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1. Heau u 32024 JUCUMILINHBI
Ilenu ocBOeHMST TMCUMILINHBI:
e (QopMupoBaHWE CUCTEMHBIX 3HAHWUW 00 OpPTaHM3AIUU JEIOMPOU3BOICTBA B
yUpexACHUAX (HA MIPEATNPUATUSIX);
e (QopMupoBaHWE YMEHHA W TPAKTUYCCKUX HABBIKOB IO HCIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUYECKMX W  MPAKTHYECKUX  3HAHUH  OCHOB
JIEJIONPON3BOACTBA MPH PEHICHUH MPO(ecCHOHATBHBIX 3a/1ad.

Ilepeyenn koMneTeHuuii, GopMupyeMbIX B IIpoLecce H3yYeHUs

AUCHUILINHBI
Komnerennun Conepxanue
YK-4 CriocoGeH  OCyIIeCTBIATh JICJOBYIH0O KOMMYHHKAIIMIO B YCTHOH W
MMCbMEHHOM (hopMax Ha ToCyAapCcTBEeHHOM si3bike Poccuiickoii deneparnun
Y MHOCTpaHHOM(bIX) si3bIKe(axX)

3agauM IMCUMILINHBI:

J U3y4YCHUE nopsiika OpraHu3aIHH JTIOKyMEHTHUPOBAHHUS u
JIOKYMEHTO000pOTa;

. M3yYEHUE OCHOBHBIX MPAaBUJ U TOPSAIKA TOJITOTOBKH OGOpMIICHUS,
ydeTa U XpaHCHHS CITy)KEOHBIX JIOKYMEHTOB;

. PUOOPETCHUE MPAKTUYECKUX HABBIKOB COCTABJICHUS, yueTa, XpaHCHUS,
3alIUTHl  CIYy’)KEOHOW  JOKYMEHTAllik B  COOTBETCTBHM C  TpPeOOBaHUSAMU
JIOKYMEHT0000pOTa;

J dbopMHupoBaHWE YMEHHUS BECTH JEJIOMPOM3BOJICTBO MW YyYacTBOBATh B
BEJICHUU JOKYMEHTOO0OpOTa B OpraHax rocyJJapCTBEHHOM BIIACTH, TOCYIaPCTBEHHBIX

U MYHUIUIAIbHBIX OpraHU3alusaX, Ha MPEANPUATHSIX W OpPraHU3allUsX CHUCTEMbI
MUC Poccum;

o dbopmupoBaHue YMEHUS 1o pa3paboTke yIpaBIE€HYECKOU
JIOKyMEHTAIUH;
. dbopMupoBaHUE 3HAHWM, CBSI3aHHBIX CO 3HAHWEM JIOKYMEHTAIIMOHHOTO

oOecrieueHusi ynpasienusi B opraHax u noapazaenenusx ['TIC u cnocobHOCThIO K
PELIEHUIO TPaBOBBIX, COLMAIBHBIX W KaJAPOBBIX BOIPOCOB, CBA3AHHBIX C
JEATEIIbHOCThIO T0KAPHO-CIIACATENbHBIX TOAPA3ACICHUN Ha TEPPUTOPUATBHOM
YPOBHE.

2. llepeyeHb IVIAaHUPYEMBIX Pe3yJabTATOB 00y4YeHHUs] AUCHUILJIMHBI,
COOTHECEHHBIX C IVIAHMPYEMbIMHU Pe3yJIbTATAMHU OCBOCHHS 00pa30BaTeJIbHOM

NMPOrpamMmabl
I/IH)II/IKaTopI:I JOCTHIXXCHUS KOMIICTCHIITUHN HnaHpreMHe PE3YIbTATHI O6y‘IeHI/I$[ 10
IUCLUUIUINHE,  XapaKTEepU3YIOIIME  ITarllbl
(hopMUpPOBaHHS] KOMTIETEHITUN
Cniocoben pa3zpabaThiBaTh IPOEKTHYIO U 3Haer

pacnopsaauTenbHyro ToKkymeHTanno YK-4.1 | mopsaok opraHuzanyy  JTIOKYMEHTHPOBAHUS H
nokymentoodopora YK-4.1.PO-1
OCHOBHBIC TIpaBWJIA W TOPSJIOK IOJTOTOBKH




oopmieHus, yuera M XpaHEHUS CIIyKeOHBIX
nokyMeHToB YK-4.1.PO-1

YMmeer

MPUMEHATh HABBIKM COCTABJICHHS, Yy4eTa,
XpaHEeHUs, 3alIUThl CIIYKEOHON JOKYyMEHTAIH
B COOTBETCTBUHU c TpeOOBaHUAMU

nokymentoobopora YK-4.1.PO-3

BECTH JICIIOTIPOU3BOACTBO M y4YacCTBOBaTh B
BEJICHUM JOKyYMEHTOOOOpOoTa B  OpraHax
TOCYJJApPCTBEHHOM BJIACTH, TOCYIaPCTBEHHBIX H
MYHUIATATBHBIX OpraHu3aIMsIX, Ha
NOPENPUATHIX W OpPraHW3alMsX CUCTEMBI
MYC Poccun YK-4.1.PO-4

CrniocobeH pa3zpabaTbIBaTh MpoLECCyalbHbIE U
cITy>)keOHbIe JOKYMEHTHI B c(epe cBoei
npodeccuoHaabHOM nesTensHocTH YK-4.2.

3Haer

JOKYMEHTAI[MOHHOE OOECIeueHusl yrpaBicHHE
B opraHax u mnoapasnenenusx [TIC VK-
4.2.PO-1

IpaBUiIa HOATOTOBKU U ohopmIteHust
pactopsiiMTeNbHbIX T0KyMeHTOB Y K-4.2.PO-2

Ymeer

pa3pabaTbIBaTh YIpPaBICHYECKYIO JOKYMEHTALUIO
YK-4.2.PO-3

peliaTth MpaBOBbIE, COIMAIBHBIE U KaJpPOBBIE
BOMPOCHL,  CBSI3aHHBIE C  JEATEILHOCTBHIO
MOXKAPHO-CTIACaTEeNbHBIX ~ MOJpa3/ieNiecHnii  Ha
TeppuTopraibHoM ypoBHe YK-4.2.PO-4

3. MecTo IMCHUILUIMHBI B CTPYKTYPe OCHOBHOM NMPodecCHoHAIBLHOM
00pa3oBaTeIbHOI MPOrPaMMBbI

JlucruminHa  OTHOCUTCS K (paKyJIbTaTHUBHBIM JHCIHUIUIMHAM OCHOBHOM
npodeccruonansHOi 00pa30BaTEIbHON MPOTpaMMbl OakajgaBpuaTa MO HAIMPaBICHUIO
noarotoBku 20.03.01 TexnochepHas 06e30macHOCTh, HAMPABIECHHOCTH (MPOQUITH)
«PyKOBOICTBO IPOBEICHUEM CITACATEIBLHBIX ONIEPAIH 0COOOTO PUCKAY.

