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1. OBILASI XAPAKTEPUCTUKA PABOYEN IPOrPAMMbI YUEBHOIA
JUCHUIINHBI
JTOKYMEHTAIOMOHHOE OBECIIEYEHUE YIIPABJIEHHS

1.1. O6s1acTh npuMeHeHus1 padoveil MPOrpaMmbl

Pabouas nmporpamma yueOHoM auctuminnsl spisgercs yactbio [IIICC3 B co-
orBeTcTBUHU ¢ ®I'OC mis ciennanbHocTH 38.02.01 «OK0oHOMUKA U OyXTaITepCKUi
yaeT» (6a3oBasi MOArOTOBKA)

1.2. Mecro y4yeOHoM nucuunnubl B ctpykrype IIIICC3:

JlanHast yueOHasi AMCLUILIMHA BXOAUT B MPO(ECCHOHABHBIM LUK KaK 00-
nienpodeccuoHanbHas Aucuuiinaa B coorBeTcTBuM ¢ GI'OC no cnenuaibHOCTH
38.02.01 DxoHOMUKA U OYXTanTepCKuid yueT (110 OTpacisMm).

VYuebnas nucuuruinHa OI1.06 JlokymeHTallMOHHOE OOecreueHue yrpanlie-
HUs obecnieunBaeT (HopMuUpoOBaHHE NPO(YECCHOHATBHBIX M OOUIMX KOMIETEHIUH
o BceM BugaM aeareabHocTd ®I'OC CIIO mo cnemuansHOCcTH 38.02.01 DKOHO-
MUKa 1 OyXraaTepcKuil yueT (Mo oTpacisim).

1.3. Hean u 3apa4m y4eOHOH IMCHHUIIMHBI — TPeOOBAHMS K pe3yJIbTa-
TaM OCBOCHHSI JUCHMUILUIUHBI:
B pamkax mporpammbl y4eOHOU JUCITUTUTMHBI 00YYArOITUMUCS OCBAUBAIOTCS

CJICIYIOIIUE YMECHUS U 3HAHUA.

Kon
IIK, OK

YMmenus

3Hanusg

OK 01

pacno3HaBaTh 3aJayy W/WIM MpolieMy B
npopeCCHOHATBHOM /MM COLMAJIBHOM
KOHTEKCTE;

aHAJIM3UPOBATh 3a/1a4y W/WIK MpodiIemMy U
BBIJIETISITh €€ COCTaBHBIE YACTH;
ONpeNeNATh  JTambl  peIIeHUs
BBISIBISITH U 3(PPEKTUBHO
uH(pOpMAIIHIO, HEO0XO0IUMYIO
pEIICHUS 3a]1a4M W/UJIH TIPOOJIEMBI;
COCTaBUTh IUIAH JEUCTBHS;, OIPEIEIUTh
HEO0OXOIUMBIE PECYPCHI;

BJIAJICTh aKTyaJlbHBIMH METOJaMH pabOThI
B IIpo(ecCHOoHANBbHOM U CMEXHBIX chepax;
peann3oBarhb COCTaBJICHHBIN IUIaH;
OLICHUBATh pE3yJabTaT U IOCJIEICTBUS
CBOMX JeMCTBUI (CAMOCTOSITENFHO WIIH C
MIOMOIIbI0 HACTABHHKA)

3a71a4u;
HUCKATh
TS

aKTyaJIbHbIM  MpoQeccHOHaNbHBIA U
COLMAJIbHBIA KOHTEKCT, B KOTOpPOM
MPUXOIUTCS PadOTaTh U )KUTH;
OCHOBHBIE UICTOUHUKU UH(POPMALIUU U
pecypcsl JUisl pelleHus 3ajad U IMpo-
61eM B Mpo(ecCHOHANTBHOM H/WIN CO-
[IHAIbHOM KOHTEKCTE;

QITOPUTMBI  BBHIMOJIHEHUST paboT B
npodeccnoHabHOM U CMEXHBIX 00-
JacTsxX;

MeToAbl paboThl B TpodeccroHalb-
HOW M CMEXHBIX cdepax;

CTPYKTYpy IUIaHa JaJisi pelIeHus 3a-
nau;

MOPSAJIOK OLEHKU Pe3yJbTaTOB pellie-
HUS 3aj1ad npodeccHoHaNbHOW nes-
TEILHOCTH

OK 02

onpeneNniaTb  3aJauyd
nHpopmanuu;
OTIpeNeNATh
nHpopmanuu;
IUTAHUPOBATh
CTPYKTYPHUPOBAaTh
UH(POPMALIHUIO;
BBIJICJIATh HanOoJiee 3HAaYNMOE B TIEpEYHE
uHpopMaInu;

JJIA ITIOHUCKa

HEOOXOAMMBIE HUCTOYHUKH

MOUCKA;
MOJIy4aeMyto

porecc

HOMEHKJIaTypa WH(POPMAIIMOHHBIX
HCTOYHUKOB, MPUMEHSIEMBIX B
npodeccruoHabHON eSTENbHOCTH;
MIPUEMBI CTPYKTYPHPOBaHUS
uH(pOpMaIHH;

dbopmar odopmiIeHHS Pe3yIbTAaTOB
MoucKa HHPOpPMaLUH.




OLICHUBATh MPAKTUYECKYI0 3HAYUMOCTD
pE3yJIbTAaTOB ITOUCKA;
oQOpMIISTH Pe3yNabTaThl MOUCKA.

