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lpunoscenue 4

K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

no nanpasienuro noocomosxu 38.03.01 Sxonomuxa,

HanpasieHHocms (npoghuv) npoepammul « BHeuHeIKOHOMUYecKas 0esmenbHOCmb U
Qunancosoe KOHCYILMUPOBAHUEY

Pabouas nporpamMMa IUCHUILTUHBI «JlOKyMEHTOOOOPOT U EIONPOU3BOJICTBO» BXOJHUT B
COCTaB OCHOBHOH 00pa3oBaTeIbHONW HpPOTrpaMMbl BBICIIETO OOpa30BaHUS IO HAIPABICHUIO
noarotoBku 38.03.01 DOkoHOMHKa, HampaBIeHHOCTh (Mpo¢mib) «BHemHesKkoHOMUYecKas
NEeSITeIbHOCTh U (PMHAHCOBOE KOHCYJIBTHPOBAHUE» U MpEIHA3HAuY€Ha JUIsl 0Oy4YaroIIMXCsl OYHOU
¢dopmbl 00yUeHHUS.

© MHCTUTYT MEKIyHapOIHBIX 3KOHOMUYECKHX CBsA3ei, 2025.
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1. Ieab u 3agaun AUCHUTLTHHBI

Heas aucuuninubl «JI0KyMeHT0000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
00ydaromux 3HAaHU TEOPETUIECKUX U MPAKTUYECKUX OCHOB CO3JaHMSI JOKYMEHTOB YIIPABIICHUS,
a TaKkKe MpPUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PEKTHBHON OpraHu3aIlid COBPEMEHHOTO
JIEIIONPOU3BO/ICTBA HA MIPEANPUATUSIX U B OPTraHU3AIIHSIX.

3agauyu AUCHMILINHBI:

— U3YYUTb  3aKOHOJATEIbHBIE U HOPMAaTHUBHO-METOJIUYECKUE  JIOKYMEHTHI,
peraaMeHTHPYIOHepadoTy ¢ JOKYMEHTaMH OpraHu3aluu;

— O03HaKOMHUTb C [TPaBUJIAMU COCTaBJICHUS U OOPMIICHHUS YIPABICHUYECKUX TOKYMEHTOB;

— H3YYUTH NOPSIOK PabOTHI C TUUHBIMU U CITYKEOHBIMH JOKYMEHTAMU;

— chopmupoBaTh HaBBIKM COCTaBICHUS U OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
YIpaBICHUS;

— H3YYUTH pabOTy CITyKObI TOKyMEHTAIIMOHHOTO 00ECTICUeHHUs yIIPaBICHUS;

— O3HAKOMHUTH  CIIyHIaTeleil C  COBPEMEHHBIMH  TEXHOJOTHSMH  OpTaHU3aIHUH
JIOKyMEHTOOOOPOTANIPEANPHUITHI U OpTaHU3aAIUH.

2. MecTo TUCHMILUIMHBI B CTPYKTYpe OCHOBHOM npodeccuoHAJIbHOI 00pa3oBaTeIbHOM
NporpamMmMsbl BhICIIEero 00pa3oBaHus

JucuummHa «J{oKkyMeHTO000pOT M A€T0NPOU3BOJICTBO» BXOJUT B 003aTEIbHYIO YacThb
y4eOHOro TIUiaHa mo HanpaBieHuio moarotoBku 38.03.01 DkoHOMHKa, HAMpPaBICHHOCTH
(mpounp)  mporpammbl  «BHemIHesKOHOMHYECKas ~ JEATENbHOCTh M (DMHAHCOBOE
KOHCYJIbTUPOBaHUEY.

3. O0beM JUCHUILIMHBI B 324eTHBIX eIMHUIAX U aKaJleMUYeCKUX Yacax ¢ yKa3aHueM
KOJINYEeCTBA aKaJeMUYeCKUX YaCOB, BbI/IEJIEHHbIX HA KOHTAKTHYIO pa0oTy 00y4arommXxcs ¢
npenojaasaresieM (Mo BUAAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJILHYIO PadoTy
o0yuarwmuxcst

OO6mmast TpyJ0€MKOCTh JUCIUILINHBI COCTABISET 3 3a4€THBIE eIUHUILIBI, Bcero — 108 yacos.

Bup yueOHoit paboTbl Bcero yacos

KonTakTHasi paGora ¢ npenoaaBareseM (Bcero) 28

B ToMm uncne:

3aHATHS JEKIIMOHHOTO TUIA 14
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI) 14
CamocTrosiTe/ibHasi padoTa (Bcero) 80
dopma KOHTPOJIS 3auer ¢ OlleHKOU
Oo0mast Tpy10éMKOCTb TUCHUILIHHBI 108




4. [lepevyeHb MJIaHNPYeMbIX Pe3yJIbTATOB 00yUeHHS MO TUCIUIIUHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NPOrPaMMbl

Koa v HanmMeHoBaHue

Koa v HaumMeHoBaHue

I[InanupyemMble pe3ybTaThl

KOMITeTeHI[ UM (1if) HHAUKATOPA A0CTHKECHUS
0o0yueHus O TUCHUILJINHE
BBINNYCKHUKA KOMIETEeHI[HN
OIIK-5 NOIIK 5.1 3HaTh: 3JIEKTPOHHBIN
CnocobeHn wucnonbs3oBaTh | MiMeeT npeacTaBieHue o JIOKYMEHTOO0O0POT.
COBpEMEHHBIE COBPEMEHHBIX Ymern: BbIOMpATh
nH(OpMAIMOHHBIS WH(OPMAIIMOHHBIX TEXHOJIOTHSIX | COBPEMECHHBIE
TEXHOJIOTUHU U | ¥ IPOrpaMMHBIX CPEJCTBax, nH(OpPMaLMOHHBIE TEXHOJIOTUN
MPOrpaMMHBIE  CPEIICTBA | HEOOXOIUMBIX JJISl PEIICHUS npu OpraHU3aIiH
npu perieHnu | mpoeCCHOHABHBIX 3a]1a4. JIOKyMEHTO000pOTA.
npodeccnoHaTbHBIX HOIIK 5.2 Baaners: OIBITOM
3azad. Ocy1ecTBIsTH BBIOOD U | UCIIOJIb30BAaHUS COBPEMEHHBIX
MPUMEHEHUE COBPEMEHHBIX | HH(OPMAIIMOHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHH | TEXHOJOTUH MpU OpraHU3aliH
U TPOTPAMMHBIX CPEJICTB IMIPH | TOKyMEHTOO0OpOTA.
pelieHun 3aj1au
npohecCuOHABLHOM
JESITENIbHOCTH.
I1K-4 NIIK 4.1 3HaTh: OpraHU3alMOHHbIE
Crnoco0GeH ocymecTBIATh | ['OTOBUT K 3aKIIOYEHUIO OCHOBBI  JJOKYMEHTAIlMOHHOT'O
JIEJIOBYI0 KOMMYHHUKAIMIO | BHEITHETOPTOBBIM KOHTPAKT obecrnieueHus
u nokymeHTtanuonnoe | UMK 4.2 BHEITHEDKOHOMUYECKOU
obecrnieueHue Ocy1iecTBISIET TOKYMEHTAPHOE | I€ATEIIbHOCTH.
BHEUTHEOKOHOMUYECKOM COTIPOBOXKICHHE Ymern: OCYIIECTBIIATH
e TEIbHOCTH BHEIIIHEIKOHOMUYECKON JIOKYMEHTAIlMOHHOE
NEeSITEIIbHOCTH COTIPOBOXKICHHE
HIIK 4.3 npohecCHOHATBLHOM
VYyacTByeT B OpraHu3allid M | JA€ATEIbHOCTH.
BEJICHUHU TEPEroBOPOB, B T.4. HA | BiaaaeTs: CIIOCOOHOCTBIO
AQHTJIUHCKOM SI3bIKE OCYIIECTBIISATh
JIOKYMEHTAIlMOHHOE
obecrnieueHue
BHEITHEAKOHOMHUYECKOU
JIeSITENIbHOCTH.




