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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

AVCLMIIIMHBI
KoMmnerenuuu CopepxaHue
YK-4 CriocobeH  OCyIecTBASTL  [IeJIOBYI0O KOMMYHUKALIMIO B YCTHOM U
NMUCbMeHHOM (popMax Ha rocyapcTBeHHOM si3bike Poccuiickoit defepaiuu
1 MUHOCTPAHHOM(bIX) s13bIKe(ax)

3afauu AUCIUIUTAHBI:

J H3yueHue Topsi/iKa OpraHu3aryu NOKYMEHTUPOBaHUS U
JIOKYMeHT0000pOoTa;

J M3ydyeHWe OCHOBHBIX TIpaBU/JI W TIOpsAJKa TOATOTOBKH OQOPMIIeHHS,
yueTa U XpaHeHHs CJTy>KeOHbIX JOKYMEHTOB;

. nprobpeTeHre MPAKTUUECKUX HABBIKOB COCTABJIEHMS, yUeTa, XpaHEeHUs],
3aIUTBI  C/IY’)KEOHOM  JIOKyMEHTal[uM B COOTBETCTBUM C  TpeOOBaHHUSMU
JIOKyMeHTO000pOTa;

J dbopMHpoBaHrEe YMEHHUS BECTH [Ie/IONPOM3BOJCTBO U Y4yaCTBOBaTh B
BeJIeHHH JJOKYMeHTO000pOTa B OpraHax rocyZilapCTBEHHOM BJ/IaCTH, FOCYZAPCTBEHHBIX
W MYHUIMMNA/JbHBIX OPraHu3alysax, Ha TMPeANpPUATHIX 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
PELIeHHWI0 TPaBOBbIX, COLMANbHBIX M KaJpOBBIX BOIPOCOB, CBSI3aHHBIX C
JesITeNIbHOCTBbIO  MOKapHO-CIlacaTebHbIX MOApPAa3Ze/ieHnid Ha TeppUTOpHUaIbHOM
YPOBHE.

2. IlepeyeHb IJIAHUPYEMbIX Pe3y/IbTaTOB 00yueHHUs JUCHUIUIUHBI,
COOTHECeHHBIX C IVIAHNPYeMbIMH pe3y/IbTaTaMH 0CBOeHHUsI 00pa3oBaTe/IbHOMI
NMPOrpaMMblI

VHAWKATOPBI AOCTKEHHUST KOMIIETEHI[UH [TnaHupyemble pe3ysibTaThl O0OyueHUs TI0
JUCLMIIMHE,  XapaKTepU3YIOIWe  3Tarlbl
(hopMHpOBaHUST KOMITETEHLIUH
CrniocobeH pa3pabaTbiBaTh MPOEKTHYIO U 3Haer

pacropsauTe/IbHy0 foKyMeHTaluio YK-4.1 | mopsijok  opraHu3aliii  JOKyMEHTUPOBAaHUSI U
nokymentoobopora YK-4.1.PO-1
OCHOBHBIE TIpDaBW/Ia U TIOPSJIOK TOJTOTOBKH




oopMieHusi, yueTa M XpPaHEHUs CITy>KeOHBIX
nokymenToB YK-4.1.PO-1

YMmeer

MPUMEHSATb HaBbIKM  COCTaB/IEHUS, YyueTa,
XpaHeHws, 3alUThI CJTY)KeOHOU [OKYMeHTal[u!
B COOTBETCTBUU o TpeOOBaHUSIMH

nokymeHtooboporta YK-4.1.PO-3

BeCTU [Ie/IONPOM3BO/JCTBO Y y4acTBOBaTh B
BeZIeHWH  JIOKyMeHTOooOopoTa B OpraHax
roCy/lapCTBeHHOM BJ/IaCTH, TOCYJapCTBEHHBIX U
MYHULUTaTbHBIX OpraHu3saLusXx, Ha
NpeANpUATAAX W OpraHv3alUsX CHUCTeMbl
MUC Poccumn YK-4.1.PO-4

CriocobeH pa3pabaTbiBaTh MpoLjeCCyaibHbIe U
ciykeOHbIe IOKyMeHTHI B cdepe CBOei
ripodeccoHa/bHOM AesiTelbHOCTU YK-4.2.

3HaeTt

JOKyMEeHTaIL[HOHHOe obecrieueHus yrpaBjieHue
B opraHax u nogpasgene”usx ITIC VYK-
4.2.PO-1

TpaBU/Ia TO/ITOTOBKU u ocdopmieHust
pacropsuTe/bHbIX JOKyMeHTOB YK-4.2.PO-2

Ywmeet

pa3pabaTbiBaTh yIIpaB/ieHYeCKyH JOKYMEHTALUIO
YK-4.2.PO-3

pellaTh IIpaBOBble, COLMAIbHbIE U KaJpOBble
BOIPOCBI,  CBf3aHHble C  [IeATe/IbHOCTBIO
TMO>KAPHO-CTacaTe/lbHbIX ~ TOZpa3Je/ieHuii  Ha
TeppuTOpUanbHOM yposHe YK-4.2.PO-4

3. MecTo AMCHUII/IMHBI B CTPYKTYpe 0CHOBHOM NpodecCHOHA/TBHOM
o0pa3oBaTe/IbHON NMPOrPaMMBbI

[ucuyruiiHa OTHOCUTCS K (DaKy/JbTaTUBHBIM  AMCIMIZIAHAM OCHOBHOM
npodhecCcHoOHaIbHOM 00pa30BaTe/IbHOM TIPOrpaMMbl OakasiaBpyaTa I10 HarlpaB/IeHHIO
noarotoBku 20.03.01 TexHochepHas 6e30macHOCTb, HAIPaBAeHHOCTh (ITPOQUIIb)

«[ToxxapHast 6e30MacHOCTb».

4. CTpyKTypa 4 CcoepKaHue JUCLUIIINHbI
OO0111ast TPY/10€MKOCTb AUCIUTIIMHBI COCTaB/sIeT 3 3aueTHbIe erHUIIbI 108 uacos.

4.1 Pacnipejie/ieHle TPYAOEMKOCTH ANCIMIUIMHBI 110 BHAAM padoT

1o cemecTpaM u (hpopMaM 00yUeHUsI

AJ1s 3a04HOM (hOpMBI 00yUeHHsA

TpynoemMKOCTb
. 1o
Bug yue6HO# paboThI se. ac. e
3
OO61asi TPyZ0EMKOCTb AWCLUIUIMHBI TI0 yueOHOMY 3 108 108
T1aHy
KoHTakTHast paboTa, B TOM UKCJIe: 10 10




TpynoemMKOCTb
o 1o
Bug yueb6HO# paboThI se. wac. T

3
AyauTopHbIe 3aHATHSA 10 10
Jlekumu (J1) 4 4
[TpakTnueckue 3anarus (I13) 6 6
CamocrosTenbHasa paodora (CPC) 98 98
3auer + +

