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1. Hean 1 3a5a4M M CUUITHHBI
enn ocBOCHMS IUCHUIIHHBI:
dbopMUpOBaHHE CHCTEMHBIX 3HAaHUN 00 OpraHu3aluu ATONPOM3BOACTBA B
YUpEXKACHUAX (Ha MPEANPUATHSIX);
dbopMupoBaHHEe YMEHHH H TMPAKTUYECKUX HABBIKOB [0 HCIOJIH30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETHYECKMX W  NPAKTUYECKUX  3HAHUH  OCHOB
JeJIONPON3BOACTBA IIPU PELICHUH ITPO(PECCUOHATBHBIX 3aad.

Ilepeyenb kKomneTeHuid, GOopMHUPYyeMbIX B NpPoLecce U3yUYeHUs

AUCUMITUHBI
Komnerenuun Coaepxanne
OIIK-5 Crniocoben pa3pabarbiBaTh MPOEKTHYIO M PACHOPSAUTENBHYIO JOKYMEHTAIHIO,

y4acTBOBaTh B pa3padOTKE HOPMATHBHBIX TIPABOBBIX AaKTOB B 00JacTH
obOecrieueHuss  TMOXKapHOW  OE30MaCHOCTH, JIUKBUJAIIMA  IIOCJIEACTBHUI

OKPY>Kalollei cpejibl

3agaum IMCUMILINHBI:

M3y4YEHUE TIOPSAIKA OPTAaHU3AIMN JOKYMEHTHPOBAHUS U IOKYMEHTOO0OPOTA;

M3y4YCHUE OCHOBHBIX TMPABUJ U TOPSIKA MOATOTOBKK O(OPMIICHHS, y4deTa U
XPaHCHHsI CITYKEOHBIX JTOKYMEHTOB;

MPUOOPETEHUE TPAKTHYECKUX HABBIKOB COCTABJICHHUS, Yy4YeTa, XpaHCHUS,
3aIATHl  CITY’)KEOHOW ~ JOKYMEHTAlMM B COOTBETCTBUH C  TPeOOBaHUSAMH
JIOKYMEHTO000pOTa;

(dbopMHpOBaHUE YMEHHUS BECTH JICJOMPOU3BOJICTBO M yYaCTBOBATh B BCJICHHH
JOKYyMEHTOO0OpOTa B OpraHax TOCYyJapCTBEHHOW BJIACTH, T'OCYJapCTBEHHBIX H
MYHUIIMNATBHBIX OpraHU3alusIX, Ha IPEANpUATUIX U opranuzanusx cuctemMbl MUC
Poccuu;

dbopMHpoBaHUE YMEHUS IO pa3padOTKe yIPABICHUYECKONU JOKYMEHTAIUY;

dbopMupoBaHUE 3HAHWUW, CBSI3aHHBIX CO 3HAHUEM JIOKYMEHTAI[MOHHOTO
oOecrieueHus ympasieHuss B opraHax u mnojpazaencHusx [TIC um cmocoOHOCThIO K
PEIICHUIO TIPABOBBIX, COINMAIBHBIX W KAJPOBBIX BOMPOCOB, CBS3aHHBIX C
TESATENHHOCTRIO TMOXKAPHO-CMACATENBHBIX TOJAPA3JACICHAH Ha TEPPUTOPHUATHHOM
YpOBHE.

2. [lepeyeHb MIAHUPYEMBIX Pe3yJbTATOB 00y4eHH s U CHUIIUHBI,
COOTHECEHHBIX € IVIAHMPYEMbIMH pPe3yJbTATAMU OCBOCHUA 00pa30BaTeIbHOM
NPOrpaMMbl

WNHankaTopsl JOCTHKEHUS KOMIIETSHIIUN [Inanupyemple pe3ynbTaThl OOy4YEHUS IIO
JTVCIUTUINHE, XapaKTEePU3YIOIMIME  DTaIbl
(hopMUPOBAHKS KOMITETSHIIUHA

3HaHUE OCHOBHBIX CTaHAApTOB oopmiieHUs | 3HAET

IIPOEKTHOM, TEXHUYECKOU U IOPANOK OpraHu3alliyd JOKYMEHTUPOBAHHS U
pacnopsaIuTeIbHON nokymentoobopota OITK-5.1.PO-1
JOKYMCHTAIlMU HA PA3JIMYHBIX CTAAUAX OCHOBHBIC TIIpaBWjia WU MOPAAOK IMOATOTOBKH

*u3HeHHoro nukia npoekra OITK-5.1 oopmIIeHHs, yUYeTa M XpaHEHHs CIyX eOHbIX

'—IpGSBBI‘-I&fIHBIX cmyaunﬁ, 3allUThl W  CIIACCHUs  YCJIOBCKaA, 3alllUThl




nokymeHToB OIIK-5.1.PO-1

Vmeer

HpI/IMeHHTB HABBIKHN COCTaBJICHUA, yqua,
XPaHEHMS, 3aIIUThI CITYKEOHOW TOKYMEHTAIMH
B COOTBCTCTBUHU C Tpe6OBaHI/IHMI/I

nokymeHnToobopora OITK-5.1.PO-3

BECTH JICJIOMPOU3BOJICTBO U YYacTBOBaTh B
BEJICHUU JOKYMEHTOOOOpOTa B  OpraHax
rOCyJapCTBEHHOM BJIACTH, TOCYJAPCTBEHHBIX U
MYHHIUTATBHBIX OpraHH3aIusIX, Ha
OPEANPUITUSIX U OPTaHMU3AlUAX CUCTEMBI
MUYC Poccuu OIIK-5.1.PO-4

Brnageer HaBbIkaMu pa3pabOTKH HOPMATHBHO-
MIPABOBBIX aKTOB B 00JaCTsIX 0OecredeHHsI
MOKapHOU
0€30MacHOCTH, TUKBUIAINH ITOCIEICTBUI
YPE3BBIYANHBIX CUTYAIMH, 3AIIUTHI U CIIACEHUS
YeJI0BEKa, 3alUThI
OKpYKaIOIIEeH Cpeabl, COCTABICHUS
TEXHUYECKON JOKYMEHTAIMU Ha Pa3IMYHbIX
3Tanax )KU3HEHHOTO [UKIIA
MPOEKTa, C y4eTOM TpeOOBaHMI CTaHAAPTOB
OIIK-5.2

3Haer

JOKYMEHTAI[MOHHOE OOECIIeUeHHUsl yIpaBIcHUE
B opranax u mnonpasunenenusx [TIC OIIK-
5.2.PO-1

MIpaBuIIa TIOJITOTOBKH u odopmiieHus
pacniopsuTenbHbIX JokyMeHToB OITK-5.2.PO-2

VYmeer

pa3pabarTbiBaTh YIPaBICHYECKYIO JOKYMEHTAIIUIO
OIIK-5.2.PO-3

peuraTb MPAaBOBLIC, COLHUAJILHBIC H KaJApPOBLIC
BOMPOCHI,  CBSA3aHHbIE  C  JIESTENIbHOCTBIO
TMIOKapHO-CIIaCcaTCIbHbBIX HOILpE]SIIeHGHI/Iﬁ Ha
tepputopuaibHoM ypoBHe OITK-5.2.PO-4

CriocoGHOCTE pa3pabaThiBaTh
OpraHu3aIMOHHO-PACTIOPSIUTEIILHBIC
JOKYMCHTHI IO OpraHu3aluu
NeSITETLHOCTH U SKCIUTyaTalii 000py10BaHUs
B COOTBCTCTBUU C IPUHATBIMHA Tpe6OBaHI/ISIMI/I
B 4aCTH
coOutoieHust TpeOOBAaHUH MOXKAPHOI
6e3omacuoctu OIIK-5.3

3. MecTo IMCHUILIMHBI B CTPYKTYpPe OCHOBHOM npogeccuoHaIbLHOI

0o0pa3oBaTeIbHOI MPOrPpaMMBbI

JlucruruinHa OTHOCUTCS K 003aTEIbHONM YaCTH OCHOBHOM MpodecCuoHaIbHOM
oOpa3oBarenpHOM MporpaMmMbl crieruaiuTeTa mno crnenuaibHoct 20.05.01 Toxxaphas

0e30macHOCTh HanpaBieHHOCTH (TTpoduiib) «IlokapoTyiieHue.

4. CTpyKTYypa ¥ coJepkaHue JTUCHUILTHHBI

OO6miast Tpy10€MKOCTh JUCHUIUIMHBI COCTABIISIET 2 3aYETHBIE €AMHUIIBI 72 YacoB.




