[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHbopmaums o Bnagenbue:

OHO: rom?’“““"'“ﬁﬁﬁ% Wibhoe TOCY1APCTBEHHOE O10KeTHOE 00pa30BaTeILHOE
JlomkHoCTb: 3amMecTUTe/b HAYaabHUKa YHUBEPCUTETA MO Y4eBHOM paboTe

lava noanncanns: 17.08.2024 15:56:43  YIPesk/ieHHe BBICLIEro 00pa3oBaHusl

YHYKabHbIi NPOrPaMMHbiid Kiou: «Cankr-IlerepOypreckuii ynuBepcurTeT
286e49ee1471d400cc1f45539d51ed7bbf0e9cc/

I'ocynapcrBenHoM npoTuBonoxapHou ciay:;kost MUC Poccum»

PABOYASA ITPOTPAMMA JUCHHUITJIMHBI
AEJONPOU3BOACTBO U JOKYMEHTOOBOPOT

BakanaBpuaTt no HanpaBJeHUIO MOJATOTOBKH
20.03.01 TexnocdepHasi 6€301aACHOCTH
Ipoduab «IloxxkapHasi 6€30ACHOCTH»

Cankr-IlerepOypr



1. Heau 1 32024 JMCUMILTHHBI
Llenau ocBOeHUS TMCUMILIUHBI:
e (QopMupoBaHWE CUCTEMHBIX 3HAHWUW 00 OpPTaHM3AIUU JEIOMPOU3BOCTBA B
yUpexKACHUSIX (Ha MPEATNPUATUSIX);
e (QopMupoBaHWE YMEHHA W TPAKTUUCCKUX HABBIKOB IO HCIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUYECKUX W  MPAKTHYCCKUX 3HAHWK  OCHOB
JIEJIONPON3BOCTBA MPH PEIICHUH MPO(hecCHOHATBHBIX 3a/1ad.

Ilepeyennb koMneTeHuii, GopMHUpyeMBbIX B IIpolecce U3y4eHUs

AUCHHUILTHHBI
Komnerennun Conepxanue
YK-4 CriocoOeH  OCyIIeCTBISATh JICJIOBYI0O KOMMYHHKAIIMIO B YCTHOH W
MMCbMEHHOU (hopMax Ha TOCyAapCTBEHHOM si3bike Poccuiickoit deneparun
Y MHOCTPaHHOM(BIX) s3bIKe(ax)

3agauM IMCUMIINHBI:

. U3y4YCHUE nopsiika OpraHu3aIuu JTOKYMEHTHUPOBaHHUSI u
JIOKYMEHTO000pOTa;

. M3y4YEHUE OCHOBHBIX MPAaBUJ M TOPSAIKA TOJITOTOBKH OGOpMIICHUS,
ydeTa U XpaHCHHS CITY)KCOHBIX JIOKYMEHTOB;

o PUOOPETCHUE MPAKTUYECKUX HABBIKOB COCTABJICHUS, ydeTa, XpaHCHUS,
3allUThl  CIYy’)KEOHOM  JIOKYMEHTalluh B  COOTBETCTBUM C  TpeOOBaHUSIMU
JIOKyMEHTO000pOTa;

. dbopMHpoBaHWE YMEHHUS BECTH JEJONMPOU3BOJICTBO W Yy4YacTBOBATH B
BEJICHUU JOKYMEHTOOOOpOTa B OpraHaxX rocyJJapCcTBEHHOM BIIACTH, TOCYIaPCTBEHHBIX
U MYHHIMITAJBHBIX OpPraHU3alMsIX, Ha TMPEANPHITHIX W OPTaHHM3aIUAX CHCTEMBI
MUC Poccum;

o dbopmupoBaHue YMEHUS o pa3paboTke yIPaBIE€HYECKOU
JIOKyMEHTAIUH;
. dbopMupoBaHUEe 3HAHWM, CBSI3aHHBIX CO 3HAHWEM JOKYMEHTAIIMOHHOTO

oOecrieueHust ynpasienusi B opraHax u nojapazzgenenusx ['TIC u cnocoOHOCThIO K
PELIEHUIO TPaBOBBIX, COLMAIBHBIX W KaJAPOBBIX BOIIPOCOB, CBA3AHHBIX C
JEATENIbHOCThIO T0XKAPHO-CIIACATENIbHBIX MOAPA3ACICHUN Ha TEPPUTOPUATBHOM
YPOBHE.

2. llepeyeHb IVIAaHUPYEMBIX Pe3yJabTATOB 00y4YeHUs] AUCHUILIMHBI,
COOTHECEHHBIX C IVIAHMPYEMBbIMHU pe3yJibTATAMHU 0CBOEHHS 00pa30BaTeJIbHO
NpPOrpaMMBbl

I/IHJIHKaTOpBI JOCTHXKEHHNS KOMIICTCHIIN HJ'IaHI/IpyeMI)Ie PE3YIbTATHI O6yquI/I$I 10
JTUCUUIUIMHE,  XapaKTePU3YIOIIUE  ATaIlbl
dhopMHpOBaHUS KOMIETCHITHI

Crniocoben pa3zpabaTbIBaTh MPOEKTHYIO U 3HaeT

pacnopsauTensHyro fokymeHTanno YK-4.1 | mopsiaok opraHuzanyy  JIOKYMEHTHPOBAHHUS |
nokymerToodopora YK-4.1.PO-1
OCHOBHBIC TIpaBWJIA W TMOPSAOK IOATOTOBKH




oopMIICHHUs, y4eTa M XPAHEHHs CITyKEOHBIX
nokymeHToB YK-4.1.PO-1

Ymeer

MPUMEHSATh HABBIKM  COCTABJICHHS, Y4YeTa,
XpaHEeHHUs, 3alIUTHI CITY)KEOHOM TOKYMEHTAIIU!
B COOTBETCTBUHU c TpeOOBaHUSIMU

nokymentoobopora YK-4.1.PO-3

BECTH JIETIOTIPOU3BOJICTBO M YYacTBOBaTh B
BEJICHUM JOKYMEHTOO0OpOTa B  OpraHax
roCy/IapCTBEHHOM BIIACTH, TOCYJapPCTBEHHBIX U
MYHHUITUTTATBHBIX OpraHu3aIHsIX, Ha
OPEeNNpUITUAX ¥ OpraHU3alUsX CHUCTEMBI
MYC Poccun YK-4.1.PO-4

CriocobeH pa3zpalaThIBaTh MpOLECCYaIbHbIE U
CITy>keOHbIe JOKYMEHTHI B chepe cBoer
npodeccuoHaIbHOM fesTenbHocTH YK-4.2.

3Haer

JIOKYMEHTAIlMOHHOE 00eCIeueHHUsl yIpaBlieHUue
B opraHax u noapasgenenusx [TIC VK-
4.2.PO-1

IpaBHJIa IIOJTOTOBKU u othopmiteHns
pacriopsiiuTeIbHbIX ToKyMeHTOoB Y K-4.2.PO-2

Ymeer

pa3pabaTbiBaTh YIPaBICHYECKYIO JOKYMEHTALHIO
YK-4.2.PO-3

pelIaTh IMpaBOBbIE, COIMAIBHBIE U KaJpOBBIE
BOMPOCHL,  CBS3aHHBIE C  JICATEIBHOCTBIO
MOKapHO-CIIacaTebHbIX  MOApa3JeNieHuii  Ha
teppuropranbHoM ypoBHe YK-4.2.PO-4

3. MecTo IMCHUILUIMHBI B CTPYKTYpPe OCHOBHOM NMPodecCHOHATbHOM
00pa3oBaTebHOI NMPOrPpaMMBbI

JlucrumiHa  OTHOCUTCS K (paKyJIbTaTUBHBIM JHCIUIUIMHAM OCHOBHOM
npodeccruonansHOi 00pa3oBaTeIbHON MPOrpaMMbl OakajgaBpuaTa MO HAMPaBICHUIO
noarotoBku 20.03.01 TexnochepHas 06e30macHOCTh, HAMPABIECHHOCTH (MPOQUIIH)

«IToxapHast 6€30MaCHOCTbY.

4. CTpyKTYypa U CoAepKAHUE TUCIHUILIMHBI
OO6miast TPy 10€MKOCTh JUCHUILIAHBI COCTaBIIsAET 3 3aueTHbIC eMUHUITLI 108 yacoB.

4.1 Pacnpenenenue Tpy10eMKOCTH TUCUMILIMHBI 110 BHAAM padoT

o cemecTpaM M (popmam 00y4eHHUA

AJIs O4YHOM (popMBI 00YUeHUS

TpynoemMKoCTh
. 1o
sy RO 3.€. gac. ceMecTpam
5
OO6mas TpyJI0eMKOCTh TUCHHUIUIMHBI MO Yy4eOHOMY 3 108 108
IUIaHY
KoHTtakTHas paboTa, B TOM 4HUCII€: 54 54




TpynoeMKoCTh

. 1o
Bu yaeGroi paborst 3.€. yac. cemecTpam
5
AyaUTOpHBbIE 3aHATHA 54 54
Jlexruu (JI) 18 18
[TpakTrueckue 3anstus (113) 36 36
Cemunapckue 3aasatus (C3)
JlabopaTtopHbie padoTsr (JIP)
KOHCYJIbTAIIMU NIEpe] 9K3aMEHOM
CamocrosiTesibHas padora (CPC) 54 54
B TOM YHCIIE:
KypcoBasi paboTta (IIpoeKT)
3auer + +
JK3aMeH
JJIS1 32049HOI opMBbI 00yUEeHHSA
TpynoeMKoCcTh
. 1o
Bun yuebHOM paboTh se. e, L
3

