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1. [losicHUuTEIbHAA 3aAIMCKA

1.1. Lenp u 3aga4yu JUCHUILIMHBI

Lenb AUCHUIIMHBL - (OPMHUpPOBAaHUE MOHUMAHUS 3aKOHOMEPHOCTEH 00pa30BaHUs JOKYMEHTOB
U CIOoCOOOB WX CO3/IaHUSA, PAa3BUTHS CUCTEM JOKYMEHTAIIMM U CUCTEM JIOKYMEHTHPOBAHWUS,
pacCMOTpEHHE JIOKYMEHTa Kak OOBEKTa 3alluThl W HaMaJCHHS, YCBOCHHE TEXHOJIOTHH
3¢ PexkTUBHOTO MOUCKa HHPOPMAIIMH 110 TTPOPIITIO TSI TEIBHOCTH.

3amauu JUCIUIUINHBIL:

-pacCMOTPEHHE TEOPETUICCKUX U TMPUKIIATHBIX aCTIEKTOB JOKYMEHTHUPOBAHUS WH(OPMAIINK;

- CBOMCTB, PYHKIMI U IPU3HAKOB JIOKYMEHTA;

-CII0COOOB U CPE/ICTB JOKYMEHTHUPOBAHUS,

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

-METOJIOB U CIIOCOOO0B 3alTUTHI JOKYMEHTA U JJOKYMEHTUPOBAHHOM HH(DOpManmu;
-KJIaccu(UKaIK JOKYMEHTOB M CHCTEM JIOKYMEHTAIIHH,

-OCHOB NOKYMCHTAIIMUOHHOT'O obecreyeHus YHpaBJICHUA.

1.2. ®opMupyemble KOMIIETEHIIMN, COOTHECEHHBIE C INIAHUPYEMBIMU PE3yJIbTaTaMU 00yUSHHS
10 TUCIUILINHE!

Konbi Coaep:xanue komnerenumii | IlepeyeHs NIaHUpPyeMbIX pe3yabTATOB
KOMIIETeHI[UH 00y4eHHUs MO JUCHUTLINHE
OIIK-4 CIIOCOOHOCTH MOHMMATH | 3HaTh.  OCHOBHBIE  AaCIIEKTHI  CO3JaHHUS
3HaueHne uHpopMauu B | OQUIUANBHBIX M CIYXEOHBIX OKYMEHTOB;
pa3BUTHU COBPEMEHHOTO | TIPUHITUIIBI OpTraHU3aAIUH IOKYMEHTO000pOTa
o01IecTBa, MPUMEHSTh | YMETh: MPAaBUIBHO UCTOIb30BaTh PEKBU3UTHI
nH(OPMAITMOHHBIE OpTaHU3AIMOHHO-PACTIOPS U TEIILHBIX
TEXHOJIOTUM [UIsI TIOMCKAa | | IOKYMEHTOB; co3gaBaTh  Qopmymsp
00paboTKu nHGOopMauu JIOKYMEHTa
Bnaners: HaBBIKAMH paboThI c
JOKyMEHTaMH; HaBbIKAMH ITOATOTOBKH U
nepenayn  JIOKYMEHTOB  Ha  apXHUBHOE
XpaHeHUE

1.3. MecTo TUCHUIUIMHBI B CTPYKTYpe 00pa3oBaTeIbHON MPOTrpamMMbl

JuctumuimHa «CrienuaibHOe JOKYMEHTOBEIEHHE M JIOKYMEHTAllMOHHOE obecredyeHue
yIpaBiIeHUS» OTHOCUTCS K 0a30BOM yacTu OJI0Ka IUCHUIUIMH y4eOHOro IJIaHa.
21.]'[5[ OCBOCHHUA AUCIHUIIIINHBI HeO6XOJII/IMI)I 3HaHWA, YMCHUA WU BJIAJICHUA, C(bOpMI/IpOBaHHI)Ie B
IIKOJIE.

B pesynbrare 0CBOGHUS TUCHUILIMHBL (POPMUPYIOTCS 3HAHUS, YMEHHUS U BIIAJCHUS,
HEOOXOMMBIE JUTS U3YyYECHUS CICTYIOMNX JUCIUIUIHNH U MTPOXOKACHHS MPAaKTHK: OCHOBEI

yIpaBiIeHUYECKON AesITenbHOCTH, CHCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOTA .




2. CTpyKTypa IMCUMILIUHBI

CTpyKTypa AUCHHUILIMHBI 151 04HOH opMbI 00yUeHUst

OO6mas Tpya0éMKOCTh TUCIMIUIMHBI COCTaBisgeT 3 3.¢., 1084., B TOM uymncie KOHTaKTHasi padota

oOyJaromuxcs ¢ mpernojaBaresieM 42 4., caMocTosiTelibHast pabota oOydaromuxcst 66 4.

Bunpr yueOHOM paboThI
(B yacax) DOopMBI TEKYILETO
KOHTAKTHasl KOHTPOJIS

No Pasren 9 2 . = % yCIIEBAEMOCTH,
n/n TUCIUTLUTUHBI/TEMBI 5 z e CE &2 (bopua .
o o | 2 o ; S S 8| TPOMEXYTOIHOU

5 | § ‘E“ = E S E S £ | 8§ arrecrauuu (no

% % = é = chc =2, S| 25 cemecmpam)

S l2 |3 | E3S8FE|CF

3Ha4yeHrEe TUCHUIUIMHBD | 3 4 4 12 | BacmymuBanue

1 | Wi TOATrOTOBKU KaJpOB cooOIIeHU I
110 3anMTe MHPOPMAITUH Y CTHBIN onpoc

2 | JlokyMeHT u cucTeMsl | 3 4 4 12 | YerHslit onpoc.
JIOKYMEHTOB B ux Pemtenue
HUCTOPUYECKOM MPAKTUYECKUX
Pa3BHUTHH. 3ajad.

3 OdunuanpHbe U 3 4 4 14 VYerHbll  ompoc.
CITy’)K€OHBIE JOKYMEHTEI. Pemenwue

MPAKTHIECKUX
3ajad.

4 Meroanka 3 4 4 14 | Vcereii  ompoc.
perJamMeHTalud CocTaBa Pemenue
KOH(UICHITHATBEHBIX MPAKTHYECKUX
JIOKyMEHTOB 3ajad.

5 | [locranoBka 3 4 6 14 | YcTHBIM ompoc.
JOKYMEHT0000poTa B 3acnymuBaHue
OpraHu3aIiy. COOOIICHUH.

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




3. Coaep:xaHue TUCHUILIHHBI

Tema 1. 3naveHue gucHumMHbI «CrHenuajbHoe IOKYMEHTOBeleHHE H
JOKYMEHTAllHOHHOe o0eclnevyeHHe YINPABJICHHUS» UIA INOATOTOBKH KaJpOB IO 3alluTe
uHpopmanuu

IIpenMer U OCHOBHOE COIEpKaHUE NUCUUIUIMHBI. OCHOBHBIE 3ala4d JUCLUIUIMHBI IIPH
HOJATrOTOBKE KaJpOB I10 3alUTe HH(OPMALIHH.

JIOKyMeHT, ero CBOWCTBa, GyHKUMH | nOpu3Haku. llousTus «uHDOpMAIUIY,
«COO0IIeHNE», <«IOKYMEHT», «uH(pOpMalMOHHAas TexHonorus». CpoiicTBa uH(pOpPMALNH,
cooOuieHus1, JokyMeHTa. DyHKIMM COOOUIEHHH M JOKYMEHTOB. JIOKyMEHT Kak OOBEKT
HanaleHus M 3amuTbl. OpraHu3alMOHHBIE M TEXHUYECKHME KaHaJbl HECAHKIIMOHUPOBAHHOIO
JI0CTyTa K JIOKYMEHTaM.

Tema 2. JIoKyMeHT U cCTeMbI JOKYMEHTOB B HX HCTOPHYECKOM Pa3BUTHH

JIOKyMeHT OT nepBbIX JOKyMeHTOB 10 20-X romoB XX Beka. JlokymeHT oT 20-X rojos
XX Beka 0 Havasna XXI Beka. MecTo U posib JOKYMEHTOB B YIPaBJIEHUU Ha COBPEMEHHOM
srare. Cucremaruzanusi W KiIacCUpHUKAIMs JOKYMEHTOB. CHCTEMBl JOKyMEHTAllMH |
KJIaccu(pUKaToOpbl JOKYMEHTUPOBAHHOH HH(popMaryn. JJoKyMEHTHBIE PECYPCHI.

Tema 3. OpunuanbHbie U cay:keOHbIe JTOKYMEHTBI.

OdunmanbHble M CIy)K€OHbIE JOKYMEHThl KaK OCHOBa OO€CledYeHHs JesTeIbHOCTH
opuandeckoro auma. HopmaTtuBHble paBoBbIe akThl. TE€pMHHBI, IPUMEHSIEMbIE MIPU padoTe C
OQUIMATBHBIMU U CIIY’)KEOHBIMU JOKYMEHTaMHU. PeKBH3UTHI OQUUHMANBHBIX U CIIY)KEOHBIX
JIOKYMEHTOB, OOLIMIA MOPsIOK UX O(hOpMIIEHUS, IOpUInYecKas cuia, GopMysp AOKyMEHTa U
bopmynsap-obpaszer] 10KyMeHTa. bi1aHKu JOKYMEHTOB.

Opranu3aloHHO-IIPaBOBbIE JOKYMEHTHI. PacniopsinutenbHble JIOKYMEHTHI.
HHupopmalinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

CnyxeOHast mepernucka Ha mnpeanpusaTu. JlegoBas pedb W ee TIpaMMaTHYECKHUe
ocobenHocTH. Jlornueckoe MOCTPOCHUE TOKYMEHTOB.

Tema 4. MeToauka perjiaMeHTallMU COCTaBa KOHGUAEHINATbHBIX JOKYMEHTOB

Oranbel  OmpeneieHus cocTaBa KOHQUIACHIMAIBHBIX JOKYMEHTOB. (OcOOeHHOCTH
olpesieNieHusl CcocTaBa HWH(pOpMAIMK, OTHOCAIIEHCS K KOMMepueckoi TaiiHe. OCHOBHBIE
TpeOOBaHUs , MPEABSABISIEMbIE K COCTABICHUIO U O()OPMIICHHUIO NepeyHel KOH(HICHIIMATbHBIX
TpeOOBaHUI U U3/1aBa€MbIX KOH(UICHIIMATBHBIX TOKYMEHTOB.

