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1. llean u 3aga4y TUCHUILIMHBI
Ilesin ocBOeHUSI TUCUUILUIAHBI:
e (opMHupoBaHHE CHCTEMHBIX 3HAHHI 00 OpraHu3aIlUM JSJIOMPOU3BOICTBA B
YUPEXKACHUAX (Ha TPEATPUATHUSAX);
e (dopMHpOBaHUME YMEHHUM M TPAKTUYECKUX HABBIKOB IO KCIOJIb30BAHUIO
CUCTEMATHU3UPOBAHHBIX  TEOPETUYECKUX M  MPAKTUYECKUX  3HAHUHW  OCHOB
JIETIOTIPON3BOICTBA MPH PEIICHNUU MPOGECCHOHATBHBIX 3a/a4.

Ilepeyenb KomMneTeHUHH, GopMHUPYEMBIX B IIpoLecce U3YYeHHU
AUCHUILTHHBI

Komnerenuun Conepxanne

OIIK-5 Crniocoben pa3pabaTbIBaTh IIPOEKTHYO u pacnopsAUTEIbHYO
JOKYMEHTAIIHIO, YIaCTBOBAaTh B Pa3pabOTKe HOPMATHBHBIX ITPABOBBIX aKTOB B
obnacTh oOecTieUeHus MOKAPHOW 0E30MACHOCTH, JIMKBUIAINN MTOCIICICTBUI
Ype3BHIYAWHBIX CHTYalldid, 3allUTBl M CIIACCHMS YEJIOBEKa, 3alUTHI
OKPY KaroIIei cpepl

3amauu IUCHMIIMHBI:

o W3Yy4CHHE nopsiiKa Opra"u3auu JIOKYMEHTHUPOBAHUS u
JIOKYMEHTO000pOTA;

o U3YYCHHE OCHOBHBIX MpaBUJ WU TIOPSAAKA TOATOTOBKH O(GOpPMIICHUS,
ydeTa U XpaHEHHUs CITy>KeOHBIX JOKYMEHTOB;

o NPUOOPETCHUE MPAKTHYECKUX HABBIKOB COCTABJICHUS, y4eTa, XpaH CHHUS,
3alUTBl  CIYy)KEOHOH  JOKYMEHTAlMM B  COOTBETCTBUU C  TpeOOBaHUSAMHU
JIOKYMEHTO000pOTAa;

o dbopMUpOBaHUE YMEHHUS BECTH JEJIOMPOM3BOJCTBO M Yy4aCTBOBATH B
BEJICHUH JOKYMEHTOOOOPOTa B OpraHax rocyapCTBEHHON BJIACTH, TOCYAapCTBEHHBIX
U MYHUIIUTIATBHBIX OPTaHW3alUAX, HA TPEANPUATHAX W OPTaHU3AIUSAX CHUCTEMBI
MUYC Poccuu;

o dbopmupoBaHue YMEHHUS o pa3paboTke YIPaBIEHYECKOU
JIOKYMEHTAIINH;
o dbopMupoBaHUE 3HAHUI, CBSI3aHHBIX CO 3HAHUEM JIOKYMEHTAI[MOHHOI'O

obOecrieueHus: ympaBieHus B opranax u mojpasaeneHusix ['TIC u cnocoOHOCTBIO K
PELICHUIO MPAaBOBBIX, COLMAJIBHBIX W KaJpPOBBIX BOMNPOCOB, CBS3AHHBIX C
JEATENbHOCTBIO IOXKAPHO-CMACATENbHBIX MMOJAPA3ACICHUA Ha TEPPUTOPUATBHOM
YpOBHE.

2. IlepevyeHb MJIaHUPYEMBIX Pe3yJ1bTATOB 00y4eHH sl JUCUUILIHHBI,
COOTHECEHHBIX C IJIAHUPYEMBbIMH Pe3yJIbTaTAMHU OCBOCHHS 00pPa30BaTelbHOI
NMPOrpamMmbl

NHauKkaTopbl TOCTHKEHHUSI KOMIETEHIIUN [Inanupyembie  pe3ynbrarel OOydeHHUs 10
JTUCIUTUTHHE, XapaKTEepPU3yIOlMe  JTalbl
(hopMHUpOBaHUS KOMITETCHITUH

3HaHWE OCHOBHBIX CTaHAAPTOB OOpPMIICHHUS | 3HAET
MPOEKTHOM, TEXHUYECKOU 1 TIOPSIZIOK  OPTaHW3aIMM  JIOKYMEHTHPOBAHUS U




pacnopsaauTENIbHON
JOKYMEHTAIIMW Ha Pa3IUYHBIX CTAIHSIX
KHU3HEHHOTo 1ukia mpoekta OITK-5.1

nokymeHroobopora OIIK-5.1.PO-1

OCHOBHBIC TIpaBWJAa U TMOPSJIOK MOATOTOBKHU
oopmIieHHs, ydeTa U XpaHCHUsS CITyKEeOHBIX
nokymentoB OIIK-5.1.PO-1

YmMmeer

HpI/IM CHATH HAaBBIKHA COCTaBJICHUA, yqua,
XpaHEHUs, 3alIUThI CITYKEOHOM TOKyMEHTAINH
B COOTBETCTBUU c TpeOOBaHUSIMU

nokymenroobdopora OIIK-5.1.PO-3

BECTH JICJIONPOU3BOACTBO M Yy4YacCTBOBaTh B
BEJCHUU JIOKYMEHTOOO0OpOTa B  OpraHax
rOCYJapCTBEHHOM BIIACTH, TOCYAapPCTBEHHBIX H
MYHUIUTIIAJIBbHBIX OopraHnu3aluiax, Ha
NOPEINPUATUSIX W OPraHU3aIMsIX CHCTEMbI
MUC Poccun OITK-5.1.PO-4

Brnaneer HaBbIkamMu pa3pabOTKU HOPMATUBHO-
MIPABOBBIX AKTOB B 00JIACTSIX 00ECIICUCHHSI
MIOKApHOHN
0€e30IacHOCTH, JTJMKBUIALIMHU ITOCIIEACTBUI
YpE3BhIYANHBIX CUTYallMi, 3a1IUThl U CITACCHUS
YeJI0BEeKa, 3allIUThI
OKPY’KaroIlle cpelbl, COCTaBICHUS
TEXHUYECKOW TOKYMEHTALUK Ha PA3ITUYHBIX
JTaIax >KW3HEHHOTO ITUKJIa
MPOEKTa, C y4eTOM TpeOOBaHUI CTaHIAPTOB
OIIK-5.2

3Haer

JOKYMEHTallMOHHOE 00eCreueHusl yIpaBleHue
B opranax u mnoxapazgeneHusx [TIC OIIK-
5.2.PO-1

TpaBuiIa MOATOTOBKH u oopmnenus
pacniopsauTenbHBIX JokyMeHToB OITK-5.2.PO-2

VYwmeer

paspabarThIBaTh yIpaBICHYECKYIO JIOKYMEHTAIIHIO
OIIK-5.2.PO-3

pelarh IpaBOBbIC, COLMAIBHBIC U KaJPOBBIC
BONPOCBHI,  CBS3aHHBIE  C  JICSTEIBHOCTHIO
MOYKAapHO-CITACcaTeIbHBIX  TIOJpA3/ieieHuii  Ha
TepputopraibHoM yposHe OIIK-5.2.PO-4

CriocoOHOCTB pa3pabaThIBaTh
OpraHU3alUOHHO-PACTIOPSANTEIbHBIC
JIOKYMEHTBI 110 OpTraHU3aluH
JIeSATEIbHOCTH U SKCILUTyaTallii 000py10BaHUsI
B COOTBETCTBUU C MIPUHATHIMHU TPEOOBaAHUAMH
B YaCTH
coOmoieHns TpeOOBaHNH TTOKAPHOIH
6e3onacHoctu OITK-5.3

3. MecTO AMCHUILIMHBI B CTPYKTYpPe OCHOBHOM NP o(eccuoHATIbHOI
o0pa3oBaTe/ibHOM NPOrpaMMbl

JlucuunianHa OTHOCUTCS K 00s3aTeIbHOM YacTH OCHOBHOW TIpodheCCHOHATBLHOU
o0pasoBaTeIpbHOM mporpaMMel crienanuTeTa o crernranbaoctr 20.05.01 ToxxapHast

0€30MacHOCTh HaNpaBlIeHHOCTH (1poduib) «lloxkapHas 6e30MacHOCTb FOCYIapCTBAY

4. CTpyKTypa u colepKaHue TUCHUILTHHbI

OO6m1as Tpya0E€MKOCTh JTUCIUIIMHBI COCTABIISIET 2 3a4€THBIE €IUHUIIBI 72 4acoB.




