYET BO3MOXHOCTH | MOOMIIBHBIX IIM(DPOBBIX YCTPOUCTB
HOBBIX CTAI[MOHAPHBIX U JUtst IipopeccnoHambHON
MOOMJIBHBIX IU(DPOBBIX JIeSITeJIbHOCTHU
YCTPOMCTB K
npohecCHOHATBHOMN
JIeSITeIIbHOCTH
TIK-3. Criocoben I1IK-3.1. 3naeT mopsaok 3Hnaem cuctemy, CTpyKTypy U TecToBbie
KOHCYJIbTHPOBATH COCTaBJICHHS W MPaBUIIa MIPUHITUIIB Pa3rPaHIIEHUS BOIIPOCHI,
KJIMCHTA 110 odopmiieHUs1 GUHAHCOBOW |TIOJTHOMOYHUH OPraHOB IIpaktuxo-
0o opMIICHUIO JIOKyMEHTAIINH, rocyJapCTBEHHON BIACTH OPUECHTHUPOBAHHOE
CIIEJIOK C HOPMAaTHBHBIC U 3aJJaHue
IMOCTaBIIMKOM METOIUYCCKHUC
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(huHAHCOBOI yCITyTH
¢ COOIIOEHIEM

JIOKYMEHTBI,
perIaMeHTHPYIOINE

Ymeem nnanupoBaTh MEPONIPUATHA
AQHAJIUTHUYECKOTO U

HOPM BOMPOCHI IoAbOOpa U KOMMYHHMKaIIMOHHOTO XapakTepa
npodeccuoHanbHON | oopmIleHUs! GUHAHCOBHIX | Baadeem HaBbIKaMy OpraHU3alluH
3TUKH U CIy>KEOHOTO | TPOTYKTOB U YCIyT KOMMYHHKAIIMH U UX OTACIBHBIX
JTHKETA 9JIEMEHTOB (MIEC0JIOTHH, IOKYMEHTOB)
[1K-3.2. YMeeT pa3bsacHATh | 3Haem cucTeMy MPel0CTaBICHUS TecroBble
KIIMEHTaM COJepIKaHue TOCYIapCTBEHHBIX U MYHHLUIAJIbHBIX |BOIPOCHI,
(MHAHCOBBIX U YCIIYT B 2JIEKTPOHHOM BHUJIE [MpakTuko-
IOPUANYECKUX TIOKYMEHTOB | YMeem pa3pabaTbiBaTh JOKYMEHTHl | ODHEHTHPOBAHHOE
B TIpejieTiax CBOEH (mporpamMMel, IpeAIOKECHUS, 3aJaHue
KOMITCTEHIINH, CIIeITys KOHLICTILIVH | JIp.), CBSI3aHHBIC C
HOpMaM HeoOxoauMocThIo mpuMenenus MKT-
npo¢eCcCHOHANTBHON 3TUKH | TEXHOJOTHH B IESITEIBHOCTH
U CIIy’KeOHOTO 3THKETA TOCYJapCTBEHHBIX OPraHOB
Bnraodeem HaBbIKaMU UCIIOJIb30BAHUS
COBPEMEHHBIX HHPOPMAITUOHHBIX
TEXHOJIOTHH B YIIPABJICHUH
YeJIOBEUSCKHMH PECypCcaMu
I1IK-3.3. Brnageer 3Haem TpaBUIIA IOATOTOBKU TecToBbie
HaBbIKaMH ITIOJAT'OTOBKH U JOKYMCHTOB q)HHaHCOBOI\/'I OTYCTHOCTHU | BOIPOCHI,
IIPOBEPKU JOKYMEHTOB, Ymeem ocymectBiaTre Meponpusituss | [IpakTuxo-
y4acTBYIOIIUX B AQHATUTHYECKOTO OPHEHTHPOBAHHOE
(bMHAHCOBBIX ONEpaINsX, U | KOMMYHUKAlIMOHHOTO XapakTepa 3ajaHue
odopmiieHus Bnaoeem naBbikamu IpoBeICHUS
JOKYMEHTAIHH 110 KOMMYHHKAIIUH ¥ UX OTAEIBHBIX
(hMHAHCOBBIM CIEITKaM, AJIEMEHTOB (UIC0JIOTHUH, IOKYMEHTOB)
JIEJIOBOTO OOIICHUS
4. OBBEM U CTPYKTYPA JUCHUIIJINHBI
TpynoeMKOCTh JUCIUTUIMHBI COCTaBIsET 4 3aueTHbIe equHullbl, 144 yaca.
TeMaTuyecKuii JIaH
(popma oOyuenus: — ounas
Buner yaeOHO# paboThI,
BKJIFOYAst CAMOCTOSITEIIEHYIO
a0O0Ty CTYJICHTOB U
< TpI;’IloeMyKOC}”II“B (B yacax) % Dopmbi
= » . = s TEKYILEro
e 3 = g S % o KOHTPOJIS
Ne HaumeHnoBaHnue TeM W/ nin 3 § = = § <| & 5| ycmeBaemoctH,
/0 | pa3lienoB/TeM AUCLUILIHHEL 2 = - 3 = § g g % ¢dopma
! = E = g g S | mpomexyTouHoii
e Iq;) 5 5|83 S8 aTTecTanun
= g SN (o cemectpam)
AREE
= 2T
ITonasarue JOKYMCHTAIlMOHHOI'O
1 oOecrieyeHust ] 5 | 12 4 4 2 5
podeCCHOHATTEHOM
JIeSITeIIbHOCTH