Tema 5. IlocTaHOBKA JOKYMEHTO000POTA B OPraHU3aALNHU

Cayx0a nOOKyMEHTaIMOHHOTO oOecneueHust ympasieHus. OpraHuszanus IpHeMma,
paccMOTpeHHs U PerucTpanuu AOKyMeHToB. MH(opmannonHo-cripaBoyHas paborta. KoHTposb

UCTIOJIHEHUST JOKyMeHTOB. OpraHuzamus OTIPaBKH HMCXOIAIIMX JOKyMeHTOB. Pabora ¢
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KOH(QUICHIMATBHBIMA JTOKyMeHTaMu. Pabora ¢ mnuchMaMu U OOpalllEeHUSIMH Tpak/aH.

TpeOGoBaHwMsI K M3TOTOBJICHUIO, YUETY, UCTIOIB30BAHUIO U XPAHEHUIO TIeYaTel U MTaMIIOB.
Opranuzanus JOKYMEHTOB B jenonpou3BojacTBe. CocTaBieHHE HOMEHKIIATYpPHI Jel.

®opmupoBanue u odopmieHue aen. OpraHuzanus ONEPATUBHOIO XPAHEHUS JIOKYMEHTOB.

:‘)KCHepTI/I?)a INEHHOCTHU JOKYMCHTOB. HO,I[FOTOBKa " nepc€aada 10KyMCHTOB B apXUB.

4. OoOpa3oBaTe/ibHbIe TEXHOJOTHHU

Ne |HammenoBanmue Buabl yueOHbIX
. Oo0pa3oBaTre/ibHbIE TEXHOJIOTHHI
n/n |pasjaesa 3aHATHI
1 |2 3 4
1. |3nauenue mucumMIuIMHE |JIekmus 1 BBogHas meKmus ¢ UCIIOJIb30BaHUEM
«CrermansHOE BHJICOMATEPHUAIOB
JOKYMEHTOBEJEHUE U
JOKYMEHTAILMOHHOE [Ipaktuueckoe 3anstue 1| duckyccus
obecrnieucHue
YIPABICHUS» st | CamocTosTeNIbHAS KoncynsTupoBanue u npoBepka
MOATOTOBKU KaJIpOB I0|paboTa JIOMAIIHUX 3aJaHui MOCPEACTBOM
3amuTe HHpopMauu 3JIEKTPOHHOU MOYTHI
2. |dokymeHT u cuctemsl|Jlekmus 2. [TpobneMHuas nexmms
nokymeHTtoB B ux|[IpakTudeckoe 3aHsTHE 2 |BRIOMHEHNE MPAKTHICCKUX 3aTaHUH
HUCTOPUYECKOM CamMocTosTenpHas KoncynbsTupoBanue u npoBepka
pa3BUTHH pabora JIOMAIIHUX 3aJaHui MOCPEACTBOM
3JIEKTPOHHOU MOYTHI
3. |OdunnansHbIEe U Jlexuus 3. Jlexuusi ¢ pa300poM KOHKPETHBIX
ciry>)keOHbIe [TpakTideckoe 3ansaTHe 3 |CUTyalIul
JTIOKYMEHTBI BrinonHeHue npakTHYECKUX 3aaHui
CamMocTosTenpHas KoncynbsTupoBanue u npoBepka
pabora JIOMAIIHUX 3aJaHui MOCPEACTBOM
3JIEKTPOHHOU MOYTHI
4. |Meronuka Jlexmus 4. [TpobnemHuas neximst
periiaMeHTalu [IpakTuueckoe 3aHsiTHE |BpINOIHEHNE MPAKTUUYECKUX 3a1aHUM
cocTaBa 4. KoncynbTupoBaHue u npoBepka
KoH(puAeHIMaNbHEIX  |CaMoCTOsATeNbHAS JIOMAIIHUX 3a/IaHUH IOCPEICTBOM
JIOKYMEHTOB pabora AJICKTPOHHOU MOYTHI
5. |[I[TocranoBka Jlexmnsg 5. [IpoGnemHuas nexius
nokymeHToobopora  B|IIpakTuueckoe 3ansTue 5 |BrimosHeHrne MpakTUUECKUX 3aTaHUM
OpraHu3alyu. CaMocTosTenpHas KoncynsTupoBanue u npoBepka
pabora JIOMAITHUX 3aJaHui MOCPEICTBOM
3JIEKTPOHHOU MOYTHI
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5. OneHka nuIaHNpyeMbIX pPe3yJIbTATOB 00y4eHH s
5.1. Cucrema orileHUBaHUA

®opMa KOHTPOJISI Makc. K0J1u4ecTBO 0aJJI0B
3a oxny Bcero
padorty
Texymuii KOHTPOJIb:
- onpoc 6 6annos 30 6annos
- KoHmpoavbHas paboma (memwl 1-5) 6 bannos 30 6annos
[TpoMexyTodHas aTTecTaus 40 6annos
3a4eT
HToro 3a cemectp 100 6annos

HepequL KOMIIETCHIIUH C YKa3aHHUEM 3TaIlOB UX (1)OpMI/IpOBaHI/IH B IIPOLECCC OCBOCHUA

JAUCHUIIJIMHBI MIPEACTABIACTCA B BUJIC Ta6JII/IIH)II

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

ITonmy4eHHBIN COBOKYITHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO KAy OLIEHOK U B
HIKay olleHoK EBporeiickoii cucteMsl nepeHoca 1 HakorieHust kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIULIEH:

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

83 o4 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHHO E

20— 49 FX
0_19 HEY/IOBJICTBOPUTEIHLHO HE 3a4TEHO F

52KpI/ITepI/II/I BBICTABJICHUA OLICHKH 110 JUCHHUITIIMHE

Bamasl/ Ounenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHUsI 110

M kana JUCIHMUIIJINHE JUCIHMUIIJINHE

ECTS

100-83/ «OTITUIHOY/ BrictaBnsiercst o0y4aromemMycsi, €ClIi OH TITyOOKO 1

AB «3aYTEHO MIPOYHO YCBOWJI TEOPETUUYECKUI U MPAKTUUECKUI
(oTmuyHO)»/ MaTrepuai, MOXET MPOJEMOHCTPUPOBATH ATO HA
«3auYTCHO» 3aHATUAX U B XOAC€ HpOMeHCYTOqHOﬁ aTTeCTaluu.

OO0yuaromuiicsi HICYEPIBIBAIOIIE U JIOTUYECKUA CTPOMHO
U3JIaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh
TEOPHIO C TIPAKTUKOM, CIIPABIISETCS C PEIICHUEM
3aa4 npodecCHOHATBHON HAPABICHHOCTH BHICOKOTO
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Banaepy/
Ixana
ECTS

Onenka nmo
AUCHUIIJINHE

Kpurepun oneHKH pe3yJbTaTOB 00y4eHUsI M0
AMCHMILINHE

YPOBH: CJIOXXKHOCTH, ITPABUIIBHO 000CHOBEIBAET
HPUHSATHIC PEIICHHUSI.

CB000IHO OpUEHTHPYETCS B YUeOHOH 1
npodhecCHOHATIBHOMN TUTEpaType.

OueHka o JUCHUIIMHE BBICTABIISIIOTCSA
o0yyJaromemycsi ¢ y4éTOM pe3yIbTaTOB TEKYIIEH 1
MIPOMEXKYTOUYHON aTTECTALUU.

Kommnereniuu, 3aKkpeniénnple 3a JUCUUILIMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

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

BeicraBnsercs o0yyaromemMycs, €ClIi OH 3HAeT
TEOPETUYECKUM U IPAKTUYECKUI MaTEpHUall, IPAMOTHO
U 110 CYLIECTBY M3JIaraeT ero Ha 3aHATHSIX U B X0JIe
IIPOMEXYTOYHOM aTTecTaluu, He AOIycKas
CYILIECTBEHHBIX HETOYHOCTEN.

OOyuaronuiics IpaBUIbHO IPUMEHSET TEOPETHUECKUE
IIOJIOYKEHUS [IPU PEIICHNUN TPAKTUYECKHX 3a/1a4
npo¢ecCHOHAILHON HANPaBIEHHOCTH Pa3HOI'O YPOBHS
CIIO’KHOCTH, BJI/ICET HEOOXOJMMBIMH IS TOTO
HAaBBIKaMU U NIpUEMaMHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHOM U
npogeccuOHALHOMN JINTEpaType.

OneHka no JUCIUIUIMHE BBICTABIISIOTCS
o0yyaromemMycsi ¢ ydéToM pe3yIbTaToB TEKYLIEH U
MIPOMEKYTOYHON aTTECTALUN.

Komnerenuuy, 3akpeni€HHuble 3a AUCUUTIIMHOM,
c(OpPMHUPOBAHBI HA YPOBHE — «XOPOIIHIIY.

67-50/
D,E

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

BricTaBnsiercs oOyuatromemMycs, €ciii OH 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUI
MaTepuall, JIOIyCcKaeT OT/eJIbHbIE OLIMOKH MIPU €ro
M3JI0KEHUU Ha 3aHATHUIX U B X0J1€ MPOMEKYTOUHON
aTTeCTaluu.

OOyyaromuiics UCTIBITHIBAET ONPEICIEHHbBIE
3aTPyAHECHUS B IPUMEHEHUN TEOPETUYECKUX
TMTOJIOYKEHUH MTPU PEIICHNN MTPAKTHYECKUX 3a/1a4
npogecCHOHATBLHON HANIPABIEHHOCTH CTAHJAPTHOTO
YPOBHS CIIOKHOCTH, BJIaJieeT HEOOXOAUMBIMU JIJIS
3TOro 6a30BBIMU HaBBIKAMU M TPUEMAMH.
JleMOHCTpHUpYyeT TOCTaTOYHBIN YPOBEHb 3HAHUS
y4eOHOM nUTepaTypsl MO AUCHUILINHE.

OneHka o JUCHUIIIIMHE BBICTABIISIIOTCS
o0yyaromemycsi ¢ y4éToM pe3yIbTaToOB TEKYIIEH 1
MIPOMEKYTOUYHON aTTECTALUN.

