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CocraBureqsb — OcmaHoBa Maauna  MaromenoBHa,  cTapuIui
npenojasarenb kapeapsl «MeHeIKMeHT» JlarecTaHcKoro rocyAaapCTBEHHOIO
YHUBEPCUTETA HAPOJHOI'O XO3MCTBaA.

Buyrpennuii peuenseHt - MuHarymiaeB Apciad AWHYTIMHOBHUY, JOLEHT,
KaHJIUJaT S)KOHOMHUYECKHUX HayK, 3aBeayromuid kadenpoit «Menemxment» AI'YHX.

Buemnuii penensent - CyneiimanoBa Hamna AOnypaxmMaHOBHA, KaHIWJAT
HSKOHOMHMYECKUX HayK, JOLUEHT Kadenpsl «MupoBas U peruoHaibHasi 3KOHOMMKA»
JlarecTaHCKOro rocy1apCTBEHHOIO YHUBEPCUTETA.

IIpencraBurens padoronatenss - Mmunoa Cakunar AOaypaxmaHoBa |,
U.0.CIICLIUATIUCT - OJKCIEPT OTAeNia MOCOOMH CeMbsM C JIeTbMU YINpaBICHUS
couuainbHON noaaepkku Munrtpyzna PJI.

Pabouas  npoepamma  mexcoucyunnunapnoco  xypca  MJIIK.04.01
Buinonnenue pabom no oonscnocmu 21299 Jlenonpouzeooumenv pazpabomana 8

coomeemcmaeuu c mpebosanusMU Gedepanvrozo 20CY0apCcmeeHHo20
00pa308amMenbHO20 CMAHOAPMA CPeoHe20 NpPOohecCUOHAIbHO20 00pA308aHUL NO
cneyuarbHocmu 40.02.04. Opucnpyoenyusi, YmeepHCOeHHO20 NPUKAZOM

Munucmepcmea npoceewenusi Poccuu om 27.10.2023 N 798 "O6 ymeepoicOoenuu
Gedepanvrozo  20Cy0apcmeenno20 00pA308amMeNbHO20 CMAHOAPMA  CPeOHe2o
npogheccuonanvroz2o oopazosarnus no cneyuaivHocmu 40.02.04 FOpucnpyoenyus”, 6
coomgeemcmeuu ¢ npuxazom om 24 aseycma 2022 2. N 762 «O6 ymeepoicoeHnuu
NOpsAOKA Op2aHUu3ayuu U OCywecmeieHus 00paz08amenbHol O0esimelbHOCmU No
00pazoeamenbHbiM NPOCPAMMAM CPEOHe20 NPOPECCUOHANbHO2O 00PA308AHUAY.

Pabouas mporpamma mexauciuinaapHoro kypca MJIK.04.01 Beimonaenue
pabot mo nmomkHOCTH 21299 Jlenonpou3BoAUTENh pa3MelieHbl Ha O(pHUIIMATbHOM
caiire www.dgunh.ru

OcmanoBa M.M. PabGouas mnporpamMma MEXKIUCIMIUIMHAPHOTO Kypca
M/IK.04.01 BeimonHenue paboT mo moimKHOCTH 21299 Jlenonpou3BOAUTENb s
cneuuanbHoctu 40.02.04 IOpucnpynennus, Maxaukana: JII'YHX, 2024 r., 17 c.

PexomenoBaHa K yTBepKJICHHIO YueOHO-MeToaudeckum coBetoM JII'VHX
28 mas 2024 1.

PekoMmeHnmoBaHa K  YTBEPXKICHUIO PYKOBOJUTENEM  00pa3oBaTeIbHOMN
nporpamMmbl CITO - mporpamMMbl MOATOTOBKH CHEIMATMCTOB CPEAHEr0 3BEHA IO
cneuuansaoctu 40.02.04 ¥Opucnpynennus Mcemaunosoit KA.

OnoOpena Ha 3acemanuu kadeapbl «Menemkment» 23 mas 2024 r.,
poTokos Nel(.


http://www.dgunh.ru/

Paznea 1.
Paznen 2.

Pa3gea 3.

Pa3nea 4.

Pa3znea 5.
Pasnea 6.

Pa3zmea 7.

Pa3znea 8.

Paznen 9.

Conep:xkanue

[lepeyenb  TUIAHUPYEMBIX  pE3yJbTATOB  OOy4YEeHHS MO
MEXKAUCIUTIIAHAPHOMY KYPCY . etennteenteentenitenteenaenieennnennn.
Mecto MEXKIUCIUILIMHAPHOTO Kypca B CTPYKTYype
00pa30BATETBEHON TIPOTPAMMBDBIL. ... ..uveeeeneeeeenneeenneeeennneannnnens
O06beM MEXIUCIUIUIMHAPHOTO Kypca C YKa3aHHEM KOJIUYeCcTBa
aKaJIeMUYECKUX YacOB, BBIJICJICHHBIX HA KOHTAaKTHYIO paboTy
oOyyJaromuxcs ¢ npernojaBaresieM (1o BuaaM y4eOHBIX 3aHATHI) U
HA CaMOCTOSITEJIbHYIO  paboTy oOydvaromuxcs u  popmy
MPOMEKYTOUHOM ATTECTALIMM . . .. veeneeeneeeeneeeneeaneanaeeeaeanennnn
Conepxanue MEXIUCIUIUIMHAPHOTO Kypca, CTPYKTYPUPOBAHHOE
M0 TeMaM C YyKa3aHWEM OTBEJICHHON0O Ha HUX KOJIHMYECTBA
aKaJIeMUYECKHUX 4acoB u BUJIOB y4eOHBIX
T2 15 £ 117 1% GO PP
[TepeyeHb OCHOBHOM W JOMOJIHUTEIBHOW y4eOHOW IUTEpPATYpHI,
HEO0OXOAUMOM JJIs1 OCBOCHUST MEXKIUCITUTUTMHAPHOTO Kypca ........
[Tepeyenb pecypcoB uHGOPMAIMOHHO-TEIEKOMMYHHUKAITMOHHOM
cetu «HTEepHET», HEOOXOAUMBIX JIJI1 OCBOSHUSI TUCITUTIIUHEL. . ..
[lepeyenb  JUIEH3MOHHOTO  NPOTPAMMHOrO  OOecIeueHus,
UH(GOPMAIIMOHHBIX CIPABOYHBIX CUCTEM U MPOheCcCUOHATBHBIX 0a3
D1 12020 0
Onucanue maTepuaqIbHO-TEXHUUYECKOW Oa3bl, HEOOXOIUMOW s
OCYIIECTBJICHHs 00pa30BaTEIHLHOTO MpOoIecca Mo AUCIUIUIUHE. .. ...
OO0pa30BATEIIBHBIC TEXHOTMOTH . .. .e e eeenneeeneeaneeeaneneneeenneannnen.