4. CTpyKTYypa U coAepKaAHUE TUCHUILIHMHBI
OO6miast TPy 10€MKOCTh AUCIUILIMHBI COCTaBIsAeT 3 3aueTHbIe eaquHuIlbl 108 yacos.

4.1 Pacnpenenenue Tpy10eMKOCTH AUCUMILIMHBI 110 BHAAM padoT

o cemMecTpaM M (popmam 00y4eHust

AJIs OYHOM (pOpMBI 00YYeHUS

TpyroemMkocTh
. 1o
sy BBz DL 3.€. qac. ceMecTpam
5
OOmiasi TPyJOEMKOCTh TUCIHUIUIMHBI MO y4eOHOMY 3 108 108
IUIaHY
KoHTtakTHas paboTa, B TOM YHuCIIe: 54 54




AyAuTOpHBIE 3aHATHS 54 54
Jlexmmm (JI) 18 18
[TpakTnueckue 3anstus (113) 36 36
CamocrositenbHas padora (CPC) 54 54
3auer + +

4.2 TemaTH4ecKUH MJIAH, CTPYKTYPHPOBAHHBII 110 TEMaM ¢ YKa3aHHEM
OTBEICHHOI'0 HA HUX KOJIMYECTBA aKaJeMHYEeCKHX YaCOB M BUIOB Y4eOHbIX
3aHATHH
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1 [ OcHOBBI OpraHu3any A€J10NpOnu3BoACTBa | 12 2 4 6
2 | Opranuzanus cay>k0bl gesonpou3Boactsa | 12 2 4 6
3 [IpaBuna TOATOTOBKM U  OQOPMIICHHS 12 ) 4 6
OpraHU3aLMOHHBIX JTOKYMEHTOB
4 [IpaBuna moaAroToBKH U ohopMiIeHUs 12 ) 4 6
pacnopsaIUTeIbHbIX JOKYMEHTOB
5 [IpaBuna opopmienus nHGOpPMaLLOHHO- 12 ) 4 6
CIPAaBOYHBIX JOKYMEHTOB
OO61muit nopsAA0K paboThl ¢ JOKYMEHTaMHU
6 | N HOPALOKD HOKY 12 | 2 4 6
B OpraHu3aIyu
7 Kynbrypa ne10Boit TMCbMEHHON pevu: 12 ) 4 6
UCTOPUSI U COBPEMEHHOCTh
Oco0eHHOCTH sI3bIKa CITyKEeOHOTO
8 y 12 | 2 4 6
JIOKYMEHTa
PenaxkTupoBanue TekcrTa ciryKeOHOro
g | CAATHD y 12 | 2 4 6
JIOKYMEHTa
3auer +
Hroro 108 | 18 36 54

4.3 Conep:xaHue TUCHUIIMHBI IS 00YYAKOIIUXCSH:
04HOI (popMBI 00yUEeHUHA

Tema 1. OcHOBBI OpraHu3anuM AeJI0NMPOU3BOACTBA

Jlekuus. Benenne nokymMeHTOB 10 XV B. Y4YeTHbIE JNOKYMEHTHI JlpeBHEU
I'peunn, [dpeBunero Erunra, [peBHero Puma, Illymepo-BaBUIOHCKHE JTOKYMEHTHI.
@opmbl JOKyMEHTOB. CpencTBa 3allUThl JOKYMEHTOB. OYHKIIMU TOKYMEHTOB: y4ET,
YIIPaBJIIEHUE U KOHTPOJIb.



@opMUpPOBAHUE IIPUKA3HOM YNPABICHUYECKOW CHCTEMBI JEIONPOU3BOJACTBA.
Cuctema oOmiero naenornpousBojcTBa. CTpPYKTypHbIE NOJpa3AeieHUus] MPHUKa30B.
Boennas, mauruiomMarudeckas, CTaTUCTHUYECKas, y4deTHas OOoKyMeHtanus. [Ipasuiia
COCTaBlIIeHHsT W OQOpMIIEHHS JOKYMEHTOB. KoJiuiexxckoe Aenonpon3BOACTBO.
Crpykrypa komernil. Buabl nokymenToB. Perncrpanust nokymeHnToB. Opranusanus
KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB.

HenonpouszBoactBo XIX-nauana XX B. Opranuzanusi paboTbl ¢ JOKYMEHTAMHU
B MUHHCTEpCTBax. [lojiokeHrne 0 MUChMOBOJCTBE U JEIONPOU3BOACTBE B BOEHHOM
BEJIOMCTBE.

IIpakTH4yeckoe 3aHATHE.

Pa3Butue coserckoro aenonponsBojacTBa. MyHKIMU METOAMYECKOTO LEHTPA
II0 PYKOBOJCTBY palMOHAIM3ALMEH JEIONPOU3BOACTBA. bIOpo cranmaprusanuu
BCHX CCCP. OcHoBHble m0OJIOXKEHUS EIMHOW rocyaapCTBEHHOW CHCTEMBI
nenonpousBoactBa (EI'CJ). Co3zmanme EaumHOoil TroCyJapCTBEHHOW CHCTEMBI
JOKyMEHTallMOHHOro  obecneyenuss  ynpasinenus  (ET'CHOY). [Tpouecc
CTaHJAPTU3ALNHU 51 yHU(pUKAIUU OpPraHU3alHOHHO-PACTIOPSAUTEIBHON
nokymeHTaiuu. Co3nanue ABTOMATU3MPOBAaHHON cuctembl ynpasienus (ACY) u
OO1erocy1apcTBEHHOM cucTeMbl cOopa M 00pabOTKM HMH(pOpMalUuUM i y4yera
IUTAaHUPOBAHUS U yIpaBiieHus: HapoAHbIM xo3s1cTBoM (OI'AC).

CamocrosiTe1bHAA paoora. l'ocynapcTBenHOE peryJInpoOBaHHE
JEJIONPOU3BOCTBA B PO. HopmarusHo-11paBoBo€ pEryJIMpOBaHKE
JOKYMEHTUPOBaHUSA M paboTbl ¢ JokymeHTaMu. [lomHomouuss ®enepaabHOro
apXUBHOTO areHTCTBa IO OOECIEUEeHUI0 COONIOCHUS IMpaBWI  XpaHEHUS,
KOMIUJIEKTOBAHHsI, Y4Y€Ta M MCIOJb30BaHUS apXUBHBIX JOKYMEHTOB. IIpaBuiia
JIeJIONPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJHUTEIbHOU BiacTu. CTaHAapThl,
yCTaHaBIMBAIOIIUE MpaBuia 0HOPMIICHHS T0KyMEHTOB.