5. Conepxanue QM CIUANINHbBI

HauMeHnoBanue teM
(pa3nesioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.
Opranu3anoHHbIE
OCHOBBI
JIEIOTIPON3BO/ICTRA.

Yuudukanus ¥ CTaHgapTU3anusl AeNoBOW JokymeHTanuu. CroBapb-
MUHUMYM TEPMHHOB M ompeneneHuid. OOmue HOpPMBI U TpaBuiia
oopmiIeHHsI TOKYMEHTOB (pa3Mepbl OyMaru, 1noJieil, HyMepauus CTpaHuLl 1
T.1.) IPUMEHSEMOE B JI€JIOTPOU3BO/ICTBE.

Knaccudukanuss  nmenoBoit  nokymentauuu. IlpaBuna  odopmiieHus
PEKBU3HUTOB OJIAaHKA M UX PACIIOJIOKEHUS HA CTaHIapTHOM (popmaTe Oymard,
pasmepel  mozeid.  Dopmynsp-  obpaseny  rpynmsl  JIOKYMEHTOB,
MIPUHAUIEKAIUX K OTHON CUCTEME.

[IpoexTupoBanue  OIaHKOB  JOKyMEeHTOB  opraHuzamuu. Cocras,
odopmMIIeHrEe, U3TOTOBJICHHE, XpaHEHUE OJIAHKOBOPTaHU3AIUH.

brnank mokymeHTa: MOHATHE, Ha3HAYCHHE, BUABI OJIaHKOB (OOImIMiA ONaHK,
OJIaHK TIMChbMa, OJJaHK KOHKPETHOTO BHJA JOKyMEHTa (KpOMe MHCHMA).
Cocras, opopmiieHne peKBU3UTOB O1aHKa. OCOOEHHOCTH SI3bIKA CITY)KEOHBIX
nokymentoB.  Komnosumuss — gokymeHTta.  CTpyKTypHble — OIIHMOKH.
HeymecTHOE 1 HeompaBaaHHOE yHnoTpeOsieHue

MHOCTPAaHHBIX CJIOB.

Qukcanus  (omuMcaHWE) JIOKATBHBIX MPaBWI, HOPM, TIOJIOKEHUH,
ONpENEIAOINX CTAaTyC OpraHu3aluu, €€ CTPYKTypy, ILITaTHYIO
YHUCJIEHHOCTh U JIOJDKHOCTHOM COCTaB, KOMIIETEHIIUH JIOJPKHOCTHBIX JIMIL U
CTPYKTYPHBIX MO/Apa3/IeICHUN, GbyHKIIMOHATIBHOE COJZIep KaHHE
JesTeTbHOCTH OPraHU3aIlH B LIEJIOM, €€ Moipa3AeieHui 1 pabOTHUKOB, UX
npaBa, OOS3aHHOCTH, OTBETCTBEHHOCTb M Jp., B OpPraHU3alMOHHO-
pacnopsIAUTENbHBIX TOKYMEHTaX OpraHU3allUu.

CtpykTypa, Ha3HaueHHe, TMOPSIOK pPa3pabOTKH, COTJACOBAHUA U
yTBep)kaeHus. [IpaBui BHyTpeHHEro TpyaoBoro pacnopsika, Ilomoxenus
o nepconaie, [TonoxeHus 0 CTpYKTypHOM NoApa3aeiaeHun, JomKHOCTHOM
nHCTpyKUuU. llITaTHOE pacniucaHyue KaK MEpPBUYHbBIN YUYETHBIN JOKYMEHT 110
yuery KaapoB. O3HakOMJIeHHE paOOTHUKOB C JIOKAJIbHBIMH HOPMAaTHUBHBIMU
aKTaMH OpTaHHU3alUU.

Bunel u Ha3HaueHue WHOOPMALMOHHO-CIPABOYHON JTOKYMEHTALIUU I10
KaJpam. [opsanox oopmrenus, OCHOBHBIE  PEKBU3HTHI u
MIPaBONPUMEHHUTENbHAS MPAKTHUKAKUCIIONb30BAHUS JOKIAIHBIX, CITY>KEOHBIX
1 OOBSICHUTEIBHBIX 3alMCOK, MPEJCTABICHUHN, MPEATIOKEHUHN, 3asBICHUH,
aKTOB, CIIPAaBOK M Jp. B KAa4€CTBE OCHOBAaHUMU I NPUHATUN PELICHUU B
cdepe ynpapiaeHHs IEPCOHATIOM OpraHU3aliu.

Tema 2.
Pacnopsnurensubien
qraHu3alMOHHbIE
JIOKYMEHTBI.

OpraHn3anroOHHO-PaCTIOPSIUTEIbHBIE JOKYMEHTHI: MOHITHE, Ha3HAYCHUE,
OCHOBHBIE BU/IbI (OpraHU3aIllOHHBIE, PACTIOPSAIUTEIbHbIE, CIIPABOYHBIE).
OpraHu3anoHHbIC JTOKYMEHTHI: YCTaB, MOJI0KEHUE, CTPYKTYpa M IITaTHAs
YHCJICHHOCTb, LITATHOE paclHCaHue,IpaBuia, JOJDKHOCTHAS MHCTPYKLUS,
UX Ha3HAUYCHHUE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHUS K O(OPMIICHUIO,
MOPSI0K YTBEPIKICHHUS.

PacrniopsimuTensHble TOKYMEHTBI: TIOCTAHOBJICHUE, TpUKa3 (110 OCHOBHOM
NESATENbHOCTH M 10 JIMYHOMY COCTaBY), PaclOpsHKEHHE, COBMECTHBIHM
pacropsInTeIbHBIN JOKYMEHT, UX Ha3HAYCHHE, XapaKTEPUCTHKA U COCTAB,
TpeOoBaHUs K OPOPMIICHHIO.

CrpaBo4HO-HH(MOPMAIIOHHBIE JOKYMEHTHI: CITy>KEOHBIC MMHChMa, CIIPaBKH,
JOKJIa/IHbIE 3aITUCKH, TPOTOKOJIBI, aKThl, 3asIBICHUS, X XapaKTEPUCTHKA U
coCTaB, TpeOOBaHUS K 0OPOPMIICHUIO.
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Tumbel JOKYMEHTOB: TMOATWUHHHUK, KOMUS, JyOJIMKAaT, BBIMUCKA, UX
HazHaueHue. [lopsamoxk odopmiieHHs W BbIAYM KOMUH U JayOJIUKAaTOB
JIOKYMEHTOB, BBIITUCOK U3 HUX.

Tema 3. Opranuzanus
JOKYMEHTO000pOTA.

Perucrpanuss 1OKyMEHTOB: MOHATHE, LEIH, 330a4M, MECTa PETHCTpPALUU
pa3NUYHBIX KaTeropuil JOKyMeHTOB. Cuctembl M (OpPMBI perucTpaunuu
(KypHanbHasi, KapTOYHAas, aBTOMAaTHU3WPOBAaHHAsA), MX JOCTOMHCTBA U
HenocTtatku. [lokaszaTenu, BBOAMMBIE B PErHCTPALUOHHBIE (OPMBIL.
Oco0OeHHOCTH perucTpanuy BXOJASAIIUX, HCXOAAIIUX U BHYTPEHHUX
JOKYMEHTOB. DIEKTPOHHBIN JOKYMEHTOOOOPOT.

