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1. TACIIOPT MPOTI'PAMMBI JUCIATLIUHBI JAOKYMEHTAIIMUOHHOE OBEC-
INNEYEHHE YIIPABJIEHUS

1.1. O61acTh IPUMEHEHHs PO PAMMBI

Paboyas nporpamMma y4eGHOM MuCIMIIIHEB sBstercs YacThio [TIICC3 B COOTBETCTBHH ¢
@I'OC no cneunansrocta 38.02.01 DxoHOMEKa M GyXranTepckuii yyer (1o oTpaciisam).

Pabouass nporpaMma yueGHOW AWCHMIIMHBI MOXET OBITh HMCHOJB30BAHA B
JIOTIOTHATETEHOM IPO(eCCHOHATEHOM 00pa3oBaHuy (B MPOrpaMMax MOBBIIEHHS KBaTM(pHKALMH
H TIEPENOJIrOTOBKH ) ¥ NMpo¢eCcCHOHATBLHOM MOATOTOBKE.

1.2. MecTo qHCUMIUIAHBI B CTPYKTYpe OCHOBHOH MPo()ecCHOHAILHOI obpazoBa-
TeJIbHOH NMPOrpamMmbl: JUCUHMIUIMHA OTHOCHTCS K Ipymne o6menpodecCHOHaIbHBIX JTHCITH-
IUIMH NPOQECCHOHATBHOrO IIHKIA.

1.3. Ilean 1 331298 y4e0HOM AHCUMILTHEDBI — TPeGOBAHHS K peaH3alHe 0CBOEHHS
Y4eOHOH JHCHMILIHHDI

B pe3ynbrate ocBoeHHs y4eOHON AUCHHILTHEI 00y4JalouMHCs JOKEH YMETh.

®* 0(OpMIATH IOKYMEHTAIIHIO B COOTBETCTBHH C HOPMATHBHOMN 6a30i, B T.4. C HCIIOMB30-
BaHHEM HH()OPMAIHOHHBIX TEXHOIOTHIA:

" OCBaWBaTh TEXHOJIOTHH aBTOMAaTH3HPOBAHHON 0OPaGOTKH JOKYMEHTAIIHH;

" HCNOJB30BaTh yHU(GHIMPOBaHHBIE (OPMBI IOKYMEHTOB;

* OCYIIECTBJIATH XpPaHEHHUE H MOKCK JOKYMEHTOB;

" HCMOIB30BaTh TENEKOMMYHHKAIHOHHbBIE XPaHEHHE JIOKYMEHTOB, HOMEHKIATYPY el

JNIOKyMeHTOOO0pOTE;

B pesysnbrarte ocBoenus yue6GHOM JUCHMILIMHB 00YYAIOIHICS JOKEH 3HATH:

TIOHATHE, LI€JY, 33/1a494 U IPHHIHUIIBI AEIONPOU3BO/ICTRA;

OCHOBHBIE NOHATHSA JIOKYMEHTAIIHOHHOTO 00€CIIeYeH s yIIPaBICHHS;

CHCTEMBI IOKYMEHTALIHOHHOIO 06ecreYeH s yIpaBIeHHUs;

KJIACCH(HKALHMIO IOKYMEHTOB;

TpebGOBaHHUs K COCTABIICHHIO K O(OPMIICHHIO IOKYMEHTOB;

OpraHH3alI0 I0KyMEHTOOOOpOoTa: TpHeM, 06paboTKy, PErHCTpaluio, KOHTPOJIb, Xpa-

HEHHE IOKYMEHTOB, HOMEHKJIATYpY /eI

1.4. PesybTaThbl 0cBOCHHS Y4eOHOM IMCIHILIHHBI

PesynbraToM OCBOeHHs y4eOGHOW MMCHUILIMHBI SABJISETCS dopMHpoBaHHe y 00yyarommMxcs
CIIEAYIOUIAX KOMITETEHIIHN:

Kox HanmenoBanue pesyabrara o6yuenus

OK 01 BeiOupars  crocobbl  pemeHust 3amay  NpodECCHOHATBHON  JESTETBHOCTH
" | IPEMEHHTENHHO K Pa3IMYHbIM KOHTEKCTaM

OK 02. | OcymecTBiaTh MOHCK, AHATH3 M HHTEPIPETALMIO HHYOPMALUH, HEOOXOMMOHN JUIs
BBINIOJIHEHHS 3a/1a4 IPO(ECCHOHAIBHOM NeATEIbHOCTH

OK 03. | IlmanupoBaTh M peain30BBIBaThH COGCTBEHHOE MPODECCHOHATHHOE H JTHYHOCTHOE
Pa3BHTHE

OK 04. | PaGoTaTh B KO/UIEKTHBE M KOMaH/e, 3DHEKTHBHO B3aMMOEHCTBOBATh C KOJLIEra-
MH, PYKOBOJICTBOM, KJIMEHTaMH

OK 05. | OcymecTBiaTh yCTHYIO M NHCBMEHHYIO KOMMYHMKAIMIO HA  OCYAapCTBEHHOM
a3pike  Poccuiickodt  @enepannn ¢ ydeTroM  0COGEHHOCTEH COMHATBHOTO M
KyJIBTYPHOI'O KOHTEKCTa

