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COJEPXAHUE

ITACIIOPT YYEBHOM ITPOT' PAMMBI JUCLIUTTJIVHBI
CTPYKTYPA 11 COJIEPXKAHUE YUEBHOU JTUCIUTIJINHBI

YCJIOBUS PEATTM3ALIMN YUEBHO [TPOTPAMMBI
JTCITATUINHBI

KOHTPOJIb U OLIEHKA PE3VJIbTATOB OCBOEHUS YUEBHOM
JTICIHATUIAHBI

CTp.
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1. 1. HACHIOPT ITPOI'PAMMBI INCIIUITJIMHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1. O6aacTb NpUMeHEeHNs POTPAMMBI

Pabouast mporpaMMa JTUCHMIUIMHEI SIBJISIETCA YaCThIO MPOrPaMMbl MMOATOTOBKU
cnermanuctoB cpennero 3BeHa (IIIICC3) B coorBerctBUM ¢ PI'OC mno
cnermanbHocT  CIIO 38.02.01 DkxoHomMHMKAa U OyXrajTepcKuil ydeT 10
OTpacsiM.

1.2.MecTO0 TUCHUIJIMHBI B CTPYKTYP€E MPOrPaMMbl MOJATOTOBKH CHENMATUCTOB
cpeanero 3sena (IIIICC3)

JuctuminHa «J{oKyMeHTalMoOHHOE 00eCIieueHNUEe YIIPaBICHUS» OTHOCUTCS K
obmenpodecCHOHAIPHOMY — IUKJY MpPOrpaMMbl  MOATOTOBKH  CIEIIMAIMCTOB
CPEIHETO 3BEHA.

1.3 lesn 1 32724 JUCUMILIMHBI — TPeOOBAHUSA K Pe3yJIbTATAM OCBOEHHS
TUCUMILTHHBI.

Llenu ocBOEHMS AUCIUTLINHBI:

- popMupoBaHUE 3HAHUHN O MPUHIUIIAX OpPTaHU3aAlUU TIOKYMEHTO000pOTa,
MeToJaX 00padOTKU JOKYMEHTOB U CUCTEMaMU aBTOMAaTH3aIluu paboThI C
JIOKYMEHTaMU;

- yMeHHE pabOThI C yUpEAUTEILHOMN, JOTOBOPHOM, MPETCH3UOHHOM,
KOH(HICHIIMATBHOMN TOKYMEHTAIIUEH;

- (opMupoBaHue 3HaHUN U YMEHUH TI0 MPO(HEeCCUOHATLHOMY TOJIKOBAaHUIO

HOPMATHUBHBIX TIPABOBBIX aKTOB JIJIA peann3aiuu B chepe OyXraaTepcKkoro y4era.

3aja4un OCBOCHHUS TUCIUIIIINHBL: —

OCBOCHHE MPABUII OpTraHU3AINH pa0OTHI C JOKYMEHTaMH CITYKObI

JIOKYMEHTAITMOHHOTO 00eCTieYeHusl yIpaBIeHuUs;

— W3YUYEHHE MOPsJIKa OpraHu3alui padoT MO JEeIOMPOU3BOICTBEHHOMY
00CITy>)KMBaHUIO;

— OBJIAJICHUE IIPUEMAMH COBPEMEHHOTO JIEIIONIPOU3BOCTBA

B pesynbTare OCBOCHHMS Yy4EOHOM MMCIUILIMHBI OOYYaIOIIMICS TOJDKEH
ymemo:.

— TPUHUMATH MPOU3BOJILHBIE IEPBUYHBIE OYXTaNTEPCKUE TOKYMEHTHI,
paccMaTpuUBaeMble KaK MMCbMEHHOE I0Ka3aTeIbCTBO COBEPIICHUS
XO34MCTBEHHOW ONEpalliy WU MOTYYEHHE PA3pPEIICHHS Ha €€ POBEICHUE;

— TpPUHUMATh NEPBUYHBIE OyXTaaTEepPCKUE JOKYMEHTHI Ha OyMaKHOM
HOCUTENE U (WIM) B BUJIE 3JIEKTPOHHOTO IOKYMEHTA, MOIMUCAHHOTO
AIEKTPOHHOM MOAIIUCHIO;

— TPOBEPSTH HAJTUYUE B MMPOU3BOJIBHBIX MTEPBUUHBIX OYXTaITEPCKUX
JIOKyMEHTaX 00513aTeIbHBIX PEKBU3UTOB;