CocTaB BBIMIOJNIHAEMBIX pPabOT HpPHU OTHPAaBKE HCXOISIIMX JOKYMEHTOB:
MpPOBEpKa MPAaBMIIBHOCTH OGOpPMIICHUS, HATWYWs MPUIIOKEHHUH, ajpecara,
COPTHPOBKA IO aJpecaraM M BUAAM OTIPABICHUM, COCTAaBIECHUE ONUCHU
pacchikd. TpaauIMOHHBIA CIIOCOO OTMPAaBKH JOKYMEHTOB (IIOYTOM).
OTtmpaBka TOKYMEHTOB C TIOMOIII0 TenedoHa, dakca.

KoHTpob HCIIONIHEHUS [OKYMEHTOB: IIOHSATHE, Ha3HA4YE€HHUE, BUIBL.
[Ipuniunel  opranuzanuu  KOHTPoJds. CpoOKM MCIHOJHEHHS: THUIIOBOM,
UHAUBUAYaIbHbINA. TexHoIorus BeAeHMs] KOHTPOJSA. AHAIU3 HCIOJHEHUs
JOKYMEHTOB BYUYPEKICHUH.

B3anMocBs3p peructpanuu JOKYMEHTOB U WH(GOPMALMOHHO- CIIPABOYHOMN
pabotel. Opranu3zanys paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOYEK.
JIOJDKHOCTHBIE  JIMLA, OCYILIECTBIISIOIIME PETUCTPALUI0 U KOHTPOJIb
MCIOJIHEHUS], UX QYHKIIMH U ITpaBa.

Tewma 4. Opranuzanus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB.

Homenknarypa pen: mnoHsTHe. 3HadeHME HOMEHKIATYpbl Je€d Ul
KJaccu(UKAMU JOKYMEHTOB, OIEPaTMBHOTO XpaHEHHs M HUX Mpeq
apXUBHOW MOAroToBKU. Buael HoMeHKkiaryp aen. [lopsnok cocraBneHus,
oopMiIeHHs, YTBEpXKIEHUS U NPUMEHEHUS KOHKPETHOM HOMEHKJIATyphl
nen. [lopsnok hopMupoBaHus Jeil.

Opranusanusg  XpaHEHHMs ~ UCIIOJHEHHBIX  JOKYMEHTOB. (OCHOBHBIC
TpeOOBaHUS HOPMATUBHBIX JOKYMEHTOB, PETJaMEHTHUPYIOIINX JaHHBIN
3Tan AOKyMEHTO000poTa. OTBETCTBEHHOCTh 3@ COXPAHHOCTh JOKYMEHTOB.

OcHoBHbIE 3Tanbl NEpeJaund JOKYMEHTOB B apXMB WM HA YHUUYTOKEHUE:
MOATOTOBUTEIRHBIM (00OCHOBaHME BBIOOpA Croco0a COXpPaHEHUS WA
YHUUYTOXXEHHSI IYTEM IPOBEIEHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB),
OCHOBHOH (IIOArOTOBKA Jen Ui Iepeladd B apXWB), 3aBEpIUAIOLIMIA
(mepenaua B apXuB WIM YHUUTOXKECHUE).

OKcnepTu3a LEHHOCTH JOKYMEHTOB: IOHATHE, HazHadeHue. [IpuHnuner u
KpDUTEpUU OIPENECICHUS HAy4YHOW, MCTOPUYECKOM M IPAKTUYECKOU
LIEHHOCTH JIOKYMEHTOB. OKCIEPTHbIE KOMHUCCHM, HMX (QYHKIMH, IpaBa.
Ortanbl npoBefieHns dKcnepTu3bl. OpopmiieHHe pe3yIbTaTOB SKCIIEPTU3HI.
Cpoku xpaHeHUs: JOKYMEHTOB. IlepeyHn JOKYMEHTOB C yKa3aHHEM CPOKOB
XpaHEHUs, UX BUJIbl,Ha3HAUEHUE, cXeMbl noctpoeHus. Ilopsaok nepenaun
JIeJI B apXUB WM YHUYTOKCHHS JOKYMEHTOB.

TpeboBanust kK OQOPMIICHHIO J1€1 TOCTOSHHOTO, BPEMEHHOTO CpPOKOB
XpaHEHUs U MO JMYHOMY cocTaBy. IIpaBuia opopmiIeHHs U COCTaBICHUS
onucu aein. Ilopsaaok nepenaun e B apXus.

ApXuB: TOHATHE, Ha3HAa4YeHHE. Buupl apxuBOB: TIOCYNapCTBEHHBIE,
BEJOMCTBEHHbIC, = OOBEAMHEHHBIC  BEJIOMCTBEHHBIC,  OOBEIMHEHHbIC
MEXBEJJOMCTBEHHbIE 110 JIMYHOMY COCTaBy. ApXHuBHblE  (DOHABL:
JNOKYMEHTAJIbHBIN, TOCYJapCTBECHHBIM.




6. CTpykTypa JUCHMILUIMHBI 10 TEMaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX
KOJINYEeCTBA aKaJeMUYeCKUX YaCOB U BHI0B Y4eOHBIX 3aHATH I

Ne KonTakTHas padora, yac. Camocro
HaumeHnoBanue Tem
n/n 3ausaTus siteqbHast | Beero,
(pa3neJioB)
JekuuoHHoro | CemuHapsl | padora, yac.
AUCHMILTUHBI
THIIA yac.
1. OpranuzanvoHHbIE OCHOBBI 2 2 20 24
JIeJIONIPOU3BOICTBA.
2. PacniopsaurensHblen 4 4 20 28
qraHU3alMOHHbIE TIOKYMEHTHI.
3. Opranuzanus 4 4 20 28
JIOKYMEHTO0000POTA.
4. OpranuzanusonepaTuBHOTO 4 4 20 28
XpaHEHUsI JOKYMEHTOB.
NUTOIO: 14 14 80 108

7. IlepeyeHb y4eOHO-METOAUMYECKOT0 00ecevYeH sl JIs CAMOCTOSITeIbHOM PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CaMocTosTenspHast pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BUI0OB y‘IeGHOfI ACATCIIbHOCTH,
COCTaBHOM 4YacThIO y4ueOHOTo IMpoliecca U UMEET CBOEH Leblo: TITyO0Koe YCBOGHHE MaTepuaia
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPATypoil, PEKOMEHJIOBAHHOW TMpenojiaBaTeleM, YMEHUE HaWTH HYXXHBIH Martepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘IeCKOI\/'I AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPIICHCTBOBAaHHMIO CBOMX 3HAHUM, K
LEJIEYCTPEMIIEHHOMY HAYYHOMY IIOHUCKY.

KonTtponbe camocTosiTensHON pabOThI, SIBISETCS BAXKHOW COCTaBISIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IIPCNOAAaBaTCJICM BO BpCMA JICKIIMOHHBIX U
MPAKTUYECKHUX (CEeMUHAPCKUX) 3aHATHI U 00ecreyrBaeT OLEHUBAaHUE X0/1a OCBOCHHUS H3y4aeMOin
JUCHUITIIUHBI.

Bonpocs! 111 caMOCTOATEIBLHOT0 H3YYeHHU s

1. Ilpeamer JOKyMEHTALIMIOHHOTO O0ECIIEUEeHHs yIIPaBICHUS.

2. HopmaTuBHO-TIpaBOBbIE aKThl, PETYIUPYIOMIME JOKYMEHTAllMOHHOE oOOecreyeHue
yIpaBJIEHUs.

3. IlpakTuyeckas  3HAUYUMOCTh y4eOHOM JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecreyeHre yrpaBaeHUsD.

4. O6beM U coniepKaHue TOHATHH «MHPOPMALTUI» U «TOKYMEHT.

5. Ponbs nundopmaruu B obecieueHnu 3PGHEeKTHBHOTO YIIPABICHHUS.

6. McTouHuKky NOTy4YeHUs yIIpaBIeHUYECKOW NH(POpMAIIHH.

7. Ha3nauenue u byHKIII CITY’0 TOKYMEHTaIlHOHHOTO O0ecreyeHus
YIPaBJIEHUSA B COBPEMEHHBIX OpraHU3alusX.
8. «Cucrema JOKYMEHTAIUI» U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.

