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COT'JIACOBAHO: PACCMOTPEHO: YTBEPXJAIO:

Ha 3acelaHuu MK
3aB. GUGIHOTEKOM 300BETEPHUHAPHBIX, 3aM. IMpeKTOopa Mo yueOHOH
2./ COIMATBHO — SKOHOMHYIECKHX pad
# — A.B. [lappiko JTHCLUILIAH ?
ITpotoxon Ne 10 NS JLH. [lanvenko
11.05.2022 r. ot 11.05.2022 T.

HW 11.05.2022 r.
T.B. uOyns

PaGouas mporpaMma JUCIMILTHHbI OI'CD.05. JloKkyMeHTaUHOHHOe obecneyeHue
ynpasnerns / CocraBHTENb Lu6yns T.B. BpsHck: TpyOueBckuii umman ®I'bOY BO
Bpsnckuii [AY.

Pabouas mporpaMMa  JAMCIMIUIHHEIL paspaborana Ha  OCHOBE ®denepantbHOro
rOCYJapcTBEHHOT0  00pa3oBaTeNbHOro cTaEjapra 10  CMNEUMATbHOCTH  CPEIHETo
npod)ecCHOHATBHOTO 00pasoBaHUs (manee CI1O) 35.02.15 Kunonorus.

B paboueif mporpamMme Ja€rcs ONMHCAHUE OCHOBHBIX 3HAHHi, YMEHHH M KOMIIETCHLMH
JIMCHMIUIAHEL, TPUBOJMTCS [0YacoBOE ILUIAHMPOBAHUE TEOpETUYECKHX, MPaKTHYECKHX H
CaMOCTOSITENGHBIX 3aHATHH, JaH MepeYeHb MaTepHalbHO — TEXHHUYECKOTO OCHALICHHS,

JIUTEpPaTypPHBIX HCTOYHUKOB, HeoOXOAMMBIX IS YCIEITHOr0 H3Yy4YCHHUA JUCUUILIAHBL.

PeneH3eHThI:

Kongparosa B.M. — mpernonasatenb peiciell  KBaTM(MKAUMOHHOW KaTEeropuu
Tpy6uesckoro pumana PIBOY BO Bpsckuit TAY.

Cadponosa C.H. — mpenonasareinb peicIIell KBaTM(UKAIMOHHON KaTeropHu I'BIIOY

«TpyGueBcKui MOJTATEXHUYECKUN TEXHUKYM.

PeKOMEHIOBaHA K H3/IaHMIO METOIMYECKHM COBETOM, MPOTOKOI Ne 6 ot 11.05.2022 1.
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1. TACITIOPT PABOYEW IMPOI'PAMMBI JUCIUIIJIMHBI
OrcCa. 05. lokymMeHTaMOHHOE o0ecrieyeHue YIPaBJIeHUs!

1.1. Ob6sacTh NPpUMEHEHNSI TPOTrPAMMBI

Pabowas mporpamma mucuumumael  OI'CDO. 05.  JlokyMeHTanmuMoHHOE oOecreyeHue
yIOpaBiICHUS  SBJSETCS YacThbiO MMPOrpPaMMbl IMOATOTOBKH CIHEIMAIMCTOB CPEIHEro 3BEHA B
cootrBerctBuu ¢ ®PI'OC mno cnemumansHocTu (cneruanbHocTsM) CIIO  35.02.15 Kunonorus
(mpuka3 MunucrepcTBa oopasoBanus u Hayku ot 07.05.2014 Ne 464) Bxomsiiel B yKpyIHEHHYIO
rpynmy cnenuanbHocTel 35.00.00 Cenbckoe, gecHOe U pbIOHOE XO03SHCTBO

