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1. leau u 3aga4uy AUCIHUTLIMHBI

e ocBOCHUS AMCUUILIMHBI:

— (QopMupoBaHHE CHUCTEMHBIX 3HAHMN OO0 OpraHU3aluy AEIONPOU3BOJICTBA B
yUpexKACHUSIX (Ha IPEeANpUATHSIX);

— (QopMupoBaHME YMEHUH U NPAKTUUYECKUX HABBIKOB M0 MCIOIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUYECKUX U  NPAKTUUYECKUX  3HAHUM  OCHOB
JENONpPOU3BOICTBA MPU  pPELIEHUH MNpOoPEecCUOHANbHBIX 3aJad, HUCXOId U3
JEUCTBYIOIINX MPABOBBIX HOPM, UMEIOIIMXCS PECYPCOB U OTPAaHUYECHUH.

Hepeqem, KOMHeTeHHI/Iﬁ, q)Ole/lpyeMl)IX B 1npouecce u3ydyeHusl JUCHUIIJIMHBI

Komnerenuun Conepxxanue

YK-4 Crioco0eH OCyYIIECTBIATh JI€I0BYI0 KOMMYHHKAI[MIO B YCTHOM M NMHUCbMEHHOM
dopmax Ha TOCymapcTBeHHOM  si3bike Poccuiickorr ~ @Denepanuu U
MHOCTpaHHOM(bIX) si3bIKe(ax)

3agaun AMCHUIIJINHBI.

— U3yYeHHUE MOPsAKa OpraHU3aIMK JOKYMEHTUPOBAHUS U IOKYMEHTO000pOTa;

— W3y4YEHUE OCHOBHBIX MPABWJI M MOPsSJIKA MOJATOTOBKU O(QOPMIIECHUS, yUeTa U
XpaHEHUS CITy>KEOHBIX TJOKYMEHTOB;

— TpHOOpeTeHrnEe TPAKTHUYECKUX HABBIKOB COCTAaBJIEHHUS, yd4eTa, XpaHCHWs,
3aIIUTBl  CIY)KEOHOM  JOKYMEHTAalluk B COOTBETCTBHM C  TPEOOBaHUSMH
JTIOKyMEHTO000pOTa;

— ¢dopMupoBaHUE YMEHHUS BECTU JICTIONIPOU3BOJICTBO U YUAaCTBOBATh B BEJCHUU
JTIOKyMEHTO000pOTa B OpraHax TIOCYJapCTBEHHOW BIIACTH, TOCYJApPCTBEHHBIX U
MYHUILIMIIAJTBbHBIX OpraHU3alMaAX, Ha NPEINPUATUSIX U opranu3anuax cuctemsl MUC
Poccuu;

— ¢dopMupoBaHUE YMEHHUS 1O pa3padOTKe YIPaBICHUECKON JOKYMEHTAIIHH;

— ¢dopMupoBaHUE 3HAHWW, CBSA3aHHBIX CO 3HAHUEM JOKYMEHTAIMOHHOTO
obecrieueHus1 ynpasjeHus B opraHax u mojpasaencHusx I'TIC u cmocoOHOCTRIO K
pPEILICHUIO TPaBOBBIX, COLMAJIBHBIX M KaJPOBBIX BOMPOCOB, CBSA3AHHBIX C
JESATEIBHOCTBIO TTOXKAPHO-CIAcaTeNbHBIX MMOJpa3AeiICHU Ha TEPPUTOPHUATHLHOM
YPOBHE.

2. llepeyeHb NJIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHUsl MO TUCIUIINHE,
COOTHECEHHBIX C IJIAHUPYEMBbIMH Pe3yJIbTaTAMH OCBOeHHS 00pa30BaTeIbHOI

MpPOrpaMMbl
WHuaukaTtopsl JOCTHKEHUS KOMIIETCHIIUA [nanupyemble  pe3yabTaThl OOy4YCHHS IO
JTMCIUIUIMHE,  XapaKTEePU3YIOIIUE  ATaIlbl

(bOpMHUPOBAHUST KOMITETCHIIUI

Hcnonw3yer nHGOpMAITHOHHO- 3HaeT
KOMMYHUKAIIMOHHbIE TEXHOJIOTUH IPU NIOUCKE | TIOPSIOK OpPraHu3allii  JOKYMEHTHPOBAHUS U
HeoOxo Mo nH(popMaIHK B TIpoLiecce nokymeHToobopota YK-4.2.PO-1

peleHys CTaHAapPTHBIX KOMMYHUKATUBHBIX | OCHOBHBIE TPABWJIA W TOPSAJOK IOJrOTOBKH




3aJa4 Ha rOCyJapCTBEHHOM M MHOCTPAHHOM (- | ohOpMIICHUs, y4eTa U XPaHEHHs CIIyKeOHBIX
bIX) s3b1Kax YK-4.2 nokymeHToB YK-4.2 PO-2
JOKYMEHTAIMOHHOE 00ECIIeYeHUs yIpaBJIeHUE
B opraHax u mnoapasnenenusx ITIC VK-
4.2.PO-3
npaBuiia MIOJITOTOBKU u odopmIeHUS
pacniopsurenbHbIX JokymeHToB YK-4.2.PO-4
YMmeer
OPUMEHSTh HABBIKM  COCTAaBJICHHS, Y4eTa,
XpaHEHUs, 3alIUThI CITYy)KeOHOW TOKYMEHTAIHH
B COOTBETCTBUU c TpeOOBaHUSMHU
nokymenroobopora YK-4.2.PO-5
BECTH JEJIOTIPOM3BOJICTBO M y4acTBOBaTh B
BEJICHUM JOKYMEHTOO0OpOoTa B  OpraHax
rOCyJapCTBEHHOH BJIACTH, TOCY/IaPCTBEHHBIX U
MYHUIUTTATBHBIX OpraHu3aIusIix, Ha
OPEANPUATHSIX W OPraHU3alHiX CUCTEMBI
MUC Poccun YK-4.2.PO-6
pa3pabaTbIBaTh YIPaBICHUECKYIO TOKyMEHTAITHIO
YK-4.2.PO-7
pemaTh TpPaBOBBIC, COLMAIBHBIE W KaJpPOBHIC
BOTIPOCHI,  CBSI3aHHBIE  C  JESTEIBHOCTHIO
M0’KApHO-CIIACAaTeIbHBIX  TO/IpA3ZeNiecHHid  Ha
TeppuTopraTbHOM ypoBHEe YK-4.2.PO-8

3. MecTo IMCHUIUIMHBI B CTPYKTYpPe OCHOBHOM NPodeccuoHAIbHOM
o0pa3oBaTe/ibHOI MPOTPAMMBI

JIuCIUIIMHA OTHOCHUTCS K 0053aTEIPHOM YacTH OCHOBHOM MPO(eCCHOHAIBHOM
o0pa3zoBaTeIbHOM MpOrpaMMBbl OakajiaBpuaTa Mo HarpaBJIeHHIO MoarotoBku 27.03.03
CucTemMHBIl aHaNMW3 W YIpaBieHHWE, HampaBiIeHHOCTh (mMpodmiib) «CHCTEMHBIH
aHaJU3 U YIPaBICHUE B OPraHU3al[MOHHO-TEXHUYECKUX CUCTEMAX)

4. CTpyKTYypa " colepKaHue TUCHUILIHHbI

OO6mas TpyI0eMKOCTh JUCITUIIINHBI COCTaBIIsACT 3 3a4eTHbIC eauHUILI, 108 gacos.

