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Jlata

BHecenue nusMeHeHuit B 11.11. a)
CIIMCOK PEKOMEHIyeMOU
nutepatypsl M. 11 «Y4yebHo-
METOJINYECKOE U
nH(popMaMOHHOE O0eCTIeYCHUE
JUCITUTUIMHBD ¢ 0(hOpMIICHUEM
npusioxkeHus 1
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nH(popManMOHHOE O0eCTICYCHUE
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MPUIIOKEHUS 2

Camapues O.P.

15.05.2023

BHecenue u3MeHeHuH B ILII. a)
CIIMCOK PEKOMEHIyEeMOU
autepatypsl 1. 11 «YuebHo-
METOJINYECKOE U
UH(pOPMaLMOHHOE 0OecieyeHne
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Camapues O. P.

15.05.2024

BueceHnne n3MeHeHui B 1. 1. B)
[Ipodeccrnonanbubie 6azbl
JAHHBIX, HH()OPMAITMOHHO-
CIpaBOYHbBIE CUCTEMBI M. 11
«Y4yebHO-MeToAnuecKoe 1

UHPOPMaLIMOHHOE 0OecrieueHne

JUCIUILIMHBD ¢ 0hopMIIEHUEM

MIPWIOKEHHUS 2

Camapues O.P.

15.05.2024
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1. IIEJIA U 3AJIAYM OCBOEHMS JUCLIMILINHBI

Leaun ocBoeHMsT JMCHMIUIMHBI. H3yYCHHE  COBPEMEHHBIX  TpeOoBaHWIl K
JOKYMEHTUPOBAaHUIO W  OpraHM3aluMud  paboThl € JIOKyMEHTaMHu, O0Opasylomuxcs B
npodeccHoHaIbHON AATEILHOCTH OI0PKETHBIX OpraHU3aINi;

3agaum ocBOeHHUS AUCHUIINHBI:

® XapaKTepUCTHKA COBPEMEHHOTO 3aKOHOJATEIbHOIO M HOPMAaTHBHO-METOJUYECKOTO
o0ecrieueHHs AeIONPOU3BOICTBA B OpPraHax roCyAapCTBEHHOM BIIACTH;

® OCBOGHHE OONIMX MPUHIMIIOB JOKYMEHTAIlHOHHOTO OOECIeYeHUs! AeATeIbHOCTU
HPEANIPUATHS, C OPSIIKOM JTOKYMEHTUPOBAHUS HH(POPMAIHH;

e puOOpeCTH HABBIKM OPraHM3alMH PAIMOHAJIBHOTO JBHKEHUS JOKYMEHTOB Ha
HPEINPUSTHH;

e puOOpecTH HABBIKM KaYeCTBEHHO M OBICTpO 00pabaThiBaTh MH(OPMAIMIO B LEJSIX
CBOEBPEMEHHOTO TIPUHSTHUS COOTBETCTBYIOIINX YIIPABICHYECKUX PEIICHHIA;

e 0o0ecreunTh TEOPETUYECKUMH 3HAaHMAMH M c)OPMHPOBATH INPAKTUYECKUE H
npodeccruoHaIbHbIE HABBIKM B KOHKPETHOM c(hepe AeITeIbHOCTH;

e MpUOOpPeCTH HAaBBIKM TPAMOTHO pPa3padaThIBaTh YIPABICHUYECKHE JTOKYMEHTHI,

UCIIOJIb3yEeMBbIC B JICATEIIEHOCTH MPEATIPHUSATHIA;
e copMHUpPOBATH MPAKTHYECKUE MTPOPECCHOHATHHBIC HABBIKH.

2. MECTO JUCIUIIJIMHBI B CTPYKTYPE OIIOII

HucuunnuHa  «/lokyMeHTanmoHHOe  oOecrieueHue  YIpaBieHHs B OIOJKETHBIX
OpraHu3aIMsaX» MPUHAICKUT BapuaTuBHOU yacT bioka b1.B.1 ocHoBHOI ipodeccrnonanbHOM
obpaszoBatenpHoi mporpammbl  (OITOIT), ycranaBimuBaeMoi By3oM. JlaHHAs IUCIMILIMHA
SBJISICTCA OJIHOW M3 OCHOBOIIOJIATAIOUIMX AUCHUIUIMH B CHUCTEME IOJTrOTOBKM OakajaBpa IO
Hanpasienuio 46.03.02 «JlokymeHTOBeZieHHE W apXWBOBeAeHHE». OHA OXBATHIBACT IIMPOKHMA
Kpyr MpoOiieM M MO3TOMY CBf3aHa CO MHOTMMH JAMCUUIUIMHAMM, HAalpaBlIEHHBIMH Ha
dbopMUpOBaHHE  KOMIETEHUMH 1O  HOPMATHBHO-NIPAaBOBOMY  oOecnedeHuto  padoThbl
JIEJIONPOU3BO/ICTBA.

JucuuruimHa 4uTaeTcss B 6-oM cemecTpe 3-0ro Kypca CTyAE€HTaM OYHOW (OpMBI
oOyueHust W Oa3upyercsi Ha OTIENbHBIX KOMIIOHEHTaX KOMIETEHLUH, C(HOPMHUPOBAHHBIX Y
00y4aromuXxcs B X0/1€ U3y4YEeHHUS MPEAIECTBYIOMNX YUEOHbBIX JUCIUIUIMH Y4eOHOT0 TUIaHa!
«OducHbIE TEXHOTOTUNY;

«MeXKyIbTYpHBIE KOMMYHUKAIII;

«Teopernyeckue OCHOBBI PEIaKTUPOBAHUS TEKCTAN;

«CTUIHCTUKA JEOBOTO SI3bIKA;

«IIpaBuna opopmieHus enoBoii nepenucku B Poccuny;

«HOCTpaHHBIN A3BIKY;

«CoBpeMeHHasl OpraHu3aLus roCyUpeKACHUI;

«Dunocopusy;

«IIcuxoiorus ¥ megarorukay;

«CoBpeMeHHbIE UCCIIeIOBAaHUS B TOKYMEHTOBEIEHUU U apXUBOBECHUI;

e «MccnenoBarenbckasi M TIpoekTHas  paboTta B JIOKYMEHTOBEJIEHUU U
aApXUBOBEACHUNY;

e «/lokymeHTOBEAECHUEY;

e «OpraHu3anys ¥ TEXHOJIOTHUS JTOKYMEHTAIIMOHHOTO 00€CIIeUeHUs YIIPABICHU;

e  «JlokyMeHTHas TMHTBUCTHKA»

e  «OCHOBBI JOKyMEHTHBIX TEKCTOBY;
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e  «OJEKTPOHHBIC APXUBBDY;

e «HayuHo-TeXHMYECKHUE U ayTHOBU3YaIbHBIEC ADXUBBIY;

o «lIpopunaktuka KOpPpPYNUUH CPEIACTBAMU JOKYMEHTALMOHHOTO OOECIeueHUs
YIPaBICHUN;

e  «DJEKTPOHHBINA JOKYMEHTOOOOPOT KAaK HHCTPYMEHT OOphObI C KOPPYILIUE»;

e «locynapcTBeHHBIEC, MyHHIIUIIAIbHBIE U BEOMCTBEHHBIEC aPXUBBDY;

e  «CoBpeMeHHbIE MEMAKOMMYHHUKALIUW;

e «OpraHu3anus CeKpeTapcKoro o0CIyKMBaHUAY;

«MHpopManIOHHBIE TEXHOIOTUU B IOKYMEHTOBEJICHUN U apXUBOBEICHUMY;
«Teopust MeHEHPKMEHTaY;

«J1enoBoii 3TUKETY;

«Opranu3anmoHHO-MHPOPMALIMOHHOE 00eCTIeUeHHE ACATEIBbHOCTH PYKOBOJUTEIS;
«KoHn¢puaennuansHoe AET0MPOU3BOICTBOY;

«O0ecnieueHre COXpaHHOCTH, pECTaBpaLlvsl U KOHCEPBaLUs JOKYMEHTOBY;
«MupoBoii ppIHOK HH(POPMALIMOHHBIX PECYPCOBY;

«OrtpacieBble UHYOPMAILIMOHHBIE PECYPCHI»;

«OCHOBBI IIEPETOBOPHOTO MPOLIECCAN;

«KopropatuBHas sTHKa»;

«Crangaptuzamus [JOY»,

a TaKk)Ke MPH MPOXOKIACHUH YICOHBIX U IIPOU3BOJCTBEHHBIX MPAKTHK.

JUis OCBOEHHS JUCLMIUIMHBI CTyAEHT JOJDKEH MMETh CIEOYIOIIHNE «BXOIHBIC) 3HAHMS,
YMEHMSI, HABBIKA U KOMIIETEHIIUHU

® 3HAThb HOPMATHBHO-METOANYECKYIO 0a3y;

® 3HATh NpaBUJIa COCTABIICHUS U O(POPMIIEHUS YIIPABICHUECKUX IOKYMEHTOB;

® CrocoOHOCTBIO K KOMMYHMKAllMM B YCTHOW M NMUCbMEHHOW (hopMax Ha PYyCCKOM M
MHOCTPAaHHOM  f3bIKaX JJI1 pelIeHus 3a7ad MEXKJIMYHOCTHOIO U MEXKYJIbTYpPHOTO
B3aMMOJECICTBYS,

® CroCOOHOCTBIO K CAMOOPIaHU3alUU U CaMOOOPa30BaHUIO.

