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1. leau 1 3a1a4u TUCHUILJIHHBI

Leab ocBOeHUsI TUCHUNIMHBI:

- ¢dopmupoBaHHE y O0OydYaroUMXxcsi CHOCOOHOCTH pa3padaTbiBaTh MPOEKTHI
HOPMATHUBHBIX TNIPABOBBIX aKTOB B cdepe npodhecCUOHANbHOU JeATeTbHOCTH,
OCYHIECTBJISATh HX TMPABOBYID M AHTUKOPPYIUHUOHHYIO SKCIEPTU3Y, OLEHKY
PETYJIUPYIOLIEro BO3ACHCTBUS U TIOCIEACTBUN UX MPUMEHEHHUS.

Ilepeyenb koMneTeHUMH, (POPMHUPYEMBbIX B IIpoLecce U3YyYeHHUS AUCHMIIIHHbBI

Komnerenmuu Conep:xxanue

OIIK-4 CrniocobeH pa3pabaThiBaTh TPOSKTHI HOPMATHBHBIX MTPABOBBIX aKTOB B cepe
npoeCCUOHATBHON  JIEATETbHOCTH, OCYLIECTBISATH HUX IMPABOBYIO H
AHTUKOPPYIIIUOHHYIO 3KCIIEPTH3Y, OICHKY PETYJIUPYIOIIEr0 BO3ICHCTBUS H
HOCJ'IC,Z[CTBI/II‘;I X IPUMCHCHU S

3amauu AUCUMILIUHBI:

e (QopMupoBaHHME Yy OOyYalOLIUMXCS TMOHUMAHHS OCHOB MPOEKTHUPOBAHUS
HOPMATHBHBIX MTPABOBBIX aKTOB B chepe MpodeCcCHOHATBHON AeATEILHOCTH;

o dbopmupoBaHue MIPECTABICHHAN 0 MOPSJIKE OpraHu3alun
JOKYMEHTUPOBAHMSI M JOKyMEHTOOOOpOTa, (hOpMHUpOBAaHWE 3HAHUK 00 OCHOBHBIX
MpaBujax W TOPSAKE MOATOTOBKH OGOpPMIICHUS, ydeTa W XPaHEHUS CIIy)KCOHBIX
JOKYMEHTOB, a TaK ke (OpMHUpPOBAHHME YMEHUH MO pa3paboTKe yImpaBIeHYECKOU
JOKYMEHTALINH;

o - (hopMHpOBaHUE Y OOYYAIOIIUXCS YMEHHUS OCYIIECTBIISTH MPABOBYIO U
AHTUKOPPYIIMOHHYIO 3KCIEPTU3y HOPMATUBHBIX IPABOBBIX AaKTOB B cdepe
npodeccuoHanbHOM eI TeIbHOCTH

o dbopMHUpOBaHME TPAKTUYECKUX 3HAHUM, CBS3aHHBIX CO 3HAHHUEM
JOKYMEHTAITMOHHOTO O0EeCTeYeHHs yrnpaBlieHusl B opraHax u nojpasaencHusx [TIC
MU CIIOCOOHOCTHIO K PEIICHUIO TIPABOBBIX, COIMAIBHBIX W KaJPOBBIX BOIPOCOB,
CBSI3AHHBIX C  JICSATEIBHOCTBIO  MOXKAPHO-CIIACATENbHBIX  NOAPA3JICIICHUM  Ha
TePPUTOPHATHPHOM ypOBHE, a TaKk k€ (OPMHUPOBAHWE YMEHUH  BECTH
JIEJIONPOU3BOACTBO M Y4YacTBOBATb B BEJEHUU JOKYMEHTOOOOpDOTa B oOpraHax
roCyJJapCTBEHHOM BJIACTH, FOCYJAPCTBEHHBIX M MYHMIIMIIAJIbHBIX OpPraHU3alMsIX, Ha
npeanpusaTusx u - opranmzanusx cucteMbl MUC  Poccun. IlpuoOperenue
NPAKTUYECKUX HABBIKOB COCTABJICHUS, Y4Y€Ta, XPAHEHUs, 3alllUThl CIYXKEOHOU
JOKYMEHTAIIMU B COOTBETCTBUM C TPEOOBAHUSIMU JOKYMEHTOOOOpOTA.

2. llepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHMS 10 IMCUHUILINHE,

COOTHECCCHHBIX ¢ HHIMKATOPAMH TJOCTHKCHUSA KOMHeTeHHHﬁ
WNHpukaTophl 1OCTUKEHUS KOMITETEHIIUH [Tnanupyemblie pe3yabTaThl O0yUEHUS TI0
JTUCIUIINHE, XapaKTePU3YIOLINe 3TaIbl
dbopMUPOBaHUS KOMITETEHITHIA
Hcnonp3yeT 3HaHUS OCHOB MPOECKTUPOBAHUS | 3HAET

HOPMATUBHBIX MIPABOBBIX aKTOB B cepe IOpuanueckyro TEpMUHOJIOTHIO,




npodeccuonanbHOU nesitenbHocTH OITK-4.1

HEOOXOUMYIO JIIsl IPAaBOTBOPYECKOM
nesitenpHocTy OIIK-4.1.PO-1

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

VYmeer

Hcmonb3oBath YCTAHOBJICHHBIC HOPMBI U
paBuiia pa3pabOTKH HOPMATHUBHBIX [TPABOBBIX
AKTOB OpTraHOB HICIOJIHUTEIBHON BIACTU U UX
rocynapcrBeHHou peructpanun OI1K-4.1.PO-
3

[TpumeHsTh 001IME U CTieUaTbHbIE METObI
HKCIIEPTHOTO aHAJIN3a U OLICHKU TPOEKTOB
HOPMATUBHBIX IIPABOBBIX aKTOB, MPOSIBIISIET
npodeccuonanusm u orercTBeHHOCTh OITK-
4.1.PO-4

IIpuMeHsieT yMEHHUs OCYILECTBIIATH IIPABOBYIO
U aHTUKOPPYIIIMOHHYIO KCIICPTH3Y
HOPMATHBHBIX MPABOBBIX aKTOB B chepe
npodeccuonansHoi nestensHocTr OITK-4.2

3Haer

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

CrniocoOBl COCTaBIICHUSI, XPAHECHHS, 3AIUTHI
CITy’)KeOHOH TOKyMEHTAIUU B COOTBETCTBHH C
TpeboBaHusIMH ToKyMeHTooOopoTta OIIK-
4.2.PO-2

