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1. Henu v 32124 AU CHUTLTAHBI
Lenu ocBOeHHS TUCIUNTHHBI:
e (opmHupoBaHUE CHCTEMHBIX 3HAHHK 00 OpPTaHU3AIMH JEIOMPOU3BOJCTBA B
YUPEKJICHUIX (Ha MPENPUATHSIX );
e (opmupoBaHWE YMEHWH W TPAKTHYECKUX HABBIKOB IO WCIIOIH30BAHHUIO
CUCTEMATHU3UPOBAHHBIX  TEOPETHYECKMX W  TMPAKTUYECKUX  3HAHUH  OCHOB
JeJIONPON3BOACTBA MPH PEIIEHUH MPO(eCcCHOHATBHBIX 3a/1ad.

Ilepeyenb KoMIneTeH M, (popMHUPYEMBIX B Ipolecce U3yYEeHHU

AUCUHMILINHBI
Komnerenmuu Conep:xxanue
YK-4 Crioco6eH OCYIIECTBIATh JIEJOBYI0 KOMMYHHUKAITUIO B YCTHOM M TUCBMEHHOU
dbopMax Ha TOCyHapcTBEHHOM si3bike Poccuiickoit ®Depeparuu U
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

3agauyu AMCUMIJIMHBI:

o H3ydeHUE nopsiiKa OpraHu3aIH JIOKyMEHTUPOBAHUS u
JIOKyMEHTO000pOTa;

o M3y4CHUE OCHOBHBIX MPABWI WM TOPSAJKA MOATOTOBKH O(OpPMIICHHS,
ydeTa ¥ XpaHEeHHUS CITyKEOHBIX JOKYMEHTOB;

. npUoOpEeTEeHNE MPAKTUIECKIUX HABBIKOB COCTABJICHHS, yUeTa, XpPaHCHUS,
3alUTBl  CIIY’)KEOHOW  JOKYMEHTalldM B  COOTBETCTBUU C  TpeOOBAHHSIMH
JTIOKYMEHTO000pOTa;

o dbopMHUpOBaHNE YMEHHUS BECTH JEJIOTPOM3BOJICTBO M ydYacTBOBATh B
BEJICHUN JJOKYMEHTOOOOpOTa B OpraHax TOCy/IapCTBEHHOMN BIIACTH, TOCYIapCTBEHHBIX
U MYHHIUTAIBHBIX OPTaHU3AIUAX, HA TPEANPHUATUSX U OPraHU3AMUSIX CHUCTEMBI
MUC Poccun;

. (dbopmupoBaHue yMEHUs o pa3zpaboTke yIPaBJICHYECKON
JOKyMEHTAaI1U;
. (dbopMHUpOBaHUE 3HAHUMN, CBSI3aHHBIX CO 3HAHUEM JOKYMEHTAIIMOHHOTO

oOecrnieueHus ymnpasieHus: B opranax u noapaszaeneHusx [TIC u crnocoOHOCTBIO K
PELIEHUI0 NPABOBBIX, COLHMAIBHBIX W KaJpOBBIX BOIPOCOB, CBS3aHHBIX C
NEATENBHOCTBIO I0XKAPHO-CIACATEIbHBIX MOAPA3ACICHUN Ha TEPPUTOPUATIBHOM
YPOBHE.

2. IlepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUS TUCHHUIJIMHBI,
COOTHECEHHBIX C IJIAHMPYEMBbIMH Pe3y/JbTaTaMM 0CBOCHHS 00pa30BaTeIbLHOM
NMPOrpaMMblI

NHIuKaTOphl JOCTHKEHUSI KOMITETCHIINH [TInanupyemble  pe3ynbTaThl OOydYeHHS IO
IUCLUUIUIMHE,  XapaKTepU3YIOIIME  JTaIlbl
¢dbopMupOBaHUS KOMIETEHINI

CriocobeH pazpabaTbhiBaTh MPOCKTHYIO U 3Haer

pacnopsauTenbHyro JokyMeHTanuo YK-4.1 | mopsiiok  opraHmsaii  TOKYMEHTHPOBAHHUS U
nokymentoobopora YK-4.1.PO-1
OCHOBHBIC IIpaBWjla U TMOPAHJOK TTIOATOTOBKH




oopMIIeHHUs, y4eTa U XPaHCHHs CIYKEOHBIX
nokymeHnToB YK-4.1.PO-1

Vmeer

HpI/IMeH}ITB HaBBIKHU COCTaBJICHHA, yqua,
XPaHEHMS, 3aIIUTHI CITYKEOHOW JOKYMEHTAI!
B COOTBECTCTBUU C Tp€6OBaHI/I}IMI/I

nokymeHToob6opora YK-4.1.PO-3

BECTH JICNOMPOM3BOACTBO M Yy4YacTBOBATH B
BEJCHUU JOKYMEHTOOOOpOTa B  OpraHax
FOC}/,Z[apCTBeHHOI\/'I BJIACTH, T'OCYHApCTBCHHBIX U
MYHUITUTATBHBIX OpraHU3aIMsIX, Ha
OpeaAnpuATUdIX W OpraHU3alusaX  CHUCTCMbI
MUC Poccun YK-4.1.PO-4

Crniocoben pa3zpabaThIBaTh MPOLIECCYAIbHBIE U
CITyKeOHBIE TOKYMEHTHI B chepe CBOCH
npodeccuoHansHOM nesitenbHocTH YK-4.2.

3Haer

JOKYMEHTAI[MOHHOE 00ECIeUeHUsl yIpaBIeHUe
B opraHax u mnogapaszneneHusx I[TIC VK-
4.2.PO-1

IpaBUJIa MIOJTOTOBKU U ohopmIIeHus
pacropsiIMTeNbHbIX T0KyMeHTOB Y K-4.2.PO-2

YMmeer

pa3zpabaTbiBaTh YIPABIECHYECKYIO TIOKYMEHTALUIO
VYK-4.2.PO-3

peliaTe MpaBOBbIE, COLMAIbHBIE M KaJpOBbIE
BOIIPOCHI,  CBfI3aHHBIE  C  JIESITEIILHOCTBIO
NO)KApHO-CNIACAaTENIbHBIX ~ NOJPA3/eNieHnid  Ha
TepputopraabHoM ypoBHe YK-4.2. PO-4

3. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOM Npo(deccnoHaIbLHOi
o0pa3oBaTeJbHOM MPOrpaMMbl

I[I/ICHI/IHJ'II/IH& OTHOCHTCA K

yactd, (HopMupyemoi

00pa3oBaTeIbHBIX OTHOIICHWM, OCHOBHOM TMpodecCUOHAIbHONW 00pa3oBaTeIbHOM

nporpamMmbl OakanaBpuaTa no HampasieHuto noAarotoBku 20.03.01 «Texnocdepnas
«be30ImacHOCTh  TEXHOJOTMYECKUX

0€301acHOCTh»
MIPOIIECCOB U MTPOU3BOJICTBY.