4.1 Pacnpenesienne TPyA0eMKOCTH IMCIUIIMHBI IO BUAaM padoT Mo ceMecTpam
JIS1 O4HOM opMBbI 00yUeHUSA

TpynoemMKocTb
. o
Bun yeGro# padoTs: 3.€. Jac. ceMecTpam

7
OOmast TPyIOEMKOCTh AMCUUIUIMHBI TI0 Y4eOHOMY ) 7 7
IJIaHy
KonTakTHas pabota, B TOM YHCIIE: 36 36
AyIMTOpHbIE 3aHATHS 36 36
Jlextuu (JI) 16 16
[Tpaktuueckue 3ausarus (I113) 20 20
CamocrositesnbHas padora (CPC) 36 36
3auer + +

4.2 PacnpenesieHue TPyA0eMKOCTH TUCUMILIMHBI 10 BUAAM padoT Mo Kypcam
JJIS1 32049HOM (popMBbI 00yUeHH S

TpynoemkocTs
Bun yuebHoit paboThl o
3.e. | yac. Kypcam

3 4
OO0mass TPyIOEMKOCTh AWCIMILIUHBI  TIO ) 7 36 36
y4eOHOMY TUTaHY
KoHTakTHas paboTta, B TOM YHCIIE: 10 2 8
AyAUTOpPHBIE 3aHATHS 10 2 8
Jlexumu (JI) 4 2 2
[Tpaktnueckue 3anstus (I13) 6 6
CamocrositesbHas padora (CPC) 62 34 28
3auer + +

4.3. TemaTuyecKuil JIAH, CTPYKTYPHPOBAHHBIN M0 TeMaM (pa3jaesiam) ¢
yKa3aHHEM OTBeJIEeHHOI0 HA HUX KOJIMYeCTBA aKaJleMHYEeCKHUX YaCOB M BU/I0OB

yueOHBIX 3aHATHII /151 04HOI GopMbI 00yUeHNsI
KoimuectBo
4acoB 10 BHAAM =
2 3aHATHI 2 z
2 w g 5 <
HaumeHoBaHue = > 2 | £5
TeM 2 = g E = S'?
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Ne Q g = ® < =)
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1 2 3 4 5 6 7
Tema  Nel.  OcHOBBI  OpraHuzanuu
1 P g8 | 2 2 4
JeJIOTPOM3BOICTBA
) Tema  Ne2.  Opranuzamuss  ciay>KObl 3 5 ) 4
JeJIOTPOM3BOICTBA




Tema Ne3. IlpaBuna mNOATOTOBKM U
3 | odopmnenus OpPraHU3alMOHHBIX [ & 2 2 4
JIOKYMEHTOB

Tema Ne4. [IpaBuia moArOTOBKHU U
4 | odopmiteHUs pacTIOpSIIUTEIBHBIX 8 2 2 4
JIOKYMEHTOB

Tema NeS. [IpaBuna opopmienus
5 | uH(bOpPMALIMOHHO-CIIPABOYHBIX 8 2 2 4
JIOKYMEHTOB

Tema No6. O6mumii mops0K paboOTHI ¢
JOKYMEHTaMHU B OpTaHHU3aIuN

Tema Ne7. KynpTypa nenoBou

7 |MHUCBMEHHOW peyu: UCTOPHUS U 8 2 2 4
COBPEMEHHOCTb

Tema Ne8. OcobeHHOCTH s3bIKA
CI1yKeOHOTO IOKyMEHTa

Tema Ne9. PenaktupoBanue Tekcrta
9 | cayxebHOTO 8 2 4 4
JIOKYMEHTa
3auyer +
Hroro 72 16 20 36

4.4. TemaTuyecKkuil NJIaH, CTPYKTYPHPOBAHHBIN M0 TeMaM (pa3aesam) ¢
yKa3aHHeM OTBeI€HHOT0 HA HUX KOJINYeCTBA aKaJleMUYeCKUX YaCOB U BH/I0B
Y4eOHbIX 3aHATHI 1JIA 3209H0I (opMBbI 00yUeHH S

KouunyecTBo
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Tema  Nel.  OcHOBBI  OpraHu3aiuu
1 p S TV ) 2 6
JICJIONPOU3BOCTBA
) Tema  Ne2.  Opranuszamuss  ciayKObl 12 ) 4 6
JIEJIONPOU3BOCTBA
Tema Ne3. [IlpaBuna mnoarotoBku u| 6 6
3 | odbopmueHus OpTraHU3aIMOHHBIX
JOKYMEHTOB
Tema Ne4. IIpaBuiia moAroTOBKH U 6 6
4 | odopmiteHUS pacTIOPSIIUTEITHHBIX
JIOKYMEHTOB
Tema NeS. IIpaBuna opopmiieHus 6 6
5 | uH(bOpPMAIMOHHO-CIIPABOYHBIX
JTOKYMEHTOB
6 Tema Ne6. OGmuit mopsiIoK padboThI C 6 6
JOKYMEHTaMU B OpraHU3aINH




Tema Ne7. Kynbrypa nenoBoit 6 6
7 |MHUCBMEHHOW peyu: UCTOPHUS U
COBPEMEHHOCTh

Tema No8. OcoO0eHHOCTH SA3bIKa 8 8
CIIY’K€OHOTO IOKYMEHTa

Tema Ne9. PenaktupoBanue Tekcra
9 |cayxebHOTO 12 12
JIOKYMEHTA
3auer +
HTroro 72 4 6 62

4.3 Copep:xaHue QTMCHUIIMHBI IS 00y4aIOIUXCS

Tema 1. OCHOBBI OPraHU3alMHU A€JIONPOU3BOACTBA

Jlekuusi. Benenne noxkymeHTtoB A0 XV B. Y4eTHble JHOKYMEHTHI [[peBHEn
I'penun, lpeBnero Erumnta, [lpeBHero Puma, Illymepo-BaBHIOHCKME HOKYMEHTHI.
®opmbl JOKyMEeHTOB. CpeAcTBa 3alUThl JOKYMEHTOB. DyHKIIMM JOKYMEHTOB: YYET,
yIpaBJIECHUE U KOHTPOJIb.

dopMUpOBaHUE IPUKA3ZHOM YIPABICHYECKOW CUCTEMbI IEJIOIPOU3BOICTBA.
Cucrema oOuiero nenonpou3BojcTBa. CTPYKTypHbIE MOJpa3JeieHUs] MPUKa30B.
BoenHas, aunnmomMarudeckas, CTaTUCTHYECKas, ydeTHas JIoKymeHrtanusa. [Ipasuia
coctaBieHuss W odopmiieHHs JOKYMEHTOB. Kouexckoe Jenornpou3BOICTBO.
Crpykrypa koseruii. Bunbl qokymeHToB. Peructpanus qokyMmeHToB. OpraHu3anus
KOHTPOJIA 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenompousBoactBo XIX-nauana XX B. Opranuzaiusi paboTsl C JOKyMEHTaMHU
B MUHUCTEpCTBaX. [l0M0kEHNE O MUCHMOBOJACTBE U JEJIOMPOU3BOJACTBE B BOCHHOM
BEJIOMCTBE.

IIpakTuyeckoe 3aHATHE. Pa3BUTHE COBETCKOTO NENIONPOn3BOIcTBA. DyHKIINHN
METOAUYECKOr0 ILIEHTPAa IO PYKOBOJACTBY PALMOHAIM3ALHUEN JEJIONPOU3BOJICTBA.
bropo crammapruzamun  BCHX  CCCP. OcHoBHble mnosiokeHusi EnuHOM
rocynapctBeHHoil cuctembl genonpousBoactBa (EI'CJ]). Coszmanue Egunoit
rocyJapCTBEHHOM CHUCTEMbl JOKYMEHTAIMOHHOTO OO€CleueHus  yMIpaBIICHUS
(ETCHOY). [Ilpomecc craHmapTu3aliii ©W  YHUQUKAIMA  OpPraHU3aIllMOHHO-
pacnopsauTenbHol  JokyMeHTanuu. Co3gaHue ABTOMATU3UPOBAHHOM CHUCTEMBI
ynpasieaust (ACY) u OOmerocyiapcTBEHHON CuCTEMBI cbopa W 00paboOTKH
uHboOpMaIMK ISl ydeTa ITUIAHMPOBAHUSA M YIPABJICHHUS HAPOJHBIM XO035SHCTBOM

(OI'AC).
CamocrosiTesibHast padora. ['ocynapcTBeHHOE peryJupoBaHue
NEIIONIPOU3BOACTBA B P®. HopmartuBHO-11paBoBoOE peryiampoBaHue

JOKYMEHTHpPOBaHUSI U paboThl ¢ jgokymeHTamu. [lomHomouunsi denepanbHOrO
ApXMBHOTO AareHTCTBA MO OO0ECHEeUeHHI0 COOJIOJICHUS TpaBWJ  XpaHEHWS,
KOMIUUIEKTOBAHMS, yde€Ta M MCIIOJIb30BaHUSI ApXUBHBIX JOKyMeHTOB. [IpaBuia
JIEJIONPOU3BOACTBA B (he/iepabHBIX OpraHax MCHOJHUTEIbHOW BiacTh. CTaHAApTHI,
yCTaHaBJIMBAIOIIKE MTpaBuia opopMIeHHUS JOKYMEHTOB.

Pexomenayemasi sureparypa:



ocHoBHas [1,2];
nonoiaHuTeNnbHas: [1, 2].

Tema 2. Opranusanms cayKO0blI 1eJJ0NPOU3BOACTBA

Jlekuus. Opranuzanus ciy>XObl JeNOMPOM3BOACTBA B TOCYJAapPCTBEHHBIX
opraHax. TpeOoBaHMsl K OpraHM3aluu JOKYMEHTOO0OpoTa B (hellepaJlbHOM OpraHe
UCIIOJIHUTENbHON  Biacth.  OpraHuzanus  ciaykObl  JeJONpPOM3BOACTBA  HA
npeanpusATuax. Tunosas cTpykrypa cityx0s1 JJOY.

3agaun chnykObl AenonpousBojacTBa. TexHomoruueckue ¢Gyukiuu JIOVY.
Opranuzammonnsie  ¢yHkiuu JOY. KoutponsHbie ¢GyHkIMu ciyxosr JIOVY.
Meroauueckue  gynkimuu  JJOY.  CrpykTypa  TOJNOXKEHUS O  Ciyxo0e
nenornpou3BoAcTBa. Opranuzaius B3auMoaenucTBus ciykosl JJOY co cTpyKTypHBIMU
NOAPA3ACICHUAMU NPeANpUITUS (YUPEKICHHUS ).

CucremMbl KOJJIEKTUBHOM 00paOOTKH JOKYMEHTOB. KOMIIIEKCHBIE CHUCTEMBbI
YIPABJICHHS TOKYMEHTaM.