OO0masi TpyJ0eMKOCTh TUCIHHUIUIMHBI 10 y49eOHOMY 3 108 108
IJIaHy
KonTtaktHas paboTa, B TOM YHCIIE: 10 10
AyauTOpHBbIE 3aHATHS 10 10
Jlextmnm (JI) 4 4
[Ipaktnueckue 3anastus (I13) 6 6
Cemunapckue 3asstus (C3)
JlaGoparopusie padotsl (JIP)
KOHCYJIbTAIIMH NepeJl 9K3aMEHOM
CamocrositesbHas padora (CPC) 98 98
B TOM YHCIIE:
KypcoBas paboTa (IpoeKT)
3auer + +
IK3aMeH




4.2 TemaTu4yecKuii JIaH, CTPYKTYPHPOBAHHBII 110 TEMaM € YKa3aHUEM
OTBEJCHHOT0 HA HUX KOJIMYECTBA aKaleMU4Y€eCKHX YACOB M BUIOB Y4€OHbIX
3aHATHI

JJIs1 O4HOM (pOpMBI 00yYeHU s

KosmuectBo
4YacoB M0 BUAaM E
2 3aHATHI 2 2
2 D) g 5w
HaunmeHoBanue - > 2 | £8
= = 9 =R = a e
) = - =) e R
Ne Q ) = ® =z =
==} ) = = =
= 5 3 <
S ®)
=
1 | OCHOBBI OpraHu3alMK AETONPOU3BOACTBA | 12 2 4 6
2 | Opranuzanus cay>k0bl gesonpon3Boactsa | 12 2 4 6
3 [IpaBuna mOATOTOBKH ©  O(OpMIICHUS 12 ) 4 6
OpraHU3aIMOHHBIX JOKYMEHTOB
4 [IpaBuia moAroTOBKH U OPOPMIICHUS 12 ) 4 6
pacCIOPSINTEIBHBIX JIOKYMEHTOB
5 [IpaBuna opopmiieHust HHHOPMAITHOHHO- 12 ) 4 6
CIPAaBOYHBIX IOKYMEHTOB
OO0t mopsoK paboThl ¢ TOKyMEHTaMU
6 | onwm HOPAAOKD HOKY 12 | 2 4 6
B OpraHM3aINH
7 KynbTypa nei1oBoit TMCbMEHHON pevu: 12 ) 4 6
HCTOPHUSI 1 COBPEMEHHOCTh
Oco0eHHOCTH S3bIKA CITYKEOHOTO
8 y 12 | 2 4 6
JIOKYMEHTA
PenaktupoBaHue TeKCTa ciy>ke0HOTO
g | AaKTHP 4 12 | 2 4 6
JIOKyMEHTA
3auer +
Hroro 108 | 18 36 54
JJIS1 32049HOI (popMBbI 00yUeHU
KoumnuecTBo
4YacoB M0 BUAaM §
2 3aHATHIA " r
g ) 5 5=
HaumeHoBaHue ) > & | E3
TemM e = S = = =
5} = o= =) o R
Q & = & = =)
=] ) = = =
= 5 3 s
S @)
=
1 | OcHOBBI OpraHu3aiuu Jaejaonpou3Bojcrea | 12 2 10
2 | Opranuzanust ciy>k0bl Aenonpon3Boactsa | 12 12
3 [IpaBuna mnoOArOTOBKM U  O(OpMICHUS 12 12
OpTraHU3AIMOHHBIX JOKYMEHTOB
4 [IpaBuna moAroToBKU U 0POPMIICHHUS 12 12
paCTIOPSANTEIBHBIX JIOKYMEHTOB




KosmuectBo
4YacoB N0 BUAaM E
2 3aHATHH " r
Q 5 = 5 ]
< = = b=
HanmenoBanmue & 2 & | o
Ne o = o & & o<
TemM = = S = = =
5} = o= =) -1
Q & = & = =)
=2} 2 = = s
= = S <
2 @,
=
5 [TpaBuna odopmiienus: ”HGOPMaAITMOHHO- 12 12
CIPAaBOYHBIX IOKYMEHTOB
6 OO06mmwmit mopsaoK paboThI ¢ JOKyMEHTaMHU 12 12
B OpTaHHU3aINH
7 KynbTypa nei1oBoit TMCbMEHHON pevu: 12 12
UCTOPHS 1 COBPEMEHHOCTh
3 OCco0EHHOCTH S3bIKA CITY)KEOHOTO 1 12
JTIOKYMEHTA
PenaktupoBaHue TeKCTa CIy>KeOHOTO
g | CAUCTHD y 12 | 2 6 4
JIOKYMEHTA
3auer +
Hroro 108 | 4 6 98

4.3 Copep:xaHue JMCUUILIMHBI VIS 00y4YalOIUXcs: 0YHOH GopMbl 00yUeHH s

Tema 1. OCHOBBI OpraHu3anyu 1eJ0NMPOU3BOACTBA

Jlekumus. Benenue noxkymMeHToB 10 XV B. YyeTHble HOKYMEHTHI [[peBHEn
I'penun, [pesuero Erumnra, /lpesHero Puma, Illymepo-BaBUIOHCKHE IOKYMEHTHI.
®opMbl T0KyMeHTOB. CpencTBa 3alMThl JOKYMEHTOB. DYHKIMU JTOKYMEHTOB: y4eT,
YIPABJIEHUE U KOHTPOJIb.

®opmMUpOBAHUE IIPUKA3HOM YIPABICHUYECKOW CHCTEMBI JEIONPOU3BOJICTBA.
Cucrema oOmiero aenonpousBojacTBa. CTPYKTypHbIE MOJApa3eNieHUsl IPHKA30B.
BoeHHas, auruiomatuyeckas, CTaTUCTHYECKas, ydeTHas AokyMmeHtauus. [IpaBuia
coctaBieHuss u odopmieHuss AokyMeHToB. Koiiexxckoe —Jenonpon3BOACTBO.
CrpykTypa Kojuternii. Buspl 1okyMeHTOB. Peructpanus 1okyMeHTOB. Opranusamus
KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-nauana XX B. Opranusanusi paboTsl ¢ JOKYMEHTAMU
B MHUHHMCTEPCTBax. lloyokeHrne 0 MMChMOBOJCTBE W JEIONPOU3BOACTBE B BOCHHOM
BEJIOMCTBE.

IIpakTH4eckoe 3ausiTHe.

Pa3Butue coserckoro aemonponsBoacTBa. DyHKIMM METOAMYECKOrO LIEHTPA
II0 PYKOBOJCTBY palMOHAIM3ALMEN JEJIONPOU3BOACTBA. BIOpPO cTaHmapTu3anuu
BCHX CCCP. OcHoBHbIE mMOJIOXKEHUA EIWHOW TroCyIapCTBEHHONM CHUCTEMBI
nenonpousBoactea (EI'CJl). Cosmanue EauHol rocygapCTBEHHONW CHCTEMBI
JIOKYMEHTAI[MOHHOT'O obecricueHUs yIIpaBJICHUS (EI'CHOY). IIporecc
CTaHAApTU3ALMH " YHUPHUKAIIH OpraHU3allOHHO-PACIIOPSIIUTEIbHON
nokymeHTauuu. Co3nanue ABTOMaTU3MpPOBaHHON cuctembl ynpasienus (ACY) wu
OO1erocy1apcTBEHHOM cucTeMbl cOopa M 00pabOTKM HH(pOpMALMHM g y4yeTa



IJIAHUPOBAHUS U YIIPaBICHUS HApoAHbIM X03siicTBOM (OI'AC).

CamocrosiTeIbHAA padora. l'ocynapcTBenHoe peryjavpoBaHue
JEIIONIPOU3BOACTBA B P®. HopmartuBHO-nipaBoBoOE peryiampoBaHue
JOKYMEHTHpPOBaHUSI U palboThl ¢ jgokymeHTtamu. [lomHomounsi denepanbHOrO
apXMBHOTO areHTCTBAa IO OOECIEYEHUI0 COONIOAEHUS MpaBWJ  XpaHEHUS,
KOMIUICKTOBAaHMS, y4e€Ta M HCIOJb30BaHUA apXUBHBIX JTOKyMeHTOB. [IpaBuia
JIEJIONPOU3BOACTBA B (heJlepalIbHbIX OpraHax MCHOJHUTEIbHON BiaacTu. CTaHIapThl,
yCTaHaBJIMBaIOIIKE MTpaBuia 0pOpMIIEHHS TOKYMEHTOB.

Pexomenayemas jiureparypa:

ocHoBHas [1,2];

JonoaHuTeNbHaL: [1, 2].

Tema 2. Opranuzanus ciayk0bl 1eJJ0NPOU3BOACTBA

Jlekuus. Opranuzanusi Ciy>XObl JIETOTPOU3BOJICTBA B TOCYAAPCTBEHHBIX
opranax. TpeboBaHHs K OpraHuM3aIMi JOKYMEHTOOOOpOoTa B (eaepallbHOM OpraHe
UCTIOMHUTENbHOM  BracTu.  Opranuzanusi  CIy>KObl  JIeTONPOU3BOJICTBA  HA
npeanpusatuax. Tunosas ctpykrypa ciyx0b1 JJOY.

3agaun cayxObl jaenonpou3BojicTBa. TexHonoruueckue ¢yHkuun JJOVY.
Opranuzanvonnsie  ¢ynknuu JOY. Kontponbnuble ¢yHkuuu ciayx0er J1OVY.
Meroguueckne  ¢ynknuu  JIOY.  Crpykrypa  TOJIOXKEHHS O  CIyxO0e
nenornpousBoAcTBa. Opranuzaius B3aumoaencTus ciyxosl IOV co cTpyKTypHBIMU
NOIpa3/IeICHUSIMU MPEANPUATUS (YUPEKICHUS).

CucreMbl KOJJIEKTUBHOM 0OpabOTKM JTOKYMEHTOB. KOMIIJIEKCHBIE CHCTEMBI
yIpaBJIEHUS TOKYMEHTaM.

IIpakTH4eckoe 3aHsiTHe.

Opranuzarnus ciay>KO0bl gemonpon3BoicTBa. Opranuzamnusi JOKyMEHTO000pOTa.
®opmbI pabOTHI C JOKYMEHTaMH B OpraHmu3anusix. [lopsmok 00paboTKu JTOKYMEHTOB.