OK 03 | onpenensath akTyaJbHOCTb HOPMAaTHUBHO- | COJIEpPIKAHHUE aKTyaJIbHOM
IPaBOBOI JOKYMEHTaIluu B | HOPMaTHUBHO-TIPABOBOM
po(hecCHOHANTLHOM e TEILHOCTH; JIOKYMEHTAINH;

NPUMEHITh  COBPEMEHHYIO  HAy4yHYIO | COBpEMEHHas Hay4yHas u
npodecCHOHATLHYIO TEPMHHOJIOTHIO; | TpodeccHoHalbHAST ~ TEPMHHOJIOTHS;
ONpeeNsATh U BBICTPAUBATh TPACKTOPUU | BOSMOXKHbBIE TPaeKTOPUU
pohecCHOHATLHOTO pa3BHUTHS U | poecCHOHAILHOTO ~ Pa3BUTHS U
camo00pa3zoBaHus camoo0pazoBaHus

OK 04 | opraHu3oBbIBaTh pabOTy KOJJICKTUBA U | IMICUXOJIOTHYECKHE OCHOBBI
KOMaH/Ibl; JeSITeNIbHOCTH KOJIJIEKTHBA,
B3aMMO/ICHCTBOBATH c KOJUUIETaMH, | TICUXOJIOTHYECKHE 0COOEHHOCTH
PYKOBOACTBOM,  KJIMEHTaMH B  XOJE | JINYHOCTH;
poeCCHOHAIBHON e TEIHHOCTH OCHOBBI IIPOCKTHOU JCSITEITLHOCTH

OK 05 | rpamMoTHO wW3lIaraTb CBOM MBICIH U | OCOOCHHOCTH COLIMAJILHOTO u
0pOpPMITSTH JIOKYMEHTBI Mo | KyJbTYPHOTO KOHTEKCTA,
npodeccuoHanbHOM TeMaTHKe Ha | mpaBuia OPOPMIICHHUS JTOKYMEHTOB H
TOCYIapCTBEHHOM  SI3BIKE,  TPOSIBIATH | IOCTPOCHUS YCTHBIX COOOIIEHUH
TOJICPAHTHOCTH B pab04YeM KOJIIIEKTUBE

OK 09 | noHumath o0t CMBICTT YEeTKO | MpaBUja IOCTPOEHUS MPOCTBIX U
MIPOU3HECEHHBIX BBICKA3bIBAaHU I HA | CIIOXKHBIX MPeIIOKEHU I Ha
U3BECTHBIE TeMblI (MpodeccHoHaAbHBIE U | MPOPECCHOHATBHBIC TEMBI;
OBITOBBIC), TIOHUMATh TEKCTHI Ha 0a30BbIE | OCHOBHBIE  OOIIEyNOTpeOUTEIbHBIC
poeCCHOHAIbHBIEC TEMBI; rJ1aroJbl (6brTOBAsS u
y4acTBOBaTh B JMajorax Ha 3HAKOMbIE | TpodecCHOHaIbHAas JIEKCHKA),
o01re 1 mpodeCcCHOHAILHBIE TEMBI, JIEKCUYECKHU I MUHHMYM,
CTPOUTH MPOCTHIE BHICKA3bIBAHUS O c€0€ U | OTHOCSIIUNCS K OTIHCaHUIO
0 cBoOEi MpoeCCUOHAIBHON | PEIMETOB, CPEIACTB M  IPOIIECCOB
NEeSITENIbHOCTH; npohecCHOHANBEHON NesSTENbHOCTH;
KpaTKo OOOCHOBBIBATh U OOBSICHUTH CBOM | OCOOEHHOCTH MPOU3HOIICHUS,
NeiCcTBUS (TEKYIINE U TUTAHUPYEMBIE); npaBuUIIa YTEHUS TEKCTOB
MUCaTh MPOCTBIC CBS3HBIC COOOIIECHUS Ha | MPOQPECCHOHATBHON HAPABICHHOCTH
3HAKOMBIE WIH UHTEPEeCYIoIIne
PO eCCHOHABHBIC TEMBI

IIK 1.1 | npuHMMaTh TEpPBUYHBIE OyXTrajaTepckue | oOIue TpeOOBaHMS K OyXTralITepcKOMy

JIOKYMEHTbl Ha OyMa)kHOM HOCUTEJNE H
(M) B BHJE DJIEKTPOHHOTO JOKYMEHTAa,
MOJMUCAHHOTO 3JEKTPOHHON MOAIMHUCHIO;
IPOBOJIUTH (POPMAIIBHYIO MPOBEPKY JTOKY-
MEHTOB, IIPOBEPKY IO CYLIECTBY, apudme-
TUYECKYIO IPOBEPKY;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;
nepegaBaTh IMEepBUYHBIE OyXraiarepckue
JOKYMEHTbl B TEKyLIUH OyXraatepckui
apXxuB;

nepeaaBarb IMEpPBUYHBIE OyXrajaTepcKue
JIOKYMEHTBI B TOCTOSIHHBI apXWB IO HC-
TEYEHUH YCTAHOBJIEHHOI'O CpOKa XpaHe-
HUS;

UCTIPABJIATh OIIMOKM B TMEPBHUYHBIX OyX-
TaJITepCKUX JOKYMEHTaX.

ydeTy B 4YacTH JOKYMEHTHPOBAHUS
BCEX XO3SAWCTBEHHBIX JEHUCTBUU U
onepanuii;

oTpesieNieHUue MEepPBUYHBIX OyXrairep-
CKHX JJOKyMEHTOB;

(opMBI TEPBUYHBIX OyXTadTEPCKUX
JIOKYMEHTOB,  COZAEpKalux 00s3a-
TEJIbHbIE  PEKBU3UTHI  MEPBUYHOIO
YYETHOTO JOKYMEHTA;

MPUHIMITBI U TPU3HAKU TPYIIHUPOBKU
MEPBUYHBIX OYXTalTepCKUX TOKYMEH-
TOB;

npaBWwia W CPOKHM  XpaHEHUS
MIEpBUYHON OyXranTepcKoit
JTOKYyMEHTAIHH.




dopmMupyeMble KOMIIETEHIIUMN:

Kon HaumeHoBaHue pe3yjibTaTa 00y4eHUus

OK 01 | Beibupats cmocoObl pemieHus 3anad mpodecCHOHATBHOW JeATEIbHOCTH MPUMEHH-
TEJIBHO K Pa3IMYHBIM KOHTEKCTaM

OK 02 | Ucnonbs30BaTh COBpEMEHHBIE CpPEACTBA TMOMCKA, aHAJIM3a M MHTepHpeTanuu uH(op-
Maly ¥ HHPOPMAIIMOHHbBIE TEXHOJIOTUH JIJIsl BBIIOJTHEHUS 33124 PO(PECCUOHATBHON
JIeSITeNIbHOCTH

