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1. Henu u 3axa4m I CHUTLTAHBI
Ilesin ocBOEHUSsI AMCHUILIMHBI:
— (OpMHUpPOBAHME CUCTEMHBIX 3HAHMA 00 OpraHW3AIMH JCIONMPOU3BOJICTBA B
YUPEKIAEHUAX (Ha NPEANPUITHIX );
— (GOopMHUpOBaHME YMEHMA M TPAKTUYECKUX HABBIKOB 110 HCIIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETHUYECKHMX U  MPAKTUYECKUX  3HAHUH  OCHOB
JEJOMPOU3BOACTBA IPU PEIICHUH NPOo(ecCHOHATBHBIX 3a/1a4.

Ilepeyens koMnereHuMid, GopMHUPyeMbIX B IIpouecce U3y4eHHus

JTUCIHHUIIIIHHBI
Komnerennmunu Conep:xanue
YK-4 CrnocobeH  OCYIIECTBIATH JIEJIOBYI0O KOMMYHHUKAIIMI0O B YCTHOW W
NUCbMEHHOW (popMax Ha rocyaapcTBeHHOM si3bike Poccuiickoit denepanuun
Y WHOCTPAHHOM(BIX) sI3bIKe(ax)

3agaum IMCUMILUINHBI:

— UW3YyYCHHE TOPSIKA OpraHn3aIii JOKYMEHTUPOBAHUS U JOKYMEHTO000POTa;

— W3y4YeHHE OCHOBHBIX MPABWJ M TOPSAJKA TOJATOTOBKH OPOPMIICHUS, y4eTa H
XPaHEHWUsI CITY)KEOHBIX JIOKYMEHTOB;

— IpUOOpeTeHHe MPAKTUUYECKUX HABBIKOB COCTABJICHMS, Yy4eTa, XpaHEHWS,
3allATBl  CIIy’)KEOHOM  JOKYMEHTAllMM B  COOTBETCTBUU C  TpeOOBaHUAMHU
JIOKYMEHTO000pOTa;

— (GOopMHUpPOBaHNE YMEHHUSI BECTH JICTOMPOU3BOJICTBO M YYaCTBOBATh B BEICHHH
JOKyMEHTOO0OpOTa B OpraHax TOCYAapCTBEHHOW BJIACTH, TOCYJapCTBEHHBIX H
MYHUITUTIATBHBIX OpTraHU3ANMIX, HA MPEANPUATHIX U opraHuzanusx cucreMbl MUC
Poccuun;

— ($opMHUpOBaHHUE YMEHUS IO pa3pabOTKe yIPABICHUSCKON JOKYMEHTAITUH;

— (¢opMHpOBaHHME 3HAHWW, CBSI3aHHBIX CO 3HAHUEM JOKYMEHTAI[MOHHOTO
oOecrieueHus ympasieHUsS B opraHax u mojpasaencHusx [TIC u cmocoOHOCThIO K
PEIICHUIO TIPABOBBIX, COIMAIBHBIX W KAaJPOBBIX BOMPOCOB, CBS3aHHBIX C
JESTEILHOCTIO TMOKAPHO-CIACATEIBHBIX TMOJPA3JACICHU Ha TEPPUTOPUATHLHOM
YpOBHE.

2. IlepeyeHb MIIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHs AUCHUILINHBI,
COOTHECEHHBIX € IVIAHMPYEMbIMH Pe3yJIbTATAMH OCBOCHUA 00pa30BaTeIbHOM

MPOrpamMMbI
NHIuKaTOphl JOCTHKEHUS [Tnanupyemble pe3ynbTaTbl 00y4eHHUs 1O TUCHUILTHHE,
KOMIIETEHINH XapaKTepu3yIoIIne ATaIbI ¢dopmupoBaHus
KOMIIETEHIN I
VYK-4.1 CriocobeH pa3pabaTsiBaTh 3Haer
MPOEKTHYIO ¥ PacloOpsIIUTEIbHYIO TIOPSIJIOK OpraHHM3aIu JOKYMEHTUPOBaHUSI u
JOKYMEHTAILUIO nokymenroodopora YK-4.1.PO-1
OCHOBHBIC  TpaBWIa W  TOPIJOK  IOJTOTOBKH
opopmieHus, ydera M XpaHEHHUS  CIIy>KEOHBIX
nokymeHToB YK-4.1.PO-1




Ymeer

IPUMEHSTh HABBIKM COCTABJICHHUS, y4yeTa, XpaHEHWUS,
3aMIUTHI CITY’)KEOHOW JTOKYMEHTAIIMH B COOTBETCTBUU C
TpeboBaHusIMU JOKyMeHTooOopoTa YK-4.1.PO-3

BECTH JEIIONPOU3BOJICTBO M Y4YacTBOBATH B BEICHUU
JTOKYMEHTOO0OpOTa B OpraHax rocyJapCTBEHHOI
BJIACTH, TOCYJApCTBEHHBIX W  MYHHIUINATHHBIX
OpraHM3alUsaX, Ha MPEANpPUATHAX U OpraHu3alUsiX
cucrteMbl MUC PoccunYK-4.1.PO-4

VYK-4.2. CnocoGeH pa3pabaTsiBaTh
MIPOLIECCYaTbHBIC U CITYKEOHBIC
JIOKYMEHTHI B chepe CBOECH
npoeccCHoHABbHOM IeATEeIPHOCTH

3Haer

I[OKYMGHTaI_[I/IOHHOG OGGCHG‘-IGHI/IH ynpaBJIeHHe B
opranax u nmoapazaencausx ['TIC YK-4.2.PO-1
npaBuJia TMOJTOTOBKU M O(OPMIICHUS PaCIOPSIUTEIIbHBIX
nokymenToB YK-4.2 . PO-2

Ymeer

pa3pabarTeiBaTh YIPABICHYECKYIO JOKyMeHTamuio Y K-
4.2.PO-3

pelarh MpaBoBbIE, COLMAIBHBIE U KaJIpOBBIE BOIPOCHI,
CBA3aHHBIC C JCATCIIbBHOCTBIO ITOXKAPHO-CIIACATCIIbHBIX

MOJIPA3/ICTICHNI Ha TeppUTOpUaATbHOM ypoBHE Y K-4.2.PO-
4

VK-4.3. Bnageer METOIUKON
COCTaBJICHUS Cy)KI[eHI/IH B
MEKINYHOCTHOM JISJIOBOM OOIICHHH
Ha I‘OCy,Z[apCTBeHHOM 148 I/IHOCTpaHHOM
SI3bIKAX, C MPUMEHEHUEM aJICKBAaTHBIX

Bnaneer

- KoMMyHUKAaTHBHBIMH yMEHHUSMU B ayJUpPOBAHUU,
JIMaJIoTUYeCKOM U MoHoJornueckon peun YK-4.3.PO-1.
- Hopmamu nenoBoit kommynukaiuu YK-4.3.PO-2.

- PeueBbiM sTHKeTOM YK-4.3.PO-3.

A3BIKOBBIX (DOPM U CPE/ICTB.

3. MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOM NpPo(deccHoHAIbLHOM
o0pa3oBaTeJbHON MPOrPaMMBbI

JlucuumiauHa OTHOCHTCA K (PaKyJbTaTUBHBIM  JTUCIUIUIMHAM  OCHOBHOM
npodecCHOHAIBHOM 00pa30oBaTeIbHONW MporpaMMbl OakajiaBpraTa MO HaIlpaBJICHUIO
noaroroBku 20.03.01 TexHocdepHas 06e30macHOCTh, HAMpPaBIECHHOCTb (MPOQUIIb)
«IToxxapHast 6€30MaCHOCTDY.

4. CTpyKTYypAa U cCoAepKaHUue TUCUHMUIINHBI
OO0mias Tpy10€MKOCTh JUCHUILUIMHBI COCTABIISIET 3 3a4eTHbIC eauHuUIIbI 108 yacos.
4.1 PacnipeneJieHne TPy10€eMKOCTH IUCHUIJIMHBI 10 BUAAM padoT
no cemecrpam u ¢gopmam o0yUeHUs

JJIS1 OYHOH (pOpPMBI 00yUeHUA

TpyroemMkocThb
o o
Bux yuebHoit paboTs: 3.e. Jac. ceMecTpam
5
OOmast TpyJOEMKOCTh JUCIMIUIMHBI 10 y4eOHOMY 3 108 108
IUIaHY
KonTakTHas pabora, B TOM 4ucie: 54 54




TpynoemMKocTh
. o
Bup yueOHo# paGoTs! 3.e. Jac. ceMecTpam

5

AYAUTOPHBIE 3aHATHS o4 o4

Jlexuuu (JI) 18 18

[Tpaktuueckue 3ansatus (I13) 36 36

CamocrositesbHas padora (CPC) 94 94

3auyer + +

JJIs1 32049HOM GopMBbI 00yUeHUs
TpynoemMKoCTbh \
. o
Bun yueGHOM paboThI se. e, e
2 3
OO0mast TPyIOEMKOCTh JUCIHUIUIMHBI IO YYeOHOMY 3 108 36 72
IUIaHY

KonTakTHas paborta, B TOM 4uce: 10 2 8
AYyIUTOPHBIE 3aHATHUS 10 2 8
Jlexiuu (JI) 4 2 2
[TpakTnueckue 3anstus (I113) 6 6
CamocrositesbHas pabora (CPC) 98 34 64
3auer + +

4.2 TemaTH4eCKHUil IJIAaH, CTPYKTYPUPOBAHHBIN 110 TeMaM C YKa3aHUEM
OTBE/JICHHOI'0 HA HMUX KOJIMYECTBA AaKAIeMHUYECKUX YACOB M BH/I0B Y4eOHBIX
3aHATHI

