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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

Pabouvast mporpamMMa TUCHUIUTHHBI «JlOKyMEHTOOOOPOT M IEITONPOU3BOJICTBOY» BXOJIHUT B
COCTaB OCHOBHOW 00pa3oBaTeNbHOW MPOTPaMMBI BBHICIIETO OOpa30BaHUs IO HAMPABICHUIO
noarotoBku 38.03.01 DxoHOMMKa, HampaBieHHOCTh (Tpoduib) «BHentHePKOHOMUYECKas
NeSITebHOCTh U (PMHAHCOBOE KOHCYJIBTHPOBAHUE» U MpeIHA3HAuYEHA JUIsl 00YYaIOIMXCsl OUHOM
dbopmbl 00yUICHUSI.

© MHCTUTYT MEKIyHAPOJAHBIX SKOHOMUYECKHX CBsizel, 2024.
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1. ean u 3aaa4M TUCHUILIUHBI

Heas aucuuninubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
00ydJaromux 3HAaHU TEOPETUICCKUX U MPAKTUYECKUX OCHOB CO3JaHMSI JOKYMEHTOB YIIPABIICHUS,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PEKTHBHON OpraHu3allid COBPEMEHHOTO
JIEIIONPOU3BO/ICTBA HA MIPEANPUATUSIX U B OPTraHU3AIIHSIX.

3agauyu AUCHMILINHBI:

— U3YYUTb  3aKOHOJATEIbHBIE U HOPMAaTHUBHO-METOJIUYECKUE  JIOKYMEHTHI,
pernaMeHTHPYIOIHepadoTy ¢ 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
o0pa3oBaTe/IbHON NPOrpaMMbl BhICIIET0 00pPa30BaHMS

JucuummHa «J{oKkyMeHTO000pOT H €TONPOU3BOJICTBO» BXOJUT B 003aTEIbHYIO YacThb
y4eOHOro TIuIaHa 1o HanpaBieHuio moarotoBku 38.03.01 DkoHOMHKA, HAMpPaBICHHOCTH
(mpounp)  mporpammbl  «BHemIHesKOHOMHYECKas ~— JEATENbHOCTh M (DUHAHCOBOE
KOHCYJIbTUPOBaHUEY.

3. O0beM JHCHHUILIMHEI B 32aYeTHLIX eIHHHUIIAX U aKaJeMHYEeCKHX Yacax ¢
YKa3aHHEM KOJIM4YeCTBA aKaJeMU4YeCKUX YaCOB, BbI/IEJIEHHbIX HA KOHTAKTHYIO padoTy
00y4arouuXxcd ¢ npemnogaBaresieM (1o BUAaM Y4eOHbIX 3aHATHI) U HA CAMOCTOSAITEJILHYIO
padoTty o0y4aromuxcs

OO61mmast TpyJ0EMKOCTh JUCIUILINHBI COCTABISET 3 3a4€THBIC eIUHUIIBI, 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

KoOMIleTeHIInu (Uif) HHIMKATOPA TOCTHKEHUS
00y4YeHus M0 TUCUMUILINHE
BbINYCKHUKA KOMIIETEHIIMH
OIIK-5 NOIIK 5.1 3HaTh: AJIEKTPOHHBIN
CnocobeHn wucnonbs3oBaTh | MiMeeT npeacTaBieHue o JIOKYMEHTOO0O0POT.
COBPEMEHHbBIE COBPEMEHHBIX YMeTb: BHIOMpaTh COBPEMEHHBIC
nH(pOPMAaLOHHbIE UH(POPMALIMOHHBIX UH(POPMALIMOHHBIE  TEXHOJOTHH
TEXHOJIOTHH " | TEXHOJIOTHAX B npu OpraHu3aluu
MpOrpaMMHBIE  CPEJCTBA | MPOrPAMMHBIX CPEJICTBAX, JIOKYMEHTO000pOTA.
npu perieHn | HeOOXOAMMBIX JJIs perieHus: | Baagers: OITBITOM
npodeccnoHaTbHBIX npohecCHOHANBHBIX 3a]1ad. HCIIOIL30BaHUS COBPEMEHHBIX
3a7au4. HOIIK 5.2 WH()OPMAITMOHHBIX ~ TEXHOJOTHH
OcymiecTBisiTh ~ BHIOOp U | TIpU OpraHu3aIu
MPUMEHEHUE COBPEMEHHBIX | JOKyMEHTOO0OpOTA.
UH(POPMALIMOHHBIX
TEXHOJIOTHI U MPOTPAMMHBIX
CPEICTB IpHU PELICHUU 33]a4
npodecCHOHATbHON
JIeSITCIIbHOCTH.
IIK-4 HIIK 4.1 3HaTh: OpraHu3alMOHHbIE
Croco0OeH ocymiecTBIATh | ['OTOBHT K 3aKITIOYCHUIO OCHOBEI JIOKYMEHTAIlMOHHOTO
JIEJIOBYI0 KOMMYHHUKAIIUIO | BHEITHETOPTOBBIM KOHTPAKT obecneyeHus
u nokymentanuonHoe | UIK 4.2 BHEITHEIKOHOMUYECKOU
o0OecrieueHue OcyuiecTBisieT JIeSITENLHOCTH.
BHEIIHEAKOHOMUYECKOU JOKYMEHTapHOE Ymers: OCYLLIECTBIATh
eI TETLHOCTH CONIPOBOXKICHUE JIOKYMEHTAIIHOHHOE
BHEITHEAKOHOMUYCCKOM COMPOBOXKACHUE
JIeSITEILHOCTH npodecCHOHATbHON
HIIK 4.3 JIeITEIbHOCTH.
VYuactByeT B opranusanuu 1 | Baamern: CIIOCOOHOCTBIO
BEJICHUU TIEPETOBOPOB, B T.Y. | OCYLIECTBISAThH

Ha aHIJIUHACKOM SI3BIKE

JTOKyMEHTAIIMOHHOE obecreueHne
BHEIITHEDKOHOMUYECKON
NEITEILHOCTH.




5. Conepxanue QM CIUANINHbBI

HauMeHoBanue teM
(pa3nesioB)

Conep:xanue Tem (pa3aesioB)

Tema 1.
Opranu3anoHHbIE
OCHOBBI
JIEIOTIPON3BO/ICTRA.

YHuukanus u cTaHaapTU3aUs JeI0BOM ToOKyMeHTaluu. CIoBapb-MUHIMYM
TEPMUHOB M ompezneneHuid. OOmme HOpPMBI U MpaBuwia O(OpMIIEHHUS
JOKYMEHTOB (pa3mepsl Oymaru, ToNied, HyMepamus CTpaHWl H T.J.)
IIPUMEHSAEMOE B JIEIONPOU3BOJICTBE.

Knaccudukanus nenooit qokymenrtanuu. [IpaBuia ohopMiaeHUsT peKBU3UTOB
OJlaHKa ¥ WX paCIOJIOKEHHUs Ha CTaHgapTHOM (opmare Oymaru, pa3Mepsl
nosieit. @opmyiisip- oOpaser TPyIbl JOKYMEHTOB, IPUHAMISKAIIUX K OJHOM
CUCTEME.