4.1 PacnpeesieHue TPyA0eMKOCTH JUCHMILUIMHBI 110 BUIaM PadoT
no cemectpam u ¢popmam 00y4eHust

IJIS1 OYHOH (pOpMBI 00yUeHusI

TpynoemMKkocThb
Bun paboTst 0 CEMeCTpaM
3.e. | dac. 5
OO11ast TpyA0€MKOCTb AUCHUILIMHBI 10 YI€OHOMY IIJIaHy 3 108 108
KonTaktHas paboTa, B TOM YnCIIeE: 54 54
AyIMTOPHBbIC 3AaHATHS 54 54




TpynoemkocTsb
Bun paboTst 110 CEMECTpaM
3.e. | uac. 5
Jlexuuu (JI) 22 22
[Tpaktuueckue 3austus (I13) 32 32
CamocrositesabHas padora (CP) 54 54
3a4er ¢ oleHKOMH + +

4.2. TemaTuyecKkuil J1aH, CTPYKTYPHPOBAHHBIN 110 TeMaM (pa3aeiaMm) ¢
yYKa3aHMeM OTBeJeHHOr0 Ha HUX KOJNYeCTBa aKaJeMHYeCKHUX YaCOB M BUI0B
padoTt

JJIS1 OYHOH (POPMBI 00yYeHUsI
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1 2 3 4 5 6 7
1 | OcHOBBI OpraHu3alyu JIEJI0MPOU3BOICTBA 12 2 4 6
2 | Opranuzanus cIy>kObl 1eJT0TTPOU3BOCTBA 12 2 4 6
3 [IpaBmma mOAroTOBKM ©  odopmiteHus 12| 2 4 6
OpraHU3aIMOHHBIX JOKYMEHTOB
4 [IpaBuna TOArOTOBKM H  O(QOPMIICHHUS 12| 9 4 5
paciopsAIUTEIbHBIX TJOKYMEHTOB
5 [IpaBuna odopmiteHuss HHGOPMAIIMOHHO- 12| 2 4 5
CIPABOYHBIX JIOKYMEHTOB
OO0ImMi mopsIoK paboThl ¢ JOKYMEHTAMU B
6 Jils PsIOK P HOKyM 12| 2 4 6
OpraHu3aIuu
7 KyneTypa nenoBoil NHCEMEHHOW pedvH: 121 2 4 5
HCTOPHUS U COBPEMEHHOCTh
Oco0enHocTH SI3BIKA CIIY’)KeOHOTO
8 Y 12| 4 2 6
JOKYMEHTa
Penaxktuposanue TEKCTa CIIyXeOHOTO
g |- CAaKTHp YK 12| 4 2 6
JIOKYMEHTa
3adeT ¢ OLEHKOH +
Hroro 108 | 22 32 54

4.3 Conep:kaHue TMCHUNIMHBI IS 00yYAKOIUXCS :
04HOH (popMBbI 00yUEeHH A

Tema 1. OCHOBBI OPraHM3aNUM AeJ0NPOU3BOACTBA
Jlekumusi. Benenue noxymenToB mo XV B. YueTHble HOKyYMEHTHI [[peBHeEl



I'perun, Jlpesuero Erumnra, /IpeBHero Puma, IllymMepo-BaBUIOHCKHE ITOKYMEHTBI.
®opMmbl 1okyMeHTOB. CpeicTBa 3allUThl TOKYMEHTOB. DYHKIIMU TOKYMEHTOB: YYET,
YIPABICHUE U KOHTPOJIb.

dopmupoOBaHUE IPUKA3HOM YIPABICHYECKOW CHUCTEMBI JEIONPOU3BOJACTBA.
Cucrema oOuiero paenonpou3BoacTBa. CTPyKTypHbIE MOApA3JIENEHUsl MPUKA30B.
Boennas, aumuiomatuyeckas, CTaTUCTHYECKas, ydeTHas AokymeHTauus. I[lpaBuia
COoCTaBlieHUs U OQopMiieHUsT JOKyMeHTOB. Koiexckoe enonpou3BOJCTBO.
CrpykTypa komieruidi. Buasl n1okyMmeHnToB. Peructpanus nokymeHnToB. Opranusaius
KOHTPOJIS 32 UCTIOJTHEHUEM JTOKYMEHTOB.

HenonpoussonactBo XIX-nauana XX B. Opranuzanusi paboTsl ¢ JOKyMEHTAMH
B MUHHUCTepcTBaX. [lojokeHne 0 MUChbMOBOJCTBE U JEJIONPOU3BOJICTBE B BOEGHHOM
BEJIOMCTBE.

IIpakTHyeckoe 3aHsTHE.

Pa3BuTue coBerckoro aenonpou3BojcTBa. DYHKIMU METOAMYECKOro LEHTPa
0 PYKOBOJCTBY pallMOHAIU3allMel AeIONpOM3BOACTBA. blopo crangapTusauu
BCHX CCCP. OcHoBHBIE TOJIOXKEHUS ENWMHON TOCyAapCTBEHHOM CHCTEMBI
nenonpousBoactea (EI'CJ). Cozmanue EnmHON rocygapCTBEHHONW CHCTEMBbI
JIOKYMEHTAIIMOHHOTO obOecrieueHus yIpaBICHUs (ETCHOY). [Iporecc
CTaHAapTU3ALUU u yHUUKAIIH OpraHu3alMOHHO-PACTIOPAIUTEILHOM
nokymentanuu. Co3mganue ABTOMaTH3WpOBaHHOW cuctembl ympaieHus (ACY) u
OO6merocygapcTBEHHOM CHUCTeMBbl cOopa U 00paboTku uHpOpMAIUU IS y4eTa
IJIAHUPOBAHUA U ynipaBieHus HapoAgHbIM xo3sicTBoM (OI'AC).

CamocTosiTe1bHasA padora. ['ocynapcTBeHHOe peryJiupoBaHue
JeJIONPOU3BOJICTBA B PO®. HopmatusHO-IpaBoBoe peryJinpoBaHue
JOKYMEHTHPOBAaHUS U paboTel c JokyMeHTamu. I[lonmHomoumst @enepalibHOTO
apXUBHOIO areHTCTBa IO OOECHEUEHUI0 COOIIOACHUSA IpaBWJI  XpaHEHUS,
KOMIUIEKTOBAaHUS, yue€Ta W WCIIOJIb30BaHUSA apXWBHBIX JOKyMeHTOB. IlpaBuia
JeJIONPOU3BOICTBA B (DeiepalbHBIX OpraHax MCIOJHUTENbHOHN BiaacTH. CTaHAapThl,
yCTaHaBJIMBAIOIINE paBuiIa 0pOPMIIEHUS TOKyMEHTOB.

