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1. IlepeyeHb mNJAHMPYeMBbIX Ppe3yJabTATOB OOy4YeHHS] MO JIMCHHUILIAHE
(Moay/ 10), COOTHECEHHBIX ¢ IUIAHHPYEMBbIMHM Pe3yJIbTATAMH OCBOCHUA
oOpa3oBareibHON MPOrpaMMbI

1.1. Ilenu oucyunaunot

[enpto auctuIuIMHbl «JIOKYMEHTOOOOPOT M JICJIOMPOU3BOJICTBOY SIBIISCTCS
O3HAKOMJICHHE C TEOpUEH M TMPAKTHUKOW JTOKYMEHTHPOBAHHUS YIPaBICHUYCCKOM
JEeSTEILHOCTH U OCHOBAMH OpPTaHHU3AIMH PAaOOTHI C JOKYMEHTAMHU MPEATPHUSATHSI.

3amaun TUCITUTUTAHBL:

- W3y4YCHHE 3aKOHOIATEIHHBIX W HOPMATHBHO-METOIMYCCKHX JTOKYMECHTOB B
cdepe paboThl ¢ JOKYMEHTHPOBAHHON WH(MOPMAITUEH;

- (¢opmMupoBaHHWE YMCHHS JOKYMEHTHPOBaThH HWH(GOPMAIIUIO I1a Pa3TUIHBIX
HOCHTEJISX 110 YCTAaHOBJICHHBIM TpaBHjaM B cdepe padoThl C OpraHU3aIMOHHO-
paciopsAUNTEIbHBIMUA JOKYMEHTAMU;

- (opmupoBaHHE HaBBIKOB OpraHM3alMK padOTBl C  BBIIICYKa3aHHBIMU
JOKYMEHTaMH KakK C IIEHHBIM HH()OPMAIIMOHHBIM PECYPCOM M Ba)KHBIM JCIIOBBIM
aKTHBOM, HX 3KCIICPTU3bI M XPAHEHHS, a TAK)KE 3alUThI HH(OPMAIIHH.

1.2. Ilepeuenv ghopmupyemvix KomnemeHyuii

B pesynbrare oCBOEHHS IUCHUIUIUHBI (MOAYJsl) y OOyYaromerocss IO KHBI
chopMHUpOBATHCS  CIIEAYIONIME KOMIIETEHIIMH, BBIPAKEHHBIE 4Yepe3 pe3yJsbTar
oOy4yeHHsT 10 JAWCHUIUIMHE (MOJyJifA), KaK 4YacTh pe3yjbTaTa OCBOCHHUS
oOpazoBarenbHOI porpamMmsbl (manee — OI1):

KOMHGTCHHHS{ HepequL IJIAHUPYCMBIX PE3YJIHLTATOB 06yquI/m 110 AUCITUITIIIMHE
[udp Copepxanue

VK-4.1. 3uaT1h:
- MPHUHIUIBI TOCTPOCHHS YCTHOIO U MHChMEHHOTO BBHICKA3bIBAHUS HA

Croco0eH OCYIECTBIATE | hucexom szbike;

JEI0BYI0 KOMMYHHKAIIHIO - TpaBWIa U 3aKOHOMEPHOCTU [IEOBOM YCTHOM W MHUCHMEHHOM
- 9 KOMMYHHUKAIIHK;
B YCTHOU U ITMICBMEHHOU
Y VK-4.2. Vmerts:
(opmax Ha - IPUMEHSITH Ha MPAKTHUKE JEIOBYI0 KOMMYHHUKAIIUIO B
VK-4 | TOCYIapCTBEHHOM SI3bIKE YCTHOM M NHChMEHHOW (OpMax, METOABl M HABBIKU JIENOBOTO

. . OO0IIEHNS Ha PyCCKOM SI3BIKE;

Poccuiickoit CDez[epauI/H/I u VK-4.3. BnaneTs:

MHOCTPAHHOM(BIX ) - HaBBIKAMM 4YTEHHUS U IIEPEBOJa TEKCTOB HA PYCCKOM A3BIKE B
npodeccnoHaTbHOM OOIIEHNH;

- HaBBIKaMH JICJIOBBIX KOMMYHHUKAIIMH B YCTHOW M MUCbMEHHOU (opme
Ha PYCCKOM SI3BIKE;

- METOJUKON COCTaBIICHUS CYKICHUS B MEXJIMYHOCTHOM JEIOBOM
OOIIIEHNHU HA PYCCKOM SI3bIKE

s13bIKe(ax)




1.2.2. O6menpodeccuonansubie komnereHuuu (OIIK): nucuuninubaa He Gopmupyer
obmenpodeccuoHalbHbIE KOMITETCHITUH.

1.2.3. IIpodeccuonanbubie komnereHuuu (IIK): mucuumivHa He ¢QopMHUpPYET
npodeccCuoHabHbIE KOMIIETEHIIUH.

1.2.4. IlpodeccuoHanbHble KOMIETEHIMHW TOpoQuiIs UM  CHeuaIn3aluu
(ITIKC): nucuurmivnaa He popMupyet npodeccuoHaIbHble KOMIETEHIIUN PO WK
crieruaIn3aluu.

1.2.5 Komnerenthoctu MK IIJIHB (KMK): gucniumnvaa He  GopMUPYET
komneteniiuu MK IT/JTHB (KMK).

2. MecTo IMCHUILUIMHBI (MOAYJIs1) B CTPYKTYpe 00pa30BaTe/ibHOI NMPOrpaMMBbl

Juciumiraa (MOAyJb) peau3yercs B paMKax (bakyIbTaTUBHON 4acTu

(6a30BOM, BapUaTUBHOM HITH
(haKynbTaTUBHOM)

OCHOBHOM ITpo(ecCHOHANIbHON 00pa30BaTeIbHON NPOrpaMMBbl.



3. O0bem MCHMIUIMHBI (MOAYJIsI) B 3a4YeTHBIX €IMHULNAX (3.) € YKa3aHHMeM KOJHYECTBA AaKaJAeMHYeCKHX MJIH
ACTPOHOMHYECKHX YaCOB, BbIJEJEHHBIX HA KOHTAKTHYI0 PadoTy 00y4armolMxcs ¢ mpemogasaresieM (M0 BHIaM y4eOHBIX
3aHATHI) U HA CAMOCTOSITEJIbHYI0 PadoTy 00y4aKOIIMXCS

s OYHOU (bopmbl 00yUeHUS™*:

(O4HOM, OYHO-3204YHOMN MJIM 320YHOI)

DopMbl KOHTPOJIS Bcero yacos Bceero Kypc 1
B TOM YHCJIe 3.e Cemectp
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B TOM 4UCJIEC TPCHAXKEPHAs IMOATrOTOBKA:

s 3a04YHOM dbopmbl 00ydeHUS*:

(04HOM, OYHO-3209HOI MIIH 320YHOI)

DopMBbI KOHTPOJIS Bcero uacos Bcero Kypc 1
B TOM YHCJIe 3.6 Cemectp 1
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B TOM YHUCJIE TPCHAXKCPHAs MMOATOTOBKA!