Pexomenayemas qureparypa:

ocHOBHas [ 1,2];

JononaHuTenbHad: [1, 2].

Tema 2. Oprannzanms cayk0bl 1eJJ0NPOU3BOACTBA

Jlekumsa. Opranuzanus ciny>kObl JI€JONPOU3BOJCTBA B TOCYAaPCTBEHHBIX
opranax. TpeOoBaHMs K OpraHu3aliu JOKYMEHTO0OOpoTa B ¢elepallbHOM OpraHe
UCTIOJIHUTENbHOM  Bractu.  OpraHuzanmsi  CIy>KObl  JEJIONPOU3BOJACTBA  HA
npeanpusaTuax. Tumnosas ctpykrypa ciyxosl JJOVY.

3amaun  cmyxObl nenonpou3BoicTBa. TexHomoruueckue ¢yukmuu JOVY.
Opranuzarmonnsie  ¢Gynknun  JIOY. Kontponbabie ¢yukmun ciyx6sr  J1OY.
Mertonnueckne  pynkmum  JIOY.  CrtpykTypa  mOJOXEeHHS O  cIyx0e
nenornpousBoAcTBa. Opranusanus B3aumMoaercTBus ciryx0sl IOV co cTtpykTypHBIMU
NO/Ipa3/IEICHUSAMHU MPEANPUATHS (YUPEKIACHUS).

CucreMbl KOJJIEKTUBHOM 0OpaOOTKM JOKYMEHTOB. KOMIIJIEKCHBIE CHCTEMBI
YIIPaBJIEHHUSI TOKYMEHTAM.

IIpakTHyeckoe 3ausiTue.

Opranuzaius ciay>k0bl 1e0npon3BoacTBa. Opranuzanus JOKyMEHTO00O0poTa.
®opMbl paboThHI C JOKYMEHTaMH B opranuzanusix. [lopsaok o0paboTKu TOKYMEHTOB.



CamocrosiTeibHass padoTa. DJIEKTPOHHBIE CHCTEMBI  JOKYMEHTAIIHUH.
OcoOeHHOCTH pabOTHl C JJIEKTPOHHBIMH JOKyMEHTaMU B (elepasbHBIX OpraHax
VCIIOJIHUTENBHOW BIACTH. [IOpSAI0K MCHONB30BaHUS 3JIEKTPOHHBIX MOANKUCENH. Bubl
ANEKTPOHHBIX Mojnuceit. Opranuzanus 3auUIIEHHOT0 IOKYMEHTO000pOTa B CETH.

PexoMenayemasi iureparypa:

ocHOBHas [ 1,2];

JIOTIOTHUTENbHAL: [2].

Tema 3. IlpaBuiaa noAroroBku u O0GOpMJIEHHS OPraHM3ALMOHHBIX
JOKYMEHTOB

Jlekumsa.  OOmume  mpaBuina  ohopmiIleHHMs  JIOKYMEHTOB.  3ajadu
['ocymapcTBeHHONW CHCTEMBI JIOKYMEHTAIlMOHHOTO 00eCleueHus YIpaBleHUEM
('CHAOY) u yambunupoBanHoi cucrtembl nokymeHTtanuu (YCJ[). TpebGoBanms k
oOpMIICHUIO PEKBU3UTOB JOKYMEHTOB. Buapl gokymentoB. dopmarel Oymaru u
noJisi. baHku TOKyMEHTOB.

Buabl opraHuzanmoHHBIX JOKYMEHTOB. PEKBHU3UTHI yCTaBa, y4peaUuTEIbLHOIO
noroBopa. Buisl u nopsiok opopMIICHUS MOJ0XKEHUHN, ONMPEACSIONIUX CTPYKTYPY,
KOMIIETEHLIMIO U OpraHu3auuio padbotel npeanpuatus (yupexnaenus). CTpykTypa
MOJIOKEHUM, PETrJaMEHTHPYIOIIMX JESITEIbHOCTh JOJDKHOCTHBIX JHIl. Buasl wu
CTPYKTypa UHCTPYKIUWA. PexBu3uThl HHCTpYKIUi. Bunbl periiamenToB. TpeboBaHus
1o 0(hOPMIICHHIO perjaMeHTa.

IIpakTnueckoe 3ansatHe. OdopmiieHHe HOPMATUBHO-IIPABOBBIX AaKTOB
OpraHoOB HCMOJIHUTENbHON BiacTH. OdopmiieHHe pacnopssKeHU, TOCTAHOBIICHUH,
pemieHnii, mpukazoB. [IpaBuia MOATOTOBKH U OGOPMIICHUS OpraHU3alMOHHBIX
JTOKYMEHTOB

CamocrosiTesibHasa padora. O6mue TpedoBaHus 1Mo 0(hOPMIICHUIO JIOTOBOPOB.
CtpykTypa  rpaxaaHCKO-NPaBOBBIX  J0roBopoB.  CojepkaHue  MOpPETEH3UH,
pexnamanuu. [lopanok opopMIIeHNsT HCKOBBIX 3asBJICHU.

Pexomenayemas Jiureparypa:

OCHOBHa# [2];

JononaHuTenbHas: [1,2].

Tema 4. IlpaBwjia NOATOTOBKH H O(OPMJIEHHSI PACHOPSAAUTEIbHBIX
JOKYMEHTOB

Jlekuus. Bunbt pacnopsAaUTEIbHbBIX JIOKYMEHTOB. Odopmiienue
PacCOpPAAUTEIBHON IOKYMEHTAIUH.

Bunet u mopsamox odopmiienuss mpuka3zoB. OdopmiieHne pacrnopsHKeHH.
Odopmiienue pemerns. OdopmiieHHe TPOTOKOIIA.

[Topsimok JOKyMEHTUPOBaHMS TPYIAOBBIX OTHOIIEHUN. CoaepkaHue MTaHHOTO
pacnucanus. IlpaBuia BHYTpeHHero TpyaoBoro pacnopsaaka. OdopmiieHue
JOJDKHOCTHOW ~ MHCTpyKuIMH. OdopmiieHHe TpPyAOBOr0 JI0roBopa. PeKBHU3UTHI
MIPUKA30B I10 JUYHOMY COCTaBY.