Pexomenayemas aureparypa:

ocHoBHas [1,2];

JoMoIHUTENbHas: [1, 2].

Tema 2. Opranuzanus cayx0bl 1eJJ0NPON3BOACTBA

Jleknusa. Opranuzauusi CiyxObl JETONPOU3BOACTBA B TOCYAapPCTBEHHBIX
opraHax. TpeOoBaHMsS K OpraHu3aluu JOKYMEHTOOOOpoTa B ¢efepaTbHOM OpraHe
UCTIONHUTENbHOM  BrnacTh. OpraHuzamusi  COy>KObl  JI€IONPOM3BOJCTBA  Ha
npeanpusaTusax. Tumosasi cTpykTypa ciayxost JJOY.

3amaun cayxkObl Jemonpou3BojcTBa. TexHosorumdeckue (ynkuun JIOVY.
Opranmsarnonnsie  Gyakmuu  JIOY. Kortponpabie ¢yukmun cioyx6osr  J1OVY.
Meroguueckue  ¢ynkuuu  JJOY.  Crpykrypa  TOJOXEHHS O  CIyxOe
nenonpousBoacTBa. Opranuzanus B3auMoieicTBus ciryx0bl JJOY co cTpyKTypHBIMU
NoApa3AeACHUAMU TpeAnpUsITUS (YUPEKIACHUS ).

CucTtemMbl KOJUIEKTUBHOW 00pPabOTKM JOKYMEHTOB. KOMIUIEKCHBIE CUCTEMBI
yIpaBJeHUs TI0KYMEHTaM.



IIpakTH4eckoe 3aHATHE.

Opranuzanus ciayk0bl nenonpou3Bojcta. OpraHuzanus J0KyMEHTOO00pOTa.
®opMbl paboTHI C JOKYMEHTaMHU B opranuzauusax. [lopsaok o0paboTKu 10KYMEHTOB.

CamocrosiTeibHass padora. OJIEKTPOHHBIE CUCTEMBI  JOKYMEHTAIIHH.
Oco0eHHOCTH paboThl C AJIEKTPOHHBIMU JIOKYMEHTaMu B (eaepaibHbIX OpraHax
WCIIOJIHUTENBbHOU BIAcTU. I1OpAIOK MCIIONB30BaHUs 3JIEKTPOHHBIX MMOANUCEN. Bubl
ANEKTPOHHBIX noAnuceil. Opranuzanus 3aUUIIEHHOr0 JOKYMEHTO000pOTa B CETH.

Pexomenayemasi aureparypa:

ocHoBHas [1,2];

JIOTIOJIHUTENbHAs: [2].

Tema 3. IlpaBuna noAroroBKH " 0GOpMJICHHA OPraHU3alMOHHBIX
AOKYMEHTOB

Jleknusa.  O6mwme  mpaBuina  opopmieHHs ~ JOKYMEHTOB.  3ajayu
['ocynapcTBeHHOM cHCTEMBl JIOKYMEHTAallMOHHOTO oOOecreueHus YINpaBiIeHUEM
(I'CHOY) u ynudunuporannoit cucrembl nokymentanuu (YCJ). TpeboBanus k
o(QOpMJICHUIO PEKBU3UTOB JOKYMEHTOB. Bumbl gokymentroB. dopmartsl Oymaru u
noJis. baHku T0KyMEHTOB.

Bunpl opraHu3aliuOHHBIX JOKYMEHTOB. PEKBU3UTHI yCTaBa, y4peAUTEIbHOIO
noroBopa. Buabl 1 mopsiok opopmiIeHHs MONOXKEHUHN, ONPENESIONIUX CTPYKTYPY,
KOMIIETEHIIMI0O W OpraHu3anuio paboTel npeanpuatrus (yupexnaenus). CTpykTypa
NOJIOKEHNW, PErJIaMEHTUPYIOIINX JESITENbHOCTh JOJDKHOCTHBIX JHUL. Buasl u
CTPYKTypa MHCTpYKIUMH. PexBu3nuThl MHCTpYKIMi. Bunbl pernamenToB. TpeboBaHus
1o 0(hOPMIICHHIO perjiaMeHTa.

IpakTnueckoe 3ansitue. OdopmieHre HOPMATUBHO-TIPABOBBIX AaKTOB
OpraHOB HUCIOJTHUTEIBHON BiacTu. OdopmileHHe pacropsKEHHUM, MOCTAHOBIICHHM,
pemieHuii, mnpuka3zoB. l[lpaBuna MOATOTOBKM U OGMOPMIICHHS OpraHU3alMOHHBIX
JOKYMEHTOB

CamocrosTenbHast padora. O6mue TpedoBanus M0 0(hOPMIICHUIO TOTOBOPOB.
CrpykTypa  rpaxAaHCKO-NIPABOBBIX  JOroBopoB.  ColepkaHue  NPETEH3HH,
pexnamanuu. [lopsmok opopMIeHNS HCKOBBIX 3asBICHHM.

Pexomenayemas Jiureparypa:

OCHOBHas [2];

nomnoJiHuTeNbHas: [ 1,2].

Tema 4. IlpaBuia noaAroroBkd u oGopMiIeHHS] PaCHOPSAIUTEIbHBIX
AOKYMEHTOB

Jlexknus. Bugel  pacnopsauTenpbHBIX  JOKYMEHTOB. Odopmiienne
pacnopAAUTENBHON TOKYMEHTAIIUU.

Bunsl u nopsnok odopmieHuss npukazoB. OdopmieHue pacnopsKeHHM.
Odopmaenue pemenus. OdopmiieHrUE TPOTOKOA.

[Topsiiok TOKYMEHTUPOBAaHUS TPYAOBBIX OTHOWIECHUU. CoAepKaHNUE ITAHHOTO
pactiucanusi. IlpaBuna BHyTpeHHEro TpynoBoro pacnopsaka. OdopmiieHue
JNOJDKHOCTHOM  mMHCTpyKuuu. OdopmieHne TpyaoBoro JoroBopa. PeKBHU3UTHI
MPUKA30B 110 JUYHOMY COCTABY.



IIpakTnueckoe 3ansaThe. IlpaBuna  moAroToBku U ohOpMIICHHS
pacnopsauTeNbHBIX JOKYMEHTOB. llopsgok oQopMieHuss NEepBUYHBIX YUETHBIX
JOKYMEHTOB M YYETHBIX pPErucTpoB. OCHOBHBIE WM JONOJHUTEIBHBIE PEKBU3UTHI
OyXraaTepcKux JOKYMEHTOB. Ha3zHaueHwe  pEeKBU3UTOB, NPUMEHIEMBIX B
OyXranTepCKuX TOKYMEHTaX.

