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PABOYA S ITPOTPAMMA VUEBHOU JIUCLIUITJIMHEI
OI1.01 ITPABOBBIE OCHOBBI AEJIOITPOU3BO/ICTBA B OPTTAHU3 AL

1.1. OobaacTb npuMeHeHusi padoueii MPoOrpaMmmbl

PabGouass mporpamMmma ydeOHOW AWCIUIUIMHBI SBISETCA YacThlO MPOTPaMMBI  I10
crienuaibHOCTH «CeKpeTapb-aIMUHUCTPATOPY.

1.2. MecTo y4yeOHOI AUCHUIIMHBI B CTPYKTYpe NMPOrpaMMbl MOArOTOBKH: YUcOHAs
JTUCITUIIMHA BXOAMT B 00IIENPOGECCHOHATBHBIN ITUKIL.

1.3. Heaum wm 3amayM JAUCUMILIMHBI — Tpe0OBaHMS K pe3yjabTaTaM OCBOEHHS
JHUCIUTLTHHBI

B pe3ynbpTaTe 0CBOCHHS AUCITUIUIMHBI 00YYArOITUICS JOJIKEH YMETh:

—aHaJIM3UPOBaTh, TOJIKOBATh M MPABUILHO MPUMEHSTH MPaBOBbIC HOPMBI, MPUHUMATh

pElIeHUs U COBEPILIATH IOPUIUYECKHUE IEUCTBHS B TOUHOM COOTBETCTBHH C 3aKOHOM;

—o(hOopMIIATE TOKYMEHTHI B COOTBETCTBHU C TPEOOBAHHUSMH TPaKIAHCKOTO, TPYAOBOTO

3akoHojarenbeTBa Poccuiickoit ®enepauvi U JIOKAIbHBIMA HOPMAaTUBHBIMU aKTaMH

OpraHU3aIlNH;

B pe3ynbraTe 0CBOSHUS NUCHIUTUTHHBI 00yJaIONTUIICS TOJDKEH 3HATH:

—OCHOBHBIC TTPHUHIIUIIBI OPTaHU3AINHU JEIOTPON3BOICTBA U JOKYMEHTOO0O0POTA;

—OCHOBHBIC TTOHSTHSI JOKyMEHTAITMOHHOTO 00ECIICUeHUs yIIPABICHIS;

—TMpaBuiia OpraHu3anuu pabodero MecTa JeJI0NPOU3BOIUTEINSL.

1.4. KomndyecTBO 9acoB, OTBEICHHOE HA OCBOCHHE ITPOTPAMMBbI y4€OHOU TUCITUTITHHBI
MakcuMasbHasi yuyeOHasi Harpyska cryaeHTa -30 JacoB, B TOM 4uCle: 00s3aTelibHasi ayJIuTOpHAs
ydeOHast Harpy3ka - 30 gacos.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCHUIIJINHBI
2.1. OO0BbeM yueOHOM TUCITUTIITUHBI M BUIBI YI€OHOU paOOTHI.

Bun yue6Hoii pabotsr O6bem yacos

MaxkcuManpHas yaeOHast Harpyska (BCero) 30

OO6s3aTenbHas yueOHast Harpy3ka (BCero) 30




2.2 TemaTu4yeckuil IVIaH U colepPKaHue YUeOHOM TN CHUIIIMHBI

HanmeHnoBanue Conep:kaHue y4eOHOr0 MaTepuaJia, 1ad0paTopHble U MPaKTHYECKUE PadoThl, Oo0be |[Ypose Konwbi
pa3aesioB U TeM CaMOCTOsITeJIbHAsA padoTa 00y4aroUuxcs. M Hb KOMIIeTeH Ui,
4acoB (0CBOeH | ()OpMHPOBAHU
ust 10 KOTOPBIX
CIoCco0CTBYET
3J1eMeHT
NPOrpaMMbI
1 2 3 4 5
Tema 1 HopmaTtusHubie (CoaepskaHue y4eOHOI0 MaTepuaJia
MPABOBBIE AKTHI,
oTIpe eSO JIOKYyMEHT U €ro MeCTO B CUCTEME yIIpaBJIeHUs. JJOKYMEHTOBEIEHUE KaK IUCLUILINHA OK 2-OK 6
HOPATIOK U €€ CBA3b C JPYrMMHM JAMCHMITIMHAMH. 3aKOHOJATEIbHBIE IPaBOBBIE aKTHI,
oKyMeHTarmoRHoro  [PCTTAMEHTHPYIOIME  CO3/IaHue M oopmieHne  JOKYMEHTOB. JIOKyMEHTHI
T S—— 0 JIIOTIPOU3BOACTBY, KaJIpaM W apXUBHOMY XpaHeHHI0. OCHOBHbIE (enepaabHble 8 2
3aKOHBI, perynupymoiye AeJ0nporu3BOACTBO. ApXUBHOE JIETIOTPOU3BOJICTBO.
®denepalibHOE ApXUBHOE ar€HTCTBO.
Conep:kaHue y4eOHOr0o MaTepuaJia
Tema 2. HopmatusHo-
METOIUICCKIE HopmaTuBHO-METOIMYECKHE aKThl, ONIPECIISIFOIITNE MOPSAA0K CO3MaHus U opopMIIeCHUS OK 2-OK 6
ITOKYMEHTBHI, TTOKYMEHTOB. CranpapTsl. NHcTpykunu. HucTpykuus o
OTIpeeIoNne NEeNIONPOU3BOACTBY.  TpeOOoBaHMS K  JOKYMEHTHPOBAHMIO  YIpPaBICHUYECKOMN
MOPSIOK NESTEIIBHOCTH U OpraHu3aluu paboThl c JIOKyMEHTaMU 8 2
TOKYMEHTAIlMOHHOTO B J€JIONPOU3BOACTBE I'OCYAAPCTBEHHBIX OPTaHNU3ALMN
oOecrieueHus
YIIpaBICHUS

Conep:kaHue y4eOHOr0o MaTepuaJia




Tema 3 Cayx0a Ienonporu3BOCTBA B OPraHU3aLUU. DIEMEHThI OPraHU3aMOHHON CTPYKTYPHI OK 2-OK 6
YIIpaBIECHUS.

Ctpykrypa OpraHu3aliOHHO-TIPABOBbIE (POPMBI IPEATIPUATHI

OpraHu3alui,

PYKOBOJCTBO 8

CTPYKTYPHBIX

Mopa3/ieICHHH,

BEZIOMCTBEHHbBIE

NTOKYMEHTBI

Tema 4 Cuctema Conep:kaHue y4eOHOr0o MaTepuaJia 4

NTOKYMEHTaLuU
Cucrtema JOKYMEHTAaLUU. YHuduuupoBaHHast cucremMa JIOKYMEHTaLUH.
YHupUIMpoBaHHBIA JOKyMeHT. Y HuuimpoBanHas dopma. Equnas rocygapcTBeHHasd
cuctema  genomnpousBonctea (EI'CJ]). Eawnas  rocymapcTBeHHas  CHUCTEMA
nokyMeHTarmonHoro obecrnieuenus ynpasienus (ET'CHOY): npuumHbl ee co3maHusl.
OCOOCHHOCTH TNPUMEHEHHUS TOJOXeHHH EMMHONH rocynapCTBEHHOM — CHUCTEMBI
NEJIONPOU3BOJCTBA B OTPacisiX 5 HApOJHOTO XO3SICTBA: HAa MPENNPUITHSX, B
OpraHM3alMsIX U YUpexAeHUAX. THCTpyKIUS 10 JOKYMEHTUPOBAHUIO YIPABJIEHYECKON
nesrenbHOCTH. CTaHIapTU3aLMs B CUCTEMaX JEJIONPOU3BOICTBA.
Hroro 30

- Jlns XapaKTepUCTUKU YPOBHS OCBOCHUS YI€OHOTO MaTepHata UCIOJIb3YIOTCS Cieaytone 0003HaueHus: | — 03HaKOMUTEIbHBIH (y3HaBaHUE paHee
M3YYEHHBIX 00BEKTOB, CBOMCTB);

- 2 — penpoyKTUBHBIN (BBIIOJIHEHUE AEATEILHOCTH 110 00pa3Ily, MHCTPYKIIUHU UJTH MO PYKOBOJICTBOM);



3. YCJIOBUS PEAJIM3AIIMUA PABOYEN ITPOI'PAMMBI YYEBHOM JIUCITUTIIUHBI
3.1. TpeboBaHus K MUHUMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecIeYeHH 0

O6opynoBaHue kabuHeTa:

—pabouee MecTo Ipenoaasarens — 1T,

—KOMIUICKTHI CIIEIUATM3UPOBaHHON Mebenn ydammxcs- 20 yueOHbIX cTonoB, 40 CTynbeB, TOCKa
KJIaccHag- 1T, mpoekTop - 1T, 3kpan-1mrT,

—KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIIEH3WOHHBIM TIporpaMMHbIM obecrieueHrnemM: OC Windows, MS
Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, Korcynbrant mmtoc, 1C:IIpennpustue, ¢
BBIXOJIOM B c€Th «MIHTEPHET» U JJOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

3.1. UudopmannoHHoe odecriedeHne 00yUeHUsI

Ilepeuyenn yueOHbIX M31aHnil, UHTepHET-pecypcoB, 10NOJIHUTENbHOMN JTUTEPATYPHI

1. ®enepanbbiii 3ak0H Ne 125-D3 ot 22.10.2004 «O6 apxuBHOM nene B Poccuiickoii denepanuny;

2. ®enepanbubiii 3akoH Ne 53-@3 ot 01.06.2005 «O rocymapcTBeHHOM si3bike Poccuiickoit
denepanuny;

3. ®epnepanbubiii 3akoH Ne 63-D3 ot 06.04.2011 «O6 snmekrponnoit nmoanucu» (IlogrorosieHa
peaaxius JOKyMEHTa ¢ U3BMEHEHUSIMHU, HE BCTYIUBLINMH B CUITY);

4. ®enepanpubiii 3akoH Ne 149-®3 ot 27.07.2006 «O06 wunHdopmanuu, HUHPOPMALUOHHBIX
TEXHOJOTHSX M 0 3amuTe uHpopmanun» (IlogroroBrneHa pemakiusi NTOKyMEHTa C WU3MEHEHHUSMHU, HE
BCTYNUBILKMH B CUITY);

5. ®enepanbublii 3akoH Ne 184-d3 ot 24.12.2002 «O TEXHUYECKOM PETYIUPOBAHUN»
(ITogroToBneHna pegaxkius JOKyMEHTa ¢ U3MEHEHUSMHU, HE BCTYIUBIIUMH B CUITY);

6. IlocranoBnenue IlpaButennctBa Poccuiickoit ®eneparuu Ne 477 ot 15.06.2009 «O6
yrBepxaeHun [lpaBunm penomnpousBoacTBa B (penepalbHBIX OpraHax HCHOJHUTENBHON  BIACTHY;
[ToctanoBnenne [IpaBurensctBa Poccuiickoit @enepammu Ne 1268 ot 27.12.1995 «O6 ymopsimoueHun
W3TOTOBJICHHSI, WCIIOJIb30BAHUS, XPAaHEHUS W YHUYTOXKCHHS TedaTel W OJaHKOB C BOCIPOW3BEICHUEM
TlNocynapctBennoro rep6a Poccuiickoit @enepamnmmy;

7. Ilpuka3z PocapxuBa Ne76 ot 23.12.2009 «O06 yTBepkaeHUN MeTOIMUeCKUX peKOMEHIAIMN 110
pa3zpaboTKe HHCTPYKIUH IO JEIOMPOU3BOACTBY B (hefiepalbHBIX OpraHaxX UCIIOJHUTEIBHON BIACTHY;

8. TTOCT P 50922-2006. 3amura nadpopmaruu. OCHOBHBIC TEPMUHBI M OTIPECIICHHUS.

4. KOHTPOJIb 1 OIIEHKA PE3YJBTATOB OCBOEHHW A YUEBHOM JAUCIUILIAHBI

Pe3yabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA, Pe3yabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA,
ycBOeHHbIE 3HaHUS1) DOpPMBbI U METObI yCBOeHHbIE 3HAaHUS1) DOPMBI U METOIbI KOHTPOJIS
KOHTPOJISI M OLIEHKH Pe3yJIbTATOB 00y4eHus! U OLIeHKH pPe3yJibTaTOB 00y4eHHs

COJIep>KaHUsl U HA3HAUCHUS BaKHEHIIINX CoJiep>KaHusl M HA3HAUEHUS BaKHEHIIINUX MPABOBBIX U

IMPAaBOBLBIX U 3aKOHOJATCIIbHBIX aKTOB MUPOBOI'O 3aKOHOAATCJIbHBIX aKTOB MHUPOBOI'0 1
" pEruOHaJIbHOI'0 3HAYCHHA, MECTA U POJIM IIpaBa | PETHOHAJIBHOT'O 3HAYCHUA, MECTA U POJIM IIpaBa B

B rocyaapcte; [loaroroka coobuieHui, rocynapctse; [loaroroBka cooOIeHui, T0KIa/10B,
JOKJIa10B, KOMIIBIOTEPHBIX ITPE3EHTALIUMN. KOMIIbIOTEPHBIX IIPE3eHTalnN. BoinonHnenue
BrinosiHeHne qoOMalIHUX 3a1aHUH, JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.

MPAaKTUYECKUX padoT.