9. YHuduumpoBaHHas cUCTeMa OpraHU3allMOHHO-PACTIOPSIUTEIEHON JOKYMEHTALIHH.

10. Opranu3animoHHbIE JOKYMEHTHI IPEATPUATHS.

11. PacnopsautenpHble JOKYMEHTHI IPEANPUATHS: IPUKA3bI 10 OCHOBHOM JESTEIBHOCTH;
pacnopsiKeHHs, peIIeHHUS.

12. UnpopmaimoHHO-CIIPaBOYHbIE TOKYMEHTBI: IPOTOKOJIBI, TIOJIHAS U KpaTKas popMa Ux
odopmITeHHUS.



13. UH(popMalMOHHO-CIIPAaBOYHbIE JOKYMEHTBI: aKTbhl; CIy>KEOHble U OOBSICHUTEIbHBIC
3alMCKU; CHpPaBKH; CIyXeOHbIe JOBEPEHHOCTH; IHUChbMa, WX KIacCU(PUKAIM, CTPYKTypa,
CTaHJAapTHBIE (pa3bl U BbIPAKEHUSL.

14. TloHATHS ZOKYMEHTOOOOPOT U OpraHU3aIMsl JOKYMEHTO000pOTa.

15. HopmaTtuBHO-METOIMYECKAs pErIaMEeHTAINs JOKYMEHTO000pOoTa.

16. OcHOBHBbIE ITpaBUjIa OPraHU3ALNHU JOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTOO00OPOTA.

18. Knaccuduxamnus JIOKyMEHTOIIOTOKOB: TOPU3OHTAIIBHBIE, BEPTUKAJILHBIE,
BOCXOJISIIIINE, HUCXOASIIHE, BXOIAIINE, NCXOAAIINE U BHYTPEHHUE.

19. Tloacder oO6beMa TOKyMEHTOOOOPOTA.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

. Uctopus pa3sutus aenonpousBojcrsa B Poccun.
. YHUUKaIuUs JOKYMEHTOB, Y HU(MUIIUPOBAHHbIE CUCTEMbBI JJOKYMEHTAIUH.
. CoBpeMeHHOE COCTOSIHHE HOpMaTUBHO-MeToanueckoit 6a3el JJIOY (0630p).
. Crangaptuzanus B JeJIONPOU3BOICTBE.
. Ucropus poccuiickoro repoa.
. TpeGoBanus k aMOIeMaM, TOBAPHBIM 3HAKAM H JIOTOTHUIIAM.
. O6mepoccuiickue kiaccu(pukaTopsl Kak JOKYMEHTHI 110 CTaHAapTU3ALINH.
. XapakTepucTHKa OTJAEIbHBIX TPy OPraHU3alMOHHO-PACIIOPIUTENbHBIX JOKYMEHTOB
. OcobeHnHOCTH CO3/JaHUS TPUKA30B.
10. O6pareHus rpakaaH, MpaBuia padoTHI.
11. Xapaxrepuctuku u pesrome. Ocobennoctu ohopMiIeHusl.
12. PexoMeHaaTeIbLHOE TUCHMO.
13. Kommepueckue nucbma.
14. OcoOGeHHOCTH sI3bIKa M CTHJIS CTY’KEOHOTO JOKYMEHTA.
15. Ucropus yHHUPHUKAIIIN TEKCTOB CIIY)KEOHBIX TTUCEM.
16. DnexTpoHHOE COOOIIEHNE — OCOOCHHOCTH SI3bIKA M CTHIIS.
17. VuadopmanmonHas GyHKIUS JOKYMEHTa KaK CPEICTBO 3aM€YaTICHUS U XPaHEHHS
nHpopmanuu.
18. CoumanbHas GyHKINSA JOKYMEHTA, €€ pOJIb B MOBBIIICHUN IIPAaBOCO3HAHMS 00IIIECTBA.
19. KommynukaTuBHas GyHKIUS JOKYMEHTa KaK CpPEJCTBO Mepenadr HHPOpMaIiy.
20. IlpaBoBas (pyHKIMS TOKYMEHTA KaK CPEICTBO YCTAaHOBJICHUS MIPABOOTHOLICHUN
MEXy IOPUINYECKUMHU U (PU3NUECKUMHU JTUL[AMH.
2]1. @yHKIMA TOKyMEHTA B KAUE€CTBE UCTOPUUECKOIO HCTOUYHUKA.
22. VYmpasneHndyeckas GyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJISl pEeLICHUS
AIMUHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHUSI.
23. Craructuueckast GyHKIUS TOKYMEHTA.
24. bnaHK JOKYMEHTa, HICTOPUS €ro pa3BUTHs. bIaHKM COBPEMEHHBIX YIIPaBICHUECKUX
JIOKYMEHTOB.
25. XapakTepucTHKa 3aKOHOIaTeIbHO-HOPMATUBHOM 0a3bl COBPEMEHHOTO
JIOKYMEHTAIlMOHHOT'O 00ecrieueH s yIpaBIeHusl.
26. Ponb cnyx0b1 JIOY B nesSTENbHOCTH OpraHU3aIliu.
27. Opranuzamus paboyux MECT U YCIOBHM Tpyaa nepcoHana ciayxosr JJOY.
28. Ilonoxenue o ciyxoe JOY. CtpykTypa, GyHKIMH, METOMKA Pa3pabOTKH.
29. JlomxHOCTHas MHCTPYKIUS. DyHKIMH, CTPYKTYpa, METOIMKA Pa3pabOTKH.
30. Opranuzanus JOKYMEHTOOOOpPOTa, OCHOBHBIC HATIPABIICHHUSI COBEPIIICHCTBOBAHUSI.
31. OOBEKTUBHBIE U CYOBEKTUBHBIC (DAKTOPHI, BIUSIIONINE HA POCT JOKYMEHTOO0OpOTA.
32. DneKkTpoHHBIN T0KyMEHT0000pOoT. [IpoOaeMbl U MEpCHEKTUBBI PA3BUTHS.
33. TlomymnsipHBIE CUCTEMBI JIEKTPOHHOTO JoKyMeHTooOopoTa (CO/]) B PO.

O 00 1IN DN B W~
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Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Ibl, (OpMBI U 0OBEMBI CaMOCTOSITENIbHON PabOThl CTY/IEHTOB MPU M3yYEHUH JaHHON

AUCHUIITIMHBI ONIPCACIIAOTCA €€ COACPKAHUEM U OTPAKCHBI B CJIG,Z[YIOHleﬁ Ta6JII/II_[eZ

HaumenoBanue TeM Bua camocrosiTeJibHOM padoThI O0BbeM

n/n | (pa3xenoB) TUCHHUILINHBI CaMOCTOSITEJIbHOM

padoThI

1. | OpraHu3aliOHHbIE OCHOBBI | IOATOTOBKA K ayUTOPHBIM 20
JeTI0TIPOU3BOICTBA. 3aHATHUAM, IOArOTOBKA pedeparos,

JOKJIAIOB

2. | PacnopsauTenbHble Y | HOATrOTOBKA K Ay IUTOPHBIM 20
OpraHU3alMOHHBIE 3aHATHUAM, IOJTOTOBKA pedeparos,
JIOKYMEHTBI. JIOKJIaI0B

3. | Opranuzanus IIOATOTOBKA K a4y IUTOPHBIM 20
JIOKyMEHTO000POTA. 3aHATHUSM, TIOAITOTOBKA pedepaTos,

OKJIAaIOB

4. | Opranuzauusi ONEPaTUBHOIO | MOJATOTOBKA K ayAUTOPHBIM 20
XpaHEeHUs JOKYMEHTOB. 3aHSTHSIM, TTIOATOTOBKA pedepaTos,

JIOKJIaI0B

UTOro

: 80

8. IlepeyeHb BONPOCOB M THNOBBbIE 3aaAHUS AJISA MOATOTOBKH K IIPOMEKYTOYHOM

el i A Ul e

0.
1.
2003.