Komnerenmuu, 3akpenia€HHble 3a AUCUUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F.FX

«HCYHOOBJICTBOPUTE

JILHOY/
HE 3a4TEHO

BrictaBisiercst o0yyaromemycs, €Cli OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI M MPAKTUICCKUIN
MaTepHal, JoMycKaeT rpyobie OIMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHIX U B XOJ€ MPOMEKYTOUHOMN
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banasl/ Ouenka no Kpurepun oneHKH pe3yJbTaTOB 00y4eHUsI M0
Hlkana AMCHMILINHE AMCHMILINHE
ECTS

aTTeCTalluu.

OOyuaromuiicsi UCTIBITHIBAET CEPhE3HBIE 3aTPYAHEHUS
B IIPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN ITpU
peLIeHNH TPAKTUYECKUX 3a/1a4 TPO(hecCHOHATIbHON
HAIIPaBJIEHHOCTH CTAHAAPTHOTO YPOBHS CJIOKHOCTH,
He BJIaIeeT HEOOXOIUMBIMHU I TOI'0 HABBIKAMH U
IpUEMaMH.

JleMoHCTpUpYeT (parMeHTapHbIe 3HaHUS y4eOHOMH
JUTEPATYPBI 110 AUCLUIUIVHE.

Onenka 1o JUCLMILIMHE BBICTABIISIOTCS
oOyuarolemycs ¢ y4€TOM pe3yJIbTaTOB TEKYLIEH U
IIPOMEXYTOYHOH aTTeCcTalyu.

Komnerenuu Ha ypoBHE «JIOCTaTOYHBINY,
3aKpeIuIEHHbIE 32 TUCIUIUIMHOMN, He chOPMUPOBaHBHI.

5.3. OueHouHble cpeacTBa (Marepuaibl) I TEKYLIEro KOHTPOJIS  YCIEBA€MOCTH,

HpOMe)KYTOqHOﬁ arrecranun o6yan0H1chs1 1O JUCIUIIIINHE

IIpumepHbIe TEMbI COOOIIEHMH

VYHuBepcaibHas JecsTHYHas Kiaccu(uKalus: ee Iellb W Ha3HaueHue, IpHUMeHseMas
TEPMHHOJIOTHS, TpaBUIIa €€ OCTPOeHus, opsAoK ee opranuzanuu. OIIK-4

Knaccugukanus n0KyMeHTOB Ui 1eled (OpMHpPOBAHUS TEPBUYHBIX JOKYMEHTHBIX
KOMIUIEKCOB: €€ LIeJb M Ha3HauY€HUe, NMpUMEHsAeMasi TEPMUHOJIOTHS, MpaBWla €€ MOCTPOEHUS,
nopsiiok ee opranuzaruu. OI1K-4

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

OcHoBHBIE QYHKIIMOHATIbHBIE cUcTeMbI TokyMeHTanuu. OITK-4

OJIEKTPOHHBIE CHUCTEMBI JOKYMEHTALMM: LENb CO3JaHUS W Ha3HAYCHUE NPUMEHEHUS,
nopsiiok ux nmoctpoenus. OIMK-4

JlokymeHTHBIE pecypchl ApxuBHoro Gounaa Poccuiickoii @eneparun. OIIK-4

JlokyMeHTHBIE pecypchl  (hefepalbHOTO PEerucTpa HOPMATUBHBIX IPABOBBIX  aKTOB
cyonekToB Poccuiickoit ®enepannu. OIIK-4

JIoKyMEeHTHBIE pecypchl TOCYIApPCTBEHHON CHUCTEMBI HAYYHO-TEXHHYECKOW HH(POPMAIIHH.
OIIK-4

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

JloxkymeHTHBI pecypc ¢ rpudomM «/lns  ciayxeOHOro TOJB30BaHUS»:  MOPSIOK

dbopMupoBaHus 1 opsAaok ucnonb3oanus. OIMK-4



11.

12.

13.

14.

15.

16.

17.
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JIOKyMEHTHBIN pecypc, colep)Kalnuii KOMMEPYECKYI0 TalHy: MOPSI0K (OPMHPOBAHHS W
nopsiiok ucnoiaszoBanus. OIIK-4

JIOKyMEHTHBII pecypc COAepKalluii IMepCOHAIbHBIC JAaHHBIC: MOPSAOK (OPMUPOBAHUS H
nopsiiok ucroias3oBanus. OITK-4

JenoBas peub U ee rpaMMmarnueckue ocooeHHocts. OITK-4

Jlornueckoe nocrpoenue nokymeHTos. OIIK-4

OOumii MopsAIOK OpraHM3aluu JTOKyMEHTOoOOpoTa B opraHuzanuu. WHCTpyKuus 1o
JIenonpoun3BoIcTBY B opranuzamuu. OITK-4

Lenu, 3amauv U TMOPSIIOK JESATENBHOCTH CIY>KOBbl JOKYMEHTAI[MOHHOTO OOecreueHus
ynpasieHus B opranuzanuu. OIIK-4

dopmupoBanue Tabens yHupuupoBanHbX Gopm B opranuzamnuu. OITK-4

TunoBble NpakTHYECKHE 32JaHUS:

CocraBbTe Qopmynsp oOmero OJlaHKa TOCYJapCTBEHHOIO OpraHa BiacTh Poccuiickoi
Oenepanun. OIIK-4
CocraBpTe (Qopmyssip OnaHka NHUCbMa TOCYAAPCTBEHHOIO oOpraHa BiacTd Poccuiickoit
®eneparun OIIK-4
CocraBbTe noKymMeHT «HCTpyKIusa» u ero popmyisip. OIIK-4
Cocrasbte nokymeHT «lIpaBuna» u nocrpoenue ero popmyispa. OIIK-4

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

10 mas 2016 roma mupexrop npeanpusitust OOO «Cdepa» uznan mpuka3z Ne 42 «O

MMPOBECACHNHN PCBHU3WU KACChI», B KOTOPOM IMOPYYHNII KOMHUCCUH B COCTABC: MpPEACCAATCIII KOMHUCCUN

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

PEBU3MIO Kacchl NpeAnpusaTHs 1o coctosHuio Ha 12.05.2016. B pesynbrate npoBepku ObLIO

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

KacCOBOM KHHT€ W JIaHHBIM OYXTaJITEPCKOTO ydeTa JOJDKEH COoCTaBiATh 22378 pybnei. OmgHako

(dakTHYeCKUN OCTaTOK HAJIMYHBIX JIeHEeT B Kacce cocrtaBisieT 21378 pybneil. Hegoctaua Hamm4HbIX

JCHET B KacC€ COCTaBHJIa — 1000 py'6J'IeI7I BBISICHCHO, 4YTO HE€OOCTada HaJIMYHBIX JCHCT B KacCCe

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

JIeNI0, TUPEKTOPY U OyXTajaTepuio.

CocTaBuTh ¥ 0HOPMUTH COOTBETCTBYIOIINI CUTYallUU JOKYMEHT.

Ilepeuenn Bonpocos k 3auety: (OITK-4)

1. JlokyMmeHT, ero CBOHWCTBa, (DYHKIIMU U TPU3HAKH.
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[Tonsitue «uHPOpMaIULy, «UHDOPMALIMOHHAS TEXHOJIOTHUSY.

[TonsiTHE «COOOIIEHHEY, «TOKYMEHT.

CaoticTBa nHpOpMAaIH, COOOIICHHS, TOKyMeHTa. DYHKIIUU COOOIEHUI U JJOKYMEHTOB.
JIoOKyMEeHT Kak 0ObEKT HalaJeHHs U 3allUThI.

JIoKyMEHT OT nepBbIX T0KYyMEHTOB 710 20-x ro10B XX Beka.

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

Odunuanpaple W COy)KeOHbIE JOKYMEHThI KakK OCHOBa OOECIEYCHHS MesITeIbHOCTU

IOPUINYECCKOIO JIMIA.

9.

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

TepMmuHbI, IpUMeEHseMble IPU paboTe ¢ OQUIUAIBHBIMU U CITY)KEOHBIMH JOKYMEHTAMHU.
PexkBHU3UTHI OUIHATBHBIX U CITYKEOHBIX IOKYMEHTOB.

Opranu3anoHHO-IIPABOBHIE IOKYMEHTHI.

PacniopsiauTenbHble JOKYMEHTHI.

HNHdpopMannoHHO-CIIPaBOYHbIE JOKYMEHTBI.

Oranbl ONpeeseHns cocTaBa KOH(UIESHIIMAIBHBIX JOKYMEHTOB.

OcHoOBHBIE TpeOOBaHUS, MPEABSIBISEMbIE K COCTaBICHUI0O M O(OPMIICHHIO TepeyHEi

KOH(UICHIIMATBHBIX JOKYMEHTOB.

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

Cnyx0a T0OKyMEHTaIllMOHHOTO 00eCTIeYeHUs YIPABICHHUS.

Opranuzanus nprueMa, pacCMOTPEHUS U PErUCTpalui T0KYMEHTOB.
HNnpopmanmonHo-cpaBoyHas padota. KOHTposb HCTIONHEHNS JOKYMEHTOB.

Opranuzanys OTIpaBKU UCXOIALINX JOKYMEHTOB.

Pabota ¢ koH(pUIEeHINATbHBIMUA JJOKYMEHTAMH.

Opranu3zaiys JOKYMEHTOB B JIETIONPOU3BOJICTBE U MOPSIOK Epejaul JOKYMEHTOB B apXUB.
CocraBieHre HOMEHKIATyphl fen. PopmupoBaHue U 0hopMIIeHUE JIEN.

CocraBbTe Qopmynsap obmero OjaHkKa TrocylapcTBEHHOro opraHa BiacTH Poccuiickoif

denepanuu.

24,

CocraBbTe popMyIsip oO1Iero 6jaHka oprana Biactu cyobekrta Poccuiickoit denepammm.

25. CocraBbre hopmyItsip o0Iiero OJaHKa HETOCYAapCTBEHHON OpTraHN3aIlHH.

26. CocraBbTe (hopMynsip OjgaHKa MHCbMa rOCYJapCTBEHHOrO opraHa Biactu Poccuiickoii
denepauuu.

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

28. CocraBbTe GpopMyIsap O1aHKa MUChMa HETOCYAAPCTBEHHOM OpraHnu3aLuy.

29. CocraBbTe opMysip OJaHKa KOHKPETHOTO BHJIA IOKYMEHTA TOCYJapCTBEHHOTO OpraHa
Biactu Poccuiickoit denepanuu.

30. CocraBbTe hopmyssp OaHKa KOHKPETHOTO BHJA JOKYMEHTAa OpTaHa BJIACTH CYOBEKTa



31.

