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1.ITACIIOPT PABOYEM INPOT'PAMMBbI YYEBHOM TUCHUILIVHBI
OI1.06 AIOKYMEHTALHNOHHOE OBECIIEYEHHUE YIIPABJIEHUS

1.1. Ob6aacThr NnpuMeHeHHs padoueii MpPorpaMMbl

Pabouass mporpamMMa y4eOHOW NUCHUIUIMHBI SIBISICTCS YacThIO IMPOTPAMMBI TOJITOTOBKU
crienranucToB cpeanero 3BeHa B coorBeTcTBUM ¢ PI'OC CIIO ¢ ywerom IIOOIT CIIO mo
cneuuanbHocTd 38.02.01. DxoHOMHKA U OyXTanTepcKuil y4eT (110 OTpaciisiM).

[Ipu peanmzanuu paboueit mporpammbl yueOnor aucturiuabl OI1.06 [lokymeHTarmoHHoe
obecrnieueHre yrpaBieHuss MOTYT OBITh MCIIOJIb30BaHbI Pa3IMUHbIC 00pa30BaTEeIbHBIC TEXHOIOTHH, B
TOM YHCJI€ 3IEMEHTHI TUCTAaHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJIOTUNA, JIEKTPOHHOTO O0yUYEHUSI.

1.2. Mecto yueOHOIi TUCHHMILUIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CIELHAJMCTOB
cpealHero 3BeHa (gajiee  oOpa3oBaTejbHasi  mporpamMma).  yueOHas  JUCHUIUIMHA
JIoKyMeHTaIlMOHHOE obecrnieueHue yIpaBIeHUS SIBJISIETCS 00s13aTeNbHOM 4acTbiO
o0IenpodeCCHOHANTBHOTO IMKIa OCHOBHON 00pa30BaTENbHON MPOTpaMMbl IO CIEIHUATHLHOCTH
38.02.01 DxoHOMUKA U OyXTadTepCKUil yueT (110 OTpacisiMm).

Oco0oe 3HayeHne AuCUUIITHHA uMeeT pu popmupoBanuu u pazsutuu OK 02, OK 03, OK

05, OK 09, OK 10.

1.3. Henu 1 miiaHupyeMble Pe3yJbTaThl 0CBOCHHS THCIUTITHHBI:
B pamkax mporpamMmbl yueOHON AUCIUILTNHBI 00yJaIONUMUCS OCBAaUBAIOTCS YMEHUS

U 3HAHUA
Kon VYmeunus 3HaHusd
1K, OK, JIP

OK 02. OCYIIECTBJISATh IIOUCK, AaHATIU3 U COACpXKAaHUE AaKTyaJlbHOW HOPMAaTHBHO-

OK 03 HCII0JIb30BAaHUE HOPMATUBHO-TIPABOBBIX | MIPABOBOM TOKYMEHTALUU;

OK 05 JIOKYMEHTOB B IIPIMEHEHUH K 33/1a4aM | OCHOBHBIE MOHSATHS JTOKyMEHTAIHOHHOTO

OK 09 J0Y; oOecrieyeHus ynpaBieHUs;

OK 10 COCTaBJISATh U OHOPMIIATH KJ1acCU(UKALHS YIpaBICHUYECKUX

MK 1.1 YIIPABJICHYECKYIO U JIOKYMEHTOB;

K 2.7 po(h)eCCUOHABHYIO JJOKYMEHTAIIMIO B | IIPaBHJIa COCTaBJIEHUS W OGOPMIICHUS

JIP 2 COOTBETCTBHE C HOPMAaTHBHOU 0a30ii; YIPABICHUYECKUX JOKYMEHTOB U BEJICHUS

JIP 3 UCTIOJIb30BaTh YHU(UIIUPOBAHHEIE JIETIOBOM MEPETHCKH;

JIP 13 (OpMBI IOKYMEHTOB; COCTaB  JIOKYMEHTOB  CII€LMaTbHBIX

JIP 14 OCYIIECTBJISTh ACJIOBYIO IIEPETHUCKY U CHCTEM JOKYMEHTALINH;
MOJ/ICP’KUBATD HIICKTPOHHBIC IpaBWiIa OpraHU3aldd BCEX OTaIloB
KOMMYHUKAIIUH; paboThI C IOKYMEHTaMH;
NPUMEHSTh CPEACTBA npuiokenus  mporpammbl  Windows,
MH(QOPMALIMOHHBIX TEXHOIOTUH IS UCTIOJIb3yeMble JJIsl pealu3aliy 3a/1ad
co3nanus u opopmiieHus JokymeHTos; | JOVY;
pa3bupaThCs B CHCTEME BHYTPEHHETO COBpEMEHHbBIE nH(OPMAITMOHHBIE
JOKYMEHT0000pOTa OpraHu3alim; texHonoruu J10Y
OCYILIECTBIIATh XpaHEHUE U TIOUCK MIpaBUJIA U CPOKU XPaHEHUS IOKyMEHTOB;
JIOKYMEHTOB; (OpMBI IEPBHYHBIX OYXTaITEPCKUX
UCIIOJIb30BaTh COBPEMEHHOE JIOKyMEHTOB, COJIEpKaIINX
nporpaMMHoe obecrieueHue B 00s13aTeNIbHBIE PEKBU3UTHI IEPBUYHOTO
AJIEKTPOHHOM JIOKYMEHTO000pOTE; YYETHOTO JOKYMEHTAa;
MPOBEPSTH HATMYUE B MPOU3BOIBHHBIX Mpoleaypa  COCTaBIGHHS  aKTa IO
NEPBUYHBIX OyXTalnTepCKUX pe3yipTaTaM MHBEHTapH3allu1, IPOEKTOB
JIOKyMEHTax 0043aTeIbHBIX MPHUKA30B 0 MPOBEIEHUIO KOHTPOIBHBIX
PEKBHU3HTOB; poLenyp

pa3buparbCcsi B HOMEHKIIATYpE A€,




COCTaBISITh aKThl W CIOPaBKU  II0
pe3yapTaTaM BHYTPEHHETO KOHTPOJIS;
(hopMUPOBATH MPOCKTHI MPUKA30B TIO
MIPOBEICHUIO BHYTPEHHET0 KOHTPOJIS

