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1. OEJb OCBOEHUA JUCHUIIJIMHBI (MOAYJIA)
Heanb yyeOHOM AMCHUIIMHBI — (OPMUPOBAHUE CHUCTEMBI 3HAHWH IO JOKYMEHTOBEICHHIO W
TEXHOJIOTUM COBPEMEHHOI'O JAEJIONPOU3BOACTBA.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHMSA JUCHUIIVIMHBI (MOYJIS)

B pe3yibrare

KOMIICTCHI U

OCBOCHUA JAUCHUITIINHBI

dopmupyroTcs

cleyomue

VYK-4 — crioco6eH OCyIIECTBIIATh ACTOBYI0 KOMMYHHKAIIMIO B YCTHOM M MUCHbMEHHOM (popmax Ha
rocynapcTBeHHOM si3blke Poccuiickoit denepanuu 1 MHOCTpaHHOM(bIX) s3bIKe(ax);

[IK-5 -

HCIIOJB30BaTh

UMEIOLINXCA
POU3BOIMMON POIYKIIMH, Pa0OT (YCIyT) U MOITY4YEHUS TPUObLIN

CrocoOeH COBEPINEHCTBOBATh OPraHU3aIlUI0  JOKYMEHTOOOOPOTa,
obecneueHus

pecypcoB  uIs

3¢ exTUBHO
KOHKYPEHTOCIIOCOOHOCTH

[lepeueHp MIIaHUPYEMBIX PE3YyIbTATOB OOYUYEHHUS MO TUCHUIUIMHE (MOYI0), COOTHECEHHBIX C
WHJUKATOpaMU JOCTUXKEHUS KOMIIETCHITHI

KoMnerenuus

NuankaTopbl KOMIETEeHIUI

Pe3yJsibTaThl 00y4eHUs

YK-4 - Cnocoben
OCYIIECTBJIATH JIEIOBYIO
KOMMYHHKAIIHIO B
YCTHOH ¥ TUCbMEHHOU
¢dopmax Ha
rOCYJIapCTBCHHOM SI3BIKE
Poccuiickoit ®enepanuun
1 HHOCTPAHHOM(BIX)
SI3BIKE(aX)

IIK-5 - Ciocoben
COBEpIIEHCTBOBATH
OPTaHM3AIIIO
JIOKyMeHTO000poTa,
3¢ deKTHBHO
UCIIOJIb30BaTh
MMEIOIINXCS PECYPCOB
JUI o0ecTieYeHNs
KOHKYPEHTOCIIOCOOHOCTH
IIPOU3BOJUMON
NPOIYKIUH, paboT
(ycmyr) 1 nonyueHus
pUOBIIH

VK-4.1. Bribupaer Ha TOCyJapCTBEHHOM U
HHOCTPAaHHOM(BIX)  SI3BIKAX  KOMMYHHUKaTHBHO
npueMiieMble  CTHIb  JEJI0BOr0  OOILIeHHS,
BepOaJbHbIC u HeBepOallbHbIC CpencTBa
B3aMMOJICHICTBHS C MAPTHEPAMHU.

VYK-4.2. Bezner [nenoByl0 INEpenucKy, YYUTHIBas

OCOOCHHOCTH  CTHJIHMCTHKH  OQHIHAIbHBIX U
HeOQHIMANBHBIX  IHCEM,  COLHMOKYJIbTYpHBIC
pasnmuuust B (dopMare KOPPECIOHACHINMH Ha

TOCYAapPCTBEHHOM M MHOCTPAHHOM(BIX) SI3bIKaX.
VK-4.3. YMeeT KOMMYHHUKATHBHO W KYJIBTYPHO
IIPUEMIIEMO BECTH YCTHBIE [I€JIOBBIE pPa3rOBOPHI Ha
roCyJapCTBEHHOM U HHOCTPaHHOM(BIX) SI3BIKAX.
YK-4.4 BrimonHseT nepeoj mpodeccunoHanbHBIX
(B T.4. IETOBBIX) TEKCTOB C MHOCTPAHHOTO S3bIKa
Ha rocyJapcTBeHHbIN s13b1K Poccuiickoit
Denepaliii ¥ ¢ TOCYJapCTBEHHOTO A3bIKA
Poccuiickoit ®enepanuu Ha UHOCTPAHHBIM.

