MHNHOBPHAYKHN POCCHUN

denepanbHOE TOCYIapCTBEHHOE OIOIKETHOE 00pa30BaTEIBLHOE YUPEIKICHUE

BBICILIETO 00pa30BaHuUs

«KoCTpOMCKOM roCynapCTBEHHBINM YHUBEPCUTET)

(KT'Y)

( o . A
yYpexAeHue Bbicwero
«KOCTPOMCKOV FOCYAAPCTBEHHbIIA yHUBEPCHTET)
/ [LOKYMEHT NOANUCAH YCUNEHHOM
N> KBAMOULMPOBAHHOM SNEKTPOHHOM NOAMUCHIO
CBEAEHWUA O CEPTUDUKATE 3N

Ceptudukat: 00 AD E7 F5 C3 36 20 DF 83 6E 3A 5F 2C CB 92 54 DA
Bnapeneu;: lfepacumuyk UpuHa lOpbesHa

k Aeiicteutenen c 04 man 2023 ropa no 27 uiona 2024 ropa ]

PABOYA S [TPOI'PAMMA JTUCLIUITIJIMHBI

JOKYMEHTAIIMOHHOE OBECIIEYEHHUE
JAEATEJIBHOCTHU OPTAHU3 AN

Hanpasnenne noarotroBku:
38.03.02 MeHemKMEHT

HanpasneHHOCTS:
MapKeTHHI U 37eKTpOHHAasA KoMMepLrsl, MeHeKMEHT

KBamudukanus BeITyCKHHUKA: OaKagaBp

KocTpoma
2023



Pabouas mporpamma AUCHUIUTMHBI «J{OKyMEHTalMOHHOE OOecreYyeHHEe NESTENbHOCTH OpraHU3alumy
pa3paboraHa B coorBeTcTBUU ¢ DenepalibHbIM TOCYAapCTBEHHBIM 00pa30BATEIBHBIM CTaHAAPTOM
BBICIIET0 00pa3oBaHMs — OakajaBpuar 1o HarpasieHHIO moArotoBku 38.03.02 MeHemKkMeHT (pHKa3
Muno6puayku Poccun ot 12 aBrycta 2020 1. Ne 970)

Paspabotan: boxkxenko CBetnana BuktopoBHa, 3aB. kadenpoit s5koHoMuku 1 ynpasienus KI'Y,
K.3.H., JJOLEHT

Penensentsr: ['ynsiea M.K., 3aB. kadenpoit menemxmenta u mapketunra KI'Y, k.3.H., To1eHT
Kaper A.K. mupexrop o OpeHay 1 MapKETHHTOBBIM KOMMYHHKanusam [TAO
«BemmnennKom» (Open Oumnaiin)

I[TPOI'PAMMA YTBEPXIEHA:
Ha 3acenannu kageapsl MeHe»KMEHTa M MapKETHHTa

[Tpotokon Ne 8 ot 18.04.2023 1.

ITPOI'PAMMA TIEPEYTBEPX/IEHA:
Ha 3acenannu kadeapsl MeHe»KMEHTa M MapKETHHTa

[TpoTtokomn Ne oT 20

I[TPOI'PAMMA TIEPEYTBEPX/IEHA:
Ha 3acenannu kadeapsl MeHe»KMEHTa M MapKeTHHTa

[TpoTtokomn Ne oT 20

I[TPOI'PAMMA TIEPEYTBEPX/IEHA:
Ha 3acenanuu kadenpsl MeHe»KMEHTa M MapKeTHHTa

[TpoTtokomn Ne oT 20




1. He.]'ll/l H 3312491 0CBOCHUSA NUCHHUITIMHBI

Ilenvy  Oucyunnuner — QopmupoBaHue y OOyyarOIIMXCS HABBIKOB  O(OpPMIICHUS
OpraHU3alMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB C MCIIOJIb30BaHHE TEKCTOBBIX PENAKTOPOB U
opranu3anuy paboThl ¢ HUIMH, HEOOXOIUMBIX MIPU PELICHUH 3a7a4 NPo(hecCHOHANBHOM AesITebHOCTH.

3aoauu oucuuniuHwl:

— U3y4YeHHE MPaBUII 0POPMIICHHUS OPTaHNU3aUOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB;

— U3Y4YEHHE METO/I0B OpraHu3aluy padoThl ¢ JOKyMEHTaMH B OpraHU3aLUX;

— HW3YyYEHHE METOJIOB OO0ECleYeHUss KOHTPOJNS U KOH(PHUICHIMAILHOCTH B CHCTEME
JIeJIONPOU3BOICTBA OPraHU3aLNii;

— (dopMupoBaHHEe YMEHHMI M HaBBIKOB COCTaBJIATh OPraHU3allMOHHO-YIPaBICHUYECKHUE
JIOKYMEHTBI, BECTH JIEJIOBYIO IEPEIHUCKY.

2. IlepeyeHb MIIAHMPYEMBbIX Pe3yJIbTATOB 00y4YeHUs M0 IUCHUIINHE

B pe3ynbraTe 0CBOCHUS NUCHUIUIMHBI 00YYaIOUIUIICs TOJKEH:

OCBOUTH KOMIETEHIINHU:

OIIK-3. CmnocobeH pa3pabarbiBaTh OOOCHOBAaHHBIC OPTaHU3AIMOHHO-YIIPABICHYCCKUE
pEIIeHHs C YYeTOM MX COLMATIbHOM 3HAUMMOCTH, COJIEUCTBOBATh UX PEAIM3allUU B YCIOBUSAX CIIOKHOMN
U TMHAMUYECKOM cpe/ibl U OLIEHUBATh X MOCIEACTBHS.

Kox u conep:kanrne MHAMKATOPOB KOMITETEHITUH:

NK.OIIK-3.4. JlokyMeHTaIbHO O(hpOpMIISIET YIIPABICHUECKHE PEIICHUS.

3HaTh:

— CHCTEMBI IOKyMEHTAIUU, TPeOOBaHHsI K COCTaBICHHUIO U O(OPMIICHHUIO TOKYMEHTOB;

— TOCYIapCTBEHHBIE CTaHIApThl B chepe odopmieHHs TOKYMEHTOB Ha OyMaXKHOM W
AIEKTPOHHOM HOCHUTENISIX, COCTaB PEKBU3UTOB JOKYMEHTOB;

— mpaBmiia 0()OPMIICHUSI PEKBU3UTOB OPTaHU3AIMOHHO-YIPABICHYECKUX TOKYMEHTOB, B TOM
YHCIIe ¢ MPUMEHEHUEM HH(POPMAITMOHHBIX TEXHOJIOTHIA;

— BHIBI OJAHKOB, COCTaB PEKBU3UTOB OJAHKOB, CXEMBl PACIIOJIOKEHUS PEKBU3UTOB Ha
JIOKYMEHTE;

— COBpPEMEHHBIE CTIOCOOBI i TEXHUKY CO3aHHUs JJOKyMEHTOB;

— COBpPEMEHHbIE TEXHHUECKHUE CPEJCTBA U MH(POPMAIIMOHHBIE TEXHOJIOTUH, UCITIOIb3yEeMbIE IS
peleHnsi KOMMYHHUKAaTUBHBIX 3a/1a4;

— IpOIeAYPHI pabOTHI C TOKYMEHTaMHU B OpraHHU3aI[HIH.

