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1. leau 1 3a1a4u TUCHUILJIHHBI

Leab ocBOeHUsI TUCHUNIMHBI:

- ¢dopmupoBaHHE y O0OydYaroUMXxcsi CHOCOOHOCTH pa3padaTbiBaTh MPOEKTHI
HOPMATHUBHBIX TNIPABOBBIX aKTOB B cdepe npodhecCUOHANbHOU JeATeTbHOCTH,
OCYHIECTBJISATh HX TMPABOBYID M AHTUKOPPYIUHUOHHYIO SKCIEPTU3Y, OLEHKY
PErYJIUPYIOLIEro BO3ACHUCTBUS U TIOCIEACTBUN UX PUMEHEHHUS.

Ilepeyenb koMneTeHUMH, (POPMHUPYEMBbIX B IIpoLecce U3YyYeHHUS JUCHHMIIIHHbBI

Komnerenmuu Conep:xxanue

OIIK-4 CrniocobeH pa3pabaThiBaTh TPOSKTHI HOPMATHBHBIX MTPABOBBIX aKTOB B cepe
npoeCCUOHATBHON  JIEATETbHOCTH, OCYLIECTBISATH HUX IMPABOBYIO H
AHTUKOPPYIIIUOHHYIO 3KCIIEPTH3Y, OICHKY PETyIUPYIOIIETO BO3ICHCTBUS H
HOCJ'IC,Z[CTBI/II‘;I X IPUMCHCHU S

3amauu AUCUMILIUHBI:

e (QopMupoBaHHME Yy OOyYalOLIUMXCS TMOHUMAHHS OCHOB MPOEKTHUPOBAHUS
HOPMATHBHBIX MTPABOBBIX aKTOB B chepe MpodeCcCHOHATBHON AeATEILHOCTH;

o dbopmupoBaHue MIPECTABICHHAMN 0 MOPSJIKE OpraHu3alun
JOKYMEHTUPOBAHMSI M JOKyMEHTOOOOpOTa, (hOpMHUpOBAaHWE 3HAHUK 00 OCHOBHBIX
MpaBujax W TOPSAKE MOATOTOBKH OGOpPMIICHUS, ydeTa W XPaHEHUS CIIy)KCOHBIX
JOKYMEHTOB, a TaK ke (OpMHUpPOBAHHME YMEHUH MO pa3paboTKe yImpaBIeHYECKOU
JOKYMEHTALINH;

o - (hopMHpOBaHUE Y OOYYAIOIIUXCS YMEHHUS OCYIIECTBIISTH MPABOBYIO U
AHTUKOPPYIIMOHHYIO 3KCIEPTU3y HOPMATUBHBIX IPABOBBIX aKTOB B cdepe
npodeccuoHanbHOM eI TeIbHOCTH

o dbopMHUpOBaHME TPAKTUYECKUX 3HAHUM, CBS3aHHBIX CO 3HAHHUEM
JOKYMEHTAIMOHHOTO O0EeCTeYeHMs yrnpaBlieHusI B opraHax u nojpasaencHusx [TIC
MU CIIOCOOHOCTHIO K PEIICHUIO TIPABOBBIX, COIMAIBHBIX W KaJPOBBIX BOIPOCOB,
CBSI3AHHBIX C  JICSATEIBHOCTBIO  MOXKAPHO-CIIACATENbHBIX  NOAPA3JICIICHUM  Ha
TePPUTOPHATHPHOM ypOBHE, a TaKk k€ (OPMHUPOBAHWE YMEHUH  BECTH
JIEJIONPOU3BOACTBO M Y4YacTBOBATb B BEJEHUU JOKYMEHTOOOOpDOTa B oOpraHax
roCyJJapCTBEHHOM BJIACTH, FOCYJAPCTBEHHBIX M MYHMIIMIIAJIbHBIX OpPraHU3alMsIX, Ha
npeanpusaTusx u - opranmzanusx cucteMbl MUC  Poccun. IlpuoOperenue
NPAKTUYECKUX HABBIKOB COCTABJICHUS, Y4Y€Ta, XPAHEHUs, 3alllUThl CIYXKEOHOU
JOKYMEHTAIIMU B COOTBETCTBUH C TPEOOBAHUSIMU JOKYMEHTOOOOpOTA.

2. IlepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHMS 10 IMCHHUILINHE,

COOTHECCCHHBIX ¢ HHIMKATOPAMH TJOCTHKCHUSA KOMHeTeHHHﬁ
WNHpukaTophl 1OCTUKEHUS KOMITETEHIIUH [Tnanupyemblie pe3yabTaThl O0yUEHUS TI0
JTUCIUIINHE, XapaKTePU3YIOLINe 3TaIbl
dbopMUPOBaHUS KOMITETEHITHIA
Hcnonp3yeT 3HaHUS OCHOB MPOECKTUPOBAHUS | 3HAET

HOPMATUBHBIX MIPABOBHIX aKTOB B chepe IOpuanueckyro TEpMUHOJIOTHIO,




npodeccuonanbHOU nesitenbHocTH OITK-4.1

HEOOXOUMYIO JIIsl IPAaBOTBOPYECKOM
nesitenpHocTy OIIK-4.1.PO-1

[IpaBuia nenonpou3BoaCTBa B eiepalibHBIX
opranax ucnosHuTenbHol Biactu OINK-
4.1.PO-2

VYmeer

Hcmonb3oBath YCTAHOBJICHHBIC HOPMBI U
paBuiia pa3pabOTKH HOPMATHUBHBIX [TPABOBBIX
AKTOB OpTraHOB HICIOJIHUTEIBHON BIACTU U UX
rocynapcrBeHHou peructpanun OI1K-4.1.PO-
3

[TpumeHsTh 001IME U CTieUaTbHbIE METObI
HKCIIEPTHOTO aHAJIN3a U OLICHKU TPOEKTOB
HOPMATUBHBIX IIPABOBBIX aKTOB, MPOSIBIISIET
npodeccuonanusm u orercTBeHHOCTh OITK-
4.1.PO-4

IIpuMeHsieT yMEHHUs OCYILECTBIIATH IIPABOBYIO
U aHTUKOPPYIIIMOHHYIO KCIICPTH3Y
HOPMATHBHBIX MPABOBBIX aKTOB B chepe
npodeccuonansHoi nestensHocTr OITK-4.2

3Haer

MeTo1b1 aHTUKOPPYIIIMOHHOM 3KCIIEPTU3bI
HOPMATHBHBIX MPABOBBIX aKTOB B chepe
npodeccuonansHoi nesitenbHocTr OITK-
4.2.PO-1

CrniocoOBl COCTaBIICHUSI, XPAHECHHS, 3AIUTHI
CITy’)KeOHOH TOKyMEHTAIUU B COOTBETCTBHH C
TpeboBaHusIMH ToKyMeHTooOopoTta OIIK-
4.2.PO-2