CamocrosiTeibHass  padoTa. DIEKTPOHHBIE CHCTEMBI  JOKYMEHTALIUH.
OcobeHHOCTH PpalbOThl € JJIEKTPOHHBIMU JIOKYMEHTaMu B ¢eJepaibHbIX OpraHax
WCTIOJTHUTENBHOU BIACTU. [1OpSAAOK MCIOJIB30BaHUSA IJIEKTPOHHBIX MOANUCEN. BUIbI
ANEKTPOHHBIX Mojnucei. Opranuzanus 3auMieHHOr0 TOKYMEHT0000pOTa B CETH.

Pexomenayemas jqiureparypa:

ocHoBHas [1,2];

JIOTIOJIHUTEIbHAS: [2].

Tema 3. IIpaBuia nOArOTOBKH W O(GOpPMIIEHHSI OPraHM3alMOHHBIX
JTOKYMEHTOB

Jlekuusg.  OOmwme  mpaBuina  ohopmiIeHHsST  JTOKYMEHTOB.  3ajgadd
['ocymapcTBeHHONW CHCTEMBI JTOKYMEHTAIlMOHHOTO O00OECTeUeHUs YIpaBlIeHUEM
(I'CHAOY) u ynudpuuupoBanHoit cucremsbl nokymeHtanuu (YCJ). TpebGoBanus k
0(pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB. Bujel nokymeHToB. DopmaThl Oymaru u
noJisi. bjiaHKu TOKYMEHTOB.

Buapl opraHu3alimoHHBIX JOKYMEHTOB. PEeKBHU3UTHI yCTaBa, y4peauTEIbHOIO
noroBopa. Buael u nmopsiok opopMIICHHS TMOJ0XKEHUHN, ONMPEACISIONIUX CTPYKTYPY,
KOMIIETCHLIUIO W OpraHu3anuio paborel npeanpustus (yupexuaenus). CTpykTypa



MOJIOXKEHUH, PErIAMEHTUPYIOIIUX JAESITEIbHOCTh JOJDKHOCTHBIX JIMI. Buasl u
CTPYKTypa MHCTpYKIuii. PexBu3uTel nHCTpyKInid. Bunbl pernamentoB. TpeGoBanus
10 0(hOPMIIEHHIO PErjaMeHTa.

IIpakTnueckoe 3ansitue. OdopmileHHE HOPMAaTUBHO-IIPABOBBIX AKTOB
OpraHOB HCIOJHUTENBbHON BaacTH. OdopmiieHre pacnops>KeHUN, MOCTAHOBIIECHUH,
pemieHuii, npukazoB. IlpaBuiia MOAroTOBKM W OGOPMIIEHHS OpraHU3alMOHHBIX
JIOKYMEHTOB

CamocrosaTenbHas padora. OOuue TpeOboBaHus M0 0GOPMIIEHHUIO JIOTOBOPOB.
CrpykTypa  Ipa)XJaHCKO-IIPpaBOBbIX  J10roBopoB.  CopepxaHue  INPETEH3HH,
pexnamanuu. [Topsaaok ohopmieHUsT HICKOBBIX 3asBJICHU.

PexoMenayemasi iureparypa:

OCHOBHas [2];

JnonoiaHuTenbHas: [1,2].

Tema 4. IlpaBuia noAroroBKM u OQOpPMIJICHHMS PacCHOPSAUTEIbHBIX
JOKYMEHTOB

Jleknus. Bunsl pacnopsIANTENbHBIX JOKYMEHTOB. Odopmienue
pacopsAUTENLHON JOKYMEHTALINH.

Buner u nopsanoxk odopmiienus npukazoB. OdopmiieHre pacnopsKeHH.
Odopmitenue pemenns. OpopmieHue TPOTOKOIA.

[Topsaok JOKyMEHTUPOBAaHMS TPYIAOBbIX OTHOHIEHUN. ColepKaHue ITAaHHOTO
pacnucanusa. IlpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmieHue
JOJDKHOCTHOW — MHCTpyKuMH. OdopmileHne TpyJaoBOro JI0roBopa. PeKBU3UTHI
IIPUKA30B 110 JUYHOMY COCTaBY.

IIpakTnueckoe 3ansTue. IlpaBuma moarotoBkn u  odopmieHUS
pacmopsiAUTENbHBIX JTOKyMEHTOB. llopsiok odopMieHHs TNEepBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX pEerucTpoB. OCHOBHBIE M JOIOJHHUTEIBHBIE PEKBU3UTHI
OyXranTepcKux JOKYMEHTOB. Ha3HaueHuWe  peKBU3WUTOB, MPUMEHSIEMBIX B
OyXTaJTepCKUX JOKYMEHTaX.

CamocrosiTeibHAA pabora. Oprasu3aimoHHO-pacnopsAIUTEIbHASL
nokyMenrtamusi B cucreme MUYC Poccun. Odopmienrne MHCTPYKIUNA, MPOTOKOJIOB.
ConepxkaHue U Ha3HAYEHUE CITY>KEOHBIX MTHUCEM, CITYKEOHBIX 3aIUCOK.

Pexomenayemas jqiureparypa:

ocHoBHas [1];

JIonoTHUTENIbHAL: [1].

Tema 5. IlpaBmiaa odopmieHuss UHPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

Jlexuusi. Buasl mHGOpPMAIMOHHO-CIIPABOYHBIX JOKyMEHTOB. OdopmieHue
JOKJIAaJHBIX U OOBACHUTENBHBIX 3alMUCOK. Buabl W MmopsaoK oQpopMIIEHUS aKTOB.
Buner cuyxebHsix nuceM. Odopmienue ciyxeOHbix nuceMmM. OdopmiieHue
TenerpamMM. Bunbl 1 opopmiieHne crpaBok.

IIpakTnueckoe 3anstue. OdopmieHne HUHPOPMALMOHHO-CIPABOYHOM
JOKyMEHTaIuu. Bujpl HaydHbIX padoT.

CamocrositenbHass padora. OdopMmieHHe pe3yiabTaTOB Hay4HbIX padoT.



OdopmiteHne criicka UCTIOIB30BAHHON JTUTEPATYPHI.
PexoMenayemasi iureparypa:
ocHoBHas [1];
JIOTIOJTHUTENbHAA: [2].

Tema 6. O0muit NOPAIOK padOTHI € JIOKYMEHTAMH B OPraHU3aLMHU

Jlekuusi. Ilpuem wu mepBuuHas 00pabOTKa BXOAAIIUX JIOKYMEHTOB.
[IpenBapuTensHOe pPAacCMOTPEHHWE W pacHpeesieHne TOKyMEHTOB. Perucrparus
BXOJIAIIEH KOppEeCHOHIeHIINH. Bubl HeperucTpupyemsix 1oKymeHToB. O0paboTKa u
OTIpaBKa HUCXOIAIUMX JOKYMEHTOB. [IpoBepka mNpaBUIBHOCTH OQOpPMIICHUS
UCXOJSIIMX JOKyMeHTOB. JKypHanbHas M KapTOyHas CHUCTEMAa pPETUCTpalUU
JIOKYMEHTOB. ABTOMAaTHU3UPOBAaHHAs CUCTEMA PErUCTPaIK JOKYMEHTOB.

KoHTposnb 3a cpokaMu HCIOJHEHUS JIOKYMEHTOB. ABTOMAaTH3UPOBAHHBIN
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB.

Opranuzanusi OmepaTUBHOTO XpaHEeHHsI JOKyMeHTOB. HomeHkmarypa nen B
opranu3auuu. TpeOoBaHU 110 COCTABICHHUIO U O(POPMIEHUIO HOMEHKIIATYPHI el

IIpakTuyeckoe 3ansitue. [lopsnok QopmMupoBaHus aeT B OpraHU3alUU.
[Topsinox opopminenust aen. Cucrtematuzanus JoKyMeHTOB. OdopmieHue 0010k KU
nena. CoctaBiieHne BHyTpeHHel onucu Aena. OpraHu3anus XpaHEeHUsS TOKYMEHTOB.
OOmuit mopsiIoK paboThI C JOKYMEHTaAMH B OpraHU3aIliy.

CamocrosiTeqibHasi padora.

DKkcnepTus3a MEeHHOCTH AoKyMeHToB. [lopsaok nepenayuun gen B apxuB. Cpoku
XpaHEeHUs T0KyMEHTOB. [1opsA0K yHUUTOXKEHUS TOKYMEHTOB.

[Topsimok paGoThl ¢ MUCHbMEHHBIMU OOpAIICHUSAMH Tpaxaad. Busl oOpaiienuii
rpaxknaad. Cpoku paccMOTpeHus oOpaineHui rpaxaaH. KoHTponb 3a HCIOTHEHHEM
oOpalieHui rpak/iaH.

Pexomenayemasi iureparypa:

ocHOBHas [ 1,2];

JononHurtenbHas: [1,2].

Tema 7. KyabTypa ae0BOH NHCHbMEHHOM peuyd: HCTOPUS U
COBPEMEHHOCTh

Jleknus. OCHOBHBIE ACTIEKTHI KYJIBTYPHI 1€JIOBOM peun. HOopMaTUBHBIN acrieKT
KyJbTypbl peud. KOMMYHHMKAaTUBHBIM aCHEKT KYyJIbTYpPbl pEUd. DTUUYECKUM ACTIEKT
KYJIbTYpbI peuu. MicTopust pycCKOM €10BOM MMCbMEHHOCTA U Pa3BUTHE JOKYMEHTA.
Hpesnuii nepuoa. Ilpukasznoii mnepuon. Kosmexcknii nepuon. MuHHUCTEpCKUN
nepuos. COBETCKUM U MOCTCOBETCKUM MEPUOI.

IIpakTnyeckoe 3aHsitue. OCHOBHBIE AaCHEKThl KYJBTYpbl JAEIIOBOM pEYH.
Hcropus pycckon Ae10BOM MMCbMEHHOCTH M Pa3BUTHUE JOKYMEHTA.