COLIMAIbHBIX M 5KOHOMHUYECKHX HAYK, COLIMAJIBHBIX M 5KOHOMHUYECKHX HAYK,
WCIIOIb3YEMBIX MPU PELICHUU COLUATBHBIX U UCIOJIb3YEMBIX TIPU PEIICHUU COLUATBHBIX U
npodeccuoHaNbHBIX 3a7a4; [loaroroBka npodeccuoHaNbHBIX 3a1a4; [loaroroBka
COOOIICHUH, TOKJIaIOB, KOMITBIOTEPHBIX COOOIIECHUH, TOKJIaIOB, KOMITBIOTEPHBIX

Mpe3eHTaluii. BellloTHEHHe TOMAIIHUX 33JJaHui, | Mpe3eHTali. BbInogHeHe TOMalIHUX 3a/IaHHi,
MPaKTHYECKUX padoT. MPaKTHYECKUX padoT.




OCHOBHBIX TTos10)keHuil Konctutymuu P®;
IToaroroBka cooOIIECHNH, TOKIIAI0B.
Brinonnenue goMaiiiHero 3aiaHus,
MPAaKTUYECKUX padoT.

OCHOBHBIX TTos10)keHuil Koncturymuu P®;
IToaroroBka cooOIIeHNH, NOKIan0B. BrImonHeHne
JIOMAITHETO 3aaHUs, TPAKTHIECKUX PadoT.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuanieckoil napopmanuu; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
[ToaroroBka cOOOIICHUH, TOKIAA0B. METOIUKH
MIPUHATHS PEIICHUH C y4eTOM TpeOOoBaHUM
3aKoHOJaTeNbCTBa; IloAroToBKa COOOIIEHNH,
JOKJIaJ10B, KOMIIIOTEPHBIX MTPE3EHTALINMN.
Brinonnenue npakTuyeckux pador.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuIn4eckoil napopmarnuy; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
[ToaroroBka cOOOIICHUH, TOKIAA0B. METOIUKH
MIPUHATHS PEIICHUH C y4eTOM TpeOOBaHUM
3aKoHOJaTeNbCTBA; IlonroToBKa COOOIIEHNH,
JOKJIaJ10B, KOMIIIOTEPHBIX MTPE3ECHTALINMN.
Brinonnenue npakTuyeckux pador.

BBISIBISITH B3aHMOCBSI3b PETHOHATBHBIX, MUPOBBIX
COIMAIBHO-YKOHOMHYECKHUX,, MOJTUTHICCKUX U
KyJIbTYpHBIX ITpo0iemM; [ToaroToBka cooOIeHnH,
JOKJIaJI0B, KOMITBIOTEPHBIX MPE3CHTAIHH.
BeimonHeHue qomMarnrHero 3a1aHus,
MPAaKTUYECKUX padoT.

BBISIBISITH B3aHMOCBSI3b PETHOHAIBHBIX, MUPOBBIX
COIMAIBHO-YKOHOMHYECKHUX,, MOJTUTHICCKHX U
KyJIbTYPHBIX ITpo0iemM; [ToaroToBka cooOIeHnH,
JOKJIaJJ0B, KOMITBIOTEPHBIX MPE3CHTAIHIH.
BeimonHeHue qoMairHero 3a1aHust, TPaKTHYSCKUX
pa0or.

OTIPEIEIISATH OPTaHU3AIIMOHHO-TIPABOBBIC (hOPMBI
opranu3anuii. HaxonuTe u ucnoap30Bath
HE0OXOIUMYIO FOPUIUIECKYI0 HH(OpMAIIHIO;
IToaroroBka cOOOIICHMH, JOKIAIOB,
KOMIIBIOTEPHBIX Mpe3eHTali. BoinosHenne
JIOMAITHETOo 33aHUs, TPAKTUUYECKUX padoT.

OTIPEEIISATH OPTaHU3AIIMOHHO-TIPABOBBIC (hOPMBI
opranu3anuii. HaxonuTe u ucnoap30Bath
HEO0OXOIUMYIO FOPUIUIECKYI0 HH(OpMAIIHIO;
IToaroroBka cOOOIICHMH, JOKIAI0B,
KOMIIBIOTEPHBIX Mpe3eHTali. BoinosHeHne
JIOMAITHETOo 33aHUs, TPAKTHUYECKUX padoT.

3alUIIaTh CBOM MpaBa B COOTBETCTBHUH C
IpaXIaHCKUM, IPaKAAHCKO-TIPOLIECCYaTTbHBIM U
TPYIOBBIM 3aKOHOAaTeIbCTBOM; [loaroroBka
COOOIIEHNH, TOKJIAZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BeITOIHEHNE TOMAIIIHETO
3a/laHusl, IPAaKTUYECKUX PadoT.

3alUIIaTh CBOM MpaBa B COOTBETCTBUH C
rpakIaHCKUM, TPAKIaHCKO-TIPOLECCYaTbHBIM U
TPYAOBBIM 3aKOHOAATEILCTBOM; [loaroroBka
COOOIICHUH, TOKJIaZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BbITOMHEHE TOMAIIIHETO 3a1aHU,
MPAKTUYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH()OPMAITMOHHBIE
pecypcesr; [TonroroBka cooOmeHui, JOKIaI0B.
Brinonnenue qoManiHero 3aaanus,
MPaKTHYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH(OPMAITMOHHBIE
pecypcesr; [ToaroroBka cooOmeHui, JOKIaI0B.
BrinonHenue 1oMamHero 3aanus, IPakTHYeCKUX
pabor.

NpUHUMATh 3(P(EKTUBHBIC PEIICHUS C YUETOM HX
opuaAnYecKuX nocneactsuit; [logroroska
COOOIIEHMI, TOKJIaA0B

NpUHUMATh 3(P(HEKTUBHBIC PEIICHUS C YUETOM HX
IOpUANYEeCKHX nocneactsuil; [logroroska
COOOIIEHMI, TOKJIa0B

YBEPEHHO OPUEHTHUPOBATHCS B YCIOBHSIX
MTOCTOSTHHO M3MEHSIONICHCS TIPaBOBOM 0a3bl.
[ToaroToBka KOMIIBIOTEPHBIX TPE3CHTAIIUMN.
BrinmonHenune nomaiiHero 3agaHusl.

YBEPEHHO OPUEHTUPOBATHCS B YCIOBHUIX MOCTOSHHO
M3MEHSIOIIEeHCs mpaBoBo 0a3bl. [loaroroska
KOMIBIOTEPHBIX Mpe3eHTalui. BoinosHeHne
JIOMAIIHETO 3aaHHUs.




Pe3yabTaTsl
O0CBOCHUA
nporpammbiPesyn
bTATHI (OCBOCHHbIE
o0mme
KOMIIETEHIIMH)

OcHOBHBIE MOKA3aTeJH OLleHKH
pe3yJbTara

®opMbI U METOABI
KOHTPOJIA U
OIlEHKH

[ToHuMaTh CymHOCTb U
COLMAJIBHYIO 3HAYMMOCTb CBOEH
Oynymieit mpodeccun, mposBIATH
K HEH yCTOMYMBBIN MHTEPEC.

- IEMOHCTpAIIHs HHTEepeca K Oyaymiei
npodeccuu B IpOIECce OCBOCHHUS
o0pa3oBaTenbHOI MPOrpaMMbl, Y4acTHs
B HOVY, ommmmmanax
npodeccCHOHATLHOTO MacTepCTBa,
dbecTuBaNIAX, KOH(EPCHIIHSIX.

OpraHu30BBIBaTH COOCTBEHHYIO
JESTEILHOCTD, HCXO/ISI U3 LIEH U
CIIOCOOOB €€ JOCTHKCHUS,

OIPEACIICHHBIX PYKOBOIUTEIIEM.

- 000CHOBaHUE BBIOOpA ¥ IPUMEHEHUS
METO/IOB M CIIOCOOOB pelIeHUs
npodecCHOHANBHBIX 3a7a4, HCXOIS U3
LIEJIA ¥ CIIOCOOOB €€ JOCTIIKCHUS,
OIMPCACIICHHBIX PYKOBOAUTCIICM,

- IeMoHcTpanus 3pPpeKTUBHOCTU U
Ka4eCTBa BBIITOJTHECHUSI
npoecCHOHANBHBIX 3a]1a4.

AHanu3upoBath pabouyro
CUTYaIIUIO, OCYIIECTBISATh
TEKYIUN U UTOTOBBIM KOHTPOJIb,
OLIEHKY U KOPPEKIIUIO
COOCTBEHHOH JIE€ITEILHOCTH,
HECTH OTBETCTBEHHOCTH 32
pe3yabTaThl CBOCH PaOOTHI.

-JIEMOHCTpAIUS CTIOCOOHOCTH
aHAJM3UPOBATH pabOUYIO CUTYAIIHIO,
OCYLIECTBIIATh TEKYIUNA U UTOTOBBII
KOHTPOJIb, OLIEHKY U KOPPEKLIUIO
COOCTBEHHOM JEATENbHOCTH, HECTU
OTBETCTBEHHOCTb 3a PE3YJIbTATHI

CBOEH paboThI

OcyiecTBISITh MOUCK
nH(}OopMau, HeOOXOTUMOM IS
3 PEKTUBHOTO BBHIMIOJHEHUS
poeCCHOHAIIBHBIX 3a]1a4.

- HaXOKJICHHUE U UCTIOb30BAaHUE
nHpopMmanuu 11t 3PHEKTHBHOTO
BBITTOJTHEHUS MTPOPECCHOHATBHBIX 33129

Hcnonb3oBath HHPOPMAITHOHHO-
KOMMYHHUKAIIHOHHBIC TEXHOJIOTHUH
B NMPOECCUOHATHHOU
JeATELHOCTH.

| IeMOHCTpaIHs HABBIKOB
MCIOJIb30BaHUS HH(OPMALIMOHHO-
KOMMYHHMKAIIUOHHBIX TEXHOJIOTUH B
npodeccnoHalbHOM 1eATeNbHOCTH

PaGoTaTe B KOMaHe,

3¢ pexTUBHO 00MIATHCS C
KOJUIETaMH, PyKOBOJICTBOM,
KIIMEHTaMU.

- B3aUMOJICUCTBHE C CTY/JCHTaMH,
NperoaBaTeIsIMUA K MACTEPaAMHU B XOJ1€
oOyueHus

HaGmonenue u
OIICHKA
JIOCTHKCHUH,
CTyJEHTa Ha
MPaKTUYECKUX
3aHATHUAX, y4EOHOM
u
IIPOU3BOJACTBEHHOM
MPAKTHKE




VIcriofTHATh BOMHCKYIO - IEMOHCTpAITUs TOTOBHOCTH K
00513aHHOCTB, B TOM YHCJIC C HCIIOJTHEHUIO BOMHCKOM 00SI3aHHOCTH
MMPUMCHCHUCM IMMOJTYYCHHBIX
npodhecCHOHALHBIX 3HAHUN (1S
IOHOIIIEH).

PABOYA S ITIPOTPAMMA VUEBHOU JIUCLIUITIJIMHEI
OI1.02 KOHOUJEHIINAJIBHOE JEJIOITPONU3BOACTBO. 3AILLIMTA
INEPCOHAJIBHBIX TAHHBIX

1.10071acTh npuMeHeHUus padoyeil MPOrpaMmbl
PaGouast mporpamma yueOHOW AMCHUTUIMHBI SIBISIETCS YaCThIO MPOTPAMMBI TIO CHEIHATEHOCTH
«Cekperapp-aIMUHUCTPATOPY.
1.2 MecTo y4eOHOIi IMCUMIUIMHBI B CTPYKTYpe MNpPOrpamMMbl MNOATOTOBKHU: YueOHas
JUCIUILIMHA BXOAUT B 0011enpodheCCHOHATbHBINA ITUKII.
Iean ocBoeHHsT JMCUMILUIMHBI — (QopMuUpoBaHME y CiymaTeled  KOMIETEHIIUH,
o0ecreunBaOMX MPOPECCHOHAIBHYIO NIEATEILHOCT, B cdepe OpraHu3aluoOHHOTO |
JOKYMEHTAIlMOHHOTO 00ecredyeHusl JAeATeIbHOCTH OpraHu3aluil JIOOBIX OpraHU3alOHHO-
MPaBOBBIX (POPM, O3HAKOMIICHHUE CITyIIaTeIel C OCHOBHBIMU TEOPETUUYECKUMH ACTIEKTaMH.
B pe3ynbrare 0CBOCHUS AUCHUILTUHBI 00y4alOIIUICs JOHKEH 3HATH
—HOpPMAaTHBHBIE MMPABOBBIC AKThI B 00JIACTH OPTaHU3AINH YIIPABICHYECKOH eI TeTbHOCTH,
—OCHOBHBIC TIPABHJIA XPAHECHHUS U 3AIIUTHI CIYKeOHOU HHDOpMAIH.
B pe3ynbraTe 0cBOCHUS AUCHUIUIMHBI 00YyYaIOUIUIICS T0JKEH YMeTh:
-—IIPUMEHITh HOPMATHUBHBIE MTPABOBBIE AKTHI B YIIPABIEHYECKON JESITEIbHOCTH.
OK 1:IToHuMaTh CyIIHOCTH ¥ COIUATIbHYIO 3HAYMMOCTh CBOCH OyayIiei mpo¢eccuu, mposBIISTH
K HEWl yCTOMYUBBIN
OK 2:0Opranu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTh, BEIOMPATh TUIIOBBIE METOJIBI M CIIOCOOBI
BBITTOJTHEHUS
npogeccHoHaIbHBIX 33/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTH U Ka4eCTBO.
OK 3:IlpuHuMaTh pemieHusl B CTAaHAAPTHBIX M HECTAHAAPTHBIX CUTYAIMSX U HECTH 32 HUX
OTBETCTBEHHOCTb.
OK 4:OcymecTBIaTh HOUCK U UCTIOIB30BaHKHE HHGOPMAITIH, HEOOXOAMMOM 17151 3 PEKTUBHOTO
BBITTOJIHEHUS
npodecCHOHATBHBIX 33/1a4, TPO(PECCHOHANTBHOTO U IMYHOCTHOTO Pa3BUTHSI.
OK 5:Mcnonb3oBath UH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B
npoeCCHOHATBLHOMN IeSITEeIbHOCTH.
OK 9:OpueHTHpOBaTbCcd B YCIOBUSAX YacTOM CMEHBI TEXHOJOTHH B MpoecCHOHATBbHON
NeSITeTbHOCTH.
[IK 1.7:CamocTosiTennbHO paboOTaTh C JOKYMEHTAMH, COJEPKAIUMU KOH(DHUACHIHATBHYIO
nH(pOpMaIIKIO, B TOM YHUCTIE C JOKYMEHTAMH IO JUYHOMY COCTaBY.

