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1. Ilenu u 3aauM M CHMILIUHBI
Ilenun ocBoOeHMS AUCHUTIMHBI:
¢ (hopMHpoBaHMe CHCTEMHBIX 3HAHWK 00 OpraHW3aIuM /Ie/I0TIPOU3BO/ICTBA B
yupexzeHusix (Ha npeAnpUsTUsX);
* (opmupoBaHMe yMeHHWH M MPAaKTUUEeCKUX HAaBBIKOB IO WCIMO/b30BaHUIO
CUCTEMAaTU3UPOBAaHHBIX  TEOPETUYECKUX M  MPaKTUUeCKUX 3HaHUM  OCHOB
J1e7I0TIPOU3BOZICTBA MIPU pellieHnH NpodecCroHaIbHBIX 3a/jay.

IlepeueHb KoMMeTeHI[UH, (hopMIpyeMBIX B Npoljecce U3ydyeHUs
AMCIUIIMHBI

KoMmnerenuuu CopepxaHue

OITK-5 CriocobeH  pa3pabatbiBaTh  TPOEKTHYHO W pacCTOpSAUTETbHYIO
JIOKYMEHTAI[{I0, YJaCTBOBATh B pPa3pab0TKe HOPMATHUBHBIX MPABOBBIX aKTOB
B obmactu obecrieueHusi TIO)KapHOH  06e30mMacHOCTH,  JIMKBHAIL[UH
TIOC/IeICTBUM Upe3BbIUAalHBIX CHUTYal[UH, 3all[UThl U CIACEHUS UeI0BeKa,
3al[UThI OKpPY>Karollel cpe/ibl

3afauu AUCIUIUTHHBI:

J H3yueHue Topsi/iKa OpraHu3arvu NOKYMEHTUPOBaHUS U
JIOKYMeHT0000pOoTa;

J W3ydyeHWe OCHOBHBIX TIpaBU/JI W TIOpsAJKa TOATOTOBKH O(OPMIIeHHS,
yueTa U XpaHeHHs CJTy>KeOHbIX JOKYMEHTOB;

. nprobpeTeHre MPAKTUUECKUX HABBIKOB COCTABJIEHHMS, yUeTa, XpaHeHUs],
3aIUTBI  C/TY’)KEOHOM  JIOKyMEHTal[uM B COOTBETCTBUM C  TpeOOBaHHUSIMU
JIOKyMEeHTO000pOTa;

J dbopMHpoBaHEe YMEHHWS BECTH [Ie/IONPOM3BOJCTBO M Y4yaCTBOBaTh B
BeJIeHHH JJOKYMeHTO000pOTa B OpraHax rocyZlapCTBEHHOM BJ/IaCTH, FTOCYZAPCTBEHHBIX
W MYHUIMMNA/JbHBIX OPraHu3alysAax, Ha TPeANpPUATHAX W OpraHW3al[UsiX CHUCTEMBI
MUC Poccuy;

o dbopMUpoBaHue yMeHUst 1o pa3paboTke yTpaB/ieHUeCKOu
JOKyMeHTal[1y;
J dbopMUpOBaHMe 3HaHWM, CBSI3aHHBIX CO 3HAHHWEM [IOKYMEHTAlMOHHOTO

obecrieueHus1 yrpaBjieHUs1 B opraHax W nogpaszeneHusx ['TIC ¥ crmocoGHOCTBIO K
PELIeHWI0 TpPaBOBbIX, COLMANbHBIX M KaJpOBBIX BOIPOCOB, CBSI3aHHBIX C
JesITeNIbHOCTBIO  MOKapHO-CIacaTebHbIX MOApPAa3Ze/ieHnd Ha TeppUTOpHaIbHOM
YPOBHE.

2. IlepeyeHb IJIAHUPYEMbIX Pe3y/IbTaTOB 00yueHHUs JUCHUIUIUHBI,
COOTHECeHHBIX C IVIAHMPYeMbIMH pe3y/IbTaTaMH 0CBOeHHUsI 00pa3oBaTe/IbHOMN

MPOrpaMMbl
VHAMKaTOphl AOCTWKEHUsE KOMIIeTeHLIUU [InaHupyemble pe3ynbTaTbl 0OyueHHsT 10
JUCLIMIUIMHE,  XapakKTepU3yloljye  3Tarlbl
(hopMUpOBaHUs KOMIIeTeHLIU
CrniocobeH pa3pabaTbiBaTh MPOEKTHYIO U 3Haer
pacnopsauTesibHyI0 fokyMeHTanuio OIIK-5.1 | nopsijok opraHusaliy  /JOKYMeHTHPOBaHUsl U1




nokymeHtoobopora OITK-5.1.PO-1

OCHOBHbIe TpaBW/a U TIOPSIIOK TIOJTOTOBKU
odbopMieHusi, yueTa M XpPaHEHUs CITy>KeOHBIX
nokymenToB OITK-5.1.PO-1

Ymeet

MPUMEHSATb HaBBbIKM  COCTaB/I€HUS, YyueTa,
XpaHeHWs, 3alUThI CJTY)KeOHOU [OKYMeHTal[u!
B COOTBETCTBUU C TpeOOBaHUSIMU
nokymeHtroobopota OITK-5.1.PO-3

BEeCTH [IeJIOTIPOU3BOJICTBO M yYacTBOBaTb B
BeZIeHWH JIOKyMeHTooOopoTa B OpraHax
roCy/lapCTBeHHOM BJ/IaCTH, TOCYJaPCTBEHHBIX U
MYHULUTaTbHBIX OpraHu3saLusX, Ha
TIpeJNpUATUAX M OpraHu3alusix CHUCTeMbI
MUC Poccum OIIK-5.1.PO-4

CriocobeH y4acTBOBaTh B pa3paboTke
HOPMAaTHBHBIX MPABOBLIX aKTOB B 00/1aCTH
obecrieueHus TO>KapHOM O€30MacCHOCTH,
JIMKBU/IALIUM TTOC/IE/ICTBUI Upe3BbIUaiHBIX
cutyanuii OITK-5.2.

3HaeTt

JOKyMEeHTalL[HOHHOe obOecrieueHus yrpaBjieHue
B opraHax u nogpasgenenusx ['TIC OIIK-
5.2.PO-1

TpaBU/Ia TMO/ITOTOBKU u ocdhopmieHust
pacriopsiguTebHbIX J0KyMeHTOB OITK-5.2.PO-2

Ywmeet

pa3pabaTtbiBaTh yIIpaB/IeHYeCKYH JOKYMEHTALUIO
OIIK-5.2.PO-3

peliaTh TpaBOBble, COLMA/IbHbIE W KaZpOBbIe
BOIIPOCBI,  CBSI3@aHHble C  JIeITEJIbHOCTBIO
TMO>KAPHO-CTacaTe/lbHbIX ~ TIOZpa3Je/ieHui  Ha
TeppuTopUanbHOM yposHe OITK-5.2.PO-4

3. MecTo AMCHUII/IMHBI B CTPYKTYpe 0CHOBHOM NpodecCHOHATbHOM
o0pa3oBaTe/ILHON NMPOrPaMMBbI

ITUCIUTIIMHA OTHOCUTCS K 00s13aTe/TbHOM YacTH OCHOBHOM MpodeCcCHOHATbHOM
obpa3oBaTeIbHOM MPOrpaMMEI CrielfHaanTeTa 1o crerraabHocT 20.05.01 TToykapHast
6e301acHOCTb HaTIPaB/IeHHOCTH (Mpodusb) «IToXKapoTyIeHye»

4. CTpyKTypa 4 CcoepKaHue JUCLUIIIMHbI

OO0111ast TPY/10€MKOCTb AUCIUTIIIMHBI COCTaB/sIeT 3 3aueTHble eqnHUIIbI 108 uacos.




4.1 Pacnipejie/ieHre TPYA0€MKOCTH JUCLHMILIMHBI 110 BU/iaM pabot
1o cemecTpaMm u hpopmMaM 00yueHUst

Ji71s1 O4HOM hopMbI 00yUeHUs

Tpy0eMKOCTh
o o
OO PR 3.e. yac. cemecTpam
8
OO1masi TPyA0eMKOCTb AWCLMIUIMHBI TI0 yueOHOMY 3 108 108
71aHy
KoHrakTtHasi paboTa, B TOM UHCJIe: 54 54
AyauTOpHBIE 3aHATUSA 54 54
Jlekuuu (JI) 20 20
[TpakTrueckue 3aHsaTus (I13) 34 34

CemuHapckue 3aHsatus (C3)
JlabopatopHsie pabotsi (JIP)
KOHCY/IbTal[UU T1epe/] 9K3aMeHOM
CamocrostenbHas padora (CPC) 54 54
B TOM UHCJIE:

KypcoBasi paboTa (TTpoeKT)
3aueT C OIleHKOH + +
JK3aMeH

A1 3a0UHOU (hOpMBI 00yUeHUSsT

Tpys0eMKOCTb
Buz yue6HO# paboThI yac 0 Kypcam
3.e.

3 4
OOmmiasi TPyJOeMKOCTh JUCLIMTUIMHBI TIO 3 108 36 7
yueOHOMY TIaHy
KoHrakTHasi paboTa, B TOM UHCJIe: 10 2 8
AyauTOpHBIE 3aHATHS 10 2 8
Jlekiu (JI) 4 2 2
[TpakTrueckue 3ansaTus (I13) 6 6

CemuHapckue 3aHstus (C3)
JlabopatopHbie paboTsi (JIP)
KOHCY/IbTal[|H T1epe/] 9K3aMeHOM
CamocrosTenbHas padora (CPC) 98 34 64
B TOM UHCJIE:

KypcoBasi paboTa (TTpoeKT)
3aueT C OIleHKOH + +
JK3aMeH

4.2 TemaTuueckuil njiaH, CTPYKTYPHPOBaHHbIN N0 TeMaM (pasjesiaM) C

YKd3dHHE€M OTBE€JE€HHOI'0 Hd HHUX KO/IMYeCTBAd dKAA€eMHUYECKHUX YdCOB U BH/0B



y4eOHBIX 3aHATH.

