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1. leau 1 3a1a4u TUCHUILIHHBI

Leab ocBOeHUsI TUCHUNIMHBI:

- ¢dopMmupoBaHHE y O0OydYaroUUXCsi CHOCOOHOCTH pa3padaTbiBaTh MPOEKTHI
HOPMATHUBHBIX TIPABOBBIX aKTOB B cdepe npodhecCuOHANbHOW JeATeTbHOCTH,
OCYUIECTBJISTh HX TMPABOBYID M AHTUKOPPYIUMOHHYIO SKCHEPTU3Y, OLEHKY
PErYJIUPYIOLIEro BO3ACHCTBUS U TIOCIEACTBUN UX MPUMEHEHHUS.

Ilepeyenb koMIeTeHUMH, (POPMHUPYEMbIX B IIpoLecce U3YyYeHHUS JUCHMIIHHbBI

Komnerenmuu Conep:xxanue

OIIK-4 CrniocobeH pa3pabaThiBaTh TPOSKTHI HOPMATHBHBIX MTPABOBBIX aKTOB B cepe
npoeCCUOHATBHON  JIEATETbHOCTH, OCYLIECTBISATH HUX IMPABOBYIO H
AHTUKOPPYIIIMOHHYIO 3KCIEPTH3Y, OICHKY PETyIUPYIOIIEro BO3ICHCTBUS H
HOCHC,Z[CTBI/Iﬁ X IPUMCHCHU S

3amauyu AUCUMILTUHBI:

e (QopMupoBaHHUE Yy OOyYalOLIUMXCS TMOHUMAHHS OCHOB NPOEKTHUPOBAHUS
HOPMATHBHBIX MTPABOBBIX aKTOB B chepe MpodheCcCHOHATBHON AeTEIHLHOCTH,

o dbopmupoBaHue MPEICTABICHHAMN 0 MOPSJIKE OpraHu3aluu
JTOKYMEHTHUPOBAHMSI M JOKyMEHTOOOOpOTa, (hOpMHUpOBaHWE 3HAHUK 00 OCHOBHBIX
mpaBujaXx W TOPSAKE MOATOTOBKH OQGOPMIICHUS, y4eTa W XPaHEHUS CIIy)KCOHBIX
JOKYMEHTOB, a TaK ke (OpMHpPOBAHHME YMEHUH MO pa3paboTKe yImpaBiIeHUYECKOU
JOKYMEHTALINH;

o - (hopMHpOBaHUE Y OOYYaIOIIUXCS YMEHHUS OCYIIECTBIISTH MPABOBYIO U
AHTUKOPPYIIMOHHYIO 3KCIEPTU3y HOPMATUBHBIX MPABOBBIX aKTOB B cdepe
npodeccuoHanbHOM eI TeIbHOCTH

o dbopMHUpOBaHME TPAKTUYECKUX 3HAHUM, CBS3aHHBIX CO 3HAHHUEM
JOKYMEHTAIMOHHOTO O0EeCTeYeHus yrnpaBlieHusl B opraHax u nojpasaencHusx [TIC
U CIIOCOOHOCTHIO K PEIICHUIO TIPABOBBIX, COIMAIBHBIX W KaJPOBBIX BOIPOCOB,
CBSI3AHHBIX C  JICSTEIBHOCTBIO  MOXAPHO-CIACATENbHBIX  NOAPA3JICIICHUM  Ha
TEPPUTOPHATHPHOM ypOBHE, a Tak k€ (OPMHUPOBAHHE YMEHUH  BECTH
JIEJONPOU3BOACTBO M Y4YacTBOBAaTb B BEJEHUU JOKYMEHTOOOOpDOTa B oOpraHax
roCyJJapCTBEHHOM BJIACTH, FOCYJAPCTBEHHBIX U MYHHMIIMIIAJIbHBIX OpPraHU3alMsIX, Ha
npeanpusaTusx u - opranmzanusx cucteMbl MUC  Poccun. IlpuoOperenue
NPAKTUYECKUX HABBIKOB COCTABIICHUS, Y4Y€Ta, XPAHEHUs, 3alllUThl CIYXKeOHOU
JOKYMEHTAI[MU B COOTBETCTBUH C TPEOOBAHUSIMU JOKYMEHTOOOOPOTA.

2. [lepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHMS 10 JMCHHUILINHE,

COOTHECCCHHBIX ¢ HHIMKATOPAMH TOCTHIKCHUSA KOMHeTeHHHﬁ
WNHpaukaTopbl 1OCTUXKEHUS KOMIIETEHIIUH [Tnanupyemblie pe3yabTaThl O0yYEHUS 110
JTUCIUIINHE, XapaKTePU3YIOLIUe 3TaIbl
dbopMUPOBaHUS KOMITETEHITHIA
Hcnonb3yeT 3HaHUS OCHOB MPOECKTUPOBAHUS | 3HAET

HOPMATUBHBIX MIPABOBBIX aKTOB B chepe IOpuanueckyo TEpMHUHOJIOTHIO,




npodeccuonanbHoOU aesitenbHocTH OITK-4.1

HEOOXOUMYIO JIIsl IPAaBOTBOPUYECKOM
nesitenpHocTH OIIK-4.1.PO-1

[IpaBuia nenonpou3BoaCTBa B eiepaibHBIX
opranax ucnosHuTenbHol Biactu OINK-
4.1.PO-2

VYmeer

Hcmonb3oBathb YCTAHOBJICHHBIC HOPMEI U
paBuiia pa3pabOTKH HOPMATHUBHBIX MTPABOBBIX
AKTOB OpTraHOB HUCIOJIHUTEIBHON BIACTU U UX
rocynapctBeHHou peructpanun OI1K-4.1.PO-
3

[TpumeHsTh 0011IME U CTieuaTbHbIE METObI
HKCIIEPTHOTO aHAIN3a U OLICHKU [TPOEKTOB
HOPMATUBHBIX IIPABOBBIX aKTOB, MPOSIBIISIET
npodeccuonanusm u orBercTBeHHOCTh OITK-
4.1.PO-4

IIpuMeHsieT yMEHHUs OCYILECTBIIATH IIPABOBYIO
U aHTUKOPPYIIIMOHHYIO KCIIEPTH3Y
HOPMATHBHBIX MPABOBBIX aKTOB B chepe
npodeccuonansHoi nesitensuocTr OITK-4.2

3Haer

MeTo1b1 aHTUKOPPYIIIMOHHOM 3KCIIEPTU3bI
HOPMATHBHBIX MPABOBBIX aKTOB B chepe
npodeccuonansHoi nesitensHocTr OITK-
4.2.PO-1

CrniocoOBI COCTaBIICHUSI, XPAaHCHHS, 3AIUTHI
CITy’)K€OHOH TOKyMEHTAIINU B COOTBETCTBHH C
TpeboBaHusAMH ToKyMeHTooOopoTta OIIK-
4.2.PO-2