IIpakTnueckoe 3anaTwe. IlpaBuna moarotoBku U odopmiaeHUs
pacropsauTeIbHbIX JOKYMEHTOB. [lopsimok odopmieHHs NEPBUYHBIX YUYETHBIX
JOKYMEHTOB M YYETHBIX perucTtpoB. OCHOBHBIE M JONOJHUTEIbHBIE PEKBU3UTHI



OyXraaTepcKux JOKyMeHTOB. Ha3HaueHune  pEKBU3UTOB, IPUMEHSEMBIX B
OyXTaJTEepCKUX JOKYMEHTAX.

CamocrosiTeibHAsA pabora. Oprann3anmoHHO-pacHopsAUTENbHAS
nokyMenrtamusi B cucreme MUYC Poccun. Odopmnenrne UHCTPYKIUNA, MPOTOKOIOB.
ConepkaHue U Ha3HAYEHUE CITY>KEOHBIX MUCEM, CITYKEOHBIX 3aMUCOK.

Pexomenayemas ureparypa:

ocHOBHa [1];

JlonoHuTeNbHad: [1].

Tema 5. IlpaBuaa odopmiieHuss  HHPOPMANUOHHO-CIIPABOYHBIX
JOKYMEHTOB

Jlexuusi. Buabsl MHPOpPMAIMOHHO-CIIPABOUHBIX JOKyMEHTOB. OdopmieHue
JOKJIAJTHBIX M OOBSCHUTENBHBIX 3alUCOK. BUIbl U MOPANOK OPOPMIICHUS AaKTOB.
Buner  ciayxebnbix mnuceM. Odopmienue cinyxeOHbix nuceM. OdopmiieHne
TenerpaMM. Busel u opopmiieHne crpaBok.

IIpakTnueckoe 3ansitue. OdopmieHue HUHPOPMALMOHHO-CIPABOYHOMN
JOKyMEHTaluu. Buapl Hay4HbIX padoT.

CamocrostenbHass padora. OdopmieHue pe3ynbTaToOB HAy4YHbIX paloT.
OdopmiieHre crucKa UCOIb30BAHHON JTUTEPATYPHI.

Pexomenayemas ureparypa:

ocHoBHas [1];

JIOTIOJIHUTEIbHAS: [2].

Tema 6. O0muit NOPAIOK padOThHI € JOKYMEHTAMH B OPTraHU3AIMU

Jlekuus. Ilpuem w mnepBuuHas 00paboOTKa BXOMSIMIMX JOKYMEHTOB.
[IpenBapurenbHOE PAacCCMOTPEHHE U paclpesiesieHne JOKYMEHTOB. Perucrpanus
BXOJAILENH KOPPECHOHICHIIMH. Buabl HeperucTpupyemMoix J1o0KyMmeHToB. O0paboTka n
OTIIpaBKa HUCXOJAIIMX JOKYMEHTOB. [IpoBepka mNpaBUIBHOCTH OQOPMIIECHUS
UCXOJAMX JOKyMeHTOB. JKypHanbHas U KapToyHas CHCTEMa perucrpauuu
JIOKYMEHTOB. ABTOMAaTHU3MPOBaHHAs! CUCTEMA PETUCTPAIIMHU TOKYMEHTOB.

KoHTponp 3a cpokamMu HCIOTHEHUS JIOKYMEHTOB. ABTOMaTHU3WPOBAHHBIM
KOHTPOJIb 33 UCIIOJTHEHUEM JIOKYMEHTOB.

Opranuzaiusi ONepaTMBHOTO XpaHEHUsS JOKyMeHTOB. HoMmeHkiatypa aen B
opranuzanuu. TpeOoBaHUS 110 COCTABICHUIO U O(POPMIICHUIO HOMEHKIIATYPHI eI

IIpakTnyeckoe 3ansitue. [lopsimok QGopMupoBaHus el B OpraHHU3aIUU.
[Topsinox odpopminenus aen. Cucrtematusamus TOKyMeHTOB. OdopMieHue 00JI0KKU
nena. CocraBieHre BHYTpEeHHEN onucu Aena. OpraHu3anus XpaHEHUs! JOKYMEHTOB.
OO0muii MopsiIOK padOTHI C TOKYMEHTAMU B OpPTaHU3AIUH.

CamocrosiTesibHas padora.

OKkcnepTr3a HEHHOCTH TOKyMeHTOB. [lopsinok nepenaun nen B apxuB. Cpoku
XpaHEeHMs! TOKYMEHTOB. [1opsa/10K yHUUTOXKEHUS JOKYMEHTOB.

[Topsinok paGoThl ¢ MUCbMEHHBIMU OOpAILIEHUSAMU TpaxaaH. Buasl oOpaenuii
rpaxzaadH. CpoKd paccMOTpeHHsl oOpaileHuid rpaxxaaH. KoHTponb 3a MCHOJHEHUEM
oOpaleHuii rpaxaaH.

Pexomenayemas iureparypa:



ocHoBHas [1,2];
nonoyinuTenbHas: [ 1,2].

Tema 7. KyabTypa ae10BOM NHCHbMEHHOM peyd: MCTOPUS U
COBPEMEHHOCTh

Jleknus. OCHOBHBIE ACTIEKTHI KYJIBTYPHI A€JIOBOM peun. HOpMaTHBHBIN aclieKT
KyJbTYpbl peun. KOMMYHMKATUBHBIM aClEKT KYJbTYpbl pE€UU. DTUUECKUM ACIEKT
KYJIbTYpbl peuu. MIcTopusi pycCKOM J€I0BOM NMUCbMEHHOCTA U PAa3BUTHE JOKYMEHTA.
HpeBnuii nepuoa. Ilpukaznoit nepuon. Kosmexckuit nepuon. MUHHUCTEPCKU
nepuoi. COBETCKUI U MOCTCOBETCKUN MEPUO/I.

IIpakTnueckoe 3aHATHe. OCHOBHBIE AaCHEKThl KYJBTYpPbl JI€JIOBOM pEYH.
Hctopus pyccko 1€J10BOM NMCbMEHHOCTH U Pa3BUTUE JOKYMEHTA.

CamocrosiTenbHass padora. lHTepHaUMOHAIBbHOE M HAIMOHAIBHOE B
CIIyKeOHOM JOoKyMeHTe. TO4HOCTh W TOHSATHOCTh. KomnermampHOoCTh. TouHas
aJpecHOCTh. TemaTuueckass OrpaHUYeHHOCTb. CBOEBPEMEHHOCTh M aKTyaJbHOCTb.
JloCTOBEpHOCTh M OOBEKTHUBHOCTH. Y OEIUTENBbHOCTh M JIOTUYHOCTh. [lomHOoTa M
CKATOCTh U3JIOXKEHUS. HENTPanbHOCTh U3II0OKEHUS.