1.2. MecTro IMCUMIUVIMHBI B CTPYKType OCHOBHOH mnpodeccnoHaIbLHOM
o0pa3oBaTe/IbHOM MPOrpaMMbI:

061].[1/1171 FYMaHHTapHBIﬁ )41 COI_[I/IaHBHO-BKOHOMI/I'-IeCKI/Iﬁ OUKIJI

1.3. Heau u 3agayud AUCHUIVIMHBI — TPeOOBAHHUSA K pe3yJbTAaTaM OCBOEHHS
AUCHUIIHHBI:

C nenpio oBnaseHuss Npo(ecCHOHAIBHBIMU KOMIIETEHLIMAMHU OO0ydaroluiicas B Xoje
OCBOCHMS y4yeOHOM TUCLUIUIMHBI JJOJKEH:
yMeTb:
- 0(OPMIISATH JOKYMEHTAIIMIO B COOTBETCTBHM C HOPMATUBHOM 0a30if, B T.4. C - UCIOJIb30BaHUEM
YHUQUIIMPOBAHHBIX (OPM JIOKYMEHTOB;
- UCTOJIb30BATh TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTHH B AJIEKTPOHHOM JIOKYyMEHTOO0O0pOTE;
- HCI0JIb30BaTh YHU(PUIMPOBAHHBIE (POPMBI IOKYMEHTOB;
- OpraHU30BbIBaTb COOCTBEHHYIO [ESTEIbHOCTb, BBIOMpATh TUIIOBBIE METOABI M CIIOCOOBI
BBITNIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX 3PPEKTUBHOCTh U KAUYECTBO.
- COCTaBJIATh, OOPMIIATH U BECTH YUET JOKYMEHTOB;
3HATh:
- IOHATUE, LEJIU, 33/1a41 U IIPUHIIUIIBI IETONPOU3BO/ICTBA;
- OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBIICHUS;
- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ecieueH sl yIpaBIeHus;
- KJIacCU(UKALINUIO TOKYMEHTOB;
- TpeboBaHMs K O()OPMIIEHHIO TOKYMEHTOB, MOPSAAOK M MpaBUia COCTAaBICHHUS U O(GOpPMIICHUS
OpraHU3aIMOHHO-PACTIOPSAAUTENBHBIX U CIIPAaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB;
- IpaBUJIa IEPBUYHOTO JOKYMEHTO000pOTa, ydeTa U OTYETHOCTH;
- IpueM, 00paboTKy, perucTpaluio, KOHTPOJIb, XPAHEHUE, HOMEHKIIATYpy Jell.
B pesynbTare ocBOGHUS AUCHUILTUHBI 00yYaronecs MpuoopeTatoT NPakKTHYECKUN OIBIT B:
cocTaBlieHUH, 0OPMIICHUH U BEICHUH Yy4eTa JTOKYMEHTOB.

1.4. KosinyecTBO 4aCOB HA 0CBOEHHE MPOrPAMMBbI AMCHMILIUHBI:
MaKCHUMaJIbHON ydeOHOU Harpy3ku oOyuatomerocs 41 yacoB, B TOM YHUCIe:
00s13aTeNnbHOM ayIUTOPHOM yueOHOM Harpy3ku oOydaromierocs 32 4acos;
CaMOCTOSTENIbHON paboThl oOyuatomierocss 9 4acos.



2. CTPYKTYPA U COAEP KAHUE JUCIHUIIJINHBI

2.1. O0beM AUCHUIUIMHBI M BUIbI Y4e0OHOIl padoThl

Bup yueOHo# padoThI

Oovem uacos

MaxkcuMmasbHasi yueOHasi Harpy3ka (Bcero) 41
Oo0s3aTe1bHAA ayAUTOPHAS Y4eOHAsA HATPY3Ka (BCero) 32
IIpakTHyeckue 3aHATHSA 12
CamocrosiTeibHast paboTa o0y4arouierocs (Bcero) 9
Hmozo6as ammecmayua ¢ ghopme /luchdhepenyuposannozo 3auema

Peanuzanus pabGoyeil mporpamMmbl MpeaycMaTpPUBAET B LENAX pean3aliuu

KOMIICTCHTHOCTHOI'O I1IOX0A4a:

- UCIIOJIb30BAaHHC B 06p330BaT€J'IBHOM IMPOLCCCC AKTUBHBIX U HHTCPAKTUBHBIX

(bOpM IIPOBCACHUA 3aHATUN (KOMHBI-OTCpHBIX CHMYJIHHPIﬁ, JCJIOBBIX
urp, pa360pa KOHKPCTHBIX CHTyaHHﬁ, IICUXOJOTNYCCKUX N HMHBIX

