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1. IACIMOPT NPOIrPAMMbI ANCLUUNIIUHDbI

OI.06 JokymeHTaLMoOHHOE obecneyeHne ynpaBrneHus
1.1.06nactb NpMMEeHEHUA NporpaMmmsbl
[MporpaMma AnCUMNIINHbI ABASIETCSH YacTbio OCHOBHOW Npod)eccrMoHanbHoM 06pa3oBaTernbHON NporpamMmmbl
B cootBeTcTBUM ¢ PIOC CIO no cneymnansHocth 40.02.04 FOpucnpyaeHums.
Mporpamma aucuunnuHel MoxeT ObiTb WUCNONb3OBaHa B AOMOMHUTENBHOM NpPodeCcCUOHanbHOM
obpaszoBaHnn N NpodeccnoHanbLHON NOAroTOBKE.
1.2. MecTOo AUCUMNNINHBbI B CTPYKTYype NporpaMmbl NOArFOTOBKM CNeLuarMcToB CpefHero 3BeHa:
yyebHas gucumnnmHa Orl1.06 JokymeHTaumoHHoe obecneyeHme ynpaBneHus OTHOCUTCS K OUCUUNAMHAM
o6LenpodeccMoHaneHOro Lmkna.
1.3. Llenu n 3agauu gucumnnuHbl — Tpe6OBaHUSA K pe3yfibTaTaM OCBOEHUA Y4eOHON OUCLUUNIINHbBI:
Llenbio oCBOEHUSI AUCUMMIMHBI SBMSIETCS: MOMyYeHMe B npouecce o0y4YeHUs TEOPETUYECKMX 3HAHUN 1
NPaKTUYECKMX HaBbIKOB MO AOKYMEHTALMOHHOMY 06ecneyeHunto ynpaBneHms B OpraHnu3auum.
3agavyamy OCBOEHUSA ANCLMMNIINHBI SBAIOTCSA:
— bopMmupoBaHMe cCUCTEMbI 3HAHWUM W MPAKTUYECKUX HABLIKOB MO AOKYMEHTaLMOHHOMY obecneyeHuto
yrpaBneHnsi B opraH13saumum,;
— pa3BuUTME 3HAHWI, YMEHUI, NO OENOBOMY OOLLEHMIO 1 JOKYMEHTaNbHOMY OOPMIIEHUIO YNPaBIIEHYECKNX
peLleHIA U NPOLIECCOB B OpraHu3auMm Ha OCHOBE HOPMAaTMBHBIX W MpaBOBbIX [OKYMEHTOB B
npodeccuoHanbHON OeATeNbHOCTM U HECTM 32 HUX OTBETCTBEHHOCTb, WH(OPMAUUOHHON MU
onbnunorpadunyeckon KynbTypbl.
B pesynbTate 0CBOEHWsI ANCUUNNNHBI 00YYalLWNACA OOMKEH YMETb:
0popMIATb  JOKYMEHTALMIO B COOTBETCTBUM C HOpMaTtuMBHOM 6ason, B TOM 4MCMe WCMNONb3ysi
WH(OPMAaLIMOHHbIE TEXHONOIMM; OCBaMBaTh TEXHONOMMN aBTOMaTU3MPOBAHHOM 06paboTKN AOKYMEHTaLMK;
ncnonb3oBaTh YHUULUPOBaHHbIE (DOPMbI JOKYMEHTOB; OCYLLECTBIATL XPaHEHNE U MOUCK OOKYMEHTOB;
1CMnomnb3oBaTh TENEKOMMYHUKALVNOHHbIE TEXHOMNOIMUN B 3MIEKTPOHHOM AOKYMeHToobopoTe.
B pesynbTaTe 0CBOEHMSA OUCLUNIMHBI 00yYaloLWUnCa AOMKEH 3HaTh:
NnoHATWE, Uenu, 3agadv M NpUHUUMNbI 0EeNoNpou3BOACTBA; OCHOBHbIE MOHSTUSA OOKYMEHTaLMOHHOIO
obecneyeHns ynpaBreHus; CUCTEMbl JOKYMEHTALUUOHHOro obecneveHns ynpasreHus; Knaccudukaumo
OOKYMEHTOB;  TpeboBaHMs K  COCTaBIIEHMIO U OOPMIIEHUIO  OOKYMEHTOB;  OpraHusauuto
OOKYMEHTO000pOoTa; npuem, 06paboTKy, perncTpaLumio, KOHTPOIb, XpPaHEHNE JOKYMEHTOB, HOMEHKNATYpy
aen.
1.4. NepeyeHb KOMNETEHLUMN B pe3ynbTaTe OCBOEHUSA Y4€OHOW ANCLMMNITUHDI:
B pesynbTaTe 0CBOEHMSA OUCLUNIMHBI 00yYaloLWwuincs AomkeH obnagaTe cneayowmumMm KOMNETEHUUSMU:
OK 02. cnonb3oBaTb COBPEMEHHLIE CPeACTBa NOUCKa, aHanu3a M UHTepnpeTauum nHdpopmauum, n
WHPOPMaLMOHHbIE TEXHONOIMK A1 BbINOJNIHEHWST 3a4a4 NPOgeCCMOHaNbHON AeATENBHOCTU.
OK 05. OcyLecTBnATb YCTHYIO U MMCbMEHHYI0 KOMMYHUKALIMIO HA rocygapCTBEHHOM sA3blke Poccuiickom
depepauun ¢ y4eToMm 0COHBEHHOCTEN COLMANbHOMO U KYNbTYPHOrO KOHTEKCTA.
OK 09. lMonb3oBaTbcA NpodeccnoHanbHON AOKYMEHTauuen Ha rocyaapCTBEHHOM W MHOCTPaHHOM
A3bIKaXx.
MK.1.2. NMpumeHaTbL HOPMbI NpaBa And peleHns 3agad B npodeccnoHanbHom AeaTeNbHOCTY;
MK.1.3. BnageTb HaBblkaMy NOATOTOBKU OPUAMYECKUX LOKYMEHTOB, B TOM YMCFE C MCMONb30BaHUEM

MHOPMALIMOHHBIX TEXHOMOINNA.