Ywmeer

[TpuMeHATh METONUKY IPOrHO3UPOBAHUS
COLIMAIbHO-OKOHOMUYECKHX ITOCIIEICTBUI
IIPUHATHS HOPMAaTUBHBIX IIPABOBBIX aKTOB C
Y4€TOM aHTUKOPPYNLIMOHHON COCTABIISIOLIEH
OIIK-4.2.PO-3

BecTtu nenonpous3BoACTBO U y4acTBOBATh B
BEJICHUU JIOKyMEHTO000pOTa B OpraHax
rOCyapCTBEHHOU BIACTH, FOCYIapCTBEHHBIX U
MYHUILIMIIAJIBHBIX OPraHU3alMsIX, Ha
IPEIIPUATHIX U OPTaHNU3ALUAX CUCTEMBI
MYC Poccun OIIK-4.2.PO-4

3. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOM Npo@deccunoHabHO
o0pa3oBaTeJIbHOM MPOrpaMMbl

JIHCHHHHHHa OTHOCHUTCA K

00s13aTeNIbHOMN 4acTH, OCHOBHOM

npodeccruoHanbHO 00pa3oBaTeNbHONW MPOrpaMMbl OakandaBpuara Mo HaNpaBIECHUIO

IIOATrOTOBKH

38.03.04 T'ocymapcTBeHHOE U

MYHHUIIUIIAIIBHOC YIpaBJICHHUC,

HamnpaBieHHOCTh (mpoduiib) — ['ocymapcTBeHHOE yrpaBiieHHEe B 00JACTH 3alIUThI
HACEJICHUS U TEPPUTOPUM OT UYPE3BBIUANHBIX CUTYALIUH.

4. CTpyKTYypAa U coJeprKaHue TUCUUIIMHBI
OOmast TpyI0€MKOCTh JIUCIUIUIMHBI COCTABISICT 4 3adeTHble enuHUIlbl 144

gaca.




4.1 Pacnipee/ieHne TPyI0€eMKOCTH IMCIUILIMHBI IO BUIaM padoT,
1o cemectpam u popmam o0yueHust
JIst 04HOM hopMbI 00ydeHust

TpynoeMKkocTh
Bun pabotet 1o
3.€. yac. | cemecTpam|
1
OOmiast TPyIOEMKOCTh AMCLUUIUIMHBL IO Yy4eOHOMY 4 144 144
TJIaHy
KonTaktHast pabota, B TOM ducIe: 56 56
AYyIUTOPHbIE 3aHATHSA 54 54
Jlexuu (JI) 26 26
ITpaktuueckue 3ansatus (I13) 28 28
KOHCYJIbTallMM TIEpe] SK3aMEHOM 2 2
CamocrosiTeqbHasi padora (CP) 52 52
JK3aMeH 36 36

4.2. TemaTnyeCcKui MJIaH, CTPYKTYPHUPOBAHHBIN 110 TeMaM (pa3aesam) ¢
YKa3aHUEM OTBEJACHHOI0 HA HUX KOJIHYECTBA aKA[IeMHUYECKUX YaCOB M BH/I0B
padot

1JIst 04HOM hopMbl 00ydeHust
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OCHOBBI Opra”Hu3anun
1 P W g 1 4 4 6
JICJIONPOU3BOJICTBA
Oprauusanus CITYKOBI
2 |P H y 14 | 4 4 6
JIEJIONPOU3BOJICTBA
3 [TpaBwiia OATOTOBKH W O(OPMIICHUS 14 4 4 6
OpPTraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBwiia MOATOTOBKH U 0(hOpMITCHUS 12 ) 4 6
pacopsANTENBHBIX JOKYMEHTOB
[IpaBuna opopmieHus
5 | uHPOPMALMOHHO-CIIPABOYHBIX 10 2 2 6
JIOKYMEHTOB
OO0l opsIoK PadoTHI C
6 | OUHHI IOPANOK P 10 | 2 2 6
JIOKyMEHTaMH B OpTaHHU3aI[IH
7 KynbeTypa ne10B0i TUCbMEHHOW peyn: 10 ) ) 6
UCTOPHS U COBPEMEHHOCTh




] OCco0EHHOCTH S3bIKA CITY)KEOHOTO 12 4 ) 6
JIOKYMEHTA

9 PenaktupoBanue TekcTa ciayeOHOoro 10 | 2 4 4
JIOKYMEHTA
Koncyabranus 2 2
JK3aMeH 36 36
Hroro 144 | 26 28 2 | 36 | 52

4.3 Conep:xxanme TMCHUIIMHBI J1JI 00y4YAIOIIMXCS
04YHOM (popMBI 00yUeHUS

Tema 1. OCHOBBI OPraHN3alMU AeJIONPOU3BOACTBA

Jleknus. Benenue noxymeHTtoB 10 XV B. YueTHble NOKYMEHTHI JlpeBHEn
I'petun, lpesnero Erunta, JlpeBHero Puma, lllymepo-BaBHIIOHCKHME IOKYMEHTBI.
®opMbl T0KyMeHTOB. CpeacTBa 3alUThl JOKYMEHTOB. DYHKIUHA JOKYMEHTOB: YYET,
YIIPaBJIEHUE U KOHTPOJIb.

@opMHUpOBaHUE NPUKAZHOM YIIPABICHYECKOM CHUCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOmiero aenonpou3BoAcTBa. CTPyKTypHBIE MOAPA3EICHHUS MPUKA30B.
Boennasi, auniomaTuyeckas, CTaTUCTUYECKas, ydeTHas AoKymeHTauus. [IpaBuna
cocTaBieHuss W 0QOpMIIeHUS JOKYMEHTOB. KolexKckoe Jenonpou3BOACTBO.
Crpykrypa koseruii. Bunsl 1okyMeHTOB. Peructpanusa nokyMeHToB. Opranuzanus
KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-nagana XX B. Opranuzaius padoThl ¢ JOKYMEHTaMHU
B MUHHCTEPCTBax. lloyiokeHne 0 MUCHMOBOJICTBE M JIETONPOU3BOJCTBE B BOCHHOM
BEJIOMCTBE.