[TpoekTupoBanue OIAaHKOB TOKyMEHTOB opraHuzanuu. Cocras, oopMIICHHE,
M3TOTOBJICHHE, XpaHEeHUE OJaHKOBOPraHU3ALINH.

brnank nokymeHTa: TOHSATHE, Ha3HAuYeHWE, BUABI ONaHKOB (0OmMii ONaHK,
0JIaHK MHChbMa, O0JJaHK KOHKPETHOTO BHJIa JIOKYMeHTa (Kpome muchma). Cocras,
opopmiieHne pekBu3uUTOB OnaHka. (OCOOCHHOCTH S3bIKA  CITYKEOHBIX
nokymeHToB. Kommosumus fokymenta. CTpykTypHble omnOku. HeymectHoe
U HEOMpaBJaHHOE yHoTpeOsIcHHe

MHOCTPAaHHBIX CJIOB.

Qukcauuss  (omMcaHue)  JIOKAJIbHBIX  IPaBUII, HOpPM,  IIOJIOXKEHU,
ONPEIENAIONINX CTATYC OPraHU3allH, €€ CTPYKTYPY, IITATHYIO YACIEHHOCTh U
JOJDKHOCTHOM COCTaB, KOMIIETEHLIMM JOJKHOCTHBIX JIMI] U CTPYKTYPHBIX
nojpaseseHuit, pyHKINOHAIbHOE COJIep>KaHUEIESTEIIbHOCTH OpraHu3aliy B
[[eJoM, €€ TMoApa3JeNeHnii W pabOTHUKOB, WX TIpaBa, OOSI3aHHOCTH,
OTBETCTBEHHOCTh U Jp.,B OPraHU3aLHOHHO-PACIOPSAUTENIBHBIX JOKYMEHTaX
OpraHu3aluu.

CtpyKTypa, Ha3HaYEHHE, OPSIOK Pa3pabOTKH, COTJIaCOBAHUSAHU YTBEPKICHUS.
IIpaBun BHYTpeHHEro TpyAOBOro pacmnopsaka, llomoxenus o mepconase,
[TonoxxeHuss 0 CTPYKTypHOM TNOApa3aeiaeHUuH, [[OKHOCTHON HHCTPYKIIHH.
[lIraTtHOE pacnucaHue KaK MEPBUYHBIM YUETHBIM JOKYMEHT IOY4YeTy KaJIpoB.
O3HakoMJieHHE paOOTHUKOB C JIOKQJbHBIMH HOPMATUBHBIMU aKTaMU
OpraHu3aluu.

Bunbl u HazHaueHne nHGOPMaAIIMOHHO-CIPABOYHOM JOKYMEHTAIIUH 10 KaIpaM.
[Topsimox  odopMiIeHHS, OCHOBHBIC PEKBU3HTHI W IPABOMPUMEHUTEIbHAS
MPAKTUKa HCIOJIb30BAHUS JIOKJIAJHBIX, CIyXKEOHbIX U OOBSCHUTEIbHBIX
3aIlMCOK, MPEICTABICHUN, NPEIIOKEHUM, 3aABICHUNA, aKTOB, CIPaBOK U Jp. B
KauecTBE OCHOBAHWW /Il TPUHATUN pelmieHud B cdepe yIpaBlICHUs
IIEPCOHAJIOM OpraHU3alL1H.

Tema 2.
Pacnopsnurensubien
qraHu3alMOHHbIE
JIOKYMEHTBI.

OpraHn3anOHHO-PACTIOPSAANTEIbHBIC JIOKYMEHTBI: TIOHSTHE, Ha3HAYCHUE,
OCHOBHBIE BU/IbI (OpraHU3aIlOHHBIE, PACTIOPSAIUTENbHbIE, CIIPABOYHBIE).
OpraHu3anyoHHbIE JOKYMEHTBI: yCTaB, IMOJIOKEHHE, CTPYKTypa M IITaTHAas
YHCJICHHOCTD, IITaTHOE paclHCaHue, IpaBuia, JOHKHOCTHAS MHCTPYKLUS, UX
Ha3HAYCHUE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHUS K 0(hOPMIICHHUIO, TOPSIOK
YTBEPIKJICHUSL.

PacnopsimuTensHple  JOKYMEHTBHI: TIOCTAaHOBJICHHE, TpUKa3 (10 OCHOBHOM
NEATEeNbHOCTH M TI0 JMYHOMY COCTaBy), PacHOpsDKEHHE, COBMECTHBIH
pacropsIUTeIbHBINH JOKYMEHT, X Ha3HA4YCHUE, XapaKTCPUCTHKA U COCTaB,
TpeOoBaHUs K OPOPMIICHHIO.

CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KEOHBIE THChMa, CIIPABKH,
JOKJIaIHbI€ 3AIMCKH, MPOTOKOJBI, aKThbI, 3asABJICHUSA, WX XapPaKTEPUCTHUKA H
COCTaB, TpeOOBaHUS K OPOPMIICHUIO.
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Tunel TOKYyMEHTOB: MOATUHHUK, KOMUS, JyOJIMKAT, BEITUCKA, UX Ha3HAYCHUE.
[Topsimok odopmiieHHss W BBIIAYW  KOMHK U AyOJMKATOB JOKYMEHTOB,
BBINKMCOK U3 HUX.

Tema 3. Opranuzanus
JOKYMEHTO000pOTA.

Perucrpanuss nOKyMEHTOB: MOHATHE, LEIH, 337a4d, MECTa PErucTpaluu
pa3NUYHBIX KaTeropuii MOoKyMeHTOB. CucremMbl U (DOPMBI pErucTpaluu
(KypHanbHasi, KapTOuyHas, AaBTOMAaTHU3UPOBAaHHAs), MX JIOCTOMHCTBA U
Henoctatku. Ilokasarenw, BBOAMMBIE B  PETHCTPALIMOHHBIE  (OPMBI.
OcoOeHHOCTH  PEerucTpallud  BXOMASIINX, MCXONAUIMX U  BHYTPEHHHX
JOKYMEHTOB. DIEKTPOHHBIN JOKYMEHTOOOOPOT.

CocTaB BBIIONHSAEMBIX pabOT TpU OTIPaBKE HUCXOASAIIUX JOKYMEHTOB:
MPOBEpPKa MPaBWIBHOCTH O(OpPMIICHHUS, HAIUYUS MPUIIOKEHUH, aapecara,
COPTHpOBKA IO aapecaraM W BHJAAM OTIIPABICHUN, COCTABJICHHUE OIHUCH
pacchuikd. TpaauUMOHHBIA crMOCOO OTHpaBKU JOKYMEHTOB  (TIOYTOM).
OTtmpaBka TOKYMEHTOB C TIOMOIIBIO TenedoHa, dakca.

KOHTpOIIb HCIIOJIHEHNUS TOKYMEHTOB: IOHATHE, HA3HAYeHHE, BUABL. [IpuHIUIIBI
opranu3anvu KOHTpoJid. CpOKM HCIOJHEHUS: THUIOBOW, WHIWBHUIYAJIbHbBIN.
TexHosorus BeneHUs KOHTPOJIs. AHAIU3 HCHOJHEHUS JOKYMEHTOB B
YUPEKICHUU.