32.

33.
34.

35.

36.
37.
38.

39.

40.

41.
42.

43.

44,

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

13

Poccuiickoit denepanum.

CocraBbTe (opmyssip OnaHKa KOHKPETHOTO BHUIA JOKyMEHTa HEroCyAapCTBEHHON
opranuzaiuu. CocraBbTe NOKyMeHT «OO0muii OlaHK rocyJapCTBEHHOIO OpraHa BIAcTH
Poccuiickoit denepanmmny.

CocraBpTe nOKyMeHT «OOmmii OJlaHK opraHa BiacTd cyoObekTa Poccuiickoit
Denepaunun.

CocraBbTe oKyMeHT «OO0mmii 6J1aHK HETOCyIapCTBEHHON OpraHU3aIumny.

CocraBbTe NOKyMEHT «bilaHK MucbMa rocyJapCTBEHHOTO OpraHa BiacTu Poccuiickoit
denepanum.

CocraBpTe gokymMeHT «bmank mmcbMa oprana Buacth cyOwbekTa Poccuiickoit
Denepaunun.

CocrtaBbTe TOKyMEHT «bIaHK MrChbMa HErOCY1apCTBEHHOW OpraHU3aI[um.

CocrtaBbTe ToOKyMeHT «biaHk nuchbma (uiinana opraHu3aum.

CocraBbTe NOKyMEHT «biaHKk BuJa JIOKyMEHTa TrOCYAApCTBEHHOIO OpraHa BJAcTU
Poccniickoit denepanum».

CoctaBbTe TOKyMEHT «bJIaHK KOHKPETHOTO BHUJA JOKYMEHTA OpraHa BJIAacTU CyOBEKTa
Poccutickon @enepauumn».

CocraBbTe JOKYMEHT «blaHK KOHKpPETHOro BHIAa JOKYMEHTa HErocyAdapCTBEHHOM
OpraHu3aII».

CocTtaBbTe TOKyMEHT «bIaHK KOHKPETHOTO BUIa JOKYMEHTa (uinana OpraHu3aiumy.

CocraBbTe NOKYMEHT «bllaHK mUCbMa JTOJKHOCTHOTO JIMIIA TOCY/IapCTBEHHOTO OpraHa
Biactu Poccuiickoit denepanuny.

CocraBbTe OKyMEHT «bjaHK muchbMa JOJKHOCTHOIO JIMIIA OpraHa BJIACTH CyObEKTa
Poccutickon @enepauumn».

CocraBbTe J0KYMEHT «bjaHK mHChbMa JOJMKHOCTHOIO JIMIA HErocydapCTBEHHOM
OpraHU3aIII».

CocraBbTe T0OKyMeHT «biaHk mrcbMa JOKHOCTHOTO JHIa Guiinana opraH|u3aum.

CocraBbTe TOKYMEHT «/lOKi1agHas 3anucKay.

CoctaBbTe mOKyMeHT «CiryxeOHas 3alucKay.

CocraBbTe TOKYMEHT «MHCTPYKIIHS IO TEXHUKE 0€30ITaCHOCTHY.

CocraBbte 10KyMeHT «llonoxenue o noapasaeneHum.

CocraBbte 0KyMeHT «IIpoToKoa 3aceqaHust KOMUCCUM.

CocraBbTe oKyMeHT «IIpoToKoI 0011Iero coopanust yupeauTencii».

CoctaBbTe JOKYMEHT <«AKT O TIPOBEpPKE, YTBEPKIACHHBIA MEPBBIM  JIUIIOM

OopraHu3alnmny.
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53. CocraBbTe IOKYMEHT «AKT O MpHEMKEe padoT, MOAMHCAHHBIA TEPBBIMHU JIMIIAMH
OpraHu3aLun».

54. CocraBbre 1OKYMeHT «IIpuka3 o npoBeeHUH NHBEHTApU3ALIIY.

55. CoctaBbTe JOKYMEHT «PacnopspkeHue 0 BBEICHUH B IEMCTBUE MHCTPYKLIMH.

56. CoctaBbTe JOKYMEHT «CONpPOBOIUTEIBHOE TUCEMO).

57. CocraBbre 10KyMeHT «HpOpMaLIMOHHOE TUCHMOY.

58. CocraBbTe TOKyMEHT «l apaHTHITHOE MHCHEMOY.

59. CocraBbre 10KyMeHT «IIncpmo-3ampocy.

60. CocraBbTe 10KyMeHT «IIuCcEMO-TI03IpaBICHHEY.

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

6.1. CHOucok UCTOYHUKOB U JIUTEPATYypPhI

Hcrounuku:

1. @enepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O6 wundopmarum, wHOOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIUTEe UHHOPMAITHNY.

2. TOCT P 67.0.97-2016. HanuonanwsHbiii cranmapt Poccuiickoit ®denepanuu. Cucrema
CTaHAapToB Mo uHMoOpManuu, OMOTMOTEYHOMY W HU3JATeNbcKoMy aeny. OpraHusaioHHO-
pacniopsiauTenbHas 1oKkymMeHTanus. Tpedoanus k oopmieHuto fokymeHToB" (yTB. IIprukasom
Poccranpgapra ot 08.12.2016 N 2004-cT)

Jlureparypa:

OcHoBHas:

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

JlononHuTeNbHAS:

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

6.2. I[lepeuenp pecypcoB HH(OPMALIMOHHO-TEIIEKOMMYHUKAIIMOHHOH ceTn «IHTepHeT».

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

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

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


http://znanium.com/catalog/product/160418
http://www.complexdoc.ru/
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7. MaTepuajnbHO-TeXHHYECKOe o0ecrieyeHre I CUMIIIMHBI/ MOAYJIsS
MarepuanbHO-TeXHHUYECKas 0a3a BKIIOYAET ydeOHble ayJUTOPUH JJIsl IPOBEACHUS 3aHATHIM
JEKIUOHHOIO THUIA, 3aHATHM CEMHUHApCKOro THIIA, TPYHNIOBBIX M HMHAWBHIYAIBHBIX
KOHCYJIBTALIUM, TEKYILEr0 KOHTPOJIS U IIPOMEXKYTOYHOU aTTECTALUH.

CoBpeMeHHbIN KOMITBIOTEPHBIN KJIACC OCHAILIEH

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

BKJIIOYAIOIIMN HApsALy C KOMIBIOTEPAaMH, MOJIKIIOYEHHBIMU K ceTH MHTepHeT, ’KpaH H
HPOEKTOP.

JIi1st TpoBEICHHSI 3aHATHI ICKIIMOHHOTO THIIA MPE/JIAraloTCsl TEMATHYSCKUE MILTFOCTPALIUH
B opmare npezenTanuii PowerPoint.

Ilepeuens B/ u UCC

Neno Haumenosanue
/i

1 | KoMmobroTepHble CipaBOYHbIE PABOBBIE CUCTEMBbI
KoncynsranT Ilntoc,
I"apanT

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

B X0[4€ pe€ain3daiui AUCHUIIIIMHBI UCITOJB3YIOTCA CICAYIONIUE TOIMOJTHUTCIIbHBIC
METOABI O6quHI/I5{, TCKYIICTO KOHTPOJIA YCIICBAEMOCTHU 1 HpOMeH(YTOHHOﬁ aTTeCTaluu
06yqalonmxcs[ B 3aBUCUMOCTH OT UX MHAUBHUAYAJIbHBIX 0COOEHHOCTEH:

® IS CHEMNBIX U CIIA00BUAAIINX:

- JeKuu O(QOpPMISIOTCS B BHUAEC JJIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEPA CO CIENUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUEHUEM;

- TIMCbMEHHBIC 3aJlaHUsI BBITIOJHSIIOTCS HA KOMIBIOTEPE CO CHEIUATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM, T MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrnieunBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBerieHue He meHee 300 Jrokc;

- Q7S BBITIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH IMPEIOCTABIACTCS YBETHYHMBAIOIIEE
YCTPONCTBO; BO3MOKHO TaK)K€ UCITOJIb30BAaHUE COOCTBEHHBIX YBEITMUYUBAIONINX YCTPOUCTB;

- MUCbMEHHBIC 3a/1aHusl OPOPMIIIOTCS YBEIMUEHHBIM IPU(TOM;

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

® IS TIYXUX M CJIA0O0CIBIIIANINX
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- Jekuud O(OpMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHUOO MpPedoCTaBIsETCS
3BYKOYCHUJIMBAIOIIAs anmnapaTypa HHAUBUIYaJTIbHOTO MOIb30BaHMUS;

- MUCHbMEHHBIE 3aJJaHUs BBITIOJIHAIOTCS Ha KOMITBIOTEPE B MTUCbMEHHOM (hopme;

- 9K3aMeH U 3a4éT MPOBOJATCS B IUCHBMEHHOW (QopMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

e JUIS JIMI C HAPYLIECHUSIMU OMOPHO-IBUTaTEILHOTO anrmapara:

- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOIO C MOMOIIBIO
KOMIIBIOTEpA CO CIEeHUaTIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTIEUCHUEM;

- TMCbMEHHBIE 3a/laHusl BBIIIOJIHAIOTCS HAa KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
POrPaMMHBIM 00€CTIeYeHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHON (hOpME I BBITIOIHSIOTCSA B MUCHbMEHHOU (hopMme Ha
KOMIIBIOTEPE.

IIpu HEOOXOIMMOCTH NPENYCMAaTPUBAETCS YBEIMUEHNUE BPEMEHHU IS [TOITOTOBKH OTBETA.