Jluct akTyanuzanuu pabouei IporpaMmbl TUCHUIIIUHEL .............

12

13



Paspeu 1. Ilepedyensb niiaHupyeMbIX pe3yabTaTOB 00y4YeHHS 110

MEKAUCHUININHAPHOMY KYpCY

[enbro ocBoenus: MexaucuuruinHaporo kypca MJIK.04.01 Brimonnenue paboT no
noixHOCTU 21299 Jlenonpou3BoauTenb ABIAETCS GOPMUPOBAHUE HEOOXOIUMOI0 0ObeMa
3HAHMM, YMEHUHW W HABBIKOB B 00JacTU (OPMHUPOBAHUSA TEPBUYHBIX JOKYMEHTOB,
IPYHIUPOBKY U XpaHEHUsI TOKYMEHTOB, OPraHU3allMu JOKYMEHTO000pOTa B OpraHu3auu

C uenplo OBIAJEHUS YKa3aHHBIM BHUAOM NpPO(ECCUOHANBHON JEATEeIbHOCTH U

COOTBETCTBYIOIIUMHU MPOGECCHOHATILHBIMU KOMIIETCHIIUSIMA  OOyYalOlUNiCs B XOJe

OCBOCHUA HpO(bCCCI/IOHaJ'IBHOFO MOAYJISL AOJIKCH: UMCTb HpaKTI/I‘leCKI/Iﬁ OIIBIT:

- Habopa TEeKCTa JOKYMEHTOB B COOTBETCTBUHU C TpeOoBaHUsIMU Mpodeccuu

YMETh:

- oQOpMIISITh JOKYMEHTHI B TEKCTOBOM pEaKTOPE;

0OpMIISITh Pa3TMIHOTO BUJA TOKYMEHTHI;

- paboTaTh C KJIaBUATYPHBIM TPEHAXKEPOM;

3HAThb.

- OpraHmn3anuro CJIy}K6BI AOKYMCHTAIIMOHHOT'O obecrieyeHus Ha MpCAIIPUATHH,

- I[MpaBuJia TCXHHUKH 0e30IMacHOCTH I ACTIOIIPOU3BOAUTCIIA,
- JOJDKHOCTHBIC 00513aHHOCTH I ACTIOIIPONU3BOAUTCIIA.

1.1. KoMnereHIuH BbIMYCKHUKOB, GopMupyeMble B pe3yJibTaTe 0CBOEHUSA
MexkaucuumInHapuoro kypca M/1K.04.01 Boinosinenue pador no
AO0JKHOCTH 21299 [les1onpou3BOAUTEIb KAK YACTh MJIAHUPYEMBbIX

Pe3yJbTATOB OCBOEHHS 00Pa30BaTeIbLHOM MPOrpPaMMbI

[Ipouiecc n3ydeHust TUCHUTUIMHBI HAITPABJICH HA (POPMUPOBAHHE CIAEAYIOIMUX OOIINX
1 ipo(eccroHaIbHBIX KOMITETEHITUN

Kon
KOMIIEeTeHIIUH

DopMYyJNPOBKA KOMIIETEHIIMU

[IK 1.3

OK 2. Hcnonp3oBaTh  COBpEMEHHBIE  CpEACTBA  IOMCKA, AaHaau3a |
UHTEepIpeTanuu uHGopMaruu U WHOOPMAIMOHHBIE TEXHOJOTUU IS
BBITIOJTHEHUS 33/1a4 TPO(EeCCHOHATBLHON eI TETLHOCTH.

OK 4. D} heKTUBHO B3aUMOJICHCTBOBATh U pabOTaTh B KOJUICKTHBE U
KOMaHJIE.

OK 9. [Tonp3oBaThCs MpodecCHOHATEHON JOKYMEHTAIMeH Ha

roCyaapCTBCHHOM WM MHOCTPAHHOM A3bIKAX.

BJIaI[eTB HaBbIKaMH IIOATOTOBKH IOPUINYCCKHUX TOKYMCHTOB, B TOM
YHUCJIC C MCITIOJIB30BAHHUECM HH(l)OpMaI_II/IOHHI)IX TEXHOJIOTHIA.




I[IK 3.4 OcymuiecTBasATh GOPMHUPOBAHUE U BeICHUE 0a3 TAaHHBIX 00 0OpAIICHUSIX
B TEPPUTOPUAIIBHBIN Oprad @oHAa IEHCUOHHOI'O U COLIUAIBHOTO
crpaxoBanus Poccuiickon denepanunu, B OpraHu3ayio COUUaIbHON
3alUTHl HACEJICHUS TOydyaTeel CHCHI U UHBIX COI[MAbHBIX BBIIIAT
¥ O TIPEJIOCTABICHUN YCIYT TOCYIaPCTBEHHOTO COLUAIBHOTO
o0ecrieyeHusl.