J1st OUHOM (hopMbI 06yUeHus
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1 2 3 4 5 6 7
1 | OcHOBBI OpraHu3alyu JejorpousBoAcTBa | 12 2 4 6
2 | Opranu3aiusi cykKObl ieionpou3BoAcTBa | 12 2 4 6
3 [lpaBuna mMOArOTOBKM U 0oQopmMieHus 12 ’ 4 6
OpraHu3alMOHHBIX IOKYMEHTOB
4 [TpaBunia moAroToBKY M 0hopmiieHust 12 ’ 4 6
pacrnopsi/IuTebHbIX JOKYMEHTOB
5 [TpaBuna ogopmsenysi THHOPMaLMOHHO- 12 ’ 4 6
CIIPaBOYHBIX IOKYMEHTOB
6 OO1Mii OpsiZIOK PabOThI C JOKYMEHTaMU 12 ) 4 6
B OpraHu3aluu
- KynbTypa fien0BoM MCbMeHHOW peyu: 12 ? 4 6
HICTOpUSI MU COBPEMEHHOCTh
3 OcobeHHOCTH sI3bIKa CTY>KeOHOT0 12 4 9 6
JIOKyMeHTa
9 PesakTripoBaHMe TeKCTa CIy>KeOHOTo 12 ) 4 6
JIOKyMeHTa
3auer C oOIjeHKOoM +
Hroro 108 | 20 34 54
A1t 3a09HOM (hOpPMBI 00yUeHHST
KoimuyecTBo
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3 Kypc
1 | OcHOBBI OpraHv3aLyu Je/IoNpousBoAcTBa | 36 2 34
Hroro 36 2 34
4 xypc
OcCHOBBI OpraHu3anuu Jeaonpoussoscrea | 11 7
Opranu3aiiysi cyx0bl fenorpou3BocTea | 11 2 2 7




4 [lpaBuna mnoArotoBKM u odopmienusi| 7 7
OpraHU3alMOHHBIX JOKYMEHTOB

5 [TpaBuia nMoAroToBKY U 0(OpMIIeHUS 7 7
pacropsiiuTenbHbIX JOKYyMEHTOB

6 [TpaBuna ogopmienysi THHOPMaLMOHHO- 7 7
CTPaBOYHbIX JOKYMEHTOB

7 OO611uii MOpsioK paboThI C AOKYMEHTaMH 7 7
B OpraHu3aluu

3 KynbTypa fie/10BOM MMCbMEHHOU peyu: 7 7
WICTODUSI U COBPDEMEHHOCTb

9 Oco6eHHOCTH s13bIKa CITY>KeOHOTOo 7 7
JIOKyMeHTa

10 PesakTripoBaHMe TeKCTa CIy>KeOHOTOo 3 8
JIOKyMeHTa
3auer C OIeHKOoM +
HTtoro 72 2 6 64
Bcero 108 | 4 6 98

4.3 CojepxaHue JUCHHUIUIMHBI /1A 00yJar0IUXCs

Tema 1. OcHOBBI OpraHu3anyu /ie/I0Ipou3Bo/CTBa

Jlekums. BepneHve nokymeHTOB 0 XV B. YueTHble AOKYMeHTHI [IpeBHeu
I'peryun, [pesHero Erumnra, [IpeBHero Puma, Illymepo-BaBUIOHCKUE [JOKYMEHTHI.
@opmbl JOKyMeHTOB. CpeZicTBa 3all{MThl JOKYMEHTOB. @YHKIIUU JOKYMEHTOB: yueT,
yIipaB/ieHHe U KOHTPOJIb.

dopMHUpOBaHMEe TNPUKA3HOU YIIPaB/IEHUECKOW CHUCTEMBI [1e/I0NIPOU3BO/CTBA.
Cucrema o0iiero enorpousBo/icTBa. CTPYKTypHble Tiofpa3zie/ieHusi TIPUKa30B.
BoenHas, puriomatvueckasi, CTaTUCTHUYeCKas, yuyeTHass JoKyMmeHTauus. [Ipasusa
cocTtaB/ieHdss M OdopMm/ieHHsT [IOKyMeHTOB. KoJiexxckoe —/1e/ionpor3BO/CTBO.
Crtpykrypa Kosueru. Bugbsl nokymeHTOB. Pervcrpaumsi mokymeHTOB. OpraHu3anus
KOHTPOJIS 38 UCIIO/IHeHWeM JOKYMEeHTOB.

HenonpousBozactBo XIX-Hauasma XX B. OpraHu3saiysi paboThl ¢ JOKYMeHTaMu
B MUHUCTepCcTBax. [lo/sokeHre 0 MUCBMOBO/CTBE U [e/I0NPOM3BO/CTBE B BOEHHOM
BeJlOMCTBe.

IIpakTHueckoe 3aHATHE. Pa3BuTHe COBETCKOIO [1e/I0NPOU3BO/CTBa. DYHKLIUU
MEeTOJMUYeCKOro LieHTpa MO PYKOBOJACTBY paljMOHa/IM3allel [1e/0Npor3BO/CTBa.
bropo crangaptuszaiuu  BCHX  CCCP. OcHoBHble TO0KeHUs1 EauHou
rocyjapctBeHHou cucteMbl genoripousBoiactBa (EI'CI). Cosganuve EauHou
roCcy/JlapCTBeHHON CHUCTeMbl /IOKYMEHTAlMOHHOrO0 oOecrieueHus  yIipaBJ/ieHHs
(ETCOOY). [Ilpouecc craHfapTh3alMd W yYHU(PUKALMK  OpraHu3al[MOHHO-
pacropsiAuTeNlbHON  AoKyMeHTauuu. Co3gaHve ABTOMAaTU3MPOBAaHHOM CHUCTEMBI
ynpaenenns (ACY) u OOmerocygapcTBeHHOM cucTeMbl cbopa u 00paboTKu
vHpoOpMaLMu [Jig y4yeTa IJIaHUPOBaHWS U YIpaB/leHHsT HApPOJHBIM XO031CTBOM
(OI'AC).

CamocrosTeibHasA pabora. I"'ocypapcTBeHHOE pery/aupoBaHye
[1e/I0TPOr3BO/CTBA B PD. HopmaTuBHO-I1paBoBoe pery/avpoBaHue



NOKYMEHTHUPOBaHMS U paboTel C JokymeHTamH. IlomHomoumsi PemepanbHOIO
apXMBHOTO areHTCTBa I10 oOecrieueHHI0 COOMIOZEHWS TIPAaBU/  XpaHEHUs,
KOMIUIEKTOBaHUS, yyeTa U WCIO/Ab30BaHUsI apXWBHBIX [JOKyMeHTOB. [IpaBua
J1le/IoNpOr3BO/CTBA B (hefilepasbHbIX OpraHax UCMHOJIHUTE/NbHOU BjaacTh. CTaHapThI,
yCTaHaB/IUBaIOIIMe NpaBu/ia 0POpMIIEHUST JOKYMEHTOB.

PekomeHlyemasi 1uTeparypa:

ocHoOBHas [1,2];

JIOTIOTHUTe/MbHas: [1, 2].

Tema 2. Opranu3anusi CIy>K0bI /|e/I0ONPOU3BO/ICTBA

Jlekiusa. OpraHuszaiusi Ciay>KObl /1e/I0TPOU3BOJICTBA B TOCYZAPCTBEHHBIX
opraHax. TpeboBaHusi K OpraHu3aliy JOKyMeHT0ooOopoTa B (pefepajibHOM OpraHe
WCTIOJTHUTE/bHOM — BiacTd.  OpraHu3anys — CIy>KObl  /1e/IONpOM3BO/ICTBA  HA
npenpusTUsx. TuroBasi CTpyKTypa ciy»koe1 [JOY.

3agaum  c1y>k0b1  Aenorpou3BofcTBa. TexHosoruueckue ¢yHkiuu [1OY.
Opranuzatuonseie  ¢yHkiuu  J10OY. KouTtposbHbele ¢GyHKIMU cnyxk6e1  [1OY.
Metoguueckne  dyHkiuu  JIOY.  CTpykTypa TMOMOXeHHS 0  CiIy»kbe
nesnoripor3BozcTBa. Opranu3anys B3aumoencTust cayxobl JJOY co CTpyKTypHBIMU
no/ipaszie/IeHUsIMU NpeAnpUATUs (yUpexIeHust).

CucTremMbl KOJIJIEKTUBHOM 00pabOTKM AOKyMeHTOB. KOMIIEKCHbIE CHUCTeMBI
yIIpaBJIeHUs JOKYMEHTaM.

IlpakTuueckoe 3aHsaTtue. OpraHuzaiusi CIy>KObl  /1e/0MPOU3BO/ICTBA.
Opraunusanus nokymeHTtoobopota. @opmbl paboTbl C JOKyMeHTaMH B
opranu3anusix. [Topsimok 06paboTKu JOKYMEHTOB.

CamocrosiTeibHasA padora. O/eKTPOHHbIE CHUCTEMbI  JOKYMEHTal[WH.
OcobeHHocTH pabOThI C 3/IEKTPOHHBIMU AOKyMeHTaMu B (efeparbHbIX OpraHax
VICTIOJIHATE/IbHOU BiacTU. I1opsAoK MCIob30BaHusl 3/1eKTPOHHBIX NoAnvced. Buabl
3JIEKTPOHHBIX TIomvceid. OpraHu3alius 3allyIleHHOro JOKyMeHTo000poTa B CeTH.

PekomeHplyemas iuTeparypa:

ocHOBHas [1,2];

JIOTIOTHUTe/IbHas: [2].

Tema 3. IIpaBuia mnoAroTroBKM u o0¢opm/ieHHMsI OPraHU3ALMOHHBIX
AOKYMEHTOB

Jlekiusa.  OOugue  mpaBuwia  oopmiieHHsI  [TOKyMEHTOB. 3azaumn
['ocymapcTBeHHON CHUCTeMbl [JOKYMEHTAI[MOHHOTO obecriedeHUsi yIipaBleHUEM
(I'COOY) u yuudwuipoBaHHOW cucTteMbl AokyMeHTarmu (YC/I). TpebGoBanus K
oopm/ieHHI0 PEeKBU3UTOB AOKyMeHTOB. Buibl mokymeHTOB. ®@opmaThl Oymaru u
1io/sl. bjiaHKu JOKyMeHTOB.