4.2 TemaTuuecKuil NJiaH, CTPYKTYPHPOBAHHBIH 110 TeMaM C YKa3aHUEeM
OTBe/JeHHOr0 Ha HUX KO/JTMYEeCTBA aKa/ieMHYEeCKHUX YacOB ¥ BH/IOB YUeOHBIX
3aHATUN

AJis 3a04HOM (hopMBbI 00yUeHUs
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1 | OcHOBBI OpraHv3aLyu Je/IoNpousBoACTBa | 12 2 10
Opranu3aiiysi CayX0bl iesiornpousBojcTea | 12 12
3 [IpaBria TMOATOTOBKU W OQOpM/IeHUs 12 1
OpraHU3alMOHHBIX JOKYMEHTOB
4 [TpaBusia Mo;TOTOBKY U 0hopmyieHus 12 1
pacropsiiuTebHbIX JOKYMEHTOB
5 [TpaBuna odopmneHusi ”HHOPMaI[MOHHO- 12 12
CTMIPAaBOYHBIX JJOKYMEHTOB
6 OO1Mii opsiZIoK paboThI € JOKYMeHTaMU 12 12
B OpraHu3aluu
- KynbTypa fen10B0M MMCEMEHHOU peyuu: 12 12
HCTOPUSI U COBPEMEHHOCTh
OcobeHHOCTH sI3bIKa CTYy>KeOHOTO
8 y 12 12
JIOKyMeHTa
PesakTrpoBaHKe TeKCTa Cy>KeOHOTo
g | = CAAKTHD y 12 | 2 6 4
JIOKyMeHTa
3auet +
HTtoro 108 | 4 6 98

4.3 Cojep)xaHue JUCIUILIMHBI /1A 00yJalomuXxcs:
3a04HOM (popMBbI 00yueHust

Tema 1. OcHOBBI OpraHu3aLuu /Ae/I0MPOU3BOACTBA
Jleknusa. Benenuwe nokyMeHTOB A0 XV B. YueTHble [JOKyMeHThI [lpeBHeu



I'petiun, [JpeBHero Erumnra, [peBHero Puma, lllymepo-BaBU/IOHCKHE [OKYMEHTHI.
®opmbl JOKyMeHTOB. CpefcTBa 3al[UThl JOKYMEHTOB. DYHKLIUU JOKYMEHTOB: yYer,
yIipaB/ieHre U KOHTPO/Ib.

dopMHUpOBaHMEe NPUKA3HOW YIIpaB/IeHUECKOW CHUCTEMBI [1eJIONPOU3BO/CTRA.
Cucrema o0irero genorpousBo/cTBa. CTPYKTypHbIe TIO[pa3zie/ieHus] ITPUKa30B.
BoeHHas, gurniomathueckasi, CTaTUCTHMYeCKasl, yuyeTHas AoOKyMeHTauus. [IpaBuia
cocTaB/eHHUss W odopmiieHUs [OKyMeHTOB. KoJsinexXckoe [1e/I01pOU3BO/ICTBO.
CtpykTypa KoJneru. Bugbsl fokymeHTOB. Pervcrpanusi fokymeHTOB. OpraHu3aius
KOHTPOJIS 38 UCIIO/IHEHHEeM JJOKYMEeHTOB.

HenoripousBozacTBo XIX-Hauana XX B. Opranu3aifusi paboThl C JOKYMeHTaMH
B MUHUCTepcTBax. [lojiokeHre O MUCBMOBOJCTBE U [1e/IONPOM3BO/CTBE B BOEHHOM
BelOMCTBe.

CamocrosiTeibHaA pabora. Pa3BuTve COBETCKOTO [Ie/I0TPOM3BO/ICTBA.
OYHKIUM  METOAWYECKOrO0  LieHTpa I0  PYKOBOJACTBY  palMOHav3aluen
nenornpousBo/cTBa. bropo crangaptusaiuu BCHX CCCP. OcCHOBHbIE MOIOXKEHUS
EpuHoit rocygapctBeHHOM cuctembl fenonpousBojctBa (EI'C/). Co3manue EnuHou
roCy/JapCTBeHHOH CHUCTeMBbI  /IOKyMEHTALIMOHHOTO  oOecrieueHus  yIIpaB/IeHUs
(ETCOOY). TIlpouecc craHaapTH3alid W YHUGUKALMMd  OpraHU3aljuOHHO-
pacropsiiuTeslbHON  AoKymeHTauuu. Co3faHde ABTOMAaTU3MPOBAaHHOM CHUCTEMBI
ynpaenenuss (ACY) wu OOierocygjapcTBeHHOM cucTeMbl cbopa u 06paboTku
vHbopMaluu /s ydeTa IUIAHUPOBaHUSI WM YIMpaB/ieHUs HapOJHBIM XO3sICTBOM
(OI'AC). I'ocynapcTBeHHOE peryaupoBaHue Ze/orpou3BoacTea B P®. HopMmaTtuBHo-
MpaBOBOe pery/MpoBaHWe [JOKYMEHTHDOBaHHsS U paboThl C [JOKyMeHTaMHU.
[TorHoMouns: delepasbHOTO APXMBHOTO areHTCTBA MO obecrieyeHUI0 COOJMIO/IeHNs
TpaBU/ XpaHEHWs, KOMIUIEKTOBaHUs, YydyeTa U WCI0JIb30BaHUS AaPXUBHBIX
nokymeHToB.  [lpaBuia  Jenonpou3BOACTBa B (eiepalbHBIX  OpraHax
WCTIOJIHATeTbHOM BiacTu. CTaHAApThI, yCTaHaB/AWBaOIlWe TMpaBuia OQopMJeHuUs
JIOKYMEHTOB.

PekomeHiyemas iuTeparypa:

ocHOBHas [1,2];

JIOTIOTHUTe/MbHas: [1, 2].

Tema 2. Opranu3anusi CIy)K0bI /Ie/IONPOU3BO/ICTBA

CamocrositennbHasa pabora. OpraHuzanus Ciay>KObl J1e7I0NPOM3BO/CTBA B
rocy/JapCTBeHHbIX oOpraHaxX. TpebGoBaHMs K oOpraHu3alyyd AOKyMeHTooOopoTa B
demeparbHOM  OpraHe  HWCTIOJHUTE/NbHOM  BjacTH.  OpraHu3auys — CayKObl
ZIeJIONIPOM3BO/ZICTBA Ha TIPeANIpUSTUSX. TUroBast CTpyKTypa ciayxonr JJOY.

3agaum  c1y>k0b1  Jenonpou3BofcTBa. TexHosoruueckue ¢yHkiuu [1OY.
Opranuzaiuonnbie  ¢yHkiuu  [JOY. KourponbHble GyHKIUKU cayxber  JOVY.
Metoguueckne  dyHkiuu  JIOY.  CTpykTypa TMONOXeHHS 0  Ciy»kbe
nenoripor3BozcTBa. Opranu3atys B3auMoeictust cayxobl JJOY co CTpyKTypHBIMU
no/ipaszie/IeHUsIMU NpeAnpUAThs (yUpexxaeHust).

