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1. OEJb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS)
Heanb yyeOHOM AMCHUIIMHBI — (OPMUPOBAHUE CHUCTEMBI 3HAHHWH 10 JOKYMEHTOBEICHHIO W
TEXHOJIOTUM COBPEMEHHOI'O AEJIONPOU3BOACTBA.

2. TPEBOBAHMUS K PE3YJIIbTATAM OCBOEHUSA JUCIUAIIJIMHBI (MO YJIS)

B pe3ynbrare OCBOCHUS JTUCIUILTUHBI (dbopmupyrorcs cleyrolume
KOMTICTCHITH:
YK-4 — cniocobeH ocylecTBISTh 1eJI0BYI0 KOMMYHHUKAIMIO B YCTHOW U MUCbMEHHOU (popmax Ha
rocyaapctBeHHOM si3bike Poccuiickoit denepanuu 1 ”HOCTPaHHOM(BIX) sI3bIKE(AX);
IIK-5 - CnocobeH COBEpIICHCTBOBATh OpPraHU3AIUI0 JOKYMEHTO00opoTa, 3(h(PEeKTUBHO
UCTIOJB30BaTh  MMEIOIIUXCA  PECypcoB  UIsi  oOecrnedeHus:  KOHKYPEHTOCIOCOOHOCTH
MIPOU3BOMMON MPOAYKITUH, pabOT (YCIIYT) U MOTYYEHUS TPUOBLITH

[TepeueHb TUIAHUPYEMBIX PE3YIBTATOB OOYUCHHUS MO TUCIUTUIHHE (MOJYI0), COOTHECEHHBIX C
WHIMKATOPaMH JIOCTHXKEHUS! KOMIIETeHIINH

Komnerenuus NaankaTopbl KOMIETEHIUH Pe3ynbTathl 00yyeHusi

YK-4 - Criocoben 4.1. Brioupaer Ha | 3HaTh: TEPMUHOJIOTHIO B OOJACTH
OCYIIIECTBIIATH JEIOBYIO roCyapCTBEHHOM U | AETONPOU3BOJCTBA; HOPMATHUBHBIE
KOMMYHHUKAIIMIO B YCTHOM | HHOCTpaHHOM(BIX) SI3bIKaxX | JOKYMEHTBI, perjaMeHTUPYIOIIe
Y IMCBMEHHON ()OpMax Ha | KOMMYHHKAaTHBHO MIPUEMIIEMBIE | COCTAaBIICHUE, odopmieHue
TOCY/IapCTBEHHOM SI3BIKE CTHJIb JIEIIOBOTO oOIIeHus, | ZJOKYMEHTOB M IMOPSAOK paboThHI ¢
Poccuiickoit denepanun 1 | BepOanbHbIE u HeBepOasbHBIC | HUIMHU; TpaBHJa COCTAaBICHHUS H
WHOCTPaHHOM(BIX ) CpencTBa B3aMMO/ICHCTBUS ¢ | obopmneHHs OpraHU3alOHHO-
A3bIKe(ax) MIapTHEPAMH. PacCHOpSAMTENBHBIX  JOKYMEHTOB,

4.2. Bexmer nAenoBYH TEPENUCKY, | BXOIAIMIMX B YHUDUINPOBAHHYIO

YUUTBIBasE OCOOEHHOCTH CTUJIMCTUKU | CUCTEMY OpraHHU3allOHHO-
opunmaneHPIX ¥ HEOQHUUUAIBHBIX | PACIOPSAUTENBHBIX  TOKYMEHTOB
MUCEM, COUMOKYIbTYpHBIE paznuuus | (YCOP/).

B (Qopmare KOPPECIOHACHIIMA Ha

roCyJapCTBEHHOM U | YMeTb: [10J1b30BaThCs
HWHOCTPAaHHOM(BIX) A3bIKaX. H3yYEHHBIMH

43. YMeer KOMMYHMKAaTHMBHO U | CTaHJapTH3MPOBAHHBIMH
KyJIBTYpHO  IIPHEMJIEMO  BECTU | TEPMHUHAMU; MIPUMEHSTh Ha
YCTHBIE JIEIOBBIE Pa3rOBOPbI HA | IMPaKTHKE roCyJapCTBEHHBIE

IIK-5 - Criocob6en
COBEPILEHCTBOBATH
OpraHU3aIHI0
JIOKyMEHT0000pOTa,
3(PeKTHBHO UCTIOTH30BATH
MMEIOIUXCS PECYPCOB IS
obecrevyeHuns
KOHKYPEHTOCIIOCOOHOCTH
MIPOU3BOAUMON
NpoAyKIHH, paboT (yciyr)
U TIOJIyYeHHUs TPUOBLIN

roCy1apCTBEHHOM u

MHOCTPaHHOM(BIX) S3bIKAX.

