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Llenn u 3apgaum gUcUUNANHbI

Lenb gucumnnamvHbl

LUenb ANCUNNANHBI — ¢dopMUpOBaHME OOLLEKYNbTYPHbIX WU
obuenpodeccMoHanbHbIX KOMMNETEHUUIA Yepe3 YCBOEHUE CTyAeHTamu
3HaHMN U OBNAAEHWE YMEHMAMM W  HaBblkamm B  obnactu
OpraHn3aunMoHHOro " AOKYMEHTaLNOHHOIo obecneyeHus

XO3ANCTBEHHOWN AEeATENbHOCTU NPEeANPUATUIA U OPraHN3aLLUIA.

3agaumn
ANCUNNNNHDI

3a4auun UCUMNANHBI:

- 03HaKomieHue obyyalowmxca € HOpPMaTMBHO-NpPaBoBOK 6asol B
obnacTn 4enonpounsBoacTBa;

- U3y4yeHune obyyaloWwmMmMmnca ¢ NpaBuaaMmn cocTaBieHns u opopmaeHns

obyyatowmmunca

OpPraHM3auNOHHO-PacNopPALUTENbHbBIX JOKYMEHTOB;
- 03HAKOMNIEHWNE C OpraHn3aumMen AeNoNpPoOM3BOACTBA HA NPEANPUATHA.
- OB/lageHNe
OOKYMEHTUPOBAHHON WHPOpMAUMKM ANnA nosblweHna 3PpPeKTUBHOCTU
npodeccnoHanbHOM AeATENbHOCTY;

HaBblKamMu MCnoab30BaHUA

MepeueHb NNaHMpPYEMbIX Pe3ynbTaToB 06yueHUA No AUCLUUNIUHE, COOTHECEHHbIX C
NAaHUPYEMbIMU pe3ynbTaTaMmu 0CBOEHUA 0b6pa3oBaTeibHOM Nporpammbl

KomnerteHuus MNK-14

CNOCOBOHOCTbIO OCYLLECTBAATL AOKYMEHTUPOBAHNE XO3AMCTBEHHbIX ONepauyMii, NPOBOAUTL y4eT
AEHeXHbIX cpeacTs, pa3pabaTtbiBaTb paboumin NaaH cHETOB BYXranTepPCKOro yyeta opraHu3saumm
n dopmmMpoBaTb Ha ero OCHoBe ByxranTepckme NPoOBOAKM

3HaeT

Ymeet

Bnapeet

HOPMaTMBHO-MPABOBbIE U
MeTOAMYECKME AOKYMEHTBI,
pernameHTMpyoLwme BONpoChl
AOKYMEHTUPOBAHNA BUAOB
AeATENbHOCTU
X03AMCTBYHOLWMX CYObEKTOB;
coctaB 1 opopmieHme
CNy*KebHo AOKYMeEHTaLUK
XO3AMCTBYHOLWMX CYObEKTOB,
ocobeHHOoCTH
AOKYMEHTUPOBAHUSA
npodeccmoHanbHom
AeATeNnbHOCTU B chepe
9KOHOMMKM, Byxrantepckoro
yyeTa

rPaMOTHO OTpPaKaTb
XO3fIMCTBEHHbIE OMepaLnn B
CNY»KebHbIX LOKYMEHTax ¢
y4eTom MX BUAaQ, C
NPUHATBIMW HOPMaMMU,
npasuaamu 1 TpeboBaHUAMM
noArotoBku; dopmynnposaTtb
TEKCTbI, OTparkatoLLme
KOHKpEeTHble pe3ybTaThl
npodeccnoHanbHoOM
AeATenbHoCTN byxrantepa,
rPaMOTHO 3aKpenaATb UX B
COOTBETCTBYIOLLEN
AOKyMeHTaumm

HaBblKaMW CAMOCTOATENIbHOM
NoArOTOBKM CNYXKeBHbIX
AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMM
rocyapCTBEHHbIX
CTAHAAPTOB; HaBblKaMK
AOKYMEHTaNbHOro
0bOpPMAEHMA OCHOBHbIX
X03AUCTBEHHbBIX NpoLueayp u
COCTaB/IEHMA AOKYMEHTOB MO
3KOHOMMUYECKMM acreKTam
AeATeNIbHOCTM OpraHM3aLmnm

KomneTteHuusa OMK-1

CNOCOBHOCTbIO pelaTbh CTaHAAPTHble 33434M NPOdeccMoHaNbHOM AeATeNbHOCTM HAa OCHOBe
MHPOPMALMOHHON U BubnmMorpapruyeckon KyabTypbl C MNPUMEHEHNEM WHPOPMALIMOHHO-
KOMMYHMKALMOHHbIX TEXHONOTMA WU C YYEeTOM OCHOBHbIX TpeboBaHWI MHPOPMALMOHHOM

6e3onacHoCcTH

3HaeT

Ymeet

Bnageet

MeTOoZbl U NOPAAOK
cocTaBneHua n obopmaeHua

rPAaMOTHO COCTABAATL U
obopmnATb cnyxkebHble

HaBblKaMM [OKYMEHTaIbHOro
odpopmneHns xo3anNCTBEHHbIX
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cny>kebHol AOKYMeHTaumu,

