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1. leau 1 3a7a9u JTUCHUILJIHHBI

Leab ocBOeHUsI AUCHUNIIHHBI:

- ¢dopMmupoBaHUE y O0OydYaromUXcsi CHOCOOHOCTH pa3pabaTbiBaTh MPOEKTHI
HOPMATHUBHBIX TIPABOBBIX aKTOB B cdepe npodhecCuOHANbHOU eATEeIbHOCTH,
OCYUIECTBJISITh MX TMPABOBYI0O M AHTUKOPPYINIHUOHHYIO SKCHEPTU3Y, OLEHKY
PErYJIUPYIOIIEro BO3JACHCTBUS U TIOCIEACTBUN UX PUMEHEHHUS.

HepequL KOMHeTeHHHﬁ, (l)OpMI/IpyeMI)IX B IIpouaecce U3yIeHusl TUCHUIJIUHBI

Komnerennunu Conep:xkanue

OIIK-4 CrniocobeH pa3pabaThiBaTh MPOSKTHl HOPMATUBHBIX MPABOBBIX aKTOB B cepe
npoecCHOHATBHON  JIESATEIIBHOCTH, OCYIIECTBISATh WX MPAaBOBYID U
AHTUKOPPYIIIMOHHYIO 3KCIEPTU3Y, OLIEHKY PEryIupyrOIIero BO3ACHCTBUS U
MOCJICJICTBUI X TPUMEHEHUS

3agaum JMCUMILVINHBI:

e (QopmupoBaHue y O0OyYarOIIMXCS T[OHUMAHUS OCHOB IPOECKTHUPOBAHUS
HOPMAaTHBHBIX IIPABOBBIX aKTOB B cpepe MpOoPECCUOHAIBHON AESITENbHOCTH;

o (dopmHpoBaHue IIPEICTABICHUM 0 HOpSJIKE OpraHu3aluu
JOKYMEHTHPOBAHUSI U JOKYMEHTO000poTa, (OpMUpOBaHHE 3HAHUNW OO0 OCHOBHBIX
MpaBujax M MOPSAKE MOATOTOBKH OQOPMIIECHUS, y4YeTa WM XPAHEHUS CIIy)KEOHBIX
JOKYMEHTOB, a Tak ¢ (OpPMHUPOBAHHE YMEHMH IO pa3pabOTKe YIpPaBIEHYECKOU
JOKYMEHTaLUH;

o - (popMupOBaHUE y OOYUaAIOLIUXCS YMEHHUS OCYIIECTBIISITh MPAaBOBYIO U
AHTUKOPPYILMOHHYIO 53KCHEPTU3Yy HOPMATUBHBIX IIPABOBBIX aKTOB B cdepe
npo¢eCCHOHAIILHON JIeITEIIbHOCTH

o (opMupOBaHHE MPAKTUUYECKMX 3HAHWM, CBS3aHHBIX CO 3HAHUEM
JOKYMEHTAIMOHHOTO OOECIe4YeHHs yrpaBiieHusa B opraax u noapaszaenenusx ['TIC
U CIOCOOHOCTHIO K PELICHUIO MPABOBBIX, COLMAIBHBIX M KaJpPOBBIX BOIPOCOB,
CBA3AaHHBIX C JICATENIIBHOCTBIO MOKAPHO-CHAcaTeNIbHbIX — MOJApA3/IeICeHU  Ha
TEPPUTOPUAIIBHOM  YpOBHE, a Tak € (OpPMHPOBAHHE yMEHUH  BECTH
JeJIONPOM3BOACTBO M Yy4YyacCTBOBaTh B BEICHHM JOKYMEHTOOOOpOTa B oOpraHax
roCyJapCTBEHHOW BJACTH, TOCYJAAPCTBEHHBIX WU MYHHUIMIAIBHBIX OPraHU3alMsIX, HA
npennpusatuax W opranmzamusax cucteMbl MUC  Poccun. IlpuobOperenue
INPAaKTUYECKUX HAaBBIKOB COCTAaBJICHMS, yuyeTa, XpaHEHMs, 3alllUThl CIy>KeOHOU
JOKYMEHTAIlM! B COOTBETCTBUH C TPEOOBAHUSIMH JOKYMEHTOO00pOTAa.

2. IlepeyeHb MIAHNPYEMbIX Pe3yJIbTATOB 00YUYeHUSs M0 JUCHHUILIUHE,

COOTHECCHHBIX ¢ HHIUKATOPAMH TOCTUKCHUA KOMHeTeHIII/Iﬁ
WNHauKaToOphl TOCTHKEHUS KOMITETEHIINH [Tnanupyemsble pe3ynbTaThl 00yYeHUs 0
JUCLHUIUINHE, XapaKTEPU3YIOIIUE dTaIlbl
(dbopMUPOBaHNS KOMITETEHIIHH
Hcnonp3yeT 3HaHUS OCHOB MPOEKTUPOBAaHUs | 3HAET

HOPMAaTUBHBIX IIPABOBBIX aKTOB B cdepe HOpuandeckyio TepMUHONIOTHIO,




npodeccuoHanbHOU nestenbHocTH OITK-4.1

HEO0OXOIUMYIO JIIsl MPaBOTBOPUYECKOM
nesrensHoctu OIIK-4.1.PO-1

[TpaBuiia genompon3BoACTBa B (heaepambHbIX
opra"ax ucnosHuTenbHol Biactu OITK-
4.1.PO-2

VMmeer

Hcnonb30BaTh yCTaHOBICHHBIE HOPMEBI U
IpaBuJia pa3pabOTKN HOPMATUBHBIX MTPABOBBIX
aKTOB OPTaHOB UCTIOJTHUTEIHHOM BIACTH U UX
rocynapcrBennon perucrpanuu OIIK-4.1.PO-
3

[TpumensTh 001IME U CTIeUaTbHbIE METOIbI
AKCIIEPTHOTO aHAJIN3a U OLICHKU MTPOECKTOB
HOPMAaTUBHBIX IIPABOBBIX aKTOB, MPOSIBIISIET
npodeccuonanusm u oreercTBeHHOCTh OITK-
4.1.PO-4

IIpuMmeHsieT ymeHus: OCYIECTBIATh IPAaBOBYIO
Y aHTUKOPPYILIMOHHYIO DKCIIEPTU3Y
HOPMAaTHBHBIX MPABOBBIX aKTOB B chepe
npodeccnonansHoM nestenbHocTH OITK-4.2

3Haer

MeTo/1bl aHTHKOPPYIIIMOHHOM SKCIIEPTU3BI
HOPMAaTUBHBIX ITPABOBBIX AKTOB B C(bepe
npodeccuonanbHon nesitenbHocTH OITK-
4.2.PO-1

CriocoObl coCTaBICHUS, XPaHEHUS, 3AIIUTHI
CIIy’)K€OHOH JIOKyMEHTAIIUU B COOTBETCTBHH C
TpeboBaHusAMU JO0KyMeHToobopoTa OIIK-
4.2.PO-2