CucreMbl JOKYMEHTAIIMOHHOTO
oOecrieueHust
2 N 2 3-4 4 4 2 5
npoheCcCUOHANTBHOMN
JEeSITEILHOCTH.
KopriopatuBHaeie PetiTunr-
3 priop 2| 56 | 4 4 2 5
HH()OPMAITMOHHBIE CUCTEMEI . KOHTpOJb Nel
BHenpenue koprnopaTUBHBIX
4 P pHop 2|78 | 4 4 2 5
WH(POPMAITMOHHBIX CHCTEM.
BBenenne B 0CHOBEI
5 A 2910 | 4 4 2 5
JICIIONPOU3BO/ICTBA.
OO011e HOPMEBL U IIpaBUJIa PetiTunr-
6 He Hop P 2 [11-12| 4 4 2 5
0o OopMIICHUS TOKYMEHTOB. KOHTPOJIb Ne2
TpeboBauust Kk 0(hOPMIICHUIO
7 | P bop 2 1314 | 4 4 2 5
JIOKYMEHTOB.
Perucrpanus 10KyMeHTOB.
8 | Xpanenwue nen u nepenavyaux B | 2 [ 15-16 | 4 4 2 5
apXWUB.
CocraB, CTpyKTypa U
OPUHIHUIIBI CO3JaHU PetiTunr-
g | MbuHHl A 2 |17-18 | 4 4 2 5
JIOKYMEHTAIIOHHOTO pecypca KOHTpOJTb Ne3
OpraHu3allvy.
Bcero 3a 2 cemecTp: 144 36 36 18 45 Ox3ameH (27)
Hamnnuue B gucuunnune KIT/KP HET
HToro no AUCHUIIINHE 144 36 36 18 45 Ik3ameH (27)
TemMaTnyeckuii mian
(¢hopma o0yuyeHusi — OUHO-3209HAS
Buner yaeOHO# paboTHI,
BKJIIOYAsi CAMOCTOSTEIbHYIO
a00Ty CTYIEHTOB U
p e DopMbl
© TPYJAOEMKOCTh (B Yacax) =
= < — = g TEKYILEro
e 8 = 2 |2 2 | xomtpoms
Ne HawnMenoBaHHe TEM H/UITH 3 § = = § <| & §| ycmeBaemocTw,
n/ma Pa3IeNIoB/TeM TUCIIUILTUHBI E = - S % § g é% ¢dbopma
] — <
o o = = < £ § S POMEXKYTOYHOM
s Iq;) S S| 888 aTTecTanun
2 g NI (o cemectpam)
= Q. = =
< o) Y
AR
= = ©
[TonsiTHE TOKYMEHTAIIHOHHOTO
Ie4YeHust
T . 2| 12 | 2 2 1 7
podeCCHOHATTEHOM
JIeSITENIbHOCTH
CucremMbl JOKYMEHTAIIMOHHOTO
Ie4YeHust
g |0becneue . 2| 34 | 2 2 1 7
podeCCHOHATTEHOM
JIeSITEIILHOCTH.
KopriopaTusHEbl PeiiTunr-
3 |opHop © 2| 56 | 2 2 1 7 ¢
UHGOPMAIMOHHBIC CUCTEMBI . KOHTPOJIb Nel
Buenpenune koprnopaTUBHBIX
4 AP priop 21 78 | 2 2 1 7
WH(GOPMAITMOHHBIX CHCTEM.
BBenenne B 0CHOBEI
5 A 21910 | 2 2 1 7
JICIIONPOU3BOJICTBA.




6 OO0u1rie HOPMBI U TIpaBUIIa > | 11-12 2 2 1 7 PeliTunr-
o opMIIEHHUS TOKYMEHTOB. KOHTPOJTb Ne2
7 TpeboBanus kK 0hOpMIICHHUIO 2 11314 | 2 2 1 7
JTOKYMEHTOB,
Peructparus 1oKyMeHTOB.
8 |Xpanenwue nen u nepemadauxp | 2 | 15-16 | 2 2 1 7
apXuB.
CocTaB, CTPYKTypa ¥ MPUHIIUIIEI . )
9 |co3manus nokymeHTanmonHoro | 2 | 17-18 | 2 2 1 7 PeHTuHr
KOHTpoJIb Ne3
pecypca opraHu3aIviH.
Bcero 3a 2 cemecTp: 144 18 18 9 63 Ok3ameH (45)
Hamnunuue B gucuunnune KIT/KP HEeT
HToro no IuCHUIIINHE 144 18 18 9 63 Ik3ameH (45)
TemaTuueckuii NJIaH
(dhopma o0yueHuUs1 — 0UHO-3209HAasi (YCKOpeHHOoe o0yuyeHue Ha 6a3ze CITIO)
Bugpt yueOHOI paboThi,
BKITIOYAasl CAMOCTOSITEIBHYIO
paboTy CTYIEHTOB U Dopsr
< TPYAOEMKOCTH (B Yacax) %
= » — T s TEKYIIEro
ol 8 = = |2 2 .| xomtpoms
Ne Haumenosanue TeM u/uinu 3 § = = § <| & 5| ycmeBaemocTH,
n/n Pa3IeIIOB/TEM TUCIUILTAHBI 5 = = 8 % § g = % ¢dbopma
o o = 2 3 2 S| & "|mpomexyrounoit
ot ) & = S £| = p Y
s e 3 & | & § S arTecTanuu
2 5 SIS (1o cemecTpam)
= Q. = =
% o Q
El g2
= = ©
[NoHsiTHE TOKYMEHTAIIMOHHOTO
1 obecmeueHus ) 1] 19 2 2 1 9
npodecCHOHANTEHON
JICSATEIIbHOCTH
CucreMbl JOKYMEHTAIMOHHOTO
2 obecreueHus ) 1| 34 2 2 1 9
npodecCHOHANTEHON
JICSATSIILHOCTH.
3 KopmnoparuHsie 11 586 2 2 1 9 Peiitunr-
WH(POPMAITUOHHBIE CHCTEMBI . KOHTPOJIb Nel
4 BHeapeHne KOprmopaTHBHBIX 1| 78 2 2 1 9
MHGOPMAIMOHHBIX CHCTEM.
5 BBenenne B 0CHOBEBI 1| 9-10 2 2 1 9
JISIIONPOU3BOJICTBA.
6 OO0u1rie HOPMBI U TIpaBUIIa 1 111-12 2 2 1 9 PeliTunr-
o(opMIICHHS JIOKYMEHTOB. KOHTPOJIb No2
7 TpeboBanus Kk 0HOPMIICHHIO 1 [13:4] 2 2 1
JTOKYMEHTOB.
Peructparus 10KyMeHTOB.
8 |Xpanenwue nen u nepenadyauxp | 1 | 15-16| 2 2 1 9
apXuB.
CocTaB, CTPyKTypa ¥ MPUHIIHIIEI . )
9 |co3maHus TOKYMEHTAI[HOHHOTO 1|17-18 2 2 1 9 Pefiriar
KOHTpOJIb Ne3
pecypca opraHu3aliuy.
Bcero 3a 1 cemectp: 144 18 18 9 81 Ox3ameH (27)
Hamnnuue B gucuunnune KIT/KP HEeT
Hrtoro no nuciuminHe 144 18 18 9 81 Ik3ameH (27)
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Conepmaﬂne JEeKIMOHHBIX 3aHATHI M0 TUCHUILJINHE

