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MHuUHHCTEPCTBO HAyKH H BBICIIETO 00pa3oBanus PO o
. N opMa
VY IbAHOBCKUIA TOCYIapCTBEHHBIH YHUBEPCUTET P

®-Pabouast mporpamma y4eOHOH AUCIUILIHHEL

1. ITACHOPT IPOI'PAMMBI Y]
1.1.1]enu u 3a0auu, pezynbmamul 0ceoerus (3HaHUSL, YMCHUS)

[lenu: GOpPMUPOBAHHE CAMOCTOSITETLHOTO MPO(PECCHOHAIBHOTO MBIIUICHUS B 001acTH
JIOKYMEHTAIIHOHHOTO 00ECIIeYeHUs! YIIPABICHYCCKOM NI TEIbHOCTH.

3adauu:
- O3HAKOMHUTH CTYJCHTOB C OCHOBHBIMH IOHSATUSIMU B 00JIACTH JCIOMPON3BOICTBA;
- O03HAKOMHTH CTYJICHTOB C OCHOBHBIMH pa3jejaMH JOKYMEHTAIMOHHOrO oOecreueHue
yIIpaBICHUS;
- HM3y4YUTh COCTaB OPTaHU3AIMOHHO-PACTIOPSAUTEILHOM JOKYMEHTAIUH;
- paccMOTpPeTh  COBPEMEHHYI)  KOHIENIMI0  MPUMCHEHHS  HABBIKOB  O(opMmIICHHS
yIPaBJICHYECKON JOKYMEHTAIUH.

B pamkax mporpammbl yueOHON AUCIUILTMHBI 00yJalONUMUCSI OCBAUBAIOTCS YMCHUS U 3HAHUS

Kon YMmenus 3Hanusa
KOMIICTCHIMNH
OK1-12, - 0oQOopMIATH  OPraHU3ALMOHHO- | - TIOHATHE JOKYMEHTa, €ro CBOICTBa,
OK14, pacropsauTeabHble  JTOKYMEHTBI B | CIIOCOOBI JOKYMEHTUPOBAHMS;
[IK2.1,2.2 | COOTBETCTBMU C  JCHCTBYIOIIUM | - TPABWJIa COCTABICHHUS U O(OPMIICHUS
I'OCTowm; OpraHU3alMOHHO-PACIIOPSAAUTEIbHBIX
- OCYLIECTBIIATh 00paboTky | mokymeHtoB (OP/I);
BXOJAIIUX, BHYTPEHHUX U |- CHUCTEMY U THIOBYK TEXHOJIOTHIO
UCXOJAIIUX JTIOKYMEHTOB, KOHTpPOJb | JOKYMEHTALIUOHHOTO obecriedeHus
32 UX UCIOJHEHUEM; ynpasnenus (JJ0Y);
- 0oOpPMJIATL JIOKYMEHTHI JUIs | = OCOOCHHOCTH JEJIONPOU3BOACTBA IIO
nepesiayy B apXUB OpraHu3aluu; oOpaleHusIM rpaxiaH u
KOH(UIEHIINAIBHOTO JI€J0NPOU3BO/ICTBA;

1.2.Mecmo oucyunaunwvt 6 cmpykmype IHTICC3.

[Iporpamma mo yueOHON aucuuIuinHE «J{OKyMEHTAIMOHHOE OOEcleYeHHe YIpaBJICHH»
SIBIISIETCS 4acThI0 00pa30BATENBHON MPOrpaMMBbl MOJITOTOBKH CIEIHAINCTOB CPEJIHEro 3BEHa IO
cneunanbHocTn40.02.02 [IpaBooxpaHuTenbHass  JEATENBHOCTh B 4acTu OCBOEHUS
o0rienpogeccuoOHANBHBIX JTUCIUIUIMH TPOPECCHOHATBHOTO IUKIIA.

VuebHast gucnurmiaumHa — «J{OKyMEHTallMOHHOE OOecreueHue  YIpaBleHHUs»  00ecreunBacT

dbopmupoBanue u pazpurue obmux kommereniuit OK 1 — 12, OK14, npodeccuonansupix 1K 2.1,
2.2.

1.3.Konuuecmeo uacoe na oceoenue npocpammol
MakcumanpHON ydeOHOW Harpys3ku oOydwaromerocst 108 gacoB, B ToM 4mcie: o0si3aTeTbHON

ayIUTOPHOM yueOHOI Harpy3ku oOydaromierocst 72 aca, U3 KOTOPbIX TeopeTuieckoro ooydenus 36
4acoB, MPAKTHYECKHUX 3aHATHH 36 4acOB; CAMOCTOSITEIILHON paboThI 0Oydaromerocs 36 4acos.
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2. CTPYKTYPA U COAEPKAHMUE Y]
2.1.06vem u 8uovl yuebHoti pabomwl
Dopma 0Oyuenus ounas

Buj yueOHoi1 padoThI O0bem yacoB

MakcumaJjibHasi yueOHasi HAarpy3ka (Bcero) 108
Oo6s13aTesibHAsI ayAUTOPHAsI ydeOHAasi HATPY3Ka (Bcero) 72
B TOM YHCIIE!
TEOPETHYECKOE 00yUeHUe 36

NPAKTUYECKHUE 3aHATHS 36
CaMmocTosiTe1bHAsi paboTa o0yyarouierocs (Bcero) 36
B TOM YHUCIJIE:
- IIpopaboTka yueOHOTO MaTepraia ¢ UCIOJIb30BaHUEM PECYPCOB yUeOHO- 15
METOJIMYECKOT0 U MH(OPMALIMOHHOTO 00eCTIeYeHHSI TUCITUTUINHBI
- [lonroToBKa K yCTHOMY OIIPOCY 3
- [loaroroBka K TECTUPOBAHUIO 10
- [ToaroroBka k 3ayety 4

4

IIPOBCPOYHBIX pa60T, TCCTUPOBAHUC, YCTHBIﬁ OIIPOC, PCHICHUC 3a1a4

Texywuii KOHMpOAL 3HAHUU 8 (¢hopme: KOHTPOJIb HAJA BBHIMOJIHEHHEM MPAKTUYECKUX |

Hpomeofcymowaﬂ ammecmayusl 6 d)opme 3auema

Dopma A

ctp. 3 u3 26




MHuHHCTepCTBO HayKU U BEICIIEro 00pazoBanust PO

Y IIbSIHOBCKHI TOCY/1apCTBEHHBIH YHUBEPCUTET Popma
®-Pabouast mporpamMma y4eOHOH AUCIUILIHHE
2.2. Temamuueckuil niamn u cooepoicanue
HaumeHnoBanue Copep:xaHue yuedOHOI0 MaTepHaJia, JIJaGopaTopHble paGoThl H NPAKTHYECKHe 3aHATHS, Ypose | Popma Tekyuero
pa3iesioB U TeM caMOCTOsITeJIbHAsl padoTa 00y4aloUIUXCcs, KypcoBasi padora (IIpoeKT) Oo0bem Hb KOHTPOJIA
YacoB | O0CBOEH
ust
1 2 3 4 5
Tewma 1 JIOKyMeHT, ero CBOHCTBa, CIOCOOBI JOKYMEHTHPOBAHHUS 6
[lonstme noxymenra. @yHkumum pokymenra. CBoiicTBa JokymeHTa. CHocoObl JIOKYMEHTHPOBAHHMS. IIICbMEHHBIC
Knaccudukamnus nenosoit nokymeHrtaruy. O01e HopMbl 1 IpaBuiia 0GpopMIICHNS TOKYMEHTOB. 2 3aJjaHusl, TECTHI,
YCTHBIH OIpOC,
Teoperndeckoe oOyueHIe 2
JlabopaTopHBIe PabOTHI -
[IpakTHyeckue 3aHATHS 2
WHunuBuayansHble 3aHATHS -
KonrponbHas pabora
CamocrosTensHas paboTa 00yJaromuxcs 2 MIOJTOTOBKA K
MHCbMEHHBIM
3aJaHUAM,
MOJTOTOBKA K
TeCTaM, MOATOTOBKA
K YCTHOMY OTIPOCY
Tema 2 Wudopmanus u nokyment. Hocurenu napopmarmu. 12
[Monsitue wHpopmanmu. CpoiictBa wuHpopmarnuu. CrocoObl mnepepaun uHbopManuu. CBS3b MEXIy [IUCbMEHHBIE
uHpOopManueit u fokyMeHTOM. CrIocoOBI (huKcanuu MHGOpPMAITHHL. 3 3aJlaHus, TECTHI,
YCTHBIH OIpoC
Teoperndeckoe oOydeHme 4
JlabopaTopHble paboTHI -
[IpakTHyeckue 3aHATHS 4
WunuBuyansHble 3aHATHS -
KonrponbHas pabora -
CamocrostensHas paboTa 00yJaromuxcs 4 TIOJITOTOBKA K
ITICEMEHHBIM
3a7aHuUsIM,
MOJIrOTOBKA K
TecTaM, TIOArOTOBKa
K YCTHOMY OTIPOCY
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MHuHHCTepCTBO HayKU U BEICIIEro 00pazoBanust PO

Y IIbSIHOBCKHI TOCY/1apCTBEHHBIH YHUBEPCUTET Popma
®-Pabouast mporpamMma y4eOHOH AUCIUILIHHE
Tema 3 CucTteMbl TOKyMEHTaLUU 6
CucteMpl [OKyMEHTalMM W YHU(UIUpOBaHHAs cucTeMa JokyMeHTamuu. CyTh yHHUUKAIMU | MUCbMEHHBIE
CTaHAApTH3alUU B JIENONpPOM3BOACTBE. HopmaTwBHas u 3aKoHOAATeNbHAass 0a3bl IEIONPOU3BOJICTBA. 2 3aJlaHHs, TECTHI,
l'ocymapcTBeHHas cuCTEMa IOKYMEHTAIMOHHOTO 00ECICUCHNUS! YIIPABICHUSI. YCTHBIH OIIPOC
Teoperndeckoe oOydeHme 2
JlabopaTopHBIe pabOTHI
[IpakTHYyecKHe 3aHATHS 2
WuavuBHyanbHbIE 3aHATHS
Konrponbhas pabora
CamocrosTensHas paboTa 00yJaromuxcs 2 MOJrOTOBKA K
MUCbMEHHBIM
3aJaHHsAM,
MOJrOTOBKA K
TecTaM, MOATOTOBKA
K YCTHOMY OIpOCy
Tema 4 Dopmynsap-o0Opaszell, peKBU3UTHL, UX 0popMIIeHHE, OJIAHKH JOKYMEHTOB
IMousitue  «popmysp-odpasery. [loustne  pexBusuta. CoOCTaB  PEKBU3MTOB  OpPraHM3AI[MOHHO- 12 MACbMEHHbBIE
pacropsauTenbHON JokyMeHTanuu. llonsaTne OnaHka nokymeHTa. Cxema paclojIOKEHHsS PEKBH3UTOB 3aJlaHusA, TECTHI,
OpraHM3alIOHHO-PACIIOPSANTENbHON JOKyMeHTauuu Ha ¢opmate A4 yrioBoro Onanka. Cxema 12 YCTHBIH OIIPOC
pacroyio)keHUss PEKBU3UTOB OPraHM3aLMOHHO-PACTIOPAIUTENBHOM JOKyMEHTaluu Ha Qopmare A4 '
NpoJoNbHOTO OsiaHka. Bumsl OnaHKOB MokymeHTOB. CocTaB PEKBHU3WTOB [UI KaXIOro BHIA OJaHKOB
JokyMeHTOB. TpeboBaHMs K 0()OPMIICHHIO PEKBH3UTOB OPraHU3allMOHHO-PACTIOPSANTEIbHON TIOKYMEHTAINH
Teoperndeckoe oOydeHme 4
JlabopaTopHBIe pabOTHI -
[IpakTHyeckue 3aHATHS 4
MupuBuyanbHble 3aHATHS -
KonrponbHas pabora -
CamocrosTenbHas paboTa 00yJaromuxcs 4 MOJIrOTOBKA K
MUCbMEHHBIM
3aJaHHsAM,
MOJIrOTOBKA K
TecTaM, MOArOTOBKA
K YCTHOMY OTIPOCY
Tema 5 IIpaBuna odopmieHHS OCHOBHBIX BHIOB OPTraHU3AIMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB, KOIHHU
JIOKYMEHTOB
OdopmiieHIE OPraHU3aMOHHON JOKYMEHTAIINH. 12 2,3 YCTHBIH OIPOC,
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MHuHHCTepCTBO HayKU U BEICIIEro 00pazoBanust PO

Y IIbSIHOBCKHI TOCY/1apCTBEHHBIH YHUBEPCUTET Popma
®-Pabouast mporpamMma y4eOHOH AUCIUILIHHE

VYcraB opraHu3allMi M OCHOBHBIE TpeOOBaHMSI K €ro cojepxanuio u odopmienuto. [lonoxeHue kax MUCbMEHHBIE

OpTaHU3AIMOHHBIN TOKyMeHT u ero odopmienue. llltaTHoe pacmucaHue, ero comepkaHue u 0QopMIICHHE. 3alaHus, TECT

[onATHE MOMHKHOCTHOW HHCTPYKIMH U €€ 0(OpPMIICHHE.