Pe3ynbpTaTel OCBOEGHHS NUCUUIUIMHBI OyIyT HEOOXOAMMSBI Ul JajbHEHIIero mnpoiecca
o0yuyeHMsI B paMKaxX MO3TalmHOro (OPMHUPOBAHUS KOMIIETCHIMH MpPHU H3YYEHUH CIEIyHOIINX
CHeHaIbHbBIX JUCIUILINH:

e «Apxeorpadus»;

e «KanpoBoe nenonpon3BOACTBO U apXUBBI JOKYMEHTOB 110 JUYHOMY COCTaBY»;

e «BricTaBoUHAs JEATENBHOCTh APXUBOBY;

e «Opranuzaius paboThl € AIEKTPOHHBIMU TOKYMEHTAMM;

e «OJIEKTPOHHOE JEJIONPOU3BOJICTBOY;

e «/lunoMaTH4ecKuil MPOTOKOJI U ITUKETY;

e «McKkyccTBO 1€T0BOTO OOIIEHUS;

e «Opranuzanus U JOKyMEHTHPOBaHUE pabOTHI C OOpAILICHUSAMHU TPAKIAH»;

o «TexHonoruu paboThl ¢ OOPAIIEHUAMH TPAKAAHY;
[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

a

«YmpaBieHHe JOKYMEHTaMH 3a PyOeKoM»;
«HpOpMaAIIMOHHO-aHATTUTHYECKHE TEXHOIOTHI;
«AHAJTUTHKA TEKCTa»;
«CranaapTsl 0pOPMIICHHUS JEIOBBIX TTHCEM;
«IIpaBuna oopmieHus neaoBoro nuckMa B Poccuny;
«ApXUBBI MOJIMTUYECKUX MAPTUN U OOIIECTBEHHBIX OpraHU3aIHi;
«Hcropus apxusoB Poccumny,
TaKkKe JJI MPOXOKIEHUS NMPOU3BOJCTBEHHBIX MPAKTUK, FOCYJapCTBEHHOW HTOTrOBOI
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aTrTeCTanuu.

3. IEPEYEHDb INTAHUPYEMBIX PE3YJIbTATOB OBYUYEHUSA 110 AMCHUIIJIMHE
MOAVYJIIO), COOTHECEHHbBIX C IINTAHUPYEMBIMMU PE3YJIbTATAMHU

OCBOEHUZI O1I011
[Iporiecc wW3yueHUs AWCIUIUIMHBI HANpaBJIeH Ha (QOPMHUPOBAHUE  CIICTYIOITUX
KOMIIETEHIIUN:
Kon n
IlepeyeHb NIAHUPYEMBIX Pe3yJbTATOB 00yUYEeHHS 10 TUCUUIJIMHE
HANMMEHOBaHHe
. (MOyJ110), COOTHECEHHBIX ¢ MHAMKATOPAMHU J0CTHXKEHUS
peasiuzyemMoii .«
KOMIIeTeHIN I
KOMIIETeHIINH
VK-1 WA-1 yxl

Croco0eH oCyIeCTBIATh
HOHMCK, KPUTHYCCKHI
aHAIIU3 U CUHTE3
uHpOpMAaLNH,
HNPUMEHSATH CHCTEMHBIN
TIOJIXOJ JUIsl pEILICHUS
MOCTaBJICHHBIX 3a/1a4

3HaTh: 00JIaITh 3HAHUSAMH B 00JIACTH HAYYHOH CIIEIIUaIbHOCTH, HEOOXOJUMBIMU
JUISL PELLICHUS] HCCIIEIOBATENILCKUX 3a/1ad; METOJI0JIOTHIO CHCTEMHOTO TIOIX0/1a;
CIOCOOBI NPUMEHEHHUS] CUCTEMHOT'0 IOAXO0AA /Il PEIICHHs IOCTaBICHHBIX 3a/1a4 B
cBoel mpodeccHoHaNnbHO AeATENILHOCTH; METOAUKH IIOUCKa, cOopa 1 00paboTKu
nHpOpMAUN
NA-2 yxl
YMeTh: UCTI0JIB30BATh METOIBI CHCTEMHOT'O MTOIX0/1a ISl PEIICHNUS ITOCTaBICHHBIX
3aj7a4 B CBOEH NpodeccroHaNbHOMN NeITeNbHOCTH; IPUMEHATh METOANKH TTONCKa,
cbopa, 00pabOTKH HHPOPMAIHH, CHCTEMHBIN ITOIXO0 JUTS PEIICHHS TIOCTABICHHBIX
3a71a4 U OCYIIECTBIIATh KPUTHIECKUI aHaIN3 U CHHTE3 HH(POPMAIIHH, TTOTyIECHHOH U3
AKTyaJIbHBIX POCCHUHUCKHX M 3apyOeKHBIX HCTOYHUKOB

NA-3 ykl
Brnaznets MeTomaMu nmoucka, coopa 1 00pabOTKH, KPUTHIECKOTO aHAIIN3a U CHHTE3a
nH(popManny, METOJUKOI CUCTEMHOTO TTOIX0/1a JUIS PEIICHHs IIOCTAaBJICHHBIX 3aa4 B
cBoel podeccHoHaNbHO AEATENIbHOCTH; CIIOCOOHOCTBIO BEIWICHATH Hanbonee
TIePCIIEKTHBHBIE BAPHAHTHI PaOOTHI M PEIICHHH;

YK-4
CnocoGeH ocyIecTBIsATh
JIETTOBYIO
KOMMYHHKAIIHIO B
YCTHOU ¥ NMCbMEHHOMN
¢dopmax Ha
TOCYyapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuun
W HHOCTPAHHOM(BIX )
sI3bIKE(ax)

na-1 yx4

3HaTh: OCHOBHBIE (DYHKIIMH S3bIKA; TIPABHUIIA COCTABICHHS U 0(OPMIICHHS
YTIPaBIEHYECKUX JIOKYMEHTOB; 3THYECKHE HOPMBI 1 IIPHHIIMITBI I€ITOBOTO OOIICHHUS;
CTHJINCTHYECKYIO CHCTEMY COBPEMEHHOT'O PYCCKOTO sI3bIKa Ha BCEX €T0 CTPYKTYPHBIX
YPOBHSIX (JIEKCHKO-(Pa3e0I0THIeCcKOM, CII0BOOOPa30BATEIEHOM, MOP(OIOTHYECKOM,
CHHTaKCHYECKOM)

Na-2 yx4

YMeTh: OpHEHTHUPOBATHCA B HOPMAX COBPEMEHHOTO PYCCKOTO S3bIKA; pa3indarh U
YCTPaHAThH OIMIMOKH, CBA3aHHBIE C HAPYIISHUSIMH HOPM PYCCKOTO A3bIKa; COCTABIATH U
pelakTHpoBaTh O(GHUINAIBHBIE TEKCThI, OTHOCSIIUECS K Pa3InUHbIM KaHPaM
CIIyeOHBIX IOKYMEHTOB; MCIIOJIb30BaTh MapajieibHble CHHTAKCHUECKHE
KOHCTPYKLUH (B 3aBUCUMOCTH OT C(hepsbl oOrIeHus);

na-3 yx4

Brnaners: HaBbIKaMy pabOTHI ¢ PA3IMYHBIMH CIIOBAPSIMHU; IPAKTUYECKIMHU HABBIKAMH
00HapY’>KEHMs CTHIIMCTUYECKHIX OIIMOOK B PEYX M IPUEMaMH MX MCIIPaBIICHHUS,
000CHOBBIBasI C/I€IaHHbIE B TEKCTE M3MEHEHHS; KOMIZIEKCOM 3HaHMI W HaBBIKOB LIS
COCTaBJICHHS M O OPMIICHHS aHAIUTHIECKNX, OTYETHBIX U SKCIIEPTHBIX MaTEpHAJIOB;
HaBBIKAMHU NPOBEJCHUSI PEJAKTOPCKOrO aHAIM3a U MPaBKU TEKCTA.

I1K-3
CrnocobeH
OpraHU30BHIBATH
XpaHEHHeE U y4er
APXUBHBIX TPEIMETOB,
TpeOYFOMIX 0COOBIX
PEKUMOB XpaHEHHUsI

NJ-1 nx3

3HaTh: TpaBWIA XPAHEHUS, yUeTa W HCIIOJB30BaHHUS AapXUBHBIX MPEIMETOB; METOJBI
MHGOPMAMOHHONW O€30MaCHOCTH ¥ 3alUTHI HH(OPMAIIHNH;

N-2 nk3

YMeTh: NCTI0TB30BaTh 3HAHUS B MPO(EeCCHOHAIEHON AeATEIIbHOCTH; OPTaHU30BHIBATh B
CBOEH MpodeccHOHATBHOM NEATENHPHOCTH 3aIUTY B 0€30TaCHOCTh TaHHBIX

NJ-3 nx3

Bnagers: npuHOMnamMu, MeTOJAaMH W HOpMam  OpraHu3allid, XpaHeHHs,
KOMILUICKTOBAHUS, YYE€Ta U HCIIOIB30BAHMS APXUBHBIX JTOKYMEHTOB; HABBIKAMHU PaOOTHI
C IOKYMEHTaMH, CO/IePXKalIMMHU HHPOPMAIHIO OTPaHHUEHHOTO JOCTyTa

Dopma A
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[IK-10 W-1 k10
Crioco6eH OCyIIEeCTRIATh 3HaTh: METOABI YNpPaBJICHUSA, IPUMEHIEMbIC B WH(POPMALMOHHO-TOKYMEHTAIIHOHHON
JIOKYMEHTAIHOHHOE NeSITeIbHOCTH W apXWBHOM  Jiele; COBPEMEHHbIE TCHACHIWM B  00JacTd
obecricUcHIe JOKYMEHTOBEICHUSI W apXUBOBEICHHS; TPEeOOBaHMS B OpTaHU3AlMK KaJpOBOTO
yIpaBiICHHs JIeITOTIPON3BOICTBA
opranuszauuen WI-2 k10

YMeTh: OICHMBaTh TMOCJICACTBHS W3MCHCHHS BHYTPCHHCH W BHEIIHEH CpeIbl;
MIPUMEHSTHh HHPOpPMaMoHHbIe TexHOIoruU B JIOY 1 apXuBHOM Jene;

WA-3 nkl10

Brnamets: cmocoOHOCTHIO CO3/IaBaTh U BECTH CHCTEMBI JIOKYMEHTAIIHOHHOTO
oOecrieueHHs yIpaBlIeHUS B OpraHU3AIHH;

MJI-3.1 nk-10

coBpeMeHHBIMH TexHONOTHsAMH JIOY, perymupyeMbIMH TOCyIapCTBEHHBIMH U
OTpPacieBHIMH  CTaHOAPTAMH;  COBPEMEHHBIMH  apXUBHBIMH  TEXHOJIOTHSAMH,
PETYIHPYEMBIMHU TOCYIAPCTBEHHBIMH M OTPACIICBBIMU CTAHIAPTAMH