— MPOBOAUTH (POPMATHLHYIO TPOBEPKY JOKYMEHTOB, MPOBEPKY MO CYIIECTRBY,
apu(pMEeTHYECKYIO POBEPKY;

— TMPOBOAUTH IPYNIHUPOBKY NEPBUUYHBIX OYXTAITEPCKUX JOKYMEHTOB I10 PsIIy
MPU3HAKOB; POBOAUTH TAKCUPOBKY U KOHTUPOBKY MEPBUYHBIX
OyXTanTepCKUX JOKYMEHTOB; OPraHU30BBIBATh JOKYMEHTOOOOPOT;
pazOupaThCsi B HOMEHKIIAType J€1; 3aHOCUTh JIaHHbIE T10
CTPYNIUPOBAHHBIM JOKYMEHTAM B PETHUCTPHI

— OyXTanTepcKoro yyeTa;

— IepeJaBaTh NEPBUYHBIC OYXTaITEPCKUE

B pesynbTaTte ocBoeHUs yaeOHON MTUCIUIUIMHBI O0yYatOIIHIACS TOJDKECH 3HAMb!

— -o0mrue TpeOoBaHus K OyXTaaTepCKOMY YUeTy B 4aCTH JOKYMEHTHPOBAHUS
BCEX XO3SAWCTBEHHBIX JEHUCTBUM U OlEpalMid; MOHATHE NEPBUYHOU
OyXTanTepcKoil TOKYMEHTALINH;

— ONpeaesICHUE IEPBUIHBIX OYXTaaTEepPCKUX JOKYMEHTOB;

— (opMBl  TEpBHYHBIX  OYXTaNTEPCKUX  JTOKYMEHTOB,  COJAEpKAINX
00s13aTeNIbHBIC PEKBU3UTHI IIEPBUYHOTO YUETHOTO JOKYMEHTA;

— TOPSAOK  TPOBEIACHUS MPOBEPKHU TEPBHUYHBIX OYXTaITEPCKHUX
JIOKyMEHTOB, (popMaIbHOM MPOBEPKH  JIOKYMEHTOB, IPOBEPKHU IO
CYIIIECTBY, apU(PMETHUECKON MPOBEPKU;

— TMPUHLHUIBI W TPU3HAKK TPYIIUPOBKA TMEPBUYHBIX OYyXTalTEPCKUX
JIOKYMEHTOB; MOPSAO0K MPOBEACHUS TAKCUPOBKU U KOHTUPOBKU TEPBUUYHBIX
OyXTalnTepCKUX JTOKYMEHTOB;

- IOPSIZIOK COCTaBIICHUS PETUCTPOB

—  OyXTaJITepCKOTO yUeTa,

- MpaBUJIa M CPOKU XPAHECHUS TTEPBUYHON OyXTaNTepCKOl JOKYMEHTAIINH

- TIOHSTHUE, 1IEJIH, 33]1a4M 1 MPUHIUIIBI 1eTTOTPOU3BO/ICTBA;

- OCHOBHBIE MTOHSTHUS JOKYMEHTAIIMOHHOTO 00€CIIeUeHHs yIPaBIICHHUS,

- CUCTEMBbI IOKYMEHTAIIMOHHOTO 00ECIIeYEHUSs YIIPABIICHUS;

- KJIaCCU(PUKAIIUIO IOKYMEHTOB;

- TpeOOBaHMS K COCTABJICHUIO M O()OPMIICHUIO TOKYMEHTOB;

- OpraHu3aIyio JOKyMEHTOOOOpOoTa: mpuema, 0O0pabOTKy, PErucTpaluio,
KOHTPOJIb, XpaHEHUE TOKYyMEHTOB, HOMEHKJIATYPy JeIT;

B nmnpomecc ocBoeHMSsT AHCHUIVIMHBI Y  CTYJ€HTOB  JIOJIKHBI
¢popmuposarbca oouue kommnereHuun (OK):

OK 01. Beibupare cmocoObl pemieHus 3agad  mpodeCcCHOHATIBHON
NESATeTLHOCTH MPUMEHUTEIFHO K PA3IMYHBIM KOHTEKCTaM;

OK 02. OcyimecTBnsiTh MOUCK, aHATU3 W HHTEPIIPETAIIUI0 WHGOPMAIIIH,
HEOOXOMMOM I BBITIOTHEHHS 3a/1a4 MPOPECCHOHATBHON IeATEeIHbHOCTH;