Ymersn:

— COCTaBIATh ONAHKH OPraHU3ALHMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB U JOKYMEHTHI,
NPOBOJNTH AaHAJIU3 IIOJHOTHl HAJM4YMs B HUX PEKBHU3UTOB B COOTBETCTBHE C COBPEMEHHBIMHU
TpeOOBaHUAMU K 0()OPMIICHUIO TOKYMEHTOB;

— TOTOBUTH NPOEKTHI PACTIOPSIIUTEIBHBIX JOKYMEHTOB 00 OIulaTte TpyAa M MPEeMHUPOBAHUH
NEpPCOHANA;

— paboTaTh C HOPMAaTUBHOW JOKyMEHTalMed B 001acTH OQGOpMIICHHUS OpraHU3allMOHHO-
paclopsANTEIbHBIX TOKYMEHTOB U OPTaHU3AIMH PAO0OThI C HUMH.

Baagers:

— HaBbIKaMU OGOPMJICHHSI OPTraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB, HaBBIKAMH
oopMIIeHHS [1EOBOW TEPEeNUCKH, HaBBIKAMH OQOPMIICHHS JOKYMEHTOB JIMYHOTO XapakTrepa B
TEKCTOBOM PEIAKTOPE;

— HaBBIKAMH PabOTHI C TOKYMEHTAMH B OpTraHU3AIUIX.



3. Mecto aucuunimnHbl B cTpykrype OII BO

JlucuuiiuHa OTHOCUTCSL K 00s3aTeNbHON 4acTh y4yeOHOro ruiana. M3ydaercs B 3 cemectpe
(ounas ¢opma oOyueHus1), 4 cemectpe (04HO-3a0uHas ¢hopma oOydeHus1), 1 Kypce (JIETHssI ceccus) —
3aouHas popma oOyueHUsI.

W3yueHne OUCHMIUIMHBI OCHOBBIBA€TCS HA paHEe OCBOCHHBIX JUCIHILTMHAX/TPAKTHKAX:
BBCACHUC B HpO(beCCI/IOHaJIBHYIO ACATCIIBHOCTD, ACJIOBBIC KOMMYHUKAIIUU, TCOPUSA OpTraHU3aAllUHd U
yTIpaBIICHUS.

HBy‘-IeHI/IC AJUCHUIIIINHBI ABJISACTCA OCHOBOU AJi1 OCBOCHUA NNOCJICAYIOIINX I[I/ICI_[I/IHHI/IH/HpaKTI/IKZ
pa3paboTka YNpaBICHUYECKUX pEIICHUH, MpEeINpUHUMATENbCKAs JACATENbHOCTh M OW3HEcC-
IMJIaHUPOBAHUC, yqe6Ha;1, MMPOU3BOACTBCHHAA U NPCAIUIIOMHAA TPAKTUKH.

4. O0LeM THCHUILTHHBI
4.1. O0beM TUCUMIIVIMHBI B 324€THBIX eIUHUIAX € YKA3aHUEM aKaJeMHYeCKHX
(acTPOHOMHYECKHNX) YACOB U BU/bI Y4eOHOH padoThI

Bunpr yaeGHO# paboTh Ounas 3aouyHas OuyHo-3a04yHas
dopma dopma
00y4JeHHsI
OO0mass TpPyIOEMKOCTh B 3a4ETHBIX 3 3 3
eIMHUIAX
OO011as TpyJI0EMKOCTh B Yacax 108 108 108
AyAUTOpHBIEC 3aHATHA B 4Yacax, B TOM 50 12 40
YuCIe:
Jleknn 16 6 16
IIpakTrueckue 3aHATHS 34 6 24
JlaboparopHsble 3aHATUS — — —
[TpakTHyeckast MOArOTOBKA 16 2 12
CamocrosiTenbHast paboTra, B TOM 57,75 91,75 67,75
ymciie (B yacax):
dopma MPOMeKYTOYHON aTTeCTAIMH 3auer 3ager 3auet

4.2. O0beM KOHTAKTHO padoThl HA 1 o0yuyarwuerocs

Bunpl yueOHBIX 3aHATHI OuHas 3aouHas OuHo-3a04YHas
opma dopma
00y4JeHHs

Jlexun 16 6 16
[TpakT4ecKue 3aHsATUS 34 6 24
JlaboparopHbie 3aHATUN — — —
Koncynpranumn - — —
3aueT/3a4eThI 0,25 0,25 0,25
DK3aMeH/3K3aMEHbI - — —
KypcoBsie paboTbl — — —
KypcoBbie mpoeKThI - — —
Bcero 50,25 12,25 40,25




5. Conep:xaHue TMCUMILIMHBI, CTPYKTYPHPOBAHHOE 10 TeMaM (pa3jesaM), ¢ yKa3aHueM
KOJIMYeCTBA YaCOB M BU/0B 3aHATHI

5.1 TemaTnuyeckuii MIaH y4eOHON JUCHUNIMHBI

Temarnueckuii JIaH yueOHOI JUCUMILIMHBI (09HasA (popMa 00yUeHHs)

HasBanue pa3zzgeina, TeMbl

Bcero,
Jac

AynuTOpHBIE 3aHSTHS

JIEKII.

MIPAKT.

11a0.