1.5. PekomeHAyemMoe KONMYECTBO YacOB Ha OCBOEHWE MNPUMEpPHOW mnporpaMmmbl Yy4yeOGHOWM
AUCLUUNSINHbBI:
MaKkcuMarbHon ydebHol Harpy3kmn oby4atowerocs 58 yacos, B TOM YMCHE:

obsi3aTenbHON ayguUTOpPHOM y4eOHOoM Harpy3km obyyatowerocs 48 yacos;

camocTodaTenebHon paboTel obyyatowerocs 10 yaca.

2. CTPYKTYPA U COOEP>XAHUE YYEBHOW AUCLUUNIUHbI

2.1. O6bem yuyebHON AUCLMNIIVHBI U BUAbI y4e6HOWN paboTbl

Bug yvye6Homn paboThl O6bem yacoe

MakcumanbHasn yye6Has Harpy3ka (Bcero) 58
Ob6s3aTenbHasa ayauTopHas yyebHas Harpy3ka (Bcero) 48
B TOM 4uChe:

npakTn4eckne 3aHaTug 32
CamocTtosTenbHasa paboTta oby4arowerocs (Bcero) 10
B TOM 4ucChe:
BHeaydumopHasi camocmosimernbHasi paboma 10
Mmoeosass ammecmauus 8 choopme 3adema




2.2. TemaTnuyecKkuii NfaH U copgepxxaHue yuye6Hon aucuunnuubl OlN.06 JOKYMEHTALUMOHHOE OBECITEYEHUE YTPABJIEHNA

ochopMneHnIo AOKYMeHTa

CtpykTypa gokymeHTa. TpeboBaHus K odpopmneHmto gokymenTtoB no FOCT P 7.0.97-2016.
HauwmoHanbHbI cTaHaapT Poccuiickon deapepaumun. "Cructema ctaHgapToB No MHopmaumm,
6ubnuoteyHomy 1 nsgartensckomy geny. OpraHvM3aumoHHO-pacnopsguTenbHast OKyMeHTauus.
TpeboBaHMsa K 0OPMITEHMIO OKYMEHTOB"

HanmeHoBaHue paszgenoB CopepxaHue y4ebHOro matepmana, npakTu4yeckue 3aHATUA, caMoCTosAITeNIbHasA paboTa O61bem yacoB YpoBeHb
M TEM obyyarLWwmMxca, NPoeKT o4Has dhopma OCBOEHMSA
1 2 3 4
Paszgen 1. [JoKkymeHTUpoBaHUe AeATENbHOCTU OpraHu3auum, npeanpusaTusl, yuypexaeHus 1
Tema 1. CogepxxaHue n CopepxaHue y4ebHoOro maTepmana 2
OCHOBHbI€e 3agauun OCHOBHbIE NOHATUS AOKYMEHTaLMOHHOIO obecneyeHnst ynpasrneHus
COBPEMEHHOro MpakTnyeckue 3aHATUSA 4
AOKyMeHTaLWUOoHHOro CocTaBneHne n ocopmMneHne pasnunyHbix BugoB GnaHkoB (obuiero 6naHka, 6naHka nucbma,
obecneyeHus ynpasneHns KOHKpeTHoro 6naHka). OdopmneHme 0CHOBHbIX pekBu3nToB B cooTBeTcTBMU ¢ FTOCTom (genosas
urpa)
CamocTtosiTenbHasn pabota oby4atowmxcsi 2
MogrotoBute coobuweHne Ha Temy «CTaHoBneHue pernonpousBoactsa B Poccuny,
«[denonponsBoacTBO B AOPEBONMIOLMOHHOM  Poccumy», «CoBeTckui nepuog — pasBuTUS
genonpoussoacteay. PaboTta ¢ yuebHOM nuTepaTypon, COCTaBNeHNE KOHCNEKTA.
Tema 2. UcTopus CopepxaHue yyebHOro matepmana 2 1
pa3BuUTUA CUCTEMDI Henonpounssoacteo B [ipeBHen Pycu. MNpukasHoe genonpownssogctso XV- XVII BB. Konnexckoe
rocynapcTBeHHOro genonpoussoactso. MuHuctepckoe genonponssoacteo XIX- Havana XX BB.
OOKYMeHTUPOBaHuUA MpakTuyeckme 3aHATUSA 4
WcTopusa ynpasneHnsa n genonpoussoacTtsa B XX BB.
CamoctosaTensHasa pabota obyyaromxcs 2
MoprotoBuTh coobLleHne Ha Temy « CTaHOBREHWe Aenonpon3BoacTBa B Poccuny,
«[denonpon3BoacTBO B 4OPEBONIOLMOHHOM Poccumy, « CoBeTCKMiA Nneprog pasButums
4enonpov3BoacTBay.
Tema 3. HopmaTuBHo- CopepxaHue y4ebHoro matepuana 2 2
mMeToaunyeckas 6asa 1I0Y | CocraB HopmaTuBHO-MeToAMYeckorn 6asbl JOY. CtaHgapTnsauus u yHudmkaums cuctemsl
OOY. Obuepoccuiickue knaccugukaTopbl AOKYMEHTaL MU,
MpakTnyeckue 3aHATUSA 4
ocypapcTBeHHas cMcTeMa JOKYMEHTALMOHHOIO obecneyeHms ynpaBneHust.
CamocTosaTenbHas paboTta oby4atomxcs 1
PaboTa c y4ebHomn NuTepaTypon, COCTaBEHNE KOHCMEKTA.
Tema 4. OCHOBHbIE CopepxaHue y4ebHoro matepuana 2 2
Tpe6GoBaHus K BnaHkn AOKYMEHTOB 1 TPe6OBaHUSA K HUM.
COCTaBNEHUIO U MpakTuyeckme 3aHATUSA 4




