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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

ITIK-3 CnocobeH nmpuHUMAaTh ONTUMAJIbHBIC YIPABICHUYCCKHUE PEIICHUS C YUYETOM HMHTEPECOB HACEICHHS U
OTpa)kaTh X B MIPABOBBIX aKTax

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOCHHUS JUCIUILTUHBL:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JEsSTEIhHOCTH B
chepe: 09 IOpucnpynenmus (B cepax: AesITETHHOCTH OPraHOB MyOJIUYHOM BJIACTH, B TOM YHCIIE CYIOB U
OpraHOB  MPOKYpaTyphbl,  KOHCYJIBTHPOBaHUS M  MPEACTABUTENbCTBA B  TPAXKIAHCKUX  JeJax;
KOHCYJIBTUPOBAHUS U MPE/ICTABUTEIHCTBA B YTOJIOBHBIX JiejaX; KOHCYIBTUPOBAHUS U MPEICTaBUTENHCTBA B
CBSI3U C TPYAOBBIMHU U 3KOJIOTUYECKUMHU CIIOPAMHU)

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaroIMUXCsl TOJIKHBI ObITH COPMUPOBAHBI:

O0001IEeHHBIC TPYIOBBIE Kon n HanmeHoBaHMe
(hyHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyAOBBIC U HEOOXOIUMOM ISt .
WnankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeiicTBus (py HaTU9IUU WK Ipo(ecCHOHATBHOTO
npodcranaapra) nefcTBUS

[TIK-3 Cnocoben npuauMats |OGopMisier TPUHATHIE YIPaBICHUYCCKHE PEIICHUS B
ONITUMAITbHBIE IOPUIUYECKON JIOKYMEHTAIUH

yIpaBJIeHYECKHUE PEIICHUS C
Y4ETOM HHTEPECOB
HaCeJICHHs U OTPaXkaTh UX B
MPaBOBBIX aKTaxX

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-3 CnocobGeH npuHHUMAaTh ONTHUMAJIbHBIE YMPABICHYECKHUE PEIICHUS C YYEeTOM
MHTEPECOB HACEJICHUS U OTPAXKaTh UX B MIPABOBBIX aKTax

Ne HaumenoBanue dopma
/o JUCUUILINH, o0yueH
OTIPEIEISIOMNX us
MEXIUCUUIUIMHAPHBIE | 3a04Ha
CBSI3U oq
(cemect
p)
315

1 |TIpaBoBbIE OCHOBBI
TOCyIapCTBEHHOTO U
MYHHIIATIAJIHHOTO
YIpaBIeHUS

2 |TIpaBoTBOpYECKHIA +
nporiecc

3 |[Ipepnunnomuas +
MpaKTHKA




4| ®opmbl +
HapOZIOBJIaCTHUS B
cucreMe
TrOCyAAapCTBEHHON
BJIaCTH U MECTHOTO
CaMOyTIpaBJICHUS

2. Mecto nucunmiimabl B cTpykrype OII marucrparypsi:

JucuunnuHa «/lenonpon3BoAcTBO B rocydapCTBEHHBIX U MYHMIIMIIAJIBHBIX OPraHax» OTHOCHUTCA K YacTH,
dbopMupyemMoil y4acTHHKaMU OOpa30BaTeNIbHBIX OTHOIICHHWH, ydyeOHoro tuiana OIl mo HampaBieHUIo
noarotoBku 40.04.01 - FOpucnpynenms.

JucuunnuHa «J/lenonpou3BoACcTBO B TOCYIApCTBEHHBIX M MYHUIMIAIBHBIX OpraHax» H3y4yaeTcss B 2
ceMecTpe.

3.00beM U coep:kaHMe TUCHUILUTHHBI
3.1.00beM QUCLUILUIMHEL: 3 3.€.
3aounas: 3 3.e.

Bun yueOHo# paboThI 3aounas
(Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 108
KonrakTHast pabora 10
Jlexmm (JIextmm) 4
[Tpakruueckue (Ilpakt. pad.) 6
CamocrostensHast padota (CP) 94
3auer 4

3.2.ConepxaHue Kypca:

No Haspanue Bun yueOnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
2 ceMecTp

1 [TonsiTne n YeTHbl onipoc
MpaBoOBast 1 |14
periaMeHTanus
JIeTTOTIPON3BOJICTBA.

2 JIOKyMEHTHpPOBaHUE CobecenoBanue;
yIpaBIeHYECKON 2 1 |13 Pedepar
NS TeTLHOCTH.

3 CocrasieHue u CobecenoBaHue;
odopmieHne ) 1 |14 Pemenue 3amau
OT/ENIbHBIX BUJIOB
JIOKYMEHTOB.

4 Opranuzanust YcTHBIN 0npoC;
paboTHI C 1 1|13 TectupoBanue
JOKYMEHTaMHU.




5 Tekyiee xpaHenue YeTHBIM onpoc
JOKYMEHTOB. - 1 13
Homenxkiarypa nei.

6 IlonroroBka nein x VYeTHbIl onipoc
apXUBHOMY - I |14
XPaHCHHUIO.

7 Opranuzanus YCTHBIN 0IpOC;
paboThI ¢ TectupoBanue
JTOKYMEHTHPOBAHHO
it uaopmarmeit
OrpaHUYEHHOTO
JOCTyTA.

Tema 1. IlonsiTue U npaBoBasi peryiaMeHTanus aAeaonpounssoacrsea. (IIK-3)
Jlexknus.
JlokyMeHTOBeleHE - HayyHas JUCHMIUIMHA, KOTOpas U3ydaeT B HCTOPUYECKOM pa3BUTUH: 1)
3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB; 2) CIIOCOOBI MX CO3MAaHMUS; 3) CTAHOBICHUE U PA3BUTHE CUCTEM
JOKYMEHTAIMH, CKJIAJbIBAIOIIMECS B PA3IIMUHBIX OTPACIISAX YETOBEUECKOM NEATEIbHOCTH.