Tema 1. IloHsiTHe [OKYMEHTALIMOHHOIO of0ecneyeHusi MNPoecCHOHATBLHOI
AeATeIbHOCTH.

[ToHATHE NOKYMEHTAIIMOHHOTO o0ecredyeHus npopeccuoHanbHON AesTenbHocTh, [TonsaTue
JJIEKTPOHHOTO JIOKyMeHTa. [loHsATHE »AJIEKTPOHHOrO JOKyMeHTooOopoTa. IlpeumyimiectBa u
HEJIOCTAaTKH JJIEKTPOHHOI'O JOKYMEHTA.

Tema 2. Cucrembl [J0OKYMEHTAIMOHHOTO oOecneyeHuss MNpodecCHOHAIbHOI
NAeATeJIbHOCTH.

Tunbl cucTeM TOKYMEHTAllMOHHOTO oOOecreyeHus: MNpoQecCUOHAIBHON JesSTEIbHOCTH.
CpaBHeHHE CUCTEM JIOKYMEHTAIIMOHHOTO 00ecieueHus Mpo(eCcCHOHATBHOM JesITETbHOCTH.

Tema 3. KopnopaTtuBHbie HH()OPMALMOHHbIE CUCTEMbI.

[Tonstne, ocobennoctd, momynu. Knaccupukanus KOPHOPATUBHBIX HH(OPMAIIMOHHBIX
CUCTEM.

Tema 4. BHepeHne KOPIOPATUBHBIX HH(POPMALMOHHBIX CHCTEM.

Bapuantel BHenpenuss KUC: npeumymiectBa u HepocraTtku. CocraB, LenM U 3aqadu
BHeapenus: KUC.

Tema 5. BBeneHnne B OCHOBBI JIeJIONPOU3BOACTBA. [[oHATHE AETONMPOM3BOJCTBA U €rO
OCHOBHBIE cOCTaBisiomme. JIOKyMEHT W ero OcHOBHble (yHKuuu. Kiaccuduxanms nenoBoi
JIOKYMEHTALUU.

Tema 6. O0mme HOpPMBI M MpaBuIa opopMiIeHHs NOKYMeHTOB. Hymepanus crpanui.
CniocoOs1 oopMmiieHus 1aT, BenuduH U hopmyin. OdopmieHe TabIull U pUCYHKOB.

Tema 7. TpedoBanusa k odopMiIeHHIO TOKYMeHTOB. COCTaB PEKBU3UTOB JOKYMEHTOB.
[TpaBuia ohopmiieHUS! pEKBU3UTOB JOKYMEHTOB. TpeboBaHus Kk 6aHKaM TOKyMEHTOB. TpeboBaHus
K JOKyMEHTaM, U3rOTaBIMBAEMbIM C TIOMOIIIbIO MIEYAaTHBIX YCTPOHCTB.

Tema 8. Perucrpamusi noxkyMeHTOB. XpaHeHHMe el M Iepejaya HMX B apXuB.
Peructpanmonssie ¢Gopmbl U ux 3anonHeHue. O0paboTka BXOAAIIMX U HCXOJAIINX JTOKYMEHTOB.
KoHnTpons 3a ncnosHeHueM NOKyMEHTOB. OpraHu3anusi ONEpPaTHUBHOIO XPAaHEHUS JOKYMEHTOB.
Odopmienue fien U nepeada ux B apXxus.

Tema 9. CocTaB, CTPYKTYPa M NPHHUUIBI CO3IAHMA JOKYMEHTALMOHHOIO pecypca
opranu3zanuu. [loHaTHe TOKyMEHTONOTOKA U JOKyMeHTooOopoTa. HomeHknaTypa aen u nopsaok
ee ohopmIeHus.

Copepxanne NPAKTHYECKUX 3AHATHI 1O AUCHMIIJIMHE

Tema 1. 1C loxymenToo60poT: M3yduenue uurepgdeiica CUCTEMBI.

Tema 2. 1C JloxymentooOopoT: Buecenue B 0a3y cBeleHUH O COTPyIHUKAX U
M0JIb30BATEIISIX.

Tema 3. 1C [lokymenToo60poT: Co3anue OTACIbHBIX BUIOB IOKYMEHTOB.

Tema 4. 1C JlokymeHTO060pOT: 3amoHeHue MoJieil KapThl JOKYMEHTA.