VYwmeer

[TpuMeHATh METOUKY IPOTHO3UPOBAHUS
COLMAIBHO-9KOHOMHUYECKUX MOCIIEICTBHUI
HNPUHATUS HOPMAaTHBHBIX IPABOBBIX AKTOB C
Y4E€TOM aHTHKOPPYNIIMOHHON COCTaBJISAIOLIEH
OIIK-4.2.PO-3

Becrtu nenonpon3BoACcTBO U y4acTBOBAThH B
BEJICHUH JIOKYMEHTOO0OpOTa B OpraHax
roCyJapCTBEHHOM BIIACTH, TOCYIaPCTBEHHBIX U
MYHUITUTIATBHBIX OPTaHU3alUsAX, Ha
NOPEANPUATHIX U OPraHU3aLUsAX CUCTEMBI
MYC Poccun OIIK-4.2.PO-4

3. MecTo IUCHUILIMHBI B CTPYKTYpPe OCHOBHOM NMPo(deccCHOHATbHOM
00pa3oBaTeJbHOM POrPaMMBbI

JlncuurimHa OTHOCHUTCS K

00s13aTeILHOU YacTH, OCHOBHOM

poQeCCHOHATIEHON 00pa30BaTEIHbHON MPOrpaMMbl OakajaBpuaTa 1Mo HampaBJICHUIO

IIOATOTOBKH

38.03.04 T'ocymapcTBEeHHOE WU

MYHUIIMITIAJIIBHOC YIpaBJICHUC,

HaIpaBJIeHHOCTH (MPodiIh) — MaTepuanibHO-TEXHHUECKOE 00ecTIeueHue.

4. CTpyKTypa U coiep:KaHue TUCUUIIIHMHBI
OO0mast TpyI0€MKOCTh JUCITUIUIMHBI COCTABIsIET 4 3adeTHble enuHuIbl 144

gaca.




4.1 PacnipenesieHue Tpy10eMKOCTH JMCUMILVIMHBI 10 BHAaM pador,
no cemecrpam u popmam o0yueHust
JIA O4HOM hopMBbI 00yUECHUSA

TpynoeMKocTh
Bun paGotet 1o
3.e. yac. | cemecTpam|
1
OOmast TPyIOEMKOCTh IHCUUIUIMHBI IO Y4eOHOMY 4 144 144
IUIaHy
KonrakTtHast paboTta, B TOM 4ncIie: 56 56
AyIUTOpPHBbIE 3aHATHSA 54 54
Jlexmuu (JI) 26 26
IIpaxTnueckue 3ansatus (I113) 28 28
KOHCYJIBTAllUH IIepes] SK3aMEHOM 2 2
CamocrosiTenbHas padora (CP) 52 52
JK3aMeH 36 36

4.2. TemaTnyecKuil JIaH, CTPYKTYPUPOBAHHBIN 110 TEMAaM C YKa3aHUEM
OTBEICHHOI'0 HA HUX KOJIMYECTBA aKaJIeMHYECKHX YaCOB U BH/I0B padoT
1JIA O4HOM (hOopMBbI 00yUECHUSA
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JIEJIONPOU3BOJICTBA
3 [TpaBmiia OATOTOBKA U O(OPMIICHUS 14 4 4 6
OpPTraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBwiia mOArOTOBKY U 0(hOpMITCHUS 12 ) 4 6
pacTopsiANTEIHHBIX IOKYMEHTOB
[TpaBuna odopmiieHus
5 | mHGOPMAITMOHHO-CITPABOYHBIX 10 2 2 6
JIOKYMEHTOB
OO0 TOpAIOK PadOTEI C
6 | OUHHHI MOPANOK P 10| 2 2 6
JIOKYMEHTaMH B OpraHHU3aIui
7 KynbeTypa ne10Boil TMCbMEHHON peYM: 10 ) ) 6
HCTOPUSI 1 COBPEMEHHOCTh
Oco0EeHHOCTH A3BIKA CITYKEOHOTO
8 y 12| 4 2 6
JIOKYMEHTa
9 | PemakTtupoBaHue TEKCTA CIYKEOHOTO 10 2 4 4




JIOKYMEHTA

KouncyabTanus 2 2

IK3aMeH 36 36
Hroro 144 | 26 28 2 36 | 52

4.3 Conepxanue IMCUMILIMHBI AJ151 00y4AKOIIHXCS
04YHOU (pOpMBI 00yUEHUS

Tema 1. OCHOBBI OpraHu3anyu 1eJ0NMPOU3BOACTBA

Jlekuus. Begenne nokymeHTOoB 10 XV B. Y4YeTHBIE NOKYMEHTHI JIpeBHEwU
I'petmn, [IpeBnero Erumnra, JIpeBHero Puma, [lIlymepo-BaBHJIOHCKHME HOKYMEHTHI.
®opmbl JOKyMEHTOB. CpencTBa 3alUThl JOKYMEHTOB. DYHKIIMU JOKYMEHTOB: YYET,
yIpPaBJIEHUE U KOHTPOJIb.

@opMHUpPOBaHUE MPHUKA3HON YIPABICHUECKON CHCTEMBI JI€IONPOU3BOJICTBA.
Cuctema oOmiero aenonpousBojaAcTBa. CTPYKTypHbIE NOAPA3ACICHUS MPUKA30B.
BoenHnas, aunnomMarnueckasi, CTaTUCTUYECKas, y4deTHas HOKyMmeHTamusa. [IpaBuia
coctaBiiecHusT u odopmiieHUs JOKyMeHTOB. Koiexckoe Jenomnpou3BOACTBO.
Crpykrypa komneruii. Bunsl nokymeHTOB. Pernctpanus nokymeHToB. OpraHusanus
KOHTPOJISI 32 UCITOJTHEHUEM JIOKYMEHTOB.

HenonpousBoactBo XIX-navana XX B. Opranuszanus paOoTsl C JOKyMEHTaMU
B MuHHCTEpCcTBaX. [lojI0’)keHNE O MUCBMOBOJACTBE W JICJIONPOU3BOJICTBE B BOCHHOM
BEJIOMCTBE.

