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1. llesu u 3212494 AU CIUILIHHBI

Llenb AMCUMUIUIMHEI - 03HAKOMUTH CTYIEHTOB C TEOPUEN U TPAKTUKON OpPTraHU3alUH
COBPEMEHHOTO JOKyMEHTAIIMOHHOTIO 00€CIeYeHusl Ha OCHOBE HAy4HO 000CHOBAaHHBIX
MPUHIIAIIOB U METOJIOB €r0 COBEPIICHCTBOBAHUS. 3a1aui: U3yUCHHE IESITEILHOCTH 10
OpraHU3allii U TEXHOJIOTUU PAOOTHI C JOKYMEHTAMU B COBPEMEHHBIX YUPEKICHUSAX;
pa3BUTHE CIIOCOOHOCTEM, CBA3AaHHBIX C Pa3pabOTKOM JIOKAIBHBIX HOPMATUBHBIX AKTOB U
HOPMAaTUBHO-METOJNYECKUE JJOKYMEHTHI (TOJI0KEHUSI, HHCTPYKIIUHU U JIP.) 1O BEJICHUIO
JIOKyMEHTAIIMOHHOTO O0ECTICUeHUsI YIIPABIICHUS U apXUBHOTO JIejia; U3yUeHUe
opranuzanuu ciyxx0s1 [JOY; nuzyueHre COBpeMEeHHbBIX TEXHOJIOTUNA JOKYMEHTAIIMOHHOTO
oOecrieyeHus ynpaBieHUs; 0CBOCHUE OCHOBHBIX MPABUJI OPraHU3alUU 3TANOB padOThHI C
JOKyMEHTaMH, METOJOB ONTUMHU3ALUN TOKYMEHTOIIOTOKOB U OPraHU3aLNHU
JIOKYMEHTAIIHOHHOTO 00eCTIeUeHUs yIPaBIeHUS B KOHKPETHON OpraHu3alluu;
dbopMupoBaHUH OOIIETO YPOBHS MPO(PECCHOHATIBHON KOMIIETEHTHOCTH YePe3
YCTAHOBJIEHUE MEXMPEIMETHBIX CBSI3€U C TUCHUIUIMHAMU JJOKYMEHTOBEIYECKOTO
npous.

Kparkoe conepkanue TUCHUIIIMHBI

Hopmarusrao-nipaBoBas 6a3a B cepe nHbOpMaInm, TOKyMEHTAIIMN, KOMMYHHUKAIHH.
JIoKyMeHTaIMOHHOE 00eCTICYCHUE YIIPABICHUS: OpPTraHU3aIIMOHHBIE ACTIEKThI. TEXHOIOTHS
00pabOTKY 1 IBWKEHUS TOKYMEHTOB. KOHTPOJIh HCTIOTHEHUS JOKYMEHTOB M TIOPYYCHUH.

2. Komnerenuun odyuyamwmerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS
AUCHUIIMHBI

[Inanupyemplie pe3yabTaThl OCBOCHUS [Tnanupyemblie pe3yabTaThl
OII BO (xoMrmieTeHI1un) 00y4eHUs 110 TUCHUTUTHHE

3HaeT: HOPMaTUBHO-IIPABOBBIE aKThl B 00JIaCTH
J10Y; TeHaeHIM pa3BUTHS JOKYMEHTAUOHHOTO
oOecrieyeHus yrpaBieHHsl; TEXHUYECKHE CPECTBA,
MCIIOJIb3yEeMbIE B paboTe C IOKyMEHTaMU; [TpaBuiia
OpraHu3anuu paboThl ¢ JOKyMEHTaMH

YMeeT: paboTath C JOKyMEHTaMHU C YYETOM
HOPMAaTHBHO-TIPaBOBbIX akToB B obnactu J1OY;
YUUTBHIBATh TEHACHLIUN Pa3BUTHUS
JTOKYMEHTAIIMOHHOTO 00€CIIeUeHuUs YIIPaBICHHUS;
IIPUMEHSATh TEXHUYECKHUE CPEACTBA, UCIIOIb3yEMBIE
B paboTe ¢ JOKyMEHTaMHU; IPUIEPKUBATHCS MPaBUII
OpraHu3aluu padboThl C JOKyMEHTAMU

MeeT mpakTUYEeCKUi OMbIT: paboThI ¢
TOKyMEHTaMU € y4€TOM HOPMATUBHO-IIPABOBBIX
akToB B obnactu JIOY; yuéra TeHIAeHIMIA pa3BUTHS
TOKYMEHTAI[MOHHOTO 00eCreueH sl YIIpaBICHUs;
[IPUMEHEHUS] TEXHUYECKUX CPEICTB, UCIIOIb3YEMBIX
B pa0oTe ¢ JOKyMEHTaMH; IPUMEHEHUS PaBUI
opranu3anuu paboThl ¢ JOKyMEHTaMH