4. OBIIASA TPYAOEMKOCTDb AUCHUIIJIMHBI
4.1. O0beM TMCUMILIHHBI B 3a4eTHBIX equHunax (Bcero) — 4 3ET.

4.2. O0beM THCHUILIUHBI 0 BUAAM y4eOHOI padoTsl (B yacax): 144

KounvecTBo yacoB ((popma o0yueHusi — ouHas)
Buj yueOHoii padoThl Bcero no B T.4. [10 CeMeCTpam
IVIAHY 5 6

1 2 2 \
KonTtakTHas paboTta 00y4aronuxcs ¢ 80/80* - 80/80*
MPEToIaBaTeNIeM B COOTBETCTBUU C
VII
AyIIUTOpHBIC 3aHSATHUS:
e JIEKIUHU 16/16* - 16/16*
® CEMHUHAphl ¥ TIPAKTHYECKUE 64/64* - 64/64*

3aHATHUS
e J1abopaTopHbIE PadOTHI, - -
MPAKTUKYMBI
CamocTosiTenbHas paboTa 28 - 28
dopma TeKyIIero KOHTPOJIS 3HAHUW U | TECTHPOBAHHE, - -
KOHTPOJISI CAMOCTOSITEIIHHON pabOTHI: YCTHBIN OTIpocC, TECTUPOBAHUE,
TECTHPOBaHUE, KOHTP. paboTa, JIeTIOBast UTpa YCTHBIH OTpOC,
KOJUTOKBUYM, pedepart u jp. (He MeHee JeToBast UTpa
2 BHJIOB)
Kypcosas pabora - - -
Bupl poMeKyTOUHOM aTTeCTalluu DK3aMeH - DK3aMeH
(ox3ameH, 3auer) 36 36
Bcero yacoB no AucuunjinHe 144 - 144
*B cirydae HEOOXOIUMOCTH UCIIOJIb30BaAHUSI B y4ueOHOM nporecce

YaCTUYHO/MCKIIIOUUTENbHO JUCTAHIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTMM B Tabiuie depes
clienl yka3aHo KonudecTBo yacoB pabotel [IIIC ¢ oOyuaromumucs A MPOBEICHUS 3aHATHH B
JUCTAaHIIMOHHOM (hopMate ¢ MPUMEHEHHEM 3JIEKTPOHHOTO 00YUYESHHUS
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4.3. Copep:xkanue TUCUMIJIMHBI (MoayJis). PacnipenesieHue 4acoB 1Mo TeMaM H
BH/IaM yueOHOoii padoThbI:

®opma 00yueHus — ouHas

Bujabl yueOHBIX 3aHITHI
AyIUTOpHBIE 3aHATHS Dopma
NMPaKTH- | Jadopa- |3aHATHSA B
CamMocTo-| TeKyLero
HaszBanue pa3nenoB u tem | Beero yecKkHe | TOpPHbIe | HHTEepaK-
JEeKIn @ ATEJIbHAsA| KOHTPOJA
3aHATHS, | pa00Tbl, | THUBHOM .
" paboTta | 3HaHuWil
ceMHHA- | MpakTu- | ¢dopme
pbl KYMBbI
1 2 3 4 5 6 7 8
1.bromkerHas chepa 17 4 6 - - 7 YcTHbIi
Poccun OIpoC
2. JIOKyMEeHTaI[MIOHHOE 33 4 22 - 2 7 TECTHPOBa-
obecrieueHre OFOKETHOM Hue,
cdpepbl YCTHBIN
orpoc,
JienoBas
urpa
3. Opranmzanus 35 6 22 - 2 7 TECTUPOBA-
JIOKYMEHTO000pOTa: Hue,
npueM, o0paboTKa, YCTHBIN
perucrpanus, KOHTPOJIb, ompoc,
XpaHEeHHE JOKYMEHTOB, KpyTJIbln
HOMEHKJIATypa JeJL. cToI
4. CoBepIlleHCTBOBaHUE 23 2 14 - 2 7 TECTHPOBA-
cocraBa (popMm HHe,
JOKYMEHTOB OO/ I>KETHOU YCTHBIN
OpraHu3aIu O1poc,
HUTOI'O: 144 16 64 - 6 28 -
5. COAEP) KAHUE JUCHHUIIJIMHBI (MOAYJIS)
Tema 1. Bbroaxernas cpepa Poccumn.

bromxeTHbie opraHu3ali: OCHOBHbBIE MOHSATHUS U ompeseneHus. M3 ucropun Or0IKeTHBIX

opranuszanuii. PepopmupoBanue OromxeTHON cdepbl Ha COBPEMEHHOM JTale: BO3POXKIECHUE
Ka3HauelcTBa UM  aBTOMATU3alMs TPOLECCOB  paboThl ¢  JOKyMeHTaMu. bromxker
OPHUEHTHPOBAHHBIN Ha pPe3yJIbTar.

Tema 2. JlokymMeHTaUMOHHOE o0ecneuyeHue 010/I:KeTHOH c(epbl.

HOpMaTI/IBHO-MeTO)II/I‘-IeCKaSI Oasa JOKYMCHTAIlHOHHOT'O oOecrieyeHus ACATCIIBHOCTHU
OromkeTHbIX opranm3anuii. CocTaB U TOPSAIOK pa3pabOTKU JOKYMEHTOB B YIIPaBICHUECKOM
OCATCIIBHOCTHU 6IO)1)K6THBIX yqpe>1<)1eHI/H71. OpFaHI/ISaHI/IOHHO-HpaBOBI)Ie JOKYMCHTEIL.
PacniopsimutenbHbie TOKyMEHTH. MH(pOpPMAIMOHHO-CIPaBOYHbBIE JTOKYMEHTHI. J[OKYyMEHTHI MO
TPYAOBBIM OTHOUICHUSM. dunancosbie JOKYMCHTEIL. II;manoBo-oT4ueTHAs )51 YUu€THaA
JOKYMEHTAIMsl TI0 OCHOBHOW JAESITENHHOCTH OIOJKETHOTO yupexaeHus. Obmue TpeboBaHUs K
0(hOPMIICHHIO TOKYMEHTOB.

Tema 3. Opranusanusi 10KymMeT0o000poTa:
KOHTPOJIb, XaHeHH e IOKYMEHTOB, HOMEHKJIaTypa JieJl.

Cxema JOKYMEHTOOOOpOTa B OIOKETHBIX YUPEKIEHUSX. MapIipyTsl JTOKYMEHTOB.

npueM, o0padoTka, perucranus,
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JIBuKeHHME BXOMSIINX, UCXOJSAIINX, BHYTPEHHUX TOKyMEHTOB. [Topsiiok 00paboTKH BXOASIIUX
JOKYMEHTOB. THUINOBBIE MHCTPYKIIMM PETUCTPALMU OPraHU3alHOHHO-PACTIOPSIUTEIbHBIX,
OyXraJiTepckux, (PMHAHCOBBIX, KAJPOBBIX TOKYMEHTOB U JOKYMEHTOB MO NpOo(hecCHOHAIbHOM
nesitenbHOCTH. [lepedeHb JOKYMEHTOB, He Mojajexamux perucrpauuu. CucremaTusanus
JOKYMCHTOB, COCTABJICHUC HOMCHKJIATYPbI ACJT U ITOATOTOBKA JACJI K apXUBHOMY XPaHCHMUIO.

Tema 4. CoBepumieHcTBOBaHHEe  coctaBa  (GopM  JOKYMEHTOB  OIO/KeTHOM
OpPraHM3alNu.

TpaauioHHble TEXHOJIOTUH COBEPILIEHCTBOBAHUS JOKYMEHTOB. ABTOMaTHU3alus padoThl
C IOKYMEHTaMH.

6. TEMbI IPAKTUYECKNX 1 CEMUHAPCKHUX 3AHATHIA

Tema 1 brogxkernas cepa Poccun.
3AHSTHE 1,2,3
dopma npoBeIeHUs] — CEMUHAP, TUCKYCCHS.
Bomnpockl o TeMe (117151 00CYKI€HHS Ha 3aHATUU, ISl CAMOCTOSITEILHOTO U3YUCHUS).
['maBHasi 0COOEHHOCTH TOCYJAPCTBEHHBIX OFOPKETHBIX OPTaHU3AIIHA.
Kputepun otHeceHus: opranusanuii k O xeTHbIM. OXapakTepusynTe.
Dtarbl B CTAHOBJICHUU U Pa3BUTHH OIOJKETHBIX OpraHU3aIfil.
JlesTenbHOCTh rOCYAapCTBEHHOT'O Ka3HAYEHCTBA.
bromkeT, OpueHTUPOBAHHBIN Ha Pe3yJIbTaT.

orwdPE

Tema 2. JlokyMeHTallHOHHOE O0ecrieueHHne O101KeTHO cdepbl
3AHSITHE 4,5,6,7,8,9,10,11,12,13,14
®opMa poBeACHUS — CEMUHAp, JUCKYCCHUs, JEI0Bas Urpa.
Bonpocsl o Teme (17151 00CYKISHUS HA 3aHITUH, JJI1 CAMOCTOSITEIbHOTO U3yUEHUs).
HopMmaTtuBHo-MeTonnueckas 6a3a J0KyMEHTAIIHOHHOTO 00ECTIeYeHHs! YIIPaBICHUS.
Opranu3anroHHO-TIPABOBHIE IOKYMEHTHI.
PacniopsauTenbHble JOKYMEHTHI.
WHpopmalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.
JIOKyMEHTBI 11O TPYIOBBIM OTHOIIEHUSIM.
®DuUHAHCOBBIE TOKYMEHTHI.
[InaHoBo-OoTYETHAsT W y4YeTHas JOKYMEHTAllMsl 10 OCHOBHOW J€ATEIbHOCTH
OIO)KETHOTO YUPEKICHUS.
3ananue.
N3yunth TpeOOBaHUSI COBPEMEHHBIX 3aKOHOJATEIbHBIX HOPMATHUBHBIX aKTOB W HOPMATHUBHO-
METOJAMYECKUX JTOKYMEHTOB, PErJIaMEHTUPYIOLIMX BOMPOCH OPraHU3alMK JOKYMEHTAIIMOHHOIO
oOecnieueHus nesTenbHOCTH. Ha ocHOBe cOOpaHHBIX MaTepHalloB HalMcaTh AHAIUTUYECKYIO
paboTy, pacKphIBAIOLIYIO CIETYIOIINE BOIPOCHL:
1. enu rocynapctBenHoro peryiaupoBanus JJ0Y;
2. [onstus «Jlenonpon3BoacTBo» U «JloKkyMeHTallMOHHOE 00ecrieueHre YIPaBICHHD;
3. XapakTepucTHKa 3aKOHOIaTEIbHBIX U HOPMAaTUBHBIX AKTOB, pEryJupyromux sonpocs JJOY.

