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1. TIlepeyeHb NJIAHMPYEMBIX Ppe3yJabTATOB OOy4YeHHS] IO IMCUMILINHE
(MoxyJIl0), COOTHECEHHBIX ¢ IUIAHUPYEMbIMHM pe3yJabTAaTaAMH OCBOCHUS
o0pa3oBaTeJbHOM MPOrPaMMBbI

1.1. IJenu oucuuniunoi

L{enbro JUACIUIIIAHBI «JloKymMEeHTHpOBaHHE YIPaBIECHYECKOU
NEATEIIBHOCTH»  SBJSIETCS ~ O3HAKOMJIEHME C  TEOpPHEM W INPAKTUKOU
JOKYMEHTUPOBAHUS YIIPABICHUYECKON NESITENBHOCTH U OCHOBAMH OpPTaHU3aLUU
paboThI ¢ JOKYMEHTaMH MPEATPUATHUSI.

3ajaun AUCLUIUIMHBIL
- W3y4YCHHME 3aKOHOAATEIbHBIX M HOPMATUBHO-METOAUYECKUX JOKYMEHTOB B
cdepe paboThl ¢ TOKYMEHTUPOBAHHOW MH(pOpMaIuei;

- (QopmMupoBaHHE YMEHHs JIOKYMEHTHPOBaTh HH(POpPMALUIO A Pa3IMYHbIX
HOCUTEJSIX MO YCTAaHOBJIEHHBIM IpaBujaM B cepe paboThl C OpraHU3alMOHHO-
pacIopsAUTEIbHBIMU JOKYMEHTAMU;

- (QopMupoBaHME HABBIKOB OpraHu3aly padOThl €  BbIIIEYKa3aHHBIMU
JOKyMEHTaMH KaK C HEHHbIM MH(POPMALMOHHBIM PECYPCOM U BaXKHBIM JI€JIOBBIM
aKTUBOM, UX 3KCIEPTHU3bI U XPAHEHHUS], a TAKXKE 3aIUTHI HH(OpMAIUH.

1.2. Ilepeuensv ghopmupyemvix KomnemeHuyuii

B pesynapTare OCBOEHHS JUCHUIUIMHBI (MOIYJs) Yy OOydYaromerocss JOKHBI
chopMUpOBaTBbCS  CIACAYIONIUME KOMIIETECHIIMHM, BBIpaKEHHBIE 4Yepe3 pe3ysbTaT
oOydyeHHs TI0 JAWCHHMIUIMHE (MOAyJs), KaK dYacThb pe3yJibTara OCBOCHHUSA
oOpazoBarenbHOI mporpammsl (manee — OI1):

KOMHeTeHHI/Iﬂ HepequL TUIAHUPYCEMBIX PE3YJILTATOB O6y‘IeHI/I${ 0 AUCLMIIIIMHC
Hudp Conepxkanue

VK-4.1. 3naTh:
- IPHUHIMIBI TOCTPOCHHS YCTHOTO U IMHCHMEHHOI'O BBICKAa3bIBAHHS Ha

Crioco0eH OCYIECTBIATE | nocexom sbike;

JACJIOBYHO KOMMYHMKAIIUIO - NpaBWIa U 3aKOHOMEPHOCTHU JEJIOBOM YCTHOM U MHUCbMEHHOM
N . KOMMYHMKaIIUH;
B YCTHOU U ITUCBMECHHOU
y VYK-4.2. Y™Merts:
(opmax Ha - IPUMEHSATD Ha MPAKTHUKE JIETOBYI0 KOMMYHHKAIIUIO B
VK-4 | TOCYIapCTBEHHOM S3bIKE YCTHOH ¥ MUCBbMEHHOI (OpMax, METOIbI ¥ HABBIKH JIEJIOBOIO OOIIECHHS

o o Ha PYCCKOM SI3BIKE;

Poccuiickoit @enepaul/m u VK-4.3. Bnajiers:

I/IHOCTpaHHOM(BIX) - HaBBIKAMH 4YTCHHS M MEPEBOJA TCKCTOB Ha PYCCKOM SI3BIKE B
npodeccuoHaTLHOM OOIIIEHNH;

- HaBBIKAMH JICJTOBBIX KOMMYHHMKAIIMH B YCTHOW M MICBMEHHOH (opme
Ha PYCCKOM SI3BIKE;

- METOJMKON COCTaBJIICHUS CYXKICHHS B MEXIUYHOCTHOM JEJIOBOM
OOIIEHNH HA PYCCKOM SI3BIKE

SI3bIKe(ax)




1.2.2. O6menpodeccuonanpapie komnerennuu (OIIK): mucrunimza He dhopmupyeT
obmenpodeccuoHanbHbIE KOMIIETESHITUH.

1.2.3. IIpodeccuonansupie kommereHuu (I1K): nucrumnmbaa nHe ¢dopMupyer
npodeccuoHabHBIE KOMIIETEHITUH.

1.2.4. TIIpodeccuoHanbHble KOMIIETEHIIMM MNpoQuis WIM  CHEHHATU3alUU
(ITIKC): aucuumnuna He hopMupyeT npodhecCuoHaIbHble KOMIIETEHIIUN TPOGUIIS TN
CHEeLMATN3aLUH.

1.2.5 KomnerentHoctu MK IIJHB (KMK): aucuurummaa He dopmupyer
komnereniuu MK ITJIHB (KMK).

2. MecTo aucuumInHbl (MOAyJisl) B CTPYKTYype 00pa30BaTe/IbHOM MPOrpaMMbl

JucuuninHa (MOIyJib) peaiu3yeTcs B paMKax (dakyIbTaTUBHON 4acTu

(6a30Boii, BAPUATUBHOI WK
(haxkynbTaTUBHON)

OCHOBHOM MpodecCHOHAIbEHON 00pa30BaTeIbHON MPOrpPaMMBI.



3. O0bemM aUCHMIUIMHBI (MOAYJsI) B 3a4YeTHBIX €IUMHMIAX (3.€¢) € YyKa3aHMeM KOJHYEeCTBA AaAKAAEeMHMYECKUX WIH
ACTPOHOMMYECKHMX YaCOB, BbIJIeJEHHBIX HA KOHTAKTHYI0 padoTy o0ydawiuuxcs ¢ npemnogaBartesieM (Mo BUAAM Yy4eOHBIX
3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4ar0IUXCSA

Jnst OYHOMU dbopmbl 00ydeHUS ™!