4.4. BeITIONTHSET TIEPEBOT
npoeccnoHambHBIX (B T.4.
JIEJIOBBIX) TEKCTOB C HHOCTPAHHOTO
SI3bIKA HAa TOCYAAPCTBEHHBIH S3bIK
Poccuiickoii ®@enepannu u ¢
TOCYJJApCTBEHHOTO SI3bIKA
Poccuiickoii @enepannu Ha
WHOCTPaHHBI.

HIIK-5.1. Pacnpenenser
00513aHHOCTH TIpH padoTe ¢
JIOKYMEHTaMH SKOHOMHUYECKOTO
CyOBeKTa U BEICHUS
JIeTTOTIPOU3BO/ICTBA;

UIIK-5.2. Pauuronanusupyer

cocTaB U (OPMBI JOKYMEHTOB
SKOHOMHYECKOTO CyOhEKTa;
HIIK-5.3. CoBeplieHCTBYET
CTPYKTYPY UH(POPMAITMOHHBIX
IIOTOKOB, pa3paboTKH ONMTHMAITBHBIX
MapIIpyTOB JIBUKCHHS JOKYMEHTOB;

CTaHIAPThI, JAPYrHe HOPMATHBHBIC
U METOJMYECKHE  JOKYMEHTEHI,
periIaMEeHTHPYIOIINE OPraHU3aIUI0
JICTTOTIPOU3BOJICTBA; COCTABIATh M
NpaBWIBHO (B COOTBETCTBHH C
JNEHCTBYIONIMMA  HOPMATHBHBIMHU
JOKYMEHTaMH) opopMIIATH
OCHOBHBIC BHJIBI OpPTraHU3aIMOHHO-
paCTOpPSAUTENLHBIX  JIOKYMEHTOB;
BBIMOJIHATH ONpEACTICHHBIE BUIBI
paboT 1o opraHu3ayu pPadOTHI C
JIOKYMECHTaMH.

Bmanetrs: MeTOOWKONM CO3daHHA,
odopmiteHus, 00paboTKH u
XpaHEHUS TOKYMEHTOB.




WIIK-5.4. Bnaneet HaBLIKaMU

3 PEKTUBHOTO HUCIIOIH30BAHIS
MIPOU3BOJICTBEHHO-TEXHOIOT HUECKUX
PECYPCOB, BBIIMOJIHEHUS paboOT 10
IIPOEKTY B COOTBETCTBUH C
TpeOOBaHMSIMH IO Ka4ECTBY HOBOTO
MPOJIYKTa;

HIIK-5.5. Bnageer meTonaMu
obecrniedueHus
KOHKYPEHTOCIIOCOOHOCTH
OpOAYKIHH, paboT (yciIyr) Ha
OCHOBE TPeOOBAHMHA PAIMOHATBEHOM
OpTraHM3alliY IPON3BOJICTBA

3. YKA3AHUE MECTA JUCHUIUVIMHBI MOAVYJISI) B CTPYKTYPE

OCHOBHOM NPO®ECCHUOHAJBHOM OBPA3OBATEJIBHOM ITPOI'PAMMEBI.

Jannass yueOHas JAMCUMIUIMHA OTHOCUTCS K 4YacTd, (GOPMUPYEMOHl Yy4acCTHUKAMH
00pa3oBaTeNbHBIX OTHOLIEHWH MO HampasieHuto noarotoBku 38.03.02 MeHemKMeHT,
HanpaBleHHOCTh (Tpoduib) JIorucTUKa U yIpaBiIeHUE PEATPUSTUEM.