Noogok~wbdPE

3ananue Ha nejoByo urpy (AU-1):

[TpakTuyeckas paboTa CTYJEHTOB B MaJIbIX rpynmnax (mo 3-5 yenosek). I'pymnmnsl, U3y4us
JOKYMCHTBI 110 TPYAOBbBIM OTHOIICHHAM, paspa6aTLIBa10T MMPECATOXKECHUSA 110
COBEPILIEHCTBOBAHUIO  KAJpPOBOTr0  JEJIONpou3BojACTBa. [lo  3aBepiieHMH  MPOU3BOJIUTCA
3aciaylIMBaHue A0KJIaaa (Ou3Hec-TuIaH) KaXKa0i Maioi rpynimsl, oOuiee myoinyHoe 00cykKaeHne
U UTOTOBOE OLIEHHBAHKE C yUYAaCTHEM MpernoaBaTers.
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Bpewms - obmiee 60 muH. (50 MuH. — camocTosiTeNnbHas padora, 10 MUH. — O0OCYKICHHE
Ka)XKJI0T0 JTOKJIa/1a).

Bomnpocel 1o Teme.

1. [TopsaoK pacrnonoKeHust PEKBU3UTOB.

2. IIpaBuiia cocTaBeHUSI OpraHU3AIMOHHBIX JTOKYMEHTOB.

3. [IpaBuna cocTaBieHus pacoOPSAUTEIbHBIX JOKYMEHTOB.

4. OcoOEeHHOCTH TTOATOTOBKH MH()OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3ananue.
1. CocraButh mpuka3 00 UTOrax paboThl C TOKYMEHTAMHU JIFOOOTO OFOKETHOTO YUPEKICHUS 3a

2018 ron.

B xoHCTatupyromeldl 4YacTH YKaXHT€ Ha HHU3KYI0 TpeOOBaTeNbHOCTh PYKOBOJIUTEICH
noJpa3ielieHusi K KauecTBY IOJATOTOBKM JTOKYMEHTOB U KOHTPOJS 3a UX HCIOJIHEHHeM. B
pactopsiANTENIbHOW 4YacTH O0OpaTWTe BHUMAHUE Ha TMOBBINICHUE TPEOOBATEIBHOCTH K
paboTHMKaM B 4acTu paboThl ¢ AoKyMeHTamu. JlaiiTe 3amanue paOOTHUKY, OTBEYAIOIIEMY 3a
JEJIONIPOU3BOJICTBO Pa3paboTaTh MEPhI MO YIIYUIICHUIO ITOW PaOOTEHI.

2. IloaroroBpTe TMPOEKT pACTIOPSDKEHHs O TPOBEACHHHM pECTaBpallMOHHBIX paboT. B
KOHCTaTHPYIOIIeH YacTU yKasaThb LieJIb U3JaHUs pacropshKeHus (aBapuiiHOe cocTosiHUE U p.) B
pacnopsAUTENbHOM  YacTM  yKa3aThb CPOKHM  IIPOBEJEHUS  PECTAaBpPAllMOHHBIX  padoT,
OTBETCTBEHHBIX.

3ananmue.
1. CocraBbTe NMOKJIAIHYIO 3alHCKYy ceKpeTaps — pedepeHTa pyKOBOIUTEIIO MPEIIPHITHS 00

ytepe pabotHukom MBanosoit C.I1. mucpma-3amnpoca, HOCTYIUBLIETO B a/IpeC OpraHu3aluy.

2. CocraBbTe€ [JOKJIAJHYI 3allUCKy O MPUYMHAX HECBOEBPEMEHHOTO IPEJCTaBICHUS
UH(OPMAIIMHU O BBIITOJHEHUH IIPUKa3a JUPEKTOpa.

3. CocraBbTe NPOTOKOJN 3acelJaHHsl KOJUIETHAJbHOTO oOpraHa npeanpustus. PaccraBbre
PEKBU3UTHI U OXAPAKTEPU3YUTE.

Tema 3. Opranusanusi J0OKyMeHT0000pOTa: MpueM, 00pad0TKa, perucramnus,
KOHTPOJIb, XpAHEeHHE JOKYMEHTOB, HOMEHKJIATYpa JeJl.

3AHSATHE 15,16,17,18,19,20,21,22,23,24,25
dopma npoBeIeHUs] — CEMUHAP, AUCKYCCHS, KPYTJIBIHA CTOJL.

Bonpockl mo TeMe (117151 00CYKI€HHS Ha 3aHATUHU, ISl CAMOCTOSITEILHOTO U3YUCHUS).

1. TloHsATHE TOKYMEHTOOOOPOT.

2. (Cxema JOKYMEHTOO0OpOTa B OFO/PKETHBIX UPEHKJICHUSX.

3. MapupyTbl JOKYMEHTOB. JIBWXKEHME BXOISIIUX, HUCXOMALIMX, BHYTPEHHHX
JTOKYMEHTOB.

4. Tlopsnok 06pabOTKH BXOJAIIUX JOKYMEHTOB.

5. TumoBble  MHCTPYKIMH  PETUCTPALMU  OPraHU3alMOHHO-PACIIOPSIUTEIbHBIX,
OyXraJiTepckux, (PUHAHCOBBIX, KaJpOBBIX JOKYMEHTOB M JOKYMETOB MO MpOo(eCCHOHATHLHON
JESITeIbHOCTH.

6. IlepedeHb NJOKYMEHTOB, HE MOMJICKAIIUX PETUCTPALIUH.

7. Cuctemarusaiys J0KyMEHTOB, COCTaBJICHHE HOMEHKIATYPHI 1€ U MOATOTOBKA JIEN K

apXMBHOMY XpaHEHHUIO.

8. Buer HOMEHKIIATYp A€T: TUIIOBAsI, IPUMEpPHAst H KOHKPETHAsI.

9. HowmeHnknarypa aen opraHu3aluy U CTPYKTYpHOTO TOpa3IesieH s OpraHu3aluy.
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10. [Mpuniun GpopMupopoBaHust JOKYMEHTOB B JieJie: HOMUHAJIbHBIN, TIPEAMETHO-
BOIIPOCHBIN, aBTOPCKUI, KOPPECIIOHACHTCKUM, TeorpaduueCcKuii, XpOHOJIOTHICCKUH.

11. TpebGoBanusi, npexbsaBiIsieMble TP (OPMUPOBAHUU JIEII.

12. DkcnepTH3a EHHOCTH JIe U MOATOTOBKA Cauu JeJl B BEOMCTBEHHBIIN apXUB.

3agaHue.
1. CocTaBbTe HOMEHKIIATYPY JEI JTF0OOT0 OFOPKETHOTO YUPEKICHUS.

2. Tlpoananu3upoBaTb M HM3YYUTh OPraHMU3AIMIO JOKYMEHTOOOOpOTa JHOO0ro OFOKETHOIO
yupexaenus. BeisiButh ero ocobenHocti. COCTaBUTh MOJEINb OPTaHU3aMK JOKYMEHTO000pOTa.
3. Ilpoananu3upoBaTh KOHKPETHYI0 HOMEHKJATYpy OpraHH3aliH, BbIIUCHIBAas BbISBICHHbBIC
HEJIOCTAaTKU ee COJepKaHusi U 0O(hOpMIICHUSI.

Bonpocsl 1i1s 00cy:xk1eHust (KpyrJblid cToJ).

1. Opranu3zanus JOKyMEHTO000pOTa BYepa M CETOIHS: UCTOPHUS PA3BUTHS U
CTaHOBJICHUSI.

2. CoBepIICHCTBOBAHUE IOKYMEHTOO00POTAa B OPraHU3alIUH.

3. Homenkiarypa nen.

Tema 4. CoBepuieHCTBOBaHMe cOcTaBa GopM 10KYMEHTOB 0I0/IKeTHOM
OpraHu3anuu
3AHATHE 26,27,28,29,30,31,32
dopma npoBeIeHUs] — CEMUHAp, AUCKYCCHUS.
Bomnpockl mo TeMe (117151 00CYKI€HHS Ha 3aHATUH, ISl CAMOCTOSITEILHOTO U3YUCHUS).
1. C wuem cBsi3aHAa TEXHOJOIUS COBEPIICHCTBOBAHMS JIOKYMEHTOB OFOJKETHBIX
YUPEKIACHUN.
2. Anp6oM GOopM TOKYMEHTOB.
3. ®opma yHU(ULIMPOBAHHOTO TEKCTA.
4. ABroMaTH3anus paboThl ¢ JOKYMEHTaMH.
5. CucreMbl aBTOMaTH3aIUH JIETIONPOU3BOJICTBA U IOKYMEHTOOOOPOTA.
6. JlokyMEHTHpOBaHME JAEATENbHOCTH KOHKPETHOM OOJKETHOW opraHusanuu (Ha
npumMepe 110001 OpraHu3alun).

[lpakTuyeckne  (CeMUHApCKHWE  3aHATHS)  MPEIACTABISAIOT  COOOH  JeTaln3aIiuio
JIEKIIMOHHOTO TEOPETHYECKOro MaTepuana, MPOBOASATCS B IeNAX 3aKperuieHus Kypca u
OXBAaTHIBAIOT OCHOBHBIC Pa3CIIbI.