UIIK-5.1. Pacipenenser 00s13aHHOCTH TIpU paboTe
C TOKyMEHTaMH SKOHOMHUYECKOTO CyOBeKTa 1
BEICHHS JEIONPON3BO/ICTBA;

UIIK-5.2. Parmonanusupyet

cocTaB 1 ()OPMBI JJOKYMEHTOB YKOHOMHUYECKOTO
cyOBeKTa,

HNIIK-5.3. CoBepIieHCTBYET CTPYKTYPY
UH(OPMALMOHHBIX TIOTOKOB, pa3paboTKu
OINITUMAJIBHBIX MAPIIPYTOB JABHKECHHUSI
JIOKYMEHTOB;

WIIK-5.4. Bnageet HaBbikamu 3(p(heKTHBHOTO
UCIIONIb30BAaHMS TIPON3BOJICTBEHHO-
TEXHOJIOTHYECKHUX PECYPCOB, BHIIIOIHEHHS padoT
T10 TIPOEKTY B COOTBETCTBUH C TPEOOBaHUSIMH IO
Ka4ecTBY HOBOTO IPOJIYKTa;

UIIK-5.5. Bmaneer meTomamu oOecrieueHust
KOHKYPEHTOCIIOCOOHOCTH TPOIYKIMH, pAOOT
(ycayr) Ha OCHOBE TpeOOBaHMI PAITMOHAITLHON
OpraHu3alyuy IPpOU3BOACTBA

3HaTh: TEPMUHOJIOTHIO B 00JacTH

JIeTIONIPOM3BO/ICTBA,;
HOpPMAaTHUBHBIC JOKYMCHTHI,
perIaMeHTHPYIOIINES
COCTaBJICHUE, oopmiieHne

JIOKYMEHTOB H MOPAJOK paboThI C
HUMH, TIpaBHJIa COCTABICHUS H
odopmiieHHsT  OpPTaHHU3AIOHHO-
pacHopsIIUTENEHBIX JOKYMEHTOB,
BXOAIMNX B YHADHUINPOBAHHYIO
cucTeMy OpTaHHU3AOHHO-
pacnopsauTeNbHEIX JOKYMEHTOB
(YCOPLD).

VYMeTh: MOJIL30BaThCS
M3Y4YEHHBIMU
CTaHAapPTU3UPOBAHHBIMHU
TepMUHAMH; NPUMEHSTh  Ha
MPaKTHKE rocyapCTBEHHEBIE
CTaHIAPTHI, IpyTue

HOPMATHUBHBIE U METOANYECKHE
JIOKYMEHTBI, pETIaMEeHTHPYIOLIHE
OpraHU3aIHIo

JIEJIONPOU3BOACTBA; COCTABIIATH U
MPaBUIBHO (B COOTBETCTBHU C
JIEHCTBYIOIIMMH HOPMAaTHBHBIMH

JIOKYMEHTaMH) odopMIIATh
OCHOBHbBIE BUIBI
OpraHHU3aIliOHHO-

pacopsANTEIbHBIX JOKYMEHTOB;
BBINOJTHATH OTIPE/ICIICHHBIC BHIIBI
paboT mo opraHu3anuu padboTHI C
JIOKYMEHTaMHU.

BraneTs: MeETOIWKOH CO3JaHMA,
opopmiieHuss, 00pabOTKH U
XpaHEeHUs TOKYMEHTOB.

3. YKA3BAHUE MECTA JAUCHUIIJIMHBI

MOAYJIsd)

B CTPYKTYPE

OCHOBHOM MPO®PECCHUOHAJIBHOM OBPA3OBATEJBLHOM MIPOT' PAMMBbI.