N POJICBBIX
TPCHUHI'OB,

TPYNNOBBIX JTUCKYCCHI) B COYETAaHMU C BHEAYJUTOPHOM paboToil auis
dbopmMupoBaHUsT U Ppa3BUTUS OOIMKUX H MNPO(ECCUOHAIBHBIX KOMIIETCHIUN

oOyyJarommxcs;

- BBINOJHEHUE OOYyYaroUIMMHUCS JTA0OPATOPHBIX M NPAKTUYECKUX 3AHSITHM,
BKJIIOYAsi Kak  oOO0s3aTelbHbId  KOMIIOHEHT  TNPAKTHYECKUE  3aJaHus ¢

HCIIOJIB30BAHUEM IIEPCOHAIBHBIX KOMITBIOTCPOB,

- 4yerkoe (GopMmyaupoBaHHe TpeOOBaHUN K pe3yjbTaTaM HX OCBOCHUS:
KOMITETCHIIUSIM, TTPHOOPETAEMOMY MPAKTHUYECKOMY OIIBITY, 3HAHUSAM U YMEHHUSIM,




2.2. TemaTuueckmii njian u conepxkanue qucuunauasl OI'CO. 05. JlokyMeHTallMoHHOE 00ecriedeHus yIpaBieHUs

HauMmenoBanue
pa3aeyioB U TeM

Conep:kanue y4ye0OHOIro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMoOCTOsITeIbHAs padoTa 00y4alommXxcsi, KypcoBasi padoT (IpoeKT)

O0beM yacoB

YpoBeHb
OCBOEHUS

1

2

3

4

Pazgea 1.

Opraﬂmaunﬂ AOKYMCHTAUOHHOI'0 odecneyeHus YHpaBJICHUS

20

Tema 1.1.
JlokymeHTHpOBaHUE
yIIpaBJIeHYeCKOI
HAeATeJIbHOCTH

Coaep:xxanue yue0HOIro MaTepHaJia

1 | JlenonpousBoacTBO, KaK 0JHA U3 QYHKIUM yIpaBlIeHuUs

CocraB ynpaBieHUYECKUX JJOKYMEHTOB.

YHuUKanMa ¥ CTaHAapTU3ALUS TOKYMEHTOB.

CrpykTypa U GYHKIHHU CIYKO JOKYMEHTAMOHHOIO 00ECIIeYeHHUS.

12
2

2 | OGmme HOPMBI B TTpaBHiIa OPOPMIICHHS TOKYMEHTOB

dopmatbl Oymaru.

OdopmiteHre MaIIMHOTIUCHOW CTPAHHUIIBI.

Hopwmsl 1 npaBuiia opopmiIeHUs TOKYMEHTOB.

[ToHsATHE O peKBH3HUTAX JOKYMEHTOB M MIPaBUJIA UX OPOPMIICHHS.
CocTaB U XapakTepUCTUKA CUCTEM JOKYMEHTALMH.
CripaBouHO-HH(OpPMAIIMOHHBIE JOKYMEHTHI U TPaBHJIa X OPOPMIICHHUS

3 | OpraHn3annoHHO-PaCTIOPSAANTEIbHAS JOKYMEHTAIHS.

Bunbl oprann3annoHHO-pacopsaIUTENbHBIX JOKyMeHTOB. [IpaBuia coctaBneHus u
O(bOpMJ'ICHI/ISI OpTraHHU3allMOHHBIX JOKYMCHTOB.

CocraBnenus, opopMIIeHHE U YTBEPKIECHUE OPraHU3alMOHHBIX JIOKYMEHTOB.
Cocranenue u 0opMIICHUE PACTIOPAIUTETLHON TOKYMEHTAIIUH

Vcnonp3oBanne yHupUIIMpoBaHHBIX POPM TOKYMEHTOB.

4 | CipaBo4HO-MH(POPMAIIMOHHBIE TOKYMEHTHI U MTpaBmiIa uX 0hOpMIICHHUS.

Bunsl cipaBoyHO-MH(POPMALTMOHHBIX TOKYMEHTOB.

[IpaBuia cocraneHust 1 0GOpMIIEHHUS O CIIPABOYHO-UH(OPMALIMOHHBIX IOKYMEHTOB.
JIOKyMEHTBI 110 paboTe KOJUIETHaIbHBIX OPTaHOB.