OTpaKaloLNX peeHne
CTAHAAPTHbIX 33434 B
npodeccMoHanbHom

OEATENbHOCTU U C y4eTOM
OCHOBHbIX TpeboBaHuA
NHPOPMALNOHHOMN
6e3onacHoCTH

AOKYMEHTbI, MPaBU/IbHO U
MOJIHO OTPAXKAMOLLUX
peleHne cTaHAAPTHbIX 33434
B Npo¢deccMoHanbHoM
[eATeNbHOCTH, Aen0BoM
3TUKET U KyNbTypy paboTbl ¢
AOKYMEHTaMM; OCYLLECTBAATD
MOWCK M aHaNu3
AOKYMEHTUPOBaHHOM
MHbOopMaLMm, HeobxoANMOM
ANA peleHuns
npo¢deccnoHanbHbIX 33434, C
NPUMEHEHNEM [OCTYMHbIX
MHGOPMaLMOHHO-
KOMMYHMKaLMOHHbIX
NPOrpPaMMHbIX NPOAYKTOB

onepaunii 1 cocTaBaeHun
OOKYMEHTOB NO Pa3/IMYHbIM
BUAAM XO3ANCTBEHHOMN
OEATeNIbHOCTM OpraHM3auuni
Ha OCHOBe MHPOPMALLMOHHOM
n 6Gubnnorpadpumyeckon
KyNbTypbl
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CTpYKTypa AUCLUNIUHDI

TemaTnuecKkuit nnaH

Ne HanmeHoBaHWe pa3genos AUCUUNAUHDI Lindp ¢0pMMpy%MbIX
n/n KOMNeTeHUM
1 3HavyeHMe [OOKYMEHTOB W AOKymeHTauumoHHoro | OlK-1, MK-14
obecneyeHnsa X03AWCTBEHHOM AeATeNbHOCTU Ha
npeanpuatun. CtaHgapTM3auma 4e1onpons3BoaCTBa
2 Mpasuna coctaBneHns u odpopmneHua ocHOBHbIX | OMK-1, MNK-14
AAMUHUCTPATUBHbIX LOKYMEHTOB.
3 OpraHusauma paboTbl C LOKYMEHTAMMU. OMK-1, NK-14
4 MoaroToBKka W NpoOXOXAeHMe npomexyTouHon | OMK-1, MNK-14
aTTecTtaumu
dopmMbl NPOMEKYTOUHOM aTTecTaumm
3aver 3 cemecTp (O4yHaa popma obyyeHun)
4 cemecTp (3ao4yHan popma obyyeHun)
JK3ameH He npeaycmotpeH (O4Han popma o0byyeHus)

He npeaycmoTpeH (3aoyHasa ¢opma obyyeHusn)

KypcoBas pabota

He npeaycmoTpeHa (OuyHaa dopma obyyeHus)
He npegycmotpeHa (3aouHan dopma obyyeHus)

KypcoBoi npoeKT

He npeaycmotpeHa (OuyHaa dopma obyyeHus)
He npegycmoTtpeHa (3aouHan dopma obyueHus)
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TpyA0eMKOCTb AUCLUMINHDI

O6wmnit 06vem

B TOM Yyncne aygutopHaa KOHTaKTHaA pa60Ta

®opma (Tpysoemkoctb) | KoHTakTHaA obyudatolmxca ¢ npenoaasaTesiem, yac Kypcosa
Kypcbl | CemecTtpbl ’ CamocTtonTesibHan paboTa 3ayet, | JK3ameH,
o6yquvm paboTa, yac CemunHapckue, na6 6 ( )
Yacos 3ET Beero | Jlekuwm | npakTiueckue abopaTtopHble paboTa, yac MPOEKT), | cemecTp | cemecTtp
3aHATUA cemecTp
3aHATUA
OuHasn
dopma 2 3 180 5 118 72 36 36 0 62 3
0byyeHus
3aoyHasn
dopma 2 3,4 180 5 20.5 20 10 10 0 159.5 4
0byyeHus
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CopeprKaHne AUCUUNIUHDI

OuHana ¢opma obyuyeHus

Koa ) TpyaoemKocTb,
SaHATIS HanmeHoBaHWe Tem 3aHATUN aKa4eMUYECKNX
Yyacos

Pasgen 1 «3HayeHMe AOKYMEHTOB U AOKYMEHTaLUOHHOro obecneueHus

X03AACTBEHHOI AeATeNIbHOCTU Ha NpeanpuAaTun. CTaHaapTUsauus 32.00

Aenonpoussopcrsa»

JleKuuun

nil MNMoHATME O LOKYMEHTaX U 4eN0Npon3BoaAcTBe 2.00

niz2 CraHgapTusauma AenonpousBoacTsa. YHUPULMPOBAHHbLIE 4.00
CUCTEMBI OOKYMEHTALLUMN.