Jlenonpou3BoOACTBO OMpeenseTcss Kak "oTpacib AesITeNbHOCTH, oOecreunBaoas J0KyMEHTHPOBaHUE U
opranmzanuio paboTsl ¢ JTOKyMeHTaMu'", T.e. BECh IPOLECC C MOMEHTa CO3/aHus TOKYMEHTa U JI0 €ro
YHUUTOXKCHUSI WM Mepeladyd Ha XpaHeHWE B apxuB. BaxkHeilmed 3agadeid JTOKYMEHTOBEACHUS Ha
COBPEMEHHOM JTaIe SBJISETCS TeOpeTHUEeCKoe 000CHOBAaHUE MPOLIECCOB JOKYMEHTAIIMOHHOTO 00ecreueHust
yopasiieHUsl. DTO mpeaMeT JoKyMmMeHToBeaeHue. Cama ke opraHu3aiusi JOKYMEHTHBIX paboT: co3laHue,
U3TOTOBJICHUE, MPHEM, paclpeiesieHHe, PerucTpamnus JOKYMEHTOB, KOHTPOJb HCIIOJHEHHUS, CIpaBOYHAs
paboTa, BONPOCHl KJIaCCU(PUKAIUU JOKYMEHTOB, MOPSAOK MPOBEACHHS SKCIIEPTU3BI LIEHHOCTH, XpPaHEHUS U
UCIONB30BAaHUSl  JOKYMEHTOB -  MpeaMeT  JAenomnpou3BoiacTBa. IlapaminensHo ¢ TepMHUHOM
"menompou3BoACcTBO" B 90-€ oAbl UCIIONIB3YeTCsl TEPMUH " MOKYMEHTAIIMOHHOE oOecrieueHre ynpaBieHus" u
"uHpOpPMAITMOHHO-TOKyMEHTAIIMOHHOE oOecrieueHue ynpasieHus". [TosBaeHne STUX TEPMHUHOB CBSI3aHO C
BHEJPEHUEM KOMIIBIOTEPHBIX CHCTEM B YIIpaBJIIEHWE U C T€M, YTO MOMHMO TPaJAULHUOHHONW paboThl C
JOKyMEHTaMH OCYIIECTBIIACTCS ¥ MHPOPMAITMOHHOE 00eCIIedeHUE yIpaBieHus, paboTa ¢ 6a3aMu JaHHBIX.
Cucrema OpraHU3alMOHHO-PACIOPSAIUTENBHON JOKYMEHTAllMM NPEACTAaBIAET JUIsl JPYTUX CUCTEM
NIPaBOBYIO OCHOBY, ITO3TOMY TaK BaXHO M HEOOXOAMMO OBLJIO MPOBECTH YHHU(DUKAIIUIO 3TOW CHUCTEMBI
JOKYMEHTALAH.
VYHudukanus J0KyMEHTOB MPEIIoaraer:
. YCTaHOBJICHHME HOMEHKJIATYpHl JEHCTBYIOIMX B paMKaX CHCTEMbl YHU(UIIUPOBAHHBIX (QopM
JIOKYMEHTOB;
*  pa3paboTKy €AMHOM MoJeNnu (CXeMbl) MOCTPOCHHUS ITOKYMEHTOB CHCTEMBI C HCIIOJIb30BaHUEM, Kak
npaBuio, Gopmyssipa-oopasua;
* pPa3paboOTKy CTPYKTYp TOKYMEHTOB;
* Co3J1aHue OOIIMX CUHTAaKCHYECKHUX MPABHJI OCTPOCHUS IOKyMEHTOB.
PesynbraromM pa®oThl Mo yHM(UKAIUM ¥ CTaHAApTH3AIMKA JOKYMEHTOB MOTYT OBITh KaK CTaHIApThl Ha
OTACIIbHBIC TOKYMCHTBI (HaHpI/IMep, OTYET O Hay‘-IHO-I/ICCHeIIOBaTeJIBCKOI\/JI pa60Te) HWIJIN HAa OTACJIbHBIC BUbI
NOPONYKIMK (Hampumep, OOJIOKKA AeN UIMTENbHBIX CPOKOB XpaHEHHWs), TaK W Ha YHU(UIIUPOBAHHBIC
CUCTCMbI JOKYMCHTAIIUH.
YuudunupoBanHas cucreMa nokymenranuu (YCJ) - 3To cuctema JOKYMEHTAIUH, CO3/IaHHAs TI0 €IUHBIM
npaBuUiIaM U TpeOOBAaHUAM, cozeprKaas WHPOPMALUIO, HEOOXOMUMYIO Ul YIPABJICHUS B ONpEIeIeHHON
cdepe IesTeNbHOCTH.

IIpakTnyeckoe 3ansATHE.
1. OcHOBHBIE UCTOPUUYECKHE dTAIbl Pa3BUTHUS AEIONPON3BOJCTBA B Poccun
2. [Ipeamer, 3apauu, CTPYKTypa ATUCIUTIIIUHBI
3. Knaccn(bmcauml 3aKOHOAATCIIbHBIX, HOPMATUBHBLIX, MCTOAUYCCKUX MATCPpUAJIOB, KaCaroIIUXCAa
AOKYMCHTHUPOBAHUA U OpraHru3alun paGOTBI C TOKYMCHTAaMH.



4. TOCTer Ha pnokymeHTauuio. OOmepoccuiickue Kiaccu(UKaTopbl TEXHHUKO-SKOHOMHUYECKOH U
coumanbHoi nHpopManuu. [ocynapcTBeHHas cucTeMa JOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHuUsI.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.
IMoaroroBbTe pa3BepHyThIe OTBETHI HA BONPOCHI:
1. IIpaBoBO€ M HOPMATUBHO-METOJUYECKOE PETYITUPOBAHUE JEIONPOU3BOCTBA.
2. JlokanpHbIE aKThl OpraHU3alUH, PEIIAMEHTHPYIOLIUE IEJI0NPOU3BOCTBO.
3. Opranu3zanus cirykObI IeTOMPOU3BOICTBA.
4. zyuyeHue coaepKaHus JIOKaJIbHBIX AKTOB OpTaHU3AIMH, PETIAMEHTUPYIOIINX AeTOMPOU3BOICTBO.
5. N3yuenue coneprkaHus JIOKAJIbHBIX aKTOB OPTaHU3aLUU, PETIAMEHTUPYIOIIUX 1€TOIPOU3BOJCTBO.

Tema 2. JlokymeHTHpOBaHHe ynipaBjaeH4YecKkoi AearTeabHocTH. (IIK-3)
Jleknus.
JIOKyMEHT — MaTepHaJbHbI HOCUTEIb C 3a(UKCUPOBaHHON Ha HEM B 10001 (hopme nHpopmanueil B Buae
TEKCTa, 3ByKO3aIUCH, N300paKeHHS U (WJIM) UX COYETAHUs, KOTOPbI MMEeT PeKBU3HTBHI, TO3BOJISIOIINE €To
UACHTU(UIMPOBATh, W TMpeJHAa3Ha4eH [UId TIepeJadd BO BPEMEHM M B IPOCTPAHCTBE B IIEIAX
00I1IECTBEHHOT'O UCIIOIB30BAHUS U XPAaHEHHUS
CoumanbHas TpUpoja JOKYMEHTa CaMblM TECHBIM 00pa3oM cBsi3aHa ¢ (yHKUUSAMH AokymeHTa. Ilox
dbyskmuei (ot mar. "functio" - UCHONHEHHE) TOKYMEHTAa MOHMMAETCS BHYTPEHHE NPUCYIEE €My IEIeBOe
Ha3HAYeHHE, COLMAIBHO BBIPaOOTaHHBIN croco0 ero ymnorpebnenus. MHade roBops, PyHKIMH TOKYMEHTa
IpeIoNpeeNieHbl ero 00IIeCTBEHHO-IPAKTHYECKUMHU IIeNISIMU M 33aJa4yaMHM, SBIAIOTCS MPOU3BOAHBIMH OT
HUX.
OyHKIIMM JTOKYMEHTa HENOCPEICTBEHHO CBs3aHbl C (QYHKIUSAMH HH(OpMAIMU, KOTOPbIE JIOKYMEHT
IpUHUMaeT Ha cels mocie (QuKcauuu 3ToM MH(pOpMALMKM Ha MaTepuanbHOM Hocutene. Ilockombky
colasibHasi HHPOpPMaILUs OPUEHTUPOBAHA HA YJOBJIECTBOPEHHUE PA3IMUYHBIX YEJIOBEUYECKUX NMOTpeOHOCTEH,
T.€. MHOTO()YHKIIMOHAJIbHA, IOCTOJIBKY U IOKYMEHT TaKXkKe MOTH(YHKIIOHAJICH.
CoBOKYNMHOCTh (DYHKIHMH SIBISIETCS CPEACTBOM JOCTMXKEHHUS LEIM W peaju3alMy 3ajad, Uil pelIeHUs
KOTOPBIX JIOKYMEHT TIpenHa3HadeH. DYHKIMU OKa3bIBAIOT HEMOCPEACTBEHHOE BIMSHUE Ha BUJBI,
Pa3HOBUIHOCTH, CTPYKTYPY AOKYMEHTOB. 3HaHUE (YHKIHUH SBIsSETCS HEOOXOIMMOM MPEANOCHUIKON IS
KJIaccu(UKauy JOKYMEHTOB U JajbHEHIIero 6osee riryoboKoro ux U3y4eHus.
Paznuunble QpyHKIIMM JOKYMEHTa TECHO B3aMMOCBS3aHBI M MEPEIICTEHBl MEXKAY COOOM, MO3TOMY M3YUEeHUE
UX BO3MOXKHO TOJIBKO C TIOMOLIbIO OOILICHAayYHOTO MeTojJa a0CTparupoBaHHs, T.€. MBICJICHHOTO
pasrpaHMYCHHS U BPEMEHHOT'O BBIICTICHUS KaKUX-THOO OTJAENbHBIX (DyHKITHA.
IIpakTnyeckoe 3ansATHE.
1. JIokyMeHT u ero (pyHKIIUH.
2. CriocoObl JOKYMEHTUPOBaHUs. 3HAYEHNE JOKYMEHTOB ISl IPUHSITHS YIIPABIECHYECKUX PEIICHUI.
3. Opranu3anoHHO-PaCHOPSAUTENbHBIC, CIPAaBOYHO-UH(POPMAIIMOHHBIE U CIPaBOYHO-aHAIUTHUECKHE
JOKYMEHTHI.
4. Tunomnorust ciy>keOHbIX JOKyMEHTOB
5. O0mue TpeboBaHUS K TEKCTY JOKYMEHTA.
6. CocTaB peKBU3UTOB JOKYMEHTOB.
7. OcoOeHHOCTH S3bIKA, CTHJIS M PEIaKTUPOBAHUS OQHUINAIBHBIX JOKYMEHTOB.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
. IToHsTHS «crCcTEeMa TOKYMEHTAUN» M «yHH(DUIIMPOBAaHHAS CHCTEMA TOKYMEHTALIUN.