Ymeer

[TpuMeHATh METONUKY IPOrHO3UPOBAHMS
COLIMAJIbHO-DKOHOMUYECKHX ITOCJIEICTBUI
IIPUHATHS HOPMAaTUBHBIX IIPABOBBIX aKTOB C
Y4E€TOM aHTUKOPPYNLIMOHHON COCTABIISIOIIEH
OIIK-4.2.PO-3

BecTu nenonpous3BoACTBO U y4acTBOBATh B
BEJICHUU JIOKyMEHTO000pOTa B OpraHax
rOCyapCTBEHHOU BIIACTH, FOCYIapCTBCHHBIX U
MYHULIMIIAJIbHBIX OPraHN3aLMsIX, HA
IPEIIPUATHIX U OPTAaHNU3ALUAX CUCTEMBI
MYC Poccun OIIK-4.2.PO-4

3. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOM Npo@deccuoHaIbHO
o0pa3oBaTeJbHON MPOrpaMMbl

I[I/ICHI/IHJ'II/IHa OTHOCHUTCA K

00s13aTeJILHOMN YacTH, OCHOBHOM

npodeccroHanbHOi 00pa3oBaTENIbHONW MPOrpaMMbl OakKadaBpuara Mo HaNpaBICHUIO
noarotoBku 38.03.04 I'ocynapcTBeHHOE M MyHUIIMTNIATIBLHOE YIIPaBJICHUE, MPODUIb —

MaTCpPUAJIbHO-TCXHUYCCKOC oOecreueHue.

4. CTpyKTYypAa U coJeprKaHue TUCUUIINHBI
OO6mast TPyJIO€MKOCTh AUCHUIUIMHBI COCTaBIsACT 4 3a4eTHbIC €IUHMILI 144

gaca.




4.1 PacnipeesieHue TPyI0€eMKOCTH IMCHHUILIMHBI 110 BHAaM padoT,
1o cemectpam u popmam o0yueHust
NJIst 04HOM opMBbI 00ydeHUst

TpynoeMKkocTh
Bug paGotst 1o
3.e. yac. | cemecTpam|
1
OOmast TPyIOEMKOCTh AMCLUUIUIMHBI IO Yy4eOHOMY 4 144 144
IUIaHy
KonrakTtHast paboTta, B TOM 4ncIie: 56 56
AYyIUTOPHbBbIE 3aHATHSA 54 54
Jlexuuu (JI) 26 26
ITpaktuueckue 3ansatus (I13) 28 28
KOHCYJIBTALlUU IIepe]] 3K3aMEHOM 2 2
CamocrosiTeqbHasi padora (CP) 52 52
JK3aMeH 36 36




4.2. TemaTu4ecKUH NJIaH, CTPYKTYPHPOBAHHBIN 110 TeMaM (pa3aeiaMm) ¢
YKa3aHHEM OTBEJICHHOI'0 HA HUX KOJIHYECTBA aKaJeMHYECKHX YaCOB U BH/10B

paoor
1JIst 04HOM hopMbl 00ydeHust
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OCHOBBI opranu3amun
1 P W g 1 4 4 6
JICJIONPOU3BOJICTBA
Opranuszanus CITYKOBI
2 |P H Y 14 | 4 4 6
JICJIONPOU3BOJICTBA
3 [TpaBwiia MOATOTOBKH U O(OPMIICHUS 14 4 4 6
OpPraHU3aIMOHHBIX JOKYMCHTOB
4 [TpaBwiia mOATOTOBKH U 0hOpMITCHUS 12 ) 4 6
pacropsIUTeIbHBIX JOKYMCHTOB
[IpaBuna opopmieHus
5 | uHPOPMALMOHHO-CIIPABOYHBIX 10 2 2 6
JIOKYMEHTOB
OO0l opsIoK PadOTHI C
6 | OUHHI IOPANOK P 10 | 2 2 6
JIOKYMEHTaMH B OpTaHHU3aI[u1
7 KynbeTypa ne10B0i TUCbMEHHOW pEYu: 10 ) ) 6
UCTOPUSI 1 COBPEMEHHOCTh
OC00EHHOCTH SI3bIKA CIYKEOHOTO
8 y 12 | 4 2 6
JIOKYMCHTA
PenaxkTupoBaHne TEKCTaA CIYKEOHOTO
g | cAaKTHD y 10 | 2 4 4
JIOKYMCHTA
Koncyabranus 2 2
9K3amMeH 36 36
Hroro 144 | 26 28 2 36 | 52




4.3 ConepxaHue JMCUMILIMHBI 1JI51 00y4al0IMXCH
04YHOM (pOpMBI 00yUeHUS

Tema 1. OCHOBBI OpraHM3aNMHu 1eJI0NPOU3BOICTBA

Jlekuus. Benenue nokymeHTOoB 10 XV B. Y4YeTHbBIE NOKYMEHTHI JIpeBHEwu
I'petmn, [Jpesnero Erunra, JIpeBHero Puma, Illymepo-BaBHIIOHCKME HOKYMEHTBHI.
®opmbl JOKYMEHTOB. CpeacTBa 3alMThl JOKYMEHTOB. DYHKIIMU JOKYMEHTOB: YYET,
YIIPABJIEHUE U KOHTPOJIb.

@opMHUpPOBaHME NPUKAZHOM YIIPABICHYECKOM CHUCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOmiero menonpoun3BoacTBa. CTPYKTypHBIC TMOIPA3ICICHHUS IPUKA30B.
BoenHnas, aunmomMarnyeckasi, CTaTUCTUYECKAs, ydeTHas JIOKymeHrtanus. [IpaBumia
coctaBieHusT W OGOpPMIICHHUS JOKYMEHTOB. KOoJIIEKCKOe Jenonpon3BOACTBO.
Crpykrypa kojuieruid. Buabl jokymeHToB. Perucrpanus qokymeHToB. OpraHu3anus
KOHTPOJISI 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-nagana XX B. Opranuzaius padoThl ¢ JOKYMEHTaMHU
B MUHHUCTEPCTBax. llojiokeHnEe O MUCHMOBOJICTBE W JIETONPOU3BOJCTBE B BOEHHOM
BEJIOMCTBE.

IIpakTHyeckoe 3aHsiTHe. Pa3BUTHE COBETCKOTO AENONPOU3BOACTBA. DYHKIINU
METOAUYECKOTO IIEHTPAa IO PYKOBOJCTBY PpAallMOHAIM3ALMEN JIEJIONPOU3BOICTBA.
biopo cranmaptuzaiuu  BCHX  CCCP. OcHoBHbie mnoJsiokeHusi  EnuHoi
rocynapctBeHHoil cuctembl  genonpousBoictBa (EI'CJl). Coszganue Enunoi
rOCyJapCTBEHHOM CHUCTEMBbl JOKYMEHTAI[MOHHOTO OOECTICUCHUsS  yIpPaBIICHUS
(ETCHOY). [Ilpomecc craHmapTu3aiud U yHU(QUKAIIUH  OpPraHU3aIMOHHO-
pacriopsiauTenbHOM  JokyMeHTanuu. Co3gaHue ABTOMATU3UPOBAHHON CHUCTEMBbI
yopasieauss (ACY) um OOmierocynapcTBeHHONW CHCTEMBI cOopa U 00paboTKu
uHDopMaruu I y4eTa IUIAaHUPOBAHMSI W YIPABICHUS HAPOJHBIM XO3SHCTBOM
(OI'AC).

