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MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO

o . Dopma
VYIIbSHOBCKUI TOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma M CIAILIAHEL

1.0EJIX U 3AJAYU OCBOEHUA JUCHUIIJINHBI:

esin ocBOCHUA TUCHUILIMHBI:
- 0(hOpPMIISAT TOKYMEHTAIIUIO B COOTBETCTBHH C HOPMATHBHOM 0a30i, HUCTIOB3YSI
MH(OPMAMOHHBIC TEXHOJIOTUU U CPEACTBA OPITEXHUKH;

- UCIIOJIB30BAaTh yHI/I(i)I/IIII/IPOBaHHBIe CHUCTCMbI IOKYMCHTAILIUH
- OCYHICCTBJIATH XpAaHCHUEC, ITIOMCK JOKYMCHTOB,
- UCII0JIB30BATh TCICKOMMYHUKAIITMOHHBLIC TCXHOJIOTUH B 3JICKTPOHHOM JIOKYMCHTOO6OPOTG;

33213‘11/1 OCBOCHUSA NTHUCUMIIIMHBI:
- U3Y4YUTb OCHOBHBIC MNOHATHA JOKYMCHTAIITMUOHHOT'O obecrieueHus YIIPpaBJICHUA

- PaCCMOTPETH OCHOBHBIC 3aKOHOAATCIbHBIC u HOPMAaTUBHBIC aKThI B obnactu
AOKYMCHTAIITMUOHHOT'O oOecreueHUs JACATCIIBHOCTH opraHmaquI;

- OCBOUTBH MNCJIH, 3aJa4d W MNPUHOUIILI JOKYMCHTAIIMOHHOI'O oOecrieueHus ACATCIIBHOCTH
OpraHu3aluii;

- 03HAKOMHUTBCS C CUCTEMOM TOKyMEHTAIMOHHOTO 00ecneueHus JesITeIbHOCTH OpraHu3aluii;

- U3YyUUTH Tpe6OBaHI/I5I K COCTaBJICHUIO U 0(1)0pMJ'IeHI/IIO Pa3IMYHBIX BUIOB JOKYMECHTOB,

- U3y4YUThH OOIIME MpaBHia OpraHu3aly padboThl C JOKYMEHTAMU;

- OCBOUTH COBpPEMCHHBIC I/IH(l)OpMaHI/IOHHBIe TEXHOJIOTUHN CO3aaHrud IOOKYMCHTOB n
aBTOMaTH3alMU JOKyMEHTO000pOTa;

- OPraHU3aLUI0 pabOThI C TEKTPOHHBIMU JOKYMEHTaMH;

- paccMOTpeTh BHUIBI OPITEXHUKM U CIIOCOOBI €€ MCIOJIb30BaHUA B JOKYMEHTALlMOHHOM
o0ecreueHnH! AeATeNbHOCTH OPTraHu3aIHil.

2.MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII:

Jucuunnuna «JlokyMeHTanmoHHoe o0ecreueHre JesiTeIbHOCTH OpraHnu3aluiiy BXOIUT B
b1.0.43 «O6s3arenbHas yacTh» y4eOHOTO TUIaHA.
Ounas ¢popma

JlucuuniauHa SBJISETCS MPEANISCTBYIOMIEH IS
Opranuzanus OyXraaTepcKkoro y4eta B roCyAapCTBEHHBIX YUPEHKACHUIX
Opranuzanus y4eTHO-aHaTUTUYECKOM e TEIIbHOCTH
Kanposas Ge3omacHOCTb
VYrpaBieHue nepcoHagom

Hpe,[[,[[I/IHJ'IOMHaSI IIpaKTHUKa

3amuTa BEITYCKHON KBaTU(PUKAMOHHON paboThl, BKIHOUAs MOArOTOBKY K MPOLEAYpE 3aIUThI U
IPOLEAYPY 3aLIUThI

3aouynas ¢popma
JlucumMmuiinHa — SBISIETCS NPEALIECTBYIOLIEH Ul CIEAYIOIIMX JUCHMIUIMH M
MIPAKTHUK:
Kanposas Ge3omacHOCTh
VYnpasiieHue nepcoHagom

OpPaHI/IBaI_[I/IH 6yXl AJITCPCKOI'O YUCTA B TOCYHAPCTBCHHBIX YUPCIKIACHUAX

OpFaHI/IBaI_[I/I}I y‘ICTHO-aHaHHTH‘{eCKOﬁ ACATCIBHOCTHU

®dopma 2u3 21



MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO
VIbSHOBCKHI TOCY1apCTBEHHbIH YHUBEPCUTET

Dopma

@-Pabouast mporpaMma M CIAILIAHEL

[IpennurmoMHas mpakTuKa

3amuTa BeITYCKHOM KBaTM(PUKAMOHHON pabOThl, BKIItOUYAs IIOJATOTOBKY K
MIPOLIEYPE 3aILUTHI U IPOLEAYPY 3aLIUTHI

3.IEPEYEHb IIJIAHUPYEMBIX PE3YJIBTATOB OBYYEHUS 11O

JTUCHUIIMHE

(MOZYJIIO), COOTHECEHHBIX C

IJIAHUPYEMBIMU PE3VJBLTATAMH OCBOEHHSI OCHOBHOM
MMPO®ECCUHOHAJIBHON OBPA3OBATEJIBHOM ITPOT'PAMMBI

IIpouecc
KOMIIETEHIINI

HU3YUYCHUA OUCHUILIWHBL

HampaBjieH Ha (OpPMHUpPOBAHHE  CIEAYIOUINX

Kon n nammeHoBaHue
peaiu3yeMoil KOMIeTeHINH

IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB 00YUYeHHS 110
JUCHUIIMHE (MOYJII0), COOTHECEHHBIX ¢ HHAUKATOPAMM
JMOCTHKEHUS KOMIIeTeHIui

OIIK-7
CriocobeH  MOHMMAaTh  IPUHIIUIIBI
paboTsI COBpPEMEHHBIX

MH(OPMAITMOHHBIX TEXHOJIOTHH W
UCIOJIb30BaTh WX U PEIICHHUS
3ama4y poheCCHOHANBHOM
JeATETbHOCTH.

WUJI-1 onk7 - 3HaTe TNOHATHS, LEIH, 3aJa4¥ M HPUHIUIIGI
JIETIONIPON3BOJICTBA;

WNJ-2 onk-7 - 3HAaTh OCHOBHBIC TOHSATHUS JIOKYMEHTAIHOHHOIO
oOecIieueHus yIpaBIICHNUS,

NJI-3 onk-7 - 3HaTh CHCTEMBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHHsI
yIIpaBJICHHS;

NJI-4 onk-7 - 3HaTh KIacCH(PUKALINIO TOKYMEHTOB;

NJI-5 onk-7 - 3HaTh TpeOOBaHMS K COCTABICHUIO M O(DOPMIICHHIO
JIOKYMEHTOB;

NJI-6 onk-7 - 3HaTh OpraHU3alUI0 JTOKYMEHTOOOOPOTA: IMPHEM,
00paboTKy, pEruCTpaInio, KOHTPOJIb, XPAaHEHUE TOKYMEHTOB.
N/-70nk-7- ymers 0hOpMIISTH JOKYMEHTAIIUIO B COOTBETCTBUH C
HOPMAaTHBHOHN 0a30#, B T.4. C HUCIOIB30BAaHHEM HH(OPMAIIMOHHBIX
TEXHOJIOTHH;

N/I-8 onk7 - ymerp ucnons30BaTh yHHMDUIMPOBAHHBIC (OPMBI
JIOKYMEHTOB;

NJ-90nk7 - yMmeTb HCHONB30BATH TEIEKOMMYHHKAIMOHHbIC
TEXHOJIOTUH B JIEKTPOHHOM JIOKYMEHTOO00pOTE;

WNJI-10 omk-7 - yMeTh OCyIIECTBIATH OPraHU3AIMIO XPAHEHHH
N/-1lonk-7- BJIAJIETh HaBbIKAMH ohopmIIeHHs
OpraHM3aIMOHHBIX, PacOpsAANTENbHBIX, CIIPaBOYHO-
HH(POPMAITHOHHBIX U JIP. TOKYMEHTOB.

ITK-5

Crocoben COBEpIICHCTBOBATH
¢bopMbl  OpraHuzaMM = Tpyga H
yIOpaBiIeHHUs, a TaKKe IUIAHOBOW H
YUYETHOM JIOKyMEHTaLlu1
OpraHu3aluu

NI-1nks - 3HaTh TeOpeTHYECKHE OCHOBBI JIEIOMPOM3BOJICTBA,
HOPMaTUBHO-METOAMYECKYI0 ~ 0a3y  JeJIOmpoM3BOACTBA U
TpeOOBaHUS K COCTABIICHHIO OCHOBHBIX JIOKYMEHTOB

WN-2nks - yMmMeTh NPUMEHSITH OCHOBBI IPABOBBIX 3HAHHWN B
pa3IMyHbIX cepax AesITeNbHOCTH

N-3 ks - Biajers MOMyYEHHBIMH TEOPETHYECKUMH 3HAHUSMU
IpU  COCTaBJIEHWM OCHOBHBIX CHCTEM JOKYMEHTallud U
HOMEHKJIATYPBI JIel.

4. OBIHASA TPYAOEMKOCTb AUCHUITJIMHBI

®dopma
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MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO
VIbSHOBCKHI TOCY1apCTBEHHbIH YHUBEPCUTET

Dopma

@-Pabouast mporpaMma M CIAILIAHEL

4.1. O0beM TMCHHUILIHHBI B 3aYeTHBIX eITHHHIIAX (BCero) - 3

4.2. O0beM TUCHUNJIMHBI 0 BUAM Y4eOHOi padoThI (B 4acax)

Ounas ¢popma

KosmmuectBo yacoB (¢popma
N 00y4eHHsI 0UHAast )
Bua yueOHo# paGoThl
Bcero no B 1.4. o cemecTpam
JIAaHY 1 2 3
1 2 3 4 5
KonTakTHas paboTa 00ydaromuxcs ¢ IpernoaBaTeeM B 54" 54"
cooTBeTCTBUU C YII
AyJUTOPHEIE 3aHATHS: 54" 54"
JICKITUN 18 18
CeMHUHApBI U TIPAKTHYECKHE 3aHSATHUS 36 36
KoHTposib - -
CamocTosTenbpHas paboTa 54" 54"
dopma TeKyliero KOHTpOJIsl 3HaHUM U Tecrnposanue Tectupos
KOHTPOJISI CaMOCTOSITETIbHOM pabOTHI: TECTUPOBAHUE, KOHTP. orpoc aHue,
paboTa, KOJUIOKBUYM, pedepat u ap.(He MmeHee 2 BUIAOB) orpoe
Kypcosas pabora
Bupl mpoMexxyTouHOM aTTecTanuu (3K3aMeH, 3a4eT) 3a4eT 3a4eT
Bcero 4acoB mo JUCIUITIIHHE 108" 108"
B cilydae HEOOXOJMMOCTH HCIIONb30BaHHsS B Y4eOHOM TMpOIECCe YaCTUYHO/HCKIIOYUTENHHO

