MunucTepeTBO HayKH U Bbicumiero obpasosanus Poccniickoii @enepaunn
(DG,HBPBHBHOE rocyaapcTrB€HHOE GI-OJI}KCTHOG 06p330BaT8HI)HOB YUpexKAEHUEe
BBICILIET0 00pa30BaHuUs
«Baaagumupcekuii rocyaperBeHHbIil YHHBEPCHTET
umeHH Ajekcanapa I'puropsesuya u Hukoaas I'puropseBuya CTo/1eTOBBIX»
(Bal'y)

HHCTHTYT S9KOHOMHKH H MCHEIKMEHTa

YTBEPXIIAIO

/,__/ji\p;pamop HHCTHTYTA
Ay ;

AT >
[ 3 oF,

~ ILILH. 3axapos

f
l

« (?/f-: Weugl ey 2022 r.

PABOYAS ITPOTPAMMA JIMCHUITJIHHBI
JOKYMEHTAUNOHHOE OBECHEYEHUE MPO®ECCHOHAJBLHON AEATEJILHOCTH

(HaMMEHOBaHHE AMCLUMILIHHLI)

HanpaBJIeHHE IMTOAT0TOBKH / cnmenHaJIbLHOCTh

38.03.01 DxoHOMHKA
(K0oa ¥ HAMMEHOBAHHE HAMNPABIEHUA MOATOTOBKH (CNELHANILHOCTH)

HANPABJIEHHOCTH (MPodHIL) MOAr0TOBKH

(DHHAHCBI H KPeauT
(HanpaBJIeHHOCTD (MPO(HIIBL) MOArOTOBKH))

r. Bnagumup

2022



1. IEJH OCBOEHUS JUCIUITJIMHBI

Llenpio OCBOEHMS JUCHMILIMHEI «JIOKYMEHTalMOHHOe obecnedeHne mpodeccnoHalbHOM
NeATENBHOCTH» SBJISETCS TMOJydyeHHe W yriyOneHHe 3HAHUH O NPHHUMUNAX [1OCTPOECHHS
JOKYMEHTOB M OCHOBax (OPMHPOBaHHSA JOKYMEHTOOOOPOTAa B OPraHM3allis M YYpekKIEHHAX
paszmnuHbx (opM coberBenHocTH. DopMHpOBaHHE Y CTYAEHTOB IMPAKTHYECKHX HABBIKOB IO
Co3/aHUI0 ¥ 00paboTKe JOKYMEHTOB B JajbHeHIIeM OyaeT crnocoOCTBOBaTh HE TOJNBKO Ooree
YCIEITHOMY OCBOEHHIO OUCIUILIHH, H3yYeHHe KOTOPBIX Mpeanosiaraet paboTy ¢ TOKyMeHTaIlHeH,
HO U TIPOXO’KAEHHIO MPaKTHKU Ha 00Jiee TpaMOTHOM YPOBHE.

OCHOBHBIMH 3afa4aMH H3y4YeHHs IHCHHIUIHHBI «J[OKyMeHTalHOHHOEe olecnedeHne
npodecCHOHATEHOW —~ IEATENBHOCTHY  ABISIOTCS: COOPMHPOBATH Y  CTYIEHTOB 4YETKOE
NpEACTaBIEHHEe O HEOOXOMHMOCTH W POJIH JOKYMEHTHPOBAHHS B IESITEIHHOCTH OpraHH3allHii;
O3HAKOMHTH CTYAEHTOB C OCHOBaMH 3JI€KTPOHHOTO NEJONMPOM3BOIACTBA U JOKYMEHT000OpOTa
OpraHM3alli{; O3HAKOMHTL CTYIEHTOB € OCOOEHHOCTSIMH  3alUUTHl  CIyxeOHOH W
KOH(pHIeHHATBHOM HH(pOpMaIHK, obecriedeH!s OTKPBITOrO JOCTyMa rpa)/Iad K HHGOopMauu B
COOTBETCTBHH C IIOJIOKEHHSMH 3aKOHOJATENILCTBA; HAYYHTHh CTYJCHTOB OPHEHTHPOBATHCS B
CUTYalHsAX, TPEOYIOIIHX U3JaHHA COOTBETCTBYIOIIUX JOKYMEHTOB.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

Jucnunmuna «JloxkymeHTanuoHHOe obecrnedeHHe IpodecCHOHaNbHOH NesTeIbHOCTHY
OTHOCHTCA K 00s3aTeIbHOH YacTH.

3. IINTAHUPYEMBIE PE3YJIbTATbBI OBYUYEHHS 110 JTUCHUITIIHHE

IInanupyemsble pe3ynabTaTel OOyueHHMs IO JHCLHIUIMHE, COOTHECEHHBIE C IITAHHPYEMBIMH
pe3yabraramu ocBoeHuss OITOIT (koMneTeHUUAMH U UHAUKATOPaMHU JIOCTHIKEHHs KOMITETeHIIH )

dopmupyeMble [Tnanupyemsle pe3ybTaThl 00yueHHs Mo IUCLIMIIHHE, B cooTBeTcTBMM | HaumeHoBanue
KOMITETE€HLHH C MHIMKATOPOM JOCTHKEHHUA KOMIETEHLIUH OLIEHOYHOT O

(xom, conepixanne HWHaukaTop nocTHxKeHHS PesynbraTsl 00y4eHHs MO AHCLIHILUIHHE cpeacTsa

KOMTETEHIIHH) KOMIIETEHLIHH
(K00, codepacanue
uxouKamopa)

OTIIK-5. Cnocoben 3Haer 0CcODEHHOCTH BHYTpH- u | TecToBble
HCNIOJ1L30BATH MEKOpraHu3alHOHHOT0 BOMPOCHI,
COBpPEMEHHBIE B3aHMOJEHCTBHUA INpakTHko-

HH(bOpMaLHOHHBIE OpPHEHTHPOBAH-

TEXHOJNIOTHH H
nporpamMMHsIe
CpencTsa npu

OIIK-5.1. 3HaeT coBpeMeHHbIE
TEXHHYECKHe  CcpeacTBa U
MHPOPMALIHOHHbIE TEXHOTOTHH

YMeeT ocyluecTBAAThL NepeueHs paboT ¢
umMeroLeiics uudopmaumei

Bnaneer npakTHYECKMMH  HaBbIKAMU
cocrapneHusa, obpaboTku u paboThI ¢

peleHHn
npo(beccuo].]a_qbl.[mx JOKYMEHTalUuHUeH OpraHuMszauuu
3ajay4 pasiaHYyHOro YPOBHA C LHEJIbHO

