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. VCJIOBHS PEAJIM3ALIMU PABOYEH 10
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PE3YJIBTATOB OCBOEHHUA YYEEHOU

JUCHUITTIITHBI




1. ITACITOPT PAFOYEH ITPOT' PAMMBI YYEFHOH JHCIIHILTHHbI
Joxymenmayuonnoe u npagosoe odecneuenue ynpasieHus

1.1. Obnacme npumenenusn padoueit npoOcpamMmol
Pabouas mporpamma y4eOHON AMCUUIUIMHBI SIBISIETCS YacThIO OCHOBHOW MpogecCHOHATbHON
oOpazoBarenbHO nporpamMMbl B cooTBeTcTBUM ¢ PI'OC mo mpodeccuu CIIO, Bxomsmux B cocras
yKpynHeHHOH Tpynnsl crnenuansHocTed 09.00.00. MudopmaTnka W BBIYHCIHTENbHAS TEXHHKA IO
npodeccun 09.01.03. Oneparop nHGOPMAITMOHHBIX CUCTEM B PECYPCOB

1.2. Mecmo yueonoii oucyuniunovl 6 CmpyKmype 0CHO8HOI RPOPeccuonalbHoll 00pazoeamenbHoll
npozpammspl: DUCUUILUINHA BXOIUT B HpO(l)CCCHOHaHBHBIfI OUKIT U YaCTU BAPUATUBHBIX 4YaCOB IO 3aIllpocCy
paboronaTerns.

1.3. I]eau u 3a0auu oucuyuniunsl — mpedoeanus K pe3yiomamam 0C80eHUA OUCUUNTUHDBL:
B pezynomame oceoerusi Oucyuniunbl 00y4aouuiics 001xHcen
ymemsv: ogopmaams  OOKYMEHMAYU0 8 COOMBEMCMEUU C HOPMAMUBHOU  0A30U, UCHONb3YA
UH@OpMayuoHHble MEXHOI02UU,
0CYuecmenams asmomMamusayuio 00pabomru 0OKyMeHmos;
YHUpuyuposams cucmemuvl OOKyMeHmayuu,
0Cyuecmenams XpaneHue u HOUCK OOKYMeHMOo8,
oCyuecmeanams adgmomMamu3ayuro 00pabomku OOKyMeHmo8,
UCNONIL308AMb MENIeKOMMYHUKAYUOHHbIE MEXHOL02UU 8 IIeKMPOHHOM OOKYMEeHmMOoobopome,
3HamMy:
noHsamue, yeau, 3a0ayu U NPUHYUNsl 0e10NPoU3800CmMad;
OCHOBHbLE NOHAMUSA OOKYMEHMAYUOHHO20 0Decneyenus YynpasieHusl,
cucmemvl OOKYMEHMAYUOHHO20 0DecneyeHus YnpasieHus,
KAACCUPUKayuio 0OKyMeHmos;
mpeb08aHus K COCMAasNeHuto U 0Q)oOpMIeHUI0 OOKYMEHMOo8s,
opeanuzayulo - 0OKymenmoobopoma: npuem, 00OpabOmKy, peucmpayuio, KOHMpPOIb, XpaHeHue
O0OKYMEHMO8, HOMEHKIamypy 0ei;
1.4 Pabouas npozpamma nanpaenena na popmuposanue oouux u nPopheccuonHaIbHbIX KOMHEMeH YU

OK 01. Beibupars crocoObl perieHust 3a1ad npodecCHOHATBHON JASATEIHPHOCTH MPUMEHUTEIBLHO K
Pa3TUYHBIM KOHTEKCTaM;

OK 02. Ucnons30BaTh COBpEMEHHBIC CPEACTBA MOMCKA, aHAIM3a U MHTEPIpETAIluu WH(QOpMaAIuu U
uH(OPMAIMOHHBIC TEXHOJIOTUH JJIsI BEITIOTHEHHS 3a/1a4 MPOPECCHOHATHHON AeSITETbHOCTH;

OK 03. IlimanupoBaTh U peaanu30BBIBATh COOCTBEHHOE MPO(PECCHOHAIBHOE U JTUYHOCTHOE Pa3BHUTHE,
NpPEANPUHIMATENBCKYIO JICATEIIbHOCTh B TpodeccHoHanbHOil  cdepe, HCMONB30BaTh 3HAHUSA IO
(uHAHCOBON T'PAaMOTHOCTH B Pa3IMYHbIX KU3HEHHBIX CUTYAIIHIX;

OK 04. O¢ddexTrBHO B3aMOAECHCTBOBATH M pabOTaTh B KOJUIEKTUBE M KOMaH/IE;

