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1 ]_le.]'ll/l H 3aJa4Y1 OCBOCHUA JUCHHUITIJIMHbI

Hean (esim) OCBOCHUS TUCIUILIMHBL: (OPMUPOBAHUE 3HAHUN M Pa3BUTHE MPAKTUUECKUX YMEHHUHA U
HAaBBIKOB I10 JOKYMEHTUPOBAHUIO TPYAOBBIX IIPAaBOOTHOLIEHUN OPraHU3alMU C IIEPCOHAIOM.

3amaun:

- (bOpMI/IpOBaHI/IC MMpEaACTaBICHHUA O COBPEMCHHOM IOOKYMCHTAIHOHHOM obecreyeHnu YIIpaBJICHUA

IEpCOHAIIOM;

- U3y4eHHe MPaBUII 0(OPMIIEHUS OPraHU3allMOHHO-PACIOPSIUTENbHBIX JOKYMEHTOB;
- uzydeHue (HopM M COJEp)KaHHs YINPABICHYECKUX JTOKYMEHTOB, CUCTEM JOKYMEHTAIlMH, a TaKKe

JABHKCHUA I[OKYMeHTOO60pOTa B OpraHu3anuu;

- UIB3YUCHHUC TCXHOJIOTHU pa6OTLI C OpraHu3alluOHHO-PACIIOPAAUTCIbHBIMHA JOKYMCHTAMMU

- UI3YUCHHUC ITponecca TOKYMCHTUPOBAHHUS IIEPCOHATIBHBIX TaHHBIX]
- UI3YUCHUC OCHOBHLIX KOMIIJICKCOB KaIIpOBOfI AOKYMCHTAIIUU;

- UI3YUCHHUC ITponecCca JOKYMCHTUPOBAHHA OCHOBHBIX ITPOLCAYP YIIPABJIICHUA IIEPCOHATIOM;

- U3y4eHHE TEXHOJIOTUH (POPMUPOBAHUS U XPAHEHUS €.

2 MecTo JTUCHHMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

JucnumimHa otHocuTes K 6a30Boi yactu 6110ka 1 «ucuunanHbl (MOIYIIN)».

[TpepexBU3UTHI AUCUMILTUHBL: Omcymcmeayrom.

[ToctpexBuzuthl aucuurnuuel: b.1.5.19 Vnpasnenue nepconanom opeanuzayuu, b.1.B.O/4.11

Kaoposoe oeno.

3 TpeGoBanus k pe3yjabTraraMm 00y4YeHHUs M0 TUCHUILINHE

[Tpornecc n3yyeHHs JUCUUIUIMHBI HATIPABJICH Ha (JOpMUPOBAHHE CIEAYIONINX PE3yIbTaTOB 00yUCHHUS

[Inanupyemsle pe3yabTaThl 00y4eHHUs MO JUCHUILINHE, XapaKTepU3YIOIIHe
3Tanbl HOpPMUPOBAHMS KOMIETEHIUH

®opmMupyemMble KOMIETEHIIUN

3HATh:

- OCHOBHBIE WH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH U
OCHOBHBIE TpeOOBaHUS MH(POPMAIIMOHHOM Oe30MacHOCTU MpU pa3paboTke
KaJpOBBIX TOKYMEHTOB.

YMmerh:

- pGHIaTI) CTaH)IapTHI)IC 3aa4u HpO(beCCI/IOHa.HBHOI\/'I JCATCIIBHOCTHU Ha

OCHOBE MH(OpMAIMOHHON u Oubinorpaduyeckol KynbTypbl HpuU
pa3paboTKe KaApOBbIX JOKYMEHTOB.

Baanern:

- KyJIbTypoH  TNpUMEHEHUS  HH(OPMAIMOHHO-KOMMYHHMKAIIMOHHBIX
TEXHOJIOTUH C y4eTOM OCHOBHBIX TpeOoBaHMM HH(pOPMALMOHHON

0€301acHOCTH MPHU pa3padO0TKe KaapPOBBIX JOKYMEHTOB.