OdopmiteHre pacopsANTENIEHON JOKyMEHTAIIHH.

IToaroroBka, opopmileHHE, COTJIACOBAaHUE W IMOMMUCAHNE MPUKa30B. [IoHATHE BHIMMCKK W3 MpHKa3a. Bums

MPUKa30B: TI0 OCHOBHOW ICATENBHOCTH M IO JHYHOMY cocTaBy. OdopmileHHE pacHnopsDKEHUH, yKa3aHHH,

pelIeHni, TOCTaHOBJIEHUH.

OdopmiieHre HHPOPMATMOHHO-CIIPABOYHON JTOKYMEHTAIIUH.

CiyxeOHble mucbMa, ux BUIbl. COCTaB PEKBU3UTOB CIYKEOHOTO MHChMA.

OdopmiieHre aKTOB, IPOTOKOJIOB. COCTaBJICHUE TOKJIAIHOM, CITy)KEOHON 1 0O0BSICHUTEIILHON 3aITHCKH.

OdopmiteHre JOKyMEHTAIMU 0 JIMYHOMY COCTaBY: IPH IOCTYIUIEHHH Ha paboTy, NpH nepeBoie paboTHHKA

Ha Jpyryo paboty, npu yBoiabHeHHH. OdopmieHue oTmycka. Mepbl B3bICKaHUsI U TOOIPEHHSL.

IIpaBuna 3aBepeHus KONuil TOKYMEHTOB

Teoperudeckoe 00yueHHe 4

JlabopaTopHbie pabOThI -

[IpakTHyeckue 3aHATHS 4

WHauBHyanbHBIC 3aHATHS -

KontponpHas padora -

CamocrosTenpHas padoTa 00ydJaromuxcs 4 MTOJITOTOBKA K
YCTHOMY OIIpOCY,

TecTaM,
MMMCHhMEHHBIM
3aJaHUAM
Tema 6 IToHsATHE O IETONPON3BOACTBE H HHPOPMALIMOHHO-JOKYMEHTAIIHOHHOM 00eCIIe4eHNH YIPABICHUS

Ucxomaubie mousiTrst AeionpousBojicTBa. CTaHOBIIEHUE JeNONpon3BoicTBa B Poccun. CoBpeMeHHOE TOHATHE 12 YCTHBII1 ompoc,

nenonpousBonacTBa. WudopmanmoHnHoe obecniedeHue ynpaBiieHHs. J(OKyMEHTalMOHHOE oOecreyeHue 23 MTUCbMEHHBIE

yIpaBJICHUS ' 3a/1aHusl, TECTHI,

YCTHBIH OIIpOC

Teoperndeckoe oOyueHHe 4

JlabopaTopHble paboTHI -

IIpakTuueckue 3aHATHU 4

WuauBuyanbHbBIC 3aHATHS -

KontponbHas pabora -

CamocrosTenbHas paboTa 00yJaromuxcs 4 MOATOTOBKA K
YCTHOMY OIpOCY,

TecTawm,
dopma A cTp. 6 u3 26




MHuHHCTepCTBO HayKU U BEICIIEro 00pazoBanust PO

Y IIbSIHOBCKHI TOCY/1apCTBEHHBIH YHUBEPCUTET Popma
®-Pabouast mporpamMma y4eOHOH AUCIUILIHHE
MHCEMEHHBIM
3aJaHIsIM
Tema 7 Cnyx0a nokymeHramonHoro obecrneuenns ynpasieHus (CHOVY), ee cTpykrypa, GyHKIHH, JOIDKHOCTHOM
COCTaB
IonsTne ciry>x0bI JOKYMEHTAIIMOHHOTO o0ectiedeHuns ynpasieHus. CTpyKTypa u JoIbKHOCTHO#H cocta CLIOY 6 YCTHBIH OTIPOC,
B 3aBHUCHMOCTH OT YPOBHS yIIpaBiieHHS U MaciTaboB opranmzanun. OcHoBa noctpoerus CAOY. OyHkuun 23 MTUCHMEHHBIC
CAOY. HopmatusHas pernamenTtanus padotsr CJOY ' 3a[laHus, TECTHI,
YCTHBIH OIIpOC
Teoperndeckoe oOydeHme 2
JlabopaTopHBIe PabOTHI -
[IpakTHyeckne 3aHATHS 2
WHunuBuayansHble 3aHATHS -
Konrponbnas pabora -
CamocrosTensHas paboTa 00yJaromuxcs 2 MIOJTOTOBKA K
YCTHOMY OTIpOCY,
TecTaM,
MHCbMEHHBIM
3aJaHuUsIM
Tema 8 TunoBasi TEXHOJIOTUSI OPTaHU3AINY JOKYMEHTO000pOoTa
ITonsatne noxymeHTo000poTa. OCHOBHBIE NPHHLIMIBI OPraHU3alUM JOKyMeHTooOopoTa. IIpoxoxneHue u 12 YCTHBIH OIIpOC,
MOPSJOK MCIOJIHEHUS! BXOJSIINX JTOKYMEHTOB. [IpOXOXKIEHHE HMCXOIAIIMX JOKYMEHTOB. [IpoxoxkieHue 19 MICbMEHHBIE
BHYTPEHHHUX IOKyMeHTOB. [Ipuem, nepenaya u 10cTaBKa JOKYMEHTOB. Y4eT o0beMa IOKyMEHTO000poTa ' 3ajjaHusl,
TECTUPOBaHHE
Teoperndeckoe oOyueHMe 4
JlabopaTopHBIe pabOTHI -
[IpakTHyeckue 3aHATHS 4
WunuBuyansHble 3aHATHS -
KonrponbHas pabora -
CamocrostensHas paboTa 00yJaromuxcs 4 TIOJITOTOBKA K
YCTHOMY OIpOCY,
MTICEMEHHBIM
3aaHUsIM U
TECTUPOBAHHIO
Tema9 Oco0eHHOCTH JIeJIONPOU3BOJICTBA 110 00pAIIEHHSIM TpaXJiaH
Perucrpanus oOpamennii rpaxxiad. Opranuzanus paboTsl 1Mo oOpameHus M rpaxaad. CpoKH HCTIONHEHUS 12 IIICbMEHHBIE
oOpaieHnii. AHaiIM3 oOpaleHnH rpaKaan 2 3a/1aHMs,
TECTHPOBAHHE
dopma A ctp. 7 u3 26
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VY IIbSHOBCKHI rOCY1apCTBEHHbIH YHUBEPCUTET Popwa
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Teoperudeckoe 00yueHHe 4
JlabopaTopHbIie pabOThI -
IIpakTuueckue 3aHATHUS 4
WNHauBuayanbHbIE 3aHATUS -
KontponbHas pabora -
CamocrosTenbHas padoTa 00yJaroIuxcs 4 MOJTOTOBKA K
[IUCBMEHHBIM
3a/laHUsIM U
TECTUPOBAHHUIO
Tema 10 KonduuennmaapHOE TEIOTPOU3BOACTBO
[Monarne koHpUACHIHATEHOW JOKyMeHTannd. HeoOxoaumple yeiaoBus s paboThl ¢ KOH(DHUICHIHAIEHBIMA 12 [IMCbMEHHbBIE
JMOKYMEHTaMH. YdYeT KOH(UICHIMAIbHBIX NOKyMEHTOB. [IpaBmima oOpamieHuss ¢ KOH(pHICHIHAILHBIMU 2,3 3a/1aHusl,
JIOKyMEHTaMHU TECTUPOBAHUE
Teoperndeckoe oOydeHme 4
JlabopaTopHBIe PabOTHI -
IIpakTuueckue 3aHATUL 4
MHauBuayanbHbIE 3aHATUS -
KontponsHas pabora -
CamocrosTenbHas padoTa 00yJaromuxcs 4 MOATrOTOBKA K
[IUCBMEHHBIM
3aJIaHusIM U
TECTUPOBAHUIO
Tema 11 ABTOMaTH3aIMsI IPOIIECCOB JOKYMEHTAIIMOHHOTO 00eCIIeYeHuUs YIPaBICHUS
Odopmienne u XpaHeHHE JOKYMEHTOB Ha KOMIIBIOTEPE B DJIEKTPOHHOM BHJE. DJIEKTPOHHBIE >KYypHAIBI 6 MMChbMEHHBIE
perucTpanuu JOKyMEHTOB. DIIEKTPOHHBIE CUCTEMBI JOKYMEHTOO00pOTa 1,2 3a7aHus,
TECTUPOBAHUE
Teoperndeckoe oOyueHue 2
JlaGoparoprbie paboTh -
IIpakTnueckue 3aHATUS 2
WMNHauBuayaapHbIE 3aHATHS -
KonTtponsHas pabora -
CamocTrosTenpHas paboTa 00yJaromuxcst 2 MOJITOTOBKA K
MMMCHhMEHHBIM
3a/laHUsIM U
TECTUPOBAHUIO

IlepeyeHns BOMpOCOB K 3a4eTy:
1. Tlonstue nOKyMeHTa.
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MHuHHCTepCTBO HayKU U BEICIIEro 00pazoBanust PO
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dopma
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©oOoNo A~ WN

[EY
°

11.
12.
13.
14,
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

OyHKIUKM JOKYMCHTA.

CBoiicTBa TOKyMEHTa

[lonsTHE NENONPON3BOACTBA.

Kraccudukarus 1enoBoit JOKyMeHTAIMK Ha IPUMEPax KOHKPETHBIX JIOKYMEHTOB.
OmnpeneneHne peKBU3HTA.

CocTaB peKBU3UTOB OPraHU3AINOHHO-PACTIOPSITUTENLHON TOKYMEHTAIUH.

Omnpenenenne 6JaHKa JOKYMEHTA.

Cxema pacroyIoKeHUs] pEKBU3UTOB OPraHU3al[IOHHO-PACTIOPAUTENLHOM JOKyMEHTalluK Ha popmare A4 yrioBoro
OnaHka.

Cxema pacroyIoKeHUs] pEKBU3UTOB OPraHU3al[MOHHO-PACTIOPSANTEILHOM JOKyMeHTaluu Ha Gopmare A4 poJOIBEHOTO
OnaHka.

Bunbl 6:;1aHKOB TOKYMEHTOB.

CocraB peKBHU3UTOB JUIs 00IIEro OJaHKa.

CocTaB peKBU3UTOB JUIs OJaHKa MMHUCHMA.

CocraB peKBU3UTOB JIs OJaHKa KOHKPETHOTO JJOKYMEHTA, KpOMe MHChMa

TpeboBanust kK 0HOPMIICHUIO PEKBU3UTOB, Pa3MEIIaEMbIX Ha M0JIE YIIIOBOTO U MPOAOIHHOIO [ITAMIIOB.
TpeboBanust K 0HOPMIICHUIO PEKBU3HUTOB, pa3MeIIaeMbIX Ha paboueM MoJje JOKYMEHTA.
TpeboBanust K 0HOPMIICHUIO PEKBU3HUTOB, Pa3MEIIaEMbIX Ha CIIYKEOHOM MOJIe IOKYMEHTa
CocraB OpraHU3alIOHHOW JTOKYMEHTALIHH.

