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CocraBurenb — Tepexuna Cpernana BsuecimaBoBHA cTapuinii mpenojaBaTeb
kadenpsl «Menemxment» I'YHX.

Buyrpennnii peuensent: /[ubupoBa Manuna MaromenpacynoBHa, KaHIuAaT
HSKOHOMHMYECKHUX HayK, NOLeHT kadenpsl «Menemxment» JI'YHX.

Buemnuii penenszent: CyneiimanoBa Hampna AOaypaxmaHOBHA, KaHAMJAT
HSKOHOMHMYECKUN HayK, IOHEeHT Kadenpsl «MwupoBas U peruoHajibHas SKOHOMHKAY,
®I'bOY BO «/larecranckuil rocy1apCTBEHHbI YHUBEPCUTETY.

IIpencraBurenns padoromatensi: KangaypoB J[IxamOynat MypaaxaHoBud,
HavYaJIbHUK OTAena YmpasieHuss MunuctepctBa toctuinuu Poccun no PecnyOmumke
JlarecTaH.

Pabouasa npoepamma no oucyuniune OI1.06 [Jokymenmayuonunoe obecneuenue
ynpaejieHus paspabomana 8 COOMEemcmeuu ¢ mpedosaHusAMU (HeoepaibHO20
20CY0apCcmeeHHo20 00pa308amenbHo20 CMAHOApmMa cpeoHe2o npo@peccuoHaIbHO20
oopazosanuss no cneyuarvrHocmu 40.02.04 Opucnpyoenyusi, ymeepiucOeHHO20
npukazom Munucmepcmea npoceewenus Poccuiickoii @edepayuu om 27 oxmabps
2023 Ne 798, 6 coomeemcmeuu ¢ npukazom Munucmepcmea npoceewenust Poccutickot
Deoepayuu om 24 ascycma 2022 2. Ne 762 «O6 ymeepocoenuu [lopsoxa opeanuzayuu
U ocywecmeneHus — 00paz08amenvHoU  OeamelbHOCmU  NO  00pa308amenbHbiM
npocpamMmam  cpeone20  Npo@eccUoOHAIbHO20  00pa308anusy  (3apecucmpuposan
Munucmepcmeom rocmuyuu Poccutickoii @edepayuu 21.09.2022 Ne70167).

Pabouas mporpamma mo guctuminae OIL06 JlokymeHTallmoHHOE obecrieueHue
yIIpaBJICHUs pa3MelleHa Ha opulMaIbHOM caiite Www.dgunh.ru

Tepexuna C.B. Pabouas nporpamma no aucuuriune OI1.06 JlokymeHTanmoHHOe

obecrieueHue yrpaplieHHs 1isl cneruaibHoctd 43.02.16 Typusm U TOCTEIPUUMCTBO. —
Maxaukana: AI'YHX, 2024. - 17 c.

PexomenmoBana Kk yTBepXkACHUIO YdeOHO-MeToamdeckuM copetom JII'YHX 28
Mmas 2024r.

PexoMmeHt0BaHa K YTBEPKICHUIO PYKOBOAHUTEIEM 00pa30BaTeIbHON MPOTPaMMBbI
CIIO - mporpaMMbl TOATOTOBKH CHEIHAIMCTOB CPEIHETO 3BEHA MO CHEIUATBHOCTH
40.02.04 FOpucnpyaenmus Ucmannosoit K.A.

OnoOpena Ha 3aceganuu kadenpsr «MenemxmenT 23 mast 2024 1., mpoTokoa Ne
10.
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Conep:xkanue

[lepeyeHb MIaHUPYEMBIX  PE3YJIbTaTOB  OOY4YEHHS 110
JUCLHUTUINHE

MecTto  IUCUMIUIMHBI B CTPYKType  oOpa3oBaTelbHOU
IpOrpaMMBbl

O6bem JUCIUTUTHHBI C yKazaHHeM KOJIMYEeCTBa
aKaJeMUYECKUX YacOB, BBIJIEJIEHHBIX Ha KOHTAKTHYIO padoTy
oOyyaromuxcs ¢ mOpenojasaTesieM (MO BUAaM  y4eOHBIX
3aHATHI), HAa CaMOCTOSTENbHYIO paloTy oOydaromuxcs |
dbopMy IpOMEXYTOUHOM aTTecTalluu

CopeprxaHue AUCIUIUIMHBI, CTPYKTYPUPOBAHHOE 10 TEMaM C
yKa3aHHEeM OTBEJICHHOI'0 Ha HUX KOJMYECTBA aKaJIeMHUYECKHUX
YacOB U BUJIOB YUCOHBIX 3aHSATUN

[lepeueHb  OCHOBHOW M JIONOJHUTEIBHOM  y4eOHOU
JUTEPATypPbl, HEOOXOUMOM /I OCBOCHUS TUCIUTIIMHBI
[lepeyenr  pecypcoB  HMH(POPMALMOHHO-TEIEKOMMYHHUKA-
MOHHON cetn «MHTepHeT», HEOOXOIUMBIX IJisi OCBOCHUS
JVCLUTTAHBI

[lepedyeHb JUIIEH3MOHHOTO MPOTPAMMHOTO OO€ecTeueHus,
UH(GOPMAITMOHHBIX CIIPaBOYHBIX CUCTEM U
npodeccroHaIbHbIX 0a3 JaHHBIX

Onrcanne MaTepuagbHO-TEXHUYECKOW 0a3bl, HEO0OXOIMMOM
JUISL  OCYIIECTBJICHHUS 00pa3oBaTEeNLHOrO Ipolecca o
JTUCUUIUIAHE

OO6pazoBaTenbHbIE TEXHOJIOTHU
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Paspnea 1. Ilepedyennb niiaHupyemMbIX pe3yabTaTOB 00y4eHHS 10
AUCUMILIHHE