ITpaBuna cocraBieHus: U 0pOpMIIEHUS IPOTOKOJIOB

5 | Beiaya konuii TOKyMEHTOB.
Bunpl konuid. [IpaBuia BeIjaun KOMK JOKYMEHTOB.

6 | KagpoBble TOKYMEHTBI.




Buybl KapoBBIX TOKYMEHTOB.
[Topsimok opopmieHHs JOKYMEHTOB IIPH ITpUEME Ha paboTy

akTuueckue 3aHsaTus NelNe2 Ne3Neq

Cocrasnenue u opopmiieHuEe OPraHU3allMOHHO-TIPABOBOM JOKYMEHTAIIHH.

Cocrasnenue u opopmiieHHE CIIPAaBOUYHOMN TOKYMEHTALIUH.

1
1
2 | CocraBnenue u 0pOPMIICHHE PACTIOPSIIUTEIBHBIX JOKYMEHTOB.
3
4

CocraBieHue H OQ)OPMHGHI/IG OCHOBHBIX BUJIOB JOT'OBOPOB.

CamocrosiTe/ibHasi padoTa: BHINOJHEHNE JOMAIIIHUX 33JlaHui 1o Teme 1.1.

IIpumepHas TeMaTHKAa BHEAYIUTOPHON CaMOCTOATE/IbHOI PadoThI

[ToaroroBuTh NoKIaMd, pedepar, COOOIIEHHUS IO BOIIPOCAM: COCTABICHHE IPOSKTOB JOKYMEHTOB.
3anoMHUTD CIEIYIONIYIO OJIaHOYHYIO JOKYMEHTAINIO: TPYAOBOM KOHTPAKT, MPETEH3HUI0, JOTOBOD,
MIPOTOKOJI BBIMUCKU U3 MPUKa3a, MPOTOKOJIA.

Tema 1.2.
Opranusanus
padoThI ¢
AOKYMEHTaMHU

Coaep:xanue yue0HOro MaTepHaJia

1 | Opranuzanus paboThl C TOKYMEHTAMHU.
[Tpuem, 0OpaboTKa, perucrpaius, pacCMOTpeHre U ucnoiiHeHue. [lepenaya TOKyMEHTOB
BHYTPH OpPTaHM3aLUU. YUET TOKYMEHTOB. KOHTPOJIb NCIIONHEHUS! JOKYMEHTOB.

N o

2 | Cucremaru3zanus 1 XxpaHeHHE IOKYMEHTOB.

dopMHpOBaHUE JIENT U TIOATOTOBKA /I K XPaHEHHIO.
TpeboBanus kK GOPMUPOBAHUIO JIEI.

Cucremaru3zanus TOKyMEHTOB U ITOATOTOBKA JIEN K XPaHEHHUIO.
[ToqmuBKa u nepemnieT aena.

3 | XpaHeHue TOKYMEHTOB.

Opranuzanys onepaTUBHOIO XpaHEHNs JOKYMEHTOB

Tpe60BaHI/I$[ K OpraHu3anuu XpaHCHHA UCITOJIHCHHBIX JOKYMCHTOB.
®opmupoBaHuE U MOATOTOBKA /1€ K XPaHEHHUIO.

TpeGoBanus kK GOPMUPOBAHUIO JEI

4 | Pabora ¢ KOHpHUAESHIIMATBHBIMHU JOKYyMEHTAMHU.
3aKkpbITOE AeNTONPON3BOACTBO. Y POBHU KOH(PHUAECHINATHHOCTH.
Opranuzanus padoTsl ¢ KOHQUICHIMAIBHBIMUA JOKYMEHTaMH

IIpakTuyeckne 3ansaTus NeSNe6

1 | Opranuzanus nepBU4YHON 00pabOTKH TOKYMEHTOB.
[Tpuem, 06paboTka, perucTpanus, KOHTPOJIb UCIIOTHEHUS TOKYMEHTOB.




2 | 3anoJHEeHNE PErUCTPALIMOHHBIX KapTOYEK, )KypHAIOB PETUCTPALIUU JOKYMEHTOB.

