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1. ITacmopT mporpamMmbl NPoO(hecCHOHAIBLHOT0 MOLYJIsI
IIM.01 JoxkymMeHTALMOHHOE o0ecneuyeHne eI TeJIbHOCTH OpPraHu3anuii
1.1. ObsacTh NpUMeHEHHUs TPOrPAMMBI

Pabouass mporpamma mpodeccuonanmbHoro wmonyias I[IM.01  lokymMeHTAllHOHHOe
ol0ecrieyeHue [1esiTeIbHOCTH OPraHU3alMid SBISETCS 4YacTbl0 OCHOBHOW mpodecCHOHaIbHOU
o0pa3oBaTeNbHON  MpPOrpamMMbl  MOATOTOBKH  KBATH(PHUIIMPOBAHHBIX  pa0OuyuX, CIOyXalluX B
cootBeTcTBUU ¢ PI'OC 110 46.01.03 [lesionpou3BoAUTENb, YTBEPKICHHBIM TPUKa30M MUHHCTEpCTBA
obpazoBanus u Hayku PO ot 02 aBrycrta 2013 r. Ne639.

1.2. Mecto mpogeccHoHAJBLHOTO MOAYJS B CTPYKType OCHOBHOI mNpogeccuoHAILHOI
0o0pa3oBaTeJbHOM NPOrPaAMMBbI MOATOTOBKH CHEIHAJTUCTOB!
IIpodeccuoHaIBLHBIN MOAYIIE BXOIUT B IPO(eCCHOHATBHBIN ITUKIL.

1.3. Henu u 3aqa4u npogecCHOHATBHOIO0 MOAYJIsl — TPeOOBAHUS K Pe3y/1bTATAM OCBOCHHS
npogeccuoHAJIBLHOT0 MOYJIA:

C wmempl0 OBJameHWsT YKa3aHHBIM  BHJIOM  MNPO(ECCHOHAIBHOW  JESATEIBHOCTH |
COOTBETCTBYIOLIUMH HPOPECCUOHATBHBIMU KOMIETEHIMSAMH OOYYaloIUICs B XOJ€ OCBOCHHUS
Ipo(heCcCUOHATILHOTO MOAYJISI IOJIKEH:

HMeThb NPAKTHYEeCKUH ONbIT:

- TOKyMEHTAllMOHHOI'0 00eCIIeUeHNUs AEeSITeIbHOCTH OpraHu3aluy;

yMeThb:

- [NPUHUMATb, PETUCTPUPOBATD, YUUTHIBATH [TOCTYNAIOLINE TOKYMEHTHI;

- IPOBEPATh NPABUIBHOCTh O)OPMIICHHUS JOKYMEHTOB;

- BECTHU KapTOTEKYy Y4eTa IMPOXOKICHUS TOKYMEHTAJIbHBIX MaTepUAJIOB;

3HATh:

- OCHOBHBIE T10JIOKEHUS ENMHON rocyjapCTBEHHOM CUCTEMBI JEI0IPOU3BOCTBA;

- BUJIbI, QYHKIIUHU JOKYMEHTOB, IPaBUJIa UX COCTABICHUS U O(POPMIICHHUS;

- IOPAZOK JOKYMEHTUPOBAHMS HH(OPMAIIMOHHO-CIIPABOYHBIX MAaTEPHAJIOB;

- IpaBUJIa JICJIOBOTO ATUKETA U JIEIOBOT0 OOILEHHUS.

B pesynbrare ocBoeHus y4eOHOM AMCIHHUIUIMHBI OOYYAIONMIMUCA MODKEH BIAJETh OOLIUMH
KOMIICTCHIUSIMH::

OK 1. [loHumaTh CyIIHOCTh M COLMATIbHYIO 3HAUMMOCTh Oyayiied npodeccuu, MposiBIATh K
Hel

YCTOMYMBBIA HHTEPEC.

OK 2. OpranHu3oBbIBaTh COOCTBEHHYIO JAEATENbHOCTb, HUCXOAS M3 LEId U CHocoOOB ee
JIOCTUYKEHUS, ONIPENIETICHHBIX PYKOBOJAUTEIEM.

OK 3. AHanu3upoBaTh pabO4yI0 CUTYallHIO, OCYIIECTBIATh TEKYIIUH H UTOTOBBIM KOHTPOJIb,

OLICHKY U KOPPEKIHUI0 COOCTBEHHOW NESATEIbHOCTH, HECTU OTBETCTBEHHOCTh 3a PE3YJIbTaThl
CBOEH paboTHI.

OK 4. OcymiecTBnaTh MoUCK HHGOPMAITIH, HEOOXOTUMOH 17151 3HPEKTUBHOTO BBHITTOTHEHUS

npo¢ecCHOHATIBHBIX 3a/1au.

OK 5. Hcnons3oBate MH(}OPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodecCHoHaNBHOM

NeSITEIbHOCTH.

OK 6. PabGotats B koMaHie, 3pPpeKTUBHO 00MAThCS C KOJUIEraMu, pyKOBOICTBOM, KJIMEHTaMH.

OK 7. UcnonHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHUEM MOTYyYEHHBIX

npodeCCUOHATBHBIX 3HAHUH (17151 FOHOLIEH ).

B pesynprare ocBOoeHUs y4eOHOW JTUCHUIUIMHBI OOy4YalOIMICS JOHKEH  BIAJETh
npogeccCHOHATBHBIMHM KOMITETCHIMSMM:

IIK 1.1. [IppyruMaTe U perucTpUpOBaTh MOCTYHAKOUIYI0 KOPPECIIOHICHIIUIO, HAIIPABIIATH €€ B
CTPYKTYpHBIE NTOAPA3IENEHNs OpraHU3al1y.



IIK 1.2. PaccmaTtpuBaTh JOKYMEHTHI M IIEpEJaBaTh UX Ha MCIOJIHEHHE C YUETOM PE3OJIIOLMU
PYKOBOJIUTEJICH OpraHu3aluu.

1K 1.3. OdopMiATs perucTpalmoHHbIe KAPTOUKH U CO3JaBaTh OaHK JaHHBIX.

[IK 1.4. Bectu kapTOTEKy ydyeTa IPOXOXKJACHHUS JOKYMEHTAJIbHBIX MaTEPUAIIOB.

IIK 1.5. OcyuiecTBiaATh KOHTPOJIb 3a IPOXO0KIEHUEM IOKYMEHTOB.

[IK 1.6. OTnpaBisaTh HCHOJHEHHYIO IOKYMEHTALIMIO aJpecaTaM ¢ MPUMEHEHUEM COBPEMEHHBIX
BUJIOB OPraHU3aLMOHHON TEXHUKH.

IIK 1.7. CoctaBisate U opopMIATE CIyKEOHBIE TOKYMEHTBI, MaTepHabl C HCIIOIH30BAHUEM
(bopMyIISIpOB JTOKYMEHTOB KOHKPETHBIX BUIOB.

1.4. PekomeHyeMoe KOJIMYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl MPO(PecCHOHATBLHOTO MOTYJISI:
MaKCHUMaJIbHOW yueOHOU Harpy3ku oOydaromierocs 524 Jaca, B TOM YHCIIE:

00s13aTeIbHON ayTMTOpHON yueOHOM Harpy3ku - 349 yacos.

2. CTpyKTYypa U cojiep:kaHue padoyeii mporpaMMsbl NPohecCHOHAIBLHOI0 MOTYJIs
2.1. O6beM npodeccHoOHAIBLHOr0 MOAYJISA M BUIbI Y4eOHOH padoThl

Bup yueoHoii padoThl Konuuecmeo
uacoe

MakcumanbHas yueOHas Harpys3ka (Bcero) 524
O0s3aTesIbHAsI AYIUTOPHAs Y4eOHAsi Harpy3Ka (Bcero) 349
B ToM uncie MJIK.01.01 «JlokymeHTalIMOHHOE 00ecneyeHHe IesiTeIbHOCTH 349
OpraHu3anmni.

IIPAKTHUYECKHE 3aHATUS 177

JICKIIMH, YPOKH 172
CamocrosiTesibHas padora 175
Y4yeOHas IPAKTHKA 144
IIpon3BoacTBeHHAS NPAKTHKA 360
Ilpomesccymounan ammecmauus 6 chopme. opy2ux popm Konmpois, ougpepenyuposanno2o
3auema, K8ANUPUKAYUOHHO20. IK3AMEHA




2.2. Copep:xanue npogeccunonajibnoro moay.as (IIM.01)

Koasl HaumeHoBaHus1 pa3ieynoB Bcero yacos O0bemM BpeMeHH, OTBeI€HHbIII HA 0OCBOEHHE IIpakTuka
npogeccuo npogeccHoHAILHOr0 MOTYJIst (maxc. MEKIUCHUTIIHHAPHOTO Kypca (KypcoB)
HATLHBIX yuebnas O6si3aTesbHas aynuropHas  |Camoctosi| Komcya | YueGnas,  [[IpomsBoacTBenH
Kommereni hacpyska u yueOHasi HArpy3Ka TeJAbHAS | pragum, | 4vacos as, 4acoB
nu npaxmuxi) 00yuaromerocs pabora, | ;06 (ecru
vacos npedycmompena
Bcero, B T.4. paccpeoomoyent
4acoB NpaKTHYEeCKHe as npakmuxa)
3aHSATHSI, YACOB
1 2 3 4 5 6 7 8 9
K 1.1-1.7| MAK 01.01 «/lokymeHTalITHOHHOE
olecreyeHue 1esiTeIbHOCTH 668 349 177 175 144
OpraHu3anum»
IIpon3BoacTBeHHAs] MPAKTHKA, YAaCOB
(eciu npedycmompeHna umoz08as 360 i i - - - 360
(KOHYeHmpUpoBarHas) NPaxKmuKa)
Bcero: 1028 349 177 175 144 360




2.3 TemaTH4ecKuii IVIaH U coJepxanue npodeccuonanbHoro moayJisi [IM.01 JlokymeHTannonHoe odecrnevyeHne 1eTeJbHOCTH
OpraHu3amuii.