OdopmiteHre ycTaBa OpraHu3alym.

OdopmIteHHE MTOJIOKCHHS.

OdopmIteHHE ITATHOTO PACITHCAHHSI

OdopmIieHre T0DKHOCTHOW HHCTPYKIINH.

CoctaB pacnopsiIuTeIbHON TOKYMEHTAIIHH.

OdopmiteHre MPUKA30B 10 OCHOBHOM JeSITEILHOCTH.

OdopmiteHre BBITTUCKU U3 TPUKA3a.

OdopmiteHre PUKA30B 10 TUIHOMY COCTABY.

OdopmiteHHE PaCOPSIKESHUIH.

Buppl ciry:KeOHBIX MHCEM.

OdopmiieHHE CITy:)KEOHOTO MUChMA.

Odopmitenue akToB

OdopmiteHne MpOTOKOJIOB.

CocraBiieHre NOKIAAHOHN, CITy>)KeOHOW U 0OBSICHUTEITLHOM 3aIUCKH.

OdopmiteHne TOKyMEHTAIUU TI0 TUIHOMY COCTaBY.

OrnpeneneHne TOKyMEHTO000poTa.

OOBSCHUTD OCHOBHBIEC TPHHITUIIBI OPTaHU3aNU TOKyMEHTO000pOTA.

[poxoxxaeHre 1 MOPSAIOK UCIIONHEHHS BXOISIINX JOKYMEHTOB.

[IpoxokIeHHEe UCXOAIIUX JOKYMCHTOB.
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38. IIpoxoxneHne BHyTPEHHHX JOKYMEHTOB.
39. Ilpumem, nepenava u JOCTaBKa JOKYMEHTOB.
40. Kax ocymiecTBisieTcs M U 9eTO HEOOXOIUM YUeT 00beMa JOKYMEHTO000pOTa.
41. Buasl oOpameHnii TpakKaaH.
42. Peructparnms oOpamieHnil rpakaaH.
43. Oprarm3zamus paboThl 0 00paIeHAsIM TPaKAaH.
44. Cpoxu HCIIOTHEHHS OOpaIIeHNH Tpax/IaH.
45. Amnanus obpaleHuil rpaxaaH.
46. TlousTre KOH(DUICHIUATLHON JOKYMCHTAIIUH.
47. Heobxoaumble yciaoBust 1iist paboThl ¢ KOH(UACHINATBHBIMH JTJOKYMEHTaMU.
48. Yder koH(UACHIMATBEHBIX JOKYMEHTOB.
49. TlpaBuia oOpareHust ¢ KOHQHUICHIIMAIbHBIMU JOKYMEHTAMH.
Bcero 108

Brympu kaxcoozo paszoena ykasvieaomes coomeemcemayroujue memvl. 110 Kaxcooil meme onucwvléaemcs cooepicanue yiebHo20 Mamepudana (6 OUOaKmuy ecKux eOUHUYax), HaUMeHOBaHus. HeoOX0OUMbIX 1aOOPAMOPHBIX pabom u
NpaKmu4eckux 3aHAmull (OmoeIbHO No KaicooMy 6U0Y), KOHMPOTLHBIX PaAbON, A MAKIICe NPUMEPHAS MeMAMUKA CamMocmosamensHol pabomul. Eciu npedycmompenst Kypcogvie pabomot (npoexkmot) no VJI onucvieaemcs
npumepHas memamuxa. Obvem 4acos onpeoensemcs no Kaxcoou nosuyuu cmoadya 3. Yposenvb oceoenus npocmagisiemcs, Hanpomus OUOAKmu4ecKux eOuHuy 6 cmoaoye 4.
s xapakmepucmuku ypoeHs 0céoeHus y4eOHO20 Mamepuana UCnoIb3yIomcs ciedyiouue 0003HaveHus:
1-  osmaxomumenvuwlil (y3Hasanue panee uzyueHHO20)
2- penpodykmugHblll (8bInoaHeHUe 0esTMeLbHOCIU N0 0OPA3YY, UHCMPYKYUU UL NOO PYKOBOOCHBOM)
3- npodykmueHblil (RIAHUPOGAHUE U CAMOCTOMENLHOL BbINOTIHEHUEe 0esIMENbHOCHIU, PeuleHiie NPOOIeMHbIX 3a0ay)
Ecnu yuebnvim naanom npeoycmompena camocmoamenvias paboma no OaHHoU y4eOHol Oucyuniune, mo 00IlCHA ObIMb YKA3aHA eé NpuMepHas memamuxa, 06vem Hazpy3Ku u pe3yibmansl, Ha 0C60eHUe KOMOPbIX OHA

opueHmuposana.
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3. YCJOBUs PEAIM3ALINU Y]
3.1 Tpebosanus k MamepuaibHO-MeXHUYECKOM)Y 0becneyeHuo
Peanuzamus  y4eOHON  nucuuruiMHbl  «JloKyMEHTalMOHHOE OOECreueHUue YIpaBIICHUS»
pou3BOAUTCS B yueOHOM Kopiryce Yul'Y mo aapecy: . YibsHOBCK, yi. 12 Centsops, 9:

YueOnasiayguropusi 205 11 npoBeEHUS] 3aHATUN JIEKIIMOHHOTO THIIA, TPYMIOBBIX
3aHITHIA CEMUHAPCKOTO THIIA, BBIMOJHEHUS KYPCOBBIX padOT, TPYNIOBBIX U WHIMBHIYAIbHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOUHOM aTTeCTaliu.

KomrutekT yueHnueckoit meoenu Ha 85 mocagouHbIX MECT;
pabouee MeCTO mpenoaBaTels.

TexHuueckue cpeacTna:

KOMIIBIOTED;

IIPOEKTOD;

WHTEPAaKTUBHAS IOCKA;

JI0CKa ayAUTOpHAs;

WI-FI, untepner, noctyn k ObC. [Tnomanp 108,4 kB.M.

Yueonasayauropus 104 1151 npoBeieHUs 3aHATUN JEKIIMOHHOTO THIIA, TPYIIIOBBIX
3aHATUNA CEMUHAPCKOTO TUIIA, BHITOJHEHHUS KYPCOBBIX padOT, TPYIIOBBIX M UHIUBUIYATbHBIX
KOHCYJIbTAIMH, TEKYILIEr0 KOHTPOJIS U IPOMEKYTOUHOHN aTTeCTaliu.

[TomerieHue yKOMITJIEKTOBAaHO YUeHHUYECKOM MeOesbio Ha 64 yueOHBIX MECT, I0CKa ayIUTOpHas,
WI-FI, unrepner, noctyn k ObC. [1nomanp 56,7 kB.M.

KaOuner 17151 caMOCTOATE/IbHOI PA00THI CTYI€HTOB — KOMIIbIOTepHbIH Ka0uHet 203:

TexHuueckue cpeacTna:
KOMIUIEKT YYeHUUYECKOM Mebenu ¢ komnbploTepamu Ha 10 mocaqouHbIX MECT;
paboyee MeCTO MpenoaBaTelis ¢ KOMIbIOTEPOM;
IIPOEKTOD;
AKpaH HACTEHHBIN;
JIOCKa ayJAUTOPHAS,
WI-FI, unrepner, noctyn k ObC.IInomans 55kB.M

Otnen obcmyxuBaHust IHCTUTYTa 3KOHOMUKH M OM3HEca Hay4HOM OnOinoTeku (ayuTopus
803) ¢ 30HOI I camocTosATeNnbHON paboThl, Wi-Fi ¢ goctymom k DUOC, DBC. Ayaurtopus
YKOMILIEKTOBaHa CIEIUATM3UPOBaHHON Mebenbio Ha 50 MOCaJoYHBIX MECT W OCHAIlleHA U
TEXHUYECKUMH CpPEJCTBaMH OOydeHHs (3 MEepCOHAIBHBIX KOMITBIOTEPA) C JIOCTYIIOM K CETH
«uTepuery», JUOC, OBC. [Tnomanes 105,51 kB.m.
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3.2. Vuebno-wemoouuecxoe u unghopmayuonroe obecneuenue
[Tepeuenp peKOMEHTyeMbIX Y4eOHBIX M31aHMIA:

e OcHogHble UCTMOYHUKU.

1.bsnt, B. C. JoxymeHTanmonHoe obOecrieueHue ynpasineHus. FOpuanueckas TeXHUKa: yaeOHOe
nmocobue s cpeaHero mnpodeccuoHaabHoro oopasopanus / B. C. bsuit. — 2-¢ u3a., ucnp. u
mon. —  MockBa:  MsmarensctBo  FOpaiit, 2020.— 103 c.— (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-08233-3. — Tekcr: anekrponnsiit / IBC FOpaiirt [caliT]. —
URL: https://urait.ru/bcode/455172.

2. KazakeBuu, T. A. JlokyMeHTaIMOHHOE 0OECIICUCHHE YITPABJICHUS: YICOHUK U MPAKTUKYM ISt
cpennero npodeccuoHanpHoro oopazoanus / T. A. Kazakeuu, A. W. Tkanua. — 2-e u3., ucmp.
u gom — MockBa: HW3marensctBo IOpaiit, 2020.— 177 c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcrt: anexkrponnsiit / IbC FOpaiir [caiit]. —
URL: https://urait.ru/bcode/452800.

0) [ononnumenvhvie UCMOYHUKU:

1. loponuHa, JI. A. JlokyMEHTAIIMOHHOE OOECIICYCHNE YIIPABJICHUS: YYCOHUK U MMPAKTUKYM JIJIs
cpennero mpodeccuonanbHoro oopasosanus / JI. A. Jloponuna, B. C. UpurukoBa. — MockBa :
MznarenscrBo HOpaiit, 2020. — 233 ¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-
534-05783-6. —  Tekct: oamektponnbii //  3BC  IOpaiir  [caiir]. —  URL:
https://urait.ru/bcode/453767.

2. lllyeamoa, H.H. OCcHOBBI [eONPOM3BOJACTBA: YYCOHHUK M MPAKTHKYM JUIS CPEIHETO
npodeccuonanbroro odpaszosanms / H. H. Illysanosa, A. 0. FiBanoBa; moj oOIieii peaakuuei
H. H. lllyBanoBoii. — 2-e¢ u3zn., nepepad. u pom. — MockBa: M3garensctBo HOpaiit, 2020. —
428 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-11014-2. —  Tekcr:
anekTpounbiit // IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/450804.

3. Ky3uenos, U. H. JlokymeHTannoHHOE oOecreueHue yrpaBieHus. JOKyMeHTOOOOpOoT u
JIETIONIPOM3BOICTBO: YUEOHUK M TMPAKTUKYM JUIS CpeaHero mpoheccHoHanbHOro obpasoBanus /
. H. Ky3nenoB. — 3-¢ m3x., nepepad. u jgom. — MockBa: M3marenscTBo IOpaiit, 2020. —
462 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr:
anextpouHbiit / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/451242.

4. Konsrkuna, T. B, JlemoBas KynbTypa: yaeOHOE mocoOue sl CpeaHero npodecCuoHaIbHOTO

obopazoBanusi / T.b. Koneimmkuua, W. B. llyctuna. — 2-e w3xg., wcmp. u gon. — MockBa:
UznatensctBo FOpaiit, 2020. — 163 c¢. — (IIpodeccuonansuoe odbpazoranue). — ISBN 978-5-
534-08027-8. —  Tekct: omekrponubii //  OBC  IOpair [caiir]. —  URL:

https://urait.ru/bcode/452668.

