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1. IlacnopT padoueii nporpaMmmbl y4eOHOH AUCHUIINHBI «/loKyMeHTaAaUMOHHOE
olecrieyeHue ynpaBjaeHHsD)

1.1. Pabouas mporpamma ydeOHOW mucHMIUIMHBI sBisercss dYacTteio I[IIICC3 B
cootBercTBUM ¢ PI'OC ma cnenmansHoct 21.02.05 «3emMenbHO-MMYIIECTBEHHBIE OTHOIICHUS
(6a3oBast MOATOTOBKA)

1.2. Mecto yueOoHoii aucuumiunel B crpykrype IIIICC3: VYwuebOnas
quciuminHa  «JlokyMeHTalmoHHoe o0OecrieyeHre YIpaBleHUs» BXOJIUT B MpodecCHOHaIbHBIN
UK 0011enTpo()eCCHOHABHBIX TUCIUILINH.

1.3. llesu u 3ana4u y4eOHOH TMCHUIVIMHBI — TPEOOBAHUS K Pe3yJibTaTaM OCBOEHHS
AUCHUTLIMHBI:

B pe3ynbrate ocBoeHUs yueOHOM NUCUUIUIMHBI CTYACHT JOKEH_YMeTh:

- o(hopMIATH JOKYMEHTAIlMI0 B COOTBETCTBHM C HOPMATHBHON 0a30ii, HUCHONB3Ys
MH(OPMaLIMOHHBIE TEXHOJIOTUH;

- OCYILIECTBIIATH aBTOMATH3aIHI0 00pabOTKH JOKYMEHTOB,

- YHUGUIUPOBATH CUCTEMBI IOKYMEHTALIUH;

- OCYIIECTBIIATH XPAaHEHHUE, TOUCK JOKYMEHTOB;

- HUCIOJBb30BaTh  TEJNEKOMMYHUKAIIMOHHbIE  TEXHOJIOTMM B JJIEKTPOHHOM
JIOKYMEHTOO000pOTE.

B pe3ynbrate ocBoeHUs yueOHOM NUCHUIUIMHBI CTYACHT AOKEH 3HATh:

- MIOHSATHS, [IEJTU, 331249 U IPUHIIHITHI JICTOTIPON3BOJICTBA;

- OCHOBHBIE TIOHATHUSA JOKYMEHTAIIHOHHOTO O0ECTIeueHus yIpaBiIeHUS;

- K1accuUKAIUIO JJOKYMEHTOB;

- CUCTEMBI JOKyMEHTAIIMOHHOTO 00eCIeUeHUs YIIPaBICHUS;

- K1accuUKAIUIO JJOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U ODOPMIICHUIO JOKYMEHTOB;

- OpraHm3alnuio JIOKyMEHTO0oOOpoTa: mpHueM, OO0pabOTKy, PETHUCTpAIHI0, KOHTPOJIb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JIe.

®opmMupyeMble KOMIIETCHIMU:

Oobwue komnemenyuu (OK)

OK 1. IloHuMaTh CYIIHOCTh M COLMANBHYIO 3HAYMMOCTb CBOEW Oyaymiell mpodeccun,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. AHanu3upoBaTh COLMAIbHO-?)KOHOMMYECKHE U TOJUTHYECKUE IPOOJIeMbl U
MPOLIECCHI, UCIOJB30BAaTh METOJbl T'YMAHUTAPHO-COLIMOJIOTMYECKUX HAyK B Pa3IMUHBIX BUIAX
npo¢eCCHOHATBLHON U COLIUANTBHOM NesITETbHOCTH.

OK 3. OpranuzoBbIBaThb CBOIO COOCTBEHHYIO NE€SATEIBHOCTb, OMNPENENATh METONbl U
CHOCOOBI BBITOJIHEHUS TPO(ECCHOHABHBIX 3a/1a4, OLIEHUBATh UX 3((EKTUBHOCTh U KayeCTBO.

OK 4. Pemats npo0GiemMsl, OLIEHUBATh PUCKU U MPUHUMATH PEIICHUS B HECTAHJIAPTHHIX
CUTYalLUsX.

OK 5. OcymecTBisiTh HOWUCK, aHAIU3 M OLEHKY HWH(pOpMaluu, HEOOXOJUMOW JUIs
IOCTAaHOBKM M pELIeHHs MNpo(ecCHOHANBHBIX 3a]ad, MNpPOo(ecCHOHAIBHOTO M JIMYHOCTHOTO
pa3BUTHSL.

OK 6. Paborarh B KOJJIEKTHBE M KOMaHje, oOecrieunBarh ee cruioueHue, 3hdekTuBHO
o01aThest ¢ KoJieraMu, pyKOBOJICTBOM, MOTPEOUTENISIMH.