IIpakTnyeckoe 3ansitue. Opranuzanus CIyKObl  J€IONPOU3BOICTBA.
Opranuzanus nokymeHntoobopora. @dopmbl  paboTbl ¢ JOKYMEHTAaMU B
opranuzauusx. [lopsinok 00paboOTKH JOKYMEHTOB.

CamocrosiTeibHass  padoTa. DJIEKTPOHHBIE CHCTEMBI  JOKYMEHTALIHH.
Oco0eHHOCTH pabOThl C AJIEKTPOHHBIMU JIOKYMEHTaMU B (eaepajbHbIX OpraHax
VCTIOJTHUTENBHOU BJIACTH. [IOpSI 0K MCIONIB30BAHUSA DIEKTPOHHBIX MOANUCEN. Bubl
ANEKTPOHHBIX Moanuced. Opranuzaiys 3alUIIeHHOT0 JOKYMEHTO000pOTa B CETH.

Pexomenayemasi sureparypa:

ocHoBHas [1,2];

JOTOTHUTENbHAL: [2].

Tema 3. IlpaBuina noAroroBKH u OQOpMJIEHHS OPraHU3ALMOHHBIX
AOKYMEHTOB

Jleknusi.  O0mme  mpaBuna  opopmiieHMS ~— JTOKYMEHTOB.  3amaqyu
l'ocygapcTBeHHOW CHCTEMBI JOKYMEHTAlIMOHHOTO OOECHEYEeHHs] yIpPaBICHHEM
(I'CHOY) u yuuduuupoBanHoit cucrtembl nokymeHtanuu (YCI). TpeboBanus k
0(OpPMIICHUIO PEKBU3UTOB JOKYMEHTOB. Buubl gokymeHTOB. DopmaThl Oymaru u
noJis. biiaHku TOKyMEHTOB.

Buabl opraHn3alMOHHBIX JOKYMEHTOB. PEKBH3WTHI ycTaBa, y4YpEIUTEIBHOTO
noroBopa. Buisl 1 mopsanok opopmiIeHHUs MONOXKEHUN, ONPENesIOUX CTPYKTYpY,
KOMIIETEHIIMIO W OpraHu3anuio padotel npeanpustus (yupexuaeHus). CTpykTypa
MOJIOKEHHUM, PErJaMEHTHPYIOIINX JESITENbHOCTh JOJDKHOCTHBIX JUL. Buasl u
CTPYKTypa MHCTPYKIMHA. PekBu3uTHI MHCTpYKIUK. Buasl permamentoB. TpeboBaHus
110 O(pOPMIICHHIO pPETJIaMEeHTA.

IpakTuueckoe 3ansaTue. OdopmieHHE HOPMATUBHO-TIPABOBBIX AaKTOB
OpraHoB HMCHOJIHHUTENbHOW BiacTu. OdopMmieHHe paclopsKEHUH, MOCTAHOBICHHM,
peuieHui, mpuka3oB. I[IpaBuna nmoaAroToBkM W O(QOpPMIICHHS OPTraHU3AIMOHHBIX
JIOKYMEHTOB

CamocrositenbHas padora. O0uue TpedoBanus 1o 0(hOPMIIEHHUIO JOTOBOPOB.
CtpykTypa  rpaXkIaHCKO-NpaBOBbIX  JoroBopoB. CopaepikaHue  MNPETEH3UH,



pexnamanuu. [Topsinok ohopmIIeHHsSI HICKOBBIX 3asiBICHHIA.
Pexomenayemasi iureparypa:
OCHOBHas [2];
nonosHuTenbHas: [1,2].

Tema 4. IlpaBmia noaAroroBku M o0GoOpMIECHHS PACHOPSAIMTEIbHBIX
AOKYMEHTOB

Jlekuusi.  Buzabl  pacnopsauTeNnbHBIX  JOKYMEHTOB. Odopmienue
pacnopsIMTeIbHON T0KYMEHTALUH.

Buner u nopsnoxk odopmiienus npuxazoB. OdopmieHue pacnopsiKeHUM.
Odopmienue pemienus. OdopmiieHrne MPOTOKOIA.

[Topsimok JOKyMEHTHUPOBAHUS TPYIOBbIX OTHOWIEHUW. ColepKaHUe IITAaHHOTO
pacnucanusa. IlpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmiaeHue
JIOJDKHOCTHOW  MHCTpyKuMH. OdopmiieHne TpyJoBOro JI0roBopa. PekBU3WTHI
IPUKA30B I10 JUYHOMY COCTaBY.

IIpakTuyeckoe 3ansitue. [lpaBuna  NOATOTOBKM H  OQOpMIICHHUSA
paclopsiANTENbHBIX JOKyMEHTOB. [lopsgok odopMiaeHUs NEepBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX peructpoB. OCHOBHBIE U JOINOJHUTEIIbHBIE PEKBU3UTHI
OyXraJITepCKUX  JOKYMEHTOB. Ha3HaueHWe  pEKBU3WUTOB, NPHUMEHSIEMBIX B
OyXTaJITepCKUX JOKYMEHTAX.

CamocrosiTesibHas padora. Oprasu3almoHHO-pacopsAIUTEIbHASL
nokymenTaiusi B cucreme MUYC Poccun. OdopmiieHne UHCTPYKIUN, MPOTOKOJIOB.
ConeprxaHue U Ha3HAUYCHHE CITY>KEOHBIX IMHCEM, CITY>KEOHBIX 3aITUCOK.

Pexomenayemasi sureparypa:

ocHoBHas [1];

nonoiaHuTenbHas: [1].

Tema 5. IlpaBuna  o¢gopmieHuss HHPOPMALHMOHHO-CIIPABOYHbBIX
AOKYMEHTOB

Jlekuusi. Buasl mH()OpManmoHHO-CIIPAaBOYHBIX JTOKyMEHTOB. OdopmieHue
JOKJIAJHBIX M OOBACHUTENBHBIX 3aMUCOK. Buabl M MmopsaoK opopMIIEHUs aKTOB.
Bunbl cinyxeOHbix nuceM. Odopmienue ciuyxeOHbix nuceM. Odopmienue
TenerpamM. Bunbl 1 opopmiieHre crnpaBok.

IIpakTuyeckoe 3anaTue. Od¢opmieHne HHOOPMALMOHHO-CIIPABOYHON
JOKyMeHTauuu. Buibl HaydHbIX padoT.

CamocrositenbHass padora. OdopmieHHe pe3yibTaTOB Hay4HbIX padoT.
OdopmieHue crucka UCIoJIb30BaHHOM JIUTEPATYPHI.

Pexomenayemasi iureparypa:

ocHOBHas [1];

JOTIOJIHUTEIIbHAS: [2].

Tema 6. O0uUiT MOPAAOK PAdOTHI ¢ JOKYMEHTAMH B OPraHU3alMHU

Jlekuusi. Ilpuem u nepBuyHas o00pabOTKa BXOJAUIMX JIOKYMEHTOB.
IIpenBapuTenbHOE PACCMOTPEHUE M pacHpeleleHHe IOKyMEHTOB. Peructpanus
BXOJIAILIEH KOppPECTIOHIeHIUU. Buabl HeperucTpupyemsix 1oKyMmeHToB. O0paboTka u



OTIpaBKa HUCXONAIIUX JOKYMEHTOB. [IpoBepka mNpaBUIBHOCTH OQOpPMIICHUS
UCXOJAIMX JOKyMeHTOB. JKypHanbHas U KapTo4yHash CHCTEMa pETHCTpaluu
JIOKYMEHTOB. ABTOMaTU3UPOBAHHASI CUCTEMA PETUCTPALUU IOKYMEHTOB.

KoHTposib 3a CpoKamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTHU3HPOBAaHHBIN
KOHTPOJIb 32 UCIIOJTHEHUEM JTOKYMEHTOB.

Opranusanusi ONepaTUBHOTO XpaHEHHs JAOKYMeHTOB. HomMmeHknarypa aen B
opraHuzanuu. TpeOOBaHMS MO COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATY bl AL

IIpakTnuyeckoe 3ansitue. [lopsaok QopMupoBaHus 1€l B OpraHu3aluu.
[Topsimox odopmiierust aen. Cucrematuzanus J0KyMeHTOB. OdopmiieHre 00JI0KKU
nena. CocraBiieHHe BHYTpeHHeW onucu jena. OpraHu3anus XpaHeHUs! JOKYMEHTOB.
OO61mwmit mopsAoK paboThl ¢ JOKYMEHTAMH B OpraHU3allUH.

CamocrosiTeibHas padoTa.

DKcrepTr3a UEeHHOCTH NOKyMeHTOB. [lopsiaok nepenaun nen B apxuB. Cpoku
XpaHeHus TOKyMEeHTOB. [1opsiioK YHUUTOKEHHS] JOKYMEHTOB.

[Topsimok paGoThl ¢ MUCHMEHHBIME OOpAIICHUSAMU TpakaaH. Bumbl obpareHuit
rpaxaad. Cpoku paccMOTpeHust oOpamieHuid rpaxnaad. KoHTponp 3a HCIONTHEHHEM
oOpallleHH TpaKJIaH.

Pexomenayemas aurepartypa:

ocHOBHas [ 1,2];

nononHuTenbHas: [1,2].

Tema 7. KyabTypa aeq0BOM NHCbMEHHOW pe4u: HUCTOPUSA H
COBPEMEHHOCTh

Jlexkuus. OCHOBHbBIE aCIEKTHI KYJIbTYpPHI A€NI0BOM peun. HopMaTUBHBIN acliekT
KyJIbTypbl peud. KOMMYHHMKAaTUBHBII acCHEKT KyJbTYpbl peUHd. DTUYECKHI acleKT
KYJbTYpbI peun. McTopus pycckor AeI0BOM MHUCbMEHHOCTU U PAa3BUTHE JOKYMEHTA.
Hpenuii nepuoa. Ilpukaznoint mnepuon. Kosmexckuii nepuon. MuHUCTEpCKU
nepuo. COBETCKHI M MOCTCOBETCKUI MEPUO.