NOBbILUEHHS Y)PEKTHBHOCTH €€ paboThl

OIIK-5.2. YMeeT ucnonb30BaTh
JU1S pELIEHUs] AaHAIMTHYECKHX H
UCCl1Ie0BaATEJIBCKHUX 3ajad
COBpEMEHHBIC TEXHHYECKHE
cpeactsa M HMH(pOPMaLMOHHbIE
TEXHOJIOTHH

3HaeT OCHOBHbIE BMABI JOKYMEHTALHH,
¢dopMupyeEMOii B OpraHH3aLuax

Vmeer co3/aBaTh YCIIOBUS ans
2} (eKTHBHOro B3aUMOIEHCTBUA KAK MEKIY
COTPYNHMKAMM  OpraHM3alMH, Tak W
OopraHM3alMK ¢ BHELIHEH cpenoi

Bnaneet npakTHYeCKMMH HaBBIKAMH padoThI
C  HMMEIOWMMHUCH MH(pOPMaLIHOHHBIMH
MaCCHBAMH NAHHBLIX

OI1K-5.3. Bnameer HaBbIKaMH
HCIIONIb30BaHHA Ul peLUeHMs
AHANMTUTUYECKHX 141
HCCIIE10BATENIbCKUX 3aja4
COBPEMEHHBIX TEXHUYECKUX

3HaeT OCHOBHBIE ocobeHHOCTH H
BO3MOHOCTH MPOTPAMMHBIX MPOAYKTOB MO
OopraHvsauuu JNIEKTPOHHOIO
B3aUMOJEHCTBHA Y4aCTHHKOB
AOKYMEHTHPOBAHHLIX NMPOLIECCOB

HO€ 3alaHHe




cpeacTB W WH(OPMaUMOHHBIX
TEXHOJIOTHH

Vmeer  OQOPMIATE  OCHOBHbIE  BHJbI
JIOKYMEHTOB OPraHH3aliH B COOTBETCTBHH C

TpeboBaHHAMH HOPMAaTHUBHO-IIPaBOBOTO
Xapaktepa

Braneer HaBBIKAMH COCTaBJICHHA
JIOKYMEHTOB  OpraHH3alliH,  OCHOBaMH

paloThl ¢ JOKYMEHTAMH OpraHH3aluii

OITK-6. Cnocoben
MOHMMATH MPUHLIHIIBI
paboTbl
COBPEMEHHBIX
UH(OPMALIMOHHBIX
TEXHOJIOTHH H
HCMONb30BaTh X AN
peLueHus 3anau
npodeccHOHANbHO#
JEATENbHOCTH

OIK-6.1. 3HaeT NpHHLMIMLL
padoThbl MH(OPMALUMOHHBIX
TeXHOJIOTUiH

3HaeT nmnpaBWwia OpraHM3alMH Tmpoliecca
MH(OPMALIMOHHOTO B3aUMOAEHCTRHSA
YMeeT ocCyleCTBNATE MEpeyYeHb NEeHCTBHMH
Mo JOKYMEHTALIHOHHOMY COMPOBOXIEHUIO
OCHOBHBIX MPOLIECCOB OpraHru3aluH

Bnaneer HaBbikaMW 3anofHeHHs  GopM
JIOKYMEHTHPOBaHHBIX npouenyp
OpraHH3aLuH
OI1K-6.2 YMmeer oTOupaTh ans | 3HaeT METOIBI OpraHu3aLuu
OCYILIECTBIEHHA JIOKYMEHTaLHOHHOIO B3aMMOJEHCTBHA
npodeccHoHaNbHO noxapasaeneHuii opraHuzauuii
IeATeNbHOCTH  HeoOxomumoe | YmeeT TMOJNb30BATLCA TEXHUYECKUM
TexHH4eckoe ofopyaoBanue M | 00opynOBaHHEM
nporpaMmHoe ofecneuenne B | Brnaneer MPAaKTHYECKUMH HaBbIKAMH
COOTBETCTBHH C NPHHLMIAMH HX | HCMONL30BaHMA MPOrpaMMHOT0
paboTsl obecrnevyeHus
OIlK-6.3. Bnameer HaBbIKaMH | 3HaeT OCHOBHBIE METOMAbI cOOpa MCXOAHOM
NpHMeHeHHS COBpEMEHHBIX | MH(POPMALMH,  HOPMATHBHBIE  OCHOBBI

WH(OPMALMOHHBIX TEXHOJOTHI
W TPOrpaMMHBIX CpEICTB MpH

(hOpMHPOBaHHA JOKYMEHTALUHH Pa3MH4HbIX
BHIOB

TecToBble
BOTIPOCHI,
[TpakTHKO-
OpPHEHTHPOBAH-
HOE 3aJlaHHe

peLleHNH 3ajay | Ymeer aJlanTHpPOBaTh COBpPEMEHHOE
npogeccHoHaNbLHOM mporpamMMHoe o0ecrneyeHHe K PpeLICHHIO
NEATENbHOCTH M ANANTHPYET | BOMPOCOB MPO(ecCHOHANbHOM 1eATeNbHOCTH
BO3MOMKHOCTH HOBbIX | Bnaneer HaBbIKAMH HCII0JIb30BaHHSA
CTALMOHAPHBIX W MOGHIBHBIX | MOGHIBHBIX UM(POBBIX YCTPOHCTB  AMA
un(poBbIX YCTPOHCTB K | npoeccHOHaNbLHOH NeATENIbHOCTH
npodeccHoHanbHOM
AEATeJIbHOCTH
IMK-3. CnocobeH [K-3.1. 3HaeT nopsAnoK | 3HaeT OCHOBHblE 0COOEHHOCTH MOArOTOBKH | TecToBble
KOHCYJIETHPOBaTh COCTaB/ICHHS H npaBuna | JOKYMEHTOB M OTYETHOCTH OpPraHH3alnH BOMPOCBL,
KITMEHTA 1Mo o opMIeHHS ¢uHaHcoBOll | YMeeT ananusupoBaTh HopMaTuBHble M | [IpakThKO-
0(OPMIIEHHIO CAENOK | IOKYMEHTALMH, HOPMATHBHbIE H | METOIMYECKHE JIOKYMEHTbl, HEOOXOAUMBIE | OPHEHTHPOBAH-
C MOCTABILUKOM METOIHYECKHE JOKYMEHTBI, | JUISl COCTABNeHHS JOKYMEHTOB HOE 3alaHHe
(hMHAHCOBOM yCNyrH | perjaMeHTHPYIOUIME BOMpockl | Bnaneer  COBPEMEHHBIMH — METONMKAMH
¢ cobmoneHHeM nozdopa H obopmnenus | cbopa, 00paboTKM M aHanHM3a NaHHBIX,
HOPM (MHAHCOBBIX  TPOAYKTOB M | HEOOXOMMMBIX s oopmaeHus
npodeccHoHanbHoi | ycnyr JOKYMEHTOB OpraHH3almH
sTuKK M cnykebnoro | TIK-3.2.  VYmeeT pa3bacHATh | 3HAET OCHOBHbIE OCOOEHHOCTH COCTABIEHUS
ITHKETA KJIHEHTaM colepKaHHe | JOKYMEHTOB OpraHM3aluH

