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1 Heau u 3a1a4M U3y4YeHUs] AU CHUATIAHBI (MOLYJIA)

1.1 Ileanb ocBOEHUS JUCITUILIHHBI
- YCBOUTBH 3aKOHOAATCJIBbHBIC OCHOBBLI KOPIIOPATHBHOI'O PEryJIMpOBaHUA AOKYMCHTAOIHMOHHOI'O
o0OecrieyeHHs yIpPaBJICHUS OpPraHU3alMM U IPUOOPECTH HAaBBIKM CO3/1aHUS KOPIOpPaTUBHOMN
HOpMﬂTHBHO-MCTOI{H‘IGCKOﬁ 63351 JOKYMEHTAITUOHHOT'O O6CCHC‘ICHI/IH YIpaBJICHUA
OpraHu3aIUu.

1.2 3apaun JUCHUIIMHBI
- M3YYHTh 3aKOHOJATCIHHYI0 OCHOBY KOPIIOPATHBHOTO PETYJIMPOBAHUS JOKYMEHTAIIMOHHOTO
obecrieueHust yrpaBieHus: OpraHu3aluy,
- MCCJIeIOBATh COCTAB KOPIIOPATHBHOW HOPMATHBHO-METOJIUYECKON 0a3bl JTOKYMEHTAIIMOHHOTO
obecrieueHust yrpaBieHus: OpraHu3aluy,
- MPUOOPECTH U 3aKPENUTh HABBIKU CO3J]aHUSI KOPIIOPATUBHOW HOPMATHBHO-METOIMUECKON 0a3bl
JIOKYMEHTAIlMOHHOTO 00ecIieueHusl yIIPaBJICHHUS OpraHu3aIliu.

1.3 MecTto aAucuMiuIinHbI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/IbHOI POrpaMMbl

Hucuumimuuaa b1.B.01.01  «Pa3paboTtka HOpPMaTHBHO-METOAMYECKUX JOKYMEHTOB
opraHuzanun» OTHocuTcsd K brioky Jucuummunsl (Moaynu), (GOpMHPYEMOH YyYaCTHHKOM
oOpasoBarenbHblx oTHOomeHu Monyns 1 «HopmaruBHo-meToguyeckoe oOecrieueHue
yhpaBieHus JoKyMeHTanuel B Poccun u 3a py0exxom» yueOHOro IiaHa.

JucuuiuimHa u3ydaercss B 3 ceMecTpe Ha O4HOH ¢opme u Ha 4 Kypce 3a04HOH (OpPMBI
oOyueHust, OazupyeTcsi Ha 3HAHMIX, YMEHUSAX M HaBBbIKaX, MOJYYEHHBIX Ha IIEPBOM Kypce
NOJArOTOBKU. B CBOIO ouepenp oHa 0OecrieunBaeT U3yueHUe CAeAyouX IucuuIuint: Cucrema
JIOKYMEHTAllUM OpraHu3anuy, 3amuTra HHhopMaluu U KOH(UICHIUAIBHOE AEI0IPOU3BOICTBO,
Opranuzanus u texnosnorus 10V u np.

VYuebnas nporpamma guctuminasl 51.B.01.01 «Pa3paboTka HOpMaTHBHO-METOAMYECKUX
JOKYMEHTOB OpraHu3alliu» NpelyCMaTpUBaeT IMpOBEIEHUE 3aHATHH B (GopMe JIEeKIHii,
NPaKTUYEeCKUX 3aHATHH. OHa MOATOTOBIIEHA B COOTBETCTBUU TPEOOBAHUSAMHU, MPEIbSIBICHHBIMU
¢ tpeboBanusimu OI'OC BO 3++. JlocTukeHue eI COMPOBOXKIACTCS PACKPBITUEM MEpEN
CTyA€HTaMH (yHJAMEHTAIbHbIX 3HAaHUI OCHOB pPa3pabOTKM HOPMATHBHO-METOJUYECKUX
JOKYMEHTOB OpraHW3alii, KOTOpPbl€ B COBOKYIHOCTH C HENPEPHIBHBIM OOHOBJIEHUEM H
U3MEHEHUSAMU B alllapaTHBIX CPEACTBaX HAaXOJIT BaXXHOE MeCTO B (OPMHUPOBAHUU
MH(OPMALIMOHHO- TEXHOJOTUYECKOTO MOTEHIIMAIa MPEANPUATUS, YTO OOECIEUYUT MPOYHOE U
CO3HATEJIBHOE OBJIAJICHUE CTYJEHTAaMH OCHOBAMHU 3HAaHUH O IpoLeccax IMOJIy4YEeHHUs, XPaHECHMUs,
nepegadyy u npeodpazoBaHusi HHGOPMaIUH.

3HaHus NpoLeaypsl Pa3pabOTKH HOPMATUBHO-METOAMUYECKUX JOKYMEHTOB OpraHH3aluu
HEOOXOUMBI JJIs ycrexa Jiro0oro crenuaiicra B cpepe TOKyMEHTOBEACHUS U apXUBOBEIECHUS.
[lepen cryneHTamMM pacKpbIBAlOTCS 3HAuY€HUs WHGPOpPMAllMM B Ppa3BUTHH COBPEMEHHOIO
oOmiectBa. B xome oOyueHusi CTyAEHTHI JOJKHBI HAay4YHMThCS CO3HATEIBbHO W PAlMOHAIBHO
UCIIOJIb30BaTh BO3MOXKHOCTH, IPEAOCTaBISIEMbIE KOMIBIOTEPHONW TEXHUKOW, AJI pPELIEHUs
pa3HOOOpPAa3HBIX YIPABIEHYECKUX 3a]1a4.

1.4 IlepeyeHb IIAHMPYEMBIX Pe3yJbTATOB 00yYeHHs] MO JUCHHUILUIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOCHHS 00pa30BaTeIbHONH IPOrpaMMBbI

N3yuenune naHHOM y4yeOHOW MUCHMIUIMHBI HAIPaBIeHO Ha (OPMHUPOBAHHE Yy OOYHYaIOLIMXCS
YHUBEpPCAJIbHBIX U 0011enpodeccnoHaNbHBIX KOMIETSHIINNA:



KO,I[ 1 HAUMCHOBAHUC
HWHIOWKATOpa JOCTUIKCHUA
KOMIICTCHIIMH

P€3YJ'H>TaTLI 06y‘lCHI/I$I IO JUCHUIIIINHE

MK-1. CiocobeH pa3pabaThiBaTh U BHEAPATH JOKAILHBIC HOPMATUBHBIC aKThI 10 JOKYMCHTAIIHOHHOMY
o0ecIeveHunIo yIpaBIeHNs OpraHn3anrei

TIK-1.1. Cocoben 3HaeT mporenypy pa3padoTKH JOKATBFHBIX HOPMAaTUBHBIX aKTOB IO
pa3pabaTeIBaTh JIOKAJIbHBIE JIOKYMEHTAIIHOHHOMY 00eCIeueHHIO YIPaBICHHs OpraHu3aluei
HOpPMaTHBHBIE aKTHI IO VYmMmeer pa3pabaTeiBaTh JIOKaJbHbIE HOPMATHUBHBIE AaKTBl IO
JIOKYMEHTAIIHOHHOMY JTOKYMEHTAIIIOHHOMY 00€CTIEeYeHHIO YIIPaBJIeHIsI OpraHu3amen
00€CTIECYEHHIO YIIPABIICHUS Brageer HaBbIKaMU pa3pabOTKH JIOKaJIHHBIX HOPMATHUBHBIX aKTOB
opra"usanuen M0 JOKYMEHTAMOHHOMY 00ECTICYeHHIO YITPABIICHHUS OpraHu3alue
[1K-1.2. BaenpsieT nokaibHbIC 3HaeT aNropuTM BHEJIPEHUS JOKAJIBHBIX HOPMAaTHBHBIX aKTOB IO
HOpPMaTHBHBIE aKTHI TIO JTOKYMEHTAIIIOHHOMY 00eCIIeYeHHIO YIIPaBIeHIsI OpraHu3anuen
JIOKYMEHTAIIHOHHOMY YMeer  BHEOpATh  JIOKaJbHBIE  HOPMATHBHBIE  aKThl IO
00eCTeYeHnIo yIpaBiIeHus JIOKYMEHTAIIHOHHOMY 00eCIeUeHHIO YIPaBICHHs OpraHu3aluei
OpraHu3aluei Bitageer HaBbIKaMU BHEIPEHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB I10
JIOKYMEHTAIIMOHHOMY 00ECIIEYeHHIO YIIPABICHIsI OpraHu3auen

PesynbpTarel 00y4eHMs] IO AHMCLUUIUIMHE JOCTHTAIOTCA B paMKax OCYIIECTBIIEHUS BCEX
BUJOB KOHTaKTHOH M CaMOCTOATEIBbHOM paboThl 0OydyaromMxcsi B COOTBETCTBUU C
YTBEPKACHHBIM YUYEOHBIM IJIAHOM.