OK 03 | I[InanupoBaTh W peaqu30BBIBATH COOCTBEHHOE NPO(PECCHOHATBHOE U JMYHOCTHOE
pa3BUTHE, MPEAIPUHUMATEIBCKYIO JIESTENILHOCTh B MpodeccuoHaibHOU cdepe, uc-
MI0JIb30BaTh 3HAHUS MO (PMHAHCOBON I'PAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CHTYa-
LUSX

OK 04 | DddexkTuBHO B3aUMOICHCTBOBATh M paObOTaTh B KOJUICKTUBE M KOMAH/IE

OK 05 | OcymiecTBasTh YCTHYIO U MTUCHbMEHHYIO KOMMYHUKAIIMIO HA TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanyu ¢ yueToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOTO KOH-
TEKCTa

OK 09 | ITomb3oBaThcsi MpodecCHOHaTbHON AOKYMEHTAIMEe Ha TOCyIapCTBEHHOM W HHO-
CTPaHHOM SI3bIKaX

IIK 1.1 | O6pabaTpiBaTh NEPBUUHBIE OYXTAITEPCKUE TOKYMEHTHI

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCLUILIMHBI

2.1. O0beM yueOHOI JMCHUIIJIMHBI M BH/bI Y4eOHOH padoThl

Buj yueOHoit padoThl Konuuecmeo
uacos

MakcumajbHas yyeOHasi HArpy3Ka (Bcero) 68
Oo6s13aTesIbHAs ayAUTOPHAs YueOHAasi HATPY3Ka (Bcero) 14
B TOM YHUCIIE!

JIEKIIUHI 2

MPAKTUYECKHUE 3aHATUS 12
CamocrosiTesibHasg padoTa o0y4arouerocs (Bcero) 48
IIpoMe:kyTOUHAsI aTTECTALMSA 6

Hmozosan ammecmauus 6 qbopme IK3AMEHa




2.2. TemaTn4eckuii IJIaH U CO/lep:KaHNe y4eOHOH TUCHMILINHBI «/[0KyMeHTallnOHHOe o0ecnieyeHne YIIPaBJIeHHUsD)

Konanl
KOMIIeTEeHIINIA,
¢dopmupoBanunio
HaumenoBanue pa3ue- Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHble padoThl M IPaKkTUYeckue 3a- | O0bem KOTOPBIX
JIOB H TeM HATHS, CAMOCTOSAITEIbHASI padoTa 00y4arommxcs B Yacax
Crocoo0cTByeT
3JIeMEeHT
NPOrpaMMbl
Tema 1. Coaepxxanue yueOHOIro MaTepuaJa 8 OK 01, OK 02, OK
Benenue. Jlokyment wu | 1. ITonsitue noxymenTa. Kiaccudukarus J0KyMEHTOB - 03,0K09,IIK 1.1
cucrema 2. CaolicTBa U (PYHKIMH TOKYMEHTA
AOKYMCHTallUH. 3. HopmatuBHo-nipaBoBasi 0a3a opraHu3anuu JOKYMEHTAIMOHHOTO OOecreueHus
yIpaBJICHUSI.

IIpakTHYecKoe 3aHATHE: 2

YcrHbli onpoc

1. Knaccudukanusi JOKyMEHTOB, aHAIN3 HOPMATHUBHBIX JOKYMEHTOB.

2..0¢dopmiieHne OCHOBHBIX PEKBU3UTOB IOKYMEHTA.

3..Pemienne TecTOBBIX 3aaHU IO TEME.

4.Pa3HOYpOBHEBBIC 3a/1a4H.

CamocrosiTesibHas padoTa 00y4YarOIUXC: 6

[IpopaboTka NIEeKIMOHHOTO MaTepuaia W MOJATOTOBKAa K TecThpoBaHuio. [loaroroBka

pedepaTos.
Tema 2. Coaepxkanue yueOHOIro MaTepuaJa 11 OK 01, OK 02, OK
Opranu3anuoHHo- 1. Opranu3anvoHHbIE TOKYMEHTHI 04, OK 05, OK 09,
pacnopsauTeNbHbIC 2. PacropsiiureNibHbIe IOKYMEHTBI 1 IK 1.1
AOKYMEHTEI. 3. CripaBoYHO-UH(OPMAIIIOHHBIE JOKYMEHTBI

IIpakTnyeckoe 3anaTHE: 2

YcTHBI onipoc

1.CocraBneHre OpraHU3aIMOHHO - PACMIOPAIUTENBHBIX JOKYMEHTOB U HH(OPMAIIMOH-

HO-CTIPABOYHBIX IOKYMEHTOB.

2.Penienune TeCTOBBIX 3aJJaHUI IO TEME.

3.Pa3HOYpOBHEBBIE 33/1a41

CamocrosiTesibHas padora odyuarommxcs: [[popaboTka JEKIIMOHHOTO MaTepuaja U 8

IOATOTOBKA K TCCTUPOBAHUTO. ITogrororka pe(pepaTOB.