1.2 TInanupyemble pe3ysbTaThl OOYUYEHHS 0 MEXKIUCUUILIMHAPHOMY KYpCY
KoMIOHEHTHBI COCTAB KOMIIETEHIINH
Kon u
¢dopmyaupoBka . Hwmers .
KOMIeTeHIHH 3HaTB! YMmerh: NPAKTHYeCKUM
ONbIT:
31 - OCHOBHI | V1 —
OK 2. | opraumsauuu OpraHH30BbIBATh
OpraHu30BBIBATH JEIIONPOU3BOJICTBA; | JOKYMEHTOOOOPOT;
COOCTBEHHYIO 32 - ocobenHoctH | Y2 -
ACATCIIBHOCTD, OpraHu3aIuu CTPYKTYpHPOBaTh U
BBIOMPATh  THIOBBIC | 10kyMeHTOO60POTA; | XPAHUTH JOKYMEHTHI
METOIBI M CIOCOOBI | 33ypdopMaliOHHBL | 10 HOMEHKIATYDE
BBIIIOJTHCHHA € TEXHOJIOTUM B | e,
podecCHOHATBHBIX ctepe
3aja4, OLCHHBATH WX | neronpoM3BOJICTBA.
3¢ PEeKTUBHOCTH U
Ka4eCTRO.
31 — d¢yakuuonan | Y1 — paborate ¢
OK' 4. OcCymECTBIATE | 1o4cKOBBIX CHCTEM | HODMATHBHO-
TTONCK | g ceru; CIIPAaBOYHOM
HCIIOJIb30BAHMC 32 — HOpMaTHBHO- | HH(OpMaIIKEii;
uHopMarH, IPAaBOBYIO  OCHOBY
HEOOXOaUMOMN IS | BEITOIHE HUS
dbdexTuBHOrO podheCcCHOHATBHBIX
BBITTOTHCHHUS 3aaq;
po¢eCCHOHATBHBIX
3ajad,
mpoeCCHOHAIIEHOTO U
JUYIHOCTHOTO
pa3BUTHSL.
31 - OCHOBBI | Y1 — mosb30BaThCA
OK 9. OpraHU3aIAN CHCIHATU3UPOBAHHBI
OpHeHTHpOBaTBC’IU B | MOMCKOBBIX CHCTEM; | MU IIPOIPaMMaMH;
YCIIOBUSIX  4acTOH

CMEHBI TEXHOJIOTHI B




npodeccuonans | 32- OCHOBBI | Y2 — TpPUMEHATH Ha
HOM JIEATEIBHOCTH. SIIEKTPOHHOIO IpaKTHKE  PECYpPCHI
JIOKyMEHTO000poTa; | oOOMeHa
uH(popmalmei,

IIK  1.3.  Bnagets | 31 — ocHOBHI | Y1 — ¢opmupoBats [[IO 3 — B
HaBBIKAMHM TIOATOTOBKH | (YOPMHUPOBAHHMS JIOKYMEHTHI JI€JI0BOM | IIOATOTOBKE
IOPUIMYECKUX IOPUIMYECKOI HEPETNCKY; IOPUIMYECKUX
JIOKyMEHTOB, B JTOKYMEHTAIHH; V2 — opraHu3oBath | JOKYMEHTOB, B
TOM qpcIIe C IpaBHILHOE TOM YHCIE C
KCITOJIb30BaHHEM XpaHEHHE UCIIOJIB30BaHHUE
MH(OPMAIIMOHHBIX JIOKYMEHTOB; M
TEXHOJIOT U UH(OpPMAIIMOHH

bIX TEXHOJIOTUM

31 - ocobennoctu | Y1 — popmupoBarb u [ [10 4 — B

T1K 3.4. OcymecTBIATE | hopmMupoBaHUS W | HCIONB30BATH MOJIrOTOBKE 0a3
(opmuposanue | opranuzanmu  6a3 | ”HGOPMAITUOHHBIH JTAHHBIX 00
BeICHHE 0a3 JaHHBIX JAHHBIX; 0askl; oOpaleHusIX B
00 06PameHH’Df B 132 - ocobennoctu | Y2 -  TOPUMEHATH | TEPPUTOPHUATBH
TCPPUTOPHATIbHBIN OpraHu3alu PUEMBbI it oprad ®oHja
OpraH DOHA | 1oKyMeHTOO6OPOTA | ZOKYMEHTOOGOPOTA B | IEHCHOHHOTO M
HICHCHOHHOTO | g cepe conmanbHoli | chepe  COLMANBHOM | COLMAIBHOTO
COIHaJIbHOTO 3alUThl HACEJIEHUS | 3AIIUTHl  HACEJEHHsS | CTPaXOBaHHMS
CTpaXOBaHHA HoJIyJaTereit nojyJareneil meHcuii | Poccuiickoi
Poccuiickont INEHCH ¥ HHBIX | M MHBIX conuanbHbIX | Denepanuu, B
Denepanuy, B | conuanbHbBIX BBITLIAT " 0 | OpraHu3aIHIO
OpTraHH3aIIIo BBITLJIAT u 0 | mpenocTaBIeHUH COIMAJIbHOM
CONHMAIBHON  3AIlUThI | henocTaBaeHUN YCIYT 3aIUTHI
HaceleHu _ | ycmyr roCyIapCTBEHHOTO HaCeIeHHs
HOTYHaTC/ICH CHCUN U | pocynapCcTBEHHOTO | COLMAIBHOTO HoJyJareei
HHBIX COHMAJIBHBIX | conpanpHOTO o0ecrieyeHus; MEHCU YW HMHBIX
BBIILIAT 1 0 | oGecnieuenns; COLIMAJIbHBIX
IPEI0CTABICHHH BEIIIAT W O
ycayr PEI0CTABICHH
rOCY/IapCTBEHHOTO - yemyr
COnHMajibHOr'o rOCYJIapCTBEHHO
obecrnieueHusl. ro COLHATBHOIO