Hcnonn3oBanue TCIICKOMMYHUKAIIMOHHBIC TCXHOJIOT'MH B 3JICKTPOHHOM I[OKYMeHTOO60p0TC

CamocrosiTesibHAsi padoTa: BINOJHEHUE JOMAIIHUX 3aJIaHui 110 Teme 1.2. 3
CoCTaBUTH OMOPHBIN KOHCIEKT MEPBUYHON 00paOOTKH MOCTYNAIONINX B OPTaHU3AIIIO
JIOKYMEHTOB.
3anoJHUTh PETUCTPALIMOHHO-KOHTPOIBHYIO KaPTOUKY.
Bcero: 41




3. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI TINCHUIIJINHBI

3.1. Tpeﬁ()BaHI/Iﬂ K MUHUMAJIBHOMY MaTC€PHAJIBbHO-TEXHUYECCKOMY o0ecIeYeHHuIo
Peanu3zarus mporpaMmbl TUCHUILIAHEI TpeOyeT HAIMUKS Y4eOHOTo KabnHeTa nH(pOpMaImOHHBIX
TEXHOJIOTHH B MpodeccuoHaIbHON nesTenbHocTH Nol10

- KOMHBI—OTCpHI:IfI KJIaCcC C JIMOCH3MOHHBIM IIPOrpaMMHbBIM oOecrieueHueM U MYHBTHMCHHﬁHBIM
IIPOEKTOPOM;

- TEXHHUYECKHUEC CpEACTBA O6y‘IeHI/I}IZ

Cuctemnsriii 6510k (10 1mr.): Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Mounwutop (10 mwt.): LG Flatron W1943C

Cucremusniii 6iok: Intel Core 2 Duo 2.6 Ghz (E 5300), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monutop: LG Flatron W1943C

[TpunTep Samsung ML-1640

Ckanep HP Scanjet G2410

Ayamno KOJIOHKH

Oneparmonnas cucrema Windows XP Pro 32 bit

Microsoft Office 2010 Standard

Microsoft Access 2010

Microsoft Project 2010

1C: byxranrepus 8 yuebHas Bepcus

1C: byxrantepus 8.1 yueOHas Bepcus

1C: byxrantepus 8.2 yueOHas Bepcus

Visual Studio 2005

Net Cracker Pro 4.1

Microsoft SQL Server 2005

KOMIITAC-3D V15.2

360 Total Security Essential

7zip, AIMP, Audacity, Auslogics Disk Defrag, CCleaner, CDBurnerXP, Double, Commander,
FastStone Image Viewer, Freemake Video Converter, GIMP, Java, K-Lite, Codec Pack,
LibreOffice, Medialnfo, Microsoft .NET Framework, Microsoft Silverlight

Microsoft Visual C++ 2005-2019, Mozilla Firefox, MPC-BE, Notepad++, Paint.NET, Python,
Ramus, Revo Uninstaller Free, Stamina, SumatraPDF, WinDjView

[Tomemenue sl caMOCTOATENbHOW PabOThl (OMOMMOTEKa, YUTANBHBIM 337l C BBIXOJOM B CETh
WnTepHer)

Cucremusriii 610k(6mrt.): Intel Core 2 Duo 2.5 Ghz (E 5200), 2048 Mb DDR2, HDD 250 Gb,
DVD/RW

Monwutop(6 mr.): BENQ E910

Cuctemnsiii 6mok: Intel Core 2 Duo 2.53 Ghz (E 7200), 2048 Mb DDR2, HDD 120 Gb,
DVD/RW

MomnwuTtop: Acer V226HQL

M®V: Canon IR 2520

Cucrtemnusiii 6mok: Intel Core 2 Duo 3.00 Ghz (E 8400), 2048 Mb DDR2, HDD 120 Gb,
DVD/RW

MownwuTtop: Acer V2003W

Ckanep Canon CanoScan LIDE 25

Tenesuzop SUPRA 42 mroitma

Ayamno KOJIOHKH

Oneparmonnas cucrema Windows 7 Pro 32 bit

Microsoft Office 2010 Standard



7zip, Aimp, Audacity, 360 Total Security Essential, CCleaner
CDBurnerXP, PDF-XChange Viewe, PotPlaye, JRE, LibreOffice,
Microsoft. NET Framework, Google Chrome, Firefox,Paint.NET,
The GIMP,Double Commander.