12.
"IoAnucsy'

13.
14.

arrecTanuu
8.1. IlepeyeHb BONPOCOB /ISl MOATOTOBKH K 3a4eTy C OLlEHKO

JIoKyMeHTO000pOT, €ro KOJIMYECTBEHHbIE M KAUECTBEHHbIE XapaKTEPUCTHKU.
Mecto 1 posib JOKYMEHTOB B YIIpaBJICHUU HA COBPEMEHHOM JTalle.
OYHKIMH J1eT0NPOU3BOICTBA.
CocraB HOpMaTHBHO-MeTOqU4ecKor 0a3er IOV .
JlokyMeHTalmoHHOe o0ecrieueHne yIpaBiIeHHUs.
Opranu3aloHHbIE TOKYMEHTHI.
Cranmapruzanus 1 yaudukanus cucremsl JJOY.
Obmepoccuiickue K1acCu(PUKaTOpbl JOKYMEHTALIUH.
['ocynapcTBeHHas cuctemMa JIOKyMEHTAllMOHHOTO 00ecTiedeH sl YIIPaBIICHuUS.
brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.
Crpykrypa nokymenTa. TpeboBanus k ohopmiiennio nokymeHToB o 'OCT P 6.30-

[IpaBuna odopmiienust pexkBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

1
NHCTpyKUMU MO J€I0IPOU3BOJICTBY.
Cucrema OpraHu3allMOHHON TOKYMEHTALINH.

15. Cucrema pacnopsiAuTEIbHON TOKYMEHTAIIUH.

16. PacnopsaurenbHble JOKYMEHTHI.

17. Bunpl u Ha3HAYEHUE JIUYHBIX TOKYMEHTOB.

18. Buasl opraHu3aliMOHHBIX JOKYMEHTOB.

19. Cuctema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.

20.

CnyxeOHas mepenucka Ha MpeanpUsTHH.

21. IlpaBuna opopmiieHUs CIykeOHOTO MTHUCHMA.

22.
23.

CrpyKTypa 1el10BbIX U KOMMEPYECKUX ITHUCEM.
Knaccudukanus 1e710BbIX 1 KOMMEPUYECKUX ITHCEM.
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24. TloHsATHE ¥ IPUHITUIIBEI OPTAHU3AIMN JJOKYMEHTOO0O0pOTA.

25. OO6paboTka BXOAALINX JOKYMEHTOB.

26. OO6paboTKa HCXOAAIIMX JOKYMEHTOB.

27. BHyTpeHHUE NOKYMEHTBI OPraHU3alHH.

28. TexHomornyeckas rocjieJ0BaTeIbHOCTD 3TANOB pabOThI C BXOJAAIMIMMHU JOKYMEHTAMH.

29. Homenkiarypa nen.

30. PaGota ¢ nmucbmMamu U OOpalIeHUSIMU TPaXKaaH.

31. Perucrpauusi 1TOKyMEHTOB.

32. CocraBlieHME HOMEHKJIATypbl Je.

33. ®opmupoBaHue U 0QOpPMIICHHE AEI.

34. TloaroToBka u nepeaavya JOKyYMEHTOB Ha apXUBHOE XpaHEHUE.

35. KonduneHumanbHblii TOKYMEHT.

36. Opranm3ainus pabOThl ¢ JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM
TalHe.

37. OcoOeHHOCTH BEIICHUS JCIOMPOU3BOJICTBA, OOECIEYMBAIOIIECTO YYET U COXPAaHHOCTh
KOH(HICHIIMATHHON MH(OPMAIMH U TOKYMEHTOB.

38. TumoBbie OpraHU3aAIMOHHBIC CTPYKTYPHI CITYKOBI JEITOMPOU3BOICTBA.

39. Ycnous Tpyna paOOTHHKOB CIY>KOBI IETOMPOU3BOJICTBA.

40. KoMmbloTepHbIE TEXHOJIOTHH B JETOMPOU3BOJICTBE.

41. OGecrieueHne COXpPaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOM (hopMe.

42. YcraB Kak OCHOBHOM OpraHM3allMOHHBIN TOKYMEHT.

43. CrangapTHble (pa3bl U BRIPAKEHUS JIEIOBBIX U KOMMEPUECKUX MHUCEM.

44. TTpoxoxaeHrEe UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

45. OcoOeHHOCTH fA3bIKA M CTUJIS CITY>KEOHBIX JOKYMEHTOB.

46. PekBU3UTHI MEXIYHAPOIHOTO NUchbMa. OCHOBHBIE PEKOMEHIALMM 10 COCTABJICHUIO
TEKCTOB MEXITYHAPOHBIX IMHCEM.

47. ®opmynsap JOKYMEHTA.

48. OyHKIMHM OCHOBHBIX MOJPA3JelIeHUN CIIyKObl TOKYMEHTAIMOHHOTO 00eCTeYCHHUS
yIpaBJi€HUSI.

49. ABTOMAaTHM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JTOKYMEHTOB M WX BJIMSHHE Ha
CUCTEMY JIEJIONPON3BOACTBA KOHKPETHON OpraHU3alnH.

50. CnpaBoYHO-MH(DOPMAITMOHHBIE JOKYMEHTHI.

51. CtpykTypa M colepx’aHue KaApoBOW MOKyMeHTanuu. OpraHu3alliOHHO-KAaJIpOBbHIE
JIOKYMEHTBI.

52. OCHOBHBIE aCNEKTHI KYJIbTYPHhI I€JIOBOW PEUH.

53. Cranmaptu3anusi s3blka JOKyMeHTa. SI3bIKOBbIE TpeOoBaHHs K O(OPMICHUIO
PEKBU3UTOB JIOKYMEHTA.

54. TunuyHbIe OMIMOKYU B S3bIKE U CTHUIIE TOKYMEHTOB.

55. SI3pikoBOE OhOpMIICHHUE JIMUYHBIX TOKYMEHTOB.

8.2. TunoBple 3agaHu 1JI9 ONEHKH 3HAHUI

1. /lenoBbie mHcbMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBETCTBUU ¢ Barei mpocb00ii ...

0) C yBaXXEHUEM ...

B) HAMM paccMOTpeHb! Baim npeioxenus . ..

T) B CBSI3H ...

2. JlesITebHOCTD amnmapara yrpaBlIeHHs], OXBAaThIBAIOIIAs BOPOCHI TOKYMEHTHPOBAHUS U
OpraHu3aIy padoTh ¢ JOKYMEHTaMHU:

a) TOKyMEHTaIlMOHHOE 00ecIieueHNe yIpaBIICHHUS;

0) cTanmapTH3aIus;
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B) EI'CJI;
I') CUCTEMA JOKYMEHTALINN.

3. JIOKyMEHT, 3aKpeIIIOMUI JOKHOCTHON M YMCIIEHHBIN COCTaB NPEANPUATHS C
ykazanueM (hoHa 3apabOTHOM TIJIATHI:

a) JOJDKHOCTHAsI MHCTPYKLUS;

0) ycTas;

B) MOJIOKEHUE;

T') IITaTHOE PaCIUCaAHHE.

8.3. TunoBble 3aJaHUSA /15l OLEHKH YMEHU I

3apnanme 1. CoctaBbTe W 0QOPMHUTE MPHUKA3bl MO OCHOBHOM JACSITEIBHOCTH, W IPYTHE
pacnopsiAUTEeNbHbBIE TOKYMEHThI, HEOOXOIUMBIC B JAHHOW yIPABICHUYECKON CHTYaIUH.