I1K-1 CniocoGen opraHu30BbIBaTH paboTy 1O
JIOKYMEHTUPOBAHUIO JICSITEIIbHOCTH MPEAIPUSITHUS

3. Mecro nucuuninnbl B ctpykrype OII BO

[Tepeuens npenIecTBYOMUX AUCIHUILINH, [Tepeuenp nocCIeAYOMUX AUCIUILINH,
BUJIOB pabOT y4eOHOro IyiaHa BUJIOB paboT




I[OKYMGHTHB.H JIMHTBUCTHKA

KoH(puaeHnmanbHoe JOKYMEHTAIHOHHOE
obecrieueHre ynpaBJICHUS,

Opranuzanus paboTsl ¢ 00paleHUsIMU TPaKIaH,
Me>xayHapoHas CTaHIapTU3aLUsl yIIPaBICHUS
TOKYMEHTalUEH,

Opranu3allnOHHOE IPOEKTUPOBAHMUE,

KoHcanTuHT U aynuT B cpepe T0OKYMEHTAIMOHHOTO
obecrieueHus ypaBJIeHHs,

CranpapTuzanus T0KyMEHTAllMOHHOTO 00eCTIeYeHUs
yIpaBJIeHUs,

JIOKyMEHTUPOBaHNE CHCTEM MEHEIKMEHTA
KauecTBa,

[IponsBoacTBeHHAs NpakTHKa (npeaauiuiomHast) (10
CeMeCT))

Tpe60BaHI/IH K «BXOJIHBIM» 3HAHUAM, YMCHUAM, HaABbIKaM CTYJICHTA, HGO6XOI[I/IMBIM
ITpHU OCBOCHHUU I[aHHOfI JUCHUITIINHBI 1 HpI/IO6pCT€HHBIM B PC3YJIbTATC OCBOCHUA

MpeAMCCTBYIOINX AUCIUIIINH:

JlucuurimHa

TpeboBanus

HOKYMGHTH&?[ JIUHI'BHUCTHKA

3HaeT: SI3bIKOBbIE 0COOCHHOCTH O(pUIIMATIBHO-
IEJIOBOTO CTUJISI COBPEMEHHOI'O PYCCKOTO
JTUTEPaTYPHOIO A3bIKA; I3bIKOBBIE 0COOEHHOCTH
TTOKYMEHTHBIX TEKCTOB, OTHOCSILIUXCS K Pa3IUYHbIM
HOACTUIIAM O(PULINATBHO-JIEIOBOTO CTHIIS;
S13bIKOBbIE HOPMBI B c(hepe MMCbMEHHOM J1€TI0BOMI
pEYM; OCHOBHBIE TUIIBI OIIMOOK, BCTPEUAIOLIUXCS B
TOKYMEHTHBIX TEKCTaX, MOABSA3BIK CIIEHUATbHOCTH;
CTPATEruy U TAKTUKU IOCTPOEHUS YCTHOIO
TUCKypCca U MUCbMEHHOI'0 TEKCTa; HOPMaTUBHO-
METOIMYECKHE JJOKYMEHTBI, aKThl (IIpaBuJIa,
MePEYHH JOKYMEHTOB, ITOJIOKEHUS,
UHCTPYKLNU,KIacCu(pUKaTOpBbl, Taben
MPUMEHSEMbIX (POPM JOKYMEHTOB U Jp.) 110
TTOKYMEHTAIMOHHOMY 00€CIIEYeHUIO yIIpaBIICHUS;
MPUHLIMIIOB MJIAHUPOBAHUS J1€JI0BOM KOMMYHHKAIUH
CEKpETapCKOH eATEIbHOCTH U IEATEIbHOCTH
PYKOBOJUTENSI YMEET: aHAIM3UPOBAThH JOKYMEHTHbIE
TEKCTBI, OTHOCSIINECS K PA3JINYHBIM IOJCTHIISAM
O(QUIHATIBHO-/IEJIOBOTO CTUJISI, B ACIIEKTE S3BIKOBBIX
0COOEHHOCTEN; HAXOAUTh U KBAJTU(PHUIIUPOBATh
OLIMOKH, BCTPEUAIOIINUXCS B TOKYMEHTHBIX TEKCTAX;
UCTIPaBJIATh OLUIMOKHU, BCTPEUYAIOIIUXCS B
TOKYMEHTHBIX TEKCTaX, BBIJCNATH CHIEUAIBHYIO
UH(OPMAIUIO B HAYYHBIX TEKCTAX; aHAIU3UPOBAThH
MH(GOPMAIIMOHHBIE IOTOKU U IIPOLECCHI
UH(POPMALMOHHOTO B3aUMOJICHCTBUS B
OpraHH3aliK; BECTH JI€JI0BbIE Oece/bl;
palOHAIBHO OPTaHNU30BaTh COOCTBEHHYIO
NESTEIbHOCTh B KOHTEKCTE JIOKYyMEHTHOM
JIMHTBUCTUKU U pEAJIM3aLUU JAEJI0BOU
KOMMYHHUKAIIMU B YCTHOW U MHUCbMEHHOMN opmax
lMeeT nNpakTUYECKUH ONBIT: JIMHIBUCTHYECKOTO
aHaJIM3a JIOKyMEHTHBIX TEKCTOB, OTHOCSIIUXCS K