CamocTosiTenbHas pabota obyvatrowmxcsi 1
M3yueHune TOCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickon Peagepaumun. "Cuctema
CTaHAapToB No nHdopMaumn, bnbnmoteyHomy 1 nsgatensckomy aeny. OpraHn3aLmMoHHO-
pacnopsiantenbHasa AokymeHTaums. TpeboBaHUA K 0DOPMIIEHUIO JOKYMEHTOB"
Tema 5. Cuctembl CopepxaHue yyebHoOro maTepmana 2
AOKyMeHTauuu Cuctema opraHmsauMoHHOM JokymeHTauuun. Cuctema pacnopsgutensHoOn [OOKYMeHTauuu.
Cuctema MHOpMaLIMOHHO-CNPAaBOYHOW AOKYMEHTaUMW. (genosas urpa)
MpakTuyeckme 3aHATUA 4
Buapbl opraHm3aunoHHbIX JOKYMEHTOB: YCTaB, NOMNOXEHNE, MHCTPYKLMS
CamoctosaTensHasa pabota obyyatowmxcs 1
PacnopsagutenbHble JOKYMEHTbI
Tema 6. O6wwMe OCHOBBI CopepxaHue yyebHOro matepmana 2
[enosown CnyxebHas nepenvcka Ha npegnpusitun. [lenosas peyb 1M ee rpammaTnyeckne ocobeHHOCTH.
KoppecnoHaeHUuun MpakTnyeckue 3aHATUSA 4
Jlornyeckoe NocTpoeHre OKYMEHTOB.
CamocTtosiTenbHasn pabota oby4atowmxcsi 1
Pabota c y4ebHon nuTepaTypon, COCTaBEHNE KOHCMEKTA.
Pasgen 2. TexHonornm fOKyMeHTaLUMOHHOro obecneyeHusi ynpaBrneHusi
Tema 7. OpraHusauums CopepxaHue y4ebHoro maTepmana 2
OOKyMeHTOoOoGopoTa MoHATME 1 NpUHLMNBI OpraHM3aumm JokymeHToobopoTa. MNpoxoxaeHue 1 NopsifoK UCMOSTHEHMS
BXOAALLNX OOKYMEHTOB. NMpoxoxaeHne ncxogswmx 1 BHyTPEHHUX LOKYMEHTOB. (pasbop
KOHKPETHbIX CUTyaLuun)
MpakTnyeckue 3aHATUSA 4
PaboTta ¢ KoHGuaeHUManbHbIMY JOKYMEHTaMW.
CamocTosaTenbHasa pabota obyyaromxcs 1
Pa6oTa c nucbMamu 1 obpalleHusaMn rpaxaga.
CopepxaHue yyebHOro matepmana 2
CocTtaBneHve HOMeHKNaTypbl gen.
Tema 8. DopmupoBaHue n | lNpakTuyeckne 3aHATUS 4
XpaHeHue gen dopmmpoBaHue 1 ohopmIIEHNE gen.
CamocTosiTenbHasn pabota obyyatrowmxcsi 1
lMoarotoBka 1 nepegava AOKYMEHTOB Ha apXMBHOE XpaHEHMe.
Bcero: 58

NS XxapaKTepucTUKM YPOBHS OCBOEHUS y4eBHOro maTtepuana Ucrnonb3yloTca creayrolne 0603HauYeHus:

1. — 0O3HaKOMUTENBHbLIN (y3HaBaHNE paHee U3y4YeHHbIX OOHLEKTOB, CBOWCTB);

2. — penpoayKTUBHbIN (BbIMOJIHEHUE AeATEeNbHOCTU Mo 06pasuy, MHCTPYKLMKU UK Nog PYKOBOACTBOM)

