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PaGouast mporpamMma y4eOHON TUCITUTIIMHBI pa3padoTaHa Ha OCHOBE:

1. ®denepanbHOTO  TOCYNApCTBEHHOTO  O0pa3oBaTeIbHOTO  CTAaHAApPTa  CPEIHETrO
npodeccnoHaTbHOTO 00pazoBanus 1o crenuanbHOCTH 38.02.03 «OnepannoHHas 1eaTeIbHOCTh
B JIOTUCTHKE» yTBepxKaAeHHOTO «21» anpens 2022 r., peructpanimoHHbiii Homep Ne 257,

2. VYyeonoro miana [IIICC3 no crenmnansaocTu 38.02.03 «OnepanronHas AesITCIIBHOCTD B

JIOTUCTHKE», yTBepkaeHHOro YueHblM coBeroM HITIY um. K. Mununa «14» auBaps 2025 r.,
npoToKoa Ne 5..

Pa3patGoTrumk:

K.ILH., TOIeHT Kadenpsl « THHOBaIlMOHHBIE TEXHOJIOTHU MeHeKMeHTay Kasnadeea C.H.

IkcenepT(bl): Jupexrop OO0 «Meruskomiiekr» OBunHHUKOB C.M.

[IporpamMma omoOpeHa Ha 3aceqaHuM Kadeapbl WHHOBAIMOHHBIX TEXHOJIOTHMH MEHEIKMEHTA
npotokoi Ne 1 ot 28.08.2024 rona.
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1. OGmas xapakreprcTuka pabodel mporpaMMbl y4eOHON TUCIUILITHHBI
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4. KOHTpPOJIb U OLIEHKA Pe3yJIbTaTOB OCBOCHHUS yUeOHOM JUCIUTUIMHBI

[Tpunoxxenue 1. @OHJ OLIEHOYHBIX CPEICTB

CTp.
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1. Oo0mas xapakrepucTuka padoueil mporpaMMbl y4e0OHOM JUCHMIIIIHHBI
JIoKyMeHTallnOHHOe o0ecneYyeHne ynpaBJeHus!

11 Mecto nucunniaunbl B cTpykrype IHIICC3

Hucuunnuna  «/lokymeHTallmoHHOE  OO€CleUeHHe  YNpaBICHUS»  OTHOCHUTCS K
oOmenpodecCHoOHAIBHBIM JUCITUIIIHHAM TTpodeccronanbHoro yueonoro nukia [ITIICC3.

Jliisa ee u3yudeHUs: CTyJEHTaM HEOOXOIUMBI 3HAHUS MO NUCHUIUIMHE «Pycckuil s3bIK U
KyJbTypa peum».

1.2. IIe.m: H INIAHUPYEMBI PE3YJIbTATbI OCBOCHUS NUCHUIIINHBI

Heab: O3HaAKOMJIEHUE CTYACHTOB C TEOPETUYECKHMMH M MPaKTUYECKMMH OCHOBaMU
JOKYMEHTAIlMOHHOTO O0ECIeueHusl YIPaBICHUECKON IeATeIbHOCTH KaK OTPACc/Id YeI0BEUYEeCKON
JEATETLHOCTH 1O pa3paboTke W OPOpMIICHUIO O(UIMAIBHBIX JIOKYMEHTOB, OPTaHH3aLUU UX
JBUKCHHS Y4eTa U XpaHEHUSI.

JIOCTHIKEHUIO MOCTABICHHOM 11€1M CLIOCOOCTBYET pellIeHUEe CIEIYIOIUX 3a0ay.
- U3y4eHue QyHIaMEHTAIbHBIX TEOPETHYECKUX 3HAHHI B 00J1aCTH JOKYMEHTAIIHOHHOTO

oOecrnieueHus ynpaBieHus,

- TMpUOOpETeHHE HAaBHIKOB pabOTHI MO COCTaBICHHIO M O(GOPMIICHUIO JOKYMEHTOB B
OopraHu3alnuru, UCIIOJIb3Yys I/IH(i)OpMaIII/IOHHI)IC TCXHOJIOTUH,

- IpUOOPETEHNE HABBIKOB 10 OCYIIECTBICHHIO XPAaHEHUS U TIOMCKA JOKYMEHTOB.

