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1. IosicHUTeILHAA 3aNMUCKA

1.1. Ilenp u 3aga4u JUCITUTIMHBI

PabGouass mporpamma y4eOHON IUCHUILIMHBI OTHOCHUTCS K AUCIUIUIMHAM IO BBIOOPY
BapHAaTUBHOI YacTU 00pa30BaTEIbHOM MPOrpaMMbl OakaiaBpuara 1o HampaBICHUIO MOATOTOBKU
dI'OC BO 38.03.02 «MenemKMeHT».

[lenn ocBOEHUS MUCIUIUIMHBL: (POPMHUPOBAHUE IEJIOCTHOTO MPEICTABICHUS O
COBPEMEHHOM JICJIONPOU3BOJICTBE KaK OCHOBE JIOKYMEHTAIIMOHHOTO OOECTICUCHHUs yNpaBIICHUS,
o0ecrnieueHne KOMIUIEKca 3HaHUH B c(hepe T0KyMEHTOBEICHUS; Pa3BUTUE MPAKTUYECKUX HABBIKOB

HAOKYMCHTHUPOBAHUS.
3a)Ia‘II/I OCBOCHHA NJUCIHHUITIIMHBI:

-03HAKOMJICHHE C COBPEMEHHOM CHCTEMOW M TNpaBWaMH (UKCAIMM, PETUCTPAIMH, Y4YeTa,

oOMeHa M XpaHeHHs HH(POPMAaLINH;

-CO CTaHJapTaMu O(pOpMJ'IeHI/ISI JOKYMCHTOB MU TCEKCTOBBIX pa60T; ¢ oOecreucHUEM

HMUPKYJEIOHUU JOKYMCHTOB U UX COXPAHHOCTH,

—(bOpMI/IpOBaHI/Ie NpeACTAaBJICHUA O POJIM U 3HAYUMOCTHU JOKYMCHTA B CHUCTCMC YIIPABJICHUA,
00 YHI/I(I)I/IKEU_II/II/I U CTaHAapTHU3allhuM KaK OCHOBHOM HaAIIPpABJICHUHU B COBCPIHICHCTBOBAHUHN

JIOKYMEHTOB;

-00 OCHOBHBIX yHI/I(l)I/ILII/IpOBaHHLIX CUCTCMAX NOKYMCHTALUH, IIPUMCHSICMBIX B Poccuiickoi

denepanuu;

-o0ecrieueHre 3HAHUM M MPAKTUYECKUX YMEHHMH B 0OOJAcTH COCTaBJICHHUS U OQPOPMIICHHUS
OCHOBHBIX BUJIOB JTOKYMEHTAIlUU, COCTABJISIONIMX OCHOBY yIpaBleHHs pabOTON MpeanpUsTUs

(opranuzanum).

1.2.®opmupyemMble KOMIETEHIIMN, COOTHECEHHBIE C TNIAHUPYEMbIMU PE3YJbTaTaMU
oOy4YeHHs M0 TUCIUILINHE.

Konsi Copepxanue Ilepeyenr  MiIaHMpyeMbIX  pe3yJbTaTOB

KOMIETEHIIMU | KOMIEeTeH Ui 00y4YeHHUsI MO0 THCHHIJIHHE

IIK-11 Criocoben BJIQJETH | 3HATh:
HaBBEIKAMH aHajm3a - OCHOBHEIE MOHATHS
nHpopmaru 0 | JOKYMEHTAI[MOHHOTO obecrieyeHus
(GYHKITMOHUPOBAHHUH YIPaBJICHHUS,
CUCTEMBI BHYTPEHHETO - OCHOBHBIC 3aKOHOJAaTCIIbHBIC n
JIOKYMEHT0000pOTa HOpMAaTuBHbIE akThl B o0nactu JJOY;
OpraHM3aINN, BEJCHHS —  menW, 3aJaud W TIPUHIUIEI
0a3 JTaHHBIX o | AOKYMEHTalMIOHHOTO obecrieueHus

YIpaBJICHUS;




pa3JII/I‘—IHBIM - CHUCTCMbI JOKYMCHTAIITMUOHHOI'O
IIOKa3aTesam U | obecnieueHus yrnpaBjieHUs;

dhopmMupoBaHHS — TpeOOBaHHS K COCTaBIECHUIO U
UH(OPMALIMOHHOTO 0(hopMIIEHHUIO Pa3TUYHBIX BUJIOB JOKYMEHTOB;
o0ecreyeHus — o01ue npaBuiIa OpraHu3auy padboThl
YYaCTHUKOB C IOKYMEHTaMH;

OpraHn3adOHHBIX - COBpPCMCHHBIC I/IH(I)OpMaLII/IOHHBIe
HpOGKTOB TEXHOJOI'N CO31aHusA JOKYMCHTOB u

aBTOMaTHU3aIMH JOKYMEHTO000POTa;
— BUIBl OPITEXHWKH W CIOCOOBI €e
ncnons3oBanus B JJOY.

Ymers:

—  ohopmyIITH  JIOKYMEHTAIlUI0 B
COOTBETCTBUM  C  HOPMATHBHOW  0a3o0M,
UCTIONB3YSl HMH(GOPMAIMOHHBIE TEXHOJOTHH U
Cpe/ICTBA OPITEXHHKH;

—  WCITOJIb30BaTh  YHU(UIIMPOBAHHBIC
CHCTEMBI JJOKYMCHTAIIHH;

— OCYIIECTBJIATH XpaHEHHE, IOUCK
JTOKYMEHTOB;

— UCTIOJIb30BaTh
TEJIEKOMMYHHUKAITUOHHBIE TEXHOJIOTHU B
AIIEKTPOHHOM JJOKYMEHT0000pOTE;

—  TpUMEHSITh W HCIOJIb30BaTh
KOMIBIOTEp U1 pelIeHus 3agad  oOuiero
HazHaueHHWs (CO3MaHUE W pEeIaKTUPOBAHHE
TEKCTOBBIX JOKYMEHTOB pa3nuIHON
CJIOKHOCTH);

—  HCIOJB30BaTh NPUOOPETECHHBIE
3HaHUSI W yMEHUS B TIPAKTHYECKOU
NesITeIbHOCTH.

Bnanets:

- HOHSITPIIZHO-KaTeFOpI/IaJIBHHM
arrapaToMm JIeJIONPOU3BOJICTBA;
— HaBBbIKaMH Oq)OpMHCHI/ISI OCHOBHBIX BHJIOB
HOK}IMeHTOB.

1.3. MecTo y4eOHOI NTUCUMIUIMHBI B CTPYKTYype 00pa30BaTeIbHON MpOrpaMMbl

Huctunmuaa  «/lokymeHTanmoHHoe  oOecrieueHrWe  yMNpaBlIEHUS»  OTHOCHTCS K
JTUCIUIIMHAM TI0 BBIOOPY BApUATMBHOW YacTH JWCHMIUIMH TIOJTOTOBKH CTYAEHTOB IO
HamnpasyieHuto 38.03.02 «MeHemKMeHT» 10 HanpaBieHuI0 «MeHeKMEHT OpraHu3alum.

Wzyuennto  mucuMiuiMHbl  «JloKyMeHTanmoHHOe — oOecreyeHue  YNpaBICHHS»
IPEAIECTBYET  WM3yYEHHE  CIEAYIOIUX  JUCHMIUIMH:  «lIepCOHalbHBI ~ MEHEIKMEHT»,
«YTIpaBJIEHYECKHUE peIICHUsD», « MEHEDKMEHT OpraHu3alyum» U Ip.
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B pe3yIbTaTeC OCBOCHUA OUCHHUILIUHBL (I)OpMI/IpyIOTC}I 3HaHUA, YMCHUS U BJIAACHMUAI,
H€O6XOI[I/IMI)I€ AJId U3YUCHUSA MOCICAYIOMUX YIPAaBJICHUCCKUX AUCHHUILIWH: ((OpFaHI/ISaIII/IOHHaSI
KYJIbTypa», ((J_ICJ'IOBBIG KOMMYHHKAIIUU» U T.O.

2. CTpyKTypa IMCHUILINHBI

st ouHoi popmbl 00yueHus HaGop 2017

OOmast TpyToéMKOCTh MUCIUIUIMHBI COCTAaBISICT 3 3adeTHBIC enauHUIEl, 108 4., B TOM
yuclie KOHTaKTHas pabora oOyuaromuxcs ¢ npemnojaBareneMm 42 4, camocTosTeldbHas padoTta
oOy4Jarormmxcsi 66 4.

Buanbi yueoHoii padors! (B yacax) DopMblI
Pazpgea TeKylero
Ne AUCHHUILTHHBI a KOHTPOJIsI
n/ d yCIeBaeMoCTH
I g JeKIHH IIpakrt | camoctos | Ilpome ®opma
& HYECKHU | TeJIbHasl | KYTOY poMeRyTOUHO
e padora Has
aTrecTanuu
3aHATH aTrrecT
s anus
Tema 1. JlokymMeHT Wu 1 1 5 CobecenoBanue,
1 | cuctembl TOKyMEHTALIUH. 6 oOcyxaeHue
JTOKJIaJI0B
Tema 2. TpeboBanus K 1 1 5 bmuu-onpoc,
COCTAaBJICHUIO u oOcyxeHue
2 | opopmieHuto 6 JIOKJIaJIOB
YIPABJICHYECKON
JIOKYMEHTAIIHH.
3 Tema 3. OpraHuzaniOHHbIE 6 2 2 5 bini-onpoc
JTIOKYMEHTBL.
Tema 4. PacnopsautenbHbie 2 2 6 biui-onpoc
4 JTIOKYMEHTBHI. 6
Tema 5. CnpaBo4HO- 2 2 6 bnui-onpoc
5 | uHpOpMALIMOHHBIE 6
JTIOKYMEHTBHL.
Tema 6. JlenmoBbeie u 2 2 6 bnu-onpoc
KOMMEpUEeCKHe MUChbMa!
6 KJaccupukanus, CTPYKTypa, 6
CTHJIb.
Tema 7. JIOKyMEHTBI TIO 1 2 5 biai-onpoc
7 JMYHOMY COCTaBY. 6
Tema 8. Opranuzanuu 2 2 5 brun-onpoc
JIOKYMEHTO000pOTAa.
3 Peructpamuss M KOHTpOJIB 6
UCTIOJTHEHHUS JIOKYMEHTOB
Opranuzanus
JIOKYMEHTO000pOTAa.
9 | Tema 0. Pabora c| 6 2 2 6 bmut-onpoc
JOKYMEHTaMH,
coJepKalluMu
KOH(HICHIIMATbHbBIE




CBCACHUA.

10 Tema 10. Homenknarypa nei. 6 2 2 6 biui-onpoc
Tema 11. ®opmupoBanue aen 2 2 6 bnuu-onpoc

Iy ax XpaHEHUe. 6
Tema 12. IT-rexHonornu Ha 1 2 5 bimn-onpoc,
ciy’)k0e  JJOKYMEHTaJIbHOTO oOcyxieHune

12 | obecnieueHust AESITENBLHOCTH | 6 pedeparos, TecT
OpraHH3alHH.
[IpomexyTrounast arrectauus | 6 - - - - 3ayer ¢ OLIEHKOU
Bcero 6 20 22 66

st ouHoit popMbI 00yuennst Hadop 2018
O6m1ast TpynoEMKOCTh JUCITUTUTHHBI COCTABIISET 2 3a4€THBIC €IUHULIBI, 72 9., B TOM YHCIIE

KOHTaKkTHasg pabora oOywaromuxcs ¢ TnpenojasareneM 28 U, caMmoCTosATeNlbHas paboTa
oOyuaromuxcs 44 d.

Buasbl yueOHoii padorsl (B yacax) Dopmbl
Paznen TeKylero
Ne AUCUMITUHBI a KOHTPOJIA
n/ 3 yCIeBaeMoCTH
g aekuum | IIpakr | camocros | IIpome
n > dopma
d HYEeCKHU | TeJIbHasi | JKyTOY .
o NMPOMEKYTOUHOH
e pabora Has
aTTecTaluu
3aHATH aTrrecT
sl anms
Tema 1. JlokymeHT u 0,5 1 3 CobecenoBanue,
1 | cucrembl TOKyMEHTaLUN. 6 oOcyxieHune
JIOKJIaJI0B
Tema 2. TpeOoBanus k 2 4 bmuu-onpoc,
COCTaBJICHUIO U o0cyxieHue
2 | opopmieHuro 6 0,75 JOKJIaJIOB
YIIPaBJICHYECKON
JOKYMEHTAIMH.
3 Tema 3. OpraHu3zanuoHHBIE 6 0,75 2 4 bmun-onpoc
JTIOKYMEHTBI.
Tema 4. PacnopsautenbHbie 0.75 2 4 bmuu-onpoc
4 JTIOKYMEHTBHI. 6 ’
Tema 3. CrnpaBouHo- 2 4 biuu-onpoc
5 | uapopmanoHHbIE 6 0,75
JIOKYMEHTBI.
Tema 6. JlenmoBeie u 1 3 bmut-onpoc
KOMMeEpUEeCKHe MUchMa:
6 6 0,5
KiaccuuKkanus, CTPYKTypa,
CTUJIb.
7 | Tema 7. JlokymeHThl 1O | 6 0,75 2 4 bnui-onpoc




JINYHOMY COCTaBY.

Tema 8. Opranuzauuu
JIOKYMEHTO000pOTa.
Perucrpanus u
WCIIOJTHEHUS
Opranuzanus
JIOKYMEHTO000poTa.

KOHTPOJIb
JIOKYMEHTOB

0,5

bii-onpoc

Tema 9. PaGora c
JIOKyMEHTaMH,
CoJIEpKAILUMHU
KOH(UIEHITUATTEHBIE
CBCACHUS.

0,75

biai-onpoc

10

Tema 10. Homenknatypa ned.

0,5

bnui-onpoc

11

Tema 11. ®opmupoBanue nen
U UX XpaHEHHUE.

0,75

bii-onpoc

12

Tema 12. IT-rexHoynoruu Ha
cnyx0e  JOKYMEHTAJIBHOI'O
obecrieyeHust eSITEILHOCTH
OpTraHH3aIMH.

0,75

bimn-omnpoc,
00CyXIeHHE
pedeparos, TeCT

IIpoMexxyTouHasi arrecTanus

3auetr

Bcero

8

20

44

st ouHoii popMbI 00yuenust Hadop 2019
OOwiast TpyA0EMKOCTb TUCLIMITIIMHBI COCTABISAET 2 3aUeTHbIE €IUHMILIbI, 72 4., B TOM YHCIIE

KOHTaKkTHasg pabora oOywaromuxcs ¢ TnpenojasareneM 28 U, camMoCTosATeNlbHas paboTa
oOyuaromuxcs 44 .

Buabl yueOHoii padorsl (B yacax) Dopmbl
Paznen TeKyIlero
Ne AUACHHUILINHBI a KOHTPOJISI
n/ 3 yCIeBaeMoCTH
9 Jgexkuum | IIpakr | camocros | Ilpome
n > dopma
g HYEeCKHU | TeJIbHasi | JKyTOY .
G NMPOMEKYTOUHOH
e pabora Hasl
aTrecTaluu
3aHATH aTrecT
Ll anus
Tema 1. JlokyMeHT u 1 1 4 CobecenoBanue,
1 | cucrembl 1OKyMEHTaLUU. 6 oOcyKaeHue
JTOKJIaJIOB
Tema 2. TpeOoBanus k 1 1 4 bmu-onpoc,
COCTAaBIICHUIO u oOcyxaeHue
2 | opopmieHUIO 6 JTOKJTaJIOB
yIpaBIeHYECKOI
JIOKYMEHTAIMH.
3 Tema 3. OpraHu3anoHHbIE 6 1 1 3 bruu-onpoc
JTIOKYMEHTBHI.
Tema 4. PacnopsautenbHble 1 1 4 biuu-onpoc
4 JIOKYMEHTBI. 6
5 | Tema 3. CrnpaBouHo- | 6 1 1 biui-onpoc




MH(POPMALIMOHHBIE 4
JTIOKYMEHTBHI.
Tema 6. JlenoBeie u 1 1 4 bini-ompoc
KOMMEpUYECKHE [MChbMa!
6 KJIaccupuKanus, CTPYKTypa, 6
CTHJIb.
Tema 7. JIOKyMEHTBI TIO 1 1 4 biai-ompoc
7 JMYHOMY COCTaBY. 6
Tema 8. Opranuzanun 2 2 3 brun-onpoc
JOKYMEHTO000pOTAa.
] Peructpamuss ¥ KOHTpOJIb 6
UCTIOJTHEHHUS JTIOKYMEHTOB
Opranuzanus
JIOKYMEHTO000pOTa.
Tema 9. Pabora c 2 2 4 brum-onpoc
JOKYMEHTaMH,
9 | comepxkammmu 6
KOH(pUIeHITnATbHBIE
CBEJICHUS.
10 Tema 10. Homenknarypa nein. 6 1 1 3 biuu-onpoc
Tema 11. dopmupoBanue aen 1 1 4 bnui-onpoc
I |y ux XpaHEHHUe. 6
Tema 12. IT-rexHonornu Ha 1 1 3 bimn-omnpoc,
ciy’)k0e  JJOKYMEHTaJIbHOTO oOcyx/ieHne
12 | obecnieueHust AESITENBHOCTH | 6 pedeparos, TeCT
OpraHM3alHH.
[IpomexxyTouHasi arrectauus | 6 - - - - 3auer
Bcero 14 14 44

st 3a04Hoi popMbl 00yueHust Hadop 2017

OO6miast TpyA0EMKOCTh TUCIUILIMHBI COCTaBISET 3 3aueTHBIX enuHUIpl, 108 d.,
yuclie KOHTaKTHas pabora oOyuaroluxcs ¢ npemnojaBareneM 12 4, camocrosTenbHas paboTta
oOyuatonuxcs 96 .

B TOM

Buasbl yuedHol padorsl (B yacax) DopMbl
Pazgen TeKylero
Ne AUCHHUILIHHBI a. KOHTPOJISAA
n/ 3 ycleBaeMoCTH
d Jgexkuum | cemu- | camocros | Ilpome
11 = ®opma
3 HApbl | TeJbHAsl | KYTO4
@ MPOMEKYTOYH
padora Hasl .
oit
aTrecT
aTTecTalMu
anus
Tema 1. JlokymeHT u 0.2 0,5 8 CobecenoBanu
1 | cucTeMbl TOKyMEHTALINN. 6 e, o0cyXaeHue
JTOKJIaJIOB
2 | Tema 2. TpeboBauus x 6 0.2 0,5 8 bnuu-onpoc,
COCTAaBJICHUIO U 00CYXJICHHE




10

oopmieHnIo
YIPaBJICHYECKON
JTIOKYMEHTAIHH.

JOKJIaIOB

Tema 3. OpranuzanmoHHbIE
I[OKyMeHTBI.

0.2 0,5 3

bnui-onpoc

Tema 4. PacnopsautenbHbie
JTIOKYMEHTBI.

0.2 0,5

bnui-onpoc

Tema 5. CnpaBouHO-
MH(POPMALIMOHHBIE
JTIOKYMEHTBHL.

bnui-onpoc

Tema 6. JlenoBbie U
KOMMEpPUYECKHE MUChMa:
KJIaccupuKkanus, CTPYKTypa,
CTHUITh.

0.2 0,5

biai-ompoc

Tema 7. JlokymeHTBI 1O
JUYHOMY COCTaBYy.

0.5 0,5

bii-onpoc

Tema 8. Opranuzanumu
JIOKYMEHT0000poTa.
Peructpanuss u  KOHTpOJIB
UCTIOJTHEHUS JOKyMEHTOB
Opranu3zanus
JTIOKYMEHTO00O0pOTA.

0.5 0,5

bii-onpoc

Tema 9. Pabora c
JOKYMEHTaMH,
COJICPIKAIIIMH
KOH(HICHIINATbHBIE
CBEJICHUS.

0.5 0,5

bini-onpoc

10

Tema 10. Homenkunarypa nen.

0.5 0,5 8

bini-ormpoc

11

Tema 11. ®opmupoBanue nen
U UX XpaHEHHUe.

0.5 1

bii-ornpoc

12

Tema 12. IT-rexHONMOTMHM Ha
cinyx0e  JOKYMEHTaJIbHOTO
oOecrieueHust AeSITEILHOCTH
OpraHu3aLMH.

0.5 0,5

bimn-omnpoc,
o0cyxaeHue
pedepaToB

HpOMe)KYTOqHaH aTTecTanusid

3auer ¢
OIICHKOU

Bcero

st 3a04Hoi popmbl 00yuenuss Hadop 2018

O6mrast TpyAOEMKOCTh JTUCHIUTIITAHBI

COCTaBJIICT 2 3aUeTHBIX CIWHUIEBI, 72 4., B TOM
quclie KOHTakTHas paboTa oOydarolmuxcs C TMpernojaBaTesieM 8 9, caMOCTOsATENbHas paboTa
oOy4Jarormmxcsi 64 4.

Pazgen
JTUCIHUIIINHEI

Buabl yueOHoii padorsl (B yacax)

DopMbI
TeKyLIero
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n/ Jekuuu | cemu- | camoctosi | ITpome KOHTPOJIsI
n Hapbl | TejdbHasi | KYTOY | yCeBaeMOCTH
pabora Hasl ®opma
aTTecT | MPOMEKYTOYH
anus oit
aTTecTaluu
1 | Tema 1. JlokymeHT u 0.2 0,5 5 CobOecenoBanu
CHCTEMBI JOKYMEHTAIIHH. e, o0cyxeHue
JIOKJIaJI0B
Tema 2. TpeboBanwmst k 0.2 0,5 bimn-onpoc,
COCTABJICHUIO U oOcyx/ieHne
2 | obopmiieHHIO 5 IOKJIAZIOB
YIIPABJICHYECKOU
JTIOKYMEHTAIIHH.
3 Tema 3. OpranuzanoHHbIE 0.2 0,5 5 bmun-onpoc
JTIOKYMEHTBHI.
Tema 4. PacnopsuTenbHble 0.2 0,5 6 biun-onpoc
4 JOKYMEHTHI.
5 | Tema 5. CripaBo4HoO- 0.2 0,5 biun-onpoc
uHGOPMAIIMOHHbIE S
JOKYMEHTBHI.
Tema 6. JemnoBeie u 0.2 0,5 bnui-onpoc
KOMMEPUECKHE nuchMa: 5
6 Kiaccuukanus, CTPYKTypa,
CTHJIb.
Tema 7. JlokymMeHTBI 1O 0.2 0,5 6 biuu-onpoc
7 | nuaHOMY cocTaBy.
Tema 8. Opranuzanuu 0.1 0,5 biuu-onpoc
JIOKYMEHTO00O0pOTa.
2 Peructpanuss u  KOHTPOJb 6
WCTIOTHEHUS JIOKYMEHTOB
Opranuzanus
JIOKYMEHTO000pOTa.
Tema 9. Pa6ora c 0.2 0,5 bnuu-onpoc
JOKYMEHTaMH,
9 | comepxammu 5
KOH(UIEHITUATTEHBIE
CBEJICHUS.
10 Tema 10. Homenkmnarypa nei. 0,1 0,5 6 bnui-onpoc
Tema 11. ®opmupoBanue aein 0.2 0,5 bmmn-onpoc
11 | u ux xpanenue. >
Tema 12. IT-rexHonoruu Ha 0.2 0,5 bimu-omnpoc,
CIy)0€  JOKyMEHTAJIHHOTO 00CyXIeHHe
12 | obecnieueHuss JeSITEIBHOCTH S pedepatoB
OpraHu3aIyy.
[TpomexxyTouHasl aTTecTanus - - - 3aver
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Bcero

64

st 3a0unoii gopmbl 00yueHuss Hadop 2019

OO6mast TpyAoEMKOCTh JTUCITUTUTHHBI

COCTaBIIICT 2 3aUCTHBHIX COWHHULEBI, 72 4., B TOM

YHUCJIe KOHTAaKTHasi paboTa oOydaromuxcs ¢ ImpernojaaBareieM 12 4, camocTosATenbHas paboTa

oOyyarormuxcs 64 4.