(UHAHCOBBIX M HOPHAMYECKHX
JOKYMEHTOB B Mpejenax CBOei
KOMTMETEHIIHHK, CNelys HOpMam
npo()ecCHOHANBHOH  3THKH M
cnyxceﬁﬂoro ITHKETa

VmMeer OCYLIECTBIIATh MEpOTPHATHS
AHANUTHYECKOTO M KOMMYHHKALHOHHOTO
XapakTepa

Brnageer HABBIKAMH MpOBEAEHs

kommy:—mxauuﬁ H HX OTOEJIbHBIX DJIEMEHTOB




4. OBBEM U CTPYKTYPA JUCIUILIAHBI

TemaTHuyeckuil maan

(hopma obyvenns — ounasi

TpymoeMKoCTh AMCUMIIHHEL COCTABNAET 4 3a4eTHHIX efuHML, 144 uaca.

Bunpl yue6HOI paboTsl,
BKJIIOYas CaMOCTOSTENILHYIO
paboTy CTYIEHTOB H

i Dopmel
&, TPYIOEMKOCTE (B yacax) § TeKylIero
O = e = KOHTPOJIA
Ne |Hanmenosanue Tem g-' g = § S g ycneBz;pMoc'rH,
n/ (w/mnu pasmenos/rem| 2 3 = E | = = § dopma
it JHUCLHILTHHBI 3| 5| = o v 2§ 5| 82 | mpomexyrouno
S| 5| 5| 2 | 838 g i
s = 2 £ S 5§ O aTTecTauuu
£ o © 53 (1Mo cemectpam)
g & Sh
= 'S
= =
1 [Tonsarue
NOKYMEHTaLHOHHOTO
obecrieueHus 1 E 2 4 2 7
npogeccHoHanbHOM
IesATeNLHOCTH
2 Knaccudukauus
neNoBoi 13 2 4 2 3
NOKYMEHTALHH.
3 CocTaB peKBH3HTOB I © 5 4 2 7 PeiiTunr-
JOKYMEHTOB. k& KOHTpoub Nel
- Odopmaennue
OpraHH3aLHOHHBIX U | :f ’ 4 ’ E
pacnopsauTeNbHbIX
JOKYMEHTOB.
5 Odopmnenne
CMpaBOYHO- 1 gl 2 § 5 7
HH(OpPMaLMOHHBIX a
JIOKYMEHTOB.
6 o~ >
ApxuBHOE ze10. 1| = 2 4 2 7 Sy
— KOHTpousb Ne2
7 [TousTue ~+
3NeKTPOHHOTO 1| 2 4 2 7
IOKyMeHTo0bopoTa. =
8 Bzaumoneiicteue o
HH(OPMALMOHHBIX 1| A 2 4 2 7
CHCTEM OpraHM3aumii, -
9 |OcHoBHbIE BHABI YTpo3
1 Mepbl 3aLHTE % P
HHOPMAUNOHHO 1 g 2 4 2 7 No3
6e3onacHoCTH - SR
OpraHH3aumu.
Bcero 3a | cemectp: 18 36 18 63 Ok3amen (27)
Hannume B aucunnivbe
KIT/KP )
Hrtoro no nucuunnuue 18 36 18 63 Ok3ameH (27)




TemaTuveckuii njiax

dopma o0yHeHHS — O4HO-3204UHAA

TpynoeMKOCTb IMCUUIIITMHEI COCTABIACT 4 3a4eTHBIX eJuHuI, 144 yaca.
Bunp! yuebHo# paboTsl,
BKJTIO4YasA CaMOCTOATCIIBHYIO
paboTy CTYZIEHTOB H Bopus
g TPYIZOEMKOCTE (B ‘{acaX) § TEKYIIEro
ol B = = 2 KOHTPOJISA
Ne |Hammenosanue tem e & = g g g YCIIEBAEMOCTH,
W/ |u/uma pazmenos/tem| 2| © = l§_ T s ) \?3 dopma
it JCLIMILITHHBL 3| 8 = § 9 ‘%; g g ;2 & npomexgquuo
= = =
f :Q:) § §~ '%.. % § S aTTecTaLH
2 £ ©8'S (o cemecTpam)
= ol QR
2 | @8 5
2. &
= =
1 [Tousitne
JOKYMEHTAUHOHHOIO
obecneuenus 2 E 2 2 2 7
npodeccHoHaNbHOM
NEeATeNbHOCTH
2 Knaccudukatus
Ae0BOi 2 i 2 2 2 7
JOKYMEHTaLHH.
3 CocTaB peKBU3UTOB ’ © 5 2 ’ 7 PeiiTunr-
JIOKYMEHTOB. bl KOHTpousb Nel
- OdopmneHnue
OPraHH3AUMOHHBIX U | o0 2 ) 5 7
pacnopsauTeabHbIX F
JIOKYMEHTOB,
5 OdopmneHue
CrpaBoO4YHO- 2 E' 5 2 2 7
HH(OPMaLHOHHBIX =
JOKYMEHTOB.
6 o~
ApXHBHOE €110 2 | 5 | 2 2 2 7 g
- KOHTpoOnb Ne2
7 [Tonatue -
3NEKTPOHHOTO 2 £ 2 2 2 7
JOKyMeHTo000poTa. =
8 B3anmoneiictue )
uHpopMauMoHHBIX | 2 | F 2 2 2 7
CUCTEM OpraHH3aLMii. -
9 |OcHoBHBIE BHABI YTpo3
H MEpbI 3aLUHThI o .
MH(OpMaLMOHHOH 2| & 2 2 2 7 Reprui-
Be3omacHocTH = BOHTPATE NE3
OpraHH3aLHH.
Bcero 3a 2 cemecTp: 18 18 18 63 Ox3ameH (45)
Hanuuwe B aucumninne
KIT/KP ]
HToro mo aucuuninye 18 18 18 63 Dk3ameH (45)




TemaTH4eckuili mian
¢dopma obyueHns — 0a4HO-3a09Has (YCKOpPEHHAs)

TpynoeMKocTh QUCHHUIIITHHEI cCOCTaBNsgeT 4 3aveTHBIX eauHull, 144 daca.

