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1. I.[e.m: " 3a1a494 OCBOCHUSA JUCIHUIIINHBI:

Henp u3yyeHus: AUCHUIUIMHBIKOCHOBBI  JEIONPOU3BOJACTBA»  —  PACKPHITh
TEOPETUYECKHE aCHEeKThl U MPAKTUYECKYIO CTOPOHY TMpaBWUJI COCTaBIEHUS U OQOpPMIICHUS
JOKYMEHTOB, CO3/IJaBa€MbIX B IPOLIECCE MPUHATHS U pealli3allii YIpaBIEeHUYECKUX PEIlIeHuH, a
TaK)Ke OpraHu3anuu paboThl C JOKYMEHTaAMH Ha MPEINPUITUSIX, YUPEKICHUSIX, OPTaHU3ALUAX C
[eJIbI0 TIOJTOTOBKH OakanaBpa B 00J1aCTH SKOHOMUKHU.

3agauu u3yyeHus: TUCHUTLINHBI:

- 00y4uTh OyAyMIUX CHEIHATUCTOB OCHOBAM HOPMATHUBHO-IIPABOBOTO M METOIMYECKOTO
obecrieueHrs padOTHI C JOKYMEHTaMH B IOKYMEHTOO00pOTa;

- O3HAaKOMHUTh CTYIACHTOB C COBPEMEHHBIMH CHOCO0aMU U TpaBWJIAMHU CO3JaHUS
JIOKYMEHTOB

- 0o0y4uTh CTYyJEHTOB TpaBWJIaM  yOpPaBIEHUS  KOMIUIGKCHBIMH  IpOLEAypamMu
JOKYMEHTO000pOTa B OpraHU3aIii;

- U3YyYUTh OCHOBAaHUS, MOPSIAOK U TpaBuUia JOKYMEHTUPOBAHUS PabOYMX MPOIECCOB U
oOecrnieuyeHus 3aluThl KOH(GUICHIMATbHOU HH(OPMALIUY, COAEPKAIIMXCS B JOKYMEHTAaX.

2. MecTo AUCHHMILIMHBI B CTPYKTYpe NPOrpaMMbl

JucuunnuHa oTHocuTcss K 0a3oBoit uwactu bl.b.1800pa3oBarenbHON mporpammsl
nmoAroToBKu OakanaBpoB HampasiaeHUS 38.03.01 « DkoHOMUKaY.

OcBoenne AMCUUIIINHBI « OCHOBBI JIETIONIPOU3BOJICTBAY» OMMPAETCS HA 3HAHUS U YMEHUS,
nproOpeTeHHbIE CTYACHTaMM NPU U3YyYEHUN TaKUX TUCLMIUIMH, Kak «KylbTypa peun u nenosoe
obmmenue»,«IIpaBo» n «MeToabl ONTUMATBHBIX PELICHUI.

3HaHUST M KOMIETEHIHMH, CGOpPMHpPOBAaHHbIE 1O  AucHUIUIMHE  «OCHOBBI
JIEJIONPON3BOICTBA» HEOOXOAUMBI I IPOXOKIACHHS PEAUIIIOMHON MPAKTUKU U MTOATOTOBKH
BBIITYCKHON KBaTM(PUKALMOHHONW pabOTHI.

3. TpeOoBaHus K pe3yJibTATAM OCBOCHUS JUCHUNIUHBI:

B pesynbraTe m3ydeHus comepikaHus ydeOHOUW AUCHUTUTHHBI « OCHOBBI JCIOMPOU3BOACTBA» H
peanu3anuMu B Iporiecce O0OydeHusi TpeOoBaHUN 1O oOecnedyeHuo MpodhecCHOHATBHO-
HpI/IKJIaI[HOfI HaHpaBHeHHOCTI/I, a TaAKXKEC CaMOCTOSITeJILHOfI pa60TbI CTYILGHTBI JOJI’)KHBI:

3HaTh:

- Hamuonansnsiii ctangapt PO T'OCT P 7. 0. 97 — 2016. Cucrema opraHu3aliiOHHO-
pacnopsauTenbHON TokyMeHTauuu. TpeGoBaHus K 0pOPMIIEHUIO JOKYMEHTOB;

