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1. 1. HACITIOPT IMPOI'PAMMBI INCIIUITJIMHBI
JOKYMEHTAIIMOHHOE OBECIIEYHEHUE YIIPABJIEHUSA

1.1. O6aacTh NpUMeHEeHUs1 MPOrPpaMMbl

Pabouas nporpamMma AMCHMIUIMHBI SBIISETCS YaCThIO MPOrPaMMbl MOATOTOBKH
criennamuctoB cpeanero 3BeHa (IIIICC3) B coorBerctBun ¢ DI'OC mo
cienpanbHOocTH CIIO 38.02.01 DOkxoHOMHMKAa U OyXTajJTepCKUil ydeT II0
OTPaCIISIM.

1.2.MecTO TUCHUNJIMHBI B CTPYKTYP€e NMPOrpaMMbl NOJATOTOBKH CHENMATUCTOB
cpeanero 38eHa (IIIICC3)

Jucrumnmaa «/{okymeHTanmonHoe o0ecnedeHne yrnpaBieHUus» OTHOCUTCS K
poeCCHOHATLHOMY IIMKIIY MPOTPaMMbl IOJITOTOBKH CIICIIHAIMCTOB CPEIHErO
3BEHA.

1.3 Iesu 1 3212494 JUCHUIVIMHBI — TPEOOBaHMS K Pe3yJbTaTaM 0CBOCHUSA
AUCUMILTHHBI.

[{enu ocBOEHHUS TUCIUTIIINHBI:

- opMupoBaHUE 3HAHUIA O IPUHITUIIAX OPTaHU3AINH TOKYMEHTO000pOTa,
MeToax 00pabOTKH TOKYMEHTOB U CUCTEMaMHU aBTOMATU3AIMHA PA0OTHI C
JOKYMEHTaMU;

- YMeHHUe paboThl C yUpEIUTETbHOM, TOTOBOPHOM, MPETEH3UOHHOM,
KOH(UIEHIIUAIBHON TOKYMEHTAIUEH;

- (popMupoBaHue 3HaHUN U YMEHUHN 10 MPOdHeCCUOHATLHOMY TOJIKOBAHUIO

HOPMATHUBHBIX MIPABOBBIX aKTOB JJIs peann3aluu B cdepe OyXrairepcKkoro yyera.

3ajgaun OCBOCHHUS TUCIUIIIIMHBL: —

OCBOEHHE MPABWIJI OPraHu3aluu paboThl C TOKYMEHTAMU CITY>KObI

JIOKyMEHTAITMOHHOTO 00ECTICUCHHMSI YITPABIICHUS;

— U3y4YEHUE TIOPAJIKA OPTaHU3aAIMK PAbOT MO JIEJIONPON3BOICTBEHHOMY
00CITyKUBaHUIO;

— OBJIQJICHUE IIPUEMAMHU COBPEMEHHOIO JIETIONPOU3BOICTBA

B pesynbrare ocBOoeHUS y4eOHON MMCIMIUIMHBI OOYYAIONTUICS JOJIKEH
ymemb:

— TMPUHUAMATH MPOU3BOJIBHBIC IEPBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI,
paccMaTpuBaeMbl€ KaK MUCbMEHHOE JOKA3aTENbCTBO COBEPLIECHUS
XO035MCTBEHHOM ONEPAIMU WU NOJIyYEHUE Pa3pELICHUs] HA €€ TPOBEICHNUE;

— TPUHUAMATH TMEPBUYHBIE OYXTAITEPCKHUE TOKYMEHTHI HA OyMakHOM
HOcHTele U (W) B BUJIE AJIEKTPOHHOTO IOKYMEHTA, MOMMCAHHOTO
AIEKTPOHHOMN MOJAINUCHIO;

— TMPOBEPATH HATMYKE B MMPOU3BOJIHHBIX IEPBUYHBIX OYXTAITEPCKUAX
JIOKyMEHTaX 00s513aTeIbHbIX PEKBU3UTOB;



— TPOBOAUTH (POPMANIbHYIO MPOBEPKY JOKYMEHTOB, IIPOBEPKY IO CYILIECTBY,
apu(pMETHYECKYIO TPOBEPKY;

