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1. lleaun u 3agaun AU CHHUILJINHBI

enn ocBOCHUS IUCHUILIUHBI:

e (opmHupoBaHUE CHCTEMHBIX 3HAHMI 00 OpraHM3aluu JEIONPON3BOICTBA B
YUPEKACHUAX (Ha MPEANPUATHSIX);

e (opmupoBaHME yMEHMN M NPAKTUYECKUX HABBIKOB IO MCIIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUYECKMX M  IPAKTUUYECKUX 3HAHMUM  OCHOB
JEJIONPON3BOCTBA IIPU PELIEHUH TPO(YECCUOHATIBHBIX 3a/au.

Hepeqeﬂb KOMHeTeHHHﬁ, (l)opanyeMbe B Ipouecce N3yICeHUusl TUCIHUIIJINHBI

KoMnerennuu Couepma}me

OIIK-4 Crnioco0eH coCTaBIITh MPOLIECCYyaNIbHBIE U CITYKEOHbIE IOKYMEHTHI

3apaum IMCUMIIMHBI:

o U3YUYCHHUE HOpsAKa OpraHHU3aLHUN JOKYMEHTUPOBAHHUS U
JOKYMEHTO000pOTa;

o M3YyYEHUE OCHOBHBIX MPAaBWJI M TOPAIKA MOATOTOBKH OQOpPMIICHUS,
y4eTa U XpaHEHUs! CIIyKEOHBIX TOKYMEHTOB;

o npUoOpeTeHNE MPAKTUYECKUX HABBIKOB COCTAaBJICHUS, yueTa, XpaHEHUS,
3alUTBl  CIIy’)KEOHOM  JOKyMEHTAalluM B  COOTBETCTBUM C  TpPeOOBaHUSAMU
JOKYMEHTO000pOTa;

o (opMHpOBaHHWE YMEHHUS BECTH JEJIONMPOU3BOJICTBO M Yy4acTBOBAaTh B
BEJICHUHU JOKYMEHTOOOOPOTa B OpraHax rocyJJapCTBEHHOM BJIACTH, FOCYJapPCTBEHHBIX

Y MYHUUUNAIBHBIX OpPraHU3alMsAX, Ha TPEANPUATHAX W OPTraHU3alUsIX CHCTEMBbI
MUYC Poccuu;

o dbopmupoBaHue YMEHUS o pa3paboTke yIPaBIECHYECKOU
JIOKyMEHTAITUH;
o dbopMHpoBaHrE 3HAHUMN, CBSI3aHHBIX CO 3HAHUEM JOKYMEHTAIIMOHHOTO

oOecrnieueHus ynpasieHus B opranax u nozpasneieHusx ['TIC u cnocoOHOCTBIO K
PELIEHUI0 NPABOBBIX, COLMAIBHBIX W KaJpOBBIX BOIPOCOB, CBS3aHHBIX C
NEeSATEIBHOCTIO TOXKAPHO-CIACATENbHBIX MOAPA3ACICHU Ha TEPPUTOPUATBHOM
YPOBHE.




2. IlepeyeHb IVIAaHUPYEMBIX Pe3yJIbTATOB 00y4YeHUs] TUCIHUIJIMHBI,
COOTHECEHHBIX € IVIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeJIbHOM

NpPOrpaMMblI
WHaukaTopsl JOCTHKEHHSI KOMIICTCHITUH [Tnanupyembie  pe3yiabTaThl  OOYYCHHS IO
JUCITUTLTHHE, XapaKTePU3YIOIIUe STaIlbI

(GhopMUPOBaHUS KOMITETSHITHIA

N Konk-4.1 3Hanue TpeboBaHuil K 0hOPMIICHUIO
MPOIECCYAIbHBIX W CIY)KEOHBIX JIOKYMEHTOB,
MOpsIKA ~ OpraHW3allik  JIOKyMCHTHPOBAaHHUS U
JOKYMEHT0000pOTa, OCHOBHBIX ITPABHJI M MOPSAKA
MOJTrOTOBKH O(GOpPMIICHUS, y4YeTa W XpaHCHHS
CIIy>KEOHBIX JOKYMEHTOB

3Haer:

NOPAZOK OpraHu3alliyd  JOKYMEHTHPOBaHUS U
JIOKYMEHT0000pOTa,

OCHOBHBIE IIpaBWJIa M NOPSAIOK IOATOTOBKU
oopmiIeHHs, ydeTa U XPAaHEHUs CIIyKEOHBIX
JIOKYMEHTOB,

JIOKYMEHTALMOHHOE 00ecleyeHus yrnpaBjeHUE B
opranax u nogpaszaenenusx I'TIC

MpaBusia MOATOTOBKH u odopmiIeHHUS
pacropsIMTENIbHBIX JOKYMEHTOB
WJKomnk-4.2 YMeHHE COCTaBIATh Ywmeer:
MPOLECCYAJIbHBIE IOKYMEHTBI, BECTH MPUMEHATh  HABBIKM  COCTABJIEHHUS,  Yy4YerTa,
JIEJIONPOU3BOJICTBO M YYAaCTBOBATh B BEICHUU XpaHEeHUs, 3alUThl CIY>KeOHOU TOKyMEHTAllUU B
JTIOKyMEHTOO00pOTa B OpraHax rocy/IapCTBEHHON | COOTBETCTBUU c TpeOOBaHUSIMU
BJIACTH, TOCYAAPCTBEHHBIX U MYHHUIIUIAIbHBIX JIOKyMEHTO000pOTa,

OpraHu3alMsaX, Ha TPEANPUATUIX U
opranu3zanusax cucrembl MUC Poccun

BECTH JICJIONPOU3BOACTBO M y4acTBOBAaTb B
BEJCHUU  JIOKyMEHTOOOOpOoTa B  OpraHax
rOCyJapCTBEHHOM BIIACTH, I'OCYJApPCTBEHHBIX M
MYHHLMITAIBHBIX OpraHu3alusIx, Ha
OpEeNnpHUATHIX U opraHuzanusx cuctemsl MUC
Poccunu,

pa3pabarbiBaTh YIPaBIEHYECKYIO IOKYMEHTALHIO,
pelars IMpaBOBbIE, COLMAIBHBIE U  KaJpOBBIC
BOIIPOCHI, CBA3AHHBIE C JEATEIILHOCTBIO MOKaPHO-

criacareNbHbIX [OIpa3/IeleHAI Ha
TEPPUTOPHUATIBHOM YPOBHE
N /Kork-4.3 Bnanenne HaBbIKOM COCTaBIICHHS Brnageer HaBbIkOM — pa3paboOTKu  CITy>KeOHOI
MPOLECCYATBHBIX JOKYMEHTOB; COCTABJICHUS, JIOKYMEHTAIH

yueTa, XpaHEeHUs, 3alUThI CIIyKeOHOM
JOKYMEHTAIlMU B COOTBETCTBUHU C TPEOOBaHUSIMU
JOKYMEHTO000pOTa

3. MecTo IUCHUILINHBI B CTPYKTYpPe OCHOBHO# NpodeccuoHaIbLHOM
0o0pa3oBaTeIbHOM NMPOrPaMMBbI

JucuuminHa OTHOCUTCSI K 00s13aTEIbHOM YacTH OCHOBHOM IpodeccroHaaIbHON
o0Opa3zoBaTeIpHOM MporpamMMel crienuanuTeTa no cnenuanbioctu 40.05.03 Cynebnas
IKCcepTH3a crneruain3amnus «HKeHepHO-TEeXHUYECKUE IKCIIEPTU3BI.