- HOPMAaTHBHBIE JJOKYMEHTHI IO CTAaHJApTH3AIMH B 00JaCTH TOKyMEHTAIINH, ICHCTBYIOLIHE
Ha Tepputopuu PD;

- CHCTEMBI JIOKyMEHTAIU1, TPEOOBaHHS K COCTABJICHUIO U O(OPMIICHHUIO IOKYMEHTOB;

- TUIOBBbIE MHCTPYKLUMH IO JEJIONPOU3BOJACTBY, PEIIaAMEHT paboThl, JOJKHOCTHBIE
WHCTPYKIINY;

- npaBwia ¥ (GOPMBI JeIOBON U KOMMEPYECKOH MEPENUCKH;

- CTPYKTYpYy U 0COOEHHOCTH MEXKIyHAPOIHOTO JIEJIOBOTO MUCHMA.
Ymersn:

- TPaMOTHO pa3pabaThiBaTh OCHOBHBIC BUJIbI YIIPABICHYCCKHX JOKYMCHTOB;
- COCTaBIIATh JICJIOBbIE M KOMMEPYECKHE IMHUChbMA JJIsi CBOOOJHOTO W PaBHOIPABHOTO
OOIICHHS ¢ TAPTHEPAMH.



Baaners HaBbIKAMMU:

= COCTaBJICHHA IMPOCKTOB OCHOBHBLIX YITPABJIICHYCCKUX TOKYMCHTOB U ITHUCEM;
-  paboTBl C COBPEMEHHBIMH BHUJAMHU OPITEXHUKH W HWCIIOJNH30BAHMS CPEICTB MAaJOi
OpPrTeXHHUKH (TIATIOK, CKOPOCHTUBATENIEH, CTETUIEPOB, OpraHaii3epoB | T.1I.).

1. B PE3yabTaTC U3YUCHUA TUCHHUILINHBI 06yanOHlHﬁ0H JOJIDKCH OCBOUTH!:

00001eHHY 10 TPYIOBYI0 (yHKuMI0: CoCcTaBlIeHHE UITPEACTaBICHUE()UHAHCOBOMOTYETHOCTH
HKOHOMUYECKOTOCYObEKTa

TpynoBble (Qynkmumu: B/0l.6cocraBnenne Oyxranrepckoil ((puUHAHCOBOW) OTYETHOCTH,
B/02.6CocTaBieHre KOHCOIMIUPOBAHHOM (PUHAHCOBOM OTUETHOCTH

TPY/AOBbIE 1eliCTBUS:

Vcnonb30BaHuEe HOPMATHUBHBIX IPABOBBIX AKTOB, HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB,
rOCy/IapCTBEHHBIX CTAHIAPTOB, OMPEICISIIONIMX MOPAIOK TOKYMEHTAIMOHHOTO OOecreyeHHs
yIIpaBJICHUS C LEJIbI0 OPraHU3aIMK JeIOPOU3BOICTBA B OyXTranTepcKoi ciyxoe.

YMeHne npuUMEHATh HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU [UIsi paboThl C
JOKyMEHTaMH, COCTaBJICHUS OyXranTepckoi ((PMHAHCOBOM) OTYETHOCTH.

001eKYJIbTYPHYIO H NPO(PecCHOHATBHYI0 KOMIIETeHIHM:

OK-6: crnocoOHOCTBIO HCHOJB30BATh OCHOBBI TPABOBBIX 3HAHMHA B pa3IMyYHBIX chepax
JeSITeTbHOCTH

@opMupyeT KOMIETEHIMI0O Ha 2 JTale:HAYYUTHCIOPHEHTHUPOBATHCA B  CHUCTEME
3aKOHOJIATEIhCTBA U HOPMATHBHBIX MTPABOBBIX

3HaTh:

- Hanwuonanessiii ctangapt PO T'OCT P 7. 0. 97 — 2016. Cucrema opraHu3aliiOHHO-
pacropsauTeNbHON ToKyMeHTauuu. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOB;

- HOpPMaTHBHBIEC JOKYMEHTHI 110 CTaHJIAPTU3AIMH B 00JIaCTH JOKYMEHTAIUH, JEHCTBYIONINE
Ha teppuropuu PO

- TUMOBBIE HUHCTPYKUUU IO JEJONPOU3BOJICTBY, pErJIaMeHT paloThl, JOKHOCTHBIE
HWHCTPYKIIUU;

YMmerh:

- HUCHOJIb30BaTh HOPMATHUBHBIC MPABOBHIE aKThl, HOPMATUBHO-METOANYECKUE JTOKYMEHTHI,
rOCyJapCTBEHHbIE  CTAHAAPThI,  ONPEACIAIOIIME  MOPSAOK  JOKYMEHTAllMOHHOTO
oOecrieueHrs yIpaBJICHHs C 1EIbI0 OpraHU3alMK JIEIONPOU3BOCTBA B OYXTalTEPCKOM
ciyxoe.