5. UBanoBa, A. 0. Pycckuii s3bIK B J€JI0BOM TOKYMEHTAllUM: YYCOHWUK WU TPAKTHUKYM JIJIsI
cpenHero mnpodeccruoHanbHOro obpa3oBanus / A. lO. iBanoBa. — MockBa: M3marenbcTBo
FOpaiit, 2020. — 187 c. — (IlpodeccuonansHoe odpazoranue). — ISBN 978-5-534-12951-9. —
Tekcrt : anextponnsiii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/448629.

e [lepuognueckue u3naHus:

1. FOpuanueckas Hayka u npaBooxpanurtenbHas npaktuka / ®I'K AT1O "TroMeHCKH HHCTUTYT
MOBBILICHUS] KBaTU(PUKAUU COTPYAHMKOB M-Ba BHyTpeHHux nen P®. - Pexum pocryma:
http://lib.ulsu.ru/-online // https://www.elibrary.ru/title_about.asp?id=26521.

2. bromnerens BepxoBnoro Cynma Poccuiickoit ®enepamuu [DIeKTpOHHBIN pecypc]
oununansHoe MHYOPMAIIMOHHO-IOpUINYecKoe u31anue. - Mockaa, 2020. - Berxoaur 12 pa3 B rog.
- URL: https://vsrf.ru/documents/newsletters/?year=2019.
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3.Cobpanue 3akoHonatenbcTBa Poccuiickoit deneparnuu [InexTponnsiid pecype] : odur. muza. /
N3n-Bo "HOpun. nut.", Anmunuctpanus [Ipesunenta P®. - Mocksa, 2020. - Beixoaur ¢ 1994 r. -
URL: http://www.szrf.ru/szrf/index.phtmI?md=0.

4.Poccuiickas razera [Dnekrponsbiii pecypc] / IlpaBurensctBo Poccwmiickoit denepanuu. -
Mocksa, 2020. - Beixoaur ¢ 1990 r. - URL: https://rg.ru/gazeta/svezh.html.

5. Bectnuk BHUNJIA L [DnexTponnsiii pecypc] / Beepoceuniickuit HUW nokymeHTOBeneHUS U
apxuBHOro aena. - Mockgsa, 2020. - M3naercs ¢ 2018 r. - Beixoaut 6 pa3 B rof. - OTKPBITHII
noctynn ELIBRARY. - https://elibrary.ru/contents.asp?id=37132616.

e  VYyeOHO -MCTOAUYCCKHC:

1.Kaparysuna I'. E. Metoanueckue peKOMEHAAMH JIJIs1 CEMUHAPCKUX (MTPAKTUYECKUX ) 3aHATUN U
CaMOCTOSITENIbHOM paboOThl CTYAEHTOB IO IUCHUILUIMHE «JlOKyMEHTalMOHHOE oOecreueHue
yopasienusi» g cnenuanbHocted: 40.02.02 IlpaBooxpanutenbHas aestenbHocTh (CIIO),
40.02.01 IlpaBo u opranu3zanus couuanbHoro odecneuenus (CI10), 38.02.07 bankoBckoe neno
(CIIO) [DOnexTponnsriii pecype] / I'. E. Kaparysuna; Yial'V, MTHCTHTYT OTKPBITOTO 00Opa30BaHUs. -
OnektpoH.TekcToBble naH. (1 ¢aiin : 472 Kb). - YabsHosek :Yal'V, 2019. - 3arn. ¢ skpana. -

Heomny06imkoBaHHEIH pecypc.
http://lib.ulsu.ru/MegaPro/Download/MObject/2713/Karaguzina2019-3.pdf

CornacoBaHo: g . )
[naBuplii 6GUGIHOTEKADS / Ulepskosa M.H.  / %g‘f‘?’c - o6l

JlonkHocTs cOTpyanika nayunoii Gubnuorexn QGHO MOJUTHCh

Jata

e lH(popManMOHHBIE CTIPABOYHBIE CHCTEMBI COBPEMEHHBIX WHPOPMAIIHOHHO-KOMMYHHUKAIIHOHHBIX

TEXHOJIOTHM:

1. D71eKTPOHHO-0N0INOTEYHBIE CHCTEMBI:

1.1. IPRbooks : anekTpoHHO-0MOIMOTEYHAS cHcTeMa : callT / rpyrmna kommnanuii Aii [Tu Ap Menna.
- Caparos, [2020]. — URL: http://www.iprbookshop.ru. — Pexum moctyna: uis 3aperucTpup.
IIOJIB30BATENIEH. - TEKCT : 3JIEKTPOHHBI.

1.2. FOPAMT : snexTponHo-Gubmmoteunas cuctema : caiit / OO0 DeKTPOHHOE H31aTeIbCTBO
FOPAWT. — Mockaa, [2020]. - URL: https://www.biblio-online.ru. — Pesxum gocTyma: s 3aperucTpup.
IIOJIB30BATENIEH. - TEKCT : 3JIEKTPOHHBII.

1.3. KoHCYnbTaHT CTyJEHTA : 3IEKTPOHHO-0nbanoTeynas cucrema : cadt / OOO Ilonurexpecype.
— Mockga, [2020]. — URL: http://www.studentlibrary.ru/pages/catalogue.html. — Pexxum moctyna: s
3aperucTpup. noyib3oBarenen. — TEeKCT : 3MEeKTPOHHBIH.

1.4, Znanium.com : 3jeKkTpoHHO-OMONIMOTeuHas cuctema : caiit / OOO 3Hanuym. - MockBa,
[2020]. - URL.: https://new.znanium.com/. — Pexxum mocTyna : ajst 3aperucTpup. mojb3oBarenei. - Tekct
. DJIEKTPOHHBII.

2. KoncyasranrlIlaroc [DnekTpoHHBIH pecypc]: cripaBouHas mpaBoBast cucrema. /000
«Koncynprant [lmtoc» - DnextpoH. aaH. - Mocksa : Koncynerantllioc, [2020]. — URL:
http://www.consultant.ru/.

3. ba3pl 1aHHBIX NEPUOTUYECKUX H3TAHUIA:

3.1. ba3a naHHBIX MEPUOIUYECKUX M3JaHHH : AeKTpoHHBIE XypHaisl / OO0 MBUC. - Mocksa,
[2020]. — URL: https://dlib.eastview.com/. — Pesxum moctyna : ajsl aBTOpU3. mojb3oBareneil. — Teker :
3JIEKTPOHHBIN.

3.2. eLIBRARY.RU: Hayunas snektponHas oubnuoreka : caiit / OOO Hayunas DiekTpoHHas
bubnmoreka. — Mocksa, [2020]. — URL: http://elibrary.ru. — Pexum pgoctyma : s aBTOpPHU3.
I0JIb30BaTENEH. — TEKCT : 2JEKTPOHHBII

3.3. «Grebennikony : snekrponnas 6ubnuorteka / U] I'pebennnkoB. — Mocksa, [2020]. — URL:
https://id2.action-media.ru/Personal/Products. — Pexxum noctyma : 1uis aBTOpH3. MoJib30BaTenel. — TeKcr :
3JIEKTPOHHBIH.
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4. HaumoHanbHasi 3JEeKTPOHHAsT OMOIMOTEKA :@ JJIEKTpOHHAs OubiIMoTEeKa : (eaepanbHas
rocyaapcTBeHHas MHOpPMaLMOHHAas cucTeMa : caiit / MunucrepctBo KyabTypsl PO ; PI'b. — Mockea,
[2020]. — URL.: https://rusneb.ru/. — Pexxum moctyna : ajist ojIb30BaTeieit HaydHoi Oubinotexku. — TekeT
: DJIEKTPOHHBIN.

5. ®epepabHbIe HHPOPMALUOHHO-00pa30BaTEJbHbIE MOPTAJIBI:

5.1. EnuHoe 0KHO jiocTyna K 00pa3oBaTesibHBIM pecypcaM : (eepaibHbIN mopTall / yupeauTellb
OTAOY JITO IPT'OIT u UUT. — URL.: http://window.edu.ru/. — TeKcT : 3JeKTPOHHBIIA.

5.2. Poccuiickoe oOpa3oBanue : deaepanbHblil noptan / yupeaurens ®ICAOY IO LPI'OIT u UT.
— URL: http://www.edu.ru. — TekcT : 3JIeKTPOHHBIH.

6. O6pa3oBaTesbHbIe pecypesl Yal'y:

6.1. Dmextponnas 6ubmmoreka Yal'V : moxynms ABMC Mera-ITPO / OOO «Jlara Dxcrpecc». —
URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum moctymna : it MOJb30BaTENICH HAYYHONH OHOTHOTEKH. —
TeKcCT : AIeKTPOHHBIM.

6.2. O6pasoBarenpubid moptan Yal'yY. — URL: http://edu.ulsu.ru. — Pexxum nmoctyma : s
3apErucTp. Moyb30Barese. — TEKCT : 3IeKTPOHHBIM.

e [IporpamMuoe oOecrieuenne (MUHUMAIBLHO HEOOXOIMMBIH HA00D)

e OC Microsoft Windows
e Microsoft Office Word
¢ Microsoft Office PowerPoint
e Beb6-6paysep (Firefox, Opera ump.)
CorsacoBaHo:
3amectuTenp HadanpHuka YUTuT / Kroukosa A.B. / ﬁj‘ | X106 MX/
Jlonanoets cotpyannka YUTuT OHO / “hofnncs nara

3.3. Cneyuanvnuie ycnosus ons ooyuarowuxcs ¢ OB3
B cnyyae HeoOxonuMocTH, 0Oy4yarOUIMMCsl U3 YUCIA JIUI C OTPAaHUYEHHBIMH BO3MOXHOCTSMU
3/10pOBbsI (110 3asBJICHUIO 00YYaIOLIETocs ) MOTYT MpeAaraThCsl OIHU U3 CIECAYIOIINX BapUaHTOB
BOCIPUATHS MH(POPMAIIUU C yUETOM UX UHIUBUAYATbHBIX ICUXO0(PU3NIECKIX OCOOCHHOCTEH:

— JUIs JIML C HApYIICHUSIMU 3pEHUs: B TIeyaTHOH (opMe yBeITHMUEHHBIM IPU(PTOM; B popme
AJIEKTPOHHOTO JIOKyMeHTa; B (opme ayauodaiina (mepeBos yueOHBIX MaTepHalloB B
aynuodopmar); B medaTHOW ¢opme Ha s3bike bpaiins; WHINBHIyadbHBIE KOHCYJIBTAIUH C
NpUBJICUEHHEM TH(IIOCYPIOTIEPEBOAUNKA; MHIMBUIYaIbHBIE 3a/1aHUSI U KOHCYJIbTAIHH.

— JUIs JIMI] C HAapYILLIEHUsIMU cllyXa: B IeyaTHOU (popme; B popme 31eKTPOHHOTO JOKYMEHTA;
BUJEOMaTepuaigbl € CYOTUTpaMHu; WHAMBHUIYalbHblE KOHCYJbTAlMM C IPUBJICYCHUEM
CYpZIOTIEPEBOUMKA; WHANBUIYAIbHBIC 3a]JaHNUS U KOHCYJIbTAIINH.

— JI71s1 JIMILL C HApYLIEHUSIMU OMTOPHO-/IBUTaTeIbHOI0 arnapara: B Ie4aTHoil ¢opme; B popme
3IIEKTPOHHOI'O IOKYMEHTa; B (hopMe ayanodaiina; MHIMBUAYaTbHbIE 33/1aHUS M KOHCYJIbTAIUH.

B ciy4ae HEOOXOIUMOCTH WCITOJTH30BaHUS B y4aeOHOM mporiecce
YaCTUYHO/MCKIIIOYUTEIBHO JUCTAaHIIMOHHBIX 00pa3oBaTeNbHBIX TEXHOJOTHH, OpraHu3aunus
pabotsl IITIC ¢ obywarommmucs ¢ OB3 u mHBanMaaMu npeaycMaTpUBAeTCs B AJIEKTPOHHOU
UH(POPMALIMOHHO-00pa30BaTENbHOM Cpefie C Yy4eTOM HX HHIUBUAYAJTbHBIX MCHUXO(DU3MUYECKUX
0COOEHHOCTEH.

