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1. llesab oCcBOCHUST TUCHUILVIMHBI (MO/TYJIS)

Llenpr0 OCBOEHUS AUCUMIUIMHBI (MOAYJsi) «/lenoBas koppecnoHACHLMS H
JOKYMEHTaIus» SBIsETCS (opMHpOBaHHE KyJIbTYphl JEJIOBOM MEPEemuCKH A0
po(hecCHOHANBPHO-IOCTATOYHOTO ~ YPOBHS,  IMO3BOJIAIOIIETO  OCYILIECTBIATH
JICNIOBYI0 KOMMYHHUKAIMsi B THCbMEHHOHW ¢opMe, a HMMEHHO MOHHMATb,
aHaJIN3UpOBaTh, 00padaThiBaTh U CaMOCTOSITENIBHO COCTABJIATH JOKYMEHThl Ha
MHOCTPAaHHOM $I3bIKE€; TMOJArOTOBKA CTYACHTOB K MEXIYHAPOJHOMY OOLICHHIO B
JenoBo cdepe.

2. MecTo IMCHUILIMHBI (MOAYJIs1) B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMMbl
BbICILIEr0 00pa30BaHNs — MIPOrPAMMBI CHIEIHAJIUTET

Huctumnaa (Moaynb) «JlemoBas KOppecHOHAEHIMS W JOKYMEHTALUS»
OTHOCHTCS K 9acTd, (GOPMUPYEMOHN ydaCTHUKaMU OOpa30BATEIbHBIX OTHOIICHHM
bnoka 1 «/lucuumnunsl (Moayaun) o Beioopy 4 ([B.4)».

Jl7is OCBOGHHWSI JAHHOW IUCHUIUIMHBI (MOMYJNS) HEOOXOAMMBI PE3yJIbTAaThI
oOy4eHHMs, TMOJYyYEHHbIE B MPEAIIECTBYIOIINX JUCUUIUIMHAX  (MOAYJIAX):
«BBeneHue B ClIEUATbHOCTh TAMOKEHHOE JIETIO).

[lepeuenp mocieayoOMUX AUCUUIUIMH (MOAYJIEH) U MPAKTUK, JUISI KOTOPBIX
HEOOXOJUMBI pe3yJbTaThl OOy4Y€HUs, MOJIYYEHHbIE B JIAaHHOM JUCIUILIMHE
(Mmomyne): «TaMOKEeHHBIM KOHTpOJIb», «TaMoXeHHas HSKcHepTu3a», «YueOHas
npakTHKa (O3HAKOMHUTEIbHas MpakTuka)», «llpousBojacTBEHHass MpaKTHKa
(MpakTHKa MO MOJYYCHUIO IEPBUYHBIX MPO(ECCUOHATBHBIX YMEHUN U HABBIKOB)»,
«[IpousBocTBEHHAs IPAKTHUKA (TMIPEATUIUIOMHAs IPAKTHKA)).

3. IlepeueHns MIaHNUPyeMbIX Pe3yJibTATOB 00y4YeHMs MO JUCHUILUIUHE
(M01yJ110), COOTHECEHHBIX C YCTAHOBJICHHBIMH B 00pa30BaTeILHOM
nporpaMMe BbICHIEr0 00Pa30BaHUA — IPOrpPaMMe CIienaIuTeT
HHIUKATOPAMH JTOCTUKEHUS] KOMIIETEHIIUIi

KOI[ N HAUMCHOBAHHC
HHAUKAaTOpa JOCTHXKCHUA
KOMIICTCHIIM

[Tnanupyemble pe3ynabTaThl
00y4eHUs TTO TUCIUIUINHE
(Mony110)

Ko v nHaumeHnoBauue
KOMIIETEHIINH

3HaTh: MCTOAbI U CPCACTBA

IIK-18. Cnocoben
UCIIOJIb30BATh JIEKTPOHHBIN
JIOKYMEHTOO0OPOT,
UH(OPMAIIMOHHBIC
TEXHOJIOTUH MPH
TaMO>KEHHOM
JICKJIApUPOBAHUY U
TaMOXKEHHOM KOHTPOJIE

NIIK-18.1. IIpumensier
MeToAbI cOopa, 00paboTKH U
aHaJIM3a JaHHBIX Ui PabOTHI C
OCHOBHBIMH ITPOTPAMMHBIMH
MPOAYKTaMHU, UCITIOJIb3YEMBIMHU
B COBPEMEHHOM MpaKTHKe
OCYILECTBIICHHS TAMOXXEHHBIX
onepanuii U TAMOKEHHOTO
KOHTPOJISL.

MOJTyYeHHUs], XPaHEHUS
UH(POPMALIUHU C YUETOM
TpeGoBaHUi HHPOPMAITMOHHON
0€30MacHOCTH B TAMO>KEHHBIX
opraHax
YMeThb: OCYIIECTBIIATh MOUCK,
cOop, XpaHEeHUe U aHaTN3
uH(pOpMaIlUU Pa3INYHOTO

XapakTtepa JiJIsl €€ UCI0JIb30BAHUS

B COBPEMEHHOMW MPAKTUKE
OCYIIECTBIICHUS TAMOKEHHBIX




onepanuii 1 TaMOKEHHOTO
KOHTPOJIS
Brnaners: HaBBIKAMHU 3aII0JIHEHUS
U KOHTPOJISL TAMOKECHHOU
JEKJIapalnu, JeKJIapatuu
TaMO>XEHHOM CTOMMOCTH U MHBIX
TAMOKEHHBIX JIOKYMEHTOB B
ANEKTPOHHOM BUJE

NIIK-18.2. [Ipumensier
COBPEMEHHBIE
MH(pOpMaLMOHHbIE
TEXHOJIOTUH JUTSI PEILICHHS
CTaHJAPTHBIX 3a]a4
npodeccnoHaTbHOM
JeSITebHOCTH

3HaTh: OCHOBHBIE IIPUHIUIIBL,
HaIpPaBJICHUS U HCTOYHUKH
aHAJIMTUYECKON pabOThI B
TaMOKEHHBIX OpraHax Ha OCHOBE
MCIIOJIb30BaHUs
UH(POPMALIMOHHBIX TEXHOIOTUH
YMeTh: IPOBOANUTE aHAIIN3
NEPBUYHBIX U IPOU3BOIAHBIX
IIOKa3aTelen Ui ONpeaesIeHUs
TEHACHIIUN pa3BUTUS
TaMO>XEHHOTO J1eJ1a U
(hopMUpOBaHHST OCHOBHBIX
HaINpaBJICHUN
COBEPILIECHCTBOBAHUSA
TaMOXEHHOT'O PETYJINPOBAHUS
Brnanets: HaBbIkamMu paboTHI ¢
OCHOBHBIMH IPOTrPaMMHBIMU
IPOAYKTAMH, UCIIOJIb3YEMBIMHU B
COBPEMEHHOM MPAKTHKE
OCYIIECTBIIEHUS TAMOXKEHHBIX
ONEPALMI U TAMOXXEHHOTO
KOHTPOJIS.

4. CTpyKTYypa U COAepKaAHUE TUCHMILIMHBI (MOYJIA)

4.1. CTpyKTypa IUCUMUILUTUHBI (MOTYJISI)

4.1.1. ObbeM mUCHMIUIMHBI (MOIYJSI) W BUABI Y4eOHOUW pabOTHI MO

O4YHOI (hopMe 00yUEeHUSI:

Beero Cemectp
Bun yuebnoit paboTbl HACOB Ne 7
9acoB

KonTakTHas pabora (Bcero): 68 68
B Tom umce:
Jlexuuu (JI) 34 34
[Tpaxtrueckue 3ausatus (I1p) 34 34
JlaGopatopHas pabota (JI1a)
CamocrostenbHas pabora ooyqaromuxcs (CP) 58 58




[TpomexyTouHas ®dopma
arrecranus IIPOMEXKYTOUHON €] C)
arTecTaluu
KonuuecTBo yacoB 18 18
OO0mas TpyA0eMKOCTh Yacel 144 144
JUCUHUTLTAHBI (MOTYJIs1) 3ayeTHbIE €IUHUIIE 4 4

4.1.2. O0beM IUCUUIUIUHBI (MOIYJA) U BUABI y4eOHOM pabOThI MO
3a049HOM (popme 0OydeHHS:

Kypc
. Bcero
By yueOHol paboThl 4ACOB No 4
4acoB
KonrtakTHas padota (Bcero): 16 16
B ToMm uuce:
Texmm (JT) 8 8
[Tpaxtuueckue 3ansatus (I1p) 8 8
JlabopaTtopHnas pa6ora (JIab)
CamocrositenpHas pabora ooyqaromuxcs (CP) 119 119
IIpomexyrouHas ®opma
arrecranus IIPOMEXKYTOUHOM €] €]
arTecTaluu
KonudecTBo yacoB 9 9
OO61mas TpyA0eMKOCTh Yackl 144 144
JTUCHUTITAHBI (MOTYJIs) 3a4eTHBIC CAMHUIIBI 4 4