Buzbl opraHu3alMOHHBIX JOKYMEHTOB. PeKBHU3UTHI yCTaBa, ydpeguTeTbHOIO
noroBopa. Buabl v nmopsijok oopMmiieHUs TOJI0KEHUH, OTNpeJe/sitoluX CTPYKTYPY,
KOMITIeTEHI[MI0 W OpraHusaijdio paboTel mipeanpusTus (yupexxzaenus). CTpykTypa
TIOJIO’KeHUM, perjaMeHTUDPYIOIIUX [1eTebHOCTh [JO/DKHOCTHBIX /L. Buabl u
CTPYKTypa UHCTPYKLMNA. PeKBU3UThI UHCTPYKLMMA. Buabl pernamenToB. TpebGoBaHus
110 opOpMJIEHUIO perjiaMeHTa.



IIpakTnueckoe 3anatue. OdopmieHre HOPMAaTHBHO-TIPABOBBIX aKTOB
OpraHOB HWCIOMHUTe/IbHON BiacTu. OdopmieHre pacropsbkeHWi, MOCTaHOB/IeHUH,
pellieHUd, Mpuka3oB. [lpaBusia MOATOTOBKU M 0GOpMJIeHHsT OpraHu3aldOHHBIX
JIOKYMEHTOB

CamocrosiTennbHasA padora. O61mive TpeboBaHus 110 0OPMIEHUIO 1OTOBOPOB.
CTpyKTypa  rpaXJaHCKO-TIpaBOBbIX  0roBopoB. CojepkaHue  MpeTeH3UH,
peksaMaruu. [Topsiiok oopmieHHs1 UCKOBBIX 3asiBJIEHUM.

PexkomeHnyemasi iuTeparypa:

OCHOBHaf [2];

JIOTIoOMHUTe/NbHas: [1,2].

Tema 4. I[IpaBuia nNoAroToBKH M 0()0OpM/IeHHSI PaCHoOpsAAMTENbHbIX
JOKYMEHTOB

JleKnus. Buzpl pacriopsAuTeIbHbIX JIOKYMEHTOB. Odopmenue
pacropsiANTEIbHOU TOKYMeHTaLUH.

Buabsl u nopsaaok odopmieHusi npuka3oB. OdopmieHre pacrnopsyKeHU.
Odopmnenue pemenus. OpopmsieHre TPOTOKOA.

[TopsiioK AOKYMEHTUPOBAaHUS TPYJOBbIX OTHOIIeHUH. Co/iepkKaHre IITaHHOTO
pacriicanusi. [lpaBuna BHYTpeHHero TpyJAoBoro pacropsifka. OdopmieHue
JNOJDKHOCTHOM ~ MHCTPYKUMM. OdgopmiieHHMe TpyAOBOrO [10roBopa. PeKBU3WTHI
TIPUKa30B I10 IMYHOMY COCTaBYy.

IIpakTuueckoe 3aHATHe. [IpaBusa MOATOTOBKM U O(OpM/IEHUS
pacrnopsiiuTeNbHbIX AOKYMeHTOB. Ilopsimok odopmieHUsi TepBUYHBIX YUeTHBIX
JIOKYMEHTOB M YYeTHbIX perucTpoB. OCHOBHble U [OIIOJTHUTe/IbHble PeKBU3UTHI
OyxranTepckux  JOKyMeHTOB. Ha3HaueHuWe peKBU3WTOB, TIPUMEHSEMBbIX B
OyXranTepckux JOKyMeHTax.

CamocrosTe/1bHasA padoTa. OpraHu3aLOHHO-PaCTIOpsAUTe /IbHAas
nokyMmeHrtausi B cucteMe MUYC Poccun. OdopmiieHre UHCTPYKLMH, MPOTOKOJIOB.
Coziep>kaHue ¥ Ha3HaueHre CMy>KeOHBIX TTHCeM, CTyKeOHBIX 3aIMCOK.

PekomeHiyemas iuTeparypa:

OCHOBHaf [1];

JOTIOTHUTe/bHas: [1].

Tema 5. [IIpaBuna odopmieHusa  uHGOPMaAIMOHHO-CIIPABOUYHBIX
AOKYMEHTOB

Jlekumsi. Buapl vH(MOpPMal[MOHHO-CIIPABOUHBIX JOKyMeHTOB. OdopmieHue
JOK/IaJHBIX W OOBSICHUTETBHBIX 3allCOK. BUABI U TIOPSANOK OGOpMIeHUs aKTOB.
Bugel cnyxebnbix mceM. Odopmienne ciyxkebHbix mcem.  OdopmiieHue
TenerpamMM. Bubl u ohopmieHre CIpaBoK.

IIpakTnueckoe 3aHsaTrue. OdopmneHue UHGOPMALIMOHHO-CIIPABOYHOM
JNOKYMeHTaI[ii. Buibl HayuHbIX paboT.

CamocrosiTennbHass padora. OdopmiieHre pe3y/ibTaTOB Hay4yHbIX paboT.
OdopmrieHue CIivcKa UCTIOIb30BaHHOM TUTepaTyphl.

PexkomeHnyemasi iuTeparypa:

OCHOBHaf [1];



NOTIONMHUTe /IbHAs: [2].

Tema 6. O01MI MOPAJOK PAadOTHI C JOKYMEHTAMHU B OpPraHU3aluu

Jlekiusa. [lpuem U TiepBuuHasi 00pabOTKa BXOASIUX J/IOKYMEHTOB.
[TpenBapuTe/ibHOE pAacCMOTPEHHE U pacripe/ie/ieHrde JOKYMeHTOB. Perucrparius
BXO/ISIITIe KOpPeCIToHAeHIIUNA. BUbI HeperucTpupyembix AoKyMeHToB. O6paboTKa 1
OTIIPaBKa HCXOZAIMUX JOKyMeHTOB. IIpoBepka TIpPaBH/ILHOCTH O(MOPMJIEHUS
UCXOASIIMX JOKyMeHTOB. JKypHaibHas UM KapTOuHasi CHCTeMa pervMcTpauyu
JOKYMEHTOB. ABTOMaTH3HMPOBaHHAsl CUCTeMa PeruCTpaliuu JOKYMeHTOB.

KoHTpo/ib 3a CpOKaMu WCIIO/IHEHHSI [OKYMEHTOB. ABTOMAaTH3UPOBAHHbIN
KOHTPOJIb 3a UCIIOJIHEHHEM IOKyMEHTOB.

Opranu3alijusi OrepaTUBHOTO XpaHeHWs A0KyMeHTOB. HomeHKnaTtypa nen B
opranu3aiuu. TpeGoBaHUs 110 COCTaBIeHUIO U 0(OPMIEHUIO HOMEHK/IATyPhI feJl.

IlpakTHyeckoe 3aHsaTHe. [lopsiiok (GopMHUpOBaHHUS [e/T B OpraHU3alvu.
[MTopsinok odopmnenus aen. CucreMarusaiys AoKyMeHTOB. OdopmieHre 00I0XKKH
nena. CocTapyieHre BHyTpeHHeH orvcy Aena. OpraHu3aius XpaHeHHUs T0KyMeHTOB.
OOt opsiioK paboThkl ¢ IOKYMEHTAaMH B OpraHU3al[|H.

CamocTosTe1bHasA padora.

OKCriepTr3a [IeHHOCTH JI0KyMeHTOB. [Topsgok nepenauu e B apxuB. Cpoku
XpaHeHus JOKyMeHTOB. [1opsJ0K YHUUTOXKeHUsI J0KyMeHTOB.

[Topsiiok paboThI C MMCbMEHHBIMU OOpallleHUsIMH TpakaaH. Byl oOpaiiieHui
rpaxzaad. Cpoku paccMoOTpeHust obpailieHui TpakjaH. KoHTposib 3a MCMOTHeHUeM
oOpalljeHuM rpak/aH.

PexkomeHyemasi iureparypa:

ocHoBHag [1,2];

JOTIONMHUTe/MbHAas: [1,2].

Tema 7. KynabTypa [e0BoMi NHUCbMEHHOW peud: HUCTOPUS M
COBPEMEeHHOCTh

Jlekiusa. OCHOBHbIE aCeKThI KYJIbTYPhI e/I0BOM peurd. HOpMaTHUBHBINM acriekT
KyJbTypbl peud. KOMMYHMKAaTUBHBIM acleKT Ky/JbTypbl peud. DTHUYECKUM acreKT
KYJIbTYpbI peun. VIcToprs pyCcCKOU [1e/I0BOM MMCbMEHHOCTH U pa3sBUTHE [OKYMEeHTa.
HOpeBHuri nepuon. IlpukasHou mnepuoj. Kosiexckui nepuof. MUHUCTepPCKUr
niepron,. COBeTCKUM Y TTOCTCOBETCKUM TEePUO/,.

IIpakTnueckoe 3aHATHe. OCHOBHBIE AaCIeKThbl KYJbTYPbl [1€JI0BOM DeuM.
Vctopust pycckou [je/I0BOM MMCbMEHHOCTH U Pa3BUTHE NOKYMEHTA.

CamocrosiTesibHasAs padora. lHTepHal[MoHabHOE W HAlMOHA/IbHOE B
c1y>keOHOM JokymeHTe. TOUHOCTHP YW TIOHATHOCTh. KosutermanbHOCTh. TouHast
aZipecHOCThb. TemaThueckasi OrpaHU4eHHOCTb. CBOEBPEMEHHOCTh M aKTYa/IbHOCT.
ITocTOBEpHOCTh U OOBEKTUBHOCTh. Y O0€ANTENTbHOCTh M JIOTMUHOCTh. [lo/iHOTa U
CKaTOCTh M3/10KeHHs. HeMTpasibHOCTh U3/10KEeHUsI.