o0ecrieyeHus




1.3. IlepeyeHb KOMIIETEHIHI C yKa3aHHEM 3TanoB UX GopMHUpPOBaHUSA B
npouecce 0CBOEHHUs MEKIMCUMININHAPHOIO Kypca

Kon Jranbl GOPpMUPOBAHMSA KOMIIETEH U
komnereHy | Tema 1. Tema 2. Tema 3. Tema 4. Tema 5.
UM VYrpasneH | OCHOBHbIE ABtomatu | [IpuHImn CoBpemMeH
ue TpeOOBaHUA K | 3alUs bl HBIE€ TEXHOJIOTUU
JNOKYMEHT | COCTaBJICHHIO | IPOLEIYp | OpraHusa aBTOMaTH3aLUN
aMH B JOKYMEHTOB. bl 1805051 OusHec-
opranu3an | FOpunnueckass | co3gaHusi | JOKYMEHT IIPOLIECCOB
17078 cuia 17§ 0000poTa | IENONPOU3BOJICT
Jlenonpou | JOKyMEHTOB. UCIIOJTHEH Ba
3BOJICTBO | SI3BIK us
COBPEMEHHBIX | JOKYMEHT
JIOKYMEHTOB OB
OK-2 + + +
OK -4 + + +
OK -9 + +
IIK-1.3 + + + +
MK-3.4 + + + +
Kon Jdranbl GOpMHUPOBAHUSA KOMIIETEH NI
KOMIIeTCHIMH
Tema 6. Tema 7. Tema 8.
ABTOMAaTU3UPOBAHHBIN Bri6op cuctemsl | "1C:JlokyMeHTOO
KOHTPOJIb UCTIOJTHEHUSI AJIEKTPOHHOTO oopot"
JOKYMEHTOB. XpaHEHUE JIOKyMEHTO000D
ANEKTPOHHBIX TOKYMEHTOB | OTa
OK-2 + + +
OK-4 +
OK -9 + +
IIK-1.3 + + +
MK-3.4 + +

Pa3znen 2. MecTo MeKTUCIMIVIMHAPHOT0 Kypca B CTPYKType
o0pa3oBaTe/IbHON NPOrPaAMMBI

Mexauctumummaapasiil kype MJIK.04.01 Beimoaenne padot o gomkaocty 21299
JlenonmpousBoautens OTHOCUTCS K mpodeccnoHanbHOMy mMonymto [IM. 04 OcBoenue
npodpeccur  paboyero,  JOMKHOCTH  clyXamero (OAHOM  WIM  HECKOJIbKHX)
po¢eCCUOHANBHOTO LHKIa yuyeOHoro miana cnenuaibHocTu 40.02.04 FOpucnpyaeHuus.
MexIUCUUIUTMHAPHBIA Kype HMEeT NEPBOCTENEHHOE 3HaueHue il (OpMHUpOBaHUS
HaBBIKOB PabOTHI ¢ JOKyMeHTaMu. DopMa KOHTPOJISL — HIK3aMEH.



Marepuan kypca «BpinonHeHue padot no qomkHocTd 21299 Jlenonpous3BoAUTENb»
ClelyeT YBA3BIBaTh C JIHUCLUIUIMHAMU: «ApXuBHOE zAeno», «lludpoBas 3KOHOMHUKAN,
«'paxxmanckoe npaso», « TpynoBoe nmpasoy.

Paspnen 3. O0beM MeKIMCUMINIMHAPHOIO KypPCa B 3a4€THBIX ¢IMHULAX C
yKa3aHMeM KOJIHYeCTBAAKAAeMUYECKUX YACOB, BbIIEJIeHHBIX HA KOHTAKTHYIO
padoTty o0yuarouuxcs ¢ npenojasaresieM (10 BUJIaM Y4eOHbIX 3aHATHIT) U HA

CaMOCTOAITEJIbHYI0 PA00TY 00y4arouXCs

O0beM MEKIUCIHMILUIMHAPHOTO Kypca B aKaJeMHUYCCKHUX 4YacaX COCTABISICT
136u.

1 ouHoM (pOopMBI 00y4eHHUs
KonndecTBo akaJeMHUYECKUX 4YacoB, BBIICJICHHBIX Ha KOHTaKTHYIO (opMmy
oOydJaromuxcs ¢ mnpenogaBareseM (1o BUAaM ydeOHBIX 3aHsATHMN), cocTaBisier 102
94acoB, BTOM YHCJIE:
3 cemecTp
- Jnekuuu— 32 4aca;
- MpaKTUYECKUE 3aHATHH — 16 Jacos;
4 cemecTp
- nekuuu— 18 ygaca;
- TpaKTUYECKUE 3aHITHH — 36 4acoB;
dopma MPOMEKYTOUHOM aTTecTaluu - Sk3aMeH 124.
KonudecTBo akageMUYecKUX 4YacoB, BBIJEICHHBIX HA CaMOCTOSITEIbHYIO
paboTty oOydarommxcs — 22 Jaca.

st 3a0uHoii Gopmbl 00yueHust
KonndecTBo akaieMHuecKHX 4YacoB, BBIJICICHHBIX Ha KOHTaKTHYIO (Qopmy
oOydJaromuxcs ¢ npernojiaBaTesnemM (1o BUgaM yIeOHBIX 3aHATHH ), COCTaBIIAECT 6 4acoB,
B TOM YHCIIE:
2 Kypc
- Jexkuuu— 4 yaca;
- TPaKTUYECKUE 3aHITHH — 2 Jaca.
dopma NMPOMEKyTOUHOU aTTECTAIIMU dK3aMeH — O4.
KonndecTBo akageMUYeCKUX 4YacoB, BBIJCICHHBIX HA CAMOCTOSTEIBHYIO
paboty oOyuarommxcs — 124 gaca.



Paspnen 4. Conepkanue IMCUMIVIMHBI, CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3/ieiaM) ¢ YKa3aHueM OTBEJACHHOI0 HA HUX