JMCTaHIMOHHBIX 00Pa30BaTeIbHBIX TEXHOJIOIHH, ykazaHHbIe Yackl padotsl [IIIC ¢ obydarommmucs NpoBOIATCS B

JMCTaHIIMOHHOM (hopMaTe ¢ IPUMEHEHHEM IEKTPOHHOTO O0YUECHUS

3aounas popma

Buna yueOHoi padoThl

Koumn4yecTBo yacos (popma

00y4eHus 32049HaA )

Bcero mo B 1.4. mo cemecrpam
IUIAHY 1 2 3
1 2 3 4 5
KonraktHas pabota obyuaronuxcs ¢ mpernojaBaTesieM B 12" 12"
cooTBeTcTBUU € YII
AyJIUTOpPHBIE 3aHSATHS: 12" 12"
JIEKLIUA 4 4
CemMHHApBl U TPAKTHYSCKHUE 3AHSITHUS 8 8
KoHTpoas 4 4
CamocrosiTenbHas paboTta 92" 92"
dopMa TEeKyIIero KOHTPOJIs 3HAaHUU U TectupoBanue Tectupos
KOHTPOJII CaMOCTOSITENIbHOM PabOTHI: TECTHPOBAHUE, KOHTP. » Opoc aHue,
pa0oTa, KOJUIOKBUYM, pedepaT u Ip.(He MeHee 2 BUJIOB) onpoc
KypcoBas pabota - -
Bupl npomMeXyTouHOH aTTecTanuu (9K3aMeH, 3a4eT) 3ayer 3ayer
Bcero yacoB o AucHUIIMHE 108" 108"

*
B cjiydae HGO6XO,Z[I/IMOCTI/I HUCIIOJIB30BaHUA B

JUCTAaHIIMOHHOM (1)0pMaT€ C [IPUMCHCHHUEM SJICKTPOHHOI'O 06y‘1€HI/I$[

®dopma

ydeOHOM  Tmporecce

YaCTUYHO/UCKIIOUUTEILHO
JUCTaAaHIIMOHHBIX 06pa30BaT€J’IBHHX TeXHOJ’IOFHﬁ, YKa3aHHBIC YacChbl pa6OTLI ITIIIC ¢ 06y‘IaIOIIII/IMI/IC$I MMPpOBOJATCA B
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MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO
VIbSHOBCKHI TOCY1apCTBEHHbIH YHUBEPCUTET

Dopma

@-Pabouast mporpaMma M CIAILIAHEL

4.3. Conepxxanue THCHMILUINHBI (MoayJisi.) Pacnpenesienue 4acoB no reMaM M BUJIaM

y4eOHoi1 padoThI:

®opma oOydeHus: - ouHas

Bunbl yueOHBIX 3aHATHI dopma
AyIuTOpHBIE 3aHATHS 3ansa TeKYIIero
Hazpaumue pazienoB | Be IpakTH4ec Jabopa i B Konr | Canoc KOHTpO./IA
TOpHBIE HHTEP pPoJb | TosITEJ .
H TEM ero | Jlexknn KHe paGoTs, AKTHB b 3HAHUHU
" 3aHATHA, .
CeMHHApBI MPaKTH HOH Hast
KYMBI dopme padora
1 2 3 4 5 6 7
Pa3zoen 1. JlokymeHTHpOBaHUE ACSITEIBHOCTA OPraHU3aIliy,
TIPEANPUSITHS, YIPEIKICHUS
1.OcHoBHBIE TIOHSTHS | 9 1 4 - - - 3 TectupoBa
JIOKYMEHTAIHOHHOTO HUE,
obecreueHust omnpoc
YIPaBJICHUSI
2.Cucremsl 9 1 4 - - - 3 Tectupora
JIOKYMEHTAIHOHHOTO HUE,
obecrieueHust ompoc
YIIPaBJICHUS
3.Opranusaionssie u | 12 2 4 - - - 6 TectupoBa
pacropsuTeNbHbIC HUe,
JTOKYMECHTBI Onpoc
4. UpopMarmoHHO- 13 2 4 - - - 7 Tectupona
CIIPaBOYHBIC HUe,
JTOKYMEHTBI oIIpoc
5. JIOKyMEHTBHI 10 13 2 4 - - - 7 TectupoBa
JMYHOMY COCTaBY HHUE,
onpoc
6. JlenoBast mepenucka | 13 2 4 - - - 7 Tectupona
HUE,
onpoc
Pa3zoen 2. Opranusanus paboThl C JOKyMEHTaMHU
7. Oprauu3anus 13 2 4 - - - 7 TectupoBa
JTOKYMEHT0000poTa HHUE,
onpoc
8. DIeKTpOHHBIN 13 2 4 - - - 7 Tectuposa
JOKYMEHTO000pOT HUE,
OIIpoc
9.Tenexkommynukanuo | 13 4 4 - - - 7 Tectuposa
HHbIC TEXHOJIOTHH B HUE,
ANEKTPOHHOM ompoc
JOKYMEHTO00O0pOTE.
Hroro 108 18 36 - - - 54 Tectuposa
HUE,
oIpoc
®dopma o0ydeHHs - 3a04Has
®dopma 5u3 21




MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO

VYIIbSHOBCKUI TOCY1apCTBEHHBII YHUBEPCUTET Popvia
@-Pabouast mporpaMma M CIAILIAHEL
Bunbl yueOHBIX 3aHATHI dopma
AyIuMTOpHBIE 3aHATHS TeKYIIero
Jlabop 3ans Kount | Camoc KOHTPOJIst
HasBanue paszzenos | Be Mpakuye | P! TWH B | PO | TORTE | spanmii
U TeM ero | Jlekn CKHe bie uHTep e
padort aKTHB Hasi
uu 3aHATHSA, b, Hoi paGor
CEMUHAPDI npakTa | (Qopme a
KYMBI
1 2 3 4 5 6 7
Pa3zoen 1. JlokymeHTHpOBaHUE ACSITEIBHOCTA OPraHU3aIliy,
NPEIIPUATHS, YIPEHKICHUS
1.OcuoBubie monsTHs | 10 - - - - - 10 TectupoBa
JIOKYMEHTAIMOHHOT'O HHE,
obecrieueHust orpoc
yIpaBJICHHS
2.Cucremsl 13 1 2 - - - 10 TectupoBa
JIOKYMEHTAIHOHHOTO HUE,
obecrieueHust ompoc
yIpaBJICHHS
3.Opranusanuonssie u | 13 1 2 - - - 10 TectupoBa
pacnopsanuTeIbHbIe HUE,
JTOKYMECHTBI Onpoc
4. popmarionHo- 13 1 2 - - - 10 | Tectuposa
CIIPaBOYHBIC HUE,
JTOKYMECHTBI Onpoc
5. JIOKyMEHTBHI 10 10 - - - - - 10 TectupoBa
JMYHOMY COCTaBy HUeE,
OIIpOC
6. Jlenosast nepenmcka | 10 - - - - - 10 Tectupona
HHUE,
OIIpOC
Pa3zoen 2. Opranuzaius paboThI ¢ JOKyMEHTaMHU
7. Oprauu3anus 10 - - - - - 10 TectupoBa
JTOKYMEHTO000poTa HHUE,
OIIpOC
8. DIIEKTPOHHBIIA 13 1 2 - - - 10 TectupoBa
JTOKYMEHTO000pOoT HUe,
OIIpoC
9.Tenekommynukammo | 12 - - - - - 12 | TectupoBa
HHBIE TEXHOJIOTUH B HUeE,
AIIEKTPOHHOM orpoc
JOKYMEHTO00OpOTe.
Hroro 108 4 8 - - 4 92 Tectuposa
HUE,
OIIpOC
®dopma 6u3 21




MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO

o . Dopma
VYIIbSHOBCKUI TOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma M CIAILIAHEL

5.COJAEP)KAHUE JUCLIUJINHBI (MOLY.JIS)

Paznen 1. JlokyMeHTHpOBaHHe [eATEJbLHOCTH OPraHM3aUMU, MpPeINPUSTHS,
yupexKIeHust

Tema 1. OCHOBHBIE TOHATHS AOKYMECHTAIMOHHOT O odecreyeHus yYHnpaBJjieHUus

[lonstne «/lokymeHranmonHoe oOecrnieueHue ympasiieHUus». OCHOBHbBIE LIE€NH, 3aJlauH,
INPUHLMIBL  JOKYMEHTAallMOHHOTOo  oOecrieyeHust  ymnpaBieHus.  HopmaruBHo-npaBoBoe
obecnieueHrne «JlokymMeHTaMOHHOro obecrieyeHust ynpasiieHUus». (OCHOBHbIE TOHSATHS:
«uH(popMalus», «IOKYMEHTHpOBaHHAs HMH(POPMALUSD» «IOKYMEHTHPOBAHUEY, «IOKYMEHT,
«PEKBUBHUTY», «ONMaHK», «popmynsp». IlpaBuia odopmieHuss TEKCTa C MCHOJb30BaHUEM
MH(OPMALMOHHBIX TEXHOJIOT UM
Tema 2. CucteMbl JOKYMEHTALHOHHOTO 00ecriedeHNsl YPaBJIeHus

OcCHOBHBIE TIOJIOKEHUS 10 JOKYMEHTHPOBAHHUIO YIIPABICHUECKOM JEATEIbHOCTH.
VYHubukanus ¥ CcTaHAapTU3aLMs YIpaBIEHYECKUX JOKYMEHTOB. llepedeHb HOpMaTHBHBIX
nokymMeHTOB st BemeHust paenornpousBoactBa. ['OCT P 6.30-2003. Ilonsartue o OmaHke
JOKyMeHTa, Bubl 0iankoB. [IpaBuia opopminenus pekBusutoB B coorserctBuu ¢ [[OCT P 6.30-
2003 VYrioBoil M MPOJOJBHBIA CIIOCOOBI PACIONIOKEHHUS] PEKBU3UTOB HAa JOKyMEHTe.. Buabl
JIOKYMEHTOB U uXx kinaccuduxarnus. [ToasTHe 6aHKOBCKON JOKYMEHTAIIMH U BUIBI JOKYMEHTOB.
Tema 3. Opranu3anuoHHble U PaCOPSIANTEILHbIE TOKYMEHThI

