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1. llesn n 3a1a4M AUCHUIINHBI
Lenu ocBOCHNS TUCHUIIUHBI:
e (QopmMupoBaHHE CUCTEMHBIX 3HAHUI 00 OpraHu3ally J1eJIONPOU3BOJICTBA B
YUPEKIAEHUAX (HA NPEANPUITHIX );
e (opmupoBaHME yMEHMN M NPAKTHUYECKUX HABBIKOB [0 MCIIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUUYECKMX M  IPAKTUYECKUX  3HAHUM  OCHOB
J€JIONPON3BOACTBA IIPU PELIEHUH MTPO(PECCHOHANIBHBIX 3a/1au.

Ilepeyenb kKomneTeH Ui, pOpMHUPYEMBIX B MpoLecce U3yYeHust

AUCHUTLTUHBI
Komnerenuun Conepxanue
YK-4 CriocobeH OCyIIeCTBIIATh AETOBYI0 KOMMYHUKAIIUIO B YCTHOM U MUCHMEHHOM
dopmax Ha TOCyZapCcTBEHHOM s3bike Poccuiickoit ®enepanuu U
MHOCTpaHHOM(BIX) sI3bIKe(ax)

3amauyu TUCUMILIHHBI:

o U3YUYCHHE opsiAKa OpraHu3aluu JOKYMEHTHUPOBAHUS U
JOKyMEHTO000pOTa;

o M3y4YCHHE OCHOBHBIX NPAaBHJI U TOPSAKA MOATOTOBKH OQOPMIICHHUS,
ydeTa U XpaHEeHUsI CITY>KEOHBIX TOKYMEHTOB;

o npUOOpEeTEeHNE MPAKTUYECKUX HABBHIKOB COCTABJIICHUS, yUeTa, XpaHeHHUS,
3alUTBl  CIIy’)KEOHOM  JOKYMEHTallMd B  COOTBETCTBUU C  TpeOOBaHHUSIMHU
JOKyMEHTO000pOTa;

o dbopMHUpOBaHUE YMEHHUS BECTH JAEJIONPOM3BOJACTBO U YYacTBOBaTh B
BEJICHUHU JOKYMEHTOOOOpOTa B OpraHax rocy/IapCTBEHHOM BJIacTH, TOCY1apCTBEHHBIX

U MYHUIIMIAIBHBIX OpraHu3alvsiaX, Ha MOPEANPUITHSAX U OpPraHU3AUSAX CHCTEMBbI
MUC Poccum;

o dbopmupoBanue yMEHUS o pa3paboTke yIpaBIEHYECKOM
JOKYMEHTAIIH;
. dbopmMupoBaHMEe 3HAHUHM, CBS3aHHBIX CO 3HAHUEM JIOKYMEHTAIIMOHHOTO

oOecrieueHus ymnpasieHus B opraHax u mnojpazaeneHusx [TIC u cnocoOHOCThIO K
PELICHUIO TPAaBOBBIX, COLMAIBHBIX W KaJPOBBIX BONPOCOB, CBS3AHHBIX C
NESATEIBHOCTHIO TOXKAPHO-CMACATEIbHBIX MOJPA3JACICHU Ha TEPPUTOPUATIHLHOM
YpPOBHE.

2. llepeyeHb MUIAHUPYEMBbIX Pe3YJIbTATOB 00y4eHHMs M CUMILINHBI,
COOTHECEHHBIX C IIVIAHMPYEMBbIMH Pe3yJIbTaTaMM OCBOCHHS 00pa3oBaTeIbHOM
NPOrpamMMmbl

WNuankaTopsl TOCTHKEHUS KOMITETCHIIUN [Tnaampyemple pe3ylnbTaThl OOydYeHUS IO
IUCHUIUIMHE,  XapaKTePHU3YIOUIHE  JTarlbl
(hopMUpOBaHHSI KOMITETEHITUI
Crnioco6eH pa3pabaTbIBaTh MPOCKTHYIO U 3HaeT

pacnopsiiuTenbHyto JokyMeHTanuo YK-4.1 | mopsok opraHusaiyy  JOKYMEHTHPOBAHHUS U
nokymenToobopora YK-4.1.PO-1
OCHOBHBIC TIpaBWJA M MOPSJIOK TOATOTOBKH




oopmieHus, yuyera U XpaHEHUS CIIyKeOHBIX
nokymeHToB YK-4.1.PO-1

YmMmeer

MPUMEHATh HABBIKM COCTABJICHHS, Y4YeTa,
XpaHEeHHUs, 3aLIUThI CITYKeOHOM TOKYMEHTaluu
B COOTBETCTBUH c TpeOOBaHUSAMHU

nokymeHntroobopora YK-4.1.PO-3

BECTH JICJIOTIPOU3BOJCTBO M y4YacTBOBaTh B
BEJCHUU JOKYMEHTOOOOpOTa B  OpraHax
rOCYJJApCTBEHHOH BJIACTH, TOCYAAPCTBEHHBIX U
MYHHUITUTATBHBIX OpraHu3aIusIx, Ha
OPEINpPUATHSIX ©  OPTaHU3aIMsIX CHCTEMBI
MUYC Poccuu YK-4.1.PO-4

Cnoco6eH pa3pabaTbIiBaTh MPOIECCYaTbHbBIE
clry>keOHbIe JOKYMEHTHI B chepe cBoei
npodeccuoHaIbHON AesTenbHoCcTH Y K-4.2.

3Haer

JOKYMEHTAI[MOHHOE O00eCTIeUeHUsl yIpaBlIeHUE
B opraHax u mnonpazaenenusx [TIC VK-
4.2.PO-1

npaBuIa MOJTOTOBKU u oopmieHust
pacrniopsiiuTenbHbIX 10KyMeHTOB YK-4.2.PO-2

VYMmeet

pa3zpabaTbiBaTh YIPaBIEHYECKYIO TIOKyMEHTALIHIO
YK-4.2.PO-3

peiath IMPAaBOBLIC, COLNUAJIBHBIC W KaJApPOBLIC
BOIIPOCHL,  CBfI3aHHBIE  C  JICSTEILHOCTHIO
MOYKapHO-CIIACATENIbHBIX ~ MMOJPA3JIENICHUA  Ha
TeppuTopraIbHOM ypoBHE YK-4.2.PO-4

3. MecTo IMCHMILUIMHBI B CTPYKTYpPe OCHOBHOI NMPodecCuoHaAIbLHOM
o0pa3oBaTeIbHOI MPOrPaMMBbI

JlucuuiimHa ~ OTHOCHUTCA K

0€30I1aCHOCTb)
MIPOIIECCOB | ITPOU3BOICTBY.