Heabro gucuumiuasel OI1.06 JloKyMeHTalMOHHOE OOECHedYeHHEe YNpaBICHUs
aBisieTcs: GOPMUPOBAHUE TEOPETUUECKUX 3HAHWMA, YMEHUN U MPAKTUYECKUX HABBIKOB
[0 M3YyYCHUIO Mpouenyp oO0paboTKH, COCTaBIECHUS U OPOPMIICHHS OpPraHU3AIMOHHO-
pacnopsAIUTENbHBIX JOKYMEHTOB, OTpa)aloU[UX YIPABICHYECKYIO JIESITEIbHOCTh
NpEeANnpUATAA Typu3Ma U TOCTENPUHUMCTBA, a TaKXKe OpraHu3auudd padboThl C
JOKYMEHTAMH C MOMEHTA X CO3/IaHUs WU MOJIYUYEHUs 10 3aBEPUICHUS UCIIOJIHEHUS 11O
HUM U TIepe/layu Ha XpaHEeHUE, B COOTBETCTBUU C COBPEMEHHBIMU TPEOOBAHUSIMU .

3agauy JUCIUIUINHEL.

— YCBOEHHE OCHOBHBIX MNPOPECCUOHAIBHBIX TEPMUHOB M  OIpeaesieHui
JIEJIONPOU3BO/ICTBA;

— O3HAKOMIJIEHHE C MPaBUJIAMH OpraHU3alMK paboThl C JOKYMEHTaMH, OPSIKOM
opraHuzauud paboT MO0 JAeNIONPOU3BOJCTBEHHOMY OOCHYKMBaHUIO, MpHUEMaMU
COBPEMEHHOTI'0 JIEJIONPOU3BOJICTBA;

— pacCMOTPEHHE OCHOBHBIX TpeOOBaHUN K O(GOPMIIECHUIO OCHOBHBIX BHJIOB
OpraHu3alMOHHO-PACTIOPSIIUTENBHBIX JIOKYMEHTOB, OOpalieHuil TpaxaaH U padoThl C
KOH(PUICHIINATHHBIMU JJOKYMEHTAMH.

1.1. KomnereHuun BBINYCKHUKOB, ¢opMupyeMble B pe3yJibTaTe OCBOCHUS
aucuuiinabl «OI1.06 JokymeHTaAnMOHHOE o0ecriedeHUe YNPABJEHUA» KAK YaCTh
IUIAHUPYEMBIX Pe3yJibTATOB OCBOEHHUS 00Pa30BaTeIbHOM MPOrpaMMbl

Koo Dopmyauposka KomnemeHyuu
Komnemenyuu
OK OBIIME KOMIIETEHIINU
OK 9 [Tonp3oBatbCs npodeccruoHaabHOM JIOKyMEHTaILMEN Ha
rOCYJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.
IIK IMNPOPECCHUOHAJIBHBIE KOMIIETEHIIUN
K 1.3 BinaneTp HaBbIKaMU MOATOTOBKHU IOPUANYECKUX JOKYMEHTOB, B TOM
YHCJIe C MCIIOJIH30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHA.
IIK 3.2 OcymecTBnsaTh  (OpPMUpPOBAaHUE W PACCMOTPEHHE  TaKeTa

JOKYMCHTOB [JIs1 YCTAHOBJICHHA W BBIILJIATHI IICHCUM U WHBIX
COMMAJIBHBIX BBIILIAT W IIPCAOCTABJICHUA YCIIYI I'OCYyAdapCTBCHHOI'O
COIINaJIBHOI'O O6€CHC‘—ICHI/I${, BKJIO4asd BblJa4y JOKYMCHTOB IIO
YKa3aHHBIM BBIIIJIATAM M YCJIYI'aM.

IIK 3.3 OcymecTBIsATh MOATOTOBKY MPOEKTOB PEUICHHH 00 YCTaHOBJICHHUH
(0TKa3e B YCTAHOBJICHMM) MEHCUW W WHBIX COLUUAJIBHBIX BBIIJIAT U
PEeAOCTABICHUU yCIIyT rocyJapCTBEHHOTO COIIMAIBHOTO
obecrieueHusl, UCIMONB3Ys HWHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUU.

11K 3.4 OcymiecTBasATh  (OpMHUPOBAHME U BeJICHME 0a3 JaHHBIX 00
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oOpallleHusIX B TeppUTOpUalbHbIi opraH DoHJa MEHCUOHHOTO U
COLIMAIBHOT O
OpraHU3aLHIo
MEHCUN W HWHBIX COLMAIBHBIX BBIIIAT U O MPEAOCTABICHHUU YCIYT
rOCY/IapCTBEHHOI'0 COLMATIBHOTO 00ecneyeHusl.

CTpaxOBaHUsA
COIMaJIbHON

Poccuiickon
3aIATHI

Qenepaunu, B
HACEJICHUs IOJIy4YaTelleu

1.2 Tl;nannpyeMble pe3yabTAThI 00y4eHHs M0 MEKIMCUMINIMHAPHOMY KYpCY

Koo u Komnonenmmubwtit cocmae komnemenuyuu
¢popmynuposxa 3nameo Ymemo
Komnemenyuu

OK 9. 31 — nmpaBua MOCTPOCHUS VY1 — noHumaTh 00N CMBICTT
[Tonb3oBaThCs IPOCTBIX U CIOXKHBIX YETKO MTPOU3HECEHHBIX
npodeccuoHaIbHON | MPeaoKEeHU Ha BBICKA3bIBaHUI Ha U3BECTHHIE
JOKYMEHTAaIMe Ha | MpOQeCCUOHANbHBIE TEMBI; TeMbI (MPOPECCUOHATIBHBIE U
roCyIapCTBEHHOM | 32 — OCHOBHBIE OBITOBBIE), TOHUMATh TEKCTHI HA

U MHOCTPAHHOM
A3bIKaXx.