Bunel opraHu3anMoHHBIX JOKYMEHTOB W WX 3HaueHHWe. 1pe0OBaHUA K COACPKAHUIO H
npaBuiia opopMIIEHHS NOKyMeHTa J{OJDKHOCTHAsh HWHCTPYKIMs. TpeOoBaHHS K COICPKAHHIO U
npaBuiia opopMIICHHS JJOKYMEHTOB: IITATHOE PAacHCaHKe, IOJIOKEHUE, YCTAaB.
PacriopsimitenbHple  TOKYMEHTHI: KiIaccH(UKaIMs, OIpeAeieHUe, HasHaueHHWe. TpeOoBaHHS K
oOpPMJICHUIO JIOKYMEHTOB: TIpHKa3, pAaCIOpsHKCHUE, yKa3aHWe, IIOCTaHOBJIeHHE. [lopsmok
o OopMIICHUS PaCIOPSUTENHHBIX JTJOKYMEHTOB.
Tema 4. UpopMaumoHHO-CIPABOYHbIE IOKYMEHTbI

WHdopManmoHHO-CIIpaBOYHbIE JTOKYMEHTBI: KJIacCU(HKALUS, ONpeJeiicHue, Ha3HAuYCHUE.
TpeOoBanus K OQOPMIICHHIO JOKYMEHTOB: IPOTOKOJN, aKT, 3alUCKH, CHpPaBKU. BHIBI 3amCOK:
OOBsICHUTEIIbHAS, CiTy)keOHasi, nokmanHas. Ilopsgok odopmiieHus WHPOPMAIIMOHHO-CIIPABOYHBIX
JTOKYMEHTOB.
Tema 5. JIoKyMeHTBI 10 IMYHOMY COCTABY

OcHoBHBIE TpeOOBaHUS K O(DOPMIICHHIO JOKYMEHTOB IO JINYHOMY COCTAaBY: 3asBICHHE O
npuemMe Ha paboTy; MpHKa3 o IpueMe Ha paloTy; 3alONHEHHE TPYJIOBBIX KHIDKCK M JIMYHBIX
KapTO4eK padOovnX U CITY)KAIHX; XapaKTePUCTHKA, aBTOOHOrpadusi, KOHTPAKT.
Tema 6. [lesioBasi nepenucka

[Mepenncka. OOmas XapakTepHCTHKA CIIYy)KEOHOH IMepenucKu. PasHOBUAHOCTH CITyKEOHBIX
muceM (COMPOBOJMTENIFHOE MUCBMO, MUCBMO-TIPOCHOA, MUCHMO- 3aIlpoc, MUCHMO-OTBET, MHUCHMO-
coo0meHne, HPOPMALMOHHOE TUCHMO, MUChMO-TIPHUIJIAIICHHE U T.J.). JJOKyMEHTHI NepeiaBacMbie
10 KaHaJIaM CBsI3U (Telerpamma, Telieke, pakcorpamma, Teine)OHorpaMma, HJIEKTPOHHOE IMUCHMO).

Pasnea 2. Oprannsanus padoTsl ¢ JOKYMEHTAMH

Tema 7. Opranuzanusi J0KyMeHTO000poOTa

[Tonsitue «10KyMeHTO000pOT». [IpHHIIMITBI OpraHU3aluK TOKYyMEHT0000poTa. POopMBbI OpraHu3aluu
paboThl ¢ aAokymeHTamu. Tabeab (opM TOKYMEHTOB, NMPUMEHSIEMBIX B OpraHu3anuu. Paborta c
KoH(HUIeHIMATLHBIMU  AokyMeHTamHu. (OcoOeHHOCcTH  00pabOTKM  BXONAIIUX  JIOKYMEHTOB.
TpeOoBanus K perucTpanud AOKyMeHTOB. KOHTpoidb WCHOTHEHUs JAOKyMeHTOB. IlpaBuna
COCTaBJICHHMSI HOMEHKIATYphl jaen. @opmupoBanue nen. [loaroroBka JOKYMEHTOB K apXHWBHOMY
XPaHEHUI0. DKCIIEpTH3a IIEHHOCTH JOKYMEHTOB.

Tema 8. DJ1eKTPOHHBIH JOKYMEHTO0000POT
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ABTOMAaTH3MPOBAHHBIE CHCTEMBI JCIIONPOKM3BOACcTBA. CHCTEMa 3JIEKTPOHHOIO JOKYMEHTO00OpOTa
(CO[), ee cTpykTypa, HacTpolika cucteMsl. [{udporas moanuce.

Tema 9. TerekoMMyHHKAIIMOHHBIE TEXHOJIOTHH B YJIEKTPOHHOM T0KYMEHT0000pOTE.

OOmass xapakTepuCTUKAa OPraHU3alMOHHBIX TEXHUYECKUX CPEACTB B «JlOKyMEHTallMOHHOM
OﬁeCHeLIeHI/II/I YIIpaBJICHUS. KOMHI)IOTepHBIe cpeacTtBa MOArOTOBKU HJOKYMCHTOB. I/I3FOTOBHCHI/IC,
KOIMMPOBAaHUE W THUPAXKHUPOBaHUE JOKyMeHTOB. CpeactBa 00paboTkM JOKyMeHTOB. IIpaBuia
Oe3omnacHol paboThl ¢ oprreXHUKOW. [1opsiIoK opraHu3auy JOKYMEHTO000pOTa ¢ HCIIOIb30BAHUEM
CPEJ/ICTB TEJICKOMMYHUKAIUH.

6. TEMbBI IPAKTUYECKHUX U CEMUHAPCKHNX 3AHSTHAM

Paznen 1. JlokyMeHTHpOBaHHe [eITEJIbHOCTH OPraHM3alMH, TpPeINnpusiThs,
yupexKIeHust

Tema 1. OcHoBHBIE NOHATHS JOKYMEHTAIIMOHHOTO0 00ecTieYeH sl ynpaBiieHusi (CeMHHap).
Bomnpocsl o Teme:

1. TlonsiTne «JlOKyMEHTAITMOHHOE 00ECTICUCHHUE YITPABICHUS.

2. OcHOBHbIE 1€MW, 3aJa4yM, NPUHIUIBl JTOKYMEHTAlMOHHOTO OOECIeYeHHs YIpPaBIICHUS.
HopmartusHo-nipaBoBO€ 0O€ecreyeHue.

3. IlpaBwmia oopmiIeHHs TEKCTA C UCTIOIB30BaHHEM HH(GOPMAIIMOHHBIX TEXHOJIOTHIT

Tema 2. CuctemMbl JOKYMEHTAIHOHHOTO 00ecTiedeHnsl YNPaBJIeHHs

Bonpocsl o Teme:

1. OcHOBHBIE MOJIOKEHUS TI0 JOKYMEHTHPOBAHUIO YIIPABICHYECKOH 1eATEIbHOCTH.

2. OnpepneneHue yHU(pUKAIUSA U CTaHIapTU3ALMS YIPABIEHYECKUX JOKYMEHTOB.

3. IlepeyeHb HOPMATUBHBIX JOKYMEHTOB JUIsl BEACHHs Jenonpou3BojcTBa. [lonarue o Omanke
JOKYMEHTA, BUbI OJaHKOB.

4. TlpaBwia oopmiiernst pekBu3uToB B cooTBeTcTBHM ¢ ['OCT P 6.30-2003

5. Byl TOKyMEHTOB ¥ UX Kiaccu(UKaIus.

6. [ToHsiTHE OAHKOBCKOW TOKYMEHTAIIMH U BH]IBI TIOKYMEHTOB.

Tema 3. Opranu3anuoHHble U PACOPSIANTEIbLHbIE TOKYMEHThI

Bonpocskl no Teme:

1. Buspl opraHu3aliMOHHBIX JOKYMEHTOB M UX 3HAYCHHE.

2. TpeOoBaHMsI K COCPIKAHUIO U TTpaBHIia 0hOpMIICHHS TOKyMeHTa J{oMKHOCTHAS MHCTPYKITHS.

3. TpeOoBaHus K COACpPKAHHUIO M TpaBWia OQPOPMIICHHS JOKYMEHTOB: IITaTHOEC pAacIHCaHUE,
MOJOKEHUE, YCTAaB.

4. PactiopsiauTenbHbIe JOKYMEHTBI: Kiaccu(HKaIys, onpeaeicHue, Ha3HaueHue.

5. TpebGoBanus x opopMIICHUIO JOKYMEHTOB: IIPHKa3, paclopsHKCHHE, YKa3aHKe, TOCTaHOBJICHHUE.

6. [Topsimok opopMIIeHHUS PACTIOPSIUTEIILHBIX JOKYMEHTOB.

Tema 4. UpopmMannoHHO-cNIPaBOYHbIC JOKYMEHTbI
Bonpocel no Teme:
1. HH(bOpMaHHOHHO-CHpaBO‘-IHLIC JAOKYMCHTBI: KJ'IaCCI/I(I)I/IKaLII/IH, OIpCaACIICHNUEC, HA3HAYCHUC.
2. TpeGoBaHusI K 0)OPMIICHHIO JIOKYMEHTOB: IIPOTOKOJI, aKT, 3aITCKH, CITPABKH.
3. BI/II[LI 3aIIMCOK: 06’5HCHI/ITCHBH&H, cny>1<e6Ha$1, JOKJIaJgHasd.
4. Mopsinok opopMiieHHsI UHOOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB.
Tema S. /IoKyMeHTBI 110 JIHYHOMY COCTABY
Bonpocsl o Teme:
1. OcHOBHEBIE Tpe6OBaHI/I${ K O(l)OpMJ'IeHI/IIO JOKYMCHTOB I10 JIMYHOMY COCTaBYy: 3asdABJICHUC O
npueMe Ha paboTy; MpUKa3 o0 MpHeMe Ha padoTy.
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2. TlpaBuna 3amojHEHHE TPYAOBBIX KHIDKEK M JIMYHBIX KapTOYeK pabouMx U CIIyXKallux;
XapaKkTepHUCTHKa, aBTOOMOrpadusi, KOHTPAKT.

Tema 6. [le10Basi nepenucka

1. O0mias xapakTepucTHKa CIyKeOHOH MepenucKy.
2. Pa3HOBUHOCTH CITy’KE€OHBIX ITHCEM.
3.JlokyMeHTHI IiepeaBaeMble 10 KaHajlaM CBSI3U.

Paznen 2. Oprannzanus padoThl ¢ JOKYMEHTAMH

Tema 7. Opranu3anusi J0KyMeHTO000poTa

Bonpocsl mo Teme:

1. ITonsATHE «TOKYMEHTOOOOPOT.

2. IlpuHIMIIBI OpraHU3aMK JOKyMEHTO000pOoTa.

3. OcobennocTn 00pabOTKN BXOASAIINX TOKYMEHTOB.

4. TpeGoBaHMsI K pETUCTPAIMH JOKYMEHTOB. KOHTPOIIb NCTIOJTHEHHSI TOKYMEHTOB.
5. IlpaBuna coctaBieHUs] HOMEHKIATYPHI Jie1. POopMHUpPOBAHUE JEN.

6. [TonroroBka 1OKyMEHTOB K apXMBHOMY XPAHEHHUIO.