4. Copep:xaHue TMCHUIIMHBI (MO1YJIfA), CTPYKTYPHPOBAHHOE N0 TeMaM
(pa3mesiamM) ¢ yka3aHHeM OTBEJCHHOI0 HA HHMX KOJMYECTBA AKAAEMHUYECKHUX
4acoB U BUAOB y4eOHBIX 3aHATHIA

4.1. Pazoenvt u memvl OuCUUnIUHBL (MOOYI) U MPYOOEMKOCHIL HO 8UOAM
YueOHbvIX 3aHamuil (6 AKademMuuecKux 4acax):

Buibl yueOHbIx 3ansaTHi, BKiodas CPC

Ne Paszensl 1 TeMbI ok 26 Tip CPC
JTUCLUIUTUHBI (MOZYJIS1)

(6] 03 3 O o3 3 (6] 03 3 (6] (0] 3

I xypc,1 cemecmp

OCHOBHBIE TIOHSATHS
JTUCIIUATUTAHBI

1 «JloKkyMeHT0000pOT 1 B B 2

JIEITOTIPOU3BOJICTBOY.
Hopmaruszo-

MeToauveckas Oasza

JICJIOTIPOU3BO/ICTBA.

YauduaupoBanHas
CHCTEMa OPTaHU3aHOHHO-
2 pacropsAuTeTbHOM 2 2 2

JOKYMEHTAIIH.
IOpuanueckas cuna
JIOKYMEHTOB.

Opranu3aoHHO-
PacroOpSAUTEIIbHBIE,
3 UHPOPMAIIUOHHO- 2 6 4

CIIPAaBOYHBIC IOKYMEHTBI,
JOKYMEHTALHS 110 JINYHOMY

COCTaBYy.

JlenoBas mepemnucka:

4 Kiaccudukanms, 2 2 4

CTPYKTYpa, CTaHIapTHbIC
(bpasbl U BRIPAKCHHSL.

Koppecnonaenuus,
5 CBsI3aHHAsI C IPOBE/ICHHEM 1 2 2
MEPUOTMICCKUAX
MEPOIPHUSITUH.

Opraunu3zanus paboThl ¢

6. JIOKyMEHTaMK 1 2 6

(moxymeHToo00poTa) Ha
OPENPUITHH.

CucremaTu3aius
7. JIOKyMeHTOB. OpraHusarus 2 6
XpaHEHHUs JIOKyMEHTOB.
HomeHnkiatypa aei.

Pabota ¢ noOKyMeHTamH,
8. | comepamuMu 2 6
KOH(HICHINATBHBIE
CBEJICHUSL.

CoBpeMeHHbIE CIIoco0BI
9 co3maHus, OOpabOTKH U 5 6
Hepe)laql/l JIOKyMeHTOB B
JIETIONIPOU3BO/ICTBE Ha
NPEANPHUATUR

UTOro 16 16 38




[Tpumeuanusi: O — ounast ¢opma obyuenus, O3 — ouHo-3a0uyHasi popma oOyueHus, 3 —
3a04Has popma oOyueHHUs.

4.1. Cooeprcanue pazoenoe u mem OUCYUNIUHDBL

Tema 1. OcHOBHBIE TOHATHS JUCHUIUIUHBI  «JlOKyMEHTHpOBaHHE  YHpPaBICHYECKOMN
nesTeNbHOCTH». HopMaTHBHO-MeTOIMUecKas 6a3a enonporu3BOICTRA.

OcHOBHBIE TIPO(ECCHOHAIBHBIE TEPMUHBI M ONpeIeicHUuss B paboTe C JOKyMEHTaMHU:
JIEJIONPOU3BOJCTBO, JOKYMEHTHUPOBAaHUE, JOKYMEHT, pEKBH3UT, QOpPMYJsp JTOKyMEHTA,
MaTepUaNbHBIA HOCUTENb, MOpPHAWYECKAs CHJIa JOKyMEHTa, CHCTeMa JIOKyMEHTallUi,
yHUPUKAIHS, CTaHJapTU3aIus, YHUPUITUPOBAHHAS cucreMa OpraHU3allMOHHO-
pacrops,ANTEIbHON JOKYMEHTAINH, IOKYMEHTOO00POT.

CoBOKYMHOCTH TpeOOBaHMI, HOPM, MPABUI IO COCTABJICHUIO M O(DOPMIICHUIO TOKYMEHTOB KaK
OCHOBA JICTIOTIPOU3BOJICTBA.

Tema 2. YHuduuupoBaHHass CUCTEMa OPraHU3ALMOHHO-PACHOPSAUTEIBLHON JTOKYMEHTAILIMU.
IOpuanueckas cuna JOKyMEHTOB.

I'OCT P 7.0.97-2016 «Cucrema cranmaproB 1o wuHpopManuu, OUOTUOTEYHOMY U
u3garenbckoMy Jeny. OpraHu3allMOHHO-paclopsauTenbHas JOKyMeHTauus. TpeOGoBaHus K
oopmiennto JokyMeHTOBY». COoCTaB PEeKBU3UTOB JOKYMEHTA, MpaBMiia X OQOPMIICHHS, B TOM
qyciae ¢ NPUMEHEHHEM HMH(OPMAIMOHHBIX TEXHOJOTHH; BHUIbl OJAHKOB, COCTaB PEKBU3UTOB
ONTAaHKOB, CXEMBI DPACIIONIOKEHHSI PEKBH3MTOB Ha JOKyMEHTE, OOpa3ibl OJAaHKOB; IpaBMIIa
CO3aHHS JOKYMEHTOB.

Tema 3. OpraHu3alMOHHO-PACTIOPSAIUTENbHBIC, WHPOPMAIIMOHHO-CIIPABOYHBIC JOKYMEHTHI,
JIOKyMEHTAIUS 110 JINYHOMY COCTaBY.

OCHOBHBIE TPYNIIBI U BHIBI OPraHU3aIIMOHHO-PACTIOPSAAUTEIIPHON JOKYMEHTAIUH:

- opraHu3anuoHHbIe (YyCTaB, TIOJIOXKEHUS, HWHCTPYKIMH, IITATHOE paclucaHue, IpaBuiia
BHYTPEHHETO TPYJOBOTO PACIIOPSIKA);

- pacniopsiAuTeNbHbIE (IOCTAHOBIICHUS, IPUKA3bl, YKa3aHUs, PACTIOPSKEHUS, PEILICHHUS );
CnpaBoyHO-MH(POPMAIIMOHHBIE W CIPABOYHO-aHATUTHYECCKUE (CIPABKH, TOKJIAIHBIC 3aIUCKH,
aKTbl, IPOTOKOJIBI);

- JOKyMEHTAIUsl 10 JUYHOMY COCTaBy (pe3rome, MpHUKas3bl MO JIMYHOMY COCTaBY, 3asBIICHUE,
TPYI0Bast KHUKKA, JTMYHASI KAPTOUKA COTPY/IHUKA, TIMYHOE JIETIO0).