OK 03. [TnanupoBaTh U peann30BbIBaTh COOCTBEHHOE MPO(PECCHOHATIBHOE U
JMYHOCTHOE Pa3BUTHE;

OK 04. PabGotatb B KOJUIGKTMUBE U  KOMaHae, d3(PPEeKTUBHO
B3aMMOJICHCTBOBATh C KOJIJICTAMH, PYKOBOJICTBOM, KITMEHTAMU;



OK 05. OcyiecTBisiTh yCTHYI0O M THCBMEHHYIO KOMMYHHKAIIMIO Ha
rocyJapcTBeHHOM si3bike Poccuiickoit ®denepaniu ¢ y4eTOM OCOOCHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA,

OK 06. [IposiBisTH IPaKJaHCKO-TATPHOTUYECKYIO NO3ULHUIO,
JEMOHCTPUPOBATh  OCO3HAHHOE  TMOBEJCHUE HA  OCHOBE  TPaJAMIIMOHHBIX
0O0IIIEYeJIOBEYECKUX IIEHHOCTEH;

OK 07. CopneiicTBOBaTh  COXPAaHEHHMIO  OKpYXKalolled  Cpejpbl,
pecypcocbepexenuto, 3h(HEKTUBHO AEHCTBOBATh B UPE3BBIUYAWHBIX CUTYAITHSX;

OK 08. Mcnons3oBaTh cpeAcTBa PU3NIECKON KYJIbTYpPBI JJIsi COXPAHEHUS U
YKpEIUIEHUs] 3J0pOBbS B IMpoOIEcCE MNPOPECCUOHAIBHON JIESITEIBHOCTH H
HoJIIepKaHUS HEOOXOAUMOTO YPOBHS (PU3NUYECKON MOATOTOBICHHOCTH;

OK 09. Hcnons3oBath nH(POPMaILMOHHBIE TEXHOJIOTHH B
npodeCCUOHATIBHOU JIEATEIbHOCTH;

OK 10. TIlomp3oBaThcs  Tpo(ecCHOHATBLHOM  JOKyMEHTAIMed  Ha
rOCYJapCTBEHHOM U MHOCTPAHHOM f3bIKaX;

OK 11. Wcnonb3oBaTh 3HaHUA TT0 (PUHAHCOBOW TPAMOTHOCTH, TUIAHUPOBATH
IpeIIPUHUMATEIBCKYIO IEATEIBHOCTh B PO ECCHOHAIbHOU cdepe.

B npoumecc ocBoeHMs ~AUCHMIUVIMHBI Y  CTYAEHTOB  JIOJIKHBI
(¢popmupoBarbscs npodeccuonanbubie komnereHuuu (I1K):

IIK 1.1. OGpabarbiBaTh NEPBUYHBIE OYXTANTEPCKHUE TOKYMEHTHI.

[IK 1.2.Pa3paGaTbiBaTh U COIJIACOBBIBATH C PYKOBOJCTBOM OpraHU3ALUU
pabouuii TUIaH CYeTOB OYXTaaTEPCKOTO yueTa OpraHu3aIHH.

[IK 3.2. OdopmiiaTh MIaTeXHbIE JOKYMEHTBI JIs1 IEPEUMCICHUS] HAJIOTOB U
cOOpOB B OIOKET, KOHTPOJIHMPOBATH MX MPOXOKIEHUE MO PaCUYETHO-KACCOBBIM
OAHKOBCKHM OIEpaIUsiM.

[IK 3.3. ®opmupoBaTh OyxXranTepckue NPOBOAKH IO HAYHUCICHUIO U
NEPEYUCIICHUIO CTPAXOBBIX B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI.

[1IK 3.4. OdopmisTh mIaTeKHbIC JOKYMEHTBI Ha MEPEUYUCIICHUE CTPaXOBbIX
B3HOCOB BO BHEOIO/KETHbIE (DOHMABI, KOHTPOJUPOBATH HX MPOXOXKIECHUE IO
pacueTHO-KaCCOBBIM OaHKOBCKUM OTIEpaIUsIM.

[1IK 4.2. CoctaBiarh popMbl OyXraaTepcKkoil OTYETHOCTH B YCTAaHOBJICHHBIC
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CocrapisaTh HaJOrOBbIE ACKJapaldd IO Hajgoram u cOopam B
OIOKET, HAJOroBble JeKiapanuu 1o EnuHomMy couumanbHOMY Hajory (najiee -
ECH) wu  ¢QopMbl  cTaTUCTHYECKOH  OTYETHOCTH B  YCTAHOBJICHHBIC
3aKOHOAATEIBCTBOM CPOKH.