4. CAMOCTOATEJBHASA PABOTA OBYUAIOLINUXCS
Cooeporcanue, mpebosanus, ycio6us u NOPAOOK OP2AHU3AYUU CAMOCHMOAMENbHOU pabomul
00yyawuxcs ¢ yuemom gopmul 00yuerus onpeoensiromes 6 coomeemcemeuu ¢ «Ilonodxcenuem 06
Op2aHu3aAyUU CamoCmosmenNbHou pabomel 00YUAIOWUXCAY», YIMBEPHCOCHHBIM YUeHbIM co8emom
Yal'V (npomokon Ne8/268 om 26.03.20192.).
Ilo kasicooti popme 0byueHus. 0UHAS/3A0UHAS/OUHO-3A0YUHASL 3ANOTHAEMC OMOeTbHASL
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MHUHHCTEpCTBO HAYKHU U BBICIIEro oOpazoBanus PO

Y IbSHOBCKHI TOCYAapCTBEHHbIH YHUBEPCUTET Popua
®-Paboyast mporpamma y4eOHOH AUCLUILTHHBL
maobauya.
dopma 00yUyeHHs OUHAast
Haspanue pa3nenos u Bun camocrosiTenbHOI padoThI (MpopadoTka Oo0beM B | DopMa KOHTPOJIA
TeM y4ye0HOro MaTepuana, pelieHne 3a1a4, yacax (npoBepka
pedepar, 10KJ1a], KOHTPOJIbHAsA padoTa, peleHust 3aaa4,
NOATrOTOBKA K c/Aaye 3a4eTa, IK3aMeHa U ap.) pedepara u ap.)
- [IpopaboTka yueOHOTO MaTepuana ¢ 2 pemieHne 3amad,
UCTIONIB30BaHHEM PECYPCOB YIEOHO- TECTUPOBAHUE,
METOIUYECKOTO U MH(POPMAIIMOHHOTO OIpoc, TIPOBEpKa
Tema 1 oOecrieueHNs TUCIUTUINHEI MUCbMEHHBIX
- IUCbMEHHBIE 3aJaHus, 3aJaHul, 3aueT
- TECTBI
-TIOATOTOBKA K 3a4eTy
- [IpopaboTka yueOHOTO MaTepHaia c 4 pelieHue 3aaad,
UCIIOJIb30BaHHEM PECYPCOB YUEOHO- TEeCTUPOBaHUE,
METOIUYECKOTO U HH(POPMAIIMOHHOTO ompoc, IpoBepKa
Tema 2 00eCTeYeHUs TUCITUTLTHHBI MIUCHMEHHBIX
- MICbMEHHBIC 3aJJaHus, 3a7aHuM, 3a4eT
- TECTHI
-IIOJITOTOBKA K 339€Ty
- [IpopaboTka yueOHOTO MaTepuana ¢ 2 pelieHne 3amad,
HCTIONIB30BAHMEM PECYPCOB YUEOHO- TECTUPOBAHUE,
METOIUYECKOTO U MH(POPMAIIMOHHOTO orpoc,  TpoBepKa
Tema 3 o0eCTeYeHUs TUCITUTLTHHBI MMUCHhMEHHBIX
- IUCbMEHHBIC 3aJIaHMUS, 3aJlaHUi, 3a4eT
- TECTHI
-IOATOTOBKA K 3a4eTy
- [IpopaboTka yueOHOTO MaTepuaia ¢ 4 pemieHue 3aaad,
UCIIOJIb30BaHUEM PECYPCOB yueOHO- TECTHPOBaHUE,
Tea 4 METOJIMYECKOTO U MH(POPMAIIMOHHOTO ompoc, IpoBepKa
obecriedeHns TUCIUITHHBI MTICBMEHHBIX
- MICbMEHHBIC 3aJJaHus, 3a7aHui, 3a4eT
- TECTHI
-IIOJITOTOBKA K 3a4eTy
- [IpopaboTka yueOHOTO MaTepuana ¢ 4 pelreHne 3a1ad,
UCTIONIb30BAHHEM PECYPCOB YUE€OHO- TECTUPOBAHUE,
Tema 5 METOIUYECKOTO U MH(POPMALIMOHHOTO orpoc, TpoBepKa
o0ecTedeHNs TUCIUIIINHEI MUCbMEHHBIX
- TUChbMEHHBIC 3aJIaHMUs, 3aJlaHU, 3a4eT
- TECTHI
-TIOATOTOBKA K 3a4eTy
- [IpopaboTka yueOHOTO MaTepuana ¢ 4 pemeHue 3aaad,
HCTIOJIb30BaHUEM PECYPCOB yUeOHO- TECTHPOBaHUE,
Teva 6 METOMYECKOTO U MH(POPMAIIMOHHOTO ompoc, IpoBepKa
obecrieyeHns TUCIUILTHHBI MTMCHMEHHBIX
- IUCbMEHHBIE 33/1aHUS, 3aJaHul, 3a4eT
- TECTBI
-IIOATOTOBKA K 3a4eTy
- I[IpopaboTka yuebHOTO MaTepHana c
HCTIOJIb30BaHUEM PECYPCOB YIEOHO- 2 pemeHue 3amad,
METOMYECKOT0 1 HH(OPMAIIHOHHOTO TECTHPOBaHUE,
Tema 7 obecrnieueHns JUCTIUTUTHHBI OIIpOC, TPOBEPKA
- MNCHMEHHBIC 33aHuUS, MTUCBMEHHBIX

- TCCThI
-IIOATOTOBKA K 3a4CTy

3aJIaHNM, 3a9€T
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- [IpopaboTka yueOHOTO MaTepuana ¢ 4 pemieHne 3amad,

HCTOJB30BaHUEM PECYPCOB YUEOHO- TECTUPOBAHUE,

METOJIMYECKOT0 U HH(POPMAIIMOHHOTO Omnpoc, TMpoBEpKa
Tema 8 o0eCTeYeHUs TUCITUTLTHHEI MMACbMEHHBIX

- MMUCbMEHHBIE 3a/1aHus, 3a/laHu, 3a4eT

- TeCTBI

-MIOJITOTOBKA K 3a4eTy

- [IpopaboTka yueOHOTrO MaTepHana c 4 pelieHue 3aaad,

HCTIOJIB30BaHUEM PECYPCOB YUEOHO- TECTUPOBAHUE,

METOIIYECKOT0 ¥ HH(POPMAIIHOHHOTO OmIpoc, IpPOBEpPKA
Tema 9 oOecrieueHNs TUCITUTUINHEI IMMCbMEHHBIX

- MIChMEHHBIE 3aJIaHNUA, 3a7laHui, 3a4eT

- TECTHI

-IIOATOTOBKA K 33a4ETy

- [IpopaboTka yueOHOTO MaTepuana ¢ 4 pelieHne 3aaad,

HCIIOJI30BaHUEM PECYPCOB yueOHO- TECTUPOBAHHUE,

METOIMYECKOT0 U HH(POPMAIIMOHHOTO Omnpoc, TMpoBepKa
Tema 10 obecrieYeHHsT JUCIUTLTHHBI MMUCbMEHHBIX

- IUChbMEHHBIC 3aJIaHMUs, 3aJlaHU, 3a4eT

- TeCTBI

-IIOJTrOTOBKA K 3a4ETy

- [IpopaboTka yueOHOTO MaTepuana ¢ 2 pelieHne 3aaad,

HCTIOJB30BaHUEM PECYPCOB YUEOHO- TECTUPOBAHUE,

METOIMYECKOTO ¥ HH(POPMAIIMOHHOTO OmIpoc, MpOBEpPKA
Tema 11 oOecrieueHNs TUCITUTLINHEI MUCBMEHHBIX

- MICbMEHHBIC 3aJIaHuUA, 3alaHui, 3a4eT

- TECTHI

-TIOJITOTOBKA K 3a4eTy

5. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMUSA Y]

KoHTponb 1 oleHKa pe3ynbTaToB OCBOeHHs Y [l OCYIIECTBIIETCS NMpenofaBaTeieM B Ipoliecce
NPOBEIEHUS] NPAKTUYECKUX 3aHATHH M Ja0OpaTOpHBIX paboT, TECTHPOBAaHUS, a TaKXKe
BBITMIOJTHEHUS 00yYaroIMMHCS UHIUBUAYaIbHBIX 3a/1aHUN, UCCIIEOBAHUM.

PesyabTaTsl
(ycBoeHHbIE 3HAHUS, OCBOEHHbIE
YMEHHUsI U KOMIIeTeHMH)

OCHOBHbIE MOKA3ATEJIH OIEHKH
pe3yabTaTa

DopMbl, METOIBI KOHTPOJISL U
OLEHKHU Pe3yJIbTATOB 00y4YeHUs

VY1 - ohopMIIsITH OpraHU3alMOHHO-
pactopsIUTeNIbHbIC JOKYMECHTHI B
COOTBETCTBHH C JACHCTBYIOLIMM
I'OCTom

Crnioco6HOCTh 0OPMIIATH
JIOKyMEHTAIIHIO B COOTBETCTBHH C
HOpPMAaTHUBHOW 0a30ii, UCTIONB3Ys
nH(OpPMaLMOHHbIE TEXHOJIOTHU 1
CpeJCTBa OPITEXHUKHU B MOJIHOM
o0beme u ¢ TpeOyeMbIM Ka4eCTBOM

Texyluil KOHTPOJIb 3HAaHUM B
(bopme: KOHTPOJIb HaJ
BBITNOJIHEHUEM NPAKTUYECKUX U
MIPOBEPOYHBIX Pa0OT,
TECTUPOBaHHE, YCTHBII onpoc,
pelieHue 3agau
[IpomexxyTouHas aTTecTanus B
(dhopme 3auera

VY2 - ocymecTBIATE 00paboTKy
BXOJAIIUX, BHYTPEHHUX U
HUCXOAAIUX JOKYMEHTOB, KOHTPOJIb
3a X UCTOJIHEHUEM

CriocoOHOCTB OCYIIECTBIATh
00paboTKy BXOJSAIMINX, BHYTPEHHUX
Y UCXOJISIIUX IOKYMEHTOB,
KOHTPOJIIb 33 UX MCIOJIHEHUEM

Tekyuuit KOHTPOJIb 3HAHUH B
(hopme: KOHTPOJIb HAT
BBITIOJTHEHNEM NPAKTHIECKUX U
MIPOBEPOYHBIX paboT,
TECTUPOBAHUE, YCTHBIN OIIPOC,
pelieHue 3aga4
IIpomexxyTouHas arTecTanus B
(dopme 3auera

VY3 - 0hopMIIATE TOKYMEHTHI LIS
repeiadu B apXUB OpraHu3aluu

CrniocoOGHOCTh 0OPMIATH
JOKYMEHTBI JJIs Iepeavn B apXUB
OpraHu3aliu

Texymuii KOHTPOJIb 3HAHUH B
(bopMe: KOHTPOITb Ha
BBIIOJIHEHHEM IIPAKTUYECKHUX H
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MIPOBEPOYHBIX pabdoT,
TECTUPOBaHKE, YCTHBIH OMpOC,
peleHue 3anaq
[IpomexxyTouHas aTTecTanus B
(dopme 3aueTa

31 - NoHsATHE TOKYMEHTA, €ro
CBOICTBa, CITOCOOBI
JIOKYMCHTHUPOBAHHS

[IpaBuiibHOE MOHUMAHUE MTOHSATHUS
JIOKYMEHTa, €ro CBOWCTBA,
CrocoObl JOKYMEHTHPOBAHUS

Texyluil KOHTPOJIb 3HAHUN B
(hopMe: KOHTPOITb Ha
BBITNIOJIHEHHEM NPAaKTUYECKUX U
MIPOBEPOYHBIX pabdoT,
TECTUPOBAHUE, YCTHBIN OIPOC,
perieHue 3a1ad
IIpomerxyTouHas aTTecTanus B
¢dopme 3aueTa

32 - mpaBuyIa COCTaBICHUS H
oopMIIEHHS OpraHU3aLUOHHO-
pacnopAaUTEIbHBIX TOKYMEHTOB

(OPJ)

[TpaBuIbHOE NOHIMAaHHE TIPABUIT
COCTaBJICHUS U 0(OPMIICHUS
OpraHU3aI[OHHO-
pacnopsaUTeNbHBIX TOKyMEHTOB

(OPJ)

