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1. MACIIOPT PABOYEM IMPOTI'PAMMBI ITPOU3BOJICTBEHHOM (ITO ITPODUIIO
CIIEHUAJIBHOCTH) IPAKTUKHU
IIM.01 OCYWECTBJIEHUE OPTAHU3ALTMOHHOI'O
N JOKYMEHTAIMUMOHHOI'O OBECIIEYEHUSA JEATEJIBHOCTU OPITAHU3ALIUA
1.1. MecTo npou3BoACTBeHHOH (110 NPOoQUII0 CIeNNATBLHOCTH) MPAKTUKHU B CTPYKTYpe
OCHOBHOM NMpo¢eccuoHAIbHOI 00pa30BaTeJbHON MPOrPaMMBbI
[IporpaMma mNpOU3BOACTBEHHON (MO NPOGUIIO CIEUUATbHOCTH) MPAKTUKU SBISETCS YaCThIO
OCHOBHOI mipodheccuoHanbHOM oOpa3oBarenbHol nmporpammel (panee — OITOIT) mo cnenuanbHOCTH
CIIO 46.02.01 JlokyMeHTallMOHHOE OOECIeYCHUEe YIPaBICHUS W AapXUBOBEJICHHE, B YaCTH
OCBOEHUS OCHOBHOT'O BHJIA npoeCCHOHATLHON JESTENIbHOCTH . OcyiecTBienue
OpPraHU3aIMOHHOTO U IOKYMEHTAlIMOHHOTO 00eCIIeYeHUs e TEIbHOCTH OPraHu3allnu.

1.2. Ilesb MPpOU3BOACTBEHHOM (M0 MPO(UIIIO CENUATBLHOCTH) MPAKTUKHA
B pesynprare wusydeHuss npodecCHOHATBHOTO MOIYJS OOYYAroIIMICS JOJKEH OCBOUTh

ocHOBHOUM Bun nesrenpHocTH «OCYIIECTBICHHE OPraHU3AIMOHHOTO W JIOKYMEHTAIIMOHHOTO
oOecrieyeHus:  JESATEIBHOCTH  OpraHW3aliW» H  COOTBETCTBYIONIME €My  oO0mue |
npodeccuoHaIbHbIC KOMITETCHITUH:

1.1.1. Ilepedenp OOIIMX KOMIICTCHITHI

Kon \ HaumenoBanue o0Iux KOMIeTeHIINI

OK 01 Br1bupath ciocoOs! pernienus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
IPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM.

OK 02 Hcnonbs30BaTh COBpEMEHHBIE CPECTBA ITOMCKA, AHAJIN3Aa U HHTEPIPETALIUN

uHpopmayu, 1 HHPOPMALMOHHBIC TEXHOJIOTHH JUTS BHITTOIHEHUS 33/1a4
poheCCHOHATTLHON ICATEILHOCTH.

OK 04 OddexTHBHO B3aUMOJICHCTBOBATH U Pa00OTATh B KOJUICKTHBE M KOMAH/IE.

OK 05 Ocy1ecTBIATh YCTHYIO U MUCbMEHHYI0 KOMMYHHUKAIMIO HAa TOCYAAPCTBEHHOM S3bIKE
Poccuiickoit @enepanuu ¢ yueTroM 0COOEHHOCTENW COLMAIBHOTO U KYJIbTYPHOIO
KOHTEKCTA.

OK 09 [Tonb3oBaTbes MpodeccrnoHalbHOM TOKyMEHTalMel Ha ToCyJapCTBEHHOM U

HHOCTPAHHOM S3bIKaX.

1.1.2. Tlepedens npodeccnoHaNbHBIX KOMITETCHIINN

Kon \ HanMeHOBaHME BUIOB IeSITEJbHOCTH H NPO()eCCHOHATBHBIX KOMIIETEHIIMI

BA 1 OcyuiecTB/IeHHEe OPraHU3AMOHHOI0 U JOKYMEHTAIIMOHHOT0 00ecrevyeHust
JAeATEeJbHOCTH OPraHU3anHuu

IIK 1.1. | OcyuiectBiaTh NpuéM-Niepeiady ynpapieH4ecKol HH(OPMaLUU C TOMOIIBIO CPEICTB
MH(POPMAIIMOHHBIX 1 KOMMYHUKALMOHHBIX TEXHOJIOTUH.

IIK 1.2. | KoopauHupoBath paboTy MPUEMHON PYKOBOJUTENS, 30H IPUEMa Pa3InYHBIX
KaTerOpUil OCETUTEIIEH OpraHUu3aluu.

K 1.3. | BrageTs HaBbIKaMH1 IJTAHUPOBAHUSI pab0YEro BpEMEHU PYKOBOJMTEIIS U CEKpeTapsl.
IIK 1.4. | OcymecTBiATh NOATOTOBKY AEIOBBIX MOE3/I0K PYKOBOAUTENS U IPYTHX COTPYIHUKOB
OpraHu3alLyHy.

IIK 1.5. | Bragets ciocobamu opraHu3anuy pabo4yero npocTpaHcTBa MPUEMHON U KabuHeTa
PYKOBOIMTEIISL.

IIK 1.6. | OcymecTBiaTh paboOTy MO MOJATOTOBKE U MPOBEIEHUIO KOH()EPEHTHBIX MEPOIPUSTHIH,
oOecnieunBaTh HH()OPMALIMOHHOE B3aUMOJICHCTBIE PYKOBOIUTENS C
TIO/IPA3JIEJIEHUSMHU U TOJDKHOCTHBIMU JIMIIAMU OPTaHU3ALUH.

IIK 1.7. | OdopmisaTh OpraHu3allMOHHO-PACTIOPSIUTENbHBIE JOKYMEHTBI M OPraHU30BbIBATh
paboTy ¢ HUMH, B TOM YHCJIE C UCIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CUCTEM.




IIK 1.8. | OpopMIIsATh TOKYMEHTHI 110 JINYHOMY COCTaBYy M OPTraHM30BbIBaTh padOTy ¢ HUMH, B
TOM YHCJI€ C MCIIOJIb30BAHUEM aBTOMATH3UPOBAHHbIX CUCTEM.
IIK 1.9. | Opranu3oBbIBaTh TEKyllee XpaHEHNE TOKYMEHTOB, 00pabOTKY JIeJI AJIsi OTIEPaTUBHOTO

" apXHUBHOT'O XpaHCHH:A, B TOM YHUCJIC C UCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX
CHUCTCM.

1.3. Ko/in4ecTBO 4acoB HA OCBOEHHE NMPOrpaMMbl MPAKTHKH

Pabouas mporpamma paccunTaHa Ha MPOXOXKICHHE CTYJIEHTaMH NPAaKTHUKU B oObeme 36

qacoB.

1.4. TpeGoBanus k 6a3aM NPONU3BOACTBEHHOM (110 NPOG IO CIeNNATBHOCTH) NPAKTUKH

[IpakTiKa MPOBOJUTCS COIVIACHO KaJeHAapHOMY YyueOHOMY TIpaduKy, YTBEpKICHHOMY
JUPEKTOpPOM KoJuteka. [IpakTuka oOyyaroniuxcsi IpoOBOJUTCS B OpraHU3aUsaX Ha OCHOBE MPSMBIX
JIOTOBOPOB MEXKIY KOJUIEPKEM U OpraHU3aIlieid, B KOTOPYIO HApaBJIsSIOTCs 00ydaroluecs.

[TpakTiKa IpOBOAUTHCA B OpraHU3aLUAX, HAIIPABICHUE IEATEILHOCTH KOTOPBIX
COOTBETCTBYET NPOMUIIIO NOJATOTOBKU 00yYatOIIUXCS.