CamMmocTogrenbpHas
pabora

YHupuuupoBaHHbIC
CHCTEMbI JOKyMEHTAIlUH.
YHupuuupoBaHHas
cucTemMa
OpraHu3aIMOHHO-
pacnopsaIuTeIbHON
JOKYMEHTAIUH.
TpeboBanust k OjaHKaM
JIOKYMEHTOB

12

OO6ume MpaBuUIIa
oOpMIICHHST PEKBH3UTOB
OpraHU3aMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB

20

CocraBnenue 51
oopmicHHEe OCHOBHBIX
OpTraHU3aIOHHO-
pacropsIUTeIbHBIX
JIOKYMEHTOB

27

16

10

[IpaBuna u  ¢opmsl
JI€JIOBOY NTEPENUCKU

14

CocraBienue
JTIOKyMEHTOB JIMYHOTO
XapaKTepa

Opranmsanus paboThl C
JTOKYMEHTaMU

CocraBnenne
HOMEHKJIATYPEI i g
dopMUpOBaHUE u
odopmiieHne TelL.
IToaroroBka nen K
nepegaye Ha apXUBHOE
XpaHEHHE

Opranuzanust paboTel ¢
JTOKYMEHTaMH,
COJIepIKaIIMHU
KOH(UACHITHATBHBIC
CBEJICHUS

5,75

3,75

3aueTt

10

10

UTOI'O

16

34

57,75




Temarnueckuii J1aH y4eOHOM JTUCHHUILVINHBI (3a04Hasi popma o0yueHust)

HaszBanue paznena, TeMbl

Bcero,
qac

AyIUTOpHBIE 3aHIATHUS

JICKII.

MIPAKT.

11a0.

CamMmocTosTeabpHas
pabora

YHudumupoBaHHbie
CHCTEMBI JOKyMEHTAIUH.
YaudumnupoBanHas
cucreMa
OpraHHU3aIOHHO-
pacropsIAUTEIbHON
JIOKYMEHTaIUH.
TpeboBanust k OyiaHKam
JTOKYMEHTOB

12

0,5

0,5

11

O6mme rpaBuia
oopMmieHHS PEKBU3UTOB
OpTraHU3aIOHHO-
pacropsIUTeIbHBIX
JIOKYMEHTOB

15

13

CocraBnenue n
oopMIICHHE OCHOBHBIX
OpraHU3aIOHHO-
pactopsaAUTEIIbHBIX
JIOKYMEHTOB

16,5

1,5

13

[lpaBuna u  ¢opmsl
JIeJIOBOM MEPENUCKU

12,5

0,5

11

CocraBiieHue
JIOKYMEHTOB JINYHOTO
Xapakrepa

12

0,5

0,5

11

Opranuzanust paboTel ¢
JOKYMEHTaMHU

12

0,5

0,5

11

CocraBnenue
HOMEHKJIaTypPbl Jel.
dopMupoBaHue u
opopmiieHre T,
[ToaroroBka Jen K
rnepefaye Ha apXUBHOE
XpaHeHHe

12

0,5

0,5

11

Opranmsanus paboThl C
JIOKYMEHTaMH,
COJICPIKAITIMH
KOH(UIEHINAILHEIC
CBEJICHUS

11,75

0,5

0,5

10,75

3auer

NTOI'O

91,75




TemaTuyeckuii IJIaH y4eOHOM THCHUILINHBI (04HO-3204Has1 popMa 00ydeHHs)

HaszBanue paznena, TeMbl

Bcero,
qac

AyIUTOpHBIE 3aHIATHUS

JICKII.

MIPAKT.

11a0.

CamMmocTosTeabpHas
pabora

YHudumupoBaHHbie
CHCTEMBI JOKyMEHTAIUH.
YHudumnupoBanHas
cucreMa
OpraHHU3aIOHHO-
pacropsIAUTEIbHON
JIOKYMEHTaIUH.
TpeboBanust k OyiaHKam
JTOKYMEHTOB

12

O6mme rpaBuia
oopMmieHHS PEKBU3UTOB
OpTraHU3aIOHHO-
pacropsIUTeIbHBIX
JIOKYMEHTOB

22

10

CocraBnenue n
oopMIICHHE OCHOBHBIX
OpraHU3aIOHHO-
pactopsAUTEIIbHBIX
JIOKYMEHTOB

25

12

12

[lpaBuna u  ¢opmsl
JIeJIOBOM MEPENUCKU

12

CocraBiieHue
JIOKYMEHTOB JINYHOTO
Xapakrepa

Opranuzanust paboTel ¢
JOKYMEHTaMHU

CocraBnenue
HOMEHKJIaTypPbl Jel.
dopMupoBaHue u
odpopmiieHre T,
[Toaroroska Jen K
rnepefaye Ha apXUBHOE
XpaHeHHe

Opranmsanus paboThl C
JIOKYMEHTaMH,
COJICPIKAITIMH
KOH(UIEHINAILHEIC
CBEJICHUS

5,75

3,75

3auer

10

10

NTOI'O

16

24

67,75




5.2. Conep:kaHue QM CHUNINHBI

Tema 1. YHuUUUUPOBAHHBIC CHCTeMbl JOKYMEHTAIMH. YHH(HMUIHPOBAHHAS CHCTEMA
OPraHU3aUMOHHO-PACTIOPSAUTENbHON JoOKyMeHTAlUN. TpedoBaHus K 0JIaHKAM JJOKYMEHTOB

YHUpUKaMa JOKYMEHTOB. Y HU(PUIIMPOBAHHBIE CUCTEMBbI JOKYMEHTALUH. JJoOKyMeHTallnOHHOE
obecrieueHne ympaBiaeHust (Aemonpou3BoACTBO). JlokymeHT. biaHkM HOKYMEHTOB, WX CITOCOOBI
u3rotopieHus. @opmaTsl JUCTOB OyMaru, UCHOJIb3yeMbIe JJIs1 U3roToBIeHHs OaHKoB. TpeGoBanus
OJlaHKaM JTOKyMEHTOB mnpeanpustus. [lonas 61aHKOB TOKYMEHTOB. BUbl pacnosiokeHus peKBU3UTOB
3aroJI0BOYHOM YacTH AOKYMCHTA.

Tema 2. OOmme mnpaBuiaa  odpopmileHHS  PEKBH3HTOB  OPraHU3allMOHHO-
pacnopsiiuTeJbHbIX TOKYMEHTOB

Opranu3anuoHHO-PACTIOPSIUTENBHBIE JTOKYMEHTBI, COCTaB WX PEKBU3UTOB. TpeboBaHHs K
0(QOPMIIEHHIO PEKBU3UTOB JOKYMEHTOB:

01 - rep6 (F'ocymapctBennslii Tepd Poccuiickoiit ®eneparnuu, repd cyowekra Poccuiickoii
®denepanuu, repd (repanbIUIecKuil 3HaK) MyHHUITUTIATHFHOTO 00pa30BaHus );

02 - smOneMa;

03 - ToBapHBIH 3HAK (3HAK OOCITY)KUBaHHS ),

04 - xox (hopMBI JOKYMEHTA;

05 - HaMMEHOBAaHWE OPTraHU3alMH - ABTOPA TOKYMEHTA;

06 - HauMeHOBaHME CTPYKTYPHOTO MOIPA3/ICIICHHUS - aBTOPA JOKYMEHTA;