2. CTPYKTYPA ¥ COAEPKAHUE YUYEBHOW JUCIUILINHBI

O0beM yueOHOI 1MCUMIJIMHBI M BUABI Y4e0HOi padoThI

Bun yue6HO# paboTs O6peM gacoB
O0Bem o0pa3zoBaTebHOI MPOrpaMMbl 32
O0beM padoThI 00y4aIONIUXCS BO B3aMMO/IeHCTBHU ¢ MpenoaaBaTejieM 32
B T .4. B (popMe NMpaKTHIECKOH MOATOTOBKH 20
B TOM YHCIIE:
TEOpETHIECKOe 00yIeHre 14
MPAKTUYCCKUE 3aHITHUS 18
[IpomexyTrounas arrectamus B hopme auddepeHIIMPOBAaHHOTO 3a4eTa B 3 ceMecTpe
2.2. TemaTu4eckuii IJIaH U coJiep:KaHNe Y4eOHOH JUCHMILINHBI
HaumeHoBaHue Coaep:xanue ydyeOHOro marepuaJia u ¢gopmsl Oobe Koawbl
pa3fiejioB U TeM OPraHU3aLUM AesITeJILHOCTH 00YYaroLIUXCsl M KOMIIeTeH Mt
4acoB ¢dopmuposanuio
KOTOPBIX
crnocodcTByer
3JIEMEHT
MPOrpamMMsbl
1 2 3 4
Tema 1. Copaepxanne yueOHOro MaTepHuaJia 2 OK 02., OK 03., OK
Beenenue. 3HaueHue u COZEPIKAHUE MUCHUTILITAHBI 10, JIP 3, JIP 14
HoxymenT n | «JloKyMEeHTalnOHHOE obecrniedyeHue YIIPABIICHUS.
cucremMa [ToHsATHE TEPMUHOB <JIOKYMEHT», «IOKYMEHTHPOBAHUEY, 2
AOKYMEHTaAllNH «TOKYMEHTAllUOHHOE obecrniedeHne YIPaBICHU.
Vaudukaumss ©  CTaHAAPTH3ALMH  YIPaBIEHUYECKUX
JIOKYMEHTOB.
Tema 2. Coaep:xanue yueOHOro MaTepuaJa 2 OK 03., OK 04., OK
Opraamzannond | 1.OpraHu3anOHHBIE TOKYMEHTBI — YCTaB, JOJDKHOCTHAs 05., 0K 09., OK 10,
0- WHCTPYKIUS, oJIoKeHue. PacnopsauTenbHble JOKYMEHTHI IIK 2.7, JIP 2, JIP 3,
pacnopsiiuTeNib | — IPUKa3, pacHOpsDKEHUE, YKAa3aHUE, II0CTaHOBJICHMUE, JIP 14
HbI€ JOKYMEHTBI | pelieHue, MHCTPYKIHS, TPOTOKOJ. 2
2. CripaBouHO-MH(OPMAIIIOHHbBIE TOKYMEHTHI: CITy>KeOHast
3allUCKa, OOBSCHUTENbHAS 3allUCKa, aKT, CIIPaBKa,
CITyeOHBIC THChMa
B ToM ymcie, MpaKkTHYeCKUX 3aHATHH 2
OdopmneHne AOKYMEHTOB C MOMOIIBIO IPOTPaMMBbI 2
Microsoft Word. Co3nanue 11abioHa TOKyMeHTa.
Tema 3. Coaepxxanne yueOHOro MaTepuaJia 2 OK 02.,0K 03., OK
JleHeKHbIE 1 | 1. OcobeHHoCcTH cocTaBIeHus ¥ 0QOPMIICHUS IEHEKHBIX U 05.,0K 09., OK 10.,
¢unancoBo- (PMHAHCOBO-PACUYETHBIX JOKYMEHTOB. IK 1.1.
pacueTHbIe 2. JIOKyMEHTHpPOBAaHHE TPYIOBBIX IPABOOTHOILIECHHI.
AOKYMEHTBI. CocraB u ocobeHHOCTH O(OPMIIEHUS JOKYMEHTOB II0 2
Kanposas JINYHOMY COCTAaBY.
AOKYMeHTalus 3. KowmruiekroBaHue JMYHOTO Jena. ABTOOHOTrpadus.

Pesrome. 3asBnenwe o mpueme Ha padoty. IIpmkaser mo
JUYHOMY COCTaBY.




B ToM ymcie, MpakTHYeCKUX 3aHATHH

IpakTnyeckoe 3ansaTHe. OdopMmieHHE IUIATEKHBIX 5

JIOKYMEHTOB

[pakTnyeckoe 3ansitue. OdopmieHHE NPUKA30B IO

JUYHOMY COCTaBY, CIPaBOK, JOKJIAIHOW M CIIy>KEOHOU 2

3aIHCKH, aKTa.