[IK 5.2. Pa3pabaTbiBaTh U 3aIlOJIHATH MEPBUYHBIC YUYETHBIE JOKYMEHTHI U
PETHCTPBI HAIOTOBOT'O y4Y€Ta.

1.4. PekomMeHayeMoe KOJIMYECTBO YACOB HA 0CBOEHUE NPHUMEPHOii IPOrpaMMbl
yuyeOHOM TUCHUIIMHBI:

MaKCHMaJbHOU yueOHON Harpy3ku oOyvaromierocs 32 yaca, B TOM YHUCIIE:

- 00513aTENIBbHOM ayIUTOPHOM YueOHOM HArpy3Ku oOyuaromierocs 32 4acos;

- CaMOCTOSITENBHOM paboThl oOy4aromerocs 0 yaca.



2. CTPYKTYPA U IIPUMEPHOE COJIEPKAHUE
JUCIHHAITINHBI «lOKyMeHTAIIMOHHOE odecneyeHue
ynpaBJeHUsD)

2.1. O0beM yueOHOM JUCHUIIMHBI U BUbI y4eOHOH padoThI

Buj yueoHoii padoThI Oobvem uacoe
onsa nHaoopa
2024e.
Maxcumanvhnasn yueonas nazpysxa (6cezo) 32
Oobazamenvuan ayoumopnasn yueonas nazpy3ka (6cezo) 32
8 MoM yucie:
JeKyuu 20
npakmuyecKue 3aHAmus 10
Ipakmuueckas noocomoska 24
Camocmoamenvnas paboma odyuarouezoca (6cezo)
Hmozosas ammecmayus 6 popme
Jug.3auem




2.2. IllpuMepHBIA TeMaTHYECKUI IJIAH U coJiepKaHue YUeOHOo# JTUuCIMILUTUHBI «/lokyMeHTallmOHHOe 0o0ecriedeHue

yIpaBJIeHUN»
HauMenoBaHHe Conep:xanne yzeg:lc(;;(:{ Z«cal;r;gm;gz} J;IaGOpamprle " O0beM 4acoB YpoBeHb 0CBOECHHS
Pa3iea0B HTEM caMocroml‘)em,Haﬂ pa60Tpa Oﬁy‘H;IOHU/IXCH 2023 .

2 3 4 5

Coaep:xkanue yueGHOro MmaTrepuaja 2 1
1.  OcHOBHBIC OHSITHUS: LIEIH, 33[]a4H U
MPUHIIUIIBI AEJIONPOU3BOACTBA;
2. OCHOBHBIE MOHATHUS JOKYMEHTAIIHOHHOTO
Tema 1 o0ecrnieueHus yrnpaBJaeHUS;
IousiTue, nesu, 321241 U NPHHUUIIBI 3.  Hctopus pa3BUTHS HAyYHBIX MPEICTABICHUI 1 2,3
ACIOMPON3BOACTEA 0 JJOKYMEHTAI[HOHHOM 00ECIICYCHUN
yIPaBJICHHUS
IpakTnyeckune 3aHATHS
( He mpexycMoTpEHO)
CamocTosiTe1bHast padoTa o0y4aromuxcs
Coaep:xkanue y4eOHOro MmarepuaJa 2 1
1. HopmaTtuBHo-nipaBoBas 0aza opranu3anuu
Teva 2 JOKYMEHTAI[MOHHOTO 00eCTIeueHUs YIIPaBICHUSI.
CHCTeMbI 10KYMEHTAIHOHHOTO 2. CBoj mpaBuJI, YCTaHABIUBAIOIINX EUHBIC 23
obecreyeHnst ynpaBJaeHnst TpeboBanus k JJOV. !

