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

2. TPEBOBAHMS K PE3YJIBTATAM OCBOEHUSA JUCIIUIIJIMHBI (MOAYJIS)

B pe3yJibTaTe

KOMIICTCHIIN U

OCBOCHU JAUCHUITIIMHBI

bopMupyrOTCS

ClIenyIoue

YK-4 — cnoco0OeH OCyHIeCTBIIATh JIE€JI0BYI0O KOMMYHHKAIMIO B YCTHOM M MUCHMEHHOU
dopmax Ha rocyJapcTBEHHOM si3bike Poccuiickoii @enepaniuil 1 ”HOCTPaHHOM(BIX ) S3bIKE(aX);
IIK-5 - CnocobeH COBEpIIEHCTBOBATh OpPraHU3AIMIO JOKYMEHTO000poTa, 3P(HEeKTUBHO

HCIIOJB30BaTh

HUMCIOIIIUXCA

pecypcoB  uIs

MIPOU3BOMMON MPOAYKITUH, pabOT (YCIIyT) U MOTYyYEHHUS MPUOBLIN
[TepeueHb TUIAHUPYEMBIX PE3YIBTATOB OOYUCHHUS MO TUCIHUTUIHHE (MOJYJ0), COOTHECEHHBIX C
WH/INKATOPaMH JJOCTHOKEHHSI KOMIICTCHITHI

obecrieueHus

KOHKYPEHTOCTIOCOOHOCTH

Komnerennus

NuaukaTopsl KOMNETeHIU

Pe3yabTaThl 00yUeHHs

YK-4 - CnocoOen
OCYILECTBIISITH JETIOBYIO
KOMMYHHUKAIUIO B
YCTHOM U MUCbMEHHOMN
¢dopmax Ha
TOCYJapCTBEHHOM S3BIKE
Poccuiickoit @enepanuun
Y MTHOCTPaHHOM(BIX)
sA3bIKe(ax)

IIK-5 - Cnocoben
COBEPIIICHCTBOBATh
OpraHu3aIHIo
JIOKYMEHT0000pOTa,
3¢ PeKTUBHO
UCIIOJIb30BaTh
HUMEIOIIUXCS PECYPCOB
1 o0ecrieueHus
KOHKYPEHTOCIIOCOOHOCTH
IIPOU3BOAMMON
MPOAYKINH, paboT
(yciyr) u noiaydeHus
MPUOBLTH

4.1. BwiOupaeT Ha TOCYyIapCTBEHHOM H

MHOCTPaHHOM(BIX ) SI3BIKAX
KOMMYHUKAaTUBHO IIPUCMJIICMBIC CTHJIb
NEJOBOTO  OOIIeHWs, BepOalbHBIE U

HeBepOabHbIE CPEICTBA B3aUMOJCHCTBUS C
MapTHEPaMH.

4.2. Bezer JenoByIO MEPENKCKy, YUUTHIBAS
0COOEHHOCTH CTHJIMCTHKH O(QHUIMATBHBIX H
HeOo(QUIIMATBHBIX MTUCEM, COLUOKYIBTYPHBIC
pasnuuusa B GopMaTe KOPPECTIOHIICHIIMN Ha
FOCyIapCTBEHHOM ¥  HHOCTPAaHHOM(BIX)
SI3BIKAX.

4.3. YMeeT KOMMYHHKATUBHO H KYJIbTYPHO
MpPUEMIIEMO  BECTH  YCTHBIE  J€JIOBBIC
pasroBopsl  Ha  TOCYJApPCTBEHHOM  H
MHOCTPaHHOM(BIX) S3bIKAX.

4.4. BBITIONHSET MIePEBOJ
poecCHOHATBHBIX (B T.Y. EIOBBIX)
TEKCTOB C MHOCTPAHHOTO SI3bIKa Ha
roCyIapCTBEHHBIN sA3bIK Poccuiickoit
denepanuy U ¢ TOCYAAPCTBEHHOTO A3bIKA
Poccuiickoii @eaepanny Ha THOCTPAHHBIM.

