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1. [losicHUuTEIbHAA 3aAIMCKA

1.1. Lenp u 3aga4yu JUCHUILIMHBI

Lenb AUCHUIIMHBL - (OPMHUpPOBAHUE MOHUMAHUS 3aKOHOMEpPHOCTENH 00pa30BaHuUsl JOKYMEHTOB
U CIOoCOOOB WX CO3/aHHUS, PA3BUTHS CHUCTEM JIOKYMEHTAIIMM U CHUCTEM JOKYMEHTHUPOBAHUS,
pacCMOTpEHHE JIOKYMEHTa Kak OOBEKTa 3alluThl W HANaJCHHS, YCBOCHHE TEXHOJIOTHH
3¢ PeKTUBHOTO MOUCKa HHPOPMAIIHH 110 TTPOPIITIO TSI TEIBHOCTH.

3amauu JUCIUIUINHBIL:

-pacCMOTPEHHE TEOPETUICCKUX U MIPUKIIATHBIX ACTIEKTOB JOKYMEHTHUPOBAHUS HH(OPMAIINH;

- CBOMCTB, PYHKIMI U IPU3HAKOB JIOKYMEHTA;

-CII0COOOB U CPE/ICTB JOKYMEHTHUPOBAHHUS;

-CTPYKTYPBI JOKYMEHTA, MOPsIIKA €r0 COCTaBIEeHUS U 0(hOPMIICHUS;

-METOJIOB U CIIOCOOO0B 3alTUTHI JOKYMEHTA U JJOKYMEHTUPOBAaHHOU HH(OpManuu;
-KJIaccu(UKaIe JOKYMEHTOB M CHCTEM JIOKYMEHTAIIHH;

-OCHOB NOKYMCHTAIIMOHHOT'O obecreyeHus YHpaBJICHUA.

1.2. ®opMupyemble KOMIIETEHIIMN, COOTHECEHHBIE C INITAHUPYEMBIMU PE3yJIbTaTaMU 00yUeHHS
10 TUCIUILINHE!

Konbi Coaep:xanue komnerenumii | IlepeyeHs NiIaHUpyeMbIX pe3ya1bTATOB
KOMIIETeHI[UH 00y4eHHUs MO JUCHUTLINHE
OIIK-4 CIIOCOOHOCTH MOHMMAThL | 3HaTh.  OCHOBHBIE  AaCIIEKTHI  CO3JaHHUS
3HaueHne uHPopMauu B | OQUIUANBHBIX M CIY)XEOHBIX OKYMEHTOB;
pa3BUTHU COBPEMEHHOTO | TIPUHITUIIBI OpPTraHU3aAIUH IOKYMEHTO000pOTa
o011ecTBa, MPUMEHSTHh | YMETh: MPABUIBHO UCTOIH30BaTh PEKBU3UTHI
nH(OPMAITMOHHBIE OpTaHU3AIMOHHO-PACTIOPSTUTEILHBIX
TEXHOJIOTUM [UIsI TIOMCKAa | | IOKYMEHTOB; co3gaBath  Qopmymsp
00paboTku nHGOpMauu JIOKYMEHTa
Bnaners: HaBBIKAMH paboThI c
JOKyMEHTaMH; HaBBIKAMH IOATOTOBKH U
nepenayn  JIOKYMEHTOB  Ha  apXHUBHOE
XpaHeHUE

1.3. MecTo TUCHUIUIMHBI B CTPYKTYpe 00pa3oBaTeIbHON MPOTrpaMMbl

JuctumuimHa «CrienuaibHOe JTOKYMEHTOBEIEHHE M JIOKYMEHTAllMOHHOE oOecreueHue
yIpaBiIeHUS» OTHOCUTCS K 0a30BOM yacTu OJI0Ka IUCHUIUIMH y4eOHOrO IJIaHa.
Jlns oCBOEHMS AWCIMIUIMHBI HEOOXOAWMBI 3HAHUS, YMEHUS W BIAACHUS, COOPMUPOBAHHBIC B
IIKOJIE.

B pe3ynbrate 0CBOGHUS TUCHHUILIMHBL (DOPMUPYIOTCS 3HAHUS, YMEHHUS U BIIAJICHUS,
HEOOXOAMMBIE JUTS U3YyICHUS CICTYIOMNX JUCIUILIHNH U MTPOXOKACHHS MPAaKTHK: OCHOBBI

yIpaBiIeHUYECKON AesITenTbHOCTH, CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTA .




2. CTpyKTypa IMCUMILIUHBI

CTpyKTypa AUCHHUILIMHBI 151 04HOH opMbI 00yUeHUst

OO6mas Tpya0éMKOCTh TUCIMIUIMHBI cOocTaBisieT 3 3.¢., 1084., B TOM uucie KOHTaKTHas padora

oOyyaromuxcs ¢ mpenojasarenemM 42 4., camocTosTenbHas pabora o0yqaromuxcs 66 4.

Bunpr yueOHOM paboThI
(B yacax) DOopMBI TEKYILETO
KOHTAKTHasl KOHTPOJIS

No Pasren 9 2 L = % yCIIEBAEMOCTH,
n/n TUCIUTLUTUHBI/TEMBI 5 T E CE = bopua .
o o 2 . > S | 2.8 MPOMeKyToUHOH

5 = T IES8ERE 2 &| arrecrauuu (no

% % % é E L§ E S = | 28 cemecmpan)

S |2 | S IER8S8FE |[PF

3Ha4yeHrEe TUCHUIUIMHBD | 3 4 4 12 | BacmymuBanue

1 | Wi TOATrOTOBKU KaJpOB cooOIIeHU I
10 3anMTe HHPOpPMAITUH Y CTHBIN onpoc

2 | JlokyMeHT u cuCTeMsl | 3 4 4 12 | YerHslit onpoc.
JIOKYMEHTOB B 150 Pemenne
HUCTOPUYECKOM MPAKTUIECKIX
Pa3BHUTHH. 3ajad.

3 OdunuanpHbe U 3 4 4 14 VYerHbll  ompoc.
CITy’)KeOHBIE TJOKYMEHTEI. Pemenwue

MPAKTUIECKIX
3ajad.

4 Meroanka 3 4 4 14 | Vcereii  ompoc.
perJamMeHTaluu CcocTaBa Pemenue
KOH(UICHITHATBEHBIX MPAKTUIECKIX
JIOKyMEHTOB 3ajad.

5 | [NocraHoBKa 3 4 6 14 | YcTHBIH ompoc.
JIOKyMEHTO00OopoTa B 3acnymuBaHue
OpraHu3aIiy. COOOIICHUH.

Pemenue
MIPAKTUICCKIX
3azad.
3 HUTOTOBAs
3auéT KOHTPOJIbHAs
pabora
utoro:108 20 22 66




3. Coaep:xaHue TUCHUILIHHBI

Tema 1. 3navenue gucHuIMHBI «CrHenuajbHoe OKYMEHTOBeJleHHE H
JOKYMEHTAllHOHHOe o0eclnevyeHHe YINPABJICHHUS» UIA INOATOTOBKH KaJpOB IO 3alluTe
uHpopmanuu

IIpenMeTr U OCHOBHOE COIEpKaHUE NUCUUIUIMHBI. OCHOBHBIE 3aa4dl JUCLUILUIMHBI IIPH
HOJArOTOBKE KaJpOB 110 3alUTe HH(OPMALIHH.

JIOKyMeHT, ero CBOWCTBa, GyHKUMH | npu3Hakk. llousTus «uHDOpMAIUIY,
«COO0IIeHNE», <«IOKYMEHT», «uH(pOpMalMOHHAas TexHoiorus». CBoiicTBa uH(pOpMAINH,
cooOuieHus1, JokyMeHTa. DyHKIMM COOOLIEHHH M JOKYMEHTOB. JIOKyMEHT Kak OOBEKT
HanaleHus M 3amuTbl. OpraHu3alMOHHBIE M TEXHUYECKUE KaHaJIbl HECAHKIIMOHUPOBAHHOIO
JI0CTyTa K JIOKYMEHTaM.

Tema 2. JIoKyMeHT U cUCTeMbI JOKYMEHTOB B HX HCTOPUYECKOM Pa3BUTHH

JIoKyMeHT OT nepBbIX JOKyMeHTOB 10 20-X romoB XX Beka. JlokymeHT oT 20-X rojos
XX Beka 0 Havasna XXI Beka. MecTo U posib JOKYMEHTOB B YIPaBJIEHUU Ha COBPEMEHHOM
srare. Cucremaruzanusi H Ki1accUpUKanus HOKyMEHTOB. CHCTEMBI JOKYMEHTAllUd |
KJIaCCU(UKATOPbI TIOKYMEHTHPOBAHHON HHPOpMaIK. JJoOKyMEHTHBIE PECYpPCHI.

Tema 3. OpunuanbHbie U cay:keOHbIe JTOKYMEHTBI.

OdunmanbHble M CIy)K€OHblE JOKYMEHThl KaK OCHOBa OO0€CledYeHHs JesTeIbHOCTH
opuanYeckoro auma. HopmaTtuBHble MpaBoBbIe akThl. Te€pMHHBI, IPUMEHSIEMbIE MIPU padoTe C
OQUIMATIBHBIMU U CIIY’)KEOHBIMU JOKYMEHTaMHU. PeKBHM3UTHI OQUUHMANBHBIX U CIY)KEOHBIX
JIOKYMEHTOB, OOLIMIA MOPsIOK UX O(pOpMIIEHUS, IOpUInYecKas cuia, GopMysp JOKyMEHTa U
bopmynsp-obpazer 1oKyMeHTa. bi1aHku JOKYMEHTOB.

Opranu3aloHHO-IIPaBOBbIE JIOKYMEHTHI. PacnopsinutenbHbie JIOKYMEHTHI.
HHupopmalinoHHO-CIIPAaBOYHbBIE TOKYMEHTHI.

CnyxeOHast mepernucka Ha mnpeanpusaTud. JledoBas pedb W ee TIpaMMaTHUYeCcKHue
ocobenHocTH. Jlornueckoe MOCTPOCHUE TOKYMEHTOB.

Tema 4. MeToauka perjiaMeHTaAllMU COCTaBa KOHGUAEHINATbHBIX JOKYMEHTOB

Oranbel  OmpeleieHus cocTaBa KOHQUIACHIMATBHBIX JOKYMEHTOB. (OcoOeHHOCTH
olpeneNieHusl cocTaBa HWH(GOpMAIMK, OTHOCAIIEHCS K KOMMepueckoil TaiiHe. OCHOBHBIE
TpeOOBaHUS , MPEABSABISIEMbIE K COCTABICHUIO U O()OPMIICHUIO NepeyHel KOH(HICHIIMATbHBIX
TpeOOBaHUH U N3JaBaEMbIX KOH()UICHIINAIBHBIX TOKYMEHTOB.

Tema 5. IlocTaHOBKA JOKYMEHTO000POTA B OPraHU3aALNHU

Cayx0a nOOKyMEHTalMOHHOTO oOecneueHust ympasieHus. OpraHuszanus TpHeMma,
paccMOTpeHHs M perucTpanuu AoKyMeHToB. MH(opmannonHo-cripaBoyHas paborta. KoHTposb

UCTIOJIHEHUST JOKyMEHTOB. OpraHuzamus OTIPaBKH HMCXOIAIIMX JOKyMeHTOB. Pabora ¢
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KOH(QUICHIMATBHBIMU JTOKyMeHTaMu. Pabora ¢ mnuchMaMu U OOpalEHUSIMH Tpak/aH.