— TMPOBOJAUTH IPYNIUPOBKY NEPBUUYHBIX OYXTANTEPCKUX JOKYMEHTOB I10 PsIIy
MPU3HAKOB; MPOBOAUTH TAKCUPOBKY U KOHTUPOBKY MEPBUYHBIX
OyXraiaTepcKux JOKYMEHTOB; OPTaHU30BBIBATh JOKYMEHTOOOOPOT;
pazOupaThCs B HOMEHKJIATYpE J€1; 3aHOCUTh TAHHbIE TI0
CTpYNIHUPOBAHHBIM TOKYMEHTAM B PETUCTPHI

— OyXTanTepcKoro yyeTa;

— TIepeaBaTh NEPBUYHBIC OYXTaITEPCKUE

B pe3ynpTaTe ocBoeHMs yueOHOM AUCIMILTUHBI 00Yy4atOMIUNCS JOKEH 3HAMb:

— -o0miue TpeOoBaHus K OyXTaaTepCKOMY YUETy B 4aCTH JOKYMEHTHPOBAHUS
BCEX XO3SMCTBEHHBIX JEWCTBUM W ONEpALMW; TOHATHE TEPBUYHOMU
OyXTanTepcKoi TOKYMEHTAIINH;

— OTpeJeNieHre MEPBUYHBIX OyXTalTePCKUX JOKYMEHTOB;

— ((opMbl  TEPBUYHBIX  OyXTaJTePCKUX  JOKYMEHTOB,  COJEpIKaIIUX
00s13aTebHbIE PEKBU3UTHI IEPBUYHOIO YUETHOTO JOKYMEHTA,

— TMOPSAOK  MPOBEAECHUS IPOBEPKU MEPBUYHBIX OYXTanTepCKUX
JIOKYMEHTOB, (popMasibHOM IPOBEPKH  JOKYMEHTOB, MPOBEPKHU IO
CYILIECTBY, apU(PMETUUECKON MPOBEPKH;

— TMPUHUUIBI W TPU3HAKK TPYNIUPOBKUA TEPBUYHBIX OyXrajaTepCKux
JIOKYMEHTOB; MOPSAOK MPOBEACHUS TAKCUPOBKU U KOHTUPOBKU MEPBUUYHBIX
OyXTalnTepCKUX TOKYMEHTOB;

- IOPSIZIOK COCTABJICHUSI PETUCTPOB

— OyXraiaTrepckoro y4era;

- IpaBUJIa U CPOKU XpaHEHHsI IEPBUYHOMN OyXTralTepCKON JOKyMEHTAIMH

- IOHATHUE, LEJH, 3a/1a4U U MIPUHLUIIBI IeJIONPOU3BOJICTBA;

- OCHOBHBIE MOHATUS JOKYMEHTAIIMOHHOT'O 00€CTIeUeHUs YIIPABICHHUS;

- CUCTEMBbI JIOKYMEHTAIIMOHHOT'O 00€CTeueHus yIpaBIICHHUS;

- KJTacCU(UKALMIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHUIO U O(DOPMIICHHIO IOKYMEHTOB;

- OpraHM3aluio JOKYMEHTOOOOpOTa: mpuema, oO0padOTKy, pPErucTpaluio,
KOHTPOJIb, XpaHEHNE JOKYMEHTOB, HOMEHKJIATypy €I,

B nmpomecc ocBoeHMs JAUCHUIUIMHBI Y  CTYJEHTOB  JOJIKHBI
¢popmupoBatbes o0mme komnerennun (OK):

OK 01. BeiOupath crocobsl pemieHus 3aaad  NpodecCHOHAIBHON
NEeATEIbHOCTH IPUMEHUTENBHO K PA3IMUYHBIM KOHTEKCTaM;

OK 02. Ocy1iecTBisITh MOWCK, aHAJIU3 W HHTEpIpeTanuio uHbOpMaInu,
HEOOXOMMOM JI BBIMOJIHEHUS 3a/1a4 MPOPECCHOHATBHOMN 1€ATEIbHOCTH;

OK 03. ITnanupoBaTh M peaanu30BbIBaTh COOCTBEHHOE MPOGECCUOHAIBHOE U
JUYHOCTHOE Pa3BUTHUE;

OK 04. Paboratp B KOMJIEKTHBE M  KOMaHae, 3(P(PEeKTUBHO
B3aMMOJIEUCTBOBATH C KOJUIETaMH, PYKOBOJICTBOM, KJIMEHTAMU;