OK 05. OcymecTBisTh yCTHYIO M NHCbMEHHYI0 KOMMYHHKAIIMIO Ha TOCYAapCTBEHHOM SA3bIKE
Poccuiickoit @enepannu ¢ yueToM 0COOEHHOCTEH COLUANTBHOTO U KYJbTYPHOT'O KOHTEKCTa,

OK 06. IlposBisaTe TrpaXAaHCKO-MATPUOTHYECKYIO TMO3UILMIO, JEMOHCTPUPOBATH OCO3HAHHOE
NOBEJICHHUE Ha OCHOBE TPAJUIIMOHHBIX OOIICUEIIOBEUYECKUX LIEHHOCTEH, B TOM 4YHCIE C Y4YETOM
TapMOHHM3allMd  MEKHAI[MOHANBHBIX M  MEXKPEIUTHO3HBIX  OTHOIIEHUH, MPUMEHSTh CTaHAApPThI
AHTUKOPPYIMIUOHHOTO MTOBE/ICHNUS;

OK 07. CopeiicTBOBaTh COXpPAaHEHUIO OKPYKAIOIIEH Cpenbl, pecypcocOepekeHHI0, MPUMEHSThH
3HaHUS 00 M3MEHEHMM KJIMMaTa, MPUHLUIBI OepeXIMBOIO MPOU3BOACTBA, 3(PPEKTUBHO IEHCTBOBATH B
Ype3BhIYAITHBIX CUTYAIIHSIX;

OK 08. HMcronb30BaTh cpeacTBa (GU3NUECKON KyIbTYpHI ISl COXPAHEHUS U YKPETJICHUS 30POBbS B
nporecce MpoPEeCCHOHATIBHONW JESITSIIbBHOCTH W TOJJIepKaHUsA HEO0OXOIUMOTro YpPOBHSA (HU3UYECKOM
HOJTrOTOBJICHHOCTH;

OK 09. Tlons3oBaThcsi TpoPecCHOHATILHON JOKYMEHTAIMEH Ha TOCYIapCTBEHHOM W WHOCTPAHHOM
SI3BIKAX.



[IK 1.1. BeimonHATh BBO M 00pabOTKY TEKCTOBBIX JaHHBIX.

[1K 1.2. BeimonusATh npeoOpa3oBaHKE TaHHBIX, CBI3aHHBIX C HK3MEHEHHUSIMU CTPYKTYPBI JOKYMEHTOB.
[1K 1.3. BbmonHATh pa3MeTKy U (opMaTUpOBaHUE TOKYMEHTOB PA3IMYHbIX (POPMATOB.

I1K 1.4. KoaBepTHpOBaTh aHAJIOTOBHIE TAHHBIC B IU(POBHIC.

[IK 1.5. BbIMonHATh TOArOTOBKY HU(POBBIX AAHHBIX JUIS JalbHEHe 00paboTKH U apXUBUPOBAHUSI.
[1K 1.6. ®opmupoBaTh 3ampoCkl s MOTydeHus: nHpopManuu B 6azax JaHHBIX.

[1K 1.7. BeimonHATh onepanuu ¢ 00beKTaMu 0a3bl TaHHBIX.

[1K 2.1. CtpykTypupoBaTh HUGPOBBIC JaHHBIC JIs1 MyOIUKAIIH.

[IK 2.2. Pa3memiate 1 0OHOBIATH MHPOPMALMOHHBINA MaTepHall Uepe3 CUCTEMY YIPaBICHUS KOHTEHTOM.
[1K 2.3. YcranaBnuBaTh U pa3rpaHUYMBATh MpaBa IOCTYIIA K pa3jesiaM Beb-pecypca.

[1K 2.4. Cobupatb CTaTUCTHKY IO pe3yibTaTam paboThl BeO-pecypca.

1.5. Pekomenoyemoe Koauuecmeo 4acos Ha 0C60eHue nPozpammsl OUCUUNTUHDBL:
MAKCUMANLHOU  y4eOHOU Haepy3ku obyyaowezocs 50 uacos, 6 mom uucie. 0013amenbHOU
ayoumopHou yueOHOU Haepysku ooyuaoweeocs 42 wuaca; npakmudeckue 3aHAmMus
obyuarowezocs 20 yacos, caMOCTOSATENBHON PabOTHI 00yUaronIerocs 8 4acoB

2. CTPYKTYPA H COJEPKAHHE YYEBHOH JUCIHIITHHBI

2.1. Odvem yuedoHOll OucyunIUHBL U 8UObL YUEOHOU padomuol

Buo yueonoii pabomut Oovem uacos
Maxkcumanvnasa yueonaa nazpyska (6cezo) 50
Oobazamenvuas ayoumopnasn yueonas nazpy3ka (ecezo) 42
8 Mmom uucie.
NPAKMu4ecKue 3aHsamusl 20
CamocroaTenbHasa paborta obyuatoweroca (Bcero) 8
Ipomesxcymounana ammecmayus 6 popme ougppepenyuposannozo 3auema 1