PekomeHyemasi iuTeparypa:

ocHOBHas [1,2];

NOTIOMHUTe/MbHas: [1-2].



Tema 8. Oco0eHHOCTH fI3bIKA CJTY)KeOHOr0 JOKYMeHTa

Jlekmsi. CraHjapTu3ailys sisbika JoKyMeHTa. CrTaHjapTu3alys JIeKCUKHU.
CrieliasibHasi JieKCHMKa, CBOMCTBEHHasl TOMbKO KaHIleaspckoit peuu. CrieljpanbHasi
TePMHUHOJIOTUUeCKasi JIeKCUKa, BbIpa)KeHHasi OTIJIaroJbHBIMHU CYII[eCTBUTETbHBIMU.
CriellasibHasi ~ oTpacieBasi ~ TepMHMHOJorHYeckas  jekcrhka.  CrelyasibHble
o003HaueHus1 Jro/lel 10 KakoMy-IMb0 TIpU3HaKy Wiu AeuctBuio. CTaHAApTH3AIUs
C/IOBOCOYETAHUM. Y CTOWUMBBIE C/0OBOCOUETaHUSI C TPOWU3BOJHBIMHU IIpe//IoraMHu.
YcroliuuMBble  C/IOBOCOYETaHUsT ~ STHUKETHOro  xapaktepa.  CraHaapTu3alys
nipeZiyioykeHui. ITpsiMoii mopsiiok cioB. ITocTosTHHOe MeCcTO BTOPOCTeNeHHbIX UIeHOB
npefijio’keHusi.  PacrionokeHue  C7O0B 10 WHGOPMATHBHOM  3HAUMMOCTH.
[Tpeobsiafianie  CTpajaTe/NbHBIX KOHCTPYKIMM. PacmpocTpaHeHHOCTb TPOCTOTO
npeasiokeHusi. KynbTypa cno)kHoro mnpejnokeHus. CraHjapTu3alys —TeKCTa.
CBSI3HBIA TEKCT C TPAJULIMOHHOW JIMHEMHOM 3amycbio. CBA3HBIM TEKCT C 3alMChIO T10
tpadapety. TekcT-aHkeTa. TekcT-Tabnuiia.

IIpakTHYecKoe 3aHATHE. S3bIKOBbIe TpeOOBaHUS K 0(hOPM/IEHUIO PEKBHU3UTOB
nokymeHTa. PekBusurT «HaumeHoBaHWe opraHusaiuu». PekBusutr «Jlata
NoKymeHTa». PekBU3UT «AjpecaT». PekBusuT «I'pud yTBep)K[eHHUs [JOKyMEHTa».
PexBusur «Pe3omonusa». PekBU3UT «3arosioBoK K TeKCTy. «PekBusut «Iloamuce».
PekBu3uT «TeKCT mJOKyMeHTa». BU/bl ¥ THITBI COKPAIT|eHHH.

CamocrosiTenbHast padora. f3pikoBoe odopmIeHHEe JIMUHBIX JOKYMEHTOB.
Ob6pasupl  3asBieHuid. (OOpasel] HWCKOBOTO 3asiBleHWss B cyd. OOpa3sibl
noBepeHHOCTeil. ABTobuorpadwus. Pe3tome. [lesoBoe MHMCBMO: BUILI U S3BIKOBOE
odopmiieHHe.

PekoMeHyemasi iuTeparypa:

ocHoBHas [1,2];

JIOTIOTHUTe/MbHas: [1,2].

Tema 9. PejakTHpOBaHHe TeKCTa C/Iy)KeOHOT0 A0OKyMeHTa

Jlekusi. MeToAMKa peJlaKTUPOBAaHUSI U TeXHHWKAa TIPaBKU CITYKeOHBIX
JOKYMeHTOB. MeToAuKa peJakTUpOBaHUsl [JOKymeHTa. [lepBbiii 3Tam paboThl C
TEeKCTOM JIOKymMeHTa. BTopoii sTtam paboThl C TeKCTOM [OKymeHTa. TpeTuit 3tar
paboThI C TEKCTOM JOKyMeHTa.

IIpakTHyeckoe 3aHsaTHe. TexHUKA MPaBKU JOKyMeHTa. THUTTMUHbIe OIIMOKA B
A3bIKe U CTWIe JOKyMEeHTOB. JIOTMKO-CMBIC/IOBBIE OLIMOKH. JleKchueckue OIMOKH.
Mopdonornueckre — ommbku.  CHHTakcuueckde — omMOKu.  HerpaBumbHOe
yrnotpeb/ieHre majiexka ¥ Tpejiora 1ocsie ympasisitoiux cioB. Opdorpaduueckue u
MyHKTYaI[{OHHbIE OITHOKH.

CamocrosiTennbHasA pabora. HapymieHus peueBoro 3THKera. IIpaBusa
PYCCKOTO 3THUKeTa

PekomeHyemas iuTeparypa:

OCHOBHaf [1];

JTOTIOTHUTe/IbHAas: [2].



3a0uHoU opmbI 00yUeHust

Tema 1. OcHOBBI OpraHu3anMu /ie/10Ipou3Bo/CTBa

Jlekums. BepneHve nokymeHTOB 0 XV B. YueTHble AOKYMeHTHI [IpeBHeu
I'peryun, [peBHero Erumnra, [IpeBHero Puma, Illymepo-BaBUIOHCKUE [JOKYMEHTHI.
@opwmbl JOKyMeHTOB. Cpe/icTBa 3all{UThI JOKYMEHTOB. @YHKIIUU JOKYMEHTOB: yueT,
yIipaB/ieHHe U KOHTPOJIb.

dopMHUpOBaHMEe TNPUKA3HOU YIIPaB/IEHUECKOW CHUCTEMBI [1e/I0NIPOU3BO/CTBA.
Cucrema o0iiero enorpousBo/icTBa. CTPYKTypHble Tiof[pa3ziesieHusi TIPUKa30B.
BoenHas, puriomatvueckasi, CTaTUCTHUYecCKas, yuyeTHass JoKyMmeHTauus. [Ipasusa
cocTtaB/iieHdss M OdopMm/ieHHsT [IOKyMeHTOB. KoJiiexxckoe —/e/ionpor3BO/CTBO.
Crtpykrypa Kosueru. Bugbsl nokymeHTOB. Pervcrpanmsi mokymeHTOB. OpraHu3anus
KOHTPOJIS 38 UCIIO/IHeHWeM JOKYMEeHTOB.

HenonpousBozacTtBo XIX-Hauasma XX B. Opranu3saijysi paboThl ¢ JOKYMeHTaMu
B MUHUCTepCcTBax. [lo/sokeHre 0 MUCBMOBOJCTBE U [e/I0NPOM3BO/CTBE B BOEHHOM
BeJlOMCTBe.

IIpakTHueckoe 3aHATHE. Pa3BuTHe COBETCKOIO [1e/I0NPOU3BO/CTBa. DYHKLIUU
MEeTO/IMUeCKOro LieHTpa MO0 PYKOBOJCTBY palMOHa/IM3alMeN [1e/I0NpOor3BO/ICTBA.
bropo craHgaptuszanuu  BCHX  CCCP. OcHoBHble TO0KeHUs1 EauHou
rocyjapctBeHHou cucteMbl genoripousBoiacTtBa (EI'CI). Cosganuve EauHoi
rocy/lapCTBeHHON CHUCTeMbl /OKYMEHTAlMOHHOrOo oOecrieueHus  yIipaBJ/ieHHs
(ETCOOY). [Ilpouecc craHfapTh3alMd W  yHU(PUKALMK  OpraHuU3al[MOHHO-
pacropsiAuTeNlbHON AoKyMeHTauuu. Co3gaHve ABTOMAaTU3MPOBAaHHOM CHUCTEMBI
ynpaenenns (ACY) u OOmerocygjapcTBeHHOM cucTeMbl cbopa u 00paboTKu
vHpoOpMaLMu [/ yuyeTa IJIaHUPOBaHWS U YIpaB/leHHsT HApPOJHBIM XO031ICTBOM
(OI'AC).

CamocrosTeibHasA pabora. I"'ocypapcTBeHHOE pery/aupoBaHye
[1e/I0TIPOr3BO/CTBA B PD. HopmaTuBHO-T1paBoBoe pery/avpoBaHue
JOKYMEHTHMPOBaHHsI U paboTbl ¢ [okymeHTamu. [lonHomouusi PefepanbHOTO
apXUBHOTO areHTCTBa M0 obecrieueHUt0 COOMIOIEHUsT TIpaBWI  XpaHeHwUs,
KOMIUIEKTOBaHHUs, yyeTa U WCIIO/b30BaHUsl apXWBHBIX [JOKyMeHTOB. [IpaBuna
J1e7I0NIPOU3BO/ICTBA B (heJiepa/ibHbIX OpraHax MCIOJIHUTENbHOM BiacTu. CTaHAapThl,
yCTaHaB/IMBAOLLMe TpaBr/ia 0OpOpMIeHUs JOKYMEHTOB.

PekoMmeHiyemas iuTeparypa:

ocHOBHas [1,2];

JOTIONMHUTe/MbHAs: [1, 2].

Tema 2. OpraHu3anus C1y)X0bl Ae/I0NPOU3BO/ICTBA

Jlekumsa. OpraHuzanys CayKObl [Ie/IONPOM3BOACTBA B TOCY/IapCTBEHHBIX
opraHax. TpeGoBaHUsI K opraHW3alid JOKyMeHTOoOopoTa B ¢efepajbHOM OpraHe
WCTIONTHUTE/IbHOW ~ BjlacTh.  OpraHu3auusi  CIy>kObl  [1e/IONPOU3BOACTBA  HA
npeanpuaTusx. Turosasi CTpyKTypa ciy>0el JOY.

3ajaun  Cay>KObl Zienonpou3BoficTBa. TexHosornueckue dyHkuyu 10Y.
Opranu3anuonsble  ¢GyHkmu  JIOY. KoHtposmbHble GyHKOMM cnyxboer  [10Y.