TpeOGoBaHwMsI K M3TOTOBJICHUIO, YUETY, UCTIOIH30BAHUIO U XPAHEHUIO TIeYaTel U MTaMIIOB.
Opranuzanus JIOKYMEHTOB B jenonpou3BojacTBe. CocTaBieHHE HOMEHKIATYpPBI Jel.

®opmupoBanue u odopmieHue aen. OpraHuzanus ONEPATUBHOTO XPAHEHHUS JIOKYMEHTOB.

:‘)KCHepTI/ISa INEHHOCTHU JOKYMCHTOB. HOI[FOTOBKa 1 nepcaada 10KyMCHTOB B apXUB.

4. OoOpa3oBaTe/ibHbIe TEXHOJOTHHU

Ne |HammenoBanmue Buabl yueOHbIX
. Oo0pa3oBaTre/ibHbIE TEXHOJIOTHHI
n/n |pasjaesa 3aHATHI
1 |2 3 4
1. |3nauenue mucumMIuIMHE |JIekmus 1 BBogHas meKmus ¢ UCIIOJIb30BaHUEM
«CrermansHOE BHJICOMaTEPHAIOB
JOKYMEHTOBEJEHUE U
JOKYMEHTAallMOHHOE [Ipaktuueckoe 3ansatue 1| Juckyccus
obecrnieucHue
YIPABICHUS» 11t | CamocTosTeNIbHAS KoncynsTupoBanue u npoBepka
MOATOTOBKU KaJIpOB I0|paboTa JIOMAIIHUX 3aJaHui MOCPEACTBOM
3amuTe nHpopMauu 3JIEKTPOHHOM MOYTHI
2. |dokymeHT u cuctemsl|Jlekmus 2. [TpobneMHuas nexmms
nokymeHTtoB B ux|[IpakTudeckoe 3aHsTHE 2 |BRIMOMHEHNE MPAKTHICCKUX 3aTaHUH
HUCTOPUYECKOM CamMocTosTenpHas KoncynsTupoBanue u npoBepka
pa3BUTHH pabora JIOMAITHUX 3aJaHU MOCPEICTBOM
3JIEKTPOHHOU MOYTHI
3. |OdunnansHbIEe U Jlexuus 3. Jlexuusi ¢ pa300poM KOHKPETHBIX
ciry>)keOHbIe [TpakTudeckoe 3ansATHE 3 |CUTYyalIUN
JTIOKYMEHTBI BrinonHeHue npakTHYECKUX 3aaHui
CamMocTosTenpHas KoncynsTupoBanue u npoBepka
pabora JIOMAITHUX 3aJaHU MOCPEICTBOM
3JIEKTPOHHOU MOYTHI
4. |Meroauka Jlexmus 4. [TpobnemHuas neximst
periiaMeHTalu [IpakTuueckoe 3aHsiTue |BpIMOTHEHUE MPAKTUYECKUX 3aIaHUM
cocTaBa 4. KoncynbTupoBaHue u npoBepka
KoH(puAeHIMaNbHEIX  |CaMoCTOsATeNbHAS JIOMAIIIHUX 33IaHUI IOCPEACTBOM
JIOKYMEHTOB pabora AJIEKTPOHHOM MOYTHI
5. |[I[TocranoBka Jlexmnsg 5. [IpoGnemHuas nexius
nokymeHtoobopora  B|I[IpakTuueckoe 3aHsTue 5 |BrimomHeHrne MpakTUUECKUX 3aTaHUM
OpraHu3alyu. CaMocTosTenpHas KoncynbsTupoBanue u npoBepka
pabora JIOMAITHUX 3aJaHui MMOCPEICTBOM
3JIEKTPOHHOU MOYTHI
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5. OneHka nuIaHNpyeMbIX pPe3yJIbTATOB 00y4eHH s
5.1. Cucrema orieHUBaHUA

®opMa KOHTPOJISI Makc. K0J1u4ecTBO 0AJJI0B
3a oxny Bcero
padorty
Texymuii KOHTPOJIb:
- onpoc 6 6annos 30 6annos
- KoHmpoavbHas paboma (memwl 1-5) 6 bannos 30 6annos
[TpomMexyTodHas aTTecTalus 40 6annos
3a4eT
HToro 3a cemectp 100 6annos

HepequL KOMHGTGHHI/Iﬁ C YKa3aHHUEM 3TAIlOB UX (1)OpMI/IpOBaHI/IH B IIPOLECCC OCBOCHUA

JAUCHUIIJIMHBI MIPEACTABIACTCA B BUJIC Ta6JH/IIII)I:

No Konmponupyemowie pazoenvt | Koo Haumenosanue
n/n OUCYUNTIUHBL KOHmMpOoupyemou OUEHOUYHO020 Cpeocmea
KomMnemeHnyuu
1. 1-5 OIIK-4 [1nan PaKTUYECKOIO
3aHATHUS

ITomy4eHHBIN COBOKYITHBIN PE3yJITAT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO KAy OLIEHOK U B
HIKay olleHOoK EBporeiickoii cucteMsl nepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIULIEH:

100-6ammpHast TpaimonHas mkana [kana
IKanxa ECTS
95 — 100 A

83 o4 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHLHO E

20— 49 FX
0_19 HEY/IOBJICTBOPUTEIHHO HE 3a4TE€HO F

5.2.KpI/ITCpI/II/I BBICTABJICHUA OLICHKH 110 JUCIHHITIIMHE

Bamasl/ Ounenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHuUs 110

M kana JUCIHMUIIJINHE JUCIHMUIIJINHE

ECTS

100-83/ «OTITUIHOY/ BrictaBnsiercst o0y4aromemMycsi, €CIIi OH TITyOOKO U

AB «3aYTEHO MIPOYHO YCBOWJI TEOPETUYECKUI U MPAKTUUECKUI
(oTmuyHO)»/ MaTtepuai, MOXET MPOJEMOHCTPUPOBATH ATO HA
«3auYTCHO» 3aHATUAX U B XOAC€ HpOMe)KYTO‘-IHOf/’I aTTeCTaluu.

OO0yuaromuiicsi UICUYEPITBIBAIOIIE U JIOTUYECKUA CTPOMHO
U3JIaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh
TEOPHIO C TIPAKTUKOM, CIIPABIISETCS C PEIIEHUEM
3a/1a4 npoQecCHOHANTBHON HAPABICHHOCTH BHICOKOTO




9

Banaepy/
Ixana
ECTS

Onenka nmo
AUCHUIIJINHE

Kpurepum oueHku pe3yjbTaToB 00y4eHHs 10O
AMCHMILINHE

ypOBHHCHOHGKmTH,HpaBHHBHOO6OCHOBHBaeT
IPHHSATHIC PEILICHUSL.

CB000OIHO OpUEHTHPYETCS B YUeOHOH 1
npoecCHOHATBHOM JIUTepaType.

OneHka no JUCHUIIIMHE BBICTABIISIIOTCA
o0yyaromemMycsi ¢ y46TOM pe3yIbTaTOB TEKYIIEH 1
IIPOMEKYTOUHOM aTTECTAlUU.

Komrniereniuu, 3aKkpeniénnple 3a JUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOMIO»/
«3a4TECHO
(xoporo)»/
«3a4TCHO»

BeicraBisiercst 00y4daromemMycsi, €Clii OH 3HaeT
TEOPETUYECKUN U IPAKTUYECKUI MaTepHall, FPaMOTHO
Y 110 CYLIECTBY M3J1araeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOUYHOM aTTECTALMH, HE IOIyCKas
CYLIECTBEHHBIX HETOUHOCTEH.

OOyuaronuiics IpaBUIbHO MPUMEHSET TEOPETHUECKUE
IOJIO’KEHUS IPU PEIICHUU IPAKTUYECKUX 3a7a4
npogeccnoHaIbHON HAIIPABICHHOCTU PA3HOI'O YPOBHS
CJIO’KHOCTH, BII/ICET HEOOXOMMBIMH IS 3TOTO
HaBbIKaMH U IPUEMAMH.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHOM U
npogeccuoHaIbHOM JTUTeparype.

OneHka no JUCIUIUIMHE BBICTABIISIOTCS
o0yyaromemycsi ¢ y4éToM pe3yIbTaToB TEKYILIEH 1
MIPOMEKYTOYHON aTTECTALUU.

Komnereniuu, 3akpenia€éHuble 3a AMCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHI1Y.

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TEHO
(ynosnerBopu-
TEIBHO)»/
«3aUTEHOY

BrictraBnsiercs oOyuaromemMycs, €ciii OH 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUI
MaTepHal, JOMycKaeT OTAeIbHbIE OIIMOKU IPHU €To
W3JI0KEHUU Ha 3aHATHIX U B X0J1€ MPOMEKYTOUYHON
aTTeCTalUu.

OOyyaromuiics UCIIBITHIBAET ONPEIeIEHHbBIE
3aTPyAHECHUS B IPUMEHEHUN TEOPETUYECKUX
MTOJIO’KEHUH MTPU PEIICHNN MTPAKTHYECKUX 3a/1a4
npogeccHOHATILHON HANIPABIEHHOCTH CTAHAPTHOT'O
YPOBHS CII0)KHOCTH, BJIaZIe€T HEOOXOIUMBIMHU ISt
3TOro 6a30BBIMU HaBBIKAMU M TPUEMaMH.
JleMOHCTpHUpYyeT TO0CTaTOYHBIN YPOBEHb 3HAHUS
y4eOHOI nUTepaTypsl MO AUCHUILINHE.

OneHka o JUCHUIIIIMHE BBICTABIISIIOTCA
o0yyaromemycsi ¢ y4éToM pe3yIbTaToOB TEKYIIEH U
MIPOMEKYTOYHON aTTECTALUN.

Komnerenmuu, 3akpenia€éHHble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F.FX

«HCYHOOBJICTBOPUTC

JILHOY/
HE 3a4TEHO

BricraBisiercst o0yyaromemycs, €ClIi OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUICCKUI
MaTepHall, I0IycKaeT rpyobie OIIMOKH IPU €To
W3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEKYTOUHOMN
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banasl/ Ouenka no Kpurepum oueHku pe3yjbTaToB 00y4eHHs 10O
Hlkana AMCHMILINHE AMCHMILINHE
ECTS

aTTeCTalluu.

OO0yuaroImuiicst HCTIBITHIBACT CEPHEZHBIE 3aTPYTHCHHS
B IPUMEHEHUHN TEOPETUUECKUX MOJ0KEHUHN TTPU
pelIeHUU MTPaKTUYECKUX 33J]1a4 MpodecCHOHaTBLHON
HANpPaBJIEHHOCTU CTAHAAPTHOIO YPOBHS CIIOKHOCTH,
HE BJaJieeT HEOOXOAUMBIMH JJI STOT0 HaBBIKAMH U
NIpUEMaMH.

JleMoHCTpHUpYET parMeHTapHbIC 3HAHUS YIeOHON
JUTEPATYPhI [0 JUCLUIUINHE.

O1eHKAa M0 JUCHUILUIMHE BBICTABISIOTCS
oOyuarolemycs ¢ yu€ToM pe3yJIbTaToOB TEKYLIEH U
IIPOMEKYTOUHOM aTTECTalUU.

KomrniereHium Ha ypoBHE «10CTAaTOYHBINY,
3aKpeIUIEHHBIC 32 TUCIMIUIMHON, HE COPMHUPOBAHEI.

