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1 He.]'ll/l H 3aJa91 0OCBOCHUSA TUCHUIIJIHHBI

Heas (menm) OCBOCHMS JUCHMIUIMHBL — U3YUEHUE CUCMEM  OOKYMEHMAayuu, OpeaHu3ayuu
OOKYMEHMUPOBAHUsL U  OelONPOU3B00CMEA, COCMABIAIWUX OCHO8Y UHDOPMAYUOHHBIX HPOYECCO8 6
COYUATILHO-KYIbIMYPHOM CEPBUCe U Mmypusme

3agaumn:

- hopmuposanue npedCmasieHusi 0 COBPEMEHHOM OOKYMEHMAYUOHHOM 0DecnedeHul YnpaeieHus,

- U3yueHue npasuil 0PopMIeHUs OPeAHUZAYUOHHO-PACNOPAOUMENLHBIX OOKYMEHMO8,

- uzyuenue )opm u co0eprHcanus ynpagieH4eckux OOKyMeHmos, cucmem OOKyMeHmayuu, a maxice
08UNCEHUSL OOKYMEHMO0O0OpOmMa 6 OpeaHu3ayuu,

- 8bIpabOMKA  NPAKMUYECKUX HABLIKOG COCMABNEHUs U  OQOpMIeHUs  OpP2AHU3AYUOHHO-
PACnopsaOUmenbHuIX OOKYMEHMO8,

- U3yUeHUue MmexHoI02uU pabomvl ¢ OP2aHU3AYUOHHO-PACNOPAOUMENbHBIMU OOKYMEHMAMU,

- U3YUeHUue OCHOBHBIX KOMNIEKCO8 KAOPOBOL OOKYMEHMAYUU,

- U3yueHue NPAKMUKU — Op2aHUu3ayuu  OOKYMEHMAYUOHHO20 oOecnedeHuss YNpaeieHus Ha
NPeOnpUsAMUSX, OP2AHUZAYUAX U YUPEHCOCHUAX COYUATbHO-KYIbIMYPHO20 CEPBUCA U MYPUZMA.

- U3yUeHue MexHoL02UU POPMUPOBAHUS U XPAHEHUsL Oell.

2 MecTO IMCHUILIMHBI B CTPYKTYpe 00pa3oBaTelbHON NPOrpaMMbl

JucrumnauHa OTHOCUTCS K 0a30Boi yactu 0sioka 1 «/luctunmuabl (MOTyITN ).
[IpepexkBu3nThl qucHUIUINHGL: b. 1.5.7 Pycckuil A3vIK u Kyibmypa pedu.

[ToctpexBuzutbl muctmmiuuel: b.1.B.O/. 10 Ynpasenenue nepcounanom, b.1.B.J[B.10.2 Jlenosoe
obwenue.

3 TpeOoBaHusl K pe3yJbTaTaM 00y4YeHHs MO TUCUHUIIJIMHE

[Ipouecc nzyueHus: AUCUUILTUHBI HAMIPaBJIeH Ha GOPMHUPOBAHUE CIAEAYIOMINX PE3YIbTATOB O0YUCHHUS.

[Tnanupyemsble pe3ynbTaThl 00yYeHHs MO AUCHUILTMHE, XapaKTepU3YIoIlIne

. dopmupyemble KOMIETEHIIMH
sTanbl GOPMUPOBAHUS KOMITETEHIIUI

3HaTh: OK-3 cnocoOGHOCTBIO K

- JIEJIOBYIO P€Yb U €€ PaMMaTHYECKHE OCOOEHHOCTH KOMMYHHKAIIMH B YCTHOU U
- OCHOBBI KOMMYHHKAIIMH B YCTHOM M IIMCHMEHHOW (pOpMax Ha PYyCCKOM sI3bIKE | TMCBMEHHOU (hopmax Ha
JUTSI pELIeHUS 3324 MEXIMYHOCTHOIO U MEXKYJIBTYPHOIO B3aUMOJICHCTBUS; PYCCKOM U HHOCTPAaHHOM

- XapakTepHbIE CBOICTBa PYCCKOTO S3bIKa KaK CpEICTBa OOIIEHUS U |A3bIKaxX JJIS PEeLIeHUs 3a1au
nepeaadr HHPOpMaIuH. MEXIUYHOCTHOTO U
YMeTh: MEXKYIbTYPHOTO

- MCIIOJB30BaTh 3HAHUS PYCCKOIO $3bIKA, KYJIbTYPbl PE€YM U HABBIKOB |B3aUMOJCHCTBUS
oOm1eHus B mpoQecCUOHANBHOMN IeATEeIbHOCTH Ui CO3AaHUS TOKYMEHTOB;
- CcOCTaBisATh W OQOPMIATH JOKYMEHTHI [UIsl pEIIeHHus 3ajad
MEXKJIIMYHOCTHOTO U MEXKYJIbTYPHOTO B3aUMOJACHCTBHUSL.