HAIpPAaBIEHHOCTh  (MPOQUIIB)

gactd,  (QopMuUpyeMoit

4. CTpyKTYypAa U coJepkaHue TUCUUILIMHBI

OO6m1ast TPy 1I0€MKOCTh AUCIUTIIIMHBI COCTABIISAET 2 3a4€THBIC SIUHUITLI 72 Yaca.

yYaCTHHKAMHU
o0pa30BaTeNbHBIX OTHOIICHWH, OCHOBHOW MpodeccrnoHalbHON 00pa3oBaTeIbHON
nporpaMMbl OakanaBpuata nmo HampaBiaeHuio moarotoBku 20.03.01 «Texnocdepnas
«be30macHOCTh  TEXHOJOTHYECKUX



1o Kypcam u popmam 00y4eHus

JJ1s1 32049HOM opMBbI 00yUeHUs

4.1 Pacnipenesienne TPyA10€eMKOCTH Y4e0OHOM JUCUHUILJIMHBI 110 BUAAM padoT

TpynoeMKoCTh
. 1o
Bun yueOHoM paboThI se | wac. e

2 3
OO0masi TpyAOEMKOCTh JIHCIUTLIMHBI ) 79 36 36
10 yueOHOMY IIaHy
KoHTtakTHast paboTa, B TOM YHUCIIE: 8 2 6
AyIMTOPHBIE 3AHATHS 8 2 6
Jlexruu (JI) 2 2
[TpakTueckue 3austus (113) 6 6
Cemunapckue 3ansatus (C3)
JlabopaTopusbie pabotsl (JIP)
KoHcynbTanum nepej 5K3aMeHOM
CamocrositesibHas padora (CPC) 64 34 30
B TOM YHCJIE:
KypcoBas paboTa (IIpOeKT)
3auer + +

4.2. TemaTu4ecKU IJIaH, CTPYKTYPHMPOBAHHBII 110 TeMaM (pa3aeiaMm) ¢

yKa3aHNeM OTBeJIeHHOI0 HA HMX KOJIHYeCTBA aKaleMHYeCKMX YaCOB U BH/I0B
Y4eOHBbIX 3aHATHI

JJ1s1 32049HOM opMBbI 00yUeHus
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1 OCHOBBI OpraHu3aIu 3 ) 6
JIEIONPON3BOICTBA
Opraunszanus CITYKOBI
5 |OP 1 y 10 10
JIEJIONPON3BOICTBA
3 [TpaBuna moAroToBKHA U 0HOPMIICHHS 6 6
OpraHU3aIOHHBIX JOKYMEHTOB
4 [TpaBuna moAroTOBKU U 0OPMIICHUS 6 6
pacCTIOPSANTEIHHBIX TOKYMEHTOB
5 |IIpaBuna opopmieHuUs 6 6




MH(POPMALMOHHO-CITPABOYHBIX
JOKYMEHTOB
HUTOTI'O 2 KYPC 36 | 2 34

6 OO6mwmit mopsIoK paboThI ¢ 6 ) 6
JOKYMEHTaMH B OpraHU3aluu

7 KynsTypa nenoBoit nucbMeHHOM 6 6
peuu: UCTOPUS M COBPEMEHHOCTb

2 Oco0eHHOCTH S3bIKa CITYKEeOHOTO 6 6
JOKYMEHTa

9 PenakTupoBanue TekcTa ciayxeOHOro 16 4 12
JOKYMEHTa
3auver +
HTroro 72 | 2 6 64

4.3 Conep:xxanme TMCHUIIMHBI JJI 00y4AIOIIUXCH:
3a04HOI GopMbI 00yUeHMSI

Tema 1. OcHOBBI Opra"Hu3anuM 1eJ0NPOU3BOICTBA

Jlekumusi. Benenne nokymeHToB A0 XV B. Y4eTHbIE JHOKYMEHTHI [[peBHEN
I'petun, lpesnero Erunta, JlpeBHero Puma, lllymepo-BaBWIIOHCKHE IOKYMEHTBI.
@opMbl T0KyMeHTOB. CpecTBa 3alIUThl JOKYMEHTOB. DYHKIMU JOKYMEHTOB: YYET,
YIIPABJICHUE U KOHTPOJIb.

@opMHUpPOBaHUE NPUKAZHOM YIIPABIECHYECKOM CHUCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOmiero aenonpou3BoAcTBa. CTPYKTypHBIE MOAPA3IEICHHUS MPUKA30B.
Boennasi, auniomaTuyeckasi, CTaTUCTUYECKas, ydeTHas AoKymeHTauus. [IpaBuna
coctaBieHuss W 0QOpMIIeHUs JOKYMEHTOB. Kouexkckoe Jenonpou3BOACTBO.
Crpykrypa koyeruii. Buasl 1okyMeHTOB. Peructpanusa 1okymMeHToB. Opranusanus
KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpounsBoactBo XIX-nagana XX B. Opranuzaius padoThl ¢ JOKYMEHTaMHU
B MUHHCTEPCTBax. [loyiokeHne 0 MUCBMOBOJICTBE M JIETONPOU3BOJACTBE B BOCHHOM
BEJIOMCTBE.

CamocrositeibHasi padora. Pa3Buthe COBETCKOrO JEJIONPOU3BOACTBA.
@OyHKIMM ~ METOAMYECKOr0  LEHTpa MO  PYKOBOJACTBY  palMOHAIU3ALMEN
nenonpousBoAcTBa. bropo crangaptuzanmu BCHX CCCP. OcHOBHbIE MOJOXEHUS
Enunoii rocynapcrBeHHoi cuctemsl aenonpoussonactsa (EI'CH). Coznanne Enunoit
rOCy/JapCTBEHHOM CHCTEMbI JOKYMEHTAI[MOHHOTO OOeCle4YeHHs]  YNpaBICHUS
(ETCHOY). [Ilpomecc craHmapTu3aiud W yHUQUKAIIUM  OpPraHU3aIMOHHO-
pacropsauTenbHoM  JoKkyMeHTanuu. Co3gaHue ABTOMATU3UPOBAHHOM CUCTEMBI
ynpasieHuss (ACY) u OOuierocy1apcTBeHHOM cucTeMbl cbopa U 00pabOTKH
uHbopMaIMK i1 y4yeTa IUIAHMPOBAHUA, W YOPABJICHHUS HAPOIHBIM XO3SHCTBOM
(OI'AC).