IIpakTuyeckoe 3anatue. OdopmieHne TPyIOBOTO

JIOTOBOpa, MpHKa3a O MpueMe Ha padoTy, odopmiieHHE 2

TPYIOBON KHUXKKH.
Tema 4. Coaep:kanue y4eOHOro MaTepuaJa 2 OK 02., OK 04., OK
Jorosopho- 1.IlouaTus moroBopa. Bumbl 10oroBopoB. 05., OK 09., OK 10.,
NnpaBoBas 2.IlpaBuna  odopMieHUS  NPETEH3HOHHBIX  IHCEM. 2 K 2.7, JIP 14
JOKYMEHTaLMs1 @opMysslp HMCKOBOTO 3asBIEHHS, TpPeOOBaHUSA K €ro

0(OPMIICHUIO

B ToM umciie, mMpakTHYECKUX 3aHATHH 4

IIpakTH4Yeckoe 3aHATHE.

1. Odopmienne noroBopa KyIuIH-IPOIaaKu 4

2. CocTaBreHue u 0()OpMIICHHE NMPETEH3NOHHBIX MHACEM.
Tema 5. Conep:xanue y4eOHOro MaTepuaJia 2 OK 02., OK 03., OK
HonsTne 1.CoctaB  u  yueT o0OBeMa  JOKYMEHTOO60pOTa 09, JIP 14
AOKYMEHT0000PO | 1yernyaryit.  Oprammsamnss  paGoThl ¢ BXOJISIICH,
Ta, PErHCTPAUMSL | oy o nqmeit 1 BHyTpeHHEH TOKyMeHTalueit 2
AOKYMEHTOB 2. ba3pl maHHBIX IS XpaHEeHWS ITOKyMeHTOB. Pabora ¢

3arpocaMu. PaboTa ¢ 3eKTpOHHBIMU TOKYMEHTaMHU.
Tema 6. Conep:kanue y4eOHOro MmaTepuasa 2 OK 04, OK 05, OK
Nndopmanuonn | Mcrnosnp3oBaHue  NPOrPaMMHOIO  OOCCIICUCHHS IS 5 09, OK 10, JIP 13,
ble TEXHOJIOTHH | penieHus npodeCCHOHANBHBIX 33124 JIP 14
B IIpakTHYecKue 3aHATHS 4
AeJ0NPOU3BOACT | 1. OdopMieHHE MOKYMEHTOB C TOMOINBIO IMPOTPaMMBI
Be Microsoft Word. PaGoTa ¢ 31eKTpOHHBIMH JJOKYMEHTaMH. 2

Pabota ¢ 3anpocamu.

2. OrevecTBEHHBIC Pa3padOTKH MMPOTPaMM aBTOMATH3AIUU 2

JOY u apxuBHOro aena.
Tema 7. Conep:xanue yueOHOro MaTepuaJia 2 OK 03, OK 05, OK
Opranuzaunus 1.Homenknatypa pgen. WHauBuAoyanbHBIE, CBOJHBIC, 09,1IK 1.1, JIP 14
ONepaTHBHOIO U | IPUMEPHBIC U THIIOBBIC HOMEHKIJIATYPBI JICII.
apXMBHOIO 2.IlogrotoBka W TOPSNOK Tiepefadyd Jaeldl B apXWB. 2
XpaHeHust 3aKoHOJATENbHbIE aKThl ¥ HOPMAaTHBHO-METOJAHYECCKHE
JOKYMEHTOB JOKYMEHTBI I10 apXUBHOMY XPaHEHUIO JOKYMEHTOB.

IIpakTHYecKHe 3aHATHSA 2

CocraBiieHue u 0pOpMIICHUE HOMEHKJIATYPBI JEIT 2

BCEI'O: 32




3. VCJIOBUS PEAJIN3AIINM PABOYEN ITPOTPAMMEBI YUEBHOM
TACIATITAHBI

3.1. TpeGoBaHusi K MUHUMAJIBHOMY MAaTEePHAJIbLHO-TEXHUYECKOMY 00ecnevyeHuIo

Peanuzamust mporpamMmbl  y4eOHOW AWCHMIUIMHBI TpEAIojaraeT Haludyhe KaOuHeTa
JOKYMEHTAI[MOHHOTO 00eCIieueHus yIpaBIeHUS.

O6opynoBanne y4eOHOro KaOWHETa: TMOCATOYHBICE MECTa IO KOJUYECTBY OOyYaIOUTUXCS,
pabodee MecTo MpenojaBaTelis, J0CKa, CTEH Ibl, TUIaKTUYECKUN MaTepual, TEXHHYECKHEe CPe/ICTBa
Oo0y4YeHUs: KOMITBIOTEPhI, MYIbTHMEIUWHOE OOOpYIOBAaHUE, TMPUHTEP, a TAKXKE KOMIIBIOTEpHAS
TEXHHKAa C BO3MOXKHOCTBIO MOJKIIOUEHUS K HHPOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETU
"NuTepHer" 1 o0ecrieueHneM JOCTyIa B AICKTPOHHYIO WH()OPMAIIMOHHO-00pa30BaTEIIbHYIO CPEIy
o0pa30BaTeNbHOI OpraHu3aluu.

[Ipu peanuzaruu padodeit mporpamMmmbl yueoHo# OI1.06 lokymeHTaImoHHOE 0OecTICUeHHE

yIIpaBJICHUS MOKET OBITH UCIIOIB30BaHO MporpaMmmuoe odecneueHue Big Blue Button (BBB),
Moodle, SI-auck, zoom u ap.