3.2. UudopmanuonHoe odecriedeHne 00yueHust
OcHoBHas nuTeparypa:

1. TTmenko A.B. JlokymeHTanmoHHoe oOecneduenue ympasienus: yued. mms CIIO.-M.:
Axanemus, 2018

2. Kysunenos, . H. [lokymeHTaiimoHHOE oOecrieueHue ympapiieHUs. J[oKyMeHTOOOOpOT u
JICITOTIPOU3BOJICTBO : YUCOHHMK U TPAKTUKYM Il CPEAHEr0 MPOPEeCcCCHOHATBHOTO 00pa3oBaHus /
N. H. KysumenoB. — 3-e¢ u3m., mepepad. u mon. — M : [IOpaiit, 2021. — 462 c. —
(ITIpodeccronanbHoe oOpazoBanue). Pexum moctyna: https://urait.ru/bcode/470020

I[OHOJ'IHI/ITGJ'ILHEUI JaTeparypa:

1. Kopuees, U. K. [lokyMeHTaImoHHOE 00ECIICUCHHE YIIPABICHUS : YICOHUK U MPAKTUKYM IS
cpenuero npodeccuonansHoro oopazosanus / M. K. Kopnees, A. B. ITmenko, B. A. Mamypies.
-2-¢ u31., mepepad. u gom. - M : Opaiit, 2022. - 384 c. - (IlpodeccuonansHoe 0Opa3oBaHue). -
ISBN 978-5-534-05022-6. Pexxum nocrtyna: https://urait.ru/bcode/492541

2. KazakeBuu T.A. [lokymeHTanmoHHOE OOECTICUeHHE YIpaBICHUS: YI€OHUK M MPAKTUKYM JUIs
CIIO - M:HOpaiir.-2018.-177c. —Tekct osnektponusii //OBC Hpaiit (caiit). —URL;
https;//urait.ru/bcode/411501

3. bacakoB M.U. [lokymeHTannoHHOE o0ecrieueHre yrnpaBieHus: (IeI0MPOU3BOJCTBO): YIeOHUK
st CIIO. -2-e w3n., ucnp. u gomn. — PocroB-ua-Hony:1U3n. «®ennkcy ,2018.-352¢. — Pexxum
noctyma:URL: http:biblioclub.ru/index.php?page+book&id+271490

ObecneyeHne 06pa30BaTeIbLHOTO MPOLECCA YTIEKTPOHHO-OMOINOTEYHBIMH CHCTEMAMU.

1. Tlopran bpsitHckOTrO rocymapcTBEHHOTO arpapHoro yuuBepcurtera Paznen «Hayanast

oubmuoteka» I[loaHoTekcToBBIE JOKyMeHTHI hitp://www.bgsha.com

NC «Enunoe 0kHO TOCTyMa K 00pa3oBaTeIbHbIM pecypcamy. denepalbHOr0 areHTCTBA M0

obpazoBanwio http://window.edu.ru

DrekTpoHHO-0MOIMOTeYHAas cucTeMa u3aarenberBa «Jlanby http://e.lanbook.com/

baza nannbix «Ait [Tu Op Meauax http://www.iprbookshop.ru/

DnekTpoHHO-0HOMOoTeuHast cuctema «MTHO®OPMUMO» www.informio.ru

DnekTpoHHO-0MOIMOoTeuHast cucteMa «AgriLiby http://ebs.rgazu.ru/

DnexTpoHHO-0nbnnoreyHas cucreMa "Haunonanenblil nudposoii pecypec "PYKOHT"
http://rucont.ru

8. DnekrponHO-0MOMMoOTeuHast cucrema "BOOK.ru" https://www.book.ru/

N

Nookw

3.3. Ucnoib30BaHMe AKTUBHBIX M MHTEPAKTHBHBIX (JOPM NpoBeieHUs 3aHATHIA

B mensx peanu3zanuy KOMIIETEHTHOCTHOTO MOJIX0Ja, /Il ()OPMUPOBAHUS U Pa3BUTHUS OOLIUX U
npodecCHOHANBHBIX KOMIETEHIMM O0O0yJaromuxcs, B TMpoLecce HW3YYCHHs] JUCLUIUIMHBI
UCTIONB3YIOTCSL CJIEAYIOIINE AKTUBHBIE M WMHTEPAKTUBHBIE (DOPMBI TIPOBEIACHHS 3aHSTHIL:
JUCKYCCUM, KPYTJIBIA CTOJI, MPOOJIEMHBIE JIEKIIMHM, aHalli3 KOHKPETHBIX CHUTYyallUi, pelieHue
CUTYaIIMOHHBIX U MPOU3BOJICTBEHHBIX 33]1a4, MPE3CHTAINH.