Tema 3. Conep:xaHue yueOHOro MaTepuaja 11 OK 02, OK 04, OK
KagpoBas noxkymenranus. | 1. [TonsTre, 3HaYeHNE U KIIACCU(PUKALNS KaIPOBOW JOKYMEHTAIINH 1 05. OK 09. TIK 1.1
2. [Topsimox moAroTOBKM U O(GOPMIIEHHS JOKYMEHTOB, COMPOBOXKIAIOLIMX TPYIO- ’ ’ '
BbI€ OTHOIIICHUS
3. KommiekroBaHue JIMYHOro jeina
IIpakTHyeckoe 3aHsATHE: 2
YcTHbli onpoc
1.CocraBnenue u ohopMiIeHHE TOKYMEHTALUHU TI0 TPYAOBBIM OTHOIICHUSM.
2.CoctaBneHue U opopMIICHHUE 3asiBICHHUs O IIpUeMe Ha paboTy, aBToOMOrpaduu, pe-
3I0ME.
3.Mcnonb3oBanue mabaoHa pe3roMe.
4. Pemienue TecTOBBIX 33JaHUN 1O TeMe 3.
5.JlenoBas urpa «OdopmieHne KaapoBbIX JOKYMEHTOB
6. PaznoypoBHeBbIE 3a1a41
CamocrosiTeibHasi padora odyqarommxesi: [IpopaGoTka JIEKLIMOHHOTO Marepuaia U 8
IIOJIFOTOBKA K TECTUPOBaHUIO. PerieHre pa3HOypoBHEBBIX 33]1a4
Tema 4. Conep:xanue yueOHOro MaTepuaJia 6 OK 01, OK 02, OK
JenexHble n puHAHCOBO- [ ] Buibl qeHeKHBIX U PHHAHCOBO-PACUCTHBIX TOKYMEHTOB. - 03, OK 04 OK 05,
pacyeTHble JOKYMEHTHI.
2. OcobeHHocTH cocTaBiIeHUs U 0hOPMIICHHUS IEHEKHBIX U (PUHAHCOBO-PACUETHBIX OK 09. TIK 1.1
JIOKYMEHTOB. ’ ’
IIpakTnyeckoe 3anaTHE: 2
YcrHblii onpoc
1. CocraBnenne u odopmieHHe OyXraaTepckoil U  (QHUHAHCOBO-pacUETHON
JOKYMEHTAI1H.
2. Odopmiienre opuIHMaIbHON U TUYHON T0BEPEHHOCTEH.
3. Pemenne tecToBbIX 3aaHuii 1o TeMe 4.
CamocrosiTeibHasi padora odyuarommxesi: [IpopaGoTka JIEKLIMOHHOTO MaTepuaia U 4
MO/IrOTOBKA K TecTupoBaHuto. [lonroroska pedepatos.
Tema S. Coaeprxanue yueOHOro MaTepuaa 5 OK 01, OK 02, OK
JorosopHo-mipaBoBas 10- | 1. JloroBop: nMoHsATHE, BU/BI, TUIIOBAs CTPYKTYpa. - 04, OK 05, OK 09,
KyMCHTaIUA 2. JIOKyMEHTBI, 0(pOpMIISIONINE MOPSA0K PACCMOTPEHHUSI CIIOPOB MEXY IOpUANYe- IK 1.1
CKHMH JIMIIAMHU.
3. HckoBoe 3asBieHue: TpeOoBaHus K 0POPMIICHHIO U 0COOEHHOCTH OT3BIBA.
IMpakTHyecKne 3aHATHI: 1

YcTHBI onnpoc




1.CoctaBnenue u opopMICHHE TOTOBOPOB, TPETCH3NOHHO-UCKOBOM JIOKYMEHTAIIUH.
2.Pemenre TeCTOBBIX 3aJaHUM 1O TEME 5.
3. Pa3HOYpOBHEBBIE 33/1aUH.

CamocrosiTesibHast pa6oTa odyuarwmmuxcsa: [IpopaboTka JEKIIMOHHOTO MaTepuana
MOJITOTOBKA K TECTUPOBAHUIO.

Tema 6.

[Tonatue nOKYMEHTOO0O-
poTa, perucrTpanus I0Ky-
MEHTOB.

HcnosnHeHne 1OKYMEHTOB.
KouTtponp  ucnonHeHus.
Opranuzauusa onepaTUB-
HOTO XpaHEHHsS JOKYMEH-
Ta.

Coaep:xaHue yueOHOIro MaTepuaJia

1. [TpuHIMOBI OpraHu3ayy JOKYMEHT0000poTa.
2. TexHomnorust paboTsl C TOKyMEHTaMH
3. ®opMupoBaHUE U XPAaHEHHUE eIl B ICJIONPOU3BOICTBE

IIpakTuyeckue 3aHATHS:

YcTHBIH onipoc

1.CocraBiieHre HOMEHKJIATYPbI JEI.

2.3anoaHeHue )XypHaAJIOB PErUCTPALIMK BXOSIIEH U UCXOISAIICH TOKYMEHTAIIUH.
3.0cyuiecTBiIeHUE KOHTPOJIS 3a UCIIOJTHEHUEM JJOKYMEHTOB.

4. Pemienne TeCTOBBIX 3aJaHuK 1o Teme 2.1.

5. PazHOypOBHEBBIE 3a1a4M.

CamocrosiTesibHas padora o0yuaromuxcs: [IpopaboTka JIEKIIMOHHOTO MaTepuaia u
MOJTrOTOBKA K TecTUpoBaHuio. [loarotoBka pedeparos. Pemienre cutyanmoHHoON 3a1a-
4qu .

OK 01, OK 02, OK
03, OK 04 OK 05,
OK 09, IIK 1.1

Tema 7.
[ToaroroBka ITOKYMEHTOB
K apXUBHOMY XPaHEHUIO.

Coaep:xxaHue yueOHOro MaTepuaJia

1. DKcnepTu3a HEHHOCTH TI0KYMEHTOB

2. [ToaroroBka z1en Kk caadye B BEAOMCTBEHHBIN apXUB

IIpakTHYeckne 3aHATHSA:

YcTHBIH onpoc

1.IToaroroBka aen K cjaye B BEAOMCTBEHHbBIN apXHB.
2. Pemrenne TecTOBBIX 3aJaHUH O Teme 2.2.

3. Pa3sHOYypOBHEBBIC 3a/1aUH.

CamocrosiTeibHasi padora odyqarommxesi: [IpopaGoTka JIEKLIMOHHOTO MaTepHuaia U
MIO/ITOTOBKA K TECTUPOBAHUIO.

OK 01, OK 02, OK
03, OK 04,
IK 1.1

Tema 8
Hcnonb3zoBanue [I9BM B
JIETTONTPOU3BOJICTRBE.

Conep:kanue y4eOHOIro MaTepuaa
1. Komnsrorepuzanus 1e10npon3BoACTBa Ha IPEAIPUATHI
2. TpeboBanue Kk 0hOpPMICHUIO JOKYMEHTOB. PEKBHU3UTHI TOKYMEHTOB.

IIpakTHYeckHe 3aHATHSA:
YcTHBI onipoc
1.Pabora ¢ mabmonamu Microsoft Office.