3.2. Aupopmanuonnoe odecneyeHue od0yuenusi. IlepeyeHb peKoOMeHIyeMbIX Y4eOHBIX
u3aanuii, UHTepHeT-pecypcoB, 10N0THUTEIbHOM JUTEPaTypPhI
OcHoBHas uTeparypa:

1.  JokxymeHTaimoHHoe obecriedenue ynpanienus. CoctaBneHue u opopmiieHue IeI0BbIX
IOKyMeHTOB : yueOHoe mocodue anst CIIO / cocraBurenu E. U. bammakosa. — Caparos, Mocksa :
[IpodobpazoBanue, Aii [Iu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — Texkcr : anekTponHbii // Lludposoit oopazoBarenpHblil pecypc IPR SMART : [caiit]. —
URL.: https://www.iprbookshop.ru/103343.html (gara obparenus: 20.06.2022). — Pexum goctyma:
11st apropusup. [lonb3oBareneil.

2.  Kopuee, HM.K. JlokymMeHTalMOHHOE oOOEClEeYeHUEe YIpaBIEHUS : Yy4eOHUK U
MPaKTUKYM ISl cpenHero mnpodeccuoHanbHoro odOpaszoBanusi / W. K. Kopuees, A. B. Ilmenko,
B. A. Mamrypues. — 2-e u3f., nepepad. u gon. — Mocksa . UsnarensctBo IOpaiit, 2022. —
384 c. — (IlpodeccuonanpHoe oOpaszoBanue). — ISBN 978-5-534-05022-6. — Tekcr
AJIEKTPOHHBIN // Ob6pa3oBarenbHas iatdopma IOpaiit [caiT]. — URL:
https://urait.ru/bcode/492541 (nara obpamenus: 04.07.2022).

JononHuTenpHas TuTepaTypa:

1.  Kysuenos, U. H. JlemonpousBoactBo : yuebHo-cripaBouHoe ocodue / M. H. Ky3uenos.
— 8-e u3n. — Mockaa : JlamkoB u K, 2019. — 406 c. — ISBN 978-5-394-03393-3. — Tekcr :
anekTpoHHslt // Ludposoit obpazoBatenbhbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/85215.html (mara obpamenus: 20.06.2022). — Pexxum goctyma: ams
asropusup. [lonp3oBarenen.

2. HOwnycoBa, A. H. IIpaBoBble OCHOBBI NMPO()ECCHOHANBHON AEATENBHOCTH : ydeOHOe
nocooue st CITO / A. H. FOnycosa. — Capartos : I[IpodobOpazosanue, 2021. — 95 ¢c. — ISBN 978-
5-4488-1361-0. — TexcT : amektponHHbIi // Lludposoii oOpazoBarenbHeiii pecypc IPR SMART
[caiir]. — URL: https://www.iprbookshop.ru/120566.html (mara oOpamenus: 26.04.2022). —
Pexxum nocTyna: 1uist aBTOpU3UP. TIOTB30BaTENeH

3. TOCT P 7.0.97-2016 "Cucrema ctaHmapToB 1no HHQOpMaLuH, OMOIMOTEYHOMY U
uznarensckomy aeny. OPJI. TpeGoBanus K 0pOPMICHHIO TOKYMEHTOB" .

4. TOCT P.7.08-2013 «CUBU/. [lenonpous3BOJICTBO U apXWBHOE Jeno. TepMHHBI U
OTIpeIeIIEHUS».



5.  IlpumepHast HHCTPYKIHS IO JEIONPOHU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3AIMIX
(yrBepkaeHa npuka3zoM Pocapxusa ot 11.04.2018 Ne44).

6. CnpaBouno-nipaBoBas cucrema «KoncynbranT [Tmroc» [Dnextponnsrit pecype]. URL:
http://www.consultant.ru

7.  CopaBouHo-nipaBoBasi  cuctemMa  «lapant»  [Dnektponnsiii  pecypc]. URL:
http://www.garant.ru

8.  Jlemo-Bex: Bce o menonpou3BoacTe [DaekTponnsiii pecypc]. URL: http://delo-ved.ru

3.3. Meroanueckoe obGecnedyeHHe 0Opa3oBaTejLHOIO Ipomecca st  o0y4yeHHs
UHBAJU/I0B U JIHUI C OTPAHUYEHHBIMHU BO3MOKHOCTSIMH 3/10POBbSI

VYcioBus OpraHu3alMd U cojiepkaHue OOyueHHs U KOHTPOJS 3HAaHWM HWHBAIHIOB H
obyyaromuxcs ¢ OB3 mno gucuumumze JlokymMeHTanmMOHHOE OOECTeYeHHe YIpaBICHUS
OTIpECISAIOTCA MPOrpaMMON AUCHUILIUHBI, aJalTUPOBAHHONW MpU HEOOXOAMMOCTH UIsi 00ydeHus
yKa3aHHBIX 00yYaroIuXCs.

Opranuzanus o0y4eHus, TeKYIIeH U MPOMEKYTOYHON aTTecTalliu CTYI€HTOB-UHBAIUOB U
ctynentoB ¢ OB3 ocymecTBisiercs ¢ y4eToM OCOOEHHOCTEH NCUXO(PHU3NYECKOrO pa3BUTHS,
WHIUBUAYAIBHBIX BO3MOKHOCTEH M COCTOSIHUSA 3/I0POBBS TAKUX 00YJarOIIUXCS.