2. TEMATUYECKHAM IIJIAH U COJAEPKAHUE ITPAKTUKHA

HaumenoBanue CoaeprxaHue NPaKTHUKH, BUJbI padoT, 3a1aHUsA O0bem yacoB
npodeccuoHaIBLHOTO
moayas, MJIK, pazaesnos
MJIK 01.01 3ajanre Ha MPOU3BOJICTBEHHYIO MPAKTUKY (BUIBI paboT): 36
JlokyMeHTallHOHHOE 1. Beoansiil unctpykrax Th Ha pabouem mecre.

obecnieyenue ynpapjaeHusi | 2. O3HaKOMJICHHE C YCTAaHOBJICHHBIMHU B OpraHM3alliy MpaBUJIaMU MOATOTOBKU
JIOKyMEHTOB K Ilepefade B apxuB. 110AroToBka JOKyMEHTOB K IIepeiaye B apXHUB.
Odopminenne nen. CoctaBiieHHe onucel T0KyMeHTOB U jien. CocTaBieHne aKToB
BBIJIa4H, [IEpEAadYn, YHUYTOKEHUS JOKYMEHTOB.

3. 3HaKOMCTBO € KaTeropusiMU U BUAAMHU JOKYMEHTOB, 00pa3yIOLIUXCs B
OpraHu3aIH, CoAePKAINX KOHpHUIeHIHaTbHY0 HHpOopMaruio. OpraHu3arms
paloThI 10 06pabOTKE TOKYMEHTOB OrPaHUYEHHOr0 AocTyna. O3HaKOMIIEHHE C

MJK 01.02 HPUMEHSEMBIMU B OPTAaHU3AIUH CPEICTBAME KPHUITOIPA(UH JUISl 3aIHThI
Opranusaumnsi padoTnr ¢ 3JIEKTPOHHBIX JOKYMEHTOB C HCIIONB30BAHUEM CIIENUATLHOTO IPOrPAMMHOIO
JIEKTPOHHBIMH obecrieuens. BoimonHenue paboT 1o 06eCIIEYEHUIO 3aIUThI AIEKTPOHHBIX
AOKyMEHTaMH JIOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

MJIK.01.03 Opranusanus | 4, Opranuszanus paboTsl IPHEMHOM (30H NPUEMA ITOCETUTENEH): PEryIMPOBAHNE
CEeKPeTapCcKoro IIOTOKA MOCETUTENIEH, TPUEM U PETMCTpanus moceTuteneii. [lnanuposanue
00c/Ty:KUBAHHUS paboYero IHS PyKOBOAUTENS H cekperaps. IIoAroToBKa AENOBBIX BCTPEY U

MeperoBopoB pykoBoauTens. Pabora mo o6cmyKuBaHUIO Pa3IMYHbIX THIIOB




MJK.01.04
JoxymMeHTAIMOHHOE
o0ecrieyeHne  KaJgpoBOM
CJIYKOBI

COBEIIAHUH 1 COOTIOIEHHUE MTPABUII MX ITOATOTOBKHU M MTPOBEACHUS.

5. Benenue tenedonHbIx neperoBopos. OuibTpaiys U nepeaapecanus 3BOHKOB.
[Tpuém u nepenava renedoHorpamm, GakcorpamMmm, COOOIICHUN IO FICKTPOHHOM
noute. MHpopmannonnoe odecneueHre AeITeNbHOCTH PYyKOBOJUTEIIS.
O3HakoMJIeHHE C TTpaBUJIaMH paboThI ¢ KOH(PHUICHIIMATBHON HH(OopMarien
B OpraHU3alUH.

6. Pabora 1o O03HaKOMJICHHIO C COCTaBOM M OCOOCHHOCTSIMU JIOKYMEHTOB
OpraHu3aluM, pEeryJUpYIOIMX TPYIOBbIE OTHOLICHUsS (OpraHU3alUOHHO-
pacropsIuTeIbHbIE JOKYMEHTBI, JOKYMEHTHI IO JIMYHOMY COCTaBy, TpPYyIOBOU
JIOTOBOp, JOTOBOpP O MaTepUallbHOW OTBETCTBEHHOCTH U T.A.). OdopmieHue
JOKYMEHTOB IO JIMYHOMY COCTaBy M HUX Komui (IpU HEOOXOIUMOCTH).
3HaKOMCTBO C CHCTEMOM YHUGHUIMPOBAHHBIX (OPM NEPBUYHON YUYETHOM
JOKYMEHTAllUM  OpraHM3aluu. 3amoiHeHue (HopM  TEepBUYHOM  yuETHOM
noKyMeHTanuu. PabGota ¢ 3agBieHMsIMH 10 JIMYHOMY COCTaBy, BEJEHUE U
odopmiieHre TPy IOBBIX KHIDKEK. Mcnons3zoBanue COJI mpu pabore ¢ KaapOBBIMH
JOKYMEHTaMHU.

JuddepeHnmpoBaHHbIN 3a4€T

Bcero: 36




3. ®OPMbI OTYETHOCTHU 1O UTOI'AM ITPAKTUKHA

- THEBHUK MTPAKTUKAHTA,
- OTUET CTYJICHTAa O MPOCIAaHHOH padoTe,
- XapaKTePUCTHKA PYKOBOJIUTES MPAKTUKHA OT MMPUHUMAFOIICH CTOPOHEI.

4. KOHTPO.Ib 1 OHIEHKA PE3YJIbTATOB OCBOEHUSI
IMPOU3BOJCTBEHHOMHA (I1O TPOPNJIIO CIIENUAJIBHOCTH) ITPAKTUKH

Pa6ota HaJl OTUCTOM IIO IMPAKTHKC OOJIKHA IIO3BOJIUTH PYKOBOAUTCIIIO OLCHUTDL
YPOBCHDB PA3BUTHA CICAYIOIINX HpO(beCCI/IOHaJH)HBIX 141 06HII/IX KOMHGTCHHHﬁ CTyJACHTA:

Kon n HamMmeHOBaHHNE
PO ECCUOHAIBHBIX U
OOIIMX KOMITETEHIUH,
dbopMUpyeMBIX B paMKax
MOJYJISI

Kpurepnn onenku

MeTtonsl oieHKHn

[IK 1.1. OcyecTBasTh
npuéM-nepenaqy
YIPaBIE€HYECKON
UH(POPMALIUH C TOMOIIBIO
cpeAcTB HHPOPMALIMOHHBIX
Y KOMMYHUKAIIUOHHBIX
TEXHOJIOTH.

[Tonyuyenue HeoOX0UMOI
uHbOpMaIKKU U repeaada
CaHKLIMOHMPOBAaHHOU
nH(POPMAIINY C UCTIOIH30BAHUEM
cpeAcTB HHPOPMALIMOHHBIX U
KOMMYHHUKAIIUOHHBIX TEXHOJIOTHH

KOHTpOIb BBINIOJIHEHUS
IIPAKTHUYECKUX 3a1aHUM.

Y CTHBINM WIA TECTOBBIM KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 ¥ OLEHKA PEeIIEHUN
MPOOJIEMHBIX CUTYAILIUH.
[TpoBepouHble pabOTHI MO KaXKA0H
TEME.

ATTecTanus 1o Ipou3BOACTBEHHON
IIPAKTHKE.

[IK 1.2. KoopauaupoBatb
paboTy npreMHOM
PYKOBOJIUTEIISA, 30H IpUeMa
pa3INYHBIX KaTeropuit
HOCeTUTENIeH OpraHu3aIiy.