Cucrembl KOJIJIEKTUBHOM 00pabOTKM AOKyMeHTOB. KOMIIEKCHbIE CHUCTeMBI
yIIpaBJIeHHs JOKYMEHTaM.

Opranusaiusi cay0bl fiesionpou3BoAcTBa. OpraHu3aiivs AOKyMeHTooOopoTa.



d®opmbl paboTHI C JOKyMeHTaMHy B opraHu3anusx. [Topsizok 060paboTKu JOKYMEHTOB.

ONeKTpOHHbIE ~ CUCTeMbl  JoKyMmeHTaumud. OcobeHHOCTH  paboThl  C
3/IEKTPOHHBIMM JJOKYMeHTaM{ B (pefiepa/ibHbIX OpraHax WCIIOJIHATeTbHON B/IaCTH.
[TopsiioK MCII0/Ib30BaHMs 3/IEKTPOHHBIX MOZANHMCeH. BUABI 3/1eKTPOHHBIX TTOATIMCEH.
Opranu3alfys 3aluiieHHoro JOKyMeHToo00poTa B CeTH.

PekomeH/jyemMas iuTeparypa:

ocHoOBHas [1,2];

JIOTIOTHUTe/IbHas: [2].

Tema 3. IIpaBuia noAroTroBKM M o0¢opM/eHHsT OPraHU3ALMOHHBIX
AOKYMEHTOB

CamocrositennbHaa pabora. OOmme mnpaBuia oQopmiieHHsT [JOKYMEHTOB.
3agaun  ['ocygapCTBeHHOM ~ CHUCTeMbl  JJOKYMEHTAl[MOHHOTO  obOecrieueHUst
ynpaeienvem (I'CIOY) u yHuduiMpoBaHHON cucTeMbl AokymeHTaiuu (YCI).
TpeboBaHuss K OQOPM/IEHHIO PEKBHU3UTOB [JOKYMEHTOB. Bwubl [JOKYMEHTOB.
dopwmatbl 6ymaru v mosisi. BiiaHK# JOKyMeHTOB.

Buzbl opraHu3aljMOHHBIX JOKYMEHTOB. PeKBHU3UTHI yCTaBa, yupeguTeTbHOIO
noroBopa. Buabl v nmopsijok oopMmiieHUs TOJI0KEHUH, OTNpeJe/sitoluX CTPYKTYPY,
KOMITeTEHIIMI0 W OpraHusaijdio paboTel mipeanpusatus (yupexxzaeHus). CTpykTypa
TIOJIO)KeHUM, perjaMeHTUDPYIOIIUX [esTebHOCTh [JO/DKHOCTHBIX Jul. Buabl u
CTPYKTypa UHCTPYKLMi. PeKBU3UTbI MHCTPYKLMM. Buabl persiamenToB. TpeboBaHust
110 0opOpMJIEHUIO peryiaMeHTa.

OdopmiieHe HOPMAaTUBHO-TIPABOBLIX AKTOB OPraHOB  MCIOJHUTEIbHOU
Bjaactu. OdopMeHue pacropsbKeHW, TMOCTaHOBJIEHUM, pelleHUd, TIPUKa30B.
[TpaBuia NOATOTOBKU U 0(hOpPMJIeHUS] OPraHU3al[MOHHBIX JOKYMEHTOB

Ob1ue TpeboBaHus TI0 odOpMIEHUIO A0TOBOPOB. CTPYKTypa TpakAaHCKO-
TIPaBOBLIX J0rOBOPOB. Co/iep>KaHue npeTeH3uu, pekiaMaiiuu. [Topsiiok opopmiieHus
VICKOBBIX 3asiBJIEHUM.

PekomeHyemasi 1uTeparypa:

OCHOBHaf [2];

JIOTIOMHUTe/MbHas: [1,2].

Tema 4. IIpaBuia mnNoAroToBKM M 0(OpM/IeHHSI PaCNOpPAAUTE/TbHBIX
AOKYMEHTOB

CamocrosiTennbHasas pabora. Bugsl pacrnopsiguTenbHbIX — [JOKYMEHTOB.
OdopmiieHre pacriopsiiUuTeTbHOU JOKyMeHTal|H.

Bugel u mopsagok odopmiieHus npuka3oB. OdopmieHre pacriopsbKeHU.
Odopmnenue pettienrs. OdopmieHHe TPOTOKOJIA.

[TopsiioK AOKYMEHTUPOBAaHUSI TPYJOBbIX OTHOLIeHWH. CoJiepkKaHre IITaHHOTO
pacrivicanusi. [lpaBuna BHyTpeHHero TpyJAoOBOro pacrnopsigka. OdopmieHue
NOJ/DKHOCTHOM  MHCTPYKUMM. OdgopmiieHHe TpPyAOBOrO [10roBopa. PeKBU3WTHI
TIPUKA30B I10 IMYHOMY COCTaBy.

[IpaBwia MOATOTOBKM U O(OpPMJIEHUS PaCHOpSIUTE/NbHBIX JOKYMEHTOB.
[Topsinok odopmieHUs TIePBUUHBIX YUeTHBIX JOKYMEHTOB W YUeTHBIX DPEerucTpOB.
OCHOBHbIe U JJOTIO/THUTe/TbHbIe PEeKBU3UThI OyXTranTepckux AoKyMeHTOB. Ha3HaueHue



PEKBU3UTOB, IPUMEHSIEMBIX B OYXTa/lTePCKUX TOKYMEHTaXx.

OpraHu3aLMOHHO-paCIIopsAnTe bHas JoOKyMeHTalus B cucteme MUC Poccun.
OdopmneHre WHCTPYKLWM, MPOTOKOMOB. Cozep>kaHWe W Ha3HaueHHe CTy>KeOHBIX
TIICeM, CJTy>KeOHBIX 3aITHCOK.

PexkomMeHyemasi iuTeparypa:

OCHOBHaf [1];

JIOTIOTHUTe/NbHas: [1].

Tema 5. [IIpaBuna odopwieHusa  uHGOPMaIMOHHO-CIIPABOYHBIX
AOKYMEHTOB

CamocrosiTennbHast padoTa. Buabt MH(}OPMaILMOHHO-CITPAaBOYHBIX
nokymeHTOB. OdopmiieHre AOKIaZHBIX U OOBSCHUTENbHBIX 3alMCcOK. Bumsl u
nopsiZiok oopMieHUst akTOB. Bujpl cmyxebHbIx miceMm. OdopmiieHre Ciry>KeOHBIX
nuceM. OcdopmiieHre TenerpamMm. Busibl u ohopmieHre CIpaBoK.