0011eynIOTpeOUTEIBHBIC
riaroiibl (ObITOBAs U
npodeccroHaabHas JEKCUKa);
33 — NEeKCUYECKU MUHUMYM,
OTHOCSIITUICS K ONTUCAHUIO
IPEIMETOB, CPEJICTB U
poreccoB MpodeccuoHaIbHOM
NEeSTebHOCTH;

34 — ocobeHHoCTH
IPOU3HOIICHUS; TTpaBUiIa
YTEHHSI TEKCTOB
npodeccruoHaaIbHON
HAIPABJICHHOCTH.

0a30BbIe TTpOdecCUoHaTbHbBIE
TEMBI;

VY2 — y4acTBOBaTh B IMAJIOTax Ha
3HaKOMBIE 00IIHEe 1
npo¢eCCUOHATIbHBIC TEMBI;

VY3 — cTpouTh NPOCTHIE
BBICKa3bIBaHMS O cebe U 0 CBOeH
npogeccuoHaIbHON
NEeATeIbHOCTH; KPaTKO
00OCHOBBIBATh M OOBSICHHUTH
CBOU JIeNCTBUS (TEKYIIHUE U
IJITAHUPYEMBIE);

Y4 — nucaTth IpOCTHIC CBSA3HBIC
COOOIIIEHUS HA 3HAKOMBIE WA
UHTEPECYIONINE
po¢eCCHOHATILHBIC TEMBI.

IIK 1.3 Biagets
HaBBIKAMH
MMOATOTOBKH
IOPUINIECKUX
JTIOKYMEHTOB, B TOM
YHUCIIE C

35 — mpu3HaKU KJIacCUUKAITHH
JIOKYMEHTOB; CTIOCOOBI
JOKYMEHTHPOBAHUS
IOPUINYECKUX IOKYMEHTOB.

VY5 — knaccudunmupoBaTh
JIOKYMEHTBI; COCTaBIISITh
’Kaj100bl, UCKH, TIPETCH3UH.

HCIIOJIb30BaHUEM
WH(OPMAITMOHHBIX

TEXHOJIOTUH.

IIK 3.2 36 — ocoOeHHOCTH VY6 — paboTaTh ¢ oOpalieHusIMu
Ocy1iecTBasITh JIeJI0ONPOU3BOJICTBA 110 rpakJiad ¥ KOH(UICHIIMATbHBIM
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dbopmupoBaHue u
paccMOTpeHue
MaKeTa JIOKYMEHTOB
IJIsl YCTAHOBJIEHUS
U BBIIJIATHI IIEHCUM
Y WHBIX
COITMATbHBIX
BBITLIAT U
MPEI0CTABIECHUS
yeayr
roCy1apCTBEHHOTO
COITMAJIBHOTO
oOecreueHus,
BKJIIOYAs BbIJauy
JIOKYMEHTOB T10

oOpallleHUsIM TpaXKJaH U
KOH(UIEHIUATBHOTO
JIEJIONPOU3BO/ICTBA.

ACJIOIIPONU3BOJACTBOM.

yKa3aHHBIM

BBITJIATAM U

ycayram.

IIK 3.3 37 — npaBuna u TpeboBanHus Kk | Y7 — opopmMiIsTH
OcyuiecTBiATh COCTaBJIEHMIO U OOPMIICHUIO | UH()OPMALIMOHHO-CIIPABOYHBIE,
HOJrOTOBKY MH(POPMAIIMOHHO-CIIPABOYHBIX, | OpraHU3al[MOHHO-

IIPOEKTOB PEIICHU
00 yCTaHOBJIEHUU

OpraHMu3alMOHHO-
pacrnopAaIuTCIbHBIX

PacCiopAaIUTCIbHBIC TOKYMCHTEI,
JAOKYMCHTHGI I10 JINYHOMY

(oTkaze B JIOKYMEHTOB, TOKYMEHTOB I10 COCTaBY B COOTBETCTBUU
YCTaHOBJICHUH) JUYHOMY COCTaBY. c neiictByromuM ['OCTom u
MIEHCUH U UHBIX UCIIOJIb30BaHUEM
COILIMATIbHBIX uH(OPMAIIMOHHO-

BBITIIIAT U KOMMYHUKAIIHOHHBIX
MPEeI0CTaBICHUU TEXHOJIOTUH.

ycyr

rOCyJapCTBEHHOIO

COIIMAIBHOT O

oOecreueHus,

UCIIONb3YS

nH(OPMAITMOHHO-

KOMMYHUKAITHOHHBI

€ TEXHOJIOTHH.

IIK 3.4 38 — opraHuzanuio Y8 — ocymecTBISTh IpUEM,
Ocy1iecTBasTh JIOKyMEHTO000pOTa: IPUEM, 00paboTKy, perucTpaluio,

dbopmupoBaHue u
BeJieHue 0a3
JTAHHBIX 00
00paIieHusX B

00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMCHKJIATYPY
Iedl.

KOHTPOJIb, XPAHCHUE
JIOKYMEHTOB, HOMEHKJIATYPY
ned.




TEPPUTOPUAIIBHBIN
opran ®onHpa
MIEHCUOHHOTO U
COLMAIIBHOTO
CTpaxOBaHUs
Poccuiickoit
®denepaunu, B
OpraHu3aIIo
COLMAIbHOU
3alUThl HACEJICHUS
noJyyaresien
TIEHCUW U UHBIX
COLMAJIBHBIX
BBITLJIAT U O
PEOCTABICHU N
yCIyr
roCy1apCTBEHHOTO
COILMAJIBHOTO
obecrieyeHusl.