pas3JIMYHbIM ITIOACTHIISAM O(l)I/II_II/IaJ'IBHO-I[eHOBOFO




CTHUJIS; aHAJIN3a JOKYMEHTHBIX TEKCTOB B aCIIEKTE
COOTBETCTBUSI HOPMAM JIMTEPATYPHOTOSI3bIKA U
o(pHUIIMaTBHO-IEIOBOTO CTUIIS; PETaKTHPOBAHUS
TTOKYMEHTHBIX TEKCTOB , 0(OPMJIICHHS
npo¢eCcCHOHAIbHO-3HAYUMBIX TEKCTOB (YCTHBIX U
MMCbMEHHBIX ), BKJIFOUasi IEJIOBYIO IIEPEIHCKY C
COOJTIOIEHUEM PEYEBOT0O STUKETA; UCIIOIb30BAHUS
METOZ0B HayYHOI'O MCCIIEAOBAaHUS U TEXHUYECKOTO
TBOPUYECTBA B KOHTEKCTE JTOKYMEHTHOMN
JIMHTBUCTUKH U PEAJIM3ALAN AEJIOBOU
KOMMYHUKAIH B YCTHOW M MUCBMEHHOH (popmax

4. O0béM 1 BUABI YUeOHOIl padoThI

OO6mas TpyA0€MKOCTh JUCHUIUIMHBI COCTABISET 2 3.€., 72 4., 12,25 4. KOHTaKTHOM
paboThI C MPUMEHEHUEM JUCTAHIITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI

Pacrnipenenenue no cemectpam
. Bcero B Hacax
Bun yuebnoit paboret 4acoB Howmep cemectpa
3
O61mas Tpy10EMKOCTb AUCIUTIINHBI 72 72
AyoumopHvie 3auamusi: 8 8
Jlexuuu (JI) 4 4
[IpakTryeckue 3aHATUS, CEMUHAPHI U (UJIH) APYTHE BUIBI 4 4
aynuTopHbIX 3aHsaTHi (I13)
Jlabopatopusie pabotsl (JIP) 0 0
Camocmosmenvuas paboma (CPC) 59,75 59,75
IlonroroBka K TECTUPOBAHUIO 29,75 29.75
ITonroroBka k 3a4€ry 30 30
KoHCynbranuu v npoMeKyTouHasi aTTeCcTalus 4,25 4,25
Bua konTposs (3adet, qud.3a4ueT, IK3aMeH ) - 3a4eT

5. ConeprkaHue TUCHMIIIMHBI

O0beM ayaIUTOPHBIX 3aHATHI O BHIaM B
pa;ZQena HanmMeHnoBanue pa3zienoB TUCIUTLTHHEI Jacax
Bcero JI 113 JIP
1 HopmaruBHO-mIpaBoBas 6a3a paboThl ¢ 0(OUCHBIMU 4 ) 5 0
TOKYMEHTaMHU
2 |Opranuzanus paboTsl C 0QUCHBIMH JJOKYMEHTAMHU 4 2 2 0
5.1. Jleknun
Ne Ne Kon-Bo
sexuun | paszena HanmeHnoBaHne nim KpaTkoe CoAepkaHue JICKIIMOHHOTO 3aHITHS 4ACOB
1 1 HopmatuBHO-1paBoBasi 6a3a paboThl ¢ OQUCHBIMU TOKYMEHTAMHU 2
2 2 Opranuzanust paboTsl ¢ 0PUCHBIMUA JOKYMEHTaMH 2