CamocrosiTesibHast paoora. I'ocynapcTBeHHOE pEeryJIMpOBaHUE
JEJIONPOU3BOACTBA B P®. HopmatuBHO-11paBoBOE peryJInpoBaHue
JOKYMEHTUPOBaHUSI W paboThl C JokymeHTamu. IlomHomouuss @DenepaibHOro
apXMBHOIO AareHTCTBa IO O0OECIEeYEeHUI0 COOJIOJEHUS TMpaBUIl  XPaHEHWS,
KOMIUIEKTOBAaHMS, YYE€Ta M HCMOJb30BAaHUS AapXUBHBIX JIOKYMEHTOB. IIpaBuina
JIEJIONPOU3BOACTBA B (hellepalIbHBIX OpraHax MCIOJHUTENbHON Biactu. CTaHAapTHI,
yCTaHABIMBAOIINE NMPaBuiia 0(OPMIICHUS JOKYMEHTOB.

Pexomenayemas ureparypa:

ocHOBHasl: [1,2];

nonoyiHuTenbHas: [1,2].

Tema 2. Opranusanms cayx0bI AeJIONPOU3BOACTBA

Jlekumsa. Opranuzanusi ciy:)XObl JIEJIONPOU3BOJICTBA B TIOCYAapCTBEHHBIX
opranax. TpeboBaHMs K OpraHu3aluu JOKyMEHTOOOOpoTa B (enepaibHOM OpraHe
UCIIOJIHUTENbHON  Biactu.  OpraHuzanus  CiOy>KObl  JEJIONPOU3BOACTBA  HA
npeanpusaTusx. Turmosas cTpykTypa ciyxos JJOY.

3amaun ciyxObl nenonpousBojcTBa. TexHonormueckue Qynknuu JJOVY.
Opranuzanuonnsie  ¢yukiuu  JJOY. KoutponbHbie ¢GyHkiuu ciyx6osr JIOVY.



Meronnueckne  pynkmuu  JIOY.  CrpykTypa  TIOJNIOKEHHST O  CIIyxOe
nenornpou3BoAcTBa. Opranuzaius B3aumMoaencTsus ciryx0osl JJOY co cTpykTypHBIMU
NoJIpa3/IeICHUSIMU MIPEANPUATUS (YUPEKIACHUS).

Cucrembl KOJIEKTUBHOM 00pabOTKH JOKyMEeHTOB. KoMIUIEKCHBIE CHCTEMBI
yIPaBJIEHUS TOKYMEHTAM.

IIpakTuyeckoe 3ansitue. Opranuzanus CIOy>KObl  JI€JTONPOU3BOJICTBA.
Opranuzanusi 10KyMeHT0000poTa. PopMbl pabOThI C JOKYMEHTAMH B OpraHU3aIUsIX.
[Topsmox 06pabOTKH TOKYyMEHTOB.

CamocrositeibHasi  pa0doTra. DJIEKTPOHHBIE CHUCTEMBI  JOKYMEHTALUU.
OcoOenHocTr pabOThl C AJNEKTPOHHBIMU JOKYMEHTaMU B (hefepajbHBbIX OpraHax
WCHOJIHUTENIBbHOU BiacTU. [IOpsAIOK MCHOJIb30BaHUS AIEKTPOHHBIX noanucei. Buasbl
AIIEKTPOHHBIX moAnucen. Opranu3anus 3aluiIIeHHOT0 T0KyMEHTO000pOTa B CETH.

Pexomenayemas ureparypa:

ocHoBHas: [1,2];

JonoJiHuTeNbHas: [1,2].

Tema 3. IlpaBwia mNOATOTOBKH H O(OPMJIEHHSI OPraHU3ANMUOHHBIX
AOKYMEHTOB

Jlekumsa.  OOmwme  mpaBuna  opopmieHUsT  JOKYMEHTOB.  3ajauu
['ocypapcTBeHHOW CHUCTEMBI JIOKYMEHTAIIMOHHOTO OOECHEYEeHHs YIpPaBJICHHEM
(I'CHOY) u ynudunupoannoit cuctemsl gokymenrtauuu (YCI). TpeGoanus x
oOpMIIEHHIO PEKBU3UTOB JOKYMEHTOB. Buabl nokymentoB. @opmaTsl Oymaru u
1ossl. bilaHKy JOKyMEHTOB.

Buzabl opraHu3alMoOHHBIX JOKYMEHTOB. PEKBU3UTBI yCTaBa, YUPEIUTEIbHOIO
noroBopa. Buasl u nmopsiok oGopMIiIeHUS MOJIOKEHUN, OMPEENAIOMUX CTPYKTYpPY,
KOMITETCHIIMIO W OpPraHU3aIMi0 paboThl mpeanpustus (yupexnenus). CTpykrypa
MOJIOKEHHUM, PETrJaMEHTUPYIOIIMX JAESTEIbHOCTh JOJDKHOCTHBIX JUL. Buael u
CTPYKTypa MHCTPYKIIUMA. PekBu3uThI MHCTpYKIMHA. Buasl pernamentoB. TpeGoBanus
o0 0(hOPMIICHHIO pPEerjaMeHTa.

IIpakTuueckoe 3ansaTue. OdopmieHre HOPMATUBHO-NIPABOBLIX AaKTOB
OpraHOB MCHOJHUTENbHOU BiacTu. OdopmiieHHue pacrlopsiKEHUM, MOCTaHOBJICHUMH,
peuieHunii, mpukaszoB. lIpaBuna NOATOTOBKM M OQOPMIIECHUS OPraHU3ALUOHHBIX
JOKYMEHTOB

CamocrositeabHas padora. O6mue TpedboBanus 1o 0hOPMIICHUIO TOTOBOPOB.
CrpykTypa  rpakIaHCKO-IIPaBOBbIX  J0roBopoB.  CopaepkaHue  NpPETEH3HH,
pexnamarmu. [Topsanok opopmiieHUsT HICKOBBIX 3asBICHHIA.

Pexomenayemas ureparypa:

ocHOBHasl: [1,2];

nonoyiHuTenbHas: [1,2].

Tema 4. IlpaBwia noaAroroBKM M O0GOpMIIEHHS PaCHOPAAUTETBLHBIX
AOKYMEHTOB

Jlexnus. Buael  pacnopsaMTENbHBIX — JOKYMEHTOB. Odopminenue
pacrnopsauTEIbHON JOKYMEHTALINH.

Buasl u mnopsimok odopmienuss mnpukazoB. OdopmiieHHe pacnopsKEHUU.