4.1 PacnipenesnieHue TPyA0eMKOCTH AMCHMINIMHBI 10 BUAaM padoT 1o cemecTpaMm
NJIs1 04HOM GpopMBbI 00yUeHHUs

TpynoeMKoCTh
. o
Buyt yueOnoit pabotst 3.e. gac. ceMecTpam

7
OOmasi TPyAOEMKOCTh ITUCHUIUIMHBI T0 YYEOHOMY 5 79 79
TUIaHY
KoHnTakTHas paboTa, B TOM YHUCIIE: 36 36
AyIUTOPHBIE 3aHATHS 36 36
Jlexiuu (JI) 16 16
[TpaxkTrueckue 3anusatus (I113) 20 20
CamocrosiTesasnast pagora (CPC) 36 36
3auer n +

4.2 PacnipenesieHue TPYA0eMKOCTH JUCUUILUIMHBI 0 BHIaM padoT Mo Kypcam
JJI 3204HOM (popMBbI 00y YeHUsI

TpyroeMKoCTb
Bun yuebnoit paboThl o
3.e. | dac. Kypcam

3 4
OOmast TpyAOEMKOCTh AMCUUIUIMHBI 10 5 79 36 36
y4eOHOMY TUIaHY
KonrakTHas pabota, B TOM 4yHCe: 10 2 8
AyAMTOPHBIE 3aHATHS 10 2 8
Jlexuuu (JI) 4 2 2
[TpakTuueckue 3ansatus (113) 6 6
CamoctosTeasHasi pagora (CPC) 62 34 28
3aver + +

4.3. TemaTu4ecKHil IUVIaH, CTPYKTYPHPOBAHHBIN 10 TeMaM (pa3jaejiam) ¢
yYKa3aHHeM OTBEJEHHOIr0 Ha HUX KOJIMYeCTBA aKaJeMHUYeCKUX YaCOB U BHI0B

Y4eOHBIX 3aHATHH 1151 O4HOH (pOpMBbI 00yUeHM I
KonauyecTBo
4acoB MO BUAAM 2
2 3aHATHI 2 Z
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1 2 3 4 5 6 7
1 | OcHOBBI OpraHu3aluy J1€JI0NPOU3BOJICTBA 8 2 2 4
2 | Opranuzaims Ciry»XObI JIeIOIPOU3BOICTBA 8 2 2 4
3 [lpaBuna mnOArOTOBKM ¥ OGOPMIICHUS 8 5 9 4
OpraHU3aIIOHHBIX TOKYMEHTOB




4 [IpaBuna NOArOTOBKU M OPOPMIICHHS 8 5 5 4
pacnopsIUTEeNbHbIX JOKYMEHTOB

5 [IpaBuna odhopmienus: HHGOPMATMOHHO- 8 5 5 4
CIPABOYHBIX JIOKYMEHTOB

6 OO61muit mopsI0K paboThI ¢ JOKYMEHTaMU 8 5 5 4
B OpTraHU3aINH

7 Kynbtypa nenoBoil niCbMEHHOU peyu: 8 5 5 4
HCTOPUSI U COBPEMEHHOCTh

8 Oco0eHHOCTH s3bIKa CITY>KEOHOTO 8 5 5 4
JOKYMEHTa

9 PenakTupoBanue TekcTa Ciry>keOHOTO 8 5 4 4
JOKYMEHTa
3auer +
Hroro 72 16 20 36

4.4. TemaTu4eCcKuil IVIaH, CTPYKTYPHPOBAHHBIN 10 TeMaM (pa3aesam) ¢
yYKa3aHHMeM OTBEJeHHOr0 Ha HUX KOJIMYeCTBA aKaJleMHYeCKHUX YaCOB M BUI0B
y4eOHbIX 3aHATHI 11 3204H0I opMBbI 00yUeHUsI

KonuvecTBo
4YacoB M0 BUAAM 3
2 3aHATHH Z
= =2 =
= o g S =
HaunmenoBanue = g 2 | 8
= 3 = = | 8¢
TeM S o = e =
o = = =
) = T S QP
Ne o Z = R =z )
=] 5} = = =
= % s <
8 Q
=
1 2 3 4 5 6 7
1 | OcHoBbI opranuzanun nenonpoussoactea | 10 2 2 6
2 | Opranmsanus ciayxObl qemonpousBoacTea | 12 2 4 6
3 [IpaBuna mnoarotroBku M odopmieHus| 6 6
OpraHu3aIMOHHBIX TOKYMEHTOB
4 [IpaBuna MOATOTOBKU M OPOPMIICHHS 6 6
pacropsIUTENbHBIX TOKYMEHTOB
5 [IpaBuna oopmienuss HHGOPMALMOHHO- 6 6
CIPaBOYHBIX IOKYMEHTOB
5 OO0muii mopsIOK pabOTHI ¢ TOKYMEHTaMHU 6 6
B OpTraHH3aLUH
7 KynbsTypa nenoBoi IUCbMEHHON peyu: 6 6
UCTOPHS U COBPEMEHHOCTh
8 Oco0eHHOCTH sI3bIKa CITY>KEOHOTO 8 8
JOKYMEHTa
9 PenakTupoBaHue TekcTa CiyKeOHOro 12 12
JOKyMEHTa
3ayer +
Hroro 72 4 6 62

4.3 Conepsxkanue TMCHUNIMHBI 1JI 00y4YarOIUXCs



Tema 1. OcHOBBI OpraHu3an MM 1eJ0NPONU3BOIACTBA

Jleknus. Benenne nokymeHtoB no XV B. YueTHble JOKYMEHTHI J[peBHEl
I'penun, JIpeBnero Erumnra, [peBHero Puma, Illymepo-BaBMIIOHCKHE TOKYMEHTBHI.
®opmbl T0KyMeHTOB. CpelicTBa 3alIUThl JOKYMEHTOB. DYHKIIUHU TOKYMEHTOB: YUeT,
yIpaBJiI€HUE U KOHTPOJIb.

PopMHUPOBAHUE IIPUKAZHOM YIIPABICHUYECKOM CHUCTEMBI JIEJIONPOU3BOIACTBA.
Cucrema obmiero aenonpou3BoacTBa. CTpyKTypHBIE TMOJpa3/elieHus] MPUKA30B.
BoeHHas, auruioMathueckas, CTaTHCTHYECKas, ydyeTHas JIoKyMeHTauus. [IpaBuia
cocTaBlieHHs M o¢opMIieHUsT JOKyMeHTOB. Komexckoe aenonpou3BoJICTBO.
Crtpyktypa kosuieruid. Buasl nokymenToB. Peructpanus nokymeHnToB. OpraHuzaius
KOHTPOJISI 32 UCIIOJTHEHUEM JIOKYMEHTOB.

HenonpousBoactBo XIX-nagana XX B. Opranuzanusi paboThl ¢ JOKYMEHTaMHU
B MUHHCTepcTBax. [lookeHne o MUCbMOBOACTBE M JEIONPOU3BOICTBE B BOEHHOM
BEJIOMCTBE.

IIpakTH4yeckoe 3aHsaTHE. Pa3BuTHE COBETCKOTrO JIEJOMPOU3BOACTBA. DYHKIINU
METOAMYECKOr0 ILIEHTPAa MO PYKOBOJCTBY palMOHAIM3ALMEN JEIONPOU3BOICTBA.
biopo cranmapruzanun  BCHX  CCCP. OcHoBHble TIONOXKEHUA  EauHoi
rocygapctBeHHo cuctembl aenonpousBoiacrBa (EI'CH). Coznanune Enunoit
rOCYy/IapCTBEHHOM CHCTEMBbl JOKYMEHTAIMOHHOTO  OOecCreuyeHusi yIrpaBlieHUs
(ETCHOY). Ilpomecc crangaptu3anud #  yHUPUKAIUU  OPraHU3AIUOHHO-
pacniopsauTenbHo  gokymeHTauuu. Co3nanue ABTOMAaTH3UPOBAHHOW CHUCTEMBI
yapaieHuss (ACY) um OOmierocygapCTBEHHOW CHUCTEMBI cOopa W 00paboOTKH
uHopManuu s ydeTa IUTAaHUPOBAHUS M YIPABICHHUS HAPOIHBIM XO3sIHICTBOM
(OT'AC).

CamocTosiTeqibHast padora. I'ocynapcrBenHOE peryiaupoBaHue
JEJI0IPOU3BOICTBA B PO. HopmatuBHO-ipaBoBOE peryJMpoBaHue
JOKYMEHTUpPOBaHUS H paboTel ¢ jgokymeHTamu. [lomHomounst DenpepanbHOro
apXMBHOTO areHTCTBa MO OOECHEYeHUI0 COOJIIOJCHUS TMPaBWI  XpaHEHUS,
KOMILJIEKTOBaHHUs, y4e€Ta W UCIOJb30BaHUS AapXMUBHBIX JOKyMEHTOB. IIpaBuia
JIEIONPOU3BOICTBA B (efepalIbHbIX OpraHax MCHOJHUTENIbHON BiacTtu. CTaHIapTHI,
yCTaHaBJIMBAIOLIME paBuiIa 0GOPMIIEHUS JOKYMEHTOB.

Pexomenayemas qureparypa:

ocHoBHas [1,2];

JononHuTeNbHas: [1, 2].

Tema 2. Opranuszanus ciayk0bl 1eJIONPOU3BOACTBA

Jlekumsa. Opranuzanus ciayXObl J€JONPOU3BOJCTBA B TOCYAAPCTBEHHBIX
opranax. TpeOoBaHMsI K OpraHu3alMM JOKYMEHTOOOOpoTa B (eaepaibHOM OpraHe
UCIOJHUTENbHOM  BnacTu.  OpraHuzanus — ClIyXObl  JEJIONPOM3BOJCTBA  Ha
npeanpusaTusax. Tumnosas crpyktypa ciyxosl JJOY.

3amaun  cayx0bl  genonpous3BoacTBa. TexHonornueckue ¢ynkuuu JOVY.
Oprannzannonnsie  Qynkuun JOY. Konrtponshble ¢yHkuuu ciayx0er JIOVY.
Meroanueckue  ¢ynkuun  JOY.  Crpykrypa  mnoioxeHus 0  clyxOe
nenonpousBoacTBa. Opranuzanus B3aumoaencTsus ciyx0s1 IOV co cTpykTypHBIMU



NOJpa3ACICHUSIMU NPEANPUITHS (YUPEKICHUSA ).

CucremMbl KOJUIGKTUBHOM 00PabOTKM JOKYMEHTOB. KOMIJIEKCHBIE CHCTEMBI
yIpaBJIeHUs JOKYMEHTaM.