Ha MockoBckoM KOMOHWHATE MO MPOU3BOJCTBY MY3bIKAIbHBIX WHCTPYMEHTOB U MeOenu
(rocynapcTBEHHOE MpeINnpUATHE), KOTOPBIH BXoAUT B KoHIepH 1o pa3paboTke U MPOU3BOJCTBY
MPONYKIIMK MY3bIKanbHOU mpombliieHHOCTH (POCMY3IIPOM), neiictByer Ilonmokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEXOB, OT/ENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekymero rojga AupekTop komOmHata B.M.JlaprmoHOB mopy4msl HadaabHUKY
oTaena Tpyaa u 3apadotHoi miuatel MapkoBy H.I'. paccuuTarh pazmep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIY)KO KOMOHMHaTa 1Mo WTOraM paboThl 3a MEPBBIM KBapTal K 15 ampens, a
riiaBHOMY Oyxranrepy kombunara TpommHoi C.I'. — oprann3oBath BeIIIIATY npeMuu kK 20 anmpens
TEKYILEro roja.

HavaneHuk mnnaHoBo-akoHOMHUYeckoro otnaena MatseeBa C.H. u rnaBHBIM Oyxrantep
Tpommna C.I". 3aBU3upOBaIIA MMPOCKT MPHKa3a TUPEKTOpPa KOMOMHATA.

3ananue 2. CoctaBbTe W OPOPMHUTE MPHUKA3bl MO OCHOBHOM JACSITEIBHOCTH, U IPYTHE
pacnopsiAUTeNbHbIE TOKYMEHThI, HEOOXOIUMBIC B JAHHOW yIPABICHUYECKON CHTYaIUH.

['nmaBa Pecriy6ommmku Kapenus C.JI. KarananmoB 8 Mast TEKyIIero roja u3iaja pacropsbkeHHe,
B KoTopoM MHctutyTy Omosnorun Kapensckoro HayyHoro neHrpa Poccuiickoit akajgeMun Hayk
OBLIO TIPEIOKEHO pa3padoTaTh IUIAH NAaTbHEUIIUX JICHCTBUN MO COXpaHEHUIO KPyMHEHIIEeH B
EBporie CTOSHKM MHTPHPYIOMIMX MTHUIl, IPYTHX MPUPOAHBIX OOBEKTOB MEXKIYHAPOIHOTO
3HaYeHUs Ha Tepputopun pecnyOnuku Kapenus, a Tak ke BKIIOYUTh B IUJIaH JEWCTBUMN
MOATOTOBKY MEXIYHAPOAHBIX MEPONPUITHII MO PAa3BUTHUIO PEMECEN, TypU3Ma B CEIbCKHX
HACEJIEHHBIX MYHKTaX, UMEIOIINUX 00BbEKThl MEXIyHAPOAHOTO 3HAYCHHUS.

[MoaroroBka nHMOpPMALIUK O BHIMOTHCHHH PACIIOPSDKEHUS BO3jIaranach Ha MUHHCTEPCTBO
CEJIbCKOTO X034iCTBA U MPo10BOILCTBUS PK.

Pacniopspkenue ObLTO M3IaHO B LETSX BBIOTHEHHS] MEKIOCYIapCTBEHHBIX KOHBEHIIUN TIO
COXPAHEHUIO IO COXPAaHEHHUI0 OMOJOTHYECKOro pa3zHOOOpa3usi, Ha OCHOBAaHUU pE3YJIbTaTOB
MeXAyHapoaHoro mnpoekra, ocymectBieHHoro ['VYCII «lInemennoe xo3zsiiictBo «MibUHCKOE»
OnoHeukoro panoHa.

Pacnopsoxkenue ogopmieHo Ha OimaHke ¢ M300paxeHueM repba pecrnyOnuku Kapenus, a
TakKe€ C yKa3aHMEM HaMMEHOBaHMs TrocyJapctBa, cyObekrta Pepepanuu U HAUMEHOBAHUS
JOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. TunoBpie 3aJaHUA IJI9 OHEHKH HABBHIKOB

3ananue 1. CocTaBbTe pacmopsAUTENbHBIE TOKYMEHTBHI, HEOOXOAWMBIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

Hupexrop OO0 «Konsepcusi» Tpodumor O.FO. 7 anpens Teky1iero rojaa u3aai mpukas oo
yTBepKAcHUH [lookeHUsT O TMOpSIKE pPacyeToB 3a OKa3aHWe HWH(POPMAIIMOHHBIX YCIIYT.
KOpuckoncynbTy 1m0 (HUHAHCOBO-XO3SIMICTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapio-
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pedepenty [sruneBoit E.A. Obuto mopyderHo k 10 ampenst pa3paboraTh THIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB MH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX MPUMEHEHHE B JIEATENbHOCTU mNpeAnpusitusi. OTBETCTBEHHOCTh 3a W3TOTOBJICHHE, YYET U
COXpaHHOCTh OJIAaHKOB JIOTOBOpPOB Bo3NokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIBTOM 3aBH3UpPOBaja MPOEKT MPUKa3a.

3aganme 2. CocraBbTe pacCHOPSAUTENBHBIE JOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBlIeHYECKON CUTYaLUH.

C 1enpi0 NMpUBIEYEHUS CPEACTB Ui OOecreueHHs] MPOM3BOJICTBECHHON IEsTEIHHOCTH
renepanbabiid upekTop OO0 «Texuuka» (1. Kypck) Cokomnor O.I'. 20 ceHTsI0ps TeKymiero roaa
M3J1aJ1 IIPUKa3 O CO3/1aHUM KOMMEPYECKOI0 OTAEJIA B COCTaBE 3 IMITATHBIX €IMHUI: KOMMEPUECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEpPKICHHE HOBOE IITATHOE
pacnucanue NpeanpuaTrs Ha 4 kBapTaj TeKyiero roja k 1 okrsops. Kommepueckomy nupekTopy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpPUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTs0ps.

9. IlepeyeHb OCHOBHOM U JONMOJHUTEILHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHas1 IUTEpaTYypa

1. Ky3uenos, U. H. JlokymeHTanmmoHHOe obecrnieueHne ynpasieHus. JJokyMeHToo00poT u
JIeNTOTIPOU3BOICTBO : yUE€OHUK U MpakTUKyM Aiist By30B / M. H. Ky3nenoB. — 4-e uzj., nepepad. u
norn. — Mocksa : U3narensctBo IOpaiit, 2025. — 545 ¢. — (Bricuiee obpazoBanue). — ISBN
978-5-534-16003-1. — TexkcT : anexktponHbIl // O6pazoBaTenbHast miardopma FOpaiit [caift]. —
URL.: https://urait.ru/bcode/559712

2. I'pozoma, O. C. JlenonpousBoacTBo : yuebnuk ais By30B / O. C. ['po3oBa. — 2-¢ u3.
— Mocksa : U3parensctBo FOpaiit, 2025. — 131 ¢. — (Bricmee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — TexkcT : anekTpoHHbIi // Obpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/563439

3. Hoponuna, JI. A. Opranu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
yIpaBJICHUS : Y4COHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3.,
nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2025. — 270 c. — (Briciee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnslii // O6pa3oBarenbHas miatgopma FOpaitt
[caiiT]. — URL: https://urait.ru/bcode/560116

9.2. lonotHUTEIbHAS JTUTEPATypPa

1. "BanoBa, A. 0. Pycckuii S3bIK B 1€JI0BOM JOKYMEHTAIMH : Y4eOHUK /711 By30B / A. 1O.
NBanoBa. — 3-e uzn., mepepad. u gomn. — Mocksa : UznarenscTBo FOpaiit, 2025. — 129 ¢. —
(Beiciee oOpazoBanme). — ISBN  978-5-534-20345-5. — Tekct : 31IeKTpOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948

KazakeBnu, T. A. JlokymeHTOoBeneHue. JIOKyMEHTAllMOHHBIA CEpBUC : YUYEOHUK U
npakTtukym 11 By30B / T. A. KazakeBuu, A. W. Tkanuy. — 2-e u3a., ucnp. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2025. — 167 c. — (Briciiee obpa3oBanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexktponHwnd // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/562369