Bune! yuebHoii paboTsl,
BKJIIOYas CAMOCTOSITEIBHYIO

paboTy CTYIEHTOB U

- DopMBI
= TPYA0EMKOCTB (B yacax) § TeKy1Lero
3} = = = KOHTpPOJIs
Ne |HaumeHoBaHHE TeM g = £ g g g ycneagmocm,
1/ |w/um pasaenos/Tem| S = E 3 s 3 l§ dopma
o JUCITATLTHHE] 3 E = § 2 “é g § ga HpOME);yTOllHo
=4 5 s
- é g §- S g § S aTTecTauun
= g ® 59 (mo cemecTpam)
E| & | &°
g '
= =
1 [Tonsitue
JIOKYMEHTALMOHHOTO
obecneueHus 1 E 2 2 2 9
npoeccHoHaTBHOM
AEATENLHOCTH
2 Knaccndukauns
NENOBO 1 i 2 2 2 9
JIOKYMEHTaLHH.
3 CocTaB pekBH3UTOB | © 2 2 s 9 PeiiTunr-
JOKYMEHTOB. 0 KOHTpOJib Nol
4 Odopmnenne
OpraHU3alHOHHBIX U I :f ) ’ 2 9
PacrnopaauTENbHBIX
JOKYMEHTOB.
5 Odopmnenue
CMpaBOYHO- | 2. 2 P 2 9
HH(OPMaLHOHHBIX &
JOKYMEHTOB.
e w
° ApXMBHOE JIeN0. 1 o 2 2 2 9 i L
- KOHTpOJb No2
7 [MousaTHe —
3MEKTPOHHOTO 1 - 2 2 2 9
IOKyMeHTo00O0poTa. T
8 Bzaumoneiicteue o
HH(OPMALIHOHHBIX 1| & 2 2 2 9
CHCTEM OpraHu3aLHii. E
9 |OcHoBHBIE BHIbI YTpo3
H MEpbl 3aLHUTbI o
HH(pOPMALHOHHOJ 1| = 2 2 2 9 L
GesonacHocTH . BRI
OpraHu3aLiH.
Bcero 3a 1 cemectp: 18 18 18 81 Ok3ameH (27)
Hannaue B aucumninbe
KIT/KP )
HMroro no aucuurnivue 18 18 18 81 Ok3ameH (27)




CoaepikaHue JeKINHOHHBIX 3aHATHII M0 NTHCHHILTHHE

Tema 1. IlomaTHe [JOKYMEHTAIHOHHOro obecnedyeHHs TMpodeccHOHAIBHOMH
AesITeIbHOCTH.

[ToHsaTHe HeNONpPOM3BOACTBA M €r0 OCHOBHbIe cocraBingiomue. HopmartuBnas 6asa
Jenonpon3BoAcTBa. JIOKYMEHT H ero OCHOBHBIE GyHKUMH. [loHSTHE NOKYMEHTOMOTOKA M
JIOKyMEHTOO000pOTA.

Tema 2. Kinaccupukanus 1e10B0i 10KYMEHTAIHH.

Knaccudukaruss 1e1oBoi  JOKyMEHTalliM 1O Ccrnoco0y H3rOTOBJIEHHS, IIEHHOCTH
COIEpKAaHMS, HA3HAYEHMIO, CTaJMsSIM CO3JaHHS, CPOKaM XpaHEHHs, CTENeHH IJIacCHOCTH,
IOPHIHYECKOH cHIte, PopMe, MIPOUCXOKICHHIO, CTEIEHH CI0XKHOCTH.

Tema 3. CocTaB peKBH3UTOB T10KYMEHTOB.

Cocrae pekBU3UTOB JAOKyMeHTOB. [lpaBuina odopmieHHs PpEKBHU3UTOB [IOKYMEHTOB.
TpeboBanus k 61aHKaM JOKYMEHTOB

Tema 4. OdopmiieHHe OPraHU3ALHOHHBIX H PACTIOPAAHTEAbHBIX JOKYMEHTOB.

Odopmienune ycrasa. OdopmiieHue mraTHoro pacnucanus. OdopmieHue MONOKeHUH U
IOIDKHOCTHBIX ~ WHCTpyKuui. Odopmnenne mnocraHoBiaeHHs. OQopMieHHE — yKa3zaHHS.
Odopmnenne npukaza. Opopmnenne pemenus. OdpopmieHHE pacIOpsSKEHHS.

Tema 5. Odopmienue cnpaBoYHO-HHPOPMANHOHHBIX JOKYMEHTOB.

Odopmnenne ciyxeOHpx nuceM. Odopmienne Ttenerpammbl. Odopmiaenne akra,
nporoxona. OdgopmieHne JOKIaIHOMH, CyKeOHOH U 00BACHUTENBHON 3aHCOK.

Tema 6. ApxuBHoe aeJ10.

[TonsiTHe apxuBa W apXHBHOTrO JA0oKyMeHTa. Buasl apxuBoB. OmnpeneneHue U CTpyKTypa
apxuBHoro ¢ponna Poccun. Onpenenenue u CTpyKTypa apXUBHOTO OHa OpraHHU3aluy.

Tema 7. IloHsiTHE 3JIEKTPOHHOI0 JOKYMEHTO00OpOTA.

[ToHsTHE IEKTPOHHOIO IOKYMEHTA U 2JeKTPOHHOI0 J0KyMeHToo0opoTa. [IpeuMyuiecTa
M HEIOCTATKH JIEKTPOHHOIO NoKymeHTooOopora. [TonsaTue u Buabl nudpoBoil noamucu. Buast
CHCTEM DJJIEKTPOHHOTO JOKyMeHTooOopoTa. MeToasl BHEIpPEHHS CHCTEM 3JIEKTPOHHOIO
JIOKyMeHToobopoTa.

Tema 8. Bzaumopeiicreine HHPOPMALMOHHBIX CHCTEM OPraHH3AIHUIH.