JJIs1 04HOM (hopMBbI 00YUEeHUS

KoandecTBoO
4acoB M0 BUAAM g
2 3aHATHI 2 Z
2 g S | 28
HaumeHoBaHue = =2 2 =5
Ne o = 9 = = e
TeM 4 = S = = S =
) = T ] o R
Q9 ) = =R =z =]
=] ) = = =
= 23 <
a8 Q
=
1 |OcHOBBI OpraHu3aNyu AeI0Npou3BoacTBa | 12 2 4 6
2 | Opranuzamus ciy»0bI nenonpon3Bojctea | 10 2 2 6
3 [IpaBuna mOATOTOBKH U OGOPMIICHHS 14 5 6 6
OpTraHU3aIMOHHBIX JOKYMEHTOB
4 [TpaBuia moAroTOBKH U 0POPMIICHUS 12 5 4 6
pacoOpSANTEIBHBIX JOKYMEHTOB
5 [IpaBuna opopmieHus nHPOPMAITMOHHO- 12 2 4 6
CIIPABOYHBIX IOKYMEHTOB
OO611Hi MopsiIoK PadOTEHI C JOKYMEHTAMH
6 g PANIOK P JIOKY 12 | 2 4 6
B OpTaHHU3aIluU
7 | KynpTypa 1enoBoii miCbMEHHOI peun: 10 2 2 6




I/ICTOpI/IH nu COBpeMeHHOCTB
OCO0EHHOCTH SI3bIKA CIYKEOHOTO
8 y 10 | 2 2 6
JOKYMEHTa
PenaxkTupoBaHue TEKCTA CIYKEOHOTO
g | cAaKTHp y 12 | 2 4 6
JOKYMEHTa
3auer 4 4
HUroro 108 | 18 32 4 54
AJIs1 3204HOM opMBbI 00yUeHHSA
KoandecTBoO
4acoB M0 BUAAM g
2 3aHATHI 2 Z
2 g S | 28
HaumeHoBaHuUe = 2 2 = 5
Ne = = w R = g ©
TeM 4 = S = = S =
) = ) =) o B
Q9 < = =R =z =]
2] ) = = =
= 23 =
a8 @)
=
1 | OcHoOBBI Opranu3aiyu Jeaonpou3BoacTea | 12 2 10
2 | Opranuzamms Ciy»O0bl JeJIONPON3BOACTRa | 12 12
3 [IpaBuna mDOATOTOBKM M O(QOPMIICHUS 12 12
OpTraHU3aIMOHHBIX JOKYMEHTOB
4 [IpaBuna moAroTOBKU U 0POPMIICHUS 12 12
pacopsANTEIbHBIX JOKYMEHTOB
5 [IpaBuna opopmiieHuss UHGOPMAITUOHHO- 12 12
CIIPABOYHBIX JIOKYMCHTOB
6 OO0mmwmit mopsAI0K paboThl ¢ JOKyMEHTAMU 12 12
B OpI‘aHI/ISaHI/II/I
7 KynbTypa nenoBoi MMCbMEHHOW peyu: 12 12
I/ICTOpI/IH nu COBpeMeHHOCTB
OCO0EHHOCTH SI3bIKA CIYKEOHOTO
8 y 12 12
JOKYMEHTa
PenaxkTupoBaHue TEKCTA CIYKEOHOTO
g | cAaKTHp y 8 | 2 2 4
JOKYMEHTa
3auer 4 4 +
Hroro 108 4 6 98

4.3 ConepxaHue JMCUMILIMHBI 1JI51 00y4ar0IMXCH

4.3.1 Coneprkanue TUCUMILIMHBI V151 00y4aOIIMXCS M0 04HOM popme
00y4eHus

Tema 1. OCHOBBI OpraHu3aNKu 1eJ0NPOU3BOICTBA

Jlekuus. Benenue noxkymeHTtoB 10 XV B. Y4YeTHbIE NOKYMEHTHI JIpeBHEwU
I'perun, Jlpesuero Erunta, [peBnero Puma, Illymepo-BaBUIIOHCKHE JOKYMEHTHI.
®opmbl JOKyMEHTOB. CpecTBa 3allUThl JOKYMEHTOB. DYHKIIMU JOKYMEHTOB: YYET,
YIIPaBJIEHUE U KOHTPOJIb.

@opMUpPOBAHUE IPUKA3ZHOM YIPABICHUYECKOW CHUCTEMBI JEJIONPOU3BOJCTBA.



Cucrema oOuiero neiaonpou3BojcTBa. CTPYKTypHbIE MNOJPA3CICHHUs] MPUKA30B.
BoeHHas, aumuioMathyeckasl, CTaTUCTUYECKas, ydeTHas nokymeHTauus. lIpaBuna
cocTtaBieHUsT U oOQopmieHHs JTOKYMEHTOB. Koexckoe ea0mponu3BOCTBO.
Crpykrypa kojuieruid. Bunbl jokymeHTOB. Perncrpanus qokymeHToB. OpraHu3anus
KOHTPOJIS 32 HCIIOJTHEHUEM JOKYMEHTOB.

Henonpouzsoacreo XIX-nagana XX B. B Poccun. Opranuzanusi paboTsl ¢
JOKyMEHTaMu B MUHUCTEpCTBaX. [1onoxkeHnne o MuCbMOBOJCTBE U JIEJIONPOU3BOJICTBE
B BOGHHOM BEJIOMCTBE.

Hcropust pa3BUTHUS ACIONPOU3BOICTBA B aHTJIO-TOBOPSILIUX CTPAHAX.

IIpakTuyeckoe 3ansitme. Vcropus passutus aenonpousBoacTBa. Passurue
COBETCKOI'O JIeNONpOou3BoIcTBA. DYHKIIMU METOAUYECKOTO LIEHTPa MO0 PYyKOBOJACTBY
panmoHanu3anuet aenonpousBoacTtBa. bropo crammapruzanmu BCHX CCCP.
OcHoBHBIE TOJIOKEHUST EQUHON TOCyAapCTBEHHOW CHCTEMBI JI€TOMPOU3BOJICTBA
(EI'CH). Coznmanne EanHON TOCYZapCTBEHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO
obecrieuenus ynpasienus (EI'CHOY). Ilpomnecc cranmaptuzanuu U yHU(PUKAIMHA
OpraHU3alMOHHO-PACIIOPSIIUTEIBHON JOKYMEHTALMU. Coznanune
ABTOMatu3upoBaHHOW cucTembl ympasienus (ACY) u OOmerocyaapcTBEHHOM
CUCTEMBI cOopa 1 00paboTKK MHGOPMAIIMH ISl yUeTa TJIaHUPOBAHUS U YTIPABICHUS
HapoaHbIM xo3siicTBoM (OT'AC).

Ucropust pazsutus aenonpousBojacta B CILIA u Bennkobpuranuu.

CamocrosiTesibHast pabora. I'ocynapcTBenHOE pEryJIMpOBAHUE
JEJIONPOU3BOACTBA B P®. HopmatuBHO-1IpaBoBOE pEryJINpOBaHHE
JOKYMEHTHUPOBAaHHUS W paboTel C¢ JokymeHTamMu. [lomHomouuss @enepaibHOro
apXMBHOTO AareHTCTBa IO OOECHEeYEeHUIO COOJIOJEHUS TMpaBUIl  XPaHEHHS,
KOMILUIEKTOBAHMSI, y4d€Ta M UCIOJb30BAaHUS AapXUBHBIX JOKyMeHTOB. IIpaBuia
JEJONPOU3BOACTBA B (hellepalIbHBIX OpraHax MCIOJHHUTENbHON BiacTu. CTaHAAapTHI,
yCTaHaBJIMBAIOLIUE MpaBuiia 0HOpMIIEHUS TOKYMEHTOB.

Pexomenayemas aureparypa:

ocHoBHas [1-4];

nornonHuTeabHas: [1-3].

Tema 2. Opranuzanms cayK0bl 1eJJ0ONPOU3BOACTBA

Jlekums. Opranuzanusi ciykObl JIEJIONPOU3BOJICTBA B T'OCYJapCTBEHHBIX
opranax. TpeboBaHHs K OpraHu3aluU JOKYMEHTOOOOpOTa B (erepalbHOM OpraHe
UCIIOJIHUTENIbHOM  BiacTh.  OpraHusanus  ciy>KObl ~ J€JIONPOU3BOJACTBA  Ha
npennpusaTusx. Tumnosas cTpykrypa ciyx0s JJOY.

3amaun ciyxkObl nenompousBojcTBa. TexHomormueckue Qynakmuu JJOVY.
Opranuzanuonnsie ¢ynkmun JJOY. Koutponbneie ¢ynkiun cayxosr 1OV,
Metoauueckue ¢pynkiun JJOY. CTpyKTypa MOoNI0KEHHs O CITyK0e JeI0npOr3BOCTBA.
Opranuzanus B3aumMoaeucTBus ciyx0bl JJOY co cTpyKTypHBIMU MOAPA3ACICHUIMU
npeanpusaTus (yUpexIeHus ).

Cucrembl KOJIEKTUBHOM 00paOOTKH JOKyMEeHTOB. KOMIUIEKCHBIE CHCTEMBI
YIPABJICHUS TOKYMEHTaM.

IIpakTuyeckoe 3ansitue. Opranuzanus CiayKObl  JI€TONPOU3BOJICTBA.
Opranuzanus 10kyMeHToo00poTa. DopMbI pabOTHI C JOKYMEHTAMH B OpraHU3aIUsIX.



[Topsimox 06pabOTKH TOKYMEHTOB.

DNEKTPOHHBIE CUCTEMBI JJOKYMEHTALIMH B Pa3HBIX CTPAaHAX.

CamocrosiTeibHasi padoTra. DJIEKTPOHHBIE CHUCTEMBI  JOKYMEHTALMU.
OcoOenHocT pabOThl C AJIEKTPOHHBIMU JOKYMEHTaMu B (efepajbHbIX OpraHax
WCHOJIHUTEIbHOU BiacTU. [IOpsAIOK MCHOJIb30BaHUS AJIEKTPOHHBIX Hoanucei. Buasl
AIIEKTPOHHBIX moAnucend. OpraHu3zanus 3alUIIeHHOT0 T0KyMEHTO000pOTa B CETH.