4.2. ConeprxaHue TUCIUIUTHHBI (MOTYJIS):

4.2.1. CopepxaHue JTUCUUIUIMHBI (MOAYJsl) 1O OYHOM (opme
o0y4eHUs:
Kon KomanyectBo 4acos,
KOMITETCHIINH, | BBIIETSEMBIX Ha
HaumenoBanue KO KOHTaKTH aboty,| Komn-Bo
A yiop Y Buasr CP Kontposnb
paszaena, TeMbl WHAWKaTopa | IO BUJAAM yueOHbIX |gacoB CP
JOCTUKEHUSA 3aHATHI
KOMIICTCHITHH
JI IIp | JIab
Tema 1. 3nauenue I1K-18 [MoaroroBka K
JIOKYMEHTHUPOBAHUS (UITK-18.1 YCTHOMY
YIPaBJIEHUECKOU NIIK-18.2) 4 4 6 ompocy, YeTHblit onpoc,
NCATCIIBHOCTHU IIOATOTOBKA K TECTBI
BbIIIOJTHCHUIO
TECTOB




Kon KosmdecTBo yacos,
KOMITETCHIIMH, | BBIICTSIEMBIX HA
HaumenoBanue KOJ KOHTaKTHYIO paboty,| Koa-Bo Bt CP KoHTpostb
paszena, TeMbl UHAWKaTopa | MO BUAAM yueOHbIX |gacoB CP
JIOCTHKECHUS 3aHATUN
KOMIICTECHIIHH
JI IIp | Jlab
Tema 2. OcHOBHBIE I1K-18 [ToaroroBka K
MOJIOKCHUS no| (MIIK-18.1 YCTHOMY
- ompoc
JIOKyMEHTHPOBAHHIO UIIK-18.2)) HOI[F(?TOB};a | Verssut ompoc,
YIIpaBJICHUYCCKOU TCCTHI
eI TEIbHOCTH 4 4 6 BPITIOHEHHIO pelreHne
TECTOB, CUTYAallUOHHBIX
IIOJTOTOBKA K sanaq
PEILEHHIO
CUTYallMOHHBIX
3a/1a4.
Tema 3. YHudukamms T1K-18 IToaroroska k
U CTaHJIapPTH3AIIH (UITK-18.1 BBINOJTHCHHIO
yIpaBIeHYECKIX HNIIK-18.2) pedepara,
JIOKYMEHTOB TIOATOTOBKA K Pegepar,
4 4 6 BBIIIOJTHCHUIO | TECTHI, peaicHue
TECTOB, CUTYaIIHOHHBIX
IMOATOTOBKA K 3anat
PEILEHHIO
CUTYyallUOHHBIX
3a7ad.
Tema 4. Buast I1K-18 [MToxroroBka K
JIOKYMEHTOB H UX (UTTK-18.1 YETHOMY | v rhpait ompoc,
KJIaccuuKanus WNIIK-18.2) 4 4 6 onpocy, —
IIOATOTOBKA K
BBITTIOJTHCHU IO
TECTOB
Tema 5. IIpaBuna I1K-18 [NoaroroBka K
oopmieHus (UTTK-18.1 yerHomy | o ompoc,
YIIPaBIEHYCCKUX WNIIK-18.2) omnpocy, pereHue
NOKYMCHTOB 2 2 6 TOATOTORKA K CUTYaIMOHHBIX
PpCHICHUIO 3amau
CUTYyallMOHHBIX
3a7a4.
Tewma 6. I1K-18 IMoaroToBka K
JoxymeHTHUpOBaHUE (UIIK-18.1 BBITIOTHEHUTO
OpraHU3alOHHO- UIIK-18.2) 4 4 6 pedepara, Pegepar,
pacnopﬂ;mTenLHoﬁ IOArOTOBKA K TECTBI
NeSITeTbHOCTH BbIIIOJTHCHUIO
TECTOB.
Tema 7. I1K-18 IToxroroBka K
JIoOKyMEeHTHPOBaHUE (UITK-18.1 BBIIOJTHCHHIO Pegpepar
UH(POPMAIMOHHO- HNIIK-18.2) pedepara, TecThL, peln A
CHPABOYHbBIX 4 4 6 MOMOTOBKA K || oo o bix
MaTepHaoB PCLICHHIO 3a71a4
CUTYyallUOHHBIX
3a/1a4.




Kon KonuuecTtBo yacos,
KOMITETCHITMH, | BBIIEISEMBIX Ha
HaumenoBanue KOJ KOHTaKTHYIO paboty,| Koa-Bo Bt CP KoHTpostb
paszzena, TeMbl UHAWKaTopa | MO BUAAM yueOHbIX |gacoB CP
JIOCTHKECHUS 3aHATUN
KOMIIETEHIINH
J IIp | Jlab
Tewma 8. TpeboBanus K YK-1 [ToaroroBka K
0(OPMIICHHIO (TTK-18 YCTHOMY
JIOKYMEHTOB I10 (UTTK-18.1 orpocy, Verssii ompoc,
JMYHOMY COCTaBY NIIK-18.2) TIOATOTOBKA K TeCThI
4 4 6 BBITIOJTHEHUIO pemenme
TECTOB, CUTYAallUOHHBIX
MOATOTOBKA K sazaq
PEIICHHUIO
CUTYallMOHHBIX
3a/1a4.
Tema 9. Opranuzanus T1IK-18 IToaroroska k
paboTsI ¢ (UTTK-18.1 YCTHOMY
JOKYMEHTaMH WIIK-18.2)) onpocy,
MOATOTOBKA K | YCTHBIH ompoc,
4 2 10 BBITIOJIHEHH IO pedepar,
peq)epaTa’ TECTHI
IIOATOTOBKA K
BbIIIOJTHCHUIO
TECCTOB
O6o6maronee 3aHsATHE 2
BCEI'O YACOB: 144 | 34 | 34 58 18

Tema 1. 3HaueHHne JOKYMEHTHPOBAHUSA YIIPABJICHYECKOMN AeATEILHOCTH

— 14 vacos.
Jlekuuu — 4 4. Copnepxanue: Ilpenmer u 3amaum kypca. IlonsTus
«JIOKYMEHT» «CHCTEMBbI JIOKYMEHTAllUW», «YIPABICHUYECKas JTOKYMEHTAIUsD.

Crneunduka uHPOPMAIMOHHBIX OOBEKTOB,

OCHOBHOE Ha3HAYEHUE YNPABICHUECKUX TOKYMEHTOB.
OcHoBHbIE 3a/1a4M U (QYHKUHUU CIY>KO JOKYMEHTAIMOHHOTO OOecreyeHus
yIpaBICHUS B COBPEMEHHBIX OpPTraHU3aIUsX.

[IpakTueckoe 3anstue — 4 Jaca.

HCIIOJIB3YCMBIX B  YIIPpABJICHHUMU.

3a1a4d  JIOKYMEHTAIMOHHOTO  OOecreyeHus

Bompocsr:
1. [lonsTue, nemu u
yIpaBIeHUS
2. HopmatuBHo-npaBoBo€ oOecrieueHue

YIIPaBJICHYECKON AEATEIIBHOCTU
3. CocTtaB TOKyMEHTAllUU, UCTIOIb3yEeMOU B yIIPaBICHUN OpPraHU3AINEH.
yIpaBJICHUA B

4, Cayx0a

COBPCMCHHBIX OpraHu3aiuiax.

JAOKYMCHTAIMOHHOTI'O

obecrieueHus

JOKYMEHTHPOBAHUS




Tema 2. OcHOBHBIE M0JI0KeHHU S 1o JOKYMEHTHPOBAHHIO
ylnpaBjieHYeCKOH aeATeJIbHOCTH — 14 yacos.

Jlexuuu — 4 4. Conepxanue: [loHsITHE «BUA YIIPABIEHYECKOTO TOKYMEHTaY,
ero cBsi3b ¢ GyHKUMSIMHU yrpaBieHus. OyHKIUM YMPaBIEHYECKOrO JOKYMEHTA:
yhOpaBieHueckasi; (YHKUMS XpaHEHUsI CBEJICHUN, JOCTOBEPHOCTh KOTOPBIX
3aBEpeHa; Hay4dHas; IpaBOBas; COLMaJIbHAsA;, KyJIbTypHas; HWHOOpPMaIMOHHAS;
KOMMYHUKATHUBHASI.

OcHOBHBIE =~ HOpPMAaTUBHBIE  aKThl,  periameHTupyromue  Jlemnoas
KOPPECTIOHJAEHIMS U TOKYMEHTALIHSL.