OcoOeHHOCTH CHCTEMBI MEXBEAOMCTBEHHOTO 3JIEKTPOHHOIO JIOKyMeHTo00OpOTa.
OcobeHHOCTH €eIMHOH CHCTEMBI MEKBEJIOMCTBEHHOIO JJIEKTPOHHOIO B3aHMOJCHCTBHS.
OcobeHHOCTH ~ KOH(MAECHIHATBHOTO  JAEKTPOHHOTO  JOKymeHTooOopora.  I[lpaBumia
KOH(HUAESHIIHATBHOT0 JOKYMEHTO000pOTA.

Tema 9. OcHoBHBIE BHIBI YIPo3 U MepbI 3aMMTHI HHGOpMANHOHHOM GezonacHocTH
OpraHU3aALMH.

TexHoreHHble, aHTPONOrEHHBIE W CTHXHHHBIE HCTOYHHKH Yrpo3 HH(MOPMAIMOHHON
0e30macHOCTH OpraHM3alud. BapHaHTbl BHEHIHEr0 BO3AEHCTBHA HAa HH(OPMALMOHHYIO
OezomacHocTe. Knaccupukamus yrpoz OesomacHoctH. OCHOBHBIE Mephl IO 3allUTE
KoH(puaeHunanbHON HHpopManuu. CpercTBa 3amUThl KOHOUASHIHATBHOM HH(OPMALIHH.

Coaep:kaHne NPpAKTHYECKUX 3AHSTHI 10 THCIHILTHHE

Tema 1. CocraBnenue aBToOHOrpadUu ¥ XapaKTEPUCTHKH, PE3IOME H BH3UTKH.

Tema 2. CocraBneHue 3asBICHHUH, JOBEPEHHOCTH M PACITHCKH.

Tema 3. CocraBnenue cinyxeOHOM, OOBICHUTEIBHON M JIOKJIAAHOMN 3aIIHCOK.

Tema 4. CoctaBneHue npuKa3a, BBIITHCKH U3 IPHKA3a, PACOPSIKEHHS.

Tema 5. CocraBienue akTa, IpOTOKOJA, BEITUCKH H3 IIPOTOKOIA.

Tema 6. CocraBnenue cnyeOHBIX IUCEM H CIPABOK.

Tema 7. 1C Jloxymentoo6opot: CoznaHue MepONpUATHS, YIIPaBICHHE TOTOBOPAMH

Tema 8. 1C JlokymentooGopor: YmpapieHHe IOroBOpaMH C (DOPMHPOBAHHEM CMET.
YnpagieHue npoleccamu.

Tema 9. 1C JlokymentooGopor: ®opmupoBanue xanob. VYmpaenenue OusHec-
mpoleccam.



5. OHEHOYHBIE CPEJACTBA JIs1 TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTM,

MMPOMEKYTOYHOMI ATTECTAIIUA IO UTOI'AM OCBOEHUS
JUCHHUIIJIMHBI U YYEBHO-METOAUYECKOE OBECIIEYEHHUE
CAMOCTOSTEJBHON PABOTHI CTYJIEHTOB

5.1. Texymiuii KOHTPOJIb YCIIeBAEMOCTH

Bonpoc Tecta

Pelitnur-konrposn Nel

Kakas u3 nepevyncJeHHbIX GpyHKUHI JOKyMeHTa HanboJiee BaxKHAa:
a) OpraHu3aluOHHAas;

6) undopmannoHHas;

B) IOpHIUYECKAS,

r) KOMMYHHKaTHBHaS.

JlokyMeHTHpOBaHHE HHPOPMALIHH — 3TO:

a) cocTaBlIeHHE U 0QOPMIIEHHE TOKYMEHTa;

6) 6ubnmorpadus;

B) HabOp C MOMOIIBIO KOMIIBIOTEPA;

r) nepegaya CBeJICHHH OT COTPYJHHKA COTPYIHHUKY.

Kakumu  BHAaAMH  HOPMATHBHBIX  AKTOB  peryJHpYeTcsi  JOKYMEHT0000poT
oprannauuu?

a) BCE OTBETHI BEPHBI;

0) OTpac/ieBEIMH H MEKOTPACIIEBbIMH;

B) TOCYIapCTBEHHBIMH;

T) JIOKaJbHBIMH aKTAMH OpTraHH3aIHi.

YTo H3 nepeYHcIeHHOro OTHOCHTCS K 3JIEMEHTAM TEKCT CJIyKeOHOoro qoKyMeHTa?
a) perucTpaLlHOHHEIH HOMED;

6) moamuce;

B) MOJEM;

r) tabauua.

ITo cmoco0y M3roToBIeHHSI JOKYMEHTbI OAPA3AEIAIOTCH HA:
a) MHCbMEHHBIE, TEXHUYECKHE, (DOTOMOKYMEHTBI;

0) 4epHOBHUK, YHCTOBHK, IIOATHHHUK, KON, OTITYCK, TyOIHKAT;
B) NOJTMHHEIE H TTOJUTOKHEIE;

I') CPOYHBIE U HECPOUHEIE,

PeliTHHr-KOHTpOJIBL No2

Kakoii npaBoBoii aKkT coaep:KHUT NpaBHIA, PEryJUPYIOIIHH OpPraHH3AIHOHHbIE,
HAYy4YHO-TeXHHYECKHE, TeXHOJOIrHYecKHe, (HHAHCOBBIE H  HHbIE CTOPOHBI
JAeATeNbHOCTH?

a) HHCTPYKLIUS,

0) pernamenr;

B) IUTATHOE PacIIHCaHHUE;

I') OJIO)KEHHE,

M3 KakuX yacTeil COCTOHT TEKCT PaCHOPSAAHTEILHOI0 JOKyMeHTa?
a) BBOJHAS M ITOCTAHOBJISIONLIAN;

0) KOHCTaTHPYIOIIAS H PACIIOPAAUTENLHAS;

B) BBOJIHAs M paclopsaIuTeIbHas,

I') BBOJHAS ¥ KOHCTAaTHPYIOIIAs.