(0O4HOM, OYHO-320YHON MJIH 320UHOI)

DopMbl KOHTPOJIS Bcero yacos Bceero Kypc 1
B TOM YHCIIE 3.e Cemectp
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B TOM UHCJI€ TPEHa)KepHast MOr0TOBKA:
Hns 3a04YHOM dbopmbl 00yUeHUST™*:
(O4HOM, OYHO-320YHOW MJIH 3204HOIN)
DopMBbI KOHTPOJIS Bceero yacos Bceero Kypc 1
B TOM YHCJIe 3.6 CemecTp |
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B TOM YHCJIE TPCHAXKEPHAs MMOATOTOBKA:




YacoB U BU/0B YUeOHBIX 3aHATHIA

4. Copep:xkaHue TMCHUIUTHHBI (MO1YJIs1), CTPYKTYPUPOBAaHHOE 10 TeMaM
(pa3nesaM) ¢ yKa3aHHeM OTBEJCHHOI0 HA HUX KOJIHYECTBa aKaJeMHUYeCKHUX

4.1. Pa3zoenvt u memvt OucCUuUnIUHbGL (MOOYIIA) U MPYOOEMKOCHb RO 6UOAM

YueoOHbIX 3anamuil (6 aKademuueckux 1acax):

Pasnensl u TeMbl
JTUCLUILTHHBI (MOIYJIIS)

Bunp! yaeOHbIX 3aHATHH, BKitogas CPC

Jlex

JIa6 Ip CPC

(0]

3 O 03 3 o o3 3 (6] 03 3

1 kype, I cemecmp

OCHOBHEIC TIOHSTHS
JIACIUTLTAHBI
«JloKyMEHTHpOBaHHE
yIpaBlIeHYECKOH
JIEATEIILHOCTI.
HopwmarusHo-
MeToauuecKas 0a3a
JICIIOTIPOU3BOJICTBA.

YaudunupoBanHas
cucTeMa OpraHU3aliOHHO-
pacnopsauTeNbHON
JIOKYMEHTAlUH.
IOpunuueckas cuna
JIOKyMEHTOB.

Oprasu3anoHHO-
PpacmopsuTeNbHBIE,
NH(OPMAIMOHHO-
CIIPaBOYHBIE TOKYMEHTHI,
JIOKyMEHTALHSI IO IMYHOMY
COCTaBYy.

JenoBas nmepenucka:
KJIaccupuKanus,
CTPYKTYpa, CTaHJAPTHBIE
(hpasbl 1 BBIpAXKEHUSL.

Koppecnonaenuusi,
CBsI3aHHAs C IPOBE/ICHUEM
MePHOIUYECKUX
MEPOTIPHUITHH.

Opranmzarnus paboTs! ¢
JIOKYMEHTaMH
(mokymMeHTOOOOpOTA) HA
HPENPHUSITHH.

CucremaTu3amnus
JOKyMeHTOB. OpraHuzanus
XpaHEHUS JIOKyMEHTOB.
Howmenknatypa nen.

Pabora ¢ JOKymMeHTamu,
COZCPIKAIIAMHE
KOH(HUICHITHATBHBIC
CBEJICHUS.

CoBpeMeHHbIE CIOCO0BI
co3maHus, OOpabOTKH |
mepenadd  JOKyMEHTOB B
JIEJIOTIPOU3BOJICTBE Ha
MPEANPUSITAH

HUTOIo

16

16 2




[Ipumeuanus: O — ounas (opma oOyuenus, O3 — ouHo-3a04Has popma oOyudeHus, 3 —
3ao4yHas (hopma oOydeHus. 3a04Has popma 0OydeHUsI.

4.1. Cooeprrcanue pazoenoe u mem OUCYUNIUHDL

Tema 1. OcHOBHblE TOHATUS JAUCUUIUIMHBI  «JlOKyMEHTHMpOBAaHHE  YIpPaBIEHUECKOMN
nesrenbHOCTH». HopmaTuBHO-MeToIMUecKas 6a3a Jenonpon3BOACTBa.

OcHOBHBIE TIpO(eCcCCHOHATBHBIE TEPMUHBI W ONpEACNeHHS B paboTe C JOKYMEHTaMHU:
JIeJIONIPOU3BOJCTBO, JOKYMEHTUPOBAaHUE, JOKYMEHT, PEKBU3UT, (QOpPMYJsp [JOKYMEHTa,
MaTepUaIbHBI  HOCUTENb, IOPUAMYECKAss CWJIAa JOKYMEHTAa, CHUCTEMa JOKYMEHTAallUi,
yHu(uUKanus, CTaHJapTU3aLus, YHU(UIMPOBAHHAS cucTema OpraHU3alMOHHO-
pacnopsAUTENbHON TOKYMEHTAMH, JI0OKYMEHTOO0OPOT.

CoBOKYHOCTh TpeOOBaHMM, HOPM, MPABUJI MO COCTABJICHUIO U OPOPMIICHHUIO JTOKYMEHTOB Kak
OCHOBA JEJIONPOU3BOCTBA.

Tema 2. YHu¢pumupoBaHHas CHUCTEMa OPTaHM3ALMOHHO-PACTIOPATUTEIBLHON JOKYMEHTAIHH.
IOpuanueckas cuina TOKyMEHTOB.

I'OCT P 7.0.97-2016 «Cucrema cranmapToB mo wuHbopManuu, OUOTUOTEYHOMY U
u3gareabckoMy Jeny. OpraHu3alMOHHO-PACIOpSIUTeNbHas JoKyMeHTauus. TpeOoBaHus K
oopmieHno JoOKyMeHTOB». CocTaB peKBU3UTOB JOKYMEHTA, MpaBuiia UX o(pOpMIICHUS, B TOM
YHcie ¢ MPUMEHEHHEM HH(OPMAIIMOHHBIX TEXHOJOTHIA; BUABI OJaHKOB, COCTaB PEKBH3HTOB
0JIaHKOB, CXEMbI DPACIOJIOKEHHsI PEKBU3UTOB Ha JOKYMEHTE, oOpa3lbl OJaHKOB; IpaBMIIa
CO3aHUSI JOKYMEHTOB.

Tema 3. OpraHu3anMOHHO-PACTIOPSAUTENbHBIE, HH()OPMAITMOHHO-CIIPABOYHBIE JTOKYMEHTHI,
JOKYMEHTAIUS 110 INYHOMY COCTaBY.

OcHOBHBIE T'pYIIIbBI U BUJbI OpFaHI/IBaHI/IOHHO-paCHOI)f{)II/ITeJIBHOfI AOKYMCHTAIIUN:

- OpraHM3allMOHHblE (yCTaB, IOJIOKEHMs, MHCTPYKIMM, LITaTHOE paclucaHue, IpaBUiIa
BHYTPEHHETO TPYI0BOTO paclopsiaKa);

- pacniopsiAuTeNbHbIE (IOCTAHOBJICHUS, IPUKa3bl, YKa3aHUs, PACIIOPKEHUS], PELICHNUs);
CHpaBO'-IHO-I/IH(i)OpMaIII/IOHHble u CIIpPpaBOYHO-aHAIIUTHYCCKUC (CHpaBKI/I, JOKJIaAHBbIC 3aIlMCKH,
aKThl, MPOTOKOJIBI);

- TOKYMEHTAllMsl MO JIMYHOMY COCTaBy (pe3loMe, MpHKa3bl MO JIMYHOMY COCTaBy, 3asBIICHHE,
TPY/ZOBasi KHIKKA, JINYHAsL KAPTOUKA COTPYAHUKA, JINYHOE JIEIIO).