IIpakTHuyeckoe 3aHsiTHe. Pa3BUTHE COBETCKOTO AECIONPOU3BOACTBA. DYHKIIMU
METOAUYECKOTO0 IIEHTpPa IO PYKOBOJCTBY pallMOHAIM3ALUEH J1€I0NMPOU3BO/ICTBA.
biopo cranmaptuzanuu  BCHX CCCP. OcHoBHble moJjiokeHUsT EpuHou
rocynapctBeHHoil cucteMbl genonpousBoactBa (EI'CJ). Coszmanme Epunoit
roCyJapCTBEHHOM CHCTEMbl  JOKYMEHTAI[MOHHOTO OOecleueHus yNpaBleHUs
(EI'CHOY). Ilpomecc cranmaptu3anud W yHUPUKAUA  OpraHU3AIMOHHO-
pacnopsiauTenbHOM AoKyMeHTauuu. Co3gaHne ABTOMAaTHU3UPOBAHHOW CHUCTEMBI
yopasienus (ACY) u OOmerocyiapcTBeHHOM cucteMbl cbopa U 00pabOTKH
uHpopMaluu i1 ydeTa IUJIAHUPOBAHUS U YNPABJICHUS HAPOJHBIM XO35SUCTBOM

(OI'AC).
CamocrosiTesibHas pabora. I'ocynapcTBenHoe peryJINpOBaHKE
NEJTONPOU3BOACTBA B P®. HopmartuBHo-nipaBoBoe peryJInpoBaHue

JOKYMEHTHUPOBaHUSI W paboTel ¢ jgokymeHTamu. [lomHomoumsi denepanbHOTO
apXMBHOTO AareHTCTBa IO OOECIEeUeHUI0 COOJIOJCHUS TpaBUJ  XpaHEHUs,
KOMIUJICKTOBAHUSI, y4€Ta M MCIOJIb30BaHUS apXUBHBIX JOKYMEHTOB. [IpaBuia
JIIONIPOU3BOICTBA B (he/IepaIbHBIX OpraHax MCIOJHHUTENbHON Biactu. CTaHAapTHI,
yCTaHABIMBAIOIINE MMPaBUiia OPOPMIICHUS JOKYMEHTOB.

Pexomenayemasi aureparypa:

ocHoBHas: [1,2];

JlonoJiHuTeNbHas: [1,2].

Tema 2. Opranuzanmsi ciayK0blI 1eJJ0NPOU3BOACTBA
Jleknus. Opranuzanus CiIyX)Obl JICJIONPOU3BOJICTBA B TOCYIApPCTBEHHBIX



opranax. TpeboBaHusl K OpraHu3aluu JOKYMEHTOOOOpoTa B (perepaqbHOM OpraHe
UCMIOJIHUTENbHON  Bractu.  OpraHuzanusi  CiOy>KObl  JEJIONPOU3BOJACTBA  HA
npeanpusatuax. Tumnosas ctpykrypa ciayxxosl JJOVY.

3amaun ciyxObl Jenonpou3BojcTBa. TexHonorundeckue Qyukinuu JJOVY.
Opranmzanmonnsie  pynkiuu  JIOY. Koutponsubie ¢yHkuuu cinyx0er  JJOVY.
Meronuueckue  pynkmuu  JJOY.  CrpykTypa  MOJOXEHHS O  clyxkOe
nenornpou3BoAcTBa. Opranuzaius B3aumoiecTus ciyx0sl IOV co cTpyKkTypHBIMU
MOAPA3ACIECHUAMH PEANPUITHS (YUPEKIACHUSA).

CucreMbl KOJUIEKTUBHOM 00paOOTKM JOKYMEHTOB. KOMIUIEKCHBIE CUCTEMBI
YIPABJICHUS TOKYMEHTaM.

IIpakTuyeckoe 3ansitue. OpraHuzanuss CIyKObl JEIOMPOU3BOICTBA.
Opranu3zanus 10KyMeHTo000poTa. DopMbI pabOThI C JOKYMEHTAMH B OpraHU3aIUsX.
[Topsimok 00pabOTKK JOKYMEHTOB.

CamocrositeibHasi  pa0dora. DOJIEKTPOHHBIE  CUCTEMBI  JOKYMEHTALUU.
OcoOenHocT pabOThl C AJIEKTPOHHBIMU JIOKYMEHTaMU B (heepajbHBbIX OpraHax
UCIIOJIHUTENBHON BiacTH. 1IopsAnok HCIONb30BaHUs 3JIEKTPOHHBIX MOANKCEN. Buasl
AJIEKTPOHHBIX noanucei. OpraHu3anus 3alUIIEeHHOTO T0KyMEHTO000pOTa B CETH.

Pexomenayemasi aureparypa:

ocHoBHas: [1,2];

JloroJIHUuTENbHas: [1,2].

Tema 3. IlpaBuia mnoAroroBKM " 0GOpMJICHHS OPraHU3ALMOHHBIX
AOKYMEHTOB

Jleknusa.  O6mme  mpaBwia  opopmiieHMsT  JOKYMEHTOB.  3ajadyu
['ocygapcTBEHHOW CHCTEMBI JIOKYMEHTAlIMOHHOTO OOECHEYEHHs] YIPABICHHEM
('CAOY) u yuudunupoanHoit cuctembl gokymeHtamuu (YCJ[). TpeGoBanusi k
0(OpMIICHUIO PEKBU3UTOB JTOKYMEHTOB. Buabsl moxkymenToB. dopmarel Oymaru u
noss. biianku 1OKyMEHTOB.

Buapl opraHu3alMOHHBIX JOKYMEHTOB. PEKBHU3UTHI yCTaBa, y4pEIUTEIbHOrO
noroBopa. Buasl u nopsiiok oopMIIeHHs MOJIOKEHUN, ONPENENAIOIMUX CTPYKTYPY,
KOMITETEHIIMIO W OpraHu3anuio pabotel npeanpustus (yupexuaenus). CTpykrypa
MOJIOKEHHUM, PErJaMEHTHPYIOIINX JESITENIbHOCTh JOJDKHOCTHBIX JHI. Buasl u
CTPYKTypa MHCTPYKIIUHA. PexkBu3nThl HHCTpYKIUKA. Buasl permamentoB. TpeboBaHus
110 0(hOPMIICHUIO perjiaMeHTa.

IIpakTuyeckoe 3ansaTue. OdopmieHre HOPMATUBHO-NPABOBBIX AaKTOB
OpraHOB HCMOJHUTENBbHONW BiacTu. OQopMiieHHuE pacnopsHKEHUH, MOCTAaHOBJICHHM,
pemienuii, npukaszoB. lIpaBuna NOATOTOBKM M OQOPMIIEHUS OPraHU3ALUOHHBIX
JIOKYMEHTOB

CamocrosiTesibHas padora. O6me TpedoBanus Mo 0ohOPMIIEHUIO JOTOBOPOB.
CtpykTypa  rpaxJaHCKO-IIPAaBOBbIX  A0roBopoB.  ConaepkaHue  MPETEH3MH,
pexnamanuu. [Topsinok ohopMIIeHHSI UCKOBBIX 3asIBICHUM.

Pexomenayemas aureparypa:

ocHoBHas: [1,2];

nornoaHuTenbHas: [1,2].



Tema 4. IlpaBwia mnoaAroroBKH Hu OGOPMJICHHS PACHOPAIMTENbHBIX
JOKYMEHTOB

Jlekuusa.  Buzasl  pacnopsauTenbHBIX  JOKYMEHTOB. Odopminenue
pacnopsIUTEIbHON TOKYMEHTALNH.

Bunel u nopsanok odopmiieHuss mnpukazoB. OdopMieHHe pacnopsHKEHUM.
Odopmanenue pemenns. OpopmieHre NPOTOKOIA.