CamocrosiTe1bHaAA paodora. OpraHu3alMOHHO-PACIOPSAAUTEIbHAS
nokymenTtanus B cucteMe MYC Poccun. OdopmieHnrne MHCTPYKIUH, MPOTOKOJIOB.
ConepxaHue U Ha3HAYEHUE CIY>KEOHBIX MHUCEM, CITY>KEOHBIX 3aMHUCOK.

Pexomenayemasi aureparypa:

ocHoOBHas [1];

nonoiHuTeNnbHas: [1].

Tema S. IlpaBuna  opopmieHuss HUHPOPMALUOHHO-CIIPABOYHOU
JOKYMEHTOB

Jleknmus. Buasl umHpOpManmoHHO-CIIpaBOYHBIX JTIOKyMeHTOB. OdopmieHue
JOKJIAIHBIX U OOBSCHUTEIBHBIX 3amUCOK. BHIBI M mopsiiok o(opmiIeHHs aKTOB.
Buner cnyxeonsix nuceM. Odopmienue ciyxeOHbix nucem. OdopmiieHue
Tesnerpamm. Buasl u oopmileHre CripaBoK.

IpakTnueckoe 3ansitue. OdopmieHue UHGOPMAIIMOHHO-CIIPABOYHON
JOKyMeHTaluu. Buabl Hay4dHbIX padoT.

CamocrtositenbHass padora. OdopmieHue pe3yabTaToOB HAyYHBIX padoT.
OdopMmieHue crucka HCIOJIb30BaHHOM JTUTEPATYPHI.

Pexomenayemasi aureparypa:

ocHoBHas [1];

JOTIOJNHUTENNbHAS: [2].

Tema 6. O0muii NOpsAIOK padoThHI C JOKYMEHTAMHU B OPraHU3alUuMN

Jleknus. Ilpuem wu nepBuyHas o00pabOTKa BXOJAIIUX JIOKYMEHTOB.
[IpenBapuTenbHOE pPACCMOTPEHUE M paclpelieNieHHe ITOKYMEHTOB. Perucrpanus
BXOJISIIEH KOPPECTIOHIeHIIMU. Buibl HeperucTpupyemsix JokymeHToB. O0paboTKa u
OTIIpaBKa UCXOJANIUX JOKYMEHTOB. [IpoBepka mpaBUIBHOCTH OQOPMIICHUS
UCXOISIINX JOKyMEHTOB. JKypHajabHas H KapTOyHas CHCTEMa pPErucTpaluu
JOKYMEHTOB. ABTOMAaTU3UPOBaHHAS CHCTEMA PETUCTPALIMU JOKYMEHTOB.

Kontpons 3a cpokamMu HCHOJHEHHS JIOKYMEHTOB. ABTOMAaTH3WPOBAaHHBIN
KOHTPOJIb 33 UCTIOJTHEHUEM IOKYMEHTOB.

Opranuzanus onepaTUBHOrO XpaHEHUs AOKymeHToB. HomeHknaTypa gen B
opranu3anuu. TpeOoBaHUS M0 COCTABICHUIO 1 O(DOPMIICHUIO HOMEHKIIATYPHI JIE]T.

IpakTuueckoe 3ausitue. [lopsimok QGopMupoBaHUS JeT B OpPTraHHU3AIUU.
[Mopsimox opopmnenust aen. Cucremarusanusi 1oKymMmeHTOB. OdopMmieHne 00JI0KKA
nena. CocraBiieHre BHYTpeHHEW onucH Aena. Opranusanus XpaHeHUs] JOKYMEHTOB.
OO6uuit mopsiAoK paboThI C JOKYMEHTAMH B OpTraHU3alIUH.

CamocrosiTeqibHas padora.

DKcIepTu3a UEHHOCTH NOKYMEHTOB. [lopsaok nepenaun nen B apxuB. Cpoku
XpaHeHUus1 JOKyMEHTOB. [Iops10K yHUUTOXKEHUS IOKYMEHTOB.

[Topsimok paGOThl ¢ MUCBMEHHBIMM OOpaIieHUsIMU TpakaaH. Buasl ooparieHuit



rpaxxaad. Cpoku paccMOTpeHHsl oOpalleHuil rpaxkaad. KoHTposibs 3a MCIOJHEHHEM
oOpallieHuii rpaxaaH.

Pexomenayemasi aureparypa:

ocHOBHas [1,2];

nononHuTenbHas: [1,2].

Tema 7. KyJabrypa /Ae/i0oBOM NHCbMEHHOH peYyd: MCTOPUA U
COBPEMEHHOCTh

Jlexkuusi. OCHOBHBIE aCHEKTHI KYJBTYpPHI A€JI0BOM peun. HopMaTHBHBIN acriekT
KyJIbTypbl peud. KOMMYHHUKAaTUBHBIM ACHEKT KYyJbTYpbl pe€Ud. DTHUYECKUU aCMEKT
KyJbTypbl peur. MlcTopust pycCkoi A€10BOM MUCBMEHHOCTH U Pa3BUTHE JOKYMEHTA.
HpeBunii nepuoxn. Ilpukasnoit nepuon. Kosmexckuit nepuon. MHHHCTEPCKHI
nepuo. COBETCKUI M TOCTCOBETCKUI NEPUO.

IIpakTnueckoe 3aHATHE. OCHOBHBIE AaCHEKTHl KYJIbTYPbl JI€JIOBOM DPEYH.
Hcropust pycckou 1€J10BOM TMCbMEHHOCTH U Pa3BUTHUE JOKYMEHTA.

CamocrTosiTeibHast padora. VHTepHAallMOHATBLHOE W  HAIMOHAJIBHOE B
cinyxeOHoM JokymeHTe. TouyHocTh W moOHATHOCTH. KomneruampHocTh. TouHas
aapecHoCThb. TemaTuueckass OrpaHMYeHHOCTb. CBOEBPEMEHHOCTh M aKTYaJbHOCTb.
JlocToBEepHOCTh M OOBEKTUBHOCTh. YOEAUTENBHOCTh W JOTMYHOCTH. [lonHOTa U
CXKaTOCTh U3JI0KEHUS. HENTpabHOCTh U3II0KEHMUS.