[IpakTrueckoe 3ansaTue — 4 Jaca.
Bomnpocsr:
1. IloHsTHE «YTIPaBIEHUECKOIO JOKYMEHTa
2. OyHKUUYU YIIPaBICHYECKOTO TI0KYMEHTA
3. OCHOBHbIE HOpPMAaTUBHBIE aKTbhl, perlaMeHTupyomue Jleaopas
KOPPECHOHJEHIIMS U JJOKYMEHTAIUs

Tema 3. VYHudukanus H CTAHAAPTH3ALUS  YNPaBJICHYECKHX
TOKYMEHTOB — 14 yacoB.

Jlexmn — 4 . Conepxanue: I'ocynapcTBeHHas cucreMa
JTOKYMEHTAIMOHHOTO oOecrieueHus YIIPaBIICHHUS. Oob1epoccuiickuii
KJIacCU(PHUKATOp YMpaBICHUYECKON JOKYMEHTAlMHU. [ 0CyJapCTBEHHBIM CTaHAApT
('OCT) oopmiieHust yrpaBieHUECKUX JOKYMEHTOB. Y HUPUIIMPOBAHHAS CUCTEMA
OpraHU3alMOHHO-PACTIOPSIAUTEIbHON JOKYMEHTAIIH. CranpgapTuzanus
YIOPABJICHUECKUX JOKYMEHTOB. MeXIyHapOAHbIE CTaHAAPTHI JTOKYMEHTHPOBAHUS
YIPABJICHYECKON EATEIbHOCTH.

[TpakTueckoe 3aHsitue — 4 Jaca.

Bompocsr:
1. T'ocygapcTBeHHass cHCTeMa JOKYMEHTAIIMOHHOTO  OOeCIeUeHHs
yIpaBJICHUS.
2. YHuUIMpoBaHHAs CHCTEMa OPTraHU3aIMOHHO-PACIIOPSIUTEILHON
JTOKyMCHTAITUH.

3. CrangapTuzaius ynpaBieHYECKUX JTOKYMEHTOB.

Tema 4. Buabl 1OKyMeHTOB U uX Kjaaccupukanus — 14 yacos.
Jlexuuu — 4 4. Conepxanue: Knaccudukaius ynpaBieHYEeCKUX JOKYMEHTOB

o COAEPKAHUIO (o BHUJIaM JESATECIIbHOCTH): OpTraHu3alMOHHbIE,
pacniopsauTeIbHbIe, WH()OPMAIMOHHO- CIpaBOYHBIC. BUAbl OpraHW3alMOHHBIX,
pPacopsSIANTENBHBIX u nH(OPMAIIMOHHO- CITPaBOYHBIX JIOKYMEHTOB,

HCIIOJIb3YyCMBIX B YIIPABJICHUU.

[IpakTrueckoe 3ansaTue — 4 yaca.
Bomnpocsr:
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1. Knaccudukamus ynpaBieHYECKUX JOKYMEHTOB

2. Bupl opranu3anmoHHO-pacopsIMTEIbHBIX JOKYMEHTOB
3. Bunbl nHGOpMAIIMOHHO-CIIPABOYHBIX TJOKYMEHTOB

4. Bujbl KaJIpoBBIX JOKYMEHTOB

Tema 5. IlpaBuiaa odopmiieHusi ynpapjieH4YecKHX J0KymMeHToB — 10
YacoB.

Jlexuu — 2 4. Conepsxanue: TpeGoBaHHS K COCTaBICHUIO U OGOPMIICHUIO
TOKyMEHTOB, (hopmyisp-obpasemn. [lopsimok odopmiieHus: Hymeparusi CTpaHHII,
opopmiienue gat, OOUICTIPUHATHIE COKpamleHus, odopmieHue MUPPOBO
uHbopMaluu, Maremarudeckue ¢Gopmynbl, odopmieHue TaOMUI, 3HAKU
penuHaHus.

CocTaBieHre ympaBiIeHUYECKHX JOKYMEHTOB. JleJIOBbIE M KOMMEpUYECKHe
nUChMa: Kilaccu(UKaus, CTPyKTypa, CTaHAapTHbIE (hpa3bl U BHIPAKEHUS; ITPABHIIA
U (popMbl KOMMEpPYECKOW MEpEenucKd C  3apyOeKHbBIMH  IapTHEpPaMy;
KOPPECHOHJEHIUS, CBSI3aHHAs C IPOBEJCHUEM MNEPUOAMYECKUX MEPONPUITUH,
S3bIK W CTWIIb J1€J0BOM AOKYMEHTAIMM: o01iast Xapakrepuctuka. CocTaBieHUe U
oopmiieHHE JOKYMEHTOB B YCIOBUSIX TPUMEHEHUS BBIYUCIUTEIBHON W
AJIEKTPOHHOM TEXHUKH.

[Tonstue «pexkBu3nT». COCTaB U PACIONOKEHUE PEKBU3UTOB. [locTosiHHBIE N
NIEPEMEHHBIE PEKBU3UTHI, MOPSIOK UX HAHECEHHs] MPU COCTABJICHUU TOKYMEHTa
unu padore ¢ HUM. [IpaBuna opopmiieHUsT PEKBU3UTOB. YTJIOBOE U MPOAOJIBLHOE
PACIIONIOKEHUE PEKBU3UTOB JOKyMeHTa. CTpykTypa AoKyMeHTa. Onuncanue u
OCHOBHBIE TIpaBMIa 0POPMIICHUS PEKBU3UTOB JOKYMEHTA.

[IpakTueckoe 3ansATre — 2 4aca.
Bompocsr:
1. TpeGoBaHus K COCTaBICHUIO U OPOPMIICHUIO TOKYMEHTOB
2. TpeGoBanus Kk 0(hOPMIICHHUIO TOKYMEHTOB
3. CtpykTypa JOKyMEHTa.
4. OnucaHne W OCHOBHbIE TipaBuwiaa OGOPMIICHUS  PEKBU3UTOB
JIOKyMEHTA.

Tema 6. JloKymMeHTHpPOBaHHE OPraHU3ALMOHHO-PACIIOPAAUTEIbHON
aeaTeJIbHOCTH — 14 yacoB.

Jlektmn — 4 4. Copepxkanue: Buapl opraHW3allOHHO-PACIOPSAUTEIBHBIX
nokyMeHTOB. [IpaBuna  cocTaBieHuss  OPraHU3alMOHHO-PACIIOPSAAUTEIBHBIX
TOoKyMeHTOB. TpeOoBaHuS K O(QOPMICHUIO OPraHU3aAUOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB.

[Topsmok cocTaBieHuss U OQOPMIICHHS OPTaHU3ALMOHHBIX JOKYMEHTOB:
yCTaBa, IIOJOKEHUM, IITATHOTO DPACIMCAHMS, NPABUJ BHYTPEHHETO TPYAOBOIO
pacropsiika, IIOJOKEHUS O CTPYKTYPHBIX TOJAPA3ACIICHUSAX, IOLKHOCTHBIX
WHCTPYKITUI paOOTHHKA.

[lopsmok cocTtaBieHus U OGOPMIICHHS PACTIOPSIAUTEIbHBIX JOKYMEHTOB!
penieHne, paclopsbKeHue, IpUKa3, yKa3aHue, IOCTaHOBIICHHUE.
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IIpaxTrueckoe 3aHsaTue — 4 Jaca.
Bormpocst:
1. Bunpl opraHu3anvoHHbIX TOKYMEHTOB.
2. Buabl pacniopsauTeNbHbIX JOKYMEHTOB
3. IlpaBuna  coctaBieHUss U OPOPMIIEHHS  OPraHU3aLMOHHBIX
JOKYMEHTOB.
4. IlpaBuna  coctaBieHUss H  OQOPMIIEHUS  PaACHOPSIAUTEIBHBIX
JOKYMEHTOB.

Tema 7. JloKkyMeHTHpOBaHHE HHGOPMALMOHHO-CIIPABOYHBIX
MarepuajioB — 14 yacos.

Jlekuun — 4 u. Copepxanue: Buasl HHPOpPMAIMOHHO-CIIPABOYHBIX
nokyMeHTOB. [IpaBuna cocraBieHuss MHPOPMAILIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
TpeboBanust k ohopmiIeHNI0 HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

[lopsamok coctaBineHus u odopmieHUs HUHPOPMALIMOHHO-CIIPABOYHBIX
JOKYMEHTOB: aKT, IPOTOKOJ, IOKJIaJHas 3alucka, OOBSCHUTENbHAs 3allucKa,
crpaBKa, Tejerpamma, TenedoHorpamma, mucbMo, JOBEPEHHOCTb.

[IpakTueckoe 3ansaTue — 4 gaca.
Bomnpocsr:
1. Buasl uHPOpPMATMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
2. TlpaBuna coctaBieHus HHOOPMAIMOHHO-CITPABOYHBIX IOKYMEHTOB.
3. TpeboBanus k  odopmieHHIO  WH(OPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB.
4. Tlopsimok coctaBieHust U ohopmiieHUs] HHPOPMAITMOHHO-CIIPABOYHBIX
JOKYMEHTOB

Tema 8. TpedoBaHusi kK 0opopMIEHHIO TOKYMEHTOB 1O JUYHOMY COCTABY
— 14 yacos.