Ymeer

[TpuMeHATh METONUKY IPOrHO3UPOBAHMS
COLIMAJIbHO-DKOHOMUYECKHX ITOCJIEICTBUI
IIPUHATHS HOPMAaTUBHBIX IIPABOBBIX aKTOB C
Y4E€TOM aHTUKOPPYNLIMOHHON COCTABIISIOIIEH
OIIK-4.2.PO-3

BecTu nenonpous3BoACTBO U y4acTBOBATh B
BEJICHUU JIOKyMEHTO000pOTa B OpraHax
rOCyapCTBEHHOU BIIACTH, FOCYIapCTBCHHBIX U
MYHULIMIIAJIbHBIX OPraHN3aLMsIX, HA
IPEIIPUATHIX U OPTAaHNU3ALUAX CUCTEMBI
MYC Poccun OIIK-4.2.PO-4

3. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOM Npo@deccuoHaIbHO
o0pa3oBaTeJbHON MPOrpaMMbl

JIHCHHHHHHa OTHOCHUTCA K

00s13aTeJILHOMN YacTH, OCHOBHOM

npodeccroHanbHOil 00pa3oBaTeNIbHONW MPOrpaMMbl OakKandaBpuara Mo HaNpPaBICHUIO

IIOATrOTOBKH

38.03.04 T'ocymapcTBeHHOE U

MYHHUIIUMIIAIIBHOC YIIpaBJIICHUC,

HanpaBieHHOCTh (mpoduiib) — ['ocyaapcTBeHHOE yrnpaBiieHHEe B 00JACTH 3alIUThI
HACEJICHUS U TEPPUTOPHUM OT YPE3BBIUANHBIX CUTYALIUH.

4. CTpyKTYypAa U coJeprKaHue TUCUUIINHBI
OOmast Tpy10€MKOCTh JAUCIUIUIMHBI COCTABISICT 4 3aueTHble enuHUIbl 144

qgaca.




4.1 Pacnipeaesienne TPyI0€eMKOCTH JMCIUILIMHBI IO BUAaM padoT,
1o cemectpam u popmam o0yueHust
NJIst 04HOM opMBbI 00ydeHUsI

TpynoeMKkocTh
Bun pabotet 1o
3.€. yac. | cemecTpam|
1
OOmast TPyIOEMKOCTh AMCLUUIUIMHBL IO Yy4yeOHOMY 4 144 144
IJIaHy
KonTaktHast pabota, B TOM uucIe: 56 56
AyIUTOPHbBbIE 3aHATHSA 54 54
Jlextuu (JI) 26 26
ITpaktuyeckue 3ansatus (I13) 28 28
KOHCYJIbTallMM TIEpe SK3aMEHOM 2 2
CamocrosiTeqbHasi padora (CP) 52 52
JK3aMeH 36 36

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

1JIst 04HOM hopmMbl 00ydeHust
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OCHOBBI Opra”Hu3anun
1 P W g | 4 4 6
JICJIONPOU3BOJICTBA
Oprauusanus CITYKOBI
2 | P H y 14 | 4 4 6
JICJIONPOU3BOJICTBA
3 [TpaBmiia MOATOTOBKH U O(OPMIICHUS 14 4 4 6
OpPTraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBwiia MOATOTOBKH U O(hOpMITCHUS 12 ) 4 6
pacopsANTENbHBIX JOKYMEHTOB
[IpaBuna opopmieHus
5 | uHPOPMALMOHHO-CIIPABOYHBIX 10 2 2 6
JIOKYMEHTOB
OO0l opsIoK PadOTHI C
6 | UM IOPANOK P 10 | 2 2 6
JIOKYMEHTaMH B OpTaHHU3aI[U1
7 KynbTypa ne10B0i TUCbMEHHOW pEYu: 10 ) ) 6
UCTOPHS U COBPEMEHHOCTh




] OCco0EHHOCTH S3bIKA CITY)KEOHOTO 12 4 ) 6
JIOKYMEHTA

9 PenaktupoBaHue TeKcTa CiayeOHOro 10 | 2 4 4
JIOKYMEHTA
Koncyabranus 2 2
JK3aMeH 36 36
Htoro 144 | 26 28 2 | 36 | 52

4.3 Conep:xxanme TMCHUIIMHBI J1JI 00y4aIOIIMXCS
04YHOM (pOpMBI 00yUeHUS

Tema 1. OcHOBBI Opra"Hu3anuM 1eJ0NPOU3BOICTBA

Jlekumusi. Benenne noxkymMeHToB a0 XV B. Y4eTHbIe JHOKYMEHTHI [[peBHEN
I'petun, lpesnero Erunrta, JlpeBHero Puma, lllymepo-BaBHIIOHCKHME IOKYMEHTBI.
®opMbl T0KyMeHTOB. CpeacTBa 3alUThl JOKYMEHTOB. DYHKIUHA JOKYMEHTOB: YYET,
YIIPABJIEHUE U KOHTPOJIb.

@opMHUpPOBaHUE NPUKAZHOM YIIPABICHYECKOM CHUCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOmiero aenonpou3BoAcTBa. CTPYKTypHBIE MOAPA3EICHHUS MPUKA30B.
Boennas, auniomaTuyeckas, CTaTUCTUYECKas, ydeTHas AoKymeHTauus. [IpaBuna
coctaBieHusi W 0dopMIleHUs JOKYMEHTOB. Koiexkckoe Ienonpou3BOACTBO.
Crpykrypa koseruii. Buasl 1okyMeHTOB. Peructpanusa 1okyMeHToB. Opranuzanus
KOHTPOJISI 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-nagana XX B. Opranuzaius padoThl ¢ JOKYMEHTaMHU
B MUHHUCTEPCTBax. lloyiokeHnEe O MUCHMOBOJICTBE U JIETONPOU3BOJCTBE B BOEHHOM
BEJIOMCTBE.