IIpakTuyeckoe 3aHaTHE. Pa3BuTie COBETCKOTO Aenonpon3BoacTea. OyHkuuum
METOJMWYECKOr0 IEHTpa II0 PYKOBOACTBY pAalMOHAIU3ALMEN JEIONPOU3BOACTBA.
biopo cranmaptuzanuu  BCHX CCCP. OcHoBuble mnonoxenuss EnuHoi
rocynapctBeHHol cuctembl  genonpousBoactBa (EI'CJl). Coszganue Enunoit
rOCy1apCTBEHHOM CHCTEMbl JOKYMEHTAIIMOHHOTO OOeCledYeHHsl YIpaBiICHUS
(ET'CHAOY). Ilpomecc cranmaptu3aliui W yHUQUKAIUK  OpPraHU3aIlMOHHO-
pacriopsauTenbHOM  JoKyMeHTanuu. Co3gaHue ABTOMATU3UPOBAHHOM CUCTEMBI
ynpasieHuss (ACY) u OOuierocy1apcTBeHHOM cucTeMbl cbopa U 00pabOTKH
uHbopMalMu ISl y4eTa IUTAaHUPOBAHUS W YIOpPaBJICHUS HAPOJHBIM XO3SHCTBOM

(OI'AQ).
CamocrosiTebHast pabora. ['ocynapctBenHoe peryjaupoBaHue
JIEJIONPOU3BOCTBA B P®. HopmatuBHo-1paBoBOE peryJaupoBaHue

JTOKYMEHTUPOBaHMsSI W paboThl C JokymeHTamu. [lomHOMoums @enepaibHOTO
apXMBHOTO AareHTCTBa IO OOECIEeYEeHUI0 COOIONEHUS TPaBUJ XPaHCHWS,
KOMIUIEKTOBAHMS, Y4Y€Ta M HCHOJIb30BAHMUSI ApPXUBHBIX JOKYMEHTOB. IIpaBuna
JIEONIPOU3BOACTBA B (heIEpATbHBIX OpraHax WCIOJHHUTENbHON Bractu. CTaHAApTHI,
yCTaHABIMBAIOIINE MPpaBuiia 0(OPMIICHUS JOKYMEHTOB.

Pexomenayemas ureparypa:

ocHoBHas: [1,2];

JonoJiHuTeNbHas: [1,2].



Tema 2. Opranuzanmsi cayK0bl 1eJJONPOU3BOACTBA

Jlekumsa. Opranuzanusi ciy>xObl JIEJONPOU3BOJICTBA B TOCYAapCTBEHHBIX
opranax. TpeboBaHMs K OpraHu3aluy JOKyMEHTOOOOpoTa B (enepaibHOM OpraHe
UCIIOJIHUTENbHON  Biactu.  OpraHuzanus  Ciay>KObl  JEJONPOU3BOJACTBA  HA
npeanpusaTUsx. Turmosas cTpykTypa ciyxos JJOY.

3amaun ciyxObl nenonpousBojcTBa. TexHonormdeckue Qyukuu JJOVY.
Opranuzanuonnsie ¢ynkiun JOY. Koutponbubie ¢yskiun ciayx6sr 1OV,
Meronnueckne  pynkmuu  JIOY.  CrpykTypa  TIOJNIOKEHHS O  CIyxOe
aenonpoun3BoAcTBa. Opranuzanus B3auMoaencTBus ciayxos JIOY co CTpyKTypHBIMH
MOAPAa3AEICHUAMH NPEANPUITHS (YUPEKIACHUSA).

CucremMbl KOJJIEKTUBHON 00pabOTKH JOKYMEHTOB. KOMILIEKCHBIE CHCTEMBI
YIPABJICHUS TOKYMEHTaM.

IIpakTuyeckoe 3ansitue. Opranuzanus CIay>KObl  JI€TONPOU3BOJICTBA.
Opranuzanus 10KyMeHT0000poTa. PopMbl pabOThI C JOKYMEHTAMH B OpraHU3aIUsIX.
[Topsimox 06pabOTKH TOKYMEHTOB.

CamocrosiTesibHast padora. DJIEKTPOHHBIE CUCTEMbl  JOKYMEHTALIUH.
OcobeHHOCTH pabOTBl C ANEKTPOHHBIMU JIOKYMEHTaMU B (eAepalibHbIX OpraHax
UCIIOJIHUTENbHOM BiacTu. [lopaioKk MCTIOIb30BaHUS 3JIEKTPOHHBIX MoANUceil. Busl
ANIEKTPOHHBIX Moanuced. Opranuzaius 3alUUIIeHHOr0 TOKYMEHTO000pOTa B CETH.

Pexomenayemas urepartypa:

ocHOBHast: [1,2];

nonoyiHuTenbHas: [1,2].

Tema 3. IlpaBmia mnoAroroBKM u ogopmileHHs OPraHU3ANMOHHBIX
JAOKYMEHTOB

Jlekumsa.  OOmwme  mpaBuna  opopmieHUss  JOKYMEHTOB.  3ajauu
['ocypapcTBeHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO OOECHEYEeHHs YIpPaBJICHHEM
(I'CAOY) u ynudunupoBanHoit cucrembl aokymeHtamuu (YCJI). TpeGoBanus k
O0(OPMJICHUIO PEKBU3UTOB JOKYMEHTOB. Buaesl noxkymentoB. dopmaTel Oymaru u
noJisi. bIaHKu TOKYMEHTOB.

Buapl opraHn3allMOHHBIX TOKYMEHTOB. PEKBU3HUTHI ycTaBa, yYpEeAUTENbHOTO
noroBopa. Bubl 1 nopsanok opopmMiIeHHUs MOJOKEHUN, ONPENesSIOmUX CTPYKTYpY,
KOMITETCHIINIO W OpPTaHW3alui0 paboTel mpeanpustus (yupexaenus). CTpykrypa
MOJIOKEHUM, PErIaMEHTUPYIOIIUX AESTENbHOCTh JIOJDKHOCTHBIX JHL. Buael u
CTPYKTypa MHCTPYKIUi. PekBu3nThl nHCTpyKimii. Buasl pernamentoB. TpeOoBanus
1o 0(hOpPMJICHHUIO PETJIaMEHTA.

IIpakTuyeckoe 3ansaTHe. OdopMieHHE HOPMATUBHO-IPABOBHIX AaKTOB
OpraHoOB HMCHOJIHUTENbHOM BiacTu. OdopMieHHe pPaCIOpsHKEHUH, MOCTAaHOBICHHM,
pemieHunii, mpukaszoB. lIpaBuna NOATOTOBKM U OQOPMIIECHUS OPTraHU3ALUOHHBIX
JOKYMEHTOB

CamocrostenbHas padora. O0iue TpeboBanus 1o 0hOPMIICHUIO TOTOBOPOB.
Crpykrypa  rpaXXJaHCKO-TIpaBOBBIX  JOroBopoB.  ConepaHWe  IPETEH3UH,
pexnamanuu. [lopsinok ohopmileHHsI UCKOBBIX 3asBICHUM.

Pexomenayemasi sureparypa:



ocHoBHasi: [1,2];
JonoJiHuTeNnbHas: [1,2].

Tema 4. IlpaBwia noaAroroBKM M O0GoOpMIIeHHS PaCHOPAAUTETbLHBIX
AOKYMEHTOB

Jlekuuss.  Buasl  pacnopsAMTENBHBIX  JTOKYMEHTOB. Odopmnenue
pacrnopsauTENbHON JOKYMEHTALINH.

Bunet u mopsimoxk odopmienus mnpukazoB. OdopmieHHe pacnopsKeHH.
Odopmiienne pemenns. OdopmiieHrne TPOTOKOIA.