3. TunoBast MHCTPYKIIUS 110 IEJIONPOU3BOACTBY

IIpakTHYecKHe 3aHATHS
CamocrosiTesibHAsi padoTa 00y4aommuxcst

Coaep:xkaHue yueGHOro MaTepuaja
Oo6mepoccuiickue kaaccupuraTopbl
Kaaccuduxauus 10KyMeHTOB
YHubuKanms 10KyMEeHTOB 2 1
CrangapTuzanus J0KyMEHTOB

CocTtaB TOKYMEHTOB OyXTalTepCcKOro y4yera
@opMBbI HAJTIOTOBOTO Y4€Ta U OTYETHOCTH

Tema 3
Knaccudukanus 10KyMeHTOB

ok whE

IpakTHyeckue 3aHATHS
3anoJHeHHe YHU(PUIUPOBAHHBIX (OpPM

Tema 4 Conep:xaHue yue0HOro MaTepuajia 2 1

TpeGoBanusi K COCTABJICHUIO U 1. OCHOBHbIE PEKBU3UTHI JOKYMEHTA, UX
0opMIIEHUIO TOKYMEHTOB




Knaccudukanus, mpaBuia opopMIICHHS B
cootBercTBuu ¢ ['OCT.

2.  ®opmynsp u OJaHK TOKYMEHTA.

3. OdopmieHre TJOKYMEHTOB B COOTBETCTBUU C

HOpPMaTUBHOI 0a30l, B TOM 4HUCIIE C
HCIOJIb30BaHNEM UH(OPMAIIIOHHBIX
TEXHOJIOTUI

IIpakTnyeckune 3aHATUSA
«OdopMmiieHHe ITATHOrO pacnucanus» B TOM UHCIIE C
WCIIO0JIH30BaHUEM MH(OPMAITMOHHBIX TEXHOJIOT U

2,3

Tema S
Cucrema cipaBoO4YHO-
HH(pOPMAITMOHHOM
JTOKYMEHTAIH

Coaep:xkaHue yueGHOro MmaTepuajia

1. Ha3nayeHnue 1 cocTaB CIpaBOYHO-
MH(POPMAIIMOHHON TOKYMEHTAIUH.

2. CocraBienue u 0ohopmIIEHUE CIPABOYHO-
MH(POPMAIIMOHHON JOKYMEHTAIIH.

Mpakruueckue 3ansrus’ CocTaBieHue U opopmieHue
ci1y>keOHOM cripaBKkH, MCbMa, TeseoHorpaMmbl”

2,3

Tema 6
Cucrema pacrnopsauTeIbHON
AOKYMCEHTAIU

Coaep:xkaHue yueGHOro Mmarepuaja

1. HaznaveHue 1 cocTaB pacnopsIuTeIbHON
JIOKYMEHTAI1H.

2. Ilponetypa nzanust pacropsaAUTEIbHbBIX
JIOKYMEHTOB B YCJIOBUSX €IMHOJINYHOTO IPUHATHUS
pelIeHus.

3. [lponerypa n3manust pacropsANTEIbHBIX
JIOKYMEHTOB B YCJIIOBUAX KOJUJIETMAJIbHOTO MPUHATHS
pelieHus

4. CocrapneHue 1 opopMIIEHUE PaCTIOPAIUTEIbHbBIX
JIOKYMEHTOB

IIpakTHyeckue 3aHATHS

"Odopmienune mprukasa, KacarIierocsi OCHOBHON
XO3SIICTBEHHOM AesTenbHOCTU. Pacniopsikenue,
ykazaHue"

2,3

Tema 7

Coaep:xkanue y4yeOHOTr0o MaTepuaJia




I[OKYMCHTEIL[I/ISI 110 INYHOMY
COCTaBy

1. [TonsiTHE O TOKYMEHTAX I10 JIMYHOMY COCTaBY.

2. Buzibl TOKyMEHTOB TI0 TUYHOMY COCTaBY
HpaKanecxue 3aHATHUSA

2,3

Tema 8
Opranuzanust
JOKYMEHTO000pOoTa

Coaep:xaHue yueGHOro MaTepuaia

1. IloHATHE ¥ NPUHIUIIBI OpraHU3aALUU

JOKYMEHTO000poTa.

2. IlpoxosxeHne 1 MOps0K UCTIOTHEHUS BXOISIINX

JIOKYMEHTOB.

3. IIpoxoxaeHne HCXOIAIUX U BHYTPEHHUX

JIOKYMEHTOB.

4. PaboTa ¢ KOHQUAEHINATbHBIMU JOKYMEHTAMH.
Opranuzanus J0KyMEHTO000pOTa: IPUEM,

00paboTKa, perucTpaius, KOHTPOJIb, XpaHEHUE

JIOKYMEHTOB, HOMEHKJIaTypa Jell.

IpakTHyeckne 3aHATHS

JIOKYMEHTOIOTOKU: BXOJSIINE, UCXOASIINE,

BHYTPEHHHUE

2,3

Tema 9
Cucremaru3zaiys U XpaHeHHUE
JIOKYMEHTOB

Coaep:xkanue y4yeOHOro MmarepuaJa

1. CocraBnenre HOMEHKIIATYPHI JIe7I.

2. ®opmupoBaHue U opopmIIeHHE JIe.