[Topsinok TOKyMEHTHUPOBAHMS TPYIOBBIX OTHOWIEHHUH. Colep:kaHue ITaHHOTO
pacnucanus. llpaBwia BHyTpeHHEro TpyaoBoro pacnopsnka. Odopmienue
JOJHKHOCTHOW — MHCTpyKumMH. OdopmiieHne TpyaoBOro J0ToBOpa. PeKBU3UTHI
IIPUKA30B 10 JUYHOMY COCTABY.

IIpakTuyeckoe 3ansitue. [lpaBuna  TOATOTOBKM H  OQOpPMIICHUSA
paclopsAUTENIbHBIX JTOKyMEHTOB. [lopsmok odopmieHHs NEpBUYHBIX YUYETHBIX
JOKYMEHTOB M YYETHBIX peructpoB. OCHOBHBIE U JONOJIHUTEIbHBIE PEKBU3UTHI
OyxraiaTepckux JOKyMeHTOB. Ha3HaueHue pekBU3UTOB, NPUMEHSAEMBIX B
OyXraiaTepcKux JOKyMEHTAaX.

CamocrosiTenbHast pabora. OpraHn3alMOHHO-pacoOpsAUTENbHAS
nokyMmenTtanus B cucteme MUC Poccun. Odopmiienne MHCTpYKIUM, TPOTOKOJIOB.
CopepxaHue U Ha3HAUEHUE CITYKEOHBIX MTUCEM, CITYKEOHBIX 3aIIMCOK.

Pexomenayemas aureparypa:

ocHoBHas: [1,2];

JornonHurtenbHad: [1,2].

Tema 5. IlpaBuna opopmieHusi HHPOPMALMOHHO-CIIPABOYHBIX
AOKYMEHTOB

Jlekumsa. Buasl mH(pOpManuMoOHHO-CIIPABOYHBIX JTOKyMEHTOB. OdopmieHue
JOKJIaJHBIX M OOBACHUTENbHBIX 3aMMCOK. Buabl W mopsaok oQopMIIEHUS aKTOB.
Bunbt ciayxeOnpix mmceM. Odopmienue ciyxebnbix nucem. OdopmiieHue
TenerpamMm. Bunbl u opopmienue cpaBok. OgopmieHue

IMpakTuyeckoe 3ausitue. Odopmienue UHGOPMAIIMOHHO-CITPABOYHOMN
JTOKyMEHTaIMu. Bujpl HaydHbIX padoT.

CamocrositenbHass padora. OdopmieHue pe3yabTaTOB HAyYHBIX pPaboT.
OdopmieHue crucka UCIOJIb30BaHHOM JIUTEPaTYPHI.

Pexomenayemas aureparypa:

ocHOBHas [1,2];

JononaHurtenbHad: [1,2].

Tema 6. O0muit NOPAAOK padOTHI € JOKYMEHTAMH B OPraHU3alMU

Jlekums. Ilpuem wu nepBuyHas 00pabOTKa BXOIAUIMX JIOKYMEHTOB.
IIpenBapuTenbHOE PACCMOTPEHHUE M pacHpelielieHHe JIOKyMEHTOB. Peructpanus
BXOJAIIIEH KoppecnoHAeHInd. Bubl Hepeructpupyemsbix JokyMeHToB. O0OpadoTka u
OTIIpaBKa HCXOJANIMX JOKyMeHTOB. IIpoBepka mpaBuUiIbHOCTH O(OpMIICHUS
UCXOIAIIMX JOKyMEHTOB. JKypHaJbHass M KapTOYHas CUCTEMA PETUCTPALMH
JOKYMEHTOB. ABTOMAaTHU3UpPOBaHHAs! CUCTEMA PETUCTPALUHU JJOKYMEHTOB.

KoHTponb 3a CcpokamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTHM3MPOBAaHHBII
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB.



Opranuzanusi OnepaTUBHOrO XpaHeHus AoKymMeHTOB. HomeHkiatypa nen B
opranuzanuu. TpeOoBaHUs 0 COCTABICHUIO U OPOPMIICHUIO HOMEHKIIATYPHI JIe]1.

IIpakTuyeckoe 3ausitue. [lopsaok ¢opMupoBaHUsS 1€l B OpraHU3alUU.
[Topsimok odopmienus aen. Cucremaruzanusi 10KyMeHTOB. OdopmiieHrne 00JI0KKH
nena. CocraBieHue BHYTpEeHHEN onucu aena. Opranuzanus XpaHEeHUs TOKYMEHTOB.
OO61mwmii mopsA0K paboThl C JOKYMEHTaMH B OpTaHU3AIUU.

CamocrosiTeibHasg padora. DKCIepTU3a LUEHHOCTH AOKYMEHTOB. llopsmok
nepenaun nen B apxuB. Cpoku xpaHeHUs JOKYMEHTOB. [lopsimok yHUYTOXKEHUS
noKyMeHTOB. [lopsimok paboOThl ¢ MHUCHbMEHHBIMU OOpaIllEHUSIMU TpaxKJaaH. Bujbl
obOpamenuii rpaxaadn. Cpoku paccMOTpeHHs oOpamieHuii Tpaxmaad. KoHTponb 3a
WCIIOJTHCHHEM OOpaIeHu TpakKIaH.

Pexomenayemasi iureparypa:

ocHoOBHas, [1,2];

JonoiaHuTenbHas: [1,2].

Tema 7. Kyabrypa [eji0BOil NHCBMEHHOW pedyH: HCTOPUA H
COBPEMEHHOCTh

Jleknus. OCHOBHBIE aCIIEKTHI KyJIbTYpPHhI I€JI0BOM peun. HopMaTUBHBIN aciekT
KyJnbTypbl peud. KOMMYHHUKaTHUBHBIN aclEKT KyJbTYpbl pe4Hd. DTHUYECKUU aCHEKT
KyJIbTYpbl peuu. McTopust pycCKOM 1eI0BOM MUCBMEHHOCTH U Pa3BUTHUE JTOKYMEHTA.
Hpesunii nepuon. Ilpukaznon nepuoa. Kosmexckuit nepuoa. MHHUCTEPCKHIA
niepuof,. COBETCKUY U NMMOCTCOBETCKUAN ITEPUOL.

IIpakTuyeckoe 3aHsiTie. OCHOBHBIE AaCHEKTHl KYJIbTYpPbI JI€JIOBOM pEYM.
Hcropus pycckon ae10BOM MTUCbMEHHOCTH M Pa3BUTHE JOKYMEHTA.

CamocrositeibHasgs padora. lHTepHAUMOHAIBPHOE M HAIIMOHAJIBHOE B
CIy>)keOHOM JIoKyMeHTe. TouHOoCTb M NOHATHOCTh. KosmnernanbHoCcTh. TouHas
aapecHoCcTb. TemaTudeckas OrpaHHYEHHOCTb. CBOEBPEMEHHOCTb M AKTYaJbHOCT.
JIOCTOBEpHOCTh M OOBEKTUBHOCTh. Y OEAMTENBbHOCTh W JIOTMYHOCTh. [lonHoTa M
CXKAaTOCTh U3JIOKEHUA. HENTpanbHOCTh U3J0KEHUS.