07 - HaMMEHOBAaHUE JOJKHOCTH JIMIIA - aBTOPA IOKYMEHTA;

08 - cripaBOYHBIC TaHHBIE 00 OPTaHU3AIINH;

09 - HaMeHOBaHME BUJIa IOKYMEHTA;

10 - nata noKyMeHTa;

11 - peructpalliOHHBIN HOMEP JOKYMEHTA;

12 - cchlka HA PETUCTPALMOHHBIN HOMEp U JaTy MOCTYHUBIIETO TOKYMEHTA;

13 - mecTo cocTaBieHus (M31aHMs) TOKYMEHTA;

14 - rpud orpanmydeHus AOCTyNa K TOKyMEHTY;

15 - agpecar;

16 - rpud yTBep>KIACHHS TOKYMEHTA;

17 - 3aroI0BOK K TEKCTY;

18 - TeKCT JOKYMEHTa;

19 - oT™MeTKa O MPUIIOKEHUU;

20 - rpud cornacoBaHUs TOKYMEHTA,

21 - Bu3a;

22 - IOAIINCE;

23 - oTMeTKa 00 3JIEKTPOHHOH MOJIINCH;

24 - neyarn;

25 - orMeTKa 00 MCITOJHUTEIIE;

26 - OTMETKA O 3aBEPEHUHU KOIIHH;

27 - OTMETKa O MOCTYIUICHUH TIOKYMEHTA;

28 - pe3onronusi;

29 - oTMeTKa 0 KOHTPOJIE;

30 - oTMeTKa O HaIpaBIEHUU TOKyMEHTa B JIEJIO.

Tema 3. CocraBiienne u 0oopMiIeHHE OCHOBHBIX OPraHH3alMOHHO-PACHOPAIUTEIbHBIX
JAOKYMEHTOB

Bunbl opraHn3aniioHHO-pAacIOPSIAUTENBHBIX TOKYMEHTOB, X Ha3HaueHue. CocTaB M IpaBHIla
oQOopMIIEHHS PEKBU3UTOB OCHOBHBIX OPraHM3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB: MPUKA30B,
pacropsKeHUH, MOJ0XKEHUH, MpaBWil, UHCTPYKLUH, MPOTOKOJIOB, aKTOB, JOKJIAIHBIX U CIIY>KEOHBIX
3aMMCOK, KOHTPAKTOB, O(PHUIINAIEHBIX TOBEPEHHOCTEH, CIIPABOK.



Tema 4. IIpaBnia u popMbI 1e10BOMH NePENUCKH

JlenoBas mepenucka, ee BHIAbl. Buabl muceM kak 0O0OOLIEHHOE Ha3BaHUE PA3JIUYHBIX 10
COZICPKAHUIO JOKYMEHTOB, IIEPECBUIAEMBIX IO mouTe. bilaHk mucbma, COCTaB €ro pPEKBU3UTOB.
TpeboBanus1, npeabsBIsieMble K TEKCTY MCbMa. BapraHTbl 000pOTOB TEKCTOB Pa3IUYHBIX TUCEM.

Tema 5. CocTaBjieHUe JOKYMEHTOB JJMYHOI0 XapaKkrepa
[IpaBumna oopmiieHUs JOKYyMEHTOB JIMYHOTO XapaKTepa: 3asBlIeHUs, pe3tome, aproonorpaduu,
PaCIUCKH, JINYHON TOBEPEHHOCTH.

Tema 6. Opranusanusi padoThbl ¢ JOKyMEHTAMU

OO6paboTka TMOCTYMaKOUIMX JOKYMEHTOB, XapakTepucTtuka ee drtanoB. (OOpaboTka
OTHPABISAEMBIX ~ JOKYMEHTOB. @OpMBI  perucTpanuu JOKyMeHTOB. IlpumepHbIi mepedeHp
HEPEruCTPUPYEMBIX JOKYMEHTOB. TexXHOMOruu oOpaOOTKM BHYTPEHHUX JOKyMEHTOB. KoHTpoib
UCTIOJTHEHUS! IOKYMEHTOB.

Tema 7. CocraBjieHMe HOMEHKJIATYpPbI Jaejl. DopmupoBanue u odopmiieHue jaell.
IMoaroroBka jen K nepeaadye Ha apXMBHOE XpPaHEHH e

HeoOxomumocTh KkiaaccupUKaluu JTOKyMEHTOB. JleJ0 Kak COBOKYIMHOCTh JIOKYMEHTOB.
[Ipu3Haku rpynnupoBKU JOKYMEHTOB B Jena. Haznauenne HomeHKIaTyphl fen. CocTaB ee pa3ielios.
Hywmepanusi 3aronoBkoB el BHYTPH pa3/lelioB HOMEHKIATypbl. OCHOBHbIE MpaBuia pabOThl ¢
HOMEHKJIATypOU JEI.

TpeboBanusi, mpeabsBisieMbie K ¢dopmupoBanuio neia. OdopmieHue 0O0JIOKKHA —Jena.
Hasnauenue apxwBa mnpeanpustusi. llporecc ompeneneHus KOHKPETHBIX CPOKOB XPaHCHHS
nokyMeHTOB. Cpoku xpaHeHusi AokyMeHToB. [IpaBuna pomonHuTensHOro oGOpMIICHHUS e,
OTOOpaHHBIX Ha apxuBHOE XpaHeHUe. OdopmileHrne 3aBepUTENHLHOTO JICTA JIeNia, ONUCEH Ha TPYIIIbI
JIeJ1, aKTa Ha YHUUTOXKEHUE Jell.

Tema 8. Opranm3anusi padoTbl ¢ JOKYMEHTAMH, COJEPKAIMMMH KOH(pUIeHIHAIbHbIE
CBe/IeHHS

[MpuHIMIEl 00ecnieueHnss KOHOUICHITUATBHOCTH HH(DOPMAIMH B CHCTEME JCIIOTPON3BOICTBA.
Onpenenenne CEKpeTHOCTH JOKyMmMeHTa. (OCHOBHBIE MPOOJEMBbl OpraHU3alUUd  CEKPETHOTO
JIEJIONPOU3BOICTBA.