Pexomenayemasi aureparypa:

ocHoBHas [1-4];

nonojHUTEIbHasL: [1-3].

Tema 3. IlpaBuina mnoAroToBKM H OQOPMJICHHMS OPraHU3ALMOHHBIX
JTOKYMEHTOB

Jlekmusa.  OO6mue  mpaBwia  opopmiieHHS — JOKYMEHTOB.  3ajayu
['ocynapcTBeHHON CHCTEMBI JIOKYMEHTAIIMOHHOTO OOECIEYEeHHS yIPaBJICHHEM
(I'CAOY) u yaudpunmpoBanHoit cuctembl aAokymeHtanuu (YCJI). TpeboBanms k
0(pOPMIICHUIO PEKBU3UTOB JTOKYMEHTOB. Buaesl moxkymeHntoB. dopmaTel Oymaru u
1oJist. biaHku JOKyMEHTOB.

Buapl opraHn3alluOHHBIX JTOKYMEHTOB. PEKBU3UTHI ycTaBa, yUpEAUTEIHHOTO
noroBopa. Buisl 1 mopsok opopMiIeHHUS MOJTO0KEHUN, ONMPEAEISIONNUX CTPYKTYPY,
KOMIIETCHIIMI0 W OpraHU3alui0 paboThl mpennpustus (yupexnaenus). CTpykrypa
MOJIOKEHUM, PETJIAMEHTUPYIOIIUX JCSATEIbHOCTh JOKHOCTHBIX Jiuil. Buubl u
CTPYKTypa MHCTPYKUUMA. PekBu3uThl HHCTpYKIMHA. Buasl pernamentoB. TpeGoBanus
110 0(OPMIICHUIO periaMeHTa.

I[IpakTnueckoe 3ansitue. OpopmiieHre HOPMAaTUBHO-TPABOBBIX aKTOB OPTaHOB
WCIIOJIHUTENIbHOM BiacTu. OdopmieHre pacnopsKeHUM, MOCTAHOBICHHM, pEelICHUH,
nmpuka3oB. [IpaBuiia mOATOTOBKY U OPOPMIICHHUST OPTaHU3AIMOHHBIX TOKYMEHTOB

CamocrositeabHas padora. O0iue TpeboBanus o 0hOPMIICHUIO TOTOBOPOB.
CrpykTypa  rpaXxJaHCKO-TIpaBOBBIX  J0roBopoB.  ConepxaHue  MPETEH3UH,
pexnamanuu. [Topsinok odhopmIileHHsI UCKOBBIX 3asBICHUM.

Pexomenayemasi sureparypa:

ocHoBHas [1-4];

nornonHuTeabHast: [1-3].

Tema 4. IlpaBuia noaroroBKku M oQGOpMJICHHUSI PACHOPAIMTENbHBIX
AOKYMEHTOB

Jlexknus. Buael  pacnopsaMTeNnbHBIX  TOKYMEHTOB. Odopminenue
pacnopsIUTENbHON TOKYMEHTALUN.

Bunet u mopsmok odopmiieHus mnpukazoB. OdopmiieHHEe pacnopsKEHH.
Odopmnenue pemenus. OdopmieHre NPoTOKOIA.

[Topsinox TOKyMEHTUPOBAaHMS TPYAOBBIX OTHOLIEHHM. ColepKaHUe ITaHHOTO
pacnucanus. IlpaBuna BHyTpeHHero TpyAoBoro pacnopsaka. OdopmieHue
JOJDKHOCTHOW MHCTpYKIMU. OopMmileHne TpyJ0BOIO 10roBopa. PEKBU3UTHI IPUKa30B
10 JINYHOMY COCTaBY.

IIpakTuueckoe 3anstue. IlpaBuna moarotoBku U oopMieHUS
pacnopsIMTENbHbIX JOKyMEHTOB. llopsmok odopmiieHHs TEePBUYHBIX YYETHBIX



JOKYMEHTOB M YUYETHBIX pErucTpoB. OCHOBHBIE M JOIOJHUTEIIBHBIE PEKBU3UTHI
OyXraaTepcKux JIOKyMEeHTOB. Ha3HaueHune pEKBU3WUTOB, MPHUMEHSIEMBIX B
OyXraJaTepcKux JOKyMEHTaXx.

CamocrosiTenbHast padora. Opranu3aiimOHHO-pacopAIUTEIbHAS
nokymenTtaius B cucteme MUC Poccun. OdopmieHne MHCTPYKLUUNA, MTPOTOKOJIOB.
Copep:xaHue U Ha3HAYCHHE CITYKEOHBIX MTUCEM, CITY>KEOHBIX 3aIHCOK.

Pexomenayemasi iureparypa:

ocHoBHas [1-4];

nonosHUTEIbHasL: [1-3].

Tema 5. IIpaBuna odopmieHuss  HHPOPMALMOHHO-CIIPABOYHBIX
JTOKYMEHTOB

Jlekuusi. Bugel nHpOpMaAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. OdopmiieHne
JOKJIaTHBIX U OOBSICHUTEIBHBIX 3aMTMCOK. Bubl 1 mopsaok odhopmiieHus akToB. Busl
ciy)eoHbpix muceM. OdopmiieHne ciyxeOHbix muceM. OdopmiieHHuE Tellerpamm.
Bunbl u opopmieHue cpaBoxk.

IpakTuyeckoe 3ausitue. OdopmieHue UHGOPMAIIMOHHO-CIIPABOYHOMN
JOKyMeHTaIuu. Bujpl Hay4HbIX padoT.

CamocrositeibHasi padora. OdopmieHue pe3yiabTaTOB HAy4HBIX pPaboOT.
Odopmiienne crrcka UCIOIb30BaHHOM TUTEPATYPHI.

Pexomenayemas qurepartypa:

ocHoBHas [1-4];

nornoHATeIbHas: [1-3].

Tema 6. O0muil MOPAIOK PA0OTHI ¢ JOKYMEHTAMHU B OPraHU3alMHU

Jlekumsa. Ilpuem u nepBuyHas o00pabOTKa BXOIAIIUX JOKYMEHTOB.
IIpenBapurenbHOE pPacCMOTpPEHUE U paclpenesieHHe TOKyMEHTOB. Perucrtpanus
BXOJIIeH KoppecnioHAeHIMU. Buibl HepeructpupyeMsix JokyMeHToB. OOpaboTka u
OTIIpaBKa HCXOJAIIMX JOKyMeHTOB. IIpoBepka mnpaBUIBHOCTH OQOpPMIIECHUS
UCXOISIIUX JOKyMEHTOB. JKypHaJbHasT M KapTOyHas CUCTEMa PETUCTpaLUu
JOKYMEHTOB. ABTOMAaTU3UPOBaHHAsl CUCTEMA PETUCTPALMH JTOKYMEHTOB.

KoHTposib 3a CpoKamMu WCHOJHEHUS JOKYMEHTOB. ABTOMAaTHU3UPOBAHHBIN
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB.

OKkcnepTru3a HeHHOCTH AOKyMeHTOB. [lopsaok nepemaun nen B apxuB. Cpoku
XpaHeHUs TOKyMEHTOB. [1opsaa0K yHUUTOKEHUS JOKYMEHTOB.

IIpakTHyeckoe 3ansiTue. Opranu3aiys ONepaTUBHOTO XPaHEHUS TOKYMEHTOB.
Homenxknarypa nen B opranuszanuu. TpeOoBaHUS 1O COCTABICHUIO M OPOPMIICHHUIO
HOMEHKJIATYypbI JE.

[Topsamox ¢dopmupoBanus nen B opranuzanuu. [lopsimok odopmieHus ned.
Cucrematuzanuss JOKyMeHTOB. Odopmienue o6noxku gena. CocrtaBieHue
BHyTpeHHell onucu jaena. OpraHuszanus XpaHeHus JOKyMeHTOB. OO mopsiiok
paboThI ¢ JOKYMEHTaMH B OPTaHU3ALINN.

[Topsimox  ¢dopmupoBaHus el B YNOPaBICHUW TIOXKAPHOHW OXpaHbl U
ype3BbIYaiHOrO TIaHupoBaHus BemnkoOputanum u denepanbHOM areHTCTBE IO
ype3BbluaiHbIM cuTyanusm CIHIA.



CamocrosTenbHas padora. [Topsgok paboThl ¢ MMCbMEHHBIMU OOpAILIEHUSIMU
rpaxnad. Bunbr obpamenuii rpaxkaad. Cpoku pacCMOTpPEHHST 0OpaIeHui rpakaaH.
KonTposb 3a ucnonnenneM oOpaiieHnii TpaxiiaH.

Pexomenayemas ureparypa:

ocHoBHas [1-4];

nonoaHuTeabHast: [1-3].

Tema 7. KyabTypa 1€/10BOM NUCbMEHHON pevYH: HCTOPUS M COBPEMEHHOCTh

Jlexus. OCHOBHBIE ACTIEKTHI KYJIBTYPHI A€JI0BOM peun. HOpMaTUBHBIN acliekT
KyJIbTYpbl peud. KOMMYHMKAaTHUBHBIA aCHEKT KyJIbTYypbl PE€YM. DTUYECKUU ACIEKT
KYJIbTYpbI peun. MIcTopust pyCCKOW 1€JI0BOM MUCBbMEHHOCTH U Pa3BUTHUE JTOKYMEHTA.
Hpesunii nepuon. [Ipukasnon nepuon. Komnexckuit nepron. MUHHCTEPCKUN EPUOLI.
CoBeTCKHid 1 TOCTCOBETCKUM MTEPUO]T.