Pexomenayemas aureparypa:

ocHoBHad: [1,2];

nonoaHuTenbHas: [1,2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIYKEOHOI'0 JIOKYMEHTA

Jlekumusi. Crangaptuszanus sg3blka JOKyMeHTa. CrangapTu3anusi JEKCHKHU.
CnenuanpHas JIEKCMKA, CBOMCTBEHHAS TOJIBKO KaHLEIAPCKOW peun. CrnenuanpHas
TEPMHUHOJIOTHYECKAs JIEKCUKA, BBIPAKEHHAS OTIJIArOJbHBIMU CYIIECTBUTEIbLHBIMU.
CneumanbsHas ~ OoTpacjieBas  TepMHUHOJIOTMYecKas  Jiekcuka.  CrenuaibHbIe
0003HaYeHUs JIIOJACH MO0 KakoMy-JIMOO MpU3HAKy Wid JaercTBui0. CTaHmapTu3anus
CJIOBOCOYETAHUU. YCTOMYMBBIE CJIOBOCOYETAHUSA C IPOM3BOJHBIMH ITPEJIOTAMU.
VYcroliuuBble  CIOBOCOYETAHMSI  ATUKETHOTO  xapakrtepa.  CrangapTtuzanus
npemyoxennit. [Ipsmoit mopsaok ciioB. [IoCTOAHHOE MECTO BTOPOCTENICHHBIX YJICHOB
npemioxkenus.  Pacmonmokenne  cimoB mo  WH(DOPMATUBHOM — 3HAYMMOCTH.
[Ipeobnaganue cTpagaTeNbHBIX KOHCTPYKIIMUA. PacmpocTpaHEHHOCTh MPOCTOTO
npemioxkenus. KynbTypa cnoxHoro mnpemioxenus. CraHnapTuzanus TEKCTa.



CBSI3HBIM TEKCT € TPAAUIMOHHON JIMHEWHOM 3anuChi0. CBSI3HBIN TEKCT C 3alHUCHIO 1O
Tpadapery. Tekcr-ankera. TekcT-Tabnuiia.

IIpakTHuyeckoe 3aHsiTue. SI3bIKOBBIC TPeOOBaHUS K 0(DOPMIICHHIO PEKBU3UTOB
nokymeHTa. PexBusut «HaumMeHoBanue  opranuzauun». PexBusut  «Jlarta
noKyMeHTa». PexBusutr «Anpecar». PexBusutr «I'pud) yTBEpKICHHS TOKYMEHTA.
PexBusut «Pe3omoonus». PexkBU3UT «3arojioBok K TeKCTy. «PekBusut «lloamuchy.
PexkBuzut «Tekct nokyMeHTa». BUabl M TUIIBI COKpAIICHUN.

CamocrosiTeibHasi padora. S3pikoBoe O(DOpPMIICHHE JIMYHBIX TOKYMEHTOB.
Obpasubr  3asBiaenuil. OOpaszery HCKOBOro 3asBieHuss B cyd. OOpasisl
noBepeHHocTel. ABToOmorpadus. Pesrome. JlenmoBoe MUChbMO: BUIBI M S3BIKOBOE
odopMIeHHE.

Pexomenayemasi iureparypa:

ocHoBHas: [1,2];

JonoJiHuTeNbHas: [1,2].

Tema 9. PenakTupoBaHue TeKCTa CJIY:KeOHOT0 JOKYMEHTAa

Jleknus. Meroauka pegakTUPOBAHUST M TEXHHUKA TMPABKU CIY>KEOHBIX
JOKyMEHTOB. MeTonuka peJakTUpoBaHUsl JOKyMeHTa. l[lepBwiii sTam paboThl ¢
TEKCTOM JOKyMeHTa. BTopoil stam paboThl C TEKCTOM JOKYMEHTa. TpeTuil aTam
paboThI C TEKCTOM JIOKYMEHTA.

IIpakTHyeckoe 3anaTHe. TexHrUKa MPaBKU JOKyMEHTa. TUNHUYHbBIE OIIMOKHU B
A3BIKE U CTHJIE JOKYMEHTOB. JIOrMKO-CMBICIOBBIE OIIMOKH. Jlekcnueckue OmImOKu.
Mopdonornueckue  ommbOku.  CuHTtakcuueckue — omuOku.  HempaBuibHoe
ynoTpebJieHHe najiexa U mpeasiora nocjie ynpasistomux ciioB. Opdorpadudeckue u
MYHKTYaIIMOHHBIE OLTUOKH.

CamocrositesibHast padora. Hapymenuss peueBoro »srtukera. I[lpaBuna
PYCCKOTO 3THKETa

Pexomenayemas aureparypa:

ocHoBHas: [1];

JIOTIOTHUTENbHAS: [2].

5. MeToauueckue PEKOMEHIAIUH 110 OPraHU3aAllMH U3YICHUA TUCHUIIJIUHBI

[Ipu peanuzanuu mporpamMMmbl TUCHUIUIMHBI HCTOJB3YIOTCS JICKIMOHHBIE U
MPAKTHYECKHUE 3aHITHSL.

OOIMMU LENIIMU 3aHITUHN SBIISIOTCS:

— 00o00111eHne, cucTemMarus3anus, yIiIyoJieHue, 3aKperieHne
TECOPETUYECKNX 3HAHUHN TI0 KOHKPETHBIM TeMaM JUCIUTIINHBI;

— (dopmMupoBaHUE YyMEHUN MPUMEHSITH MOJTYYCHHBIC 3HAHUS HA TPAKTHKE,
peanuzaiys €TUHCTBA UHTEUIEKTYyaJIbHOU U IPAKTHYECKON e TeIbHOCTH;

— BbIpa0OTKa MpHU PELIEHUH IOCTABIECHHBIX 3aJad MpodeccHoHaTIbHO
3HaYMMBIX Ka4€CTB: CAMOCTOATEIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPYECKOU
WHUIMATHBBI.

[ensiMu EKUKU ABISIOTCS:

— J1aTh  CHCTEMAaTH3UpPOBAaHHbIE HayuyHble 3HAHWA 10 JAMCLUIUIMHE,
aKIIEHTUPOBAB BHUMaHUE HA HanOoJee CI0KHBIX BOMIPOCAX;



— CTUMYJIMPOBaTh aKTUBHYIO MO3HABATEIbHYIO NEATEIbHOCTh OOYyYarOIINXCS,
CIOCOOCTBOBaTh (POPMUPOBAHUIO UX TBOPUYECKOIO MBILUICHHUS.

