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1. HEJIb 1 3AJTAYHY OCBOEHMA JTNCIUITIJIMHBI

Heas aucuumianmHbl — (OPMHPOBAHHE TOTOBHOCTH K paboTe ¢ JIOKyMEHTaMH,
TOTOBHOCTH  OCYLIECTBIISITH  JIOKYMEHTAallMOHHOE  oOecrieueHne  mpodecCHOHATbHON
NEATeIbHOCTH Ha OCHOBE JICHCTBYIOIIMX HOPMATUBHBIX TpeOOBaHM, C YYETOM HX
MH(POPMAIMOHHBIX BO3MOKHOCTEH, MPUMEHUMBIX B HAYYHON M MPAKTHYECKON JACATEIILHOCTH.

3agauu AMCUMILINHBI:

- (hopMHpOBaHHE CHCTEMATU3UPOBAHHBIX 3HAHWI O COCTABJIICHUU YIPABICHYECKHUX
JOKYMEHTOB Ha OCHOBE JICHCTBYIOIINX CTaHAAPTOB;

- (hopMUpOBaHHE TPENCTABICHUA O JIOKYMEHTAIMHA, METOJaX €€ BBHISBJICHHS H
IMPAKTHUKE HCIIOJb30BaAHHUA OOKYMCHTOB, OTpaXarOlMX KOMMYHHKAlWH B Hqu)eCCHOHaHBHOﬁ
TeSTEbHOCTH;

— CO3JJaHM€ BO3MOXKHOCTEH Ui  JaJbHEWIIeH  caMOCTOSITENbHOM  paboThl  C
JOKYMEHTaMH, YIPaBICHYECKOW IEesTeNTbHOCTH U JOKYMEHTAMU OTPaXalOIUMMHU CIEUUPUKY
npo¢eCcCHOHATBHON NEeATeTbHOCTH.

2. MECTO JUCIHUILIVNHBI B CTPYKTYPE OBPA30OBATEJIBHOM ITPOTPAMMBI

b1.0.B.01.04 JloxymeHTannoHHOE obecrieueHue MNPOPEecCUOHATBHON AESITeIbHOCTH
OTHOCUTCA K JUCHUIIIMHAM 00s13aTENILHON YacTH nporpamMmsel  IOATOTOBKH 63KaﬂaBpOB 10
HanpaBiieHnto  44.03.01 Tlemarormveckoe oOpa3oBaHWE€ W TOATOTOBKM OaKaJiaBpoOB TIO
HanpasieHuro  44.03.01 [lemarornueckoe  oOpa3oBaHME€  KaKk  COCTaBHas  4acTh
poheCcCHOHATBHOTO MOTYJIS.

Conepxkanrie TporpaMmbl  OOyCIIOBJIGHO BBOJHBIM U, OJHOBPEMEHHO, 0a30BBIM
XapakTepoM JUCHUIUIMHBI B Tpolecce (GpopMUpOBaHUS MPoQeccHOHATIbHON KOMIETEHTHOCTH
OyIyIero CreruaiiucTa COIuaaTbHON PabOTHI.

«b1.0.B.01.04 JlokymeHTalMOHHOE oOecredeHrue MPOPECCHOHATBHONW NeATeTbHOCTH
MMEET CBSI3b C LENbIM PSAOM TUCIHHUIUIMH NMPO(ECcCHOHANIBHOTO MOAYISA, B pamMKax KOTOPOTO
OCYILIECTBJISIETCS] CTAHOBJIEHUE Psiia YHUBEPCATbHBIX M 001Ienpo(hecCHOHaTbHBIX KOMIIETEHIIUH.
Hemnocpeacreenno b1.0.B.01.04 JlokymenTanimonHoe obOecnedeHre Mpo¢ecCHOHAIBHON
NEeSITeIbHOCTH CBSI3aHO C TAKMMH JAUCHUUIUIMHAMHU, Kak «OpraHusaiusi CiIy>KObl MeIuaiun»,
«Pycckuil s3bIK U KynbTypa peun», «JleroBsie komMmyHUKauu». [Ipyu peanusanuu conep:kanus
HeoOxomuMo (OpPMUpOBaHHUE MPEJICTABICHUNH O JOKYMEHTE M IMpOLecCe, CBA3AHHOM C
JOKYMEHTAI[MOHHBIM YIIPaBJICHUEM, MPAKTHUKE WCIOJIb30BAHUS JIOKYMEHTOB, OTpPa)KarolInux
KOMMYHHMKAllMM B NPO(ECCUOHAIBHON  AEATEeIbHOCTH  CIELHMATUCTOB B 0O0NacTu
KOHCYJbTUPOBAHUS U MEIHALUU.