5.3. [IpakTHyecKkasi NOAT0OTOBKA
5.3.1. IlpakTuyeckasi moAroToBka (ouHasi gopma ooyueHus )

Kon, nanpaenenwe, | HammenoBanue muctumuinasl | KonmdecTBO 9acoB AWCHUILUIMHBL, pealn3yeMble B
HaIlpaBIEHHOCTD (hopMe paKkTUIECKON TOATOTOBKH
Bcero | Cemectp 3 CemecTp ..
Jlexuuu | IIp.3an. | Jlab.p.
38.03.01 Dxonomuka | JloKyMEeHTaIIMOHHOE 16 - 16 - - | -] -
- HKOHOMHKa | o0ecrieueHne AesTeNbHOCTH
ousHeca OpraHu3aLuu
Kon HNunuxartop Coneprkanue 3amaHus Ha Uucio yacoB MPakTUYECKOU MOJTOTOBKU
KOMIIETEHIIUH | KOMIIETEHI[UU MPaKTUYECKYIO Bcero Jlexmuu | Ilpaxt. | JIab6.pa®
IMOATrOTOBKY I10 3aHATUA
BEIOPaHHOMY BUIY
JeATEIIbHOCTH
OIIK-2 UK.OIIK-2.3 | OdopMuTts 16 - 16 -
OpraHU3aIMoOHHO-
pactopsIINTENbHEIE
JIOKYMEHTBI




5.3.2. IlpakTnyeckasi NOArOTOBKA (3a0uHas ¢opma o0yueHus)

Kon, wnanpaenenwe, | HammenoBanue muctumnasl | KonnyecTBO 9acoB MWCIUIUIMHBL, pealn3yeMble B
HaIpPaBICHHOCTh (hopMe paKTUIECKOH TOATOTOBKH
Bcero | Kypce 1 (eT. ceccust) Cemectp ..
Jlexuuu | IIp.3an. | JIab.p. | ... | ... | ...
38.03.01 Dxonomuka | JloKyMEeHTaIIMOHHOE 2 — 2 — — — —
- 9KOHOMHKA | 00ECIICUECHUEe  JICATCIBHOCTH
ousHeca OpraHu3auuu
Kon WNunukarop CogeprkaHue 3aJaHus Ha Uucno 4acoB MPakTUYECKOH MOArOTOBKU
KOMIIETEHIIUH | KOMIIETEHIIUN IIPAKTUYECKYIO Bcero Jlexmuu | Ilpaxt. | JIab6.pa®
MTOATOTOBKY TT0 3aHATHUSA
BbIOpaHHOMY BUIY
JESITeILHOCTH
OIIK-2 UK.OIIK-2.3 | Odopmuth 2 - 2 -
OpraHHU3aIMOHHO-
pactopsIuTENbHbIE
JIOKYMEHTBI
5.3.3. lIpakTnyeckasi NOAr0TOBKA (04HO-3a04Hasi hopMa 00yueHHs1)
Kon, nHanpaenenwe, | HaumenoBanue muctumuinasl | KonnyuecTBO 9acoB MWCIUINIMHBL, peann3yeMble B
HaNPaBICHHOCTh (hopMe paKTUIEeCKOH MMOATOTOBKH
Bcero | Cemectp 4 Cemectp ..
Jlexmu | Ilp.3aH. | Jlab.p.
38.03.01 Dxonomumka | JIOKyMEHTaIIMOHHOE 12 - 12 - - | =1 -
- SKOHOMHKA | o0ecrieueHne JIeATEIbHOCTH
Ou3Heca OpraHH3aLuu
Kon WNunukarop CogeprkaHue 3aJaHus Ha Hucno 4acoB MPaKkTUYECKON MOATOTOBKU
KOMIETCHIIUN | KOMITETEHITHH MPAKTHYECKYIO Bcero Jlexuu | Ilpaxt. | JIab6.pab
MTOATOTOBKY TT0 3aHATHUSA
BBEIOpaHHOMY BHITY
JeSITeILHOCTH
OIIK-2 UK.OIIK-2.3 | Odopmuth 12 - 12 -
OpraHU3aIMOHHO-
pactopsIIUTENbHbIC
JIOKYMEHTBI
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6. MeToguueckune MaTepuaJibl 1Jisi 00y4AIOIIMXCH 110 OCBOCHHIO M CIUTLINHBI
6.1. CamocTosiTe/ibHAsI pa0d0Ta 00YYAKOIIUXCH 110 JUCHUIINHE

CamocrosiTesibHasi paboTa 00y4aromuxcs 1o JMCUUIINHE

ouHasi popma 00yueHus )
Ne Paznen (Tema) 3ananue Yacel MeTonuueckue dopma
n/m AUCHUILINHBI PeKOMEeHJalMH 110 KOHTPOJIsI
BBIIIOJIHEHUIO 32JaHHHA
1 | Yaudumuposanusl | OpopMuth 6 N3yuuts Marepuaibl [YCTHBIM  OIPOC,
e CUCTEMBI | OIaHKU JEKIMH, JIUTEPATypy IO [BBIIIOJHECHUE
JOKYMEHTAIIH. JOKyMEHTOB npoOieMarike TUIOBBIX
YHudumnupoanna 3a1aHNi
A cucTema
OpPraHHU3aIMOHHO-
pacnopsAUTEIbLHO
W JTOKyMEHTaIlHH.
TpeboBanus K
OsaHKam
JOKYMEHTOB
2 | Obmme mpaBuia | OdpopMuTh 8 N3yuuts MarepHuaiibl [YCTHBIM  OIPOC,
oopmienus PEKBU3UTHI JEKIMH, JIUTEepaTypy IO [HMCbMEHHBIN
PEKBU3UTOB JOKyMEHTOB npoOyeMaTuKe 0IIpoc,
OpraHU3alMOHHO- BBITOJIHEHNE
pacnopsANTEIbHBI TUIOBBIX
X JTOKYMEHTOB 3a1aHui
3 | CocraBnenue u | Opopmuth 10 N3yuuts Marepuaiibl [YCTHBIM  OIpOC,
oopmnenne OpraHu3alMOHH JEKIUN, JMTeparypy MO [MMCbMEHHBIN
OCHOBHBIX 0- npoOieMaTuke 0IIpoc,
OpPraHU3allMOHHO- | PACHOPSAANUTEND BBITTOJIHEHNE
pacnopsAUTENbHEl | HbIE TUIOBBIX
X JIOKYMEHTOB JOKYMEHTBbI 3aaHui
4 | IlpaBuna u ¢opmel | ObopMuTh 8 N3yuuts Marepuaiibl [YCTHBIM  OIpOC,
pi (N (0):10) % pasHbIC  BHJBI JEKUUN, JMTeparypy MO [MMCbMEHHBIN
MIEPETUCKU JIETIOBBIX npoOreMaTuke 0IIpoc,
IUCEM BBITTOJIHEHNE
TUIOBBIX
3aJaHUI
5 | CocraBnenue Odopmuts 4 N3yuuts Marepuaiibl [YCTHBIM  OIpOC,
JIOKYMEHTOB JOKYMEHTBI JEKIMH, JIUTEepaTypy IO [HMCbMEHHBIN
JIMYHOTO JIMYHOT'O npoOyeMaTuKe 0IIpoc,
Xapakrepa Xapaxrepa BBITTOJIHEHNE
TUIOBBIX
3aJaHUI
6 | Opranuzanus IlogroroBurscs 4 N3yuuts Marepuaiibl [YCTHBIM  OIpOC,
paboThI C|K JEKUUN, JIMTeparypy MO [MMCbMEHHBIN
JOKYMEHTaMu TEMATHYECKOMY npoOieMaTuke OIIpOC,  JIOKJIAJ,
KOHTPOJIIO [Ipe3eHTaLus
7 | CocraBieHue Odopmuts 4 N3yuuts Marepuaibl [YCTHBIM  OIpOC,
HOMEHKJIATYPbI JOKYMEHTBI 110 JEKIMH, JIUTEPAaTypy IO [MMCBMEHHBIN
Jet. dbopmupoBaHU npoOiemMaTuke OIpoc,  JIOKJIA/,
DopMHUpOBaHUE U | IO JIEN [TPE3CHTaLNS