OIIK-10 cnocoOHOCTBIO
peliaTh CTaHAapTHBIE 3a7a4n
npodeccnoHaNbHOMI
JeSITETTHHOCTH Ha OCHOBE
nH(OPMAIIMOHHON U
oubnuorpaduueckoit
KYJIBTYPBI C IPUMEHEHHEM
UH(POPMAaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH U C y4eTOM
OCHOBHBIX TpeOOBaHUI
MH(OPMaLMOHHON
0e30macHOCTH

3HaTh:

- OCHOBHBIE MOHATHS U TEPMUHOJIOTHIO KaJpPOBOM U YIpaBIE€HUYECKOW N0-
KyMEHTAIWH,

- IpaBWJIa COCTaBJICHUS U OPOPMIICHHSI PA3IUYHBIX BUJOB JOKYMEHTOB, B
TOM UHCIIE KaJpOBOM JOKYMEHTALINH;

- TpeOOBaHUSA K COCTaBJICHUIO U O(DOPMIICHHMIO KaJpOBOM M ympaBieHYe-
CKOHM JOKyMEHTAIWH,

- OCHOBBI Pa3pabOTKU M BHEAPEHMs KaIpOBOW M YHPABICHYECKON JIOKY-
MEHTAIlMH, ONTHMHU3ALNN JTOKYMEHTO000pOTa U cXeM (PYHKIHOHAIbHBIX

I1K-12 3HanMeM OCHOB
pa3pabOTKH U BHEIPCHUS
KaJpOBOM U YIIPaBICHYECKON
JIOKYMEHTAIUH, ONTUMHU3AI[UU
JIOKYMEHTO000pOTa U CXEM
(bYHKINOHATBHBIX
B3aUMOCBSI3E€H MEXIY
N0/Ipa3JIeJIEHUsIMU, OCHOB
pa3pabOTKH U BHEIPCHUS




[Tnanupyemsble pe3ynbTaThl 00y4YeHHs 110 AUCHUIUIMHE, XapaKTepU3yIollne
sTanbl GOPMUPOBAHUS KOMIIETEHITHA

DopmMupyeMbIE KOMIIETEHLIMU

B3aUMOCBS3EH MEXKY TOAPA3ACTCHUSIMU;

- OCHOBBI pa3pabOTKH M BHEIPEHUS MPOLEAYp PETYIHUPOBAHUS TPYIOBBIX
OTHOIIIEHUH U COMPOBOKAAIONICH TOKYMEHTAILIUH.

YMerTh:

- COCTaBJIsITb U HpaBI/IJIBHO Oq)OpMJISITB I[OKYMGHTLI B 3aBHUCUMOCTHU OT
Ha3HAYCHMUS, COJICPKaHUS U BUJIA IOKYMEHTA;

- pa3pabarbIBaTh U BHEAPATH KAJAPOBHIC M YIPABJICHUYECKHUE TOKYMEHTH,
ONTHUMU3HPOBATh JOKYMEHTOOOOPOT M cXeMy (YHKIIMOHAJIBHBIX B3aUMO-
CBSI3€M MEXY MOJIpa3/ICICHUSIMH;

- pa3pabarbIBaTh W BHEIPSTH MPOIEIYpPHl PETYIUPOBAHUS TPYIOBBIX OT-
HOIIEHUM W COMPOBOXKIAIOIIEH JOKYMEHTAIUH.

Baanersb:

- HaBbIKaMU pa3pabOTKU M BHEAPEHUs KaJIPOBBIX U YIPABICHUYECKUX JO-
KYMEHTOB, ONTHUMHU3AIMK JIOKYMEHTOOOOpOTa M CXeM (PYHKIIMOHAIBHBIX
B3aUMOCBS3EH MEX1y MOApa3/IeICHUIMH;

- HaBBIKAMU pa3pabOTKH W BHEIPEHUS MPOLEIYp PETyJIUPOBAHUS TPYIO-
BBIX OTHOIIEHUI U CONPOBOXKIAIOIICH JOKYMEHTAIIUH;

- HaBbIKaMH O(OPMIICHUS KaIpOBOW M YIPABICHUYECKOW TOKYMEHTALMU B
COOTBETCTBUH C PEKOMEHIALIMSIMU TOCYIAPCTBEHHBIX CTAaHAAPTOB.

MIPOIIeAYp PEryIupPOBaHUS
TPYIOBBIX OTHOLICHUN U
COIMPOBOXKIAIOIICH
JIOKYMEHTAITUN

3HaTh:

- COCTaB, PaCIIOJIOKEHUE PEKBU3UTOB U TPEOOBAHMS K UX 0(OPMIICHUIO;

- OCHOBBI KaJIpDOBOM CTaTUCTHKH;

- OCHOBBI KaJIpOBOTO, JOKyMEHTAIIMOHHOTO, MH(OPMAIIMOHHOTO, TEXHUYECKOTO,
HOPMAaTUBHO-METOJIMYECKOr0 M IPABOBOIO OOECTICUEHHS CHCTEMBI YITPABICHUS
[IEPCOHATIOM;

- CUCTEMBI JOKYMEHTAIUH;

- OpraHu3alro JOKyMEHTO000pOoTa Ha MPEIPUITHH;

- HOMEHKJIaTypy A€J OpraHu3aluH;

- OpraHM3alMI0 OINEPATHUBHOIO XPAHEHUS JTOKYMEHTOB M IOJATOTOBKY
JOKYMEHTOB K II€pe/iaue B BEIOMCTBEHHbBIN apXHB.