Jlexuuu — 4 4. Coznepxanue: YHU(UUIMPOBAHHAS CUCTEMa OPTaHU3alMOHHO-
pacnopsaIuTEIbHON TOKYMEHTALMU MO KaJpaM.

JlokymeHTalsi TPYIOBbIX OTHOIIEHWH B KaapoBbix ciyxkbax. Cocras
JIOKYMEHTOB M0 JIMyHOMY cocrtaBy. CocraBiieHue U odopmieHHE 3asBIICHUMH,
TPYJOBOTO JI0roBopa (KOHTpakTa), JUYHOM KapTouku ¢opmbl T2, mpukazoB mo
KaJpaM, XapaKTepUCTHKU pabOTHHMKA, aBTOOMOTrpaduu pabOTHHUKA, AaHKETHI
paboTHHKA, JIMYHOTO Jena paboTHHUKA. TpyJoBas KHMXKKA: Bblada, ohopMIIeHHE,
XpaHEHHUE.

[loHsiTME, CYIIHOCTP W HAa3HAYEHHWE IUTATHOrO pacnucanus. I[IpaBuna
BHYTPEHHEro TpyAoBoro pacmnopsaka. IlpaBunma Benenust Tabenst ydera
UCIIOJIb30BaHuUs paboUero BpeMeHH.

dopMUpOBaHME W HOMEHKJIATypa Jeil 1o kaapam. lIpaBuna XxpaneHus
KaJpOBOM JOKYMEHTALUH.
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[IpakTrueckoe 3aHsaTre — 4 yac.

Bormpocsr:

1. JlokyMeHTaIus Tpy10BbIX OTHOILICHHIA.

2. KanpoBslif 1TOKyMEHTOOOOPOT B OpraHU3allvu.

3. @opMHUpOBaHUE U HOMEHKJIATypa JeJ 10 KaJIpaM.

4, CocraBnenue u oQopMieHHE JIOKYMEHTOB IO JMYHOMY COCTaBy
OpraHU3aluu.

Tema 9. Opranusanus padoTsl ¢ J0KyMeHTamMH — 16 yacos.

Jlekiuu — 4 4. Copnepxanue: OpraHuzanus JOKYMEHTOOOOpOTa;
CHUCTEMAaTH3alMs TOKyMEHTOB, HOMEHKJIATYpa sl UX (OPMHUPOBAHUS U XPaHEHUSI.
[TonsiTue nOKyMeHTO000poTa. OCHOBHBIE MOTOKHA YIPABICHUYECKUX JOKYMEHTOB:
BXOJSAIIUHN, UCXOISIINMI, BHyTPEHHUU.

JIBMKEHUE  BXOASAIIMX  YIPAaBICHYECKHMX  JIOKYMEHTOB:  II€pBHYHAs
00paboTKa,perucTpalus,pacCMOTPEHUEPYKOBOICTBOMOPTaHH3alluY, [Iepelada  Ha
VICITOJIHEHHE, KOHTPOJIb 32 MCIIOJHEHUEM, CIIMCAHME MCIOJHEHHOIO JTOKYMEHTa B
JETI0.

Otanbl NPOXOXKIEHUS HCXONSIIMX JOKYMEHTOB: IOArOTOBKAa IIPOEKTa,
COIJIacCOBaHUE, 1OpabOTKa [0 3aMEYaHUsIM, PErUCTpalUs U OTIPABKa.

PaGora ¢ BHYTpEHHMMM JOKYMEHTaMHU: COCTaBJI€HHE IIPOEKTa TEKCTa
JIOKyMEHTa, COIJIACOBaHHME, JOpadOTKa MO  3aMEyaHusIM, perucrpauus,
TUPAXXUPOBAHUE, Mepeaya Ha HCIOJHEHUE, KOHTPOJIb UCIOJHEHUS JOKYMEHTOB,
CIIMCAaHME UCIIOJIHEHHOTO JOKYMEHTA B JIEJIO.

[IpakTueckoe 3ansATHE — 2 4aca.

Bomnpocsr:

1. CrtpykTypa u 00beM JOKYMEHTO000pOTAa.

2 TexHosoTHs pabOTHI C BXOASAIIMMH U UCXOISIIUMHA JOKYMEHTaMH.
3. Permcrpamus 1OKyMEHTOB U KOHTPOJIb 332 WX HCIIOJTHCHUEM.

4 XpaHeHUE JOKYMEHTOB.

4.2.2. CopepxxaHue AUCIHUIUIMHBI (MOMIYJsl) 1O 3a04HOM (dopme
oOy4eHHUS:

Kon KomanyectBo 4acos,
KOMIIETEHIINH, BBIAEISIEMBIX HA
HaumenoBanue KOJ, KOHTAKTH aboT Kon-8o
yrop Y, Bugsr CP Kontposnb
paszaena, TeMbl WHAWKaTopa | IO BUJAAM yueOHbIX |gacoB CP
JOCTHKECHUS 3aHSTUN
KOMIIETEHIIUHA
J | Ip | Ja6
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Kon KosmdecTBo yacos,
KOMIICTEHIIMH, | BBLICISIEMbIX Ha
Haumenoanue KOJI KOHTaKTHYIO paboty,| Koa-Bo Bt CP KoHTpoh
paszena, TeMbl UHAWKaTopa | MO BUAAM yueOHbIX |gacoB CP
JIOCTHKECHUS 3aHATUN
KOMIICTECHIIHH
JI IIp | Jlab
Tema 1. 3nauenue I1K-18
JOKYMEHTHPOBAHUS (UTTK-18.1 Camocrosexns
. 1 13 HOE U3YYCHHUE
YIPaBJICHUECKOM WNIIK-18.2) 5 DIOC
JeSITEIbHOCTH
Tema 2. OcHOBHBIE I1K-18
MIOJIOKCHUS mo| (MIIK-18.1 CamocrosTens
JIOKYMEHTUPOBaHUIO NIIK-18.2)) 1 13 HOE U3ydYEHHEe
YIIPABJIEHYECKOU B DMOC
JIeSITeIIbHOCTH
Tema 3. Yaudukanus I1K-18
Y CTaHJapTH3aIUs (UITK-18.1 Camoctosress
1 13 HOE U3y4YeHHUe
YIIPaBJICHYECKUX WIIK-18.2) 5 DOC
JIOKYMEHTOB
Tema 4. Buast I1K-18 IToaroToBka K
JIOKYMEHTOB H UX (UTTK-18.1 YCTHOMY | e roruiii ompo,
KJIaCCU(UKALIUS WNIIK-18.2) 1 1 13 ompocy, TeCTHI
IMOATOTOBKA K
BBIIIOJTHCHUIO
TECTOB
Tema 5. IIpaBuna I1K-18 IToaroToBka K
oopmieHus (UTTK-18.1 YOTHOMY | onpoc
YIPaBIEHYECKUX UIIK-18.2) onpocy, pemere ’
JIOKYMEHTOB 1 1 13 IIOATOTOBKA K CHTYaIHONHBIX
peLIeHUIO saau
CUTYallUOHHBIX
3a/1a4.
Tema 6. T1IK-18 IToaroroBka
JlokyMeHTHpOBaHHE (UTTK-18.1 BBIIIOJTHEHHUIO
OpraHU3alMOHHO- UIIK-18.2) 1 1 13 pedepara, Pedepar,
pacrnopsIuTeIbHON IIOATOTOBKA K TECTBI
eSTEIbHOCTH BBITIOJTHEHHTO
TECTOB.
Tema 7. I1K-18 [ToxroroBka Kk
JlokyMeHTHupOBaHue (UITK-18.1 BbITIOJIHCHHIO Pedpepar
UH(POPMAIIMOHHO- WNIIK-18.2) pedepara, TecTHI, .
CHPABOYHbBIX 1 1 13 IIOATOTOBKA K cmya’unonnmx
MaTepHaloB PCIICHIIO 3ajau
CUTYyallMOHHBIX
3a7a4.
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Kon KonuuecTtBo yacos,
KOMIIETEHIIMH, | BBIIEISAEMbIX HA
HaumenoBanue KOJ KOHTaKTHYIO paboty,| Koa-Bo Bt CP KoHTpostb
paszzena, TeMbl UHAWKaTopa | MO BUAAM yueOHbIX |gacoB CP
JIOCTHKECHUS 3aHATHI
KOMIIETEHIINH
J IIp | Jlab
Tewma 8. TpeboBanus K YK-1 [ToaroroBka K
0(OPMIICHHIO (TTK-18 YCTHOMY
JOKYMEHTOB I10 (UITK-18.1 ompocy, Vo
CTHBIH OIIpoC,
JMYHOMY COCTaBYy WNIIK-18.2) TIOATOTOBKA K TeCTEI
1 1 13 BbIIIOJTHCHUIO pelmenye
TECTOB, CUTYAallUOHHBIX
MOATOTOBKA K sazaq
PEIICHHUIO
CUTYallMOHHBIX
3a/1a4.
Tema 9. Opranuzanus T1IK-18 IToaroroska k
paboTsI ¢ (UITK-18.1 YCTHOMY
JOKYMEHTaMH WIIK-18.2)) onpocy,
MOATOTOBKA K | YCTHBIH ompoc,
1 15 BBITTOJTHCHHTO pedepar,
peq)epaTa’ TECTBI
IOATrOTOBKA K
BbIIIOJTHCHUIO
TECTOB
O6o6maronee 3aHsATHE 2
BCEI'O YACOB: 144 | 8 8 119 9