Tema 4. JlenoBas nepenucka: Kiaccu(ukanus, CTPyYKTypa, CTaHAapTHBIE (hpa3bl U BHIPAKCHHUS.

JlenoBoe mucbMoO B ycioBUsX yHu(pukanuu. [IpaBuna odopmiieHust AeI0BOT0 mucbMa. Bujel
CJIy’K€OHBIX ITMCEM U UX KpaTKas XapaKTepUCTUKA. MexXyHapoJHbIE TUChMA.

Tema 5. KoppecnonaeHnus, cBA3aHHas C MPOBEACHUEM IMEPUOJUYECKUX MEPONPHUATHI Ha
NPEeANPUATUHN.

Opranu3aloOHHO-TEXHUYECKUE MEPOTIPUSATHUS IO MOJATOTOBKE U IPOBEJCHUIO COBELIAHMIA.
CtpykTypa IoKiIana u oT4era (Ha COBEIIaHUH, 3aCeIaHIH, KOH(EPECHIINN)

Tema 6. Opranuzanusi paboThl C JOKYMEHTaMHU (JOKYMEHTOOOOpOTa) Ha MPEANIPHUITHH.
[Monarue nokymenroobopora. Ilpuem u mepBuuHas oOpaboTka IOKyMeHTOB. PacmpeneneHue

NOCTYNUBIIMX JOKYMEHTOB. Peructpauus nokymeHtoB. OpraHuzanusi KOHTPOJSL HaJ
WCIIOTHEHUEM JOKYMEHTOB.



Tema 7. Cucrematusanus AOKyMeHTOB. OpraHuzanusi XpaHeHus JOKymMeHToB. HomeHknaTtypa
Jell.
CocraBneHne HOMEHKIATypsl Aei. PopmMupoBaHue €. XpaHeHHe JOKYMEHTOB.

Tema 8. PaboTa ¢ mokyMeHTaMu, COAEPKAIMMU KOH(PUICHIINAIBHBIC CBEICHHUS.
[Mopsimox paboThl mepcoHana ¢ KOH(DUIESHITMAIBHBIMI JOKYMEHTaMU. YYeT U XpaHeHHe /el C
KOH(i)I/I,I[eHIII/IaJ'II)HBIMI/I }IOKYMGHTaMH.

Tema 9. CoBpemeHHble cIOCOOBI cO3/aHUsl, OOpaOOTKM W TMepenayd JOKYMEHTOB B
JIeNIOTIPOU3BOICTBE Ha MPEIIPUATHH.

CHGHH&J’H/I?:I/IpOBaHHBIe ImporpaMmaI aBTOMaTHu3aluu CHUCTEMBbI JOKYMCHTHPOBAHUSA
yhnpaBleHYeCKOl  nesTenbHOCTH. Mcmonb3oBanue WHGOPMAMOHHBIX TEXHOJOTMHA  Kak
WHCTPYMEHTa TOBBIIIEHUS S(PQPEKTUBHOCTH (DYHKIMOHUPOBAHUS CHCTEMbI YIpPABIICHUS
JOKYMEHTaMU Ha NPEINPUATHH.

4.2. Cooepoicanue nadopamopHuix padoom.

4.3. Cooeporcanue npaKkmuuecKux 3aHAmMuI

Ne paznena
HanmeHnoBaHue NpakTUYECKUX 3aHATHN
(TeMbl) TUCIUIUINHBI

1 cemecmp (1 kypc)

1 OcHoBHbIE IOHSATHS  JAMCLMILIMHBI OCHOBHBIE HpO(l)eCCI/IOHaJ'ILHI)IG TCPMUHBI U OIPCACIICHUA B pa60Te C

«JloKyMeHTO06OPOT U | JTOKYMEHTaMH. Cocras HOPMaTHBHO-METOJMYECKOH 6a3b1
JIeTIONPOU3BOJICTBO. HopmatiBHO- | neonponsBoscTBa.

MeToMdecKas 6a3a AeNONpPOn3BO/ICTBA.

2. VYuuuuupoBaHHas cucTeMa CocTaB U pacroyioKEHHE PEKBU3UTOB, POpMyIIsip-o0pasell J0KyMEHTa,;
OpraHH3aLHOHHO-PACIOPS AN TENbHON TpeboBanus K odopmieHHIO PEKBU3UTOB JOKYMEHTOB;
noxymenTaiwu. KOpumdeckas cua [IpoexTupoBaHue NpoJOIBHOIO, YTIOBOIO OJIaHKA TOKYMEHTOB.
JOKYMEHTOB.

3.CocraryieHue U 0QpopMIIeHHE OCHOBHBIX | Pa3zpaboTka u ohopMIcHHE PACHOPSIUTEIBHBIX JOKYMEHTOB: IPHKA30B IO
BHJIOB OpraHU3allMOHHO- | OCHOBHOM J€ATENbHOCTH, PACIOPSLKEHUH, peIlieHUH, yKka3aHui.

pacnopsAnTeNbHON TOKyMEHTALUH.
PazpaboTka 1 opopMiIeHHEe OpraHU3alOHHBIX JOKYMEHTOB: YCTaB, MOJOXKEHHE,

mTaTHOE paclUCaHWe, TpaBWiia BHYTPEHHEro TPYAOBOTO  PaCIHOPSAKa,

HUHCTPYKIHU.

4.  .CocraBnenue u  odopmienue | Pa3paborka u odopmieHHe akrta, MPOTOKONA, MAOKIATHOH, OOBSICHHTEIbHON

OCHOBHBIX BUJIOB CIIPaBOYHO- | 3aIMCKH, CIIPaBKU.

MHPOPMAITOHHOM u CIPaBOYHO-

AHAIMTUYECKON IOKYMEHTALUU

5. JlokyMeHTarus o nuyHOMy | PazpaboTka M odopMiIeHHE IOKYMEHTOB IO JIHYHOMY COCTaBy: pE3IOMe,
COCTaBy. aBToOHOrpadus, XapaKTepUCTHKA, TIPUKa3bI 110 JIMYHOMY COCTaBY U Jp.

6. JlenoBas mepenmcka: kinaccuukanys, | [lenoBoe muCbMO B ycnoBHsAX yHu(uKanmu. [IpaBuima odopmieHUs eI0BOTO
CTPYKTypa, CTaHIapTHble (pa3sl U | mMCbMA. Buubsl Cciiy)keOHBIX IHMCEM M HMX KpaTKas XapaKTepUCTHKA.
BEIPAXKEHHUSI. MesxayHapoaHble IMCbMa.




Ne paznena
HanMenoBaHue MpakTUYECKUX 3aHATUN
(TeMBbI) UCITUTUTHHBI

7. Koppecnonaenuus, cBszaHHas ¢ | OpraHu3allMOHHO-TEXHUYECKUE MEPOIPUSATHSA IO IMOArOTOBKE M IIPOBEACHHIO
MIPOBEACHUEM HnepuognyecKux | cosemanuii. CTpykTypa [OKnaja M oOTdeTa (Ha COBCLIAHHHM, 3aCEJaHUM,
MEpONPUITHUI. KOH(EepEeHIHN)

8. Opranuszanus paboTsl ¢ JokyMeHTaMHu | CocTaBieHHE HOMEHKIATYphI Aei. PopMupoBaHue aed.
(okyMeHT0000pOTa) Ha IPEATIPUSITUH.