OK 01, OK 02, OK
03, OK 04 OK 05,
OK 09,

K 1.1




2.Pemnienne TeCTOBBIX 3aJaHui 10 TeMe 2.3
3. PaznoypoBHEBbIE 3a1aU1

CamocrosiTesibHas padora odyuarommxcs: [[popaboTka JIEKIIMOHHOTO MaTepuajia H
MOJIrOTOBKA K TecTupoBanuio. [lonroroBka pedeparos.

IIpomeskyTounas
arrecTaums

Bcero

68




3. YCJIOBUS PEAJIM3AIIMY YYESHOM JUCIUIIINHBI
3.1. TpebGoBanusi K MATEPUAJIBLHO-TEXHUYECKOMY 00eCIedeHUI0

Peanuzamus yueOHON AUCIUILINHBI TpeOyeT Hamuuus yueOnoro Kabuner moxymeH-
TallMOHHOTO o0ecreueHus ynpasiaeHus Ne 317.

O6opynoBanne KabWHETA:

Crnenmani3upoBaHHas MeOelb, TOCKa HACTEHHas, TpUOyHa, pabodee MECTO Mpero-
JaBaTess.

Mynerumenuitnoe obopyzaoBanue: npoekrop EPSON ¢ moTon0YHBIM KpOHIITEH-
HOM, KOJIOHKH Microlab 2 miT., skpan ScreenMedia Beie3karomuii, HoyToOyk PackardBell,
KOMILJIEKT ITPOBOJIOB ISl TOKITIOUEHUS.

Harnsauele crenapl: «MCTOYHMKHA TMpUBICYEHHUS TEpPCOHANay, «YHUCIEHHOCTh U
CTpPYKTypa mepcoHana», «JlBuxenue mnepcoHana», «lIpodeccuorpammay, «llonstue u
BUJIBI  JIEJIOBOM  Kapbepbl», «DIJIEMEHTHl YEJIOBEYECKOro Kamutaiay, «Crparerus
yIpaBJICHHS TIepcoHAOMy, «[IpUHIMITBI W 3a/1auu yIpaBlIieHUs mepcoHanom», «[lonsarue
KaJIpOBOM MOMUTHKNY», «PaKTOPBI, BAUAIONMIKE HA ((OPMUPOBAHUE KAJPOBOM MOTUTUKI.

[TomereHne st CaMOCTOSTEIBLHON paOOThl (UMTATIbHBIE 3aIbl OUOIUOTEKU C BBIXO-
JIOM B ceTb IHTEpHET).

OO6opynoBanue: crieruaIn3upoBaHHas Me0OeIb; KOMIUIEKT KOMITBIOTEPHOU TEXHUKH
B cOope (cucremusrii 01ok: Asus PABGL-MX\Intel Celeron, 1715 MHz\256 M6 PC2700
DDR SDRAM\ST320014A (20 I'6, 5400 RPM, Ultra-ATA/100)\ NEC CD-ROM CD-
3002A\Intel(R) 82845G/GL/GE/PE/GV Graphics Controller, monutop: Proview 777(N) /
786(N) [17" CRT], knaBuatypa, Mbiiib.); Foxconn G31MVP/G31MXP\DualCore Intel
Pentium E2200\1 I'b DDR2-800 DDR2 SDRAM\MAXTOR STM3160215A (160 TI'Bb,
7200 RPM, Ultra-ATA/100)\Optiarc DVD RW AD-7243S\Intel GMA 3100 moHHTOD:
acervl93w [19"], kaBuaTypa, MbIlllb.) C BO3MOXXHOCTBIO MOJKIIIOUEHUS K ceTh MHTep-
HET M 0OecCredYeHHUs JOCTyIa B 3JEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIBHYIO CPEIY
benropoackoro I'AY; wnactennsiii mnasmenHsii TeneBuzop SAMSUNG PS50C450B1
Black HD (auaronans 127 cm); aynuo-uueo kabenr HDMI

3.2. J/IuneH3MOHHOE NPOrpaMMHoOe o0ecreyeHue

B kauecTBe mporpaMMHOro obecredeHus: UCIOIb3YIOTCs TPorpaMMbl 0(hUCHOTO Ta-
kera Windows 7, Microsoft office 2010 standard, AuntmBupyc Kaspersky Endpoint
security crangaptabeiii, CIIC Koncyabrant [Tnroc: Bepeus [Ipod. Koncynprant ®dunaH-
cuct. Koncynprant [lmtoc: Koncynbramuu 1j1s OrOKETHBIX OpraHu3anuid, nHhopMarm-
OHHO TIpaBoBoe obecnieyeHue "["apant" (ns yueGHOTO TIpoIIecca).

OnexkTpoHHass WHPOpMaUMOHHO-o0pa3oBatenbHas cpega ®PI'bOY BO benropon-
CKMIl TOCyJlapCTBEHHBIN arpapHblii yHHBepcuTeT umeHu B.S. T'opuna. Cucrema siek-
TPOHHOM TOJIEPKKU yU4€OHBIX KYPCOB.

3.3.UndopmanuonHoe odecrneyenue 00ydeHusi
OcHoBHas JMTEpaTypa
1. Kopuees, U. K. JlokymMeHTanmoHHOE 0O€CIICUCHUE YIPABJICHUS | YUCOHUK
U TIPaKTHUKyM I cpeaHero mnpodeccuonanbHoro odpaszopanus / WM. K. KopHees,
A. B. ITmienko, B. A. MamypueB. — 2-¢ uzf., nepepad. u non. — Mocksa : MU3na-



tenbcTBO IOpaiit, 2022. — 384 c.— (IIpodeccuonanpHoe 00pa3oBaHHE). —

ISBN 978-5-534-05022-6. — TexkcT : snextponHsiid // Ob6pazoBaTenbHas miatdop-

Ma [Opaiir [caiit]. — URL: https://urait.ru/bcode/492541 (nmara oOparieHus:

04.07.2023).