N —

. YHU(ULIMPOBaHHbIE CUCTEMbI TOKYMEHTAIUH, JCHCTBYIOLINE B HACTOSIIEE BPEMS.

[98)

. CDYHKHI/IOHZU'IBHI)IG, OTpacyICBbIC U BEAOMCTBCHHBIC CUCTEMbI JOKYMCHTAIIUNU, UX B3aUMOCBS3b.

Tema 3. CocraBiienne u ogopmiieHHe OTAeJIbHBIX BUI0B 10KyMeHTOB. (ITK-3)
Jlekuus.
Jlekuusa He mpenycMOTpEeHa.
IIpakTH4eckoe 3aHATHE.
1. CocraBnenue u opopmieHre 3asBICHUS, JOKIATHON, OOBICHUTEILHON 3aITUCKH.



2. CocraBnenue u ohopMIIEHUE PA3IUYHBIX BUAOB CIIPABOK.
3. CocraBieHue 1 0pOpMIICHHE aKTOB.
4. CocraBnenue u 0opopMIIEHHE TPOTOKOJIOB.
5. CocraBienue u opopmiIeHHE MpUKa3a.
6. Cocrapnenue u oopmMIIeHHE JTOKYMEHTOB IO JIUYHOMY COCTaBY.

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
ITonroroBbTe pasBepHyTHIC OTBETHI HA BONPOCHI:
1. ITonHbIe 1 KpaTKHe GOPMBI MPOTOKOJIOB.
2. Cuctema INIaHOBOM JOKyMEHTAalMM. BUAbl IUIAaHOBBIX JOKYMEHTOB: IIJIaH, NEPCHEKTUBHBIA IIJIaH,
nporpamma, rpaduk, cxema, reaepasibHas cxema. denepanabHble, OTpacieBble, TEPPUTOPUATBHBIC TUIaHBI U
IIPOrPaMMBI.
3. Cuctema OTYETHOW [OKYMEHTAllUW: TOCYIApPCTBEHHAs CTaTUCTUYECKash OTYETHOCTh, BEIOMCTBEHHAas
OTYETHOCTh, BHYTPUYUPEKIEHUECKass OTYETHOCTh. Pa3paboTka yHUGUIUMPOBAHHBIX (OPM OTUETHOI
JOKYMEHTAIIUH.
4. Cpoku npe/ICTaBIECHUs OTYETHOCTH.
5. KagpoBas njokymeHTanus (1o JJMYHOMY COCTaBy) — TPYAOBBIE KOHTPAKTHI, IPUKA3bl [0 JIUYHOMY COCTaBY,
TPYZIOBbIE KHIKKH.

6. VYaubunmupoBaHHble (HOpPMBI TIEPBUYHOM YUYETHOW JOKyMEHTAllMd TIO TPyAy W €ro oOIuiare.
KondunenuumaabHOCTh JOKYMEHTOB IO JIMYHOMY COCTaBY.

7. OcobenHocTu odopMIICHHsI pe3loMe, 3asBIICHWM, aHKeT, aBTroOuorpaduii. CocTaB JHYHOTO Jena
paboTHHKA.

Tema 4. Oprannzanus padoTsl ¢ JOKYMEHTAMH.

(ITK-3)
Jlexknus.
OpF aHU3aIl A pa6OTBI C ,Z[OKyMeHTaMI/I — 3TO CO31aHUC OIITHUMAJIbHBIX yCJIOBI/Iﬁ IJIs1 BCEX BUIOB pa60T C
,Z[OKYMGHTaMI/I C MOMCHTA HUX CO3JaHUA HNIIN HOJIy‘ICHI/IH 0 yHI/I‘-ITO)KeHI/ISI NIn nepe;[aqn Ha apXI/IBHoe
xpanenue. K Takum paboraM MOXXHO OTHECTH: MPHUEM M PETUCTPAINIO, PACCMOTPEHHE TOKYMEHTOB
pyKOBO,Z[I/ITeHHMI/I, HOpSIIIOK HpOXO)KI[eHI/IH I[OKYMGHTOB B OpFaHI/BaI_[I/II/I, HUX HCIIOJIHCHHUC, KOHTpOJII:
UCTIOJNIHEH U, (HOpPMHUPOBAHUE JIe]1, TOATOTOBKY U MEpeAady /el B apXHB.

JIBrKEeHUE JIOKYMEHTOB B OpraHU3allMM C MOMEHTa HMX CO3/JaHMS WM TMOJY4YEHUs 10 3aBEpIICHUS
WCTIOTHEHUSI HJTU OTIPABKU 00pa3yeT TOKyMEHTOOOOPOT.

Pabota ¢ qoKkyMeHTaMH MPEANPUATHS BBIIAUT B BUIE TEXHOIOTUYECKOM IEMOYKH OTIeparIHii:
IIPHUEM BXOISIIUX JOKYMEHTOB; IPEABAPUTEIBLHOE PACCMOTPEHHUE (Pa3METKa) CEKpeTapeM;
perucrpanus 10KyMEHTOB; 10KJIa/] PYKOBOAUTEIIO O MOJIyYEHHBIX JOKYMEHTAX;

IIPUHATHIE PELICHHS PYKOBOJUTEINIEM; HAIPABICHUE JOKYMEHTOB Ha NCIIOJHEHHUE;

KOHTPOJIb HWCTIOJIHEHUS JTOKYMEHTOB; HCIIOJIHEHHE JOKYMEHTOB; (popMupOBaHHE IOKYMEHTOB B [IEIIO;
UCTIOJIb30BaHKE JOKYMEHTOB B CIIPaBOYHO-MH(OPMAIIMOHHOM paboTe;

OIlpeJeNIieCHNEe CPOKOB XpaHEHUs JOKYMEHTOB — Iiepeladya B apxuB, JalibHEHIIee HCIOIb30BaHUE,
YHUUYTO)KEHHE JOKYMEHTOB.

CremeHp  COBEPILIEHCTBA TEXHOJOTHMUECKOW CHCTEMBI pabOTbl €  JOKYMEHTaMH  OIpEaelsieTcs
ONEPAaTUBHOCTHIO TEPEMEIICHUsI W UCIOJHEHHS JOKYMEHTOB M 3(PQPEKTHBHOCTHIO OOECIIeUeHUs
PYKOBOJICTBA MPEANIPUATHS TOKyMEHTUPOBAHHOUN MH(OpMALIUK.