B pesynbrare ocBoeHus yueOHON AUCHUIUIMHBI 00YYarOIUICS TOJDKEH yMents:

- 0OpMIIATH JOKYMEHTAIMI0 B COOTBETCTBUM C HOPMAaTHBHOM 0a30H, B T.4. UCHOJb3Ys
UH(POPMAaLIMOHHbIE TEXHOJIOTHH;

- YHU(UIUPOBATh CUCTEMBI IOKYMEHTAIINH;

- OCYILIECTBIIATh XpaHEHUE U MOUCK JOKYMEHTOB;

- OCYIIECTBJIATh aBTOMAaTH3aL1I0 00pabOTKU JOKYMEHTOB;

- HCIIOJIb30BAaTh  TEJIIEKOMMYHHMKAI[MOHHbIE  TEXHOJOTMM B  DJIEKTPOHHOM
JOKyMEHTOOOOPOTE.

B pe3ynbrare ocBoeHUs y4eOHON AUCHUILINHBI O0YYaIOIUICS JOIKEH 3HAMb .
- IOHATHE, LIEJH, 3a1a4 U IPUHLIUIIBI 1€JI0NPOU3BO/ICTBA;

- OCHOBHBIE TIOHATHUS JOKYMEHTAIIHOHHOTO 00eCTIeueHUs YIIPaBICHNUS;

- CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCreYeHNs YIpaBICHUS;

- KIaccuUKAIUIO JOKYMEHTOB;

- TpeOOBaHUS K COCTABIICHUIO U 0O(DOPMIICHHUIO JOKYMEHTOB;

- OPTaHMU3aIUI0 TOKYMEHTO000pOTa: MprueM, 00paboTKa, perucTparus, KOHTPOIb,
- XpaHEeHHE JOKYMEHTOB, HOMEHKJIATypa Jell.

IMosryyeHHble 3HAHMA M YMeHHUSI HampaBjeHbl Ha d¢opMHpoBaHHe OOMX H
npodeccuoHAIbLHBIX KOMIIETEHIIUI.

OK-09: TIlomp3oBaThcsi MpodecCHOHANBHOW TOKYMEHTallMell Ha ToCyIapCTBEHHOM U
MHOCTPAHHOM SI3BIKaX



2. CTpyKTypa u cojep:kaHHe padoueii mporpaMMbl y4eOHOI U CIUNIHHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHOI padoThl

Buj yueOHoi padoThl O0bem yacoB B 1.4u. Ha
NPAKTHYECKYIO
MOJATOTOBKY

MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 52 -

O0si3aTesqibHAsi  ayAUTOpPHass y4yeOHasi HarpyskKa 48 -

(Bcero)