PexoMeH1yeMoe KOJIMYECTBO YACOB HA OCBOEHHE MPOTrPAMMBbI MeKIMCIUIINHAPHOTO Kypca:
MaxkcumanbHON yaeOHOM Harpy3Ku ooydaromnierocst 32 4acoB, B TOM YHUCIIE:
00s13aTeNIbHON ayTUTOPHOM yueOHOM Harpy3ku odyuaromierocs 32 vaca.



2.2 TemaTu4eckuii IJIaH U coiepPKaHue YUeOHOM U CIUNIMHbI

HaumenoBanue
pa3aesioB U TeM

Conep:xxaHue y4eOHOI0 MaTepuaJia, JadopaTopHble U MPAKTHYeCKHe Pad0ThI,
caMoCTOsITeJIbHAsI padoTa 00y4arommxcs.

O0Le

4acoB

Ypose
Hb
OCBOCH
ust

Koani
KOMIIEeTeHIIMI,
(popmupoBanu
10 KOTOPBIX
cnocodcTByeT
3J1eMeHT
MPOrpamMMblI

5

Paznen 1. IlousiTue
KOH(UIeHIUATbHOI
uHGopMaAUM U
ITOKYMEHTOB

Conepxanue yueOHOTro MaTepuasa

Tewma 1.1.ITonsTHE ¥ BUIBI KOHGUACHIMATHLHOW HHPOPMAIIUHN, TTOISKAIINE 3aIUTE B
COOTBETCTBHUHM C JEHCTBYIOIINM 3aKOHOAATEIHCTBOM.

N3ydeHne pexkoMeH10BaHHOU auTepaTypsl. CocTaBiieHuE ciioBaps MOHATUH. M3yuenue
®enepanbHOro 3akoHa «O06 nHpopMaIy, HHPOPMAITUOHHBIX TEXHOJIOTUAX U 3aIINUTE
unpopmanun» ot 27.07.2006 Ne 149-D3. CocraBnenue Tadbmuisr «Bums
koH(puaeHManpHOU nHpopMmanuny. M3ydenne [locranosnenus [IpaBurensctBa PO ot
03.11.1994 Ne 1233 «O6 yrBepxkaeHuu [lomosxkeHus 0 TOPsIAKE 0OpAIIEHUS CO CITYKEOHOM
nH(popManreld OrpaHUYEHHOTO PaCpPOCTPAaHEHHS B (peiepalIbHbIX OpTraHax
MCIOJIHUTENIbHOM BiacTuy». Onpeenenne nopsaka J0cTyna K nH(opManuu, CoCTaBIsIoNIeH
pa3nu4HbIe BUJIBI TpodecCHOHaIbHOM TaliHbl. OnpeneneHne BUI0B TOKYMEHTOB U
uHpOpMaIUU, KOTOpasi HE MOXKET OBITh OTHECEHA OpraHu3almell K KoH(pUIeHIIHATbHOMI
uHpOopMaIu

OK 2-OK 6

Tema 1.2. Onpenenenue coctaBa KOHPHUICHINATBHBIX JOKYMEHTOB

Oco6eHHOCTH KOH(UACHITMAIEHOTO IEJIONPOon3BoACTBa. COCTaB KOH(PHUACHIIMAIBEHBIX
NOKyMeHTOB. CTerneHb KOH(pUACHINAIBHOCTH. JIoOKyMeHTHpOBaHHe KOH(PHUICHIINATEHON
nHdopmanuu. besonmacHocTh nenHon nHpopMmaruu. Cpoknu KOHPHUICHITHATHHOMI
nHdopmarnmu. KoMmMmepdeckas 11eHHOCTh HHGOpMAITUH

N3ydeHune pekoMeH10BaHHOM TuTepaTypbl. CocTaBiaeHue ciioBaps TepMUHOB. OripeneneHue

MepeyHsl M3JaBacMbIX OpraHu3aluell KOoH(HIEHIUATbHBIX JOKyMeHTOB. CocTaBieHHE




cxeMbl « [lepedyenb cBeieHmit, coaepKanmx KOMMEPUYECKYIO TailHy». OnpeeneHrne NoOHATHs
KOMMepuecKas IEHHOCTb HH(pOopMaIiu

Tema 1.3. Odopmiienne u ydet HocuTenel KoHpHUISHINAIbHONW HH(POPMAITH 1 TPOESKTOB
KOH(UICHIINATBHBIX TOKYMEHTOB

CocTaBieHre MaKeTa MHCTPYKIIMH IO OPraHU3aIMK U BEACHUIO JEJI0NPOU3BOICTBA
c rpudom "Kommepueckas TaitHa". PazpaboTka MakeTa sxypHasia yueta OyMaskHBIX
HOcuTeNel KOH(pUACHINAIEHOW HHPOPMaLUU

Paznean 2.

Opranusanus
KOH(PUIEHIIHATBHOTO
JeJIONPOU3BOACTBA

Conep:xxaHue y4eOHOT0 MaTepuasia

Tema 2.1. Opranuzanus u JesITeIbHOCTh CITYXO 10 3aIuTe KOHPUICHITHATEHON
nHbopMau

N3yuyeHnne pekoMeH10BaHHOM TuTepaTypsl . KitroueBble BOpOCh! TEMBI: Y pOBHU JOCTYITHOCTH
JNOKyMeHTOB. OO0I1e0CTyIIHbIE JOKYMEHTHI. JIOKYMEHTBI ¢ OTpaHUYEHHBIM J10CTYNIOM. Buibl
taiiH.  KonduaenmumanpHoe  menonpousBojacTtBo.  CymHOCTh  KOH(PHUIACHIIMATHLHOTO
nenonpounsBoacTBa. OpraHuzanuss KOHQHUIEHIHMAIBLHOrO jAenonpousBojacTBa. Cratyc Hu
CTPYKTypa  TOApa3feNeHus  KOH(QHUIEHIMaIbHOro  JesonpousBoicTBa.  DyHKuuu
UCTIOJIHUTEJICH U TOJIb30BaTeNeil KOH(UICHIMANBHBIX TOKyMEHTOB. [lomokeHue o 3amure
KOH(pUIeHIIMaTbHON nH(popMaru. TpeboBaHMs K CITy’)keOHOMY MOMEIICHUIO U OpraHU3aluN
TpynoBoro mporecca. OrmnpeneneHue TMOHATUS M NPU3HAKOB  KOH(UICHLIMAIBHOTO
Jenonpou3BoacTBa. Pazpabotka u 3amonHeHue Tadmuibl « OCHOBHBIE TPEOOBaHUS K BEICHUIO
KOH(UIEHIIMAIBHOTO J1eJI0NPOoU3BoACTBa». CocTaBieHne cXxeMbl «JleaTenbHOCTh OCTOSHHO
JNEHCTByIOImEeH  dKcmepTHOM — komuccum».  CocrtaBieHue — anroputMa  00pabOTKH
KOH(HIEHIIMATIbHBIX JJOKYMEHTOB B OpraHU3alllu.

OK 2-OK 6

Tema 2.2. IloHsATHE ¥ TPUHIIMITBI OPTaHU3ALIMH 3ALIUIIEHHOTO TOKYMEHTO000poTa
N3ydeHne pekoMeH0BaHHOM IuTepaTypsl . KitoueBbie BOIIPOCHI

[TpuHIMTB OpraHU3anuy KOH(PUIESHINATEHOTO ToOKyMeHToo0opoTa. KaHams! yTpatsr
uHpopManuu. 3alUIIeHHbIH JOKYMEeHTo000poT. [TpuHInn n36upaTeIbHOCTH B TOCTaBKE U
ucnonb3oBanuy nHpopmarmu. Ctaanu 06paboTKH KOH(DUICHINATBHBIX T0KYMEHTOB.
ABTOMAaTU3MPOBAHHBIE TEXHOJIOTUU KOH(UICHINAIBHOTO JEJIONPOU3BOCTBA.

Omnpenenenue kaHaJIOB yTpaThl HHPpOpManuu. OmnpeeneHue 1eneil aBToOMaTU3uPOBAHHON




TEXHOJIOTUU KOH(PHUICHIINATHHOTO JICIIONPOU3BOICTBA. 3aoTHeHHE Ta0HIbl «[IpHHITAITBI
OpraHu3aIyy KOH(QUIESHIIMATEHOTO JOKYMEHTO000POTAa.

Pazgen 3. Yuer n Conep:kanue y4eOHOro MaTepuaJia
XpaHeHue
KOH(UICHIHATHHBIX Tema 3.1. Yder koHGUICHIIMAILHBIX IOKYMEHTOB

AOKYMEHTOB [Mopsimok yueTa KOH(DHUICHITUATBHBIX TOKYMEHTOB. OCHOBHO# c1OCO0 3aluThl HHGOPMAITUH.

Ciry>kOb1 KOH(DHICHIIMAILHOTO JIEJI0NPOn3BoAcTBa. O0padoTKa KOHPUACHITHATBHBIX

ITOKYMEHTOB. ABTOMaTU3UPOBAHHBIN y4eT KOHPHUACHITUATBHBIX JOKYMEHTOB. 3a1a4n 2
CIIPaBOYHO- HH(POPMAIIMOHHOTO OaHKa JaHHBIX. KOHTpOJb mpoliecca peructpaunu u
COXPaHHOCTH

HUTorosas arrecraums 3a4et 2
HUroro 32

JUist XapaKTepUCTUKU YPOBHS OCBOEHUS Y4€OHOTO MaTepraa UCIIOIb3YIOTCS ClIeaytoniine 0003HaueHHs: 1 — 03HAaKOMUTENbHBIN (y3HaBaHUE paHee U3yUEHHBIX
00BEKTOB, CBOWCTB);

2 — penpoAYKTUBHBIHN (BBIIOJHEHUE IEATEIBHOCTH 110 00pa3ily, MUHCTPYKIIMH WUJIH MO/ PYKOBOJCTBOM).



3.YCJOBUS PEAJIN3AIIMUA PABOYEM ITIPOT'PAMMBI YYEBHOM
JAUCHHUITJINHBbI

TpeboBaHus K MUHUMAJbHOMY MAaTEPHATbHO-TEXHUYECKOMY 00ecreyeHHI0

OG6opynoBaHue KabuHeTa:

—pabouee MecTO mpernoaaBaresns — 11T,

—KOMIUJIEKTHI CIICIHATU3UPOBAaHHON Mebenu ydanmxcs- 20 yuyeOHbIX cTosoB, 40 CTYNbeB,

Jl0cKa KiaccHas-lmT, mpoekrop - 1mT, skpan-1mr,

—KOMIIBIOTEPHl € YCTAaHOBJCHHBIM JIMLIEH3MOHHBIM MporpaMMHbBIM oOecrieuenuem: OC

Windows, MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncynapTanT

mwitoc, 1C:IIpennpusarue, ¢ BbIXOAOM B ceTh «VHTEpHET» W JOCTYNOM B 3JIEKTPOHHYIO

nH()OPMaIMOHHO-00Pa30BATENBHYIO CPEY.

NudpopmanuonHoe odecriedyeHue 00ydeHust
Ilepedyennb yueOHbIX U3nannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHON JIUTEPATYPbI
OcHOBHas uTeparypa:

1. Ky3uenos, 1. H. JlokymeHTanmonHoe obdecrieueHue ynpasiaeHus. JJokyMeHTo000poT 1
Jenonpon3BoACcTBO: yueOHuk U nmpaktukym st CI1O / U. H. Ky3neno. — 3-e u3 ., nepepad.
u non. — M. : UsnarensctBo FOpaiit, 2019. — 462 c. — (Cepus : [Ipodeccnonanbsuoe
obOpazoBanme). — ISBN 978-5-534-04604-5. — Pexum pgoctryma :www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-433861

2. Kopuee, U. K. [lokymenTtanmonHoe obOecrnieueHue ympapieHus + tectsl B OBC :
y4eOHHK W TIPAKTUKYM JJIsl cpeaHero mpodeccuonanproro oopaszosanus / M. K. Kopnees, A.