[Ipouenypa  mpoBeneHUS  MPOMEKYTOYHOM  arTecTaluu A 0Oydarolmuxcs
YCTaHABIMBACTCS C Y4YETOM WX HMHIUBHIYaJbHBIX TCUXO(PHU3MUECKUX OCOOCHHOCTEH.
[TpomexxyTouHast aTTecTalis MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLECHUBAHUS PE3YIBTAaTOB OOYyUEHHs MPEIyCMaTpHBACTCS
UCIIONb30BAaHME TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBSI3U C HWHIUBUAYAIbHBIMHU
OCOOEHHOCTSAMHU OO0Y4YaIOIIUXCSl. DTU CPEACTBa MOTYT OBITh IPEJOCTAaBIEHbl YHUBEPCUTETOM,
WJIM MOTYT UCII0JIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenre mpoueAypbl OLEHUBAHUS — pPE3yJIbTaTOB  OOydYeHHUsS  JIOMYyCKaeTcs C
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH.

ObecnieunBaeTcss 10CcTyn K MHGOPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHer Uit Kaxkaoro oOydaromierocs B ¢GopMmax, aZalTHPOBAHHBIX K OTPAaHUYEHHUSM HUX
3/I0pOBbS U BOCTIPUSATHUS HHPOPMAIUH:

® IS CHEMNBIX U CIA00BUIAAIINX:

- B Ie4aTHOM (hopMe YBETUUECHHBIM MIPUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

e U TIIYXMX U claboCibIIIaInX:

- B Ie4aTHou opme;

- B (hOopMe 3JIEKTPOHHOTO JOKYMEHTA.

e I 00yYaroIMXCs ¢ HapyLIEHUSIMU OTIOPHO-/IBUTaTENILHOTO anmapara:
- B Ie4aTHoM (opme;

- B (hOopMe IIEKTPOHHOTO JOKYMEHTA;

- B popme ayauodpaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENbHON paOoThl, Hay4dHas
OMOJIMOTEKa W WHBIE TIOMEIICHHsS JIi 0OYYEHHUs OCHAIICHBI CIEIUaIbHBIM O00OpYJIOBaHUEM W
y4eOHBIMH MECTaMU C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUSI:

® IS CHEMNBIX U CIIA00BUAAIINX:

- YCTPOMCTBOM Jis CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- mucrieeM bpaiina PAC Mate 20;

- npuHTepoM bpaiins EmBraille ViewPlus;

e JUIS TUIYXHUX M CIaOOCHBIIIANUX:

- aBTOMATHU3MPOBAHHBIM pPAOOYMM MECTOM JUIsl JIIOJEH C HapylIeHHeM cliyxa |
¢J1a00CIIBIIIAIINX;

- AKyCTUYECKHI YCUIMTENb U KOJIOHKH;

e s 00YYarOMIMXCS C HAPYLIEHUSIMU OIIOPHO-/ABUTaTEILHOTO afmapara:
- IepeIBKHBIMU, PETYINPYEMBIMH dproHoMuyeckumu napramu CU-1;
- KOMIBIOTEPHON TEXHUKOM CO CIIEUAIbHBIM IPOrPAMMHBIM 00ECIIEYCHUEM.

9. MeToau4eckue MaTepuaJbl



17

9.1. Ilnanbl NPaKTUYECKUX 3aHATUH - nposepka cghopmuposannocmu komnemenyuii - OIIK-4
3ansTue 1.
Tema 1(44.) 3Hauenue nucHUIUIMHBI «CHEUalIbHOE JOKYMEHTOBEIEHUE U JOKYMEHTAIIMOHHOE
o0ecrieyeHue yrpasieHus » JUIsl TOATOTOBKH KaJIpoB 10 3aIiuTe HHGopMaum.
Bomnpocs! 11 o0cyxaenus:
1. Yro nonumaercs o7 MHGOPMAIIMOHHBIM 00€CIIEYeHUEM JEATETLHOCTH OpTraHU3aLuu ?
2. ChopmynupyiTe OCHOBHBIC 3a/la4d AWCHUILIMHBI MPH TOJATOTOBKE KaJpOB IO 3alluTe
uHpopmanuu
3. [aiiTe onpeneneHue noHATHS «/[oKyMeHTOBeIEHNEY.
4. JIokyMeHT Kak OOBEKT HamafeHus W 3amuThl. OpraHu3anuoOHHbIE M TEXHUYECKUE KaHAaJIbI
HECaHKLMOHUPOBAHHOTO JJOCTYIA K JOKYMEHTAM.

3aHATHE NPOBOAMUTCS B (OpME HEIPEPHIBHOIO Juajora MeXay IpernoaaBareieM U
CTYI€HTaMH, B XO/i€ KOTOPOTO CTYIEHThl OTBEYAlOT Ha MOCTaBJIEHHbIE BONPOCHL. B mporecce
3aHATUS BO3MOXKHBI BBICTYIUJIEHUSI CTYIEHTOB C 3apaHee MPUTOTOBIEHHBIMU COOOIICHUSIMHU,
pPacKpbIBAIOIIMMU B TOM WJIM MHOM acleKTe TeMaTHKy 3aHsaThs. Kpome TOro, cTyaeHTHI
BBINOJIHSIOT CAMOCTOSTEIbHO IPAKTUYECKHE 3a/1aHNU.
3ananus:
1. HeoOxonuMo nucbMeHHO chOpMyYIHPOBATh: UTO U KaKUM 00pa3oM 0ObEIUHSET
HOHATUS «MHPOPMALUL», «COOOLIEHUEY, «TOKYyMEHT». Kakne OCHOBHBIE OTIINYMS MEXKITY
HOHATUAMH «MH(OpMAIUL»), «COOOLICHUE», «TOKYMEHTY.
2. Jlns npeasioKeHHOro 00bekTa chopMyupyiiTe OpraHu3alMOHHbIE M TEXHUYECKHE KaHAIIbI

HECaHKIIMOHMPOBAHHOTO JJOCTYMA K JOKYMEHTaM.

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

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

Bormpocs! mutst 06y ieHust:

1. AHanu3 pa3BUTHS CITYKO TOKYMEHTAlIMOHHOTO obecriedenus B Poccum.
2. MecTo ¥ pojib IOKYMEHTOB B YIIPaBICHUH HA COBPEMEHHOM JTarle.

3. CucremaTtuzanus v Ki1acCu(pUKAIKs JTOKYMEHTOB.
4

. Cuctembl JOKyMEHTAIMH U KJIACCU(PUKATOPHI TOKyMEHTHUPOBAHHON MH(pOpMAIIH.
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3aHsATHE NPOBOAUTCS B (hopMe 00CYKIEHHsI MOATOTOBICHHBIX COOOIIEHUH 1O BOIIPOCAM TEMBI.
OO6cyxaeHne cooOIIEeHN JONOJHSETCS IPOBEACHUEM MIHCKYCCHM B (hopMe OTBETOB Ha
MIOCTaBJICHHBIE BOIIPOCHI, & TAKXKE BHITIOJHEHUEM IMUCEMEHHOTO 3a/1aHUSI.

3amanus:

1.laiiTe XapaKTepUCTUKY OCHOBHBIX HCTOPHUYECKUX ITANOB PAa3BUTHS JIEJIONPOU3BO/ICTBA B
Poccun.

2.Yrto Takoe Jenonporu3BOACTBO U KAKOBBI BAXKHEUIIIME €r0 COCTABIISIOMUE?

3.Copmynupyiite 1 000CHYIITE OCHOBHBIE IPUHIIUIIBI OPIaHU3ALUN COBPEMEHHOIO
JIeJIONIPOU3BOICTBA.

Cnucoxk nureparypsl:

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

3ansTue 3.
Tema 3(4 4.) OdurnanbHbIe U CTyKEOHbIC TOKYMCHTHI.
Bomnpocs! 11 o0cyxkaeHus:

OpranuzanvoHHO-IIPABOBbIE TOKYMEHTHI. [IpeHazHaueHne, BUBI.

Pacniopsiutenbuble nokymeHThl. [IpeaHa3sHauenue, BUADL.

HNHdopmaninoHHO-cIIpaBoYHbIe JOKyMeHTHI. [IpeqHasHauenue, BUIbI.
3aHsATHE TPOBOJIUTCS B (pOpME HEMPEPBHIBHOTO JAMATIOra MEXAY MPEernoaBaTesieM U CTyIeHTaMH,
B XOJI€¢ KOTOPOrO CTYIEHThl OTBEYalOT Ha IIOCTaBJIEHHBbIE BOMNPOCHL. B mporecce 3aHATHS
BO3MOXXHBI ~ BBICTYIUIEHHSI CTYJEHTOB C 3apaHee IPUTOTOBJIEHHBIMH COOOIIEHUSMH,
pacKpbIBalOIIMMU B TOM HWJIM HHOM aclleKT€ TEMAaTUKy 3aHATHsA. KpoMme TOro, CTyIEHTBI
BBITOJIHAIOT CAMOCTOSITENILHO NTPAKTUUECKUE 3aJaHMUSL.
3amanne 1. CocraBpTe W 0QOpMHTE TMPUKA3bl O OCHOBHOW JESATEIHHOCTH, U JPYTHe
pacnopsiAuTeIbHbIe JOKYMEHThI, HEOOXOAUMBIE B IaHHBIX YIPABICHYECKUX CUTYalHUsIX.
Curyanus 1.

Ha MockoBckoM KOMOMHATEe MO HPOHM3BOJCTBY MY3BIKaJIbHBIX HWHCTPYMEHTOB U MeOemH
(rocyaapcTBEHHOE TpeanpusTe), KOTophlid BXxoauT B KoHlepH mo pa3paboTke U MpOU3BOJCTBY
OPOAYKIMH My3bIKanbHON mpoMbiniuieHHOCTH (POCMY3IIPOM), neiictByer Ilonokenue o
IPEMUPOBAHUH PYKOBOJHUTEIICH LIEX0B, OTIENOB U cIyk0, yrBepxaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekymiero roja AMpeKTop KomOuHata B.M.JIapHoHOB HOpYYHSI HadalbHUKY
oTzena Tpynaa u 3apabotHoi maatel MapkoBy H.I'. paccuurars pazmep npeMuu pyKoOBOIUTEISM

OTJIEJIOB, IIEXOB W CIYXO KOMOWHATa 1Mo MUTOTraM paboThl 3a TMEpPBBIA KBapTal K 15 ampens, a
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rmaBHOMy Oyxrantepy komOmHata Tpommuon C.I'. — opranm3oBarh BhIUIATy TpemMuu K 20
anpess TEKYILIEro roja.

HavanpHuk m1aHOBO-3KOHOMHUYecKkoro otaena MarBeesa C.H. u rnaBHblil Oyxranrep
Tpomuna C.I'. 3aBU3MpOBany MpOEKT NpUKa3a AUPEKTOpa KOMOUHATA.