Texkylwuil KOHTPOJIb 3HAaHUH B
(bopme: KOHTPOIIb HaL
BBINOJIHCHUEM IPAKTHUECKUX U
IPOBEPOUHBIX PadoT,
TECTUPOBAHUE, YCTHBIN OIIPOC,
peuieHue 3a1a4
IIpomexyTouHas aTrectanus B
(dopme 3auera

33 - cucTeMy U TUIIOBYIO
TEXHOJIOTHIO JOKYMEHTAI[HOHHOTO
obecneuerns ynpasieHus (JOVY)

[paBuIbHOE MOHUMAHHUE CUCTEMBI
Y TUTIOBOM TEXHOJIOTUU
JIOKYMEHTAI[IOHHOTO 00eCIeYeHNUs
ynpasierus (A0Y)

Texkylmuil KOHTPOJIb 3HAaHUU B
(hopme: KOHTPOITb HaL
BBINIOJIHEHUEM MPAKTUUECKUX U
TIPOBEPOYHBIX pabdoT,
TECTUPOBAHUE, YCTHBIN OIpOC,
peuieHue 3anaq
IIpomexxyTouHas aTTecTanus B
(dopme 3auera

34 - ocobenHoCcTH
JIEJIONIPOU3BOJICTBA 110 0OPAIIEHUSIM
Fpa)KI[aH u KOH(I)I/II[@HL[I/I&HBHOFO
JIETIONPON3BOICTBA

IIpaBuiibHOE NOHUMaHUE
0COOEHHOCTE J1eJIONPOM3BOICTBA
o 0OpaICHUSM TPAKIAAH U
KOH(HICHIIMATBHOTO
JIEJIOTIPON3BOICTBA

Texyluil KOHTPOJIb 3HaHUM B
(dhopme: KOHTPOJIb Ha
BBINTOJTHEHUEM TPaKTHUECKUX U
HPOBEPOYHBIX PadoT,
TECTUPOBAHUE, YCTHBIN OIIPOC,
pelieHue 3aga4d
IIpomexxyrounas arrectanus B
(dopme 3auera

OK 1. IloHumaTh CyIIHOCTE U
COLMATBbHYIO 3HAYUMOCTh CBOEH
Oynyiei npodeccuu, MPOSIBIATH K
HEH yCTOMUYMBOM MHTEPEC.

3HaeT CYIHOCTb U COLUAIBHYIO
3HAYHMOCTh Oyaymiei mpodeccuu;
yMeeT NpOSIBIATH K OyayIieit
npodeccuu yCTONUHBBIM HHTEpEC

HHurepnperanus pe3ynbTaToB
HAOIIOICHNUH 32 NesITeTPHOCTRIO
oOyuJaromerocs B mporecce
OCBOCHUS yUeOHO! JUCIIUTIIINHBI.
IIpomexxyTouHas arrecTanus B
¢dbopme 3auera.

OK 2. [ToHuMaTh 1 aHAIU3UPOBATh
BOTIPOCHI IEHHOCTHO-
MOTHBAIIHOHHOH cepsl

3HaeT BOMPOCHI IIEHHOCTHO-
MOTHBaHHOHHOﬁ OpHUCHTAIIUH,
YMECT NIOHUMATHh U aHAJIU3UPOBATh
BOIIPOCHI IIECHHOCTHO-
MOTHUBAI[IOHHON OpHEHTAIIUN

WHrepnperanus pe3ynbTaToB
HAOIIOICHNUH 3a JeSITeTbHOCTHIO
oOyuJaromerocst B mporecce
OCBOCHUS yU4eOHON JUCIIUTIIINHBI.
[IpomexyrouHast aTTecTanus B
(dopme 3aueTa.

OK 3. OpranuzoBsIBaTh
COOCTBEHHYIO A€SATEIHHOCTD,
BBIOMpATh THIIOBBIE METOABI U
CHOCOOBI BEIITOJTHEHHS
podecCHOHANBHBIX 33/1a4,
OIIEHUBATh UX dP(PEKTUBHOCTH U
Ka4ecTBO.

3HaeT THIIOBBIE METOABI U CIIOCOOBI
BBITIOJTHEHHS TPO(ECCHOHANIBHBIX
3aja4; yMeeT OpraHu30BbIBaTh
COOCTBEHHYIO IESTEIILHOCTD,
OIIEHUBATh UX APPEKTHBHOCTH U
Ka4ecTBO

WuTepnpeTanus pe3yibTaToB
HAOIIOICHUH 32 eI TeIbHOCTRIO
o0ydarolerocs B rporecce
OCBOCHHS y4COHOU JUCITUTLTUHEIL.
[IpomexyTodHas aTTecTanus B
(dhopme 3auera.

OK 4. IIpuHIMaTh pemeHus B
CTaHAAPTHBIX U HECTAHIAPTHBIX
CUTYaIUsIX, B TOM YHCJIE CUTYalUsIX

3HaeT aNropuTMbI JIeHCTBUI B
Ype3BbIYANHBIX CUTYALHSX; yMEET
MPUHUMATH PEIICHUS B

HHrepnperanys pe3ynbTaToB
HAOIIOACHNUH 32 NesITeITbHOCTHIO
00yHJaromerocst B mporecce
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puUCKa, 1 HECTHU 3a HUX
OTBCTCTBCHHOCTD.

CTaHAAPTHBIX U HECTAHIAPTHBIX
CUTyaludaXx, B T.4. CUTyallusIX
PpUCKa, U HECTHU 3a HUX
OTBCTCTBCHHOCTD

OCBOCHHMS y4eOHOM TUCUUIUINHBL.
[IpomexxyTouHas aTTecTanus B
(dopme 3auera.

OK 5. TlposBasTh
TICUXOJIOTHYECKYI0 YCTOHYUBOCTD B
CJIOKHBIX M SKCTPEMAITbHBIX
CUTYyaLUsIX, IPEAYPEKAAT U
paspeiath KOHGIUKTHI B poLiecce
podeCCHOHANBLHOM NI TeNIbHOCTH.

3HaeT NCUXOJIOTUYECKUE OCHOBBI
B3aUMOJICHCTBUS C pa3HBIMU
CIIOSIMU HaCeJIeHHUS;

yMeeT NpOsIBIATh
TICHXOJIOTHYECKYIO YCTOWYNBOCTH B
CJIOKHBIX M 3KCTPEMAaIIbHBIX
CUTYaIUsIX, IPELYTIPERIATh U
paspemaTs KOHGIINKTHI B IpoLecce
npodeccHoHAIBHOH AeATEIbHOCTH

WuTepnperanus pe3ynbTaToB
HaOJII0ICHUH 3a 1eSITeNbHOCTHIO
o0yuarolerocs B Iporecce
OCBOEHHS y4eOHOM TUCIUIUINHBI.
IIpomerxyTouHas aTTecTanus B
¢dopme 3auera.

OK 6. Ocy1iecTBisATh HOUCK U
UCIIONIb30BaHHEe MH(POPMAIIHH,
HEeo0xoanMoH Juist 3 (HEeKTHBHOTO
BBINOJTHEHHS PO(eCCHOHANBHBIX
3ama4, mpo(ecCHOHATBLHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

3HaeT KpyT IpodecCHOHATBHBIX
3a/1a4, NpO(eCCHOHAIBHOTO
JIMYHOCTHOT'O Pa3BHUTHSL;

YMEET OCYLIECTBIISATh TOUCK U
UCIIOJNIb30BaHKUEe HH(POPMaIHH,
Heo0xoauMoit st 3 HEeKTUBHOTO
BBITIOJTHEHHS TIPO(ECCHOHANIBHBIX
3a/1a4, NpO(eCCHOHAIBHOTO
JIMYHOCTHOTO Pa3BHUTHS

Wurtepnperanus pe3yibTaToB
HaOJI0ICHU#T 38 eI TENbHOCTHIO
00yyJaroIerocst B mporecce
OCBOCHUS yUeOHON JUCIUTIIINHBIL.
IIpomexxyTouHas aTTecTanus B
(dbopme 3aueTa.

OK 7. Vconb30Bathb
HHPOPMALHOHHO-
KOMMYHUKaIINOHHBIC TEXHOJIOTHH B
podeCCHOHANBHOM eI TEIFHOCTH.

3HaeT COBPEMEHHBIC CPE/ICTBA
KOMMYHHKALUHA 1 BO3MOXXHOCTH
nepenayn uHdopmarmy;

yYMeeT HUCII0JIb30BATh
HHPOPMALMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
podecCHOHATLHOM eI TeIbHOCTH

WHTepripeTaltus pe3yibTaToB
HaOJTIOICHA 3a JeATENEHOCTBIO
o0yugarorerocs B mporiecce
OCBOCHHSI yIeOHON TUCIUILTHHEL
IpoMexyTOUHas aTTecTanus B
(dbopme 3aueTa.

OK 8. [IpaBunbHO CTPOUTH
OTHOIIEHMS C KOJIJIETaMHU, C
Pa3TUYHBIMU KaTeTOPUIMHU
rpaXKaaH, B TOM YUCIIE C
MIPECTaBUTEIIMU PA3THIHBIX
HAIIMOHAIBFHOCTEH U KOH(ECCHI.

3HaeT OCHOBBI MPOGECCUOHATILHOM
9THKH U TICUXOJIOTHHU B OOIIEHHH C
OKPYXAIOUIMMH; yMEeT PaBUIbHO
CTPOUTDH OTHOILEHHUS C KOJUIETaMH,
C pa3yIMuHBIMH KaTErOpUsIMU
TpakaaH, B T.4. C
MPE/ICTABUTEISIMA Pa3IMIHBIX
HAIIMOHABHOCTEH M KOH(peccHi

HHrepnperanus pe3ynbTaToB
HaOJIOIeHHH 32 AEATEIEHOCTHIO
oOyuJatorierocst B mporecce
OCBOCHHMS y4eOHOW AUCITUTITHUHEI.
IIpomexyTouHas aTrecTanus B
(dopme 3aueTa.

OK 9. YcranaBiuBaTth
IICUXOJIOTHYECKUI KOHTAKT C
OKPYXKAIOIIMH.

3HaeT OCHOBHI PO EeCCHOHATHHOM
STHKH M TICHXOJIOTHH B OOLIIEHNH C
OKPYXAIOIINMH; yMeeT
YCTaHaBJIMBATh MICUXOJIOTHYECKUN
KOHTAaKT C OKPYKaIOIUMH

HHurepnperanus pe3ynbTaToB
HAOIIOICHNUH 32 NesITeTPHOCTRIO
oOyuJaromerocs B mporecce
OCBOCHUS yUeOHO! JUCIIUTIIINHBI.
IIpomexxyTouHas arrecTanus B
¢dbopme 3auera.

OK 10. AnantupoBatbcs K
MEHSFOIIAMCS YCIIOBHSIM
Ipo(heCCHOHATBHOH AeSITETPHOCTH.

3HaeT MpUeMbI U CITIOCOOBI
ajlanTamnuy B pohecCHoHaATLHOM
JIESATENBbHOCTH; YMEET
aJanTHPOBATHCS K MEHSFOLITHMCST
YCIOBHSM IPO(ECCHOHATBHOM
JISITETbHOCTH

WHrepnperanus pe3ynbTaToB
HAOIIOICHNUH 3a JeSITeTbHOCTHIO
oOyuJaromerocst B mporecce
OCBOCHUS yU4eOHON JUCIIUTIIINHBI.
[IpomexyrouHast arTecTanus B
(dopme 3aueTa.

OK 11. CaMOCTOATEILHO
OTIpENICISATh 3aauu

PO ECCHOHATBHOTO U
JIUYHOCTHOTO Pa3BHTHS,
3aHUMATHCS CaMOOOpPa30BaHHEM,
OCO3HAHHO IJIAHUPOBATH
MTOBBIIICHUE KBATU(DHKAIIHH.