Opranuzanys TpOU3BOACTBEHHON MPAaKTUKU JOJDKHA MpPelycMaTpUBaTh COBOKYIIHOCTH
3aJlaHu#, HAIPABIIEHHBIX HA OBJA/ICHUS 3HAHUSMH U HaBBIKM B OOPMIICHUU YIIPaBICHUECKON
JOKYMEHTAI[MM, HaBBIKM OPraHU3alMOHHONW paboThl € JOKyMEHTalMel HeoOXOTUMBIX B
JalbHEHIe caMOCTOSITENNFHON paboTe CTyJEeHTOB B paccMaTpUBAEMON OOJIACTH COLIMATIBHOU
JeSITeIbHOCTH.

3. PE3YJIBTATBI OCBOEHUSA JUCIUIIJIMHBI

Hpouecc HU3YUCHHA OUCHUIUIMHBI HAIIPABJICH Ha (I)OpMI/IpOBaHI/IC N Pa3BUTUC CIICAYIOIIUX

KOMIIETEHIUI:
HaumenoBanme
KaTeropuu Kon u naumenoBanue
. Kon n HanMeHOBaHMe HHAMKATOPA
(rpynmsbr) YHHBEPCAIbHOM .
JAOCTHKEHHs] YHHBEPCAIbHOH KOMIIeTeHIINH
YHHBEPCAIbHBIX KOMIIeTeHIIMH
KOMIIeTeH M i
CucremHoe u VYK1. Cnocoben VK-1.1 JleMoHCTpUpYET 3HAaHUE
KPUTHYECKOEC OCYILIECTBIIATE ITOHCK, 0COOEHHOCTEHN CHCTEMHOTO U KPUTUYECKOTO




HaumeHnoBaHue

KaTeropuu Kon u HaumeHOBaHMe
. Kox n HamMeHOBaHHMe HHIAMKATOPA
(rpynmsi) YHHBEPCAIbHOU N
JOCTHKEHUS] YHMBEPCATbHOI KOMIIeTeH IMI
YHHBeEpCAIbHBIX KOMIIeTeHIM U
KOMIIeTeH M i
MBILLJIEHUE KPUTHUECKHUI aHaIN3 U MBIIIIJICHHSI, ApTYMEHTUPOBAHHO (POPMUPYET

CHHTe3 HH(pOopMaIHH,
NPUMEHSATH CUCTEMHBIN
HOAXOJ, UTS PELICHUS
MIOCTABJICHHBIX 33/1a4

COOCTBEHHOE CYKJICHUE U OLIEHKY
uHpOpMaLUHY, TPHHUMAET 000CHOBAaHHOE
peleHne

VK-1.2 [Ipumensier noruaeckue GopmMsl 1
IPOIETyPHI, CIIOCOOCH K PeQIESKCHH 110
MOBOY COOCTBEHHOM M Uy>KOU
MBICIIUTENBHON A€ATEIbHOCTH

VK-1.3 AHanusupyer UCTOYHUKHU
UHPOpPMALIUKM C TENbI0 BBIABICHHS UX
NPOTHBOPEYM M TOHWCKAa JJOCTOBEPHBIX
CYXJICHUHN

4. CTPYKTYPA U COAEP’)KAHUE JUCIHUIIJINHBI

4.1. O0beM JMCHUIIMHBI M BU/Ibl KOHTAKTHON M CAMOCTOSATEIbHOI padoThI

®opma 00yueHust
Bun paéorsl 3a04Hasd
Kou-Bo yacos

O01mas Tpy10eMKOCTb JUCHUIIIMHBI IO y4eOHOMY IIJIaHy 108/3
KonrakTHasi pa6oTa, B TOM YHcJIe: 12
Jlexkmn 4
[IpakTiueckue 3aHATH 8
CamocrosiTesibHasi padoTa 92
IloaroroBka K 3K3aMeHy, c1a4a IK3aMeHa