CamocrositeibHast padora. VHTEepHAaUMOHAIBHOE W HANMOHAJIBHOE B
CIy>)keOHOM JoKyMeHTe. TouHOCTh U MOHATHOCTH. KomiernanbHocTh. TouHas
aapecHoCcThb. Temarnueckas OrpaHU4eHHOCTb. CBOEBPEMEHHOCTb M AKTYaJIbHOCTD.
JlocToBepHOCT M OOBEKTUBHOCTh. Y OEIUTENBHOCTh M JIOTUYHOCTh. llonmHoTa M
CKATOCTh U3JI0OkKeHUs. HENTpaIIbHOCTD U3JI0KEHUS.

Pexomenayemas jqiureparypa:



ocHoBHas [1,2];
JonoJiHuTeNnbHas: [ 1-2].

Tema 8. Oco0eHHOCTH SA3BIKA CJIY’KEOHOI0 JOKYMEHTA

Jleknusa. Cranpaprusanus s3blka JOKyMeHTa. CraHmapTu3auus JIEKCUKH.
CneuuanbHas JIEKCUKA, CBOMCTBEHHAsl TOJIbKO KaHUEISIpCKOW peud. CrienuaibHas
TEPMHUHOJIOTHYECKAs JIEKCUKA, BBIPAXKEHHAS] OTIJIArOJIbHBIMU CYILECTBUTEIILHBIMU.
CneuuanibHag  OTpacieBas  TEPMHHOJIOTHYECKass  Jiekcuka.  CrnenunanbHbIe
00O3HauYeHUsl JIOJIeH MO0 KaKoMy-JIH00 MpU3HaKy uiu AeicTBuio. CTaHaapTu3aius
CJIOBOCOYETAHUM. Y CTOWYMBBIE CIOBOCOYETAHUS C MPOU3BOJHBIMU IPEMJIOTaMHU.
VYcroliuuBble  CIOBOCOYETAHMSI ~ ATUKETHOro  xapakrepa.  CrangapTuzanus
npemioxenuil. [Ipsmoit mopsiok ciioB. [locTOAHHOE MECTO BTOPOCTENIEHHBIX YJIEHOB
npemnoxxkenus.  Pacmonokenne  ciaoB  mo  MHGOPMATHBHOM  3HAYMMOCTH.
[IpeobOnamanme cTpagaTeNbHBIX KOHCTPYKIIMUA. PacmpocTpaHEHHOCTh MPOCTOTO
npemioxkenus. KynbTypa cnoxkHoro mpemioxenus. CraHgapTuU3alusi TEKCTa.
CBSA3HBIM TEKCT ¢ TPAIULIMOHHOW JIMHENHOM 3annChi0. CBSA3HBIM TEKCT C 3aIUCHIO 110
Tpadapery. Texkcr-ankera. Tekcr-radnuua.

IIpakTHyeckoe 3aHsiTHE. A3bIKOBBIE TPeOOBaHMS K 0OPMIICHUIO PEKBU3UTOB
nokymeHTa. PexBusut «HaummenoBanue  opranuszauumm». PexBusut  «Jlata
ToKyMeHTa». PexBusut «Anapecar». PexBusutr «['pud yTBEep>KIeHUS] TOKYMEHTay.
PexBusut «Pe3omtonusa». PekBU3UT «3aroioBok K TekcTy. «PexBuszut «lloamucey.
PexBusur «Tekct nokyMeHTa». BUabl U TUIBI COKpaIICHUHN.

CamocrosTenbHass padora. S3pikoBoe 0(OpPMIICHHE JUYHBIX JOKYMEHTOB.
OOpasnpl  3asBienuit. OOpasenr HUCKOBOro 3asBieHuss B cyld.  OOpasibl
noBepeHHocTel. ABToOuorpadus. Pesrome. JlenoBoe muchbMo: BUIBI M S3BIKOBOE
o opMIICHHE.

PexoMenayemasi iureparypa:

ocHOBHas [ 1,2];

JononHurtenbHas: [1,2].

Tema 9. PeqakTupoBaHue TeKCTA CIYKeOHOI0 JOKYMEHTA

Jleknmusas. MeTroauka pegakTUPOBAHUS M TEXHUKA TMPABKU CIIY>KEOHBIX
JOKyMEHTOB. MeToiMka penakTUpoBaHUsl JOKyMeHTa. llepBwiif »Tam paboThl ¢
TEKCTOM JIOKyMeHTa. BTopoi stam paboThl C TEKCTOM JOKYMEHTa. TpeTuil 3Tam
pabOThI C TEKCTOM JIOKYMEHTA.

IIpakTnyeckoe 3anaTHe. TexHuka MpaBKU JOKyMEHTA. THUMUYHBIE OMIMOKH B
S3BIKE M CTWIIE JOKYMEHTOB. JIOTHKO-CMBICIIOBBIE OMMOKU. JIeKCHYecKkrue OIMOKH.
Mopdonornyeckue  ommOkn.  CuHTakcuueckue — omuOku.  HempaBwmibpHoe
ynoTpeOaeHne majiexa u mpeiora nocie ynpasisomux ciioB. Opdorpaduyeckue u
MyHKTYaIIMOHHBIE OLTUOKH.

CamocrositeibHass padora. Hapymenuss pedeBoro stukera. [lpaBuia
PYCCKOTr'0 3THKETa

Pexomenayemas jqureparypa:

ocHOBHas [1];

JIOTIOJIHUTEIbHAS: [2].



Conepxanue TUCUMILTHHBI /151 00y4aK0IIMXCA: 32049HOI GopMBbI 00yUeHH

Tema 1. OcHOBBI OpraHu3anuu 1eJ0NpPoOu3BOACTBA

Jleknus. Benenne nokyMeHTOB A0 XV B. YyeTHble NOKyMEHTHI J[peBHen
I'peunn, lpeBnero Erunra, [peBHero Puma, [llymepo-BaBuUIOHCKHE HOKYMEHTHI.
®opmbl 10KyMeHTOB. CpencTBa 3alIuThl JOKYMEHTOB. DYHKIIMU TOKYMEHTOB: YYET,
YIIPaBJICHUE U KOHTPOJIb.

dopmupoBaHUE IPUKA3HOM YIPABICHUYECKOW CHUCTEMBI JECIONPOU3BOJICTBA.
Cucrema oOmiero paenornpou3BoAcTBa. CTPYKTypHbIE MOApA3AEICHUs MPUKA30B.
Boennas, aumuioMaTtudeckas, CTaTHCTHUYECKas, y4yeTHas JIOoKyMeHTauus. [IpaBuiia
coctaBieHuss U odopmiieHHus JOKyMeHTOB. Koiiexxckoe —AenonpousBOACTBO.
Crpykrypa kosmieruil. Buabl nokymenToB. Peructpanns nokymeHToB. OpraHuzanus
KOHTPOJIA 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpounsBoactBo XIX-navyana XX B. Opranuzainusi paboThl ¢ JOKyMEHTaMHU
B MUHHCTEPCTBAX. [lONIOkKEHNE O MHCHMOBOACTBE M JIEJIONPOU3BOJICTBE B BOCHHOM
BEJIOMCTBE.

CamocrositeibHass padora. Pa3BuThe COBETCKOIO  JIEJIONPOM3BOJICTBA.
OyHKIMA  METOJMYECKOr0  IIEHTpa MO  PYKOBOJACTBY  pallMOHAIW3alHUCH
nenonpousBoacTa. bropo cranmaptuzanmun BCHX CCCP. OcHOBHBIE MOJIOKEHUS
Enunoit rocynapctBennoi cucrtemsl aenonpousBojctsa (EI'CJI). Coznanne Enunoit
rOCyJapCTBEHHOM CHUCTEMBI  JOKYMEHTAIIMOHHOTO  OOecleyeHusi yINpaBleHUs
(ETCHOY). [Ilpouecc crangapTu3aiud W yHUPUKANUK  OPTaHU3AIMOHHO-
pacriopsauTenbHOl  AokyMeHTauuu. Co3naHnue ABTOMATU3UPOBAHHOM CHCTEMBI
ynpasieaust (ACY) u OOmerocynapcTBEHHOM CHCTeMBI cOopa U 00pabOTKU
uHbopMaIMU ISl ydeTa ITUIAHMPOBAHWSA W YIPABICHUS HAPOJIHBIM XO3SHCTBOM
(OI'AC). I'ocynapcTBeHHOE peryiaupoBaHue aenonpousBojictsa B PO. HopmarusHo-
MPaBOBOE pPEryJIMPOBAHUE JOKYMEHTUPOBAaHMS U PabOTBl C JOKYMEHTaMH.
[TorHomouust DenepaibHOTO apXUBHOIO areHTCTBA MO OOECIEUEHUIO COOJIOICHUS
MpaBUJ XPAHEHUs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCHOJIb30BAaHUS apXUBHBIX

nokymeHToB.  IlpaBuiia  nenompou3BoicTBa B (pemepanbHBIX — OpraHax
UCIIOJIHUTENbHON BiacTh. CTaHAApPTHI, YCTAHABIMBAIOIIME MpaBuiia OPOpMIIECHUS
JIOKYMEHTOB.

Pexomenayemas jqiureparypa:
ocHoBHas [1,2];
JonoaHuTeNbHaL: [1, 2].

Tema 2. Opranuzanus ciayk0bl 1eJJ0NPOU3BOACTBA

CamocrositenbHasi padora. OpraHuzamnusi CIy»KObI JI€JTOMPOU3BOJICTBA B
rOCyAapCTBEHHBIX oOpraHax. TpeOOBaHMs K OpraHu3alld JOKYMEHTOOOOpOoTa B
dbenepadbHOM  OpraHe  HWCIOJIHUTENbHOM  BiacTu.  OpraHuzamusi  CIIyXKObl
JIEJIONPOU3BOCTBA Ha NpeanpusaTusax. Tumosas crpykrypa ciayx0bl JJOY.