B3anMocBs3p peructpanuu JTOKYMEHTOB M HH(OpPMAIIMOHHO- CIIPABOYHOM
pabotel. Opranu3zanys paboThl C IOMOIIBIO CIIPABOYHBIX KapTOYEK.
JIOJDKHOCTHBIE — JIMIA, OCYIIECTBISIOUIME PETUCTPALMI0O M KOHTPOJIb
MCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.

Tewma 4. Opranuzanus
OTIePaTUBHOTO
XpaHEHUS JOKYMEHTOB.

Homenknarypa pgen: moHsATHE. 3HA4Y€HHWE HOMEHKIATYpbl JAen  JAJsd
KJ1acCU()UKALUU TOKYMEHTOB, ONEPAaTUBHOIO XPAHEHUS U UX Ipe] apXUBHOM
noAroToBku. Buasl Homenkiaryp aein. Ilopsimok cocraBienus, odpopmieHus,
YTBEPKJIEHUsI M TNPUMEHEHUS KOHKPETHOM HOMeHKnarypsl nen. llopsmox
(dbopmHpoBaHUs €.

Opranu3anus XpaHEeHUs UCIOJHEHHBIX JTOKYMEHTOB. OCHOBHBIE TpeOOBaHMS
HOPMaTUBHBIX JOKYMEHTOB,  PEIVIAMEHTUPYIOIIMX  JaHHBIA  JTal
JOKyMEHT0000poTa. OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB.
OcHOBHBIE ATambl IEeperadd JOKYMEHTOB B apXUB WM Ha YHUUYTOKEHUE:
MOATOTOBUTEIbHBIM  (0OOCHOBaHME BBIOOpa croco0a COXpaHEHHUs WU
YHUYTOXKEHMSI IIyTEM IPOBEAEHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB),
OCHOBHOM (TTOATOTOBKA JCJI JJIs TIepeaun B apXHB), 3aBEPIIAIONIN (1Tepeaada
B APXUB WM YHUUTOXKXECHHUE).

OKclnepTu3a LEHHOCTH JOKYMEHTOB: IMOHATHE, Ha3HaudeHue. [IpuHuunel u
KPUTEpUU ONPEIECICHUSI HAYyYHOM, HICTOPUYECKON U NMPAKTUUECKOU LIEHHOCTH
JOKYMEHTOB. DKCIIEPTHbIE KOMUCCHH, UX (DYHKIIMH, IpaBa. DTalbINPOBEICHHS
skcnepTu3bl. OdopmileHHe pe3ynbTaToB AKCHepTH3bl. CpoKH XpaHEHHS
JNOKyMEHTOB. [lepeuHu TOKyMEHTOB ¢ yKa3aHHEM CPOKOB XpaHEHHUs, X BUIBI,
HazHaueHue, cxembl nocrpoeHus. Ilopsnok nepenaum nen B apXuUB WK
YHUUYTOXEHUS JOKYMEHTOB.

TpeboBanust kK 0(OPMIIEHHUIO [T TOCTOSTHHOTO, BpDEMEHHOT'O CPOKOB XPaHEHHS
U 10 JMYHOMY cocTaBy. lIpaBmiia o(hopMIIEHHS M COCTaBJIEHUS OIUCH JAEI.
ITopsinok nepenayu feil B apXuBs.

ApxuB: TOHATHE, Ha3HaueHuWe. Buasl apXumBOB: ToCyJIapCTBEHHBIE,
BEJIOMCTBEHHBIE, O0OBbEIMHEHHbIE  BEJIOMCTBEHHBIE, 00bEeTUHEHHBIE
MEXBEJJOMCTBEHHbIE 10  JINYHOMY  COCTaBy.  ApXHUBHbIE  (DOHJIBIL:
JNOKYMEHTAJIbHBIN, TOCYJapCTBECHHBIMN.




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 JOKyMEHTAITUI» U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.

9. YauduuupoBaHHas cUCTEMa OpraHU3allMOHHO-PACTIOPSIUTEIEHON JOKYMEHTALIHH.

10. Opranu3animoOHHBIE JOKYMEHTHI IPEAIPUATHS.

11. PacnopsautenpHble JOKYMEHTHI IPEANIPUATHS: IPUKA3bI 10 OCHOBHOM J€STEIBHOCTH;
pacnopsiKeHHs, pEIICHHUS.

12. UnpopmaimoHHO-CIIPaBOYHbIE TOKYMEHTBI: TPOTOKOJIBI, IIOJIHAS U KpaTKas popMa Ux
odopmITeHHUS.



13. UH(popMalMOHHO-CIIPAaBOYHbIE JOKYMEHTBI: aKThl; CIy>KEOHble U OOBSICHUTEIbHBIC
3alMCKU; CHpPaBKH; CIYyXeOHbIe JOBEPEHHOCTH; IHUChbMA, WX KiIacCU(UKAIM, CTPYKTYypa,
CTaHJapTHBIE (pa3bl U BbIPAKEHUSL.

14. TloHATHS ZOKYMEHTOOOOPOT U OpraHU3aIMsl JOKYMEHTO000pOTa.

15. HopmaTtuBHO-METOIMYECKAs pErIaMEeHTAINs JOKYMEHTO000pOoTa.

16. OcHOBHBbIE ITpaBUiIa OPraHU3ALNN JTOKYMEHTO000pOTa 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)

Hcropus passutus nenonpousBoacrsa B Poccun.
YHuukanus 10KyMeHTOB, Y HUQUIIUPOBAHHBIE CUCTEMBI IOKyMEHTALIUH.
CoBpeMeHHOE COCTOsTHIE HOpMaTUBHO-MeToIuueckoit 6a3er IOV (0630p).
CrangapTuzanus B 1€I0IMPOU3BO/ICTBE.
Hctopus poccuiickoro repoa.
TpeboBanus kK aMOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
Obmepoccuiickue KIacCu(pUKaTOphl KaK JOKYMEHTHI IO CTaHJapTH3AIHH.
XapakTepucTuKa OTAEIbHBIX TPYII OPraHU3alMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB

9. Oco0eHHOCTH CO3/IaHUs MTPUKA30B.

10. OOpamenus rpax/iaH, npaBuia paboThI.

11. Xapakrepuctuku u pe3rome. OcoOeHHOCTH 0POPMIICHUS.

12. PexoMeHaaTenbHOE MUCHMO.

13. Kommepueckue nucbma.

14. OcobeHHOCTH sI3bIKA U CTUJISI CYKEOHOTO JOKYMEHTA.

15. Hcropus yHU(DUKAITUN TEKCTOB CITY)KEOHBIX TTHCEM.

16. DnexTpoHHOE COOOIIeHIE — 0COOEHHOCTH SI3bIKA U CTHIIA.

17. UnadopmanronHas GyHKIHS TOKYMEHTa KaK CPEICTBO 3areyaTieHus U XPaHCHHS
uHpOpMaLIUH.

18. CormumanpHas GyHKIHS TOKYMEHTA, €€ pOJib B TOBBIIICHUH MMPABOCO3HAHMSI OOIIIECTRA.

19. KommyHuKaTHBHas (GYHKIHUS JOKYMEHTA KaK CPEICTBO Mepeaadu HHpopMaIum.

20. TIpaBoBas ¢yHKIHS JOKYMEHTA KaK CPEJACTBO YCTAHOBJICHUS TPABOOTHOIIICHUH
MEXTy FOPUINIECKUMU U (PU3NICCKIUMHE JTUIAMH.