IToaroroBka K 3auery, ca4a 3ayera ¢ OHEHKOM 4

4.2. Y4yeOHO-TEeMATHYECKUH IIJIAH

3aounas popma 00yueHusn

HaumenoBanue pasgenos u | Beero KonrakTHas Cam. DopMBbI TEKYLIETr0
TeM AUCHUIIIHHbI 4acoB padorta padora KOHTPOJIsI
Jlexuuu | Ilpakr. ycneBaeMoCcTH
3aHATUS

Tema 1 JIokyMeHTalIMOHHOE 9 - - 9 KOHCIIEKTUPOBAHUE,

obecrieueHne Kak OCHOBa U3y4YeHue

TEXHOJIOTUH YIPaBJICHUS JONOJTHUTEEHON
JIUTEPATYPHI 3aJaHUH

Tema 2 Cucremsl 10 - 1 9 KOHCIIEKTUPOBAaHUE,

yIpaBIEHYECKON U3y4eHUe

JOKYMEHTalluN JIOTIOJTHUTENbHON
JIUTEPATYPhI




Tema 3  TpeboBanus K 10 1 1 8 BBITIOJIHEHUE

COCTaBJICHUIO ¥ O(OPMIICHUIO TPEHUPOBOYHBIX 33JIaHUIA
JIOKYMEHTOB

Tema 4 CocraBiienue u 10 1 1 8 BBITIOJTHEHHE
oopmiteHHE pa3IMYHBIX BUIOB TPEHUPOBOYHBIX 3aJIaHUIA
YIPABICHYECKUX JJOKYMEHTOB.

Opranu3aiuoHHO-

pacnopsiiuTeNbHas

JIOKYMEHTAIIHS

Tema 5 CripaBo4HO- 10 1 1 8 BBITIOJIHEHUE
MH(OPMAITMOHHBIC U TPEHUPOBOYHBIX 33JIaHHIA
CIPaBOYHO-aHATUTHUCCKHEC

JIOKYMEHTBI

Tema 6 JlokymeHTaIus 110 9 - 1 8 BBIIIOJTHEHUE

JINYHOMY COCTaBY TPEHUPOBOYHBIX 33JIaHHI
Tema 7 OCHOBBEI 9 - 1 8 BBITIOJTHEHNE
JIOKYMEHTO000pOTa U MOPAIOK TPEHUPOBOYHBIX 3aJIaHUH,

paboThl € BHEIIHUMH U
BHYTPEHHHMH  JOKYMEHTaMH

OpraHu3aIn
Tema 8 Homenkmarypa nmen u 8 - - 8 BBITIOJTHEHUE

MpaBWIa TEKYIIEro XpPaHEHUs TPEHUPOBOYHBIX 3a/JaHUN
JOKYMEHTOB

Tema 9. OOpaboTka nmenm st 9 - - 9 BBIMTOJTHEHNE

Hepezlatm B apXI/IB n TpeHI/IpOBO‘IHBIX 3aJIaHI/II>'I
MOCIIEAYIOIIErO XPaHEHHSI

Tema 10 CreransHast 10 1 1 8 BBINIOJIHEHNE
JOKYMEHTAIIH. JIOKyMEHTEI TPEHHPOBOYHBIX 3aIaHMIH
VTS TIPOIEMYPEI METHAITHN

Tema 11. JIOKyMEHTBI 10 - 1 9 BBITIOJTHEHUE

MIKOJIHOM CITY>KOBI MEAMAITH TPEHHUPOBOYHBIX 3aIaHUIH
IlogroroBka m cmada 3a4era C 4 0 0 4