OdopmiieHre MHPOPMALMOHHO-CITIPABOYHON [JOKyMeHTal[ui. BUbl HayuHbIX
paboT.

OdopmneHne  pe3y/ibTaTOB  HaydyHbiX pabor. OdopmieHre  crimcKa
WCII0/Ib30BaHHOM JIUTEepaTYPhI.

PexkoMeHyemasi uTeparypa:

OCHOBHaf [1];

JIOTIOTHUTe/IbHas: [2].

Tema 6. O01[HIT MOPAJOK PAadOTHI C JOKyMEHTAMHU B OpPraHu3anuu

CamocrositenibHasAs pabora. [Ipuem u mepBuuHasi 00OpaboTKa BXOZASIIAX
NOKyMeHTOB. [IpesBapuTe/nibHOe pPAcCMOTpeHHe U pacripefie/ieHHe JOKYMEHTOB.
Peructparus BXo/siiie KOppecrioHeHIMA. Buibl HeperucTpupyeMbiX 10KyMEHTOB.
O6paboTKa ¥ OTIIpaBKa WCXOJAIIMX [OKYMeHTOB. IIpoBepka mMpaBUIBHOCTH
oopmsieHHsT UCXOAAIMX AOKyMeHTOB. JKypHa/jibHasi ¥ KapTOuHasi CHCTeMa
pPEerucTpalid  JAOKYMEHTOB.  ABTOMAaTH3WpOBAHHas  CHCTeMa  PervcTpaiyu
JIOKYMEHTOB.

KoHTpo/lb 3a CpOKaMH WCITOJIHEHHSI JIOKYMEHTOB. ABTOMAaTH3UPOBAHHBIN
KOHTPOJIb 3a UCITOJITHEHHEM JIOKYMEHTOB.

OpraHusaljusi orepaTUBHOTO XpaHeHUs! AOKyMeHTOB. HomeHKnatypa nen B
opranu3anuu. TpeboBaHuUs 10 COCTaBIeHUIO U 0(OPMIEHUIO HOMEHK/IATyPhl feJl.

[Mopsinok ¢opmupoBaHusi Aen B opraHu3auyd. Ilopsifok odopmieHus: zer.
Cucrematuszaiusi  AokymeHToB. OdopmieHne 00/0kku gena. CocTaprieHue
BHyTpeHHel omucu fena. OpraHu3arivs xpaHeHUs A0KymeHTOB. OOIuii TMopsjoK
paboThI C JOKyMeHTaMy B OpraHU3aI|iH.

OKcriepTu3a [[eHHOCTH 0KyMeHTOB. [Topsigok nepefaun gen B apxuB. Cpoku
XpaHeHus JOKyMeHTOB. [TopsAJ0K YHUUTOKEHHS TOKyMEHTOB.

[MTopsifok paboThl ¢ MMCHbMEHHBIMHU OOpallleHus MU TpaXkaaH. Buabsl obparijeHui
rpaxaad. CpokKu pacCMOTpeHust obpaiiieHuii TpakaH. KOHTposb 3a MCIIOTHEHUEM
oOpallleHui rpak/iaH.

PexkomeHnyemasi iuTeparypa:

OCHOBHaf [1,2];



JOTIONMHUTe/MbHas: [1,2].

Tema 7. KyabTypa [e/10BOM NHUCbMEHHOW peud: HUCTOPUS M
COBPEMEHHOCTh

CamocrosiTennbHasA padora. OCHOBHbIE acCIeKThl KYJbTYPhI ZIeJIOBOM peuw.
HopmaTHBHBIN acrekT KyabTypbl peud. KOMMYHUKATUBHBIM acleKT KYJIbTYPhbl PeUM.
OTHUUeCKUM acrleKT Ky/JbTypbl peud. VICTOpUs PYCCKOM [1eJIOBOM NMUCBMEHHOCTU M
pa3BuTHe JoKymeHTa. JlpeBHui nepuof. [IprkasHou nepuof. Kosiexckuil nepyos,.
Munuctepckui nepuoy,. COBeTCKMK U MOCTCOBETCKUM TTEPUO[,.

OCHOBHbIE aCIieKTbl Ky/JbTypbl [e/l0BOM peuu. VICTopus pyCCKOM [1eJI0BOU
MMCbMEHHOCTH Y Pa3BUTHE JOKYMEHTa.

VHTepHaI[MOHAbHOE Y HALlMOHA/bHOE B Cy)KeOHOM /IoKymMeHTe. TOUHOCTh U
TTOHATHOCTE. KonnernanbHOCTS. TouHas aJIpecHOCTb. Tematuyeckas
OrpaHuueHHOCTb. CBOEBPEMEHHOCTb U  aKTyaJlbHOCTb.  [JOCTOBEPHOCTH U
00BEKTUBHOCTb. Y 0eIUTebHOCTh M JIOTUYHOCTD. [10/THOTa U CKATOCTh W3/I0’KEHUS.
HelTpanbHOCTb U3/10KEHUS.

PekomeHyemasi 1uTeparypa:

ocHOBHas [1,2];

NIOTIOMHUTe/MbHas: [1-2].

Tema 8. Oco0eHHOCTH A3BIKA C/TY)KeOHOT0 JOKYMEeHTa

CamocrositennbHasas  pabora.  CraHgapTuszaius  si3blka  JOKYMeEHTa.
Cranpaptuszauusa Jjiekcuku. (CnenuanbHasg — JIeKCMKA, CBOMCTBEHHasi TOJIBKO
KaHLensipckor peud. CrieruanbHasi TEPMHHOJIOTMYECKAsl JIeKCHMKA, BbIpaKeHHas
OTTJ/1ar0JIbHBIMU CyLLleCTBUTE/TbHBIMHU. CnenuanbHas oTpac/ieBas
TepMUHOIOTUUecKas JieKcrika. CrieliajibHbie 0003HauUeHUs TIOfiel 10 KaKoMY-/TH00
NMpU3HAaKy WM JelcTBUO. CTaHAapTU3alus CJI0BOCOYETaHUM. Y CTOWUMBbBIE
C/IOBOCOYETAaHUSI C TIPOU3BO/JHBIMU TIpejioraMy. Y CTOMUMBBIE CJIOBOCOYETAHUS
TUKEeTHOro Xapakrepa. CraHpaapTu3alus TpejiokeHuu. [IpsiMol TOpSIAOK CJIOB.
[TocTosiHHOe MeCcTO BTOPOCTENEeHHbIX WIEHOB Tpe/ioKeHus. PacrnosioxkeHre C/I0B MO
vHMDOPMAaTUBHOM 3HAauMMOCTH. IIpeobsajlaHye CTpafiaTe/NbHbIX KOHCTPYKIIUM.
PacnipocTpaHeHHOCTb MPOCTOTO TipeAyioxKeHus. Ky/bTypa C/I0)KHOTO Tipe/IoyKeHUs.
Cranpgaptrzauusi TekcTa. CBS3HBIM TEKCT C TPAAMLIMOHHOM JIMHEWMHOW 3aruChio.
CBsI3HBIM TEKCT C 3aruchbio 1o TpadapeTty. TekcT-aHketa. TekcT-Tabnuiia.