Tema 4. JlenoBas mepenucka: Kiaccu(pUKanus, CTPYKTypa, CTaHAapTHbIE (hpa3bl U BHIPAKESHHUS.

JlenoBoe mucbMo B ycnoBusx yHu¢ukanuu. [IpaBuna odopmiieHus 1enoBoro nucbMa. Bujel
CIIy’keOHBIX ITUCEM M UX KpaTKasl XapakTepucTuka. Mexx1yHapoIHbIe TUChMa.

Tema 5. KoppecnonneHuus, cBs3aHHas C NPOBEICHHEM NEPHOJUYECKHX MEPONPHUIATHI Ha
HPEIIPUATHH.

Opranu3anroHHO-TEXHUYECKUE MEPOTIPUSATHUS MO MOATOTOBKE U MPOBECHUIO COBEIIaHUI.
CrpykTypa 10KJIaa U OT4eTa (Ha COBEIAHUH, 3aCeIaHuM, KOH(pEPEHIINN)

Tema 6. Opranuzanust paboThl C JOKYMEHTaMH (JJOKYMEHTOOOOPOTa) Ha MPEANPHUITHH.
[Tonsitue noxkymenroobopota. IIpuem u mepBuuHas oOpaboTka JOKyMEHTOB. Pacmpenenenue

MNOCTYNHUBIIMX JOKYMEHTOB. Peructpaums noxkymeHToB. OpraHuzanus KOHTPOJS Hal
HCIIOJIHEHHEM JIOKYMEHTOB.



Tema 7. Cucrematuzanus ITOKyMEeHTOB. OpraHuzanus XpaHeHUs JTOKyMeHToB. HoMeHkiaTypa

JCII.

CocraBieHre HOMEHKIATYphI e, @opmMupoBaHue aeia. XpaHeHHe JOKYMEHTOB.

Tewma 8. PaboTa ¢ mokyMeHTaMH, COAepKaliuMy KOH(PUICHIIMAIbHBIC CBEICHUS.
[Topsimokx paboOThI TepcoHANa ¢ KOH(MUICHIIMATBLHBIMA JOKYMEHTAMH. YUYeT W XpaHEHUE el C
KOH(HICHIIMAIBHBIMHA IOKYMEHTAMHU.

Tema 9. CoBpeMeHHBIE CIOCOOBI

CcO31aHuA, O6pa6OTKI/I n 1nepéaadyu JOKYMCHTOB B

JIEJIONPOU3BO/ICTBE HA MIPEIIPUITHH.

Crienanu3upoBaHHbIE
YIIPABJIEHYECKOU
UHCTPYMEHTA  TOBBILICHUS
JOKYMCHTAMH Ha MPCAIPUATUHA.

IPOTPaMMBI
JESTEIILHOCTH.
3¢ (deKTUBHOCTH  (PYHKIIMOHUPOBAHUS

aBTOMAaTU3allMM  CHUCTEMBI  JOKYMEHTHUPOBAHHS
Hcnonb3oBanne MHGOPMAIIMOHHBIX  TEXHOJOTHHA  Kak
CUCTEMBI  YIIpaBIICHUs

4.2. Cooepoicanue nabopamopHsix paoom.

4.3. Cooepiicanue npaKkmuuecKux 3aHAmMuil

Ne paznena

(TeMbl) TUCIIUTUTHHBI

HanmeHoBaHME NPaKTUYECKUX 3aHATHN

1 cemecmp (1 xypc)

1 OcHOBHBIE TOHATHS JAUCUMIUIAHBI
«JlokyMeHTUpOBaHHE  YIpaBJIECHYECKON
JIESTEILHOCTI. HopmatusHo-

MeToIuvecKas 0asza JCJIOTIPOU3BOICTBA.

1. OcHoBHBIE NTpodecCHOHANbHBIE TEPMHUHBI U OTpEJIeNICHNsT B paboTe ¢
JIOKyMEHTaMH. Cocras HOPMaTHBHO-METOMYECKOH 6a3bl
JIETIONPONU3BO/ICTBA.

2. YuupuuuposaHHas cucrema
OpTaHM3aINOHHO-PACTIOPS TUTEIILHON
nokymeHTaruu. Opuamaeckas cuma
JOKyMEHTOB.

1.CocraB u pacnonokeHne peKBU3UTOB, PopMymsip-oOpasel JOKyMEHTa,;
2. TpeboBauus K 0pOPMIICHUIO PEKBH3UTOB TOKYMEHTOB;
3. IlpoexTupoBaHue MPOIOIHLHOTO, YIIIOBOTO OJaHKa JOKYMEHTOB.

3. OpraHu3auMOHHO-PACIIOPSAUTEIBHBIE,
nH(OPMAIOHHO-CIIPAaBOYHbIC
JOKYMEHTBI, JOKYMEHTALU 110 TUIHOMY
COCTaBy.

1. Paspabotka u 0opMIIEHHE IIPUKA30B 10 OCHOBHOM [EATEIBHOCTH.
2.Paspabotka u o¢oOpMIICHHE aKTa, JOKJIAIHOW, OOBICHUTEIBHON

3aIUCKH, CIIPABKH.
3. Pazpabotka m odopmieHHE JIOKYMEHTOB IIO JIMYHOMY COCTaBY:
pestome, aBToOHorpadus, XapaKTepHCTHKA.

4. lenosas mepernucka: KiaccupuKarus,
CTPYKTYpa, CTaHAapTHBIE (pa3bl U
BBIPAKEHHSI.

1. leoBoe MACHMO B YCIOBHAX YHH(HUKALINH.
2. ITpaBuna odopMIeHHS IETOBOTO THChMA.
3.Bugsl  cny)XeOHBIX MHCEM H WX
MexnyHapoaHble TUCbMa.

KpaTKasl ~ XapaKTepPHCTHKA.

5. Koppecnonennusi, cBsizaHHast ¢
IIPOBEACHUEM MEPUOTUIECKUX
MEpPONPUATHH.

1. OpraHu3allMOHHO-TEXHUYECKHE MEPOIPUITHS IO MOJATOTOBKE U
MIPOBEJICHUIO COBELLIAHUH.

2. CrpykTypa nmokiama W ordera (Ha COBCHIAHWH, 3aCEIaHWH,

KOH(pepeHIInn)

6. Oprauusanus paGoThI ¢ JOKyMEHTaMH
(moxyMeHTO000pOTa) Ha MPEANPUATHH.

JlokymenTooOopoT. Perucrpanus nokymeHTOB. OpraHuzanus KOHTPOJIL Hal
UCIIOJTHEHUEeM J0oKyMeHToB. CocTaBieHHe HOMEHKJIATypsl aen. @opmupoBaHue
Jeil. XpaHeHue JOKYMEHTOB.




4.1 Kypcosas padora

He npenycmoTpeno

4.2 KypcoBoii npoexkT

JlucuurinHa He IPelyCMAaTPUBAET KYPCOBOUM MPOEKT.