OITCHKOM

Bcero no gucuuiinne 108 4 8 92/4

4.3. ConepxxaHue THCHHUILIAHBI

Tema 1 lokyMeHTAllHOHHOE 00eciedeHHEe KAK OCHOBA TEXHOJIOTHH YNIPaBJIeHHs

[lonsiTHE <IOKYMEHTAllMOHHOE OOECIeUeHUEe YIPABICHUSD», «ICTOMPOU3BOICTBOY.
3amauu JIOY B commansHo#l opranmzanuu. [lonarue «iokymenT». [Ipobaembl TEpMUHOJIOTHH.
Jlenonpou3BOACTBO Kak cucTeMa paboTel ¢ JOKyMeHTamH. DakTophl, BIMAIONIME HA €ro
OpraHu3alMi0 M TEXHOJOTHMI0O B  YUYPEKICHHUSIX PA3IU4YHBIX YpPOBHEWH  YIIpaBJICHUS.
Opranu3alOHHbIE, TPABOBBIE, COLMAIBHBIE M ICUXOJIOTMYECKUE ACTIEKThI JIEIOMPOU3BOJICTBA.
Bnusaue xapakrtepa ymnpaBi€HUs, IPUHLWIOB NPUHSATHS YIPABICHYECKUX pEUICHUN Ha
OpraHu3aIiio U TEXHOJIOTHIO JEIOPOU3BOICTBA

Tema 2 Cuctembl ynpaBiaeH4eCKOi JOKyMEeHTAIIHH

JlokymeHT, ero coiictBa u ¢pyHkuuu. [loapasnenenrue JOKYMEHTOB MO QYHKIIUSIM
ynpasieHus. OpraHu3aiOHHO-PaCIOPSIUTENbHbIC, CIIPABOYHO-UH(POPMAIIMOHHBIE U
CIPaBOYHO-aHAIUTUYECKUE TOKYMEHTHI. THUIIONOTHS CIY>KEOHBIX JOKYMEHTOB 110
HAaUMEHOBAHHIO, MECTY COCTABJICHHUS, COJIEpIKaHMUIO, (hopMe, CpPOKaM UCTIOTHEHHSI,
MIPOUCXOXKACHUIO, BULy 0(OPMIICHHS, CPEeICTBaM (PUKCAIUH.

Tema 3 TpeOoBaHHSA K COCTABJICHUIO M 0()OPMIICHUIO TOKYMEHTOB

YHubukanus v cTaHAapTH3AIMS YIPaBIEHYECKHX JOKYMEHTOB. Y HU(DUIIMPOBAHHBIE
CUCTEMBI IOKyMEHTAlUH. ['0Cy1apCTBEHHBIE CTAHAAPTHI HA YIIPABICHUYECKYIO JOKYMEHTALIUIO.

4




PexBusut nokymenra. [lepeueHs peKBU3HTOB JOKYMEHTA U TPEOOBAHUS K X
0(OPMIICHHUIO.

brnank moxymenrta. Buapsl OnMaHKOB JOKyMEHTOB M WX ocobeHHOCTH. CTPYKTYpHBIE
AJIEMEHTHI IOKYMEHTA U X Pa3MENICHUs Ha Pa3IMIHBIX BUJIaX OJIAHKOB.

Tema 4 CocraBienne u opopmieHHe Pa3TUYHBIX BHIOB YNPABJIEHYECKHUX HOKYMEHTOB.
Oprann3anuoHHO-PacHOPSIANTEIbHAsA IOKYMEHTAlU s

Opranu3aniioHHbIE JOKYMEHTHI (ycTaB, TIpaBWia, IOJIOKEHHUS, HWHCTPYKIMH), UX
XapaKTEePUCTHKA, PaBUJIa COCTABJICHUS U TPEOOBAHUS K 0(OPMIICHHIO.

PacniopsimuTenbHbie TOKYMEHTBI, HW3/1aBa€Mbleé B YCJIOBHUSAX €AMHOHAauYanus (MpUKas,
ykazanue, pacnopspkenue). llpaBuna odopmiienus.  PacnopsauTenbHble  TOKYMEHTHI,
W3/1aBacMbI€ B YCIOBUSX KOJUIETHAIBHOCTHU (pelieHue, nocraHosyienue). [lopsnok cocraBieHus
1 IIpaBuiia 0POPMIICHHUS.

Tema 5 CnipaBoYHO-MH(POPMALIMOHHBIE U CIPABOYHO-AHAJUTHYECKHE TOKYMEHThI

Nudopmanronno-crpaBounbie J0KyMeHThI. CripaBka, BUBI CIPABOK. OTUYETHI U CBOJIKH.
[IpaBuna opopmieHus CripaBoK.

AKTBI, 0COOCHHOCTH COCTABJICHUS U O(POPMIICHHS aKTOB Pa3HbBIX TUIIOB.

JIoKyMEeHTHpOBaHUE KOJUIETHATBHOM eATeTbHOCTH, 0COOCHHOCTH 0(OPMIICHHS
IIPOTOKOJIA.