3agaun cayxObl jenonpou3BojicTBa. TexHonoruueckue ¢yHkuun JJOVY.
Opranuzanvonnsie  ¢ynknauu JOY. Kontponbhuble ¢yHkuuu ciayx0er J1OVY.
Meroguueckne  ¢ynkuuu  JIOY.  Crpykrypa  TOJIOXKEHHS O  CIyxOe
nenornpousBoAcTBa. Opranuzaius B3aumoaencTus ciyx0osl IOV co cTpyKTypHBIMU



NOAPA3ACICHUSIMH NpeAnpUITUS (YUPEKICHUS).

Cucrtembl KOJIJIEKTUBHOM 00pabOTKH JOKyMEHTOB. KOMIUIEKCHBIE CHCTEMBI
YIPABJICHHS TOKYMEHTaM.

Opranuzanus ciay>k0bl 1eT0npon3BoAcTBAa. Opranu3anus JOKyMEHTO00OpoTa.
®opMbl paboThI C JOKYMEHTaMH B opranuzanusix. [lopsaok o0paboTKM JOKYMEHTOB.

OJIEKTPOHHBIE  CUCTEMbl  JOKyMeHTanuu. OcoOeHHOCTH  paboThl ¢
AJIIEKTPOHHBIMU JIOKYMEHTaMH B (eliepanbHbIX OpPraHax HCHOJIHUTEIBHON BIIACTH.
[Topsiiok MCHONIb30BaHUsL 3JIEKTPOHHBIX MOJANUCENH. BUIBI ANEKTPOHHBIX MOAMKMCEH.
Opranu3zaiiys 3aluiueHHOro 10KyMEHTO000pOTa B CETH.

Pexomenayemas qiureparypa:

ocHOBHas [1,2];

JIOTIOJTHUTENbHAL: [2].

Tema 3. IlpaBuia nOArOTOBKH W O(GOpPMIIEHHUSI OPraHU3alUOHHBIX
JTOKYMEHTOB

CamocrositenbHast padora. OOmue npaBuwia OQOPMIIEHUS TOKYMEHTOB.
3agaun  l'ocygapCTBEHHOM  CHUCTEMBI  JIOKYMEHTAI[MOHHOTO  OOecreyeHus
ynpasiennem (I'CHOY) u ynHudummpoBannoit cucrembl gokymeHTanuu (YCJ).
TpeOoBanus K OQOPMIIEHHIO PpEKBU3UTOB JOKYMEHTOB. Buabl J10KYMEHTOB.
®opmatel Oymaru u 1nojis. bianku JOKyMeHTOB.

Buabl opraHu3alimOHHBIX JOKYMEHTOB. PEKBHU3UTBHI yCTaBa, y4pEeIUTEIbHOIO
noroBopa. Buibsl u mopsiok opopmiIeHUs MONOKEHUHN, ONPENEsSIONUX CTPYKTYPY,
KOMIIETCHIIUIO U OpraHu3anuio pabotel npeanpustus (yupexuaeHus). CTpykTypa
MOJIOKEHHM, PErJaMEeHTHPYIOIINX JESITENIbHOCTh JOJDKHOCTHBIX JHUL. Buasl u
CTPYKTypa UHCTPYKUUWA. PekBu3uThHl HHCTPYKIMI. Buabl perimamentoB. TpeboBaHus
110 0(pOPMIICHHIO PETJIaMEHTA.

OdopmileHHE HOPMATHUBHO-TIPABOBBIX AKTOB OPraHOB  HMCHOJHUTEIbHOU
Brnactu. OdQopmiieHHEe pacHOpsHKEHHM, TMOCTAHOBJICHUM, PpEIICHUM, MNPUKA30B.
[IpaBuia noAroToBKH U 0(hOPMIIEHHS] OPTaHU3AMOHHBIX TOKYMEHTOB

OO6mue TpeboBaHus mMo OPOpMIIEHHIO OrOoBOpoB. CTpyKTypa TIpa)kIaHCKO-
MPaBOBBIX JOroBOpoB. ColepikaHue NpeTeH3nu, pexnamanuu. Ilopsgok opopmieHus
MCKOBBIX 3as1BJICHUN.

Pexomenayemas jqiureparypa:

OCHOBHas [2];

JonoiaHuTenbHas: [1,2].

Tema 4. IlpaBuina noAroroBku u o0GopMJIeHHS PacCHOPSIAUTEIbHBIX
JTOKYMEHTOB

CamocrositenbHast padora. Buabsl pacnopsIUTENbHBIX  JTOKYMEHTOB.
OdopmiteHne pacnopsaIuTENbHON TOKYMEHTALUH.

Buner u nopsanok odopmiieHus npuka3zoB. OdopmiieHre pacnopsKeHH.
Odopmrnenue pemienus. OdopmiieHUE TPOTOKOJIA.

[Topsinok TOKyMEHTHUPOBaHUS TPYNOBbIX OTHOLIeHUU. CoaepkaHue MITAaHHOTO
pacnucanusi. IlpaBuia BHYTpeHHero TpyaoBoro pacnopsaaka. OdopmiieHue
JOJDKHOCTHOW ~ MHCTpyKumMu. OdopmiileHne TpyAoBOro AoroBopa. PexkBU3UTHI



[IPUKA30B 110 JUYHOMY COCTABY.

[IpaBuna mnOAroTOBKM U OGOPMIICHHSI PACHOPSAUTEIBHBIX JTIOKYMEHTOB.
[Topsimok odopMieHHs] MEPBUYHBIX YUETHBIX JOKYMEHTOB M YYETHBIX PETHUCTPOB.
OCHOBHBIE U TOTIOJHUTENbHBIE PEKBU3UTHI OyXTraaTepCKUX TOKyMeHTOB. HazHaueHnue
PEKBU3UTOB, IPUMEHIEMBIX B OyXTaJITepPCKUX JOKYMEHTAaX.

OpraauzanroHHO-pacnopsauTenpHas fokymeHntanus B cucteme MUC Poccun.
Odopmiienne UMHCTpYKIUHM, NpoTokoyioB. CoaepkaHue W Ha3HAYEHUE CIyKEOHBIX
MUCEM, CITYKEOHBIX 3aIMCOK.

Pexomenayemas jiureparypa:

ocHoBHas [1];

JIonoTHUTENbHAL: [1].

Tema 5. IIpaBmiaa odopmienuss UHGPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

CamocrosiTeIbHAA padora. Bunbt UH(OPMAITMOHHO-CITPABOYHBIX
nokyMeHTOB. OdopmieHne [OKIaIHBIX U OOBSICHUTEIbHBIX 3alMUCOK. Bumsl u
nopsiiok oopmiieHust akToB. Bunbl ciyxeOHbix nucem. OdopmiieHUE CITyKeOHbIX
nuceMm. OdopmiieHue TenerpamMmm. Buibl u opopmiieHrE CIIPaBOK.

Odopmnenue nHGOPMAITMOHHO-CIIPABOYHOM JOKYMEHTalluu. Buabl HaydHBIX
paoborT.

OdopmiieHue  pe3yiabTaToB  HayuyHbIX  pabor. OdopmieHne  cnucka
MCIOJIb30BAHHOM JIUTEpaTypHI.

PexoMenayemasi aureparypa:

ocHOBHas [1];

JIOTIOTHUTENbHAL: [2].

Tema 6. O0mmii MOPAAOK padoThI ¢ JOKYMEHTAMM B OPraHU3ALUA

CamocrostenbHass pabora. [IpuemM u nepBuyHas oO0pabOTKa BXOIALIUX
NOKyMeHTOB. IIpeaBapurenbHOE pPacCMOTPEHHME U PACIPENCIICHHE JOKYMEHTOB.
Peructpauus Bxoasied KOppecrnoHACHIIMU. BUIbI HEperucTpupyeMbIx JOKYMEHTOB.
OOpaboTka ¥ OTHpaBKa MCXOASIIMUX JIOKyMEHTOB. [IpoBepka mpaBHIBHOCTH
opopMiIeHUS MCXOASMIMX JOKYMEHTOB. JKypHanbHas W KapTOyHas CHUCTEMa
perucTpandyd  JOKYMEHTOB.  ABTOMATH3UPOBAHHAS  CHCTEMa  PETUCTPALMH
JIOKYMEHTOB.

KoHTposp 3a CpoOkKamMM HCIIOMHEHHUS JIOKYMEHTOB. ABTOMAaTHU3WPOBAHHBIN
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB.

OpraHu3anus ONepaTUBHOIO XpaHEHHs JOKyYMeHTOB. HoMeHkiatypa nen B
opranuzanuu. TpeGoBaHMs 110 COCTaBICHUIO U O(OPMIICHHIO HOMEHKIIATYPBI AeIl.

[Topsinox ¢opmupoBanusi nen B opranuzauuu. Ilopsgok odopmieHus aen.
Cucrematuzanuss JokyMeHTOB. Odopmienue o0noxku gaena.  CocraBiieHue
BHYTpeHHE onucu naena. OpraHuzanus XpaHeHHUs JTOKyMEHTOB. OOLui MopsaoK
paboThI C TOKYMEHTaMU B OpraHU3aL|H.

DKcnepTh3a UEeHHOCTH AOKyMeHTOB. [lopsaok nepenauun gen B apxuB. Cpoku
XpaHeHHUsI TOKyMEHTOB. [1opsa10K yHUUTOXKEHUSI JOKYMEHTOB.

[Topsinok paboThl ¢ NTMCbMEHHBIMU OOpallleHUsIMU I'paxaaH. Buibl oOpaieHuit



rpaxaad. Cpoku paccMOTpeHHs oOpaiieHui rpaxkaaH. KoHTponb 3a MCHOTHEHUEM
oOpalieHuii rpaxkaaH.

Pexomenayemas Jureparypa:

ocHOBHas [ 1,2];

JononHurtenbHas: [1,2].