4.3 CamocrositesbHas padora. KOHTpPoJIb caMOCTOATEIbHOM PadoTHI

Ha camocTosTennbHy 0 paboTy CTYJE€HTa BEIHOCSTCS CIIEIYIOIINE TEMBI:

Tema 1. OcHOBHBIE OHATHS TOKYMEHTUPOBAHUS YIIPABICHUECKON AEATEIbHOCTH.

Tema 2. O0uue u cenuanbHble PYHKIIUN JOKYMEHTOB.

Tema 3 YHUpUUIMPOBaHHASI CUCTEMA OPraHU3ALMOHHO-PACIIOPSAAUTENBHON JOKYMEHTAIIUH.
IOpuanueckas cuina TOKyMEHTOB.

Tema 4. Opranu3annoOHHO-pacOPAAUTEIbHbBIE, THPOPMALIMOHHO-CIIPABOYHBIE JJOKYMEHTHI,
JOKYMEHTaIUs 110 JUYHOMY COCTaBY.

Tema 5. JlenoBas mepenucka: Kiaccu(ukanus, CTPYKTypa, cTaHAapTHbIE (pa3bl U BBIPAKEHHUS.
MexnyHapoaHsle ACbMa.

Tema 6. KoppecnonjeHuus, cBsi3aHHas C NpPOBEJIECHUEM IEPUOANYECKHX MEpOIpHUIATUH Ha
TPEINPUSTHH.

Tema 7. Opranuzanust paboThl C JOKYMEHTaMH (JJOKYMEHTOO0O0pOTa) Ha IPEANPUITHH.

Tema 8. Cucremaru3zanysi JOKyMeHTOB. OpraHu3aliys XpaHeHHs JOKYMEHTOB Ha MPEIIPUSTHH.
Tema 9. PaGota ¢ toKkyMeHTaMH, COAEpKaIMMU KOH(PUIEHIIUATbHbIE CBEACHNUS.

Tema 10. CoBpemeHHBIE CHOCOOBI cO37aHMs, OOpaOOTKM M TIepeladd JIOKYyMEHTOB Ha
HOPENPUATHH.

KonTtpoas camocrosTenbHOl paboThl MPOBOAUTCS B X0J1€ MPAKTHUECKOW pabOThl 00yUYarOMIUXCsl.

4.1.aTepaKkTUuBHbIEe GOPMbI OOYyUEHUS
B mpouecce ocBoeHuss JAaHHOW y4eOHOM JMCHUIUIMHBI MHTEPAKTHBHBIE  (POPMBI
HCIOJIB3YIOTCA IPpHU HU3YUCHUU CICAYIOIIUX TCM:

KouaunuecTBo
Pa3nen (Tema) AUCHHMIIMHBI 4acoB
O 03| 3

Tema 5. KoppecnoHaeHuus, CBf3aHHas C MPOBEAEHHEM MEPUOAMYECKHX MEPONpHATHH Ha | 2
HpEeANPUATHH.

Tema 6. Opranuzarust paboThl ¢ JOKyMEHTaMH (IOKYMEHT0000pOTa) Ha MPEANPUATHH.

N

Hroro 4 0

10




5. @oHJ OLEHOYHbIX CPeICTB /ISl TNPOBEJEHUA MPOMEKYTOYHOM
aTrrecTaluy 00y4arOIIUXCA MO JUCHUIINHE (MOXYJIIO)

5.1. OnucaHue mnokKa3aTe/ie H KpUTEepHUuEB OINECHHBAHUA KOMHeTeHHHﬁ,
OIMMCaHH e IIIKaJI Ol€HHUBAHHUA

Iloxka3aTenn
Onucanmne nmokasaress

OlleHUBAHMS
OOyuaeMbIli  JIEMOHCTPUPYET CIOCOOHOCTH K  IMOJHOW  CaMOCTOSTEIbHOCTH
(momyckaroTcsi KOHCYJNbTALlUK C TPEerojaBaTeeM MO COMYTCTBYIOUIUM BOIMpOCaM) B
BBIOOpE cmoco0a pelmieHUs] HEU3BECTHBIX WM HECTaHAApTHBIX 3aJaHuil ¢
WCTOJIb30BAaHUEM 3HAHHUM, YMEHUH U HAaBBIKOB, MOJYYCHHBIX B XOJ€ MPOBEACHUS
OrieHKa «OTIHYHOY OCBOCHHS JAWCIUIUIMHEI, CICAYeT CYHUTaTh KOMIICTCHIWIO C(HOPMHUPOBAHHOW Ha
(3auTeHo) BBICOKOM ypoBHe. [IprucyTcTBre chopMHUpOBaHHON KOMITCTCHIIMU Ha BRICOKOM YPOBHE

O3HAYaeT CIIOCOOHOCTh CTYZAEHTAa K €€ JalbHEHIIEeMYy CaMOpa3BUTHIO M BBICOKOH
aJanTUBHOCTH  NPAKTUYECKOTO MPUMEHEHHS K  HM3MCHSIOIMMCS  YCIIOBHSAM
podeCcCHOHANBHOM 3aJa4H.

OOy4aemblii JIEMOHCTPUPYET CaMOCTOSITEJIbHOE INPHUMEHEHHE 3HAHUH, YMEHUH U
HaBBIKOB TIPH DPELICHHH 33/JaHUH, AHAJOTMYHBIX TEM, KOTOpPbIE IIPEIOCTABISI
NpenojaBaTeilb MpU NOTCHIHAIBHOM (DOPMHUPOBAHUU KOMIIETEHLIUH, HMOATBEPXKIAET
Hamuuue c(OPMHUPOBAHHOW KOMIIETEHIMM, NpHYeM Ha Oojiee BBICOKOM YpPOBHE.
Hammume ~ chopMUpOBaHHOH ~ KOMIICTEHIMH  HA  IOBBILICHHOM  YpOBHE
CaMOCTOSATEIBHOCTH CO CTOPOHBI 00Y4aeMOro TPH €€ MPaKTHIECKOI IeMOHCTPAIMH B
XOJlle PeIICHHUS aHAJOTMYHBIX 3aJaHUIl CIEAyeT OLCHUBATh KAaK IIOJIOXKUTENBHOE H
YCTOYHMBO 3aKPEIUICHHOE B IIPAKTHYECKOM HaBBIKE.

O1ieHKa «XOPOIIO»
(3a4TeHO)

OOy4aemblii IEMOHCTPUPYET CaMOCTOSITEIIbHOCTh B NMPUMEHEHUN 3HAHWH, YMEHUH U
HaBBIKOB K PEIICHHWIO Y4YEeOHBIX 3aJaHWH B IIOJHOM COOTBETCTBHH C 00pa3loM,
JaHHBIM TIperiojiaBaTesieM, IO 3a/JaHHsAM, pEIIeHHEe KOTOPHIX OBUIO ITOKa3aHo
IIperoiaBaTeseM, clIeyeT CIMTaTh, 4TO KOMIIETEHINsI COPMUPOBaHa, HO €¢ YpOBEHb
HEJIOCTaTOYHO  BBICOK. IlOCKONBKY  BBIBIEHO  Halmuyue  C(HOPMHUPOBAHHOMN
KOMIICTEHIINH, €€ CIEAYET OLCHUBATh MOJIOKUTENBFHO, HO Ha HU3KOM YPOBHE.