1.3. IlepeyeHp KOMIIETEHIHI C YKa3aHHEM JTANoOB HUX (POPMHUPOBAHUA B

nmpomecce oCBOCHUA TUCIUIIINHBI

Koo dmanwt popmuposanus Komnemenyuil
Komne-
men- Tema 1. Tema 2. | Tema3. | Tema4. | Temas. Tema 6.
yuu | Conepxanue | Knaccud | OcnoBusl | CiiyxeOH | [lokymen | JJokyMeHTHpPOB
Y OCHOBHBIE | WKl e 13(S TUPOBaH aHue
3a/1auu JIOKyMEH | TpeOoBaH | MUCHbMa ue OpraHu3alMuoHH
JIETI0TPOU3BO TOB us K nHpopMma o-
JICTBA odopmie [IMOHHO- | PaCHOPSAIUTEND
HUIO CIIpaBOY HOU
yIpaBiie HBIX NeSATEeILHOCTH
HYECKUX MaTtepua
JIOKyMEH JIOB
TOB
(OPD)
OK 9 +
K 1.3 +
IIK 3.2




TK 3.3 + + + +
IIK 3.4
Utoro + + + + + +
Koo Imanwvl hopmuposanus Komnemenyuil
Komne-
men- Tema 7. Tewma 8. Tema 9. Tema 10. Tema 11.
yuu | TpeOoBanus k | Opranuzauu Opranuzanus | OcoOeHHOCTH
odopmiieHHIO | s paboThl ¢ | PekomeHnpaaiy u KoH(puaeHINA
JIOKYMEHTOB | TOKYMEHTaM WU 110 JIOKYMEHTUPO JLHOTO
0 JINYHOMY COCTaBJICHU | BaHUE PaOOTHI | JEIOMPOU3BO
COCTaBy 10 TEKCTOB C JICTBA
CIIY’KE€OHBIX | OoOpalieHUusIM
JIOKYMEHTOB | ¥ TpaKJIaH
BU/IBI
oOpareHui
OK 9 +
IIK 1.3
I1K 3.2 + +
I1K 3.3 +
I1K 3.4 +
Hroro + + + + +

Paznen 2. MecTo IMCHUILUIMHBI B CTPYKTYpe
o0pa3oBaTe/IbHOI MPOTPAMMBI

Huctumummaa OI1.06 [JoxymeHTalmoHHOE OOecTieueHHUe YMpaBleHUS BXOAWT B
COCTaB TUCITUTUTHH Ob6menpodeccuoHaTbHOTO IUKJIa (o1) paznena
[Mpodeccuonanvuas moaroroka (I1I1) ydeOHOoro mmana crnenmansHocTH 40.02.04
IOpucnpyneniusi.

Hucruruiaa 3HAKOMHT oOy4arommxcs c 6a30BBIMH MOHSITHSIMU
JIEONIPOU3BOJICTBA, OONIMMHU TIPAaBUJIAMHU COCTABJICHHUS ¥ OQOPMIICHUS JEJIOBBIX
JOKYMEHTOB, METOJaMHU U TMPHUHIIMIAMHA COBPEMEHHOTO JIOKYMEHTOOOOpOTa B
opranm3anusax. OCHOBHOE TMpeAHa3HAYCHWE MUCIIUIUIMHBI 3aKII0YaeTCs B OCBOCHUU
OOy4YarOIIMMHCS COBPEMEHHOTO JIEJIOTPOU3BOJICTBA, B YMEHHUM Ha HAYyYHOW OCHOBE
OpraHW30BBIBATH CBOW TPy, BIAaJIEeTh MeETOAaMH cOOpa, XpaHEeHUsS U 00pabOTKH
uH(bOpMaINK, aHATUTHUYECKH O00pabaThiBaTh YYETHYIO M OTUYETHYIO WH(OOPMAIMIO C
1ETbI0 TPUHATHS 3G (HEKTUBHBIX YIPABICHYCCKUX PEIICHUH.




B yueOHOM 1uUIaHe AUCHUIUIMHA OMNMUPAETCS HA 3HAHUS, MOJYYEHHbIE IpHU
U3y4YeHUH cruenyomux ydeOHbIX KypcoB: «MJIK.04.01 Beimonnenue paboT 10
noipkHocTy 21299 Jlenonpousoaurens», «MJIK.04.02 ApxuBHoe 1eno».

OcBoeHue [aHHOM NHUCLUMIUIMHBI HEOOXOAMMO OOydarolemycs Uil HU3YYeHHs
JUCHUIUIMH O0IIEnpodeCCUOHAIEHOTO U MPO(PECCUOHATBFHOTO IUKIIOB, MPOXO0XKIACHUS
MPAKTUKH U BBITTOJIHEHUS TUILNIOMHON pabOTHI.

Paszpnen 3. O0beM TUCHUINIMHBI ¢ YKA3aHUEM KOJIHYECTBA
aKaJeMHMYeCKHMX YaCOB, BbIJACJCHHbIX HA KOHTAKTHYI0 padoTy 00y4aroumuxcs ¢
npenogasareseM (1Mo BUAAM YUeOHbIX 3aHATHII), HA CAMOCTOSTEIbHYI0 padoTy

o0yuarwmmxcs 1 GopMy NpoOMe;KyTOYHOM aTTeCTANM

O0BbeM TUCHMIUIMHBI B aKaJIEMHUYECKUX YacaxX COCTaBJsieT 86 yacos.
Ounas ¢popma o0yvyeHust

KonudecTBo akaJeMHYECKMX 4YacoOB, BBIJICIICHHBIX Ha KOHTaKTHYIO padoTy
oOydJarIMXCs C TMEJIarorn4eCKuM pabOTHUKOM (IO BHJAM YYCOHBIX 3aHSATHH),
cocTaBsieT 86 4acoB, B TOM YHCJIE:

- nekumu - 34 Jaca;

- IPaKT. 3aHATHS - 52 yaca.

KonndecTBo akageMUYeCKHUX YacOB, BBIJICJIICHHBIX Ha CaMOCTOSATEIBHYIO padoTy
oOydJaromuxcs — HeT.

dopma MPOMEKYTOYHOM aTTeCTAIlN:

6 cemecTp — 3ayer.