4. CTpyKTYypa U CoAepKaHUE TUCHUIINHBI

OO6mr1ast TpyI0€MKOCTh TUCIUTIIUHBI COCTaBIsIeT 3 3a4eTHbIe equHuIbl 108 vacos.




4.1 PacnipeesieHue TPYA0eMKOCTH Y4eOHOH TUCUMILIMHBI 10 BHAaM padoT

1o ceMecTpam u popmMaM 00y4eHHUs

IJISE OYHOM (popMBI 00yUeHUsA

TpynoemMKocTb
. o
By yueOHoH paboTE! 3.€. yac. ceMecTpam
9

OO0mass TpyAOEMKOCTb TUCHUIUIMHBI IO Yy4eOHOMY 3 108 108
TUIaHY
KonTakTHas paborta, B TOM 4uce: o4 o4
AyIUTOPHBIE 3aHATHS 54 54
Jlexuuu (JI) 20 20
[Tpaktuyeckue 3ansatus (I13) 34 34
CamocrositenbHas padora (CPC) 54 54
B TOM YHCIIE:
3aver + +

4.2. TemaTnyeckuii IJIaH, CTPYKTYPUPOBAHHBINM 10 TeMaM (pa3aejaM) ¢
YKa3aHHEM OTBEJICHHOI'0 HA HMX KOJIMYEeCTBA aKaJeMUYECKHX YaCOB U BU/I0B
y4eOHBbIX 3aHATHI

JJIs1 O4HOM (DOpPMBI 00yUeHUSI

KoanuecTBo
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1 2 3 4 5 6 7
1 | OcHoBBI Opranu3anuy A€I0NPOU3BOICTBA 12 2 4 6
2 | Opranuzanus ciy>x0bl AeJIONPOU3BOICTBA 12 2 4 6
3 [IpaBmwiia  MOATOTOBKM W O(QOPMIICHHUS 12 5 4 5
OpTraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBwita mOArOTOBKH U 0(hOpMITCHUS 12 9 4 5
pacToOpsAUTEIHHBIX JIOKYMEHTOB
5 [IpaBuna opopmienus nHPOPMAITUOHHO- 12 5 4 5
CIIPABOYHBIX IOKYMEHTOB
OO0l opsiIoK PadOTHI C JOKYMEHTAMH B
6 HIWIH TIOPAROK P HOKY 12 | 2 4 6
OpTraHu3aIuu
Kynerypa nenoBoi MUCbMEHHON PEYH:
7 | DYARTYpada p 12 | 2 4 6
HCTOPHSI M COBPEMEHHOCTh
OCO00EHHOCTH SI3BbIKA CIIYKEOHOr0 JOKYMEHTA
8 y oKy 12 | 4 2 6




1 2 3 4 5 6 7
9 PemakTupoBaHue TEKCTa CIyKeOHOTO 12 9 4 5
JTIOKYMEHTA
3auer +
HUroro 108 20 34 54

4.3 CopeprxaHue JUCHUILIMHBI 111 00yYAOUIUXCH:

04HOI1 opMbI 00yUeHUSA

Tema 1. OcHOBBI OpraHu3anum JeJJONPOU3BOACTBA

Jlekumsa. Benenne nokymeHtoB 10 XV B. YueTHble JOKYMEHTHI [[peBHEl
I'petun, JlpeBnero Erunra, JlpeBHero Puma, Illymepo-BaBWIIOHCKME TOKYMEHTBI.
@opMbI TOKyMeHTOB. CpezicTBa 3alMThl JOKYMEHTOB. DYHKIIMU TOKYMEHTOB: y4eT,
YIPABJICHUE U KOHTPOJIb.

@opMUpOBaHUE TPUKAZHON YIPABICHUYECKOW CHUCTEMBI JEIONPOU3BOACTBA.
Cucrema oOuiero aenonpou3BojactBa. CTPYKTypHBbIE MOAPA3JCICHUS IPUKA30B.
BoeHHas, aumuioMaTtuyeckas, CTaTUCTUYECKas, ydeTHas JoKymeHTauus. [Ipasuiia
coctaBlieHUsT U odopmieHuss JOKyMeHTOB. Koiexxckoe Jenonpou3BOICTBO.
Crpykrypa kosmeruii. Bunbl nokyMeHTOB. Peructpanusa nokymeHToB. Opranusanus
KOHTPOJIS 32 UCTIOJTHEHUEM JTOKYMEHTOB.

HenonpousBoactBo XIX-nayana XX B. Opranuzanus paboTsl C JOKyMEHTaMU
B MuHucTepcTBax. [lonoxkeHne o MUCbMOBOJICTBE M JEJIONPOU3BOJCTBE B BOEHHOM
BEJIOMCTBE.

IIpakTHyeckoe 3aHsTHE.

Pa3BuTue coBerckoro aenonpous3BoacTBa. DYHKIUU METOAMYECKOrO LEHTpa
[0 PYKOBOJCTBY pallMOHAJIM3ALMEN JEJIONPOU3BOACTBA. BIOpO craHmapTu3anuu
BCHX CCCP. OcHoBHBIE TOJIOXKEHUS EAWHON TrocygapCTBEHHOW CHCTEMBI
nenomnpousBoactea (EI'CJl). Co3manue EnuHON rocyaapCTBEHHONW CHCTEMBbI
JIOKYMEHTAI[MOHHOT'O obecricueHUs yIIpaBJICHUS (ETCHOY). ITpornecc
CTaHAApTHU3ALUU " yYHU(PUKALUU OpraHU3aLMOHHO-PACTIOPAIUTENBHON
nokyMeHtanuu. Co3nanue ABTOMAaTHU3UPOBAHHOW cucTeMbl yrpaBieHus (ACY) u
OO6merocy1apcTBEHHON cucTeMbl cOopa M 00pabOTKM HH(pOpMalLMHM g ydera
MJIAaHUPOBAHMS U yIIpaBieHUs: HapoJHbIM xo3giicTBoM (OI'AC).