OrueHka
«YIIOBJIICTBOPUTEIHHOY
(3a4TeHo)

OOy4aemblii HEe CIOCOOEH CaMOCTOSATENBHO MPOIEMOHCTPHPOBATh HAIMYWE 3HAHUH
IpU peIleHNH 3aaHui, KOTOpble OBUIM IIPEJCTABICHBI INPENoJaBaTelieM BMECTE C
Orenka 00pa3loM X pEeLIeHHs, OTCYTCTBHE CAMOCTOSITEIBHOCTH B NPHUMEHEHHH YMEHHS K
«HEYJIOBIIETBOPHUTEIBHO» | HMCIOJIBb30BAaHUIO METOIOB IPOBEICHUS MPE/- AUIUIOMHOMN MPAKTHKH ¥ HECIIOCOOHOCTh
(ue 3auTeHO) CaMOCTOSTENIFHO IIPOSIBUTh HABBIK IOBTOPEHMS PEIIEHHs IOCTABJICHHOM 3a/1add I0
CTaHIApTHOMY o00paslly CBHUJETEIbCTBYIOT 00 OTCYTCTBHHM C(OOPMHUPOBaHHOM
KOMIETEHITHH.

5.2. TunoBbie KOHTPOJIbHbIE 3aiaHUA WM UHbIE MaTepHaJbl, HEO6GX0AHMMbIE
AJISI OLLeHKHM 3HaHUMW, YMEHUH M (WIiM) HaBBIKOB, XapaKTepPHU3YIOLUX
3Tanibl (QOpPpMHpPOBAHUSA KOMIETEHIIMA B Mpolecce OCBOEHHSA
006pa30BaTe/JIbHOM NPOrpaMMBbl

Ilpumep KauecmeeHHblX ONPOCOG.  JIeIOTPOU3BOACTBO — 3TO: a) OTPaACib JAEATEIBHOCTH,
KOTOpasi He o0ecreurnBaeT JIOKYMEHTHPOBAaHHE W OpraHu3anuio paboTel ¢ OQHCHBIMU
JIOKyMEHTaMHu; ©0) OTpacib JeATeIbHOCTH, KOTOpas oOecleuynBaeT TOKYMEHTHPOBaHUE U
OpraHu3aIio paboThl ¢ OPUCHBIMU JOKYMEHTaMH; B) cepa IesATEIBHOCTH MO0 00ECTIeUeHUIO
OpraHu3aiui 0QUCHBIMH JOKYMEHTaMHU
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3aoanue: I[aﬁTe CpaBHI/ITeJ'IBHHﬁ aHaJIu3 OHpGI[CJ'ICHPIfI NpeaAMCTHOIO IIOJIA ACJIOIIPOHU3BOACTBA
Mo JOCTYIIHBIM Bam y‘-ICGHI/IKaM 1 HCTOYHHUKAM.

3amanue: Omnpenenure MNpeUMyNIeCTBa M HEJOCTATKH aBTOMATH3AllMH JIOKYMEHTAIMOHHOTO
oOecrievyeHus yrpaBieHUs

5.3. [lepeyeHb BONPOCOB AJisl HTOTOBOI'0 KOHTPOJISI 0 AUCIUILJINHE

1. OcHOBHBIE TOHATHUS TOKYMEHTHPOBAHHS YIIPABICHYECKON AEATEILHOCTH.

2. OcHoBHbIE NTPo(hecCHOHANbHBIE TEPMUHBI M ONPEICICHUS B pabOTe C JOKYMEHTaMH.

3. Oynkuy, KnaccuuKanys J0KyMEHTOB.

4. HopmatuBHO-TIpaBoBasi 6a3a JOKYMEHTUPOBAHHSI YIIPaBICHYECKOH 1A TEITbHOCTH.

5. YHuduumpoBaHHas cucTeMa OpraHU3alMuOHHO-PACIIOPSANTENILHON JOKYMEHTALUH.
IOpuanueckas cuina TOKyMEHTOB.

6. Crpykrypa, conepxkanue 'OCT P 7.0.97-2016 «Cucrema cranmaptoB mo uHbopMaiuu,
OMOIMOTEYHOMY M M3JaTeNIbCKOMY Aeny. OpraHu3alMoOHHO-PACHOPSAUTENbHAS JOKYMEHTAIIHS.
TpebGoBanus K 0POPMIIEHUIO TOKYMEHTOB.

7. OCHOBHBIE I'PYIIIBI ¥ BUABI OPraHU3AIMOHHO-PACTIOPSIINTEILHONW JOKYMEHTAIHH:
OpraHM3alMOHHbIe (yCTaB, TIIOJIOKCHUS, HMHCTPYKLMUH, INTaTHOE paclUCaHue, IpaBHiIa
BHYTPCHHETO TPYAOBOTO DPACHOPS/KA); PaCHOPSAWUTENIbHBIE (ITOCTAaHOBICHHS, IPHKA3bI,
yKa3aHusl, paCIOPSDKEHHUS, PEILICHNU ).

8. CripaBoYHO-MH(OPMALIMOHHBIEC W CIIPABOYHO-aHATUTHYECKHUE (CIIPABKH, JOKIAIHBIC 3aIUCKH,
aKTBI, IPOTOKOJIBI).

9. JlokyMeHTaIus Mo JUYHOMY COCTaBYy (pe3roMe, NMPHUKA3bl MO JIMYHOMY COCTaBy, 3asBJICHUE,
TPY/ZOBasi KHIKKA, JINYHAsI KAPTOUKA COTPYAHUKA, JINYHOE JIEIIO).

10. leoBoe muchbMo B ycinoBusix yHupukanuu. [IpaBuia opopmiieHus 1eI10BOTO MUCHMA.

Bunsl ciyxeOHbIX TceM. Mex1yHapoJHble MHChMa.

11. KoppecnonaeHIus, CBI3aHHAs ¢ TPOBEACHUEM MTEPHOANIESCKIX MEPOIIPUITHI Ha
npeanpusTii. OpraHn3aluOHHO-TEXHUYECKHUE MEPOIIPHUSTHUS 1O MOATOTOBKE M ITPOBEACHUIO
coBemanuii. CTpyKTypa J0KJIaa U oTuera (Ha COBEIIAaHUH, 3aceJaHuu, KOH(EPEHIINN ).

12. Tlonsitne nokymenrooboporta. [Ipuem u nepsuuHast 06paboTKa JOKYMEHTOB.

Pacnpenenenne mocTynuBIIMX JOKYMEHTOB. Perucrpanus qokyMmeHToB. OpraHu3aiusi KOHTPOJIS
32 UCTIOJIHEHUEM JJOKYMEHTOB.