OcHoBHOM (opMOl TPOBENEHUS CEMUHAPOB W MPAKTUYECKUX 3aHITUHA SIBISETCS
obcyxaeHue Haubosiee MPOOJEMHBIX U CIOXKHBIX BOIPOCOB IO OTACIBHBIM TeMaM, a TakKkKe
pelieHue 3a1ad U pazdop MPUMEPOB M CHUTyalluil B ayJUTOPHBIX yCIOBHUSX. B 00si3aHHOCTH
IperoaBaTelis BXOIT: OKa3aHUEe METOAMYSCKON MMOMOINN M KOHCYJIBTHPOBAHHUE CTYJICHTOB ITO
COOTBETCTBYIOIIIUM TEMaM Kypca.

AKTHBHOCTH Ha MPAKTUICCKUX 3aHATHIX OLIEHUBACTCS TI0 CIICTYIOIINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, TIpeJIIaraeMbIe MPeroiaBaTeieM;

y4acTHe B JIUCKYCCHUSX;

BBITIOJTHEHHUE MMPOCKTHBIX W WHBIX 3aJ[aHH;

ACCHCTHPOBAHHE MPETIOIaBATEIIO B TPOBEICHUH 3aHATHH.

JlokJTagel ¥ ONTIOHUPOBAHHE JIOKJIAJIOB TPOBEPSIOT CTETICHb BIIAJICHUS TCOPETHUCCKUM
MaTepHajIoM, a TAKKe KOPPEKTHOCTh M CTPOTOCTh PACCYKICHUH.

7. JABOPATOPHBIE PABOTbBI, IPAKTUKYMBbI
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Jannblii Bug paboTel He ipeaycMoTpeH Y11

8. TEMATHUKA KYPCOBBIX, KOHTPOJIbBHBIX PABOT, PE®GEPATOB

JlauHbIil BUg paboThl HE TpeaycMoTpeH YII.

9. IEPEYEHb BOITPOCOB K OK3AMEHY

. HopmaTuBHO-TIpaBOBBIE aKThI, 00€CIIEUNBAIOIINE ACTIOPOU3BOICTBO.

. OpraHu3anyoHHbIe, PaCIOPSAUTENbHbIE JOKYMEHThI OI0PKETHIH OpraHu3aum.

. Bozpoxkienune ka3HayeiicTBa 1 aBTOMaTH3AIH IPOLIECCOB paOOTHI C TOKYMEHTAMHU.
. JIOKyMEHTBI 110 TPYIOBBIM OTHOIIEHUSM.

. UH(popMalilnoHHO-CIIpaBOYHbIE TOKYMEHTBI OFOI)KETHOM OpraHu3aluy.

6. IIpuem 1 06paboTKa BXOASIINX, HCXOJSAIINX, BHYyTPEHHUX JOKYMEHTOB.

7. Peructpaiysi 1 KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

8. ®opmupoBanue u odopmieHue aen. IToaroroBka AOKyMEHTOB K IepeAaye Ha apXHUBHOE
XpaHEeHue.

9. CocraBieHne HOMEHKJIATYPBI JIe.

10. IIpaBuna ycTaHOBIEHUS CPOKOB XPAaHEHUS JIE.

11. ITnanoBO-OTYETHAS, yUeTHAs JOKYMEHTALMS 10 OCHOBHOM J€SITE€IbHOCTH.

12. DkcnepTH3a IEHHOCTH JOKYMEHTOB.

13. ®uaHCcoOBbIE TOKYMEHTHI.

14. TexHonorus cOBepUIEHCTBOBAHUS JOKYMEHTOB OIOJIKETHBIX OPTaHU3aLUH.

15. brojkeTHast opraHu3alysi: OCHOBHBIE TIOHATHS U OINIPEIeJICHUS.

N W -

(62}

10. CAMOCTOATEJBbHASA PABOTA CTYAEHTOB

Copepxanue, TpeOOBaHMS, YCIOBHUS U MOPSAJOK OpraHU3alluu CaMOCTOATEIbHONU pabOThI
oOyyJaronuxcs ¢ yueroM GopMbl 0O0yUeHUs ONIPENEISIOTCS B COOTBETCTBUU C «[lomoxxennem o0
OpTaHM3aIMN CaMOCTOSITENTFHON pabOThl OO0YyYaIOIUXCS», YTBEPKACHHBIM YUEHBIM COBETOM
Val'V (mpotokon Ne8/268 ot 26.03.2019 r.).

®dopma 00yUyeHUs — ouHasl.

dopma
Bua camocTosiTeibHOM padoThI KOHTPOJIA
(npopabomka yuebrno2co mamepuana, Oobem | (nposepra
Ha3zBaHue pa3iesioB u TeM peuierue 3a0ad, peghepam, 00KIAO, B peutenus
KOHMPOAbHASL paboma, no020moeKa K yacax 3a0ad,
coaue 3auema, K3amena u op.) peghepama u
op.)
1.bromxernas chepa e IIpopaboTka yueGHOro MaTepHuana ¢ 7 VeTHbII
Poccun HCIOJIb30BAHUEM PECYPCOB YUEOHO- OIpoc
METOAMYECKOTO U HH(POPMAITHOHHOTO
o0eCreYeHUsT TUCITUTUINHBL;
e [loAroToBKa K TECTUPOBAHHMIO;
e [loaroroBka K ciaue 3auera
2. JIoKyMEHTallMOHHOE e [IpopaboTka yueOHOro Marepuaia ¢ 7 TeCTHPOBAHHE,
obecrnieuenue OIOHKETHOM | HCIIOIB30BAHUEM PECYPCOB YUEOHO- YCTHBIN
cdepbl METOAMYECKOTO M MH(OPMAITMOHHOTO OIIpoc,
JeTI0OBast UTpa
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o0ecrneueHUs TUCIUILINHEL

e [loaroroBka MarepuasoB AJis
JIOKJIaJ1a [0 pe3yJibTaTaM JAEeJI0BOMU
WUTPBHI;

e [loaAroToBKa K TECTHPOBAHUIO;
e [loxroroBka Kk crade 3adeTa

3. Opranuszanus e [IpopaboTka yueOHOTO MaTepHaa ¢ 7 TECTHPOBAHHE,
JIOKyMET0000poTa: WCIIOJIb30BAHUEM PECYPCOB yUeOHO- YCTHBIN
npuem, 00paboTka, METOAMYECKOTO U MH(OPMAITMOHHOTO OIpoc,
perucrauus, KOHTPOJIb, obecreyeHns JUCLUIIINHEL, KPYTJIBIH
XaHCHUEC TOKYMCHTOB, e [Jloaroroska MaTepHuasoB JJIs CTOJI
HOMEHKIIAaTypa ACII. JOKJIa/1a 110 Pe3yJIbTaTaM KpyIjioro
CTOJIa,;

e [loaroroBka K TECTHPOBAHUIO;

e [JloaroroBka k cpade 3adera

4. CoBepuICHCTBOBAHUE e [IpopaboTtka yyeOHOro Marepuaa ¢ 7 TECTUPOBAHHC,
cocraBa (hopm UCII0JIb30BAHUEM PECYPCOB yueOHO- YCTHBIH
JOKYMEHTOB OIOJDKETHOW | METOAMYECKOTO ¥ HH(OPMAIHOHHOTO onpoc
OpraHu3aIuu oOecrieueH s AUCIUITTHHBL;

e [loaroroBka maTepuanoB s
JIOKJIa/1a TI0 pe3yJIbTaTaM JeJI0BOM
UTPBI;

e [loaroroBka K TECTHPOBAHUIO;
e [loaroroska K ciaue 3adera

11. YYEBHO-METOJINYECKOE 1 TH®OPMAIIMOHHOE OBECHEYEHUE
TV CHUIIIAHBI

a) Cnucok pekoMeHAYeMOM JINTepaTypbl
OCHOBHAsI:

1. Kyznenos, U. H. JlokymeHTaIimoHHOE 00€CTIeueHnEe YIIPaBICHUS TIEPCOHATIOM | YUYEOHUK
u npakTukyM Juist By3oB / U. H. Ky3nenos. — 2-e u3n. — Mocksa : U3narensctBo HOpaiir,
2022. — 393 c¢. — (Bwicmee obOpazoBanme). — ISBN 978-5-534-14830-5. — Tekct
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/489305

2. Hoponuna, JI. A. OpraHuzanusi 1 TEXHOJIOTUS TOKYMEHTAllMOHHOTO 00ecreueHust
yIpaBieHus : y4eOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. MputukoBa. — Mocksa
: U3marensctBo KOpaiit, 2022. — 233 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-04568-

0. — Tekcr : smextpoHHBIH // OOpaszoBarenbHas tiargopma HOpait [caiit]. — URL:
https://urait.ru/bcode/489555
JAOMOJIHUTEIbHAS

1. I'pozosa, O. C. Jlenompou3BoACTBO : yuebHoe mocobue s By30B / O. C. ['po3osa.
— Mocksa : UznatensctBo HOpaiit, 2022. — 124 ¢. — (Bricmee obpazoBanue). — ISBN 978-
5-534-06787-3. — TekcT : anekTponHbd // OOpa3zoBatenbHas miargopma FOpait [caiT]. —
URL.: https://urait.ru/bcode/492786

2. Kysnenos, 1. H. JlokymeHTanmonHoe obecreueHne ynpaBicHUs.

JIOKyMEeHTOOOO0POT U JIeTONPOU3BOJICTBO : YUeOHUK M MpakTUkyM Juig By3oB / U. H. Ky3neros.
— 3-e u3x., mepepad. u gom. — Mocksa : M3narensctBo IOpaiit, 2022. — 461 c. — (Bsicmee
oOpazoBanue). — ISBN 978-5-534-04275-7. — Texkct : snekTpoHHBIN // OOpa3zoBarenbHas
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iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/488697

3. Kopnees, 1. K. JlokyMeHTHpOBaHHE YIIPABICHYECKON NEATEILHOCTH : yUSOHUK U
npaktukyMm jais By3oB / U. K. Kopuees, A. B. ITmenxko, B. A. Mamypues. — 2-e u3z., nepepao.
u jor. — Mocksa : U3narensctBo HOpaiit, 2022. — 384 c. — (Bricmiee oopazoBanue). — ISBN