OK 7. CamocTosATenbHO ONpEAeNsaTh 3aJaud NPO(PECCHOHATBHOIO M JIMYHOCTHOTO
pa3BUTHSA, 3aHMMAaTbCcd  camMooOpa3oBaHUEM, OCO3HAHHO  IUIAHUPOBATh  TIOBBIIICHHE
KBaJTU(DUKALIHH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJOTUH B MPOPECCHOHATBHON AESITEbHOCTH.

OK 9. VYBaxuTenbHO U OEpeXHO OTHOCHUTHCS K MCTOPHYECKOMY HACIEAUI0 H
KYJIBTYPHBIM TPAJUIIHAM, TOJIEPAHTHO BOCIIPUHUMATh COLMANIbHBIE U KYJIbTYPHbBIE TPAUIIUH.

OK 10. CoOGmronaTh mpaBuia TEXHUKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTH 3a
OpraHMU3aI1I0 MEPONPUATUI IO 0OecriedeHnI0 0€30I1acCHOCTH TPYy/aa.

Ilpogpeccuonanvnvie komnemenyuu (I1K):
IIK 1.1. CocTaBnsaTh 3eMeNbHBIN OaiaHC palioHa.



I[IK 1.2. TIlogroraBmuBaTh JOKYMEHTAllMIO, HEOOXOIWMYIO  JUISl  TPUHSITHS
YIPABJICHUYECKUX PEUICHUH MO IKCIUTyaTalluy U Pa3BUTHUIO TEPPUTOPUIA.

IIK 1.3. T'oTOBUTH MpEeIONKEHUS IO OMPEACICHUIO IKOHOMHYECKOW 3(P(PEKTUBHOCTH
MCIIOJIb30BAaHUS UMEIOIIETOCsl HEBUKUMOI'O UMYIIECTBA.

I[IK 1.4. YyacTBOBaTh B MNPOCKTUPOBAHMM M AaHAJIU3E€ COIMAIBbHO-3KOHOMHUYECKOTO
Pa3BUTHS TEPPUTOPUH.

[IK 1.5. Ocy1iiecTBasiTh MOHUTOPUHT 3€MEJIb TEPPUTOPUHN

[IK 2.1. BBINOMHATH KOMIUIEKC KaJaCTPOBBIX IIPOLIETYP.

[IK 2.2. OnpenensTh KaIacTPOBYIO CTOUMOCTD 3€METIb.

[1K 2.3. BeINONHATH KaAaCTPOBYIO CHEMKY.

I1K 2.4. OcymiecTBasATh KaaCTPOBBIN M TEXHUYECKHH YIeT 00BEKTOB HEJBHKUMOCTH.

I[IK 3.1. BemonHsate paboTel 1m0 KapTorpado-reo/Ie3ndecKkoMy OOECIICUCHHUIO
TEPPUTOPUH, cO3/1aBaTh rpaduiuecKre MaTepHabl.

[IK 3.2. HWcnosb30BaTh TOCYAApCTBEHHBIC T€OJE3MUYECKHUE CETHU U HHbIE CETH IS
MIPOU3BOJICTBA KapTorpado-reoIe3ndecKux pador.

1K 3.3. Mcrnonp30BaTh B MPAKTHYECKOH JESITEIbHOCTH T€OMH(POPMALIMOHHBIC

CUCTEMBI.

I[IK 3.4. Omnpenensitb KOOpAWHATHI TPAHHUIl 3EMEIBHBIX YYaCTKOB W BBIYUCITH HUX
TUIOLIA/IH.

I1K 3.5. BeINOAHATH MOBEPKY U FOCTUPOBKY I'€0JI€3UYECKUX TPUOOPOB U HHCTPYMEHTOB.

[IK 4.1. OcymecTtBisaTh cO0p U 00pabOTKy HEOOXOAUMON U JOCTATOYHOU HH(OpManun
00 00BEKTE OIICHKH U aHAJIOTHYHBIX 00BEKTaX.

[IK 4.2. [Tpou3BOOUTH pacyeThl MO OIEHKE OOBEKTa OLEHKU HA OCHOBE NMPUMEHHMBIX
MOJXOJ0B U METOJIOB OILICHKH.
[1K 4.3. O6061mats pe3ynbTaThl, MOJyUYEHHBIE TOAX0AaMHU, U 1aBaThb 0OOCHOBAHHOE 3aKJIFOUECHUE
00 UTOTOBOM BEIMYMHE CTOMMOCTU OOBEKTA OIICHKH.
[IK 4.4. PaccuuThiBaTh CMETHYIO CTOMMOCTb 3JaHUA U COOPYKEHHUH B COOTBETCTBUHU C
JIEUCTBYIOIIMMUA HOPMATUBAMU U IPUMEHSIEMBbIMA METOIUKAMH.
[1K 4.5. KnaccuduuupoBatb 31aHUS U COOPYKEHUS B COOTBETCTBUU C MPUHSATOMN TUTIOJIOTHEH.
I[IK 4.6. Od¢opMasTe OLEHOYHYIO JOKYMEHTAllMI0O B COOTBETCTBUM C TpeOOBaHUSIMU
HOPMAaTUBHBIX aKTOB, PETYIHUPYIOIIUX MPABOOTHOIICHHUS B 3TON 007IaCTH.