Hcxons u3 ncuxo(u3nyYeckoro pa3BUTHS M COCTOSIHUS 3I0POBbSI CTYIEHTOB-WHBAIUIOB U
ctynentoB ¢ OB3, opraHusyroTcs 3aHATHS COBMECTHO C APYTMMU OOYYaIOUIUMHUCS B OOIIMX
TpyIIax, HUCIONb3Yys COLMUAIbHO-aKTUBHBIE M PEQIIEKCUBHBIE METOABI OOYYEHHUS CO3JaHHS
KOM(OPTHOTO MCUXOJIOTHYECKOTr0 KJIMMaTa B CTYIEHYECKOW TpYIe WU, IPU COOTBETCTBYIOIIEM
3asBJICHUM Takoro oOydYaromerocs, IO HWHAMBHUAYyaJbHOM IporpaMMe, KOTopas SIBIsSIETCA
MOAU(DUIIMPOBAHHBIM BApUAHTOM OCHOBHOW paboueil mporpaMMbl AUCHMILIUHBL [Ipu sTOM
CoZiep)KaHHuEe MPOTPaMMbl JUCHUIUIMHBL HE HU3MeHseTcs. V3MEeHSIOTCs, Kak MpaBuio, (HOPMBI
oOyueHusi U KOHTPOJIs 3HaHUH, 00pa30BaTeIbHbIC TEXHOJIOTUU U IUJAKTUYECKIE MaTepHAIIbI.

OOyueHue CTyIEHTOB-MHBAIHAOB U CTyAeHTOB ¢ OB3 Takke MOXET OCYIIECTBISATHCA
WHIUBUAYAIBHO W/WIH C TPUMEHEHUEM TUCTAHIIMOHHBIX TEXHOIOTHA.

JlucranunonHoe o0yyeHue 00ecreynBaeT BO3MOXKHOCTh KOMMYHUKALIUN C IIpenogaBaTesiem,
a Tak e C JIpyruMu oOydaeMbIMH MOCPEACTBOM BEOMHApOB (HAMpUMEp, C HCHOJIb30BaHHUEM
nporpammbl SKYpe), 4To cnocoOCTBYET CIUIOYCHHIO TPYIIBI, HAMPABISCT YYEOHYIO TPYIIY Ha
COBMECTHYIO paboTy, 00CyX/IeHHEe, IPUHATHE IPYIIIOBOI0 PELICHHUS.

B yueGHOM mpoliecce Il TOBBILIEHUS YPOBHSI BOCHPHATHS U TepepaboTKu ydeOHOI
nH(pOpMalUK CTYACHTOB-UHBAINAOB M cTyneHToB ¢ OB3 mnpuMeHstoTcs MynbTUMEAWIHBIE U
CHelMaM3UpPOBaHHbIE TEXHUYECKHE CpeACTBa IpueMma-niepefaud ydeOHOW uHpopmanuu B
JOCTYMHBIX (QopMax Ui CTYIEHTOB C pa3IUYHBIMU HApYIIEHUSMH, OOECIEUMBAETCS BBIMYCK
albTEPHATUBHBIX  (OPMATOB MEYATHBIX MaTepHaoB (KpyHnHBIA MpUdT), SIEKTPOHHBIX
00pa3oBaTeNbHBIX PECYPCOB B hopMax, aJaNTHPOBAHHBIX K OTPaHUYCHUSIM 370POBbS 00yUaIOIIUXCS,
HaJIM4ue He0OXOAMMOI0 MaTepUaIbHO-TEXHUYECKOTO OCHAIIIEHHUS.

[Ton6op u pazpaboTka yueOHBIX MaTepUaIOB IPOU3BOIUTCS MPENOIaBATEIEM C YYETOM TOTO,
YTOOBI CTYIEHTHI C HApYyIICHUSMHU CIyXa MOJydadud HMH(GOPMAaLUI0 BU3YaJbHO, C HApyIIEHUSMU
3peHUs — ayIUalbHO (HapUMeEp, C UCTIOJIb30BAHUEM TIPOTPAMM-CHHTE3aTOPOB PEUH).

Ilpumeuanue: Ilpenooasamenu, yueOHvie KYpCbl KOMOPbIX MpeoOyIom om CHyOeHmos
8bINOJIHEHUSL ONPEOENeHHbIX Cneyuhuueckux Oelucmsuil u npeocmasiaiowux coool npooiemy umu
oeticmeue, He8blNOIHUMOE OJisL CIYOEeHMO8, UCNbIMbIBAIOWUX MPYOHOCMU C NePeosUdCeHUeM ULl
peuvio, obsazanvl 6 PIIJ] yuecmv smu ocobenHocmu u npeoiazams CMYyOeHMAM-UHBATUOAM U
cmyoenmam ¢ OB3 anbmeprnamugHble Memoovl 3aKpenieHus u3yuaemo20 mamepuaa.

Jlis ocyliecTBIEHUST TPOLETyp TEKYIIero KOHTPOJIS YCIIEBAEMOCTH W MPOMEKYTOUHOU
aTTecTanuu o0ydJaromuxcss HHBAIUI0B U Jull ¢ OB3 ¢GoH OIEHOYHBIX CPEJCTB IO JUCITUILINHE,
MO3BOJISIOMINN OLIEHUTH JOCTH)KEHHE MU PE3yIbTaToB O0YUYEeHHUs U YPOBEHb C(HOPMUPOBAHHOCTH
KOMIICTEHIMH, TPETYCMOTPEHHBIX y4eOHBIM IUTAHOM ¥ pabodeil MmporpaMMoil TUCIHILIHHEI,
aJanTupyercs sl 00yJaroIINXCsl MHBATHJIOB U JIUI[ C OTPAaHUYCHHBIMH BO3MOXHOCTSIMU 370POBbSI


http://www.consultant.ru/
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C YU4ETOM MHIUBUAYATBHBIX ICUXO(PHU3HOIOIHIECKHX 0COOCHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare,
MUCBbMEHHO Ha KOMIBIOTEpE, B popMe TECTUPOBaHUS | T.I1.). [Ipn HEOOXOIUMOCTH 00yUJarOIIMMCS
npeaoCTaBIACTCA AOITOJIHUTCIBHOC BPEM U TIOATOTOBKU OTBCTA MMPHU IMTPOXOKACHHUU aTTCCTALIUU.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA JUCHUIIJINHBI

Texymuii KOHTPOJIb M  OIEHKAa pe3ylIbTaTOB OCBOCHUS y4ye€OHOM  JUCHUILIMHBI
OCYIIECTBIIICTCS MTPENOJABATENEM B ITPOLIECCe MPOBeAeHUs 3aHaTil. [IpomexxyTouHas arrecraus B

dopme nuddepeHITpPOBaHHOTO 3a4eTa.