CamocrosiTesibHas pabora. I'ocymapcTBenHOE pEeryJINpOBaHHE
NETONPON3BOACTBA B P®. HopmaruBHO-nipaBoBoe pEryJINpOBaHKE
JOKYMEHTHUPOBaHUS W paboTel ¢ pAokymeHTamu. [lonmHomouns denepaibHOTO
apXMBHOIO AareHTCTBa IO OOECNEeUeHHI0 COOJIIOJIEHUS TpPaBWJ  XPaHEHHS,
KOMILUIEKTOBAHMSI, Yy4Y€Ta M UCIOJIb30BaHUS ApPXUBHBIX JOKYMEHTOB. IIpaBuiia
JeJIONPON3BOACTBA B (peliepalibHbIX OpraHax MCIOJHUTEIbHON BiacTu. CTaHAapThl,
YCTaHABJIMBAIOIIKE TpaBUiia OPOPMIICHHUS JOKYMEHTOB.

Pexomenayemas aureparypa:

ocunoBHas [1,2];

nonoaHuTenbHast: [1, 2].

Tema 2. Opranuzanmsi cayk0bl 1eJJ0NPOU3BOACTBA
Jleknusa. Opranuzanusi CiIy»Obl JI€TOMPOU3BOJCTBA B TOCYAapCTBEHHBIX




opranHax. TpeOoBaHHUs K OpraHM3aluu JOKYMEHTOOOOpoTa B (elepalbHOM OpraHe
WCIIOJIHUTENbHOM  Biacth.  OpraHuzanus  ciayKObl  JEJIONPOU3BOACTBA  HA
npennpusaTusx. Tumnosas cTpykrypa ciayx0s1 JJOY.

3amaun ciykObl Jenonpou3BoAcTBa. TexHomornueckue ¢Gyuakmouu JIOVY.
Opranuzanmonnsie  ¢yukiun JOY. Kontponbhbie Qynkuun cayx6os JOVY.
Meronnueckne  pynkmuu  JIOY.  CrpykTypa  TOJOXKEHHS O  CIIyxOe
aenonpon3BoAcTBa. Opranuzanus B3aumMoieicTBus ciry k061 JJOY co cTpykTypHBIMU
NoJIpa3/IeJICHUSIMU MIPEANPUATUS (YUPEKICHUS).

CucremMbl KOJJIEKTUBHOM 00pa0OTKM JOKYMEHTOB. KOMIUIEKCHBIE CHUCTEMBI
YIPABJICHUS IOKYMEHTaM.

IIpakTH4eckoe 3aHsTHE.

Opranuzanus ciayxO0bl genonpon3BoacTBa. OpraHuzanust JOKYMEHTOO0O0pOTa.
®opmbl pabOTHI C TOKyMEHTaMU B opranu3anusix. [lopsaaok o6paboTku TOKyMEHTOB.

CamocrosiTeibHass  padoTra. OJEKTPOHHBIE CHCTEMBI  JOKYMEHTALIVH.
OcobOeHHOCTH paboOThl C 3JIEKTPOHHBIMU JTOKYMEHTaMU B (perepaibHbIX OpraHax
WCTIOJIHUTENBbHOW BiacTu. [IOpAIOK MCHOJIb30BaHUS 3JNEKTPOHHBIX HoAnucei. Buasbl
ANEKTPOHHBIX nofgnuced. Opranuzanys 3auUIIeHHOr0 TOKYMEHTOO00pOTa B CETH.

Pexomenayemas aurepartypa:

ocHoBHas [1,2];

JOTIOJTHUTEIbHAS: [2].

Tema 3. IlpaBuia mnoAroroBKH " O0GOpPMJIEHHS OPraHNU3ANMOHHBIX
AOKYMEHTOB

Jlekuuss.  O6mme  mpaBuna  opopmieHMS ~ JOKYMEHTOB.  3ajayu
['ocynapcTBeHHOW CHCTEMBI JTOKYMEHTAIIMOHHOTO OOECIICUYCHHS  yIPaBJICHUEM
(I'CAOY) u yaubunupoBanHo cuctembl gokymeHtanuu (YCJI). TpeboBanus k
0OpPMIICHUIO PEKBU3UTOB JTOKYMEHTOB. Bunbl gokymeHntoB. dopmarsl Oymaru u
noJsi. biaHku JOKYMEHTOB.

Buapl opraHu3anMoHHBIX JOKYMEHTOB. PEeKBU3UTHI ycTaBa, y4peaUTEIbHOTO
noroBopa. Bujiel u nmopsgok opopMIICHUS MOJ0XKEHUHN, OMPEACNSIONNX CTPYKTYPY,
KOMIIETEHLIMIO U OpraHu3aluio padboTel npeanpustus (yupexzaenus). CTpykTypa
MOJIOKEHUM, PETJIAMEHTUPYIOIIUX JACSATEIbHOCTh JIOJDKHOCTHBIX JUIl. Buasl u
CTPYKTypa MHCTPYKIMMA. PekBu3UTH UHCTpYKIU. Buasl pernamentoB. TpeboBaHuUs
110 O(pOPMIICHHIO PEeTiIaMeHTA.

IMpakTuyeckoe 3anatue. OdopmieHHe HOPMATUBHO-TIPABOBHIX AaKTOB
OpraHOB HCIOJHUTENbHONU BiacTH. OdopMmieHue pacrnopspKeHHM, MOCTAaHOBIICHUIM,
pemeHuii, mpukaszoB. l[IpaBuna moAroToBKM u O(QOpPMIICHHS OpraHU3AI[MOHHBIX
JIOKYMEHTOB

CamocrosiTesibHasa padora. O6mue TpedoBaHus M0 0OPMIICHUIO JTOTOBOPOB.
CtpykTypa  TrpaXxJaHCKO-TIpaBOBBIX  J0roBopoB.  CojaepkaHue  TpETEH3UH,
pexiamanuu. [Topsgok ohopmiIeHUST HCKOBBIX 3asBJICHUIA.

Pexomenayemas sureparypa:

ocHOBHas [2];

JoToNHUTEIbHA: [1,2].



Tema 4. IlpaBwia noaroroBKu M oQOpPMJIEHUSI PacCHOPAIANTENbHBIX
AOKYMEHTOB

Jlexnus. Bungel  pacnopsauTeNnbHBIX  JTOKYMEHTOB. Odopmnenue
pacnopsITENbHON TOKYMEHTALNH.

Buner u mopsamox odopmiienuss mpuxa3zoB. OdopmieHne pacrnopsiKeHUH.
Odopmienne pemenus. OdopmiieHre MPOTOKOIA.

[Topsinok TOKyMEHTUPOBAHMS TPYAOBBIX OTHOIIEHHH. ColiepkaHUe IITAHHOTO
pacnucanus. llpaBuiia BHYTpeHHEro TpyJoBoro pacnopsanka. Odopmienue
JTOJDKHOCTHOM  MHCTpyKuMH. OdopmileHHe TpydoBOrO JOTrOBOpa. PeKkBU3UTEHI
MPUKA30B I10 JIMYHOMY COCTaBY.