B TOM YHCIIE: -
JIEKIIMOHHBIE 3aHATHS 16 -
MIPAKTUYECKHE 3aHATHUS 32 -
1a060paToOpHBIE paOOTHI - -

CamocrosiTesbHasi padora o0yuyaronierocsi (Bcero) 2 -

®opMa NPOMEKYTOUHOM aTTECTALMH - IK3aAMEH 2 -




2.2 TemaTnuyeckuii miiaH u coaepxanue yueonoii qucuumianabl OIIL. 04 «[JokyMeHTAalIMOHHOE 00ecnevyeHue YIpPaBJIeHus»

HaunmenoBanmue Conep:kanue y4eOHOIr0o MaTepHuaJia, JadopaTopHble U Oo0bem B T.4. Ha Kon
pas3/iesioB M TeM NpaKTHYecKHe padoThl, CAMOCTOATEIbHASA PadoTa 00y4yarouuxcs, 4acos NPAKTHYECKYI0 | KOMIIeTeH T
KypcoBas padoT (IPoeKT) MOJATOTOBKY
1 2 3 4 S)
Pa3znea 1. BBenenue B aesonpousBoacTBo. OO0mme npaBuiaa opopmMiieHUs 15
JOKYMEHTOB
Tema 1.1. Copaepxanue yueOHOro MaTepHuaia 2 - OK-09
OCHOBHBIE IOHATHS, 1 | Ponp nenompousBOJCTBA B oOpraHu3zaluu ympasieHus. Llemu,
KJ1acCU(pUKaLUs 3ajaud, TPUHIMIBI JeIONpou3BoJACTBA. CBS3b C JAPYTHMHU
JIeJI0BOM mucuumuHamMu.  [IoHATHS — «JOKYMEHT, JOKYMEHTHpPOBaHUE,
JTOKYMEHTAIUH. JIOKYMEHTO000pOT, JIOKYMEHTallMOHHOE obecrieueHus
yIpaBICHUS, rocyJJapCTBEHHas cucreMa HOVY».
Knaccupukanuss TOKyMEHTOB TO HA3HAYEHUIO, COJEPIKAHHIO,
IPOUCXOXKACHUIO,  HOCUTENSIM  MHQOpMaLuu, 1O  BUAAM
JESITeITbHOCTH TTPEIPHUSITHS
JIaGopatopHble paboThI - -
[IpakTuueckue 3anstus: Knaccudukaiys T0KyMEHTOB 4 -
KoHTtposbHble paboThl - -
CamocrosiTenbHas paboTa o0yyaroumxcs - -
Tema 1.2. Copep:xanne yueOHOT0 MaTepHana - OK-09
PexBu3UTHI 1 UX 1 | llonatue «pexkBU3UT NOKyMeHTa». HopmaTuBHO-MeTOaHYECKas 4 -
npeHa3HauYeHHE. 6a3a JIOKYMEHTallMOHHOT'O obecrieueHHs yIpaBJICHUSI.
I'OCT P 7.0.97-2016 TpeboBanuss u coaepxannie ['OCT P 7.0.97-2016 Cucrema
CTaH/IapTOB N0 MH(pOpMaLKU, OUOINOTEUHOMY U U3AATEIHCKOMY
neny. TpeboBauust K 0pOPMIICHHIO IOKYMEHTOB.
JlabopaTopHbIie paboThI - -
[Ipaktuyeckue 3ansatus: TpeboBanuss ['OCT P 7.0.97-2016 « 4 -
PEKBU3UTAM  3arojOBOYHOM, OCHOBHOH, odopmsitoneii dvactei
JIOKYMEHTOB
CamocrositenbHas pabota o0yyatoumxcs: M3yunTh 10NOTHUTEIbHYIO 1 -
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auTepatypy 1o reme. CoCTaBUTh KOHCIIEKT.