IIpakTuyeckoe 3anaTue. OpraHuzanus CIyXObl  JI€JIONPOU3BOJICTBA.
Opranu3zanus nokymMeHToobopoTta. @Dopmbl paboOTHl € JOKyYMEHTaMU B
opranu3anusax. [lopsanok o00paboTKu TOKYMEHTOB.

CamocrosiTtesibHast padora. DJIEKTPOHHBIE CHCTEMbl  JOKYMEHTAIIUH.
OcobeHHOCTH pabOThl C JJIEKTPOHHBIMU JIOKYMEHTaMu B ¢eaepaibHbIX OpraHax
VICIIOJIHUTENBHOM BiacTh. 1Iopsiaok MCnoap30BaHus JIEKTPOHHBIX NoAnucer. Buabl
AIEKTPOHHBIX Moanucend. OpraHuzanus 3alUIIeHHOr0 TOKYMEHTO000pOTa B CETH.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

JOTIOTHUTEIbHAS: [2].

Tema 3. IlpaBuina mnoaroroBku #u O0QOpMJIEHHUS OPraHU3ALUOHHBIX
JTOKYMEHTOB

Jlekuusi. O6mme  mpaBwia  odopmiieHHS  JOKYMEHTOB. 3agaumu
['ocyapcTBEHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO OO0eCleYeHusl yrnpaBJeHUEM
(I'CAOY) u yuudunupoBanHoi cuctembl gokymeHTauuu (YCJ). TpeboBanus K
0(pOpPMIICHHIO PEKBU3UTOB JTOKYMEHTOB. Bumbl mokymeHntoB. dopmarbl Oymaru u
noJisi. bilanku 1OKyMEHTOB.

Bunel opraHM3alMOHHBIX JOKYMEHTOB. PEKBU3HTHI ycTaBa, y4peIUTEIbHOIO
noroBopa. Buasl u nmopsgok ohopMIICHHS TOJ0XKEHUH, ONMPEALNSIONUX CTPYKTYDPY,
KOMIIETCHIIMI0O W OpraHu3aluio paboThl npeanpustus (yapexaenus). CTpyKTypa
MOJIOKEHU W, PETJIAMEHTUPYIOIIUX JEATEIbHOCTh JOJDKHOCTHBIX JML. Buasl u
CTPYKTYpa MHCTPYKIMH. PekBU3UTHI HHCTPpYKIMK. Buasl pernamentoB. TpeboBaHus
110 0()OPMIICHUIO PETIaMEHTA.

I[IpakTuyeckoe 3ansaTHe. OdopMiieHHE HOPMATUBHO-NPABOBBIX aKTOB
OpraHOB HUCIOJHUTEIbHON BiacTH. OQopMiieHHE PACHOPSIKEHUM, MOCTaHOBICHUM,
pemeHuid, npuka3oB. l[IpaBuia MOATOTOBKM W O(GOPMIICHHS OPraHU3AIMOHHBIX
JIOKYMEHTOB

CamocTosiTeqbHast padora. O6mre TpedoBanus M0 0h)OPMIICHHUIO IOTOBOPOB.
CtpykTypa  TrpaxXJaHCKO-TIpaBOBBIX  JoroBopoB. CojaepxaHue  MNpPETEH3UH,
pexnamanuu. [Topsiiok opopMIeHUS HCKOBBIX 3asBJICHUU.

Pexomenayemas qureparypa:

ocHOBHas [2];

nornoinHuTeNbHas: [1,2].

Tema 4. IlpaBuiaa mnoAroroBku H 0GOpPMJIEHUS PACTOPSAUTEIbHBIX
JTOKYMEHTOB

Jlexmus. Bunel  pacnopsauTeNbHBIX  JIOKYMEHTOB. Odopmiienue
pactopsiANTENHHON TOKYMEHTAIIUH.

Bunel u nopsgoxk odopmienus mnpuka3zoB. OdopmieHue pacrnopsiKeHUH.
Odopmnenue pemenusi. OpopmiieHre NpoOTOKOA.

[Topsimok MOKyMEHTHpPOBaHUS TPYAOBBIX OoTHolIeHUM. Coliep)KaHue MTaHHOTO



pacniucanusi. llpaBuna BHyTpeHHero TpynoBoro pacnopsaka. OdopmiieHue
JTOJDKHOCTHOM  WHCTpYyKIMu. OdopmiieHne TpyaoBOTO JOroBopa. PexBU3WTHI
MIPUKA30B 110 JIMYHOMY COCTaBY.

IIpakTtuyeckoe 3anaTve. I[lpaBuna  moarotroBku ©  odopMIiieHUS
pacnopsiAUTeNbHBIX JTOKyMEHTOB. [lopsimok odopMiieHUsT TEPBUYHBIX YUETHBIX
JOKYMCHTOB M VYYCTHBIX PCIruUCTPOB. OcHOBHBIE U AOIMOJIHUTCIIbHBIC PCKBHU3HUTHI
OyXrajTepCcKUX JOKYMEHTOB. Ha3HaueHwe  pEKBU3UTOB, MPUMEHSEMBIX B
OyXTaJlTepCKUX IOKYMEHTaX.

CamocTosiTesibHAsI pabora. OpraHu3aioOHHO-PacoOpsIUTEIbHas
nokymenTtanusi B cucteMe MUYC Poccun. OdopmieHrue UHCTPYKIUH, MPOTOKOIOB.
CopeprxaHue M Ha3HAUYCHHE CTYKEOHBIX ITUCEM, CITY>KEOHBIX 3aITUCOK.

Pexomenayemas gureparypa:

ocHoBHas [1];

TonoJHuTEeabHAs: [1].

Tema 5. IlpaBwiaa  odopmieHuss HHGPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

Jleknus. Buasl nHbOpManuMoOHHO-COIPABOYHBIX JOKYMEHTOB. OdopmieHue
JOKJIAaJHBIX U OOBSCHUTEIbHBIX 3alMCOK. BHIBI M mOpAnok o(OpMIIEHHS aKTOB.
Bunet cinyxeOubix mnucem. Odopmiienne cinyxkeOHbIXx mnuceM. OdopmiieHue
TenerpaMm. Buasl u odopmiieHne CripaBok.

IIpakTnueckoe 3anstue. OdopmieHne HHPOPMALMOHHO-CIPABOYHON
JOKyMEHTaluM. Buabl HaydHbIX padorT.

CamocrosiTeibHass padora. OdopmieHre pe3ylnbTaTOB HAy4HBIX pPaboT.
OdopmiteHne ciucKa NCIOIb30BaHHOM JIUTEPATYPHI.

Pexomennyemas qureparypa:

ocHoBHas [1];

JONIOJTHUTEIIbHAs: [2].

Tema 6. O0muii MopsioK padboThl ¢ JTOKYMEHTAMH B OPraHU3allMu

Jleknmus. IlpueM u mnepBuyHass 00pabOTKa BXOASIIMX JTOKYMEHTOB.
[IpeaBapuTenbHOE pPACCMOTPEHHE M paclpeiesieHrue JOKYMEHTOB. Perucrtpanus
BXOJSIIEH KOppeCOHAeHIIMU. BUIbI HEperucTpupyemMbix J1oKyMeHToB. O0paboTKa u
OTIIPaBKa MCXOMSIIMX JOKyMEHTOB. [IpoBepka mnpaBuiIbHOCTH OdopMIIEHUS
UCXOIAIINX JOKyMeHTOB. JKypHajibHas W KapTOyHas CHUCTEMa pErucTpaluu
JOKYMEHTOB. ABTOMAaTU3UPOBaHHAsA CUCTEMA PErUCTPaIlMi JOKYMEHTOB.

KoHTponr 3a cpokamMu HCHOJHEHUS JTOKYMEHTOB. ABTOMAaTH3WPOBAHHBIN
KOHTPOJIb 32 UCIIOJHEHUEM JIOKYMEHTOB.

Opranuzanus OnepaTUBHOTO XpaHEHUs JOKyMmMeHTOB. HomeHnknatypa nen B
opranu3auuu. TpeOoBaHU 110 COCTABICHUIO U O(POPMIICHUIO HOMEHKJIIATYPHI J1EJ1.

IIpakTuyeckoe 3ansatue. I[lopsmok QopMmupoBaHus 1€l B OpraHU3allHH.
[Topsimok odopminenus aen. CucremaTtusaiusi 10KyMeHTOB. OdopmiieHue 00JI0KKH
nena. CocTaBlieHME BHYTPEHHEN onucH Jenia. Opranusanus XpaHEHUs JOKYMEHTOB.
OO0mmii mopsAIoK paboThI C TOKYMEHTaMHU B OPTaHU3aIlUU.



CamocTosiTenibHas padora.

DKcrnepTu3a IeHHOCTH ToKyMeHTOoB. [lopsaok mepenaun nen B apxuB. Cpoku
XpaHEeHUs JOKYMEHTOB. [IopsAI0K YHUUTOXKEHUS JOKYMEHTOB.

[Topsimok paboThl C TUCEMEHHBIMU OOpallleHusIMU rpaxaad. Buasl oOpameHuit
rpaxxgad. Cpoku paccMoTpeHus: oOpaieHuil rpaxaaH. KoHTposib 3a UCHOJIHEHHEM
oOpaleHuit rpakiaH.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

nonojaHuTenbHas: [1,2].