YMmeTh:

- 00ecreynTh 3aIIUTY IePCOHATBHBIX TaHHBIX COTPYIHHKOB;

- BECTH KaJIpOBOE JIEJIONPOM3BOJCTBO M OPraHU30BbIBATH apXWBHOE XPAHEHUE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUM C JICUCTBYIOIIMMH HOPMATHBHO-
IIPABOBBIMU AKTaAMU;

- 0oOpMJIISATH JTOKYMEHTHI B COOTBETCTBUM C PEKOMEHIAIUSMU TOCYap-
CTBEHHBIX CTaHAAPTOB;

- OpraHu30BaTh WH()OPMALMOHHO-CIIPABOYHYIO CHCTEMY IO JTIOKYMEHTaM
OpraHu3alNu;
- COCTaBJATH
JIOKYMEHTBI,

- 3aMOJHATH )KYPHAJIBI PETUCTPAlMU JOKYMEHTOB;

- COCTaBJISATb HOMEHKIIATYPY JIEII;

- ohopmsTh Aena;

- OPraHMU30BaTh TEKYIIEE XPAHEHUE U YHUUTOXKEHHUE TOKYMEHTOB.
Baanersn:

- HABBIKAaMHU COCTABJICHUS KaHpOBOﬁ OTYCTHOCTH, a TAKXKC HaBbIKAMHU O3HAKOMIJIC-
HUSI COTPYJIHUKOB OpraHU3aliy C KaJpOBOW JOKYMEHTALUEW M JIEUCTBYIOIIUMU
JIOKAQJIbHBIMHU HOpMaTI/IBHBIMI/I aKTaMu,

- crocobamMu MpUMEHEHHUST THHOPMAITMOHHBIX TEXHOJIOTHH B JIEIONPOU3-
BOJICTBE U METOJIaMU 3alIUTHl HHPOPMAIUH;

- HaBBIKAMHU COCTaBJICHUS U OPOPMIICHHUS PA3TUIHBIX BUOB JOKYMEHTOB;

- OCHOBHBIMHU 3TaraMu pabOTHI C TOKYyMEHTaAMU;

- METOJaMH JIOKYMEHTHUPOBAHUSA JEATEIBHOCTH NPEANPUATAN U
opraHu3anuii B cepe KaapoBOro JIeI0MpPOU3BOJICTBA;

- mpaBuWJIaMHi OPOPMIICHHS TOKYMEHTOB MPU UCTIOIb30BAHUU TEXHUYECKHIX
CPEJICTB NPEAIPUATHH.

u Oq)OpMJIHTB OpTraHHU3allOHHO-PACTIOPAAUTCIIBHBIC

[1IK-13 ymenuem Bectu
KaJIpOBOE JIEJIONPOU3BOICTBO U
OpraHU30BBIBATH APXUBHOE
XpaHEHUE KaJpOBBIX
JIOKyMEHTOB B COOTBETCTBHH C
JEHCTBYIOIMMU HOPMaTUBHO-
IIPAaBOBBIMU aKTaMH, 3HAHHUEM
OCHOB KaJIpOBOH CTaTUCTHUKH,
BJIa/ICHHE HaBbIKaMU
COCTaBJICHUS KaJIpOBOU
OTUYETHOCTH, a TAKIKE
HaBbIKaMHU O3HAKOMJICHUS
COTPYHUKOB OpraHU3al1H C
KaJpOBO# TOKYMEHTALMEN U
JIENCTBYIOIMMU JIOKAJIbHBIMU
HOPMAaTUBHBIMH aKTaMH,
YMEHHEM 00€CTIeUUTh 3aIIUTY
MEPCOHAIBHBIX JaHHBIX
COTPYJHUKOB




4 CTpyKTYypa U coJepKaHue JUCUUIIIHHbI

4.1 CTpyKTypa IMCHUATINHBI

OO0m1as TpyA0EMKOCTh AUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX enuuull (108 akageMuyeckux 4acoB).

