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1. Ilepeyens NJIaHNPYyeMBbIX Pe3yJIbTATOB 00yUYeHUsI 1O JUCIUIIMHE
(MOyJ110), COOTHECEHHBIX € IVIAHUPYEMbIMHU Pe3yJIbTATAMHU O0CBOEHHS
o0pa3oBaTe/IbHOI MPOrPaMMBbI

[Ipotiecc u3ydeHus: JaHHON MUCHUILUIMHBI (MOJYJis) HaNpaBieH Ha (Gopmu-
POBaHHE CIIEAYIOIINX KOMIIETEHIMIA U UHAUKATOPOB UX JOCTUKEHUS, a TAKKE pe-
3yJIHTAaTOB O0yUCHHSI, COOTHECECHHBIX C HHIUKATOPAMHU JOCTIKCHUSI KOMIIETSHITHI:

Koa v HauMmeHoBaHue

Koabl 1 nHAMKaTOpPHI

Koab! u pe3yabTarsl 00y4eHust

KOMIIeTeHIN JOCTHKeHUSI KOMIIeTeHIu i
YK-11. Cnocoben ¢op- | YK-11.1. Hnentudpumupyer | PO3 YK-11.1:
MUpOBaTh  HETEPIIMMOE | KOPPYIIIMOHHOE TTOBEACHHE. - 3HaTh OCHOBHBIE HOPMAaTHBHO-

OTHOIIEHUE K KOPPYILH-
OHHOMY IIOBEACHUIO.

IIPaBOBBIE JOKYMEHTHI 110 IIPOTH-
BOJICUCTBUIO KOPPYIIIUH.

YK-11.2. BeisiBusier mpooie-
MBI, CBSI3aHHBIC C KOPPYIIIIH-
OHHBIM TIOBEJICHUEM.

POV VK-11.2:

- YMeTb MPUMEHSITh OCHOBHBIE HOP-
MaTHBHO-TIPABOBBIE JIOKYMEHTBI IO
MIPOTHUBOJICHCTBUIO KOPPYIIIHH.

VK-11.3. ®opmupyer HeTep-
IIUMO€ OTHOILEHHE K KOppyI-
LIUOHHOMY ITOBEICHUIO.

POB YK-11.3:

- BIAACTh CIIOCOOHOCTHIO (HhOpMHU-
pOBaTh HETEPIIUMOE OTHOIICHHE K
KOPPYIIIMOHHOMY TTOBEJICHUIO.

IK-8. Ywmeer
OpraHHU30BBIBATH
KOHCYJIbTAlUOHHYTO
pabory c

MoJipa3esiecHusiMUA OaHKa ¢
IETBI0 MPEIBAPUTEIIBHOTO

COIIPOBOXKICHHUS
JEATETLHOCTH o
UIIOTEYHOMY
KpPEAUTOBAHUIO, OKa3bIBAThH
KJ'II/IGHTy IIOMOIIIb B
moadbope  ONTUMAJILHOTO
BapI/IaHTa HUITOTCYHOI'O
KpEJUTa B COOTBETCTBUU C
BBISIBJICHHBIMU
MOTPEOHOCTSMH.

IIK-8.1. IIpoBOOUT KOHCYJIb-
TaIIMOHHYIO PaboTy ¢ moapas-
NEIEHUsAMU 0OaHKa C IEIbIo
MPEeIBAPUTENILHOTO  COMpO-
BOXKJICHUSI JCSITENLHOCTH TIO
UIMIOTEYHOMY KPEIUTOBAHUIO.

PO3 IIK-8.1:

- 3HaTh KOHCYJbTAIMOHHYIO pabo-
Ty C ToJpa3ielieHusMU OaHKa ¢
IIEJTBIO TIPEIBAPUTEIILHOTO COIPO-
BOXKIEHHS NESATEIHHOCTH 110 HIIO-
TEYHOMY KPEJIUTOBAHHMIO.

[1K-8.2. Amnamusupyer ¢u-
HAHCOBOE TIOJIOKCHUE 3acM-
KA " TEXHUKO-
HKOHOMUYECKOEe 00OCHOBaHHE
KpenuTa.

POV IIK- 8.2:

- yMeTh OpPraHW30BBIBATH KOH-
CYJIbTAllMOHHYIO PAabOTy C TMOA-
pazneneHusMH OaHKa C IIEJbIO
MPEIBAPUTEIILHOTO  COMPOBOXKIC-
HHS JEATEIBHOCTH I10 HMIIOTEYHO-
MY KPEJIUTOBAHHUIO.

IIK-8.3. Oxka3piBaeT coueu-
CTBHE B MOJ0OOpE ONTHUMAIIb-
HOTO BapHaHTa WIIOTEYHOTO
KpeiuTa B COOTBETCTBUHU C
BBISIBJICHHBIMH TTOTPEOHOCTS-
MH.

POB IIK-8.3:
- BIIQJICTh HABBIKAMU OPTaHU3AIUU
KOHCYJBTallMOHHON  paboThl ¢

Mo/Ipa3eNiecHus MU OaHKa C LEJIbI0
MIPEIBAPUTEIILHOTO  COMPOBOXKIE-
HUS JIESITEIbBHOCTU IO HUIIOTEYHO-
MY KPEIUTOBAHHUIO.

2. MecToO y4eOHOH AUCHUIIMHBI (MOAYJIfA) B CTPYKTYype 00pa3oBaTe/IbHOM

NpOrpaMMBbl

b1.B.11 JlucumumnuHa «Jlemonpon3BOACTBO» OTHOCHUTCS K 00s3aTEIbHBIM
JUCUUILIMHAM 4acTd, GOpMUPYEMON y4aCTHUKaMHU 00pa30BaTEeNIbHbIX OTHOIICHUN
nporpaMmbl OakanaBpuara 1o HampapieHuro noarotoBku 38.03.01 DxoHomuka.

[Iponecc n3ydyeHUs QUCHUILUIMHBI CTPOMTCA HA OCHOBE 3HAHUN U YMEHUI,
paHee MoJTYy4YEHHBIX 00yUYaloIUMUCS B XOA€ OCBOCHHS psifia Pa3esioB CIETYIOIINX
npeamecTByomux amciuiuine: «Mudopmatuka», «9THKa U KylbTypa ylpaBlie-
HUs», «KOMIIBIOTEpHBIE CUCTEMBI U CETH.
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N3yyeHnne MUCHUILIMHBI «J]eTonpon3BoICTBO» SBIIIETCS 0a30i I M3yde-
HUS CICIYIOIMX TUCHHIUINH: «Pa3paboTka yrpaBieHYECKOTO pemieHus», «l ocy-
JTApPCTBEHHOE PETYIMPOBAHUE YIKOHOMHKNY, «I ocymapcTBeHHas ciryx0a B Poccwuii-
CKOM (eaeparum.

Lenvio W3ydeHHUS AMCIUIUIMHBI SBIISCTCS TPHOOPETCHHE OOYYarOIIMMHUCS
TEOPETHYECKHUX U MPAKTHUYCCKUX 3HAHMHK K 0()OPMIICHHIO M COCTABJICHHIO OPTaHM-
3aIIMOHHO-PACTIOPSAAUTENBHBIX JOKYMEHTOB Kak 0a30BOMY TPOIIECCY B pean3a-
IIUU BCEX YMPABICHYECKUX (HYHKITHM.

3aoauu u3y4eHus: JUCUUILIAHBIL:

- TTIO3HAKOMHTH 00YYAIONIUXCS ¢ CUCTEMOM COBPEMEHHOTO TOCYAapCTBEHHO-
TO PEryJIupOBaHUS IEIOTPOU3BOJICTBA,

- U3Y4YUTh OCOOCHHOCTU O(POPMIICHUS PA3IMIHBIX BUOB IOKYMEHTOB JIEJIO-
BOI'0 OOIICHUS;

- BBIpA0OTATh MPAKTHUCCKUE HABBIKU JUTSI ODOPMIICHHUS;

- OpPTraHM3aIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB M HAMHMCAHUS JCIIOBBIX
IIHACEM.

3. O0beM qMCHMIIIMHBI (MOAYJIS1) B 3a4€THBIX €JMHUIIAX ¢ YKA3aHHUEM
KOJINYEeCTBA aKAJeMUYeCKUX WIH ACTPOHOMHYECKHUX YACOB, BbIIeJI€HHbIX Ha
KOHTAKTHYI0 padoTy 00y4awIuuxcs ¢ npemnojaanaresieM (1Mo BUIamM y4eOHbIX

3aHATHI) 1 HA CAMOCTOSITEJIbHYIO Pa00oTy 00y4YaroImMnXcs

OO6m1ast TpPy10eMKOCTh (00bEM) AUCIUIUIMHBI (MOYJIS1) COCTABIsIET 3 3a4eT-
Hble eguHunbl (3E), 108 akageMuyeckux 4acos.