B. ITmenko, B. A. MamypueB. — 2-e¢ u3a., nepepad. u gomn. — Mocksa : M3naTenscTBo
Opaiit, 2019. — 384 c. — (IlpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-05022-
6. — Texkcr : snexktponnblii // DBC HOpaiir [caiitr]. — URL: https://www.biblio-
online.ru/bcode/438491

IlepeueHb HOPMATUBHO-IIPABOBBIX AKTOB
1. Yronosusii koaeke Poccuiickoit @enepamuu ot 13.06.1996 Ne 63-D3 (¢ uzMm. u gom)//

CobOpanue 3aKOHOJATEIbLCTBA POD.- 17.06.1996, No 25, CT.
2954(URLhttp://www.consultant.ru/document/cons_doc LAW 10699/ (pexum mocrtyma:
CBOOO/THBIHN)

2. Kopekc Poccuiickoit deneparuu 00 aAMHUHHCTPATHBHBIX MPABOHAPYIIECHUSAX OT
30.12.2001 Ne 195-®3 (¢ usm. m gom)//Poccmiickas rasera.- Ne 256, 31.12.2001 (URL:
http://www.consultant.ru/document/cons_doc LAW_34661/(pexum noctymna: CBOOOIHBII)

3. Tpynogoii xonekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3 (¢ uzm. u gom)//
Poccwuiickas razera.- Ne 256, 31.12.2001 (URL: http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW &n=308815&dst=0&rnd=36807C828AD131E9422 A0988D969A922#
06527898726

39042 )

4. 3akoH P® ot 21.07.1993 Ne 5485-1 "O rocynapctBennou taiine" (pea. ot 29.07.2018)/
Poccuiickas rasera.- Ne 182,
21.09.1993/(URL:http://www.consultant.ru/document/cons_doc LAW 2481/ (pexum

JOCTYyTa: CBOOOTHBII)

5. @enepanbHblii 3ak0H OT 29.12.1994 Ne 77-®@3 "OO6 o00s3aTeNbHOM 3K3EMIUIIpE
nokymeHtoB" (¢ m3M. m gom) //Poccumiickas raszera.- Ne 11-12, 17.01.1995(URL:
http://www.consultant.ru/document/cons_doc LAW 5437/ (pexxum mocTyma: cCBOOO HBIN)



6. Ilpukaz MunkyneTypsl Poccun ot 31.03.2015 Ne 526 "OO yTBep>KACHHUU MpaBUI
OpraHM3alH XpaHEHUs, KOMIIJIEKTOBaHUS, yueTa U UCTIOJIb30BaHUS IOKYMEHTOB APXUBHOTO
donna Poccmiickoit denmepanuu U IpPYrUX aApXUBHBIX JIOKYMEHTOB B OpraHax
TOCYJapCTBEHHON BIIACTH, OpTraHax MECTHOTO CaMOYIpaBlIeHUS U opraHu3anusx'//
OdunmanpHplii MHTEpHET- TOpTal TMpaBoBOoM uHMopMmanuu http:// www.pravo.gov.ru,
10.09.2015/ URL:

http://www.consultant.ru/document/cons_doc LAW_185738/57eb8180ct50793¢c90e8617
d19b030e748206 646/ (pexum mocTymna: CBOOOIHBIHN)

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHHWS YUYEBHOMI
JUCHHUIIJINHbI

ILnanupyemsle
pe3yJIbTaThl
00yueHus
Ymernb -IIPUMEHATh HOPMAaTHBHBIE TPABOBBIC AKTHI B YIIPABJICHYECKOU
JESITEIBbHOCTH
3Hatb -HOpPMaTUBHBIC TIPABOBBIC AKThI B O0JACTH OpraHU3alUU

YIIPABIEHYECKOU JEATEILHOCTH;
-OCHOBHBI€ PAaBUJIa XPAHEHUS U 3aIUTHI CIIyeOHOW HH(OpMaLIUH.

Vet . OpTraHU3aIH JOKYMEHTAIMOHHOTO 00eCTIeueHHs YIIPaBICHUS U
[IpakTrueckuit
(GyHKIITMOHUPOBAHMSI OpraHU3alun
OIIBIT
[Tnanupyembie OK1,0K2,0K 3, 0K 4, OK 5, OK 9,
pe3yabTaTh
OCBOECHUSA

obpazoBarensHoii | [IK 1.7
IPOTPaMMBbI
(KOJTBI
bopMUpyEeMBIX
KOMTIECTCHITHIA )
Orarsl
dbopmMupoBaHUS

KOMIICTEHI VI B B cooTrBeTcTBUM € y4eOHBIM IUIAHOM U TUIAHUPYEMBIMH
TpoLiecce pe3yiipTaTaMu OCBOCHUSA

OCBOCHHUS MIICC3

o0pazoBaTeTbHON
POTPaMMBbI

KOHTpOIb 1 OLleHKa pe3ynbTaTOB OCBOEHUS MEKIUCLIUIUIMHAPHOIO Kypca OCYILECTBIISAETCS
npernojasareyieM B IIPOLecCe MNPOBEACHHS MPAKTUYECKUX 3aHATUH, TECTHUPOBAHUS,
BBIMOJIHEHUST  OOy4aroIIMMUCS ~ 3aJaHWi  CaMOCTOSITEIbHOH — paboThl, TeKyIled w
IIPOMEKYTOUHOH aTTECTAL[UU.

Pe3yabTaTnl 00yuyeHusi (0CBOEHHbIE @®opMbI M1 METOAbI KOHTPOJISI U OLIEHKH

yMeHHus, pe3yabTaToB 00y4eHust
YCBOEHHbIE 3HAHUS)

Ymenusa




- IPUMEHSTh HOPMATUBHBIE IPABOBbIE AKThI B
yIpaBICHUYECKON JeSTENbHOCTH;

Texywuu KoHmponw:

—OILICHKA KadecTBa BBITIOJIHEHUS
MPaKTUYECKUX 3aJaHUI
—OILICHKA KaudecTBa BBIMTOJTHEHUS

BHEAYJUTOPHONH CaMOCTOSITEILHON PaOOTHI
(cocTaBieHus TaOIUI], CXEM M aITOPUTMOB,
n

CPaBHUTCIIbHBIX XapaKTCPHUCTHUK

XapaKTepUCTHK-ONIMCAaHUI  HAa  OCHOBE

M3y4EHUST OCHOBHOM U JIONOJHUTEIBHOU

ITUTEepaTyphl)

—OIICHKa J1eATeIbHOCTH

(cocTaBlICHHE MAaKETOB

JIOKYMEHTOB,  PEIICHHE KEHCOB,
BBITTOJIHEHUE MTPAKTUKOOPUCHTHPOBAHHBIX
3aJaHUI )

——TECTHUPOBAHUE

umozo6as

ammecmayusi: TuhHepEeHITUPOBAHHBINA
3a4eT

3nanus

HOPMAaTHBHBIE TIPABOBBIC aKTHl B
o0J1acTu OpraHu3aIy yIpaBIeHYeCKOM

ACATCIIBHOCTH,

- OCHOBHBIC TIPAaBUJIa XPAHEHUS U 3aIIUTHI
CIIy’KeOHOH MH(pOPMAITUHL.

Texywuii KOHmponb:

YCTHBIH OIIPOC

OLICHKA BHEAYIUTOPHOU
CaMOCTOSITENTbHOU paboThI
TECTUPOBAHUE

Hmozosas ammecmayus:
muddepeHIMPOBAaHHBINA 3a4eT

Hmems npaxmuueckuti onvim

- OpraHM3aluy JOKyMEHTallMOHHOI'O
o0ecrieueHus yrpaBJIeHUs U
(YHKIMOHUPOBAHUS OPraHU3AIUN

Texywuu KOoHmponw:
- OLIEHKA JesTeIbHOCTH
(cocraBiieHHE MAaKETOB JOKYMEHTOB,
pELIEHHE KEWCOB, BBIIOJIHEHUE
MIPAaKTUKOOPUEHTUPOBAHHBIX
3aJIaHNM )

Hmoeosas ammecmayust.

- nudhepeHITUPOBAHHBIHN 3aUeT




PABOYA S IIPOTPAMMA VUEBHOU JIUCLIUITIJIMHBI
OI1.03 ITPUHIIUIIBI 1 METOIbI XPAHEHNW A JOKYMEHTOB

1.1. ObsacTh NpMeHeHHUs padoyeil MPorpaMMbl

PaGouass mporpamMma yueOHOW JUCIUIUIMHBI SIBJISIETCS YacThl0 MPOTPAMMBI  T10
cnenuanbHOCTH «CekpeTapb-aAMUHUCTPATOP.
1.2. MecTto y4eOHOH AUCHUIUIMHBI B CTPYKType NPOrpaMMbl MNOATOTOBKM: YucOHas
qucuuiimHa  IIpuHOMOBI M MeTOABl  OpraHM3allMM XPAaHEHUs JOKYMEHTOB BXOJIWUT B
oOmenpodecCuOHATBHBINA UK.
1.3. Henun n 3axa4n JMCHUILIHHBI — TPeOOBAHUS K pe3yJIbTaTaM OCBOCHHUS TUCHMILIUMHBI

B pesynbraTte ocBoeHHs yueOHOM TUCIUIUIMHBI 00y4YaromUACs T0HKEH YMeTh:
—o0¢OopMIIATE U TPOBEPATH MPABUIBHOCTH O(GOPMICHUS JOKYMEHTAllMM B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH, B TOM YHCJIE UCIOJIBb3Ysl HH(GOPMALMOHHbIE TEXHOJIOTUH;
—TPOBOJUTH aBTOMATHU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
—OCYUIECTBIIATh XPAHEHHUE U TOUCK JOKYMEHTOB;
—HCIOJIb30BaTh TEIEKOMMYHHKAIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0OpOTE;

B pesynbrare u3ydyenus: yaeOHOW AUCHUIUIMHBI 00YYarOIIUIACS TOHKECH 3HATH!
—OCHOBHBIE TIOHATHSL: 1IeJTH, 33]]a4i U IIPUHIIMUITBI PA0OTHI C TIOKYMEHTaMU;
—KIaccu(hUKAIUIO TOKyMEHTOB;
—TpeOoBaHUs K COCTaBICHUIO U OPOPMIICHUIO TOKYMEHTOB;
—OpraHu3aluio JOKyMEHTO000pOoTa: mpueM, o0paboTKy, perucTpaIuio, KOHTPOJIb, XpaHEHHE
JNOKYMEHTOB, HOMEHKJIATYypy Je.

TpeOoBanust K pe3yJibTaTaM 0CBOEHUS U CHUILIUHBI

Pesynbrarom ocBoeHust nmporpammbl yaeOHo# aucrumianabl OI1.03. TTpuHIUIEI 1 METOBI
OpraHM3ali  XPaHEHUs JOKYMEHTOB SIBJISIETCS  OBNaJeHHE OOydYalolMMUCS  BUAOM
npodeccnoHanbHOM AesTensHOoCcTH, B ToM dncie npodeccruoHanbHbiMu (I1K) u o6mmmu (OK)
KOMITIETEHIUSMHU:
OK 1. [ToHMMAaTh CYIIHOCTB U COLMATBHYIO 3HAUMMOCTh CBOEH Oymy1eit mpodeccuu, NposiBIATh K
HEW YCTOWYMBBINA UHTEpEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACSTEIHHOCTh, BEIOMPATh TUIIOBBIE METOMBI M CITOCOOBI
BBITIOJTHEHUS TPO(EeCCHOHANBHBIX 3a/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTH U KAYECTBO.
OK 3. IlpyHuMaTh pelieHHs B CTAHAAPTHBIX W HECTAHAAPTHBIX CHUTYAIMSIX MU HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymiecTBisATh MOUCK M UCIIONB30BaHUE UH(OPMAIMH, HEOOXOAUMOM Tt 3P PEeKTUBHOTO
BBINOJIHEHUS PO(ECCHOHANBHBIX 331a4, TPOPECCUOHATBLHOTO U IMYHOCTHOTO PAa3BUTHSI.
OK 6. PaboTaTh B KOJJIEKTUBE M KOMaH€, 3PPEKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOICTBOM,
MOTPEOUTEISIMH.
OK 7. Cobnronath eHCTBYIONIEE 3aKOHOIATEILCTBO M 00s3aTeIbHBIC TPEOOBaHMSI HOPMATHUBHBIX
JOKYMEHTOB, a TaKXKe TPeOOBAaHUS CTAaHAAPTOB, TEXHUUECKUX YCIOBUM.
I[IK 2.2. Odopmisatb, NpoBepsATh NPABWIBHOCTh COCTABJICHHS, OOCCIIeUMBaTh XpaHCHHUE
OpraHU3aIlIOHHO-PACIOPSAUTENbHBIX, TOBAPOCOMPOBOAUTENBHBIX W HHBIX HEOOXOJUMBIX
JOKYMEHTOB C MCIIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.



1.4. Kosim4ecTBO 4aCOB HA OCBOEHHME MPOTrPAMMBbI JUCUMIIJIMHBI:
MaKCUMaJIbHOHM y4eOHOM Harpy3Kku oOydatromerocs 56 4acos,
00s13aTeILHON ayTUTOPHON yueOHOM HArpy3ku oOydJaromierocs 56 4acos,
dopmMa IpOMEKYTOUHOH aTTecTauu: Aud HepeHIIMpOBAHHBIHN 3aUeT.

CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIUTLIAHBI

2.1 O0beM yueOHOM JMCHHMIIJIMHBI M BBl y4eOHOMH padoTsl (ouHasi popma o0ydeHust)

Bun yaebnoit paboTsl O0bem yacoB
MaxkcumanbHas yueOHast HarpysKa (BCero) 56
O0s3arenbHas ayAuTopHas yueOHas Harpy3ka (Bcero) 56
TEOPETUYECKUE 3aHATHS 38
[MPaKTUYECKUE 3aHATHS 18

[ Ipomesicymounas ammecmayus 6 popme o 3auéma




2.3 TemaTn4yecknii IVIaH U coep:KaHNe Y4eOHOH JMCIHIIIMHbI

HanmeHoBaHue Coaepixkanue y4yeOHOro MaTepuaJia, JadopaTopHbie U MPaKTHYeCKue padoThl, Oo0be Ypose  |Koasl
pa3nesioB u caMocTosiTeJIbHAsI padoTa 00y4a- I0IUXCcs, M Hb KOMIICTCHIIH
TeM KypcoBasi padoT (IIpPoeKT) 4acoB oceoen [

st GopMupoBan
HI0 KOTOPBIX
CIOCOOCTBYET
DJIeMEHT
MPOrpaMMbl
1 2 3 4
Beenenne Copnepxxanue yueOHOro MaTepuasa 1
CopnepxaHue TUCLUILIMHBL U ee 3a1aud. CBs3b ¢ APYTMMU IUCLUIUIMHAMU. 3HaUCHHE 1 2 OK2-OK7
NMUCLUIUIMHBI JUIsl HOATOTOBKH CIELIUAINCTOB.
Tema 1. CoaepikaHue y4eOHOIo MaTepuaJia 1
ITousiTue 0 [ToHATHSA: «TOKYMEHTUPOBAHHEY, «TOKYMEHT», «PEKBH3UT», «OJaHK», «(HOPMYISp». 1 2 OK2-OK7
aenonpoussoacTse  [Micropusi pa3BUTHS HAayYHBIX NPEJICTABICHUH O JOKYMEHTAIIMOHHOM 00eCreueHUH
yrpasieHusi. HopmatuBHoO-nipaBoBasi 6a3a opraHu3anuu JOKyMEHTAIlMOHHOTO
oOecrieyeHns yIpaBieHHs Kak OCHOBA TEXHOJIOTUH MTPOLIECCOB YIIPABICHHUSI.
IIpakTnueckoe 3ansitue Nel 2 3
Pa6ora ¢ 'OCT P 7.0.97-2016 Cuctema cranaapToB 1o nHpopMaimu, OubIM0TeHHOMY H
M31aTEIbCKOMY JIETY
3
IToaroroBka noxianoB 1o TeMaM: «BO3HUKHOBEHUE IE€I0NPOU3BOACTBA B Poccum». 3
«HMcropus 1ea0npon3BoICTBAY
Tema 2. Copaeprxanue y4eOHOro MaTepuajia 2
CucTtemMa OpraHu3allMOHHO-TIPABOBOM JAOKyMeHTaluu. Haznauenue u coctas 2 2 OK2-OK7

OpraHU3alMOHHO-IIPABOBOM JOKYMEHTa-




Opranu3anuoHHo-  |uu (yCTaB OpraHU3aIUH, TIOJ0KEHUS, IITATHOE PaclUCaHue, TOJKHOCTHBIE
NpaBoBbIe WHCTPYKIINN).
AOKYMEHTbI
IIpakT4eckoe 3ansitue Ne2 2 OK2-OK7
CocraBnenue 1 0hopMIICHUE TPOEKTOB YCTaBa, HMHCTPYKIHNA
[TpaBuna opopMIIeHHS U COCTaBICHHUS] OCHOBHBIX BUIOB IOKYMEHTAIINH. 2
1. CocTaBUTH CIIOBapb TEPMUHOB 10 TeMe: «OpraHu3alioOHHO-PacoOPSAUTEIbHbIE
JOKYMEHTBD)
Tema 3. Conep:xxaHue yueOHOro MaTepuajia 2
PacnopsigurenbHble  (CHucTeMa pacnopsaUTENbHON JokyMeHTaruu. E€ Ha3zHaueHue M cocTaB (IIPHKa3, 2 OK2-OK'7
AOKY- MEHTBbI pacrnopsbkeHue, noctaHoBiieHue). HopMaTuBHBIN XapakTep pacrnopsiAuTeIbHbIX
TOKYMEHTOB.
IIpakTuyeckoe 3ansitue Ne3 2
CocraBneHue 1 0hOpMIICHHE TTPOCKTOB MPUKA30B, PACIIOPSHKEHUN, yKa3aHHU.
Tema 4. Conep:xaHue yueOHOro MaTepuajia 4
CnpaBouHo- Haznauenue u coctaB HH(OPMAIIHOHHON TOKYMEHTALUH (IIPOTOKOJI, aKT, CIIy>KeOHast 2 OK2-OK76
HH(OPMALMOHHbBIE  BANTMCKA, IOKJIATHAS 3aITHCKa).
AOKY- MEHTBbI
CrnyxeOHasi IepenucKka: BHUbI, XapaKTePUCTUKUA. XapaKTePUCTUKA JOKYMEHTOB — 2 OK2-OK7
(dakcorpamma, tenedoHorpamMma, TeIerpamMma.
IIpakT4eckoe 3ansitue Ne4 2 OK2-OK7
Odopmnenune qoBepeHHOCTEH ODUITUATHHON U TIMIHOM.
IIpakTHyeckoe 3ansaTue NeS 2 OK2-OK 7

CocraBieHne COIIPOBOAUTEIILHOI'O IMHMCbMa, HI/ICBMa-HpOCB6H, HI/ICBMa-COO6HIeHI/I$I.




IIpakTuyeckoe 3ansaTue Ne6 2 OK2-OK 7
Cocranenue u ohopMIIeHUE 3asBICHHS 0 IpueMe Ha padoty. [Ipukasbl mo smyHOMY
COCTaBY.
IIpakTu4yeckoe 3ansaTue Ne7 2 OK2-OK 7
CocTaBiieHHE aKTOB, IPOTOKOJIOB, CIIPaBOK.
CocTaBuUTh CI0Baph TEPMHUHOB 1O TeMe: «CrpaBOYHO-MHGOPMAIIMOHHBIE JOKYMEHThD) 4
Tema 5. Conep:xxaHue yueOHOro MaTepuajia 4
Ionsitue [ToHsiTve «TOKyMEHTOOOOPOT»: COCTaB U y4eT 00beMa TIOKYMEHTO000pOTa MPETPHUITHIA 2 OK2-OK7
JIOKYMEHT0000- Y OpraHu3allnid.
poTa, peructTpanus
0KY- MEHTOB Opraau3anys paboThl ¢ MOCTYNAIONMIEH, UCXOAAIICH U BHYTPEHHEH JOKYMEHTAITHCH. 2 OK2-OK'7
IIpakTuyeckue 3ansaTre Ne§ 4 OK2-OK7
CocrtaBieHne cXeMbl JOKYMEHTO000pOTa B opranusanuu. Padora ¢ xypHazamu
pErucTpaIy BXOSIIUX U UCXOASIIHNX TOKYMEHTOB.
IoaroroBka pedepata o Teme: «J{oKyMeHTOOOOPOT U €ro 3Tarbh» 2 OK2-OK'7
Tema 6. CoaepikaHue y4eOHOIo MaTepuaJia 2
Opranusanus CucremaTuzanus JOKyMEHTOB U ux xpaHeHue. Homenknarypa nen. HauBuyansHele, 2 OK2-OK7
onepaTuB- HOTO CBOJHBIC, IPUMEPHBIC U THIIOBBIE HOMEHKJIATYPHI Jel. TpeGoBaHus K 0pOPMIICHUIO JETI.
XpaHeHHs T0KyMeH- |XpaHEeHUE JOKYMEHTOB B CTPYKTYPHBIX IOIPA3CICHUSX.
TOB
N3ydeHnne cTpyKTypbl HOMEHKJIATYphI 1€ 4 OK2-OK7
Tema 7. Copaeprxanue yueOHOro MaTepuaJia J
DKCIepTH3a HEHHOCTH JTOKYMEHTOB. [loiIroToBKa J1eJ1 K cjaue B BEAOMCTBEHHBIN apXUB. 2 OK2-OK 7




IToaroroBka 3aKOHOJIaTEJIbHBIE aKThl 1 HOPMAaTUBHO-METOIMYECKHE TOKYMEHThl DenepaibHOit 3 OK2-OK 7
JIOKYMEHTOB K APXUBHOM CITy>KObI Poccuu Mo apXMBHOMY XpaHEHHIO IOKYMEHTOB.
APXHBHOMY XPaHEHHIO
IIpoBeneHme SKCIEPTU3BI IEHHOCTH OIPEAEICHHOM IPYIIILI JOKYMEHTOB 4
M Torosast arrecranus 3a4er
Bcero: 56




3. YCJIOBUSI PEAJIM3AIIMU PABOYEM ITPOI' PAMMbBI YYEBHOM
JANCHOUITINHBI
3.2. TpebGoBaHUsA K MUHUMAJIbHOMY MATEPHAJIbHO-TEXHNYECKOMY O0ecre4eHn 0

O6opynoBaHue KabuHeTa:

—Pabouee mecTo mpenoaBarens — 1T,

—KOMIUIEKTHl CHEeNHMaIM3UPOBAHHON Mebenu ydammxcsi- 20 yueOHbIX cTojioB, 40 CTYNbEB,
Jl0cKa KiaccHas-lmT, mpoekrop - 1mT, skpan-1mr,

—KommbroTepbl-2 1 T ¢ yCTaHOBICHHBIM JIUIIEH3UOHHBIM IPOTPAMMHBIM 00ECTICUCHUEM:

OC Windows, MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security,
Koncynprant mmoc, 1C:IIpeanpusitue, ¢ BbIXOJOM B ceTb «MHTepHET» M JOCTYNOM B
3JIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEY.

3.3. UudopmanmonHoe odecreyenne 00y4eHus

Ilepedyennb yueOHbIX u3nannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHOM JIUTEPATYPbI
OcHoBHas1 IMTEpaTypa

- 1. Kopuees, 1. K. JlokymMeHTaIMOHHOE OOEcCIieueHUE YIpaBiCHUs : y4eOHUK W
MPaKTHKYM JJI cpenHero mpodeccuonanbroro oopazosanus / M. K. Kopuees, A. B. ITmenxo,
B. A. MamypueB.— 2-e u3a., nepepad. u gon. — Mocksa : M3natensctBo KOpaiir, 2022, —
384 c. — (Ilpodeccuonanvuoe oOpazoanue). — ISBN 978-5-534-05022-6. — Tekcer :
NeKTpoHHBI  //  OOpazoBarenbHas  1iarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/492541

- 2. Jloponuna, JI. A. JlokymeHTaIimoHHOE OOECTICUCHUE YMPABICHUS : yUYeOHUK U
MPaKTUKYM MJisi cpeaHero mnpodeccuoHanbHoro obpazoBanus / JI. A. loponuna, B. C.
HputnkoBa. — Mocksa : U3matensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccronanpHoe
obOpazoBanmne). — ISBN 978-5-534-05783-6. — Tekct : anexTpoHHsIid / OOpa3zoBarenbHas
miatgopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/492618

- 3.JlokymeHTanmonHoe obecrnieduenue ympasieHus. CocraBieHue U odopmieHue
JIENIOBBIX TOKYMEHTOB : ydeOHoe mocobue mist CIIO / cocraBurenu E. U. bammakoBa. —
CaparoB, Mockaa : IIpodoOpa3zoBanue, Aii [Iu Ap Meaua, 2021. — 144 ¢. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TekcT : 3AEKTPOHHBIA // DIEKTPOHHO-OMOINOTEUHAS
cuctema [PR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/103343.html (mara
obpamenus: 17.06.2021). — Pexxum goctyna: it aBTOPU3HP. TOJIb30BATENICH

- 4 Xmenwuunkas, O. E. Cekperaph - U110 KOMITAaHUHA (UMUK CEKpeTaps, ACIIOBOM
stukeT U npotokon) / O. E. XmenvHuiikas. — HoBocubupck : CHOMPCKOEe YHHBEPCUTETCKOE
uznarenbetBo, 2017. — 127 c¢. — ISBN 978-5-379-02028-6. — TekcT : 3MeKTpOHHBIN //
OnekTpoHHO-OMOMMoreunass  cuctema I[PR BOOKS  :  [caiit] —  URL:
https://www.iprbookshop.ru/65153.html (nata o6pamenus: 17.06.2021). — Pexxum nocrymna:
IUIS. aBTOPU3HP. TIOJIb30BaTeNeH

- 5. ITemkosa, I'. JI. Cexperapckoe neno : coopauk tectoB. [Tocobue / I'. JI. Iemkona.
— Munck : Bemmmitmas mkona, 2009. — 159 ¢. — ISBN 978-985-06-1736-1. — Texkcr :
ANEKTPOHHBIA // DnexkTpoHHO-OMOmoTeyHass cuctema I[IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/20263.html (nata obpamenus: 17.06.2021). — Pexxum moctyma:
JUTSL aBTOPU3HP. TIOJb30BaTENeH



14.2. lonomHuTensHas yaeOHas JuTepaTypa

- 1. AnekceeBa, T. B. JlokymeHTaIiionHoe obecnieueHune ynpapieHus : ydyeOnuk / T.
B. Anekceesa, O. A. CrpaxoB. — Mocksa : YHuBepcutet «Cuneprus», 2020. — 132 c. —
ISBN 978-5-4257-0402-3. — Tekcrt : 37eKTpOHHBIH // DNeKTpOHHO-OMOInOTeYHasl CUCTeMa
IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/101344.html (gara oOpamienus:
17.06.2021). — Pexxum moctyna: ajis aBTOPU3HP. TOJIb30BATENICH

- 2. Kamnkan, M. B. [lenoBoii atuker : yue6Hoe nmocooue aist CI1O / M. B. Kankan, JI.
C. JluxaueBa. — 2-¢ uzn. — Capatos : [IpodobpazoBanue, 2021. — 167 c. — ISBN 978-5-
4488-1123-4. — Texcr : 2neKTpOoHHBIN // DnekTpoHHO-O0nbmoreunas cucrema IPR BOOKS
: [caiiT]. — URL: https://www.iprbookshop.ru/104899.html (nara o6pamenus: 17.06.2021).
— PexuM gocryna: st aBTOpU3HUp. MOJIb30BaTEIEH