21. ®OyHKIUA TOKYMEHTA B KAYECTBE HCTOPUUYECKOTO HCTOUHHKA.

22. YmpaBieHdyeckas QyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJIsl PELICHUS
aJMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.

23. Crarucruueckas GyHKIHS JOKYMEHTA.

24. biaHkK TOKyMEHTa, UCTOPHS €ro pa3BUTHS. bllaHKW COBPEMEHHBIX YIPABICHYECKHUX
JIOKYMEHTOB.

25. XapakTepHuCcTHKa 3aKOHOIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO
JOKYMEHTALMOHHOTO 00eCTIeueHHsI yIPaBICHUSI.

26. Poub coyx0b1 JIOY B eATeTbHOCTH OpraHU3aIiH.

27. OpraHuzanus pabo4ux MECT M yCIOBHUU Tpy/a nepcoHaia ciykos1 JJOVY.

28. Tlomoxenwue o ciyx6e JIOY. Ctpykrypa, GyHKIIMHA, METOANKA Pa3padOTKH.

29. HomxHOocTHas HHCTPYKIMsA. DyHKIIUHU, CTPYKTYpa, METOIMKA pa3paboTKu.

30. Opranuzamnus T0KyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.

31. OOBeKTHBHBIC U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHT0000pOTA.

32. DNEeKTpOHHBIN JOKYMEHTOOOO0pOT. [IpoOiieMbl M IEPCTIEKTUBBI PAa3BUTHSL.

33. TMomynsipHBIE CUCTEMBI AIEKTPOHHOTO TOKyMeHTooOopoTa (CD/]) B PD.
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Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Bunpl, popmbl 1 00beMBI CaMOCTOSATENBHONW PabOThI CTYACHTOB MPH U3YUYEHUU JTAaHHOU
TUCITUTIMHBI ONIPEIENISIFOTCS €€ COJIepPIKaHueM U OTPaKEHBI B CIEIYIOIIeH Ta0uIle:

Ne HaumenoBanue TeM Buna camocrositeJibHOM padoThI O0BbeM
n/n | (pa3gesioB) IMCUHUILTHHBI CaMOCTOSITEIbHOM
padoThI
1. | Opranu3anMoOHHBIE OCHOBBI | IOJTOTOBKA K 8y AUTOPHBIM 3aHATHIM, 20
JIETOTIPON3BOJICTBA. MOATOTOBKA pedepaToB, TOKIAI0B
2. | PacnopsauTenbHbie Y| HOATOTOBKA K Ay IUTOPHBIM 3aHATHUSIM, 20
qraHU3aIMOHHBIC MOATOTOBKA pedepaToB, TOKIAI0B
JIOKYMEHTBI.
3. | Opranuzanus MOATrOTOBKA K ay IUTOPHBIM 3aHATHSIM, 20
JTOKYMEHT0000pOTA. MOJITOTOBKA pedepaToB, TOKIAI0B
4. | Opranuzanus MOATrOTOBKA K ayIUTOPHBIM 3aHATHSIM, 20
OMEpPaTHUBHOTO  XpaHEHUs | MOJATOTOBKA pedepaToB, TOKIAI0B
JIOKYMEHTOB.
HUTOIO: 80

8. IlepeyeHb BONPOCOB M THNOBbIE 3aaAHNS AJISA NOATOTOBKH K IIPOMEKYTOYHOM
arrecTanuu

8.1. IlepeyeHb BONPOCOB /ISl MOATOTOBKH K 3a4eTy C OLEHKOI

JIoKyMeHTO000pOT, €ro KOJIMYECTBEHHbIE M KAUECTBEHHBIE XapaKTEPUCTHUKU.
Mecto 1 poib JOKYMEHTOB B YIIpaBJICHUU HA COBPEMEHHOM JTalle.

OYHKIMH J1eT0NPOU3BOICTBA.

CocraB HOpMaTHBHO-MeTOU4ecKor 0a3er IOV .

JlokyMeHTalmoHHOe o0ecrieueHne yIpaBiIeHHUs.

Opranu3anvoHHbIE TOKYMEHTHI.

Cranmapruzanus 1 yaudukanus cucremsl JJOY.

Obmepoccuiickue KI1acCU(PUKaTOpbl JOKYMEHTALIUH.

. T'ocynmapcTBeHHas cucremMa JOKYMEHTAIMOHHOTO 00eCIeueH s yIpaBIeHUSI.
0. bnaHku JOKYMEHTOB U TpeOOBaHUS K HUM.

1. Crpyktypa nokymenta. TpeboBanus k opopmienuto sokymernTos mo 'OCT P 6.30-

el A Sl o e

2003.

12. TlpaBuna odopmiienusi pekBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBokx",
"mmoamnuce".

13. MHCTpYKLIMH TIO I€TIONPOU3BOICTRY.

14. Cuctema OpraHu3allMOHHON JTOKYMEHTALIUH.

15. Cucrema pacnopsiAuTEIbHON TOKYMEHTAIIUH.

16. PacnopsaurenbHble JOKYMEHTHI.

17. Bunpl u Ha3HAYEHUE JIUYHBIX TOKYMEHTOB.

18. Buasl opraHu3aliMOHHBIX JOKYMEHTOB.

19. Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMECHTAIIHH.

20. CmyxebHasi mepenycka Ha NpeANpHsITUN.

21. IlpaBuna opopmiieHUs CIyKeOHOTO MHUCHMA.

22. CrpyKTypa Jel0BbIX U KOMMEPUYECKUX MTHUCEM.

23. Knaccudukamnms aem0BbIX 1 KOMMEPUYECKHUX TTHCEM.

24. TloHsATHE ¥ IPUHITUIIBEI OPTAHU3AIMN JJOKYMEHTOO0O0pOTA.

25. OO6paboTka BXOAALIMX JOKYMEHTOB.
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26. OO6paboTka HCXOAAIINX JOKYMEHTOB.

27. BHyTpeHHUE NOKYMEHTBI OPraHU3alHH.

28. Texnomornyeckas rocjieJ0BaTeIbHOCTb 3TANOB pabOThI C BXOJAAIIMMHU JOKYMEHTAMH.

29. Homenkiarypa nen.

30. PaGota ¢ nmucbmMamu U OOpalIeHUSIMU TPaXKaaH.

31. Perucrpauusi 1OKyMEHTOB.

32. CocraBlieHME HOMEHKIATypbl €.

33. ®opmupoBaHue U 0QOpPMIICHHE JEI.

34. TloaroToBka u nepeaavya JOKyMEHTOB Ha apXUBHOE XpaHEHUE.

35. KonduneHuuanbHblil TOKYMEHT.

36. Opranmsanus paboOThl ¢ JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM
TalHe.

37. OcoOeHHOCTH BEIICHUS JCIOMPOU3BOJICTBA, OOSCIIEYNBAIOIIECTO YYET U COXPAHHOCTh
KOH(HICHIIMATHHON MH()OPMAIH U TOKYMEHTOB.