IIpakTuyeckoe 3aHsATHe. OCHOBHBIE AaCHEKTHl KYJIbTYPhl JEJIOBOM pPEYM.
Hcropus pycckon 1e10BOM NMCBMEHHOCTH M Pa3BUTHE JOKYMEHTA.

CamocrosiTesibHast padora. VHTepHAMOHAIBbHOE W HAIMOHAJIBHOE B
ciny>keOHOM JIokyMeHTe. TouHOocTh M MOHATHOCTh. KosnernanbHocTh. TouHas
agpecHOCTh. TeMarnueckass OrpaHUYEHHOCTb. CBOEBPEMEHHOCTh U AKTYaJlbHOCTD.
JlocTOoBEpHOCTh M OOBEKTUBHOCTb. Y OEIUTENBHOCTh U JIOTUYHOCTH. [lomHoTa M
CKATOCTh M3JIOkKEHUs. HENTpanbHOCTh U3II0KEHHUS.

Pexomenayemasi sureparypa:

ocHoBHas [1,2];

nomnoHUTeNbHas: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KEOHOI'0 JOKYMEHTA

Jlekuusa. Cranpaptusanus s3blka JOoKyMeHTa. CraHmapTus3anus JIEKCHKH.
CnenuanpHas JIEKCMKA, CBOWCTBEHHAS TOJIBKO KaHLEISAPCKOW peun. CnenuanbpHas
TEPMUHOJIOTHYECKAsA JIEKCUKA, BBIPA)KEHHAS OTIJIArOJIbHBIMU CYLIECTBUTEIbHBIMHU.
CneumanbHass ~ oTpacieBas — TEPMHMHOJOTHYecKas — Jekcuka.  CrenuanbHble
0003HaueHUs JIIOJIeH MO0 KAKOMY-JTMOO Mpu3HaKy wid aerctBuio. CraHgapTu3anus



CJIOBOCOYETAHUM. Y CTOWYMBBIE CIOBOCOYETAHUS C IPOU3BOJHBIMHU IPEIJIOTAMMU.
VYcroliuuBble  CIOBOCOYETAHMSI ~ ATUKETHOTrOo  Xxapakrtepa.  CrangapTtuzanus
npemioxenuil. [Ipsmoit mopsiok ciioB. [IocTOAHHOE MECTO BTOPOCTENEHHBIX YJIECHOB
npemnoxkenus.  Pacmonmokenne  cnmoB mo  WH(DOPMATUBHOW  3HAYUMOCTH.
[Ipeobnananue cTpamaTtelbHbIX KOHCTPYKIMH. PacmnpocTpaHEHHOCTh MPOCTOro
npeanoxenus. Kynerypa ciioxkHoro mnpennoxeHus. CrangapTus3anus TEKCTa.
CBS3HBIN TEKCT € TPAAUIIMOHHON JTMHEWHON 3aNUChI0. CBA3HBIN TEKCT € 3alMCBIO 11O
Tpadapery. Tekcr-ankera. TekcT-rabnuia.

IIpakTueckoe 3ansitue. SI3b1koBBIC TPeOOBAHUS K O(DOPMIICHUIO PEKBU3UTOB
nokyMeHta. PekBusut «HammeHoBaHue — opranuzanum». PexBusur  «Jlata
nokymeHTa». PexBu3uT «Anpecat». PexBu3ut «I'pud yTBEpKIEHHS TOKYMEHTa.
PexBusut «Pe3omoonus». PekBU3UT «3arojioBok K TekcTy. «PekBusut «lloanmuchy.
PexBusut «Tekct nokymeHTa». Buapl u TUIIBI COKpaALICHHM.

CamocrositeibHasi padora. S3pikoBoe O(DOpMIICHHE JIMYHBIX TOKYMEHTOB.
OOpa3upr  3asBieHuit. OOpaszenm uWCKoBoro 3asBiaeHuss B cya.  OOpasimbl
noBepeHHocTel. ABToOuorpadwus. Pestome. [lenoBoe muchbMO: BUIBI U S3BIKOBOE
oopMieHHE.

Pexomennyemasi iureparypa:

ocHOBHas [ 1,2];

nononHuTenbHas: [1,2].

Tema 9. PenakTupoBanue TeKCTa CJIy:Ke0HOI0 JOKyMEHTAa

Jleknusi. Meroanka pegakTUPOBAHUST M TEXHHUKA TMPaBKU CIYKEOHBIX
JOKyMEHTOB. MeTonuka penakTUpoBaHUsl JOKyMeHTa. [lepBwiii »Tam paboThl ¢
TEKCTOM JOKyMeHTa. BTopoi stam paboOThl ¢ TEKCTOM JOKYMEHTa. TpeTuil stam
pabOThI C TEKCTOM JIOKYMEHTA.

IIpakTuyeckoe 3ansiTue. TexHruka NMpaBKu JOKyMeHTa. TUNMHUYHBIE OMIMOKHU B
SI3bIKE U CTHJIE JJOKYMEHTOB. JIOTMKO-CMBICTIOBBIE OMIUOKHU. JIekcHuecKue OIIMOKHU.
Mopdonornueckne  ommOku.  CuHTakcuyeckue  ommOku.  HempaBuibHOe
ynoTpeOJieHne najexa U npeajiora nocie ynpasistomux ciioB. Opdorpaduueckue u
MyHKTYallMOHHBIEC OITUOKH.

CamocrositesibHast padora. Hapymenus pedeBoro »stukera. IIpaBuna
PYCCKOI'0 3THKETa

Pexomenayemasi sureparypa:

ocHOBHas [1];

JOIOJIHUTENbHAS: [2].

3a04HOI (pOpMBI 00yYeHH S

Tema 1. OcHOBBI OPraHU3alMHU AEJIONPOU3BOACTBA

Jlekuus. Benenune noxkymMeHTOB 10 XV B. YyeTHble NOKyMEHTHI [[peBHEn
I'perun, Jlpesuero Erumnrta, [IpeBHero Puma, Illymepo-BaBUIIOHCKME ITOKYMEHTHI.
@opmbl JOKYMEHTOB. CpencTBa 3alIUThl JOKYMEHTOB. DYyHKIIMU JOKYMEHTOB: YYET,
yIpaBJIEHUE U KOHTPOJIb.

@opMHUpOBaHUE MPUKA3ZHON YIPABIECHUYECKONM CHUCTEMBI JEIOIPOU3BOJCTBA.



Cucrema oOmiero neiaonpou3BojcTBa. CTPYKTypHBIE TMOJpa3JeieHUs] MPUKA30B.
Boennasi, auniomaTtuyeckasi, CTaTUCTUYECKas, ydeTHass AokKymeHTauus. [IpaBuna
coctaBieHuss W OhOpMIICHHS JOKYMEHTOB. Kouexckoe enonpou3BOCTBO.
Crpykrypa koseruii. Bunbl qokymeHToB. Peructpanus qokyMmeHToB. OpraHu3anus
KOHTPOJISI 32 UCTIOJIHEHUEM JJOKYMEHTOB.

HenonpousBoactBo XIX-nauana XX B. Opranuszanusi paboTsl ¢ JOKyMEHTaMHU
B MUHHCTepcTBax. [looxkeHrne o MUCHhMOBOJICTBE U JEIOMPOU3BOACTBE B BOCHHOM
BEJIOMCTBE.

IIpakTHuyeckoe 3aHsiTue. Pa3BUTHE COBETCKOTO JACIONPOU3BOACTBA. DYyHKIIMU
METOAUYECKOrO0 IIEHTpPa IO PYKOBOJCTBY PpALMOHAIM3ALHUEN JIEJIONPOU3BOJICTBA.
biopo cranmaptuzaumu  BCHX CCCP. OchHoBHble mnojoxeHuss EauHoi
rocynapctBeHHo cuctembl aenonpousBoacTBa (EI'CJ]). Co3manme Egunoit
rOCyJapCTBEHHOM CHUCTEMbl  JOKYMEHTAI[MOHHOTO O0OECIeueHUs  yIpaBIICHUS
(ETCHOY). [Ilpomecc crangapTu3anud W yHU(PUKAIMA  OPTaHU3AIMOHHO-
pacriopsiauTenbHOM  JokyMeHTaluu. Co3gaHue ABTOMAaTU3UPOBAHHOM CHUCTEMBbI
ynpasieanss (ACY) um OOmerocyapcTBEHHON CHUCTEMBI cbopa W 00pabOTKH
uHpopMalMu s yyera IUIAaHUPOBAHUS W YINPABJICHUS HAPOJHBIM XO35HCTBOM
(OI'AC).

CamocrosiTebHas pabora. ['ocynapcTBeHHOE pEryJINpOBaHHE
NEJIONIPOU3BOACTBA B PO. HopmartusHo-nipaBoBo€ peryiaupoBaHue
JTOKYMEHTHpPOBaHUS W palboThl ¢ jgokymeHTamu. [lomHomouusi denepanbHOro
apXMBHOI'O AareHTCTBa IO OOECIEeUEHUIO COOJIOJCHUSI TMpaBUJl  XpPaHEHUS,
KOMILUIEKTOBAaHMS, y4Y€Ta M HCIOJIb30BaHUA apXUBHBIX JTOKyMeHTOB. [IpaBuna
JIEJIONIPOU3BOCTBA B (heJiepalIbHBIX OpraHax MCIOJHUTENbHON BiacTu. CTaHAApTHI,
yCTaHaBJIMBAIOIIKE MTpaBuia opOpMICHHUS JOKYMEHTOB.