HaIpaBJIeHHOCTh (TIpoduIIb)

4. CTpyKTypa N coepKaHue TUCUUIIIHHBI

OO61mast Tpy10€MKOCTh JUCITUTIIMHBI COCTABJISET 2 3a4€THBIC SANHUITBI /2 Yaca.

Y4aCTHUKaMHU



4.1 PacnipenesieHue TPYI0eMKOCTH Y4eOHOM IMCUMILIMHBI IO BUAAM PadoT

1o KypcaM u (popmam 00y4eHHs

AJIs1 3204HOM opMBbI 00yUeHHSA

TpynoeMKoCTh
. o
Bun yaeOHO# paboThI se. ac. e
3

OOmass  TPyAOEMKOCTh  JUCHHUIUIMHBI  TI0

2 72 72
y4eOHOMY IJIaHy
KonTakTHas paboTta, B TOM YHCIIE: 8 8
AYIMTOPHBIE 3aHATHUS 8 8
Jlexiuu (JI) 2 2
[TpakTuueckue 3ausatus (113) 6 6
Cemunapckue 3anstus (C3)
JlaGopartopusie padotsl (JIP)
KoHCynpTanmu nepes 3K3aMeHoM
Camocrositesbnas pabora (CPC) 64 64
B TOM YHCJIE:
KypcoBasi paboTa (IIpOeKT)
3auer + +

4.2. TemaTuueckni IJIaH, CTPYKTYPHUPOBAHHBIH 10 TeMaM (pa3aesiam) ¢

YKa3aHHEM OTBEJICHHOI0 HA HMX KOJIHYeCTBA aKaJleMHYeCKMX YaCOB U BH/I0B
y4eOHBIX 3aHATHI

AJIs1 3204HOM opMBbI 00yUeHHSA
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OCHOBBI opranu3anuu
1 p W 10 | 2 2 6
JICIIOTIPON3BOICTBA
Opranusanus CITY>KOBI
2 |P H y 10 10
JICIIONPON3BOICTBA
3 [TpaBuia moaAroToBKH U oopMiICHHUS 6 6
OpraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBuia moaAroToBKH U 0hopMIICHHUS 6 6
PacTOPSANTEILHBIX JIOKYMCHTOB
5 |IIpaBuna oopmieHus 6 6




MH(OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB

OO6mwmit mopsIoK paboThI ¢
,Z[OKYMCHTaMI/I B OpFaHI/I3aLII/II/I

KynbTypa nenoBoit nucbMeHHOU
pedu: UCTOPHUS U COBPEMEHHOCTh

Oc00EHHOCTH SA3bIKA CITY)KEOHOTO
JIOKYMEHTaA

PenaktupoBaHue TeKCTa CIIy:KeOHOTO
JIOKYMEHTA

16 4 12

3ayer +

Hroro 72 ] 2 6 64

4.3 Conep:xxanne TMCHUIIAHBI JJI 00y4AOIIUXCHA:
3a04HOI GopMbI 00yUYeHHSsI

Tema 1. OcHOBBI OpraHu3anyu 1eJ0NMPOU3BOACTBA

Jleknusi. Benenue nokymMeHToB g0 XV B. YueTHble JOKyYMEHTHI JlpeBHel
I'perun, JlpeBHero Erumnra, [IpeBHero Puma, Illymepo-BaBUIIOHCKHE HOKYMEHTHI.
®dopmbl JoKyMeHTOB. CpecTBa 3alUThl JOKyMEHTOB. DYHKIIMU JOKYMEHTOB: Y4ET,
yIpaBJI€HUE U KOHTPOJIb.

dopMHUpOBaHUE TMPUKAZHOW YIPABICHYECKOM CHUCTEMBI JI€JIONPOU3BOJICTBA.
Cucrema oOuiero aenonpou3BoacTBa. CTPyKTypHBbIE MOAPA3JEICHUS] MPUKA30B.
Boennasi, guniomaTuyeckasi, CTaTUCTUYECKas, ydeTHass aokymeHTauus. [IpaBuna
cocTtaBieHUss U odopmieHuss JOKyMeHTOB. Koiexckoe —Jenonpou3BOICTBO.
Crpykrypa kosuieruii. Bunbl 1okyMeHTOB. Peructpaiust 1okyMeHToB. Opranu3anus
KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB.

HenonpouszBoactBo XIX-nauana XX B. Opranuszanus paboTsl C JOKyMEHTaMU
B MuHucTepcTBax. [lonoxkeHrne o MUCbMOBOJCTBE M JIEJIONPOU3BOJICTBE B BOEHHOM
BEJIOMCTBE.

IIpakTHuyeckoe 3aHATHE.

Pa3Butue coBeTrckoro aenonpou3BoAcTBa. DyHKIHMH METOIUYECKOrO IEHTpa
II0 PYKOBOJCTBY pAalMOHAIM3ALMEN JEJONPOU3BOACTBA. bBIOpPO CTaHaapTuU3aluu
BCHX CCCP. OcHoBHblE T0JNOKEHHSI EAMHON TOCYJapCTBEHHOM CHCTEMBI
nenonpousBoAactBa (EI'CJ]). Co3manme EpuHoN TOCYIapCTBEHHOM CHCTEMBI
JOKYMEHTAIIMOHHOT'O obecrieueHUs yIIpaBJICHUS (ETCHAOY). IIporuecc
CTaHJapTU3ALUU U yHUDUKAITIH OpraHU3alMOHHO-PACIOPSIANTENBHOMN
nokymeHTauu. Co3ganue ABTOMATHU3UpPOBaHHOUN cucTembl ynpasienus (ACY) u
OO6muierocy1apcTBEHHOM cUCTeMbl cOopa W 00padoTKu MHGOpMAIMKM JUIsl ydeTa
IJIAaHUPOBAHMS, U yIpaBieHus HapoaHbIM xo03s1icTBoM (OI'AC).

CamocrosiTesibHas paoora. I'ocynapcTBeHHOE pEryJInpOBaHKE
JEIONPOU3BOACTBA B P®. HopmatuBHo-nnpaBoBoe pEryJINpOBaHUE
JOKYMEHTUPOBAaHHUS W paboTel C¢ JokymeHTamu. [lomHomouusi dDenepanbHOro
apXUBHOTO AareHTCTBa 1O OOECHEYEHHI0 COONIOACHUS TMPaBUI  XpaHEHHs,
KOMIUICKTOBaHMS, Yy4Ye€Ta M HCIOJIb30BAaHMUS ApPXUBHBIX JOKYMEHTOB. IIpaBuna
JIEJIONIPOU3BOACTBA B (hellepalIbHBIX OpraHax MCIOJHUTENbHON Biactu. CTaHAapThI,




yCTaHABIMBAIOIINE MMPaBUiia OPOPMIICHUS JOKYMEHTOB.
Pexomenayemas jiureparypa:
ocHoBHas [1,2];
JOTIOIHATEbHAS: [1, 2].

