BIOJDKETHOE HPO®ECCUOHAJIBHOE ObPA3OBATEJIBHOE YUPEXIEHUE
. OPJIOBCKOHU OBJIACTH
OPJIOBCKHNU TEXHUKYM IIYTEU COOBILEHMA M. B.A. JIAIIOYUKNHA

PABOYAS TIPOTPAMMA YYEFHOM JUCITATIIAHBI

OI1. 04 JlokymeHTaIbHOE 00ecreyeHue yIpaBJieHus

2023 r.



Pabouas mporpamma yuebnoi aucruminasl OI1. 04 JlokymeHTalbHOE 00€CTIeueHUEe YIIPaBICHUS
pa3paboTaHa Ha OCHOBE (enepajJbHOr0 TOCYAapCTBEHHOTO O0pa30BaTEIbHOIO CTaHAApTa CPEIHEro
npodeccuonansuoro obpazopanus (mamee ®I'OC CIIO) mo cmeunmansHOocTH 38.02.01 DKOHOMUKA H
OyxranTepckuil y4er (1Mo OTpaciisiM) YTBEP)KIECHHOTO MpUKa3oM MUHHCTEpCTBA 00pa30BaHUS U HAyKH
Poccuiickoit @eneparuu ot 5 dheBpanst 2018 Ne 69.

Opranuzanus pa3paboTuuK:

BITIOY OO «OpnoBckuii TEXHUKYM ITyTel coobmieHus uM. B.A. JlanoukuHay.
PazpaboTunku:

Kypamogsa B.B., npeacenarens [TLK Dxonomuka u nHQOpPMAIMOHHBIE TEXHOJIOTHH.

AxcenenkoBa C.H., npernogaBatenb crell. TUCIHUIUIAH.

PaCCMOTpeHO, OI[O6p€HO H PCKOMCHAOBAHO K HUCIIOJIb30BAHWIO HA 3aCCAaHNH HHK OKOHOMHKA U
I/IH(bOpMaI_II/IOHHLIe TCXHOJOI'NHU.

ITporoxoin Ne 1 or 30 aBrycra 2023 r.

CoriiacoBaHo:

[TpoBepeHo:
Meroauct _fM JUpeKTOpa

Kucenesa E.I1. &é f‘;f Oseposa E.B.



COJIEPKAHME

1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEBHOU JUCHUTLIAHBI

2. CTPYKTYPA M COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

3. YCJOBMUS PEAJIM3AIIAN YYEBHOM JJUCHUILIAHBI

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOU JTUCHUIIJIMHBI



1. OBILIASI XAPAKTEPUCTUKA PABOUE# TPOTPAMMBI
YYEBHOM JUCLUILINHBI

OIl. 04 [TokymeHTa/IbHOE o0ecnieyeHue ynpaBJieHHus

1.1. MecTo AucuMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbI:

Pabouas

IporpaMma

yueOHOU

JUCHUITIINHBI

ABJIACTCA

9acThl0  TPOeCCHOHATBHON

obpazoBarensHOM iporpammel «IIpodeccuonanmurer» B coorBercTBun ¢ ®I'OC nmo cnermansaocta CITO

38.02.01 OxoHomuka H OyxraJarepcku yder (o oTpaciasm),

YTBEPAKACHHOIO IPUKA30M

MunuctepcTBa oopazoBanus U Hayku Poccuiickoit @enepamnuu ot 5 despamnst 2018 1. Ne 69.

Oco6oe 3HaueHUe AUCIUILIMHA uMeeT npu GopmupoBanuu u passutuu OK 02, OK 03, OK 05,
OK 09, IIK 1.1, 1K 2.2, KK O1.