[Topsimox JOKYMEHTHpPOBAHUSI TPYJOBbIX OTHOIIEHHN. ColepKaHUe ITAaHHOTO
pacnucanusa. IIpaBuna BHYTpeHHEro TpyAoBoro pacrnopsaka. OdopmiaeHue
JIOJHDKHOCTHOW — MHCTpYKIMH. OdQopmieHne TpyaoBOro J0roBopa. PeKBU3UTEHI
MIPUKA30B M0 JUYHOMY COCTABY.

IIpakTuyeckoe 3ansaTue. IlpaBuna moarotoBku U oopmieHUsS
pacnopsIMTEeNbHbIX JOKyMEHTOB. llopsmok odopmiieHHs TEePBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX peructpoB. OCHOBHBIE U JONOJHUTENBHBIE PEKBU3HUTHI
OyXrajJTepcKux JOKYMEHTOB. Ha3HaueHue  pEeKBU3UTOB, NPUMEHSEMBIX B
OyXTalTepCKUX JOKYMEHTAX.

CamocrosiTesibHAsI padora. OpraHu3aioOHHO-PaCIIOPAIUTEbHAS
nokymenrtanusi B cucreme MUYC Poccun. Odopmiienne MHCTPYKIIUM, MPOTOKOJIOB.
ConeprxaHne ¥ Ha3HAYCHHUE CITY>KEOHBIX MUCEM, CITY>KEOHBIX 3aIHICOK.

Pexomenayemas ureparypa:

ocHOBHast: [1,2];

nonoJiHuTenbHas: [1,2].

Tema 5. IlpaBuna opopmiaeHuss HUHPOPMANMOHHO-CIIPABOYHBIX
JOKYMEHTOB

Jlekuusi. Buasl MHPOpManuMOHHO-CIIPABOYHBIX JAOKyMEHTOB. OdopmieHue
JOKJIAHBIX M OOBSCHUTENBHBIX 3alUCOK. BUIbl M MOpsiok 0QOpMIIEHHS aKTOB.
Buaer cmyxeOubix nucem. Odopmienue ciyxeOHbIX nuceM. OdopmieHue
tenerpamm. Bunel u opopmienue crpaBok. OdopmiieHue

IIpakTnyeckoe 3ansatue. OdopmieHrue HUHYOPMALMOHHO-CIPABOYHOU
JOKyMeHTauuu. Buabl HaydHbIX padoT.

CamocrositenibHass paGora. OdopmieHue pe3yabTaTOB HAYYHBIX pPadoT.
Odopmienue crrcka UCMOJIb30BaHHOM JTUTEPATYPHI.

Pexomenayemas ureparypa:

ocHoOBHas [1,2];

nonoyiHuTenbHas: [1,2].

Tema 6. O0muii MOpPsiIOK padOTHI ¢ JOKYMEHTAMM B OPraHU3alMu

Jlekumsa. Ilpuem wu nepBuyHas o00pabOTKa BXOJSMUIMX JIOKYMEHTOB.
[IpeaBapuTennbHOE pPAacCMOTPEHHE W paclpejiesieHne JOKYMEHTOB. Peructpanus
BXOJIAIIEH KOPPECTIOHICHIIMU. Bubl HEperucTpupyemMbix 10KkyMeHTOB. OO0paboTka u
OTMpaBKa HUCXONAIIMX JOKYMeHTOB. IIpoBepka mnpaBuibHOCTH OGOPMIICHUS
UCXOJAIMX JOKyMeHTOB. JKypHallbHass W KapTOuHas CHUCTEMa PETUCTpALUH



JOKYMEHTOB. ABTOMaTHU3MPOBAHHAs CUCTEMA PErHCTPAIH TOKYMEHTOB.

KoHTposib 3a cpokamMu HCHOJHEHUS JAOKYMEHTOB. ABTOMAaTHU3HPOBAHHBIN
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB.

Opranuzaiusi OnepaTMBHOTO XpaHEHHsI JOKYMeHTOB. HomMmeHkmartypa gen B
opranuzanuu. TpeOoBaHMs MO COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATYPbI eIl

IIpakTuueckoe 3ausitue. [lopsaok ¢opMupoBaHUsS Je1 B OpraHU3alUU.
[Topsimok odopmienus aen. Cucremaruszaiusi 10KyMeHTOB. OdopmiieHne 00I0KKH
nena. CocTtaBieHrue BHyTpeHHEH onucu aena. OpraHuzanus XpaHeHus: JOKYMEHTOB.
OO0t mopsA0K paboThI ¢ JOKYMEHTaAMH B OpPTraHU3alINH.

CamocrositeibHasi padora. DKclepTH3a LEHHOCTH JTOKyMeHTOB. [lopsimok
nepenaun Aen B apxuB. Cpoku XpaHEHHUS TOKYMEHTOB. [lOpsiioK YHUUTOXEHHS
nokyMeHTOB. [lopsimok pa®oThl ¢ MHCHbMEHHBIMU OOpaIIeHUSIMH TpaxkaaH. Buiel
oOpamennii rpaxnan. Cpoku paccMoTpeHusi oOpamieHuid rpaxaaH. KoHTponb 3a
UCIIOJIHEHUEM OOpaIllEeHUN FPak/IaH.

Pexomenayemas sureparypa:

OCHOBHad, [1,2];

JonoJiHuTenbHas: [1,2,3].

Tema 7. KyabTypa [1e10BOM NHCbMEHHOW pe4d: HCTOPUA H
COBPEMEHHOCTh

Jleknms. OCHOBHBIE aCIIEKTHI KYJIbTYpbI A€JI0BOM peun. HopMaTUBHBII acnekT
KyJIbTypbl peud. KOMMYHHKaTUBHBIA acCHEKT KYJIbTYpPbl pe€Yd. ODTUYECKUHM acCIeKT
KYJbTYpbI peuu. McTopus pycCcKOM IeJI0BOM NMHCBbMEHHOCTU U Pa3BUTHE JOKYMEHTA.
Hpesunii nepuon. Ilpukaznon nepuon. Komnexcknii nepuon. MuHuctepckui
nepuol. CoBETCKUI M MOCTCOBETCKUI EPUO.

IIpakTnueckoe 3aHaTHe. OCHOBHBIE AaCHEKThl KYJbTYpPhl JI€JIOBOM pEYH.
Hcropust pycCKOM 1€I0BOM MMCbMEHHOCTH M PAa3BUTHE JOKYMEHTA.

CamocrositenbHast padora. VHTEepHAUMOHAIBHOE M HALUMOHAIBHOE B
ciy)keOHOM JokyMmeHTe. TodyHocTh M mNOHATHOCTh. KoiernansHocTs. TouHas
aapecHOCTb. TemaTudeckas OrpaHHYEHHOCTb. CBOEBPEMEHHOCTb U AKTYaJbHOCT.
JIOCTOBEpPHOCTh M OOBEKTHBHOCTb. Y OEAUTENBHOCTh U JIOTMYHOCTh. [lonHOoTa M
CKaTOCTh U3JIOKEHUA. HENTpaIbHOCTD U3JI0KEHUS.