IIpakTuyeckoe 3anstue. IlpaBuna moarotoBku u  odopmieHUs
pacnopsiAUTENbHBIX JTOKyMEHTOB. Ilopsnok odopmieHHs NEepBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX peructpoB. OCHOBHBIE M JONOJHHUTEIbHBIE PEKBU3UTHI
OyXraJITepCKUX  JOKYMEHTOB. Ha3HaueHMe  pEeKBU3WTOB, NPHUMEHSIEMBIX B
OyXrajaTepcKux JOKYMEHTaX.

CamocrosiTesibHas paoora. Oprasu3anmoHHO-pacOPAAUTEIIbHASL
nokyMeHrtamusi B cucreme MUYC Poccun. Odopmienne MHCTPYKIUMA, MPOTOKOJIOB.
ConepxaHue U Ha3HAYEHUE CITYKEOHBIX MUCEM, CITY>KEOHBIX 3aMHUCOK.

Pexomenayemas aurepartypa:

ocHOBHas [1];

JIONoJTHUTENIbHAS: [1].

Tema 5. IIpaBuna odopmieHuss  HHPOPMALMOHHO-CIIPABOYHbBIX
AOKYMEHTOB

Jlekuusi. Buasl MHPOpPMaMOHHO-CIIPABOYHBIX JOKyMeHTOB. OdopmieHue
JOKJIaJHBIX M OOBACHUTENbHBIX 3aMMCOK. Buabl W Mmopsaok oQopMIIEHUS aKTOB.
Bunbl cayxebHbix nuceM. Odopmienue ciyxeonbix nucem. OdopmiieHue
TenerpamMM. Busbl 1 ohopmiieHHne CripaBok.

IIpakTuyeckoe 3ansitue. Odopmienue UHGOPMAIIMOHHO-CIIPABOYHOMN
JOKyMEHTaIu. Buapl Hay4HbIX padoT.

CamocrositenbHass padora. OdopmieHue pe3yabTaTOB HAy4HbIX pPadoT.
OdopmiieHne crrcka UCIOJIb30BaHHOM JTUTEPATYPHI.

Pexomenayemas aureparypa:

ocHoBHas [1];

JIOTIOJTHUTEIbHAS: [2].

Tema 6. O0muii NOPAIOK padoThHI € JOKYMEHTAMH B OPraHU3aIUU

Jleknusi. Ilpuem wu mepBuyHas 00paOOTKAa BXOJSANIMX JOKYMEHTOB.
[IpeaBapuTenbHOE pPAacCMOTPEHHE U paclpeiesieHne JOKYMEHTOB. Peructpanus
BXOJSAIIEH KOppPECIIOHIeHIIMU. BUIbI HEperucTpupyemMbix 10KyMeHTOB. O0OpaboTKa U
OTIpaBKa HUCXOMAIIMX JOKyMEHTOB. [IpoBepka mnpaBuiabHOCTH O(OpMIICHUS
UCXOMSIIMX JOKyMeHTOB. JKypHanpHass M KapTOyHas CHUCTEMa PETUCTPaLUU
JIOKYMEHTOB. ABTOMAaTHU3UPOBAaHHAs CUCTEMA PErUCTPAIlUU JOKYMEHTOB.

KoHTpons 3a cpokamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTH3UPOBAHHBIN



KOHTPOJIb 33 UCIIOJIHEHUEM JIOKyMEHTOB.

Opranuszaiusi OnepaTUBHOTO XpaHEHHsI NOKyMeHTOB. HomeHkmartypa nen B
opranuzanuu. TpeGoBaHUs MO COCTABICHHUIO  0(hOPMIICHIUIO HOMEHKIIATYPHI JEI.

IIpakTuyeckoe 3ansarTume. [lopsanox ¢dopMupoBaHus Aen B OpraHU3AIUH.
[Mopsamox opopmiuenus gen. Cucremaruzanust JoOKyMeHToB. OdopmieHre 00JI0XKKU
nena. CocTtaBieHrue BHyTpeHHEH onucu Aena. OpraHu3aius XpaHEeHUs! JOKYMEHTOB.
OO0mmii mopsA0K padoThI C JOKYMEHTAMH B OPTaHU3ALUU.

CamocrosiTesibHasi padora.

DKcnepTu3a HEHHOCTU JOKYMeHTOB. [lopsiok nepenaun aen B apxuB. Cpoku
XpaHeHus JOKyMeHTOB. [1opA10K YHUUTOXKEHUS TOKyMEHTOB.

[Topsinok paboThl ¢ TUCBMEHHBIMU OOpaIIeHUAMHU IrpakaaH. Buabl oOpaiieHuit
rpaxaad. Cpoku paccMOTpeHMsI oOpalieHuid rpaxaad. KoHTpoap 3a MCIOIHEHHEM
oOpallleHu TpaKaaH.

Pexomenayemas qurepartypa:

ocHOBHas [ 1,2];

JornonHurtenbHad: [1,2].

Tema 7. Kyabrypa /1e/i0OBOi NHCBMEHHOW pedyH: UCTOPUS H
COBPEMEHHOCTh

Jlekuus. OCHOBHBIE ACIIEKTHI KYJIBTYPHI A€JIOBOU peun. HOpMaTHBHBIN acliekT
KyJbTypbl peud. KOMMYHHMKAaTUBHBIN acCHEKT KyJbTYpbl pPe€YU. JTUYECKUU aCIEKT
KYJIbTYpbI peun. McTopust pycckor AeI0BOM MUCbMEHHOCTUA U Pa3BUTHE JOKYMEHTA.
HpeBunii nepuon. Ilpukaznoit nepuoxa. Koimexckuil nepuoa. MHHUCTEPCKHIA
nepuoj. COBETCKUH U MOCTCOBETCKUN MEPUO.

IIpakTnueckoe 3aHATHe. OCHOBHBIE AaCHEKThl KYJbTYpPhl JIE€JIIOBOWM pEYM.
HcTopus pyccko 1e10BOM MMCbMEHHOCTH U Pa3BUTUE JOKYMEHTA.

CamocrositesibHast padora. HHTepHAIMOHATBHOE W HAIMOHAJIBHOE B
cy>)keOHOM JIoKyMeHTe. TouHocTb U MOHATHOCTh. KomnernanbHoCcTh. TouHas
agpecHoCTh. TeMarnueckas OrpaHUYeHHOCTh. CBOEBPEMEHHOCTh M AKTyalbHOCTD.
JIOCTOBEPHOCTh UM OOBEKTHUBHOCTh. Y OEIUTEIBLHOCTh U JIOTMYHOCTH. [lonHOTa M
CXKAaTOCTh U3JIOKEeHUA. HENTpanbHOCTh U3II0KEHUS.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

nonogHUTeabHas: [1-2].