4. OBBEM JIUCHUMIIJIMHBI (MOAYJisI) B 3AUYETHBIX EJIWMHHUIAX C
YKA3BAHUEM KOIHUYECTBA AKAJJEMHWYECKUX YACOB, BBIJIEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOIIUXCS C ITPENOJABATEJIEM (ITIO BUJAM
YYEBHbIX 3AHATHN) n HA CAMOCTOSATEJIBHYIO PABOTY
OBYYAIOIIUXCHI.

OO61as TpyA0eMKOCTh IUCHUTUIHHBI COCTABISET 3 3a4eTHBIX eAuHUIbL, Win 108 uacos

(u3 pacuera 1 3E= 36 yacoB).

= = Kon-Bo
o KounTakTHas 5
S aGoTa = 4acoB Ha
R R 5 | E CPC
i § i é o o Koi-Bo
o = 5 & S m| 0ol £ &' | 4acoB
28| ¢ | B SS|EE| S| 2G| ma | Dovws
2| 2] 2| ¢ 2212220 TE om | compons
| e £ |JK|IP|JB| g2 | x S E| &g P
>~ I ) =~ 2 m = Z“ JIb
o = Q o o O I o
= S I g8l =g
) e 7 >
o o
1 1 3 108 16 |20 - 36 8 12 - - 3a4eT
HUroro: 3 108 16 |20 - 36 8 72 - - 3ayer

WnTepaktuBHas ¢opma peanusyercs B BHAE Oecelbl BO BpeMs ayIUTOPHBIX 3aHSITHM,
y4eOHBIX AUCKYCCUI

5. COIEPXXAHUE JUCHUILIMHBI (MOJAY.JISI), CTPYKTYPUPOBAHHOE I1O
TEMAM (PA3JIEJIAM) C YKABAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJJEMHUYECKHUX WJIH ACTPOHOMUYECKHUX YACOB W BUJIOB YUEBHBIX
3AHATUMN.
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KonrakTHas pabora < 3
o2 =
(dac.) = = 8
HanMeHOBaHHE TEMEI c:3 c% E)c
= a, i <
No (paznmena) z 5 = o
an o as]
n/m = 3] S)
JIK 1P JIb = = 2 .
S B
O m é 0‘2) g o 8-
58| 28|35 |Lf¢x
AF| =8 |2 |38E
1 Jloxymenm 6 cospemennom 4 4 - 8 2 42
mupe
2 Jlokymenmayuonnoe 6 8 - 14 2 14
obecneyenue ynpasieHus.
3 Opeanuzayus pabomul ¢ 6 8 - 14 4 16
0OKyMeHmamu
3auem -
Hmozo 16 20 - 36 8 72 -

Coaep:xaHue TUCHMILIMHBI (MOYJIs1)

1. JlokymMeHT B COBpeMEHHOM MHpe
JIOKyMEHTaNbHBI TIOTOK M OCOOCHHOCTM ero pa3Butus. [loHatme o poxkymeHTax. Busr
JOKYMEHTOB. MHoroacnekTHas KjlacCUpUKalud JOKYMEHTOB. @DYHKIHMU JOKYMEHTOB B
YIIPaBJICHUN CUCTEMBI JOKYMEHTAalWU. YHUHUKanus cucreM aokymeHTHpoBanus. ['OCTwl u
HOpPMAaTHUBBI. 3HAUEHUE TOKYMEHTALIUU B YIIPABIECHUYECKON AEATEIbHOCTH.

2. JlokymeHTal[HOHHOE o0eclieYeHue yIpaBJIeHHs
Mecto u posb AENONpPOM3BOACTBA B  ympaBieHuu. Opranuzanuss HUHPOPMAIMOHHO-
JTOKYMEHTaIbHOTO oOchyxuBanus. [IpaBuna odopmiueHuss ynpaBleHYECKHX HTOKYMEHTOB.
Cuctema OpraHu3allMOHHO-PACTIOPSAUTENIBHON AoKkyMeHTanuu. CucremMa WHOOPMAIMOHHO-
CIIPaBOYHON JOKyMEHTaluuu. JJOKyMEeHTBI 110 INYHOMY COCTaBY.