3 Coaeprxanue yueOHOIro MaTepuasa, JjabopaTropHblie padoThl U IPAKTHYECKHE O0bem Yposenn
3aHSAITHS, CAMOCTOSITeIbHAs padoTa 00yuyalomuxcs, Kypcopasi pa6oT (poeKT) (eciu 4yacoB 0CBOEHMS
npeoyCMompeHvl)
1 2 3 4
MJIK 01.01 JToxkymenTannonnoe oéecnedyenue aessTeIbHOCTH OPraHu3amuii
Pasznea 1. Uctopusi pazButusi. CoBpeMeHHOe /1eJ10NPOU3BOACTBO.
Tema 1.1.AcTopus Conepxanne 8 1
Pa3BUTHSI CHCTEMbL | ], Henonpon3Boactso B [peBHeit Pycu.
TOCYIapCTBEHHOTO | 9 | [[pukasHoe AeI0npon3BoACTBO. Koekckoe Aea0mpon3BOACTBO.
ACIOUPOMIBOACTBA B | 3 | JcronHUTENIBHOE ICTOIPOU3BOICTBO.
Poceuu. 4 HenonpousoactBo B CCCP B XX Beke.
CamocTosiTeJibHasi pa6oTa 3 3
1. CamocrosiTeabHast padora Ne 1. [ToarotoBuTh COOOIIEHHE IO OJTHOMY U3
ATAIlOB PAa3BUTHS IEIONPOU3BOACTBA B Poccuu.
Tema 1.2.Cucrema Conep:xanne 4 1
AeJIONPOU3BOACTBA. | ], Jleronpon3BOACTBO: 1IEJIH, 331a4M 1 OCHOBHbBIE TPUHIIUIIBI.
2. OO61as xapakTepUCTUKa JIEUCTBYIONIEr0 HAIIMOHAJILHOTO CTaHIapTa.
IIpakTnyeckue 3aHATHSA 6 2
1. ‘ IIpakTnueckas padora Ne 1. Msyuenne 'OCT P MCO 15489-1-2019
CamocrosiTesibHas padoTa 3 3
1. CamocrositeibHas padora Ne 2. [[1cbMEHHO OTBETUTH Ha BOIIPOCHI
CaMOKOHTPOJIS O pa3aeny 1.
2. CamocrositenbHas padora Ne 3. CocTaBUTh IIIOCCapHil 10 TEME pa3ela. 3
Pasnen2 OcCHOBBI JOKYMEHTALMOHHOIO 00ecneYeHus YIpaBJIeHHUs
Tema 2.1. Conepxanue 4 1
OcunoBubie mousitug | 1. | JlokymeHT u uHbopmaiusi. XapaKTepUCTHKH JOKyMeHTa. BHIbI TOKYMEHTOB.
AOKYMEHTHPOBAaHUSA (DyHKI_II/II/I JOKYMEHTOB.
ynpaBJ/ieH4YecKoi 2. | Vupasnenue nokymentamu. CHCTEMa YIPABICHUS JOKYMCHTAMH.
AEATETLHOCTH IpakTHyeckoe 3aHsTHE: 2 2




1. | IIpakTHyeckast padora Ne 2. AHanu3 XapaKTepUCTUK JOKYMEHTA.

CamocrosiTesbHasi padoTa 4
1. | CamocrositeabHasi padbora Ne 4. CocTaBUTh IPE3EHTALIUIO HA TEMY:
«Knaccuduxanus 10KyMEHTOBY.
Tema2.2. Coaepxanue. 4
HopmaTusHo- 1. | Obmas xapakTepucTUKa HOPMaTUBHO- MPABOBOM 0a3bl JOKYMEHTHPOBAHHUS
npapoBasi 6a3za yIpaBIeHYECKOH aesTenbHoCTU. [IpaBoBas 6a3a TOKYMEHTHPOBAHUS
AOKYMEHTHPOBAHHS YIPABJICHYECKOU EATEIbHOCTH.
YHIPaBJICHICCKON 2. | CranmapTtbl B JOKYMEHTHPOBAHUH YIIPABICHYECKOHN 1EATEILHOCTH.
ACHTEALHOCTH. Knaccudukarops! 1 yHUPUIIMPOBAHHBIE CUCTEMBI JOKyMeHTaluu. HopMaTuBHbIe
MIPABOBBIC aKTHl MEKBEJOMCTBEHHOTO U BEJIOMCTBEHHOT'O XapaKTepa.
IIpakTHyeckoe 3aHsiTHE: 6
1. | IlpakTuyeckas padora Ne 3. Ohopmienune TabInI HOPMAaTHBHO-TIPAaBOBOK 0a3bl
JIOKYMEHTUPOBAHUS YIIPABICHUYECKOHN J1eITeIbHOCTH.
2. | IlpakTnyeckas padora Ne 4. [IpakTrueckasi puTOpHKa 110 IPOUICHHON TEME. 2
CamocrosiTesibHas padora 3
1. | CamocrositesbHas padora Ne 5. [loaroroButs cooOiieHue Mo 3aJJaHHOM TeMe.
Tema 2.3. Conep:xanue 4
Cucremsl 1. | O6mepoccuiickue CuCTeMbl JOKYMEHTAIUH.
AOKYMCHTAIIHH. 2. | YauduuupoBaHHBIE CHCTEMBI YIIPABICHYECKON JTOKYMEHTAIIHH.
YHupuuupoBaHHbIE POPMBI OTPACIEBOM JOKYMEHTALIMH.
IIpakTHYeCcKOe 3aHATHE: 2
1. | Mpaxrnueckas padora Ne 5. Pa6ora c OKY/I.
CamocrosiTesbHasi padoTa 3
1. | CamocrosiTeabHnasi pa6ora Ne 6. CocTaBuTh riioccapuii Mo TeMe pasjena.
2. | CamocTosiTeqbHas padora Ne 7. Pedepar mo 3aganHol Teme. 10
Paznen 3. OcHoBHBIE BH/IbI YIPABJEeHYECKOI TOKYMEHTAUM M PaBUJIA UX 0opMIIeHUs
Tema 3.1. Coaepxxanue 6
Baanku u cocras 1. | O6mue TpeboBaHMS K FOPUINIECKON CHIIe U 0(DOPMIICHHIO JOKYMEHTOB.
PEeKBU3HTOB 2. | TpeboBanust K 0pOPMIICHHIO YIPABICHYECKUX JTOKYMEHTOB.
yHIpaBJIeHYEeCKHX 3. | bilank mokymeHTa U ero pasHOBUIHOCTH. OCOOCHHOCTH 0(hOpPMITCHUS




AOKYMEHTOB U

‘ MHOTI'OCTPAaHUYIHBIX TOKYMCHTOB.

npaBUjIa UX IIpakTHyeckoe 3aHsATHE: 4
oopMieHu 1. | IlpakTnueckas padora Ne 6. PenaktupoBanue o0pa3ioB JOKYMEHTOB.
2. | IlpakTnyeckas padora Ne 7. CocraBienue oomux 6JaHKOB I MUCbMa 4
OpraHuzaiuii
3. | IpakTnyeckas padora Ne 8. OpopmieHne oTAeTbHBIX PEKBU3UTOB JOKYMEHTOB. 4
CamocrosiTesbHasi padora
10
1. | CamocrosiTesibHast pa6ora Ne 8. Pazpabotars 06pa3iibl ohopMIIeHUS] pEKBU3UTOB.
Tema 3.2. Coaepxanue 4
Ocobennoctn 1. | [Iporokomnbl. AKTHI. JloknanHbie 1 00BSICHUTENBHBIEC 3aUCKH, 3asIBICHUS, CIIPABKH.
oopmiieHHs1 2. | PacnopsinurenbHble TOKyMEHTBI. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI.
Haubosee IIpakTHYecKoe 3aHsATHE: 2
PacupoCTPaHEHHBIX | 1 | [IpakTHyeckas padora Ne 9. CocrapjeHue IPOTOKOIA 3aceIaHHs HHBEHTAPHOM
BH0B KOMHCCHHU.
OpraHU3alHOHHO- 2. | lIpakTnueckas padora Ne 10. CocTaBieHre NOJHOTO MPOTOKOJIA OOIIETr0o 2
pacnopsAnTEILHBIX coOpaHus COOCTBEHHHKOB JKUIIbSL.
AAOIKYMEHTORB. 3. | IpakTnueckas padora Ne 11. CocTaBieHue AOKIATHONU U O0BSICHUTEIBHOM 4
3aMHCOK.
CamocrosiTesbHast padoTa 4
1. | CamocrosiTesbHas padora Ne 9. CocraBiieHue 3asBI€HUS, CIIPABKU O CTaXKe
paloTHI.
2. | CamocTosTeabHas padora Ne 10. PazpaboTka Buaa paciopsSANTEILHOTO 2
JOKYMEHTA.
3. | CamocTosiTeqbHas padora Ne 11. PazpaboTka oOpasia opraHu3aluoHHO- 4
IIPaBOBOI0 JJOKYMEHTA.
Tema 3.3. 1. | Obmas xapakTepucTUKa JOKYMEHTOB MO (PHAHCOBO-PACUETHBIM OTIEPAITUSIM. 8
OcobGennoctu Knaccugukaius y4eTHbIX JOKYMEHTOB.
odopMmiIeHUs 2. | CriocoObl ucnpaBiaeHus OMMOOK B (PMHAHCOBO-PACUETHON JOKYMEHTAIIHH.
¢bunancoBoii 3. | OdopmiieHre OTKPBITHS CUETOB MPEANPUSTHHA.
AOKYMEHTalun 4. | OcHOBHbIE BUJIbI JOKYMEHTOB N0 (DHAHCOBO-PacUeTHBIM ONEepaIUsIM.
opraHu3anuu. IIpakTHyeckoe 3aHsATHE: 2
1. | IpakTnueckas padora Ne 12. Mcnpasnenue oumbok B (prHaHCOBO-pacueTHOM
JOKYMEHTAIIMH Pa3IMYHbIMH CII0OCOOaMHu.