Yro u3 mnepeuHC/IEHHBIX HH/KE MPHMEPOB MOKHO HA3BaTh OQHIHAILHBIM
AOKyMeHTOM?

a) JOKNIaHas 3aNHucKa SKCIEIUTopa;

0) MHEHHE, BEICKA3aHHOE JKCIIEPTOM;




Ne Bonpoc tecta
B) KCEPOKOITHSA Macmnopra;
I') peKJaMHBIA OYKJIeT.
Y10 M3 nepevHcIeHHOro IBJISETCS PACHOPSIHTE/ILHBIM J0KyMeHTOM?
a) npuKas;
9. 0) OyxraiTepckui OT4ET;
B) aKT PUEMKH-CAAuu padoT;
I') IPOTOKOJL.
YTo H3 nepeyncJIeHHOr0 MOKHO OTHECTH K CHCTeMaM JOKYMeHTAIHH?
a) JTMLEH3HUIO Ha IIPABO BEJACHMS JIESTEIBHOCTH;
10. 0) OyxraiaTepckyro U CTaTHCTHYECKYIO JOKYMEHTAIHIO;
B) KOMIUIEKCHbIE aHAJIMTHYECKHE NTOKa3aTesH;
') KHUT'H M IEPHOJAMYECKHE H3/1aHHUs.
PeiiTHHr-koHTpOIL Ne3
Y10 M3 mepevyHCJEeHHOr0 He OTHOCHTCH K NapaMeTpaM HOCHTeJell 3JIeKTPOHHBIX
AOKYMEHTOB?
11. a) CTOUMOCTh XpaHeHus | merabaiita uHpopmanny;
©) BO3MOXKHOCTD OCYIIECTBJICHHUS MOJTHOTEKCTOBOIO MOMCKA;
B) CKOPOCTh A0CTyMa K HH(OpMaIHH.
IToa ciyeOHBIM YIEKTPOHHBIM J0KYMEHTOM IIOHHMAETCH:
a) 3alliCaHHOE Ha MAaIlMHHOM HOCHTEJE 3JIEKTPOHHOE COOOIIEHHE, PEKBU3UTHI KOTOPOTO
0(OpMIIEHBI B COOTBETCTBUH C HOPMATHBHBIMH TPeOOBaHUAMY;
12. 0) IOKyMEHT, B KOTOpOM HH(OpMALKs NIpeIcTaBIeHa B 3JeKTPOHHO-1M(poBoit Gopme;
B) CTPYKTYPHUPOBaHHBIH HHQOPMAIIMOHHBIH 00BEKT, B COOTBETCTBHE KOTOPOMY MOXKET OBIThH
NOCTaBJIEHA COBOKYMHOCTH (haiiyIoB, XpaHSIIMXCS HA HAKOTIHUTENIE KOMIIBIOTEpa;
r) moboe cooOlIeHNe, 3aNucKa, TEKCT, 3aMUCaHHbIil Ha MAIIMHHOM HOCHTEJE.
Kakoro u3 BH10B 2/1€eKTPOHHOI LH(PPOBOIi MOANHCH He CYyIIeCTBYeT?
a) mpocTas;
13. 0) ropuanuecKas;
B) KBalu(HUIMPOBaHHAS;
I) HeKBaJIM(UIIMPOBAHHAS.
Bepno Jam yrsep:xkaenne, 4ro cucrema «l1C. JlokymenToobopoTr» mno3BOJIsIET
OCYILIECTBJIATH MPOCMOTP AOKYMEHTOB H (paiiioB ¢ rpynmHpPOBKOH [0 Pa3sIHYHbIM
14. NpPH3HAKaM (10 BHAAaM JOKYMEHTOB, 10 IPOEeKTaM, [0 OTAeJaM):
a) ma;
0) HeT.
IJAeKTPOHHBII JoKyMeHT corsiacHo Penepanbuslii 3akon ot 10.01.2002 Ne 1-®3 «06
3JIEKTPOHHOI M poBoii noagnucH» - 3T0:
s, a) 3aMMCaHHOe HAa MAIIMHHOM HOCHTENE 3JIeKTPOHHOE COOOIIEeHHEe, PEKBH3HUTHI KOTOPOTO

o(opMIIEHBI B COOTBETCTBUH C HOPMATHBHBIMH TPpeOOBAHUSIMH;
6) moboe cooblIeHue, 3aNKCKa, TEKCT, 3aMMCAHHBIH Ha MALIHHHOM HOCHTEIE;
B) IOKYMEHT, B KOTOPOM MH(OpMalus IpeACTaBleHa B AIEKTPOHHO-IIH(POBOii hopme.

5.2. TIpome:xyTOUHAS ATTECTALHS 10 HTOTaM O0CBOEHHS JHCUMILINHDI (9K3AMeH).
Cnucox 60npocog k 3K3ameny

BapuaHThl BHELIHEro Bo3AeHCTBHA Ha HHQOPMAIHOHHYIO O€3011acHOCTb.

Buner apxuBos.

Buzb! cucreM 31€KTPOHHOTO JOKYMEHT0000pOTA.

JIOKyMEHT U ero OCHOBHEBIE (DYHKIIHH.

Knaccugukarus nenoBoit JoKyMEeHTAlUHU 110 BHAAM.

Knaccuduxkanus yrpos 6e3onacHoCcTH.

MeToab! BHEAPEHHS CHCTEM 3IEKTPOHHOIO JOKYMEHTO000pOTAa.

SRIENTA BT B




8.
9.
10.
11,
12

HopmatuBHas 0a3a nenonpon3BoacTBa.

Omnpenenenne U CTPYyKTypa apXHBHOTO (POHIA OPraHH3aIMH.

Onpenenenne u cTpykTypa apxuBHOro ¢ponga Poccuu.

OcHOBHBIE MEDBI 110 3aIUTe KOHQHIEHIHATLHON HHPOPMAIIHH.

OcobenHocTH €IUHOH CHCTEMBI MEXBEJIOMCTBEHHOTO 3NEKTPOHHOTO

B3aUMOEHCTBHS.

13,
14.
15.
16.
17
18.
19,
20.
21.
22,
23
24.
23,
26.
at.
28.
29,
30.
31,
32,
33.

OcoGeHHOCTH KOH(HIEHIHATEHOTO IEKTPOHHOTO J0KYMEHTO0BOpOTA.
OCOGEHHOCTH CHCTEMbI MEKBEIOMCTBEHHOTO JIEKTPOHHOTO J0KYMEHTO060POTA.
Odopmnenue akta, mpoTOKOJIA.

Odopmnenne nokaanHoii, ciyxeGHoH 1 06BICHATEIBHOM 3aMHCOK.
OdopmiieHne NoNOXEHMI U TOIDKHOCTHBIX HHCTPYKIIMIA.

OdopmieHne MOCTAHOBIIEHHS H PELICHHUS.