978-5-534-04533-8. — Texkcr : anextpoHHbIi // OO0pa3oBarenbHas miardgopma FOpaiit [caiit].
— URL.: https://urait.ru/bcode/489430

4, [lysanosa, H. H. Opranu3zaius ¥ TEXHOJIOTHUS JOKYMEHTAIIHOHHOTO 00ECTICUCHIS
yIpaBieHHs : yueOHUK u npakTukyMm s By3oB / H. H. [llyBanoBa. — 2-e u3z., mepepao.
u jon. — Mocksa : M3narensctBo KOpaiit, 2022. — 265 ¢. — (Bricmee o6pazoBanue). — ISBN

978-5-534-12358-6. — TekcT : snektpoHHbIi // OOpa3oBarenbHas miaTdopma FOpaiit [caiir].
— URL: https://urait.ru/bcode/489984

y4eOHO-MeTO uYeCKas:

1. Nmxunsesa JI. K. Meroanueckue pekoMeHIAMK AJII CAMOCTOATEIbHOW pabOThl CTY/IEHTOB
no aucuuiuinHe «/lokyMeHTanmuoHHOe oOecneyeHue ynpaBjeHHuss B  OHIKeTHBIX
opranuzanusix» s OakanmaBpuara HampaBieHus 46.03.02  «JlokymeHTOBeneHUE U
apxuBosezenue» / JI. K. Mmxkunsesa; Ynl'Y, ®ak. KylabTypel U HUCKYCCTBAa. - YIJBSHOBCK :
Yal'V, 2019. - 3arn. ¢ skpana; HeonmyOiukoBaHHBIA pecypc. - DIEKTpOH. TeKCTOBbIe AaH. (1
daiin : 300 KB). - Teker : anekrponnsiii.- http://lib.ulsu.ru/MegaPro/Download/MObject/7799

CornacosaHo:
Dot Soeffpscormencodt | ffllscobo o t
lomicnocTs cotpyanuka Hayundii GuBaHOTEKH DHO IMMW
noanKce " pama

0) IIporpammHoe obecneyeHue:

¢ OmnepaunonHas cucrema Windows;
e Jlaker oducHbix nporpamm Microsoft Office.
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8) [podecconanbupie 6361 FANNLIX, HHPOPMANHOHHO-CIIPABOYHBIC CHCTEMBI

1. DaekTponno-onbanoTe HbIC CHCTEMBI:

1.1. Hudposoii obpazosarenstnii pecype [PRsmart : anexrponno-6ubanoreynas cucrema :
caiir / 000 Komnauus «Aii I[lm Ap Memman., - Caparos, [2022]. - URL:
http://www.iprbookshop.ru. — Pexum pocryna: jns saperucTpup. nonb3osateneil. - Tekcr :
3IEKTPOHHBII,

1.2. O6pasosarensnas miaropma FOPANT : o6pazosatensusiii pecype, neKTponHas
Gubmmorexa : caiit / OO0 Daexrponnoe uamarenscrso IOPAWT. — Mocksa, [2022]. - URL:
https://urait.ru. — PesxuM Z0CTyNa: V15 3aperucTpUp. noassosaresneii. - TeKeT : aneKTPOHHBII.

1.3. Baza nannnix «nexrponnas GuGmmorexa texunyeckoro BY3a (OBC «Koncynsrant
cryjienTay) : anexkTponHo-OubamoTeynas cucrema : caitr / OOO [Momurexpecype. — Mocksa,
[2022]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexnm nocryna: juis 3aperucTpup.
noab3osareseit. — Teker : AMeKTPOHHBIH.

1.4. DBC Jlans : anexrponro-OuGmuoTeunas cucrema : caift / OO0 9BC Jlans. — Canxr-
Ilerepbypr, [2022]. — URL: https://e.lanbook.com. — Pexum joctyna: ans 3aperucrpup.
noas3osareneit. — TEKCT : MeKTPOHHbIH,

1.5, 9BC Znanium.com : 31eKTpoHHO-OHOAHOTEYHas cucreMa : caiit / OO0 3nanuym. -
Mocksa, [2022]. - URL: http:/znanium.com . — Pexum aoctyna :@ Juisi 3apeructTpup.
nosb3osareneit. - TEKeT : 21eKTPOHHBIH.

2. KoncyasrantlLuoc [Dnexkrponnsii pecype]: cnpaBounas npapopas cucrema. /000
«Koucyawrant [lmoc» - Dnexrpon. aau. - Mockea : Koncynsrantllmoc, [2022].

3. Ba3bl JaHHBIX HEPHOAMYECKHX H3aHmii:

3.1. Baza jasHBIX nepuoamvecknx u3auuii EastView : anexrponnsie xypuamet /| OO0
UBUC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. ~ Pexum nocryna :
JUIS @BTOPH3. NoJib3oBareseif. — TeKeT : aNeKTpoHHbIi.

3.2. eLIBRARY.RU: nayunas aiektponnas Oubnmorexka : caitr / OOO Hayunas
Onektponnas bubnmoreka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexunm nocryna : s
aBTOpH3. nosb3osareseil. — TekeT : 21eKTPOHHBIH

3.3. Dnexrponnas Oubamoreka «M3parensckoro jgoma «I'peGennuxon» (Grebinnikon) :
anextponnas 6ubmmorexka / OO0 W] I'pebGennnkon. — Mocksa, [2022]. — URL: https://id2.action-
media.ru/Personal/Products., — Pexum jgocryna : s aptopu3. nonb3opareneil. — Texer
MEKTPOHHBII,

4. ®depepansuas rocyaapersennas ungopmanuwonnas cucrema «Hammonaasnas
yaekTponnas Gubanorexay» : dekTponnas Gubmmorexka : caiit / ®I'BY PI'B. — Mocksa, [2022]. -
URL: https://uab.pd. — Pexum nocryna : anst noassosareneii sayunoit 6ubnnorexu. — Teker :
NIEKTPOHHBINA,

5. SMART Imagebase : Hayuno-nupopmannonnas 6aza nanuex EBSCO // EBSCOhost :
[nopran]. - URL: https://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a2f8c552a76d8229047223a7d6dc9c&custid=s6895741. — Pexum nocryma : Juis  aBTopHs.
nons3osareneif. — M3obpakenue : aeKTpOHHEIE.

6. ®epepanbubie HHGOPMALHOHHO-00PA30BATE/ILHBIE MOPTAILE:

6.1. Exnnoe okno socryna K obpasosaTensHbIM pecypeanm : denepansusiii nopran . — URL:
http://window.edu.ru/ . — Tekcr : 3NEKTPOHHEII.

6.2. Poccuiickoe obpaszosanue : (enepanbubiit nopran / yapeaurens PrAY «®ULITO». -
URL: http://www.edu.ru. — Texer : 21eKTpoHHbIii.

7. Obpazoparensusbie pecypent Yal'y:

7.1. Dnextpounas OGubmmoreynas cucrema Yal'V : moayns «Dnexkrponnas Oubamorexay
ABUC Mera-ITPO / 000 «Jlara Dxcnpecc». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum
JOCTYTIA : A7 noab3oBateseii Hayunoit Oubanorexu. — Teker : anekTpoHHbIii.

COI'JTACOBAHO:
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

Aymutopun U1 IPOBEIEHUS JIEKUMH M CEMHHAPCKUX 3aHATHH, U1 HpPOBEICHUS
TEKYIIEro KOHTPOJII U IPOMEXKYTOUHOM aTTECTAllUM, TIPYNIOBBIX M HWHAWBUIYAJIbHBIX
KOHCYJIbTAIUH.

AynuTOpHHM yYKOMIUIEKTOBAHBI ~CICIUATU3UPOBAHHONH MeOenblo, Y4eOHOW JTOCKOM.
Aynutopuu A NMPOBEACHUS JIEKUU 000pylOBaHbl MYJbTUMEIUIHBIM 00OpYIOBAHUEM IS
npefocTaBieHuss MHPOpMauuu Oonbmiol ayautopud. [lomemieHus Uisi CaMOCTOSTEIHLHOU
paboThl OCHAILIEHbl KOMIIBIOTEPHOW TEXHUKOM C€ BO3MOXHOCTBIO MOJKIIOYEHUS K CETH
«MHTepHeT» M O0ecrevYeHueM JOCTyNa K AIIEKTPOHHON HH(OpMaImoHHO-00pa30BaTeIbHOM
cpezie, SIeKTPOHHO-ONOJIMOTEYHOH cucTeme.

13. CIIEIJMAJIBHBIE YCJIOBUA JJISA OBYUYAIOIUXCA
C O'PAHUYEHHBIMH BO3MOXKHOCTAMMU 3/10POBbA
B cinydae HeoOxomumocTH, OOydarOUMMCA U3 4YMCIAa JMII C OrPaHUYEHHBIMHU
BO3MOXHOCTAMU 3O0POBbBA (HO 3as1BJIICHUIO O6yanOIH€FOC$I) MOr'yT npemjiiarateCia OJHU U3
CIIEAYIOIUIMX BapUaHTOB BOCHPUATHS HMHPOpPMAUMM C Y4YeTOM MX HHAMBUIYaIbHBIX
MCUXO(PHU3NIECKUX 0COOCHHOCTEH:
— 7S JUI ¢ HApyIICHWSMHU 3pCHUS: B MEYaTHOW (opMe yBeNIWYeHHBIM MpPUPTOM; B (Gopme
JIEKTPOHHOIO  JIOKYMEHTa; B Qopme aynuodaiina (mepeBoa ydeOHBIX MarepuaioB B
aynuodopmar); B medaTHoOM ¢opme Ha s3bike bpailid; uMHAMBHUAyaJIbHbIE KOHCYJIBTAllUU C
IpUBJICUEHUEM TU(IIOCYPIOTIEPEBOAUNKA; MHIUBUAYAJIbHBIE 3aJJaHNs U KOHCYJIbTALIUY;
— JUIs MLl C HAapyIIEHWSIMH CIyxa: B Te4YaTHOH (opme; B ¢GopMe DIIEKTPOHHOTO JTOKYMEHTA;
BUJEOMATEepHalIbl C CYOTUTpaMu; WHIUBHIYyaJbHblE KOHCYJbTAlMM C  IPHUBJICUYCHUEM
CypAaornepeBoaAUYrKa; MHAUBUAYAJIbHBIC 3a/laHUs U KOHCYJIbTAlluH,
— JIJIS1 JTUI] C HApyIIESHUSIMUA OTIOPHO-JIBUTATENILHOTO afiapara: B meyatHoit popme; B popme
AJIEKTPOHHOI'O IOKYMEHTa; B (hopMe ayanodaiina; MHIUBUAYyAIbHBIE 331aHNS U KOHCYJIbTALIUH.
B ciydae HEOOXOUMOCTH HCHOJIB30BAHUSA B Y4€OHOM IPOLIECCE YACTUYHO/UCKIIOUUTEIBHO
JMCTAaHIIMOHHBIX 00pa30BaTeNbHBIX T€XHOJIOTUH, opranuzamus padotsl [II1C ¢ oOyuarommmucs ¢
OB3 u uHBamuaamMu MpeaycMaTpUBaeTCs B 3JIEKTPOHHOM HH(POPMAIMOHHO-00pa30BaTeIbHOM
Cpeze ¢ y4eTOM UX MUHAMBHUYaJIbHBIX NCUXO(PU3MUECKIUX 0COOEHHOCTEMH.