CemuHapbl, NpaKTUYECKUE 3aHATUA

nii ‘ MoHATHE N KnaccudUKaLMA LOKYMEHTOB 4.00

CamocroaTtenbHasa pabora

Ci1.1 HanucaHne pedepaTtoB B COOTBETCTBMW C TEMATUKOM 10.00
MoAyna No MHANBUAYaNAbHOMY 334aHUIO NpenogasaTens

KoHTaKTHaA BHeayauTOpHas pabora

KBP1.1 ‘ TeKyLWKnit KOHTPONb YCNEBAEMOCTHU 12.00

Paspen 2 «lpasuna cocraBneHna 1 opopmaeHUA OCHOBHbIX 98.00

AAMUHUCTPATUBHbIX AOKYMEHTOB.»

JleKuuun

n2.1 OdopmneHne pPeKBM3UTOB YMNpPaBAEHYECKUX AOKYMEHTOB. 4.00
MpoekTnpoBaHMe 61aHKOB CyXKEDOHbIX LOKYMEHTOB '

n2.2 JOKYMEHTbI IMYHOTO NPOUCXOMKAEHUA 2.00

n2.3 TpeboBaHuA K COCTaB/NIEHMUIO 7 odpopmneHunto 200
pacnopaguTenbHbIX 4OKYMEHTOB

n2.4 OpraHmMsaunoHHble AOKYMEHTbl: BMAbl W Ha3Ha4yeHue
OpraHW3auUMOHHbIX [AOKYMEHTOB, TPebOBaHMA K TEKCTYy, 2.00
TpeboBaHMA K nocTpoeHno dopmynsapa

n2.5 JOKymeHTblI, oTpa)kawouwue [O0roBOpHO-NpasoBble 200
OTHOLEeHMA

N2.6 CnpaBoOYHO-MHPOPMALMOHHbIE  AOKYMEHTbl:  OCHOBHblE
BUAbI, nopaaok odopmneHus, TpeboBaHus, 4.00
npeabaBAfemble K TeKCTY

n2.7 [enoBbie N KOMMepUYECKNE NMNUCbMaA 4.00

CemuHapbl, NpakTUYeCKne 3aHATUA

n2.1 OdopmneHne peKkBU3IUTOB CAYKeOBHbIX [OKYMEHTOB B

4.00

cootsetcTBumM ¢ FOCT

n2.2 CoctaBneHne u odopmneHMe AOKYMEHTOB JINYHOTO 4.00
XapakTtepa

n2.3 CocrasneHue 7 obopmneHune pacnopaguTenbHbIX 6.00
OOKYMEHTOB

Nn2.4 CocTaBneHue 1 obpopmneHne AOroBopoBs, aKTOB 6.00

Nn2.5 CoctaBneHue 7 obopmneHune CrpaBoYHO- 6.00
MHPOPMALMOHHBIX OKYMEHTOB U CNYXKEOHbIX MUCcEM '
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CamocToaTenbHana paboTa

Cc2.1 PacwupeHune npeacTaBneHuA o] Pa3sHOBMAHOCTAX

OOKYMEHTOB,  M3y4yaemblX Ha  3aHATMAX. W3yyeHwne 28.50
MHOTrOacCneKTHbIX JOKYMEHTOB MO 3a4aHMI0 NpenogasaTens
KoHTaKTHaA BHeayauTOpHaAa pabora
KBP2.1 ‘ TeKyLWKnit KOHTPONb YCNEBAEMOCTHU 23.50
Paspen 3 «OpraHusauusa paboTtbl C LOKYMEHTaMU.» 46.00
JleKuuun
n3.1 JOKyMeHTblI, oTpa)kawuiue ABUXKeHue Kagpos. 4.00
OdopmneHne 0CHOBHbIX KagpoBbIX AOKYMEHTOB '
n3.2 OpraHusauma enonponsBoAcTBa Ha NpeanpUATUAX. 4.00
n3.3 OpraHusauums paboThbl C KOHbMAEHUNANbHbIMMU 500
OOKYMeHTamu.
CemuHapbl, NpaKkTUYECKUE 3aHATUA
n3.1 \ OdopmneHne 0CHOBHbIX KaApPOBbIX 4OKYMEHTOB 6.00
CamocronATenbHas pabora
C3.1 HanucaHue pedepatoB no Teme pasgena no 3adaHuto 20.00
npenogasarens
KoHTaKTHaA BHeayauTOpHaA paboTa
KBP3.1 ‘ TeKyLWKnit KOHTPONb YCNEBAEMOCTHU 10.00
Paspen 4 «MoarotoBKa U NPoxXoXKaeHNe NPOMEKYTOUHOMU aTTecTauum» 4.00
34.1 MoaroToBKa K caayve 3ayeTa 3.50
KBP4.1 Caava 3aveta 0.50
UTOoro 180.00
3aouyHaa ¢opma obyueHus
Koz TpyaooemKocTb,
HanmeHoBaHWe Tem 3aHATUI aKaZ4eMMYECKUX
3aHATUA
yacos
Paspen 1 «3HauyeHne AOKYMEHTOB U AOKYMEHTaLMOHHOro obecneyeHus
X03AUCTBEHHOW AeATeNbHOCTU HA npeanpuaTtun. CtaHaapTU3aumsa 23.00
AenonpousBoacTsa»
Jlekuum
Nnii MoHATUE O AOKYMEHTaX 1 A4eNnonpounsBoacTee 1.00
ni.2 CraHgapTtu3auma AenonpomsBoacTBa. YHUPUUMPOBAHHbIE 1.00
CUCTEMbI AOKYMEHTALLUM.
CeMuHapbl, NpaKTUYeCcKne 3aHATUA
ni.i ‘ MoHATUE N KnaccndpmKkauma 4OKYMEHTOB 1.00
CamocroATenbHan pabota
C11 HanucaHue pedepaTtoB B COOTBETCTBMU C TEeMaTUKOM 50.00
MoAyNA No UHAMBUAYANbHOMY 3aJaHMIO NpenogasaTens
KoHTaKTHaA BHeayauTOpHana pabora
KBP1.1 ‘ TeKyLWnit KOHTPOb YCNEBAEMOCTH
Paspen 2 «lMpasuna cocraBneHMAa u opopmaieHNA OCHOBHbIX 49.00