B nokymeHTanmoHHOM 00ecTieueHUH MPEIPUSATHS BRLICISCTCS TPU TPYIIIBI JOKYMEHTOB:

BHYTPEHHHE JTOKYMEHTBI; TOCTYMAIONINE (BXOASIIINE) JOKYMEHTHI;

OTIIpaBJIsieMble (MCXOSIINE) TOKYMEHTHI.

CymiecTByeT HECKOJIBKO (hOPM pErUCTpaluil TOKYMEHTOB:

IeHTpajdu30BaHHas (HauOombmas A(GOEKTUBHOCTh JOCTHUTAETCS TMPU IEHTPATU30BAaHHON CHCTEME
perucTpanyu (BCe perucTpalioOHHbIC CHCTEMBI B OJHOM MECTE MJIH OTHUM PabOTHUKOM);



JCLIEHTPAIN30BaHHasl (PErUCTpaus JOKyMEHTOB B MECTaX MX CO3/aHUS WJIM UCHOIHEHUS (CTPYKTYPHBIX
MOJPA3AETICHUIX );

CMEIlIaHHas (0JHa 4YacTh JOKYMEHTOB PETHCTPUPYETCS LIEHTPAIM30BAHHO, Jpyras JAELEHTPaJIN30BaHO (B
CTPYKTYPHBIX IOIPA3ACIICHUSX ).

IIpakTH4Yeckoe 3aHATHE.
1. JIokyMeHTOOOOPOT U €ro Pa3BUTHE
2. OcHOBHBIE IIPaBUJIa OPTaHU3AIUMHN JOKYMEHTO000pOTa B OpraHu3aiy (YUpex1eHUH).
3. Cxema IBUKEHUS M TEXHOJIOIHsI 00pabOTKH JOKYMEHTOB.
4. Peructpanus JOKyMEHTOB.

5. Yder o6bema pokymeHtoobopora. MHpopmarmonHo-cripaBovHast paboTa U KOHTPOJb 32 HUCIIOJHCHHEM
JTOKYMEHTOB.

6. BommonHenue paboT 1Mo KOHTPOIIO 32 UCIIOHEHUEM JOKYMEHTOB.
7. BeinonHeHnne MHPOPMAITIOHHO-CIIPABOYHOI paboTHI.
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
[ToaroroBbTe pa3BepHyTHIE OTBETHI HA BOIPOCHI
1. Beimonaenue padoT mo 06paboTKe BXOASANINX TOKYMEHTOB.
2. BeimonneHue padoT mo 00paboTKe UCXOASIIUX JOKYMEHTOB.
3. BemmonHenue paboT 1Mo perucTpaiuy BXOIAIINX JOKYMEHTOB.
4. BeimonHeHne padoT MO perucTpalnuy HCXOAAIINUX U BHYTPEHHUX JOKYMEHTOB.
5. Beimonaenune pabot 1o yuery oo0bema IOKyMeHTO00O0poTa.

Tema 5. Texymee xpanenue 1okymeHToB. Homenkiarypa ged. (ITK-3)
Jlekumus.
Jlekuusa He mpenycMOTpEeHa.
IIpakTH4Yeckoe 3aHATHE.
. Homenknarypa nein.
. Bunbl HOMeHKIaTyp €.
. TpeGoBaHuUs K COCTABIEHUIO HOMEHKJIATYPBI.
. 3aroJ0BKHU U UX COCTaBJICHUE B HOMEHKJIAType AEI.
. IlopsAoK cocTaBineHUs U yTBEPKICHUS HOMEHKIIATYPBI JE.
. TpeGoBaHus K 3aMOTHEHUIO (POPMBI HOMEHKJIATYpHhI JCII.

~N N L kW N =

. YCTaHOBJICHHE CPOKOB XPaHEHUS JE.
3anaHus AJ51 CAMOCTOSITeILHOI padoThI.
IoaroroBbTe pasBepHyThie OTBETHI HA BONPOCHI.
1. CocraBneHre HOMEHKIATYPBI JEII.
2. ITonroroBka JOKyMEHTOB K MEpeaaye UX Ha apXUBHOE XpaHEHHE.
3. [loaroroBka TIOKyMEHTOB K YHUYTOKEHHUIO.
4. TIpotokoubl. [TomHas n kpaTkas GopmbI.
5. AxTel. BUIBI aKTOB.
6. JlokianHbie 3anMcKy. BHeNTHE U BHYTPEHHUE JTOKJIAIHBIE 3aITUCKHU.
7. JlenoBeie muckMa, Gakcel. Buasl mucem.

Tema 6. IlonroroBka nes k apxusHoMy xpanenumo. (ITK-3)
Jlexknus.
Jlekuus He mpeyCMOTpEHA.
IIpakTnyeckoe 3ansATHE.
1. DkcnepTH3a IEHHOCTHU I0KYMEHTOB.
2. ITonroroBka JOKyMEHTOB K MEPEAAYe B APXUB.
3. CocraBieHue onucei
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4. Ilopsaok nepeayn TOKyMEHTOB Ha XpaHEHUE B apXUB
5. BeimonaeHune padoT 1Mo MPOBEICHUIO KCTIEPTU3BI U OPOPMIICHHUIO €€ PE3yIbTaTOB.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
IloaroroBbTe pa3BepHyThIe OTBETHI HA BOMPOCHI.
. OCHOBHBIC 9TaIllbl IIOATOTOBKA ACII K apXI/IBHOMy XpaHCHI/IIO.
. [Iponienypa sKcnepTr3bl IEHHOCTH JOKYMEHTOB.
. Odbopmnenue nern.
. Oopmnenue onuvcu aen.
. COCTaBJIeHI/Ie aKTa O BBIACJIICHUHN A€ K yHI/I‘-ITO)KCHI/IIO.

AN U AW —

. OcoOGeHHOCTH TIepeauu Je B apXHB.

Tema 7. Opranuzanus padoTsl ¢ JOKYMEHTHPOBaHHOI HHPOpPMAanHeil OrPAHMYEHHOT0 J0CTYyNA.
(IIK-3)

Jlexknus.
Jlekuus He mperyCMOTpEHA.

IIpakTnyeckoe 3ansATHE.
1. Opranuzanust paboThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHON TaiiHe.
2. HopmaruBHas periaMeHTalus MopsiKa OTHECEHUS IOKYMEHTOB K TOCYAapCTBEHHOW TailHE.
3. Opranu3zanust paboThl C JOKYMEHTAMH, COACPKAIUMH KOH(PUICHINATbHYI0 HH()OpMAIIHIO.
4. [IpaBa noctymna Kk KOH(QUIEHIUATbHBIM JOKYMEHTaM OpraHU3al1u.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
IHoaroroBbTe pa3BepHyTHIe OTBETHI HA BONPOCHI:
. Opranuzanus paboTsl C TOKYMEHTaMH, KOTOPbIE OTHOCATCS K TOCYJapCTBEHHOM TaiiHe.
. Opranuzanus paboTbl ¢ TOKyMEHTaMH, COAEPKAIMMU KOH(DUIEHIINAIbHYI0 HHPOPMAIIHIO.
. IlpaBa noctyna Kk KOH(pUIEHIUATBHBIM JOKYMEHTAaM OpraHU3alHH.
. [Ipuem u peructpanus KOHPUIESHIUATBHBIX TOKYMEHTOB.
. Ileyarp, pa3MHOXXEHUE U PACCHIIKA KOH(PUICHIIMATIBHBIX JOKYMEHTOB.
. I'pynnupoBka UCMONHIEMBIX JOKYMEHTOB B JIEfa.