3. [loaroroBka u nepenavya JOKYMEHTOB Ha apXHBHOE
XpaHeHue.

4. TUTOBBIE CPOKH XPaHEHHS JOKYMEHTOB.

]'[paKTuqeume 3aAHATUA

Cpoxku ciauu 1e71 ¥ JOKYMEHTOB B apXUB.
[IpaBuna xpaneHust TOKYMEHTOB U cj1ada el BO
BPEMEHHOE M0JIb30BaHUE

2,3

Tema 10
HudopMaIMoHHbIe 1

KOMMYHHKAITIOHHBIE TEXHOJIOTUI
B JIOY

Coaep:xkanue y4yeGHOro MmarepuaJa

1. TGJ'IGKOMMyHI/IKaHI/IOHHI)Ie TEXHOJIOTHUHU B
JIeTIOTIPOU3BO/ICTBE.

CucTeMBI 3JIEKTPOHHOTO IOKYMEHT0000pOTa
ABTOMaTH3UPOBAHHBIE CUCTEMBI JISTIOMPOU3BO/ICTBA.
Cucrema 31eKTpoHHOTO JoKyMeHTooOopoTa (CD/),
€€ CTPYKTYpa, HACTPOIKa CUCTEMBI.

10




O030p COBpEMEHHBIX CPEACTB OPTTEXHUKHU /IS
nepenayn U nepepaboTku nHbopMaluu.

Hudposas noanuce

9J'IeKTp0HHa$I mo4dra.

Hcnonn3oBanue IMpaBOBBIX HH(bOpMaHHOHHBIX
CHUCTCM.

IIpakTHyeckue 3aHATUS 1 2,3
1. Od¢opmieHne JOKYMEHTOB C HCIIO0JIb30BAHHEM
CPeACTB aBTOMAaTH3alMH
2. 3nakomctBO ¢ CO0
Bcero: 32

JAud depenunpoBaHHblii 32a4eT

11



3. YCJIOBUSA PEAJINBAIINU JUCHUTIJIMHBI
«JlokymMeHTauMOHHOE 00ecneyeHne ynpapjaeHsD)

3.1. TpeboBaHusT K MUHIMAJIbHOMY MaTE€PHAJIbHO-TEXHHYECKOMY
o0ecIeYeHunIo.

o Ob6opynoBanne  yuyeOHOro kaOmuHera  «JloKymMeHTalMOHHOE
oOecrieyeHune yrnpaBICHUs»

o MOCaJI0YHbIE MECTa MO KOJIUYECTBY 00YUaAIOIIUXCS;

J paboyee MECTO MPENo1aBaTes;

o KOMILIEKT  y4eOHO-HArisigHbIX  mnocoouil  «JlokymeHTalnmnoHHOe
obecrieueHUe ypaBICHUS»;

o HOPMATHUBHBIE JJOKYMEHTBHI;

o y4e0HO-METOINYECKUI KOMIUIEKC CPEACTB OOyUeHHsl, HEOOXOIUMBIX
JUIS BBITIOJTHEHUS 00pa30BaTeIbHON POTPaMMBL;

o YU4E€OHUKH, IUJAKTUUECKUE MaTepualbl, pa3JaTOuHbIi MaTepuail B
COOTBETCTBHUH C 00pa30BaTEIbHON TPOTrPAMMOIA;

o KOMILJIEKT TUIIOBBIX 3aJJaHUM, TECTOB, KOHTPOJBHBIX PabOT U T.I. IS

JIMarHOCTUKHU BBITIOJHEHUSI TpeOOBaHUM 0a30BOr0 YpoBHA 0Opa30BaTEIBLHOIO
CTaHJapTa;
o npaBuiia TEXHUKH 0€3011aCHOCTH paOOThI U MOBEICHUS B KAOMHETE.

TexHuveckue cpeacrsa 00y4eHus:

° [Ipoexrop;
. HoyTOyk ¢ BO3MOXXHOCTBIO TTOAKIIIOUCHHS K Internet;
o Craiiipl o TEMATUKE Kypca.