Odopmnenue pemenus. OdopmieHre MPOTOKOIA.

[Topsinoxk TOKyMEHTUPOBAaHUS TPYAOBBIX OTHOLIEHHMH. ColepKaHUe ITaHHOTO
pacnucanusd. IlpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmieHue
JIOJDKHOCTHOW  MHCTpyKUMH. OdopmieHne TpyaoBOro J0roBopa. PeKBU3HUTEHI
IIPUKA30B I10 JIMYHOMY COCTaBY.

IIpakTnyeckoe 3ansitue. IlpaBuna  NOArOTOBKM U OQOpMIIEHHUSA
pacnopsAUTENbHBIX JTOKYyMEHTOB. Ilopsnok odopmieHHs NEpBUYHBIX YYETHBIX
JOKYMEHTOB M YYETHBIX pErucTpoB. OCHOBHBIE W JOIOJHUTENIbHBIE PEKBU3UTHI
OyXraiarepckux JIOKyMEHTOB. Ha3HaueHuWe pEeKBU3WUTOB, MPHUMEHIEMBIX B
OyXraiaTepcKkux JOKyMEHTaXx.

CamocrosiTeibHast padora. OpraHu3alMoOHHO-pacHoOPsAUTENbHAS
nokymenTaiusi B cucteme MUC Poccun. OdopmiieHne WHCTPYKLIHMA, MTPOTOKOJIOB.
Copep:xanue U Ha3HAYCHHUE CITYKEOHBIX MTUCEM, CITY>KEOHBIX 3aITHCOK.

Pexomenayemasi sureparypa:

ocHoBHas: [1,2];

JonoJiHuTeNbHas: [1,2].

Tema 5. IlpaBuaa odgopmieHuss HUHEPOPMANMOHHO-CIIPABOYHbBIX
JOKYMEHTOB

Jlekuusi. Buasl MHPOpManMOHHO-CIIPABOYHBIX JOKyMEHTOB. OdopmieHue
JOKJIAJTHBIX ¥ OOBSICHUTENBHBIX 3aMUCOK. Buapl u mopsinok opopMIICHHS aKTOB.
Buner cnyxebusix nmceM. Odopmienue ciayxeOHbix mnuceM. OdopmieHue
tenerpamm. Bunel u opopmienue crpaBok. Odopmiienue

IIpakTuyeckoe 3anatue. OdopmieHne HUHOOPMALMOHHO-CIIPABOYHON
AOKyMeHTauu. Bunpl HaydHbIX padoT.

CamocrositeibHass padora. OdopmieHue pe3yabTaTOB HAyYHBIX padoT.
OdopmieHue crucka UCIOJIb30BaHHOM JIMTEPATYPHI.

Pexomenayemas sureparypa:

ocHoBHas [1,2];

JonoJiHuTeNbHas: [1,2].

Tema 6. O0muii MOpPsiIOK padoOThHI € JOKYMEHTAMM B OPraHU3alMu

Jlekumsa. Ilpuem wu nepBuyHas o00pabOTKa BXOJSAUIMX JOKYMEHTOB.
[IpenBaputenbHOE PacCMOTPEHUE U PpacHpe/ielieHHe JIOKYMEHTOB. Peructparus
BXOJISIIIIECH KOPPECTOHICHINH. BUIbI HEPETUCTPUPYEMBIX TOKyMEHTOB. OOpaboTka u
OTMpaBKa HWCXONAIMMX JOKYMEHTOB. [IpoBepka mpaBMIBHOCTH OGOPMIICHHS
UCXOASIMX JIOKYMEeHTOB. JKypHallbHasi M KapTO4Hasi CHUCTEMa pErucTpanuu
JIOKYMEHTOB. ABTOMaTU3UPOBAHHASI CUCTEMA PETUCTPALlU JOKYMEHTOB.

KoHTpons 3a cpokamMu HCHOJHEHUSI JOKYMEHTOB. ABTOMATHU3UPOBAHHBIN
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB.

Opranuzaiusi ONepaTMBHOTO XpaHEHMsI JOKyMeHTOB. HomMmeHkmartypa gen B
opraHuzanuu. TpeOoBaHMs MO COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATYPbI JEII.

IIpakTuyeckoe 3ausitue. [lopsaok ¢opMupoBaHUsA Jed B OpraHU3alLHUU.
[Topsinok odopmienus aen. Cucremaruzaiusi 10KyMeHTOB. OdopmiieHrne 00JI0KKH
nena. CoctaBieHre BHYTpEHHEW onucu aena. OpraHu3aius XpaHEeHUs JTOKYMEHTOB.



OO0t mopsAoK paboThI ¢ JOKYMEHTaAMH B OpPTraHU3aLINH.

CamocTrosiTeibHAasE padoTa. DKCepTH3a LEHHOCTH ITOKyMEHTOB. Ilopsmox
nepenaun aen B apxuB. Cpokd XpaHEHHs] JOKYMEHTOB. [Iopsmok yHHYTOXXKEHUS
nokyMeHToB. Ilopsimok paboThl ¢ MHCHMEHHBIMU OOpaIICHUSMH TpakaaH. Buisl
oOpamenuii rpaxnad. Cpoku paccMOTpeHus oOparneHuil rpaxkiaaH. KoHTpons 3a
MCTIOJTHEHHEM OOpaIlleHHIA TpaXKIaH.

Pexomenayemas sureparypa:

OoCHOBHad, [1,2];

nonoyiHuTenbHas: [1,2,3].

Tema 7. Kyabrypa aejioBOii NHCBMEHHON peyHd: HCTOPUA H
COBPEMEHHOCTh

Jlekums. OCHOBHBIE aCIIEKTHI KYJIbTYpHhI A€JI0BOM peun. HopmaTUBHBII acnekT
KyJIbTypbl peud. KOMMYHHMKAaTHBHBIN aCHEKT KyJbTYpbl PEYU. DTUYECKUU aCIEKT
KyJbTypbl peuu. McTopust pycckoil 1e10BOM MUCbMEHHOCTH M PAa3BUTHE JIOKYMEHTA.
Hpeuuii nepuoa. Ilpukaznoit nepuon. Kosmexckuil nepuos. MUHUCTEPCKUA
nepuoa. COBETCKUH U MTOCTCOBETCKUI MEPUOL.

IIpakTnueckoe 3aHATHe. OCHOBHBIE AaCHEKThl KYJbTYPhl JI€JIOBOM PEYM.
Hcropus pycckoi 1e10BOM NTMCbMEHHOCTH U Pa3BUTHE JOKYMEHTA.