IIpakTuyeckoe 3ansaTue. IHTepHAIIMOHATIHFHOE U HAIIMOHAILHOE B CITY>KEOHOM
NOKyMeHTe. TodHOCTh M MOHATHOCTH. KoimerunanpbHocTh. To4yHast axpecHOCTS.
TemaTndeckas orpaHu4eHHOCTh. CBOEBPEMEHHOCTD M AKTYaJIBHOCTB. J[0OCTOBEPHOCTH
U O0BEKTUBHOCTb. Y O€IUTEIBHOCTh U JOTUYHOCTH. [10IHOTa U CKATOCTD U3T0KEHUS.
HeuTpanpsHOCTD U3II0KEHUS.

CamocrosiTesibHasgs padoTra. OCHOBHBIE aCIEKThl KYyJIbTYPHI JIEJIOBOW pEYH.
HcTopust pycckol 1e10BOM MMCbMEHHOCTH M PAa3BUTHE JOKYMEHTA.

Pexomenayemast Jiureparypa:

ocHoBHas [1-4];

nornoHATebHas: [1-3].

Tema 8. Oco0eHHOCTH SA3bIKA CJOYKEOHOI'0 TOKYMEHTA

Jleknusa. Crangaptuzanus si3bika JokyMeHTa. CranaapTuzanusi JIEKCHUKHU.
CnenuanbpHasi JIEGKCUKA, CBOMCTBEHHAs TOJIBKO KaHIEISPCKON peur. CrnenuaibHas
TEPMHUHOJIOTUYECKAs JIEKCUKA, BBIPAXXEHHAs OTIJIArOJIbHBIMHU CYIIECTBUTEIbHBIMHU.
CrnennaiibHasi OTpaciieBasi TepMUHOJIOTHYecKas Jekcruka. CrenuanbHbie 0003HaAUCHUS
J0JIeH 10 KaKOMY-JIM0O0 MPU3HAKY WK AercTBUio. CTaHAapTU3aIUs CIOBOCOYETAaHUMH.
VYcroiiuuBble  CIIOBOCOYETaHUST € MPOU3BOJAHBIMM  MPEMJIOTaMu. Y CTOMYUBBIE
CJIOBOCOUYETAHMS ITUKETHOIro Xapakrtepa. CraHmapTuzanus npemyoxeHui. [Ipsmon
nopsiAok  cioB. [locTOsITHHOE MECTO BTOPOCTENEHHBIX WICHOB MPEIJIOKEHHUS.
Pacmonoxxenne cimoB mo  wHGOpPMATHUBHOW  3Ha4YuMOCTH.  [IpeoOnamanwue
CTpaJaTelbHBIX KOHCTPYKIMU. PacnpocTpaHEHHOCTh MPOCTOrO MPEJIOKECHHUS.
Kynbrypa cnoxnoro npemnoxenus. Crangaptuzamnusi TekcTa. CBS3HBIA TEKCT C
TPaJAUIIMOHHON JIMHEWHOM 3anmuchio. CBSA3HBIN TEKCT C 3aITUCKIO TI0 Tpadapety. Tekcr-
aHkerta. TekcT-rabnwuia.

IIpakTuyeckoe 3aHsiTHe. S3bIKOBOE O(OpPMIIEHHE JUYHBIX JOKYMEHTOB.
OO6pa3ziel 3asBaeHuit. OOpasel] HCKOBOTO 3asiBiIeHUs B cyA. OOpa3iibl 10BEPEHHOCTEH.
ABtobuorpadus. Pestome. JlenoBoe mucbMO: BUIBI U S3BIKOBOE O(DOpPMIICHHE.

CamocrositeibHasi padora. SI3pikoBbie  TpeOoOBaHUSA K  O(GOPMIICHHUIO
PEKBU3UTOB NOKyMeHTa. PekBu3ut «HanMenoBanue opranuszauumn». PexkBusut «Jlata
noKyMeHTa». PexBusut «Anapecat». PexBusut «I'pud yTBEpKICHHS TOKYMEHTA.
PexBusut «Pe3onmonus». PexkBu3uT «3arosioBok K TeKCTy. «PekBu3uT «lloamucey.



PexBusut «Tekct nokymeHnTa». BUuabl ¥ TUIIBI COKpAILICHUN.
Pexomenayemas aureparypa:
ocHoBHas [1-4];
noroHATebHAs: [1-3].

Tema 9. PenakTupoBaHue TeKCTa CJIYKe0HOI0 JOKYMEHTA

Jlekuust. Meroauka pegakTUPOBAHUS M TEXHHKA TMPABKU CIY>KEOHBIX
JOKYMEHTOB. MeToaMKa peJakTUpOBaHUs JAOKyMeHTa. [lepBbiii sTam paboThl C
TEKCTOM JOKyMeHTa. BTopoil 3Tam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuit sram
pabOThI C TEKCTOM JIOKYMEHTA.

IIpakTnyeckoe 3anaTue. TexHuka nMpaBku JOKyMeHTa. TUNHUYHbBIE OLIMOKU B
A3bIKE€ U CTHJIE JOKYMEHTOB. JIOrHko-cMbICioBble OmMOKH. Jlekcuueckune OmmOKu.
Mopdonornueckue  ommbOku.  CuHTakcudeckue  ommbOku.  HempaBuibHoe
ynoTpeOieHue najeka u mpesiora rnocjie ynpapisoomux ciioB. Opdorpaduyeckue u
MYHKTYallHOHHbIE OLIUOKU.

CamocrositenbHaa padora. Hapymenuss peuyeBoro stukera. [IpaBuna
PYCCKOI'O 3THKETa

Pexomenayemasi aureparypa:

ocHoBHas [1-4];

nonojgHuTeabHast: [1-3].

4.3.2 CopepskaHue JMCUMILIMHBI /151 00y4AKOIIMXCH 110 3204HOH (popme
00y4eHus
Tema 1. OcHOBBI OPraHu3aNMu AeJIONPOU3BOACTBA

Jlekuus. Benenune nokymeHToB 10 XV B. YueTHble TOKYMEHTHI J[peBHEN
I'peunn, Jlpesnero Erumnta, [peBHero Puma, IllymMepo-BaBHUIIOHCKHE HOKYMEHTHI.
®opmbl JOKyMEHTOB. CpencTBa 3alUThl JOKYMEHTOB. DYHKIIMU JOKYMEHTOB: YYET,
yIpaBJIE€HUE U KOHTPOJIb.

@opMHUpOBaHUE NPUKAZHON YIPABICHUYECKOM CHUCTEMBI JEJIONPOU3BOJICTBA.
Cucrema oOuiero nenonpou3BojcTBa. CTPYKTypHbIE MOJPA3CICHHUS MPUKA30B.
Boennasi, auniomaTuyeckasi, CTaTUCTUYECKas, ydeTHass AoKymeHTauus. [IpaBuna
coctaBieHuss U 0QGOpMIIeHHUS JOKYMEHTOB. KolexKckoe —Jenonpou3BOACTBO.
Crpykrypa Kojuieruid. Buabl jokymeHTOB. Perucrpanus qokymeHToB. OpraHu3anus
KOHTPOJIS 3a HCIIOJTHEHUEM JOKYMEHTOB.

Henonpounzsoacteo XIX-nauana XX B. Opranuzanus paboThl ¢ TOKyMEHTaMU
B MuHHcTepcTBax. [lonokeHne o MUCbMOBOJCTBE M JEJIONPOU3BOJCTBE B BOEHHOM
BEJIOMCTBE.

Hcropust pa3BUTHUS ACIONPOU3BOACTBA B aHIJIO-TOBOPSIIIUX CTPAHAX

CamocrosiTesibHass padora. Pa3BuTHE COBETCKOrO JIEJIONPOU3BOJICTBA.
OyHKIMM ~ METOOUMYECKOTO  LEHTpa IO  PYKOBOJCTBY  pallMOHAIU3ALHUEH
nenonpousBoactBa. bropo cranmaptuzaiuu BCHX CCCP. OcHOBHBIE TOJOKEHUA
Enunoit rocynapcteenHo cuctemsl aenonpousBojictBa (EI'CJl). Co3nanue Enunoit
roCyJapCTBEHHOM CHUCTEMbl JOKYMEHTAIlMOHHOTO O0O0ECHeueHUs]  yIpPaBJICHHUS
(ETCHOY). Ilpouecc craHgapTu3auud U yHU(QUKAIMUM  OpraHU3alMOHHO-



pacnopsauTenbHOW JokyMeHTarmu. Co3gaHue ABTOMAaTH3MPOBAHHON CHCTEMBI
yopasieauss (ACY) u OOmierocymapcTBEHHONW CHCTEMBI cOopa u 00paboTKu
uHDopMaruu I y4eTa IUIAaHUPOBAHWSI W YIPABICHUS HAPOJHBIM XO3SHCTBOM
(OI'AC). I'ocynapcTBeHHOE peryaupoBaHue AenonpousBojacTsa B PO. HopmatusHo-
MPaBOBOE pETyJUpPOBaHUE JIOKYMEHTUPOBAaHUS U PAOOTBI ¢ JOKyMEHTaMH.
[TomroMounst denepadbHOTO APXUBHOTO AreHTCTBA MO OOECICUYCHHIO COOJIOICHUS
MIpaBUJI XPaHECHMsI, KOMIIJIEKTOBAHHUS, YU€Ta U UCTIOIB30BAHMS APXUBHBIX JOKYMEHTOB.
[IpaBuna nmemompon3BojCcTBa B (peepaabHBIX OpraHaxX HCIIOTHUTCIBHONW BJIACTH.
CraHmapThl, YCTaHABJIMBAIONIWE TIpaBwia OQGOPMIICHUS JIOKYMEHTOB. Mcropus
pasButus aenonpousBojictea B CIIIA u BenukoOputanuu.

Pexomenayemas iureparypa:

ocHoBHas [1-4];

nonosHUTENbHAs: [1-3].

Tema 2. Opranu3anus cayx0bl 1eJI0NPONU3BOICTBA

CamocrositeabHasi padora. Opranuzarusi Ciay>KObl JI€TONPOU3BOJICTBA B
rOCy/IapCTBEHHBIX OpraHax. TpeOoBaHMs K OpraHu3alld JOKYMEHTOOOOpOTa B
denepaabHOM  OpraHe  HCHOJHUTENbHOM  Biactu.  OpraHuszanus  CIIy>KObl
JIEIONIPOU3BOICTBA HA MPEANpUATUSAX. Tumosas cTpykrypa ciayxost JJOY.