5.2. llpakTHyecKue 3aHATHS, CEMHUHAPBI



Ne Ne Kon-Bo
HanmeHoBaHue WITH KpaTKoe co/iepKaHue MPaKTUYeCKOro 3aHATHs, CEMUHapa
3aHATHA|pa3aena 4acoB
1 1  |HopmaruBHO-npaBoBasi 0a3a paboThl ¢ OQUCHBIMU JOKYMEHTaMU 2
2 2 |Opranuszanus paboTbl ¢ 0QUCHBIMU JOKYMEHTaMU 2
5.3. JlaboparopHbie padoThI
He npenycmoTpeHnbl
5.4. CamocrosiTesibHasA padoTa CTyAeHTA
Boinonnenne CPC
Criucok nureparypsl (¢ ykazaHHUEM Kon-
[Monux CPC pasmelios, aB, CTpaHuil) / ccbuika Ha  [CeMecTp| BO
pecypc 4acoB
OYMJI: OcH. Nel (I'n. 1-5, C. 5-119), Jlom.
[ToaroTroBka K TECTUPOBAHUIO Nel (I, 1-6, C. 35-76) 3 29,75
N OVYM: OcH. Nel (I'm. 1-5, C. 5-119), [domn.
[lonroroBka K 3a4éty Nel (. 1-6, C. 35-76) 3 30

6. (I)OHI[ OLCHOYHBIX CPEACTB AJA NMPOBCACHUA TEKYIIECT0 KOHTPOJA YCIIEBAEMOCTH,

NMPOMEKYTOYHOM aTTeCTallMu

KonTponb kauecTBa 0CBOCHUS 00pa30BaTEILHOMN MPOrpaMMbl OCYIIECTBIISCTCS B
cootBercTBHH ¢ [Tonokenrem o 6aTbHO-PEUTUHTOBON CUCTEME OIICHUBAHUS PE3YIbTaTOB

y4eOHOH AESITENIBHOCTH 00yYarOIINXCS.

6.1. KouTpoabHubie meponpusitusa (KM)

HasBanue
KOHTPOJIBHOTO
MEPOIPUATHS

Ce-
MeCTp

Bun
KOHTPOJISI

KM Bec

Makc.
oaut

[Topsnox HauKcneHus: 6aIoB

Yuu-
THIBA

eTcs
B [TA

Texymui

0,2
KOHTPOJIIb

Tect mo nexknuu 1

10

BrimmosHeHEe TECTOBOTO 3aJaHUS
OCYLIECTBIIIETCS Ha NIOpTaJIe « IEKTPOHHbIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
[IPEIOCTABIISIETCS 2 TIONBITKY C
OTrpaHUYEHUEM 110 BPEMEHHU ISl
[TPOXOXKACHUS KayKI0ro TecTa. Meron
OLIEHMBAHUS — BBICIIAS OLIEHKA 10 UTOram
BCEX MONBITOK. B cilydae, eciau cTyaeHT
Habupaet meree 60% 06aIoB, MO €ro
pockOe NpenoaaBaTellb NpeoCTaBIIseT
NTOTIOJIHUTENbHBIE MONBITKU. CTyAeHT
[TPOXOJUT KOMIIBIOTEPHOE TECTUPOBAHNE
[10CJIE N3yYEHHUs IEPBOTO pasjena
nucuuIuuHel. Tect coctout U3 10 Bommpocos,
MO3BOJISIFOIMX OLIEHUTH C(HOPMUPOBAHHOCTD
koMriereHuil. Ha orBeTsl otBOgUTCS 15
MUHYT. [[paBuiIbHBIN OTBET HA BOIIPOC
cootBeTcTBYeT 1 Oamny. HenpaBunbHbIi