1.4. Koin4ecTBO 4acOB Ha OCBOCHHE NPOrPaMMBbl y4eOHOMH TUCHHUIINHBI:
MakcHUMaibHas yueOHasi Harpy3ka oOydatomerocs - 96 yaca, B TOM 4ucie:
- o0s13aTenbHas ayAUTOpHas yueOHas Harpyska odydatomierocs - 12 4acos;
- caMmocTosiTenbHas paboTta oOyydaromierocs - 84 yaca.

2. CTpyKTYypAa U coaepkaHue y4eOHOM U CIUTIIUHBI
2.1. O0bem yueOHOM JUCHMINIMHBI U BHAbI Y4e0HO padoThI

2.1. O0beM yueOHOI JMCHMIJIMHBI M BUABI Y4eOHOI padoThl

Bun yue6HO#M paboThI O6bem yacoB
MaxkcumanbHasi yueOHast HAarpy3ka (Bcero) 96
Obsi3aTenbHasi ayINTOPHas y4eOHasi HArpy3Ka (Bcero) 12
B TOM YHUCIIE:
JIEKIAH 2
NPaKTUYECKHUE 3aHATHS 10
CamocrosiTejibHas paboTa o0yuyariierocs (Bcero) 84
Homawmnaa konmponvnas paboma

Hmozcosasn ammecmayusl 6 qbopme IK3AMEeHA




2.2. TemaTH4ecKHii IUIAH U coiep:KaHHe Y4eOHOIl TuCIUIIMHBI «/loKyMeHTauHOHHOe o0ecneyeHue YpaBaeHHs»

HaumeHnoBanue Couepmanne yqeﬁﬂoro marepuaJia, naﬁopaTopHme paﬁOTbI U NMPAKTHYIECCKUE 3AHATHUIA, CAMOCTOATEJIbHAA paﬁoTa (0114 85 ypOBeHL
pa3aesioB u 06yqa10umxc51 qacoB 0CBOCHUSA
TEM
1 2 3 4

Pa3pen 1. JJoxkymMeHTHPOBaHMeE YIIPABJIEHYECKOM 1eATeTIbHOCTH.

Tema 1.1. Benenne. [IoKkyMeHT B cHCTeMa JOKYMeHTAIMH. 1
3HaueHue U COIePKAHNE TUCIUILTNHBI «/{OKyMEHTaIIMOHHOE 00eCIIeYCHHE YIIPABICHHS» | CBSI3b €€ C IPYTHMH 13
JTUCIUTIIMHAMU 00111e00pa30BaTeIbHOTO U CIICIMAILHOTO UKIIOB. [TOHATHE TEPMUHOB «TTOKYMEHT,

«JTIOKyMEHTHUPOBAHHEY, «JOKYMEHTAIIMOHHOE 00CCIICUCHUE YIIPABICHUS.

Jlexnuun 2
IIpakTHueckue 3aHATUS 1
CamocrosiTenbHast paboTa 00yUaronuxcst 10

Tema 1.2 Opranu3anoOHHO-pPACOPSIAUTEeIbHbIE  JOKYMEHTbl. YHU(UIUPOBAHHAs CHCTEMa OPTraHU3AIMOHHO- 1
pacnopsaurensHoit  gokymeHtanuu (OPJ[). TOCTbI ma OPJH. TpeGoBanue kK OQOPMIICHHIO JIOKYMEHTOB. 17
Krnaccudukanus opraHu3aliMOHHO-PACHOPSAUTEILHON JOKYMEHTALUN: OpPraHU3allMOHHbIC, PACTIOPSAUTEIbHBIE,
CIPaBOYHO-UH(POPMAITMOHHEBIE.

Jlekiuu 0
IIpakTHueckue 3aHATUSA 3
CamocrosiTenpHast paboTa 00yyarouxcst 14

Tema 1.3 KanpoBas nokymenranusi. J[okyMeHTHpOBaHHe TPYI0BbIX NPaBOOTHOIMIEHUI . COCTaB U 0COOEHHOCTH 2,3
oopMIIeHUS TOKYMEHTOB TI0 IMYHOMY cocTaBy. KomruiekToBanue Tu4HOrO femna. Aproounorpadus. Pesrome. 11
3asBieHus o npueme Ha paboty. [Ipuka3el mo TMYHOMY COCTaBYy.

Jlexrmm 0
[IpakTuueckue 3aHsATHs 1
CamocrosrenbHas paboTa 00yJaromuxcs 10

Tema 1.4 JeHeskHble U GUHAHCOBO-pPacyeTHbIe JOKYMeHTbl. OCOOEHHOCTH COCTAaBJICHUS U OPOPMIICHHUS JEHEKHBIX U 1 2,3
(buHaHCOBO-pacYeTHHIX TOKyMEeHTOB. OdopmiieHrne JoBepeHHOCTEN oulnaIbHON U JINYHOM.