Tema 5. 1C lokymentoo6opot: PenaktupoBanue ¢aitnos. Kontpons Bepcuit

Tema 6-7. 1C JlokyMeHTO000pOT: YIIpaBiIeHHE JOTOBOPaMU C OPMHUPOBAHUEM CMET.

Tema 8-9. 1C JIokymMeHTO000pOT: YIIpaBIeHUE TPOSKTAMHU.

5. OHEHOYHBIE CPEJCTBA JJIs1 TEKYHEI'O KOHTPOJISI YCIIEBAEMOCTAN,
IMPOMEXYTOYHOM ATTECTAIIMH IO U'TOT'AM OCBOEHUS
JUCHUIVIMHBI U YYEBHO-METOJANYECKOE OBECIIEYEHHE
CAMOCTOSTEJBbHOM PABOTHI CTYJIEHTOB

5.1. Tekyluii KOHTPOJIb YCIIEBAEMOCTH
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Ne | Bonpoc tecra
PeiiTunr-kouTpoan Nel
DJIeKTPOHHBIH J0KyMeHT corjacHo Peaepanabubiii 3akon ot 10.01.2002 Ne 1-®3 «O6
3JIeKTPOHHOI HU(POBOI NOAMUCH» - ITO:
1 a) 3allMCaHHOE Ha MAIIMHHOM HOCHUTEJIE DIIEKTPOHHOE COOOIIEHHE, PEKBU3UTHI KOTOPOTO OOpMIICHBI B
' COOTBETCTBHH ¢ HOPMATHBHBIMU TPEOOBaHUSIMHY,
0) mo6oe coolleHne, 3aUCKa, TEKCT, 3alMMCAHHbIH Ha MAIIMHHOM HOCHTEIIC;,
B) JOKYMEHT, B KOTOPOM HH(OpMAaIHsl IPeAcTaBiIeHa B JJIEKTPOHHO-IU(PPOBOH opMme.
Kakumu BUAaMU HOPMATHBHBIX AKTOB Peryjaupyercs J0KyMeHTO000pOT opranuzanuu’?
a) BCE OTBETHI BEPHEI;
2. 0) OTpacieBbIMU 1 MEKOTPACICBBIMH;
B) TOCYJapCTBEHHBIMU;
T') TIOKQJIbHBIMU aKTaMH OpraHU3alHi.
BepHo s yTBepxaeHHe, YTO KBATU(UUUPOBAHHAS M HEKBAJIU(DUUUPOBAHHASL JIEKTPOHHAS
uu(ppoBbIe MOANUCH BBIIAIOTCH B CHENHAJBHBIX HEHTPAaX W MPEICTABJIAIOT coloil ¢uiem-
3. HAKONMHTEH € 3aMMCAHHBIM HA HEM Ko0M?
a) na,
0) HeT.
YTo 13 nepevynciaeHHbIX HUKe IPUMEPOB MOKHO HA3BATh 0(PpUIMAJLHBIM JOKYMEHTOM?
a) JOKJIaHast 3aMiucKa SKCIeTUTOPA;
4, 0) MHEHIe, BEICKa3aHHOE IKCIIEPTOM;
B) KCEPOKOTHS IMactopTa;
I') peKJIaMHBIN OYKIIET.
YTo U3 NepevyncJaeHHOr0 OTHOCHTCS K 3JIeMeHTAM TeKCT CJIyKeOHOro JoKymMeHTa?
a) PErUCTPALMOHHEIN HOMED;
5. 0) MOJIUCH;
B) MOJIEM;
) Tabnuma.
PeliTHHT-KOHTPOJIb Ne2
Kaxkas u3 nepeuncieHHbIX CHCTEM JIEKTPOHHOI0 JOKYMEHTO000POTA ABJIAETCS ONTUMATbHOM?
a) Lotus Domino.Doc;
6. 6) Heno;
B) 1C: Apxus;
r) DIRECTUM.
Bepno nm yrBep:kaeHue, uro cucremMa «l1C. JlokyMeHTO00OpPOT» TMO3BOJSIET OCYIIECTBJISATH
PaCChUIKY NMPUTJIalleHuii HA TOcelleHHe 3aIUIAHMPOBAHHBIX MEPONPUATHI BCEM COTPYIHHKAM
7. opranu3anum?
a) na,
0) HeT.
IIporpammuoe obecnieuenne Lotus Notes oTHOCUTCH K:
a) CHCTEeME YIIPaBJICHHsI 0COOBIMU BHIAaMHU JIOKYMEHTOB,
8 0) cpeacTBaM TpymImoBoi paboTHI;
B) CHEHMANbHBIM MOXYJSIM YIPAaBICHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATHBHBIX
WH(OPMAITMOHHBIX CHCTEM /ISl TIPEATPUSATHII;
T') YHUBEPCAILHBIM CHCTEMaM 3JIEKTPOHHOTO JIOKYMEHT0000POTA.
Kakoro u3 BU10B 3/1eKTPOHHOI HM(POBOI MOANNCH He CylIecTBYeT?
a) mpocrasi;
9. 0) ropuanyecKas;
B) KBaJTM(UIIMPOBAHHAS;
I') HeKBaJTU(UIMPOBAHHASI.
7. YTO U3 MepevrcIeHHOr0 MOKHO OTHECTH K CMCTeMaM JOKYMEeHTALMH ?
a) JIMIIEH3UIO Ha TIPaBO BEJICHUS JCATEIbHOCTH;
10. | 6) OyxranTepcKylo U CTAaTHCTHUECKYIO JOKYMEHTALIUIO;
B) KOMIUIEKCHBIE aHANUTHYECKUE MTOKA3aTEIH;
') KHATH U IEPHOINYECKIE N3TaHUsl.

PeliTUHT-KOHTPOJIBL Ne3
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Bompoc tecta

11.