Pexomenayemas ureparypa:

ocHoBHas [1,2];

JONOTHUTENbHAA: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KeOHOI0 TOKYMEHTA

Jleknusa. Cranpaptuzauus s3bika JokKyMeHTa. CTaHmapTu3anus JIEKCHUKH.
CnenuanbHas JEKCUKA, CBOWCTBEHHAsl TOJBKO KaHUEISApPCKoW peun. CrenuanbHas
TEPMUHOJIOTHYECKAs JIEKCHKA, BBIPAXKEHHAs OTIJIArOJIbHBIMU CYLIECTBUTEIbHBIMHU.
CnenmanbHas  oTpacieBas  TEPMHHOJOTMYEcKas  Jiekcuka.  CrenuaibHble
0o003HaUeHUsl JIOJEH MO Kakomy-Iu0o Mpu3HaKy wiau JerctBuio. CTaHaapTu3anus
CJIOBOCOYETAHHUM. Y CTOWYMBBIE CIOBOCOYETAHUSA C NPOU3BOAHBIMU IIPEJIOTaMU.
YcroiuuBble  CIIOBOCOYETAHWsS ~ OTUKETHOro  xapakrepa.  Cranmapruszanus
npemioxeHunt. [Ipsmont mopsaok cioB. [TocTOSsHHOE MECTO BTOPOCTENIEHHBIX YJIEHOB
npeanoxenus.  Pacnonoxkenne  ciaoB no  MHGOPMATHUBHOM  3HAYMMOCTH.
[IpeoOnananue crpagaTtelbHbIX KOHCTPYKIMH. PacnpocTpaHeHHOCTh MPOCTOro
npemioxkenus. KynbTypa cnoxHoro mnpemioxenus. CraHaapTu3alus TEKCTa.
CBSI3HBINM TEKCT ¢ TPAJIULMOHHOW JIMHENHON 3anuchbio. CBSI3HBINA TEKCT C 3alUCHIO 10
tpadapery. Tekcr-ankera. TekcT-radbnuiia.

IIpakTnyeckoe 3ansaTHe. SA3bIKOBBIE TPEOOBAHUS K 0OPMIICHUIO PEKBU3UTOB
nokyMenTta. PexBusutr «HammeHoBanme  opranmsanumn». PexkBusut  «/larta
nokymeHTay. PexBm3uT «Amnpecat». PexBm3ut «I'pud yTBEpKIEHUS TOKYMEHTA.
PexBuzut «Pe3omtonus». PekBu3uT «3aronoBok Kk TekcTy. «PekBusut «lloamucey.
PexBusut «Teker nokymeHTa». Buabl 1 TUIIBI COKPAILIEHUH.

CamocrosiTenbHass padora. S3pikoBoe 0(OPMIIEHHE JMYHBIX JOKYMEHTOB.
OOpa3upl  3asBieHuil. OOpasenr uckoBoro 3asBieHuss B cyd. OOpasiubl
noBepeHHocTel. ABtoOuorpadus. Pesrome. JlemoBoe MHCHbMO: BUIBI U SI3BIKOBOE
o opMIICHHE.

Pexomenayemas iureparypa:



ocHoBHas [1,2];
nonoyinuTenbHas: [ 1,2].

Tema 9. PeqakTupoBaHue TEKCTA CJIYKEOHOI0 JOKYMEHTA

Jlekumsa. Meroauka pegakTUpPOBaHUST U TEXHUKA NPABKH CIIyKEOHBIX
JOKYMEHTOB. MeTonuka peJakTUpoBaHusi AOKyMeHTa. llepBwlii 3Tam paboThl ¢
TEKCTOM JIOKyMeHTa. Bropoil stanm paboThl ¢ TEKCTOM JAOKyMEHTa. TpeTuil stam
paboOThI C TEKCTOM JIOKYMEHTA.

IIpakTHyeckoe 3ansitue. TexHUKa MPaBKU JOKYMEHTa. TUNMYHbIE OIINOKU B
A3BIKE U CTHJIE JTOKYMEHTOB. JIOTMKO-CMBICIIOBBIE OLIMOKHU. Jlekcnyeckue ommOKH.
Mopdonornueckne  ommOku.  CuHTakcuueckue  omuOku.  HemnpaBuiibHOE
ynoTpeOJieHre majieska u mpejiora mocie yrpasistomux cioB. Opdorpadudeckue u
MYHKTYallMOHHbIE OLIUOKH.

CamocrosiTenbHas paGora. Hapymienuss pedeBoro stukera. [lpaBuiia
PYCCKOI'O 3THKETa

Pexomenayemas Jiureparypa:

ocHOBHas [1];

JIOTIOTHUTENbHAL: [2].

5. MeTOlII/I‘IeCKI/Ie PEKOMEHIAIUMA 110 OPraHU3allMi H3YYCHUA THCIHUIIJTUHBI

[Tpu peanuzanuu MporpaMMbl JUCHMIUIMHBI HCHOJIB3YHOTCS JEKLIUOHHBIE WU
NPAKTUYECKUE 3aHATHUS.

OOLMMU LM 3aHATUHN SBJISIFOTCS:

— o0o01IeHne, CUCTEMaTHU3AIIHS, yriyoneHue, 3aKperieHre
TEOPETUYECKHUX 3HAHUM MO KOHKPETHBIM TeMaM JTUCLUILINHBI,

— dbopMupoBaHrUEe YMEHHI NMPUMEHATH MOJYyUYCHHbIC 3HAHUS Ha MPAKTHKE,
peanu3anys eJMHCTBA UHTEIUIEKTYaIbHOM U MPaKTUYECKOU ASITEeNIbHOCTH;

— BbIpAa0OTKAa MpU pEUIEHUU MOCTAaBJICHHBIX 3a/1ad MPOPECCHOHAIBHO
3HAYMMBIX KAueCTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUYECKOU
WHUINATHUBBHI.

[ensimMu neKuuuU SABISIOTCS:

— JlaTh  CHUCTEMAaTU3UPOBAaHHbIE HAy4YHbIE 3HAHWA 1O  JUCIUIUIMHE,
aKLIEHTUPOBAB BHUMAaHHE Ha HAMOO0JIEe CI0KHBIX BOIPOCaX;

— CTUMYJIMPOBAaTh aKTUBHYIO MO3HABATENIbHYIO JAEATEIBHOCTh 00yYarouuxcs,
CHOCOOCTBOBATH (DOPMHUPOBAHUIO UX TBOPUECKOTO MBILIJICHUS.