SI3pikoBbIe TpeOOBaHUST K O(OPM/IEHHIO PEKBU3UTOB [JOKyMeHTa. PekBU3UT
«HavmeHoBaHve opraHusauumn». PekBusuT «llata goKyMeHTa». PekBU3UT
«Agpecat». PekBusut «I'pud yTBep)kJeHus1 JOKyMeHTa». PeKBU3UT «Pe30/toLus».
PekBu3uUT «3arosoBoK K TekcTy. «PekBusutr «Iloamuce». PekBusut «Tekcr
JOKyMeHTa». Buibl U TUMBI COKpALLIEHU.

SI3bIKOBOE OpopmiieHHe TUUHBIX JOKyMeHTOB. Obpa3iiel 3asBaeHuid. Obpaszer]
HCKOBOTO 3asiBjieHus1 B cyz. O6pas3ipl moBepeHHOCTe. ABTOoOMOTpadus. Pesrome.
[enoBoe NUCbMO: BUZIbI U SI3bIKOBOE O(hOpMIIeHUeE.

PekomeHyemasi iuTeparypa:

ocHOBHas [1,2];

JIOTIoOMHUTe/MbHas: [1,2].



Tema 9. PejakTHpOBaHHe TeKCTa C/Iy>kKeOHOT0 JOKyMeHTa

Jlekiuss. MeToAvKa peJAKTUPOBAaHUSI W TeXHWKA TIPaBKU C/Ty>KeOHBIX
JOKYMeHTOB. MeToJuKa peJaKTUPOBaHUSI [JOKyMeHTa. I[lepBbiii 3Tam paboThl C
TEeKCTOM JIOKyMeHTa. BTopoii 3tarm paboThl C TEKCTOM [OKyMeHTa. TpeTuii 3rtar
pabOTHI C TEKCTOM IOKyMEHTa.

IIpakTHueckoe 3aHATHEe. TeXHUKa MPaBKU JJOKyMeHTa. TUMTUYHbIe OIUOKYU B
A3bIKE M CTUIE JOKYMEHTOB. JIOTHKO-CMBIC/IOBbIE OITMOKU. JIeKcHuecKre OIIMOKM.
Mopdonoruueckue  ommbku.  CuHTakcuueckve — ommbku.  HempaBuibHOe
ynoTpeb/ieHUe Majiexka v mpejyiora rnocsie ympasssitolux cioB. Opdorpaduueckue u
MyHKTYal[OHHbIE OIITNOKHU.

CamocrositenibHasAs pabora. HapymieHuss peueBOro 3THKeTa. [IpaBusa
PYCCKOT'0 3THUKeTa

PexkomeHnyemas iureparypa:

ocHoOBHas [1];

JTOTIO/IHUTe /IbHAasT: [2].

5. METO}I[I/I‘-IECKI/IE PE€KOMEHAALUH T10 OPTdHU3dIUMH U3YUYEeHHUA JUCHHUIT/IMHbI

[lpyu peanu3aliuv TPOTrPaMMBbI AWUCIUTUIUHBI WCTIOMB3YIOTCS JIEKIUOHHBIE U
MIpaKTHUeCKHe 3aHATHS.

OO1MMU 1ie/IIMU 3aHSATUH SIBJISIFOTCS:

- 0600111eHMeE, CHUCTeMaTH3alIsl, yraybseHue, 3aKpervieHyue
TeopeTUUeCKUX 3HaHUM M0 KOHKPETHbIM TeMaM JUCLUTINHBI;

- cdbopMupOBaHre YMeHU TIPUMEHSTh TOyueHHble 3HaHWSI Ha TIPAKTHKe,
peas3aliysi eAMHCTBA WHTE/JIEKTya/IbHOW U TTPAKTUUeCKOU iesITe/TbHOCTH;

- BbIpabOTKAa TpH peIlleHuH TI0CTaB/IeHHBIX 3aJad MpodeccroHaTbHO
3HAUMMBIX KauecTB: CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTU, TOUHOCTH, TBOPUYECKOMN
WHUIMATHBBI.

LlesisiMu JIeKLIWY SIBJISTFOTCS:

- JaTb CHCTeMaTW3WUPOBaHHble HAyuyHble 3HAHUA 10  JUCIUIUIHE,
aKI[eHTUPOBaB BHUMaHHe Ha HanboJiee C/I0’KHBIX BOTIPOCAX;

- CTUMYJ/IMPOBaTh aKTHWBHYIO TI03HABATENbHYIO /IeSTeTbHOCTh 00YyJaroImmuxCs,
CrocoO6CTBOBaTH POPMUPOBAHUIO UX TBOPUECKOTO MBILLIIEHHSI.

B xoze TmpakTUuecKoro 3aHATHSI oOOecrieurBaeTCsi TIPOL[eCC aKTHBHOTO
B3aUMO/IeHCTBUSI 00y4JaroluXCsi C TIpero/iaBaTesieM; pUoOpeTaroTCsl paKTHUYeCcKue
HaBLIKM U yMeHUs. llelb TIPAaKTHUECKOTO 3aHATHS: YIJIyOUTh W 3aKpernuTb 3HaHWS,
MOJTyueHHble Ha JIeKUWHW; (OPMHPOBAHME HABBIKOB WCIIO/Ib30BaHUS 3HAHUW ISt
pellieHUsi TIPaKTUYeCKUX 3a/lay; BBLITIOJTHEHHWE TeCTOBBIX 3aflaHMN T0 TPOBEpKe
MOJIyYeHHbIX 3HAHUW U YMEHUM.

CamocrosiTennbHass pabora oOydJaroIuxcss HarpaBjieHa Ha yriaybseHue W
3aKperyieHWe 3HaHUM, TIOJyueHHBIX Ha JIeKIUSX W JAPYTUX 3aHSTUSX, BbIPAOOTKY
HaBBIKOB CaMOCTOSITEJIbLHOTO aKTUBHOTO MpPHOOpeTeHUsi HOBBIX, AOTIOJTHUTE/IbHBIX
3HaHWH, MOATOTOBKY K IPe/ICTOSIIIM 3aHSTHSIM.

6. OueHouHble MaTepua/bl MO0 AUCHUIUIUHE



TeKyIuii KOHTPOJIb YCIIeBaeMOCTH 00ecTieurBaeT OIfeHHMBAHKEe X0/la OCBOEHUS
JMUCLIUILIMHBI, TIPOBOJIUTCSI B COOTBETCTBHUU C COZEP>KaHHWeM AWCLIMITIMHBI 110 BUJaM
3aHATHI B hopMe OIpoca//J0K/1a/[0B/TeCTUPOBAHUSI.