KoOJIN4YeCTBA aKaJCeMHUY€CKUX YaCcoB U BH/10B y‘leﬁﬂbIX 3aHATHH

4.1 L5 ouHoi ¢gopmbl 00yueHH S

Ne| Tema oucyunnunst 6 MoM uucne 3aHAmuA Dopma meKyujezo
1} § CEMUHAPCKO20 muna: § 3 KOHmMpOons
/ S = = S 28 ycneeaemocmu.
I 3 § § 2, < § Dopma
X X X 3 v = nPOMENHCYmOUHOU
N = = 2 = 3 S8
s & S S £ S 3 ammecmauuu
3 S| 8 o o x| = S s 3
S S| 5| 8 2 S| 8 S S 3
~ § g 5 = x S R X S
S ~ S| 9 SIS 3 S S 3
3 O = s s ]S
N 3 S| 3 z X S 'S
e s SIS NS S £ S
S < SRR S
S S S| =2 2 3 S
Q X SIS |28 | ©
|8 x | XS]
1. | Tema 1. YrpaBieHue TOKyMEHTaMHU B OpraHU3aIiH. 8 2 4 2 TecTbl, cUTYaITMOHHBII
Jlenonpoun3BoCTBO a”Hans3
2. | Tema 2. OcHOBHBIE TPeOOBaHMSI K COCTABJICHHUIO JJOKYMEHTOB. 16 8 6 2 TecTbl, cUTYaITMOHHBII
IOpuanyeckas cuna JOKYMEHTOB. SI3bIK COBPEMEHHBIX TOKYMEHTOB aHaJu3
3. | Tema 3. ABTomMaTu3aIys IPOLEAypPhl CO3AAHMSI U UCTIOJTHEHUS 10 6 2 2 TecTbl, TpEHUHTH,
JOKYMEHTOB
4. | Tewma 4. [IpuHIUIIEI OpraHU3alUU JOKYMEHTOO0OpOTa 10 6 2 2 CuTyalrmoOHHBIHA
aHaJIN3, TPCHUHTH,
5. | Tema 5. CoBpeMeHHbIE TEXHOJIOTHH aBTOMAaTU3AIMK OU3HEC- 14 10 2* 2 TecTbl, CUTYallMOHHBII
MIPOIIECCOB JICTIONPOU3BOJICTBA aHaJIN3
6. | UTOI'O 3A 3 CEMECTP 58 32 16 10
7. | Tema 6. ABToMaTU3UPOBAHHBIN KOHTPOJIb UCTIOJHEHUS 22 8 10 4 TecTbl, CUTYallMOHHBII
JOKYMEHTOB. XpaHEHHE JIEKTPOHHBIX TOKYMEHTOB. aHaIn3
7 | Tema 7. BbiOop cuCTEMBI AIEKTPOHHOTO JOKYMEHTOO00pOTa 18 4 10 4 TecTbl, cUTYallMOHHBII
. aHaIn3
8 | Tewma 8. "1C:lokymenToo60pot" 22 6 12 4 TecTbl, cUTYallMOHHBII
aHam3




HUTOIO 3A 4 CEMECTP 52 | 18 32 12
NUTOIr0 3A 10/ 124 | 50 52 22
9K3AMEH 12 KOHTPOJIb
BCEI'O 136
4.2 1151 32049HO0i (popMBbI 00yYeHUSA
Ne| Tema oucyunnunst 6 MoM uucne 3aHAmus Dopma meKyujezo
1} § CEMUHAPCKO20 muna: § 3 KOHmMpOons
/ S S S ycnesaemocmu.
- R X S g. N
1} < ; ; 2, S, 5 Dopma
X X X 3 s =2 HPOMENCYMOUHOIU
3 = | = 2 N 2§
> 8 | S| 8 2 s z 0 ammecmayuu
S 3 S " Y 3 = S R
] = = Qv = 3 N S
S S | 3 3 2| 3 N g g 5
£ S | 2| 9 § |8 X S
S = S S SIS 3 < S 3
= o > s s S
S ) S e = R o Vg
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8. | Tema 1. Ynpapnenue 10KyMEeHTaMH B OPTaHU3aIUH. 16 - - 16 TecTbl, cCUTYaITMOHHBII
Jlenonpoun3BoICTBO aHaJIN3
9. | Tema 2. OcHOoBHBIE TPeOOBAaHUS K COCTABJIICHHIO JOKYMEHTOB. 18 2 - 16 TecTbl, cCUTYaITMOHHBII
IOpunnyeckas cuia TOKyMEHTOB. SI3bIK COBPEMEHHBIX IOKYMEHTOB aHaJIN3
10| Tewma 3. ABTOoMaTu3aus IPOLEAYPHI CO3/IaHUS U UCTIOTHEHUS 16 - - 16 TecTbl, TPEHUHTH,
JOKYMEHTOB
11 Tewma 4. IIpuHIUOBI OpraHU3ay J0KyMEHTO000pOTa 16 2 - 14 CuryaliuoHHBIN
aHasu3, TPEHUHTH,
12] Tema 5. CoBpeMeHHbIE TEXHOJIOTHH aBTOMAaTH3aI[UN OU3HEC- 16 - 2* 14 TecTbl, cUTYallMOHHBII
MIPOLIECCOB JIETOMPOU3BOJICTBA aHaIn3
13| Tema 6. ABTOMaTH3UPOBAHHbIN KOHTPOJIb UCIIOJHEHHUS 16 - - 16 TecTsl, CUTYallMOHHBIN
JOKYMEHTOB. XpaHEHHUE dJIEKTPOHHBIX TOKYMEHTOB. aHaIn3
7 | Tema 7. BbiObop cUCTEMBI AIIEKTPOHHOTO JOKYMEHTO000POTA 16 - - 16 TecTbl, cCUTYallMOHHBII
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aHaJn3

Tema 8. "1C:lokymerToo60poT" 16 16 TecTbl, CUTYalIMOHHBII
aHaJIN3
UTO1O 130 124
9K3AMEH 6 KOHTPOJIb
BCEI'O 136
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Pasznen S. IlepeyeHb OCHOBHOM M IONOJTHUTEJIBHOH Y4eOHOM JIUTEPATYPHI,

HE00X0AUMOM AJI OCBOCHHSA JUCIUILINHBI

ABTOp HasBanue Brix Konuuecm
n/ OCHOBHOi 1 o ;);::;I:Ie o 60 IKIEMNAAPOE
! O repanypin, | cramnapry ¢ Gubnuomexe
Heo0X0ANuMOM 1JIsl AT'YHX /adpec
OCBOCHMS M CIUIINHBI oocmyna/
OcHoBHas y4eOHas JIUTEPaTypa
Abpamosa H. A. IOpunnaeckoe M.: www.biblioclu

JIEIOTIPOU3BOJICTBO. YueOHOE
nocobue s 6akanaBpoB

[Tpocmexkr, 2021.
224 c.