Buasbl yueOHolt padoTsl (B yacax) DopMbI
Pazgen TeKylero
Ne AUCHUTLTHHBI a KOHTPOJIsI
n/ 33 yCIneBaeMoCTH
I g» Jekuuu | cemu- | camocrtos | Ilpome ®opma
3 HApbl | TeJbHAsA | KYTOY HpoMesKyTOuH
padora Hasl oi
arrect
armst arrecTauuu
Tema 1. JlokymeHT u 0.2 0.2 5 CobecenoBanu
1 | cucteMbl TOKyMEHTALIUN. 8 e, o0cyXaeHue
JTOKJIaJIOB
Tema 2. TpeboBanus k 0.2 0.2 biun-onpoc,
COCTAaBIICHUIO U oOcyxaeHue
2 | opopmieHuIO 8 S JTIOKJIa/10B
YIIPaBJICHUYECKOI
JIOKYMEHTAII1H.
3 Tema 3. OpranuzaimoHHbIE 8 0.2 0.2 5 bnui-onpoc
JIOKYMEHTBI.
Tema 4. PacnopsautenbHble 2 0.2 0.2 6 bruu-onpoc
4 JIOKYMEHTBI.
Tema 3. CrpaBo4Ho- - - biuu-onpoc
5 | uHpopmalOHHBIE 8 S
JTIOKYMEHTBHI.
Tema 6. JlenoBeie u 0.2 0.2 brut-onpoc
KOMMEpPUYECKHE mHChMa: | o 5
6 KJIaccuuKkanus, CTPYKTypa,
CTHIIb.
Tema 7. JIOKyMEHTHI IO 2 0.5 0.5 6 bnui-onpoc
7 JMYHOMY COCTaBY.
Tema 8. Opranuzanuu 0.5 0.5 bnui-onpoc
JIOKYMEHTO00O0pOTA.
3 Peructpanuss M KOHTpOJb | § 6
WCTIOTHEHUS JIOKYMEHTOB
Opraunuzanus
JIOKYMEHTO00O0pOTA.
Tema 9. Pabora C 0.5 0.5 biui-onpoc
JIOKyMEHTaMH,
9 | comepxkanumu 8 5
KOH(UACHIMAIbHBIC

CBCACHU.
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10 Tema 10. Homenknarypa nen. | g 0.5 0.5 6 baun-onpoc
Tema 11. ®opmupoBanue aen 2 0.5 0.5 5 bnuu-onpoc
11 | u ux xpanenwue.
Tema 12. IT-rexHonoruu Ha 0.5 0.5 brut-onpoc,
ciy’)k0e  JJOKYMEHTaJIbHOTO oOcyxieHne
12 | obecneuenns  aesTenbHOCTH | O S pedepaToB
OpraHU3aIHH.
[IpomexyTouHas arrectauus | 8 _ _ _ 3auer
Bcero 4 4 64

3. Copep:xanue QM CIUTLIHHDI.

Tema 1. JlokyMeHT ¥ cHCTEeMBbI JOKYMEHTANH

HOKYMGHT U CHCTCMBbI JOKYMCHTAIUH.

Pone nokyMeHTa B yIpaBICHYECKOU

nestenbHOCTH. ColepiKaHUuE MOHSITUH «IOKYMEHT», «IOKyMEHTHpOBaHHE». J[OKyMEHT Kak

crocob ¢ukcanuu yrpaBieHdeckod HWHGOpMaUu U HHCTPYMEHT yrpaBieHus. DyHKIUU

HAOKYMCHTA. KHaCCI/I(I)I/IKaI_[I/IH AOKYMCHTOB. ITonsatue «cuctema JOKYMCHTAIUN. OcHoBaHUA

K.HaCCI/I(bI/IKaI_II/II/I CUCTCM JOKYMCHTAllUU.

VYHupUIMpPOBaHHBIE CUCTEMBI JOKYMEHTAIUH.

CucremMsl

YIIPABICHYECKOW JTOKyMEHTAIUU.

Tema 2. TpeOoBaHusi K COCTABJEHHIO U O(OPMIICHUIO YIPaBJIeHYECKOM

JOKYMECHTaAIMA

TpeOoBaHuss K COCTaBIEHHIO U O(OPMIICHUIO YIPABICHUYECKOM JTOKYMEHTAIUH.

HopmaTuBHBIE JOKYMEHTBHI IO JOKYMEHTAI[MOHHOMY OOECI€YeHHIO0 YympaBiieHus. Enunas

locynapctBennas Cuctema nenonpousBoactBa /EI'CJl/, Enunas ['ocymapctBennas Cucrtema

JOKyMEHTallMoHHOro obecneuenust ympasinenus /EICAOVY/.

TumoBasgs HHCTPYKIMS IO

JIeTIOTIPOU3BOJICTBY B (efepalibHBIX OpraHax MCHOJHUTENbHOM BiacTH. [ocymapcTBeHHBIE

CTaHAApThl IO JOKYMCHTHUPOBAHHWIO ynpaBnquecxoﬁ JACATCIIBHOCTH.

I'OCT 6.30-2003

«YHu(ULIHUPOBaHHBIE CHCTEMBI JOKyMeHTauuu. CrucreMa OpraHU3alMOHHO-PACHIOPSAUTEIbHOM

nokymeHTanuu. TpeGoBaHuss K OQOpPMIIEHHIO JOKYMEHTOB». Dopmynsip-oOpaszen TOKyMEHTa.

CocTaB u pacnosioxeHne peKBU3UTOB. TpeboBaHNe K 0POPMIICHHUIO PEKBU3UTOB. BH bl G/1aHKOB.

Tema 3. Opranu3zanMoHHbIE TOKYMEHTbI

OpFaHI/ISaHI/IOHHBIG AOKYMCHTBI OcHOBHOE Ha3HAYCHUE OpTraHHU3allMOHHBLIX JOKYMCHTOB.

OO0mue xapakTepHble 4epThl OPraHMU3ALMOHHBIX TOKYMEHTOB. CTpyKTypa TEKCTa, COJAepKaHHe

PCKBU3UTOB OCHOBHBLIX OPTraHU3allMOHHBIX JOKYMCHTOB: IIOJIOXKCHUSA, YyCTaBa, HHCTPYKIHH,

IIPOTOKOJIA, KOHTpAaKTa (I[OF OBOpa).
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Tema 4. PacniopsiauTeabHble JOKYMEHTBI

PaCI'IOpf{,ZII/ITe.]'H)HI)Ie JOKYMCHTBI. IOpI/I)II/I'-IeCKI/Ie OCHOBAaHUsA BO3HHUKHOBCHUA
pacnnopAaAUuTCIIbHBIX AOKYMCHTOB. I/IS,Z[aHI/Ie PaciopsAaAnuTCIbHBIX OOKYMCHTOB. OcobenHocTH
IOAIrOTOBKKM H O(I)OpMJ'ICHI/I}I OTACIBHBIX BHJOB HOOKYMCHTOB: IIpUKa3 IIO OCHOBHOM

JESATEIbHOCTH, PACIIOPSKEHUE, PELICHHE, YKa3aHHE.
Tema 5. CnipaBo4Ho- HHPOPMALMOHBIE JOKYMEHTbI

CnpaBoyHo-nH(pOpPMAITMOHHBIC TOKYMEHTBI: JOKJIATHAs 3alucKa, CIIy)KeOHas 3armucka,
CrpaBKa, OOBSICHUTEIbHAS 3alMCKa, akT, TeleQoHOorpaMMma, pAaclucKa, JIOBEPEHHOCTH,
Tenerpamma, dakc, MogeM. PexkBu3uTh 10KyMeHTOB. [IpaBuia cocTaBlieHusl TEKCTa CIIPABOYHO-

MH(POPMAITMOHHBIX IOKYMEHTOB
Tema 6. /le1oBbIe 1 KOMMepYecKHe MUCbMA: KIaccupukanms, CTPYKTypa, CTHIb

JlenoBele W KOMMEpYECKHE THChbMa: Kiaccupukanus, CTPYKTypa, CTWiIb. DyHKIHH
JIETIOBOTO M KOMMEPYECKOTO MUChMA: CPeJICTBA KOMMYHHKAIMH, PETPAHCISIUU WHGOpMaIUH,
yBenomiienue o 4em-inbo. Kmaccupukanus nucem. OcoOEHHOCTH cocTaBleHHsS. PeKBU3UTHI
nenoBoro nuchMa. OCHOBHBIC IPUHIIUIIBI U TIPABHJIA COCTABICHUS TEKCTa CIIY)KeOHOTO MUCHhMA.
A3pik W cTwb naenoBoi mepenucku. [lpaBwia u GOpMBI KOMMEPYECKOW TEPENUCKH C

3apyOeKHBIMU TTAPTHEPAMHU.
Tema 7. JIokyMeHTBI 110 JINYHOMY COCTABY

JIoKyMEeHTBI MO JIMYHOMY COCTaBy. JIOKYMEHTBHI JMYHOIO MPOUCXOXKICHUS; 3asBICHHE,
aBToOmWorpadus, pesrome, pacmucka. BuIpl JOKYMEHTOB IO IJHUYHOMY COCTaBY: TPYAOBOM
JIOTOBOP, MPUKA3 MO JUYHOMY COCTaBY, TPYIOBasi KHIKKA, TUYHOE JIEJIO, JInYHash KapTouka T-2,

XapaKTCpUCTUKA, U Jp. OcHOBHEBIE ImpaBujia COCTAaBJICHUA JOKYMCHTOB 110 JIMYHOMY COCTaBYy

Tema 8. Opranmzaunu 10KyMeHTO00opoTa. Perucrpauusi ¥ KOHTPOJIb MCIIOJTHEHUS

AOKyMeHTOB OpraHusanusi J0KyMeHT0000poTa.

Peructpamuss u KOHTPOJIb HCIOTHEHHUS JOKYMEHTOB. [loHATHE «IOKyMEHTOOOOPOTY.
[Tpunuuner gokymeHTOO0OOpoTa. [lOpsSAoK MpOXOXKIEHUS BXOAAIIMX JOKyMEHTOB. [lopsmok
MPOXOXKICHUSI HCXOAAIIUX JOKyMEHTOB. [lopsiiok NpOXOXIE€HHS BHYTPEHHUX JOKYMEHTOB.
Peructparusi TOKyMEHTOB B *KypHajlaX U PETHCTPALMOHHBIX KapToukax. [loHsTHE MHIEKcaIun
TOKyMEeHTOB. MDOpMBI KOHTpOJII 3a HCHOJHEHHWEM JOKYMEHTOB. KOHTpoib 3a KauecTBOM

HUCIIOJIHCHUA OTOKYMCHTOB. KOHTpOHB Mo CpOKaM HUCIIOJIHCHHA HTOKYMCHTOB. MeTO,Z[LI u (bOpMLI
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ACJIOIMIPOU3BOACTBCHHOI'O KOHTPOJIsI B OpraHax YyIIPpaBJICHUS. O606IJ.I€HI/IC JaHHBIX 00

HNCITIOJIHCHUU I[OKYMGHTOB.
Tema 9. Pabora ¢ 1OKyMeHTaAMM, COEPKAMMUMH KOH(PUAEHUNAIbHbIE CBeIeHUs

Pabora ¢ gokymeHTamu, cozxepkalluMHu KOH(QUACHIHMAIbHbIE cBeaeHUs. DenaepanbHbIN
3akoH «O KomMMepueckoi TaitHey. [IpaBuiia CEeKpeTHOCTH M COONIOIEHUS KOMMEPUYECKON TaiHBI.
[Ipenmer wkommepueckoil Taitnbl. J[Ba Onoka KT: mpombliienHHass u aenoBasi WHGOpMAIus.
Kon¢unennunanbuple cBeACHUS: UACH, N300pETEHUs, OTKPBITHA, IPUOBLIL GUpMBI U Ap. ['pud,
0003HAYAIONINI OTpaHWYCHHE JIOCTyHa K JOKyMEHTaM. PeXuM KOMMEpYEeCKOH TaiHBbI.
Opranuzanus paboThl O 3aIUUTE KOH(UACHIMAIBHBIX JOKYMEHTOB OT HECAaHKIMOHUPOBAaHHOTO

noctymna. CBeieHusl, He COCTaBIIAIONINE KOMMEPUECKYIO TalHYy.
Tema 10. HomenkJatypa geJ

Homenxknarypa nen. IloHsTne «HOMEHKIaTypa A€l», €€ 3HAUEHHUE U OCHOBHBIE BUJIBI,
TpeOOBaHUs, MPUHLMNBI €€ MocTpoeHus. llocnenoBaTenbHOCTh pACHONOXKEHUS JeNl B
HOMeHKJaType. [IpuHIUNIbI cocTaBlieHUs HOMEHKIIATyphl Aei. [lepedeHb TOKyMEHTOB, KOTOpbIE
BKJIIOYAIOTCSI B HOMEHKIaTypy. ['padsl u paznensl HomMeHKIaTypsl Aen. [IpaBuna odopmieHus

HOMEHKJIATyPBbI JE.
Tema 11. @opmupoBaHue JAeJl 1 UX XPaHEHUE

[Ipu3Haku TPyNIHPOBKH AOKYMEHTOB B zeno. OOmue TpeGoBaHUS K (OPMHUPOBAHUIO
nen. I'pynnupoBka B Jenla OTHENBbHBIX KaTeropuid JOKYMEHTOB. llenb 3KcCIepTu3bl LEHHOCTH
JOKYMEHTOB. YCIOBUS KCHEPTU3bl. [IpUHIUIIBI U KpUTEPUU LICHHOCTH JOKYMEHTOB. OCHOBHBIE
GyHKUIMM SKCIepTHOW KoMuccuu opraHu3zauud. OdopmieHune pes3yabTaToB HKCIEPTU3bI
LIEHHOCTHU JOKYMEHTOB. COCTaBJIE€HUE OIMCU aKTa O BBIIACICHUU K YHUUTOKEHHIO JOKYMEHTOB,

HC IOJIC)KAIUX XPAHCHUIO.

XpaHeHUe JOKYMEHTOB B CTPYKTYpHBIX moapasfeneHusx. Odopmienue nen amis
Tekylero xpaHeHus. OCHOBHblE NIpaBWJa IIOATOTOBKM JOKYMEHTOB K cJau€ B apXuB

OpraHu3allMM U Iepeaade Aell B BEIOMCTBEHHBIN U TOCYAapCTBEHHBIN apXUB.

Tema 12. IT-rexHosiorum Ha ciry0e JOKYMEHTAJIbHOr0 o0ecnevyeHus 1esiTeIbHOCTH
OpraHM3auuu

CoBpeMeHHbIE cITOCOObI M TEXHUKHU CO3JJaHUs JOKYMEHTOB U OpraHU3aluu
nokymMeHToo0opoTta. CoBpeMeHHasi HH(PpOpPMAIIMOHHAs TEXHOJOTHsL. Busl mporpamm ams

COCTAaBJICHUS Y PEAAKTUPOBAHMS CIYKEOHBIX JJOKYMEHTOB (TEKCTOBBIE PEIAKTOPhI MU
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tekcToBble Tporieccopsl: Word, Word for Windows u nip.). Co3nanue 6maHka U mabioHa
nokymenTa. Bosmoxknoctu nporpammsl WinWord. CTuiib, MO3BOJISIOIIUI TOKYMEHTY MPHIAThH
npodeccroHanbHbIi BUA. Jupexkropuit — rpymnmna $aiaos, 00beIMHEHHBIX 0 KaKOMY-JIN00
npu3Haky. Opranusanus J0KyMeHToo0opoTa Ha koMibroTepe. VIHpopMalnoHHO-ClIpaBoyHast
pabota 1o gfokymeHTaM. OCHOBHBIE KOMIIBIOTEPHBIE IPOrPaMMBbI JIJIs1 OpraHu3aluu paboThl C
JNOKyMeHTaMu. Mcnonb30BaHue 2JEKTPOHHOM TOUTHI, Internet U Ipyrux cUCTeM B LEJSIX

paloHaIn3aluy J0KyMEHTO000poTa.

4. OOpa3oBarte/ibHbIE TEXHOJIOTHH

[Tpu peanu3anmy NporpaMMbl TUCHUIUIMHBI «J{0KyMeHTallmOHHOE 00ecTieueHHEe yIpaBICHISDY

UCTIONIBb3YIOTCSI pa3InYHbIe 00pa30BaTeIbHBIC TEXHOIOTUH: ayAMTOPHbIEC 3aHATHUS IIPOBOISATCS B
BH/JIE JICKIIUH U NMPAKTUYECKUX 3aHATUH. JIEKIIMU IPOBOASATCS IO TUILY JICKLUN-BU3YaINU3alNH,

JIeK1Us ¢ pa300pOM KOHKPETHBIX CUTYaIUH.

Ha TIlpakTtuyeckux 3aHATHUAX, MPOBOJAMMBIX IO THUIY OOCYKIEHUE TOKIIAJOB,
KOHCYJIbTallMOHHAs paboTa MpernoAaBareis, MpeaycCMOTPEHO 00CyKIEHIE OCHOBOIIOIAralouX 1
HauboJee CIOKHBIX BOMPOCOB Kypca, 3aciHylIMBaHUE JOKIAIO0B. TeMbl MPaKTHUYECKUX 3aHSATHIM
OTpa’karoT MOCJIEIOBATEIILHOCTh U3yUEHUS] Kypca B COOTBETCTBUM C IPOIPaMMOil.

CaMocTrosTenbHass paboTa CTYJEHTOB IMOJpa3yMeBaeT MOJATOTOBKY  JOKJIAJOB,
CaMOKOHTpOJIb, MOJATOTOBKY K TECTUPOBAaHHIO, pabOTy C HOPMAaTHBHO-IPABOBBIMM AKTaAMH H
MH(GOPMAIIMOHHBIME pecypcaMu. [[is caMoCTOSTeNbHOI pPadOThl CTYAEHTOB MOATOTOBIICHBI
3aJJaHus JJIS1 CAMOCTOSITENTLHON pabOTHI, CITUCOK HCTOYHUKOB U JIUTEPATYPHI.



Ne Buasr  yuebHoi
HaumeHnoBaHue Tembl OO0pa3zoBartenbHbIEe TEXHOJIOTUU
/11 paboTHI
1 2 3 4 1
I. |Tema 1. J[oxymenT wu cucremsl|Jleknus 1. Jleknus-Bu3yanuzanus B
JIOKYMEHTAIUH. IIpaxtnueckoe |IIpakTnueckoe 3aHATHE -
3aHATHE 1. 00CyX/IeHHE JJOKJIa10B
2. |Tema 2. TpeboBanus k|Jlexmms 2. Jlexuust ¢ pa300pOM KOHKPETHBIX
COCTaBJICHUIO U  O(OPMIICHUIO CUTyauuin
YIPAaBICHYECKON TOKyMEHTALlUN.
IIpaktnueckoe |[IpakTnueckoe 3aHATHE -
3aHsTHE 2. 00CyX/IeHHE JJOKJIaI0B
3. |Tema 3. Opranuzannonssle [Jlekuus 3. Jlexuus ¢ pa360pOM KOHKPETHBIX
JIOKYMEHTBI. CUTyaLUH
[Tpaktueckoe  |IIpakTnyeckoe 3aHATHE-
3aHsTHE 3. KOHCYJIbTallMOHHASI pabota
IIPENOIaBaTEIs
4. |Tema 4. Pacnopsinurenshsbie |Jlexkums 4. Jlexuust ¢ pa300pOM KOHKPETHBIX
JIOKYMEHTBI. CUTyalui
IIpaktnueckoe |[IpakTnueckoe 3aHATHE-
3aHsTHE 4. KOHCYJIbTallHOHHAs pabota
MIpenoaaBareis
5. |Tema 5. CrnpaBouHo- [Jlexkuus 5. Jlexuus ¢ pa300poM KOHKPETHBIX
UH(POPMALIMOHHBIE TOKYMEHTBHI. CHUTyaluii
IIpaxtnueckoe  |IIpakrnueckoe 3aHATHE-
3aHATHE 5. KOHCYJIbTallUOHHAS pabota
IIPEeTnoiaBaTesis
6. |Tema 6. JlenoBele u xommepueckue|Jlekmus 6. Jlexuus ¢ pa300poM KOHKPETHBIX
IUChMa: KJ1accuukanys, CUTyauui
CTPYKTYypa, CTUJIb.
ITpaktnueckoe  |IIpakTnyeckoe 3aHsATHE-
3aHATHE 6. KOHCYJIbTallUOHHAs pabota
IIPETNOAABATEIS
7. |Tema 7. JlokymeHTHl 1O Ju4yHOMY |JIekuws 7. Jlexusi ¢ pa300pOM KOHKPETHBIX
COCTAaBy. CUTYyaluu
[Tpaktnueckoe  |IIpakTnyeckoe 3aHATHE-
3aHsTHE 7. KOHCYJIbTallMOHHASI pabota
IIPENOIaBaTEIIs
8. [Tema 8. Opranuzanuu|JIexkuus 8-9. Jlexuusi ¢ pa300pOM KOHKPETHBIX
Z[OKYMGHT0060p0Ta. PeFI/ICTpaHHH 144 CI/ITyaI_[I/Iﬁ
KOHTPOJIb HCIIOJHEHHUS JOKYMEHTOB
Opranuzanusi JTOKyMEeHTOO00pOTa.
IIpaktnueckoe |[IpakTnueckoe 3aHATHE-
3aHsaTHE 8-9. KOHCYJIbTallUOHHAs pabota
MIpenoaaBarTesis
9. |Tema 9. PabGora c¢ nmoxymenrtamu, Jlexmus 10-11.  [Jlekmus ¢ pa36opoM KOHKPETHBIX
CoJiep KalllMMU  KOH(UIEHIIMATIbHbIE CHTyaLluii
CBEZICHUS.
IIpaxtnueckoe |IIpakTnueckoe 3aHATHE-
3ansitue 10-11.  [koHCynmpTanMOHHAS pabora
IpernoiaBarTeis
10. [Tema 10. Homenkiarypa mei. Jlexnus 12 Jlexuus ¢ pa3z0opOM KOHKDETHBIX
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Ne Kon HaunmenoBanue TeMbl

/m KOMIIETEHIIUHA

HanmenoBanue
OIIEHOYHOT'O CPEJICTBA

1 [K-11 Tema 1.  JlokymeHT
JOKyMEHTAIHH.