3HaeT Kpyr 3a1a4

PO eCCUOHANTBHOTO U
JMYHOCTHOT'O Pa3BHUTHSL, yMEET
CaMOCTOSITEIILHO OTIPE/IEIISITh
3a7a4u TPOHECCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHS,
3aHUMATBCS CaMOOOPa30BaHHUEM,
OCO3HAHHO MIAHUPOBATH
TIOBBINICHUE KBATHHKAIMN

WHrepnpeTaius pe3ynbTaToB
HaOJIOICHUH 32 IeATEeNbHOCTBIO
o0ydarolerocs B porecce
OCBOCHUsI y4eOHON JUCIMIUTHHBI.
[IpomexxyTouyHas aTTecTanus B
(dhopme 3auera.

OK 12. BrimonssTs

3HaeT HOPMbI MOPaJIH,

WuTepnperanyns pe3ynbTaToB
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npo¢ecCHOHATIBHEIC 3a]a91 B
COOTBETCTBHU C HOPMaMH MOPaJIH,
poeCCHOHATBHOMN ITHKHU U
CITy’)KeOHOTO ITHKETA.

po¢eCCHOHATBHOMN ATHKH U
CIIy’>keOHOTO ITHUKETa; yMeeT
BBITIOJHATH ITPO(ECCHOHAIbHBIC
3a71a4M B COOTBETCTBHUHU C HOPMaMHU
MOpaJH, MPoPeCCHOHATBHON ITUKH
U CIIy’)KeOHOTO STHKETa

HaOJIIOACHNUI 38 IeATEeIBHOCTHIO
obyuaromierocst B mporecce
OCBOCHHsI yIeOHON JUCIMILTHHBI.
[IpomexxyTouHas aTTecTanus B
¢dopme 3auera.

OK 14. Opranu3oBbIBaTh CBOIO
KHM3Hb B COOTBETCTBUH C COLIUAIIBHO
3HAYMMBIMH IPEJICTABICHUAMH O
3I0pPOBOM 00pa3se KU3HM,
MOJIEPKUBATh JOJKHBIH YPOBEHb
(U3MIECKOM TOATOTOBICHHOCTH,
HEOOXOIMUMBII I COIMAITBHON U
podeCcCHOHANBHOM e TeIbHOCTH.

3HaeT NPUHLUIIBI 3I0POBOTO
oOpasa XKHU3HU; yMeeT
OpPTaHU30BBIBATH CBOIO JKU3HB B
COOTBETCTBHH C COITHAIEHO
3HAYNMBIMH TIPEICTABICHUIMH O
3I0pOBOM 00pase KHU3HH,
TOJIICP’KUBATh JOJDKHBIA YPOBEHB
(hu3MIecKoil MoArOTOBICHHOCTH,
HEOOXOIUMBIH JIJIsl COIIMATBHOM 1
po¢eCCUOHATBHOM e TeIbHOCTH

WHTtepnperanus pe3ynbTaToB
HaOJII0ICHUH 38 1eSITeNbHOCTBIO
oOyuyaromerocs B mporecce
OCBOCHHA y4eOHOH TUCIUIIINHBIL.
IIpomerxyTouHas aTTecTanus B
¢dopme 3auera.

MK 2.1. OcymuiecTBasaTh
OpraHU3aIMOHHO-YIIPABICHYECKUE
(YHKIIMU B paMKaX MaJIbIX TPYIIIL,
KaK B YCJIOBHSX ITOBCETHEBHOMN
CITy’)kKeOHOH eSTeTPHOCTH, TaK U B
HECTaHIAPTHBIX YCIOBUSX,
SKCTPEMAITbHBIX CUTYAIHSX.

- 3HaeT OCHOBBI yIpaBIeHYECKOI
JACATCIBbHOCTHU U METOAbI
opraHuzaiuy paboTsl
oApa3AelieHu; yMeeT
OCYILECTBIIATh OPTaHU3aINOHHO-
yrpaBiieHIecKre (YHKIUH B
paMKax MaJbIX KOJJICKTHBOB, KaK B
YCIIOBHAX TTOBCETHEBHOMN
CITy’keOHOI eSTeTbHOCTH, TaK U B
HECTaHAAPTHBIX YCIOBHUSIX,
OKCTPEMAJIBHBIX CUTYyallUsL

Texyluil KOHTPOJIb 3HAHUM B
(dhopMe: KOHTPOJIb Ha
BBITIOJIHEHHEM ITPAKTHYECKUX U
IPOBEPOUHBIX PadoT,
TECTUPOBAHKE, YCTHBIH OIpOC,
pemeHue 3agad
[TpomexyTouHas aTTecTanus B
(dopme 3aueTa

IIK 2.2. OcymiecTBIATH
JOKyMEHTAI[HOHHOE obecreueHne
yIPaBJIEHYECKOMN JIESITEbHOCTH.

- 3HaeT OCHOBBI
JIOKYMEHTHPOBAHUS U
opraHu3aIuu paboThI ¢
JOKYMEHTaMU; YMECT
OCYIIECTBIIATH JOKYMEHTAI[HOHHOE
obecrieyeHHe YIIpaBICHYECKON
JIESTeTHHOCTH

Texyluil KOHTPOJIb 3HAHUM B
(dhopme: KOHTPOJIb Ha
BBINTOJTHEHUEM TPAKTHUECKUX U
IPOBEPOUYHBIX PadoT,
TECTUPOBAHUE, YCTHBIN OIIPOC,
perieHue 3amgay
IIpomexxyrounas arrectanus B
(dopme 3auera

Pa3paboTrunk

®opma A

npenogasatens Kaparysuna I'.E.
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JUCT UBMEHEHHUHU
Ne Cogep:kaHue WIH CChLIKA HA JAupexkTop Moanuch Jara
npuJiaraeMblii TeKCT U3MEHEHUs KOJLIEIKA
«COKOJI»
1 |BHuecenue usMenenui B 11.3.2 YuyeOHO- Mensenes E.B. 28.06.2022
MeToAuYeckoe ¥ MHPOPMAITMOHHOE
obecrieuenuec opopMmiaeHueM
[punoxenus Nel
2 |Buecenne usmeHeHui B 11.3.2 Yue6HO- Mengsenes E.B. 27.06.2023r.
METOJINYECKOE M MHPOPMAITMOHHOE
obecrieyenuec opopmieHueM
[Ipunoxenus Ne2
3
dopma A ctp. 20 u3 26




MHUHHCTEpCTBO HAYKHU U BBICIIEro oOpazoBanus PO

. . ®dopma
Y IbSHOBCKHI TOCYAapCTBEHHbIH YHUBEPCUTET

®-Paboyast mporpamma y4eOHOH AUCLUILTHHBL

[Tpunoxenue Nel
3.2. Yuebno-memoouuecxoe u ungpopmayuonnoe obecneuenue
[TepeveHb peKOMEHTyeMbIX YIeOHBIX H3IaHHIA:
e OcHoBHbIEe UCMOYHUKU!

1. [oponuna, JI. A. JlokymMmeHTaIlmOHHOE OOECIIeYeHUE YIIPABIICHHS : YUCOHUK M TIPAKTUKYM
JUIs cpenHero npodeccuoHanbsHoro oopasopanus / JI. A. loponuna, B. C. UputukoBa. —
MockBa :  M3marenbctBo  [Opaiir, 2022.—  233c.—  (Ilpodeccuonanpunoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcrt : anexTpoHHbIii / OOpa3oBareabHas
mwiatdopma IOpaiir [caiit]. — URL.: https://urait.ru/bcode/492618

2. lIllyBanosa, H. H. [lokymeHTanimoHHOE 0OECIIEUCHHE YIPABICHUS | YICOHUK U TIPAKTUKYM
I cpenHero mpodeccuoHanbHoro ooOpaszomanusi / H. H. lllyBamoBa. — 2-¢ wm3m. —
MockBa :  MzpmarensctBo  FOpaiir, 2022.—  265c¢.—  (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-00088-7. — Tekct : snextpounnsiii / DbC HOpait
[caiiT]. — URL.: https://urait.ru/bcode/489985

L4 ﬂonOﬂHumerbele UCMOYHUKU .

1. I'po3oBa, O. C. Jlenonpou3BOJCTRBO : yueOHOe nocobue s CpEIHEero
npodeccuonansHoro obpazosanws / O. C. I'pozoBa. — Mocksa : U3narensctBo FOpaiit, 2022, —
126 c. — (IIpodeccuonansHoe obpazoBanmue). — ISBN 978-5-534-08211-1. — Tekcr

3JIEKTPOHHBIN / ObpazoBarenbHast wiardopma Opaiit [caiit]. —

URL: https://urait.ru/bcode/492787

2. UBanoBa, A.lO. Pycckuii s3bIK B J1€JIOBOM JOKYMEHTAlMM : Y4EOHUK U TNPAKTHUKYM IS
cpenHero npodeccruoHaabHoro odpaszosanms / A. 0. iBaHoBa. — 2-¢ m3., nepepad. U A0 —
MockBa : U3nparensctBo IFOpaiir, 2022. — 187 ¢. — (IIpodeccuonansuoe obOpa3oBaHuE). —
ISBN 978-5-534-13860-3. — Tekcr : anekrponHsii // OOpa3zoBarenbHas miardgopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/495201

3.KazakeBuu, T. A. JlokyMeHTaniMOHHOE OOECTIeYeHNE YIIPABICHHS | YI€OHUK M MIPAKTHKYM ISt
cpeanero npodeccruonanbHoro oopazosanus / T. A. Kazakesuu, A. . Tkanuu. — 2-e u3f., ucmp.
u gon.— MockBa: WsmarensctBo IOpaiit, 2022. — 177c.— (IIpodeccuonanbroe
oOpaszoBanue). — ISBN 978-5-534-06291-5. — Tekct : anexkrtpoHHbld // OOpa3zoBaTenbHast
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/491677

4. Kopnees, U. K. JlokymMeHTallMOHHOE oOecrieueHue yrpaBiIeHus ;| Y4eOHUK U MPAaKTUKyM IS
CpEIHero poeCCHOHAIBHOTO obpazoBanus / . K. Kopnees, A. B. TTmenko,
B. A. Mamypues. — 2-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo Opaiit, 2022. —
384 ¢c. — (IlpodeccmonansHoe oOpaszoBanue). — ISBN 978-5-534-05022-6. — Tekcr
AIIEKTPOHHBIN / OO6pa3oBarenbHas miatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/492541

Ilepuoouueckue uzoanus:

1. Jlenompoun3BoaCTBO[DNEKTPOHHBIN pecypc] : HH(OPMALMOHHO-TIPAKTUYECKUI KypHan /
Yapemutens: OO0 "Xypuan "Ymopaeienune mnepcoHaiom". - Mocksa, 2018-2022. -
URL:https://id2.action-media.ru/Personal/Products.

2. Bectnuk BHUNJIA L [OnexTponHsIid pecypc] / Beepoceniickuit HUW noxymeHnToBeneHus u
apxuBHoro gema. - MockBa, 2022, - Ortkpeiteiii goctyn  ELIBRARY. -
URL:https://elibrary.ru/contents.asp?id=37132616.

3. YmpasneHnue nepcoHanoMm [DNeKTpOHHBINH pecypc| : menoBoit xkypHai. - Mocksa, 2017-2022.-
URL: https://dlib.eastview.com/browse/publication/18806.

e Vyebno-memoouueckue:
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1.Kapary3una I'. E. MeTtoandeckue peKOMEHIalUU ISl CEMUHAPCKUX (TIPAKTUYECKUX ) 3aHATUH U
CaMOCTOSITENILHOM pabOThl CTYJAEHTOB IO JTUCHUILUIMHE «JlOKyMEHTAllMOHHOE oOecreueHue
yopasnerus» g crnenuanbHocTed: 40.02.02 IlpaBooxpanutenbHas aestenbHOCTh (CIIO),
40.02.01 IlpaBo u opranmu3zanus couuaiabHoro obecneuenus (CI10), 38.02.07 bankoBckoe eio
(CIIO) [Dnextponnsrii pecypc] / I'. E. Kaparysuna; Y'Y, MHCTUTYT OTKpBITOTO OOpa30BaHMsI. -
OnekrpoH.tekctoBeie gaH. (1 aitnm : 472 KB). - Vaesnock: Ynl'V, 2019. - 3arm. ¢
skpana.HeomybmukoBaHHBI  pecypc.http:/lib.ulsu.ru/MegaPro/Download/MObject/2713/Karaguzina2019-
3.pdf

CornacoBano:
Bea. cnennanuet HB Yal'y/ Cadponosa O.H.