b.ru

Abymamze /1. T, JIOKyMEHTaI[MOHHOE M.: https://www.eli
Beimpsokkuaa H. oOecrieueHne yIpaBJICHUS FOpaiit, 2023. brary.ru/item.asp?id=4
b., Macnosa B. TIEPCOHAJIOM. 375 c. 1248135
M..
bynuuk P. A. [TpaBoBOE peryinupoBaHue M.: https://www.eli
DIIEKTPOHHOTO FOpaiit, 2023. 71  |prary.ru/item.asp?id=3
ITOKYMEHTO0000pOTA. C. 7370918
I'pozora O. C. Jlemonpou3BoACTBO. M. IOpaiir, https://www.eli
2023.132¢ brary.ru/item.asp?id=3
7370935
Kubanosa A.4. J1emonIpoOn3BOICTBO B M.: https://www.eli
KaJpOBOM CITy:KOe IMpocmekr, 2021.  [rary.ru/item.asp?id=5
80 ¢ 7370912
Eropos B. I J1enonpou3BoICTBO U M.: JIans, https://www.eli
[PEKHM CEKPETHOCTH. 2024. 312 c. brary.ru/item.asp?id=3
Y4eOHHK 11 BY30B, 5-€ U3/I. 7250952
JlonmotHUTEILHASI JIUTEPATYPA
A) JlonosHUTeILHAs Y4eOHas1 IuTepaTypa
Eropos B. I1. JIOKyMEHTAI[MOHHOE M.: Jlans, https://www.eli
obecrieucHrE yIpaBICHHS 2023. 216 c. brary.ru/item.asp?id=4
HETrOoCyIapCTBEHHBIX 2877541
OpraHM3aIUi B YCIOBUAX
U HPOBOM SIKOHOMHKH.
Y4eOHoe mocobue Assi BY30B,
2-€ 3.
Kazaunes C. 5. Jlenonpou3BoACTBO M.: https://www.eli

U PEXKHM CEKPETHOCTH.
(CITO). YueOHUK.

FOctumus, 2021.

brary.ru/item.asp?id=4
5677430

Koapmkuua T. b.,
[lyctuna U. B.

JlenoBeie
KOMMYHUKAIIUH,
JOKYMEHTOOOO0pOT U
JIEIIOTIPOU3BOJICTBO.

M .

IOpaiit, 2023. 146

C.

https://urait.ru/
bcode/493851

0) Oduyuanvuvie uzoanus: cOOPHUKU 3aKOHOOAMENTLHBIX AKMOE, HOPM
00Kymenmos u Kodekcoe P (omoenvno uzdannvie, npodoscalonuecs u nepuoouyeckue)

amueHo-npaeoevlx

Koncrutynus PO

Www.constit
ution.ru
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®I'OC 40.02.04 www.cosulta
IOpucnpyaentus nt.ru

Pa3nen 6. Ilepeuens pecypcoB uHGpOpMAIMOHHO-
TeJIeKOMMYHUKALMOHHOM CeTH
«HTEepHET», HEOOXOAUMBIX [IJISl OCBOCHUS TUCHMIIJIMHBI

Kaxnapiii oOyuaronuiics B TEYEHHUE BCETo IMepuoja oOydeHUs oOecredeH
WHJUBUIYaJTbHBIM HEOTPAHUYEHHBIM JOCTYIIOM K OJHOW WM HECKOJIbKUM
ANEKTPOHHO-OMOMMOTEYHBIM CUCTEMaM M K DJICKTPOHHOM  HMHGOPMAIMOHHO-
obOpazoBareipHOM  cpene  yHuBepcuteta  (http://e-dgunh.ru).  DnextpoHHoO-
OubiMoTeUHass CUCTEMa M DJIEKTpOHHAs WH(OpMaIMOHHO-OOpa3oBaTeibHas cpeja
o0ecrieurBalOT BO3MOXKHOCTh JIOCTYIa 00YyYaromierocs u3 JI0OO0W TOYKH, B KOTOPOM
uMeeTCsl JOCTYI K MH(OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOUW ceTu "MHTepHer", kak
Ha TEPPUTOPUHU YHUBEPCHUTETA, TAK U BHE €€.

Jlns ocBOeHUs AUCHUILIMHBI «BpImonHeHWe paboT 1o JoipKHOcTH 21299
JIETIOTPOU3BOIUTENH» PEKOMEHIYETCS O3HAKOMJICHUE C aHAIIMTUYECKUMU CauTaMu U
WNuTepHer-pecypcamu:

1.  www.biblioclub.ru - unpopManHOHHO-00pa30BaTENbHBIH MPOEKT,
IIPEI0CTABIISIFOI AN KPYTJIOCYTOYHBIN VHIVUBUAYATbHBIN NuTepHer-
JOCTYI K 3JIEKTPOHHO-OMOIMOTEYHOU CUCTEME, CojeprKalleil yueOHble, y4eOHO-
METOJIMYECKHE, Hay4YHbIE U MHBIC M3JaHHS, UCIOJb3yeMble B 00pa3oBaTeIbHOM
npolecce;

2. https://delo-press.ru/journals/documents/- cauT XKypnana:
JlenonpousBoICTBO U JJOKYMEHTOOOOPOT HA MPEANPUSITHH;

3. https://delo-ved.ru/ — caiit mis crienuaIKCTOB ACIONPOU3BOAMTENCH,
MO3BOJISIOIIMN  HAWTH HEoO0XoauMyro wuHGOpMaIUi0 mpu (OPMHPOBAHUHU U
XpaHEHUH JOKYMEHTOB,

4. www.ecsocman —  @exaepanbHBIi  00pa3oBaTENbHBIA  MOPTAI
«Oxonomuka, Coruoiorus, MeHe »KMEHT;

5. www.cyberleninka.ru - wHpOpMaIIOHHO-00Pa30BaTEIBHBIN TIPOCKT,
MPEIOCTABIAIOIINN KPYIJIOCYTOYHBIN VHJIUBUyalbHbBIN Nutepner-
JOCTYIK JIEKTPOHHO-OUOIMOTEYHOM CHUCTEME, COJEpIKaIlel CTaTbi aBTOPOB IO
SKOHOMUKE, MEHEJIKMEHTY U TIp.