5.3. OueHouHble cpeacTBa (Marepuaiabl) s TEKYHIEro KOHTPOJIS  YCIEBA€MOCTH,

HpOMe)KYTOqHOﬁ aTTeCTanuu O6yanOHII/IXC$[ IO JUCHHUIIIINHE

IIpumepHbIe TEMbI COOOIIEHMH

VYHuBepcanbHas JecsiTHYHas Kiaccuukanus: ee Ielb W Ha3HaueHue, NpUMEeHseMas
TEPMHHOJIOTHS, TPaBUIIa €€ OCTPOeHus, MopsAoK ee opranuzanuu. OIIK-4

Knaccugukanus n0KyMeHTOB Ui Lened (OpMHpPOBAaHUS TNEPBUYHBIX JOKYMEHTHBIX
KOMIUIEKCOB: €€ LIeJlb M Ha3Hau€HUe, NMpUMEHsAeMasi TEPMUHOJIOTHS, MpaBWla €€ MOCTPOEHUs,
nopsiiok ee opranuzaruu. OI1K-4

[lenp co3gaHMsl W Ha3HAUYEHHWE NPUMEHEHUS CHCTEM JIOKYMEHTalMH, (YHKIMOHAJIbHBIE
CHCTEMBI JOKYMEHTAIH, KOpIopaTUBHbIE cucTeMbl JokymeHTanuu. OI1K-4

OcHoBHBIE (HYHKIIMOHATIBLHBIE cucTeMbl TokyMeHTanuu. OITK-4

OJIEKTPOHHBIE CHUCTEMBI JOKYMEHTAMM: LENb CO3JAHUS W Ha3HAYCHUE NPUMEHEHUS,
nopsiiok ux moctpoenus. OIMK-4

JlokymeHTHBIE pecypcbl ApxuBHoro gonaa Poccuiickoii @eneparun. OIIK-4

JlokyMeHTHBIE pecypchl (eAepalbHOTO PErucTpa HOPMATUBHBIX TPABOBBIX AKTOB
cyonekToB Poccuiickoit ®enepanuu. OIIK-4

JIoKyMEeHTHBIE pecypchl TOCYIApPCTBEHHOW CHCTEMBI HAYYHO-TEXHHYECKOW HH(OPMAIIHH.
OIIK-4

JIOKyMEHTHBII pecypc, CoJepKalluii rocy1apCTBEHHYIO TaliHy: MOPAI0K (OPMUPOBAHUS U
nopsiiok ucroias3oBanus. OITK-4

JoxymeHTHBI pecypc ¢ rpudomM «/lns  ciayxeOHOro  TOJB30BaHUSA»:  MOPSIOK

dbopMupoBaHus 1 opsAaok ucnonb3oanus. OIMK-4



11.

12.

13.

14.

15.

16.

17.
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JIOKyMEHTHBIN pecypc, Colep)Kauii KOMMEPYECKYI0 TalHy: MOpsSIoK (OpPMHPOBAaHUS U
nopsiiok ucnoiaszoBanus. OIIK-4

JIOKyMEHTHBII pecypc COAep KAl MMepCOHAIbHBIC JAaHHBIC: MOPSAOK (OPMUPOBAHUS H
nopsiiok ucroias3oBanus. OITK-4

JenoBas peub U ee rpaMMmarnueckue ocooeHHocts. OITK-4

Jlornueckoe nocrpoenue nokymeHTos. OIIK-4

OOumii MopsAIOK OpraHM3aluu JIOKyMEHTOooOOpoTa B opraHuzanuu. WHCTpykuus 1o
Jienonpoun3BoicTBY B opranuzamun. OITK-4

Llenu, 3amauv U TMOPSIOK JEATENBHOCTH CIYXKOBl JOKYMEHTAI[MOHHOTO OOecreueHus
ynpasieHus B opranuzanuu. OIIK-4

dopmupoBanue Tabens yHupuupoBanHbX Gopm B opranuzamnuu. OITK-4

TunoBble NpakTHYECKHE 32JaHUS:

CocraBpTe Qopmynsp oOmero OJlaHKa TOCYJapCTBEHHOTO OpraHa BiacTh Poccuiickoi
Oenepanun. OIIK-4
CocraBpTe (QopMmyssip OnaHka NHUCbMa TOCYAAPCTBEHHOro oOpraHa BiacTd Poccuiickoit
®eneparun OIIK-4
CocraBbTe oKyMeHT «MHCTpyKIusa» u ero popmyisip. OIIK-4
Cocrasbte noxkymeHT «lIpaBuna» u nocrpoenue ero popmyispa. OIIK-4

Keiic-3anaua «Co3naii nokymen». OIIK-4

10 mas 2016 rogma mupekrop npeanpustus OOO «Cdepa» mzpan mpuxa3z Ne 42 «O

MMPOBCACHNHN PCBHU3NUN KACChI», B KOTOPOM IMOPYYHII KOMHUCCUH B COCTABC: MPEACCAATECIISI KOMHUCCHUN

XopwkoBa A.Il. u uneHoB komuccuu 3aitieBor [1.M., MuponoBa A.C. Makcumona I1.0. npoBectu

PEBHU3MIO KacChl NpeAnpusaTHs 1o coctosHuto Ha 12.05.2016. B pesynprate npoBepku ObLIO

YCTaHOBJIEHO, YTO OCTaTOK HAJIMYHBIX JI€HEr B Kacce Mo cocTossHMio Ha 12.05.2016 cormacHo

KacCOBOM KHHT€ W JIaHHBIM OYXTaJITEPCKOTO ydeTa JOJDKEH COCTaBiATh 22378 pybmei. OmgHako

(dakTHYeCKU OCTaTOK HAJIMYHBIX JEHEer B Kacce cocraBisieT 21378 pybneil. Hegoctaua HammuHbIX

JCHET B KacC€ COCTaBHJIa — 1000 py'6J'IeI7I BBISICHCHO, 4YTO HEOJOCTada HaAJIMYHBIX JCHECT B KacCCe

oOpa3oBanack 1o BuHe Kaccupa IlenpkoBoit K.3. JlokyMeHT OblT COCTaBIEH B TpeX AK3eMIUIApax (B

JIeJ0, TUPEKTOPY B OyXTaaTepHIo.

CocTaBuTh ¥ 0OPMHUTH COOTBETCTBYIOIIUIN CUTYallUU JTOKYMEHT.

Ilepeuenn Bonpocos k 3auety: (OITK-4)

1. JlokyMeHT, ero CBOHWCTBa, (DYHKIIMU U MPU3HAKH.
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[Tonsitue «uHPOpMaIULY), «UHDOPMALIMOHHAS TEXHOJIOTHUSY.

[TonsiTHe «COOOIIEHHEY, «TOKYMEHT.

CaoticTBa nHpOpMAaIH, COOOIICHHS, TOKyMeHTa. DYHKIIUU COOOIIEHUI 1 JOKYMEHTOB.
JIoKyMeHT Kak 0ObeKT HamaJeHHsl U 3allUThI.

JIoKyMEHT OT nepBbIX T0KyMEHTOB 710 20-x roj10B XX Beka.

JoxymeHT ot 20-x rogoB XX Beka 10 Hauana XXI Beka.

Odunuanpaple W COy)KeOHbIE JOKYMEHThI Kak OCHOBa OOECIEYCHHS MesITeIbHOCTU

IOPUINYECCKOIO JIMIA.

9.

10.
11.
12.
13.
14.
15.

TepMmuHbI, IpUMEHsieMbIe PU paboTe ¢ OQUIUATBHBIMU U CITY>KEOHBIMH TOKYMEHTAMHU.
PexBHU3UTHI OUIMATBHBIX U CITYKEOHBIX IOKYMEHTOB.

OpranuzalvoOHHO-IIPABOBbIE JOKYMEHTBHI.

PacniopsaurenbHbie JOKYMEHTHI.

HNHdpopMannoHHO-CIIPaBOYHbIE JJOKYMEHTBI.

Oranbl ONpeesieHns coCTaBa KOH(UIESHIIMAIBbHBIX JOKYMEHTOB.

OcHoOBHBIE TpeOOBaHUS, MPEAbSIBISEMbIE K COCTaBICHUI0O M O(QOPMIICHHUIO TepeyHeit

KOH(UICHIIMATBHBIX JOKYMEHTOB.

16.
17.
18.
19.
20.
21.
22.
23.

Cnyx0a T0KyMEHTallMOHHOTO 00eCIIeYeHus yIPaBICHHUS.

Opranuzanys npruemMa, pacCMOTPEHUS U PETUCTPAllUU JOKYMEHTOB.
WNndpopmanmonHo-cpaBoyHas padota. KOHTposb UCTIONHEHNS JOKYMEHTOB.

Opranuzanys OTIpaBKU UCXOIALINX JOKYMEHTOB.

PaboTta ¢ koH(pUIEeHIIMATbHBIMU JJOKYMEHTAMH.

Opranu3zanys JOKYMEHTOB B JIEJIONPOU3BOJICTBE U MOPSIIOK EpeJaul JOKYMEHTOB B apXUB.
CocraBieHrne HOMEHKJIATyphl fen. PopmupoBaHue U 0hopMIIeHUE JIE.

CocraBpTe ¢opMmynsip oOmiero OjaHKa TOCYJAapCTBEHHOTO oOpraHa BiacTd Poccuiickoit

denepanuu.

24,

CocraBbTe GpopMyIsip oO1Iero O6anka oprana Biactu cyobekra Poccuiickoit deaepanum.

25. CocraBbte hopmMyIrsip o0Iiero OJaHKa HETOCYAapCTBEHHON OpTraHN3aIlHH.

26. CocraBbTe (hopmymnsip OjgaHKa MHCbMa rOCYJapCTBEHHOIO opraHa Biactu Poccuiickoii
denepauuu.

27. CocraBpTe (Qopmynsip OJlaHka TIHChbMa OpraHa BJIACTH cyOBekTa Poccuiickoit
denepanuu.

28. CocraBbre GopmyIsap OraHKa MUChMa HETOCYAAPCTBEHHOM OpraHU3aIig.

29. CocraBbTe Gopmysip O6JaHKa KOHKPETHOTO BHJIA JOKYMEHTA TOCYJapCTBEHHOTO OpraHa
Biactu Poccuiickoit denepanuu.

30. CocraBbTe hopmyssp OaHKa KOHKPETHOTO BHJA JOKYMEHTAa OpTraHa BJIACTH CYOBEKTa



31.

32.

33.
34.

35.

36.
37.
38.

39.

40.

41.
42.

43.

44,

45.
46.
47.
48.
49.
50.
o1.
52.
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Poccuiickoit denepanum.

CocraBbTe (opmyssip OnaHKa KOHKPETHOTO BHUAA JOKyMEHTa HErocyAapCTBEHHON
opranuzaiuu. CocraBbTe TOKyMeHT «OOmuili OlaHK rocyJapCTBEHHOI'O OpraHa BIAcTH
Poccuiickoit denepanmmny.

CocraBpTe mOKyMeHT «OOmmii OylaHK opraHa Biactd cyoObekTa Poccuiickoit
Denepaunun.

CocraBbTe 1oKyMeHT «OO0mIHii 6J1aHK HEToCy1apCTBEHHON OPTaHU3AIII.

CocraBbTe NOKYMEHT «bilaHK MucbMa rocyJapCTBEHHOIO OpraHa BiacTu Poccuiickoit
®enepanumn».

CocraBpTe gokymeHT «bmank mmceMa oprana Buacth cyOwbekTa Poccuiickoit
Denepaunun.

CocraBbTe TOKYMEHT «bjaHK nucbMa HErOCy1apCTBEHHOW OpraHu3alum.

CocraBbTe nOKyMeHT «biaHk nuchbma (uiinana opraHu3aum.

CocraBbTe NOKyMEHT «biaHk BuJa JIOKyMEHTa TrOCYAAapCTBEHHOIO OpraHa BIACTU
Poccniickoit denepanum».

CoctaBbTe TOKyMEHT «bJIaHK KOHKPETHOTO BHJA JOKYMEHTa OpraHa BJIAacTU CyOBEeKTa
Poccutickon @enepauumn».

