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1. MACHIOPT PABOYEM ITPOTPAMMBI YUEBHOM ITPAKTUKH
IIM.01 OCYHIECTBJIEHUE OPTAHU3AIIMOHHOI'O
N JOKYMEHTAIOIUMOHHOI'O OBECIIEYEHUSA JEATEJIBHOCTH OPI'TAHU3ALIMA

1.1. MecTo yueOHOI MPAKTHKH B CTPYKTYpPe OCHOBHO# npogeccnoHaJIbHON 00pa3oBaTebHOI
NPOrpaMMblI

[TporpamMma y4eOHOIM MPAKTUKU SBJISETCS YaCThI0 OCHOBHOM MpodeccnoHanbHOM 00pa3oBaTeabHON

nporpammsl (nasee — OIIOIT) no cneunansHocTH CIIO 46.02.01 [JokyMeHTalmoHHOE o0ecnieueHne

yOpaBlIeHUS M apXHUBOBEJICHHE, B YacTU OCBOCHHS OCHOBHOTO BHJa HpodecCHOHaTIbHON

nestenbHOCTH: OCYIIECTBICHHWE OpPraHM3allMOHHOTO M JOKYMEHTALMOHHOTO  OOECTeYeHHUs

JESITEIbHOCTH OpraHu3aluu.

1.2. llesan yueOHOM MPAKTHKH
B pesynprare wu3ydeHuss npodecCHOHATBLHOTO MOIYyJNs OOy4YaromIMHCsS JOJDKEH OCBOMTH

OocHOBHOUW Bun nesrenpHOCTH «OCYIIECTBICHHE OPTaHU3AMHOHHOTO U JIOKYMEHTAIIHOHHOTO
o0OecrieueHUsT  JIEATEIBHOCTH  OpraHU3alliu» W COOTBETCTBYIONIME €My  O0Iue H
npodeccrnoHaTbHBIC KOMITETEHITUH:

1.1.1. Ilepedenp OOIIMX KOMIICTCHITHI

Kona ‘ HanmeHnoBaHue 001X KOMIETEHUHH

OK 01 Br16upath ciocoOs! pemnieHus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
IPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 02 Hcnons30BaTh COBpEMEHHBIE CPEICTBA ITIOMCKA, AaHATIM3Aa U MHTEPIIpETAluU

uHpopManyu, 1 HHPOPMALMOHHBIC TEXHOJIOTHH /ISl BBIIIOJIHCHUS 33144
poheCCHOHATTLHON IeATEILHOCTH.

OK 04 O¢ddexTuBHO B3aUMOICHCTBOBATH U Pa0OTAaTh B KOJUIEKTHBE M KOMaH/IE.

OK 05 OcymecTBIATh YCTHYIO U MUCbMEHHYI0 KOMMYHUKAIIMIO HA TOCYIApPCTBEHHOM SI3bIKE
Poccuiickoit @deaeparuu ¢ yaeToM 0COOCHHOCTEH COIMATBHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonb3oBatbes mpodeccrnoHalbHOM TOKyMEHTaluel Ha ToOCyJapCTBEHHOM U

HHOCTPAHHOM SA3bIKaX.

1.1.2. Ilepeuens npodeccuoHanbHbIX KOMIETCHIUN

Kon | HanmeHoBan#e BHIOB A€SITEILHOCTH H MPO(ECCHOHATLHBIX KOMITETEHIHIA
BA1 OcyuiecTBiIeHNE OPraHU3ANMOHHOI0 U JOKYMEHTAIIHOHHOI0 00ecrevYeHust
AeATeJIbHOCTH OPraHM3auuu

IIK 1.1. | OcymecTBnaTh npuém-nepeaady ynpaBieHuYecKod HHPOPMALIMHU C TOMOIIIBIO CPEICTB
WHGOPMAIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

IIK 1.2. | KoopauHupoBaTh paboTy NPUEMHON PYKOBOJUTENS, 30H MPHEMa Pa3INUHbIX
KaTerOpUil OCETUTENEH OpraHU3aliy.

IIK 1.3. | BirajgeTs HaBbIKaMM IUTAHUPOBaHMsI pabouero BpeMEeHH PYKOBOJIUTENS M CEKpeTapsl.
IIK 1.4. | OcyniecTBiATh NOATOTOBKY JEJIOBBIX IMO€310K PYKOBOJIUTENS U JPYTHX COTPYIHUKOB
OpraHM3alMH.

IIK 1.5. | Bragets ciocobamu opraHu3anuy pabo4dero npocTpaHcTBa MPUEMHON U KabuHeTa
PYKOBOJUTEIIS.

IIK 1.6. | OcymecTBiaTh paboOTy MO MOJATOTOBKE U MPOBEIEHUIO KOH()EPEHTHBIX MEPOIPUSTHIH,
o0ecnieunBaTh HH(HOPMALIMOHHOE B3aUMOJEHCTBHE PYKOBOJUTES C
MOJIPA3/IeICHUSIMU U JOJDKHOCTHBIMH JIMIIAMU OPTaHU3aIHH.

IIK 1.7. | OdopMasTh OpraHu3aluOHHO-PACTIOPSIIUTENbHBIE TOKYMEHTBI M OPraHU30BbIBATh
palboTy ¢ HUMH, B TOM YHCIIE C UCIIOJIb30BaHHEM aBTOMATH3MPOBAHHBIX CHCTEM.




IIK 1.8. | OdopmIIsATs TOKYMEHTHI 110 JINYHOMY COCTaBYy M OPraHU30BHIBATh pabOTy C HUMH, B
TOM YHCJI€ C MCIIOJIb30BAHUEM aBTOMATH3UPOBAHHbIX CUCTEM.

IIK 1.9. | Opranu3oBbIBaTh TEKyllee XpaHEHNE TOKYMEHTOB, 00pabOTKY JIeJI AJIsi ONIEPATUBHOTO
Y apXUBHOT'O XpaHEHUsI, B TOM YHUCIIE C UCIOJIb30BaHUEM aBTOMATH3UPOBAHHbIX
CHCTEM.

1.3. Koin4yecTBO 4acoB HA 0CBOEHHE MPOrPaMMbl NPAKTUKHU

Pabouast mporpamMma paccuuTaHa Ha IMPOXOXKICHHE CTYICHTAMHU IPAKTUKH B
00beme 36 yacos.

1.4, TpeGoBanusi Kk 6a3am y4eOHOH NMPAKTUKH

[IpakTiKa TPOBOAUTCS COTJACHO KaJCHAAPHOMY y4eOHOMY TpaduKy,
YTBEPKICHHOMY JUPEKTOPOM KoJulemka. IIpakTuka oOywaromuxcsi mpoOBOAMTCS B
OpraHM3alMAX HA OCHOBE MPSAMBIX TOTOBOPOB MEXAY KOJUIEIKEM U OPraHU3alUuEN, B
KOTOPYIO HaIpaBJISIOTCS 00y4YaroIIHUecs.

[IpakTHKa NpPOBOAUTHCS B OPTaHU3ALNSX, HAPABICHUE AEATEIBHOCTA KOTOPBIX
COOTBETCTBYET MPO(PHIIIO MOATOTOBKH 00YUYarOIIMXCS.



2. TEMATUYECKHAM IIJIAH U COJAEPKAHUE ITPAKTUKHA

HaumeHoBaHHne
npodeccuoHaIBLHOTO
moayJas, M/IK, pazaenos

Couepmafme NMPaKTUKHU, BUABI pa60T, 3aaHus

O0beM yacoB

MJIK 01.01
JlokymMeHTAlIMOHHOE
odecrieyeHue ynpaBJieHHsI

MJ/K 01.02 Opranusauus
PadoThI € JIEKTPOHHBIMH
AOKYMEHTaMHU

M/K.01.03 Opranu3aunus
CeKpeTapcKoro
00CTy:KNBAHUS

2.