JloxnagHbie U 0OBSICHUTENbHBIE 3acKy. 3asBienue. [Ipasuna ux opopmiieHus.

Pa3znoBugHOCTH CITYKEOHOU KOPPECTOHAEHIINHT (Temerpammei, TEJIEKCHI,
TeaeOHOTPaMMBI, AIEKTPOHHBIE COOOIICHHUS).

JlenoBple THUChMa M WX PA3HOBHIHOCTH (COMPOBOAMTENBHOE, 3amlpoc, MPeIOKEHUE,
MpUTJIANlIeHe, HATOMUHAHUE, 0TKa3, TOATBEPKICHUE, PEKIaMaItus 1 1p.).

[IpaBuna odopmieHus 1eN0BbIX TUCEM. PEKBU3UTHI 1€10BOTO MUCHMA.

Tema 6 JlokyMeHTAIHS 110 JIHYHOMY COCTABY

JIoKyMEeHTHpOBaHKE TPYJOBBIX OTHOMIEHUH. [Topsaaok opopMireHHst JOKYMEHTOB IIpH IpHEMe Ha
paborty, mpy TIepeBo/Ie, IPHU PACTOPKCHUH TPYIOBOTO TOTOBOpa (KOHTPAKTA).

Benenne xanpomoil gokymeHTanmu. COCTaBJIeHHE MOKYMEHTOB JIMYHOTO XapakTtepa. Pabora c
MepPCOHATBHBIMH JaHHBIMU. 3aIINTa TIEPCOHAIBHBIX TaHHBIX.

Tema 7 OcHOBBI 10KYMEHTO000POTA M MOPSIAOK PadoThl ¢ BHEUIHHMH M BHYTPEHHUMH
AOKYMEHTAMH OpPraHu3anuu

[MTonsiTne TOKyMEHTOOOOPOTA, €ro CTPYKTYpa, XapaKTEPUCTUKU U MPEIbABIIEMble TPEOOBAHMS.
[TocnenoBaTenbHOCTh M MpaBHJIa PaOOTHI C BXOMSIIINMHU, UCXOAAIIUMH M BHYTPEHHUMH IOKYMEHTAMHU
oprann3anuu. OpraHu3anus JeTONpoM3BOACTBA. WHCTpykmus mo apemonpomn3BoncTtBy. CoOmomeHue
TpeboBaHMi MO  3ammMre WHPOPMAIMK TPH  OpraHu3aluMu  JoKymMeHTtoobopora. CrocoObl
JOKYMEHTUPOBAHUSI. CoBpeMeHHbIE cpeacTBa JOKYMEHTUPOBAHHS. [IpuknagHsie
KOMITBIOTEPHBIE MPOrpaMMbl  OOIIEro Ha3HAYeHHs Kak CpeICcTBa JOKYMEHTHPOBAHUA.
Crneunaiu3upoBaHHbIE KOMIIBIOTEPHBIE IPOTrpaMMbl ABTOMATHU3AlMU  JOKYMEHTALMOHHOTO
obecnieueHus ynpasieHus. [[oHATHE 3JEKTPOHHOTO TOKYMEHTA.

Tema 8 HomeHKJIaTYypa JeJ1 M MPABUHJIA TEKYLIEro XpaHeHUs J0KYMEHTOB

['pynnupoBka NOKYMEHTOB B mEpBHYHBIC KOMIUIEKCHL. [loHsTue «ueno». IlpuHIMIBL
dbopmupoBanust nen. HomeHknmaTypa Jen  OpraHu3alud, TOPSAOK €€  COCTaBJICHUS.
dopmupoBanue 1 0(hopMIEHHUE e, COCTABICHUE OTTUCH.

Tema 9. O6padoTka qen 1/ NepeJayu B apXUB U NMOCJIEAYIOLIero XpaHeHust

Xpanenue nen B opranuzanuu. Pabora ¢ JokyMeHTaMu, HaXOJAIIMMU Ha XpaHEHUH.
[IpoBepka cOXpaHHOCTH JOKYMEHTOB. [10Ar0OTOBKA JOKYMEHTOB K JUIMTEIBHOMY XPaHEHUIO.
DKcnepTh3a HEeHHOCTH JOKYMeHTOB. [lepenada TOKyMEHTOB B apXuUB.