4.1 Kypcosasi pabora

He mpenycmotpeno

4.2 KypcoBoii mpoexkr

JlucuumuinHa He IpeayCMaTpUBaeT KypCOBOU MPOEKT.

4.3 CamocrosiTesibHas padora. KoHTpoJIb caMOCTOSATEILHOM PAdOTHI

Ha camocTosiTenbHy 0 paboTy CTy/IEHTa BEIHOCSTCS CJIEIYIONIUE TEMBI:

Tema 1. OcHOBHBIE OHATHS JOKYMEHTHPOBAHUS YIIPABICHYECKON 1€ATEIbHOCTH.

Tewma 2. OOuue u cnenuanbHble PYHKIIUU JOKYMEHTOB.

Tema 3 YHu(UUUpOBaHHAS CUCTEMa OPraHU3ALMOHHO-PACTIOPSANTEIbHON JOKYMEHTALUH.
IOpuanueckast cuna 10KyMEHTOB.

Tema 4. OpranuzanmoHHO-pacIOPAAUTENbHbIE, THPOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI,
JOKYMEHTaIUs 10 JUYHOMY COCTaBY.

Tema 5. JlenoBas nepenucka: Kiaccuukanus, CTPYKTypa, CTaHAApTHBIE (ppa3bl U BBIPAKEHHUSL.
MexnyHapoaHsle ACcbMa.

Tema 6. KoppecrnonaeHuus, cBsi3aHHas C NPOBEIEHUEM MEPUOANYECKUX MEpOIpPUATUH Ha
OPEIIPUITHH.

Tema 7. Opranuzanust paboThl C JOKYMEHTaMHU (JIOKyMEHTO000pOTa) Ha MPEANPHUITHH.

Tema 8. Cucremarusanust 1oKyMeHTOB. OpraHu3anusi XpaHeHHsI JOKyMEHTOB Ha NPEANPUATUH.
Tema 9. PaGoTa ¢ 1oKyMeHTaMHU, COAepKaLIMMH KOH(PHICHIIMAIbHbIC CBEICHMUS.

Tema 10. CoBpeMmeHHBIE CHOCOOBI CO3lIaHHs, OOpaOOTKM W Tepenayd JOKYMEHTOB Ha
HpEANPUATHH.

KoHTponb camocToaTebHON paboThl IPOBOAUTCS B XOZ€ MPaKTUYECKOW paboThl 00yydarouxcsl.

4.1.UHTepakTuBHbIE hOpMbl OOYyUYeHUs
B mpouecce ocBoeHuss JaHHOW y4eOHOM AMCUUIUIMHBI WHTEPAaKTUBHBIE  (OPMBI
HCIIOJIB3YIOTCA IpU HU3YUCHUU CIICAYIOIINUX TEM:

10



KoaunuectBo

Pa3nen (Tema) AMCHUIIHHBI 4acoB
O | 03 3
Tema 5. KoppecnoHneHImMs, cBf3aHHas C NPOBEJCHHEM IEPUOJAMYCCKUX MEpONpHATHH Ha | D
PEJUIPHUSITHH.
Tema 6. Opranuzaiusi paboThl ¢ JOKyMEHTaMH (I0KyMEHTO000pOTa) Ha MPEANPHUITHH. 2
HToro 4 0

5. @oHA OUEHOYHBIX CPEACTB [Js MNpPOBeJeHHUS IPOMEKYTOYHOH
arrecTalu 00y4aromuXcs M0 IMCHUIIMHE (MOTYJII0)

5.1. OnucaHue nokasaTtenen U KpuTepueB OLIEHUBaAHUS KOMMETEeHUUN,
onucaHue LKan oLueHnBaHus

IToxa3zaTean
OLlCHUBAHHS

OnucaHue nmokasaress

Onenka «OTINYHO»
(3auTeHo)

OOyuaeMblii  TEMOHCTPUPYET  CIOCOOHOCTh K  IOJIHOM  CaMOCTOSITENIbHOCTH
(momyckaroTCs KOHCYJIBTAIlMK C MPEMoaaBaTesieM 0 COMYTCTBYIOIIUM BOIPOCaM) B
BBIOOpe croco0a pelieHns HEM3BECTHBIX WM HECTaHIAPTHBIX 3aJaHUd  C
UCIOJh30BAHUCM 3HAHWW, YMEHUI M HaBBIKOB, MOJIYUYCHHBIX B XOJ€ IMPOBEACHUS
OCBOCHMSI JIMCUUIUIMHBI, CJICIYyeT CYUTATh KOMIICTCHIUIO C()OpMUPOBaHHON Ha
BEICOKOM ypoBHe. [IprucyTcTBHE CPOPMUPOBAHHON KOMIIETCHIIMU Ha BHICOKOM YPOBHE
03HAYaeT CIIOCOOHOCTh CTYACHTa K €€ JajbHEHIIEMYy CaMOpPa3BHTHIO W BBICOKOM
aJanTUBHOCTH  NPAKTHYECKOTO  MPUMEHEHHS K  U3MEHSIOIUMCS  YCJIOBHSAM
podeCCHOHANBHOM 3a/1auH.

O1eHKa «XOpOIIOo»
(3a4TeHo)

OOyuaeMblii JEMOHCTPHUPYET CaMOCTOSTENbHOE TPUMEHEHWE 3HAHWM, YMEHUH H
HaBBIKOB IIpU PCIICHUHN 3aHaHHﬁ, AHAJIOTUYHBIX TEM, KOTOPBIC MNPEAOCTABJIAI
NpenoAaBaTeb MpHU MOTEHIHAIBHOM (POPMHUPOBAHMHM KOMIIETEHIIMH, MOATBEPKIACT
HaMnYre CcHOPMUPOBAHHON KOMIIETEHIIMM, MpHYeM Ha Oojiee BBICOKOM YPOBHE.
Hanuuue chOPMHPOBAHHOW  KOMIICTCHIIMA  HA  TOBBIIICHHOM  YPOBHE
CaMOCTOSITEIILHOCTH CO CTOPOHBI 00y4aeMOro MpH e¢ MPAaKTUICCKOH IEMOHCTPAINH B
XO0Jle peUIeHMs] aHAJOTMYHBIX 3aJaHuil CJIelyeT OIEHMBATh KaK IMOJOXHUTEIbHOE U
YCTOHYHBO 3aKpEIUICHHOE B MPAKTHYCCKOM HaBBIKE.

