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1. E/I1 OCBOEHUS AV CIINIT/INHBI

1.1

HEJ'II:I'O H3yueHusd JUCHUITIMHBI ABJIAETCA Cl)OpMI/IpOBaHI/Ie CHUCTEeMHBIX OCHOB T€OPETUYECKOI'0 U ITPAKTHYECKOI'O 3HAaHHS B
obmactu AOKYMEHTAlJMOHHOT' O obecrieuenust yhpaB/ieHUA B COLIMA/IbHO-9KOHOMUYECKHUX CUCTEMaxX pa3HOro ypOBHSA.

2. MECTO AUCIIAIIJINHBI B CTPYKTYPE OOII

Huxkn (pasgen) OOIT:

b1.0

2.1

TpebGoBaHH K Npe/BapUTeTLHON MOATOTOBKe 00yJaKo[erocs:

211

CraTucTtuka

2.1.2

Teopus BepOSTHOCTel U MaTeMaTU4ecKasl CTaTUCTHKA

2.1.3

MareMaTHuecKuii aHa/Iu3 4acTh 1

2.1.4

Wndopmaruka

2.2

JMCLUMIVIMHBI M IPAKTHKH, /1A KOTOPBIX 0CBOeHHE JAHHOH JUCHUILUTHHBI (MOAY/isl) HE00X0AMMO KaK
NpejLIeCcTBYIONIee:

221

CraTtucTtuka

2.2.2

Teopus BeposITHOCTel U MaTeMaThyecKasl CTaTUCTHKa

223

BepE)KJ'II/IBOE TIpOM3BOACTBO

224

YuyebHast (03HaKOMUTeNbHAsT) TIPAKTUKA

2.2.5

JKOo/IOrHUecKui MeHePKMeHT

2.2.6

ITpousBojcTBeHHas MpakTHKa. TexHomoruyeckas (MpoeKTHO-TeXHO/IoruuecKasi) IpakThKa

2.2.7

BbinosiHeHYe U 3alljiTa BbIyCKHOM KBaTU(HUKAIIMOHHON PaboThl

2.2.8

IMpousBojcTBeHHas (TIPeAAUIUIOMHAsT) MPAKTHKA

3. KOMIIETEHIIA OBYYAIOIIEI'OCs, ®OPMUPYEMBIE B PE3YJ/IBTATE OCBOEHMSA JUCIHHUIIINMHBI

(MOZYJIsT)

OIIK-2: Cnioco0GeH oCyIecTB/IATH CO0P, 00pad0TKy U aHA/IU3 AAHHBIX, He00X0/JUMBIX /151 pellleHHs] MOCTaBIeHHBIX
yIpaB/IeHYeCKHX 3a/1a4, C HC0/Ib30BAaHHEM COBPEMEHHOr0 HHCTPYMEHTAPHS U MHTE/UIEKTYa/IbHbIX HH(OPMALOHHO-

dHA/IMTUYECKHUX CUCTEM;

3HaThb:

Yporensb 1 [[IpaBusia cOCTaB/IeHHs] OPraHU3aL{IOHHO-YTIPaB/IeHueCKOH 1 NH(GOPMaLMOHHO-CIIPABOYHOH [JOKYMEHTaLUK Ha
MpenpHUsITHH, 0cobeHHOCTH cObopa, 06paboTKU U aHaMM3a UHPOPMAaLIUK, He0OXOJUMOH [I/isi COCTaBJIEHHST
TOKyMeHTaL|K

YpoBeHb 2  [TUIOIOTH3aLMIO JOKYMEHTALMH U 0COOEHHOCTH ee HCII0IB30BaHus B ITPOLieCcce YIIPaBIeHus opraHu3anyei. [TpaBuna
COCTaB/IeHNST OPTaHU3aLMOHHO-YTIPaBIeHUeCKOW ¥ MH(OPMALMIOHHO-CITPaBOYHOU JOKYMEHTALMY Ha TPeJTPUsTHH,
ocobeHHOCTH cOopa, 06pabOTKH 1 aHa/IM3a HHGOPMAaIHK, He0OXO0AUMOI /IJIsT COCTAB/IeHHs JOKYMEHTaI [N

YporeHb 3 [TUNOIOTM3aLMIO JOKYMEHTALMH U 0COOEHHOCTH ee HCI0Ib30BaHus B ITPOLiecce YIIpaBIeHus opraHu3anyei. [Tpasuna
COCTaB/IEHUsT OPTaHU3aL[MOHHO-YTIPaBIeHUeCKOW ¥ MH(OPMAI[IOHHO-CITPaBOYHOU TOKYMEHTAL[Y Ha TPeTPUsTHH,
ocobeHHOCTH cOopa, 06paboTKH 1 aHa/mM3a HHGOPMaIHHM, HeoOX0AUMOI /JIst COCTaB/IeHUsT JoOKyMeHTaluuy. [IpaBuia
[KoHTpOIS yTipaB/ieHYeCcKol MH(OPMALIUH, TPOBEPKH JOKYMEHTORB 10 OCHOBHBIM KDUTEPUSIM

Ymertn:

VYpoeesb 1  |[@opMUPOBATH JOKYMEHTALIUIO TI0 3a/IaHHBIM TTapaMeTpam, 0pOPMJISITh JOKYMEHTbI, COEPXKATENBHO U MPABUILHO
COCTABJ/IATh TEKCTHI JOKYMEHTOB, HeOOXOJMMBIX ISl PellieHHsl YIIPaBIeHYeCKHX 3a/jau