Odopmienne mprKasa U pacrnopsHKeHHs!

OdopmiieHne CyKeOHBIX MUCEM.

Odopmnenne ykaszanus.

Odopmrnenne ycTaBa U WUTATHOTO PACITHCAHMS.

ITonsaTHe apXxuBa H apXHBHOTO JOKYMEHTA.

[TonsTHE 1ENONPOU3BOICTBA H €r0 OCHOBHBIE COCTABJISIIONIHE.

[ToHsTHE OKYMEHTONOTOKA H JOKYMEHTOOGOpPOTA.

[TonsTre u BUAB!I LHPPOBOI MOAIHCH.

[ToHsTHE 2IEKTPOHHOTO JOKYMEHTA U 3JIEKTPOHHOTO JOKYMEHTOO060pOTA.
[IpaBuna koH(UIEHIHATEHOTO TOKYMEHTOO60POTA.

ITpaBuna odopMiIeHHs PEKBU3HTOB JOKYMEHTOB.

IIpenmyiecTsa 1 HEOCTATKH EKTPOHHOTO ZOKYMEHTOOGOPOTA.
CocTaB peKBH3HTOB JOKYMEHTOB.

Cpencrsa 3amuTh! KOHPHICHIHATBHON HHOPMAIHH.

TexHOreHHbIE, aHTPONIOTCHHBIE H CTHXHI{HBIC HCTOYHHKH Yrpo3 HH(OPMALHOHHOMN

Oe3onacHoOCTH OpraHM3aluy.

34.

CHCTECME.

© N L

.5

10.
11.
12,

TpebGopanus k 61aHKaM JOKYMEHTOB

5.3. CamocTosaTeabHas paboTa obyuaromerocs.
Temuvl pechepamos no oucyunnune
ApXHBHOE XpaHEHHE JJOKYMEHTOB.
APXHBEI 3JIEKTPOHHBIX IOKYMEHTOBR.
HokymeHT B uHpOpMalHOHHOH crcTeme. THIIB JOKYMEHTOB B HH(MOPMALHOHHOH

Hoxyment B COJI. Cosnanue. Penakruposanue. [Ty6mukarms. APXHUBHPOBAHHE.
Hcropus Brenpenus CDJI.

HcTopust pa3BuTHA CHCTEMBI FOCYIaPCTBEHHOTO IEIONPOH3BO/ICTEA.
KoMmbioTepHbIe TEXHOIOTHH I10rOTOBKH TEKCTOBBIX JOKYMEHTOB.

KopnopaTtusHas HHpopMaLOHHas cHCTEMa.

OGpaboTka u XxpaHeHHe KOH(HICHIHATBHBIX JOKYMEHTOB.

Opranusanus ceKpeTapcKoii IesTeIbHOCTH.

OcHoBueble Bo3moxHOCTH C3/I: AnMuHUCTpHpOBaHHe. Bo3MOXHOCTH COTPYAHHKOB.
Ocuosnble Bo3moxuocTH CIJI; TToHcK T0KyMEHTOB. MapmpyTusaius 1 KOHTPOIIB

ucroanerus. OTYETEL.

1
14.
15,
16.
17.

Ocuosable Qpynxmmu COJI. Tunossie TpeGosanus k CDJI.

Ilonsitre nOKyMeHTa, TOKyMeHT0060pOTa M MOTOKA JOKYMEHTOB.

IIpenmymecTBa BHEAPEHUS CHCTEMBI HIEKTPOHHOTO IOKYMEHTOOGOPOTA.

[Ipiamnb1 aBTOMATH3aIMH 1€T0NPOU3BO/CTBA. BEIGOP CHCTEMBI aBTOMATH3AIIHHL.
PaspaGotka omeHOUYHBIX KpHTepueB 3((HEKTHBHOCTH JIOKYMEHTHPOBaHHUA B

YIPaBICHYCCKHX IIpoLeccax.



18. Cucrembl aBTOMATH3AIIKMH ETOTIPOU3BO/ICTRA.

19. Cucrems! ynpaBneHus 0coObIMH BHAAMH JOKYMEHTOB.

20. CnenmanpHble MOIYH YIIpaBIeHHs JOKYMEHTOOG0POTOM B COCTABE
KOPIIOPaTHBHLIX HH(POPMALIMOHHBIX CHCTEM

21. Cpencrsa rpynmnoBoit paboTsi.

22. TenneHuuy pasBUTHA CHCTEM JIEKTPOHHOTO JIOKYMEHTO0G0pOTA.

23. TexHonoruss yd4era M pPacCMOTPEHHS [OCTYNHMBINMX  KOH(HICHIHAILHBIX
JIOKYMEHTOB.

24. Tunosele kommonenTs! CO/1: XpaHHUIHIIE KAPTOUeK (aTPUOYTOB) JOKYMEHTOR;
XPaHWIHILE JOKYMEHTOB; KOMIIOHEHTBI, OCYILECTBIIAIONIHE OU3HEC-TIOTHKY CHCTEMEL.

25. Tunel npuIoXeHHH, BHEAPSIEMBIX B paMkax koprnopatusHoi CDJI.

26. Tunsl COJ] (cucTeM 31E€KTPOHHOTO AOKYMEHTOOGOpOTA).

27. TpeboBaHHS K TEKCTaM JJOKYMEHTOB.

28. YHuBepcalbHbIE CHCTEMBI IEKTPOHHOTO JOKYMEHTOO6OPOTA.

29. ®opmupoBaHHE W XpaHEHHE [eJ, YHHYTOXKEHHE JOKYMEHTOB, H€J] H HOCHTEJeH
UHOpPMAaIHH,

30. Ilenu BHEApPEHHUS NEKTPOHHOIO JOKYMEHTOOOOPOTA.

31. DxoHoMuyeckas 3pPeKTHBHOCTH UCIOIB30BaHMs HH(POPMALMOHHBIX TEXHOIOTHII B
YIIPABJICHHH.

32. DnextponHas uu$pOBas MOMKCEH: HOHATHE, BHIBI H PEIaEMBIE 3a1aUH.

33. DtHKeT Aen0BOro 00LIEeHHS.

34. S3bIK OQHIHATBHBIX JOKYMEHTOB.

®oux oueHouHelx MarepuanoB (®OM) s nHpoBeJEHHS AaTTECTAlHH  YPOBHS
C(hOPMUPOBAHHOCTH KOMIETEHIHH OOYYAIOIMXCS 110 AHCIHMILTHHE O(OPMIISETCS OTAETbHBIM
JOKYMEHTOM.