Tema 2. Opranuzanms cayK0blI 1eJJ0NPOU3BOACTBA

CamocrositenbHass padora. OpraHuzanus CiayxObl J1€TONPOU3BOJCTBA B
roCy/apCTBEHHBIX OpraHax. TpeOoBaHHMs K OpraHu3alld JOKYMEHTOO0OpOoTa B
denepadbHOM  OpraHe  HCHOJHUTENbHOM — Biactu.  OpraHuszainus — Ciy>KObl
JISIONIPOU3BOICTBA HA MPEANPUATHSAX. THUIIOBas CTPYKTypa ciayk0n1 JJOY.

3amaun ciykObl Jenonpou3BoAcTBa. TexHonoruueckue Gyukmun JJOVY.
Opranmzarmonnsie  pynkruu  JIOY. Koutponsueie ¢yHkiuun cnyx0er  JOVY.
Meronnueckne — pynkruu  JJOY.  CrpykTypa  TOJNOKEHHST O  CiyxOe
nenornpou3BoAcTBa. Opranuzaius B3auMoaeucTsus ciyx0sl JJOY co cTpykTypHbIMU
MO/Apa3ICICHUAMH NPEANPUITUS (YUPEKICHNUSA).

Cucrembl KOJIEKTUBHON 00paOOTKH JOKyMEHTOB. KOMIUIEKCHBIE CHCTEMBI
YIPABJIECHUS TOKYMEHTaM.

Opranuzanus ciay>kO0bl 1eI0npou3BoAcTBa. Opranusanus J10KyMEHTO000pOTa.
@®opMbI pabOThI ¢ AJOKYMEHTaMH B opranuzauusax. [lopsaaok o0paboTku 1OKYMEHTOB.

OJIEKTPOHHBIE  CHUCTeMbl  JOKyMmMeHTauuu. (OcobeHHOCTH  paboOThl €
AJIEKTPOHHBIMU JIOKYMEHTaMH B (efepajbHbIX OpraHax HCHOJHUTEIbHOM BIACTH.
[Topsmok UCHOIBb30BaHUS 3JIEKTPOHHBIX MOANUCEH. BUIBI 3JIEKTPOHHBIX MOIIMCEH.
Opranu3zanus 3alUIIeHHOT0 T0KyMEHTO000poTa B CETH.

Pexomenayemas aureparypa:

ocHoOBHas [1,2];

JIOTIOJTHUTEbHAS: [2].

Tema 3. IlpaBuina mnoOAroTOBKM U OQOPMJICHMS OPraHU3ALMOHHBIX
JOKYMEHTOB

CamocrositeibHass padora. OOmue npaBmia OQOPMICHHS TOKYMEHTOB.
3amaun  ['ocymapCTBEHHOW  CHUCTEMBI  JOKYMEHTAI[MOHHOTO  OOECTICUCHHUS
ynpasieaneM (I'CHOY) u yHuduuupoBanHoi cucremsl gokymeHTauuu (YC).
TpeboBanust kK OQOPMICHHIO PEKBU3UTOB JOKYMEHTOB. BHIBI JOKYMEHTOB.
®opmatsl Oymaru u noJisi. biaHku 10KyMEHTOB.

Bunsl opraHu3alMoOHHBIX JOKYMEHTOB. PEKBU3WUTHI yCTaBa, YUpEIHUTEIBHOTO
norosopa. Buasl u nopsiniok oopMieHUs MOJIOKEHUN, ONPEAENAIOINX CTPYKTYpY,
KOMIIETEHIIMIO M OpraHu3auuio pabotsl npeanpustus (yupexaeHus). CTpykrypa
[OJIOXKECHUM, PErIAMEHTUPYIOIIUX JAESITEIBHOCTh JOJDKHOCTHBIX JIMI. Buael nu
CTPYKTypa MHCTPYKIUHA. PekBu3uThl MHCTpYKIMA. Buasl pernamentoB. TpeGoBanus
1o 0()OPMJICHHUIO PETJIaMEHTa.

OdopmieHre HOPMAaTUBHO-TIPABOBBIX AaKTOB OPraHOB HCIOJHUTEIBHOU
Biract. OdopmieHne pacrnopsLKeHUM, MOCTaHOBJICHMI, PpEUICHHUM, MPUKa30B.
[IpaBuia moAroTOBKU U 0OPOPMIICHHUSI OPTraHU3AI[MOHHBIX JOKYMEHTOB

OOmue TpeboBaHus mo ohopmieHUI0 AOroBopoB. CTPyKTypa TIpa’kIaHCKO-
MpaBoOBbIX 10roBopoB. CoxeprkaHue mpeTeH3uu, pexiaamanuu. [lopsnok opopmieHus



HWCKOBBIX 3asBJICHUI.
Pexomenayemas jiureparypa:
OCHOBHas [2];
JOTOHATEIbHAS: [1,2].

Tema 4. IlpaBuiaa mnoAroToBKM HM O0O(OPMIIEHHUSI PACTHOPAAUTETbHBIX
JOKYMEHTOB

CamocrositeibHasi  padora. Buasl  pacnopsIUTENBHBIX  JTOKYMEHTOB.
OdopmiteHne pacriopsIuTETLHON TOKYMEHTAITUH.

Bunet u mopsinok odopmiienuss npukazoB. OdopmiieHHne pacropsHKEHUH.
Odopmienne pemenns. OdopmiieHrne TPOTOKOIA.

[Topsimok JOKYMEHTHPOBAHUS TPYJOBbIX OTHOIIEHHN. ColepKaHUE IITAaHHOTO
pacniucanusa. llpaBwiia BHYTpeHHEro TpyaoBoro pacmopsaka. OdopmieHue
JTOJDKHOCTHOM ~ MHCTpYKIMHU. OdopmiieHHe TpyJoBOTO J0roBopa. PeKkBU3HUTHI
MPUKA30B MO JUYHOMY COCTABY.

[IpaBmwia nOATOTOBKM HW  OQOPMIICHUS PaACHOPSAUTEIBHBIX JTOKYMEHTOB.
[Topsimox odopMmieHUs MEPBUYHBIX YYETHBIX JOKYMEHTOB M YYETHBIX PETHUCTPOB.
OCHOBHBIE U JIOMIOJTHUTEIBHBIE PEKBU3UTHI OyXTaNTEepPCKUX JOKyMeHTOB. HazHaueHue
PEKBU3UTOB, IPUMEHSIEMBIX B OyXTAITEPCKUX JTOKYMEHTaX.