38. TumoBbie OpraHU3aIMOHHBIC CTPYKTYPHI CITYKOBI JEITOMPOU3BOICTBA.

39. Ycnous Tpyna paOOTHUKOB CITY>KOBI JIETOMPOU3BOJICTBA.

40. KoMmbloTepHbIE TEXHOJIOTHH B AETOMPOU3BOJICTBE.

41. OGecrieueHrne COXpaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOM (hopMe.

42. YcraB Kak OCHOBHOM OpraHM3allMOHHBIN JTOKYMEHT.

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

44. TIpoxoxaeHre UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

45. OcoOeHHOCTH fA3bIKa M CTUJIS CITY>KEOHBIX JOKYMEHTOB.

46. PekBU3UTHI MEXIYHAPOJHOTO NUchbMa. OCHOBHBIE PEKOMEHIALMM [0 COCTABJICHUIO
TEKCTOB MEXIYHAPOHBIX IMHCEM.

47. ®opmynsap JOKYMEHTA.

48. OyHKIMH OCHOBHBIX MOJPA3JeIeHUN CIIyKObl TOKYMEHTAIMOHHOTO O0eCTeYCHHUS
yIpaBJi€HUS.

49. ABTOMAaTHM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JTOKYMEHTOB M WX BJIMSHHE Ha
CUCTEMY JIeJIONPOU3BOACTBA KOHKPETHON OpraHU3alNH.

50. CnpaBo4HO-MH(DOPMAITUOHHBIE JOKYMEHTHI.

51. CtpykTypa W colepx’aHue KaApoBOW MOKyMeHTanuuu. OpraHu3aliOHHO-KaJpOBbIE
JIOKYMEHTBI.

52. OCHOBHBIE aCMEKTHI KYJIbTYPHhI I€JIOBOM PEUH.

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

54. TunuyHbIe OMUOKYU B S3bIKE U CTHUIIE TOKYMEHTOB.

55. SI3pikoBOE O(hOopMIICHUE JIMUYHBIX TOKYMEHTOB.

8.2. TunoBple 3agaHu IJI9 ONEHKH 3HAHUI

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

0) C yBaXXEHUEM ...

B) HAMM pacCMOTpeHb! Baim npeioxeHnus ...

T) B CBSI3H ...

2. JlesTenbHOCTH anmapara ynpaBieHHUs, OXBaThIBAIOIIAs BOPOCH! JOKYMEHTUPOBAHUS U
OpraHu3aIy padoThI ¢ JOKYMEHTaAMHU:

a) TOKyMEHTaIlMOHHOE 00ecIieueHNe yIpaBIICHHUS;

0) cTanmapTH3aIus;

B) ET'C/I;

I') CUCTEMA JOKYMEHTALIUH.
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3. JIOKyMEHT, 3aKpeIIIOMUi JOKHOCTHON M YMCIIEHHBIN COCTaB NPEANPUATHS C
ykazanueM (hoHa 3apabOTHOM TIIaTHI:

a) NOJDKHOCTHAsI MHCTPYKLUS;

0) ycTas;

B) MOJIOKEHUE;

T') ITaTHOE PaCIUCaHHE.

8.3. TunoBble 3a1aHUsA 1JIsl OLIEHKH YMEHU I

3apnanue 1. CoctaBbTe W 0QOpPMHUTE MPUKA3bl MO OCHOBHOHM JACSITEIBHOCTH, W IPYTHE
pacnopsAUTEeNbHbBIC TOKYMEHThI, HEOOXOIUMBIC B JAHHOW yIPABICHUYECKON CHTYaIUH.

Ha MockoBckoM KOMOHMHATE MO MPOU3BOJCTBY MY3bIKAIbHBIX WHCTPYMEHTOB U MeOenu
(rocyapcTBEHHOE MpEeINpUATHE), KOTOPBIH BXoAUT B KoHIIEpH 10 pa3paboTke U MPOU3BOJCTBY
MPONYKIIMK MY3bIKanbHOU mpombliieHHOCTH (POCMY3IIPOM), neiictByer Ilonmokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEXOB, OTENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekymero rojga AupekTop komOmHata B.M.JlaprmoHOB mopy4msl HadaabHUKY
oTaena Tpyaa u 3apadbotHoi miuatel MapkoBy H.I'. paccuuTarh pazMep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIY)KO KOMOHMHaTa 1Mo WTOTraM paboThl 3a MEPBBIM KBapTal K 15 ampens, a
riiaBHOMY Oyxrantepy komounara TpomHoii C.I'. — oprann3oBath BeIIIIATY npeMuu Kk 20 anmpens
TEKYILEro roja.

HavanesHuk mnmaHoBo-akoHOMHUYeckoro otnaena MatseeBa C.H. u riaBHBIM Oyxrantep
Tpommna C.I". 3aBU3UpOBaIIA MPOCKT MPHKa3a TUPEKTOPa KOMOMHATA.

3ananue 2. CoctaBbTe W OPOPMHUTE MPUKA3bl MO OCHOBHOM JACSITEIBHOCTH, W IPYTHE
pacnopsiAUTeNbHbIE TOKYMEHTHI, HEOOXOIUMBIC B JAHHOW yIPABICHUYECKON CHTYaIUH.

['nmaBa Pecry6ommku Kapenus C.JI. KarananmoB 8 Mast TEKyIIero roja u3iaja pacropsbkeHue,
B KoTopoM MHctutyTy Omosnorun Kapensckoro HayyHoro neHrpa Poccuiickoit akajgeMuu Hayk
OBLIO TIPEIOKEHO pa3paboTaTh IUIAH NATbHEUIINX JICHCTBUN MO COXpaHEHUIO KPyMHEHIIEeH B
EBporie CTOSHKM MHTPHPYIOMIMX MTHUIl, IPYTHX MPUPOAHBIX OOBEKTOB MEXKIYHAPOIHOTO
3HaYeHUs Ha Tepputopun pecnyOnuku Kapenus, a Tak ke BKIIOYUTh B IUJIaH JEUCTBUMN
MOATOTOBKY MEXIYHAPOAHBIX MEPONPUITHII MO PAa3BUTHUIO PEMECEN, TypU3Ma B CEIbCKHX
HACEJIEHHBIX MYHKTaX, UMEIOIINUX 00BEKThl MEXTIyHAPOAHOTO 3HAYCHHUS.

[MoaroroBka nHMOpPMALIUK O BHIMOTHEHHH PACTIOPSDKEHUS BO3jIaranach Ha MUHHCTEPCTBO
CEJIbCKOTO X034iCTBA U MPo10BOILCTBUS PK.

Pacniopspkenue ObLTO M31aHO B LETSX BBIOTHEHHS] MEKIOCYIapCTBEHHBIX KOHBEHIIUN TIO
COXPAHEHUIO IO COXPAaHEHHUI0 OHOJOTHYECKOro pa3zHOOOpa3usi, Ha OCHOBAaHUU pE3YJIbTaTOB
MeXAyHapoaHoro mnpoekra, ocymectBieHHoro ['VCII «lInemennoe xo3zsiiictBo «MibUHCKOE»
OnoHeukoro panoHa.