- 3. Iemkosa, I'. JI. Cexperapckoe aeno : yue6Hoe mocobue / I'. JI. IlemkoBa. —
Munck : Bremmsiimas mxkona, 2014, — 368 c¢. — ISBN 978-985-06-2337-9. — Tekcr
AJIEKTPOHHBIN // DnekrpoHHO-Onbmuoreynas cucrtema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/35543 . html (nata o6pamenus: 17.06.2021). — Pexxum moctyma:
IUTSL aBTOPH3HP. TTOJIb30BaTeINeH

Pecypchl ceTn UHTEpHET
OBC Iprbooks.ru
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOM
T CHATIIAHBI

®opmupyemble Pe3yabTarbl 00yueHusi (0cBoeHHbIe | POpMbI U METOABI
KOMIIeTeH M yYMeHHsl, YCBOEHHbIEe KOHTPOJIS U
3HAHUA) OLEeHKH
pe3yJbTaToB
o0y4yeHust
MK 2.2. Odopmnars, — COOTBETCTBHE opopmrnenus | Tekyumii
[POBEPSTH PABUIBHOCTD OpTraHU3aIMOHHO- KOHTPOJIb MPH
COCTaBIICHMUSI, pactopsANTeNbHBIX U | IPOBeIeHUM:
o0OecreunBaTh XpaHEHUE TOBaPOCOMPOBOIUTEILHBIX
OpraHU3alMOHHO- JIOKYMEHTOB YCTaHOBJICHHBIM AUCHMERHO20/YCTHO20
PacCTIOPSANTEIbHBIX, TpeOOBaHUAM (CTaHAAPTaAM); onpoca,
TO;?E{Z:ET{EZZZT;T;E&HX MIPaBUJIbHOCTb cocraBieHus | | CCUPOSAHIL
TOKYMEHTOR ¢ OpraHU3aIMOHHO- ~oyenxu
CIIOE30BAHICM pacnopsAUTeNbHbIX U | hesyremanos
L BTOMATH3HPORAHHEIX TOBapOCOMPOBOIUTENbHBIX CAMOCTIOSMENbHOI
crcTeM. AOKYMCHTOB, pabome
(0oknaoos,
pedepamos,




— OpraHu3anus XpaHEHHUS
OpraHu3alMOHHO-
pacnopsAIUTENbHBIX u

TOBapPOCOIPOBOIUTENBHBIX
JOKYMEHTOB B COOTBETCTBUU C
YCTaHOBJIEHHBIMU TpPEOOBAHUAMHU

(crangapramu);

— TPaMOTHOCTh " CKOPOCTh
COCTaBleHUS W OhOPMIICHUS
OpraHHU3aIMOHHO-
pacropsIUTeITbHBIX "
TOBAaPOCOMPOBOAUTEITHHBIX
JOKYMEHTOB  Npu  paboTe ¢

ABTOMATHU3UPOBAHHBIMU
CUCTCEMaMH

meopemuyeckou
uacmu npoeKmos,
VueOHbIX
ucciedosanuil u
m.o.)

IIpomexyTouHast
arrecranus

8 hopme 3auema 6
suoe:

-NUCbMEHHBIX/
VCMHBIX 0OMEEmos,

-mecmupoeanus

q)OpMBI U MCTOJbI KOHTPOJIA U OLCHKU PCIYJIbTATOB 06yquH;1 JOJDKHBI ITO3BOJIATH

pOBEPATH y OOydalOIMXCS HE TOJIBKO C(HOPMHUPOBAHHOCTh MPOGECCHOHATBHBIX
KOMIIETEHIIM, HO ¥ pa3BUTHE OOLINX KOMIIETCHINN 1 00€CTIeUNBAIOIINX UX YMEHUH.
®opmupyemble Pe3yabTaTnl 00yueHusi (0cBOeHHbIe| DOPMBI U METOIbI
KOMIIETeHIUH YMEHUs1, YCBOCHHbIE KOHTPOJISA U
3HAHMA) OLeHKH
pe3yJibTaToB
o0y4yeHust
OK 1. [loHumMath CyuiHOCTb | - MPOSBJICHUE MHIUBUAYATbHOTO (Texymmii
1 COLMAJIBHYIO 3HAYMMOCTH | CTHJIS IO3HABATEIbHOMN ACSITEIBHOCTH [KOHTPOJIb NPH
cBOCi Oymymiei mpodeccuw, | B mpoiecce 0CBOSHUs Mpodeccui; MpOBeIeHUM:
[IPOSABIIATH K Hel
. . - IEMOHCTPALIMS MHTEpeca K [FIUCbMEHHO020/yCMHO20
[YCTOMYMBBIA HHTEPEC.
IIOJIyUEHUIO 3HAHUN B pe3ynbTare jpnpoca;
MPAKTUYECKOMN IESITEIbHOCTHU,
-mecmupoeanusi;
TEOPETUUECKOMY OCMBICIIEHHIO €€ pe-
3YyJIbTaToB, -OyenKu pe3yIbmamos
camocmosamenvHou
- ydJacTue B TEMAaTUYECKHUX
pabomol (00Kk1a008,
npogeccuoHaIbHO-

OPHUCHTHPOBAHHBIX MCPOIIPUATUAX.

peghepamos,

meopemuueckou




OK 2. Opranu3oBbiBaTh
COOCTBEHHYIO
NesTeNbHOCTh,  BBIOMPATH

TUITOBBIC MCTOAbI 1N CHOC06LI
IBBITIOJIHCHU A

Mpo¢eCCHOHANBHBIX  3a7ad,
OLICHUBATh
A PEKTUBHOCTD U KA4€CTBO

ux

- IOHUMAET CYTh MPO(ECCHOHATBHBIX
3a1a4;

- BBIOMPAET U TIPUMEHSCT METO/IBI U
CIOCOOBI PEIICHUs
npoecCHOHANBHBIX 33]1a4;

- ymeeT (GopMyIMpOBATh LEb U
3a/1a4u Ipea- CTOSIEeH
npodecCHOHATBLHOMN IEATEIbHOCTH;

- YMeeT MpeACTaBUTb KOHEUHBII
pe3yiabTaT AESTEIbHOCTH B MTOJHOM

uacmu npoeKmos,
VUEOHBIX UCCIe008aHUL
1 m.o.)

IIpome:xxyToyHast
aTTecTanus

6 hopme 3auema 6

00BeEME; suoe:
- BBIOOD U IIPUMEHEHUE METOMIOB U |y o oo / yemmpix
CHIOCO0O0B pelIeHUs omeemos,
npoeCCHOHANIBHBIX 3a/1a4, OI[CHKA
-mecmupo8aHsl
uX 3 (HEKTUBHOCTHU U Ka4eCTBa
OK 3. I[Ipunumars - aHAJIU3 po¢eCCHOHATBHBIX|
pEIICHHsI B CTAHJAPTHBIX W | CHUTYAIHIA;
HECTaHIapTHBIX
- peleHue CTaHJAPTHBIX U

CUTyallusaX W HCCTU 3a HHUX
OTBCTCTBCHHOCTD

HECTaHJapPTHBIX MpodeccHoHaTbHBIX

3ajady B O0JNACTM TYpUCT- KOHU

ACATCIIbHOCTH

OK 4. OcymiecTBisth

- 93)(EKTUBHBII MTOUCK HEOOXOIUMON

MONCK U uH(pOpMaIuy;
MCIIOJIb30BaHUE
uHpopManu
I/Iﬂ
HE00X0AMMON IUISL - WCIIOJIb30BAaHUE PA3TUYHBIX
A PEKTUBHO- IO [MCTOYHUKOB MH(OPMAIIH, BKIIOYAs
BBITTOJIHEHUS DIIEKTPOHHBIE
npodeccnoHabHBIX 3ajad,
poQecCHOHATIBHOTO
M TTYHOCTHOT'O Pa3BUTHSI.
OK 6. Paboratp B| - B3aUMOJEICTBHE: C

KOJIJICKTHUBE U

KoMaHJe, 00ecleunBaTh ee

CIUUIOYEHUE, 3¢ (heKTHBHO

00y4aromuMuCs TpH IPOBEICHUH
ACJIOBLIX UI'P, BBIITOJIHCHUUA
KOJUICKTUBHBIX 3aJlaHUH (TIPOEKTOB);




[YCIIOBHIA.

00IIAaTBCS C  KOJUICTaMH, | - C MPEMOAaBaTeNIIMU, MacTepaMH B
[PYKOBOJICTBOM, X0JIe O0y4YCHUS;
MOTPeOUTEIIMHU.
- C MOTPEOUTEISIMU M KOJJIETaMH B
X0/1€ TIPOU3BOJICTBEHHOM MPAKTUKU
OK 12. CobmronaTsl- coOII0IEHHE HOPM JIEHCTBYIOIIETO
nelcTByIOIIEe 3aKOHO/IaTeIIbCTBA,;
3aKOHO/IaTEeIILCTBO u 5
oGs3aTenbHble  Tpebopamms| oot B npogeccHonabHOM
HOPMATHBHEIX JOKYMCHTOB, a,[[eﬂTeJ'IBHO(iTI/I 00513aTEIIbHBIX
AOKe pe 6OBaHHHTpe6OBaHI/II/I HOPMATHUBHBIX
CTAHIAPTOB,  TEXHHYECKUX[ =~ ) MCoHTOB, CTaH1apToB,

TEXHUYECKUX YCIIOBUU




PABOYAS ITPOT'PAMMA YUEBHOM JIMCLIUITJIMHBI
OI1.04 Texnuueckoe OCHAIIIEHUE U OpraHu3aIus pabodyero mecra

1.5. Ob6sacTs NpMeHeHHus padoyeil MPorpaMMbl

Pabouas mnporpamma y4yeOHON IUCHMIUIMHBI SIBISICTCS YacTblO IPOTPaMMBI IO
crenuanbHOCTH «CekpeTapb-aAMUHUCTPATOP.
1.6. MecTo y4yeOHON IMCHUIUIMHBI B CTPYKType NPOrpamMMbl MNOATOTOBKH: YueOHas
aucuuIuiMHAa TeXHU4eckoe OCHALleHWe M OpraHu3anus pabodero Mecta BXOJUT B
oOmenpodecCuOHATBHBINA ITAKIT.
1.7. Heau u 3212494 JUCUUILIMHBI — TPEOOBAHUS K Pe3yJIbTATAM OCBOCHUS U CIUNIMHbI

B pesynbraTte ocBoeHHs yueOHOM TUCIUIUIMHBI 00y4YalOMmUACs T0KEH YMeTh:
—TPOBOJUTH aBTOMATHU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
—OCYIIECTBIISITh XPaHEHNUE U IOUCK JOKYMEHTOB;
—MUCI0JIb30BaTh TEJICKOMMYHUKALIMOHHBIE TEXHOJIOTMHU B JJIEKTPOHHOM JOKYMEHTOO0O0pOTE;

—OCYIIECTBIATh podecCHOHATIBHYIO JIeATEILHOCTD C  WCIOJIBb30BAaHHEM

OpraHU3alMOHHON TEXHUKH.
B pesynbprare nuzydenus: yueOHON AUCIUIUTMHBI 00yJaIONTUHCS TOJDKEH 3HATh:

—OCHOBHBIE TTIOHATHS: [IEIIH, 33/1a41 U IPUHIUITEI PAaOOTHI ¢ TOKYMEHTaMH;

—K1accu(hUKAIUIO TOKyMEHTOB;

—TpeOoBaHUs K COCTaBICHUIO U O(POPMIICHUIO TOKYMEHTOB;

—OpraHM3alro JOKYMEHTOO0O0pOTa: MpueM, o0paboTKy, pErucTpalfio, KOHTPOJb, XpaHEHHE

JOKYMEHTOB, HOMEHKJIATypy Jell;

—COBpPEMCHHBIC BBl OPraHU3alMOHHOW  TEXHUKH u KOMITBIOTEPHOTO
o0OecIeueHus;
—Ha3HaYeHHE, TpaBUIIa HCITOJIb30BaHHUS u TEXHUYECKOTO 00CTyKUBAHUS

OpPraHU3aIIOHHON TEXHUKHU.
Ha peanuzaruto paGoueii mporpaMmMbl OTBOAUTCS 12 4acoB.

CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIUTLIMHBI

2.1 O0beM yueOHOM JMCHHMIIJIMHBI M BUABI y4eOHOMH padoTsl (ouHasi popma o0ydeHust)

Bun yaebnoit paboTsl O06bem yacoB
MaxkcumainbHast yueOHast Harpyska (BCero) 12
O0s3arenbHas ayAuTopHas yueOHas Harpy3ka (Bcero) 12
TEOPETUYECKUE 3aAHITUS 12




2.2 TemaTH4yecKMi IJIAH M CO/lePKAHUE YYeOHOM U CIUNINHBI

HaumeHoBaHue Conep:kanue y4eOHOTr0 MaTepuaJia, JJadopaTopHbie M MPaKTHYeCKHE PadoThl, O0be | YpoBeHb Konbr
pa3aesioB u caMoCTOsITeJIbHAsI padoTa 00y4a- IIMXCs, KypcoBasi M OCBOEHHM [KOMIICTCHIUHN
TeM padot (mpoeKT) 4acoB | ,
dbopmupoBaH
M0 KOTOPBIX
CIIOCOOCTBYIO
T 3JI€MEHTHI
POrPaMMBbI
1 2 3
Tema 1. Texnuueckass |Coaep:kaHue y4eOHOr0 MaTepuasia 1
0a3a Jemonpon3BOACTBA
PaGouee MecTo aenmompou3BOAMTENS. DPrOHOMUKA W OpraHU3alds Tpya. 1 2
KomnsrotepusupoBaHHoe pabouee mMecTo nenornpousBoautens. CaHuTapHO-
TUTHEHUYECKUE HOPMATUBBI JJI1 PabOTHUKOB odwuca.
OK2-0OK6
Knaccudukanus CPEJICTB OPTraHU3AIIMOHHON TEXHUKH.
Tema 2. CoaepsxkaHue y4eOHOI0 MaTepuaJia 2
Kommnbsrorepnoe
oBeceyeHne Hctopust pazButus xommbioTepHOU TexHuku. Knaccudukamus [IDBM. AnmnapatHoe u 2 2 OK2-OK6
nporpammuoe odecrieuenue DBM. OcHoBHBIE ycTpoiictBa OBM u npuHIHUITEI X pabOTHI.
OOciyxuBaHuE KOMIIBIOTEpA: IPOBEPKA JTUCKOB, JedparMeHTanus
TTMCKOB, 3aIllUTa OT BUPYCOB, CPEACTBA aHAIH3a Pa0OThI KOMITBIOTEpPA
Tema 3. CoaepsxkaHue y4eOHOro MaTepuaJia 2
CpenctBa
A/IMHHHCTpAT Knaccudukamms cpencts cBszu. Tenedonnas cBsa3b. Tenedonnsie anmapatel. MuHU- 2 2 OK2-0K6
MBHO- ATC. Pamuorenedonnas cBs3b. Buaeorenegonnas cBs3b. llelKUHroBass CBA3b.

YIIPaBJICHYECKOM CBA3U

Tenerpadmnas csa3p. TenetaiinHas cBsi3b. JelTedonnas CBSI3b. Tenexc.

daxkcuMmibHas CBI3b.




Tema 4.
Komnerorepabie
KOMMYHHKaIIUN

Conep:kaHue yueOHOro MmaTepuajia

Tenekommynukanuu. KomnwrotepHascets. JlokanpHas cerb. Hasznauenue JIBC, wnx
OCHOBHbIE THMBI, coctaB. CepBep. Knnent. Tononorus cetn. Moaynsiuus,
NEMOIYISIIMS, KaHAI CBA3U. MosieM, ero Ha3HauYeHUE U OCHOBHBIE

XapakTepucTuku. [ mobanspHble KOMIbIOTepHBIE ceTu. Mcropus Internet. Kanaisr
cBsa3u. lIporokon. HasHaueHue ¥ BO3MOXHOCTH pa3jIMYHBIX cepBUCOB Internet.
OnexTpoHHas nouta. /J[ocTouHCTBa 37€KTPOHHOM OUThl. CTPYKTYypa 3JEKTPOHHOTO
nuceMa. Azipecaliiss B CUCTEME 3JIEKTPOHHOU

rmoursl. WWW. I'unieprekct. @opMar CChUIKH.

BN

OK2-OK6

Tema 5. Cpencra

TUPaXKUPOBAHUS
JOKYMEHTOB

Conep:xanue yaeOHOro MaTepuasia

Knaccuduxamms CPEICTB TUPAKUPOBAHUS. [TpunTepsl. MatpuuHbie
npuntepsl. CtpyiiHble npuHTepsl. JlazepHsie npuHTepsl. CpecTBa KOMMPOBAHUS
IoKyMeHTOB. Cpe/icTBa pa3MHOKEHHsI TOKYMEHTOB. | ekTorpaduieckas nevars.
Tpadapernas neuats. OdcerHast nedats. Pusorpadsl. JlononHuTEIbHBIE CpEICTBA
MOJTOTOBKH JTOKYMEHTOB. /lukTodonHas TexHHKa. CKaHUPYIOIUE YCTPOUCTBA.

BN

OK2-OK6

Bcero:

12




3. MATEPUAJIBHO-TEXHUYECKOE U THOOPMAIIMOHHOE
OBECHEYEHHME, HEOBXOJIUMOE JJ11 OCBOEHHUS PABOYEN

IMPOI'PAMMBbI

MatepuaabHO-TEXHUYECKOE 00ECTICUCHHE

[Iporpamma mpeanonaraeT HaIMIKME yaeOHOTO KaOuHeTa. 000pyI0BAHHOTO:
MOCAI0YHBIMU MECTaMU 10 KOJIMYECTBY 00yYaIoONInXcs;

paGOIII/IM MCCTOM MPCOaaBaTCIId,

KOMITBIOTEPaMH;

OPITEXHUKOM;

UHTEPAaKTUBHOU JOCKOHN WIM  MYJIbTUMEIUHHBIM  KOMIUIEKCOM C
JIMIIEH3MOHHBIM ITPOTPAaMMHBIM 00ecrieueHUeM;

KOMILIEKCOM y4€OHO-METOIMYECKOM TOKyMEeHTaluu. TeXHu4ecKue CpeicTBa O0yUEeHHUs:
AJIEKTPOHHBIE BUJIEOMATEPHAIIBL;

HOYTOYK;

IIPOEKTOP.

3.4. HupopmanuoHHoe odecriedeHue 00ydeHust
Ilepeuyenn yueOHbIX M31aHuil, UHTepHET-pecypcoB, 10NOJIHUTENbHOMN JTUTEPATYPHI
OcHoBHasi MTEpaTypa:

1. Koznos H. B. KomnbiotepHoe nenonpou3BoACTBO U paboTa ¢ 0pUCHOI TEXHUKOH.
Hayka u Texnuka - M., 2016. - 304 c.

ﬂOHOJ’IHI/ITeHLHBIe HCTOYHUKHU:

1. Ky3nenona, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. Jleqmonpon3BoacTso.
Opranuzanys 1 TEXHOJIOTHH IOKYMEHTAIIMOHHOTO o0OecrieueHus ynpasieHus. FOuutu-/lana -
M., 2016. - 359 c.



1. Ob1acTs npuMeHeHust padoveil NPOrpaMmMbl

PABOYA S ITPOTPAMMA VUEBHOU JIUCLIUITJINHEI
OI1.05 SGKOHOMMNYECKHUE U ITPABOBBIE OCHOBbBI
MPOPECCHUOHAJIBHOM JEATEJILHOCTH

PaGouas mporpamma ydebnoi aucuuruinabl OI1.05 « 9koHOMIYECKHEe U TIPABOBHIE OCHOBBI

HpO(I)eCCHOHaHBHOfI ACATCIIbHOCTH» ABJIACTCA YaCThIO IPOTPAMMEI 11O CIICHHUAJIBHOCTH

«CekpeTrapb-aIMUHUCTPATOPY.
2. MecTo y4eOHO#W IMCHUIJIMHBI B CTPYKType NpPOrpaMmbl MOATOTOBKH: YueOHas
JUCHUIIIIMHA « DKOHOMUYECKUE U IMPaBOBBIC OCHOBLI HpO(I)eCCHOHaHBHOﬁ ACATCIIBHOCTN BXOAUT

B 0011enpOheCCHOHATBHBIN ITUKIT.
3. Lesn 1 3a1a4M AUCHHUIUIAHBI — TPEOOBAHUSA K Pe3yIbTaTaM O0CBOEHHS TUCIHUTLTHHBI

B pamkax nporpaMMsl yueOHOM TUCHUILTMHBI 00yYarOIIMMUCS OCBAaUBAIOTCSl YMEHUS U 3HAHUS

Kon Ymenus 3HaHus
I1K, OK, JIP
OK 01, OK Haxonuts 1 ucnons3oBaTh MexaHu3Mbl 1IeHOOOpa30BaHUS Ha
04,0K.06 HKOHOMHYECKYI0 HH(popManuio B | IPOAYKIHIO, (OPMBI OIJIAThl Tpyaa
Hessax obecrnevyeHus B COBPEMEHHBIX YCIIOBUSX;
JIP 4, JIP 9, COOCTBEHHOU Ilemu u 3a1aun CTPYKTYPHOTO
JIP 13, JIP 14, KOHKYPEHTOCIIOCOOHOCTH Ha HOJpa3/IeNeH s, CTPYKTYpPY
JIP 27 pHIHKE TpyJa OpraHu3alyy, OCHOBBI

SKOHOMHMYECKUX 3HAHHH,

HEOOXOMMBIX B OTpacIH;

2. CTPYKTYPA U COAEP)KAHUE YYEBHOW JUCHUILINHBI

2.1. O6bem yueOHOM TUCIUTIITMHBI U BUIBI YI€OHOH paOOThI

Buj ydyeOHoii padoThl

O0BeM B yacax

O6beM 00pa3oBaTe/IbHON MPOrPaMMbI y4eOHOI THCIHILIHHBI 30

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH

BT. 4.:

TCOPCTUICCKOC OG}"—IGHI/IG

nmabopaTtopHble pabOTHI (eciu nPeodycmompeHo)




2.2. TemaTu4ecKui IJIAH U COJePKAHUE YIeOHOM TUCIUIIMHBI

HaumeHoBaHMe pa3/iesioB U Conepxxanue y4eOHOro MaTepuasia u (popmMbl OPraHu3alUuM AeATeJIbHOCTH Oobem Konwi
TeM o0yvyarommxcst KOMIIeTeHI U
B Yacax
U JIMYHOCTHBIX
pe3yJ1bTaToB,
(popmupoBanu
10 KOTOPBIX
CIocoOCTBYeT
3J1eMeHT
nporpamMm
bl
1 2 3
PA3JIEJI 1. DkoHOMHKA M JKOHOMHYECKAsI HayKa
Tema 1.1. IloTrpedHOCTH. [ToHsATHE YKOHOMHKH. DKOHOMHUYECKHE TOTpeOHOCTH o01ecTBa. CBOOOIHBIE U 2 OK 01, OK
CBoOoanble sKOHOMHUEecKue Onara obuiecTBa. BaxkHeilme 3KOHOMUYECKHE PECypPCHI: TPY/I, 3eMJIs,
4,0K.
IKOHOMMYeCKHe OJ1ara. KaluTaj, NpeAnpuHUMaTensCTBO. OrpaHN4eHHOCTh IKOHOMUYECKUX PECYPCOB — 04,0K.06
OcHoBHbIE JKOHOMUYECKHE | TJIaBHAs poOiieMa SKOHOMUKH. [ paHUIbI TPOU3BOJICTBEHHBIX BO3MOKHOCTEH.
npoo0JieMbl.
Tema 2.1. @akTOpbI dakTopsl Mpon3BoACTBa. 3apaboTHas mata. @opmel oratel Tpyaa. [loompurensHbie 2 OK 01, OK
NPOU3BO/JCTBA U cuctembl oriatel Tpyaa. [Ipudsuis. Ctpykrypa npudsuid. [1nanupoanue npuObLIN. 04.0K.06
,OK.

(daxkTopHbIe 10X0AbI

PenrabenbHOCTE.

Penta. 3emenbHas penta. HayuHsle moaxoapl kK Kareropuu nporeHT. OCHOBHbBIE TEOPUU
MIPOUCXOXKACHHUS ITPOLICHTA.
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Tema 2.2. CoOOCTBEHHOCTD.

[Tonstue cooctBenHoCcTH. COOCTBEHHOCTH KaK OCHOBA COMaJIbHO-3KOHOMHUYCCKUX

OK 01, OK

Konkypenuusi. otHomeHUH. COOCTBEHHOCTh KaK YKOHOMHUECKAs KaTerOPHs B COBPEMEHHOM
noHuMaHuu. @OpMbI COOCTBEHHOCTH: TOCYJapCTBEHHAS, MYHHUIIUIIAIbHAS, YaCTHAS. 04,0K.06
Konkypenuus. CoBepiieHHass KOHKYpEHIUs. Y CJIOBHUS COBEPILIEHHON KOHKYPEHIIUH.
Mouononus. MoHononaucTuyeckass KOHKypeHuus. Onurononvsi. AHTUMOHOIIOJIbHAS
IIOJINTUKA TOCYapCTBa.
PA3JIEJI 3. PbiHOYHASI 3KOHOMUKA
Tema 3.1. PoiHOYHBIIH KpyroBopot npousBoacTBa u oOMeHa MPOAYKIIMH B 5)KOHOMUYECKON cucTeMe. 3aKOH OK 01, OK
MexaHu3M. PeiHouHOe cripoca. MakTOPHI, ONPEEIISAIONINE CIIPOoC. ArperupoBaHHast QyHKIHS crpoca. 3aKOH
paBHOBecHe. PEIHOYHBIE npennoxenus. KoHuenuus paBHOBECHs pbIHKA. Y CTOHYMBOCTh PABHOBECHS. 04,0K.06
CTPYKTYPBbI. DnacTUYHOCTH CIpoca IO IieHe. DJIaCTUYHOCTb crpoca 1o goxoay. [lepekpectras
AJIAaCTUYHOCTD CIpOca. DJIACTUYHOCTD NPEI0KEHNS. PEIHOYHBIE CTPYKTYpHI.
Tema 1.2. IIponsBoacTso, WudpactpykTypa npeanpustus. THIIB IPOU3BOJICTBEHHOMN CTPYKTYPHI OK 01, OK
NPOU3BOAUTEIbHOCTD XO3SMCTBYIOINX CYOBEKTOB.
Tpyaa. @akrTopsbl, . . . 04,0K.06
BJIMSTIOLIHeE HA IIpon3BoCTBEHHBIN U TEXHOJOTMYECKUM ponecc. IIpon3BoaCTBEHHBIN UK.
POH3BOTHTETHHOCT OcHoBHbIE (hopMBI OpraHu3anuu npousBoacTBa. OcHoBHOU KanuTai. Knaccudukanums
Tpyza. 3JIEMEHTOB OCHOBHOTO KanuTana. O60opoTHBIN KanuTai. Posb 000poTHOrO KanuTana B
npouecce npou3BoAcTsa. Ilokasarenu ypoBHsS INPOU3BOAUTENBHOCTH TPYAA.
Tema 1.3. U3nepxkxn CwMerTsl 3aTpat Ha Mpou3BoACcTBO. PakTopHl, BAMsIOMKE Ha cedecTroumocTh. [IpenenspHble 04,0K.06

Beipyuka. [Ipennpusarus

U3JIEP’KKU Tpon3BoicTBa. LlenooOpasoBanue. Jloxox mpeanpusTusi.