Koopaunarus paboTsl npuéMHON
PYKOBOJUTEIIS U 30H NIpUEMa
Pa3JIMYHBIX KATETOPHUI
IIOCETUTENIEN OpraHu3aluu

KoHTpoJIb BBITTOTHEHU S
MIPAKTUYECKUX 3aJaHUM.

Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHU.

AHanu3 M OLEHKAa peleHU
MPOOJIEMHBIX CUTYAILIUH.
[TpoBepouHble pabOTHI O KaXKA0H
TEME.

ATTecTanus 1o Npou3BOACTBEHHON
ITPaKTHKE.

IIK 1.3. BnageTs HaBBIKAMH
TUTAHUPOBAHUS paboyero
BPEMEHU PYKOBOJUTEIS U
cekperapsi.

[InanupoBanue paboyero
BPEMEHU PYKOBOIMUTENS U
paboyero J1Hs ceKkpeTaps

KoHTpoI1b BBITTONTHEHNS
MIPAKTUYECKUX 3aJaHUM.

VY CTHBII WA TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLIEHKA PEIICHUN
POOJIEMHBIX CUTYaIHH.
ITpoBepouHbie pabOTHI O KaXKI0M
TEME.

Artrectanys no Npou3BOACTBEHHON
IIPaKTHKE.




IIK 1.4. OcyiiecTBisiTh
MOATOTOBKY JEJIOBBIX
MOE30K PYKOBOJIUTEIS U
JIPYTUX COTPYIHUKOB
OpraHu3aIiH.

Opranu3zanus AeN0BBIX MOE3/10K
PYKOBOAUTES

U APYTUX COTPYAHUKOB
OpraHu3aIu

KoHTpoib BBITTONTHEHNS
MPAKTUYECKUX 3aJaHUM.

VY CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OLIEHKA PeLICHUI
POOJIEMHBIX CUTYaIHH.
[TpoBepouHbIe pabOTHI IO KAXIOU
TEeMe.

ATTecTanus mo nNporu3BOJACTBEHHOMN
MIPaKTHKE.

TIK 1.5. Baagets criocobamu

opranuzaiuu pabodero
MIPOCTPAHCTBA NPUEMHOM U
KaOMHEeTa PyKOBOIUTEIIS.

Opranuzanus u nojjaepxaHue
(hyHKIIMOHATBLHOTO pabovero
MIPOCTPAHCTBA

KoHTpob BBIOTHEHUS
IIPAKTUYECKUX 3aJaHUMN.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUN.

AHanu3 U OLEHKa peleHui
POOJEMHBIX CUTYaIUH.
ITpoBepouHbie pabOTHI O KayKI0M
TEMeE.

ATTecTanus 1o Ipou3BOACTBEHHON
IIPAKTHKE.

[IK 1.6.

Ocy1ecTBiaTh paboTy 1o
MOJITOTOBKE U TIPOBEIACHHIO
KOH()EPEeHTHBIX
MEPOIPHUATHH,
obecrnieunBaTh
UHPOPMALIMOHHOE
B3aMMOJICICTBHE
PYKOBOJIUTEIIS C
MoJIpa3ieNieHus MU U

Opranuzanus noAroToBKH U
MPOBE/ICHUE BHYTPEHHUX U
BHEIIHUX KOH(EPEHTHBIX
MEpOTIPUSATHIA, OOeCIIeYCHHE
WH(POPMAIIMOHHOTO
B3aMMOJICHCTBHS PYKOBOIUTEIIS C
MOJIpa3IeIeHUSIMH U
JOJKHOCTHBIMU JIUIIAMH

KoHTpoJib BbINIOTHEHUS
IIPAKTHYECKUX 3a1aHUM.

Y CTHBINM WIA TECTOBBIM KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHaJn3 ¥ OLEHKa peleHuin
IIPOOJIEMHBIX CUTYALIUH.
[TpoBepounbie pabOTHI O KaXK IO
TEME.

ATTecTanus 1o NpoU3BOACTBEHHON

OpTaHu3aINH.
JOJKHOCTHBIMH JIUIIAMH MIPAKTHKE.
OpTraHH3aIHH.
K 1.7. Odopmienne opranuzannonHo- | Konrposnb BBITIOJTHCHHS
OdopmasaTh pacHopsSAUTENbHBIX JOKYMEHTOB | MPAKTUUYECKUX 3a/IaHUH.
OpTaHU3aI[MOHHO- Y OpraHM3aIys padOThl C HUMU, B | YCTHBI WJIM TECTOBBIA KOHTPOJb
pacropsiiuTeIbHbIC TOM YHCIIE C UCTIOJIh30BAHUEM TEOPETUUYECKUX 3HAHUU.

JOKYMCHTEI U
OpTaHHU30BbIBATH paGOTy C
HUMH, B TOM HHUCJIC C

ABTOMATU3WPOBAHHBIX CUCTEM

AHanM3 U OIIEHKa
POOJIEMHBIX CUTYaIUH.
[IpoBepouHble pabOTHl MO KaKIOM

pelIeHui

HCII0JIb30BaHUEM TeMe.

ABTOMATHU3UPOBAHHBIX ATTecTanys MO MPOU3BOJICTBEHHOU
CHCTEM. IIPAKTHKE.

IIK 1.8. OdopmieHre JOKyMEHTOB 10 KoHntposns BBIITOJIHEHUS

OdopMIATh TOKYMEHTHI TIO
JUYHOMY COCTaBY U
OpraHU30BBIBAaTH paboOTY C
HUMHU, B TOM UYHCJIE C
MCIIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX
CHUCTEM.

JUYHOMY COCTaBY M OpTaHM3aLMs
paboThl ¢ HUMH, B TOM YHUCJIE C
HCIIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM

MPAKTUYECKUX 3aJaHUM.

VYCTHBII WM TECTOBBIM KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
AHanu3 W OIEHKa
MPOOJIEMHBIX CUTYaIIUH.
[IpoBepouHble pabOTHl MO KaKIOM
TEME.

ATTecTauus 1o MPOU3BOJCTBEHHOU
MIPaKTHKE.

pelIeHui




IIK 1.9.

OpranuzoBbIBaTh TEKYLIEE
XpaHEHHE JOKYMEHTOB,
00paboTKy e Juist
OIIEPATUBHOI'O U apXUBHOTO
XpaHEeHHUs, B TOM YHUCIIE C

Opranuzanus TeKyuero
XpaHeHUsl JOKYMEHTOB,
o0OpaboTka jaen 1is
OTIEPATHUBHOTO U APXUBHOTO
XpaHEHHs, B TOM YHCIIE C
HCIIOIB30BaHUEM

KoHTpoib BBITTONTHEHNS
MPAKTUYECKUX 3aJaHUM.

VY CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OLIEHKA pelICHU
POOJIEMHBIX CUTYaIHH.

UCIIO0JIb30BaHUEM aBTOMaTU3MPOBAHHBIX CUCTEM ITpoBepouHble pabOTHI IO KAXKA0H
AaBTOMATHU3UPOBAHHBIX TeMe.
CHCTEM. ATTecranys 1o npou3BOACTBEHHON
IIPAKTHKE.
KoHTpob BBIOTHEHUS
OK 01. IPAaKTUYECKUX 3a/1aHUi.