2. | IlpakTuyeckas padora Ne 13. [ToaroroBka TOKyMEHTAIUH JIJIS1 OTKPBITHS CUETA 4
IIPEANIPUSTHSL.
CamocrosiTejibHas padoTa 4
1. | CamocrositebHasi padora Ne 12. CocraBnenue Tabiauibl « Buabl JOKYMEHTOB MO
(MHAHCOBO-PACYETHBIM OIIEPALIUAM»
Tema 3.4. Copep:xanue 6
Ocobennocru 1. | dorosopsL
opopmrenns 2. | Hoepennoctu. Haknanusie. Hapsinel. Kommepueckue akThl.
AOKYMEHTOB 10 3. | [Iperen3uonnbie nucbMa. VICKOBBIC 3asiBICHUS.
CHA0KeHUI0 1
IIpakTHYecKkne 3aHATHS: 4
cOBITY. —
1. | IpakTnueckas padora Ne 14. CocraBiieHue J0BEpEHHOCTEN.
2. | lIpakTnueckas padora Ne 15. CocTtaBieHre NpeTeH3MOHHOT0 MHUCHMA. 2
CamocrosiTesibHasi padoTa 6
1. | CamocrosiTeqibHasi padora Ne 13. CocTaBieHue nakera o0pas3IoB HaKJIaHBIX,
Haps110B, KOMMEPYECKUX aKTOB, JOTOBOPOB, HICKOBOT'O 3asIBJICHMSI.
2. | CamocrosTeabHas padora Ne 14. CoctaBuTh riioccapuii o TeMe pasjena. 3
Paznen 4. Ciiy:xeOHasi M 1eJ10Basi KOPPeCMOHIEH IS 2
Tema 4.1. Conepxanue
IIucemennas 1. | HocraBka MMACbMEHHOU KOpPPECIIOHICHIINH. Hocurenn MMMCbMEHHOU
KOPPeCIOHICHIHSA. KoppecnoHieHIH. PopMaTsl Oymaru Juisi IMCbMEHHON KOPPECIOHICHIINH.
IpakTHYeCcKOe 3aHATHE: 2
1. | IlpakTuyeckas padora Ne 16. OdopmieHne KOHBepTa MOYTOBOTO MHChMa. JTaITbl
OTIIPaBJICHUsI IOYTOBOM KOPPECIOHIEHIIMH.
CamocrosiTesibHasi padoTa 4
1. | CamocrositeibHasi padora Ne 15. Co3gaHue npeseHTalMu Ha TeMy: «Bumabl
MIOYTOBBIX OTHpPABJIEHUH ISl TEPECHUIKM MHCbMEHHOH KOPPECIOHACHIINN
OpraHU3aLMSIMI
Tema 4.2. Conepxanue 4
Koppecnonaenuus, 1. | Tenerpammel. TenepoHOrpaMMBl.
nieperaBaeMas mo 2. | @akcorpammbl. COOOIICHHUS TEKTPOHHOM TOYTHI.
KaHaJIaM CBssH IIpakTHYeckoe 3aHATHE: 4

1.

IIpakTuueckass padora Ne 17. IIpuem Tenedonorpammel. Pabota ¢ akcoBeiM

10



anmaparom.

CamocrosiTesbHast padoTa 2
1 | CamocrosiTesibHast padora Ne 16. OtnpaBka coOOIIEHUH C  MTOMOIIBIO
ANEKTPOHHON MOYTHI.
Tema 4.3. Buanl u Conepxanue 10
Pa3sHOBUAHOCTH 1. | ITucema, cBsI3aHHBIE C paCIPOCTPAHEHHEM HH(GOPMAIIHH.
CJ1yKeOHbIX U 2. | IluceMma, cB3aHHBIE ¢ OOpAILCHUSAMH I10 [TOBOY TEX WM MHBIX JIE€HCTBHUI.
JeJI0BBIX MUCEM.
3. | [lucema-otBethl. [TMcbMa MPETEH3NOHHOTO XapakTepa.
4. | Ilucema, CBS3aHHBIC C BRIPAXKCHUEM BHUMAHUS M YIaCTHA.
5. | Pexomennarenpaoe mucbMo. CONMPOBOAUTENBHOE MTUCHMO.
IIpakTHyeckoe 3aHsATHE: 6
1. | IpakTuyeckas pa6ora Ne 18. CocraBieHHE CIY)KEOHBIX W JCIIOBBIX IHCEM
(u3BemeHre, HHPOPMAIIMOHHOE MHUCHMO, MHCHMO-IIPUIJIAIICHUE, TapaHTHITHOE
MUCHMO, TMCHEMO-3aMPOC, MUCbMO-0TKAa3, PEKOMEH/IaTEIbHOE THUCHMO)
2. | Ilpaktuyeckass padora Ne 19. CocraBneHne nHCbMa-3asBKH, MHChMa- 2
HaIlOMHHAHHUSL.
3. | IIpakTnyeckass padora Ne 20. CocraBieHue NHCbMa-TNIPEATIOKEHUS, MUChMa- 2
POCHOBI.
4. | Ilpaktuueckass padora Ne 21. CocraBieHue NUCbMa- YBEAOMJICHHUS U 2
COIPOBOJUTENILHOTO MHCHhMA.
CamocTosiTe1bHas1 padoTa 10
1. | CamocrositesbHasi padora Ne 17. CocraBieHue nakera oOpa3LoB CIyK€OHBIX U
JICJIOBBIX TTHCEM.
Tema 4.4. Conepxanue 12
Oprauuzauus 1. | [IpaBuna nenoBoro 3tuketa. PeueBoil atuker. CtonoBeiil aTuKeT. KopnopaTuBHbIe

MepONPUATHH U
NepenucKa B
JeJI0BbIX
KOMMYHHUKaIUAX

MmeponpusTus. [Tonapku u OykeTsl.

OpFaHI/ISaHI/ISI " OIPOBEACHUC JICIIOBBIX BCTPEY U BU3HUTOB. OTansl IEPETOBOPOB.

Opranu3anys 1 MpoBEACHUE COBEIAHNM.

IIpyem coTpyIHUKOB; IpUEM IpakJaH o JUYHBIM BonpocaMm. IIpuem nocerureneit
U3 APYrUX OpraHU3alUi 1 KOMaHAMPOBAHHBIX; IPHEM JeJIeTallii.
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Vyactue B BBICTaBKax H sApMapKax. 3aKIroYeHUe W HCHOJIHEHUE J0TrOBOPOB.
Hpe,Z[CTaBJ'IeHI/Ie HHTEPECCOB U IIOCPEAHHUYECCTBO.

Kondmukrasie curyanuu. Iloxyyenne nHPOPMAIMOHHBIX MAaTEpPUaIOB U 00pa3loB
U3JIEIUH.

HpaRTn'{eCKoe 3aHATHE:

1. | IlpakTnueckas padora Ne 22.0neHKa JUYHOCTHBIX KAauyeCTB IPETCHICHTOB Ha
JOJPKHOCTB CeKpeTapsi-1e10IpON3BOAUTENLS.

2. | IlpakTuyeckas padora Ne 23. [Ipaktukym-TpeHHHT — «CTIOCOOBI
IPESYIPEXIECHUS U YCTPAHEHUS! KOH(IUKTa»

3. | IIpakTnyeckas padora Ne 24. [IpakTukyM-TpeHUHT — «CTOJOBBINA STHUKET: TOAAEM
yail, kode; cepBUpyeM 4alHBIA CTOJ; CEPBUPYEM CTOJI JJs 3aBTpaKa; I0jaya
GpPYKTOB.

4. | Ilpaktuyeckasi padora Ne 25. Ilpaktukym-tpeHuHr — «OpraHuzanus npuéma
IIOCETUTENE»

CamocrosiTesibHast padoTa

1. | CamocrositesbHasi paGora Ne 18. CocraBUTh MHCTPYKLMIO IO OpraHU3alUd U
MPOBEJICHUIO COBEIIAHUM.

2. | CamocrosiTeibHasi padora Ne 19. CocTaBUTh MHCTPYKIHUIO 110 OpraHHU3allUU U
MIPOBE/ICHUIO TIpUeMa.