Pexomenayemasi sureparypa:

ocHOBHas: [1,2];

nonoaHuTeNnbHas: [1-3].

Tema 8. Oco0eHHOCTH SI3bIKA CIIYKEOHOT0 JOKYMEHTAa

Jlekumsa. Cranpaptuzaums s3blka JokymeHTa. CTaHmapTu3anus JIEKCHKU.
CnenuanbHasi JIGKCUKa, CBOMCTBEHHAsl TOJIbKO KaHIEISIPCKOM peun. CrenuanbHas
TEPMHHOJIOTMYECKAsl JIEKCUKA, BBIPAKEHHAs OTIJIArOJIbHBIMU CYILECTBUTEIbHBIMU.
CreuunanbHasi ~ oTpaciieBas  TepMHUHOJOrMyeckas  Jekcuka.  CrenuanbHble
0003Ha4YeHHs JIIOJEH MO KaKOMY-JIMOO NMpu3HaKy wiM JedctButo. CraHgapTusanus
CJIOBOCOYETAHMN. YCTONYMBBIE CIIOBOCOYETAHUS C IPOU3BOJHBIMHU IPEIIOraMH.
VYcToliuMBblE  CIOBOCOUYETAaHUS  ATUKETHOro  xapakrepa.  CraHpaptusanus
npegnoxeHuit. [Ipsmoit nopsaok cioB. [1ocTOSsHHOE MECTO BTOPOCTENEHHBIX YJIEHOB



npenioxenus.  PacmonokeHne  coB 1Mo MH(MOPMATUBHOM  3HAYMMOCTH.
[IpeoOnaganue cTpagaTeNbHBIX KOHCTPYKUMHA. PacmpocTpaHEHHOCTh MPOCTOrO
npemnoxenus. KynbTypa cnoxHoro mnpemnoxenus. CraHaapTuzanus TEKCTa.
CBA3HBINA TEKCT C TPAAUIIMOHHOW JTMHEUHOM 3anuChi0. CBSI3HBIN TEKCT C 3aMKCHIO MO
tpadapety. Tekcr-ankera. TekcT-Tadauna.

IIpakTHyeckoe 3ansATHE. S3BIKOBBIE TPEOOBAHUA K O(DOPMIICHUIO PEKBU3UTOB
nokymeHnta. PekBumsutr «HammeHoBanue  opranuszanum». PexBusutr  «Jlata
nokyMeHTay. PekBusut «Anpecar». PexBuzut «['pud yTBepk aeHHUS TOKYMEHTa».
PexBuzut «Pe3omtonusy». PekBU3UT «3aroioBok K TekcTy. «PekBu3uT «llogmucky.
PexBusnt «TekcT noKkymeHTa». BUIbI M TUITBI COKpALICHUN.

CamocrosiTeibHass padora. SI3pikoBoe O(OpMIIEHHE JIMYHBIX JTOKYMEHTOB.
Obpasupr  3asBienuil. OOpazen; HCKOBOro 3asBieHUs B cyd. OOpasimsl
noBepeHHocTed. ABToOuMorpadus. Pestome. JlenmoBoe mHMCbMO: BHIIBI M SI3BIKOBOE
odopmIIeHHE.

Pexomenayemasi sureparypa:

ocHoBHas: [1,2];

JonojHuTeNnbHas: [1,3].

Tema 9. PenakTupoBaHmne TeKCTa CJIY:KeOHOT0 JOKYMEHTA

Jlekuusi. Meronuka penakTUpPOBAaHHUS U TEXHUKA IIPaBKU  CIYXKEOHBIX
JOKYMEHTOB. MeToauka pegakTupoBaHusi nOoKymeHTa. llepBbiit stam paboTsl ¢
TEKCTOM JOKyMeHTa. BTopoil sTam paboThl ¢ TEKCTOM HOKyMeHTa. Tpertuil stam
paboThI C TEKCTOM JJOKYMEHTA.

IIpakTHyeckoe 3anaTHe. TexHUKa NMPaBKU TOKyMEHTa. THUNHYHbBIE OLIMOKU B
A3bIKE U CTHJIE JOKYMEHTOB. JIOTMKO-CMBICIOBBIE OMMOKU. Jlekcrueckue OmmOKy.
Mopdonornueckne  ommbOku.  CuHTakcuyeckue  ommbOku.  HempaBuibHOe
ynoTtpeOaeHne najiexxa v Ipeyiora nocie ynpasisomux cinoB. Opdorpaduueckue u
IIYHKTYallMOHHbIE OLINOKHU.

CamocrositenbHass paOora. Hapymenuss peueBoro osrtukera. IlpaBuna
PYCCKOTO 3THKETa

Pexomenayemasi sureparypa:

ocHoOBHas: [1];

JIOTIOJIHUTENbHA: [3].

5. MeToanyeckue peKOMeHAAIUM M0 OPraHU3aIUN U3yYeHH s T CHUTLUTHHBI

[Ipu peanmzanmuu TPOrpamMMbl AUCITUIUITMHBI HCTIOIB3YIOTCS JICKIIMOHHBIE U
MPAKTUYECKUE 3aHSATHA.

OOmuMH 1IeTIIMH 3aHSATUHN SBIISIOTCS

— 0060011eHne, cucTeMaru3aIus, yIi1yOJieHue, 3aKperyieHue
TEOPETUIECCKUX 3HAHUI 1O KOHKPETHBIM TeMaM JUCIUILINHBL,

— dbopMupoOBaHNE YMEHUN MPUMEHATH MOTyYEHHBIC 3HAHMS Ha TPAKTHKE,
peanu3arys €IUHCTBA UHTEIUICKTyaTbHOW U MIPAKTHUECKON IS TEIIbHOCTH;

— BBIpA0OTKAa MPH PEHMICHUH TIOCTABIECHHBIX 3a/ad MpodecCHoHaIbHO
3HAYMMBIX Ka4€CTB: CAMOCTOSITEITbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUECKOM
WHUIHATUBBI.



[ensimMu JIEKUIUU SIBISIFOTCSL:

— JlaTh  CHCTEMAaTU3UpPOBAaHHbIC HAYyYHbIE 3HAHUS 1O  JUCIUIUIMHE,
aKIIEHTUPOBaB BHUMaHUE Ha HAMOO0JIee CIOKHBIX BOIIPOCAX;

— CTUMYJIMPOBATh AKTUBHYIO MMO3HABATENBHYIO JEATEILHOCTh OO0Yy4arOIINXCS,
crioco0cTBOBaTh (hOPMHUPOBAHUIO UX TBOPUYECKOTO MBIITUICHHS.