3.- I'IpOLI,yKTI/IBHbIVI (I'IJ'IaHI/IDOBaHI/Ie N CaMOCTOATESIbHOE BbINOJIHEHNE NEeATENIbHOCTU, peLueHne I'Ip06J'IeMHbIX 3a,1:|,aq)
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3. ycnoBuda PEANU3ALUN OANCLUUNTTNHDbI
3.1. TpeboBaHUsA K MUHUMANbLHOMY MaTepuanbHO-TEXHUYECKOMY obecrneyeHuo
Peanusaumst aucumnnuHbl TpedyeT Hanuumsa ydyebHoOM ayouTopum Onis npoBedeHus nekuun (ayg. 315):
200 nocago4HbIX MECT, OCHalleHHble y4ebHOM Mmebenblo, 3KpaHOM CBETOAMOAOHBLIM, YNbTPaTOHKUM
MoTopuanpoBaHHbiM LCD moHuTopowm, MK B cbope ¢ BO3MOXHOCTLIO MOAKMNIOYEHNA K ceTn VHTepHET n
poctynom B OWOC, TpaHCASLMOHHBIM [POMKOrOoBOpUTENEM, LIKAOM TENneKkOMMYHUKALMOHHbIM
HacTeHHbIM pa3bopHbiM, TpnbyHown JIACI, nynbTom npeacepatensa uMdpoBbIM , NyNbTOM Aenerarta
umdpoBbiM (5 wT), ctonom npesvamyma JIOCI Ha 5 nocagoyHbix MecT, IP-PTZ-kamepon ang
BNOEOKOH(EPEHLICBA3KN, pacxodHble MaTtepuansbl. JlnueHsnoHHoe [MO: Kaspersky Endpoint Security,
Microsoft Windows Vista Business Russian Upgrade Academic OPEN No Level, Microsoft OfficeProPlus
2016 RUS OLP NL Acdmc; y4yebHoM ayamtopuuM Ans npoBedeHUst MPakTU4ecKkMx u nabopaTopHbIX
3aHATUA, TPYNMOBbLIX U MHAMBUAYASbHbIX KOHCYNbTaUWiA, NPOMeXyTovHon attectaumm (ayg. 533): 23
nocagoyHbIX MecT, paboyee MecTo mpenofaBaTtens, OCHalLeHHble y4ebHo mebenblo, MHTepakTBHas
naHene , komnbtoTep MK ¢ nogknioveHnem K cetn uHTepHeT n goctynom B AMOC — 12 wr., cTeHapl,
pacxogHble matepuansl. JluuyeHsnoHHoe [M1O: Kaspersky Endpoint Security, Microsoft Windows Vista
Business Russian Upgrade Academic OPEN No Level , Microsoft OfficeProPlus 2016 RUS OLP NL Acdmc,
cuctemMa ynpaeneHus npoektamum Advanta, nporpamMMHbIi komnnekc «KomnbtoTepHasi genosasi urpa
«BbusHec-kypc: Makcumym. Bepcus 1, nporpamma o6paboTkm M aHanmMsa COLMONIOrMYeckon WU
MapKETUHIoOBOM MHdopmMmaumm «Vortexy; NoMeLLEeHNsT AN CaMOCTOATENbHOW U BoCnUTaTeNbHOW paboThl
(aya. 351): 16 nocagoyHbIX MECT, OCHALLEHHbIX y4eOHOoN mebenblo, nepcoHanbHble komnbtoTepbl 10 WT.,
¢ nogknioveHnem k cetn WHtepHetr n goctynom B OUNOC. JluueHsnoHHoe [10: Kaspersky Endpoint
Security, Microsoft Windows Vista Business Russian Upgrade Academic OPEN No Level , Microsoft
OfficeProPlus 2016 RUS OLP NL Acdmc.
3.2. UHpopmaumoHHoOe obecneyeHue obyyeHus
MNepeyeHb pekoMeHAyeMbIX Y4yeOHbIX u3paHuW, WHTEepHeT-pecypcoB, AOMONHUTENbLHOWN
nuTepartypsbl
OCHOBHbI€ UCTOYHUKMU:
1. BbikoBa, T. A. [lokymeHTaLMOHHOE obecneyeHne ynpaBneHus (4enonpon3soacTso) : ydebHoe nocobume
/ T.A. BbikoBa, T.B. KysHeuoBa, J1.B. CaHkuHa ; nog o6w,. pen. T.B. KysHeuoBon. — 2-e n3a., nepepab. u
pon. — Mocksa : MHOPA-M, 2021. — 304 c. + Jon. maTtepuanbl [OneKkTpoHHbIn pecypc]. — (CpeaHee
npodeccuoHansHoe obpasoBaHue). - ISBN 978-5-16-013913-5. - TeKkcT : 9NeKTpOHHbIN. - Pexxum goctyna:
URL: https://znanium.com/catalog/product/1141796

2. nagui, E. B. [lokymeHTaumMoHHOe obecneyeHne ynpaeneHus : y4ebHoe nocobwue / E.B. Mmagun. —
Mocksa : PUOP : MIH®PA-M, 2020. — 249 c. — (CpepgHee npodgeccuoHanbHoe obpasoBaHue). — DOI:
https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - TeKkCT : aNeKkTpPOHHbIN. - Pexum goctyna:
URL: https://znanium.com/catalog/product/1065817

3. Maeno.a, P. C. JokymeHTaumoHHoe obecneyveHue ynpasneHus / P. C. MaenoBa. — CaHkT-leTepbypr :
Jlanb, 2022. — 604 c. — ISBN 978-5-507-44136-5. — TeKCT : 9neKTpOHHbIN // J1aHb : 3NeKTPOHHO-

oudnmoTteyHasa cuctema. — URL: https://e.lanbook.com/book/256058

[dononHuTenbHble UCTOYHUKN:


https://znanium.com/catalog/product/1141796
https://znanium.com/catalog/product/1065817
https://e.lanbook.com/book/256058

1. ApacnaHoBa, B. A. [lokymeHTaumoHHoe obecneveHue ynpaeneHus / B. A. ApacnaHoBa. - Mockea :
Oupekt-Meauma, 2020. - 265 c. - ISBN 978-5-4499-1454-5. - TeKCT : aneKTPOHHbIN. - Pexxum goctyna: URL:
https://znanium.com/catalog/product/1990076.