JIOKYMEHTAlUH.

JAOKYMCHTHBI.

JIOKYMEHTOB
JIOKyMEHTO000pOTA.
Tema 9. PabGora ¢

CBCIACHUSI.

Tema 11. dopmupoBaHue
XpaHEeHHE.

Tema 12. IT-rexHomoruu
JIOKyMEHTAJIHLHOTO
JIeATEIbHOCTH OpraHU3alMH.

Tema 3. Opranu3anMoOHHbIE JOKYMEHTHI.
Tema 4. PacniopsiiuTenbHble JOKYMEHTHI.
Tema 5. CnpaBouHo- HH(pOpPMAITMOHHBIC

Tema 6. JlenoBbie 1 KOMMEPYECKHUE NTUCHhMa!
KIIacCU(UKaIUs, CTPYKTypa, CTHIIb.

Tema 7. JIOKyMEHTBI 110 TMYHOMY COCTaBY.
Tema 8. Opranuzanuu JOKYMEHTOOOOpOTA.
Peructpanuss W KOHTPOJb HCHOJIHEHUS
Opranuzanus

JIOKyMEHTaMH,
co/iepKaIUMHU KOH(UIEHITHATbHBIE

Tema 10. Homenkinatypa ned.
€I MW HUX

o0ecneueHns

cucteMsl | Jlokmaabl

KontponsHnas pabora
Tema 2. TpeGoBanus K coctaBieHuio u | Tect
0o OopMIIEHHUTO yIIpaBJICHYECKOM | 3ayeT
OLIEHKO/3a4eT

ciyx0e

5. OneHka mJIaHupyeMbIX pe3yJbTaToB 00yUeHHUs

5.1. Cucrema onieHUBaHUS

®opma KOHTPOJISA

MaxcumaJjbHoOe
KOJIHYECTBO
0aJU10B 32 OJHY
padorty

MakcuMajabnHoe
KOJIU4YeCTBO
0aJ1710B BCEro

Ilocenienue nexmii

2

20

ITonroroBka u 3ammra JOKIaga

5

10

TectupoBanue

10

10

KonTposibHas paboTa

20

20

Bcero 3a Tekyuuii KOHTPOJIb

60

3auer ¢ oLeHKoM/3aueT

40

Hroro 3a cemecTp

100
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[Tomy4eHHBI COBOKYIHBINA Pe3yJIbTaT KOHBEPTUPYETCS B TPAJUIIMOHHYIO IIIKATy OLIEHOK U B
niKany oueHok EBponeiickoit cuctembl nepeHoca u HakorieHus: kpenutos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBUU C TaOIMILIEH:

100-6amnpHas | TpamunuoHHas mikaia Ixkana
[IKajga ECTS
95 -100 A
8394 OTJIMUYHO B

68 — 82 XOpOII0 3aYTEHO C

56 — 67 D

50— 55 YJIOBJIETBOPUTEIHHO E

20 —-49 FX
0—-19 HEYIOBIECTBOPUTENBHO | HE 3a4T€HO | |

5.2Kpurtepun BBICTABIEHUS OLIEHKU 10 JUCIUIIIINHE

bamnel/III | Ouenka mo Kpurepuu onieHKH pe3yabTaToOB 00Y4YEHUS MO JUCITUTIIIMHE
KaJja JUCLUIIIINHE
ECTS
100- «OTIIMYHOY/» | BrIcTaBisieTcst oOydaromeMycsi, €ClIi OH TTTyOOKO U IPOYHO YCBOMII
83/A.B 3a4TEHO TEOPETUUECKUH U MPAKTUUYECKUI MaTepHuall, MOXKET
(oTIYHOY/ MIPOJEMOHCTPHUPOBATH 3TO Ha 3aHATHUSIX U B XOA€E MPOMEXKYTOUHOMN
«3aUTEHO» aTTecTaluu.
OO0yuaromuiicss HCUEPIBIBAIOIIE U JOTUYECKU CTPOMHO M3Iaraet
y4eOHBIN MaTepuall, yMEET YBS3bIBATh TEOPHUIO C TIPAKTUKOM,
CIPABIISIETCS C pEIICHUEM 3a1a4 TPpodhecCHOHAbHOM HANPaBIEHHOCTH
BBICOKOT'O YPOBHS CIIO)KHOCTH, TPaBUJIBHO OOOCHOBBIBAET MPUHSTHIE
penieHusl.
CB0OOIHO OPUCHTHPYETCS B yUSOHOU U TIPOPECCUOHATTLHOM
JIUTEpATYypE.
OrueHka no AUCUMIIMHE BBICTABIISETCS 00y4aroIeMycsi ¢ y4ETOM
pE3yJIbTAaTOB TEKYLIEH U IPOMEXKYTOUHON aTTECTALlUU.
KoMnerenuu, 3akpeniéHable 3a AMCUUIIIMHON ,c(OPMUPOBAHBI Ha
YPOBHE - «BBICOKHID.
82-68/C «xopoto»/» | BeictaBisieTcst oOyuaromeMycs, €Clu OH 3HAET TCOPETUIECKHUMN U
3aYTEHO MPaKTUYECKUI MaTepuai, T[paMOTHO U IO CYLIECTBY M3JIaraer €ro Ha
(xopomw1o)»/ 3aHATHUAX U B XOZI€ IPOMEXKYTOYHON aTTeCcTall, He JOITycKast
«3a4TEHO» CYLECTBEHHBIX HETOUHOCTEH.

OOyyaromuiics MpaBUILHO MPUMEHSIET TEOPETUICCKUE TTOTOKCHUS
IPY PELICHUH MPaKTHUECKUX 3a]au NpodeccuoHanbHOI
HAIPaBJICHHOCTH Pa3HOTO YPOBHS CIIOKHOCTH, BIIaJICET
HEOOXOIUMBIMH JUIS TOT0 HAaBBIKAMU M IPUEMaMHU.

JlocTaToyHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npodeCCUOHAILHON JIUTEPATYpE.

OrneHka 1o JUCHIUIUIMHE BBICTABISIETCS 00yUYarOImEeMycs C YIETOM
PEe3yNIbTaTOB TEKYILIEH U MPOMEKYTOUHOM aTTECTAIUH.
Komnerenmum, 3akperi€éHHbIe 32 TUCIUTUTMHONW, COPMHUPOBAHBI HA
YPOBHE - «XOpOILHUI.
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67-50/D,E | «ynoBnetBop | BricTaBnsercs oOy4aromemycs, €Clid OH 3HaeT Ha 6a30BOM ypOBHE
UTEIIbHOY/ TEOPETUUECKUH U MPaKTUUECKUI MaTepuall, 10MyCKaeT OTJeNIbHbIE
«3a4TEHO OLIMOKH MPU €ro U3JI0KEHUH Ha 3aHATHAX U B XOJI€ TPOMEKYTOUHOMN
(YnoBNETBOp | aTrTeCTaIlHH.
UTEIHHO)»/ OO0yuaromuiicst UCTIBITHIBAET OMpeeNEHHbIE 3aTPYIHEHUS B
«3a4TEHO» MIPUMEHEHNHU TEOPETUUECKHUX MOJIOXKEHUN MTPU PEeIIeHNUN
NPaKTHYECKUX 3a/1a4 IpOoQeCcCHOHATLHON HANIPABICHHOCTH
CTaH/IapTHOTO YPOBHSI CJIO)KHOCTH, BJIaJI€€T HEOOXOAUMBIMHU ISl 3TOTO
0a30BBIMU HaBBIKAMH U IPUEMAMHU.
JleMoHCTpHUpYyeT JOCTaTOYHBIN YPOBEHb 3HAHUSI Y4eOHOM TUTepaTyphbl
10 JUCIUIINHE.
Ornenka o AUCHUILINHE BBICTABIISETCS 00y4aromeMycs ¢ y4€TOM
pE3yIbTAaTOB TEKYILEH U MPOMEKYTOUHOM aTTeCTAIUH.
KoMnerenmmu, 3akpeniéHHble 3a AMCUUIITMHON ,cOPMUPOBAHBI Ha
YPOBHE - «JIOCTaTOUHBIN».
49-0/F,FX | «neymoBietrB | BrictaBisercs oOydaromeMycs, €CJIM OH HE 3HaeT Ha 0a30BOM YpOBHE
OpPUTETILHO»/ | TEOPETUUECKUN U MPAKTHYECKUI MaTepHall, I0IycKaeT Irpyobie
HE 3a4TCHO OLIMOKM IIPU €ro U3JI0XKEHUH Ha 3aHATHUAX U B XOJ€ TPOMEKYTOUHOMH

aTTecTaluu.

OOyuaromuiicst UCIIBITBIBAET CEPhE3HBIE 3aTPYIHEHUS B IPUMEHEHUHN
TEOPETUUECKUX TOJIOKEHUM MPU PELIEHUH TPAKTUUECKHUX 3a]a4
npogecCHOHAIBHON HANPAaBIECHHOCTH CTaHAAPTHOTO YPOBHS
CJIO)KHOCTH, HE BIIaJIeeT HEOOXOIUMBIMHU JJISl 3TOTO 0a30BBIMU
HaBBIKaMH U IPUEMAMH.

JlemoHCTpHUpYeT (pparMeHTapHbIe 3HAHUS YIeOHOH TUTEepaTypsl 1O
JUCLIUILINHE.

OrneHka 1o AUCUMUIUIMHE BBICTABISETCS 00yYaromeMycs ¢ y4éToM
PE3YyIBTATOB TEKYIIEH U TPOMEKYTOYHOM aTTeCTalNH.
KoMneTeHIIMM Ha ypOBHE «JOCTATOYHBINY, 3aKPEIIIEHHBIE 32
JUCLUIUIMHOW, HE C(POPMHUPOBAHBI.

5.3. OueHo4HbBIE
yCIIEBAEMOCTH ,JIPOMEKYTOUHOM aTTECTAIIMU 00YyJArOITUXCS IO TUCITUTUTMHE

cpencTBa (MaTepuasipl) I8 TEKYIIErO  KOHTPOJIS

Ilpumepnaa memamuxa peghpepamos (ounas u 3ao04nan popma odoyuenus):

1. CymHOCTh ¥ OCHOBHOE Ha3HAUCHHE TOKYMEHTALMOHHOTO OOECIICUeHUs YIpaBiICHHUS B

COBPCMCHHBIX YCIIOBHAX.

2. HOpMaTI/IBHO-HpaBOBa}I 0a3a JAOKYMCHTAIITMOHHOI'O obecrieueHus yHpaBJICHUA B POD.

3. Opranusanus J1ej10MpON3BOACTBA B MAJIBIX TOCTUHHUIIAX.

4. Cpoemuduka JTOKYMEHTAIMOHHOTO OOECIIEYCHUSI YNPABICHUS B TOCTHHUYHBIX

KOMIIJICKCaXx.
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5.B03MOKHOCTH HCHOJIb30BaHUS COBpCMCHHOﬁ O(pHCHOfI TCXHUKH B OITHUMH3AllMH

JTOKYMEHTO0000pOTa B OpraHU3aINH.

6.B03MOXHOCTH HCITOJIE30BaHUSA CIICHUAIIM3UPOBAHHBIX IIpOrpamMm I OCYHICCTBIICHUS

AOKYMCHTAIIMOHHOT'O o60p0Ta B rOCTHHHMIIAX.

7. UcTopusi CTaHOBJEHMSI U Pa3BUTUS JOKYMEHTAIIMOHHOTO OOECTeYeHHs YIpaBIICHUS B

Poccun.
8. Cnenuduka JOKyMEHTAIIMOHHOTO 00eCIIeUeHNs yIPaBICHHsI B KaJIPOBbIX CIyxk0ax.

9. 3apy6€)KHBII>i OIIBIT OpraHu3ali AJOKYMCHTAIIMOHHOI'O obecrieueHuUs yYHpaBJICHUA

TOCTHHUYHBIMHU KOMIIJICKCaMU.

10.CocraB u MpECaAHa3HAYCHUC BHYTPCHHUX OpTraHHu3allMOHHO-PACTIOPAANUTCIIBHBIX

JOKYMEHTOB OpTaHU3aINH 10 paboTe C MEPCOHATIOM.

11 .HpI/IMeHeHI/Ie METOA0B COBpPEMEHHOTI'O MCHC/I?KMCHTA B OpraHu3anuu

AOKYMCHTAIIUOHHOTI'O obecneyeHuUs YHpaBJICHUS.

12.IlpumeHeHne TOCYIapCTBEHHBIX CTaHAAPTOB B OPraHU3alWH JOKYMEHTAILIMOHHOIO

o0ecrieueHus..

13.Ucnionp3oBanue 3apyOeHOTO OIbITAa B OpraHu3aluud JOKYMEHTOOoOOpoTa Ha

POCCUIMCKHUX MPEIIPUITUSX.

14. XapaktepucTuka CIyXObl JOKYMEHTAIIMOHHOTO OOCCTeUeHUs] Ha KOHKPETHOM

npeanpusTuu (1o BbIOOPY CTYJICHTA).

IS.MCTOZ[BI PpalOHAJIBHOT'O ACJIOMPONU3BOACTBA U BHCAPCHHUA HOBBIX aBTOMATU3UPOBAHHBIX

MH(POPMAITMOHHBIX TEXHOJIOTHIA.
16. Cucrembl JOKyMEHTALIMOHHOTO 00eCTIeYeHHs yIIpaBICHUS.

17. JJOKyMEHTAllMOHHOE MOATBEPKACHUE JEUCTBUTEIBHOCTH CHEJIOK B TOCTUHUYHOM

OusHece.

18. OOmast xapakTepUCTHKA JOTOBOpPa BO3ME3THOTO OKa3aHUsl YCIyr B TOCTHHHUYHOM

ouzHece.
19. JloroBop odepTsI.

20.KpuTtepurn W TOPUHUUIBI ONPEACIICHUS HAYYHO-UCTOPUYECKOM M MPAKTUYECKOU

HECHHOCTHU JOKYMCHTOB.
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21. Opranusanus paboTsl ¢ xanobdamMu NoTpeduTeae TOCTUHUYHBIX YCIYT.

22. Ilpuem, oOpaboTKa, perucrpainusi, KOHTpPOJib, XpaHEHUE JOKYMEHTOB, HOMEHKJIaTypa

hi(Sh)
23. MexayHapoaHasi TOCTUHUYHAS KOHBeHIHsI. OpraHu3anuu JOKyMEHTO000poTa.

24.H0)1X0,Z(LI K OpraHu3anuu OonepaTuBHOr0 XpaHCHUA JOKYMCHTOB B ACJIOINPOU3BOACTBC U

OCHOBBLI apXHMBHOI'O XpaHCHUA JOKYMCHTOB.
25.0cHoBHbIE TPeOOBaHUS K COCTABJICHUIO U OQOPMIICHHIO IOKYMEHTOB
Ilepeuens npumephnvix mecmoswix 3a0anuil (O4HAA U 3404HAA Popma 00yueHUR):
1. JlIokymMeHT — 3T0:

1) undopmarnus, 3aduKCHpOBaHHAs TOJIBKO Ha OyMaKHOM HOCHUTENle, HE HMEoIas

PCKBU3UTEHI,

2) wunbpopmanus, 3aduUKCUpoOBaHHAas Ha OyMa)XKHOM WJIM JIFOOOM JpPyroM HOCHTEINE,

UMEIOLIasi PEeKBU3UTHI;
3) uadopmanwsi, 3apuKCHpOBaHHAS HA TF0OOM HOCHTEJIE, HE UMEIOIIasi PEKBU3UTOB;

4) wMartepuanbHbIi OOBEKT ¢ UHGPOpMAIMEH, 3aKperUICeHHOW CO3JaHHBIM YeIOBEKOM

CHOoCcOOOM /IS €€ Tepead BO BPEMEHU U TIPOCTPAHCTBE.
2. ITo mecty cocTaBieHUsI JOKYMEHTBI TOAPA3ACISIIOTCS, Ha:
1) BHyTpEeHHUE U BHEILLIHUE;
2) MPOCTHIC U CIOKHBIE;
3) TunoBble, TpapapeTHbIe, UHANBUAYAIbHBIE;
4) IOIJTMHHBIC U MOJUIOKHBIE.

3. Hedicteytomuit I'OCT 1o odopmieHHI0O OpraHU3aMOHHO-PACTIOPSAUTEIHLHOM

JTOKYMEHTAIMH TPelyCMaTpUBaeT MaKCUMaJIbHOE KOJTHYECTBO PEKBU3UTOB!
1) 27;
3) 32;
2)19;

4) 30.



4. Nara 12 mapra 2016 rona B 1okymeHTe ohopmiIsieTcs:

1) 12. 03. 2016;

3) 12. 111. 2016;

2) «12» mapta 2016 rona;

4)12.03.2016T.

5. VI3 mepeuyrcieHHoro NCKITIOYNUTE JIUIITHEE:

1) o6muii GiaHK;

2) 61aHK IPOTOKOINA;

3) GJ1aHK KOHKPETHOTO BUJIAa JJOKYMEHTA,
4) GnaHK UCHMA.

6. JIokyMeHT J10J>KEH UMETh TMOJIs:

1) me menee 20mu (;1eBoe, mpaBoe, BepxHee), 10mi (HIbKHEE);,
2) ne menee 20Ma (BepxHee, JieBoe, HikHee), 10mi (mpaBoe);
3) ve 6omnee 20Mn (J1eBoe, BepxHee, HiIbKHEe), 10Mi (mpaBoe);
4) me 6omnee 20Mn (neBoe, mpaBoe, BepxHee), 10Mi (HuxKHEE).
7. O0m1mii 6JaHK UCTIONB3YIOT 711 H3TOTOBJICHUS:

1) 100BIX BUJIOB JJOKYMEHTOB;

2) TOABKO AJISE UCXOSIINUX TOKYMEHTOB;

3) 1r00BIX BUIIOB JJOKYMEHTOB KPOME TTUCHMA;

4) TONBKO /I JOKYMEHTOB, U3TOTOBJIEHHBIX MAITHHOMUCHBIM CIIOCOOOM.
8. Kakoii BuJ JOKyMEHTa HE OTHOCHUTCSI K OpraHU3allMOHHbBIM:

1) ycTaB opranuzanuu;

2) mTatHOE pacnucaHue;

3) namsTKa;

4) npukas.
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9. JIro60# opraHU3aIlMOHHBIN JOKYMEHT COACPIKUT MOJIOKEHHS, KOTOPHIE:
1) He 00s13aTeNbHBI K UCIIOTHEHUIO;

2) 00s13aTeNbHBI K UCTIOTHECHHUIO,

3) o0si3aTeNbHBI K UCTIOJIHEHUIO B 3aBUCUMOCTHU OT CUTYaIUH;

4) 00s3aTenbHBI K UCIIOJHEHUIO B CIIydasX YKa3aHHBIX PYKOBOJIUTEIEM.
10. Kaxkoii Bug TOKyMeHTa HE OTHOCHUTCS K PACHOPSAUTEIBHBIM:

1) npuxkas;

2) pelieHue;

3) moCTaHOBJICHHE;

4) NOJKHOCTHAS UHCTPYKIIUS.

11.ITonsaTue «/lenonpousBoacTBoO» — 3TO:

1) cucrema xpaHeHHs JOKYMEHTOB;

2) cocTaBlieHUE JOKYMEHTOB;

3) TOKyMEHTHPOBAHWE WU OpraHU3aIHs padOTHI C JOKYMEHTaMH.

12. JlokyMeHTaIlMOHHOE 00ECTICUEeHUE YIIPABICHUS — ITO:

1) OoTpaciib ACATCIIBHOCTH, O66CHCLII/IBaI-OH_Ia${ AOKYMCHTHPOBAHUC U OPraHHU3aIlUIO pa6OTBI

C O(I)I/II_II/IaJ'IBHLIMI/I JOKYMCHTAMMU;,

2) mpueMm u oO0OpaboTKa JOKYMEHTOB, HEOOXOJUMBIX JJIsi MPHUHITHUS YIpPaBICHYECKUX

pElIeHUi U pean3aluy yIpaBleHIeCcKuX (yHKINI;

3) 3amuch MO YCTAHOBJICHHBIM (opMaM HHPOpPMAIHH, HEOOXOIUMOW IO peaH3aIiH

YIIPABJICHYECKUX PELICHU.

13. 3akoHuMTe HaAuaTO€ NPEAJOKEHHWE OJHUM U3 TpeX BapUaHTOB OTBETA:

JIOKYMGHTOO6OPOT — IBHUJXCHUC )IOKYM€HTOB B OpFaHI/ISaIII/II/I C MOMCHTA UX CO3IaHUS 0.
1) mepenauu Ha UCTIOIHEHUE;
2) MOAIINBKY B JIEJIO;

3) 3aBepllEHUS UCIIOTHEHUS UM OTIPABKHU.
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14. JlokyMeHT — 3T0:

1) undopmanus, 3aduKCHpOBaHHAs TOJIBKO Ha OyMaKHOM HOCHUTENEe, HE HMEoIas

PCKBU3UTEHI,

2) wunbopmanus, 3aduUKCUpoOBaHHAas Ha OyMaXKHOM WJIM JIFOOOM JpyroM HOCHTEINE,

UMEIOILasi PEKBU3UTHI,
3) undopmanus, 3adpUKCHPOBaHHAS HA JTIOOOM HOCHUTEIE, HE UMEIOIAsi PEKBU3UTOB
15. Ilo MecTy cocTaBieHuUs JOKYMEHTHI MOIPA3ENIAIOTCS Ha:
1) BHyTpEHHUE U BHEILIHUE;
2) IPOCTBIE U CIIOKHBIE;
3) TunoBkle, TpadapeTHble, HAUBUAYAJIbHBIE.

16. Jeiicteytomuit  I'OCT 1o  odopmieHHIO  OpraHU3alMOHHO-PACIOPSANTEILHON

AOKYMCHTAIIUU NPCAYCMATPUBACT MAKCUMAJIbHOC KOJIMYCCTBO PCKBU3HUTOB!
1) 27,
2) 29;
3) 30;
4) 28.

17 Jeiicteyromum  I'OCTom 1o  ohopMIIEHHIO OpTraHU3aI[MOHHO-PACIOPSANTEEHON

AOKYMCHTAIIUU SABJIACTCA:

1) TOCT P 6.31 —98; 3) 'OCT P 6.30 — 2002; 2) TOCT P 6.30 — 99; 4) 'OCT P 6.30 —
2003. 7.ITpu odopmiieHnu rpuda yTBEpKACHUS CIOBO YTBEPXKIA0 UMEET CICIYIONHMA BUI: 1)

Yreepxnaro; 3) YTBEPXJIAIO; 2) «YTBepxaaion; 4) «Y TBEPXKIAIO».