3. | CamocTosiTenbHasi padora Ne 20. CocTaBUTh MHCTPYKIMIO 10 OpPTaHU3AIUN U
MIPOBEICHUIO IIPE3EHTALINU.

4. | CamocTtosiTeibHas padora Ne 21. CocTaBUTh III0CCapHii TIO TEME pasjiena.

Paszgea 5. Me:xknyHapoaHasi nepenucka

Conepxanue
Tema 5.1. 1. | ®opmater Oymaru. IlpoekTupoBanme OsaHKOB. PEKBH3UTHI MEXIyHAPOIHOTO
Me:xkaynapoanbie MUCHMA.
CTaHAAPTRI 1O IIpakTHYeckoe 3aHATHE:
Z?Z%Z::fg 1. HpaRaneCKaﬂv padora Ne 26.0¢opmienue OnaHka JA€IOBOrO NHCbMa JUIs
MEX1YHapOAHOMN NEPENUCKH.
Tema 5.2. Conepxanue
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IMoaroroBka 1. | Berpeun. OOMeH BH3UTAMH.
J1eJ10BO 2. | BeictaBouHas aestensHOCTh. JloroBopsl. KorduukTabIe cutyaryu. KoHOIUKTHL.
KOppecHOHACHIHN 3. | Uadpopmanmonnoe odecnieueHne. GrHaHCOBBIC BOMPOCHL. TpaHCIOpT.
1J1s1 3apYOesKHBIX
napTHEPOB. IIpakTuyeckoe 3aHsATHE:
IIpakTnyeckas padora Ne 27. CocraBneHre NUCbMa-0TBETa (PUPMBI. 2
IIpakTnueckass padora Ne 28. CocraBieHue nHUChbMa aJIMUHUCTPALUU 2
3apy0eKHOMY MapTHEPY.
4. | Ilpaktuyeckas padora Ne 29. Cocrasnenue HHGOPMAIIMOHHOTO MMUCHhMa. 2
5. | IpakTnueckas pa6ora Ne 30. CocTaBieHHE TUCHMA-TIPOCHOEI. 2
CamocrosiTesibHas padora 2
1. | CamocrosiTesabHasi padora Ne 22. J[aTh MUCHbMEHHBIE OTBETHI HA BOTIPOCHI
2. | CamocTosiTeabHas padora Ne 23. CocTaBUTh IVIOCCApUE TI0 TEME pa3jiena. 3
Pa3nes 6. Opranusanus Texkyieii padoTbl ¢ JOKYMEHTAMH.
Tema 6.1. Conep:kanue 18
Opranusanus 1. | ®opMmsbl opranu3zanuy AeI0NpOU3BOACTBA. BbIOOp onTHUMalIbHOM OpraHu3alnoOHHON
1eJ0NPOU3BOACTBA U ¢dopwmel. LlenTpanuzoBannas dopma.
AOKyMeHToo0opora | 2. | JlenieHTpanu3oBanHas (hopMa OpraHu3aIMy Jea0npon3BocTea. Cmemannas hopma
B OpPraHu3alnum. OpraHM3aIlfy JEIOMPOU3BOJICTBA.
3. | Kateropun yupexaeHuil.
4. | Cnyx6a OVY. Cymnocts JJOY. 3agaun u Gyukiuu cinyxost JOY. CtpykTypa
ciyx0b1 JIOVY.
5. | IIpaBa u orBeTcTBEHHOCTH City k061 JIOY. JIOKHOCTHON U TEXHUYECKHI COCTaB
paboTHuKOB. DYyHKIIMOHATBEHBIE 00S13aHHOCTH.
6. | Opranmzamus pabo4yero Mecra JeJIONPON3BOAUTENS. [[eIOBbIC U THYHOCTHBIE
KauecTBa JIEJONPOU3BOIUTETIS.
7. | lonsTHe TOKyMEHTOO00OpOTA. XapaKTEPUCTUKHU JOKYMEHTOOO0pOTA.
DKcnenuImonHas 00paboTka MOCTyMaroIel KOPPEeCOH ISHITUH.
8. | PaccMoTpenue koppecnioHaeHMu pykoBoaureneM. [lepenadya TOKyMeHTOB B
CTPYKTYpHBIE moapa3aeneaus. O0paboTka OTIpaBIsIeMON KOPPECTIOHICHITHH.
9. | HoxkymeHnToo6opoT ucnoaHuTes. OpraHu3aius IBIKCHHS HHUITHATHBHBIX

JIOKYMEHTOB M MIX MTPOEKTOB. [lo/icueT u onTuMm3anus JOKyMeHTO000poTa.
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HpaRTn'{eCKoe 3aHATHE:

1. | IlpakTuyeckasi padora Ne 31. PazpaboTka TeXHOJOTHUECKONW KapThl
JTOKYMEHTUPOBAHHS OT/IEIbHBIX BUI0B JIOKYMEHTOB
2. | IlpakTuyeckasi padora Ne 32. PazpaboTka 10KHOCTHON MHCTPYKIIMH
coTpyaHuKa ciyxos [JOY
3. | llpakTuuyeckas padora Ne 33. OdopmieHue xypHaia Kypbepa. CocTaBleHUE aKTa
MOBPEXKICHUS YIIAKOBKU OTIIPABICHHUS.
4. | IpakTnuyeckas padora Ne 34. PazpaboTka rpaduka JOCTaBKH TOKYMEHTOB B
CTPYKTypHBIE Ioapasnenenus. OpopmieHne pa3HOCHON KHUTH.
5. | lIpakTuyeckas padora Ne 35. OOpaboTka OTIpaBIsieMO JOKYMEHTAIIMT
6. | [IpakTnyeckas padora Ne 36. [Togcyer u aHAIM3 JOKYMEHTOO0OPOTA
OpraHu3aIlyH.
CamocrosiTesibHas padora
1. | CamocrositesibHasi padoTa Ne 24, J[aTh MHCbMEHHBIC OTBETHI Ha BOPOCHI
2. | CamocTosiTesibHasi pafdora Ne 25, l3ydyeHue TOJNOXKEHHS O  CIyxOe
JOKYMEHTAIlMOHHOTO obecrnieueHus yIpaBJICHHUS, UHCTPYKIUS 1o
JOKYMEHTAIMOHHOMY 00€CIIeUeHHI0 YIPaBICHHUS.
3. | CamocTosiTeibHasi padora Ne 26. CocraBieHrHe KOHCIIEKTa 10 TeMe
«HopMupoBaHue JOKYMEHTAllMOHHBIX pabOT CIyXObl JTOKyMEHTAllMOHHOTO
o0ecreyeHus yrpaBieHUs»
4. | CamocrosiTesibHas padoTa Ne 27. CocTaBUTh IIIOCCApUil TIO TEME pa3jiena.
Tema 6.2. Conepxanue
Perucrpanusi u 1. | Perucrpanus nokymentoB. Muaekc nokymenta. @opmbl perucTpaluu JOKYMEHTOB
KOHTPOJIb 2. | KommnbrotepHble 6a3bl AaHHBIX. Llenu u ypoBHU KOHTpoJiss. OCHOBHBIE 3a/1a41
HCIIOJIHEHUSI ci1y>k0bl KOHTpOJIsl. CPOKH UCIIOJIHEHUSI JOKYMEHTOB.
JAOKYMEHTOB. 3. | Xypuansnas ¢popma. Kaproreka.
4. | IloctaHOBKA JOKYMEHTa Ha KOHTPOJIb M CHATHE C KOHTPOJISL.
IIpakTHYecKkoe 3aHATHE:
1. | lIpakruuyeckas padora Ne 37. OnpeneneHue U pa3paboTKa MHJIEKCOB JOKYMEHTOB
2. | lIpakTuyeckas padora Ne 38. Perucrpanus TOKyMEHTOB C IPUMEHEHUEM
KYPHaIBHON (POPMBI