PeSyj'H)TaTI)I 06y‘IeHI/Iﬂ (OCBOGHHI)IC YMCHHs, YCBOCHHBIC 3HaHI/Iﬂ)

DOpPMBI U METOIBI
KOHTPOJIS U OLICHKU
pe3yJbTaToB 00yUeHUs

B pesynpraTe ocBOeHHS yUeOHOM TUCITUTUINHBI yUAIIHNACS JTOJDKEH
yMeThb:

OCYIIECTBIIATH MOUCK, aHAIN3 U UCIIOJIb30BaHHE HOPMATHBHO-TIPAaBOBBIX
JIOKYMEHTOB B IpUMEHEHUH K 3aaadam 10V

COCTaBJISATh X OYOPMIIATE YIPABICHUECKYIO U MPO(ECCHOHATBHYIO
JIOKYMEHTAIIUIO B COOTBETCTBHE C HOPMATHBHOMN 0a30i;

UCIIOJIb30BaTh YHU(UIIUPOBAHHbIE (hOPMBI IOKYMEHTOB;

OCYILECTBIISITH ACTIOBYIO MIEPEMUCKY U MOJAEPKUBATD 3JICKTPOHHBIC
KOMMYHUKAIIUH,

MPUMEHSThH CPEACTBA MHPOPMALMOHHBIX TEXHOJIOTHI ISl CO3IaHUs U
oQopMIIEHUS TOKYMEHTOB;

pa3duparhCsi B CUCTEME BHYTPEHHETO JOKYMEHT0000pOTa OpraHr3aliyg;
OCYIIECTBJIATh XpaHEHHE U TOUCK IOKYMEHTOB;

pa3duparthCsi B HOMEHKIIAType e,

UCIIOJIB30BaTh COBPEMEHHOE NMPOrPaMMHOE 00eCTIedeHUE B AIEKTPOHHOM
JIOKYyMEHTO000POTE;

IMMPOBEPATH HAJIMYUEC B IPOU3BOJIBHBIX IIEPBUYHBIX 6YXI‘3HTepCKI/IX JOKYMCHTax
00s13aTeNbHBIX PEKBU3HUTOB;

COCTABJISITh AKThI U CIIPABKH IO PE3yJIbTaTaM BHYTPEHHEIO KOHTPOJIS;

—  ¢opMHpOBaTh TPOEKTHI MPUKA30B W PACHOPSHKEHUH TIO MPOBEISHHIO
BHYTPEHHETO KOHTPOJIS,

IIuceMeHHbBIN KOHTPOJIb B

hopme:
- KOHTPOJIBHO# paboTHLI.

VYCTHBII ~ KOHTPOJb B
hopme:
- MHAVBUIYAIBHOTO
oIpoca;

- (ponTaTBLHOTO BOMpPOCa

IIpomexxyTouHas
arrectaiuss B (opMme
T QepeHIInPOBAaHHOTO
3ayera

3HATh:
—  CcoJep)KaHuE aKTyaJbHOI HOPMAaTUBHO-TIPABOBOM JOKYMEHTAINH;
OCHOBHBIE MTOHATHS JOKYMEHTALMOHHOTO 00eCTIeueHHsI YIIPaBICHUS;
Kiaccu(uKaIms yrpaBIeHIYeCKHX JOKYMEHTOB;

NpaBUiIa COCTABJIECHUS U OPOPMIICHHUS yNPaBICHUECKHX JOKYMEHTOB U BEICHHS
JIEJIOBOH MEPENUCKH;

COCTaB JJOKYMEHTOB CIEIHATBHBIX CUCTEM JOKYMEHTAIIUH;

NpaBUJIa OPraHU3aLNHU BCEX ITANOB Pa0OTHI C IOKYMEHTaMH;

npuioxenus: nporpamMmbl Windows, wucrosib3yemble Ui peanu3aliy 3aaad
HOV;

coBpeMeHHbIEe HHpOopManoHHbIe TexHoiorun JJOY

TIOHSITHE IEPBUYHON OyXTraJITepcKOl TOKYMEHTALHUH;

(OpMBI IEPBHYHBIX OYXTaITEPCKUX JOKYMEHTOB, COIEPKAIINX 00s3aTeNIbHbBIC
PEKBU3HUTHI MIEPBUYHOTO YIETHOTO JOKYMEHTA,

NpaBUJIa ¥ CPOKU XPaHEHMS IEPBUYHON OyXTaiaTepcKoil JOKYMEHTALUH;
MpOLEAYypa COCTaBICHHMA akKTa IO pe3ylbTaTaM HHBEHTapH3allU{, MPOEKTOB
MIPHUKA30B 10 MPOBEIEHUIO KOHTPOJIBHBIX MTPOLIEAYD

IIucbMeHHBIH KOHTPOJIb B
hopme:

- KOHTPOJIBHOM PabOTHI.
VY CTHBII KOHTPOIB B
thopme:

- MH/IUBUAYAIEHOTO
0IIpoca;