Jlekiuu 0
IIpakTHueckue 3aHsATUs 1
CamocrosrenpHas paboTa 00ydJaromuxcs 10

Tema 1.5 JoroBopHo-npaBoBasi AokyMeHTanus. [loHsaTHs AoroBopa (KOHTpakTa), COTJIAlIeHHWe, MPOTOKoda. TumoBas 2,3

dbopma koHTpakTa. OCHOBHBIE pa3/ielbl KOHTPAaKTa. Buabl MTOTOBOPOB: KYIUTHU-TIPOJAXH, MEHBI, TTOCTaBKH, HA 1

BO3ME3/IHOE OKa3aHHe yCIIyT, HOPyYEeHHs,, KOMUCCUU U JIp.
JlokyMeHTBl O(opMIISIONINEe TOPSIOK PACCMOTPEHHsI CHOPOB MEXKAY IOpUAMYECKUMHU Junamu. llpaBuia




odopMmIIeHHs NPETEeH3UOHHBIX nmuceM. OOpasibl MpeTeH3ui K nepeBo3uuky. @opmyssp OT3bIBAa HA MPETEH3UIO.
O6pa3isl 0T361BOB. DOPMYIISIp HCKOBOTO 3asBieHHs. TpeboBaHus K 0()OpMIIEHUIO NCKOBBIX 3asiBIeHUU. [Topsmok
HampaJieHUs U 0pOpMIIEHUS OT3bIBA HA ICKOBOE 3asIBIICHUE.

Jlexuyu 0
ITpakTHYeCKUE 3aHSITHS 1
CamocrosTenbHas paboTa 00yyaronuxcst 10

Pazpen 2. Opranusanusi padoTbl ¢ TOKYMEHTAMMU.

Tema 2.1. Ilonsitne JOKyMeHTO0000pOTa, perucrpanusi J0KymMeHTOB. McnoaHenne gokymeHTOB. KoOHTpOJB
ucnojHeHuss. OpraHu3anusi ONepaTUBHOrO xpaHeHusi jJgokymenTa. CoctaB u  yder oObema
JOKYMEHTO000pOTa MPEeaNpHUsITHA U opranm3anuii. Opranu3amnus paboThl C TOKYMEHTAIHUEH, MOCTYIANMEH B
YUpCKACHUA, NPCAIIPUATHA, OpraHu3alnuu; IPUCM BXOAAIINX HJOKYMCHTOB, OJSKCIICAWUIUOHHAA o6pa60TI<a, 11
MpEeABAPUTEIIBHOE PACCMOTPEHUE U PaCIIpPECIICHHEe, PErucTpalus, pacCMOTPEHUE JOKYMEHTOB PYKOBOJICTBOM,
HUCIIOJTHCHUC. OTHpaBKa HCXOOAIIUX JOKYMCHTOB. Hepenaqa AOKYMCHTOB BHYTPU OpraHU3alluH. Yuyer
KOJIMYCCTBA JOKYMCHTOB.

Jlekuun 0
IIpakTHueckue 3aHsATUS 1
CamocrosTenpHas paboTa 00yyaronmxcst 10

Tema 2.2 IloaroroBKka JOKYMEHTOB K apXMBHOMY XPaHeHHIO. DKCIEpTU3a LIEHHOCTU OKyMeHTOB. [loaroroBka nmen
caadye B BEJOMCTBEHHBIH apXuB. 3aKOHOJATENbHBIE AaKThl M HOPMATHBHO-METOJUYECKHE JOKYMEHTBI 11
denepanbHOM apXUBHOM ClTy>k0bI Poccuy 1o apXMBHOMY XpaHEHHIO TJOKYMEHTOB.

Jlekunn 0
[pakTHyYeCcKue 3aHATHS 1
CamocrosTensHas padoTa 00yJaromuxcs 10

Tema 2.3 HUcnoan3oBanue [I19BM B aesionpousBoacTBe. KomnbroTepusaius AeJIONPOU3BOACTBA HA MPEANPUITUU KaK
YCJIOBUC BHCAPCHUA FOCYZ[apCTBeHHOﬁ CUCTCMbI NOKYMCHTAIITMUOHHOT'O obecreyeHus YIIpaBJICHUA. 1
Marmmnountaemas fokyMeHnTtanus. Hocurenu, mpuMeHsieMble PU CO3/IaHUU TJOKYMEHTOB, M TPEOOBaHUS K UX
0()OpMIICHHUIO.