14



3. | IpakTnueckas padora Ne 39. Peructpaiiys JOKyMEHTOB C IPUMEHEHUE KapTOTEK. 4
4. | IpakTnueckas padora Ne 40. KoHTposb ncnoyiHeHus 2
CamocrosiTejibHas padoTa 10
1. | CamocTositenbHas padota Ne 28. PazpaboTaTh MaMsTKH perucTpalii U KOHTPOJISA
WCIIOJIHEHUS IOKYMEHTOB B 3aBUCHMOCTH OT ()OpPMBI yUeTa.
2. | CamocrosiTesibHasi pa6ora Ne 29. CocTaBuTh TII0OCCAPHIA 110 TEME pa3jena. 3
Pazgen 7. OcoO0eHHOCTH OPraHM3aIluM JJOKAJbHBIX CHCTEM PadoThl C TOKYMEHTAMM.
Tema 7.1. Conep:xanue 4
Opranusanus 1. | IlpaBoBas 6a3a paboTsl ¢ oOpameHusIMu rpakaad. TpedoBaHus 1Mo 0hOpMIICHUIO
padoThI ¢ oOpanienuit rpaxaan. [lopsmok 06paboTku oOparieHui rpaxaaH.
o0paieHnsIMHI 2. | Peructpamus obpamenuii rpaxnad. KoHTposs 3a paccMoTpeHreM o0paiieHuii
rpaxaaH. rpa)KIaH.
IIpakTHYeCcKOe 3aHATHE: 2
1. | IlpakTnueckas padora Ne 41. Peructparus oOpamieHuil rpaxaan, onpeaeacHue
CPOKOB UCIIOJIHEHMUSI.
CamocrositesibHas padora 4
1. | CamocrosiTesabnasi padora Ne 30. CocTaBUThH IPE3EHTALIMIO 10 TEME
«Opranusanys padoTsl ¢ 00pallleHUsIMU TPaKJIaH»
Tema 7.2. Coaepxxanue 14
JoxkymentupoBanue | 1. | Kommiekc kaapoBoil JOKyMEHTALIUH.
paboTeI 2. | JloKkyMeHTHpOBaHHE IpHEMa Ha paboTy
TIEPCOHATOM. 3. | HoxyMeHTHpOBaHHE IIepeBO/ia COTPYIHUKOB Ha APYTr'yI0 paboTy.
JIOKyMEHTHUPOBaHHE TOOIIPEHUST PAOOTHIUKOB 1 HAJIOKESHUS JUCIUTUTMHAPHBIX
B3bICKaHUU.
4. | IokyMeHTHUPOBAaHKE YBOJIbHEHUS PAOOTHHUKA.
5. | ®opMupOBaHUE JUYHOTO Aeja COTPYHHKA.
6. | HoxymMeHTHpOBaHKE ydeTa U OTUETHOCTH IO KapaMm.
7. | 3amuTa MepCcoOHANbHBIX TAaHHBIX B KaJPOBOU CITykKOe.
IpakTuYecKkoe 3aHATHE: 2
1. | IpakTuyeckas padora Ne 42. OdopMieHHE TOKYMEHTOB O TIEPEBO/IE
COTPY/IHUKOB Ha JPYTyI0 paldoTy.
2. | IlpakTnyeckas padora Ne 43. OdopmiieHne TOKYMEHTOB 00 yX0/i€ COTPYAHUKA B 2

15



OUYEepETHOM OTIYCK.

3. | lIpakTnueckas padora Ne 44. ®opmMupoBaHue JIMYHOTO JIEJIa COTPYTHUKA. 2
4. | Ilpaktuyeckast padora Ne 45. CocraBieHHEe KaJIJpOBbIX OTUYETOB. 2
CamocrosiTesibHas padora 4
1. | CamocrosiTeqbHasi padora Ne 31. Coobmienue Ha TeMy «JlomOTHUTEIBHBIC
JOKYMEHTBI, HEOOXOIUMBIE IPU MpUEMe Ha paboTy OTAEIbHBIX POpECcCHii»
Tema 7.3. Conepxanue 10
Opranmsanus 1. | be3omacHOCTh IEHHBIX HH()OPMAITIOHHBIX PECYPCOB.
paborsi ¢ 2. | Llennas unpopmanus 1 KOHQUACHIHATBEHBIC TOKYMEHTHI.
KOH(UIeHIHATbHBI 3 1 -
MH TOKYMEeHTAMH . erJaMeHTAIHs COCTaBa KOH(DUICHIIMAIBHBIX CBEICHUIA U IOKyMEHTOB
4. | JlokymeHTHpOBaHHE KOH(UIECHIIMAIBHBIX CBEICHHIA.
5. | Iopsimok paboOTH! UCTIONHUTENEH ¢ KOH(PHICHIMATBHBIMHA JJOKYMEHTAMH U
CBEICHUSIMH.
IIpakTnyeckoe 3ansTHE 4
1. | IlpakTuyeckasi padora Ne 46. Pabota ¢ KoH(DUICHIIMATBHBIMA JOKYMEHTAMH U
CBEACHUSIMU
CamocrosiTesibHas padoTa 10
1. | CamocrositebHasi padora Ne 32. [TucbMeHHO OTBETUTH Ha BOIIPOCHI.
2. | CamocTositesqibHast padora Ne 33. CocTaBHTh TI0CCapuil IO TEME pasfena. 3
Paznen 8.CucremaTu3anus ¥ OpraHu3anus oNepaTUBHOIO XPaHeHUs JOKYMEHTOB.
Tema 8.1. O0mue Conepxanue 6
NPUHIUTBI 1. | Pacnpenenenuie NCIONHEHHBIX JOKYMEHTOB IO JI€JaM.
Gopmuposanusi 1e, | 2 | Cocrasinenne 3arogoBKOB aei. [IOHsTHE HOMEHKIATYPBI JICIL.
cucreMaTu3auus u
3. | OdopmiieHne 1 BeileHUE HOMEHKIIATYPBI Jiesl. TUITOBBIE U TPUMEPHBIE
yueT J0KYMeHTOB
HOMEHKJIATYpBhI JIe.
OpraHM3anuu.
IIpakTnyeckoe 3ansATHE 6
1. | IpakTuyeckas padora Ne 47. Pa3paboTka HOMEHKIIATYPHI JIEI.
2. | IlpakTnyeckas padora Ne 48. Opranusanus MecT ONepaTUBHOTO XpaHEHUS 4

JIOKYMEHTOB.
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CamocrosiTesbHast padoTa

1. | CamocrositenbHasi padota Ne 34. [TucbMeHHO OTBETUTH Ha BOIIPOCHI.

Tema 8.2. Ounenka
3HAYMMOCTH
JOKYMEHTOB U
omnpejejieHHe CPOKOB
XpaHeHwusl.

Conep:kanue

1. | Kpurepuu oueHKH HH()OPMAITMOHHOTO COACPKAHUS JOKYMEHTOB. JKCIIEPTH3a
LIEHHOCTH JOKYMEHTOB U 9KCIIEPTHbIE KOMUCCHH. TUIOBBIE U BETOMCTBEHHBIE
IIEPEYHU JTOKYMEHTOB.

HpaRTn'{ecmle 3aHATHSA:

1 | IpakTuyeckass padora Ne 49. OdopmieHue MTOKYMEHTAIMH SKCIEPTU3BI
HCHHOCTHU JOKYMCHTOB.

CamocrosiTesibHas padora

4. | CamocrosiTeabHasa padora Ne 35. CocraBineHne MHCTPYKIMH 110 OpPraHU3alWd U
MPOBECHUIO SKCIIEPTH3bI IIEHHOCTH JIOKYMEHTOB.

Tema 8.3. Xpanenue
JTOKYMEHTOB W JIeJI.

Conepxanue
1. | OnepatuBHOE XpaHEHHUE JOKYMEHTOB Y UCIOJHUTENICH.
2. | OdopmiieHre TOKYMEHTOB H €]l K IJIUTEIHHOMY U MIOCTOSTHHOMY XPaHEHHUIO.
3. | Ilopsiiok MOATrOTOBKY M Iepeauu 0OpalleHuil rpaX/iaH Ha XpaHEHHE.
4. | ®opmupoBanue, 0pOpMIICHUE U XPAaHEHHE JIEN, COJIEPKAINX KOH(UICHIINATbHBIE

HOKYMCHTHBI.

HpaKTI/I‘leCKOC 3aHATHE

1. ‘ IIpakTnueckas padora Ne 50. Odopmienue nena

CamocrosiTesibHas padora

1. ‘ CamocrosiTesibHast padora Ne 36. CocraBieHue rioccapus o TeMe pasjaena

Paznen 9. ABTOMaTH3l/IpOBaHHI)Ie CHUCTEMbBI U TEXHOJOIHU JOKYMEHTALIMOHHOI'O odecneyeHu YiupasBJicHuUs.

Tema 9.1.
Komnbrorepubie
CHCTEMBbI U
TEeXHOJIOTUH
CO31aHUA
AOKYMEHTOB.

Conepxanue

1. | IlpoGiema uHTETpAIIMK TPOTPAMMHBIX CPEACTB 0OPAOOTKH JOKYMEHTOB U METOJIbI
ee pemenus. OducHble MporpaMMHbIe cucTeMbl. O0agHbIe O(HCHL.

IIpakTHYecKHE 3AHATHA:

1 | IlpakTuyeckasi padora Ne S1. 3HaKOMCTBO € AJIEKTPOHHBIMU O(PUCHBIMU
CHUCTEMaMH.