CocraBbTe JOKYMEHT «blaHK KOHKpPETHOro BHIAa JOKYMEHTa HErocyAapCTBEHHOM
OpraHu3aII».

CoctaBbTe TOKyMEHT «bIaHK KOHKPETHOTO BUIa JOKYMEHTa (uinaga OpraHu3aium.

CocraBbTe TOKYMEHT «bllaHK mUCbMa JTOJKHOCTHOTO JIMIA TOCY/IapCTBEHHOTO OpraHa
Biactu Poccuiickoit denepanuny.

CocraBbTe OKyMEHT «bjaHK NMUChMa JOJKHOCTHOIO JIMIIA OpraHa BJIACTH CYObEKTa
Poccuiickoit denepanum».

CocraBbTe [0KYMEHT «bjaHk mnHchbMa JOMKHOCTHOIO JIMIA HErocyAapCTBEHHOM
OpraHU3aIII».

CocraBbTe TOKyMeHT «bi1aHk nmrcbMa JOHKHOCTHOTO JHIa (Guiinana opraHu3aumn.

CocraBbTe TOKYMEHT «/lOKJ1agHas 3anucKay.

CoctaBbTe MOKyMeHT «CiryxeOHas 3aMncKay.

CocraBbTe TOKYMEHT «MHCTPYKIIHS IO TEXHUKE 0€30ITaCHOCTHY.

CocraBbre 10KkyMeHT «llonoxkenune o moapasaeneHum.

CocraBbre oKyMeHT «IIpoTOoKOa 3acegaHusi KOMUCCUN.

CocraBbTe oKyMeHT «IIpoToKkos 061ero coopanust yupeauTencii».

CoctraBbTe JOKYMEHT <«AKT O TIPOBEpPKE, YTBEPKIACHHBIA MEPBBIM  JIULIOM

OopraHu3alnmny.
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53. CocraBbTe MTOKYMEHT «AKT O TpHEMKe padoT, TMOAMHCAHHBIA TEPBBIMHU JIMIIAMH
OpraHu3aLun».

54. CocraBbre 10KyMeHT «IIpuka3 o npoBeaeHUH HHBEHTApU3ALU.

55. CocraBbTe JOKYMEHT «PacnopspkeHue 0 BBEIEHUH B IEMCTBUE MHCTPYKIIMM.

56. CoctaBbTe JOKYMEHT «CONpPOBOIUTEIBHOE TUCEMO).

57. CocraBbre 10KyMeHT «HpOpMaLIMOHHOE TUCHMOY.

58. CocraBbTe TOKyMEHT «l apaHTHITHOE MUCHEMOY.

59. CocraBbTe 10KyMeHT «IIucpmo-3ampocy.

60. CocraBbre TOKyMeHT «IlrcbMO-TI031paBICHHE.

6. YueOHO-MeTOAMYECKOE M NH(POPMALIMOHHOE 00ecnieyeHue TUCIHILIMHBI

6.1. CHOucok UCTOYHUKOB U JIUTEPATYpPhI

Hcrounuku:

1. @enepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O6 wundopmarum, wHOOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIIUTE UH(HOPMAITHNY.

2. TOCT P 67.0.97-2016. Hanuonanwsubiii ctanmapt Poccuiickoit ®denepanuu. Cucrema
CTaHAapToOB Mo WHMOpManuu, OMOTUOTEYHOMY W HU3JATENbcKOMy aeny. OpraHu3arroHHO-
pacniopsiauTenbHas foKkymeHTanus. TpedoBanus k oopmieHuto fokymeHToB" (yTB. IIpukasom
Poccranpgapra ot 08.12.2016 N 2004-cT)

Jlureparypa:

OcHoBHas:

1. VYnupasnenue nokymentamu: Yueonuk / .K. Kopnees, A.B. [Tmenko, B.A. Marmypiies.
- M.: UH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Briciee obpazoBanue). (neperuier) ISBN
978-5-16-003590-1 - Pexxum nocryma: http://znanium.com/catalog/product/160418

JlononHuTebHAS

2. Kynses, H. H. [lokymenToBeaenue [ InextporHsiii pecypce] : yueonuk / H. H. Kynsies,
. H. Ypanos, A. I'. ®adpuunos; nox pea. npod. H. H. Kynsesa. - M.: Jloroc, 2012. - 352 c. -
(HoBas yauBepcutetckas 6ubmuoreka). - ISBN 978-5-98704-329-8. - Pexxum poctyma:
http://znanium.com/catalog/product/469013

6.2. I[lepeuenp pecypcoB HH(OPMALIMOHHO-TEIEKOMMYHUKAIMOHHOM ceTu «HTepHeT».

1. ApxuBsl Poccum (opunmanbHblii caiit @DenepanbHOrO apXUBHOIO AareHTCTBA) —
http://www.rusarchives.ru/

2. Marepuaisl opHIIHATBHOTO caiiTa DJIeKTpOHHbBIE OpHCHBIE cucTeMbl — http://www.eos.ru/

3.  Marepuaisi caiita «HopmaTuBHBIC JOKYMEHTHI» — http://www.complexdoc.ru


http://znanium.com/catalog/product/160418
http://www.complexdoc.ru/
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7. MaTepuajnbHO-TeXHHYECKOe o0ecrieyeHre I CUMIIIMHBI/ MOAYJIsS
MarepuanbHO-TeXHHUYECKas 0a3a BKIIOYAET yueOHble ayAUTOPUH JIJIsl IPOBEJCHUS 3aHATHH
JEKIUOHHOIO THUIA, 3aHATHM CEMHUHApCKOro THIA, TPYHIOBBIX M HMHIWBHIYAIbHBIX
KOHCYJIBTALIUM, TEKYILEr0 KOHTPOJIS U IIPOMEXKYTOYHOU aTTECTALUH.

CoBpeMeHHbIN KOMITBIOTEPHBIN KJIACC OCHAILIEH

Ilepeuens 11O
Nenn Haumenosanue 110 [IpousBoauTens Coco0
/m pacrpocTpaHeHHS
(nuyenszuonnoe unu
c80000HO
pacnpocmparsiemoe)
1 Microsoft Office 2010 Microsoft JTUICH3NOHHOE
2 Windows XP Microsoft JIMLEH3UOHHOE
3 Kaspersky Endpoint Security Kaspersky JIMIICH3MOHHOEC

BKJIIOYAIOIMN HApsALy C KOMIBIOTEpAaMH, MOJIKIIOYEHHBIMU K ceTH MHTepHeT, 3KpaH H
HPOEKTOP.

JIns mpoBeeHUs 3aHATHI JISKIIMOHHOTO TUIIA MPEAJIaraloTcss TeMaTHUECKHE MILTIOCTPALUH
B (hopmare npesenrauuii PowerPoint.

Ilepeuens B/ u UCC

Neno Haumenosanue
/i

1 | KomobroTepHble CipaBOYHbIE PABOBBIE CUCTEMBbI
Koncynsrant Ilntoc,
I"apanT

8. OOecneyenne 00pa3oBaTeIbHOr0 mpomecca VI JHL € OrPaHUYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

B X0[4€ peain3aii AUCHUIIIIMHBI UCITOJB3YIOTCA CICAYIOMUE TOIMOJTHUTCIIbHBIC
METOJbI O6quHI/I5{, TCKYLICTO KOHTPOJIA YCIICBAEMOCTHU 1 HpOMCH(YTOQHOﬁ aTTeCTalnuu
06yqa10m1/1xcs[ B 3aBUCHUMOCTH OT UX HHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CHEMNBIX U CIIA00BUAAIINX:

- JeKiuu O(QOpPMISIOTCS B BHUJAEC JJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CIEeNUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- TNHUCBMCHHBIC 3aJdaHHA BBIIIOJIHAKOTCI Ha KOMHI)I-OTepe CcOo CHeHI/IaJ'II/ISI/IpOBaHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM, T MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrnieunBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBerieHue He meHee 300 Jirokc;

- Q7S BBITIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH TMPEIOCTABIIACTCS YBETHYHMBAIOIIEE
YCTPONCTBO; BO3MOYKHO TaK)K€ MUCIOJIb30BAaHNE COOCTBEHHBIX YBEIIMUUBAIOIIUX YCTPOUCTB;

- MUCHbMEHHBIE 3a7]aHNs O(POPMIISIOTCS YBETUUEHHBIM HIPUPTOM;

- 9K3aMEH | 3a4ET MPOBOSTCS B YCTHOM (hOpME HIIH BBITIOTHSIOTCS B TUCBMEHHOHN (hopme Ha
KOMITBIOTEPE.

® IS TIYXUX M CJIA0OCIBIIIANINX
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- Jekuud O(OpPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHUOO MPeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs anapaTypa UHANBUIYAIBHOTO M10JIb30BaHMS;

- MUCHbMEHHBIE 3aJJaHUs BBITIOJIHAIOTCS HA KOMITBIOTEPE B MUCHbMEHHOM (hopMme;

- 9K3aMeH M 3au€T MPOBOAATCA B NHCbMEHHOH (hopMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeieHue B (hopMe TeCTUPOBAHMUS.

e JUIs JIUL C HAPYILIEHUSIMH OINIOPHO-/IBUI'ATEIBHOTO alapaTra:

- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOTO C IOMOIIBIO
KOMIIbIOTEpA CO CHELMATU3UPOBAHHBIM [IPOrPaMMHBIM 00€CIIeUeHUEM;

- TMCbMEHHBIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEUCHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHON (hOpMe MM BBITIOIHSIOTCS B TUCBMEHHOU (hopme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOIMMOCTH MpENyCMaTPUBAETCS YBEIMUEHNUE BPEMEHHU IS [TOITOTOBKH OTBETA.

IIponienypa  mpoBeieHUsT  HPOMEXYTOUHOM  arrectanuu Uil OOy4aroLIUXCs
YCTaHABIMBACTCS C Y4YETOM WX HMHIUBHIYaJbHBIX TCUXO(PHU3MUECKUX OCOOCHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLECHUBAHUS PE3YIBTAaTOB OOYyUEHHs MPEIyCMaTpHBACTCS
UCIIOJIb30BAaHUE TEXHUYECKUX CpEACTB, HEOOXOAUMBIX B CBA3M C HWHAWBUAYaJIbHBIMU
OCOOEHHOCTSAMHU OO0Y4YaIOIIUXCsl. DTU CPEACTBa MOTYT OBITh IPENOCTABIEHbI YHUBEPCUTETOM,
WJIA MOT'YT HCITOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBeneHue mnpoueAypbl OLIEHUBAHMUS  pE3ylbTaroB  OOydeHHUs  JOIMYyCKaeTcs ¢
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH.