Metoguueckne  dyHkiuu  [1OY.  CTpykTypa TMONOXeHHS 0  CIy»kbe
Jeyonpon3BozicTBa. OpraHu3aius B3aumMoelcTBus cayonul JIOY co CTpyKTYpHBIMU
noZipasiesIeHusIMU NpeAnpusTust (yupexxaeHus).

CucTemMbl KOJIJIEKTUBHOM 00pabOTKM AOKyMeHTOB. KOMIUIEKCHBIE CHCTEMBI
yIipaBJ/ieHUs] IOKYMeHTaM.

IlpakTHuueckoe 3aHsaTue. OpraHuz3ais CIy>KObl  /IeJIONPOU3BO/ICTBA.
Opranusanus noKymeHTooO0poTa. Popmbl  paboTbl C  [JOKyMeHTaMd B
opranu3aiuysx. [Topsgok 06paboTKu JOKYMEHTOB.

CamocrosiTenibHasAs padora. OJeKTPOHHbIE CUCTeMbI  JOKYMeHTal[WH.
OcobeHHocTH paboThl C 3/IEKTPOHHBIMH JIOKYMeHTaMu B deziepasbHbIX OpraHax
VICTIOJTHUTe/TbHOM B/IaCcTU. [10pS0K MCIIOMb30BaHUS 3/1€KTPOHHBIX Moanucer. Buabl
3/IEKTPOHHBIX TIoAnMceit. OpraHu3aiiys 3aliyiieHHOro JOKyMeHT0000poTa B CETH.

PexkomeHyemas iureparypa:

ocHoBHag [1,2];

NOTIOTHUTE /IbHAs: [2].

Tema 3. IIpaBuia noAroroBKM u 0¢opM/IeHHMsT OPraHU3aALMOHHBIX
AOKYMEHTOB

CamocrosTenbHas pabdora. O61ive TpeboBaHus 10 0OPMIEHUIO 1OTOBOPOB.
CTpyKTypa  rpaXJaHCKO-TIpaBOBbIX  J0roBopoB. CojepkaHue  MpeTeH3UH,
peknamauuu. Ilopsnok odopmieHUsT WCKOBbIX 3asiBieHuid. OOique TmpaBuia
oopMeHUs1 JOKyMeHTOB. 3aiau ['ocyjapCTBEHHOM CUCTEMBI JOKYMEHTALMOHHOT O
obecrieuenusi  ympaBnennem (I'CJOY) u  yHUOUIMPOBAHHOM  CHCTEMBI
nokymenTaiuu (YC/I). TpeboBanus K oopmiieHHIO0 pEKBU3UTOB JJOKYMEHTOB. Bu/bl
nokyMmeHTOB. @opMathl Oymaru u rosist. byiaHKy JOKyMeHTOB.

Buzpbl opraHu3alMOHHBIX JOKYMEHTOB. PeKBHU3UTHI yCTaBa, ydpeguTeTbHOIO
JoroBopa. Buibl v mopsiok oopmieHUs TI0/I0XKeHUH, OTNpe/ieNsitoluX CTPYKTYPY,
KOMIIETeHIIUIO ¥ OpraHu3aiyio pabotbl mipeAarnpusatvs (yupexzaenus). CTpyKTypa
TOJIO’KEHUM, perjaMeHTUDPYIOIIUX [1eSTebHOCTh [JO/DKHOCTHBIX /Ul Buabl u
CTPYKTypa UHCTPYKLMM. PeKBU3UThI UHCTPYKLMA. Busbl pernameHToB. TpeboBaHus
10 0()OPMJIEHUIO perjiamMmeHTa.

OdopmieHre HOPMAaTUBHO-NIPABOBLIX AaKTOB OPraHOB  HCIOJHUTE/bHOU
Biacti. OdopmiieHre pacrlopsyKeHWM, T[0CTaHOB/EHWH, pellleHul, MPUKa30B.
[TpaBuia NOArOTOBKU U 0(hOpPMJIEHUS OPraHU3al[MOHHBIX JOKYMEHTOB

PekomeHnyemas iuTeparypa:
OCHOBHaf [2];
JOTIONMHUTe/MbHAs: [1,2].

Tema 4. IIpaBuia mnoAroToBKM M 0QopM/IeHHSI PacCOpPAANTE/TBHBIX
JOKYMEHTOB

CamocrosaTenbHas pabora. OpraHu3aLMOHHO-pacopsAgUTe/IbHasA
nokyMeHTtanusi B cucteMe MUYC Poccun. OdbopmieHre WHCTPYKI[MHA, MPOTOKOJIOB.
Copep)kaHre W Ha3HaueHWe C/IY)KeOHbIX TIHMCeM, CIy)KeOHBIX 3arucoK. Bujbl
pacnopsiguTeNbHbIX JOKYMeHTOB. OdopmiieHre pacropsiUTeTbHON JOKYMeHTaLWH.



Bugbl u mopsagok odopmiieHus mpuka3oB. OdopmieHHe pacriopsbKeHHH.
Odopmnenue pettienrs. OdopmieHHe TPOTOKOJIA.

[TopsiioK OKYMEeHTHPOBAHUS TPYZOBBIX OTHOIeHWH. Coziep>kKaHue IIITaHHOTO
pacrivcanusi. [IpaBwia BHYTpPeHHero TpyzoBoro pacriopsgka. OdopmiieHne
JNO/DKHOCTHOM  MHCTPYKOMKU. OdopmiieHre TpPyZOBOTO [JJOTOBOpa. PeKBU3UTHI
TIPUKA30B 110 TMUHOMY COCTaBy.

PexkomeHnyemasi iuTeparypa:
OCHOBHaf [1];
JOTIOMHUTe/NbHas: [1].

Tema 5. IlpaBuna odopmiaeHuss UHGPOPMALMOHHO-CIIPABOYHbIX
AOKYMEHTOB

CamocrositennbHaa pabora. OdopMmieHWe pe3ynbTaTOB HAyuHbBIX paboOT.
OdopmneHre CHUCKa WCIOMb30BAaHHON JiMTepaTypbl. Buabl uH(OpPMAaIMOHHO-
CTIPaBOYHBLIX [OKyMeHTOB. OdopmiieHHe AOKIaAHbIX U OOBSICHUTETBHBIX 3alliCOK.
Bugel u mopsijok odopmiieHHsI akToB. Buzbl ciy»ke6HBIX mceM. OdopmiieHre
cny>ke6HbIX TiiceM. OdopmiieHue TesierpamM. Busbl 1 ohopMiieHHe CITpaBoK.

Odopmnenre MHGDOPMAIIMOHHO-CITPABOYHOM JIOKYMEHTAI[UH. Buabl HayuHBIX
pabor.

PexkomeHnyemasi iuTeparypa:
ocHOBHas [1];
NOTIOTHUTe/IbHAs: [2].

Tema 6. O01MIT MOPAJOK PAadOTHI C JOKYMEHTAMHU B OpPraHU3aluu

CamocrosiTenibHasA padoTa. OKCrepTu3a 1EHHOCTU [JOKYMeHTOB. Ilopsmok
nepesaur gen B apxuB. CpOKU XpaHeHUs] JOKYMeHTOB. [IOpsiioK yHUUTOXeHUs
JIOKyMEHTOB.

[Topsiok paboThI C MMCBbMEHHBIMHU O0OpallleHus MU TpaXkaaH. Buabsl obpalijeHui
rpaxkziad. CpoKu paccMOTpeHMs oOpailleHUi TpakJaH. KOHTpo/ib 3a MCMo/HeHHeM
obOpatieHnii rpakjad. Ilpuem W mepBuuHass 00pabOTKa BXOASAIIHMX JOKYMEHTOB.
[TpenBapuTe/ibHOE pacCMOTpeHWEe U pacrpejesieHrde [JOKyMeHTOB. Peructpaijusi
BXO/IsiIIIell KoppecroHAeHLIMH. Buibl HeperucTpupyembix AoKyMeHToB. O6paboTka 1
OTIpaBKa MCXOJALIUX [JAOKYMeHTOB. [IpoBepka MpaBUJILHOCTH OQOpPMJIEHUS
UCXOJAIIMX JO0KyMeHTOB. JKypHajibHass UM KapTO4yHasi CHUCTeMa peructpalyu
JNOKyMEeHTOB. ABTOMaTU3MPOBaHHasi CUCTeMa PerucTpaluu J0KYMeHTOB.

KoHTpo/ib 3a CpOKaMM WCIIOMHEHUs] [10KYMEHTOB. ABTOMaTU3WPOBaHHbBIN
KOHTPOJIb 3a UCTIO/THEHUEM I0KYMEHTOB.

OpraHu3aiusi OmepaTUBHOTO XpaHeHUs JIOKyMeHTOB. HoMmeHkiaTypa fenl B
opranu3anyy. TpeboBaHUs 110 COCTaBIEHUIO U 0(OPMIEHUIO HOMEHK/IaTyPhI ZeJl.

[Topsimiok ¢opMupoBaHuUsl Jilel B opraHu3aiuu. Ilopsijok odopmiieHus [el.
Cucrematusaiiusi J1oKyMeHTOB. Odopmnenue o06/0xku Jena. CocTaBieHue
BHYTpPeHHeM omucu jesa. OpraHu3saiiys XpaHeHUs JOKymMeHTOB. OOIuii mopsijok
paboThI C JOKyMeHTaMy B OpraHU3aliui.



PexkomeHnyemas iureparypa:
ocHOBHas [1,2];
Noro/IHUTe/MbHas: [1,2].