Pexomenayemasi iureparypa:

ocHoBHas [1,2];

nonosHutenbHas: [1, 2].

Tema 2. Opranuszanus cJayK0bl 1eJ10NMPOU3BOACTBA

Jlekuusi. OpranHuzanusi CiykObl JIEJONPOU3BOJCTBA B TOCYAapCTBEHHBIX
opraHax. TpeOoBaHMs K OpraHu3aluu JOKYMEHTOOOOpoTa B (eaepalilbHOM OpraHe
UCIOJIHUTENbHON  Biacth.  OpraHuzanus  CiaykObl  J€JONPOM3BOACTBA  HA
npeAnpusaTUsX. Turmosas cTpykTypa ciyx0os JJOVY.

3amaun  cmyxObl  genonpou3BoAcTBa. TexHonornueckue ¢yukmuun JOVY.
Opranmzanmonnsie  Qynkiuu  J1OY. Koutponshbie ¢yHkuun ciayx0er JIOVY.
Meronuueckne — pynkmuu  JJOY.  CrpykTypa  TONOXKEHHS O  CIyxOe
nenornpou3BoAcTBa. Opranuzaius B3auMoaeucTBus ciykosl JIOY co cTpyKTypHBIMH
NoApAa3ACICHUAMU NpeANPUITUS (YUPEKICHHUS).

CucteMbl KOJUIEKTUBHOM 00paOOTKM JOKYMEHTOB. KOMILIEKCHBIE CUCTEMBI
YIPABJICHUS TOKYMEHTaM.

IIpakTnyeckoe 3ansitue. Opra"uzanus CIy>KObl  J€IONPOU3BOICTBA.
Opranuzanus nokymeHToobopota. ®opmbl  pabOTBl € JTOKYMEHTaMU B
opranuzauusx. [lopsinok 00paboOTKK JOKYMEHTOB.

CamocrosiTeibHAss  padoTa. ODJIEKTPOHHBIE CHCTEMBI  JOKYMEHTALIUH.



OcobeHHOCTH pabOTHl C AJIEKTPOHHBIMU JIOKYMEHTaMU B (elepaibHbIX OpraHax
VICTIOJIHUTENBHOU BJACTH. [IOpSAI0K MCIONB30BaHUS 3JIEKTPOHHBIX MOANUCENA. Bubl
ANEKTPOHHBIX Moanucedt. Opranu3aiys 3auUIeHHOro T0KYMEHTO000pOTa B CETH.

Pexomenayemas uteparypa:

ocHoBHas [1,2];

JNOTMOJTHUTEINbHAS: [2].

Tema 3. IlpaBuna noaroroBku u O0GOpMJICHHS OPraHU3ALMOHHBIX
AOKYMEHTOB

CamocrosiTtenbHas padora. O0iue TpedoBanus no 0(hOPMIICHUIO JOTOBOPOB.
CrpykTypa  rpaxJaHCKO-IpaBOBBIX  J0roBopoB.  CoaepxkaHue  IPETEH3HH,
pexnamanuu. Ilopsmoxk odopmiaeHuss HCKOBBIX 3asgBieHuil. OOmmMe mpaBuiIa
odopmiieHUs1 TOKyMEHTOB. 3aiauu ['ocy1apcTBEHHON CUCTEMBI JOKYMEHTAMOHHOIO
obecrieuenus  ympasienuem (I'CJJOY) wu  yHUGUIMPOBAHHOW  CHCTEMBI
noxymenTaruu (YCJI). Tpeboanust k opopMICHUIO PEKBU3UTOB JOKYMEHTOB. BUIbI
nokymeHToB. @opmaTsl Oymaru v nosisd. bilanku 1OKyMEHTOB.

Bunbl opraHu3aliMOHHBIX JOKYMEHTOB. PEKBU3HUTHI yCTaBa, yUpeIUTEIbHOIO
0roBopa. Buasl 1 mopanok opopmMiIeHHUs MONOXKEHUN, ONPENESIOIUX CTPYKTYpY,
KOMIIETEHLIMIO W OpraHu3auuio padotel npeanpustus (yupexzaenus). CTpykTypa
MOJIO)KEHUH, PErIaMeHTUPYIOIIUX JAESITeNIbHOCTh JOJDKHOCTHBIX JHL. Buasl u
CTPYKTypa MHCTPYKIMNA. PekBU3UTHI UHCTPYKIUK. Buasl pernmamentoB. TpeboBaHus
10 0(hOPMIICHHIO pPErjaMeHTa.

OdopmiieHrne HOPMATUBHO-NPABOBBIX AaKTOB OPraHOB  HMCIOJHUTEIHHOM
Bractu. OdQopMmieHue pacrnopspDKeHHU, TMOCTAHOBJIICHHM, pEIICHHM, MPUKa30B.
[IpaBuiia noAroTOBKU U OPOPMIIEHHUSI OpTraHU3AIIMOHHBIX JOKYMEHTOB

Pexomenayemasi iurepartypa:
OCHOBHas [2];
nonosHutenbHas: [1,2].

Tema 4. IlpaBuwia noaAroroBku M oGopMJIeHHS PACHOPSAIMTEIbHBIX
AOKYMEHTOB

CamocrosiTesibHas pabora. Oprasu3almoHHO-pacoOpsAIUTEIbHASL
nokymeHnTaiusi B cucreme MUYC Poccun. OdopmiieHne UHCTPYKIUN, MPOTOKOJIOB.
ConepxaHue W Ha3HAYEHUE CIYXKEOHBIX THCEM, CIYXEOHbIX 3amucok. Bumbl
pacnopsIUuTEeIbHBIX JOKyMEHTOB. OdopMileHHEe PACTOPSIUTEIHHON TOKYMEHTAIUH.

Bunet u mopsnoxk odopmiienus npuxazoB. OdopmieHHe pacmopsiKeHUM.
Odopmienne pemenus. OdopmiieHre MPOTOKOIA.

[Topsimok JOKyMEHTHUPOBAHUS TPYJOBbIX OTHOLIEHUW. Co/iepKaHue IITaHHOTO
pacnucanusa. [lpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmiaeHue
TOJDKHOCTHOW ~ WHCTpyKmuu. OdopmileHne TpyJIOoBOTO JOTOBOpA. PeKBH3WTHI
IPUKA30B 10 JUYHOMY COCTaBY.

Pexomenayemas ureparypa:
ocHOBHas [1];



JonoHuTeNbHas: [1].

Tema 5. IIpaBuna odopmieHuss HHEPOPMALMOHHO-CIIPABOYHBIX
AOKYMEHTOB

CamocrositenbHass padora. OdopmieHne pe3yibTaTOB HAay4HBIX padoT.
OdopmiieHre chnucka HCHOJAB30BAHHOW JUTEpaTypbl. Buael HHPOpMaUOHHO-
CIPABOYHBIX JOKYMEHTOB. OQopMiieHHuEe NOKIAJAHBIX U OOBSICHUTENbHBIX 3aIHCOK.
Bunbl u nopsipok odopmiieHuss aktoB. Bunbl ciyxeOHbix nucem. OdopmiieHue
ciyxe0Hbix muceM. Odopmiienne tenerpamMm. Buabl u opopmieHue cpaBok.

Odopmienre MHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTalUMU. Buabsl HayuHBIX
pabor.

Pexomenayemasi iureparypa:
ocHoBHas [1];
JOTOJIHUTEINbHAS: [2].

Tema 6. O0muii nOpsAOK padoThI € JOKYMEHTAMH B OPraHU3aLMHU

CamocrosiTesibHass padora. DKCHepTU3a LUEHHOCTH AOKYMEHTOB. llopsmok
nepenayn nen B apxuB. CpoKM XpaHEHHs] JOKyMEHTOB. [lopsiaok yHUYTOXEHUs
JOKYMEHTOB.

[Topsinok paboThl ¢ MMCbMEHHBIMU OOpaIIeHUSIMU IpakaaH. Buabl oOpanieHuit
rpaxaad. Cpoku paccMOTpeHMs oOpalieHuid rpaxaaH. KoHTpoip 3a MCIONHEHHEM
oOpamenuit rpaxnad. [Ipuem u nepBuuHas oOpabOTKa BXOJSAIIMX JIOKYMEHTOB.
[IpenBapuTenbHOE pPACCMOTPEHUE U pacHpelielieHHe JOKyMeHTOB. Peructpanus
BXOJSIIIeH KoppecnoHAeHInU. Buibl HeperucTpupyemMsix JokyMeHToB. O0OpaboTka u
OTIIpaBKa HCXOJAIIMX JOKyMeHToB. IIpoBepka mnpaBuUiIbHOCTH OQOpPMIICHHUS
UCXOIAIMX JOKyMeHTOB. JKypHanmpHas U KapTo4yHas CHCTEMa pErucTpaluu
JOKYMEHTOB. ABTOMAaTH3UPOBAaHHAsl CUCTEMA PETUCTPALMHU JTOKYMEHTOB.

KoHTposib 3a CpoKamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTHM3HPOBAaHHBIN
KOHTPOJIb 32 UCIIOJTHEHUEM JTOKYMEHTOB.

Opranusanusi onepaTUBHOTO XpaHEHHs] AOKyMeHTOB. HomeHknarypa aen B
opranu3anuu. TpeOoBaHUs MO COCTABIECHUIO U O()OPMIIEHUIO HOMEHKIIATYPbI JIE.