Pa3paboTunk JOUEHT JLLK. MmkuHsieBa
(noonucw) (OonxncHocmy) (@H0)
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[Tpunoxxenue 1
11. YYEBHO-METOAMYECKOE MU HWH®OPMALOMUOHHOE OBECIIEYEHUE

JUCHHUIIJINHBI

a) CnucoK peKoOMeH1yeMO# JIUTepaTypbl
OCHOBHAaf:
1. Kysuenos, U. H. JlokymeHTannoHHOe obecriedeHre yrpaBieHus IePCOHAIOM : YUeOHUK
u npaktukym st By3oB / W. H. KysmemoB. — 3-e u3a., mepepab. u gom. — Mocksa :
M3narensctBo FOpaiit, 2023. — 397 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-16692-
7. — Tekcr : snextponHsiii // OOpaszoBatenbHas Ttuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531538
2. Hoponuna, JI. A. OpraHuzanyss U TEXHOJOTUS JOKYMEHTAI[MOHHOTO O0ecredeHus
yIpaBjiICHUs : y4eOHUK W MpakTukym it By3oB / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢
u3f., nepepad. u gon. — Mocksa : M3marensctBo IOpaiit, 2023. — 270 c¢. — (Bsicmiee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr : anektponnsiii / OOpa3oBarenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/530251

AOMOJTHUTEIbHAS:
1. I'pozoBa, O. C. Jlenonpou3BojacTBo : yueOHOe mocodue s By3oB / O. C. I'po3oBa. — 2-¢

u3ll. — Mocksa : U3narenbctBo FOpaiit, 2023. — 131 ¢. — (Bricuiee o6pa3oBanue). — ISBN
978-5-534-15964-6. — Texkcr : snmexTpoHHEIH // OO0pa3oBarensHas miardgopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/510372

2. KysuenoB, . H. JlokymeHTanmoHHoe oOecredyeHrue ympaBlieHUs. J[JoKyMeHTOOOOpOT u
JICITOTIPOU3BOICTBO © YYEOHHK M TpakTukyMm s By3os / U. H. Ky3nenoB. — 4-e uzn., nepepad.
u yor. — MockBa : M3narensctBo KOpaiit, 2023. — 545 ¢. — (Bricmiee o6pasoBanue). — ISBN
978-5-534-16003-1. — Tekcer : snexkTpoHHbIi // OOpa3oBarenbHas miardgopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/523612

3. Kysnenos, . H. [lokymeHTanimoHHOe oOecrieueHrne yIpaBlieHUsl MEPCOHAIOM : YYEOHUK U

npaktukyM st By3oB / WM. H. KysmemoB. — 3-e wu3za., mepepab. m gon. — Mocksa :
UznatensctBo HOpaiit, 2023. — 397 c¢. — (Bricuiee obpazoBanue). — ISBN 978-5-534-16692-
7. — Tekcr : snektpoHHbld // OO6pazoBatenbHas tuiargopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/531538

4. UlysanoBa, H. H. Opranuzanuss M TEXHOJOTHsS JOKYMEHTAllMOHHOTO oOOecreueHus
ynpaBieHus : yueOHUK U npaktukyMm it By3oB / H. H. lllyBanosa. — 3-e u3n., nepepa0. u 1o1m.
— Mockaga : UznatensctBo IOpaiit, 2023. — 247 ¢. — (Bricmee obpa3zoBanue). — ISBN 978-
5-534-16537-1. — Texkct : snekTpoHHbIN // OOpa3zoBarenbHas ruiardpopma KOpaiit [calT]. —
URL: https://urait.ru/bcode/531239

y4eOHO-MeTOAuYeCKas:
1. Nmkunsesa JI. K. Meronuueckne peKkoMeHJAMK Uil CaMOCTOSITENIbHOW paboThl CTYJEHTOB
M0 JUCHUTIINHE «J[OKyMEHTAaIIMOHHOE 00ECTICUCHHE YIPABICHHS B OFOPKETHBIX OPTaHU3AIMSIX)
Ui OakanaBpuara HampasieHus 46.03.02 «JlokymeHntoBenenue u apxusoserenue» / JI. K.
Nmxunsesa; Yal'V, @ak. KyapTypsl 1 HCKyCCTBA. - YIbsHOBCK : Yal'Y, 2019. - 3arn. ¢ skpaHa;
HeomnyOnukoBanublii pecypc. - DnekTpoH. TekctoBble naH. (1 aitn : 300 KB). - Tekcr :
anekTpoHHbIi.- http:/lib.ulsu.ru/MegaPro/Download/MObject/7799

Cornacosano:

JlomkHOCTD COTPYAHUKA HayYHOIT GHOIHOTCRH ®HO
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[Tpunoxxenue 2
0) IIporpamMmHoOe oOecnieyeHue:
e OmnepanuonHas cucremMa Windows;
e [laker oducHbx mporpamm MicrosoftOffice.
e Cucrema «Antumuiaruat.BY3»

B) [Ipodeccuonasibubie 0a3b1 JAHHBIX, HHPOPMANMOHHO-CIIPABOYHbIE CHCTEMbI:

1. Dy1eKTPOHHO-0UOJINOTEYHbIE CUCTEMBbI:

1.1. Hudposoii obpazoBarenbHbiii pecypc I[PRsmart : snexTpoHHO-OMOIMOTEYHAS
cucrema : caiir / OOO Kowmnaums «A# Ilu Ap Menmay». - Caparos, [2023]. — URL:
http://www.iprbookshop.ru. — Pexxum mocTyma: uis 3aperdMCTpHp. Mojib3oBareiei. - Tekcr :
3JIEKTPOHHBIMN.

1.2. O6pasoparensuas miathopma FOPAMT : o6pasoBaTenbHbIil pecype, 3MEKTPOHHAS
6ubnmorexa : caiit / OO0 DnektponHoe m3narensctBo FOPAWUT. — Mocksa, [2023]. - URL:
https://urait.ru. — Pexxum goctyma: s 3aperucTpup. mojab30Baresieh. - TEeKCT : 2JIEeKTPOHHBIH.

1.3. baza nanubIx «2nekTpoHHas Oubnuoreka Texuudeckoro BY3a (ObC «Koncynbrant
CTYACHTa») : AJIEKTPOHHO-OMOnoTeuHas cuctema : cadt / OOO Ilomurexpecype. — Mocksa,
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum noctyma: s
3apPErUCTPUP. MOJIb30BaTENEH. — TEKCT : JIEKTPOHHBIN.

1.4. OBC Jlans : anekTpoHHO-0nOMMOTEeYHast cucteMa : cailT / OO0 OBC Jlanb. — CaHKT-
[TerepOypr, [2023]. — URL: https://e.lanbook.com. — Pexxum noctyma: uis 3apeructpup.
nosb30BaTenen. — TeKCT : 2JIEKTPOHHBIMN.

1.5. OBC Znanium.com : 31eKTpoHHO-01OmmoTeuHas cuctema : caut / OO0 3HaHUyM. -
Mockga, [2023]. - URL: http://znanium.com . — Pexum mgoctyma : s 3aperucTpup.
IIOJIB30BaTENeN. - TEKCT : AIEKTPOHHBIN.

2. KoncyabTanTtlliaroc [DnekTpoHHBIN pecypc]: cripaBoyHas mpaBoBas cucrema. /OO0
«Kouncynbrant [Tntocy - DnexktpoH. naH. - Mocksa : Koncynerantlntoc, [2023].

3. ba3bl JaHHBIX NEPUOANYECKUX U3TAHUI:

3.1. eLIBRARY.RU: nayuynas snekTpoHHass Oubnuorexa : caiir / OOO Hayunas
Onekrponnas bubianoreka. — Mockga, [2023]. — URL: http://elibrary.ru. — Pexxum noctyma : ajist
aBTOPU3. NOJIb30BATENEN. — TEKCT : AIEKTPOHHBIN

3.2. DnexTponHas Oubnmoteka «M3garensckoro noma «I'pedennukoB» (Grebinnikon) :
anekTponHas Oubnmoreka / OOO W]l [I'pebennmkoB. — Mockpa, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pexwum gocTyna : it aBTOPH3. TMOJIb30BaTEIIEH.
— TeKCT : 3NEKTPOHHBIM.

4. ®egepanbHadg rocygapcrseHHasi MHpopmanumonnas cucrema «HanmonaabHas
3JIeKTPOHHAsI OU0JMOoTeKa» : HeKTpoHHas Oubnuoreka : caidt / ®I'BY PI'b. — Mockasa, [2023].
— URL: https://H36.pd. — Pexxum poctyna : 11 nonas3oBaTesneil HayuyHoi 6ubnuoreku. — Tekcr :
ANEKTPOHHBIN.