18.TpeboBanust  geiictBytoniero ['OCTa mo  odopmieHHIO  OpraHW3alMOHHO-

pacnopsAMTEIbHON JOKYMEHTAIIMH PaCIpOCTPAHSIOTCS:
1) TONBKO HA TOKYMEHTBI FOCYJapCTBEHHBIX YUPEKICHMUI;

2) Ha JOKYMEHTHI OpPTraHHW3alldi, YUYPSKIACHHH M TPEANPUATHA HE3aBUCUMO OT (HOPMBI

COOCTBEHHOCTHU M OPTaHHU3aLMOHHO-TIPABOBON (POPMBI;

3) TOJNBKO Ha KOMMEpPYECKHUE MPEATIPUATHS;
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4) TOJIbBKO Ha YUYPCKACHHA, B KOTOPBIX JACJIONPOU3BOACTBO BCACTCIA HA OCHOBC

MH(POPMALTMOHHBIX TEXHOJIOTH.
19.91eMeHTBI TOYTOBOTO aipeca yKa3bIBalOTCs B IOCIEN0BATEIbHOCTH:

1) crpana, obnacth, Kpaii, pecrmyOnnKa, HACEIEHHBIA IMyHKT, YJIMIA, HOMEp JIOMa, HOMED

KBapTUPbI, HANMCHOBAHHE a/Ipecara;

2) HauMEHOBaHUE aJpecara, HACEJCHHBIM MYHKT, 00JIacTh, Kpail, pecnyOiuka, ynuua,

HOMEp JIoMa, HOMEp KBapTUPBL, CTPAHA;

3) HaMMCHOBAHHEC aJpecarta, yJjivia, HOMCP J0Md, HOMEP KBAPTHPHI, HacCeJICHHBIN ITYHKT,

o0acTh, Kpaii, pecyOJinKa, cTpaHa, OYTOBBINA UHJICKC.
20.ITpu odopmiieHnn rpada cornacoBaHus CIOBO COTIIACOBAHO UMEET CICIYIOUIHIA BUI:
1) COI'JIACOBAHO;
3) «COTJIACOBAHOY;
2) CornacoBaHo;
4) COI'JIACOBAHO:

Ilpumepnutit nepeuens KOHMPOLHLIX padom (ounasn u 3a0unasn gopmot):

1. JloKyMEHTOBEAECHME KaK Hay4yHas AMCLUUIUIMHA: (OpPMHUpPOBAHHE, IPEAMET, METOMbI,

COACPKAHUEC U B3AUMOCBA3b C APYTUMHU OUCHUILIMHAMH.

2. Ponb «1oKymMeHTa» B COBpEMEHHOM 001iecTBe ((PyHKIIMH TOKYMEHTA).

3. IlpaBoBoii, ynpaBieHYECKUN U UCTOPUUECKUIN ACTIEKThI B TOHATHH «JIOKYMEHT).

4. WudopmarmoHHas CyIIHOCTh JOKYMEHTA. YTPaBJICHHE IOKYMEHTAIMEH B COBPEMEHHBIX

YyCJI0BUSAX.

5. JIOKyMEHT Kak CpeACTBO peanu3alui (QyHKIUH ynpaBieHus. 3HAu€HHE, COCTaBJICHUE U

odopmIIeHHE PE30TIOINH Ha JOKYMEHTE.

6. CaoiicTBa OKYMEHTa (JIOKyMEHTHas WH(OpMAIUSA: €MKOCTb, MOJIHOTA, IOCTOBEPHOCTD,

CBOEBPEMEHHOCTh U OOBEKTHBHOCTD).
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7. CnocoObl 1 0COOEHHOCTH TOKYMEHTUPOBAHHUSL.

8. TekcroBoe JAOKYMCHTHUPOBAHUC: PA3BUTHUEC, HA3HAYCHUC U 0011aCTh IMPUMCHCHUA.

9. ®oTo - M KHHOJAOKYMCHTUPOBAHUC: HA3HAYCHUC U 00J1aCTh NPpUMCHCHUA.

10. TexHmueckoe JAOKYMCHTHUPOBAHHUC: 3HAYCHUC U BUABI JOKYMCHTOB.

11. CDOHOI[OKYMGHTI/IPOBaHI/Iel BO3HHUKHOBCHUC, PA3BUTHC U 0011aCTh MMPUMCHCHUA.

12. Tlpu3Haku JOKyMEHTAa.

13. Bo3HuKHOBEHHE U Pa3BUTHUC CUCTCM NOKYMCHTAILIUU.

14. YauduuupoBaHHbIE CUCTEMbI TJOKYMEHTAIUH.

15. VYuuduxauus TekcTa JOKyMEHTa (THUIOBbIE, TpadapeTHble TEKCThl, TAOJIMIIbI, AHKETBHI,

rpad Ky, TUarpaMmsl).

16. TekcToBbIE JOKYMEHTHI: CLIOCOOBI CO3/1aHUs, TPUJAHUE IOPUINIECKON CHIIBL.

17. FOpuauyeckas cuiia — OCHOBHOE CBOMCTBO CIIyKEOHOTO JOKYMEHTA.

18. Hcnonb3oBaHHE HOBBIX, COBPEMEHHBIX TEXHOJOTUMH B JIOKYMEHTUPOBAHUU JESATEIBHOCTU

OpraHU3alMH, IPEeIIPUITUS, (GUPMBI.

19. JlokyMeHTbl Ha HOBEHIIMX HOCUTENISIX HMH(OpMauuu: 00JacTh NMPUMEHEHUS U IpUIaHUE

IOpPII[H‘ICCKOfI CHIIBI.

20. TIpaBoBoe peryimpoBaHue yIOTpeOIeHHUS repOOBO CUMBOIMKK Ha JoKyMeHTax. [IpaBuia
odopmiienust pekBu3uToB “locynapctBennbiii repd Poccuiickoit @eneparuun”, “I'epd cyObekTa

Poccutickoit ®eneparun’.
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21. TIlpaBoBoe perymupoBanue apxuHoro aena B Poccuu. (@3 ot 01.01.01r. «O6 apxuBHOM

nene B PO» u ap.)

22. JloKkyMEeHTUpPOBaHUs KaJpOBOU EATEIbHOCTH.

23. JIoKyMEHTUpPOBaHUS AEITEIbHOCTH FOCYJAPCTBEHHBIX YUPEKACHUM.

24. JIOKyMEHTUPOBAHUS AEATEIHbHOCTH HEKOMMEPUYECKUX OPraHU3aIlnil.

25. JIOKyMEHTUPOBaAHUS JAEATEIHBHOCTH KOMMEPUYECKUX OPraHU3aIINiA.

26. JIOKyMEHTHPOBAHUS AEATEIbHOCTU O0IIECTB C OrPAHUYEHHON OTBETCTBEHHOCTBIO.

27. I[OKYMCHTI/IpOBaHI/IH JCATCIIBHOCTH aKIIMOHEPHBIX 00II1eCTB.

28. Z[OKyMeHTI/IpOBaHI/IH ACATCIIBHOCTH TOCYHAPCTBCHHBIX W MYHUIUIIAJIbHBIX YHUTAPHBIX

OPEAIPUATHN.

29. OpFaHI/IBaHI/IH MMOATOTOBKHU M IICPCAAYN €T HAa APXUBHOC XPAHCHHC.

30. Tekyiee XxpaHeHHEe JOKYMEHTOB (HOMEHKJIaTypa Aell, GOpMUPOBAaHUE U XpaHEHUE JIeT).

Ilepeuenv npumephnvix 60NPOCOG, 0/ NOO2OMOGKU K 3auemy ¢ OUeHKou (ouHaa u

3a04Hnan hopma 0dyuenusn):

1. OOBEKT, mpeaMeT U 3aJ1a4u JIeTIOMPOU3BOJCTBA

2. Kak ompenensiercss «aokymeHt coriacHo ['OCTy 511141-98? OcHoBHble (GYyHKITUN
JIOKYMEHTa

3. Knmaccudukanms J0KyMEHTOB
4. Cuctemsbl nokymenTtanuu. Yro rakoe YCOPJI?
5. HopmaTtuBHO-MeToMUeCcKas 0a3a JOKyMEHTHPOBAHUS YIIPABICHYECKOH eI TEIbHOCTH

6. Crapmaptuzanus U yHU(UKays. YHUPUIMPOBAHHBINA JOKYMEHT UM YHU(DUIIMPOBAHHAS
(dopma B 1€TI0IIPOU3BOJCTBE

7. PexBusuthl B tokymente. [lonstue ¢popmyispa-oopasia.

8. I'padhuka cimykeOHOTO TOKyMEHTa

9. Ilpuanue OPUANYECKON CUIIBI IOKYMEHTY

10. TToHATHS «YEPHOBUKY, «OCIIOBUKY, KIOUIMHHUKY, «KOIHSD JOKYMEHTA.

11. Buasl 0:1aHKOB B 1€TIOTIPOU3BOJICTBE

12. MakcumanbHbIi Ha00p pekBu3uTOB Onanka it mrucem o ['OCTy 6.30-2003

13. OcHOBHBIE TOKYMEHTBI, OUIekKAIINE YTBEPKACHUIO PYKOBOIUTENIEM OpraHU3aluu


https://pandia.ru/text/category/nekommercheskie_organizatcii/
https://pandia.ru/text/category/unitarnie_predpriyatiya/
https://pandia.ru/text/category/unitarnie_predpriyatiya/
https://pandia.ru/text/category/aktcionernie_obshestva/
https://pandia.ru/text/category/deyatelmznostmz_ooo/
https://pandia.ru/text/category/kommercheskie_organizatcii/
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16

. cDOI)M]':»I COTJIaCOBaHUA JOKYMCHTA
. Tpe6OBaHI/IH K COCTaBJICHHUIO TCKCTa cnyxce6Hor0 AOKYMCHTA. Buapl TekcToB

29

17. PexBusuthl (opmyisipa ycraBa npeanpustus. OCHOBHbIE pasJenbl TEKCTa ycTaBa
MPEIPUSITHS

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

31

OcHOBHBIE pa3ieibl TEKCTA TOJDKHOCTHON MHCTPYKITUH

OcHoBHbIE TPeOOBaHUS K COCTaBICHUIO MPOTOKOA.

[Tonsitue norosopa. Bussl noroBopos. TpeGoBaHus K TEKCTY

W3nanue u BUIBI paciopsAaUTENbHBIX JOKYMEHTOB

Brinucka u3 nportokona

Kakoit TOKyMEHT HOCUT Ha3BaHUE «IPHUKA3 IO OCHOBHOM JAEATEIIBHOCTHY ?
Kaxkoli JOKyMEHT HOCUT Ha3BaHUE «yKa3aHUEe»?
NudopmarnmoHHO-CIIpaBOYHbIE TOKYMEHTHI

«OO0BsicHUTENTbHAS 3anHCcKay, «CrpaBKay

OCc0OEHHOCTH CITY>KEOHOM 3aITUCKH

UYro takoe «akm»? PazHOBUIHOCTH akTOB. OCHOBHBIE PEKBU3UTHI aKTa

Buner nosepennoctu. TpeboBaHuUs K COCTaBIECHUIO JTUYHOM TOBEPEHHOCTH

. Kakux ycTaHOBOK mojaraeTcst puaepKHUBAThCS MPH Nepeaade TesiepoHorpaMm

(dakco)?

32

. Kakoit JOKYMCHT HOCUT HAa3BAHHC «TeﬂerpaMMa»? TpeGOBaHI/IH K COCTaBJICHHIO

CITy>KEOHBIX TeJIerpaMm

33
34

35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.

. «ConpoBoUTENbHOE MTHCHMOY

. «IHpOpMAIIIOHHOE THCHEMOY

«l"apaHTHITHOE THCBMO»

«IIucpMo-Hu3BeIICHUE)»

Koppecnonnennusi, cBsi3aHHasi C MPOBEACHUEM TTEPHOANIECKIX MEPOTIPHATHI
TpeboBaHus K TEKCTY MUChMA-OTBETA U €0 OCHOBHBIE PEKBU3HUTHI

Buast kommepueckux nuceM. OCOOEHHOCTH UX COCTABJICHUSI.

Kaxkoi1 TOKyMEHT HOCUT Ha3BaHUE «ITUCbMO-TIPETECH3US WIIH peKIaMalus»?
[TpaBuna u hopMbl KOMMEPUECKOH MEPENICKH C 3apyOeKHBIMU TapTHEPAMHU
3asiBIeHHE O ITpUEME Ha padoTy.

OcoOeHHOCTD 3asiBIICHUS O MIEPEBOJIC Ha APYTYIO JOKHOCTD

Urto Takoe TpynoBoit 1oroBop? CTpyKTypa TeKCTa TPYJAOBOTO JOTOBOPA.
Oco0eHHOCTH TEKCTa MPUKa3a M0 JIUYHOMY COCTaBY

Paznensl Tekcra pestome

[IpaBuna opopmiaeHUs: pacUCKU

y4eTy KaapoB»?

49
50
51
52

53
OTIIPaBII

54

. «JInyHas xKapTOUYKa» B JEIOMPOU3BOICTBE

. TpeGoBaHuUs K TEKCTY aBTOOHOTpaQHH.

. CoBeplIlIeHCTBOBaHHE TEXHOJIOTMUYECKOM CUCTEMBI PabOThI C IOKyMEHTaMU
. [Ipuem 1 06paboTKa BXOASAIINX JOKYMEHTOB

. Kakue stanbl 00paboTKu IpOXOJsAT UCXOAAIINE TOKyMEHThI? Peructpanus
SI€MbIX JOKYMEHTOB
. Homenkunarypa nen. Ee npennasnauenue. Kak ona cocrapinsiercs?

BI/II[BI JOKJIaAHbIX 3aIIMCOK. OcHoBHBIC Tp€6OBaHI/ISI K TCKCTY [[OKHaHHOﬁ 3allMCKH

«JIMYHBIN JTMCTOK I10 YUCTy KaIpOB» Yto Takoe «JI0IOJIHEHUE K JINYHOMY JIUCTKY 11O
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55. lonsarue «aenoy». TpeboBanus npu GopMUPOBAHUH JEIT
56. Jlyis Kakux 1eJIei CO3/IaeTCsl SKCIIePTHAST KOMHUCCHS?

57. TpaAUIIMOHHBIN CTIOCO0 PEruCTPany TOKYMEHTOB

58. Kakoro nonomHutensHoro opopmieHus TpeOyroT Jena, 0OToOpaHHbIE Ha apXUBHOE
XpaHeHue?

59. Uto Takoe «6a3a JaHHBIX»? DIEKTPOHHBIN BapuaHT KapTOTeKH rosb3oBaress [TK —
0a3a JaHHBIX

60. Yto siBisieTCS OCHOBOM MH(POPMAITMOHHO-CIIPABOYHON pabOThI Mo JoKyMeHTam Ha [1K?

61. Yro nomkHO obecrnieunBaTh npaBuibHOE XpaHenue Ha [1K?

62. llenTpanu3oBaHHas U JACLEHTPaAIN30BaHHas (POPMBI pETUCTPAIMK JOKYMEHTOB. YTo
SBJISIETCS OCOOCHHOCTBIO CMEILIAaHHON (OPMBI perucTparuu?

63. Urto Takoe «onucw»? [IpaBuiia cocTaBiieHus: BHyTPEHHEH OMUCHU TOKYMEHTOB.

64. Opranuzaiys paboTsl ¢ JOKYMEHTaMH, COJEPKAIIMMH KOH(PHUIEHIINATbHbIE CBEICHUS

65. Ha xakue rpynmsl qesarcs Bce Jela, OATOTOBIEHHBIE HA apXUBHOE XpaHEeHUe?

66. Kak TeKCTOBBIE peIAKTOPHI TOMOTAIOT ONTUMHU3UPOBATH CO3/IaHUE JOKyMEHTa?

67. B xakoM Buje 11eJI€CO00pa3HO MPEACTABIATh KaXAbIi TOKyMEHT 11 3G (HEeKTUBHOM
pabotsr Ha [1K?

Y4eOHO-MeTOAMYeCKOe U HHPOPMALIMOHHOE O0eceYeHre QU CIIUTIITHHbI
6.1. COMCOK MCTOYHHMKOB U JINTEPATYPbI

OcHoBHas JuTEpaTypa:
1. beikosa, T. A. JlokymMeHTallMOHHOE 00ecIieueHre yIpaBiIeHus (JIeTOmpPOU3BOJICTBO): yuel.
noco6ue / T.A. beikosa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e uzz., nepepad. u 10m. —
Mocksa : UH®PA-M, 2017. — 304 c. + Jlon. marepuansl [DneKTpoHHBIN pecypc; Pexum
nocrtymna: https://znanium.com]. — (Bricmee oOpazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekct: anexrponnsiid. - URL: https://znanium.com

2. [Tanacenko, 0. A. Jenonpon3BoACTBO: TOKYMEHTAIIMOHHOE 00ECIICUCHHE YIIPABIICHHS:
Vueonoe nmocodue / [lanacenxo 10.A., - 3-e usn. - Mocksa: PUOP, UHDPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

Jlono/IHUTeIbHAS JIUTepaTypa:

3. I'manuii, E. B. JlokymeHTanimoHHOe obecrieuenue ynpasieHus: YueoHoe nocodue / [maanii
E.B. - Mockaa : U1 PUOP, HUL] UH®PA-M, 2016. - 249 c. (IIpodeccuonansHoe o6pazoBaHue)
ISBN 978-5-369-01042-6. - Tekct : anektponsslil. - URL: https://znanium.com

4. JlTokyMEHTallMOHHOE 0OecIIeueHNe yIpaBIeHUs: y4eOHHK JUIsl CTYICHTOB BY30B,
00y4aroLIMXCs [10 HAIPABJIEHUAM « DKOHOMHUKa» U « MEeHeKMEHT», CIeUaIbHOCTAM
«upopmaruka», «lOKyMEHTOBEACHNE U JOKYMEHTAIL[MOHHOE 00eCIIeYeHNe YIIPaBICHU»,
«ABTtomaru3zanus u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermnna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texct : anexTpoHHSbIH // DnekTponHo-0nOmmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru


https://znanium.com/
https://znanium.com/catalog/product/762591
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6.2. Ilepeuenp pecypcoB  HMHGPOPMALUOHHO-TEKOMMYHHUKAIIMOHHOW  CETH
«uTepueT»

1. http://www.eios.dom-rggu.ru/ - DnekTpoHHas WHGOPMAIMOHO-00pa30BaTelIbHAS Cpena
(BUOC) dummana PITY B r.JloMmoaenoBo

2. http://www.iprbookshop.ru/65.01-ekonomicheskaya-teoriya.html - DNEeKTpOHHbIE
Y4eOHHMKH AIeKTpoHHO-O0nbOmoTeuno cucreMbl IPRbooks (OBC IPRbooks)
3. http://www.znanium.com - DJEKTpOHHbIE YYEOHUKH DIIEKTPOHHO-OMOIMOTEIHOMN

CHCTEMBI Znanium

7. MaTepuajibHO-TeXHH4YECKO0e o0ecredeHue U CIUITHHBI

Peanuzarust y4eOHOW IOUCHUIUIMHBI TpeOyeT HaIWYMs JIEKIIMOHHOTO KaOWMHETa CO CIEIyHOIIUM

000pyJI0BaHUEM:

1. HoytOyk ¢ nporpamMHbIM obectieueHneM Microsoft PowerPoint;

2. IIpoekrop mns nemoHcTpanuu cnaiinoB Microsoft PowerPoint;

3. DkpaH 1t IeMOHCTpaluu cinaiinoB Microsoft PowerPoint.

Jlnst mpenonaBaHusl TUCIMILTHHBI HEOOXOIUM JTOCTYI K 3JICKTPOHHON MH(OPMAIIMOHHO-
obpazoBarenbHOi cpene (AUOC) punuana, SIEKTPOHHOMY KaTajory OMOIMOTEKH HHCTHUTYTA, 8 TAKKE
o0opyZoBaHHE I MYJIBTUMETUITHBIX MTPE3EHTAIINH.

[IporpammuoOe muIIeH3HOHHOE OOecedeHne auctuiunHael: Windows 7 Pro, Windows 8,1, Windows 10
Pro, Microsoft office 2010/2013

OcBoeHHE TUCIUILTHHBI IPEIONIaraeT UCI0Ih30BaHUE aKaIEMUIECKON ayTUTOPHUH ISl TIPOBEICHUS
JICKITAOHHBIX M MPAKTHYCCKUX 3aHIATHI C HEOOXOMUMBIMH TEXHHUYCCKUMU CpecTBaMH (000pyI0BaHHE
JUT MyJIBTUMEINIHBIX TTPE3EeHTAINN ).

8. Obecneuenue 00pa3oBaTeJIbHOIO MpoUECCa JJs JHMI ¢ OrPAHMYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI
B X0[e€ peajindalii AUCHUILIMHBI UCITOJIB3YIOTCA CICAYIOIINUEC JOITOJIHUTCIIBHBIC

METOAbI O6y‘ICHI/I5{, TCKYIICTO KOHTPOJIA yCIICBACMOCTHU U HpOMC)KYTOLIHOI\/'I aTrTcCcTalnun
O6yan-OHII/IXC5[ B 3aBUCUMOCTH OT UX MHAUBHUIAYAJIbHBIX 0COOEHHOCTEI:

® I CIIENBIX U CIa0O0BUISILINX:;
- JIGKIMH OQOPMIIIOTCS B BHJE 3JICKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C TIOMOIIBIO
KOMITBIOTEPA CO CICIMATU3UPOBAHHBIM MPOTrPAMMHBIM 00€CIICUCHUEM;

- TIHUCBMCHHBIC 3aaHUA BBIINOJHAKOTCA Ha KOMIIBIOTEPE CO CICHUATIU3HUPOBAHHBIM
nporpaMMHbBIM 06€CHG‘-I€HI/IGM, WK MOT'YT OBITh 3aMEHCHBI YCTHBIM OTBCTOM;

- obecnieunBaeTCs UHAUBUAYAJIbHOC PABHOMCPHOC OCBCIICHUC HEC MCHEC 300 JIFOKC;

- NI BBIIOJHEHMs 3aJlaHusl TIpU HEOOXOJMMOCTH MPEJOCTaBIAETCS yBEIUYMBAIOIIEe
YCTPOICTBO; BOBMOYKHO TAaK)K€ UCIIOJIb30BaHNE COOCTBEHHBIX YBEIIMYMBAIOIINX YCTPONUCTB;

- MUCHbMEHHBIE 3a7]aHNsl OPOPMIISIIOTCS YBETUUEHHBIM IIPU(TOM;

- 9K3aMEH U 3au€T MPOBOJATCS B YCTHOM (hOpME MIIH BBITIONHSIOTCS B TUCbMEHHOU (hopMe Ha
KOMITBIOTEPE.


http://www.iprbookshop.ru/65.01-ekonomicheskaya-teoriya.html
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® I TIYXHUX U CIa0OCIbIMIAIHX:
- Jexuuu Oo(OpMISIOTCS B BUAE 3JIEKTPOHHOIO JOKyMEHTa, JHO0 MpeaocTaBiseTCs
3BYKOYCUJIMBAIOIIAS allllapaTypa MHAUBHUyaTbHOTO MOJL30BAHUS;

- IMCBMCHHBIC 3aJaHUs BBIIIOJIHAOTCA HAa KOMIIBXOTCPE B MMMCHbMEHHOM (bopMe;

- DK3aMeH U 3a4éT NPOBOIATCA B NHCbMEHHONW (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeseHne B (hopMe TeCTHPOBAHUSI.