2. CTpyKTYypa H coepKaHue TUCUMIITHHbI

2.1 PacnpenesieHue TPYI0EMKOCTH JUCIUILUIMHBI 10 BHAAM padoT

OO6mass Tpyno€MKOCTh JUCHUIUIMHBI coctaBinseT 3 3ad. ea. (108 wacoB), wux
pacripeziesieHue 1o BujaM paboT MPeICTaBICHO B TaOIHIIE

Bun pabor Bcero ®dopma 00yueHus
4acoB ouHas 3a04Has
3 cemecTp 4 4 xypc

(108) ceMecTp (108)

KonrTakTHas padora, B TOM 4ncie:

AyauTopHbIe 3aHATHSA (BCEro):

3aHATHS JIEKOIUOHHOTO TUIIA 16 4

JlaGopaTopHblie 3aHITHS

3aHsaTHs CCMHUHApPCKOIr'0 TUIla (CeMI/IHapBI,

16 8
PAKTUYECKHE 3aHSTHSI)
HNnas koHTaKkTHasA padora:
KonTpons camocrositensHoi pabotsl (KCP)
ITpomexxyrounas arrecrauus (MKP) 0,2 0,2
CamocrosiTejibHasi paboTa, B TOM YHCJIe: 75,8 92
Kypcosas paboma/npoexm (KP/KII) (noocomoeéxa)
ROHmpO]leCl}l pa6oma
Pegpepam/acce (noocomosxa) 6 6

Camocmosmenvroe uzyuenue pazoenos,
Camonoo2omosKka (npopabomka u nO8mMopeHue
JIeKYUOHHO20 MAMEPUANA U MAMEPUANA Y4eOHUKOE U 63,8 59
YUebOHbIX nOCobUll, NOO20MOBKA K 1AO0PaAMOPHbIM U
APAKMUYEeCKUM 3AHAMUAM, KOJUIOKGUYMAM U m.0.)

IToAroToBKa K TEKYIIEMY KOHTPOJIIO 6 27
KouTtpoJsb:
IToaroToBKa K 3K3aMEHY 3,8




Oo0masi Tpy10eMKOCTh Jac. 108 108
B TOM 4Ymcje
KOHTAKTHas 32,2 12,2
padora
3a4. ef 3 3

2.2 CTpyKTypa A¥CUHMIIIMHBI

Pacnipenenenne BuaoB yueOHOM pabOTHI M UX TPYIOEMKOCTH 110 pa3jiesiaM JUCIUIIIHHBL.
Paznensl (TeMbl) AMCUUIUIMHEL, H3y4yaeMble B 3 cemecTpe (ouHas popma)

KonuuectBo uacos

AynutopHast Breaynuro
Ne HammenoBanwne paznenos (Tem) Beero paGota pHas
pabora
J | 1I3 JIP CPC
1 2 3 4 5 6 7
3akoHOIaTeNbHAsE OCHOBA KOPIIOPATHBHOTO
1. |perynupoBaHus TOKYMEHTAIIHOHHOTO 00€CTICUeHHUS 14 2 2 10
YIPaBJICHUS] OPTaHU3AIHH.
CocTaB KOpIIOPaTUBHON HOPMATUBHO-METOINYECKON
2. |6a3bl JOKYMEHTAMOHHOTO o0ecrieyenus ynpasienusi| 14 2 2 10
OpraHH3aIHH.
VcnonHuTENN IO CO3IaHUIO KOPIIOPATUBHON
3 HOPMAaTUBHO-METOAUYECKOM 0a3bl 14 5 9 10
JOKYMEHTAIIMOHHOTO 00ECTICYeHHS yTIPaBICHUS
OpraHu3aIlHH.
DTarnbl Co37JaHNs KOPIIOPATHBHON HOPMAaTHBHO-
4. \meToauveckoi 0a3bl JOKYMEHTAIMOHHOTO 28 4 4 20
o0ecrieYeHrs yIpaBJICHUs] OpraHU3alHH.
5 HopmatuBHBIE JOKYMEHTHI 10 TPYAY U OXpaHe 14 5 5 10
TpyAa.
PazpaboTka HOpMaTUBHO-METOJUYECKUX
6. |TOKyMEHTOB 238 | 4 4 15,8
JUIsL OpraHu3ay 0e30MacHOCTH HHPOPMAIIUU.
UTOI O no pazodenam oucyuniurvl 107,2| 16 | 16 75,8
KonTpons camoctositensHol padotsl (KCP)
[Tpomesxytounas arrecrauus (MKP) 0,2
[ToaroToBKa K TEKYIIEMY KOHTPOJIIO
O6mas TpyA0eMKOCTh MO JUCIUILTHHE 108
Paznensl (TeMbl) AUCHUIUIMHBL, H3yyaeMble Ha 4 Kypce (3aouHas popma oOyueHHsI)
KonuuecTBo yacoB
Bueayaur
Ne HammenoBanwne pazaenos (Tem) Beero Aﬁ;ﬁ;ﬁgﬁaﬂ Op;;H
pabora
J | 113 JP | CPC
1 2 3 4 5 6 7
3akoHOaTeIbHast OCHOBA KOPIIOPATUBHOTO
1. |perynupoBaHHs TOKYMEHTAIIMOHHOTO 0OECTIeYeHUs 2 2 20
YIOpaBJICHUS] OPTaHHU3AIHH.




CocraB KOpIIOpaTUBHON HOPMATUBHO-METOIUYECKON
2. |06a3bl JOKYMEHTAIIMOHHOTO 00ECTICUCHHUSI YIIPABICHUS 2 2 10
OpraHu3aIH.

HcnomHuTeNny no co3JjaHui0 KOPIOPaTUBHOM
HOPMAaTHBHO-METOMYECKON Oa3bl
JIOKYMEHTAIlMOHHOTO 00eCIieueHus ypaBICHUs
OpraHu3aIIH.

Drarnbl co3JaHUs KOPIIOPATUBHOM HOPMAaTHUBHO-
4. |meroanyeckoit 6a3bl TOKYMEHTAlMOHHOTO 2 20
o0ecrnieueHus yIpaBJieHUsl OpraHu3aliH.
5. |HopMaTuBHBIE TOKYMEHTHI 110 TPYAY U OXpaHe Tpyaa. 10
Pa3paboTka HOpMaTHBHO-METOAMYECKUX IOKYMEHTOB 20
JUIsL OpTaHu3aIliK 0e30MacHOCTH HH(POPMAIIHH.
UTOI'O no pazdenam oucyuniunsl 4 8 92
KonTpons camocrositensHoi pabotsl (KCP)
ITpomexxyrounast arrectanus (MKP) 0,2
[ToaroToBka K TEKyIemMy KOHTPOJIIO 3,8
OO0m1as TpyJ0EMKOCTh 1O TUCIUILIAHE 108

[Tpumeuanue: JI — nekmum, 113 — mpaktudeckue 3aHsatus / cemuHapsl, JIP — maGopaTopHbie
3anatus, CPC — camocrosiTenbHas paboTa cTyneHTa

2.3 Conep:xaHue pa3iesioB (TeM) THCIHIINHBI
2.3.1 3ausaTHda JeKIMOHHOr0 THIIA

dopma
HaumenoBanue paznena
Ne (embl) Copneprxanue paszena (TeMbl) TEKYILEero
KOHTPOJISI
1 2 3 4
1. 3akoHOAaTeIbHAs OCHOBA Koncnekr
3aKkoHoIaTeNIbHast OCHOBA
KOPIIOPAaTUBHOT'O PEryJINPOBAHUS JEKIHH,
KOPIIOPAaTHBHOTO
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS AKCIIPECC-0MpPOC
peryaupoBaHus
yIpaBJIeHUs] OpraHU3alllu.
JOKYMEHTAIHOHHOTO o
Poccuiickne u MeXTyHapOaHbIE
obecrieueHus yrpaBiIeHUs .
CTaHJapThI B I€JONPOU3BOJICTBE POCCUHCKUX
OpTaHU3aIIH. .
MPEIIPUSTHIA.
2. Knaccugukarops! (cripaBOYHUKH, Koncnekr
MIEPEYHN) YIIPABICHYECKON JOKYMEHTAIIH JEKIIHH,
JOKYMEHTHBIX CUCTEM, CIIPAaBOYHOU IKCIIPECC-0MPOC
. |uHbOpMaIuuU U Ipyrux oOBEKTOB); TaOeNb U
CocraB KOPITOPaTUBHOMN (popman Py ),
aibOoM (hOpM TOKYMEHTOB; HOMEHKJIAaTypa
HOpPMAaTHUBHO-
. JIeTT KOMITaHUH;, CTaHAaPThI, TOJIOKESHHS,
METOINYECKON 0Oa3bl
WHCTPYKIIMU, METOJIMYECKHE PEKOMEHJalluU
JOKYMEHTAIHOHHOT'O
M0 OpTaHU3AIUH JICIIOTIPOU3BOJICTBA U
o0ecrieyeHus ynpaBieHUs
apXMBHOTO JIeNIa, B T.4. C UCIIOJIb30BaHUEM
OpTaHU3aIH.
aBTOMATH3MPOBAHHBIX CHCTEM SJIEKTPOHHOTO
JOKYMEHTO000pOTa; MOJIOKEHHE O CiTyxk0e
JIOVY u 10mKHOCTHBIE HHCTPYKIUU €€
pabOTHHKOB.
3. |HcnomauTenu mno OyHKIINY TI0 pa3paboTKe, BHEAPCHUIO U Koncnekr
CO3JIAaHHMIO KOPIIOPATUBHOM |[BefeHHUIO Tabens u ampboma JIEKLUH,

6



0a3bl JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHUs
OpraHu3aluu.

obecreueHust YHOpaBJICHUA OpraHU3alum»

HOPMAaTUBHO- yHU(PUIPOBAHHBIX (HOPM TOKYMEHTOB IKCIIPECC-0MPOC
METOJINYECKOM 0a3bl OpraHM3aliK, BHECEHUIO B HUX U3MEHEHHUI.
JIOKYMEHTAIMOHHOTO

o0ecrnieueHus yrnpaBiaeHUs

OpraHu3aIyu.

