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1. Henu v 3a1a4m AU CHUTLTAHBI
ean ocBOeHNS TUCHUILIUHBI:
e (opMHUpOBaHME CHCTEMHBIX 3HAHUN 00 OpraHu3aluu JEIONPOU3BOICTBA B
YUpEeKACHUAX (HA MIPEATPUATHUAX);
e (opMHpOBaHME YMEHHH M MPAKTUYECKUX HABBIKOB IO HCIIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUUYECKMX U  MPAKTUYECKUX  3HAHUM  OCHOB
JIEIONIPOU3BOACTRBA TIPH PEIICHUH MPO(HEeCCHOHATBHBIX 3a/1ad.

HepequL KOMHeTeHHHﬁ, (l)OpMI/IpyeMI)IX B IIpouecce U3yIeHUsl TUCHUIIJIUHBI

Komnerenmuu Conep:xkanue

OIIK-5 Cnocoben paszpabaThIBaTh MPOEKTHYIO u pacnopsIUTEIIbHYIO
JOKYMEHTAINIO, y4aCTBOBATh B pa3pab0TKe HOPMATHBHBIX MTPABOBBIX AKTOB B
o0nactu obecrieueHus MoKapHOU 0e30MacHOCTH, JTUKBUIAIUN MOCIEACTBHIMA
YpE3BBIYAMHBIX CUTyallMd, 3allUThl M CHACeHUs YEeJIOBEKa, 3alluThl
OKpY>KaroIen Cpeibl

3agaum AMCHUILINHBI:

° H3ydCHUE TopsiIKa OpraHu3aIuu JIOKyMEHTHUPOBAHHUS u
JTIOKYMEHTO000pOTA;

o M3y4CHUE OCHOBHBIX MPABWJI WM TOPSAIKA TOATOTOBKH OGOpPMIICHUS,
ydeTa ¥ XpaHeHHS CITY)KEOHBIX JOKYMEHTOB;

o IpUOOpPETCHHE MPAKTUYECKUX HABBIKOB COCTABJICHUS, ydeTa, XpaHCHUs,
3aIATHl  CITY’)KEOHOH  JTOKYMEHTAIlM B  COOTBETCTBUHM C  TpeOOBaHUSIMH
JIOKYMEHTO000pOTA;

o dbopMHupOBaHWE YMEHHUS BECTH JEJIOMPOM3BOJCTBO W Yy4acTBOBATh B
BEJICHUN JJOKyMEHTOO0OpOTa B OpraHax rocy/IapCTBEHHOM BJIACTH, TOCY1apCTBEHHBIX
U MYHUIUNMAIBHBIX OpPraHU3alvsiaX, Ha MPEANPUATHAX W OPTaHU3alMSIX CHCTEMBI
MUC Poccum;

o dbopmupoBaHue YMEHUS o pa3zpaboTke yIPaBIE€HYECKOM
JOKyMEHTAITNH;
o dbopMupoBaHrE 3HAHWM, CBSI3aHHBIX CO 3HAHWEM JOKYMCHTAIIMOHHOTO

obecrnieueHust ympasiieHusi B opranax v nojpasaenenusx ['TIC u cnocoOHOCThIO K
pPELICHUIO TPABOBBIX, COIMUAIBHBIX M KAJAPOBBIX BOIMPOCOB, CBA3AHHBIX C
JNEATEIBHOCTBIO TOYKAPHO-CHACATENIbHBIX MMOJAPA3ACICHUN Ha TEPPUTOPUATILHOM
YPOBHE.

2. llepevyeHb JIAHMPYEMBIX Pe3yJbTATOB 00y4eHHUs TUCHUIIUHBI,
COOTHECEHHBIX C IVIAHMPYEMBbIMHU pe3yJIbTaTaMH 0CBOCHHS 00pa30BaTeIbHOM
NPOrpamMMmbl

WNHauKkaTophl JOCTUXEHHSI KOMIIETEHIIUU [Tnanupyemble pe3yabTaThl 00y4eHUs 110
JUCIUIIINHE
3HaHWE OCHOBHBIX CTaHAAPTOB OPOpMIICHUST | 3HAET
IIPOEKTHOM, TEXHUUECKOHN U MOPSJIOK OpPraHM3alliy  JOKYMEHTHPOBAHUS U
pacnopsAUTEIbLHON nokymenroobopora OIIK-5.1.PO-1




JOKYMEHTAIMH Ha Pa3IMYHbIX CTaJUAX
YKU3HEHHOro nukia npoekra OITK-5.1

OCHOBHBIC TIpaBWJIAa W MOPSJIOK ITOATOTOBKH
oopmieHus, yuyera M XpaHEHHUs CIYKEOHBIX
nokymenToB OITK-5.1.PO-1

YMmeer

MPUMEHATh HAaBBIKM COCTABJICHHS, Y4YeTa,
XpaHEeHHUs, 3alIUTHI CIYKeOHOW TOKYMEHTAIH
B COOTBETCTBUHU c TpeOOBAHUAMU

nokymenroobopota OIIK-5.1.PO-3

BECTH JICJIOTIPOM3BOJICTBO W YYacTBOBAaTh B
BEJCHUU JOKYMEHTOOOOpOTa B  OpraHax
rOCY/IapCTBEHHOMW BJIACTH, TOCYJaPCTBEHHBIX U
MYHUIIHATATBHBIX OpraHu3anusx, Ha
OPEANPUATHSX W OPTaHM3alUsAX CHUCTEMBI
MYC Poccun OIIK-5.1.PO-4

Bnazneer naBbikamMu pa3pabOTKH HOPMATHUBHO-
MIPABOBBIX aKTOB B 00JaCTsIX 00eCIIeYCHUS
MOXKapHOU
0€30MMaCHOCTH, JTUKBUAINH ITOCICICTBUI
YpEe3BbIYANHBIX CUTYALIM, 3aIIUThl U CACEHUS
YEeJI0BEKa, 3alUThI
OKpY’Karollley cpeibl, COCTaBICHUS
TEXHUYECKON JOKYMEHTAIMU HA Pa3JIMYHBIX
3Tanax >KM3HEHHOT'O LIMKJIa
IPOEKTa, C yIeTOM TpeOOBaHUI CTaHAAPTOB
OIIK-5.2

3Haer

JOKYMEHTAIMOHHOE OOCECIICUCHUS yIpPaBICHHE
B opraHax u noapasaenenusix ['TIC OIIK-
5.2.PO-1

TMpaBuIIa IMOATOTOBKHU u oopmiteHust
pacniopsiauTenbHbIX JokyMenToB OITK-5.2.PO-2

VYmeer

pa3pabaThIBaTh YIIPaBJICHYECKYIO JOKYMEHTAIIUIO
OIIK-5.2.PO-3

pelaTth NpaBOBbIC, COLHMAIBHBIE M KaJIpOBBIC
BOINPOCHI,  CBSI3aHHBIE  C  JESATEILHOCTBHIO
MIO’KapHO-CITacaTeNbHBIX — TMOJpa3/IeieHnd  Ha
teppuropraibHoM yposHe OITK-5.2.PO-4

CrnocobHOCTB pa3pabaTbIBaTh
OpTaHU3aIOHHO-PACTIOPSIIUTENLHBIC
JOKYMEHTBI IO OpTraHU3allM AESATEIbHOCTUH U
AKCILTyaTaliil 00OPYAOBaHUS B COOTBETCTBHH
C NpPUHATBIMH TpeOOBAHUSAMH B  YaCTH
co0roieHUs TpeOoBaHUi MOKapHOU
6e3onacHoctu OIIK-5.3

3Haer

Ymeer

3. MecTo IUCHUILIMHBI B CTPYKTYpPe OCHOBHOM Npo(deccHoHANbHOMI

00pa30BaTeJIbHOM POrPaMMBbI

JlucruruinHa OTHOCUTCST K 0053aTebHOM YacTh OCHOBHOM MpodecCHOHANTbHON
oOpazoBarenpHOI MporpaMmbl crieruanuTeTa no crnenuaasHocT 20.05.01 Toxaphas

0e30macHOCTh HanpaBIeHHOCTH (TTpoduits) «['ocymapcTBEHHBIN MTOXKAPHBIN HAA30PY.

4. CTpyKTypa ¥ coepKaHue TUCHUILTHHBI

OO6m1ast Tpy10€MKOCTh JUCHUIUIMHBI COCTABIISACT 2 3a4€THBIC €IMHUITBI 72 YacOB.