OK 05. OcymecTBisTh YCTHYHO M MNHCBMEHHYIO KOMMYHHKAIIMIO Ha
rocyJnapcTBeHHOM si3bike Poccuiickoit denepanuu ¢ y4eTOM OCOOCHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

OK 06. [IposBiATH IrPpak IAHCKO-ITATPUOTHYECKYIO ITO3ULMIO,
JEMOHCTPUPOBATh  OCO3HAHHOE  TMOBEJACHUE HA  OCHOBE  TPaJAMIIMOHHBIX
00111e4YeI0BEYECKUX [IEHHOCTEMH;

OK 07. CogeilcTBOBaTh  COXPAHEHUIO  OKpYKAalWIIEH  Cpenbl,
pecypcocbepexennto, 3 (HEKTUBHO AEUCTBOBATH B UPE3BHIYANHBIX CUTYAIIHSX;

OK 08. Hcnonbs3oBaTh cpeacTBa PU3NYECKON KyIbTYPHI AJI1 COXPAHEHUS U
YKpeIUIeHUsI 3/0pOBbS B Ipolecce Mpo(ecCHOHANIBbHON JESTENIbHOCTH |
HoJIIepKaHUSI HEOOXOAUMOTO YPOBHS (PU3NUECKON OITOTOBICHHOCTH;

OK 09. Hcnonb3oBaTh uH(GOpPMaIMOHHbBIE TE€XHOJIOTHH B
poeCCHOHANTLHOM eI TeIbHOCTH;

OK 10. TIlomb3oBathcsi  mpodeccHOHATBLHOW  JOKyMEHTAIlMel  Ha
rOCYJapCTBEHHOM U MHOCTPAHHOM SI3bIKaX;

OK 11. Mcnonp3oBath 3HaHUS 110 (PMHAHCOBOW IPaMOTHOCTH, INIAHUPOBATh
NPEeANPUHUMATENBCKYIO IEATETbHOCTh B MpodeccuoHaIbHOM chepe.

B npomecc ocBoeHMs  JUCHUIUIMHBI Y  CTYACHTOB  JI0JIKHBI
(¢popmupoBatbes npogeccuonanbubie komnereHuuu (I1K):

[1K 1.1. OGpabaTsiBaTh MEPBUUHBIE OyXTAITEPCKUE TOKYMEHTHI.

[1IK 1.2.Pa3pabaThiBaTh U COIJIACOBBIBATH C PYKOBOJICTBOM OpTaHU3ALNU
pabounii IaH cueToB OyXTaNTEPCKOTO yueTa OpraHUu3aluH.

[1K 3.2. OdhopmiisaTh mIaTeKHbIE JOKYMEHTHI IS IEPEUUCIICHUS HAJIOTOB U
cOOpOB B OIOKET, KOHTPOJMPOBATh HUX TMPOXOXKIEHUE MO PACUETHO-KACCOBBIM
OaHKOBCKHUM OIEPALIUSM.

I[IK 3.3. ®dopmupoBarh OyXraiarepckue MPOBOJKH I10 HAYUCICHUIO U
NEPEUUCICHUIO CTPAXOBBIX B3HOCOB BO BHEOIOKETHBIE (DOH/IBI.

IIK 3.4. OdopmisTh TIaTEkKHBIE JOKYMEHTHI Ha MEPEYUCICHHUE CTPAXOBBIX
B3HOCOB BO BHEOIO/KETHBbIE (DOHJIBI, KOHTPOJIMPOBATH HMX MPOXOXKIACHHE IO
pPacyeTHO-KaCCOBBIM OAaHKOBCKUM OTIEpPALIUSIM.

IIK 4.2. CocrtaBnsats GOpMbI OyXTaITEpCKON OTYETHOCTU B YCTAHOBJICHHBIC
3aKOHOJIaTEITLCTBOM CPOKH.

IIK 4.3. CocraBnsiTh HaJIOTOBBIE IEKJIapalMy IO Hajoram u cOopaMm B
O10/1KeT, HAJIOTOBbIE Jiekapanuu no Equnomy conmansnomy Hanory (nanee -ECH)
U (OpMBI CTATUCTUYECKOW OTYETHOCTH B YCTAHOBJICHHBIE 3aKOHOAATEIHCTBOM
CPOKH.

[IK 5.2. Pa3pabaThiBaTh U 3aMOJHATH MEPBUYHBIE YUYETHBIE JTOKYMEHTHI U
PErUCTPbI HAJIOTOBOTO yYeTa.