4. |DTtambl co3naHus Jlnarnoctuka 10KyMEHTallHOHHOTO Koncnekr
KOPIOPAaTUBHOM oOecrieveHus yIpaBlIeHUs] OPraHU3aIHH. JICKIIHH,
HOPMaTUBHO- [IpoekTupoBaHye TOKYMEHTAIMOHHOTO  |3KCIPECC-OIpoc
METOINYECKOM 0a3bl oOecrieveHus yIpaBlIeHUs] OPTaHU3aIHH.

JOKYMEHTAIlMOHHOTO PernamenTanus JOKyMEHTalIHOHHOTO
obecrieueHus ynpaBiIeHUs |00eCIIeUeHUS YIIPABJICHUS OpraHU3aIiu.
OpraHH3alHH.
S. HopMaTHBHbIE 10KYMEHTbI Oransl pa3pabOoTKH HHCTPYKIUHA 1O Koncnekr
OXpaHe TpyJa sl paOOTHUKOB. JICKIIUH,
0 TPYAY U OXpaHe TpyJa.
AKCIPECC-0IPOC

6. |Pa3paboTka HOpMAaTHBHO- WucTpyKuny, aAIMUHUCTPATUBHbBIE Koncnekr
METOAMYECKUX peryiaMeHThl, IPOTOKOJIBI 110 OPraHU3alUN JICKIIHH,
JIOKYMEHTOB 6e30macHOCTH UH(OPMALIUH. AKCIIPECC-0MpocC
JUTSl OpraHu3aluu
0€301acHOCTH
uHbOpManUu.

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA
. dopma
No HaumenoBanue pazziena TemaTuka NpakTHUECKUX 3aHATUN TeKYIIETO
(Tempr) (cemmrHapoB) Y
KOHTPOJIS

1 2 3 4

1. |3akoHOmaTeIbHAs OCHOBA IOpunnueckas cuia JIOKYMEHTA. Ompoc,
KOPIOPAaTUBHOTO [lepcnekTUBBI pa3BUTHSl CTAHAAPTU3AIMH B| JAUCKYCCHUS
pEeryJaupoBaHUs coBpemeHHo# Poccum.

JIOKYMEHTAIMOHHOTO
obecrnieyeHus ynpaBieHus
OpraHu3aIu.

2. |CocTaB KOpIIOpaTUBHOM [IpakTHueckoe  3aHATHE HAa  TEMY: Pedepar
HOPMAaTHBHO-METOu4YeCKON [«CocTaB  KOPIOpPAaTUBHOM  HOPMATHUBHO-
0a3bl JOKYMEHTAIIMOHHOTO |METOAMYECKON 0a3bl JIOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBieHus:  [00ecTieueHus yIpaBIeHUsI OpraHUu3aIin
OpraHu3aIuu.

3. |McnomHuTeny no co3QaHuio TpebGoBanust K cnenuanucraMm,| BrImomHeHne
KOPIOPAaTUBHOU o0ecreunBarOIIUM pa3paboTKy HOPMATHBHO-| MPAKTUYECKUX
HOPMAaTHBHO-METOJNYECKON [METOAMYECKUX JOKYMEHTOB B oOmactu JIOY 3aJjaHu
0a3bl JOKYMEHTAIIMOHHOTO  |M apXUBHOTO JeNa.
oOecrnieyeHns ypaBieHus
OpraHu3aIuu.

4. |9rarmsl co3maHusg [IpakTrueckoe 3aHsTHE HA TeMy: «JTanbl| BelonHeHne
KOPIOPAaTUBHOU CO3JJaHUsl  KOPIOPATUBHOM  HOPMATUBHO-| MPAKTHYECKUX
HOPMAaTHBHO-METOJNYECKON [METOAMYECKON 0a3bl JOKYMEHTAIMOHHOTO 3aJaHIHN




o, IIpakTueckoe  3aHsATHE Ha  TeMy:| BbinosiHeHHe
HopMaTuBHBIE TOKYMEHTBI
«HopmaTuBHBIE JOKYMEHTBI IO TpYyAy H| IPAKTHYECKHUX
10 TPYZy U OXpaHe TpyJa. .
OXpaHe TpyJa» 3aJlaHui
6. |PazpaboTka HOpMATUBHO- [TpakTHyeckoe 3aHATHE HA TEMY: Beinosnnenue
METOMYECKUX JOKYMEHTOB |«Pa3paboTka HOpMAaTHBHO-METOAMUECKHUX IIPAKTUYECKUX
JUIsL OpraHu3alnu JIOKYMEHTOB JIJIs1 OpraHu3anuu 6e301acHOCTH 3alaHui
0e30macHOCTH HHGOpMAHHU. |[MH(POPMAIIHN

2.3.3 JlaGopaTopHbIe 3aHATHS He NPeAyCMOTPEHbI

2.3.4 KypcoBble paGoThl He PeayCMOTPEHbI

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00eCeYeHUs AJIs1 CAMOCTOATEIbHOH padoThl

00y4YaOIIHUXCS 10 JUCHUILINHE (MOLYJIIO)

HepequL y‘le6HO'MCTO,I[I/I‘IeCKOFO obecnieyeHus JUCHUITIINHBI

Ne Bun CPC I10 BBIIIOJIHEHUIO CAMOCTOSITENIbHOM pabOThI
1 2 3
1 |CamocTosTensHoe Meroauyeckue peKOMEHIaluK M0 HAHCAHHIO 3cce, pedepaTos,
COCTaBJICHHE yI4eOHOTO yTBEpKACHHBIE Kaempoit HH)OPMaIMOHHOTO MEHEKMEHTA H
KOHCIIEKTa TeMBbI (pa3zena) |ousHec-mpoueccoB, mpoTokon Nell ot 30.06.2017 r.
Y HalcaHue KOHCIIEKTa Ha
JICKIIMOHHOM 3aHITHH
2 |[loxmroroBka k ompocy 1 |MeTonuueckne peKOMEHIAIHH 110 HaIMCAaHUIo dcce, pedeparos,
9KCIIPECC-0IPOCy yYTBEpKJICHHBIC Kadenpoil HHPOPMALMOHHOTO MEHEIKMEHTA 1
OousHec-npoueccos, mpoTokoa Nell ot 30.06.2017 .
3 |[loxroroBka k y4acTuio B |MeTonuueckrue peKOMEH/IAliH 110 HalMCaHUIo dcce, pedeparos,
IPYIIIOBOM TUCKYCCUU YTBEpKJICHHBIC Kadenpoil HHPOPMAITMOHHOTO MEHEIKMEHTA U
ousHec-miporeccos, mpoTokosn Nell ot 30.06.2017 .
4  |Pedepat Meroauyeckue peKOMEH Ay M0 HaIICAHMIO 3cce, pedepaTos,

yTBEepKJICHHBIC Kadeapoil HHPOPMAIMOHHOTO MEHEKMEHTA U
ousHec-mporeccos, mpoTokosn Nell ot 30.06.2017 .

YyeOHO-MeTOANYECKIE

MaTepuaibl ISl CaMOCTOSITENIbHON pPadOThl OOyYarOIIUXCS U3
YHUCiIa MHBAJIUAOB M JIUI C OTPAHUYECHHBIMH BO3MOKHOCTSIMH 3710poBbsi (OB3) npenocrassitorcs

B (hopMax, aJalTHPOBAHHBIX K OTPAaHUYEHUSM UX 37J0POBbs U BOCHPUATHS HH(DOPMAIIH:
JLnst AL ¢ HapyIIEHUSIMU 3PEHUS:

— B [1€4aTHOW (hopMe yBEIUYEHHBIM HIPUPTOM,

— B popMe JIEKTPOHHOTO IOKYMEHTA,

— B (opme ayauodaiina,

— B ieyaTHoOM popme Ha si3bike bpaiins.
JList jnL ¢ HapyILIEHUAMHU CIIyXa:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.
Jljig U1 ¢ HapyLIeHUsIMA OIIOPHO-JBUTATEIBLHOTO amnmnapara:

— B I1e4aTHoi (opme,

— B popMe JIEKTPOHHOTO IOKYMEHTA,

— B (popme ayamnodaiina.
JlaHHBII TIepeYeHbh MOXET OBITh KOHKPETH3HPOBAaH B 3aBHCHMOCTH OT

00yJaromuxcs.