4.1 PacnipeneJieHre TPYA0€MKOCTH IMCIHUIJIMHBI 10 BUAAM PadoT M0 ceMecTpam
JJIS OYHOM (pOpMBI 00yUeHUA

TpynoemMkocTb
o o
Bup yaeOroit paGoTE! 3.€. qac. ceMecTpam

7
OOmas TpyaO0eMKOCTh JAWUCHMIUIMHBL O y4eOHOMY 9 79 79
TUIaHy
KonrakTHas padora 36 36
Jlexuun 16 16
[IpakTuyeckue 3aHATUS 20 20
JlaGopaTopHbie pabOThI
KOHCYJIBTAIMHU TIepe]] SK3aMECHOM
CamocrositesbHast pabora 36 36
KypcoBas pabora
3ayer + +
JK3aMeH

PacnpenesieHue Tpy10eMKOCTH JMCUMILVIMHBI 10 BUAaM padoT Mo Kypcam JJis
3204HOU (POPMBI 00yYeHUS

TpynoeMKocTh
Bun yuebHoit paboThl 1o
3.6. | dac. Kypcam

3 4
OOmasi TPyAOEMKOCTh JUCHUUIUIAHBI T10 5 79 36 36
yueOHOMY TIaHy
KonrakTHas pa6ora 10 2 8
Jlexuun 4 2 2
[TpakTHyeckue 3aHATHS 6 6
JlaGopaTopHbie pabOThI
KOHCYJIbTAIIMH TIEPEe SK3aMEHOM
CamocrosiTesbHass pabora 62 34 28
KypcoBas pabora
3auer + +
JK3aMeH

4.2. TemaTH4eCKHUil IVIaH, CTPYKTYPHMPOBAHHBIHA M0 TeMaM (pa3aesiam) ¢
YKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYeCTBA aKaJleMHYEeCKHUX YaCOB M BU/I0B
Y4eOHbIX 3aHATHH 1JI1 0YHOH (pOPMBI 00yYeHUsI
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Tema l. OcHo opraHusa
1 M HOBBI pranusalmn| g 9 9 4
JICJIONPOU3BOJICTBA
Tema 2. Opranuzanus CILYKOBI
2 P H YK 8 | 2 2 4
JIEJIONPON3BOJICTBA
Tema 3. IlpaBwia NOATOTOBKH U
3 | obopmnenus OpPraHMU3aIMOHHBIX | 8 2 2 4
JIOKYMEHTOB
Tewma 4. [IpaBuna noAroTOBKU U
4 | opopMieHUs pacOpsIUTEIbHBIX 8 2 2 4
JIOKYMEHTOB
Tewma 5. [IpaBuna opopmiieHus
5 |uHpOPMAMOHHO-CIIPABOYHBIX 8 2 2 4
JIOKYMEHTOB
6 Tema 6. OGmMii MOPSIIOK PabOTHI C 5 9 9 4
JOKYMEHTaMU B OPTaHU3aIHH
v Tewma 7. KynbeTypa ne10Boil nMCbMEHHOMN 8 5 5 4
peur: UCTOPHUS U COBPEMEHHOCTh
3 Tema 8. OcoOEHHOCTH sI3bIKA CITY>KEOHOTO 8 9 9 4
JIOKYMEHTA
Tema 9. PenaktupoBaHue TEKCTa
9 |cmyxebHOTO 8 2 4 4
JOKYMEHTa
3auer +
Hroro 72 16 20 36

4.4. TemaTH4eCKHUil IUIaH, CTPYKTYPHMPOBAHHBIA MO TeMaM (pa3aeiam) ¢
YKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYeCTBA aKaJleMHYEeCKHUX YaCOB M BU/I0B
yueOHBIX 3aHATHI 1J1M 3204HOI GopMbI 00yUeHH s
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3 Kypc
1 |Tema 1. OcHoBBI opranuzanuu | 22 2 20




JIEJIONPOU3BO/ICTBA
Tema 2. Opranu3anuss  CIyKObl
2 | nemonpou3BOACTBA 14 14
Hroro no 3 kypcy 36 2 34
4 kypc
Tema 3. [IlpaBuna moaroroBku wu| 8 4
3 |odopmieHus OpraHU3aIMOHHBIX 2 2
JTJOKYMEHTOB
Tema 4. IIpaBuna noAroTOBKY U 8 4
4 | odopmiieHHs pacIOPSAUTEIbHBIX 4
JTJOKYMEHTOB
Tewma 5. [IpaBunia odopmiteHHs 4 4
5 | uH(pOpMATMOHHO-CITPABOYHBIX
JTOKYMEHTOB
6 Tema 6. OOt TOPsAIOK PabOTHI C 4 4
JIOKYMEHTaMU B OpTaHU3aINH
7 Tema 7. Kynbrypa ne10BOM MHCbMEHHOM 4 4
peun: UCTOPUSI U COBPEMEHHOCTh
8 Tema 8. OcoGeHHOCTH si3bIKa ciyke0Horo | 4 4
JIOKYMEHTa
Tema 9. PenaktupoBaHue TeKcTa
9 | cmyxebHOTO 4 4
JIOKYMEHTa
3auer +
Hroro no 4 kypcy 36 2 6 28
Hroro no 3 u 4 kypey 72 4 6 62

4.3 Copep:xkaHue AUCUMIVIMHBI ISl O00y4arlomuxcss OYHOH (opMmbl

00y4eHus

Tema 1. OCHOBBI OPraHM3aNuu AeJONPOU3BOACTBA

Jleknus. Benenue noxkymeHtoB g0 XV B. YueTHble JOKYMEHTHI JlpeBHei
I'petun, lpeBnero Erunrta, [lpeBHero Puma, Illymepo-BaBHIIOHCKME TOKYMEHTBI.
@opmbl JOKYMEHTOB. CpencTBa 3aliUThl JOKYMEHTOB. DyHKIIMU JOKYMEHTOB: YYET,
YIPaBIECHUE U KOHTPOJIb.

@opMHUpPOBaHUE TPHUKA3ZHOM YIIPABICHUYECKOM CHCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOumiero aenaonpou3BoAcTBa. CTPyKTypHbIE MOAPA3IACICHUS MPUKA30B.
Boennas, auniomaTtuyeckasi, CTaTUCTUYECKas, ydeTHas AoKymeHTauus. [IpaBuna
coctaBieHuss W 0QOpMIIeHHUsS JOKYMEHTOB. Koiexckoe Jenonpou3BOACTBO.
Crpykrypa kosuieruii. Bunbl nokyMeHToB. Peructpainusa 1okyMeHToB. Opranu3aims
KOHTPOJIA 34 UCTIOJITHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-navana XX B. Opranusaius paOoTsl C JOKyMEHTaMHU
B MUHHUCTEpCTBax. 11oy10’keHHE O MUMCBMOBOJCTBE U JEJIONPOU3BOIACTBE B BOCHHOM
BEJIOMCTBE.



IIpakTH4yeckoe 3aHaTHe. BpinonHenue 3agaHus. 3aJaHue: CTaHIapTU3ALNS U
YHU(PUKAUU OPTaHU3alMOHHO-PACIOPSIAUTEIbHON JOKYMEHTALMH.

CamocrosiTeibHass padora. l3ydyeHue rocyaapCTBEHHOIO pEryIHMpOBaHUs
aenonpou3BoAcTBa B P®, mpaBui JenonpousBOACTBa B (eaepalibHBIX oOpraHax
UCTIOJHUTENIBHOM BJAcTH, CTAaHJAPTOB, YCTaHABJIMBAIOIIMX IpaBuia OPOPMIIECHUSA
JOKYMEHTOB.

Pexomenayemas iureparypa:

OcHoBHas nuteparypa: [1,2]

JononnutenbHas aurepatypa: [1,2]

Tema 2. Opranusanus cayxK0bl 1eJ10NPOU3BOACTBA

Jlekuusi. Opranuzanusi Ciy>XObl JENOMPOU3BOACTBA B TOCYIapCTBEHHBIX
opranax. TpeboBaHHsA K OpraHM3alUUd JOKYMEHTOOO0OpOTa B (perepalibHOM OpraHe
UCTIIOJHUTENbHOM  Biactu.  OpraHuzauus  CIyKObl  J1€JONPOU3BOJCTBA  HA
npeanpuatusx. Tunosas ctpykrypa ciyx0s1 JIOVY.

3amaun  ciyxObl JAenonpou3BojAcTBa. TexHoiormueckue ¢yHkmuu JOVY.
Opranuzanmonsnsle  pynkiuun  JIOY. Koutponsubie ¢yHKuuu cnyx0er  JJOVY.
Metonuueckne  ¢ynkmuu  JIOY.  CrpykTypa  MOJOXEHHUS O  CiIyxOe
aenonpoun3BoacTBa. Opranuzanus B3aumoieicTBus ciay k01 JIOY co cTpykTypHBIMU
NoJIpa3esICHUsIMU IpeanpuaTus (YUpeKIeHHs).

Cucrembl KOJUIEKTUBHON 00paOOTKM AOKYMEHTOB. KoOMILIEKCHBIE CHUCTEMBI
YIPaBIEHUS TOKYMEHTAM.

IIpakTnuyeckoe 3aHaTHe. BpimonHenue 3amanusa. 3agaHue: OpraHu3anus
CIIykO0bl Jesonpou3BoAcTBa. Opranuzanus JT0KyMeHTooOopoTa. DopMbl paboOThHI ¢
JOKyMEHTamMu B opranuzanusx. [lopsinok o0paboTKU JOKYMEHTOB.

CamocrosiTesibHas padora. V3yyeHne 3eKTPOHHBIX CUCTEM JOKYMEHTALIMU
U ocoOeHHOCTeN paboThl C JIEKTPOHHBIMU JOKYMEHTaMH B (efepaibHbIX OpraHax
VCITOJIHUTEJILHOM BJIACTH.

Pexomenayemas aureparypa:

OcHoBHas nutepartypa: [1,2]

HononnutenbHas auteparypa: [1,2]

Tema 3. IlpaBuina noAroToBKM H OGQOpPMJIEHHS OPraHU3ANMOHHBIX
JOKYMEHTOB

Jleknua.  O6mme  mpaBwia  opopmiieHHsT  JOKYMEHTOB.  3ajayu
l'ocynapcTBeHHOM CHUCTEMBI JOKYMEHTAIIMOHHOTO OOECIEUeHHsS  YIPaBICHUEM
(I'CAOY) u ynudunupoBanHoit cucrtembl nokymeHTauuu (YCI). TpeboBanus k
0OpPMIICHUIO PEKBU3UTOB JTOKYMEHTOB. Bunbl gokymeHtoB. dopmarel Oymaru u
moJisi. bjiaHku JOKYMEHTOB.