Br16upath criocoOsI
peuieHus 3a1a4
npoQeCCUuOHATBLHON
NESTSIILHOCTH
PUMEHHUTEIBHO K
Pa3TUYHBIM KOHTEKCTAM;

Br160p criocoba pereHus 3anad
npodeccroHabHOM
JeSITeIbHOCTH TPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHau3 U OLIEHKa peLeHUI
POOJEMHBIX CUTYaIUH.
ITpoBepouHbie pabOTHI O KayKI0M
TEMeE.

ATTecTanus 1o Ipou3BOACTBEHHON
IIPAKTHKE.

OK 02.

Hcnonp30BaTh COBpEMEHHBIE
Cpe/CTBa IIOUCKA, aHATHU3a U
UHTEPIIpETaIuN
uHpOpMaLNH, 1
UH(OpPMaIMOHHBIE
TEXHOJIOTUH IS
BBITIOJTHEH U 33124

Hcnons30BaHne COBPEMEHHBIX
CpeZAcTBa MOUCKA, aHAJIN3a U
MHTEepIpeTanuu HHPOPMaLUH, U
UCIOJIb30BaHUE
MH(GOPMAIIMOHHBIX TEXHOJIOTHIA
JUIs1 BBITIOJIHEHUS 33124
npodeccnoHaTbHOM
NesITebHOCTH.

KoHTpo:1b BBIOTHEHUS
IIPAKTUYECKUX 3aJaHUM.

Y CTHBII WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 U OLEHKA pelleHui
POOJIEMHBIX CUTYaLUH.
ITpoBepouHbie pabOTHI O KayKI0M
TEME.

npodecCuOHATbHON ATtTtecTtanus Mo Mpou3BOACTBEHHOM
JesITeIbHOCTH; IIPAKTHKE.

OK 04. B3aumoneiictBue u pabota B KoHTposb BbIOTHEHUS

O dexkTuBHO KOJIJICKTHBE U KOMaH/Ie NPAaKTUYECKUX 3alaHUM.

B3alMOJICCTBOBATEL U
paboTaTh B KOJUIEKTHBE U
KOMaH]IE;

Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKNX 3HAHUN.

AHanu3 U OlleHKa peleHui
POOJIEMHBIX CUTYaIUH.
ITpoBepouHble pabOTHI O KayKI0M
TEME.

ATTecTalnus no Npou3BOACTBEHHON
IIPAKTHKE.

OK 05.

OcCy1IecTBIATh YCTHYIO U
MUCHMEHHYIO
KOMMYHHKAIIHIO Ha
TOCYJTAPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4€TOM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

Ocy1ecTBiieHrE YCTHOM U
MUCHbMEHHOW KOMMYHHKAIIMX Ha
TOCYJJApPCTBEHHOM SI3BIKE
Poccutickoit denepanuu ¢
y4eToM 0COOCHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

KoHTpoJIb BBITTOTHEHU S
MIPAKTUYECKUX 3aJaHUM.

VY CTHBII WA TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLIEHKA PEIIECHUA
POOJIEMHBIX CUTYaIHH.
ITpoBepouHbie pabOTHI O KaXK 10
TEME.

Artrectanys no Npou3BOJACTBEHHON
IIPAKTHKE.

OK 09.
ITonwp30BaTbes

Hcnonb3oBanue
npodeccroHanbHOI

KoHTpoJIb BBITTONTHEHNS
MIPAKTUYECKUX 3aJaHUN.
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npodecCuOHATbHON
JIOKYMEHTAllUEN Ha
roCy/1apCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

JIOKyMEHTAITMU Ha
rocyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

VY CTHBII WA TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OLIEHKA pelICHU
POOJIEMHBIX CUTYaIHH.
IIpoBepouHbIe pabOTHI IO KAXKIOU
TEeMe.

ATTecTanus o nNporu3BOJACTBEHHOMN
MPaKTHKE.
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5. MEPEYEHb PEKOMEHIYEMbIX YUEBHBIX U3JIAHUM,
UHTEPHET-PECYPCOB, IOIIOJTHUTEJIBHOU JIMTEPATYPbI

OcHOBHbBIE IIEYATHBIE U IJICKTPOHHBLIC U3JaHUSHA

Abynamze JI. I'. lokyMeHTallmOHHOE 0OecrieyeHre YIpaBieHHs IEPCOHAIOM: YUeOHUK U
NPaKTUKyM ISl cpenHero mnpodeccuonanbHoro obpaszoBanmst / J[. I'. AOymamze, U. b.
Breimpsbxkunaa, B. M. MacnoBa. — 2-e u3zg., nepepad. u qon. — Mocksa: U3marensctBo FOpaiit,
2022. — 370 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — TexkcrT:
snekrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cucrempl 3IEKTPOHHOTO JTOKYMEHTOOOOpOTa: ydeOHOe mocobue /
AntyxoBa H.®., JI3to6enko A.JI., JloceBa B.B., YeunkoB FO.b. — Mocksa: KuoPyc, 2022. —
201 ¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Texkcr:
3JIEKTPOHHBIMN.

Kopsnees, 1. K. JlokymeHTallioHHOE OOECrieueHUE yNpaBiIeHUs: YUeOHUK U IPAKTUKYM
s cpennero npodeccuonanbHoro obpasoBanus / WM. K. Kopuee, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3n., nepepad. u gon. — Mocksa: M3narensctBo Opaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 351eKTpOHHBIN //
3BC IOpaiit [caiit]. — URL.: https://urait.ru/bcode/472550.

Kacbanosa, I'. 10. Jlenonpou3soactBo u Apyrue acmnektshl pabotsl cexperaps / I'.1O.
KacesiHOBa — 7-€ u3n., mepepad. u gon. — Mocksa: U3garensctBo Abak, 2020. — 304 c.

I[OHOJIHI/ITEJII)HLIG HCTOYHHUKHU

Koncturynus Poccuiickoii ®@enepannn OdurmanbHeiii ceteBoit pecypc Ilpesuaenrta
Poccun. [Onextponnsiii pecype]. URL: http://constitution.kremlin.ru/

Tpynosoit Konekc Poccuiickoit @enepanuu. CIIC «KoHCynbTaHT IUTHOCH. [DNEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

Oenepanpubiii 3akoH Ne 5485-1 «O rocymapctBennoit TtaitHe» ot 21.06.1993 CIIC
«KoncynbTant mmocy. [DnexktponHslit pecype]. URL:http://www.consultant.ru/cons

@enepanbhbliii 3akoH Ne 98-O3 «O kommepueckoi TaitHe» oT 29.07.2004. Cucrema
TCAPAHT. [Dnextponssiii pecypc]. URL: http://base.garant.ru/12136454/

®enepanbhblil 3akoH 0T 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHHs] oOpalleHui
rpaxnaan Poccuiickoit ®@enepauum». CIIC «KoHcynbTaHT IUIOCY. [DJEKTPOHHBIA pecypc].
URL:http://www.consultant.ru/document/cons

®enepanbHblif 3akoH oT 27.07.2006 Ne 149-03 «O06 unpopmanuu, HHPOPMALUOHHBIX
TexHoyorusx u o 3amure uHpopmarum». CIIC «KoHcynbTaHT Mmt0c». [DNEeKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

@enepanbHblii 3akoH oT 27.07.2006 Ne 152-®3 «O mnepconanpHbIXx JaHHBIX». CIIC
«Koncynprant mtocy. [Dnektponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

®enepanbHblil 3aK0H OT 26.12.2008 Ne 294-D3 «O 3amure npaB IOPUIAAYECKUX JIUL U
WHIMBUIYAIbHBIX TpEINpUHUMATENed TPH TPOBENEHHH TOCYAapCTBEHHOTO  KOHTPOJIS
(Ham3opa)». CIIC «KoHcynbTant TLTEOCY. [D1eKTpOHHBII pecypcl].
URL:http://www.consultant.ru/document/cons