1.2. ]_[e.m, U IINIAHUPYEMBIC PE3YJbTATHI 0CBOCHUSA TUCHUIIINHBI:
06y‘~IaIOHII/IMI/IC$I OCBAaMBAIKOTCA YMCHUA

B pamkax nporpammsl

y4eOHON  JTUCIMIUIAHBI

Y 3HAHHSA
Kon Kon YMeHus Kon 3HaHUsA
eHUU 3HaHUI
nk,oxk | ™
MK 1.1 V111 OOGpabatbIBaTh IIEPBUYHBIC 3111 0(OPMIIATH JOKYMEHTALUIO B
OyXxranTepckue JOKYMEHTHI COOTBETCTBUU C
HOPMAaTUBHOU 0a30¥, B TOM
YHCIIE C UCIIOJIb30BAaHHEM
MH(}OPMaLMOHHBIX
TEXHOJIOTUI
MK 2.2 V221 BeInonHATE nopydeHus 3221 3HaTh KJIACCU(PUKALUIO
PYKOBOJICTBA B COCTaBe JIOKYMEHTOB;
KOMHCCHH TIO
WHBEHTAPHU3AIMN aKTHBOB B
MECTax UX XpaHEHUs
OK 02 VY OK.02.1 | ompenensiTh 3a7a4u U 3 OK.02.1 | nepeueHb HH(POPMAIIMOHHBIX
HE00XO0AMMbIe UCTOUHUKHU HCTOYHUKOB, IPUMEHSIEMBIX B
JUISL TIOMCKa MH(POpMAIUN npodeccuoHaTbHON
JeSITETTbHOCTH
Y OK.02.2 | BelnensaTh Haubosee 3 OK.02.2 | npuemsbl CTpYKTypHUPOBAHHUS
3HA4YMMOE B ITIEpEUHE uH(popmanuu; popmar
nHpopmanuu u opopmIATh oopMIIeHUS PE3YIbTATOB
pe3yJbTaThl MOUCKA MOUCKa UHPOPMALIUU
OK 03 Y OK.03.1 | onpenensiTe akTyaJIbHOCTb 3 OK.03.1 | coBpeMEHHYIO HayUHYIO U
HOPMAaTHBHO-TIPABOBOM npo¢eCCUOHATBLHYIO
JOKYMEHTAIMH B TEPMUHOJIOTHIO
npodeccroHanbHOM
TSI TeTbHOCTH
VY OK.03.2 | BeIcTpamBaTh TPaCKTOPUH 3 OK.03.2 | BO3MOXHBIE TPACKTOPUH

poeCCUOHATBHOTO U
JIMYHOCTHOT'O pa3BUTUSA

po¢eCCHOHAIIBHOTO
pa3BUTHS U




caMmoo0pa3oBaHMs

OK 05 Y OK.05.1 HU3J1araTh CBOM MBICIY Ha 3 OK.05.1 | ocoOeHHOCTH COLMAIBHOIO U

rOCy/IapCTBEHHOM SI3BIKE KYJIBTYPHOTO KOHTEKCTa
Y OK.05.2 | opopmiiaTh JOKYMEHTBI 3 OK.05.2 | mpaBuna opopmieHus
JIOKYMEHTOB

OK 09 Y OK.09.1 | moHMMaTh TEKCTHI Ha 3 OK.09.1 | npaBwmia yTe€HUS TEKCTOB
0a3oBbIe MpodheccuoHaTbHbIE npo¢eCCHOHATBHON
TEMBI HAIPaBICHHOCTH

KK 01 YV KK.01.1 | BeicTpauBars goirocpounsie | 3 KK.01.1 | crangapToB paboTs

OTHOIICHHA C KIMCHTaMU

OpFaHI/I3aHI/II/I'pa6OTOI[aTeJ'IH

2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCIUIIIMHBI

2.1. O6beM y4eOHOI TUCHUNIUHBI U BU/IbI Y4eOHOI padoThl

Bun yuedHoii paGoTsl O0bem B yacax
O0bem o0pa3oBaTeIbHOI MPOrpaMMbl y4eOHOI THCIIUTITHHBI 48

B T.4. B (hopMe NPaKTHYeCKOH NOATO0TOBKHU

BT. 4.:

TEOPETHYECKOe 00yUeHHE 44
J1a00paTopHbIe PadOTHI (eciu npedycMompeHo) -

MIPAKTHUYECKUE 3aHATHS (eCiu npedyCMOmMpPEHo) 16

KypcoBast paboTa (IIPOeKT) (eciu npedycmMompero sk CReyuaibHOCMell) -
Camocmosmenvuas paboma 4
IIpoMe:xyTouHas aTTrecTanus ougdhghepenyuposannslii 3auem 2




2.2. TemaTHyecKH NJIAH U coJep:KaHue YUeOHOH TUCUMIIUHBI

HaumeHnoBanue Coaep:xanue yueOHOro MaTepuasa u popMsbl opranuzanuu Oo0bem, akan. 4 / Ko/bl KoMIeTenumii, Kon H/Y/3
pa3eIoB U TeM HAeATeJLHOCTH 00y4al0UXCS B TOM 4HCJIC B dbopmupoBanmio
opme
npal?nfllecxoﬁ KOTOPBIX
HOATOTOBKH, crocoo0cTByeT
aKan. 4 3J1eMeHT MPOrpamMMbl
1 2 3 4
PA3JIEJI 1 O6mas xapakTepHcTHKA J0OKYMEHTAIIHOHHOIO o0ecledenusi ynpas/ieHus 6
Tema 1.1 Copep:xaHue yueOHOI0 MaTepuaja IK 3.1 V3.1l
[enu, 3a7a4M ¥ IPUHLIMIIBI IETONPOU3BOACTBA. MicTopus OK 02, OK 05, OK 09 z 8?8;;
JIeJIONPON3BOICTBA KaKk Hayku. [Ipenmer u 3apaun kypca. Kpatknii v OK.05.1
0030p JUTEpaTypbl U HCTOYHUKOB IO JAHHOMY Kypcy. Pekomennanumn YV 0K.05.2
10 OpPraHu3allii CaMOCTOSITENIbHOM U BHEAYIUTOPHOM pabOThI V¥V OK.09.1
cTyeHTOoB. [IoHATHE 0 KOPPECTIOHAEHIIUH  JIEIONPOM3BOJICTBE. 33.11
Jlornyeckast CTpyKTypa JUCHHUIUTHHBL, €€ MECTO B CHCTEME MOJITOTOBKH 3 858%';
CIELIUAINCTA, MEXIIPEIMETHBIE CBSA3H 3 0K .05 1
OCHOBHBIE TIOHATHS TOKYMEHTAITMOHHOTO 00ECTICUeHHsI YIIPaBICHUS 3 OK.05.2
3 OK.09.1
PA3JEJI 2 Tpe6oBaHus K COCTABJIEHUI0 H 0)OPMJIEHHIO TOKYMEHTOB 8/2
Tema 2.1 Copep:xaHue yueOHOI0 MaTepUAaIa IK 3.1 y3.1l1
Odopmaenue OdopmieHre JOKyMEHTallul B COOTBETCTBUHM C HOpPMaTUBHOM 0a3oil, B OK 02, OK 03, OK 05, z 2);(%)2 |
JOKYMEHTAIUH B TOM YHCJI€ C UCII0JIb30BaHNEM WH(OPMAIIMOHHBIX TEXHOJIOTHH. 4 OK 09 v OK.02.2
COOTBETCTBUH C OcHoBHBIE TipaBmIIa 0pOPMIICHHS MAITMHOITMCHBIX TEKCTOB. Y OK.03.1
HOPMaTHBHOM 6a30i | TpeGoBaHus K pOPMATHPOBAHUIO TEKCTA Y OK.03.2
Y OK.05.1
Y OK.05.2
Y OK.09.1
33.1.1