Buabl opraHu3anMOHHBIX JOKYMEHTOB. PEKBHU3UTHI yCTaBa, y4pEIUTEIbHOrO
noroBopa. Busl u mopsanok oGopmMIIeHHS TTOJIOKEHUHN, OMPEISISIIONUX CTPYKTYPY,
KOMIIETCHIIMIO W OpraHu3anuio padboTel npeanpustus (yupexuaeHus). CTpykTypa
MOJIOKEHUM, PETJIAMEHTUPYIOIINX ACSATEIbHOCTh JIOJDKHOCTHBIX JUI. Buasl u
CTPYKTypa MHCTpYKIHH. PexBu3uThl uHCTpyKIMid. Buasl pernamentoB. TpeGoBanus
110 0(hOPMIICHHIO PETIIaMEHTA.



IIpakTuyecko 3aHsTHe. BrimonmHeHue 3amaHus. 3amaHue: oQopMIIeHUE
HOPMAaTUBHO-TIPABOBBIX AKTOB OPraHOB HMCIIOJIHUTEIBHOM BIIACTH - PACHOPSIKEHUM,
NOCTAaHOBJICHU, PEIEHUI, TPUKA30B.

CamocrositenbHass padora. Mzyyenue oOmux tpeOoBaHUN 1O 0(HOPMIICHHUIO
JIOTOBOPOB, CTPYKTYPHI TPAKIaHCKO-TIPABOBBIX JIOTOBOPOB, COAEPKaHUs MIPETECH3UH,
peKIIaManuu.

Pexomenayemas iureparypa:

OcHoBHas auteparypa: [1,2]

JononnutenbHas aurepatypa: [1,2]

Tema 4. IlpaBuiaa mnoaAroToBkM H 0(OPMIIEHUS] PACTOPAIUTEIbHBIX
JOKYMEHTOB

Jlexnus. Buner pacnopsAUTEIbHBIX JOKYMEHTOB. Odopmienue
pacrnopsauTEIbHON JOKYMEHTALINH.

Bunel u nopsanok odopmiieHuss mnpukazoB. OdopMieHHe pacnopsHKEHUM.
Odopmiienue pemenus. OpopmiieHrue TPOTOKOIA.

[Topsimok JOKYyMEHTUPOBAHMS TPYIAOBBIX OTHOIIEHUN. CollepKaHUE TAaHHOTO
pacnucanusa. IlpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmieHue
JIOJDKHOCTHOM  MHCTpyKuMu. OdQopmieHne TpyJaoBOro JI0roBopa. PeKkBU3WTHI
IIPUKA30B M0 JUYHOMY COCTaBY.

IIpakTHyeckoe 3aHsTHe. BpinosHeHue 3agaHus. 3agaHue: OQOpMIIEHUE
MEPBUYHBIX YUETHBIX JOKYMEHTOB U YUETHBIX PETUCTPOB, HHCTPYKIUA, MPOTOKOJIOB,
CIIy’KEOHBIX ITUCEM, CITYKEOHBIX 3aITUCOK.

CamocrosiTesibHast padora. M3ydeHrue opraHu3alMOHHO-PACHOPSIAUTEIBHON
nokymeHnTtanuu B cucreme MUC Poccun.

Pexomenayemas aureparypa:

OcHoBHas nutepartypa: [1,2]

HononnutensbHas auteparypa: [1,2]

Tema 5. IIpaBuaa odopmieHuss HHPOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB

Jlekuusi. Buasl MHPOpManMOHHO-CIIPABOYHBIX JOKyMEHTOB. OdopmieHue
JOKJIAJHBIX M OOBSCHUTENBHBIX 3alUCOK. BUIbl U MOPSIOK OPOPMIICHHS aKTOB.
Bunbl chayxeOHbix nmceM. Odopmienue ciyxeOHbix nucemM. OdopmiieHue
Tenerpamm. Bunbl u odopMiieHHE CIIpaBoK.

IIpakTuyeckoe 3ansitme. BpimonHnenue 3amanus. 3ananue: OdopmieHue
WH(POPMAIIMOHHO-CIIPABOYHON  JOKYMEHTAIlUH, JOKJIAJAHBIX U OOBICHUTEIHHBIX
3aMMCOK.

CamocrositeibHasi  padora. UM3yuenue ocobeHHocTeld  odopmieHUs
pe3yJbTaTOB HAYYHBIX PaboT, CIIMCKA MCIIOIB30BAHHOM JTUTEPATYPHI.

Pexomenayemas aureparypa:

OcHoBHas nuteparypa: [1,2]

HononnutenbHas autepatypa: [1,2]

Tema 6. O0muii NOpAIOK padoThI ¢ JOKYMEHTAMH B OPraHU3alMU



Jlekuusi. Ilpuem wu mepBuuHas o00paboTKa BXOASIMIMX JOKYMEHTOB.
[IpeaBapuTenbHOE pPAacCCMOTPEHHE U paclpeiielieHne JOKYMEHTOB. Perucrpanus
BXOJIAIIEH KOPPECTIOHICHIIMH. BUIbl HEperucTpupyemMbix 10KyMeHToB. O0paboTKa u
OTIpaBKa HUCXONAIIMX JOKYMEHTOB. IIpoBepka mMpaBUIBHOCTH OQOPMIICHUS
UCXOJAIIMX JOKyMeHTOB. JKypHanbHas W KapTOyHas CHUCTEMa pErucTpaluu
JOKYMEHTOB. ABTOMAaTU3UPOBAHHAS CUCTEMA PETUCTPALIMH JIOKYMEHTOB.

KoHTponb 3a cpokamMu HCHOJHEHUS JAOKYMEHTOB. ABTOMAaTHU3HPOBAHHBIN
KOHTPOJIb 32 UCIIOJHEHUEM JTOKYMEHTOB.

Opranusanusi ONepaTMBHOIO XpaHEHHsS IOKyMeHTOB. HoMeHkimarypa naen B
opranuzanuu. TpeGoBaHUs M0 COCTABICHHUIO H 0()OPMIICHIUIO HOMEHKIIATYPHI JEI.

IIpakTHyeckoe 3ansitue. BoimonHenne 3amanus. 3aganue: CucreMaru3anus
JOKYMEHTOB, oopmiieHue OOJOXKKHU Jea, COCTaBIIEHWE BHYTPEHHEH OMHCU [ena,
OpraHu3alys XpaHEeHUs! JOKYMEHTOB.

CamocrosiTeabHasi padora. V3ydeHne sKCIEepTU3bl IEHHOCTU JTIOKYMEHTOB,
MOPSAKA Mepelavn Je]1 B apXUB.

Pexomenayemasi iureparypa:

OcHoBHas nutepartypa: [1,2]

JononnutenbHas auteparypa: [1,2]

Tema 7. Kyabrypa fnejiOBOi NHCHbMEHHOW pe4yH: HCTOPUA H
COBPEMEHHOCTh

Jlekuus. OCHOBHBIE ACTIEKTHI KYJIBTYPHI A€JIOBOU peun. HOpMaTHBHBIN acliekT
KyJbTypbl peud. KOMMYHHMKAaTHBHBIN aCHEKT KYyJbTYpPbl PEUYH. DTUYECKUU ACIEKT
KYyJbTYpbI peun. McTopus pycCKoOM 1eT0BOM NMMCBbMEHHOCTH M PAa3BUTHE TOKYMEHTA.
HpeBunii nepuon. Ilpuxaznon nepuoxa. Kommexckuit nepuon. MHHHCTEPCKHIA
nepuofl. COBETCKUI U MMOCTCOBETCKUN ITEPUO.

IIpakTHueckoe 3aHsiTHe. BrimonHeHue 3amanus. 3amaHue: oTpaboOTKa
OCHOBHBIX AaCIIEKTOB KYJIbTYpPbI AEJIOBOW peud. [IoyHOTa M CKATOCTH H3JI0KEHMUS.
HeuTpanbHOCTH U3II0KEHUS.

CamocrosiTeibHaas padora. l3ydeHWe TEeMaTHUYECKONM OIPaHHUYECHHOCTH,
CBOEBPEMEHHOCTH U aKTyaJIbHOCTH, JOCTOBEPHOCTU U OOBEKTUBHOCTH.

Pexomenayemas aureparypa:

OcHoBHas nuteparypa: [1,2]

JononnutensHas aureparypa: [1,2]

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KEOHOI'0 TOKYMEHTA

Jlekumusi. Crangaptuszanms sg3blka JOKyMeHTa. CranHpgapTu3anusi JEKCHUKHU.
CnennanbHas JIGKCHKA, CBOMCTBEHHAs TOJIbKO KaHIENSApPCKoW peur. CrernuanbHas
TEPMHUHOJIOTUYECKAsl JIEKCUKA, BBIPAXEHHAS OTIJIArOJIbHBIMHU CYIIECTBUTEILHBIMU.
CrnenmanbHast oTpaciieBasi  TEPMHHOJIOTHYECKAS JICKCHKA. CrienmanabHBIC
0003HaueHus JOJIeH MO0 KaKOMY-JIMOO MpU3HAKy win JercTBuro. CTaHmapTu3aius
CJIOBOCOYETAHUW. YCTOWYMBBIE CJIOBOCOUYETAHUS C IPOM3BOJHBIMH IPEIIOTaMHU.
YCcTOWYHMBBIE ~ CJIIOBOCOYETAHHWS  ATHKETHOIO  Xapakrepa. Cranpaptuzanus
npemyoxennut. [Ipsmoit mopsiok ciioB. [IocToIHHOE MECTO BTOPOCTENIEHHBIX YJICHOB
npeuiokeHns.  PacronokeHue  cIoB 10 MH(DOPMATHBHON  3HAYMMOCTH.