[IK-5.1. Pactipenensier 00s3aHHOCTH TIPH
pabote ¢ JOKyMEHTaMH 3KOHOMHYECKOTO
CyObeKTa H BeICHUS JIENIONIPON3BO/ICTBA;
UIIK-5.2. Paumonanusupyet

cocTaB U (OpPMBI JOKYMEHTOB
SKOHOMHYECKOT'0 CYyOBEKTa;

[1K-5.3. CoBepIieHCTBYET CTPYKTYPY
nH(POPMALMOHHBIX TOTOKOB, Pa3paboTKH
ONITUMAJILHBIX MapIIPYTOB ABHKECHUS
JIOKYMEHTOB;

[IK-5.4. Bianeet HaBbikamu 3¢ (peKTHBHOTO
WCIIOJIb30BaHUs POU3BOICTBEHHO-
TEXHOJIOTHYECKUX PECYPCOB, BHITIOTHEHHS
paboT 1Mo MPOEKTY B COOTBETCTBUH C
TpeOOBaHUSIMHU TI0 Ka4ECTBY HOBOTO
MPOAYKTa;

[1IK-5.5. Brnageet meTogamu obecriedeHus
KOHKYPEHTOCIIOCOOHOCTH MPOILYKIIHH,

3HaTh: TEPMUHOJIOTHIO B
obrmactT  JeMOIPOU3BOJICTBA;
HOPMAaTHBHBIC JOKYMCHTHI,
periIaMeHTHpYyIoIIne
COCTaBIICHHE, odopmieHme
JIOKYMEHTOB M TIOPSIIOK PaOOTHI
C HUMHM; TIPaBHJIA COCTABJIICHUS
" odopmITeHUs
OpraHu3aIMOHHO-
pacrnopsaAuTENbHBIX
JOKYMEHTOB,  BXOISIIMX B
YHUGUIUPOBAHHYIO  CHUCTEMY
OpraHu3aIMOHHO-
pacropsAUTENbHBIX
nmokymeHToB (YCOP/).

Ymern:
M3Y4YEeHHBIMH
CTaH/IapTU3UPOBAHHBIMU
TepMI/IHaMI/I; HpHMeHHTb Ha

IIOJIB30BATHCA

MPaKTUKE rocyJapCTBEHHBIE
CTaHJapTHI, Ipyrue
HOPMaTHBHBIE U METOANYECKHE
JIOKYMEHTBI,
periaMeHTHpyroIue
OpraHu3aIio

JCJIONPOU3BOJICTBA, COCTABJIATH
" IpaBUJIBHO (B COOTBECTCTBHU C

JIEHCTBYIOIIUMHU
HOPMATHUBHBIMU JIOKYMEHTAMH)
o(OpMIIATh OCHOBHBIC BHJIBI
OpraHM3aIMOHHO-
PacnopsAUTETbHBIX
JIOKYMEHTOB; BBITIOJTHATh
OIpe/ieIeHHbIe BUBI PaboT MO
OpraHu3aIu paboThI c
JIOKyMEHTaMH.

BianeTb: METOIMKOM CO30aHMA,
opopmieHusi, 00pabOTKH U
XPaHECHHSI TOKYMEHTOB.




paboT (yciryr) Ha OCHOBE TpeOOBaHU
paIMOHATBHOM OpraHU3aIiy POU3BOJICTBA

3. YKASAHUE MECTA UCHUMIIJIMHBI (MOAYJisd) B CTPYKTYPE
OCHOBHOM MPO®ECCUOHAJILHON OBPA30BATEJILHON NPOI'PAMMADI.

Jannast yueOHasi AMCHMILUIMHA OTHOCHTCA K YacTH, (QOpMHUpYeMOW ydaCTHUKaMU
00pa3oBaTelbHBIX OTHOLIEHWH 1o HamnpasieHuto noarotoBku 38.03.02 MeHemKMeHT,
HanpaBleHHOCTh (po¢uiib) JIorucTuka U yrnpaBieHHE MPEATPUSTHEM.