Pa3nen 7. IlepevyeHb JTHIEH3MOHHOTO TPOTPAMMHOI0 00ecrevYeHusl,
HH(OPMAIUOHHBIX CIIPABOYHBIX CHCTEM U MPOPecCHOHAIBHBIX 023 TaHHBIX

7.1. Heo0xoauMblid KOMIUICKT JIMUEH3HOHHOIO0 INPOrPaAMMHOI0
odecneyeHHust
— Windows 10 Professional
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http://e-dgunh.ru/
http://www.biblioclub.ru/
https://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D0%B0%D1%8F_%D0%B1%D0%B8%D0%B1%D0%BB%D0%B8%D0%BE%D1%82%D0%B5%D1%87%D0%BD%D0%B0%D1%8F_%D1%81%D0%B8%D1%81%D1%82%D0%B5%D0%BC%D0%B0
http://www.cyberleninka.ru/
https://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D0%B0%D1%8F_%D0%B1%D0%B8%D0%B1%D0%BB%D0%B8%D0%BE%D1%82%D0%B5%D1%87%D0%BD%D0%B0%D1%8F_%D1%81%D0%B8%D1%81%D1%82%D0%B5%D0%BC%D0%B0
http://www.cosultant.ru/
http://www.cosultant.ru/

— Microsoft Office Professional
— VLC Media player
— Adobe Acrobat Reader

7.2. Illepeyenb HH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM
1.CnpaBouno-npaBoBas cuctema «Koncynbrantlnocy;
2.CnpaBoyHO-TIpaBoBas cucrema «l'apanT»;

Paznea 8. Onucanue MmaTtepuaJIbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOI 1JIsI
OCYLIIeCTBJIEHUSI 00Pa30BaTeJIBLHOI0 NMPOoLecca M0 MEKIMCUMIVINHAPHOMY KYpCY

Jisa npenogaBanua MexaucuuiuinHapuoro kypca MJ/IK.04.01 Boimonnenue
pador mo goskHOCTH 21299 Jlesionpou3BOaAUTEb MCHOJAB3YeTCSl CJeayloliee
crenuaIu3upoOBaHHOEe TMOMelleHHe —  Y4yeOHas  ayAuTopusi JMCUHMILINH
JOKYMEHTALIMOHHOEe o0ecrevyeHHsl ynpaBJjieHHsi, apxuBHoe jaejo: 367008,
PecmyOsimka Jlarecran, r. Maxaukana, yia. laiinapa I'axxkueBa 20b, y4eOHbIi
kopmyc Ne 1, qurep A, 3Ttax 1, nomemenue Ne 4
Ilepeuenv ocnosnozo obopyoosanusn:

KommtekT yaeOHoi Mebenu.

Jlocka menoBas.

HaGop agemoHcTpanmoHHOr0 OOOpYAOBaHMS: TEPCOHAIBHBIM  KOMIIBIOTEP
(MOHOO0JIOK) € TOCTYNOM K ceTd MHTepHeT u xopriopatuBHOU cetu yHuBepcurera, ObC
«Yuusepcurerckas oudmmoreka ONLINE» (www.biblioclub.ru), 9BC «3BC HOpaiit»
(www.urait.ru).

Ilepeuens yueoHo-Ha2AAOHBIX NOCOOUIL:

KomMrekT HarmsiiHbpIX MaTepuasnoB (OaHHEPHI, MJIaKaTh);

KoMmuiekT  97I€KTpOHHBIX  WJUIIOCTPATUBHBIX ~ MaTepuajoB  (MpE3€HTallUH,
BUJICOPOJIUKH).

IMomemenune 1t camocTosiTebHOl padoTel (367008, Pecmy6amka Jlarectan, T.
Maxaukadaa, yJa. laiinapa I'agxueBa 206, yueOnb1ii kopmyc Ne2, aurep A, 3Tax 4,
nomemenue Nel)

Ilepeuenv ochoéno20 000pydo6anus:

IlepcoHanbHble KOMIOBIOTEPHI C JAOCTYNOM K ceTh VHTEpHET W B 3JIEKTPOHHYIO
MH(pOPMAIIMOHHO-00Pa30BaTEIIFHYIO CPEIy By3a.

Pasznen 9. O6pa3oBarejibHbIE TEXHOJOTHH

IIpn ocBoennn MexaucuummmHapHoro kypca MJIK.04.01 Brimosnnenue
pabot no gosmkHocTH 21299 Jlenonpou3BoAuTENb MPEAYyCMAaTPUBACTCS IIMPOKOE
UCIOJIb30BaHUE B Y4YEOHOM TIPOILIECCE AKTUBHBIX M HHTEPAKTUBHBIX (HOpM
MPOBECHUSA 3aHATUN (KOMITBIOTEPHBIX CUMYJISIIIUN, pa300p KOHKPETHBIX CUTYaLlUM,
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TPEHHHIM) B COYETAHWU C BHEAYAUTOPHOM pabOTOW C 1enbio (pOopMUPOBAHUS U
pa3BuTHUA NPO(HECCUOHATBHBIX HABBIKOB 00YYaIOIINXCS.