- TPaMOTHO pa3padaThiBaTh OCHOBHBIE BHUJIbI YIIPABIEHYECKHX JOKYMEHTOB;

Baagern:

= HaBbIKaMH COCTABJICHUA IIPOCKTOB OCHOBHLIX YIIPABJICHUCCKHUX JOKYMCHTOB U ITUCEM,

ITK-10:cr1ocoGHOCTBIO MCHOJIB30BATh JAJS pPEIIEeHHs] KOMMYHUKAaTHBHBIX 3a7jad COBPEMEHHbIE
TEXHUYECKHE CPeACTBA U UH(OPMAIIMOHHBIE TEXHOJIOTUU

@opMupyeT KOMIETEHIMIO Ha 2 3Tame:padoTaTh ¢ MHpOpMauuell B II00aIbHBIX CETAX U
KOPIIOPAaTUBHBIX MH(POPMALMOHHBIX CHCTEMaX, AaHaJU3UpOBaTh JaHHbIE M IOJITOTOBUTH
AHAJINTUYECKHUE OTYETHI.



3HaTh:

- CHCTEMBbI JJOKyMEHTAIUU, TPeOOBaHUS K COCTaBICHUIO U 0OPMIIEHUIO I0OKyMEHTOB;
- mpaBwiIa ¥ GOPMBI JeIOBOK U KOMMEPUYECKOH MEePENUCKH;
- CTPYKTYpYy Y 0OCOOEHHOCTH MEXyHApOJHOTO JE€JI0BOr0 MUChMA.

YMmerb:

- TPaMOTHO pa3padaThiBaTh OCHOBHBIE BU/IbI YIIPABIEHYECKIX JOKYMEHTOB;
- COCTAaBJIAATh HOCJIOBBIC H KOMMep‘-ICCKI/Ie IInucbMa IJist CBOGOI[HOFO nu paBHOHpaBHOFO
o01eHus ¢ mapTHEPaAMu
Baangern:

- MHPOPMAINMOHHO-KOMMYHHUKAITMOHHBIMU TEXHOJIOTUSAMHU JUIsI pabOThl C JOKYMECHTaMH,
COCTaBJICHHS OyXTanTepcKoi ((PMHAHCOBOI) OTYETHOCTH.

- paboTBl C COBPEMEHHBIMH BHUJAMHU OPITEXHHUKH W HCIIONB30BAHMS CPEICTB MAaJoi
OpPrTeXHUKH (TIATIOK, CKOPOCHIUBATENEH, CTEIUIEPOB, OpraHaii3epoB H T.1I.).

4. O0beM TUCHMILVIMHBI M BUJbI Y4eOHOH padoThI

Ounasn ¢popma o0yueHus

Bz yueGHof paboTs! Bcero wacos/ CemecTtp
3a4eTHBIX €TUHHIL 7

KonTakTHas padora (Bcero) 36,3 36,3
B ToM uncre:
Jlekuuu 18 18
ITpaktuueckue 3ansatus (113) 18 18
KonTakTHas pabota Ha MPOMEKYTOUHON 0,3 0,3
aTTecTaluu
CamocrositenpHas paboTa (BCero) 35,7 35,7
Kontpouib

UTOIO: 72/2 72/2
3aounas opma o0yueHus

Bun yuebnoi paboThl 3aEeCTeHrf(,)1;2;(l);/nu CeMSe “p

KonTakTtHas pabora (Bcero) 8,3 8,3
B ToM gncie:
Jleknuu 4 4
[TpakTnueckue 3ansarus (I13) 4 4
KonTakTHas pabota Ha MPOMEKYTOUHON 0,3 0,3
aTTecTanuu
CamocTosiTenbHas paboTa (Bcero) 60 60
KonTponb 3,7 3,7