Curyanus 2.

A.H.lTunos, npexacenarens Poccuiickoro areHTCTBa MEXAYHApOAHOIO COTPYAHHYECTBA U
pa3BuTHs (rocynapcTBeHHas opranu3zauus npu [IpaBurensctBe P®), 24 ¢eBpans Tekyiero
rojja MOPYYMJ CTPYKTYPHBIM IOJpPA3JEJICHUSIM areHTCTBa COBMECTHO C IPEJICTABUTEISIMU
I'ockomumymectBa Poccun k 10 ampenst MOATOTOBUTH MPOEKT IMPOrpaMMbl IPUBICUEHUS
MHOCTPaHHBIX HMHBECTULIMHA K IMPOIECCY AKUMOHUPOBAHUS TOCYIAPCTBEHHBIX MPEAIPUATUH.
[Topyuenue ObulO naHO BO ucrosiHeHUE nocraHoBiieHus IlpaBurenscrBa PD ot 24 ¢deppans
Tekymero roga Ne 246 I'maBHOMY YNpPaBICHHIO OTPACIEBBIX HHBECTUIMOHHBIX IPOIpaMM,
['maBHOMY JOrOBOPHO-IIPABOBOMY YIPAaBICHHIO W [J1aBHOMY YIIpaBJIEHUIO CTpaTeruu |
MHBECTUPOBAHUS.

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

Curyanus 1.

JlemapTaMeHT NONIEPXKKA M PA3BUTHS MaloOro INPEANPUHUMATENIBCTBA ITUCBMOM 32
NOJIUCBHIO 3aM.JIUpeKTopa AenaprameHTa CepukoBa A.B. yBeZOMHI PYKOBOACTBO JETCKOTO
caga Ne 1586 0 ToMm, 4TO B CBSI3M C Pa3BUTHEM MPEINPUHUMATEIHCTBA 3aHUE JAETCKOTO caja
JIOJIKHO OBITh TIEpejaHo JJI TEXHUUYECKUX HYXK] JIeTapTaMeHTa.

Hcnonnutenem BacunbeBol 1o nmopydeHHo qupekropa naerckoro caga Ne 1586 IOro-
3amaHOTO OKPY’KHOTO YIpaBJeHUs 00pa3oBaHMs I'.MOCKBBI, pacHOJI0KEHHOTO Ha MPOCIEKTE
MuuypunckoM, 10M 22 T.MOCKBBI, OBIJIO COCTABJIICHO MUCHMO, aJPECOBAHHOE OTACIY IHCEM
Mbpun Mockssl 1o aapecy: r.Mocksa, yin.TBepckas, 13, B KOTopoM AUPEKTOp IeTcKoro cana Ne
1586 O.A.AGpamoBa mpocuia pa3zo0paTbcs B JaHHOM BOIIPOCE, MOTHUBUPYS TEM, YTO B
Ha3BaHHOM palOHE JIETCKHUX CaJOB OCTAJIOCh MajO U HE BCE JI€TM MOTYT MOCEUaTh JETCKUE
JOLIKOJNbHBIE  yupekaeHus. [lucekMo OBLIO OTBETOM Ha TMOJYYEHHBIM JOKYMEHT OT
HemapramenTa.

Curyanus 2.

[Ipencenatens mpasieHust akiuoHepHoro kommepueckoro 6anka «TOPITIPEJIBAHK»
(np.Bepuanckoro, 19, Mocksa, 112123, Tten.: 567-22-17, dakc: 576-22-20) C.A.lllymon

obpatuncs k ['enepanmsHomy nupektopy HIIO «Ac6ect» JIL.M.BoawHIEBy ¢ mpochOoit
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paccMoTpeTh Bompoc O mpepoctaBieHun B jgiuTenbHyto apeHay AKB «TOPITIPE/IBAHK»

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

[MTucekMo ObWIO cocTaBieHO ucHoMHUTENeM lloqiecHoll Ha JOMKHOCTHOM OllaHKe
npejceaarens npapieHus 0aHKa U MOoANUcaHo 24 MapTa TEKyIIero roja.
Cnucok nureparypsbi:
1.T0CT P 6 TOCT P 67.0.97-2016. Hamumonanbensiii crannapt Poccuiickoit ®enepannu.
Cucrema crapmgaptoB 1o wuHpOpMAIWH, OUOJIMOTEUHOMY U  HM3AATEIBCKOMY  JIEIy.
OpranuzalioOHHO-pacToOpsIMTeNbHAsT ~ JOKyMeHTauus.  IpeOoBanus K  odopmiieHuro

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

3ansTue 4.
Tema 4(4 4.) MeToanka perjaMeHTaI[Ki COCTaBa KOH(MUICHIIUAIBLHBIX JOKYMEHTOB.
Bonpocs! mist 06cyxaeHus:
Pabota ¢ nokymeHnTamu, cofepkaiuMu KOHPUACHIINAIbHBIC CBEICHUS.
CBeneHus1, OTHOCSIKECS K KOMMEPUECKOH TalHe.
3aimuTa JOKYMEHTOB, COJIEPKAILUX KOMMEPUYECKYIO TaliHY.
Opranuzanus paboTsl ¢ JOKyMEHTaMHU, COAEP)KALIMMU KOH(PHIEHIIMAIbHbBIE CBEJCHHUS.
3aHsATHE TPOBOJUTCS B (OpME HENPEephIBHOIO Juajora MeEXJIy IpernojaBaTeieM u
CTYJIEHTaMM, B XOJi¢ KOTOPOIro CTYJEHTHbl OTBEUYAIOT Ha IMOCTaBJIEHHBbIE BOIpPOCHL. B mpouecce
3aHATUS BO3MOXKHBI BBICTYIUICHHMSI CTYIEHTOB C 3apaHee NPUTOTOBICHHBIMU COOOILEHUSIMH,
pPacKpbIBalOIIMMU B TOM HWJIM HHOM aclleKTe TEMATHKy 3aHATHsA. KpoMe Toro, CTyIeHTBI

BBITIOJHAIOT CAMOCTOATCIIBHO MMPAKTHUYCCKUEC 3a1aHU .

IIpakTHueckue 3aaHus:

1.

CocraBbTe JOKYMEHT «OO0s3aTeIbCTBO O HEpa3IJIAlleHMH KOMMEpUYecKOW TaifHbl» Ha
OPEANPUATHA MAJIOTO OU3HECA.

3anoJHUTe JOMOJHEHUE K TPYIOBOMY JIOTOBOPY (KOHTPAKTY) paOOTHHUKA.

[TonroroBeTe 1uisi paboTHHMKa AOKyMeHT «lloamucka o HepasrjalleHMH KOMMepYecKou
TalHBD) IPU €70 YBOJIbHEHHH.

CoctaBbTe M OQOpPMHUTE JOKJIAIHBIE, U OOBICHUTEIbHBIC 3alKCKH, HEOOXOJMMbIE B
CJIEYIOIINX YIPABICHYECKNX CUTYyaIUAX.
Curyarus 1.

Kypeep OO0 «®apma» C.C.CoMOB peryisipHO oma3ibplBal Ha pabOTy, YyeM HapyIIal

TPYAOBYIO TUCHMIUINHY. 3aBeayromas kanuenspuei 1.B.11lymunnna HeogHOKpaTHO Jennana eMy

3amedanusi (B ycTHOW ¢opme), a 12 uroHS TeKymero rojga Obuta BBIHYKJIEHA OOpaTUTHCSA C
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JlaHHBIM BompocoM K ['eHepambHOMy nupekTopy A.B.CenoBy c HOKIagHON 3amMCKOM, B
KOTOpOM Ipocuia NpUHATh Mephl JuciumuinHapHoro xapakrepa k C.C.ComoBy.
Curyanus 2.

PykoBomutens otaena HoBbiX mpoekToB O.B.TokapeBa oOparwmiack k ['eHepamHomy
nupekropy OO0 «Macrtep» 1-Hy A.J[.MeBneBy ¢ mOKIagHOW 3allMCKOM O HEOOXOJAMMOCTH
YBEIMYEHUS IITAaTHOM YMCIeHHOCTH oTAena. B mokmannoii 3amucke O.B.Tokapesa coobmana o
TOM, YTO B HACTOAIIEE BPEeMs Ul YCHEIHOW pabOThl areHTCTBa HEOOXOIMMO yBeTUYEeHUE Oa3bl
JaHHBIX O MOTEHIHUANbHBIX KiueHTaX. [lo ee MHEHMIO, OHUM U3 Haumboyee peajbHBIX MyTei
pacuupenusi 0a3bl JaHHBIX SBJSETCS MOCTOSHHBIA aHAIU3 CPEACTB MaccoBOW HH(pOpMaluu, B
YacTHOCTH Ipecchl (MHpOpMalus 0 HanboJee KPYIMHbIX KIMEHTaX areHTCTBa ObLIa MojryueHa u3
AHAIUTUYECKOTrO0 KypHasla «KcHepT»). B cBsi3u ¢ Tem, 4TO OT/EN B €r0 HACTOsILEM cocTaBe (5
COTPYIHUKOB) HE HMMEET BO3MOXXHOCTH OPTraHMU30BaTh MOAPOOHOE H3YYCHHE aHATHUTHYECKHX
uznanuii, O.B.TokapeBa cumrTaer 1enecooOpa3HbBIM BBECTH B IUTAT OTHENa ABE JOHKHOCTH
MEHE/PKEPOB JJIsl U3yUEHUSI U aHaJIM3a IIPECCHI C LIEIbIO BBISIBICHUS MOTEHIUAIbHBIX KIHNEHTOB,
a TaKkKe TOATOTOBKM OINEpaTWBHOW WH(popMamuu o monokeHnn Ha peiHke CMU B (opme
eXEHEeACNbHBIX OTUeTOB. B noknaaHoi 3anucke TokapeBa Npeuiokuiaa Ha 3TH JIOJKHOCTHU
no00paTh COTPYIHUKOB U3 YHUCIA CTYJEHTOB 4-5 KypcoB (akynbTeTa )ypHamuctuka MI'Y wim
IIKOJIbI PEKJIaMBbl.

Curyanus 3.