A4MUHUCTPATUBHDBIX AOKYMEHTOB. »

JleKuuun
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n2.1 OdopmneHne peKBM3UTOB YNpPaBAEHYECKUX [LOKYMEHTOB. 1.00
MpoeKkTnpoBaHne 61aHKOB C/YKEOHbIX JOKYMEHTOB '

n2.2 JOKYMEHTbI IMYHOTO NPOUCXOMKAEHUA 1.00

n2.3 TpeboBaHuA K COCTaBJIEHUIO 7 obopmneHmto 1.00
pacnopaguTesibHbIX 4OKYMEHTOB

n2.4 OpraHu3aUuMoHHble AOKYMEHTbl: BuAbl M Ha3HavyeHue
OPraHM3aUMOHHbIX [OKYMEHTOB, TpeboBaHMA K TEKCTY, 1.00
TpeboBaHMA K NOCTpoeHUto popmynapa

n2.5 JOKyMmeHTblI, oTpa)kawouwue [O0roBOpHO-NpasoBble
OTHOLeHUA

n2.6 CnpaBo4YHO-UHOOPMALMOHHbBIE  LOKYMEHTbl:  OCHOBHble
BUAbI, nopAaokK obopmneHus, TpeboBaHus, 1.00
npeabAaBAfAemble K TeKCTY

n2.7 [enosbie N KOMMepUYeCKne NMcbma 1.00

CemuHapbl, NpaKkTUYECKUE 3aHATUA

n2.1 OdopmneHne peKBU3IUTOB CAYKEOHbIX [OKYMEHTOB B

1.00

cootsetcTBumu ¢ FOCT

n2.2 CoctaBneHne u odpopmaeHuMe AOKYMEHTOB JINYHOTO 1.00
XapaKkTepa

n2.3 CocTtasneHue 7 obopmneHune pacnopaguTenbHbIX 1.00
OO0KYMEHTOB

Nn2.4 CocTtaBneHune n opopmaeHne AOroBOPOB, aKTOB 2.00

n2.5 CocTtasneHue 7 odopmneHune CrpaBoOYHO- 200
MHOOPMALMNOHHBIX OKYMEHTOB U CAYXKEBHbIX NTUcem ’

CamocroaTtenbHasa pabora

C2.1 Pacwuperune npeacraBaeHuA o] Pa3HOBMAHOCTAX
OOKYMEHTOB,  M3y4yaemblX Ha  3aHATMAX. W3yyeHwne 36.00
MHOTrOaCMNeKTHbIX AOKYMEHTOB MO 3a4aHMI0 Npenojasatens

KoHTaKTHaA BHeayauUTOpHasa pabora

KBP2.1 ‘ TeKyLWwMi KOHTPO/Ib yCNeBaeMoCTH

Pasgen 3 «OpraHusauua paboTbl C ALOKYMEHTaMU.» 104.00

NeKuuun

Nn3.1 JOKymeHTblI, oTpakawouue ABUXKEHMe Kagpos. 1.00
OdopmneHne 0CHOBHbIX KaApPOBbIX 4OKYMEHTOB '

Nn3.2 OpraHmsaumna genonpounsBoacTBa Ha NpeanpuaTUAX. 1.00

n3.3 OpraHmnsauus paboTsbl C KOHOUAEHUNANbHBIMMU
OOKYMEHTaMMU.

CemuHapbl, NpakTUYeCKne 3aHATUA

n3.1 ‘ OdopmneHne OCHOBHbIX KagpoBbIX JOKYMEHTOB 2.00

CamocroaTtenbHasa pabora

C3.1 HanucaHue pedepatoB no Teme pasgena no 3aaaHuto 100.00
npenoaasarens

KoHTaKTHaA BHeayauTOpHaA pabora

KBP3.1 TeKyLWKnit KOHTPONb YCNEBAaEeMOCTH

Paspen 4 «MoarotoBKa M NPOXOXKAEHUE NPOMEXYTOYHOI aTTecTaumum» 4.00

34.1 MoaroToBKa K cgayve 3a4eTa 3.50

KBP4.1 Caava 3aveTta 0.50

nToro 180.00
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CoaeprkaHme AUCUMNAUHBI JaHHOM paboyer nporpammbl Ucnosib3yeTca npu obyvyeHumn
no WHAMBMAYaZIbHOMY y4yebHOMY MNaHy, MPU YCKOPEHHOM Ob6y4YeHUU, MpPU MPUMEHEHUU
ANCTAHUMOHHbBIX 06pa3oBaTe/IbHbIX TEXHOIOTUIM U SIEKTPOHHOM 06yYeHMM (MPY HAUYUK).
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MeToguueckue yKkasaHua anAa ob6yyalowmxca no 0CBOEHUIO AUCLUNUHDI