IIpakTuyeckoe 3anaTHE. Pa3BuTie cOBETCKOTO Aenonpon3BoacTea. OyHkuuu
METOAMYECKOr0 IEHTpa II0 PYKOBOACTBY pAalMOHAIU3ALMUEN JEIONPOU3BOACTBA.
biopo cranmaptuzauuu  BCHX CCCP. OcHoBuble mnonoxenust EnuHoi
rocynapctBeHHoil cuctembl  genonpousBoictBa (EI'CJl). Coszganue Enunoit
rOCy/IapCTBEHHOM CHCTEMbI JOKYMEHTAIIMOHHOTO OOECle4YeHHs]  YIpaBICHUS
(ET'CHAOY). Ilpomecc cranmaptu3allui W yHUUKAIUK  OpPraHU3aIlMOHHO-
pacropsauTenbHoM  JokyMeHTanuu. Co3gaHue ABTOMATU3UPOBAHHOM CUCTEMBI
ynpasieHuss (ACY) u OOuierocy1apcTBeHHOM cucTeMbl cbopa U 00pabOTKH
uHbopMaluu Il y4eTa IUIAaHUPOBAHUS W YOPaBJICHUS HAPOAHBIM XO3SHCTBOM

(OI'AQ).
CamocrosiTeibHast pabora. ['ocynapctBenHoe peryjaupoBaHue
JIEJIONPOU3BOCTBA B P®. HopmatuBHo-1paBoBO€ peryJjaupoBaHue

JOKYMEHTUPOBaHMsSI W paboThl C JokymeHTamu. [lomHOoMouus @enepaibHOTO
apXMBHOTO AareHTCTBa IO OOECIEUYCHUIO COOJIONEHUS TPaBWI XPaHCHWS,
KOMIUIEKTOBAHMS, Y4Y€Ta M HCIOJIb30BAHMUSI ApPXUBHBIX JIOKYMEHTOB. IIpaBuna
JIONIPOU3BOACTBA B (heIEPATbHBIX OpraHax WCIIOJHHUTENIbHON Bractu. CTaHAApTHI,
yCTaHABIWBAIOIINE NMPpaBmuiia 0(OPMIICHUS JOKYMEHTOB.

Pexomenayemas ureparypa:

ocHoBHas: [1,2];

JonoJiHuTeNbHas: [1,2].



Tema 2. Opranuszanmsi ciayK0bl 1eJJ0NPOU3BOACTBA

Jlekumsa. Opranuzanusi ciy>)kObl JI€JIONPOU3BOJICTBA B TOCYAapCTBEHHBIX
opranax. TpeOoBaHMsl K OpraHu3aluy JOKyMEHTOOOOpoTa B (enepaibHOM OpraHe
UCIIOJIHUTENBHON  Biactu.  OpraHuzanus  Ciay>KObl  JEJONPOU3BOJACTBA  HA
npeanpusTusx. Tumosas cTpykTypa ciyxos JJOY.

3amaun ciyxObl nenonpousBojcTBa. TexHonormdeckue Qyuknuu JJOVY.
Opranuzanuonnsie  ¢ynkiun JOY. Koutponbnbie ¢yskiun ciayx6sr 1OV,
Meronnueckne — pynkmuu  JIOY.  CrpykTypa  TIOJNIOKEHHST O  CIIyxOe
aenonpoun3BoAcTBa. Opranuzanus B3auMoaencTBus ciayx0os JIOY co CTpyKTypHBIMH
MO/APA3IEICHUSIMHU NPEANPUITHS (YUPEKICHUA).

CucremMbl KOJJIEKTUBHON 0O0pabOTKH JOKYMEHTOB. KOMIUIEKCHBIE CHCTEMBI
YIPABJICHUS TOKYMEHTaM.

IIpakTuyeckoe 3ansitue. OpraHuzanus CIay>KObl  JI€JTONPOU3BOJICTBA.
Opranuzanusi 1OKyMeHT0000poTa. PopMbl pabOThI C JOKYMEHTAMH B OpTraHU3aIUsX.
[Topsimox 06pabOTKH TOKYMEHTOB.

CamocrosiTesibHast padora. DJIEKTPOHHBIE CUCTEMbl  JOKYMEHTALIMH.
OcobOeHHOCTH pabOThl C AJNEKTPOHHBIMU JIOKYMEHTaMU B (eAepalibHbIX OpraHax
UCIIOJTHUTENBHOM BIIACTU. 11OpSAOK MCIONB30BaHUA JIEKTPOHHBIX MOANUCE. Bubl
AJNIEKTPOHHBIX Moanucelt. Opranuzaius 3aluUIIeHHOr0 TOKYMEHTO000pOTa B CETH.

Pexomenayemas ureparypa:

ocHOBHasl: [1,2];

nonoJiHuTeNnbHas: [1,2].

Tema 3. IlpaBmia mnoOAroToBKM H O(opmMiIeHMS OPraHU3ALNMOHHBIX
JOKYMEHTOB

Jlekuma.  OO0mwme  mpaBuna  opopmieHUss  JOKYMEHTOB.  3ajauud
['ocypapcTBeHHOW CHCTEMBI JIOKYMEHTAIIMOHHOTO OOECHEYEeHHs YIpPaBJICHHEM
(I'CAOY) u ynubunupoanHoit cuctembl aAokymeHTamuu (YCJI). TpeGoBanus k
0(OPMJICHUIO PEKBU3UTOB JTOKYMEHTOB. Buaesl noxkymentoB. dopmaTel Oymaru u
noJisi. baHKu TOKYMEHTOB.

Buapl opraHn3alMOHHBIX JTOKYMEHTOB. PEKBU3HUTHI ycTaBa, yUpPEAUTEIBHOTO
noroBopa. Buisl u nopsanok opopmMiIeHUs MONOKEHUN, ONPENeSIOUX CTPYKTYpY,
KOMIIETCHIIMIO W OpPraHU3aIMi0 paboThl mpennpustus (yupexnenus). CTpykrypa
MOJIOKEHUM, PErIaMEHTUPYIOIIUX JESTENbHOCTh JIOJDKHOCTHBIX JHL. Buael wu
CTPYKTypa MHCTPYKIHi. PekBu3nThl nHCTpyKimii. Buasl permamentoB. TpeOoBanus
1o 0(hOPMJICHHUIO PETJIaMEHTA.

IIpakTuyeckoe 3ansaTHe. OdopMieHHME HOPMATUBHO-IPABOBHIX AaKTOB
OpraHoB HMCHOJHHUTENbHOM BiacTu. OdopMieHHE PaCIOpPsHKEHUH, MOCTAHOBICHHM,
pemieHunii, npukaszoB. lIpaBuna NOATOTOBKM M OQOPMIIECHUS OPTraHU3ALUOHHBIX
JOKYMEHTOB

CamocrosTenbHas padora. O0iue TpeboBanus 1o 0hOPMIICHUIO TOTOBOPOB.
Crpykrypa  rpaXXJaHCKO-TIpaBOBBIX  JOroBopoB.  ConepaHWe  NPETEH3UH,
pexnamanuu. [lopsinok ohopmileHHsI UCKOBBIX 3asBICHUM.