B Xxome mpakTHueckoro 3aHATUS O00ECHEYMBAETCSl IPOLECC AKTHUBHOIO
B3aUMOJICHCTBUSL OOYYarOIIMXCs C MPENOoAaBaTeIeM; IPUOOPETAIOTCA MPAKTUYECKUE
HaBbIKM U yMeHHMs. Llenb mpakTU4ecKoro 3aHATHUS: YIIYOMTb U 3aKPENUTh 3HAHUS,
MOJydYeHHBbIE Ha JIeKIHUH, (POPMUPOBAHHWE HABBHIKOB HCIIONB30BAHUSA 3HAHUM s
pelleHrs] TMPAKTHUYECKUX 3aJ]lau; BBINOJHEHHE TECTOBBIX 33JaHMN IO TMPOBEPKE
ITOJIYYEHHBIX 3HAHUN U YMEHU .

CamocTosiTenbHass paboTa OOydaloIIMXCS HampaplieHAa Ha yriyOlneHue u
3aKpeIyieHHe 3HAHWM, MOJYYEHHBIX Ha JISKIUSIX WU JIPYTUX 3aHATHUSAX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEIbHOTO AKTUBHOTO MPHOOPETEHUS HOBBIX, JOMOJHUTEIbHBIX
3HAHUU, TOATOTOBKY K MPEACTOSIIIUM 3aHATUSM.

6. OnleHOYHbIe MaTePHUAJIbI N0 JUCHHUILINHE
Texyiuii KOHTPOJIb YCIIEBAEMOCTH 00ECIIEUUBAET OIICHUBAHUE XOJ]a OCBOCHHUS
JTUCITUTUIMHBI, TTPOBOAUTCS B COOTBETCTBUU C COJEP>KAaHUEM JTUCUUILIIUHBI 110 BUJIaM
3aHATHI B hopMe OMpOCca/I0KIIAI0B/TECTUPOBAHMUS.
[TpomexxyTouHast arTecTanus OOSCIIEUYMBACT OIEHWBAHHUE TPOMEKYTOUYHBIX H
OKOHYATEJbHBIX PEe3yJAbTaTOB OOYYCHHs IO JUCIUIUIMHE TPOBOIUTCS B (opme
dK3aMeHa.

6.1. IlpumepHbIe OLIECHOYHbIE MATEPHAJIBI:
6.1.1. Texymero KOHTpoOJIst
Tunosblie BONpockI AJI5 ONpoca:

1. UYrto Takoe JOKyMEHTO000pOoT?
2. [lepeunciuTh OCHOBHBIE 337]a41 aBTOMATHU3AIUU JOKYMEHTO000pOoTa
3. KaxoBbl mpenMyIiiecTBa aBTOMaTU3AIMKA IOKyMEHTOO00OpOTa?

Tunosbie TeMbl 1151 JOKJIAI0B:

1.Yuernsie nokyMentsl [IpeBueit I'penun, [llymMepo-BaBUIOHCKHE TOKYMEHTHI

2.Yuetnsie nokyMmeHThl [peBHero Erunta, JIpeBHero Puma

3.IlepBbie GOpMBI TOKYMEHTOB U TIEPBbIE CPEACTBA 3AIUTHI IOKYMEHTORB

TunoBsble 3a1aHuA ISl TECTUPOBAHUS:

1. Uto Henb3s OTHECTHU K cdepe AeT0NpPOn3BOICTRA:

a) opopMIieHHE CEKpeTapéM MprKa3a o0 MpueéMe Ha paboTy COTPYIHUKA;

b) odopmienue cekperapéM 10 MNpochkOe HayaldbHUKA MO3APABUTEILHOMN
TeJIErPaMMBbI I €70 MaTepHu;

c) odopmiieHHE CeKpeTapéM MO MpochOe HayaJbHUKA CITY>KEOHOW 3amuCKH B
BBIIIECTOSIITYO0 NHCTAHIIHIO;

d) odopmiieHne cekpeTapéM IPOTOKOIA COBEIAHUS PYKOBOIUTEIIEH OTEIOB.

2. OOBEKT JIeI0npOnu3BOACTBA — ITO:

a) ohopmIICHHE IOKYMEHTOB, OTPaKAIOIIUX BECh CIEKTP YIPaBICHYECKON
NESATEIPHOCTH TPENNPUSATHSA, a TakKe OpraHu3alyio JOKyMEHTOOO0OpoTa B
YUPEKICHUM;

b) cucrema JTOKyMEHTOB, CO3/JaHHAsi HA OCHOBE €/IMHBIX CTaHJAPTOB;

C) MpaBwWiIa, OMPEACIIAIONIUE OPraHU3aAINI0 JOKYMEHTUPYEMBIX MPOIIECCOB HA



MIPEANPUSITHH,

d) COBOKYMHOCTh JOKYMEHTOB, IPUMEHSEMBIX B ONpPEACICHHOU cdepe
JIESITEIbHOCTH.

2. K ocHoBHBEIM 11€7151M cIy>k0b1 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpaAUHAITUS

d) peanuzanus

6.1.2. [Ipome:xxyTOYHOM aTTECTALUU

HpHMeprlﬁ IEePEeYCHb BONIPOCOB, BLIHOCUMbIX HA 9K3aMCH:

1. Yuernsie nokymeHThl [lpeBHen ['peuuu, IllymMepo-BaBUIIOHCKHE
JOKYMEHTBI

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

3. IlepBbie (hopMBbI TOKYMEHTOB U TIEPBHIE CPEACTBA 3AILUTHI JOKYMEHTOB

4. [lepBbie GyHKIIUN JOKYMEHTOB: YUET, YIIpaBICHUE U KOHTPOJIb

5. dopmupoBaHue IIPUKA3HON YIIPaBIECHYECKOU CUCTEMBI
JEJIONPOU3BOICTBA.

6. Cucrema oOmero aemonpousBojacTBa. CTpPYKTypHBbIE MOApa3AEICHUs
IIPUKa30B

7. Boennas, quniomaTudeckasi, CTaTUCTUYECKAs], YUYETHAS] JOKYMEHTALIMS.

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

9. HenonpousBoactBo XIX-nawana XX B. Opranuzauus padoOThl C

JNOKYMEHTaMU B MUHUCTEPCTBAX

10. TIlonoxxeHue O MNHMCBMOBOACTBE U JEJIONPOU3BOJACTBE B BOCHHOM
BEJIOMCTBE

11. Pa3BuUTHE COBETCKOTO JEIONPOU3BOICTBA

12. @®OyHKIMM METOJUYECKOTO ILIEHTpa MO PYKOBOJCTBY palMOHAIN3ALUEH
JEJI0NPOU3BOACTBA

13.  bropo cranaaptuzaunun BCHX CCCP

14.  OcHoBHBIE  mMOJOXKEHUA  EOWHONM  TOCYyIapCTBEHHOM  CHCTEMBI
nenonpousBozacTea (EI'CJI)

15. Co3pganue EauHO#l rocymapCTBEHHOM CHCTEMbl JOKYMEHTAIIMOHHOTO
obecneuenus ynpasinenus (EI'CHOY)

16. Ilpomecc  craHmapTu3alMd W yHU(PUKAIMUM  OpraHU3aIMOHHO-
pacropsIuTeIbHON JOKYMEHTAIINU

17. Co3pganue ABTOMaTHU3UpOBaHHON cucTteMbl ynpasiaeHus (ACY) wu
OO6mierocy1apcTBEHHON cUCTeMBbl cOopa W 00pa0OoTKM HWHpOpMAIMK IS ydeTra
IJIAHUPOBAHMUS U YTIPaBJICHUSI HApOAHBIM X03stiicTBOM (OI'AC)