BHb1 yueGHoi pagoThI ouHast (opma | 0OuHO-3a0uUHas |3a0uHast popma
oOy4eHus oOy4eHus oOy4eHus

O0mast Tpy10eMKOCTh JUCUMILIMHBI (B Yacax) 108 108 108
AynuTopHasi padora (B 4acax): 48 34 10
Ulexmmm (J1) 24 14 4
[Mpaktuueckue 3ansaTus (I13) 24 20 6
CamocrosteabHas padora (CP) (B yacax): 60 74 94
KonTpoan - - 4
@dopmMa MTOrOBOr0 KOHTPOJIS N0 JUCIHUIITIHHE 3auet 3auet 3a4yet

4. Conep:xxanmne IMCHUILVIMHBI (MOIYJIs1), CTPYKTYPHMPOBAHHOE 110 TeMaM
(pa3nesiam) ¢ ykazaHueM OTBeJIE€HHOI0 HA HUX KOJIMY€eCTBA aKaJeMHUYeCKUX
WIH ACTPOHOMMYECKHUX YACOB M BU/IOB Y4€OHBIX 3aHATHI

Ounas ¢popma o0yueHust

Bunapt yue6HO# paboThl 1
TPYTOEMKOCTH (B Yacax)

HaumenoBanue pa3zeinoB U TeM KonrakTHas OrneHOYHBIE Pesynbratel
< Oouiee
(Moyneit) pabota cpencTBa o0y4eHus
K-BO 1 CP
4acoB crol g m3
JacoB
Tema 1. BBenenue B meIOMPON3BOA- 10 4 21216 [IpakTnueckas PO3 VK-11.1
cTBO. OCHOBHEIC MTOHSITHS U TCPMUHEI. pabota
Tema 2. Vctopus pa3BUTHUS AEIONPO- 10 4 > 1216 [IpakTuueckas PO3 TIK-8.1
H3BOJICTBA. pabora
Tema 3. CoBpeMeHHOE TOCYIapCTBEH- 10 4 2 1216 [IpakTraeckas POY VK-11.2
HOE€ Pa3BUTHE JICIONPOU3BOJICTRA. pabota




Tema 4. IlpaBuna cocTaBieHUs H 10 4 2 1216 Pedpepar PO3 TIK-8.1
o(OopMIICHHUS JTOKYMEHTOB.
Tewa 5. Oprammsawiomrio-| o | 4 | 5 | 5|6 | Pepepar | POBYK-11.3
pacmopsAUTENbHBIE TOKYMEHTHI.
Tewa 6. Cucrema wnpopmatmonso- | 4 | 2 12]6| Pepepar | POYIIK-82
CIIPaBOYHOMN JOKYMEHTALUM.
Tewma 7. City>xeOHas eperucka. 12 6 4 |26 Pedepar POV IIK-8.2
Tema 8. JIOKyMEHTHI IO JINYHOMY CO-
ctaBy. CocCTaBlIeHHE JHYHBIX JIOKY- 12 6 2 14]6 Pegepat POB IIK-8.3
MEHTOB.
Tema 9. Opranuzanust pabOTHI C J0-
12 6 2 1416 Pedepar POV IIK-8.2
KYMEHTaMH.
Tema 10. Cncremansauus u Xpane- 12 6 4 2 | 6 | TectupoBanue | POB IIK-8.3
HHE yNPaBJICHUECKUX JIOKYMEHTOB.
Bcero mo kypcy 4acos: 108 48 24 (24|60
OuHo-3204Has popma 00yUyeHUs
Bunapt yue6HO# paboThl 1
TPYZOEMKOCTH (B Hacax)
HaumenoBanue pa3zeinoB U TeM KonTakTHas OrneHOYHBIE Pe3ynbratTel
J Oouiee
(Momymeit) pabora cpencTBa 00y4eHHUs
K-BO CP
4acoB J 113
4acoB
Tema 1. Benenune B ACIIOIPOU3BOI- 11 4 2127 IIpakTrueckas PO3 VK-11.1
cTB0. OCHOBHBIE TIOHSTHUS M TEPMHUHBI. pabota
Tema 2. Wcropust pa3BUTHS IEIOIPO- 10 3 1 | 2| 7 | Ilpaktuueckas PO3 K-S 1
M3BOJICTBA. pabota
Tema 3. CoBpeMeHHOE TOCYNapCTBEH- 10 3 1 1217 [IpakTraeckas POY VK-11.2
HOE pa3BUTHE JEJIONPOU3BOACTRA. pabota
Tema 4. IlpaBuna cocTaBieHUs H 11 4 2127 Pedpepar PO3 TIK-8.1
o opMIIeHHS TOKYMEHTOB.
Tewa 3. Opramsamwiomio-| .y | 3 | | | 5|7 | pepepar | POB VK-113
pacropsAUTeNbHbIE JOKYMEHTHI.
Tewa 6. Cucreva wndopmammonso- | 4o | 3| | | 5| 7| pegepar | POV IK-8.2
CIIPAaBOYHOHN JOKYMEHTALIHM.
Tema 7. City>xeOHas meperucka. 11 3 1 |28 Pedepar POV IIK-8.2
Tema 8. JIOKyMEHTHI IO TUIHOMY CO-
craBy. CocTaBleHHE JIMYHBIX JOKY- 12 4 2 128 Pedepar POB I1K-8.3
MEHTOB.
Tema 9. Opranuzanust pabOTHI C J0-
12 4 2 128 Pedepar POY TIK-8.2
KYMEHTaMH.
Tema 10. Cucremarnsauns u xpase- 11 3 1 | 2 | 8 | Tectupoanue | POB IIK-8.3
HHE yNIPaBJICHYECKUX JIOKYMEHTOB.
Bcero no kypcy 4acos: 108 34 | 14 |20 |74
3aouHasi popma o0yueHHs1
Bunapt yue6HO# paboThl 1
TPYIZOEMKOCTH (B Hacax)
HaumeHnoBanue pa3zieinoB U TeM KonrakTHas OrneHOYHBIE Pesynbratel
J Oouiee
(Momymeit) pabora cpencTBa 00y4eHuUs
K-BO @ CP
4acoB Cerol g1 |3
4acoB
Tema 1. BBenenue B ACIIOIPOU3BOI- 11 ) 1 119 IIpakTrueckas PO3 VK-11.1
cTBO. OCHOBHBIE TIOHSTHS M TEPMHUHBI. pabora
Tema 2. Vcropust pa3BUTHA JENONPO- 9 ) ) _ 19 [IpakTHueckas PO3 TIK-8.1
M3BOJICTBA. pabota
Tema 3. CoBpeMeHHOE TOCYNapCTBEH- 11 2 1 119 [IpakTraeckas POY VK-11.2
HOE pa3BUTHE JEJIONPOU3BOACTRA. pabota




Tema 4. IlpaBuna cocTaBieHUs H 10 | ) 119 Pedpepar PO3 TIK-8.1
o(OopMIICHHUS JTOKYMEHTOB.
Tema 5. Oprammawiomdo- | o | | | ] |9| Ppegepar | POB VK-11.3
pacmopsAUTENbHBIE TOKYMEHTHI.
Tema 6. vCI/ICTeMa MH(POPMAIOHHO- 10 | ) 119 Pedpepar POV TIK-8.2
CIIPaBOYHOMN JOKYMEHTALUM.
Tewma 7. Ciry:xeOHas mepenucka. 11 1 - | 1110 Pedepar POV IIK-8.2
Tema 8. JIOKyMEHTBI IO TUYHOMY CO-
craBy. CocTaBleHHE JIMYHBIX JOKY- 11 1 1 |-1]10 Pedepar POB I1K-8.3
MEHTOB.
Tema 9. Opranuzanust pabOTHI C J0- 10 ) ) - 110 Pedpepar POV TIK-8.2
KYMEHTaMH.
Tewma 10. Cncremarusanus u xpasie- 11 1 1 | - |10 | TectupoBanue | POB ITK-8.3
HHE yNPaBJICHUECKUX JIOKYMEHTOB.
3auer 4

Bcero mo kypcy 4acos: 108 10 4 |6 9%

Conep:xkanue pa3aejioB M TeM JUCHUILUIHHbBI

Tema 1. BBenenue B aesionpou3BoacTso. OCHOBHbIE IOHATHSA W TEPMHUHBI.

[IpenmMer u 3agaum Kypca AeJIONPOU3BOICTBO.

[loHsiTHE «AENOMPOU3BOACTBO», TOKYMEHTAIMOHHOE OOECIedeHHue mAelio-
npousBoacTBay (JOVY). [loustus «undopmanus» U «I10KyMeHT» MecTto U poiib
JIOKYMEHTOB B YIpaBJICHUU. 3HaUeHUE MH(GOPMALUU JJIsl IPUHATUS YIpaBJIeHYe-
CKMX PEILLCHUM.

Bunpl ynpaBnenueckux moKymMeHTOB. [loHATHE «PYHKIIMN TOKYMEHTay, IMO-
IU(PYHKIIMOHATIBHOCTh JOKYMeHTOB. CBoiicTBa mokymeHTOoB. Knaccudukauus mno-
KYMEHTOB.

Tema 2. UcTtopusi pa3BuTHS JeJIONPOU3BOACTBA.

JlenonpousBoAcTBO B JipeBHepycckoM rocynapctse (X-XI). IlpukazHoe ne-
nonpou3BoACTBO. Koimexckoe nenonpou3BocTBO MUHHCTEPCKOE AENONPOU3-
BOJICTBO.

Jlenonpons3BOACTBO B COBETCKUX YUYpExXAeHUsAX. ['ocymapcTBeHHOE aero-
IIPOU3BOJICTBO B COBPEMEHHYIO JIIOXY.

Tema 3. CoBpemMeHHOE rocy1apCcTBEHHOE Pa3BUTHE AeJIONPOU3BOACTBA.