2. KazakeBuu, T. A. JlokyMeHTalluOHHOE 00ECIICUCHNE YIPABICHUS: YUSOHUK
u npaktukym st CITO / T. A. KazakeBuuy, A. U. Tkanuy. - 2-e u3A., UCOp. U JOII. -
M.: FOpaiit, 2017. - 161 c. - (Ilpodeccuonansuoe obpazoBaHue).
NHTepHEeT-UCTOYHUKHT
1. http://www.consultant.ru
2. http://www.garant.ru
JonoJiHUTeIbHbIE HCTOYHUKHU
Kypnan «/lenonpousBocTBOY.
Kypnan «CekpeTapckoe Aeo».
HopmaTuBHbI€e JOKYMEHTBI

1. ®enepanbubiii 3akoH "OO0 snexkTponHoi noamucu" ot 06.04.2011 N 63-D3.

2. Oepepanbublii 3akoH "OO0 uHOpMaIuu, HHHOPMAIIMOHHBIX TEXHOJIOTHUSIX U O
zamute uHpopmanuu" ot 27.07.2006 N 149-D3

3. TOCT P 7.0.8-2013. HamwmonaneHbli cTangapt Poccuiickoii denmeparumu.
Cucrema cranmapToB 1o uHMoOpManud, OHUOTMOTEYHOMY U U3JATEIBCKOMY JETy.
Jlenonpon3BOACTBO W apXuWBHOE jeno. TepmuHbl W ompexaeneHus (ytB. Ilpukazom
Poccrangapra ot 17.10.2013 N 1185-cT)

4. TOCT P 7.0.97-2016 «Cuctema ctangapToB 1o uHpopmaiuu, OuOIMOTEYHOMY U
u3zaTeNbeckoMy aeny. OpraHu3alMOHHO-PACTIOPSAIUTENbHAS TOKyMEHTanus. TpeOoBaHus
K 0(pOPMIICHHUIO JOKYMEHTOBY.

4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUSI YUEBHOM JUCIUTLJIAHBI

PesyabTaThl 00yueHus

KpnTeplm OICHKH

MeTtoanl
OLEHKH

B pe3ynbpTaTe ocBOCHMS TUCIUILIUHBI
00y4aronuiics T0KEH 3HaAMmb .
aKTyaJIbHBIN MPOGeCCUOHATBHBIN U COIMATBHBIN KOH-
TEKCT, B KOTOPOM TIPUXOTUTCS paboTaTh U KUTh; OC-
HOBHBIC MCTOYHUKH WH(POPMAIIMK U PECYPCHI IS pe-
IIeHUsI 33/1a4 U MpobieM B MpodeccnoHaTbHOM U/UITN

COIIMAIBHOM KOHTEKCTE;

QJIITOPUTMBI BHITIOTHEHUS pa0doT B mpodeccnoHalbHOM
M CMEXHBIX 00JIaCTsAX; METOMBI pabOTHI B MPodeccro-
HATBHOW W CMEXHBIX cepax; CTpyKTypy IaHa s
perieHus 3a/1a4; MopsIOK OLIEHKH PEe3yJIbTaTOB pellle-
HUS 337249 TPo(hecCHOHATEHON NesITENbHOCTH
HOMEHKJIATypa HH()OPMAIIMOHHBIX HCTOYHUKOB ITPH-
MEHSEMBIX B MPO(EeCCHOHABLHON NIeATENhbHOCTH; TPH-
€Mbl  CTPYKTypupoBaHus uH(popManuu; ¢dopmar
odopmileHUs pe3yabTaTOB MOMCKA HHPOPMAITUU
COJIEp)KAaHUE AKTYaJIbHOM HOPMaTUBHO-TIPABOBOM J0-
KYMEHTAIlH; COBPEMEHHas Hay4YHass W MPOQECCHO-
HaJbHAs TEPMUHOJIOTHS, BO3MOXKHBIE TPACKTOPUU

TecrupoBanue

«5» - 86-100% BepHBIX
OTBETOB

«4» - 70-85% BepHBIX
OTBETOB

«3» - 51-69% BepHBIX
OTBETOB

«2» - 50% u meHee

Omnpoc

OuneHka  «OTJIHYHO»
BBICTaBIIsIeTCS ~ 00Oyda-
IOIEMYCs, €CIM  OH
rmy0ooOKO ¥ NPOYHO
YCBOWJI MIPOTrPaMMHBIN
Marepuan Kypca, HuC-
YyeprblBalolle, Ioclie-

Onenka pe3ynb-
TaTOB BBIIIOJIHE-
HUSL TIpaKkTUde-
CKOM pabOThI

OueHka pe3yib-
TaTOB  NpOMe-
JKYTOYHOM arre-
CTallMH

Onenka pe3yinb-
TaTOB YCTHOI'O U
NUCbMEHHOTO
orpoca

OueHka pe3yib-
TaTOB PCHICHUMA
CUTYaIMOHHBIX



http://www.consultant.ru/
http://www.garant.ru/
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990