1.4. PexoMenayeMoe KOJIHYECTBO YACOB HA OCBOEHNE MPUMEPHOIi MPOrpaMMbl
y4eOHOI AMCIUTIIMHBI:

MaKCHMaJbHOW Y4eOHOI Harpy3ku oOydvatomierocsi 32 daca, B TOM YHCJIE:

- 00s13aTeNbHOM ayAUTOPHOM yueOHOM Harpy3ku oOydaromierocs 32 4acos;

- CaMOCTOSTENBHOM paboThl oOyuatomerocs 0 yaca.



2. CTPYKTYPA U IIPUMEPHOE COAEP KAHUE
JUCIHHAITJINHBI «JlOKyMeHTAIlMOHHOe odecneyeHue
ynpaBJIeHUsD)

2.1. O0beM yueOHOM TUCHUIIMHBI U BBl y4eOHOH padoThI

Bun yuyeoHoii padoThI Oobvem uacoe
onsa naoopa
2023..
Maxkcumanovnas yuebnasa nazpyska (ecezo) 32
Oobazamenvuan ayoumopnasn yuedonas nazpy3ka (ecezo) 32
8 MoMm yucre:
Jaexyuu 20
npakmuyecKue 3aHAmus 10
Ilpakmuueckas noocomoska 24
Camocmoamenvuas paboma ooyuarouezoca (6cezo)
Hmozosas ammecmayus 6 popme
Jugh.3auem




2.2. IlpuMepHBbI TeMATHYECKUI IVIAH U COJAePKaAaHUE YIeOHOH TMCHUIUIHHBI «/[0KyMeHTAlIlHOHHOE o0ecredeHue

yIpaBJIeHU»
HanMeHoBaHMe Coaep:kaHue yueGHOro MaTepuasa, 1a60paTopHbie 1 O0beM 4acoB YpoBeHDb 0CBOEHHs
PAyIETOB U TeM npakTHYecKue padoTsl, 2023 r.
caMoCTOsITeIbHasl padoTa 00y4aronuxcsi
2 3 4 5
Coaep:kaHue y4eGHOT0 MAaTepHAIa 2 1
1. OcCHOBHBI€E ITIOHATHS: 1IEIH, 3a0a491 U
b

[PUHIMIIBI JEJIONPOU3BOJICTBA;
2. OCHOBHBIE OHATHS JOKYMEHTALIMOHHOTO

Tema 1 o0ecrieyeHus yrpaBJIeHUS;
IlonsiTne, meJn, 321241 U NPHHIKIIBI 3.  Hcropus pa3BuUTHS HAYYHBIX TPEACTABICHUI 1 2,3
ICIOTPOM3BOACTBA 0 JTOKyMEHTAIHOHHOM 00ECIIeYeHUH
yIIpaBJICHUS

IIpakTHyeckne 3aHATHSA
( He MPeAYCMOTPEHO)
CamocrosTeabHas padoTa 00y4aromuxcst

Coaepskanue yueGHOro MaTepuaia 2 1
1. HopMmaTtuBHO-1ipaBoBasi 6a3a opranu3aiuu
T ) JOKYMECHTAIIMOHHOT'O oOecreueHust YIIpaBJICHUA.
emMa
2. CBoJ1 mpaBuJ1, yCTaHABIUBAIOIINX €UHBIC
CucreMbl JOKYMEHTAIIHOHHOT O 1 2,3
olecreyenns ynpasjieHus TpeboBanus k JI0Y.
3. TunoBast MHCTPYKIUSA 10 IEJIONPOU3BOACTBY

IIpakTHyeckne 3aHATHS
CamocrosTeabHas padoTa 00y4yalonmuxcst

Coaep:xkanue yueOHOro MmaTepuajia
Oo0mepoccuiickne KJIacCH(PUKATOPLI
Knaccndpukanus 10KyMeHTOB
YHudukanus T0KyMeHTOB 2 1
CranpapTuzanus J10KyMEHTOB

CocraB JOKyMEHTOB OyXTaJTEpPCKOTO yueTa
@OopMBbI HAJIOTOBOTO YYETA U OTYETHOCTH

Tema 3
Knaccudukauns 10KyMeHTOB

AR e

IpakTHYecKHe 3aHATHS
3anosHenne yHupuuupoBaHHbIX hopm

Tema 4 Coep:kanue y4e0HOr0 MaTepuaia 2 1

Tpebopanus k cocTaBaeHHIo 0 1.  OcCHOBHBIE PEKBH3HTHI JOKYMEHTA, HX
0(OpMJIEHHIO TIOKYMEHTOB




KJaccuukanus, mpaBuia opopMICHHS B
coorBercTBuu ¢ ['OCT.