Pexomenayemas sureparypa:



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

Tema 4. IlpaBwia noaAroroBKM M O0GoOpMIIEHHS PaCHOPAAUTETBLHBIX
AOKYMEHTOB

Jleknuss.  Buasl  pacnopsIMTENBHBIX — JTOKYMEHTOB. Odopmnenue
pacrnopsauTEIbHON JOKYMEHTALINH.

Bunet u mnopsimoxk odopmienus npukazoB. OdopmiieHHEe pacrnopsKEHH.
Odopmnenue pemenus. OdopmieHre NPOTOKOIA.

[Topsinok JOKyMEHTUPOBAaHUS TPYAOBBIX OTHOIIEHHI. Collep>KaHUE ILITaHHOTO
pacnucanusa. IIpaBuna BHYTpeHHEro TpyAoBoro pacrnopsaka. OdopmiaeHue
JIOJDKHOCTHOW  MHCTpyKIuMH. OdQopmieHne TpyaoBOro JA0roBopa. PekBU3UTEHI
IIPUKA30B M0 JUYHOMY COCTaBY.

IIpakTuyeckoe 3ansTue. IlpaBuna mnoarotoBku U oopmieHUsS
pacnopsIMTENbHBIX JOKyMEHTOB. llopsmok odopmiieHHs TEePBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX peructpoB. OCHOBHBIE U JONOJHUTENBHBIE PEKBU3HUTHI
OyXraJTepcKkux JOKYMEHTOB. Ha3HaueHwe  pEeKBU3UTOB, NPUMEHSEMBIX B
OyXTaJITepCKUX JTOKYMEHTAX.

CamocrosiTesibHAsI padora. OpraHu3alOHHO-PaCIIOPAIUTEbHAS
nokymenrtanusi B cucreme MUYC Poccun. Odopmiienne MHCTPYKIIUM, MPOTOKOJIOB.
Copep:xaHue U Ha3HAYCHHUE CITYKEOHBIX MTUCEM, CITY>KEOHBIX 3aITHCOK.

Pexomenayemas iureparypa:

ocHOBHas: [1,2];

nonoJiHuTenbHas: [1,2].

Tema 5. IlpaBuna opopmiaeHusi HHPOPMANMOHHO-CIIPABOYHBIX
JOKYMEHTOB

Jlekuusi. Buasl MHPOpPManMOHHO-CIIPABOYHBIX AOKyMEHTOB. OdopmieHue
JOKJIAHBIX U OOBSICHUTENBHBIX 3alUCOK. BUIbl M MOpsnok 0QOpMIIEHHS aKTOB.
Buaer cimyxeOubix nucem. Odopmienue ciyxeOHbIX nuceM. OdopmieHue
tenerpamm. Bunel u opopmienue crpaBok. OdopmiieHue

IIpakTyeckoe 3ansatue. OdopmieHrne HUHYOPMALMOHHO-CIPABOYHOU
JOKyMeHTauuu. Buibl HaydHbIX padoT.

CamocrositeibHass padora. OdopmieHre pe3yJabTaTOB HAyYHBIX padoT.
Odopmienue crrcka UCMoJIb30BaAHHOM JTUTEPATYypPHI.

Pexomenayemas ureparypa:

ocHoOBHas [1,2];

nonoyiHuTenbHas: [1,2].

Tema 6. O0muii MOpPsiIOK padoOThHI ¢ JOKYMEHTAMH B OPraHU3alMU

Jlekumsa. Ilpuem wu nepBuyHas o00pabOTKa BXOJAUIMX JIOKYMEHTOB.
[IpeaBapuTenbHOE pPacCMOTPEHHE W paclpesieieHe JOKYMEHTOB. Peructpanus
BXOJIAIIEH KOPPECTOHICHIIMU. Bubl HEperucTpupyemMbix 10KyMeHTOB. OOpaboTka u
OTIpaBKa HUCXONAIIMX JOKyMeHTOB. IIpoBepka mnpaBuibHOCTH OGOPMIICHUS
UCXOJAIIMX JOKyMeHTOB. JKypHallbHass W KapTOuHas CHUCTEMa PETUCTPALUU



JOKYMEHTOB. ABTOMaTHU3WPOBAHHAs CUCTEMA PErHCTPAIH TJOKYMEHTOB.

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

OpraHuzaiusi onepaTMBHOTO XpaHEHHsI JOKyMeHToB. HomeHkmarypa gen B
opranuzanuu. TpeOoBaHMs MO COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATYPbI JEII.

IIpakTuyeckoe 3ansitue. [lopsaok ¢opMupoBaHUsS Je€1 B OpraHU3alUU.
[Topsimok odopmienus aen. Cucremaruszanusi 10KyMeHTOB. OdopmiieHrne 00JI0KKH
nena. CocTtaBieHrue BHyTpeHHEH onucu aena. OpraHuzanus XpaHEeHUs: JOKYMEHTOB.
OO0t mopsA0K paboThI ¢ JOKYMEHTaAMH B OPTraHU3aLINH.

CamocrosiTeibHasi padora. DKcCIepTH3a LIEHHOCTH JOKyMeHTOB. [lopsimok
nepenaun Aen B apxuB. Cpoku XpaHEHUS TOKYMEHTOB. [lOpsiioK YHUUTOXKEHHS
nokyMeHToB. [lopsimok pa®oThl ¢ MHCHbMEHHBIMU OOpaIlIeHUSMH TpaxkaaH. Buiel
oOpamennii rpaxaad. Cpoku paccMoTpeHust oOpamieHuii rpaxmad. KoHTpons 3a
UCIIOJIHEHUEM OOpaIlleHUN FPaK/IaH.

Pexomenayemas sureparypa:

OCHOBHas, [1,2];

JonojiHuTeNnbHas: [1,2,3].

Tema 7. KyabTypa [e10BOM NHCbMEHHOW pe4Yd: HCTOPUA H
COBPEMEHHOCTh

Jlekumns. OCHOBHBIE aCIIEKTHI KYJIbTYpHhI A€JI0BOM peun. HopmaTUBHBII acniekT
KyJIbTypbl peud. KOMMYHHMKaTUBHBIA acCHEKT KYJIbTYpbl pE€Yd. DTUYECKUM acCIEKT
KYJbTYpbI peun. McTopus pycCKOM IeJI0BOM NMHCBbMEHHOCTH U Pa3BUTHE JOKYMEHTA.
Hpesunii nepuon. Ilpukaznon mnepuon. Komnexcknii nepuon. MuHucTepckui
neprol. CoBETCKUIl M MOCTCOBETCKUI MEPUO.