2.2. Temamuueckuit nnan u cooeprcanue y4eoHoil OuCUUnIuHbl

,ZIoKymeHmauuounoe U npaeoeoe obecneuenue ynpaejieHun

Haumenoeanue pazoenos u Cooepicanue yueonozo mamepuana, npaKkmuuecKue Oobvem | OcBamBaembie 3J1eMEHTHI KOMIETEHIHI U
mem padomovl, camocmoamenbHas padooma 00yuarOuiUxcs uacog JIMYHOCTHBIX Pe3yIbTaTOB
1 2 3 4
Beeoenue Llenu, 3a0auu u  npeomem  yyeOHOU  OUCYUNTUHBL
«doxymenmayuonnoe u npagosoe obecneueHue ynpasieHuey, OK 01. OK 02. OK 03. OK 04. OK 05
ee Mmecmo 6 yuebOHom npoyecce. Illowsmue mepmMuHos ’ ’ ’ ’ ’
«OOKYMeHmM»,  «OOKyMeHmogeoeHue», «O0KyMeHmayuoHHoe 2 OK 06, OK 07, OK 09
IIK1.1.-1.7
obecneuenue ynpaenenus». Hopmamusno-npasosas 6asza
opeanusayuy OOKYMEHMAYUOHHO20 0becneyeHus YNpAasieHus.
KaK OCHO8A MeEXHOI02ULU NPOYeCccO8 YNPAGIeHUs.
Paszoen 1.
Jlokymenmuposanue
Yynpaenenueckoi
oeamenbHOCmu
Tema 1.1. Brusnue nayyno-mexunuyeckozo npoepecca Ha OOKyMeHm u
Joxkymenmst u cnocodwvl | dokymenmuposanue. Mamepuanvusie Hocumenu uHgopmayuu
O0OKYMEeHMUPOBAHUsL Obwepoccutickue kraccugpuxamopwot (OKY/], OKI10, OKB3/I, 1 OK 01, OK 02, OK 03, OK 04, OK 035,
OKVH). @3 «06 snexmponnoti noonucuy. JJokymenmol. OK 06, OK 07, OK 09
GyHxyuu, kiaccuguxayus, 8Uobl. IIK 1.1 -1.7
Knaccugpuxayus 0oxymenmos no cnocoby uzeomosnenus,
NPOUCXONHCOCHUS, COOEPHCAHUS, HAUMEHOBAHUS U OPYUM 1
NPUSHAKAM.
CamocrosiTesibHas padoTa:
[ToaroroBka mokiana mo Teme (BbIOOp 00ydaromerocs):
2. Hommmun xenomponsosorme, OK 01, OK 02, OK 03, OK 04, OK 05,
3. Ionstusa JOVY. 2 OK 06, OK 07, OK 09

4. JIOKyMEHTHI U €ro (PyHKITUH.
[Tpu3naku kmaccupuKauy JOKYMEHTOB.

IIK 1.1 -1.7




Tema 1.2. Yuugurayusa u cmanoapmuzayus 0okymenmayuu. OK 01, OK 02, OK 03, OK 04, OK 05,
Vuuguxayus u Yuugpuyuposannas  cucmema  doxymenmayuu.  Cocmas OK 06, OK 07, OK 09
CmMaHoapmu3ayus VHUDUYUPOBAHHBIX cUCmeM OOKYMEeHMAayuu. lIK1.1.-1.7
ookymenmos. Cucmemul Hayuonanenvlie cmandapmol na ynuguyuposanHule cucmemvl
0OKyMeHmayuu 0OKYyMeHmayuu.
CamocrosiTesqibHasi padora: OK 01, OK 02, OK 03, OK 04, OK 05,
CocraBneHue oOmMOpHOTO KOHcmekTa mno Teme «lIpuHuumb OK 06, OK 07, OK 09
YHU(DUKAIIMN U CTAaHIAPTU3AIUN JOKYMEHTOBY. IIK 1.1.-1.7
Tema 1.3. Dopmynap OokymeHma, munogou gopmynap, dopmyiap-
Pexeuszumoi u 61amku obpazey, maberb Gopm  OOKyMeHmo8, anbOoM  Popm
O0OKYMEHMO8 VHUDUYUPOBAHHBIX OOKYMEHMOB. OK 01, OK 02, OK 03, OK 04, OK 05,
Ilpasuna  ogopmnenus  pexeuzumog  OnaAHKA U UX OK 06, OK 07, OK 09
PACNON0JCEHUSL HA CIMAHOAPMHOM (opmame Oymazu, pamepol lIK 1.1 -1.7
noneu. brank doxymenma. Cocmas, oghopmienue pexeusumos
onauKa.
OK 01, OK 02, OK 03, OK 04, OK 05,
IIpakmuueckoe 3anuamue Ne 1. OK 06, OK 07, OK 09
Ogopmnenue npocmsvix u CIOHCHBIX PEKBUIUMOE OOKYMEHMA K11 - 1.7
CamocrosiTesqibHasi padora: OK 01, OK 02, OK 03, OK 04, OK 05,
Pazpabotka (mpoekTHpoBaHue) O1aHKa OpraHUu3aIH. OK 06, OK 07, OK 09
CocraBnenue KoHCIekTa 10 Teme: «TpeboBanus K lIK1.1. -1.7
0()OPMIICHHUIO TOKYMEHTOB.
Tema 1.4. OpeanuzayuoHuo - pacnopsaoumesnvHole 0OKYMeHMbl: NOHAmMuUe,
Opeanuzayuonuo- HaszHauenue, Kiaccupurayus, 0CHO8Hble BUObL.
pacnopaoumensHast Opeanuzayuonuvie  OOKYMEHmMbl:  YCMA8,  NOJNOMNCEHUe,
O0OKyMeHmayusl u | cmpykmypa u wimamuas 4YucieHHoOCmy, WmamHioe pacnucanue, OK 01. OK 02, OK 03. OK 04. OK 05,
ungopmayuouro- npasunda,  OOJCHOCMHAA — UHCMPYKYUs, UX  HA3HAYeHue,