Tema 8. Oco0eHHOCTH A3BIKA CJIYKEOHOT0 JOKYMEHTA

Jlekumsa. Cranmaptuzanms s3blka JokyMeHTa. CraHzapTu3anus JIEKCHKU.
CneunanbHas JEKCHKAa, CBOMCTBEHHAs TOJBKO KaHLEIAPCKOM peun. CrienuanbpHas
TEPMUHOJIOTUYECKAsl JIEKCUKA, BBIPAKEHHAs OTIJIArOJIbHBIMHU CYILECTBUTEIbHBIMU.
CnenumanpHass ~ oTpacieBas  TEpMHHOJIOTMYeCKas  Jiekcuka.  CrenuanbHbIe
0003HaueHUs JIIOJIeN MO KaKOMY-TMOO Mpu3HaKy wid JedctBuio. CraHgapTu3anus
CJIOBOCOYETAaHUN. YCTOWUYMBBIE CIOBOCOYETAHUS C IPOU3BOJHBIMHU IIPEAIOTAMMU.
YcroliuuBbIE  CIOBOCOYETAaHMsSI ~ ATUKETHOTO  Xxapakrtepa.  CranpapTtuzanus
npemioxeHuu. [Ipsmont mopsimok citoB. [IoCTOAHHOE MECTO BTOPOCTENEHHBIX YJICHOB
npeanoxxkenus.  Pacmonokenue  ciaoB 1mo  MHGOOPMATUBHOM  3HAYMMOCTH.



[IpeoOnaganue crpagaTebHBIX KOHCTPYKUMUA. PacmpocTpaHEHHOCTh MPOCTOro
npemioxkenus. KynapTypa cioxHoro mnpeioxenus. CraHaapTu3zanus TEKCTa.
CBSI3HBIN TEKCT € TPAAUIIMOHHON JIMHEWHOMN 3anuchi0. CBSI3HBIN TEKCT C 3alUCHIO 110
Tpadapery. Texcr-ankera. TekcT-Tabnura.

IIpakTuyeckoe 3ansaTHE. SI3BIKOBBIC TPEOOBAHUS K 0(OPMIICHUIO PEKBU3UTOB
nokyMeHra. PekBm3utr «HammenoBanme  opranmszanum». PexBusur  «Jlata
nokymeHTa». PekBH3uT «Anpecat». PexkBu3UT «I'pud yTBEpKIECHHS JTOKYMEHTa».
PexBuzur «Pe3omtonns». PekBU3UT «3arojgoBok K TekcTy. «PekBusut «lloamuce.
PexBusut «Tekct nokymMeHTa». BUAbI U TUIIBI COKpAIICHUN.

CamocrosiTeibHasi padora. S3pikoBoe O(QOpMIICHHE JIUYHBIX JOKYMEHTOB.
OOpa3upl  3asBneHuit. OOpaselnr HUCKOBOro 3asBieHuss B cya. OOpasisl
noBepeHHocTed. ABToOuorpadus. Pestome. JlenoBoe MUCbMO: BUIBI U S3BIKOBOE
odopmIICHHE.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

JoToHATEIbHAS: [1,2].

Tema 9. PenakrupoBanue TeKCTa CJIy:KeOHOI0 JOKYMEHTA

Jleknusas. MeTtoauka peJakTUPOBaHUST M TEXHUKA TMPABKU CIY>KEOHBIX
JOKYMEHTOB. MeToiMKa pegakTUpoBaHUsl JAOKyMeHTa. llepBwlid 3Tam paboThl ¢
TEKCTOM JOKyMeHTa. BTopoi stam paboThl C TEKCTOM JOKYMEHTa. TpeTuil aTam
paboThI C TEKCTOM JIOKYMEHTA.

IIpakTuyeckoe 3ansaTue. TexHuka NMpaBKu JTOKyMeHTa. TUNHYHbBIE OMTUOKU B
S3bIKE U CTHJIC JOKYMEHTOB. JIorHKO-cMbICIOBBIE OMMOKH. Jlekcruueckue OnmoOKu.
Mopdonornueckue  ommoOku.  CuHTakcmueckue  ommOku.  HempaBuiabHOE
ynoTpeOJIeHne maie’ka u mpejyiora mocie ynpasistomux cioB. Opdorpadpudeckue u
MYHKTYaIIMOHHBIE OLINOKH.

CamocrositesibHast padora. Hapymenuss peueBoro ostukera. IlpaBuna
PYCCKOI0 3THKETa

Pexomenayemas aureparypa:

ocHOBHa [1];

JOTIOJTHUTEIbHAS: [2].

5. MeToanueckue peKOMeHAAIMHU M0 OPraHU3ANMUM U3YUYEeHUS U CHUIIMHBI

[lpu peammzanuu TpPOTpaMMbl AMCHUIUIMHBI HCIIOJB3YIOTCS JICKIIMOHHBIE U
NPAKTUYECKUE 3aHATHSI.

OOmMMH TENSIMU 3aHATHIA SBIISTFOTCSL:

— 00o011eHue, CHUCTeMaTH3allus, yrayOsieHue, 3aKperuieHue
TCOPETUYCCKUX 3HAHUN 110 KOHKPETHBIM TeMaM JIUCIUTLIUHBI;

— (GopMHpoBaHUE YMEHUI MPUMEHSTH TOJYYCHHBIC 3HAHUS Ha MPAKTHKE,
peanu3anysl eIMHCTBA MHTEIUICKTYJIbHOW M MTPAKTHYECKOW JCSITEIIbHOCTH;

— BbIpa0OTKA MPHU PEIICHUU TIOCTABJICHHBIX 3a/1a4 Mpo(ecCHOHATBHO
3HAYMMBIX KA4eCTB: CAMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUECKOM
MHHUIIAATHBBI.



[enstMu €KUM SBISFOTCS:

— JaTh CHCTEMAaTHU3WPOBAHHbIE HAyyHble 3HAHWS 1O JUCLHUILIIMHE,
aKIIEHTUPOBAB BHUMaHUE Ha HanOoJee CIOKHBIX BOMPOCax;

— CTUMYJHMPOBATh aKTUBHYIO [TO3HABATEJIBHYIO JEATEIbHOCTh O0yUYaOIIUXCs,
Croco0cTBOBaTh (POPMUPOBAHUIO UX TBOPUECKOTO MBIIIIJICHUS.

B Xxozme mnpakTudeckoro 3aHATHS OOECHEYMBAETCA IPOLECC AKTHUBHOTO
B3aUMOJEUCTBUSI O0yUaroluUXcs C MPENnoiaBaTeieM; IpruoOpeTaroTCsl MPAKTUUECKHE
HaBbIKM U yMeHHUA. Llenb mpakTUUecKOoro 3aHATUS: YIUIYOUTh U 3aKpPENUTh 3HAHUS,
[OJyYEeHHbIE Ha JEKIUH; (OPMUPOBAHHWE HABBIKOB HCHOJIb30BAaHUS 3HAHUM IS
pelIeHrs] TPAKTHYECKUX 3ajad; BBINOJHEHHE TECTOBBIX 3aJaHUN MO TPOBEPKE
ITOJTYYEHHBIX 3HAHUN U YMEHUU.