5. Poccuiickoe odpa3oBanue : penepanbublii nopran / yupeaurenb GIAY «DULITO».
— URL: http://www.edu.ru. — TekcT : 3JeKTPOHHBIIA.

6. ODuaexkrponHas OmOamoreynass cucrema Yal'¥V : wmoayns «OJIeKTpoHHas
O6ubamorexa» ABUC  Mera-IIPO / OO0  «/lara DOxcopece». —  URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexxum noctyna : 1uis mojib30BaTeseii HayYHONH OMOIUOTEKH. —
TekcT : 31MeKTPOHHBIN.
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11. YYEBHO-METOJUYECKOE U HWH®OPMAIMOHHOE OBECIIEYEHHUE

JUCHHUIIJINHBI

a) CnucoK peKoOMeH1yeMO# JIUTepaTypbl
OCHOBHAaf:
1. Kysuenos, U. H. JlokymeHTannoHHOe obecriedeHre yrpaBieHus IePCOHAIOM : YUeOHUK
u npaktukym st By3oB / W. H. KysmemoB. — 3-e u3a., mepepab. u gom. — Mocksa :
W3narensctBo FOpaiit, 2024. — 397 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-16692-
7. — Tekcr : snextponHsiii // OOpaszoBatenbHas Ttuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536192
2. Hoponuna, JI. A. OpraHuzanyss U TEXHOJOTUS JOKYMEHTAI[MOHHOTO O0ecredeHus
yIpaBjiICHUs : y4eOHUK W MpakTukym it By3oB / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢
u3f., nepepad. u gon. — Mocksa : M3marensctBo IOpaiit, 2024. — 270 c¢. — (Bsicmiee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr : anektponnsiii / OOpa3oBarenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/536404

AOMOJTHUTEIbHAS:
1. I'pozoBa, O. C. Jlenonpou3BojacTBo : yueOHOe mocodue s By3oB / O. C. I'po3oBa. — 2-¢

3. — Mocksa : U3narenbctBo FOpaiit, 2024. — 131 ¢. — (Bricuiee o6pa3oBanue). — ISBN
978-5-534-15964-6. — Texkcr : snmexTpoHHEIH // OO0pa3oBarensHas miardgopma FOpaiit [caiit].
— URL.: https://urait.ru/bcode/539522

2. KysuenoB, . H. JlokymeHTanmoHHoe oOecredyeHrue ympaBlieHUs. J[JoKyMeHTOOOOpOT u
JICITOTIPOU3BOICTBO © YYEOHHK M TpakTukyMm s By3os / U. H. Ky3nenoB. — 4-e uzn., nepepad.
u jorn. — Mocksa : M3narensctBo KOpaiit, 2024. — 545 ¢. — (Bricmee o6pazoBanue). — ISBN
978-5-534-16003-1. — Tekcer : snexkTpoHHbIi // OOpa3oBarenbHas miardgopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/535548

3. Kopuees, 1. K. JlokyMeHTHpOBaHHE YIPABICHUECKONW AEATENBHOCTH : YUeOHUK Ui BY30B /
. K. Koprees, A. B. ITmenko, B. A. Mamypres. — 3-e¢ u3j., nepepad. u jgon. — MockBa :
N3znarensctBo HOpaiit, 2024. — 438 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16001-
7. — Tekcr : snektpoHHbld // OO6pazoBatenbHas tuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393

4. UlysanoBa, H. H. Opranuzanuss M TEXHOJOTHsS JOKYMEHTAllMOHHOTO oOOecreueHus
ynpaBieHus : yueOHUK U npaktukyMm it By3oB / H. H. lllyBanosa. — 3-e u3n., nepepa0. u 1o1m.
— Mockaga : UznatensctBo IOpaiit, 2024, — 247 ¢. — (Bricmee obpa3zoBanue). — ISBN 978-
5-534-16537-1. — Texkct : snekTpoHHbIN // OOpa3zoBarenbHas ruiardpopma KOpaiit [calT]. —
URL.: https://urait.ru/bcode/536968

y4eOHO-MeTOAuYeCKas:
1. Nmkunsesa JI. K. Meronuueckne peKkoMeHJAMK Uil CaMOCTOSITENIbHOW paboThl CTYJEHTOB
M0 JUCHUTIINHE «J[OKyMEHTAaIIMOHHOE 00ECTICUCHHE YIPABICHHS B OFOPKETHBIX OPTaHU3AIMSIX)
Ui OakanaBpuara HampasieHus 46.03.02 «JlokymeHntoBenenue u apxusoserenue» / JI. K.
Nmxunsesa; Yal'V, @ak. KyapTypsl 1 HCKyCCTBA. - YIbsHOBCK : Yal'Y, 2019. - 3arn. ¢ skpaHa;
HeomnyOnukoBanublii pecypc. - DnekTpoH. TekctoBble naH. (1 aitn : 300 KB). - Tekcr :
sanexktpouHbIit.- http://lib.ulsu.ru/MegaPro/Download/MObject/7799
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0) IIporpamMmHoOe oOecnieyeHue:
e OmnepanuonHas cucremMa Windows;
e [laker oducHbx mporpamm MicrosoftOffice.
e Cucrema «Antumuiaruat.BY3»

B) [Ipodeccuonasibubie 0a3b1 JAHHBIX, HHPOPMANMOHHO-CIIPABOYHbIE CHCTEMbI:

1. Dy1eKTPOHHO-0UOJINOTEYHbIE CUCTEMBbI:

1.1. Iludporoit oOpazoBarenbHbIii pecypc IPRsmart : syiekTpoHHO-OHOIHMOTEUHAS
cucrema : caiit / OOO Kommanus «Ait [Iu Ap Memma». - Capatos, [2024]. — URL:
http://www.iprbookshop.ru. — Pexxum gocTyma: uis 3aperdMCTpHp. Mojib3oBareiei. - Tekcr :
JJIEKTPOHHBIN.

1.2. O6pasosarensHas miardgopma IOPAWT : 06pa3oBaTebHblil pecype, MeKTPOHHAs
6ubamorexa : caiit / OO0 Dnexrponnoe u3natenbctBo «FOPAUT». — Mocksa, [2024]. - URL:
https://urait.ru . — Pexxum goctyma: uist 3aperucTpHp. MoJb30BatTelei. - TEKCT : 3JIeKTPOHHBIH.

1.3. ba3za manubix «OnekTpoHHas Oubmuoreka texuuaeckoro BY3a (ObC «KoncynbpranT
CTYJEHTa») : IEKTPOHHO-OubnmoTeuHas cucrema : caiit / OOO «Ilonurexpecype». — Mocksa,
[2024]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum pocrtyma: s
3aperucTpHp. NoJab30BaTeNnel. — TEKCT : 3MEKTPOHHBIMH.

1.4. KoHCynbTaHT Bpada. DICKTPOHHAS MEIUIIMHCKAs OMOJIMOTEKa © 0a3a TaHHBIX : CAWT /
OOO «Bpbicmias 1mIKoJIa OpraHU3allMd M YIOpaBJI€HUS 3ApaBOOXpaHeHUeM-KoMIuieKCHbIM
MEIUIIMHCKUI KOoHcanTuHr». — Mocksa, [2024]. — URL: https://www.rosmedlib.ru. — Pexum
JOCTyMa: 7Sl 3apPETUCTPUP. Mosb3oBareneil. — TeKCT : 3IeKTPOHHBIN.

1.5. Bonpuras MmeauIMHCKass OMOTMOTEKA : AJICKTPOHHO-OMOIMOTEYHAs CUCTEMA © CalT /
000 «bykam». — Tomck, [2024]. — URL: https://www.books-up.ru/ru/library/ . — Pexum
JIOCTyNa: JJIsl 3apETUCTPHP. MOJIb30BaTeNeh. — TEKCT : JJIEKTPOHHBIN.

1.6. OBC Jlanp : snekTpoHHO-OMOMMOTEUHas cuctema : caiit / OOO 3BC «Jlanpy». —
Canxkr-IlerepOypr, [2024]. — URL: https://e.lanbook.com. — Pexum moctyma: 1ist 3aperucTpup.
nosb30BaTenen. — TeKCT : 2JIEKTPOHHBIM.

1.7. 3BC Znanium.com : »>JeKkTpoHHO-OMOMMOTeYHass cuctema : caiitr / OOO
«3Hanuym». - MockBa, [2024]. - URL: http://znanium.com . — Pexum nmoctyma : st
3aperucTpup. nojib3opareneil. - TekcT : 3JeKTPOHHBIMN.

2. KoncyasTautIliatoc [DnekTpoHHBIN pecypc]|: cpaBouHas mpaBoBas cuctema. / OO0
«Koncynprant [Tmtoc» - DnekTpoH. aaH. - Mocksa : Koncynerantlntoc, [2024].

3. eLIBRARY.RU: nayunas snextponHass OubOmmoreka : caiit / OOO «Hayunas
Onekrponnas bubmauoreka». — Mocksa, [2024]. — URL.: http://elibrary.ru. — Pesxum moctyma :
JUJISL aBTOPHU3. TTOJIb30BaTeNe. — TEKCT : 3JIEKTPOHHBIN

4. MenepajbHas rocyaapcrBeHHasi HHpopManuoHHas cucrema «HaunmonanbHas
3JIeKTPOHHAs OMOJIMOTEKAY : dIIeKTpOoHHAas OnbroTeka : caiit / ®I'BY PI'B. — Mocksa, [2024].
— URL: https://H36.pd. — Pexxum fgoctyna : aiis noiab3oBareseil HayuHo 6MOanoTeku. — TeKcT :
AJIEKTPOHHBIN.

5. Poccuiickoe odpa3oBanue : penepanbubiii nopran / yupeaureiab GIAY «DULITO».
— URL: http://www.edu.ru. — TekcT : 3JeKTPOHHBIIA.

6. DuaexkTpoHHass OubamoreyHass cucrema Yal'yV : wmoaynp «DJeKTpoHHas
O6ubamorexa» ABUC  Mera-IIPO / OO0  «/lara DOxcopece». —  URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexxum noctyna : 1uist mosib30Barenneil HayYHOH OMOIMOTEKH. —
TekcT : 31MeKTPOHHBIN.
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