OTBET Ha BOIIpoc cooTBeTcTBYET () OaioB

3a4CT




Texymmii
KOHTPOJIb

Tect mo Teme 2

0,3

10

BrimmosHeHUEe TECTOBOTO 3aJaHUS
OCYIIECTBIISIETCA HA MOpTalie « DIEKTPOHHBII
HOYpI'Y" (https://edu.susu.ru). CtyneHty
[IPEIOCTABIISIETCS 2 TIOTBITKH C
OTpaHUYEHUEM IO BPEMEHU JIJIsi
[TPOXOXKACHUS KaXKJ0ro TecTa. MeTtof
OLICHMBAHUS — BBICIIAsA OI[EHKA 10 UTOraM
BCEX MOMNBITOK. B citydae, eciau cTyaeHT
Habupaet menee 60% OanoB, 1O €ro
pocb0e mpernoaBaresb IpeoCTaBIseT
NTOTIOJTHUTENbHBIEC MONBITKU. CTyAeHT
[TPOXOJUT KOMITbIOTEPHOE TECTUPOBAHNE
MOCJIe U3yUYEHUsI IEPBOTO pas3zesia
nuCcIUIUIMHBL. Tect coctouT u3 10 Bompocos,
MO3BOJISIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIiieTeHIni. Ha orBeTEI oTBOAMTCA 15
MUHYT. [[paBuiIbHBIN OTBET HA BOIPOC
cootBeTcTBYET 1 Gamty. HempaBuibHBIM
OTBET Ha BOIPOC cooTBeTcTBYeT () GammoB

3a4YCT]

Texymuit
KOHTPOJIb

Tect o Teme 3

0,3

10

BrinonHeHne TeCTOBOrO 3a1aHus
OCYILECTBIISIETCS HAa MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABISIETCS 2 MOMBITKH C
OrpaHUYEHUEM IO BPEMEHU JIJIst
MPOXOKJICHUS Ka)KJI0r0 TecTa. Meron
OLICHMBAHUS — BBICILIAsA OLIEHKA 110 UTOraM
BCEX MOMBITOK. B ciydae, ecnu cTyaeHT
Habupaet menee 60% OanoB, O €ro
MPOCKOE MperoIaBaTesb MPeI0CTaBICT
NTOTIOJTHUTENbHBIE MONBITKU. CTyAeHT
[MPOXOJUT KOMITBIOTEPHOE TECTUPOBAHUE
MOCJIe U3yUYEHUsI IEPBOTO pa3zesna
nucIUIUIMHBL. Tect coctouT u3 10 Bompocos,
MMO3BOJISIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIreTeHnii. Ha orBeTEI oTBOAMTCA 15
MUHYT. [[paBuIbHBIN OTBET HA BOIPOC
cooTBeTcTBYeT 1 O6amty. HenpaBuibHbI
OTBET Ha BOIPOC cooTBeTcTBYeT () GamioB

3a4CT

Texymumii
KOHTPOJIb

Tect mo Teme 4

0,3

10

BrinonHeHne TeCTOBOroO 3a1aHus
OCYIIECTBIISIETCS Ha TIOpTaje « DIEeKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABIISIETCS 2 TOTBITKU C
OTpaHUYEHUEM IO BPEMEHU JIJIs1
[TPOXOKICHMS KaX10r0o Tecta. Meron
OLICHMBAHUS — BBICILIAsA OLIEHKA 110 UTOraM
BCEX MOMBITOK. B ciydae, ecnu cTyaeHT
HaOupaet meHee 60% OanoB, O ero
MpoCKOE MperoaBaTesb MPeI0CTaBIACT
NTOTIOJTHUTENbHBIE MONBITKU. CTyAeHT
[TPOXOJUT KOMITBIOTEPHOE TECTUPOBAHUE
[OCJIE U3yUYEHHUsI IEPBOTO pas3zelia
MUCIUTUINHBL TecT coctout u3 10 Bompocos,
MO3BOJISAIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIreTeHInii. Ha orBeTEI oTBOAMTCA 15
MUHYT. [[paBuiIbHBIN OTBET HA BOIPOC
cooTrBeTcTBYeT 1 6ayuy. HenpaBunbHbIN

3a4YCT]




OTBET Ha BOIIPOC cooTBeTcTBYeET ) OamioB

ITpome- 3amanue Ui
5 3 JKYTOYHAsl | IPOMEKYTOYHOU
aTTecTalys |  aTTecTaluu

30

B koHTposIbHOM paboTe
"TepMHHOIOTUYECKUIT MUHUMYM"
HEOOXOIMMO BBISIBUTH 15 OCHOBHBIX
TEPMUHOB TI0 OJTHOHM M3 BEIOPAHHBIX TEM.
Kputepun OLIeHKHU: - HCIIOIb30BaHUE HE
MeHee 15 noustuit — 15 6anioB (o onHoMy
0asuty 3a KaXkKAblil TEPMUH); HATUYHE JTOTUKH
W CBSI3HOCTH TIPENICTaBIICHUS HH(OPMAIINH,
TBOPYECKOTO MOAX0/1A - 5 6aIOB;
MpaBUILHOE OPOPMIICHUE BCEX
00s13aTeIbHBIX JIEMEHTOB KOHTPOJIBHBIX
paboT - 5 6a/IoB; HATMYUE CCHUTOK Ha
OoubnuorpaduIecKuil CIUCOK MOCe KakK0TO
omnpeneneHus - 5 6amios. Pabora Oyner
3auTeHa, eCJIM OyAdyT BBHIIIOJIHEHBI BCE MyHKTHI
1 HaOpaHo He MeHee 60 % (T.e. He MeHee 18

0aioB ) - "3auTeHo".