2. BewkypoBa, A. b. [JokymeHTaumoHHoe obecneyeHune ynpaeneHus . y4yebHoe nocobue / A. bB.
BewwkypoBa. - Mocksa ; bepnuH : Oupekt-Megua, 2020. - 169 c. - ISBN 978-5-4499-0436-2. - TekcT :

3MNeKTPOHHbIN. - Pexxum goctyna: URL: https://znanium.com/catalog/product/2058741.

3. Manuesa, H. B. JokymeHTaunoHHoe obecnedeHune ynpasneHus : yuebHuk / H. B. Manuesa, XK. K. lNanues.
- Mockea: U3g. Jom HATY «MUCunCy», 2021. - 188 c. - ISBN 978-5-907227-50-7. - TEKCT : 3NEKTPOHHbIN. -
Pexum goctyna: URL: https://znanium.com/catalog/product/1915761

4. KupcaHoBa, M. B. Kypc genonponssocTsa: 4OKyMEHTauuoHHoe obecnedeHmne ynpaeneHus : ydebHoe
noco6bue / M.B. Kupcanosa, K0.M. AkceHoB. — 6-e n3a., ucnp. n gon. — Mockea : MUHOPA-M, 2020. — 257
c. + [lon. maTepuanbl [OneKkTpoHHbIN pecypc]. — (Bbicliee obpasoBaHue: bakanaspuat). - ISBN 978-5-
16-006789-6. - TekcT: SMNEKTPOHHBbIN. - Pexum gocryna: URL:
https://znanium.com/catalog/product/1088888.

5. JokymeHTaumoHHoe obecneyeHne ynpaBneHns [QneKkTpoHHbIN pecypc]: ydebHoe nocobue / Cocrt.: J1.b.
MapmaeBa — YnaH-Yas: ®r60Y BO BI'CXA, 2021. — 79 c. URL: http://bgsha.ru/art.php?i=4221

6. ﬂ,OKYMeHTaLI,VIOHHOG obecneyeHne ynpaslieHua : MeTogn4deckmne pekomeHgauumm and o6yqarou.|,mxc;1 no

O4YHOW 1 3a04HOM chbopM 0by4eHus / M-Bo cenbckoro xo3-ea Poc. ®egepaunn, bypsatckas FTCXA um. B. P.
dunumnnosa ; coct. O. A. AgusHoBa. - Ynau-Yas : ®IBOY BO BICXA, 2024. - 18 c. - URL:

http://irbis.bgsha.ru/sotru/02430. — (CpeaHee npodeccnoHansHoe obpa3oBaHme).

MNepuogunyeckune n3pgaHus:
1. BectHuk Open TU3T: HayyHO-TeopeTuyecku xypHan/ OprioBCKMM roCydapCTBEHHbIA WMHCTUTYT

9KOHOMUKW 1 TOproenu.- Pexxum goctyna: https://e.lanbook.com/journal/2448?category=4738

2. OI'O: 3koHomuka. NocypapctBo. O6LLIECTBO: HAayYHO-TEOPETUYECKUI XypHan/ YpanbCKuii UHCTUTYT -
dunnan Poccuiickoln akagemMun HapOLHOro XO3ANCTBa M rocydapCTBEHHOW cnyxObl npu lMpe3ungeHTte

Poccuiickon ®enepauun.- Pexxknm goctyna: https://e.lanbook.com/journal/2447?category=2136

3. Ars Administrandi / WckyccTBo ynpaBneHusi: HaydHO-TeopeTuyeckumn xypHan/ [Nepmckuin
rocyAapCTBEHHbIN HaunoHanbHbIN ncecnenoBaTerbCKuii YHUBEPCUTET.- Pexum joctyna:

https://e.lanbook.com/journal/2634?category=1029

4. bavikanbckad MexgyHapogHas 6usHec-wikona WY WpkyTckoro rocyaapCTBEHHOro yHuBepcuTeTa.-

Pexum goctyna: https://e.lanbook.com/journal/2643?category=1029

CoBpemMeHHble U npodeccnoHanbHble 6a3bl AaHHbIX U WMHGOPMAUUOHHLIE pPecypcCbl CeTu
UHTepHeT:

1. OnekTpoHHo-bubnuoteyHass cuctema WsapatenbctBa «UHdpa-M» ZNANIUM.com [OneKTpoHHbI
pecypc] : OnekTpoHHO-6MbnuotedHas cuctema /| OOO «HayyHo-nsgatensckun ueHTp WMHdppa-M» —

OnekTpoH. gaH. — Pexum poctyna: http://znanium.com/catalog/ — 3arn. ¢ akpaHa (O4OCTyn TOMbKO

3aperncTprpoBaHHbIM MONb30BATENAM)
2. HaumoHanbHasi anekTpoHHas 6mubnuoteka [OnekTpoHHbIM pecypc] : PegepanbHasa rocyaapCrBeHHas
nHdpopmaunoHHas cuctema / MwuHuctepctBo KynbTypbl P®.— OnektpoH. gaH. — Pexum pocrtyna:

https://rusneb.ru/— 3arn. ¢ akpaHa (4OCTyn TONbKO 3aperncTpnupoBaHHbIM NOMb30BaTENSAM)
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http://irbis.bgsha.ru/sotru/02430
https://e.lanbook.com/journal/2448?category=4738
https://e.lanbook.com/journal/2447?category=2136
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3. OnekTpoHHO-6MGNMoTEYHas cucteMa usgaTenscrBa «J1aHby» [QNEeKTPOHHbIN pecypc] : — QNEKTPOH. AaH.