33.1.2




3 0K.02.1

3 OK.02.2
3 OK.03.1
3 OK.03.2
3 OK.05.1
3 OK.05.2
3 0OK.09.1
Tema 2.2 Coaeprxanue yueOHOIro MaTepuaJa IIK 3.1 y3.1.1
Odopmnenue OCHOBHBIE PEKBU3HUTHI JOKYMEHTA, UX KJIacCU(PHUKAIIHsI, TPaBHUIIa 4 OK 02, OK 05, OK 09 zgﬁggé
OCHOBHBIX oopmrnenus B coorBercTBrm ¢ ['OCTom. @opmynsp u O61aHk v OK.05.1
PCKBU3UTOB JJOKYMEHTA. Y OK.05.2
JIOKYMEHTa IIpakTnueckoe 3anaTme Ne 1 «OdopmieHue OCHOBHBIX Y OK.09.1
PEKBH3UTOB T0KYMEHT» 33.1.1
OdopmieHne npocThIX PeKBU3UTOB JOKYMEHTA 3 8%8%;
OdopmieHne cI0KHBIX PEKBU3UTOB TOKYMEHTA. 5 3 OK.05.1
CamocTosiTe/ibHAsA paboTa: BBINOJHEHHE JOMALIHUX 3alaHUI pasgeny 2. 3 0K.05.2
OcHoBHbIe npaBuia 0HopMIECHUS MAIIMHOMHUCHBIX TEKCTOB. 3 0K.09.1
TpeboBanus k HopMaTHPOBAHUIO TEKCTA.
PA3JIEJI 3 CucTteMbl JOKYMEHTAIIMOHHOTO 00ecTieYeHusl yIpaBJIeHHs 12/8
Tema 3.1 Coaepsxanue yueOHOro MaTepuaa IIK 3.1 Y3.1.1
OpranuzannoHHas YCOP/] — yaudpuimpoBaHHas cCiCTeMa OpraHU3al[MOHHO— OK 02, OK 05, 0K 09 | Y3.1.2
JIOKYMEHTALHS pacnopsauTensHoN qokyMeHTauu: coctaB Y COP/I, obmnactu ee z 2)115)21
npuMeHeHus. OpraHu3aluoHHbIE TOKYMEHTHI, UX Ha3HAUECHUE, 4 vV 0K.02.2
bopmymsipel-o0pasusl. [Iponenypa cocraBnenust u ohopMiIeHus Y OK.05.1
OpraHU3aIMOHHBIX JOKYMEHTOB. O0JIaCTh IPUMEHEHUS Y OK.05.2
OpraHU3aIMOHHBIX TOKYMEHTOB. Vcronab30BaHne YHUDHUIIMPOBAHHBIX ;/30%('109'1
bopm 33.12
IpakTuyeckoe 3ansaTHE Ne2 «OpraHn3aliuOHHAs JOKYMEHTALMS» 33.13
OdopmieHre OCHOBHBIX BHJIOB OPTraHU3AIIMOHHBIX TOKYMEHTOB 2 3 0K.02.1
3 0K.02.2