4.

YyeOHast npakTUKA
1.

N3ydenue cTpyKTypbl OpraHu3aliy — MeCTa IPOXOXKACHUS TPAKTUKU (J1ajee
— OpraHu3alMy) C LEJIbI0 COCTaBJIEHUS CXEMbl CTPYKTYpPbI OpraHU3altu.
O3HaKOMJICHHE C ITPABOBBIMH (YUPEIUTEIbHBIMH), JIOKATbHBIMU

HOPMAaTUBHBIMH dKTaMH U PACHIOPAAUTCIIBHBIMU JOKYMCHTAMU OpTraHU3allvuu.

CocraBnieHue cryucka UICTOYHUKOB KoMmIuiekToBanus OPJl opranusamuu.
N3yuenne MHCTpYKIMM 1O J€ONPOU3BOACTBY OpraHU3alyu. 3HaKOMCTBO C
NpaBUJIAMHU COCTABIICHUS MMPOEKTOB U OPOPMIICHHS JOKYMEHTOB, TOPSAKOM
COIJIACOBAHUS U MOANUCAHUA/yTBEPKICHHUS JOKYMEHTOB B OpraHU3alHH.
O3HaKoMJICHHE C IPOTPAMMHBIMHU CPEJICTBAMH Y4€Ta, XpaHEHHS, 00padOTKH
U MOMCKA JIOKYMEHTOB, HCIIOJIb3yEMbIMH B OpraHu3aiuu. MizydeHue ocCHOB U
cnennukn paboThI C TOKYMEHTAIUEH B CUCTEME JIEKTPOHHOTO
nokymeHToobopota (COJI) opranusanuu. Vcrnons3oBanue B pabote
rJI00ATBHBIX M JIOKAJTBHBIX CETEH IS TIOTYYEHUS U XpaHeHUs HHPOPMaInH,
oOMeHa nHpopmanuen.

3HAKOMCTBO C JOKYMEHTO0O00poTOM opranu3aiuu. Mcnonb3oBanue COJ1 B
pabote ¢ nokymeHTamMu. O6paboTKa BHYTPEHHUX JOKYMEHTOB, 00paboTKa
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MJK.01.04
JoxymMeHTAIMOHHOE
o0ecrieyeHne  KaJgpoBOM
CJIYKOBI

5.

6.

7.

OTIIPaBKa UCXOISIIUX JOKYMEHTOB, IPUEM U IepBUYHAast 00paboTKa
BXOJSIIMX JOKYMEHTOB.

Perucrpanus 70KyMEHTOB U MapLIpyTU3aLUs JOKYMEHTONOTOKOB. KoHTpoIb
UCIIOJIHEHUS IOKYMEHTOB. MH(popMamoHHO-CcIIpaBOYHas U OUCKOBAs
paboTa ¢ UCIOJIb30BAHUEM CUCTEM yU€Ta JJOKYMEHTOB B OPraHU3ALNH.
OdopmiieHre opraHn3aluOHHbIX, BHYTPEHHUX (IIPUKA3bl, pACTIOPSKEHMS,
JIOBEPEHHOCTH, 3aIlIUCKH, CIIPABKH, aKTbl, IPOTOKOJBI U JIp.) U UCXOASIINX
JIOKYMEHTOB OPTaHU3aLMH C UCIIOJIb30BAaHUEM COBPEMEHHBIX IPOrPaMMHO-
TEXHUUYECKUX cpeAcTB. KOHTPOIb NpaBUIBLHOCTH COCTABICHUSI, OPOPMIICHHUS
JIOKYMEHTOB (PEKBU3UTBI, 0COOCHHOCTH HaMCaHUsI TEKCTOB,
MHOT'OCTPAaHUYHBIE IOKYMEHTBHI), TOPAIKA U3/IaHUS JOKYMEHTOB (C YUYETOM
creuu(UKH CUCTEMBI JETI0NPOU3BOAICTBA opranu3anun). Koncrpynposanue
0JIaHKOB OpraHU3al1H, CO3JaH1E 111a0JIOHOB TOKYMEHTOB.

Opranuzanus TEKyLIEr0 XpaHEHHs JOKyMEHTOB. DOpMHpOBaHUE J€l B
COOTBETCTBUM C HOMEHKJIATypOH JI€J1 OPraHM3alUU. Y4YacTHE B IIPOBEACHUU
9KCIIEPTU3bl LIEHHOCTH JOKyMeHTOB (ucreMaTusanus JOKYMEHTOB IIO
CTPYKTYpHO-XpOHOJIOTUYECKOMY  npuHuuny. OdopmiieHne  yu€THBIX
JIOKYMEHTOB IOCTYIUIEHUS U BBIOBITHUS JIEJ.

JuddepenurpoBaHHbIN 3a4eT

Bcero: 36




3. ®OPMbI OTYETHOCTHU 1O UTOI'AM ITPAKTUKHA

- THEBHHK TIPAKTUKAHTA,
- OTYET CTYAEHTa O MpOJIeTTaHHOK padoTe,
- XapaKTEePUCTUKA PYKOBOIUTEIISI IPAKTUKHA OT IPUHUMAIOIIEH CTOPOHBI.

4. KOHTPO.Ib U OIIEHKA PE3YJBTATOB OCBOEHUS YUYEBHOU

INPAKTUKHU

PaGota HaJl OTYCTOM IIO IIPAKTHKC MOOJDKHA IIO3BOJIMTH PYKOBOIUTCIIIO

OOCHUTL YPOBCHbL PA3BUTHUA
KOMHCTGHHI/Iﬁ CTyACHTA:

CICAYIOITUX

npoecCHOHANBHBIX U

001X

Kon 1 nHanmeHoBaHue
poQeCCHOHATIBHBIX U
00IIMX KOMITCTEHIIHH,
(bopMHpyEMBIX B paMKax
MOYJIs

Kputepuu onenku

Mertonrsl oieHkun

IIK 1.1. OcyiecTBasiTh
npuém-nepenaqy

[Tonyuenue HeoOxoaMMOI
uH(popMaLUY U Tiepeaaya

KOHTpOJIL BBITIOJTHCHHU A
IMPAKTUYCCKUX SaﬂaHHﬁ.

YIIPaBJICHYECKOU CaHKIIMOHHPOBAaHHOMN Y CTHBIN WM TECTOBBIN KOHTPOJIb
nH(pOpMaIK ¢ TOMOIIBIO | HHOpPMAIUH C TEOPETUUYECKUX 3HAHUH.
CpENCTB HCMOJIb30BAHUEM CPEJCTB AHanu3 ¥ OlleHKa pelieHuin
WH(OPMAIMOHHBIX U MH(OPMALIMOHHBIX U POOJIEMHBIX CUTYaIIUH.
KOMMYHUKAIIMOHHBIX KOMMYHUKAIIMOHHBIX [TpoBepounbie paboTHI 1O
TEXHOJIOTHH. TEXHOJIOTUI KaXKJI0M TeMe.

ATtTtecTanus 1mo

IIPOU3BOJACTBEHHOU

MPaKTHUKE.

I1K 1.2. KoopauaupoBarts
paboty mpueMHOI
PYKOBOIMTEIS, 30H
npreMa pa3IMuHbIX
KaTeropuii oceTureneci
OpraHu3aIiHy.