- (hpOHTATIBLHOTO Ompoca

IIpomexxyTouHast
arrecranus B popme
IuQQepeHInPOBaHHOTO
3ayera




OO0mme KpUTEPHH OLICHKH Pe3yIbTATOB 0CBOCHHUSI Y4eOHOH TUCIUIIINHBI

B yCTHBIX ¥ MUCBMEHHBIX OTBETAX CTYIEHTOB Ha MPAKTHYECKUX (CEMUHAPCKUX) 3aHATHUSIX, B
COOOIEHUAX U JIOKJIaJax, 3¢Ce U APYrux (popmax ayJUTOPHOM U CAMOCTOSITEIbHOM pabOThI, a TAKXKe
B TEKYIIUX KOHTPOJBHBIX PadOTax Y4YMTHIBAIOTCS: INTyOMHA 3HAHWM, BJIaJieHUE HEOOXOAMMBIMU
yMeHUsIMH (B 00BbEME MpOorpamMMmbl), JOTHYHOCTh HM3JO0KEHUS MaTepuiia, BKIIOYas 00O0OIIeHHS,
BBIBO/IbI, COOJIIOIGHUE HOPM JINTEPATYPHOH PEyH.

OLEeHKY «OTJIHYHO» 3aCily’)KMBAaeT CTYIEHT, TBEPJAO 3HAIOLIMI IMPOrpaMMHBII MaTepual,
CUCTEMHO M TIPaMOTHO M3JIAraloliii ero, JAEeMOHCTPUPYIOIIMHA HEOOXOOUMBIN  ypOBEHb
KOMIIETEHIUM, YETKUE, CKaTble OTBETHl HA JOINOJIHUTEIbHBIE BONPOCHI, CBOOOJHO BIIAJCIOIIMMA
MOHSATUMHBIM alIapaToM.

OneHKy «XOpomIo» 3acily’KUBAaeT CTYAEHT, MPOSBHUBIIMKA MOJIHOE 3HAHHE IPOrPAMMHOIO
MaTepuaia, JeMOHCTPUPYIOIIUN CHOPMHUPOBAHHBIE HAa JIOCTATOYHOM YPOBHE YMEHHS M HaBBIKH,
yYKa3aHHbIE B IPOrpaMMe KOMIIETCHIIMH, IOIYCKAIOUIUN HENPUHLUINHAIBHBIE HETOYHOCTH IIPU
U3JI0’KEHUU OTBETA Ha BOIIPOCHI.

O1eHKY «yAOBJIETBOPUTEIBHO» 3aCIY)KUBACT CTYJCHT, OOHAPYKUBLIMH 3HAHHS TOJBKO
OCHOBHOI'O Marepuaia, HO HEe YCBOMBUIMH JeTaiaH, AONYCKAIOUIMHA OIIMOKM NPUHLUIHAIBLHOIO
XapakTepa, JICMOHCTPHPYIONIMH HE 10 KOHIA C(HOPMUPOBAHHBIE KOMIICTCHIIMH, YMCHHS
CUCTEMATU3UPOBaTh MaTEpHAJl U I€JIaTh BBIBOBI.

OLeHKy «HeyI0BJeTBOPHUTEJbHO» 3aclly’)KUBA€T CTYACHT, HE YCBOMBIIUNA OCHOBHOIO
COJIepKaHusl MaTepualla, He YMEIOUIM CHCTEeMAaTU3UpOBaTh MH(POpPMaLKIO, JeflaTh HE0OX0AuMbIe
BBIBOJIbI, YETKO M I'PAMOTHO OTBEYATh HA 33JaHHBIE BOIPOCHI, IEMOHCTPUPYIOIINNA HU3KUM YPOBEHb
OBJIa/IEHUS] HEOOXOIUMBIMH KOMIIETEHLUSAMH.

OuenuBaHue cTyAeHTa HA 1M PepeHIUPOBAHHOM 3a4eTe 10 Y4eOHOH IMCUMIINHE

OleHKa «OTJMYHO» BBICTABIACTCS CTYIEHTY, €CIM OH TIJIYOOKO M IPOYHO YCBOWII
MPOrpaMMHBIN MaTepuas, MUCYEPIIBIBAIOIIE, MMOCASAOBATEIbHO, YETKO M JIOTHYECKH CTPOMHO €ro
M3JIaraeT, YMEET TECHO YBS3bIBaThb TEOPHUIO C MPAKTHUKOH, CBOOOIHO CIpaBISETCA C 3aJadamu,
BOIIPOCAMM M JPYTMUMHM BHUJAMU NPUMEHEHUS 3HAHWM, HE 3aTPYJHSAETCA C OTBETOM NP
BUION3MCHCHUHN SaﬂaHHﬁ, HpaBI/IJ'IBHO 06OCHOBI>IBaCT HpI/IHHTOe pemeHHe, BJIaICCT
Pa3HOCTOPOHHUMHM HABBIKAMU U MTPUEMAMU BBITIOJIHEHHS PAKTUYECKUX 3aa4.

O1neHKa «XOpoILIo» BHICTABIISETCS CTY/ACHTY, €CJIM OH TBEPJO 3HAET MaTepHall, IPaMOTHO U
[0 CYIIECTBY M3Jaraer €ro, He JIONYyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC,
HpaBI/IJ'II)HO HpI/IMCHﬂeT TeOpeTI/I‘IeCKI/Ie ITOJIOKCHU A HpI/I pCHIeHI/II/I HpaKTI/ILIeCKI/IX BOHpOCOB H 3a1a4,
BIIaJieeT HEOOXOUMBIMU HABBIKAMH M MMPUEMAMH UX BBIOJTHEHUS.