Pexomenayemasi aureparypa:

ocHoBHas [1,2];

JomoJIHUTebHas: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KEOHOI0 TOKYMEHTA

Jleknusa. Cranpaptuzauus s3blka JokyMeHTa. CraHmapTu3anusi JIEKCUKH.
CnenuanbHasi JE€KCHKA, CBOWCTBEHHAsl TOJBKO KaHUEISApCKoW peun. CrnenuanbHas
TEPMUHOJIOTUYECKAsl JIEKCUKA, BBIPAKEHHAs OTIJIAroJbHBIMU CYIIECTBUTEIbHBIMH.
CnenumanpHass ~ oTpacieBas  TEpMHUHOJIOTMYEcKas  Jiekcuka.  CrienualibHbIe
00O3HaueHUsl JIOJEH MO KaKOMY-JIMOO MpU3HAKy win nerctBuio. CTaHgapTusaius
CJIOBOCOYETAaHHM. YCTOMUYMBBIE CJIOBOCOYETAHHS C MPOU3BOAHBIMHU MPEIJIOTaMHU.
VYcroiiuuBble  CIIOBOCOYETaHUS ~ ATUKETHOro  xapakrepa.  Cranmaptu3anus
npemioxenui. [Ipsmoit mopsinok cioB. [IocToOAHHOE MECTO BTOPOCTEIIEHHBIX YIEHOB
npemnoxkenus.  PacmonoskeHne  ciaoB  mo  MHGOOPMATHBHOM  3HAYMMOCTH.
[Ipeobnamanmne cTpamaTenbHBIX KOHCTPYKIMH. PacmpocTpaHeHHOCTH MPOCTOTO
npemnoxkenus. KynbTypa crioxkHoro mnpemioxeHusa. CraHgapTuszanusi TEKCTa.
CBsI3HBINM TEKCT ¢ TPAJAUIIMOHHOW JTMHEHHON 3anuchio. CBSI3HBIA TEKCT C 3aMUCHIO MO
tpadapery. Tekct-ankera. TekcT-Tabnuia.

IIpakTnyeckoe 3ansaTHe. SI36IKOBBIC TPEOOBAHUS K OOPMIICHHUIO PEKBU3UTOB
nokymeHnTta. PexBum3utr «HammeHoBanwe  opranumszamun». PexBusut  «/lata
nokymeHTa». PexBu3ut «Agnpecar». PekBusut «['pud yTBepkIAeHUS ITOKYMEHTa.
PexBuzur «Pe3omonusiy. PekBU3UT «3arosioBok K TekcTy. «PexkBusut «lloamuchy.
PexBusut «TekcT nokyMeHTa». BUabl ¥ TUITBI COKpAILLIEHUN.

CamocrosiTeibHass padora. SI3pikoBoe OPOpMIICEHHE JIMYHBIX JOKYMEHTOB.
O6pa3ubl  3asBneHuil. OOpaszeny uckoBoro 3asBieHuss B cyld. OOpasibl



noBepeHHocTed. ABToOuorpadus. Pestome. JlenoBoe mMUCBMO: BUABI U SI3BIKOBOE
o opmIieHHE.

Pexomenayemas Jiureparypa:

ocHoBHas [1,2];

nomnoyiHuTeNbHas: [1,2].

Tema 9. PenakrupoBanue TeKCTa CIyKeOHOT0 JOKYMEHTA

Jlekuus. Meroanka pegakTUPOBAaHUS M TEXHUKA TMPaBKU CIIYKEOHBIX
JOKYMEHTOB. MeTonuka peaakTupoBaHusi JokymeHTa. IlepBbiii atam paboThl ¢
TEKCTOM JOKyMeHTa. BTopoil 3Tam pabGoTbl ¢ TeKcTOM JOoKymMeHTa. Tperuil stan
paboThl C TEKCTOM JJOKYMEHTA.

IIpakTnueckoe 3ansaTHe. TexHuKa MpaBKU JOKyMeHTa. TunuyHeie OMMOKH B
A3bIKE M CTUJIE JOKYMEHTOB. JIOrMKO-CMBICIOBBIE OMOKU. JIekcuyeckrue OIIMOKH.
Mop@donornyeckue  ommbku.  CuHrakcuueckue  ommOku.  HempasuibHoe
ynoTtpebJieHre majiexka u mpejiora mnocie ynpasistoniux cios. Opdorpaduueckue u
MYHKTYallMOHHBIE OIINOKH.

CamocrositeibHass padora. Hapymienus pedeBoro ostukera. IIpaBuia
PYCCKOI'O 3TUKETA

Pexomenayemasi aureparypa:

ocHoOBHas [1];

JOTIOJTHHUTENbHAS: [2].

5. MeToaudeckue PEKOMECHIANUMA 110 OPraHm3alvi H3YYCHUA TUCHHUIIIHHBI

[Ipu peanuzanuu NporpaMMbl JTUCHUIUIMHBI HCTONB3YIOTCA JIEKIIMOHHBIE U
NPAKTUYECKUE 3aHSITHS.

OOmMMH EeNIMH 3aHSATUHN SBISIOTCS

— 00001eHue, cucTeMaTu3alus, yriayOJieHHe, 3aKpeIryieHHe TeOPETHYECKUX
3HAHHM 110 KOHKPETHBIM TeMaM JUCIHILIAHBI;

— (opmupoBaHre yMEHMII NPUMEHSATH TOJYUYCHHbIE 3HAHHUS Ha TMPaKTUKE,
peanu3anus eJUHCTBA UHTEIIEKTYaTbHOW M MPAKTUYECKON e TETHbHOCTH;

— BBIpabOTKAa TMpPU PEIICHWH TMOCTaBICHHBIX 3a1ad TIpodeccHoHaIbHO
3HAYMMBIX KaueCTB: CAMOCTOSITEIbBHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUYECKOU
WHUIUATUBBI.

Lenstmu eKIUU SABISIOTCS:

— JlaTh ~ CHCTEMATH3UPOBAHHBIE HAay4YHBIE 3HAHHWS 10 JHCIHIUIAHE,
aKIIEHTUPOBAB BHUMAaHKE Ha Han0O0JIee CIOKHBIX BOIIPOCAX;

— CTUMYJIHMPOBATh AKTHUBHYIO MO3HABATEIBHYIO NEATEILHOCTh O0YJaIONIuXCs,
CrIocoOCTBOBATH (HOPMHUPOBAHUIO HX TBOPUECKOTO MBITUICHHSI.

B xome mpakTHYeCKOTO 3aHATHUS OOECMEYMBACTCS TMPOIECC AKTHBHOTO
B3aMMOJICUCTBYS OOYJAIONINXCS C MPENoaaBaTesieM; IPUOOPETAOTCS MPAKTUICCKHE
HABBIKA W yMeHWs. [lenb MpakTU4YeCKOTO 3aHATHS: YIIIYOWTh W 3aKPENUTh 3HAHUA,
MOJIYYCHHBIC Ha JIeKuH; (OPMHUPOBAHWE HABBIKOB WCIIOIB30BAHUS 3HAHWMA IS
pEIICHHs] TPAKTHYECKUX 3a7ad; BBIMOJTHEHUE TECTOBBIX 3aJlaHUN IO TPOBEPKE
MOJYYEHHbIX 3HAHUWA U YMEHUM.