2. ®opmynsp u 6JaHK TOKYMEHTA.

3.  OdopmieHne TOKYMEHTOB B COOTBETCTBHUH C

HOPMAaTHUBHOM 0a30ii, B TOM YHCIIE C
UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX
TEXHOJIOTUI

IMpakTHyecKne 3aHATHS
«OdopmiieHre ITATHOTO pacnucaHus» B TOM YHUCJIIE C
MCTIOJIb30BaHNEM HH(OPMAIIMOHHBIX TEXHOJIOTUN

2,3

Tema §
Cucrema cipaBo4HO-
nH(pOPMaITMOHHOMN
JTOKYMEHTAIU!

Coaep:xkanue yueOHOro MmaTepuajia

1. HaznaueHue 1 coctaB CipaBOYHO-
UH(POPMALIMOHHON JJOKYMEHTAIIH.

2. Cocraienne u 0OpMIICHUE CITPABOYHO-
UH(POPMALIMOHHOM JOKYMEHTAIIHH.

Mpaxrudeckne 3austus' CocraBieHue U 0hoOpMIICHHUE
CIIy’)KeOHOI1 cIipaBKH, MUCbMa, TenedoHorpaMmb!"

2,3

Tema 6
Cucrema pacnopsIuTebHON
JTOKYMEHTAIIU!

Coaep:xkanue yueOHOro MmaTepuajia

1. HazHaueHue u cocTaB pacnopsauTeIbHOM
JOKYMEHTALUH.

2. [Ipouenypa uznanus pacriopsiIuTeIbHbIX
AOKYMCHTOB B YCJIIOBHUAX CAUHOJIHUYHOI'O ITPUHATUSA
pelieHus.

3. Ilpouenypa nznanus pacropsIuTENbHbBIX
JIOKYMEHTOB B YCJIOBUSIX KOJUIETHAIbHOTO MPUHATHS
perenus

4. CocraBieHue u 0hOpMIICHHE PACTIOPSIUTEIIbHBIX
JIOKYMEHTOB

HpaKTﬂ'—leCKl/le 3aHATHSA

"OdopmieHne mprKasa, Kacaroierocsi OCHOBHON
XO34AMCTBEHHOM J1eATebHOCTH. Pacniopskenue,
yka3aHue"

2,3

Tema 7

Conep:xkaHue yue0HOTro MaTepHasia




I[OKYMCHTEIHI/IH 110 INYHOMY
COCTaBy

1. [TonsATHE O TOKYMEHTAX MO JUYHOMY COCTaBY.

2. Buapl TOKyMEHTOB 1O IMYHOMY COCTaBY
IIpakTHyeckne 3aHATHS

2,3

Tema 8
Opranuzanus
JTOKYMEHT0000poTa

Coaep:xkaHue yue0HOro MmaTepuasia

1. IloHsATHE ¥ TPUHIMIIBI OPTraHU3aNuN
JIOKYMEHTOO000POTA.

2. [IpoxoxieHne U MOPsIIOK UCIIOTHEHUS BXOSIINX
JOKYMEHTOB.

3. IIpoxoskaeHne UCXOASIINX U BHYTPEHHUX
JOKYMEHTOB.

4. Pabota ¢ KOH(UICHINATBHBIMU JOKYMEHTAMH.

. Opranuzanusi JOKyMEHTO000pOTa: MPHUEM,

00paboTKa, perucTpanus, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypa JIell.
HpaKTH'—leCKl/le 3aHATUSA

JIOKYyMEHTOIIOTOKH: BXOJISIIUE, UCXOASIIHE,
BHYTPCHHHE

2,3

Tema 9
CI/ICTeMaTI/ISaHI/IH n xpaHeHHe
JIOKYMEHTOB

Coaep:xkaHue yue0HOro MmaTepuasa

1. CocraBiieHr€ HOMEHKIIATYPHI JIEII.

2. ®opmupoBanue U 0HOPMIICHHE JIE.

3. [loxroroBka u mepeaada JOKYMEHTOB Ha apXUBHOE
XpaHEHHE.