IIpakTnueckoe 3aHaTHE. OCHOBHBIE AaCHEKThl KYJbTYpPhl JI€JIOBOM pEYH.
Hcropust pyCCKOH 1€I0BOM MMCbMEHHOCTH M Pa3BUTHE JTOKYMEHTA.

CamocrositenbHass padora. VHTepHAUMOHAIBHOE M HAUMOHAIBHOE B
ciy)keOHOM JoKkyMeHTe. To4yHocTh M MNOHATHOCTh. KoiernansHocTs. TouHas
aapecHoCTb. TemaTudeckas OrpaHHYEHHOCTb. CBOEBPEMEHHOCTb U AKTYaJlbHOCT.
JIOCTOBEpPHOCTh M OOBEKTHBHOCTb. Y OEAUTENBHOCTh U JIOTMYHOCTh. [lonHOTa M
CKaTOCTh U3JIOKEHUA. HENTpaJIbHOCTD U3JI0KEHUS.

Pexomenayemasi sureparypa:

ocHOBHasl: [1,2];

nonoJiHuTenbHas: [1-3].

Tema 8. Oco0eHHOCTH SI3bIKA CIIYKEOHOT0 JOKYMEHTA

Jlekumsa. Cranpaptuzaums s3blka JokymMeHTa. CTaHmapTu3alus JIEKCHKU.
CnenuanbpHasi JIGKCUKA, CBOMCTBEHHAsl TOJIBKO KaHIEJSIPCKON peun. CrenuaibHas
TEPMHHOJIOTMYECKAsl JIEKCUKA, BBIPAKEHHAs OTIJIArOJIbHBIMU CYILECTBUTEIbHBIMHU.
CreuunanbHasi ~ oTpaciieBas  TepMUHOJOrMyeckas  Jekcuka.  CroenuanbHble
0003Ha4YeHUs JIIOJEH MO KaKOMY-JIMOO NMpu3HaKy wiM JedcTButo. CraHgapTusanus
CJIOBOCOYETAHUN. YCTONYMBBIE CIIOBOCOYETAHUS C IPOU3BOJHBIMHU IPEIIOraMH.
VYcToliunMBble  CIOBOCOYETAaHUS  ATUKETHOro  Xxapakrepa.  CraHpaptusaunus
npegnoxeHuit. [Ipsmoit nopsaok cioB. [1ocTossHHOE MECTO BTOPOCTENEHHBIX YJIEHOB



npemiokeHus.  Pacmonmokerwe  ¢oB 10 MH(POPMATUBHOW  3HAYMMOCTH.
[Ipeobmamanue cTpagaTebHBIX KOHCTPYKIMH. PacnpocTpaHEHHOCTh MPOCTOTO
npeanoxenus. Kynbrypa ciiokHOro npemioxenus. CraHaapTu3anusi TEKCTa.
CBA3HBINA TEKCT C TPAAULIMOHHOW JIMHEUHOM 3anuChi0. CBSI3HBIN TEKCT C 3aMKCHIO 110
tpadapery. TekcT-ankera. TekcT-Tabnuia.

IIpakTHuyeckoe 3anHsiTue. SI3b1KOBBIC TPeOOBaHUS K O(DOPMIICHHUIO PEKBU3UTOB
nokymenra. PexBusutr «HaummenoBanue  opranmszanuu». PekBuszur  «Jlarta
nokyMeHTay. PekBusut «Anpecar». PexBusut «['pud yTBepkaAeHHUS TOKYMEHTa».
PexBuzut «Pe3omonusy». PekBU3UT «3aroioBok K TekcTy. «PekBu3uT «llogmucky.
PexBusnt «TekcT nokymeHTa». BUIbI M TUITBI COKpALICHUN.

CamocrosiTeibHast padora. SI3pikoBoe O(DOpPMIICHUE JUYHBIX JOKYMEHTOB.
Obpasupr  3asBienuil. OOpazen; HCKOBOro 3asBieHHss B cyd. OOpasimsl
noBepeHHocTer. ABToOmorpadus. Pesrome. JlenoBoe muchbMO: BUIBI U S3BIKOBOEC
odopmiIeHHE.

Pexomenayemas sureparypa:

ocHoBHas: [1,2];

JonojHuTeNbHas: [1,3].

Tema 9. PenakTupoBanmne TeKCTa CJIY:KeOHOT0 JOKYMEHTA

Jlekuusi. Meronuka penakTUpPOBAaHHUS U TEXHUKA IIPaBKU  CIYXKEOHBIX
JOKYMEHTOB. MeToauka pefgakTupoBaHusi noKymeHTa. llepBbrit stam paboThl ¢
TEKCTOM JIOKyMeHTa. BTopoil sTam paboThl ¢ TEKCTOM NOKyMeHTa. Tpertuil stam
paboThI C TEKCTOM JOKYMEHTA.

IIpakTHyeckoe 3ansiTue. TexHUKa MPaBKU JOKyMEHTa. TUMWYHBIE OIIMOKH B
A3bIKE U CTHJIE JOKYMEHTOB. JIOTMKO-CMBICIIOBBIE OMIMOKU. JIeKcHueckue OmmOKy.
Mopdonornueckne  ommbOku.  CuHTakcmyeckue  ommbOku.  HempaBuibHOe
ynoTtpeOaeHHne najiexa v Ipeyiora nocie yupasisomux cinoB. Opdorpaduueckue u
IIYHKTYal[MOHHbIE OUINOKHU.

CamocrositenbHass paOora. Hapymenuss peueBoro osrtukera. IlpaBuna
PYCCKOTO 3THKETa

Pexomenayemas sureparypa:

OocHOBHasi: [1];

JIOTIOJIHUTENbHA: [3].

5. MeToauueckue PCKOMCHIALMHA 110 OPraHm3alui U3y4CeHUA TUCHUILINHBI

[Ipn peanmzanmuu TPOTrpamMMbl AUCITUIUITMHBI HCTOIB3YIOTCS JICKIIMOHHBIE U
MPAKTUYCCKUE 3aHSATHA.