Tema 7. KyabTypa ae10BOH NHCHbMEHHOM peyd: HCTOPUS U
COBPEMEHHOCTh

CamocrosiTenbHass padora. OCHOBHBIE ACHEKThI KYJIbTYphbl JEJIOBOM pPEUH.
HopmaTuBHBIN acniekT KyiabTypbl peud. KOMMYHUKATUBHBIN aClIEKT KYJbTYPhl PEUH.
OTUYECKUI acleKT KyJbTypbl peud. VcTopusi pycckol ejI0BOM NMUCbMEHHOCTH U
pasButue nokymeHta. [peBHuii nepuon. [lpukasnon nepuon. Komnexckui nepuon.
Munuctepckuii nepuoji. COBETCKUN U MOCTCOBETCKUM MEPHO/I.

OcHOBHbBIE acHEKThl KyJbTYpbl J1€I0BOM peuu. McTopusi pycckoi aeioBou
MMACbMEHHOCTHU U PAa3BUTHE TOKYMEHTA.

NHTepHalIMOHAIBHOE U HAIIMOHAJIIBHOE B CIIYKEOHOM JOKyMeHTe. TOUYHOCTh U
MTOHSTHOCTB. KosuternanbHOCTS. Tounas aJpECHOCTb. TemaTnueckas
OTpaHUYEHHOCTh. (CBOEBPEMEHHOCTh UM  AKTyallbHOCTh.  J[OCTOBEPHOCTH U
OOBEKTUBHOCTh. Y OCIUTEIBHOCTh U JJOTUYHOCTD. [I0JTHOTA M CKATOCTh M3JIO0KEHUS.
HenTpanbHOCTh U3JI0KEHUS.

Pexomenayemas jiureparypa:

ocHoBHas [1,2];

JonoTHUTENIbHAA: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KE€OHOI0 TOKYMEHTA

CamocrositenbHass  padora.  Cranpaptuzanusi  sI3bIka  JJOKYMEHTA.
Cranmaptuzanust Jekcuku. CnoenuanbHas — JIGKCMKA, CBOMCTBEHHAs  TOJBKO
KaHUespckod peun. CrnenuanbHas TEPMHUHOJIOTUYECKAs JIEKCHUKA, BBIPAXKCHHAs
OTTJIArOJIbHBIMU CyIIECTBUTEIbHBIMU. CneunnanbHas oTpaciieBas
TEPMUHOJIOTHYECKas Jiekcuka. CrernuanbHble 0003HaueHUsl JTI0JIel M0 KaKOMY-JTH00
NpU3HaKy WA JAelcTBruro. CraHgapTu3anus CIOBOCOYETAaHUN. Y CTOMYMBBIC
CJIOBOCOYETAaHMSI C NPOU3BOJAHBIMU TMPEIJOTaMU. Y CTOWYMBBIE CIOBOCOYETAHUS
ATUKETHOro Xapakrtepa. Cranpaptuzauus npeninoxkeHud. IIpsmoil mopsaok CIloB.
ITocTostHHOE MECTO BTOPOCTEIEHHBIX WIECHOB IPEI0OKEHU. Pacnionoxxenue cioB 1o
uHopMaTUBHON 3HauuMocTH. IlpeoOmamanue cTpagaTeNbHBIX KOHCTPYKIIHM.
PacnipocTpaHeHHOCTH ITPOCTOro MpemiokeHus. KylbTypa CII0KHOIO MpelIOKEHUS.
Crangaptuzainus TekcTa. CBS3HBIM TEKCT C TPaIUIIMOHHON JIMHEWHOM 3amucChio.
CBsI3HBIIN TEKCT C 3aMuchio 1o TpadapeTy. Tekcr-ankera. TekcT-rabnmia.

SA3b1koBBIE TpeOOBaHMSI K O(POPMIICHUIO PEKBU3WTOB JOKYMEHTA. PexkBH3UT
«HanmeHnoBanue opranmsamum». PexBusutr «/lata gokymenTta». PexBusut
«Anpecaty. PekBuzut «I'pud yrBepkneHust nokymeHTtay. PexkBuzuT «Pe3omouusy».
PexBusut «3aronoBok Kk TekcTy. «PekBusur «llogmuce». PexBuszut «Tekct
JTIOKYMEHTa». BHUIbI ¥ TUIIBI COKPAIIEHUM.

S3pIkOBOE OhOpMIIEHHE JIMYHBIX JOKyMeHTOB. O0Opa3iibl 3asBieHuid. OOpasery
MCKOBOTO 3asBiieHHs] B cyA. OOpasisl goBepeHHocTed. ABToOuorpadus. Pestome.



JlenoBoe MUCHhMO: BUJIBI U SI3BIKOBOE O(DOPMIICHHE.
PexoMenayemasi iureparypa:
ocHoBHas [ 1,2];
JononHurtenbHas: [1,2].

Tema 9. PeqakTupoBaHue TEKCTA CIYKEOHOI0 JOKYMEHTA

Jlekuusa. Meroarka pegakTUpPOBaHUSI M TEXHHUKA TMPaBKU CIIyKEOHBIX
JIOKyMEHTOB. MeToiMka penakTUpoBaHUsi JOKyMeHTa. llepBwiii »Tam paboThl ¢
TEKCTOM JIOKyMeHTa. BTopoil sTam paboThl C TEKCTOM JOKYMEHTa. TpeTuil aTan
paboOThI C TEKCTOM JIOKYMEHTA.

IIpakTnyeckoe 3ansaTHe. TexHuka MpaBKu JOKyMeHTa. TUMUYHBIE OMIMOKH B
A3bIKE U CTHJIE JOKYMEHTOB. JIOTMKO-CMBICIIOBBIE OIIMOKHU. Jlekcuyeckue OumImoOKH.
Mopdonornyeckue  ommOku.  CuHTakcuueckue — omuOku.  HempapwmibpHoe
ynoTtpeOiaeHue majiexa 1 npeyiora nocie ynpasisomux ciioB. Opdorpaduyeckue u
MYHKTyal[MOHHbIE OIIHOKH.

CamocrositenbHass padora. Hapymenus pedeBoro ortukera. IIpaBuiia
PYCCKOIO 3THKETa

Pexomenayemas jiureparypa:

ocHOBHas [1];

JIOTIOJTHUTENIbHAL: [2].

5. MeToanuyecKue peKOMEeH Al 10 OPraHu3anuM U3yYeHus1 U CUUTIIMHBI

[Tpu peanuzanuu MporpaMMbl JUCHMIUIMHBI HCIOJIb3YIOTCS JEKIUOHHBIE WU
IIPAKTUYECKUE 3aHATHUS.

OO0muUMU UeNsAMH 3aHITUI SBIISIOTCSA:

— o0oO1ieHue, cUCTEMaTH3aLus, yriayOneHue, 3aKpeIieHne
TEOPETUYECKHUX 3HAHUI 10 KOHKPETHBIM TE€MaM JHCLMILINHBI;

— (opMHpOBaHNE YMEHUN MPUMEHATH MMOJIYYEHHbIE 3HAaHUS HA MPAKTHUKE,
peanu3anus €JUHCTBA MHTEIEKTYaJIbHON U MPAKTUYECKOU JIEATEIbHOCTH;

— BbIpa0OTKAa MpU pEUICHUU I[OCTaBICHHBIX 3a1ad MNpPOPECCUOHAIBHO
3HAYMMBIX KaueCTB: CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUECKOU
WHUIIATHUBBI.

[ensiMu IEKUUN SBISIOTCS:

— JaTb CHUCTEMAaTH3UPOBAHHBIE HAy4YHbIE 3HAaHUSA 10  JUCUUIUIMHE,
aKLIEHTUPOBAB BHUMAaHHE Ha HaOoJiee CI0KHBIX BOMPOCax;

— CTUMYJIMPOBaTh AKTUBHYIO IIO3HABATENIbHYIO JIE€ATEIbHOCTh 00yYarOIINXCH,
coco0CTBOBaTh (POPMUPOBAHUIO UX TBOPUECKOI'O MBILUICHHUS.

B Xozme mpakTH4eCcKOro 3aHsATHs OO0ECHeunMBaeTcsi IMpPOLECC aKTHBHOIO
B3aUMOJEMCTBHS 00yUaroOUMXCs C MpenojaBaTesieM; NpuoOpeTaroTCsl MPaKTUYECKUe
HaBBIKM U yMeHHMs. Llenb mpakTHuecKoro 3aHsATHsS: YIIIYOUTb W 3aKpPENHUTh 3HAHMUS,
NOJlyuYeHHBbIE Ha JEKIUH; (OPMUPOBAHHE HABBIKOB HCIOJIb30BAaHUS 3HAHUM IS
pElICHHUs] NPAKTUYECKUX 337a4; BBINOJIHEHUE TECTOBBIX 3aJaHUN IO MPOBEPKE
IIOJIYYEHHBIX 3HAHUN U YMEHUM.

CamocrosiTenbHass pabora oOydaronIMXcsl HalpaBieHa Ha yriayOieHue Hu



3aKpeIUIeHUe 3HAHWW, MOJYyYEHHBIX Ha JIEKUUAX M JPYTUX 3aHATHUAX, BBIPAOOTKY
HABBIKOB CaMOCTOSATEILHOTO AaKTUBHOTO MPUOOPETCHUS HOBBIX, TOTOJHUTEIHHBIX
3HAHWUM, HOATOTOBKY K NPEACTOSIINAM 3aAHATHSIM.

6. OueHo4YHbIe MAaTEPUAJIBI 110 AUCHUIINHE
Texymuii KOHTPOJIb YCIEBAEMOCTH 00CCTICUNBACT OIICHUBAHNE X0/1a OCBOCHHUS
JTUCITUTUTMHBI, TIPOBOJIUTCS B COOTBETCTBUU C COJIEP)KAHUEM JTHUCIMILIMHEI TI0 BHJIaM
3aHATUN B JOpME OMPOCca/I0KIIaI0B/TECTUPOBAHUS.
[TpomexxyTouHasi aTTecTanus OOECIeYMBAET OLIEHWBAHWE MPOMEKYTOUHBIX U
OKOHYATENbHBIX PE3yJbTaTOB OOYYCHHsI MO AWCIMILIMHE, MPOBOIUTCS B (opme
3auera.