ObecnieunBaeTcs 10CcTyn K MHGOPMALMOHHBIM M OHOIHOrpaduuecKkuM pecypcam B CETH
WuTepHer s kaxaoro oOywaromierocst B gopmax, aJalTUPOBAHHBIX K OTPaHMUYEHUSIM HX
3JI0pOBbsI U BOCTIPUSTHS MHPOPMALIUU:

e JUIS CIENbIX U CIa00BUIAIINX:

- B ICYaTHON (pOpMe yBETMUEHHBIM HIPHUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

e U IIIYXMX U claboCibIIIaINX:

- B Ie4aTHou opwme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e Ul 00yYaroIMXCs ¢ HapyLIEHUSIMU OTIOPHO-/IBUTaTENILHOTO anmnapara:
- B Ie4atHou opwme;

- B (hOpMe IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayauodpaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENbHOM padoThl, Hay4dHas
O0uOIMoTEeKa W MHBbIE NOMEUICHUs NIl O0y4YeHHs] OCHAIIEHbI ClelHaIbHbIM 000pyIOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEICTBAMU O0YUEHUS:

e JUIS CIENbIX U cIa00BUIAIINX:

- YCTPOMCTBOM JIsl CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucrieeM bpaiina PAC Mate 20;

- npuHTepoM bpaiins EmBraille ViewPlus;

® Ui TIIYXUX U CIa0OCIHbIIAIINX:

- aBTOMATHU3MPOBAHHBIM pPA0OYMM MECTOM JUISL JIIOJEH C HapylIeHHeM cliyxa |
CJIa0O0CBIIAIINX;

- AKyCTUYECKHI YCUINTENb U KOJIOHKH;

e Ui o0yYaroIuXcs ¢ HApYIICHUSIMU OIIOPHO-ABUraTeIbHOIO anmapara:
- IePEABMKHBIMU, PETyIUPYEMbIMH dproHoMuueckumu napramu CH-1;
- KOMIBIOTEPHON TEXHUKOM CO CIIEUAIEHBIM IPOrPAMMHBIM 00ECIIEYCHHUEM.

9. MeToau4eckue MaTepuaJbl
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9.1. Ilnanbl NPaKTUYECKUX 3aHATUH - nposepka chopmuposannocmu komnemenyuii - OIIK-4
3ansTue 1.
Tema 1(44.) 3nauenue nucHUIUIMHBI «CHeUaIbHOE JOKYMEHTOBEIEHUE U JOKYMEHTAlMOHHOE
o0ecrieyeHue yrpasieHust » JUIsl TOATOTOBKH KaJpoB 10 3aIiuTe MHGOpMaum.
Bomnpocs! 11 o0cyxaenus:
1. Yro nonumaercs noJ MHGOPMAIIMOHHBIM 00ECIIEYeHUEM JIEATETLHOCTH OpraHU3aLuu ?
2. ChopmynupyiTe OCHOBHBIC 3a/la4d JAWUCHUIUIUHBI MPH HOJATOTOBKE KaJpOB IO 3alluTe
uHpopmanuu
3. JaiiTe onpezneneHne NOHATHS «J{OKyMeHTOBEEHUEY.
4. JIokyMeHT Kak OOBEKT HamafeHus W 3amuThl. OpraHu3anuoOHHbIE 1 TEXHUYECKUE KaHaJIbI
HECaHKLMOHUPOBAHHOIO JJOCTYMA K JOKYMEHTaM.

3aHATHE NPOBOAMUTCS B (OpME HENPEPHIBHOIO JUajora MeXxay IpernojaBareieM MU
CTYI€HTaMH, B XO/ie KOTOPOTO CTYIEHThl OTBEYalOT Ha MOCTaBJIEHHbIE BONPOCHL. B mporecce
3aHATHA BO3MOKHBI BBICTYIUICHHUSI CTYJEHTOB C 3apaHee NMPUTOTOBICHHBIMH COOOIICHHUSMH,
PacKpBIBAIOIMMH B TOM HWJIM HHOM acHeKTe TeMaTHuKy 3aHsATus. Kpome TOro, CTyIeHTHI
BBINOJIHSIOT CAMOCTOSTEIbHO IPAKTUYECKHE 3a/1aHuU.
3anaHus:
1. HeoOxonuMo nucbMeHHO chOpMyYIHPOBATh: UTO U KaKUM 00pa3oM 0ObEIUHSIET
MOHATUS «MHPOPMALUL», «COOOLIEHUEY, «TOKYyMEHT». Kakne OCHOBHBIE OTIINYHS MEXKITY
HOHATUAMH «MH(OpMAIUL»), «COOOLICHUE», «TOKYMEHTY.
2. Jlns npeasioKeHHOro 00bekTa chopMynupyiiTe OpraHn3aluOHHbIE M TEXHUYECKHE KaHAIIbI

HECaHKIIMOHMPOBAHHOTO JJOCTYMA K JOKYMEHTaM.

Crnucok nureparypsl:
VYnpasnenue nokymentamu: Yueouuk / M.K. Kopnuees, A.B. ITmenko, B.A. Mamypues. - M.:
NHOPA-M, 2009. - 300 c.: 60x90 1/16. - (Bsiciiee oopazoBanue). (nepermiet) ISBN 978-5-16-
003590-1 - Pesxum moctyma: http://znanium.com/catalog/product/160418

3ausTue 2.
Tema 2(4 4.) JIOKyMEHT ¥ CHCTEMBI JOKYMEHTOB B HX HCTOPHUYECKOM Pa3BUTHH.

Bormpocs! mutst 06y ieHust:

1. AHanu3 pa3BUTHS CIYKO TOKYMEHTAlIMOHHOTO obecredenus B Poccum.
2. MecTo U poJib JOKYMEHTOB B yIIPaBJIIEHUN Ha COBPEMEHHOM JTarle.

3. Cucremartuzanus 1 KiacCu(pUKAIKs TOKYMEHTOB.
4

. CucTtembl JOKyMEHTAIMH U KJIACCU(PUKATOPHI TOKYyMEHTUPOBAHHON MH(POPMAIIIH.
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3aHsATHE NPOBOAUTCS B (hopMe 00CYKIEHHsI MOATOTOBICHHBIX COOOIIEHUH 10 BOIIPOCAM TEMBI.
OO6cyxaeHne cooOIIEeHN JOMOJHSETCS IPOBEACHUEM IHCKYCCHM B (opMe OTBETOB Ha
MIOCTaBJICHHBIE BOIIPOCHI, & TAKXKE BHIMOJIHEHUEM IMHUCbMEHHOTO 33/1aHUSI.

3amanus:

1.laiiTe XapakTepUCTUKY OCHOBHBIX HCTOPHUYECKUX ITANIOB PA3BUTHS JIEJIONPOU3BO/ICTBA B
Poccun.

2.Yrto Takoe JAenonponu3BOACTBO U KAKOBBI BAYKHEUIIINE €r0 COCTABIISIOIHUE?

3.Chopmynupyiite 1 000CHYIITE OCHOBHBIE IPUHIIUIIBI OPIaHNU3ALUN COBPEMEHHOIO
JIeJIOTIPOU3BOICTBA.

Crnucoxk nureparypsl:

VYupasnenne nokymenramu: Yueonuk / UK. Kopraees, A.B. ITmenko, B.A. Mamypres. - M.:
NHOPA-M, 2009. - 300 c.: 60x90 1/16. - (Bsiciiee oOpazoBanue). (nepermiet) ISBN 978-5-16-
003590-1 - Pesxxum moctyna: http://znanium.com/catalog/product/160418

3ansTue 3.
Tema 3(4 4.) OduruanbHbIe U CITy:KEOHBIE TOKYMEHTBI.
Bomnpocs! 11 o0cyxkaeHus:

OpranuzanoHHO-TIPABOBbIE TIOKYMEHTHI. [IpeHazHaueHne, BUIBI.

Pacniopsiutenbuble nokymeHThl. [IpeaHa3sHaueHue, BUABL.

HNHdopmaninoHHO-cIIpaBoYHble JOKyMeHThI. [IpeqHasHauenue, BUIbI.
3aHsATHE TPOBOIUTCS B (pOpME HEMPEPHIBHOTO JAMATIOra MEXAY MPEernoiaBaTesieM U CTyIEeHTaMH,
B XOJI€¢ KOTOPOrO CTYJEHThl OTBEUalOT Ha IIOCTaBJIEHHbIE BOMPOCHL. B mporecce 3aHATHS
BO3MOXXHBI ~ BBICTYIUIEHHSI CTYJEHTOB C 3apaHee IPUTOTOBJIEHHBIMH COOOIIEHUSIMH,
pacKpbIBalOIIMMU B TOM WJIM HHOM acleKTe TEMAaTUKy 3aHATHsS. KpoMe Toro, CTyIEHTHI
BBITOJIHAIOT CAMOCTOSITENILHO NTPAKTUYECKUE 3aJaHMUSL.
3amanne 1. CocraBpTe W 0QOpMHTE TMPUKA3bl MO OCHOBHOW JESATENHHOCTH, U JPYrHe
pacrnopsiiuTeIbHble JOKYMEHThI, HEOOXOAUMBIE B IaHHBIX YIIPABICHYECKUX CUTYalIHsIX.
Curyanus 1.

Ha MockoBckoM KOMOMHATEe MO HPOHM3BOJCTBY MY3BIKaJIbHBIX HWHCTPYMEHTOB U MeOesH
(rocygapcTBEHHOE TpeanpusTe), KOTophlid BXxoauT B KoHlepH mo pa3paboTke U MPOU3BOJCTBY
OPOAYKIMH My3bIKanbHONH mpoMbiiuieHHOCTH (POCMY3IIPOM), neiictByer Ilonmoxkenue o
PEMUPOBAHUH PYKOBOJHUTEICH 1IEX0B, OTIENOB U c1yk0, yrBepxaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekymiero roja AMpeKTop KomOuHata B.M.JlapmoHOB mopy4yms HayalbHUKY
oTzena Tpynaa u 3apabotHoi miaatel MapkoBy H.I'. paccunurtats pazmep npeMun pyKoBOIUTEISIM

OTJIEJIOB, IIEXOB W CIYKO KOMOWHATa 1Mo UTOraM paboThl 3a MEpPBBIA KBapTal K 15 ampens, a
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rmaBHOMy Oyxrantepy komOmHata Tpommuon C.I'. — opranu3oBarh BhILIATy TpemMuu K 20
anpess TEKYILIEro roja.

HavanpHuk m1aHOBO-3KOHOMHUYeckoro otaena MarBeesa C.H. u rnaBHblil Oyxranrep
Tpomuna C.I'. 3aBU3MpOBaNy MPOEKT NpPUKa3a AUPEKTOPa KOMOUHATA.

Curyanus 2.

A.H.lITunos, npexacenarens Poccuiickoro areHTCTBa MEXAYHAapOAHOIO COTPYAHHYECTBA U
pa3BuTHs (rocynapcTBeHHas opranu3auus npu [IpaBurenscrBe P®), 24 deBpans Tekymiero
rojja MOPYYMJ CTPYKTYPHBIM IIOJpPA3[EJIEHUSIM areHTCTBa COBMECTHO C IPEJICTABUTEISIMU
I'ockomumymectBa Poccun k 10 ampenst MOATOTOBUTH MPOEKT IMPOrpaMMbl IPUBJICUEHUS
MHOCTPAHHBIX MHBECTULIMHA K TMPOIECCY AKUMOHUPOBAHUS TOCYIAPCTBEHHBIX MPEIANPUATUH.
[Topyuenue ObulO naHO BO HcroyiHeHUE nocraHoBiieHus IlpaBurenscrBa P® ot 24 ¢deppans
Tekymero roga Ne 246 I'maBHOMY YHpaBICHHIO OTPACIEBBIX HHBECTULMOHHBIX IPOTrpaMM,
['maBHOMY JOrOBOPHO-IIPABOBOMY YIPAaBICHHIO W [J1aBHOMY YIIpaBJIEHHIO CTpaTeruu U
MHBECTUPOBAHUS.

[TpoexT mpukasza mpejceAarenss areHTCTBA ObUI 3aBU3UPOBAH €r0 IEPBBIM 3aMECTHTENEM
J.H.®enopoBbiM 1 HadyaIbHUKOM [ JIaBHOTO JOrOBOpHO-IIpaBOBOro ympasieHus 1.B.MinbuHbM.
KonTtpons 3a ncnonHenuem npukasza Obu1 BoznoxkeH Ha J[.H.denoposa.
3ananue 2. CoctaBbTe U OQPOPMUTE CIyKEOHbIE MUChMA.

Curyanus 1.