CamocrosiTesibHass padora. lHTepHAUMOHATIPHOE MW HAIMOHAIBHOE B
CIykeOHOM JoKyMeHTe. TOYHOCTh W TMOHATHOCTh. KommermanpbHOCTh. TouHas
aapecHocTh. TemaTudeckas OrpaHHUYE€HHOCTb. CBOEBPEMEHHOCTh U AKTYaJbHOCT.
JIOCTOBEpHOCTh M OOBEKTHBHOCTH. Y OCAUTENbHOCTh U JIOTHYHOCTH. [lonHOTa M
CKATOCTh U3JIOKEHUsI. HENTpanbHOCTD U3JI0KEHNUS.

Pexomenayemas ureparypa:

ocHOBHasl: [1,2];

JlonoJiIHuTeNIbHas: [1-3].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY’K€OHOT0 JOKYMEHTA

Jleknusa. Cranpaptuzanus s3bika JoKyMeHTa. CranpapTu3anus JEKCHKHU.
CnenuanpHas JIEKCMKA, CBOMCTBEHHAs TOJIBKO KaHILEISIPCKOM peur. CrienuajibHas
TEPMHUHOJIOTUYECKAs JIEKCUKA, BBIPAXKEHHAs OTIJIATOJIbHBIMU CYIIECTBUTEIbHBIMHU.
CnoenumanpHass ~ oTpacieBas ~ TepMHHOJIOrMYeckas  Jiekcuka.  CrenuanbHble
0003HauEHHUS JIIOJICH MO0 KAKOMY-THMOO MPU3HAKY WK JaercTBuio. CTaHmapTU3alus
CJIOBOCOYETAHUM. YCTOWYMBBIE CIIOBOCOYETAHUSA C MPOU3BOJHBIMU IMPEIIIOTAMH.
VYcroliuuBbie  CIOBOCOYETAHMSI  ATUKETHOro  xapakrtepa.  CraHgapTuzaius
npemnoxenuit. [Ipssmon nopsimok cinoB. [IocTOSSHHOE MECTO BTOPOCTENEHHBIX YJICHOB
npemiokeHus.  PacmonmokeHwe  ¢oB 1o MH(POPMATUBHOW  3HAYMMOCTH.
[Ipeobnaganne cTpagaTeNbHBIX KOHCTPYKIMH. PacmpocTpaHeHHOCTh MPOCTOTO
npemnoxenus. KynbTypa cnoxHoro mnpemioxenus. CraHaapTuzanus TEKCTa.
CBA3HBINA TEKCT C TPAAUILIMOHHOW JTMHEUHOM 3anuChI0. CBSI3HBIN TEKCT C 3aMKCHIO 1O
tpadapery. TekcT-ankera. TekcT-Tabnuia.

IIpakTuyeckoe 3ansAaTHE. S3BIKOBBIE TPEOOBAHUA K O(DOPMIICHUIO PEKBU3UTOB
nokymenra. PexBusur «HaummenoBanue  opranmszanuu». PekBuszur  «Jlata
nokymeHTa». PexBu3uT «Anpecat». PexBusut «I'pud yTBEpKIECHHS ITOKYMEHTa».



PexBuzut «Pe3omtonusy». PekBU3UT «3aroioBok K TekcTy. «PekBu3uT «llogmucky.
PexkBusut «Tekct nokyMeHTa». BUIbl M TUIIBI COKPAILICHUN.

CamocrosiTesibHast padota. SI3pikoBoe OQOpMIICHHE JUYHBIX JTOKYMEHTOB.
O6pasupl  3asBieHuii. OOpaszen; HCKOBOro 3asBieHuss B cyd. OOpasiibl
noBepeHHocTel. ABToOuorpadus. Pestome. JlenoBoe NMUCHMO: BHJBI M S3bIKOBOE
odopmIIeHHE.

Pexomenayemas sureparypa:

ocHOBHast: [1,2];

nonoyiHuTenbHas: [1,3].

Tema 9. PenakTupoBaHue TeKCTa CJIY:KeOHOI0 JOKYMEHTA

Jlekuusi. Meronuka penakTUPOBAHUA U TEXHUKA TMPaBKU CIYKEOHBIX
JOKYMEHTOB. MeToauka pegakTupoBaHusi noKymeHTa. llepBbiit stam paboThl ¢
TEKCTOM JOKyMeHTa. BTopoil 3Tam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuit srar
paboThI C TEKCTOM JOKYMEHTA.

IIpakTHyeckoe 3ansitue. TexHuKa NpaBKu JOKyMEHTa. THUIIMYHBIE OLIMOKH B
A3BIKE U CTHJIE JOKYMEHTOB. JIOrMKO-CMBICIIOBBIE OMIMOKU. JIeKcHueckue OIMOKH.
Mopgonornueckne  ommOku.  CuHrakcuueckue — ommOku.  HenpasuiibHoe
ynoTtpeOaeHne najiexxa v Ipeyliora nocie ynpasisomux cioB. Opdorpaduueckue u
IIYHKTYal[MOHHbIE OLINOKHU.

CamocrositenbHast padora. Hapymenuss peueBoro ostukera. IlpaBuna
PYCCKOIO 3THKETa

Pexomenayemas ureparypa:

ocHOBHasL: [1];

JOTOJIHUTENbHAS: [3].

5. MeToanuyeckue peKOMEHAALMHU M0 OPTraHU3ANUM U3YUYEHUS U CIUTTIMHBI

[Ipu peanuzanuy TPOTpamMMbl JUCHUIUIMHBI HCIONB3YIOTCS JIEKIMOHHBIE U
NPaKTHYECKHUE 3aHITHUA.

OOmuMU 1eNIIMU 3aHATUN SBISIFOTCS:

— 0060011eH e, cucTeMaru3aius, yI1yOJIeHHE, 3aKperyieHue
TEOPETUIECCKUX 3HAHUI TTO KOHKPETHBIM TeMaM JUCIUILTAHBL,

— dbopMHupOBaHUE YMEHUN MPUMEHATH MOJYyYCHHBIC 3HAHUS Ha MPAKTHKE,
peanu3anus eIUHCTBA HHTEIUICKTYaIbHOW U MMPAKTUYECKOM NI TeIIbHOCTH;

— BBIpabOTKAa MpW pEIICHUU TMOCTABICHHBIX 3a7ad MPOodheCCHOHATBEHO
3HAYUMBIX Ka4€CTB: CaMOCTOSITEIIbBHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUYECKOM
WHUIUATHBEI.

[ensiMu JISKIIAN SBIISFOTCS:

— JaTh  CHCTEMAaTH3UpPOBAaHHBbIC HAaydHble 3HAHUA 10 JAWCIUILUIUHE,
aKIIEHTUPOBAB BHUMaHUE Ha HanOoJee CIOKHBIX BOIIPOCAX;

— CTHMYJMPOBaTh aKTUBHYIO MO3HABATEIHHYIO JCSITEILHOCTh OOYJarOIINUXCS,
crioco0cTBOBaTh (POPMHUPOBAHUIO UX TBOPUYECKOTO MBIITUICHHS.