Paszpnen 4. Conepkanue IMCUMINIMHBI, CTPYKTYPHPOBAaHHOE 110 TEMaM

C YKa3aHMEM OTBCACHHOI'0O HA HUX KOJIHYE€CTBA aKAAEMHUYECCKUX YaCO0B U BUAOB y‘leﬁHLIX 3aHATHH

J1s1 ouHoM (popmMBbI 00yYeHUA
Ne Tema oucyunnunoi Bcezo B m.u. Dopma meKyuie2o
n/m akademu- | jleKyuu | cemu- | npakmu- | Jabopa- KOHCY- UHbIE camoc- KOHmMpOona
yeckux Hapol yeckue mopHble Abma- | GHA02UY |MmoAmenb| YCneeaemocmu
uacoe 3aHA- 3anamus uuu Hble Has
mus 3aHA- paboma
mus
1. | Tema 1. Conepxanue u 4 2 - 2 - - - - [IpoBenenue
OCHOBHbIE 3a7auu JIOY ompoca
Tectuposanue
Pemenne
CUTYallMOHHBIX
3a/1a4y
2. | Tewma 2. Knaccuduxka- 4 2 - 2 - - - - IIpoBenenue
sl JOKyMEHTOB omnpoca
TectupoBanue
Pemenue
CUTYallMOHHBIX
3a/1a4y
Tema 3. OcHOBHBIE 12 6 - 6 - - - - [IpoBenenue
TpeboBaHUs K omnpoca
o opMIIeHHIO TectupoBaHue
yIPaBIECHYECKUX Pewienne
nokymeHnToB (OPJI) CUTYaLlMOHHBIX
3aza4y
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Tema 4. CnyxxeOHble 8 4 4 [IpoBenenue
MchbMa ornpoca
TectupoBanune
Pemenue
CUTYaLlMOHHBIX
3a/1a4y
Tema 3. 4 2 2 [IpoBenenue
JloKkymMeHTHpOBaHue omnpoca
MH(}OPMALIMOHHO- TectupoBanue
CIIPABOYHBIX Pemienue
MaTepHaioB CUTYaIMOHHBIX
3a/1a4y
Hroro 3a 5 cemectp 32 16 16 -
Tema 5. 6 2 4 [TpoBeneHue
JIoKyMEHTHpOBaHNE omnpoca
UH(GOpPMallMOHHO- TecTtupoBaHue
CIIPaBOYHBIX Pewienne
MaTepuaIoB CUTYallMOHHBIX
3aza4y
Tewma 6. 12 4 8 IIpoBenenue
JloKkyMEeHTHpOBaHNE omnpoca
OpraHU3aLMOHHO- TectupoBaHue
pacnopsAUTENLHON Pemenne
NEeSATEIbHOCTU CUTYallMOHHBIX
3aza4y
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8. | Tema 7. TpeboBanums K 6 [TpoBenenune
0(1)OpMJICHI/IIO orpoca
JTIOKYMEHTOB I10 TectupoBanune
JIMYHOMY COCTaBY Pemienue
CUTYallMOHHBIX
3aja4
[IpoBenenue
JIEJIOBOW UI'PBI
9. | Tema 8. Opranuzanus 12 IIpoBenenue
paboTHI C JOKYMEHTaMU orpoca
Tectuposanue
Pemenne
CUTYaIlMOHHBIX
3ajau
10. Tema 9. 6 ITposenenue
Pexomenmanum o orpoca
COCTaBJICHUIO TEKCTOB TectupoBanue
CITyKeOHBIX Pemenne
JIOKYMCHTOB CUTYallMOHHBIX
3aau
11. Tema 10. 6 [IpoBenenue
Opranuzanus u orpoca
JOKYMEHTHPOBaHHUE TectupoBanue
paboTHI C Pemenue
0GpaleHUAMH CUTYallMOHHBIX
IpaKaaH BUbI sajad
oOpaIeHuit

12




12. Tema 11. 4 2 2 [TpoBenenune
OcobennocTu orpoca
KOH(PUIEHIIUATIBHOTO TectupoBanue
JIeJIOIPOM3BOACTBA Pemenne
CI/ITyaL[I/IOHHBIX
3a1aq
HUTOTI'O 3A 6 CEMECTP 54 18 36 -
3AYET KOHTPOJIb
ATOIO 3A TOJI 86 34 52
BCETO 86

13




Pasznen S. IlepeyeHb OCHOBHOM M IONOJTHUTEJIbHOH Y4eOHOM
JIUTEPaTypPbl, HEO0X0AUMOM JJI1 OCBOCHUSA AUCHUIIINHBI

No Aemop Has3zeanue ocrnosnoi Buvixoonwie Konuuecmeo
n yueonoii u OoanHbvle IKZIEMNJIAPOE 8
/ 00NOJTHUMENbHOU ouobnuomexe
n Jumepamypel, JATI'YHX / aopec
Heo0xX00uMmoil 01 docmyna
0CB0CHUA OUCYUNTUHDL
I. Ocnosnas yuebnas 1umepamypa
1. | TI'posora O.C. Jlenonpou3BOICTBO. M.: U3na- | https://urait.ru/bc
VY4yeGHoe rnocodue s TEJIBCTBO 0de/492787
CIIO FOpaiir,
2022-126¢.
2. | Kopnees UK., JIOKyMEHTaI[HOHHOE M.: https://urait.ru/bc
[Tmenko A.B., | obecnieuenue ynpasienus: | M3gaTensct 00e/492541
Mamypues B. A. | yaeOHuK U ipakTukyM uist | Bo FOpalir,
CIIO. - 2-e u3n., nep. u 2022-384c.
JIOTI.
3. |lllysamoBa H. H., OCHOBBI M.: U3na- | https://urait.ru/bc
HBanosa A. 1O. ; JIEJIOTIPOU3BOJICTBA: TEJIHLCTBO 0de/507981
[lon o6m. pea. | yueOHUK ¥ mpakTukym aist | FOpair,
[ysanosoit H.H.| CIIO. - 3-e u3xa., nep. u | 2022-384c.
JTOTI.
IL./[ononnumenvnan numepamypa
A) /lononnumenvnan yueonas numepamypa
1. | Hoponwuna JI. A., JIOKyMEHTaIIMOHHOE M.: U3pna- | https://urait.ru/bo
Hputukosa B. C. | obecniedenune ynpasienus. | TenbcTBo | Ok/dokumentacio
Y4eOHUK U TPAKTUKYM FOpaiir, nnoe-
ans CIIO 2021-233c. | obespechenie-
upravleniya-
473802
2. | Kazakesnu T. A., JIOKyMEHTaIlMOHHOE M.: https://urait.ru/bo
Tramuua A. W. oOecrieuenne Usnarensct | ok/dokumentacio
yIpaBlICHUs 2-€ U3l., BO IOpaiirt, nnoe-
uctp. u gom. Yueonuk u | 2021-177c. obespechenie-
npaktukym s CI1O upravleniya-
471615
3. CkoOenpriHa Texuonorus u M.: https://urait.ru/bc
A.C., OpraHH3aIys N3narenscT 00e/493946
[Tapyxun A.IL nH(OpMaIMOHHO- BO [Opaiir,
HKCKYPCHOHHOM 2022-247c.
NEATENbHOCTU: YYEOHUK
st CITO - 3-e u3n.,
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| | nepepad. u 101, | |