7. DKcnepTU3a HEHHOCTH JOKYMEHTOB.

Tema 8. JJ1eKTPOHHBIH T0KYMEHT0000pPOT

Bonpocsl mo Teme:

1. ABTOMaTU3UPOBAHHBIE CUCTEMBI JIETIONPOU3BOICTBA.

2. Cucrema HdJIEKTpOHHOTO mokymeHTooOOopota (COJI), ee CTpykTypa, HAcTpOWKa CHCTEMBI.
udposas moamuce.

Tema 9. TerexkoMMyHHKAIIMOHHBIE TEXHOJIOTHH B YJIeKTPOHHOM J0KYMEHTO0O0pOTE.

Bonpocskl no Teme:

1. OOmas xapakTepUCTHKA OPraHU3alMOHHBIX TEXHUYECKUX CPEACTB B «/loKyMeHTallmOHHOM
obecrie4eHu  YIpaBICHUS.

2. KomnbroTepHbie CpeiCTBA MOATOTOBKH JIOKYMEHTOB.

3. [IpaBwta 6e30macHOl pabOTHI ¢ OPTTEXHUKOM.

4. ITopsiioK OpraHnu3aluy TOKYMEHTO000pOTa C HCIIOIb30BAHUEM CPEICTB TEIIEKOMMYHHUKAILINU.

7.JIABOPATOPHBIE PABOTHBI, IPAKTUKYMbI
Jlannblit Bug paboTsl He ipeaycMoTpeH YII.
8. TEMATHUKA KYPCOBbBIX, KOHTPOJIbHBIX PABOT, PE@EPATOB

Kypcossie paboTsl He npeycMoTpens! YII.

Henbo Hanucanusa pedepara SABJASCTCH 3aKPEIUICHHE M PACIIMPEHHUE 3HAHUM
U3y4aeMOM JUCLUILINHBL.

TemaTuka Pedeparos

1. OpranuzanuoHHble JOKYMEHTBI, UX Ha3HaYeHHUE U poJib. OCHOBHBIE BUBI M OOIIME MpaBUIIa
opopMIICHHUS.
2. O0u1as XxapaKTepUCTHKA JOJDKHOCTHOW MHCTpYKLMU. OnpeneneHue, CTpyKTypa coaep kaHus,
NOPAZ0K 0QPOPMIICHHS U OCHOBHBIE PEKBU3UTHI IOKYMEHTA.
3. TatHoe pacniucanue. OOIIas XxapakTepuCTHKa JOKyMEHTa; (popMa UCTIOTHEHUS, CTPYKTYpa
coJiepKaHus, MOPSJIOK 0(OPMIIEHUS U PEKBU3UTHI IOKYMEHTA.
4. PacnopsiiuTenbHble JOKYMEHTBI, X Ha3HaYeHUE U POJib B yIpaBieHHUH. OCHOBHBIE BUIbI
pacropsIUTeIbHbIX JOKYMEHTOB M 00IIMe IpaBuia o(popMIICHHUS.
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5. [Ipuka3 mo ocHOBHOM AesTenbHOCTH. CTPYKTypa TeKCTa MpUKasa, MOPSIOK ero pa3paboTKH U
npaBuia 0(opMIICHHUS pEKBU3UTOB. Bhimucka u3 npukasa.
6. Pacropspkenue. CTpykTypa TeKcTa, mpaBuiia 0pOPMIICHUS PEKBU3HUTOB.
7. Yxazanue. OOmiast XapakTepuCTUKa JOKYMEHTA, CTPYKTypa €ro TeKCTa, HOPSIOK U
0c00eHHOCTH 0(OPMIICHHSI, PEKBU3UTHI YKa3aHHUSL.
8. MadpopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX Ha3HAUYEHHUE U POJIb B ynpasjieHuu. [lepeueHn
OCHOBHBIX BUJIOB MH(POPMALMOHHO-CIIPABOYHBIX TOKyMeHTOB. OO01me TpeOoBaHus K
0(OPMIICHHUIO.
9. AxTt. O0mas XapakTepuCTHKa TOKyMEHTa, CTPYKTYpa TEKCTa, IOPSA0K pa3paboTKH U
odopMIIeHUS] PEKBU3UTOB aKTa.
10. IIpoTokou. ObmIast XapaKTepUCTHKA MTPOTOKOJA, CTPYKTYpa TEKCTa, TOPSIOK pa3paboTK U
oopMIICHHS PEKBU3UTOB IPOTOKOJIA.
11. JloxnanHasi, oObsicHUTENbHAS 3anucka. OOmas XapakTepucTHKa JOKYMEHTOB, MOPSJIOK
ohopMIIeHUS PEKBU3UTOB CIYKEOHBIX 3aMMHCOK.
12. Cnpasxka. Bumsr cipaBok OO0Imast XxapakTeprCcTHKA JOKYMEHTa, PEKBU3HUTHI CIIPABOK,
0COOEHHOCTH 0(OopMIICHHUS.
13. CnyxxebHoe mucbmo. Buner mucem. CtpykTypa, mopsaok odopmieHus, TpeOOBaHUS K
MTUCHMY, PEKBU3UTHI TUCHMA.
14. Tenerpamma u tenegonorpamma. OO01as XxapakTepucTHKa TOKYMEHTOB, IOPSAI0K
ohopMIICHUS PEKBU3UTOB.
15. JlokyMeHTBI 110 TMYHOMY cocTaBy. Ilepedens nokymMeHTOB. OCOOEHHOCTH ATUX JOKYMEHTOB.
16. OdopmiteHre KaApOBHIX MPUKA30B, BHIMKCKA U3 MPUKAa3a.
17. Odbopmnenue 3asBiIeHUs, aBTOOHOTpadrU, XapaKTEPUCTUKH, PE3IOME.
18. TpynoBas kamwxkKa. [IpaBuna odhopmiieHHs TPYTOBBIX KHIKEK.
19. JlokymeHnT00060poT. OCHOBHBIE ATalbl JOKyMEHTO00OpOTa. TexHomorus padboTs ¢
BXO/SIIIIUMU TOKyMEHTAMHU.
20. TexHomnorust 00pabOTKU BHYTPEHHUX U UCXOJIAIINX JOKYMEHTOB.
21. Perucrpauus JOKyMEHTOB U KOHTPOJIb UCIIOJHEHHS TOKYMEHTOB.

9.IIEPEYEHD BOIIPOCOB K 3AYETY
1. IlonsiTe TOKyMEHTa, CBOMCTBA U (DYHKIIUU TIOKyMEHTA.
2. Bugp! ynpaBieHueckuX J0KyMEHTOB. CHCTEMbI yIIpaBIeHYECKON JOKyMEHTAI|H.
3. JlokyMeHTHI 10 JU4HOMY cocTaBy. CocTaB JOKYMEHTOB IO JINYHOMY COCTaBy, TpeOOBaHUS K
HUM.
4. PexBu3uT noKyMeHTa. [lepedeHb peKBU3UTOB JJOKYMEHTOB.
5. ®opma moKkymeHTa, OJaHK JOKYMEHTa W TpeOOBaHMS K HUM. YHUDUUHUPOBaAHHBIE (POPMBI
JOKYMEHTOB I10 JINYHOMY COCTaBY.
6. OCHOBHble JOKYMEHTbI, per1aMeHTUpYoLLMe yrpaBaeHne NepcoHanoM.
7. Opranu3allMOHHbIE JOKYMEHThl. OpraHu3allMOHHbIE JOKYMEHTHI [0 YIIPABJICHUIO IEPCOHATIOM
1 TpeOOBaHUS K HUM.
8. PacniopsinutenpHble 10OKyMEeHTHI. [IprKa3bl O TUYHOMY COCTaBYy U TPEOOBAHUS K HUM.
9. NHpOopMaLIMOHHO-CITPABOYHBIE JOKYMEHTBI UX T'PYIIIBI U XapaKTePUCTHKA.
10. Cnyxe0Hble 3alIMCKH, UX BU/BI, MpaBHiia 0(GOPMIIEHUS CIY)KEOHBIX 3aITHCOK.
11. CnyxeOHble (Aen0BbIe) MUCbMA, PA3HOBUAHOCTH AEIOBbIX nuceM. IlpaBuna odopmienus
JIETI0BOTO MHChMa.
12. AKTBI U IPOTOKOJIBI, TPEOOBAHMSI K HUM, ITPABUJIa COCTABJICHHUS.
13. JlokyMeHTHpOBaHUE TPYIOBBIX OTHOIIEHHH. JIOKyMEHTHI, odopmiisieMble MpU MpUeMe Ha
paboTy, TpeOOBaHUS K HUM.
14. JToxymeHtsl, oopmisieMble Tpu NepeBoje pabOTHHKA Ha JPYryi paboTy (IOJHKHOCTH),
TpeOOBaHUS K HUM.
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15. JlokymeHTHpOBaHHWE TPYHOBBIX OTHOWICHWHA. JIoOKymMeHTBI, odopmiIsieMble IS
MPEJOCTaBICHUS OTIYCKA pAaOOTHHUKY M HAlIPaBJICHHUS B KOMAHIUPOBKY.

16. JloxymMeHTHpOBaHUE TPYIOBBIX OTHOIIECHUH. JIOKyMeHTHI, o(opMisieMble TIPH yBOJIBHEHUHT
paboTHUKA.

17. TpynoBblie KHWXKH paOOTHUKOB U IIPaBUJIa UX BEIACHMUS.

18. Jluunple nena W JWYHBIE KApTOYKHM pAaOOTHUKOB, COCTaB JIMYHOTO JIeNla, IpaBUIIa
odopMIIeHHS, BEICHUS 1 XPAaHECHUSI.

19.TIToHsATHE TOKYMEHTOOOOPOTA, €r0 OCHOBHBIC XapPAKTEPUCTUKU U OOIIHE Oreparuu paboThl C
JOKYMEHTaMH.