OpraHu3allMOHHO-pacnopsauTenbHas JokyMeHTanus B cucteme MUC Poccuu.
Odopmiienre UHCTPYKIMK, TPOTOKONOB. Conep)kaHre W Ha3HAYCHHE CIY>KEOHBIX
MMCEM, CITYKEOHBIX 3aIHCOK.

Pexomenayemas aureparypa:

ocHoBHas [1];

JonoHUTENbHAs: [1].

Tema 5. IlpaBuna opopmieHusi HHPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

CamocrosiTebHas pabora. Bunsl MH(})OPMaAIMOHHO-CITPABOYHBIX
nokyMeHToB. OdQopmiieHrne IOKJIATHBIX M OOBSICHUTEIBHBIX 3amUCOK. Bumbl u
MopsiIOK oopMITeHUsT aKTOB. Buer ciy)eOHbix mucem. OdopmieHue cirykeOHbIX
nuceM. Odopmnenne Tenerpamm. Buasl u odpopMieHue ClipaBok.

Odopmienne HHGOPMALIMOHHO-CIIPABOYHONW JOKYMEHTAllMU. BUIbl HaydHBIX
paboT.

OdopmiieHne  pe3yiabTaTOB  HaydHbIX  pabor. OdopmieHue  chucka
UCIIOJIb30BAHHOM JIUTEPATYPHI.

Pexomenayemas iureparypa:

ocHoBHas [1];

JOTIOJTHUTEIbHAS: [2].

Tema 6. O0mmii NOPAAOK padoThI ¢ JOKYMEHTAMH B OPraHU3ALUA

CamocrosiTesibHas padora.

[Tpuem u mepBuyHas 00pabOTKa BXOASIIMX AOKyMeHTOB. lIpenBapurenbHoe
pacCMOTpPEHHE W  pacupeAcieHue  JOKYMEHTOB. Perucrtpamus  BXOZAsILIEH
KOppecnoHieHIuu. Buabl HeperucTpupyembix 10KyMeHTOB. OO0paboTka U OoTIpaBKa



UCXOASAIMUX JOKyMeHTOB. [IpoBepka mpaBMIBHOCTH OGOPMIICHUS HCXOASIINX
NOKyMeHTOB. JKypHanpHass M KapTO4YHas CHCTEMA PETHCTPALMU JOKYMEHTOB.
ABTOMaTU3UPOBAHHAsI CUCTEMA PETUCTPALIMH TOKYMEHTOB.

KoHTpons 3a cpokamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTHU3UPOBAHHBIN
KOHTPOJIb 32 HCHIOJIHEHUEM JOKYMEHTOB.

Opranuzanuss ONepaTUBHOIO XpaHEHHsI AOKyMEeHTOB. HomeHkiarypa nen B
opranuzanuu. TpeOoBaHMs O COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATYPhI JIelI.

[Topsinox ¢dopmupoBanus nen B opranuzauuu. [lopsmoxk odopmieHus nen.
Cucremarmzaruss  10okyMeHTOB. Odopmienue o60noxku naena. CocraBlieHUE
BHyTpeHHeH onucu nena. OpraHuzanusi XpaHeHus AOKyMeHTOB. OOmuil mopsiaok
paboThI C TOKYMEHTaMU B OpPTaHU3AIUH.

OKcnepTru3a UEHHOCTH AOKYMeHTOB. [lopsaok nepenauu nen B apxuB. Cpoku
XpaHeHus TOKyMEHTOB. [IopsiioK YHUUTOXKEHHS TOKYMEHTOB.

[Topsinok paboThl ¢ MUCbMEHHBIMU OOpAIICHUSIMU IpakaaH. Buibl oOpanieHuit
rpaxaad. Cpoku paccMOTpeHus oOpaiieHui rpaxaan. KoHTpoap 3a UCHOJIHEHUEM
oOpallleHu rpa)<aH.

Pexomenayemas aureparypa:

ocHOBHas [1,2];

JononHurtenbHad: [1,2].

Tema 7. KyabTypa faeioBOli mNHCbMEHHOW pedW: HUCTOPUS H
COBPEMEHHOCThH

CamocrosiTtesibHass padoTa. OCHOBHBIE aCIEKThl KYJbTYPhI JIEJIOBOW PEYH.
HopMmatuBHBIi acnekT KyabTypbl peur. KOMMYyHUKATUBHBIN aCIEKT KYJbTYphl PEUH.
OTHYECKUN acCleKT KyJIbTypbl peud. McTopusi pycCKoM IeI0BOM MHUCHbMEHHOCTH H
pa3Butue nokymeHTa. JpeBHuii nepuon. Ilpukasznoi nepuon. Komnexxckuii nepuo.
Munucrepcknii nepuo. COBETCKHM U IOCTCOBETCKUI NIEPUO.

OCHOBHBIE aCIEKThl KyJIbTYPhl J€JI0BOM peun. McTtopus pyccKol NeoBOM
MHUCbMEHHOCTH U Pa3BUTHE IOKYMEHTA.

NHuTepHaliMoHaIbHOE U HAIIMOHAIBHOE B CIIY>KEOHOM JOKyMeHTE. TOYHOCTh U
IIOHATHOCTb. KomernanbHOCTB. Tounas aJpECHOCTb. TemaTnueckas
OrpaHU4eHHOCTh. (CBOEBPEMEHHOCTh M  aKTYallbHOCTb. J{OCTOBEpHOCTH W
O00BEKTHBHOCTh. Y O€IUTEILHOCTh M JIOTUYHOCTh. [0THOTA M CKATOCTh M3JIOKECHHUS.
HeurtpanpHOCTH U3II0KEHUS.