3akoHonaTenbHOe perynupoBanue aenonpousBojactBa. EI'C/] u ocHOBHbIE
ee HanpasieHus. HopMaTuBHO-METOAMYECKOE PErYINPOBAHNUE JEIONPOU3BOACTBA.
['ocynapcTBeHHBIE CTAaHAAPTHI, UX POJIb M 3HAYEHME. THUIIOBAast MHCTPYKLMSA IO Jie-
JIOTIPOU3BOJICTBY B (peiepabHBIX OpraHax MCIOJHUTENbHON BiacTu. [IpaBuna mo
JIENIONPOU3BOACTBY B (eiepalbHbIX OpraHax HCHOJHUTEIbHOW BiacTH. MeToau-
YeCKUE PEKOMEHJAIMHU MO pa3paboTKe MHCTPYKIUI MO JETONPOU3BOACTBY B (e-
JIEpAJIbHBIX OpraHax HCIOJIHUTENbHON BIACTH. YHU(MUUMPOBAHHBIE CUCTEMBI JI0-
KyMeHTauuu. HopMaTruBHBIE TOKYMEHTHI 110 TPYAY U OXPaHE U TpyAa.

Tema 4. IIpaBuia coctaBjieHusi 1 0(popMJIeHUSI TOKYMEHTOB.

®dopmatel Oymaru u nojs. Hymepanus nucros. @opmynsap-obpaszen. Tpedo-
BaHMs K OJlaHKaM JOKYMEHTOB. XapaKTEpPHUCTHKA TOCYJapCTBEHHOTO CTaHIapTa.
«YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAlUU. YHUDUIMPOBAHHAS CHCTEMa Op-
TaHU3AIMOHHO-PACTIOPSAUTENHON JAOKyMeHTalMu. TpeboBaHus K O(OpMIICHUIO
nokymenToB» ['OCT P 6.30 — 2003. IlpaBuna odopmiieHuss JOKYMEHTOB MPHU HC-
IIOJIb30BAHUU TEXHUYECKHUX CPEICTB.




IOpuanueckas cuna nokymeHnrta. FOpuanuecku 3Ha4MMble PEKBU3UTHI.

Tema 5. Oprann3anoHHO-paACIOPSAAUTEIbHbIE JOKYMEHTbI.

Opranu3alimOHHO-NIPABOBbIE JIOKYMEHTHI, UX HAa3HAUEHUE U COJIEp’KaHuE.
OOwume TpeOoBaHUS K OpraHU3allMOHHBIM JTOKyMeHTaM. [IpaBuia cocraBieHue M
o opMIIEHHE OTJENBbHBIX BUJIOB OPTaHNU3aMOHHO-IIPABOBBIX JOKYMEHTOB.

PacnopsinutensHple  JOKyMeHThl. OCOOEHHOCTM MOATOTOBKHM paclopsiin-
TeIbHBIX JOKyYMeHTOB. IloaroroBka u odopmienue mnpukazoB. OcoOEHHOCTH
oopmiieHHs BBINUCKK U3 mpukasa. Crenuduka HamucaHUsl pacmopsKEHH, pe-
LICHHM.

Tema 6. Cucrema nHGOPMAHOHHO-CIIPABOYHOMH JOKYMEHTALINH.

Haznauenne mH(pOpPMAIMOHHO-CTIPABOYHOM JOKYMEHTAIIMM B yIpaBlIeHYE-
CKOM  JIeATEIbHOCTH.  XapaKTepUCTUKA  OCHOBHBIX  BHJOB  CIIPABOYHO-
UH(GOPMAIIMOHHBIX U CIIPAaBOYHO-aHAIUTUYECKUX JOKYMEHTOB.

TpeboBanus Kk cocTaBaeHUO U OPOPMIIEHHIO IPOTOKOJIOB. [TosHbIE U KpaT-
Kue (opMbl IPOTOKONIOB. TpedoBaHust K 0()OPMIIEHUIO aKTOB.

IIpouenypa noaAroToBKH, COCTaBICHUE U OPOPMIIEHHE JTOKIAAHBIX U 00bsC-
HUTEJIbHBIX 3aIIUCOK, CIIPaBOK, 3asIBJICHUN, IPEICTaBICHNUN, IPEUI0OKEHUN U JIp.

Tema 7. CnyxxkeOHasi mepenucka.

IIpaBuia u TpeOoBaHus K nea0BOMy mucbMy. COBOKYMHOCTb PEKBHU3UTOB
o(pHUIMATBEHOTO MUChbMA U MpaBWiIa UX O0GOpMIICHHS. S3bIKU CTHIIb O(PHUIIMATBHBIX
nuceM. CTpyKTypa muchbMa. ITUKET B ACIIOBOM nepenucke. OCHOBHBIE TPeOOBaHUS
K TEKCTy ciy>keOHoro mucbMa. OTAenbHble BUIBI THCeM (MHPOPMAIMOHHOE, Ta-
paHTUITHOE, MUCbMO-OTBET, MMCbMO-3aPOC, CONPOBOIUTEIBHOE MUCHMO).

MexnayHnaponHas nepenucka. CTpyKTypa U CMBICIOBBIE YacTU IHCbMA.
Ctunb TeKCTOB U 0(hopMIIEHHUE JIEJI0BOTO MHChMA.

Tema 8. lokyMeHTBI 0 TU4YHOMY cocTaBy. CocTaBjieHue JHYHBIX J0-
KYMEHTOB.

CocTaB 1 BUIbI JOKYMEHTAllMU IO JMUYHOMY COCTaBy. YHHU(PULIHUPOBAHHbBIE
(OpMBbI TOKYMEHTOB.

ITpuxas. Odgopmnenue npuéma Ha padoty. IlepeBox Ha apyryro paboTy.
ITpenocraBienue otmycka. YBOJbHEHHE ¢ paboThl. COCTaBICHUE JUYHBIX JOKY-
MEHTOB.

Tema 9. Opranusanus padoTbl ¢ JOKYMEHTAMM.

[Tonstue «moxymentoobopotay. [IpaBuna opranuzanuu JOKYMEHTOOOOPO-
Ta. Y4ueT o0beMa TOKyMEeHTOo00opoTa. OCHOBHBIE 3Tallbl U MPUHIUIBI PaOOTHI C
BXOJAIIMMH, UCXOIAIIMMU U BHYTPEHHUMU JTOKYMEHTAMH.

[IpaBuna perucTpauvv U UHAEKCAUUUA JOKYMEHTOB. DOpMBI pEruCTparii.
KOHTpOJIb MCIIOJIHEHUSI TOKYMEHTOB.

Tema 10. CuctemaTn3zanusi M1 XpaHeHHe YIPABJICHYECKUX JOKYMEHTOB.

[TonsiTue «HOMEHKJIAaTypa Jei», BUABl HOMEHKJIATyphl nen. TpedoBaHus,
IpEIbSABISIEMBbIE K COCTaBJIEHUIO HOMEHKIIATYPBI JEI.

dopmupoBaHue €1 B opraiusanuu. TpedoBaHus K pOpMUPOBAHUIO AEIL.

DKcnepTu3a LEHHOCTH JTIOKYMEHTOB. TpeOoBaHMs, NpEeabsBIsSIEMbIE K Opra-
HU3alUU U IPOBEICHUIO IKCIIEPTU3bI LEHHOCTU JOKYMEHTOB.



5. IlepeyeHb y4eOHO-METOANYECKOT0 00ecriedeHus I CAMOCTOATEILHOM
padoThI 00y4AKOIIMXCS MO0 JUCHHUIINHE (MOXYJIIO)

CamocrosiTenbHas padoTa 00y4YaroImUXCsl BKIIOYAET CIEAYIONIe (OPMBI:

- ayJUTOpHAas CaMOCTOsITENIbHAs paboTa;

- BHEayIUTOpHAsi CaMOCTOsITEbHAsl paboTa (KOHCIIEKTUPOBaHKe, pedepupo-
BaHUE JIUTEPATyphl, 10KIa1, pedepaT, KOHTpoJIbHAs paboTa);

- TBOpUYECKas, B TOM YHCJIe HAYYHO-UCCIIe0BaTeNbCKas paboTa.

AynutopHas camocTosITeNbHas paboTa oOydaroImUXcsl MO JAaHHOW TUCIH-
IJIMHE NIPEyCMaTPUBAET:

- paboTy Ha JICKITUH;

- paboOTy Ha IPAKTHYECKUX U CEMUHAPCKUX 3aHATUSX;

- BBITIOJIHEHUE CAMOCTOSITENIFHBIX paboT;

- BBITIOJTHEHUE KOHTPOJIBHBIX U MPAKTUYECKUX PAOOT;

- pelIeHME 3a]1a4 TEOPETUUECKON 1 MTPAKTUUYECKON HAIPaBICHHOCTH;

- paboTy CO CIPaBOYHON, METOJUYECKOM U HAYYHOH JTUTEPATypOH;

- pElIEHNE KEUCOB, IETOBBIX UIP.