20. TTopsimox paboOTHI ¢ BXOASIIUMHE JOKYMEHTaMH.

21. Tlopsanok paboThI ¢ BHYTPEHHIUMH JOKYMEHTAMH OpraHU3allnu.

22. Tlopsnok pabOThl € HCXOSIIUME TIOKYMEHTaMH.

23. Perucrpamusi MOKYMEHTOB, IIpaBHWJa PETHCTPAMM PA3JIUYHBIX TPYII JOKyMEHTOB.
KoHTposs BcroTHeHHs TOKYMEHTOB.

24. CucreMaTH3anus JOKYMEHTOB M COCTaBIICHHE HOMEHKIATYPHI 1eil. [IoaroToBka TOKyMEHTOB
JUIS JUIUTEIBHOTO XPaHEHHUSI.

25. KoMIutekcHbIe CHCTEMBI aBTOMATH3AIMH JAEJI0MPOU3BOICTBA.

10. CAMOCTOSATEJBHASA PABOTA OBYUYAIOLIUXCS

®dopma 00ydeHus - OUHAs

Ha3zBaHue pa3aeioB U TeM Bua camocTosiTe/ibHON padoThI Oo0bem B ®Dopma
(npopabomka yuebnozo mamepuana, yacax KOHTP OIS
peuienue 3aoay, peghepam, 00Kk1ao, (nposepxa

KOHmMpObHAA paboma, no020mosKa K coaue pewtenusn 3aoau,
3auema, IK3amena u op.) pechepama u op.)
Paszoen 1. JlokyMeHTHpOBaHHE ACATEIbHOCTH OPraHU3AINH, IPSIIPUSTHS, YIPEKIACHUS
1.0cHoBHEIE noHATHA | e TIpopaGoTka yueGHOro Marepuaia ¢ 3 TECTUPOBAHME,
JIOKYMEHTAIlHOHHOT O UCIIOJIb30BaHUEM PECYPCOB yueOHO- OHpoc
obecrieueHns yrpaBieHHs METOJJMYECKOTO U NH(POPMAIIHOHHOTO

o0OecrieueHusT JUCLIMIUTHHEL
e JloaroroBka K TECTUPOBAHMIO,;

2.CucTeMBbl IOKYMEHTaMOHHOTO | o [IpopaGoTka y4eOHOro Marepyaa ¢ 3 TECTUPOBAHHE,
obecrieyeHusl yIpaBJIeHUs HCTIOIb30BaHUEM PECypCOoB yIeOHO- onpoc
METOJUYECKOT0 U HH(POPMAIIMOHHOTO
obecredeHns JUCLUILIMHBL;

e JloaroroBka K TECTUPOBAHMIO,

3.0OpraHu3anroHHbIC u | e [IIpopaboTka yaeGHOro MaTepuania ¢ 6 TECTUPOBAHUE,
pacnopsauTeIbHbIC TOKYMCHTbI HCTIONIb30BAHIEM PECYPCOB yIeOHO- onpoc
METOIMYECKOTO U MH(OPMAIIIOHHOTO
obecrieueHns TUCIUITINHBL,

e JloaroroBka K TECTUPOBAHMIO,

4. NpopmarmmoHHO-CTIpaBOYHBIE e [IpopaboTka yaeOHOrO MaTepuania ¢ 7 TECTUPOBAHUE,
AOKYMCHTBI HCTIONTb30BAHIEM PECYPCOB yIeOHO- orpoc
METOIMYECKOTO U MH(OPMAIIIOHHOTO
obecrieueHns TUCIUITINHBL,

e JloaroroBka K TECTUPOBAHMIO,

5. JIOKyMEHTBI 110 TUYHOMY e IIpopaborka yueOGHOro MaTepuaa ¢ 7 TECTUPOBAHME,
COCTaBY HCTIONB30BaHUEM PECYPCOB YueOHO- Onpoc
METOIMYECKOr0 U HH()OPMALMOHHOT O
o0ecriedeHns AUCUMIINHEI;

e TloaroToBka K TECTHPOBAHHUIO;

6. JlenoBas mepenucka e [IpopaboTka yaeOHOrO MaTepuana ¢ 7 TECTUPOBAHHUE,
HCIOIIb30BaHUEM PECYPCOB yueOHO- onpoc
METOAUYECCKOIo U I/IH(l)OpMaL[I/IOHHOrO
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obecrneveHus JUCHUITNINHEBI,
o HOHFOTOBK& K TCCTUPOBAHHNIO,

Paszoen 2. Opranuzanys paOOTHI ¢ JOKYMEHTaMU

7. Opranuzanus
JOKyMEHT0000pOTa

e [IpopaboTka yqaeGHOr0 MaTepHana c
HCIIOJb30BaHUEM PECYpCOB yIeOHO-
METONYECKOr0 M HHPOPMAITHOHHOTO
obecredeHns TUCIUTUTHHB;

o TloAroTOBKA K TECTHPOBAHHIO;

TECTUPOBAHHE,
onpoc

8. DnexTpoHHBIN
JIOKyMEHTO0000pOT

e [IpopaboTka ydaeGHOrO MaTepHana c
HCIIOIb30BaHUEM PECypCOB y4eOHO-
METONYECKOr0 U MH(POPMAITHOHHOTO
obecredeHns TUCIUTUTHHBL;

o TloAroToBKa K TECTHPOBAHHIO;

TECTUPOBAHHE,
onpoc

9.TenekoMMyHHKalIMOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JIOKYMEHTO000pOTE.

e [Ipopaborka yqaeGHOro MaTepuana c
HCIIOIb30BaHUEM PECypCOB y4eOHO-
METONYECKOr0 U MH(POPMAITHOHHOTO
o0OecrieueHusT JUCLIMILUTMHEL

e TloAroTOBKA K TECTHPOBAHUIO;

TECTUPOBAHHE,
onpoc

®dopma 00ydeHus - 3a0UHas

HasBanue pa3aesioB U TeM

Bua camocTosiTeIbHOI padoThl
(npopabomka yuedbHoz0 mamepuana,
peuienue 3aoay, peghepam, 00Kk1ao,

KOHmMpObHAA paboma, no020mosKa K coaue

3auema, IK3amena u op.)

Oo0neM B
gacax

®opma
KOHTPOJIst
(nposepxa
pewtenusn 3aoau,
pechepama u op.)

Pa3zden 1. JJokyMeHTUpOBaHUE AEATEIbHOCTH OPTaHU3ALUY, IPESINIPHATH, YIPESKACHHS

1.0OcHoBHBIE
JOKYMEHTaIllHOHHOTO
obecrieueHns ynpaBieHHs

TIOHATUA

e [Ipopaborka ydeGHOro MaTepuana c
UCIIOJIb30BaHUEM PECYPCOB yueOHO-
METOJJMYECKOT0 U NHPOPMAIIMOHHOTO
o0ecreueHHs TUCIUIUINHbL,

e JloaroroBka K TECTUPOBAHMIO,;

10

TECTUPOBAHHE,
onpoc

2.CucremMbl JOKyMEHTAIIMOHHOTO
obecrieueHns yrpaBieHHs

e [IpopaboTka yaeGHOrO MaTepuana ¢
HCIIOJIB30BAaHUEM PECypCcOB ydeOHO-
METONYECKOr0 X MH(POPMALIOHHOTO
obecrieueHus TUCIUIIINHBL

e JloaroroBka K TECTUPOBAHMIO;

10

TECTHPOBAHHE,
onpoc

3.0OpraHu3anroHHbIe u
pacnopsIuTeNbHBIE JOKYMEHTHI

e [IpopaboTka yaeGHOrO MaTepuana ¢
HCTIONIb30BAHIEM PECYPCOB yIeOHO-
METOIMYECKOTO U MH(OPMAIIIOHHOTO
obecrieueHns TUCIUITINHBL,

e JloaroroBka K TECTUPOBAHMIO,

10

TECTHPOBAHHE,
onpoc

4. UdopManimoHHO-CIIPAaBOYHBIC
JIOKYMEHTBI

e [IpopaboTka yaeGHOrO MaTepuaia ¢
HCIIONIb30BAHIEM PECYPCOB yIeOHO-
METOIMYECKOTO U MH(OPMAIIIOHHOTO
obecrieueHns TUCIUITINHBL,

e JloaroroBka K TECTUPOBAHMIO,

10

TECTHPOBAHHE,
onpoc

5. JIOKyMEHTBI 11O IMNYHOMY
COCTaBY

e [IpopaboTka yaeOHOrO MaTepuania ¢
HCTIONIb30BAHIEM PECYPCOB yIeOHO-
METOIMYECKOT0 U MH(OPMAIIIOHHOTO
obecrieueHns TUCIUITINHBL,

e JloaroroBka K TECTUPOBAHMIO,

10

TECTHPOBAHHE,
onpoc

6. Jlenoas mepenucka

e [IpopaboTka yaeGHOr0 MaTeprana c
HCIIONB30BaHUEM PECYPCOB ydeOHO-
METOJIMYECKOTO U MH(OPMAIIIOHHOTO
obecrieyeHns TUCIUITIINHEL,

e TlonroroBka K TECTHPOBAHHMIO;

10

TECTUPOBAHHUE,
onpoc

Pazoen 2. Opranuzaiyst paboThI ¢ JOKYMEHTaMHU

®dopma

12 u3 21
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VIbSHOBCKHI rOCYJapCTBEHHbII YHHBEPCUTET
®-Pabouas mporpaMma M CHUIIHHBI
7. Opranusanus e [IpopaboTka yueOHOro MaTepHana c 10 TECTHPOBAHME,
JOKYMEHTO000pOTa HCIIONB30BaHUEM PECYPCOB Y4E€OHO- omnpoc
MECTOJHYCCKOI'o 1 I/IH(l)OpMaHI/IOHHOFO
obecrneveHus JUCHUITIINHBI,
L4 HOZ[FOTOBKa K TCCTUPOBAHUIO,
8. DnexTpoHHBIN e [IpopaboTka yueOHOro MaTepuaia ¢ 10 TECTUPOBAHHUE,
JOKYMEHT0000pOT UCIIOIb30BaHUEM PECYPCOB yueOHO- orpoc
MECTOJHYCCKOI'O U I/IH(l)OpMaHI/IOHHOFO
obecrneveHus JUCHUITIINHBI,
L4 HOHFOTOBKa K TCCTUPOBAHMUIO,
9. TenexoMMyHHKaIMOHHbIE e [Ipopaborka yueOGHOro MaTepHaa ¢ 12 TECTUPOBAHME,
TEXHOJIOTHUH B 3JIEKTPOHHOM UCIOJIb30BAaHHEM PECypPCOB y4eOHO- OIIpoc
JIOKYMEHT0000pOoTe. METONYECKOr0 U HH(POPMAITHOHHOTO
obecreueHus JUCHUITIIINHBI,
L4 HOHFOTOBKa K TCCTUPOBAHUIO;

10. VYYEBHO-METOJIMYECKOE W WH®OPMAIIMOHHOE OBECITEYEHHE
JUCHUTINHBI

a) CiUCOK peKOMeH/yeMOoM JINTepaTypbl

OcHoBHas JuTeparTypa:

1.Ky3neyos, U H. JIokyMeHTaIlMOHHOE  OOEeCIeUYeHHE  YIpPaBJICHHUS. JlokyMeHTOO0OpOT U
JIEIONPOU3BO/ICTBO : YUEOHHMK M mpakTUKyM i By30B / 1. H. Ky3uerioB. — 3-e u3z., nepepab. u gom. —
Mocksa : UzparenscrBo HOpaiit, 2022. — 461 ¢. — (Bsicmiee o6pasoBanue). — ISBN 978-5-534-04275-
7. — Texkct : onexkrpounwlii //  OOpa3oBarenbHas miathopma  FOpaiit  [cadT]. —
URL.: https://urait.ru/bcode/488697

2. Illysanosa, H. H. OCHOBBI IENOIPOU3BOACTBA. SI3bIK CIy)K€OHOrO JOKYMEHTA : YUeOHUK U MPAKTHKYM
st By3oB / H. H. Illysanosa, A. }O. UBanosa ; mox o6mieit pemaxiweii H. H. Hlysamosoit. — 3-e usm.,
mepepab. u jgor. — Mocksa : MspmarensctBo IOpaiit, 2022. — 384 ¢. — (Bricmiee obpa3oBanue). —
ISBN 978-5-534-15217-3. — Texkct : anekrponnbiii / OOpa3oBarenbHas miatgopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/487943