[Ipeobnamanme cTpagaTeNbHBIX KOHCTPYKIMUA. PacmpocTpaHEeHHOCTh MPOCTOTO
npemioxenus. KynbTypa cnoxHoro mnpemioxeHusa. CraHgapTuU3anus TEKCTa.
CBA3HBINA TEKCT C TPATAUIIMOHHON JIMHEWHON 3anuChi0. CBA3HBIA TEKCT C 3aIUCHIO 10
tpadapety. Tekcr-ankera. TekcT-Tabmuna.

IIpakTnueckoe 3aHATHe. BbinmonHeHune 3agaHusd. 3aJaHuE: COCTABJICHUE
aBroororpaguu U pe3oMe, NPUMEHEHUE CTaHIAPTU3alMU JIGKCUKU U SI3IKOBBIX
KOHCTPYKIIUI B JOKYMEHTAX.

CamocrosiTesibHasi padora. V3ydeHue s3BIKOBOTO O(GOPMIICHUS JUYHBIX
nokymeHToB. O0pa3ioB 3asBiaeHuii. OOpasiia UCKOBOTO 3asBiieHus B cya. OOpasia
JIOBEPEHHOCTEH.

Pexomenayemasi Jiurepartypa:

OcHoBHas nuteparypa: [1,2]

JononnutenbHas qurepatypa: [1,2]

Tema 9. PenakTupoBaHue TeKCTa CJIY:KeOHOT0 JOKYMEHTAa

Jlekuusi. Meronuka pegakTUpPOBaHUS W TEXHMKA NPAaBKU CIIyKEOHBIX
JOKYMEHTOB. MeToauka penakTUpoBaHusi JOKyMmeHTa. llepBbiii sTanm paboTsl ¢
TEKCTOM JIOKyMeHTa. BTopoil sTam paboThl ¢ TEKCTOM NOKyMeHTa. TpeTtuil stan
paboThI C TEKCTOM JOKYMEHTA.

IIpakTnyeckune 3aHATHA. BrlnonHeHue 3amaHus. 3aJaHue: NPUMEHEHUE
TEXHUKH TPABKUA JIOKYMEHTA, MOMCK THUIHMYHBIX OIIMOOK B SI3bIKE M CTHJIE
JOKYMEHTOB.

CamocrositeibHasgs padora. l3ydyeHue HApyIIEHUWHA pEYEBOrO OTHUKETA.
OcobeHHOCTEel PyCCKOr0 TUKETA.

Pexomenayemas aurepartypa:

OcHoBHas nuteparypa: [1,2]

HononnutenbHas auteparypa: [1,2]

JJIS1 32049HOI (popMBbI 00yUeHUA

Tema 1. OCHOBBI OPraHM3anuu AeJONPOU3BOACTBA

Jleknus. Benenue noxkymeHToB 1m0 XV B. YueTHble JOKYMEHTHI JlpeBHei
I'petun, lpeBnero Erunrta, [lpeBHero Puma, Illymepo-BaBHIIOHCKME TOKYMEHTBI.
@opmbl JOKYyMEHTOB. CpencTBa 3aliUThl JOKYMEHTOB. DyHKIIMU JOKYMEHTOB: Y4ET,
YIPaBIEHUE U KOHTPOJIb.

@opMHUpPOBAaHUE TPHUKA3ZHOM YIIPABICHUYECKOM CHCTEMBI JEIOMPOU3BOJICTBA.
Cucrema oOumiero nenaonpou3BoAcTBa. CTPYyKTypHbIE MOAPA3IACICHUS MPUKA30B.
Boennas, auniomaTuyeckasi, CTaTUCTUYECKas, ydeTHass AoKymeHTauus. [IpaBuna
cocTtaBiieHUs: W odopmiieHuss JOKyMeHTOB. Koiiexxckoe —Jenonpou3BOICTBO.
Crpykrypa kosuieruii. Bunbl qokymeHToB. Peructpanus q1okyMeHToB. Opranu3anus
KOHTPOJIA 34 UCTIOJITHEHUEM JOKYMEHTOB.

HenonpousBoactBo XIX-navama XX B. Opranusaius paOoTsl C JOKyMEHTaMHU
B MHUHHMCTEpCTBax. 110y10’)keHHE O MUMCBMOBOJCTBE U JEJIONPOU3BOIACTBE B BOCHHOM
BEJIOMCTBE.

Paseutne coserckoro aenonpousBoacTBa. OyHKIUMM METOIMYECKOTO LIEHTPA



[0 PYKOBOJCTBY pallMOHAIM3ALUEN JeI0Npon3BOACTBA. bropo cranmaptuzauuu
BCHX CCCP. OcHoBHble mOJOXeHHS EIMHON TOCynapCTBEHHONW CHCTEMBbI
nenonpousBoactBa (EI'CJ]). Co3manme EpuHOW TOCYIapCTBEHHOM CHCTEMBI
JIOKYMEHTaIMOHHOTO oOecrieueHus YIIpaBJICHUSA (ETCHOY). [Ipouecc
CTaHJapTU3ALUU U yHU(PUKALIIH OpraHU3alMOHHO-PACIIOPSANUTEILHON
nokymeHTauu. Co3ganue ABTOMaTU3UpOBaHHOUW cuctemsbl ympasieHus (ACY) u
OO6merocy1apcTBEHHON cHUCTeMbl cOopa M 00pabOTKM HH(pOpMalUM HJid ydeTa
IJIAaHUPOBAHMS M yIIpaBieHUs: HapoHbIM x03giicTBoM (OI'AC).

CamocrosiTeibHaag padora. H3yunTh TOCYyIapCTBEHHOE pPETyJIUPOBAaHUE
JEJIONPOU3BOACTBA B P®. HopmartnBHO-ipaBoBoe peryJInpoOBaHue
JOKYMEHTHUPOBAaHUS W paboTel ¢ gokymeHTamu. [lomHoMoums demepanbHOTO
apXMBHOTO AareHTCTBa IO OOECIICUYCHUIO COOJIONCHUS TPaBUJ  XPaHCHUS,
KOMIUICKTOBAHMS, y4Y€Ta M HCHOJb30BAaHUS apXUBHBIX JIOKYMEHTOB. IIpaBuia
JIEJIONPOU3BOACTBA B (he/lepalIbHBIX OpraHax MCIOJHUTENbHON Biactu. CTaHAapThI,
yCTaHaBJIMBAIOIIKE MTpaBuia 0POpMIICHHS TOKYMEHTOB.

Pexomenayemas aureparypa:

OcHoBHas nutepartypa: [1,2]

JononnutenbHas auteparypa: [1,2]

Tema 2. Opranuzanus cay0bl 1eJ10NPOU3BOACTBA

CamocrosiTesibHas padora. V3ydnTs 2J€KTPOHHBIE CUCTEMBI JOKYMEHTALINH.
OcobOeHHOCTH paboOThl C AJIEKTPOHHBIMU JTIOKYMEHTaMU B (enepaibHbIX OpraHax
WCHOJIHUTENBbHOU BiacTH. [IopAIoK MCHONIb30BaHUs ANEKTPOHHBIX moanucei. Buasbl
ANEKTPOHHBIX noAnuce. Opranuzaiys 3alUIIeHHOr0 JTOKYMEHTOO00pOTa B CETH.

Opranusanusi CciaykObl JI€JIONPOU3BOJACTBA B T'OCYJApPCTBEHHBIX OpraHax.
TpeOboBaHus K opraHuzaluud JOKyMEHTooOopoTa B  (elepaqbHOM OpraHe
UCTIOJIHUTENbHON  Biactu.  Opranuzamusi  COy>KObl  JEJONPOU3BOACTBA  HA
npeanpuaTusx. Tunosas cTpykrypa ciyx0s1 JJOVY.

3amaun ciyxObl Jenonpou3BoAcTBa. TexHonornueckue ¢yukmauu JIOVY.
Opranmzanmonnsie  pynkiuu  JIOY. Koutponsusie ¢yHkimu cnyx0er  JJOVY.
Meronnueckne  pynkmuu  JJOY.  CrpykTypa  TOJNOKEHUST O  CIyxOe
nenornpousBoAcTBa. Opranuzaius B3aumoiercTBus ciyx0s JIOY co cTpyKkTypHBIMU
MO/Ipa3IeNICHUSIMU IPEANPUSITHS (YIPEKICHUS).

Cucrembl KOJUIEKTUBHOM 00paOOTKM AOKYMEHTOB. KOMILUIEKCHBIE CUCTEMBI
YVIPABJICHUS TOKYMEHTaM.