[TpomMexxyTouHasi aTTecTalys obecrieurBaeT OL[eHHBAaHHE TPOMEXYTOUHBIX U
OKOHYATeJ/IbHLIX pe3y/IbTaTOB OOyUYeHUs I10 AWCLUTIIMHE, TIPOBOAMUTCS B (opme
3auera.

6.1. IlpumepHbIe O1jeHOYHBbIEe MaTepUasibl:
6.1.1. Tekyiero KOHTpO/Is
TuroBble BOIIPOCHI /IS OIPOCa:

1. Yro Takoe AOKYMeHTO0O0pOT?
2. [Tepeunc/UTE OCHOBHBIE 3a/lauM ABTOMAaTH3al[iU JOKyMeHTO0b60poTa
3. KakoBbI mperMyIilecTBa aBTOMATHA3aLUU JOKYMeHT0oOopoTa?

TunoBblie TeMbl A/1s1 JOK/IA/0B:

1.YyeTtHble nokymeHnTh! IpeBHel ['peryn, [1lymepo-BaBUIOHCKUE JOKYMEHThI

2.YueTHble JOKyMeHThI [IpeBHero Erunta, /[IpeBHero Puma

3.I1lepBbie (hOpMBI JOKYMEHTOB U MEePBbIe CPEe/ICTBA 3allUThI JOKYMEHTOB

TumnoBble 3aJaHUA /ISl TECTUPOBAHUSA:

1. UTo Henb3s OTHECTH K cepe [eI0NPOU3BOICTBA:

a) ohopmiieHHe ceKpeTapéM TIpHKasa O TIpuéMe Ha paboTy COTPYAHMKA;

b) odopmneHue cekperapéM M0 MpockOe Haya/JbHUKA I103/IpaBUTETHLHOM
TeJlerpamMMBl /111 er0 MaTepu;

C) oopmiieHHe CeKpeTapéM TI0 TMpock0e HauaJbHUKA CIy»KeOHOM 3ammcKu B
BBILIECTOSIY UHCTAHLMIO;

d) oopmsieHre ceKpeTapéM MPOTOKOJIa COBEIjaHUsI PYKOBOJUTe/ el OT/eJ0B.

2. OOBeKT Je/I0ONPOM3BOACTBA — 3TO:

a) odopmiieHHe [JOKYMEHTOB, OTPaKalolUX BeChb CIEKTpP YIpaBJIeHUYeCKOu
NesTeTbHOCTU TPeATNIPUATHS, a TakKe OpraHu3alyil JoKyMeHTooOopoTa B
yupeXx/eHnu;

b) cucTtema JOKyMeHTOB, CO3/laHHAs HA OCHOBE eJJUHbIX CTaHAApPTOB;

C) MpaBwWiIa, OrpejessiolIe OpraHu3alyio JOKYMEHTUPYEMbIX MPOLeCCOB Ha
TipeATpUsiTUY;

d) COBOKYIMHOCTH [IOKYMEHTOB, TIPUMeEHsIeMbIX B OrpejiefeHHON cdepe
[leATeJIbHOCTH.

2. K ocHOBHBIM 1iesisiM ctyk0b1 [JOY oTHOCSTCS:

a) PYKOBO/ICTBO

b) KoHTpOJIb

C) KOOpAWHALUSA

d) peanu3zarus

6.1.2. IIpoMe)xyTouHOU aTTeCTaL{UN
IIpumepHbIN NepeueHb BONPOCOB, BbIHECEHHBIX HA 3aUeT
1. YuetHble pokymeHThl [lpeBHeit ['penum, Illymepo-BaBUIOHCKHE
[IOKYMEHTBhI
2. YuetHsle fokymMeHThl [IpeBHero Erurra, [IpeBHero Puma



3. [TepBbIe popMbI JOKYMEHTOB U TIepPBble CpeZiCTBa 3all[UThI JOKYMEHTOB

4, [TepBble PyHKI[MY JOKYMEHTOB: yUeT, yIipaBjieHue U KOHTPOJIb

5. dopMUpOBaHUE TpUKa3HOH yTpaBIeHYeCKOU CHUCTEMBI
[1eJIOTIPOM3BO/CTBA.

6. Cucrema obiero genonpou3sBozcTtBa. CTPYKTypHbIe TOZpa3ieneHus
TIPHUKa30B

7. BoenHas, guriomatrueckasi, CTaTUCTUUYECKas, yueTHasi JJOKYMeHTaLUsI.

8. Konnexckoe pgesionpousBoAcTBO. Buabl nokymeHToB. OpraHusauus
KOHTPOJISA 38 UCTIOJIHEHHWEM JJOKYMEHTOB

9. HenoripousBoactBo  XIX-Hauama XX B. Opranusaiys paboThl C

JNOKyMeHTaM1 B MUHUCTEPCTBaxX

10. TIlosoxeHWe O TMCbMOBOACTBE W [e/ONPOU3BOACTBE B BOEHHOM
BEJIOMCTBE

11.  Pa3BuTHe COBETCKOrO [ieJI0NPOU3BO/ICTBA

12. @®yHKIUM MeTOJUUeCKOro LIeHTpa IO PYKOBOJCTBY pallMOHa/IU3aLden
[1e/I0TIPOX3BO/CTBA

13.  bropo cranpaptusauyuu BCHX CCCP

14.  OcHoBHble  TO/IOKeHWS1  EnuWHOM  rocyJapCTBEHHOM — CHCTeMBbI
nenonpousBozcTBa (EI'C/)

15. Co3panve EauHOM rocyfapCTBEHHOM CHUCTeMbl JOKYMEHTAllMOHHOTO
obecrieuenus ynpasienus (ETCIOY)

16. Ilpomecc  craHgapTH3allid W yHUA(UKALMM  OpraHM3al[iOHHO-
PacropsiANTEIbHOU JOKYMeHTaLuu

17. Co3pganve ABTOMAaTHM3UPOBAaHHOM cucTeMbl ynpasiaeHus (ACY) wu
OO1erocyjapcTBeHHOM crUcTeMbl cOopa W 00pabOTKM HMHGbOpMalMM [Jid yueTa
TJIAHWPOBAHWS U yTIpaBjieHus1 HapoAHbIM X03si1icTBOM (OI'AC)

18. T'ocypapcTBeHHOe pery/avpoBaHUe [e0rpou3BoAcTBa B PO

19. HopmaTuBHO-TIPaBOBOE pery/MpoBaHUe [JOKYMeHTHUPOBaHUs U PaboThI C
[IOKyMeHTamMu

20. TlomHomouusi PefepalbHOTO apXMBHOTO areHTCTBA IO 00ecreyeHuto
coOMtofieHrs1 TpaBU XpaHeHHWs, KOMIUIEKTOBaHMS, ydeTa U HCIO/b30BaHUS
APXUBHBIX [JOKYMEHTOB