Koopaunarus paboTbl
MpUEMHON PYKOBOJUTENS U
30H IpUEMa Pa3IMUHBIX
KaTeropuil MOCETUTENEH
OpraHu3aLu

KoHTpo:b BeINOIHEHUS
MIPAKTHYECKUX 3aJaHUH.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUU.
AHanu3 1 OLEHKa peleHu
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepouHnbie paboOTHI 1O
Ka)XJI0M TeMeE.

ATtTecTanus no
MPOU3BOJACTBEHHOMN
MIPaKTHUKE.

IIK 1.3. Bnagets
HaBBIKAMU TJIAHUPOBAHUS
pabouero BpeMeHu
PYKOBOJIUTENS U
CeKpeTapsl.

[1nanupoBanue padboyero
BpPEMEHU PYKOBOAMUTENS U
paboyero J1Hs ceKkpeTaps

KoHTposb BeIOTHEHUS
MPaKTUYECKUX 3aJaHU.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLleHKa penIeHu
POOJIEMHBIX CUTYAIHH.




IIpoBepounbie pabOTHI 1O
Ka)XIOU TEME.
Artrecranus 1o
MIPOU3BOCTBEHHOM
MIPaKTHUKE.

IIK 1.4. OcyiecTBisiTh
MOATOTOBKY JEJIOBBIX
MOE30K PYKOBOJIUTEIS U
JIPYTUX COTPYIHUKOB
OpraHH3aIiH.

Opranu3zanus AeI0BbIX
MOE3/I0K PYKOBOJIUTEIIS
U APYTUX COTPYAHUKOB
OpraHu3alu

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHau3 U OLIEHKA PEIICHU
MPOOJIEMHBIX CUTYAIHH.
[IpoBepounbie paboOTHI 1O
KaXJ0i TeMe.

ATTecTanus mo
MIPOU3BOACTBEHHOMN
IIPaKTHUKE.

IIK 1.5. Bragets
crocobamu opraHu3aluu
pabouero nMpocTpaHcTBa
pUEMHON 1 kabuHeTa
PYKOBOJIUTEIS.

Opranu3zanys u oJyiepKaHne
(GyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

Kontposb BbInoaHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHanu3 1 OLeHKa peleHui
IpOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI 11O
Ka)KJI0H TEME.

ATTecranus 1mo
IIPOU3BOACTBEHHOMN
MIPaKTHUKE.

[IK 1.6.

OcymecTBiIsITh paboTy 1Mo
MOJTOTOBKE U
IPOBEICHUIO
KOH()EePEHTHBIX
MEPOIIPHUATHH,
obecrieunBaTh
MH(pOpPMaLlMOHHOE
B3aMMOJICIICTBHE
PYKOBOJIUTEIS C

Opranuzanys noAroToBKU U
MPOBEACHUE BHYTPEHHUX U
BHEITHUX KOH(EPEHTHBIX
MEpOTPUSITHI, 0OeCTICUeHIE
MH(OPMALIMOHHOTO
B3aUMOJIEVCTBHUS
PYKOBOAMTEIS C
MOAPa3ACIICHUSIMU 1
JOJKHOCTHBIMU JIMLIAMH

Kountposnb BbInoIHEHUS
MPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OlleHKa peleHui
IPOOJIEMHBIX CUTYaIIUH.
[IpoBepounbie pabOTHI 1O
Ka)XXJ10U Teme.

ATtTtecTanus 1mo

MOApa3IeICHUsIMU U IIPOU3BOJACTBEHHOU
JIOJ>KHOCTHBIMU JIMLIAMH OpTaHu3atii. MpPaKTHUKE.
OpraHu3aluu.
IK 1.7. Odopmnenue Kontponb BBITIOJTHCHHU ST
OdopmnsTh OpraHu3alOHHO- MIPAKTUYECKUX 3aJaHUMN.
OpPraHU3aIMOHHO- pacnopsIUTEIBHBIX VYCTHBIN WM TECTOBBIN KOHTPOJb
pacropsiAuTENIbHbIE JIOKYMEHTOB U OpPraHU3aLus TEOPETUUYECKUX 3HAHUU.
JIOKYMEHTBI 1 paboTHI C HUMU, B TOM UHCTIE C | AHAIM3 ©  OIEHKA pelIeHUH
OpPTraHU30BBIBATH PAOOTY C | UCIIOJIB30BAHUEM MPOOJIEMHBIX CUTYAaIIHH.
HHUMH, B TOM YUCJIE C aBTOMATU3UPOBAHHBIX cucTeM | [IpoBepounbie padboThI no
HCIIOJIb30BAaHUEM KaXJ01 Teme.
ABTOMAaTU3UPOBAHHBIX ArtTecTtanus o
CUCTEM. MPOU3BOJACTBEHHOMN

MPaKTHUKE.




IIK 1.8.

OdopMIsATh TOKYMEHTHI
10 JINYHOMY COCTaBy U
OpraHU30BBIBATH PabOTy C
HHMH, B TOM YHCIIE C

Odopmnenne TOKyMEHTOB TI0
JMYHOMY COCTaBYy U
opraHusanus padoThl ¢ HUMH,
B TOM YHCJIE C
HCII0JIb30BAHUEM

Kontpoib BBITIOJIHCHU S
MPAKTUYECKUX 3aJaHHI.
VYCTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHanu3 M OLIEHKa pelIeHui

HCIIOJIb30BaHUEM ABTOMATHU3HPOBAHHBIX CUCTEM | MIPOOJIEMHBIX CUTYaLIUH.
ABTOMATU3UPOBAHHBIX [IpoBepounsie paboThI no
CHUCTEM. KaXI0U Teme.
ATtTrecranus o
IPOU3BOJICTBEHHON
MPAKTHKE.
IIK 1.9. Opranuzanus TeKyero KoHTpoJsib BeIMOSHEHUS

OpranuzoBbIBaTh TEKYLIEE
XpaHEHHE JOKYMEHTOB,
00paboTKy men Juist
OIIEPATUBHOTO U
ApXMBHOTO XpPaHEHUSI, B
TOM YHCIIe C

XpaHeHUs JOKYMEHTOB,
o0OpaboTka jaen 1is
OTIEPATHUBHOTO U APXUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOIB30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

MIPAaKTUYECKUX 3aJaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 U OLIEHKA pelIeHU
IpOOJIEMHBIX CUTYalUH.
[IpoBepounbie paboOTHI 1O

HCIIOJIb30BaHUEM KaKJI0M TEME.
aBTOMAaTU3UPOBAHHBIX ATtTecranus 1o
CUCTEM. IIPOU3BOACTBEHHOMN
IPaKTHKE.
KoHTpo:b BbinoIHEHUS
NPaKTUYECKUX 3alaHUM.
OK 01. VY CTHBIN WM TECTOBBINA KOHTPOJIb

Br16upaTh criocoOsr
penieHus 3a1a4
npogeCCUuOHATBHON

e TSIIbHOCTH
MPUMEHUTEIHHO K
Pa3TUYHBIM KOHTEKCTaM;

Br16op criocoba pemeHust
3aj1a4 MpodheCcCUOHATBLHOM
ACATCIIBHOCTH TPUMCHUTCIIBHO
K Pa3JIHYHBIM KOHTEKCTaM

TEOPETUYECKUX 3HAHUH.
AHanu3 1 OleHKa peleHui
pOOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI IO
K101 TeEME.

ATtTtecTanus 1mo
IIPOM3BOJCTBEHHON
MIPaKTHKE.