KOHTHUHI'CHTa



3. O6pa3zoBaresibHbIEe TEXHOJIOTHH

B npenonaBaHuu Kypca HCIOJIB3YIOTCSI COBPEMEHHBIE 0Opa30BaTelIbHbIE TEXHOJIOTHU:
JEKIHMH, MPAKTUUYECKUE 3aHATUSA, NPOOJeMHOe 0OydeHue, MOIyJbHas TEXHOJOTHS, JEKIHUU -
JMCKYCCUH, CAMOCTOSATEINIbHAsI pab0oTa CTYAECHTOB.

KoMIIeTeHTHOCTHBIM MOAXOJ B paMKax IPENoJaBaHUs JUCLUILUIMHBI pPEalu3yercs B
UCIOJIb30BAHUU HMHTEPAKTUBHBIX TEXHOJIOTUH M AKTUBHBIX METOJOB (IPOEKTHBIX METOMUK,
MO3rOBOI'0 LITYpMa, pa300pa KOHKPETHBIX CUTyallUi, POJIEBbIE U JI€JI0BbIE UIPbI, UHBIX (HOpM) B
COYETaHUH C BHEAYTUTOPHOH paboToil. MH(popManMOHHBIE TEXHOJIIOTUH, NMPHUMEHSEMbIE TPU
U3yYEeHUM JMCLUUIUIMHBL: MCIIOJIb30BaHME HMH()POPMALMOHHBIX pPECYpCOB, JOCTYIHBIX B
UH()OPMALIMOHHO-TEICKOMMYHHUKAIMOHHON cetn VHTepHET. AnanTuBHBIE 00pa30BATEIBHBIC
TE€XHOJIOTMH, INPUMEHSIEMbIE IPH H3YYCHMHM JUCLMIUIMHBI — JUIA JIMIl C OTrPaHMYEHHBIMU
BO3MOXKHOCTSIMU 3I0POBbs IIPEyCMOTPEHA OPIaHU3ALMs KOHCYJIbTALMM C HCIOJIb30BAHUEM
JJIEKTPOHHOMU MOYTHI.

4. OIIeHO‘-IHbIe U METOANYCCKHUC MaTepna.m)I
4.1 OueHouyHble cpeAcTBA UIA  TEKYIIero KOHTPOJISI  YCIeBaeMOCTH H
NMPOMEKYTOYHOM aTTecTAllUN

OneHouyHble CpeAcCTBa IpeIHAa3HAYEHbl JJIsi KOHTPOJS U OLEHKH O0Opa3oBaTelIbHBIX
TOCTHKEHUI 00ydJaromuxcsi, OCBOMBLIMX mporpammy ydeOHoil muctumiuasl b1.B.01.01
«Pa3paboTka HOpMATUBHO-METOIUYECKUX JOKYMEHTOB OPTaHU3ALIUN.

O1eHOUHBIE CpPE/ICTBA BKJIIOYAET KOHTPOJIbHBIE MAaT€pHaibl JUIsl MIPOBEACHUS TEKYILEro
KOHTpOJSI B (hopMe MPAKTUYECKUX, JTAOOpAaTOPHBIX 3alaHUi, pedepara W MPOMEKYTOUHOM
aTTecTaluy B (opMe BOIPOCOB K IK3aMEHY.

OneHouHble CpeACcTBa JUIsl MHBAJIMAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXHOCTSMU

3/10pOBbsI BBHIOUPAIOTCA C YYETOM UX WHAMBHUIYATIbHBIX ICUXO(PU3UUECKHX 0OCOOEHHOCTEM.

— Npu HEOoOXOJUMOCTHM HMHBAIMJIAM M JIMLIAM C OrPAaHUYEHHBIMH BO3MOKHOCTSIMU
310pOBbs TPENOCTABIIAETCS JOMOJIHUTEIBHOE BPEMsI ISl IIOATOTOBKM OTBETA HA DK3aMEHE;

— IIPU NIPOBEJICHUU NPOLIEYPHl OLIEHUBAHUS PE3yJbTaTOB 00yUYE€HUS MHBAINUJIOB U JIULL C
OTpaHMYEHHBIMH BO3MOXHOCTSIMHU 30POBbsI IMPEAYCMATPUBAETCS UCIIOJIB30BAaHUE TEXHUYECKHUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJUBUIAYaJIbHBIMU OCOOEHHOCTSIMU;

— IIpU HEOOXOAUMOCTH AJIs1 00yHaroIUXCs ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37]0POBbSI
U UHBAJWAOB IIpOLEypa OLIEHUBAHUS pE3ylbTaTOB OOYYEHHS MO JUCHUILUIMHE MOMKET
IPOBOAMTHCS B HECKOJIBKO JTAIOB.

ITponienypa onieHMBaHUs Pe3yJIbTATOB OOYUYEHMsS MHBAJIUIOB U JIUI] C OrPaHUYEHHBIMHU
BO3MOXXHOCTSIMU 37I0pOBbSl MO JUCHUILIMHE (MOAYINIO) MpeaycMaTpUBaeT NpeIoCTaBIIEHUE
uHpopmanuu B (opMmax, AJANTUPOBAHHBIX K OrPAaHMYEHHMSIM HX 370pOBbS U BOCHPHUITHUSA
uH(popMauu:

Jist T ¢ HapyIIEHUSIMH 3pEHHSL:

— B MieyaTHOM popme yBeTHMUEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

JIjig U1 ¢ HapyLIeHUSIMU CiyXa:

— B I1e4aTHoM (opme,

— B popMe JIEKTPOHHOTO IOKYMEHTA.

JUist T ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO anmapaTta:

— B TIe4aTHOU opme,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3UPOBAH B 3aBHUCHUMOCTH OT KOHTHMHIEHTA
o0ydaronuxcs.



CTpyKTypa OLllEHOYHBIX CPEICTB IJIs TeKYlIeld U MPOMEeKYTOYHOM aTTecTAlMU

HaumenoBanue
KO)I 1 HAMMCHOBAHUC
Ne Pe3ynbraTel 00y4yeHus OLICHOYHOT'O CPEe/ICTBA
UHAUKaTOopa (B v
n/n (B cootBeTcTBMU C 1I. 1.4) Texyumii IIpomexyTouHas
COOTBETCTBUH C 1I. 1.4)
KOHTPOJIb aTTecTanus
IIK-1.1. Cnocoben | 3Haet mporeaypy pa3paboTku Omnpocsl, Bomnpocst Ha
paspabaTsIBaTh JIOKaNbHBIX HOPMATUBHBIX AKTOB TI0 JWCKyCCH, sayere: 1-12
JIOKaJIbHBIE JIOKYMEHTAIIHIOHHOMY O0CCIICUCHUIO HPaKTHICCKUC
HOPMATHUBHBIE aKThl | YIIPABJIEHHUs OpraHu3aluen 3ajaHud,
nmabopaTopHEIE
o YmMeer pazpabaThIBaTh JOKATLHBIE pabOTE!
1 | AOKYMEHTALHOHHOMY | HOPMATHBHBIE AKTEI 10 pedep ar
o0ecrie4eHuto JOKYMEHTAIIHOHHOMY 00€CIeueHHIO
yTIpaBICHUS yIpaBJICHUs OpraHu3aIyen
opraHuzanuei Biageer HaBbIKamMu pa3pabOTKH
JIOKAJIbHBIX HOPMATHBHBIX AKTOB T10
JIOKYMEHTAI[MOHHOMY 00ECIICYCHHIO
yIIPaBJICHUsI OpraHHU3aIMei
[1IK-1.2. Buenpser | 3HaeT anropuT™ BHeApeHus JokainbHbIX | [Ipakrmueckue |  Bompocs! Ha
JIOKJIbHBIE HOPMATHBHBIX aKTOB 10 3a/laHu, 3auere:13-17
HOPMAaTHBHBIE aKThl | TOKYMEHTAIIHIOHHOMY O0ECIIEYCHHIO nabopaTopHbIe
1o yIpaBJIeHNs OpraHu3anyeil paboTsl,
JKCIIpeCC-
JIOKyMEHTallUOHHOMY | YMeeT BHEIPATh JOKAIbHbIC onpoch:
5 00€eCIeUeHHUTO HOPMATHBHBIC aKThI 110 ’
yTIpaBICHUS JIOKYMEHTAIIMOHHOMY 00eCIICUCHHIO
OpraHu3anuei yIpaBJICHUs OpraHu3aIyen
Brnaneer HaBbIKaM¥ BHEAPEHHUS
JIOKAJIbHBIX HOPMATHBHBIX AKTOB T10
JOKyMEHTAIIMOHHOMY 00€CTIeYeHHIO
YIIpaBJIECHUs OpraHu3aluei

TunoBble KOHTPOJIbHBIC 3aJaHUSI MJIM HHbIEe MATEePHAJbl, He0O0XOAUMBbIE JIA
OlleHKH 3HaHWi, YyMeHHii, HABHIKOB M (WJM) ONBITA [EATEJbHOCTH, XapPaKTePU3YIIIHX
yTanbl  (opMHPOBAHHSI KOMIIETEHLMIA B TMpouecce OCBOGHHsA 00pa3oBaTebHOM
NpOrpaMMbl. TEMBI pedepaToB, IepeueHb MPAKTHUECKUX 3aJaHid XpaHITCs Ha Kadepe.