OCHOBHBIMHU BUJIAMU CaMOCTOSITEIBLHOW pabOThl 00YyYaIOIIUXCS MPU U3y4e-
HUW JTaHHOW TUCLUIUINHBI SIBJISFOTCS:

- IIOATOTOBKA K ayJUTOPHBIM 3aHATUSAM M BBINOJHEHHUE 3aJaHUM Pa3HOTO
YPOBHS CIIO)KHOCTH: K MPOOJIEMHBIM JIEKLIUAM, CEMHHApaM, TUCKYCCHIM, KOJIO-
KBUyMaM U T.IL.;

- U3y4YEHHUE OTIENbHBIX TEM WJIM BOMPOCOB Y4€OHOW NMCIUIUIMHBI, COCTaB-
JIEHE KOHCIIEKTOB, CAMOKOHTPOJIb 3HAHWH;

- BBITMIOJTHEHHE KOHTPOJIBHBIX PabOT, KOHTPOJBHBIX TOMAIIHUX paboT, TBOP-
YeCKHUX 3aJIaHUi;

- MOJArOTOBKa JIOKJIAJ0B, COOOIIEeHU, pedepaToB, 3cce, Mpe3eHTalul, pe-
3I0M€ U T.[1.;

- BBIIIOJHEHHWE TECTOBBIX 3aJaHUM C UCIOJIb30BAHUEM HWHTEPHET-
TPEHAXKEPOB;

- IOJIFOTOBKA K YYaCTHIO B HAYYHBIX U HAyYHO-MIPAKTUYECKUX KOH(PEPEHIIH-
X U CEMUHapax.

OOyyaroruiecs: BBIMONTHSIIOT 33JaHUsI, CAMOCTOSTEIbHO 00paImiasch K ydeo-
HOM, CIIPaBOYHOW M OPWIMHAJIBHOM Jreparype. [IpoBepka BbINOIHEHUS 33a1aHAN
OLICHUBAETCS Ha MPAKTUYECKUX 3aHATHUSAX C MOMOIIbIO YCTHBIX BBICTYIUIEHUH 00Y-
YAIOIIUXCS U MX KOJUIEKTUBHOTO OOCYKIEHHSI CTYICHUECKOM SKCIIEPTHOM IPYTIOi.

Baxxnoit popmoit opranuzanuu yaeOHOM AeSTEIHHOCTH OaKaTaBpOB SBISET-
Csl MPOBECHUE 3aHATUS B PEKUME KOH(PEPEHIIUHU C JOKJIagaMu 0akaJaBpOB U BO-
IpocaMy ayJIUTOPUU C MOCIEAYIOIIMMHA PEKOMEHIAMUSAMHA CO CTOPOHBI IIPENoaa-
BaTEJIA.

OnHuM U3 BUAOB CAMOCTOSITEILHOM paboThl OakanaBpOB SIBJISETCA HarKca-
HUE TBOpUYECKOU padoThl (pedepaTa) Mo 3aJaHHOM HJIM COTJIACOBAHHOM C Mpernoaa-
BaTEJIEM TEME.

B nensx opranuzanuy akTUBHOM M Pe3yJIbTaTUBHOM CaMOCTOSITENIbHON pabo-
el HY BO «UI'A» pasmeniaer Ha caiiTe HEOOXOAUMbIE YU€OHbIE U METOIUYECKHE
MaTepHualibl: paboyas MporpaMMa JUCIUILIMHBI, KOHTPOJIbHBIC 33aJaHUs, CLIEHApUU

3anaTuid. [IpemycMoTpen BeOuHap 1o OCHOBHOM MPOOJIeMaTHKE AUCIIUTLTUHBI.
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Uy BO «MUTI'A» npenocTaBisieT 2JIEKTPOHHBIE Y4eOHO-METOAMYECKUE MaTe-
pHUabl JUIsl CAMOCTOSTENBHOM pabOThI MO JUCHUILIIMHE B peKUMeE e-learning.

JIJist CaMOKOHTPOJISl TAK)Ke MpeaiaraeTcsi 3JeKTPOHHOE KPOCC-TECTUPOBAHUE
1O TUCUHUILIINHE.

PekomeH10BaHO 00y4YarOMMMCS apXUBUPOBAHUE B AJIEKTPOHHOM MOPTEO-
JMO0 OTpabOTaHHBIX (MU OTKOPPEKTUPOBAHHBIX MPU HEOOXOJUMOCTH) BHIMOTHEHHBIX
3aganuil. CTpykTypa noptdonno 3agaeTcst 00y4JaronmMcsi CaMOCTOSTEIbHO B BUJIE
UHAMBHUAYyaIbHON 00pa3zoBaTeNbHON TpaekTopuu. OTNpaBHBIM ITYHKTOM 3/€Ch
CIIY>)KUT paHHssI MpodeccnoHallbHas OPUEHTALUS B TEMATUKE JUILIOMHOTO MPOEK-
TUPOBaHHUA B paMKaX OCBaMBaeMOM BaMH 00pa3zoBaTenbHON mporpammbl. Crocoo-
CTBYET TaK)X€ y4yacTHE B CTYICHUECKON HccienoBaTeNbckoi mporpamme «Oma-
PEHHBIN PEOCHOK.

CamocTtosTenbHass pabora (opMUPYET TBOPYECKYI0 aKTUBHOCTH 00ydYaro-
HIUXCS, TPEJICTABIEHUE O CBOUX HAYYHBIX U COLUAIBHBIX BO3MOKHOCTSX, CIIOCO0-
HOCTb BBIUJICHSITh TJIABHOE, COBEPILIEHCTBYET PUEMBI 0000IIEHHOTO MBILIJICHUSI.

Memoouueckue ykazanus K ogpopmieHuro pazuvlx popm omuyemuocmu no
camocmosmenbHol pabome

1. Dcce — HebobIIas IO 00bEMY CaMOCTOATENbHAS MMCbMEHHAsI paboTa Ha
TEMy, MPEJI0OKEHHYIO MpPENnojiaBaresieM COOTBETCTBYIOIICH aucuMIuiMHbL. Llenb
3CCE COCTOUT B PA3BUTUHM HABBIKOB CAMOCTOSITEILHOTO TBOPYECKOTO MBIILICHUS U
MUCHMEHHOTO M3JI0KEHHUSI COOCTBEHHBIX YMO3aKIIOUeHHI. Jcce — CPeCTBO, M03-
BOJIAIOIIEE OLICHUTh YMEHHE OOYYaroIlerocs MUCbMEHHO H3jaraTh CyTh IOCTaB-
JICHHOW MPOOJEeMbl, CAMOCTOSTENBHO MPOBOJUTH AHAIM3 3TOW MPOOJIEMBI C HC-
MOJIb30BAaHMEM KOHLICTIIMN M aHAIUTUYECKOTO MHCTPYMEHTAPHUS COOTBETCTBYIO-
e TUCIUIUINHBI, JeNaTh BBIBOJBI, 0000IIAONINE aBTOPCKYIO MO3UIIMIO IO TO-
CTaBJICHHOW mpoobIieMe.

Dcce N0HKHO COJIEpPKaTh YETKOE M3JIOKEHUE CYTH MOCTaBIECHHOM mpoosie-
MBI, BKJIIOYaTh CAMOCTOSTEIBHO MPOBEACHHBIA aHATIN3 ATOW MPOOJIEMBI C UCIIOJIb-
30BaHUEM KOHUENIUNA W aHAIUTHYECKOTO HMHCTPYMEHTApHs COOTBETCTBYIOLIEH
JUCUUIUIMHBI, BBIBOJbI, 0000IIAIOIINE ABTOPCKYIO MO3UILHMIO MO TMOCTaBICHHOU
npobieme. B 3aBUCMMOCTH OT crieliM(UKHA TUCHUTUIMHBI (POPMBI ACCE MOTYT 3Ha-
YUTENbHO AU(depeHIupoBaThCcsi. B HEKOTOPBIX CiIydasix 3TO MOXKET ObITh aHAIH3
coOpaHHBIX O00Y4YaIOIIMMCs KOHKPETHBIX JaHHBIX MO H3ydaeMoil mpolieme, aHa-
JN3 MaTepHaioB W3 CPEACTB MAacCOBOW WMH(MOpMaIuu, moapoOHbIi pa3dop mpea-
JIOKEHHOW MpemnoaBaTesieM npoOjaemMbl ¢ pa3BEPHYTHIMU MOSCHEHUSMU U aHAJH-
30M MPUMEPOB, WILTIOCTPUPYIOMINX U3ydYaeMyto IpoodIeMy U T.J.

Dcce OLIEHMBAIOTCS MPENoJaBaTeeM JUCIUILIMHEI M0 IBYX0alIbHOH IIKase
(3a4TE€HO/HE3aUTEeHO) M XpaHATCS Ha Kadeape A0 MPOMEKYTOYHOIO KOHTPOJIS IO
JTUCIUTLINHE.

CtpykTypa 3cce:

1. TuTynbHBIN JTUCT.

2. IInan.

3. Beenenue ¢ 000CHOBaHHEM BHIOOpPA TEMBI.

4. TekcTOBOE M3JIOKEHUE MaTeprasa (OCHOBHAS YacCTh).

5. 3akiIroueHue ¢ BBIBOJIAMH T10 BCel pabore.