3amaun ciyxkObl  nenonpou3BojicTBa. Texnonorumdeckue Qyukmuu JJOVY.
Opranuzanuonnsie  ¢yHkiuu JIOY. KoutponbHbie ¢GyHkuun ciyx6osr JJOVY.
Meroanueckue pynkunu J{OY. CTpyKkTypa NOJ0KEHHS O CITYKO€E JeI0IPOU3BOACTBA.
Opranuzanus B3aumMoaecTBus ciayx0bl IOV co cTpyKTypHBIMU MOAPA3AEICHUAMU
NpeaAnpuaATUs (yUpexacHus).

CucreMbl KOJUIEKTUBHON 00paOOTKH JOKyMEHTOB. KOMIUIEKCHBIE CHCTEMBI
YIIPABJICHUS TOKYMEHTAM.

Opranu3zanus ciyxO0bl aenonpousBojacTa. Opranuzanus JOKYMEHTOO0O0pOTa.
®opmbl pabOTHI C TOKyMEHTaMU B opraHuzanusix. [lopsaok oOpaboTku 10KyMEHTOB.

DONEeKTpOHHBIE  CHCTeMbl  JoKyMeHTanuu. (OcobeHHocTH  paboThl ¢
AJNIEKTPOHHBIMU JOKYMEHTaMH B (pelepalbHbIX OpraHax MCIOIHUTEIbHOU BIACTH.
[Topsimok MCIONB30BaHUs ANEKTPOHHBIX MOANUCENH. BUABI AIEKTPOHHBIX MOANUCEN.
Opranuzanusi 3alllMIIEHHOTO JOKYMEHTOOOOpOTa B CETH. DJIEKTPOHHBIE CHUCTEMBI
JOKYMEHTAIIMU B PA3HBIX CTPAHaX.

Pexomenayemas Jiureparypa:

ocHoBHas [1-4];

noroyHATebHAs: [1-3].

Tema 3. IIpaBuiia mOArOTOBKHM U 0(pOPMJICHHUS OPraHU3alHOHHBIX
JOKYMEHTOB
CamocrosiTesibHass padora. OOmue mnpaBuwia OQPOPMIICHUS TOKYMEHTOB.
3anauu ['ocy1apcTBEHHOM CUCTEMBI IOKYMEHTAIIMOHHOTO 00eCTeYeHUsl yIPABICHUEM
(I'CAOY) u ynudpunupoBanHoii cuctembl aAokymeHTanuu (YCJl). TpeGoBanus k
oOpMIIEHHIO PEKBU3UTOB JOKYMEHTOB. Buabl mokymeHToB. @opmaTsl OymMaru u
noJisi. bjaHKu TOKyMEHTOB.



Buapl opraHu3alMOHHBIX JOKYMEHTOB. PEKBH3WUTHI ycTaBa, yUpEAUTEIbHOTO
aoroBopa. Buasl u nmopsinok ohopMiIeHHs MOJOKEHUHN, OMPEAESIONUX CTPYKTYpY,
KOMIIETEHIIMIO M OpraHu3anuio padotsl npeanpustus (yupexaenus). CTpykrypa
MIOJIOKEHUM, PErIaMEHTUPYIOIIUX AESATENbHOCTh JIOJDKHOCTHBIX JHIL. Buael wu
CTPYKTypa UHCTPYKIHi. PekBu3nThl nHCTpyKImii. Buasl pernmamentoB. TpeOoBaHus
1o 0(OPMJICHHIO PErJIaMEeHTa.

OdopmieHre HOpMaTUBHO-TIPABOBBIX AKTOB OPT'aHOB HCTIOHUTEIBHON BIACTH.
OdopmiieHue pacropsiKeHUM, TOCTAHOBJEHUM, pelieHud, npuka3oB. IIpaBumna
MOATOTOBKU U 0(OPMJIEHUSI OPTaHU3AIIMOHHBIX IOKYMEHTOB

Oo6mue TpeboBanus nmo odopmiieHHI0 A0roBopoB. CTpyKTypa Ipa’kKIaHCKO-
paBOBBIX JOroBOpoB. ColeprkaHue NpeTeH3uu, peknamaiuu. [lopsaok odpopmiienus
VICKOBBIX 3a5IBJICHUM.

Pexomenayemas sureparypa:

ocHoBHas [1-4];

nonoaHuTeabHast: [1-3].

Tema 4. IlpaBuiaa mnoaAroToBkM M 0(OPMIICHUS PACHOPAIAUTEIbHBIX
AOKYMEHTOB

CamocrosiTesibHass  pabdora. Buasl pacnopsautenbHbIX — JTOKYMEHTOB.
Odopmiienne pacnopsIUTEIbHON TOKYMEHTALUU.

Buner u nopsinok odopmiienus npukazoB. OdopmiieHHe pacnopsKEHUU.
Odopmienue pemenusi. OdhopmieHre MPOTOKOIIA.

[Topsnok NOKyMEHTHPOBAHUS TPYIOBBIX OTHOWIEHHU. COoAep/KaHUE ITAHHOTO
pacnucanuda. llpaBuma BHyTpeHHEro TpynoBoro pacnopsaka. OdopmieHue
TOJDKHOCTHOM MHCTPYKUMH. OpopMIIEHHE TPYIOBOTO IOTOBOPa. PEKBU3UTHI TPUKA30B
10 JINYHOMY COCTaBY.

[TpaBmia nDOArOTOBKM U O(OPMIIEHUS PaCHOPAIUTENbHBIX JOKYMEHTOB.
[Topsanox odopmiieHUS MEPBUYHBIX YYETHBIX JOKYMEHTOB M YUETHBIX PErMCTPOB.
OCHOBHBIE U JIONIOJHUTENIbHBIE PEKBU3UTHI OyXranTepcKux J10KyMeHToB. HazHaueHue
PEKBU3UTOB, IPUMEHSAEMBIX B OyXTalITEPCKUX JOKYMEHTAaX.

OpranuszanuoHHO-pacnopsauTenbHas JokymeHTanus B cucteme MUYC Poccun.
Odopmnenne HMHCTPYKUMHA, NpoTOKoJoB. CoaepikaHUe M Ha3HAYCHHE CIYKEOHBIX
MUCEM, CITY’KEOHBIX 3aITUCOK.

Pexomenayemas mreparypa:

ocHoBHas [1-4];

noroHATebHas: [1-3].

Tema 5. [IpaBuiia opopmiieHust HHGOPMAUOHHO-CIIPABOYHBIX
AOKYMEHTOB
CamocrosiTesibHast pabora. Buibt UH(OPMAITMOHHO-CITPABOYHBIX
nokymeHToB. OdopmiieHHe TOKIaJAHBIX M OOBSCHUTEIBHBIX 3alMUCcOK. Buasl u
nopsiok oopmiieHust akToB. Bunbl ciykeOHbIX muceM. OdopmieHue ciykeOHbIX
nuceM. Odopmiienue tenerpamMm. Buabl u opopmieHue cpaBok.



Odopmienrne nHGOPMAITMOHHO-CITPABOYHOM JOKYMEHTAllMU. BUIbl HaydHBIX
pabor.

Odopmiienne  pe3yiabTaTOB  HaydHbIX  pabor. OdopmieHue  crmcka
MCIOJIb30BaHHOM JTUTEPaTyPHI.

Pexomenayemas ureparypa:

ocHoBHas [1-4];

nomnoaHuTeabHast: [1-3].

Tema 6. O0muil NOPAIOK PA0dOTHI ¢ JOKYMEHTAMH B OPraHU3ALMHU

CamocrositenbHass padora. Ilpuem u nepBuyHas 00pabOTKa BXOMSIIUX
nokymMeHTOB. [lpeaBapuTellbHOE pPAacCMOTPEHUE U PACHPECICHUE JTOKYMEHTOB.
Peructpatus Bxozsiiei koppecnoHAeHIMU. Buibl HeperucTpupyemMbix JTOKyMEHTOB.
OOpaboTka ¥ OTIpaBKa MCXOAAIIUX JOKyMEeHTOB. [IpoBepka mpaBUIBHOCTU
oopmIIeHHs HCXOAAIIMX JOKyMeHToB. JKypHanbHass W KapTO4Has CHCTEMa
pEerucTpaldd  JIOKYMEHTOB.  ABTOMAaTM3MpOBaHHAasi  CHCTEMA  PETUCTpaluu
JIOKYMEHTOB.

KoHTposp 3a CpoKamMu HCHOJHEHUS JOKYMEHTOB. ABTOMAaTHU3MPOBAaHHBIN
KOHTPOJIb 32 HUCIIOJTHEHUEM JIOKYMEHTOB.

OpraHu3anusi onepaTMBHOIO XpaHEHMsI JNOKyYMeHTOB. HoMmeHknarypa nen B
opraHuzanuu. TpeOoBaHMs MO COCTABICHUIO U OPOPMIIEHUIO HOMEHKIIATYPbI AL

[Topsinok ¢popmupoBanusi nen B opranuzanuu. Ilopsnoxk odopmienus aein.
Cucremaruzanuss J0KyMeHTOB. Odopmienue o0noxku gaena. CocraBieHHe
BHYTpeHHe#l omnucu aena. OpraHu3aius XpaHeHUs JOKYMEHTOB. OOIIMid MOpsIOK
paboThI C TOKYMEHTaMH B OPTaHHU3aL1H.

DKcnepTh3a LHEeHHOCTH AOKyMeHTOB. Ilopsaok nepenaun nen B apxuB. Cpoku
XpaHEHMsI TOKYMEHTOB. 110ps/10K yHUUTOXKEHUS JOKYMEHTOB.