4. OBBEM JUCHUIIVIMHBI (MOAYJIsSI) B BAUETHBIX EJUMHHULIAX C
YKA3AHUEM KO/INYECTBA AKAJEMUWYECKUX YACOB, BBIJIEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYUYAIOUIUXCS C NPENNOJABATEJIEM (IIO BUAAM
YUYEBHBbIX 3AHSTHI) n HA CAMOCTOSATEJBHYIO PABOTY
OBYYAIOLIUXCHI.

OO01mmast Tpy10eMKOCTh TUCIUTUTHHBI COCTABIISACT 3 3a4eTHBIX equHUIlLL, Wi 108 gacos

(u3 pacuera 1 3E= 36 uacos).
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WntepaktuBHast (opma peanusyercs B Buae Oeceapl BO BpeMsl ayAUTOPHBIX 3aHATHH,
y4EOHBIX AUCKYCCUI

5. COAEP)KXAHME JUCHUIIVIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE I10
TEMAM (PA3JAEJIAM) C YKASAHUEM OTBEJAEHHOI'O HA HUX KOJIMYECTBA
AKAJEMUYECKHUX WIN ACTPOHOMHUYECKHUX YACOB U BUJIOB YYEBHbIX

3AHSITUIA.
KonTtakTHas pabora » =
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1 Jloxymenm 6 cospemeHHOM 4 4 - 8 2 42
mupe
2 Jlokymenmayuonnoe 6 8 - 14 2 14
obecneyeHue ynpasieHus
3 Opeanuzayus pabomul ¢ 6 8 - 14 4 16
QOKyMeHmamu
3auem -
Hmozo 16 20 - 36 8 72 -




Conep:xaHue TMCUMILTAHBI (MOTYJIs)

1. JlokyMeHT B COBpeMEHHOM MHpe
JIOKyMEHTaNbHBII TOTOK M OCOOCHHOCTM ero pa3Butus. [loHartue o pokymeHTax. Buusl
JOKYMEHTOB. MHoOroacnekTHas kiaccuukanuu JTOKyMEHTOB. @OYHKIHH JIOKYMEHTOB B
YIPaBJICHUN CUCTEMbl JOKYMEHTAlWU. YHUHUKAMs cucteM aokymeHTHpoBanus. ['OCTwl u
HOPMATHBBI. 3HAYEHUE JJOKYMEHTALIMH B YIIPABJICHYECKON AESATEIbHOCTH.

2. JIOKyMeHTalnHMoHHoe ofecrnevyeHue ypaBieHUs
Mecto u ponb JAeNONpPOM3BOACTBA B  yrhpaBieHud. OpraHuzanus HHPOPMAIHOHHO-
JOKYMEHTaIbHOTO oOciykuBaHus. llpaBuna odopmieHuss yrnpaBlieHYeCKUX JTOKYMEHTOB.
Cucrema OpraHu3allMOHHO-pACOPSAUTENbHON JoKkyMeHTauuu. Cucrema HH(DOpPMALIMOHHO-
CIIPaBOYHOM JOKyMEHTauuu. JJOKyMEHTHI 110 INYHOMY COCTaBY.

3. Opranuzanus paGoThl ¢ JOKyYMEHTaMHU
[TonsiTue «10KyMEHTOOO0POT». I'pyIIbl TOKYMEHTOB: BXOASIUE, UCXOISIINE, BHYTPEHHUE.
Perucrpamusi JOKYMEHTOB — COCTaBHasi YacTh TEXHOJOTMHM OpraHu3alud paboTel ¢
noxkymentamu. Homenkiarypa aen. @opmuposanue aen. [loaroroska aen Kk XpaHEHUIO.