[lopsinok ¢popmupoBanusi nen B opranuzanuu. llopsmox odopmiieHus ped.
Cucrematuzanuss JoKyMeHTOB. OdopmiueHue o6noxku gena. CocraBieHue
BHyTpeHHell omucu jena. OpraHusanusi XpaHeHus NOKyMeHTOB. OOLuil mopsiok
paboThI C JOKYMEHTaMH B OpraHU3aluu.

Pexomenayemasi iureparypa:
ocHoBHas [1,2];
nonosHuTenbHas: [1,2].

Tema 7. KyabTypa ae0BOM NHCHbMEHHOW pe4d: HUCTOPUSA H
COBPEMEHHOCTh

CamocrosiTesibHast padora. HMHTepHALMOHAIBRHOE W HAIMOHAJIBHOE B
cy>)keOHOM JIoKyMeHTe. TouHOCTh M TMOHSATHOCTh. KosernanbHocTh. TouHas



aapecHocTh. TemaTudeckas OrpaHHMYE€HHOCTb. CBOEBPEMEHHOCTb U AKTYaJbHOCT.
JIOCTOBEpHOCTh M OOBEKTUBHOCTb. Y OEAUTENBHOCTh W JIOTMYHOCTh. [lonHoTa M
CKAaTOCTh M3N0keHUsA. HelTpanbHOCTh n3i10kKeHUs. OCHOBHBIE ACHEKTHI KYJIBTYpPBI
NenoBOM peun. HopMaTuBHBIN acnekT KyJbTypbl peud. KOMMyHUKaTUBHBIA aCHEKT
KYyJBTYpbl P€YM. DTUYECKUM aCIeKT KyJIbTypbl pedn. McTopus pycckod AEenoBOU
NMCBMEHHOCTH W pa3BUTHE JTOKyMeHTa. JlpeBHmii mnepuon. lIpukasHon mnepuogn.
Komnexckuit nepuon. Munucrepckuii nepuol. COBETCKMA H  MOCTCOBETCKHUI
nepuoa. OCHOBHBIE aCMEKThI KyJIbTYpbl J€J0BOM peuun. McTopus pycckon AenoBou
NMCbMEHHOCTH U Pa3BUTHE JOKYMEHTA.

Pexomenayemasi sureparypa:
ocHoBHas [1,2];
nomnoHUTeNbHas: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KEOHOI'0 JOKYMEHTA

CamocrosiTeibHass padora. f3pikoBoe 0GOPMIICHHE ITUYHBIX TOKYMEHTOB.
OOpasupl  3asBiaeHuil. OOpazeny uUCKoBoro 3asBieHuss B cyld. OOpasibl
noBepeHHocTel. ABToOuorpadusi. Pestome. JlenoBoe MUCBMO: BUIIBI U SI3BIKOBOE
opopmiienue. Cranmaptuzanus s3blka JokyMmeHTa. CranmapTu3anusi JIEKCHUKH.
CneunanbHasi JIGKCHKA, CBOMCTBEHHAs TOJIBKO KaHIEISpCKoW peun. CrenuanbHas
TEPMUHOJIOTHYECKAsl JIEKCHKA, BBIPAXKEHHAS OTTJIArOJIbHBIMU CYLIECTBUTEIbHBIMHU.
CnenuanpHass ~ oTpacieBas ~ TEpMHUHOJIOTMYECKass  Jiekcuka.  CrenuanbHble
0003HaueHHUs JIIOJIeH MO0 KaKOMY-JTMOO Mpu3HaKy wid ferctBuro. CraHmapTu3anus
CJIOBOCOYETAHUM. Y CTOWYMBBIE CJIOBOCOYETAHUS C IPOU3BOJHBIMHU IIPEIJIOTAMMU.
VYcroliuuBble  CIOBOCOYETAHMSI  3TUKETHOro  xapakrtepa.  CrangapTtuzanus
npemioxenuil. [Ipsmoit mopsiok ciioB. [IocTOAHHOE MECTO BTOPOCTENIEHHBIX YJIECHOB
npemnoxkenus.  Pacmonmokenne  cimoB mo  WH(DOPMATUBHOW  3HAYUMOCTH.
[Ipeobnananue cTpamatelbHbIX KOHCTPYKIMH. PacnpocTpaHEHHOCTh MPOCTOro
npeanoxenus. Kynerypa ciioxkHoro mpennoxeHus. CrangapTus3anus TEKCTa.
CBS3HBIN TEKCT € TPAAUIIMOHHON JTMHEWHON 3aNUChI0. CBSA3HBIN TEKCT € 3alMCBIO 110
Tpadapery. Tekcr-ankera. TekcT-rabnuia.

S3pIkOBBIE TpeOOBaHUS K OGOPMIICHUIO PEKBU3UTOB JOKYMEHTa. PeKBU3UT
«HamMenoBanue opranuzauum». PexBuzut «/lara nmokymeHTta». PexBuszut
«Anpecar». PexBuzut «['pud yrBepxkaeHus nokymeHnrta». PexBusut «Pe3onrorusy.
PexBuzur «3aronoBok k Tekcry. «PekBusur «llognmuck». PexBusutr «Tekct
JTIOKYMEHTa». BHUIbI ¥ TUIIBI COKpAIICHUH.

Pexomenayemasi iureparypa:

ocHoBHas [1,2];

nonosHuTenbHas: [1,2].

Tema 9. PenakTupoBaHnue TeKCTa CJIy:KeOHOI0 JOKyYMEHTAa

CamocrositesibHast padora. Hapymenus pedeBoro ostukera. IIpaBuna
pycckoro sTukeTa. MeTojauka pedaKTUPOBAHUSI U TEXHUKA MPaBKU CIYKEOHBIX
JOKYMEHTOB. MeTouka pelakTupoBaHus JgoKyMeHTa. [lepBwiif sTam paboOThl C



TEKCTOM JOKyMeHTa. BTopoi stam paboOThl ¢ TEKCTOM MOKYMEHTa. TpeTwil stam
pabOThI C TEKCTOM JIOKYMEHTA.

Texnuka mpaBKH JOKyYMEHTa. TUNWYHBICE OIIMOKM B S3bIKE W CTHUJIC
JIOKYMEHTOB. JIOTHKO-CMBICIIOBBIE OIIIHOKHU. Jlekcuueckue OIIINOKHU.
Mopdonornueckne  ommOku.  CuHTakcuyeckue  ommOku.  HempaBuibHOe
ynoTpeOJieHne najexa U npeajiora nocie ynpasistomux ciioB. Opdorpaduueckue u
NyHKTYallMOHHBIC OITUOKH.

Pexomenayemas jureparypa:

ocHOBHas [1];

JOIOJIHUTENbHAS: [2].

5. MeToanueckne PEKOMECHIAIMH IO OPraHu3alu U3yYCHHUS JUCHUILINHDBI

[Ipun peanuzanuu TpOrpaMMbl JUCIMIUIMHBI HUCIIONB3YIOTCS JICKIIMOHHBIE U
MPaKTUYECKUE 3aHATHUS.

OO0uMMU LENIMU 3aHITUHN SBIISIIOTCS:

000011IeHne, cHUcTeMaTh3alus, YIUIyOJeHHe, 3aKpEeIJIeHUEe TEeOPETHUYECKUX
3HAHWH MO0 KOHKPETHBIM TeMaM JUCITUTLUTHHBL;

dbopMHupOBaHWE YMEHUN NPUMCHATh TIOJYyYCHHBIC 3HAHHWS Ha IPAKTHKE,
peanu3anus eIMHCTBA UHTEJUIEKTYyaIbHON U TPAKTUYECKOMN AESITEIbHOCTH;

BbIpa0OTKa MPHU PEUICHUU MOCTABJICHHBIX 337a4 MPO(PECCHOHATBHO 3HAYUMBIX
KayecTB:  CaMOCTOSITEIbHOCTH,  OTBETCTBEHHOCTH, TOYHOCTH,  TBOPYECKOU
WHUIUATUBBI.

[ensiMu JTeKIIUU SABIISIOTCS:

JaTh CUCTEMATH3UPOBAHHBIC HAYYHbBIE 3HAHUS MO JUCIUIUIMHE, aKI[CHTUPOBAB
BHUMAaHHE Ha HanOO0JIee CIIOKHBIX BOMPOCAX;

CTUMYJIUPOBATh AKTUBHYIO TIO3HABATEIBHYIO NEATEILHOCTh OOYYaIOIIUXCs,
CIocoOCTBOBATh (POPMUPOBAHUIO UX TBOPUYECKOTO MBIIILICHHUS.

B Xxome mnpakTH4yecKoro 3aHATUS OOECHeYMBAETCS MPOLECC AKTHBHOIO
B3aMMOJICUCTBHS 00yYaroUIMXcsl ¢ MpernojaBareneM; npuoopeTaroTcsl TpaKTUIeCKue
HaBBIKM M yMeHUs. l{eap mpakTUUecKoro 3aHsATHA: YIIyOUTh U 3aKpENUTh 3HAHUS,
NOJIyYCHHbIE Ha JIeKIHH; (GOPMHPOBAHHE HABBIKOB HCIOJb30BaHUS 3HAHUM s
pEelIeHUs] TPAKTUYECKUX 3a]ay; BBINOJHEHUE TECTOBBIX 3aJlaHUN IO TPOBEPKE
MOJIYYECHHBIX 3HAHUN U YMEHUM.

CamocrositenbHas pabotra oOydYaronIuxcsi HarpaBieHa Ha yriayOleHue
3aKpeTUICHUE 3HAHUM, TOJNYYCHHBIX Ha JICKIUSAX W JAPYTUX 3aHATHSIX, BBIPAOOTKY
HABBIKOB CaMOCTOSATEIHLHOTO AKTUBHOTO MPHUOOPETCHHs] HOBBIX, JIOMOJHUTEIBHBIX
3HAHWH, MOJATOTOBKY K MPEACTOSIIAM 3aHSITUSIM.