Pexomenayemasi iureparypa:

OcHoBHas nuteparypa: [1,2]

HononnutensHas auteparypa: [1,2]

Tema 3. IlpaBuia noAroroBKH " 0QOpMJIEHHS OPraHU3ALMOHHBIX
JTOKYMEHTOB

Jleknust. OOmwme TpeboBanuss 1o odopMIIeHHIO 0TOBOpoB. CTpyKTypa
IPaKIaHCKO-TIPABOBBIX 10roBOpoB. Cojepikanue mpeTeH3uu, pexnamanun. [lopsaok
oopMieHUsT MCKOBBIX 3asBieHuil. OOmmMe mpaBuia OQOPMIICHUS JOKYMEHTOB.
3amaun  ['ocymapCTBEHHOW  CHCTEMBI  JOKYMEHTAIIMOHHOTO  oOecreueHus



ynpasnenueM (I'CAOY) u ynudunupoBannoit cucrembl aokymentamuu (YCJ).
TpeboBanust Kk OQOPMIIEHHIO PEKBU3UTOB JIOKYMEHTOB. Buabl 1OKyMEHTOB.
®opmatsl Oymaru u nosisi. biaHku 10KyMEHTOB.

IIpakTHyeckoe 3aHsitHe. V3ydeHne BUIOB OpraHM3allMOHHBIX JTOKYMEHTOB.
PexkBu3uThel ycTaBa, y4peOUTENILHOTO J0TroBOpa. Buael u mopsnok odopmieHus
[IOJIOKEHUH, OINpPEAEIAIOIUX CTPYKTYPY, KOMIIETEHLIMIO M OPTraHU3alMi0 PabOThI
npennpustus  (yupexaeHus). CTpykTypa TMOJOXKEHUH, perjiaMeHTHPYIOIINX
NEeSATENbHOCTh JOJDKHOCTHBIX JIML. BHIBI M CTPYKTypa HHCTPYKLMI. PeKkBH3UTHI
MHCTpYKIUI. Buael pernamentoB. TpeOoBaHus 10 0QPOPMIIEHUIO PETTIAMEHTA.

CamocrositeibHass padora. V3yuuTs mporecc odopmiieHHsT HOPMATHBHO-
MIPABOBBIX AKTOB OPTraHOB UCHOJHUTENbHOW BiacTu. OdopMIeHHE pacCHOPSKEHHM,
MOCTAHOBJICHUI, pelIeHul, mpuka3oB. [IpaBmia mNOATOTOBKM U OQOpPMIICHHUSA
OpraHU3alMOHHBIX JOKYMEHTOB

Pexomenayemas iureparypa:

OcHoBHas nutepartypa: [1,2]

JononnutenbHas auteparypa: [1,2]

Tema 4. IlpaBuiaa mnoaAroToBkM Hu 0QOPMIECHHUSI PACHOPAIANTEIbHBIX
JOKYMEHTOB

IIpakTnyeckne 3aHsaATus. BpinonHenue 3ananus. 3anaHue: odopMIICHHE
IIPUKA30B, PACIIOPSKEHNN, PEIEHUS, IPOTOKOIIA.

CamocrositeibHas  padora. UM3yuute [lopsmoxk  HOKyMEHTHPOBaHHMS
TPyAOBBIX OTHOWIEHHN. ColepKaHne MTAaHHOTO pacnucanus. [IpaBuna BHYTpEeHHETO
TpyoBoro pacnopsaaka. OdopmieHue TOKHOCTHOW HMHCTpyKuuu. Odopmienue
TPYZAOBOrO AOTOBOPA. PEKBU3UTHI MPUKA30B 110 JUYHOMY COCTABY.

OprasnuzanoHHO-pacnopsaauTenbHas JokymenTanus B cucteMe MUC Poccnn.
Odopmienre MHCTPYKUUN, TMpOoTOKOJOB. CoaepxaHue W Ha3HAUCHHE CITyKEOHBIX
MUCEM, CITY>KEOHBIX 3alIMCOK. Buabl pacnopsauTenbHbIX JOKYMEHTOB. OdopmieHue
pacnopsIUTEIbHON TOKYMEHTALNH.

Pexomenayemas aureparypa:

OcHoBHas nutepartypa: [1,2]

HononnutenbHas auteparypa: [1,2]

Tema 5. IlpaBuna o¢popmieHusi HHPOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB

CamocrositenbHass padora. M3yunts (dopmienue pe3yiabTaTOB HayUHBIX
pabot. OpopMmieHre cnucka UCHOJIb30BAHHON JIUTEpaTyphl. Buasl nH(bOpMaIMoHHO-
CIPABOYHBIX JOKYMEHTOB. OQopMiieHUE TOKIAJAHBIX U OOBSICHUTENbHBIX 3aMHUCOK.
Bunbl u nopsinok odopmiieHus aktoB. Bunbl cimyxkeOHbix nuceM. OdopmiieHue
ciyxeoHbix muceM. OdopmiieHue teaerpamm. Bunbl u opopmiieHne cripaBok.

Odopmienre HUHOOPMALIMOHHO-CIIPABOYHOM JOKYMEHTAalUMU. BUIbl HaydyHBIX
pabor.

Pexomenayemas aureparypa:

OcHoBHas nutepatypa: [1,2]

HononnutenbHas autepatypa: [1,2]



Tema 6. O0muii MOpsiIOK padoThI ¢ JOKYMEHTAMM B OPraHU3alM U

CamocrositenbHast padora. M3yunth 3KCnepTH3y LEHHOCTH JOKYMEHTOB.
Ilopsimok mnepemaun nen B apxuB. Cpokum XpaHeHMs JOKyMEHTOB. Ilopsimok
YHUUYTOXEHUSA JOKYMEHTOB.

[Topsinok paboThl ¢ TUCBMEHHBIMU OOpaIICeHUAMHU IrpakaaH. Buabl oOpaiueHuit
rpaxaad. Cpoku paccMOTpeHHsI oOpalieHuid rpaxaad. KoHTpoap 3a MCIOIHEHHEM
oOpamienunii rpaxnaas. Ilpuem u nepBuuHas 00paOOTKa BXOAAIIMX JOKYMEHTOB.
[IpeaBapuTeslbHOE pPACCMOTPEHHE W paclpeiesieHHe JOKYMEHTOB. Perucrtpanms
BXOJIAIICH KoppecnoHAeHIINHA. Buabl HeperucTpupyemMsix JokyMeHToB. O0paboTka u
OTIIpaBKa HUCXOJMMIMX JOKyMeHTOB. [IpoBepka mpaBuiIbHOCTH OdOpMIICHUS
UCXOIAIIMX JOKyMEHTOB. JKypHallbHass W KapTOyHas CHUCTEMA PETUCTPALMH
JOKYMEHTOB. ABTOMAaTHU3UPOBaHHAs! CUCTEMA PETUCTPALUU JOKYMEHTOB.

KoHTposp 3a CpoOKamMH HCIOJIHEHUS JOKYMEHTOB. ABTOMAaTHU3MPOBAaHHBIM
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB.

OpraHu3anuss ONEepaTMBHOIO XpaHEHHs JTOKyMeHTOB. HoMeHkiarypa nen B
opranuzanuu. TpeGoBaHUs 10 COCTABICHHUIO U 0()OPMIICHIUIO HOMEHKJIATYpHhI JEII.

[Topsinok ¢opmupoBanus nen B opranuzauuu. Ilopsnok odopmiieHus nen.
Cucrematuzanusi JOokyMeHTOB. Odopmienue o0noxku gena. CocraBieHue
BHyTpeHHel onucHu jaena. OpraHuszanus XpaHeHus JOKyMeHTOB. OOuuil mopsiok
paboThI C TOKYMEHTaMU B OpraHu3aliu.

Pexomenagyemas urepartypa:

OcHoBHas nuteparypa: [1,2]

JononnutensHas aureparypa: [1,2]

Tema 7. KyabTypa [e0BOM NHCHMEHHOW peyd: HCTOPUS U
COBPEMEHHOCTh

CamocrosiTesibHasa padora. M3yunTh HHTEpHALMOHAIBHOE W HALIMOHAJILHOE B
CIy)keOHOM JOKyMeHTe. TouHOCTh M MOHATHOCTh. KosnernmanpHOCcTh. TouHas
aapecHocTb. TemaTuueckas OrpaHWYEHHOCTb. CBOEBPEMEHHOCTh M AKTYaJbHOCT.
JIOCTOBEpHOCTh M OOBEKTUBHOCTH. Y OEAUTENBHOCTh W JIOTMYHOCTh. [lonHoTa M
CKATOCTh M3JI0kKeHUsA. HelTpanbHOCTh n3510kKeHUsA. OCHOBHBIE ACHEKTHI KYJIBTYpPbI
Ne0BOM peun. HopMaTUBHBIA aclekT KyJbTypbl peud. KOMMYyHUKATUBHBINA ACIIEKT
KYJbTYpbl p€4Yd. ODTUYECKUM aCIEeKT KyJIbTypbl peud. McTtopus pycckod AenoBoOu
IMACBMEHHOCTH W pa3BUTHE JTOKyMeHTa. JlpeBHumii mepuon. IlpukasHoit mnepuon.
Komnexckuit nepuon. Munucrepckuii nepuod. COBETCKMH W MOCTCOBETCKUU
nepuofl. OCHOBHBIE aCNEKTHI KYJIbTYphI I€J0BOM peun. McTopust pyccKoul enoBoin
MMACBbMEHHOCTHU U Pa3BUTHE JOKYMEHTA.