JlemapTaMeHT NOLICPXKKA WM PA3BUTHS MaJOro INPEANPUHUMATENBCTBA  I[TUCBMOM 32
NOJAIUCBHIO 3aM.JIUpeKTopa AenaprameHta CeepukoBa A.B. yBenOMHI PyKOBOACTBO JETCKOTO
caga Ne 1586 0 ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEIHCTBA 3aHUE JETCKOTO caja
JIOJIKHO OBITh TIepejaHo JJI TEXHUYECKUX HYXK] JIeTapTaMeHTa.

Hcnonuurenem BacunbeBoil 1o nopydeHuro gupekropa naerckoro cajga Ne 1586 FOro-
3amaJHOTO OKPY’KHOTO YIpaBJeHUs 00pa3oBaHMs I'.MOCKBBI, pacHOJI0KEHHOTO Ha MPOCIEKTe
MuuypunckoM, 10M 22 T.MOCKBBI, OBIJIO COCTABJICHO MUCHMO, aJPECOBAHHOE OTACIY IHCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yin.TBepckas, 13, B KOTopoM AUPEKTOp IeTcKkoro cana Ne
1586 O.A.AGpamoBa mpocuia pa3o0paTbcs B JaHHOM BOIIPOCE, MOTHUBUPYS TEM, YTO B
Ha3BaHHOM palOHE JETCKHUX CaJ0B OCTAJIOCh MajoO M HE BCE JI€TU MOTYT IOCEIIATh JETCKHUE
JOLIKOJNbHBIE yupekaeHus. [lucekMo OBLIO OTBETOM Ha TMOJYYEHHBIM JOKYMEHT OT
HemapramenTa.

Curyanus 2.

[Ipencenatens mpasieHust akipoHepHoro kommepueckoro 6anka «TOPITIPEJIBAHK»

(np.Bepuanckoro, 19, Mocksa, 112123, Tten.: 567-22-17, dakc: 576-22-20) C.A.lllymon

obpatuincs k ['enepanmsHomy nupektopy HIIO «Ac6ect» JIL.M.BomawHIEBY ¢ mpochOoit
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paccMoTpeTh Bompoc o mpeaoctaBieHun B jgiuTenbHyto apeHay AKB «TOPI'TIPEIBAHK»

pabounx ruromamieit — 180 kB.M Mo pa3MenieHne oTaeIeHus OaHKa.

[Tucemo ObIIO cocTaBieHO wucnonHUTedaeM llouiecHOl Ha JTOMKHOCTHOM OJlaHKe
npejceaarens npapieHus 0aHKa U MoANnucaHo 24 MapTa TEeKyIIero roja.
Cnucok nureparypsbl:
1.T0CT P 6 TOCT P 67.0.97-2016. Hammonanbsnsiii cranmapt Poccuiickoit ®enepaunu.
Cucrema craHmaproB 1o HWHPOpPMALWH, OUOTMOTEYHOMY H  HM3/AATEIBCKOMY  JETy.
OpranuzalioOHHO-pacToOpsIMTeNbHAsT ~ JOKyMeHTauus.  IpeOoBanus K  odopmiieHuio

nokymeHToB" (yTB. IIprkazom Poccranmapta ot 08.12.2016 N 2004-cT)

3ansTue 4.
Tema 4(4 4.) MeToanka perjaMeHTaI[i COCTaBa KOH(MUICHIIUAIBLHBIX JOKYMEHTOB.
Bonpocs! mist 06cyxaeHus:
Pabora ¢ mokymeHTamM#u, coepKanuMi KOH(PHUICHIIUATbHBIC CBEICHUS.
CBeneHus1, OTHOCSIKECS K KOMMEPUECKOH TalHe.
3amuTa T0KyMEHTOB, COJEPKAIINX KOMMEPUYECKYIO TalHYy.
Opranuzanus paboTsl ¢ JOKyMEHTaMHU, COAEPKALIMMU KOH(PHIEHIIMATIbHbIE CBEICHHUS.
3aHsATHE TPOBOAMTCA B (opMe HENpPEphIBHOTO AHMAajora MEXAy TpenojgaBaTteieM Hu
CTYZICHTaMH, B XO0JIe KOTOPOTO CTYICHTHI OTBEYAIOT Ha IOCTABIICHHBIE BOMPOCHL. B mpormecce
3aHATUS BO3MOXKHBI BBICTYIUICHHMSI CTYIEHTOB C 3apaHee NPUTOTOBICHHBIMU COOOIEHHUSIMH,
PACKpBIBAIOIIMMH B TOM WJIM WHOM acHeKTe TeMaTHKy 3aHATus. Kpome TOro, cryneHThl

BBITIOJTHAIOT CAMOCTOATCIIBHO MMPAKTHYCCKUEC 3a1aHU .

IIpakTHueckue 3a1aHus:

1.

CoctaBbTe JOKYMEHT «OO0s3aT€IbCTBO O HEPA3IJIALIEHUH KOMMEpYEeCKOW TaiHbl» Ha
OPEANPUATHA MAJIOTO OU3HECA.

3anoHUTe JOMOJHEHUE K TPYJOBOMY IOTOBOPY (KOHTPAKTY) pabOTHHKA.

[TonroroBeTe 1uisi paboTHHMKa AoKyMeHT «[loamucka o Hepas3rjalleHMH KOMMepYecKOou
TalHBD) IPU €70 YBOJIbHEHHH.

CoctaBbTe M OQOpPMHUTE JOKJIAIHBIE, W OOBSCHUTEIbHBIC 3alUCKH, HEOOXOIMMbIE B
CJIEYIOIINX YIPABICHYECKNX CUTYyaIUAX.
Curyarus 1.

Kypeep OO0 «®apma» C.C.CoMOB peryisipHO omasiplBajl Ha pabOTy, YeM HapyIIajl

TPYAOBYIO JUCHMIUINHY. 3aBeayromas kanuenspuei 1.B.11lymMmunnna HeogHOKpaTHO fennana eMy

3amedanusi (B ycTHOW ¢opme), a 12 uIoHS TeKyiero rojga Obuta BBIHYKJIEHAa OOpaTUTHCSA C
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JlaHHBIM BompocoM K ['eHepambHOMy nupekTopy A.B.CemnoBy ¢ MOKIagHON 3amMCKOM, B
KOTOpOM Ipocuia NpUHATh Mephl JuciuiuinHapHoro xapakrepa k C.C.ComoBy.
Curyanus 2.

PykoBogutens otaena HoBbIX mpoekToB O.B.TokapeBa oOparminack k I'eHepamHOMY
nupekropy OO0 «Macrtep» 1-Hy A.J[.MeBneBy ¢ moKiIagHOW 3allUCKOM O HEOOXOJAMMOCTH
YBEJIMYEHUS IITAaTHOM YMCICHHOCTH oTAena. B mokmannoii 3amucke O.B.TokapeBa coobmana o
TOM, YTO B HACTOAIIEE BPEeMs Ul YCHEIHOW paboThl areHTCTBa HEOOXOJMMO yBeITMUeHUE Oa3bl
JaHHBIX O MOTEHIHUAIbHBIX KiueHTax. [lo ee MHEHMIO, OHUM U3 Hamboyee peajbHBIX MyTei
pacuiupenusi 0a3bl JAHHBIX SBJSETCS MOCTOSHHBIA aHATU3 CPEACTB MaccoBOW HH(pOpMaIluu, B
YacTHOCTH Ipecchl (MHpOpMalus 0 HanboJee KPYIMHbIX KIMEHTaX areHTCTBa ObLIa MojryueHa u3
AHAIUTUYECKOTrO0 KypHasla «KcepT»). B cBs3u ¢ Tem, 4TO OT/EN B €ro HACTOsILEM cocTase (5
COTPYIHUKOB) HE HMMEET BO3MOXXHOCTH OPTraHM30BaTh MOAPOOHOE H3YYCHHE aHATHTHYECKHX
uznanuii, O.B.TokapeBa cumTaer 1enecooOpa3HBIM BBECTH B INTAT OTHENA JABE IOHKHOCTH
MEHE/PKEPOB JJIsl U3yUEHUS U aHaJIM3a IPECCHI C LIEIbI0O BBISIBICHUS MOTEHIUAIBHBIX KIHNEHTOB,
a TaKkKe TOATOTOBKM OINEpaTWBHOW WHpopManuu o mosiokeHnn Ha peiHke CMU B (opme
eXEHEAENbHBIX OTUeTOB. B noknaaHoi 3anucke TokapeBa Mpeuiokuiaa Ha 3TH JIOJKHOCTHU
no00paTh COTPYAHUKOB U3 YHUCIA CTYJEHTOB 4-5 KypcoB (akynbTeTa KypHamuctuka MI'Y wim
IIKOJIbI PEKJIaMBbl.

Curyanus 3.

B lBanoBckoW 005aCTH CIOXKUIIOCH KpaliHe HampsDKEHHOE IOJO0XKEHHE C TOpProBIieH
HPOMBIIIJICHHBIMA TOBAPaMHU U, B YACTHOCTH, MEOEIIbIO.

B 12 u3 15 paiioHOB TOprosisi MeOeIbI0 BEAETCS B HEMPUCIOCOOIEHHBIX TOMEUICHUSIX,
JIMIIEHHBIX HE00X0MMOro 000pyA0BaHNs, HE UMEIOIINX HOPMAJIbHBIX MOIBE3HBIX ITYTEH.

Jlnst paspemieHust JaHHOW MpoOJeMbl K PYKOBOJIUTENIO aJAMUHUCTpanuu VBaHOBCKON
obomactu II. U. IlonexaeBy oOparuics HayaJbHUK YTIpPaBICHHUS TOPTOBIM AJIMUHHCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B nokmnamHOl 3amucke B CBSI3M C HEOOXOAMMOCTHIO
CO3/IaHMsI YCJIOBMM, OTBEYAIOIIMX TpeOOBaHUSM OpraHU3alMu TOpProBiu Mebenbto, Tapacos
IPOCHJI JIaTh YyKa3aHUS PYKOBOAUTENSIM AJMUHUCTPALUNA COOTBETCTBYIOIIUX PpANHOHOB O
NPEOCTaBICHUH [T TOPTOBIIM MEOEIbIO TOMEIICHUH, OTBEUYAIOIINX YCTaHOBIEHHBIM HOPMaM.
Cnucok mrepaTypsl:

VYnpasnenue nokymentamu: Yueonnk / M.K. Kopuees, A.B. [Tmenko, B.A. Mamrypriies. - M.:
NHO®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bsicuiee oopazoBanue). (nepermet) ISBN 978-5-16-
003590-1 - Pexxum moctyna: http://znanium.com/catalog/product/160418

3ausarue 5.
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Tema 5(4 4.) ITocTaHOBKa JOKYMEHTOOO0OPOTA B OPraHU3aIHH.
Bompocs! 1uist 06cyxnenuns:

[Topsimox opmupoBaHUs CIyKOBI JOKYMEHTAIIMOHHOTO OOCCIICUCHUS YIPABJICHHS B
OpraHu3alliy U UHCTPYKIIUS 110 IETOIPOU3BOJICTBY B OpraHU3AIIHH.

[Topsiiok perucTpanuy UCXOASIIMX JOKYMEHTOB M JIOKYMEHT, PUKCHPYIOIIHH HCXOISIINE
JIOKYMEHTBHI.

[Topsimok perucTpanuu BXOASIMINX TOKYMEHTOB U JIOKYMEHT, (PUKCUPYIOIINI BXO/ISIIUE.

[Topsiiox paboThI ¢ KOHDUACHIMAIBHBIMA JOKYMEHTAMH.

[Topsiiok paboOThI C MUCHMAMK U OOPAIICHUSIMH TPaXJIaH.