B lBanoBckoW 005aCTH CIIOXKUIIOCH KpaliHe HampsbKEHHOE IOJOXKEHHE C TOpProBIieH
IPOMBIIIJICHHBIMHA TOBAPaMHU U, B YACTHOCTH, MEOEIbIO.

B 12 u3 15 paiioHOB TOprosisi MeOeIb0 BEAETCS B HEMPUCIIOCOOJIIEHHBIX TOMEUICHUSIX,
JIMIIEHHBIX HE00X0MMOro 000pyA0BaHNUs, HE UMEIOIINX HOPMAJIbHBIX OIBE3HBIX ITYTEH.

Jlns pa3pemieHust AaHHOW MpoOJeMbl K PYKOBOJIUTENIO aJAMHUHUCTpanuu VBaHOBCKON
obomactu II. U. IlonexaeBy oOparuics HayaJbHUK YTIPaBICHHUS TOPTOBIM AJIMUHHCTPALUU
NBanosckoit obmactu K. JI. TapacoB. B mokmnamHOl 3amucke B CBSI3M C HEOOXOIMMOCTHIO
CO3/aHMSI YCJIOBMM, OTBEYAIOIIMX TpeOOBaHUSM OpraHU3alMu TOpProBiu Mebenbto, Tapacos
IPOCWJI JIaTh YyKa3aHUS PYKOBOAUTENSIM aJIMUHUCTPALUNA COOTBETCTBYIOIIUX PpalOHOB O
NPEOCTaBICHUH [T TOPTOBIIM MEOEIIbI0 OMEIICHNH, OTBEUAIOIIUX YCTaHOBIEHHBIM HOPMaM.
Cnucok mrepaTypsl:

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

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

[Topsimox opmupoBaHUs CIyKOBI JOKYMEHTAIMOHHOTO OOCCIICUCHUS YIPABICHUS B
OpraHu3alliy U UHCTPYKIIUS 110 ICTOIPOU3BOJICTBY B OpraHU3AIHH.

[Topsiiok perucTpanuy UCXOASIMX JOKYMEHTOB M JIOKYMEHT, UKCHPYIOIIHH HCXOSAIINE
JIOKYMEHTBHI.

[Topsiok perucTpannu BXOAAIIMX TOKYMEHTOB U IOKYMEHT, (PUKCUPYIOIIHNIA BXOISIIHUE.

[MTopsiiok paboThI ¢ KOHDUACHIMAIBHBIMA JOKYMEHTAMH.

[MTopsiiox paboOThI C MUCHMAMH U OOPAIICHUSIMH TPaXIaH.

KOHTpOJIB HCIIOJIHCHUA JOKYMCHTOB.

TpeboBaHMs K M3TOTOBJICHUIO, YUETY, UCIIOJIb30BAHUIO H XPAaHEHHIO MI€YATEeH U IITaMIIOB.

3aHaTe MpoOBOIUTCS B (OpME HEMPEPHIBHOTO IUAIOTa MEXIYy MperojaaBareieM U

CTYJICHTaMH, B XOJIc KOTOPOTO CTYACHTBI OTBEYAIOT HA TOCTABIICHHBIE BOMPOCKHL. B mporecce
3aHATHUA BO3MOXKHBI BBICTYIINICHHA CTYACHTOB C 3apaHCC IPUTOTOBJICHHBIMU COO6HICHI/I$IMI/I,
PacCKpbIBarOIUMMU B TOM HJIM HHOM aCIICKTC TCMATHKY 3aHATHA. KpOMC TOro, CTyACHTBI

BBIIIOJIHAIOT CAMOCTOATCIIBHO IMPAKTHYCCKUC 3aJaHU .

HpaKTI/IquKHe 3aaHusA:

CocraBbTe npuka3z 00 0cB0O0X/I€HUHU Bac OT paboThl B pupme «OpOuTa» B CBA3M C
nepee3 ;oM Ha HOBOE MECTOXKHUTEIBCTBO.

CocraBbTe NnpHUKa3bl: a) 0 npueme Ha padoty Oyxrantepom VBanosoii I.I1.,. 6) 06
YBOJIbHEHUU MEPEBOJIOM B IpYT'YI0 opranusainuio. Hepocraromye pekBU3UThl yKaKUTE
CaMOCTOSITENIbHO.

CocraBbTe XapaKTePUCTUKY-PEKOMEHIAIINIO Ha PaOOTHUKA BAIIErO MPEATNPHUATHS IS
MOCTYIUIEHUS €ro B acnupaHTypy HoBocnOMpPCKOro MHCTUTYTa HAPOJIHOTO XO3sIHMCTRA.

Hanwumure 3asBineHue o mpeocTaBIeHNH BaM OTITYCKa MO0 CEMEMHBIM 00CTOSITEIbCTBAM
0e3 coxpaHeHus 3apaOb0THOH TaThl. OCTalbHBIE PEKBU3UTHI YKAKHTE CAMOCTOSTEIHHO.
Cnucok mrepaTypsl:

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



23

Tlpunoowcenue 1

AHHOTAIUA JTUCHUITJIMHBI

HuctuiummHa «CrienuanbHOe JTOKYMEHTOBEICHUE M JIOKYMEHTAlMOHHOE o0ecreyeHue
yhpaBieHus» peanusyercss Ha (akynprere WMHGMOpMAIMOHHBIX CUCTEM U 0€30IacHOCTH
kadeaporr MudbopmanmonHoi 0€30MacHOCTH I CTYJICHTOB 2 Kypca, OTHOCHUTCA K 0a3oBOM
yacTu OJI0Ka JUCHUILIUH Y4eOHOTO MilaHa.

Henp puctmmiausbl:  (HOPMUPOBAHHE TOHMMAHUS 3aKOHOMEPHOCTEH o0Opa3oBaHuUs
JOKYMEHTOB M CIOCOOOB MX CO3JaHUs, pPa3BUTHS CUCTEM JOKYMEHTAllMM M CHUCTEM
JOKYMEHTHUPOBAHHUS, PACCMOTPEHUE NOKYMEHTa KaK OOBEKTa 3allUThl U HAMaJeHUs, YCBOCHUE
TEeXHOJOTUH 3(PPEeKTUBHOTO MOUCKa HHPOPMAITUH 10 TPODUITIO AeATEIHLHOCTH.

3amaun: PacCMOTPEHHUE TEOPETUYECKUX U MPUKIAJAHBIX ACHEKTOB JOKYMEHTHUPOBAHUS
uH(poOpMalMu: CBOMCTB, (QYHKUMH U MPU3HAKOB JOKYMEHTa, CIIOCOOOB M  CpEICTB
JOKYMEHTUPOBAHHUSA, CTPYKTYpPhl JOKYMEHTa, IMOpSJIKa €ro COCTaBJICHHS U OQPOPMIICHUS,
METOJJOB U  CHOCOOOB  3alIMThl JIOKyMEHTa H JOKYMEHTHPOBAaHHOW HH(oOpMammu,
KJaccu(UKaMy  JIOKyMEHTOB W CHCTEM JOKYMEHTAIlMH, OCHOB JOKYMEHTAI[HOHHOTO
oOecrnieyeHus yrnpaBIcHUs.

JucnunivHa HanpaBieHa Ha (JOPMUPOBAHHE CIEAYIOMIEH KOMITETECHIUH:

OIIK-4: crnocoOHOCTh MOHMMATh 3Hau€HUE HHQPOpPMAIMM B PA3BUTUHU COBPEMEHHOIO
oOriecTBa, MPUMEHATh MH()OPMAIIMOHHBIE TEXHOJIOTHUH /7S TOMCKa U 00pabOTKU MHPOPMALIUH.

B pe3ynbraTe 0CBOGHUS TUCHUITIIMHBI 00YYarOLIHics JOKEH:

3HaThb OCHOBHBIE AaCMEKThl CO3JaHMUsI O(PUIMATIBHBIX U CIYXKEOHBIX JIOKYMEHTOB;
INPUHLMIIBI OpPraHU3allid JIOKYMEHTOOOOpOTa, OCHOBHBIX HOPMATHUBHBIX IIPaBOBBIX aKTOB
Poccuiickoii @enepariuu B 00671aCTH JOKYMEHTAIIMOHHOTO OOECTIEUEHUs YIPABICHHUS.

YMeTh NpaBUIBHO HCHOJIB30BATh PEKBU3UTHI OPraHU3AIMOHHO-PACIIOPSAUTEIBHBIX
JIOKYMEHTOB; co3maBarb (GOpMyNAp JOKYMEHTAa; MOJArOTaBiIMBaTh OpPraHU3aMOHHO-
pacnopsiAuTeIbHbIe JOKYMEHTHI U HH(GOPMAIMOHHO-CIIPABOYHbIE IOKYMEHTHI.

Bnagers HaBbikamMu pabOThl C JOKYMEHTAaMH; HaBBIKAMH TOJTOTOBKA M TEpeaaqu
JJOKYMEHTOB Ha apXMBHOE XpaHEHHE; HaBbIKaMU palOOThl C JOKYMEHTAaMH B COOTBETCTBHUHU C
YCTaHOBJIEHHBIM HOPSAIKOM.

[To nucuumnnHe TperycMOTpEeHa MPOMEXKYTOUHas aTTecTalus B (opme 3aueTa.
Hucuummba «CrnenuanabHOE  JOKYMEHTOBEIEHHE U JIOKyMEHTAlMOHHOE oOecreyeHue
yIpaBJICHUS» U3y4yaeTcs B 3 CeMeCTpe, MpeIHa3HavaeTcs sl CTYyIEHTOB 2 Kypca HalpaBiIeHUS
noarotoBku 10.03.01 «Mudpopmanmonnas OezonmacHoCcTh» mnpodunu "KomruiekcHas 3ammra
00bekToB nHGopMaTu3anuu" 1 "OpraHu3anusi ¥ TEXHOJIOTHS 3alUThl HHPopMauu'".

061_[12151 TPYAOCMKOCTb OCBOCHHA IOUCHUIIIIMHBL COCTaBIAET 3 3a4eTHBIX CAUHUIIBI.
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Ipunoosicenue 2

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

OO0OHoOBJIEHHEe OCHOBHOM M J0NOJHUTEILHOM JuTepatypsl (2017 r.)