3.2. UudopmanumonHoe odecnevyeHue 00yueHust
Ilepeyenb pekomMeHayeMbIX YueOHbIX M3aanuil, UHTEepHeT-pecypcos,
JAOIOJHUTEJIbHOM JTUTEPaTypPbI
OCHOBHBIC HCTOYHMKH:

1. ®enepanpubiii 3akoH "OO6 snexkrponHOoM moxmucu" ot 06.04.2011 N 63-D3.
Oenepanbubiii 3ak0H "OO0 wHOpMaIU, MHPOPMAINUOHHBIX TEXHOJOTHUAX U O
3amure uHpopmaruu" ot 27.07.2006 N 149-03

2.TOCT P 7.0.8-2013. HamumonanpHbii cTranmapt Poccuiickoii ®deneparuu.
Cucrema crangapToB 1o WHGOpMaIuu, OMOTMOTEYHOMY W HM3AaTEIHCKOMY JIETy.
Jlenonpous3BoACTBO U apXuBHOE neno. TepMuHbl u onpeaenenus (yrB. [Ipukazom
Poccrangapra ot 17.10.2013 N 1185-cT)

3.TOCT P 6.30-2003. VYHuduuupoBaHHas  cuUcTeMa JOKYMEHTAILIMH.
YuaudunmpoBanHas cucTema OpraHU3aIMOHHO-PACTIOPSANTEIHLHON
nokyMeHTaruu. TpeboBaHue K OPOPMICHHIO JTOKYMEHTOB. YTBEpPXKICH
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noctanoBienueM ['occranmapra P® ot 03.03.2003 Ne65-ct. — M.: U3zn-Bo
craaaaptos, 2003.

OcHoBHas TuTEpaTypa

1. beikoBa, T. A. JloKyMeHTallMOHHOE OO€CIEUYCHUE YyIpaBICHUSA
(memompou3BoicTBO) : yueOHoe mocoome / T.A. brixosa, T.B. Ky3nemnona, JI.B.
Cankmna ; mox obm. pea. T.B. KysnemoBoil. — 2-e¢ u3nm., mepepab. U JI0m. —
Mocksa : UHOPA-M, 2021. — 304 c. + [omn. MaTepuaisl [ DIeKTpOHHBIN pecypc].
— (Cpennee mpodeccuonaibHoe obOpaszoBanme). - ISBN 978-5-16-013913-5. -
TexcT : anexrponnsiii. - URL: https://znanium.com/catalog/product/1141796

2. T'mapmii, E. B. JlokyMeHTaIlmoHHOE OOECIIEUCHHE yIIpaBieHus : yueOHoe
nocooue / E.B. I'magmuit. — Mocksa : PUOP : UHOPA-M, 2020. — 249 c¢. —
(Cpennee npogeccruoHalbHOE oOpa3oBaHue). — DOl
https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - Tekct
anektponHbiid. - URL: https://znanium.com/catalog/product/1065817

3. JlokyMeHTanmuoHHOe oOecrnieueHne ympaBieHus. CocTaBlIeHHE U
odopmIIeHHE ACIOBBIX JOKYMEHTOB : yueOHoe nocodue st CIIO / cocraButenu E.
N. bammakoBa. — CaparoB, Mocksa : [IpodoGpazoBanue, A Ilu Ap Menua,
2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT :
anekTpoHHbid // LludppoBoii obpazoBarensHblil pecypc IPR SMART : [caiiT]. —
URL.: https://www.iprbookshop.ru/103343.html

JlonoiHUTEIbHAS JIUTEepaTypa

1. BemkypoBa, A. b. JlokyMeHTaIMOHHOE OOECICUYCHHE YIIPABICHUS
yuebHoe nocodoue / A. b. Bemkyposa. - Mocksa ; bepnun : Iupekr-Menua, 2020.
- 169 c. - ISBN 978-5-4499-0436-2. - Tekct : nanekrpoHnbii. - URL:
https://znanium.com/catalog/product/2058741

1. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMUA
JAUCHUITINHBI «/lokymeHTAlIMOHHOE 00ecIieueHne

ylpaBJIeHUT»

KoHTpoJib 1 o11eHKa pe3yIbTaTOB OCBOCHUS TUCHMUILIMHBI OCYIIECTBIIAETCS
NpenojaBaTeieM B TMPOILECCE  MPOBEACHUS  MNPAKTUYECKUX  3aAHSATHUH,
TECTUPOBAHMS, & TAKKE BBIOJTHEHUS O0YYaIOIUMUCS UHIUBUIYAIBHBIX PACUETOB
MMOKa3aTejeH.