~N N L WD

. Ucrionb3oBaHue JOKyMEHTOB, Jie U u3nanuil. CHATHE ¢ Aen rpuda orpaHudeHus 10CTyna.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBble OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Pedepar

Tema 2. JlIokyMEHTHpPOBaHHUE YIIPABIECHUYECKON 1€ATEIbHOCTH.
1. T'ocymapcTBeHHas cucTeMa JOKYMEHTAIUU.
2. OcOOEHHOCTH JOKYMEHTHPOBAHUS ICATEIbHOCTH KOJIETUAIBHBIX OPTaHOB.
3. PazHoBHHOCTH MH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB, UX COCTaBJICHHE U 0(hOPMIICHHE.
4. Oprann3anOHHO-IIPABOBHIE I0KYMEHTHI.
5. PacniopsautenbHble TOKYMEHTBI: TOPAJOK UX COCTABICHUS U O()OPMIIEHUS.

Pemrenne 3anau

Tema 3. CocraBnenue u oopMIIeHHE OT/ICTBHBIX BHIOB JOKYMEHTOB.
3anmaua 1.



Ha MockoBckoM KOMOHMHATe 10 NPOM3BOACTBY MY3bIKAJIBHBIX HWHCTPYMEHTOB U Mebenu
(rocymapcTBeHHOE MpeNnpuUsiTHE), KOTOPBIH BXoAUT B KoHIIEpH MO pa3paboTKe U MPOU3BOJICTBY NPOAYKIIMU
My3blKalibHOM  nipombiieHHOCTH (POCMY3IIPOM), ngeitictByer IlonmokeHne O mOpeMHpOBaHUU
PYKOBOIUTENEH 1IEX0B, OTACNOB M ciayxk0, yrBepxaeHHoe 05.01.2003 Ne 27. 12 ampens Tekymiero rona
aupexTop komOuHara B.M.JIapnoHOB mopyums HauyaldbHUKY OTHENa Tpyda U 3apaboTHOM miatel MapKoBy
H.I'. paccuuTarh pazMep NpeMUN PyKOBOTUTEISM OTIEINIOB, IIEXOB U CIIy>KO KOMOWHATa MO uToramMm padoThl
3a MepBBId KBapTas K 15 ampens, a maBHOMy Oyxrantepy komOunara Tpommnoit C.I. — opranuzoBarhb
BBIIUIATY IpeMuH K 20 anpens TEKYILIEro roaa.

HauanpHuK muaHoBo-3koHOMUYecKkoro otaena MarseeBa C.H. u maBubiii Oyxrantep Tpommna C.T.
3aBU3MPOBAJIM MIPOEKT MPHKa3a TUPEeKTopa KOMOUHATA.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agava 2.

A .H.Illunos, npeacenarens PoccuiiCKOro areHTCTBa MEXIyHAPOJHOTO COTPYAHUYECTBA U PA3BUTHUS
(rocymapctBenHas opranuzanus npu [IpasurensctBe P®), 24  ¢deBpasns Tekymiero roga MOpydMII
CTPYKTYPHBIM IIOJIpa3i€I€HUSIM areHTCTBA COBMECTHO ¢ npeacTaBuTesamMu ['ockomumyiecrsa Poccun k 10
ampeis TOATOTOBUTH MPOEKT IPOrpaMMbl IPHUBJICYEHHS HHOCTPAHHBIX HWHBECTUIMI K Ipoleccy
aKIIMOHUPOBAHUS TOCYIaPCTBEHHBIX NMpeanpusaTii. [lopyuenue Obl10 JaHO BO MCTIONHEHHUE ITOCTAHOBICHUS
[IpaButensctBa P® or 24 ¢espans tekymero roxa Ne 246 I[maBHOMY YHpaBiICHHIO OTPaciEBBIX
MHBECTULMOHHBIX IIPOrpaMM, [J1aBHOMY JOrOBOPHO-IIPaBOBOMY YIIpaBJICHUIO U [71aBHOMY yHpaBIEHHUIO
CTpaTeru M MHBECTHpOBaHM. [IpoeKT mpukasza mpeacenaress areHTCTBa ObUT 3aBU3MPOBAH €ro IMEpPBBIM
3amecturenem J[.H.denopoBbIM UM HadaubHUKOM [JIaBHOrO  JOTOBOPHO-IPABOBOIO  YIIPABJICHMS
N.B.MneunsiM. KoHTpoIb 3a ucnonneHneM mnpukasa osu1 Bo3noxkeH Ha J[.H.dexoposa.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agaua 3.

Hupexrop OO0 «Meuray [lomskoB B.M. 10 oxTa0ps TeKymiero rofa u3aai NpUKa3 O MPOBEICHUN
MHBEHTapH3alMi TOBAPHO-MaTepUaIbHBIX LIEHHOCTEN Ha ckiaje npeanpusatus. OH Ha3HAuMI KOMHCCHIO
II0J, IIPEJCEAaTeNbCTBOM KOMMepueckoro nupekropa 3onorapesa E.JI. . B coctaB koMuccuu BOILIU
r1aBHbIA Oyxranarep Bomonuna E.H. u 6yxrantep MBanosa B.C. . B mpukase ObU10 MOpy4eHO MPEICTABUTh
Ha YTBEPXKJCHUE JOKYMEHTHI CKJIAJICKOTO ydeTa (10 COCTOSHHIO Ha | OKTAOps) M OT4YEeTHl 00 OcTaTKax
TOBapHO-MAaTEpUATBLHBIX IIEHHOCTEH (10 cocTostHuIo Ha 10 OKTs0ps) K 15 OKTAOpSL.

[TpoekT mpukasa ObUT 3aBU3UPOBAH SKOHOMUCTOM mpeanpusatus Mutunoit O.A.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agaua 4.

C nenplo MpUBICYEHHS CPEICTB sl 0OeCTIeueHUs IPOU3BOACTBEHHOM JAEATEIbHOCTH T€HEPATbHBIN
mupektop OO0 «Texnuka» (r.Kypck) CokonoB O.I. 20 ceHTsOps TeKymero roja M3gaa IpHKa3 o
CO3/laHUM KOMMEpPUECKOIo OTJela B COCTAaBe 3 IITATHBIX E€AMHUIL: KOMMEpPYECKOro aupekropa — 1,
BeylIEro crenuanucTta — 1, cnenuanucra — 1. I'maBHomy Oyxrantepy npeanpusitus [opsueBy 1NA. O6bu10
MIOPYYEHO INPEJCTaBUTh Ha YTBEPXKACHHE HOBOE IITATHOE pACIHCAaHUE MpeanpusaTHs Ha 4 KBapral
Tekymero rona K 1 oxta0ps. Kommepueckomy nupekropy UruarbeBy T.H., KOTOpbIi 3aBHU3MpOBa MPOEKT
IIpHUKa3a, MPEINUCAaHO 3aKOHUUTh KOMIUIEKTOBAHME OTAENa KaJIpaMH C BBICIIMM 3KOHOMUYECKUM
obpazoBanueM K 10 okTs0ps.

CocTaBbTe TOKYMEHT, O KOTOPOM HUJET pedb B 3aJaue.
3agava S.

Hupexrop OOO «Kousepcust» Tpopumor O.FO. 7 ampens Tekymiero roma u3gan Hpukaz o0
yTBepkaeHun llonojkeHust o mopsake pacyeToB 3a OKazaHue MH(OpMaMOHHBIX ycinyr. KOpHCKOHCYIBTY
1o (pruHaHCOBO-X035HUCTBEHHBIM BomipocamMm Mopo3oBy B.II. u cekperapro-pedepenty [srunesoit E.A. 6bu10
nopyueHo K 10 ampens pa3paboTarh THUIOBbIE (OPMBI OTOBOPOB 00 OKAa3aHWUU PA3NIUYHBIX BHUJOB
MH(POPMALMOHHBIX YCIYT W CTPOr0 KOHTPOJIMPOBaTh MX MPUMEHEHHE B JACATEIBHOCTH MPEANPHUATHS.
OTBETCTBEHHOCTh 32 M3TOTOBJICHHE, YUET M COXPAaHHOCTh OJAHKOB JIOTOBOPOB BO3JIOXKEHA Ha JlAruieBy
E.A., xoTopast BMECTE C FOpUCKOHCYJIBTOM 3aBU3MPOBaJIa MPOEKT MpPUKa3a.