cnpaeovHas OOKyMeHmaL{M}Z

xapakmepucmuka u cocmas, mpebosanus K 0@OpMIeHUIO,
NOPsI0OK YMBEPIHCOEHUSL.

Pacnopsoumenvuvie 0okymenmsi: nocmanoénieHue, npuxas,
pacnopsiicenue, COBMeCHHbIL pacnopsOUmMenbHblll 00KYMeHMN,
UX HasHaueHue, XApakmepucmuka u cocmas, mpebosamus K
ogopmaenuio.

OK 06, OK 07, OK 09
IIK11. -1.7




Ilpaxkmuueckoe 3anamue Ne 2.

Ogopmnenue OCHOBHbBIX 81008 Op2aHU3aYUOHHO-
pacnopaoumensHbix O0OKYMEeHMmOo8. OpeanuzayuoHmubie
OOKYMEHMbl: YCmas, MNON0NMCeHUe, CMPYKMypa U WmamHasl
YUCTIEHHOCMb, WMAMHOoe pacnucanue, npasuid, 00IHCHOCMHASL
UHCMPYKYUSL.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK 1.1 -1.7

Ilpakmuueckoe 3anamue Ne 3.

Cnpagounvie O0OKyMeHmbl: ClyJceOHble NUCbMd, CNpasKu,
O0OKIAOHblE  3ANUCKU, NPOMOKONbL, AKMbl, 3AA6NEHUS, UX
Xapaxkmepucmuka u cocmas, mpeoosanus K 0QopmieHuro.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1. -1.7

Ilpakmuueckoe 3auamue Ne 4.
Ogopmnenue 0CHOBHBIX U008 CNPABOUHO — UHGOPMAYUOHHBIX
O0OKYMEeHmMO8. Pacnopsoumenvubie OOKYMeHmMbL:
noCmano@nenue,  NpuKas,  pAacnopsdcerue,  COBMEeCMHbIU
PAcnopsaoumenbHulll QOKYMeHM.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1.-1.7

CamocrosiTesibHasi padora:
1. CocraBnenue cxemsl o Teme «Kmaccuduxarms OP]».
2. CocraBiieHHE OPraHU3alMOHHOT0 JOKYMEHTA
«IIITaTHOE pacnucaHue».
3. CocraBneHue TEKCTa JOKyMeHTa s odopmieHus
CIPAaBOYHO — MH(DOPMAIIMOHHOTO TOKYMEHTa «AKT.

Tema 1.5.
Lloxymenmui
npogheccuoHanbHoll
oessmenvbHOCmuU

Hozcosopno-npasosasi ~ 0okymenmayus, — OOKYMEHMbl — HO
BHEWHEIKOHOMUYECKOU — OeslmelbHOCMU,  NPemeH3UOHHO-
UCKOBAsL OOKYMeHmayusi, Uux HasHadeHue, mpebosanus K
oopmnenuro.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1. -1.7

Ilpakmuueckoe 3auamue Ne 5.
Henosas cumyayus « Opopmnenue na pabomy»