['ocynapcTBeHHOE peryiimpoBaHue JaenonpousBoacrsa B PO, HopmatusHO-
PaBOBOE PEryJUpOBAHHE JIOKYMEHTUPOBaHUS M pabOThl C JOKYMEHTAMH.
[Tonmnomounst @enepalibHOTO apXUBHOTO areHTCTBA MO 0OECTEYEHUIO COOIIOACHUS
NpaBUJ XpaHEHWs, KOMIUIEKTOBaHMUS, Y4Ye€Ta M HCIIOJIb30BAaHUS APXUBHBIX
nokymeHntoB.  IlpaBuma  gemompomsBoacTBa B (eaepaimbHBIX — OpraHax




UCIIOJIHUTENbHON BiacTH. CTaHAapThl, YCTaHABIMBAIOUIME MpaBuia OGOPMIICHUS
JOKYMEHTOB.

Pexomenayemas ureparypa:

ocHOBHas [1,2];

nonoyiHuTeNnbHas: [1, 2].

Tema 2. Opranusanms cayKO0bI 1eJIONPOU3BOACTBA

CamocrositeibHass pa0Gora. OpraHusanust ciiy>kObl JI€JI0IPOU3BOJCTBA B
rOCy/IapCTBEHHBIX OpraHax. TpeOoBaHUS K OpraHM3alMy JOKyMEHTOOOOpOTa B
denepaabHOM  OpraHe  HCHOJHUTENbHOM  Biactu.  OpraHuzanus — CIIy»KObl
JEeJIONPON3BOACTBA HA IpeanpusITUsIX. Tumosas cTpykrypa ciyx0b1 JJOY.

3amaun ciyxObl genonpou3BoAcTBa. TexHonormueckue ¢yHkuuu JIOVY.
Opranuzanuonnsie  ¢yHkiuu JIOY. KoutponbHbie ¢dyHKIuu ciyxosr JIOVY.
Meronnueckne  pynkmuu  JIOY.  CrpykTypa  TOJOXEHHS O  CIIyxOe
aenonpoun3BoAcTBa. Opranuzanus B3auMoaencTBus ciaykos1 JIOY co cTpyKTypHBIMH
MOAPAa3AEICHUAMH PEANPUITHS (YUPEKIACHUSA).

CucremMbl KOJJIEKTUBHON 0O0pabOTKH JOKYMEHTOB. KOMIUIEKCHBIE CHCTEMBI
YIPaBJICHUS TOKYMEHTaM.

Opranuzanus ciayx0bl aenonpousBoacTa. Opranuzanus JOKYMEHTO000poTa.
®opmbl pabOTHI C TOKyMEHTaMu B opraHuzanusix. [lopsnok oOpaboTku 1OKyMEHTOB.

ONeKTpOHHblE  cHUCTEMBl  JOKyMeHTauuu. (OcoOeHHOCTH  paboThl ¢
AJIEKTPOHHBIMU JIOKYMEHTaMHM B (efepajbHbIX OpraHax HCIOJHUTENIBHOM BIIACTH.
[Topsok MCIIONIB30BAHMS AJIEKTPOHHBIX HOJANUCEN. BUIbI IEKTPOHHBIX MOJMUCEH.
Opranu3zanus 3alUIIEHHOT0 T0KyMEHTO000pOTa B CETH.

Pexomenayemas sureparypa:

ocHoBHas [1,2];

JONOJIHUTENbHAS: [2].

Tema 3. IlpaBmia mnoAroToBKM H ogopmileHHs OPraHU3alMOHHBIX
JOKYMEHTOB

CamocrosiTeibHass padora. OOmume npaBmia OQOPMICHHUS JTOKYMEHTOB.
3amaun  ['ocymapCTBEHHOW  CHUCTEMBI  JOKYMEHTAI[MOHHOTO  OOECTeUCHHUS
ynpasnenueM (I'CAOVY) u ynuduuupoannoit cuctemsl gokymentaiuu (YCI).
TpeboBanust kK OQOPMIEHHIO PEKBU3UTOB JOKYMEHTOB. BuHIbBl JOKYMEHTOB.
®opmatsl OyMaru u nosisi. bjaHku 10KyMEHTOB.

Bunpl opraHM3aliMOHHBIX JOKYMEHTOB. PEKBU3UTHI ycTaBa, y4peAUTEIbHOIO
aorosopa. Buasl u nopsiiok oopMiaeHUs NOJOKEHUHN, ONPEAEIAIOIUX CTPYKTYpY,
KOMIIETEHIIMIO M OpraHu3auuio pabotsl npeanpustus (yupexaeHus). CTpykrypa
IOJIO)KEHUM, PpErIaMEHTUPYIOUINX JESTeNbHOCTh JOJDKHOCTHBIX JHL. Buael u
CTPYKTypa MHCTPYKIHi. PekBu3nThl nHCTpyKImii. Buasl pernamentoB. TpeOoBanus
1o 0(hOPMJIICHHUIO PETJIaMEHTA.

OdopmieHrne HOPMAaTUBHO-TIPABOBBIX AaKTOB OPraHOB  HMCIOJIHUTEIBHOU
Bractu. OdopMmieHne pacrnopssKeHUM, MOCTAHOBJICHHM, PEUICHUHM, MpPUKa30B.
[IpaBuia moAroTOBKU U 0OPOPMIICHHUSI OPraHU3AIIMOHHBIX JOKYMEHTOB

OO6mue TpeboBaHus Mo OGOPMIECHHIO AOroBOpoB. CTPYKTypa TIpa’kKAaHCKO-



paBOBBIX JOroBOpoB. CojlieprkaHue NpeTeH3uu, pexnamanuu. [lopsaok odhopmiieHus
VICKOBBIX 3asIBJICHUU.

Pexomenayemas ureparypa:

OCHOBHas [2];

nonoyiHuTenbHas: [1,2].

Tema 4. IlpaBuia noAroToBKH M O0QOPMJICHUSI PACHOPAINTENbHBIX
AOKYMEHTOB

CamocrosiTesibHass  pabdora. Buasl pacnopsauTeNnbHBIX  JTOKYMEHTOB.
Odopmiienne pacropsaIMTEIbHON TOKYMEHTALIUH.

Buner u nopsinok odopmiienus npukazoB. OdopMiieHHe pacnopsKEHUH.
Odopmienne pemenus. OpopmiieHue TPOTOKOIA.

[Topsinok JOKyMEHTHPOBAHUS TPYIOBBIX OTHOLIEHH. CoAepKaHUE ITAHHOTO
pacnucanusa. [IpaBuna BHyTpeHHEro TpyAoBoro pacrnopsaka. OdopmiaeHue
JIOJHKHOCTHOW — MHCTpyKImH. OdQopmieHue TpyaoBOro JA0roBopa. PekBU3HUTEHI
IIPUKA30B I10 JUYHOMY COCTaBY.