TpynoeMKoCTb,
Bun paboter aKaJIeMIYECKHIX 9acOB
2 ceMecTp BCETO
OO0mas Tpy10éMKOCTh 108 108
KonrakTHasi pa6ora: 34,25 34,25
Jlexuum (JI) 18 18
[Tpaxtrueckue 3ansatus (I113) 16 16
[TpomexxyTounas arrectarus (3a4eT, SK3aMEH) 0,25 0,25
CamocrosiTesibHas padoTa: 73,75 73,75
- 8bINOJIHEHUE UHOUBUOYATILHO20 MEopUYecKo20 3a0anus (UT3);
- HanucaHnue peghepama (P);
- CAMON0020mosKa (Mpopabomka u nO8MopeHue 1eKYUOHHO20 MAmepuala u
mMamepuana y4eOHuUK08 u y4eOHblx nocooull;
- H0020MOBKA K NPAKMUYECKUM 3AHAMUSIM,
- 10020MOBKA K PYOEHCHOMY KOHMPOIO U M.N.)
Bua uToroBoro KoOHTpoJIf (3a4eT, Ik3aMeH, 11 depeHTUPOBAHHBIH 3a4er 3a4er
3a4er)
Pazensr quCHMIUTMHBL, ©3ydaeMbIe B 2 ceMecTpe
KosmyecTBo yacoB
No ayJIuTOpHAast
paszena HaunmeHoBaHue pa3enos BCEro pabora BHEay]l.
T 113 | 7P pabora
1 CojeprkaHre ¥ OCHOBHBIE 33/1a4d COBPEMEHHOIO 6 05105 5
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABICHHUS
2 3aKOHO/IATENbHOE U HOPMAaTUBHO-METOANYECKOE 6 05105 5
pETYIHPOBaHNE TOKYMEHTAIIMOHHOTO
obecrnevyeHus ynpaBIeHUs
3 OcHoBHBIE TPEOOBAHUS K COCTABJICHUIO U 6 05105 5
0(OPMIICHHIO TOKYMEHTA
4 CucreMbl TJOKyMEHTalluu 7 1 1 S)
5 OO0111e 0OCHOBBI JIENIOBOI KOPPECTIOHACHIINH 6 05105 5
6 Kanposas ciryx0a opranu3anuu 7 1 1 5
7 ITepcoHasIbHBIE TaHHBIE U X JOKYMEHTUPOBAHHE 7 1 1 5
8 XapakTepUCTUKA KaIpOBOM JTOKYMEHTALUU 9 2 2 5
9 JIoKyMeHTOOOOPOT KaJIPOBOH CITYKOBI 9 1 1 7
10 Peructpaius kaJiJpoBoil TOKyMEHTalluu 7 1 1 5
11 JlokymeHTHpOBaHUE KaIpOBBIX IPOLECCOB 17 6 4 7
12 Opranuzanys XpaHeHus: JOKYMEHTOB I10 JINYHOMY 7 1 1 5
COCTaBy
13 OKcrnepTu3a HEHHOCTHU TI0KYMEHTOB 7 1 1 5
14 [ToaroroBka TOKYMEHTOB K CJJa4y€ B apXUB 7 1 1 5
Utoro: 108 18 | 16 74
Bcero: 108 18 | 16 74




4.2 Cogepxxanme pa3iejioB IHMCUUNINHBI

1 Copep:xxanue W OCHOBHbIE 33Ja4M COBPEMEHHOI0 JOKYMEHTAIMOHHOIO olecrevYeHust
ynpaBJIeHUS.

Ilpeomem, cooepoicanue u 3a0auu OOKYMEHMAYUOHHO20 ODecnedeHuss YnpaesieHus NnepcoHaIoM.
Mecmo u ponb 00KyMeHmos 8 ynpasieHuu Ha cogpemenHom amane. Knaccugukayus 00KymMeHmoas.

2 3akoHOIATeJIbHOE M HOPMATHBHO-METOIHYECKOE PeEryJMpoBaHHe JIOKYMEHTAIMOHHOIO
o0ecrieyeHus1 ynpaBJIeHHs].

Cocmae HOpMaAMuUBHO-MemMoOuueckol 0asbl  OOKYMEHMAYUOHHO20 —obecnedenus YnpasieHus.
Cmanoapmusayuss u  yHuukayus  cucmemvl  OOKYMEHMAYUOHHO20  OOecneueHusi  YnpasieHusl.
Obwepoccutickue Kiaccugpukamopvl O0okymenmayuu. I ocyoapcmeennas cucmema OOKYMEHMAYUOHHO2O
obecneyeHus ynpasieHus.

3 OcHOBHBbIE TPeOOBAHMS K COCTABJIEHHIO H 0(hOPMIIEHHIO TOKYMEHTA.

bnanku ooxymenmos u mpedosanus k num. Cmpykmypa 0okymenma. Tpebosanus Kk oghopmnenuro
ooxymernmog no I'OCT P 6.30 - 2003 «Ynuguyuposarnvie cucmemvl 0okymenmayuu. YHuguyuposanuas
cucmema  OpeaHU3AYUOHHO - PACNOPAOUMENbHOU  OoKymewmayuu. Ipebosanus K  ogopmieHuro
OOKYMEHMO8y.