6. YYEBHO-METOJUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE

JAACIHHUAIIVIMHLI
6.1 KuurooGecneueHHOCTH
HanMmeHoBaHHe nuTEpaTyphl: aBTOp, HA3BAHKE, BHA lon KHMIOOBECIIEYEHHOCTb
H3IAHHA, H3NATC/IECTBO H3[aHRd Hanuuue B anektponnom karanore 95C

OcHoBHas nuTepatypa

I, Kamay, A. B. OpraHusauns CHCTEM  JIEKTPOHHOTO
nokymentooGopota : moHorpapus / A. B. Kanau, JI. T. 3ui6un ; 2020
®KOY BO Boponexckuii nucturyr @CHH Poccuu. - Bopones
Hayunas kuura, 2020, - 158 ¢. - ISBN 978-5-4446-1460-0,

2. Kpiokosa, H. TI. JlokyMeHTHPOBaHHE YNpaBiEeHYECKOTi
JeatensHOCTH © yueOHoe nocobue / H. [1. Kpiokosa. - Mocksa : 2019
HH®PA-M, 2019. - 268 ¢. - (Boiciuee obpaszosanune: bakanaspuar). -
ISBN 978-5-16-003134-7.

3. Paspopowubiii, A, A. JIOKYMEHTHPOBaHHE YNpaB/JeHYECKOi
nesTensHOCTH : yueb. nocobue / A A. Pasnoposkubiii. — Mocksa : 2018
HH®PA-M, 2018, — 304 c. — (Beicwee oGpasosaHue:
bakanaspuart). - ISBN 978-5-16-011744-7

https://znanium.com/catalog/product/1241010

https://znanium.com/catalog/product/991955

https://znanium.com/catalog/product/969585

JlononHuTenbHas HTepaTypa
1. KaGawos, C. 10. DnekTpoHHOE NpaBHTENLCTBO. DNEKTPOHHBI
NokymeHTo000poT. TepMuHBI M OnpeencHua © yueGHoe nocobue / 2021
C.IO. KaBawos. — Mocksa ;| HH®PA-M, 2021. — 320 ¢. —
(Bicuee obpasosanue: bakanaspuar). - ISBN 978-5-16-006835-0.
2. KoHpuacHumansHOe —€NONPOM3BOACTBO W 3ALIMILEHHBIN
NEKTPOHHBIH 10KyMeHToOO0poT : yuebuuk / H. H. Kynses, A, C.
Hémywxun, T. B. Konapawosa, A. I'. ®adpuunos ; noa o6, pea. H. 2020
H. Kynsesa. - 2-e w3n, nepepa6. u aon. - Mocksa : Jloroc, 2020. - 500
¢. -(HoBaa ynusepcurterckas Gnbanorexa). - ISBN 978-5-98704-711-
8

https://znanium.com/catalog/product/1132150

https://znanium.com/catalog/product/1212394

3. Kynses, H. H. Jlokymentosenenne : yueGuuk / H. H. Kynses, /1.
H. ¥pasios, A. T'. ®adpuuHoii ; noa pea. npod. H. H. KyHaega. - 2-¢ 2020
mwn., crep. - Mocksa : Jloroc, 2020. - 352 c. - (Hoeas
yHUBEpCHTETCKas OuGnnoTeka). - ISBN 978-5-98704-329-5.

https://znanium.com/catalog/product/1211628




4. OCHOBBI 1€/I0NPOH3BOACTBA : y4eGHOE nocodHe / A.M. Acanues,
H.H. Muponosa, E.A. Kocapega, I".T". BykoBuu. — 2-¢ u3a., venp. u

non. — Mockea : UHOPA-M, 2020. — 146 ¢, — (Boicuiee 2020 https://znanium.com/catalog/product/1059311
obpasosanue: Bakanaspuar). — DOI 10.12737/24426. - ISBN 978-5-
16-015831-0.

5. [Tamacenko, 10. A. JloOKyMeHTHpPOBaHHe  ynpaBleHYecKoii
AeATeNbHOCTH: YuebHoe nocobue / [0.A. [laHacenko. - Mocksa °
PHOP, 2018. - 138 ¢c.: - (KapmanHoe yueGHoe nocobue). - ISBN 3-
369-00014-X.

2018 https://znanium.com/catalog/product/927448

6.2. Ilepuoanueckne u3ganus
1. XKypHan «[lenonpoussoncrson. DNeKTPOHHBIH pecype: https://www elibrary.ru/title_items.asp?id=8645
2. Becthuk Bnagumupckoro FOCYNAapCTBEHHOrO yHHBEpCUTETa MMeHM AnekcaHapa ['puropbepnua
Hukonas I'puropeesrua Cronerosrix. Ceprs: DkoHOMHUECKHE HayKH.

6.3. HaTepHeT-pecypenl

1. Jlemo-Bepcus [IPOrpaMMHOTO [IPOJYKTa 1C; Hoxymentoo6opot -
http://v8.1c.ru/doc8/demo/;

2. www.delpro.narod.ru - Jlenonpou3BoacTBo+.

3. www.directum.ru - DIIeKTPOHHOE IETONPOH3BOACTBO U KaHIENAPHS

4. www.termika.ru — DHuuKIONE AU JIeJIONPOU3BOJICTBRA.

7. MATEPHAJIbHO-TEXHUYECKOE OBECIIEYEHHUE
JAUCHUILIUHBI

Ans peaivsalMM JaHHOH JMCHHIUTHHBI MMEIOTCA CIELHATLHbE MOMENIEHUS  JIIs
TIPOBCACHHS 3aHATHH JIEKLIHOHHOTO THIIA, 3aHATHH NPAKTHYECKOrO THIA, TEKYIIEro KOHTPOJIS U
IIPOMEKYTOYHOH aTTECTALUH, a TAK)KE TOMEIEHHS TS CAMOCTOSTEILHOMN paboTEL.

[lpaktuyeckne 3aHsTHS mnpoBomATCH B aynutopun  204-6, ocHaIEHHOH BceM
HEOOXOIMMBIM MYJIETHME JHHHEIM 000pyaoBaHHEM.

Ilepeyens HCIONB3YEMOro JTHIIEH3HOHHOTO MPOrpaMMHOT0 00ecreYeH s

- OnepaunonHas cucrema cemelicrsa Microsoft Windows.

- [1aket opucHbIx porpamm Microsoft Office.

- KoHncynsranT+.
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