Onenka
«Y/IOBJIETBOPHUTEIHEHO)
(3adreHo)

OO0y4aeMblii IEMOHCTPHUPYET CaMOCTOSATEIEHOCTh B MPUMCHCHUM 3HAHWW, YMEHUH U
HABBIKOB K PCIICHHUIO YYCOHBIX 3aJaHUN B TIOJIHOM COOTBETCTBUH C OOpa3IoM,
JNAHHBIM TIpenojaBareieM, IO 3aJaHusM, pPEIICHHEe KOTOPBIX OBLIO IOKa3aHO
Mpero1aBaTelieM, CIeyeT CUATATh, YTO KOMIIETCHIIUS C(OPMIPOBAHA, HO €€ YPOBEHb
HEJIOCTaTOYHO  BBICOK. [IOCKOJBKY  BBISIBIIEHO  Hamuune CQOPMHUPOBAHHOH
KOMIICTEHIIHH, €€ CICAyeT OIICHUBATh MOJIOKUTEIFHO, HO Ha HU3KOM YPOBHE.

Orenka
«HEYJIOBJIETBOPUTEIHLHOY
(He 3auTeHO)

OO0y4aeMbIii HE CIOCOOEH CaMOCTOSATENBHO TNPOISMOHCTPHPOBATh HAIMYHE 3HAHUH
IpU pELICHUH 3aJaHMil, KOTOpble OBUIM NpeICTaBIEHBI IperofaBaTelieM BMeCTe ¢
00pa3moM X penieHHs, OTCYTCTBHE CAMOCTOATEIBHOCTH B NPUMEHEHHHM YMEHHS K
UCIIOJIb30BaHHIO METOOB IPOBENICHUS MIPEe/i- JTUIUIOMHOM MPAKTUKH U HECTIOCOOHOCTD
CaMOCTOATEIBHO IPOSABUTH HABBIK IOBTOPCHUA PCIICHUA MOCTaBJICHHOM 3aJa4yu I10
CTaHJIApTHOMY 00paslly CBHUAETENbCIBYIOT 00 OTCYTICTBUH C(HOPMHPOBAHHOM
KOMITETEHIIHY.
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5.2. TunoBble KOHTPOJIbHbIE 3a4aHUA UITN UHbIEe MaTepuanbl, Heo6xoaumble
ONA OUeHKU 3HaHUW, YMEHUM U (UNKM) HaBbIKOB, XapaKTepu3yroLwmx
atanbl (opMUPOBAHMA KOMMETEHUMW B npouecce OCBOEHUA
obGpa3oBaTenbHOMU NporpamMmbl

Ilpumep kauecmeenuvix 6onpocog:. Jlenonpou3BOACTBO — ITO: a) OTPACib JAEATEIbHOCTH,
KOTOpass He o0ecneurBaeT MIOKYMEHTHUPOBAHHWE U OpraHu3aluio paboTel ¢  O(QHUCHBIMU
JIOKyMeHTaMu; 0) OTpacib [eATeIbHOCTH, KOTOpas oOecreurnBaeT IOKyYMEHTHpPOBaHHE U
opraHu3anuio paboTel ¢ 0GUCHBIMU JOKYMEHTaMu; B) cdepa AESITeIbHOCTH MO 00ECIeYeHHUIO
opranu3anuu 0(UCHBIMUA JOKYMEHTaMU

3aoanue: I[aﬁTe CpaBHI/ITeJ'ILHHﬁ aHaJln3 onpe,ueneHHﬁ ONpeaAMCETHOI'O IOJIA ACJIONMPOU3BOACTBA
M0 JOCTYIIHBIM Bam y‘—IC6HI/IKaM 1 HCTOYHHUKaM.

3amanne: Omnpenenure MNPEUMYNIECTBA M HEJAOCTATKA aBTOMATHU3AIMH JTOKYMEHTAIIMOHHOTO
obecrieueHus yIpaBICHUS

5.3. MepeyeHb BONPOCOB Afis UTOFOBOIro KOHTPOSA MO AUCUUNIIUHE

1. OcHOBHBIE IOHATHUS JOKYMEHTHUPOBAHUS yIPABICHUYECKON AESITETLHOCTH.
2. OcHOBHBIE ITpo(heccroHaIbHbIE TEPMHUHBI U OIIPEIEIeHHS] B pad0Te C TOKyMEHTAMHU.
3. OyHKIMH, KIacCuPUKALUI JOKYMEHTOB.
4. HopmatuBHO-1IpaBoBasi 6a3a JJOKyMEHTHUPOBAHUSI YIIPABIEHYECKON e TEIbHOCTH.
5. VaudunupoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.
IOpuanueckast cuna 10KyMEHTOB.
6. Crpykrypa, coaepxkanne ['OCT P 7.0.97-2016 «Cuctema cranaapToB mo uHGOpMALINH,
OMOIMOTEYHOMY M M3JATeNbCKOMY Jeiny. OpraHu3allMOHHO-PACTIOPSAUTENbHAS JOKYMEHTAIIHS.
TpeGoBanust kK 0HOPMIEHUIO JOKYMEHTOBY.
7. OCHOBHBIE TPYIIIIBI U BUJIbl OPraHU3aLMOHHO-PACIOPAIUTENILHON TOKyMEHTALUU:
OpraHu3aloHHble (yCTaB, TMOJOXEHHsS, WHCTPYKLUMHU, INTATHOE paclucaHue, MpaBHiia
BHYTPEHHEr0 TPYJOBOIO pacHopsaKa); pacHopsAUTeNbHble (TIOCTAHOBJICHUS, MPUKA3bI,
yKa3aHUs, PACTIOPSKEHUs, PELICHHS ).
8. CripaBOYHO-UH(POPMALIUOHHBIE U CITPABOYHO-AaHATUTHYECKUE (CTIPABKH, TOKJIAIHBIC 3aIMKHCKH,
aKThI, IPOTOKOJIBI).
9. JloxymeHTauus 1o JUYHOMY COCTaBy (pe3toMe, MPHUKa3bl 110 JUYHOMY COCTaBy, 3asiBICHUE,
TPYJOBasi KHIDKKA, TMYHASA KAPTOUKA COTPYIHUKA, TMYHOE JIENO).
10. [lenoBoe nucbMo B ycnoBuax yHUHKamu. [IpaBuia opopmieHuns 1e10BOro nuchbma.
Bunel cinykeOHbIX HceM. MeXyHapoIHbIe TUChMA.
11. Koppecnonnaenuus, cBi3aHHas ¢ IPOBEACHUEM MIEPUOJUUYECKUX MEPONIPUITUN Ha
npennpustui. OpraHu3allnOHHO-TEXHUYECKHUE MEPOTIPUATHUS IO TOATOTOBKE U MPOBEIACHHUIO
copemanuii. CTpyKTypa J0KJIaaa U oT4eTa (Ha COBEIIaHUH, 3acelaHUuM, KOH(DEePEHITHIH).
12. Tlonsitue nokymeHntoobopota. [Ipuem u nepsuunHast 06paboTKa JOKYMEHTOB.
Pacrnipenenenue nocTynuBImux JT0KyMeHTOB. Perucrpamnus nokymeHToB. Opranusanusi KOHTPOJIs
3a UCIIOJIHEHUEM JIOKYMEHTOB.
13. CucremaTtuszanus 1oKyMeHTOB. Opranu3anus XpaHeHUs TOKyMEHTOB Ha IPEIIPUITHH.
14. CocraBnenne HoMeHKIaTypbl pAen. dopmupoBanue paen. XpaHEHHE JIOKYMEHTOB Ha
NpEANPUITHH.
15. PaboTa ¢ nokyMeHTaMu, cofepxKaluMu KOH(GUICHIIMATbHbIE CBEICHHUS HA MPEATNPUITHH.
16. CoBpeMeHHbIe CcIIOCOOBI  co3/laHUsi, OOpPaOOTKM ©  Tepefayd  JOKYMEHTOB B
JIEIIONPOU3BOJICTBE HA MPEANPHUSITHH.