Pexomenayemas sureparypa:

ocHoBHas [1,2];

nornoHATebHast: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KeOHOI0 I0KYMEHTA

CamocrositenbHast  paGora.  Cranpaptusanus  A3blKa  JIOKYMEHTA.
Cranpaptuzanus Jjekcukd. CrenuanbHas — JIEKCHKA, CBOMCTBEHHAs  TOJIBKO
KaHLeIapckod peun. CrenuanbHas TEPMHUHOJIOTMYECKas JIEKCHKA, BBIPAKEHHAS
OTTJIar0JIbHBIMU CYIIIECTBUTEIbHBIMH. CnenuanpHast oTpacieBas
TePMHHOJOTHYecKast Jiekcuka. CrieraibHble 0003HauYeHUs JI0JeH 0 KaKoMy-1100
npu3Haky win jAedctButo. (CTaHnapTu3anus CJIOBOCOYETAHHUM. Y CTOHYMBBIC



CJIOBOCOUYETAHHUSI C MPOU3BOJHBIMHU MpEIoraMu. Y CTOWYUBBIE CJIOBOCOYETAHMS
ATUKETHOTO Xapakrtepa. CraHgapTuzanus npemiokeHud. IIpsMol mopsmok cros.
ITocTosiHHOE MECTO BTOPOCTENEHHBIX YIEHOB MPEJIOKEHUA. Pacnionoxkenue cioB 1o
uHpopmaTuBHON 3HauMMocTu. [IpeoOnamanue cTpagaTeNbHBIX KOHCTPYKIUH.
PacnipocTpaHeHHOCTh MPOCTOTO MpeokKeHus. KynbTypa CI0KHOTO MPENIOKEHUS.
Crangaptuzanusi Tekcta. CBS3HBIM TEKCT C TPAAUWLIMOHHOM JMHEWMHON 3aIuChIO.
CBsi3HBIN TEKCT ¢ 3anmuchio 1o Tpadapety. Tekcr-ankera. TekcT-Tadmuna.

SA3pikoBBIe TpeOOBaHUS K OGOPMIICHUIO PEKBU3UTOB JOKYMEHTA. PeKBU3UT
«HanmeHnoBanne opranusamum». PexBusutr «/lata gokymenrta». PexBusur
«Anpecar». PexBu3ut «['pud yrBepxkmenus nokymeHnta». PexBusut «Pe3omormsy.
PekBu3utr «3aronoBok Kk TekcTy. «PekBusur «lloamuce». PekBusutr «Tekct
JIOKYMEHTa». BUJIbI M TUIIBI COKpAIICHUH.

SA3pikoBOE oopMIIeHHE JTUYHBIX JTOKYMEHTOB. OOpasiibl 3asBienuii. OOpaszenn
HMCKOBOTO 3asBieHus B cyA. OOpasibl noBepeHHocTel. ABToOuorpadus. Pesrome.
JlenoBoe MUCbMO: BUJIBI U A3BIKOBOE 0(hOpMIICHUE.

Pexomenayemas jiureparypa:

ocHoBHas [1,2];

nornoHuTebHas: [1,2].

Tema 9. PenakTupoBanue TeKCTa CJIYy:;KeOHOI0 JOKYMEHTA

IIpakTueckoe 3aHsATHEe. MeTonMKa pENAKTUPOBAaHUSA M TEXHUKA NPaBKHU
CIIyKEOHBIX JTOKYMEHTOB. MeToanKa peJakTUpoBaHUs JOKyMeHTa. [lepBolii aTam
paboThI ¢ TEKCTOM JIOKyMeHTa. BTopoit aTam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTHii
sTan padoThl C TEKCTOM JOKYMEHTA.

TexHuka TmpaBKU JOKYMEHTa. THUIHWYHBIE OIMMOKA B S3bIKE M CTHUIIC
JOKYMEHTOB. Jlornuko-cMbICIOBBIE OIIIHOKH. Jlekcuueckue OIIIHUOKH.
Mopdomnornueckne  ommOku.  CuHTakcudyeckue  ommbOku.  HempaBuibHOe
ynotpeOieHre majeka | Ipeyiora mocjie yrnpasisomux cioB. Opdorpadudeckne u
MYHKTYaIIMOHHBIE OIINOKHU.

CamocrosiTeibHaas pabora. Hapymienuss pedeBoro stukera. [IpaBuna
PYCCKOTO 3THKETA

Pexomenayemas Jurepartypa:

ocHOBHas [1];

JOTIOJTHUTEIbHAS: [2].

5. MeToanueckue peKOMEHAALMHU M0 OPTraHU3AIUN U3YUYEeHUs] TN CIUTINHBI

[Ipu peanuzanuu MPOrpamMMbl JUCIHIUIMHBI WCHONB3YIOTCS JICKIIMOHHBIC H
MPAKTHYECKHUE 3aHSITHUS.

OOumMH 1EeNSIMU 3aHATHIA SBIISTFOTCSL:

— o0o011eHue, CHCTEMAaTH3allNs, yriayOnenue, 3aKperieHne
TEOPETHUYECKUX 3HAHUH 10 KOHKPETHBIM TEMaM JTUCIHUILIHHEI,

- dbopMHUpoBaHHE YMEHUI MPUMEHSTH MOJyYeHHbIE 3HAHHUS HA TPAKTHKE,
peanu3anys eIUHCTBAa MHTEIUICKTYalIbHON M MMPAKTHYECKOW eI TeTbHOCTH;



— BbIpa0OTKa MpU pPEIICHUH TMOCTABJICHHBIX 3a1ad Mpo(ecCHOHATBHO
3HaYUMBIX KauyeCTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOUHOCTH, TBOPUYECKON
MHUIMATHBBI.

[ensamu IeKUUU SBISFOTCS:

— J1aTh  CHUCTEMAaTU3MPOBAHHBIE HAyyHblE 3HAHUS 10 JAUCLUILIMHE,
aKLIEHTUPOBAB BHUMaHUE Ha HauOoOJIee CII0KHBIX BOMIPOCAX;

— CTUMYJHMPOBATh aKTHBHYIO NTO3HABATENIbHYIO NEATEILHOCTh O0YYarOINXCs,
croco0cTBOBaTH (POPMUPOBAHUIO UX TBOPUYECKOTO MBIIIIICHUSI.

B xonme mpakTtudeckoro 3aHATHS OOECHeYMBAeTCS MPOILECC AaKTHUBHOIO
B3aUMOJEUCTBUSI O0yUaIOLUMXCs C MPENoiaBaTeIeM; IpUOOpETatOTCsl IPAKTUUECKHE
HaBBIKM U yMEHHMd. Llesb MpakTUUeCKOro 3aHATUS: YINIyOUTh U 3aKpPENUTh 3HAHUA,
[IOJyYEHHbIE Ha JEKIUH; (OPMUPOBAHNME HABBIKOB MCIOJIb30BAaHUS 3HAHUN IS
pElIeHNs] NPAKTUYECKUX 3a7a4; BBIIOJHEHUE TECTOBBIX 33JaHUM IO IPOBEPKE
IIOJIyYEHHBIX 3HAHUW U YMEHUM.

CamocrosiTenbHas paboTa oOydaromIMXCs HalpaBieHa Ha YriayOJeHue Hu
3aKperyieHHe 3HaHWM, MOJIYYEHHBIX Ha JIKIUSIX U APYTUX 3aHATHUSAX, BBIPAOOTKY
HABbIKOB CaMOCTOSITEIBHOTO AKTUBHOTO MPHUOOpPETEHHUS] HOBBIX, IOMOJHUTEIBHBIX
3HAaHUU, MOJATOTOBKY K MPEACTOSIINM 3aHITHSIM.