21. TlpaBusa /e/0oNpou3BO/ICTBa B (PefiepasibHbIX OpraHax WCIOJHUATE/bHOU
BJIACTH

22.  CraHpapThl, yCTaHaB/IMBAaIOLLIYe NpaBr/ia 0OpM/IeHUs JOKYMEHTOB

23.  OpraHuzaius cy1y>KObI 1e/I0TTPOM3BO/CTBAa B TOCYaPCTBEHHBIX OpraHax

24.  TpeboBaHus K opraHu3aliy JOKyMeHTooOopoTa B (heJjepasbHOM OpraHe
VICTIOJIHUTE/IbHOM BJIaCTH

25.  Opraauzaius c1y>KObl [1e/I0TTPOX3BO/CTBA Ha TIPeATIPUITHSIX

26.  TuroBasi cTpyKTypa ciyx6n1 JJOY

27.  3agauu ¥ GYHKI[UM CITY>KOBI ZIe/IONPOM3BO/ICTBA

28.  CTpyKTypa I0JIO>KeHHs1 0 CTy>KOe /1e/10npor3Bo/CTBa

29. Opranuzanusi B3auMofelcTBUss Cayk0bl JJOY €O CTPYKTypHBIMHU
no/ipaszie/IeHUsIMU NpeAnpUsTUs (YUpexaeHus)

30. Opra#msaius AOKyMeHTooOopoTa



31. ®opwmbl paboTHI C JOKyMeHTaM{ B OpraHU3aIUsIX

32. Tlopsimok 06pabOTKU JOKYMEHTOB

33.  DJeKTpOHHbIe CUCTeMbI JOKyMeHTaLUu

34.  OcobeHHOCTH pabOThI C 3/IEKTPOHHBIMU IOKYMEHTaMU B (e/iepabHbIX
OpraHax MCIO/THUTeTbHOM BIaCTH

35. TlopsioK UCHOJIb30BaHUs 3/€KTPOHHBIX MOANMCceNd. BUbl 3/1eKTPOHHBIX
nozAnucen

36.  OpraHu3aijys 3aliyieHHOT0 JOKYMeHTo0b0opoTa B ceTr

37. TpeboBanus K 0opMIEHHIO PEKBU3NUTOB JOKYMEHTOB

38.  Buapl fokymeHToB. Popmartbl Oymaru u 1moJist. byiaHKu JOKyMeHTOB

39. Bujpl opraHu3aliOHHBIX JOKYMEHTOB

40. TpeboBanus 110 0(HOpPMJIEHHIO: YCTaBa, yUpeJUTeTbHOTO AOrOBOPA

6.2. Illkana oueHMBaHUA Ppe3y/JbTATOB MPOMEXYTOUHOU aTTeCcTalMyd U
KPUTEePHUH BbICTaB/IEHUS OLleHOK
Cucrtema OlleHUBaHUS BK/IFOYAEeT:

dopma ITokasaTenu
Kputepuu BbICTaB/I€HUSA OLIEHOK IlTkana oLieHUBaHUA
KOHTPOJISI OLIeHMBaHUs
3auer MPaBWIbHOCTh | IaH NpPaBU/IbHBINA, MOJHbIA OTBET Ha 3auTeHo
Y TIOJTHOTA TOCTaBJIEHHBI  BOIPOC,  IIOKa3aHa
oTBeTa COBOKYITHOCTb OCO3HaHHBIX 3HaHUMU
N0  JUCLMIUIMHEe,  Jl0Ka3aTebHO

PacKpbIThbl  OCHOBHbIE  TIOJIO>KEHUSI
BOTIPOCOB; MOTYT OBbITh [IOMYIIE€HBI
He/l0UeThl, HCIIpaB/ieHHbIe
CaMOCTOSITeJILHO B TIPOL[eCCe OTBeTa;
JlaH TpaBWIbHbIA, HEJOCTaTOYHO
TOJHBIM OTBET HA IIOCTaB/IEHHBIN
BOIIPOC, T0Ka3aHO yMeHHe BbIJIeIUTh
Cyll|eCTBEeHHbIe W HeCyll|eCTBeHHbIe
TPU3HAKK, TIPUYUHHO-C/IeICTBEHHbIE
CBSI3W; MOTYT OBITb  JOMYyII[eHbI

HeJJ0ueThI, WCTIpaB/ieHHbIe C
MOMOIIbI0  TIperojaBaTesis;  JaH
HeJI0CTaTOYHO TIPaBUIbHBIHN u
TIOJIHBIN OTBET; JIOTUKa u
10C/1e/I0BaTe/IbHOCTh W3J/1I0KeHUsT

nUMeroT HapylIeHHWd; B oTBeTe
OTCYTCTBYKOT BbIBOJBI.

OTBET TIpe/ICTaB/IsieT coboii He 3aYTeHO
pa3po3HeHHbIe 3HaHUS d
CYIIeCTBEHHBIMA  OLIMOKaMHd  TI0
BOTIPOCY; TIPUCYTCTBYIOT
(bparMeHTapHOCTB, HEJIOTMYHOCTh

H3J/I0KEHHA, AO0II0/THUTE/IbHEBIe %1
YTOUHAROIIME BOIIPOCHI He IMMPUBOJAT
K KOPppPEeKLMH OTBETd Ha BOITPOC.

7. PecypcHoe o0ecrnieueHue JUCIUTTHHBI



7.1. JIluieH3WOHHOe W CBOOOJHO pacMpoCTpaHsAeMoe MNPOrpaMMHOe
obecrieueHue

[TepeueHb JIUI[EH3MOHHOTO W CBOOOJHO PaCIpPOCTPAHSEMOTO MPOTPAMMHOIO
obecrieueHusi, B TOM UKC/Ie OTeUeCTBEHHOTO TIPOM3BO/ICTBA:

- Microsoft Windows 7 Professional — I1O-BE8-834 [JIuijeH3u0HHOE]
(MHOCTpaHHOTO TIPOKM3BO/ICTBA);

- Microsoft Windows 8 Professional — I10-842-573 [JIuijeH31OHHOE]
(MHOCTpaHHOTO TIPOM3BO/ICTBA);

- Microsoft Office 2007 Standard - IIO-D86-664 [JInijeH3uOHHOE]
(MHOCTPAHHOTO MPOU3BO/ICTBA);

- Microsoft Office Standard 2010 - TI10-413-406 [J/IuijeH3HOHHOE]
(MHOCTpPaHHOTO MPOW3BO/CTBA);

- Microsoft Office Standard 2013 - TIIO-3C0-218 [JIuieH3uOHHOE]
(MHOCTpPaHHOTO MPOM3BO/ICTBA);