UYTo U3 nepeyncIeHHOr0 He OTHOCHTCS K MapaMeTpaM HOCHTeJIei 3JIeKTPOHHBIX JOKYMEHTOB ?
a) CTOUMOCTh XpaHeHus | MeradaiiTa mHpOpMAITHH;

0) BO3MOXXHOCTh OCYIIIECTBJICHHS MOJHOTEKCTOBOTO MTOKCKA,

B) CKOpPOCTB JOCTYIa K HH(POPMAIIHH.

12.

IMoa cay:keGHBIM 31eKTPOHHBIM TOKYMEHTOM MOHUMAETCSI:

a) 3aMMCaHHOE HAa MAITMHHOM HOCHUTEJIE 3JICKTPOHHOE COOOIICHUE, PEKBU3UTHI KOTOPOTO O(OPMIICHBI B
COOTBETCTBHH C HOPMATUBHBIMH TPEOOBAHHUSIMU;

0) JOKyMEHT, B KOTOPOM HH(pOPMAITH IIPEICTaBICHA B JIEKTPOHHO-TIUPPOBOH hopme;

B) CTPYKTYPHUPOBaHHBIH HH(DOPMAIMOHHBII OOBEKT, B COOTBETCTBUC KOTOPOMY MOMKET OBITh
MOCTaBJICHA COBOKYITHOCTh (DaliJIOB, XpaHSIIUXCS HA HAKOMTUTEIIE KOMITBIOTEPA,

r) moboe coodIeHne, 3aMcKa, TEKCT, 3alMMCAaHHBII Ha MAITHHHOM HOCHTEJIE.

13.

Bepno s yrBep:kaenue, yto cucrema «1C. JlokymMeHT0060poT» MNMO3BOJSET OCYLIECTBJSITH
NMPOCMOTP AOKYMEHTOB W (aiiyioB ¢ IrpyNNHMPOBKONH MO Pa3jJIMYHBIM NPU3HAKaM (10 BHIAM
AOKYMEHTOB, 0 POEKTaM, [0 OTAeIaM):

a) na,

0) HerT.

14.

YTo U3 nepevyncaeHHOro SIBJASETCS PACHOPSANTEIbHBIM J0KYMEHTOM ?
a) MpUKa3s;

0) Oyxrantepckuii OT4erT;

B) aKT MPUEMKH-CAaYH PadoOT;

T') IPOTOKOJI.

15.

JoxkyMeHnTHpOBaHue MHGOPMALMH — 3TO:

a) coctaplieHNe U opopMIIeHHE JOKYMEHTA,

0) oubnuorpadus;

B) Ha0Op C TOMOIIBIO0 KOMIBIOTEPA;

I') nepesaya CBeICHUH OT COTPYIHHUKA COTPYAHHUKY.

5.2. HpOMe)KyTO‘IHaﬂ aTTrecTanmsd 1Mo uToraM OCBOCHHUA TUCHHUITJIMHBI (3K3aM€H).

Cnucok 80npocog K 3K3ameHy
[TonsiTHE TOKYMEHTa, JOKyMEHTOO00pOTa M TIOTOKA TOKYMEHTOB.
Mecto CO/1 B nH()OpPMALIMOHHOW CUCTEME MPEATIPUSATHS.
Tunsr COJ] (cucTeM AIeKTPOHHOTO JOKYMEHTO000pOTa).
4. Krnaccudukaiuys aBTOMaTU3UPOBAHHBIX CUCTEM JICJIONPOM3BO/ICTBA H DIICKTPOHHOTO

wrh e

JIOKYMEHTO000pOTa.

5. TenneHnuu pa3BUTHS CUCTEM DJIEKTPOHHOTO IOKYMEHTOOOO0pOTA.
6. JlokyMeHT B MH(OPMAIMOHHON cucTeMe. THUIBI JOKYyMEHTOB B UHPOPMALIMOHHOM

cucrteme: OyMa)KHbIM TOKyMEHT, 00pa3 T0KyMEHTa, JJIEKTPOHHBIN JOKYMEHT, CTPYKTYpHUPOBAHHbIE
nokymeHnTel, XML — npencrasiieHue.

7. JHoxyment B COJI. Co3manue. PenaktupoBanue. [Iyonukanus. ApXuBHpOBaHUE.
8. OcnoBHbIe Bo3moxHOCcTH CO/I: [Torck nokymMeHTOB. MapiipyTu3aius 1 KOHTPOIb

ucnongeraust. OT4eTsl.

9. OcHoBHbIe Bo3MoxkHOCTH CO/[: AaMUHUCTpUpOBaHKHE. BO3MOXHOCTH COTPYIHUKOB.
10. Ocuosusbie pynkuun COJ1. Tumossie TpedoBanms k CO/I.

11. IlpeumyiiecTBa BHEIPEHUSI CUCTEMBI DJIEKTPOHHOTO JIOKyMEHTO000pOTA.

12. TlpwuwHbl aBTOMaTH3aIMH. BEIOOp CHCTEMBI aBTOMATH3AIIHH.

13. Kparkwuii 0030p pbIHKa 1 Kjaccu(uKanus miaThopm, IpeacTaBieHHbIX Ha peiake CO/1.
14. CpenctBa rpynmnoBoii paboThl.

15. Cuctems! ynpaBieHus 0cOOBIMU BUAAMU JIOKYMEHTOB.

16. CrenpanbHBIE MOIYIIN YIIPABICHHS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATHBHBIX

UH(POPMALIMOHHBIX CHCTEM

17. KopnopatuBHas nHGOpMAIIMOHHAS CUCTEMA.
18. Cuctembl aBTOMATU3alHUU JEIOTPOU3BOICTBA.
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19. Iloacucrema apxuBa JOKyMEHTOB, YIIPABICHHSI KOHTEHTOM U CPEAICTBA
CTPYKTYPH3aLUH.