Baaners:

- HaBBIKAMHM KOMMYHHUKAIIMH B YCTHOW U MHUCHbMEHHOU (opmax;

- HaBbIKaMHU CO3/IaHUS HA OCHOBE CTAHJAPTHBIX METOJUK U JEHCTBYIOLIUX
HOPMAaTUBOB Pa3IMYHbIE THIHI JTOKYMEHTOB, TEKCTOB (HAMpUMEp, YCTHOE
BBICTYIUIEHHE, 0030p, aHHOTanus, pedepar, MOKIaaHAs 3aluCKa, OTYET;
Oo(UITAIEHO-IEIOBOH, MyOIHIIMCTUYECKUH, pEKIIaMHBIM TEKCT); pabOTHI ¢
JOKYMEHTaMU B YUPEXKIACHUN, OPraHU3alMU UM HA IPEIIPUATHH.

3HATDH: [1K-4 criocoOHOCTBIO




[Tnanupyemble pe3yabTaThl 00YUSHHS 110 TUCIMITIMHE, XapaKTePU3YIOIINe
sTanbl GOPMUPOBAHUS KOMITETCHIUH

PopmupyeMble KOMIIETEHIUU

- OCHOBHBIC TOHSTHS W TEPMUHOJIOTHIO YIPABICHUYECKOW W KaJpOBOM
JTOKYMEHTAIIHH;

- COCTaB, PacroJI0KEHNE PEKBU3UTOB U TPEOOBaHMSA K UX 0(OPMIICHHIO;

- TpaBWJIa COCTABJICHUS U O0(OPMIICHHS PAa3TUYHBIX BUJOB IOKYMEHTOB, a
TaK)Ke€ OPraHU30BBIBATH PAa0OTy HCIOIHUTENEH, MPUHUMATh pEIICHHE B
OpraHu3aliil TYPUCTCKON JEATENPHOCTH, B TOM YHCIE€ C Y4ETOM
COLIMAIBHOM MOJIUTHKH TOCYIapCTBa;

- TpeOoBaHHS K COCTaBJICHUI0O W O(GOPMIICHUIO KaapoBOH U
YIIPABJICHYECKON TOKYMEHTAIIUY;

- CHCTEMBI IOKyMEHTAIUH;

- OpPraHMU3alHrIo0 JOKYMEHTO000pOTa Ha MPEANIPHUITHY;

- HOMEHKJIaTYpy JIeJl OpTaHn3allny;

- OpraHM3alvIo0 OMNEPAaTHBHOTO XPaHEHHUS JOKYMEHTOB M IOATOTOBKY
JTOKYMEHTOB K TIepe/iaue B BEJIOMCTBEHHBIN apXHB.

- OCHOBBI ONTHUMH3AIHMU JTOKYMEHTOO0OpOTa M CXeM (DYHKIIMOHAIBHBIX
B3aMMOCBSI3€H MEXKy MOIpa3/IeICHUSIMHU.

Ymern:

- COCTaBISITh W TPABMWIBHO OQOPMIIATH JOKYMEHTHI B 3aBHCUMOCTH OT
Ha3HAYEHUS, COJICP)KAHNS U BU/Ia JOKyMEHTA,;

- BecTH 00paboTKy MH(pOPMAIMN U UMEIOIINXCS PECYpCOB M MPUHUMATH
peleHus Ha X OCHOBE;

- 00eCTIeunTh 3aIUTY MIEPCOHANBHBIX JTaHHBIX COTPYIHUKOB;

- 0popMIISATH JOKYMEHTHI B COOTBETCTBUHM C PEKOMEHIAIUSIMHU
rOCyJIapCTBEHHBIX CTaHAapPTOB;

- OpraHu30BaTh WH(POPMAIMOHHO-CIIPABOYHYIO CHCTEMY MO JOKYMEHTaM
OpraHMU3aIvy C YY4ETOM COLMAIBHON OJUTUKU FOCy1apCTBa,;