4 CucreMbl IOKYMEHTALMH.
Cucmema opeanuzayuonnoti ookymenmayuu. Cucmema pacnopsaoumenbHol OOKYMeHmMAayuu.
Cucmema uH@oOpmMayuoHHO-CNPABOYHOU OOKYMEHMAYUU.

5 O01mme 0CHOBBI /1€JIOBOH KOPPeCHOHIEHIIUM.
Cnyoicebnas nepenucka Ha npeonpusmuu. /lenosas peuvb u ee epammamuyeckue 0CoOeHHOCMmU.
J]OZMU@CKO@ nocmpoeHue OOKyMeHI’I/IOS.

6 KaapoBas ciry;6a opranuzanmu.

3a0auu  u @yukyuu xaoposou cuyocovl. Opeanuzayusi  63aUMOOCUCMBUs], NOJHOMOYUSL U
OMEEMCMEEHHOCMb  KAOPOBOU  CIYICcObL. JJoKyMenmyl, peciamenmupyiouue O0esmenbHOCmb KAOposoll
cyorconl. Pazmewenue u ocobennocmu opeanuzayuu pabomol KaOpoB8oU Cayicobl.

7 llepcoHanbHbIe TaHHBIE U UX IOKYMEHTHPOBaHUE.
THouamus u npunyunvl 06pabomKu NepcoHanrbHuIX OauHblX. Tpebosanus Kk obpabomke u nepeoaue
nepcoHanbHulx OanHwix. Ilpasa pabomnukoé no OMHOWEHUIO K UX NePCOHANbHBIM OAHHBIM.

8 XapakTepucTHKA KaApPOBOii JOKYMEHTAIIMH.
Knaccugpuxayus kaopoeoii ookymenmayuu. JIokanoHvle HOpMamugHvie akmol, cooepicayue Hopmbl
mpy006020 npasa. JJokymeHmayus no 1u4HOMy cOCmasy.

9 IokyMeHT0000pOT KA APOBOii CJ1y:KObI.

TpeboBaHMs K OpraHu3aluu JoKyMeHTooOopoTra. KauecTBeHHBIE XapaKTEpUCTUKU JOKYMEHTO000-
pota. KonnyecTBeHHbIE XapaKTEPUCTUKU JOKYMEHTOOOOpOTa. DTambl JBUKEHUS M IMOPSIOK 00pabOTKH
KaJIpOBOM TOKYMEHTALIHH.

10 Perucrpanusi KagpoBoi JOKyMEHTALNH.
IIpasuna pecucmpayuu u unoexcayuu kaoposol 0okymenmayuu. Popmuvl opeanu3ayuu pecucmpayuu
OOKYMEHMO8 U pecucCmpayoHHble hopMbl.

11 lokymeHTHPOBaHHE KAaJAPOBBIX IPOLECCOB.

Hoxymenmuposanue npuéma na pabomy. J{Jokymenmuposanue nepesooa pabomuuka na opyayro pa-
oomy. /[okymeHmupoganue npeoocmasienus omnycko8 pabomHukam. /JokymeHmuposanue noowpeHull pa-
oomuuxos. [Jokymenmuposanue HANONCEHUS OUCYUNTUHAPHBIX 63bICKAHUL. JJOKyMenmuposanue ammecma-
yuu pabomuuros. [JoKymeHmuposanue ciyslceOHbIX KOMaHOuposok. [[oKymenmuposanue y601bHeHUs pa-
bomHuKa.



12 Opranusanusi XpaHeHUs JOKYMEHTOB 110 JIUYHOMY COCTaBY.
THonamue u mpebosanusi kK HomeHkiamype oei. [lonamue u mpebosarnus k hopmuposarnuio oen. Ilo-
HAMuUe U mpebo8aHus K popmMuposanuto u 6e0eHU TUYHbIX Oell.

13 DkcnepTH3a HEHHOCTH TIOKYMEHTOB.
Ilpasosas u Hopmamuenas 0cHOBa NPOBedeHUs IKCHEPMU3bl YeHHOCmU 00KyMenmos. Opeanuzayus
9KCnepmu3bl YeHHoCmu OOKymeHmos. Ilopsaook pabomsi 9KCnepmHoll KOMUCCUU.

14 TloaroToBKa JOKYMEHTOB K c/laye B apXHB.

Ilopsiook ogopmnenus Ooen neped coaueu 6 apxug. Cocmasgnenue u ogopmienue onucu oei.
Cocmasnenue u ogopmierue akma o 8vl0eieHUU OOKYMEHMO8 K YHuumodiceHuro. Ilopsook nepedauu oen 6
apxus.