YcnewHoe o0OcCBOeHME AMCUMMNIMHBI NpeanonaraeT aKTUBHOE, TBOPYECKOEe YyyacTue
obyuatouleroca Ha Bcex 3Tamnax ee OCBOEHMA NMyTem MJIaHOMEpPHOM, NoBCceaHEeBHOM paboThbl.
Obyuatowmiica obs3aH nocewaTtb JIEKUUKM, CEMUHAPCKMUE, MpaKTU4eckme M nabopatopHble
3aHATMA (MPM  MX HaAAWYMKM), NOAYY4aTb KOHCY/NbTaUMKM MpenogasaTtena M BbINOJHATL
camocToAaTeNbHYyto paboTy.

M3yyeHMe AucuMNAWHBLI cnedyeT HayMHatb C nNpopaboTKM HactoAwen pabouei
NPOrpammbl, METOANYECKMX YKa3aHWM W pas3paboToK, yKasaHHbIX B nporpamme, ocoboe
BHMMaHMeE yAeNnnTb Lenam, 3a4a4am, CTPYKTYPE U COAePKAHNIO AUCLUNINHDI.

lNaBHOM 3ap3a4elt KaXKAOW NEeKUUN ABNAETCA PACKPbITUE CYLWLHOCTM TEMbI U aHaNu3 ee
OCHOBHbIX MOJIOXKEHUI. TemaTuKa NeKuMin onpepenseTca HactoAwen pabodyelt nporpammoit
ANCUMNANHBI.

JleKumm — 3TO CUCTEMATMYECKOE YCTHOE W3/I0XKeHMe yyebHoro matepuana. Ha Hux
obyyatowmmnca nosy4aeT OCHOBHOM 06bem MHOOPMALMU MO KaxKOOM KOHKPETHOW Teme.
Nekumm 0bbIYHO HOCAT NPOBAEMHDIN XapaKTep U HaLeNeHbl Ha OcBelLleHMe Hanbonee TpPyAHbIX
N ANCKYCCUOHHBIX BONPOCOB.

Mpeanonaraetcs, 4To obyyalowmeca nNPUXOAAT Ha  NIeKuuKn, npeaBapuUTeNbHO
npopaboTaB COOTBETCTBYIOWMI Yy4yebHbIM MaTepuan no WMCTOYHMKAM, PEKOMEHAOBAHHbLIM
nporpammoii. Yacto oby4yarowmmcs TPyAHO pa3obpaTbca C ANCKYCCUMOHHbIMM BOMPOCAMM, AaTb
O4HO3HAYHbIM oTBeT. [penogasaTenb, CPABHMBAA PA3/IMYHbIE TOYKU 3PEHUA, U3NAraeT CBOM
B3rNA4 W HALeNMBAEeT MX Ha AaNbHEWLWMNE UCCNe0BaHMA U NOUCK Hay4yHbIX peweHui. Mocne
NEeKLMU KenaTesibHO BEYEPOM MepeymTaTb M 3aKPEenUTb MOAYyYeHHY WMHPOpmaumio, Toraa
3¢ PEKTUBHOCTb €€ YCBOEHMA 3HAUUTENbHO BO3pacTaeT. lpu paboTe C KOHCMEKTOM NeKuuMu
Heobxo4MMO OTMEeTUTb MaTepuan, KOTOpPbIA Bbi3blBaeT 3aTPyAHEHWA AAs8 NOHUMaHWUSA,
nonbITaTbCA HAWTWU OTBETbl Ha 3aTpyAHWUTE/IbHble BOMPOCHI, WMCNO/b3yA MNpeasiaraemyto
nutepatypy. Ecnm camoctoAaTenbHO He yaanocb pasobpaTbca B maTepuane, chopmynupyinTte
BONPOCHI U 06paTUTECh 33 MOMOLLBIO K MpenogasaTento.

Llenbto ceMMHapCKMX 3aHATUI ABNAETCA NPOBEPKA YPOBHA NOHMMaHMA obyyatowmmumncs
BOMPOCOB, PAaCCMOTPEHHbIX Ha IEKLMAX U B y4ebOHOM nnuTepaTtype.

Lenbto npakKTMYecknx U NabopaTopHbIX 3aHATUIN ABnAeTca (GOpPMUPOBaAHME Y
06yyYaloLWMXCA YMEHMIA U HABbIKOB MPUMEHEHMA TEOPETUUYECKUX 3HAHUIM B PeasibHOM NpPaKTUKe
pelleHna 3a4a4; BOCNOAHEeHMe Npobenos B NPOMAEHHON TeOPeTUYECKOM YacTuM Kypca.