Jannas ydeOHas JMCUMIUIMHA OTHOCUTCS K 4YacTd, (opMupyemMoil y4dacTHUKaMHU
00pa3oBaTEeNbHBIX OTHOUICHUH 00pa30BaTeIbHONM MPOTPaMMBI IO HAIMPABICHHUIO ITOATOTOBKU
38.03.02 MeHnemKMeHT, HarpaBieHHOCTH (Mpo¢wmiib) JIorucTuka u ynpasieHue NpeAnpusITHEM.
«OCHOBBI  JICJIOTIPOM3BOJICTBA» IPEJICTaBIsIeT co00W 0a3y Ul YCBOGHHS CTYICHTaMH
COJIepKAaHUS AUCUUIUINHBL: «YTIPaBICHUE U3MEHEHUSIMMI.

4. OBPBEM JUCHUIIJIMHBI (MOAYJIsI) B 3AYETHBIX EJUMHHUIAX C
YKA3AHUEM KOIUYECTBA AKAJJEMHWYECKHUX YACOB, BBIJIEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOHIUXCS C ITPEINOJABATEJIEM (I1IO BUJIAM
YUYEBHbIX 3AHATHN) n HA CAMOCTOATEJBHYIO PABOTY
OBYYAIOIIUXCHAI.

OO6m1ast TpyI0eMKOCTh TUCIMIUIMHBI COCTABIISIET 3 3a4€THBIX eIMHHMIIBI, Wi 108 yacoB

(u3 pacuera 1 3ET= 36 gacos).
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WntepaktuBHast (opma peanusyercs B Buie Oecelbl BO BpeMsl ayAUTOPHBIX 3aHATHUH,
y4eOHBIX AUCKYCCUI

5. COAEP/ KAHUE JUCHUIIJIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE I10
TEMAM (PA3JAEJIAM) C YKASAHUEM OTBEJAEHHOI'O HA HUX KOJIMYECTBA
AKAJEMUYECKHUX UWJIN ACTPOHOMMNYECKHUX YACOB U BUJI0OB YYEBHbBIX

3AHSITUIA.
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OOKYMeHmamu
3auem -
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Conep:xaHue TUCHUILIMHBI (MOYJIs1)

1. JlokyMeHT B COBpPeMEHHOM MHpe
JloKyMeHTanbHbIl MOTOK U OCOOCHHOCTH ero pas3BuTus. [loHsTHe o ngokymeHTax. Bumsl
JIOKyMEHTOB. MHOroOAacleKkTHass Kiaccu(uKamuu JOKyMEHTOB. DYHKIMH TOKYMEHTOB B
YVOPaBJICHUH CHUCTEMBbI TOKyMeHTanuu. YHudukanus cucrem nokymeHtupoBanus. ['OCTo u
HOPMATHBBI. 3HAYEHHUE JTOKYMEHTAIIMH B YIIPABICHYECKON ACATEIHHOCTH.

2. JIOKyMeHTanMoHHoe o0ecrnevyeHne ynpaBjieHus
Mecro u ponb JenonpousBoAcTBa B ympasieHuHM. OpraHuszanus HHGPOPMALUOHHO-
JOKYMEHTaIbHOTO oOciykuBaHus. llpaBuna odopmieHuss yrnpaBleHYECKUX JTOKYMEHTOB.
Cucrema oOpraHu3allMOHHO-PACHOPSAUTENbHOW JoKyMeHTauuu. Cucrema HHPOPMALUOHHO-
CIPaBOYHON JOKYMEHTAIMH. JJOKyMEHTBI 110 INYHOMY COCTaBYy.

3. Opranusamnusi padoTsl ¢ JOKyMEHTAMH
[TonsiTre «10KyMEeHTO000POT». ['pyIIbI TOKYMEHTOB: BXOASIINE, UCXOAAIINE, BHYTPEHHUE.
Perucrpamuss [OKYMEHTOB — COCTaBHas 4YacThb TEXHOJOTUM OpraHu3alud paboThl ¢
nokymentamu. Homenknatypa nen. @opmupoBanue aein. [loaroroska aen K XpaHeHUIO.