Jlexun 0
[pakTHyYeCcKUe 3aHATHS 1
CamocrostenbHast paboTa 00ydJaronmxcst 10

Bcero: 96




Jlis  XapaKTepHCTUKUA YPOBHS OCBOCHHS YYEOHOTO MaTepualla HCIHOJb3YHOTCS CICIYIONIHe
0003HAYCHHS:

1. 03HAKOMUTEIHHBIN (y3HABaHUE paHEE U3YUCHHBIX OOBEKTOB, CBOMCTB);

2.penpOAYKTUBHBIN (BBIIOJIHCHUE JEATCIBHOCTH TIO O00pasiy, WHCTPYKIUU WIH TIOJ
PYKOBOJCTBOM)

3.MpOAyKTHBHBINA (TUIAHUPOBAHWE W CAMOCTOSITEIILHOC BBIMOJIHEHUE JCSITCIBHOCTH, PEIICHUE
MpOOJIEMHBIX 33]1a4)



3. YCJIOBHUS PEAJIM3AIIMU YYEFHOM JUCIUIIINHDBI
3.1. TpeGoBaHus K MUHUMAJIbHOMY MATEPUATbHO-TEXHUYECKOMY
ol0ecrneyeHUI0

Peamuzarust  yuyeOHOM  OUCHUIUIMHBI  TpeOyeT Hamuuums  y4eOHOro  KaOuHeTa
JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIpaBiIeHus. JIEKIUOHHOTo THMa Ne 26T
O6opynoBanue yueOHOro kabuHera:
CneunanusupoBanHas Mebenb Ha 100 mocamouHbIX MecT, Jocka, kadeapa, pabouee MecTo
npernoaBaTers.
CocTaB o0opyaoBaHus pabouero Mecra:
- [Ipoextop NEC (NP 405 G);
- DkpanScreenChampion;
- Komonku Microlab;
- KpoHnmreiin, kabean KoMMyTaIuu;
- Slmuk nox mpoeKTop;
- Slmuk nmox kadenu;
- HoytOyk NB Asus 15.6 K 50 CI Celeron.
Monutopst ACER AL1716 (41r);
MukpodoHn BcTpoeHHBIH (311T);
Mukpodon 6ecipoBoaHoii karcect kst-53v,
pecuBep k Mukpodony kartect krv-201,;
Muxkmiep HENTR MC8002Q;
Yeunmurens SHOW SA-2120;
Kononku;
VGA spliter TRENDnet TK-V200S;
Kommsrotep: Gigabyte GA-945GZM-S2\Intel Pentium 4 640\2048 Mb (1 I'b DDR2-800 DDR2
SDRAM+1 I'b DDR2-800 DDR2 SDRAM)\ ST380811AS (80 I'b, 7200 RPM, SATA-IN\LITE-
ON DVD SHD-16P1S (16x/48x DVD-ROM)\Intel GMA 950.10cka nHactenHas, kadeapa

Cnmcok JIMIEeH3HOHHOT 0 MPOrPaMMHOI0 00ecrneYeHust
Onepayuonnvie cucmemol:

—MS Windows WinStrtr 7 Acdmc Legalization RUS OPL NL. Torosop Nel80 ot 12.02.2011.
Cpok neiicTBus IMIEH3UH — OECCPOYHO.

—MS Windows Pro 7 RUS Upgrd OPL NL Acdmc. dorosop Nel80 ot 12.02.2011. Cpok
NeNCTBUS IMLEH3UN — OECCPOYHO

—Microsoft Imagine Premium Electronic Software Delivery. CyOnuiieH3UOHHBIN TOrOBOp Ha
nepeaavy HeMCKIIOUUTEIbHBIX MTpaB Ne26 o1 26.12.2019 . Cpok aelicTBusi- 6ecCpoUHO

—OrteuectBennoe cucreMuoe [10 «bazanst CITIO». JloroBop o corpymuandectse NoJIC 015-2019
o1 07.10.2019.Cpoxk neiicTBuUs TULIEH3UH — OECCPOUHO.

Odgpucnvie npozpammor:

—-MS Office Std 2010 RUS OPL NL Acdmc. oroBop Nel80 or 12.02.2011.
CpOoK e CTBUSAIMIIEH3UN — OECCPOUHO.

—Office 2016 RussianOLPNLAcademicEditioncyoaunensnonnsiiimoroop Ne 31705082005 ot
05.05.2017. Cpoxk neiicTBUS TUIIEH3UN — O@CCPOUHO.

- Office 2016 RussianOLPNLAcademicEditioncyomiunien3nonnabiiikoHTpakt Ne 5 ot 04.05.2017.

Cpok neiicTBus TMIEH3UH — O€CCPOYHO.

—OTeuecTBEHHOE oducHoe MIPOrpaMMHOE o0ecrnieueHue "P7-o¢uc HeckTom.
CyOnuIeH3MOHHBINI0TOBOPHAPOCCUICKOE OPUCHOE TTPOrpaMMHOe obOecrieueHne sl YIeOHBIX
neneit Ne4 ot 11.06.2020. Cpok AeHCTBUSUIIMIIEH3UH — O€CCPOYHO.

ﬂpyzue npozpammasl:



—Anti-virusKaspersryEndpointSecurity mns ousneca (CyOnauieH3HOHHBIA goroBop Ned2 ot
06.12.2019) - 522 nuuensus.. Cpok aeictus nuieHsuu mo 01.01.2021.