Paznea 2. OdopMiieHHe OPraHU3alMOHHO-PACTIOPAINTEIBLHOH 1 26
MH(OPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAMH
Tema 2.1. Copepxkanne yaeOHOT0 MaTepuana 2 OK-09
OpranuzannoHHO- 1 | Opranu3anuoHHbIE JOKYMEHTBl — YCTaB, YYpEIAUTEJbHBIC
pacnopsAUTEIbHbIE JIOTOBOP, TMOJIOXKeHUe. PacriopsiaurenbHble TOKYMEHTHI — MpUKa3s,
JIOKYMEHTBI pacrnopsiKeHue, yKa3aHue, IIOCTaHOBJICHHUE, pelieHue,
UHCTPYKLHUS, IPOTOKOJL.
JlabopaTopHbie paboThI -
IIpaktnueckue 3ansatusa: I[locTpoeHne Makera OpraHU3alliOHHO- 6
paBOBOro JIoKyMeHTa. llocTpoeHune Makera pacrnopsIuTENbHBIX
JOKYMEHTOB.
CamocrosiTenbHasi paboTa 00yJaronuxcsi: -
Tema 2.2. Copepxanue yueOHOro MaTepuana OK-09
[IpaBuna opopmnenust | 1 Bunaet u Ha3HAYCHUE MH(}OpPMaLMOHHO-CIIPAaBOYHOMN 2
MH(pOPMAaIMOHHO- JOKyMEeHTaluu. TpeOoBaHUs, MperbsBIIeMble K  TEKCTY
CIIPaBOYHOU MH(OPMALIOHHO-CIIPABOYHON JOKYMEHTALUH. [IpaBuia
JIOKYMEHTalluu oopmienus  MHPOPMAIMOHHO-CIIPABOUYHONW  JIOKYMEHTAIIHH.
[lonATHe W CynIHOCTH JEJINOBOM KOPPECIOHIACHUMHU. Bumsl
KOPPECHOHJICHIIMM Ha MNPEANpPUATHN, HA3HAYEHHUE IEPENHCKH,
PEKBU3UTHI, YUET U XpaHEHHE.
JIaGopatopHble paboThI -
[Ipaktnyeckue 3ansaTus: IloctpoeHne MakeToB MHGOPMAIMOHHO- 8
CIpaBOYHON JokyMeHTauuu. [loctpoeHne Makera ciy>keOHOro nmuchbma
U 0COOEHHOCTH paboThl CcO ciyxeOHbIMM mHcbMamu. [locTpoenue
Makera npotokoia. [ToctpoeHne MakeTa akTa.
CamocrodrenbHas paboTa 00yJarouuxcs -
Tema 2.3. Conepxanne yaeOHOr0o MaTepuaa OK-09
Kanposas 1 | JokymMeHTHpOBaHHE TpPYAOBBIX mpaBooTHomeHud. CocTaB 2
JOKYMEHTalus 0COOCHHOCTH O(OpMIIEHUS! JOKYMEHTOB IO JINYHOMY COCTaBy.

KommekroBanue nuyHoro nena. ABtoOuorpadus. Pesrome.
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3asgBieHue o npueMe Ha padoty. [Ipukassl o JMYHOMY COCTaBY.
[IITaTHOE pacnucaHue.

JlabopaTopHbIe paboThI

[IpakTuueckue 3ansatusi: OpopmiieHrne TPUKa30B M0 JUYHOMY COCTaBY.
Odopmiienre TpyZOBOTO JIOTOBOpa, MpHUKa3a O Ipueme Ha padory,
oopmIIeHHE TPYAOBON KHUKKH.

KontposbHbie paboThl

CamocTosiTenbHas paboTa o0ydaroumxcs

Paszgen 3.

Opranmaunﬂ JAOKYMCHTAIIMOHHOI'O o0ecrnevyeHu YHpaBJICHUA

Tema 3.1.
Opranuzanus
JIOKYMEHTO0000poTa

Copepxanue yueOHOro MaTepuana

1 | Opranuzamusi TOKyMEHTOO0OpPOTa, TOKYMEHTONOTOKU, UX BUIBL.
Opranuzanus ¥ yrpaBJICHUE JOKYMEHTOIIOTOKaMH. TeXHOJIOTHS
npuema, 00paOOTKHM, perucTpanus W  HHICKCHPOBAHUS
JTOKYMEHTOB. KOHTPOJIb HCTIOHEHHS TOKYMEHTOB. OpraHu3arus
paboTHI C OOpAIICHUSIMHU TPAXKIaH

JlabopaTopHbie paboThI

[Ipaktnyeckue 3aHsaTus: Perwcrpanus JOKyMEHTalMHd  (UPMBIL.
KoHTpob HCIIOJIHEHUS] JOKYMEHTOB

KoHTtposbHble paboThI

CamocrosiTenbHasi padoTa 00y4yaronMXCs:

OK-09

Tema 3.2.
OmnepaTuBHOE U
apXUBHOE XpaHEHUE

1 | llonaTus «omepaTHMBHOE XpAaHEHHE», «APXHUBHOE XPAaHEHHE».
Homenknarypa Jell. Cucremaruzanus JIOKYMEHTOB.
DopmMupoBaHuE 1€ B I€IONPOU3BOJICTBE.