OHGHK& «yIlOB.]'[ETBOpHTeJ'lLHO» BBICTABJISICTCA CTYI[GHTy, €CJIM OH UMECT 3HAHUA TOJIBKO
OCHOBHOTO Marepuajiga, HO HE YCBOWJI €ro JAeTajieid, JONYCKaeT HETOYHOCTH, HEIOCTAaTOYHO
MpaBUJIbHbIE (POPMYJIUPOBKH, HAPYIICHUS] JIOTUYECKOW TOCIEIOBATEILHOCTH B HW3JIOKEHUHN
MIPOrPaMMHOTO MaTepHuaa, UCIIBITHIBACT 3aTPyIHEHUS IPU BHITIOTHEHUH MPAKTUYECKUX PadoT.

OleHKa «HEYAOBJETBOPUTENbHO» BBICTABIACTCS CTYIEHTY, KOTOPBIA HE 3HAET
3HAYUTENBHON YacTH MPOTrPaMMHOTO MaTepHana, JOMyCKaeT CYIIECTBEHHbIE OINOKU, HEYBEPEHHO,
C 6OHBHIHMH Sany,JIHeHI/ISIMI/I BBIITOJIHACT HpaKTI/IquKI/IC pa6OTLI. KaK HpaBI/IJ'IO, OIICHKa
«HEY/IOBJICTBOPUTEIILHO» CTaBUTCS CTYACHTaM, KOTOpbIE HE MOTYT MPOJOJDKUTH O0ydeHHe Oe3
JIOTIOJTHUTEIBHBIX 3aHITUHI 10 COOTBETCTBYIONIEH TUCIUIUINHE.

Ilepeyenb Bopocos st npoBeaeHust Au¢depeHIMPOBAHHOIO 3a4eTa
1o y4eOHoi qucuuminie JJlokymMmeHTannoHHOe o0ecneyeHne yrnpaBaeHUs

OO011me MoHATUS O JOKYMEHTE, €ro (yHKIINU.

Knaccudukanus 10KyMeHTOB.

I'OCT P 6.30-2003. PexBuzutsl OPJI.

MeXcTpoUyHBI HHTEPBAJ U CTaHJAPTHBIE MMOJI0KEHUS Ta0yIsTOpAa.
Bunas! u popmatsl 651aHKOB.

agbrwbnE
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13.

Pa3HOBUIHOCTH 1€TOBBIX MTUCEM.

OCHOBHBIE TPYIIIBI YIPABIEHYECKUX TOKYMEHTOB.

PacniopsimuTenbHbie TOKYMEHTBI: COCTaB, XapaKTePUCTHUKA.
HupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI: COCTaB, XapaKTePUCTHUKA.

JIOKyMEHTBI 110 JIUYHOMY COCTaBY: XapaKTEPUCTHUKA.

JlokyMeHTUpOBaHNE TPYAOBBIX TPABOOTHOILIEHHIA.

OdopmiieHne 1 BeJIEHUE TPYTOBOM KHIKKH.

JIoKyMeHTBI 110 npodecCUOHATBHON ACSITETbHOCTH; BUBI, CTPYKTYpa, TpeOOBaHUS K

uX 0POPMIICHHIO.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

TpeboBaHMs K TEKCTY JOKYMEHTA.
YHUHUKAMA U CTaHAAPTH3ALIMSA.
OpraHu3alOHHbIE CTPYKTYPbI 1€IOIPOU3BOJICTBEHHBIX CIIYkKO.
TumoBas TexHONOTHs 00padOTKU JOKYMEHTOB, TIOHSATHE O IOKYyMEHTOOOOPOTE.
[Topsimok 06paboTKH BXOAALIMX JOKYMEHTOB.
Komnerorepuszanus JOVY.
OdopmiieHne peKBU3UTA «1aTay,
[Topsimox 06pabOTKN UCXOAAMINX TOKYMEHTOB.
TpeboBanust, npeabsBisieMble K JOPMUPOBAHUIO €.
[TonroroBka Jies1 K apXUBHOMY XPaHEHUIO.
Homenkuarypa nein, e€ BUIBbIL.
OO61ue npaBuiia perucTpanuy.
OKcrnepTr3a HEHHOCTU JOKYMEHTOB.
[Topsimox 06pabOTKN BHYTPEHHUX JOKYMEHTOB.
KondunennuaabHoe 1€7100pOU3BOJICTBO.
Bunesr oprrexuukum u cnocoObl €€ WCIONb30BaHUS B JAOKYMEHTAI[HOHHOM

obecreyeHnu YIIpaBJICHU.

30.

TEXHOJIOTHMU.

NHupopmaninoHHO-cipaBo4Hast paboTa B yCIOBUSAX IPUMEHEHUSI KOMIIBIOTEPHBIX
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JIUCT PETUCTPAIIMUA U3SMEHEHHUI (AKTYAJIA3ALIAN)
PABOYEWM ITPOI'PAMMBI YUEBHOM JJUCIATIIINHBI
OI1.06 AIOKYMEHTALIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS
HanmeHnoBanue criennanbHOCTH
38.02.01 DxoHOMUKa 1 OyXTanTepcKuil y4er (1o OTpacisiM)

OcHoBaHue [Moanuck
Home Buecenbl u3MeHeHUS B 7 (A E—— HOMED U J1aTa 3aBCAYIOLICTO
H3MeHeII{)m JacTH/pa3aeinbl padoueit U0 pacropsaIuTeNb Kadenpoi
MPOrPaMMBbI HOT'O JJOKYMEHTa
0 BHECCHUU
1
2
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