6. OueHOYHBbIE MAaTEePHUAJIBI 110 AUCHUILINHE
Tekyluii KOHTPOJIb YCIIEBAEMOCTH 00ECIIEYMBAET OIICHUBAHUE XO0/1a OCBOCHUS
JTUCHUIUIUHBI, TTIPOBOAUTCS B COOTBETCTBUU C COJEPKAaHUEM JUCIMIUIMHBI 0 BUIAM
3aHATUN B (hOpME OMpOca/I0KIIaI0B/TECTUPOBAHUS.



[IpomexxyTouHasi arrectanusi 00eclieyuBaeT OIEHUBAHUE MPOMEKYTOUHBIX U
OKOHYATEIBHBIX PEe3yJbTAaTOB OOYYEHHsS TO JUCUUIUIMHE, MPOBOJUTCA B (QopMme
3a4era.

6.1. IlpumepHbIE OlIEHOYHbIE MATEPHAJIBI:
6.1.1. Texymero KOHTpOJIA

Tunosbie BONpockl 111 onpoca:

UTto Takoe JOKyMEHTO000pOT?

[lepeurciuTh OCHOBHBIE 33]a4l ABTOMATU3AI[MU JOKYMEHTO000pOoTa

KaxoBbl nmpenMyIiecTBa aBTOMaTU3aluUl JOKyMEHTO000poTa?

TunoBble TeMbI 111 TOKJIA0B:

1.Yuernsie nokymenTsl [peBHeit ['pennn, [llymepo-BaBUIOHCKHE TOKYMEHTHI

2.Yuernsie nokymeHThl peBHero Erunta, JIpeBnero Puma

3.ITepBbie (OpMBI JOKYMEHTOB M MEPBHIE CPEJICTBA 3AIIUTHI JOKYMEHTOB

Tunosble 3a1aHUA 1)1l TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K chepe AeTONPOn3BOICTBRA:

a) opopMIIeHHE CeKpeTapéM MpHKa3a o mpuéme Ha paboTy COTPYIHUKA;

b) odopmieHue cekperapéMm M0 MNpockOe HaYalbHUKA MO3APAaBUTEIBHOMN
TeJerpaMMBbl 1JIsl €r0 MaTepHu;

c) opopmieHue cekpeTapéM Mo Mpochk0e HayalbHUKA CIIYKEOHOM 3alKuCKU B
BBIIIECTOALLY0 HHCTAHIIUIO;

d) odpopmiieHne cekperapémM IpPOTOKOJIA COBEIAHUS PYKOBOIUTENEH OT/IEIIOB.

2. OOBEKT IeI0nponu3BOICTBA — ITO:

a) odopmileHHE IOKYMEHTOB, OTPa)KaIOIIUX BECh CHEKTP YIpPaBICHUYECKOM
NESTENBbHOCTH TPEANPUATHA, a TakKe OpraHu3aluio JOKyMEHTOO0OpoTa B
YUPEKICHUH;

b) cucrema TOKyMEHTOB, CO37JaHHAsI HA OCHOBE €IMHBIX CTaHJAPTOB;

C) IpaBUJIa, ONPEAEISIIONIME OPTraHU3ALMI0 JOKYMEHTUPYEMBIX MTPOLIECCOB Ha
npeANpUSITUY;

d) COBOKYNHOCTH JOKYMEHTOB, IPUMEHSAEMBIX B OIpPEAEIEHHON cdepe
NEeSTENbHOCTH.

2. K ocHoBHBIM 11eM1s1M ¢ty k061 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTPOJIb

C) KOOpIMHALIHS

d) peanuzarnus

6.1.2. IIpome:kyTOUYHOI aTTeCTAIMHA

IIpumepHbIi NepeYyeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT
VYuerHble nokyMeHTHl JpeBHen [ 'penun, Lllymepo-BaBUIOHCKHE TOKYMEHTBI
VYuernbie nokymeHThl JlpeBHero Erunra, /[pesnero Puma
[lepBble (OpMBI JOKYMEHTOB U MIEPBBIE CPEJCTBA 3AILUTHI JOKYMEHTOB
[lepBble PyHKIMU JOKYMEHTOB: YUET, YIIPABIECHUE U KOHTPOJIb
dopmMupoBaHUE NIPUKAZHON YIIPABICHYECKON CUCTEMBI AEJI0IIPOU3BOACTBA.
Cucrema o61iero nenonpou3BojicTBa. CTpyKTypHbIE OApA3/IeIEHUs TPUKA30B



BoeHHas, qunioMaTuyeckas, CTaTUCTHYECKasi, y4eTHask JOKYMEHTALMS.

Komnexckoe nenonpon3BoAcTBo. Buabl 1okyMeHTOB. Opranu3anust KOHTPOIs
3a UCIIOJHEHUEM JOKYMEHTOB

HenonpousBoactBo XIX-nauana XX B. Opranuszanust paboTsl ¢ JOKyMEHTaMHU
B MUHHUCTEPCTBAX

[TonoxeHnue 0 MUCbMOBOJICTBE U JAEIOMPOU3BOACTBE B BOEHHOM BEJOMCTBE

Pa3BuTHE COBETCKOIO AEI0MPOU3BOCTBA

@OYHKIUMUM METOAMYECKOr0 LEHTpa MO0 PYKOBOACTBY pallMOHAIU3ALMEH
JIEJONPOU3BOCTBA

bropo cranaaptuzanuun BCHX CCCP

OcHOBHBIE MOJIOKEHUS Enunoii rocyapCTBEHHOU CUCTEMBI
nenornpousBozactsa (EI'C/)

Co3nanne EnuHOM  rocygapCTBEHHOW  CHUCTEMBI  JIOKYMEHTAI[MOHHOIO
obecnieuenus ynpasinenus (EI'CIOY)

IIpouecc CTaHAApTHU3ALUU " YHU(PUKATUU OpraHU3alHOHHO-
pacnopsAIUTEIbHON T0KYMEHTalUN

Coznanve  ABTOMaTM3MpOBaHHOM  cucrembl  ynpasieHus (ACY) wu
OO6merocy1apcTBEHHON cucTeMbl cOopa W 00paOoTKM MHGOPMALMKU JUIsl y4deTa
IUTAHUPOBAHUS U yIpaBieHUs HapogHbIM x03siicTBoM (OI'AC)

['ocynapcTBEeHHOE peryJIMPOBAHUE AETONPOM3BOACTBA B PO

HopmartuBHO-IpaBOBOE peryivpoBaHUE JIOKYMEHTUPOBaHUS U pabOThI C
JOKyMEHTaMu

[Tonnomounst @DenepaibHOTO ApPXMBHOIO AareHTCTBA IO 0OECIEUEHHUIO
cOOMIONIEHNs TpaBWJ XPaHEHHWs, KOMIUIEKTOBaHMUS, yd4yeTa M HCIOJIb30BaHUS
aApXMBHBIX JIOKYMEHTOB

[IpaBuia penompou3BoACTBA B (pelepalibHbIX OpraHax HCIOJIHUTEIbHON
BJIACTHU

CranaapTsl, ycTaHaBIUBAIOILIUE MpaBuiia 0HOpMIICHHUS TOKYMEHTOB

Opranu3anus ciyk0bl 1eI0MPOU3BOJCTBA B TOCYJaPCTBEHHBIX OpraHax

TpeOoBaHuss K oOpraHuzalvd JIOKYMEHTOOOOpoTa B ¢eaepaibHOM OpraHe
UCIIOJIHUTEIBHOM BIACTH

Opranuzanus ciry»O0bl JeI0MPOU3BOACTBA HA MPEIPUATUAX

Tunosas ctpykrypa ciyx0s1 JIOY

3anaun U GyHKIMU CITY>KObI 1€TONPOU3BOJICTBA

CTpyKTypa MOJIOKEHUS O CITyk0€e JIeI0npou3BOACTBA

Opranuzamust  B3aumojenctBus  ciyx0b6l JIOY  co  CTpyKTypHBIMH
NOAPA3ACICHUSIMH NpeaAnpusITUs (YIpeKICHUS)

Opranuzamnusi JOKyMEHTO00O0poTa

®opmbl pabOTHI C TOKYMEHTaMU B OpraHU3aIUsIX

[Topsimokx 06pabOTKH TOKYMEHTOB

DNEeKTPOHHBIE CUCTEMBI JOKYMEHTALIMH

OcoOeHHOCTH pPabOThl C 3JIEKTPOHHBIMM JOKYMEHTaMH B (heaepaibHbIX
opraHax MCIOJHUTENbHON BJIACTU

[Topsimok MCHOJIb30BaHUSl dBJEKTPOHHBIX MOANUCEH. BuAbl 3JIEKTPOHHBIX
nojamnucen



Opranuzanus 3aiuIeHHOro J0KyMeHTOo000pOoTa B CeTH
TpebGoBanus kK 0HOPMIICHHIO PEKBU3UTOB IOKYMEHTOB

Bunbr nokymentoB. @opmartel Oymaru u nojisi. bianku 10KyMeHTOB
Buabl oprann3zanoHHbIX TOKYMEHTOB