B xome mpakTuyeckoro 3aHATHS OOECMEYMBACTCS TMPOIECC AaKTUBHOTO
B3aMMOJICHCTBHSI OOYJAIOIIMXCS C TPEnojaBaTesieM; MPUOOPETAIOTCS MPAKTUIECKHE
HaBBIKK W yMeHUs. L[enh mMpakTUYeCcKOro 3aHsATHS: YIIIyOUTh W 3aKPENUTh 3HAHWS,
MOJIyYCHHBIC HA JIEKIMU, (POPMUPOBAHME HABHIKOB WCIIOJB30BAHUS 3HAHUM IS
pelIeHNs] TNPaKTUYECKUX 3aJad; BBIMNOJHEHHE TECTOBBIX 3a/laHUl IO IPOBEPKE
MTOJIYYEHHBIX 3HAHUN U YMEHUM.

CamocrosiTennbHas paboTta oOy4aroluxcs HampapieHa Ha YIIyOleHue W
3aKperuIeHHe 3HAHUM, TMOJYYEHHBIX Ha JIEKUMUSIX U JIPYTUX 3aHATUSX, BBIPAOOTKY
HABBIKOB CAMOCTOSITEJILHOTO aKTHUBHOTO MPUOOPETEHUS HOBBIX, JOMOJHHUTENIbHBIX
3HAHUU, TOATOTOBKY K IMIPEACTOSAIINUM 3aHATHSIM.

6. OueHovYHbIe MaTePHAJIbI M0 TUCIUIJINHE
Texymuuii KOHTPOJIb YCTIEBAEMOCTH O0ECIIeUnBAET OIEHUBAHUE XOJIa OCBOCHMUS
TUCITUTUTMHBI, TIPOBOJAUTCS B COOTBETCTBUU C COJEPKAHMEM NUCIMIUIMHEI TI0 BUIAM
3aHATHI B (hOpME ONPOCa/TOKIAI0B/TECTUPOBAHUSI.
[TpomexxyTouHast arrectanus OOECIIEYMBAET OIEHWBAHUE TPOMEKYTOUHBIX U
OKOHYATEJIBHBIX PE3ylbTaToB OOydYeHUs MO AWCIMILIMHE TMPOBOAMTCS B (opme
HK3aMEHa.

6.1. IlpumepHBbIE OLIEHOYHbIE MATEPHUAJIBI:
6.1.1. Tekymero KOHTPOJIA
Tunosble BONMpoOCHI IJI ONPOCa:

1. UTto Takoe 10KyMEeHTO0O0pOT?
2. [lepeunciuTh OCHOBHBIC 3a7a9 aBTOMATHU3AIUU JOKYMEHTO000pOoTa
3. KakoBbl mpenMyIecTBa aBTOMaTU3aIMH JOKyMEHTO000poTa?

Tunosbie TeMbI 1151 T0KJIAT0B:

1.Yuernsle noxymentsl [Ipesueii ['pennn, [llymepo-BaBUIOHCKHE TOKYMEHTBI

2.YuetHble nokyMeHThl JpeBHero Erunta, J[peBnero Puma

3.IlepBbie (hOpMBI TOKYMEHTOB U NIEPBBIE CPEICTBA 3AIIUTHI TOKYMEHTOB

TunoBble 3axaHust 1151 TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K chepe AeTONpOr3BOJICTBA:

a) ohopmiieHHE CeKpeTapéM MpuKasza o mpuémMe Ha paboTy COTPYAHUKA;

b) odopmienue cekperapéM 10 NpocbOe HayadbHUKA MO3APABUTEIBLHON
TeJIErpaMMBbl JJI €r0 MAaTepH;

¢) odopmileHHE CeKpeTapéM IO MpochOe HavalbHUKA CIY>KEOHOW 3alUCKH B
BBIIIECTOAILYO0 HHCTAHIIUIO;

d) obopmiteHne cekperapéM IPOTOKOIA COBEIAHUS PYKOBOIUTEIIEH OT/ICTIOB.

2. OOBEKT eN0MpPOU3BOCTBA — ATO:

a) oQopMmIIeHHE JOKYMEHTOB, OTPaXAIOIIMX BECh CHEKTP YMpPaBICHUYECKOU
ACSTENIbHOCTH MPEANpPUATHs, a TakkKe OpraHu3aluio JOKYMEHTOoOOpoTa B



YUPEKICHUM;

b) cucTtemMa TOKYMEHTOB, CO37laHHAast HA OCHOBE €IMHBIX CTaH/IapTOB;

C) MpaBwia, OMPEACIIAIONIME OPraHUu3aIUi0 JOKYMEHTUPYEMBIX MPOIECCOB Ha
IpeANpUITUY;

d) COBOKYMHOCTh JOKYMEHTOB, IPHUMEHSEMBIX B ONpPEACIICHHOU cdepe
JIeSITEILHOCTH.

2. K ocHoBHBIM 11€7151M cIy:xk0b1 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTPOJIB

C) KoOpANHAIUA

d) peanmzarnus

6.1.2. IIpome:kyTOUYHOI aTTeCTAIMHA

IIpuMepHbBIA epeYeHb BONMPOCOB, BBIHOCMMbIX HA JK3aMEH:

1. Yuetnble gokymeHThl JlpeBHen I'peumn, Ilymepo-BaBUIOHCKUE
JOKYMEHTBI

2. YuetHbie nokyMeHThI [{peBHero Erunta, IpeBHero Puma

3. [1epBbie GOpMBI JOKYMEHTOB U MEPBbIE CPEJICTBA 3AIIUTHI JOKYMEHTOB

4. [TepBbie GyHKIIUM JOKYMEHTOB: YUET, YIIPaBIECHNUE U KOHTPOIh

3. dopMupoBaHue MIPUKA3HOU YIIPaBJICHYECKON CHUCTEMBI
NEJIONPON3BOICTBA.