6. CIMCOK MCIOJIb30BAaHHOW JTUTEPATYPHI.

2. Jloxknao, peghepam.
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Jloknao — BUJ caMOCTOSITENBHOM pabOThl, UCMOIB3YETCAd B YUYEOHBIX U BHE-
KJIACCHBIX 3aHSTUSIX, CIIOCOOCTBYET (POPMUPOBAHUIO HABBIKOB HCCIIEI0BATENbCKON
paboThI, pacIMpsET MO3HABATEIbHBIE MHTEPECHI, IPUYYAET MPAKTUUECKH MBICITUTH.
[Ipu HamMcanuu OOKJIaJa MO 3a/JlaHHOM TeMe CIeAyeT COCTaBUTH IUIaH, MOA00paTh
OCHOBHbIE UCTOYHUKHU. PaboTas ¢ MCTOYHHKAMHU, CJIEyeT CUCTEMaTU3UPOBaTh IO-
Jy4eHHbIE CBEJICHUS, CAeNaTh BBIBO/BI U 00001eHus. K qokiiany nmo kpynHoi teme
NPUBJIEKAETCS HECKOJIBKO OOYYAIOMIMXCS, MEXIY KOTOPBIMH PACIPENEesIOTCS BO-
IPOCHI BBICTYIUIEHUS. B ydeOHBIX 3aBeIeHUIX TOKIabl COACPKATENbHO MPAKTUYe-
CKU HHYEM HE OTIMYAIOTCS OT pedepaToB U SIBIAIOTCS 3a4ETHOM pabOTOil.

Peghepam — hopma nucbMeHHON pabOThI, KOTOPYIO PEKOMEHIYETCS IpUMe-
HSTH NPU OCBOCHUH BAapPHATHUBHBIX (MPOPUIBbHBIX) IUCHUIUIMH TPOodecCHOHATBHO-
ro mukia. Kak mpaBuno, pedepar mpencraBisieT coO00i KpaTKoe H3JI0XKEHHE CO-
JiepKaHUsl HAYYHBIX TPYIOB, TUTEPATYPHI 1O ONPEAeICHHON HAyYHOU TeMe.

Temy pedepara oOydaronyecss BHIOMPAIOT MO kenanuto. OCHOBHOM KpuTe-
puii BBIOOpa — yueOHO-HaYyYHbIN U TTpo¢deCCUOHANIBHBIN HHTEPEC 00yJaroerocs.

[]envy Hanucanus — 6oJee ryOOKUM YpOBEHb OCBOEHHUS TEMATHUKH JTUCIIHU-
winHbl. OOy4aroniemMycs Npyu HanmucaHUuu pedepara NpesICTOUT CTaTh MUCCIIeI0Ba-
TeJeM, B3IJISIHYTh Ha MPOOJIEMY CaMOCTOSITENIbHO U, MOXKET ObITh, OOHAPYKUTb,
OTKPBITH JIs ce0sl TO, UTO OCTABAIOCH PaHEe HE3aMEUEHHBIM.

Cmpyxmypa pedepara BKIIOUAET CIEAYIONINE KOMIOHEHTHI:

- TUTYJIbHBIN JIUCT;

- COJIEpP)KAHHUE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh;

- 3aKJIIOYEHUE;

- TepeyueHb UCTOIB30BaHHOM JTUTEPATYPHI;

- -MIPUJIOKEHUS.

Bo 6sedenuu 000CHOBBIBAETCS aKTYaJbHOCTh BHIOPAHHOM TEMBI W JIMYHBIM
MHTEpEC aBTOpa K TEME.

B ocrosHoti yacmu HeoO0X0IMMO OCBETUTD TE€ WM UHBIE CTOPOHBI TPOOJIEMBI.
Marepuan OCHOBHOM 4acTH peKOMEHJyeTcsl uznaratb B (popme naparpados. Bha-
yaJie U3J1araeTcsi TCOPETUUECKUI MaTepuall: OMUCHIBAIOTCS paboyre TEPMHUHBI, pac-
CMaTPUBAIOTCSI MUMEIOIIMECS B HAYYHOM JIMTEPAType TEOPETUYECKUE KOHIIETILIHH,
Ba)KHBIE TOJIOKEHUSI, aCTIEKThl. 3aTeM NPUBOAATCSA (PaKTHMUYECKHE JAAHHBIE: HAOIIO-
JICHUS CTICUAIIMCTOB, HaOII0AeHNs1 00yJaronierocs. XopoIo, eclii yIacTcs KpUTH-
YEeCKH MMPOAHAIM3UPOBATH U COTIOCTABUTH TEOPETUUECKHE U (PAKTUUECKUE JTAHHBIE.

B saxnmouenuu GopmynupyroTcsi BBIBOIBI, A€TCS OLIEHKA MPOBEACHHOTO
aHalIM3a, U3y4eHHOr0 MaTepuaia.

Peghepam ogpopmnsemcs Ha snaexTpoHHOM HOcutene, mpudt Times New
Roman, pasmep — 14 pt, nmoss no 2 cM. ¢ Kaxaou ctoponsl. Oobem — 10-12 cp.
Hywmepanus — no nentpy BHU3Y. CHCOK MCIOIb30BAHHBIX UICTOYHUKOB COCTABIISI-
eTcs B ajipaBUTHOM MOpsKE MeToaoM Oubamorpaduyeckoro onucanus mo 'OC-
Ty. B cnyuae ucnonb3oBaHus matepuanoB MHTepHET HEOOXOAMMO YKa3bIBaTh
AJIEKTPOHHBIE CalThl. B TekcTe pedepaTa B ciiydae UCMONIb30BAHUSA [IUTAT HEOOXO-
JUMO JIeJIaThb CHOCKHM C yKa3aHueM OuOnMorpaguueckux JaHHBIX U COOTBETCTBY-
folIeil cTpaHuibl. TUTYIBHBIN JTUCT 0OPMIISIETCSI B COOTBETCTBUU C 0Opa3liamu,

MPEIOCTaBIIEMbIMU Ka(eapoi.
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3. Iloocomoexa unghopmayuonno2o coooueHus.

OTO BUA BHEAYIUTOPHOW CaMOCTOSATEIHHOW pabOTHl MO TOATOTOBKE He-
00JBIIIOTO 1O 00bEMY YCTHOTO COOOIICHWMSI /IS O3BYUYHMBaHUS Ha CEMUHApE, Mpak-
tudeckoM 3aHaTUU. CoobOlmaeMass MHGOpMAIUs HOCUT XapaKTep YTOYHEHHUS WIH
0000111eHNs, HECET HOBU3HY, OTPaKaeT COBPEMEHHBIN B3TJIS MO ONpEAeSICHHBIM
npobJiemMam.

Coo01ieHne oTaMyaeTcsi OT AOKIAI0B U pedeparoB HE TOIBKO 0OBEMOM HH-
dbopmarmu, HO 1 €€ XapaKTepOM — COOOIIEHHS TOTOTHSIIOT U3ydaeMbIid BOIIPOC (hak-
TUYECKUMH WM CTaTUCTHYECKHMMHU Marepuanamu. Bo3MOKHO muchbMeHHOE 0(hopM-
JICHUE 33/IaHUs, OHO MOJKET BKJIIOUYaTh 3JEMEHTHl HArIATHOCTH (MILTFOCTPALIUH, Jie-
MOHCTpaIMI0). PernmaMeHT BpeMeHr Ha 03By4rMBaHUE COOOIICHUS — 10 2 MHUH.

4. Jluckyccus (8 pedxcume OHAALIH).

Jluckyccus ABISETCS OJHOM M3 BakHEHWIIMX (opM 00pa3oBaTENbHOMN nes-
TENBHOCTH, CTUMYJIHPYIOIICH WHUIIMATUBHOCTH yUYaIIMXCs, Pa3BUTHE pedIIeKCHUB-
HOTO MBINUICHUsA. B OCHOBE AHWCKyccHMHM — METONl OOCYKIEHHUS U pa3pelIeHus
CIIOPHBIX BOMPOCOB. B oTnn4me oT 00CyX AeHHS Kak 0OOMEHAa MHEHHUSIMH, JHCKYC-
CUEHl Ha3BIBAIOT 0OCYXICHHUE-CIIOP, CTOJIKHOBEHHE TOYEK 3PEHUs, TIO3UIMA U T.JI.
Jluckyccust — paBHOIPaBHOE 00CYKJIeHUE O0yUYarOUTUMHUCS (IO PYKOBOJCTBOM H
C y4eTOM IUJIAaHMPOBAHUS IPEToaBaTeieM) BOIIPOCOB, HA KOTOPHIX HET €IMHOTO
OTBETa B XOJI¢ OCBOCHHUSI MaTepuaja U3y4yaeMoW JUCIHUIUIMHBL Pe3ynbratom amc-
KyCCHHM MOXET ObITh 00Illee corjalieHue, JIydliee MOHMMaHue, HOBBIM B3I Ha
npobiieMy, COBMECTHOE pelieHne. B oHmnaiiH pexxnuMe o0ydaronmcs npeaiaraet-
cs1 0OCYUTh 3asBJIICHHYIO TEMY, HAUTH CIIOCOOBI MTPOQPECCHOHATIBHOTO MTOBEICHUS
B TOW WM WHOW cuTyanuu. [IpenonaBarens BHIMOMHAET (PYHKIIMH BEIYLIETO AMC-
Kyccud. OH OIEHUBAET: aKTUBHOCTh KaX/IOTO YYaCTHHKA; CTENICHb BJIAJCHUS 3HA-
HUSIMU KaXI0TO YYaCTHHKA; OPUTUHAIBHOCTD MPEIaraéMbIX UAEH, peleHHi.