6. IHEPEYEHb  YYEBHO-METOAUYECKOI'O  OBECIIEYMEHHUA  JIA
CAMOCTOATEJBHON PABOTHBI OBYYAIOLIUXCSA 110 AUCHUIIJIMHE

MOAVYJIIO)
OcHoBHas1 JIMTepaTypa:
1. TI'pozoBa, O. C. JlemompousBoacTBO [DIEKTPOHHBIN pecypc| : yudeOHoe mocobue /

O. C. I'po3oBa ; [ToBoKCKMi rOCYAapCTBEHHBIM TEXHOJIOTUYECKUI YHUBEPCUTET ; TIOJ PEl.
JI. C. Xypasnesoit. — Momxkap-Oma : III'TY, 2015. — 124 c. : un. — Pexum pocryma:
http://biblioclub.ru/index.php?page=book&id=439196. — 3ar. ¢ skpaHna.

2. IlymanmoBa, H. H. OcHOBBI nenonpousBoJCTBa. SI3BIK CIY)XeOHOrO JOKyMEHTa
[DneKTpOHHBIN pecypc| : y4eOHHMK M NPaKTUKyM Ul aKaJeMUYecKoro OakalaBpuara :
y4eOHMK s CTyA. BY30B, 00yd. mo 5koH. Hampai. u cneu. / H. H. IllyBanosa,
A. 1O. UBanoga ; mox obmr. pea. H. H. lllysanoBoii ; Poc. akazn. Hap. X03-Ba U TOC. CIIYkKObI
npu Ilpesunenre P®O. — Mocksa : FOpaiit, 2019. — 375 c. — (bakanaBp. AkaneMuueckuit
Kypc). — Pexum pmocryma: www.biblio-online.ru/book/3292D997-E212-4FA9-BCAS-
OF3EA1DS84FCE. — 3armn. ¢ ’kpaHna.

Jlono/IHUTeIbHAS JIUTepaTypa:

3. T'punotepr, A. C. JlokyMeHTaIMOHHOE OOECIICUCHHUE yIpaBICHHs [DIEKTPOHHBIA pecypc] :
yuebHuk / A. C. I'punbepr, H. H. T'op6aués, O. A. Myxamermuna. — MockBa : FOHuTH-
Hana, 2015. — 391 c. : Ta6m., rpad., wi., cxemsl - bubmmorp.: ¢. 382-383. — Pexxum jroctyma:
http://biblioclub.ru/index.php?page=book&id=115031. — 3arux. ¢ sKpaHa.

4. Jloponuna, JI. A. OpraHuzanuss M TEXHOJOTHS JOKYMEHTAllMOHHOTO oOOecreueHus
ynpaBieHus: [DIeKTpOHHBIH pecypc] : y4eOHMK M MPakTHKYM IS aKaJeMUYecKOro
OakanmaBpuata / JI. A. oponuna, B. C. UputukoBa. — MockBa : U3narenscTtBo FOpaiit,
2019. — 233 c. — (bakamaBp. Akamemudeckuil kypc). — Pexum mocryma: www.biblio-
online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A. — 3ari. ¢ oKpaHa.

5. SuxoBuy, L11. A. Jlenonpou3BOACTBO B KaJpOBOH CITyX0€ [DIEeKTpOHHBIH pecypc] : ydeOHHK /
. A. SlakoBuu. — Mocksa : lOnutn-/lana, 2015. — 161 c. — bubmuorp.: c. 112. — Pexxum
nocryma: http://biblioclub.ru/index.php?page=book&id=119021. — 3arn. ¢ 3kpaHa.
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http://www.biblio-online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A
http://biblioclub.ru/index.php?page=book&id=119021

7. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHHUE JUCHOUIIJIMHbI
MoAaYyJisl)