CeMHWHapcKKe, NpaKkTUYecKne 1 1abopaTopHbie 3aHATMA B PAaBHOW Mepe HanpaB/ieHbl Ha
COBEPLUEHCTBOBAHNE WHAMBMAYANbHbIX HABbIKOB pPELUEHUA TEOPETUYECKUX W MPUKNALHDLIX
3a/a4, BblpabOTKy HaBbIKOB MHTENNEKTyaNbHON pPaboTbl, a TaKkKe BefeHUA AUCKyccui. Ons
YCNELWHOro y4acTua B CEMMHAPCKMX, NPAKTUYECKUX U 1aBOPATOPHbIX 3aHATUAX 0byYatoLLemyca
cnepyeT TWATENbHO NOAFOTOBUTLCA.

OcHoBHOM ¢GOpPMOM MNOArOTOBKM 0OyYaloWMXCA K NpakTU4eckum (nabopaTopHbim)
3aHATMAM ABAAETCA CamocToATesNbHAaA pabota c yyebHO-MeToAMYECKMMW MaTepuanamm,
Hay4YHOW NUTepPaTypoi, CTaTUCTUYECKMMM AAaHHbIMU U T.N.

MN3yumB KOHKPETHYIO TeMY, 0BYYaOLWMINCA MOXKET ONpPeaeUTb, HACKOIbKO XOPOLIO OH B
Hel pa3obpanca. Ecan Kakme-To MOMEHTbI OCTa/IMCb HEMOHATHLIMM, LLesnecoobpasHo COCTaBUTb
CMWCOK BOMPOCOB M Ha 3aHATMM 3aAaTb UX npenogasaTento. lMpaKkTuyeckne (nabopaTopHble)
3aHATMA NPefoCTaBAAOT 0byYalolemycs BO3MOXKHOCTb TBOPYECKM PACKPbITbCA, MPOABUTL
WHULMATUBY N Pa3BUTb HaBblKM NYBANYHOIO BeAEeHMA AUCKYCCUA U OOLLEHMA.

CamocTtoATenbHasa paborta obyvatowmxca BKAOYaeT B cebA BbINONHEHME Pa3/IMYHOIO
poaa 3agaHui  (M3yyeHMe y4yebHOM WM HAy4yHOM NMTepaTypbl, MATEPUANoB NEKLUMN,
CUCTEMATM3AUMIO MPOYMTAHHOrO MaTepuana, NOATrOTOBKY KOHTPO/JbHOW paboTbl, pelweHune
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3afa4y, NOAroTOBKA AOKNAA0B, HanucaHue pedepatos, Ny6AMKALMA TE3NCOB, HayYHbIX CTaTEN,
NOAroTOBKa M 3aliMTa KypcoBoi paboTbl / NpoeKkTa M Apyrue), KOTopble OPUEHTMPOBAHbI Ha
rnyboKoe ycBOoeHMe matepuana n3y4yaemom ANCUMNAnHbI.

Obyyarowmmcs peKoMeHAyeTcA CUCTEMATMYECKM OTBOAMTb BpemA ANA MNOBTOPEHWUA
NpPonAEeHHOro maTepurana, NPOBEPAA CBOM 3HAHWUA, YMEHUA U HABBIKM.

BHYTpeHHAA cMCTemMa OLLEHKM KayecTBa OCBOEHWUA OUCLMMNAWHLI BKAKOYAET BXOAHOM
KOHTPO/Nb YPOBHA MNOArOTOB/NIEHHOCTU OOYYaOWMXCA, TEKYWMA KOHTPO/Ib YCNEeBaemMoCTH,
NPOMENKYTOUYHYIO  aTTecTauuio, HANpPaBNEHHYI Ha OUEeHMBAHWE MNPOMENKYTOUYHbIX U
OKOHYaTe/IbHbIX Pe3y/IbTaTOB 0Oy4YeHUsA NO AUCUUNANHE (B TOM YMCe Pe3ybTaTOB KYpCoOBOro
NPOEKTUPOBAHUSA (BbINONHEHWA KYPCOBbLIX PAbOT) NpU HaAU4UK).

Mpn npoBeseHWM MNPOMENKYTOUYHOM aTTecTauum  obyyatowerocAa  y4MTbIBaAOTCA
pe3ynbTaTbl TEKYLLETO KOHTPOA, MPOBOANUMOrO B TE4EHME OCBOEHUA ANCLMM/IUHBI.

Mpoueaypa OUEHMBAHWA pPe3yNbTaTOB OCBOEHMA AUCUMMAMHBI OCYLLECTBAAETCA Ha
OCHOBE AelCTBYHOLWMX /IOKaIbHbIX HOPMATUBHbIX akToB PIEQY BO «BATCKUIA rocyaapCTBEHHbIN
YHUBEPCUTET», C KOTOpbIMM oOby4yarowmecs O03HAKAM/IMBAKOTCA Ha oduuManbHOM cante
yHMBEpPCUTETA WWW.Vyatsu.ru.
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YuyebHO-meToaMuecKoe obecneueHne gUCLUNAUHDI, B TOM Yncne yuebHo-
meToguyeckoe obecneueHne camocTosaTeNbHOM paboTbl obyuatoweroca no
AucumnauvHe

Yye6Hasa nutepatypa (ocHoBHas)

1) AHKoBuy, L. A. [lenonpon3BoACcTBO B KagpoBOM cayxbe : yuebHuk / LL.A. AHKoBMY.
- MockBa : HOHuTH-Oana, 2015. - 161 c. - ISBN 5-238-01076-1 : b. u. - URL:
http://biblioclub.ru/index.php?page=book&id=119021/ (mata obpauieHun:
24.03.2020). - Pexkum goctyna: I6C YHuBepcuteTcKas bubanoreka ONLINE. - TeKcr :
3NIEKTPOHHDbIN.