Tema 7. KyabTypa /ae10BOH NHCbMEHHOM peyd: HCTOPUS H
COBPEMEHHOCTh

Jlekuusi. OCHOBHBIE aCIEKThI KYJIbTYPHI I€JIOBOM peur. HopMaTUBHBIN aclieKT
KyJbTYpbl peud. KOMMYHUKAaTUBHBIM aCHEKT KYyJIbTYpbl pe€Ud. DTUUECKUM aCHEKT
KyJbTYphl peun. VICTopus pycCKOM I€10BOM MUCbMEHHOCTH U PA3BUTHE JOKYMEHTA.
Hpesuunit nepuon. IlpukaszHoir nepuoxa. Komnexckuit mnepuon. MuHHCTEPCKUI
nepuol. COBETCKMI U IOCTCOBETCKHUI EPUOI.

IIpakTnyeckoe 3aHsitie. OCHOBHBIE AaCIEKTHl KYJIBTYPBI JEJIOBOM pEUM.
Hcropus pycckoi 1€JI0BOM MMCbMEHHOCTH M Pa3BUTHE JOKYMEHTA.

CamocrositesibHass padora. VHTepHaUMOHAIbHOE U HAIMOHAIbHOE B
cinyxebHoM JokymeHTe. TouHocTb W moHATHOCTH. KomneruanpHocts. TouHas
aapecHoCTh. Temarnueckass orpaHM4eHHOCTb. CBOEBPEMEHHOCTh M AKTYaJbHOCTD.
JlocToBepHOCTh U OOBEKTUBHOCTh. Y OEAMTENbHOCTh M JIOTUYHOCTh. [lomHoTa M
CKATOCTh U3NI0KEeHUsI. HEUTpaIbHOCTD U3105KEHHUS.

Pexomenayemast iureparypa:

ocHoBHas [1,2];

JOTOTHUTENbHA: [1-2].

Tema 8. Oco0eHHOCTH A3bIKA C1YKEOHOr0 JOKYMEHTA

Jleknus. Cranpaprusanusa s3blka AokyMeHTa. CraHmapTu3anus JIEKCHUKH.
CrneunanbHasi JI€KCHKA, CBOWCTBEHHAsl TOJbKO KaHUENsApckol peuun. CrenuanbHas
TEPMHUHOJIOTUYECKASI JIEKCHKA, BBIPAXKEHHAs OTIJIAroJIbHBIMU CYLIECTBUTEIbHBIMU.
CneunanbHasi ~ oTpacieBas  TEpMUHOJOrMueckas  Jiekcuka.  CrnenualibHble
0003HaYeHUs JIOJIEH MO0 KaKOMY-TMOO MpU3HAKY win nerctBuro. CTaHmapTH3aius
CJIOBOCOYETAHUM. YCTOMYUBBIE CIOBOCOYETAHHUS C INPOU3BOJHBIMU MPEIIJIOTaMH.
YcrolunBhIlE  CIOBOCOYETAHMS  3TUKETHOro  xapakrtepa.  Cranpgaprusanus
npeaiioxeHui. [Ipssmoit mopsinok cinoB. [TocTOSSHHOE MECTO BTOPOCTENEHHBIX YJICHOB
npemsioxkeHus.  Pacmonokenne  cioB 1o MH(DOPMATHUBHOW  3HAYUMOCTH.
[Ipeobnananue cTpajgaTeIbHBIX KOHCTPYKIMHA. PacmpocTpaHeHHOCTh MPOCTOrO
npeanoxkenua. KynpTypa cioxHoro mnpeanoxkenusa. CrapgapTuzanus TEKCTa.
CBsI3HBIN TEKCT ¢ TPAAULMOHHON JIMHENHON 3anuchio. CBSA3HBIN TEKCT C 3aMUCHIO 110
Tpadapery. TekcT-ankera. Texkcr-Tabnuia.

IIpakTuyeckoe 3aHATHE. SI3BIKOBBIE TPeOOBaHUS K 0)OPMIICHUIO PEKBU3UTOB
nokymeHta. PekBusutr «HammeHoBanue — opranmzauum». PexBu3ur  «Jlara
nokymeHTa». PexBusut «Anpecar». PekBusut «['pud yTBEepKIeHUS TOKYMEHTA.



PexBusut «Pe3omonus». PekBU3uT «3arosioBok kK TekcTy. «PekBu3uT «llogmnucey.
PexBusur «TekcT nokymeHnTa». Buabl 1 TUIIBI COKpALLIEHUH.

CamocTosiTesqibHast padora. S3pikoBoe OGOpMIIEHHE JIMYHBIX JOKYMEHTOB.
OOpazupl  3asBneHui. OOpaszenr HCKOBOro 3asBieHUs B cyd. OOpasisl
noBepeHHocTel. ABrobuorpadus. Pestome. JlenoBoe mucbMO: BHUIBI U S3BIKOBOE
odopmiteHHE.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

JornonHUTeNbHa: [1,2].

Tema 9. PerakTupoBanue TeKCTa CIYyKeOHOr 0 JOKYMEHTAa

Jlekuusi. MeTroauka pedakTUPOBAHMS M TEXHUKA TPaBKU CIYKEOHBIX
JOKYMEHTOB. MeTonuKa penakTUpoBaHUsI JOKyMmMeHTa. IlepBbIii 3Tam paboThl C
TEKCTOM JOKyMmMeHTa. BTopoit sTam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuil sram
paboThI C TEKCTOM JIOKYMEHTA.

IIpakTuyeckoe 3ansitue. TexHUKa NpaBKU JOKyMeHTA. THUNUYHBIE OIIUOKHA B
S3bIKE U CTUJIE JOKYMEHTOB. JIOrHMko-cMbIciIOBBIE OmUOKH. JIekcnueckue OIMOKHU.
Mopdonornueckne  ommOku.  CuHTakcuueckue  ommOku.  HempaBuibHOe
ynotpeOJieHre majexa u npeajora nocie ynpasisitomux ciioB. Opdorpaduueckue u
NYHKTYallUOHHBIE OIIHOKHU.

CamocrositenibHass pabGora. Hapymienuss peudeBoro »stukera. IIpaBuma
PYCCKOIO 3THKETa

Pexomenayemas jureparypa:

ocHoBHas [1];

JONOJTHUTENbHAS: [2].

3a04HOiI popMBbI 00yUEeHHA

Tema 1. OcHOBBI OpraHM3anMu 1eJ0NPOU3BOACTBA

Jlekuusi. Benenue noxkymentoB no XV B. YdeTHble NOKYMEHTHI JlpeBHE
['penun, J{peBHero Erunra, [peBHero Puma, lllymepo-BaBUIIOHCKHE TOKYMEHTBHI.
@opmbl TOKyMEHTOB. CpencTBa 3aluThl JOKYMEHTOB. DYHKIIMU JOKYMEHTOB: Y4ET,
yIpaBJiI€HUE U KOHTPOJIb.

@opMHUPOBAHUE TPUKAZHOM YIIPABICHUYECKOM CHCTEMBI JIEJIOMPOU3BOJCTBA.
Cucrema ob6miero naenonpou3BojcTBa. CTPyKTypHBIE TMOJpa3/ielieHus] MPUKA30B.
BoeHHas, aumuioMatuueckas, CTaTHCTHYECKas, ydeTHas AokymeHTauus. llpaBuia
cocraBieHus U odopmiieHuss AOKyMeHTOB. Kosiexckoe Aenonpon3BOJICTBO.
CrpykTypa kosuieruii. Buabl qokymeHToB. Peructpauus nokymeHnToB. Opranusanus
KOHTPOJIS 3a UCIIOJIHEHUEM JIOKYMEHTOB.

HenonpousBoactBo XIX-nauana XX B. Opranuzanusi paboThl ¢ JOKYMEHTaMHU
B MUHHUCTepcTBax. [lonokeHrne o MMCbMOBOJICTBE U JEIONPOU3BOICTBE B BOCHHOM
BEJIOMCTBE.

IIpakTHueckoe 3anaTHe. PazButre coBeTCcKOro nenonponsBoacrea. OyHkuuum
METOJIUYECKOr0 LEHTPA MO PYKOBOJACTBY pPalMOHAIA3ALMEN JI€JIONPOU3BOICTBA.
biopo crangaptuzaumu  BCHX CCCP. OchHoBHble mnosoxenuss EguHoi



rocygapctBenHo cuctembl aenonpousBoncrBa (EI'CH). Coznanne Enunoit
rOCYJapCTBEHHON CHUCTEMbl JOKYMEHTAllMOHHOTO  OOECIEeYeHUs]  yIpaBJICHUS
(ETCHOY). Ilpomecc crangaptu3anud #  yHUPUKAIUU ~ OPraHU3AIMOHHO-
pacnopsaauTenbHOn nokymMeHtauuu. Co3gaHne ABTOMAaTHU3UPOBAHHOM CHCTEMBI
ynpaieHuss (ACY) um OOmierocygapCTBEHHOW CHUCTEMBI cOopa W 00paboOTKH
uHpopManuu I ydeTa ITUTAaHUPOBAHUS M YIPABICHHS HAPOIHBIM XO3sIHICTBOM
(OT'AC).

CamocTosiTesibHast padora. I'ocynapcrBenHoe peryinupoBaHue
JIEITOIIPOU3BOACTBA B PO. HopmaTtuBHO-ipaBOBOE pEryJIupOBaHUE
JOKYMEHTUpPOBaHUS H paboThl ¢ jgokymeHTamu. [lomHomounss denepanbHOro
ApXMBHOTO areHTCTBa MO OOECHEYeHUI0 COOJIIOJCHUS TMPaBWI  XpaHEHUS,
KOMILJIEKTOBAHHUSA, yde€Ta W UCHOJIb30BaHUSI apXWUBHBIX JOKyMEHTOB. I[IpaBuia
JEJONPOU3BOACTBA B (PefepanbHbIX OpraHax MCHOJHUTENbHOW BiacTu. CTaHIapTHhI,
yCTaHaBIIMBAIOIKE MpaBuiIa oPOopMIICHUS TOKYMEHTOB.