[TpomexyTouHas aTTecTanus MPOBOAUTCS B (popme 3auera.

6. OueHoYHbIE MATEPHUAJIBI N0 AUCIUTIINHE
Texymuii KOHTPOJIb YCIIEBAEMOCTH 00ECIICYMBACT OIICHUBAHUE X0a OCBOCHUS
JTUCITUTIIMHBI, TIPOBOJIUTCS B COOTBETCTBUU C COJIEPKAHUEM JUCIMILUIMHBI 110 BHIAM
3aHATUN B (hOpME OMpOca/I0KIIaI0B/TECTUPOBAHUS.
[IpomexxyTouHast arrectamusi 0OECIIeYUBACT OICHUBAHUE MPOMEKYTOUHBIX U
OKOHYATENIbHBIX PEe3yJIbTaTOB OOYYCHHS MO AWCIHUIUIMHE, MPOBOAUTCIS B (opme
3ayera.

6.1. IlpuMepHbIE OLIEHOYHbIE MATEPHAJIBI:
6.1.1. Tekymero KOHTpOJIA
Tunosble BONpPOCHI JJI ONPOCA:

1. Yrto Takoe JOKyMEHTO000pOoT?
2. [lepeuncnuTh OCHOBHBIE 331a4U aBTOMATH3AIMU JOKYMEHTO000pOTa
3. KaxoBbl mpenMyImecTBa aBTOMAaTH3AIMHA JOKYMEHTO000poTa?

Tunosbie TeMbl 1J151 JOKJIAI0B:

1.Yuernsle nokymenTtsl peBHeil ['penun, [1lymepo-BaBHIIOHCKHE TOKYMEHTHI

2.Yuernsle tokyMeHThI [[peBHero Erunta, J[peBnero Puma

3.IlepBbie (hopMBI TOKYMEHTOB U TIEPBBIE CPEACTBA 3AIIUTHI JOKYMEHTOB

Tunosble 3a1aHUA 11 TECTHPOBAHUSA:

1. Yto Henb3s OTHECTH K chepe NeTOTMPOU3BOICTBA:

a) opopmieHHe ceKpeTapéM IprKasa o nmpuéMe Ha paboTy COTPyTHUKA;

b) odopmnenne cekperapém mo mnpochOe HavYaBbHHKA IO3/IPABHTEILHON
TEJETPaMMBI ISl €0 MaTepH;

C) odopmieHHE cekpeTapéM Mo MPOChOe HaYallbHUKA CIY)KEOHOH 3allUCKH B
BBIIIECTOSAILY) HHCTaHIHIO;



d) opopmitenne cexperapém MpOTOKOIa COBEIIAHUS PYKOBOIUTEIIEH OTICIIOB.

2. OOBEKT IeI0nponu3BOICTBA — ITO:

a) odopmicHHE ITOKYMEHTOB, OTPAaXKAIOIIUX BECh CIEKTP YIPaBJICHYCCKOM
NESATEABHOCTH TPEANPUSATHsA, a TakKKe OpraHu3aluio JOKYMEHTOOOOpOoTa B
YUpEKICHUY;

b) cucTema JOKyMEHTOB, CO3/IaHHASI HA OCHOBE CIMHBIX CTAH/IAPTOB;

C) mpaBuja, ONPEACISIONINEe OPraHU3AIMI0 JOKYMEHTHPYEMBIX MPOLECCOB Ha
MIPEANPUSTHH,

d) COBOKYIMHOCTh JOKYMEHTOB, IPHMEHSEMBIX B OIpeaeieHHOH cdepe
TESITETHHOCTH.

2. K ocHoBHBIM 11€519M ci1y k051 JIOY oTHOCSTCS:

a) pyKOBOJICTBO

b) KoHTpOIB

C) KOOpIMHALIMS

d) peanu3zarus

6.1.2. IIpome:xxyTO4HOI aTTECTAIIUU
IIpuMepHbIH nIepeYeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT

1. VYuernble nokyMeHTbl [lpeBHen ['penmm, Illymepo-BaBHIIOHCKHE
JOKYMEHTBI

2. Yuernsie nokyMeHThI J{peBHero Erunra, /[pesuero Puma

3. [1epBbie (OpMBbI TOKYMEHTOB U IIEPBHIE CPEACTBA 3AILUTHI JOKYMEHTOB

4. [lepBbie (yHKIIMU TOKYMEHTOB: YUET, YIIPABICHUE U KOHTPOJIb

S. dopMupoBaHue IPUKA3HOU YIPABJIEHYECKOU CUCTEMBI
JEJIONPOU3BOICTBA.

6. Cucrema oOmero paenonpousBoicTBa. CTpyKTypHbIE MNOJpa3iesieHus
MIPUKAa30B

7. BoeHHas, nunioMaTuyeckasl, CTaTUCTUYECKAsl, yIeTHAs TOKYMEHTALIHS.

8. Konnexckoe penonpous3BoAcTBO. Buabsl nokymeHtoB. OpraHuzanus
KOHTPOJIS 32 UCIIOJTHEHUEM JTOKYMEHTOB

Q. HenomnpousBoactBo XlX-pawana XX B. Opranuzauus padOThl C

JTOKyMEHTaMHU B MUHUCTEPCTBAX

10. TIlomoxeHue O THUCBMOBOJCTBE W JACIONPOU3BOJCTBE B BOCHHOM
BEJIOMCTBE

11. Pa3BuTHE COBETCKOTO JEIONPOU3BOACTBA

12.  @OyHKIMU METOJUYECKOTO ILIEHTpa MO PYKOBOJACTBY pallMOHATN3aLUEH
JIEJIOMPOU3BOICTBA

13.  Bropo cranpaptuzanuu BCHX CCCP

14.  OcHoBHblE  mONOXeHUs  EAMHOW  TOCylHapCTBEHHOM  CHCTEMBI
nenonpousBoacTea (EI'C/I)

15. Coszpnanne EnuHOW TOCyJapCTBEHHOM CHCTEMBI JIOKYMEHTAIlMOHHOIO
obecneuenus ynpasnenus (EI'CHOY)

16. Ilpomecc  craHgapTU3anud W YHUQUKAIUK  OPraHU3alMOHHO-
pacnopsIuTeTLHOM TOKyMEHTaIlUN

17. Cosznanne ABTroMatu3upoBaHHOM cuctembl ymnpasieHus (ACY) wu



OO1erocy1apcTBEHHOH cHUCTEMBbI cOopa M 00paboOTKM HHPOpPMAIMHM A1 ydeTa
IUTAHUPOBAHUS, U yIpaBiieHUst HApoAHbIM X03siicTBOM (OI'AC)