OK 02.

Hcnonb3oBath
COBPEMEHHBIE CPENICTBA
MOMCKa, aHaJIn3a u
MHTEPIIPETALAN
uH(popManuu, 1
UH(POPMAaLIMOHHbIE
TEXHOJIOTUH JIIs
BBITIOJIHEHMSI 3a/1a4

Hcnonb30BaHne COBPEMEHHBIX
CpeZACTBa MOUCKA, aHAJIN3a U
UHTepHpeTanuy HHPOpMaIu,
U UCTIOJIb30BaHUE
MH(pOPMAaIMOHHBIX
TEXHOJIOTHH JIsl BBIITOJIHEHUS
3aJa4 NpoQeccuoHaNbHOM
NEeSITEIbHOCTH.

KoHTpo:b BeINOIHEHUS
MPAKTUYECKUX 3aIaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OLEHKa peleHu
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepouHnbie paboOTHI 1O
Ka)XJI0M TeMeE.

ATtTecTanus no

npodecCHOHAIbHON MIPOU3BOICTBEHHOMN
JIESITENIBHOCTH; MIPAKTHKE.

OK 04. BsaumoneiictBue u pabota B KoHTposnb BeIOTHEHUS
O dexTuBHO KOJIJICKTHBE U KOMaH/Ie MPAKTUYECKHX 3a/1aHUM.

B3alMOJICCTBOBATEL U
paboTaTh B KOJUIEKTHBE U
KOMAaH]IE;

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLEHKA PEIIEeHUI
MPOOJIEMHBIX CUTYAIIUH.
[IpoBepounbie pabOTHI IO
Ka)KJI0M TeMe.
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ATtTtecTanus mo
MPOU3BOACTBEHHOMN
MPAKTHKE.

OK 05.

Ocy1ecTBISITh YCTHYIO U
MUCHbMEHHYIO
KOMMYHMKAIUIO Ha
rOCy/apCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu ¢
y4eTOM 0COOeHHOCTEN
COLIMAIIBHOTO U
KYJIbTYPHOT'O KOHTEKCTa

OcyuiecTBiIeHUE YCTHOM U
MUCbMEHHOW KOMMYHHUKAIUU
Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit ®exneparnuu ¢
y4eToM 0COOeHHOCTEe!
COLIMAIBHOTO U KYJIbTYPHOTO
KOHTEKCTa

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUMH.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.
AHau3 U OLIEHKAa pelIeHU
MPOOJIEMHBIX CUTYAIHH.
[IpoBepounbie paboOTHI 1O
KaXJ0i Teme.

ATTecTanus mo
MPOU3BOACTBEHHOMN
IIPaKTHKE.

OK 09.
ITonw3oBaThCA
npodeCcCHOHAILHON
JOKyMEHTaluen Ha
rOCYJJapCTBEHHOM U

Hcnonb3oBanue
npodecCuoHAIBHON
JOKYMEHTAI[U! Ha
TOCYJJapCTBCHHOM U
WHOCTPAHHOM SI3BIKAX

KoHTpo:b BbilIOJIHEHUS
MPaKTUYECKUX 3a/1aHHI.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLeHKa peleHui

WHOCTPAHHOM SI3bIKaX IpOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI 11O
Ka)KJI0H TEME.
Artrecranus 1o
MPOU3BOACTBEHHOMN

IIPaKTHKE.

5. MIEPEYEHb PEKOMEHYEMbIX YYEBHBIX U3JAHUM,
UHTEPHET-PECYPCOB, JOINOJHUTEJABHOM JIUTEPATYPBI

OcHoBHbIE TeYATHBIE U IJICKTPOHHBLIC U3JaHUSA

Abynanze JI. I'. JlokymMeHTallMOHHOE oOecrieueHre YIpaBaeHHUs MePCOHAIOM: YUeOHUK U
NPaKTUKyM JJs cpelnHero mnpodeccuoHanpbHoro ooOpazoBanust / JI. I'. AOGynamze, U. b.
Bempsokkunaa, B. M. MacnoBa. — 2-e uzf., nepepa0. u non. — Mocksa: M3narensctBo IOpaiir,
2022. — 370 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texkcrt:
anexTpouHslil // ObC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cuctembl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: y4yeOHOe mocobue /
AntyxoBa H.®., [I3t06enko A.JL., JloceBa B.B., UeunkoB FO.b. — Mocksa: KuoPyc, 2022. —
201 ¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Texkcr:
JJIEKTPOHHBIN.

Kopsnees, 1. K. JlokymeHTallMOHHOE OOecrieueHUe yNpaBiIeHHs: YUeOHUK U IPAKTUKYM
Ui cpenHero mpogeccuonansHoro oopasosanus / WM. K. Kopuees, A. B. Ilmenxo, B. A.
Mamypres. — 2-e u3f., nepepad. u morn. — Mocksa: U3natensctBo HOpaiit, 2022. — 384 ¢. —
(ITpoeccuonansrnoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 37€KTpOHHBINA //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

KacpsinoBa, I'. 0. Jlenonpous3BoacTBO M Apyrue acmnekTel pabotel cekperaps / [.IO.
KacesiHOBa — 7-€ m3n., mepepad. u gon. — Mocksa: M3garensctBo Abak, 2020. — 304 c.

IlOlIO.]IHI/ITe.TILHLIe HCTOYHUKH
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https://urait.ru/bcode/487121

Koncturynus Poccuiickoii ®@enepannn OdurmanpHbiii cereBor pecypc lIpesmaenra
Poccun. [Dnexrponnstii pecypc]. URL: http://constitution.kremlin.ru/

Tpynosoii Kogexc Poccutickoit @enepanuu. CIIC «KoHCYyIbTaHT IIIIOCY. [ DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

Oenepanpubiii 3akoH Ne 5485-1 «O rocymapctBenHoit TtaitHe» ot 21.06.1993 CIIC
«Koncynbrant wirocy. [Dnekrpornsiit pecype]. URL:http://www.consultant.ru/cons

®enepanbubii 3akoH Ne 98-03 «O komMmepueckoil TariHe» oT 29.07.2004. Cucrema
['APAHT. [Onekrponnsiii pecypc]. URL: http://base.garant.ru/12136454/

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-03 «O mopsiake paccMOTpeHHUs OOpalieHHI
rpaxknan Poccuiickoit @epepauun». CIIC «KoHCynbTaHT mmoc». [DIEKTPOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

®enepanbublii 3akoH 0T 27.07.2006 Ne 149-®3 «O06 unpopmanuu, HHPOPMALUOHHBIX
TexHoJorusax u o 3ammure nHpopmarum». CIIC «KoHcynbTaHT mitocy. [DNeKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

Oenepanbubii 3ak0oH oT 27.07.2006 Ne 152-®3 «O mnepcoHanbHbIX AaHHbIX». CIIC
«KoucynbTant mitocy. [DnextporHslii pecype]. URL:http://www.consultant.ru/document/cons

®denepanbHblil 3ak0H OT 26.12.2008 Ne 294-D3 «O 3amure npaB IOPUANYECKUX JIUI] U
WHAUBUAYAIbHBIX NpPEJIpPUHUMATENEH NpU MPOBEACHUM TOCYJAPCTBEHHOIO  KOHTPOJIS
(Hazm3opa)». CIIC «KoHcynpTant ILJIFOCY. [DJ1eKTpOHHBII pecypc].
URL:http://www.consultant.ru/document/cons

O®enepanpubiii 3akoH oT 06.04.2011 N 63-®3 «O06 snexkrponHoit moamucu». CIIC
«KoncynbTant miocy. [Dnexkrpornsiii pecype]. URL:http://www.consultant.ru/document/cons