20. Cucremsl BBOJIA IOKYMEHTOB U CHCTEMBI 00pabOTKH 00pa30oB TOKYMEHTOB

21. Tlopcucrema MapHIpyTH3alUU JOKYMEHTOB H yIIPABJICHUS 3aJaHUAMHU.

22. Tunbl NIPUIOKEHUH, BHEAPSAEMBIX B paMKax kopropatuBHoil CO/I.

23. DnexTpoHHas nu(poBas NOANUCH: TOHATHE, BUIBI M PELIaeMbIe 3aJa4H.

5.3. CamocTosiTe/ibHasi padoTa 00y4YaroIIerocs.

Temvl pechepamos no oucyuniume
1. IlonsATHE TOKYMEHTA, TOKyMEHTO000pOTa M MOTOKA JIOKYMEHTOB.
2. Llenu BHEIPEHUs IIEKTPOHHOTO JIOKYyMEHTO000pOTA.
3. Mecro CO/] B nH(pOpMAITMOHHON CHCTEME MPEITPUATHSI.
4. Tunel COJ1 (cUCTEM 3IEKTPOHHOTO TOKYMEHTO000pOTa).

5. KHaCCI/I(l)I/IKaIII/ISI ABTOMATU3HWPOBAHHBIX CUCTEM ACIOMPOU3BOACTBA U JICKTPOHHOT'O

JIOKyMEHTO000pOoTa.
6. TeneHInU pa3BUTHS CUCTEM JIEKTPOHHOIO JOKYMEHTO000POTA.
7. JJokyMeHT B MHQOPMAIIMOHHOM cucTeMe. TUIbI JOKyMEHTOB B HH(POPMAITHOHHOMN

cucteme: OyMa)KHbIM TOKyMEHT, 00pa3 T0KyMEHTA, IEKTPOHHBIN JOKYMEHT, CTPYKTYpPUPOBaHHbIE

noxkyMmeHnTel, XML — npencrasnenue.
8. Hoxyment B CO/I. Co3nanue. PenaktupoBanue. [lydbnukanus. ApXuBupoBaHue.
9. Tunosble KomnoHeHThl CO/1: XpaHuiuie KapTodyek (aTpuOyToB) JOKYMEHTOB;
XPaHWINILE JOKYMEHTOB; KOMITIOHEHTHI, OCYIIIECTBIISIONINE OU3HEC-IIOTUKY CHCTEMBI.

10. OcnoBHble Bo3MoxkHOcTH CO/I: [lonck nokymeHnToB. MapiupyTtusamus 1 KOHTPOJIb

ucnoitaenus. OTYeTkl.

11. OcHoBHbIe Bo3mMoxHOCcTH CO/I: AnMuHUCTpUpOBaHUEe. BO3MOKHOCTH COTPYIHUKOB.

12. OcuoBuble pynkuuu CI/I. Tunossie TpedoBanus k CO/I.
13. IIpeumyniecTBa BHEAPEHUS CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO00POTA.
14. IlpuunnHs! aBTOMaTH3aMK. BEIOOp crcTeMbl aBTOMAaTH3aLMH.

15. KpaTkuii 0630p ppiHKa U KJ1accudukanus miathopm, npeacTaBieHHbIX Ha peiHke COJ1.

16. CpenctBa rpynmoBoit paboTHI.
17. Cuctemsl ynpaBieHHs] OCOOBIMH BHIaMU JOKYMEHTOB.

18. CnenmanbHble MOAYJIH YIPABIEHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATUBHBIX

UH(POPMALMOHHBIX CHCTEM

19. KoprniopatuBHas nHpopMallnoHHasi CUCTEMa.

20. YHuBepcanbHble CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTA.

21. [logcucTempl aBTOMAaTH3AMN JJOKYMEHTOO0OOpOTA.

22. CuctemMbl aBTOMATH3aIUHU JEJIOMPOU3BOCTBA.

23. [logcucrema apxrBa TOKYMEHTOB, YIIPABICHHUS] KOHTEHTOM U CPEACTBA
CTPYKTypHU3alUH.

24. CucTtemsbl BBOJIa TOKYMEHTOB M CUCTEMBI 00pabOTKH 00pa30B TOKYMEHTOB

25. Ilopcuctema MapipyTH3aly JOKYMEHTOB U YIIPABJICHUS 33 JaHUSMHU.

26. CucTemMbl KOMIUIEKCHOM aBTOMATH3aIluK OM3HEC-TIPOIIECCOB.

27. Tunbl NpUIOKEHUI, BHEAPSIEMBIX B paMKax koprnopaTuBHoil CO/I.

28. ApXUBBI JIEKTPOHHBIX JOKYMEHTOB.

29. ABTOMaTH3aIMs MPOILIECCOB KIACCUYECKOTO POCCHICKOTO JOKYMEHTO000pOTa

(mogepkKa TOKyMEHTAllMOHHOTO obecrieueHus ynpasienus - JJOY).

30. Uctopus BHeapenust CI/I.

31. DnexTpoHHas uu@poBas MOJNUCH: OHATUE, BUbI U PEIIaeMble 3a/1a4H.

32. ApXUBHOE XpaHEHUE TOKYMEHTOB.

33. Vcnonnenue u o0paboTKa MOArOTOBIEHHBIX KOHPHUICHIUATBHBIX JOKYMEHTOB.

34. Vicropust pa3BUTHS CUCTEMBI TOCYIaPCTBEHHOIO JAEIONPON3BOICTBA.
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35. KomnbroTepHbIe TEXHOIOTUU MOATOTOBKU TaOIUYHBIX JOKYMEHTOB.