JlonosiHuTEeIbHAS JIUTEPATYpa:

2. Caghonenxos, I1. H. TIpou3BoACTBO 110 AenaM 00 aAMUHHUCTPATUBHBIX IPABOHAPYIICHHUIX, OTHECCHHBIX
K KOMITETEHIIMM TAMOKEHHBIX OPTraHoB : yueOHuk a1 By30B / I1. H. Cadonenkos. — 2-e u3g. — Mocksa :
UsparensctBo IOpaiit, 2022. — 194 ¢. — (Bricmree o6pasosanue). — ISBN 978-5-534-11737-0. —
Tekcr : AJIEKTPOHHBII /l OO6pa3oBaTenbHast iaTdopma IOpaiit [cafiT]. —
URL.: https://urait.ru/bcode/491676

Y4eOHO-MeTOAMYECKAST JIUTEPATypa:

1. Hyperounosa KO. B.Meroaudeckue yka3aHHS JIJIS CAMOCTOSATEIBLHONH PaOOTHI CTYIACHTOB IIO
micnurinHe  “JIoKyMeHTallmoOHHOe oOecrieueHre JAeATENbHOCTH OpraHM3aluid’  IKOHOMHUYECKHX
HampaBJIeHHH Bcex (opM oOydeHus [OnexkrponHsiii pecypc] / O. B. Hypermunosa; Yal'y, UDub. -
VuesaoBek : Yal'V, 2019. — 3arm. ¢ skpaHa; HeonmyOaukoBaHHEIN pecypc. - DIIEKTPOH. TCKCTOBEIE JaH.
(1 daiin : 296 KB). - Tekcr : anexrponnsbiit. - URL: http://lib.ulsu.ru/MegaPro/Download/MObject/2104
CorsacoBaHo:

[naB.6ubnuorexaphb / ["onocosa M.H. / ‘1@} /

JIOMmIKHOCTB COTPYAHMKA HAaY4HOH OMOAHOTEKH OHO MOJUMHCh nara

0) IlporpamMHoOe o0ecrieyenmne

e OmnepauunonHas cucrema Windows;
¢ [laker oducHbix nporpamm Microsoft Office.

®dopma 13m3 21



https://urait.ru/bcode/488697
https://urait.ru/bcode/487943
https://urait.ru/bcode/491676
http://lib.ulsu.ru/MegaPro/Download/MObject/2104

MHUHHCTEPCTBO HAYKHU U BBICLIEr0 0Opa3oBaHus PD @
o N opma
VIbSHOBCKHH TOCY1apCTBEHHbIH YHUBEPCUTET P

®-Pabouas mporpamMma I CLHUIIHHBI

8) [podeccnonaabubie Ha3bl TAHALIX, HHGOPMALHOHHO-CIPABOMHBIC CHCTEMBI
1. DaexTponuo-OndanoTeYHbLIE CHCTEMBI:
1.1. Ludposoii obpaszosareiabubiii pecype IPRsmart : anexrponno-Oubanoreunas cHeTeMa :

caiit / 000 Komnauus «A#H Ilw Ap Memman. - Caparos, [2022]. - URL:
http://www.iprbookshop.ru. — Pesnm moctyna: ams 3apernctpup. nonssosareneit. - Texer :
ICKTPOHHbINA,

1.2. Obpazosarensuas miardopma IOPANUT : opasopatennubiii pecype, dICKTPOHHAS
GubmoTeka : caitr / 000 Dsexrponnoe waarenscrso KOPAWT. — Mocksa, [2022). - URL:
https://urait.ru. — PesxuM 0CTyna: AN 3aperueTpap. Noab30Batencit, - TEKCT : ANeKTPOHHBIH,

1.3, Basa aaummix «Dnexrponsas Gubiamoreka texunyeckoro BY3a (9BC «Koncymwrant
cTysentan) | anektponno-oubnuorednas cucrema : caiit /| OO0 Tlomurexpecype. — Mocksa,
[2022]. — URL: https://www.st ibrary.rw/cgi-bin/mbdx. — Pexum nocryna: s 3aperucTpup.
nosnp3opareeii. — TeKeT : MMeKTPOHHLIHA,

1.4. OBC Jlans : anextponno-Gubnuoreynas cuerema ; caifr / 000 3BC Jlans. ~ Cankr-
ITerepbypr, [2022]. — URL: hutps://e.lanbook.com. — Pexum joctyna: ans 3aperucTpup.
nons3oBaresneii. — TEKCT : ANeKTPOHHBIH.

1.5. OBC Znanium.com : aMeKTponHo-0ubanoTeuHas cuctema : caiir / 000 3nannym. -
Mocksa, [2022]). - URL: http:/znanium.com . — Pexum joctyna @ ais 3apericTpHp.
nosns3oBarese. - TEKCT : AEKTPOHHBI,

2. KoneyawranrIlmoe [Dnextponnnii pecype]: cnpaBoudas npasopas cucrema. /O00
«Koncynwraat [lnocy - Dnextpon. nau. - Mocksa : Kouncynsrantl Iiroc, [2022].

3. bajel AaHHBIX TePHOAHMECKHX H3AaHnii:

3.1. Basa nanHpIx nepuommyeckux manamuii EastView : anexrponbie syprans / 000
MBMC. - Mocksa, [2022]. — URL: https:/dlib.castview.com/browse/udb/12. — Pexum nocryna :
VIS ABTOPHI. MONb30oBaTeneif. — TeKCT | MMCKTPOHHbII.

3.2. eLIBRARY.RU: nayusas anexrponsas OuOGmmorexka @ caiit  / OO0 Hayunas
Onexrponnas bubmnorexka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexxam noctyna @ pis
aBTOpH3. NoJb30BaTe/eH. — TeKeT | ANeKTPOHKEIH

3.3. Dnexrponnas OuGmuorexa «Mazarennckoro noma «['pebennuxosy (Grebinnikon) :
ynexTponnas Gubnuotexa / 000 U] I'pebennnxos, — Mockea, [2022]. — URL: https://id2.action-
media.ru/Personal/Products. — Pexum jocryma @ Jana aptopus. nonsizosarencit. — Texer :
VIEKTPOHHBIH,

4. Meaepanpuan rocygapersennas undopmannonnas cucrema «Haumonaannan
yiekTponnas dubanorexa» : exrponnas Gubnuoreka : caitr / ®I'BY PI'b. — Mockea, [2022]. ~
URL: https://ua6.pp. — Pexcum noctyna ; juis nonsaopareneii nayunoi 6ubnnorexn. — Texer :

ANCKTPOHHBIH.

5. SMART Imagebase : nayuno-undopmanuontas 6asa naunsx EBSCO // EBSCOhost :
[mopran]. o URL: https://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a218¢55aa76d8229047223a7d6dcH 1d=s6895741. ~ Pewmm jocTyma :@: ans asToOpH3.

nons3osareneii. — M3obpaxenne : anekTpoHnsie,

6. @enepanbubic HIGOPMANHONNO-00PA30OBATEILHBIE TOPTAJIBL:

6.1. Exunoe okno gocTyna K o0pazosate/ibHbIM pecypeaM : (eaepansrsii nopran . — URL:
http://window.edu.ru/ . — Teker @ MMEKTPOHHBII.

6.2. Poccuiickoe obpasosanne : denepansbubii nopran / yupenurens GLAY «DUIITO». -
URL: http://www.edu.ru, — Teker | aneKkTponusIit.

7. Obpazosareasubie pecypest Yal'Vv:

7.1. Dnexrtponnas Gubnuoreunas cucrema Yal'V : moayne «Dnexrponnas Ondnmorexan
ABUC Mera-TTPO / 000 «Jlara Dxenpecen, — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pemxnnm
jA0cTyna ;Ui nosib3osareneit Hayanoli 6ubnnorexn. ~ Texer : 2aeKTpOHNLI.

COI'JIACOBAHO: o
| / - 25
QR FLE g 12 / (LELY fhe /fj | /S )/’ | U306 2";?,4)
</ Nomanocts cotpyanmnka YHTuT ®HO /5|(ygnncb naTa
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11.MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI:

AYI[I/ITOpI/II/I ML IMIPOBCACHUA J'IeKIII/If/'I H CCMHUHAPCKUX BaHﬂTI/II\/JI, AL IMIPOBCACHUA
TEKYLIEro KOHTPOJISA U MPOMEKYTOYHON aTTECTALMH, KypCOBOTO IPOEKTUPOBAHUS, ITPYNIIOBBIX U
HHAUBUAYAJIbHBIX KOHCYJ’IBTaHHﬁ.

AymuTopuH yYKOMIUIEKTOBAHBI —CIIEHUATU3MPOBAHHON MeOenblo, Y4eOHOH JIOCKOM.
Aynutopun Ay HpOBEACHUs JEKUUN 000pyIdOBaHbl MYJIbTUMEIUNHBIM 000pYIOBaHUEM MJIs
npeAocTaBieHuss HWHPopManuu OoJiblioi ayautopuu. lloMemieHust it CaMOCTOSITENIBHOM
pa6OTBI OCHAIIICHbI KOMHI)IOTepHOfI TEXHUKOM C BO3MOKHOCTBIO IIOAKIIOYEHUSI K CETU
«HTepHer» u oOecnedyeHHeM J0CTyna K 3JIEKTPOHHOM HMH(OpMaIMOHHO-00pa30BaTelbHON
cpene, MMEKTPOHHO-O0MOINOTEYHOM CUCTEME.

12.CHEHUAJIBHBIE YCJIOBUSA AJ151 OBYUYAIOIUXCSA C
OI'PAHUYEHHBIMHA BO3MOXHOCTSMU 31I0POBbS

B caysae HeoOxomuMocTd, OOyYaromuMcsl W3 YHCIA JIMI] C OTPaHUYEHHBIM
BO3MOXHOCTSIMU 37I0pOBBSl (110 3asBJIEHUIO0 OOYYaIOUIErocs) MOTYT MpeiaraTbCsi OJHU U3
CIICIYIOUX BAapHAHTOB BOCHPHATHS HWHPOPMAIMH C YYETOM WX HHJAWBHIYAIHHBIX
MCUX0(U3HUUECKUX 0COOCHHOCTEM:

— U JIAI] ¢ HApyOICHWSMH 3PEHUS: B IEYaTHOW (OpMe YBEIMYECHHBIM mIpH(TOM; B
(dbopme DIEeKTPOHHOTO JOKyMEHTa; B ¢opme ayauodaiiia (mepeBoj yuyeOHBIX MaTEpHAIOB B
aynuodopmart); B medyatHol (opme Ha s3bike bpaiins; MHIUBUyadbHBIE KOHCYJIbTAlUH C
MpHUBJICYEHUEM TU(IOCYPIOTIEPEBOIUNKA; HHINBUAYAIbHbBIE 3aJJaHHs U KOHCYJIbTAIUH;

— Ui MLl C HapyUIeHUSIMH CiiyXa: B MedaTtHoil ¢opme; B ¢opMme 3IIEKTPOHHOTO
JOKYMEHTA; BUJeOMaTepHallbl C CyOTUTPaMK; MHIMBUIyalbHbIE KOHCYIbTAIIMH C MPUBJICUEHUEM
CYpAOIEpPEeBOIUNKA; MHINBU IyaJIbHbIC 3a/JaHUSI U KOHCYJIbTAIlUU;

— JUIs JIMIl ¢ HApyUIEHUSIMU OMOPHO-IABUTATEIbHOIO ammapara: B medatHoil ¢opme; B
(dbopMe HIIEKTPOHHOTO JOKyMeHTa; B ¢opme ayauodaiiina, WHAUBUAYAIbHbIC 3aJaHus U
KOHCYJIbTAIIUH.