Vka3 Ilpesunenta PD ot 30.05.2005 Ne 609 «O6 ytBepxknenuu IlomoxxeHus o
MEPCOHAJIbHBIX JAHHBIX TOCYJIapCTBEHHOI'O IpakAaHCKOro ciryxamero Poccuiickoit denepanmmn
n BeneHuun ero juuHoro gena». CIIC «KoHcynbraHT 1utoc». [DIIEKTPOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

Vka3 Ilpesunmenta P® ot 05.12.2016 Ne646 «OO6 yrBepxkaeHuud JIOKTPUHBI
uHpopmanmoHHoi Oe3zonacHoctu Poccuiickoit ®epepanuun» CIIC «KoHCYIbTaHT IUTHOCH.
[DnexTponnslil pecypc]. URL:http://www.consultant.ru/document/cons

[TocranoBnenue IlpaBurensctBa Poccuiickoit @enepaunu ot 13.10.2008 Ne 749 «OO0
0COOEHHOCTSIX HampaBieHUs paOOTHUKOB B ciykeOHble kKoMaHaupoBKu» CIIC «KoHcynbTaHT
wiocy. [Anexkrponnsiii pecypc]. URL: http://www.consultant.ru/document/consdocLAW_80737

ITocranosnenue IlpaBurensctBa Poccuiickoit @enepanuu ot 22.09.2009 Ne 754 «O06
yTBepkaeHuH [1onokeHust o cuctemMe MeXBEIOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTOO00pOTa»
Koncopunym «Komekc». DOnexkTpoHHBII (GOHA NpaBOBOH M HOPMAaTHUBHO-TEXHUYECKOM
uHpopmanuu. [daekTponnsiit pecypc]. URL: http://docs.cntd.ru/document/902176142

IlocranoBnenue IIpaBurenscrBa Poccuiickoit @enepanun ot 08.09.2010 Ne 697 «O
€MHOM CHCTEME MEXBEJOMCTBEHHOIO JJIEKTPOHHOIO  B3auMMOJeHcTBHs»  KoHcopuuym
«Kogekc». DnexkTpoHHbI (OHI MNpaBOBOM M HOPMAaTHUBHO-TEXHMUYECKOW HH(OpMAIUH.
[Dnexrponnsriii pecypc]. URL: http://docs.cntd.ru/document/902234385.

ITocranosnenue IlpaBurensctBa Poccuiickoit ®enepauuu ot 02.03.2019 Ne 234 «O
CUCTEME YMpaBJCHHUs pealn3anued HanuoHanbHOW mnporpammbl  «Lludposas skoHOMMKA
Poccuiickoit ®eneparun» OdunpanbHblii callT MUHHCTEpCTBA LIUPPOBOrO pa3BUTHUS, CBA3H U
MacCOBBIX KOMMYHUKAIUH Poccuiickoii denepanum. [DneKkTpoHHBII pecypcl].
URL.:https://digital.gov.ru

[TocranoBnenue [IpaButensctBa PO ot 24.07.2021 Ne 1250 «OO0 oThenbHBIX BOIpocax,
CBSI3aHHBIX C TPYJIOBBIMM KHI)KKaMHU, U TMPU3HAHUU YTPATUBIIMMH CUJIY HEKOTOPBIX aKTOB
[IpaButensctBa Poccuiickoii ®dexnepanun W OTAEIBHBIX MOJOXKEHUN HEKOTOPHIX AaKTOB
ITpaBurensctBa Poccuiickoit ®epeparumn». CIIC «KoHcynbTaHT mimocy». [DIIEKTpOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

ITocranosnenue IIpaButenscrBa PO ot 24.07.2021 Ne 1264 «O06 yrtBepxaenuu [Ipasui
oOMeHa JOKYMEHTaMH B OJJIEKTPOHHOM BHJE TpU OpraHu3auuud HHGOPMAIMOHHOTO
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B3aumogeictBusi»y. CIIC  «KoncynbranT  mmoc».  [OnektpoHHbld  pecypc].  URL:
http://www.consultant.ru/document/cons

[Tocranonenne Muntpyna P® ot 10.09.1993 N 152 «O06 yrBepxxaenuu Hopm BpemeHn
Ha paboThl MO aBTOMATU3UPOBAHHOW apXHWBHOM TEXHOJOTUU U JIOKYMEHTallMOHHOMY
obecrieuenuro opranoB ympasieHus» CIIC «KoHcynapTaHT mumoc». [DIEKTpOHHBINH pecypc].
URL: http://www.consultant.ru/document/cons_doc_LAW_91031/

[ToctanoBnenne Muntpyna Poccuu ot 25 Hos6ps 1994 roma N 72 «OO6 yTBepX acHUU
MexoTpacieBbIX YKPYIHEHHBIX HOPMAaTHBOB BPEMEHHM Ha PAa0OTHI MO JIOKYMEHTAIHOHHOMY
obecrieuenuro ynpasieHus» Koncopruym «Kopgekc». DneKkTpoHHBIM (OHI MPaBOBON U
HOPMAaTHUBHO-TEXHUYECKON uH(pOpMaIUH. [D5eKTpOHHBIN pecypcl]. URL:
https://docs.cntd.ru/document/ 902304770?marker

[TocranoBnenne Munrpyna Poccum ot 26.03.2002 Ne 23 «O6 yrtBepxknenuu Hopm
BpeMEHH Ha paboThl MO JOKYMEHTAIMOHHOMY OOECIEYeHHIO YMPaBICHUYECKUX CTPYKTYD
(benepanbHBIX OPraHOB MCIIOTHUTEILHOM BiacTi». Koncopimym «Koaeke». DnexkTpoHHbIH HoHT
MpaBOBOM ¥ HOpPMAaTUBHO-TEXHHMYECKOoW wuH(popmanuu. [InexktponHsld pecypc]. URL:
https://docs.cntd.ru/document/901816605

IIpukaz Muntpyna Poccunm ot 19.04.2018 Ne 266H «O06  yTBepKIACHHUH
npodeccuonanbHoro crangapra "Crenuanuct 1no (GOPMUPOBAHHUIO DJIEKTPOHHOTO apxuBa'.
CIIC «KoHcynprant ILJIFOCY. [DJIEKTPOHHBII pecypc].
URL:http://www.consultant.ru/document/cos_doc

[Ipukaz Muntpyaa Poccum ot 15.06.2020 Ne 3330 «O06  yTBepKACHHUH
npodeccuoHanpHoro crapaapra «Crenuanuct N0 OpraHu3allMOHHOMY U JIOKYMEHTAIlMOHHOMY
obOecnieuenuto ympasneHusi opranmzanueiny. CIIC «KoHcynpTaHT 1wirOCy. [DNEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/ cons_doc_LAW_357714/

[Tpuka3z Muntpyna Poccun ot 19.05.2021 Ne 320u «O6 yTBepkaeHUH (HOPMBI, MOPsAIKA
BeJICHUS U XpaHeHUs TpyAoBbIX KHUKEK». CIIC «KoHCynpTaHT mutocy». [DneKTpoHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

[Ipukaz Munszapasconpa3sutus Poccun ot 14.08.2008 Ne 424n «OO6 yTBEpKICHUU
pEeKOMEHAlMi MO0 3aKIIOYEHHIO TPYAOBOTO JOroBOopa ¢ paboOTHUKOM (eaepaibHOro
OrokeTHOTO yupekaenus u ero mnpumepHor ¢dopme». CIIC «KoHCyabTaHT TUTIOCH.
[DnexTponnsIil pecypc]. URL:http://www.consultant.ru/document/cons