18. T'ocymapcTBeHHOE peryJMpoBaHHE AEJIONPOu3BoicTBa B PD

19. HopmatuBHO-TIPaBOBOE PETYIUPOBAHUE TIOKYMEHTUPOBAHUS U PAOOTHI C
JTOKYMEHTaMU



20. Ilomnomoumsi PenepalibHOTO ApPXUBHOTO areHTCTBA MO OOECIEUEHUIO
COONIO/ICHNS TIpaBWJ XpaHEHWs, KOMIUIEKTOBaHUS, Yy4yeTa M HCIOJIb30BaHUSA
apXUBHBIX JIOKYMEHTOB

21. IlpaBuia nenonpou3BoOJICTBA B (efepalbHbIX OpraHax UCHOJHUTEIbHON
BJIACTHU

22.  CranpaapTbl, yCTaHABIUBAIOIIKE MPaBUiia OPOPMIICHUS JOKYMEHTOB

23.  Opranu3zanus ciy>k0bl I1eT0MPOU3BOJICTBA B TOCYJaPCTBEHHBIX OpraHax

24. TpeboBaHUs K OpraHU3AIMU JOKYMEHTOOO0POTa B peAepaTbHOM OpraHe
MCTIOJTHUTENILHOM BIIacTU

25.  Opranuzanus cirykObl I€TONPOU3BOJICTBA HA MPEANPUATUAX

26. Tumnosas cTpykTypa ciyx0s1 [JOY

27. 3amauu v PyHKIIMHU CITY>KOBI EIIONPON3BOICTBA

28.  CTpyKTypa MOJIOKESHHS O CITy>K0e AeIOMPOU3BOICTBA

29. Opranuzanus B3aumojieicTBust ciyx0b1 JIOY co cTpyKTypHBIMHU
NoJipa3/IeICHUSIMU MIPEANPUATUS (YIPEKICHUS)

30. Opranuzanus 10KyMEHTO000poTa

31.  ®opmbl pabOTHI C TOKyMEHTAMU B OpTraHU3AIMIX

32. Ilopsgok oOpabOTKH TOKYMEHTOB

33.  DNEeKTpOHHBIE CUCTEMBI IOKYMEHTAIIUU

34.  OcobeHHOCTH pabOTHI C AIEKTPOHHBIMU IOKYMEHTaMU B (efepabHbIX
OpraHax MCIOJIHUTEIbHOU BIACTH

35. Tlopsaok MCHONB30BaHUs SIEKTPOHHBIX MOAMHUCENH. BUabl 371eKTpOHHBIX
MOANHCEN

36. Opranuzanus 3alUIIeHHOr0 JOKYMEHTO000pOoTa B CETH

37. TpeboBanus K 0pOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB

38.  Buasl nokymenToB. @opmarsl Oymaru u noJsis. biaHku TOKyMEHTOB

39.  Buabl opraHu3alMOHHBIX JOKYMEHTOB

40. TpeGoBanus mo opoOpMIICHHIO: yCTaBa, YIPEAUTEIHLHOTO JOTOBOpa

6.3. lllkana oueHMBAHUSI Pe3yJabTATOB NMPOMEKYTOYHON aTTecTAllUM H
KPHUTEPHUHU BbICTABJICHUS OLCHOK
CucreMa OlEHUBaHUS BKIIIOYAET:

dopma IToka3zarenu Kpurepun BeicTaBiIeHUs OLIEHOK [xana
KOHTpPOJIA OLICHMBaHUs OLICHMBAaHUs
JK3aMEH IIPaBUJIBHOCTB U | JaH IIPABWIbHBINM, ITOJHBIA OTBET Ha OTJINYHO

MOJIHOTA OTBETA | MOCTABIICHHBIN BOIIPOC, IIOKa3aHa
COBOKYITHOCTb OCO3HAHHBIX 3HAHU 110
JAUCHUIIIIMHE, NOKA3aTCIbHO PACKPLITHI
OCHOBHBIC ITOJIOKCHHUA BOITPOCOB;
MOT'YT OBITh AONYIICHBI HCEAOYCTHI,
HCITPABJICHHBIC CaMOCTOSATCIIBHO B
Mponecce OTBECTA.

JJaH  TpaBWIbHBIM,  HEJOCTATOYHO XOPOIIO
MOJHBLIA OTBET Ha TOCTaBJICHHBLIN
BOIIPOC, TOKa3aHO YMEHUE BBIJEIUTH
CYLIECTBEHHBIE U HECYLIECTBEHHBIE
MPU3HAKK, MPUYUHHO-CIICICTBEHHbIC




CBSI3W; MOTYT  OBITh  JTOMYIIEHBI
HEJI0YEThI, UCTIPABJICHHBIE C TOMOILBIO
MIPETNO1aBaTelIs.

JaH HCAO0CTAaTO4YHO HpaBI/IJIBHHﬁ u YAOBJICTBOPUTCIBLHO
ITOJIHEIN OTBCET, JIOTHKa u
noCiaca0BaTCIbHOCTDb H3JI0KCHUA
HUMCIOT HApyIICHUA, B OTBCTC
OTCYTCTBYIOT BbBIBOJBI.

OTBET MIpe/ICTaBIseT co00i1 | HEYZJOBIETBOPUTEIHHO
pa3po3HEHHbIE 3HAHUA c
CYILIECTBEHHBIMU omuOKaMu 1O
BOIIPOCY; IPUCYTCTBYIOT
dbparMeHTapHOCTbD, HEJIOTMYHOCTb
U3JI0KEHUS;  JIOTMIOJIHUTENbHBIE U
YTOYHSIOUINE BOIPOCHI HE MPUBOMASAT K
KOPPEKIIMK OTBETA HA BONPOC.