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK 1.1 -1.7

Pazoen 2. Opzanuzayusn
padomul ¢ 0O0OKymenmamu

Tema 2.1.
Opeanuzayus
00KyMeHmoobopoma
XpaneHue 0OKYMeHMOo8

u

Cnyacoa JIOY 6 opeanusayusx. [Jokymenmoobopom: nonsamue,
obwue NPUHYUNBL Op2aAHU3AYUU OOKYMEHMOoobopoma, e2o0
cmpyKkmypa, HeobX00UMOCMb yuéma 00véma
00KYyMeHmoobopoma. Hopmamuenvie O0OKyMeHmbl,
pezanameHmupyouue op2aHu3ayuo 00KymeHmoobopoma.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1. -1.7




Tema 2.2. Pecucmpayus O0OKYMEeHmO8. Konmpons UCNOJIHEeHUS
Opeanuzayus pecucmpayuu | OOKymeHmos.  JlondcHocmuble  auya,  ocywecmeisiowue OK 01, OK 02, OK 03, OK 04, OK 05,
2
O0OKYMEHmMO8 U KOHMPOJb peaucmpayuro u KOHMpPOib UCNOIHEHUs, UX (QYHKYUU U Npasa. OK 06, OK 07, OK 09
UCNOIHeHUs OOKYMEHMO8 lIK1.1.-1.7
IlIpakmuueckoe 3anamue Ne 6. P
Opeanuzayus 00KyMeHmoobopoma
Tema 2.3. Homenxknamypa oen. Buowvl nomenxnamyp oen. Illopsook
Opconvs st | coomumens, ol e Jpetons 1 Ui ox o, 0k 2 0K 03, 0K 04, 0K 5
) P pet cer. Lop. prup OK 06, OK 07, OK 09
oer. 2
IIK1.1.-1.7
OcHognble amanvl nepeoayu OOKYMEHMO8 8 apXué Uil Ha
VHUYMOJICEeHUe: NnO020MOBUMEIbHDIL, OCHOBHOI,
3a8epuarouuil.
Oxcnepmuza  yennocmu  0okymenmos. Cpoku — XpaweHus
ooxymenmos. Ilopsidox nepedauu Oen 6 apxugé uiu OK 01, OK 02, OK 03, OK 04, OK 05,
VHUUMOXNCEeHUsL 0OKYMEHMOB. ] OK 06, OK 07, OK 09
IIK1.1.-1.7
CamocrosiTesqibHasi padora:
1. TlogroroBka cxembl mo teme «OdopmieHue Aen ais
2 giiiii‘;giﬂipx“mlﬁnﬂ bl st odopmIIeHUS OK 01, OK 02, OK 03, OK 04, OK 05,
' H a p OK 06, OK 07, OK 09
HOMEHKJIATYPHI 1€ Ha IPEeIIPUSITHH. 2
IIK1.1.-1.7
3. Co3gaHue cXxeMbl 10 TeMe «ABTOMaTH3MPOBaHHAs
00paboTKa JOKYMEHTOB).
4. Coznanue TEMaTH4YECKOI0 CcJI0Bapsl 1o
npodeccnoHanTbHON TEPMUHOIOTHH.
ughpepenyuposannwiit 3auem 1
Bcezo: 50




3. YCIIOBUA PEATU3ALIUHU ITPOI'PAMMBI IHCHHHII/TUHbBI

3.1. Tpebosanua Kk MUHUMANLHOMY MAMEPUATLHO-MEXHUYECKOMY 00ecneueHUI0

Peanuzayus npocpammul OUCYUNTIUHDBL mpebyem Hamuyus  y4eOHO20 Kabunema
«doxymenmayuonnozo obecnedenus ynpasieHusy.

Oobopyoosanue yueonozo kabunema:

Ilepconanvruiti komnvromep — Ywm.;

KOMnblomepHvle cmoavl — Jum.;
Kpecna komnviomepHuvle — Jum.;
cmon npenodagamens -1 wim.;
cmyn npenooasamens — 1 wm.;
npuumep — 2 wim.,;
sudeonpoexmop — 1 wim.;
MDY- 2wm.;

ckauep — 2 wm.;

docka- 1 wm.;

napmul yuenudecxue — 6uim.;
cmynvs yyeHuueckue- 12wm.;
ocHemywumens — I wm.;
Jrcaniosu — 3 wm

3.2. Hnughopmayuonnoe odecneuenue odyuenus
OcHogeHble uCMOYHUKU:

1.Kysueyosa U.B., Xauampsn I A. Jloxymenmayuonnoe obecneuenue ynpasienus. Ipogoodpaszosanue. Au Ilu
Ap Meoua. 2019. Dnexmponnvlii yueOHux

2. Jlokymenmayuonnoe obecneuenue YAPAGAeHUs (C  OCHOBAMU APXUBOBeOeHUs): YueOHoe  nocoobue/
M. U Backakos-M:. KPOHYC,2020

3. Jokymenmayuonnoe obecneuenue ynpaenenusi. yuebd. [na CIO/ A.B.ITwenxo, JLA. /loponuna.-M.:
«Arkaoemusay, 2020

4. Pymwvinuna J1.A. JJokymenmayuonnoe obecneuenue ynpasienus : yueOHUK 0 Cmyo. YupercoeHuil
cpeo. npog. odpazosanus / JI.A.Pymvinuna. — 5-e u30., ucnp. u oon. — M. : Hz0amenvckuii yeHmp
«Axaodemusy, 2019e.