oopMIICHHE JICIL.
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ITogroroBka nen k
nepeaaue Ha
apXHBHOE
XpaHEeHHe
8 | Opranuzanus Odopmuts 3,75 | U3yuurs Mmarepuaiisl |YCTHBIM  ompoc,
paboThI C | JIOKYMEHTHI, JIEKLUMUH, JUTeparypy IO |[MMChbMEHHBIN
JTOKyMEHTaMH, coneprkarme npoOnemarnke OIIpOC,  JIOKJIAJ,
coJiepKaluMHU KOH(pUIEHIHAT [pe3eHTalus
KOH(HUIEHIMAJIbH | bHBIC CBEJICHUS
bl CBE/ICHUS
3auer [lonroroBurscs 10 N3yunts Marepuaisl (3a4eT
K 3a4€eTy JeKLUWH, JUTeparypy 1o
npoOeMaTHKe
Htoro 57,75 —
CamocrosiTeibHAst paboTa 00y4YarOIMXCH 10 JUCHUILINHE
(3aouHas ¢opma o0yueHus )
Ne Pasnen (Tema) 3ananue Yacel MeTonuueckne dopma
n/n AUCHMILTHHBI PeKOMEHJALHH 110 KOHTPOJIsSA
BBINOJIHEHUIO 3/1aHUS
1 | Yaudunuposanusr | OpopMuts 11 M3yunth Marepuaisl [KoHTposibHas
e CUCTEMBI | OJaHKU JeKUWi, JmTeparypy 1o [pabora
JOKyMEHTAIHH. JOKYMEHTOB npoOneMarke
YHuduurpoBaHHa
A cucreMa
OpraHu3aIMOHHO-
pacnopsIuTeIbHO
W JIOKyMEHTallH.
TpeboBanus K
OnmaHkam
JOKYMEHTOB
2 | Obume mpasuia | OdpopMuTh 13 N3yunts Marepuaiibl [KOHTpobHas
oopmIIeHUs PEKBU3UTHI JISKIUH, JUTeparypy Mo [pabora
PEKBU3UTOB JOKYMEHTOB npoOieMarike
OpraHU3alMOHHO-
pacropsIuTeIbHbI
X JOKYMEHTOB
3 | CocraBnenue  u | OdopMuth 13 N3yunts Marepuaiibl [KoHTpobHas
oopmiieHre OpraHu3aIlMOHH JIEKIUH, JUTeparypy Mo [pabora
OCHOBHBIX 0- npoOieMaTike
OpPraHU3alIOHHO- | PacHOPAAUTEND
pacropsIUTeIbHbI | HbIE
X JOKYMEHTOB JOKYMEHTBI
4 | IlpaBuna u ¢popmel | ObpopMuTh 11 N3yunts Marepuaiibl [KoHTpobHas
JETTOBOM pa3HbIE  BHIIbI JISKIUH, JUTeparypy Mo [pabora
MIEPENTUCKU JIETTOBBIX npoOieMarike
1ceM
5 | CocraBnenue Odopmuts 11 N3yunts Mmarepuaiibl [KOHTpobHas
JOKYMEHTOB JOKYMEHTbI JeKUui, JmTeparypy 1o [pabora
JIUYHOTO JIMYHOT'O npoOnemarike
XapakTepa XapakTepa
6 | Opranuzauus [loaroroButecst 11 N3yunth Marepuaiisl |[KoHTposIbHAs
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paboThI C|K JeKUWi, JmTeparypy 1o [pabora
JOKyMEHTaMHU TEMaTH4ECKOMY npoOneMarHke
KOHTPOJIO
7 | CocraBieHue Odopmuts 11 N3yuuts Marepuaibl [KoHTposbHas
HOMEHKJIATYPHI JOKyMEHTHI IO JEeKIWi, JmTeparypy 1o [pabora
el dbopmupoBaHU npoOnemaruke
@opMHpOBaHUE W | 10 A€
odopmieHHe [en.
[TonroroBka nmenm k
nepenaue Ha
apXHBHOE
XpaHEeHHe
8 | Opranuzanus Odopmuts 10,75 | U3yuuts Marepuaiisl [KOHTpOsIbHAS
paboThI C | JIOKYMEHTHI, JeKUMi, Jmreparypy 1o [pabora
JOKYMEHTaMH, cozieprKalue npoOnemaruke
coJiepKaluMHU KOH(pUIEHIHAT
KOH(UIEHIMAIbH | bHBIC CBEIICHUS
bl CBE/ICHUS
Hroro 91,75 —
CamocTtosiTe/ibHAsA paGoTa 00y4YaoIMXCs M0 JUCHUILINHE
(ouHO-3204Hasi popMa 00y4ueHMs1)
Ne Paznen (Tema) 3ananue Yacel MeTonuueckue dopma
n/m AUCHMILTHHBI PeKOMeHIaHH 10 KOHTPOJISI
BBINIOJIHEHHIO 321aHUSI
1 | Yaudumuposanusl | OpopMuth 8 N3yuuts Marepuaiibl [KoHTpobHas
e CHUCTEMBI | OJTAaHKH JISKIUH, JUTeparypy Mo [pabora
JTOKyMEHTAIHH. JOKYMEHTOB npoOieMarike
YHuudumnupoanna
o cucreMa
OpraHU3alMOHHO-
pacnopsIuTeIbHO
W JTOKyMEHTaIlHH.
TpeboBanus K
OsaHKam
JOKYMEHTOB
2 | Obmue mnpasuna | ObopMuTh 10 Nzyuuth Marepuaiibl [KoHTposbHAs
oopmienus PEKBU3UTHI JeKUWi, JmTeparypy 1o [pabora
PEKBU3UTOB JOKYMEHTOB npoOneMarke
OpTraHU3aIMOHHO-
pacrnopsIuTeIbHbI
X JOKYMEHTOB
3 | CocraBnenue u | Opopmuts 12 M3yunth Marepuainsl [KoHTposibHas
oopmnenue OpraHM3aLMOHH JeKUWi, JmTeparypy 1o [pabora
OCHOBHBIX o- poOIeMaTHKe
OpPraHU3aIIOHHO- | PaCHOPSAUTEND
pacnopsIUTEIbHbI | HbIE
X JOKYMEHTOB JTOKYMEHTBI
4 | IlpaBuna u popmer | ObopMuTh 9 Nzyuuth Marepuaiibl [KoHTpobHas
pi (N (0):10)5 pasHblE  BHJIbI JeKUMi, JmTeparypy 1o [pabora
MEPENUCKU JETTOBBIX npoOneMarHke
IIMCEM
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CocraBienue Odopmuts 5 W3yunte smuteparypy 1o |[KoHTponbHas
JTIOKyMEHTOB JIOKYMEHTBI poOIeMaTHKe pabota
JMYHOTO JIMYHOT'O
XapakTepa XapakTepa
Opranuzanus [logroroBurscs 5 N3yunte smteparypy mno [KoHTposibHas
paboTsI C|K npoOnemaruke pabora
JOKYMEHTaMu TEMaTHYECKOMY
KOHTPOJTIO
CocraBnenue Odopmuts 5 W3yuntes suteparypy 1o |[KoHTponbHas
HOMEHKJIATyphl JOKYMEHTBI TI0 npoOieMarike pabota
Jell. dhopmupoBaHU
dopmupoBaHue W | 10 Aen
oopmiieHHE eI,
ITonroToBka aen k
nepenaye Ha
apX1BHOE
XpaHeHue
Opranuszanus Odopmuts 3,75 | Usyunts smreparypy 10 [KoHTposbHas
paboThI C | JOKYMEHTHI, npoOnemarike pabora
JIOKyMEHTaMH, colieprkaliue
coJiepKaIIuMu KOH(UICHITHAT
KOH(UIEHIMAJIbH | bHBIE CBEJICHUS
bl€ CBEJICHUS
3auer IlogroroBurscs 10 N3yuuts Marepuaisl (3a4eT
K 3a4eTy JIEKLUA, JIATEpaTypy IO
POOJIEMaTHKE
Hroro 67,75 —