[Ipukaz Munkynstypsl Poccun ot 31.03.2015 Ne 526 «OO0 yrtBepxaenun [lpaBun
OpraHu3alMi XPAaHEHUs, KOMIUIEKTOBaHMS, Y4€Ta M MCIOJIb30BAHUS JTOKYMEHTOB APXUBHOIO
¢donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpraHax MECTHOI'O caMOyIlpaBieHUss M opraHuzanusax». denepanbHoe apXuUBHOE
arenTcTBO. [DnektpoHHbI pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik 526 _2015.shtml

[Ipuka3 Pocapxusa ot 11.04.2018 Ne 44 «O0 ytBepxkaenuu [IprumepHoil HHCTPYKIUHU 1O
JIEJONPOU3BOJICTBY B rocynapcTBeHHbIX opranuzanusax». CIIC  «KoHcynpTaHT —1uItOC».
[Dnexrponnsrii pecypc]. URL:http://www.consultant.ru/document/cos_doc

ITpuka3 Pocapxusa ot 22.05.2019 Ne 71 «O6 ytBepxaenuu [IpaBun nenonpousBoacTBa
B I'OCY/JapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoympasieHus». denepanbHoe apXUBHOE
areHTcTBO. [DnekTponHbIi pecypc]. URL: http://archives.ru/documents/rules/office-work-rules-
gos.shtml

ITpuka3 PocapxuBa ot 20.12.2019 Ne 236 «OO6 ytBepkaenun IlepeuHss THUIOBBIX
YVOpPaBIE€HYECKUX apXUBHBIX JOKYMEHTOB, O0Opasyloluxcs B Ipolecce JAeATeIbHOCTH
rOCy/apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUSI U OpraHM3alMil, ¢ yKa3aHUEM
CpOKOB mX XpaHeHus». denepanpbHOoe apXWBHOE areHTCTBO. [DnekTpoHHBIN pecypce]. URL:
http://archives.ru/documents/perechen_typdocs.shtml

IMpukaz PocapxmBa ot 20.12.2019 Ne 237 «O0 ytBepxacHun WHCTPYKIHH TI0
npuMeHeHuto [lepeyHsi TUMOBBIX YIPABICHYECKUX apPXUBHBIX JOKYMEHTOB OOpa3yroIIMXCS B
IpoLecce JIeATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBIIEHUS WU
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OpraHu3aliii, ¢ YyKa3aHHEM CpPOKOB MX XpaHeHus». DeaepanbHOE apXUBHOE AareHTCTBO.
[Onextponnslii pecypc]. URL: http://archives.ru/documents

IIpuka3 PocapxuBa ot 09.12.2020 Ne 155 «OO6 yrtBepxkaenun IIpaBumi opraHuzanuu
XpaHEHUs, KOMIUIEKTOBaHUs, yUéTa U HCIIOJIb30BAHUS HAyYHO-TEXHUYECKOW TOKYMEHTallUu B
opraHax rocyJapCTBEHHOH BJIaCcTH, OpraHax MECTHOIO CaMOYIpaBJIEHUs, TOCYlIapCTBEHHBIX U
MYHMIMIIAJIBHBIX OpraHu3anusx». denepaibHOe apXUBHOE areHTCTBO. [DJIEKTPOHHBIA pecypc].
URL.: http://archives.ru/documents

[Ipuka3 PocapxuBa ot 24.12.2020 Ne 199 «OG6 yrBepxkaeHUHM MeTOIMUECKUX
peKoMeHJalui 1Mo pa3padoTKe HMHCTPYKLUMH 10 JeJIONPOU3BOJACTBY B I'OCYJapCTBEHHBIX
OopraHax, oOpraHax MeECTHOro camoynpasieHusi». denepanbHOoe apXUBHOE AareHTCTBO.
[DnekTpoHHBIH pecypc]. URL.: https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtml

[TocranoBnenne I'ockomcrara Poccum ot 05.01.2004 Ne 1 «OO06 yTBepXkaACHUH
yHH(PUIIPOBAHHBIX (OPM MEPBUYHON YUETHOM AOKYMEHTAIMH IO YUETY TPYyJa U €ro OIUIaThh)
CIIC «KoHcynpTant TLTIOCY. [DneKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

I'OCT 9327-60 bymara u uznenust uz o6ymaru. [lorpedutensckue Gpopmarsl Koncoprmym
«Kogekc». DnexkTpoHHBI (OHI MNPaBOBOM W HOPMATHBHO-TEXHHYECKOW HH(OpMAIUH.
[Dnextponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200004908

I'OCT P HCO 23081-1-2008 Hamwmonaneneii crangapT Poccuiickoit ®denepanmu.
Cucrema cranfapToB no HHpopmanuu, OuOIMOTEeYHOMY M H3JareiabckoMy aeny. Ilpomeccs
yIOpaBieHus JOKyMeHTaMu. MertaganHele Uit jokyMeHToB. Yacts 1 [Ipunnunsl. Koncopuuym
«Kognekc». DnexkTpoHHbI (OHI MNpaBOBOM M HOPMAaTHBHO-TEXHMYECKOW HH(OpMaIUH.
[Dnexrponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200067603

IocCt P 54471-2011/ISO/TR 15801:2009 «Cucrembl 3JIEKTPOHHOTO
JOKYMEHTO00O0poTa. Y1pasieHue foKyMeHTanuei. Mudopmanms, coxpansemasi B 3J€KTPOHHOM
Bujge. PexoMmenpanuum 1o 00€CHEYeHHUI0 JOCTOBEpPHOCTH M HaaéxHocTw» KoHcopruym
«Kogekc». DnekTpoHHBI (OHI MPaBOBOM W HOPMATHBHO-TEXHHYECKOW HH(OpMAIUH.
[Dnextponnsii pecype]. URL: http://docs.cntd.ru/document/gost-r-54471-2011

I'OCT P 7.0.8-2013. Cucrtema craHmaptoB 1o HHQOpManuH, OUOIMOTEUHOMY H
U3JIaTENIbCKOMY Jely. [lenonpon3BOACTBO M apXMBHOE JAey0. TepMUHBI U ONpPEIEIICHUS.
Koncopuuym «Kogeke». OnekTpoHHBI (OHA TpaBOBOMl U  HOPMAaTUBHO-TEXHUYECKOMU
uadopmarmu. [Dnekrponnsiii pecype]. URL: http://docs.cntd.ru/document/1200108447

I'OCT P 53898-2013. HaumonanwHblii cranmapT Poccuiickoit @enepanuu. CucreMb
3JIEKTPOHHOI'0 JIOKYMeHTooOopoTa. B3aumoneiicTBue cuCTeM YIpaBICHHUS JIOKYMEHTaMH.
Texnudeckue TpeOoBaHUS K  DIEKTpoHHOMY coobmenuto. Koncopuuym  «Komekcy.
ONeKTpOHHBIH (OHA NPaBOBOM M HOPMAaTHUBHO-TEXHUYECKOM HHMOpMaruu. [DIeKTPOHHBIN
pecypc]. URL: https://docs.cntd.ru/document/1200108037