13. Cucremaru3zanus 1oKyMeHTOB. OpraHu3aius XpaHeH!s TOKYMEHTOB Ha MPEIIPUSTHH.

14. CocraBnenue HoMmeHKIaTtypel naei. dopmupoBaHue jen. XpaHeHHE JJOKYMEHTOB Ha
TPEINPUSTHH.

15. PaboTa ¢ toKkyMeHTaMH, CoAep KallMMU KOH(PHICHIIMAIbHbIE CBEJCHUS HA MPEANIPHUITHH.

16. CoBpemeHHBIE CIOCOOBI  cO37aHWsA, O0OpabOTKM W TepeJadyd  JTOKYMEHTOB B
JIeNTOTIPOU3BOICTBE Ha MPEIIPUATHH.

17. HWcnonb3oBanue WHQPOPMAIMOHHBIX TEXHOJIOTMH KaK WHCTPYMEHTA  TIOBBINICHHS
3P PEKTUBHOCTH (PYHKIIMOHUPOBAHUS CHCTEMBbI YIIPABIECHUS JOKYMEHTAMHU Ha MPEIIPUSTHH.

5.4. MeToau4yecKne peKOMEHJalui K MPOBEJAEeHHI0 UTOrOBOro KOHTPOJIA IO
JUCHUIIINHE

Ha uToroBblii KOHTPOJIb BBIHOCUTCSI Y4eOHBII MaTepuas, pacCMOTPEHHBIN Ha JIEKIIMOHHBIX U
NPAaKTUYECKUX 3aHATHSAX, @ TAKXKE TEeMbl, KOTOpPbIe OBLIM MPEASIOKEHBI Ul CaMOCTOSITEIbHOIO
U3Y4YCHUS.
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®opmMOIl MPOBENCHUS UTOTOBOTO KOHTPOJIA MO JAHHOW AUCUUIUIMHE SBJISIETCA 3a4€T, KOTOPBIM

MMPOBOAUTCA 110 HUTOraM BBIIIOJHCHHBIX W MNPCACTABICHHBLIX Ha IMPOBCPKY MNPCHOAABATCIIIO

NPaKTUYECKUX paboT B o0beMe, MPEeayCMOTPEHHOM paboueil mporpamMmoil IHCHUIUIMHBL, C

00s13aTeNbHBIM  UTOTOBBIM cobOecenoBanueM. O ¢opme TPOBENCHUS HWTOTOBOTO KOHTPOJIS

CTYACHTHI JOJIKHBI OBITh OIIOBCHICHBI 3a6HaFOBpeMCHHO.

6.

IlepeyeHb OCHOBHOM M [IONOJIHMTEJbHOW Y4YeOHOM JIMTEpPaTyphl,

He00X0UMOi1 1JI1 OCBOCHHUSA TUCIMILIMHBI (MOLYJIA)

6.1 OcHoBHas yueOHas1 IUTEPATypa

1.

Abynanze, JI. I'. JlokymeHTanmoHHOE 00ecrieYeHre yIpaBIeHHUs IEPCOHAIOM : YU4EOHUK
U TPAKTUKYM JJIsi CpeHero npodeccuonaibHoro oopasosanus / JI. I'. AGynanze, U. b.
Beimpsokkuna, B. M. MacnoBa. — 3-e u3j., nmepepad. u gon. — Mocksa : M3naTenbeTBo
IOpaiir, 2025. — 374 ¢. — (Ilpodeccronansuoe obpazoBanue). — ISBN 978-5-534-
16657-6. — Texkcr : amekrponnbiit / ObpaszoBatenbHas miatdhopma FOpaiit [caldT]. —
URL.: https://urait.ru/bcode/562146

AnekceeBa, T. B. JlokymeHTanmonHoe obOecriedenne ynpasienus : yueOHuk / T. B.

AnexkceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcutet «Cuneprusi», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — TekcT : 31eKTpOHHBIN // DIEKTPOHHBIN pecypc nudpoBoii
obOpazoBatenbHoii  cpeast  CIIO  PROFoOpazoBanme : [caiit]. —  URL:

https://profspo.ru/books/101344. — Pesxxum pocTyna: AJisi aBTOPU3MP. MOJIb30BaTEINCH
bynuuk, P. A. IlpaBoBoe perynupoBaHHe 3JIE€KTPOHHOIO JJOKYMEHTOOOOpOTa : y4yeOHUK
st By3oB / P. A. bynnuk ; non penakuueid M. A. ®@enotoBa. — 4-e uzn., nepepad. u
norn. — Mocksa : M3garensctBo FOpaiit, 2025. — 68 ¢. — (Bsicuiee obpazoBanue). —
ISBN 978-5-534-19293-3. — Tekct : anekTpoHHbli // OOpa3oBarenbHas Iatdopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/580608.

HoxymeHnTanmonHoe obecrnieueHue ympasieHus. CocTaBiieHHe U 0QOpMIICHUE JIETTOBBIX
TOoKyMeHTOB : yueOHoe nocobue s CIIO / cocrapurenu E. W. bammakoBa. — 2-e uzj.
— CaparoB, Mocksa : [Ipodobpazosanue, Ait [Tu Ap Menua, 2024. — 144 ¢c. — ISBN
978-5-4488-2168-4, 978-5-4497-3412-9. — TekcT : HJIEKTPOHHBIA // DIEKTPOHHBIN
pecypc uudposoit odpazoBarensHoit cpenbl CIIO PROFo6pa3zoBanue : [caiit]. — URL:
https://profspo.ru/books/142218. — Pexxum goctyna: Assi aBTOPU3HP. MOJIb30BaTeIeH
Hoponuna, JI. A. OpraHuzamuss ¥ TEXHOJOTHUS JTOKYMEHTAI[MOHHOTO OOecredeHus
yIpaBJIeHUs : yUeOHUK M MpakTHKyM it By30B / JI. A. Jloponuna, B. C. UputukoBa. —
2-e¢ m31., mepepab. u mon. — Mocksa : M3marensctBo HOpaiit, 2025. — 270 ¢. —
(Beicmiee oOpazoBanme). — ISBN 978-5-534-16016-1. — Tekcr : ANEeKTpOHHBINA //
O6pasosarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/560116.
3acnasckasd, E. A. JlokyMeHTHpOBaHUE YIPABICHUECKON AESATEILHOCTH @ MPAaKTUKyM / E.
A. 3acnaBckast. - Omck : UzmarensctBo UIT LlenymuBuenko A. B., 2024. - 96 c. - ISBN
978-5-6051009-5-9. - TekcT : HeOCPEICTBEHHBIH.

3acnaBckas, E. A. JIokyMeHTOOOOPOT M IETOMPOU3BOACTBO : yueOHoe mocooue / E. A.
3acnaBckasa. - Upkyrck : OOO "Merampunt", 2019. - 120 c. : Tabn. - ISBN 978-5-
907095-86-1 : 182.66 p., 182.76 p. - TeKCT : HEMOCPEICTBEHHBIH.