2 | DpaxkTuyeckas padora Ne 52. PaGora B o6maunom odpuce Google Docs
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CamocrosiTesibHas padoTa 3
1 | CamocrosiTeabHas padora Ne 37. [IlucbMeHHO OTBETUTH Ha BOIPOCHI
Tema 9.2. Copep:xxanue 6
ABTomaTu3npoBaHH | 1. | HeoOxomuMocCTh 1 3a7]a4i KOMIDIEKCHOM aBTOMATU3aIlMK JOKYMEHTAIIMOHHOTO
ble CHCTEMBbI obecrieyenus yrpasiaeHus. OCHOBHBIE CIIOCOOBI CO3/IaHUS aBTOMATU3UPOBAHHOM
JAOKYMEHTHPOBaHMA CHCTEMBI JIOKYMEHTAI[HOHHOTO 00ECIICYCHHUS YITPABIICHHSL.
AesAITeTbHOCTH 2. | OcHOBHBIE XapaKTEPUCTHKU aBTOMATU3UPOBAHHON CHCTEMBI IOKYyMEHTAIIHOHHOTO
OpraHu3anmii. obecrieueHus yrpasieHus. [Topsgok co3nanust CUCTEMBI YIIPaBICHHUS
JOKYMEHTaMH.
3. | OcHOBHBIE XapaKTEPUCTHKH aBTOMATU3UPOBAHHON CUCTEMBI IOKYMEHTAIIHOHHOTO
o0ecrieYeHus yIpaBIeHHUsL.
CamocrosiTesibHasi padoTa 3
1. CamocrositenbHas padora Ne 38. [lucbMeHHO OTBETUTH Ha BOTIPOCHI
Tema 9.3. Coaep:kaHue 6
Od¢opmienue 1. | OcuoBHble MeTonbl odopmieHus (dopmatupoBanusi) Tekcta. OdopmiieHue
TeKCTA. CHMBOJIOB TEKCTA.
2. | Odopmnenue ab3aueB. Pacnonoxxenue Tekcra. PyOpuku, BbIeIeHHS TEKCTa.
3. | Odbopmitenne  3aronoBkoB.  [Ipmmeuanusi, cHOCkM.  Bepcrtka — cTpaHuIl
MHOT'OCTPAaHUYHOTr0 TeKcTa. IleuaTs.
IIpakTHyeckue 3aHATHA: 2
1. | IpakTuyeckas padora Ne 53. Coznanue u 0hOpMIICHHE TEKCTOBBIX JOKYMEHTOB.
2. | IlpakTnyeckasi padora Ne 54. OdopmiieHre 3aroJ0BKOB, IPUMEUaHHH, CHOCOK. 2
3. | IlpakTnueckas padora Ne 55. BepcTka cTpanmuil, nedaTh JTOKYMEHTOB. 2
Tema 9.4. Coaepxxanue 4
Iloaroroska 1. | [lonsaTtue u crpykrypa TaGnuibl. OCHOBHBIE TpeOOBaHUS K (OpME U MOCTPOEHUIO
Tad/u. TabJIHIIL.
2. | OdopmiieHrEe HYMEPAaIMOHHOTO 3arojioBka TaOmuiel. OpopmileHHe 3arojoBKOB U
rpad.
IpakTHYeCKHe 3aHITHS: 3
1 \ IIpakTuyeckas padora Ne 56. PaGora ¢ TabnumaMu B TOKyMEHTaX.
CamocrosiTesbHasi padoTa 3
1. | CamocrosiTeannasi padora Ne 39. CocTaBuTh IJI0CCapHid IO TEMe pasjiena.
2. | CamocrosiTenbHasi pabora Ne 40. Penienue TecTOBBIX 3aJJaHHM. 3
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524

®opMa UTOTOBOr0 KOHTPOJIS - KBATH(PUKAIMOHHBIA IK3aMEH.
J1s XapakTepUCTUKH YPOBHS OCBOCHHS YU€OHOTO MaTepualia UCIOIb3YIOTCS CIeIyIoIue 0003HAYCHNUS:

1.- o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEe U3yYCHHBIX 00BEKTOB, CBOICTB);
2. - PENPOAYKTUBHBIN (BBIIOJIHEHUE AEATEIBHOCTH 110 00pa3ily, MHCTPYKLHUU WU O PYKOBOJCTBOM)
3. - IPOAYKTUBHBIH (ITAHWPOBAHUE U CAMOCTOSITEIILHOE BBIMTOJHEHHUE ACATEIBHOCTH, PEIICHUE TPOOIEMHBIX 33/1a4)
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3. 3. YcaoBus peanusanuy npopecCHOHAIBLHOT0 MOLYJIs

3.1. TpeGoBaHusA K MUHMMAJIbHOMY MAaTEPHAJIbHO-TEXHUYECKOMY 00ecne4eHH 0

Peanmzanmss ~ ydeOHOM  gucuuIiuiMHbl — TpeOyer — Hanmuuus ~— ydeOHoro — kabuHeTa
«/loKyMeHTAMOHHOT0 00ecreYeHus1 YIPaBJIeHUs;

O6opynoBanue yaeOHOro KabUHeTa!

— Crou1, KOMITbIOTED (pabouee MECTO MpernoaaBaTes)

— CTOJ1BI ¥ KOMIIBIOTEPHI (111 CTYIEHTOB)

—CereBoii goctyn B UHTepHET

— KommiekT 6;1aHKOB yHU(DUIIMPOBAHHBIX (JOPM TOKYMEHTOB

— KomMriekT yd4eOHO-MeToANYeCKO TOKyMEHTAlUN

O6opynoBanust T1a0OpaTOPUU U pabOYUX MECT JIaAbopaTOpUu MH(OOPMAIMOHHBIX TEXHOJIOTHIA B
npohecCuoHaNBHOM NeSTebHOCTH:

— KOMIIBIOTEPBI, IPUHTEPHI;

— CKaHep;

—MoO/ieM (CIIyTHUKOBasi CUCTEMA);

— [IPOEKTOD;

— [JIOTTEPBL;

— cTaHAapTHoe nporpammHoe obecrneuenue: MS Windows 7, TekcToBblit pegaktop MS Word,
penakTop snekTpoHHbIX Tabmuiy MS Excel; CYBJ] MS Access, Inrernet Explorer;

—mporpamma 1C: 3apmuiara u ynpasienue, 1C: JJokyMeHTOO00pOT U J€IONPOU3BOICTBO;

— KaJIbKYJISITOD;

— MHTEpaKTUBHAs JI0CKa;

— MyJIbTUME/UA IPOEKTOP.

3.2. UndopmanuonHoe odecnieyenne o0ydeHust

Ilepeuenn yueOHbIX n3aaHuil, UHTEepHET-pecypcoB, 1ONOJIHUTEILHOM JUTEPATYPbI

HopmaTuBHO — NpaBoBbIe AKThI:

— @enepanbHbIii KOHCTUTYLIMOHHBIH 3aKOH «O0 yIOJTHOMOYEHHOM II0 TpaBaM YeJIOBEKa B
Poccuiickoit denepanun» ot 26.02.1997 No 1-OK3;

— 3akoH Poccuiickoit @enepanun «OcHOBBI 3aKoHOAaTeNnbcTBa Poccuiickoin deneparuu o
KynpType» oT 09.10.1992 Ne 3612-1;

— @enepanbHblil 3ak0H «O0 apxuBHOM Jeine B Poccuiickoit @enepaunn» ot 22.10.2004 Ne
125-d3;

— pasznen VII I'paxnmanckoro xoaekca Poccuiickont ®enepanun «IIpaBa Ha pe3ynbTarbl
MHTEJUIEKTYaJ IbHON JeATEIbHOCTH U CPEJCTBAa MHAMBUAYyanu3auum» (yrB. PenepaabHbIM 3aKOHOM OT
18.12.2006 Ne 230-®3);

— 3akoH Poccuiickoit @enepanun «O rocynapctBeHHoH TaiiHe» oT 21.07.1993 Ne 5485-1,

— DepnepanbHblil 3ak0H «O denepanbHOi penpaberepckoit cBsa3u» oT 17.12.1994 Ne 67-03;

— ODenepanbHblil 3aK0H «O0 0053aTeIbHOM 3K3eMILIpEe JOKYMEHTOBY» OT 29.12.1994 Ne 77-
®3;

— DepnepanbHblil 3ak0H «O 6nbIUOTEYHOM Aene» oT 29.12.1994 Ne 78-D3;

— Denepanbubii 3akoH «O cBszu» oT 07.07.2003 Ne 126-D3;

— @enepanbHblil 3akoH «O0 MH(pOpManuK, HHPOPMALMOHHBIX TEXHOJOTHAX M O 3allluTe
uHpopmanum» ot 27.06.2006 Ne 149-03;

— @enepanpHblii 3ak0H «O JIMIIEH3UPOBAaHUM OTJIENbHBIX BHUIOB JIEATEIBHOCTU» OT
04.05.2011 Ne 99-@3;

— DenepanbHbliii 3ak0H «O mouToBo cBsi3u» 0T 17.07.1999 No 176-D3;

— DenepanbHbIii 3akoH «O0 snexkTpoHHON moamucku» oT 06.04.2011 Ne 63-D3;

— DepnepanbHblil 3aK0H «O TEXHUUYECKOM perynupoBaHun» ot 27.12.2002 Ne 184-P3."

— Tpynosoii konexc PO
— "TOCT P 7.0.97-2016. Haumonanpubslii crangapt Poccuiickoii @enepanuu. Cucrema
CTaHJapTOB 1O WH(OpMaIMu, OWMOJIMOTEYHOMY U HW3JaTelbckoMy gneny. OpraHu3airoHHO-
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pacriopsauTenbHas JNOKyMeHTauus. TpeOGoBanus k odopmienuto nokymeHToB" (yTtB. Ilpmkasom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

— T'OCT P 34.10—2012 «Mudopmarmonnas texnonorus. Kpunrtorpaduueckas 3amura
uHpopmanuu. [Ipoueccs! popMUpOBaHUS U IPOBEPKH FINEKTPOHHON LIUPPOBOI MOAIUCH.

— T'OCT P 6.30—2003 «YHuoumupoBanHasi cuicTeMa OpraHH3alOHHO-PACIOPSAUTEIBHON
JoKyMeHTanuu. TpeboBaHus K 0QOPMIIEHUIO TOKYMEHTOBY.

— TOCT 7.59—2003 «CHUBU/I. WnnexcupoBanue AokyMeHTOB. OOmue TpeOOBaHUS K
cUCTeMaTH3alluy U NIPeIMETU3ALUN .

— T'OCT P 33.505—2003 «Eaunsrii Poccuiickuii crpaxoBoii ¢pona noxkymentanuu. Ilopsimok
CO3JIaHUs CTPaXoBOro (JOHAA TOKYMEHTAIUH, SBJISIOIIEHCS HAllMOHAJIbHBIM Hay4YHbIM, KYJIbTYPHBIM U
HCTOPUYECKUM HACTIEAUEM).