[Topsinok paboThl ¢ MUCBMEHHBIMU OOpaICHUSIMU IpakaaH. Buasl oOpariennii
rpaxaad. Cpoku paccMOTpeHMsI oOpalieHuid rpaxaad. KoHTposb 3a UCHOJIHEHHEM
oOpallleHu# rpakJiaH.

[Topsnok ¢opMupoBaHus Jen B YINpaBICHUM IOXKAPHOM OXpaHbl U
Yype3BblYaiHOrO IUIaHupoBaHus BenukoOputanun u @PenepajbHOM areHTCTBE IO
ype3BblYaiHbIM cuTyanusm CIHIA.

Pexomennyemas mrepartypa:

ocHoBHas [1-4];

noroHATebHas: [1-3].

Tema 7. KyabTypa 1€/10BOM NUCHbMEHHON pevYH: HCTOPUS M COBPEMEHHOCTh

CamocrosiTesibHass padoTa. OCHOBHBIE aCIIEKThl KYyJIbTYPBI JEJIOBOW pEYH.
HopMmatuBHbIi acniekT KyapTypsl peur. KOMMyHUKaTUBHBIN aCIEKT KYJIbTYpPbl PEUU.
ODTUYECKUN acCleKT KyJbTypbl peur. McTopusi pycCKOM AE€IOBOM MUCHbMEHHOCTH U
pazBuTue noKymeHta. JpeBuuil nepuon. [Ipukaznoi nepuon. Kosnexckuid nepuo.
Munucrepcknii neprol. COBETCKHI M TOCTCOBETCKUI NEPUO.

OCHOBHBIE aCIHEKThl KYJbTYphbl N€JI0BOM peun. McTopus pycckoil nenoBoit



NMCbMEHHOCTHU U Pa3BUTHE JOKYMEHTA.

WuTepHanmoHanpbHOe U HAIIMOHATBHOE B CIY:)KEOHOM JOKYMeHTEe. TOYHOCTh U
IIOHATHOCTb. KosernanbHOCTB. Tounas aJpECHOCTb. TemaTnueckas
OrpaHU4YEeHHOCTb. CBOEBPEMEHHOCTb M  AKTYyaJIbHOCTh.  JlOCTOBEPHOCTH H
OOBEKTUBHOCTh. Y O€AUTENBHOCTD U JIOTUYHOCTH. [10JHOTA U CKATOCTH M3I0KEHHUS.
HeltpanbHOCTD M310KEHUS.

Pexomenayemasi iureparypa:

ocHoBHas [1-4];

nonosHUTEIbHasL: [1-3].

Tema 8. Oco0eHHOCTH SI3bIKA CJIYKEOHOI'0 TOKYMEHTA

CamocrositeibHasgs  paGora.  Cranpaptuzanus  s3blka  JTOKYMEHTA.
Cranpaptuzauust jekcukd. CrnenuanbHas JI€KCHKA, CBOWCTBEHHAs  TOJIBKO
KaHuensipckod peun. CrnenuanbHas TEPMUHOJOTHYECKAs JIEKCHKA, BBIPAKCHHAs
OTTJIaroJIbHBIMU CYIECTBUTENbHBIMU. ClielInaibHas OTpaciieBasi TEPMUHOJIOTUYECKAs
nexkcuka. CrenuanbHble 0003HAUEHUS JIIOJICH MO KaKOMY-TTMOO TMPU3HAKY WM
neictBuro. CTaHjgapTu3alusl CIOBOCOYETAHMM. YCTOWYHMBBIE CIOBOCOYETAHUS C
MPOU3BOJIHBIMU TMPEJIOTaMH. Y CTOMYMBBIE CIIOBOCOUYETAHHSI 3TUKETHOTO XapaKTepa.
Cranpaptuzauus npennoxkeHui. IIpsmoil mopsnok cioB. IlocTosiHHOE MecTo
BTOPOCTENEHHBIX WICHOB MpeioKeHus. Pacmnonoxenue ciioB mo MHGOPMATUBHOM
3HauuMocCTH. [IpeobOnananue cTpagaTelbHbBIX KOHCTPYKIMM. PacrpocTpaHeHHOCTH
npocroro npemioxkenus. Kynprypa crmoxHoro mnpemnoxenud. CranaapTu3auus
TekcTa. CBS3HBIM TEKCT C TPAJAUIMOHHOW JIMHEWHOW 3amuchio. CBS3HBIA TEKCT C
3anucklo 1o Tpadapery. Tekcr-ankera. Tekcr-Tabnuua.

S3bikOBBIE TpeOOBaHUSI K O(OPMIICHUIO PEKBU3UTOB JOKyMEHTa. PexBU3UT
«HanmenoBanue opranuzauumn». PekBu3ut «/lata nokymeHnTa». PekBU3uT «Anipecar».
PexBusutr «I'pud yTBepxKaeHUs NOKyMeHTa». PekBusut «Pesomtonus». PexBuzut
«3aronoBok K Tekcry. «PexBusut «lloanucey». PexBusurt «Tekect nokymeHnTa». Busl
Y TUIIbl COKPALICHUN.

SA3bikoBOE odopmIleHHE JTUYHBIX JOKYMEHTOB. OOpa3ubl 3asBieHuil. O0paszern
UCKOBOIO 3asiBieHHs B cyA. OOpasubl qoBepeHHocTel. ABroOuorpadus. Pestome.
JlenoBoe mucbMO: BUJIBI U A3BIKOBOE 0(hOPMIICHHE.

Pexomenayemasi iurepartypa:

ocHoBHas [1-4];

noroHATebHas: [1-3].

Tema 9. PenaktupoBaHue TeKCTa CJIYKeOHOI0 JOKYMEHTA

Jlekuus. Meroauka pegakTUPOBAaHUS M TEXHHMKA IPABKU CIYKEOHBIX
JOKYMEHTOB. MeToaMKa penakTUpoBaHUs AOKyMmeHTa. [lepBbiil sTam paboThl C
TEKCTOM JOKyMeHTa. BTopoil sTam paboThl ¢ TEKCTOM JOKyMeHTa. TpeTuit sram
pabOThI C TEKCTOM JIOKYMEHTA.

IIpakTHuyeckoe 3ansaTHe. TexXHUKA NMPAaBKU JOKyMEHTA. THUIIUYHBIE OMIMOKHU B
A3bIKE€ U CTHJIE JOKYMEHTOB. JIOrHKO-CMBICIOBBIE OMUOKH. Jlekcuueckue OmmOKu.
Mopdonornueckue  ommOku.  CuHTakcudeckue — ommubOku.  HempaBuiibHOE



ynotpeOaeHHe najiexxa v Ipeyiora nocie ynpasisomux cinoB. Opdorpaduueckue u
MYHKTYallMOHHBIE OIIUOKHU.

CamocrositenbHast padora. Hapymenuss peueBoro ostukera. IlpaBuna
PYCCKOT'0O 3THKETa

Pexomenayemas Jiureparypa:

ocHoBHas [1-4];

nonogHuTeabHast: [1-3].

5. MCTO}]I/I‘ICCKI/IC PEKOMECHIAIUMA 110 OPraHu3aliui U3YICHUA TUCIHHUIIJIMHBI

[Ipu peanuzanuu MPOTpPaMMbl TUCIUIUIMHBI HCTIOJB3YIOTCS JEKIMOHHBIE WU
MPAKTUYECKHUE 3aHITHS.

OOmuMU 1eNIIMU 3aHATUN SBISIOTCS:

— 000011eH e, cUcTeMaTHh3aIus, yIIIyOJIeHHE, 3aKperyieHue
TEOPETUYECKUX 3HAHUN IO KOHKPETHBIM TEMaM JUCUUIUINHBI;

— dbopMHpOBaHHE YMEHHUM MPUMEHATH NOJyUYEHHbIE 3HAHUS HA MPAKTUKE,
pean3anys eqUHCTBA UHTEJUIEKTYalIbHON U MPAKTUYECKOM e TEIIbHOCTH;

- BbIpa0OTKa MpU pEIIeHUH IOCTABJICHHBIX 3a1ay MNpo(dhecCHOHATBLHO
3HaYUMBIX KauyeCTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOUHOCTH, TBOPUYECKON
MHULUATHUBBI.

[enstMu TEKIMU SBISIOTCS:

— JaTh CHCTEMAaTH3MPOBAaHHBIE HAy4YHble 3HAHUS 1O JAUCIMIUIMHE,
aKIIEHTUPOBAB BHUMaHUE Ha HanOOJIee CI0KHBIX BOMIPOCaX;

— CTUMYJHMPOBATh aKTUBHYIO MTO3HABATEJIBbHYIO JIEATEIbHOCTh O0YUaOLIUXCS,
CIoco0CTBOBATH (DOPMUPOBAHUIO UX TBOPUYECKOTO MBIIILICHUS.

B xonme mnpaktuueckoro 3aHATHs oOecneuyMBaeTcs MpoLEecC aKTHUBHOIO
B3aUMOJEUCTBUS O0yUaroOUMXCcs C MpenojiaBaTeieM; NpuoOpeTaroTCsl IPAKTHUECKHUE
HaBbIKM U yMeHHMs. Llenb mpakTHUecKoro 3aHsATUS: YIIIyOUTbh W 3aKpENUTh 3HAHMS,
MOJly4eHHbIE Ha JEKIWH; (OPMUPOBAHME HABBHIKOB HCIOJIB30BAaHUS 3HAHUU IJIA
pelIeHrsT TPAKTHYECKUX 3ajad; BBIMOJHEHUE TECTOBBIX 3aJaHMNl IO TPOBEPKE
ITOJTyYEHHBIX 3HAHUN U YMEHHUM.

CamocTtosTenpHass paboTa OOydaloIIMXCs HaANpaBlieHA Ha YIUIyOJlieHuEe u
3aKperyieHHe 3HAHWM, MOJyYeHHBIX Ha JIKIHMSIX W APYTUX 3aHATHSX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEIBHOTO AKTHUBHOTO TPHUOOPETEHHUS HOBBIX, IOMOJHUTEIBHBIX
3HAaHUU, TOJTOTOBKY K MPEACTOSIINM 3aHITHSIM.