YpoBeHb 2 | POpPMUPOBaTh AOKYMEHTALUIO TI0 33/JaHHBIM MapaMeTpaM, OQOPMIISITh IOKYMEHTBI, COZIEPKAaTeIbHO U MPaBU/IBHO
COCTABJ/IATh TEKCTBI JOKYMEHTOB, HEOOXOJMMBIX [IJIs1 PEILeHHs YIIPABIeHUECKHX 33/]aU, HCTI0/Ib3Ysl TIPU 3TOM TIaKeT
PUKJ/IaHBIX IPOrPaMM

YpoBenb 3  |[POpMUPOBaTh AOKYMEHTALMIO TI0 33/JaHHBIM MapaMeTpaM, OQOPMIISITh IOKYMEHTBI, COZIEPKAaTeIbHO U MPaBUTEHO
COCTAB/IATh TEKCTBI [JOKYMEHTOB, HEOOXOJMMBIX /IS PEILIEHHs] YIIPABIeHUECKHX 33/jaU, HCTI0/Ib3Ysl TIPU 3TOM TTaKeT
NpHK/IaHBIX IporpamMm, pabotats B ACY mpeanpusiTsi, UCIO/Ib30BaTh JONOJHUTENEHOE IPOrpaMMHOe obecrieyeHue

Bnagernb:

YpoBenb 1 [HaBbikamu cOopa HeoOXoAUMOM HHPOPMALIUK /IS COCTABIEHUs JOKYMeHTalny, ee 00pabOTKH MpeACTaBeHus B
TpeGyeMOM BHJie /1715 IPUHATHS YIIPABIEHYECKOT0 PeLleHuUsT

Ypoeenb 2 |[HaBbikamu c60pa He0OX04UMOI HH(OPMALMH [JIs COCTaB/IeHUs JOKYMEHTaLWK, ee 00pabOTKH Mpe/iCTaB/IeH s B
TpebyemMoM BU/ie 15l IPUHATHS YTIPAB/IEHUeCKOro pelieHus. HaBbIKaMu 0(OpMIIeHHS JOKYMEHTOB

YpoBens 3 [HaBbikamu cOopa He0OX0AUMOM HHPOPMALIUK /ISl COCTABIeHUs JOKYMEHTaLWH, ee 00pab0TKU U TIpe/ICTaB/IeHNs B
TpebyeMOM BUJe [1/151 IPUHATHS YIIPAB/IeHUYECKOro periieHust. HaBbikamu oopMiIeHHs: JOKYMEHTOB, KOHTPOJIS
MHGbOPMALWK, TIPUHSITHS YIIPABIeHYECKHUX PEIeHHi Ha OCHOBE MH(OPMALIH, U3/I0)KEHHO! B JOKyMEHTax

OIIK-5: Cnioco6eH MCO/Ib30BaTh MPHU PellieHuH MPodeccHoHa/IbHBIX 3ajaU COBpeMeHHbIe HH(OpMaLMOHHbIE TeXHOJIOTHH U
NMporpaMMHbIe CPe/ICTBA, BK/II0Yas ynpaB/ieHue KPYIMHBIMH MacCHBaMU JAaHHBIX M MX HHTE/UIEKTYaIbHbIN aHa/TU3.

3HaTh:




Ypoeenb 1 [[IpaBusia UCIOB30BaHUS MPOrPaMMHbIX NpunoxeHuit Microsoft Office anisi cocraBneHus ;OKyMeHTOB, HEOOXOUMBIX
1151 IPUHSATHS YTIpaB/IeHYeCKUX pelleHUH
YpoBens 2 [[IpaBu/ia UCIOJB30BaHMS TPOTPaMMHBIX TipryioxkeHnid Microsoft Office s coctaByieHust JOKyMeHTOB, HEOOXOAUMBIX
17151 IPUHSATHS yTIpaBeHueckux peleHuit, [1paBuna ucrnosb3oBanust CYB 1
Ypoeensb 3 [[IpaBusia UCIONB30BaHUs TIPOrPaMMHBIX TipuioxkeHui Microsoft Office gis1 cocTaBneHust JOKyMeHTOB, HEOOXOUMBIX
17151 NIPUHSATHS yIIpaB/leHuecKyx pellleHuil, ITpaBrna ucnonszosanus CYB/T
Ymetn:
Yposenb 1 |CocTaB/sATh AOKYMEHTALMIO B COOTBeTCTBUM ¢ TpeboBanusmu ['OCT, ucnonb3ys MS WORD
YpoeeHb 2 |CoCTaB/IsATh JOKYMEHTALMIO B COOTBeTCTBUHU C TpeboBaHusimu ['OCT, ucrons3yst MS WORD, aHam3upoBath
pHpOopMalio, ucrnosszysi MS Bl
YpoBeHb 3 |CoCTaB/IsATh JOKYMEHTAIWIO B COOTBETCTBHH C TpeboBaHusiMu ['OCT, ucnons3yst MS WORD, aHam3upoBath
MH(pOpMaIMIo, Ucrosb3yss MS BI, npuHUMATh yripaB/ieHuUecKre peliieHrst Ha ocHose T10 1C SAP
Bnapernb:
Ypoeens 1 |HaBelkamut coCTaB/IeHVs JOKYMeHTAIMH B COOTBeTCTBHH € TpeboBanusMu ['OCT, ucnons3ys MS WORD
YpoBenb 2 [HaBBIKaMy COCTaBJIeHHUs JOKYMEHTALMH B COOTBeTCTBUH ¢ TpeboBanusimMu I'OCT, ucnonb3ys MS WORD,
aHa/IM3UpOBaTh MH(MOPMaLIMIO, UCTofb3ys MS BI
Ypoeens 3 |HaBeIkamu COCTaBJIeHHs JOKyMeHTAL[UM B COOTBeTCTBUHU C TpeboBaHusiMu ['OCT, ucnons3yst MS WORD,

aHa/IM3UpOBaTh MHAOPMALIMIO, UCT0JB3yss MS BI, mpuHMUMaTh yripaB/ieHueckue pelieHus Ha ocHoBe 1O 1C SAP

OIIK-6: CniocodeH noHUMaTh NPHUHIMIBI PaG0Thl COBPeMEeHHbBIX HH()OPMALUOHHBIX TeXHOIOTHH U MCII0/Ib30BaTh UX AJIS

pellleHHs 3a/ja4 Npog)ecCHOHAIBLHOI JjesATe/IbHOCTH.