B ciiydae HEO0OXOIUMOCTH MCIOJIb30BaHUS B yueOHOM nporecce
YaCTUYHO/UCKITIOUUTEIBHO JIMCTAHIIMOHHBIX 00pa30BaTElIbHBIX TEXHOJIOTUH, OpraHu3anus
pabotsl IIIIC ¢ obyuaromumucs ¢ OB3 u MHBaJIMIaMu TPEayCMaTPUBAETCS B SJCKTPOHHOM
nH(pOpPMaLMOHHO-00pa30BaTeNIbHOM Ccpelle ¢ y4eTOM UX WHAMBHIYaJbHBIX MCHUXO(PHU3NUECKUX
0COOCHHOCTEH.

PazpaboTunk
Cr. npenogasarens kageapsl ObYuA

[Epmumiaa Oxcana @enopoBHa/
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Ne | Copaep:xanue u3MeHeHHMsI WIH CChLJIKA HA DOHUO Hoanmuceh Hara
n/n NpUJIAraeMbld TEKCT U3MEHEHMSI 3aBeAyolIero
Kadeapoi,
peasusyoiuei
AUCHHUIJIMHY/BbI-
Iy CKAK el
kadeapoii

1. | Buecensl uzMenenus B .10 n. a) Crucok Pomanosa U.b. =y 15.06.23r.

PEKOMEH/IOBAaHHOM JIMTEPATYPhI, OCHOBHAS

JATeparypa u JIOTIOJTHUTEIbHAS

(ITpunoxenue 1)
2 Buecenne  u3MeHeHud B ILIO.  B) Pomanosa 1.b. p= 15.06.23r.

[IpodeccnonanpabIC 0a3sI JTAHHBIX,

MH(POPMAITMOHHO-CTIPABOYHBIE CHUCTEMBI TI.

11 «Y4e0HO-METOINYECKOE n

nH(pOpPMaLMOHHOE obecrnieueHue

JTUCHUIUTUHBD ¢ 0(OPMIICHUEM MPUIIOKEHUS

2
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IIpuioxenue 1

OcuoBuas auTeparypa:

1. KysneuoB W.H. JlokymenrauuonHoe  obecrnieyeHne  ynpasiieHHs.
JIoKyMeHTOO60pOT M JENONpPOM3BOJACTBO : y4eOHMK M MPaKkTHKyM Ui By30B /
Urops Hukonaesuy ; M. H. Ky3ueuos. - 4-e u3j. ; nep. u gon. - Mocksa : FOpaiir,
2023. - 545 c. - (Briciiee obpaszosanue). - URL: https://urait.ru/bcode/52361

2. lllysanosa, H. H. OcHOBBI 11€710npou3Bo/CTBa. SI3bIK CilyKeOHOro I0KyMeHTa :
yyeGHHMK M npakTikyMm wis By3os / H. H. Lllysanosa, A. 0. MBanosa ; noa obue#
penakumeit H. H. Lllyanosoit. — 3-e wu3n., mnepepab. u jorn.— Mockea :
Usnarenscrso IOpaiit, 2022. — 384 ¢. — (Bsicumee o6pa3zosanue). — ISBN 978-
5-534-15217-3. — Texcr : anekTponnslii / ObpazosatensHas miardopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/487943

JlonoJIHuTeNLHAS JINTepaTypa:

1. Jopouuna JI. A. Oprauuszauus W TEXHOJIOTHs AOKYMEHTallHOHHOrO
obecrieyeHns ynpasieHus: YueGHMK M TpakTHKym s BysoB / Jlapuca
AnexceesHa, Bepa Crenanosna; [lopouuna JI. A., Upurukosa B. C. - Mocksa :
IOpaiit, 2022. - 233 ¢ - (Beicmee obpasopanme). - URL:
https://urait.ru/bcode/489555

2. Poxustosekas, U. P. JlokymenTauuonHoe obecrieyenue : yaebHoe nocooue / U.
P. PoxusToBcKass. — Cumdeponons : YHHUBEPCHTET SKOHOMUKH M yNpaBiICHHA,
2016. — 104 ¢. — Texker : anextponHsiii // Lludposoii 06pazoBaTebHbIH pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/73265.html
3.Cadonenkos, Il H. IlpousBoacTso Mo Jenam 06 aJIMHHHCTPAaTHBHBIX
NpaBOHAPYIIEHHSX, OTHECEHHBIX K KOMIETEHLHH TAMOXKEHHBIX OPraHoB: y4eOHHK
mns Bysos/ I1. H. Cadonenkos. — 2-e u3f. — Mocksa : Msnarensctso FOpaiir,
2022. — 194 c.— (Boicmee o6bpasosanue). — ISBN 978-5-534-11737-0. —
Teker : anmektponHusiii // OG6pasoparensHas miatdopma IOpaiit [cadit]. —
URL: https://urait.ru/bcode/491676

YuebGuo-MeToaHYeCKasN:
1. Hypermmuosa, }0. B.MeToauyeckue yKasaHHs /Ui CAMOCTOATENBHON paGoTsl

CTYNeHTOB MO mucUMIUIHHE ““JlOKYyMEHTAlMOHHOe obecrieyeHHe NesTe/IbHOCTH
OpraHM3alUMii” DKOHOMHMYECKMX HAmpaBleHuii M creuManbHOCTeH BceX (opMm
o6yuenus / 10. B. Hyperaunosa ; Yal'V¥, UOub. - DnextpoH. TekctoBble naH. (1
daiin : 296 KB). - VYaessosck : Yal'V, 2019. - 3ammi. ¢ okpana. -
Heony6n1KoBaHHBIH pecypc. - URL:
http:/lib.ulsu.ru/MegaPro/Download/MObject/4074. - Pexum nocryna: 3BC

Val'V. - Tekct : aNeKTPOHHbIH

["nap. 6ubnuorexaps / [onocopa M.H./fw | F RE 2-283

Jloa#HOCTL COTPYAHMKE Hayy.6n0a. DHO NOMICH
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IIpunoxenne 2

[Mpodeccnonaabnpie Gaini 1anBIX, IHGOPMANHOHHO-CHPABOYHBIE CHCTEMLI
L. DaexTposno-Gnd.anoTeTHbLIe CHCTEMBI:
1.1. Hudponoit obpazonareasinii pecype IPRsmart : anexTposno-GuGAOTCHHAS CHCTeMa *

caiit  / 000 Kownmanns «Aif Ilm Ap Memma». - Caparos. [2023). - URL:
http://www.iprbookshop.ru. — Peiy AoCcTyna: iR 3aperucTpup. noabloarencil. - Texcr : anek-
TPOHHLI.

1.2. OGpazosareisnas niardopma FOPAMHT : opasosareasnmil pecype. MieKTponnas 61o-
muotexa : caltr / 000 Jnexrponnoe wizareancrso «KOPAHT». - Mockna, [2023]. - URL:
https://urait.ru. — Pexnm 20CTyna: 18 3aperucpHp. noib3osarencii. - Texer : MexTpoHHLil.

1.3. baza aaHHbiX «DaekrponHas Oudamorexa texuudecxoro BY3a (9bC «Kowcyasrant
CTVACHTAM) : MEKTPOHHO-OHOIMOTeYHas cucrema : caitr |/ 000 «lloantexpecypey. — Mocksa,
[2023]. — URL: https://www.studentlibrary rw/cgi-bin‘mbdx. — Pewiv gocryna: Lis saperucrpup.
nosb3oBareaeit. — TeKeT : MEeRTPOHHbIH.

1.4, KoncyasranTt Bpaga. JISKTPOHHAR MEBMIWACKas OndanoTexa © Gaza JaHHLX @ caiT
000 «Bricuias mwroI2 OPrasyIaigin # YIIPARICHHS IpasooxpaieHneM-KoMmexcHnil Meawnn-
cknit koncarmuury. - Moexsa, [2023]. — URL: https://www.rosmedlib.ru. - Pexwm Joctyna:
FAPCIUCTPHP. NoabioBaTeaeH. — TexeT @ wieKTpoHHhIi.

1.5. bBoianias smeamumHckas OHOIMOTERE @ AICKTPOHHO-OMGIIHOTEHHAN CHCTeMA @ cail
000 «Bykamn. — Tomek, [2023]. — URL: hitps://www.books-up.rw/ru/library/ . — Pexusm Jocryna:
1R 3aperUCTpHp. noaszosareneit. — TekeT @ viekTpoHHsiil.

1.6. DBC Jlans : 31ekTpoHAO-GROANOTE  HaR cueTema @ cailt / 000 9bC «Jlansn. — Cankr-
MerepSypr. [2023]. - URL: https://e lanbook.com. — Pexny I0CTYNA: IR 3aPeruCTplp. nouibio-
Baresielt. — TERCT : WISKTPOHHBIH.

1.7. 9BC Znanium.com : nexTponro-ondmmoresnas cucrema : caitt / OO0 «3uanuywms, -
Mockga, [2023]. - URL: http://znanium.com . — PeiM 10CTYNa @ Ui 3aperitcTpip. nojiLsosare-
aei. - TeReT @ MIeKTPOHHLIA.

2. Koucyastanrlluoce [Diaexrponnnft pecype]: cnpasousnas npasosas ciucrema, / 000
«Koneynsranr [mocn - Daexrpon. aax. - Mocksa : Koncyasraatilmoc, [2023].