®  JUId JIML C HAPYLIECHUAMHU OIIOPHO-IBUTATEIILHOIO ammapara:
- JeKuuu Oo(GOpPMISIOTCS B BHUJAE OJIEKTPOHHOIO JOKYMEHTA, JOCTYIHOIO C IOMOIIbIO
KOMITbIOTEpA CO CHEeMATU3UPOBAHHBIM POTPAMMHBIM 00€CIIEUEHUEM;

- TNHUCBbMCHHBIC 3alaHUA BBIIOJHAIOTCA Ha KOMIIBIOTCPE CO CICHUATIU3HUPOBAHHBIM
MporpaMMHbBIM O6CCHC‘IGHI/ICM;

- 9K3aMeH U 3a4€T IPOBOJISTCS B YCTHOU (hOpMe WIIH BBIMOJIHAIOTCA B MUCbMEHHON (hopMe Ha
KOMIIBIOTEPE.

HpI/I HCO6XOI(I/IMOCTI/I npeayCcMaTpruBacTCA YBCINYCHNUC BPEMCHU [UIS TIOATOTOBKU OTBETA.

[lponenypa  mpoBeAeHUS  NPOMEXKYTOUYHOW  aTTecTalMu Uil OOyYaroLIUXCs
yCTaHaBJIMBAaETCA C YYETOM UX HMHAWBUIYAIBHBIX ICUXOPU3NYECKUX OCOOEHHOCTEH.
IIpomexyTouHas arTecTanusi MOXKET IIPOBOJAUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHUH MpoLELYPhl OLICHUBAHUS PE3YIbTATOB OOYYEHHs MPEayCMaTPUBACTCS
UCTIONb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOMUMBIX B CBS3M C WHAMBHIYAJTbHBIMH
O0COOCHHOCTSIMU OO0ydarolmuxcs. ITH CPeICTBA MOTYT OBbITh MPEAOCTaBICHBI YHHUBEPCUTETOM,
WJIM MOTYT MCTOJIB30BATHCA COOCTBEHHBIE TEXHUYECKHUE CPEICTRA.

HpOBC,Z[CHI/IC npoucaypsl OLICHUBAHUA  PE3YJIbTATOB O6y‘-ICHI/ISI AO0IIYCKaCTCA C
HCITOJIb30BAHUEM JHUCTAHIIMOHHBIX O6p330BaTeHBHI)IX TEXHOJIOTHH.

ObecnieunBaercst TOCTyn K MH(GOPMAIMOHHBIM U OHOMMorpaduyecKkuM pecypcam B CETH
WurtepHer mis kaxkaoro oOydwaromierocss B (opMax, aJanTHPOBAHHBIX K OTPaHUYEHHSIM HX
3JI0POBbS ¥ BOCIIPHUATHUS HH(POPMAIIHH:

® I CIIENBIX U CIa00BUISILINX:;
- B ITIeYaTHOM (popMe yBEIMUYCHHBIM HIPHU(TOM;

- B (popme 3JIEeKTPOHHOTO IOKYMEHTA;
- B popme aymmodaiina.

® IS TIIyXHUX U CIa00CIbIIIAIINX:
- B Ie4aTHoM opme;

- B (hopMe 3IEKTPOHHOTO IOKYMEHTA.

® s 00y4yarouIuxcsi ¢ HapyUICHUSIME OMOPHO-BUTATEIHHOIO arnmapara:
- B ie4aTHoOM opme;

- B ()OpMe 3NIEKTPOHHOTO TOKYMEHTA;
- B (hopme aymmoaiina.

Y4eOHble ayqUTOPUU IS BCEX BUJOB KOHTAKTHOM M CaMOCTOSITEILHONM pabOThl, HAyYHAS
OnOMMOTeKa M WHBIC TOMEIIEHUs 11 OOyYeHMsI OCHAIIECHBI CIIEUAIbHBIM 000PYIOBaHUEM H
y4eOHBIMU MECTAMU C TEXHHYECKUMHU CPEJICTBAMHU OOYUCHHUS:



® IS CJETBIX M cIa00BUIAIINX:
- YCTpOMCTBOM JJisl CKaHUpOoBaHus U uTeHus ¢ kamepoit SARA CE;

- nucrieeM bpaiins PAC Mate 20;
- mpuntepom bpaiinsg EmBraille ViewPlus;

® A TIyXHX M cIaboCIbIIIamuX:
- aBTOMATM3UPOBAaHHBIM pPAOOYUM MECTOM Ui JIIOJEH C HapylmIeHHeM Cclyxa
c71a00CIIBIIIAIINX;

- aKYCTI/I‘-ICCKI/Iﬁ YCUIIUTCIIb U KOJIOHKH,

® s 00yYaroIuUXCsl C HApYIIEHUSIMH OTIOPHO-BUTaTENILHOTO arnapara:
- IEPEABUKHBIMH, PETYIUPYEMBIMH 3proHoMuueckumMu napramu CHU-1;

- KOMHBIOTGpHOfI TEXHHUKOM CO CIICIHAJIBHBIM IIPOTpaMMHBIM

9. MeToau4ecKkue MaTepuaJibl
9.1. I1naHbl IPaKTUYECKUX 3aHATUN

IMPAKTHYECKOE 3AHATHE 1.

Tema 1. [lokymMeHT M cucTtembl JokymMeHTannu. OK-1

Bonpocs! a5 00cy:kaeHus:

1. Odpopmienue yuyeOHBIX ¥ KBATU(PUKAIMOHHBIX PAa00T, BCTPEUAIOIINXCS B Y4COHOM
nponecce B coorBerctBUM ¢ ['OCT 7.32-2001 «Cucrema cranmapToB mo HH(OpMAaIuH,
OMOTMOTEYHOMY M U3JIATEITLCKOMY JICITY.

2. OT4eT 0 Hay4yHO- UCCIIEJIOBATENILCKOM padoTe.

3. [IpaBuna opopmieHus;

4. TOCT 2.105-95 «O6muue TpeboBaHus K TeKCTOBbIM tokyMeHTam»; [[OCT 7.1-2003
«Cucrema cTanapToB 1o uHpopManuu, OUOIMOTEYHOMY M U3aTEIIbCKOMY JIETTy.

5. bubnuorpaduueckast 3amuce.

6. bubnmuorpaduueckoe onrcaHue.

7. OOmue TpeOOBaHMs U PAaBUIIa COCTABICHUY;

8. TOCT 7.0.5-2008 «Cuctema craHmaproB no uHpopmanuu, OHOIMOTEYHOMY U
U3JATEILCKOMY JIEITy.

9. bubmorpaduueckas cchlIKa.

10. OO6mue TpeOoBaHUS U PaBUIIA COCTABICHUS;

11. TOCT 7.82-2001 «bubnuorpaduueckas 3amucs.

12. bubnuorpaduyeckoe onucanue MIEKTPOHHBIX PECYPCOB.

13. OG6mume TpeGoBaHuUs U ITpaBUjIa COCTABJICHHUS.

Bonpocwi ona camonodzomosku

33
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. Uro Ha3bIBaeTCs JOKYMEHTOM?

. UTo 3HAUUT «IOKYMEHTHUPOBAHHUE»?

. HazoBuTe OCHOBHBIE (PYHKIIMM JOKYMEHTA.

. Kak paznuyarorcs JOKyMEHTBI 10 COIEp/KaHUI0?

. Kakue rpynns! 1okymeHTOB BBl 3HaeTe?

. Uto Ha3bIBaeTCs AEIONPOU3BOICTBOM?

. Lenp xnaccupukany JOKyYMEHTOB.

. Kakue npusnaku knaccupukanuu 10KyMeHToB Bbl 3Haete?
. UTo Ha3bIBaeTCs CUCTEMOM TOKyMEHTalNn?

10. Yro 3HaunT yHUPUKALKSA U CTAaHAAPTU3ALMUS TOKyMEHTa?
11. Kakue yaupunupoBaHHble CUCTEMbI JOKyMeHTaluu Bol 3HaeTe?
TemaTnka 10K/12/10B

O 00 13 N D~ W —

1. Ilpuka3Hoe Aem10NpPOU3BOICTBO

2. Komexckoe U UCTIONHUTENbHOE AETOMPOU3BOJICTBO.

3. CranoBieHue 1 pa3BuTue paboThI ¢ JokyMeHTamu ¢ 1917 roxa.

4. OcHoBHble (ynkmuu: ImaBapxuBa, [occranmapra, locbGanka, IleHTpamsHOTO
CTaTUCTUYECKOIO YIIPAaBJICHUS B OpraHU3alllK JEI0NPOU3BOICTBA B CTPAHE.

5. Enunas rocynapctBeHHas cucreMa aenonpounsBoactsa (EI'CJI)

6. ['ocymapcTBeHHass CcHCTEMa JOKYMEHTAllMOHHOTO OOecreueHus  YyNpaBieHUS
(FCaoy).

7. TocymapcTBEeHHBIC CTAaHAAPTHI OPOPMIIEHUS CITY)KEOHBIX JIOKYMEHTOB.

OcHoBHas1 uTEpaTypa:
1. beikoBa, T. A. JlokymMeHTallMOHHOE 00ecIieueHre yIpaBIeHUs (JeTOMPOU3BOJICTBO): yuel.
noco6ue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 101m. —
Mocksa: UHOPA-M, 2017. — 304 c. + lomn. marepuaisl [ DIeKTpOHHBINH pecypc; Pexxum
noctyma: https://znanitum.com]. — (Briciee obpazoBanne: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekct: anexrponnsiid. - URL: https://znanium.com

2. Apacnanosa, B. A. JlokyMeHTallMOHHOE oOecIieueH e ypaBiIeHus : yueOHO-TIPaKTUYECKOe
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzn. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN IleAaroruyeckuii ynusepcurert, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 2NeKTPOHHBIH // DnekTpoHHOo-0ubmoTeunas cuctema [IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoiHUTeIbHAS JTUTEPaTypa:

3. [Tanacenko, FO. A. Jlenonpon3BoACTBO: TOKYMEHTAIIMOHHOE O0SCIICUCHHUE YIIPABICHUS
VYuebHoe mocodue / [Tanacenko F0.A., - 3-e 3. - MockBa: PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

4. JlokyMeHTaIlMOHHOE 0OecrieyeHe yIpaBIeHHs: Y4eOHUK JUIsl CTYJICHTOB BY30B,
00YJaIOIINXCs TT0 HATIPABJICHUSIM « JKOHOMHKa» U « MEeHEeHDKMEHT), CIIeIIUAIIbHOCTSIM
«Mupopmarukay, «/{okyMeHTOBeIeHNE U IOKYMEHTAlMOHHOE 00ecieueHre YIpaBIeHUs»,
«ABtoMatu3zanus u ynpasierue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. ['op6aués, O. A.
Myxametimuna. — Mocksa : KOHUTHU-JJAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —


https://znanium.com/
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Tekct : anexTpoHHbIH // DnekTpoHHo-01Ommoreunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

IMPAKTHYECKOE 3AHATHE 2.

Tema 2. TpeOoBaHusI K COCTaBJICeHHI0O M OQOPMJICHHIO YNPABJICHYECKOH JOKYMEHTAIWH.
OK-1

Bonpocs! 1151 00cy:kaeHuns:

1. HopmaTuBHas 6a3a JOKYMEHTHPOBAHUSI.
2. Pabota ¢ 'OCT P 51141-98 «/lenonpou3BoACTBO U apXHUBHOE JEIIO.

3. Tepmunst u ompenenenusi», 'OCT P 6.30-2003 «YHu(UIUPOBAHHBIE CUCTEMBI

JOKYMEHTAIIIH.
4. Cucrema opraHu3alMOHHO-PACHOPSAUTEILHON JJOKYMEHTALUH.
5. TpeGoBanus Kk 0HhOPMIIEHUIO TOKYMEHTOBY

Bonpocwl onsa camonoozomoeku

1. OcnoBHoe nHazHauenue I'CIOY.

2. Kakxoso 3nauenue 'OCT P 6.30-2003 s yaudukanum opraHu3aimoOHHO-
pacnopsAUTEIbHBIX TOKYMEHTOB?

3. YTo Takoe peKBU3UT JOKYMEHTA U KAaKOBO €r0 3HaYeHHe?

4. Yro Ha3bIBaeTCs GOPMYISIPOM JOKYMEHTA?

5. Ha kakue oCHOBHBIE YaCTH MOXKHO JECJIUTh TEKCT?

6. Kakue ocHOBHBIE IpaBmiIa OPOPMIICHHS MAITMHOYNTAEMBIX JJOKYMEHTOB BbI 3HaeTe?

7. Kaxoit Habop peKBU3UTOB NpeACTaBIeH [ 0Cy1apCTBEHHBIM CTaHAAPTOM ISt
dhopmynspa-odpasma?

8. Kak oopmisieTcst 3aroioBoK JOKyMeHTa?

9. Kakue rpudsl cTaBsaTCsl Ha JOKYMEHTAaX, KaKoe 3HaYeHHE OHU UMEIOT?

10. YkaxkuTe nmopsiioK COrIaCOBAHUS Y MOANMUCAHUS JOKYMEHTOB.

11. Kak o603HauaeTcs agpec Ha TOKyMEHTax?

12. Kakue 10KyMEHThI Ha3bIBAIOTCS KOMUSMHU, BRITUCKAMH U KaK OHU o(opmitsitoTcst?

13. Kakue peKBU3UTHI OTHOCSTCS K 00s13aTeIIbHBIM?

14. Kakuie peKBU3UTBI OTHOCATCS K IOMOJTHUTEIBHBIM?

15. Ha3zoBuTe OCHOBHBIE BBl OJIAHKOB.

TemaTnka TOKJIAA0B


http://www.iprbookshop.ru/
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1. l'ocymapcTBeHHbBIE CTAHAAPTHI HA CUCTEMY OpPraHHU3aLMOHHO-PACIOPSIUTEIbHOMN
JTOKyMEHTAIIHH,

2. CranzmapTsl U coiep’KaHHe OCHOBHBIX IPYMII JJOKYMEHTOB.

3. «Dopmysip-oOpasen» T0OKyMEHTa.

4. I'papmueckoe opopmiIeHHE TOKYMEHTA.

5. OdopmieHHs] pEeKBU3UTOB.

OcHoBHas JuTEpaTypa:
1. beikoBa, T. A. JlokyMeHTallMOHHOE 00eCIieueHre YIpaBIeHUs (JIeTOMPOU3BOJICTBO): yuel.
noco6ue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 10m. —
Mocksa: UHOPA-M, 2017. — 304 c. + Jlomn. marepuaisl [ DIeKTpOHHBIN pecypc; Pexxum
noctyma: https://znantum.com]. — (Bsiciiee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekct: anexrponnsiit. - URL: https://znanium.com

2. Apacnanosa, B. A. JlokyMeHTallMOHHOE 0OecIieueHre ypaBiIeHus : yueOHO-IPaKTUYECKOe
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Nearorunyeckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — Texkct : 37eKTpOHHBIN // DnekTpoHHO-O0nbmoTeunas cucrema IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoiHUTeIbHAS JTUTEpPaTypa:

3. [Tanacenko, FO. A. Jlenonpon3BoACTBO: TOKYMEHTAIIMOHHOE O0SCIICUCHHE YIIPABICHUS
Vuebdnoe nmocodue / Ilanacenko 10.A., - 3-e usn. - Mocksa: PUOP, UHDPA-M, 2016. - 112 c. -
(BO: bakanaspuart). - ISBN 978-5-16-104535-0. - Tekct: anexkrponHsiii. - URL:
https://znanium.com

4. JlTokyMeHTaIlMOHHOE 00ecreyeHre yIpaBIeHHs: YUEOHUK JUIsl CTYJICHTOB BY30B,
00Y4JaIOIINXCsI IT0 HAIIPABJICHUSIM « JKOHOMHKa» U « MEHEHKMEHT», CIIeIUAIIbHOCTSIM
«udpopmarukay, «lo0KyMEeHTOBEICHNE U JJOKYMEHTAIIHOHHOE 00ECTICYCHNE YIIPABICHUSD,
«ABtoMatuzanus u ynpasierue» / A. C. I'punbepr, H. H. I'op6aués, H. H. ['op6aués, O. A.
Myxametmmna. — Mocksa : FOHUTHU-JAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —
Tekct : anexTpoHHbI // DnekTpoHHo-0nbmmoTeunas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

IMPAKTUYECKOE 3AHATHE 3.
Tema 3. Oprannzauuonnbie JokymMeHThl. OK-1

Bomnpocs! 1151 00cyKaeHus:

CocTtaBnenue u ohopmIIeHHE OPraHU3aLUOHHBIX JIOKYMEHTOB.

Henosas uepa «/{okymenmupogarue ynpagienyeckorl 0esamenibHOCmu»
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CryneHTaM MpenocTaBisieTCss BO3MOXKHOCTb B HMIPOBOH (hopMe HE TOJIBKO H3Y4YHUTh
METO/IMKY COCTABJICHUSI TEKCTOB CIy>KEOHBIX HOKYMEHTOB, HO M TPOSBUTH OPTraHU3aTOPCKHUE,
yIpaBJI€HUYECKUE CIIOCOOHOCTH, BhIPA00OTATh HABBIKM paOOThI B KOMAH/IE.

OpFaHI/I3aHI/I${ H IIPOBCACHUC ,Z[CJ'IOBOﬁ HUI'PBI IOAPA3ACIIACTCA Ha TPU JTalla:

Ilepeurii 3man. Ha pakTHUECKUX 3aHATUSAX CTYICHTHI yU4eOHOM rpymniibl 00BEIHHSIOTCS
no uHTepecaMm (1Mo 4-6 4YeIoBEK), CO3/AI0T CBOE «IIPENNpPHUITHE», OMPEAEINSIOT €ro MHUCCHIO,
L[eJ1b, HAIIPABJICHUE JIEATEIBHOCTH.

Co3maBasi mpeanpusiTUe, CTYAEHTaM HPEAOCTaBIISETCS BO3MOXKHOCTH TOOBIBAaTh B
JIOJDKHOCTH ~ JUPEKTOpa  MPENNpUATHS, YIPaBIsAIOMIero OaHKoM, JHOO  COTPYIHHUKOM
MPEIIPUITHS.

Bmopoit sman. Ilpesenranus mnpeanpustus. OTpabaTbIBalOTCS KOMMYHUKATHUBHBIE,
STUKETHBIE HOPMBI J€JI0BOro oO0meHus. J[MpeKTop TOBOPUT O LENH, 3ajJaya MpearpUsTus,
NPEACTaBISIET COTPYAHUKOBY. OTBeYaeT Ha BOMPOCHI MPEICTABUTENCH APYTHX QUPM.

[IpesenTamus B 1e10BOM Urpe HEoOXOomMMa ISl JAIBHEHUINETro COTPYAHUYECTBA (PUpM,
3aKJIFOUEHMS] JJOTOBOPOB O COBMECTHOM NPENNPHUHUMATENBCKOW nesaTenbHocTU. IIpesenTanus
MIO3BOJISIET MO3HAKOMUTBHCA C MEHEDKEPCKUMHU KaueCTBAMHU PYKOBOAMTENS M NPUMEHUTh UX Ha
IIPaKTHKE.

Tpemuit sman. CTyOeHTHl XUBYT >KU3HBIO CO3JAHHOTO MPEANPUSATHS, OQOPMIISIIOT
JiesI0Bble OyMaru, pelaroT POU3BOICTBEHHbIE 3aJauM.

B xome nemoBoil Wrpel IpenojaBareilb OCYLIECTBISAET TEOPETUYECKYIO IIOMOIIb
CTYACHTAM U IPEAOCTABIAECT IMOJHYK CaMOCTOSTENBHOCTh, WHUIMATUBY IPU COCTABICHUU
JIOKYMEHTOB.

OHy numyT nuchbMa- 3ampockl O IIOCTaBKE TOBapa, IOIY4YalOT IMCbMa-OTBETHI,
3aKJIIOYAIOT JIOTOBOPHI. PemaroT BHYTpHU(HUPMEHHBIE BOIPOCHI, M3]aBas NpUKa3bl, paz0oupas
JOKJIaJIHbIE U OOBSACHUTENbHBIE 3aMMCKU, COCTABIISIIOT IMPOTOKOJBI, AKThl U IPYIHe JTOKYMEHTHI
cornacHo TpeboBanusim 'OCTa P 6.30-2003.

B xone nenoBod WIpel MPOMCXOOWT PACKPEMOLICHHE CTYAEHTOB. Y HUX TOSBISETCS
OLIYIICHWE BHYTPEHHEH CBOOOJbI, NMO3HAHUE ITUKETHON KyJbTYpbI, 3TUKU JEJIOBOTO MHCHMA,
IIPaBOBOM T'PAaMOTHOCTH.

Htorom paboThl MpeAnpHusATHI ¢ JOKyMEHTaMH sBiseTcs cocTaBieHre HomeHkmaTypbl
JeJI IPEJIPUATHS U IOATOTOBKA JJOKYMEHTOB K CAAa4Ye X HA apXUBHOE XPaHEHHE.

OcHoBHasi Lenb JEJNOBOM WIPbl HAy4YUTh CTYACHTOB IIpaBWJIaM COCTAaBJIEHUS,

oopmienusi, 06pabOTKH U TOATOTOBKU JOKYMEHTHON HH(OpMAIIHH.

Bonpocul ona camonoozomoeku
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. Ob1e xapakTepHble YepThl OPraHU3ALUOHHBIX IOKYMEHTOB.
. HazoBuTe CTpYKTYpy TEKCTA MOJIOKEHUS.
. KakoB nopsiiok cocraBienust 1 0popMiIeHHs IPOTOKoIIA?
. HazoBuTE OCHOBHBIE PEKBU3UTHI IIPOTOKOJIA.
. Kakue Buzbl 1 pa3HOBUIHOCTH 10r0BOpPOB Brl 3Haere?
. HazoBuTe CTpyKTYpy TEKCTa JOroBOpA.
. HazoBuTE 0COOEHHOCTH TEKCTa KOMMEPUYECKOr0 KOHTPAKTA.
. OcHOBHBIE TPeOOBaHMS K COCTABICHHIO YCTaBa.
9. Kak oopmiisiercst BbITUCKA U3 IPOTOKOIA?
10. HazoBuTe OCHOBHBIE pa3/ieibl JOJPKHOCTHON HHCTPYKLMH.