B Xozme mpakTHdecKkoro 3aHATHs OOECHEeuMBAaETCs IPOLECC AaKTUBHOIO
B3aUMOJEMCTBUS 00yUarOUIMXCs C MPENoJaBaTesieM; NPUOOPETAIOTCS MPAKTUYECKUE
HaBbIKM U yMeHHMd. Llenb mpakTHuecKoro 3aHsATHS: YIVIYOUTb W 3aKpPENUTh 3HAHUSA,
NOJlyYeHHbIE Ha JIEKIUH; (OPMUPOBAHUE HABBIKOB HCIIONb30BAHUS 3HAHUM 7S
pellleHus] TPAaKTUYECKUX 3a/]ay; BBIMOJIHEHHE TECTOBBIX 3aJlaHUN MO IPOBEPKE
IIOJIyYEHHBIX 3HAHUM U YMEHUMU.

CamocrosiTenbHass paboTa oOydaroluxcs HampaplieHa Ha yriayOineHue u
3aKpeIUIeHNe 3HAHWW, MOMYyYEHHBIX Ha JIEKIHUAX M JAPYTUX 3aHITHIX, BBIPAOOTKY
HABBIKOB CaMOCTOSTEJILHOTO AKTUBHOTO MNPUOOPETEHUS HOBBIX, JTOMOJHUTEIbHBIX



3HaHHﬁ, IMOATOTOBKY K IIPCACTOAIINM 3aHATHAM.

6. OueHo4YHbIe MaTEePHAJIBI M0 TUCIUIIJINHE
Texymuii KOHTPOJIb YCIIEBAEMOCTH 00ECTICUMBAET OIICHUBAHNE X0/1a OCBOCHHUS
JTUCITUTUTMHBI, TIPOBOJIUTCS B COOTBETCTBUU C COJIEP)KAHMEM JUCIMILIAHEI 0 BHJIAM
3aHATUN B JOpME OMPOCca/T0KIIAI0B/TECTUPOBAHUS.
[TpomexxyTouHass arTecTanus OOSCIEeYMBACT OIICHUBAHUE MPOMEKYTOUYHBIX M
OKOHYATEIBHBIX PE3yIbTATOB OOYYCHHS IO JTUCHUIUIMHE, TPOBOAUTCI B (opme
3a4eTa.

6.1. IlpuMepHbIe OlICHOYHbIE MATEPHAJIbI:
6.1.1. Texymero KOHTpOJIst
TunoBbie BONpPOCHI 1J1s1 ONpoca:

1. Yro Takoe TOKyMEeHTO000pOT?
2. [TepeuncnuTh OCHOBHBIC 33/1a4M aBTOMATU3AIMHA TJOKyMEHTOO00pOTa
3. KakoBel npenMy1iecTBa aBTOMaTU3aluu JOKyMEHTOO0OpoTa?

TunoBblie TeMbI AJs1 I0KJIAT0B:

1.Yuernsie nokymentsl [IpeBueii ['penun, [llymepo-BaBuIOHCKHE TOKYMEHTBI

2.Ydernsle nokyMeHThI [IpeBHero Erunta, J[peBHero Puma

3.IlepBbie (hOpMBI TOKYMEHTOB U TIEPBBIE CPEJICTBA 3AIIUTHI TOKYMEHTOB

Tunosble 3a1aHust AJ151 TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K cdepe NeTONpOU3BOJICTBRA:

a) ohopmileHHE CeKpeTapéM IpHrKasa o mpuémMe Ha paboTy COTPYAHHKA;

b) odopmieHue cekperapéM IO MPOChKOe HAYAIbHUKA I03IPABHUTEIHHOM
TeJerpaMMBbI JIJIsl €0 MaTepH;

c) odopmiieHHEe CeKpeTapéM IO MpOochOe HadalbHUKA CITY)KEOHOUH 3amUCKH B
BBIILIECTOSIIIY0 HHCTAHIINIO;

d) odbopmienue cekpeTapémM MIPOTOKOJIA COBEIIAHUS PYKOBOAUTENEH OTIENOB.

2. OOBEKT JAeN0NPOU3BOACTBA — ITO:

a) odopmieHue TOKYMEHTOB, OTpa)alollUX BECh CHEKTP YMNpaBICHYECKOU
NESITENbHOCTH TPEANpPUATHS, a TakkKe OpraHu3aluio JOKyMEHTOOOOpoTa B
YUPEKICHUH;

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

C) MpaBwWJIa, OMPEACINAIONINE OPraHU3alUI0 JOKYMEHTUPYEMBIX MPOIECCOB Ha
MPEANPUSATUY;

d) COBOKYMHOCTH JOKYMEHTOB, IPUMEHAEMBIX B OIpEAeeHHON cdepe
NeSITEIbHOCTH.

2. K ocHoBHBIM 11emsiM city k061 JIOY otHOCSTCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpIMHAIIMS

d) peanuzarus

6.1.2. IIpome:kyTOYHOI aTTECTAIUU
IIpumepHbIi NepeYeHb BONPOCOB, BHIHECEHHBIX HA 3a4eT



1. Yuernsle gokymeHThl [IpeBHen ['peumn, [llymepo-BaBunoHckue
JIOKYMEHTBI

2. Yyernbie nokymeHnThl JpeBnero Erunra, /IpeBaero Puma

3. [TepBble (hOpMBI JOKYMEHTOB U MEPBBIE CPEJICTBA 3ALIUTHI JOKYMEHTOB

4, [lepBble QYHKIIMU TOKYMEHTOB: yU€T, YIIPABJICHUE U KOHTPOJb

3. dopMHUpOBaHUE MIPUKA3HOU YIIPABIIEHYECKOU CHUCTEMBI
JEJIONPOU3BOICTBA.

6. Cuctema oOmiero aenonpousBojacTBa. CTPYKTypHBIE MOApa3/CiICHUs
MIPUKa30B

7. Boennas, AunioMaTu4eckasi, CTaTUCTUYECKAs], YUETHAS] JOKYMEHTALIUS.

8. Komnnexckoe npenonpou3BoacTBo. Buabl nokymeHToB. OpraHuszanus
KOHTPOJISI 32 UCTIOJIHEHHEM JOKYMEHTOB

0. HenompousBoactBo XIX-nawanma XX B. Opranuzanus padOTHl C

JIOKYMEHTaMU B MUHUCTEPCTBAX

10. IlonoxkeHne O MNHCHMOBOJCTBE U JEJIONPOU3BOACTBE B BOCHHOM
BEJIOMCTBE

11. Pa3BuTue COBETCKOro AEIONPOU3BOICTBA

12. ®OyHKUMM METOAMYECKOTO IIEHTpPAa MO PYKOBOACTBY palMOHAIM3ALMEN
JIEJIONPOU3BOCTBA

13.  bropo cranpapruzaunu BCHX CCCP

14.  OcHoBHble  TONOXKEHUS  EAMHON  rOCyJapCTBEHHOW  CHCTEMBI
nenornpousBoacTsa (EI'C/)

15. Cozpmanne EnuHOW rocyl1apCTBEHHON CHCTEMBI JIOKYMEHTALMOHHOIO
obecnieuenus ynpasienus (EI'CHOY)

16. Ilpomecc  craHmapTu3alid W YHA(DHUKAIMK ~ OpraHU3alMOHHO-
pacropsAuTeIbHON JOKYMEHTAIINU

17.  Co3pganne ABTOMAaTH3UpOBaHHOW cucteMbl ympasieHus (ACY) u
OO1erocy1apcTBEHHOM cucTeMbl cOopa M 00pabOTKM HMH(pOpMaLMUM A y4yera
IUIAaHUPOBAHUS U yIIpaBiieHUs] HapoAHbIM Xx03siicTBoM (OI'AC)