3. baibi 1aHHBIX HEPHOIHYCCKHUX M3 TAHNI:

3.1, eLIBRARY.RU: nayuynas wiexrpoiinas Gudanoresa : calit / 000 «Hayunas Saex-
Tponnas bubmotekarn. — Mocksa, [2023]. - URL: http://elibrary.ru. — Peaxusm 30ctyna @ 418 asro-
pH3. N0ab30BATENCH, — TEKCT © ATEKTPOHELIH

3.2, Daexrponnas GuGanotexa «Minareavcxoro noma o« peGennmxons (Grebinnikon)
AEKTPoHHAs  OnbanoTexa 000 M «I'pebennnxoss. - Mocxksa, [2023]. - URL:
https.//id2.action-media.w/Personal Products. — Pexny 10CTyna Ui asTOPHE. N0JLIOBATEICH. —
Texer ; aexTponnnil,

4. ®eaepaannan rocyapersennas nndopyvaunonnan cucrema «Haunonaannan 2iek-
Tpounast Gubanoresar : viekTpornan Gubanorexa : caftt / ®I'BY PI'b. — Mocksa, [2023]. - URL:
https://136.pd. — Peum z0ctvna ;s noassosarencil HayqHol GuGanorexn. — TekeT @ 2aexTpon-
HLIA,

§. Poccuiickoe ofpazosamie : derepaibanil moprat | vupeanteas OIAY «OHITOx. -
URL: htp://www.edu.ru. — Teker : 2aexTposmii.

6. Inexrponnan Gubanoreanas cucrema Yal'y @ mvoxyvas «Daexrponnas GubamHoTexan
ABUC Mera-TTPO / 000 «/lara Ixcnpecen. — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexuwm 10-
CTyna : s nonslosareneit nayunoit Oudanoresn. — TexCT @ WIEKTPOHNLIL.
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MI/IHI/ICTepCTBOVHayKI/I 1 BBICILIET O 5)6pa30BaHI/I}I PO Dopma
VbsTHOBCKUI TOCYyHapCTBEHHBIM YHUBEPCUTET
@-Pabouast mporpaMma M CIAILIAHEL
JIMCT U3BMEHEHMI
Ne | Copep:xkanue u3MeHeHHsI MJIH CCHLJIKA HA DOHUO Hoanmuceh Hara
n/ NpujiaraeMblii TeKCT U3MEHEHH 3aBeyIolIero
n kadenpoi,
peasusyoiuei
AUCHMILINHY/BbI-
Iy CKAaK el
kadeapoii
1. | Buecensl wusMenenuss B 1.n. a) Cnucox | Pomanosa M.b. AP 18.06.24r.
pexomenayemoit nureparypsl .11 «YuyebHo-
METOIUYECKOE " MH(pOpPMaLlMOHHOE
obecrneyeHrne TUCHUIUIMHBD ¢ 0(OpMIICHHEM
puiIoKeHus 1
2 | Buecenmue U3MEHEHUN B ILII. B) | Pomanosa I.b. 18.06.24r.
[Ipodeccronanbubie 0a3bl JTAHHBIX, oy
MH(OPMAaLIMOHHO-CIIPABOYHBIE CUCTEMBI 1. 11
«Y4eOHO-MEeTOIM4EeCKOe U UHPOPMAI[HOHHOE
obecrieyeHrne TUCHUIUIMHBD ¢ 0(OpMIICHHEM
MPUJIOKEHUS 2
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MuHucTepcTBO HayKH U BhIcIIero oopasoBanus PO

o . Dopma
VYIIbSHOBCKUI TOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma M CIAILIAHEL

IIpuioxenune 1
OcHoBHas JInTeparypa:

1. IysanoBa Haraausa HukonaeBHa. OCHOBBI 1e10NPOU3BOACTBA. S3BIK CI1yKeOHOT0
AOKYMEHTa : y4eOHMK u mpakTukyM s By3oB / H.H. Ilysanosa, A.}O. MBanosa ; H. H.
lyBamosa, A. KO. MBanoBa ; moxa obmiei penakiueit H. H. [llyBanoBoii. - 3-¢ u3. ; ep. u JO1L.
- MockBa : [IOpaiit, 2022. - 384 <c¢. - (Bbicuee o0OpazoBanue). - URL:
https://urait.ru/bcode/487943

2. Ky3nenoB HUropr HuxosaeBuu. lokymeHTauuoHHOEe obecmeyeHHe YNPpaBJIeHUS.
JLokyMeHT0000pOT M /1eI0NPOU3BOACTBO : YUueOHUK U npakTukyM s By30B / I.H. Ky3nenos
; Kysneno U. H. - 3-e m3xa. ; mep. u mom. - Mocksa : HOpaiit, 2022. - 461 c. - (Beicmee
obpasosanue). - URL.: https://urait.ru/bcode/488697

JlonoHUTeILHAS JIUTEPATYpA:

1. Cadonenxon IlaBes Huxkonaesuu. [IpousBoacTso no gejiamMm 00 aAMMHUCTPATHUBHBIX
NPaBOHAPYIIEHUSAX, OTHECEHHBIX K KOMIIETEHIHM TAMOKEHHBIX OPraHoB : YUYeOHWK IS
By30B / [I.H. CadonenkoB ; Cadonenkos I1. H. - 2-e u3n. - Mockga : Opaiit, 2022. - 194 c. -
(Beicmiee ob6pasoBanue). - URL: https://urait.ru/bcode/491676

2. loponuna Jlapuca AnexceeBHa. OpraHu3anusi 1 TEXHOJIOTUs JTOKYMEHTAIIMOHHOTO
ol0ecrieyeHnsl ymnpapjeHUs : YueOHMK M mpakTHKyM s By3oB / JILA. Jloponmna, B.C.
Wpurtuxosa ; Jloponuna JI. A., Uputukosa B. C. - Mocksa : IOpaiit, 2022. - 233 c. - (Briciiee
obpaso-Banme). - URL: https://urait.ru/bcode/489555

3. PoxusToBckas, U. P. lokyMeHTaniuoHHOe oOecnieueHue : yueoHoe nmocodoue / U. P.
Po:xusiToBckasi. — CumdeponoJib : YHUBEPCUTET SKOHOMHUKH U yrpasieHus, 2016. — 104 c.
— Texker : anextponnsiii // I{udposoit obpazoBarensubiii pecypc IPR SMART : [caiit]. —
URL.: https://www.iprbookshop.ru/73265.html
Y4eOHO-MeTOAMYECKAS:

1. Epmumuna O. @. JlokyMeHTAlHOHHOE o0ecrieyeHne AesITeJTbHOCTH OpraHu3anuii
. METOJMYECKUE YKa3aHHs ISl CAMOCTOSTEILHOW pabOThl CTyAeHTOB crneruanbHocTr 38.05.01
«IKoHOMHUYECKass Oe30macHOCThY Bcex (popm oOyuenust / O. @. Epmummuna ; YipsH. roc. yH-T,
Nu-T »KkoHOMMKM W OwmsHeca. - 2024. - HeonyOmukoBanHbii pecype. - URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/15894. - Peskum mocryma: ObC Yal'V. - Tekcr :
3JIEKTPOHHBIMN.

I'naBHBIN OUOIHOTEKADD /| Tomocoa M.H. / W / 06.06.2024

JIOJDKHOCTB COTPYIHUKA HAy4HOH GHOIMOTEKH DUO MOJIITUChH ara

0) IlporpamMmMHoOe o0ecrieyenmne

¢ Onmnepanuonnas cucreMa Windows;
e [laker oducHbix nporpamm Microsoft Office.

B) IIpodeccnonanbubie 6a3pl JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBI:
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IIpuioxenne 2

6) porpammuoe obecnevenne —
e Onepannonnas cuctema Windows;
o [laker opucHrx nporpamm Microsoft Office.

B) Mpodeccuonaannnie 6ainl TANALIX, HHHOPMALHOHHO-CIPABOYHELIE CHCTEMBI
1. JaeKTpoHHO-OHbAHOTe Y HBIE CHCTEMBIL:
1.1. Ilndporoii obpazosaremsasii pecype IPRsmart : snexTtponHo-Ouban0TeYHAA CHCTEMA :

cait / 000 Komnauus «AR Ilm Ap Meanar. - Caparos. [2024]. - URL:
http://www.iprbookshop.ru. — Pemxum noctyna: ans 3aperucTpp. noiassosateneit. - Texcr
AMCKTPOHHBIH.

1.2. Obpatopatensnas nnardopma MOPAWT : obpasosatemnumii pecypc. 3neKTpOHHas
Gnémmorexa - caitt / 000 Iaextponnoe wiaarenscrso «KOPAWT». — Mocksa, [2024]. - URL:
hittps:/‘urait.ru . — PexnuM 20CTYNA: UIR 338PETHCTPHP. NOAL30BaTERCH. - TEKCT © 3/1eKTPOHHBIH.

1.3. basza nanHsIx «Dnextponxas Oubamorexa texsmueckoro BY3a (2bC «Koncynsraur
CTYJCHTA») © EKTPoHHO-OROIHOTEYHas cHcTema : cailt | 000 «Ilomatexpecype». — Mocksa,
[2024]. — URL: https:/www.studentlibrary.rw/cgi-bin'mb4x. — Peaum Aoctyna: Ans 3aperucTpup.
nojb3oBareneii. — TeKcT : WIeKTPOHHEIH.

1.4. OBC Jlans : ynexTponno-OuGanoTednas cuctema : caift / 000 3bC «Jlaubn». — CankT-
MerepGypr. [2024]. — URL: https/clanbook.com. — Pexum jgoctyna: aas 3apermcTpHp.
noab3osareiei. — TexeT | MMEeKTPOHHRIH.

1.5. 9bC Znanium.com : anekTpoHO-OrOAHOTEYRas crcTema : caiT / 000 «3HaHHyM». -
Mocksa. [2024]. - URL: http:/znanium.com . — PexuM aoctyna : s 3aperHCTpHp.
N0/Ib30BaTeNeH. - TeKCT : MIeKTPOHHbIH.

2. KoncyastanrlLuoc [Daextponunii pecype|: cnpasousas npasosas cucrema. /| 000
«Koncynsrant [nocy - InekTpon. nas. - Mockea : Koncyasrantl Luoc, [2024].

3. eLIBRARY.RU: nay4ynas anextponsas OwGmworexka : caimtr /| OO0 «Hayunas
Dnextponnas buGanorexkan. — Mocksa. [2024]. — URL: hup:/elibrary.ru. — Peaum noctyna : s
ARTOPH3. TIO/Th30BaTeNeH. — TeKCT : 2IeKTPOHHEI

4. Mepepanvuan rocylapersennas mndopmanmonnas cucrema «Hanmomaiannan
2ieKkTponsas bubanorexa» : snexTponsas Oubmmorexa : caitt | @IBY PI'b. — Mocksa, [2024]. -
URL: https://u36.pd. — Pexnum 1ocTyna : a1s noab3osaresied sayynon Oubamorexu. — Texcr :
ICKTPOBHBIH.

5. Poccriickoe obpazosanne - deneparenniii nopran | yupeanreas OIAY «OULTO». —
URL: http://www.edu.ru. — TekcT : 23eKTPOHHBIN.

6. JaexrTponnan Gubamoreunas cucrema Yal'y : moxyae «DaexTponsas Gubinorexar
ABUC Mera-TTPO / 000 «/lara xcnpeccr. — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexum
A0CTYNA : 1A NoAb30BaTeNel HaydHo# OHOMHOTEXH. — TEKCT © 3ICKTPOHHLINA.
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