CamocTtosiTenbHast paboTta oOydaroluxcs HampapieHa Ha yriayOieHue u
3aKpeIyieHHe 3HAHW, MOMyYEHHBIX Ha JIEKIMSIX U JAPYTUX 3aHATHIX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEIBHOTO aKTHBHOTO MPUOOPETEHHUS] HOBBIX, JOMOJHUTEIBHBIX
3HAaHUU, TOJTOTOBKY K MPEACTOSIINM 3aHITHSIM.

6. OnleHoOYHbIe MaTEePHUAJIbI N0 TUCHHUILINHE
Texkymuii KOHTPOJIb YCIIEBAEMOCTH 00ECIICUNBAET OIICHUBAHKE X0/1a OCBOCHUS
JTUCIUTUINHBI, TTPOBOJUTCS B COOTBETCTBUU C COJIEP>KAHUEM JUCIMIUIMHBI TI0 BUIAM
3aHATHI B (hopMe Onpoca/IOKIIaA0B/TECTUPOBAHUS.
[IpomexxyTouHas arrectanusi 0OECrEeYMBAET OIICHUBAHUE MPOMEXKYTOUHBIX H
OKOHYATEIbHBIX PEe3yJIbTAaTOB OOYYCHHS IO MUCIMIUIMHE, MPOBOIUTCA B (opMme
3agera.

6.1. [IpumepHbIEe OlleHOYHbIE MATEPHAJIBI:
6.1.1. Texkymero KOHTPOJIA
Tunosbie BONpOCHI AJ1s1 ONIpOca:

1. UTto Takoe J0KyMEHTO000pOT?
2. [lepeunciuTh OCHOBHBIE 33a41 ABTOMATHU3AIMN JOKYMEHTO000pOoTa
3. KaxoBbl mpenMyIiiecTBa aBTOMaTU3AIMU TJOKyMEHTOO00pOTa?

TunoBble TeMbI 1JI1 JOKJIAT0B:

1.Yuernsie nokyMentsl [IpeBueii I'penun, [llymepo-BaBUIOHCKHUE TOKYMEHTHI

2.Yuetnsie n1okyMmeHThl [peBHero Erunta, J[peBnero Puma

3.ITepBbie (hopMBI JOKYMEHTOB U MEPBBIE CPEICTBA 3AIIUTHI JOKYMEHTOB

TunoBsble 3a1aHUA 1JIsl TECTUPOBAHUS:

1. Yto Henb3sg OTHECTH K chepe AeTONpOon3BO/ICTBA:

a) oopMIICHHE CeKpeTapéM IpHKa3a o MpruéMe Ha paboTy COTPYIHHUKA;

b) odopmienne cekperapéM 1o mpochOe HayYalbHHKA IO3JAPaBUTEIBHOMN
TeJIerpaMMBbI JIJISI €70 MaTepu;

C) odopmiieHHe cekpeTapéM Mo MpPochOe HadalbHHKA CIY)KCOHOW 3alUCKU B
BBIIIIECTOSITY0 HHCTAHITHUIO;

d) ohopmiieHne cekpeTapéM MPOTOKOJIA COBCIAHKS PYKOBOJAUTENIEH OT/IEIIOB.

2. OOBEKT JIeI0MpoOnu3BOICTBA — ITO:

a) odopMieHHE TOKYMEHTOB, OTPa)KaroOIIUX BECh CHEKTP YIPaBICHUECKOM
NESTETPHOCTH TPENNPUSATHSA, a TakKe OpraHu3alyio JOKyMEHTOOO0OpoTa B



YUPEXKICHUY;

b) cuctema TOKyMEHTOB, CO37]aHHAsI HA OCHOBE CIMHBIX CTAH/IAPTOB;

C) mpaBuja, ONPEACISIONINEe OPTaHU3AIMIO JOKYMEHTHPYEMBIX IPOIECCOB Ha
TPEIITPHUITHH;

d) COBOKYIMHOCTh JOKYMEHTOB, MpPHMEHSEMBIX B OIpeaelieHHoNn cdepe
JCATCIIEHOCTH.

2. K ocHoBHBEIM 1emsiM cityx0b1 [IOY oTHOCATCS:

a) PYKOBOJICTBO

b) KoHTpOIIL

C) KOOpIMHALIHS

d) peanu3zarus

6.1.2. IIpome:kyTOUYHOI aTTeCTALIMHA

HpHMeprIﬁ NMEPEYCHb BOIIPOCOB, BLIHECCHHBIX Ha 3a4Y€T

1. VYuernole nokyMeHTsl [[peBHen I'penmm, Illymepo-BaBuioHCKue
JTOKYMEHTBI

2. VYuetHble nokymeHTHl JlpeBHero Erunra, /[peBHero Puma

3. [lepBbie (OpMBI JOKYMEHTOB U MEPBBIE CPEACTBA 3AIUTHI IOKYMEHTOB

4. [lepBble PyHKIMN JOKYMEHTOB: YUET, YIIPABICHUE U KOHTPOJIb

S. dopMupoBaHuE IPUKa3HOU yIPABJIEHYECKOU CUCTEMBI
JEJIOITPOU3BOICTBA.

6. Cucrema oOmero paenonpousBoAcTBa. CTpYyKTypHbIE NOJpa3aesieHUs
IIPUKAa30B

7. BoeHHas, nunioMaTnyeckasl, CTaTUCTUYECKAsl, ydeTHAs JOKYMEHTALIHS.

8. Komnexckoe paemonpous3BoAacTBO. Buabl nokymeHTOB. OpraHuzaius
KOHTPOJIS 32 UCTIOJTHEHUEM JTOKYMEHTOB

Q. HenonpousBoactBo XlIX-nawana XX B. Opranuzaums padoOThl C

JTIOKYMEHTaMU B MUHUCTEPCTBAX

10. TlonoxeHwe O THUCHMOBOJICTBE U JEJOMPOU3BOJACTBE B BOECHHOM
BEJIOMCTBE

11.  Pa3BuTHE COBETCKOTO JEIOMPOU3BOJICTBA

12. ®OyHKIUM METOIUYECKOTO IIEHTpa MO PYKOBOJICTBY pallMOHATM3AIACH
JEJIOIPOU3BOCTBA

13.  bropo crangaptuzaruu BCHX CCCP

14. OcHoBHbIE  TOJNOXKEHUSI ~ ENWHOM  roCymapCTBEHHOHM  CUCTEMBbI
nenonpousBoactea (EI'CI)

15. Co3panne EavHONW TOCYyAapCTBEHHOW CHCTEMBI JOKYMEHTAI[MOHHOIO
obecnieuenus ynpasienus (EI'COY)

16. Ilpouecc  crangapTu3auMd W YHU(PUKAIMA  OpPraHU3alMOHHO-
pacnopsIMTeNbHON TOKyMEHTaluN

17. Cosznmanne ABTOMaTU3MpoBaHHOM cucTtembl ympasieHus (ACY) wu
OO6uerocy1apcTBEHHON cUcTeMbl cOOpa M 00pabOTKM HH(pOpMalUM g yuyera
IUTAHUPOBAHUA U yIpaBieHus: HapoAHbIM xo03s1cTBoM (OI'AC)

18. TocymapcTBeHHOE peryupoBaHue JIeI0NpPOU3BOACTBa B PD



19.