- CcOCTaBIsITh W O(GOPMISITH  OpPraHU3aIMOHHO-PACIIOPSAUTEIBHBIC
JTOKYMCHTHI,

- 3aIOJIHATH JKyPHAJIBl PETUCTPAINU JOKYMEHTOB;

- COCTaBIISITh HOMCHKJIATYPY JIEIT;

- opopMIATh Aeia;

- OpPraHU30BbIBATh TEKYIICEC XPAHCHNUE  YHUUITOKCHHUE JOKYMEHTOB.
Baajgers:

- HaBbIKaMH OpraHu3aIyy PadOoThl UCTIOJIHUTENEH 110 JOKYMEHTAIIHOHHOMY
00ECIIEYCHHIO YNpPaBICHUS HAa NPEANPHITUAX COLUAIBHO-KYJIBTYPHOTO
CepBHUCa U TYPU3MA;

- NPUHHMATh pEIICHHE B OPraHU3allil TYPHCTCKOW JEATEILHOCTH Ha
OCHOBE COBPEMEHHOT'O JIOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPaBJICHUSI.

OpraHu30BBIBATH PabOTY
UCIIOJIHUTEJICH, IPUHUMATD
pelieHue B OpraHu3anuu
TYPUCTCKOM AEATEIbHOCTH, B
TOM YHCJIE C y4ETOM
COLMAIbHOW ITOJIUTUKH
roCyAapcTBa

4 CTpyKTypa U coiepKaHHue QUCHUILINHbI

4.1 CTtpykTypa IMCUMILIHHBI

OO61as TpyA0eMKOCTh AUCIUTUINHBI COCTaBIsAeT 4 3aueTHbIX eauHull (144 akaeMUYeCKHX 9acoB).

TpynoeMKoCTb,
Bun paboTst aKaJIeMUYECKHX YacOB
2 ceMecTp BCETO
OO0masi Tpy10€MKOCTH 144 144
KonrakTHas padora: 34,25 34,25
Jlexrum (JI) 18 18
[Ipaktuueckue 3ausarus (113) 16 16
ITpomexyTouHas arrecTanus (3a4eT, SK3aMeH) 0,25 0,25
CamocrosiTesibHas padora: 109,75 109,75




TpyaoeMKkoCTs,
Bun paboTsl aKaJeMHYECKUX YacoB
2 ceMecTp BCETO

- 8bINOJIHEHUE UHOUBUOYATILHO20 MBopyecKo20 3a0anus (UT3);

- Hanucanue peghepama (P);

- camono02omoeka (npopabomxa u n08MopeHue 1eKYUOHHO20 Mamepuaia u
Mamepuana y4eOHUKo8 U y4eOHblx nocooull;

- 10020MOBKA K NPAKMUYECKUM 3AHAMUAM,

- H0020MOBKA K PYOEeHCHOMY KOHMPOJIIO U M.N.)

Bujx uToroBoro KOHTpoJIf (3a4er, IK3aMeH, 11 depeHunpoBaAHHBII aug. 3a4. aug. 3a4.
3a4er)

Pa3nensl qucuumiIuHbl, U3y4yaemble B 2 CEMECTpE.