6.2. TemaTnka v 3aJaHUS I NPAKTHYECKUX 3AHATHIA
Tema 1. Odopmienue 6JIaHKOB JOKYMEHTOB
Tema 2. OpopmiieHrne peKBU3UTOB JOKYMEHTOB
Tema 3. OdopMieHrne OCHOBHBIX OpTaHU3AIMOHHO-PACTIOPSAIUTEIHHBIX JOKYMEHTOB
Tema 4. OpopMmieHue ACIOBBIX MTUCEM
Tema 5. OdopmieHre JOKYMEHTOB JIMYHOTO XapaKTepa
Tema 6. TexHonmoruu 06pabOTKH BXOASIINX, UCXOAAIINX U BHYTPEHHUX JOKYMEHTOB OpraHu3aluu
Tema 7. CocraBnenue HOMEHKIATYphI Aes. OdopmiieHHe el
Tema 8. Cnenuduka opopMIICHHS TOKYMEHTOB, COACPKAIIUX KOH(DHUICHITHATBHBIC CBEICHUS

6.3. TemaTuka u 3agaHus 1151 J1a0OPATOPHBIX 3aHATHH
He npexycmorpeno

6.4. MeTognueckne peKOMEHIAINH /11 BHINOJTHEHHUS KYPCOBBIX PadoT (IIPOEKTOB)
He npeycmotrpeno
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7. IlepedyeHb OCHOBHOI U ONOJHHUTEJIbHOH JTUTEPATYPbl, He00X0AMMOM /I OCBOCHUS
JUCHUIIMHBI (MOIYJIs1)
@) OCHOBHASL!

1. beixoBa, T. A. JlokymeHTarimoHHOE oOecrieueHre yIpaBiIeHHs (JIeIOMPOU3BOJICTBO) @ yueO.
nocobue / T.A. brikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox o6m. pen. T.B. Ky3nenosoii. — 2-e us.,
nepepad. u gon. — M. : UHOPA-M, 2018. — 304 c. + Jlon. maTepuanbl [DIEKTPOHHBIN pecypc;
Pexxum nocryma http://www.znanium.com].

2. Tlanacenko, FO. A. Jlenompou3BOJCTBO: JOKYMEHTAIIMOHHOE OOECIeYeHUE YTPABIICHHUS:
YyebHoe mocobue [DnexTponHbd pecypc] / [lanacenko FO.A., - 3-e m3a. - M.:PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaBpuar) http://znanium.com/catalog.php?bookinfo=542773

3. boxenko, C.B. JlokyMeHTallMoHHOE oOOecreueHue YIpaBJICHUA: ydeOHOe TMocooue
[DnexTponnstit pecype] / C.B. boxenko. — Kocrpoma: MU3n-Bo Koctpom. roc. texnon. yn-ta, 2011. —
94 c. — snekTpoHHas OMOIMOTEKA.

4. Poroxun, M.IO. [lokymeHTanimoHHOE 00OECTICUCHHE YMPaBICHUS : YUCOHO-TIPAKTUYECKOE
nocobue / M.IO. Poroxxun. - MockBa ; bepnun : [lupexr-Menua, 2014. - 384 c. - [DnekTpoHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253704

5. TOCT P 7.0.97-2016. Hauuonansusiii ctannapt Poccuiickoit ®enepauuu. Cucrema
CTaHJapTOB MO HHPOpMAIMK, OUOIMOTEYHOMY U H3AaTenbckoMy Jeny. OpraHu3alioHHO-
pacnopsiauTensHas JOKyMeHTarusi. TpeOoBaHus K O(QOPMIICHHUIO JTOKYMEHTOB. — [DJIEKTPOHHBIN
pecypc]. — Pexxum moctymna: http://www.consultant.ru

0) dononHumenvHas:

1. Bpeckuna, H.B. OcHoBbl apenompousBoxactBa : yuebHoe mnocobue / H.B. Bpeckuna ;
MunucrepcTtBo oOpa3zoBanuss u Hayku Poccuiickoit ®eneparuu, denepanbHoe TrocyaapCTBEHHOE
aBTOHOMHOE 00pazoBaTEeIbHOE YUPEKACHUE BBICHIET0 MpodeccuoHanbHOro obpazoBanus «CeBepo-
Kakasckuit henepanpubiii yauBepcure™. - Craspomnoss : CKOY, 2015. - 123 ¢. — [DneKTpOHHBIHA
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=457881