B xome mpakTtuyeckoro 3aHATHS OOECMEUYMBACTCS TMPOIECC AaKTUBHOTO
B3aMMOJICHCTBHS OOYJAIOIIMXCS C TPEnojaBaTesieM; MPUOOPETAIOTCS MPAKTUUIECKIE



HaBBIKK U yMeHUs. L[enh mMpakTUYeCcKOro 3aHsATHS: yIIIyOWTh W 3aKPENUTh 3HAHWS,
NOJIyYeHHbIE HA JIEKIUH, (POPMUPOBAHHE HABBIKOB HCIOJb30BAHMS 3HAHUM IS
pelIeHUsT TPAKTUYECKUX 3a7ad; BBIINOJHEHHE TECTOBBIX 3a/laHUl 110 IPOBEPKE
IOJIYYEHHBIX 3HAHUN U YMEHUM.

CamocrosiTenibHas paboTta oOyyaroluxcs HampapieHa Ha YIIyOleHue W
3aKperuIeHUE 3HAHUM, TMOJYYEHHBIX Ha JIEKUMUSIX U JIPYTUX 3aHATUSX, BbIPAOOTKY
HABBIKOB CAMOCTOSITEJILHOTO aKTHUBHOTO MPUOOPETEHUS HOBBIX, JOMOJHHUTEIIbHBIX
3HAHHUM, NOATOTOBKY K IMPEACTOSIIIIUM 3aHITUSM.

6. OueHoYHbIe MaTePHAJIbI M0 TUCIUIJINHE
Texymuii KOHTPOJIb YCTIEBAEMOCTH 00ECIIeUnBACT OIEHUBAHUE XOJIa OCBOCHUS
JTUCITUTUTNHBI, TIPOBOJAUTCS B COOTBETCTBUU C COJEPKAHMEM JUCIMIUIMHEI TI0 BUIAM
3aHATHI B (hOpMe ONPOCa/TOKIIAI0B/TECTUPOBAHUSI.
[TpomexxyTouHasi arrectanus OOSCICUYMBACT OIICHUBAHWUE MPOMEKYTOUHBIX U
OKOHYATEJIBHBIX PE3ylbTaTOB OOydYeHUs MO AWCIMILIMHE TMPOBOAMTCS B (opme
IK3aMEHa.

6.1. IlpumepHBbIE OLIECHOYHBIE MATEPHUAJIbI:
6.1.1. Tekymero KOHTPOJIA
Tunosble BOMpoCHI JJIA ONPOCa:

1. Yro Takoe JOKyMEHTO0O0pOoT?
2. [lepeunciuTh OCHOBHBIC 33724l aBTOMATH3AIMH JOKYMEHTO000pOTa
3. KakoBbI mpenMymiecTBa aBTOMAaTU3aUH IOKYMEHTO000poTa?

TumnoBblie TeMbI JJIS1 TOKJIAT0B:

1.Yuernsle nokymentsl [Ipesueii ['pennn, [llymepo-BaBUIOHCKHE TOKYMEHTBI

2.YuetHble nokyMeHThl J{peBHero Erunta, J[peBnero Puma

3.I1epBbie (opMBI JOKYMEHTOB U MEPBHIE CPEJICTBA 3AIIUTHI JOKYMEHTOB

TunoBble 3axaHust 1151 TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K chepe AeTONpOr3BOJICTRA:

a) ohopmiieHHE CeKpeTapéM MpuKasza o mpuémMe Ha paboTy COTPYAHUKA;

b) odopmieHnue cekperapéM 10 NpocbOe HayadbHUKA MO3APABUTEIBLHON
TeJIErpaMMBbl JIJI €r0 MaTepH;

¢) odopmiieHHE CeKpeTapéM IO Mpoch0e HauvajlbHUKA CIY>KEOHOW 3alUCKH B
BBIIIECTOSIIYI0 HHCTAHIINIO;

d) odhopmiteHne cekpeTapéM IPOTOKOIA COBEIAHUS PYKOBOIUTEIIEH OT/ICTIOB.

2. OOBEKT 1eN0MPOU3BOICTBA — ATO:

a) oopMmIIeHHE JOKYMEHTOB, OTPaXAIOIIMX BECh CHEKTP YIpPaBICHYECKOU
ACSTENIbHOCTH MPEANpPUATHs, a TakkKe OpraHu3aluio JOKYMEHTOOO0OpoTa B
YUPEXKICHUY;

b) cucrema OKyMEHTOB, CO3/laHHAsl HA OCHOBE €IMHBIX CTAaHJAPTOB;

C) mpaBuia, ONpeaessIoNe OpraHu3aluio TOKYMEHTUPYEMbIX MPOIIECCOB Ha
NpEeANnpUsTUL;

d) COBOKYmHOCTH [OKYMEHTOB, TNPHUMEHSIEMBIX B OIpeAeTeHHON cdepe
NEeSTEIBHOCTH.

2. K ocHoBHBIM 11€7151M cI1yxk0b1 JIOY oTHOCATCS:



a) pyKOBOJICTBO
b) KOHTpOJIb

C) KOOpAUHAIUS
d) peanuzarus

6.1.2. IIpome:xyTOYHOI aTTECTAIUU

IIpuMepHBIi NepeYeHb BONIPOCOB, BLIHOCMMBbIX HA JK3aMeH:

1. Yuernole nokyMeHTsl [lpeBHen I'penmm, Illymepo-BaBuIIOHCKHE
JOKYMEHTBI

2. VYuerHble nokymeHThl JIpeBHero Erunra, /[pesuero Puma

3. [lepBbie (hopMBbI TOKYMEHTOB U TIEPBHIE CPEACTBA 3AIIUTHI JOKYMEHTOB

4. [lepBbie (PyHKIIMU TOKYMEHTOB: YUET, YIIPaBICHUE U KOHTPOJIb

3. dopMupoBaHUe MIPUKA3HOU YIIPABJICHYECKOU CHUCTEMBI
JEJIOIIPOU3BOCTBA.

6. Cucrema ooOmero paenonpousBoAcTBa. CTpYKTypHbIE MOApa3JCICHUs
IIPUKA30B

7. BoeHHas, qunioMaTnyeckasi, CTaTUCTUYECKAsl, y4eTHAS JOKYMEHTALIHS.

8. Komnexckoe aenonpons3BoacTBo. Buasl noxkymeHToB. OpraHuzanys
KOHTPOJIA 32 UCIIOJIHEHUEM JOKYMEHTOB

9. Henonpoun3BoactBo XIX-nagana XX B. Opranuzauus palboTbl ¢

JIOKYMEHTaMU B MUHUCTEPCTBAX

10. TIlonoxxeHne O NHCBMOBOJICTBE M JE€JIONPOU3BOJACTBE B BOEHHOM
BEJIOMCTBE

11. Pa3ButHe COBETCKOro JEJIONPOU3BOJICTBA

12.  ®OyHKUMH METOAMYECKOro IIEHTpa MO PYKOBOJCTBY pallMOoHaIM3aIei
JeJIOMPOU3BOCTBA