Tema 1. 3HaueHHne JOKYMEHTHPOBAHUSA YIIPABJICHYECKON AeATEIbHOCTH

— 14 vacos.
Jlekuiuu — 1 u. Copmepxanume: Ilpeamer u 3amaunm kypca. [lonsarus
«IOKYMEHT» «CHUCTE€Mbl JIOKYMEHTALUW», «YIPAaBICHYECKAs JTOKYMEHTALU».

Crneunduka uHPOPMAIMOHHBIX OOBEKTOB,

OcHOBHOE Ha3HAUYEHUE YNPABICHUYECKUX JOKYMEHTOB.
OcHoBHbIE 3a/1a4¥ U (QYHKUIUU CIY’KO JOKYMEHTAIMOHHOTO 00ecredeHHs
yIpaBICHUS B COBPEMEHHBIX OpPTraHU3aIUsX.

Tema 2. OcHOBHBIE

MMOJIOKECHUSA

yHpaBJIeHYeCKOH AeATeJbHOCTH — 14 yacoB.
Jlexuuu — 1 u. Coneprxanue: [loHsTHE «BUA YNIPABIEHYECKOTO TOKYMEHTaY,

1o

HCIIOJIB3YCMBIX B  YIIPpABJICHHUMU.

AOKYMECHTHUPOBAHHUIO

ero cBs3b ¢ (QyHKUMSIMHU yrnpaBiaeHUs. DYyHKIUM YHPABICHYECKOTO JTOKYMEHTA!

yopaBieHueckas; (QYHKUMS XpaHEHUs CBEJACHUN, JTOCTOBEPHOCTh KOTOPBIX
3aBepeHA; Hay4Has; MpaBOBas; COIMaJbHAS;, KyJIbTypHas; HWH(OpPMAIMOHHAS,
KOMMYHHKAaTUBHAS.

OcHOBHBIE =~ HOPMATHBHBIE  aKThl,  perjaMmeHTupyromue  Jlenosas

KOPPECIIOHACHINA 1 JOKYMCHTAIIHA.
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Tema 3. VYHuduxkanuss u CcTaHAAPTH3ALUS  YNPABJIECHYECKHX
TOKYMEHTOB — 14 yacoB.

Jlekuum — 1 u.  Copgepxkanue:  l'ocymapcTBeHHas — cucrema
JOKYMEHTalMOHHOTO oOecnieueHus YIIPABIICHHUS. Oobwepoccuiickui
KJIACCU(UKATOpP YNPABICHYECKOW JOKYMEHTAalUuu. [ 'oCydapCTBEHHBIM CTaHIapT
(I'OCT) odpopminenus ynpaBieHUECKUX JOKYMEHTOB. Y HU(PUIIMPOBAHHAs CUCTEMA
OpraHU3allMOHHO-PACIIOPSAUTEIBHON JOKYMEHTALUH. Cranpaptuzanus
YOPaBIECHYECKUX JTOKYMEHTOB. MeXayHapOoaHbIE CTaHAAPTHI JOKYMEHTUPOBAHUSA
YIPaBIECHYECKOU NESITENBHOCTH.

Tema 4. Buabl 1J0KyMEeHTOB M MX KJIaccupukanus — 15 yacos.
Jlexiuu — 1 4. Copepxanune: Knaccudukanus ynpaBieH4eCKUX JOKYyMEHTOB

1o COJIEP KAHHIO (mo BUJIAaM  JICATEIIbHOCTH): OpraHU3alMOHHEIE,
pacnopsiiuTenbHble, MHPOPMAIIMOHHO- CHpaBOYHBbIE. Bujibsl OpraHu3aliMOHHBIX,
pactopsiIUTENIbHBIX ¥ WMH(DOPMAIIMOHHO -  CIPABOYHBIX  JOKYMEHTOB,

HCIIOJIB3YCMBIX B YIIPABJICHHH.

[TpakTueckoe 3ansitue — 1 ygac.
Bompocsr:
1. Knaccudukaius ynpaBieHYECKUX JOKYMEHTOB
2. Buael opraHu3aiimoOHHO-PaCIOPSIUTEIBLHBIX JOKYMEHTOB
3. Bunbl nHGOpMaIMOHHO-CIIPABOYHBIX TOKYMEHTOB
4. Bunasl KaIpoBbIX JTOKYMEHTOB

Tema 5. IlpaBuia odopmiieHHs ynpaBjieHYeCKMX JOKYMEHTOB — 15
Yacos.

Jlexuuu — 1 4. Copepxxanue: TpeOoBaHUS K COCTABJICHUIO U O(OPMIICHHUIO
JIOKyMEHTOB, (hopmyisap-obpasen. [lopsimok odopmileHus: Hymepalusi CTpPaHHII,
opopmieHue JaT, OOIICTPUHATHIE COKpamieHus, odopmieHue IUdPOBOA
uHdopmaruu, MaremMatuyeckue GopMmynbl, odopmIIeHHE TaOJUIl, 3HAKU
npenuHaHus.

CocrapneHue ympaBJIeHUYECKHX JIOKYMEHTOB. JlenoBble U KOMMEpPUYECKHe
MUChbMa: Kiaccu(puKaims, CTPYKTypa, CTaHAapTHBIE ()pasbl U BRIPAKEHUS; MPABUIIa
u  (GOpMBI KOMMEPUYECKOM TIEPEHUCKH C  3apyOeKHBIMH  ITapTHEPAMH,
KOPPECTIOHICHITNS, CBSI3aHHAs C TIPOBEICHHUEM TICPUOIUYCCKUX MEPOIPHUATHH,
S3BIK ¥ CTWIb ACJIOBOM JOKYMEHTalMM: 00IIas xapakrepuctuka. CocTaBieHUE U
opopMICHHE JTOKYMEHTOB B YCJIOBHUSAX IPUMEHEHUS BBIUUCIUTEIHPHOU W
AJIEKTPOHHON TEXHUKHMU.

[TonsiTre «pexkBu3nuT». COCTaB M PACIONOKEHUE PEKBU3UTOB. [locTosTHHBIC U
MEPEMEHHBIC PEKBU3UTHI, MOPSAOK WX HAHECEHHUs MPU COCTABICHWU JTOKYMEHTa
wi pabore ¢ HuM. [IpaBuna odopmiieHHs] PEKBU3UTOB. YTJIOBOE W MPOIOJIHLHOE
pPacroyIoKeHUEe PEKBU3UTOB JoKymMeHTa. CTpykTypa mokymenrta. OmucaHue u
OCHOBHBIE TIpaBuiIa 0O(hOPMIICHHS PEKBU3UTOB IOKYMEHTA.

[IpakTrueckoe 3ansTe — | yac.
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Bonpocsr:
1. TpeGoBaHus K COCTABIECHUIO U O(POPMIICHUIO JOKYMEHTOB
2. TpeboBaHus K OPOPMIICHHIO JOKYMEHTOB
3. CtpykTypa JOKyMEHTa.
4. OnucaHrue W OCHOBHbIE TpaBuwia O(GOPMIIEHHUS  PEKBU3UTOB
JTOKYMEHTA.

Tema 6. JloKyMeHTHpPOBaHHE OPraHU3ALMOHHO-PACIIOPAIUTEIbHON
aeTeJILHOCTH — 15 yacos.

Jlekunn — 1 4. Cogaepkanue: Buibl opraHu3alOHHO-PACIOPSAUTENbHBIX
nokyMeHTOB. [IpaBunma  cocTaBieHUsT  OpPraHU3aLMOHHO-PACHOPSIAUTENBHBIX
nokyMeHTOB. TpeboBanusi K O()OPMIICHHIO OpraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB.

[lopsanok cocTaBieHuss WU OQOPMIIEHHS OPTraHU3ALMOHHBIX JOKYMEHTOB:
yCTaBa, IIOJIOKCHUM, IITATHOTO pPACIUCAHMs, IPABUI BHYTPEHHEIO TPYAOBOIO
pacropsiika, IIOJIOKEHUS O CTPYKTYPHBIX IOAPA3ACICHUAX, JOJDKHOCTHBIX
MHCTPYKUUH pabOTHHKA.