WBanoBa, A. 0. Pycckuii S3bIK B €0BOM JOKYMEHTAIMHU : yueOHUK /171 By30B / A. TO.
NBanoBa. — 3-e u3., nepepad. u non. — Mocksa : U3mparensctBo Opaiit, 2025. — 129
c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-20345-5. — Tekcr : 31eKTpOHHBIN //
O6pasosarenbHas iatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

KazakeBnu, T. A. JlokymMeHTOBeAeHHE. J[OKyMEHTAIlMOHHBII CEpBHUC : Y4YEOHHMK WU
npaktukyMm s By3oB / T. A. KazakeBuu, A. 1. Tkanuy. — 2-¢ u3a., ucnp. v J0IM. —
Mocksa : UznatensctBo FOpaiit, 2025. — 167 c. — (Bricmee o6pazosanue). — ISBN
978-5-534-06273-1. — Texcr : anexkrpoHHBIN // O6pa3oBaTenbHas margopma FOpaiT
[caiit]. — URL.: https://urait.ru/bcode/562369.

Konpbimikuna, T. b. JlenoBble KOMMYHHUKAIUH, JOKYMEHTOOOOPOT U JEIOIPOU3BOJICTBO :
yuebnuk g By3oB / T. b. Konpsimkuna, . B. Hlyctuna. — 3-e u3a., ucmp. ¥ 101 —
Mocksa : UznarensctBo FOpaiit, 2025. — 145 c. — (Bwicmee obpazoanue). — ISBN
978-5-534-14216-7. — Tekcr : snexTpoHHbIN // O6pazoBaTensHas iatdopma FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/562162.

Kopuees, U. K. JlenoBas koppecnionaennus : yaeoOHuk i By30B / H. K. Kophees, A. B.

[Tmenko, B. A. MamypneB. — 3-e u3z., nepepad. u gomn. — Mocksa : M3gaTenbcTBO
FOpaiit, 2025. — 71 ¢. — (Bsicmee o6pazoBanme). — ISBN 978-5-534-18510-2. —
Texkct : snextponHbld // OOpazoBatenbHas miatgopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/568571.

Kysuenos, 1. H. Benenue ae10B0i JOKyMEHTAIMH | YYCOHUK U MPAKTUKYM ISl BY30B /
N. H. Ky3nenoB. — 4-e uzj., nepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2025.
— 259 ¢. — (Bpicmee obpaszoBanme). — ISBN 978-5-534-17003-0. — Texker :
autekTpoHHBIH  // OOpa3oBarenbHas miatdopma HOpaiit [caiir]. —  URL:
https://urait.ru/bcode/568570.

KysnernoB, . H. J[lenoBas mepernucka : y4eOHHMK W TpakTukyMm s By3oB / M. H.

Ky3znenoB. — 4-e uzn., nepepad. u non. — Mocksa : UznatensctBo HOpaiit, 2025. —
139 ¢. — (Beiciee oOpazoBanue). — ISBN 978-5-534-17002-3. — Tekct
anekTpoHHbld //  OOpazoBatenbHas minatdopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/5685609.

Kysnenos, 1. H. JlokymeHTanmonHoe obecniedeHre ynpasieHus. JJoKkyMeHTo000poT U
JIETIOTPON3BOJICTBO : YUEOHUK M mpakTukyM s By3oB / M. H. Ky3uenoB. — 5-e¢ usn.,
nepepab. u gon. — Mocksa : UznarensctBo IOpaiir, 2025. — 545 c¢. — (Beicuiee
obpazoBanme). — ISBN 978-5-534-20027-0. — Tekctr : DdJCKTpOHHBIA //
Oo6pasoBatenbHas mwiardpopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/581143.
[TaBnoBa, P. C. AamunuctparuBnoe nenornpou3BoactBo / P. C. IlaBmoBa. — CaHkT-
[TerepOypr : Jlawp, 2022. — 304 c. — ISBN 978-5-8114-9927-4. — Texkcr :
ANEeKTPOHHBIM //  Jlanb  :  3JeKkTpoHHO-OmMONmoreyHas  cucrema. —  URL:
https://e.lanbook.com/book/247355. — Pexxum gocTyma: 1jist aBTOPU3. TOJIb30BaTENEH.
[TaBnoBa, P. C. Konduaenmumansnoe aemonpousBoactso / P. C. ITaBnoBa. — CaHKT-
[TerepOypr : Jlawp, 2022. — 380 c. — ISBN 978-5-507-44694-0. — TexkcT :
ANEeKTPOHHBIM //  Jlanb  :  3JexkTpoHHO-OmMONmoreyHas  cucrema. —  URL:

https://e.lanbook.com/book/266795. — Pexxum moctyma: i aBTOpH3. MOJIB30BATEIICH.
[TonoB, C. JI. Jlemompou3BOACTBO M cCeKpeTapckas paboTa Ha TEPCOHATBHOM
kommnbtotepe / C. JI. [TonoB. — Mocksa : COJIOH-IIpecc, 2021. — 424 c. — ISBN 978-
5-91359-109-8. — TekcT : OSNEKTPOHHBIH // ONEKTPOHHBIA pecypc UPPOBOU
obpazoBatensHoii  cpeasl  CIIO  PROFoGpazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/142018. — Peskum mocTyma: Uit aBTOPU3HUP. TOIb30BaTENIEH
lysanosa, H. H. OcHOBBI A€70MPON3BOACTBA. SI3bIK CITy)KeOHOTO JOKYMEHTA : y4eOHUK
mns By3oB / H. H. IllyBamoma, A. FO. HUpanoBa ; mom oOmei pemakumeirt H. H.
[IyBanoBoit. — 3-e u3f., nepepad. u non. — Mocksa : M3narensctBo FOpaiit, 2025. —
355 ¢. — (Beicmiee oOpazoBanme). — ISBN 978-5-534-20343-1. — Tekct
anekTpoHHBIH  //  OOpasoBarenbHas 1atdpopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/560174.

[lyBanmoBa, H. H. Oprasm3anus U TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOecredeHus
ynpasienus : ydyeOonuk s By30B / H. H. IllyBamoBa. — 3-e m3x., mepepad. u gom. —
Mocksa : UznatenbctBo FOpaiit, 2025. — 234 c. — (Beicmiee o6pazosanue). — ISBN
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978-5-534-20347-9. — Tekcr : snexTpoHHbIN // O6pazoBaTenbHas miatdopma FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/561048.