po(hecCHOHATLHOTO Pa3BUTHS U CAMOOOpA30BaHUs
MICUXOJOTMYECKHE OCHOBBI JEATEIHHOCTU KOJIIEKTH-
Ba, MCUXOJIOTHYECKHE OCOOEHHOCTH JMYHOCTH; OCHO-
BbI IPOEKTHOMN JIESTEIIbHOCTH
0COOEHHOCTH COIMAJIBHOTO M KYJIBTYPHOTO KOHTEKCTA;
npaBwia O(OpPMIIECHUS JOKYMEHTOB U IOCTPOCHHS
YCTHBIX COOOIIEHUH.
IPaMOTHO M3J1araThb CBOM MBICIH U O0GOPMIISATH JOKY-
MEHTHI TI0 MPO(PECCUOHATBFHON TeMaTUKe Ha Tocyaap-
CTBEHHOM $I3bIKE, MPOSBIATH TOJEPAHTHOCTH B pado-
YeM KOJIJICKTHBE
COBpEMEHHBIE CPEJCTBA U yCTpoWcTBa MHPOpMaTH3A-
UM, TIOPSIOK UX TMPUMEHEHHUSI U MporpaMMHoOe odec-
nevyeHue B MpoheccCuoHaNbHOM NesTeIbHOCTH
MpaBuUja MOCTPOCHHUS NMPOCTHIX M CIIOKHBIX IPEIO-
KEHU Ha mpodecCHOHATbHBIE TEMbI; OCHOBHBIE 00-
IeyIOTpeOHTEeNbHbIE TIaroisl (ObiToBast U npodeccu-
OHAaJIbHAs JIEKCUKA); JEKCUYECKH MUHHUMYM, OTHOCS-
LIUICS K ONMCAHUIO MTPEMETOB, CPEJCTB U MPOLIECCOB
npodeccHoHaNbHOM  IEATENbHOCTH;  OCOOCHHOCTH
MPOU3HOLICHHUS; TPAaBUJIa YTCHHUS TEKCTOB INpodeccu-
OHAJILHOM HAIIPaBJICHHOCTH O0IIMe TpeOoBaHuUs K OyX-
TaJTEepPCKOMY YYETy B YacTH JOKYMEHTHPOBAHHS BCEX
XO3SIMICTBEHHBIX JICUCTBUN U OTIEpALUii;
MOHSTHE MEPBUYHOMN OyXralTepcKo TOKyMEHTAalUN;
OIpeJieJIeHUE TEPBUUHBIX OyXTaaTepcKuX JOKyMEH-
TOB,
(GopMBI MEPBUYHBIX OyXTraJNTepCKUX JOKYMEHTOB, CO-
AepKalux 00s3aTeNnbHbIe PEKBH3UTHI TIEPBUYHOTO
YYETHOTO JIOKYMEHTA;
MOPSIZIOK MPOBEACHUST MPOBEPKH TMEPBHYHBIX OyXra-
TEPCKUX JOKYMEHTOB, (hOpMaJIbHOM MPOBEPKU JOKY-
MEHTOB, ITPOBEPKH TIO CYIIECTBY, apu(PMETHUECKOU
IIPOBEPKH;
MPUHIMITBI W TIPU3HAKH TPYIIHPOBKUA TEPBUIHBIX
OyXrajaTepcKuX JOKYMEHTOB;
MOPSIIOK TPOBEJICHHUS TAKCUPOBKH M KOHTUPOBKH TIEP-
BUYHBIX OYXTaITEPCKUX TOKYMEHTOB;
MOPSAZIOK COCTAaBJICHUSI PETUCTPOB OyXraiaTepcKkoro
yuera;
MpaBUja W CPOKH XpaHEHHs TMEPBHYHON Oyxranrep-
CKOHM JOKYMEHTALUU.
B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI 00 YJIarOIITHIACS
JOJDKEH yMemb:
pacrno3HaBaTh 3ajady W/wiu npobiaemy B mpodeccruo-
HAJIBHOM W/WJM COIMAJIbHOM KOHTEKCTE; aHaJU3UpO-
BaTh 3a/layy W/WUIU IpoOJieMy U BBIAEISTH €€ COCTaB-
HBIC YaCTH; OMPECNATh dTANbl PEIICHUs 3a7auu; BBI-
SBISITH ¥ 9PHEKTUBHO MCKaTh WH(POpMAIKIO, HEOOXO-
JUMYIO JUTSL PEIICHUS 3a/1a49H W/WITH TPOOIEMBI,
COCTaBUThH IJIaH JCHCTBUS; OMPENEIUTh HEOOXOIUMBbIE
pEeCypChl; BIAJCTh aKTyaJlbHBIMU METOJIaMU pPabOTHI B

JOBaTEIbHO, YETKO W
JOTUYECKU CTPOHHO €ro
U3JIaraeT, yMeeT TECHO
YBSI3BIBATh TEOPUIO C
NPAaKTUKOH, CBOOOIHO
CrpaBIsieTcss C 3ajada-
MH M BOIPOCaMHU, HE
3aTpyJQHSETCSI C OTBe-
TaMH MPHU BHIOU3MCHE-
HUH 331aHUH, TTPaBHUIIb-
HO 00OCHOBBIBACT IPH-
HATBIE pELICHUs, BIa-
JieeT Pa3HOCTOPOHHUMHU
HaBBIKAMH U TIPHEMaMH
BBINIOJIHGHUSI  [IPAKTH-
YeCKHUX 3a/1a4;

OLIEHKA «XOPOILI0» BbI-
CTaBsieTcsi  oOyuwaro-
IeMYCsl, €CIIi OH TBEp-
0 3HAaeT  MaTepHal
Kypca, TpaMOTHO W TIO
CYIIECTBY HM3JIaraer ero,
HE JIONyCKas CyIe-
CTBEHHBIX HETOYHOCTEH
B OTBETE Ha BOIPOC,
NPaBUJIFHO TPUMEHSET
TEOPETUYECKHE  TI0JIO-
KEHUS TIPU PEUICHUH
NPaKTHYECKUX  BOIPO-
COB W 3ajady, BIajJeeT
HEOOXOINMBIMA HAaBEI-
KaMH ¥ TpUeMaMH HUX
BBITTOJTHCHUS,

OLIEHKA «yJOBJETBOPH-
TENLHO» BBICTABIISCTCS
oOyuyaromemycs, €eciu
OH UMEET 3HAHUSI TOJb-
KO OCHOBHOTO MaTepH-
ajla, HO HE YCBOWJI €ro
Jeranei, JOIyCKaeT
HETOYHOCTH, HEIO0CTa-
TOYHO NPaBUIIbHBIC
(GbOopMyIUpOBKHU, Hapy-
HICHHSI JIOTHYECKOH I10-
CJIEZIOBATEIFHOCTH B
U3JI0KEHUN TIPOTPaMM-
HOTO MaTepuaa, UCIbI-
TBIBACT  3aTPYAHCHHS
npu BBITIOJTHEHUH
NPaKTHYECKHX 3a/1ay;
OLlEHKA  «Hey/l0BJe-
TBOPHUTETHHO BbI-