HopmaTuBHO-1ipaBOBOE peryaupoBaHue JOKYMEHTUPOBAHUS U pabOTHI C

JIOKYMEHTAMU

20.

[TonHoMounss PenepanbHOrO0 apXMBHOIO AreHTCTBAa MO OOECIEYEHUIO

CO6JIIOI[CHI/I$I I[IpaBujI XpPaHCHUA, KOMIUICKTOBAHUA, Y4UYCTa MW HCIIOJIL30BAHHA
APXHUBHBIX TOKYMCHTORB

21,
BJIACTH
22,
23.
24,

[IpaBuna nenonpousBoicTBa B (heepadbHbIX OpraHax HCIOTHUTEIbHON

CrannapThl, yCcTaHABIMBAIOLIKE TIPaBUiIa 0(hOPMIICHUS IOKYMEHTOB
Opranuzanusi Ciry>O0bl JeJI0MPOU3BOACTBA B TOCYAAPCTBEHHBIX OpraHax
TpeOGoBaHus K OpraHU3alUK TOKYMEHTOO00pOTa B (hesiepaibHOM OpraHe

HCIIOJTHUTEIbHOM BIACTU

25,
26.
217,
28.
29.

Opranuzanusi Ci1y>KO0bl JeI0MPOU3BOACTBA HA MPEITTPUITUAX

TunoBas ctpykrypa ciyx0s1 IOY

3agauu 1 GyHKIMU CITY>KObI I€JIONPOU3BOJICTBA

CTpyKTypa MOJOXKEHUS O CITy>K0€ JeNI0pPOU3BOACTBA

Oprannzanuss B3auMozeicTBust ciayk0el JIOY co CTpyKTypHBIMH

MOAPA3ICIECHUSIMHU NPEANPUITHS (YUPEKICHUA)

30.
31.
32,
33.
34,

Opranuzanusi JOKyMEHTO000pOTa

®opMbI pabOTHI C JOKYMEHTAMH B OPTaHHU3AITUIX

[Topsimox 06pabOTKM JOKYMEHTOB

DNEeKTPOHHBIE CUCTEMBI JIOKYMEHTAIINH

OcobeHHocTr paboThI C AJIEKTPOHHBIMHU JOKYMEHTaMU B (efepaibHbIX

opraHax HUCIOJHUTEIbHOM BIACTH

35.
MMoAIIMcen
36.
37.
38.
39.
40.

[Topsimok UCTIONIB30BaHUS AJIEKTPOHHBIX MOANUCEN. BUIbBI 3JIEKTPOHHBIX

Opranu3zanus 3aUUIIeHHOr0 T0KyMEeHTO000poTa B CETH
TpebGoBaHus K 0HOPMIIEHHIO PEKBU3UTOB IOKYMEHTOB

Bunbl nokymentoB. @opmatsl OymMaru v nojsi. bianku 10KyMeHTOB
Buibl opraHM3aliMOHHBIX JOKYMEHTOB

TpeboBanus 1Mo 0OpMIICHUIO: YCTaBa, YUPEAUTEILHOTO JOTOBOPa

6.2. lllkana ouneHUBAHHUS Pe3yJIbTATOB NPOMEKYTOYHOH aTTeCTALMU M
KPUTEPUH BbICTABJICHUS OLICHOK

Cucrema OLICHUBAHMWS BKJIIOYACT:

®opmMma

Ilokazarenu

KpI/ITepI/II/I BBICTABJICHUS OILICHOK IIIxama oneHUBaHUI
KOHTPOJIA OICHHUBAaHUs
3a4€T MPpaBHUIILHOCTDb JaH HpaBHHBHBIﬁ, IOJHBIA OTBET Ha 3a4TCHO
U IOJTHOTAa ITOCTaBJICHHBIM BOIIPOC, IIOKa3aHa
OTBCTa COBOKYITHOCTH OCO3HAHHBIX 3HaHUM 1O

JUACIUIUIMHE, T0KA3aTeIbHO PACKPBITHI
OCHOBHBIE  IIOJIOXKEHHUSI ~ BOIPOCOB;
MOT'yT 6LITB AONIYHUICHBI HCEIO0YCTHI,
WCIIPABJIEHHBIE  CAMOCTOSITEJIbHO B
Mpouecce OTBETA; JaH NPaBUIIbHBIM,
HEJOCTAaTOYHO MOJHBIM OTBET Ha




IMOCTaBJICHHBIM BOIIpOC, IIOKa3aHO
YMCEHHUEC BBIACINTE CYHICCTBCHHBIC U

HCCYHICCTBCHHBIC IIpU3HAKH,
IIPUYIUHHO-CJICACTBCHHBIC CBiA3HU,
MOTYT OBITh AONYHICHBI HCIOYCTHI,
HCITPABJICHHBIC C IIOMOIIBIO

npenoaaBarejisl; HdaH HEAOCTATOYHO
HpaBI/IHBHHﬁ W TIOJHBIN OTBCT, JIOTHKaA
n  NOCICHAOBATCIBHOCTD  H3JIOXKCHUA
HUMCIOT HAapYUICHUA; B OTBETC
OTCYTCTBYIOT BLIBO/JBI.

OTBET MIPEACTABIISIET co0oit HE 3a4TEHO
pa3pO3HEHHbIE 3HAHUS c
CYLIECTBEHHBIMU  OMIMOKaMH  TO
BOIIPOCY; IPUCYTCTBYIOT
dbparMeHTapHOCTbD, HEJIOTUYHOCTh
U3JIOKEHUS;  JIOMOJHUTEIbHBIE U

YTOYHSAIOIME BOMPOCHI HE MPUBOJAT K
KOPPEKLIMK OTBETA Ha BOMNPOC.

7. PecypcHoe o0ecnieueHne TUCIUATIIAHBI
7.1. JIMueH3UOHHOE U CBOOOIHO PaCIPOCTPaHsieMoe IPOrpaMMHOe
obecrieueHue

[lepedenp JTUIIEH3MOHHOTO W CBOOOTHO PACIpOCTPaHSIEMOTO MPOTPAMMHOTO
oOecrieueHus, B TOM YHCIIe OTE€UYECTBEHHOT'O MMPOM3BOICTRA!