3a4CT

6.2. Ilpouenypa npoBeaeHusi, KpUTEPHUH OLEHMBAHUSA

Bun

arTecraiuu

IIPOMEKYTOYHOU IIpouenypa nposeneHus

Kpurepun
OLICHUBAHUs

3a4cT

Ha 3au€Te npoucxonut oreHuBaHue y4eOHON AeSTEIHbHOCTH
06yanOH_II/IXC$I 110 AUCIOUIIJIMHEC HAa OCHOBC HOJIy‘IeHHBIX OIICHOK
32 KOHTPOJIbHO-PEUTHUHTOBBIC MEPOTIPHSITHS TEKYIIIETO
KOHTPOJISL U IIPOMEKYTOUHON aTTECTAlUN

mm. 2.5, 2.6
T lonoxxenusa

B cooTBeTCTBUH C

6.3. ITacnopt ¢oHaa OLIEHOYHBIX CPEACTB

KommereHmun

Pesynbrarsl 00yueHus

[1K-1

TOKYMEHTaMHU

3HaeT: HOpMaTUBHO-TIPaBOBbIE akThl B 00acTu JIOY; TeHIeHInn pa3BUTHS
JOKYMCHTAITUOHHOT'O OGCCHC‘-IGHI/ISI YHOpaBJICHUA; TCXHUYCCKHUEC CPCACTBA,
HCIIOJIb3yeMbIE B paboTe C TIOKyMEHTaMU; MTpaBuia OpraHu3aIui paboThl ¢

JOKYMCHTaMU

'YMeeT: paboTath C IOKyMEHTaMU C Y4ETOM HOPMATUBHO-TIPABOBBIX aKTOB B
ob6nactu JIOY; yuuThIBaTh TEHICHIIMHA PA3BUTHS JOKYMEHTAIIHOHHOTO

T1K-1 oOecrieueHus ynpapiIeHUs; MPUMEHSITh TEXHUYECKUE CPEACTBA, UCTIOIb3yEeMbIE B
paboTe ¢ JOKYMEHTaMu; IPUIECPKUBATHCS MTPABUJI OPTraHU3aINHA PAOOTHI C

lMeeT mpakTUYeCKH OMBIT: pabOThI ¢ JOKYMEHTaMH ¢ Y4ETOM HOPMATHUBHO-
MPaBOBBIX akTOB B obnactu JJOY; yuéra TeH1eHIui pa3BUTHS

[1K-1 TOKYMEHTALMOHHOTO 00€CTIeUeHNUs YIIPABICHUS; IPUMEHEHNS TEXHUUECKUX
CPEJICTB, UCIOJIb3YEMBIX B paboTe C JOKYyMEHTAMM; IPUMEHEHHUSI TPaBUII
OopraHu3aliuu paboThl ¢ JOKyMEHTaMH

Tumnosslie KOHTPOJIBHBIC 3aaHUs 110 KAXKAOMY MCPOIIPHUATHIO HAXOAATCS B

ITPHUIIOKCHUAX.

7. YueOHO-MeTOoAMYEeCKOEe M HH(OPMAIIMOHHOE O0ecniedeHue TUCIUIIIMHBI

IleuaTnasi y‘lEﬁHO-MeTOIll/IquKaSI AOKYMCHTAIlUA

@) OCHOBHAs TUmMepamypa:



He npenycmotpena

0) OononHumMenbHAs IUMepamypa:

He npenycmorpena

8) omeuecmeenHvle U 3apyOedtCHble HCYPHANbL O OUCYUNTUHE, UMelouwuecs 6 bubnuomexe.
He npenycmorpenst

2) MemoouuecKkue ykazanus 0s CImy0eHmos8 no 0C80EHUI0 OUCYUNTUHDL:

[llenenena, JI. A. Opranu3zanoHHOE MPOEKTUPOBAHUE : YUEOHO-
metonuueckoe nocodue / JI. A. llleneneBa. — Ku3but : Tysl'Y, 2019. — 92 ¢. —
Tekcr : anexTpoHHbIl // JIaHb : 37eKTpOHHO-0MOMMoTeyHas cuctema. — URL:

https://e.lanbook.com/book/156246 (nata oOpamienus: 14.06.2024). — Pexum
JOCTyTa: JIJIsl aBTOPHU3. MOJIb30BaTeIeH.