KonnuecTBo yacos
Ne HanmenoBanue pa3nenos ayauropHas BHeEay/l.
pasnena BCETO aboTta
T 1113 | JIp pabota
1 Copep:xaHue 1 OCHOBHBIE 3a/1a4l COBPEMEHHOTO 10 1 1 8
JOKYMEHTAIMOHHOTO 00ECIICUCHUS yITPABJICHUS
2 3akoHOAAaTEIbHOE U HOPMATHBHO-METOIUIECKOE 12 1 1 10
peryJIMpoBaHUE TOKyMEHTAI[HOHHOTO
obecrnievyeHus yrpaBIeHHs
3 OcHoBHBIE TPeOOBAaHUS K COCTABJICHUIO U 11 2 1 8
0(hOPMIICHHUIO JOKYMEHTA
4 Cucrembl TOKYMEHTAITUU TIPEATPUSITHIA 12 2 2 8
COIMAIBHO-KYJIBTYPHOTO CEpBUCA U TYpU3Ma
5 OO6mre 0CHOBHI IEJTIOBO KOPPECTIOHACHITUN 10 1 1 8
6 JIOKyMEHTBI 110 TUYHOMY COCTaBY MPEATPUITHI 11 1 2 8
COIMAIBHO-KYJIBTYPHOTO CEpBUCA U TYpU3Ma
7 [TepconanbHBIC JAaHHBIE U UX JOKYMEHTHPOBAHHE 10 1 1 8
8 Opraau3zanus T0KyMeHT0000pOTa MPEANPUITHI 11 2 1 8
COLMAIBHO-KYJIBTYPHOTO CEpBUCA U TypU3Ma
9 Perucrpanus qOKyMEHTAIIMY TIPEAIPHSTHIA 10 1 1 8
COLMAJIBHO-KYJIBTYPHOI'O CEPBUCA U TYypU3Ma
10 Opranuzanus XpaHCHUSI JIOKYMEHTOB 10 1 1 8
MPEINPUATHH COIMATBLHO-KYJIBTYPHOTO CEpBHCA U
TypHu3Ma
11 DKCHepTh3a HEHHOCTH JOKYMEHTOB 10 1 1 8
12 IToaroToBka TOKyMEHTOB K C/1a4ye B apXUB 10 1 1 8
13 JIOKyMEHTHpOBaHUE JAEATEIbHOCTU MPEIIPUITUN 17 3 2 12
COIMAIBHO-KYJIBTYPHOTO CEpBUCA U TYpU3Ma
Hroro: 144 18 | 16 110
Bcero: 144 18 | 16 110

4.2 Coaep:xkaHue pa3aeaoB JHCHUILITHHBI

1 Coaep:kanne W OCHOBHBbIC 33a4YM COBPEMEHHOI0 JOKYMEHTAIMOHHOI0 obOecneyeHust
yIpaBJeHHS.

Ilpeomem, codepaicanue u 3a0auu OOKYMEHMAYUOHHO2O obecneuenus: ynpagienus. Mecmo u ponw
OOKYMEHMO8 8 YNpasieHuu Ha cogpemernom smane. Knaccugurxayus ooxymenmoas.

2 3akoHojaTelbHOe M HOPMATHBHO-METOJHYECKOe peryJiupoBaHHe JOKYMEHTALMOHHOIO
olecreyeHns ynpaBJeHHUs.



Cocmaé HOpmamusHO-memoouyeckou 0a3zvl  OOKYMEHMAYUOHHO20 obecneuenus YnpasieHus.
Cmanoapmuzayus u  yHuguxayus  cucmemvl  OOKYMEHMAYUOHHO20  obecneyeHusi  YnpaeieHusl.
Obwepoccutickue Kraccuguxamopsvi O0okymenmayuu. I ocyoapcmeennas cucmema OOKYMEHMAYUOHHO2O
obecneyeHus ynpasieHus.

3 OcHOBHBIE TPeOOBAHHSA K COCTABJIEHUIO H 0()OPMIIEHHIO IOKYMEHTA.

Bnanxku ooxymenmos u mpebosanus k num. Cmpykmypa ooxymenma. Tpebosanus x ogopmaeHuio
ookymenmos no IOCT P 6.30 - 2003 «Yuughuyuposannvie cucmemvt 0okymenmayuu. Yuugpuyuposannas
cucmema  OpeaHU3AUUOHHO -  pACNOPAOUMENbHOU  OoKymenmayuu. Tpebosanus K  ogopmieHuro
OOKYMEHMO8 ).

4 CucteMbl JOKYMEHTAIIMH MPeANPUATHI CONMAIBLHO-KYJILTYPHOT0 CEPBHCA U TYpHU3Ma.
Cucmema opeanusayuonunou ooxkymenmayuu. Cucmema pacnopsaoOumenvbHol OOKYMEeHMAayuu.
Cucmema uH@opmMayuoHHO-CnPaBouHOL OOKYMEHMAYUU.

5 O0ue 0CHOBBI /1€JI0BOIi KOPPeCIOH/IeHIIUH.
Cnyscebnas nepenucka na npeonpusmuu. Jlenoedas peub u ee cpammamuyeckue O0cOOEHHOCHU.
Jlocuueckoe nocmpoernue 00KyMeHmos.

6 JlokyMeHTBHI MO JIMYHOMY COCTABY TMPeINPUATHIA COUMAJIbHO-KYJbLTYPHOIO CepBHCA U
Typu3sma.

Buowi nepsuunotl yuemnoti doxymenmayuu no auunomy cocmasy. Tpyooeotu konmpaxm. Ilpukaz no
auunomy cocmasy. Tpyooeas knudcka. 3aaenenue. JJokymenmuposanue kaoposvix npoyeccos. Jluunoe oeno.