[IpaBuia mnOATOTOBKM U O(OPMIIEHUS PACHOPATUTENBHBIX JOKYMEHTOB.
[Topsamox odopmiieHNs] MEPBUYHBIX YYETHBIX JOKYMEHTOB M YUYETHBIX PETHCTPOB.
OcCHOBHBIE U TOTIOJTHUTEIbHBIE PEKBU3UTHI OyXTranTepcKux TOKyMeHTOB. HazHaueHnue
PEKBU3UTOB, IPUMEHSAEMBIX B OyXTaNTepCKUX JOKyMEHTaX.

OprasuzanoHHO-pacnopsauTenbHas JokyMmentanus B cucreme MUC Poccun.
Odopmiienre UHCTPYKIUU, TPOTOKONOB. CojepikaHre M Ha3HAUYeHHE CIY>KEOHBIX
MUCEM, CIIYKEOHBIX 3aIMUCOK.

Pexomenayemas sureparypa:

OCHOBHas [1];

JIOTNOJIHUTENbHA: [1].

Tema 5. IlpaBuna opopmiaeHusi HHPOPMANMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

CamocrosiTenbHast padora. Bunpr MH(}OPMALIMOHHO-CIIPABOYHBIX
nokyMeHTOB. OdQopmileHHe IOKIATHBIX M OOBSICHUTEIBHBIX 3amUCOK. Bumbl u
nopsaok odopmieHust akToB. Bunbl ciayxebubix nucem. OdopmieHne ciayxeOHbIX
nuceMm. Odopmiienue TenerpaMm. Buasl n opopmiieHne cpaBok.

Odopmienre MHPOPMALIMOHHO-CIIPABOYHOM TOKyMEHTaUuu. Buabsl Hay4dHbIX
paoboT.

Odopmienue  pe3yapTaToB  HaydHbIX pabor. OdopmieHue  cnucka
UCIIOJIb30BaHHON JIUTEPATYPBHI.

Pexomenayemas sureparypa:

OCHOBHas [1];

JOTOJIHUTENbHAS: [2].

Tema 6. O0muii mopsAOK padoThI ¢ JOKYMEHTAMH B OPraHU3ALUA

IIpakTHYyeckoe 3aHATHE

[Tpuem u mepBuuyHas 00pabOTKa BXOASIIMX JOKyMeHTOB. [IpeaBapurenbHOe
pacCMOTpPEHHE W  pacOpeicieHHe  JOKYMEHTOB. Perucrpanus  BXoadiueun



KOppecnoHAeHIMHU. Buibl HeperucTpupyemsix 10KyMeHTOB. OOpaboTKa 1 OTIpaBKa
UCXOASAMUX JOKyMeHTOB. IIpoBepka mpaBMIBHOCTH OMOPMIICHUS HCXOASIINX
NOKyMEeHTOB. JKypHallbHass W KapTOYHAas CUCTEMa pPETUCTpalUu JTOKYMEHTOB.
ABTOMAaTH3UPOBaHHAs CUCTEMA PETUCTPALIMH IOKYMEHTOB.

CamocrosiTenbHass padora. KoHTposib 32 CpOKaMu UCIIOTHEHUS! TOKYMEHTOB.
ABTOMAaTH3UPOBAHHBIN KOHTPOJIb 3a HCIIOJHEHUEM JOKYMEHTOB.

OpraHu3anusi ONepaTMBHOIO XpaHEHHsI JAOKyMeHTOB. HoMmeHknarypa nemn B
opranusanuu. TpeboBaHUs 10 COCTABICHUIO U 0()OPMIIEHHIO HOMEHKJIATYPBI JEI.

[Topsinox ¢opmupoBanus nen B opranuzauuu. [lopsiiok odgopmieHus nedi.
Cucrematuzanusis JOoKyMeHTOB. Odopmienue o6noxku gena. CocraBieHue
BHYTpeHHell onucu faena. OpraHuszainus XpaHeHus JOKyMeHTOB. OOLui mopsiiok
paboThI C JOKYMEHTaMH B OpraHU3allu.

DKcnepTu3a LEHHOCTH JOKYMEHTOB. llopsaok nepenaun aen B apxuB. Cpoku
XpaHEeHHsI TOKYMEHTOB. [1ops/10Kk yHUUTOXKEHUS JOKYMEHTOB.

[Topsimox paboTHI ¢ MUCEMEHHBIMU OOpaIICHUSIMH TpakaaH. Buasl oOpariennii
rpaxaad. Cpoku paccMOTpeHHs! oOparmieHnii rpakaad. KoHTposas 3a UCIOJIHEHHEM
oOpareHuii rpaxmaH.

Pexomennyemas urepartypa:

ocHOBHas [1,2];

nonoyiHuTenbHas: [1,2].

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

CamocrosiTesibHass padoTra. OCHOBHBIE aCIEKThl KYJIbTYpbI JEJIOBOW pEYM.
HopMmatuBHBIi acnekT KyJapTypsl peur. KOMMYyHUKaTUBHBIN aClIEKT KYyJIbTYPbl PEUH.
OTHYECKUW acCleKT KyJbTypbl peudr. McTopus pycckoil 1eJ0BOM MUCBMEHHOCTH U
pasButne nokymeHnTa. Jlpesnui nepuon. Ilpukasznon nepuon. Komnexcknii nepuon.
Munucrepckuii nepuoa. COBETCKMH U IOCTCOBETCKUI NIEPHUOL.

OCHOBHBIE aCHEKThl KYJbTYpbl J€J10BOWM peuu. Mcropus pycckoil aernoBoi
IIACBMEHHOCTHU U Pa3BUTHE JOKYMEHTA.

WHTepHamoHanpsHOE U HAIIMOHAIBHOE B CIY)KEOHOM JOKyMeHTE. TOYHOCTh U
IIOHATHOCTb. KosernanbHOCTS. Tounas aJpECHOCTb. TemaTnueckas
OrpaHU4YeHHOCTb. CBOEBPEMEHHOCTb M  AKTYyaJIbHOCTh.  J[OCTOBEPHOCTH H
O00OBEKTUBHOCTh. Y O€IUTEILHOCTh U JIOTUYHOCTh. [10THOTA U CKATOCTH U3II0KEHHUS.
HentpanbHOCTD U3710KEHUA.