Pexomenayemas gureparypa:

ocHoBHas [1,2];

nonojgHuTenbHas: [1, 2].

Tema 2. Opranuszanus cayk0bl 1eJIONPOU3BOACTBA

Jleknus. OpraHuzanus ciIyXObl JeJI0MpPOU3BOACTBA B TOCYIAapPCTBEHHBIX
opranax. TpeOoBaHMsI K OpraHu3alM JOKYMEHTOOOOpoTa B (eaepaibHOM OpraHe
UCIIONHUTENbHOM  Bnactu.  Opranuzaunusi  CIyxObl  JE€TONPOM3BOJCTBA  Ha
npeanpusTusax. Tumnosas crpyktypa ciyxosl JJOY.

3amaun  caykObl genonpous3BoacTBa. TexHomormdeckue ¢yukuuun JIOVY.
Oprannzannonsusie  Qynkuun JOY. Konrtponshble ¢yHkuuun ciayxoer JOVY.
Meroanueckue  ¢ynkuun  JOY.  Crpykrypa  mnoioxeHus O  ciyxOe
nenornpousBoacTBa. Opranusanus B3auMoencTsus ciryk0sl JJOY co cTpyKTypHbIMHU
NO/Ipa3iCICHUSIMU NPENPUATUS (YUPEKACHUS ).

Cucrembl KOJUJIEKTUBHOW 00pabOTKH JOKYMEHTOB. KOMIJIEKCHBIE CHUCTEMBI
yIpaBJi€HUsl JOKYMEHTaM.

IpakTnuyeckoe 3ansTue. Opranuzanusi CIyKObl  JEJIONMPOU3BOICTBA.
Opranu3zanus IOKyMeHTooOopoTa. @Dopmbl pabOThl € JOKYMEHTaMH B
opraamn3anusax. [lopsamok 00paboTKu TOKYMEHTOB.

CamocrosiTesibHasi padora. DJIEKTPOHHBIE CHUCTEMbl  JOKYMEHTAIIUH.
OcobeHHOCTH pabOThl C JJIEKTPOHHBIMHU JIOKYMEHTaMu B ¢elepaibHbIX OpraHax
WCIIOJIHUTEJIbHOW BJIACTU. [IOpSAIOK MCITOJIB30BaHUS JIEKTPOHHBIX MoANUced. Buib
ANEKTPOHHBIX Noanucend. Opranu3zanus 3alUMIIEHHOr0 TOKYMEHTO000pOTa B CETH.

Pexomenayemas jgureparypa:

ocHoBHas [1,2];

TOMOJHUTENbHASA: [2].



Tema 3. IIpaBuia noAroToBKH U OGOpMJIEHHS OPraHNU3alMOHHBIX
JTOKYMEHTOB

CamocTosiTeqibHas padora. O0uue TpeOoBaHus M0 0QPOPMIICHUIO TOTOBOPOB.
CtpykTypa  rpaXIaHCKO-NPaBOBBIX  JoroBopoB.  CojepxaHue  NPETEH3UH,
peknamanuu. I[lopsamok odopmiieHHss HCKOBBIX 3asBieHU. OOmmMe mnpaBuia
odopmIIeHHs TOKYMEHTOB. 3a7aun [ 0Cy1apCTBEHHON CUCTEMBbI JOKYMEHTAIIMOHHOTO
obecrieuenust  ympasinenuem ('CHAOY) wu  yHUUIUPOBAHHOM  CHCTEMBI
nokymenTauuu (YCJI). TpeboBanus Kk 0popMIECHUIO PEKBU3UTOB JOKYMEHTOB. Bubl
NoKyMeHTOB. dopmatrsl OyMaru u noJisi. biianku JOKyMEHTOB.

Buabl opraHu3anmoHHBIX JOKYMEHTOB. PEeKBU3UTHI yCTaBa, y4peAUTEIbHOIO
noroopa. Buabl v nmopsgok opopMIIeHUs MOJO0KEHHUM, OMPEeaeNoNUX CTPYKTYpY,
KOMIIETECHIIMIO W OpraHu3aiuio padoThl mpeanpusatus (yupexacHus). CTpykTypa
MOJIOKEHUM, PErJaMEHTUPYIOMIUX JeATeNbHOCTh JOJKHOCTHBIX JHIl. Buasl u
CTPYKTypa UHCTPYKIUU. PexBu3nThl HHCTpyKIMil. Bunsl pernamenToB. TpeboBanus
1o 0(OPMIICHUIO perjiaMeHTa.

Odopmienue HOPMAaTUBHO-TIPABOBBIX AaKTOB OpPraHOB HCIOJIHUTEIbHOU
Bractd. OdopmiieHHe pacmopsKeHU, TMOCTAaHOBJICHUHM, pEIICHUH, MTPUKA30B.
[IpaBuna moAroToBku U 0OpPMIICHUSI OPraHU3aAMOHHBIX J1OKYMEHTOB

Pexomenayemas gureparypa:
OCHOBHas [2];
nonojaHuTenpHas: [1,2].

Tema 4. IlpaBuna mnoaroroBku u o¢opMJieHHs PacHOPsiANTENbHbIX
JTOKYMEHTOB

CamocTosiTeqibHast padora. OpraHnu3anrOHHO-PaCOPAIUTENbHAS
nokymenTtanusi B cucteMe MUC Poccun. OdopmaeHrne MHCTPYKIUH, MPOTOKOJIOB.
CopepxaHue W Ha3HAUYCHHUE CIYKEOHBIX MHCEM, CIYKEOHBIX 3amucoK. Bumsl
pacnopsauTenbHbIX TOKyMEeHTOB. OdopMieHre pacopsAuTENbHON TOKYMEHTAIUH.

Bunet u mopsmoxk odopmiieHus mnpukazoB. OdopmieHue pacrnopsyKeHHH.
Odopminenue pemenusi. OdgopmiieHre MPOTOKOJIA.

[Topsimox mOKyMEHTHpPOBaHUS TPYIAOBbIX oTHOIIeHUH. CoaepxaHre MTAHHOTO
pacnucanus. [lpaBuma BHyTpeHHero TpydoBoro pacnopsanka. Odopmienue
TOJDKHOCTHOM ~ MHCTpYKIMU. OdopMieHue TpyAOBOTO JOTOBOpA. PeKBH3UTHI
MPUKA30B IO JIMYHOMY COCTaBY.

Pexomenayemasi Jureparypa:
ocHoBHas [1];
TonoJHuTeabHas: [1].

Tema 5. IlpaBuiaa odopmieHuss  HMHPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

CamocrtosiTennbHass padora. OdopmieHue pe3ylbTaTOB HAay4YHBIX padoT.
OdopmiieHne cnucka HCIOJIb30BAHHOM JMTepaTypbl. Buasl wnH(pOpMannoHHO-
CIPAaBOYHBIX JTOKYMEHTOB. OdopmieHne AOKIAJAHBIX U OOBSICHUTEIbHBIX 3alHCOK.



Bunbl u nopsanok odopmienus aktoB. Bunbl ciyxkeOHbix nucem. OdopmieHue
ciy)eOHbIx muceM. Odopmiienue teserpamMm. Buasl u opopmienne crpaBok.

Odopmnenne nHGOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIIMU. Buasl HaydHBIX
pabor.

Pexomenayemas squreparypa:
ocHOBHas [1];
JIONIOJIHUTEIbHA: [2].

Tema 6. O0muii NOpsiAOK padoThbl ¢ JOKYMEHTAMH B OPraHU3alMH

CamocrosiTesibHast padora. DKCIEpTH3a LEHHOCTU JOKYMEHTOB. [lopsaok
nepeaaun nen B apxuB. CpoOKHM XpaHEHHUS JOKYMEHTOB. [lopsiIoK YHHUTOXEHUS
JOKYMEHTOB.

[Topsimox paGoThl C MUCEMEHHBIMU OOpalleHusIMU rpaxkaad. Buasl oOparneHuit
rpaxkaad. Cpoku paccMoTpeHusi oOpaieHuit rpaxaad. KoHTposnb 3a MCIOJHEHHEM
oOpamenuii rpaxnaad. [IpueM u mnepBuuHas 0O0pabOTKa BXOISAUIUX JIOKYMEHTOB.
[IpenBapuTenbHOE PACCMOTPEHME M pacHpeAcieHue JOKYMEHTOB. Perucrtpanus
BXOJIIIEH KOoppecnoHAeHIUU. Buibl HeperucTpupyembix 1oKkyMeHToB. O0paboTka u
OTIpaBKa MCXOISIIMX JOKyMeHTOB. IIpoBepka mnpaBuibHOCTH OGOpPMIIEHUS
UCXOJAINUX JOKyMEHTOB. JKypHanbHas U KapToyHas CHUCTEMa PEruCTpalliu
JIOKYMEHTOB. ABTOMAaTU3UPOBAHHASI CUCTEMA PETUCTPALU IOKYMEHTOB.

KouTponb 3a cpokaMu HCIOTHEHUS JTOKYMEHTOB. ABTOMAaTH3MPOBAaHHBIN
KOHTPOJIb 32 UCIIOJIHEHUEM IOKYMEHTOB.

Opranuzanusi ONnepaTUBHOrO XpaHEHUs JAOKyMEeHTOB. HoMmeHkiaTypa nen B
opranuzanuu. TpeOoBaHUS MO COCTABICHUIO U 0()OPMIICHUIO HOMEHKIIATYPBI 1.