@Oenepanbubiii 3akoH oT 06.04.2011 N 63-®3 «O06 snextponHoit moamucu». CIIC
«KoucynpTant mocy. [Dnextpornsiii pecype]. URL:http://www.consultant.ru/document/cons

Vka3z Ilpesunenra PO ot 30.05.2005 Ne 609 «O6 yrtBepxkaenun Ilonoxenus o
MIEPCOHAIBHBIX JAHHBIX TOCYAAPCTBEHHOIO IPpaKJaHCKOro ciyskamiero Poccuiickont denepanuu
n BeneHuun ero juuHoro gena». CIIC «KoHcynmbTaHT 1uitoc». [DIIEKTPOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons
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https://urait.ru/bcode/487121

Vka3z IlIpesupenra P® ot 05.12.2016 Ne 646 «OO6 yrBepxkaeHun JIOKTpUHBI
uHpopmannonHoil 6e3onacHoctu Poccmiickoit  @enepanuu» CIIC «KoHCynbTaHT IUTIOCY.
[DnexkTponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

ITocranosnenue IlpaBurensctBa Poccuiickoit @enepamuu ot 13.10.2008 Ne 749 «O6
OCOOCHHOCTSIX HallpaBlieHUs pabOTHHKOB B ciykeOHble KomaHaupoBku» CIIC «Koncynbrant
wiocy. [dnekrponsslii pecype]. URL: http://www.consultant.ru/document/consdocLAW_80737

[TocranoBnenue I[IpaBurenscrBa Poccuiickoit @eaepanuu ot 22.09.2009 Ne 754 «O6
yTBepkIeHIH [1010KEeHUs 0 CHCTeMe MEKBEJOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTOOOOPOTa)
Koncopruym «Kogekc». DnekTpoHHBI (OHI MpaBOBOM M HOPMATHBHO-TEXHHYECKOU
uHpopmanuu. [daekrponnsiii pecypc]. URL: http://docs.cntd.ru/document/902176142

[TocranoBnenue IIpaBurenbctBa Poccuiickoit ®enepannu ot 08.09.2010 Ne 697 «O
€AMHOM CHUCTEME MEXBEIOMCTBEHHOIO 3JIEKTPOHHOTO B3aumojeiicTBus» KoHcopuuym
«Kogeke». OnexkTpoHHBIM (OHI TPABOBOM HM HOPMATHBHO-TEXHUYECKOW HHGOpPMAIIHH.
[Dnexrponnsiii pecypc]. URL: http://docs.cntd.ru/document/902234385.

[TocranoBnenue IlpaBurensctBa Poccuiickoit ®@enepamuu ot 02.03.2019 Ne 234 «O
CHCTEME YINpaBJICHUS peaju3aleldl HauuoHanbHOM nporpammel «L{u¢poBas skoHOMHKA
Poccuiickoiit ®enepaunn» OdunmansHeiii caiit MuHHCcTepcTBa U(POBOTO Pa3BUTHUS, CBSI3U U
MacCCOBBIX KOMMYHUKAIUH Poccutickoi denepanuu. [DneKTpOoHHBII pecypcl].
URL.:https://digital.gov.ru

[locranoBnenue [lpaButensctBa PO ot 24.07.2021 Ne 1250 «OO6 oTaenbHbIX BOmpocax,
CBS3aHHBIX C TPYIOBBIMH KHW)XKaAMHU, M TPU3HAHUU YTPATUBLIUMHU CHIIy HEKOTOPBIX aKTOB
IIpaButensctBa Poccuiickoii ®denepanui M OTAEJIBHBIX IOJOXKEHUW HEKOTOPBIX AKTOB
[IpaButensctBa Poccuiickoii @epepauun». CIIC «KoHcynpTaHT miitoc». [DNeKTPOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

[TocranoBnenue [IpaButensctBa PO ot 24.07.2021 Ne 1264 «O6 ytBepx)aenuu [IpaBun
oOMeHa JOKYMEHTaMU B OJJIEKTPOHHOM BHJE IpU OpraHu3aluud HHQPOPMALMOHHOTO
B3aumoneiicrBusiy.  CIIC  «KoncynapranT  mmoc».  [OnexktponHsld  pecype].  URL:
http://www.consultant.ru/document/cons

[TocranoBnenne Muntpyna P® ot 10.09.1993 N 152 «O6 yrepxaenuu Hopm Bpemenu
Ha paboThl MO aBTOMATHU3UPOBAHHOW apPXMBHON TEXHOJOTMUM U JIOKYMEHTALIMOHHOMY
obecnieyuennto opraHoB ympasieHus» CIIC «KoncynabTanT 1umoc». [DneKTpoHHBIH pecypc].
URL.: http://www.consultant.ru/document/cons_doc_LAW_91031/

ITocranoBnenne Muntpyna Poccun ot 25 Hoa6ps 1994 rona N 72 «O6 yTBepkIeHUU
Me:xoTpacineBbIX YKPYNHEHHBIX HOPMAaTHBOB BpEMEHH Ha pPa0bOTHI MO JIOKYMEHTAIlMOHHOMY
obecrieuennto ynpasieHus» Koncopuuym «Kogekcey». OnekTpoHHBIH (oHA mpaBoBO u
HOPMAaTHUBHO-TEXHUYECKOU uHdopmanuu. [DnekTpOoHHBIN pecypcl]. URL:
https://docs.cntd.ru/document/ 902304770?marker

[TocranoBnenne Muntpyna Poccum ot 26.03.2002 Ne 23 «O06 ytBepxknenuun Hopm
BpeMEHU Ha pPabOThl MO JOKYMEHTAIMOHHOMY OOECIIEYEHHIO YIIPABICHUECKUX CTPYKTYp
(benepanbHBIX OPraHOB UCIIONHUTENbHON BiIacTw». KoncopuuyMm «Koneke». DnekTpoHHbIN (HOH]T
OpaBOBOM M HOPMAaTUBHO-TEXHHUYECKOW wuHpopmaruu. [DnextponHsiii pecypc]. URL:
https://docs.cntd.ru/document/901816605

IIpukaz Muntpyna Poccum ot 19.04.2018 Ne 266 «OO6 yTBepKIeHUU
npodeccuoHasibHOr0 crangapra "Crnenmuamuct mo (GOPMUPOBAHHUIO JJIEKTPOHHOTO apXuBa'y.
CIIC «KoHcynbTant TLITEOCH. [D71eKTpOHHBII pecypc].
URL:http://www.consultant.ru/document/cos_doc

ITIpukaz Muntpyna Poccum ot 15.06.2020 Ne 333u «OO6  yTBepKIeHUHU
npodeccuonanpHoro crapaapra «CrenuaiicT Mo OpraHu3allMOHHOMY U JIOKYMEHTAIlHOHHOMY
obecrieuenuto ympasieHus: opranuzaunuein». CIIC «KoHcynbranT 1umoc». [DIeKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/ cons_doc_LAW 357714/
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[Tpuka3z Muntpyna Poccun ot 19.05.2021 Ne 320H «O06 yTBepkaeHun (Hopmbl, OpsIKa
BeJIeHUs U XpaHeHus TpyaoBbIX kKHUKEK». CIIC «KoHcynpTaHT mmtoc». [DIeKTpOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