Tema 10 CneuuanbHas fokyMeHTauus. JJokyMeHTHI 1J15 npoueaypbl MeIuanuu

JlokyMeHTBI IJi1 Hadaja Mpolenypsl Meauanuu. JJoKyMeHThI, 0(OpMIISIOIINE TPOIECC
MPEI0KEHUST MEAUATOPOM BTOPOM CTOPOHE YpPEryIMpPOBATh CIOP B Meauanuu. JJIOKyMeHTHI,
3aBeplialolfe Imnpouecc Meauanuu. JOKyMeHTBI, OQOpPMIISIONINE MPEICTAaBUTEIBCTBO B
MeIHaluu.



Tema 11. [lokyMeHTBI LIKOJIBHOM CIyKOBI MeTUALITU

[TakeT MTOKYMEHTOB JJIsi COTIPOBOXKICHHSI paOOTHI CIYKObI MEHAIIMK B 00pa30BaTeILHOM
yupexaenun: [lonoxxenue o ciayx6e Meauanuu B 00pa30BaTENbHOM YUYPEXKICHHH, MPHKa3 00
OpraHu3aly CIYy)KObl IIKOJBHOW MEIWAlUM, >KypHAI PErucTpaluu CcliydaeB B CIyx0e
MeJMaluy, KapTa ciydash CIIyXObl MeIualldu, COIJIace Ha HCHOJb30BaHUE IEPCOHATBHBIX
JAHHBIX, TPUMUPHUTEIIBHBINA I0TOBOP.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'H

O6yuenne 1o juciuuimHe «b1.0.B.01.04 JloxymeHTanmoHHOe oOecrieueHue
npodecCHOHATIBHON  AEATEIBHOCTU»  IIEJIECO00pPAa3HO  MOCTPOUTh € MCHOJIB30BaHHEM
KOMIETEHTHOCTHOTO IOJIX0/1a, B PaMKax KOTOPOTO 0O0pa30BaTENBHBIA TPOLECC CTPOHTCS C
ydyeroM crenupuku Oyaymed npodecCHOHaIbHOW JeATenbHOCTH cTyleHToB. ConepikaHue
JeKIMHA MpeIycCMaTpHUBAeT W3YUeHHE TEOPETHUYECKHX BOIPOCOB, CBSI3aHHBIX M3y4YCHHE MPABUI
COCTaBJICHUS M O(OpPMIICHHE [IOKYMEHTOB YIIPABICHUYECKOW NEATENBHOCTH M CIHEIHaIbHON
JOKYMEHTAIH C yI€TOM B3aUMOCBSI3H TEOPHH C MPAKTHKON POPEeCCHOHATBHOM eI TETFHOCTH.

Ha mpakTudecknx 3aHATHAX OCYIIECTBISICTCS (OPMHUPOBAHHE YMEHHWH COCTaBICHHS U
odopmIIeHHE TOKYMEHTOB YIMPaBICHUECKOW NEATETHHOCTH M CIIEIUATFHOW JOKYMEHTAIMH JUIS
pereHusi KOHKPETHBIX MPO(EeCCHOHANBHBIX M CONMAIBHBIX CHTYAI[HH.

JIeKMOHHBIE  3aHATHS JOJDKHBI  CTUMYJIHpPOBATh IO3HABATENLHYI0 aKTHBHOCTHh
CTY/ICHTOB, IIO3TOMY TIPEIOIAaBaTENNI0 HEOOXOAMMO o0OpamaTrhCcsi K TMpUMepaM, B3STHIM U3
MPAKTHUKH, BKIIOYATH MPOOIIEMHBIC BOTIPOCHI, IPUMEHSATH BU3yaIbHBIE CPEIICTBA OOYUEHHUS.