3HaThb:
Yposenb 1 [[IpuHIUTIBI pabOTHI TPOrPaMMHEIX TIpHIoKeHuit Microsoft Office ayist coctaBieHust JOKYMEHTOB, HEOOXOAUMBIX 15T
[PUHSTUS YIIpaB/leHueCKUX pellieHui
YpoBenb 2 [[IpUHIUTIBI pabOTHI TPOrpaMMHBIX TIpUIoKeHut Microsoft Office nyist coctaBieHust JOKYMeHTOB, HEOOXOAUMBIX [IJist
[TDUHSTHS yTIpaBaeHuecKyx pemieHuit, [1paBuia vcrnosb3oBanus CYBT
Ypoeenb 3 [[IpuHOMIBI pabOTHI IPOrpaMMHBIX MpUIKeHui Microsoft Office a/st cocTaBneHus: JOKYMEHTOB, HEOOXOAUMBIX /1151
PUHATYS yIIpaB/leHuecKuX pelileHudt, I1paBuna ncrnonssoBanust CYB]I A/ perieHust 3ajau NpogecCOHaNIbHON
nesTeIbHOCTH
Ymetn:
YpoBenb 1 |CocTaB/sATh AOKYMEHTALMIO B COOTBETCTBUM € TpeboBaHusMu ['OCT, ucnonb3ys MS WORD zijis peltieHus 3a/jau
npodeccroHaNbHOM J1esITeTbHOCTH
Yposenb 2 |CoCTaB/IATH AOKYMEHTAL[MIO B COOTBeTCTBHM C TpeboBanusmu ['OCT, ucnons3ys MS WORD, nponuckiBaTh
TexHUYeCcKUe aArOPUTMBbI AJIs aHa/M3a UHbopMalyy, ucnosb3yst MS BI 151 pelenust 3afiau npoeccruoHaIbHON
nesiTeIbHOCTH
Yposenb 3 |CocTaB/IsATh AOKYMEHTAL[MIO B COOTBeTCTBIM C Tpebosauusmu ['OCT, ucnons3ys MS WORD, nponuckiBaTh
TexHUYeCcKUe aArOPUTMBI AJ1s1 aHar3a uHbopMaluy, ucnons3yss MS Bl, npuHuMaTh yripaBieHuecKye pelleHus Ha
ocHoBe 10 1C SAP psis1 pelieHus 3a7au npoecCoHaIbHON JesaTebHOCTH
Bnagernb:
Yposenb 1 [HaBbIKamy COCTaBJIeHUs JOKYMEHTALMU B COOTBETCTBUU ¢ TpeboBanusimMu I'OCT, ucnonb3ys MS WORD ajist
ellleHNs! 3a/a4 IPO(eCcCUOHATIBbHOU AesiTe/IbHOCTU
Ypoeenb 2 [HaBbIKaMM COCTaBJIEHUS JJOKYMEHTALUU B COOTBeTCTBUHU C TpeboBanusimu I'OCT, ucnonszys MS WORD,
AHanM3MpoBaTh MH(OPMaLMIO, Ucob3yst MS BI At peltieHust 3a/,au podeccroHalIbHOM esiTeNIbHOCTH
Ypoeens 3 |HaBbIkamy COCTaBJIeHHsI JOKyMeHTAI[U! B COOTBeTCTBUHU C TpeboBaHusiMu ['OCT, ucnons3yst MS WORD,

aHa/TM3UpPOBaTh MHMOPMALIMIO, UCTOB3ysa MS BI, mpuHuUMaTh yripaBjaeHueckue peleHust Ha ocHoBe 10 1C SAP st

eleHs 3334 IPogeCCHOHANBHON /e TeTbHOCTH

B pe3ysibTaTe 0CBOeHHS AMCIUIUTHHBI 00yJaOIUNACSA J0/DKEH

3.1|3nath:

3.1.1|cTaHgapTsl B 0671aCTH JOKYMeHT0000pOTa ¥ GYHKLMM JOKYMEHTOB B yIIPaBJ/IeHUH; IPUHLUITBI OPraHU3aLuH 3JIEKTPOHHOTO

JIOKyMeHT0000pOoTa.