12



17. Hcnonp3oBaHue HHOOPMAIIMOHHBIX TEXHOJOTHH KAaK MHCTPYMEHTa IOBBILICHHUS
3¢ dexTUBHOCTH GYHKIIMOHUPOBAHUS CUCTEMBI YIPABICHUS TOKyMEHTAMH Ha TPEIIPUITHH.

5.4. MeToau4yeckue pekomMeHOaUuM K NpoBeAeHUI0 UTOrOBOro KOHTpons no
AUCLUUNuHe

Ha uToroBelii KOHTPOJb BBIHOCUTCS YYEOHBIH MaTepuai, pacCMOTPEHHBIM Ha JIEKIMOHHBIX U
INPAKTUUECKUX 3aHATHUSIX, a TAKKE TEMbl, KOTOPbIE ObUIM MPEIOKEHBI JUIsI CAMOCTOSITEIIBHOTO
W3Y4YECHUS.

DopMOH NPOBEIEHNS UTOTOBOIO KOHTPOJIA M0 JAHHOW AMCLUIUIMHE SIBJIAETCS 3a4€T C OLEHKOM,
KOTOPBIA TMPOBOJUTCS IO HWTOTaM BBIINOJHEHHBIX W IPEACTABICHHBIX Ha IPOBEPKY
IPENoAaBaTeNl0o MPAaKTUUYEeCKUX padoT B o0beMe, MPEeIyCMOTPEHHOM paboueil mporpamMmoit
JTUCIUIUIMHBL, C 00s13aTebHBIM UTOTOBBIM cobecenoBanueM. O (popme mpoBeneHuss UTOTOBOTO
KOHTPOJISL CTYIEHTHI JOJKHBI OBITH OMOBEIIEHBI 3a0J1arOBPEMEHHO.

6. IlepeyeHb OCHOBHOW M [JONOJHHUTEJIBLHONH Y4YeOHOH JUTEpaTyphl,
He00X0AMMOii 11l OCBOCHUS JUCHUIIMHBI (MOIYJIA)

6.1 OcHoBHas y4yeOHas1 IUTEpPATYpa

1. AGynamze, [I. I'. JlokymeHTanMoHHOE 00eCTieYeHHEe YIPABICHUS IEPCOHATIOM | YYEOHHUK
U TIPaKTUKYM ISl cpeaHero npodeccrnonansHoro odpazosanus / JI. I'. Abynanze, . b.
Brempsokkuna, B. M. MacnoBa. — 3-e u3n., nepepad. u non. — Mocksa : M3garenscTBo
FOpaiit, 2025. — 374 c¢. — (Ilpodeccunonansuoe obpazoBanue). — ISBN 978-5-534-
16657-6. — Tekcr : snexTpoHHbIN // OOpa3oBarenbHas miatdopma FOpaiit [calfT]. —
URL.: https://urait.ru/bcode/562146

2. AnexkceeBa, T. B. JlokymeHTannonnoe obecneueHue ympasieHus : yuebuuk / T. B.
AunekceeBa, O. A. CtpaxoB. — Mocksa : YauBepcutet «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — TekcT : 351eKTpOHHBIN // DIEKTPOHHBIN pecypc HuppOoBOii
obpaszoBarenbHoit  cpeast CIIO  PROFoGpaszoBanmme : [caiit]. —  URL:
https://profspo.ru/books/101344. — Pexxum noctymna: aas aBTOpU3HP. MOJIb30BaTENCH

3. bynnuk, P. A. IIpaBoBoe perynnpoBaHue AJIEKTPOHHOTO JOKYMEHTOOO0OpOTa : YUCOHHK
st By3oB / P. A. bynnuk ; non penakumeir M. A. @enotoBa. — 4-¢ u3l., nepepad. u
non. — Mocksa : U3narensctBo FOpaiit, 2025. — 68 ¢. — (Bricmiee obpazoBanue). —
ISBN 978-5-534-19293-3. — Tekcr : anexTpoHHbI // OOpa3zoBarenbHas miaaTdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/580608.

4. JloxymeHTaunoHHoe oOecrieyeHue ymnpasieHus. CoctaBieHue U 0pOpMIICHHE JETOBbIX
JOKyMeHTOB : yuebHoe nocobue g CIIO / cocraBurenu E. U. bammakosa. — 2-e u3g.
— CaparoB, Mocksa : [IpodobpazoBanue, At [Iu Ap Menua, 2024. — 144 c. — ISBN
978-5-4488-2168-4, 978-5-4497-3412-9. — TekcT : 3JIEKTPOHHBIN // DIEKTPOHHBIN
pecypc mudposoii obpazoBatenbHoil cpeapl CIIO PROFo6pa3zoBanue : [caiit]. — URL:
https://profspo.ru/books/142218. — Pexxum goctyna: Ajiss aBTOPU3HP. TIOJIb30BATENICH

5. Hoponuna, JI. A. OpraHuzanus ¥ TEXHOJOTHS JOKYMEHTALMOHHOTO OOecreyeHHs
yHpaBieHus : y4eOHUK U npakTukyM Juist By30B / JI. A. Jloponuna, B. C. UputukoBa. —
2-e u3n., nmepepad. u gon. — MockBa : M3natensctBo IOpaiit, 2025. — 270 c. —
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10.

11.

12.

13.

14.

15.

16.

17.

(Beiciee obpazoBanue). — ISBN 978-5-534-16016-1. — Tekct : 3meKTpOHHBINA //
O6pazoBarenpHas wiatdopma FOpaitt [caiit]. — URL: https://urait.ru/bcode/560116.
3acnasckas, E. A. JlokyMeHTHpOBaHUE YIIPaBICHUYECKOM EATENBHOCTH : TPakTUKyM / E.
A. 3acnasckad. - Omck : UzparensctBo UII [llenynuBuenko A. B., 2024. - 96 c. - ISBN
978-5-6051009-5-9. - TekcT : HEMOCPEICTBEHHBIM.

3acmaBckas, E. A. JIokyMeHTOOOOPOT U IETOMPOU3BOJICTBO : yueOHoe mocooue / E. A.
3acnasckas. - Upkyrck : OOO "Meranpunt”, 2019. - 120 c. : tabn. - ISBN 978-5-
907095-86-1 : 182.66 p., 182.76 p. - Tekct : HEMOCPEACTBEHHBIMN.