3. lllyBamosa, H. H. Opranuzamnus u TEXHOJOTHUS JTOKYMEHTAIIMOHHOTO OOCCIICUCHHS
ynpasienus : yueOuuk ais By3os / H. H. IllyBanoBa. — 3-e u3z., nepepad. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-20347-9.
— Teker : osnextpoHHbli // OOpasoBarenbHas muatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/561048
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10. Ilepevyennb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKAUIMOHHOM ceTn "UHTepHeT",
HEeO0XO0AUMBIX JIfl OCBOCHH S JUCHUNIMHBI U MHGPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCYLIeCTBJIEHUH 00pPa30BaTeILHOIO NpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro obecrnevyeHus 1 HHPOPMANMOHHBIX CIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

1. http://bibllioclub.ru_- 3BC «YHuBepcuterckas OuOIMOTEKa OHIANHY

2. https://urait.ru - 9BC «ObpazoBarenbHas miardopma FOpaiT»

3. https://www.consultant.ru/online/ - HWudpopmaunoHHas crnpaBo4yHas cHCTEMa
«Kouncynprantltocy»

4. https://doc-up.ru/dp - Jlenonpon3BoACTBO

JInieH3MOHHOE IPOrpaMMHOe odecrieyeHme:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

- Adobe Acrobat Reader (3apyOexHO€, CBOOOTHO pacpOCTPaHIEMOE);

- Koncynprantllmoc: «Koncynprantllmoc: Ctynent» (poccuiickoe, cBOOOAHO
pacrpocTpaHseMoe);

- 7-zip — apxuBaTop (3apyOexHO€e, CBOOOJHO pacIpOCTpaHsIEeMOe);

- Comodo Internet Security (3apy0exxHoe, CBOOOTHO pacpoCTpaHsIeMoe).

11. MeToandyecKue PEKOMEHIAILUHU 110 OPraHv3aliii U3YyYCHUA TUCHUIIINHBI

Opranuzanus 00pa30BaTEIBLHOTO TPOIECCa PErIAMEHTUPYETCS yYeOHBIM IUIAHOM U
pacricanueM y4eOHBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHms) — pyCCKUH.

I[Ipu  QopmupoBanuM cBoeil HMHAUBUAyaTbHOW  00pa30BaTENbHOW  TPAEKTOPUHU
oOyJaronuiics IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUINX AUCLUILINH U MPO(ecCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TPOIECCE MPEAMISCTBYIOMIET0 OOYYeHHS, KOTOPBI OCBOOOXIaeT
oOyyJaromierocs 0T He0OX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHHI

VY4eOHbIl mpolecc NpH MNPENOJaBaHUU Kypca OCHOBBIBA€TCS Ha HCIHOJIb30BaHUU
TPaIULIMOHHBIX, HWHHOBAIIMOHHBIX M WH(MOPMAIMOHHBIX O00Pa30BATEIBHBIX TEXHOJIOTHIA.
TpagunuonHsle 00pa3oBaTeNbHBIE TEXHOJOTMH IMPEACTaBICHbl 3aHATUSMU CEMHUHAPCKOIO U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30BaTENIbHBIE TEXHOJIOTUU HWCIONB3YIOTCS B BHJIE
HIMPOKOTO TPUMEHEHUS aKTHBHBIX M HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHSITUM.
Nudopmannonnsie  00pa3oBaTeNbHBIE TEXHOJNOTUU  PEATU3YIOTCS IMYTEM aKTUBH3AINH
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIMOHHOM 00pa30BaTEILHON Cpe/ie.

3aHATHS TeKIIMOHHOTO THIIA

JIeKMOHHBI KypC TMpEArnoyiaraeT CHCTEMaTU3UPOBAHHOE U3JIOKEHHUE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nekuuu gexkTop 00s3aH NpeynpeauTh CTYASHTOB, IPUMEHUTEIbHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoHHBIN KypC TODKEH J1aBaTh HAMOOIBIIHN 00heM HH(GOPMAITUU U 00eCTieYnBaTh
0oee rryboKoe MTOHUMAaHUEe YU4eOHBIX BOITPOCOB MPU 3HAYUTEIILHO MEHBIIIEH 3aTpaTe BPEMEHH,
YyeM 3T0 TpedyeTcsi OOJIBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHSA CEMUHAPCKOr0 THNA

CemuHapckue (MMpaKTUUECKUE 3aHITHS ) TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKITMOHHOTO
TEOPETUYECKOr0 MaTepuana, MPOBOIITCS B IENSIX 3aKpPEIUICHHUsS Kypca U OXBaTBHIBAIOT BCE
OCHOBHBIE pa3/IeIbl.

OcHoBHOW (hOpMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHIATUN SBISETCS
oOcyxJeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTIENIBbHBIM Te€MaM, a TakKke
pemieHre 3agad U pa3bop MPUMEPOB M CUTyalluld B ayJUTOPHBIX YCIOBUSX. B 00s3aHHOCTH
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IpenoaaBaTesiss BXOJAT: OKa3aHHUE METOAMYECKON MOMOIIM U KOHCYJIbTHPOBAaHUE CTYACHTOB IO
COOTBETCTBYIOIIMM TEMaM Kypca.
AKTHBHOCTb Ha MPAKTUYECKUX 3aHIATHUIX OLIEHUBAETCS O CIEIYIOIINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeyiaraéMble MpernojaBaTesieM;
ydacTue B IUCKYCCHUSIX;
BBITNIOJIHEHHUE NTPOEKTHBIX U MHBIX 3aJaHU;
aCCHCTHPOBAHME NPENOJABATENIO B IPOBEACHNUN 3aHATHH.
Jlokitagpl W ONMIOHUPOBAaHUE JOKIAJ0B MPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUYECKUM
MaTepUajIoM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.

OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.

CamocrosiTesibHast padoTa 00y4arOIIUXCS

CamocTrosTenbHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, II€JIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HAaHWH, yMEHUH 03 HEeMOCPEeICTBEHHOTO Yy4yacTus
IpenojaBaTenisi, XapakTepU3yIOIIMiicS TNPeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenu camocToATeTbHON PaOOTHI:

e cucTeMaTH3alus U 3aKpErUIeHHE MOJYYCHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH CTYICHTOB;

e yriyOJieHHE U pacIIipPEHUE TEOPETHUECKUX 3HAHUIA;
e (opMupoBaHHE YMEHHUU HCIOJIH30BATH HOPMATHUBHYIO M CIIPABOYHYIO JOKYMEHTAIHIO,

CHELUAJIbHYIO JIUTEPATYPY;

® Dpa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U

OpPraHU30BaHHOCTH;

e (QopmupoBaHHME  CAMOCTOSITEILHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIMATHUBBI,

CIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAaMOpEaTH3allHH;

® pa3BUTHUE UCCIIEJOBATEIbCKUX YMEHUN U aKaJIEeMUUECKUX HABBIKOB.

CamocTrosaTenbHas paboTa MOXKET OCYIIECTBISATHCA HHAWBHUIYATbHO WM TpyHIamMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIO)KHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomorust  opraHu3alMd  CaMOCTOSITENIBHOM  pabOThl  CTYJEHTOB  BKIIIOYAET
UCTIOJIb30BaHUE MH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOTO
YUPEXKICHUSI.