2) KysHeuos, W. H. lenonpon3BoacTso : yuebHoe nocobue / U.H. Ky3Heuos. - 9-e n3a,,
nepepab. - Mocksa : Jawkos u K°, 2020. - 406 c. : un. - bubawnorp.: c. 359-363. - ISBN
978-5-394-01981-4 : b. U, - URL:
http://biblioclub.ru/index.php?page=book&id=572967/ (nata obpauieHua:
24.03.2020). - Pexxum goctyna: I6C YHuBepcuteTckas bubanoreka ONLINE. - TeKcr :
3/IEKTPOHHbIN.

Yue6Hasa nutepatypa (BoNoNAHUTENbHAA)

1) Nonos, B. H. JokyMmeHTUPOBaHWeE ynpaB/eHYeCKOoN AeATeNbHOCTU : NPaKTUKym / B.
H. Monos. - HoBocubupck : CIryBT, 2019. - 74 c. - b. u - URL
https://e.lanbook.com/book/147162 (pata ob6pauweHua: 15.05.2020). - Pexum
noctyna: 36C JlaHb. - TEKCT : 3N1EKTPOHHbIN.

2) ApacnaHoBa, B. A. [lokymeHTauuoHHoe obecneyeHue ynpasBneHuAa: yyebHo-
npaKkTnyeckoe nocobue B cxemax, Tabnuuax, obpasuax : yyebHoe nocobue / B.A.
ApacnaHosa. - 2-e usg., gon. un nepepab. - Mocksa|BbepauH : Aupekt-Meauna, 2020. -
266 c. : wnn., Tabn. - bubnmorp. B KH. - ISBN 978-5-4499-1454-5 : b. u. - URL:
http://biblioclub.ru/index.php?page=book&id=578394/ (nata obpauieHun:
24.03.2020). - Pexxum goctyna: I6C YHuBepcuteTcKas bubamnoreka ONLINE. - TeKcr :
3/IEKTPOHHDbIN.

yue6no-me‘rop,uqecxue ns3paHuAa

1) CoctaBneHMe YMpPaB/lEHYECKUX [OOKYMEHTOB : 3aAaHuMA K MNpakKT. 3aHATUAM.
OucunnnmHa "[JoKymeHTUpOBaHWE ynpaBaeH4Yeckon aeatesnibHocTK". CneumanbHOCTb
060800 / Batly, C9®, kad. BYAUA ; coct. H. [. BopoHuoBa. - Kupos : Batly, 2005. - b.
L. - TEKCT : 3/IEKTPOHHDbIA.

YyebHo-HarnaaHoe nocobue

1) BopoHuoBa, HaTtanba [OmutpueBHa. O6pasubl U GopmMbl OpraHM3aLMOHHO-
pacnopAauTeNnbHbIX AOKYMEHTOB : yyebHO-HarnagHoe nocobue ANna NEeKUMOHHbIX U
NPaKTUYECKUX 3aHATUMN NO AucumnavHam "[JOKYMeHTMpOBaHWE XO3ANCTBEHHOM
AeatenbHocTM Ha npeanpuatun", "[oKymeHTaunoHHoe obecneyeHne xo03ANCTBEHHOM
aeatenbHocTn", npegHasHayYeHHble A8 0byyaloLmMxca No HanpaBAeHMI0 NOAFOTOBKM
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38.03.01 "3KoHomuka" / H. [. BopoHuosa ; Batly, U13M, ®3ud, kadp. IK. - Knpos :
Batly, 2021. - 23 c. - b. u. - TekcT . M30bparkeHue : 3/IEKTPOHHOE.

dneKTpoHHble 06pa3oBaTenbHble Pecypcbl

1) MopTan AucTaHumMoHHOro obydyeHusa BATIY [3neKTpoHHbI pecypc] / - Pexum
poctyna: http://mooc.do-kirov.ru/

2) Paspen odwuumanbHoro cata BatlyY, copeprkalwmii onuvcaHue obpasoBaTenbHOMU
nporpammbl [31€KTPOHHDbIM pecypc] / - Pexxum aoctyna:
https://www.vyatsu.ru/php/programms/eduPrograms.php?Program 1D=3-38.03.01.01
3) /In4HbIN KabMHeT cTyaeHTa Ha oduLmManbHOM cainTe BATIY [aneKkTpoHHbIN pecypc] / -
Pexum poctyna: https://new.vyatsu.ru/account/