[Tpuka3z Munsapasconpazsutuss Poccun ot 14.08.2008 Ne 424n «OO06 yTBepKIAeHUU
pEeKOMEHJaluii MO0 3aKIIOYEHHIO TPYAOBOTO JOroBopa ¢ paboTHUKOM (eaepaibHOro
Oro/pKeTHOTO  yupexaeHuss u ero npumepHoit ¢opme». CIIC «KoHCynbTaHT —IUTIOCY.
[DnexkTponnslit pecypc]. URL:http://www.consultant.ru/document/cons

[Tpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO6 ytBepxaenuu Ilpasuin
OpraHHu3aly XpaHEHUS, KOMIUIEKTOBAHUSA, Y4€Ta U HCIOJIH30BAaHUSl JTOKYMEHTOB APXHMBHOIO
¢donna Poccuiickoit @enepanil U Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOMN
BJIACTH, OpraHax MECTHOI'O CaMOYyIpaBlIeHHWs M opraHuzanusax». DenepanbHoe apXUBHOE
areHTcTBO. [DnektpoHHbI pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik 526 _2015.shtml

[Tpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O6 ytBepxxaenuu [IpumepHoit HHCTPYKIUHU IO
JEJIONPOU3BOJACTBY B rocyaapcTBeHHbIX opranmzanusx». CIC «KoHcyapTaHT —IIIHOCH.
[Dnexrponnsiii pecypc]. URL:http://www.consultant.ru/document/cos_doc

[Tpukas PocapxuBa ot 22.05.2019 Ne 71 «O6 ytBepxkaenuu [IpaBun genonpou3BojicTBa
B I'OCY/JAapCTBEHHBIX OpraHax, OpraHax MECTHOIO camoympaBiieHus». denepaqbHOE apXUBHOE
areHTcTBO. [DnekTpoHHbIi pecypc]. URL: http://archives.ru/documents/rules/office-work-rules-
gos.shtml

[Ipukaz PocapxuBa ot 20.12.2019 Ne 236 «OO0 ytBepxkneHuu IlepeuHs THIOBBIX
YOPaBJIEHYECKUX ApPXUBHBIX JOKYMEHTOB, OOpa3yloLIuXcsi B Ipolecce AESITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUS W OPraHMU3aIlHil, ¢ yKa3aHUEM
CpoKOB uX XpaHeHus». denepanbHOoe apXWBHOE areHTCTBO. [DnekTpoHHBIN pecypc]. URL:
http://archives.ru/documents/perechen_typdocs.shtml

[Tpuka3 PocapxmBa ot 20.12.2019 Ne 237 «OO0 ytBepxnaeHun WHCTpYKIHH TIO
npuMeHeHuto [lepeyHsi TUMOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB OOpa3yroIIMXCS B
IIPOLIECCE JIEATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUS U
OpraHM3alyii, C yKa3aHHEM CPOKOB HX XpaHeHus». DeneparbHOoe apXWBHOE areHTCTBO.
[DnexTponnsiit pecypc]. URL: http://archives.ru/documents

ITpuka3 PocapxuBa ot 09.12.2020 Ne 155 «O06 ytBepxkaenun IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBaHUS, y4€Ta U HCIIOJIb30BAHUS HAYYHO-TEXHUYECKOW TOKYMEHTaluu B
OpraHax ToCyJapCTBEHHOHM BJIACTH, OPraHaX MECTHOTO CaMOYNPAaBIEHUS, FOCYAAPCTBEHHBIX U
MYHUIMTIATBHBIX Opranu3anusax». denepanbHoe apXUBHOE areHTCTBO. [ DJIEKTPOHHBIN pecypc].
URL.: http://archives.ru/documents

IIpukaz PocapxuBa ot 24.12.2020 Ne 199 «O06 ytBepxkaeHun MeTonuyecKux
peKoMeHJalui 1Mo pa3padoTKe HMHCTPYKUMI 10 JeNONPOU3BOACTBY B TOCYJapCTBEHHBIX
opraHax, OpraHax MeECTHOro camoynpasieHus». denepanbHOe apXUBHOE AareHTCTBO.
[DneKTpOHHBII pecypc]. URL: https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtml

ITocranoBnenne I'ockomcrara Poccum ot 05.01.2004 Ne 1 «OO6 yTBepkIeHUU
YHUPUIUPOBAHHBIX (OPM MEPBUYHON YUETHOW JOKYMEHTAIMH MO YUYETY TpyAa U €ro OIUIaTh»
CIIC «KoHcynpTant TLIEOCY. [DNeKTpOHHBII pecypcl].
URL:http://www.consultant.ru/document/cons

I'OCT 9327-60 bymara u uzaenus u3 6ymaru. [Torpedburensckue popmarsl Koncoprimym
«Koneke». DOneKTpoHHBbIH (OHJ MNPaBOBOM H HOPMATHUBHO-TEXHMUYECKON HH(OpMAaIIH.
[Onextponnsiii pecype]. URL: http://docs.cntd.ru/document/1200004908

I'OCT P HMCO 23081-1-2008 HamwmonaneHeni crangapT Poccuiickoit ®denepanmm.
Cucrema cranfapToB no HH(popManuu, 6uOIMOTeYHOMY M H3JaTeiabckoMy aeny. Ilpomeccs
yIpasieHus: JoKyMeHTaMu. Meragansbie uist JoKyMeHToB. Hacte 1 [IpuHnmmnsr. Koncopumym
«Kognekcy». DnexkTpoHHbI (OHI MpaBOBOM W HOPMATHUBHO-TEXHMYECKOW HH(OpMAIUH.
[DnexTponnsrit pecypc]. URL: https://docs.cntd.ru/document/1200067603
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Irocrt P 54471-2011/ISO/TR 15801:2009 «Cucrembl 3JIEKTPOHHOTO
JOKYMEHTO00O0poTa. YTpasieHue foKymeHTanuei. upopmanms, coxpansemas B 3J€KTPOHHOM
Buze. PexoMmenpauumum 1o o00ecledyeHUI0 JOCTOBEpPHOCTH M HaaéxHocT» KoHcopruym
«Kogekc». DnexkTpoHHBI (OHI NPaBOBOM W HOPMATHBHO-TEXHHYECKOW HH(OpMAIUH.
[Dnexrponnsiii pecypc]. URL: http://docs.cntd.ru/document/gost-r-54471-2011

I'OCT P 7.0.8-2013. Cucrema crangapToB 1o uHpoOpManuu, OUOIMOTEYHOMY U
U3JaTeabCcKoMy Jienty. Jlenonpou3BOACTBO M apXUBHOE JAen0. TepMHUHBI M ONpEAeTICHMUS.
Koncopunym «Komekc». DnekTpoHHBIH (GOHA NpaBOBOH M HOPMATHBHO-TEXHHUYECKOU
uHopmanuu. [daekrponnsiii pecypc]. URL: http://docs.cntd.ru/document/1200108447

I'OCT P 53898-2013. HaumonanbHblii cranmapt Poccuiickoii @enepanuu. Cucremsbl
3JIEKTPOHHOIO JIOKyMeHTooOopoTa. B3aumoneilcTBue cucTeM YIpaBiIeHHsI JIOKYMEHTaMH.
Texnuueckue TpeOOBaHUS K  3JICKTPOHHOMY coobmeHnto. Koncopruym  «Komekey.
DNEeKTpOHHBIN (OHJ MPaBOBOH M HOPMATUBHO-TEXHUYECKOW HHGPOPMANHH. [DICKTPOHHBIN
pecypc]. URL: https://docs.cntd.ru/document/1200108037