Ilepen BbIMOMHEHHEM OOYYAIOUIMMUCA BHEAYJIUTOPHON CaMOCTOSTENBbHOW paboThI
IpenoaaBaTesib MOXKET MPOBOJWUTh HHCTPYKTaX IO BBIMOJHEHUIO 3agaHus. B uHCTpykTax
BKJIIOUAETCSL:

e [IeJb U COACPKAHUE 3a/laHuUs;
CPOKH BBIIIOJIHEHMS;
OpPUEHTUPOBOYHEIN 00beM PadOTEHI;
OCHOBHBIE TpeOOBaHUs K pe3ysbTaTaM padoThl U KPUTEPHH OLIEHKU;
BO3MO)KHBIE TUITUYHBIE OIIMOKY TIPU BHITTOTHEHHH.
WHCTpyKTaXX MPOBOAUTCS IMpPENoaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
U3Y4YECHUE JUCIUILTUHBL

KoHTponbs pe3ynpTaToB BHEAYyTUTOPHOH CaMOCTOATENBbHON pabOThl CTYIACHTOB MOXKET
MIPOXOJNTHh B TUCHMEHHOM, YCTHOW WIJIM CMEIIaHHOW (hopMme.

CryneHTbl JOJDKHBI MOAXOAUTH K CAMOCTOATENBHOM paboTe Kak K HauBakKHEHIIeMy
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSI TEOPETUUECKUX 3HAHUM, BbIPaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOPETEHUs OIpEaesieHHBIX HaBBIKOB M HCIHOJIb30BaHHUS
poQeCCHOHAIBHON JTUTEPATYPHI.

[TomermeHust UIst caMOCTOSATENILHOW paboThl 00YUaIOMIMXCSl AOJDKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOYEHHS K ceTu «VIHTepHeT» u o0ecnieueHneM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OpraHU3aIIH.

[Ipu camocTosATensHON TPOPabOTKE Kypca 00ydaromuecs T0JKHBL:
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® [IPOCMATPHUBATh OCHOBHBIC ONpEACTICHUS U (aKTHI;

® [IOBTOPUTH 3aKOHCIICKTUPOBAHHBIN Ha JICKIMOHHOM 3aHATHHM MaTepUall U AONOJIHUTE €ro
C YY4E€TOM PEKOMEHAOBAHHOM 10 JAHHOU TEME JINTEPaTyphl;

® U3y4YUTh PEKOMEHIOBAHHYIO JIMTEPATYPY, COCTABIIATh TE3UCHI, aHHOTALIMM U KOHCIIEKTBI
Haun0oJiee BaKHBIX MOMEHTOB;

®  CaMOCTOSTENbHO BBINOJIHATH 3aJaHNsI, AaHAJIOTMYHBIE [TPEIIaracMbIM Ha 3aHATHIX;

® UCIOJIb30BATH AJISI CAMOIIPOBEPKU MaTepHaibl (POHIA OLIEHOUYHBIX CPEJICTB;

e  BBINOJHATH JOMAIIHKUE 3aJaHUS 110 YKA3aHUIO NTPENOJaBaTEIIs.

PexomMenganum no o0yyeHuro HHBaIUA0B 1 jun ¢ OB3

OcBoeHne MUCHMIUIMHBI HHBaNMUAamMu U nuiamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaraiorcs
CHeIMalIbHbIE YCIIOBUS IS MOJTydeHus oOpa3zoBaHus nHBanIMaamMu u auramu ¢ OB3.

[Tpodeccopcko-nenarorn4eckiii cocTaB 3HAKOMHUTCS C TICUXOJIOT0-(PU3UOTOTHIECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcss uHBanuaoB u null ¢ OB3, uHAMBUAYyaIbHBIMU MPOrpaMMaMU
peabunuTaruu  WHBaIUAOB (mpu  Hamuwuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTENbHAS TOMJCPXKKA TMPENoJaBaHusl THIOTOPAMH, TICHXOJIOTaMH, COIMATbHBIMU
pabOTHUKAMHU, TPOLIECIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM C MeTOANYECKMMHU peKoMeHaanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOIb30BaTh COLMAIBHO-aKTUBHBIC H
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IENBIO
OKa3aHHs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCA C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3MUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl Takke CIEIyeT HWCIOJb30BaTh U aNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBaKI0B 1 jull ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEICTB OOyYEHHMsI OOIIETr0 M CIEIHAIBHOTO0 Ha3HA4YeHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHus). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIHI0B | Jinil ¢ OB3.

dopma TPOBEACHUS ATTECTAlMM JUIsl CTyACHTOB-mHBanugoB u jui ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXOPHU3NYECKNX 0COOCHHOCTEH. J{7151 MHBAaTUA0B
u quny ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpenocTaBieHUs 3aJaHUl OLEHOYHBIX
CPEICTB, @ UMEHHO:

— B TMEYaTHOW WJIM DIEKTPOHHOM ¢opMe (WISl JHMIl C HapyUICHUSIMH OMOPHO-
JIBUTATEIBHOTO amnmnapara);

— B Me4yaTHOW ¢(opMe HIM DICKTPOHHOH (opMe C yBEIWYEHHBIM WIPUPTOM U
KOHTPACTHOCTBIO (JUIsI JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEHUs);

— METOJIOM YTCHHsSI aCCUCTEHTOM 3aJIaHus BCIYX (IJIs JIUI] C HAPYIICHUSIME 3PEHUs).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTpUBaeTCs JOCTymHas (hopma
MPEIOCTaBIICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— TNHUCBbMEHHO Ha Oymare wWid Ha0OpOM OTBETOB Ha KOMIIBIOTEpE (I JIHMI[ C
HAPYIICHUSIMH CITyXa, PeUn);

— BBIOOPOM OTBETA U3 BO3MOXKHBIX BAPHAHTOB C UCIIOJIF30BAHUEM YCITYT aCCUCTEHTA (1S
JIUI] C HapYUICHUSIMH OMTOPHO-BUTATEILHOTO aliapara);

— YCTHO (ISl JTUI] C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO annapara).

[Tpu HEOOXOAMMOCTH ISl O0yYarommuxcsi ¢ WHBAIUAHOCTHIO u Jui ¢ OB3 mporexypa
OLICHUBAHMSI PE3YJIbTaTOB O0YUYEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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12. Onucanue MmaTepuajibHO-TEXHUYECKOI 0a3bl, HE00XOAUMOM ISl OCYLIEeCTBJICHUS
00pa30BaTeIbLHOIO NMpPolecca Mo JMCUUILIHHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIsl MPOBEICHUS Y4YEOHBIX 3aHATHUH,
MPEAYCMOTPEHHBIX  HACTOSIIEW  paboueld  mporpaMMoil  JHUCHMIUIMHBI,  OCHAIEHHAs
000pyIOBaHHEM U TEXHHUYECKUMH CPEACTBAMU O0YUEHUS, B COCTaB KOTOPBIX BXOJAT: KOMIUICKTHI
CIeNUATM3UPOBAaHHON y4eOHON MeOenu, JOoCKa KJIacCHasl, MyJbTUMEIUUHBIA MMPOEKTOP, DKPaH,
KOMITBIOTEP C YCTAHOBJIEHHBIM JIMIIEH3MOHHBIM IMPOTPaMMHBIM 00€CIIeUeHUEM, C BBIXOJIOM B CETh
«IHTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPENy.

Ilomemenne aJsi  €caMOCTOSITEILHOH PadoTBl  o0ydaromuxcss — AayAUTOpHS,
OCHaIlleHHAs cJae1yIIuM odopyrioBaHMeM U  TeXHHYECKUMH CpeICTBAMHU:
CHeuMaIu3upoBaHHas MeOenb Ul MperojaaBaTeNss H  0oOydaromMXcs, JOocKa ydeOHas,
MYJIbTUMEAUHHBINA TPOEKTOP, FKPaH, 3ByKOBbIE KOJIOHKH, KOMITbIOTEp (HOYTOYK), IEPCOHATILHBIE
KOMIBIOTEPHl i1 paboThl 00yYaIONMIMXCS ¢ YCTAHOBICHHBIM JIMIICH3MOHHBIM IMPOTPAMMHBIM
o0ecrieueHrneM, C BBIXOJOM B ceTh «HTepHET» U JAOCTYNOM B 3JEKTPOHHYIO MH()OPMAIIOHHO-
00pa3oBaTeNbHYIO CPELy.
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