OK 09. | Wcnonb30BaTh MHMOPMAHOHHbIE TEXHOJOTMH B IpoECCHOHANBHOM JeATEeTLHO-
CTH
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OK 10. | IToms3oBaThcss MPOGECCHOHATBHON JOKYMEHTAIMER HA TOCYAapCTBEHHOM M HHO-
CTPaHHOM S3bIKaxX

IIK 1.1. | O6pabaTsiBaTh NepBHYHbIE OYXIaITEPCKHE TOKYMEHTHI

1.5. Kostn4ecTBO 9acoB Ha 0CBOEHHE NPOrPaMMBbI Y4eOHOMH THCIHILIHHEI:

MaxkcumanbHas yuebHas Harpy3ka obyqarommxcs 32 4acos:

-obs3aTe/IbHAs ayIUTOpHAs Harpy3ka obyqatomuxcs 10 gacos;
B TOM YHCIIE:

-neKnuHu 6 9acos;
-IpaKTHyecKue 3auaTus 10 gacos.
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2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCIUILIAHBI

2.1.00bem y4eOHO# JHCHMILIHHBI H BHABI y4ebHOH paboTsl

Bua yuebnoii paborni Obvem uacoe
MakcumanbHas ydeOHas Harpys3ka (Bcero) 32
Obsi3aTesbHAA ayIHTOPHAs y4eOHas Harpys3ka (Bcero) 10
B TOM YHCJIE:
JIEKITAH 6
[IPaKTHYECKUE 3aHATHS 4

IIpomexyTounas arrecranus B popme nuddepeHIHPOBAHHOIO 3a4eTa
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3. YCJIOBHUS PEAJTA3ALIMYA YUEBHOM JUCIUATIIMHBI

3.1. TpeGoBanusi K MEHIMATLHOMY MATePHAJILHO-TEXHHYECKOMY 00ecnedeHHIo.
Peamnsaimss ~ yduebnolt — mucuMividHbl  TpeOyer  Haimuus  ydeOHoro  xabuHera
IPABOBOTO W JIOKYMEHTAIMOHHOTO o0ecIeueHHs MPOMECCHOHAILHOM JIESTE/IbHOCTH.
O6opy1oBanue yuebHOro KabuHeTa:

— Paboyee MecTo mperogaBaTesis;

— PabGoune mecra oOy4aromuxcs:

— CranmoHapHasi Jlocka,

— Ilpoektop (mepeHOCHOH);

— DKpaH 4714 IpoeKTopa (LIEPEHOCHOM);

— Hoyt0yk (nepeHocHoit) ¢ ycranosieHHbM 110, nofkmodenuem k UaTepHET U
obecrieueHreM JA0CTYNa B 37ICKTPOHHYIO HH(POPMAIHOHHO-00pa30BaTeNbHYIO CPEey
YuuBepcurera;

—  CranoHapHbIe yueOHO-HATIAIHbIE TOcoOHs (N11aKaThl);

— Ilepenocuble yueOHO-HArJISHEIE TOCOOUSL.

ITporpamvuOe obecmeueHue:

—  Omnepanunonnas cucremMa Windows 10

— Tlaker npuknagueix nporpamm Office Professional Plus 2010 Rus,

— Awnrtusupycnas nporpamva Kacnepekoro Kaspersky Endpoint Securrity ans 6u3sneca-
Pacmmpennsiit Rus Edition,

— PeaZip. Adobe Acrobat Reader DC

3.2. Uudopmanmonnoe odecrnicaeHne 00y4eHus.

[lepeueHb pexomeHayeMbIX Y9eOHBIX H3gannii, HHTEepHET-pecypcos, T0NOTHHTEIbHOH
JINTEPATYPbI.

OcHOBHbBIE HCTOYHUKH:

1. TpaxnaHckuii konekc Poccuiickoii ®enepanuu, 4.1 u2.

2. Tpynosoii kozexe Poccuiickoi @enepanun.

3. @3 «006 undopmanuu, HHOOPMAITHOHHEIX TEXHOJIOIHX U 3auure naopmaruu» Ne 149-
@3 o1 27.07.2006.

4, @3 «O xommepueckoit Taiine» Ne 98-P3 0129.07.2004.

5. ®3"06 snexrponnoit moxnucu" Ne 63-@3 ot 25 mapra 2011 roza.

6. OcHOBHBIE NMpaBHia padoTHI apxuBOB opranusanui. — M.: Pocapxus, 2003.

7. Ilepeyenh THIOBBIX YIIPaBICHYECKHX IOKYMEHTOB, 00pa3yIoIuXxcs B ASTEILHOCTH Opra-
HM3ALMif ¢ yka3aHrem cpokoB xpanenus. — M.: Pocapxus, BHUUJIA L, 2000.