1. Astra Linux Common Edition penu3 Open [I10-25B-603] - Onepanuronnas
cuctema obuiero HazHadeHus "Astra Linux Common Edition" [Kommepueckast (Full
Package Product). Homep B ExauHOoM peecTpe pOCCHICKHX Mporpamm Jis
AJICKTPOHHBIX BBIYMCIUTEIBHBIX MAIMH U 0a3 JaHHbIX - 4433]

2. MoitO¢duc Obpaszosanue [[10-41B-124] - [ToaHbIH KOMIUIEKT PEIaKTOPOB
TEKCTOBBIX JIOKYMEHTOB M SJIEKTPOHHBIX TaOJIMIl, a TaKKe HHCTPYMEHTApHil s
paboThl ¢ TpaduyeckumMu npe3eHTanusmMu [CBoOoIHO pacnpocTpansemoe. Homep B
EnuHoMm peectpe poccHIiCKMX MpOrpaMM Ui AJIEKTPOHHBIX BBIYMCIIHTEIBHBIX
MAIIIMH 1 0a3 JaHHBIX - 4557]

7.2. llpodeccuonaibHblie 0a3bl JaHHBIX U HH(POPMALIMOHHBIE CIIPABOYHbIE
CHCTEMbI

Hudopmarmonnas cripaBouHasi cuctema — CepBep OpraHoB ToCyAapCTBEHHON
Bnactu  Poccuiickoit  ®epepauuu  http:/poccus.pd/  (cBOOOAHBIA  TOCTYM);
npodeccroHanbHble 0a3bl JaHHbIX — llopTan OTKpBITBIX AaHHbIX Poccuiickoi
Odenepanuu  https://data.gov.ru/  (cBoOOAHBINM nocTym); ¢eaepantbHblii  MOpTal
«Poccwmiickoe oOpazoBanue» http:/www.edu.ru (cBOOOAHBIN OCTYIT); CHUCTEMa
opUIIMATBLHOTO  OMyOJMKOBAaHUS TPABOBBIX AaKTOB B  JJIGKTPOHHOM  BHJIEC
http://publication.pravo.gov.ru/  (cBoOomHbI  nmocTym); GdeaepalbHbIi  MOpTall
«CoBepllIeHCTBOBAaHKE rocyJ1JapCTBEHHOTO YIIPaBICHUS https://ar.gov.ru




(cBOOOMHBINM JIOCTYyI); AJEKTpOHHAss Oubiuoreka yHuBepcurtera http://elib.igps.ru
(aBTOpM3OBaHHBIA JOCTYI); SJIEKTPOHHO-OMOMmMoTedHass cucrtema «IObC IPR
BOOKS» http://www.iprbookshop.ru (aBTopu3oBaHHBIN OCTYT).

7.3. JIuteparypa

OcHoBHas:

1. XKyx, A. II. OcHOBBI yIpaBIeHYECKON AEATENBHOCTH : y4eOHOE mocooune
(xypc nexuuit) / A. I1. XKyk, A. I'. Bauuna. — CraBponois : CeBepo-KaBkazckuii
dbenepanbubiii yHuBepcuTeT, 2019. — 165 ¢. — Tekct : anmexkTponHbii // Ludporoit
o0pa3oBaTeIbHBIHI pecypc [PR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/99443.html

2. Ky3nenona, 1. B. JlokyMeHTUpOBaHKE YIPABICHUYECKON ACATEIBHOCTH :
yueOHoe nmocobue s 6akanaspoB / U. B. Ky3nenosa, I'. A. Xavarpsan. — 2-e u3f.
— Mocksa : JlamkoB u K, A I[Iu Op Meaua, 2021. — 240 ¢c. — ISBN 978-5-394-
03274-5. — TekcT : 2IEKTPOHHBIN // DIeKTpoHHO-OMOMMoTeuHass cuctema IPR
BOOKS : [caiiT]. — URL.: http://www.iprbookshop.ru/99364.html

JlonosiHUTEILHAS

1. Butesckas, O.B. OCHOBEI YIIPABJIEHYECKON JesITeILHOCTU
[OnexTpoHHBIN pecypc]: yueOHoe mocobue / O.B. ButeBckas. — DIeKTpoH.
TeKCTOBbIE JaHHble. — Camapa: [IoBOMKCKMI TOCYIapCTBEHHBIM YHUBEPCUTET
TeleKOMMyHUKanuii 1 uHopmatuku, 2016. — 134 c. — 2227-8397. — Pexum
noctyna: http://www.iprbookshop.ru/71867.html

2. Ky3bpmuna, M.B. Jlenonpoun3BoicTBO [DIEKTPOHHBIM pecypc]: yueOHoe
nocobue / U.B. Ky3pMuHa. — DJEKTpOH. TeKCTOBbIE JaHHbIE. — M.: MOCKOBCKUit
TYMaHUTapHbIN yHUBepcuteT, 2017. — 128 ¢. — 978-5-906912-98-5. — Pexum
noctyna: http://www.iprbookshop.ru/74718.html

7.4. MaTepuaJibHO-TeXHUYECKOe oDecreyeHmne

Jns mpoBeaeHuss W oOecleUeHUs 3aHATUNA MCHOJB3YIOTCS TOMEUIEHUS,
KOTOpbIE€ TPEACTABIAIOT COO0N y4yeOHbIE ayAUTOPUU ISl MPOBEAEHUS Y4EeOHBIX
3aHATHH,  NPEAYCMOTPEHHBIX  NPOrpPaMMOW  CINELHUATUTETa,  OCHAIEHHBIE
000pyIOBaHUEM M TEXHUYECKUMH CpEACTBAMU OOYYEHHMs: aBTOMATU3UPOBAHHOE
pabouee MecTO NpenojaBaress, MapKepHas J0CKa, MYJIbTUMEAUNHBIA TPOEKTOP,
JOKYMEHT-KaMepa, M0CaJ0uHbIe MECTa 00YUYarOLIXCS.

[TomemieHust A CaMOCTOSITENbHOW PAaOOTHl  OOYYAIOUIMXCS OCHAILECHBI
KOMITBIOTEPHOM TEXHHMKOW C BO3MOKHOCTBIO MOJKIIOUCHUsI K cetu «VHTepHeT» u
obOecrieueHneM JOCTyNa K AJIEKTPOHHON HH(POPMAIMOHHO-00Pa30BaTEIBLHON Cpee
YHUBEPCUTETA.

ABTOPBI: JOKTOpP JKOHOMHUYECKMX Hayk, mpodeccop bapaynmun E.H., kangunat
SKOHOMMYECKUX Hayk [ 'puropesn A.H.
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