3.1.2|BO3MOYKHOCTH CO37laHus, 00pabOTKY 1 XpaHeH!s1 TH(OPMALIX U JOKYMEHTOB C TIOMOII[bI0 COBPEMEHHBIX

HWHCTPYMeHTalbHBIX CPeJCTB

3.1.3|coBpeMeHHbIe TEXHOIOTHH JJOKYMEHT0000pOTa;

3.2| YmeTh:

3.2.1|camMoCTOATEILHO dHa/IM3UPOBATh U MPUMEHATH pa3/IMUHbIe a/ITOPUTMBI IPUHATUA pEU.IEHI/II‘/‘I IMPUMEHHTEJIbHO K

KOHKPETHBIM l'[pO6I[eMaM OpraHu3alnu;

3.2.2|060CHOBBIBATE cOCTaB ()OPM U I1abIOHOB, CIT0C06 XpaHeH!sT BHYTPEHHUX [JOKYMEHTOB B OpraHH3aluy;

3.2.3|obocHOBaTH HEOOXOAUMOCTh AaBTOMATH3ALUH JOKYMEHTO000pOTa Ha Mpe/IIPUSTHN;

3.3|Bnapern:

3.3.1|HaBBIKaM¥ TIPUHSATHS YIIPaB/ieHUeCKUX PelLlieHuri yTeM UX afianiTalii K KOHKPeTHBIM Tpob/ieMaM OpraHH3anyu ¢

NpyMeHeHreM KOJIMYeCTBEHHOI'0 U Ka4YeCTBEHHOT'0 aHa/IM3a I/IHCI)OPMEILII/II/I.




3.3.2

HaBBIKAMU HCTI0/Ib30BAHUA CTaHAAPTOB U CUCTeMaTHU3allin IOKYMEHTOB.

3.3.3

HaBBbIKaMH CO3/IaHUs CXeM JIOKyMeHTO000pOTa, ONK1caHust OU3HEC-TIPOLIECCOB MPEeTIPUATHS U CO3AaHUsI MapLIPYTOB
JIOKYMEHTOB, UCIOJIb3ysl CUCTeMbI cO0pa He0OX0 MO UH(POPMALIY /1S PACIIUPEHHS BHEIITHUX CBsi3el 1 0OMeHa

OTbITOM TIPY peasr3aljiy NIPOeKTOB, HarllpaB/IeHHbIX Ha Pa3BUTHE OpraHy3al{iy.

4. CTPYKTYPA U COJEPXXAHUE AVUCIIAIIJIMHBI (MOAYJIS)

Kop, HaunmeHoBaHue pa3faenoB u TeM /Buf, | Cemectp /| HUacoB | Komneren- | Jluteparypa | inte | IIpumeuanue
| 3aHATHA 3aHaTua/ Kvbc JR070% 4 DAKT.
Pa3pen 1. 6 cemecTp

1.1 [ enonponsBoACTBO U €ro peryjupoBaHue 3 0,5 |OIIK-2 OIIK|JI1.1J12.1 JI2.5 0
(obrmme mosoxkenust) /JIek/ -5 OIIK-6 2132233

1.2 Ponb f0KyMeHTOB B 3 0,5 |[OIIK-2 OIIK| JI1.1J12.1 0
yrpaB/ieHUeCKOoH /lesiTeJIbHOCTH. -5 OIIK-6 213233
OpraHnusanus [eJI0Npor3BO/CTBA.

JJOKyMeHTaljiOHHOe 1
MH(OPMALMOHHO-A0KYMEHTAL[IOHHOe
obecrieuenue yrpasieHus. /TIp/

1.3 CrangapTtusanys u 3 12 |OIIK-2 OIIK |JI1.1J12.1 J12.2| O
yHU(DYKALUS JOKYMEHTOB. -5 OIIK-6 2132233
3aKoHOZAaTe/IbHasi U HOPMaTUBHO-

MeToAruecKas 6asa
Jenorpor3BogcTea. /Cp/

1.4 Opranu3sanus [1e/1011por3BO/ICTBEHHOIO 3 0,5 |OIIK-2 OIIK| JI1.1J12.1 0
obcnyxuBanus /J1ek/ -5 OIIK-6 213233

1.5 Opranu3aryst pabourx MecT COTPYJHUKOB 3 0,5 |[OIIK-2 OIIK| JI1.1J12.1 0
CyKOBI [1e/I0TIPOU3BO/ICTBA U CO3/IaHKe -5 OITK-6 213233
671aroNIpUATHBIX YC/I0BUH Tpyja. /I1p/

1.6 TonoxkeHye o cay>kbe 1e0NpOrU3BO/ICTBA 3 12 |OIIK-2 OIIK| JI1.1J12.1 0
(DOKYMEeHTalMOHHOT0 06ecreyueHust -5 OIIK-6 213233
yTIpaB/ieHus1), BUABLI paboT B ciyskbe
JenornpousBopcTsa. /Cp/

1.7 Opranu3arysi paboTsl C JOKyMeHTaMH. 3 0,5 |OIIK-2 OIIK| JI1.1J12.1 0
/J1ex/ -5 OITK-6 313233

1.8 O6paboTka fies1 171 XpaHeHusT: 3 0,5 |OIIK-2 OTIK| JI1.1J12.1 0
TIpOBe/IeHNe SKCTepTU3bl HayuyHOU U -5 OIIK-6 213233
NIPaKTUYeCKOU L|eHHOCTH [JOKYMEHTOB,
odopmieHue fier;
cocCTaB/ieHHe OIUCH Ha Jiefia C
IIOCTOSIHHBIM U [JO/ITOBPEMEHHbIM CPOKaMH
xpaHeHwus1. /I1p/

19 VupuBuayanbHble, IpUMepHbIe U TUTIOBbIE 3 12 |OIIK-2 OIIK| JI1.1J12.1 0
HOMEHK/IATyphl fien. DopmMupoBaHue Jief. -5 OIIK-6 213233
XpaHeHune
nen. ObpaboTka /et /ijisi apXUBHOTO
XpaHeHus1 JOKyMeHTOB. /Cp/