[Hopsimok ¢opmupoBanust gen B opranHuzauuu. llopsgoxk odopmiieHust nedn.
Cucrematuzamusi  nokymeHToB. Odopmuenue o6noxku gena. CocTaBieHue
BHYTpeHHeW omnucu gena. OpraHuzanus XpaHEHUsS TOKyMEHTOB. OOmmii mopsiiok
paboThHI C JOKYMEHTAMH B OpTraHHU3aIlHH.

Pexomenayemas gureparypa:
ocHoBHas [1,2];
nonojaHuTeapHas: [1,2].

Tema 7. Kyabrypa [ej10BOii NHCHMEHHOW pedyW: HUCTOPUS M
COBPEMEHHOCTh

CamocTosiTeibHast padora. HHTEpHAIMOHAIBHOE M HAIMOHAIBHOE B
cny)keOHOM JokyMeHTe. ToyHocTh W moHATHOCTh. KomnernanbHocTh. TouHas
aapecHocTh. Temarnueckass orpaHM4eHHOCTb. CBOEBPEMEHHOCTh M AKTYaJIbHOCTD.
JlocTOBepHOCTh M OOBEKTUBHOCTh. Y OEIUTENHHOCTh M JOTMYHOCThH. llosHOTa M
CXKATOCTh u3NokeHus. HelTpanbHOCTh M3n0KeHUS. OCHOBHBIE aCMEKThl KYJIbTYPBI
nenoBor peur. HopMaTHBHBIN acleKT KyJbTypbl peud. KOMMyHUKaTUBHBIN acleKT
KYJbTYpPbl pe4d. DTHYECKHH acleKT KyJlbTypbl peun. McTopus pycckoil aenoBoit
MACBbMEHHOCTU W pa3BUTHE JOKyMmMeHTa. JlpeBHuii nepuox. IlpukaszHoir nepuog.
Komnexckuii nepuon. Munucrepckuii nepuos. COBETCKMM ©  MOCTCOBETCKUM



nepruo. OCHOBHBIE aCHEKThl KYJIbTYpPhl J€JI0BOM peuu. McTopus pycckol aeinoBou
MUCbMEHHOCTH U Pa3BUTHE JOKYMEHTA.

Pexomenayemas gureparypa:
ocHoBHas [1,2];
JononHuTeNbHas: [1-2].

Tema 8. Oco0eHHOCTH A3BIKA CIYKEeOHOT0 JTOKYMEHTA

CamocTosiTennbHasi padora. SI3pikoBOoe O(opMIIeHHE JIMYHBIX JOKYMEHTOB.
OOpa3upbl  3asBineHui. OOpasenr HMCKOBOro 3asBieHUs B cyd. OOpasisl
noBepeHHocTel. ABrobuorpadusa. Pestome. JlemoBoe NMUCbMO: BUIBI U SI3BIKOBOE
opopmienne. Cranmaptuzanusa sA3blka JokyMeHTa. CranmapTu3anus JEKCHUKHU.
CnenuanbHasi JIEKCMKa, CBOWCTBEHHAs TOJbKO KaHUENAPCKOM peuu. CrneunuanbHas
TEPMHUHOJIOTUYECKAsI JIEKCHKA, BBIPAXKEHHAs OTIJIArOJIbHBIMU CYLIECTBUTEIIbHBIMU.
CnenumanpHass ~ oTpacieBas  TEPMHHOJIOTMYECKas  Jekcuka.  CnenuanbHbie
0003HaYeHHS JIIOJIEH MO KakoMy-IHOO Mpu3HAKy win AercTBuro. CTaHmapTu3anus
CIIOBOCOYETAHHUI. Y CTOMYMBBIE CJIOBOCOYETAHUS C IPOU3BOJHBIMM NPEIJIOTAMMU.
YcrolunBbIE  CIOBOCOYETAHMS ~ ITUKETHOrO  xapakrepa.  CraHmapru3anus
npeanoxeHui. [Ipsamoit nmopsanok cinoB. [IocTOSHHOE MECTO BTOPOCTENEHHBIX YJICHOB
npemsioxkenus.  PacronoxkeHwe  cioB 1m0 MH(DOPMATUBHONM  3HAYMMOCTH.
[Ipeobmaganue cTpajgaTenbHBIX KOHCTPYKUUHA. PacmpocTpaHeHHOCTh MPOCTOro
npeanoxenud. KynpTypa cioxHoro mnpeanoxkenud. CrangapTuzaius TEKCTa.
CBsI3HBIN TEKCT ¢ TPAAULIMOHHON JTMHENHON 3anuchio. CBS3HBIN TEKCT € 3aMUCHIO 110
Tpadapery. Tekcr-ankera. TekcT-Tabnuia.

S3bikOBBIE TpeOOBaHUS K OGOPMIICHUIO PEKBU3UTOB JOKYMEHTA. PeKkBU3UT
«HanmenoBanue opranuzanum». PexBusutr «Jlara gokyMeHTa». PexBu3uT
«Anpecar». PekBusut «'pud yrBepxkaeHust nokymeHTay. PexBusut «Pezonmronusy.
PexBusutr «3aronoBok k TekcTy. «PexBusut «llogmuce». PekBusut «Teker
JTIOKYMEHTa». BUIBI U TUITBI COKpAILICHU.

Pexomenayemas gureparypa:

ocHoBHas [1,2];

nonojaHuTeapHas: [1,2].

Tema 9. PenakTupoBaHmne TEKCTA CJIYKEOHOI0 JOKYMEHTA

CamocrositeqibHass padora. Hapymenus pedeBoro ostukera. lIpaBuna
pycckoro »TuKeTa. MeToauka pelakTUpPOBAHMS U TEXHUKAa MPABKH CIYKEOHBIX
JOKYMEHTOB. Meroauka penakTupoBaHus aokymeHTta. [lepBwiii 3Tam paboOThI C
TEKCTOM JOKyMmMeHTa. BTopoit stam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuil sram
paboThI ¢ TEKCTOM JOKYMEHTA.

TexHuka mpaBKU JOKYMEHTA. TUNWYHBIE OIMMOKKM B S3bIKE U CTHIE
JIOKYMEHTOB. JloruKo-CMBICTOBBIE OILINOKMU. Jlexcuueckue OIINOKMU.
Mopdonorudyeckue  ommbOku.  CuHTakcuueckue  ommoOku.  HempaBuibHOE
ynotpeOJieHre majexa u npeajora nocie ynpasisitomux ciioB. Opdorpaduueckue u
MYHKTYallHUOHHBIC OIITHOKH.



Pexomenayemas gureparypa:
ocHoBHas [1];
JONOJHUTEIbHAS: [2].

5. Meronuveckne peKoOMeHIAUH 110 OPTraHU3ANNH U3YYEeHUS TUCIUTLIHHBI

[Ipu peanuzanuu NOporpaMMmbl JUCIUIUIMHBI HCHOJIb3YIOTCS JIEKIIMOHHBIE U
MPAKTUYECKUE 3aHATHS.

O0mMMU EeNsIMH 3aHATHH SBIISIOTCS:

— o0o011eHue, cucTeMaru3aius, yriyoJieHue, 3aKpEIICHUE
TEOPETUYECKMUX 3HAHUM M0 KOHKPETHBIM TEMAaM AUCLMIIINHBI;

— dbopMupoBaHUE YMEHHUM MPUMEHATH MOJYYEHHbIC 3HAHUS Ha MPAKTHUKE,
peanuzanus eJUHCTBA HHTEIUIEKTYalbHON U MPAKTUYECKOUN eI TENbHOCTH;

— BbIpaOOTKa MpU PEIICHHH I[OCTABJICHHBIX 3aJad MNpodeccuoHaIbHO
3HAYUMBIX Ka4€CTB: CAMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTHU, TOYHOCTH, TBOPUYECKOMU
WHULIUATHUBBI.

[ensiMu JIeKIUU SABISIOTCS:

— JaTh CUCTEMAaTHU3UPOBAHHBbIE HAy4YHbIE 3HAHHMS MO JUCUUILIUHE,
aKIIEHTUPOBAaB BHUMaHUE Ha HanbOoJiee CI0KHBIX BOIIPOCAX;

— CTUMYJUPOBATh aKTUBHYIO MO3HABATEIbHYIO ACATEIbHOCTh 00YyUYarOIIMNXCs,
croco0CcTBOBaTh (POPMUPOBAHUIO X TBOPUECKOT'O MBIIIICHUS.

B Xxome mnpakTUyeckoro 3aHATUS O00ECHeyuMBaeTcsi MpPOLEecC AKTUBHOTO
B3aUMOJEICTBUS 00y4YalOUIMXCsl ¢ MpernoiaBaTeieM; NpuoOpEeTaloTCsl MPaKTUYECKHUE
HaBBIKM M yMeHUs. llenb mpakTHUUeCcKOro 3aHsATHA: YIJIyOUTh W 3aKpeNuTh 3HAHUS,
MOJIy4Y€HHbIE Ha JIeKUUU; (GOPMUPOBAHHWE HABBIKOB MCIOJIb30BAHUS 3HAHUM MJis
pelieHus MNPAKTUYECKUX 3a7ay; BBINOJHEHUE TECTOBBIX 3aJaHUN IO MPOBEpKE
MTOJIYYECHHBIX 3HAHUU U YMEHUU.

CamocrosaTenbHass pabora o0Oy4alIMXCs HampaBJieHa Ha YIUIyOJIeHUE U
3aKpervieHue 3HaHUW, MOJYYEHHBIX Ha JEKUUSIX M JAPYIHX 3aHITHSX, BbIPAOOTKY
HABBIKOB CAMOCTOSATEIPHOTO AKTUBHOTO NPUOOPETEHHs] HOBBIX, JOMOJTHUTEIBHBIX
3HaHUM, MOJATOTOBKY K MPEICTOSIIUM 3aHITHUSM.