— T'OCT P 7.0.8—2013 «CUBU/. [lemonpou3BOACTBO M apXWBHOE J€10. TEepMHUHBI U
OIIPEEIICHUS.

— I'OCT 6.10.4—84 «YHuUUIUpPOBAHHBIE CHCTEMbI  JOKyMeHTauuu. [Ipumanue
IOPUAMYECKON CHJIBl JIOKYMEHTaM Ha MAaUIMHHOM HOCUTENIE M MAallMHOI'PaMME, CO3aBacMbIM
CpeACTBaMHU BBIYMCIUTEIbHON TEXHUKH. OCHOBHBIE IOI0KEHUS.

— T'OCT 6.20.1—90 (MCO 9735—88) «OneKkTpoHHbIII OOMEH JaHHBIMHU B YIPaBJICHUH,
toprosie u Ha Tpancnopre (JANDAKT). Cunrakcuyeckue npaBuia.

— TOCT 6.103—83 «3amucey wuHPOpMaUK YHU(UIUPOBAHHBIX JOKYMEHTOB B
KOMMYHHUKaTUBHOM (popmMaTe».

— TOCT 28388—89 «JlokymeHThI Ha MAarHUTHBIX HOCHUTENAX JaHHbIX. [lopsmok
BBINOJIHEHUS U OOPALICHUS.

— T'OCT 6.10.5—87 «YuuduuupoBaHHbIE CUCTEMBl JOKyMEHTauuu. TpeboBaHus K
HOCTPOCHUIO (popMyIIsipa-o0pas3mar.

— T'OCT 9327—60 «bymara. [Torpebutenbckue Gpopmarbiy.

— TOCT 7.65—92 «CUBUJ. KunomoxymeHtbl, (HOTOJOKYMEHThI M JOKYMEHTHI Ha
Mukpodumibmax. OOure TpeOoBaHUS K apXUBHOMY XPaHEHHUIO».

— TOCT 7.68—95 «CUBU/l. ®onou BuaeogokyMeHThl. OO0IIHe TEXHUYECKHE TPeOOBaHUS K
ApXUBHOMY XPaHEHUIO».

— TOCT 7.69—95 «CHUBU/. AyauoBusyanabHble AOKYMEHTH. OCHOBHBIE TEPMHUHBI U
OTIPEICTICHUS.

— TOCT 17914—72 «O0n0XKU Aed JUIMTENbHBIX CPOKOB XpaHEHHUs. Tumbl, pa3Mepbl U
TEXHUYECKUE TPEOOBAHMSI.

— T'OCT 13699—91 «Banuck u BocripousBeieHre HHPopMaLuu. TepMUHBI U OIPEICTICHUS.

— T'OCT 13.1.105—91 (CT C9B 5052—85) «Penporpadusi. Mukporpadus. Mukpoduiu.
Tunem.

— T'OCT 17586—280 «bymara. TepMuHBI U OIPECIICHUS».

— T'OCT 18510—87 «bymara nucuas. TEXHUUECKUE YCIOBUSI.

— T'OCT 7.50—2002 «CUBU /. Konceppanus nokymeHToB. O0111e TpeOOBaHUS ».

— T'OCT 15971—90 «Cuctemsl 06paboTku nH(popManMu. TepMHUHBI U ONIPEIETICHUS.

— T'OCT 13.1.101—93 «MukpopuibM [TOKyMEHTa Ha IMpaBax NoJIMHHUKA. [lopsimox
U3TOTOBJICHUS], yUeTa, XPAaHEHUS U IPUMEHECHUSD.

— TOCT 55.6—85 «/lokymeHntsl Ha OyMaKHBIX HocutTessx. IIpaBuia rocynapcTBEHHOIO
xpaHeHus. TexHuueckue TpeOoBaHUS Y.

— T'OCT 7.48—2002 «KoHcepBanusa 10KyMeHTOB. OCHOBHBIE TEPMUHBI U ONIPEJCICHUS».

— TOCT 28162—89 «CpenctBa i1 HaHECEHMs 3aIIUTHBIX IOKPHITMM HA JOKYMEHTBHI.
OO61re TeXxHUYeCKue TPeOOBAHUS.

— T'OCT 7.1—2003 «bubnuorpaduueckas 3anuck. budnauorpaduueckoe onucanue. OOmme
TpeOOBaHUS U MpaBUiIa COCTABICHUS».

— T'OCT P HCO 15489.1—2007 «CHUBUJl. VYmupaBnenue noxkymeHtamu. OOuue
TpeOOBaHUS Y.
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— IlpaBuna nenompousBOJACTBAa B (heaepanbHBIX OpPraHax HUCHOJHUTENBbHON BiacTé (YTB.
nocradoBjeHueM [IpasutensctBa PP ot 15.06.2009 Ne 477)

OcHOBHbIE HCTOYHHUKH:

1. Kopnees, U. K. JlokymeHTaIlmOHHOE OoOeCIIeUeHNE YIIPaBICHUS: YUCOHUK U TIPAKTUKYM JIJIst
cpenuero npodeccuonansuoro obpasosanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamrypres. — 2-
e u3., nepepad. u mon. — Mocksa: UznarensctBo HOpaiit, 2020. — 384 c. — (IlpodeccronanbHoe
oOpa3oBaHue).

2. Ky3unenoB, . H. [lokymeHTanmoHHOEe oOecreueHune ympaBiieHus. JlOKyMEeHTOOOOpOT u
JEIONPOU3BOJICTBO: YICOHUK U MPAKTUKYM JUIsI CpeAHEro mpodeccruoHanbHoro oopazosanus / . H.
KysnemnoB. — 3-¢ u3a., mepepad. u gom. — MockBa: M3parensctBo FOpaiit, 2020. — 462 c. —
(ITpodeccuonanbaOe 0Opa3oBaHue).

JlonoTHUTeIbHbIE UCTOYHUKH:

HNuTepHeT-pecypcen:

— http://www.consultant.ru (ITpaBoBas cucrema «KOHCYIBTaHT»

—www.garant.ru (IIpaBoBas cucrema «I'apanrt»)

— https://www.profiz.ru sxypaan «Cekperapb-pedepeHT»
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4. KoHTpPOJIb M OLIEHKA Pe3y/IbTATOB 0CBOCHHUS NMPO(eCcCHOHATBHOI0 MOAYJIA
OCHOBHOH LIEJIBI0 OLIEHKM OCBOEHHS Y4€OHOM AMCLUIUIMHBI SBJSIETCS OLIEHKAa OCBOCHHBIX
YMEHUHN U YCBOCHHBIX 3HAHUM.
OrneHka KauecTBa OCBOCHHUS Y4EOHOH AMCLUIUIMHBI BKIIOYAET TEKYLIUH KOHTPOJIb 3HAHUH,
IIPOMEXXYTOUHYIO 1 HTOTOBYIO aTTECTAIIMIO O0YJaIOIIUXCS.
KoHTpoib M omeHka pe3yapTaToB OCBOEHUS YY€OHOH JMCLUIUIMHBI OCYLIECTBISETCS
IpernojiaBaTesieM B IPOLECCe MPOBEACHUS MPAKTHUECKUX 3aHATHH M CaMOCTOSATENBHBIX paboT,
TECTOBBIX 3a/1aHui, TUPPepeHIIMPOBAHHOrO 3a4eTa.
dopMaMu IPOMEKYTOUHON aTTecTallen 1Mo npo(ecCHOHATEHOMY MOAYIIO SIBIISIFOTCS: APyrue (GOpMbI
KOHTPOJIs, U PepeHIIMPOBaHHbIE 3a4€Thl, KBATU(DPUKALIMOHHBIN SK3aMeH.

PesyabTaTsl OcHOBHbIE NOKA3aTeJIU OLIEeHKH pe3y/ibTaTa ®opMbI M METO/bI
(ocBOEHHBbIE KOHTPOJISI ¥ OLIEeHKH

KOMIIeTeHIHH) pe3yJbTaToB 00y4eHHs
I[IK 1.1. TlpuaumaTh U | - KQUECTBEHHO OPraHU30BaTh COOCTBEHHYIO Tekymuii KOHTpPOJIb B
PETUCTPUPOBATH JIESITEIIbHOCTb; dopme:
MOCTYMAIOIYIO - [PaMOTHO HCIIOJIb30BaTh - IPAKTUYECKUX 3aHITUI;
KOPPECIOHICHIIHIO, MH(OpPMaLIMOHHbIE TEXHOJIOTUH B - CaMOCTOSITEITbHBIX
HAIPAaBIIAThH ee B | MpodecCUOHANBHON 1eATeIbHOCTH; pabot mo Temam M/IK.
CTPYKTYpPHBIE - YMEHHUE COCTABIISTh U OPOPMIIATH DKcnepTHas OLEHKA.
noJipa3iesieHus CitykeOHbIe TOKYMEHTHI B CpaBHEHUE C STATOHOM.
OpraHU3aLNN. POECCUOHAIBHON JESITEIHHOCTH. [IpomexxkyTounas
[IK 1.2. PaccmaTpuBath | - pacCMaTpUBaTh U TOTOBUTH JOKYMEHTHI HA | arTecTauus B opme:
JIOKYMEHTBI Y | UCIIOJTHEHUE C YYETOM PE3OIOIUHN [To MIK.0101 npyrue
nepegaBaTh  MX  Ha | pyKOBOAMTENEH OpraHu3alluy; (hOpMBI KOHTPOJISL.
UCIIOJJHEHUE C YYETOM | - TOTOBUTH U IEpeaBaTh JOKYMEHTHI Ha HuddepenunupoBanHbe
PE30ITIOIHNH aApXUBHOE XPaHEHUE; 3a4eThl 1o MJK,
PYKOBOJMTENEH - mepeaayda J0KyMEHTOB MOCIIE PE3OIOIUN yueOHOU u
OpraHH3aIiH. PYKOBOJIUTEIICH OpraHU3alliy Ha UCIIOJIHEHUE | IIPOU3BOJICTBEHHOM

10 OT/IEJIaM. MPaKTHKE.

I[IK 1.3. OdopMmisirs | - H(pUHUMATh U PETUCTPUPOBATH Kpanu¢pukanmoHHblii
PEruCTpaIliOHHbIE MOCTYMAOLIYI0 KOPPECTIOHCHIIMIO, 9K3aMCH 1o
KapTO4YKM M CO3/aBaTh | HAIIPABIIATh €€ B CTPYKTYPHBIE pohecCHOHATEHOMY
OaHK JaHHBIX. MOIyJIIO.