6.1. IIpumepHbIe OLIEHOYHBbIE MATEPUAJIbI:
6.1.1. Texkyiiero KOHTpOJIst
TumnoBble BOmpockl 1JIs1 ONpPoca:

1. Yrto Takoe 10KyMEHTO000POT?
2. [lepeuncauTh OCHOBHBIC 33/1a4l AaBTOMATU3AIMU JJOKYMEHTO000pOTa
3. KaxkoBbI mpenMyIiiecTBa aBTOMaTU3aIuu JOKYyMEHT0o000poTa?

Tunosbie TeMbI 111 JOKJIAT0B:

1.Yuernsie nokyMentsl [IpeBueit ['penun, [llymepo-BaBUIOHCKHE TOKYMEHTBI

2.YyetHble nokyMeHThl [IpeBHero Erunta, [IpeBHero Puma

3.I1epBbie hOpMBI JOKYMEHTOB U MEPBbIE CPEJCTBA 3AIIUTHI IOKYMEHTOB

Tunosble 3a1aHUA 1)1 TECTUPOBAHMS:

1. Yto Henb3s OTHECTH K cdhepe NeTONpPOU3BOJICTBA:

a) ohopmIIeHHE CeKpeTapéM IpHKasa o mpuéMe Ha paboTy COTPY/THHKA,;

b) odopmicHue cekperapéM IO MPOChOe HAYAIbHUKA IT03IPAaBHTEIHBHOM
TeJIErpaMMBbl JIS €T0 MaTepu;

c) odopmieHue cekpeTapéM Mo MpochOe HaYaIbHUKA CIYyKEOHOUM 3amucKu B
BBIIIECTOSIIYI0 UHCTAHITUIO,

d) obopmienue cexkpeTapém MPOTOKOJIa COBEIIAHUS PYKOBOAUTENEH OT/IENOB.

2. OOBEKT JeNOoNPOU3BOACTBA — ITO:

a) odopmieHue TOKYMEHTOB, OTpaKalolUX BECh CHEKTP YyMNpaBICHYECKOU
NESATENbHOCTH TPEANpUsATHSA, a TakKe OpraHu3aluio JOKyMEHTOO0OpoTa B
YUpEKICHUY;

b) cucrema TOKyMEHTOB, CO3/IaHHAsI HA OCHOBE €MHBIX CTaH/IAPTOB;

C) IpaBuJjia, ONPEAEISAIONINE OPraHU3alUI0 JOKYMEHTUPYEMBIX MPOLECCOB Ha
NpEeANPUSITUY;

d) COBOKYMHOCTh JOKYMEHTOB, TNPUMEHSEMBIX B OIpPEACICHHON cdepe
JEATEIIbHOCTH.

2. K ocHoBHBIM 11e71s1M ¢ty k061 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpJIMHALIMS

d) peanuzarnus



6.1.2. IIpome:kyTOUHOI aTTeCTALIMA
IIpumepHbIii IepeyeHb BONMPOCOB, BLIHECEHHBIX HA 3a4eT

1. VYuerneie pokymeHTol JlpeBHen I'penun, [llymepo-BaBunoHckue
JOKYMEHTBI

2. YuerHsle 1oKyMeHThI [[peBHero Erunra, /[peBnero Puma

3. [IepBbie (GOpMBI JTOKYMEHTOB U NIEPBBIE CPEJCTBA 3AIIUTHI IOKYMEHTOB

4. [lepBble PyHKIIMU JOKYMEHTOB: YUET, YIIpaBICHUE U KOHTPOJIb

3. dopMHUpOBaHUE MIPUKA3HOU YIIPABICHYECKON CHUCTEMBI
JEI0NPOU3BOACTBA.

6. Cucrema oOmiero naenonpousBojcTBa. CTPYKTYpHBIE TOJpa3eiIeHUs
IIPUKA30B

7. Boennas, aumuioMaTtu4eckasi, CTaTUCTUYECKAs], YYE€THAsI JOKYMEHTALIHS.

8. Konnexckoe aenonpousBoactBo. Buabl mokymeHToB. OpraHuszanus
KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB

9. HenompousBoactBo XIX-nawana XX B. Opranuzauus padOThl C

JOKYMEHTaMHU B MUHUCTEPCTBAX

10. IlomoxkeHne O NHCBMOBOACTBE H JEIONPOU3BOJACTBE B BOCHHOM
BEJIOMCTBE

11. Pa3BuTHe COBETCKOIO JEIONPOU3BOJICTBA

12. @OyHKIMM METOIMYECKOTO LIEHTPa IO PYKOBOJACTBY pallMOHAIU3aLUCH
JIEJIONPOU3BOCTBA

13.  bropo cranpapruzauuu BCHX CCCP

14.  OcHoBHble  TONOXKEHUS  EAMHON  TOCyZapCTBEHHOW  CHCTEMBI
nenonpousBoactea (EI'CJI)

15. Cozpanne EnuHOW rocyl1apCTBEHHOM CHUCTEMBI JIOKYMEHTAIMOHHOIO
obecnieuenus ynpasienus (EICHOY)

16. Ilpoumecc  crangapTuU3anuu W yHUDUKAUUM  OpPraHU3AIMOHHO-
pacnopsIuTeIbHON TOKYMEHTaluN

17.  Co3manne ABTOMAaTH3UpOBaHHOW cucteMbl ympasieHuss (ACY) wu
OO01erocy1apcTBEHHOM cucTeMbl cOopa U 00pabOTKM HMH(pOpMalMM g ydyera
IUTAaHUPOBAHUS U yIIpaBiieHUs: Hapo HbIM x03siicTBoM (OI'AC)

18. T'ocymapcTBeHHOE pEryaupOBaHHE JEI0NPOU3BOACTBA B PD

19. HopmaTuBHO-IIpaBOBOE PETYJIIMPOBAHUE TOKYMEHTUPOBAHUS U PaOOTHI C
JOKyMEHTaMu

20. TlomHomouusi PDenepalibHOTO APXMUBHOTO areHTCTBA IO OOECIICUEHHUIO
COOMIOJICHUST NpaBWJI XPAHEHMS, KOMIUIEKTOBAHMS, Yy4Y€Ta W HCHOJIb30BaHUS
apXUBHBIX JIOKYMEHTOB

21. IIpaBuna nenonpou3BOACTBa B (eAepalibHBIX OpraHax UCIOIHUTEIBHON
BJIACTHU

22.  CranpaapTbl, yCTaHABIMBAIOIINE MpaBuiia 0POPMIIEHUS JOKYMEHTOB

23.  Opranu3zauus ciry>k0bl IeTONPOU3BOJICTBA B TOCYJaPCTBEHHBIX OpraHax

24,  TpeboBaHus K OpraHU3allMU JTOKYMEHTOO00pOTa B he/iepaIbHOM OpraHe
UCIIOJIHUTENLHOMN BIACTH

25.  Opranuszanus cirykObl 1€JI0IPOU3BOJICTBA HA MPEATNPUATHUAX



26.
27.
28.
29.

Tunosas ctpykrypa ciayx6s1 JIOY

3amaun U QYHKIUU CITY>KOBI EIOMPOU3BOICTBA

CTpyKTypa MOJIOXKEHUS O CITyKO€ 1eJI0MPOU3BOJICTBA

Opranuzamnus  B3aumonenctBus ciyx0bl JIOY co cTpyKTypHBIMU

NO/Ipa3IeACHUSIMU NPEANPUITHS (YUPEKICHUSA)

30.
31.
32.
33.
34.

Opranuzanus J0KyMEHTOOOOpoTa

®opMbI pabOTHI C JOKYMEHTAMH B OPTaHH3AIUIX

[Topsimok 06pabOTKH JOKYMEHTOB

DJCKTPOHHBIC CUCTEMBI JIOKYMCHTAIIUN

OcobeHHOCTH PabOThI C AIEKTPOHHBIMHU JOKYMEHTaMU B (e/iepaabHbIX

opraHax HCIIOJTHUTEIbHOM BJIACTU

35.
MOJNHCeN
36.
37.
38.
39.
40.

[Topsimok UCITOIB30BaHUS JNEKTPOHHBIX MOAMUCEH. BUABI 3JIEKTPOHHBIX

Opranu3zanus 3alIUIIeHHOr0 JOKyMEHTO000pOTa B CETH
TpeboBanust kK 0HOPMICHUIO PEKBU3UTOB TOKYMEHTOB

Bunpl nokymentoB. @opmMatbel OyMaru v nojsi. bjaaHku JOKyMEHTOB
Buibl opraHu3alliOHHBIX JJOKYMEHTOB

TpeOoBanus Mo 0QPOPMIIEHUIO: YCTaBa, yUPEAUTEIBHOTO JJOTOBOPa

6.2. Illkana oueHUBAHUA Pe3yJbTATOB INPOMEKYTOYHON aTTecTaluv M
KPHUTEPHUH BbICTABJICHUS OLCHOK
CucreMa OLlEHUBaHHUsI BKIIKOYAET:

dopma

Iloka3arenu

KpI/ITepI/II/I BBICTABJICHUA OLICHOK [Ikama OLICHHUBAHUA
KOHTPOJIA OLCHHUBAHUA
3a4€CT MMpaBHUJIIBHOCTL | OaH HpaBHJ’ILHBIﬁ, IIOJIHBIA OTBET Ha 3a4TCHO
" IIOJIHOTA TIOCTaBJICHHBIM BOIIpPOC, ITIOKa3aHa
OTBE€Ta COBOKYITHOCTb OCO3HAaHHBIX 3HAHUI
10 JUCIHHUITIIINHE, J0Ka3aTcJIIbHO

PacCKpBITBI  OCHOBHBIE  IOJIOKEHUS
BOIIPOCOB; MOTYT OBITh JOMYIICHBI
HEJIOYETHI, VCIIPABJICHHBIE
CaMOCTOATENIBHO B MPOIIECCE OTBETA;
JlaH  TPaBWIbHBIM, HEIOCTATOYHO
MOTHBIM OTBET HaA IIOCTAaBIICHHBIN
BOIIPOC, MTOKA3aHO YMEHHE BBIICIIUTH
CYIIECTBEHHbIE W HECYIIECTBEHHBIE
MPU3HAKH, TPUYUHHO-CIICICTBEHHBIE
CBSI3U; MOTYT OBITH  JIOMYIICHBI
HEJIOYETHI, WCIIPaBJICHHBIE c
TTOMOIITBIO MpenoaaBaTelis; IaH
HEJIOCTaTOYHO MIPaBUWIbHBIN H
TMOJTHBIN OTBET; JIOTHUKA u
MOCJIEIOBATEIbHOCTh HU3JI0KCHUS
WMEIOT  HApyUIEHUs; B  OTBETE
OTCYTCTBYIOT BBIBOJIBI.