6. Cucrema oOmero aenonpousBoicTBa. CTpPYKTypHBIE MOApa3IEICHUs
MPUKA30B

7. Boennas, quniomaTudeckas, CTaTUCTUYECKAs!, y4€THAS! JOKYMEHTALIMS.

8. Komnexckoe penonpousBoacTBo. Buael nokymeHTOB. Opranuzanus
KOHTPOJISI 33 UCTIOJTHEHUEM JTOKYMEHTOB

9. HenonpousBoactBo XIX-Hauama XX B. Opranuzamnuss padboTbl ¢

JOKYMEHTaMu B MUHUCTEPCTBAX

10. IlonoxxeHue O MHCHMOBOJACTBE M JEJIONPOU3BOJCTBE B BOECHHOM
BEJIOMCTBE

11. Pa3Butue coBETCKOro JEI0MpPON3BO/ICTBA

12. ®OyHKIMM METOJUYECKOTO ILIEHTpa MO PYKOBOJCTBY pallMOHAIH3alNE
JEJOIPOU3BOACTBA

13.  bropo cranpaptuzaunu BCHX CCCP

14.  OcHoBHble  moOJOKEHHST ~ EQMHOM  roCyJapCTBEHHOM  CHCTEMBI
nenonpousBoacTea (EI'C/I)

15. Co3panune EauHON rocynapCTBEHHONM CHUCTEMbl JOKYMEHTAIIMOHHOTO
ob6ecneuenus ynpasnenus (ET'CIOY)

16. Ilpomecc  cranmapTu3auud W YHUPUKAUUU  OPraHU3ALMOHHO-
pacnopsIMTEeIbHON TOKyMEHTAUU

17. Co3nanue ABTOMaTHU3UPOBAHHOW cucTeMbl ynpasieHus (ACY) wu
OO6merocy1apcTBeHHOM cHCTEMBbI cOopa M 00paboTku wuHbOpPMAIMU ISl ydeTa
TUTAHUPOBAHUS U yIIpaBieHus] HapoAHbIM x03siicTBoM (OI'AC)



18. T'ocymapcTBEHHOE peryjaupoBaHHe eI0Npou3BojicTBa B PD

19. HopmaTuBHO-IpaBOBOE pEryJupOBaHUE JOKYMEHTHUPOBAHUS U PAOOTHI C

AOKYMCHTaMM1

20. Tlomnomouus denepanbHOr0 apXMBHOIO Ar€HTCTBA MO OOECIEUYEHHIO
COOJNIOJIEHUs TIpaBWJI XpaHEHUS,

APXHBHBIX JOKYMCHTOB

21. IlpaBuia aenonpou3BOACTBa B (eepalibHbIX OpraHax MCIOJIHUTEIbHON

BJIaCTH

KOMIIZICKTOBaHMHA,

yu€Ta HW HCIIOJIb30BAHUA

22.  CrangapThl, yCTaHABIMBAIOIIKE TpaBuiia 0popMIIeHUSI JOKYMEHTOB

23.  Opranuzanus ciaykObl I€JTONPOU3BOICTBA B TOCYIaPCTBEHHBIX OpraHax
24.  TpeboBaHUs K OpTaHU3AIUU JOKYMEHTOOOOpOTa B (heIepaIbHOM OpraHe

HUCIOJIHUTEIBHOM BIACTU

25.  Opranuzanus ciaykObl IeTONPOU3BOICTBA HA MPEANPUATUAX
26. TwumnoBas cTpykTypa ciyxos JJOY

27. 3apauu 1 QYHKIUU CIIYkKObI JEIOMPOU3BOACTBA

28.  CTpyKTypa NOJIOKEHHS O CIy>KOe 1eI0NpOor3BOICTBA

29. Opranuzamus B3aumojaercTBus ciyx0b1 JIOY co CTpyKTypHBIMHU
noJipa3/IeICHUSIMU MIPEANPUATUS (YIPEHKICHUS)

30. Opranuzanust JOKyMEHTOO00pOTa

31.  ®opmbl pabOThI C TOKYMEHTAMHU B OpTraHU3AIMIX
32. Ilopsimok 0OpaboOTKH TOKYMEHTOB

33.  DIJIEKTPOHHBIE CUCTEMBI JOKYMEHTALIUU

34.  OcoGenHoctu pabOTHI C ANEKTPOHHBIMU JOKYMEHTaMU B (peepanbHbIX
OpraHax UCTIOJTHUTEIBHOW BIACTH
35. Tlopsnok ucTonb30BaHUs JICKTPOHHBIX MOANUCEH. BUABI 2IEeKTPOHHBIX
IO ICEN

36.  Opranu3zanus 3alIMIIEHHOT0 JOKYMEHTO000pOTa B CETH
37. TpeboBanus Kk 0pOPMIECHUIO PEKBU3UTOB JOKYMEHTOB
38.  Buast nokymenTtoB. ®opmarsl Oymaru u nosid. biianku 10KyMeHTOB
39.  Bwuapl opraHu3alOHHbBIX TOKYMEHTOB

40. TpeGoBanus 1Mo oPoOpMICHHUIO: yCTaBa, YUPEAUTEIBHOIO JOTOBOPA

6.3. IlIkana oumeHuBaHHUsl Pe3yJbTATOB NMPOMEKYTOUYHOM ATTECTALMU M
KPHUTEPHUHU BbICTABJICHHUS OLCHOK

Cucrema OLICHUBAHUM BKIOYACT.

dopma ITokaszarenu Kputepun BeicTaBIeHHS OLIEHOK [MIxana
KOHTPOJIS OLICHUBAHUS OLICHUBAHUS
JK3aMEH IIPaBUJILHOCTb U | JJaH IIPABWIbHBIM, IIOJHBIA OTBET Ha OTJINYHO

IIOJTHOTA OTBETA | MOCTAaBJICHHBLIIN BOIIPOC, IIOKa3aHa
COBOKYIMTHOCTb OCO3HAHHBIX 3HAHUH 110
JAUCHUIINIMHE, A0KAa3aTCIbHO PaCKPBIThL
OCHOBHBIC ITOJIOKCHHUA BOITPOCOB;
MOTr'yT OBITE AONYIICHBI HCEAOYCTHI,
HCITPABJICHHBIC CaMOCTOATCIIbHO B
IMponecce OTBETA.

JaH HpaBHHLHBIﬁ, HCOOCTATOYHO XO0poumo




MOJNIHEIM OTBET Ha IIOCTaBJICHHBIM
BOHpOC, IIOKa3aHO yMeHI/Ie BBIACIUTH
CYIIECTBEHHbIE W HECYIICCTBEHHBIE
HpI/ISHaKI/I, HpI/I‘II/IHHO-CJIe,Z[CTBCHHBIG
CBSI3W; MOTYyT OBITh  JTOMYIIEHBI
HEOO0YCTHI, I/ICHpaBHGHHBIG C IIOMOIIIBIO

npenojaBaress.

JaH HEJOCTATOYHO TPABWIBHBIA U | YJIOBJIETBOPUTEIHLHO
MOJTHBIN OTBET; JIOTHKa u

MOCJIEI0BATEIbHOCTh W3JI0KEHUS

UMEIOT  HapylleHHus; B OTBETE

OTCYTCTBYIOT BBIBOJIBI.

OTBET Mpe/ICTaBIseT co00i1 | HEYAOBIETBOPUTEIBHO
pa3po3HEHHbIE 3HAHUS c

CYILIECTBEHHBIMU omuOKaMu 1O

BOIIPOCY; MPUCYTCTBYIOT

(dbparMeHTapHOCTbD, HEJIOTUYHOCTb

U3JIOKEHUS;  JIOMOJHUTENbHBIE U

YTOYHSIONINE BOMPOCHI HE MPUBOMAST K
KOPPEKIIMK OTBETA HA BONPOC.