- yueOHBIC AayAWTOPHH JJI TIPOBEACHHS 3aHATUN JIGKIIMOHHOTO THUMA, 3aHITHMA
CEMHHAPCKOT0 THITa, KYPCOBOTO MPOCKTUPOBAHUS (BBIMIOJIHEHUSI KYPCOBBIX paloT), TPYIIIOBBIX
U UHAWUBUAYAIBHBIX KOHCYJIBTAllMH, TEKYIIErOo KOHTPOJS W MPOMEXKYTOYHOW AaTTecTaruu
(yueOnast mebenb, TMepevYeHb TEXHHUUYECKHX cpeactB oOyuenuss - [IK, oGopymoBanue s
JEMOHCTpAIMK TPE3CHTAINH, Y4eOHO-HATNISAIHBIC MMOCOOUs, OOECICUNBAIOIINE TEMATHUCCKUE
WJUTFOCTPAITUH )

7.1 IEPEYEHb JIMIEH3UOHHOI'O TIPOT'PAMMHOI'O OBECIIEYEHUSA
JInueH3noHHOE MPpOrpaMMHOe o0ecniedeHHe 0Te4eCTBEHHOI0 IPOU3BOCTBA

Kaspersky Anti-Virus

JInueH3noHHOE POrpaMMHOe ofecniedeHHe 3apy0eKHOT0 MPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0001HO pacnpocTpaHsieMoe MPOrpaMMHoe ofecrevyeHne 0Te4ecCTBEHHOr0 MPOu3BoOACTBA
7Zip

CBo001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecrniedeHne 3apy0e;KHOro MPOU3BO/ICTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI

OBbC «3natenberBo Jlanby [DneKTpOHHBIN pecypc|: dieKTpoHHas OubmuoreyHas cuctema /
000 «M3narenbctBo Jlanby. — Pexxum mocryma: https://e.lanbook.com/;

DBC «dnekTponHas 6ubmmoreunas cucrema FOPAUT» [DneKTpoHHBIH pecypc]: 2IeKTpOHHAs
oubnoreunas cucrema / OO0 «dnexTponHoe M3naTenbctBo FOPAWTY. — Pexum pocryna:
https://biblio-online.ru/;

OBC «YuuBepcuterckas OubOinoTeka OHJIANWH» [DIEKTPOHHBIM pecypc]: 3JIEKTPOHHO-
NEePUOANYECKOe H3JaHKMe; IMPOTPAMMHBIN KOMIUIEKC MJi OpraHW3allid OHJIAMH-IOCTyHa K
nureH3noHHbM MaTepuanam / OO0 «HekcMenunay. — Pesxum noctyna: https://biblioclub.ru/.

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JTAHHBIX
1. CyneGusble n HopmaTHBHBIE akThl PD http://sudact.ru/
2. UndopmanmonHo-anamrryeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0a3a JaHHBIX SCOPUS
4. baszer nanabix kommaanu CLARIVATE ANALYTICS

7.4 THOOPMALHUNOHHBIE CITPABOYHBIE CUCTEMbI

1. CripaBo4HO-TIpaBoOBast UH(POPMAaLIMOHHAS cucremMa Koncynbrant [Tmroc
http://www.consultant.ru/

2. OO0 «CoBpeMeHHBIE MeaMa TEXHOJOTMM B  OOpa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. HHBIE CBEJEHUSI U MATEPHUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EIPHI
He npexgycmorpeno.

9. OBECIIEYEHHUE OBPA30OBAHMUSA J1JI51 JIUL C OB3

Jns obecrieuenust 00pa30BaHUs UHBAIUAOB U JIMIl C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS
peanusanys JUCLHUIIMHBI MOXET OCYLIECTBIATHCA B aJallTUPOBAHHOM BHJAE, C Y4E€TOM
cnenupuKd OCBOEHUS U JUJAKTUYECKUX TpeOOBaHMM, MCXOId U3 HMHIUBUIYaJTbHBIX
BO3MOXKHOCTEH U MO JINYHOMY 3asIBJICHUIO 00yJaroIerocs.
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