—MoitOduc Ob6pazosanue free. beccpounas mist CIIO.

—3dsMax 2019 03 cenrs6ps 2018 r. freeMulti-user (muoromonas3oBareabckast). Cpok aeicTBHS
munensun 1o 03.09.2021 rona

—AutoCAD 201903 centsiops 2018r.freeinstall on network server. Cpok qeHCTBUS THIICH3UH 10
03.10.2021 roma

— Photoshop CC ALL Multiple Platforms Multi European Languages Licensing Renewal
(CyOnMIIEeH3MOHHBI  JIOTOBOP Ha  Mepedady  HEHCKIouYuTenbHbIX mpaB  Ne  T1O-
1658J1 14575 4420 ot 16 _06 20). . Cpok aeiictust nunen3uu a0 16.07.2021 rona

—CoreIDRAWGraphicsSuite X7. Axagemuueckas Bepcusi. Jlorosop Ne0326100001915000009-
0010667-02 ot 09.06.2015. Cpok aeicTBUS TUIICH3UN- OECCPOUHO.

—APM WinMachine 17 «I[Ipo4HOCTHOH pacyeT W TPOCKTUPOBAHWUE KOHCTPYKIHM, JeTalei
MAIlliH U MEXaHU3MOBY, (JIUIICH3MOHHBIH goroBop Ne ®I10-20/680/2019-33-19 ot 24.09.2018
r.) - yueOHsIif knacc Ha 30 ceTeBbIX y4eOHBIX U 2 JIOKaJbHBIE MPENoAaBaTeNIbCKUe JTUIEH3UIO.
Cpok neiicTBUSIIMIIEH3UN — OECCPOUHO.

—VYuebHbli KOMIUIEKT mporpammHoro obecredenus: [laker oOnoBnenus KOMIIAC-3D no
Bepcuit V16 u V17.(cyonunensuonnsiii joroop Ne MI[-15-00330-0641 otl4 centabps 2015
r.) - 50 mect. Cpok aelcTBUS JTULEH3UU — OECCPOUHO.

—Jluakov 6.5 (moroBop Ne5008-461 ot 07.08.2014) - 2 xmacca — 14 mr. Cpok nedcTBus
JUIEH3UU — OECCPOUHO.

—SanakoStudy 1200 (rocynapcrBeHHblii KoHTpakT Ne390/1 or 12.12.2008 Ha mnocraBKy
MPOrPaMMHOTO  MYJIbTUMEIUWHOTO KOMIUIEKca Ui u3y4deHHsl s3blkoB  SanakoStudy
1200. Cpok neiicTBus IMIEH3UH — OECCPOYHO.

—Hndopmanmonno mpaBoBoe obecriedenue "['apant" (mist yueObHoro mporecca). lorosop
NeDIIC-12-119 ot 01.09.2012. Cpok aeiictBust - 6ecCpoUHO.

—CIIC Koncynbrantllmtoc: Bepcus [Ipod. Koncynbrant ®unancucr. Koncynbrantllntoc:
Koncynpranmuu nns 6romketHsix opranuzanuid. JJorosop ot 01.01.2017. Cpok nevictBust -
OeCcCpOYHO.

—«Anpr-MHBect 8§ Cymm». JIMIIEH3MOHHBIN J1OTOBOp Ha Iepenayy nakera «YMHBIM Kiacc» B
KoJ-Be 25 pabounx mect Ne 6-20-011 ot 06.03.2020. Cpok ielicTBUS JUIICH3UH — OECCPOYHO.
—«Anpr-OunaHcsl 3». JIMLIEH3MOHHBIN 10OrOBOp Ha Mepeaady nakera «YMHBIA KJIaccy B KOJI-BE

25 pabounx mect Ne 6-20-011 ot 06.03.2020. Cpok AeHCTBUS JTHUIECH3UH — OECCPOUHO.)

—«busnec-kypey. CyoOnunensuonnsiii goroBop Ne 200601\1. Cpok aeiicTBHS JIMIEH3UH —
6eccpouHo.

—Oxomnorus. 1C-KCV: Oxpana OKpY Karolen CpeIibl. Axagemudeckas BEpCHSL.
Cyo6nunensuonnsiii goroop Ne0018-943/18 or 21.10.2018. Cpok nedCTBHS JIUICH3UH —
6eccpouHo.

—TUC «Ilanopama x64» (Bepcust 12) ¢ yuerom Ilpodeccuonanbnas ['MC «Kaprta 2011»
(Bepcus 11). 'eonndopmanmonnas cucrema «Ilanopama x64» (I'MC «Ilanopama x64» Bepcus
12, nna mmatdopmsl «x64»).JIunen3nonssiit qorosop NeJI-56/18/3 ot 20.07.2018. Cpoxk
JEHCTBUSI IUIIEH3UU — 0€CCPOYHO.