4) EpMHoe OKHO A0CTyna K obpasosaTtenbHbiM pecypcam http://window.edu.ru/

dNeKTpoHHble 6ubaunoTteuyHble cuctemol (36C)

* 36C «Hay4yHasa anekTpoHHan 6ubnnoteka eLIBRARY» (http://elibrary.ru/defaultx.asp)
* 36C «M3paTenbcrBa MlaHby» (http://e.lanbook.com/)

* 3BC «YHuMBepcuteTckaa bubamnoteka online» (www.biblioclub.ru)

® BHYTpeHHsAA 3NeKTPOHHO-6MbAnoTeYHan cuctema Batly (http://lib.vyatsu.ru/)

e 36C «lOPAWT (https://urait.ru)

COBpeMeHHbIe I'IpOdJeCCMOHaI'IbeIe 6a3bl AdHHbIX U MH¢OpMaLI,MOHHbIe cnpaBoYyHble
CUcTtembl

e TAPAHT

e KoHcynbTaHTIAOC

* TexakcnepT: Hopmbl, NpaBuna, cTaHAAPThI

* PocnateHT (https://www1.fips.ru/elektronnye-servisy/informatsionno-poiskovaya-

sistema)

¢ Web of Science® (http://webofscience.com)
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MarTepuanbHoO-TeXHU4YecKoe obecneueHne AUCLUNAUHDI

LemoHcTpaumoHHoe o6opyaoBaHue

MepeyeHb Ucnonb3yemoro o6opyaoBaHus

MYJTIbTUMEAOWA NMPOEKTOP CASIO XJ-F210WN C AOMO/THUTE/IbHbIM KABEJTEM HDMI

Hetton 3Q Nettop Qoo

3KPAH DINON
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MepeuyeHb MHHOPMALMOHHBIX TEXHONOMUIA, UCMONb3YEMbIX NPU OCyLLECTBAEHUN 06pa3oBaTeNbHOro Nnpouecca no
AUCUUNAUHE, B TOM UMCIE NNLEH3UOHHOE M cBo6oaHO pacnpocTpaHaemoe MO (BKatouasa MO oTeuecTBEHHOro NPoOMU3BOACTBA)

Ne | HaumeHoBaHue MO KpaTKaa xapaKTepuCcTnKa HasHadeHma MO
n.n
1 MporpammHaa cuctema C  moaynamu  Ana | NMporpammHbIA KOMMAEKC ANA NPOBEPKM TEKCTOB Ha MNpeaMeT 3aMMCTBOBaAHMA U3
06HaApPYKEeHUA TEKCTOBbIX 3aMMCTBOBAHWUM B y4ebHbIX | MHTEPHET-UCTOYHUKOB, B KONNEKUMM AuccepTauma u asTopedepatoB Poccuiickoi
N Hay4HbIX paboTax «AHTUNAArnaT.BY3» rocyaapctseHHon  6ubnnotekn  (PFB) M KOANeKUMM  HOPMATUBHO-MPaBOBOW
OOKymeHTaumu LEXPRO
2 Microsoft Office 365 ProPlusEdu ALNG SubsVL MVL | Habop Beb6-cepBrcoB, NpeaocTaBAsAoWmniA A0CTYN K Pa3/IMYHbIM NPOrpaMmMam 1 ycayram
AddOn toOPP Ha ocHoBe nnatdopmbl Microsoft Office, anekTpoHHOM nouTe OM3Hec-KNacca,
bYHKLUMOHany ana obweHna n ynpasaeHna 4OKYMEHTaMum
3 Office Professional Plus 2016 MakeT npuaoxeHun anAa paboTbl C PasAUYHBIMM TUMAMW [OKYMEHTOB: TEKCTaMM,
3/IEKTPOHHbIMM Tabanuamu, 6azamm AaHHbIX, MPE3EHTALMAMM
4 Windows Professional OnepaunoHHasa cuctema
5 Kaspersky Endpoint Security ans 6usHeca AHTUBMPYCHOE NporpammHoe obecneyeHne
6 CnpaBoyHaa npasoBaa cucTtema «KoHcynbTaHT | CNnpaBOYHO-NPaBOBAsA cMCTEMa NO 3aKoHoAATenbCcTBy Poccuinckont Pepepaumnm
Mnoc»
7 DNEKTPOHHbIN Nepuogmdeckmin cnpasodHnk FTAPAHT | CnpaBo4HO-NpaBoBas cMCTeMa NO 3aKoHoAaTenbcTBy Poccuinckon degepauymm
AHanntuk
8 Security Essentials (3awuTHUK Windows) 3awmTa B peume peasibHOro BPeMeHU OT LWMNMOHCKOro NporpammHoro obecnedyeHums,
BUPYCOB.
9 Moi1Odunc CtaHaapTHbIN Habop npunoxeHnit ans paboTbl C 4OKYMEHTAMMK, NOYTOM, KaNeHAAPAMMU U KOHTaKTaMm

Ha KomMmnbtloTepax 1 Beb bpaysepax

O6HOBNEHHbIN CMUCOK NPOrpammHoOro

obecneyeHus [aHHOM paboueli nporpammbl HaxoguTca no

agpecy:

https://www.vyatsu.ru/php/list it/index.php?op id=110821
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