18. T'ocymapcTBEHHOE peryJiupoBaHuE JAeI0Npou3BoAcTBa B PO

19. HopwmatuBHO-IIPaBOBOE PETYIHPOBAHUE TOKYMEHTUPOBAHUS U pabOTHI C
JOKyMEHTaMu

20. TlomHomouust deaepabHOTO APXUBHOIO areHTCTBa IO OOECIEYEHUIO
COONIOICHUST TIPAaBWJI XPaHECHHs, KOMIUICKTOBAaHUS, yd4eTa | HWCIOJb30BaHUs
apXUBHBIX JOKYMEHTOB

21. IlpaBuia eionpou3BOJCTBa B (efepabHbIX OpraHax HCIOIHUTEIbHON
BJIACTH

22.  CranpmapThl, yCTaHABIUBAOIINE MMPaBUiia OPOpPMIICHUS JOKYMEHTOB

23.  Opranuszanus ciy>k0bl I1€JTOTPOU3BOJICTBA B TOCYJAPCTBEHHBIX OpraHax

24.  TpebGoBaHMS K OpraHU3AIMU JOKYMEHTO000POTa B (hefiepaIbHOM OpraHe
WCTIOJTHUTEIIBHOM BIIaCTH

25.  Opranuzanus ciy>X0bl 1eJOMPOU3BOCTBA HA MIPEATIPUITHIX

26. TumoBas cTpykTypa ciay)osr JJOY

27. 3amaun v QYHKIUHU CITY>KOBI IETOMPON3BOICTBA

28.  CrpyKTypa MOJIOKEHHS O CITy>KOe IeTOMpPON3BOICTBA

29. Opranmzanus B3auMmoaecTBus cnyk0s1 JIOY co CTpyKTYypHBIMU
NO0/Ipa3IeCHUSIMU IPEANPUATHS (YUPEKACHUS)

30. Opranuzanus 10KyMEHTO000pOTa

31. ®opwmbl pabOTHI C TOKyMEHTAMHU B OpTraHU3AIIMIX

32. Ilopsimok 00pabOTKH TOKYMEHTOB

33.  DJAEKTpPOHHBIE CUCTEMBI JOKYMEHTAIUH

34. OcobenHocTu pabOTHI C NEKTPOHHBIMU JOKYMEHTaMU B (pesiepabHbIX
OpraHax MUCHOJIHUTEIbHOU BIACTH

35. Tlopsaok MCmob30BaHUs dJIEKTPOHHBIX MOANMUCEH. BUabl €K TpOHHBIX
IMOJIITHCEN

36.  Opranu3zanus 3aUIUIIEHHOTO TOKYMEHTO000pOTa B CETH

37. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB

38.  Bunasl nokymentoB. ®opmatel Oymaru u mossi. bianku 1o0KyMeHTOB

39.  Buasl opraHu3aMOHHbBIX JOKYMEHTOB

40. TpeboBanus mo o(hOPMIICHHIO: yCTaBa, YIPEIUTEIHLHOTO JOTOBOPA

6.2. Iloka3zaTenu U KpUTEPUH OLlEHMBAHUA MTPOMEKYTOUYHOM aTTEeCTAIUN

Cucrema OLICHUBAHU BKIOYACT:

®opmMma ITokaszarenu Kputepun onenuBanus Onenka
KOHTPOJIS OLICHUBAHUs
3ayer IPAaBUIBHOCTh | JJaH MPABUIIbHBIM, IMOJHBIA OTBET Ha 3a4TEHO
Y TI0JTHOTA IIOCTABJIEHHBIM  BOIPOC,  IOKa3aHa
OTBETa COBOKYITHOCTb OCO3HAHHBIX 3HaHUI 1O

JUCHUIINIMHE, TOKAa3aTCJIIbHO PACKPBITHL
OCHOBHBIC ITOJIOKCHHUA BOITPOCOB;
MOTI'YyT OBITh A0MMYIICHbI HCOOYCTEIL,
HCITPABJICHHBLIC CaMOCTOATCIbHO B




Mpolecce OTBETAa; JaH MPaBUIIbHBIN,
HEJOCTATOYHO TMOJHBIM OTBET Ha
MOCTABJICHHBI  BONPOC,  IOKa3aHO
YMEHHE BBIICJINTh CYIIECTBEHHBIC U

HECYIICCTBCHHBIC IIPpHU3HAKH,
MNPUYIUHHO-CJICACTBCHHEIC CBA3H,
MOTr'yT OBITH AONYIICHBI HCEIOYCTEHI,
HCIIPABJICHHBLIC C IIOMOIIBIO

MpernojaBaress; JAaH HEAOCTaTOYHO
MPABUJIBHBINA U MOJIHBINA OTBET; JIOTHKA
W IIOCJIEIOBATEILHOCTh HM3JIOKCHUS
HMEIOT  HapylUICHUS; B  OTBETE
OTCYTCTBYIOT BBIBOJBI.

OTBET MPEJICTaBIISIET coboit HE 3aUTCHO
pa3po3HEeHHbBIE 3HaHUS c
CYIIECTBEHHBIMA  OMIHMOKaMH IO
BOIIPOCY; PUCYTCTBYIOT
(dbparMeHTapHOCTbD, HEJIOTHYHOCTh
W3JI0KCHUS;  JOMOJHHUTENBbHBIE U
YTOYHSIIONINE BOMPOCHI HE MPUBOIAT K
KOPPEKIMH OTBETA Ha BOTIPOC.

7. PecypcHoe obecnieyeHne TUCHUILTHHBI
7.1. JIulleH3MOHHOE ¥ CBOOOHO pacnpocTpaHsieMoe MPOrpaMMHoOe
o0ecnevenme

[lepeueHs NIUIEH3MOHHOTO W CBOOOJHO PACHpPOCTPAHSEMOTO MPOTPAMMHOTO
oOecrneveHus, B TOM YHCIIe OTE€YECTBEHHOTO MTPOU3BOICTRA!