7 llepcoHaNbHbIE JAHHBIE U X TOKYMEHTHPOBAaHHE.
Touamus u npunyunvl 06PAbOMKU NEPCOHATLHBIX OaHHbIX. Tpebosanus k obpabomke u nepedave
nepcoHanbHuIX 0anHblx. Ilpasa pabomnukoe no OMHOUWEHUIO K UX NePCOHANbHBIM OAHHBIM.

8 Opranmsamusi JAOKYMEHT0000pOoTa TNPeINPUATHHA CONUAIBLHO-KYJIbTYPHOIO0 CepBHCAa U

TypHu3Ma.

Tlonusmue u npunyunel opeanusayuu 0okymenmoobopoma. Ilpoxodicoenue u nopsao0OK UCHOTHEHUS BXOOAUUX
Ooxkymenmos. IIpoxodicoenue UCX00AWUX U  BHYMPEHHUX OOKyMeHmos. Paboma c¢ «xonpuoenyuanoruvimu
Odoxkymenmamu. Paboma c nucomamu u 00pawjeHusIMu parcoan.

9 Perucrpanusi JOKyMeHTAIMU NPEeANPUATHI CONHATBHO-KYJILTYPHOI0 CEPBHCA H TYPU3MA.
Ilpasuna pecucmpayuu u uHnoekcayuu Ooxkymenmayuu. Dopmvl opeanuzayuu pecucmpayuu
OOKYMEHMO8 U pecucmpayuoHHvle opmol.

10 Oprasuszanusi XpaHeHUs] JOKYMEHTOB MNpeINPHUATHH CONHAIBHO-KYJIbTYPHOIO CepBHCA H
Typu3Ma.

Ilousmue u mpebosanusi k Homenkiamype oen. Ilowsmue u mpebosanusi Kk Gopmuposanuro Oei.
Tousmue u mpebosanusi K hopmuposaruio u 6e0eHU TUYHBIX Oell.

11 DkcnepTu3a HEHHOCTH I0KYMEHTOB.
Hp6160661}1 u HOpMClmMBHCl}Z OCHOB4 npOS@d@HHﬂ 9Kcnepmu3bl UerHHocmu ()OKyMeHWZOB. OpZClHMS’Cll/ﬂ/l}l
9KCnEepmu3bl YeHHOCmu OOKymeHmos. Ilopsook pabomul 3KcnepmHou KOMUCCUL.

12 TloaroroBka J0KYMEHTOB K c/iaye B apXUB.

Ilopaodok ogopmnenus Oen neped coaueti ¢ apxus. Cocmaenrenue u ogopmienue onucu Oel.
Cocmaenenue u ogpopmaenue akma o vloeieHuu OOKYMeHmos8 K yHuumoosicenuto. Ilopsadox nepedauu oen 6
apxus.

13 JlokymeHTHpOBaHHE [eSITEJIbHOCTH MPEINPUITHH CONUATBHO-KYJILTYPHOTO CepBHCA U
Typu3ma.



Cneyuanvuvie Ookymenmuvl mypucmckux —¢upm. CneyuanoHvle OOKYMEHMbl  NPEOnpUsmuil
pazmewenus. CneyuanvHvle OOKYMeHMbl npeonpusmuii  obwecmeennoco numanus. Cneyuanvhvie
OOKYMeHmbl MPAHCHOPIMHBIX NPEONPUATNULL.

4.3 llpakTHYecKne 3aHATHS (CEMUHAPBI)

Ne 3ansaTus Ne Tema Koo
pazzena 4acoB

1 1 ConeprxkaHue ¥ OCHOBHBIE 33]Ja4l COBPEMEHHOTO 1
JJOKYMEHTAIlMOHHOTO 00eCIIeYeHHUs yIIpaBJICHHUSI

2 2 3aKOHOJATEIbHOE U HOPMAaTUBHO-METOINYECKOE PETYIUPOBAHHE 1
JOKYMEHTAIIMOHHOTO 00eCIeUeHHUs yIIPaBJICHHUS

3 3 OcHOBHBIE TPeOOBaHMsI K COCTABICHHIO U 0()OPMIICHHUIO IOKYMEHTa 1

4 4 CucremMbl TOKyMEHTAUU IPEIIPUITUN COLIMAIbHO-KYJIBTYPHOTO 2
CEepBHCA U TypU3Ma