Pacnopspxkenue ogopmieHo Ha OimaHkKe ¢ M300paxeHueM repba pecrnyOnuku Kapenus, a
TakKe€ C yKa3aHMEM HauMMEHOBaHMs TrocyJapctBa, cyObekrta Pepepanuu U HAaUMEHOBAHUS
JOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. TunoBpie 3aJaHUA IJI9 OHEHKH HABBHIKOB

3ananue 1. CocTaBbTe pacmopsAUTENbHBIE JTOKYMEHTHI, HEOOXOAWMBbIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

Hupexrop OO0 «Konsepcusi» Tpodumor O.FO. 7 anpens Tekyiero rojaa u3aai mpukas oo
yTBepKAcHUH [loNoKeHUsT O TMOpSIKE pPacyeToB 3a OKa3aHWe HWH(POPMAIIMOHHBIX YCIIYT.
KOpuckoHcynbTy 1Mo (HUHAHCOBO-XO3SIMICTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapro-
pedepenty [sarunesoit E.A. Obuto mopyueHo x 10 ampens pa3paboTarth THUIOBBIE (DOPMBI
JIOTOBOPOB 00 OKa3aHUU PA3IUYHBIX BUAOB HH()POPMALIMOHHBIX YCIYT U CTPOTO0 KOHTPOJIUPOBATH
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UX MPUMEHEHHE B JIEATENbHOCTU mpeAnpusitusi. OTBETCTBEHHOCTh 3a W3TOTOBJIICHHE, YYET U
COXpaHHOCTh OJIAaHKOB JIOTOBOpPOB Bo3lokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIBTOM 3aBH3UpPOBaja MPOEKT MpPUKa3a.

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

C 1enpl0 NMpUBIEYEHUS CPEACTB Ul OOEcreueHHs] MPOM3BOJICTBECHHON NEsTEIHHOCTH
renepanbHbiid upekTop OO0 «Texuuka» (. Kypck) Cokomnor O.I'. 20 ceHTsI0ps TeKymiero roaa
M3J1aJ1 IIpUKa3 O CO3/1aHUM KOMMEPYECKOI0 OTAEJA B COCTaBE 3 IMITATHBIX €AMHUI: KOMMEPUECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustast [opstueBy [.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEPKICHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTus Ha 4 kBapTaj TeKyiero roja k 1 okrsops. Kommepueckomy nupexTopy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTSI0ps.

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

9.1. OcHoBHas1 IUTEpaTYpa

1. Kysuenos, U. H. JlokymeHTanmmoHHOEe oOecrnieueHne ynpasieHus. JJokyMeHToo00poT u
JIeNTOTIPOU3BOICTBO: YUEOHUK U MpakTUKyM st By3oB / . H. Ky3nenos. — 4-e u3zn., nepepad. u
norn. — Mocksa: U3parensctBo HOpaiit, 2023. — 545 ¢. — (Bricmee o6pa3oBanue). — ISBN
978-5-534-16003-1. — Texcrt: anexkrpoHHslii / Obpa3oBarenbHas miardgopma FOpait [calT]. —
URL.: https://urait.ru/bcode/523612

2. I'poszoga, O. C. [denonpousBoacTBo: yaedHoe mocodue st By30B / O. C. ['po3oBa. — 2-
e m3a1. — Mockga: M3gatensctBo FOpaiit, 2023. — 131 c. — (Bricmee o6pa3oBanue). — ISBN
978-5-534-15964-6. — Texcrt: anexkTpoHHslii / Obpa3oBarenbHas miardgopma FOpait [calT]. —
URL.: https://urait.ru/bcode/510372

3. Hoponuna, JI. A. Opranu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
yIpaBJICHUS: y9eOHUK U MpakTUKyM 11t By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa: U3garensctBo FOpaiit, 2023. — 270 c. — (Briciiee oO6pa3oBanue).
— ISBN 978-5-534-16016-1. — Texkct: snexktpoHHbIi / OOpa3zoBarenbHas miaatdopma FOpaitt
[caiiT]. — URL: https://urait.ru/bcode/530251

9.2. lonotHUTEJIbHAS JIUTEPATypa
1. VBanoBa, A. IO. Pycckuii s3Ik B ACIOBON TOKYMEHTAIIUN: YUSOHUK M TTPAKTUKYM IS
By30B / A. 0. lBanoBa. — 3-e u3n., nepepad. u qon. — Mocksa: M3narensctBo FOpaidt, 2023.
— 144 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-16172-4. — TeKcCT: 3J€KTpOHHBIH //
ObpazoBarenbHas wiatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/530556
2. KazakeBuu, T. A. JlokymeHTOBeneHHe. J[OKyMEHTAIlMOHHBIN CEPBHUC: yYEOHUK M
npaktukyM st By30B / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3A., ucnp. u gomn. — Mocksa:
NznarensctBo FOpaiit, 2023. — 167 c. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Texkct: osnextpoHHbli // OOpasoBarenbHas tiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/513649
3. IllyBanoBa, H. H. Opranuzanus u TEXHOJIOTUS JOKYMEHTAIMOHHOTO OOECTeUeHUs
yIpaBieHUs: y4eOHUK B TipakTukym aiis By3oB / H. H. lllyBanoBa. — 3-e u3z., mepepad. u mom.
— Mocksa: M3garensctBo FOpaiit, 2023. — 247 c. — (Bricmiee obpazoBanue). — ISBN 978-5-
534-16537-1. — Texcr: anexkTponHsbIi // ObpazoBarenbHas miatdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/531239
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10. Ilepevyennb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKAUIMOHHOM ceTn "UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHGPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX IPH OCylIeCTBJIEHUH 00pPa30BaTeJIbHOIO MpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOr0 o0ecrnevyeHus 1 HHPOPMAIMOHHBIX CMIPABOYHBIX
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

JIMIIEH3MOHHO0E MPOrPAMMHOE 00ecIeueHne:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apyOexHOE, BO3ME3THOE);

- Adobe Acrobat Reader (3apy0exHoe, CBOOOIHO pacpoCTpaHIeMoe);

- Koncynprantllmoc: «Koncynerantllmoc: CrymeHt» (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);

- 7-zip — apxuBatop (3apy0exxHoe, CBOOOHO PacIpoCTpaHsIeMOe);

- Comodo Internet Security (3apy6exHoe, CBOOOTHO pacpoOCTpaHIEMOE).

11. MeToguyeckue peKOMEHIANUM 110 OPraHU3AMUN U3YYeHU S JUCHUILTHHBI

Opranuzanus 00pa30BaTEIbLHOTO MPOIECCa PErIaMEHTUPYETCsl y4eOHBIM IUIAHOM U
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanus) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH WHIUBUAYaJbHON  0Opa30BaTEIPHOW  TPACKTOPUU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUILUINH U PO ECCHOHATBLHBIX
MOJIyJIel, OCBOEHHBIX B TMIpOLECCe MPEAIIECTBYIONIEr0 O0y4YeHHs, KOTOpPbI O0CBOOOXAaeT
00yyaromerocsi OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBACTCS Ha HCIOJIb30BAHUHU
TPaJMLMOHHBIX, HWHHOBALMOHHBIX M HWH(MOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
TpaauunonHeie 00pa3oBaTENbHBIE TEXHOJOTMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPUMEHEHUS AaKTHBHBIX UM HWHTCPAKTUBHBIX (OpPM TMPOBEACHUS 3aHSITHI.
NudopmannonHsle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEaTM3yIOTCSl IyTEM  aKTUBU3ALUU
CaMOCTOSITENIbHON PabOThI CTYJICHTOB B HH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOI0 THIIA

JIeKIIMOHHBI KypC TMpEanojaracT CHUCTEeMAaTU3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha niepBoii nexuuu nekTop 00s3aH MpeaynpennuTh CTyA€HTOB, IPUMEHUTEIBHO K KAKOMY
06a3zoBOMY yueOHUKY (YueOHUKaM, y4eOHBIM ITOCOOUSIM) OyIeT MPOYUTAH KYpC.