KOHTpOJIB HCIIOJIHCHUA JOKYMCHTOB.

TpeboBaHMs K M3TOTOBJICHUIO, YUETY, UCIIOJIIb30BAaHUIO U XPAaHEHUIO NI€YATEeH U IITaMIIOB.

3aHatue mpoBoIUTCS B (OpMe HENPEPHIBHOTO IHAIOTa MEXKIYy MpernojaaBareieM U

CTYZICHTaMH, B XOJIc KOTOPOTO CTYACHTBI OTBEYAIOT HA IMOCTABJICHHBIC BOMPOCHL. B mporiecce
3aHATHUA BO3MOXKHBI BBICTYIINICHHA CTYACHTOB C 3apaHCC IPUIOTOBJICHHBIMU COO6HI€HI/IHMI/I,
PacCKpbIBarOiMMU B TOM HJIM HHOM AaCIICKTC TCMATHUKY 3aHATHA. KpOMC TOro, CTyJACHTBI

BBIIIOJIHAIOT CAMOCTOATCIIBHO ITPAKTHYCCKUC 3aJaHU .

HpaKTI/I‘{CCKI/Ie 3aaHusA:

CocraBbTe npuka3z 00 0cB0O0XK/I€HNHU Bac OT paboThl B pupme «OpOuTa» B CBA3H C
nepee3 ;oM Ha HOBOE MECTOKHUTEIBCTBO.

CocraBbTe npHUKa3bl: a) 0 pueMe Ha padoty Oyxrantepom MBanosoii I.I1.,. 6) 06
YBOJIbHEHUH MEPEBOJIOM B IpYT'YI0 opranusainuio. Hepocraromye peKBU3UThl yKaKUTeE
CaMOCTOSITENIbHO.

CocraBbTe XapaKTepPUCTUKY-PEKOMEHIAIINI0 Ha paOOTHUKA BAIIEro MPEATPHUATHS IS
MOCTYIUICHUS ero B acupaHTypy HoBocnOMpPCKOro MHCTUTYTa HAPOIHOTO XO3sHMCTRA.

Hanwumure 3asgBineHue o mpeocTaBlIeHNH BaM OTITYCKa IO CEMEWHBIM 00CTOSITEIbCTBAM
0e3 coxpaHeHus 3apa0b0THOH TIaThl. OCTalbHBIE PEKBU3HUTHI YKAKHTE CAMOCTOSTEIHHO.
Cnucok mrepaTypsl:

VYnpasnenue nokymentamu: Yueouuk / .K. Kopuees, A.B. ITimenko, B.A. Mamypues. - M.:
NHO®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bsicuiee oopazoBanue). (nepermiet) ISBN 978-5-16-
003590-1 - Pesxum moctyma: http://znanium.com/catalog/product/160418
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Tlpunoowcenue 1

AHHOTAIUA JTUCHUITJIMHBI

HuctumumHa «CrienuanbHOe JTOKYMEHTOBEICHUE M JIOKyMEHTAllMOHHOE o0ecreyeHue
yhpaBieHus» peanusyercs Ha (akynprere WMHGMOpMAIMOHHBIX CUCTEM U 0€30IacHOCTH
kadeaporr MudbopmanmonHoi 0€30MacHOCTH I CTYJICHTOB 2 Kypca, OTHOCHUTCA K 0a3oBoM
yacTu OJI0Ka JUCHUILIUH Y4eOHOTO MIIaHa.

Henp puctmniausabl:  (HOPMUPOBAHME TOHMMAHUS 3aKOHOMEPHOCTEH 00pa3oBaHUs
JOKYMEHTOB M CIOCOOOB HMX CO3/IaHUs, pPa3BUTHSA CUCTEM JOKYMEHTAllMM M CHUCTEM
JTOKYMEHTHUPOBAHHUS, PACCMOTPEHUE TOKYMEHTa KaK OOBEKTa 3allUThl U HAMaJeHUs, YCBOCHUE
TEeXHOJOTUH 3()PPEeKTUBHOTO MOUCKa HHPOPMAIIUH O TPODUITIO 1EATEIHLHOCTH.

3amaun: PacCMOTPEHHUE TEOPETUYECKUX U TMPUKIAJHBIX ACHEKTOB JOKYMEHTHUPOBAaHUS
uH(poOpMalMu: CBOMCTB, (QYHKUMH W MPU3HAKOB JOKYMEHTa, CIOCOOOB M  CpEICTB
JOKYMEHTUPOBAHHUSA, CTPYKTYpPhl JOKYMEHTa, IOpsJIKa €ro COCTaBJIeHHS U OQOPMIICHUS,
METOJJOB U  CHOCOOOB  3alIMThl JIOKyMEHTa H JOKYMEHTHPOBAHHOW HH(OpMammu,
KJaccu(UKauy  JIOKyMEHTOB W CHUCTEM JOKYMEHTAIlMH, OCHOB JOKYMEHTAI[HOHHOTO
oOecrnieyeHus yrnpaBIeHUs.

JucnunivHa HanpaBieHa Ha (JOPMUPOBAHHE CIEAYIOMIEH KOMITETEHIUH:

OIIK-4: crnocoOHOCTh MOHMMATh 3HauY€HUE HHQPOpPMAIMM B Pa3BUTUHU COBPEMEHHOIO
o0riecTBa, MPUMEHATh MH()OPMAIIMOHHBIE TEXHOJIOTUH /7S TOMCKa U 00pabOTKU MH(DOPMALIUH.

B pe3ynbraTe 0CBOGHUS TUCIMITIIMHBI 00YYarOLUIHics JOIKEH:

3HaThb OCHOBHBIE AaCMEKThl CO3JaHHUsl O(PUIMATIBHBIX U CIYXKEOHBIX JIOKYMEHTOB;
NPUHLMIIBI OpPraHU3allid JIOKYMEHTOOOOpOTa, OCHOBHBIX HOPMATHBHBIX IIPaBOBBIX aKTOB
Poccuiickoii @enepariuu B 00671aCTH JOKYMEHTAIIMOHHOTO 0OECTIEUEeHUs YIPABICHHUS .

YMeTh TpaBUIBHO HCHOJB30BaTh PEKBU3UTHI OPraHU3AMOHHO-PACIIOPSAUTEIBHBIX
JIOKYMEHTOB; co3maBarb (GOpMyNAp JOKYMEHTAa; TMOJArOTaBiIMBaTh OpPraHU3alMOHHO-
pacnopsiAuTeIbHbIe JOKYMEHTHI U HHGOPMAIIMOHHO-CIIPABOYHbIE IOKYMEHTHI.

Bnagers HaBbikamMu pabOThl C JOKYMEHTAMH; HaBBIKAMHM TOJTOTOBKA M TEpeaaqu
JIOKYMEHTOB Ha apXMBHOE XpaHEHHE; HaBbIKaMU palOOThl C JOKYMEHTAaMH B COOTBETCTBHUHU C
YCTaHOBJICHHBIM HOPSAIKOM.

[To nucuumnnHe TperycMOTpEeHa MPOMEXKYTOUHas aTTecTalus B (hopme 3aueTa.
Hucunmmba «CrnenuanbHOE  JOKYMEHTOBEIEHHE U JIOKYMEHTALMOHHOE oOecreyeHue
yIpaBJICHUS» U3y4yaeTcs B 3 CeMECTpe, MpeIHa3HavaeTcs sl CTYyIEHTOB 2 Kypca HalpaBJICHUS
noarotoBku 10.03.01 «Mudpopmanmonnas OezonmacHocTh» mnpodunu "KommiekcHas 3ammra
00bexToB nHGopMaTu3anuu" 1 "OpraHu3anusi ¥ TEXHOJIOTHS 3alTuThl HHpopManuu'".

061_[12151 TPYAOCMKOCTb OCBOCHHA IOUCHHUIIIIMHBL COCTaBIAET 3 3aveTHBIX CAUHUIIBI.
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Ipunoosicenue 2

JIUCT UBMEHEHMI
Ne | Teker akryanuzauuu win npunaraeMsii Kk PIIJ[ nokymeHT, Hara Ne
COJICP KA N3MEHEHHSI IPOTOKOJIA
1 | Obnosren cocmag npoepammnozo obecnevenus (110), 29.06.2017 e. 10
co8pemenHbIX npogheccuoHanrvhvix 6as oannvix (b)) u
ungopmayuonno-cnpasoynvie cucmem (MCC)
2 | ObHosnen cocmas npoepammnozo obecnevenus (110), 26.06.2018 e. 20
COBpPeMeHHbIX npopeccuonanvhbvix 6az oannvix (B/) u
ungopmayuonno-cnpasoynwvie cucmem (MCC)
3 | Obnosnen cocmas npoepammuozo obecneuenus (110), 29.08.2019 a. 1
COBpPeMEeHHbIX NpogeccuoHanbhvlx 6as oanuvix (B/) u
ungopmayuonno-cnpasoynwvie cucmem (MCC)
4 | Obnosnena cmpykmypa OuCyuniunsl (MoOyis) 0ist OYHOU 23.06.2020 2 14
Gopmvl 0oyuenus (2020 2.)
5 | Obnosnena ocnosnas u donornumenvras aumepamypa 23.06.2020 2 14
6 | O6nosnen pazoen n.4 ObpazosamenvHvle MEXHOI02UU 23.06.2020 2 14
7 | Obnosnen cocmas npoepammnozo obecneuenus (110), 23.06.2020 2 14
cospemenHblx npogheccuonanrvhvix 6as oannvix (b/]) u
ungopmayuonro-cnpasounvie cucmem (MCC)
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[Ipunoxenue 1
K JIUCTY U3MEHEHUI

OO0OHoOBJIEHHEe OCHOBHOM M J0NOJHUTEILHOM JuTepatypsl (2017 r.)

1. CocraB nporpammuoro odecnedenus (IIO), coBpeMeHHbIX NPogecCHOHATBHBIX 0a3

nanHbIX (b/1) u unpopmanmonno-cnpaBounbie cucrem (MCC) (2017 r.)

Ilepeuens I1O
Tabnuya 1
Nent Haumenosanue [10 [TpousBogutens | Croco0 pacnpocTpaHeHUs
/m (ruyensuonnoe unu
c680000HO
pacnpocmpatsemoe)
1 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
2 Windows XP Microsoft JIMLEH3MOHHOE
3 Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
4 OC «Anbst O6pazoBanue» 8 00O «bazanbT | IUIIEH3NOHHOE
CIIO
Iepeuens B/l u UCC
Tabnuya 2
Neni/n HaumenoBanue

Mexnynaponnelie pedepatuBHble HaykomeTpudeckue bJl, moctymHbie B paMkax
HaAIIMOHAJIBHOM noamucku B 2017 1.

Web of Science

Scopus

HpO(i)eCCI/IOHaJ'IBHBIe IIOJIHOTCKCTOBBIC BI[, AOCTYIIHBIC B paMKax HaLII/IOHaJIBHOfl
moamucku B 2017 1.

XKypuaner Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

KomnbroTepHble CIpaBOYHbIE IPABOBBIE CUCTEMBI
KoncynsranT Ilnroc,
l'apanT

CocTaBUTEND:
Kanaunar TexHu4eckux HayK, JOIEHT, noueHT, H.B.I'pumuna
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[Ipunoxenue 2
K JIUCTY U3MEHEHUI

2. CoctaB nporpammuoro odecnedenus (I10), coBpemeHHBIX MPodecCHOHATBHBIX 623
nanHbIX (b/1) u unpopmaunonno-cnpaBounbie cucrem (MCC) (2018 r.)