03N Lt AW~

OcHoBHas uTepaTypa:
1. beikoBa, T. A. JlokyMeHTalMOHHOE 00eCIIeUeHNE YIIPaBICHUS (JIeTOMPOU3BOJICTBO): yUueO.
nocoobwue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e u3z., nepepad. u gom. —
Mocksa: UHOPA-M, 2017. — 304 c. + lomn. marepuaisl [ DIeKTpOHHBIH pecypc; Pexxum
noctyma: https://znanium.com]. — (Bsiciee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekcr: anexrponnsiid. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokyMeHTallnOHHOE 00eCIieYeHre YIPaBICHUS | y4eOHO-TIPAKTHUECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Ne1aroruyeckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — Tekct : 37eKTpOHHBIN // DnekTpoHHO-O0nbmoTeunas cucrema IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHMTEeILHAS JINTEPaTypa:

3. [Tanacenko, }O. A. /lenonpon3BoACTBO: JOKYMEHTAIMOHHOE 00€CIIeUeHNE YIIPABICHUS:
VYuebnoe nmocobue / [Tanacenko F0.A., - 3-e u3a. - Mocksa: PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaspuar). - ISBN 978-5-16-104535-0. - Tekct: anektponusiii. - URL:
https://znanium.com — ¢.10-14.

4. JIoKyMEeHTallMOHHOE 00eCIIeYeHUE YIIPaBICHUS: YIeOHUK IS CTYJICHTOB BY30B,
00yUaroIuxcst o HaINpaBJICHUSIM « DKOHOMHUKa» B «MEeHEIHKMEHT», CIIEIUAIBHOCTIM
«udopmarukay, «/JokyMEeHTOBEICHUE U IOKYMEHTAIIMOHHOE 00ECIICUCHUE YIIPABICHUS,
«ABTtomaru3zaius u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermuna. — Mocksa : JOHUTU-JJAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Tekct : anexTpoHHBIH // DnexTponHo-0nOmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

IMPAKTUYECKOE 3AHSTHE 4.

Tema 4. PacnopsizuresnbHbie 10KyMeHTbI. OK-1

Bonpocs! pis1 00cy:kaeHuns:

1. Cocrapnenne u ohoOpMIICHUE PACTIOPSIIUTETBHBIX TOKYMEHTOB.
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2. U3yunts u caenatb aHaau3 O(OPMIICHUS OpPraHU3aLMOHHO-PACIIOPSAUTEIBHOM
JOKYMEHTAIIUM KOHKPETHOIO YUPEXICHMsI (pacIiojoKEHUE PEKBU3UTOB, COJAEPKAHUE TEKCTOB).
Jlath 00pa3iipl BceX BUAOB JTOKYMEHTOB 3TOW TPYIIIIHL.

Bonpocwt 0nsa camonoozomosxku

1. Kakue ropuanyeckue OCHOBaHUS HEOOXOUMBI [T U3AHUS PACHOPSAUTEIBHBIX
JOKYMEHTOB?
2. B kakux ciyyasx 00s3aTebHO U3AAI0TCS paCOPSAUTEIbHbIE JOKYMEHTHI?
. Oco0eHHOCTH MOATOTOBKH PacCHOPSAUTEIbHBIX IOKYMEHTOB.
. Kem uznarorcs npukasbi?
. Kakue pexBu3uTHI coepx’uT GpopmyIisip npukasa?

3
4
5
6. Kakue ocHOBHbIE TpeOOBaHUS K TEKCTY MIPHKa3a 10 OCHOBHOM AESITEIbHOCTH?
7. Kakue (pyHKIIMM BBINIOJIHSAET YKa3aHHUE, U KTO €ro MOANUCHIBAET?

8

. Kak ctpoutcs TekcT KOHCTaTUPYIOIIEH U pacopsAAUTENbHON yacTel ykazanus?

OcHoBHas uTeparTypa:
1. brikoBa, T. A. JIokyMEeHTAIIMOHHOE 00ECTICUCHHUE YITPABJICHHS (JI€TOTPOU3BOJICTBO): yueo.
nocobwue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-¢ u3z., nepepad. u gom. —
Mocksa: THOPA-M, 2017. — 304 c. + [lon. matepuaisl [ DIEKTPOHHBIN pecypc; Pexum
noctyma: https://znanium.com]. — (Bsiciee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekct: anexTponHbId. - URL: https://znanium.com

2. Apacnanosa, B. A. JlokyMeHTalmOHHOE 0OecIieueHHe yIpaBIeHUs | yIeOHO-TIPAKTUYECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacinanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Nearorunueckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT : 21eKTpOoHHBIN // DnexTpoHHO-01OMoTeuHas cucrema [PR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru

Jlono/iHUTe IbHAS JIUTepaTypa:
3. [1anacenko, }O. A. Jlenonpou3BoACTBO: JOKYMEHTALIMOHHOE 00eCIIeYeHNE YIPaBICHUS
VYuae6noe mocodue / [lanacenko F0.A., - 3-e 3. - MockBa: PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaspuar). - ISBN 978-5-16-104535-0. - Tekcr: anektponHsiit. - URL:

https://znanium.com

4. JIoKyMEHTallMOHHOE 00ECIICYCHUE YIIPABICHUS: YISOHHUK /ISl CTYJICHTOB BY30B,
00yUaroIUXCst O HAINPaBJICHUSIM « DKOHOMHUKa» 1 «MEHEIHKMEHT), CIICIUAIbHOCTSIM
«udopmarukay, «/JoKyMEHTOBEICHUE U IOKYMEHTAIIMOHHOE 00ECIICUCHUE YIIPABICHUSN,
«ABtomaru3aius u ynpasienue» / A. C. I'punbepr, H. H. T'op6aués, H. H. ['opb6aués, O. A.
MyxamermuHa. — Mocksa : KOHUTU-JIAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —
Texcrt : anekTpoHHbIH // DnekTpoHHO-0nbmmoreynas cuctema [IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 u.

IMPAKTHYECKOE 3AHATHE 5.
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Tema S. CnpaBouno- nHpopManuoHHbie NOKyMeHThI. OK-1

Bonpocs! 1151 00cy:kaeHus:

1. CocraBnenue u opopMICHUE CIIPABOYHO-MH(OPMAITMOHHBIX TOKYMEHTOB
2. Cpenatb aHaJIM3 JOKYMEHTOB, BXOJSIIUX B IPYIITY COPAaBOYHO-MH(POPMAITMOHHON
nokymeHTanuu. Jlate 00pasiipl Bcex BUIOB TOKyMeHTOB, corniacHo 'OCTa P 6.30-2003.

Bonpocwt ona camonoozomosxu

. B kakux ciy4asx cOCTaBISIOTCS aKThI?

. Kakue pekBU3UTHI COOEPKUT POpMyIIsap akTa?

. Kakue Buanl aktoB ObIBarOT?

. Kakue o6s3arenpHble TpeOoBaHMsI HEOOXOIUMO COOIIOIATh MPU UX COCTABICHUU?
. O6s13aTeNTPHOE KOMMYECTBO HK3EMILISIPOB MIPHU UX COCTABICHHH.

. VI3 kakux yacTel COCTOUT TEKCT akTa? YKaKUTE 3HAYEHHE KaKJ0U YacTH.
. Kakoe 3naueHmne nMmeer AokIaaHas 3anucka?

. Kakue pekBU3UTHI COAEPKUT POPMYIISIp TOKITATHOM 3aMHCKHU?

9. Bupl TOKITaIHBIX 3aMUCOK U MOPAIOK UX O(POPMIICHUS.

10. Kakue peKBU3UTHI COACPKHUT GOPMYIISIP CITYKEOHOH 3aImiCKu?

11. B xakux ciaydasx MUIITYT OObSICHUTEIBHYIO 3aITUCKY?

03 N L kW~

12. OcHOBHBIE PEKBU3UTHI OOBSICHUTEIILHON 3aITUCKH.

13. HazoBuTe OCHOBHBIE BUJIBI JJOBEPEHHOCTE.

14. HazoBuTE peKBU3UTHI OPUITHATBLHON JIOBEPEHHOCTH.

15. HazoBute npaBuiia opopMIIeHUS JOBEPEHHOCTEH.

16. HazoBuTE peKBU3UTHI TEIETPAMMBI.

17. Kakue 0cOOEHHOCTH B COCTABJICHUH TEKCTA TEJIETPaMMBbI?

18. Yrto takoe Tenedonorpamma? KakoB Mmopsiiok ee mpueMa u rnepeaadn?
19. IlpaBuna opopmieHUs TeIeGOHOTPAMMBI.

20. Kakue Buzbl cripaBok Bel 3HaeTe?

21. HazoBHUTE OCHOBHBIEC PEKBU3UTHI CIIPABKH.

OcHoBHas uTeparTypa:
1. beikoBa, T. A. JlokyMeHTallMOHHOE 00eCIIeUeHNE YIIPaBICHUS (JeTOMPOU3BOJICTBO): yUueO.
nocobwue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e u3z., nepepad. u gom. —
Mocksa: UHOPA-M, 2017. — 304 c. + [omn. marepuaisl [ DIeKTpOHHBIH pecypc; Pexxum
noctyna: https://znanium.com]. — (Briciee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekcr: anexrponnsiid. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokyMeHTallnOHHOE 00eCIieYeHre YIPABICHUS | yIeOHO-TIPAKTHYECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Neiaroruueckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT : 37eKTpOHHBIN // DnekTpoHHO-O0nbmoTeunas cucrema IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHMTe IbHAS JIUTepaTypa:


http://www.iprbookshop.ru/
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3. [Manacenko, 0. A. JIenonpou3BoACTBO: JOKYMEHTAIIMOHHOE 00CCIICUYCHUE YITPABIICHHUS :
Vueonoe nmocodue / [lanacenxo 10.A., - 3-e usn. - Mocksa: PUOP, UIHDPA-M, 2016. - 112 ¢. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

4. JlTokyMEHTallMOHHOE 00ecIIeueHNe yIpaBIeHUs: y4eOHHK JUIsl CTYICHTOB BY30B,
00y4aroLINXCs 110 HAIIPABJIEHUAM « DKOHOMHUKa» U «MEeHeKMEHT», CIeUaIbHOCTAM
«upopmaruka», «lOKyMEHTOBEACHNE U JOKYMEHTAIL[MOHHOE 00eCIIeYeHNe YIIPaBICHU»,
«ABTtomaru3zaius u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermnna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texct : anexTpoHHSbIH // DnekTponHo-0nOmmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 u.

MNPAKTUYECKOE 3AHSTHE 6.
Tema 6. /lesioBbIe M KOMMepUYeCKHe MUCbMAa: KJaccuukanms, CTPyKTypa, cruib. OK-1

Bonpocs! ai1s1 00cy:kaeHus:

1. CocraBnenue u opopMIICHHE AECTOBBIX MHUCEM

2. PackpbIThb OCHOBHBIE NPUHLMUIBLI U IPAaBUJIa COCTABJICHUS OKYMEHTA, POJb MOpsSAKa
U3JIOKEHUsI B JOCTHKEHMH 3(P(YEKTUBHOCTU TEKCTOBOIO JIOKYMEHTA, y4Ye€T YHTATeIbCKOIO
azpeca.

3. Cnenarb aHaJIM3 TUIIMYHBIX OMIMOOK B TEKCTE JOKYMEHTA.

Bonpocwl onsa camonoozomoeku

. Kakoe 3Hauenne umerot ciayxke0HbIe muchma?

. KakoBrbI 00s13aTenbHbIE TPeOOBAHUS MIPH COCTABICHUH CITYKEOHBIX TTHCEM?
. Kakue pexBu3uThI COAepKUT HGOPMYIISIp CIy>KeOHOTO Muchma?

. Kak agpecytorcs ciyxeOHbIe TUCcEMa?

. 3 xakux yacTeil COCTOUT City»)eOHOe MUCbMO?

. YKaxxuTe BUJIbI CITY>KEOHBIX MTUCEM.

. B kakux ciydasx U Kak COCTaBJISIOTCSI COMPOBOIUTENBLHBIC MUChMa?

0 3 N L AW~

. Kakoe 3HaueHnne nMeroT nucbma-3anpoch?

9. Kak cocTaBisifOTCSl TUChMa-3a1pOChl?

10. TlepeuncanTh peKBU3UTHI MHUCbMa-3a1poca.

11. I3 kakux 4acTeil COCTOUT TEKCT MUChMa-3amnpoca?

12. B xakux ciydasix ¥ Kak COCTaBJISIOTCS TUCbMa-OTBETHI?
13. Kakue TpeGoBaHus MPEABSIBISIIOTCS K MUCHhMY-OTBETY?
14. I3 kakux 4acTeil COCTOMT TEKCT MUChbMa-OTBETa?

15. IlepeuncanTh pEKBU3UTHI IUCbMa-OTBETA.

16. Kak cocTaBuTh CONPOBOAUTENBHOE TUCHMO?

17. Kakue peKBU3UTHI CONEPKUT HOPMYJIISIp PeKIIaMaIiuy?
18. Kakue ocHOBHBIC TPEOOBAHUS K TEKCTY peKJIaMaIliu?
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19. Kakue pekBU3UTHI CONEPKUT HOopMyIIsip opepThi?

OcHoBHas uTEpaTypa:
1. brikoBa, T. A. JIokyMEeHTAIIMOHHOE 00ECTICUCHHUE YITPABJICHHS (JI€TTOTPOU3BOJICTBO): yueo.
nocobwue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-¢ u3z., nepepad. u gom. —
Mocksa: THOPA-M, 2017. — 304 c. + [lon. matepuaisl [ DIEKTPOHHBIN pecypc; Pexum
noctyna: https://znanium.com]. — (Bsiciiee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekct: anexTponHbId. - URL: https://znanium.com

2. Apacnanosa, B. A. JlokyMeHTalmOHHOE 0OecIieueHHEe yIpaBIeHUs | yIeOHO-TIPAKTUYECKOEe
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacinanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Nearoruueckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 25eKTpOHHBIH // DnekTpoHHO-0nbmmoreunas cuctema [IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

Jlono/iHUTe IbHAS JIUTepaTypa:

3. [Manacenko, 0. A. JIenonpou3BoACTBO: JOKYMEHTAIIMOHHOE 00CCIICUYCHUE YITPABIICHHUS :
Vueonoe nmocodue / [lanacenxo 10.A., - 3-e usn. - Mocksa: PUOP, UIHDPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

4. JlTokyMEHTallMOHHOE 00ecIIeueHNEe yIpaBIeHUs: y4eOHHK JUIsl CTYICHTOB BY30B,
00y4aroLINXCs 110 HAIIPABJIEHUAM « DKOHOMHUKa» U «MeHeKMEHT», CIeUaIbHOCTAM
«upopmaruka», «JOKyMEHTOBEACHNE U JOKYMEHTAIL[MOHHOE 00eCIIeYeHNe YIIPaBICHU»,
«ABTtomaru3zanys u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermnna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texct : anexTpoHHSbIH // DnekTponHo-0nOmmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 u.

IMPAKTUYECKOE 3AHSTHE 7.
Tema 7. JlokymeHTBI IO JIM9HOMY cocTaBy. OK-1

Bonpocs! 1151 00cy:kaeHus:

JenoBas urpa «Odgopmiienne Ha padoTy»

JenoBass wurpa mOpOBOAMTCS IO HCTEUCHUIO M3YyUYEHMs] TEPBOroO paszfelia Kypca
«/lokymenTsl M mpaBmwia ux odopmieHus». OpraHuzanuss ¥ TPOBEACHHE ACIOBOW HIPbI
3aKJII0YAETCs B TIOCJIEIOBATEIbHOM MTPOXOKICHUN CIEAYIOIINX 3a/IaHUMN:

1. CocTaBuTh 3asBJICHUE O TpUEME Ha PaboTy.

2. CocTaBUTh NPOEeCCHOHATBFHOE PE3IOME, COIPOBOAUTEIBHOE MUCHMO K HEMY.

3. CoCTaBUTh XapaKTEPUCTHUKY.

4. Hamucath aBroOuorpaduro.

5.MconHuTh HEOOXOAUMBIE BU3EI HA 3asIBJIICHUU.

6.Hanoxxutb pe3ostonno pyKOBOAUTEINS OPTaHU3aIlMU Ha 3asBICHHE.

7.CocTaBUTH IIpruKa3 O 3a4MCJICHUH Ha pa60Ty B COOTBETCTBYIOLIECC IOAPA3ACIICHUE, C
OIpCACJICHHOIO 4Yucia, ¢ ONpPCACIICHHBIM HUCHBITATCIIBHBIM CPOKOM, C YCTAHOBJICHUCM YPOBHHA
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OIIaThl TpyZJa COMNIACHO JIMYHOMY 3asBJICHMIO, BU3aM U PE3OJIIOLMM HAa HEM M TPYAOBOMY
ZI0rOBOPY.

8.Pa3paboraTh mpuMep 3aroHeHUs pas/ieia «CBEJeHHUs O paboTe» TPYAOBOM KHIKKH C
OTpa)kKEHHWEM BCEro TPYJOBOIO IMyTH B OpraHu3anuu. BHecTn B KadecTBe IEpBOM 3amucu
MHPOPMALIMIO O 3a4MCICHUU Ha paldoTy coriacHO mpukazy u3 m. 7. Odopmuth 3amuck o0
YBOJIbHEHUH U 3aBEPUTENIbHYIO MOJIHCH;

9. Pa3zpaboTtaTh MpOEKT TPyAOBOro JoroBopa B cootBeTcTBUU € IM1. 10 TK PO.

Bonpocel onsa camonoozomoeku

1. OcHOBHBIE BUIbI OTIMYHS IPH HAIIMCAHUU 3asIBJIICHUS O IpHeMe Ha paboTy U o
IIPEIOCTaBIECHUH OTITyCKa.

2. Ha3oBUTE OCHOBHBIE PEKBU3UTHI U CTPYKTYPY TEKCTa TPYAOBOI'O KOHTPAKTA.

3. Ha3oBuTE OCHOBHBIE OTJIIMYMSI ITPUKA3a 10 JUYHOMY COCTaBY OT IIPHUKAa3a 10 OCHOBHOM
JEATEIbHOCTH.

4. Kakue TpeOoBaHHS MPEIbIBISIOTCS K BEJICHUIO U XPAHEHUIO TPYAOBOM KHIDKKH?

5. Kakue cBefieHMsI BHOCATCS B TPYAOBYIO KHMKKY M HA OCHOBAHUU KaKUX JOKYMEHTOB?

6. Kem u xorjaa 3anonssercs mudHas kaprouka ¢popmsl T-2? HazoBure CTpyKTypy JTHYHOK
KapTOYKH.

7. Ha3oBUTE OCHOBHBIE PEKBU3UTHI XapakTepucTHKU. Kakue TpeOoBaHMs IPEeIbsIBIIAIOTCS
K TEKCTY XapaKTEpPUCTUKU?

8. Kakne n10KyMEHTHI BXOJAT B COCTaB JIUYHOTO Jiena?
9. OcHoBHBIE TPEOOBaHUS K TEKCTY aBTOOHOTpaduH.

OcHoBHas1 IuTEpaTypa:

1. beikoBa, T. A. JlokyMeHTalMOHHOE 0OeCIIeueHNE YIIPaBICHUS (JIeTOMPOU3BOJICTBO): y4ueO.
nocobwue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-¢ u3z., nepepad. u gom. —
MockBa: UHOPA-M, 2017. — 304 c. + [omn. marepuainsl [ DIeKTpOHHBIH pecypc; Pexxum
noctyna: https://znanium.com]. — (Briciee o6pazoBanue: bakanaBpuar). - ISBN 978-5-16-
101961-0. - Tekcr: anexkrponnsiid. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokyMeHTallnOHHOE 00ECIIeYeHNE YIPABICHUS | yIeOHO-TIPAKTHUECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN Ne1aroruyeckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 2NeKTPOHHBIN // DnekTpoHHO-O0nbmoTeunas cuctema [IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHUTe IbHAS JIUTepaTypa:

3. [Manacenko, 0. A. JIenonpon3BoACTBO: JOKYMEHTAIMOHHOE 00SCTICUYCHUE YITPABIICHHUS :
Vueonoe nmocodue / [lanacenxo 10.A., - 3-e usn. - Mocksa: PUOP, UHDPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

4. JlokyMeHTaIlMOHHOE 00ecTieyeHe yIpaBIeHHs: Y4eOHUK JUIsl CTYJICHTOB BY30B,
00y4aroILINXCsl [0 HAIPaBJIEHUAM « DKOHOMHUKa» U « MeHeKMEHT», CIEUaIbHOCTAM
«upopmaruka», «loOKyMEHTOBEACHNE U JJOKYMEHTAL[MIOHHOE 00ECIIeYeHNE YIIPABICHUA»,
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«ABTtomaru3zanus u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermuna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Tekct : anexTpoHHSbIH // DnekTponHo-0nbOmmoreunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

MHNPAKTUYECKOE 3AHATUE 8-9.
Tema 8. Opranumszanum gOKyMeHTO00O0pOTa. Permcrpanmusi M KOHTPOJb MCIOJHEHUS

aokymMeHToB Opranuzaunusi 10kymenroodoopora. OK-1

Bonpocs! piis1 00cy:kaeHuns:

1. PackppITh 3HaYEHHE PETUCTPALIMU [TOTOKA JTOKYMEHTOB B YUPEKICHUH (OpraHU3aIIH,
MIPEANPHUATHHN).
2. IlpaBuna peructpanuy U UHAEKCUPOBAHUS JOKYMEHTOB.
3. Onucath perucTpalOHHO-KOHTPOJIbHBIE KAPTOUKH.
4. OOGs3aTeNbHbIN COCTaB PEKBU3UTOB KApPTOUKU PETUCTPALIUU.
5. Cnenarb aHanu3 JOKYMEHTOB, MOJUIEKAIINX PETUCTPALIUH.
Bonpocwt on1a camonoozomosxku

1. Ha3oBuTEe OCHOBHBIE ATArbl pabOThI ¢ BXOISIIIUMH JOKYMEHTAMHU.

2. Ha3oBuTE OCHOBHBIE 3Talbl pabOThl ¢ UCXOAAUIMMHU JOKYMEHTAMH.

3. KakoBbl OCHOBHBIE 1I€JIM PErUCTPALIUHU IOKYMEHTOB?

4. Kakue Bubl JOKyMEHTOB NOJIEXKAT PETUCTpaLiun?

5. Kakue cymecTByIOT (pOpMBI perucTpanuu J0KyMEHTOB?

6. Kakoe 3HaueHHE NMEET KOHTPOJIb UCIIOJHEHUS B I€ATEIbHOCTH YUPEXKICHUH,
OpraHu3alui, NpeanpusITun?

7. KT0 ocyliecTBIsIeT KOHTPOJIb B OpraHU3alMy, Ha IPEANpUATHN?

8. Kakue 1okyMeHThI OJIEKAT 0053aTeIbHOMY KOHTPOJIIO?

9. Kak ocy1ecTBisercs: 000011eHe PEe3yJIbTaTOB KOHTPOJIS UCIIOJIHEHHSI JOKYMEHTOB?

OcHoBHas1 IuTEpaTypa:

1. beikoBa, T. A. JlokymMeHTallmOHHOE 00ecIieueHre yIpaBieHus (JIeT0mMpPOU3BOJICTBO): yuel.
noco6ue / T.A. beikosa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 10m. —
Mocksa: UTHOPA-M, 2017. — 304 c. + Jlomn. marepuaisl [ DIeKTpOHHBIN pecypc; Pexxum
nocrtymna: https://znanium.com]. — (Bricmiee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekct: anexrponnsiid. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokyMeHTaIllMOHHOE 00ECTICUCHHE YIPABICHHS ;| YIeOHO-TIPaKTHUECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 2-e uzg. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN NEAaroruyeckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 2NeKTPOHHBIN // DnekTpoHHOo-0ubmmoTteunas cuctema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoiHUTeIbHAA JTUTEpaTypa:
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3. [Manacenko, 0. A. JIenonpou3BoACTBO: JOKYMEHTAIIMOHHOE 00CCIICUYCHUE YITPABIICHHUS :
Vueonoe nmocodue / [lanacenxo 10.A., - 3-e usn. - Mocksa: PUOP, UIHDPA-M, 2016. - 112 ¢. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - Tekcr: anektpoHHsbIil. - URL:
https://znanium.com

4. JlTokyMEHTallMOHHOE 00ecIIeueHNe yIpaBIeHUs: y4eOHHK JUIsl CTYICHTOB BY30B,
00y4aroLINXCs 110 HAIIPABJIEHUAM « DKOHOMHUKa» U «MEeHeKMEHT», CIeUaIbHOCTAM
«upopmaruka», «lOKyMEHTOBEACHNE U JOKYMEHTAIL[MOHHOE 00eCIIeYeHNe YIIPaBICHU»,
«ABTtomaru3zaius u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermnna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texct : anexTpoHHSbIH // DnekTponHo-0nOmmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 2 u.