4. TunoBBIC CPOKU XPAHEHHUSI TOKYMEHTOB.

IIpakTHyeckne 3aHATHS

Cpoku cjjauu e M JOKYMEHTOB B apXHB.
[IpaBuna xpaHeHus: JOKYMEHTOB U cAayda JIeJ BO
BPCMCHHOC I10JIb30BAHUC

2,3

Tema 10

Nudopmarmonnsie u
KOMMYHHKAIIHOHHBIE TEXHOJIOTUU
B JIOY

Coaep:xkaHue yue0HOro MmaTepuasia

1. TGHGKOMMyHI/IKaI_[I/IOHHBIC TEXHOJIOTUHU B
JIeTTOTIPOU3BOJICTBE.

CucTeMBl AIEKTPOHHOTO JIOKYMEHTO000pOTa
ABTOMAaTHU3UPOBAHHBIE CUCTEMBI ICTIOMPON3BOJICTRA.
Cucrema 31eKTpOHHOTO JoKyMeHTooOopoTta (CI /),
€e CTPYKTYpa, HaCTPOHKa CHCTEMBI.

10




0O030p COBpEMEHHBIX CPEICTB OPTTEXHHUKH JIJIS
nepeaadr u nepepadoTky nHpOpMaIum.

[udposas moanuch

DJIEKTPOHHAS MOYTA.

Hcnonp3oBaHre MpaBOBbIX HHPOPMAITHOHHBIX
CUCTEM.

IIpakTHyeckne 3aHATHS 1 2,3
1. OdopmiieHne T0KYMEHTOB € HCIIOJIL30BaHUEM
CpeACTB aBTOMATH3aLUU
2. 3nakomcrBo ¢ CO10
Bcero: 32

JAnddepenuupoBanHblii 3auer

11




3. YCJIOBUA PEA/IM3AIINNU JUCIIUTIJIMHBI
«JlOKyMeHTAIIMOHHOE O0ecIeYeHue YIIPaBJICHU

3.1. TpeOoBaHUs1 K MUHUMAJBbHOMY MATEPHAJILHO-TEXHUYECKOMY
o0ecrneYeHn 0.

o ObOopynoBanne  y4yeOHOro  kaOmHera  «JloKyMeHTallMOHHOE
oOecrieueHne yrnpaBlIeHUsD):

J II0CaJOYHbIE MECTA 110 KOJINYECTBY O0yUaIOLIUXCS;

o pabouee MECTO IPEToaaBaTes;

o KOMIUIEKT  y4eOHO-HArfsgHBIX  mocoOuit  «JlokymeHTanmoHHoe
oOecrieueHre yrnpaBJICHUsD;

o HOPMATHBHbBIE JJOKYMEHTBI;

o y4e€0HO-METOIMYECKUI KOMIUIEKC CPENCTB OOy4YeHUs, HEOOXOIUMBIX
U1 BBITIOJTHEHUSI 00pa30BaTEIbHON NPOTrpaMMBbl;

o y4E€OHUKH, TUJAKTUYECKUE MaTepualbl, pa3JaTOYHbIl MaTepuail B
COOTBETCTBUH C 00pa30BaTEIbHOMN MPOTrpaMMON;

o KOMIUIEKT TUIOBBIX 3a/IaHUM, TECTOB, KOHTPOJIBHBIX PabOT M T.II. AJIS

JTUATHOCTUKHU BBITIOJIHEHHUsS] TpeOOBaHMiA 0a30BOTO YPOBHS 00pa30BATEIBHOTO
CTaHIIapTa,
J IpaBuJia TEXHUKHU O€30IMaCHOCTH PabOThI U MOBECHMSI B KaOWHETE.

TexHuyeckue cpeacTBa 00yUYeHHSI:

o IIpoexrop;
o HoyTOyk ¢ BO3MOXHOCTBIO TIOJIKJIIOUEHHUS K Internet;
o Craiiipl o TEMATHUKE Kypca.