13.  Bropo crangapruzanuun BCHX CCCP

14.  OcHoBHble  moJiokeHHsT ~ EnuHON  rocyJapCcTBEHHOM — CHCTEMBbI
nenonpousBozacTea (EI'CJI)

15. Cozmanue EauHOW rocygapCTBEHHOW CHUCTEMbI JOKYMEHTAIMOHHOIO
ob6ecneuenus ynpasienus (ET'CIOY)

16. Ilpomecc  crammapTu3zanmuu W yYHHPUKAIUM  OPraHU3ANHOHHO-
pacropsauTeIbHON JOKYMEHTAIINU

17.  Co3ganue ABromaTu3upoBaHHOW cucteMbl yrpasieHus (ACY) u
OO1erocy1apcTBEHHOW cHUCTEMbI cOopa U 00paboTKH HHPOpPMAIMHM AJid YydeTa
IJIAHUPOBAHMS U yIIpaBieHUs: HapoJHbIM X03siicTBoM (OI'AC)

18. T'ocymapcTBEHHOE peryjaupoBaHHe eJI0Npou3BojicTBa B PD

19. HopmaTuBHO-IPaBOBOE PEryJUpPOBaHUE JOKYMEHTUPOBAHUS U PaOOTHI C
JOKyMEHTaMu

20. Tlomnomouus denepanbHOr0 apXMBHOIO Ar€HTCTBA MO OOECIECUYEHHIO
COOJNIO/IEHNS TIpaBWJ XpaHEHUs, KOMIUIEKTOBAaHUS, Yy4yeTa M HCIOJIb30BaHUS
apXUBHBIX JJOKYMEHTOB

21. IlpaBuia aenonpou3BOACTBA B (eepalIbHbIX OpraHax MCIOJIHUTEIbHON



BJIACTH
22.
23.
24.

CraHjapThl, ycTaHaBIMBAIOLIKE TTpaBuia 0(hOpMIICHHS TOKYMEHTOB
Opranuzanus ci1yx0bl J€JI0NPOU3BOJCTBA B TOCYAAPCTBEHHBIX OpraHax
TpeOGoBaHus K opraHu3aluK TOKYMEHTO000pOTa B (peiepaabHOM OpraHe

HCIIOJTHUTEIbHOM BIACTU

25.
26.
27.
28.
29.

Opranu3zanus ciry>k0bl 1€JI0MPON3BOJICTBA HA IPEATIPUATHUAX

Tumnosas cTpykTypa ciyxos JJOY

3anaun 1 QyHKUIMHU CIIy>KObI 1€JI0MPOU3BOICTBA

CTpyKTypa MOJIOKEHUSI O CITyKO0e I1eTTONPOU3BOICTBA

Opranmzanus B3aumozaeicTBus ciayk0e1 JIOY co CcTpyKTypHBIMU

MOAPA3IEJICHUAMH PEANPUITHS (YUPEKACHUSA)

30.
31.
32.
33.
34.

Opranuzanus JOKyMEHTO000pOoTa

®opMbI pabOTHI ¢ JOKYMEHTAMH B OPTaHU3AIIHASIX

[Topsimox 06pabOTKH TOKYMEHTOB

DJIEKTPOHHBIE CUCTEMBI JOKYMEHTAIUH

OcoGenHocTr pabOTHI C ANMEKTPOHHBIMU JOKYMEHTaMHU B (peiepaibHbIX

opraHax HCIIOJTHUTEIbHON BIACTU

35.
MoAIncen
36.
37.
38.
39.
40.

HOpHI[OK HCITIOJIBb30BaHUs 3JICKTPOHHBIX HOHHHCCﬁ. BI/II[I)I QJICKTPOHHBIX

Opranu3zanus 3alUIIeHHOT0 T0KYMEHTO000POTa B CETH
TpeboBanust kK 0HOPMIECHUIO PEKBU3UTOB TIOKYMEHTOB

Buner nokymentoB. @opmarsl Oymaru u nossi. bianku T0KyMeHTOB
Buapl opraanzanimoOHHBIX JOKYMEHTOB

TpeboBanus 1o o(popMIIEHHUIO: yCTaBa, yUpeIUTEIBHOIO JOrOBOpa

6.2. lllkana oueHMBaHMS Pe3yJIbTATOB INMPOMEKYTOYHON aTTecTauu M
KPHUTEPUH BBICTABJICHUS OLICHOK
Cucrema OLleHUBAHMSI BKIIFOUYACT:

®dopma [Tokazarenu

Kputepuu BbICTaBI€HUS OLIEHOK [Ixama oneHUBaHUA
KOHTpO.HSI OLICHUBAaHUA
JK3aMeH MPaBUJILHOCTh M | JaH TIPABWJIBHBIA, TOJHBIA OTBET Ha OTJINYHO

IIOJIHOTA OTBETA | MOCTABIICHHBIH BOIIPOC, IIOKa3aHa
COBOKYITHOCTb OCO3HAHHBIX 3HAHWUM 110
AUCHUIIIIMHE, NOKA3aTCIbHO PACKPBITHL
OCHOBHBIC ITOJIOKCHHUA BOITPOCOB;
MOT'YT OBITh AONYIICHBI HCEAOYCTHI,
HCITPABJICHHBIC CaMOCTOATCIIBHO B
Mponeccc OTBCTA.

JJaH  TpaBWIbHBIM,  HEJOCTATOYHO XOPOIIIO
MOJHBLIA OTBET HaA TOCTaBJICHHBLIN
BOIPOC, TOKa3aHO YMEHHUE BBIJCIUTH
CYLIECTBEHHBIE U HECYLIECTBEHHBIE
MPU3HAKK, MPUYUHHO-CIICICTBEHHbIC
CBSI3M; MOTYT  OBITh  JOMYIIEHBI
HEJI0YEThI, UCIPABIECHHBIE C MOMOILBIO
MIPENOJaBATENS.

JaH HEAOCTAaTOYHO HpaBI/IJ'II)HHﬁ n YAOBJICTBOPHUTCILHO




MOJTHBIN OTBET; JIOTHKa u
MOCJIEI0BATEIbHOCTh U3JI0KEHUS
UMEIOT  HapylleHus; B OTBETE
OTCYTCTBYIOT BBIBOJIBI.

OTBET MIpe/ICTaBIsIeT co00i1 | HEYAOBIETBOPUTEIBHO
pa3po3HEHHbIE 3HAHUS c
CYILIECTBEHHBIMU omuOKaMu 1O
BOIIPOCY; IPUCYTCTBYIOT
(dbparMeHTapHOCTbD, HEJIOTUYHOCTb
U3JI0KEHUS;  JIOMOJHUTENbHBIE U
YTOYHSIOIINE BOMPOCHI HE MPUBOMAST K
KOPpPEKLIMK OTBETA HA BONPOC.