1.10 Pabora ¢ KaJipoBbIMH JIOKyMeHTaMu /JIek/ 3 0,5 |[OIIK-2 OIIK| JI1.1J12.1 0

-5 OIIK-6 313233

1.11 OcobenHocTr paboThI C Ka[pOBBIMU 3 0,5 |OIIK-2 OIIK|JI1.1J12.1J12.3] O
JloOKyMeHTaMH. KazipoBble JOKyMEHTHI. -5 OIIK-6 2132233
JInunele fena. /Ilp/

1.12 KoHdpueHIMansHOCTE KaJpOBOi 3 12 |OIIK-2 OIIK|JI1.1J12.1 J12.3] O
uHdpopmanuu. /Cp/ -5 OIIK-6 J12.4

313233

1.13  |Tlopsiiok cocTaBsieHUs: U 0(OpMIIeHUs 3 0,5 |OIIK-2 OIIK|JI1.1J12.1 JI2.2] O
JIOKyMeHTOB /JIek/ -5 OIIK-6 213233

1.14 OcobenHocTr 0hopMIeHus Tab/HL. S3bIK 3 0,5 |OIIK-2 OIIK|JI1.1J12.1 J12.2 0
JIOKyMeHTa. DJIeMeHTbI -5 OIIK-6 213233
TeKCTa [JOKyMeHTa: 3arojloBOK K TeKCTY,
ripunoxxenusi. [Topsiziok odopmieHus
nokymeHTOB. /I1p/







1.15 TpeboBaHus K TEKCTY JOKyMeHTa. [TpaBuia 3 12 |OIIK-2 OIIK|JI1.1J12.1 JI2.2
COCTaBJIEHUS TEKCTOB IOKyMEHTOB. -5 OIIK-6 2132233
[Henooit
CTUMB U ero ocobeHHocTH. ITpocThie U
CJI0KHBIEe JOKyMeHTHI. /Cp/

1.16 OpraHu3alMOHHO-pacopsiAuTeIbHbIe 3 0,5 |OIIK-2 OIIK|JI1.1/12.1 J12.2
JIOKyMeHTHI /JIek/ -5 OIIK-6 3132233

1.17  |OcobeHHOCTH pabOTHI C 3 0,5 |[OIIK-2 OTIK|JI1.1J12.1 J12.2
OpraHMU3allOHHBIMHY JOKYMEHTaMH - -5 OIIK-6 2132233
yCTaBaMH, TIOJI0>KEHUSIMHY,

WHCTPYKLMSIMY, NTpaBuiaMd. OcobeHHOCTH
PaboThI C pacropsAUTeTbHBIMU
JIOKyMeHTaMH -

N10CTaHOBJ/IEHUSIMH, PelleHUs MU,
TIpUKa3aMH, pacriopsDKeHUsIMY, YKa3aHUSIMU.
/Mp/

1.18 OcobeHHOCTH 3 10 |OIIK-2 OIIK| JI1.1J12.1
paboThI ¢ MHGOPMALMOHHO-CIIPABOUHBIMU -5 OIIK-6 2132233
nokymeHTamu. /Cp/

1.19 CripaBouHO-MH(OpMaIMOHHAs 3 0,5 |OIIK-2 OIIK| JI1.1J12.1
nokymeHTauus /Jlek/ -5 OITK-6 213233

1.20  |OcobeHHOCTH pabOTHI C CITPaBOYHO- 3 0,5 |OIIK-2 OIIK| JI1.1J12.1
MH(QOPMALMOHHBIMH JJOKYMEHTaMH — -5 OIIK-6 2132233
TpaBKaMH,
aHaINTUYeCKUMH 3anrckamu. /I1p/

1.21 CyIIHOCTb U OT/INYME CTIPaBOYHO- 3 12 |OIIK-2 OIIK| JI1.1J12.1
MH(QOPMALIMOHHBIX JOKYMEHTOB, UX -5 OIIK-6 2132233
BUzbL. /Cp/

1.22 OpraHu3aljoHHbIe JOKYMEeHThbI OH3HeC- 3 0,5 |OIIK-2 OIIK| JI1.1J12.1
NpoeKTOoB /JIex/ -5 OIIK-6 3132233

1.23  |OcobenHocT paboThI C 3 0,5 |OIIK-2 OIIK| JI1.1J12.1
OpraHM3alMOHHBIMU JJOKYMeHTaMy OH3HeC - -5 OIIK-6 3132233
poekToB. /I1p/

1.24 Cy1IHOCTb U OTJINYKE OPraHU3alMOHHbIX 3 14 |OIIK-2 OIIK| JI1.1J12.1
JIOKyMEeHTOB CO3/JaHUsI U perucTpalyn -5 OIIK-6 213233
6uzHeca,ux Bupl. /Cp/

5. ®OH/] OHEHOYHbIX CPEACTB

5.1. KoHTpo/IbHBIE BONPOCHI M 33/JaHUA

HepequL KOHTPOJIBHBIX BOTIPOCOB

L oONOUTE WN -

10

12

13.
14.
15.
16.

17

18.
19.
20.

21
22

23.

. ndopmaryst ¥ JOKyMeHTaLys B YIIpaB/IeHNN.

. 3aKoHO/iaTe/IbHble OCHOBBI [JOKyMeHTHUPOBaHUsl UHGOpMaLWy.

. OCHOBHBIE HarpaB/eHHs COBEPIIEHCTBOBAHKUS JOKyMEeHTaIWH.
. MeToanyeckoe pyKOBOZCTBO MOCTAaHOBKOM [1e/I0NPOX3BO/ICTBA.
. HopmaTuBHO-MeTojuuecKye akThl 110 1e/I0POM3BOACTBY.