4.3 lIpakTUyecKkue 3aHATHS (CEMUHAPHI)

Ne Koxn-Bo
Ne 3ansTus Tema
paznena 4acoB
1 1 ConeprkaHre 1 OCHOBHBIE 33/1a4d COBPEMEHHOIO 0,5
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS yIIPABICHIS
2 2 3aKOHO/IaTEeIbHOE M HOPMAaTUBHO-METOANYECKOE PEryJIUPOBAHUE 0,5
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS yIIPABICHIS
3 3 OcHoBHbIE TpeOOBaHUS K COCTABJICHUIO U 0(OPMIICHHIO TOKYMEHTA 0,5
4 4 CucreMbl TOKyMEHTallUU 1
5 5 OO01111e OCHOBHI JICJIOBOM KOPPECIIOHACHITUN 0,5
6 6 Kanposas ciryx0a opranu3anumn 1
7 7 IlepcoHaIbHBIE NAHHBIE U UX JOKYMEHTHPOBAHUE 1
8 8 XapakTepucTUKa KaJIpOBOH JTOKYMEHTALIUU 2
9 9 JIoKyMeHTOOOO0POT KaJIPOBOH CITY>KOBI 1
10 10 Perucrpanus kaapoBoil TOKyMeHTaIluu 1
11 11 JIokyMEeHTHpOBaHHE KaJIpPOBBIX MPOLIECCOB 4
12 12 Opranuzanys XxpaHeHus: JOKYMEHTOB 110 JINYHOMY COCTaBy 1
13 13 OKcnepTu3a HEHHOCTH TIOKYMEHTOB 1
14 14 IToaroroBka TOKYMEHTOB K C/1a4€ B apXHB 1
Hroro: 16




5 Y4yeOHO-MeTOAMYECKOE 00ecTIeUeHHe TUCITHIIINHBI
5.1 OcHoBHas auTEpaTypa

1 Cospemennoe oenonpouszsoocmeo: Yueobnoe nocooue / M.B. Kupcanosa, Poccuiickas Axademus
eoc. cnyocowl npu Ilpesuoenme P® (PAI'C). - 4-e uz0. - M.: HUL] UH®PA-M, 2014 - 312c.: 60x90 1/16. -
(Bvicuwee obpazosanue: bakanasp.). (n) ISBN 978-5-16-004491-0, 1000 »sk3. — Peowcum odocmyna:
http://znanium.com/bookread2.php?book=395921

2 Bbynam P.E. Jlokymenmayuonnoe obecneyeHue ynpasieHusi nepcoHaiom : yued. nocooue. — M.:
HH®PA-M, 2015. — 234 c. — Peacum oocmyna: http://znanium.com/bookread2.php?book=488066.

3 Ilonosuu, E. A. Jlokymenmayuonnoe obecneuenue YNpasieHus NepCcoHAIoOM [DNeKmpOoHHbLU
pecypc] . yuebHOe nocobue 0nsi CmyO0eHmos, 00y4aruuxcs no nPocpamme Bblculeco0 NPopeccuoHaIbHO20
obpazosanusi no Hanpasienuro noocomosxku 080400.62 Ynpasnenue nepconanom / E. A. Ilonosuu; M-6o
obpazosanusi u Hayku Poc. @edepayuu, @edep. coc. Ow00xicem. obpazosam. yupescoeHue vicul. npog.
obpazosanusi «Opendype. 2oc. yu-m». - Onekmpon. mekcmosvie dan. (1 ¢aiin: Kb). - Openoype : OI'Y,
2014. -Adobe Acrobat Reader 6.0.

5.2 lonoiHuTeIbHAS JIUTEPaTypa

1 Anopeesa, B. U. Jlenonpouzeoocmeo: opeanuzayus u GedeHue . yued.-npakm. nocoodoue 0.
cmyoenmog 8y308 / B. U. Anopeesa.- 3-e uz0., nepepab. u oon. - M. : KnoPyc, 2010. - 294 c. : un. - [lpun.: c.
286-292. - bubnuoep.: c. 293-294. - ISBN 978-5-406-00295-7.

2 bwvikosa, T. A. Hdoxymemmayuonuwoe obecneuenue ynpasieHus (0e10npou3800Ccmeo) : yyedHoe
nocobue 0as OISl CMYOEHMOS8 BLICUWIUX YHEOHbIX 3a6e0eHUll, 00yuarwuxcs no HANPAGIeHUIO
«/lokymenmosedenue u apxugogeoenue» u cneyuarvHocmu «Joxymenmoseoenue u OOKYMEHMAYUOHHOE
obecneuenue ynpasnenusn» / T. A. bvikosa, T. B. Ky3neyosa, JI. B. Canxkuna; noo peo. T. B. Ky3ueyosoii.- 2-e
u30., nepepab. u oon. - Mockea : MH®PA-M, 2013. - 304 c. - (Bvicuwee obpazosanue. baxanaspuam). -
bubnuoep..: c. 295-301 u 6 noocmpou. npumeu. - ISBN 978-5-16-004805-5.