Pexomenayemas sureparypa:

ocHoBHas [1,2];

JIONoJIHUTENIbHA: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIYKEOHOT0 JOKYMEHTA

CamocrositenbHast  pabGora.  Cranpaptusanus  A3blKa  JOKYMEHTA.
CTaHI[apTI/IBaL[I/ISI JICKCHUKMU. CHCHI/IaJIBHaH JICKCHKA, CBOMCTBEHHAS TOJIBKO
KaHHeHHpCKOﬁ pcun. CHeHI/IaHBHaH TCPMUHOJIOTHUYICCKAA JICKCUKA, BbIPpAKCHHAA
OTIrJ1aroJIbHbIMH CyYICCTBUTCIIbHBIMU. CHeHI/IaJIBHaH oTpaciicBasi
TEPMHHOJOTHYEcKast Jiekcuka. CreruanbHble 0003HAUYEHUs JI0JEH 0 KaKoMy-Ir00



Npu3HaKy Wik JelcTButo. CraHgapTu3auusi CJIOBOCOYETAHHWM. Y CTONYUBBIC
CIIOBOCOYETAHUS C IPOU3BOAHBIMM IPEIJIOTAMHU. Y CTOWYMBBIE CJIOBOCOYETAHUS
ATUKETHOro Xxapakrepa. Cranaaptu3auus npeioxeHuid. [Ipsmoil mopsaok croB.
ITocTosiHHOE MECTO BTOPOCTEINEHHBIX YWIEHOB MPEIIOKEHUA. Pacnionokenne ciaoB 1o
uHpopMaTuBHON 3HauuMocTH. [IpeoOmamanue CTpagaTenbHBIX KOHCTPYKIIHUIL.
PacnpoctpaneHHOCTh MPOCTOro NpeiokeHus. KynbTypa CI0KHOTO NpeIioKEHU.
Cranpaptuzanus Tekcta. CBS3HBIA TEKCT C TPAaJULMOHHOM JMHEHHON 3amuChIO.
CBsi3HBIN TEKCT ¢ 3anmuchio 1o Tpadapety. Tekcr-anketa. TekcT-Tadauna.

S3bIkOBBIE TpeOOBaHUS K OQOPMIICHUIO PEKBU3UTOB JOKYMEHTa. PeKkBU3UT
«HammenoBanue opranuzauum». PexBusut «J/lara pmokymeHTa». PekBu3uT
«Anpecar». PexBuzut «['pud yrBepxaenus nokymeHnrta». PexBusut «Pe3osnrorusy.
PexBuzur «3aronoBok k Tekcry. «PekBusut «llognuce». PexBuzutr «Tekct
JOKYMEHTa». BUIbl ¥ TUIBI COKpALLIEHUA.

S3pik0BOE OOopMIIEHHE TUYHBIX JOKyMeHTOB. OOpas3iibl 3asBienuil. Oopasern
MCKOBOTO 3asBieHUs B cyA. OOpasibl moBepeHHocTe. ABToOmorpadus. Pesrome.
JlenoBoe MUCHhMO: BUIBI U 3BIKOBOE O(pOpMIIEHUE.

PexoMmenayemasi iureparypa:

ocHoOBHas [1,2];

nonoyiHuTenbHas: [1,2].

Tema 9. PenakTupoBanmne TeKCTa CJIY:KeOHOT0 JOKYMEHTA

IIpakTuyeckoe 3ansitue. MeToauKa peAakTUPOBAHUS W TEXHUKA TPABKU
CIIyK€OHBIX JTOKYMEHTOB. MeToanka penakTUpoBaHUs JOKyMeHTa. llepBwiii 3Tan
paboThI ¢ TEKCTOM JIOKyMeHTa. BTopoii atam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuii
sTan padoThl C TEKCTOM JOKYMEHTA.

TexHuka mpaBKU JOKYMEHTAa. THUIHWYHBIE OIIMOKA B SI3bIKE U CTUJIE
JIOKYMEHTOB. JIOrNKO-CMBICIIOBEIE OIINOKH. Jlekcuueckue OIIINOKH.
Mopdonornueckne  ommbOku.  CuHTakcuyeckue  ommbOku.  HempaBuibHOe
ynoTpeOieHne majeka 1 Ipejiora mocjie ynpabisommx ciioB. Opdorpaduydeckre u
MyHKTYaIMOHHBIC OIITHOKHU.

CamocrositenbHast padora. Hapymenuss peueBoro ostukera. IlpaBuna
PYCCKOI0 3THKETa

PexoMeHnayemas Jurepartypa:

OCHOBHas [1];

JIOTIOJIHUTEIbHAS: [2].

5. MeToanuyeckue peKOMeHAAIMHU M0 OPTraHU3ANUM U3YUEeHUS U CIUTIMHBI

[Ipn peanu3anuu MPOrpamMMbl JUCIHMIUIMHBI HCHONB3YIOTCS JICKIIMOHHBIE H
NPAKTHYECKUE 3aHATHSI.

OOmMMH TENSIMU 3aHATHIA SBIISIOTCSL:

— o0o01eHue, CHUCTEeMAaTH3allNs, yrayOsieHue, 3aKperuieHue
TEOPETHUYECKUX 3HAHHH M0 KOHKPETHBIM T€MaM TUCIHILIHHEI,

— dbopMupoBaHHE YMEHUN NMPUMEHSTH MMOJydYeHHbIC 3HAHWS HA MPAKTUKE,
peanu3anys eIUHCTBAa MHTEJUIEKTYalIbHON M MTPAKTHYECKOW A TEITbHOCTH;



— BbIpabOTKa MPHU PELICHHH MOCTaBJICHHBIX 337ad MNpoQecCHOHATBLHO
3HAYUMBIX KaueCTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUYECKOM
UHUIHATUBBIL.

LenstMu neKUUU SBISIOTCS:

— JaTh CHCTEMAaTH3MpPOBAHHbIE HAayuyHble 3HAaHUS 1O  JUCIMILIMHE,
aKIEHTUPOBAaB BHUMaHKE Ha HanboJjee CI0KHBIX BOIPOCax;

— CTUMYJHMPOBATh aKTUBHYIO NIO3HABATENIBHYIO IESTELHOCTh 00YyJarOIuXcs,
CIOCOOCTBOBATH (POPMHUPOBAHUIO UX TBOPUECKOTO MBIIIJICHHS.

B xozme mpakTH4eckoro 3aHATHA 00eCredrBaeTcsi TPOLECC AaKTHBHOTO
B3aMMOJICHCTBHS 00y4YaroOIUXCsl C MPENoaaBaTeseM; IpHUoOpeTaloTCsl MPaKTUYECKUe
HABbIKM M yMeHHs. Llenb MpakTU4ecKoro 3aHATHA: YIIIyOUTh W 3aKpENuTh 3HAHMS,
MOJIyYeHHbIE Ha JEKUWH; (HOPMUPOBAHHE HABBHIKOB HCIIOJB30BAHUS 3HAHUNA IS
pelleHrs] TMPAKTHYECKUX 3aj[ay; BBINOJHEHHE TECTOBBIX 3aJaHHUN IO TPOBEPKE
ITOJIyYEHHBIX 3HAHUM U YMEHHUU.