5. Hoxymenmayuonnoe obecneuenue ynpasnenus. yuebnux u npaxmuxym ons CIIO/ H.H.Illysanosa- M.:
Opaim, 2020

ZIonwmumeJleble UCMOYHUKU.

1. Kupcanosa M.B., Axcenos [O.M. Kypc Oenonpouzeoocmsa: JlokymenmayuornHoe
obecneuenue ynpaeienus: yueb. nocooue. — 6-e u30., ucnp. u oon. — M.: HH®OPA-M;
Hoesocubupck: Cubupckoe coenawenue, 2018. — 367c.

2. Oxomnuxos A.B., Bynasuna E.A.. JloxymenmogedeHue u 0enonpouzsoocmeo: Yuebduoe
nocoobue. — H30. 2-e, nepepab. u oon. — M.: UKI] «MapT»; Pocmos u//l: uzoamenvckuii
yeump «MapT», 20172. — 304c.

3. Hucxk «AUDIOkypcy - Jlekyuu no denonpouzsoocmsy. OO0 «Mebuyc Apmcy, Poccus, 2018.

TTwenxo A.B. JJoxymenmayuonnoe obecneuenue ynpasieHus : y4eOHuk 01 cmyo. npog. yueo.

3aseoenuit / A.B.ITwenxo. — 9-e uzo., cmep. — M. : Hzoamenvckuii yeump «Axkademusin, 2018. —

176¢.

4. Iwenxo A.B. Jlokymenmayuonnoe obecneuenue ynpasnenus : Ilpaxmuxkym : yueb. nocooue
o cmyo. yupexcoenuil cped. npo@. oopazosanusn / A.B.ITwenxo, JL.A. /loponuna. — 2-e u30.,
cmep. — M.: U30amenvckuti yeump «Axademusnn, 2018 — 160c.
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9.

5. Jlenkesuu JI. A., Jlenompouzeoocmeo: yuebOHoe nocobue Onsl  HAYATLHO2O
npogeccuonanvrozo obpazosanus. - M.: Hzoamenvckuil yenmp «Axademusy, 2018. - 224c.
/271eKmpoHHblIl pecypc/

6. Jlenxesuu JILA., Jlenonpouzeoocmeo. Pabouas mempaods: yyebHOe nocobue O0is
HAYanbHo20 npogheccuonairbHoco obpaszoeanus. - M.: Hzoamenvckuii yenmp «Axademusy,
2018. - 96¢. /anekmponnviii pecypc/

Humepnem-pecypcwi:

http://base.consultant.ru/cons/cgi/online.cgi’req=doc;base=LAW;n=112747 - @edepanvhbiii
saxon Poccutickou @edepayuu om 27 uroasn 2006 2. N 149-D3 «O6 ungpopmayuu,
UHDOPMAYUOHHBIX MEXHONIO2UAX U O 3aujume UHDOPMAYULY
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=72518 - @3 om
29.07.04 Ne 98 — @3 «O kommepueckoi mauney
hitp.//www.kadrovik.ru/docs/gost.r.51141-98.htm - 'OCT P 51141-98 Jlenonpouzeoocmeo u
apxugnoe oeno. Tepmunwvl u onpedenenus om 27.02.98 Ne 28
http://base.consultant.ru/cons/cgi/online.cgi?’req=doc;base=LAW:n=112673 -
Yuuguyuposannas cucmema opeanuzayuonHo-pacnopaoumenbHou OOKyMeHmayuu.
Tpebosanus k opopmnenuro ooxymenmos. ' OCT P 6.30-2003

http://www.delpro.narod.ru/ - catim «/[enonpouzso0cmeo +y.

hitp.//workpaper.ru/ - catim «/{okymenmoobopom u 0en1onpouz00cmeoy.
http://www.sekretariat.ru/ - anekmponnuiil sHcypran « PRO-Cexpemapuamy.
hitp.//old.delo-press.ru/magazines/documents/ - anexkmporHuwlil dHcypHan «/lenonpouzeo0cmeo
U OOKYMEHMO0bOpOm HA NPeonpUsMULY

hitp.//www.potrebitel.net/ - Cavim « Coto3 nompedbumeneti Poccutickou ®edepayuuy

http://www.e-college.ru/xbooks/xbookl28/book/index/index.html? go=part-01 1 *page.htm —