- Adobe Acrobat Reader — ITO-F63-948 [CBobOomHO pacrpocTpaHsemMoe]
(MHOCTpPaHHOTO TIPOKM3BO/ICTBA);

- 7-Zip — TI0-F33-948 [CpobogHO pacrpocTpaHseMoe] (MHOCTPaHHOTO
TIPOU3BO/ICTBA);

- Adobe Flash Player — TII0-765-845 [CBoOogHO pacripocTpaHsieMoe]
(MHOCTpPaHHOTO TIPOM3BO/ICTBA);

- Apache OpenOffice — IIO-EB7-115 [CBoboaHo pacmpocTpaHsemoe]
(MHOCTPAHHOTO MPOU3BO/ICTBA);

- Google Chrome - TIIO-F2C-926 [CBobogHo pacripocTpaHsemMoe]
(MHOCTpPaHHOTO MPOW3BO/CTBA);

- LibreOffice — ITO-CBB-979 [CBoboaHO pacrnpocTpaHsieMoe] (MHOCTPaHHOTO
TIPOU3BO/CTBA);

- Aner O6pasoBanue 8 — I10-534-102 [CBobGoaHO pacmipocTpaHsiemoe-1912]
(oTeueCcTBEHHOTO MPOU3BO/ICTBA).

7.2. IIpodeccuoHanbHbie 0a3bl JAHHBIX U HH(OPMALIMOHHBIE CIIPABOYHbIE
CHCTeMBbI

WHudopmaloHHasi cripaBoyHasi cuctreMa — CepBep OpraHoB roCy/lapCTBeHHOMN
Bnactu  Poccuiickoit  Pepeparum  http://poccusi.pd/  (cBOOGOAHBIM  AOCTYII);
npodeccroHanbHble 0a3bl JaHHbIX — [lopTan OTKpBITBIX JaHHBIX Poccuiickoi
®enepauyy  https://data.gov.ru/  (cBoOogHBIM  goCTyM); (dedepanbHBIA MOPTas
«Poccuiickoe o6pasoBanue» http://www.edu.ru (cBOGOAHBIM [OCTYIT); CHUCTeMa
ouiasbHOTO  OMYyO/IMKOBAaHUWSI ~ TPABOBBIX AKTOB B 3/IEKTPOHHOM  BHJE
http://publication.pravo.gov.ru/ (cBoO0OAHbIH AOCTYM); CIIpaBOYHasi TPaBoBasi CCTeMa
«Koncynbrautllmtoc: CryneHT» [D/ieKTpOHHBIM pecypc]. — Pexum pocrtyna:
http://student.consultant.ru/, (cBoOOAHBIN [OCTyI); 37eKTpOHHas OubIMoTeKa
yHuBepcuTeta  http://elib.igps.ru  (aBTOpH30BaHHBIA  [OCTyN);  3JIEKTPOHHO-
oubmioreuHas cucrema «3BC IPR BOOKS»  http://www.iprbookshop.ru
(aBTOpH30BaHHBIM AOCTYII).

7.3. JIuTeparypa



OcHoBHas:

1. [IItpukoB, A.B. OcCHOBBI yTpaB/ieHUeCKOW [eSTeJIbHOCTH: yueOHoe
noco6ue / A.B. llITpukoB. — Camapa: [ToBO/DKCKHM TOCyAapCTBEHHBIN YHUBEPCUTET
Te/leKOMMYHUKalui U uHpopmatuku, 2017. — 99 c. — ISBN 2227-8397. — TekcT:
3JIEKTPOHHBIM // DneKTpoHHO-0nbmoTeuHast cuctema IPR BOOKS: Pexkum foctyma:
http://www.iprbookshop.ru/75398.html

2. Ky3HneroBa, 1. B. [lokyMeHTUpOBaHWe yIipaBIeHUYeCKOU 1eITe/IbHOCTH :
yuebHOe mocobue 51 6akanaBpoB / U. B. Ky3sHerioBa, I'. A. XauatpsiH. — 2-e U3/,
— Mockga : HamkoB u K, Au ITu Op Meaua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TekcT : 3/MeKTPOHHBIA // DMeKTpOHHO-OmO/MoTeuHass cuctema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JlonosiHUTe/IbHAA:

1. Buresckas, O.B. OCHOBBI  yIpaB/IeHUYeCKOM  AesiTe/lbHOCTH
[DsekTpoHHBIM pecypc]: yueOGHoe mocobwe / O.B. ButeBckas. — OJEeKTpPOH.
TeKCToBble JaHHble. — Camapa: IIoBO/DKCKMI TOCy[apCTBEHHBIM YHUBEPCUTET
TelleKOMMYHUKaUuid 1 uH(opmatuku, 2016. — 134 c. — 2227-8397. — Pexum
poctyna: http://www.iprbookshop.ru/71867.html

2. Ky3bmuHa, U.B. [lenoripou3BofAcCTBO [D1eKTPOHHBIA pecypc]: yuebHOe
nocobue / N.B. Ky3bMrHa. — OJIeKTPOH. TEKCTOBBIe JaHHble. — M.: MOCKOBCKUiA
ryMaHUTapHbI yHuBepcuteT, 2017. — 128 c. — 978-5-906912-98-5. — Pexum
npoctyna: http://www.iprbookshop.ru/74718.html

7.4. MaTepua/ibHO-TeXHHUECKOe o0ecrieueHmne

[ns mpoBeseHuss W obecrieueHHsT 3aHSATHM HCTIOMB3YIOTCS TTOMeIleHus,
KOTOpbIe TIPE/ICTaB/ISIIOT COOOM yueOHBIe ayAMTOPHH [JIA TIPOBEAEHHUS yueOHBIX
3aHATHN,  MpeAyCMOTPEHHBIX  IporpaMmoii  0OakasaBpuaTa,  OCHaIl[eHHbIe
obopyZioBaHHWEM U TeXHWYeCKUMU Cpe/CcTBaMU 00yueHHs:: aBTOMAaTHU3MPOBaHHOE
pabouee MecTO Tiperio/iaBaTesisi, MapKepHasi J0CKa, MY/JIbTUMEeAUMHBIA TMPOEKTOP,
JNOKyMeHT-KamMepa, 1oca/IouHble MecTa 00yuaroImxcs.

[TomelrieHusi [/l  CaMOCTOSATENILHOM PabOThl  00yuaroIUXCsl  OCHAIIEHBI
KOMITbIOTEDHON TeXHUKOW C BO3MOXXHOCTBIO MOAK/IIOUeHHs K ceTu «VHTepHeT» U
obecrieueHHeM JIOCTyMa K 3JIeKTPOHHON HMH(OpMaIOHHO-00pa3oBaTe/lbHON cpeje
yHUBEpPCHUTeTa.

ABTOpBI: [JOKTOP 3KOHOMWYeCKHMX Hayk, npodeccop bapaymun E.H., kangupat
rejarornyeckux Hayk lanunosa T.B.
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