36. KoMmnbroTepHbIe TEXHOJIOTUH MOATOTOBKH TEKCTOBBIX JOKYMEHTOB.

37. HopmatuBHO-MeTOAUuU€ECKas 0a3a JeJI0NpOU3BOCTBaA.

38. Ob6paboTKa 1 XpaHeHHEe KOH(UICHIIMATBHBIX TOKYMEHTOB.

39. Opranuzanus CeKpeTapcKon AesiTeIbHOCTH.

40. OcHOBBI Opra"Hu3anui WH(POPMAIMOHHBIX TEXHOJOTUH OOECTICUCHHS YIpPaBICHYECKON
JESITEIIBHOCTH.

41. IIpo6GreMbl TEPMUHOJIOTUU B YIIPABICHUYCCKON TOKYMEHTAIIUH.

42. Pa3paboTka OLEHOYHBIX KpUTEpUEB HPQPEKTUBHOCTH JOKYMEHTHPOBAaHUS B
yIpaBIeHUYECKUX MPOIeccax.

43. Cucremsl yrpaBieHUs 6a3aMu TaHHBIX.

44. CoBeplleHCTBOBaHHUE COCTaBa U (HOPM TOKYMEHTOB OpraHHU3alliH.

45. Cozmanue qOKyMeHTa Mpu nomoly npuioxennit Microsoft Office.

46. TexHonorus yuera 1 pacCCMOTPEHHSI MOCTYMUBIINX KOH(UICHIIMATBHBIX JOKYMEHTOB.

47. TpeboBaHUs K TEKCTaM JOKYMEHTOB.

48. dopmupoBaHHE W XpaHEHHE JeJl, YHHUTOXKEHHE JOKYMEHTOB, Jell M HOCHUTEeNei
uHpOpMaLUH.

49. Dxonomuueckas >(PGEKTUBHOCTh HCIOJIb30BaHUS WHGOPMAIMOHHBIX TEXHOJIOTHH B
yIPaBICHUH.

50. DTUKET AEI0BOr0 OOIIEHUS.

51. SI3BIK OpHUIHATBHBIX TOKYMEHTOB.

@®onp  oueHouHblx MatepuanoB (POM) s mpoBeAeHHsS — aTTECTallUM  YPOBHS

c(OpPMUPOBAHHOCTH KOMIIETEHIIMI OO0YYalOIUXCS IO AUCHUIUIMHE O(OPMIIAETCS OTICIbHBIM
JIOKYMEHTOM.

6. YYEBHO-METOANYECKOE U UTHO®POPMAIIMOHHOE OBECIIEYEHUE

JUCHUITIIINHBI
6.1 Kuuroo0ecneuyeHHOCTH
KHUT'OOBECITEYHEHHOCTDB
HaI/IMCHOBaHI/Ie J'II/ITepaTprIZ aBTOp, Ha3BaHUC, BUJ U3aHHUA, FOZ[
H31aTeTbCTRO M31aHHS Hanuuue B 35nekTpoHHOM

katasiore ObC

OcHoOBHas UTEpaTypa

1. Kamau, A. B. Opranamzamus CcHCTeM 3JIEKTPOHHOIO
JIOKyMeHT000opoTa : MoHorpadus / A. B. Kanau, /I. I'. 3p10uH ; 2020
®KOVY BO Boponexckuii uactutyt ®CHUH Poccun. - Boponex
: Hayunas xuura, 2020. - 158 c. - ISBN 978-5-4446-1460-0.

https://znanium.com/catalog/pr
oduct/1241010

2. Kprokosa, H. II. [lokymeHTHpOBaHWE YIIpaBICHUICCKOU
nesitenbHOCTH : yueOHoe nocobue / H. I1. Kprokosa. - Mocksa :
NHOPA-M, 2019. - 268 c. - (Beicmiee oOpa3oBanue:
Bakanaspuar). - ISBN 978-5-16-003134-7.

https://znanium.com/catalog/pr
2019 oduct/991955

3. Pazmopoxusiii, A. A. JlokyMeHTHpOBaHHE yNPaBICHYECKOH
JesITeNbHOCTH : yueb. mocodue / A.A. Paznopoxubiil. — Mocksa
: UIHOPA-M, 2018. — 304 c¢. — (Bricuiee oOpaszoBaHue:
bakanaspwuar). - ISBN 978-5-16-011744-7

https://znanium.com/catalog/pr
2018 oduct/969585

HononaurensHas aurepaTypa

1. Kabamos, C. FO. DnekTpoHHOE paBUTENbCTBO. DJIEKTPOHHBIN
JIOKYMEHTO000pOT. TepMUHBI ¥ ONIpEACIICHHS : ydeOHOEe IToco0me https://znanium.com/catalog/pr
/ C.JO. KabGamos. — Mocksa : UTHOPA-M, 2021. — 320 ¢. —| 2021 oduct/1132150
(Beicmiee oOpasoBanue: bakamaBpuat). - ISBN 978-5-16-
006835-0.



https://znanium.com/catalog/product/1241010
https://znanium.com/catalog/product/1241010
https://znanium.com/catalog/product/991955
https://znanium.com/catalog/product/991955
https://znanium.com/catalog/product/969585
https://znanium.com/catalog/product/969585
https://znanium.com/catalog/product/1132150
https://znanium.com/catalog/product/1132150
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2. KoHuneHnmansHoe JETONPOU3BOJCTBO M 3AIUIICHHBIH
AJIEKTPOHHBIN ToKyMeHTooOopoT : yueonuk / H. H. Kynses, A.
C. lémymikun, T. B. Konapamiosa, A. I'. ®aOpu4HOB ; 1o o011,
pen. H. H. Kynsesa. - 2-¢ u3n., nmepepad. u mom. - Mocksa :
Jloroc, 2020. - 500 c. - (HoBas yauBepcuteTckas OMOIMOTEKA). -
ISBN 978-5-98704-711-8.

https://znanium.com/cataloqg/pr
2020 oduct/1212394

3. Kynses, H. H. JlokymenroBenenue : yueonuk / H. H. Kynses,

. H. Ypainos, A. I'. ®abpuunoii ; mox pex. npod. H. H. Kynaesa. https://znanium.com/catalog/pr

- 2-e u3nm., crep. - Mocksa : Jloroc, 2020. - 352 c. - (HoBas 2020 0duc/1211628
yHHBepcuTeTcKas oubnmoreka). - ISBN 978-5-98704-329-5.