3.2. HadopmanuonHoe odecredenne 00y4eHust
Ilepeyenb pekoMeHayeMbIX y4eOHbIX M3AaHuii, UHTEepHET-pecypcos,
AOTOJIHUTEIbHOM JTUTEPATYPbI
OCHOBHBIC HCTOYHUKH:

1. ®enepanbubiii 3akoH "OO anexkrpoHHor mnoanucu" ot 06.04.2011 N 63-D3.
®enepanbHblii 3ak0H "OO0 uHOpManUK, UHPOPMALMOHHBIX TEXHOJOTHUSAX U O
3amute nHpopmaruu" ot 27.07.2006 N 149-03

2.I'OCT P 7.0.8-2013. Hanuonaneubeiii ctangapt Poccuiickoit ®denepanum.
Cucrema crangapToB mo mHGOpMaluu, OMOITUOTEYHOMY U H3AATEIBCKOMY JETYy.
Jlenonpou3BOACTBO U apXUBHOE Jes0. Tepmunbl u onpenenenus (yrB. [Ipukazom
Poccrangapra ot 17.10.2013 N 1185-cT)

3.TOCT P 6.30-2003. VYuudunupoBaHHas cucTeMa JOKYMCHTAIIWH.
YuaudunupoBanHas cucrema OpraHHU3aIlMOHHO-PaCIOPSAUTEIHLHON
nokymeHTanuu. TpeboBaHue K O(QOpPMICHUIO JOKYMEHTOB. YTBEpPKIEH
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nocraHoBiaeHueM [occranmapra P® ot 03.03.2003 Ne65-ct. — M.: U3n-Bo
ctangaptos, 2003.

OcHoBHas quTEpaTypa

1. Ky3nenoBa, 1. B. JlokyMeHTanmmOHHOE OOECTICYCHHE YMPAaBICHUS . Y4eOHOE
nocobue misa CIIO / U. B. Ky3nenona, I'. A. Xauarpssa. — 2-e u3a. — Capatos :
[TpodobpazoBanue, At [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-
1, 978-5-4488-0216-4. — TexcT : snexTpoHHbd // LludppoBoit oOpazoBaTenbHBbIA
pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/80326.html
2. JlokymeHTanmoHHoe obecrieueHue ympasieHus. CocraBieHne u ohopmiieHUE
JCIOBBIX JTOKyMEHTOB : ydeOHoe mocoome mis CIIO / cocraButenu E. U.
bammakosa. — CapartoB, Mocksa : IIpodoOpazoBanue, A [Ilu Ap Menua, 2021.
— 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — Texkcr
anexkTpoHHbId // IudpoBoit obpazoBarenbubiii pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/103343.html
3. llleBuenko, M. B. JlokymeHTaImoHHOE 00€CTIeueHNE B CUCTEME OYXTaITEPCKOTO
yuera : yuyebnoe mocobue / M. B. IlleBuenko. — benropon : benropoackuit
rocyAapcTBEHHbIM TexHoyiornueckuii yuusepcuretr uMm. B.I'. llyxosa, 9bC ACB,
2018. — 243 c¢. — ISBN 2227-8397. — TekKcT : 3MEeKTPOHHBIN // DIEKTPOHHO-
OoubmmoTeuHast cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/92248.html

JlonoTHUTEILHAS JIUTEpPaTypa
1. JlokyMeHTaIlMOHHOE 00eCTIeueHUE YIIPABICHUS: YIeOHUK IS CTY/IEHTOB BY30B,
oOydaromuxcs Mo HampaBlIeHUsIM «OKOHOMHUKA» U
«MeHemKMeHT», crenuanbHoCcTsIM  «MHbopMaTuka», «JlokymMeHTOBeneHUE U
JOKYMEHTAIIMOHHOE 00eCTIieueHUE YIPaBICHUsD», K ABTOMATU3ALMS U YIIPABICHHUE)
/ A.C. I'pun6epr [u ap.].. — Mocksa : FOHUTU-JTAHA, 2017. — 391 c. — ISBN
978-5-238-01770-9. — TekcT : 3MEKTPOHHBIN // DAEKTPOHHO-OMOIMOTEUHAsS
cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/71213.html

1. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUMSI
JAUCHHUIIJIINHDBI «/lokyMeHTAIIMOHHOE 00ecledeHue

ynpaBJICeHUSD)

KoHTposb u o11eHKa pe3ysIbTaTOB OCBOCHHUS AUCLMIUIMHBI OCYIIECTBIISIETCS
MPENOIaBaTeIeM B IPOLECCE  MPOBEACHUS  IMPAKTUYECKUX  3aHSITUU,
TECTUPOBAHUS, & TAK)KE BBIMTOTHEHUST 00YJaIONTUMUCS WHIMBHIYATbHBIX PACUECTOB
IoKa3aTeseH.