JIaGopatopHble paboThI

[IpakTnueckue 3aHsaTus: Perucrpauus JOKyMEHTaUuu  (UPMBI.
KOHTpOIb HCIIOJIHEHUS] JOKYMEHTOB

KoHTposibHble paboThl

CamocrosarenbHas paboTa 0OydYaIOUIMXCS: COBPEMEHHBIE CIOCOOBI
XpaHEHHUsl JOKYMEHTOB

OK-09




3. YcaoBusi peasu3anuu padoueii nporpaMMbl y4eOHOMH THCHMTILINHBI

3.1 TpeOoBaHNsI K MUHUMAJIbHOMY MaTepPHAJIbHO-TEXHUYECKOMY O0ecne4yeHH 0

Y4yeOHass aynuTopus, OCHAIICHHAs OOOpPYIOBaHHWEM, TEXHHUYECKUMHU CpPEICTBAMU
oOydeHus [IJIs TPOBENCHHUS 3aHATUH BCEX BUIOB, MPEIYCMOTPEHHBIX 00pa30BaTEIbHOMN
nporpaMmoii, B TOM 4YHCJE€ TPYNIOBBIX W WHIUBUIYAIbHBIX KOHCYJIbTALMM, a TaKxke s
MIPOBEICHUS TEKYIIETO KOHTPOJISA, IPOMEKYTOUHON aTTECTALIUU:

WuTepakTUBHBIN TuCTIei, HOYyTOYK, yueOHas MeOeb.

YueOHasi ayauTopusi, OCHAlleHHas OOOpyAOBaHHEM, TEXHUYECKUMHU CpEACTBAMHU
oOydeHus Il TPOBEINCHHUS 3aHATUH BCEX BHJOB, NPEIYCMOTPEHHBIX O00pa30BaTEIBHON
IporpamMMmoil, B TOM 4YHCJE€ TPYNIOBBIX W WHAUBUIYAIbHBIX KOHCYJIbTALMH, a TaKXKe s
MPOBEICHUS TEKYIIETO KOHTPOJIsl, TPOMEKYTOUHOM aTTeCTalllu:

AHaNOTOBBI  MUKIIEPHBIA MynbT, Buaeokamepa PTZ ynpaBnsemas, HOYTOyKH,
Buneokamepa tun 1, MHTepakTHBHAas cucCTeMa Uil COBMECTHOW pabOThI ¢ HM300pa)keHueM,
Crnernuanu3upoBaHHoe (aBTOMaTU3UpOBaHHOE) padouee mecto aiusa aui, OB3, Touka nmocryma,
Tpancisironnas cucrema, YueOHas MeOeb.

[IporpamMMHoOe obecrieueHne: TpeHaKep, MPOTrpaMMHBIE U METOAMYECKHUE MaTepuabl
«1C:Ilpennpustue» Bepcuu 8 U BblIllIE

[Tomemienust uisi OpraHU3alMd CaMOCTOSATEIBHON PabOThl 0OYYArOMIMXCS OCHAIICHBI
KOMITBIOTEPHOW  TEXHUKOH C  BO3MOXXHOCTBIO  TIOAKIIOYCHHS] K  HMH()OPMAIMOHHO-
TEJIeKOMMYHUKAalIMOHHONW ceTn «MHTepHeT» u o0ecredeHueM JOCTyla B JIIEKTPOHHYIO
MH(}OPMaLOHHO-00pa30BaTEIbHYIO CPEY.