[lopsanok cocTtaBineHus U OGOPMIICHHUS PaCHOPSAUTEIbHBIX JOKYMEHTOB:
pELIEHHE, paclopsKEHUE, IIPUKa3, yKa3aHUe, IOCTAHOBJICHUE.

[IpakTnueckoe 3ansatue — | 4gac.
Bomnpocsr:
1. Bujasl opraHu3aioOHHbIX TOKYMEHTOB.
2. Buppl pacniopsauTeNbHBIX JOKYMEHTOB
3. IlpaBuna  coctaBieHUss W OQOPMIICHHS  OPraHU3ALMOHHBIX
JOKYMEHTOB.
4. IlpaBuna  coctaBieHUuss U O(POPMIIEHHS  PacCHOPSAUTEIbHBIX
JOKYMEHTOB.

Tema 7. JlokymeHTHpOBaHUE HH(POPMALMOHHO-CIIPABOYHBIX
MaTtepuajoB — 15 yacos.

Jlexkuun — 1 u. Copepxanue: Buasl uHDOpMAUMOHHO-CIPABOYHBIX
nokymeHToB. [IpaBuna cocraBiieHus HHPOPMAMOHHO-CIPABOYHBIX JOKYMEHTOB.
TpebGoBanus k opopmMICHUIO HHOOPMAITMOHHO-CITPABOYHBIX JTOKYMEHTOB.

[lopsimok coctaBneHuss U oQopMieHUs HHGOPMAIIMOHHO-CIIPABOYHbBIX
JIOKYMEHTOB: aKT, IMPOTOKOJ, JOKJIajHas 3alucKa, OObSICHUTENIbHAs 3alucKa,
CIIpaBKa, TeJerpaMmma, TesieoHorpaMma, mucbMo, JOBEPEHHOCTb.

[IpakTnueckoe 3anatue — 1 yac
Bompocsr:
1. Buabl uHQOpPMAIIMOHHO-CTIPABOYHBIX JOKYMEHTOB.
2. TlpaBuna coctaBieHUs HH)OPMALMOHHO-CITPABOYHBIX IOKYMEHTOB.
3. TpeboBanusa k  odopmieHHIO  HH(OPMALKUOHHO-CIPABOYHBIX
JOKYMEHTOB.



16

4. Tlopsimok coctaBieHus: 1 opopMiIeHHs] WH(HOPMALMOHHO-CITPABOYHBIX
JOKYMEHTOB

Tema 8. TpedoBanusi K 0GOPMIICHUIO TOKYMEHTOB 110 JIMYHOMY COCTABY
— 15 gacos.

Jlexuuu — 1 4. Conepxxanue: YHU(UUMPOBAHHAS CUCTEMA OPTaHU3ALMOHHO-
paciopsAUTEIbHON JOKYMEHTAIUH 110 KapaM.

JIOKyMeHTaIisi TPYAOBBIX OTHOLIEHUH B KaapoBbiX ciyx0ax. Coctas
JOKYMEHTOB MO0 JMYHOMY cocTaBy. CoctaBieHue u oGOpMIICHHE 3asBICHHM,
TPYAOBOTO JIOTOBOpa (KOHTpaKTa), TUYHON KapTouku ¢opMmbl T2, mpukazoB 1mo
KaJapaM, XapakTepUCTUKA pabOTHUKA, aBTOOHOrpaduu pabOTHUKA, AHKETHI
paOoTHHKA, JIMYHOTO Jena paboTHUKA. TpynoBas KHIKKA: BbIada, 0pOpMIICHHUE,
XpaHEHHUE.

[lonsAiTHE, CYIIHOCTP W Ha3HA4YE€HHWE INTATHOrO pacnucanus. IIpaBuna
BHYTpEHHEro TpyAoBoro pacmnopsiaka. IlpaBunma Benenuss Tabenss ydera
UCIIOJIb30BaHuUs pabOUEro BpEMEHH.

@opMHpOBaHME M HOMEHKJIATypa Jael no kagpam. [IpaBuna xpaHeHUs
KaJIpOBOM TOKyMEHTALMU.

HpaKTI/ILIeCKOC 3aHgTue — 1 4Jac.

Bomnpocsr:

1. JIokyMeHTaIus TPy 10BbIX OTHOILICHH.

2. KanpoBslil TOKyMEHTOOOOPOT B OpraHU3alUu.

3. dopMupoBaHUE U HOMEHKJIATypa eIl 0 KaJapam.

4, CocraBnenue u odopmieHUE JOKYMEHTOB MO JIMYHOMY COCTaBy
OpraHu3allyu.

Tema 9. Opranunzanus padoTsl ¢ JoKyMeHTamMu — 16 4acos.

Conepxxanue:  Opranuzainusi  JIOKYMEHTOOOOpPOTa;  CHCTEMAaTH3aIus
JIOKyMEHTOB, HOMEHKJaTypa il uX QopMupoBaHusi U xpaHeHus. [loHsitue
TOKyMeHTooOOpoTa.  OCHOBHBIE  TIOTOKM  YNPABIEHYECKUX  JIOKYMEHTOB:
BXOJALINMI, UCXOAAILINN, BHYTPEHHUMU.

JIBIDKEHHE  BXOJSIIMX  YIPABICHYECKUX  JOKYMEHTOB:  IEpBUYHAs
00paboTKa,perucTpalus,pacCMOTPEHUEPYKOBOACTBOMOPIraHU3alliy, liepeiaya  Ha
WCIIOJTHEHUE, KOHTPOJIb 32 MCIIOJTHEHHUEM, CITMCAHUE WCIIOJHEHHOTO JOKYMEHTa B
Jeno.

OTtanbl MOPOXOXKICHUS HCXOAANIUX JOKYMEHTOB: TOJATOTOBKA IIPOCKTA,
corjacoBaHue, 10padOTKa MO 3aMeYaHusIM, PETUCTpaIUs U OTIIPABKa.

PaGota ¢ BHYTpEeHHUMH JOKYMEHTaMH: COCTaBJICHHE IIPOCKTAa TEKCTa
JIOKyMEHTa, COIJIaCOBaHME, JOpa0OTKa MO0  3aMEUYaHUsIM, pPETUcCTpaIus,
TUpPaXXUPOBaHKE, NIepeaya Ha UCIIOIHEHUE, KOHTPOJIb UCIOIHEHUS JOKYMEHTOB,
CIIMCAaHHUE UCIIOJIHEHHOTO JOKYMEHTA B JIEJIO.

[IpakTrueckoe 3ansTe — | yac.
Bomnpocsr:
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1. Ctpyktypa u 00beM TOKyMEHTOO00pOTA.

2 TexHomnorust paboThI ¢ BXOASIIUMHU M UCXOASIIUMH JOKYMEHTAMHU.
3. Peructpanus JOKyMEHTOB M KOHTPOJIb 32 UX UCIIOJIHEHUEM.

4 XpaHeHue TOKyMEHTOB.

5. OueHo4YHbIe MaTEePHAJIBI JUCHUIIMHBI (MOYJIs)
OneHouyHble  MaTepuanbl AN MPOBEACHHUA  TEKYIIETO  KOHTPOJIS
yCIIEBAEMOCTH M TMPOMEKYTOYHOW aTTeCTallUd M0 JUCHUIUIMHE (MOJIYJIIIO)
IpeCTaBICHbI B BUE (DOHAA OIIEHOYHBIX CPEACTB MO AUCHUIUTMHE (MOIYIIIO).

6. MeTounquKne MaTepuajJabl AJd 0CBOCHUA TUCHUIIJINHBI (MOI[y.]'Iﬂ)

MGTOI[I/ILIGCKI/IC MaTtcpuajibl I OCBOCHHA  OUCIHHIIIIMHBI (MOIIYJBI)
MMpCaACTaBJICHBI B BUAC y‘-I€6HO-MeT0I[I/ILIeCKOI‘O KOMIIJICKCA JUCIHITIINHBI (MOI[y.]'I}I).

7. IllepedyeHb yueOHBIX U3AHUI, HEOOXOAMMBIX /IJI51 OCBOEHUS AN CIIUTLIUHbI
(MoayJis)

Hcnons3yercs
pU U3y4eHUU Pexum noctyna
pazziesnoB (Tem)

Ne | bubnuorpaduyeckoe onucanue yueOHOro
/1 W3IaHUS

Hoponuna, JI. A. Opranuzanus "
TEXHOJIOTHUS JOKYMEHTAI[HOHHOTO
oOecrieueHns yMpaBJICHUs . YYEOHUK U
1 |mpaktukym nmis By3os/ JI. A. Jloponuna, 1-9 https://urait.ru/bcode/489555
B. C. Upurukosa. — Mocksa :
WznarensctBo HOpaiit, 2022. — 233 ¢. —
(Briciee oOpazoBanue).