. Opranu3anys Aeornpon3BOICTBEHHOTO 00CTY>KUBAHUS.

. ITonoxxenue o cyxbe Aen0MPOU3BOACTBA.

. OYHKLUM CTyKOBI 1e/I0MPOU3BO/ICTBA.

. IHCTpYKLUWS 110 1e/10TTPOU3BO/CTBY — 3HaUeHHe U COJiepyKaHue.

. JoJDKHOCTHAst ’HCTPYKLUSI — CYLIIHOCTb M CTPYKTYPa.

. Opranmsanysi pabourx MeCT COTPYHHKOB [IeIONTPOH3BO/ICTBA.

. [Topsiziok cocTaBsieHust JOKYMEHTOB.

TpeboBaHUs K 0HOPMIIEHHIO JOKYMEHTOB.

TpeboBaHUS K TEKCTY JOKYMEHTOB.

biaHK JOKyMeHTa U TIOPsZI0K aZipecoBaHMsI.

BuzibI JOKYMEHTOB.

. Opranm3alfioHHbIe JOKYMEeHTEI, UX COCTaB/ieHre U 0opMIeHHe.
PacriopsijutenbHble JOKYMEHTBI, UX COCTaB/ieHHe U oopMiieHHe.
WH}popMalL[mOHHO-CTIPaBOYHbIE JOKYMEHTHI, X COCTaB/IeHHe U oopmiieHue.
KazpoBble JOKYMeHTHI.

. IloHsTHE «JOKYMEHTO0OOPOT» U €r0 OCHOBHBIE 3TalTbl.

. [Tpuem u epBuyHasi 06paboTKa JOKyMEHTOB.

KoHTpOJIb 3a UCMIO/THEHHEM JIOKYMEHTOB.







24. i opmMaljoHHO-CITpaBoYHas paboTa B JOKyMeHTo06opoTe.
25. HomeHknatypa Jief1, CyL{HOCTb, IPUHLIMITEI ()OPMUPOBAHMUS.
26. DKcriepTr3sa LeHHOCTH [JOKyMEHTOB.

27. OdopmiieHre U cfiaya fiesl B apXUB OpraHu3alium.

28. IloAroToBKa U 00C/Ty>)KUBaHNE COBEIIaHHI.

29. OCHOBHBIe JOKYMEHTBI [JIs1 PerucTpaLii FOpUAUUeCKOro JINLa.
30. OcobeHHOCTH JOKyMEeHTUPOBaHHs OU3HeC-MPOeKTOB

5.2. TeMBbI MHCEMEHHBIX PaboT

5.3. ®oHpA 011eHOUHBIX CPe/ICTB

®OC pacrioniokeH B pasgene «CefeHust 06 00pa3oBaTe/TbHONM OpraHu3anyn» moapaszen «Obpa3oBaHue» odurmansHoro cairta 3I'Y
http://polaruniversity.ru/sveden/education/eduop/

5.4. IlepeueHb BU/I0B OL{eHOUYHBIX CPe/ICTB

6. YAEBHO-METONYECKOE 1 TH®OPMAIIMOHHOE OBECITEYEHWE AVCITUII/IMHBI (MOAYJIS)
6.1. PekomeHpiyemas 1uTeparypa

6.1.1. OcHoBHas uTeparTypa

ABTOpBI, COCTaBUTENH 3arniaBue, pasmelreHue W3patenbcTBo, Tog, | Komiu-Bo

JI1.1 |Kprokosa H.IT. JoKyMeHTHpOBaHue yIIpaB/ieHUeCKO JesTeTbHOCTH: M.: UH®PA-M, 7
nonyieHo YMO 1o obpa3oBaHuIo B KauecTBe yueb. mocobus (2013
JI1s1 CTyI. By30B I10 Criel]. "DKOHOMMKA U yIIpaBJjieHue Ha
npeAnpusiTUU (1o oTpacisam)"”

6.1.2. Jlono/1HMTe/ILHAs TATepaTypa

ABTOpBI, COCTaBUTEN 3aryiaBue, pa3MellleHue W3zparenscTBo, rog, | Komnu-so
J12.1 |Pa3gopoxHbiii A. A. JIoKyMeHTHpOBaHYe yIPaBIeHUECKOH AesATeTbHOCTU: yueh. M.: UH®PA-M, 5
riocobue [i7isi By30B 2009

JI2.2 |TanaxoB B. B. [u ap.] |denonpou3sozcTtBo: O6pasiibl JOKyMeHTbl. OpraHv3anys u M.: IIpocnekr, 2011 26
TexHo/orust paboTel ¢ yuetom HoBoro 'OCT P 6.30-2003

JI2.3 |mop pen. A. f1. Jlenonpou3Bo/iCTBO B KaZIpOBOH Cy»kbe: yuebHo-mpakTruueckoe |M.: TTpocmekT, 2013 1
KubaHoBa riocobue; pekomeHzoBaHO CoBeToM YMO 110 06pa30BaHUIO B
KauecTBe yueb. mocobust Jis CTYI€HTOB By30B
J12.4 |T'yryesa T.A. KoHdueHMansHOe 1e710MPOr3BO/ICTBO: PEKOMEH/IOBAHO M.: Anbda-M, 1

CoseroM YMO B KauecTBe yued. mocobwst /s CTyJeHTOB BY30B | YHUKOM CepBuc,
Wndpa-M, 2015

JI2.5 |Kprokosa H.II. JloKyMeHTUpOBaHVe yIpaBieHYeCcKO! JiesiTeIbHOCTH: M.: UH®PA-M, 11
nonyiieHo YMO no obpa3oBaHuio B KauecTse yueb. mocobuss |2010
JI1s1 CTY 1. By30B I10 Criell. "DKOHOMMKA U yIIpaBJ/ieHue Ha
npeAnpusTid (1o oTpacsism)”