®opMbI U METOABI
Pe3yabTaThl 00yuyeHus Koasl ¢popmupyembix
KOHTPOJIAI M OLIEHKHU
(ocBOCHHBIC YMEHHUSI, yCBOCHHBIE npo¢ecCHOHANBHBIX U e3VILTATOR
3HAHMA) 00IMX KOMNeTeHI it pesy
o0yueHust
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YMEHUSI:
- odopmiATE  JOKYMEHTAIMIO B
COOTBETCTBUH C HOPMATHBHOW 0a3oii, B
TOM qucie c UCTIOJIb30BaHUEM
UH(POPMAIMOHHBIX TEXHOJIOTHI;

- OCBaMBAaTh TEXHOJIOTHH
aBTOMAaTHU3UPOBAHHON 00paboTkn
JIOKyMEHTAIUH;

- HUCTOJIB30BaTh
(GOpPMBI TOKYMEHTOB;
- OCYIIECCTBISITh XPaHCHHE U TIOUCK

yHU(PUIIMPOBaAHHbBIE

OK1-11

IIK 1.1 - 1.2, TIK TIK
3.2, IIK 3.3, IIK 3.4,
IIK 4.2, I[IK 4.3, IIK
5.2

IIpOBEpPKa
MPAKTUYECKUX 3aJaHUN

JIOKYMEHTOB;
- UCIOJIb30BaTh TEJIICKOMMYHHUKAIIMOHHBIC

TEXHOJOTHH B AIIEKTPOHHOM

JIOKYMEHTOO0O0POTE;

3HAHUSA: OK1-11 IpOBEpKa

- moustue, nenw, 3amaun ¥ npunHounsl | K 1.1 - 1.2, TIK IIK | npaktudeckux 3agaHuii
JIeTIOTPOU3BOJICTBA; 3.2, IIK 3.3, IIK 3.4,

- OCHOBHBIE noustus | [IK 4.2, TIK 4.3, IIK

JTOKYMEHTAIMOHHOT'O oOecnieuenus | 5.2.5

yIIpaBIICHUS;

- CHCTEMBI JOKYMEHTAI[MOHHOTO

oOecrieueHnsl yIpaBiIeHuUs;

- KJTacCU(HKAIIIO JJOKYMEHTOB;

- TpeOOBaHHsSI K COCTAaBICHHIO U
0(hOPMJICHHIO JOKYMEHTOB,

- OpraHu3alMI0  JIOKYMEHT000OopoTa:
npuema,  o0pabOTKy,  perucTpalmuio,
KOHTPOJb,  XpaHEHHWE  JIOKyMEHTOB,

HOMEHKJIATypy A€l

KoMriekT ¢poH1a OLleHOUHBIX CPECTB XPAHUTCS B OT/AEICHUHN CPEAHETO
npodeccuoHambHoro oopazosanus puamana PITY B r. Jlomoaenoso
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CocraB nporpammuoro odecnedenns (IIO), coBpeMeHHBbIX NPodecCHOHATBHBIX 623
nanubix (b/1) u undopmanmonno-cnpaBounsie cucrem (MCC) (2024 r.)
1. Ilepeyens I1O

Ner/ Haumenoanue 110 [TpouzBogutens | Crocob pacmpocTpaHEHUS
| (ruyernsuonnoe unu
Cc80000HO
pacnpocmpansiemoe)
1 OnepannoHHas cucTeMa TOHKUX WTware JInueHsnonHoe
kiuentoB WTware
2 Windows server 2008 Microsoft JlunensnonHoe
3 Microsoft office 2010/2013 Microsoft Jlunensnonnoe
4 Windows 7 Pro Microsoft JIuieH3nOHHOE
) MyTestXPro MyTestX JInneHsuonHoe
6 Windows server 2012 Microsoft JIuneH3noHHoe
7 Windows 8.1 Microsoft JluneHsnonHoe
8 Windows 10 Pro Microsoft JIuieH3nOHHOE
9 Dr. Web Dr. Web JluneHsnonHoe
10 | Kacnepckuit Jlaboparopus CBob6oHO
Kacnepckoro pacrmpocTpaHseMoe
11 | Adobe Acrobat Reader 9 Adobe Systems | JIunen3unonnoe
12 | Zoom Zoom CBoboaHo
pacrpocTpaHsieMoe
13 | Discord Discord CBobosHO
pacmpocTpaHsieMoe
14 | Skype Skype CBob6oaHO
pacmpocTpaHsieMoe
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