6. IHNEPEYEHb YYEBHO-METOAMYECKOI'O OBECIIEYEHUMA JIsA
CAMOCTOSTEJBHOM PABOTBI OBYUYAIOHIUXCA 1O JUCHUILINHE
MOAYJIIO)

OcHoBHast JiMTeparypa:

1. I'pozoBa, O. C. [enonpou3BOJACTBO [DIEKTPOHHBIA pecypc] : yueOHOe mocobue /
O. C.I'po3oBa ; IloBoimKCKUIE rocylapCTBEHHBIH TEXHOJIOTMYECKUN YHUBEPCUTET ; IO DEI.
JI. C. XKypasnesoit. — Momkap-Oma : III'TY, 2015. — 124 c. : mi — Pexum gocryma:
http://biblioclub.ru/index.php?page=book&id=439196. — 3ar. ¢ skpaHna.

2. UlyBanoBa, H. H. OcHOBBI [enonpou3BOJCTBA. SI3BIK CIIy’)K€OHOTO JOKYMEHTa
[DneKkTpoHHBIH pecypc] : yueOHUK M NPAaKTUKYM JJIS akaJeMU4yeckoro OakanaBpuara : y4eOHUK
JUI CTyJl. BY30B, 00yd. 1mo »KoH. Hampasi. u cruen. / H. H. llysanoa, A. lO. BanoBa ; mox
obm. pexn. H. H. IllyBanosoii ; Poc. akan. Hap. Xo03-Ba u roc. ciayxObl npu Ilpesunenre PO. —
Mocksa : Opaiit, 2019. — 375 c. — (bakanmaBp. Akamemudeckuii kKypc). — Pexxum moctyma:
www.biblio-online.ru/book/3292D997-E212-4FA9-BCA3-0F3EAL1D84FCE. — 3aru. ¢ akpaHa.

JlonoHUTEILHAS JIUTEpaTypa:

3. I'punbepr, A.C. JlokyMeHTalMOHHOE obOecnedyeHue yrpaBieHUs [DJIeKTpOHHBIN
pecype] : yuebnuk / A.C.T'punbepr, H.H.Topbaués, O.A.Myxamermuna. — Mocksa :
HOnutu-Jlana, 2015. — 391 c. : ta6n., rpad., ui., cxemsl - bubnmorp.: c. 382-383. — Pexum
nocryma: http://biblioclub.ru/index.php?page=book&id=115031. — 3aru. ¢ skpaHa.

4. Nloponuna, JI. A. OpraHu3anus ¥ TEXHOJIOTUS JOKYMEHTAI[MOHHOI'O oOecredyeHus

yhnpaBieHus: [DJIEKTPOHHBIM pecypc] : Yy4eOHMK M TPaKTHKyM JUIs aKaJeMHYEeCKOro
6axanaspuata / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa : M3narensctBo FOpaiit, 2019. —
233 ¢. — (bakamaBp. AxagemMuyeckuii Kypc). — Pexum gocryma:  www.biblio-

online.ru/book/09973F77-57B2-416D-A163-C43CAF34764A. — 3ari. ¢ 9kpaHa.

5. SukoBuu, L. A. JlenonpousBoAcTBO B KaJpoBOM ciykOe [DNeKTpoHHBIH pecypc] :
yueOHuk / ILI. A. SIlukoBuy. — Mocksa : FOuuTtu-lana, 2015. — 161 c. — bubnuorp.: c. 112. — Pexxum
nocryma: http://biblioclub.ru/index.php?page=book&id=119021. — 3aru. ¢ 3kpaHa.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI
MOAYJIs)

B o0pazoBaTenbHOM IpoIecce UCIONIb3YIOTCS:

—yueOHbIe ayAUTOPUH JUISI TPOBEACHUS y4eOHBIX 3aHATUH, OCHAILIEHHbIE 000pYyI0BaHHEM
U TEXHUYECKMMHU CpelIcTBaMH oOydeHus: yueOHas wmebenb, IIK, oOopynoBanue s
JEMOHCTpAILMH MTPEe3eHTAIHH, HaTrIsHbIe TOCOOMS;


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

-IIOMELICHUST  JJII ~ CaMOCTOSITETIbHOM ~ paboThl  0Oy4yaromuxcs,  OCHAllleHHBIE
KOMITHIOTEPHOH TEXHUKOH C BO3MOYKHOCTBIO TIOAKIIOUCHHS K ceTH «HTepHeT» U 00ecredeHnemM
JOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 NEPEYEHb JIMOEH3WUOHHOI'O U CBOBOJHO PACIIPOCTPAHSEMOI'O
IMPOI'PAMMHOI'O OBECIIEYEHMUA

.JII/IIIel-BHOHHOQ NnporpaMmmMHo¢ 06ecneqe}me OTCYCCTBCHHOI'O IPOU3BOJACTBA

Kaspersky Anti-Virus

JInneH3noHHOE MporpaMMHoe odecrevyeHne 3apy0e;KHOro NPOM3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOorpaMMHoe o0ecriedeHne 0Te4eCTBEHHOI0 POU3BOACTBA
7Zip

CBOﬁO}IHO pacipocrpansieMoc nmnporpammMmHoO¢C ob0ecreueHue 3apy6e>mmr0 MMpou3BOJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMbI

OBC «M3natenberBo Jlauby [DIEKTPOHHBIN pecypc|: 3JeKTpoHHas OuMOIMOTEeYHas cucrema /
000 «M3aarensctBo Jlanb». — Pexxum noctyna: https://e.lanbook.com/;

B3BC «dnexrponHas 6uGmuoreunas cuctema FOPAWTY [DnexTpoHHbI pecypc]: dNeKTpoHHAs
ouomoteynas cucrema / OOO «IJIEKTPOHHOE H3/IaTEIHLCTBO FOPANUTY. — Pexxum JOCTyMaA:
https://biblio-online.ru/;

OBC «YuuBepcutTeTckas OuOnuoTeka OHIAWH» [DIEKTpOHHBIA pecypc]: 3IEKTPOHHO-
MEePUOINYECKOE H3JaHUE; NPOrPAMMHBIM KOMIUIEKC JJI OpTaHM3allid OHJIAMH-AOCTyNa K
nuneH3noHHbIM Matepuanam / OO0 «HekcMenunay. — Pexxum goctyma: https://biblioclub.rul/.

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. Uadopmarmonno-anamutuaeckas cucrema SCIENCE INDEX

2. DnekTpoHHas 0a3a JJaHHBIX SCOPUS
3. bazer nannabx kommannu CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UHPOPMALIMOHHAS cucrema KoHncynpTant ITnroc
http://www.consultant.ru/

2. OO0 «CoBpeMeHHBIE MeAMa TEXHOJOTMM B  OOpa3oBaHUM U KYJIBType».
http://www.informio.ru/

8. HHBIE CBEJEHUSI 1 MATEPHUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EIPHI
He npexgycmorpeno.

9. OBECIIEYHEHHUE OBPA30OBAHUA 1JIs JINLL C OB3

Jns obecrieuenust 00pa30BaHUs UHBAIUIOB U JIUI] C OTPAHUYEHHBIMH BO3MOXHOCTSMH 310POBbSI
peanusanys IUCLHUILIMHBI MOXET OCYLIECTBIATHCA B aJallTUPOBAHHOM BHUIE, C YYETOM
cnenuuKd OCBOEHUS U JUJAKTUYECKUX TpeOOBaHMM, MCXOId U3 HMHIUBUIYaTbHBIX
BO3MOXKHOCTEH U MO JINYHOMY 3asIBJICHUIO 00yJaroIerocs.


https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/