—nporpaMMHbIi NpoAyKT «Bam ¢uHancoBblit aHanuTuk. CereBoit». JloroBop Ne4(09-676 ot
09.06.2017. Cpox nedcTBHS JULEH3UU — OECCPOUHO.

—-MUAC «CIIEKTP» Jlunensuonusrii gorosop NeDK/300/-0/27/16 ot 10.02.2016. Cpox
JEHCTBUSI INIIEH3UU — 0€CCPOYHO.

—1C:IIpennpusarue 8. KommiekT a1 00y4eHus B BBICIINX yueOHBIX 3aBefieHusx. JJorosop Ne27
ot 10.04.2012. Cpok neicTBUS JIULEH3UU — OECCPOUHO.

—3anuieHHbli nporpamMubii kommuieke 1C npennpusitue 8.3z (x86-64). Jloroop Ne362/17 ot
04.05.2017 r. Cpoxk neicTBHsI — OECCPOUHO.

—MAC "CEJIDKC" -Momnounslii ckotr. IlnemeHHoOl y4deT B Xo03sicTBax. YueOHas Bepcus.
Mopayns "O6opor crama" xk MAC  "CEJIDKC"-Momnounsiii ckotr. IlnemeHHo#t yuer B
xo3siictBax. YueOHas Bepcus. MAC  "CEJIDKC"-MscHoit ckot. IlnemenHoil yder B




xo3siicTBax. YueOHas Bepcus.MMAC "Pammonsl". PacueT KOpMOBBIX palioHOB. YueOHas
BepcHs.JloroBop 0 MpenocTaBIeHUN HEMCKIIOUUTENbHON (mpocToit) smuenH3un Ne287 ot 15
Mas 2012 1. Cpok neiicTBHS JIMIIEH3UH — O€CCPOYHO.

3.2. UnpopmanuoHHoe odecnieyeHne 00yueHust

Ilepeyens yueOHbIX wu3aaHuil, HWHTepHET-pecypcoB, JAONOJHUTEIbHOMN
JHTEPATYPHI
OcHogHble UCHOUHUKU
1. KazakeBuu, T. A. JlokyMeHTaIllMOHHOE OOECIICUeHUE YIpaBieHUs : YICOHUK U
npaktukyM s CITO / T. A. KazakeBuu, A. U. Tkanuy. - 2-¢ u3z., UCIIp. U JOII. -
M. : FOpaiit, 2017. - 161 c. - (IIpodeccuonansHoe oOpazoBaHue).
JlonoanumenvHsle UCMOYHUKU

1. JlokyMeHTaloHHOE OOecTieueHIe YIpaBJIeHUs: ydeOHoe TMocoOue s
oOyuaronuxcst 1o cnenuanbHoctd  21.02.05 "3eMenbHO-UMYILIECTBEHHBIE
orHomeHus", 38.02.01 "OxoHomuka u Oyxraiarepckuii yder (mo orpacisim)" /
benaroponckuiit I'AY ; coct. C. B. IlmakcueBa. - Maiickuii :benropoackuii 'AY,

2020. - 108 c.

2. KanpoBeie moxymeHThl: o0pasipl u Omanku 2017-2018 [DnexTpoHHBIN
pecypce] // kadrovik-praktik.ru. — Pesxum moctyma: http://bit.do/eCziN

3. OTnuunbli  cekperapb. PaboraeM ¢ JIOKyMEHTaMH  MPaBUIIBHO!
[OnekTponHbli  pecypc] //  thebestsecretary.ru. —  Pexum  goctymna:
http://bit.do/eCzi6

4, I'OCT. TOCT P 7.0.8-2013. Haumonanessiii ctanmapt P® Cucrema
CTaHAApTOB 1O MWHPOpMaLMK, OUOIMOTEYHOMY U HU3JATEIbCKOMY JEmy.
Jlenonpous3BOACTBO W apXWMBHOE Jen0. TepMuHBI W oOmnpeaeseHus» (yTB.
[Tpukazom @DenepanbHOTO areHTCTBA MO TEXHUYECKOMY PpETYJIHMPOBAHUIO WU
Metposioruu oT 17 oktsaops 2013 r. Ne 1185-ct) [DnekTponnsiii pecypce] // CIIC
KoncynerantlLmoc. — Pesxxum noctyna: http://bit.do/eCzhV

Humepnem-ucmounuxu

1. CnpaBounas npaBoBas cucteMa «Koncynprantlntocy. Pexum
noctyna: http://bit.do/eyVci

2. CnpaBounas cuctema «["apant». Pexum noctyna: http://bit.do/eyVcep



http://bit.do/eCziN
http://bit.do/eCzi6
http://bit.do/eCzhV
http://bit.do/eyVci
http://bit.do/eyVcp

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOI
JTACIATIIAHBI
KOHTpOJ'IB u OILICHKAa PE3YJIbTATOB OCBOCHUA yqe6H0ﬁ JUCIIUITIINHEBI
OCYHICCTBJEACTCA IIPCIIOAABATCICM B IIPOHCCCC IIPOBCACHUA ITPAKTHYCCKUX SaHﬂTHﬁ,
TCCTI/IpOBaHI/Iﬂ, a TaKXC BBIIIOJIHCHUA O6yanOH_[I/IMI/IC$I I/IHI[I/IBI/II[yaJIBHBIX SaﬂaHHﬁ,

HUCCJIEIOBAHUM.