10. OP [JOC CIIO «PROF- obpa3zosanuen- Inexkmponnas ouoruomexa I’ bIIOY OMIIK

4. KOHTPOJIb U OLIEHKA PE3Y/IbTATOB OCBOEHHA THCHHII/INHBI

Konmponv u ouenka pe3yniomamos 0c80eHuUss OUCYUNIUHBL OCYWeCMEIIAemcs npenooasamenem 6
npoyecce nposedenUss NPaKmu4ecKux 3aHamutl u 1a0o0pamopusix pabom, mecmupo8anus, a maxxtce
BbINOTHEHUS 00YYAIOUWUMUCA UHOUBUOYATbHBIX 3A0AHULL, NPOEKMO8.

Pe3ynomamul 00yuenusn Koowt
(oceoennvle ymeHnus, yceoeHHble dopmupyemuix Dopmbl u Memoowvl
3HaHUA) npogpeccuonanvHvix KOHmMPOA U OUEeHKU
u oouux pe3yivmamoe 00yuenus
KomnemeHuui
Ymenua:
oopmnsme u nposepsims | OK 01-OK 09 IIpobremno-nouckosuiii
npasuIbHOCMb opopmnenus | [IK 1.1. - 1.7 Memoo.
OOKyMenmayuu 6 COOMEeMmcmeuy ¢ Texywuii KOHMpPoIwL
YCMAHOBNIeHHbLIMU — MPebo8aAHUAMU, 8 npogooumcs 6 popme
mom uucne UCnoL3ysa 3auumuvl NPAKMU4ecKou
uHgopmayuonHvle mexHoio2uu pabomuwl 8 8ude NUCbMEHHO20
omyéma ¢ yCmHulM
O0ononeHueMm.
Oyenka:

Ipasunvro anarusupyem
O0OKYMeHm U onpeoensem e2o
8UO 8 COOMEEMCMBUU C
Kaiaccugpuxayueti
O0OKYMEHMO8.

I pamomno oghopmnsiem




OOKYMEHM 8 COOMBEMCmaul
€ YCMAHOBIEeHHLIMU
mpebo8aHUAMU.

IIposepsiem npasurbHocms
oopmnenuss Ookymenma 8
coomeemcmauu ¢

I'OCT P 6.30-2003.
IIpasunvro ogopmnsiem
OOKYMEHM ¢ UCNOTIb30BAHUEM
UHGOPpMAYUOHHBIX
TMexXHON02UI.

ocyuecmensms
ABMOMAMUZUPOBAHHYIO obpabomxy
O0OKYMEHMO8

OK 01-OK 09
IIK1.1. -1.7

Memoo npobaemuozo
obyuenus. Paboma 6 manvix
2pynnax.

Texywuii KOHMpoL 6 popme
cobecedosanusi no
onpeodenenuro Kaiecmea
BbINOTHEHUSL CUMY AYUOHHBIX
3a0aHUll NPAKMU4ecKou
pabomul.

Oyenxa:

Ceoespemento
ocyujecmensem
A8MOMAMUZUPOBAHHYIO
00pabomxy 00KyMeHmMO8.
IIpasunvro 6edém
aA8MOMamu3UpPOBaAHHYIO
00pabomky 0OKyMeHmos 8
coomeemcmeuu ¢ ' OCT P
51511-2001, FOCT P 6.30-
2003.

ocyujecmenams  XpameHue U  NOUCK
O0OKYMEeHmMO8

OK 01-OK 09
IIK1.1 -1.7

Memoo npobaemuozo
obyuenus. Paboma 6 manvix
2pynnax.

Texywuti KOHMPOb
npoeoouUmcs 8 dopme
cobecedosanus no
onpeoenenuro Kayecmeda
BbLINOTHEHUS  CUMYAYUOHHBIX
3a0aHull.

Oyenka:

I'pamomno ocywecmensiem
NOUCK HeOOX0OUMbIX
O0OKYMEHMO8 U NPOU3800UM
UxX XpauneHue
coomeemcmeuu ¢ P3.
Obecneuusaem 6vICOKYIO
Pe3YIbMaAmusHOCHb HOUCKA
O0OKYMEHMO8.

UCNONB308aMb
MeNeKOMMYHUKAYUOHHbIE EXHOL02UU
8 JNIEKMPOHHOM OOKYMEHMOobopome

OK 01-OK 09
IIK1.1 -1.7

Memoo npobaemuozo
obyuenus. Paboma 6 manvix
2pynnax.

Texywuti KOHMPOb
npoBoOUMCs 8 dopme




cobecedosanus no
onpeoeneHuro Kauyecmea
BLINOIHEHUS  CUMYAYUOHHBIX
3a0aHuil.