3aJga4d




npodeccHoHABLHON U CMEXHBIX cepax; peaan3oBaTh
COCTaBJICHHBIN IJIaH; OLIEHUBATh PE3YNbTAT U MOCIIEI-
CTBUSl CBOUX JEHCTBHUI (CaMOCTOSITEILHO WM C I1O-
MOIIIbIO HACTaBHHMKA) OMpPEAENATh 3a/a4yu AJis MMOUCKa
nH(OpMAIIUY; ONPENeNIATh HEOOXOAUMBIE UCTOYHHKHU
nH(pOpMalIUY; MJIAHUPOBATh MPOIIECC MOMCKA; CTPYK-
TYpUpOBaTh TMOJIy4aeMyl0 HWHQPOPMAIUIO; BBIIACIATH
HaubOoJjiee 3HAUUMOE B NepeyHe MHPOpMAaINH; OLEHU-
BaTh MPAKTUYECKYIO0 3HAYUMOCTh PE3y/IhbTaTOB IMOUCKA;
oOpMIIATH Pe3yabTaThl MOUCKA

OTIPECIISATh aKTyaJbHOCTh HOPMATUBHO-TIPABOBOM J10-
KyMEHTallul B NPOodEeCcCHOHANIBHON NeATeIbHOCTH;
MIPUMEHSITh COBPEMEHHYIO HAYYHYIO TPO(ECCHOHAIb-
HYIO TEPMUHOJIOTHIO; OTPEAEISATh U BBICTPAUBATh TPa-
eKTOPHH TPOPECCHOHATBHOTO Pa3BUTHI U caMooOpa-
30BaHUs

OpPraHHU30BBIBATH Pa0OTy KOJUIEKTHBA W KOMAH/IBI,
B3aMMOJICIICTBOBATh C KOJUIETaMH, PYKOBOJCTBOM,
KIIMEHTaMH B X0J1¢ TPO(HECCUOHATTLHOM e TSIIBHOCTH
IPaMOTHO M3J1araTb CBOM MBICIH U OGOPMISATH JOKY-
MEHTBI 10 TTPO(HECCHOHATLHOW TEeMaTHKE Ha Trocyaap-
CTBEHHOM $I3bIKE, MPOSBIATH TOJEPAHTHOCTH B pado-
9eM KOJUICKTHBE

MPUMEHSTh CpeACTBa MH(POPMAIIMOHHBIX TEXHOJIOTUMN
JUIS. pemieHus] MPOPECCHOHANBHBIX 33J1a4; HCIOJb30-
BaTh COBPEMEHHOE MPOTrpaMMHOE O0EeCTIeueHre
MMOHUMATh OOIIUI CMBICIT Y€TKO MPOU3HECEHHBIX BBI-
CKa3bIBaHUI Ha U3BECTHBIE TEMBI (MIpodeccruoHaNbHbIE
1 OBITOBBIE), TIOHUMATh TEKCTHI Ha 0a3oBbIe Tpodec-
CHOHAJIbHBIE TEMbI; y4acTBOBAaTh B JHAOTax Ha 3Ha-
KOMBIE 00mue M MPOodeCCHOHATBHBIC TEMBI; CTPOUTH
MPOCTHIE BHICKA3bIBaHUSI O cebe U 0 cBoel mpodeccu-
OHAJTLHOW JIEATEIIBHOCTH; KPAaTKO OOOCHOBBIBATH U
OOBSICHUTH CBOM JEHCTBUS (TEKyIIUe M TUIaHUpPYe-
MBbI€); TTUCATh MPOCTHIC CBSI3HBIC COOOIICHUS Ha 3HA-
KOMBI€ UJI MHTEPECYIOLTUE MPOPECCHOHATBHBIE TEMBI
MPUHUMATH TIPOU3BOJIBHBIC TIEPBUYHBIC OyXrajarep-
CKHE JIOKYMEHTHI, paccMaTpuBaeMble KaK MUCbMEHHOE
JIOKA3aTebCTBO COBEPIIEHUSA XO3SMCTBEHHOM orepa-
[[UU VI TIONTyYEHUE pa3pelIeHns Ha ee MPOBEICHUE;
MIPUHUMATH ITePBUYHBIC OyXTaJITEPCKUE JJOKYMEHTHI Ha
OyMa)XHOM HOCHUTeNle W (WJIK) B BHUJAE DIEKTPOHHOTO
JOKYMEHTA, ITOAIMCAHHOTO 3JIEKTPOHHOH TOITUCHIO;
MPOBEPSATh HANUYKME B TMPOU3BOJIBHBIX TEPBUYHBIX
OyXraJTepcKux IOKYMEHTaX 00S3aTeIbHBIX PEKBU3H-
TOB;

MIPOBOANTH (POPMATBHYIO MPOBEPKY TOKYMEHTOB, IPO-
BEPKY I10 CYIIECTBY, apu(PMETHUECKYIO TIPOBEPKY;
MPOBOANUTH TPYHNIHUPOBKY MEPBUUHBIX OYXTadTepCKHUX
JOKYMEHTOB T10 PSITy PU3HAKOB;

OpPraHHU30BbIBATH JOKYMEHTOOOOPOT;

pa30bupaTbcs B HOMEHKJIATYPE eI,

CTaBisieTcss  o0ydaro-
mieMycsi, KOTOPBI He
3HA€T  3HAYUTEIbHOU
YacTH  MPOrPaMMHOTO
MaTepuaia, JIOMyCKaeT
CYIIIECTBCHHBIC  OIIHMO-
KM, HEYBEpEeHHO, C
OONBIIMMH  3aTpy/HE-
HUSIMH pEIlacT MPaKTH-
YecKHe 3a/la4d WIN He
CIpPAaBIIICTCS C HUMU
CaMOCTOSITEITLHO.




3aHOCHUTD JIaHHBIC MO CTPYNITUPOBAHHBIM JOKYMEHTaM
B PETUCTPHI OYXTalTEPCKOro y4eTa,

nepenaBaTh NEPBUYHBIC OyXTalTEepCKUE JTOKYMEHTHI B
TeKyIIUi OyXTraaTepCcKuil apXuB;

MOCTOSTHHBIM apXUB IO HCTEYEHUH YCTAHOBJIEHHOTO
CpOKa XpaHEHHUSL.

UCTIPABIATh OIIMOKM B IEPBUYHBIX OyXTalTepCKUX
JOKYMEHTaX