I.

U3 HUX: y4eOHO-Memoouueckoe obecneyerue camocmosmenpHoll pabomsl cmyoeHma:
[enenesa, JI. A. OpraHu3anmoHHOE MPOSKTUPOBAHKE : YIEOHO-
metoaudeckoe mocooue / JI. A. llleneneBa. — Kei3put : TyBl'Y, 2019. — 92 ¢. —
Tekcr : anexTponHsli // Jlanb : anekTpoHHO-O0uOMHoTeyHast cucrema. — URL:
https://e.lanbook.com/book/156246 (nata oOpamenus: 14.06.2024). — Pexxum
JOCTYyTIA: JUIsl aBTOPH3. TIOJI30BATEICH.

1.

DJIeKTPOHHAS Y4eOHO-MeToAuYeCKasl IOKYMEeHTaIUs

HaumenoBanue
Ne Buz peeypeas | bubmuorpadudeckoe onrcanue
JTUTEPaTyphI AIIEKTPOHHOMN
bopme
NEKTPOHHO- [TaBnoBa, P. C. JlokxymeHTanmonHoe ooecriedeHne pral.?»J'IeHI/ISI /
e P. C. [1aBnoBa. — 2-e u3n., crep. — Cankr-IlerepOypr : Jlans,
1 OcHoBHast cHCTeMa 2023. — 608 c. — ISBN 978-5-507-46443-2. — TexkcT :
nmuTepaTypa A ATeNLC TR AIIEKTPOHHBIH // JIaHb : 27eKTpOHHO-OMOIMOTEUHAsI CUCTeMA. —
Hazllﬂ, URL.: https://e.lanbook.com/book/310175 (mara obpamienus:
13.06.2024). — Pexum nocTymna: A aBTOPU3. MOIH30BATEICH.
Eropos, B. I1. JlokymeHTOBEICHHE U TOKYMEHTALIHOHHOE
oOecIieueHre yIpaBICHHS B YCIOBUAX MU(PPOBOM SKOHOMHKH /
JJEKTPOHHO-
P R B. I1. Eropos, A. B. CnuabkoB. — 4-¢ u3f., crep. — CaHKT-
b OcHoBHas crCTeMa [letepOypr : Jlanp, 2023. — 372 ¢. — ISBN 978-5-507-45695-
nmuTepaTypa 6. — Tekcr : aneKkTpoHHBIH // JIaHb : SNMEKTPOHHO-
M3/1aTeNIbCTBA
Mamt oubnuoreynas cucrema. — URL:
https://e.lanbook.com/book/279827 (nara obpatenus:
13.06.2024). — Pexxum noctyna: AJjis aBTOPH3. TOJIb30BaTENCH.
Ycanosa, O. I. JlokyMeHTOBEIEHIE U apXUBOBEICHHUE : CIIOBApPh
DJIEKTPOHHO- / O. T Ycanona, A. B. JlymnukoBa. — 2-¢ u3ja., crep. — CaHKT-
JononHuTebHAS OoubnmroTeuHas [TeTepOypr : [lnanera my3biku, 2019. — 172 ¢. — ISBN 978-5-
3 Tenarvba cucrtema 8114-3873-0. — Tekcr : anekTpoHHbIH // JIaHb : 2IEKTPOHHO-
patyp 13/1aTENIbCTBA oubnuoreynas cucrema. — URL:
Jlanb https://e.lanbook.com/book/113186 (mara obpameHus:
13.06.2024). — Pexum noctymna: ajis aBTOPU3. MOJIb30BATEIEH.
ononHuTebHas JJIEKTPOHHO- ApacnaHoBa, B. A. JlokymMeHTalimoHHOE o0ecrieyeHue
4 TeDpaTYDA OubIMoTeYHas yrpasieHus : yueoHoe nocobue / B. A. ApacimanoBa. — 3-¢
patyp cucTeMa u3n., nom. u nepepad. — Cypryt : Cypl'IlY, 2019. — 239 ¢c. —




N30aTeIbLCTBA ISBN 978-5-93190-385-9. — Tekct : anexTpoHHbIi // JIaHb :
JIaHn

DIIEKTPOHHO-O0MOMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/151937 (nata obparenus:
13.06.2024). — Pexxum nocTyna: AJis aBTOPH3. TIOJB30BaTENCH.