Tema 7. KyabTypa [e/10BoMi NHUCbMEHHOW peuM: HUCTOPUS M
COBPEeMEeHHOCThb

CamocrosiTennbHasi pabora. MHTepHal[MOHa/lbHOE U HAI[MOHA/IbHOE B
cny)keOHOM JJoKymeHTe. TOYHOCTb U TIOHSTHOCTh. KosernanbHocTh. TouHast
aZlpecHOCTb. TemMaThueckasi OrpaHU4YeHHOCTb. CBOEBPEMEHHOCTh M aKTYa/lbHOCTbh.
ocToBepHOCTh U OOBEKTUBHOCTh. Y OeAUTeNbHOCTh W JIOTUUHOCTb. [losiHOTa U
CKaTOCTh M3/0KeHus. HenuTpanbHOCTE M3nokeHHs. OCHOBHbIE aCEeKThl KYJIbTYDBI
JenoBou peur. HopMaTUBHBIM acneKT Ky/abTypbl peur. KOMMYHUKATUBHBIM aCeKT
KYJIbTYPbl peuUM. DTUYECKUM acreKT KYyJbTypbl peud. VICTOpUsi pyCCKOM [e/I0BOU
MACbMEHHOCTM U pa3BUTHE [OKyMeHTa. [lpeBHui mnepuon. IlpukasHou mepuof,.
Konmnexxckuii mniepuof,. Munuctepckuii mepuof. COBeTCKMM UM TMOCTCOBETCKUU
nieprofi. OCHOBHBIE acCIeKThbl KYJbTYPhl [e/I0BOW peuu. McTopusi pycCKoU Jie/ioBOU
TMMCbMEHHOCTHU U pa3BUTHE [JOKYMEHTA.

PexkomeHnyemasi iuTeparypa:
OCHOBHaf [1,2];
NOTIONMHUTe/MbHas: [1-2].

Tema 8. Oco0eHHOCTH A3bIKa CJTIy)KeOHOTr0 JOKyMeHTa

CamocrosiTennbHasA pabora. SI3piKoBoe odopM/eHWe JUYHBIX [JOKYMEHTOB.
Ob6pasipl  3asBieHuid. OOpaszer] HWCKOBOTO 3asBleHus B cyd. OOpa3sibl
noBepeHHocTel. ABToOUOTpadusi. Pe3tome. [lesoBoe TMHCHMO: BHABI U SI3IKOBOE
opopmiienne. CraHaapTu3alys s3blka [JOKyMeHTa. (CrTaHaapTh3alys JIeKCUKH.
CrnenuanbHasi JIeKCMKa, CBOWCTBEHHAsl TOJBKO KaHLeAspCKoW peuu. CreluanbHast
TepMUHOJIOTUUeCKasl JIeKCUKa, BbIPa)KeHHasi OTT/Iar0JIbHbIMU CYIIeCTBUTE/IbHBIMM.
CnenuanbHass ~ OTpac/eBass  TepMUHOJIOTUYecKass  Jiekcuka.  CrieldasibHbie
o003HaueHus1 JrOZied M0 KakoMy-aubo TpU3HaKy Win AelicTBui0. CTaH[apTy3alius
CJIOBOCOUYETAHUW. Y CTOWUMBBIE CJIOBOCOUETAHHSI C TMPOM3BOJHBIMHU MpeJ/IoramMu.
YcToiiuMBble  C/IOBOCOYETaHWS  3TUKeTHOro  xapakrepa.  CraHjapTusauusi
nipeasio>keHui. [Ipsimoii mopsifok c/1oB. ITocTossHHOe MecTo BTOPOCTeNeHHbIX YIeHOB
npeasiokeHusi.  PacrnosokeHre  cioB 1Mo MHGOPMAaTUBHOM  3HAUMMOCTH.
[Tpeobsiafianie  CTpajaTe/NbHBIX KOHCTPYKIMM. PacmpocTpaHeHHOCTb TPOCTOTO
npeayiokeHusi. KynbTypa ciioxxHOro mpeayiokeHus. CraHfapTu3alusi TeKCTa.
CBSI3HBIA TEKCT C TPAJULIMOHHOW JIMHEMHOM 3amycbio. CBA3HBIM TEKCT C 3alMChIO T10
tpadapety. TekcT-aHkeTa. TekcT-Tabnuiia.

SI3pikoBBIe TpeOOBaHWS K OGMOPMJIEHHIO PEKBU3UTOB [JOKyMeHTa. PeKBU3UT
«HaumeHoBaHue opraHuzalun». PekBU3UT «JlaTa JoKymeHTa». PeKBU3UT
«Appecat». PekBusnur «I'pud yTBep)KIeHUs1 JOKYMeHTa». PeKBU3UT «Pe30moLus».
PexkBusutr «3aromoBok K TeKCTy. «PekBusutr «lloamuck». PekBusut «Tekct



JIOKyMeHTa». Buibl ¥ TUIIbI COKpAllleHUiA.
PexkomeHnyemas iureparypa:
ocHoBHag [1,2];

Noro/IHUTe/MbHas: [1,2].

Tema 9. PejakTHpOBaHHe TeKCTa C/Iy)KeOHOT0 JJOKyMeHTa

CamocrosiTennbHast pabora. HapyiieHus peueBoro 3TUKeTa. IIpaBuia
PYCCKOrOo 3THKeTa. MeToAWKa pefaKTHPOBaHUS M TeXHWKAa TMPaBKU CJIy>KeOHBIX
JOKYMEeHTOB. MeTo/vKa peJaKTUPOBaHUSI JAOKyMeHTa. I[lepBbli 3Tam pabOThI C
TeKCTOM [JOKyMeHTa. Bropoii 3Tam paboThl C TEKCTOM AOKyMeHTa. TpeTwii 3Tam
paboThI C TEKCTOM JIOKYMEHTa.

TexHWKa TIpaBKM [JOKyMeHTa. THUIMHUHBIe OMMOKHM B S3bIKE W CTHIIE
JIOKYMEHTOB. JIOTMKO-CMBIC/IOBBIE OILIMOKU. Jlekcuueckue OLLIMOKU.
Mopdonornueckue  ommbku.  CHHTakcHueckue — ommbku.  HempaBuibHOe
yrnotpeb/ieHMe majiexka ¥ Tpejiora 1mocsie ympasisitoiux cioB. Opdorpadrueckue 1
MyHKTYaI[{OHHbIE OITHOKH.

PexkomMeHyemasi iuTeparypa:

OCHOBHaf [1];

JIOTIOTHUTe/IbHas: [2].

5. MeTojuueckue peKoMeHAAI[UH 10 OPraHu3alii U3yYeHus JUCHUIIMHbI

[Tpu peanu3aluu TPOrpaMMbl AUCLIUIUIMHBI UCTOB3YIOTCS JIEKI[MOHHbIE U
MpaKTUUeCKye 3aHsTHSI.

OO1MMU 1Ie/IIMU 3aHATHI SIBJISIFOTCS:

- 0600111eHME, CHUCTeMaTH3alIsl, yriaybseHue, 3aKperieHue
TeOpeTUUeCKUX 3HAHUH M0 KOHKPETHBIM TeMaM JUCIUTIINHBI,

- cdbopMUpOBaHre YMeHUI TIPUMEHSTh MOyYeHHble 3HaHUSI Ha TIPAKTHKe,
peas3aliysi eAMHCTBA UHTE/JIEKTYa/IbHOM U TTPAKTUUECKOU JIesITe/TbHOCTH;

- BbIpaOOTKAa TpH peIleHWH TI0CTaB/IeHHBIX 3aJau MpodeccoHaTbHO
3HAUMMBIX KAueCTB: CAMOCTOSATETHbHOCTH, OTBETCTBEHHOCTH, TOUHOCTH, TBOPUECKOH
WHUIMATHBBI.

LlenstMu JIEKI[UN SIBIISIFOTCS:

- JaThb CHCTeMaTU3UMPOBaHHble HayuyHble 3HaHWA 10  JUCLUIUIMHE,
aKI[eHTUPOBaB BHUMaHHe Ha HanboJiee C/I0’KHBIX BOTIPOCAX;

- CTUMY/IMPOBATh aKTHBHYIO TI03HABATEILHYIO /IeSTeTbHOCTh 00YyUarOIIMXCS,
criocobcTBOBaTh (hOPMHUPOBAHHIO UX TBOPUECKOTO MBIIIIIEHUS.

B Xofe TIpaKTHYeCKOro 3aHATHS oOecrieurdBaeTCss IIPOLleCC aKTUBHOTO
B3aMMOZIEMCTBHS 00YyUaroIUXCs C Mpero/jaBaTesieM; MproOpeTaroTcs TpakKTHUeCKye
HABLIKK U yMeHUs. lle/lb TIPaKTHUeCKOTO 3aHATHSA: YIJIyOUTb W 3aKPENHTb 3HaHUS,
MoJjiyueHHble Ha JeKiuu; (opMUDOBaHHE HaBLIKOB WCIOb30BaHUS 3HAHUWM /s
pellleHUs] TIPAaKTUYeCKWX 3a/lay; BBIMOJHEHWe TeCTOBbIX 3a/laHuil 10 TIpOBepKe
TIOTyUYeHHbIX 3HAHUU U YMEHUH.

CamocTosTennbHass pabora oOydJaroIuxcs HarpaBjieHa Ha yriaybseHue W
3aKperjieHre 3HaHUM, TIOJyUeHHBIX Ha JIEKIUSAX W JAPYTHUX 3aHATUSX, BBIPAOOTKY



HABBIKOB CaMOCTOATE/IbHOI'O dKTHBHOI'O HpI/IO6peTEHI/IH HOBBIX, OOIIO/IHUTEJIbHBIX
3HaHI/II\/JI, IMOoAroTOBKY K MpeACTOAIINM 3dHATHUAM.

6. O1jeHOUHBbIe MaTepua/bl M0 JUCLUIIIUHE
Tekyliuii KOHTPO/Ib YCIIEBAEMOCTH 00ecTieurBaeT OljeHUBaHUe X0l OCBOEHUS
MVCLIUTUIVHBI, TIPOBOAUTCSI B COOTBETCTBUU C COZIeP>KaHUEM JUCLIUIUIUHBI 110 BUIaM
3aHATHH B (popMe OIpoca/[J0K/1a/0B/TeCTUPOBAHUSI.
[TpomeskyTouHasi aTrTecTaiyss obOecreurBaeT OlleHMBaHWE TTPOMEKYTOUHBIX U
OKOHUAaTe/IbHLIX pe3y/bTaTOB OOyYeHUs MO JUCLUIIIMHE, TIPOBOAUTCS B (opme
3ayeTa C OL[eHKOM.