HBanosa, A. FO. Pycckuii s3bIK B 1€JI0BOM JOKYMEHTAIMH : y4eOHUK 1711 By30B / A. 1O.
HBanoBa. — 3-e u31., mepepad. u norn. — Mocksa : U3parensctBo IOpaiit, 2025. — 129
c. — (Bsicmiee obpazoBanue). — ISBN 978-5-534-20345-5. — TekcT : 2IeKTPOHHBIHN //
O6pazoBarenpHas mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948.
KazakeBuu, T. A. [lokymeHTOBeneHue. JIOKyMEHTAIlMOHHBIH CEpBHC : YYEOHUK H
npaktukyM ais By3oB / T. A. KazakeBuu, A. . Tkanuu. — 2-e u3a., ucnp. u A0OM. —
Mocksa : UznatenbctBo FOpaiit, 2025. — 167 ¢. — (Bsicmiee o6pazoBanue). — ISBN
978-5-534-06273-1. — TexcT : anexktpoHHbIil // Obpa3zoBatenbHas iardgopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/562369.

Konprmkuna, T. b. JlenoBbie KOMMYHUKAITUH, TOKYMEHTOOOOPOT U JIEJIOMPOU3BOJICTBO :
yuebHuk juig By3oB / T. b. Koneimkuna, M. B. lllyctuna. — 3-e u3a., ucop. ¥ 1o0m. —
Mocksa : UznarensctBo FOpaiit, 2025. — 145 c¢. — (Bwicmee obpazoBanue). — ISBN
978-5-534-14216-7. — Texkcr : anextpoHHbI // OOpa3oBatenbHas miatgopma HOpaiit
[caiit]. — URL: https://urait.ru/bcode/562162.

Kopuees, 1. K. [lenoBas koppecnionaeHuus : yueOHuk 1i1s1 By3oB / M. K. Kopnees, A. B.

[Mmenko, B. A. Mamypue. — 3-e uza., nepepad. u non. — Mocksa : M3naTenbcTBo
Opaiit, 2025. — 71 c. — (Beicuiee obOpazoBanue). — ISBN 978-5-534-18510-2. —
Texcr : snextponnsiii // OOpasoBarenbHas mmiatdgopma FOpait [caiit]. — URL:

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

Kysnenos, . H. Benenue nenoBoii TOKyMEHTalMK : YY€OHUK U MPAKTUKYM IS By30B /
. H. Ky3nenos. — 4-e u3zf., nepepa0. u non. — Mocksa : U3natensctBo KOpaiir, 2025.
— 259 ¢. — (Bricmee obOpaszoBanmue). — ISBN 978-5-534-17003-0. — Teker :
eKkTpoHHBIH  //  OOpaszoBarenbHas 1uatdpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/568570.

Ky3znenos, M. H. [lenoBas mepenucka : yuyeOHHMK M HpakTUkyMm s By3oB / M. H.

KysnenoB. — 4-e u3n., nepepad. u mpon. — Mocksa : UznarensctBo HOpaiit, 2025. —
139 ¢. — (Boicmiee o6pazoBanue). — ISBN 978-5-534-17002-3. — Tekcr
anekTpoHHBI // OOpasoBatenbHas miatdopma IOpaiit [caiit]. —  URL:

https://urait.ru/bcode/568569.
Kysunenos, . H. JlokymeHTannonHoe obecrieueHre ynpasiaeHus. JJOKyMeHTO000pOT u

JEIONPOU3BOACTBO : Y4eOHUK M mpakTukyMm s By3oB / U. H. Ky3nenoB. — 5-e u3n.,
nepepad. u gon. — Mocksa : UznatensctBo IOpaiit, 2025. — 545 c¢. — (Bricuee
oOpazoBanmne). — ISBN 978-5-534-20027-0. — Tekct : OIEKTPOHHBIA //
Oo6pazoBarenbHas miaTdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/581143.
[TaBnoBa, P. C. AnmunucrpatuBHoe nenonpousBojctso / P. C. ITaBmoBa. — CaHKT-
[TerepObypr : Jlamp, 2022. — 304 c. — ISBN 978-5-8114-9927-4. — Tekcr :
9NeKTpoHHBIN //  Jlanb @  2IeKTpoHHO-OmOmuoteuHas  cuctema. —  URL:
https://e.lanbook.com/book/247355. — Pexxum foctyma: st aBTOpH3. IMOJIB30BATEICH.
[TaBnoBa, P. C. Kondunennuansnoe aemnornpousBoiactso / P. C. IlaBioBa. — CaHKT-
[Terepoypr : Jlamp, 2022. — 380 c. — ISBN 978-5-507-44694-0. — Tekcr :
INeKTpoHHBIN //  Jlanb @  2NeKTpOHHO-OmMOmuoteyHas  cuctema. —  URL:

https://e.lanbook.com/book/266795. — Pexxum fgoctyma: 1uisi aBTOpH3. IMOJIB30BATEICH.
[ToroB, C. JI. J[lenonmpou3BOACTBO U CeKpeTapckas paboTa Ha TMEPCOHAIBHOM
xkommbrotepe / C. JI. [TomoB. — Mocksa : COJIOH-IIpecc, 2021. — 424 ¢. — ISBN 978-
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5-91359-109-8. — Tekct : DIEKTPOHHBIM // ONEKTPOHHBIA pecypc LUPPOBOH
obpaszoBarensHoit  cpeast CIIO  PROFoGpazoBamme :  [caiit]. —  URL:
https://profspo.ru/books/142018. — Pexxum goctyma: st aBTOpU3UP. TOTB30BaTENCH

18. IllyBanosa, H. H. OcHoBBI Aenonpon3BoacTBa. SA3bIK CIy:K€OHOTO TOKYMEHTA : yUeOHUK
s By3oB / H. H. IllysamoBa, A. lO. lBanoBa ; mox oOmei pemakumeit H. H.
[llyBamoBoit. — 3-e u3x., mepepad. u gon. — Mocksa : M3narensctBo IOpaiit, 2025. —
355 c¢. — (Bricmiee oOpazoBanue). — ISBN 978-5-534-20343-1. — Tekct
anexkTpoHHbld // OOpasoBarenbHast mmatdopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/560174.

19. llyBanoBa, H. H. Opranuzanmust u TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOecredeHus
ynpasienus : yuyeOnuk s By3os / H. H. llyBanoBa. — 3-e u3a., nepepad. u gom. —
Mocksa : U3narensctBo FOpaiit, 2025. — 234 c¢. — (Bwicmee obpazoBanue). — ISBN
978-5-534-20347-9. — Tekcr : anextpoHHbIN // OOpa3oBatensHas miargopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/561048.