3.  Opranuszanus paGéoThl ¢ JOKyMeHTAMH
[TonsiTre «10KyMeHTOO00POT». ['pyIIbI TOKYMEHTOB: BXOASIIUE, UCXOISIINE, BHYTPEHHUE.
Perucrpamuss [OKyMEHTOB — COCTaBHas YacTh TEXHOJOTMH OpraHu3aluu paboThl ¢
noxkymeHntamu. Homenkiarypa aen. @opmuposanue aen. [loaroroska aen Kk XpaHEHUIO.

6. HNEPEYEHb VYYEBHO-METOAMYECKOI'O OBECIIEYEHUA JIsA
CAMOCTOSTEJABHONH PABOTHl OBYYAIOIIUXCA MO JUCHUILIMHE
MOAVYJIIO)

OcHoBHasi iMTEpaTypa:

1. I'pozoBa, O. C. enonpou3BOACTBO [DIEKTPOHHBIA pecypc| : ydeOHoe mocobue /
O. C.I'po3osa ; IloBOIKCKMI TOCYyapCTBEHHBIN TEXHOJOTMYECKUI YHUBEPCUTET ; IMOJA DPEX.
JI. C. Kypasnesoit. — Momkap-Oma : II'TY, 2015. — 124 c. : nwr — Pexum mocryma:
http://biblioclub.ru/index.php?page=book&id=439196. — 3arux. ¢ skpaHa.

2. UlyBanoBa, H. H. OcHOBBI nenompowu3BOICTBA. SI3BIK CITy’)KEOHOTO JOKYMEHTa
[DneKTpOoHHBIH pecypc] : yueOHUK M MPAaKTUKYM JJIs akaJeMU4Yeckoro OakanaBpuara : yu4eOHUK
JUISL CTYA. BY30B, 00yd. o 3KoH. Hampasi. u crner. / H. H. Illysanosa, A. 0. lBanoBa ; moxg
o6m. pexn. H. H. IllyBanogoii ; Poc. akan. Hap. X03-Ba u roc. ciayxOsl npu Ilpesunenre PO. —
Mocksa : IOpaiit, 2019. — 375 c. — (bakamaBp. AkagemMudeckuid Kypc). — Pexum pocryma:
www.biblio-online.ru/book/3292D997-E212-4FA9-BCA3-0F3EAL1D84FCE. — 3ari1. ¢ skpaHa.



http://biblioclub.ru/index.php?page=book&id=439196
http://www.biblio-online.ru/book/3292D997-E212-4FA9-BCA3-0F3EA1D84FCE

JlonotHUTE/ILHAS JIUTEpPaTypa:

3. I'punbepr, A.C. JlokyMeHTaIlMOHHOE oOOecleueHrne yrpaBlIeHUs [DIIEKTPOHHBIN
pecypc] : yuebnuk / A.C.I'punbepr, H.H.'op6aués, O. A. MyxamermuHa. — Mocksa :
KOnuTn-/lana, 2015. — 391 c. : ta6xa., rpad., ui., cxemsl - bubnuorp.: ¢. 382-383. — Pexum
nocryma: http://biblioclub.ru/index.php?page=book&id=115031. — 3aru. ¢ skpaHa.

4. Jloponuna, JI. A. OpraHumzanus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOCCIICUCHHS

yhnpaBieHUus: [DJEKTPOHHBIM pecypc] : y4eOHMK M TPAKTUKYM Uil aKaJIeMHYECKOTro
6akanaBpuata / JI. A. loponuna, B. C. UputukoBa. — Mocksa : U3narenscTBo IOpaiit, 2019. —
233 ¢. — (bakanmaBp. Axagemuueckuid Kypc). — Pexum gocryma:  www.biblio-

online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A. — 3ari1. ¢ 3KpaHa.

5. SuxoBuu, L. A. Jlenompous3BOACTBO B KaJApOBOW ciykOe [DieKTpoHHBINH pecypce] :
yueOnuk / I1I. A. SIlakoBuu. — Mocksa : FOauTu-/lana, 2015. — 161 ¢. — bubnwuorp.: ¢. 112. — Pexxum
nocryma: http://biblioclub.ru/index.php?page=book&id=119021. — 3aru. ¢ 3kpaHa.

7. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITIUHBI
MOAOYJIsI)

B o6pazoBaTenbHOM mporiecce UCIOIb3yOTCS:

—y4eOHbIe ayAUTOPHH IS IPOBEICHUS yUeOHBIX 3aHATHI, OCHAIIEHHBIE 000PYA0BaHHEM
U TEXHUYECKHMMH CpelIcTBaMH oOydeHus: ydeOHas wmebenb, I[IK, oOopynoBanme s
JIEMOHCTpALIMH MPE3EHTAIUH, HATJISTHBIE TTOCOOS;

-IIOMEMICHUsT  JUIsl ~ CaMOCTOSITENIbHOM ~ paloThl  OOy4arommxcs,  OCHAIICHHbBIE
KOMITBIOTEPHON TEXHUKON C BO3MOYKHOCTBIO MOJKITIOYCHUS K ceTh «MHTepHeT» U 00ecrieueHneM
JOCTYTA B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBaTenbHyto cpeny MAIT'Y.

7.1 NEPEYEHb JIMIEH3UOHHOI'O U CBOBOJHO PACIIPOCTPAHSEMOI'O
INPOI'PAMMHOI'O OBECIIEYEHUSA

.]IP[IICH3I/IOHHO€ nporpaMmmMHoe o0ecreyeHe 0Te4eCTBEHHOI 0 NMpoOu3BOACTBA

Kaspersky Anti-Virus

JInneH3noHHOE NporpaMMHoe odecredyeHne 3apyoes;KHOro Npou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe o0ecredeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
7Zip

CB000HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHne 3apy0e;KHOr0 NPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIHUOTEYHBIE CUCTEMBbI

OBbC «M3natensctBo Jlanb» [DneKTpOHHBIA pecypc]: 3JIeKTpoHHas OuOIHOTeuHas cucrema /
000 «M3nmarenbctBo Jlauby. — Pesxxum moctyma: https://e.lanbook.com/;

3BC «dnexrponHas GuGmmoreunas cuctema FOPAWTY [DnexTpoHHBIH pecypc]: 2NeKTpoHHAS
6ubamoreunas cucrema / OO0 «DiexkTporHoe m3marensetBo IOPAUT». — Pexum mocryma:
https://biblio-online.ru/;

OBC «YHuBepcurerckas OubOnuoTeka OHJIAWH» [DIEeKTpOHHBIA pecypc]: 3IEKTPOHHO-
NEpUOJIMYECKOe H3JaHHe; MPOTPaMMHBIM KOMIUIEKC JUIsI OpPraHM3allMU OHJIAHH-I0CTyNa K
nurnen3noHHbM MaTepuanam / OO0 «HekcMenuna». — Pesxxum noctyna: https://biblioclub.ru/.

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Uadopmarmonno-ananutuaeckas cuctema SCIENCE INDEX
2. DnekTpoHHas 0asza TaHHBIX SCOPUS


http://biblioclub.ru/index.php?page=book&id=115031
http://www.biblio-online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A
http://www.biblio-online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A
http://biblioclub.ru/index.php?page=book&id=119021
https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/

3. baswl nanubix kommnaunu CLARIVATE ANALYTICS

7.4 THOOPMALIMOHHBIE CITPABOYHBIE CUCTEMBI

1. CnpaBo4yHO-TIpaBOBast nHpopMaImoHHas cucrema KoncynbTant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpemMeHHbIE MeAMa TEXHOJOTMM B  OOpa3oBaHUM U KYJIbTYpPe».
http://www.informio.ru/

8. UHBIE CBEJJEHUS U MATEPHAJIbI HA YCMOTPEHUE BEJAYIIEN KA®EJPbI
He npengycmoTtpeno.

9. OBECIIEYEHHUE OBPA30BAHMUA J1JIs JINLL C OB3

st oGecrieuenns 0Opa3oBaHUsI MHBAJIUIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbS
peanu3anys JUCLMIUIMHBL MOJKET OCYILECTBIISTBCS B aJalTUPOBAaHHOM BHUIE, C YYETOM
cnenupuKd OCBOEHUS U JHUJAKTUYECKUX TpeOOBaHMM, MCXOId U3 HHIUMBUIYaIbHBIX
BO3MOYKHOCTEH U MO JINYHOMY 3asIBJICHUIO 00y4aroIIerocs.