CocraBeTe AOKYMCHT, O KOTOPOM UACT PCYb B 3a1a4c.

CobecenoBanue
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Tewma 2. JIokyMEHTUPOBaHUE YIIPABICHYECKOU €SI TETbHOCTH.
JIOKyMEHT | ero (pyHKIIHH.
CriocoObl TOKyMEHTUPOBaHUs. 3HaU€HUE JOKYMEHTOB JJIsl IPUHATHS yIPABICHUECKUX PEIICHUH.
Opranu3annoOHHO-PACTIOPSAUTEIbHbBIC, CIPAaBOYHO-UH(OPMAIIMOHHBIE U CHPAaBOYHO-aHATUTHYECKUE

HAOKYMCHTBI.

4,

AN N AW —

Tunonorus ciyxeOHbIX JOKyMEHTOB

5. O0mue TpeboBaHUS K TEKCTY JOKyMEHTA.
6.
7. OcoOEHHOCTH SI3bIKa, CTUIISL U PEAAKTUPOBAHKS OPHUIIHATIBHBIX JOKYMEHTOB.

Cocras PCKBU3HUTOB NOKYMCHTOB.

Tema 3. CocraBnenue u oopMIIeHHE OT/ICTBHBIX BUIOB JOKYMEHTOB.

. CocraBnenue u opopmiIeHUE 3asBICHHUSA, TOKIATHON, OOBSICHUTEIBHOM 3aIUCKH.
. CocraBnenne u opopmiIeHHE Pa3INYHBIX BUIOB CIIPABOK.

. CocraBnenue u opopmMIIeHHE AKTOB.

. CocraBnienne 1 0pOpMIIEHHE ITPOTOKOJIOB.

. CocraBnenue u oopmiIeHUE MTPHUKA3a.

. CocraBnenne 1 opopMIIeHHE TOKYMEHTOB 10 JHMYHOMY COCTABY.

TecTupoBanme

Tema 4. Opranusanust paOoThl ¢ JOKyMEHTaMH.

1.YTo Takoe Aen0nporu3BOACTBO?

1) oO6paboTka TaHHBIX;

2) mepechlIKa MIceM;

3) cdepa nesTenbHOCTH, CBA3aHHAs C 00pabOTKON JOKYMEHTOB;

4) cexpeTapckoe JeIo;

5) cpeacTBO KOMMYHHKAIUU.

2.YT0 MOXHO OTHECTHU K CPEJICTBAM JTOKYMEHTUPOBAHUS?

1) BumeocpencTna;

2) MarHUTHBIE CPEJICTBA;

3) mpocThie opynus (pydKH, KapaHIaIn);

4) MCXaHNYCCKHEC U IJICKTPOMCXAHUYCCKUC, KOMIIBIOTCpHAsA TCXHUKA,

5) BepHBI OTBETHI 3 U 4.

3.Kakue Hocurenu nnpopmannu Bam nzBectHbI?

1) 6yMakHbIE U MarHUTHBIE;

2) IJICHOYHBIE;

3) JEeHTOYHBIE;

4) rpaduueckue.

4.Y1o Takoe JOKyMEHT?

1) uadopmars;

2) HECKOJIBKO JINCTOB Oymaru;

3) npuKa3sbl U CIIy>KeOHBIE 3aITHCKH;

4) peueBas HHGOPMAIIHS;

5) 3aduKcupoBaHHas HA MaTepPUATHHOM HOCHTENEC MHPOPMALIUS C PEKBU3UTAMH ISl UACHTH(PHUKALINY.



5.HazoBute cnenupuueckne GyHKIIUNA JOKyMEHTA.
1) ynpaBieHueckas; mpaBoBasi;

2) GyHKIMS UCTOPUIECKOTO UCTOUHHKA;

3) BepHbI OTBETHI | 1 2;

4) uapopManoOHHAas;

5) coumanbpHasl.

Tema 7. Opranuzanus paboThl ¢ JOKYMEHTHUPOBAaHHON MH(OpMAIHEl OrpaHUuYEeHHOTO I0CTYyIA.
1.CKonbKO CTaauii BKIIOYAET NPOLEAYpa U3TAHUS PACTOPSIAUTENBHBIX IOKYMEHTOB?
1) 6;
2)7;
3)3;
4)5;
5) 2.

2.Kaky1o ympaBiasieMOCTh OOBEKTOB PEaIH3YIOT PACTIOPSIUTEIbHBIC TOKYMEHTHI?
1) mo ropu3oHTANH;

2) Mo TUaroHaju;

3) 1o BepTHUKANH,

4) no uepapxuu;

5) 1o ceTke.

3.Kakue KIIIoueBbI€ CI0Ba COAEPHKHUT MPOTOKON?
1) npuka3piBato, IOCTAHOBIIAIO;

2) ciayuiany, BEICTYIHIIN, TOCTAHOBWIIH;

3) npoty;

4) BBISICHUTB, pa300paThCs;

5) yTBepkaao.

4.B kakoM cityyae cieyeT UCIob30BaTh HH(POPMAIIMOHHBIN OOMEH C MOMOIIBIO IEPEUCKH?
1) mpu ucnpaBHO# pabOTE MOYTHI;

2) B m11000M cirydae;

3) ecnu ecth qoctym K E-mail;

4) korna 3aTpyJHEH WU HEBO3MOXKEH HHOM CITOCO0 0OMEHa MHEHUSIMU;

5) ipu HecTaOMIBHOM paboTte TenedoHa.

5.Kaxkoii TOKyMEeHT COACPKUT MPOChOy pabOTHHKA?
1) 3asBneHue;

2) mpeAcTaBICHUE;

3) nosioKeHue;

4) UHCTPYKIIUS,

5) ycras.

YcrHbIi onpoc
Tema 1. IlonsTre u npaBoBas perylaMeHTaLMs 1€JI0NPOU3BOCTBA.

1. OCHOBHBIE HCTOPUYECKHKE ATAIBI PA3BUTHS ACJIONPOU3BOCTBA B Poccun
2. Ilpenmer, 3aauu, CTPYKTypa JUCLUILINHBI



3. Knaccn(bmcauml 3aKOHOAATCIIbHBIX, HOPMATUBHBLIX, MCTOAUYCCKUX MATCPpUAJIOB, KaCaroIIUXCAa
AOKYMCHTHUPOBAaHUA U OpraHru3alun paGOTBI C JOKYMCHTaMHU.

4. TOCTer Ha pnokymeHTauuio. OOmepoccuiickue Kiaaccu(UKaTopbl TEXHHUKO-SKOHOMUYECKOH U
couuanbHoOi nHpopManuu. [ocynapcTBeHHas cucTeMa JOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHuUsI.

Tema 4. Opranusanus paOoThl ¢ JOKyMEHTaMH.

1. JIokyMeHTOOOOPOT U €ro Pa3BUTHE

2. OcHOBHBIE IIPaBUJIa OPTaHU3AIUMHN JOKYMEHTO000pOTa B OpraHu3aiy (YUpex1eHUH).
3. Cxema IBUKEHUS U TEXHOJIOIHsI 00pabOTKH JOKYMEHTOB.

4. Peructpanus JOKyMEHTOB.

5. Yder o6bema pokymMeHntoobopora. MHpopmarmonHo-cripaBodHast paboTa U KOHTPOJb 32 HUCIIOJHCHHEM
JTOKYMEHTOB.

6. Brmmonuenne paboT o KOHTPOITIO 32 HCTIOJIHEHUEM JJOKyMEHTOB.
7. BeinonHeHnne MHPOPMAITIOHHO-CIIPABOYHOI paboTHI.

Tema 5. Tekymee xpanenue nokymeHToB. HoMeHkiatypa ne.
. Homenknarypa nein.
. Bunbl HOMeHKIaTyp €.
. TpeGoBaHuUs K COCTABIEHUIO HOMEHKJIATYPBI.
. 3aroJ0BKH U UX COCTaBJICHUE B HOMEHKJIATYpe AEI.
. IlopsAoK cocTaBineHUs U yTBEPKICHUS HOMEHKIIATYPBI JE.
. TpeGoBaHus K 3aMOTHEHUIO (POPMBI HOMEHKJIATYpHhI JCII.