CamocrosiTenbHass paboTa O0OyYaroIIMXCsl HampaBieHAa Ha yriayOJeHue Hu
3aKpeIUIeHHe 3HAHWW, MONYyYEHHBIX Ha JIEKIUAX M JIPYTUX 3aHATHAX, BBIPAOOTKY
HABBIKOB CaMOCTOSITENIbHOTO AKTHBHOTO MPUOOPETEHHs HOBBIX, JOMOJHUTEIbHBIX
3HAaHUH, MOATOTOBKY K MPEACTOSIINM 3aHITHSM.

6. OneHoOYHBIC MATEPHAJIBI IO JUCHUITIMHE

Texymuii KOHTPOJIb YCTIEBAEMOCTH 00€CIIeUNBaET OIICHUBAHUE X014 OCBOCHHSI
JTUCITUTUTHHBI, TIPOBOJIUTCS B COOTBETCTBHU C COJEPKAHMEM IHUCIUILINHBI 110 BHUAM
3aHATUN B OpME OMpOoca/TOKIA0B/ TECTUPOBAHUSI.

[TpoMesxyTouHasi arrecTanus OOSCIEYMBACT OIICHUBAHUE MPOMEKYTOUYHBIX H
OKOHYATEIBHBIX PE3yJIbTATOB OOYYCHHS 1O IHUCIUILIMHE, MPOBOIUTCS B QopMme
3a4eTa C OLUECHKOM.

6.1. IIlpuMepHbBIe OLEHOYHbIE MATEPHAJIBI:
6.1.1. Tekymero KOHTpoOJIst

Tunosbie BONpPOCHI 11 onpoca:

1. Yro Takoe TOKyMEHTOOOOpOT?

2. llepeuncianTh OCHOBHBIE 33]]a4l AaBTOMATHU3ALMU JJOKYMEHTO000pOTa
3. KakoBbl mpenmyiecTBa aBTOMaTH3aIuu JOKYyMEeHTOo000poTa?

Tunosbie TeMbl 111 JOKJIAA0B:

1. Yuernsie nokyMeHThl peBHeit ['pennu, [llymepo-BaBUIOHCKHE TOKYMEHTHI
2. YuetHble fokymeHTH JIpeBHero Erunra, JI[peBrero Puma

3. ITepBbie hopMbBI JOKYMEHTOB U MEPBbIE CPECTBA 3AMIUTHI IOKYMEHTOB

Tunosble 3a1aHUA 1JI TECTUPOBAHUS:

1. Uto Henb3s OTHECTH K cdepe NeTOonpOru3BOICTRA:

a) opopmiieHHe cekpeTapéM TprKasa o mpuémMe Ha paboTy COTPYIHHKA,;

b) odopmienne cekperapéM TO0 TpochOe HAaYaIBHHKA TO3JIPABUTEIIBHOM
TEJIErpaMMBbl I €T0 MaTEPH;

C) odopmileHHEe CeKpeTapéM IO MpOoCchOe HadaIbHUKA CITYKCOHOM 3alvCKu B
BBILIECTOSIIYIO0 HUHCTAHIIHUIO;

d) opopmitenune cexperapém MpOTOKOJIA COBEIIAHUS PYKOBOJIHUTEIICH OTIEIIOB.

2. OOBEKT AeT0NpOr3BOACTBA — ATO:

a) opopMIICHHE JOKYMECHTOB, OTPAKAIOIIUX BECh CICKTDP YIPaBICHUECKOM
NEATeNIbHOCTH TPEANpPUSITUSA, a TakkKe OpraHu3aluio JIOKYMEHTOOOOpoTa B
YUpEKIACHUH;

b) cucrema TOKyMEHTOB, CO3/IaHHASI HA OCHOBE €IMHBIX CTAH/IAPTOB;

C) TpaBuja, ONPEACIAIONINEC OPTaHH3AIMI0 JOKYMEHTHPYEMBIX MPOIECCOB Ha
NpEeANpUsTUY;

d) COBOKYMHOCTH JIOKYMECHTOB, IIPUMEHSEMBIX B ONpEICICHHON cdepe
NeATEeIbHOCTH.

3. K ocHoBHEIM 11€5151M City>k061 JIOY oTHOCSTCS:



a) PyKOBOJICTBO
b) koHTpOIH

C) KOOpIUHAIIHS
d) peanu3zarus

6.1.2. IIpome:xyTO4HOI aTTECTALMU

IIpuMepHBIN NepeyeHb BONPOCOB, BLIHECEHHbBIX HA 3a4eT ¢ OLIEHKOM

1. Yuernsie nokymentsl Jpesueit ['pernun, [llymMmepo-BaBUIOHCKHE TOKYMEHTHI

2. Yyetnsle fokymeHTsl [IpeBHero Erunra, [IpeBHero Puma

3. IlepBbie hoOpMBI JOKYMEHTOB U MEPBbIE CPEJCTBA 3ALIUTHI IOKYMEHTOB

4. TlepBble (PyHKLIUH TOKYMEHTOB: yUY€T, YIIPaBIECHUE U KOHTPOJIb

5. ®opMHpoBaHUE MTPUKA3ZHOM YIIPABICHUYECKON CUCTEMBI AEIONPOU3BOACTBA.

6. Cucrema oOuiero aenonpousBojcTBa. CTpyKTypHbIE MOApa3ieNeHus
IPUKa30B

7. BoenHnas, quruioMaTtuyeckasi, CTaTUCTUYECKas, yueTHas TOKYMEHTAIIMS.

8. Komnexxckoe  Aenonpou3BoJicTBO.  Buabl  gokymeHToB. OpraHu3anus
KOHTPOJIS 33 UCTIOJTHEHUEM JIOKYMEHTOB

9. HenompousBoactBo  XIX-nawana XX B. Opranuzauus paboTel ¢
JOKYMEHTaMH B MUHHUCTEPCTBAX

10. [TonoxxeHne o MUCbMOBOJICTBE U JIETIONPOU3BOJCTBE B BOCHHOM BEJOMCTBE

11. Pa3zBuTHE COBETCKOIO IEIONPOU3BOJCTBA

12. ®yHKIIMM METOJIMYECKOr0 LIEHTpa I0 PYKOBOJACTBY palMOHAIW3ALMEN

JIEJIOTPOU3BOJICTBA
13. bropo crannaptuzanuu BCHX CCCP
14. OcHoBHBIE OJIOKEHUSI Ennnon rocyJ1apCTBEHHOU CUCTEMBI

nenonpoussoactsa (EI'C/I)

15. Co3znanne EauHONW TroCyJapCTBEHHOW CHUCTEMbI JIOKYMEHTAI[MOHHOI'O
obecrnieuenus ynpasnenus (ETCHOY)

16. Ilpomecc CTaHJapTU3AINN u yHUDUKAIAH OpraHU3aIMOHHO-
pacropsiAuTeIbHON JOKYMEHTAUH

17. Co3znanne ABTomaTu3upoBaHHON cucTeMbl ynopaiaeHus (ACY) wu
OO6merocyapcTBeHHOM CUCTEMBI cOopa W 00paboTku wWHbOpMaNuMK Uil ydera
IJIAHUPOBAHUS U YIIPaBIICHUsS HApoAHbIM X03s1iicTBOM (OI'AC)