IIpn peanmzamum nporpamMmsl MexaucuuiuinHapHoro kypca MJIK.04.01
Boinonnenue pabot mo goimxHOCTH 21299 Jlenonpou3BOIUTENb HUCIOIL3YIOTCS
pasnu4Hble 00pa30BaTENIbHbIE TEXHOJIOTHH. BO BpeMsi ayTMTOPHBIX 3aHATUN JIEKITUU
npoBosATcs ¢ ucnonb3zoBanueM [IK u npoekropa, mpakTuyeckue 3aHsITHSI— B BUJE
IpynnoBoro  oOCYXJIEHHsS TMOJ  PYKOBOJCTBOM IpemnojaBareniss npobiem
MpeIMETHOM 00JIaCTH, TaKXe MCHOJB3YIOTCSI MaTepuasbl Ie4aTHble U B
ANEKTPOHHOU (opMe; ayano, BUIEOKACCETHI; ayAHO BUI€0- JIEKIIUHU B DJIIEKTPOHHON
dopme. Ha mnpakTuyeckux 3aHATUAX OOydYaIOIIMMHCS NPUOOPETAIOTCS YMEHHUS
pElIeHHs] CUTYallMOHHBIX 3aJad B MpOo(ecCHOHANbHON 00nacTu, NpOBEACHUS
TpeHUHToB. B  mpenogaBanum  MexaucuumuimHapHoro kypca MJIK.04.01
Brinosinenue pabot no gomxkHoctd 21299 Jlenonpou3BoauTeab MOKHO BbIIEIUTH
TaK>Ke clenyroume o0pa3oBaTeIbHble TEXHOJIOTHH:

1. Pedepar (mpesenrtanus) — myOJMyHOE COOOIIEHUE, MPEICTABISIONIEEe
co0Oll pa3BepHYTOE U3JIOKEHHE OINpeaeiIeHHOW Tembl. Pedepar MokeT OBITH
NPEJICTABIICH PA3IMYHBIMM YYaCTHHKAMU TIpolecca OO0yueHHUs: MpernojiaBaTesieM
(JIeKTOPOM, KOOPJIMHATOPOM U T.J.), MPUTJIAIIEHHBIM 3KCIIEPTOM, O0y4YarolIUMCs,
rpynmnoi ooyvatoruxcs. Jlokiaauuk roTOBUT BCE HEOOXOAMMbIE MaTEPHAIIBI (TEKCT
noknana, ciuaiael PowerPoint, wwmoctpanuu u T.1.). [Ipu ouHoM o0OydeHUH
JOKJIATYUK 3HAKOMUT OOYy4aloluXcsi C MaTepuajaMu JOKJajla B ayJIUTOpUH, B
ycnoBusix HTepHET pa3Melaer ux Ha 00pa3oBaTeNbHBIX BeO-caiTax.

2. JlenoBas urpa — METOJl UMUTAIUU (TIOpaskaHusl, U300paKeHUs) IPUHATHUS
pEIICHU PYKOBOASIIUMHU pPAOOTHUKAMHU WM CIEHUATUCTAaMU B Pa3IMYHBIX
MIPOU3BOJICTBEHHBIX CUTYAIHSIX (B yUeOHOM IPOIIECCE — B UICKYCCTBEHHO CO3/IaHHBIX
CUTYyallMsiX), OCYIIECTBISEMBbI MO 3aJaHHBIM TIpaBWJIaM TPYINNoW JroAeHd B
IUAJOTOBOM pexume. JlenoBble Wrphl MPUMEHSIOTCS B KAaueCTBE CPEACTBA
AKTUBHOT'O OO0YUYEHHUAIKOHOMUKE, OM3HECY, MO3HAHUS HOPM TOBEACHHS, OCBOCHUS
MPUHATUU PELICHUS (CM. HUXKE).

3. Kpyraeiii crom — omun wu3 Haumbonee 3(hPEKTUBHBIX CHOCOOOB ISt
00CYXXJIEHUS OCTPBIX, CIOKHBIX U aKTyaJbHBIX Ha TEKYIIMH MOMEHT BOIIPOCOB B
moboii mpodeccroHanbHON cdepe, OOMEHa ONBITOM W TBOPYECCKHUX HHHUIIUATHB.
Taxast hopma 001IEHUS TTO3BOJISIET JTYUIIE YCBOUTh MaTepuall, HAMTH HEOOXOAMMbIe
B Tpoiiecce 3P PEeKTUBHOTO auajora.

4, Meton keic-ctaiuu — OOydYeHHE, NPU KOTOPOM oOOydarommecs |
IIPENOaBaTENN YYaCTBYIOT B HEOCPEACTBEHHOM OOCYKJIEHNUH JEJIOBBIX CUTYyallui
u 3agad. llpu paHHOM Merone oOOydYeHMs OOyYarOIUKCA CaMOCTOATEIBHO
BBIHYKJIEH TPUHUMATh pelieHrne 1 000CHOBATH €ro.

5. TectrpoBanue — KOHTPOJIb 3HAHUI C MOMOUIBIO TECTOB, KOTOPBHIE COCTOSIT
13 YCIOBUM (BOIPOCOB) U BApUAHTOB OTBETOB J1JI BHIOOpA.

6. TperuHar — popmMa MHTEPAKTUBHOTO OOYUCHHUS, IETBI0 KOTOPOU SIBIISCTCS
pa3BUTHE KOMIIETEHTHOCTH MEXJIMYHOCTHOTO U MPO(EeCCHOHATBHOTO MOBEACHUS B
oOLIEHUHN.

VYienpHbIl Bec 3aHATHH, MNPOBOAUMBIX B HMHTEPAKTUBHBIX (QopMax,
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ompejensieTcss TJIABHOM UENbI0 IMPOrpaMMbl, OCOOEHHOCTbIO KOHTHMHI€HTA
oOydJaromuxcs U COAEpNKAHUEM AMCLUMIUIMHBIL, U B LEJIOM Yy4eOHOM Ipoliecce
coctasiseT He MeHee 20% NpakTUYEeCKUX 3aHITHH.
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Jlnet akryaaun3zanum padodeil mporpaMMbl MeKAUCHUIIMHAPHOI O Kypca
M/K.04.01 Beinostnenue pador 1mo gokHocTH 21299 /lesionpousBoaureib

Pa6oyas nporpamma nepecmMoTpeHa,
obcyxnena u omobpeHa Ha 3acelaHuH Kadeaphl

[TpoTokomn ot « » 20 . Ne

3aB. kadenpoi

Pabouas nporpamma nepecmotpena,
obcyxaeHa 1 onobpeHa Ha 3aceaHHU Kadeapsl

IIpoTokoun oT « » 20 . Ne

3aB. kadenpoii

Pa6o4as nporpaMma nepecMoTpeHa,
obcyxieHa U ofo0peHa Ha 3aceJaHuu Kadeapsl

ITpoTokon oT « » 20 . Ne

3aB. kadenpoi
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