MO/Apa3ieNICHNus;
- popMupoBaTh Aena;

- obecreynBaTh COXPaHHOCTh APXHUBHBIX
JIOKYMEHTOB B OpraHU3aIlNH;

- obecreynBaTh KAY€CTBO XPaHEHUS
JIOKYMEHTOB B apXMBHOM XPaHEHUHU.

ITIK 1.4. Bectu | - BeCTH KapTOTEKy y4eTa;

KapTOTEKY yueta | - 0pOpMIISITh PErUCTPALIMOHHBIE KAPTOUKH;

IIPOXOKIACHHUS - OTNpAaBJIATb HCIOJHEHHBIE JOKYMEHTBI

JIOKYMEHTaIbHBIX ajzpecaTam;

MaTepUasoB. - obecneuyuTh OBICTPHIN MOUCK JOKYMEHTOB
HAy4YHO-CIIPABOYHOMY anmapary
(kapToTeKaM) OpraHu3aluu.

I[IK  1.5.0cyiiecTBasiTh | - OCYMECTBIISITh KOHTPOJIb 32 MPOXO0XKICHUEM

KOHTpOJIb 3a | TOKyMEHTOB;

MIPOXOXKICHUEM - OTHpaBJIATH  MOCJIE€  KOHTPOJS  TO

JIOKYMEHTOB. WHCTaHIMSIM.
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I[IK 1.6. OtnpaBisirh
HCIIOJIHEHHYIO
JIOKYMEHTAIU IO
azpecaTam C
MPUMEHEHUEM
COBPEMEHHBIX
OpraHU3aIMOHHOI
TEXHUKH.

BUOB

- MPaBUJILHOCTD MOJIKJTIOYEHUS
MEPCOHAIBHOTO KOMIbBIOTEpa IS  PabOTHI
cocTaBleHUSI U O(OPMIIEHHUS CIYXKEOHBIX
JIOKYMEHTOB;
- KAQueCTBEHHO OpraHU30BaThb COOCTBEHHYIO
JIESITEIIbHOCTb;

IIK 1.7. CocraBniate u
0pOpPMIISITh  CITy>KEOHBIS
JIOKYMEHTBI, MaTepuaibl
c HCIIOJIb30BaHUEM
bopmysIpoB
JIOKyMEHTOB
KOHKPETHBIX BHJIOB.

- COCTaBJIATh U OQOPMIIATH HA MEPCOHATLHOM
KOMITbIOTEPE CITy)KeOHBIC JIOKYMEHTBI
KOHKPETHBIX BUIOB;

- Odopmiate ciayxeOHBIE JOKYMEHTBI C
Pa3HBIMU PEKBU3UTAMH.

OK 1.Ilonumars
CYILIHOCTh u
COIMATBHYIO

3HAYUMOCTh cBOEH
Oynymeir  mpodeccuu,
NPOSBIATH K HEel

YCTOWYHMBBIN UHTEPEC.

- JIeMOHCTpalusi HuHTepeca K Oyaymen
npodeccum,

- MPOSIBJICHNE WHUIMATHUBHI B ayJUTOPCKON H
CaMOCTOSITENIbHOW ~ paboTe, BO  BpeMs
MIPOXOXKIACHUS TPAKTUKH.

DKcnepTHas OLEHKA.
[TonoxutenbHble
OT3bIBBI PYKOBOJUTENEHN
IOPaKTUKA CO CTOPOHBI
IPEIIPUITHSL.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
NEeSTENIbHOCTh,  HCXOJA
U3 1eau U crnocoOoB ee
JIOCTUKECHHUS,
OTpEeIeTICHHBIX
PYKOBOIHTEIEM.

'BBI60p U IIPUMCHCHUEC MCTOIOB U crmoco0oB

pemieHuss  Tpo(eCCUOHATBHBIX  3a7ad B
obnactu JlOKyMEHTalIMOHHOTO O0Oecre4YeHus
JIEATEIbHOCTH OpraHu3auu u

HH(pOpMaIMOHHOM 0€30MMacCHOCTH.

[IpakTryeckue 3a1aHus.
ITomoxxurenpHBIC
OT3BIBBl PYKOBOJUTENEH
MPaKTUKH CO CTOPOHBI
PEANPUSITHS.

OK 3. AHanu3upoBatb
pabouyto CUTYAIIHIO,
OCYIIECTBIIATh TEKYILIUN
Y UTOTOBBIN KOHTPOJIb,

OLICHKY ¥ KOPPEKLUIO

COOCTBEHHOI
JIeITEIIbHOCTH, HECTH
OTBETCTBCHHOCTH 3a
pe3ynbTaThl cBOEH
paboThL.

- MOJEJIMPOBAHUE HECTAHAAPTHOM CUTyallUU
B rpymnmnax.

-TpaMOTHAas OILIEHKa PECypCOB. HEOOXOAMMBIX
TSI BBITTOJTHEHUS 3aIaHUH.

- [pU3HAHUE  HAIUYMA
aJIcKBaTHAs pPEeakIs Ha HEe.
- BBICTpaMBaHUE BAapPUAHTOB AJIbTEPHATHUBHBIX
NEeUCcTBUHU B ciydae BO3HHUKHOBEHHUS
HECTAHJAPTHBIX CUTYaLIUi.

-pacdeT BO3MOYKHBIX PUCKOB U ONpPEAEICHUE
METOJIOB MU CHOCOOOB WX CHUXECHHUS TMpH
BBITIOJIHEHUS PO(HECCUOHATBHBIX 3a/1a4.

npodieMbl U

[IpakTnueckue 3anaHusl.
[enosas urpa.
[TonoxurenbHble
OT3BbIBBI PYKOBOJUTENEH
IPAKTUKA CO CTOPOHBI
MIpEeANPUATHS.

OK 4. OcymecTBisiTh

- TOUCK MH(pOpMaIMM B HH(POPMALMOHHO —

HpaKTI/I‘{eCKI/Ie 3aJaHusd.

IIOUCK nH(popMalny, | IPaBOBBIX U MH(OPMALMOHHO - CHpaBOYHbIX | DopMaIn30BaHHOE
HE00X0IMMOH JUISL | CUCTEMax U ee aHallu3. HabroieHue.

3¢ (HeKTUBHOTO - HaxO0JICHUE, HCITOJIb30BaHNE

BBITTOJIHEHHS pasHOOOpa3HBIX HCTOYHUKOB MH(POPMALIUH.

PO eCCHOHATBHBIX

3a]au.

OK 5. Hcnonw3oBath | - paboTa B 17100anbHOM KOMMbIOTEpHOI ceTH | Tekyummii KOHTpoJb B
UH(OPMAaIMOHHO- WuTepHer. dopme:
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KOMMYHUKaIlMOHHBIC

- IPaKTUYECKUX 3aHATUN

TEXHOJIOTHH B

npodeccuoHanbHOM

JIeSATEILHOCTH.

OK 6. Paborarpb B | - IpOBEICHHE TPEHUHIOB, TECTUPOBAHUS, HuTepnperanus

KoMaHzae, A(P(EKTHBHO | MO3TOBBIX MITYPMOB B MaJIbIX TPYIITIaX. pe3yabTaToOB

o0miaThest ¢ KOJUJIETaMu, | - IEMOHCTpAIUs HaBBIKOB 3(h(heKTUBHOTO HaOI0IeHU 3a

PYKOBOJICTBOM, oOLIeHMs. JeSATEIbHOCTHIO

KIIUEHTaMH. oOyuarorerocs B
nporecce OCBOCHUS
o0OpasoBarenbHON
MIPOTrpaMMBbI

OK 7. Ucnonuste HuTepnperanus

BOMHCKYIO 0OSI3aHHOCTb, pe3yJIbTaToB

B TOM  4HuclIe C HaOI0IeHU 3a

MIPUMEHEHUEM JESTEIIbHOCTBIO

MOJTy4YEHHBIX oOyuaromerocs B

PO eCCHOHATBHBIX nporecce OCBOEHUS

3HAHWH (JI7151 FOHOIIICH ). o0OpasoBarenbHOI
IPOTPaAMMBI

[Ipenonasarens cnenunanbubix auctumiva ['BITOY PC ()

«JleHCKU TEXHONTOTHUECKUN TEXHUKYM)» /Aunpeesa N.B./
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