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

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

Ilepeuens I1O
Tabnuya 1
Nent Haumenosanwue [10 [TpousBogutens | Croco0 pacrpocTpaHeHUs
/m (ruyensuonnoe unu
Cc80000HO
pacnpocmpatsemoe)
1 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
2 Windows XP Microsoft JIMLEH3MOHHOE
3 Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
4 OC «Anbst O6pazoBanue» 8 00O «bazanbT | IUIIEH3NOHHOE
CIIO
Iepeuens B/l u UCC
Tabnuya 2
Neni/n HaumenoBanue

Mexynaponanslie pedeparuBable HaykomeTpudeckue bJl, moctymnHbie B paMkax
HaAIIMOHAJIBHOM noamucku B 2017 1.

Web of Science

Scopus

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

Kypuaner Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

KomnbroTepHbl€ ClIpaBOYHbIE IPABOBBIE CUCTEMBI
Koncynsrant Ilmroc,
l'apanT

CocTaBUTEID:
Kanaunar TexHu4eckux HayK, JOIEHT, foueHT, H.B.I'pumumna
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[Ipunoxenue 2
K JIUCTY U3MEHEHUI

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

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

Mexnynapoansie pedepaTuBHbie HaykomeTpuueckue b/, mocTymnHbie B pamkax
HaIIMOHAJILHOM nmoamucku B 2018 T.

Web of Science

Scopus

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

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

DJIeKTPOHHBIC M3/IaHMsI U3aTeIBLCTBA Springer

[TpodeccuonanpHbie MOIHOTEKCTOBBIE B/]
JSTOR

W3 nanust mo oO1iecTBEHHBIM M T'YMaHUTAPHBIM HayKaM

KomnbroTepHble ClIpaBOYHbIE TPABOBBIE CHCTEMBI
Koncynprant ILmtoc,
l'apanTt

CocraBurenb: Kanauaar TeXHUYECKUX HAyK, NOUEHT, AoueHt, H.B.I'puimmna
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[Ipunoxenune 3
K JINCTY U3MEHEHUH

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

Ilepeuens IO
Nent Haumenoanue 10 [IpousBoauTenn Croco6
/m pacrpocTpaHeHuUs
(rnuyenzuonnoe unu
c60600HO
Pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JUIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JUIICH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacrpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft cBOOOIHO
pacrpocTpaHseMoe
6 SPSS Statisctics 22 IBM JIALIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JUIICH3UOHHOE
8 SPSS Statisctics 25 IBM JIALEH3UOHHOE
9 Microsoft Office 2013 Microsoft JUIICH3UOHHOE
10 | OC «AnwsT ObOpazoBanue» 8 00O «bazanpt CIIO | nurieH3u0oHHOE
11 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
12 | Windows 10 Pro Microsoft JUIICH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
14 | Microsoft Office 2016 Microsoft JIALEH3MOHHOE
15 | Visual Studio 2019 Microsoft JIALIEH3UOHHOE
16 | Adobe Creative Cloud Adobe JIUIICH3UOHHOE
ITepeuens B/l u UCC
Nen HanmenoBanme
/m
1 | MexnayHaponHslie pedepaTuBHble HAyKomeTpudeckue b/, mocTynHble B paMkax
HalMOHAILHOM moanucku B 2019 r.
Web of Science
Scopus
2 | Ilpodeccuonanbubie momHOTEeKCTOBBIE B/], MOCTymHBIE B paMKax HallMOHAIBHOM
noamnucku B 2019 r.
Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnansr Taylor and Francis
3 | llpodheccronanbHbie MOTHOTEKCTOBBIE B/]
JSTOR
N3nanns mo 001ecTBeHHBIM U TYMaHUTaApPHBIM HayKaM
DnekTponHas bubimoreka Grebennikon.ru
4 | KoMIIbIOTEpHBIE CITPABOYHBIC TPABOBBIC CHCTEMBI




28

Koncynperant Imroc,
I'apanT

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

4. O0OHoOBJIEHHE CTPYKTYPbI I CUMILIMHBI (MOLYJ151) AJ1s1 04HOM (popmbl 00yuenus (2020 r.)
CTpyKTypa JTUCHUILINHBI (MOAYJIs) 1 04HOH GopMBbI 00yUeHust

OO6mmast TPyI0EMKOCTh JTUCHIUTIINHBI COCTaBisIeT 3 3. €., 114 4., B TOM Unclie KOHTAKTHas
paborta oOyJaroImuUXcs C npenojasaresneM 42 4., caMoCTosITeNIbHAs paboTa oOydarommuxcs 72 4.

Bunsl yueOHOI paboThI

(B yacax) @DOopMBI TEKYILETO

KOHTaKTHAas KOHTPOJIS
No Paszen 9 9 . = % yCIIEBaEMOCTH,
/1 JCLUATIIINHBL/ TEMBI 5 z a <§ & B (bopma .
e | . e 2 i % i g § MIPOMEXKYTOYHOMN
% =} § E 2 g = g E % S| arrecTauMu (no

s > S | s 3 =58 | =8 cemecmpam)

S |2 |8 | EFSEFg|OF

3HaueHne IUCLUUILIMHEL | 3 4 4 8 3acnymuBaHue

1 JUJIs. TIOATOTOBKU KaJpOB coo0IIeHU
10 3anMTe HHPOPMaIUK YcTHBIN onpoc

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

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

MTPAKTUIECKIX
3azad.

4 Metoanka 3 4 4 10 VYerHbll  ompoc.
perjlaMeHTaIlMA COCTaBa Pemenwue
KOH(UIEHITHATBHBIX MPAKTHIECKUX
JIOKYMEHTOB 3azad.

5 IlocTranoBka 3 4 4 10 | YcrHsIii ompoc.
AOKYMEHT0000poTa B 3aciymmBaHue
OpraHu3aIuu. COOOIIEHUH.

Pemenue
MPAKTUIECKUX
3aad.
3 2 16 HUTOTOBas
3a4€T KOHTPOJIbHAs
pabota
utoro: 114 20 22 72

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

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

Jononuuts pazaen OcHOBHas auTEpaTypa
Hoponuna, JI. A. OpraHuzamuss ¥ TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOecredeHUs
yIpaBJIeHUs : yUeOHHUK U IPpakTUKyM it By3oB / JI. A. Jloponuna, B. C. UputukoBa. — MockBa
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: UsmarensctBo KOpaiit, 2020. — 233 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-04568-
0. — Tekcr : anexrponnsiii // DBC Opaiir — URL: https://urait.ru/bcode/.

Jononuute pazzaen JlonojHuTeIbHAS JIUTEpPATypa
Kysneyos, MU. H. JlokymeHTalmoHHOE o0ecriedeHue ympaBieHus. JlOKyMEHTOOOOpOT U
JIEJIONPOU3BOJICTBO : y4eOHUK U MpakTUKyM g By3oB / WM. H. Ky3nenos. — 3-e u3zn., nepepad.
u qom. — Mocksa : MznatensctBo HOpaiit, 2020. — 461 c. — (Bsicmiee obOpa3zoBanue). —
ISBN 978-5-534-04275-7. —  Tekcr : oanektponnbii // DObC  Kpaidtr —
URL: https://urait.ru/bcode/449769

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

B mepuon BpeMEHHOTro MPHOCTAHOBIEHUS MOCEIICHUS OOYYAIOIIUMUCS MOMEIICHUN U
tepputopun PITY. ans opranumszanuu ydeOHOro mpolecca ¢ MPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHUsT W JUCTAHIMOHHBIX O0pPa30BaTEIBHBIX TEXHOJOTHH MOTYT OBITH HCITOJIb30BAHBI
cienyomue o0pa3oBaTelibHbIE TEXHOJIOTHH:

— BUJICO-TICKIINH;

— OHJIAMH-TIEKLIMU B PEKUME PEaTbHOTO BPEMEHH;

— DJICKTPOHHBIC YUCOHUKH, YIeOHBIC TOCOOUS, HAYYHBIC H3AAHUS B AJICKTPOHHOM BHJIC H
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcaM;

— CUCTEMBI JIJIsl SJICKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJBTAIIUU C UCTIOJIb30BAaHUEM TEJICKOMMYHUKAIIMOHHBIX CPECTB.

7. B oamemeHnt pabodeit mporpammbl 7. MaTepuajibHO-TeXHHYeCKOe oOecrevyeHHe
AUCHUIJIMHBI/MOIYJIAA BHOCSTCS CIIETYIONINE U3MEHEHUS:
Ilepeuens B/l u UCC

Norm/mt HaunmenoBaunue

HalMoHAILHOM moanucku B 2020 T.
Web of Science
Scopus

1 MexnyHaponnbsle pedepaTuBHbIE HaykoMmeTpuueckue bJl, mocTymHble B pamkKax

noamnucku B 2020 T.

Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypnanst Taylor and Francis

2 [Ipodeccuonanpupie nonHoTekcTOBBIE bBJl, MOCTYymHBIE B paMKax HallMOHAIbHON

3 [Tpodeccuonanpabie TOTHOTEKCTOBBIE B/]

JSTOR

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

4 KommbrotepHbie cripaBOYHbIE TIPABOBbIE CHCTEMBI
Koncynprant Ilntoc,
I"apanT

B osnmement paboueit mporpammbel 7. MaTepHajbHO-TeXHHYeCKOe ofecreyeHHe
AUCHHUIIMHBI/MOIYJIAA BHOCSITCS CIICTYIONINE U3MEHEHUS:
CocraB nporpammHuoro odecnedyenus (I10)

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



https://urait.ru/bcode/
https://urait.ru/bcode/449769
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1 Adobe Master Collection CS4 Adobe JTUICH3NOHHOE
2 Microsoft Office 2010 Microsoft JTUICH3NOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOIHO
pacrnpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOTHO
pacipocTpaHseMoe
6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JTUICH3NOHHOE
8 SPSS Statisctics 25 IBM JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
10 | OC «Anbt O6pazoBanue» 8 00O «bazanpt CIIO | nurneH3noHHoe
11 | Microsoft Office 2013 Microsoft JIUIEH3HOHHOE
12 | Windows 10 Pro Microsoft JIMLEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
14 | Microsoft Office 2016 Microsoft JIUIEH3HOHHOE
15 | Visual Studio 2019 Microsoft JIMLEH3UOHHOE
16 | Adobe Creative Cloud Adobe JTUICH3NOHHOE
17 Zoom Zoom JINIEH3UOHHOE
CocraBuUTeb:

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