Pe3ysabTarsl 00yyeHus
(ocBOeHHBbIE YMEHHSI, YCBOEHHbIE
3HAHMS)

®opMBbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yJabTaToB 00y4eHHust

YMerTn:

oopMIIATH JOKYMEHTALUIO B
COOTBETCTBUHM C HOPMAaTHBHOH 0a30ii, ¢
UCIOJIb30BaHUEM  MH(POPMALMOHHBIX

Pemenne pa3HOYpOBHEBBIX 3ajad; YCTHBIN
OMpOC,  BBHINIOJIHEHHE  TECTOBBIX  3a/IaHMIi;
MOJIrOTOBKA pedepara, AesoBas urpa, JOMaIIHsIsL

(bOopMBI TOKYyMEHTOB

TEXHOJIOTHI KOHTpOJIbHast paboTa, 3K3aMeH

OcBauBatb TEXHOJIOTWH | PemieHre pa3HOYpOBHEBBIX  3ajad; YCTHBIH

aBTOMAaTU3UPOBAHHOM 00pabOTKH | ONPOC,  BBIMIOJIHEHWE  TECTOBBIX  3aJaHUM;

JIOKYMEHTOB HOJTrOTOBKA pedepara, JOMAIIHAS KOHTPOJIbHAS
paborta, ’K3amMeH

HCII0JIL30BATh yHU(UIMpoBaHHbIE | PelieHre pa3sHOYpOBHEBBIX 3ajayd;  YCTHBIN

ONPOC,  BBINOJIHEHUE  TECTOBBIX  3aJIaHUIA;
MOJIrOTOBKA pedepara, JOMAIIHIS KOHTPOJIbHAS
pabora, 3K3aMeH

OCYHWICCTBIATL XPAaHCHHUEC W  IIOUCK

Pemienue pa3HOYpOBHEBBIX 3ajad; yCTHBIU

TEJIEKOMMYHHUKAIIMOHHBIC TEXHOJIOTHHU B
JIEKTPOHHOM JIOKyMEHTO000pOTE

JIOKyMEHTOB ONpOC,  BBINOJHEHUE  TECTOBBIX  3aJaHMI;
HOJTOTOBKA pedepara, JOMAIIHIS KOHTPOJIbHAS
pabora, PK3aMeH

UCIIOJIb30BaTh Pemenne pa3HOypOBHEBBIX 3aJa4; yCTHBIU

ONPOC,  BBINOJIHEHUE  TECTOBBIX  3aJIaHMIA;
NOJIrOTOBKA pedepara, JOMAIHIS KOHTPOIbHAS
paboTa, SK3aMeH

3HATH:
MOHSTHE, 1ENH, 3aJa4dl W TNPUHIUNBI | BellonHEeHWe TECTOBBIX  3aJaHUil;  YCTHBIN
JIEJIONTPOU3BOICTBA orpoc, MOATOTOBKAa pedeparta, JOMANTHSS

KOHTPOJIbHAs pa60Ta, OK3aMCH

OCHOBHBIE ITOHATHS
JOKYMEHTAIMOHHOTO 00ecreueHHsI
YIPABJICHUS

BeinonHeHne  TECTOBBIX — 3aJaHMM;  YCTHBIN
orpoc, TMOArOTOBKa pedepara, JOMAIIHSISL
KOHTpOJIbHAs paboTa, 3K3aMeH

KHaCCH(bHKaHHIO JAOKYMCHTOB

BrinosiHEHHME  TECTOBBIX — 3aJaHUM;  YCTHBIU
ompoc, TMOATOTOBKa pedepara, JOMAIIHSISI
KOHTpOJIbHAs paboTa, SK3aMeH

TpeOOBaHUSI K  COCTAaBJICHUIO M
0hOPMIICHUIO TOKYMEHTOB

Pemienue pa3sHOypOBHEBBIX 3a/1a4; BBINIOJIHEHUE
TECTOBBIX 3aJIaHWI; YCTHBIM OMpPOC, MOJATOTOBKA
pedepara, nenoBasi UTpa, YK3aMEeH

OpraHU3aLHIo TOKYMEHTO000pOTa:
npuem, 0opaboTka, perucTpanus,
KOHTPOJIb, XpaHEHHE JJOKyMEHTOB,
HOMEHKJIATYpHI Jel

Pemrenne pa3HOYpOBHEBBIX 3a/1a4; BBIITOJIHEHUE
TECTOBBIX 3aJJaHUl; YCTHBIN OMPOC, MOJATOTOBKA
pedepara, aoOMamIHSS KOHTPOJbHAs padoTa,
JK3aMeH