6.2 /lomosiHuTeIbHAS YUueOHasl JJUTEepaTypa
1. BacunweBa, U. H. Opranu3zanus 1e10npou3BOICTBA U NIEPCOHATbHBIA MEHEIKMEHT
[Teker] : yue6. mocobue / W. H. Bacunbes, 3. B. Octposckuii, 1. FO. FOpTtaes. - 3-¢
3. - M. : By3osckuit yueonuk, 2009. - 320 c.
2. 3acnasckas, E. A.JlokymMeHTHpOBaHUE YINpaBIEHUECKON AesTenbHOCTH [Tekcr] :
METOJl. YKa3aHUs ]IS BBITIOJHEHUS TMPakT. U KOHTp. padot ¢ / E. A. 3acnmaBckas. -
Owmck : Upteiuckuit punuan HUABT, 2008. - 30 c. : puc.
3. 3acnaBckas, E. A. JIokyMeHTUpOBaHUE YIPaBICHUECKON AeATEIbHOCTH [TeKcT] :
yueb. nocobue / E. A. 3acnasckas. - Omck : OMBT, 2010. - 115 c.
4. 3acnasckas, E. A. JlokymMeHTHpOBaHHE YIpaBIeHUYECKOU neaTesbHoCTH [Tekcr] :
npaktukyM / E. A. 3acnasckas. - Omck : OUBT, 2016. - 55 c. :
5. Kopuees, U. K. JlokyMeHTHpOBaHUE YNPABICHYECKOU ACATEILHOCTH + TECTHI B
OBC : yueOHHK M MPaKTUKYM Ui akageMmudeckoro 6akanaspuata / M. K. Kopuees, A.
B. ITmenko, B. A. Mamypues. — 2-e u3f., nepepad. u gom. — M. : M3gaTenbCcTBO
FOpaiir, 2018. — 384 c.
6.KysneioB M. H. JlokyMeHTanmnoHHOe  OO€CIEUeHHE  YIpaBICHUS WU
JIeTIOTIPOU3BOACTBO [DNIeKTPOHHBIN pecypc]: yueOHuk s OakanaBpoB /Ky3HenoB
Urops Huxonaesuy; 1. H. Ky3nenos. - M.: FOpaiir, 2012

7. IlepeueHb pecypcoB HHGPOPMAIUOHHO-TEJIEKOMMYHUMKANIMOHHOH ceTH ''UHTepHer"
(nanee - cerp "UnTEpHET'), HEOOXOAUMBIX JJI1 OCBOEHMSI JUCHMILIMHBI (MOXYJIS)

1.http://archives.ru

8. IlepeueHb WHPOPMANMOHHBIX TEXHOJOTMH, HCHOJb3yeMbIX IPH OCYIIECTBJIECHUHU
0o0pa3oBaTeILHOIO TMpolecca N0 JUCUMILVIMHE (MOAYJII0), BKJKYasi MNepevyeHb
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NPOrPAaMMHOI0 ofOecne4yeHUs1 W HWHPOPMALMOHHBLIX CIPABOYHBLIX CcHCTeM (IpH
He00X0IUMOCTH)

1.Cucrema nipaBoBoit moaepkku «KoHCymbTaHT-TUTIOCY, «["apanT»

9. Onucanume MaTepUAJbHO-TEXHHYECKON 0a3bl,

HEo0X0aAuMOM ISl

OCYIIECTBJICHHSI 00Pa30BaTEJILHOI0 Mpoliecca Mo JMCHUILIHHE (MOIYJII0)

JoxymeHTHpOBaHME
YIPaBJIEHYECKOU
JeATeIbHOCTU

YueOHas ayauTopus A MPOBEICHUS 3aHATHI
JICKIIHOHHOTO THIIA: T0cKa yuebHas He MeHee - |
HIT., HA0OPBI AEMOHCTPALMOHHOTO 000PYIOBaHHS U
y4eOHO-HATIIAAHBIX TIOCOOHI, CTeH/IbI, IIIAKATHI,
PEIPOIYKIIMHU, SKPaH Ui MyJIbTAMEINA
MPOEKTOPA, IPOCKTOP, IMPE3CHTAMOHHBIC
MaTepHalbl, CTOJI He MeHee— 35 TIT., CTyJ He
MeHee— 68 mmT.

Owmckast 06macts, r. OMck, yi1. MBana
AnexkceeBa, oM 2 (NeNe 45, 46 Ha TO3TaXKHOM
wiane (111), 5 satax)

VYueOHast ayJuTOpHs JJIsl IPOBEJCHUS 3aHATHI
CEMHHAPCKOTo TUIIA: JIOCKa y4eOHas He MeHee - 1
HIT., 3KpaH U1 MYJbTUMeIua IPOEKTopa, CTOJI He
MeHee— 13 mit., cTyn He MeHee— 25 T.

Owmckas o6nacts, r. OMck, yi. MBana
Anexkceena, oM 2 (NeNe 63, 64 Ha TO3TAXKHOM
rtane (11I1), 4 aTax)

Y4eOHast ay TUTOpUS JJIs1 IPOBEICHHUSI TPYIITIOBBIX H
WH/IMBHyaJIbHBIX KOHCYJIbTALIUI: JOCKa ydeOHast
HC MCHEC - 1 mT., 31<paH JJIA MyJ'II)TI/IMe[[I/Ia
MPOEKTOPa, CTON He MeHee— 13 mT., CTyn He
MeHee— 25 IIT.

Owmckas o6macte, r. OMck, yi1. iBana
Anexceena, oM 2 (NeNe 63, 64 Ha TOSTaKHOM
wane (111), 4 stax)

[Tomemenune it caMOCTOSITENBEHON paboThI:
KOMITBIOTEPHAs! TEXHUKA, ONlepalliOHHast CHCTEMa
Windows, maker nporpamm Microsoft Office, CIIC
Koncynprant [IJIFOC, TAPAHT, HaGopEI
JIEMOHCTPAMOHHOTO 000pYI0BaHUS U yIeOHO-
HATJISTHBIX TIOCOOMIA, CTeHABI, TUTaKaThl, yaeOHO-
HAarJIAHBIE TIOCOOUS], PENPOLYKIIUH, KPaH JUIs
MYJIbTUMENA IPOEKTOPA, IPE3CHTALINOHHBIC
MaTepHabl, CTOJI He MeHee — 43 IIT., CTyJ He
MeHee — 48 mT.

Owmckas o6macth, r. OMcK, yi. iBana
Anexceesa, oM 2(NeNe 52, 53,54,55 Ha
noaTakHoM 1iane (111), 3 aTax)

VYueOHast ayJUTOpHS JJIs IPOBECHUS TEKYIIET0
KOHTPOJISL M IPOMEIKYTOUHOU aTTECTAllUU: JJOCKA
y4eOHas He MeHee - | 1mT., HabopsI
JIEMOHCTPAIIMOHHOTO 000PYIOBaHUS U YICOHO-
HAIJISAHBIX TOCOOUM, CTEH/IbI, JIAKATHL,
PENPOAYKIIMH, IKPAH Il MYJIbTUMEIHNA
MIPOEKTOPA, MPOEKTOP, MPE3CHTAIUOHHbIC
MaTepHalibl, CTOJ He MeHee— 35 WIT., CTyJ He
MeHee— 68 miT.

Owmckas o6nacth, r. OMck, yi. MiBana
AnexkceeBa, tom 2 (NeNe 45, 46 Ha TO3TaXKHOM
mwiane (11I1), 5 atax)

16