Pexomenayemasi sureparypa:

OcHoBHas nutepartypa: [1,2]

HononuutenbHas autepatypa: [1,2]

Tema 8. Oco0eHHOCTH SI3BIKA CIIYKEOHOr0 JOKYMEHTAa
CamocrositeibHasi pa6ora. M3yuuth s3pIKOBOE€ OQOpPMIICHHE JTUYHBIX
nokymeHToB. O0pa3iel 3asBiaeHuii. O0pa3el; UCKOBOTO 3asBieHus B cya. OOpasiisl



noBepeHHocTel. ABTtoOuorpadus. Pesrome. JlenoBoe MmMUChbMO: BUIBI M S3BIKOBOE
opopmnenue. Crangaptuzanusi s3blka JokymeHTa. CraHgapTU3anus JEKCUKH.
CnenuanpHas JIEKCUMKA, CBOMCTBEHHAs TOJIBKO KaHLEISIPCKOM peun. CrnenuanbHas
TEPMHUHOJIOTUYECKAsl JIEKCUKA, BBIPAXKEHHAs OTIJIATOJIbHBIMU CYIIECTBUTEIbHBIMHU.
CnoenumanpHass ~ oTpacieBas ~ TEpMHHOJIOTMYECKas  Jiekcuka.  CrenuanbHble
0003HaueHHUs JIOJIeH MO KaKOMY-JTMOO Mpu3HaKy win JerctBuio. CTtaHaapTU3aius
CIIOBOCOYETAHUI. YCTOWYMBBIE CIIOBOCOYETAHUS C MPOU3BOJHBIMHU IPEITIOTAMMU.
VYcroilunBele  CIIOBOCOYETAaHWsI  ATUKETHOro  xapakrepa.  CraHmapTuzanus
npemnoxennil. [Ipsmon nopsinok cioB. [TIocTOSIHHOE MECTO BTOPOCTENEHHBIX YJIEHOB
npemiokenus.  Pacmonmokenne  c¢moB mo  WH(DOpPMATUBHOW — 3HAYMMOCTH.
[IpeoOnaganue cTpagaTelbHBIX KOHCTPYKUMUA. PacmpocTpaHEHHOCTh MPOCTOrO
npemtoxenus. Kynerypa crioxHoro mnpemnoxkenus. CraHmapTu3anus TEKCTa.
CBSI3HBIM TEKCT € TPAAUIIMOHHON JIMHEWHOMN 3anUChi0. CBA3HBIN TEKCT C 3aMKCBIO 110
tpadapety. Tekcr-ankera. TekcT-Tabauna.

SA3bikoBbIE TpeOOBaHUS K O(GOPMIICHUIO PEKBU3UTOB JOKYMEHTa. PekBU3UT
«HanmeHnoBanune opranuzamum». PexkBusur «/lara gokymenta». PexBusur
«Anpecar». PexBuzut «['pud yrBepxkaenus noxkymeHTta». PexBusut «Pe3onrorusy.
PexBuzur «3aronoBok k Tekcry. «PekBu3ur «llogmuce». PexBusutr «Tekct
TOKYMEHTa». BUIbI ¥ TUIIBI COKpaALICHUH.

Pexomenayemas aureparypa:

OcHoBHas nuteparypa: [1,2]

JononnutensHas aureparypa: [1,2]

Tema 9. PenakrupoBanue TeKCTa CJIYy:KeOHOI0 JOKYMEHTA

CamocrositeibHasgs pabGora. M3yunTh HapylmieHHs peEYeBOrO ITHUKETA.
[IpaBuna pycckoro stukera. MeToauka peJakTUPOBaHUS M TEXHUKA TPaBKHU
CIIyKEOHBIX JTOKYMEHTOB. MeToanKka peJakTUpOBaHUsl JOKyMeHTa. [lepBwlii aTam
paboThI ¢ TEKCTOM JIOKyMeHTa. BTopoit atam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTwHii
sTamn padoThl C TEKCTOM JOKYMEHTA.

TexHuka TmpaBKU JOKYMEHTA. THUIHWYHBIE OIIMOKA B SI3bIKE U CTUJIE
JIOKYMEHTOB. JIOrnKo-CMBICIIOBEIE OIIINOKH. Jlekcudeckue OILINOKH.
Mopdonornueckue  ommOku.  CuHTakcmueckue  omuOku.  HempaBuiabHOE
ynotpeOieHre najeka u mpejjiora rnocie ynpasisomux cioB. Opdorpaduyeckue u
MYHKTYaIIMOHHBIE OLINOKHU.

Pexomenayemas aureparypa:

OcHoBHas nuteparypa: [1,2]

JononnutensHas aureparypa: [1,2]

5. MeToauueckue PCKOMECHIALMHA 110 OPraHu3alui U3y4CHUA TUCHHUIIJINHbI

[lpu peamuzanuy TPOTpaMMbl JAUCIUIUIMHBI HUCIOJIB3YIOTCS JIEKIIMOHHBIE |
MPAaKTUICCKHUE 3aHSATHS.
OOIMMH TENSIMU 3aHATHIA SBIISFOTCSL:
o0o01eHue, CHUCTEeMaTH3allus, yriayOsieHue, 3aKperuieHue
TEOPETHYECKUX 3HAHWI MO0 KOHKPETHBIM TeMaM JHCIUTUIAHBL,



(dopMupoBaHrHE YMEHHUI NMPUMEHATH MOJYyYEHHbIC 3HAHUS Ha MPAKTHKE,
pean3anys eJUHCTBA UHTEUIEKTYaIbHON U IPAKTUYECKON JESITEIbHOCTH;

BbIpa0OTKAa MpU PEIIEHUU I[OCTABJIEHHBIX 334a4 MPOPECCHOHATBHO
3HaYUMBIX KauyeCTB: CaMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOUHOCTH, TBOPUYECKOU
MHUIUATHBBI.

[ensiMu €KUM SBISFOTCS:

— J1aTb  CHUCTEMAaTU3WPOBAHHBIE HAyyHble 3HAaHUS 1O JAUCLUIUIMHE,
aKIEHTUPOBAB BHUMaHUE Ha HanOOJIee CIIOKHBIX BOMIPOCaX;

— CTUMYJIHMPOBATh aKTHBHYIO MO3HABATENIBHYIO JEITEILHOCTh O0YUYaIOIUXCS,
croco0cTBOBaTh (POPMUPOBAHUIO UX TBOPUECKOTO MBIIIIJICHUS.

B Xozme mpakTH4ecKoro 3aHsATHs OOECHeYMBAETCs IPOLECC AKTUBHOIO
B3aUMOJEUCTBUS 00y4aIOUIMXCs C MPENoJaBaTeseM; NpUoOPETAIOTCS MPAaKTUUECKHE
HaBBIKM U yMEHHUA. Llenb NpakTUuecKOoro 3aHATUS: YINIYOUTh U 3aKpPENUTh 3HAHUA,
[OJy4YEeHHbIE Ha JEKIUH; (OPMUPOBAHHWE HABBIKOB MCIOJIb30BAaHUS 3HAHUN IS
pelIeHUs] NPAKTHYECKUX 3a7ay; BBIIOJHEHHE TECTOBBIX 3aJaHUN IO IPOBEPKE
ITOJTYYEHHBIX 3HAHUN U YMEHUU.

CamocrosiTenbHass paboTra oOydarolnIMXCsl HampaBlieHa Ha yriayOJeHue W
3aKpeIyICHHE 3HAHWM, MOJYUYEHHBIX Ha JIGKIMSIX W JAPYTUX 3aHATHIX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEIBHOTO aKTHBHOTO MPUOOPETEHHS HOBBIX, JOMOJHUTEIBHBIX
3HAHUU, TOJTOTOBKY K MPEACTOSIINM 3aHITHSIM.



6. OueHo4YHbIE MATEPHUAJIBI 110 AUCIUILINHE
Texymuii KOHTPOJIb YCIIEBAEMOCTH 00ECIICUNBACT OIEHUBAHUE XOJ[a OCBOCHUS
JTUCIHUILTAHBI, TIPOBOJUTCS B COOTBETCTBUU C COACPKAHUEM TUCITUIUIMHBI 110 BUIAM
3aHATUN B hOpME OMpOca/I0KIIaI0B/TECTUPOBAHUS.
[TpoMexyTodHas aTTecTamus OOCCIIEUYMBACT OIICHUBAHHUE MPOMEKYTOYHBIX U
OKOHYATENIbHBIX PE3yJbTaTOB OOYYCHHS TO IJUCIHIUIMHE, MPOBOTUTCS B (HopMme
3adera.

6.1. IlpumepHbIe OLIECHOYHbIE MAaTEPHAJIBI:
6.1.1. Texymero KOHTpOJIA
TumnoBblie BONpOCHI AJI5 ONpoca:

1. Yrto Takoe JOKyMEHTO000pOoT?
2. [TepeyrcIuTh OCHOBHBIC 331a4l ABTOMATH3AIIUU JIOKYMEHTO000pOTa
3. KakoBbl mpenMyImecTBa aBTOMAaTH3AIMHA JOKYMEHTO000poTa?