5 5 OO61Ire OCHOBHI IEJTIOBOM KOPPECTIOHACHITUN 1

6 6 JIOKYMEHTBI 10 TMYHOMY COCTaBY MPEIIPUATHI COIATLHO- 2
KYJIBbTYPHOTO CEpBHCa U TypHU3Ma

7 7 [IepcoHanbHbIE JaHHBIE U NX JOKYMEHTHPOBAHHE 1

8 8 Opraau3zanus T0KyMeHTO000pOTa MIPEANPUATHIA COITUATHHO- 1
KYJIBTYPHOTO CEpBHCa U TypHU3Ma

9 9 Perucrpanusa 1oKyMeHTAIUU MPEANPUSITUHIN COIHATBHO-KYIBTYPHOIO 1
cepBHUCa U TYpU3Ma

10 10 Opranuzanyss XpaHEHHs JOKYMEHTOB NPEANPUATHN COLMAIBHO- 1
KYJIBTYPHOTO CEpBHCa U TypH3Ma

11 11 DKCnepTr3a IMeHHOCTH JOKYMEHTOB 1

12 12 [ToaroroBka TOKyMEHTOB K CIa4ye B apXUB 1

13 13 JIokyMeHTHUpOBaHUE JEATEIBHOCTH TPEANPUITHH  COIUATBHO- 2
KYJIBTYPHOTO CEpBHUCA U TypU3Ma
HWroro: 16




5 YuebHo-MeTOANYECKOE 0O0ecTIedeHHEe U CIUTLIMHBI
5.1 OcHoBHasi iMTEpaTYypa

1 Cospemennoe denonpouszeoocmeo: Yuebnoe nocooue / M.B. Kupcanosa, Poccuiickas Axademusi
2oc. cayacovl npu Ilpesuoenme P® (PAIC). - 4-e uzo. - M.: HUL] HH®PA-M, 2014 - 312c¢.: 60x90 1/16. -
(Bovicuwee obpazosanue: bakanasp.). (n) ISBN 978-5-16-004491-0, 1000 »sk3. — Pesicum oocmyna:
http://znanium.com/bookread2.php?book=395921

2 I'ywuna, U.A. JloxymenmayuonHnoe obecneyenue ynpasieHus 6 COYuaibHO-Kya1bmypHOM cepauce u
mypusme . yueo. nocooue U.A. ['ywuna, HA. 3aiyesa. — M.: AJIb®A-M: UHDPA-M, 2015. — 240 c. —
Peoicum oocmyna: http://znanium.com/bookread2.php?book=489737.

3 Ilonosuu, E. A. Jloxymenmayuonnoe obecneuenue ynpasieHus NepcoHanom [DNeKmpoHHbLlL
pecypc] : yuebHOe nocobue 0 cmyo0eHmos, 00yYarwuxcsa no nPocpamme BblCuleco NpoghecCcUoHaAIbHO20
obpaszosanusi no HanpasieHuio noocomosku 080400.62 Ynpasnenue nepconanrom / E. A. Ilonosuu, M-6o
oopaszosanusi u Hayku Poc. @eodepayuu, @edep. coc. O00xcem. obpazosam. yupeddcoeHue Gvicul. Npog.
oopaszosanusi «Openbype. eoc. yn-my. - OnekmpoH. mexkcmogvle oan. (1 ¢aiin: Kb). - Openoype : OI'Y,
2014. -Adobe Acrobat Reader 6.0.

5.2 lomosiHUTe/IbHAS JIUTEPATypa

1 Amnopeesa, B. U. Jlenonpouszsoocmeo: opeanuzayus u eedeHue . yueb.-npakm. nocooue Ojis
cmyoenmos 8y3068 / B. U. Anopeesa.- 3-e u3o., nepepa6b. u don. - M. : KnoPyc, 2010. - 294 c. : un. - Ilpun.: c.
286-292. - Bubnuoep.: c. 293-294. - ISBN 978-5-406-00295-7.

2 bBuikosa, T. A. Jloxymenmayuonnoe obecneuenue Ynpaeienus (0e1onpouszsoocmeo) . yuebHoe
nocobue 0nsi Ol CMYOEHMOB8 BbICWIUX VHUEOHbIX 3A8€0eHUll, O0OYUAWUXCA N0  HANPABIEHUIO
«/lokymenmosedenue u apxueosedenue» u cneyuarvHocmu «Jokymenmoseoenue u OOKYMEHMAYUOHHOE
obecneuenue ynpasnenus» / T. A. bvikosa, T. B. Ky3neyosa, JI. B. Canxkuna, noo peo. T. B. Ky3ueyoeoii.- 2-e
u30., nepepab. u oon. - Mocxea : UH®PA-M, 2013. - 304 c. - (Bvicwee obpazosanue. baxanraspuam). -
bubnuoep.: c. 295-301 u 6 noocmpou. npumeu. - ISBN 978-5-16-004805-5.