I'OCT P UCO 30300-2015 HanuonanbHselil ctannapt Poccuiickoit @eneparuu. Cuctema
CTaHJapTOB MO uH(popMauuu, OMOIMOTEYHOMY U u3JIaTenbckoMmy neny. HMudopmanus u
nokyMmeHTanus. Cuctemsl ynpaBiaeHHMs TOKyMEHTaMH. (OCHOBHBIE IIOJIOKEHUS M CIIOBaphb.
Koncopuuym «Kogeke». OnekTpoHHBI (QOHA NpaBOBOM M HOPMAaTHBHO-TEXHUYECKOMN
undopmarmu. [Dnekrponnsiii pecype]. URL: https://docs.cntd.ru/document/1200128331

I'OCT P 7.0.95-2015. HammonamwpHbIi cTanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO uHpoOpMalnuu, OUOIMOTEUHOMY M HU3JATEIBCKOMY Jely. OJIEKTPOHHBIE
TOKYMEHTbl. OCHOBHBIE BUJbI, BBIXOJHBIE CBEACHMS, TEXHOJOIMUYECKHE XapaKTEPUCTUKH.
Koncopunym «Konekc». DnekTpoHHbI (OHJ NpaBOBOM U  HOPMAaTHUBHO-TEXHUYECKOM
uHpopmanuu. [Inexrponnsiid pecypc]. URL: https://docs.cntd.ru/document/1200128317

I'OCT P 7.0.97-2016. Cucrema craHaapToB 1o HH(pOpMaluu, OHOIMOTEYHOMY U
u3zaTeNbckoMy geny. OpraHu3zallMOHHO-paclopsiuTeNbHass JOKyMeHTauus. TpeOGoBaHus K
opopmaenuto gokymentoB. CIIC «KoncynpTant mmocy. [Daexktponnslid pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_44595/
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I'OCT P HUCO 15489-1-2019. Hammonanwsubiii cranmapt Poccuiickoit ®eneparum.
Cucrema cTaHIapTOB 0 UH(pOPMAIMK, OUOIMOTEYHOMY U M3AaTeNbcKoMy aey. Mudopmarus u
JOKyMeHTauus. Ynpasienue pgokymeHtamu. Yacte 1. Ilonstus u  npunmuner  CIIC
«Koncynbrant wirocy. [Dnekrpornsiit pecype]. URL:http://www.consultant.ru/about/

O6mepoccuiickuii  kiaccudukarop mpodeccuit pabouyux, JOHKHOCTEH CIIyXallux M
Tapu(HBIX pa3panoB. [DnexTponHbli pecypc]. Koncopruym «Komekcey». DneKTpoHHBINH (GOHA
MpaBOBOI u HOPMAaTHBHO-TEXHUYECKON nH(popMmaIuu. URL:
https://docs.cntd.ru/document/9029638

KBanudukanyonHelii CripaBOYHUK JOJDKHOCTEH pPYyKOBOAMUTENEH, CHEIUAINCTOB U
Opyrux ciyxammx. [Onekrponusiii pecypc]. Koncopmmym «Komekcey. DneKTpoHHBIH (GoOHA
MpaBOBOI u HOPMAaTHBHO-TEXHUYECKON nHpopmanuu. URL:
https://docs.cntd.ru/document/58839553? marker656010

Enunbiii  TapudHO-KBaNM(PUKAIMOHHBIA CHPaBOYHUK padoT M mpodeccuii pabouux,
oTpacieBble  KBIM(UKAUMOHHBIE  CIIPABOYHHUKH [OnextponHblii  pecypc].  URL:
https://docs.cntd.ru/document/901927009

OObmepoccuiickuii  knaccupukaTop OOBEKTOB aJMHHUCTPATHBHO-TEPPUTOPHAIBEHOTO
nenenus (OKATO) [Onextponnsiii pecypc]. Koncopruym «Komekc». DaexkTpoHHBIH (OHA
paBOBOW M HOpMaTHBHO-TexHHuYeckoi nHpopmanuu. URL: https://rosstat.gov.ru/opendata

Obmepoccuiickuii  knaccudukatop wuHpopmaimuu o Hacenenuun (OKMH) CIIC
«Koncynbrant mirocy [dnektponusiid pecype]. URL: http://www.consultant.ru/document/cons

Obmepoccuiickuii  knaccudukarop ympasieHueckoi nokymentamuu (OKY]) CIIC
«Koncynbrant mirocy [dnektporusiid pecype]. URL: http://www.consultant.ru/document/cons

Obmepoccuiickuii  knaccudukatop mnpeanpuaruid u  opranusauuii  (OKIIO) CIIC
«KoncynpTanT mirocy» [Anekrponnsiii pecype]. URL: http://www.consultant.ru/document/cons

Obmepoccuiickuii kiaccupukarop crneuuagbHocTeil mo obpazoBanuo (OKCO) CIIC
«KoncynbTant miocy [Anekrponnsiii pecypc]. URL: http://www.consultant.ru/document/cons

Obmepoccuiickuii  kinaccupukarop npodeccuii paboyux, TOMKHOCTEH CIy>KallUuX U
tapuubix paspsnoB (OKIIATP) CIIC «KoncynbranT rirocy» [DnexktponHsiii pecype]. URL:
http://www.consultant.ru/document/cons

CnpaBouHo-nipaBoBas cuctema «['apant» [Dnexkrponusiii pecypc]. URL:garant.ru

CnpaBouno-nipaBoBast cuctema «Koncopunym Kogeke» [Dnextponnsiit pecypc] . URL:
Kogexc - [Ipodeccuonanbubie cripaBounslie cuctemsl - Koneke (kodeks.ru)

Odunmanbuerit caiit MoitOduc. [Inextponnsii pecypc] URL: https://myoffice.ru

OdununanbHblil caliT mporpammsl Juisi pacno3HaBaHusi Tekcta ABBYY FineReader.
OdunmanbHbIi caur KOpIIOpaLuH Adobe. [DneKTpOHHBII pecypc]
URL:https://www.abbyy.com/ru-ru/Finereader/

Odummansubiii caiit Microsoft Office. Cnpaska. OdunmaneHbiii caldlT Microsoft
[Dnexrponnsiii pecypc] . URL: https://support.office.com/

Kypuan «CrpaBOYHUK KaJIpOBUKa» [OnEKTPOHHBIN pecypc].
URL:http://e.spravkadrovika.ru/

Kypnan «CrnpaBouHuk cekperaps U oduc-meHemxkepa» [Dnekrponnslii pecypc]. URL:
http://www.sekretariat.ru/

XKypnan «Cekperaps pedepent» [Dnexrponnslii pecype]. URL: http://www.profiz.ru/

Kypuan: [denonpousBoACTBO M JOKYMEHTOOOOPOT Ha MPEANPHUATUHU. [DIEKTPOHHBIN
pecypc]. URL: https://delo-press.ru/journals/documents

ECM-Journal — mopTtan o nudpoBu3aimu, 3MEKTPOHHOM JTOKYMEHT0000pOTe U OH3HEC-
nporieccax. [DnextponHsiit pecypc]. URL: https://ecm-journal.ru/

MunuctepctBo npocsenienus Poccuiickont ®@eneparnuu. [InextporHsid pecypc]. URL:
https://edu.gov.ru/

Oenepanbubiii nopran "Poccuiickoe obOpazoBanue". [DnexTponHbId pecypc]. URL:
http://www.edu.ru/
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®denepanbHblii EHTP HHPOPMAIMOHHO-00PA30BATEIBHBIX PECYPCOB. [DIEKTPOHHBIN
pecypc]. URL: http://fcior.edu.ru/

denepanbHbIl  IEHTP JJIGKTPOHHBIX O0OpPa30BATEIIBHBIX PECYpCOB. [DIEKTPOHHBII
pecypc]. URL: http://fcior.edu.ru/

Enunoe okHO mocTyma kK oOpa3oBaTeNbHBIM pecypcam. [DnextponHsiid pecypce]. URL:
http://window.edu.ru/

3.2.4. JlonoJIHUTEIbHbIE NeYaTHbIE€ H3AHUS

AnppeeBa B.M. Jlenonpon3BOACTBO: OpraHU3alMs M BEACHHE: yUEOHO-TIPAKTHUECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KnoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3eKTPOHHBIH.