IlepedeHb UCTIONB3YyEMOIO TPOrPAMMHOTO OOECIICUEHMS:

1. Microsoft-Office(6eccpouno)
2. ®I'AOY BO "IOYpl'Y (HUY)"-IToptan "Dnexrponusiit OYpl'Y"
(https://edu.susu.ru)(6eccpodHo)

[lepedenb ucnonb3yeMbIx NpohecCHOHANBHBIX 0a3 TaHHBIX U HH()OPMAIITMOHHBIX
CIIPABOYHBIX CUCTEM:

Her

8. Marepua/ibHO-TeXHHYECKOe o0ecreYeHue 1 CIUTTHHbI

Bun 3anaruii

No
ay/.

OcHoBHOE 000pyIOBaHNE, CTCH IbI, MAKEThI, KOMITLIOTEPHAS TEXHHKA,
MPEAYCTAaHOBJIEHHOE TIPOrPaMMHOE 00eCIIeYeHUE, HCTIOIb3YEeMOE JIJIst
pa3IMYHBIX BUJOB 3aHITUN

3auer

118a
2)

Kommbrorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbixoaoM B HTEpHET U 1O0CTYIIOM B mopTall «aeKTpoHHBIN FOYpI'Yy;
Kommerorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03YVY); UnrepaktuBHas gocka [QBoard PS, IIpoextop EPSON, HaymHuky ¢
mukpogponom Logitech, Monutop-15 mt. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), DIAOY BO "IOVYpl'Y (HUY)"-Tloptan
"Onexrponnsiii OYpI'Y" (https://edu.susu.ru)(6eccpodno)

[Tepecnaua

118a
2)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbixonoM B MIHTepHET 1 AOCTYNOM B HopTall «neKTpoHHbIN FOVYpI'Vy;
Kommerorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03Y); UnrepakruBHas gocka [QBoard PS, [Tpoekrop EPSON, HaymHuku ¢
mukpogponom Logitech, MonuTop-15 mt. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), PIAOY BO "IOVYpl'Y (HUY)"-Tloptan
"DOnexrponnsiii OYpI'Y" (https://edu.susu.ru)(6eccpodno)

Jlexnmn

118a
)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbixooM B MIHTepHET 1 A0CTyNOM B HopTall «neKTpoHHbIN O VYpI'Vy;
Kommerorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03VY); UnrepaktuBHas gocka IQBoard PS, [Tpoekrop EPSON, HaymHuku ¢
Mukpodonom Logitech, Monurtop-15 mrt. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), ®IAOY BO "IOVYpl'Y (HUY)"-Tlopran
"Onexrponnslii OYpI'Y" (https://edu.susu.ru)(6eccpouno)

CamocrosTenbHas
pabota cTyaeHTa

118a
(2)

Kommnsrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbixoioM B MIHTEepHET 1 A0CTYNOM B opTall «neKTpoHHbIN FOVYpI'V»;
Kommnsrorep 1 mT. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
O3YVY); UntepaktuBnas nocka IQBoard PS, [Ipoekrop EPSON, Haymauku ¢
mukpodonom Logitech, Monutop-15 mT. Microsoft — Windows (6eccpouHo),
Microsoft-Office (6eccpouno), DTAOY BO "HOYpI'Y (HUY)"-ITopran
"Onexrponnbiit FOYpI'Y" (https://edu.susu.ru)(6eccpodno)

IIpakTnueckue
3aHATHA U
CEMMHAPBI

118a
2)

Kommwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BixooM B MIHTepHET 1 AOCTYNOM B HOpTall «NeKTpoHHbIN FOVYpI'YV»;
Komnsrotep 1 wt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
O3YVY); UntepaktuBnas nocka IQBoard PS, [Ipoekrop EPSON, Haymauku ¢

mukpodonom Logitech, Monutop-15 mT. Microsoft — Windows (6eccpodHo),




Microsoft-Office (6eccpouno), DITAOY BO "HOVYpI'Y (HUY)"-ITopran
"Onextponnbiit OYpI'Y" (https://edu.susu.ru)(6eccpodno)

KonTpons
CaMOCTOSTEeIbHOU
paboThI

118a
(2)

Kommwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BeIxozioM B MIHTepHET 1 AOCTYNOM B OpTall «NeKTpoHHbIN FOVYpI'V»;
Kommprorep 1 mit. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
O3YVY); UntepaktuBHas nocka IQBoard PS, [Ipoekrop EPSON, naynauku ¢
Mukpogonom Logitech, Monurop-15 mrt. Microsoft — Windows (6eccpouHo),
Microsoft-Office (6eccpouno), DITAOY BO "HOVYpI'Y (HUY)"-ITopran
"Onexrponnbiit FOYpI'Y" (https://edu.susu.ru)(6eccpouno)