Tunosbie TeMbl 1151 JOKJIA0B:

1.Yuernsie nokyMentsl [IpeBHeii ['penun, [IlymMepo-BaBUIOHCKHUE TOKYMEHTHI

2.Yuetnsie nokyMeHThI [IpeBHero Erunrta, JIpeBHero Puma

3.ITepBbie (hopMbI JOKYMEHTOB U MEPBBIE CPEJICTBA 3AIIUTHI JOKYMEHTOB

Tunosble 3a1aHUA 1)1 TECTUPOBAHUS:

1. Uto Henb3s OTHECTHU K cdepe AeT0NpPOru3BOICTRA:

a) ohopmIIeHHE CEKpEeTapEM MpUKa3a 0 MpUEMe Ha pabOTy COTPYAHUKA;

b) odopmienne cekperapéM MO MNpockde HaYaIbHUKA I03IPaBUTEIILHOM
TeJIerpaMMBbl JJIsl €T0 MaTepu;

C) oopmiieHue cekpeTapéM Mo MPOChLOe HayalbHUKA CIIYKEOHOM 3alHCKU B
BBIIIECTOSAIILYI0 UHCTAHIIUIO;

d) ohopmiieHne cekpeTapéM MPOTOKOJIA COBCIAHKS PYKOBOJANUTEIICH OT/IEIIOB.

2. OOBEKT JIeNoNpOU3BOICTBA — ITO:

a) odopmiieHHE ITOKYMEHTOB, OTPaXKAIOIIUX BECh CIEKTP YIPaBICHUYECKOUN
NESATEIPHOCTH TPENNPUSATUS, a TakKe OpraHu3alyio JOKyMEHTOoO0OpoTa B
YUPEKICHUHY;

b) cuctema TOKyMEHTOB, CO3/[aHHAs HA OCHOBE €IMHBIX CTAHIAPTOB;

C) TpaBuUJIa, ONPEACIIAIONINE OPTraHU3AIMI0 JOKYMEHTUPYEMBIX ITPOIIECCOB Ha
MpEaNPUATUH;

d) COBOKYHMHOCTH JIOKYMCHTOB, TNPHMCHSEMBIX B OIpEICICHHONH cdepe
NEeSATENbHOCTH.

2. K ocHoBHBIM 11€7151M ci1yk0b1 JIOY oTHOCATCS:

a) pYKOBOJICTBO

b) koHTpOIH

C) KOOpAUHALIMS

d) peanm3zarus



6.1.2. IIpome:xyTOUYHOI aTTECTAIIUU
IIpuMepHBIN NepeYeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT

1. VYuernsle nokyMeHThl [lpeBHen I'peuuu, IllymMepo-BaBUiIOHCKHE
JOKYMEHTBI

2. VYuernsie 1okyMeHTHI J{peBHero Erunra, /[pesuero Puma

3. [TepBbie (OpMBI JOKYMEHTOB U MEPBBIE CPECTBA 3AIIUTHI IOKYMEHTOB

4, [TepBbie GyHKIIUN JOKYMEHTOB: YUET, YIIPaBICHUE U KOHTPOJIb

5. dopMupoBaHUE MPUKA3HOU YIIPaBJICHYECKON CHUCTEMBI
JEJIONPON3BOICTBA.

6. Cucrema oOmero aemonpousBojacTBa. CTPYKTypHBIE MOApa3IEICHUs
MIPUKa30B

1. BoeHHas, qunioMaTiuyeckasl, CTaTUCTUYECKAs], y4eTHAs JOKYMEHTALIHS.

8. Komnexckoe penonpousBoactBo. Buasl aokymeHToB. Opranuzanus
KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB

Q. HenonpousBoactBo XlX-nauana XX B. Opranuzanus pabOThl C

JOKyMEHTaMU B MUHUCTEPCTBAX

10. TlomoxeHue O THMCHMOBOJCTBE U JICJIOMPOM3BOJICTBE B BOCHHOM
BEJIOMCTBE

11.  Pa3BuTHE COBETCKOTO JEIONPOU3BOCTBA

12. ®OyHKIIUKA METOIUYECKOTO IIEHTpa MO PYKOBOJICTBY palMOHATH3AIACH
JEIIOTPON3BOCTBA

13.  Bropo cranmaptuzaiuu BCHX CCCP

14.  OcHoBHbIE  mONOXEHUs  EJMHOW  rOCylapCTBEHHOHM  CHCTEMBI
nenonpousBozacTea (EI'CJI)

15. Cosznanne EnuHOW TOCYZApCTBEHHOM CHUCTEMBI JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasienus (EI'CHOY)

16. Ilpouecc  cramgapTu3anuu W yHUPUKAIMU  OPTaHU3AIMOHHO-
pacnopsIuTeIbHON TOKyMEHTAIlUN

17. Co3nmanue ABTOMAaTU3UpOBAaHHOW cucTembl ympasienus (ACY) wu
OO6mierocy1apcTBEHHOM cUCTeMbl cOOpa W 00paOOTKM HHGpOpMAIUKM JIS ydera
TJIAHUPOBAHMS M yIIpaBieHUs HapoaHbIM x03siicTBoM (OI'AC)

18. T'ocymapcTBEHHOE peryupoBaHUE JAEIOMPOU3BOACTBA B PD

19. HopwmatuBHO-TIpaBOBOE PETYIMPOBAHKE JOKYMECHTHPOBAHUS B PaOOTHI C
JTOKyMEHTaMH

20. Tlomaomoums dDenepaqbHOTO APXUBHOTO areHTCTBA MO OOECIICUEHUIO
COONIOICHUS TIPaBWJ XPAHEHUS, KOMIUICKTOBAHUS, ydeTa M HCIOJIb30BaHUS
apXWBHBIX JIOKYMCHTOB

21. IlpaBuia n1enonpou3BOJICTBA B (efepalbHbIX OpraHax UCHOJIHUTEIbHON
BJIACTHU

22.  CranpaapTbl, yCTaHABIUBAOIINE MMPaBUiia OPOPMIICHUS JOKYMEHTOB

23. Opranuzanus ciy>k0bl IeJTOTPOU3BOJICTBA B TOCYJAPCTBEHHBIX OpraHax

24.  TpeboBaHMs K OpraHU3aIMU JOKYMEHTO000POTa B peiepaibHOM OpraHe
WCIIOJTHUTEIILHOMN BIACTH

25.  Opranuzanus ciy>k0bl IeJTOTPOU3BOJICTBA HA IPEATPUSITHIX



26.
217,
28.
29.

Tunosas ctpykrypa ciryx0s1 JIOY

3anaun ¥ QyHKIMH CITyKObI JIeTONPOU3BOCTBA

CTpyKTypa MOJIOKEHUS O CITy>K0e JIeIONpPOU3BO/ICTBA

Opranuzanus B3aumozeicTBus ciayx0b JIOY co CTpyKTypHBIMHU

noJipa3/ieICHUSIMU MPEANPUATUS (YIPEKICHUS)

30.
31.
32.
33.
34,

Opranuzainus JOKyMEHTO00OO0pOTa

®opmbl paboTHI C JOKYMEHTaMHU B OpPTraHU3aIHIX

[Topsimok 00pabOTKK JOKYMEHTOB

DJEKTPOHHBIE CUCTEMBI JOKYMEHTAIIH

OcoOenHoctr pabOTHI C AIEKTPOHHBIMU JOKYMEHTaMH B (heepanbHbIX

opraHax HCIIOJIHUTEIbHOM BIaCTH

35.
MOAITNCEN
36.
37.
38.
39.
40.

HOpﬂI[OK HCIIOJIB30BaAHUS 3JICKTPOHHBIX HOI[HHCGﬁ. BI/II[BI QJICKTPOHHBIX

Opranuzanus 3aUIeHHOT0 TOKYMEHTO000pOTa B CETH
TpebGoBanus k 0HOPMIIEHHIO PEKBU3UTOB JIOKYMEHTOB

Bunbr nokymentoB. @opmarsl Oymaru u noJisi. bianku 1oKkyMeHTOB
Buibl opraHn3aioHHbBIX JOKYMEHTOB

TpebGoBanus 1o oopMICHUIO: yCTaBa, YUPEAUTEILHOTO JOTOBOPA

6.2. llIkana ouneHuBaHMs Pe3yJabTATOB IMPOMEKYTOUHOH ATTECTAIUM H
KPUTEPHUH BbICTABJICHHUS OLCHOK

Cucrema OLICHHUBAHUW BKJIIOYACT:

dopma ITokazarenu
Kpurepun BeiCTaBIE€HUSA OLIEHOK IIxama oneHUBaHUSI
KOHTPOJIA OLICHUBaHUSI
3a4eT MPAaBWIBHOCTh U | JaH TPaBWIbHBIM, TOJIHBIA OTBET Ha 3a4TEHO

MOJIHOTA OTBETA | MOCTABJIEHHBIM  BOIMPOC, TOKa3aHa
COBOKYITHOCTh OCO3HAHHBIX 3HAHUU IO
JUCIUTIINHE, J0KA3aTeIbHO PACKPHITHI
OCHOBHBIC ITIOJIOKCHUS BOHpOCOB;
MOTYT OBITh JOIYIICHBI HEI0YECTHI,
I/ICHpaBJ'IeHHble CaMOCTOSTCIIBHO B
MpOLIECCE OTBETA; JaH TMPaBUIIbHBIMN,
HEIOCTaTOYHO MOJHBII OTBET Ha
MOCTABIICHHBIA  BOINPOC,  IOKAa3aHO
yMeHI/Ie BBIICINUTH CyHIeCTBeHHI)IC 158

HCCYIICCTBCHHLIC IIPpHU3HAKHU,
MNPUIUHHO-CIICACTBCHHBIC CBA3H,
MOTI'yT OBITh AONMMYIICHbBI HCIOYCThI,
HCITPABJICHHBIC C IIOMOIIBIO

npenojaBareisi, JaH HeI0CTaTOYHO
MPaBWIbHBIN W MOJHBIA OTBET; JOTHKA
U TOCJIEJOBAaTEIbHOCTh  HM3I0KCHUS
MMEIOT  HApYyIIEHUS; B OTBETE
OTCYTCTBYIOT BBIBOJBI.