CamocTtosiTenbHass paboTa oOOydalolIMXCsl HampaBlieHa Ha YIUIyOJieHue u
3aKperuieHue 3HAHUHM, MOJIyYeHHBIX Ha JIGKIMAX M JPYTUX 3aHATUSAX, BBIPAOOTKY
HAaBBIKOB CaMOCTOSITEIbHOTO AKTUBHOTO MPUOOPETEHHsS] HOBBIX, JOMOJHHUTEIHHBIX
3HaHU, MOATOTOBKY K MPEACTOSIINM 3aHATHSM.

[IpomexxyTouHas aTTecTanus NpoBOIUTCS B (hopMe 3auera.

6. OueHOYHbIE MATEPHUAJIBI 110 AUCIUIIINHE
Texymuii KOHTPOJIb YCIIEBAEMOCTH 00ECIIEYMBACT OIEHUBAHNE XOJ[a OCBOCHUS
JTUCITUTUTNHBI, TIPOBOJIUTCS B COOTBETCTBUU C COJICPKAHUEM AUCITUIUIMHBI IO BUAAM
3aHATHH B (hOpME OMPOCca/MOKIA0B/TECTUPOBAHHS.
[IpomexxyTouHast arrectanusi 0OECIeYMBAET OICHUBAHUE MPOMEXYTOYHBIX U
OKOHYATENFHBIX PEe3yJbTAaTOB OOYyYEHHS MO AWCIHUILUIMHE, MPOBOAUTCS B (opme
3adeTa.

6.1. IlpumepHBbIE OLIEHOYHbIE MATEPHUAJIbI:
6.1.1. Tekymero KOHTPOJIA
TunoBble BOMpoCHI 1JI ONPOCa:

1. UTto Takoe 10KyMeHTO000pOT?
2. [lepeunciiuTh OCHOBHBIE 3a7]a4 ABTOMATHU3AI[UU JOKYMEHTO000pOoTa
3. KaxoBbl mpenMy1iecTBa aBTOMaTU3alUUA JOKYyMEHTOO00poTa?

TunoBblie TeMbI 1151 TOKJIAT0B:

1.Yuernsle nokyMmentsl [IpeBueii ['pennn, Lllymepo-BaBUIOHCKHE TOKYMEHTBI

2.YuetHble nokyMeHThl JpeBHero Erunra, J[peBnero Puma

3.IlepBbie (hopMBI TOKYMEHTOB U NIEPBBIE CPEICTBA 3AIIUTHI JOKYMEHTOB

Tunosble 3a1aHNs 1JIs1 TECTHPOBAHMSA:

1. Yto Henb3s OTHECTH K chepe NeTONMPOU3BOJICTBA:

a) opopMiIeHHE CeKpeTapéM IpHKa3a o mpuéme Ha paboTy COTPYIHUKA;

b) odopmieHnue cekperapéM 10 NpocbOe HayadbHUKA MO3APABUTEILHON
TeJIErpaMMBbl JJI €r0 MaTepH;

¢) odopmileHHE CeKpeTapéM IO Mpochb0e HauvalbHUKA CIY>KEOHOW 3alUCKH B
BBIIIECTOAILYO0 HHCTaHIIUIO;



d) odopmiieHne cekperapéM IpPOTOKOIA COBEIAHUS PYKOBOIUTEEH OT/IEIIOB.

2. OOBEKT 1eN0MPOU3BOCTBA — ATO:

a) ohopmIICHHE ITOKYMEHTOB, OTPAKAIOIIUX BECh CHEKTP YIPaBIECHYECKON
NESTEIPHOCTH TPEANPUATHSA, a TakKe OpraHu3alui0 JOKyMEHTOOO0OpOoTa B
YUPEKICHUH;

b) cuctema TOKyMEHTOB, CO31aHHAs HA OCHOBE €IMHBIX CTAaHJAPTOB;

C) mpaBwiia, ONPEACNIAIONME OPraHU3alui0 JOKYMEHTUPYEMBIX MPOIECCOB Ha
NpEeANnpUsTUL;

d) COBOKYHmHOCTH JIOKYMEHTOB, TPHUMEHSIEMBIX B OIpeAeTeHHON cdepe
JEeSTEIBHOCTH.

2. K ocHoBHBIM 11€7151M ¢ty k061 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpANHAIUSA

d) peanmzanus

6.1.2. IIpome:kyTOUYHOI aTTeCTAIMHA
IIpuMepHBIH epeYeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT

1. VYuernole nokyMeHTsl [IpeBHen I'penmm, lllymepo-BaBuIIOHCKHE
JOKYMEHTBI

2. Yuetnbie nokyMeHThI [{peBHero Erunta, IpeBuero Puma

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

4. [lepBbie GyHKIUU JOKYMEHTOB: YUET, YIIPABIECHUE U KOHTPOJIb

3. dopMupoBaHUE MIPUKAZHOU YIIPABJICHYECKOU CHUCTEMBI
JEIONPOU3BOACTBA.

6. Cucrema oOmero aenonpousBojacTBa. CTPYKTypHbIE TMOIpPA3ACICHUS
IIPUKa30B

7. Boennas, quniomaTudeckas, CTaTUCTUYECKAs!, yY€THAS JOKYMEHTAIIMS.

8. Konnexckoe naenonpous3BoAcTBO. Buabsl nokyMeHToB. OpraHuzanus
KOHTPOJIA 32 UCIIOJITHEHUEM JOKYMEHTOB

9. Henonpou3BoactBo XIX-nagana XX B. Opranuzaunus paOoThl ¢

JIOKYMEHTaMU B MUHUCTEPCTBAX

10. IlonoxxeHne O MNHCBMOBOJACTBE M JEJIONPOU3BOJACTBE B BOEHHOM
BEJIOMCTBE

11. Pa3Butue coBETCKOro JIE€I0MPOU3BO/ICTBA

12.  ®OyHKUMM METOAMYECKOro IIEHTpa MO PYKOBOJCTBY pallMoHaIM3aIei
JIEJIOMPOU3BOCTBA

13.  Bropo crangapruzanun BCHX CCCP

14.  OcHoBHble  moJiokeHHs:  EnuHON  rocyJapCTBEHHOM — CHCTEMBbI
nenonpousBoactea (EI'C/I)

15. Co3panune EauHON rocynapCTBEHHONM CHUCTEMbl JOKYMEHTAIIMOHHOTO
obecneuenus ynpasnenus (EI'CHOY)

16. Ilpomecc  crammapTu3zanmuu W yHHUPUKAIUM  OPraHU3AMHOHHO-
pacrnopsiIuTeIbHON JOKYMEHTAIINU

17.  Co3ganue ABTomaTu3upoBaHHOW cucteMbl ynpasieHus (ACY) u



OOGmerocy1apcTBEHHOM cHCTEMBI cOopa M 00paboTku wuHbOpPMAIMU ISl y4yeTa
IJIAHUPOBAHMSI, U yIpaBiieHus: HapoAaHbIM xo03sicTBoM (OI'AC)