7. PecypcHoe o0ecnievyeHue QM CIATTHHBI
7.1. JIMueH3UOHHOE U CBOOOIHO PacCIPOCTPaHsieMoe MPOrpPpaMMHOe
odecreueHue

[lepeyeHsb JMIIEH3MOHHOTO W CBOOOJHO PaCHpOCTPaHSIEMOTO MPOTPAMMHOIO
o0ecCrieueHuUs, B TOM YHCIIC OTCYSCTBEHHOT'O ITPOU3BO/ICTBA!
Microsoft Windows 7 Professional — [10-BES8-834 [JIunen3nonHoe]
Microsoft Office Standard 2010 — I10-413-406 [JIuneH3noHHOE |
7-Zip — [10-F33-948 [CBoOOAHO pacmpocTpaHsieMoe |
Adobe Acrobat Reader — I10-F63-948 [CBoOo1HO pacmnpocTpaHsemMoe]
Google Chrome — I1O-F2C-926 [CB0o601HO pacnpocTpaHseMoe |
MoiitOduc OOpazoBanue — I[10-41B-124 [CB0OOOAHO pacHpoCTpaHsEeMOE -
OtedecTBeHHOE]

7.2. IIpodeccnonanbHble 0a3bl JAHHBIX 1 HH(POPMALMOHHbIE CTIPABOYHbIE
CHCTEMbI

HNudopmanmonnas cripaBouHasi cuctema — CepBep OpraHoB rocy1apCTBEHHON
Bnactu  Poccmiickoit  ®epepammm  http://poccus.pd/  (cBoOGOmHBIA  goCTyN);
npodeccuonanpupie 0a3pl naHHBIX — llopTanm OTKpBITBIX nMaHHBIX Poccuiickoit
Oenepanuu  https://data.gov.ru/ (cBoOOmHBIN gocTyn); GdeaepanbHBIA MOPTAI
«Poccwmiickoe oOpazoBanue» http://www.edu.ru (cBOOOAHBIN OCTYIT); CHUCTEMA
Oo(pUITMATBLHOTO  OMYyOJIMKOBAHUS  TPABOBBIX AaKTOB B  DJICKTPOHHOM  BHJIC
http://publication.pravo.gov.ru/  (cBoOOAHBIN jgocTym); denepaabHbIi  TOpTall
«CoBepIIeHCTBOBaHNE rOCyIapCTBEHHOTO yIPaBICHUS https://ar.gov.ru
(cBOOOMHBIN JIOCTYI); AJEKTpOHHAs OuOIMOoTeKa yHuBepcuTeTa http://elib.igps.ru
(aBTOpPM30BaHHBIM  JIOCTYI); AJEKTPpOHHO-OMOMMoTeuHas cucrema «3bC IPR
BOOKS» http://www.iprbookshop.ru (aBTopr3oBaHHBIN 1OCTYM).

7.3. Jluteparypa
OcHoBHas JuTeEparypa:
1. [MtpukoB, A. b. OCHOBBI yNpPaBICHUECKOW EATCITHLHOCTH: y4eOHOE
nocooue / A. b. IlrpukoB. — Camapa: I[loBomKCKUI TroCydapCTBEHHBIM




YHUBEPCUTET TEICKOMMYHUKauui u uHpopmatuku, 2017. — 99 c¢. — ISBN 2227-
8397. — TekcT: 3neKTpoHHBIHN // DnexkTpoHHO-O0nbanoTeuHas cucrema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru/75398.html

2. Ky3suenosa, . B. JlokyMeHTHUpOBaHKE YIPABICHUYECKON JNEATCIBHOCTHU:
yueOHoe mocobue st 6akanaBpoB / U. B. Ky3nenona, I'. A. XauatpsiH. — 2-¢ u3/I.
— Mocksa: [amkoB u K, Ait [Iu 3p Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TeKcT: 2JIEKTPOHHBIM // neKTpoHHO-OMONMoTeuHass cuctema I[PR
BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/99364.html

JlonoJiHUTeILHASA JINTEPaTypa:

1. Buterckas, O. B. OCHOBBI ynpaBiIeHUYECKOW NEATEILHOCTH: ydeOHOE
nmocooue / O. B. BwureBckas. — Camapa: [loBomKCkuii TOCyIapCTBEHHBIN
YHUBEPCUTET TeJIICKOMMYHUKaIui u uHpopmatuku, 2016. — 134 ¢. — ISBN 2227-
8397. — Tekct: 3neKTpoHHBIH // DnekTponHo-0ubnoTeunas cucrema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru/71867.html

2. Kysemuna, M. B. JlenonpousBoactBo: ydeOHoe mocobue / M. B.
Ky3pmuna. — MockBa: MOCKOBCKHI TyMaHUTapHbIi yHUBEpcuTeT, 2017. — 128 c.
— ISBN 978-5-906912-98-5. — TekcT: 2IeKTpOHHBIH // DIEKTPOHHO-OMOIMOTEUHAS
cuctema IPR BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/74718.html

3. Turtosa, JI. I'. JlenoBoe oOiieHue : yueOHOe mocoOue s CTYJICHTOB
BY30B, 00y4arouuxcs Mo CrenualIbHOCTAM SKOHOMUKH U yripasieHus / JI. I'. Tutosa.
— Mocksa : JOHUTU-JAHA, 2017. — 271 c¢. — ISBN 978-5-238-00919-3. —
TexcT : anexTponnslii // Hudposoii obpazoBarensHbiit pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/71212.html

7.4. MaTtepuajibHO-TeXHUYeCKOe 00ecredeHue

JUis TmpoBencHHS W OOCCIICUCHHS 3aHITHA WCHOJIB3YIOTCS IOMEIICHHUS,
KOTOPBIC TIPEACTaBISIFOT CO00# y4eOHbIC ayIuTOpHUW JUIss TPOBEACHUS YUCOHBIX
3aHATHH,  TPEAYCMOTPEHHBIX  NpOrpaMMoi  OakajaBpuara,  OCHAIICHHBIC
00OpYy/IOBaHUEM ¥ TEXHUYCCKUMH CPEICTBAMH OOYYCHHS: aBTOMATH3UPOBAHHOE
paboyee MecTO TpernojaBareis, MapKepHas JOCKa, MYJIBTUMEIUNHBIA MPOEKTOP,
JTOKYMEHT-Kamepa, MocaJ0uHble MeCTa 00yJIarOIuXCs.

[ToMereHust ISl CaMOCTOSITETIbHOH  pabOThl  OOYYaroIIUXCsS OCHAIICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO TOAKIIIOYCHHUS K ceTh «UHTepHeT» u
obOecreueHueM J0CTyna K JJIEKTPOHHOW HH(POPMAIMOHHO-00pa30BaTEILHON cpere
YHUBEPCHUTETA.

ABTOpPBI: JOKTOp 3KOHOMHYECKMX Hayk, mnpodeccop bapaynun E.H.,
KaHJWJIAT MeAarornyecknx Hayk, poueHt [anpan [1.M., kanaupat negarornaeckux
Hayk /lanmnosa T.B.