https://urait.ru/bcode/470020
https://urait.ru/bcode/492541
http://www.bgsha.com/
http://window.edu.ru/library
http://e.lanbook.com/
http://e.lanbook.com/
http://www.iprbookshop.ru/
http://ebs.rgazu.ru/
http://rucont.ru/
https://www.book.ru/

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

TV CTIMTLIAHBI

KoHTpoJIb U 011eHKA Pe3y/IbTaTOB OCBOSHUS JTUCITUILUIMHBI OCYIIECTBIIICTCS
IperoaaBaTesieM B MPOLecce MPOBEACHUS MPAKTHUSCKUX 3aHATHIA 1
71a00paTOPHBIX Pa0dOT, TECTUPOBAHMS, a TAKYKE BBHITTOTHEHUS 00YUYAIOIITMMUCS
WH/IMBHTy AJIbHBIX 33JJaHUH, TIPOCKTOB, UCCIICIOBAHHIA.

Pe3ysabTarsl 00yyeHus

(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

@®opMbI H MeTO/IbI KOHTPOJISA M OLIEeHKH
pe3yJabTaToB 00y4eHHst

yMeThb:
o OpMIIATH TOKYMEHTAIUIO B COOTBETCTBUH C
HOpPMAaTUBHOI 0a30ii, B T. 4. C
UCIOJIb30BaHNEM YHUDUIIUPOBAHHBIX (HOpM
JIOKYMEHTOB;

HCIIOJIb30BATh TEIICKOMMYHHUKAITHOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;

WCIOJIb30BaTh YHU(DHUIIUPOBAHHBIE (POPMBI
JIOKYMEHTOB;

OpPraHU30BBIBATH COOCTBEHHYIO
JesITeNIbHOCTh, BHIOMPATh TUIIOBBIE METOIbI U
CHOCOOBI BBITTOTHEHUS MPO(ecCHOHATBHBIX
3a/1a4, OIIeHUBATh UX YPPEKTUBHOCTD U
Ka4ecTBO.

COCTaBJIATh, 0QOPMIISITh U BECTU YUE€T
JTIOKYMEHTOB;
3HATH:

MOHSATHE, 1ENH, 33]Ja49 U IPUHIIUTIBI
JIeIONPOU3BO/ICTBA;

OCHOBHBIE MTOHATHS TOKYMEHTAIHOHHOTO
o0ecrieueHus yrpaBIeHUS;

CHUCTEMBI JIOKYMEHTAIIHOHHOTO 00ECIICYCHHS
yIIpaBJICHUS;

KJIaCCU(PUKAIIMIO JOKYMEHTOB;
TpeboBaHus K 0QOPMIICHHIO JOKYMEHTOB,

TOPSZIOK ¥ TPaBUJIa COCTABICHUS U
odopMIIeHHs OpTaHU3AIMOHHO-
pacHopsSANTENHHBIX U CIIPABOYHO-
MH(OPMAIIMOHHBIX IOKYMEHTOB;

MpaBWJIa IEPBUYHOTO JTOKYMEHTO000pOTA,
ydeTa U OTYETHOCTH;
npueM, o0paboTKy, peTUCTPaII0, KOHTPOJIb,
XpaHeHue, HOMEHKJIATypy JAed.

DKCHEPTHOE 3aKII0UYCHUE TPAKTUUECKHUX
3aHATHH;

AHanus pemeHus NpoOU3BOICTBEHHBIX U
poOJIEMHBIX 3a]1a4;

OneHka BBINOJIHEHMS] IPAKTUYECKUX 3aJaHUM;
aHaJN3 PeHIeHUs MPOOIEMHBIX CUTYallUH;
YceTHBII 0onpoc;

OKCNepTHOE 3aKIF0UYEHNE TI0 HATMCAHUIO
JOKJIa/10B;

TectupoBanue;

[TuceMenHsIi onpoc;

Amnanu3 pedepatos;

JuddepeHurpoBaHHbIN 3a4eT