OOmuMH 1eNIMH 3aHSATUH SBIISIOTCS

— 0060011eH e, cucTeMaru3aius, yIi1yOJIeHHeE, 3aKperyieHue
TEOPETUIECCKUX 3HAHUI IO KOHKPETHBIM TeMaM JUCIUILINHBL,

— dbopMupOBaHNE YMEHUI MPUMEHATH MOMyUYEHHBIC 3HAHMS Ha TPAKTHKE,
peanu3aiysi €IUHCTBA UHTEIUICKTyadTbHOW U IPAKTHUECKON IS TEIIHHOCTH;

— BHIPA0OTKA TMPH PEHICHUH TOCTABIECHHBIX 3aJad MpodecCHoHaIbHO
3HAYMMBIX Ka4€CTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUECKOM
MHUIHATUBBI.



[ensiMu JISKIAN SBIISFOTCS:

— J1aTh CHCTEMAaTH3UPOBAaHHbIC HAaydHbIE 3HAHUA TI0 JAWCIUILUIUHE,
aKIIEHTUPOBAB BHUMaHUE Ha HanOoJee CIOKHBIX BOIIPOCAX;

— CTHMYJUPOBaTh aKTUBHYIO MO3HABATEIBHYIO JCSITEILHOCTh OOYJArOIINUXCS,
crioco0cTBOBaTh (hOPMHUPOBAHUIO UX TBOPUYECKOTO MBIITUICHHS.

B xome mpakTHYEeCKOTO 3aHATHA OOCCIICUMBACTCS IPOIECC aAKTUBHOTO
B3aMMOJICHCTBHS O0YYarONIMXCS C MperoaBareiieM; MPUoOPETarOTCsS MPAKTHICCKIES
HABBIKK M yMeHHS. Llenh MpakTHYecKoro 3aHATHS: YIIYOUTh W 3aKpENUTh 3HAHUS,
MOJTydeHHBIC HA JIEKIMH, (OPMHpPOBAHWE HABBIKOB HCIOJIL30BAHUS 3HAHWUN IS
peIIeHUsT TMPAKTHYECKUX 3a/lad; BBINIOJHCHHE TECTOBBIX 3aJaHU IO TIPOBEPKE
ITOJIYYEHHBIX 3HAHUN U YMEHUM.

CamocTosiTenbHass paboTa oOydYalIIMXCs HampaplieHa Ha yIIyOleHue u
3aKpeIJICHHE 3HAaHWM, MOJYYCHHBIX Ha JICKIUSAX M JPYTHX 3aHATHAX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEIbHOTO AKTUBHOTO MPHOOPETEHUsT HOBBIX, JOMOJHUTEIBHBIX
3HAHUU, TIOATOTOBKY K MPEACTOSIIIAM 3aHATHSIM.

6. OueHoYHbIe MaTePHAJIbI M0 TUCIUIJINHE
Texymuii KOHTPOJIb YCTIEBAEMOCTH 00ECIIEUNBACT OIEHUBAHUE XOJIa OCBOCHUS
JTUCITUTUTNHBI, TIPOBOAUTCS B COOTBETCTBUU C COJEPKAHMEM JUCIMIUIMHEI TI0 BUIAM
3aHATHI B (hOpME ONPOCa/TOKIIAI0B/TECTUPOBAHUSI.
[TpomexxyTouHast arrecTanus O0OECIIEYMBACT OIEHWBAHHUE TPOMEKYTOUHBIX U
OKOHYATEJIBHBIX PE3ylbTaTOB OOydYeHUs MO AWCIUILIMHE TMPOBOAMTCS B (opme
HK3aMEHa.

6.1. IlpumepHBbIE OLIEHOYHbIE MATEPHUAJIbI:
6.1.1. Tekymero KOHTPOJIA
Tunosble BOMpOCHI JJIA OMPOCa:

1. UTto Takoe J0KyMEHTO0O0pOT?
2. [lepeunciiuTh OCHOBHBIC 3a7]a9 aBTOMATHU3AIUU JOKYMEHTO000pOoTa
3. KakoBbl mperMyIiecTBa aBTOMaTU3aIlMK JOKyMEHTO000poTa?

TunoBbie TeMbI A5l T0KJIAT0B:

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

2.YuetHble nokyMeHThl JpeBHero Erunta, J[peBnero Puma

3.IlepBbie (hOpMBI TOKYMEHTOB U NIEPBBIE CPEJCTBA 3AIIUTHI JOKYMEHTOB

TunoBble 3axaHust 1151 TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K chepe AeTONpOr3BOJICTRA:

a) ohopmileHHE CeKpeTapéM MpuKasza o mpuémMe Ha paboTy COTPYAHUKA;

b) odopmieHnue cekperapéM 10 MpocbOe HayadbHUKA MO3APABUTEILHON
TeJIErpaMMBbl JJI €r0 MAaTepH;

¢) odopmileHHE CeKpeTapéM IO MpochOe HayajlbHUKA CIY>KEOHOW 3alUCKH B
BBIIIECTOAILYIO0 HHCTAHIIUIO;

d) obopmiteHne cekperapéM IPOTOKOIA COBEIAHUS PYKOBOIUTEIIEH OT/ICTIOB.

2. OOBEKT IeN0MPOU3BOCTBA — ATO:

a) oQopMIIEHHE JOKYMEHTOB, OTPaXAIOIIMX BECh CHEKTP YIpPaBICHYECKOU
ACSTENIbHOCTH MPEANpPUATHs, a TakkKe OpraHu3aluio JOKYMEHTO0O0OpoTa B



YUPEKICHUH;

b) cucrtemMa TOKYMEHTOB, CO37laHHAas HA OCHOBE €JIMHBIX CTaH/IapTOB;

C) MpaBwia, OMPEACIIAIONINE OPraHU3aIui0 JOKYMEHTUPYEMBIX MPOIECCOB Ha
IpEeANPUSITUY;

d) COBOKYMHOCTh JOKYMEHTOB, IPHUMEHSEMBIX B OIpPEACIICHHOU cdepe
JIeSITEILHOCTH.

2. K ocHoBHBIM 11€7151M cI1y:k0b1 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTPOJIB

C) KoOpAHHAIUSA

d) peanmsanus

6.1.2. IIpome:kyTOUYHOI aTTecTAMHA

IIpuMepHbBIA epeYyeHb BONMPOCOB, BBIHOCMMbIX HA JK3aMEH:

1. Yuetnble nokymeHThl JlpeBHen I'peumn, Ilymepo-BaBUIOHCKHUE
JOKYMEHTBI

2. YuetHbie nokyMeHThI [[peBHero Erunta, IpeBHero Puma

3. [1epBbie (GOopMBI JOKYMEHTOB U MEPBbIE CPEJICTBA 3AIIUTHI JOKYMEHTOB

4. [TepBbie GyHKIIUN JOKYMEHTOB: YUYET, YIIPABICHNUE U KOHTPOIb

3. dopMupoBaHue MIPUKA3HOU YIIPaBJICHYECKON CHUCTEMBI
JEJIONPON3BOICTBA.