4. OcCHOBBI JACITONPOU3BOJCTBA : yueOHoe mocobue / A.M.

Acamues, U.. Muponosa, E.A. Kocapesa, I'.T". Bykopuu. — 2- https://znanium.com/catalog/pr
€ u31., ucrp. u gor. — Mocksa : UTHOPA-M, 2020. — 146 c. —| 2020 oduct/1059311

(Beicuiee oopazoBanue: bakanaspuat). — DOI 10.12737/24426.
- ISBN 978-5-16-015831-0.

5. Tlanacenko, FHO. A. JlokyMeHTHpOBaHHE YMpaBICHYECKOU
nestensHOCTH: YueOHoe mocoone / FO.A. [lanacenko. - Mocksa
: PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOe ocodue). - ISBN
5-369-00014-X.

https://znanium.com/catalog/pr
2018 oduct/927448

6.2. Ilepuoauyeckne u3IaHus

1. «Poccuiickuii sxoHOMUYeckuil xypHam» (oubnuorexka MOuM, yn. ['opskoro, 79)

2. «IIpobremMbl COBpeMEHHOM 3KOHOMUKM (Onbmunoreka MDuM, yi. ['opekoro, 79)

3. «BectHuk MHctuTyTa 5k0HOMUKHN Poccuiickoit akanemun Hayk» (6ubnnoreka MOuM, yi.
['opwkoro, 79)

6.3. UuTepHeT-pecypchl

1. lemo-Bepcus MPOrPaMMHOTO IPOAYKTa 1C: JlokymMeHT0060poT -
http://v8.1c.ru/doc8/demo/,

2. www.delpro.narod.ru - JIenonpou3BoacTBo+.

3. www.directum.ru - D1eKTpOHHOE JCIONPOU3BOCTBO U KaHIICIIAPHS

4. www.termika.ru — DHIUKIIOTE NS IeIOTPOU3BO/ICTBA.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUIIJIMHBI

Jlnst peanu3aluy JaHHOM AUCIUIUIMHBI UMEIOTCS CIIEIMAIbHbIC TOMEUICHHUS ISl IPOBEICHUS
3aHATHH JEKIIMOHHOT'O TUIIA, 3aHATHI MPAKTUYECKOTO TUIIA, TEKYIIET0 KOHTPOJIS U IPOMEKYTOUHOM
aTTeCTalluH, a TAaKXKe MOMELICHUs JJI1 CAMOCTOSITEIbHON paOOTHI.

[IpakTueckue 3aHATUS NPOBOAATCS B ayauTopuu 204-6, ocHaleHHOM BceM HE0OXO0IMMBIM
MYJIbTUMEAUUHBIM 000PY/JOBAHUEM.

[lepeueHp UCHIOIB3YEMOI0 JTUIIEH3HOHHOTO MPOTPaMMHOI0 00€CTIeUeHHUS:

- OnepanionHas cucrema cemeiicta Microsoft Windows.

- [Taket oducHbx nporpamm Microsoft Office.

- KoncynpranT+.



https://znanium.com/catalog/product/1212394
https://znanium.com/catalog/product/1212394
https://znanium.com/catalog/product/1211628
https://znanium.com/catalog/product/1211628
https://znanium.com/catalog/product/1059311
https://znanium.com/catalog/product/1059311
https://znanium.com/catalog/product/927448
https://znanium.com/catalog/product/927448
http://v8.1c.ru/doc8/demo/
http://www.delpro.narod.ru/
http://www.directum.ru/
http://www.termika.ru/

Haspanosa K.B.

Pabouyio nporpammy cocrasun gouent kad. ClIn VKKK, x.5.H. 4\;% g

Penensent
(mpescraBuTens padoronaresns), HauansHUK MKY «BYT3»

YIPABIEHHS )KUITHILHO-KOMMYHATLHBIM KOMIIJIEKCOM
Tporokon Ne 4 or A() OF roaa

3aBemyromuii Kadeapoit i [oiixep O.J1.
((DHO,}m-mmtﬁ /

Pa6ouas nporpamma pacemoTpera 1 0106peHa

Ha 3aceflaHuH yueOHO-MEeTOAHYECKOH KoMuccHn Hanpasienns 38.03.01 DxoxHoMuka

Mporoxon Ne 4 ot 30.08. 2 1 rona ;

I[Ipencenarens kKoMUCCHH f?/ 3axapos I1.H.

(®HO, .[L&{ﬂ}KHOCTI:, MOMKCH)



JIMCT ITIEPEYTBEPKAEHUA
PABOYEH MPOTPAMMBI TUCLIATLIMHBI

Pabouas nporpamma onoGpena na 20 dA_ 120 <3 y4eOHBbIH Toaa

[potoko 3acemanns Kabenpst Ne 77 o1« T & rona

3aBenyroumit kabeapoii e s

PaGouas nporpamma ogo6pena na 20 /20 yueOHbIi rona
IIpoTokon 3acenanus kadeapsr No oT roaa
3aBenyroumii Kadeapoit

Pabouas nporpamma ogo6pena na 20 /20 yueOHbIi roga
[Iporokon 3acenanus Kademapbr No oT roza
3aBenyroumuit kadeapoii

Pa6ouas nporpamma ogoGpena na 20 /20 y4eOHBIi roaa
IIporoko:n 3acenanus xadempsl Ne oT rojaa

3aBenyromuii Kapeapoi
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