I'OCT P NCO 30300-2015 HarnmonanwHsiid ctanaapt Poccuiickoit denepanun. Cucrema
CTaHJApTOB MO HMH(OpPMAIUMK, OUOTMOTEUHOMY M H3AaTeNbcKOMy Jeny. MudopMmamus wu
nokymeHrtauus. Cucrembl ynpaBieHHs AOKyMeHTaMH. OCHOBHbBIE HOJOXEHHS U CJIOBapb.
Koncopunym «Komekc». DnekTpoHHBIH (GOHA NPaBOBOH ¥ HOPMATHBHO-TEXHHUYECKOU
urdopmarmu. [Inexrponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200128331

I'OCT P 7.0.95-2015. HaumonanwsHblii cTanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB MO uHpopManuu, OUOIMOTEUHOMY M HU3JATEIbCKOMY Jeny. OJIEKTPOHHBIE
JNOKYMEHTbl. OCHOBHbIE BUJbI, BBIXOJHBIE CBEACHMS, TEXHOJOIMUYECKUE XapaKTEPUCTUKH.
Koncopunym «Konekc». DnekTpoHHbI (GOHJ NpaBOBOM U  HOPMAaTHUBHO-TEXHUYECKOM
uHpopmanuu. [Dnekrponnsiit pecypc]. URL: https://docs.cntd.ru/document/1200128317

I'OCT P 7.0.97-2016. Cucrema crangaptoB 1o uHbopMmanud, OUOIHOTEYHOMY U
u3gareabckoMy neny. OpraHu3allMOHHO-PACIOpSIUTeNbHas JOKyMeHTauus. TpeOoBaHusa K
opopmienuto ngokymeHtoB. CIIC «Koncynprant mumocy. [Dnektponnsiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_44595/

I'OCT P HUCO 15489-1-2019. HaumonanwsHblii cranmapT Poccuiickoit denepariuu.
Cucrema craniapToB o HH(pOpManuu, OUOIMOTEUHOMY U U3aTenbckomy aeny. Mudopmanus u
JNOKyMeHTauusi. YmnpasieHue pgokymeHtamu. Yacte 1. Ilomsarus u npunuunsl  CIIC
«Koncynprant matocy. [Dnektponnsiit pecypc]|. URL:http://www.consultant.ru/about/

Oobmepoccuiickuil knaccupukaTop npodeccuil padouux, TOHKHOCTEH CIyXallux |
TapuQHBIX pa3psaoB. [DnexkTpoHHbIl pecypc]. Koncopuuym «Koaeke». DnexkTpoHHBIH (oHA
IIPaBOBOM " HOPMaTHUBHO-TEXHUUYECKOMN MHpOpMaLUH. URL:
https://docs.cntd.ru/document/9029638

KBanudukavoHHbIil CIPaBOYHUK JOJDKHOCTEH PYKOBOAWTENEH, CIHEIHMAIUCTOB U
JIPYTHUX cnymamnx [DnexTponnbiit pecypc]. Koncopruym «Komekc». DnexkTpoHHBIM (QOHI
IIPaBOBOM HOpPMaTHUBHO-TEXHUUYECKOMN UHpOpMaLIUH. URL:
https://docs.cntd. ru/document/58839553’> marker656010

Enunplii  Tapu@Ho-KBaNM(UKAUOHHBIA CIIPaBOYHUK paboT M mpodeccuil pabouux,
oTpacieBble  KBANU(UKALMOHHBIE  CIPaBOYHUKHU [Onextponnbiii  pecypc].  URL:
https://docs.cntd.ru/document/901927009

Obmepoccuiickuil  knaccuukatop O0OBEKTOB aJMUHUCTPATUBHO-TEPPUTOPUATILHOTO
nenenust (OKATO) [Dnextponssiii pecypc]. Koncopumym «Kopekc». DneKTpoHHBIH (QOHA
paBOBOM M HOpMaTHBHO-TexHHuYeckor nHpopmanuu. URL: https://rosstat.gov.ru/opendata

Oobmepoccuiickuii  knaccupukarop wunHpopmanuu o Hacenenun (OKHWH) CIIC
«Koncynprant miocy [dnexkrporusiid pecype]. URL: http://www.consultant.ru/document/cons

Oobmepoccuiickuii kinaccupukatop yrpasieHueckoi moxkymentamuu (OKY) CIIC
«Koncynprant mitocy [Dnexktporusiid pecype]. URL: http://www.consultant.ru/document/cons

Oobmepoccuiickuii  knaccupukarop npennpuatuii u opranmzanuid  (OKIIO) CIIC
«KoucynbTant mocy [Anexkrponnsiii pecypc]. URL: http://www.consultant.ru/document/cons
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O6mepoccuiickuii kmaccudukarop crnenuaibHocTed mo obpazoBanuro (OKCO) CIIC
«KoncynbTant mmocy [dnexkrponnsiid pecypc]. URL: http://www.consultant.ru/document/cons

O6mepoccuiickuii  kiaccudukarop mnpodeccuit pabodymx, MOHKHOCTEH CIyXKalluxX Hu
tapudubeix paspsagos (OKIIATP) CIIC «Koncynbrant mmtocy [DnexTponnslidi pecype]. URL:
http://www.consultant.ru/document/cons

CrnpaBouHo-nipaBoBas cucteMa «l'apant» [DnexktponHsiii pecypc]. URL:garant.ru

CnpaBouno-nipaBoBas cuctema «Koncopuuym Konekce» [Dnektponnbiii pecypc] . URL:
Konexkce - [Ipodeccrnonansusie cnpaBounsie cuctemsl - Kogeke (kodeks.ru)

Odummanbupiii calT MoitOduc. [Dnexrponnsiii pecype] URL: https://myoffice.ru

OdunmanbHplil calT mporpaMmsbl Juis pacrio3HaBanus Tekcta ABBYY FineReader.
OdunmanbHbIN cait KOpIopanuu Adobe. [DneKTpoHHbIN pecypc]
URL:https://www.abbyy.com/ru-ru/Finereader/

Odunmanbnpiii  cadt Microsoft Office. CnpaBka. Odunmanehbeiii caiit Microsoft
[DnexTponnstii pecypc] . URL: https://support.office.com/

Kypnan «CripaBOYHHK KaJpOBUKA» [DeKTpOHHBIN pecypc].
URL:http://e.spravkadrovika.ru/

Kypuan «CrpaBouyHUK cekperapsi U opuc-MeHemkepay [InekTpoHHslid pecype]. URL:
http://www.sekretariat.ru/

Kypnuan «Cekperaps pedepent» [Dnekrponnsiii pecypc]. URL: http://www.profiz.ru/

Kypnan: [lenonpous3BoACTBO M JOKYMEHTOOOOPOT Ha MPEANPHUSTHU. [DIEKTPOHHBIN
pecypc]. URL: https://delo-press.ru/journals/documents

ECM-Journal — mopTtan o uudpoBu3aimu, 3MEKTPOHHOM JTOKYMEHTO000pOTE U OH3HEC-
nporieccax. [DnexrponHsiit pecype]. URL: https://ecm-journal.ru/

MunuctepctBo npocsenienus Poccuiickoit @enepanuu. [dnexrpornsid pecypc]. URL:
https://edu.gov.ru/

@denepanbHbiii moptan "Poccuiickoe obOpazoBanue". [DnektpoHHBIA pecypc]. URL:
http://www.edu.ru/

@denepanbHblii IEHTP HH(DOPMAIIMOHHO-00Pa30BaTENbHBIX PECYPCOB. [DIIEKTPOHHBIN
pecypc]. URL: http://fcior.edu.ru/

@enepalibHbIl LEHTP DSJEKTPOHHBIX OOPa30BATEIbHBIX PECYPCOB. [DIEKTPOHHBIM
pecypc]. URL: http://fcior.edu.ru/

Enunoe oxHO moctyma Kk oOpa3oBaTelbHBIM pecypcam. [DnextpoHHsiid pecypce]. URL:
http://window.edu.ru/

3.2.4. lonoJHUTEIbHbIE eYaTHbIE U3IaHUSI

AnnpeeBa B.U. [lenompou3BoACTBO: OpraHu3alMs W BeICHHE: YYEOHO-TIPAKTUYECKOE
nocooue / Auapeea B.M. — Mocksa: KnoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 21MeKTpOHHBIA.