6. OueHo4YHbIe MaTePHUAJIbI 10 AUCHHUILJINHE
Texyumit KOHTPOJIb YCIIEBAEMOCTH 00ECIIEYMBACT OIICHUBAHUE X012 OCBOCHHUS
JTVCHMIIINHBI, TTPOBOJIUTCS B COOTBETCTBUHU C COJICpKAaHUEM NMCIUILIMHBI IO BUIaM
3aHATUHN B popMe orpoca/goKIaa0B/TeCTUPOBAHUS.
[IpomexxyTouHas aTTecTanys O0ecIeunBaeT OIEHHBAHUE MPOMEKYTOYHBIX U
OKOHYATEJIbHBIX PE3yIbTATOB OOYYCHHsI 1O ITUCIHUIUIMHE, TPOBOIUTCS B (Gopme
3a4era.

6.1. IlpuMepHbIE OLICHOYHBbIE MATEPHAJIbI:
6.1.1. Texkymero KOHTpOJIst
TunoBble Bonmpockl 1Jis1 ONpoca:
1. UYrto Takoe T0KyMEHTOO00pOT?
2. [lepeuncnuTh OCHOBHBIE 3aJ1a4M aBTOMATH3aLUU JJOKYMEHTO000pOTa
3. KakoBbI mpenmyiecTBa aBToMaTH3aluu JOKyMEHT0o000poTa?



Tunossbie TeMbI AJI51 1OKJIAA0B:

1.Yuernsie nokymentsl JpeBHeii ['penun, [llymMepo-BaBUIOHCKUE TOKYMEHTHI

2.Ydernble foKkyMeHTHl JIpeBHero Erunra, /[peBnero Puma

3.IlepBbie GOPMBI JOKYMEHTOB U MEPBBIE CPEICTBA 3AIIUTHI JOKYMEHTOB

TunoBble 3a1aHus AJI TECTUPOBAHUSA:

1. Uro Henb3st OTHECTH K cdepe Ieonpor3BOJICTRA:

a) oopmIIcHHE ceKpeTapéM IpHUKas3a o mpuéMe Ha paboTy COTPYIHHKA;

b) odopmienne cekperapéM Mo MHpockOe HayaabHUKA IMO3APaBUTCILHOMN
TeJIerpaMMBl I €r0 MaTePH;

C) opopmieHHe ceKkpeTapéM IO MPOChOE HavallbHHUKA CIY)KCOHOH 3aIlliCKH B
BBILIECTOSIIYI0 HHCTAHIIMIO;

d) odbopmiteHme cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTENICH OT/ICIIOB.

2. OOBEKT J1e0MPOr3BOJICTBA — ITO:

a) ohopmiIeHHE TOKYMEHTOB, OTPaKAIOUIMX BECh CIIEKTD YIPaBICHYECKON
NEeATETbHOCTH NPEANpUATUS, a TakKe OpraHu3aluilo JOKYMEHTO00OpoTa B
YUPEXKIECHUH;

b) cucrema 1OKyMEHTOB, CO3/1aHHAsi HA OCHOBE €JIMHBIX CTaHIapPTOB;

C) mpaBuJa, ONMPEICISAIONINEe OPraHU3alNI0 JOKYMEHTHPYEMBIX MPOIECCOB Ha
MPEANIPUATHH;

d) COBOKYNHOCTh JOKYMECHTOB, IPUMCHICMBIX B OIPEACICHHON cdepe
NEATEIbHOCTH.

2. K ocHoBHBIM 11e51s1M c1y>k0b1 JIOY oTHOCSTCS:

a) pYKOBOJICTBO

b) koHTpOIH

C) KOOpAWHAIIH

d) peanmu3arus

6.1.2. IIpoMe:KYyTOYHOM aTTECTANUMN
IIpumepHbIil nepeYeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT

1. Yuernpie pokymeHThl [lpeBHeir ['penmun, Illymepo-BaBuiIOHCKHE
JIOKYMEHTBI

2. YuertHble nokyMeHThI [JpeBHero Erunra, JIpesaero Puma

3. [TepBrie popMBI TOKYMEHTOB U TIEPBBIEC CPEACTBA 3AIIUTHI JOKYMEHTOB

4. [lepBoie QyHKIMHM TOKYMEHTOB: YY€T, YIIPABJICHHUE U KOHTPOIb

5. dopMupoBaHUE MPUKA3HOU YIIPaBJIECHYECKON CUCTEMBI
JIEJIOIPOU3BOCTBA.

6. Cucrema obuiero aenonpou3BojacTBa. CTPYKTYpHBIE MOJpa3/esICHUs
MPUKa30B

7. Boennas, nurmioMaTuyeckasi, CTaTUCTUYECKasi, y4€THAasl JOKYMEHTAIUs.

8. Kommexckoe npenonpon3BoactBo. Buuabl mokyMeHTOB. OpraHu3anus
KOHTPOJIS 38 UCIIOJIHEHUEM TOKYMEHTOB

Q. HenonpousBoacto XlIX-wagana XX B. Opranuzanus paboThl C

JIOKYMEHTaMH B MUHUCTEPCTBAX
10. TlomokeHWEe O TIMCBMOBOJICTBE U JCIONPOU3BOJACTBE B BOCHHOM
BEJIOMCTBE



11. Pa3BuTHE COBETCKOTO JIEJIONPOU3BOACTBA

12.  ®OyHKIUKM METOAMYECKOTo IIEHTpPa MO PYKOBOJCTBY palldOHaIW3aIuei
JIEJIONPOU3BOICTBA

13.  Bropo crangaptuzaunun BCHX CCCP

14.  OcHoBHble  moyioxkeHUss  EauHONW  TroCyIapCTBEHHOHM  CHCTEMBI
nenonpousBoacTsa (ETI'C/I)

15. Coszpganue EnuHOM rocyaapcCTBEHHOW CHUCTEMBI JOKYMEHTAIMOHHOTO
obecnieuenus ynpasienus (EI'CIO0Y)

16. Ilpomecc  cranmaptu3anu ©W  YHUPUKAIMA  OPraHW3aIMOHHO-
pacnopsaAuTeIbHON TOKyMEHTAIUH

17. Cos3ganme ApBromartu3upoBaHHON cucTteMbl ympapiaeHus (ACY) u
OO6mrerocy1apcTBEHHON cUCTEMBI cOopa W 00paboTku uHOpMAIUU AJIs ydeTa
IJIAHUPOBAHUS U yIIpaBiieHUs: HapoaHbIM X03siiicTBOM (OI'AC)

18. TocynmapcTBeHHOE peryinupoBaHue AEIONPou3BoaAcTBa B PD

19. HopmaruBHO-TIpaBOBOE PETYIMPOBAHUE IOKYMEHTUPOBAHUS U PabOTHI C
JIOKyMEHTaMH

20. Tlomnomouusi denepalibHOTO aApXUBHOTO areHTCTBA IO OOECIEUEHUIO
COONIONIEHUST TIPaBUJ XPAHECHHs, KOMIUICKTOBAHMS, VyYeTa W MCIOJb30BaHUS
aApXUBHBIX TOKYMEHTOB

21. llpaBuna nemonpou3BOJCTBa B (pelepalibHBIX OpraHax MCIOJHUTEIbHOM
BJIACTHU

22. CranpapTel, yCTaHaBIMBAIONIUE paBuiia 0(hOpMIIECHUS TOKYMEHTOB

23.  OpraHu3anusi CJIyO0bl 1eJIOTPOU3BOJICTBA B TOCYAaPCTBEHHBIX OpraHax

24. TpebGoBaHHs K OpraHU3alMU JOKYMEHTOOO0pOTa B PpeepaibHOM OpraHe
UCIIOJIHUTEIbHOM BIACTU

25.  Opranuzanus ciayxO0bl 1eJIONPOU3BO/ICTBA HA IPEATIPUSITUAX

26. Tumonas cTrpykrypa ciyx0s JJOY

27. 3amayu U PyHKIUMHU CIYKObI AEIOTPOU3BOJICTBA

28. CrpykTypa NoJIOKEHUS O CIyK0e JeI0Mpon3BOACTBA

29. Opranmszanus B3aumopaeictBus ciayx0bel JIOY co cTpyKTypHBIMHU
NoApa3IeICHUSIMU TPEANPUITHS (YIPEKICHNUS )

30. Opranuzanus AOKyMeHTOOOOpOTa

31. ®opmbl pabOTHI C JOKYMEHTaMH B OpTraHU3aIASIX

32. Tlopsmok 00pabOTKH JOKYMEHTOB

33.  DJEKTPOHHBIE CUCTEMBI JOKYMEHTAIIUN

34. OcobenHocty pabOTHI C AJICKTPOHHBIMU JOKYMEHTaMHU B (eaeparbHBIX
OpraHax UCIOJIHUTEILHON BIACTH

35. Tlopsimok MCIOJIb30BaHUS SIEKTPOHHBIX MOANUCEH. BUABI 31€KTPOHHBIX
MOJIITHCEN

36.  OpraHu3anus 3aIUIeHHOr0 JOKYMEHTO000POTa B CETH

37. TpeOGoBanus kK 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB

38.  Bunbl nokymenToB. @opmarsl Oymaru u moJjsi. biianku JOKyMEHTOB

39.  Bwuabl opraHu3anoHHbIX TOKYMEHTOB

40. TpebGoBanwms Mo 0HOPMIICHUIO: YCTaBa, YIPEAUTEIHHOTO JOTOBOPA



6.2. lIkana oumeHMBAHHUA Pe3yJIbTATOB MPOMEXKYTOUHOWH aTTeCTAUMU U
KPHUTEPHUH BHICTABJIEHHS OLlEHOK

Cucrema OLICHHBAHMA BKIOYACT:

dopma ITokazarenn [lIxana
Kpurepuu BbiCcTaBIEHNS OLEHOK
KOHTPOJII | OIICHUBAHHS OLICHUBAHMUSI
3a4yer MPaBUJILHOCTD | IaH MPABUJIbHBIN, MTOJIHBIA OTBET 3a4TEHO
Y IIOJIHOTA | Ha  TIOCTABJIEHHBIM  BOIIPOC,
OTBETA IIOKa3aHa COBOKYITHOCTb
OCO3HAHHBIX 3HAHUU o
JUCLUILIMHE, J0Ka3aTeIbHO
PaCKpBITBl OCHOBHBIE IOJIOKEHHUS
BOIIPOCOB; MOTYT OBITH
JOITYIIEHbI HEJI0YETHI,