JIeKIIMOHHBIN KypC JOJDKEH J1aBaTh HAMOOJIbIINI 00beM HH(pOpMAIK U 00ECTIeUnBATh
6oJee r1ybOKoe MOHUMaHKEe y4eOHBIX BOIIPOCOB MPU 3HAYUTENIbHO MEHbIIIEH 3aTpaTe BPEMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.

3aHATHS CEMMHAPCKOI0 THIIA

CemunHapckue (paKkTHUECKUE 3aHATHS ) IPEJICTABISAIOT COOON NETATN3AIHIO JIEKIIHOHHOTO
TEOPETUYECKOr0 MaTepuana, MPOBOAITCS B LENIX 3aKpeIUIeHHs Kypca U OXBaThIBalOT BCe
OCHOBHBIE pa3/Iebl.

OcHoBHOM (opMOIl TIpOBEEHUS CEMHHApPOB M TPAKTUYCCKUX 3aHSITHH SBISETCS
oOcyxaenue HanOosee MPOOJEMHBIX U CIOXKHBIX BOIPOCOB IO OTICIBHBIM T€MaM, a TaKXke
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pelieHue 3aiad U pa3dop MPUMEPOB M CUTyalluid B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoiaBaresis BXOAAT: OKa3aHUE METOJIMYECKON MOMOIIU U KOHCYJIbTUPOBAHUE CTYACHTOB IO
COOTBETCTBYIOIIIUM TEMaM Kypca.
AKTUBHOCTb Ha IPAKTUUYECKUX 3AHITHUSIX OLEHUBACTCS MO CICAYIOIMIUM KPUTEPUSIM:
OTBETHI HAa BOIIPOCHI, IIpeAiaraeMble MpernogaBaTeseMm;
y4acTHE B TUCKYCCHSX;
BBIIIOJIHEHUE MPOEKTHBIX M UHBIX 3aJJaHUN;
ACCUCTHUPOBAHUE NPENOJABATEIIO B IPOBEACHUH 3aHITHH.
Joxnaasl ¥ ONMOHUPOBAHME JTOKJIAJOB MPOBEPSIOT CTENEHb BIAACHUS TEOPETUUYECKUM
MaTepHalioM, a TaK’Ke KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUN.

OueHnBaHuE TPAKTUYECKUX 33/IaHUM BXOAUT B HAKOIUICHHYIO OLICHKY.

CamocTosiTesibHasi padoTa 00yYarOImnXxcst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHANIPABICHHOTO
NpUOOpEeTEeHUs] CTYACHTOM HOBBIX 3HaHUH, YyMEHHH 0e3 HemoCpeICTBEHHOr0 Yy4acTus
MpernofaBarelisi, XapaKTepU3yIOMIMCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNEHON PaOOTHI:

® CHUCTEMaTHU3alMs U 3aKPEIJICHUE MOJTYYEHHBIX TEOPETUUYECKUX 3HAHUU U MPAKTUYECKUX
YMEHHUH CTYJEHTOB;

e yriuyOJeHue U pacliipeHre TEOPEeTUUECKUX 3HAHUM;

e (QopmupoBaHHE YMEHUI HCIIOJNB30BaTh HOPMATHBHYIO M CIIPABOYHYIO JOKYMEHTAIUIO,

CHELUAIIBHYIO JTUTEPATYPY;

® pa3BHUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJEHTOB, OTBETCTBEHHOCTH U

OpraHU30BaHHOCTH;

e (QopmupoBaHHME  CAaMOCTOSTENLHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIIUATHBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHUIO M CAMOpPEaIN3alluu;

® Ppa3BUTHE UCCIEAOBATEIBCKUX YMEHHUM U aKaJeMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXET OCYIIECTBISTHCS HWHAWBHIYAIbHO WM TpyHIamMu
CTYJIEHTOB B 3aBUCUMOCTH OT L€, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHON TEMAaTHKH.

TexHomorust  OpraHW3allMd  CaMOCTOSITENIBHOH  pabOThl  CTYJEHTOB  BKIIIOYAET
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepPUATbHO-TEXHHUUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBITIOJIHEHHEM OOYYaAIOIUMHKCS BHEAYJIUTOPHOM CaMOCTOSTEIbHOW pPaOOTHI
MpEenoiaBaTelib MOXET IPOBOJAUTH WHCTPYKTAX MO BBINOJIHEHHUIO 3alaHus. B MHCTpyKTax
BKJIFOYAETCS:

® [IeNb U COAECPIKAHME 3aaHUS;
CPOKH BBIIIOJIHEHHS;
OPUEHTHPOBOYHBIA 00bEM PabOTHI;
OCHOBHbIE TpeOOBaHUs K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKH;
BO3MOJKHBIE TUITUYHBIC OIIUOKY TIPU BBITIOTHEHHH.
WHucTpyKTax MpOBOIUTCS IMpernojaBaTesieM 3a cueT o0beMa BPEeMEHM, OTBEJEHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHBHOM PabOTHI CTYJEHTOB MOJKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WJIM CMELIaHHOH (hopme.

CTyAeHTbl AOMKHBI MOIXOAUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaxKHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHSI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3IJISI0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETeHHs] OMNpEeAENECHHBIX HABBIKOB U HCIOJIb30BaHUS
npodeccuoHaIbHON TUTEpaTyphI.

[TomemeHust Isi caMOCTOSITENBHON pabOThl O0YYaIOUIMXCSA JOKHBI OBITH OCHAIIEHBI
KOMIBIOTEPHOU TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTu «IHTepHeT» 1 obecnieueHneM
JOCTYyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CPely OpraHU3alnu.
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[Ipu camocTosATensHON TPOPabOTKE Kypca 00yJaromuecs T0JKHBL:

® [pOCMAaTpPUBaTh OCHOBHBIE ONpeAETICHUS U (PaKThI;

¢ T[IOBTOPHUTH BaKOHCHeKTI/IpOBaHHBIfI Ha JICKOHMOHHOM 3aHATHU MAaTCpUall U JOMOJHUTL Cro
C YYETOM PEKOMEH/I0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;

® U3y4YUTh PEKOMEHJOBAHHYIO JIUTEPATYPy, COCTABIATh TE3UChI, aHHOTAIMA U KOHCIEKTHI
HaH60nee BaXHbBIX MOMCHTOB,

¢ CaAMOCTOATCIILHO BBIIOJHATL 3aaHWs, AHAJIOTUYHBIC ITPCAJIaraCMbIM Ha 3aHATUAX;

®  UCHOJB30BATH JJISI CAMOIIPOBEPKU MaTepUaibl (POHIA OLIEHOUHBIX CPEJICTB;

¢  BBIIOJHATHL AOMAIITHUC 3aJaHUs 110 YKA3aHUTO TPCTIOAaBaTCIIs.