Ky3nenos, W.H.  JlokyMeHTanuoHHOE
obecrieyeHne yIpaBJIeHUS.
JOKyMEHTOO00pOT U AEIONPOU3BOACTBO :
y4eOHUK © TPAKTHKyM s By30B /

2 |N. H. KysHeuos. — 3-¢ u31., nepepad. u 1-9 https://urait.ru/bcode/488697
non. — Mocksa : U3gatensctBo FOpaiir,
2022. — 461 c. — (Beicmiee
oOpa3oBaHmue).

8. IlepeuyeHb 3J1IEKTPOHHBIX 00Pa30BaTeJbHBIX PECYPCOB, COBPEMEHHBIX
Nnpo¢ecCHuOHANBbHBIX 023 JAHHBIX U1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM,
HEO0XO0AMMBIX /IJI1 OCBOCHMS IUCIHUILINHBI (MOIYJIs1)

8.1. DnekTpoHHbIE 00pa30BaTEIbHbBIE PECYPCHI:


https://urait.ru/bcode/489555
https://urait.ru/bcode/488697
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obpazoBanus Poccuiickoit dexepanuu:

Ne
/i HaumenoBanue I'mnepceslika
MI/IHI/ICTC CTBO HAYKH U BBICHICTO . .
1. P y https://minobrnauki.gov.ru

2 MuHnucrepcTBO nIpocBeleHus Poceniickoin
' denepanuu:

https://edu.gov.ru

3 denepanpHas cayx0a Mo Haa30py B chepe
' 00pa3oBaHMs U HAYKH:

http://obrnadzor.gov.ru/ru/

n ®denepanbHbIM TOPTAT «P.OCCI/II/ICKOG hitp:/Awww.edu.ru/.
o0Opa3oBaHUE:
5. Epunas komnexims wadposbix http://school-collection.edu.ru/
00pa3zoBaTesIbHBIX PECYPCOB:
DIIeKTPOHHO-OUOIMOTEUHAs CHCTEMa ]
6. «IPRbooksy: http://www.IPRbooks.ru/
7 DIIeKTpOHHAs 6I/I6J'II/£0TC‘IHa}I cucremMa hitps://biblio-online.ru/
IOpaiir:
8. baza maHHBIX 3JICKTPOHHBIX JKYPHAJIOB: http://www.iprbookshop.ru/6951.html

8.2. CoBpeMeHHbIe npoeccuoHanbHbIe 0a3bl JaHHBIX U UH(POPMAIMOHHBIE

CIIpaBOYHBIC CUCTCMBI:

Ne
i HanmenoBanue I'unepccebuika

1 Hayynas snekTpoHHast 6MbaroTexa www.elibrary.ru

9 CrnipaBouHas IpaBOBasi CUCTEMa http://www.consultant.ru/about/

«KoncynbranTllmroc»
3 CrpaBo4yHO-MH(OPMAIMOHHBIIT TTOpTa http://gramota.ru/
'PAMOTA.PY
4 MuHucrepcTBO KynbTyphl Poccuiickoit https://culture.qov.ru/
®enepanun (MunkynsTypsl Poccun)
9. MarepuajibHO-TEXHHYECKOE O0ecnevdeHne T CIUITUHBI (MOLYJIA)
[lepeuenn CocrtaB KOMIUIEKTA JMIIEH3MOHHOTO U CBOOOTHO

Ne HanmenoBanne 000pyIOBaHUS U pacIpocTpaHsieMOro MporpaMMHOTO
n/n MOMEIIEHUS TEXHUYECKUX CPEJICTB oOecrieueHys, B TOM YUCIJIE€ OTEUYECTBEHHOTO

00y4JeHus

TIPOM3BOJICTBA

Aynuropus 1is
CaMOCTOSITEIBbHOM
paboThI

1 o0OyJarmuxcs

KomnberotepHslii X0t

30 mepcoHabHBIX
KOMITBIOTEPOB C
JOCTYIIOM K CETH
WHurepHer,
KOMIIBIOTEPHBIE CTOJIBI,
CTYJIbA

1. 1C:IIpennpusitue 8 — CyOIHIIeH3HOHHBIH
norosop ot 02.07.2020 Ne FOC-2020-00731,

2. OnepanuonHas cucreMa Windows — AKT
MPUEMKHU-TIepeIaui HEUCKITIOYUTEIHLHOTO MpaBa
Ne 9751 o1 09.09.2018. JIuuensus
DreamSparkPremiumElectronicSoftwareDelivery
(5 years) Renewal;

3. CripaBO4HO-IIPaBOBasi CUCTEMA
«Koncynprantllntoc» — Jlorosop ot 01.09.2020



https://minobrnauki.gov.ru/
https://edu.gov.ru/
http://obrnadzor.gov.ru/ru/
http://www.edu.ru/
http://school-collection.edu.ru/
http://www.iprbooks.ru/
https://biblio-online.ru/
http://www.iprbookshop.ru/6951.html
http://www.elibrary.ru/
http://www.consultant.ru/about/
http://gramota.ru/
https://culture.gov.ru/
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/o

HanmenoBanue
IIOMEIIECHUSI

[Tepeuenn
obopynoBaHus 1
TEXHUYECKUX CPEIICTB
00yudeHus

CocraB KOMILIEKTA JUIIEH3MOHHOTO U CBOOOIHO
pacnpocTpaHsAeMOoro NporpaMMHOIO
o0ecreueHus, B TOM YUCJI€ OTEYECTBEHHOTO
IPOU3BOJICTBA

Ne 75-2020/RDD;

4. CripaBo4HO-TIpaBOBasi cucrema «l'apant» —
Horosop ot 01.09.2020 Ne CK6030/09/20;

5. MicrosoftOffice — CyOnunieH3noHHBIN
norosop ot 12.01.2017 Ne Bxx 1O _123015-
2017. Jluensus OfficeStd 2016 RUS OLP NL
Acdmc;

6. AutuBupyc ESET NOD32 —
CyOnuieH3noHHbIH 10roBop oT 27.07.2017 Ne
KOC-2017-00498;

7. LibreOffice — CBoboaHO pacmpocTpaHsiemMoe
IpOrpaMMHOE 00ECIICYCHHE;

8. 7-Zip — CB00OOIHO pacmpocTpaHseMoe
IpOrpaMMHOE 00ECTICYCHHE 0TEYECTBEHHOTO
IIPOM3BOJICTBA.

Kabuner 331
Y4ueOHast ayTuTOpHs
IS TIPOBE/ICHHS

MeOennb yueHUYeCcKas
(CTOMBI, CTYJIBS), TOCKA
JUISL TUChbMa MEIIOM,

7 Y4eOHBIX 3aHATHH GaHHepbl, TPUOYHA s
BBICTYIUICHUN
Kabuner 326 : KpYIJIBIA CTOII, 1. 1C:IIpeanpusitue 8 — CyOnniieH3MOHHBIN
Vuebnas aymuropus Kpecia, norosop ot 02.07.2020 Ne FOC-2020-00731;
AU IPOBENICHUSA BUJIeONTpoeKImoHHOe | 2. OnepannonHas cucreMa Windows — AKT
YUCOHBIX 3aHATHI 00opyIoBaHHUE Il | IPUEMKH-TIEPEIAaYN HEUCKITIOUMTEILHOTO ITpaBa
MIPE3CHTAIINMH, Ne 9751 o1 09.09.2018. JIunensus
CpencTBa DreamSparkPremiumElectronicSoftwareDelivery
3BykoBocipoussennus, | (5 years) Renewal,
9KpaH, nepcoHaybHbI | 3. CipaBoYHO-IIPaBOBas CUCTEMA
KOMIIBIOTED, «KoncynprantlIntoc» — Jlorosop ot 01.09.2020
TEJIEeBU30p, CTOJIBI Ne 75-2020/RDD:;
NUCbMEHHBIE, cTosbl | 4. CripaBo4HO-TIpaBoBasi cucrema «l apanT» —
3 YUYEHHUYECKHE, Horosop ot 01.09.2020 Ne CK6030/09/20;

HOPTPETH! YUEHBIX,
HITaTUB, BeO-Kamepa,
JI0CKa MapKepHast

5. MicrosoftOffice — CyonuiieH3nOHHBIN
noroBop ot 12.01.2017 Ne Bxx_I1O_123015-
2017. Jluensus OfficeStd 2016 RUS OLP NL
Acdmc;