HUTOI'O: 72/2 72/2




5. CTpykTypa u coaep:KaHue TUCHUIIMHBI

5.1. Pa3nesbl/TeMbl IMCHMILINHBI U BUABI 3aHATHIA

Ounas popma o0yueHust

o]
s | Es
Ne = |2 E|l9 | g
HanmenoBanue pa3ieinoB U TEM AUCLUILUIAHbI 2 =8| & 3
/1 o £ 5|© M
= =I
=
1. Pa3zngesa 1.0CHOBBI JOKYMEHTHPOBAHUSA 4 4 8 16
yIpaBJIeHYeCKOM 1eSITeIbHOCTH
1.1 Tewma 1.IlonsTue, uenu, 3aga4u, NPUHIUIIBI 2 2 4 8
COBPEMEHHOT0 JOKYMEHTAIlMOHHOTO 00ecIeueHus
YIPABJICHUS
1.2 Tewma 2. YHudukanus u crangapTu3ais J0KyMEHTOB 2 2 4 8
2. Pazpnen 2. O6mme npaBujia opopmiieHusi JOKYMEHTOB 4 4 6 14
2.1 Tewma 1. IIpaBuna odopmieHus yrnpaBlieHYeCKOM 2 2 4 8
JIOKYMEHTAIUU
2.2 Tewma 2. TpeOGoBaHMs K TEKCTY CITY)KEOHBIX JOKYMEHTOB 2 2 2 6
3. Pa3jnen 3. Opranusanusi cucTemMsl 10 10 21, | 41,7
JOKYMEHTAIIMOHHOT0 o0ecneyeHust 7
3.1 Tema 1. CucteMa opraHu3alimOHHO-IIPaBOBOM 2 2 4 8
JIOKYMEHTAIuU
3.2 Tema 2.CucteMa pacnopsIuTeIbHON TOKYMEHTAIMU 2 2 4 8
33 Tema 3 MHpOpMaLIMOHHO-CIIPABOYHBIE JOKYMEHTHI. 2 2 4 8
CoBpeMEHHOE J1€710BOE TUCbMO
3.4 Tewma 4. Opraau3anus padoThl C JOKYMEHTaMH 1 1 4 6
3.5 Tema 5. Opranuzanust padoThl ¢ KOHOUICHIIMATEHBIMA 1 1 2 4
JIOKyMEHTaMH
3.6 Tema 6.1lopsaok cuctemaT3auy U XpaHEHUs 2 2 3,7 | 7,7
JIOKYMEHTOB
KonTakTHas paboTa Ha NPOMEKYTOYHON aTTecTalluu 0,3
18 18 35, | 72
7
3aouHasi popma o0y4eHust
:
Ne E § E O e
HaumenoBanue pa3aenoB U TeM AUCIUTUIMHBI Z E R | & 3
/1 o e 5|C M
= 5 o
a
=
1. Pa3znen 1.0cHOBBI JOKYMEHTHPOBAHMS 1 0 13 14
yIpaBJieHYeCKOii 1esiTeJIbHOCTH
1.1 Tewma 1.Ilonsartue, 11enm, 3aga4u, IPUHITUTIBI 0,5 - 7,5 8
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COBPEMEHHOTO JJOKYMEHTAIIHOHHOT'O 00eCTIeYeHUS
yIpaBJIEHUS
1.2 Tema 2. YHudukanus u cTaHAapTU3AIUS JOKYMEHTOB 0,5 - 5,5 6
2. Pa3nes 2. O6umue npaBuia opopMiIeHHsI JOKYMEHTOB 1 1 10 12
2.1 Tema 1. IIpaBuna opopmieHus yrnpapieHIECKOMU 0,51 0,5 7 8
JIOKYMEHTAIUU
2.2 Tema 2. TpeGoBaHus K TEKCTY CIY>KEOHBIX TOKYMEHTOB 0,5 0,5 3 4
3. Paznen 3. Opranuszanus cucTemMsl 2 3 37 42
AOKYMEHTAIIMOHHOI0 o0ecrnevyeHus
3.1 Tema 1. Cucrema opraHn3aliuOHHO-IIPABOBOM - 0,5 7,5 8
JIOKYMEHTAIu!
3.2 Tewma 2.Cuctema pacnopsauTeIbHON TOKYMEHTAIIUN 0,5 0,5 7 8
33 Tema 3 MHpOpMaLIMOHHO-CIIPABOYHBIE JOKYMEHTHI. 0,5 0,5 7 8
CoBpeMEeHHOE JIeJI0BOE THChMO
3.4 Tewma 4. Opranu3zanus padoThl C JOKYMEHTAMH - 0,5 5,5 6
3.5 Tema 5. Opraam3anust paboThl ¢ KOHPUACHIIHATHLHBIMA 0,5 0,5 3 4
JOKYMEHTaMHu
3.6 Tema 6.I1opsimok cucTeMaTu3alu U XpaHSHUs 0,5 0,5 7 8
JOKYMEHTOB
KoHnTtakTHas paboTa Ha MPOMEKYTOUYHOW aTTECTAIINH 4
4 4 60 72