18. T'ocymapcTBeHHOE pEryJIMpOBaHUE AEIONPOU3BOICTBA B PD

19. HopmaTuBHO-IpaBOBOE PEryJIUPOBAHKE JOKYMEHTUPOBAHUS U pabOTHI C
JIOKyMEHTaMu

20. TlomHomouusi ®DenepalibHOTO APXMBHOTO areHTCTBA IO 00ECIIEUEHHUIO
COOJIIOJICHUS TIPAaBWJI XPAHEHMs, KOMIUIEKTOBAHMS, Yy4e€Ta W HCIOJb30BaHUS
apXHUBHBIX TOKYMEHTOB

21. IlpaBuia nenompou3BOJICTBA B (efepalbHbIX OpraHaxX UCIOJIHUTEIHLHOM
BIIACTHU

22.  CranpaapTbl, yCTaHABIMBAIOMIKE MpaBmia 0(OPMIICHUS JOKYMEHTOB

23.  Opranuzanus ciyXO0bl 1eJI0MPOU3BOJCTBA B TOCYJaPCTBEHHBIX OpraHax

24, TpeOoBaHUs K OpraHu3alMy JOKYMEHTOO00pOTa B (hefiepaibHOM OpraHe
UCIIOJIHUTENIbHOM BIACTH

25.  Opranuzanus ciy>k0bl IeTONPOU3BOICTBA HA MPEATIPUITHIIX

26. Tunosas ctpyktypa ciayx0s JIOY

27. 3amauu v QYyHKIHUH CIIYXKOBI JIETONPOU3BOJICTBA

28.  CTpyKTypa MOJOXKEHHUS O CIIY»KO€e IeTONpPOU3BOJICTBA



29.

Opranuzarust  B3aumojenctBus ciyx0b61 JIOY co CcTpyKTypHBIMU

NOAPA3ACICHUSAMU NPEANPUITUS (YUPEKICHUS)

30.
31.
32.
33.
34.

Opranuzamusi T0KyMEHTO000poTa

®opmbl pabOTHI C TOKyMEHTaMU B OpTaHU3AIUIX

[Topsimox 00pabOTKH TOKYMEHTOB

DNEeKTPOHHBIE CUCTEMBI JOKYMEHTAIIH

Oco0OeHHOCTH pabOThI C AJIEKTPOHHBIMHU JOKYMEHTaMH B (peepanbHbIX

opraHax HWCHOJIHUTEIbHOMN BJIACTHU

35.
noarnucen
36.
37.
38.
39.
40.

HOpHI[OK HCITIOJIB30BAHUA 3JICKTPOHHBIX HOﬂHHCGﬁ. BI/I,IILI SJICKTPOHHBIX

Opranu3zanus 3alMIIEHHOr0 JTOKyMEHTO000pOTa B CETH
TpebGoBanus Kk 0pOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB

Bunbr nokymentoB. @opmatel OyMaru u mojsi. bjaHku J0KyMeHTOB
Bubl oprann3aliOHHbIX JOKYMEHTOB

TpeboBanust mo ohopMIIEHUIO: yCTaBa, yUPEAUTEIHHOTO JOTOBOPa

6.2. Illxana oueHUBAHUA Pe3yJbTATOB IPOMEKYTOYHON aTTecTallud M
KPHUTEPUH BHICTABJICHHUS OLEHOK
Cucrema OlleHUBaHHUSI BKIIIOYAET:

dopma [Tokazarenu
Kpurepuu BbicTaBiIeHUS OLIEHOK Ixana oneHuBanusa
KOHTPOJIS OILICHMBaHUSI
3aueT MPaBWIBHOCTh | JaH MNPaBUJIbHBINA, MOJHBIM OTBET HA 3a4TEHO
M TIOJTHOTA MOCTABJIEHHBIA  BOIIPOC, IOKa3aHa
OTBETa COBOKYIMHOCTh OCO3HAHHBIX 3HAHMI
o JUCITATIIINHE, JI0Ka3aTeJIbHO

PacCKpBITBl  OCHOBHBIE  TOJOKECHUS
BOIIPOCOB; MOTYT OBITh JOIMYIICHBI
HEJI0OYETHI, WCIIpaBJICHHBIE
CaMOCTOATENIBHO B IMPOLIECCE OTBETA;
JlaH  TPaBWIbHBIM, HEIOCTATOYHO
MOJHBEIM OTBET HA IIOCTABIICHHBIN
BOIIPOC, TTOKAa3aHO YMEHUE BBIICIIUTH
CYLIECTBEHHBIE W HECYUIECTBEHHBIE
MPU3HAKH, TMPUUYUHHO-CIIC/ICTBEHHBIE
CBSI3U; MOTYT OBITH  JOIMYIICHBI
HEJI0YETHI, HCIIPaBJICHHBIE c
MIOMOIIBIO MPEINOJaBaTes; JIaH
HEJ0CTAaTOYHO MPaBUIbHBIN n
MOJTHBIN OTBET; JIOTHUKA Hu
MOCJIEIOBATEILHOCTh H3JI0KEHHUS
MMEIOT  HapylIeHHs; B  OTBETE
OTCYTCTBYIOT BBIBOJBI.