b) Oduyuanvnvie uzoanusn: coopHuKku 3aKOHO0AMENbHBIX AKM OB, HOPMAMUGHO -
npaeoevix 0OKyMeHmoe, kooexcoe P@®

(I)ellepaJILHLIe 3aAKOHOAATCJIbHBbIC AKTbI:

1. Koncturyuus Poccuiickoint @enepaiuu
www.constitution.ru

2. ®I'oC CIHO no cneunanabHoctu 43.02.16 Typusm u rocrenpumMcTBO,
YTBEPKICHHBIN ITpUKa3oM MuHuUCTEPCTBA NIPOCBeLeHus Poccuiickoi
®eneparuu ot 12 nexkadbpst 2022 r., Ne 1100
http://ivo.garant.ru/#/document/406225637/paragraph/1/doclist/5337/showentri
es/0/highlight/®I"OC%20%20CI10%20m0%20cnenunanbaoctn%20%2043.02.1

6%20Typu3m%20u%20rocTerrpuuMcTBO 2

3. I'OCT P 7.0.97-2016 «Hauuonanbusliii cranaapt Poccuiickoit @enepanuu.
Cucrema ctaHaapToB 1o HHGOpMaIUK, OUOTUOTEYHOMY U U3ATEITBLCKOMY
neny. Opranu3almoHHO-pacoOpsANTENIbHAS JoOKyMeHTalus. TpeOoBaHus K

0(OPMIICHUIO TOKYMEHTOBY
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=303793

&fld=134&dst=1000000001,0&rnd=0.18175497912685756#088500519536882
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B) Ilepuoouueckue uzoanus

1. Hayuno—unadopmarnmonnsii xypHan «Jlemomnpecc»
http://www.delo-press.ru/

2. Kypnan «lemornponu3BoacTBo
http://www.top-personal.ru/officework.html?43

3. Kaaposoe nemo 2019 NeOl
https://e.kdelo.ru/?mid=32341

4. [Ipodeccuonanbroe u3aaTenbcTBo «Cekperaphb pedepeHT»
https://www.profiz.ru/sr/rubric/2/

I') Cnpasouno-oubnuocpagpuueckas numepamypa

1. Bbonbmas Poccuiickas >HIIMKIONIETUS.
http://enc-dic.com/
2. DHIMKJIONEAUYECKUN CIIOBApb.
https://gufo.me/dict/bes
3. CiioBapb TEPMHUHOB 10 JICJTIONPOU3BOICTBY

https://pandia.ru/text/79/068/75085.php

4. | Hemun FO.M. CekpeTapckoe 1e510: yHUBEpPCaIbHbBIN CIIPABOYHUK: CIIPABOYHO-

MeToandeckoe nocoodue. Mocksa, bepnun: upexkt-Menaua, 2014 - 321 c.
ISBN 978-5-4475-1573-7. — DOI 10.23681/253658.
http://biblioclub.ru/index.php?page=book&id=253658

d. Poroxun M. F0. CnpaBounuk kanpoBuka. OdopmieHue
JOKYMEHTOB: cripaBouHHMK. MockBa, bepnun: [lupexkr-Menua, 2014 -320 c.
ISBN 978-5-4475-1580-5.
http://biblioclub.ru/index.php?page=book&id=253714

/1) Hayunasa aumepamypa
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http://www.constitution.ru/
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1. IOmamena FO.1O. MudopmaTuzanus apxusHoro aena B Poccuiickoi
Oeneparuu (1991-2015 rr.): HayuHbIE UCCNeOBaHUS B 00J1aCTU MPUMEHEHUS
uH(pOpMaMOHHBIX TexXHONOorui: MoHorpadus / FO.}O. FOmamena.
Mocksa; bepnun: [Iupekr-Menua, 2016r. - 355 c.
ISBN 978-5-4475-7708-7.
http://biblioclub.ru/index.php?page=book&id=438643

Pa3znea 6. IlepeyeHb pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CeTH
«HTEepHET», HEOOXOAMMBIX /IJIsl OCBOCHHSI MEKIUCHMIIMHAPHOI0 Kypca

Kaxnapiii oOydaroniuiics B TEUEHHE BCEro mepuoja oO0ydeHus oOecreueH
WHJUBUIYaJTbHBIM HEOTPAHUYECHHBIM  JIOCTYIIOM K OJHOM WM HECKOJIbKUM
ANEKTPOHHO-OUOIMOTEYHBIM ~ cUCTeMaM  (QJIGKTPOHHBIM ~ OMOIMOTEKaM) W K
9JIGKTPOHHON HMH(OPMAIMOHHO-00pa3oBaTebHON cpeae yHuBepcutera (http://e-
dgunh.ru). DnexTpoHHO-OMONMMOTEYHass cucTeMa (JJCKTpOHHAs OWOIMOTEKA) WU
AJIEKTpOHHAss WHGOPMAIMOHHO-00pa3oBaTeabHas cpena 00ecrneurnBacT BO3MOXKHOCTD
JOCTyMma OOydJaromerocs U3 00N TOYKM, B KOTOPOW UMeEeTcs JOCTYyNm K
UH()OPMAIIMOHHO-TEJIEKOMMYHUKAITMOHHON ceTu «VHTepHEeT», KaKk Ha TeppUTOPUU
o0pa3zoBaTeIbHOM OpraHu3alliy, TaK U BHE ee.