6.1. IIpumepHbIe O1leHOYHBIE MaTepHa/IbI:
6.1.1. Tekyiero KOHTpo/IA
TuUIoBbIe BONIPOCHI /IS OIIPOCa:

1. Yro Takoe AOKYMeHTO0O0pOT?
2. Tlepeurc/IUTh OCHOBHbIE 33/laUl aBTOMATH3al[UH JOKYMEeHTO000poTa
3.  KakoBbl IperMyIiecTBa aBTOMaTHU3ali1 JOKYMEeHT0000poTa?

TumnoBble TeMbI /i1 JOK/Ia[0B:

1.YueTHble nfokymeHThI [IpeBHel ['periyn, [1lymepo-BaBU/IOHCKUE JOKYMEHTHI

2.Y4yetHsble JoKyMeHThI [IpeBHero Eruvmnra, JIpesHero Puma

3.ITepBbIie (GOpMBI JOKYMEHTOB U NepBble CPeACTBa 3all{UThl JOKYMEHTOB

TunosBble 3aJaHus A/l TECTUPOBAHUA:

1. UTo He/b3s OTHECTH K cepe Ze0TIPOU3BOICTBA:

a) oopmieHre ceKpeTapéM TiprKa3a o TIpuémMe Ha paboTy COTPYAHUKA,

b) odopmneHue cekperapéM MO MpPockOe Haya/lbHHWKA I103/IpaBUTETHLHOM
TejlerpaMMBl /Il er0 MaTepu;

c) odopmiieHre CeKpeTapéM IO TMpock0e HaualbHUKA CIyKeOHOM 3armcKu B
BBILLIECTOSIIIYH0 UHCTaHLIUIO;

d) oopmsieHre cekpeTapém MPOTOKOJIAa COBEIaHUSI PYKOBOJUTENEN OT/EJIO0B.

2. O0OBEeKT Je/IONPOM3BOZICTBA — 3TO:

a) odopm/ieHHe [OKYMEHTOB, OTpakalOL[UX BeCh CIEKTD yIpaB/eHUeCcKOu
JesiTe/IbHOCTU ~ TIPeANpUATHS, a TakKe OpraHu3alyio JAOKyMeHToobopoTa B
yUpeXXIeHUH;

b) cucTtema JOKyMeHTOB, CO3/laHHasi HA OCHOBE e[JUHbIX CTaHAAPTOB;

C) TIpaBW/Ia, OTpeJesstole OpraHu3alyi0 JOKYMeHTUPYeMbIX MPOLIECCOB Ha
TIpeATIpUSTHY;

d) COBOKYMHOCTb [JOKYMEHTOB, IIPUMEHsIeMbIX B OIpe/ieJieHHOM cdepe
[esATe/IbHOCTH.

2. K ocHoBHBIM LiefisiM ¢cny>»k0b1 IOY oTHOCATCS:

a) PYKOBO/ICTBO

b) KoHTpOJIb

C) KOOp/VHALUS

d) peanu3zanus



6.1.2. IIpomMe)xyTOUHOHN aTTeCTALMHU
IIpuMepHbIN NepedYeHb BOMPOCOB, BbIHECEHHBIX Ha 3a4eT C OLIeHKOH!

1. Yuernble gokymeHThl [lpeBHer ['penum, Illymepo-BaBUIOHCKUE
JOKYMEHTbI

2. YuetHble foKyMeHThI /IpeBHero Erurnra, /IpeBHero Prma

3. [TepBbIie OopMBI JOKYMEHTOB U TIePBbIe CPe/CTBA 3all[UThl JOKYMEHTOB

4. [TepBble PyHKIMY JOKYMEHTOB: YUeT, yIipaBJieHUe U KOHTPOJIb

5. dopmMHpOBaHuE TPUKa3HOM yTipaB/IeHYeCKOU CHUCTEMBI
[1e/I0pOU3BO/CTBA.

6. Cucrema obiiero genornpou3BofcTBa. CTPYKTypHbIe TMOZpa3ieneHus
IIpHUKa30B

7. BoenHnas, aurniomatuyeckas, CTaTUCTUYeCKasi, yueTHas JOKyMeHTal{ys.

8. Kosnexxckoe penonpousBoacTBO. Buabl JoKymMeHTOB. OpraHusanus
KOHTPOJIS 38 UCIIOJIHeHWeM JJOKYMEeHTOB

9. HenoriponsBoactBo  XIX-Hawama XX B. OpraHuzauusi paboTel C

JNIOKYMEHTaM1 B MUHHUCTEPCTBAX

10. ITonokeHue O MNMCBMOBOJCTBE U [€JIONIPOM3BOJCTBE B BOEHHOM
BeJIOMCTBe

11. Pa3BuTHe COBETCKOro [e/I0npou3BO/CTBA

12. ®yHKUUM METOAWUYeCKOro LIeHTpa IO PYKOBOJCTBY pallMOHaIM3alien
[1e/I0NpPOr3BO/CTBA

13.  bropo crangaprusaumuu BCHX CCCP

14. OcHoBHble  mnosiokeHuss ~ EQWHOM  roCyJapCTBEHHOM — CUCTEMBI
nenoripousBogctBa (EI'C)

15. Co3panve EauHOM TroCyfapCTBEHHOM CHUCTEeMbl JOKYMEHTALMOHHOTO
obecnieuenust ynpasnenus (ECCIOY)

16. Ilpouecc  craHgapTH3alid W YHUA(PUKALMM  OpraHU3al[OHHO-
pacropsiANTeIbHON JOKYMeHTaluu

17.  Co3pganue ABTOMaTHM3UPOBaHHOW cucTeMbl ynpasieHus (ACY) wu
OO1erocyjapcTBeHHOM crcTeMbl cOopa M 00paboTkKu uWHbOpMalvu Ajig yueTa
TJIAHUPOBAHUSA U yIIpaBieHUst HapoAHbIM x03s1cTBoM (OI'AC)

18. T'ocypapcTBeHHOe peryJ/vpoBaHue [1e/01por3BOACTBa B PD

19. HopmaTHBHO-TIPABOBOE pery/IMpoOBaHHe JOKYMEHTHUPOBAHUS W PabOTHI C
NOKyMeHTaMH1

20. TlomHomouuss PefepanbHOrO apXWBHOTO areHTCTBA IO 0bOecrievyeHHio
coOMofieHrsT TIpaBU/JI XpaHEHHWs, KOMIUIEKTOBaHHS, ydeTa U HCTIO/b30BaHUS
APXUBHBIX [JOKYMEHTOB

21. TlpaBusa /e/oNpoOM3BO/ICTBA B (pefiepasibHbIX OpraHax MCIOJHUATE/TbHOM
BJIaCTU

22.  CraHpapThl, yCTaHaB/AMBarOI[Me MpaBuia 0()opM/IeHUSs TOKYMEHTOB

23.  Opraau3aius c1y>KObI 1e/I0NPOM3BO/ICTBA B TOCYIaPCTBEHHBIX OpraHax

24.  TpeboBaHus K OpraHu3aluM JOKyMeHT0000poTa B (pejiepalibHOM OpraHe
WCTIO/THUTeTbHOM B/IaCTH

25.  OpraHusaiys Cay>kK0bl 1e/I0IpOM3BO/[CTBA Ha TIPeAPUATHSIX



26.  TuroBas cTpykTypa cinyx6b1 JJOY

27.  3agauu v GYHKIUM CITY>KOBI ZIe/IONPOM3BO/ICTBA

28.  CTpyKTypa I0JIOKEeHHs O CTy>KOe /1e/Iorpor3Bo/CTBa

29. Opranuzaius B3aumogeidcTBus cayx6el J1OY cO CTPYKTypHBIMU
noZipa3zie/IeHusIMU NpeAnpusTust (yupexaeHust)

30. OpraHusaius JoKymMeHToobopoTa

31. ®opwmbl paboThI C JOKyMEHTaMH1 B OpraHU3alUsIX

32. Tlopsimok 06paboTKU JOKYMEHTOB

33.  OJIeKTPOHHbIE CUCTeMbI JOKYMeHTaLuu

34.  OcobeHHOCTU pabOTHI C 3MEKTPOHHBIMU JOKYMEHTaMU B (heJepabHbIX
OpraHax MCITOJTHUTe/TbHOM BJIaCTH

35. TlopsAoK WCHOJIb30BaHUS 3/1€KTPOHHBIX MOANMCeNH. BUBI 5/1eKTPOHHBIX
3(0)11815 (€71

36. Opranu3aljus 3aluileHHOro JJOKyMeHTO000pOoTa B CeTH

37.  TpeboBaHus K 0OpMIeHUIO PEKBU3UTOB JJOKYMEHTOB

38.  Buzpl jokymenToB. PopMathl Oymaru u rosist. biiaHKy JOKyMeHTOB

39. Bubl opraH13aliOHHbIX JOKYMEHTOB

40. TpeboBanus 110 0(hOPMJIEHHIO: YCTaBa, yUPeAUTETBHOTO 0rOBOpPa

6.2. Illkana ouneHMBaHUA pe3y/JbTAaTOB MPOMEXYTOUHOU aTTeCTalMUd U
KPHUTepHUH BbICTaB/IEHUS OLIeHOK

Cucrema OI€HMBdHHWSA BK/IIOUAET:
®opma [Tokaszarenu

Kputeprn BeiCTaB/IeHUsI OLIEHOK [ITkana oLieHUBaHUs
KOHTPOJISI OLIeHUBaHUs
3a4eT C MPaBU/ILHOCTh U | laH TIPaBU/IbHBIM, TIOMHBIA OTBET OT/IMYHO
OLIEHKOM | TOJIHOTA OTBEeTa | Ha MOCTaBJ/IeHHbIN BOIIPOC,
roKas3aHa COBOKYITHOCTh
OCO3HaHHBIX 3HaHUU o
JUCLIUIUIVHE, JlOKa3aTesbHO

PaCKpbIThl OCHOBHBIE TTOIOXKEHUS
BOTIPOCOB; MOTYT OBITH ZIOMYIIEHBI
He/J0UeTHI, WCTIpaB/IeHHbBIE
CaMOCTOSITeJILHO B TIpoijecce
OTBeTa.