3 Kaoposoe denonpouszsoocmeo (npasoswvie éonpocwt) . npakm. nocooue / FO. I1. Oprosckuii [u op.] ;
oms. peo. FO. II. Opnoecxuui. - M. : UH®PA-M, 2008. - 239 c. - (['ocyoapcmeenuviii yHusepcumem -
svicuasn wixona skonomuku) - ISBN 978-5-16-003392-1.

4 Kysueyosa, T. B. Jlenonpouzeoocmeo (dokymenmayuonuoe obecneuenue ynpaenenus)/ T. B.
Kysueyosa.- 5-e uzo., ucnp. u oon. - M. : ¥Ynpaenenue nepconanom, 2007. - 528 c. - bubuoep.: c. 369-376. -
ISBN 5-9563-0069-8.

5 Ilonosuy, E. A. JloxymenmayuonHoe obecneuenue YnpasieHus NepcoHaiom [DneKkmpoHHbliL
pecypc] : memoo. ykazanus no noozom. k npakm. sauamuam / E. A. [lonosuu; M-6o obpazosanus u HayKu
Poc. ®eoepayuu, @eoep. coc. 6100scem. obpazoeam. yupedxcoeHue vicui. npogh. obpazosanus « Openobype.
2oc. yn-my. - Onexkmpon. mexcmoswvie oan. (1 ¢paiin: Kb). - Openoype : OI'Y, 2013. -Adobe Acrobat Reader
6.0. — Peorcum oocmyna: http://artlib.osu.ru/web/books/metod_all/3446_20130130.pdf

5.3 Ilepuoanueckue U3TaHus

1 Jlenonpoussoocmso : scypuan. - M. : AK-C, 2017.

2 Jlenonpouzso0cmeo u OOKyMeHmoobopom Ha npeonpusmuu @ dxicypHar. - M. : Azenmcmeo
«Pocneuamuy, 2017.

3 Kaoposux : scypuan. - M. : Aeenmcmeo "Pocneuams”, 2017.

4 Cexpemapckoe Oeno. scypuan. 72034. - M. : OOO «/lenosvie kommykayuuy, 2017.

5 Kaoposoe oeno : aocypnan. - M. : Aeenmemeo "Pocnevamys”, 2017.

6 Hupexmop no nepcouany : scypuan. - M. : Aeenmcmeo "Pocneuams”, 2017.


http://znanium.com/bookread2.php?book=489737
http://artlib.osu.ru/web/books/metod_all/3446_20130130.pdf

5.4 UuTepHeT-pecypchl

1 http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka : 6aza dannvix codeparcum unpopmayuro
0 HOpMamueHo-memoouveckom pecyauposanuu /JOY, paspabomke nopmamuenvix 0okymenmog no OV,
OOKYMEHMUPOBAHUI0  UHpOpMayuu U  cO30aHUU  OOKYMEHMO8, Op2aHUu3ayuu U  AemMoMamu3ayuu
00KyMeHnmoobopoma, obecnewenuu pabomvl ¢ KAOPOBOU OOKYMeHmayuel, OpeaHu3ayuu XpaHeHus
OOKYMEHMO8, 00yYeHUU OCHOBAM 0e/lONPOU3B00CHEA.

2 \\fileserverl\GarantClient\garant.exe - I'apanm [Dnexmponusiii pecypc] : cnpagouno-npasoeast
cucmema / HIIII I'apanm-Cepguc.

3 www.gdm.ru - Pecuonarvnas obwecmeennas opeanusayus "lunvous  Ynpasusiowgux
Jloxymenmayueii”.

4 https://openedu.ru/course/spbstu/CLEWO/- «Omkpwimoe obpazosanuey, Kamanoe kypcos, MOOK:
«/lenonpouzeoocmeo ([{okymenmayuonnoe obecneuenue).

5 https://cyberleninka.ru/ - snexkmponnas 6ubnruomexa KubepJlenunxa.

6 https://www.coursera.org/ - «Coursera.