PA3/IEJI 2. Tpya u 3apaboTHasi njiara.
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Tema 2.1. Tpya u [ToHsATHE U CYIIHOCTD 3apaOOTHOM TIATHI 2 OK 01, OK
3apa0oTHas nJarTa.
04,0K.06
PA3JIEJI 3. lenbru u 0aHKM.
Tema 3.2. IlonsiTne neser m | JIeHbru: CyniHoOCTh M QyHKIMH. JIeHbTH Kak cpecTBO oOpaieHus. JleHbru kak Mmepa 6 OK 01, OK
HX POJIb B JKOHOMHKE. CTOMMOCTH. JICHBI'M KaK CPEICTBO HAKOIUIEHUS. JIeHbI'M KaK CPEICTBO ILIATEXKA.
04,0K.06
[TpobreMa TMKBUIHOCTH.
3aKoH JICHe)KHOTO oOpaiieHus. Y paBHeHHe oOMeHa. [{eHexHbIit 3amac. Ponb gexner B
HYKOHOMHKE.
PA3J/IEJI 4. I'ocynapcTBo M 3KOHOMHKA.
Tema 4.1. Hanoru. Cucrema | Crucrema Hasoroo6aoxxeHus. [IpUHINIIBI 1 METO/IbI TOCTPOCHHUS HAJTOTOBOM CUCTEMBI. 6 OK 01, OK
H (PYHKIMH HAJIOTOBBIX [TonsaTue HajgoroB. Buabl HanOTroB. DIIEMEHTHI HAJIOTa M CIIOCOOBI €r0 B3UMaHUS.
OpraHoB. Cuctema 1 pyHKIIUM HAJIOTOBBIX OPTaHOB. 04,0K.06
PA3JAEJI 5. Me:xnyHapoaHasi 5JKOHOMHMKA.
Tema 5.1 Mexaynapoanast CpaBHUTENBbHBIN aHATN3 BHYTPEeHHETO phiHKA. «[Ipobiaemsbl BcTyruienns Poccuu B 2
3KOHOMHKA. BTOy.
Bcero 30
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3.YCJIOBHUS PEAJA3AIIAA IMTPOTPAMMBI YUEBHOM JIMCIUIIIAHBI

3.1. Peanuzanus mporpamMmbl AMCUUILUIMHBI TpeOyeT HaNu4Ksl ydeOHOro kKabuHeTa
HKOHOMHKA
O6opynoBaHnue y4eOHOTO KaOHMHETA:
— pabouee MecTo TIpernoaaBaTers;
— paboume MecTa CTY/ICHTOB;
— yueOHas T0CKa;
— VMK no aucuuruinHe(MeTOAUYECKUE YKa3aHUS 110 BBITIOTHEHUIO
MPAKTUYECKHX 3aJJaHHI, BHEAYIUTOPHBIX CAMOCTOSTENBHBIX PadoT);
— pa3gaTouHbIC U MUAAKTHYECKHE MaTepUAIIBI;
— TPEe3EHTAIUH IO OTICIHHBIM TEMaM;
—  HarBIIHBIE ITOCOOMS.
Texandeckue cpeacTBa 0OyueHHs: HHTEPAKTHBHBI KOMIUICKC.
Jliist peanu3aniy IporpaMMbl Y9eOHOW TUCITUITITHHBI UMEETCSl B HATMYUU YIeOHBIN KaOWHET
TEXHUYECKOH TpaduKH.
TexHu4yeckue cpeacTBa 00yueHHs:
—KOMITBIOTEP C JIMILIEH3UOHHBIM ITPOrPAMMHBIM 00eCTIeYeHUEM;
—MYJIBTUMEIUATIPOEKTOP;
—IIpUHTED;
—D9KpaH.
NudopmanmonHoe odecriedeHne pean3anii mporpaMmbl
OCHOBHBIE HICTOYHUKHU:

BopucoB E.®. OcHoBbl skoHOMuKH.- M.: JIpoda, 2020.

bopucoB E.®. OcHoBbl 3k0HOMUKH. [IpakTukym,- M.: Beicmas mkosna,2019.
Ps6unkoBa A.K. A30yka sxoHOoMHKH. YueOHOe mocobue - M., 2018.
Cnaroma B.I'. OcHoBbl 3xoHOMUKH. M.: ®opym - Uuppa, 2017.

BBoanblif kypc skoHomuueckoit Teopun/Ilon pe. Axaa. Xypasnésoit - M.4 2019.

A e

DKOHOMMUECKasi Teopusi. XpectoMarus. 2-e uzaanue. - M.: Beicmas mikona, 2020.

JlonOJTHUTENbHBIE HCTOYHUKH
1. CnoBapb SKOHOMHUYECKUX TEPMUHOB

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMS YUYEBHOM JUCIUIIINHBI

Pe3ynomamur 00yuenusn Kpumepuu oyenxu Memoowl oyenku
YMmers:
HaxonuTe 1 ucionb3oBaTh XapaKTepUCTUKHU Brmonnenue 3agaHui,
HKOHOMHUYECKYIO HH(OpMaInio B JIEMOHCTPUPYEMBIX 3HaHUH, | AU depeHIMpoBaHHbII 3a4eT

Hensix odbecnedeHus: coOCTBEHHOM KOTOPBIE MOT'YT OBITh
KOHKYPEHTOCTIOCOOHOCTH Ha IPOBEPEHBI
PBIHKE Tpyza

3HATDL:




OO01Ke MPUHIKAITBI OpTaHU3AITUH XapaKTepUCTUKH Onpoc, TecTupoBaHue
MPOU3BOJICTBEHHOTO U JEMOHCTPUPYEMBIX YMEHUMN
TEXHOJOTHYECKOro mpolecca;

MexaHu3mbI 11eH000pa30BaHMs
Ha MPOJIYKLHUIO, (POPMBI OILIATHI
TpyZJa B COBPEMEHHBIX YCIOBUSAX;

[lenu u 3aga4M CTPYKTYPHOTO
No/ipa3/iesieHust, CTPYKTYpy
OpraHu3aIi, OCHOBBI
3KOHOMHYECKUX 3HAHUM,
HEOOXOAMMBIX B OTPACIIH;

PABOYAS ITIPOTPAMMA YUYEBHOM JUCLIUITIMHBI
OI1.06 OXPAHA TPYJA

1.1 O6aacTh NpuMeHeHus padoyeil NPOrpaMmbl
PaGouass mporpamMma y4eOHOM IUCUUIUIMHBI SBJSIETCS YAcThIO IMPOTPaMMbI MO CIEHUATbHOCTH
«CekpeTapb-aIMUHUCTPATOPY.
1.1. MecTo y4eOHOH JMCUHUILIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKHM: YueOHas
mucuuiuinHa OxpaHa Tpy/Ja BXOJUT B 001IenpodhecCHOHANbHBIN IHKII.
1.3. Henu n 3apaum y4eOHOM IMCHMILIMHBI — TPe0OBaHUSI K pe3yJIbTaTaM OCBOCHHMS y4eOHOMH
AUCHUILIUHBI
ens mporpamMmsbl — GOpPMHUPOBAHKHE Yy O0YYAIOMIUXCS OOIMICY4eOHBIX YMEHHM, HAaBBIKOB, CIIOCOOOB
NeSITeIbHOCTH.
B pe3ynbraTe 0cBOSHUS AUCHUTUIMHBI 00YyYaIOUTUIICS T0KEH YMETh!

—BBINOJIHATH TPEOOBaHUS OXPAHbI TPY/A;

—BBISBJIATh OMNAaCHBIE U BPEAHBIC NMPOU3BOACTBEHHBIE (DAKTOPHI M COOTBETCTBYIOIIME UM PHCKH,
CBS3aHHBIC C TPOLUIBIMHM, HACTOSIIUMH WIM IUIAHUPYEMBIMM BHIaMHU TNPO(EeCcCHOHATBHOM
NesTeTbHOCTH;

— MHCIIOJIb30BaTh CPEACTBA KOJJICKTMBHOM W WHAWBUAYAIBHOM 3allUTBl B COOTBETCTBHM C
XapaKTepOM BBHITIOJIHAEMOM MPpodeccuOHaIbHOM 1eATeNbHOCTH;

—BbIpabaThIBaTh U KOHTPOJIUPOBATH HABBIKU, HEOOXOAUMBIE JUJISI IOCTHXKEHUSI TpeOyeMOoro ypoBHS
0€30macHOCTH Tpy/a.

B pesynbpraTe ocBoeHMs y4eOHOW MUCIMILIMHBI O0YJarOIIHICS JOHKEH 3HATH:

- TpaBWJIa OPraHU3ALMH TPYAA U pabovero Mecra;

- TpaBUJIa TEXHUKU OE€30IACHOCTU M OXpaHbl Tpy/a MpH padoTe ¢ 3JIEKTPOo0OOpyI0BaHUEM;

- 3aKOHBI U MHBIE HOPMAaTHBHBIC MPABOBBIE AKTHI, COAEPIKAIINE rOCYIapCTBEHHbIE HOPMATHBHbIC
TpeOOBaHUS OXPaHBI TPY/IA, PACIIPOCTPAHSIONINECS Ha JeSTEIbHOCTh OpPraHu3alluy;

- (hakTHUECKHE WM MTOTEHITUATBHBIC TOCIEACTBUS COOCTBEHHOM IEATEIbHOCTH (MIJIH 0€3/1eCTBHS)
Y UX BIUSHUE HAa YPOBEHb O€30MMaCHOCTH TPY/a;

- BUJIbI ¥ IEPUOUYHOCTh MHCTPYKTAKa M0 OXpaHe Tpy/a.



BriienepeuncieHsble TpeOOBaHUSA K pe3ylbTaTaM OCBOEHHUS y4eOHOM IUCHMILIMHBI

HanpaBJIeHbl HA (OPMHUPOBAHUE CIACAYIOIIUX OOIMX KOMIETEeHIUIi:

OK
1

[ToHUMAaTh CYHITHOCTH U COLMANIBHYIO 3HAUUMOCTh Oynyiieil mpodeccuu, MposBIsAThH K HEH
[YCTOMUYMBBIA UHTEPEC

OK
2

Oprann30BbIBaTH COOCTBEHHYIO JIEATEIBHOCTD, UICXO/IS U3 IIEJIH U CITOCOOO0B €€
NTOCTIDKEHHMS, ONTPEICIICHHBIX PYKOBOIUTEIIEM

OK
3

AHanU3upoBaTh pabOUyI0 CUTYAIUIO, OCYIIECTBIATh TEKYIIUI 1 UTOTOBBIM KOHTPOJIb, OLIEHKY 1
KOPPEKIHIO COOCTBEHHO JeSITeIbHOCTH, HECTH OTBETCTBEHHOCTD 33 PE3yJIbTaThl CBOEH paboTHI.

OK
4

OcyiecTBIATh TOUCK HH(pOpMaru, He0OX0aUMOM 1715t 3PPEKTUBHOTO BHIOTHEHUS
Mpo¢eCCHOHANIBHBIX 3a/1a4

OK
5

Vcnionb30BaTh HHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUHU B MPO(hecCHOHAIbHOM
NesITeTbHOCTH.

OK
6

PaboTath B KoMaHze, 3(pPeKTUBHO 00IIaThCA C KOJIJIETaMH, PYKOBOACTBOM, KITHEHTaMU

KonmuecTBo yacoB Ha OCBOCHHE nporpaMmsbl JUCHUITIIMHBIL

BCEro yueOHOM Harpy3Ku 00y4aromerocs: — 8 4acos.

2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOU TUCIHUILIAHBI

2.1 O0bém yueOHOI TUCHMIVINHBI M BUABI Y4eOHOH patoThl

Bua yueOHo# padoThI Oovem uacoes

OuHan

YueOHast Harpy3ka (Bcero) 8




2.2 TemaTnueckuu mjian

U co/iepsKaHue YYeOHOM U CHUIIMHbI

HanmeHnoBanue Conep:kanue y4eOHOr0 MaTepuaJia, 1ad0paTopHble U MPaKTHYECKUE padoThl, O0be [Ypose Konpbl
pa3aesioB U TeM CaMOCTOSITeJIbHASI padoTa 00y4ar0IMXCs. M Hb KOMIIeTeHIM,
4acoB (0CBOEeH | GOpMHUPOBAHU
ust 10 KOTOPBIX
CIoco0CTBYET
3J1eMEHT
NMPorpaMmbI
1 2 3 4 5
Conep:kaHue y4eOHOr0o MaTepuaJia 2
Brenenne. Bonpocsl oxpansl Tpyaa B Konctutyuuu P®. ['ocynapcTBeHHas 3aniuTa npas OK 2-OK 6
B 1 cBoOO rpa