3 Kaoposoe oenonpouzsoocmaso (npasogvie sonpocwi) : npakm. nocooue / FO. I1. Opnosckuii [u op.] ;
oms. peo. FO. II. Opnosckuil. - M. : HH®OPA-M, 2008. - 239 c. - (['ocyoapcmeennubiii yHusepcumem -
gvicutast wikoaa sxkonomuxu) - ISBN 978-5-16-003392-1.

4 Kysneyosa, T. B. /lenonpouzsoocmeo (Ookymenmayuonnoe obecneuenue ynpaenenus)/ T. B.
Kysneyosa.- 5-e uzo., ucnp. u oon. - M. : ¥Ynpaenenue nepconanom, 2007. - 528 c. - Bubnuoep.: c. 369-376. -
ISBN 5-9563-0069-8.

S Ilonosuu, E. A. Joxymenmayuonumoe obecneuenue YnpaeieHusi NepCoOHANoM [DneKmpoHHbll
pecypc] : memood. ykazanus no noozom. k npakm. sauamuam / E. A. [lonosuu; M-6o obpazosanus u HayKu
Poc. ®edepayuu, Deoep. coc. 6100xcem. obpazosam. yupedxcoenue gvicul. npogh. oopazosanus «Openoype.
2oc. yH-my. - Dnexmpon. mexcmogvie oan. (1 ¢gaiin: Kb). - Openbype : OI'Y, 2013. -Adobe Acrobat Reader
6.0. — Peoicum oocmyna: http://artlib.osu.ru/web/books/metod_all/3446 20130130.pdf

5.3 llepuoanyeckue U31aHUA

1 Jlenonpoussoocmeo : scypuan. - M. : AK-C, 2015.

2 Jenonpouszso0cmeo u 0OKyMeHmoobopom HaA npeonpusmuu . dcypHan. - M. : Aeenmcmeo
«Pocneuamwy, 2015.

3 Kaoposux : scypuan. - M. : Aeenmcmeo "Pocneuams”, 2015.

4 Cexpemapcxoe Oeno: sxcypuan. 72034. - M. : OOO «/[enosvie kommyxayuuy, 2015.

5 Kaoposoe oeno : socypuan. - M. : Aeenmcemeo "Pocnevamys”, 2015.

6 Hupexmop no nepconany : sxcypuan. - M. : Aeenmcmeo "Pocnewamsv”, 2015.

5.4 UuTepHeT-pecypcesbl

1 http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuxa : 6aza oannvix cooepocum ungpopmayuio

0 HopmamueHo-memoouveckom peeyauposanuu /[OY, paspabomke HopmamusHvix 0okymenmog no JJOV,
8


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

OOKYMEHMUPOBAHUIO  UHGOpMAYUU U  CO30AHUU  OOKYMEHMOS8, Op2AHU3AYUU U  ABMOMAMU3AYUL
Jokymenmoobopoma, obecneweHuu pabomvl ¢ KaOposou OOKyMeHmayuel, OpeaHu3ayuu XpaHeHus
O00KYMeHmMo8, 00y4eHUU OCHOBAM 0elONPOU3B00CMEa.

2 \\fileserverl\GarantClient\garant.exe - I'apanm [Drexkmpoumnwiii pecypc] : cnpasouno-npasosast
cucmema / HIIII I'apanm-Cepauc.

3 www.gdm.ru - Pecuonanvrnas obwecmeennas opeanuzayus "lureous  Ynpasnsowux
Jloxymenmayueu”.

4 https://openedu.ru/course/spbstu/CLEWO/- «Omxpwsimoe obpazosanuey, Kamanoe kypcos, MOOK:
«denonpouszeoocmeo ([oxymenmayuonroe obecneuenue).

5 https://cyberleninka.ru/ - snexkmponnas 6ubruomexa KubepJlenunka.

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

7 https://openedu.ru/ - «Omxpeimoe obpazosanuer.

8 https://universarium.org/ - « Vuusepcapuymy.

5.5 IlporpammHoe obOecnedeHue, npodeccuoHajbHble 0a3bl JAHHBIX M HH(POPMANMOHHBbIE
CIPaBOYHbIE CUCTEMbI COBPEMEHHbIX MH(OPMAIIMOHHBIX TEXHOJIOTHIi

1. Onepanunonnas cucrema Microsoft Windows.

2. ITaket HacronpHbix npuiaoxenuit Microsoft Office (Word, Excel, PowerPoint, OneNote, Outlook,
Publisher, Access).

3 Open Office/LibreOffice - cBo6oaHBIN 0DUCHBIN TAKET MPOrPaMM, BKIFOUAIOIIHIA B ceOs1 TEKCTOBBIN U Tab-
JMYHBIN PEAKTOPBI, PEIAKTOP MIPE3CHTAlUN U Apyrue o(pHUCHBIC IPUIIOKEHUS.