5. Onpoc.

[Ipu camocTosITeNnbHOW paboTe MO MOATOTOBKE K OMPOCY OOYyYaromiemycs
HEOOXOJMMO O3HAKOMHUTCSI C TEMOW M CIUCKOM BOMPOCOB 1Mo Teme. [loBTOpUTH
JICKIIMOHHBIN MaTepHall 0 TeMe, OTMETh «IIPOOIeMHbIe» Toukd. OmnpenenuTs He-
00X0IUMYIO JIUTEPATYPy U3 PEKOMEHIOBAHHOW K KYpCY, TaK K€, MOXKHO BOCIIOJIb-
30BaThCs MHTEPHET — PECypcamMH M CIPaBOYHO-WH(DOPMAIMOHHBIMUA CHUCTEMAaMH.
CdhopmupoBaTh TE3UCHBIN CIMCOK OTBETOB HA BOMPOCHI, CO CBOMMH 3aMEUaHUSIMU
U KoMMeHTapusiMu. OOy4daromuics JOMKEeH ObITh TOTOB OTBETUTH HA MOCTABJICH-
HBIE BOIIPOCHI, apIYMEHTHUPOBATh CBOM BapHaHT OTBETa, OTBETUTh HA JOTOJHHU-
TEJbHBIE U YTOUHSIOUINE BOMPOCHI MPENo1aBaTesl.

OTBeT 00yyaronierocsi OLEHUBACTCS, UCXO/IS U3 CIEIYIOIINX KPUTEPHUEB:

- MIOJIHOTA, YETKOCTh, H(GOPMAIIMOHHAS HACHIIIEHHOCTh OTBETA,

- HOBM3HA UCIOJIb3YeMOM NH(OPMALINKE;

- 3HaHWE W UCCJICIOBaHWE HAyYHBIX HMCTOYHHUKOB, HOPMATHBHBIX aKTOB,
IOPUIMYECKON MPAKTUKH.

OTtBeT 00y4aromerocss MO>KeT ObITh OIEHEH MO 5-TH OATBHOM IIKaJe MPero-
JaBaTeNIeM, UCXO/ISI U3 KPUTEPHUEB OIEHKH YCTHOTO OIpoca.
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6. ®oH/1 OLIEHOYHBIX CPEACTB /JIsl MPOBeAEHNsI MPOMEKYTOYHOM aTTeCTANUN
00y4arImuxcs Mno JUCUUIJINHEe (MOXYJIIO)

@DOHJ| OLEHOUYHBIX CPEJCTB — KOMIUIEKT METOAMYECKUX MaTepuajioB, HOp-
MUPYIOLUX MPOLEAYPhl OLIEHUBAHUSA PE3YJIbTATOB OOYUYEHUs, T.€. YCTAHOBJICHUS
COOTBETCTBUS YUEOHBIX TOCTHKEHUH 3aIlJIaHUPOBAHHBIM pe3ysibTaTaM 0Oy4eHHUs U
TpeOOBaHUAM 00pa30BaTENbHBIX IPOrpaMM, padOUYUX MPOTrpaMM JAUCLHUILUIMH (MO-
ysei).

®OC kak cuctema OLICHUBAHUSI COCTOUT U3 TPEX YaCTeH:

1. CTpyKTypupOBaHHOTO TeEpeyYHsS OOBEKTOB OICHUBAHUA (KOIU(DUKATO-
pa/CTpyKTypHOM MaTpuIisl (POPMHUPOBAHUS U OLICHWBAHUS PE3YJIHTATOB OOyUEHHUs
OOII, AuCUMIIINHBI);

2. ba3bl yueOHBIX 3a/IaHUI;

3. MeToauuecKoro OCHaIEHUs! OLIEHOYHBIX IPOLEAYD.

®OC odopmien kak [Ipunoxenue 1 k pabouelt nporpamMmme IUCLHUILIMHBIL.

Bonpocwt 0na nodozomoeku k 3auemy:

1. IlonsiTne noxymenta. Buzabl M kinaccu@ukanus ynpaBiIeHUECKHX JOKY-
MEHTOB.

2. 3anauun ¥ PyHKLINHU CIIYKO JeI0NpOU3BOACTBA.

3. UcTopus pa3BUTHsI CUCTEMBI J€I0IPOU3BOJICTBA.

4. OcHOBHBIEC 3aKOHOAATEIbHbIC, HOPMATUBHO-METOIUYECKUE TOKYMEHTHI B
cdepe ToOKyMeHTaMOHHOTOo obecnedenust ynpasnenus. (Xapakrepuctuka ['OCT P
6.30-2003 «YHUGUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIIUU. Y HUPUIIMPOBAHHAS CHU-
CTeMa OPTraHW3alMOHHO-PACTIOPSIIUTEILHON TOKyMEHTAluu. [peboBaHUs K
0(OPMIICHUIO TOKYMEHTOBY).

5. VHudukanus u cTangapTu3anus JOKyMEeHTaIlUu.

6. OcHOBHbIE TPEeOOBAHMS K COCTAaBJICHHUIO U O(QOPMIIEHHIO JOKYMEHTOB.
(I'OCT P 6.30-2003). Kparkast xapakTepHCTHKA.

7. IlonsiTue pexBU3UTa TOKyMEHTA. TpeOoBaHus, IpeabsiBIsieMble K 0POpM-
JIEHUIO PEKBU3UTOB.

8. TpeboBaHnek OJIaHKaM JIOKYMEHTOB.

9. TpeboBaHMe K CTUIIIO IEJOBBIX TOKYMEHTOB.

10. OcobeHHOCTH OQOPMIIEHHSI PEKBU3UTOB: OTMETKA O HAJIMYUM MPUIIONKE-
HUIl, HANMEHOBAaHNE OPTraHU3allMy — aBTOpa JAOKyMEHTa, rpud cOriacoBaHHUs J0-
KyMEHTA.

11. Ocobennoctu odopmileHHsT PEKBU3UTOB: 3MOJIEMa OpPraHU3alMH, MOJ-
MUCh, OTTUCK TEeYaTH.

12. OcobGennoctu ohopMIIeHHS PEKBU3UTOB: HA3BaHUE BHUJIA JOKYMEHTA, /1a-
Ta, PErUCTPAIIIOHHBIM HOMEP JOKYMEHTa

13. OcobenHocTr 0OPMIIEHHSI PEKBU3UTOB: CChLJIKA HA PETUCTPALMOHHBIN
HOMEp U JaTy JOKYMEHTA, 3ar0JI0BOK K TEKCTY, TEKCT, MECTO COCTaBJIEHUS U U3/1a-
HUS IOKYMEHTA.

14. OcobenHocty 0hopMIIEHUST PEKBU3UTOB: apecat, pe30Ir0Lus, OTMETKA
0 HaJIMYWU IPUJIOKEHUH, CIIPAaBOYHBIE JaHHbIE 00 OpraHU3aLUy.

15. HaznaueHue u cocTaB OpraHU3allMOHHO-IIPAaBOBON JOKYMEHTALUH.

16. HCTpYKIIMK: BUBI, COCTaB COAEPIKATEIBHON 4acTH, 0(hOpMIICHUE PEK-
BU3HTOB.
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17. YcTaB, MOJIOXKEHUE: COCTAB COACPKATEILHON YacTh, OPOPMIICHHE PEK-
BU3HTOB.

18. OcoGeHHOCTH MOATOTOBKH M HAMHMCAHUS PACTIOPSIUTEIBHBIX JTOKYMEH-
TOB (0opmIIeHHE 0000 JOKYMEHTA MO BBIOOPY 00yUYaroIIerocs).

19. Ilpuka3s, BBITTUCKA U3 MPHUKa3a: OCOOCHHOCTH TOJATOTOBKH, 0(hOpMIICHUS
PEKBU3UTOB (TIpuMep 0hOPMIICHHUS).

20. Cneuuduka ohopmIIeHUS pacOpsLHKEHUH, perieHni (mpuMep oopmiteHus ).

21. XapakrepucTtrka MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. TpeboBa-
HUS K opopMiieHHIO (0hopMIICHHE JTF000TO JOKYMEHTA TI0 BEIOOPY 00y4Jaromerocs).

22. [IpoTokoi: BUIBI, COCTAB COAECPKATEIBbHON YacTH, PEeKBU3UTHI (IIpUMEP
odopMIIEHUS TPOTOKOJIA).

23. AKT: cocTaB cofiepKaTeIbHON YaCTH, PEKBU3UTOB (ITprMep 0(hOPMIICHNS).

24. CrpaBka: 0COOEHHOCTH COCTaBJICHHSI, 0OPMIICHUS PEKBU3UTOB.

25. OObscHUTENbHASA, AOKIAIHAS 3aliCKU: OCOOCHHOCTH COCTaBIJICHUS,
odopmIIeHUSI PEKBU3UTOB (TIpUMEPBI 0(DOPMIICHNS).

26. CocTaB 1 Ha3HayYeHUE CIykeOHOU (menmoBoit) nepenucku. Knaccuduka-
1Sl JOKYMEHTOB, COCTABIISIONINX MTEPETIHCKY.

27 IlpaBmnantpeOoBaHUSIKACIOBOMYITUCEMY. Buapimucem. Crierudukananmc
AHVSIBCTYNUTEIHHONN 3aKITIOYUTEIHLHON YacTH (mpuMep oopMIleHHUs 1O BEIOOPY
oOyyarorerocs).

28. [luceMo (MHMLIMATUBHOE, MHPOPMAIIMOHHOE): OCOOEHHOCTH COCTaBIIE-
HUS, 0QOpMIIEHUS PEKBU3UTOB (ITprMep opOpMIICHNS).