Pexomennanuu no o0y4enuro nuBaauaoB u aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATUAaMH U JuiiaMmu ¢ OB3 MoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTUMHU OOyYalOIIMMHCSA, TaK W B OTHENBHBIX Tpynmax. [Ipenmomararorcs
crHelualbHbIe YCIOBUS Ui MOJydeHus oO0pa3zoBaHus HHBanWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-nieqarornyeckuit CoOCcTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUUECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcsi uHBaiIuaAoB U jull ¢ OB3, uHauBUAyanbHBIMU MPOrpaMMaMu
peabunuranuy  WHBaMUAOB (mpu  Hamuuuu). llpu  HEOOXOIMMOCTH  OCYIIECTBISETCS
JOTIONIHUTENIbHAS TMOJNJEpPKKAa TMPEenoJlaBaHusl ThIOTOPaMH, IICUXOJIOTaMH, COLIMAJIbHBIMU
paboTHUKAMU, TIPOIICIIMMH IMOATOTOBKY aCCHCTEHTaMHU.

B cooTBeTrcTBUU ¢ MeTOMMUYECKUMH peKoMeHnanusMu Munoopaayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeArnoiaraetcss HCIOJIb30BaTh COIHMAIBHO-aKTHBHBIC W
pedaekcuBHbIE METOIbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIbTYPHOH peadWINTAllUd C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJIEHUM TOJHOIEHHBIX MEXJIWYHOCTHBIX OTHOIICHHH C JIPYyruMu
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIrO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYIEHYECKOH TpyTIIE.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YYETOM IIPEAOCTABICHHS
MaTepuaia B pa3IM4HbIX (popmax: ayauanbHOM, BU3yalIbHOM, C MCIOJIB30BaHUEM CHEIHATbHBIX
TEXHUYECKUX CPEACTB U UH(DPOPMAIIMOHHBIX CHCTEM.

Menuamarepuansl TakKe ClEAyeT MCHOJIb30BaTh M aJanTHPOBaTh C  y4ETOM
WHAUBUAYATBHBIX OCOOEHHOCTEH 00yueHus nHBaU 0B 1 U1l ¢ OB3.

OcBoeHuE OUCHMIUIMHBI HMHBamugamMu © Jumamua ¢ OB3  ocymectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHs OOIIEro W CIEIUAIBHOTO Ha3HA4YeHUs (IMIEPCOHATBLHOTO U
KOJUIEKTUBHOI'O HCIIOJIb30BaHUA). MaTepuanbHO-TEXHUYECKOE OOecreueHne MpeaycMaTpuBaeT
npucnocoOIeHne ayAuTOpHil K Hy>KJaM WHBaNKU0B U ui ¢ OB3.

dopma TMNpOBENCHUS AaTTECTAllUM JUIsl CTYJAEHTOB-UHBanuaoB u Jjun ¢ OB3
YCTaHABIMBAETCS C YUYETOM MHIUBHIYyATbHBIX ICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 MHBaTUI0B
n ymn ¢ OB3 mpenycmaTtpuBaeTcss nocTymHas ¢GopMa MPeIoCTaBICHUS 3alaHU OIICHOYHBIX
CPENCTB, @ UMEHHO:

— B TMEUATHOW WJIM DIEKTPOHHOW ¢dopMe (sl JNHIl C HAPYUICHUSMH OIOPHO-
JIBUTATEIHLHOTO ammapara);

— B medaTHOH (opMe WM DICKTPOHHOW (opMe ¢ yBEIWYEHHBIM MPUPTOM U
KOHTPACTHOCTBIO (IUIsI JIUI] C HAPYLICHUSIMU CITyXa, peUH, 3pEeHus);

— METOJIOM YTEHHsSI ACCUCTEHTOM 3aJlaHusl BCIYX (U1 JIHI] C HAPYLICHUSIMH 3pEHUs).

CrynentaM ¢ mHBaIuAHOCTHIO M Jinnam ¢ OB3 yBenuuuBaercs BpeMsi Ha MOATOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMPOCHIL. [[71sl TaKUX CTYZEHTOB MpeaycMaTpruBaeTcs 1ocTynHas popma
MPE0CTaBIICHUS OTBETOB Ha 3a/I1aHUs],  UMEHHO:

— TUChMEHHO Ha Oymare wixm Ha0OpOM OTBETOB Ha KOMIbIOTEpe (AN JIHIl C
HapyLICHUSIMH CIyXa, peun);

— BbIOOPOM OTBETA U3 BO3MOKHBIX BAPHAHTOB C UCIOJIb30BAHUEM YCITIYT aCCUCTEHTA (151
JUI C HAPYUIEHUSIMUA ONTOPHO-/IBUTATENILHOIO aIlapaTa);

— YCTHO (IU1s1 JIUII C HApYIICHUSIMH 3PEHUSI, OTIOPHO-/IBUTATEIBHOTO anmnapara).
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[Ipu HEeoOxoamMocTH 171l OOydYaronuXxcsi ¢ MHBATUAHOCTHIO U ymi ¢ OB3 mporenypa
OILICHHUBAHUA peByHLTaTOB O6y‘ICHI/I$I MOXKET HpOBOI[I/ITI:CH B HCCKOJIBKO 5TaAIlOB.

12. Onucanne MaTepuaJbHO-TEXHMYECKOH 0a3bl, HEOOXOAUMOI IS OCYLIeCTBJICHHS
0o0pa3oBaTe/IbHOIO MpoLecca 1o JUCHUIINHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsl TMPOBEICHUS YYCOHBIX 3aHSATHH,
NOPEIYyCMOTPEHHBIX  HacTosmed  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIleHHAs
000pyI0BaHNEM M TEXHUYECKUMU CPEACTBAMH 00YUYEHHUSI, B COCTaB KOTOPBIX BXOJAT: KOMILIEKTHI
CHeLMATU3UPOBAHHON yueOHOI Mebenu, JoCKa KacCHasi, MyJIbTUMEAUHHBIA MTPOEKTOP, dKpaH,
KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM IPOTPAMMHBIM 00€CIIeueHUEM, C BBIXOJIOM B CETh
«MHTEpHET» U TOCTYIIOM B JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

IToMemieHne Js1 CaAMOCTOSITEILHOH PadoOTHI  00y4YaWIUMXCA — AayJAUTOPHS,
OCHAIleHHAsl  cJeAylIuM  o0opyaoBaHMeM W TEeXHHYECKHMH  CPeJACTBAMU:
CIeNMaM3UpOBaHHass MeOenb Ui TpernojaBarelis W 00ydJalolmuxcs, JO0CKa ydeOHas,
MYJIbTUMEIUHHBIA TPOEKTOP, SKPaH, 3BYKOBbIE KOJIOHKH, KOMITBIOTEP (HOYTOYK), IEpCOHAIbHBIE
KOMIIBIOTEPBI i1 paboThl 00ydYalOUIUXCSl C YCTAHOBJICHHBIM JIMIIEH3MOHHBIM IMPOTPaAaMMHBIM
o0ecrieyeHneM, ¢ BBIXOZOM B ceTh «HTepHET» U TOCTYNOM B 3JIEKTPOHHYIO MH(POPMALMOHHO-
00pa3zoBaTeNbHYIO Cpemy.
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