OTBET MIpE/ICTaBIsIeT co0oit HE 3a4TEHO
pa3po3HEHHbIE 3HAHUS c
CYLIECTBEHHbIMU  OHIMOKaMH IO
BOTIPOCY; MIPUCYTCTBYIOT
(bparMeHTapHOCTb, HEJIOTMYHOCTb

HU3JI0KCHHUA, JOITOJIHUTCIIBHBIC n
YTOYHAIONIUME BOIIPOCHI HE IPUBOIAT




| | | K KOPPEKIMH OTBETA Ha BOIIPOC. |

7. PecypcHoe obecniedyeHne qUCIUATIIIAHBI

7.1. JluueH3uoHHOe M CBOOOJHO pacHnpocTpaHsieMoe NPOrpaMMHOe
o0ecreyeHue

-Astra Linux Common Edition peaus Open [I10-25B-603] - OneparmonHas
cuctema oobmiero HazHadenus "Astra Linux Common Edition" [Kommepueckas (Full
Package Product). Homep B EmmHom peectpe poccuiickux mporpamm amis
AIIEKTPOHHBIX BHIYMCIUTEIBHBIX MAIIUH U 0a3 JaHHbIX - 4433 ]

-MoiiOduc O6pazoBanue [[10-41B-124] - [lonaHbI KOMIUIEKT PEIAKTOPOB
TEKCTOBBIX JIOKYMEHTOB M JJICKTPOHHBIX TaOJHI, a TakKKe HHCTPYMEHTApHWH IS
paboThl ¢ rpaduueckuMu npeseHTanusmMu [CoboaHo pacnpoctpansemoe. Homep B
EnuHOM peecTpe pPOCCHICKHMX MpOrpaMM JUIS AJICKTPOHHBIX BBIYHCIUTEIBHBIX
MaIlyH ¥ 0a3 JaHHBIX - 4557]

7.2. IIpodeccuonaibHbIe 0a3bl JTaHHBIX U HHPOPMAIUOHHbIE CIIPABOYHbIE
CHCTEMBI

HNudopmanmonnas cnpaBodyHas cuctema — CepBep OpraHoB roCyJapCTBEHHOM
Biactu  Poccumiickoit  ®eneparuu  http://poccus.pd/  (cBOOOMHBIN  MOCTY);
npodeccuoHanbuble 0a3pl gaHHBIX — [lopranm OTKphITHIX nHaHHBIX Poccuiickoit
Oenepanuu  https://data.gov.ru/  (cBoOomHBIN  gocTym); (denepanbHbIi  TOpTAl
«Poccuiickoe oOpazoBanue» http://www.edu.ru (cBOOOJIHBIN JIOCTYI); CHUCTEMa
ouITMaTBPHOTO  ONMYyOJUKOBAaHUS  TPABOBBIX aKTOB B  DJIEKTPOHHOM  BHUIE
http://publication.pravo.gov.ru/ (cBOOOAHBINM AOCTYII); CIIpaBOYHAs MPaBOBas CUCTEMa
«Koncynperantllmtoc: CrymeHt» [DnekTpoHHBIM pecypc]. — Pexum npoctyna:
http://student.consultant.ru/, (cBOOOIHBIA JIOCTYI); OJJIEKTPOHHAs OUOIMOTEKa
yHuBepcureta  http://elib.igps.ru  (aBTOpH30BaHHBI  JOCTYM);  AJIEKTPOHHO-
oubnmuoreunass cucrema «3ObC IPR  BOOKS»  http://www.iprbookshop.ru
(aBTOpM30BaHHBIN AOCTYII).

7.3. JIuteparypa

OcHoBHas:

1. [lItpuxkoB, A.b. OCHOBBI yIpPaBIEHUYECKON JEATEIBHOCTH: Y4YeOHOE
nocobue / A.b. IlItpuxoB. — Camapa: [ToBomKCKHIT TOCYITapCTBEHHBIN YHUBEPCUTET
TeneKoMMyHUKaiuil u uHdpopmatuku, 2017. — 99 c. — ISBN 2227-8397. — Tekcr:
ANIEKTPOHHBIN // DnekTpoHHO-O0ubanoTeuyHas cucrema [IPR BOOKS: Pexxum nocrtyna:
http://www.iprbookshop.ru/75398.html

2. Kysnenoga, 1. B. JlokyMeHTHpOBaHUE YIIPABICHYECKON IE€ITEIBHOCTH :
ydyebHoe mocobue mis OakanaBpoB / 1. B. Ky3nenosa, I'. A. Xauarpsn. — 2-e u3.
— Mockaa : JlamkoB u K, Ait [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Texkcr : SneKTpOoHHBIA // DnekTpoHHO-OMOMMoTeyHas cucrema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JlonmosHuTEILHAA:

1. Buresckasg, @ O.B.  OcCHOBBI  yIpaBIEHYECKOW  JAEATEIBHOCTU
[OnexTpoHHBI pecypc]: ydeOHoe mocobue / O.B. ButeBckasg. — DnexTpoH.



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

TeKcToBble AaHHble. — Camapa: [loBOMKCKMI TOCYyHapCTBEHHBI YHUBEPCHUTET
TelekoMMyHuKanuii U uHpopmatuku, 2016. — 134 c¢. — 2227-8397. — Pexum
nocryma: http://www.iprbookshop.ru/71867.html

2. Ky3pmuna, 1.B. Jlenmonpoun3BoacTBO [DIEKTPOHHBIA pecypc]: yueOHoe
nocodbue / U.B. Ky3pMuHa. — DJEKTpOH. TEKCTOBBIE JaHHbIE. — M.: MockoBckuit
rymaHuTapHeiii yausepcutetr, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
noctymna: http://www.iprbookshop.ru/74718.html

7.4. MaTepuajibHO-TeXHUYECKOe oOecreuyeHmne

Jnst mpoBeneHuss W OOeClEYEHUS! 3aHATUN HCIOJB3YIOTCS TOMEIICHUS,
KOTOpbIE TPENICTABISAIOT CO00M y4yeOHBbIC ayAUTOPUU MJIA TMPOBEACHHUS Y4eOHBIX
3aHSATHM,  MPEJYCMOTPEHHBIX  MporpamMMmoil  OakamaBpuara,  OCHAICHHBIC
000OpyZIOBaHUEM M TEXHUYECKMMHU CPEICTBAMH OOYUYEHHUS: aBTOMATHU3HPOBAHHOE
pabouee MecTO MpenojaBaTesisi, MapKepHas OCKA, MYJIbTUMEIUUHBIM MPOEKTOP,
JIOKyMEHT-KaMepa, IMoCaJ0uHbIe MECTa O0yJarOIIIXCS.

[Tomemenust AJis  CaMOCTOSITENIBHOM pabOThl  OOYyYaOIIMXCSI  OCHAICHBI
KOMITBIOTEPHOM TEXHHUKOW C BO3MOKHOCTBIO MOJKIIOUECHUSI K cetu «MHTepHeT» u
o0OecrieueHreM JO0CTyIa K AJIEKTPOHHON HMHGPOPMAIMOHHO-00pa30BaTEIBLHON cpelie
YHUBEpPCUTETA.

ABTOPBI: JJOKTOP SKOHOMUYECKHX HayK, mpodeccop bapaynun E.H.


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