Oyenxa:

IIpasunvHo ucnonvzyem
MeneKOMMYHUKAYUOHHbLE
MEexXHON02UU 8 INEeKMPOHHOM
0oKkymeHmoobopome 6
coomeemcmau ¢
DedepanvHvim 3axonom PO.

3nanua:

OCHOBHBIX NOHAMULL, Yeell, 3a0ay u
NPUHYUNOE OOKYMEHMAYUOHHO20 U
npagosoco obecneyeHus YynpasieHus

OK 01-OK 09
IIK 1.1 -1.7

IIpobnemno-nouckogulii
Memoo 00yueHUs.
Texywuti KOHMpOL
nposooumcs 6 ghopme
3auumsl memamuiecKux
NPOBEPOUHLIX 3A0AHULL C
UHOUBUOYATILHBIM
cobecedosanuem.
Oyenka:
Cucmemamusupyem u
obobwaem OCHOBHbLE
NOHAMUSA, yYeau, 3a0ayu U
NPUHYUNBL
OOKYMEHMAYUOHHO2O
obecneueHusi YnpasieHus ¢
yuemom mpebosanuil
CneyuaIbHOCmu.

cucmem ()OKyMeHmal/;MOHHOZO

obecnevenus ynpaeJjieHus,
asmomamu3zayuro

ux

OK 01-OK 09
IIK1.1 -1.7

Memoo npobaemuozo
o00yuenus.
Texywuti KOHmMpob
npoeooumcs 6 popme
3auumsl MemMamuyecKux
NpOBEPOUHBIX 3A0AHULL C
UHOUBUOYATILHBIM
cobecedosanuem.
Ouyenxa:
Obocnosanno nepevucisem
cucmembl
00KYMeHmoobopoma Ha
npeonpusmu.
Apaymenmuposeano
00BsCHAem cnocodvl
COKpawjenus Koau4ecmea u
NOBbIULEeHUS] KAYeCT8a
O0OKYMEeHmO8.
Obocrosvlsaem ycnosusi 0.
ahpexmueno2o npumeHensl
NPOCPeCCUBHbIX MEXHUYECKUX
cpeocme u mexHoN02Utl
coopa.




Kraccuguxayuio 00KyMenmos

OK 01-OK 09
IIK 1.1 -1.7

IIpobnemno-nouckogulii
Memoo 00yueHus.
Texywuti KOHMpPOL
nposooumcs 6 ghopme
3auumsl memamuiecKux
NPOBEPOUHLIX 3A0AHULL C
UHOUBUOYATILHBIM
cobecedosanuem.
Oyenxa:

Obocrnosvisaem 6v100p
OOKYMEHMA 8 cOOMEemcmeuu
¢ kraccuguxayuet
O0OKYMEeHMO8.

mpebosanutl K
ogopmuenuo 0OKymMenmos

cocmaeileHuro

u

OK 01-OK 09
IIK1.1 -1.7

Memoo npobaemuozco
obyuenus. Paboma 6 manvix
2pynnax.

Texywuti KOHMPOb
npoeooUmcs 8 dopme
cobecedosanus no
onpeoenenuro Kayecmeda
BbLINOTHEHUS  CUMYAYUOHHBIX
3a0aHuil.

Oyenka:

Obocrnosvisaem 6v100p
HeobXxo0umo20 Habopa
PeKeU3UmMOo8 OJisl
cocmaenenusi u oghopmienus
O0OKYMEHMO8.

opeanuzayuy 00KyMeHmoobopoma:
npuema, oopabomxu, pecucmpayuu,
KOHMPOJIS, XPAHeHUs OOKYMEHMO8,

HOMEHKIamypbl 0ejl

OK 01-OK 09
IIK 1.1 -1.7

Memoo npobremnozo
o0byuenus. Paboma 6 manvix

epynnax.

Texywuu KOHMpPOb
npo6oOUMCcs 8 gopme
cobecedosanus no
onpeoeneHur Kauecmea

BbINOJIHEHUS.  CUMYAYUOHHBIX
3a0aHul.

Ouyenxa:

ObocHosvisaem 86100p
0oKyMeHnma 8
coomeemcmaeuu
K1accuguxkayuet ons

Ooanvhelwell 00pabomku u
peaucmpayuu OOKyMeHmd.
Apeymenmupoeanuo
00vsCHAEm 86100p
peksusuma,  Heobx00UM0o20
onst peaucmpayuu u
KOHMPOJIsL 00KYMEHMO8.
ObocnosanHo evlOupaem 6uo
OOKYMEeHmMONnomoxa u cnocoo
XpaueHusi 0OKyMeHmO8.
Ilpusooum OYEHKY
BLINOJIHAEMBIX OetiCMBUIL.