3.2 HNudpopmaunonnoe odecneyenue 00yueHus

OcHosHas numepamypa
1. I'pozoBa, O. C. Jlenonpou3BoACTBO : YyuyeOHOe TMOcoOMe il CPEeIHEero

npodeccuonansHoro oopazosanus / O. C. I'pozoBa. — Mocksa : UznatensctBo FOpaiit, 2021.
— 126 ¢. — (Ilpodeccuonanproe oOpazoBanue). — ISBN 978-5-534-08211-1. — Teker :
anekTpoHHsld  //  OOpazoBatenpHass  miatdpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/472842.

2. lokymeHTanmonHoe obecnieuenne ympasieHus. CocraBierne ©  odopmiieHue

JIeNOBBIX JOKyMEHTOB : yueOHoe nocobue ans CIIO / cocraButenu E. M. bammakoBa. —
Caparos, Mocksa : IlpodobpazoBanue, A [Iu Ap Menua, 2021. — 144 c. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TeKcCT : 21EKTPOHHBIN // DIEKTPOHHBIN pecypc HUppoBOH
o0Opa3oBaTenbHOI cpenbl CIIO PROFoGpa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/103343

3. Hoponmna, JI. A. JloKyMeHTaMOHHOE OOECIeUYeHUE YIpPaBICHHUA :@ YYEOHHK H
NPaKTUKYyM JUIsl cpenHero mnpodeccuonanpHoro obpaszosanus / JI. A. Jloponuna, B. C.
HUputnkoBa. — Mocksa : UznmarensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccunonanbroe
oOpaszoBanue). — ISBN 978-5-534-05783-6. — Texkct : anexTpoHHbIN // ObOpa3oBarenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/473802

4. KopueeB, M. K. JlokymMeHTallMOHHOE oOOeclieueHUe YyHpaBieHUs : Y4YeOHUK U
IOPaKTUKYM JUIsl cpenHero npodeccruonansHoro odpasosanus / M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e¢ u3j., nmepepad. u mgon. — Mocksa : M3garenscTBo FOpaiit, 2021. —
384 ¢. — (IIpodeccnonanbHoe obOpazoBanme). — ISBN 978-5-534-05022-6. — Tekct
anekTpoHHbld  //  OOpazoBatenpHass  miatdgopma  IOpaitr  [caitit]. —  URL:
https://urait.ru/bcode/472550


https://urait.ru/bcode/472842./

5. Ky3nenos, U. H. [lokymeHTanmonHoe obecrieueHue yrpasieHus. JJoKkyMeHTO000poT
Y JICJIONPOM3BOJICTBO : YYEOHHK U MPAKTUKYM JUISi CPETHETO PodeccHoHanbHOro 00pa3oBaHus /
W. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 462
c. — (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct
aekTpoHHBIH  //  OOpaszoBarenpHass  muatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/470020

Lononnumenvnasn numepamypa

1. ['punbepr, A.C. JlokyMeHTaIOHHOE oOecrieueHue yrnpapieHus: yueonuk / A.C.
I'punbepr, H.H. I'op6aués, O.A. Myxamermmna. - Mocksa : Onutu-/ana, 2015. - 391 c. :
tabn., rpad., wi., cxembl - bubmmorp.: c. 382-383 - ISBN 978-5-238-01770-9 ; To xe
[DnexTponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=115031

2. Ankouy, HI.A. [lenonpousBoACTBO B KaapoBoil cmyxOe: yueOnuk / IIA.
SukoBuu. - Mocksa : FOuutn-/lana, 2015. - 161 c. - bubmuorp.: ¢. 112 - ISBN 5-238-01076-1,
To e [Dnextponnsiit pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=119021

3. JlokyMeHTallMOHHOEe oOecrieueHue ymnpasieHus: ydyeOHoe mocobue / coct. C.I
UYepHoBa ; HoBocHMOWMpPCKHMII TOCYJapCTBEHHBIM arpapHblii YHHUBEPCUTET, DKOHOMHYECKHMA
dakynbrer. - HoBocubupck : U1 «3omotoit komocy, 2014. - 106 c. : cxem., Tabn. - bubnuorp. B

KH.; To xKe [DneKTpOHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=278155
4. Pri6akoB, A.E. OcHoBBI nenonponsBojcTa: yueOHuk / A.E. Pribakos. - 3-e u3n.,

ucnp. - Munck : PUIIO, 2016. - 320 c. - bubnuorp. B k. - ISBN 978-985-503-606-8 ; To xe
[Dnexrponnsiii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463666.