OTBET MPECTaBIISIET coOoi HE 3a4TCHO
pa3pO3HEHHbIE 3HAHUSI c
CYIIECTBEHHBIMH  OIIMOKaMU  TIO




BOIIPOCY; MIPUCYTCTBYIOT
(bparMeHTapHOCTb, HEJIOTHYHOCTb
W3JIOKEHUS;  JOMOJHUTENbHbIE U
YTOYHSIIOIIIME BOMPOCHI HE MPUBOMST
K KOPPEKIIMH OTBETA Ha BOIIPOC.

7. PecypcHoe obecnieuyeHne QU CIUATIIIMHBI

7.1. JluueH3uoHHOe M CBOOOJHO pacHnpocTpaHsieMoe MPOrpaMMHOe
olecreyeHue

[lepeueHp TUIEH3MOHHOTO W CBOOOMHO PACHpPOCTPAHIEMOTO MPOTPAMMHOTO
oOecrieyeHus1, B TOM YHCJI€ OT€YECTBEHHOTO MTPOU3BOJICTBA:

- Microsoft Windows 7 Professional — I1O-BES8-834 [Jlunen3unonHoe]
(MHOCTPAHHOTO TIPOU3BOJICTBA);

- Microsoft Windows 8 Professional — I[10-842-573 [JIuneH3noHHOE]
(MHOCTPAHHOTO TIPOU3BOJICTBA);

- Microsoft Office 2007 Standard — I1O-D86-664 [JIuneH3noHHOE]
(MHOCTPAHHOTO TIPOU3BOJICTBA);

- Microsoft Office Standard 2010 — I110-413-406 [JIumeH3unoHHOE]
(MHOCTpPaHHOTO ITPOU3BOJICTBA);

- Microsoft Office Standard 2013 - TIO-3C0-218 [JIuuen3uoHHOE]
(MHOCTPAaHHOTO TIPOU3BOJICTBA);

- Adobe Acrobat Reader — IIO-F63-948 [CBobOomHO pacmpocTpaHseMoe]
(MHOCTpaHHOTO MTPOU3BOJICTBA);

- 7-Zip — TIO-F33-948 [CBobGomHO pacmpoctpansemoe] (MHOCTPaHHOTO
MIPOU3BOJICTBA);

- Adobe Flash Player — IIO-765-845 [CBoGomHO pacmpocTpaHsieMoe]
(MHOCTPAHHOTO TIPOU3BOJICTBA);

- Apache OpenOffice — IIO-EB7-115 [CBobGogHo pacmpocTpaHsieMoe]
(MHOCTPAHHOTO TIPOU3BOJICTBA);

- Google Chrome - TIIO-F2C-926 [CBobogHo pacmpocTpaHseMoe]
(MHOCTpPaHHOTO MTPOU3BOJICTBA);

- LibreOffice — I1IO-CBB-979 [CBobGonHo pacnpocTpaHsieMoe] (MHOCTpaHHOTO
MIPOU3BOCTBA);

- Ansr OOpazoBanue 8 — [10-534-102 [CBobogHO pacmpoctpansemoe-1912]
(OTe4eCTBEHHOTO MPON3BOJICTBA).

7.2. llpodeccuonaibHbIe 6a3bl JaHHBIX U HH(POPMAIIMOHHBIE CTIPABOYHbIE
CHCTEMBbI

WNudopmarmonnas crpaBodyHasi cucreMa — CepBep OpraHoB TOCYIapCTBEHHON
Biractu  Poccuiickoit  ®enepanuu  http://poccus.pd/  (cBOOOAHBIM  HOCTYM);
npodeccuoHanbHble 0a3bl JaHHbIX — llopTanm OTKpBITBIX JaHHBIX Poccuiickoi
Odenepanuu  https://data.gov.ru/  (cBoOGomHBIN  A0CTyI); (denepaabHbI  TOpTal
«Poccuiickoe oOpaszoBanue» http://www.edu.ru (cBOOOIHBIN JOCTYIl); CHCTEMa
opunManbHOrO  ONMyOJIMKOBaHMS  MPABOBBIX AKTOB B JJIEKTPOHHOM  BHUJE
http://publication.pravo.gov.ru/ (cBOOOAHBIN TOCTYII); CIpaBOYHAs MIPaBOBasi CUCTEMa



«Koncynprantllmoc: CrymeHt» [OnekTpoHHBIM pecypc]. — Pexum npocrymna:
http://student.consultant.ru/, (cBoOOmHBI AOCTYN); DSIEKTPOHHAs OWOIHOTEKA
yHuBepcuTeTa  http://elib.igps.ru  (aBTOpu30BaHHBIA  JOCTYM);  BIEKTPOHHO-
oubnuoreunass cucrema «I9bC IPR  BOOKS» http://www.iprbookshop.ru
(aBTOpU30BaHHBIN J1OCTYI).

7.3. Jluteparypa

OcHoBHasn:

1. [tpukoB, A.b. OCHOBBI yIpaBIEHUECKOW JAESITEILHOCTU: Y4YeOHOE
nocobue / A.b. llltpukoB. — Camapa: [ToBomkcKuit rocyapCTBEHHBI YHUBEPCUTET
TerekoMMyHuKanuii 1 uapopmatuku, 2017. — 99 c. — ISBN 2227-8397. — Texkcr:
AJIEKTPOHHBIN // DnexkTpoHHOo-0ubmmoTeunas cuctema [IPR BOOKS: Pexxum nocrymna:
http://www.iprbookshop.ru/75398.html

2. Kysuenona, . B. JlokyMeHTHpOBaHUE YIIPABIECHYECKON IESITEIBHOCTH :
yuebHoe nocobue s 6akanaBpoB / M. B. Ky3nenosa, I'. A. Xauatpsia. — 2-e u3.
— Mocksa : [lamkoB u K, Ait [Iu Op Menua, 2021. — 240 ¢. — ISBN 978-5-394-
03274-5. — Tekcr : 30eKTpOHHBIA // DnekTpoHHO-OmMOmMoTeuyHas cucrema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JonosiHuTEAbHAS:

1. Buresckasg, @ O.B.  OcHOBBI  ympaBJ€HYECKOW  JESITEIbHOCTH
[DnekTpoHHBIN pecypc]: yueOHoe mocobue / O.B. BureBckas. — DIEKTpoOH.
TeKCTOBble HaHHble. — Camapa: IIoBOJDKCKMI TOCYyIapCTBEHHBI YHUBEPCHUTET
TeleKkoMMyHuKanuii U uHdopmatuku, 2016. — 134 c. — 2227-8397. — Pexum
nocTyma: http:// www.iprbookshop.ru/71867.html

2. Kyspmuna, U.B. [enonpon3BoacTBo [DneKTpOHHBINA pecypc]: yueOHoe
nocobue / N.B. Ky3pMmuHa. — DneKTpOH. TEKCTOBBIC NaHHbIE. — M.: MOCKOBCKUI
rymMaHuTapHbeii yHusepcuteT, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
noctyna: http:// www.iprbookshop.ru/74718.html

7.4. MaTepuajibHO-TeXHUYECKOe o0ecreueHmne

Jns mpoBeneHUss W OOECIEUEHMs] 3aHATHM MCHOJB3YIOTCS IOMEICHHUS,
KOTOpbIE TPEICTaBIAIOT CO00M yueOHbIe ayAUTOPUU HJIA TMPOBEACHUS Y4eOHBIX
3aHSATHM,  TMPEJYCMOTPEHHBIX  MporpamMmoil  OakamaBpuatra,  OCHAICHHBIC
000OpyZIOBaHUEM M TEXHUYECKMMHU CPEICTBAMH OOYy4YEHHS: aBTOMATHU3HPOBAHHOE
pabouee MecTO mMpernojaBaTeis, MapKepHas J0CKa, MYJIbTUMEIUMHBIA MPOEKTOD,
JIOKyMEHT-KaMepa, MOCaJ0uHbIe MECTa 00yYarOIIHNXCS.

[Tomemennst a8 CaMOCTOSTENbHONM pabOThI  OOYYaIOMMXCS  OCHAIIEHBI
KOMITBIOTEPHOW TE€XHHUKOW C BO3MOKHOCTBHIO MOJKIIOUECHUS K cetu «MHTepHeT» u
o0OecrieueHEM JO0CTyIa K AJIEKTPOHHON HHGPOPMAIMOHHO-00pa30BaTEIbHON Cpelie
YHUBEpPCUTETA.

ABTOpPBI: JIOKTOp J3KOHOMHUYECKMX Hayk, mpodeccop bapaymun E.H., kxangunat
neaarornyeckux Hayk Jlanunosa T.B.


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




	Дисциплина относится к факультативным дисциплинам основной профессиональной образовательной программы бакалавриата по направлению подготовки 20.03.01 Техносферная безопасность, направленность (профиль) «Пожарная безопасность».
	4.1 Распределение трудоемкости дисциплины по видам работ
	4.2 Тематический план, структурированный по темам с указанием отведенного на них количества академических часов и видов учебных занятий
	4.3 Содержание дисциплины для обучающихся: очной формы обучения
	Содержание дисциплины для обучающихся: заочной формы обучения