6. Cucrema oOmiero paenonpousBoicTBa. CTpPYKTypHBIE MOApa3ICICHUs
MIPUKA30B

7. Boennas, quninomarudeckas, CTaTUCTUYECKAs!, y4€THAs! JOKYMEHTALIMS.

8. Komnexckoe penomnpousBoacTBo. Buael nokymeHTOB. OpraHuzanus
KOHTPOJISI 33 UCIIOJTHEHUEM JIOKYMEHTOB

9. HenonpousBoactBo XIX-Hauama XX B. Opranuzanuss paboTbl C

JOKyMEHTaMu B MUHUCTEPCTBAX

10. IlonoxxeHue O MHCHBMOBOJCTBE M JEJIONPOU3BOJCTBE B BOECHHOM
BEJIOMCTBE

11. Pa3Butue coBETCKOro JEI0MPOU3BOICTBA

12.  ®yHKUMH METOJMYECKOrO LEHTPA MO PYKOBOJCTBY palMOHAIM3ALUEN
JEJIOIPOU3BOCTBA

13.  bropo crangaptuzaunu BCHX CCCP

14.  OcHoBHble  moJIOKEHHSI ~ EQMHOM  rocyJapCTBEHHOM  CHCTEMBI
nenonpousBoacTsa (EI'C/I)

15. Co3panune EauHON rocynapCTBEHHONM CHUCTEMbl JOKYMEHTAIIMOHHOTO
obecneuenus ynpasienus (ET'CIOY)

16. Ilpomecc  cranmapTu3auud W YHUPUKAUUU  OPraHU3AILMOHHO-
pacnopsIMTEeIbHON TIOKyMEHTAlUN

17. Co3nanue ABTOMaTHU3UpOBaHHOW cucTeMbl ynpasieHus (ACY) wu
OO6merocynapcTBeHHOM cHCTEMBI cOopa M 00paboTku wuHbOpPMAIMU IS ydeTa
IUTAHUPOBAHUS U yIIpaBieHus HapoAHbIM xo03sicTBoM (OI'AC)



18. T'ocymapcTBEHHOE peryjaupoBaHKe eJI0Npou3BojicTBa B PD

19. HopmaTuBHO-IpaBOBOE PEryJUPOBaHUE JOKYMEHTUPOBAHUS U PaOOTHI C

AOKYMCHTaMM1

20. Tlomnomouus denepasbHOr0 apXMBHOIO Ar€HTCTBA MO OOECIECUYEHHIO
COOJNIO/ICHUs TIpaBWJI XpaHEHUS,

APXHBHBIX JOKYMCHTOB

21. IlpaBuia aenonpou3BOACTBa B (eepalIbHbIX OpraHax MCIOJIHUTEIbHON

BJIaCTH

KOMIIJICKTOBAHHA,

yu€Ta MW HCIOJIB30BAHUA

22.  CrangapThl, yCTaHABIMBAIOIIKE TpaBuiia 0pOpMIICHUSI JOKYMEHTOB

23.  Opranuzanus ciayk0bl I€JIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OpraHax
24.  TpeOoBaHMs K OpraHU3AIHNH JOKYMEHTOO00pOTa B (peiepaibHOM OpraHe

HUCIOJHUTEIBHOM BIACTU

25.  Opranuzanus ciaykObl I€JTONPOU3BOICTBA HA MPEANPUATUAX
26. TwumnoBas cTpykTypa ciyxos JJOY

27.  3apgauu v QYHKIUU CIIYkKObI JEIOMPOU3BOACTBA

28.  CtpyKTypa MOJ0XKEHHS O CIIy»KOe AeI0MpOr3BOACTBA

29. Opranumzamus B3zaumojaeucTBus ciyx0b1 JIOY co CTpyKTypHBIMHU
NoJipa3/IeICHUSIMU MIPEANPUATUS (YIPEKICHUS)

30. Opranuzanusi JOKyMEHTO000pOTa

31. ®opmbl pabOThI C JOKYMEHTAMHU B OpraHU3AIMIX
32. Ilopsigok 0OpaboOTKH TOKYMEHTOB

33.  DneKTpOHHbIE CUCTEMbI IOKYMEHTAIlUU

34.  OcoGenHoctu pabOTHI C ANEKTPOHHBIMU JOKYMEHTaMU B (pelepaibHbIX
OpraHax UCTIOJTHUTEIBHOW BIACTH
35. Tlopsnok ucmonb30BaHUs JICKTPOHHBIX MOANUCEH. BUABI 2IEeKTPOHHBIX
IO CEN

36.  Opranu3zanus 3alIMIIEHHOT0 JOKYMEHTO000pOTa B CETH
37. TpeboBanus K 0pOPMIIECHUIO PEKBU3UTOB JOKYMEHTOB
38.  Buast nokymenToB. @opmatsl Oymaru u nosis. biianku 10KyMeHTOB
39.  Bwuapl opraHu3alOHHBIX TOKYMEHTOB

40. TpeboBanus 1Mo oPoOpMICHHUIO: yCTaBa, YUPEAUTEIBHOIO JOTOBOPA

6.3. IlIkana oumeHuBaHHMsl Pe3yJbTATOB NMPOMEKYTOUYHOM ATTECTALMU M
KPUTEPHUHU BbICTABJICHUS OLCHOK

Cucrema OLICHUBAHUM BKIOYAcCT.

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

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

JaH HpaBHHBHBIﬁ, HCOOCTAaTOYHO XO0po1umo




MOJNIHEIM OTBET Ha IIOCTaBJICHHBIM
BOHpOC, IIOKa3aHO yMeHI/Ie BBIACIUTH
CYIIECTBEHHBIE W HECYIICCTBEHHBIC
HpI/I3HaKI/I, HpI/I‘II/IHHO-CJIe,Z[CTBeHHbIG
CBSI3W; MOTYT  OBITh  JTOMYIIEHBI
HEOO04YCTHI, I/ICHpaB.HeHHBIG C IIOMOIIIBIO

npenoaaBarers.