3 OK.05.1




3 0K.05.2

3 OK.09.1
Tema 3.2 Coaep:kaHue y4e0HOro MaTepuaa IIK 3.1 y3.1.1
Pacnopsaaurensnas | PacnopsinuTenbHble JOKyMEHTHI. VX Ha3HaueHHue, GOPMYIIApHI- OK 02, OK 05, OK 09 z g}g
JOKYMEHTaIUs o0pasusl [Ipoueaypa cocraBieHuss 1 0POPMIICHHSI PaCIOPAAUTEIbHBIX v OK.02.1
JTOKyMEeHTOB. O0JIacTh MPUMEHEHHSI PacTIOPAIUTEIbHBIX JOKYMEHTOB. vV OK.02.2
Vcnonb3oBanue yHU(pUUUPOBAHHBIX (HOPM. Y OK.05.1
IpakTuueckoe 3ansaTne Ne3 «PacnopsiureabHast JOKYMEHTAMS» Y OK.05.2
OdopmiieHre OCHOBHBIX BUJIOB PACHIOPSAAUTENBHBIX JOKYMEHTOB ;’ 30 1K'109'1
33.1.3
3 OK.02.1
3 0OK.02.2
3 OK.05.1
3 0K.05.2
3 0K.09.1
Tema 3.3 Conep:xanue yueOHOro Marepuaa IIK 3.1 y3.1.1
NudopmanmonHo- NudopmannonHo-cripaBoyHble JOKYMeHTHI. X HazHaueHwue, OK 02, OK 05, OK 09 z g}g
CrpaBOYHast bopmymsiper- o6pasusbl. [Iponenypa cocraBnenns u ohopMiIeHUs v OK.02.1
JIOKYMEHTaIUs MH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. O01acTh NpUMEHEHUs YV 0K.02.2
MH(OPMAaIMOHHO-CIIPABOYHBIX JTOKyMeHTOB Vcrnonb3oBanue YV OK.05.1
YHUPHUITHPOBAHHBIX (HOPM Y OK.05.2
IIpakTnueckoe 3ansTHe Ned «UnHdopmManMoHHO - cIpaBoYHasi §/3O IK '109'1
AOKYMEHTAIUS» 3312
OdopmiieHre OCHOBHBIX BUI0B HH(GOPMAIIMOHHO-CITPABOYHBIX 3313
JOKYMEHTOB 3 OK.02.1
3 0K.02.2
3 OK.05.1
3 0K.05.2
3 OK.09.1
Tema 3.4 Copep:xaHue yueOHOI0 MaTepuaa I1K 3.1 Yy 3.1
JlokymeHTaIus mo [TakeT JOKYMEHTOB 10 JINYHOMY cocTaBy. OcoOeHHOCTH paboThI € OK 02, OK 05, OK 09 z ;}g
JUYHOMY COCTaBY KaJpOBBIMHU JIOKyMEHTaMHU. JJOKyMEHTHpPOBaHUE TPYOBbIX v OK.02.1
npaBooTHoweHuH. Mcnonb30Banne yHupUIMPOBaHHBIX POpM vV 0K.02.2
JOKYMEHTOB I10 TMYHOMY cOocTaBy. M31aHre MPHUKa30B MO JTUUHOMY Y OK.05.1
Y OK.05.2