18. T'ocynapcTBeHHOE peryaupoBaHue IeI0mpon3BoicTBa B PD

19. HopmaTuBHO-IpaBOBOE PETYIHPOBAHUE TOKYMEHTHPOBAHUS U PaOOTHI C
JOKYyMEHTaMHU

20. IlomHomounss DenepanbHOTO APXUBHOTO AareHTCTBA IO OOECMEYCHUIO
COOMIONIEHUST TIPABWJI XPAHEHHS, KOMIUICKTOBAHMS, y4Ye€Ta U HCIOJIb30BAHUS
aApXUBHBIX IOKYMEHTOB

21. IlpaBwia menonmpown3BOACTBA B (hemepanbHBIX OpraHaxX HCIOTHHUTEIHHOM
BJIACTH

22. CtaHgapThl, yCTaHABIMBAIONIINE TIPaBmiia 0(hOPMIICHUS TOKYMEHTOB

23. Opranuzanus CiIy k05l JeIOMPOU3BOICTBA B TOCYIaPCTBEHHBIX OpraHax

24. TpeboBaHUs K OpPraHHU3aIMU JOKYMEHTOOOOpOTa B (eaepallbHOM OpTaHe



WCIIOJIHUTEIBHOM BIACTH

25. Opranuzanus ciry>K0bl AeJI0NPOU3BOJICTBA HA MPEAIPUITHIX

26. TunoBast cTpykTypa cinyxos I0Y

27. 3amaun 1 PYHKIMU CIIyKObI JEIOMPOU3BOACTBA

28. CTpyKTypa NOJIOKEHUS O CIy>K0e AeI0NpOr3BOICTBA

29. Opranumzanus  B3aumopeiicTBust cnyx0bl  JIOY co crpykTypHBIMU
MO/pa3IeNECHUIMHU NPEANPUITHS (YUPEHKACHU)

30. Opranu3zarusi TOKyMEHTO000poTa

31. ®opMbl pabOTHI C JOKYMEHTAMH B OPTaHU3aLUAX

32. Ilopsimok 00pabOTKU JOKYMEHTOB

33. DIIEKTPOHHBIC CUCTEMBI IOKYMEHTAIIUN

34. OcobeHHOCTH PabOThl C AJIEKTPOHHBIMU JOKYMEHTaMH B (eaepaiabHbIX
opraHax MCIOJIHUTEIbHOMN BIaCTH

35. [lopsiioK MCIONB30BAaHUSL ANEKTPOHHBIX TOJANUCENd. BHUIIBI 37IEKTPOHHBIX
MOJAIIUCEN

36. Opranuzaius 3aiuiieHHOro J0KyMEHTO000poTa B CETH

37. TpeboBanus Kk 0POPMIICHHIO PEKBU3UTOB JJOKYMEHTOB

38. Buasl nokymenToB. @opmatel Oymaru u mnosisi. baaHku JOKyMEHTOB

39. Buapl opranu3aliioOHHbIX TOKYMEHTOB

40. TpeOoBaHus 1Mo oPOPMIICHUIO: YCTaBa, yUpEAUTEIbHOTO JOTOBOPa

6.2. lllkajga oneHUBAHUS Pe3yJbTATOB MPOMEXKYTOUHON aTTecTallUd H
KPUTEPHH BHICTABJICHHUS OLEHOK

Cucrema OLICHHWBAaHMA BKJIIIOYACT:

dopma [Tokazarenu
Kputepuu BbicTaBiIeHUS OLIEHOK [kana oueHUBaHUS
KOHTPOJISL | OIEHUBAHU
3a4eT C | MPaBWJIBHOCTH | IaH TpaBUJIbHBINA, TIOJHBIH OTBET Ha OTJINYHO
OILICHKOU Y TIOJIHOTA | MOCTaBJICHHBII BOIIPOC, MoKa3aHa
OTBeTa COBOKYITHOCTb OCO3HAHHBIX 3HAHUU TIO

JUCHUITIIIMHEC, J0Ka3aTCJIbHO PaCKPLITHI
OCHOBHBIC IIOJIOKCHHUA BOIIPOCOB; MOI'YyT
OBITH AOIIYIICHBI HEAOYCTHI, UCIIPABJICHHLIC
CaMOCTOATCIILHO B ITPOICCCC OTBCTA.

JaH HpaBHJ’ILHHﬁ, HEOO0CTAaTOYHO ITOJTHBIN XOopouio
OTBET Ha ITOCTABJICHHBIM BOIIPOC, IMOKAa3aHO
YMCHHC BBIJICIINTD CYHICCTBCHHbBIC )51
HECCYIICCTBCHHBIC IIPU3HAKHU, JMPUIUHHO-
CIICACTBCHHBIC CBA3HU, MOT'yT OBITE
JAOMMYIICHBI HEAOYCTHI, HUCIPABJICHHBIC C
IOMOIIIBIO MTPCIIOAaBaATCIIA.

JaH HEOOCTATOYHO HpaBI/IJIBHHﬁ U IIOJIHBIN YAOBJICTBOPUTCIILHO
OTBCT, JIOTMKA W MOCJICAOBATCIbHOCTD
HU3JI0OKCHUA HMCHOT HApPYLICHUA, B OTBCTC
OTCYTCTBYIOT BbIBO/IBI.

OTBCT IPECACTABIIACT coboit Pa3pO3HCHHBIC | HCYIOBJICTBOPUTCIBHO
S3HAHUSA C CYHICCTBCHHBIMU OIIMOKAMH 10




BOIIPOCY; IPUCYTCTBYIOT
(parMeHTapHOCTb, HEJIOTMYHOCTb
U3JI05KEHNUS; JIOTIOJIHUTENbHbIE u
YTOYHSIOIIME BONPOCHl HE MPUBOIAT K
KOPPEKIMH OTBETa Ha BOIPOC.