6. OueHo4YHbIE MATEPHUAJIBI 110 AUCIUTIIHHE
Texymuii KOHTPOJb yCIIEBAEMOCTH 00eCIIeYrBaeT OIIEHUBAHUE X0/Ia OCBOCHUS
JTUCIMIUTAHBI, TIPOBOJUTCS B COOTBETCTBUU C COACPXKAHUEM TUCITUTUIMHBI 110 BUAAM
3aHATHUH B hOpMeE OMpoca/I0KIIaI0B/TECTUPOBAHUS.
[TpoMexyTouHas arTecTanusi 00eCIIeUnBaeT OIICHUBAHHUE MPOMEKYTOUYHBIX H
OKOHYATENIbHBIX PEe3yJbTAaTOB OOYyYECHHS MO AWCIHUILUIMHE, MPOBOAUTCS B (opme
3adera.



6.1. IlpumepHBbIE OLIEHOYHbIE MATEPHUAJIbI:
6.1.1. Texkyiero KOHTpoOJIst
Tunosbie Bonpocsl AJs Onpoca:

1. Yrto Takoe JOKyMEHTOOO0pOT?
2. [lepeuncnauTh OCHOBHBIE 33JaUl aBTOMATHU3AIMH JJOKYMEHTOO00pOTa
3. KakoBbl npernMy1iecTBa aBTOMaTU3alll JOKyMEHTO000poTa?

TunoBblie TeMbI JI1 JOKJIA0B:

1. Yuernsie nokymentsl [IpeBueii ['penun, [llymepo-BaBUIOHCKHE TOKYMEHTHI

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

3. ITepBbie GOpMBI JOKYMEHTOB U TIEPBBIC CPECTBA 3AIIUTHI JOKYMEHTOB

TunoBble 3a1aHUs 1J151 TECTHPOBAHMS:

1. Uto Henb3s OTHECTH K cpepe 1eTonpon3Bo/ICTRA:

a) oopMIIeHHE CEKpeTapéM MpUKasa o MpuéMe Ha paboTy COTPYIHUKA,

b) odopmieHue cekperapéM 10 mpockOe HayadbHHUKA IO3APaBUTEILHON
TeJIErpaMMBbl JJII €T0 MaTepu;

¢) odopmileHHE ceKkpeTapéM 10 MpochOe HayadbHHUKA CIY)KCOHOW 3alMCKH B
BBITIECTOAIILYIO0 HHCTAHIIUIO;

d) odopmiieHne cekperapéM IPOTOKOIA COBEIAHUS PYKOBOIUTEIIEH OT/IEIIOB.

2. OOBEKT aeI0mporu3BOICTBA — ITO:

a) odopmIIeHHE ITOKYMEHTOB, OTPAXKAIOIIUX BECh CHEKTP YIPaBIECHYECKOMN
NEATeIbHOCTH TNPEANpUsATUs, a TakKe OpraHu3aluilo JOKYMEHTOOO0OpoTa B
YUIPEIKICHUY;

b) cucTteMa TOKyMEHTOB, CO3JjaHHAast HA OCHOBE €IMHBIX CTaH/IapTOB;

C) MpaBWJIa, OMPEIEISAIONINE OPTaHU3AIMIO TOKYMEHTUPYEMBIX MPOIIECCOB Ha
MIPEATNPUSTHH,

d) COBOKYmHOCTH OKYMEHTOB, TNPHUMEHSIEMBIX B OMNpEACICHHONW cdepe
NeSTeIbHOCTH.

2. K ocHoBHBIM 11€7151M ¢ty k061 JIOY oTHOCATCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpIMHALIHS

d) peanuzarus

6.1.2. IIpome:xxyTO4YHOM aTTECTALUU
IIpuMepHbBIii NepeYeHb BONPOCOB, BLIHECEHHBIX HA 3a4eT

1. VYuernole nokyMeHTsl [lpeBHen I'penmm, lllymepo-BaBUIIOHCKHE
JOKYMEHTBI

2. VYuerHble nokymeHTHl JIpeBHero Erunra, /[pesnero Puma

3. [IepBbie (hopMbI TOKYyMEHTOB U TIEPBHIE CPEACTBA 3AIIUTHI JOKYMEHTOB

4, IlepBble (pyHKIIMU TOKYMEHTOB: YY€T, YIIPaBICHUE U KOHTPOJIb

5. dDopMupoBaHue MIPUKA3HON YIIPABJICHYECKOU CHUCTEMBI
JIEJIOIIPOU3BOCTBA.

6. Cucrema ooOmero paenonpousBoAcTBa. CTpPYKTypHbIE MOApa3JEICHUs
IPUKAa30B

1. BOCHHaSI, JUIINIOMAaTHYCCKas, CTATUCTUYCCKAs, YUHCTHAA JOKYMCHTAILIUA.



8. Komnexckoe penonpousBoacTBo. Buabsl nokymeHtoB. OpraHuzanus
KOHTPOJISI 32 UCTIOJTHEHUEM JOKYMEHTOB

Q. Henonpou3BoactBo XIX-nagana XX B. Opranuzaunus paOoTbl ¢
JOKYMEHTaMU B MUHHCTEPCTBAX

10. TlonoxeHwe O THCHMOBOJACTBE U JIEJONPOU3BOJICTBE B BOCHHOM
BEJIOMCTBE

11.  Pa3BuTHE COBETCKOTIO JICJIONPOU3BOJICTBA

12. ®yHKIUA METOAMYECKOTO IIEHTpa MO PYKOBOJCTBY palldOHaIu3aIuen
JIEJIONPOU3BOCTBA

13.  bropo cranmaptuzaun BCHX CCCP

14.  OcHoBHblE  mOJNOXeHUA  EAuHONW  roCcyAapCTBEHHOW  CUCTEMBI
nenonpousBozacTea (EI'CJI)

15. Co3manne EnuHOW TOCYIapCTBEHHONW CHUCTEMBI JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasienus (EI'COY)

16. Ilpomecc  crangapTu3anud W YHUQUKAUK  OpPraHU3alMOHHO-
pacnopsAUTEIbHON JOKYMEHTAluU

17. Co3manue ABTOMAaTU3UpPOBAaHHOW cucteMbl ympaieHuss (ACY) u
OO6mierocyiapcTBeHHON cucTeMbl cOopa U 00paboTku WHGOpMAIMK IS ydeTa
TUTAaHUPOBAHUS U yIpaBieHUs HapoaHbIM x03sticTBoM (OI'AC)

18. T'ocymapcTBEHHOE peryIHpOBaHUE JAEIOMPOU3BOACTBA B PD

19. HopmaTtuBHO-TIpaBOBOE pETyJIMPOBAHHUE TOKYMEHTUPOBAHHS M PaOOTHI C
JTOKYMEHTaMHU

20. Tlomaomoumsi DenepalbHOTO APXWBHOTO areHTCTBA MO OOECIEUEHUIO
COOJIOICHHSI TIPABIII XPAHEHUS, KOMIUIEKTOBAHUS, yUeTa U UCTIOIh30BaHMS apXHUBHBIX
JTOKYMEHTOB

21. TlpaBuia eionpou3BOJICTBA B (heepaabHbIX OpraHaxX MUCTIOTHUTEIbLHON
BJIACTHU

22.  CranpaapTbl, yCTaHABIUBAONIKE MMPaBUiia 0(OPMIICHUS JOKYMEHTOB

23.  Opranuzanus ciry>XObl I1€JOTPOM3BOJICTBA B TOCYIAPCTBEHHBIX OpraHax

24. TpeboBaHUA K OpraHU3alUM JTOKYMEHTOOOOpOTa B (DeiepaIbHOM OpraHe
UCIIOJIHUTENLHOMN BIACTH

25.  Opranu3zanus ciry>kObl J1eJIONPOU3BOICTBA HA MPEATPUITHIX

26. Twunosas crpykrypa ciayx0b1 JIOY

27. 3amaun U GYHKIUH CITyKOBI JEIOMPOU3BOICTBA

28.  CTpyKTypa MOJIOKEHHUS O CITy>KO€ J1eJI0MPOU3BOJICTBA

29. Opranmzamust B3aumozeuctBus ciayx0sl JIOY co cTpyKTypHBIMU
NO/Ipa3ICIECHUSMHU MPEANPUATHS (YUPEKICHUA)

30. Opranuzanus DOKyMEHTOOOOpOTa

31.  ®opmbl paboTHI C JOKYMEHTAMH B OpTaHU3aLUAX

32. Tlopsaok 06pabOTKH IOKYMEHTOB

33.  DNEeKTPOHHBIE CUCTEMbI JOKYMEHTAIIUU

34.  OcobeHHOCTH pabOThI C IEKTPOHHBIMHU JIOKYMEHTaMU B (heepaibHbIX
opraHax MCIOJHUTEIbHON BIIACTU

35. Tlopsnok KMCMONBb30BaHUS DJIEKTPOHHBIX MOAIMUCEH. BUIbI 2IeKTPOHHBIX
oJaIucen



36.  Opranusanus 3aiuIIeHHOro JOKYMEHTO000pOTa B CETH

37. TpeboBanus Kk 0HOPMICHUIO PEKBU3UTOB TOKYMEHTOB

38.  Bunasl nokymentoB. @opmatel Oymaru u nosjs. bianku Jo0KyMeHTOB
39. Buapl opraHu3aMOHHBIX JOKYMEHTOB

40. TpeGoBanus 1o 0pOPMIICHHUIO: YCTaBa, YUPEAUTEIHLHOTO JJOTOBOpa

6.2. lllkana oueHWBaHMS Pe3yJIbTATOB INPOMEKYTOUYHON aTTecTauu M
KPHUTEPUH BBICTABJIEHHUS OLIEHOK
Cucrema OlieHMBaHUS BKJIIOYACT:
®dopma [Tokazarenu