TpeboBanus mo ohopMIEHUIO: yCTaBa, yUpEeAUTEIHHOTO JOTOBOPa

6.2. Illkana oueHUBAHMSA Pe3yJbTATOB NMPOMEKYTOYHOH ATTECTALMU W
KPUTEPUH BbICTABJIEHUS] OLIEHOK
Cucrema OlleHMBAaHMSI BKIIIOYAET:

dopma [Toka3zarenu [IIkana
Kpurepuu BricTaBiIeHUS OLICHOK
KOHTPOJISI | OIICHUBAHMS OLICHUBAHMS
3a4er MPaBWIbHOCTD | IaH NPaBUJIbHBIN, MMOJHBII OTBET 3a4TE€HO
U MIOJIHOTAa | HAa  TOCTAaBJIECHHBIA  BOIMPOC,
OTBETA ITOKa3aHa COBOKYITHOCTb
OCO3HAHHBIX 3HAHUM o
JTUCLIUIUINHE, JIOKa3aTEIbHO
PACKpPBITBI OCHOBHBIE TIOJIOKEHUS
BOITPOCOB; MOTYT OBIThH
JTOMYIIEHbI HEJIOYETHI,

VCIIPABIICHHBIE CaMOCTOATEIBHO
B  IIpolecce  OTBETA; JlaH
MIPaBUJIbHBIN, HEJIOCTATOYHO
MOJIHBIM OTBET Ha MOCTaBJICHHBIN
BOIIPOC, MMOKa3aHo YMEHHUE
BBIICIIUTh  CYIIECTBEHHBIE U
HECYIIECTBEHHBIC MPU3HAKHU,
MPUYUHHO-CJICJICTBCHHBIE CBS3H;
MOTYT OBITH JOITYIEHBI
HEIOYEThl, HCIOPABICHHBIE C
MOMOIIIbIO TPENnoJaBaTess; AaH
HEJIOCTAaTOYHO IIPABUJIBHBIA U
MOJHBIM  OTBET, JIOTMKAa |
MOCJIC/IOBATCIILHOCTh M3JI0KCHUS
MMEIOT HApYIIEHUS; B OTBETE
OTCYTCTBYIOT BBIBO/JIBI.

OTBET  NPEACTaBIsIET  COOOi HE 3aUTCHO
pa3po3HEHHbIE 3HAHUSA C
CYILIECTBEHHBIMU OIIMOKAaMHU TIO

BOIIPOCY; IPUCYTCTBYIOT
(bparMeHTapHOCTb,

HEJIOTHYHOCTD U3TI0KEHUS;
JOTIOJTHUTETHHBIE u

YTOUYHAOIIUC BOIIPOCHI HC
IMPUBOIAT K KOPPCKIOHWHU OTBCTA
Ha BOIIPOC.




7. PecypcHoe obecniedyeHne QM CIUATITHHBI
7.1. JInnieH3UOHHOE ¥ CBOOOAHO PacpOCTPaAHsAEeMoOe IPOrPAMMHOE
o0ecneueHune

[lepedyeHb JUMLEH3MOHHOTO M CBOOOJHO PacCHpOCTPaHSEMOI0 MPOrpaMMHOIO
o0ecreyeHus:

1. JIuuensusa Ne217800111-ore-2.12-client-6196

Boinana «®I'bOY BO Cankr-IletepOyprekuii yausepcurer ['TIC MUC
Poccun» Ha npaBo ucnonb3oBanus: Astra Linux Common Edition penus Open

Cpok aeiicTBus: 0€cCpoUHO

2. JIuienzust Ne217800111-alse-1.7-client-medium-x86 64-0-14545

Boeinana «®I'bOY BO Cankr-IletepOyprekuii yausepcuret ['TIC MUC
Poccumn» Ha nmpaBo ucnonb3oBanus: Astra Linux Special Edition

Cpox aeiicTBus: 0€cCpoUHO

3. Jlumensust Ne217800111-alse-1.7-client-medium-x86 64-0-14544

Beinana «®I'bOY BO Cankr-IletepOyprekuii yausepcurer ['TIC MUC
Poccumn» Ha npaBo ucnonb3oBanus Astra Linux Special Edition

Cpok neiicTBus: 6€CCpOUHO

4. T1IO «P7-Oduc. [IpodheccnonanbHbIN»

Brinana: «®I'BOY BO Cankr-IlerepOyprekuit yauepcuter MUC Poccuny»

Cpok aeicTBusi: 6€CCpoyHO.

7.2. IlpodeccunonaibHbIe 0a3bl JaHHBIX U HHPOPMALIMOHHBIE CTIPABOYHbIE
CHCTEMBI

Nudopmarnmonnas cnpaBounas cucrema — CepBep OpraHoB rocy/1IapCTBEHHOMN
Bnactu  Poccuiickoit  ®Denmepanuu  http:/poccus.pd/  (cBOOOAHBIN  TOCTYM);
npodeccuonanbubie 0a3pl JaHHBIX — [lopTam OTKpPBITRIX AaHHBIX Poccuiickoi
Oenepanuu  https://data.gov.ru/  (cBoOOIHBIM mocTym); ¢eaepanbHbIil  mopTal
«Poccuiickoe oOpazoBanue» http://www.edu.ru (cBOOOIHBIM JOCTYyM); CcHUCTEMa
opULIHMAIBHOTO  ONMyOJMKOBAHMUSI TMPABOBBIX AaKTOB B  JJICKTPOHHOM  BHJIE
http://publication.pravo.gov.ru/  (cBoGomHbINl  nmoctym); denepaibHblii  moOpTa
«CoBepIleHCTBOBaHHE rocyAapCTBEHHOTO YIPABJICHUS https://ar.gov.ru
(cBOOOMHBIN MOCTYyM); JJIEKTpOHHAs OuOIMoTeKka yHHMBepcutTera http://elib.igps.ru
(aBTOPM3O0BAHHBIA JOCTYM); JJIEKTPOHHO-OMOMMoTeunass cucrema «3bC PR
BOOKS» http://www.iprbookshop.ru (aBTopu3zoBanHbI# HOCTYT).

7.3. JIutepaTypa

OcHoBHas:

Eropuenko, T. H. Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANPHUATHH :
yueObHoe mnocobue (kypc nekmui) / T. WN. Eropuenko. — Cumdepononsb
YHuBEpCUTET SKOHOMUKH U yripaBieHus, 2023. — 268 ¢. — TeKcT : 3neKTpOHHbIH //
Hudposoit oOpazoBarenvHbiii  pecypc IPR  SMART : [caiit]. — URL:
https://www.iprbookshop.ru/136265.html



https://www.iprbookshop.ru/136265.html

Ky3nenosa, 1. B. JlokymMeHTHpOBaHHE YHIPaBICHUYECKOW AEATEIbHOCTU
yaeOHoe mocobue nist 6akanaspos / U. B. Ky3nenona, I'. A. XauatpsiH. — 2-¢ u3fl.
— Mockaa : JlamkoB u K, At I1Iu Op Meaua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Tekcr : 2MEKTPOHHBIA // DIeKTpoHHO-OMONmoTeyHass cuctema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JlonmosHUTEILHAS:

bypmuctpos, A. H. KagpoBoe nemonpou3BoJCTBO U CTaHIApPTU3aU TpyJa :
yueOHoe mocooue / A. H. Bypmuctpo, M. Il. Cunsasuna, O. B. Kanununa. —
Cankr-IletepOypr : Cankrt-IlerepOyprckuii nmonurexHuyeckuii yausepcutet lletpa
Benukoro, 2020. — 104 ¢. — ISBN 978-5-7422-7046-1. — TekcT : 371€KTPOHHBIH //
Hudporoit obpazoBarensHbiii  pecypc IPR SMART : [caiitr]. — URL:
https://www.iprbookshop.ru/116130.html

JaitieBa, E. B. Jlemompou3BoJCTBO H JIOKYMEHTOOOOPOT B CHCTEME
rOCyJapCTBEHHOTO W MYHUIIMIIAJIBHOTO YIPaBICHUS : Y4eOHO-METOAMYECKOE
nocobue / E. B. 3aiineBa, H. B. I'onuapoBa. — ExarepunOypr : M3gatenbcTBo
VYpanbckoro yausepcurera, 2017. — 178 ¢. — ISBN 978-5-7996-2233-6. — TekcT :
anekTponubiit // I{udposoit obpazoatenbHbl pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/106363.html

7.4. MaTepuaJibHO-TeXHUYECKOe oDecreyeHmne

Jlns mpoBeneHUsT M OOECIIEUEHUs] 3aHATUM HCMOJB3YIOTCS ITOMEIICHHUS,
KOTOPBIE TMPEJCTABISAIOT COOOH y4eOHBIC ayJIUTOPUU ISl TPOBEJACHUS YUeOHBIX
3aHATHMH, MPEyCMOTPEHHBIX MporpaMMon crernuainTeTa, OCHAII[CHHBIC
000py/OBaHUEM W TEXHUYECKMMH CpPEACTBAaMH OOYYCHHUS: aBTOMATHU3HPOBAHHOE
pabodee MecTO IIpermojaBaTrelid, MapKepHas J0CKa, MYJIbTUMEIHHHBIN IMPOEKTOp,
JTOKYMEHT-KamMepa, Ioca0uHbIe MecTa 00yJarOIIuXCsl.

[ToMemennss IS  CaMOCTOSITEILHOM PabOTBI  OOYYAIOIIUXCS  OCHAIEHBI
KOMIIBIOTEPHOW TEXHUKOW C BO3MOYKHOCTBIO MOJKIKOYEHUS K cetu «MHTepHeT» u
oOecrieueHUEM JOCTyNa K AJIEKTPOHHONW HH(POPMAIMOHHO-00Pa30BATEIHLHOU Cpele
YHUBEPCUTETA.

ABTOPBI: JOKTOP 3KOHOMHUYECKMX Hayk, mpodeccop bapaynun E.H., kangunat
SKOHOMHYECKUX Hayk ['puropesan A.H.


http://www.iprbookshop.ru/99364.html
https://www.iprbookshop.ru/116130.html
https://www.iprbookshop.ru/106363.html
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