5. bacakos, M.N. JloxymeHTannoHHoe obecrnieueHue YIIPaBJICHUS:
(HemompounsBoscTro) : yueoHuk / M.U. bacakos. - 2-¢ u3a., uci. u jgon. - Pocros-Ha-J/lony :
UznatenbctBo «Denukey», 2013. - 352 c. : un. - (Cpennee npodeccuoHanbHOe 00pa3oBaHue). -
bubmuorp. B kH. - ISBN 978-5-222-20053-7 ; To e [Dnekrponnsni pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=271490.

6. Bbpeckuna, H.B. OcHoBbI nenonpousBoicTBa : yueoHoe nocodue / H.B. bpeckuna
;  MunucrepctBo oOpa3oBaHuss u Hayku Poccuiickoil ®@enepanun, @DenepanbHoe
roCy/1apCTBEHHOE aBTOHOMHOE O0pa30oBaTENIbHOE YUPEXKIECHHE BBICHIETO MPOPECCHOHATBHOIO
oOpa3zoBanus «CeBepo-KaBkasckuil gpenepanbHblil yauBepcute. - Craspomnois : CKOVY, 2015.
- 123 c¢. : wun - bubmmorp.: c. 118-119 ; To xe [Daextponnsni pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881.

1. I'pozoBa, O.C. HdenompousBoactBo : yueOHoe mocodue / O.C. I'po3oBa ; pen.
JI.C. Xypasnesa ; [TOBOIKCKHii TOCYIapPCTBEHHbII TEXHOIOTHUECKUI YHHBEPCHUTET. - Momkap-
Oma : III'TY, 2015. - 124 c. : wn. - bubmmorp. B kH. - ISBN 978-5-8158-1599-5 ; To xe
[OnexTponnslii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=439196.

8. Hemun, FO.M. JlenonpousBoactBo. JloOKyMEeHTAITMOHHBIA MEHEPKMEHT: Y4eOHOe
nocobue / FO.M. Jlemun. - Mocksa ; bepnun : Iupekr-Meaua, 2014. - 205 c. : Tabmn., cxem. -
bubmuorp. B kH. - ISBN 978-5-4475-1572-0 ; To e [DnekrponHsni pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253657.

9. JoxymeHnTanimonHoe oOecrieueHue ymnpasieHus: yueOnoe mocobue / coct. C.I.
YepuoBa; HoBocuOMpCKHil TrocyAapCTBEHHBIH arpapHblii  YHUBEPCUTET, DKOHOMUYECKHUN
¢akynbrer. - HoBocubupck : U1 «3omotoit konocy, 2014. - 106 c. : cxem., Tabin. - bubauorp. B

KH. ; To xKe [DnEeKTpOHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=27815554.
10. Opranu3anus ¥ TEXHOJOTHS JOKYMEHTAlMOHHOTO OOECTeYeHHs YIPaBICHHUS:

anekTpoHHOe yuebHoe mocobue / coct. C.E. Mumenun; MunucrepcTBo 00pa3oBaHusl U HAyKU
Poccuiickoit ®enepanuu, DenepanbHOoe TOCYAapCTBEHHOE OIOKETHOE 00pa3oBaTeIbHOE
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http://biblioclub.ru/index.php?page=book&id=27815554

yupexxJeHue Beicuiero oOpasoBaHus «KeMepoBCKMil TrocyJapCTBEHHBIM  YHUBEPCHUTETY,
WuctutyTt ucropuu u ap. - Kemeposo: KemepoBckuii rocygapcTBeHHblil yHusepcurer, 2017. -
478 c. - bubmuorp. B kH. - ISBN 978-5-8353-2149-0; To xe [DnexkrponHsbIii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=481592.