JaH HEJOCTATOYHO TMPABWIBHBIA U | YJIOBJIETBOPUTEILHO
MOJTHBIN OTBET; JIOTHKa u

MOCJIEI0BATEIbHOCTh W3JI0KEHUS

UMEIOT  HapylleHus; B OTBETE

OTCYTCTBYIOT BBIBOJIBI.

OTBET MIpe/ICTaBIsIeT co00i1 | HEYAOBIETBOPUTEIBHO
pa3po3HEHHbIE 3HAHUS c

CYILIECTBEHHBIMU omuOKaMu 1O

BOIIPOCY; MPUCYTCTBYIOT

dbparMeHTapHOCTbD, HEJIOTUYHOCTb

U3JIOKEHUS;  JIOMOJHUTENbHBIE U

YTOYHSIOIINE BOMPOCHI HE MPUBOMAST K
KOPPEKLIMK OTBETA HA BONPOC.

7. PecypcHoe o0ecnievyeHue QM CIATIHHBI
7.1. JIMueH3UOHHOE U CBOOOIHO pacCIpPOCTPaHsieMoe MPOrpPaMMHOe
odecreueHue

[lepedyenp JTUIEH3MOHHOTO W CBOOOTHO PACIPOCTPAHIEMOTrO MPOTPAMMHOTO
oOecrieueHus, B TOM YHCJIe OTEUECTBEHHOTO MPON3BOICTBA:
Microsoft Windows 7 Professional — [10-BES8-834 [JIunen3nonHoe]
Microsoft Office Standard 2010 — I10-413-406 [JIuneH3noHHOE |
7-Zip — [10-F33-948 [CBoOOAHO pacmpocTpaHsieMoe |
Adobe Acrobat Reader — [10-F63-948 [CBoGoaHO pacripocTpaHsieMoe]
Google Chrome — I1O-F2C-926 [CB0o601HO pacnpocTpaHseMoe |
MoiitOduc OOpazoBanue — I[10-41B-124 [CB0OOOAHO pacHpoCTpaHsEeMOE -
OtedecTBeHHOE]

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

HNudopmanmonnas cripaBouHasi cuctema — CepBep OpraHoB rocy1apCTBEHHON
Bnactu  Poccmiickoit  ®epepammm  http://poccus.pd/  (cBoOGOmHBIA  gocTyN);
npodeccuonanbHpie 0a3bl NaHHBIX — llopTanm OTKpBITBIX naHHBIX Poccuiickoit
Oenepanuu  https://data.gov.ru/ (cBoOOmHBIN gocTyn); (deaepanbHBIA MOpPTAT
«Poccwmiickoe oOpazoBanue» http://www.edu.ru (cBOOOAHBIN OCTYIT); CHUCTEMA
opuIManbHOTO  OMyOJMKOBAHWS  MPABOBBIX aKTOB B JJCKTPOHHOM  BHJE
http://publication.pravo.gov.ru/  (cBoOOAHBIN  jgocTym); denepaabHbId  TOpTAal
«CoBepIIeHCTBOBaHNE roCyIapCTBEHHOTO yIPaBICHUS https://ar.gov.ru
(cBOOOMHBINM JIOCTYI); AJEKTpOHHAs OubOIMoTeka yHuBepcuTeTa http://elib.igps.ru




(aBTOpM3OBaHHBIA JOCTYN); dJEKTpOHHO-OmOMmoTeyHass cuctema «IObC IPR
BOOKS» http://www.iprbookshop.ru (aBTopr3oBaHHBIN JOCTYM).

7.3. Jluteparypa
OcHoBHas JuTEpaTypa:

1. [tpukoB, A. b. OCHOBBI yHpaBIEHUYECKOW [EATEILHOCTH: y4yeOHOE
nocoobue / A. b. IrpukoB. — Camapa: IloBOJDKCKUN TOCYIapCTBEHHBIM
YHUBEPCUTET TeJIleKOMMYHUKaui u undopmaruku, 2017. — 99 c. — ISBN 2227-

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

2. Ky3nenosa, . B. JlokyMeHTHpOBaHNE YIIPABICHYECKON AEATEIBHOCTH:
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: 37eKTpOoHHBIA // DnekTpoHHO-OMOIMOTeuHas cuctema IPR
BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

JlonotHUTE/ILHAS JIUTEpPaTypa:

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

2. Kyspmuna, M. B. [enonpou3sBoactBo: ydeOHOoe mocodome / U. B.
Ky3pmuna. — MockBa: MOCKOBCKMI TyMaHHMTapHbI yHuBepcuret, 2017. — 128 c.

— ISBN 978-5-906912-98-5. — TekcT: 31eKTpOHHbIH // DIeKTpOHHO-O0MOIMOTeYHAs
cuctema IPR BOOKS: [catit]. — URL: http://www.iprbookshop.ru/74718.html

3. Turosa, JI. I'. JlenoBoe oOmienue : yueOHOe mocoOue Jisi CTYyAECHTOB
BY30B, 00y4aIOUIMXCA [0 CIENHUaTbHOCTAM SKOHOMUKH U ynpasienus / JI. I'. Tutona.
— Mocksa : IOHUTU-JAHA, 2017. — 271 ¢. — ISBN 978-5-238-00919-3. —
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7.4. MaTepuaJibHO-TeXHUYECKOe o0ecreyeHmne

JUia mpoBeaeHHs U O0ECHEUYEHMsS] 3aHITHH HCHOJIb3YHOTCS IOMELIEHMUS,
KOTOpbIE TMPEACTABIAIOT COOON ydeOHBbIE ayAUTOPUU ISl TPOBEACHUS Y4YEOHBIX
3aHATUNA,  NPEAYCMOTPEHHBIX  MporpamMmon  OakamaBpuara,  OCHAILEHHBIC
00OpyIOBaHMEM U TEXHUYECKUMHU CpEICTBAMU OOYYEHHs: aBTOMAaTU3HPOBAHHOE
pabouee MecTO MpenoaaBareis, MapKepHas J0CKa, MYJIbTUMEIUNHBIA TPOEKTOp,
JOKYMEHT-Kamepa, M0Ccal0uyHble MecTa 00yJaroInXcsl.

[Tomemenuss a7 CcamMOCTOSITENbHOM pabOThl  OOyYaromMXCsl  OCHAICHbI
KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO MMOAKIIOYeHHs K cetu «MHTepHeT» 1N
o0ecreyeHneM JI0CTylla K 3JEKTPOHHOM MH(OPMalMOHHO-00pa30BaTENbHON cpenie
YHHUBEPCUTETA.
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