Ilepevens I1O
Tabruya 1
Ner/ Hanmenosanue 110 [IpowsBoauTens Crioco6 pacmipocTpaHeHUS
n (ruyensuonnoe unu c60600H0O
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3 Windows 7 Pro Microsoft JIUIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOIHO
pacrpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft cBOOOIHO
pacrpocTpaHsieMoe
6 SPSS Statisctics 22 IBM JIALIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JUIICH3UOHHOE
8 SPSS Statisctics 25 IBM JIALIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
10 OC «AnwsT O6pazoBanue» 8 00O «bazanbT | IUIIEH3UOHHOE
CIIO
11 | Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIALIEH3MOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIEH3MOHHOE
Ilepeyens B/l u UCC
Tabauya 2
Neri/mt HaumenoBanue

MexnayHnapoansie pedepaTuBHbIE HayKoMeTpuueckue bJl, mocTymnHbple B pamMkax
HaIIMOHAJILHOM nmoamucku B 2018 T.

Web of Science

Scopus

[Tpodeccuonanbupie moTHOTEKCTOBBIE B/I, JOCTYyIHBIE B paMKax HAIlMOHAILHON
noamucku B 2018 T.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

DJIeKTPOHHBIC M3/IaHMsI U3aTeILCTBA Springer

[TpodeccnonanpHbie MOJIHOTEKCTOBBIE B]]
JSTOR

W3 nanust mo oO1iecTBEHHBIM H T'YMaHUTAPHBIM HayKaM

KomnbroTepHble ClIpaBOYHbIE TPABOBBIE CUCTEMBI
Koncynprant Ilmtoc,
l'apanTt

CocraBurenb: Kanauaar TeXHUYECKUX HAYK, NOLEHT, AoueHt, H.B.I'pummna
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[Ipunoxenune 3
K JINCTY U3MEHEHUH

3. CocraB nporpamMHoro odecneuenus (IIO), coBpeMeHHbIX npodeccHOHATBHBIX 0a3
nanHbIX (b/1) u undpopmanmonno-cnpapounbie cucrem (MUCC) (2019 r.)

Ilepeuens IO
Nent Haumenoanue 10 [IpousBoauTenn Croco6
/m pacnpocTpaHeHUs
(rnuyenzuonnoe unu
c60600HO
Pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JUIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JUIICH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacrpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft cBOOOIHO
pacrpocTpaHsieMoe
6 SPSS Statisctics 22 IBM JIALIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JUIICH3UOHHOE
8 SPSS Statisctics 25 IBM JIALIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JUIICH3UOHHOE
10 | OC «AnwsT ObOpazoBanue» 8 00O «bazanpt CIIO | nurieH3u0oHHOE
11 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIALEH3MOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
14 | Microsoft Office 2016 Microsoft JIALEH3MOHHOE
15 | Visual Studio 2019 Microsoft JIALIEH3UOHHOE
16 | Adobe Creative Cloud Adobe JIUIICH3UOHHOE
ITepeuens B/l u UCC
Nen HanmenoBanme
/m
1 | MexnayHnaponusie pedepatuBHble HaykomeTpudeckue bJl, noctymHble B paMkax
HalMOHAILHOM moanucku B 2019 r.
Web of Science
Scopus
2 | Ilpodeccuonanbubie momHOTEeKCTOBBIE B/], MOCTymHBIE B paMKax HallMOHAIBHOM
noamnucku B 2019 r.
Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnans Taylor and Francis
3 | llpodheccronanbHbie MOTHOTEKCTOBBIE B/]
JSTOR
N3nanns mo o01ecTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnekTponHas oubsmoreka Grebennikon.ru
4 | KoMIIbIOTEpHBIE CITPAaBOYHBIC TPABOBBIC CHCTEMBI
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Koncynperant Ilmroc,
I'apanT

CocTaBUTEND:
Kangunar TexHuueckux Hayk, JOUEeHT, qoueHt, H.B.I'pumuna
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[Ipunoxenue 4
K JIUCTY U3MEHEHUI

4. O0OHoOBJIEHHE CTPYKTYPbI I CUMILIMHBI (MOLYJ151) AJ1s1 04HOM (popmbl 00yuenus (2020 r.)
CTpykTypa JTUCHUILIMHBI (MOAYJIs) 1 04HOH GopMbI 00yUeHu st

OO6mmast TPyI0EeMKOCTh JTUCIUTIIINHBI COCTaBIISAEeT 3 3. €., 114 4., B TOM yncle KOHTAaKTHas
paborta oOyJaromumxcs ¢ npenojasareneM 42 ., caMoCTosITeNIbHAsE paboTa oOydarommxcs 72 d.

Bunsl yueOHOI paboThI
(B yacax) @DOopMBI TEKYILETO
KOHTaKTHAas KOHTPOJIS

No Paszen 9 9 b = % yCIIEBaEMOCTH,
/1 JCLUATIIINHBL/ TEMBI 5 T B <§ & B (bopma .
o o |2 S ;\ 3 S Lg IPOMEKYTOYHOU

S| E| g |E E S E 2 £ | 8 & arrecrauun (no

% % % é % L§ E 2 g E § cemecmpam)

@) = O B slB sH- =

3HaueHne IUCLUUILIMHEL | 3 4 4 8 3acnymuBaHue

1 JUJIs. TIOATOTOBKU KaJpOB coo0IIeHU
110 3anMTe HHHOpMaIUK YcTHBIN onpoc

2 JIOKyMEHT ® CHCTEeMBI | 3 4 4 10 | YcrHbIi ompoc.
JIOKYMEHTOB B 17 Perienue
HUCTOPUIECKOM MTPAKTUIECCKIX
pa3BUTHUH. 3azad.

3 | OpunmanbHbIe U 3 4 4 18 | Yerubiii  ompoc.
CIIy)keOHbIe TOKYMEHTHI. Pemenue

MIPAKTUIECCKIX
3azad.

4 Mertoanka 3 4 4 10 VYerHbll  ompoc.
perjiaMeHTallMd COCTaBa Pemenwue
KOH(UIEHITHATBHBIX MPAKTUIECKIX
JTOKYMEHTOB 3azad.

5 IlocTranoBka 3 4 4 10 | YcrHsIii ompoc.
AOKYMeHToo0opoTa B 3aciylmBaHue
OpraHu3aIuu. COOOIIEHUH.

Pemenue
MPAKTUYIECKUX
3ajad.
3 2 16 | uToromas
3a4€T KOHTPOJIbHAs
pabota
utoro: 114 20 22 72

5. O0HOBJIEHHEe OCHOBHOM M JOMOJHUTEILHOM JuTepaTypbl (2020 r.)

B pazgen 6. YuyeOHO-MeTOoaMUYeCKOe U MH(OPMAITUOHHOE O0ecriedeHUue U CIUIINHbBI
BHOCATCA CICAYIOINEC NU3MCHCHUS:

Jononuute pazaen OcHOBHas auTepaTypa
Hoponuna, JI. A. OpraHuzamuss ¥ TEXHOJOTHUSA JOKYMEHTAI[MOHHOTO OOecredeHus
yIpaBJIeHUs : yIeOHUK U IpakTUKyM [yt By3oB / JI. A. Jloponuna, B. C. UputukoBa. — MockBa




30

: UsmarensctBo KOpaiit, 2020. — 233 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-04568-
0. — Texkcr : anexrponnsiii // DBC KOpaiir — URL: https://urait.ru/bcode/.

JonomHuTth pazzaen JonojJHUTeIbHAS JUTEPATypa
Kysneyos, MU. H. JlokymeHTalmoHHOE o0ecrieueHue ympaBieHus. JlOKyMEHTOOOOpOT U
JIEIIOTIPOU3BOICTBO : YUEOHUK U MpakTuKyM 1yt By30B / W. H. Ky3nenos. — 3-e u3zn., nepepad.
u nom. — Mocksa : MznarensctBo HOpaiit, 2020. — 461 c. — (Bsicmiee obOpa3zoBaHue). —
ISBN 978-5-534-04275-7. —  Tekctr : osnektponnbii // DObC  HOpaidr —
URL: https://urait.ru/bcode/449769

6. B snmement paboueil mporpammbel m.4 OOpa3zoBaTejibHbIE TEXHOJOTHMH BHOCSATCS
CJIETyIOIINE U3MEHEHUS:

B mepuon BpeMEHHOro MPUOCTAHOBIICHUSI MOCEIICHUS] OOYJarOUUMUCA TOMEIICHUN 1
tepputopun PITY. ansa opranuszanuu ydeOHOro mpolecca ¢ MPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHUsT W JUCTAHIMOHHBIX O0pPa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITH HCIIOJIE30BAHbI
cienyomue o0pa3oBaTelibHbIE TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-TIEKLIMU B PEKUME PEaTbHOTO BPEMEHH;

— DJICKTPOHHBIC YUCOHUKHU, YIeOHBIC TOCOOUS, HAYYHBIC H3IAHUS B AJICKTPOHHOM BHJIC H
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcaM;

— CUCTEMBI JIJIsl SJICKTPOHHOT'O TECTUPOBAHUS,

— KOHCYJBTAIIUU C UCTIOIb30BAaHNUEM TEJICKOMMYHHUKAIIMOHHBIX CPECTB.

7. B osnemeHT paboueil mporpamMmel 7. MaTepHaabHO-TeXHHYeCKOe olecnedyeHue
AUCHHUILIMHBI/MOAYJISAA BHOCATCS CJIEAYIOIINE U3MEHEHUS:
Ilepeuens B/l u UCC

Norm/mt HaunmenoBaunue

HalMoHAILHOM moanucku B 2020 T.
Web of Science
Scopus

1 MexnyHaponnbsle pedepaTuBHbIE HaykoMmeTpuueckue bJl, moctymHble B pamkax

noamnucku B 2020 T.

Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypnanst Taylor and Francis

2 [Ipodeccuonanpupie nonHoTekcTOBBIE bBJl, MOCTYymHBIE B paMKax HallMOHAIbHON

3 [Tpodeccuonanpabie TOTHOTEKCTOBBIE B/]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnextponHas 6ubnnorexka Grebennikon.ru

4 KommbrotepHbie cripaBOYHbIE TIPABOBbIE CHCTEMBI
Koncynprant [lntoc,
I"apanT

B osnmement paboueit mporpamMbel 7. MarTepHajbHO-TeXHHYeCKOe ofecreyeHHe
HHCHHHJIHHLI/MO)Iy.]IH BHOCATCA CICAYIOINE U3MCHCHMU:
CocraB nporpammHuoro odecnedyenus (I10)

Nenn Haumenosanue 110 [IpousBoauTens Croco0
/m pacrpocTpaHeHHs
(ruyenszuonnoe unu
c60000H0
Pacnpocmpamsiemoe)



https://urait.ru/bcode/
https://urait.ru/bcode/449769
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1 Adobe Master Collection CS4 Adobe JTUICH3NOHHOE
2 Microsoft Office 2010 Microsoft JTUICH3NOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOIHO
pacipocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOTHO
pacipocTpaHsIeMoe
6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JTUICH3NOHHOE
8 SPSS Statisctics 25 IBM JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
10 | OC «AnbsT O6pazoBanue» 8 00O «bazanpt CIIO | nuineH3noHHoe
11 | Microsoft Office 2013 Microsoft JIUIEH3HOHHOE
12 | Windows 10 Pro Microsoft JIMLEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
14 | Microsoft Office 2016 Microsoft JIUIEH3HOHHOE
15 | Visual Studio 2019 Microsoft JIMLEH3UOHHOE
16 | Adobe Creative Cloud Adobe JTUICH3NOHHOE
17 Zoom Zoom JINIEH3UOHHOE
CocraBuUTelb:

Kannuaar TexHuueckux Hayk, IOLEHT, noueHt, H.B.I pumnna