18. T'ocymapcTBEHHOE peryJupoBaHHe IeI0Npou3BoicTBa B PD

19. HopmaTuBHO-IIpaBOBOE PETYIMPOBAHUE TOKYMEHTHPOBAHUS U PaOOTHI C
JOKYMEHTaMU

20. Ilomnomoumsi PenepalibHOTO ApPXMBHOTO AreHTCTBA MO OOECIEUEHUIO
COOMIONCHNUS TPAaBWJ XpaHEHMs, KOMIUIEKTOBAaHUS, Yyd4eTa M HCIOJIb30BaHUs
apXUBHBIX JIOKYMEHTOB

21. IlpaBuia aenonpou3BOACTBA B (eepalIbHbIX OpraHax MCIOJIHUTEIbHON
BJIACTHU

22.  CranpgapTbl, yCTaHaBIMBAIOUIME MpaBuiia 0OPMIICHUS TOKYMEHTOB

23.  Opranu3zanus ciiy0bl AeJIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OpraHax

24. TpeboBaHus K OpraHU3alMU JOKYMEHTOOOO0pOTa B heJIepaibHOM OpraHe
MCIIOJTHUTENIbHOM BIIaCTH

25.  Opranuzanus ciay»Obl IeTONPOU3BOICTBA HA MPEANPUATUAX

26. TwumoBas ctpykrypa ciyx0b1 JIOY

27. 3anmaum u QyHKUUU CIIYKObI 1€I0MPOU3BOICTBA

28.  CTpykTypa MOJIOKESHHS O CIY>KOe TeTONPOr3BOICTBA

29. Opranumzauusa B3aumojaeicTBus ciayx0el JIOY co cTpyKTypHBIMU
MOAPa3AeICHUAMH NPEANPUITHS (YUPEKACHUSA)

30. Opranuzanust JOKyMEHTO000pOTa

31. ®opmbl pabOThI C TOKyMEHTAMHU B OpTraHU3ALMIX

32. Tlopsaok oO6pabOTKH TOKYMEHTOB

33.  DJNEKTpOHHBIE CUCTEMBI JOKYMEHTALIMU

34.  OcobeHHOCTH pabOTHI C PIEKTPOHHBIMU JOKYMEHTaMH B (heliepaibHbIX
opraHax UCTOJIHUTEIbHON BIACTH

35. Tlopsaok MCHONB30BaHUS 3JIEKTPOHHBIX MOANMUCEH. BUabl 3eKTpOHHBIX
OAIIMCeNn

36. Opranu3zanus 3alUIUIIEHHOTO T0KyMEHTO000pOTa B CETH

37. TpeboBanus Kk 0pOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB

38.  Buasl nokymenToB. @opmatel Oymaru u nosjsi. bianku Jo0KyMeHTOB

39.  Bwuasl opraHu3alMOHHBIX TOKYMEHTOB

40. TpeGosanus mo ohopMICHHUIO: yCTaBa, YUPEAUTEIHHOTO JOTOBOPA

6.2. lllkana oumeHuBaHHUsI Pe3yJbTATOB NMPOMEKYTOUYHOM ATTECTALMU M
KPUTEPUH BbICTABJICHUS OLIEHOK

Cucrema OLICHHMBAHHWA BKIIOYACT.

®opmMma IToka3zarenu Kpurepun BbICTaB/IEeHHE OLIEHOK [IIxana oueHuBaHUsA
KOHTPOJISI OLICHUBAHUS
3a4er MIPaBUJIBHOCTh | JaH IPABWIbHBINA, IIOJHBIM OTBET Ha 3a4TEHO
Y TI0JIHOTA IIOCTABJICHHBI  BOIIPOC,  IIOKa3aHa
OTBETa COBOKYITHOCTb OCO3HAHHBIX 3HAHWM 110

JTUCIUTIINHE, I0KAa3aTEIbHO PACKPBITHI
OCHOBHBIE  TOJIOKEHHS  BOIIPOCOB;
MOTYT OBITh JTONYIICHBI HEIOYETHI,




UCIIPaBJICHHBIE  CaMOCTOSATEIbHO B
Mpoliecce OTBETAa; JaH MPaBUIIbHBIN,
HEJOCTATOYHO TOJHBIM OTBET Ha
MOCTABJICHHBI  BONPOC,  IOKAa3aHO
YMEHHUE BBIICIUTh CYIIECTBEHHBIE U

HECYIIECTBCHHBIC MIPU3HAKH,
MPUYUHHO-CIIEACTBEHHBIE CBSI3H;
MOTYT OBITh JIOMYIIECHBI HEIOYETHI,
UCIIpaBJICHHBIC c IIOMOIIILIO

MpernojaBaress; JaH HEAOCTaTOYHO
MPAaBWJIbHBIN U MOJHBIN OTBET; JOTHKA
W IIOCJIEIOBATENLHOCTh HM3JIOKCHUS
MMEIOT  HapyLICHUS; B  OTBETE
OTCYTCTBYIOT BBIBOJIBI.

OTBET IpEeCTaBIIsIeT coboit HE 3a4TEHO
pa3po3HEHHbIE 3HAHUS C
CYUIECTBEHHBIMH  OHIMOKaMu  TIO
BOIIPOCY; MPUCYTCTBYIOT
(parMeHTapHOCTb, HEJIOTUYHOCTD
U3JIOKEHUS;  JIOTIOJHUTEIbHBIE U
YTOUHSAIOILME BOMPOCH! HE MPUBOJIAT K
KOPPEKLIMK OTBETA Ha BOMPOC.

7. PecypcHoe obecnieyenne JUCHUILTAHBI
7.1. JIulleH3UOHHOE ¥ CBOOOAHO PacNpoOCTPaHsieMoe IPOrpaMMHoOe
o0ecnieyeHnue

[lepeueHsb NUIEH3MOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOTO MPOTPaAMMHOTO
o0ecrneveHus, B TOM YHCIIe OTE€YECTBEHHOTO MTPOU3BOICTRA!