@®opMbI U METOABI

Pe3yabTarsl 00yyeHus Koabl ¢gopmupyembix
KOHTPOJISAA M OLlEHKH
(oCBOECHHBbIEC YMEHUS1, YCBOCHHbIE npo¢ecCHOHATBbHBIX H e3VILTATOR
3HAHUA) 00X KOMIIETEHII NI pesy
00yueHust
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YMEHUS: OKI1-11 MPOBEPKa
- opopMIIATE  JAOKYMEHTAIIHIO B |IIK 1.1 - 1.2, IIK TIK | npaktudeckux 3aganuii
COOTBETCTBUU C HOpMmaTuBHOW Oazou, B | 3.2, IIK 3.3, TIK 3.4,

TOM qHCIe C ucnons3oBanueM | IIK 4.2, TIK 4.3, IIK
WH()OPMAITMOHHBIX TEXHOJIOTHIA; 5.2

- OCBauBaTh TEXHOJIOTHH

ABTOMATHU3UPOBAHHON 00paboTku

JIOKYMEHTAIUH;

- UCIOJNB30BaTh  YHU(DHUITMPOBAHHBIC

(bOpMBI TOKYMEHTOB;

- OCYIIECTBIIATh XpaHEHHUE U TIOUCK

JIOKYMEHTOB;

- UCTIOJIB30BaTh TEJIEKOMMYHUKAITMOHHBIC

TEXHOJIOTHH B AIIEKTPOHHOM

JIOKYMEHTOO000POTE;

3HAHMS: OK1-11 IIPOBEPKA
- noHsTtHe, uenu, 3agaun U npuHuunsl | IIK 1.1 - 1.2, TIK IIK | npakTrueckux 3amanuii
JIETTONTPOU3BOJICTBA; 32, IIK 3.3, TIK 3.4,

- OCHOBHBLIC nousatusa | [IK 4.2, IIK 4.3, IIK
JIOKYMEHTAIlHOHHOTO oOecrieuenus | 5.2.5

yIIpaBICHUS;

- CHCTEMBI JIOKYMEHTAITMOHHOTO

o0ecrieyeHus yrpaBlIeHUS;

- KJIaCCU(HUKALNIO TOKYMEHTOB;

- TpebOBaHUS K COCTaBICHUIO U
0(OPMIICHUIO TOKYMEHTOB;

- OpraHu3aluio  JIOKyMEHT0000pOoTa:
npuemMa,  00pabOTKy,  pPETHUCTpaIluio,
KOHTpPOIb, XpaHeHUe JOKYMEHTOB,

HOMEHKJIATypy el

KommiekT ¢poHa OLIEHOYHBIX CPENICTB XPAHUTCS B OTJICJIIEHUH CPETHETO
npodeccuoHabHOr0 00pazoBanus pumana PITY B 1. [Jomonenoso
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Cocras nporpammuoro odecnedenus (IIO), coBpeMeHHBIX Po¢ecCHoOHATBHBIX 0a3
nanHbIxX (b/1) n undopmaunonno-cnpaBounsie cucrem (MCC) (2023 r.)
1. llepeuens 11O

Nerni/ Haumenosanue I10 [TpousBonutens | Crnocob pacmpocTpaHeHUs
I (muyenzuonnoe unu
c60000HO
pacnpocmpansemoe)
1 OnepanoHHas cucTeMa TOHKHX WTware JInnen3suonHoe
kanenToB WTware
2 Windows server 2008 Microsoft JIunen3nonHoe
3 Microsoft office 2010/2013 Microsoft JInneHsnoHHoOE
4 Windows 7 Pro Microsoft JInneHsnoHHOE
5 MyTestXPro MyTestX Jlunien3nonHoe
6 Windows server 2012 Microsoft JInieH3snonnoe
7 Windows 8.1 Microsoft JInieH3snonnoe
8 Windows 10 Pro Microsoft JInneHsnoHHOE
9 Dr. Web Dr. Web JInnen3nonHoe
10 | Kacnepckuit Jlaboparopust CBo0Oo1HO
Kacmepckoro pacmipocTpaHseMoe
11 Adobe Acrobat Reader 9 Adobe Systems | JlunieH3noHHOE
12 Zoom Zoom CBo0OomHO
pacmpocTpaHseMoe
13 Discord Discord CBo0OomHO
pacmpocTpaHseMoe
14 | Skype Skype CBobonHO
pacmpocTpaHseMoe
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