7. PecypcHoe o0ecneyeHue QUCIUILIMHBI
7.1. JIunieH3MOHHOE M CBOOOHO PaclpocTPpaHsieMoe MPOrPpaMMHOe
o0ecreueHue

[lepeueHb TUIIEH3MOHHOTO W CBOOOJHO PACIPOCTPAHSIEMOro MPOrPaAMMHOIO
obOecrieyeHus1, B TOM YUCJIE OTEYECTBEHHOTO MPOU3BOICTBRA:

- Astra Linux Common Edition penus Open [I10-25B-603] - Onepaunonnas
cuctema obuiero HazHadeHusa "Astra Linux Common Edition" [Kommepueckast (Full
Package Product). Homep B EauHOM peecTpe pOCCHMUCKHX Nporpamm s
AJICKTPOHHBIX BBIYMCIIMTEIIPHBIX MAIIUH U 0a3 TaHHBIX - 4433]

- Slunexc bpaysep mna opranmszanuii (Oecrutatabii GyHkimonan) [[10-C52-
373] - bpaysep mno3BossieT oOmarbcss ¢ ['0JOCOBBIM TTOMOIITHUKOM AJHMCOM,
buabTpyeT pexiamy, 3amuiaeT JuyHble nanHeie. [becrutatnas. Homep B Enunom
peecTpe POCCUNMCKUX MPOrpaMM JUIsl SJIEKTPOHHBIX BBIYMCIUTEIBHBIX MAIvH U 0a3
TIAHHBIX - 3722]

- MoitOduc O6pazopanue [[10-41B-124] - [ToaHbIli KOMIUIEKT PEIaKTOPOB
TEKCTOBBIX JOKYMEHTOB M DJICKTPOHHBIX TaOJUIl, a TaKXX€ HUHCTPYMEHTApUil IJis
paboThl ¢ rpaduyeckumu npeseHTanusmu [CBoOoaHO pacnpocTpaHsemoe. Homep B
EnunoM peecTtpe poccHMCKUX TporpaMM Jjisi JIEKTPOHHBIX BBIUYMCIUTEIBHBIX
MaIlvH 1 0a3 TaHHEIX - 4557]

7.2. llpodeccnonaibHbIe 0a3bl JAHHBIX M HHPOPMALIMOHHBIE CIIPABOYHbIE
CHCTEMbI

Nudopmarmonnas cnpaBouHas cucrema — CepBep OpraHoB roCy1apCTBEHHOMN
Bnactu  Poccuiickoit  ®epepanuu  http://poccusa.pd/  (cBoOOAHBI  HOCTYM);
npodeccuoHanbHbie 0a3bl MaHHbIX — [lopTam OTKPHITHIX JaHHBIX Poccuiickoit
Oenepanuu  https://data.gov.ru/ (cBoOOmHBIN mocTyn); denepaibHBIA MOpTa
«Poccuiickoe oOpazoBanue» http://www.edu.ru (cCBOOOJHBIA JOCTYI); CHUCTEMaA
opUITMATBLHOTO  OIyOJIMKOBAHUS  MPABOBBIX aKTOB B JJICKTPOHHOM  BHJIC




http://publication.pravo.gov.ru/  (cBOOOAHBIN  JOCTym); (enepaibHblil  HOpTal
«CoBepIIIeHCTBOBaHNE rOCyIapCTBEHHOTO yIIPaBJICHUSD) https://ar.gov.ru
(cBOOOMHBIN JIOCTYN); AJEKTpOHHAss OubOIMoTeka yHuBepcuteta http://elib.igps.ru
(aBTOpU3OBaHHBIA JOCTYN); dJEKTpOHHO-OMOMMoreyHass cucrema «IObC IPR
BOOKS» http://www.iprbookshop.ru (aBTopuzoBanHbIi JOCTYI).

7.3. Jluteparypa

OcHoBHas:

1. Eropuenko, T. WM. Jlenonpous3BOJACTBO W JIOKYMEHTOOOOPOT Ha
npeaupusaTin . ydeOHoe mocooue (kypc nekumii) / T. WM. Eropuenko. —
Cumdeporions : YHUBEPCUTET SKOHOMUKHY U yripaBieHus, 2023, — 268 c¢. — TekcrT :

anekTpoHubid // I{udposoit ob6pazoBatenpHbl pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/136265.html

2. Kysnenosa, 1. B. JlIokyMeHTHpOBaHHE YNIPABICHYECKON JIEATEIBHOCTH :
yueOHoe nocobue s 6akanaspoB / U. B. Ky3nenosa, I'. A. Xavarpsan. — 2-e u3.
— Mockaa : JamkoB u K, Ait [Tu Op Meaua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — TekcT : ANEKTPOHHBIN // DneKTpoHHO-OMOMMOoTeuHast cucrema IPR
BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/99364.html

JlomoiHUTEILHASA

1. Bypmuctpos, A. H. KagpoBoe nenonpon3BOACTBO U CTaHAApTU3ALUS
Tpyna : yueonoe nocodue / A. H. Bypmuctpos, M. I1. Cunsiuna, O. B. Kanununa.
— Cankr-Iletepoypr : Cankt-IlerepOyprckuii MOJUTEXHUYECKUN YHUBEPCUTET
ITerpa Benukoro, 2020. — 104 c. — ISBN 978-5-7422-7046-1. — TekcT
anexkTpoHHbidt // Ludposoit oOpazoBatensHbiii pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/116130.html

2. 3aiiieBa, E. B. Jlenonpou3BoACTBO M JAOKYMEHTOOOOPOT B CHUCTEME
rOCyJapCTBEHHOTO W MYHUIIMIIAJIBHOTO YIpaBiICHUS : Y4eOHO-METOIUYECKOE
nocobue / E. B. 3aiiueBa, H. B. I'onuapoBa. — ExarepunOypr : M3natenbcTBO
VYpansckoro ynusepcurera, 2017. — 178 c. — ISBN 978-5-7996-2233-6. — TekcT :
anekTponnbiit // Ludposoit ob6pazoBarenbHblii pecypc [PR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/106363.html

7.4. MaTepuajibHO-TeXHUYECKOe oOecneueHmne

Jns mpoBeneHuss U oOecrleUeHUs 3aHATHA HCIONB3YIOTCS TMOMEUIEHUS,
KOTOpbIE€ MPEACTABISIOT CO0O0W y4deOHblE ayIUTOPUU [JIsl MPOBEACHHS Y4EOHBIX
3aHSATUM,  MOPEIyCMOTPEHHBIX  MporpaMmoi  OakajlaBpuara,  OCHAI[CHHBIE
000OpyIOBaHUEM U TEXHUYECKHUMH CpPEICTBAMU OOYYEHUS: aBTOMATH3UPOBAHHOE
paboyee MecTo IpernojaBaTelis, aBTOMaTU3MPOBaHHbIE paboune MecTa 00yJyaroIuxcs
(KOMITBIOTEPHBIN KJ1acc), MapKepHas JOCKa, MYJIbTUMEAUINHBIN TPOEKTOP, TOKYMEHT-
Kamepa, MoCaJ0YHbIE MECTa 00YyJaIOIIHUXCA.

[Tomemenuss 1A CcamMOCTOSTENbHOM pabOThl  OOYyYaroIIMXCsl  OCHAICHbI
KOMITBIOTEPHOW TEXHUKOM C BO3MOYKHOCTBIO MOJKIIOUEHHS K ceTu «MHTepHeT» u
o0ecredyeHneM JI0CTyIa K 3JIEKTPOHHOM MH(GOPMAIMOHHO-00pa30BaTENbHON cpene
YHUBEPCUTETA.


https://www.iprbookshop.ru/136265.html
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ABTOpPBI: JIOKTOp 3KOHOMHYECKMX Hayk, mpodeccop bapaynmun E.H.,
KaHIMAAT MeJaroruyecknx Hayk, JoueHt [anmai [1.1.