6.2. IlepeueHn pecypcoB HH(GOPMAIMOHHO-Te/IEKOMMYHHKAUOHHOH ceTH "VIHTepHeT"

31 |Ownnaiin nnardopma 3T'Y (https://learn.norvuz.ru/)

32 |OnektponHas 6ubmmoteka 3I'Y (http://biblio.norvuz.ru/MarcWeb2/Default.asp)

33  |SnekTpoHHO-OMbMMOTeUHast cricTeMa JlaHb (https://e.lanbook.com)

34 |Uudposas 6ubmmoreka IPRsmart (https:/www.iprbookshop.ru)

6.3.1 IlepeueHb MPOrpaMMHOT0 o0ecreyeHust

6.3.1.1|MS Windows 7 (Homep nunen3uun 62693665 ot 19.11.2013)

6.3.1.2|MS Office Standard 2007 (Homep nuriensun 62693665 ot 19.11.2013)

6.3.1.3|KoucynpTanT [Ttoc (Bepcust jisi 00pa30BaTe/TbHBIX YUPEXKIeHH)

6.3.2 IlepeueHb HH(GOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1|Onextponnast 6ubnuoreka 3I'Y (http://biblio.norvuz.ru/MarcWeb2/Default.asp)

6.3.2.2| SnexTpoHHO-0Mb/MMOTeUHas crcteMa Jlaub (https:/e.lanbook.com)

6.3.2.3|Ludpoas bubnmoreka [IPRsmart (https://www.iprbookshop.ru)



https://learn.norvuz.ru/
http://polaruniversity.ru/sveden/education/eduop/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEUEHUME AV CIAII/IMHBI (MOAY JIfT)

7.1

Ayn. 422 - ayauTopus [i1s IPOBe/ieHusT JIEKLIMOHHBIX, IPAaKTHYeCKUX, CEeMUHApCKUX, MHTePaKTUBHbIX 3aHSATUH,
CaMOCTOsITe/IbHON paboTHI, KypCOBOTO MTPOEKTUPOBAHKS, KOMITBIOTEPHBIN, My/TbTUMeJUAHBIN K1acc (M0CaflouHbIX MECT —
19).

KoMIbrOTepHAs TEXHUKA:

5 Mono6siokoB Intel Atom D525 1.80GHz, 2I'6 O3Y, HDD 160 I'6) nnTtepaktuBHas focka iRU, 1 mpoektop NEC
IUM361x, 1 npoektop Panasonic vx510 xga

UInensuonHoe [10:

MS Windows 7 (Homep nunensuu 62693665 ot 19.11.2013)

IMS Office Standard 2013 (Homep nutien3uu 62693665 ot 19.11.2013) RMeasiteach Next Generation (Homep nuiieH3un
1SV-367)

becniiatHoe [10:

IAdobe Reader XI AutoCAD Education 2012 (Bepcust fi1st 06pa3oBaTe/bHBIX YUPeXKeHHH)

7.

N

Ayz. 428 - ayauTopus [i7isi IPOBe/IeHHsT JIEKLIMOHHBIX, TIPAKTUYeCKHUX, CEMHHAPCKUX 3aHSTUH, CAMOCTOSITeTbHOM PaboThI,
KYPCOBOT'O IIPOEKTUPOBaHUsI, KOMITbIOTePHBIN K/1acc, MyIbTUMeUiHbIN Kacc (mocafoyHbix MecT — 30).

KoMIbrOTepHAst TEXHUKA:
10 moHO610KOB (Intel Celeron J1800 2.41GHz, 4I'6 O3Y, HDD 500 I'6) npoektop Panasonic PT-LB60NTE

UIviensuoHHoe I10:

IMS Windows 7 (Homep suriensuu 62693665 ot 19.11.2013) MS Office Standard 2010 (Homep nutieHsun 62693665 ot
19.11.2013) MS Access 2010 (Homep nunen3uu 62693665 ot 19.11.2013) ABBYY FineReader 10 (Homep suiieH31u
94965 ot 25.08.2010) CorelDraw Graphics Suite X5 (Homep muuensun 4069593 ot 28.07.2010)

becninataoe [10:

KoncynbranT [1mtoc (Bepcust A1t obpa3oBaTesibHbIX yupexaenuit) 1C: Tpeanpusitve (yuebHas Bepcust) ArchiCAD 15
(Bepcus A/1s1 06pa30BaTebHBIX YUPEXKAEHUH)

7.

W

Ayz. 424 - ayauTopust [i71si IPOBe/IeHKsT JIEKLIMOHHBIX, TIPAKTUYeCKHX, CEMUHAPCKUX 3aHSTUH, CAMOCTOSTeNTbHOW paboThl,
KYPCOBOT'O IIPOEKTUPOBaHUsI, KOMITbIOTEPHBIN K/1acc, MyJIbTUMeJUiHbIN Kacc (ocafoyHbix MecT — 30).