29. OcoOeHHOCTH MOATOTOBKH JOKYMEHTOB I10 JIMYHOMY COCTaBY MpPEIIpH-
SITHSI.

30.TpymoBOif TOTOBOP: COCTaB COACpPKATEIHHOW 4YacTH, OopopMIICHHE pEeK-
BU3HTOB.

31. Ilpukassl 1Mo IUYHOMY COCTaBY: OCOOCHHOCTH MOATOTOBKH, O(hOpMIICHHUE
PEKBHU3HUTOB.

32.JInunbie fokyMeHThl. OCOOEHHOCTH HATMCAHUS 3asIBICHHUS.

7. IlepeyeHb OCHOBHOM U JOMOJHHUTEILHOM Y4eOHOM JIUTEPATYPHI,
He00X01UMOI1 1JI1 OCBOCHHUS TUCIHMILIMHBI (MO1YJIA)

@) OCHOBHAA TUmMepamypa:

1. I'po3oBa, O. C. JlenonpousBoacTBo : yueOHoe mocodue st By3oB / O. C.
['po3oBa. — M. : UznatennsctBo FOpaiit, 2020. — 124 c. — (Briciiee o6pa3oBanue). —
ISBN 978-5-534-06787-3. — Tekct : anektponnsiii / 9bC KOpaiit [caiit]. — URL:
https://urait.ru/bcode/453969.

2. lysanosa, H. H. OcHOBBI nemonpon3BoicTBa. SI3BIK CIIY>KEOHOTO JTOKY-
MEHTa : y4eOHUK U mpakTukym s By3oB / H. H. Illysanosa, A. }O. MBaHoBa ;
nox obur. pex. H. H. lllysanoBoii. — M. : M3gatensctBo FOpaiit, 2020 — 428 c. —
(Briciiee oopazoBanue). — ISBN 978-5-534-10848-4. — TeKkcCT : 31IEKTPOHHBIN //
OBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/450549.

0) OonoinumenvHan 1umepamypa:

1. Ky3nenos, U. H. lokymenTanmonnoe obecrneuenue ymnpasieHus. Jloky-
MEHTOOOOPOT M JIEJOMPOU3BOJICTBO | YUeOHUK M MpPakTUKyM it By3oB / M. H.
Ky3nenos. — 3-e uzn., nepepad. u gon. — Mocksa : M3garensctBo FHOpaiit, 2020. —
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461 c. — (Briciiee o6pazoBanue). — ISBN 978-5-534-04275-7. — Tekct : snek-
TpoHHBIN // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/449769.

8. IIpodeccuonanbubie 0a3bl JaHHBIX U HHPOPMANIMOHHBIE CIIPABOYHBIE
CHUCTEMbI

1. http://www.iprbookshop.ru/52058 — snexTpoHHass 6MOIMOTEUHAs] CHCTEMa
«IPRbooksy», moctyn B on-line pexxum K 00JbIIOMY YUCITy HAMMEHOBAHUNA MOHO-
rpaduii, yaeOHUKOB, CIIPaBOYHMKOB, HAYyYHBIX >KYpHAJOB, AUCCEpPTAlMil U Hayd-
HBIX CcTaTeil B pa3iuuHbIX obnactax 3HaHuid. ®ong DBbC moCTOSTHHO MOMONHAETCS
AIIEKTPOHHBIMU BEPCUSIMU M3/aHUNA POCCHMCKUX H3AATENBCTB, @ TAKKe MPOU3BE-
JEHUSIMHA OTACNBbHBIX aBTOPOB. 121590 — Obmiee komudyecTBO myOnmkaiui, 367 —
XKypnanos BAK, 681 — Bcero xypHnanos, 24185 — Yuebnbix mznanui (O@I'OC
BO), 7849 — Hayunbix u3nanuii, 2085 — AynuousgaHui.

2. www.biblio-online.ru — snekTponHas 6ubnanoreunas cucrema «HOpaitT,
JOCTYN B on-line pexuMm K OOJIBIIIOMY YHCITy HAUMEHOBaHUW MOHOTrpaduid, yueo-
HUKOB, CIPaBOYHHMKOB, HAYYHBIX JKypHAJOB, JUCCEpTAIlMil M HAYYHBIX CTaTed B
pasnuaHbIX obnacTsax 3HaHuW. @oHa DBbC MOCTOSHHO MOMOHASTCS JIEKTPOHHBI-
MU BEPCUSMHU H3IAHUA POCCUICKUX W3JATENIbCTB, a TaKXKE MPOU3BEACHHUSIMH OT-
JeNbHBIX aBTOPOB. DOHJT 3IEKTPOHHOM OMOIMOTeKH coctapisieT 6oaee 6000 yuebd-
HUKOB U Y4€OHBIX TOCOOMIA.

3. www.e-xecutive.ru — oOyuyatomieecss CoobmectBo MeHemxepoB. K yua-
CTHIO B IPOEKTE MPUBIICUECHBI JTyUILINE OTEUYECTBEHHBIC U 3apyOe)KHbIE KOMIIAHUH U
OpraHM3aIiy, IPU3HAHHBIE BO BCEM MHUPE IKCIIEPTHI, AaHATUTUKUA U KOHCYJIbTAHTHI.
HNupopmaninoHHbIe pECYpChI CaiiTa MPEACTaBISIOT CTPATETHUYECKYI0 HHPOPMAIUIO
JUTSI MEHEKEPOB-TIPO(hEeCCUOHATIOB.

4. http://www.aup.ru — buzHec-nopTai npeaHa3HaueH Ui PyKOBOIUTEINCH,
MEHEKEPOB, MAPKETOJIOTOB, (PMHAHCUCTOB M SKOHOMHCTOB Tipeanpusituii. OcHO-
BOH MmopTana sIBISIETCS AJICKTPOHHAsI OMOIMOTEKa NIEJIOBOM JIMTEPATYPhl M JOKY-
MEHTOB, a TaKke Onu3Hec-(hOopyM MO Pa3IUIHBIM aCIeKTaM TEOPUU U MPAKTUKH Op-
TaHU3AIMH, TUTAHUPOBAHMSI U YIIPABIICHUS NEATEIbHOCTHIO MIPEATIPUSATHIH.

5. http://ecsocman.hse.ru — @enepanbHbIii 00pa3oBaTEIbHBIN MOPTAT «IKO-
Homuka. Comuonorus. MeHeIKMEHT» — 3TO CUCTEMa TeMaTHUYECKUX Mpodeccro-
HAJIBHBIX CAWTOB, BHIIMOJIHEHHBIX [0 CXOJAHOMY 3aMBICITy U paOOTAIOUINX B €IMHBIX
CTaHaapTax oOMeHa HHpOpMaIHei.

6. http://window.edu.ru — Mudopmarmonnas cucrema «EguHoe OKHO 10-
CTyma K 00pa30oBaTENIbHBIM pecypcam» OObeIUHSET B €IuHOEe MH(OPMALMOHHOE
IPOCTPAHCTBO AJIEKTPOHHBIE PECYPCHI CBOOOIHOIO OCTyMA AJis BCEX YpPOBHEH 00-
pazoBanust B Poccuu. B pazmene «bubmmoreka» mpencraBmeno Gomee 28 000
y4e0HO-METOIMIECKUX MaTEPHUAJIOB.

7. http://www.mevriz.ru/ — )KypHaa COACPKUT MaTepUalIbl 0 TEOPUH, OpTra-
HU3aIlMU 1 SKOHOMHKE MEHEPKMEHTA, YIPABJICHHUIO MTEPCOHANIOM, ((MHAHCOBOMY U
OTpacIeBOMY MEHEKMEHTY, YIPABJICHUIO MEXIYHApOIHBIM OM3HECOM, YIIpaB-
JICHYECKOMY KOHCAJITHHTY, HOBBIM TEXHOJIOTHSIM MEHE[KMEHTA.

8. http://www.reputationinstitute.com/ — MHCTUTYT H3ydeHHsS peImyTalvu
(Reputationlnstitute), CIIIA.

9. http://www.rjm.ru/ — Hay4HbIi *KypHan B o0nactu ynpasienus «Poccuii-
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CKHI JKypHaJl MEHEHKMEHTA.

10. http://www.garant.ru/ — CnpaBouHas ripaBoBas cucrema «['apanT.

11. MaTepualibl 0 COIMATBHO-I)KOHOMUYECKOMY TMOJI0KEHUIO U PA3BUTHIO B
Poccum — http://www.finansy.ru.

12. Odurnuaneubiii caiit banka Poccum (aHanmuTHyeckue Marepuaibl) —
http://www.cbr.ru.

13. Odunnansasii calT deaepanbHON CIYKOBbl TOCYAApCTBEHHOM CTAaTH-
ctuku Poccuiickoit deneparuu. [DnexkTpoHHbIN pecypc]. — Pexxum goctyna: http://
www.gks.ru.