~N N L kW N =

. YcTaHOBJIEHHE CPOKOB XPAHEHUS JElI.

Tewma 6. [TonroroBka aen Kk apXMBHOMY XPaHEHUIO.
. DKcIiepTH3a LIECHHOCTH JIOKyMEHTOB.
. [lonroroBka JOKYMEHTOB K Iepe/iaue B apXuB.
. CocraBnenue onuceit
. [lopsinok nmepeaayn TOKyMEHTOB Ha XpaHEHUE B apXUB

[ S U R S

. Beimonuenne paboT Mo NpoBEACHUIO SKCIIEPTU3B B OPOPMIICHUIO €€ pe3ybTaToB.

Tema 7. Opranuzanus paboTsl ¢ JOKYMEHTHUPOBAaHHON MH(OpMAIHEl OrpaHUuYEHHOTO I0CTYyIA.
. Opranusanus paboThl C TOKYMEHTaMH, KOTOPbIe OTHECEHBI K TOCYIapCTBEHHOM TaifHe.
. HopmaruBHas pertaMeHTanys nopsiika OTHECEHUs JOKYMEHTOB K TOCYAapCTBEHHOU TalHE.
. Opranuzanus paboTsl C JOKYMEHTaMH, COAEpKAIUMH KOH(PUICHINATbHY0 HH()OPMALHIO.

W N =

. IlpaBa noctyna Kk KOH(pUICHIUATBHBIM JOKYMEHTAM OpraHU3alHH.
4.3 TIpomexxyTouHas aTTecTalus 10 AUCIHUILTIHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocekl 3auera (I1K-3)
1. Cucrema OTYETHOW MOKYMEHTALUU: TOCYIApPCTBEHHAsl CTaTUCTUYECKash OTYETHOCTh, BEIOMCTBEHHAs
OTYETHOCTh, BHYTPUYUPEKIEHUECKass OTYETHOCTh. Pa3paboTka yHUGUIUMPOBAHHBIX (OPM OTUETHOI
JOKYMEHTAIIUH.
2. Cpoku npeICTaBIeHUs OTYETHOCTH.
3. KagpoBas jokymeHTanus (1o JUYHOMY COCTaBy) — TPYAOBbIE KOHTPAKTHI, IPUKAa3bl IO JUYHOMY COCTABY,
TPYZIOBbIE KHIKKH.
4. YaudunmpoBaHHbie (OPMBI IEPBUYHON YUETHOM JOKYMEHTAIIMH 110 TPYLY M €TO OIljiarTe.
KondunenumaabHOCTh JOKYMEHTOB IO JINYHOMY COCTABY.
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5. OcobenHoctTr 0opMIICHUS pe3toMe, 3asBIICHUH, aHKeT, aBToornorpaduii. CocTaB IMYHOTO Jerna
paboTHHUKA.

6. CocraBnenne u 0popMIICHUE 3asBICHUS, TOKIATHOM, OOBSICHUTEILHOM 3aICKH.
7. CocTaBieHue 1 opopmMIICHHE pa3IMUHBIX BUIOB CIIPABOK.

8. CocraBienue 1 0popMIICHHE aKTOB.

9. CocraBnenue u opopmiIeHHE TPOTOKOJIOB.

10. CocraBnenue u opopmieHre NpUKa3a.

11. CocraBnenue u opopMIeHUE JOKYMEHTOB TI0 JIMYHOMY COCTaBY.

12. JlTokyMmeHT0060pOT U ero pa3putue. OCHOBHBIE MTPABUJIA OPTraHU3ALUHU TOKYMEHTOO0O0POTa B
OpraHu3anuu (y4pexJIeHUN).

13. Cxema ABMKEHHSI U TEXHOJIOTUSI 00paOOTKU TOKYMEHTOB.

14. Peructparus JOKyMEHTOB. Y4eT 00beMa JOKyMEHTO000poTa.

15. UnpopmannoHHO-cripaBodHasi paboTa v KOHTPOJIb 32 HCIIOJTHEHUEM IOKYMEHTOB.

Tunosble 3axanus s 3a4era (IIK-3)
3agaHus HE PETyCMOTPEHBI.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

JleckpunTopsl (YpOBHH) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Orenka Kommnerenmu
TOCTHXKEHHMSI pe3ynbTaTa)
IIK-3 3HaeT mpaBwia  OQOPMIICHUS  YMPABICHYECKUX  PEIICHHM,
«3a4TCHON TpeOOBaHUs, TPEIBIBISAEMbIE K IOPUIMYECKONH JOKYMEHTAIIWH.
Brnaneer HaBBIKaMU COCTaBICHUS IOPHINYECKUX TOKYMEHTOB.
IK-3 He obmanaer B joctatouHoM oOobemMe MH(POPMAIHEH 0 U3TI0KEHUIO

YIPaBIEHUYECKUX pEIIeHUA MNpH  O(QOPMICHHH IOPUANYECKOIM
nokyMeHTanuu. OTCYyTCTBYIOT HaBBIKM COCTaBIEHHS HOPUINYECKUX
JOKYMEHTOB.

«HE 3a4TCHO»

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCS 10 OCBOCHHMIO IMCIUILIMHBI (MOXYJIA)

5.1 Meronuueckue yKa3aHus IO OPraHU3aIlUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Tpuctynas k M3y4EHUIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
conepkanremM paboueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHuwe, oObeM, a
TaKKe MMOPAJO0K N3yUeHHsI U IIPENoAaBaHus ydeOHON AUCIUILINHBI, €€ Pa3/elia, YacTH.

Jlnisi caMOCTOSTENTbHON paboThl BaKHOE 3HAYCHHUE MMEIOT pasaeibl «O0beM U coiepikaHue AUCLUUTUINHBDY,
«Y4eOHO-MeToauueckoe U HH(POPMALMOHHOE O0eCIIeUeHrne AUCHUIUTMHBD U «MarepruanbHO-TEeXHUYECKOe
obecriedeHUe JUCLUUIUIMHBL, TporpaMMHOe oOecneueHue, mpodeccHoHanbHble 0a3bl JaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfeNbl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAK)KE BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pPEKOMEHIyeMasi OCHOBHAs M IOTIOTHUTEIbHAS JTUTEPATYPA.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLUUIUIMHBL, IPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpedyeHb
npo¢eCCHOHANBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX IS OCBOCHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs o padbore ¢ TeOPETHUECKUMHU MaTepHallaMi 110 TUCIUILIIMHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JICKIIMOHHOM 3aHATHM Marepuajg M JONOJHHUTh €ro € Yy4YeTOM PEKOMEHOBAHHOW JIOMOJIHUTEIbHOM
JUTEPATYPHI;
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- IIPU CAMOCTOATEILHOM U3YYEHUH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npodeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHON PabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennaruu 1o pabore ¢ Hay4HOU U yueOHOM IuTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboTel U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKIIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTuBHy 0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHble B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpbl IO
Te€MaM, BBIBOJIbI MO KaXKIOMY Bompocy. KoHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIINI WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEPKaTh HE OTHOCAIIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl Hay4yHON JIHUTEpaTyphl MPU CAMOCTOATENBHOM MOATOTOBKE K 3aHATHUAM JOJKHBI COAEPKaTh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCHOJIb3yeMOIl HaydyHOH JHUTepaTyphl.
Koncniekt MoOXeT OBbITh OMOPHBIM (COXEP)KaTh JIMIIb OCHOBHBIE KIIIOUEBBIE IO3UIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporniecce paGoThl ¢ OCHOBHOM M JIOTIOJHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:

- JenaTh 3allMCU IO XOIy YTEHHSA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IIaHa (co3gaBaTh INEpEUYEHb
OCHOBHBIX BOIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATHh TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd MM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJICH aBTOpa);

- TOTOBUTDH aHHOTAITUH (KpaTKoe 0000IIeHHE OCHOBHBIX BOIIPOCOB PadOTHI);

- co37/aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1alilny 110 OATOTOBKE K OTJEIBHBIM 33JJaHUSAM TEKYILEro KOHTPOJIS

ColecenoBanue TpeAnonaraeT OpraHU3aluio Oecelbl IMpernojaBaTesss cO CTYIEHTaMH IO BOIpPOCaM
MPAKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbl MOTYT y4YacTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

VYCTHBIE ONMPOC MOXKET TNPUMEHATHCS B pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUPOBaHHbII. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBUJIBHOCTH OTBETA 110 COZIEPIKAHHUIO;

- IOJIHOTA U TITyOMHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUSI MaTepuana;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISAIHBIX MOCOOHMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- HCTIOJIb30BaHUE JOTOJHUTEIBHOIO MaTEpUaa;

- pPalMOHAJIBHOCTD UCIIOJIB30BAaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/1aHNE.

YCTHBIM ONPOC MOXKET COMPOBOXKAATHCS MPE3ECHTALMEH, KOTOpas MOATOTABIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUUECKOro 3aHATHs. [Ipy BBICTYIUIEHHH C Mpe3eHTaluell HeoOXxonuMo oOpaliaTe BHUMaHKUE
Ha TaKM€ MOMEHTHI KaK:

- COJEp)KaHUE TMPE3CHTALUU: aKTyaJlbHOCTb TEMBI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COAEP)KAHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PECYPCBl. COOTBETCTBUE COAECPXAHUS U JIMTEPATyphl), IpaKTUUECKass HApPaBICHHOCTb, COOTBETCTBUE
CoZiepKaHus 3asiBICHHON (opMe, aleKBaTHOCTb UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
IIOCJIEJOBATENBHOCTD U JIOTUYHOCTD IIPE3EHTYEMOT0 MaTepHara;
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- odopmiieHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IM3aiH (YMUTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI Cpe/ibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEeHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh H3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHaTbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALIMOHHOE o0ecriedeHre JUCHUITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. ITaBnosckas O. FO. IIpaBoBoe obecrneueHHe KaapoOBOTO JAEIOMPOU3BOIACTBA : une6Hoe nocooue s
By30B. - Mocksa: FOpaiit, 2021. - 213 c. - Tekct : snekrponssiii / IBC «FOPAUT» [caiiT]. - URL:
https://urait.ru/bcode/476289

2. IlysamoBa H. H. Opranuzamuss U TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECIICUCHUS YIIPABICHUS
Y4eOHUK ¥ MPaKTUKYM ISl By30B. - TIep. W Jom; 2-¢ u3fd.. - Mocksa: IOpaiit, 2021. - 265 c. - Tekcr :
anekTponHbi // OBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/469831

6.2 JlononHUTENBHAS IUTEpPATYpA:

1. BanoBa A. FO. Pycckwii s13bIK B JICIOBOM JOKYMEHTAIMH | YUYEOHUK U MPAKTUKYM ISl BY30B. - TIEp. H
nor; 2-e u3g.. - Mocksa: FOpaiit, 2021. - 187 c. - Tekct : anexrponusiii / 9bC «FOPAUT» [caiit]. - URL:
https://urait.ru/bcode/469725

2. Konmprimikuna T. B., llyctuna W. B. JlenoBeie KOMMyHUKAIUH, TOKYMEHTOOOOPOT U JETONPOU3BOJICTBO :
YyebHOe mocobue myis BY30B. - HCHp. W fAom;, 2-¢ u3d.. - MockBa: Opaiit, 2020. - 163 c. - Tekcr :
anekTpoHHbi // OBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/452463

3. KysmemoB WM. H. JlokymeHTanuoHHoe obecrieueHue ympaBieHus. J(OKyMEeHTOOOOpoT U
JIEIIONPOU3BOJICTBO : YUEOHHUK M MPAKTUKYM IS BYy30B. - TIep. U 1011, 3-¢ u3a.. - Mocksa: FOpaiir, 2021. -
461 c. - Tekct : anexrponssiit // OBC «KOPAUT» [caiit]. - URL: https://urait.ru/bcode/468462

4. llysanosa H. H., UBaroBa A. 0. OcHOBBI 1e0TPOU3BOACTBA. SI3BIK CITYKEOHOTO TOKyMEHTa : Y YeOHHUK
Y MPAKTUKYM JIJISl By30B. - TIEP. U JI0IT; 2-¢ u3M.. - Mocksa: FOpaiit, 2022. - 428 c. - Tekct : 3neKTpoHHBIH //
OBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/487706

6.3 VHbIe NCTOUHMKMU:
1. bubnnoTeka Hay4HOM U y4eOHOMU uTepatypsl - http://sbiblio.com
2. 'ymanuTtapHas anekTpoHHast oubnmmuoreka - http://www.lib.ua-ru.net/katalog/41.html

3. Hay4yHo-mpakTHUYeCKU IOPUANYECKUI KypHaT «AKTyallbHbIe MPOoOIeMbl poccuiickoro mpasa» - URL:
http://www.nbpublish.com/apmag/view page 231.html -
http://www.nbpublish.com/apmag/view page 231.html

4. Tlopran "I'ymanutapHoe oopazoBanue" - http://www.humanities.edu.ru/

5. Caiit "Poccuiickas razera” - https://rg.ru/

6. CiioBapu M SHIIMKJIONICIUN OH-JIalH - http://dic.academic.ru

7. ®enepanbHblii HayuYHO-TIPAaKTHUECKHid xKypHad «FOpuct» - http://lawinfo.ru/catalog/magazines/jurist/
8. FOpunnueckas oudnmmoreka «OpuctJlud» - http://www.juristlib.ru/

7. MaTepuaJbHO-TeXHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecrnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI
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I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyoHmICcC MarCpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOTr0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoMi nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HAOOPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHIEeCKIE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlnmeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUeHHE:

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Onepanuonnas cucrema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
7-Zip 9.20

Microsoft Office [Ipodeccuonanbusiii moc 2007

[Ipodeccuonanbubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:

1. Hayunas snekrponnas 6ubianoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. llpe3unentckas 6ubmmorexka nmenn b.H. Enprinna. — URL: https:// www.prlib.ru

3. Poccwuiickas rocynapcrBenHast 6nbnuoreka. — URL: https://www.rsl.ru

4. CnpaBouHas npaBoBas cucrema "KoncyneranT miroc”. — URL: http://www.consultant.ru
5. OnexrponHas 6ubnmoreka PODU. — URL: https://www.rtbr.ru/rffi/ru/library

6. DNEeKTpOHHBIN KaTrajaor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

7. ¥Opaiit: anexkrpoHHO-OnOMMoTeunas cucrema. — URL: https://urait.ru

8. Springer Open (pecypcel Springer OTKpbITOro JocTyma): ©6a3a  ganHeix. —  URL:
https://www.springeropen.com

9. Web of Science: monmutemarudeckas pedeparuBHO-OMOIMorpaduueckas u HayKoMeTpudeckas 0aza
nauHbixX . — URL: https://apps.webofknowledge.com

10. Scopus: 6a3a mannbix . — URL: https://www.scopus.com
11. Tlmardopma Springer Link. — URL: https://link.springer.com

JJIeKTpPOHHAS HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiicTBue mnpemnopaBarensi M CTyAE€HTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, MCHOJIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