2. Kysnenos, N.H. Jlenmonpoun3BoactBo : yueOHO-cripaBouHoe mocobue / M.H. Ky3nenos. - 6-¢
u3[., nepepad. u gom. - Mocksa : M3parenscko-topropast kopropanus «JlamkoB u K°», 2014. - 460 c.
— [Dnexrponnslit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=452846

3. Kupcanosa, M. B. CoBpeMeHHOe 1eJ0mponu3BoACTBO: YuebHoe nmocodue / M.B. KupcaHnosa;
Poccuiickast Akagemust roc. ciyx0b1 ipu [Ipesunente PO (PAT'C). - 4-e uzn. - M.: HULl UHOPA-M,
2014. - 312c. — [Dnexrponnsiit pecypc]. - URL: http://znanium.com/catalog.php?bookinfo=395921

4. OCHOBHI JENONPON3BOJACTBA: YueOHOoe mocooue / A.M. Acammes, N.11. Muponosa, E.A.
Kocapesa, I'.I'. Bykosuu. - M.: HUI] UH®PA-M, 2014. - 144 c. — [DnextpoHHsIii pecypc]. - URL:
http://znanium.com/catalog.php?bookinfo=443541

5. ApacnanoBa, B.A. JlokymMeHTallMOHHOE OOecTeueHue yMnpaBiIeHHs : yueOHO-IPAKTHUECKOe
nocooue / B.A. ApacnanoBa. - Mocksa : Jlupekr-Menua, 2013. - 240 c. - [DnekrpoHHBIH pecypce]. -
URL: http://biblioclub.ru/index.php?page=book&id=137706

6. TOCT 7.32-2001. MexrocyaapcTBeHHBII cTaHnapT. CucTemMa cTaHAapTOB 1O HH(OpPMAIIHH,
OMOIMOTEeYHOMY M M3JaTelnbcKkoMy Aeny. OT4eT 0 HaydHO-UCCleqoBaTeNnbckoil padore. CTpykTypa U
npaBuiia opopMIIeHUs. — [ DICKTpOHHBIN pecypc]. — Pexxum moctyma: http:// www.consultant.ru

7. boxenko, C. B. JlokyMeHTHpOBaHUE YHpPaBICHYECKOH JEATENBbHOCTH : Y4eO.-MeTo..
noco6ue [DnekrponHslii pecype] / C. B. boxenko. — Koctpoma: NM3n-Bo KocTpom. Toc. TexHOI. YH-Ta,
2016. — 17 c. — anekTpoHHas OubIUOTEKA.
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8. Ilepeuensb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAIIUOHHOM ceTu «AHTepHETY,
HeO00XOMMBIX /ISl 0CBOCHHS IMCUMILIHHBI
HNudopmannonHo-odpa3oBaTebHbIe pecypehbl:
1. bubmmorexa I'OCTos. Bece 'OCTHI, [DnekTponnsii pecypc], URL:http://vsegost.com/

JIEKTPOHHBIe ONOINOTEYHbIC CHCTEMBbI:

1. OBC «Jlanby;

2. OBbC «YHuBepcureTckas 6ubnuoreka onliney;
3. OBC «Znaniumy;

4. CripaBouHO-TIpaBoBbIe crcTeMbl «KoHcynbTaHTy, «l'apaHT».

O¢uuuanabHbie CANTHI (HHTEPHET-HCTOYHUKH):

Kypnan «/lenonmpousBonctBo» [DneKkTpoHHBIM pecypc]. - Pexum pgocryna:
http://www.top-personal.ru/officework.html?37

LleHTp KOMIIETEHIIMK TIO0 BOMPOCAM JOKYMEHTAIIMOHHOTO OOECIICYCHUs YIPABICHHUS U
apXMBHOTO Jiena [DneKTpoHHbIi pecypc]. - Pexxum noctyna: http://www.edou.ru

OneKTpoHHbIE O(QUCHBIE CHUCTEMBI [ODIEKTPOHHBIM pecypc]. - Pexum npocryna:
http://www.eos.ru

Cucrema 31eKTPOHHOTO JOKYMEHTO000poTa [DIeKTpOHHBIN pecypc]. - Pexxum nocrtyna:
http://www.naudoc.ru/info/regulation_acts/?article=151

9. Onucanne MaTepHAJIBLHO-TEXHHYECKOI 0a3bl, HEOOX0AUMOM /ISl OCYLLIeCTBJICHUS
o0pa3oBaTe/IbHOI0 Mmpolecca no ANCHUIINHE

B 3aBucumocTu ot pacnuicaHus 3aHATHI Ha TEKYIIUH Y4eOHBIN T0J] 3aHATUS MOTYT IPOXOJIUTh:

- JekuMoHHble — B aya. 331, 325, 319, 303, 302, 231, kaxpaas W3 KOTOPHIX OCHAIEHA
MYyJIbTUMEAUMHBIM TPOEKTOPOM, M HACTEHHBIM SKPAHOM, B MEPBBIX ABYX UMeEETCs Oe3TMMHUTHBIN
WHTEpHET, 30Ha Wi — fi;

- mpaktuyeckue — B aya. 204, 203, 205, 206. Aynutopuu 205, 206 ocHaIlleHbl KOMIIBIOTEPAMU C
O(QUCHBIM MaKeTOM (TI0 8 B Ka)KJ0i1), MyJIbTUMEIUNHBIM IPOEKTOPOM, HACTEHHBIM AKpaHoM. MMeercs
0€3TMMUTHBIN UHTEPHET, 30Ha Wi — fi;

- TIOMEIICHHS JUIsl CaMOCTOSTENbHOM paboThl (maBHBIA Kopmyc — 318 ayxd.; kopmyc A — 309
ayn.; kopryc b — 302 ayn.; kopnyc E — 406, 410 an.; kopnyc XK — 211 ayn.; kopnyc b1 — 47, 48, 50, 54,
55, 63, 70 ayn.; xopnyc Bl — 48, 57, 59, 61, 64 ayn.) ocHalieHbl KOMIBIOTEPHOM TEXHUKOH C
BO3MOYKHOCTBIO MOAKIIOUEHUS K ceTH «HTepHe™ u obecneuenueM gocryna B DMMOC KI'V.

Heobxomumoe mporpammHoe obecriedueHre — oducHbIA makeT. CrenuanibHOS JUICH3MOHHOE
pOrpaMMHOE 0OecTieueHIe He HCIIONb3YyeTCs.
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