Ha mpakTHueckux 3aHATHSIX HEOOXOIMMO TIPUMEHSTH WHTEPAKTHBHBIE METOIBI
oOy4yeHns: pa300p KOHKPETHBIX CHUTYallld, COCTaBJICHHWE IOKYMEHTOB, NEJNOBbIe WIphL [lpm
opraHu3anuy 00pa30BaTENbHON JESATEIBHOCTH CIEAYET MCIOJIb30BaTh KaK HHIUBUAYaJIbHbIC,
TaK TPYyMIoBbie POPMbI pabOTHI.
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YIOpaBJICHUS B YCIOBUIX IU(PpoBOI 3KOHOMHKHM : yuyeOHUMK s By30oB / B. II. Eropos, A. B.
CnunbKOB. — 2-¢ u3[., ucnp. u gon. — Cankr-IlerepOypr : Jlanp, 2021. — 372 c. — ISBN
978-5-8114-7355-7. — TekcT : ayeKTpoHHBIH // JIaHb : 3JIEKTPOHHO-OUOIMOTEUHAsT CUCTEMA. —
URL: https://e.lanbook.com/book/173077(nata obpamenus: 28.01.2022). — Pexum pocryma:
JUIS aBTOPU3. MOJIb30BATENCH.

3. [TaBnoBa, P. C. JlokymeHTanimoHHOe oOecrieueHue paboThl KaJPOBOU CIIYKOBI :
yuebHoe nocodue i By30B / P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 328 c. —
ISBN 978-5-8114-7035-8. — TekcT : 31ekTpoHHBIA // JlaHb : 3IEKTPOHHO-OMOIMOTEUHAs

cuctema. — URL: https://e.lanbook.com/book/173090 (mata oOpamenns: 28.01.2022). —
Pexxum mocrtyna: st aBTOpH3. MOJIb30BaTEeH.

4. Hoponuna, JI. A. Opranuzanusi 1 TEXHOJIOTHS JOKYMEHTAI[HOHHOTO 00ecreueH s
yIIpaBJIeHUs : YIeOHHMK U MPaKTHUKYM Ul akajemudeckoro OakanaBpuara / JI. A. Jloponuna, B.
C. HpurukoBa. — MockBa :MzgarensctBo  IOpaiit, 2019. — 233 c¢c. —

(bakanaBp.Akanemuueckuii kypc). — ISBN 978-5-534-04568-0. — TekcT : 3neKTpoHHBIN //
3BC IOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/433078

5. Kysneno, WM. H. JlokyMeHTaunoHHOe  oOecreueHue  yIpaBlICHHS.
JIOKyMEHTOOOOPOT M JENONPOU3BOJACTBO : YYEOHMK M MPAKTUKYM JUIsI TNPUKIATHOTO
6akanaBpuata / M. H. Ky3nenoB. — 3-e u3n., mepepal. u non. — Mocksa : W3narenbcTBo
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Opaiit, 2019. — 461 c. — (bakanasp.llpuknagaoii kypc). — ISBN 978-5-534-04275-7. —
Tekcr : anexrponnsiii // DBC IOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/431759

Hononnumenvuasn:

Kazakesuny, T. A. JlokymeHToBeieHue. JJOKyMEHTallMOHHBIN CEPBUC : YUEOHUK
Y TIPaKTUKYM JJIs puKiagHoro OakanaBpuata / T. A. KazakeBuy, A. U. Tkanna. — 2-
e u3a., ucnop. u jgon. — Mocksa : UznarensctBo HOpaiit, 2019. — 177 ¢. —
(bakanasp.Ilpuknagaoit  xypc). — ISBN 978-5-534-06273-1. — Tekcr :
anextponnsiii // DBC FOpaiit [caiit]. — URL.: https://biblio-online.ru/bcode/437480.
(mata o6pamenus: 20.01.2022). — Pexwum noctyna: [uist aBTOPU3UP. TOIH30BATEICH

ApacnanoBa, B.A. JlokymeHTallMOHHOE OOecreyeHne yrpaBjieHUs : yueOHO-
MpaKkTUYeCcKoe Mocobue B cxemax, Tabmumax, oOpasuax / ApacmanoBa B.A.. —
Cypryt : Cypryrckuii TOCyAapCTBEHHBIN MeAarornueckuii yausepeuret, 2019. — 240

c. — ISBN 978-5-93190-385-9. — Tekcr : »dIEKTpOHHBIH // DIEKTPOHHO-
OubImoTeYHAS cucremMa IPR BOOKS : [caiT]. — URL:
https://www.iprbookshop.ru/94291.html

(mata oOpamenus: 20.01.2022). — Pexum pocTtyna: s aBTOPHU3HUP.
M0JIb30BATENEH

brikoBa, T.A. JloKkymMeHTalnoOHHOE obecrnieueHue yIIpaBJIeHUA
(nemompouzBoyctBo) / T.A. beikoa, T.B. Ky3nenona, JI.B. Cankuna. - Mocksa :
Wudpa-M, 2019. - 304 c. - ISBN 978-5-16-013913-5. - URL:

https://ibooks.ru/bookshelf/360742/reading
(mara o6pamenus: 20.01.2022). - TekcT: 3MeKTPOHHBIN.