- Microsoft Windows 7 Professional - CucremHoe mnporpaMmmHOe
obOecneuenue. OnepaunnonHas cucrema. [Kommepueckas (Volume Licensing)]; T10-
72B-264,

-Microsoft Windows 8 Professional — CuctemHaoe nporpaMmHoe oOecriedeHue.
Omneparmonnas cuctema. [ Kommepueckas (Volume Licensing)]; [10-842-573;

- Microsoft Windows Professional, Russian — CuctemHOe mnporpaMMHOE
obecrnieuenne. Oneparmonnas cucrema. [Kommepueckas (Volume Licensing)]; T1O-
BE8-834;

- Microsoft Office Standard (Word, Excel, Access, PowerPoint, Outlook,
OneNote, Publisher) — Ilaker odwucHbix npunoxenuii [Kommepueckas (Volume
Licensing)]; I10-D86-664;

- Adobe Acrobat Reader DC — Tlpunoxkenue Iuisi CO3AaHUS U MPOCMOTPA
ANEeKTPOHHBIX myonukanuid B popmare PDF [becrumatnas]; [10-F63-948;

- 7-Zip — ®aiutossiii apxuBarop [becmatnas|; [10-F33-948;

- Apache OpenOffice — IMaker oducHbIX npuioxenuit [Otkpeitas]; [10-EB7-
115;

- Google Chrome — Bpay3zep [Otkpeoitas]; [10-F2C-926;

- LibreOffice — ITaket oducubix npunoxenuit [Otkpsoitas]; [10-CBB-979;

- Anpt OOpazoBanue 8 — CucTeMHOE TNpPOrpaMMHOE oOOecIieueHue.
Omnepanmonnas cuctema. [Otkpsoitas|; [10-534-102.




7.2. IIpodeccnonaibHble 0a3bl JAHHBIX 1 HH(POPMALMOHHbIE CIIPABOYHbIE
CHUCTEMBbI

WNudopmanmonnas cipaBouHas cuctema — CepBep OpraHoB roCyIapCTBEHHOU
Bnactu  Poccuiickoit ~ ®enepauuu  http://poccus.pd/  (cBoOOAHBIM  AocTyn);
npodeccuonanpupie 0a3bl naHHBIX — llopTam OTKpBITBIX JaHHBIX Poccuiickoii
®enepanuu  https://data.gov.ru/ (cBoOOmHBIN mocTym); deaepaibHBIA MOpTa
«Poccumiickoe oOpazoBanue» http:/www.edu.ru (cBoOOAHBIA OCTYIT); CHCTEMA
OopUIMATBHOTO  OMyOJIMKOBAaHUS MPABOBBIX AaKTOB B  JJIGKTPOHHOM  BHJIE
http://publication.pravo.gov.ru/  (cBoOOAHBI  gocTyn); (emepanbHBIA  TOPTAT
«CoBepIIIEHCTBOBAHUE rocyJ1JapCTBEHHOTO YIPaBICHUSD) https://ar.gov.ru
(cBOOOMHBINA JIOCTYN); AJEKTpOHHAas OubnuoTeka yHuBepcutera http://elib.igps.ru
(aBTOPU30BaHHBIM  JIOCTYN); AJIEKTPOHHO-OMOMMoTeyHas cucrema «9bC IPR
BOOKS» http://www.iprbookshop.ru (aBTopr3oBaHHBIN JOCTYM).

7.3. JIuteparypa

OcHoBHasA:

1. [tpukoB, A.B. OCHOBBI yHpaBIEHYECKOW MAEATENBHOCTU: Y4ueOHOE
nocobue / A.b. llItpukoB. — Camapa: [1oBoMKCKHI TOCYTapCTBEHHBIN YHUBEPCUTET
TenekoMMyHuKanuii U napopmatuku, 2017. — 99 ¢. — ISBN 2227-8397. — Tekcr:
AIEKTPOHHBIH // DiekTpoHH0-O0ubmoreunas cucrema IPR BOOKS: Pexxum noctyma:
http://www.iprbookshop.ru/75398.html

2. Ky3nenosa, 1. B. JlokymeHTHpOBaHKE yNIPaBICHUYECKOU AEATEIBHOCTH :
yaeOHoe mocobue mist 6akanaBpoB / WM. B. Kysnerona, I'. A. Xauatpsa. — 2-e u3.
— Mocksa : JlamkoB u K, Ait [Tu Op Meaua, 2021. — 240 ¢. — ISBN 978-5-394-
03274-5. — TekcT : 2JIEKTPOHHBIM // DnIeKTpoHHO-OMONHMoTeuHas cuctema IPR
BOOKS : [caiiT]. — URL.: http://www.iprbookshop.ru/99364.htmi

JlonmoJiHUTEIbHAS

1. Buresckas, O.B. OCHOBBI VIIPABJICHYECKOU NESTEIIbHOCTH
[DnexTpoHHBIN pecypc]: ydueOHoe mocodue / O.B. Bureckas. — DJIeKTpOH.
TEKCTOBbIE JaHHble. — Camapa: [IOBOJDKCKHMM TOCYyIapCTBEHHBIM YHHUBEPCHUTET
TeJIeKOMMYHUKauuid u uHpopmaTtuku, 2016. — 134 c. — 2227-8397. — Pexum
noctyna: http://www.iprbookshop.ru/71867.html

2. Ky3pmuna, M.B. JlenonpousBoacTBO [DNEKTPOHHBIN pecypc]: yueOHoe
nocobue / V.B. Ky3pmuHa. — DJIeKTpOH. TEKCTOBBIE AaHHBIE. — M.: MOCKOBCKHIA
ryMaHuTapHbiii yHuBepcuteT, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
noctyna: http://www.iprbookshop.ru/74718.html

7.4. MaTepuajibHO-TeXHUYECKOE o0ecreyeHmne
Jns mpoBeaeHuss U oOecleueHUs 3aHATHA UCHOJIB3YIOTCS TMOMEIEHHUS,
KOTOPBIE MPEJICTABISAIOT COOOM y4eOHBbIE ayJIUTOPUU [JIsi TMPOBEICHUS Y4EeOHBIX
3aHATUM, NPENYCMOTPEHHBIX  MPOTPAMMOU OakanaBpuara, OCHAILICHHBIE
000py/IOBaHUEM W TEXHUYECKUMHU CpEeACTBaMH OOYYECHHS: aBTOMATHU3MUPOBAHHOE


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

pabodee MeCTO MpemnojaBaTeisi, MapKepHas J0CKa, MYJIbTUMEIUIHBIA MPOEKTOP,
JOKyMEHT-KaMepa, MoCaJ0uHbIe MECTa 00yUYarOIIUXCS.

[Tomenienust ajis  CaMOCTOSITENIbBHOM PabOThl  OOYYAIOLIMXCS  OCHAILIEHbI
KOMITBIOTEPHOW TEXHUKOW C BO3MOXHOCTBIO MOAKIIOUEHUs K ceTu «HHTepHeT» H
obecrieyeHUEM JO0CTyIa K AJIEKTPOHHON HH(GOPMAIMOHHO-00pa30BaTeIbHON Cpeie
YHUBEPCUTETA.

ABTOpPBI: JTIOKTOp SKOHOMHUYECKHX Hayk, mnpodeccop bapmynun E.H., xammunmar
nenarornyeckux Hayk Jlanunosa T.B.
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