- Pexum poctyna: https://e.lanbook.com/ — 3arn. ¢ askpaHa (JOCTyn TONbKO 3aperMcTpyMpoBaHHbLIM

non b3OBaTeJ'IFIM)

4. KoHcynbTaHT [lntoc

[OneKTpoHHBbI

pecypc]:

cnpaBo4yHO-NMpaBoBadA cCcuUcCTemMa ocbmu,man bHOW

nHcpopmaumm / OO0 «[lMpaBoBbie nHpopMaLmoHHble TexHonoruny» PULL 355 PacnpocTtpaHeHus Npasoson

UHdpopmaumm KoHcynbTaHT Mnoc. — QnekTpoH. gaH. — Pexxum gocTtyna: B nokanbHon cetu. — 3arn. ¢

aKpaHa.

4. KOHTPOIJ1b U OLIEHKA PE3YJIbTATOB OCBOEHUA OUCLIUNMNUHDbI

KOHTpOJ'Ib N OLUEHKa pe3ynbTaToB OCBOEHUA OUCUUNIINHDBI OCYLLECTBIAKTCA npenogaBaTesieMm B

npouecce npoBeneHnda npakTtnyeckmnx 3aHATUI, a TaKkKe BbINONIHEHUS 06y‘-la}OU.I,VIMVICﬂ nHansnayanbHbIX

3aJaHunn.

TeMbl AUCLUUNINHBI

Nupekc
KOMMNeTeHLuun

HaumeHoBaHue oLeHOYHOro
cpencrTBa

Cnoco6 KoHTponsA

Pasgen 1.[JokymeHTUpOBaHWe OeSTENbHOCTU OpraHusauun, NPeanpUaTUs], y4pexaeHus

Tema 1.CoaepxaHue u OK 02, OK 05, KoMnnekT npakTnyeckmx lMpoBepka 3agaHni
OCHOBHbI€ 3aga4m OK 09 3aaHumn NnucbmeHHOE
COBPEMEHHOIo MK.1.2, NMK.1.3 TecToBble 3agaHns TecTupoBaHue
OOKYMEHTaLMOHHOIo Tembl JOKNadoB U pedepaTtos 3awwmTa goknagos u
obecneyeHuns pedepaToB
yrpasneHus
Tema 2. Uctopus OK 02, OK 05, KoMnnekT npakTnyeckmx lMpoBepka 3agaHuni
pasBUTUSA CUCTEMBDI OK 09 3agaHun [MuceMeHHoe
rocynapCTBeHHOro MK.1.2, NK.1.3 TecToBble 3agaHNs TecTupoBaHue
OOKYMEHTUPOBaHNSA Tembl goknagoB v pedepaTos 3awwmTta goknagos u
pecepaToB
Tema 3. HopmaTtueHo- OK 02, OK 05, KomnnekT npakTnyeckux lMpoBepka 3apaHun
mMeToauyeckas 6asa OK 09 3aaHun NncbmeHHOE
aoy MK.1.2, NK.1.3 TecToBble 3aaaHuA TecTupoBaHue
Tembl AoknNagoB u pedepaToB 3awmTa goKagos m
pedepaToB
Tema 4. OCHOBHbIE OK 02, OK 05, KoMnnekT npakTnyeckmx lMpoBepka 3agaHun
TpeboBaHus K OK 09 3aaHumn NncbmeHHoOE
COCTaBMEHMIO N MK.1.2, NK.1.3 TecToBble 3agaHuNs TecTupoBaHue
0hOopMIIEHUNIO Tembl fOKNadoB 1 pedepaTtos 3awmTta goknagos u
JOKyMeHTa pedepaToB
Tema 5. Cucremsl OK 02, OK 05, KomnnekT npakTnyeckux lMpoBepka 3agaHun
OOKyMeHTauum OK 09 3apjaHun lMuceMeHHoe
MK.1.2, NMK.1.3 TecToBble 3agaHns TecTMpoBaHue
Tembl goknagoB u pegepaTtoB 3alwmTa goKknagoB m
[enoas urpa pedepaToB
MNopBeneHue utoros
[ernoBou urpbl
Tema 6. OOLLME OCHOBDI OK 02, OK 05, KoMnnekT npakTnyeckmx MpoBepka 3agaHni
JenoBsomn OK 09 3agaHumn NncbmeHHoOE
KoppecnoHaeHunn MK.1.2, NK.1.3 TecToBblEe 3agaHuA TecTupoBaHue
Tembl JOKNadoB 1 pedepaToB 3awmTa goknagos u
pedepaToB

Pasgen 2.TexHonormm gOKyMeHTaUMOHHOrO obecrneyeHns ynpaBneHus

Tema 7. OpraHmsaums
AOKyMeHTo0o6opoTa

OK 02, OK 05,
OK 09
MK.1.2, NK.1.3

KomnnekT npaktuieckux
3aaHumn
TecToBble 3agaHus
Pa3bop KOHKpETHbIX CUTyaLui

MpoBepka 3agaHni
MnucbmeHHoe
TecTupoBaHue
MpoBepka paboThbl
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https://e.lanbook.com/

Tema 8. dopmuposaHme | OK 02, OK 05, KomnnekT npaktnyeckux MpoBepka 3agaHun
W XpaHeHue gen OK 09 3agaHun NncbmeHHOE
MK.1.2, NK.1.3 TecToBble 3agaHuA TecTupoBaHue
Tembl JOKNagoB 1 pedbepaTos 3awmTta ooknagos u
pedepaToB