- Microsoft Windows 7 Professional — CucremHoe mnporpamMmHoe
obecneuenue. OneparmonHas cucrema. [Kommepueckas (Volume Licensing)]; I1O-
72B-264;

-Microsoft Windows 8 Professional — CucremHoe mporpaMMHOE 0O€CTieUeHHE.
Omnepammonnas cuctema. [ Kommepueckast (Volume Licensing)]; [10-842-573;

- Microsoft Windows Professional, Russian — CuctemHOe mporpaMmmHOe
obecrieuenue. OnepannonHas cucrema. [Kommepueckas (Volume Licensing)]; I1O-
BES-834;

- Microsoft Office Standard (Word, Excel, Access, PowerPoint, Outlook,
OneNote, Publisher) — Ilaker oducubix mpunoxenuin [Kommepueckas (Volume
Licensing)]; [10-D86-664;

- Adobe Acrobat Reader DC — I[lpunokeHue 1jsi CO3aHHS W IMPOCMOTpaA
aneKTpoHHbIX myOaukaiuii B popmare PDF [becrinatnas]; I10-F63-948;

- 7-Zip — daitnosslii apxuBatop [becmiatnas]; I10-F33-948;

- Apache OpenOffice — Ilaket oducHbix npunoxenuit [Otkpoitas]; [10-EB7-
115;

- Google Chrome — bpaysep [Otkpritas]; [10-F2C-926;

- LibreOffice — I1aket oducubix npunoxenuit [OTtkpsitas]; [I0-CBB-979;




- Anpr OOpaszoBanue 8 — CucremMHOe TMporpaMMHOE OO€ecIeUeHHE.
Onepaunonnas cucrema. [Otkpsitas|; [10-534-102.

7.2. IIpodeccuonanbHbIe 0a3bl JAHHBIX U MHGOPMAILMOHHBIE CIIPABOYHbBIE
CUCTEMBbI

WNudopmanmonnast cipaBouHas cuctema — CepBep OpraHoB roCyAapCTBEHHON
Bnactu  Poccuiickoit  ®enepanuu  http://poccusa.pd/  (cBoOOAHBIN  J1OCTYI);
npodeccuonanbHbie 0a3bl gaHHBIX — [lopTam OTKPBITHIX AaHHBIX Poccuiickoi
Odenepanuu  https://data.gov.ru/  (cBoOOmHBIM mocTym); deaepanbHbIil  MOpTal
«Poccuiickoe o6OpazoBanue» http://www.edu.ru (CBOOOIHBIH JOCTYI); CHCTEMaA
opunmansHOr0  OMyOJMKOBAHWS  MPABOBBIX aKTOB B JJEKTPOHHOM  BHJE
http://publication.pravo.gov.ru/  (cBoOOAHBIH  mgocTymn); (¢eaepatbHbI  MOpPTal
«CoBepIICeHCTBOBaHHE roCyJapCTBEHHOTO YIPABJICHUS https://ar.gov.ru
(cBOOOIHBINM MTOCTYI); dSJEKTpOHHAs OmbOmmoTeka yHuBepcuteTa http://elib.igps.ru
(aBTOpM3OBaHHBIA JOCTYI); dJEKTpOHHO-OMOMmoTeyHass cuctema «I9bC IPR
BOOKS» http://www.iprbookshop.ru (aBTopu3zoBanHbIii JOCTYT).

7.3. Jlutepatypa

OcHoBHas:

1. [tpukoB, A.b. OCHOBBI yHpaBI€HYECKOW MAEATEIBHOCTU: YyueOHOE
nocobue / A.b. llltpukoB. — Camapa: [ToBoJDKCKUI TOCYy1apCTBEHHBIA YHUBEPCUTET
TenekoMmyHuKaiui u uapopmaruku, 2017. — 99 ¢. — ISBN 2227-8397. — Tekecr:
ANIEKTPOHHBIN // DnexkTpoHHO-O0nbmoTeunas cucteMa IPR BOOKS: Pexum noctyna:
http://www.iprbookshop.ru/75398.html

2. Ky3nenosa, 1. B. JlokymeHTHpOBaHHE yIIPABICHUYECKOW AEATEIBHOCTH :
yueOHoe nmocobue s O6akanaBpoB / M. B. Kysnemnona, I'. A. XadarpsH. — 2-e u3.
— Mockaa : JlamkoB u K, At [Tu 9p Menua, 2021. — 240 ¢. — ISBN 978-5-394-
03274-5. — TekcT : 2JIEKTPOHHBIN // DnekTpoHHO-OMOMMoTeunas cucrema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JlomoJiHUTEILHAS

1. Burtesckass, @ O.B.  OcCHOBBI  yNpaBIEHYECKOHM  JEATEIbHOCTH
[DnexTpoHHBIN pecypc]: yduebHoe mocodue / O.B. Bureckas. — DIeKTpOH.
TekcToBble JaHHble. — Camapa: [loBOKCKMI TOCyJapCTBEHHBIM YHUBEPCUTET
TenekoMmyHuKanuid u uHpopmatuku, 2016. — 134 ¢. — 2227-8397. — Pexum
noctymna: http:// www.iprbookshop.ru/71867.html

2. Ky3bemuna, M.B. JlenonpousBoacTBO [DNEKTPOHHBIN pecypc]: yueOHoe
nocobue / U.B. Ky3pMuHa. — DJEKTpOH. TeKCTOBbIE JaHHbIe. — M.: MoOCKOBCKUit
rYMaHUTAapHbIA yHuBepcuteT, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
nocryna: http://www.iprbookshop.ru/74718.html

7.4. MaTtepuajibHO-TeXHUYeCKOe 00ecredeHue
Jnsa npoBeaeHuss M oOecleYeHMs] 3aHATUH HCIOJIB3YIOTCA TOMEUICHHS,
KOTOpBIE TMPEICTaBISAIOT COO0OM ydeOHbIE ayAUTOpUU JiA TMPOBEICHUS Y4EOHBIX



3aHATAN,  TPEAYCMOTPEHHBIX  TporpamMmoil  OakamaBpuara,  OCHAIICHHBIC
0o00OpyIOBaHMEM M TEXHUYECKUMH CPEACTBAMU OOYYCHHs: aBTOMATH3UPOBAHHOE
pabouee MeCTO TperojaBaTessi, MapKepHas IOCKa, MYJIbTUMEIUNHBIA MPOCKTOP,
JOKyMEHT-KaMepa, IMOCaJ09HbIE MECTa O0yJarOIIIHXCA.

[Tomemenuss ais CaMOCTOSITEIbHOM PaOOThI  OOYYAIOIIUXCS  OCHAIICHBI
KOMITBIOTEPHOM TEXHHKOW C BO3MOXKHOCTBIO TMOJKIIOUEHUA K cetn «HTepHET» U
obOecrieueHneM JOCTyNa K AJIEKTPOHHONW HH(POPMAIMOHHO-00Pa30BaTEIBHOU Cpene
YHHUBEPCUTETA.

ABTOpPBI: JOKTOpP JKOHOMHUYECKMX Hayk, mpodeccop bapaymun E.H., xanaumat
nenarornyeckux Hayk Jlanunosa T.B.