coctaBpy. DopMUpPOBaHKE U BEJICHHUE JIMYHBIX 1. Benenne TpyaoBbIx




KHIKEK PaOOTHHUKOB

YV OK.09.1

IIpakTuyeckoe 3ansaTHe NeS «J/lokymMeHTanmuss 1O JIMYHOMY 3 g};
COCTaBY» 3313
OdopmieHre OCHOBHBIX BHJIOB JOKYMEHTOB I10 INYHOMY COCTaBYy 3 0K.02.1
OdopMieHne MPUKa30B MO JUIHOMY COCTABY, BEACHHUE JTMYHBIX JCIT 3 0K.02.2
CamocrosTeabHas paGoTa: BLINOJIHEHHE JOMALIHUX 3a1aHuil pasaeny 3. 3 OK.05.1
[lopsmox  coctaBneHuss U OGOPMIICHHS  PACHOPSIUTEIBHBIX 2 3 OK.05.2
JIOKYMEHTOB. 3 0K09.1
YuudunupoBanueie GOpMbI JOKYMEHTOB I10 JIUYHOMY COCTAaBY.
[opsimok oopmieHHs IPUKA30B MO TUYHOMY COCTaBY, BEICHUE
JIUYHBIX JIEL.
PA3JIEJI 4 Opranu3anusi 10KyMeHT0000poTa 4/2
Tema 4.1 Cojaep:xkaHue yueOHOro MaTepuasia IIK 3.1 Yy 3.1.1
TexHomorust u Opranu3zanus J0KyMEHT0000poTa: mpueM, o0padoTKa, perucTparus, OK 02, OK 05,0K09 | Y gig
MPUHIHUIIBI KOHTPOJIb, XpaHEHHUE JIOKYMEHTOB, HOMEHKJIaTypa jaeil. TpeboBaHus K 2 KK 01 z OK 02,1
OpraHu3aluu 3aronoBkaM Aen. opmuposanue nen. CucreMaTusanus JOKYMEHTOB vV 0K.02.2
JOKyMeHTOOOopoTa | BHYTpH eia. Odopmierue nen. TUITOBbIE CPOKH XPAHCHHUS YV OK.05.1
JIOKYMEHTOB V OK.05.2
IIpakTnueckoe 3ansaTHe 6 «OdpopmiieHrE JOKYMEHTOB B z ggg?'ll
aBTOMaTHU3MpoBaHHOU cucteme 1OV » 3311
IIpakTnueckoe 3ansaTHe 7 «Opranuszaiu 3J€KTPOHHOTO 33.12
JOKYMEHTO0000pOTay. 33.13
2 3 OK.02.1
3 0OK.02.2
3 OK.05.1
3 OK.05.2
3 OK.09.1
3 KK.01.1
Tema 4.2. Coaep:xxaHue yueOHOro MaTepuaJa IIK 3.1 Y3.1.1
TexHomorus ABTOMaTH3MPOBAHHBIE CUCTEMBI JIEIONPOM3BOICTBAa. CHCTEMA 3JIEKTPOHHOTO OK 02, OK 05, OK 09 y3.12
aBTOMATU3UPOBAaHHO | MOKymeHToOOOpoTa (COJI), ee crpykrypa, Hactpoiika cuctembl. O630p 2 KK 01 z 3011< ?)2 1
it 06paboTKH COBPEMEHHBIX CPEJICTB OpITEXHHMKH Uil TepeJadyd U nepepadoTKu v OK: 02: )
JOKYMEHTALHH nHpopmanun. LludpoBas moammce. DOnexTpoHHas mouTa.  3amMTa vV OK.05.1

nH(pOpMaI. CucrteMpl  ONTHYECKOTO  PACIO3HABAHUS  TEKCTOB.




Hcnons3oBanue IMpaBOBBIX I/IH(I)OpMaLII/IOHHBIX CHCTEM.

Y OK.05.2

Y OK.09.1
C 3 Y KK.01.1
amocTosiTelbHasa paboTa: 3311
Opranusanus paboThl ¢ TOKYMEHTaMU HMEIOIUMHE TPUQBI 3312
OrpaHUYCHHUS JOCTYyIIA. 33.1.3
Kondunennuansuast nuapopmanus 2 3 OK.02.1
l'ocynapcrBenHnas taiiHa 3 8ﬁng
CayxeOHast nH(pOpMAIH OTPAHUICHHOTO PACIIPOCTPAHECHHUS 30K, 02'2
3 OK.09.1
3 KK.01.1
IIpome:xkyTounas arrecranus 1updepeHuMPOBAHHBIN 3a4eT 2
Bcero 48




3. YCJIOBUSA PEAJIM3ALIMU ITPOT'PAMMBI TIUCLHUIIJINHBI

3.1. TpeGoBaHus K MUHUMAJIbLHOMY MATEPUAJILHO-TEXHUYECKOMY 00ecne4YeHU o

3.1. TpeGoBaHHs K MHUHUMaJbHOMY MaTepHAIbHO-TEXHHYECKOMY obOecriedeHuto Peanmzanus
IporpaMMbl JUCIHIUIMHBI TpeOyeT Hamnyus ydeOHOro kabuHera «JlOKyMEHTAIIMOHHOE OOecledYeHHe
YIPaBJICHUS»

O6opynoBanue y4eOHOT0O KaOMHETa:

- IOCA/I0YHbIE MECTa MO0 KOJUYECTBY 00YyUaIOIINXCS;

- paboyee MecTO MpernoJaBaTes;

- KOMIUIEKT y4eOHO-HarIAHBIX TToco0uit «/ OV ».

TexHuueckue cpencTBa 00ydeHus:

-KOMITBIOTEPHl € JIMIICH3MOHHBIM MPOTPAMMHBIM  00€CIIEYeHUEM, MYJIbTUMEIHAPOCKTOP,
MPUHTEP, CKAHEP.