5. PE3YJIbTATblI OCBOEHUA OUCLUMNITAHDbI

TpeboBaHusa k pesynbTatam OCBOEHUS OUCLIMMAWHDI

Ne NHpekc CopepxaHue B pe3ynbTaTte M3y4eHUs QUCLUNIIUHbI
n/n Kommne KOMMEeTeHLUNn oby4arLmecs AOMKHbI:
TEeHUMU (wnu ee yacTK) 3HaTb yMeTb

1 OK 02. | Ucnonb3oBaTtb noHaTWe, Uuenu, 3agadn wu | oopmnaTb
COBpPEMEHHbIe cpeacTBa NPUHLMMbI AENONPOM3BOACTBA; | JOKYMEHTaLMI0 B
rnoucka, aHanusa u OCHOBHble MOHATUS | COOTBETCTBMM c
WHTepnpeTaunm OOKYMEHTaLMOHHOTO HopMaTMBHOW Ga3oMn,
WMHdopmaunu, n obecneyeHus ynpaeneHus; | B TOM yncne
VMHOPMALIMOHHBIE CUCTEMbI [JOKYMEHTALMOHHOIO | MCMONb3ys
TEXHONOormn AN obecneyeHus ynpasneHusi; | MHpopMaunoHHbIE
BbINOMHEHNs 3aaau Knaccudukaumio OOKYMEHTOB; | TEXHOMOru;
npodeccuoHaneHon TpeboBaHMA K COCTaBMNEHUIO U | OCBaMBaTb
OeaTensHoCTH ohOpMIIEHUIO OOKYMEHTOB; | TEXHOMNOMM

2 OK 05. | OcyLiecTBnsiTb YCTHYIO U opraHumsauuio aBTOMaTU3NPOBaHHO
NMUCbMEHHYIO OOKyMeHToOOOpOoTa;  npuem, | i obpaboTku
KOMMYHMKaLWIO Ha 06paboTky, perncTpauuio, | AOKyMeHTaumu;
rocygapCTBEHHOM si3blke KOHTPOIb, XpaHeHue | NCMnonb3oBaTb
Poccuiickoin depgepaunn ¢ | AOKYMEHTOB,  HOMEHKNaTtypy | yHUULMPOBaHHbIE
y4yeToM 0cobGeHHoCTEN aen. dOpMbl AOKYMEHTOB;
coumanbHoro um OCYLLECTBNATb
KyNbTYPHOrO KOHTEKCTA XpaHeHne U1 MoucK

3 OK 09. | Nonb3oBaTbcs OOKYMEHTOB;
npodeccuoHanbHomn ncrnornb3oBaTb
OOKyMeHTaumen Ha TeNeKoOMMYHMKaLMOH
rocygapCTBEHHOM U Hble TexHonmormm B
WMHOCTPaHHOM si3blKax 3MNEKTPOHHOM

4 MK.1.2 | MpuMeHATL HOPMbI NpaBa AokymeHToOobOpOTE.
ONsi pelleHns 3agad B
npogeccuoHanbHomn
aeaTensHocTu

5 MK 1.3 | Bnagetb HaBblkaMu
NOArOTOBKW HOPUONYECKNX
OOKYMEHTOB, B TOM 4MChe C
NCNOMb30BaHNEM
VMHPOPMALIMOHHBIX
TeXHonorum

Mimoeoesasi ammecmauyusi 8 gpopme 3auema

6. OBECNEYEHUE YYEBHOI'O NPOLIECCA MO AUCUUNITUHE And MHBANUOOB U NUL, C
OrPAHUMYEHHBIMU BO3MOXHOCTAMU 300POBbA

OpraHI/I33LLI/IOHHO-I'Ie,D,aFOFI/I‘-IeCKOG, ncuxornoro-negarorn4eckoe conpoBoXageHue o6yqarou.w|xcsl

MHBanngoe M nuy C OrpaHUYeHHbIMM BO3MOXHOCTAMU 300pOBbA OCYLLUECTBNIAETCA Ha OCHOBaAHUU

COOTBeTCTByIOLLLeVI pekomMmeHaaunn B 3akito4YeHUuun NCUXO0NOro-mMeaunko-negarorndeckon KOMMCCUnM unm

I/IH,EI,I/IBVI,EI,yaﬂbHOIZ nporpamMmme pea6MnMTau,|/||/| wHBanuaa. Akagemusi, No 3asiBNEHUI0 06yqarou.|,eroc;|,

co3gaeT cneunanbHble YCrnoBuA AONnA MNoNyYeHUA BbiCLUEro O6pa3OBaHI/IF| MHBanngamm " nudam cC

orpaHn4eHHbIMN BO3MOXHOCTAMU 300POBbA:
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- WCNOMb30BaHWe cneumanuanpoBaHHbIX (a4anTUpoBaHHbIX) paboumx nporpamMm AUCLUNIWH
(mopgynen) n MeToOOB OOyYeHMS W BOCMUTaHWSA, BKMAKOYAA HanmuMuMe anbTepHaTUBHOW Bepcum
odmLmManbHOro canTa opraHnsauum B cetu «VIHTepHeET» AN cnaboBunasimx;