Bonpocs! 1J1s1 NOATOTOBKY K 3a4eTy:

1. 3akoHonaTenbHas OCHOBA KOPIOPATHUBHOI'O PEryJIMPOBAaHUS JTOKYMEHTALlMOHHOTO
oOecrieueHns yIpaBiIeHUs! OpraHU3alyH.

2. Poccuiickue M MeXAyHapoJIHbIE CTaHIAPTHl B JIEJNONPOU3BOACTBE POCCUUCKUX
MPEANPUATHI.

3. IOpuanyeckas cuiia 10KyMeHTa.

4. TlepcriekTUBBI pa3BUTHS CTaHIAPTU3AlMU B COBpeMeHHOM Poccum.

5. Knaccupukaropsl (CrpaBOYHMKH, TI€pEYHHU) YIPABICHUYECKOH JTOKYMEHTAalUH,
JIOKYMEHTHBIX CUCTEM, CIIPAaBOYHON MH(OPMALIUU U APYTUX 0OBEKTOB).

6. TaGenpb u anmb60M GOPM JOKYMEHTOB.

7. Howmenknarypa jen KOMIIaHWH.

8. CranmapTbl, TOJOXEHUS, HWHCTPYKLHUH, METOAWYECKHE PpEKOMEHIAlUUu 10
OpraHM3aly  JEJONPOM3BOACTBA M  apXMBHOrO Jefla, B T.4. C  HCIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

9. Tonoxenwue o ciyxoe JJOVY.

10. JlomKHOCTHBIE HHCTPYKIMH pabOTHUKOB ciyx0bI JIOY.

11. ®yskuu 1o  pa3paboTKe, BHEAPEHUI0O © BeACHUI0O Tabens u  anpboma
YHU(PUIMPOBAHHBIX (HOPM TOKYMEHTOB OPraHU3aIlNH, BHECECHUIO B HUX NU3MEHEHUH.
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12. TpeGoBanus K cHeNHATUCTaM, OOCCICUMBAIOIIMM pa3pabOTKy HOPMATHBHO-
METOUYECKUX JOKYMEHTOB B oOnactu JIOY u apXxuBHOTO nena.

13. /IuarHocTHKa JOKYMEHTAIlMOHHOTO 0OeCIeYeH sl YIIPaBICHUSI OpPraHU3al|H1.

14. TlpoexTHpoBaHUE TOKYMEHTAIIMOHHOTO 00ECIICUEeHUS YIIPABICHHUS OPTaHU3aIIH.

15. PernmameHTanus JOKYMEHTAIIMIOHHOTO O0OeCIieueHus yIIpaBiIeHUs OpraHUu3aluu.

16. Dransl pa3pabOTKH HHCTPYKIMIA IO OXpaHe Tpy/Ja Ui paOOTHUKOB.

17. UHcTpykumM, aJAMHHHUCTPATHBHBIC PErJIAMEHTBI, MPOTOKOJBl MO OpraHu3aluu
0e301acHOCTH HH(POPMALIHH.

4.2 MeToauyecKkue MaTepuaibl, onpeesiioliue Npoueaypsl OneHUBAHUS 3HAHWI,
YMeHUil, HAaBbIKOB U (WIH) ONbITA [AeATEJbHOCTH, XAPAKTEPHU3YIOIIUX ITalbl
(popMupoBaHus KOMIIETEHUH I

MeToanuyeckue PpeKOMEHJAAUMH, OINpeAessilionue Npoueaypbl OLEHHBAHUS HA
3avere:

«3auTeHO» - BBICTABIISIETCS CTYJEHTY, €CIM CTYJCHTOM JaH TOJHBIN, pa3BEepHYTHII
OTBET, IOKA3aHO YMEHUE MPOAHAIU3UPOBATh CUTYAIUIO, CAMOCTOSITEIbHO BBIUJIEHUTh U ONIUCATh
BO3MOXXHBIE €€ pCIICHUs; yYMeHHe o0000mare WHGOPMAIMIO, TOIYyYaeMyl W3 pa3HBIX
HMCTOYHHUKOB. B OTBeTe MpOCIEKUBAETCS UETKasi CTPYKTYpa, JIOTMYECKasi MOCIEA0BaTEIbHOCTb,
OTpa)karolllasi CyIIHOCTh PACKPBIBAEMBIX MTOHITUH, TEOPUH, SIBJIICHUIA.

«He 3autreHo» - BBICTABISETCS MPU OTCYTCTBHM YETKOI'O M IOJHOrO OTBeTa. Jloruka u
MOCJIEIOBATEIbHOCTh HM3JI0KEHUS HapylieHbl. OTMeE4aeTcsi He3HAHHWE B PACKPBITHH TMOHSTHM,
ynotpebneHun TepMuHOB. OOywarommiics He CHOCOOEH CaMOCTOSITENIbHO — BBIJICIHUTH
CYUIECTBEHHBIE M HECYIIECTBCHHBbIE NPU3HAKK W IMPUYUHHO-CIECACTBEHHBIE CBA3U. B oTBeTe
OTCYTCTBYIOT BBIBO/IbI. ¥ MEHHE PACKPBITh 3HaU€HHE 00OOIICHHBIX 3HAHHI HE TTOKa3aHO.

MeTtoauyeckue peKOMEHJALMH, OMNpelejsiiOlHe TNpoueaypbl  OLEHMBAHUS
pedepara:

O1eHKa «OTIMYHO» — BBIIOJHEHBI BCE TPEOOBaHMS K HAIMCAHUIO U 3alUTe pedepaTa:
o0o3HaueHa mpobieMa U 00OCHOBaHA €€ aKTyalbHOCTb, CAETAH KPAaTKUH aHAIU3 Pa3JIMYHbIX
TOYEK 3pPEHUs HAa PacCMaTPHUBAEMYIO NMPOOJIEMY M JIOTUYHO HM3JI0KEHA COOCTBEHHAas MO3ULIMS,
chopMyIMpOBaHbl BBIBOJBI, TE€Ma pPACKpBITA IOJHOCTHIO, BBbLIEpXKaH OOBEM, COOIIO/IEHBI
Tp€6OBaHI/I$[ K BHCIIHEMY Oq)OpMJ'IeHI/IIO, JaHbl TIPaBUJIBHBIC OTBETHI Ha JOIOJIHUTCIIBHBIC
BOIIPOCBI.

OneHka «xXopoIlo» — OCHOBHbIE TPeOOBaHUS K pedepary U €ro 3aluTe BBIOJHEHBI, HO
IIPY ATOM JIOMYLIEHBI HEJOUYETHl. B 4acTHOCTH, NMEIOTCS HETOYHOCTH B M3JI0KEHUU MaTepHaa;
OTCYTCTBYET JIOTHYECKasi MOCJICIOBATEILHOCTh B CYXICHHUSIX; HE BBIIEpKaH 00beM pedepara;
UMEIOTCS yNyIIeHUuss B O(OPMIIEHHWH; Ha JONOJHHUTEIbHBIE BOIPOCHI MPU 3aIUTE JAHBI
HCIIOJIHBIC OTBETHI.

O1eHKa «yIOBJIETBOPUTEIBHO» — UMEIOTCS CYIIECTBEHHBIE OTCTYIUIEHUS OT TpeOOBaHUI
K THUCbMEHHOH pa60Te. B JaCTHOCTHU, TEMaA OCBCIICHA JINIIb YaCTUYHO, JOITYIICHBI q)aKTI/I'-IeCKI/Ie
OLIMOKKN B coJiepkaHMM pedepara WM MpU OTBETE HA JIOMOJIHUTENbHBIE BOIPOCH]; BO BpeMs
3alIMUTBI OTCYTCTBYET BBIBO.

OrneHka «HEYJOBIETBOPUTEIbHO — TeMa pedepara HE pacKpbITa, OOHAPYKHBAETCS
CYLIECTBEHHOE HETIOHUMAaHUE MPOOIJIEMBI.