7. PecypcHoe o0ecnievyeHue Q1 CIATIHHBI
7.1. JIMueH3UOHHOE U CBOOOIHO pPacCIpoOCTPaHsieMoe MPOrpaMMHOe
odecreueHue

[lepedyenp TUIEH3MOHHOTO W CBOOOTHO PAaCIpPOCTPAHIEMOTrO MPOTPAMMHOTO
oOecrieueHus, B TOM YHCIIe OT€UECTBEHHOTO MPON3BOICTBA:
Microsoft Windows 7 Professional — [10-BES8-834 [JIunen3nonHoe]
Microsoft Office Standard 2010 — I10-413-406 [JIuneH3noHHOE |
7-Zip — I1O-F33-948 [CB0obO0HO pacmpocTpaHseMoe]
Adobe Acrobat Reader — [10-F63-948 [CBoGoaHO pacripocTpaHsieMoe]
Google Chrome — I10-F2C-926 [CB0601HO pacipocTpaHseMoe |
MoiitOduc OOpazoBanue — I[10-41B-124 [CB0OOOAHO pacHpocCTpaHseMOe -
OtedecTBeHHOE]

7.2. IIpodeccnonanbHble 0a3bl JAHHBIX 1 HH(POPMALMOHHbIE CTIPABOYHbIE
CHCTEMbI

HNudopmanmonnas cripaBouHasi cuctema — CepBep OpraHoB roCy1apCTBEHHON
Bnactu  Poccmiickoit  ®epepammm  http://poccus.pd/  (cBoOGOmHBIA  AoCTyN);
npodeccuonanpHpie 6a3pl naHHBIX — llopTam OTKpBITBIX nOaHHBIX Poccuiickoii
Oenepanuu  https://data.gov.ru/ (cBoOOmHBIN gocTyn); (deaepanbHBIA MOPTAT
«Poccwmiickoe oOpazoBanue» http://www.edu.ru (cBOOOAHBIN OCTYIT); CHUCTEMA
opuIManTEHOTO  OMyOJMKOBAHWS  MPABOBBIX aKTOB B JJEKTPOHHOM  BHJE
http://publication.pravo.gov.ru/  (cBoOOaHBIN  mocTym); ¢deaepaabHbId  TOpTAl
«CoBepIIIeHCTBOBaHNE rOCyIapCTBEHHOTO yIpaBICHUS https://ar.gov.ru
(cBOOOMHBINM JIOCTYI); AJEKTpOHHAs OubOIMoTeka yHuBepcuTeTa http://elib.igps.ru




(aBTOpM3OBaHHBIA JOCTYM); dJEKTpOHHO-OmOMmoTeyHass cuctema «IObC IPR
BOOKS» http://www.iprbookshop.ru (aBTopr3zoBaHHBIN JOCTYM).

7.3. Jluteparypa
OcHoBHas JuTEpaTypa:

1. [tpukoB, A. b. OCHOBBI yHpaBIEHUECKOW JEATEILHOCTH: y4uyeOHOE
nocoobue / A. b. IlrpukoB. — Camapa: IloBOJDKCKUI TOCYIapCTBEHHBIM
YHUBEPCUTET TeJeKOMMYHHUKaui u undopmaruku, 2017. — 99 c. — ISBN 2227-

8397. — TekcT: ANeKTpOHHBIN // DnexkTpoHHO-O0nbmoTeynas cucrema [PR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru/75398.html

2. Ky3uenosa, . B. JlokyMeHTHpOBaHNE YIPABIEHYECKON NEATEIBHOCTH:
yueOHoe nmocobue s O6akanaBpoB / M. B. Ky3nenona, I'. A. XauatpsiH. — 2-¢ U3/I.
— Mocksa: JamkoB u K, Ait [Iu 3p Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TekcT: 37eKTpoHHBIA // DnekTpoHHO-OMOIMOTeuHas cuctema IPR
BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

JlonoTHUTE/ILHASL JIUTEpPaTypa:

1. Butesckas, O. B. OcHOBBI ymnpaBieHUYECKOW NEATENbHOCTH: yuyeOHOe
nocobue / O. B. BureBckas. — Camapa: IloBoDKCKUH TOCYyIapCTBEHHBIN
YHUBEPCUTET TEJICKOMMYHUKaAIMi U uHpopmatuku, 2016. — 134 ¢. — ISBN 2227-
8397. — Tekct: 3neKTpoHHBIHN // DnexkTpoHHO-O0nbanoTeuHas cucrema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru/71867.html

2. Kyspmuna, W. B. [enonpousBoactBo: ydeOHOe mocodbme / U. B.
Ky3pmuna. — MockBa: MOCKOBCKMI TyMaHHUTapHbI yHuBepcuret, 2017. — 128 c.

— ISBN 978-5-906912-98-5. — TekcT: 31meKTpOHHBIH // DIeKTpOHHO-O0MOIMOTe HAs
cuctema IPR BOOKS: [catit]. — URL: http://www.iprbookshop.ru/74718.html

3. Turosa, JI. I'. JlenoBoe oOmienue : yueOHOe mocoOue JUisi CTYAECHTOB
BY30B, 00y4aIOUIMXCA M0 CIENUaTbHOCTAM SKOHOMUKH U ynpasienus / JI. I'. Tutona.
— Mocksa : IOHUTU-JAHA, 2017. — 271 ¢. — ISBN 978-5-238-00919-3. —
TekcT : anexTponssii // I{udposoii oOpazoatenbHbiii pecypc IPR SMART : [caiiT].
— URL: https://www.iprbookshop.ru/71212.html

7.4. MaTepuaJibHO-TeXHUYECKOE oOecrneuyeHmne

JUia mpoBeaeHHs U OOECHEUEHMs] 3aHSITHH HUCHOJIb3YIOTCS IOMEIIEHMUS,
KOTOpbIE MPEACTABIAIOT COOON ydeOHBbIE ayAUTOPUU [JIsI TPOBEACHUS Y4YEOHBIX
3aHATHH,  TPEIyCMOTPEHHBIX  MporpaMMoil  OakanaBpuara, OCHAILIEHHBIE
00OpyAOBaHWEM U TEXHUYECKUMHU CpEICTBAaMU OOY4YEHHs: aBTOMAaTU3HPOBAHHOE
pabouee MecTO MpemnoaaBareis, MapKepHas J0CKa, MYJIBTUMEIUNHBIA TPOEKTOp,
JOKyMEHT-Kamepa, M0CcaI0uHble MecTa 00yJaroInXcsl.

[Tomemenust a7 CcamMOCTOSITENBHOM pPabOThl  OOyYaromIMXCsl  OCHAIICHbI
KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOYeHHs K cetu «MHTepHeT» 1
o0ecreyeHneM J0CTyla K 3JEKTPOHHOM MH(OPMalMOHHO-00pa30BaTENbHON cpene
YHUBEPCUTETA.
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