INPAKTUYECKOE 3AHSITHUE 10-11.
Tema 9. PaGoTa ¢ JOKyMeHTaMH, COAePKAIMMEI KOH(pUIeHInaIbHbIe cBegenus. OK-1

Bomnpocs! 1151 00cyKaeHns:

[IpaBuna cekpeTHOCTH U COOIIOACHNE KOMMEPUECKON TallHBI.
[IpenMeT KOMMEpUYECKOM TaiiHBbI.

JBa 6moxa KT: mpomsbiniuieHHast U AenoBasi HHGOpMAIHsL.
Kondunennuanbubie cBeieHUs: UACH, U300pETEHUs, OTKPBITHS,
npuOBUTE (HUPMBI.

Cratbst 139 wacte 1 I'paxknanckoro koaekca P® o KT.

['pud, o603HavarOmMKi OrpaHUYEHHUE JOCTYTIA K TOKYMEHTAM.
Pexxum koMMepuecKkoil TaliHBbI.

dopma peructpannu 10KyMeHTOB ¢ rpudom «KTh.

10. ®dopma ydera BbIgauu JOKyMEHTOB ¢ Tpudom «KT».

11. CBenenusi, He COCTABIIAIOIINE KOMMEPUECKYIO TaliHYy.

WX B WD —

Bonpocwi ona camonoozomoeku

. UTto Takoe «koMMepUecKasi TaitHay?

. Kakue cBenenus sSBisitoTcst KOHQUACHIMATBHBIMUA?

. Kak oopmisieTcst pekBU3UT-rpU] OrpaHUYeHUs JOCTyNA K JOKYMEHTY?
. Kakue 1oKyMeHThI IPeACTaBISAIOT KOMMEPUYECKYIO TalHy ?

. Kakue moxyMeHThI peCcTaBIsItoT PUHAHCOBO-KPEAUTHYIO TaiiHy?

. UT0 Takoe pexuM KOMMEPUYECKOM TaiHbI?

. Kak oopmisieTcs xypHan peructpauu 10KyMeHTOB ¢ rpudom «KT»?
. Kak oopmisieTcs xypHan y4yeTa Bblauu TOKyMeHTOB ¢ rpudom «KT»?
. Kakue n1okymeHThI U cBelleHHs He cOCTaBISIIOT «KT»?

10. KTo onpenensier KOMMEPUYECKYIO TallHy JOKYMEHTOB?

O 00 1 ON D A W N —

OcHoBHas IuTEpaTypa:
1. beikoBa, T. A. JlokyMeHTaIIMOHHOE 00ecTeYeHne YIpaBieHus (J1eI0npou3BOCTBO): yuel.
noco6ue / T.A. brikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 1om. —
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Mocksa: UHOPA-M, 2017. — 304 c. + lomn. marepuaisl [ DIeKTpOHHBINA pecypc; Pexxnm
noctymna: https://znanium.com]. — (Bricinee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekcr: snextponHsIit. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokymMeHTallnOHHOE 0OecIieueHre yIpaBiIeHUs | yueOHO-TPAKTUYECKOe
mocobue B cxemax, Tadnuiax, oopasmax / B. A. ApacnanoBa. — 2-e uzn. — Cypryr :
CypryTckuii rocy1apcTBeHHbBIN negarorunyeckuii yausepeuret, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 2NIeKTpOHHBIN // InekTpoHHO-0nbmmoTeuHas cuctema [IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoiHMTEeIbHAS JINTEpaTypa:

3. [Tanacenko, }O. A. /lenonpon3BoACTBO: JOKYMEHTALIMOHHOE 00€CIIeUeHNE YIIPABICHHUS:
VYuebnoe mocobue / [Tanacenko F0.A., - 3-e u3za. - Mocksa: PUOP, UHOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - TekcT: anekrponHsrii. - URL:
https://znanium.com

4. JIoKyMEeHTallMOHHOE 00eCIIeYCHUE YIPaBICHUS: YISOHUK IS CTYJICHTOB BY30B,
00yUaroIuXxcst MO HAINpaBICHUSIM « DKOHOMHUKa» B «MEHEIHKMEHT», CIIEIUAIBHOCTSIM
«udopmarukay, «/JokyMEeHTOBEICHUE U IOKYMEHTAIIMOHHOE 00ECIICUCHUE YIIPABICHHUS,
«ABTtomaru3zaius u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermuna. — Mocksa : JOHUTU-JJAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texct : anexTpoHHBIH // DnexTponHo-0nOmoTeunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 2 4.

INPAKTHYECKOE 3AHATHE 12.
Tema 10. Homenkaarypa aeia. OK-1

Bomnpocs! 1151 00cyKaeHus:

1. JlaTh TONKOBaHHE TEPMHUHA «HOMEHKIIATYPay.

2. PackpbITh MPUHIUIIBI KITACCU(PUKAINN JOKYMEHTOB, BHJIBI HOMEHKIIATYD.
3. TpeGoBanus Kk GOPMHUPOBAHUIO JIEI.

4. TpeGoBaHUs K COCTaBICHUIO CBOAHON HOMEHKIIATYPHI JEI.

Bonpocwt ona camonodzomosexku

1. 1151 uero ciay>KUT HOMEHKJIaTypa e’

2. Kakue Buzibl HOMEHKIATyphl Bl 3HaeTe?

3. Kak odopmisieTcss HoMeHKIaTypa aen’?

4. Kakue TOKyMEHThI BKJIIOYAIOTCSl B HOMEHKJIATYPY J1e1?
5. Kakue TpeboBanus MpeapsIBISIOTCS K 3aroj0BKaM Jei?

6. B xakoii mocineaoBaTeaIbHOCTH HY>KHO pacronarath pas3zeiia B CBOJHOM HOMEHKIIaType
neu?
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7. KakoBa NoCJICaA0BATCIbHOCTD ACIT B HOMCHKHaType?
8. Korna 3anonnasercs utoropas 3ammch O KaTeropriaX U KOJIMYCCTBC 3aBCACHHBIX I[GJ'I?

OcHoBHas 1uTEpaTypa:

1. beikoBa, T. A. JlokyMeHTaIIMOHHOE o0ecTeyeHne yIpapiaeHus (1eI0npou3BOCTBO): yuel.
noco6ue / T.A. boikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 1om. —
Mocksa: UTHOPA-M, 2017. — 304 c. + Jlomn. marepuaisl [ DIeKTpOHHBINA pecypc; Pexxnm
nocrtyna: https://znanium.com]. — (Briciee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekcr: snexktponssIit. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokymMmeHTallnoOHHOE 00ECIIeYeHUE YIPABIEHUS | yI€OHO-TIPAKTHIECKOE
nmocobue B cxemax, Tadnuiax, oopasmax / B. A. ApacnanoBa. — 2-e uzn. — Cypryr :
CypryTckuii rocy1apcTBeHHbBIN negarorunyeckuii yausepeuret, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 31MeKTPOHHBIN // DnekTpoHHO-O0ubmoTeynas cuctema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHMTEeILHAS JINTEpaTypa:

3. [Tanacenko, }O. A. Jlenonpou3BoACTBO: JOKYMEHTALIMOHHOE 00€CIIEYeHNE YIIPABICHHUS:
Vuebnoe nmocodue / Ilanacenko F0.A., - 3-e uzn. - Mocksa: PUOP, UHDPA-M, 2016. - 112 c. -
(BO: bakanaBpuar). - ISBN 978-5-16-104535-0. - TekcT: anektponnsiii. - URL:
https://znanium.com

4. JlTokyMeHTallMOHHOE 0OecIieueHNe yIpaBiIeHus: y4eOHHK JUIsl CTY/ICHTOB BY30B,
00Y4JalOLINXCs 10 HAIPABJICHUSAM « DKOHOMHKa» U «MeHeHKMEHT», CTIeUaIbHOCTAM
«ndpopmaruka», «Jo0KyMEeHTOBEACHNE U JJOKYMEHTAIIHOHHOE 00ECIIEYCHNE YIIPABICHHUS,
«ABtomaru3zanus u ynpasinenue» / A. C. I'pun6epr, H. H. I'op6aués, H. H. I'op6aués, O. A.
MyxamerimuHa. — Mocksa : JOHUTU-JJAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texcrt : anekTpoHHbIH // DnekTpoHHO-0nbmoreynas cuctema [IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

INPAKTHYECKOE 3AHATHE 13.
Tema 11. @opmupoBanue aes u ux xpanenue. OK-1

Bonpocs! 1151 00cy:kaeHus:

1. PackppIThb METOJUMKY SKCHEPTU3bI HAYYHOU M MPAKTUYECKOW IEHHOCTU JOKYMEHTOB U
oopmiieHne ee pe3ysbTaToB.

2. Kputepuu orieHKr BHEIIHUX OCOOCHHOCTEH TOKyMEHTA.

3. Texuonorus opopMICHHS AET ISl MOCIEAYIOMIETO XPAHEHHS.

4. OnucaHue JOKYMEHTOB IOCTOSTHHOTO M BPEMEHHOTO XPaHEHHUSI.

5. Jlate 0Opasipl: aKkTa O BBIJACICHUHM K YHUYTOXKEHUIO JIOKYMEHTOB U [N, HE
MOJUIeKAIIMX XPAaHEHUIO; BHYTPEeHHel ONHCH JOKYMEHTOB JIeJia; ONMMCHU JieJd MOCTOSHHOIO
XpaHECHHUS.

Bonpocwt 012 camonoozomosexku

1. KakoBsl mpaBuiia popmupoBanus aen?
2. Kak pacnonaratorcs JOKyMEHTbI BHYTpH jeia?


http://www.iprbookshop.ru/
https://znanium.com/
http://www.iprbookshop.ru/
https://znanium.com/catalog/product/762591
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3. Kakoe 3HaYeHHE UMEIOT CPOKH XpaHEHHsI JOKYMEHTOB ITpU (POPMHUPOBAHUY J1en?

4. Kakue cymiecTBYyIOT ClIOCOObl XpaHEeHHUs A€

5. KakoB nopsiiok NOAIIMBKY ¥ HyMEpAaLUU IIOCTOSIHHOTO XpaHEHUs?

6. KakoBbI IpaBuiIa IOATOTOBKHU €I K CAAYE B ApXUB YUPEKIACHUA?

7. Kakue TpeOoBaHUS NPEABABISIOTCS K ONUCH IOKYMEHTAJIbHBIX MaTepHaJIOB

8. UTo 03HauUaeT dKCIEPTU3a LIEHHOCTH TOKyMEHTOB? /[y uero ona npousBoauTcs?

9. Kakue TpeboBaHus NPeABABISIOTCA K OPOPMIICHUIO Jiell BpeMeHHOro xpaneHus (1o 10
JIET BKIIFOUUTENHHO)?

10. Kak odopmiisiercss BHyTpEHHSS ONKUCh JOKYMEHTOB, HAXOIALIUXCS B j1ese?

11. Kakue naHHbIe BHOCSATCS B 3aBEPUTEIIbHBIN JTUCT ONUCH?

12. KakoB nmops 10K c/iauu JieJ1 HOCTOSTHHOTO ¥ BpeMeHHOTro xpaHeHus (csbiuie 10 net) B
apxuB?
OcHoBHas quTEpaTypa:

1. beikoBa, T. A. JlokyMeHTaIIMOHHOE o0ecTeyeHne yIpapiaeHus (1eI0npou3BOCTBO): yuel.
noco6ue / T.A. boikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 1om. —
Mocksa: UTHOPA-M, 2017. — 304 c. + Jlomn. marepuainsl [ DIeKTpOHHBINA pecypc; Pexxnm
nocrtyna: https://znanium.com]. — (Bsiciiee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekcr: snexktponssIit. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokymeHTallnoHHOE 00ECIIeYeHUE YIPABIEHUS | yI€OHO-TIPAKTHIECKOE
nmocobue B cxemax, Tadnuimax, oopasmax / B. A. ApacnanoBa. — 2-¢ uzn. — Cypryr :
CypryTckuii rocy1apcTBeHHBIN negaroruyeckuii yausepeuret, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 31MeKTPOHHBIN // DnekTpoHHO-O0ubmmoTeynas cuctema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHMTEeILHAS JINTEpaTypa:

3. [Tanacenko, }0. A. /lenonpou3BoACTBO: JOKYMEHTALIMOHHOE 00€CIIEYeHNE YIPABICHUS:
Vuebnoe nmocodue / Ilanacenxo F0.A., - 3-e uzn. - Mocksa: PUOP, UIHDPA-M, 2016. - 112 c. -
(BO: bakanaspuar). - ISBN 978-5-16-104535-0. - Tekcr: anektponnsiii. - URL:
https://znanium.com

4. JlTokyMeHTaIlMOHHOE 00ecIieueHNe yIpaBIeHus: Y4eOHHK JUIsl CTY/ICHTOB BY30B,
00Y4JalOLINXCs 10 HAIPABJICHUSAM « DKOHOMHKa» U «MeHeHKMEHT», CTIeUaIbHOCTAM
«ndpopmaruka», «Jo0KyMEeHTOBEACHNE U JJOKYMEHTAIIHOHHOE 00ECIIEYCHNE YIIPABICHHUS,
«ABtomaru3zanus u ynpasnenue» / A. C. I'punoepr, H. H. I'op6aués, H. H. I'op6aués, O. A.
MyxamerimuHa. — Mocksa : JOHUTU-JJAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Texcrt : anekTpoHHbIH // DnekTpoHHO-0nbmoreynas cuctema [IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 4.

INPAKTUYECKOE 3AHSATHE 14.
Tema 12. IT-rexHosiormm Ha Ciay:k0e JOKYMEHTAJIBHOr0 o0OecledeHHsl [1esiTeJbHOCTH
opranmzauuu. OK-1

Bonpocsl 1151 00cy:kaeHus:


http://www.iprbookshop.ru/
https://znanium.com/
http://www.iprbookshop.ru/
https://znanium.com/catalog/product/762591
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CoBpeMeHnHast ”HPOPMALIMOHHAS TEXHOJIOTHUSI.
Haznauyenue IT-TEXHOJIOT'NN.
DNeKTpOHHAs 10YTa, 3BYKOBBIE (ailiibl.

4. Bwunel mporpamm Ui COCTaBJICHHUS U PEIAKTHPOBAHUS CITY)KEOHBIX TOKYMEHTOB.
(TexcroBble pemakTopbl MM TekcroBble mpoueccopsl: Word, Word for Windows u np.).
Hupekropuii — 310 rpynmna (aiiaos, 00beIMHEHHBIX 10 KAKOMY-JTHO0 IPU3HAKY.

5. Opranuzanus JOKyMEHTO000OpOTa Ha KOMIIBIOTEpE.

6. MuadopmannoHHO-cripaBovHas paboTa 1Mo JTOKyMEHTaM.

7. OcHoBHbBIC KOMITBIOTCPHBIC nporpamMmmsbl  JJIA OopraHu3anun paGOTLI C

W=

AOKYMCHTAMU U UX XAPaKTCPHUCTHUKA.
Bonpocwi ona camonoozomosku

1. Kakue nmerorcs BUIbl IPOrpaMM Il COCTABIICHUS U PEJAKTUPOBAHUS CITY>KEOHBIX
JOKYMEHTOB?

2. Mcnionp30BaHue 2IEKTPOHHON ITOYTHI, Internet u Apyrux cUCTEM B LIEIAX
paloHaIn3aluu J0KyMEHTO000poTa.

3. Kakue Bo3moskHocTH rporpammbl WinWord?

4. Yro Takoe 1UpEeKTOpHil?
5. JlaTh XapakTepHUCTUKY TEKCTOBOTO MPOLIECCOPA.

OcHoBHasi TUTepaTypa:
1. beikoBa, T. A. JlokyMeHTaIIMOHHOE 00ecIeYeHne YIpaBaeHus (J1eI0npou3BOCTBO): yuel.
noco6ue / T.A. brikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3zz., nepepad. u 1om. —
Mocksa: UHOPA-M, 2017. — 304 c. + Jlomn. marepuaisl [ DIeKTPOHHBIN pecypc; Pexxum
nocrtyna: https://znanium.com]. — (Bsicmee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
101961-0. - Tekct: anexTpouHbIid. - URL: https://znanium.com

2. ApacnanoBa, B. A. JlokymeHTallnoOHHOE 00ECIIeYCHUE YIIPABIEHUS | yIeOHO-TIPAKTHIECKOE
nmocobue B cxemax, Tadnuimax, oopasmax / B. A. ApacnanoBa. — 2-¢ uzn. — Cypryr :
CypryTckuii rocyJapCTBEHHBIN NIEAaroruyeckuii ynusepcurer, 2017. — 225 ¢. — ISBN 978-5-
93190-354-5. — TekcT: 21eKTpOHHBIH // DnekTpoHHO-O0ubmmoTeunas cuctema IPR BOOKS:
[caiiT]. — URL: http://www.iprbookshop.ru

JlonoIHMTEeIbHAS JINTEPaTypa:

3. [1anacenko, }O. A. Jlenonpou3BoACTBO: JOKYMEHTALIMOHHOE 00eCIIeYeHNE YIIPaBICHUS:
Vuebnoe nmocodue / Ilanacenko 10.A., - 3-e uzn. - Mocksa: PUOP, UHDPA-M, 2016. - 112 c. -
(BO: bakanaBpwuar). - ISBN 978-5-16-104535-0. - Tekcr: anektponHsbIit. - URL:
https://znanium.com

4. JIoKyMEHTallMOHHOE 00ECIICYCHUE YIIPABICHUS: YISOHHUK /ISl CTYJICHTOB BY30B,
00yUaroIUXCst O HAINPaBJICHUSIM « DKOHOMHUKa» 1 «MEHEIHKMEHT), CIICIUAIbHOCTSIM
«udopmarukay, «/JoKyMEHTOBEICHUE U JIOKYMEHTAIIMOHHOE 00ECIICUCHUE YIPABICHUSN,
«ABtomaru3aius u ynpasienue» / A. C. I'punbepr, H. H. T'op6aués, H. H. ['opb6aués, O. A.
MyxamermuHa. — Mocksa : KOHUTU-JIAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —
Texcrt : anekTpoHHbIH // DnekTpoHHO-O0nbmmoreynas cuctema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru

Hroro: 1 u.


http://www.iprbookshop.ru/
https://znanium.com/
http://www.iprbookshop.ru/
https://znanium.com/catalog/product/762591
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9.2. Meroauueckye peKOMEHAAlKHU MO BBHIIIOJHEHUIO KOHTPOJIbHBIX paboT

1. Cymv u 3Hauenue KOHMPONLHOU pabombi.

KonrponpHas pabora sBiIs€TCS JTOKYMEHTOM, CBUJAETEIbCTBYIOLIUMU 00 YpOBHE
CaMOCTOSITENIbHONH PabOThl U CTENEHU OBJIAJCHUS CTYJIEHTAaMHU MPOrPaMMHOI0 Marepuaya U ero
YMEHHEM KpaTKO M JOXOJYMBO IPOAHAIM3UPOBATh M HU3JIOKUTH B INHUCBMEHHOW (opme
BBIOPAHHYIO TEMY.

BreimmonHenne paboT CyIIECTBEHHO BIUSET Ha C€aMOOOpa30oBaHME CTYJICHTOB Kak
CIELUAIUCTOB B 00JaCTH JOKYMEHTAIIMOHHOTO 00eCIIeUeHus! YIIPaBIeHHs, TaK KaK 3TO ABJSETCA
BaXHBIM BUJIOM CaMOCTOSITEJIbHON MHTEIEKTyaJIbHOM JIeATEIbHOCTH.

2. l{enu konmponvHoUu pabomoi:

[lenpto paboThl SABJISIOTCS: pa3BUTHE MHTEpeca CTyAeHTa(ku) K mpolieMam
JOKYMEHTAIIMOHHOTO 00ecTeueHus yIpaBieHHs; yMEHHEe padoTaTh ¢ pa3IndHbIMU UCTOYHUKAMHU
uH(pOpMaIuy; eIaTh PpaBUIbHbIE BBIBOABI U 3()()EKTUBHBIE MPEATIOKEHUS.

3. Ilopsadox no02omoexku KOHmMpOoIbHOU padomabi.

Tema KOHTPOJIBHOU PabOTHI BEIOUPAETCS CTYAEHTAMU CaMOCTOSITENIBHO.

[Tocne BBIOOpa TEMBI CIymIaTedsiM HEOOXOAMMO COCTABUTH MPEABAPUTEIbHBIN CIIHCOK
auTepaTypbl. Becbma 10J€3HO UCHOJIb30BaHHE OINEPATUBHBIX MAaTE€PHAIOB KOHKPETHBIX
IIPEIIPUATHNA U OPraHU3alMN, @ TAK)KE HHOCTPAHHBIX UCTOYHUKOB.

['oToBas paGoTta B HaneyaTaHHOU (hopMe c1aeTcsl BEAyLIEMY Kypc MPENoiaBaTelto.