PexomenayeTcss O3HAKOMJICHHME C peCcypcamMu IPaBOBBIX CHUCTEM (OHJIAWH-
BEPCHH), & TAKXKE CAaUThl O()UIIUATIBHBIX PETYIISTOPOB B 00JIACTH AEIONPOU3BOICTBA:

1. MadopmaiinonHo-00pa3oBaTebHbIN IPOEKT, MPEIOCTaBISIOU N
KPYTJIOCYTOUHBIN MHIUBUAYATbHBIM WHTEpHET-IOCTYN K 3JEKTPOHHO-OMOINOTEYHON
CUCTEME, cojepkaliel yueOHble, yueOHO-MEeTOUYECKHEe, HaAyUHbIe U WHbIE W3/IaHMUs,
UCIIOJIb3yeMbIe B 00pa3oBaTelibHOM Iporiecce — WWw.biblioclub.ru;

2. O6pa3oBarenbHas 1miargopma IOpaiit —  oOpa3oBatenbHBI  pecype,
AJNIEKTPOHHAs OWOJMOTEKa W MHTEPHET-Mara3uH, TJ€ YWTAIOT DJIIEKTPOHHBIE U
NeYaTHbIE YYCOHUKN aBTOPOB — MPENoaBaTeieil BeNylnX YHUBEPCUTETOB ISl BCEX
ypOBHEH MPOPECCHOHANIBHOTO O00pa30BaHUs, a TakXKe IMOJNb3YIOTCS BHIIEO- U
aynuomaTepuaiaMi, TECTUPOBAHUEM U CEpBUCAMU JJIA MpernoaaBaTesield, JoCTYTHBIMU
24 yaca 7 nHeu B Henmenro — WWW.urait.ru;

3. Caiit «KopnopatuBHblii MeHeKMEHT». HoBocTu, mybnukanuu, bubnuoTteka
yrnpasienus (y4eOHHKH, CTaTbU, 0030pHI) MO TaKUM pasjeniaM, Kak: MeHEIKMEHT;
HenonpousBoactBo; Mapketunr; duUHAHCOBBIN aHaliu3, OlleHKa Ou3Heca;, busHec-
ranbl; MaBecTrmy 1 nHBeCTOpHl; KoHcantuaTr 1 ap. — www.cfin.ru;

4. AAMUHUCTPATUBHO-YIIPABICHUYECKUNA MOpTal «MEHEI)KMEHT U MapKETUHT B
ousnece». Kaurn, cratbu, JOKyMEHTHI U TIp. — WWW.aup.ru;

5. UntepHer-xypHan  «Jledonpous3BOACTBO U JOKYMEHTOOOOpDOT  Ha
npennpusTan» - https://delpress.ru/

6. Obunmaneueiii caiit kommaanu «Koucynprant-Ilnmtocy —oOmepoccuiickas
CEeTh paclpoCTpaHeHU MpaBoBoi nHpopmanmu - http://www.consultant.ru/

7. UntepHer-yHuBepcuteT uHMopMannoHHbix TexHomorut (MHTYUT) -
https://intuit.ru/

8. Caiir mo  kagpoBoMmy  JnernomnpousBoictBy  https://www.kadrovik-
praktik.ru/books/
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Paspnen 7. IlepedyeHb JIHLEH3MOHHOTO IPOIPAMMHOI0 00ecneYeHus,
HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM U NpodeccuOHATBHBIX 0a3 JaHHBIX

7.1.  HeoOxoauMplii  KOMIUIEKT  JIMHEH3HOHHOI0  NPOrpaMMHOIO
o0ecrnieyeHus

1. Windows 10 Professional

2. Microsoft Office Professional
3. VLC Media player

4. Adobe Acrobat Reader

7.2. Illepeyenb HH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM
— CopaBouHas IIpaBoBas cucrema «KoHcynpTanT [Tmroc»

http://www.consultant.ru/;
— HWudopmarnmonHo-npaBoBas cuctema TAPAHT http://www.garant.ru/

7.3. Ilepevennb npogeccuoHAIBHBIX 023 JAHHBIX

baza ganmnbix - TocymapcTBeHHass cucTeMa MpaBOBOW  MHGOpPMALUH
«OdunuanbHblii  MUHTEPHET-MOPTaN MpaBoBoil uHPopManumu» //Pexum pocryna:
http://pravo.gov.ru;

baza pmannbix - KOIAUOUKAILIMA P® neiicTByromee 3aKOHOAATEIBCTBO
Poccuiickoit ~ @enepauun  [OnekTpoHHBI  pecypc] —  Pexum  goctyna:
https://rulaws.ru/?yclid=1855374334900863972

baza nanHbIX - ApxuBbl Poccun. ApXUBHOE 3aKOHOJIATENbCTBO. [DJIEKTPOHHBIN
pecypc]. —  Pexum  gocryma:  http://www.rusarchives.ru/novosti/arhivnoe-
zakonodatelstvo

baza pganubix - Bce o nenmompousBoACTBE [DNEKTpoHHBIM pecypc|. — Pexum
nocryma http://delo-ved.ru/

baza nannbix - «/lemompecc» [DnexkTpoHHBIM pecypc] — Pexum pocrtymna:
http://www.delo-press.ru/;

baza pannbIX - «CallT Mo KagpoBOMY JEIONPOU3BOACTBY» [DIEKTPOHHBIM
pecype] — Pexxum nocryma: https://www.kadrovik-praktik.ru/;

baza paHHBIX - «KagpoBoe 11e00pou3BOJACTBO W TpyaoBoe MpaBoO»
[Dnextponnblii pecypc] — Pexum npocrtyma: https://hr-portal.ru/rubric/kadrovoe-

deloproizvodstvo
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baza mannwix - PRO-nenonpousBoactBo: XKypHan «CnpaBOYHUK CEKpeTapsi U
oduc-MeHemKepay - nopTan s pykoBoauteneit cimyx6 IOV u cekperapeil Bcex
ypoBHel [DneKTpoHHBIN pecypc] — Pexxum moctyma: https://www.sekretariat.ru/

baza pannbix - JIEJIO IIPO [OnextponHsiii pecypc| — Pexxum npocryma:
https://delo-pro.ru/