Kysnemnos, 1. H. JlokymeHTarimonHoe o0ecriedeHre yrpaBaeHuUs IEPCOHAIIOM :
y4eOHUK ¥ TIPAKTUKYM I pukitaaHoro 6akamaspuara / M. H. Ky3neroB. — Mocksa
:UznmatensctBO HOpaiit, 2019. — 520 ¢. — (bakanasp.IIpuknagnoii kypc). — ISBN
978-5-9916-4000-8. — Texkct : snekrponusii / DbC IOpaiit [caiit]. — URL:
https://biblio-online.ru/bcode/426321
CeteBble pecypcehl (VKa3vl8aromces npu HeodxooumMocmu oopawerust 00y4aroumuxcsa npu

BbINONHEHUU NPAKMUYECKUX 3A0AHULL).
DrexkrponHas oubaunoreka. Pexxum mocryna: http://www.auditorium.ru
IIpaktuyeckas ncuxoorus B Poccun. Pesxum mocryma: http://conflictology.spb.ru
®denepanpHbIil 0Opa3zoBarenbHbIN nopTan «Poccuiickoe odpazoBanuey. Pexxum nocryna:
http://www.humanities.edu.ru/
«C0103 COIMAIBHBIX MEIaroroB M COIMAIbHBIX paOOTHHKOB http://ssopir.ru/

DnekTpoHHass OuONMMOTEeKa auccepranuii Poccuiickoil TocymapcTBEHHOW OMOIHMOTEKH.
Pexxum nocryna: http://diss.rsl.ru
Lentp He3aBUCHMBIX corpoiornyeckux uccnenoanuii (LIHCH) https://cisr.pro

IIporpamMHoe oOecneyeHue o00mero W MNpPoecCHOHAIBLHOIO HA3HAYEHMA:
LibreOffice, LibreOffice Base, LibreOffice Impress, Kaspersky Endpoint Security — 300, Adobe
Reader. (cneyuanvroe I10 ykazvieaiomes npu Heobxooumocmiu)

HNudpopmannonHbie cHCTeMb] U I1aT¢GOPMBI:

1. Cpena snextpornoro ooyuenust «Pycckuii Moodle» (https://do.ntspi.ru/).

2. NnTepHeTt-miatdopma OHNAH-KYpcoB co cBOOOAHBIM KostoM «Open edX»
(https://www.edx.org/).

3. UnTepHer-muaTdopma oHIaH-KypcoB «OTKpeITOE 00pa3oBaHuE
(https://openedu.ru/).
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4. Dnexrponnas nuHGopManMoOHHO-00pa3zoBatenbHas cpena PITIITY

(https://eios.rsvpu.ru/).
5. [Tnardopma i opranuzanuu U nposeaeHus Beounapos «Mirapolis Virtual Roomy.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

1. YueOHast ayauropus sl IPOBEACHUS 3aHATHH JEKIIMOHHOTO THIIA.

2. YdeOHast ayAuTOpHs IS IPOBEJICHUS 3aHSATHI CEMUHAPCKOTO (MPAKTUYECKOTO) THIIA,
IIPOBEJICHUS TPYIIIOBBIX U MHIAUBUAYAJIBHBIX KOHCYJIbTALIMM, IPOBEIEHUS TEKYIIET0 KOHTPOJISA U
IIPOMEKYTOYHON aTTECTALlUN.

3. [IlomemeHuss pans CaMOCTOSTENbHOM paOOTHI, OCHAIIEHHOE MEPCOHATBLHBIMU
KOMIIBIOTEpaMH € JIOCTYIIOM B HWHTEpPHET, JOCTYIIOM B 3JEKTPOHHYIO HWH(OPMAIIMOHHO-
00pa3oBaTeNIbHOIO Cpelly, MporpaMmMHoe oOecredeHue oO0mero u TPo(PecCHOHATBHOTO
Ha3HAYCHUS.
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