7 https://openedu.ru/ - « Omkpoimoe obpazosanues.

8 https://universarium.org/ - « Vuusepcapuym».

5.5 TlporpammHoe obGecneuyeHue, npodeccuoHATbHbIe 0a3bl JAHHBIX M HHGPOPMAIMOHHbIE
ClIpaBO4YHbLIC CUCTEMBI COBPEMECHHBIX I/IH(l)OpMaIII/[OHHle TEXHOJIOT U

1 Oneparrionnast cuctema Microsoft Windows.

2 TMaker HacronpHbIxX mpunokenuit Microsoft Office (Word, Excel, PowerPoint, OneNote, Outlook,
Publisher, Access).

3 Open Office/LibreOffice - cBoOomHBIi OPHCHBINA MaKeT MPOrpaMM, BKJIIOYAIOIINN B ceOS TEKCTOBBIM M
TaOIUIHBIN PETAKTOPHI, PEIAKTOP MPE3CHTAMN U JPYTHE OPUCHBIC TPUIIOKECHUS.

4 TapanT [DnekTpoHHBIN pecypc] : cripaBouHo-mipaBoBas cuctema / HIII "apant-CepBuc. — DJIeKTPOH. AaH. —
Mockga, [1990-2018].— Pexxum mocryma \fileserverl\GarantClient\garant.exe

5 KoncympranTt Ilmroc [DaexTpoHHBIA pecypc| : cmpaBodHO-TIpaBoBas cucrtema / Kommanus
Koncynerant Ilmoc. — DaekTpoH. gaH. — Mocksa, [1992— 2018]. — Pesxxum gocTyma : B JIOKAIBHOM CeTH
OT'Y \\fileserverI\ICONSULT\cons.exe

6 MarepuajibHO-TeXHUYECKOe o0ecnevyeHne TUCUUIIMHBI

VYuebHble ayIUTOpUM Ui NIPOBEACHMS 3aHATHUHM JIEKIMOHHOIO THUIIA, CEMHHApCKOro THIA, Ul
IIPOBEJICHUSI TPYIIIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYILErO KOHTPOJSA U INPOMEXKYTOYHOU
aTTeCTallUu.

AynuTopun OCHAIEHbl KOMIUIEKTaMHU YYEHUYEeCKOW MeOeln, TEXHUYECKUMHU CpeICTBaMH 00ydeHus,
CIIy’KaIllUMU JJIs Ipe/ICTaBJIeHUs yueOHOH nHpopMaIy 00JIbIIONH ayAUTOPUH.

[Tomemenue s caMOCTOATENBHONW PabOThl 00y4arOIIMXCA OCHALEHBI KOMIIBIOTEPHOM TEXHUKOM,
noJkiIouYeHHoW Kk ceru "MHrepHer", um oOecrnedeHueM JOCTyNa B 3JIEKTPOHHYIO HH(OPMAIMOHHO-
oOpazoBarenbHyto cpeny OI'Y.

K paboueii npozpamme npunazaromes:

- @OoH/ OIEHOYHBIX CPEIACTB ISl MPOBEICHUS MPOMEKYTOYHOW aTTECTAI[MH OOYYAOUIMXCS 10
TMCHIUIUIAHE «J[OKyMEHTAIlMOHHOE 00eCIIeYeHUE YIIPABICHHS IEPCOHATIOM.

- Meroanyeckue ykazaHus il OOYYarOIIMXCS MO OCBOCHHUIO JUCHUIUTHHBL [lonosuu, E. A.
Hokymenmayuonnoe obecneuenue ynpasieHust NEPCOHANIOM [DNeKmponusiil pecypc] : Memoo. yKazauus no
noozom. x npaxkm. zauamuam / E. A. [lonosuu; M-60 obpasosanus u nayku Poc. @edepayuu, Dedep. 2oc.
O1000icem. obpazosam. yupexcoeHue vicud. npodh. oopazosanusi «OpenbOype. 2oc. YH-my. - DIeKMPOH.
mexcmosvie 0an. (1 ¢aiin: Kb). - Openbype : OI'Y, 2013. -Adobe Acrobat Reader 6.0. — Peowcum docmyna:
http://artlib.osu.ru/web/books/metod_all/3446_20130130.pdf



http://www.termika.ru/dou/enc/razd3/od2.html
file://///fileserver1/GarantClient/garant.exe
http://artlib.osu.ru/web/books/metod_all/3446_20130130.pdf
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