WCIPABJICHHBIE CAMOCTOSATEIBHO
B  IIpolecce OTBETA; J1aH
MIPaBUJIbHBIN, HEJIOCTAaTOYHO
MOJIHBIM OTBET Ha MOCTaBJICHHBIM
BOIIPOC, MMOKa3aHOo YMEHUE
BBIJICJIUTh  CYUIECTBEHHBIE U
HECYILIECTBEHHBIE MIPU3HAKHU,
IIPUYUHHO-CIIEJICTBEHHBIE CBS3U;
MOTYT OBITH JIOITYI[EHBI
HEIOYEThl, HWCIIPABJICHHBIE C
IIOMOILBIO IMPENOAABATENS; HaH
HEIOCTATOYHO TMPABUJIBHBIA U
MOJIHBIM  OTBET;, JOTMKa M|
MOCJICIOBATEIbHOCTb H3JIOKCHUS
MMEIOT HAapYIIEHUs; B OTBETE
OTCYTCTBYIOT BBIBOJBI.

OTBET  MpEACTaBIsieT  coOoM HE 3a4YTEHO
pa3po3HEHHbIE 3HAHUS c
CYIIECTBEHHBIMU OIIMOKaMU 10
BOTIPOCY; IPUCYTCTBYIOT
dbparMeHTapHOCTb,
HEJIOTUYHOCTh U3JI0KEHUS;
JIOTIOTHUTENILHBIE ¥ YTOYHSIOIITNE
BONIPOCKl ~ HE  MPHUBOJAT K
KOPPEKIMH OTBETA Ha BOMPOC.




7. PecypcHoe o0ecnedeHue JUCIHMIIIAHBI
7.1. JIMeH3UOHHOE U CBOOOIHO pacnpocTPaHsieMoe MPOrpaMMHoOe
o0ecreyeHue

[lepeueHp JUIIEH3MOHHOTO M CBOOOTHO PaCIpPOCTPAHSIEMOTO IPOrPaMMHOIO
oOecrieueHus, B TOM YHCJIe OTE€UECTBEHHOTO MPOU3BOJICTBA!

1. MoitO¢duc Oo6paszoBanue [[10-41B-124] - TlomHBIH  KOMIUICKT
PENAaKTOPOB  TEKCTOBBIX JIOKYMEHTOB W  JJEKTPOHHBIX TalJMIl, a TakxKe
WHCTpYMEHTapuil Jjisi paboTbl ¢ rpadudeckumMu npeseHtanusMu [CBOOOAHO
pacopoctpansiemoe. Homep B EauHOM peecTpe pOCCHMCKHAX NPOrpamMm JJis
9JIEKTPOHHBIX BBIUMCIUTEIBLHBIX MAIIMH U 0a3 JaHHBIX - 4557]

2. Astra Linux Common Edition pemu3 Open [I10-25B-603] -
OmnepannonHas cucrema oo6Omero HasHadeHus "Astra Linux Common Edition"
[Kommepueckas (Full Package Product). Homep B Enunom peectpe poccuiickux
IPOTrpaMM ISl JIEKTPOHHBIX BBIUMCIUTEIBHBIX MAIIWH U 0a3 MaHHBIX - 4433]

7.2. llpogeccuonanbHbie 0a3bl JAHHBIX U MH(POPMALMOHHbIE CIIPABOYHbIE
CHCTEeMBbI

WNudopmanronHas cripaBoyHas cuctemMa — CepBep OpraHoB rocyJaapcTBEHHON
Bnactu  Poccuiickoit  ®enepaumu  http://poccus.pd/  (cBOOOIHBIN  JOCTYI);
npodeccuoHanbubie 0a3bl JaHHBIX — [lopTanm OTKpBITHIX AaHHBIX Poccuiickoit
@®enepanuu  https://data.gov.ru/  (cBoGoaHbI  gocTyn); (eaepanbHbIi  TOpTA
«Poccuiickoe obOpazoBanue» http:/www.edu.ru (CBOOOAHBINM JOCTYIl); CHUCTEMA
opuIManbHOrO  OMYOJIMKOBAaHUS TMPABOBBIX aKTOB B  DJJCKTPOHHOM  BHJIC
http://publication.pravo.gov.ru/  (cBoOOAHBIN  nocTym); denepaabHblii  mopTan
«CoBepIIEeHCTBOBaHUE roCyJ1apCTBEHHOT O yIIPaBICHUS https://ar.gov.ru
(cBOOOMHBIN JOCTYIT); 3JICKTpOHHas OuOIMoTeka yHuBepcuteTa http://elib.igps.ru
(aBTOpU30BaHHBIA JIOCTYM); DJIEKTPOHHO-OuOMMoTeuHass cucrema «I9bC IPR
BOOKS» http://www.iprbookshop.ru (aBropuzoBaHHBII OCTYII).

7.3. Jluteparypa

OcHoBHas:

1. Eropuenko, T. W. [lenonpou3BOACTBO U JTOKYMEHTOOOOPOT Ha
npennpustTuu : ydeOHoe mocobue (kypc unekmuit) / T. W. Eropuenko. —
Cumdepononb : YHUBEPCUTET 3KOHOMUKH U yrpaBienus, 2023. — 268 ¢. — Texkcer :

anekTpoHHslit // LudpoBoii obpazoBarenbubiii pecypc [PR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/136265.html

2. Kysnenosa, . B. JlIokyMeHTHpOBAaHUE YIIPABICHYECKON AEATEIBHOCTH :
yaebHoe mocobue s 6akanaBpoB / U. B. Kysnenosa, I'. A. Xagarpsn. — 2-e u3.
— Mockaa : amkoB u K, At [T Op Menua, 2021. — 240 ¢. — ISBN 978-5-394-
03274-5. — TexkcT : 3JIeKTpOHHBIA // DieKTpoHHO-OuMOMoTeuHas cucrtema IPR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/99364.html

JlonoJiHUTEIbHASA:

1. Bbypmucrtpos, A. H. KagpoBoe nenonpon3BoACTBO U CTaHIApTU3ALUS



https://www.iprbookshop.ru/136265.html
http://www.iprbookshop.ru/99364.html

Tpyna : yueonoe nocodbue / A. H. Bypmucrpos, M. II. Cunsasuna, O. B. Kanununa.
— Cankr-lIlerepOypr : Cankr-IlerepOyprckuii TOTUTEXHHUYECKH YHUBEPCUTET
[Tlerpa Bemukoro, 2020. — 104 c. — ISBN 978-5-7422-7046-1. — Texkcr
anekTponuslit / LudpoBoii obpazoBarenbubiii pecypc [PR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/116130.html

2. 3aiinieBa, E. B. JlenmonpousBojicTBO W JOKYMEHTOOOOPOT B CHCTEME
TOCYIapCTBEHHOTO W MYHHUIIMIAJIBHOTO YIPaBJICHUS : Y4eOHO-METOIUYECKOE
nocodue / E. B. 3aiiuesa, H. B. I'onuapoBa. — ExarepunOypr : N3narenbcTBo
Ypanbckoro yausepcutera, 2017. — 178 ¢. — ISBN 978-5-7996-2233-6. — Tekcr :
anekTpoHubii // LudpoBoit obpazoBarenpHbili pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/106363.html

7.4. MarepuajibHO-TEXHUYECKOe o0ecrevyeHue

Jnga npoBeneHus W oOecnedyeHWs 3aHATUH HCIOJB3YIOTCS IOMEIICHHUS,
KOTOpBIE TPEJCTABIAIOT COOOW y4deOHBbIE ayAUTOPUHU JJii TPOBEICHUS Y4eOHBIX
3aHATUN,  NPEAYCMOTPEHHBIX  MPOrpaMMOil  CHelUajuTeTa,  OCHAIlEHHbIE
0o00OpyZOBaHMEM M TEXHUYECKUMH CpEeICTBAMU OOYUYEHHS: aBTOMATHU3UPOBAHHOE
pabouee MecTO TpenojaBarelisi, MapKepHas 0CKa, MYJIbTUMEAUNHBINA MNPOEKTOp,
JOKYMEHT-KaMepa, 0CaJ0uyHble MECTa 00yYarOIUXCsl.

[Tomemienuss s CaMOCTOATENLHONM paboThl  00YYalOUIMXCS OCHAIIEHBI
KOMIIBIOTEPHON TEXHUKOH € BO3MOXKHOCTBIO TOJKIIOUeHUs K ceth «VHTepHeT» u
oOecriedeHreM J0CTyNa K 3JIEKTPOHHON HH(OPMAIMOHHO-00Pa30BaTEeIbHONU Cpesie
YHUBEPCHUTETA.

ABTOpPBI: JOKTOpP JKOHOMHYECKUX Hayk, mpodeccop bapaynun E.H., xannunar
SKOHOMHUYECKUX Hayk ['puropesin A.H.


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