OTBET MPEJICTaBIISCT co0oit HE 3a4TEHO

pa3pO3HEHHbIE 3HAHUS c
CYILIECTBEHHBIMU oluOKaMu 1o
BOIIPOCY; MPUCYTCTBYIOT
bparMeHTapHOCTbD, HEJIOTHYHOCTb
U3JIOKEHUS;  JIONOJIHUTEIbHBIE U

YTOUHSIOLIME BOIPOCH HE MIPUBOAAT K
KOPPEKIIMK OTBETA HA BONPOC.

7. PecypcHoe o0ecnie4yeHne QM CIUATITHHbBI
7.1. JIMueH3UOHHOE U CBOOOHO PacCIpPOCTPaHsieMoe MPOrpaMMHoOe
odecreueHue

[lepeueHb NUIEH3UOHHOTO U CBOOOJHO PACIPOCTPAHSIEMOTO MPOTPAMMHOTO
oOecrieueHus:

- Astra Linux Common Edition penu3 Open - OnepainnonHas cucteMa o0iero
HazHaueHnus [Kommepueckas (Full Package Product, Jlunien3us Ne 217800111-ore-
2.12-client-6196). Homep B EnmuHoM peecTpe pOCCHHCKHX MporpamMm IS
AJICKTPOHHBIX BBIYMCIUTEIBHBIX MAIMH U 0a3 JaHHbIX - 4433]

- Aunexc bpaysep - Ilporpamma i mpocMOTpa CauTOB B CETU MHTEPHET.
[CBoOOaHO pacmpoctpansiemoe. Homep B EamHOM peecTpe poccHilCKUX Mporpamm
VTS DJIEKTPOHHBIX BEIYMCIIUTEIBHBIX MAIIKH 1 0a3 TaHHbIX - 3722]

- MoitO¢duc OOpazoBanue - IloJHBIN KOMIUIEKT pEIaKTOPOB TEKCTOBBIX
JIOKYMEHTOB W DJIEKTPOHHBIX TaONUIl, a Tak)Ke HHCTPYMEHTapuil sl paboThl ¢
rpaduueckumu npeseHtanusimMu [CBobOoaHo pacnpoctpansemoe. Homep B Ennnom
peecTpe POCCUMUCKUX MPOrpaMM JUIsl SJEKTPOHHBIX BBIYMCIUTEIBHBIX MAIIMH U 0a3
JaHHBIX - 4557]

- LibreOffice - IlonHbI KOMIUIEKT PEJaKTOPOB TEKCTOBBIX JIOKYMEHTOB H
ANIEKTPOHHBIX TaOJHI, a TaKKe WHCTPYMEHTApui miisi paboThl C rpapuyecKuMu
npe3eHTanusaMu [ CBOOOHO pacpoOCTPaHIEMOE |

7.2. llpoeccuonanibHbie 0a3bl JaHHBIX U HH(POPMAILHOHHBbIE CIIPABOYHbIE
CHCTEMBI

Wudopmarmonnas crnpaBouHas cucteMa — CepBep OpraHoB rocy1apCTBEHHOM
Bnactu  Poccuiickoii  ®@enepanuu  http://poccus.pd/ (cBoOOmaHBIN  mocTyn);
npodeccuoHanbHbie 0a3bl JMaHHbIX — [lopTanm OTKpBITHIX JaHHBIX Poccuiickoit
®deneparuu  https://data.gov.ru/  (cBoGomHbIi  mocTyn); (eaepanbHbIH  mOpTa
«Poccwuiickoe oOpasoBanue» http://www.edu.ru (cBoOOAHBIM JOCTYI); CHCTEMA
ouIIMaNTbHOTO  OMyOJMKOBAHMS  TMPABOBBIX AKTOB B JJEKTPOHHOM  BHJE
http://publication.pravo.gov.ru/  (cBoOoaHblii  gocTym); (deaepaibHblii  MOPTA
«CoBepILIEHCTBOBAHUE rOCYJapCTBEHHOTO yIIPaBJICHUS https://ar.gov.ru
(cBOOOAHBIN OCTYIT); 3JCKTpOHHass OMOIMOTeKa yHHBepcuTera http://elib.igps.ru
(aBTOPU30BaHHBIN  JIOCTYM); JJIEKTPpOHHO-OMOMMoTeunas cucrema «9bC IPR
BOOKS» http://www.iprbookshop.ru (aBTopu3oBaHHbIN TOCTYI).



http://россия.рф/
https://data.gov.ru/
http://www.edu.ru/
http://publication.pravo.gov.ru/
https://ar.gov.ru/
http://elib.igps.ru/
http://www.iprbookshop.ru/

7.3. JIuteparypa

OcHoBHas:

1. Eropuenko, T. W. Jlenonpou3BojACTBO M JOKYMEHTOOOOpPOT Ha
npeanpusTan ;. ydebHoe mocobue (kypc nekuuit) / T. WM. Eropuenko. —
Cumdbepornons : YHUBEPCUTET SKOHOMUKHU | yrpaBieHus, 2023. — 268 ¢. — TekcrT :

anekTpoHHbidt // udposoit obpazoBatenbHblii pecypc [PR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/136265.html

2. Ky3uenosa, 1. B. JlokymeHTHpOBaHKE YyIPABICHUYECKON AEATEIBHOCTH :
yueOHoe mocobue st 6akanaBpoB / M. B. Ky3nenona, I'. A. XauaTpssH. — 2-¢ U3IL.
— Mocksa : [lamko u K, A IIu Op Meana, 2021. — 240 ¢. — ISBN 978-5-394-
03274-5. — TekcT : 2JIEKTPOHHBIN // DieKTpoHHO-OMOMMoTeuHas cuctema IPR
BOOKS : [caiiT]. — URL.: http://www.iprbookshop.ru/99364.htmi

JlonostHUTEILHAS

1. Bypmuctpos, A. H. KaapoBoe nenonpou3BOJICTBO U CTaHIApTHU3ALIUS
Tpyna : yuebnoe nocooue / A. H. Bypmuctpos, M. I1. Cunsasuna, O. B. Kanununa.
— Cankr-IletepOypr : Cankt-lIleTepOyprckuii MOJUTEXHUYECKUNH YHUBEPCUTET
[lerpa Bemuxoro, 2020. — 104 c. — ISBN 978-5-7422-7046-1. — Tekcr :
anexkTpoHHbiit // Ludposoit obpazoatensHbili pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/116130.html

2. 3aniueBa, E. B. Jlemonpou3BoACTBO M JIOKYMEHTOOOOPOT B CHCTEME
TOCYJapCTBEHHOTO W MYHHUITMIIAJIBHOTO YIpaBICHUS : Y4eOHO-METOIUYCCKOEC
nocooue / E. B. 3aiiueBa, H. B. 'onuapoBa. — EkatepunOypr : N3gaTenncTBO
VYpansckoro yausepcurera, 2017. — 178 ¢. — ISBN 978-5-7996-2233-6. — Tekcr :
anexktpoHHbit // Ludposoit oOpazoBarensHbili pecypc IPR SMART : [cailT]. —
URL: https://www.iprbookshop.ru/106363.html

7.4. MaTepuajbHO-TeXHUYECKOe oOecneueHmne

Jnst mpoBeaeHuss U oOecleUeHUs 3aHATHA UCIOJIB3YIOTCS TMOMEIICHHUS,
KOTOpbIE TPEJICTABIAIOT CO00M y4deOHBbIC ayAUTOPUU JJIS TMPOBEACHUS Y4eOHBIX
3aHATUNA,  NPEIYCMOTPEHHBIX  MPOrpaMMON  CHEUHAINTETa,  OCHAIICHHBIC
0o00OpyJOBaHUEM M TEXHUYECKUMH CpEACTBAMU OOYYCHMs: aBTOMATU3UPOBAHHOE
pabouee MecTO TpernojaBaressi, MapKepHas T0CKa, MYJIbTUMEIUNHBIN IMPOEKTOP,
JIOKYMEHT-KaMepa, OCaJ0uHbIle MeCTa O0yJarOIUXC.

[ToMemenust isi  CaMOCTOSITEILHOM paboOThl  OOYUYaKOIIUMXCS  OCHAIIEHBI
KOMITBIOTEPHOW TE€XHHMKOW C BO3MOYKHOCTBIO MOJKIIOUCHUsI K ceTtu «VIHTepHeT» u
o0OecreyeHneM JIOCTyna K 3JIEKTPOHHOM HH(POPMALIMOHHO-00pa30BaTEIbHON cpene
YHUBEpPCUTETA.

ABTOPBI: TOKTOP SKOHOMUYECKUX HayK, nmpodeccop bapmynmun EBrennii
HukonaeBuy; kaHauaT negarorudeckux Hayk, qoueHt [ aigan Iletp MiBanoBuu.
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