Amnzoposa C.I1. Opranu3zaius Tpy/Jaa rocyAapCTBEHHBIX U MYHHIIUIAIBHBIX CIYXKaIIUX :
yuebHoe nocobue / C.I1. Anzoposa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Brictiee oOpaszoBanme: bakanmaBpmar). - ISBN 978-5-16-016369-7. - Tekct
anekTponnbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexum pocTyma: 1o
HOIMTUCKE.

bynar P.E. JlokymeHTanmoHHOEe oOecrieyeHre YIpaBlIeHUS IEPCOHATIOM: ydeOHOoe
nocobue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlom. Marepuaisl
[[OnexTponHbIi pecype]]. — (Bricmiee obpazoBanue: bakanaspuar). - ISBN 978-5-16-010318-
1. - Texkcrt: amextponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYyTA: TIO TIO/MTUCKE.

I'yryesa T.A. KonduneHuuanpHoe Iel0NpoOU3BOACTBO: yueOHoe mocobue / T.A.
['yryeBa. — 2-e u3a., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe odpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponnsiid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum octymna: mo moamucKe.
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http://www.edu.ru/
http://fcior.edu.ru/
http://window.edu.ru/

I'ycapora M.H. OpranuzaiimoHHO-UH(POPMAIIMOHHOE W TOKYMEHTAIIMOHHOE 00eCTieYeHUE
JESITEIILHOCTH PYKOBOJIUTEIS: yueOHO-MeTonn4yeckoe nmocodue / M. H. I'ycaposa, C. B. T'opkyrr.
— MockBa: PTY MUPDA, 2022. — 106 c.— Tekcr : anekTpoHHbIN // JlaHb : AJIEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum noctyna: ms
aBTOPU3. MOJIb30BATENCH.

HenonpousBoactBo: yueOHuk / T.A. beikoBa, JL.M. Bsuora, FO.M. Kykapuna, JI.B.
CankuHa; mox o6m. pen. gou. T.A. beikoBoil. — 4-e¢ u3a., mepepab. u jgom. — Mocksa :
NH®PA-M, 2022. — 393 c. + [on. marepuansl [[DnekTpoHHbIH pecypc]]. — (Bsicuiee
obpasoBanue: bakamaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1014190. — Pexxum npocryma: 1o
MOJIITUCKE.

Hoponuna JI.A. JlokyMeHTaIlMOHHOE OOecTieYeHne YIpaBieHHs: YIeOHUK M MPAKTHKYM
U1 cpeaHero npodeccuoHanbHoro ooOpazoanust / JILA. Jloponuna, B. C. HpuruxoBa. —

Mocksa: M3narensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonansuoe obOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct: oanektponnsii // DObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

KondunenmuanpHoe JICJIOTIPOU3BOICTBO u 3alUIICHHBIN DJIEKTPOHHBIN

nokymenroobopor: yueonuk / H.H. Kymnses, A.C. Hémymkun, T.B. Konxgpamona, A.Il.
®abpuunos; nox obm. pea. H.H. Kynsesa. - 2-e usz., nepepab. u non. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHuBepcuterckas OubOmmoteka). - ISBN 978-5-98704-711-8. - Tekcr :
anextponnbid. - URL: https://znanium.com/catalog/product/1212394. — Pexum poctyma: 10
TIOJIITUCKE.

Kopnees UN.K. Texuuueckue cpencrBa ympasienus: yueOnuk / M.K. Kopuees, I'.H.
Kcangomyno. — MockBa : MH®PA-M, 2019. — 200 c. — (Beicumiee o0Opa3zoBaHue:
bakanaBpuar). - ISBN 978-5-16-003620-5. - Tekcr : onekrponHsri. - URL:
https://znanium.com/catalog/product/991843. — Pexwum f0CTyma: 1Mo MOAMUCKE.

KysneunoB M.H. [lokymeHTanmoHHoe obOecrieueHue ympaBieHus. JJoKyMeHTOOOOpOT u
JIEJIONIPOU3BOJICTBO: YUECOHHK W MPAKTUKYM JUIS CPEAHETr0o MpodecCHoHaIbsHOro oOpa3oBaHus /
. H. Ky3neuoB. — 3-e u3n., nepepad. u gon. — Mocka: M3znatensctBo HOpaiit, 2022. — 462
c. — (IIpodeccuonampHoe obOpazoBanme). — ISBN 978-5-534-04604-5. — Texkct
anekTpounblit // IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

Kysnenos U.H. JlokymeHTanimoHHOE o0ecrieueHre yupaBieHus IEPCOHATIOM: YUEOHUK U

NPaKTHKYM U CpefHero npodeccruoHanbHoro obpazoBanusi / M. H. KysnenoB. — Mockaa:
WznatenserBo FOpaiit, 2019. — 521 ¢. — (IIpodeccnonansuoe obpasoanue). — ISBN 978-5-
534-04451-5. — Tekcr : oanektpoHuelid // OBC IOpaiit [caiit]. — URL:

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

Opranuzanus cekperapckoro oociyxuanun: DYMK / B. B. 'anaxos, O. b. Hazapenko,
[OnekTponHoe ydebnoe uznanue]. — (Cpemgnee mnpodeccuoHanbHOE oOpa3oBaHHMe - TEKCT:
snektponnsii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
u3nanus: 601817641

ITaBnoBckas O.}O. IlpaBoBoe oOecrneueHHe KaapoOBOTrO JAEIONPOU3BOJACTBA: ydyeOHOE
noco6ue s By30B / O.}O. [TaBnosckast. — Mocksa : U3natensctBo FOpaiit, 2022. — 213 ¢. —
(Boiciiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkct: anexrponnslii // bC FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHT pykoBomutens. Jlaiixaku npodeccuu: KHUra-TpeHUHr / A.
CocHoBas. - Cankrt-IlerepOypr: IMTutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum moctyma: 1o
TIOJTITHICKE.

Mumos O.B. CoBpeMeHHbIE TEXHOJIOIMH M TEXHUYECKHE CPEeICTBa MH(OpMaTH3AIUU:
yueOnuk / O.B. lllumoB. — MockBa : UHOPA-M, 2022. — 462 c¢. + Jlomn. marepuasl
[[OnexTponnsblii pecypc]]. — (Cpeanee mpodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-
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017112-8. - Tekcr : snekrponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctyna: mo noamnucke.

[lyBanoBa H.H. OcHOBBI neNONpPOM3BOJCTBA: YYCOHUK W MPAKTHKYM Ui CPEIHETO
npodeccuonansHoro odpaszosanus / H.H. [llysanosa, A.}O. MBanoBa; mox oOrieil penakmuei
H.H. IllyBanoBoii. — 2-e¢ u3m., nmepepad. u gon. — Mockpa: U3narensctBo FOpaiit, 2022. —
428 c¢. — (Ilpodeccuonanpuoe obOpazoBanme). — ISBN 978-5-534-11014-2. — Tekcrt:
snekrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/469548.
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