Aonmnocrs corpyuna nayunoi Ondasorexu DOHO OIS

2022r.

e lHpopManMOHHBIE CIIPABOYHBIE CHCTEMBI COBPEMEHHBIX MHPOPMAIOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH:
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0) [Iporpammuoe obecnevenune

HAHMCHOBaAHHE

Cucrema «Anturuiarnat.BY3»

Microsoft Office

OC Microsoft Windows

CIIC KoncyabranT [lntoc

B) [Ipodeccuonanbubie 6a3bl JaHHBIX, HHPOPMALHOHHO-CIIPABOYHbIE CHCTEMbI

1. D1eKTPOHHO-OHO/IHOTEUHbIE CHCTEMbI:

1.1. Lindposoit obpazosarenshblii pecype [PRsmart : anextponHo-61G11oTeuHas cucrema :
caiit / OO0 Komnanus «Ait [Tu Ap Meauay. - Capatos, [2022]. — URL: http://www.iprbookshop.ru.
— Pesxum goctyna: s 3aperucTpup. rnoJjib3opareseit. - TekcT : a1eKTpoHHBbIH.

1.2. O6pasosarenbuas nnardpopma FOPAWMT : oBpasoBaTenbHblil pecype, 31eKTpOHHas
6udnuoreka : caiit / OO0 Drektponnoe u3natenbetBo IOPAMT. — Mocksa, [2022]. - URL:
https://urait.ru. — Pexxum poctyna: a1s 3aperucTpup. rnojb3oBaresei. - TeKCT : 31eKTPOHHBIH.

1.3. OBC Jlanb : anekrponHo-OubauoTeunas cucrema : cait / OO0 DBC Jlanb. — CaHkT-
[lerepOypr, [2022]. — URL: https://e.lanbook.com. — Pexum joctyna: aias 3aperucTpup.
nosb3oBaTenei. — TeKeT : AeKTPOHHbIH.

1.4. OBC Znanium.com : snekTpoHHO-OMOAMOTEUHas cuctema : cat / OOO 3HaHuyM. - .
Mockga, [2022]. - URL: http://znanium.com . — Pexwum noctyna : ass 3aperucTpup. rnoJb3oBaresei.
- TexcT : 2NeKTPOHHBIH.

2. KoncyabrantIlaoc [DnekrponHbiii pecype]: crpaBovHas npaBosas cucrema. /OO0
«Kouncyabrant [lntoc» - DnextpoH. aaH. - Mocksa : KoncyasrantlLnoc, [2022].

3. ba3bl JaHHBIX NePHOANYECKHX H3AAHHIl:

3.1. basa naHHbIX mepuoamueckux usnaHuii EastView : snexktpoHHblie sxypHanbl / OOO
MBHUC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexum aocryna : ans
aBTOpU3. noJjb3oBaresiell. — TeKCT : 2NeKTPOHHBINA.

3.2. eLIBRARY.RU: Hnayunasi snekrponHas Oubnuoreka : caiir / OOO HayuHas
DnektponHas buGauoreka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexum jpocryna : ans
aBTOpM3. NnoJb3oBarenel. — TekeT : 21eKTPOHHbIN

3.3. DnexrponHas Gubnnoreka «M3narensckoro aoma «I'pebennukosy (Grebinnikon)
snekTpoHHas Gubnuorexa / OO0 U] I'pebennukos. — Mocksa, [2022]. — URL: https://id2.action-
media.ru/Personal/Products. — Pexum jpoctyna : ans aBTOpu3. mojb3osareneil. — Tekcr
21EKTPOHHBbIH.

4. @epepanbHasi rocyaapcrBeHHasi uHpopmannonHasi cucrema «Hanmonanbnas
3JeKTpoHHasi GuG/IHOTEeKa» : 3JeKTpoHHas Oubnroteka : caifit / ®I'BY PI'b. — Mocksa. [2022]. —
URL: https:/u36.pd. — Pexxum moctyna : s nojb3opaTenei HayuHol OuOnnoreku. — Tekcr :
37EKTPOHHBIH.

5. SMART Imagebase : Hayuno-uHpopmairontas 6asza nauHbix EBSCO // EBSCOhost :
[mopTan]. - URL: https://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a2f8¢552a76d8229047223a7d6dc9c&custid=s6895741. — Pexum joctyma : i aBTOpM3.
noab3opareeil. — M3o0paxkeHue : 31EKTPOHHBIE.

6. ®enepaabHbie HHPOPMALIHOHHO-00pa30BaTe/IbHbIE MOPTAJIbI:

6.1. Eaunoe okHo nocTyna K obpasoBatelibHbIM pecypeam : deaepanbHblii nopran . — URL:
http://window.edu.ru/ . — TeKcT : 21€KTPOHHBIN.

6.2. Poccuiickoe oOpasosanue : deaepanbHbiii noprai / yupeaurenb @AY «DULITO». —
URL: http://www.edu.ru. — TekcT : 21€KTpOHHBIN.

7. O6pa3oBarebHble pecypebl Yal'V:

7.1. DnexrponHas 6ubauoreunas cucrema Yial'V : Moayiib «DjeKTponHas Gubanorexa»
ABUC Mera-ITPO / OO0 «/lara Dkcnpece». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum

JI0CTYMa : JUIs MoJib3oBaTenel HayuyHoi OudanoTeku. — TexcT : 21eKTpOHHBIN.

A,
CoriacoBano: ) / //é LN,
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[Ipunoxenne Nel
3.2. Vuebno-wemoouuecxoe u unghopmayuornHoe obecneuenue

[lepeueHb peKOMEHIyeMbIX YUeOHBIX HU3TaHUIA:

a) OcHOoB8Hble UCMOYHUKIL:

1. KazakeBuu, T. A. JlokyMeHTallMOHHOE 00€eCIeueHre YIPABICHUS | yYeOHUK U MPAKTUKYM
Uit cpenHero npodeccuonansuoro oopasosanus / T. A. Kazakesuy, A. U. Tkanny. — 2-e usn.,
ucrtp. u jon. — Mocksa : M3aarensctBo FOpaiit, 2023. — 177 ¢. — (IIpodeccrnonaiibHoe
obpazoBanue). — ISBN 978-5-534-06291-5. — TekcT : anmekTponHsbIi // OOpa3oBaTenbHas
wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/513745

2. Ky3uenos, 1. H. JlokymeHntannonHoe obecnieuenue ymnpasieHus. JJokyMeHTo000poT 1
JICITOTIPOU3BOICTBO : YUCOHHK U IPAKTUKYM IS CPEIHEr0 MPpoheCCHOHATBLHOr0 00pa3oBaHus /
. H. Ky3nenoB. — 4-¢ u3z., nepepad. u qorn. — Mocksa : M3narensctBo FOpaiit, 2023. —

545 ¢. — (IIpodeccuonanbHoe oopazoanue). — ISBN 978-5-534-16004-8. — Tekcr :
anekTpoHHbIN // OOpa3zoBatenbHas maatdopma FOpaiir [caiit]. —

URL.: https://urait.ru/bcode/523613

2. llyBanoBa, H. H. JlokymeHTanimoHHoe obecriedeHre ypaBaeHus : Y4eOHUK U MPAKTUKYM IS
cpennero npodeccruonanbaoro oopasosanus / H. H. IllysanoBa. — 3-e u3j., nepepad. u A0 —
Mocksa : U3marensctBo HOpaiit, 2023. — 247 c.— (IIpodeccuonanpHoe oOpa3oBaHHE). —
ISBN 978-5-534-16538-8. — Tekcr : anekrponnsiii // OOpa3zoBarenbHas miardopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/531240

0) dononnumenvHovle UCMOYHUKIL:

1. I'po3oBa, O. C. [lenonpou3BOoACTBO : yuyeOHOE MocoOue Uil CPEeAHEro MmpogecCHOHATBHOTO
obpazoBanus / O. C. I'po3oBa. — 2-e uzn. — Mocksa : M3garensctBo FOpaiit, 2023. — 131 ¢c. —
(ITpoeccronansnoe obpazoBanue). — ISBN 978-5-534-15986-8. — Tekct : 31eKTpOHHBIH //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/517797

2. VBanoBa, A. 0. Pycckuil sf3bIK B /J€I0BOM JOKYMEHTALlMH : YUEOHUK U NPAKTUKYM IJIs
cpemHero npodeccuoHansHoro oopasosanus / A. FO. IBanoBa. — 2-¢ 3., mepepad. u jgomn. —
Mocksa : U3narensctBo FOpaiit, 2023. — 187 ¢c. — (IlpodeccuonansHoe oOpa3oBaHHE). —
ISBN 978-5-534-13860-3. — Tekct : anektpoHHbIH // OOpa3zoBarenbHas miatdgopma FOpait
[caitt]. — URL: https://urait.ru/bcode/517647

3. Uypumios, A.lO. HOpumudeckoe AeIONPOU3BOJCTBO @ ydeOHOE mocoOue i BY30B /
A. 10. YypunoB. — 3-e¢ uzn., ucnp. u jgon. — Mocksa : M3garensctBo FOpaiit, 2023. —
285 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-15540-2. — TekcT : 3MEKTPOHHBIN //
O6pa3oBarenbHas mwiatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/518399

Y4eOHO-METOANYECKNE NCTOUHNKH

1. JlokyMeHTallMOHHOE O0eCleUYeHUe YMPABICHUS @ METOAWYECKHE PEKOMEHJAIUH IS
CaMOCTOsITeNIbHONW paboThl cryaeHToB cnennanbHocTu 40.02.02 «IIpaBooxpaHuTenbHas
NeATEeTLHOCTEY (cpenHee mpodeccuoHanbHoe obpazoBanue) / O. B. Kawaruna ; Yal'V,
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Wucturyt otkpeiToro odpazoBanus. - 2023. - 18 c. - Heony6nukoBansslii pecype. - URL:

http://lib.ulsu.ru/MegaPro/Download/MObject/14975. - Pexum moctryma: DBC
Yul'V. http://llib.ulsu.ru/MegaPro/Download/MObject/14975

Bea. cneunanucr Hb Val'V/_Cadponosa O.H.  / (/ | LOL 3
Jlo/KHOCTB COTpYIHHKA HAY4YHOM GUOIHOTEKH 0)5(0) HOIIFH%b Jara
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6) Mporpammuoe obecnevenne
1. CIC Koncyasrant [Latoc
2. Cucrema «Antunaarnar.BY 3»
3. OC Microsoft Windows
4. MicrosoftOffice 2016
5. «MoitO¢me Cranaaptabiiin
8) Mpodeccnonaisnbie faibl 1aHHBIX, HHGOPMAUNOHHO-CIIPABOMHBIE CHCTEMbI
1. JaexTponno-6ubanore Hble CHCTEMbI:
1.1. Ludposoit obpazosarensubii pecype IPRsmart : 3nek1poHHO-OuGaHOTeYHAS CHCTEeMA ¢

caiit / OOO Komnauus «Ain Iln Ap Meanan. - Caparos, [2023). URL:
http//www.iprbookshop.ru. — Pewum s0cTyna: Ans 3aperucTpup. noaszosareneit. - Texker @ anek-
TPOH HbIH.

1.2. OBpasosatenstas naardgopma KOPAHT : oGpaosarensibii pecype. 3nekTponHan Gub-
auotexa : caiir / OO0 Inexrponnoe wizarerscrso «lHOPAMT». — Mocksa. [2023]. - URL:
https://urait.ru. — Pexus 20CTYna: A1 38perucrpup. noALIOBaTenei. - TeKeT : 3N1eKTPOHHBbINA.

1.3. 9BC Jlaus : 3neKTpoHHO-OubanoTeYHan cucrema : caitt / 000 IBC «Jlane». — Cankr-
[MetrepGypr. [2023]. — URL: htips://e.lanbook.com. — Pexum a0cTyna: s 3aperucTpup. noasio-
sareneit. — TeKcT : 3MeKTPOH Hbli.
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