7. PecypcHoe obecnieuyeHue JUCHUIIUHbBI

7.1. JIulieH3HOHHOE ¥ CBOOOIHO pacnpocTpaHseMoe MPOrpaMMHoOe
o0ecreyeHne 0Te4YeCTBEHHOI0 MPOU3BOACTBA

- Astra Linux Common Edition penus Open [I10-25B-603] - Onepanvonnas
cucrtema ob6miero HazHaueHus: "Astra Linux Common Edition" [Kommepueckas (Full
Package Product). Homep B EnuHoM peectpe pocCHHCKMX TpOrpamMm s
9JICKTPOHHBIX BHIYMCIUTEIbHBIX MAIlIMH U 0a3 JaHHbIX - 4433]

- Sunexc bpaysep nns opranuzanuii (6ecriatHbiil ¢pyHkuuonan) [I10-C52-
373] - bpaysep mo3Bomsger oOmarbcs ¢ ['OJOCOBBIM IOMOIIHUKOM AJIHCOH,
GunbTpyeT pexiiamy, 3aluiiaeT JuuyHble naHHbie. [becruatnas. Homep B Enunom
peecTpe POCCUUCKUX MPOrpaMM ISl SJCKTPOHHBIX BBIYMCIUTEIBHBIX MAalluH U 0a3
JaHHBIX - 3722]

- MoiiOduc O6pazosanue [[10-41B-124] - [TosHbIi KOMIUIEKT PEAaKTOPOB
TEKCTOBBIX JOKYMEHTOB U 3JIEKTPOHHBIX TaOJINII, & TAK)KE HHCTPYMEHTAPHUH 15
paboThl ¢ rpaduyeckuMu npezeHtanusamu [CBoOoaHO pacnipocTpansemoe. Homep B
EnunHoM peectpe pocCHICKUX MPOTrpaMM JIJIsl SJIEKTPOHHBIX BEIYMCIUTEIBHBIX
MaIllMH 1 0a3 TaHHBIX - 4557]

7.2. IlIpodeccuonanibubie 0a3bl JAHHBIX M1 HHGOPMAIIMOHHBbIE CIIPABOYHbIE
CHCTEMbI

WNudopmarmonnas cripaBoyHasi cuctema — CepBep OpraHoB roCyIapCTBEHHOM
Bnactu  Poccuiickoit  ®denepanuum  http://poccus.pd/  (cBOOOIHBI  AOCTYI);
npodeccroHaabHble 0a3bl JMaHHBIX — llopTam OTKPBITBIX JaHHBIX Poccuiickoit
Oenepanuu  https://data.gov.ru/  (cBoOOmHBIN gocTym); deaepalbHbIl  MOpTa
«Poccuiickoe oOpaszoBanue» http://www.edu.ru (cBOOOAHBIM JOCTymM); CHCTEMa
OoQUIIMANTBHOTO  OMyOJIMKOBAaHUS  TMPABOBBIX aKTOB B  DJIGKTPOHHOM  BHUJE
http://publication.pravo.gov.ru/  (cBoOOAHBIA gocTym); (deaepanbHbId  MOpTal
«CoBeplHIEHCTBOBaHUE rocyJ1apCTBEHHOTO yIpaBICHUS https://ar.gov.ru
(cBOOOAHBIN MOCTYIT); AJEKTpOHHAs OubOnmoreka yHuBepcuteTa http://elib.igps.ru
(aBTOpU30BaHHBIA JOCTYN); dSJEKTPOHHO-OMOMuoreuHass cucrema «3IbC IPR
BOOKS» http://www.iprbookshop.ru (aBropr3oBaHHBIN JOCTYII).

7.3. Jluteparypa

OcHoBHasA:

1. Eropuenko, T. W. Jlenonpou3BOACTBO H JAOKYMEHTOOOOPOT Ha
npeanpustan . ydeOHoe mnocooue (kypc nexkuumit) / T. WM. Eropuenko. —
Cumdeporons : YHUBEPCUTET SKOHOMHUKH U ympasienus, 2023. — 268 ¢. — Texkcr :




anexktpoHHbll // Ludposoit oOpaszoBarensHbii pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/136265.html

2. Kysuenona, 1. B. JlokyMeHTUpOBaHUE YIIPABIECHUYECKON JEATEIBHOCTH :
yueOHoe nmocobue st 6akanaBpoB / U. B. Ky3nenosa, I'. A. XauaTpsiH. — 2-¢ u3J.
— Mocksa : JlamkoB u K, Ait ITu Op Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TekcT : SNEKTPOHHBIA // DNEKTpOoHHO-OMOIUOTEeYHas cuctema I[PR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/99364.html

JlonosiHuTeILHANA:

1. Bypmuctpos, A. H. KaapoBoe nenonpou3BoACTBO U CTaHAAPTU3AIUS
Tpyna : yueoHoe nocobue / A. H. Bypmuctpos, M. I1. Cunssuna, O. B. Kanununa.
— Cankr-IletepOypr : Cankt-IleTepOyprckuii MOJUTEXHUYECKUH YHUBEPCUTET
ITerpa Bemukoro, 2020. — 104 c¢. — ISBN 978-5-7422-7046-1. — Texkcr
anexktpoHHbl // Ludposoit obOpaszoBarensHbiii pecypc [IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/116130.html

2. 3annea, E. B. JleaonpousBoACTBO U JOKYMEHTOOOOPOT B CHCTEME
TOCYJapCTBEHHOTO M MYHUIIMIIAJIBHOTO YIpPaBICHHUS : Y4eOHO-METOJIUYECKOE
nocobue / E. B. 3aiiueBa, H. B. T'onuapoBa. — EkarepunOypr : M3gatenbcTBo
VYpansckoro yausepcurera, 2017. — 178 ¢. — ISBN 978-5-7996-2233-6. — Tekcr :
anexktpoHHbI // LudpoBoit obOpaszoBarenbHbii pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/106363.html

7.4. MaTepuajibHO-TeXHUYECKOE o0ecredeHue

Jis mpoBeneHuss W oOecriedeHHsl 3aHSATUH HCMONB3YIOTCS TOMEIICHHUS,
KOTOpBIE TPEJCTABISAIOT CO00M ydeOHble ayIUTOPUM IJisi TMPOBEACHHS Y4EOHBIX
3aHATHA,  TMPEJyCMOTPEHHBIX  MporpamMmoil  OakanaBpuara,  OCHAICHHBIC
000OpyZOBaHMEM M TEXHUYECKMMHU CPEACTBAMH OOYyUYEHHUs: aBTOMATHU3HUPOBAHHOE
pabouee MecCTO MpenojaBaTess, MapKepHas J0CKa, MYJIbTUMEIUWHBIA MPOEKTOP,
JTOKYMEHT-Kamepa, MocaouyHble MecTa 00y4Yaronuxcsl.

[lomemennst st CaMOCTOATENbHOM pabOThl  00YYaOMIUXCS OCHAIICHBI
KOMIIBIOTEPHOW TEXHUKOW C BO3MOYKHOCTBIO IMOJKIKOUYEHUS K cetu «MHTepHeT» u
oOecrieueHueM JIOCTyMa K AJIEKTPOHHON HMH(OPMAIMOHHO-00Pa30BATEIBLHONW Cpee
YHUBEPCHUTETA.

ABTOpPBI: JOKTOp 3KOHOMHYECKMX HaykK, npodeccop bapaynun E.H., kangunat
3KOHOMUYECKUX Hayk [ puropbsH A.H.


https://www.iprbookshop.ru/136265.html
http://www.iprbookshop.ru/99364.html
https://www.iprbookshop.ru/116130.html
https://www.iprbookshop.ru/106363.html
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