Paznen 8. Onncanue MmarepuaibHO-TEXHUYECKOI 0a3bl,
HEe00X0AUMOI1 1151 OCYIeCTBJICHHUS 00Pa30BaTeJIbHOIO MPoLecca
Mo JUCHUIINHE

s npenoxaBanus nucuuiuinabl OIL.06 JoxkymeHTannoHHOe o0ecniedeHue
ynpaBJIeHUs] MCNIOJIB3YIOTCH CileAyI0lHe CeluaIn3upoOBaHHbIe OMeIeHUs —
ayIuTOpUHU: Y4eOHasl ayIMTOPHS JMCHMILINH JOKYMEHTAIIMOHHOE o0ecrievyeHus
ynpasJieHusi, apxuBHoe aesio 367008, Pecnydsiuka larecran, r. MaxaukaJa, yJi.
I'aiinapa I'agxxueBa 206, yueOnbIii kopmyc Ne 1, aurep A, 3tax 1, nomemenue Ne 4

Ilepeuens ocnosnozo ob6opyoosanusn:

Kommnekt yaeOHo# mebenu.

Jlocka menoBast

HabGop aemoHcTpanimoHHOT0 000pyA0BaHUS: IEPCOHATBHBIN KOMIIBIOTEP (MOHOOJIOK) C
JIOCTYTIOM K ceTu HTepHEeT U KopropaTUBHOU ceTu yHUBepcutTera, DbC
«Yuusepcurerckas oubmmoreka ONLINE» (www.biblioclub.ru), 3bC «9bC FHOpaiit»
(www.urait.ru).

Ilepeuens yueono-naznaonvlx nocoouii:

KomMmrekt HarmsiiHbpIX MaTepuasoB (OaHHEPHI, IJIaKaTh);

KoMIIekT 31eKTpPOHHBIX WILTIOCTPUPOBAHHBIX MAaTEpPHAIOB (IPE3EHTALNH,
BUJICOPOJIUKH).

IMomemenune ajsi camocTosTebHOI padorsl 4.1 (367008, Pecnyoiuka
Harecran, r. Maxaukajaa, yia. I'aiinapa I'agxueBa 20b, yueOnblii kopmyc Ne2,
autep A, staxk 4, nomemenne Nel)

Ilepeuenv ocrnoenozo obopyoosanusn:

[IepcoHaIBHBIE KOMIBIOTEPHI C JOCTYNOM K ceTH VHTEpHET M B 3JIEKTPOHHYIO
nH(OPMAITMOHHO-00pa30BaTEIBbHYIO CPENIY.

Ilepeuens ucnonv3zyemozo npozpammnozo odecneuenus:

1. Windows 10 Professional

2. Microsoft Office Professional

3. VLC Media player

4. Adobe Acrobat Reader

5. Skype nns Windows

Pa3nen 9. O0pa3oBaTesibHbIE TEXHOJIOTHH
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B mensx peanuzanuu KOMIIETEHTHOCTHOTO IMOAXOJA MPeIyCMaTPUBAETCS LIUPO-
KO€ HCIIOb30BaHNE B 00pa30BaTEIbHOM MPOIIECCEe AKTUBHBIX U MHTEPAKTUBHBIX (HOpM
NPOBEACHUS 3aHATHH (KOMIIBIOTEPHBIX CHUMYJSIUM, JENOBBIX M POJEBBIX HIP,
opopMieHHE U 3alOJHEHHE OJIAHKOB JIOKYMEHTOB, T'PYIIOBBIX AMCKYCCHH) JIs
dbopmupoBaHuss U pa3BUTHS  OOMMX U OPO(EecCHOHATBHBIX KOMIIETCHIUN
0o0y4Jaromuxcs.

Jlekuu CONMpOBOXKIAIOTCS OSKPaHHBIMU ClalijJaMd M CXEMaMH, TEKCTOBBIM
KOMMEHTApUEM TI0 TEMATHKE Y4eOHOTO 3aHATHSL.

[IpakTHdeckne 3aHATHS MOTYT MPOBOJUTHCA B AyAUTOPUH C MHTEPAKTUBHOM
JOCKOM M UCIOJIb30BaHUEM CHCTEMbI OJUI-OMPOCOB oOy4daromuxcs. B xone nzydenus
TVCIMIINHBI IPUMEHSIIOTCS JCIOBBIE UTPHI, TECTHI, pa300p CUTYaI[MOHHBIX 3aJlaHUH,
MPOBOJIATCS MHANBHUIYAIbHbIC KOHCYJIBTAIlMU U BbIJa4a JJOMAITHUX 3aJaHUM.

B yueOHBIN UK BKIOYAETCS MPOMEKYTOYHAsI aTTeCTalus OOyJaroIuxcs,
KOTOpasi OCYIIECTBIISIETCS B paMKaX OCBOCHMs YKa3aHHOTO IIMKJa B COOTBETCTBHUM C
pa3paboTaHHBIMH  (OHJAMHU  OLEHOYHBIX CPEJCTB, TIO3BOJISIONIUMHU  OILICHUTH
JTOCTH)KCHUS 3aIUTaHUPOBAHHBIX 110 JUCIHUILTUHE PE3yJIbTaTOB O0yUSHUSI.
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