IKomrbroTepHasi TeXHUKa:

10 moHO610KOB (Intel Celeron J1800 2.41GHz, 4I'6 O3Y, HDD 500 I'6) npoektop Panasonic PT-LB60NTE
UIviensuoHHoe I10:

IMS Windows 7 (Homep ymien3un 62693665 ot 19.11.2013) MS Office Standard 2010 (Homep surensuu 62693665 o
19.11.2013) MS Access 2010 (Homep smmiensuu 62693665 ot 19.11.2013) ABBYY FineReader 10 (Homep nuijeH3un
94965 ot 25.08.2010) CorelDraw Graphics Suite X5 (Homep muuensun 4069593 ot 28.07.2010)

becrinatHoe T10:

KoncynbranT [Tmtoc (Bepcust A1t obpa3oBartesibHbIX yupexaenuit) 1C: Tpeanpusitve (yuebHas Bepcust) ArchiCAD 15

(Bepcusi AJ1st 06pa3oBaTebHBIX YUPEKAeHUH)

7.4

Aya. 209 - ayauTopus [/ IPOBeIeHUsT JIEKLIMOHHBIX, TIPAKTUYeCKUX, CEMUHAPCKUX 3aHATHH, MY/IbTUMEAUHHBIN KJlace,
«My3eliHas ayuTopus» (II0Ca/j0OUHbIX MecCT — 45)

KoMIbtoTepHast TeXHUKa

1 npoekTop Panasonic PT-LB60NTE

UInniensuonHoe [10

IMS Windows XP (Homep nuieH3zuun 62693665 ot 19.11.2013)

IMS Access 2007 (Homep nutiensun 62693665 ot 19.11.2013)

IMS Office Standard 2007 (Homep nmuijen3un 62693665 ot 19.11.2013)

CorelDraw Graphics Suite X5 (Homep nuniensun 4069593 ot 28.07.2010)

7.5

Ayz. 503 - ayauropus [i/1s IpOBe/ieHus JIEKLIMOHHBIX, TIPaKTUYeCKUX, CEMUHAPCKUX 3aHSATUMN, KOMIIbIOTePHBbIH,
My/IbTUMeIMHHBIN Kilacc (II0Caf0uHbIX MeCT — 33)

KoMIbroTepHast TeXHUKa
9 kommeroTepoB (Intel Core 2 Duo E7200 2.53GHz, 3T'6 O3Y, HDD 320 I'6), 1 npoekTtop acer p1265

UInniensuonHoe [10

IMS Windows XP (Homep nuniensuun 62693665 ot 19.11.2013)

IMS Office Standard 2007 (Homep mumensuu 62693665 ot 19.11.2013)
IMS Access 2007 (Homep mutiensun 62693665 ot 19.11.2013)

Mathlab R2010b (Homep nmiensun 622090 ot 23.12.2009)

Kommnac-3D v12 (Homep nuijen3uoHHoro coryarieHust Kk-10-01126)
becriiatHoe 10

KoncynbranT ITtoc (Bepcust /iyt 06pa30BaTebHBIX YUPEX/IEHHH)
IAutoCAD Education 2012 (Bepcusi /11 06pa30BaTebHbIX YUPeXIeHHI)

7.6

Ayz. 524 - ayauropust [i/1s IPOBe/ieHHs JIEKLIMOHHBIX, IPAaKTHYeCKUX, CEeMUHApCKUX, MHTePaKTUBHbBIX 3aHSATHH,
MyJIbTUMeAUIHBIN K1acc (TIocafjouHbIX MecT — 42)

KoMITbrOTepHAsT TEXHUKA

1 kommeioTep (Intel Core i3-2120 3.30GHz, 2I'6 O3Y, HDD 250 I'6) untepaktuBHas gockas iRU, 1 mpoektop NEC
UM361x

UIviensuonHoe [10

IMS Windows 7 (Homep nuueH3un 62693665 ot 19.11.2013)

IMS Office Standard 2013 (Homep nurieHsun 62693665 ot 19.11.2013) RMeasiteach Next Generation (Homep uiieH3u1

1SV-367)




7.7

Ayz. 309 - ayautopus [i/1s IPOBe/ieHKsT JIEKLIMOHHBIX, IPAaKTHYeCKUX, CEeMUHapCKUX, MHTePaKTUBHbBIX 3aHSATUH,
MyJIbTUMeAUMHBIN K/Tacc (T0CaJOUuHbIX MecT — 36)

IKomMmbroTepHas TexHUKa
1 kommbioTep (Intel Pentium G620 2.60GHz, 2I'6 O3Y, HDD 250 I'6), 1 untepakTuBHas gockas iRU, 1 npoektop NEC, 1

rpoekTop Panasonic pt-1b60nte

UInniensuonHoe [10
IMS Windows XP (Homep nuniensuun 62693665 ot 19.11.2013) MS Office Standard 2007 (Homep nutien3un 62693665 ot

19.11.2013) MS Access 2007 (Homep nurjensnu 62693665 ot 19.11.2013) RMeasiteach Next Generation (Homep
imiueHsun 1SV-367)

7.8

[Mometnenust 6ubuoteku 3I'Y — 3a/1 371eKTPOHHOM HHGOPMALH

CneyuanusuposaHHas (y4ebHas) mebenb: 12 cmoa0e KOMNbIOMeEPHbIX, 2 cmeanasicad ¢ Aumepamypotl; mexHudecKue
cpedcmea: 12 nepcoHanbHbIX KOMNbIOMEPO8, My AbMUMeOULIHbI NPOEKMop CMAayuoHApHbIl, SIKPaH NPOEKYUOHHbI;
Haz2ns10Hble nocobusi. Bbixod 8 uHmepHem, 8 mom uucse yepe3 wi-fi. Obecneuen docmyn 8 31eKMpPOHHYIO UHPOPMAYUOHHO-

lobpasogamesibHyio cpedy yHugepcumemd.

8. METOJJMUECKUE YKA3AHUS /151 OBYUAIOIIUXCSI TI0 OCBOEHMIO AUCIUAII/IMHBI (MO/LY JIsT)