6. AatuBupyc ESET NOD32 —
CyOmuteH3uoHHbIH 10roBop oT 27.07.2017 Ne
HOC-2017-00498;

7. LibreOffice — CBo6oaHO pacmpocTpaHseMoe
porpaMMHOE 00ecTieueHue;

8. 7-Zip — CBoOOaHO pacmpocTpaHseMoe
MporpaMMHOE 00eCTieueHUEe OTEUECTBEHHOTO
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[Tepeuenn CocTaB KOMIUIEKTA JULIEH3UOHHOI'O U CBOOOIHO
Ne HaumenoBanmue obopynoBaHus 1 pacIpoCTpaHseMOro MPOTPaMMHOTO
n/n TIOMEIICHUS TEXHUYECKUX CPEIICTB o0ecTieueH s, B TOM YUCJIC OTEYECTBEHHOTO
00yudeHus IPOU3BOJICTBA
MIPOU3BOJICTBA.
Kabuner 244 VYueonas aynuropust | 1. 1C:IIpennpusitue 8 — CyOnuiieH3nOHHBII
CneupnanusupoBaHHast JUISL TIPOBEJICHUS norosop ot 02.07.2020 Ne FOC-2020-00731,
ayiuTopus, y4eOHBIX 3aHATHI: 2. OnepanuonHas cucreMa Windows — AKT

o0opynoBaHHas AJist
MPOBEICHUS 3aHATUI
1o
UH(HOPMAIMOHHBIM
TEXHOJIOTUSIM

JI0CKa JUIsl TUCbMa
MapKepaMu,
IIEpCOHAJIbHBIC
KOMIIBIOTEPHI €
JOCTYIIOM K CETH
WHurepHer,
KOMITBIOTEPHBIE CTOJIBI,
Kpecna

NPUEMKHU-TIEpEIaui HEUCKITIOYUTEIBHOTO IpaBa
Ne 9751 o1 09.09.2018. JIunensus
DreamSparkPremiumElectronicSoftwareDelivery
(5 years) Renewal,

3. CripaBo4HO-IIpaBOBasi CUCTEMA
«Koncynprantllntoc» — Jlorosop ot 01.09.2020
Ne 75-2020/RDD;

4. CripaBo4HO-TIpaBOBas cucrema «l apant» —
Horosop ot 01.09.2020 Ne CK6030/09/20;

5. MicrosoftOffice — CyOnuiieH3MOHHBIN
noroBop ot 12.01.2017 Ne Bxx _I1O_123015-
2017. Jlunensus OfficeStd 2016 RUS OLP NL
Acdmc;

6. Autusupyc ESET NOD32 —
CybnuneH3uoHHbIN g0roBop oT 27.07.2017 Ne
KOC-2017-00498;

7. LibreOffice — CBoGoaHO pacmpocTpaHsiemMoe
IpOrpaMMHOE 00ECTIEYEHHE;

8. 7-Zip — CB0OOIHO pacmpocTpaHseMoe
IporpaMMHOe 00ecrieyeHre 0TeYeCTBEHHOTO
IPOU3BOJICTBA.




JIner perucrpanyu U3MeHeHUi K padoyeil mporpaMMe JMCUMILVIMHBI (MOIYJIs1)

/o

Jlata BHECeHUS
U3MEHCHUH

Howmepa
M3MEHEHHBIX
JIUCTOB

I[OKYMGHT, Ha OCHOBAHHUH KOTOPOI'O
BHCCCHBI N3MCHCHUA

Conepxanue U3MEHEHUM

[Tonmuce
pa3paboTunka
paboueii
IPOrPaMMBbI

30.08.2022

17

Horosop Ne 7764/21 ot 25.03.2021
Ha OKa3aHUM YCIYT 1O
npenoctapiieHuto nocryna Kk bC.
JIunensuonHslil forosop Ne 5343 ot
23.06.2022
JInen3nonHoe cormamieHue Ne
7783/21 ot 25.03.2021 Ha
MCIIOJIb30BAHUE aJalITHPOBAHHBIX
texnosoruit ObC (ms murr ¢
OTpaHUYCHHBIMH BO3MOKHOCTSIMHU
3pCHHS)

AKTyanuzanus JuTepaTypsl

30.08.2022

17-18

®denepanbHbIi TOCYAAPCTBEHHBIN

00pa3oBaTeNbHbIN CTAHAAPT BHICIIETO
o0Opa3oBaHMs 110 HANPaBICHUS
noarotoBku 38.05.02 TamosxkeHHOE

neno (ypoBeHb CHelHaluTeTa): MpUKa3

Muno6pnayku P® ot 25.11.2020

Nel453
[Tyt 4.3.4

Oo6noBneHMe MpodeccuoHANbHBIX 0a3 JaHHBIX U
WH()OPMAIIMOHHBIX CIIPABOYHBIX CHCTEM

30.08.2022

18-20

®denepanbHbII TOCYAAPCTBEHHBIN

00pa3oBaTeNbHBIN CTAHAAPT BHICILIETO
o0Opa3oBaHMs 110 HANPaBICHUS
noaroroBku 38.05.02 TamoxxeHHOE

neno (ypoBeHb CIelHaluTeTa): MPUKa3

Muno6puayku PO ot 25.11.2020

Nel453
Ilynkt 4.3.2

OOHOBNIEHNE KOMILJIEKTA JINIIEH3HOHHOTO
MPOrpaMMHOTO 00eCTIeUeHUs

A

30.08.2023

17

Horosop Ne 7764/21 ot 25.03.2021
Ha OKa3aHUM YCIYT 10
npeaocTaBiieHnio gocryna Kk 9bC.
JInuensuonnsit forosop Ne 5343 ot

AKTyanu3zanus JUTepaTypsbl

2,
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23.06.2022
JInen3noHHoe coramenue Ne
7783/21 ot 25.03.2021 Ha
HCITOJIb30BAaHUE Al THPOBAHHBIX
texHojoruit ObC (st uir ¢
OTpaHUYCHHBIMH BO3MOKHOCTSIMH
3peHus)

30.08.2023

17-18

®denepanbHbli TOCYIapCTBEHHBIN

00pa30BaTeNbHBIN CTAHAAPT BBICIIETO
o0pa3oBaHMsl 110 HAPABIICHUS
noaroroBku 38.05.02 TamoxxenHoe

neno (ypoBeHb CHeHaluTeTa): MPUKa3

Muno6puayku PO ot 25.11.2020

Nel453
[lyuxt 4.3.4

OO6HoBIIeHUE PO ECCHOHATBHBIX 0a3 TaHHBIX U
UH(OPMAIIMOHHBIX CIIPABOYHBIX CHCTEM

30.08.2023

18-20

®denepanbHbIi TOCYAAPCTBEHHBIN

00pa30BaTeNbHBIN CTAHAAPT BBICIIETO
00pa3zoBaHMs IO HAINPABJICHUS
noarorosku 38.05.02 TamoskeHHOE

neno (ypoBeHb CHeHaluTeTa): MPUKa3

Muno6pnayku P® ot 25.11.2020

Nel1453
[lynxt 4.3.2

OO0OHOBJIEHHE KOMIUIEKTA JUIEH3UOHHOTO
MPOrPaMMHOTO oOecTieueHust

30.08.2024

17

Jluuensunonnsiii gorosop ¢ OO0
«INEKTPOHHOE U3/1aTEIHCTBO
FOPAWT» ot 23.06.2022 Ne 5343, B
TOM YHCJI€ Ha UCIIOJb30BaHUE
aJanTUpOBaHHBIX TexHonorui IbC
(m71st TUIY C OTPAaHUYCHHBIMU
BO3MO>KHOCTSIMU 3PCHHSI)

AKTyanu3anus JUTepaTypbl

30.08.2024

17-18

®denepanbHbIi TOCYAApCTBEHHBIN
00pa3oBaTeNbHBIN CTAHAAPT BHICIIETO
o0Opa3oBaHMUsl 110 HaNpPaBICHUS
noaroroBku 38.05.02 TamoxxeHHOE
neno (ypoBeHb CHelHaluTeTa): MpUKa3
Muno6puayku PO ot 25.11.2020

Oo6nHoBeHHE MTPOheCcCHOHATBHBIX 0a3 JaHHBIX U
WH(OPMALIMOHHBIX CIIPABOYHBIX CHCTEM

2, =
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No1453
[Tynkr 4.3.4

30.08.2024

18-20

®DenepanbHbIi TOCYAAPCTBEHHBIN

00pa3oBaTeNbHbIN CTAHAAPT BHICLLIETO
00pa3oBaHUs 110 HANIPABICHUS
noarotosku 38.05.02 Tamoxxennoe

1eino (ypoBEHb CHELMAIUTETA): IPUKA3

Muno6pnayku P® ot 25.11.2020

Nel453
[lynkr 4.3.2

OOHOBJIEHHE KOMIUIEKTa JINIICH3HOHHOTO
MPOrPaMMHOTO O0ecTIeueHUs




		2023-09-01T13:51:34+0300
	АНОО ВО "ВОРОНЕЖСКИЙ ЭКОНОМИКО-ПРАВОВОЙ ИНСТИТУТ", АНОО ВО "ВЭПИ", ВЭПИ