11. KonduaenuuansHoe  AeIONPOM3BOACTBO U 3AIUUIICHHBIA  3JIEKTPOHHBIN
JIOKyMeHTOo00opoT : yueOHuk / A.I'. ®abpuunos, A.C. démymkun, T.B. Konnpamosa, H.H.
Kynsies. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas ynuBepcurerckas o6uoimoreka). - ISBN 978-
5-98704-541-1 ; To xKe [DneKTpOoHHBIIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=84996.

12. Heuwaesa E.B. [lenonpousBoactso : yue6. nocooue / E.B. Hewaesa. — CIIO. : U3n-
BO [lonuTexH. yH-ta, 2015. — 178 c.

Humepuem-pecypcuol:

1. www.biblioclub.ru OBbC «YHuBepcuTeTCKas OMOIHOTEKA OHITAMHY

2. www.elibrary.ru b/l HayuHoii  mepuomuMkm Ha  iaTdopme
eLIBRARY.RU

3. https://biblio-online.ru 3BC «IOpaiit»

4. https://e.lanbook.com OBbC «Jlanp»

5. http://eivis.ru YBJ «<MBUC»

4, KOHTpOJIb H OIICHKA PE3YJAbTATOB OCBOCHUA NTUCHUIIJIHHDBI

KoHTpoib W omeHkKa pe3yJbTaTOB OCBOCHHS YYEOHOH JMCHUIUIMHBI OCYIIECTBIISIOTCS
MpernoaBaTesieM B IPOIECCE IMPOBEACHUS MPAKTUYCCKUX 3aHATHH, TECTUPOBAHUS, a TaKKeE
BBITIOJIHEHUS Keiic-3a1a4.

HanMeHoBanmne koMneTeHui @DopMbI U METOABI
Pe3yabTaThl 00yueHus KOHTPOJIA U
(ocBOCHHBIE yMEHMUS, OllEeHKH
YCBOCHHbIE 3HAHUS) pe3yJbTaToOB
o0yueHust
OK-09: ITone3o0Barecs | 3HATH: BrImmonHeHne Kewic-

npodeccCHOHAIbHON JOKyMEHTAllMed Ha | -MOHSATHUS, LIeJH, 1IeNU, 3aJ1a4d U | 3a/1a4;
TOCYyJapCTBEHHOM ¥ HMHOCTPAaHHOM | IIPHUHITUIIBI ICTIONPON3BOJICTBA; | TECTUPOBAHUE.
A3bIKAX -CUCTEMBI JIOKyMEHTAI[HOHHOT'O
oOecrieyeHnst ynpaBlIeHuUs;
-KJIaCCU(PHUKAINIO JOKYMEHTOB;
-TpeOOBaHUS K COCTaBJICHUIO U
0(pOpMIIEHHIO JOKYMEHTOB;

-OpraHU3aInio
JIOKyMEHTO000pOTa: npueM,
00paboTKy, pEeruCTpaInio,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB,  HOMEHKJIATypy
Jed.

Ymern:

-0OpMIIATH JTIOKYMEHTAllUIO B
COOTBETCTBUM C HOPMAaTHBHOU
6azoii, UCTIONb3Ys
MH(pOpPMaLlMOHHbIE
TEXHOJIOTUH,
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-OCYLIECTBIIATh

aBTOMAaTHU3aLMIO 00paboTKn
JIOKYMEHTOB;

-YHU(UIIEPOBATH CHCTEMBI
IIOKYMGHTaLH/II/I;

-OCYLICCTBIIITh XPAaHCHHUE U
IOUCK JOKYMCHTOB.

®DoH/T OIICHOYHBIX CpeACTB mpejacTaBieH B [Ipunokennn 1 Kk pabouedd mporpamme ydeOHOU
JUCLUTLITUHBI.
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