JlaH TpaBU/IbHBINA, He0CTaTOUHO XOpOLLIO
TOJIHBIM OTBET Ha IIOCTABJIeHHBIN
BOMPOC, IOKa3aHo yMeHUe
BBIJIE/TUTh Cyll[eCTBeHHbI® u
HeCyll[eCTBeHHbIe TIPU3HaKH,
TIPUUHHHO-C/IeICTBEHHbIE  CBSI3U;
MOTYT OBITb IOMYIIIEeHbI HEJOUETHI,
HCTIPaBJ/IeHHbBIE C TIOMOII[bIO

TIpernofiaBaTerisi.
JlaH HEe/I0CTaTOYHO TIPaBUJIbHBIA U yIOB/IETBOPUTE/THLHO
MOJHBIA ~ OTBET;  JIOTMKAa U

1oC/j1e40BaTe/IbHOCTh  HM3/I0)KE€HHUA
MMEKT HdpDyHIEHUs; B OTBETE




OTCYTCTBYIOT BbIBO/IbI.
OTBeT ripe/iCTaBJsieT coboli | HeyZOoBIeTBOPUTE/ILHO
pa3po3HeHHbIe 3HaHUS C
CYIeCTBEHHBIMH  OIIMOKaMH  T10
BOIIPOCY; TIPUCYTCTBYIOT
(parMeHTapHOCTb, HEJIOTMYHOCTb
W3J/I0’KeHUSI; JIOTIOJIHUTE/IbHbIE U

YTOYHSIIOLIIHEe BOMPOCHI He
MIPUBOJAT K KOPPEeKLMM OTBeTa Ha
BOMpPOC.

7. PecypcHoe obecnieueHue JUCIUTTHHBI
7.1. JInneH3u0HHOE U CBOOOJHO PacIpoOCTPaHsieMoe MPOrpaMMHOe
obecrieueHme

[TepeueHb JIMLEH3MOHHOTO M CBOOOJHO pacpOCTpPaHsIeMOro MPOrPaMMHOI0
obecrieueHusi, B TOM YKCJie OTeUeCTBEHHOTO TIPOM3BO/ICTBA:

- Microsoft Windows 7 Professional — ITIO-BE8-834 [JluieH3uoHHOe]
(MHOCTpPaHHOTO MPOX3BO/ICTBA);

- Microsoft Windows 8 Professional — I10-842-573 [JIuijeH310HHOE]
(MHOCTpaHHOTO MPOM3BO/ICTBA);

-  Microsoft Office 2007 Standard - TII0-D86-664 [JIuijeH31OHHOE]
(MHOCTpaHHOTO MPOM3BO/ICTBA);

- Microsoft Office Standard 2010 - TIIO-413-406 [JIuijeH3UOHHOE]
(MHOCTpaHHOT'O MPOM3BO/ICTBA);

- Microsoft Office Standard 2013 - TIIO-3C0-218 [JIuijeH3HMOHHOE]
(MHOCTpPaHHOT'O MPOM3BO/ICTBA);

- Adobe Acrobat Reader — I1O-F63-948 [CBobOogHO pacmpocTpaHsieMoe]
(MHOCTpPaHHOTO TPOU3BO/ICTBA);

- 7-Zip - TIO-F33-948 [CBobomHo pacrnpocTpadsemoe] (MHOCTPAaHHOTO
TIPOM3BO/CTBA);

- Adobe Flash Player — IIO-765-845 [CBoboaHO pacmpocTpaHsiemoe]
(MHOCTpPaHHOTO MPOM3BO/ICTBA);

- Apache OpenOffice — TIIO-EB7-115 [CpoboaHO pacmpocTpaHsiemoe]
(MHOCTpaHHOTO MPOM3BO/ICTBA);

- Google Chrome - TIIO-F2C-926 [CBoboaHOo pacrpocTpaHseMoe]
(MHOCTpaHHOTO MPOM3BO/ICTBA);

- LibreOffice — ITO-CBB-979 [CBob6oiHO pacripocTpaHsieMoe] (MHOCTPaHHOTO
MPOU3BO/ICTBA);

- AnpT Ob6pa3oBanne 8 — I10-534-102 [CoboaHO pacrpocTpaHsiemoe-1912]
(oTeueCcTBEHHOT'O MPOM3BO/ICTBA).

7.2. IIpodeccuoHanbHbIe 06a3bl JAHHBIX 1 HH()OPMALMOHHbIE CIIPABOYHBIE
CHUCTeMbI



WudopmaimonHas cipaBouHasi cucreMa — CepBep OpraHoB roCyjapCTBeHHOU
Bnactu  Poccutickoit  @epeparu  http://poccus.pd/  (cBoGOAHBIM  AOCTYTI);
npodeccruoHasbHble 6a3bl JaHHBIX — [lopTam OTKPBITBIX AaHHBIX Poccuiickoi
denepatu  https://data.gov.ru/  (cBoGoaHBIN  AocTym); (emepanbHBIA  TOPTAs
«Poccuiickoe obpa3oBanue» http://www.edu.ru (cBoOOAHBIN JOCTYyM); CHCTEMa
ouiambHOrO  OMYyO/NMKOBAHMS  TPABOBBIX aKTOB B 3JIEKTPOHHOM  BHJE
http://publication.pravo.gov.ru/  (cBoGoaHbIli  mocTyn); defepanbHblii  MOpTal
«CoBepllIeHCTBOBaHKe roCyiapCTBeHHOI'0 yIipaB/IeHUsI» https://ar.gov.ru
(cBobGomHBINM [OCTYIT); 37eKTpoHHass Oubmmoreka yHuBepcurtera http://elib.igps.ru
(aBTOpPH30BaHHBI [IOCTYM); 37€KTPOHHO-OMOMMoTeuHas cucremMa «3bC IPR
BOOKS» http://www.iprbookshop.ru (aBTopr3oBaHHbIM AOCTYM).

7.3. Jluteparypa

OcHoBHas:

1. [IItpukoB, A.B. OcCHOBBI yTpaB/ieHUECKON [IeSTebHOCTH: yueOHOe
roco6ue / A.B. llITpukoB. — Camapa: [ToBO/DKCKHM rOCyiapCTBEHHBIN YHUBEPCUTET
Te/leKOMMYHUKalui U uHpopmatuku, 2017. — 99 c. — ISBN 2227-8397. — TekcT:
3JIEKTPOHHBIM // Dy1eKTpoHHO-0nbmoTeuHas cuctema IPR BOOKS: Pexxum poctyma:
http://www.iprbookshop.ru/75398.html

2. Ky3HnenoBa, 1. B. [lokyMeHTUpOBaHWe yIipaBIeHUYeCKOU 1eITe/IbHOCTH :
yuebHOe mocobue st 6akanaBpoB / U. B. Ky3HerioBa, I'. A. XauatpsiH. — 2-e U3/,
— Mockega : HamkoB u K, Au [Ty Op Meaua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TeKCT : 3/IeKTPOHHBIM // DneKTpoHHO-OmbsmoTeuHass cuctema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

Jlono/iHUTe/IbHAA:

1. Buresckas, O.B. OCHOBBI ~ yIIpaB/IeHYECKOM  [1eATe/IbHOCTH
[DnekTpoHHBIM pecypc]: yueOGHoe mocobwe / O.B. ButeBckas. — OJeKTpPOH.
TeKCTOBble JaHHble. — (Camapa: IIoBO/DKCKMI TOCy[apCTBEHHBIM YHUBEPCUTET
TeJleKOMMYHUKauuid 1 uH(opmatuku, 2016. — 134 c. — 2227-8397. — Pexum
poctyna: http://www.iprbookshop.ru/71867.html

2. Ky3bmuHa, M.B. [lenonpou3BoAcTBO [D/1eKTPOHHBIN pecypc]: yueOGHOe
nocobue / N.B. Ky3bMrHa. — OJIeKTPOH. TEKCTOBBIe JaHHble. — M.: MOCKOBCKUiA
rymMaHUTapHbiM yHuBepcuteT, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
jgoctymna: http://www.iprbookshop.ru/74718.html

7.4. MaTepua/ibHO-TeXHHUECKOe o0ecrieueHmne

[ns mpoBeneHrss W obecrieueHHs 3aHATHM HCTIOMB3YIOTCS TTOMEIIeHHs,
KOTOpbIe TIPE/ICTaB/ISIOT CO0OWM yueOHBIe ayJWTOPWUU AJisi TIPOBeJeHHs yueOHBIX
3aHATUM,  TPeAyCMOTPEHHbIX  MPOrpaMMOM  CrieldajauTeTa,  OCHallleHHbIe
o0opy/loBaHHEM U TEeXHWUYECKUMH Cpe/iCTBaMUd OOyueHHs: aBTOMAaTH3UPOBAHHOE
pabouee MecTO TIperiofiaBaTesis, MapKepHasi J0CKa, MY/JbTUMeAUNMHBIN TIPOEKTOp,
JOKYMeHT-KaMepa, 110Ca/ouHble MeCTa 00yUaroIuXcsl.

[TomeltjeHust /51 CaMOCTOsTeNIbHOM paboTbl 0OyYaroIMXCsl  OCHAILleHbI
KOMITbIOTEPHOW TEXHUKOM C BO3MOKHOCTbIO MOJK/IHOUeHUsI K ceTu «VIHTepHeT» U


http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/71867.html
http://www.iprbookshop.ru/99364.html
http://www.iprbookshop.ru/75398.html

obecrieueHreM [IOCTyTa K 3JIEKTPOHHOM WH(MOPMallOHHO-00pa3oBaTe/lbHOU Cpejie
yYHUBEpPCHUTETA.

ABTOpBI: [OKTOP 3KOHOMWYECKHMX Hayk, npodeccop bapaymmn E.H., kaHgupar
rnejaroruyeckux Hayk Jlanuiosa T.B.
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