3.2. UndopmanuonHoe odOecneyenne oOyueHusi I[lepedyeHb peKoOMeHAyeMbIX Y4eOHBIX
u3nanmnii, UnTepHeT-pecypcos, 10NOJTHUTEIbHOI JTUTEPATYPHI

OcHOBHBIC HCTOYHHMKH:

1. ®enepanbubiii 3akoH PO «O6 mubopmanuu, WHOOPMALMOHHBIX TEXHOJOTHSIX U O 3alUTE
uHpopmanum» ot 27.07.2006 Ne 149-D3.

2. ®enepanbHblii 3ak0H «O0 smmekTpoHHON 1H(poBoit moamucu» ot 10.01.2002 Ne 1-3.

3. TOCT P51141-98. Jlenonpous3BoAcTBO U apXuBHOE naeno. TepmMuHsl u omnpezeneHus (yTB.
[TocranoBnenuem ['occrangapra PO ot 27.02.98 Ne 28).

4. TOCT P6.30-2003. YHubuIupoBaHHbIe CUCTEMBI JOKYMEHTAIIMU. YHU(DUIIMPOBAHHAS CUCTEMA
OpraHU3alMOHHO-PACHIOPSAUTENIbHOM JTOKyMeHTauuu. TpeGoBaHus K OQOPMICHHIO JIOKYMEHTOB.
Vr1Bepxkaensl nocranoBieHueMm ['occrangapra PO ot 03.03.2003 Ne65-ct.- M.: U3n-Bo cTaHmapros,
2003.

5. TunoBas MHCTPYKIHS MO JAEJIONPOM3BOJCTBY B (pefepalibHBIX OpraHax HCIOJHUTEIbHON
Biactu (yrB. [Ipukazom MuHHCTEpCTBa KYJIbTYpPbl 1 MAaCCOBBIX KOMMYHHUKAIM P® ot 8 Hos10ps 2005 r.
Ne 536)- M., 2008).

6. Kysnenos WM. H. JlokymeHTanmoHHOEe oOOecleYeHHE YIpaBJICHHUs MEPCOHAIOM: Y4YeOHUK U
npaktukym 1uist CI1O / U. H. Kysnenos. — M.: FOpaiir, 2019. — 521 c.

7. Kopnees U. K. JlokymenrtanmonHoe obecneyenue ynpasienus. — M.: FOpaiit, 2020. — 385 c.

JlOnOJTHUTeIbHBbIC HCTOYHUKH:

1. bacakoB M.U. J[lenonpousBoactBo (JlokymeHTanmoHHOE oOecreyeHne yIpaBlIeHUs):
VYueb.mocobue.- 3-¢ u3a.- M.: U3a. «Jlamkos u K», 2014

2. «CnpaBo4HUK cekpeTaps U oduc-MeHemkepay. ExeMmecsuHbIl CHpaBOYHBINA KypHAI.
NznatenberBo «CekpeTapekoe Aemo.

3. «/enonpousBoactBo». ExexBapTanbHbli mNpodeccuoHanbHBIN KypHal. M3natenbcTBo
«/J1enonpon3BOACTBOY.

4. «Cexkperapckoe pneno». Exxemecsunblii mnpodeccuoHanbHbli kypHan. M3narenbcTBo
«CekpeTapckoe 1e10».

HNuTepHeT-pecypcebl:

1. Dnekrponnsiii yueOHbIi Kypc JIOY http://portal.tolgas.ru /edt/ef_eo/edt4399/index.htm?e =
4399&sc=1784

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUWA JTUCIUIIJIMHbI


http://portal.tolgas.ru/

KOHTpOHB " OICHKa PE3YyJIbTATOB OCBOCHUSA AUCHUILIMHBI OCYHIECCTBIACTCA MNPCIIOAaBaTCIEM B

nporecce MPOBEACHHUS MPAKTUYECKHX 3aHATHH M Ja0OpaTOpPHBIX pPabOT, TECTHPOBAHHUSA, a TaKXKe

BBITNIOJTHCHU A 06y‘-IaIOH_II/IMI/ICSI WHAUWBUIYAJIbHBIX 3aI[aHPII>'I, ITPOCKTOB, I/ICCJICI[OBaHI/II\/JI.