Mertoauyeckue peKOMEHJALMH, OMNpelesiiOlHe TPOUeIypPbl  OLEeHHBAHUS
pe3yJbTaTOB IMCKYCCHH:

OneHka «OTJIIMYHOY» — CTYJIEHT SICHO U3JI0KUJI CYTh 00CYKaeMON TEMbI, IPOSBUII JIOTUKY
U3JIOKEHUSI MaTepuaa, NPEJCTaBWII apryMEHTallMl0, OTBETUJ Ha BONPOCHl YYaCTHUKOB
JUCKYCCHH,
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O1eHKa «XOpOI0» — CTYAEHT SICHO U3JI0XKUJI CYyTh O0CYkK1aeMOM TEMBbI, IPOSIBUII JIOTUKY
U3JIOKEHUSI Marepuajla, HO HE IPEACTAaBUI apryMEHTALMI0, HEBEPHO OTBETHJI HAa BONIPOCHI
YYaCTHUKOB JMCKYCCHH;

OrneHka «yJOBIETBOPUTEIBHO» — CTYIEHT SICHO M3JIOKMII CYyTh 00CYXKIaeMOW TEMBI, HO
HE NPOSIBIJI TIOCTATOYHYIO JIOTHKY HM3JI0KEHUS MaTepuala, HO He IPEeICTaBWJI apryMEHTalMIo,
HEBEPHO OTBETUJI Ha BOIIPOCHl YYAaCTHUKOB AUCKyccuH; OLEHKAa «HEYJOBJIETBOPUTEIBHO» —
CTYACHT IUIOXO IOHHUMAeT CyTh O0CYXIaeMOH TeMbl, HE CMOI JOIMYHO U apryMEHTHPOBAHO
y4acTBOBAaTh B OOCYKIECHUH.

MeToanyeckue peKOMeH1aUMH, ONpede/AIoIue NPoLeAyPhbl OLleHMBAHUSA ONPOCa:

OneHka «OTIMYHO» — OTBETHl Ha IIOCTaBJICHHBIE BOIPOCHI H3JIATAlOTCS JIOTHUYHO,
MOCJIEIOBATEIbHO W HE TpeOYIOT JOIMOJHUTEIbHBIX MOsicHeHud. IloaHo packpeiBaroTCs
IPUYMHHO-CJIECTBEHHbIE CBA3M MEXIY SIBICHUSMH U cOObITUAMU. [lenaroTcss 000CHOBaHHBIE
BbIBOIbI. COOIIOAI0TCS HOPMBI JIMTEPATYPHOU peun.

OneHka  «xopomo» —  OTBEThl Ha  IIOCTABJIEHHBIE  BONPOCHl  M3J1araroTcs
CHUCTEMAaTHU3UPOBAHO M MOCIEAOBATEIBHO. Marepuanm wu3maraeTcss YBEPEHHO. PackpbITsl
IPUYMHHO-CJIEICTBEHHBIE CBSI3U MEXJy SIBJICHUAMHU U COOBITHAMHU. JleMOHCTpUpyeTcs yMEeHHe
AQHAJIM3MPOBAaTh Marepual, OJHAKO HE BCE BBIBOJABI HOCAT AapryMEHTUPOBAHHBIA U
JoKa3arenbHbli xapakTep. Co0IIr01at0TCsl HOPMBI JIUTEPATYPHON peuH.

OneHka  «yAOBJIETBOPUTEIBHO» — B  OTBET€ JIONYCKAalOTCA  HApyLIEHUs B
IIOCJIEI0BATEIBHOCTH M3JI0KEHHUs. HenoysiHo pacKpblBalOTCS NPUYMHHO-CIEACTBEHHbBIE CBS3U
MEXJly SIBJICHUSMU U COOBITUAMHU. J[eMOHCTpUpPYIOTCS IOBEPXHOCTHBIE 3HAaHUS BONpOcCa, C
TPYJOM pEUIaroTCsl KOHKpETHbIE 3anadyd. VIMmeroTcs 3arpyaHeHus ¢ BbiBojaMu. Jlomyckarorcs
HapyILIECHUsI HOPM JINTEPAaTypPHOU PEYH.

OneHka «HEYIOBJIETBOPDUTEIBHO» — MaTepuall M3JIaracTcs HENOCJIEeN0BaTeIbHO,
COMBYMBO, HE NPEJCTABISET OIpPEAEICHHOW CcUCTEeMbl 3HaHUM 1o jucuuiuiiHe. He
PAaCKpBIBAIOTCS MPUYMHHO-CIIEJCTBEHHBIE CBSI3M MEXIY SBICHUSAMH U coOblTusmu. He
NPOBOAMTCS aHanu3. BbiBoabl 0OTCyTCTBYIOT. OTBETHI Ha JONOJHUTENbHBIE BOMPOCHI
OTCYTCTBYIOT. MIMEIOTCSl 3aMETHBIE HapYLIEHNsI HOPM JIMTEPATypHOM peuH.

5. IlepeyeHb OCHOBHOW M [IOMOJIHUTEJBLHOW Y4eOHO#W JMTepaTyphbl,
He00XO0UMOii 1JI1 OCBOECHHUS TUCIMILIMHBI (MO1YJIA)

[Teuarnsie n3nanus, BkioueHHbie B PITJ, oTpa)keHsl B 31eKTpoHHOM Katasiore HayuHou
oubmmorekn KyoI'Y mo ampecy: http://megapro.kubsu.ru/MegaPro/Web u cootBercTByIOT
HOpMaM o0ecrnieyeHHOCTH JuTeparypoid corsacHo @I'OC BO 3++.

B mepedeHp BKIIOYEHBI TOJNBKO HEOOXOMWUMBIE Ui W3ydeHUs muctuiuinabl DBC,
npodeccuoHanabHble 0a3bl JaHHBIX, HH(POPMALMOHHBIE CIPAaBOYHBIE CHUCTEMBI, DPECYpCHI
CBOOOJTHOTO JIOCTyIa, COOCTBEHHBIE OJIIEKTPOHHBIE O0pa3oBaTelbHbIE W WH(POPMAIMOHHEIE
pecypcsl KyoI'y.

5.1 YueGnas aureparypa:

1) doponuna, JI. A. OpraHu3anuss ¥ TEXHOJOTUS JTOKYMEHTAIIMOHHOTO OOeCTeueHHs
yIOpaBieHus : y4eOHUK U MpakTUKyM 171 By30B / JI. A. Jloponuna, B. C. MputukoBa. — Mocksa
: I3marensctBo KOpaiit, 2021. — 233 ¢. — (Bricmiee odpazosanue). — ISBN 978-5-534-04568-
0. — Tekcr : smextpoHHBIH // OOpaszoBarenbHas tiargopma HOpait [caiit]. — URL:
https://urait.ru/bcode/468850

2) lllyanoBa, H. H. Opranu3anus u TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOECIeYeHUs
yTpaBieHus : yueOHUK W pakTukyM s By3oB / H. H. llyBamoBa. — 2-e u3n., mepepa0. u J101.
— Mockaga : UznatensctBo IOpaiit, 2021. — 265 ¢. — (Bricmee obpa3zoBanue). — ISBN 978-
5-534-12358-6. — TekcTt : anekTpoHHbI // O6pa3oBaTenpHas 1ardopma HOpait [calfT]. —
URL: https://urait.ru/bcode/469831
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3) Kysuenos, U. H. JlokymeHTannmonHoe obecredenne yupasieHus. JJoOkyMeHTO000pOT
U JIeJIONPOMU3BOJCTBO : y4eOHMK M TpakTukym s By3oB / M. H. Kysmemos. — 3-e wusn.,
nepepad. n gon. — MockBa : W3parenscrBo [Opaiit, 2021. — 461 c. — (Boicuiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkct : anexktpoHHBIN // OOpa3zoBarenbHas
wiatdopma tOpaiit [caiit]. — URL: https://urait.ru/bcode/468462

HJ’IH OCBOCHUA JUCHUIIIIMHBI MHBAJIMJAAMHU U JIMOAMH C OIr'PaHUYCHHBIMH BO3MOXKHOCTAMU
3A0POBbA UMCIOTCA U3JaHHA B 3JICKTPOHHOM BHU/IC B I—)HGKTpOHHO-6I/16JII/IOTe‘-IHBIX CUCTEMAX.

5.2. lepuoanyeckas JuTepaTypa

[ledaTHple mepuoaMYecKre W3MaHUs BXOAAT B «llepedeHb MEYATHBIX MEPHOAMYECKHX
U3JIaHui, XpaHsALIMXCs B donne Hayunoii O6ubimorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIA  SJIEKTPOHHBIE IEPUOAUYECKHE H3IAHHS, C
yKa3aHHMEM ajipeca caiiTa JIEKTPOHHOW BEpPCHUHU KypHaja, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeer KyoIl'Y:

1. Bassl nannbix komnanuu «Hcer Beroy http://dlib.eastview.com

2. Dnektponnas 6ubnmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.4. NuTepHeT-pecypchbl, B TOM 4YHCJie COBpeMeHHble TpodeccHOHATbHBIE 0a3bl
JAHHBIX U I/IH(l)OpMaIII/IOHHI)Ie CIIPaAaBOYHBIC CHCTEMbI

DJIeKTPOHHO-0MOIMoTeuHbIe cucteMbl (DBC):