Kputepuu BbICTaBIeHUS OLIEHOK Ikama oneHUBaHUA
KOHTpO.HSI OLICHUBAaHUA
3a4eT MPaBUJILHOCTh | JJaH TPABIWJIBHBINA, TMOJHBIM OTBET Ha 3a4TEHO
U I1OJIHOTAa HOCTaBHeHHBIﬁ BOHpOC, IIOKa3aHa
OTBETA COBOKYITHOCTh OCO3HAHHBIX 3HAHHUU
110 JUCHUITINHEC, JOKA3aTCIIbHO

PacKpBITBl  OCHOBHBIE  TOJIOKEHUS
BOIIPOCOB; MOTYT OBITh JIOMYIIEHBI
HEJIOYCTHI, HCTIPABJICHHBIE
CaMOCTOATENIbHO B MPOILIECCE OTBETA;
JaH  TPaBWIbHBIM, HEIOCTATOYHO
MOJHBIA OTBET HA IIOCTABIICHHBIM
BOIIPOC, MTOKa3aHO YMEHHE BBIACIUTH
CYILIECTBEHHBbIE M HECYILIECTBCHHbIE
MPU3HAKHU, TPUYUHHO-CIIEICTBEHHbIE
CBSI3M; MOTYT OBITH  JIOMYIICHBI
HEJIOYCTHI, WCTIPABJICHHBIE c
ITOMOILBIO MpEeno/iaBaTelis; a”
HEJIOCTaTOYHO MPABUJILHBIN U MOJTHBIN
OTBET; JIOTHMKA U MOCJIEI0BaTEIbHOCTD
W3JI0)KEHUSI MMEIOT HapylIeHUs; B
OTBETE OTCYTCTBYIOT BBIBO/IBI.

OTBET MIpe/ICTaBIsIeT co0oif HE 3a4TEHO
pa3po3HEHHBIE 3HAHUSA c
CYLIECTBEHHBIMU  OIIMOKaMH  TO
BOIIPOCY; MPUCYTCTBYIOT
(bparMeHTapHOCTb, HEJIOTMYHOCTD

U3JIOKEHUS;  JIONOJHUTEIbHBIE U
YTOYHSIOIIUE BOIPOCHI HE IPUBOJAT K
KOPpPEKIIMH OTBETa Ha BOIIPOC.

7. PecypcHoe obecnieyenne JUCHUILTHHbBI
7.1. JIulleH3UOHHOE ¥ CBOOOAHO PacCIpoOCTPaHsieMoe IPOrpaMMHoOe
olecrneyeHne, B TOM YUCJIe 0Te4eCTBEHHOI0 MPON3BO/ICTBA:

Astra Linux Common Edition pemms Open [[10-25B-603] - Onepanuonnast
cuctema oOmero HasHaueHus "AstraLinuxCommonEdition" [Kommepueckas
(FullPackageProduct). Homep B EnmmHoM peectpe pOCCHMCKHUX TIPOrpamMm JIst
SJIEKTPOHHBIX BHIYMCIMTEIBHBIX MAIIMH 1 0a3 HaHHBIX - 4433]

MoiiOdpuc Ob6pazoanue [[10-41B-124] - IlonHbI KOMIUICKT PEIaKTOPOB
TEKCTOBBIX JOKYMEHTOB M DJIEKTPOHHBIX TaONWIl, a TaKKe MHCTPYMEHTapHid s



paboThl ¢ rpaduueckumu npeseHtanusamu [CBoOoaHO pachpocTpansemoe. Homep B
EnuHOM peectpe pOCCUHCKUX MPOTrpaMM IS SJICKTPOHHBIX BBIYUCIUTEIHBHBIX MAIITHH
1 0a3 gaHHbIX - 4557]

7.2. IIpodeccuonanbHble 0a3bl JAHHBIX U MHGPOPMALMOHHBbIE CIIPABOYHbBIE
CHCTEMBI

Nudopmarmonnas cnpaBounas cucrema — CepBep OpraHOB rOCy1apCTBEHHOMN
BJIACTHU Poccuiickoit ®denepanuu http://poccus.pd/ (cBOOOAHBIN
nocTyn);npodeccronanbHbie 0a3bl TaHHBIX — [lopTan OTKpBITEIX AaHHBIX Poccuiickoi
Odenepanuu  https://data.gov.ru/  (cBoOOmHBIM mocTym); deaepaibHblil  MOpTal
«Poccuiickoe oOpa3zoBanue» http://www.edu.ru (cBoOOAHBIA [OCTYI); CHUCTEMA
opHUITMATBLHOTO  ONMYyOJMKOBAaHUS IPABOBBIX AaKTOB B  JJICKTPOHHOM  BHJIC
http://publication.pravo.gov.ru/ (CBOOOIHBIN TOCTYI); CIIpaBOYHAs MPaBOBasi CUCTEMA
«Koncynbrantllntoc: CtyneHt» [DNEeKTpoHHBIM pecypc]. — Pexum gocrtyma:
http://student.consultant.ru/, (CBOOOJHBIM JOCTyH); DSJICKTPOHHas OHOJHMOTEKa
yHuBepcuteta  http://elib.igps.ru  (aBTOpH30BaHHBIM  JOCTYI);  AJIEKTPOHHO-
oumbmmoreunas cuctema «3ObC IPR BOOKS»  http://www.iprbookshop.ru
(aBTOpU30BAHHBIN JOCTYII).

7.3. JIutepatypa

OcHoBHas:

1. bypmuctpoB A.H. KagpoBoe nenonpons3BOACTBO M CTaHAAPTU3ALMSA
Tpyna : yueoHoe nocooue / A. H. bypmucrpos, M. I1. Cunsisuna, O. B. Kanununa. —
Cankr-IletepOypr : Cankr-IleTepOyprckuii nmonurexHuyeckuii yausepcutet lletpa
Bemukoro, 2020. — 104 ¢c. — URL.: https://www.iprbookshop.ru/116130.html

2. l'anueBa, H. B. JlokymeHTanimoHHOe OOECIeYeHUe YIPaBIICHUS :
yueOnuk / 'ammeBa H. B. - Mocksa : U3marensckuit lom MUCuC, 2021. - 188 c.
- URL.: https://www.iprbookshop.ru/116986.htmi

3. JlokyMeHTalmoHHOe ~ oOecrieueHre B o0jacTh  TexHoc(hepHOH
Oe3omacHoCTH : yueOHoe mocobue / cocraButenab B. M. IlectoB. — Yura : 3a0l'V,
2023. — 226 ¢. — URL.: https://e.lanbook.com/book/438221

4, Ky3nenosa, 1. B. JlokymeHTHpOBaHNWE yIIPABICHUYECKONW AEATEIIBHOCTH :

yueOHoe nocobue mist 6akanaspos / U. B. Ky3nenosa, I'. A. Xauarpsn. — 2-e uzn. —
Mockaga : JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-
5. — TekcT : aneKTpoHHBIN // DnexkTpoHHO-OubmmnoTeynas cucrema IPR BOOKS :
[caiiT]. — URL.: http://www.iprbookshop.ru/99364.html

JlomoJiHUTEIbHAS

1. Eropuenko T.M. [lenonpous3BOACTBO W  JOKYMEHTOOOOPOT Ha
npeanpustun: yaeoHnoe nocooue (kypc nekmnuii) / T. Y. Eropuenko. — Cumdeporonb:
YHuBepcuTeT SKOHOMUKM W ympaBienus, 2023. — 268 c¢. — URL:
https://www.iprbookshop.ru/136265.htmi

2. KysnenoBa, WM. B. KounduaennumanpbHoe 1eI0MPOU3BOACTBO H

3alUIICHHBIN 3JEKTPOHHBIM JOKYMEHTOOOOpOT : yueOHoe mocobue / WM. B.


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

Kysnenona, I'. A. XauaTpsin. — 2-e uzn. — Mockga : Ait [Iu Ap Mexaua, 2025. — 192
c. — URL: https://www.iprbookshop.ru/145149.html

3. ITormoB, C. JI. [lenompou3BOACTBO M CEKpeTapckas paboTa Ha
nepconanbHoM KoMmmbroTepe / C. JI. TlomoB. — Mocksa : COJIOH-IIpecc, 2021. —
424 c. — URL: https://www.iprbookshop.ru/142018.html

7.4. MaTepuajibHO-TeXHUYEeCKOe o0ecreyeHne

Jl1st mpoBeieHH s U 00eCTieYeHUs 3aHATUI UCTIOJIb3YIOTCS TIOMEIIEHUS, KOTOPbIE
MPEACTABISIIOT CO00N y4ueOHbIE ayAUTOPUU JIS TPOBEACHUS Y4UeOHBIX 3aHSITHM,
MPEAYyCMOTPEHHBIX MpOorpaMMoil OakajaBpuaTa, OCHAILIEHHbIE OOOPYJIOBaHUEM H
TEXHUYECKMMU CpEICTBaMH OOYy4Y€HHs: aBTOMATU3MPOBAHHOE pabouee MeCTOo
npernojaBaresis, MapKepHas JOCKa, MyJbTUMEIUNHBIN MPOEKTOp, TOKYMEHT-KaMepa,
MOCaI0YHbIE MECTa O0YYaIOIINXCSI.

[Tomemenuss ayis  CaMOCTOSITENIBHOW PabOThI  O0O0Yy4YaIOIMUXCS  OCHAIICHBI
KOMITBIOTEPHOM TEXHHMKOW C BO3MOXKHOCTBIO IMOJKIOUEHUA K cetu «MHTepHET» U
obOecrieueHneM JOCTyNa K AJIEKTPOHHOW HMH(POPMAIIMOHHO-00Pa30BaTEIBHOM Cpee
YHUBEPCUTETA.

ABTOP: KaHAUAAT NCUXOJIOTMYECKUX HAYK JIOUEHT 3eMCKOBa A.A.


https://www.iprbookshop.ru/145149.html
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