Amnzoposa C.II. Opranu3zanus TpyAa rocyAapCTBEHHBIX U MyHUIIUIAIBHBIX CIYXAllUX :
yaebHoe mocobue / C.I1. Arzopona, C.I'. ®enopuykoBa. — Mocksa : UTHOPA-M, 2022. — 160
c. — (Bpicmee oOpa3zoBanume: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekct
anekTponHbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexxum npocryma: 1o
MOJIITUCKE.

bynar P.E. JlokyMeHTanmoHHOE OOECIICYeHUE YIPABICHUS TIEPCOHAIOM: Yy4eOHOe
nocodbue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + [lon. martepuaisl
[[DnexTponnbIi pecype]]. — (Bricmiee oopazoBanue: bakanaBpuar). - ISBN 978-5-16-010318-
1. - Texkct: anmexkrponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: TIO TIOJITHCKE.

I'yryesa T.A. KoubunenuuansHoe Iel0npou3BOACTBO: yueOHoe mocodue / T.A.
['yryeBa. — 2-e usn., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 ¢. — (Cpennee
npodeccuonanbHoe obpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snekrponnsiid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum gocTyma: 1o MOAIUCKE.

I'ycapoBa M.H. OpranuzanuoHHO-UH()OPMAILIMOHHOE U JOKYMEHTAIIHIOHHOE 00ecIiedeHue
JeSITeIbHOCTH PYKOBOIUTENS: yueOHO-MeToanueckoe nocodue / M. H. I'ycaposa, C. B. I'opkymr.
— Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcrt : aneKkTpoHHbIH // JlaHb : 37€KTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum noctyna: ms
aBTOPH3. MOJIb30BATENEH.

HenonpousBoacteo: yueOHuk / T.A. breikoBa, JL.M. Bsuosa, I0.M. Kyxkapuna, JI.B.
Cankuna; mox oOmi. pen. mom. T.A. beikoBoil. — 4-e u3g., mepepab. u mom. — Mocksa :
NH®PA-M, 2022. — 393 c. + Jomn. marepuansl [[DnekTpoHHbIH pecypc]]. — (Bsicuiee
obpasoBanue: bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1014190. — Pexxum npoctyma: 1o
HOJIIHCKE.

HoponuHna JI.A. JIokymMeHTalmoHHOe o0ecrieueHre ynpaBieHUs: yUeOHUK U IPAKTUKYM
Ui cpenHero mnpodeccuoHanbHoro obpaszoBanus / JILA. Jloponuna, B. C. HpurukoBa. —

Mocksa: U3patensctBo FOpaiit, 2022. — 233 ¢. — (Ilpodeccuonanbroe obpazoBaHue). —
ISBN 978-5-534-05783-6. — Tekct: nsnextponHsii / OBC IOpaiitr [caiit]. — URL:
https://urait.ru/bcode/473802.

KondunenmnuansHoe JIeNTOTIPOU3BOICTBO u 3alUIEHHBIN AIIEKTPOHHBIN

nokymenrtoobopot: yueOHuk / H.H. Kynses, A.C. Jémywmkun, T.B. Kongpamosa, A.I.
®abpuynos; nox odul. pea. H.H. Kynsesa. - 2-e u3a., nepepad. u pom. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHmBepcuteTckas OuoOmmoteka). - ISBN 978-5-98704-711-8. - Tekcr :
anektponHbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum mgocTtyma: 1o
TIOJTTTHICKE.

Kopuee N.K. Texuuueckue cpencrsa ynpasienus: yueOonuk / UK. Kopuees, I'.H.
Kcanmomyno. — Mocka : MH®PA-M, 2019. — 200 c. — (Bricmiee o0Opa3zoBaHue:
bakanaspmar). - ISBN 978-5-16-003620-5. - Tekcr : onektpoHHsii. - URL:
https://znanium.com/catalog/product/991843. — Pexwum g0cTyIma: 1Mo MOAMKCKE.
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Kysnenos M.H. JlokyMeHTanmmoHHOE oOecriedeHne ympaBieHus. J[oKymMeHTOOOOpOT
JIeNTOTIPOU3BOICTBO: YUEOHUK M MPAKTHKYM JUIS CpelHEro mpodeccuoHaIbHOro odpasoBaHus /
N. H. Ky3nenoB. — 3-e uzn., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit, 2022. — 462
c. — (IIpodpeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct
snekrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

Kysnenos U.H. /lokymeHTanmonHoe ooecreyeHre ynpaBieHus epcoHaIoM: YYeOHUK U

NpaKkTUKyM UIsi cpenHero npodeccruoHansHoro obpasosanusi / M. H. KysnenoB. — Mocksa:
WznatenscrBo FOpaiit, 2019. — 521 c¢. — (IIpodeccuonansuoe obpazoanue). — ISBN 978-5-
534-04451-5. — Tekcr : onekrpounsi // DBC IOpaiit [caiit]. — URL:

https://urait.ru/bcode/444432.

Opranmsanus cekperapckoro oocmyxuBanuu: DYMK / B. B. I'anmaxos, O. b. Hazapenko,
[OnexTponnoe yuebHoe m3manue]. — (CpemHee mpodeccruoHambHOEe OoOpa3oBaHue - TeKcT:
snekrpounsii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyin
nznanus: 601817641

[TaBnosckas O.}O. IlpaBoBoe obecrneueHue KagpoBOTO JAEJIONPOU3BOJACTBA: yueOHOE
nocobue ams By30oB / O.}O. ITaBnoBckas. — Mocksa : M3natensctBo KOpaiit, 2022. — 213 ¢. —
(Beiciee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponssiii // 9bC KOpait
[caiiT]. — URL.: https://urait.ru/bcode/4762809.

CocHoBast A. AccucteHT pykoBomutens. Jlalidxaku mpodeccun: KHUTa-TpEHUHT / A.
CocnoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anextponnbid. - URL: https://znanium.com/catalog/product/1817493. — Pexum goctyma: 10
MO/IMHCKE.

umoB O.B. CoBpeMeHHBIE TEXHOJOTHH U TEXHMYECKHUE CPEICTBAa MH(OpMATHU3AIINU:
yueOHuk / O.B. IllumoB. — MockBa : UH®PA-M, 2022. — 462 c. + Jlon. maTtepuaibl
[[OnexTponnsiii pecypc]]. — (Cpeanee mpodeccuonanbnoe obpazopanue). - ISBN 978-5-16-
017112-8. - Tekcr : snektponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexum octymna: mo mojmnucke.

[llyBamoBa H.H. OcHOBBI n1en0ompoM3BOACTBA: YYEOHHK M TMPAKTUKYM JUIsl CPEIHETO
npodeccuonansHoro obpazosanusi / H.H. IllyBanosa, A.lFO. lBanoBa; moxa oOmieil penakuueit
H.H. [lyBanoBoit. — 2-¢ u3x., mepepad. u gorm. — Mocka: M3natenscrBo IOpaiit, 2022. —
428 c¢. — (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-11014-2. — Texkcrt:
anextpouHbii / DBC FOpaiit [caitr]. — URL.: https://urait.ru/bcode/469548.
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