1. DBC «FOPAMT» https://urait.ru/

2. DBC «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAWH» www.biblioclub.ru

3. DBC «BOOK.ru» https://www.book.ru

4. DBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

Ipodeccuonaibubie 6a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuans nzgarensctea Wiley https://onlinelibrary.wiley.com/
Hayunas snexkrponnas oudnnorexka (H2B) http://www.elibrary.ru/
6. IloaHOTEKCTOBBIE apXMBbI BEIYIIMX 3allaJHbIX HAY4YHBIX >KypHaioB Ha Poccuiickoit
atdopme HaydHbIX )KypHatoB HOMKOH http://archive.neicon.ru
7. HaumonanpHass »dieKTpoHHass OuOnuoTeka (AOCTyn K DJIEKTPOHHOW OuOIHMoTeke
nuccepraiuii Poccuiickoit rocynapcreennoii oubmmorexu (PI'B) https://rusneb.ru/
8. Tlpesumentckas oubmmorexa um. b.H. Enpumna https://www.prlib.ru/
9. DnektponHas kotekuus Oxcdopackoro Poccuiickoro donna
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols
13. Springer Materials http://materials.springer.com/
14. zbMath https://zbmath.org/
15. Nano Database https://nano.nature.com/
16. Springer eBooks: https://link.springer.com/
17. "Jlextopuym TB" http://www.lektorium.tv/
18. VuumBepcuretckas unpopmarnronras cuctema POCCHS http://uisrussia.msu.ru

agkrwnE
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NudopmanmoHHble cIPABOYHbIE CHCTEMBbI:
1. Koucynsrant Ilntoc - cnpaBouHast mpaBoBasi cucteMa (JOCTYI IO JIOKAJIbHOW CETH C
KOMITHIOTEPOB OMOITMOTEKH )

Pecypchbl cBOOOIHOTO J0CTYyHA:

1. AmMepuKaHCKas naTeHTHas 0a3a maHHbIX hitp://www.uspto.gov/patft/

2. TlomHble TEKCTHI KaHAICKKUX JauccepTanmid hitp://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MuHHCTEpCTBO HaykKM U Bbicmiero oOpaszoBanusi Poccuiickoit  ®deneparuu
https://www.minobrnauki.gov.ru/;

5. ®enepanbHblii moptan "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. Mudopmanmonnas cucrema "EnuHoe okHO noctyma K oOpa3oBaTesbHBIM pecypcam”
http://window.edu.ru/;

7. Enumnas komnekums —1udpoBhIX  00pa3oBaTeNbHBIX  pecypcoB  http://school-
collection.edu.ru/ .

8. ®enepayibHbIil LEHTP UH(POPMALIMOHHO-00Pa30BaTEIBHBIX pecypcos
(http://fcior.edu.ru/);

9. IIpoext I'ocynmapcTBeHHOro HUHCTHTyTa pycckoro sspika uMmeHu A.C. Ilymkuna
"Oo6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouHo-uH(popMannoHHbIi nopTan "Pycckwuii si3eik" http://gramota.ru/;

11. Cnyx0a TeMaTHYECKUX TOJIKOBBIX cioBapei http://www.glossary.ru/;

12. CnoBapu u sHIMKIONenuu http://dic.academic.ru/;

13. OOpazoBarenbHbIii mopTan "Yueda" http://www.ucheba.com/;

14. 3akonompoekT "O6 oOpazoBanum B Poccuiickoit ®eneparuu”. Bornpocsl 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

CoOcTBeHHBIC JJICKTPOHHBIC OOpa3oBaTelbHble M HMH(pOPMAIHOHHBIE peCypChI
KyoI'y:

1. Cpena MoaynbpHOTO AMHAMUYecKoro ooydenus http://moodle.kubsu.ru

2. baza yueOHBIX IUIAHOB, Y4Y€OHO-METOJUYECKHX KOMIUIEKCOB, MyOIuMKaluid U
koH(pepenmmii http://mschool.kubsu.ru/

3. bubnuoreka MH(POPMAIIMOHHBIX  PECYPCOB Kadenpsl MH(OPMAIIMOHHBIX
oOpazoBaTenpHBIX TexXHOMOrHH http://mschool.kubsu.ru;

4. DnexTpoHHBII apxuB qokymeHToB KyoI'Y _http://docspace.kubsu.ru/

5. DnekTpoHHbIE 00pa3oBaTeNIbHBIE pecypchl Kadeapbl MH()OPMAIMOHHBIX CHCTEM U
TexHojoruii B oOpazoBanuum KyOI'Y u HayuHo-merogmueckoro >xypHaia "LIIKOJIbBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. MerToanueckne YyKazaHusi VI O0YYAIOIIUXCH 10 OCBOEHHUIO

TUCHMILTHHBI (MOYJIs1)

OCBOCHI/IC AUCHUIINIMHBL MPEAYCMATPUBACT IIPOCITYHINBAHUC J'IeKLII/Iﬁ 1 BBIIIOJIHCHUC
33}13HI/II\/II Ha HpaKTI/I‘-IeCKI/IX 3AHATUAX.

I[J'IH T. J'IY6OKOFO HU3YUYCHUA JUCHUIIIIMHBI HACTOATCIIBHO PCKOMCHAYCTCS:

— CHCTEMATHUYCCKU TOTOBUTHCA K HpaKTI/I'-IeCKI/IM 3aAHATUAM II0 y‘—IC6HLIM HOCO6I/I$IM,
HAay4YHbBIM CTaTbAM B IXYpPHaJIax HpO(bCCCI/IOHaJIBHOﬁ TEMATUKH, a TaKXKC HCIIOJb30BATHb
oduIManbHble pecypchl HayuyHoU nHpopmanuu B cetu MHTEepHET;

— CBOCBPCMCHHO BBIIIOJIHATH NPAKTUYCCKHUEC 3aJaHUA U pe(bepaT.

CamocrosiTennpHass paboTa CTyJIE€HTAa - OJWH W3 BAKHEWIIHWX ATANOB B TOJITOTOBKE
CIICIIMAJINCTOB. OHa HpI/IO6H_IaCT CTYACHTOB K I/ICCJIC,Z[OBaTCJILCKOﬁ pa60Te, o60ramaeT OIIBITOM U
3HaHUAMU, HGO6XOI[I/IMBIMI/I JJISL nanLHeﬁmero HUX CTAHOBJICHUA KaK CIICHUAJIMCTOB, IIPUBUBACT
HaBBIKU PAOOTHI C JINTEPATYPOH, CTATHCTUYECKUMH JTaHHBIMHU.
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Lenp camocrosiTenbHOM paboOThl - CUCTeMAaTHU3alysl, 3aKpelyieHHe U pacllupeHHe
TEOPETUYECKUX M MPAKTHUYECKUX 3HAHUU C MCTOIH30BAHUEM COBPEMEHHBIX MH()OPMAIIMOHHBIX
TEXHOJOTHI U JTUTEepaTypPHBIX UCTOYHHUKOB. J[JI1 pa3BUTHSI HABBHIKOB CaMOCTOSITEIBHON pabOThI
CTYJE€HTaMH BBIIIOJIHSAIOTCS:

— pedepar, CBA3aHHBIA C aHAJIW30M COBPEMEHHBIX TEHACHIMHA B 00JIacTH
JIeTIOTIPOU3BO/ICTBA B COLTUANILHOM cepe;

— 3a/laHuf, CBsI3aHHBIE C 0030pOM COBPEMEHHOTO pBIHKA CHEIHATU3UPOBAHHBIX
CIIPABOYHBIX CHUCTEM M CHCTEM JIEKTPOHHOI'O JOKYMEHTO000POTa,;

— JOoMalllHhe 3aJaHus 1o mnoucky B MHTepHere uHpOpManuu Ha OIpeAETICHHYIO
HAy4yHYIO TEMY.

Pedepar roToBUTCS CTYIEHTOM CaMOCTOSITENIbHO, B HEM OO0OOIIAIOTCS TEOPETHYECKHE
MaTepuaibl IO MCCIEAYyEeMOM TEeMe C HCIOJIb30BAHMEM MAaTepUaJOB M3 CHEIUAIbHOMN
JUTEepaTypbl, HOPMATUBHO-TPABOBLIX JTOKYMEHTOB, CTaHAAPTU3UPYIOLIUX pPacCMaTpPUBAEMYIO
chepy. B pedepare mommkeH npucyTCTBOBaTH COOCTBEHHBIN aHAIN3 M KPUTUUECKUN MOAXOJ K
peIIeHnI0 MPOoOJIeMBI 10 BBIOPAHHON TeMe HCCIEAOBAaHUS, MOIKPEIUICHHBIH CTaTUCTUYECKUMU
JTAHHBIMU ¥ aKTyaJIbHBIMH IPUMEPAMU U3 JIEATEIHOCTH OPraHU3alui COIMaIbHON Cephl.

OOy4eHue CTy/IEHTOB C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH OPT'aHU3YETCSl B COOTBETCTBUU
¢ TpeboBaHUSIMH «METOIMYECKUX PEKOMEH AN 1T0 OpraHu3anuy 00pa3oBaTebHOTO MpoIecca
Uisi  OOy4eHHs] HHBAIUAOB U JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU 3JI0pOBbS B
00pa30BaTEeNbHBIX OPTaHU3AIMIX BBICIIETO MPO(ECCHOHAIBHOTO 00pa30BaHUm» OT «8» ampens
2014 .