6.2 lomosiHUTEJbHAsA YYeOHas auTeparypa
1. Bacunwesa, 1. H. Opranuzanus 1ei0mpou3BOCTBA U MEPCOHATBHBIN MEHEKMEHT
[Tekct] : yue6. mocobue / . H. Bacuibe, D. B. OctpoBckuii, U. FO. FOprtaes. - 3-¢
u3 . - M. : By3oBckuii yueOnuk, 2009. - 320 c.
2. 3acnaBckasa, E. A.JlokymMeHTHpOBaHME ymIpaBieHUECKON nesaTtenbHOCTH [Tekcr] :
METO/. yKa3aHWs JJIsl BBIIIOJHEHMS MpPakT. U KOHTp. pador ¢ / E. A. 3acnaBckas. -
Owmck : Upteimckuii puman HCABT, 2008. - 30 c. : puc.
3. 3acnaBckas, E. A. JlokyMeHTHpOBaHUE YNpPaBICHUYECKOW NesATeabHOCTH [TekcT] :
yueb. nocobue / E. A. 3acnasckas. - Omck : OMBT, 2010. - 115 c.
4. 3acnaBckas, E. A. JlokymeHTHpOBaHUE YIpaBieHYECKON nesrenbHocTH [Tekcr] :
npaktukyM / E. A. 3acnaBckas. - Omck : OUBT, 2016. - 55 c. :
5. Kopuees, U. K. JlokymeHTHpOBaHUE YINPABICHYECKOW AEATEIBHOCTH + TECTHI B
OBbC : yueOHUK U MPaKTUKYM IS akagemuueckoro Oakanaspuata / M. K. Kopuees, A.
B. ITmenko, B. A. MamypueB. — 2-e u3n., nepepad. u gorm. — M. : M3aarenscTBO
Opaiit, 2018. — 384 c.
6.Kysnemos M. H. JlokymeHTannoHHOe  oOecneueHHe  yIOpaBlIeHHS U
JIEJIONPOU3BOJCTBO [DNEKTPOHHBIN pecypc]: yueObHuk st OaxanaBpoB /Kysnenos
Urops Huxonaesuy; 1. H. Kysnenos. - M.: FOpaiit, 2012

7. Tlepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKaNMOHHOH ceTn ''UHTepHer"
(nagee - cern "UnTEepHeT"), HEOOXOAMMBIX /1JIsl OCBOEHUS THCUHMILIMHBI (MOILYJIs1)

1.http://archives.ru

8. Ilepeuyenbr WHGOPMANMOHHBIX TEXHOJOTHH, MCHOJb3YeMbIX HPH OCYIIECTBJIEHUH
o0pa3oBaTe/IbHOIO0 MpoHecca MO0 AUCHHUIVIMHE (MOAYJII0), BKJIOYasi IepevyeHb
MPOrpaMMHOr0 odecnedyeHUs: M HMH(POPMALMOHHBIX CIPABOYHbIX CHCTeM (IpH
HEe00XO0AUMOCTH)

1.Cucrema npaBoBoii nogaepxku «KoHcynbranT-murocy, «I'apanT»

9. OmnucaHue MATepUAIbHO-TEXHUYECKOH 0a3bl, HeO0XOAUMON s
OCYyILIeCTBJIEHHSI 00Pa30BaTEJILHOI0 MPOLECCa MO AUCHHUIUIMHE (MOLYJII0)
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JloxyMeHTHpOBaHUE
YIPaBJIEHYECKOU
JIESTEIIBHOCTH

VYueOHast ayTuTOpuUs A IPOBEIACHUS 3aHATHI
JIEKIIMOHHOTO TUTA: IOCKa yueOHas He MeHee - 1
IIT., HA0OPHI IEMOHCTPAIIHOHHOTO 000PYIOBAHUS H
y9e0HO-HaTISAHBIX TIOCOOMA, CTEH/IbI, TTaKaTHI,
PENPOAYKIINY, IKpaH Al MYJIbTHMEANA
MPOEKTOPA, MPOEKTOP, MPE3CHTAI[HOHHBIE
MaTepualbl, CTOJ He MeHee— 35 WIT., CTyI He
MeHee— 68 miT.

Owmckas obmactp, T. OMck, yi. ViBana
Anexceena, 1oM 2 (NeNe 45, 46 Ha 03 TaKHOM
mane (111), 5 atax)

YueOHas ayquTopus A7 MPOBEICHUS 3aHATHH
CEMHHAPCKOTO THTIA: T0CcKa yaeOHas He MeHee - 1
IIT., 5KpaH A7l MYJIbTHMEANA IPOEKTOpa, CTOJ HE
MeHee— 13 miT., cTyn He MeHee— 25 mIT.

Owmckas obmactp, T. OMck, yi. ViBana
Anexceena, 1oM 2 (NeNe 63, 64 Ha TO3TaKHOM
mane (111), 4 atax)

VYdeOHast ayJUTOPHS sl IPOBEACHUS TPYIIIOBBIX U
WHANBUAYAIEHBIX KOHCYJIBTAIMHA: JOCKA yIeOHAas
HE MEHee - | WT., 5KpaH A MyJIbTHMEINa
MPOEKTOpPa, CTOJI He MeHee— 13 mT., cTyn He
MeHee— 25 MIT.

Owmckas obmactp, T. OMck, yi. ViBana
AnexceeBa, noM 2 (NeNe 63, 64 Ha TO3TaXKHOM
miane (111), 4 atax)

[MomemieHne 11 CAMOCTOATENBHOM PaOOTHI:
KOMIBIOTEpPHAS TEXHHUKA, OTIEPAlMOHHAS CHCTEMA
Windows, maket nporpamm Microsoft Office, CIIC
Koncynerant [TJIFOC, TAPAHT, Habopsl
JIEMOHCTPALMOHHOTO 000PYI0BaHUS U Y4eOHO-
HATJISTHBIX IOCOOMIA, CTEH/IBI, TUTAKATHI, yIeOHO-
HATJBITHBIC TIOCOOUS, PEMIPOAYKIIUH, IKPAH JIJIs
MYJbTHMEINA TPOCKTOPA, MPE3CHTAIHOHHBIC
MaTepHalbl, CTON He MeHee — 43 mIT., CTyi He
MeHee — 48 1mT.

Owmckas o6macth, T. OMcK, yi. ViBana
AnexceeBa, oM 2(NeNe 52, 53,54,55 Ha
nostaxkHoM 1aHe (111), 3 stax)

VYueOHas ayIUTOPUS I IPOBEICHUS TEKYIIETO
KOHTPOJISL M IPOMEXXYTOYHOM aTTECTAllK: HTOCKa
ydeOHas He MeHee - | mT., HabopsI
JEMOHCTPAlMOHHOTO 000pYJOBaHUS U y4eOHO-
HArJSITHBIX IOCOOUH, CTEH/IBI, IIAKATHI,
PENpOAYKINH, IKpaH Al MYJIbTHMEAna
MPOEKTOPA, MPOEKTOP, MPE3CHTAI[HOHHBIE
Marepualibl, CTOJ He MeHee— 35 WIT., CTyJ He
MeHee— 68 miT.

Owmckas o6mactp, T. OMck, yi. VBana
AunexceeBa, 1oM 2 (NeNe 45, 46 Ha TO3TaKHOM
wiane (111), 5 atax)
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