8. Tlocrarosnenue [ IpaButennersa Poceniickoit @eaepammu ot 15 urons 2009 r. Ne 477 «O6
YTBE[KJICHHH MPAaBHJT JICIIONPOM3BO/ICTBA B (peiepalbHBIX OpraHax HCIOIHUTEIbHOM BIaCTH).

9. TOCT P 7.0.8-2013 «CUBU]I. [lenonpou3BoaCcTBO U apXHBHOE J1€)10. TEpMHHEL H OIpee-
TICHHSD. ‘ :

10. TOCT P 7.0.97-2016. Hanmonaneusrii cranaapt Poccutickoit ®enepannun. Cucrema craH-
IapToB Mo WHpopMmarmH, OWUOIHOTEYHOMY M H3IATEIbCKOMy  Aedy.  OpraHu3aiuoHHO-
pacriopsiTenbHas JokyMenTarus. « TpeboBanus k 0GOPMIEHHIO JOKYMEHTOB).

11. JlokymeHTarmoHHOoe obecriedeHue ympasineHus: YueOHoe mocooue/I namuiE.B. - M.: HI{
PUOP, HUL] UH®PA-M, 2016. - 249 c. https://znanium.com/catalog/product/468335.

HHTepHET-DECYPCHI
1.www.garant.ru/
2.www.consultant.ru/
3.Www.znanium.com
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4. KOHTPOJIb U1 OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOM
JACHUITTUHBI

KOHT]’)DJ’IB H OI€HKAa PE3YIBTATOB OCBOCHHA JHCITHTTTHHBI OCYIIIECTBIIACTCS
npermoaaBaTeyIieM B IIPOIECCe ITPOBCIACHHS IIPAKTHYCCKHX JaHATHN H TECTHPOBaHHA, a TaKIKE
BLINTOJIHCHH A oﬁyqammumncn HHJHBHJ1YAJIBHBIX 3a/IaHU i, [IPOEKTOB, HCCTIIOBaAHMH.

Pe3yabTaThl 00yueHust
(0ocBOEHHBIC YMEHHH, YCBOCHHbIC 3HAHHA)

@opMbl H METOAbI KOHTPOJISA H OLIEHKH pe-
3yJbTATOB 00y4eHHsI

Vuemn:

ohopmMasaTe M NPOBEpATH  IIPABHAIBHOCTH
oopmIieHHUs JOKYMEHTAIIMKA B COOTBETCTBHH C
YCTaHOBJICHHBIMH TpeOOBaHUAMH, B T.4. HC-
1oJb3ys HHOPMALTHOHHEIE TEXHOIOIHH:
[POBOAMUTE ABTOMATU3UPOBAHHYO 00paboTKy
JIOKYMEHTOB;

OCYIIECTBJIATH XpaHEeHHE U MOUCK JOKYMCH-
TOB;

HCII0JIB30BaTh TEJICKOMMYHHKAIIHOHHEIE TeX-
HOJIOTHH B 2JIEKTPOHHOM JOKYMEHTO000POTE;

3uame:

OCHOBHELIE IOHSATHSA. 1€, 3aJaYyd W IIPUHLIU-
bl JJOKYMCHTAIIMOHHOTO oDecrieueHus yrnpag-
TIeHH;

CHCTEMBI JIOKYMEHTAIlHOHHOTO olecreyeHus
YIIPABJICHMS, X aBTOMATH3AIHIO,
KJTacCH(HUKAIHIO TOKYMEHTOB;

TpeDOBaHHA K COCTABICHUIO H O(OPMIICHHIO
JIOKYMEHTORB;

OpraHu3alMio J0KyMEHT0000poTa: MpueM, 00-
pabOTKy, PEeruCTpalyIO. KOHTPOJIb, XPAHCHUE
JIOKYMEHTOB, HOMEHKIATYpy J€eII.

DJKCHepTHasi OLEHKA BBINOJIHEHHBIX IIpaKThye-
CKHUX 3aJlaHHIl.

Texymuii KOHTPOJL IO TeMaM IIPaKTHYECKHX
3a/1aHHH.

DKCIIEPTHAs OLICHKA IIPH IIPOBEJICHHH YCTHOIO
orpoca

DKCIepTHAsE OLICHKA IIPH INPOBEACHUU HMHIUBHU-
AyalbHOro U (PPOHTAIBHOTO OIIpOca

JKcrepTHas OICHKA MPH TPOBE/ICHUH MPOrpaM-
MHPOBAHHOTO KOHTPOJIA IO TECTAM C 3aKPLITEIMH
BOIIPOCAMH

JKcTepTHas OICHKA TIPH TIPOBEACHHH TECTHPO-
BaHUs C IPUMEHEHUEM MTPOOIIEMHBIX 3a1aHUH

ITpomexyTrouHast arrecrarus B ¢dopme
audbepeHIEPOBAHHOIO 3a4era
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