B ocBoenun auCHMIUIMHBI MHBATUAAMU U JUIAMU C OIPAaHUYCHHBIMUA BO3MOXHOCTSIMU
3I0pOBbsl OOJBIIOE 3HAUYCHHWE HMEET WHIUBUIyajbHass ydeOHas paboTa (KOHCYIbTAIlUHM) —
JIOTIOTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

NunuBuayanbHble KOHCYJIBTAlMM IO TPEAMETY SBISIOTCS BaXXHBIM  (DakTOpoM,
CHOCOOCTBYIOUIMM MHAWBUAYAIN3ALUU OOYYEHUS U YCTAHOBJICHUIO BOCITUTATEIBHOTO KOHTAKTA
MEXIy TpernofaBaTeieM W OOyYarolIMMCS WHBAIWIOM WM JHUIOM C OrpaHUYCHHBIMU
BO3MO>KHOCTSIMH 3710POBbSI.

/. IlepeyeHb WH(MOPMANUOHHBIX TEXHOJOIHWH, HCHOJb3yeMbIX NpPH
OCYyILIeCTBJIEHMH 00Pa30BaATEJIbHOI0 MPOLECCA MO JUCHUILINHE (MOTYJIIO)

7.1 IlepevyeHb HH(POPMALHOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTHIi

- HpOBepKa JOMAaIIHUX Sa)laHI/Iﬁ 1 KOHCYJIbTUPOBAHUEC TOCPCACTBOM JIMYHOTO KaOMHETA.

— MHcnonp3oBanne SJICKTPOHHBIX Hp@SGHTﬁHHﬁ npu TIMPOBCACHUUN JICKOHMOHHBIX U
MPAKTUYCCKUX 3aHITHI

7.2 IlepeyeHb JULEH3HMOHHOIO0 W CBOOOJHO PACHPOCTPAHAEMOI0 NPOrPAMMHOIO
odecrmeuyeHus

Microsoft Office 365 Professional Plus,

Microsoft Office for Mac,

Microsoft Office Professional Plus,

Microsoft Windows 8, 10.

7.3 IlepeyeHb cOBpeMeHHBIX NMPOdecCHOHATBHBIX 023 JaHHBIX U HHGOPMAIIMOHHBIX
CIIPaBOYHBIX CHCTEM

1. CrpaBouHo-nipaBoBas cucrema «Koncynsrant [Imroc» (http://www.consultant.ru)

2. Onexrponnas oubnanoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

8. MatepuajibHO-TEXHMYECKOE 0O0ecneyeHue Mo JUCHUNInHE (MOIY.I10)
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[To Bcem BuaaMm y4yeOHOW MAEATENBHOCTH B paMKax TUCIMIUIMHBI HCIOJIB3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OpATOPUH, OCHAIEHHBIE HEOOXOTUMBIM CHEIUAIU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HaumenoBaHue crieriaabHbBIX
oOMeIIeHU N

OcCHAaIIEHHOCTD CITEIUAIbHBIX
OMeIeHU I

Hepequb JIMIOCH3HUOHHOI'O
MporpaMMHOTO obecreueHus

Vy4eOHbIe ayAUTOPHU st
NPOBENICHUSI 3aHATHIA JICKIIMOHHOTO
tuna (ayn. 417A, 415 A)

MeoOenb: yueOHas meOeb
TexHUYECKUE CPEICTBA O0YUCHUSL:
9KpaH, IPOEKTOP, KOMIBIOTED

OneparrionHas cuctema Microsoft
Windows, B cocraBe KOTOpOW
nporpamMma Uil A€MOHCTpAlUH
Buzeo (mpourpeiBatenb Windows
Media Player). OdwucHblii mnaket

npmwioxeHnit  Microsoft — Office:
nporpamMma UL CO3JaHUS H
PeIaKTHPOBAHUS TEKCTOBBIX

nmokymenTtoB (Word), mporpamma
JUIL CO3/IaHHS M PEIaKTUPOBAHUS
tabmun (Excel), mporpamma mis
JIEMOHCTpAINU u CO3/1aHus
Mpe3eHTaIni (Power Point),
mporpamma it paboThl ¢ Oazamu
JlaHHBIX (Access).

NAGE: 1 E TUTSE
NPOBEICHUS 3aHATUN
CEMUHApPCKOI'0 THUIMA, TPYNIOBBIX U
WHAUBUAYAIbHBIX  KOHCYJbTALMM,
TEKyLIEro KOHTPOJIS u
MPOMEKYTOUYHOU aTTecTaluu (aym.
417A, 415 A)

ayIUTOPUHU

Meo0enb: yueOHas mebeIb
TexHUYeCKUE CPEACTBA O0YIECHUS:
9KpaH, MPOEKTOP, KOMIBIOTEP

Onepanyonnast cucrema Microsoft
Windows, B cocTaBe KOTOPOM
nporpamMma Uil A€MOHCTpaLUH
Buaeo (mpourpeiBaten’s Windows
Media Player). Odwucnpnii mnaker

npwioxeHuit  Microsoft  Office:
nporpamMma Uil CO3JaHUS H
peIaKTHPOBAHHS TEKCTOBBIX

nokymeHntoB (Word), mnporpamma
JUIL CO3/IaHMsI M PEAaKTUPOBAHUS
tabnui, (Excel), mporpamma s
JIEMOHCTpAIIUU u CO3J1aHus
MIpe3eHTaIH (Power  Point),
nmporpamMmMa st paboTel ¢ 06azamu
JIaHHBIX (Access).

CaMOCTOSTEILHON

s paboTel  OOydyaroumMxcs MPEeAyCMOTPEHbl  MOMELICHMS,
YKOMITJIEKTOBAaHHBIE CIIEIMATM3UPOBAHHON MeOeblo, OCHAIlEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJIKIIOUEHUS K ceTu «/HTepHEeT» M olecrnedeHrneM JOCTyIa B 3JEKTPOHHYIO

MH()OPMaAIIMOHHO-00Pa30BATENHHYIO CPEly YHUBEPCHUTETA.

HaumMmeHoBaHue noMeneHun ais
CaMOCTOSATEILHOU PabOTHI

OcHaIIIEHHOCTD ITOMEIIEHUN I
CaMOCTOSTEIFHON pabOTHI

HepequL JIMIOCH3MOHHOI'O
MnporpaMMHOTO obecreueHus

oOyyaromuxcst o0yyarommxcst

[omemenne s camocrosaTenbHOM | Mebenb: yueOHast meOenb Oneparnonnast cucrema Microsoft

paboTsl oOyuatomuxcs (untansHbli | KoMrulekt — cnenmammsupoBanHod | Windows, B cocraBe KOTOpOH

3ai Hay4uHo# 6ubnmoTexn) MeOeIn: KOMITBIOTEPHBIE CTOJIBI nporpamMma Uil JIEMOHCTpALMH
O6opynoBanue: KOMITbIOTEpHast | BuAeo (mpourpsiBarens Windows
TeXHWKa C moxakmodeHneM Kk | Media Player). OducHbiii maker
MHPOPMALIMOHHO- npwioxennit  Microsoft — Office:
KOMMYHHUKAIIMOHHOH CeTu | mporpamMma sl CO3JaHusl |
«HTEepHET» W JOCTYHNOM B | pelaKTHPOBaHHUS TEKCTOBBIX
ANIEKTPOHHYI0  HMH(pOpMamMoOHHO- | TokyMeHTOB (Word), mporpamMma
00pa3oBaTeIbHYI0 cpeay | ISl CO3MaHMS M PEAAKTUPOBAHUS
oOpasoBarenbHOM  opranuzaumy, | Tadmun (Excel), mporpamma st
BeO-KaMepbl, KOMMYHHMKAI[HOHHOE | JAEMOHCTpPAIHH " CO3J1aHus
obopynoBanue, obOecneunBatomiee | npeseHraunii  (Power  Point),
JOCTYn K  CETH  HHTEpHET | mporpamma Jyisi paboTel ¢ Oazamu
(mpoBoaHOE COeIMHEHHUE u | nanHbIX (Access).
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OecripoBoIHOE

COCANHCHUC

texaonorun Wi-Fi)

o

INomernieHne U1 caMOCTOSATEIbHOI
pabotsl oOyuaronmxcst (ayn. 417A,
415 A)

Me0enb: yueOHas meOeb
TexHUYECKUE CPEACTBA O0YUCHHUSL:
9KpaH, IPOEKTOP, KOMIIBIOTED

OneparrionHas cuctema Microsoft
Windows, B cocTaBe KOTOPOM
nporpamMma  JUis  JIEMOHCTpPAI[HU
Buzeo (mpourpeiBatenb Windows
Media Player). OducHbiii mnaker

npmwioxeHnit  Microsoft  Office:
mporpamMma ULl CO3JAaHUS H
PeoaKTHPOBAHUS TEKCTOBBIX

nmokymentoB (Word), mporpamma
JUIL CO3MaHMs M PEIaKTHPOBAHUS
tabmun (Excel), mporpamma mis
JIEMOHCTpAINU " CO3J1aHus
Ipe3eHTauui (Power  Point),
nporpamma Juisi paboTel ¢ 0azamu
JlaHHBIX (Access).
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