4. Tpebosanus Kk KOHMPOILHOU pabome.

I'maBHBII KpuTepuil KauecTBa padOThl — MOJHOTA M KOMILJIEKCHOCTh OCBEIICHUS TEMBI.
Kaxiplii pa3znen paboThl JOKEH HAUMHATHCS ¢ COOTBETCTBYIOIIETO 3ar0JIOBKA MO OIVIABJICHUIO C
HyMepanuei kaxaoil ctpanuibl. PaboTa, He oTBevarolas OnpeesieHHbBIM HOpMaM, K 3alUTe He
nomnyckaercsi. HeOpexxHo BbINONIHEHHAast paboTa Takke K 3allUTe He JOMYyCKaeTCsl.

PaGora nomxHa COCTOSTH W3: OINIABJICHMS, BBEACHUS, OCHOBHBIX pa3elioB padOThI,
pacyeTHOM dYacTu (eciM 3TO KypcoBas paboTa), 3aKIIOUEHHMS U CIUCKA JIMTEPATyPHBIX
HCTOYHHKOB.

5. Illpumepnas cxema cmpykmypol KOHmMPOILHOU pabombi.

Tumynonoi 1ucm

Oeznasnenue - conepxanue paboThl C HyMepaluuel cTpaHuL.

Beeoenue. 3necy GopMUPYIOTCS TIETH U 33]1a41 paOOThI, 000CHOBBIBAIOTCS aKTYaIbHOCTh
U TpaKTHYeCKash 3HAYMMOCTh TE€Mbl, MOTHBBI BbIOOpa. MOXHO OTMETUTH TaKKe€ TPYAHOCTH,
BCTPETUBILKECS [TPU HAIMCAHUU pa0OOThI, XapaKTep UCIOJIb30BAaHHBIX HCTOUHUKOB.

OcnosHule pazoenvt pabomul. JIBa, Tpu U 0Oojee pa3fesnos, Ui MOJHOTHI OCBELICHUS
TEMbl IO OCHOBHBIM IIOCTAaHOBOYHBIM BompocaM. IlocTaHOBOUHBIE BOMPOCHI — 3TO BOIPOCHI,
packpeIBarole CyTh MNpoOiemMbl WM Tembl. Kaxkaplii paszfen HauMHAETCs C 3arojoBKa,
YKa3aHHOTO B OIJIABJIEHUU WJIN COJEPKAHUH C MOPSAIKOBBIM HOMEPOM pasjiena.

3akntouenue. B HeM (DOpMUPYIOTCS BBIBOJBI, NPEUIOKEHHUS WIM PEKOMEHIAIMU TI0
COBEpIICHCTBOBAHUIO MEPONPUSITUI, KaCAIOLUXCsl BBIOpAaHHON BaMU TEMBI.

Chucox uUCnONb306AHHLIX UCMOYHUKOS U Jumepamypsl. 3IeCh IEPEUUCIISIIOTCS
HCTOYHHUKH, HOPMATHUBHBIE aKThl, O(UIIMATIbHBIE CTATUCTHYECKHE COOPHUKM M NyOJIMKauuu,
MOHOTrpaduu, CTaTbu, NEPUOJUUECKUE U3AAHUA U TaK Jlajee, KOTOpble ObUIM UCIIOJIb30BAHBI MPU
BBITNIOJIHEHUH KOHTPOJIbHOM paboThl (00s3aTEIbHO YKa3bIBAaTh MO U MECTO U3JAHUS).

[punoowcenue Bxmoyaer TaOIMIBI, CXeMBbl, IpadUKH, KOIMH KOHTPAKTOB, COIJIALLICHUH,
MMCeM, pacueTsl U T.J. . [I[puueM nx Hamu4ue 3HAYUTEIHHO MOBBIIIAET LIEHHOCTh Pa0OTHI.
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Hpuiaoxenus
[Tpunoxenue 1

AHHOTALIUA JTUCIIAITJIMHBI

HuctumnuHa  JlokyMeHTallMOHHOE — oOecredeHue  ympaBlIeHUs — peaju3yeTcss — Kadenpoi
HSKOHOMMKO-YIIpaBiieHueckux nauciuiuivd ¢unuana PITY B r. lomonenoso
Ilenn ocBOEHUS AMCUUIUIMHBL (POPMUpPOBAHME LEIOCTHOTO MPEACTABICHUS O COBPEMEHHOM

JIEJIONPON3BOJICTBE KaK OCHOBE JIOKYMEHTALlMOHHOIO OOECIIeUYeHHUsl yNpaBICHMs; oOecrieueHue
KOMIUIEKCa 3HaHUW B cdepe TOKyMEHTOBEICHHUS, pa3BUTHE TNPAKTUYCCKUX HABBIKOB

AOKYMCHTHUPOBAHUS.
3a2{a111/1 OCBOCHHA JUCIHMITIIMHBI:

-O3HAKOMJICHUEC C COBpeMeHHOﬁ CHUCTEMOM U IIpaBUJIaMHU (I)I/IKcaI_II/II/I, peructpannuu, y4dera,

oOMeHa 1 XpaHeHHs nHPOpMaLINY;

-CO CTaHOgapTaMHu O(l)OpMJ'IeHI/If{ JOKYMCHTOB M TCKCTOBBIX pa60T; ¢ obecreueHreEM

MUPKYJEIOHAU JOKYMCHTOB U UX COXPAHHOCTH,

-(popMUpOBaHNE NPEICTABICHUS O POJIM U 3HAUMMOCTU JIOKYMEHTa B CHUCTEME YNpaBJICHMUS,
00 yHuU(UKAIMKM W CTAaHJAPTU3ALMUM KaK OCHOBHOM HAIIPABICHWU B COBEPILCHCTBOBAHHUU

JIOKYMEHTOB;

-00 OCHOBHBIX YHI/I(bI/ILII/IPOBaHHBIX CUCTEMAaX NOKYMCHTalUWH, IIPUMCHACMBIX B Poccuiickoit

Oenepanuy;

-o0ecrieueHre 3HAHUM M MPAKTUYECKUX YMEHMH B OOJAcCTH COCTaBi€HHUS U OGOpPMIICHHUS

OCHOBHBIX BHAOB AOKYMCHTAIIMH, COCTABJIAIOIINUX OCHOBY YIIPAaBJICHUA pa60T0171 IpCAINpUATHA

(opranuzanun).

Konnbi Conepxxanue Ilepeyennb IVIAHMPYEMBbIX  Pe3yJbTAaTOB

KOMIIETEHIINH | KOMIIeTeHIHii 00y4YeHus M0 TUCIUITHHE

IIK-11 Cnocoben BJIAJIETH | 3HATh!
HaBBbIKaMU aHaJm3a - OCHOBHBIC MTOHATHS
uH(pOpMaIUN 0 | TOKYMEHTAIlMOHHOTO obecrieueHus
(YyHKIIMOHUPOBAHUHT YHUpaBJICHUA,
CHCTEMBI BHYTPEHHETO — OCHOBHBIC  3aKOHOJATEIbHBIE U
JTOKYMEHTOO00pOTa HOpMaTUBHBIE aKkThl B o0actu JJOVY;
OpraHu3aluy, BEICHUs — e, 3adaid U NPUHIHUIBI
0a3 JAHHBIX o | AOKyMEHTALMOHHOTO obecrieyeHus
Pa3IMIHBIM YHPaBICHUA,
moKasaTeJisiMm u - CHUCTEMBI JOKYMCHTAlITMUOHHOI'O
dbopMUpOBaHHs oOecrieueHust ypaBJICHHUS,
MH(OPMALMOHHOTO — TpeOOBaHMS K COCTABICHHIO U
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oOecrieyeHust o(OpMIIEHUIO PA3ITUYHBIX BUIOB JOKYMEHTOB;
YYaCTHUKOB — o0miue mpaBuiia OpraHu3alnuu padboTh
OpTraHU3alMOHHbBIX C IOKyMEHTaMHU;

IIPOEKTOB. —  COBpeMEHHbIE  WH(POPMAIMOHHBIC

TEXHOJIOTUU CO3llaHhsl  JOKYMEHTOB u
aBTOMATHU3AIMH JOKYMEHTO000POTa;

— BHUIBl OPITEXHWKH W CIIOCOOBI €e
ucnoas3oBanus B JIOV.

Ymerts:

—  opopMIIATE  JOKYMEHTAIlMIO B
COOTBETCTBUM  C  HOPMATHBHON  0a30M,
UCTIONB3YSl MH(GOPMAIMOHHBIE TEXHOJOTHH U
CpE/ICTBA OPITEXHUKH;

—  WCTONb30BaTh  YHU(HUIIMPOBAHHBIC
CHCTEMBI JJOKyMEHTAIIHH;

— OCYIIECTBJIATH XpaHEHHE, TOUCK
JTOKYMEHTOB;

- UCTIOJIb30BaTh
TEJIEKOMMYHHUKAITUOHHBIE TEXHOJIOTHU B
AIIEKTPOHHOM JJOKYMEHT0000pOTE;

—  DOpUMEHATh W HCIOJIB30BaTh
KOMIBIOTEp JUId pelIeHus 3agad  oOuiero
HazHaueHHUs (CO3MaHUE W PEIaKTUPOBAHHE
TEKCTOBBIX JOKyMEHTOB pa3nuIHOR
CJIOXKHOCTH);

—  HCIOJB30BaTh NPUOOPETECHHBIE
3HaHUSI W yMEHUS B TIPAKTHYECKOU
NesITeIbHOCTH.

Bnagets:

- MOHATHITHO-KaTEropruaJbHbIM
arrapaToMm JIeJIONPOU3BOICTBA;
— HaBBIKAMH O(QOPMIICHHS OCHOBHBIX BHJIOB
JIOKYMEHTOB.

[To mucruIuIHEe IpeIyCMOTpeHa IPOMEKYTOUHAS aTTecTaus B (popMe 3a4eTa ¢ OIEHKOM.
OO6m1ast Tpy10EMKOCTh TUCIUIUIMHBI COCTABISAET 3 3aU€THBIC €TUHUIIBI.
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[Ipunoxenue 2

Ne | Texcr akryanuzanuu win npunaraeMslii k PITJ[ nokymeHT, Hara Ne
CoJIepKalnii N3MEHEHUS MPOTOKOJA

1 | Obnosrena ocHo8HAS U OONOIHUMENbHAS TUMEPAMYPA 26.06.2017 2. 9

2 | Ilpunoxenne Nel

3 | ObHosrena ocho6Has U OONOIHUMENbHAS IUMepPamypa 27.06.2018 2 9

4 | Ilpunoxenue Ne2

5 | Buecenvl usmeHenus 6 NyHKmM CmMpyKmypa OUCYUNIUHDBL 23.06.2020. 8

6 | ITpunoxxenue No3
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[Ipunoxxenne k ety n3mMeHeHuit Nel

Cocras nporpammuoro obecneudenus (II0), coBpeMeHHBIX MpodeccuoHaIBLHBIX 0a3 naHubIX (B/1) 1
uHpopmauuonno-cnpapounbie cucrem (MCC) (2017 r.)

1. Ilepeuyens 11O

Tabauya 1
Nen Haumenosanue 10 [IpousBogurens | Croco0 pacrnpocTpaHeHUs
/m (muyenzuonnoe unu
€c80000HO
PACnPOCmMpansemoe)
1 OneparoHHas cucTeMa TOHKHX WTware JInnenznonHoe
kiuentoB WTware
2 Windows server 2008 Microsoft JlunieH3nonHoe
3 Microsoft office 2010/2013 Microsoft JlunenznonHoOE
4 Windows 7 Pro Microsoft JlunienznonHOE
5 MyTestXPro MyTestX JInnen3nonHoe
6 Windows server 2012 Microsoft JInuen3snonHoe
7 Windows 8.1 Microsoft JlunieH3nonHoe
8 Windows 10 Pro Microsoft JIunensnonnoe
9 Dr. Web Dr. Web JIureH3noHHoe
10 Kacnepckuii JlaGopatopus CBO0OOIHO pacHpOCTpaHAEMOE
Kacnepckoro
11 Adobe Acrobat Reader 9 Adobe Systems JluneH3nonHoe
2. llepeyens B/l u UCC
Tabnuya 2
Nori/m HaumenoBanue
1 KoMMbroTepHbIC CIPABOYHBIE MPABOBBIC CUCTEMBI

Koncynprant [lnroc
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[Ipunoxxenne k 1McTy n3MeHEeHHUH Ne2

Cocras nporpammuoro obecneudenus (II0), coBpeMeHHBIX MpodeccuoHaIBLHBIX 0a3 naHubIX (B/1) 1
uHpopmauuonHo-cnpapounble cucrem (MCC) (2018 r.)

1. Ilepeuyens 11O

Tabauya 1
Nen Haumenosanue 10 [IpousBogurens | Croco0 pacrnpocTpaHeHUs
/m (muyenzuonnoe unu
€c80000HO
PACnPOCmMpansemoe)
1 OneparoHHas cucTeMa TOHKHX WTware JInnenznonHoe
kiuentoB WTware
2 Windows server 2008 Microsoft JlunieH3nonHoe
3 Microsoft office 2010/2013 Microsoft JlunenznonHoOE
4 Windows 7 Pro Microsoft JlunienznonHOE
5 MyTestXPro MyTestX JInnen3nonHoe
6 Windows server 2012 Microsoft JInuen3snonHoe
7 Windows 8.1 Microsoft JlunieH3nonHoe
8 Windows 10 Pro Microsoft JIunensnonnoe
9 Dr. Web Dr. Web JIureH3noHHoe
10 Kacnepckuii JlaGopatopus CBO0OOIHO pacHpOCTpaHAEMOE
Kacnepckoro
11 Adobe Acrobat Reader 9 Adobe Systems JluneH3nonHoe
2. llepeyens B/l u UCC
Tabnuya 2
Nori/m HaumenoBanue
1 KoMMbroTepHbIC CIPABOYHBIE MPABOBBIC CUCTEMBI

Koncynprant [lnroc
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IIpunoxenue K nucty uaMeHeHU Ne3

1. Crpykrypa aucuuniuisl (k m. 2 PITI na 2020)

st ounoit popmbl 00yuenusi HadGop 2020
OO6mas Tpya0EMKOCTh TUCIUTUTMHBI COCTABIISICT 2 3a4€THBIC €IMHUIIBI, 76 4., B TOM YHCIIe

KOHTaKTHass pabora o0Oy4alommxcs ¢ mnpenogaBateaeM 28 d,
oOy4Jarormxcsi 48 u.

CaMOCTOATCIIbHAA pa60Ta

Buabi yueOHoii padoTsl (B yacax) DopMblI
Paznen TeKyI1ero
Ne AUCHHUILTHHBI a KOHTPOJIsI
n/ d yCIeBaeMoCcTH
. g JeKIHH IIpakrt | camoctosn | Ilpome ®opma
& HYEeCKH | TeJIbHasi | JKyTO4 HpoMeRyToHOH
e padora Has
aTrecTalMu
3aHATH aTrrecT
s anus
Tema 1. JlokymMeHT # 1 1 4 CobecenoBanue,
1 | cuctembl TOKyMEHTAIIUH. 6 oOcyxaeHue
JTOKJIaJI0B
Tema 2. TpebGoBanus k 1 1 4 bnuu-onpoc,
COCTAaBJICHUIO u oOcyxeHue
2 | opopmieHuto 6 NOKJIaZIOB
YIIPABJICHYECKON
JIOKYMEHTAIIHH.
3 Tema 3. OpraHuzanmoHHBIC 6 1 1 4 bii-onpoc
JOKYMEHTBI.
Tema 4. PacnopsautenbHbie 1 1 4 biui-onpoc
4 JTIOKYMEHTBHI. 6
Tema 5. CnpaBo4HO- 1 1 bini-onpoc
5 | uHpOpMaLIMOHHBIE 6 4
JTIOKYMEHTBHI.
Tema 6. JlenoBeie u 1 1 4 biai-ompoc
KOMMEpUYECKHE [MChbMa!
6 KJIaccupuKanus, CTPYKTypa, 6
CTHJIb.
Tema 7. JIOKyMEHTBHI TIO 1 1 4 bii-ompoc
7 JMYHOMY COCTaBY. 6
Tema 8. Opranuzanun 2 2 4 bmui-onpoc
JOKYMEHTO000pOTAa.
3 Peructpamuss ¥ KOHTpOJIb 6
UCTIOJTHEHHUS JTIOKYMEHTOB
Opranuzanus
JIOKYMEHTO000pOTa.
Tema 9. Pabora c 2 2 4 brum-onpoc
JOKYMEHTaMH,
9 | comepxkammMu 6
KOH(pUIeHITHATbHBIE
CBEJICHUS.
10 Tema 10. Homenknarypa nei. 6 1 1 4 biuu-onpoc
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Tema 11. ®opmupoBanue nen 1 1 4 biui-onpoc

I |y ux XpaHEeHHue. 6
Tema 12. IT-rexHonornu Ha 1 1 4 biun-onpoc,
CIyX0€e  JOKYMEHTaJIbHOTO 00cyX1eHHe

12 | obecrieueHust NEATEIBHOCTH | 6 pedeparos, TecT
OpraHH3alMH.
[IpomexyTouHast arrectauus | 6 - - - - 3auer
Bcero 14 14 48

st 3aounoii gopmbl 00yueHust Hadop 2020

OO6mast TpyaoEMKOCTh JTUCITUTUTHHBI

COCTaBIIICT 2 3QUCTHBLIX CAUHHIBI, 76 .,
YHUCJIe KOHTAaKTHasi paboTa oOydaromuxcs ¢ ImpernojaaBareiaeM 12 4, camocTosATeabHas pabdoTa
oOyyarormuxcst 68 u.

B TOM

Buasbl yueOHol padoTsl (B yacax) DopMbI
Pa3nen TeKylero
Ne AUCHUILINHBI .y KOHTPOJIsI
n/ 3 ycIeBaeMoCcTH
I g» Jekuuu | cemu- | camocrtosi | Ilpome ®opma
3 HApbl | TeJbHAsA | KYTOY HpoMesKyTOUH
padora Hasl oi
arrect
amist aTTecTauMu
Tema 1. JIokyMeHT 1 0.2 0.2 5 CobecenoBanu
1 | cuctembl JOKyMEHTALUN. 8 e, o0cyXaeHue
JTOKJIa/I0B
Tema 2. TpeboBaHus 0.2 0.2 brun-onpoc,
COCTaBJICHUIO U oOcyxaeHue
2 | opopmieHuIo 8 6 JTOKJTAJIOB
YIPaBJIEHUYECKON
JIOKYMEHTAIIUH.
3 Tema 3. OpranuzaluoOHHbIE 8 0.2 0.2 6 bruu-onpoc
JIOKYMEHTBI.
Tema 4. PacnopsuurenbHble 2 0.2 0.2 6 biuu-onpoc
4 JOKYMEHTBI.
Tema 3. CrpaBo4Ho- - - biuu-onpoc
5 | uHpopmalOHHBIE 8 6
JOKYMEHTBI.
Tema 6. JlenoBele © 0.2 0.2 bini-onpoc
KOMMEpPUYECKHE MICbMA: | o 6
6 KJIacCU(pUKaIMs, CTPYKTypa,
CTHUJIb.
Tema 7. JIOKyMEHTHI IO 2 0.5 0.5 6 bnui-onpoc
7 JUYHOMY COCTaBYy.
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Tema 8. Opranuzanumn 0.5 0.5 biui-onpoc
JIOKYMEHTO00O0pOTa.
2 Peructpauuss M KOHTpONb | § 6
WCTIOTHEHUS JIOKYMEHTOB
Opranuzanus
JIOKYMEHTO000pOTa.
Tema 9. PaGora c 0.5 0.5 brum-onpoc
JIOKYMEHTaMH,
9 | comepxamumu 8 S
KOH(UIEHITNATbHBIE
CBEJICHHUSL.
10 Tema 10. Homenknarypa nen. | g 0.5 0.5 6 bnui-onpoc
Tema 11. ®opmupoBanue aein 2 0.5 0.5 5 bmum-onpoc
11 | u ux xpanenwe.
Tema 12. IT-rexHomoruu Ha 0.5 0.5 bimn-omnpoc,
CIy)0€  JOKyMEHTAJIHHOTO 00CcyXIeHHe
12 | obecreucHus  aesTeabHOCTH | O S pedepaToB
OpTaHU3aIHH.
[IpomexxyTounast arrectanus | 8 } ; ; 3auer
Bcero 4 4 68

2. Oopa3zoBaTebHbIe TexHoJ0ruH (K .4 Ha 2020 r.)

B mepuom BpEeMEHHOTO TPHOCTAHOBIICHUS TIOCEMICHHUS OOyYalOMUMUCS TIOMEUICHUN W
tepputopun PITY. ans opranuszaiuu yuyeOHOTO Tpoliecca ¢ MPUMEHEHUEM AJICKTPOHHOTO OOYYCHUsS W
JTUCTAHIIMOHHBIX ~ 00pa30BaTENIbHBIX  TEXHOJOTHH  MOTYT  OBITh  WCIOJB30BAaHBI  CIEAYIOIIHME
o0pa3oBaTeNbHbIC TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-JIEKIIMU B PEKUME PeajbHOTO BPEMEHH;

— DJIGKTPOHHBIE YUEOHUKH, yaeOHbIC TOCOOUS, HaAyYHbIC H3/IaHUs B DIIEKTPOHHOM BUIEC U
JOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcam;

— CHUCTEMBI 17151 SJIEKTPOHHOTO TECTUPOBAHMS;

— KOHCYJIbTAIlUU C UCIIOJIb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPEJCTB.

Cocra nporpammHoro odecneyenus (II0), copeMenHbIX npodeccuonanbHbIX 6a3 1anubIX (B) n
uHpopmamnuonHo-cnpaBounbie cuctem (MCC) (2020 r.)




1. Ilepeuyens 11O

59

Tabnuya 1
Nent Hanmenosanue 110 [IpousBogurens | CrocoO pacrpocTpaHeHUs
/m (tuyensuonnoe unu
c60000HO
PACNPOCMpPansemoe)
1 OnepalioHHas: CUCTEMA TOHKHUX WTware JInteH3noHHoE
kauenToB WTware
2 Windows server 2008 Microsoft JInensnonHoe
3 Microsoft office 2010/2013 Microsoft JlnnensnonHoe
4 Windows 7 Pro Microsoft JInuen3nonHoe
5 MyTestXPro MyTestX JInnensnonHoe
6 Windows server 2012 Microsoft JInnen3nonHoe
7 Windows 8.1 Microsoft JInen3nonHoe
8 Windows 10 Pro Microsoft JInnensnonHoe
9 Dr. Web Dr. Web JInneH3nonnoe
10 Kacnepckuii JlaGoparopus CBO0OOIHO pacpOCTpaHsIEMOe
Kacnepckoro
11 Adobe Acrobat Reader 9 Adobe Systems JluniensnonHoe
12 Zoom Zoom JInnen3nonHoe
2. llepevens B/l u UCC
Tabnuya 2
Nerr/it HaumenoBanue
1 KommproTepHbIe cripaBOYHbIE TPABOBBIE CUCTEMBI

Koncynprant [Lntoc
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