Pe3yabTarnl 00yyeHus (0CBOCHHbIE YMEHHUSA, YCBOCHHbIE 3HAHMS)

@®opMbI U METOAbI
KOHTPOJISl M OlleHKH
pe3yJbTaToB 00yYeHust

Ymenuns:

- oopMIIATE NMOKYMEHTAIIMIO B COOTBETCTBHH C HOPMATHUBHOM
6a30ii, B TOM YHCII€ C UCTIOJIb30BaHHEM MH()OPMALIMOHHBIX TEXHOJIOTUI

IPAKTHYECKHUE PadOThI

- OCBaMBaTh TEXHOJOTHMH AaBTOMATU3UPOBAaHHOW 00pabOTKU
JTOKYMEHTAIHH;

MPAKTUYCCKUC 3aHATUA

- UCTI0JIH30BATh YHU(UIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;

MPAKTUYCCKUC 3aHATUA

- OCYHICCTBJIATE XPAaHCHUC U ITIOMCK JOKYMCHTOB

IMPAKTUYCCKUEC 3aHATUA

- WCNOJb30BaThb  TEJIEKOMMYHUKALIMOHHBIE  TEXHOJOIMM B | IPAKTHUYECKUE 3aHATUS
3JIEKTPOHHOM JIOKYMEHT0000pOoTe
3Hanusn IIPAKTHUYECKHE 3aHATHUSA,
-TIOHSITHUE, 11E€JIH, 3a/1a4l U IPUHIIMIIBI IEJIONPOU3BOJICTBA; JIOMallHss padora
-OCHOBHbIE  TIOHATHS ~ JOKYMEHTAlMOHHOTO obecreyeHus JoMallHss pabora,
yIpaBJIeHUs TECTUPOBAHUE
- CUCTEMBI JJOKYMEHTAIIMOHHOT0 00eCIeYeHHs yIIpaBJICHUs TECTHUPOBAHUE

-KJacCU(UKAIUIO TJOKYMEHTOB;

IMPAKTUYCCKUC 3aHATUSA

'Tpe6OBaHI/ISI K COCTaBJICHUIO U O(bOpMJ'IeHI/II-O JAOKYMCHTOB;,

IMPAKTUYCCKUC 3aHATUA

-OpraHu3aluIo JTOKYMEHT0000pOoTa: IIPUEM, 00paboTKy,
pETHCTpPaIHI0, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY /e

IMMPAKTUYCCKUC 3aHATUSA

- 0QOpMIIATh JTOKYMEHTALlUI0 B COOTBETCTBUM C HOPMAaTHBHOM
0a30ii, B TOM YHCJIE C UCTIOJIb30BaHHEM MH()OPMALIMOHHBIX TEXHOJOTUI

MMPAKTUYCCKUC 3aHATUA

- OCBaWBaTb TCXHOJIOI'HNH aBTOMaTHSHpOBaHHOﬁ O6pa6OTKI/I
JOKYMCHTAIUH

IMMPAKTUYCCKUC 3aHATUSA

- UCTOJIb30BaTh YHU(UIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

IMMPAKTUYCCKUC 3aHATUS

-~OCYIICCTBIIATE XPaHCHHUEC U ITOUCK TOKYMCHTOB;,

MPAKTUYCCKUC 3aHATUSA

- HWCIOJNb30BAaTh  TEIEKOMMYHHKAlIMOHHBIE
AJIEKTPOHHOM JJOKYMEHTO00OPOTE;

TCXHOJIOTHMH B

MMPAKTUYCCKUC 3aHATUSA