4 Tapant [DnexTpoHHbIH pecypc] : cipaBouno-nipaBoBas cuctema / HIIII I'apant-CepBuc. — DneKTpoH. AaH. —
Mockaa, [1990-2018].— Pexxum moctyma \\fileserverl\GarantClient\garant.exe

5 Koncynprant [Inroc [DmexkTpoHHBINH pecypc] : cnpaBodHO-TIpaBoBas cuctema / Kommanus KoHcymbraHT

ITmoc. — OmektpoH. maH. — Mocksa, [1992— 2018]. — Pexwm gocryma : B JokambHOH cetm OI'Y
\\fileserverI\ICONSULT\cons.exe

6 MaTepI/laﬂbHO'TeXHI/I‘leCKOC odecrneyeHue AUCHHUIIIIMHBI

Y4eOHble ayIUTOpUU AJIsi TPOBEIACHUS 3aHATHI JEKIMOHHOTO THIA, CEMUHAPCKOrO THUMA, IS
MIPOBEACHUS TPYNIOBBIX W WHAWBUAYAIbHBIX KOHCYJIbTAlMM, TEKYIIETO KOHTPOJA M IPOMEKYTOUHOU
aTTecTaluu.

AynuTOpUN OCHAIIEHbI KOMIUIEKTAMH YUYEHHYECKOW MeOenH, TEXHHYECKUMU CPeJICTBaMU 00yUYeHMUs,
CIy>KalllUMU JJIs1 IPeICTaBIeHUs yueOHOM nH(opManuu O0JIBIION ayAUTOPHH.

[Tomerienue it caMOCTOATENbHON PabOThl 00YYarOIIMXCSI OCHAIEHBI KOMITBIOTEPHOU TEXHUKOM,
noakioueHHo K cetu "VMHTepHeT", M obOecrneueHHMEM JOCTyNa B JJIEKTPOHHYIO HH(POPMAIIMOHHO-
oOpazoBarenbHyto cpeny OI'Y.

K paboueii npocpamme npunazaromcsn:

- DOHJ OIEHOYHBIX CPEJACTB MJSl MPOBEACHUS MPOMEKYTOYHOW aTTecTallid OOYYaroIIMXCS I10
TUCHUILINHE «JlOKyMEHTAIlMOHHOE 00ecTieueHNe YIIPaBICHUS IEPCOHATIOM.

- llectakoBa, E. B. Hanucanue pedeparta [DneKTpOHHBIN pecypc| : METOIUYECKUE YKa3aHUS s
oOyuaronuxcs mo o0pa3zoBaTeNbHBIM IPOrpaMMaM BBICHIETO 0Opa30BaHMS 110 HAIPABIECHUSM OJTrOTOBKU:
38.03.03 Vmpanenue mnepconainom, 43.03.01 Cepsuc, 43.03.02 Typusm, 38.04.03 Vnpasienue
nepcoraniom, 43.04.01 Cepsuc, 43.04.02 Typuswm / E. B. Illectakosa, P. M. IIpeiTkoB; M-BO HayK{ ¥ BBICIIL.
obpazoBanust Poc. ®epepamuu, Demep. roc. OrOIKEeT. 00pa3oBaT. YUYpekJACHHE BBICII. 00pazoOBaHUs
"Open0Oypr. roc. ya-1", Kad. ¢punancos. - Opendypr : OI'Y. - 2015. - 21 c.

- IIpeitkoB, P. M. JlokyMeHTallmoHHOE OOECTeueHUE YIPaBICHUSI MEPCOHATOM [DIEKTPOHHBIH
pecypc] : MeToaudecKkre yka3zaHus M0 MOJATOTOBKE KOHTPOJIBHOM paboThI [Ji CTY/AEHTOB, 00y4alOIUXCs 10
MporpaMMe BBICIIET0 0Opa3oBaHMs Mo HampaBieHuto noarotoBku 38.03.03 Ympasnenue nepconanom / P.
M. TlpeiTkoB; M-Bo oOpa3zoBanus u Hayku Poc. ®deneparuu, @enep. roc. Ot pKeT. 00pa3oBaT. yUpexacHUE
BbIcul. oOpaszoBanust "OpenOypr. roc. yH-1", Kad. ymnp. nepconanom, cepBuca u typusma. - OpeHOypr :
Ory.-2015.-30c.
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