9. IlepevyeHb HH(POPMALMOHHBIX TEXHOJIOTMI, HCI0JIb3yEeMbIX NPH
OCYLIeCTBJICHHH 00Pa30BaTeIbLHOI0 Npouecca no AMCHMILINHE (MOYJIIO0),
BKJIIOYasl NlepevyeHb MPOrPaMMHOIo odecre4eHuss 1 HH(PpOpMAMOHHBIX
CIMIPABOYHBIX CUCTEM (IIPH HEOOXOAMMOCTH)

NudopmanimoHHble TEXHOJIOTMM OXBAaTHIBAIOT BCE PECYPChI, HEOOXOIUMBIE
JUIsL yrpaBieHus: HHpopMalre, 0COOEHHO KOMIBIOTEPHI, MTPOrpaMMHOe obecte-
YeHUE U CETH, HEOOXOUMbIE IJIsi CO3[IaHUs, XpPAHECHHUs, YIIpaBJiIeHUs, IepeIadu u
noucka uHpopmanuu. MHbopmalmoHHble TEXHOJIOTUH, UCIIOJIb3yeMble B y4eOHOM
mporiecce: KOMITBIOTEPHBIE CETH, TEPMUHAIBI (KOMIBIOTEP, COTOBBIE TEIEC(OHBI,
TEJEBU30p), YCIYTH (3JEKTPOHHAS 1I0YTa, TOMCKOBBIE CUCTEMBI).

Peanuzamus y4eOHON IUCHUIUIMHBI TPeOyeT HaIW4Us KOMITHIOTEPHOTO
KJ1acca o CIIEAYIOIUM 00eCIeUeHUEM:

- 3 pacuéra 1 momemenue Ha 1 (ogHy) rpynmy oOydaembix u 1 (oauH) mpe-
MO/TaBaTeNIh MPEIOCTABIISICTCS TIOMEIIEHNE ¢ Pab0OYMMU MeCTaMu, ¢ KOMITbIOTepa-
mu (ABTomMaTuzupoBaHHblie Paboune Mecta, APM), 00beqMHEHHBIMU B JIOKAITb-
Hyto cetb (JIBC);

- IPENoaBaTeNt0 MPEeIOCTaBIAETCS YUETHAS 3aMKUCh C MMPABAMHU JIOKAIBHOTO
U CETEBOTO aJMUHUCTpaTopa Ha Bcex APM;

- xapaktepuctuku APM: OC ne nmwxe Windows XP SP3, IE 6.0; anmapart-
Hoe oOecreuenue: He HMKe IntelPentium III 1000 MI', 512 M6 RAM, 80 I'6
HDD, SVGA (1024x768x32), 100 Mout EthernetAdapter;

- xapakrepuctuku cetn: 100 Mourt FastEthernet, nanuumne nocryna B UH-
TEpHET;

- IPOEKTOP C BO3MOXKHOCTHIO TIOJAKIIFOYEHHE K pazbemy D-Sub u, xenatennb-
HO, DVI unn Bo3MoxxkHOCTh noakiIrodeHus Flash-nakonurens;

- TIPOCKITMOHHBIN KpaH C OCJIBIM MPOCKIIMOHHBIM TOJIOTHOM 0€3 KPYITHBIX
duznueckux nedheKToB;

- JIBC nomxHa UMeTh BRICOKOCKOPOCTHOE MOJIKII0UEHUE K ceTu Internet.

10. Onucanue MaTepuaJIbHO-TeXHNYECKOH 0a3bl, HEOOXO0AUMOI /1A
OCYyILIeCTBJICHHSI 00Pa30BaTEJILHOI0 MPOUEcca MO JUCUUILINHE (MOTYJIIO)

JIeKurOHHbBIE AYTUTOPUH, AYUTOPUM [T NTPOBEACHUS MPAKTUYECKUX 3aHS-
TUM, OCHAIICHHBIE CPEACTBAMH ISl MYJIbTUMEIMNHBIX Mpe3eHTAui, Uu(pOoBOM
ayMo- U BUJCO- (PUKCAIlMU, U BOCHPOU3BEICHHUS WH(POpMAIMKU, KOMITBIOTEPHON
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TEXHUKOHN C JIMLEH3UPOBAHHBIM MPOrPAMMHBIM OOECIEYEHUEM, MAKeTaMH IMPaBo-
BBIX U JPYTUX MPUKIIAHBIX IPOrpaMM MO TEMATUKE AUCIIUILIUHBI.

Peanuzanus nporpaMmsbl y4eOHOM TUCHMIUTMHBI TpeOYET HATUYUE Y4EOHOTO
kabuHeTa (aygutopun). O6opyaoBanue yueOHOro kabuHeTa (ayAuTOPHUH) TIPEATIO-
jaraeT KOMIUIEKT CelMaIu3upPOBAHHON MeOeH JIJIs:

- opranusanuu paboyero MecTa npenojgaBaTes;

- opraHmu3aiuu pabo4yrx MeCcT 00yJaroIuXCs;

- pPaIMOHAJIBLHOTO Pa3MEIICHUs U XpPaHEHUS CPEACTB O0yUECHUS;

- OpraHu3alyy UCTOIb30BaHUS annapaTyphl.

[Ipy m3ydYeHMH AMCUUIUIMHBI HCIONB3YIOTCS ayAUTOPUU, 0OOPYIOBaHHBIC
MYJIbTUMEAUMHBIMU CPEICTBAMU OOYUEHHs: MPOEKTOPOM, HOYTOYKOM, MHTEpaK-
THUBHOW JOCKOM. VCNOIb30BaHME MHTEPHET-PECYPCOB MPEAINOJIAracT NPOBEICHUE
3aHATUNA B KOMIIBIOTEPHBIX KJIaccax € BBIXOAOM B MHTepHeT. B KOMIBIOTEPHBIX
Kjlaccax oOywvaroliyecs UMEIOT JOCTyN K MH(POPMAIMOHHBIM pecypcam, K 0ase
JaHHBIX OuOMMoTeku. [[ns oOyyaromuxcss ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMU
310POBbsl HEOOXOAMMBI CIIEIMAJIbHBIE YCIOBUS ISl MOJy4YeHUs: oOpa3oBaHus. B
HEeIsIX JOCTYIMHOCTH TOJIYYEHHs BBICIIETO 00pa3oBaHUs MO 00pa3oBaTEbHBIM
nporpaMmMaM HWHBAJIWJAMU U JIMIIAMHU C OTPAHUYEHHBIMH BO3MOXHOCTSIMHU 3]10PO-
Bbsi IHCTUTYTOM 00O€ecreunBaeTcs:

1. Hannuue anpTepHaTUBHOM Bepcuu opuIMansHOro caiita MHcTtuTyTa B ce-
i «IHTEepHET» N71s CTaOOBUIALIHUX.

2. TlpucyTcTBHE aCCHCTEHTa, OKA3bIBAIOIIETO OO0ydJaromeMycs HEeoO0XOau-
MYIO TIOMOIIIb.

3.1ns MHBANKUIOB U JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMH 37JOPOBBS T10
CIyXy — IyOJIMpOBaHUE BCIYX CIPABOYHOW MH(POPMAIIUUA O PACITUCAHUU yUEOHBIX
3aHATUHN; O0ecreueHrne HaIJIeKAIUMH 3BYKOBBIMU CPEJCTBAMH BOCIPOU3BEICHUS
uHpopmaruu.

4. JInst ’HBAIM/IOB U JIMI] C OrPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3710POBbSI, UMe-
IOUMX HAPYUIEHHUsS OIMNOPHO-IBUTATEILHOTO amnmapaTa, CO3[aHbl MaTepUabHO-
TEXHUYECKHE YCIOBHS, OOECIEUMBAIOIIME BO3MOXKHOCTH OECIPENATCTBEHHOIO J0-
CTyna oOy4aroIuxcs B yuyeOHbIe MOMEIEHUs], O0BEKTY MUTAHUS, TyaJeTHbIE U JPY-
rue nomeuieHuss MHcTuTyTa, a Takke NpeObIBaHMS B YKa3aHHBIX IMOMEILEHUSX
(HanMM4Me pacIIMpPEHHbBIX ABEPHBIX POEMOB, MOPYYHEH U JPYTUX MPUCTIOCOOICHUN).

[Tpu mpoBeneHNN MPAKTUIECKUX U JICKIIMOHHBIX 3aHITHH, a TAaK)Ke TIPH BbI-
MOJTHEHUH CaMOCTOSITEIbHON pabOThl MCIHOJB3YIOTCS TaKUE MPOTPAMMHBIE IPO-
nyktel, kak Word, Excel, Power Point, Internet Explorer.

Jiis Gosnee yriyOIeHHOTO U3yUeHUsl JUCIUIUIMHBL U PACCMOTPEHHS €€ MpaK-
TUYECKUX aCIHEeKTOB MpeaycMoTpeHo ucnoib3oBanue cucteM CIIC «I"apant» u
CIIC «KoncynbranT [1ntoc», 4TO 1a€T BOBMOXKHOCTh CBOEBPEMEHHO OTCJEKHBATh
U3MEHEHUs] B HOPMATUBHO-IIPABOBOM 0a3e, perjJaMeHTUPYIOIIe KOMMEpPYECKYIO
NEeSATEIbHOCTh OPraHu3aui.

11. IIporpamMHoe o0ecniedyeHue (KOMILIEKT JIMIEH3MOHHOTO IPOrPAMMHOI0
oOecneyeHms)

I[JI?I IMOBBIIICHUA KadCCTBA IMOATOTOBKM MW OLCHKH IIOJYYCHHBIX 3HAHUU

YaCTb HPAKTUICCKUX 3aHATUN IUIAHUPYCTCA IPOBOJAUTH B KOMIIBIOTCPHOM KJIACCEC C
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HcIoJib3oBanneM koMnoHeHToB MicrosoftOffice 2007, 2008, 2010: Word, Excel,
Access, PowerPoint, Visio, 1C: Ilpeanpusitue.
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