- UCNorb30BaHWe cneumanbHbiX Y4eOHUKOB, Y4eOHbIX Nocobui n apyrmx y4ebHO-MeToanYecKnx
MaTepuanoB, BKMo4Yas anbTepHaTMBHble OpMaTbl MevYaTHbIX MaTepuanoB (KPYMHbIA LWPUAT Knu
ayanodannsl);

- UCMNOMb30BaHWE  chneumanbHbIX  TEXHWYECKUX CcpeacTB  obydyeHus  (MynbTUMeaunHoe
obopyaoBaHue, OprTexHuka W WHble cpeacTBa) KOMMEKTUBHOrO M MHAVBUMAYaNbHOMO MOfb30BaHWs,
BKIt04As YCTaHOBKY MOHMTOPOB C BO3MOXHOCTBIO TPaHCHsAUMM cybTuTpoB, obecnedyeHne Haagnexalumm
3BYKOBbIMW BOCMPOWN3BEAEHUAMN MHOPMaLnK;

- npegocTaBfieHVe ycnyr accucteHTa (npyv HeobxOAMMOCTM), OkasbiBailiero obyvarmmcs
HeobX0AMMYI0 TEXHMYECKYHO MOMOLLb UK YCIYrn CypaonepeBoAYMKoB / TMNOCYpAONepeBOAUNKOB;

- MpOBEAEHWE T[PYMMOBbIX W WMHAMBUAYANbHbIX KOPPEKLMOHHbIX 3aHATUMA AN pasbsCHEHUs
OTAENbHbIX BOMPOCOB M3y4aeMon AUCUMNAnHbI (Mogyns);

- nposegeHve npouedypbl OUEHMBAHMA pe3ynbTaToB OOyYeHWss BO3MOXHO C  Yy4eTOM
0COBEeHHOCTEN HO30mormi (YCTHO, MUCbMEHHO Ha Oymare, NMUCbMEHHO Ha KoMMbloTepe, B dopme
TeCcTUpoBaHMsA W T.M.) NPUM UCMOMb30BaHWN OOCTYNHON OOPMbl NPEAOCTaBNEHUs 3a4aHUA OLEHOYHbIX
CpeacTB M OTBETOB Ha 3afaHuvs (B nevaTHON hopme yBennyeHHbIM LwpudToM, B hopme ayamosanncu, B
dhopme 3NEeKTPOHHOrO AOKYMEHTa, 3afaHus 3a4MTblBalOTCA acCUCTEHTOM, 3aA4aHus NPefocTaBnsaTCs C
MCrnonb3oBaHWeM CypaonepeBofa) C MCMOMb30oBaHWeM [AOMOSHUTENbHOrO BpeMEeHW Afs MoAroTOBKM
0TBETa;

- obecneyeHne becnpensaTCTBEHHOrO JocTyna obyvatowmmes B y4ebHble nomeLLeHus, TyaneTHble
W Apyrue nomeLLeHns opraHusaunm, a Takke npebbiBaHMSA B yka3aHHbIX NOMELLEHMAX (Hannyne naHaycos,
nopy4YHem, pacLUMpEHHbIX ABEPHbIX MPOEMOB U APYrMX NPUCNOCcCobneHun);

- obecneyeHne couyeTaHWs OHNAMH W OMnanH TEeXHOMNOrn, a Takke WHOUBMAYalbHbIX |
KONMNeKkTMBHbIX opm paboTel B y4yebHOM npouecce, OCYLIECTBASEMOM C WCMNOMb30BaHWEM
AVNCTaHUMOHHBIX 0Bpa3oBaTernbHbIX TEXHOMOMI;

- 1 gpyrue ycnosus, 6€3 KOTOPbIX HEBO3MOXHO Mnu 3aTpygHeHo ocsoeHue OMNOTI ClO.

B uenax peanusauum OlMOIM CIMNO B akagemum obopygoBaHa 6esbapbepHas cpefa,
yunTbiBatoLLas NOTPE6GHOCTH NULL C HapyLLEHNEM 3PEHNS, C HApYLLEHMUAMU CryXa, C HapyLLEeHUSIMU ONOPHO-
ABUraTensHOro annapara. Tepputopusi COOTBETCTBYeT ycnoBusam HecnpenatcTBeHHoOro, 6esonacHoro u
yaobHOro nepeaswkeHWs WHBanNMAOB W MWL, C OrPaHWYEHHbIMW BO3MOXHOCTAMM 300pOBbs. Bxopa B
y4ebHbIn Kopnyc obopyaoBaH NnaHA4ycamu, CTekna BXo4HbIX ABeperi 0603HaYvYeHbl crneumanbHbiMU 3HakaMm
Ansa cnabosmasawmx, ucnonb3yetcs cuctema bpaiinsa. CoTpyaHMKM OXpaHbl 3HaKOT NOPSAAOK OEACTBUI Npy
npubbITM B akageMuio nuua C OrpaHnYeHHbIMU BO3MOXHOCTAMU. B akagemuum cosgaHa TonepaHTHas
COLMOKYNbTYpHas cpeaa, ocyLlecTBnseTcss Heobxoammoe conpoBoXxaeHe obpasoBaTensHOro npolecca,
npyv HeobXOAMMOCTU MpefoCTaBnsAeTCs BOMOHTEPCKas NMoMoLb obyvalowmmcs MHBanugam uM nvuam c

OorpaHn4eHHbIMN BO3MOXHOCTAMU 300POBbA
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JIucT BHeceHUs1 N3MeHeHun

Homep U3MeHeHunA

[laTta BHeceHus
N3MeHeHus

Kem yTBepxaeHo

MpumeyaHue
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