5.2. Conep:xanue pa3iesioB JTUCUUILIIHHbBI

Ne HaumenoBanue pazzgena
Copepxanue pazzena
/11 MUCIUAILINHBI
1 Pa3zgen 1. OcHOBBI [Ipenmer, conepxanue v 3aj1a4u
JMOKYMEHTHPOBAHUSI JIOKYMEHTAITMOHHOTO O0ECTIeYCHUS yIIPABIICHHUS.
yIpaBJeHYeCKOil 1esiTeIbHOCTH | MecTo U poJib JOKYMEHTOB B YIIPAaBIEHUHU Ha
coBpeMeHHOM dTane. Kinaccudukanus nenoBeix
JOKYMEHTOB. YHUDUKAINS U CTaHAAPTU3ALUS
nokyMeHToB. O0miepoccuiickue KiiaccupuKkaTopbl
TEXHUKO-DKOHOMHYECKOW U COLMaIbHOU
nHbOopMaIuu
2 Pa3nen 2.00mmue npaBuia [IpaBuna opopmieHus: ynpaBieHUECKOU
o(opMiIeHUS TOKYMEHTOB nokymentanuu. ['OCT P 7. 0. 97 - 2016.. CoctaB
PEKBU3HUTOB JOKyMeHTOB. [IpaBmia odhopmiienns
pexkBU3UTOB. biank gokymenTa. TpeGoBaHus K
TEKCTy JoKyMeHTa. HopMbl ourmanbHO-1€710BOT0
CTHJISL.
3 Pa3nes 3. Opranusanus cucremsl | HazHaueHue u coctaB opraHn3allMOHHO-IIPaBOBOM

JOKYMEHTAIHOHHOTO
obecneyeHus

JNoKyMeHTauu. OCHOBHBIE BU/Ibl OpraHU3aL[MOHHO-
paBoBOM AoKyMeHTanuu. Cucrema
pacnopsAMTEIbHON JOKYMEHTAlMU: €€ Ha3HAUYEeHUE
u coctaB. PacnopsautenbHble JOKYMEHThI:
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MPUKa3bl HA OCHOBE €AMHOHAYAIIHS.
Pacnopsikenus, ykazanus. [locranoBieHus,
pemenusi. HaznaueHnue u coctaB CIipaBO4YHO-
MH(POPMAITMOHHON TOKYMEHTAIIUH

OdopmiieHre 1 COCTaBICHHS MPOTOKOJIOB U aKTOB
OdopmieHnne U cocTaBiIeHUS TOKIaHOMN 3aIIUCKH,
CITy)KeOHOM 3armucKu, 0OBSICHUTEIIBHOMN 3aITUCKH,
3asBieHus. CiyxeOHble muchMa. Opranu3anus
paboThl ¢ KOHPHUICHIIUATHHBIMU JOKYMEHTAMH.
JoxymenToo6opot. Opranuzamus paboTsI ¢
nokymeHnTamu. [IoHsiTHE HOMEHKIIATYPBI A€l U
0COOEHHOCTH €€ pa3paboTku. DopMHUPOBAHUE JEN.
[ToaroroBka JOKYMEHTOB K MOCTIEAYIOLIEMY
XpaHEHUIO U UCIOIb30BaHHUIO

6. Komnerennum odyuaionierocsi, popMupyembie B poiecce 0CBOCHUs! JUCIHINIMHBI

DopMUPYEMBIEKO
HaumenoBanue pazziena quCIUATITAHBI
MIICTCHITUH
Paznen 1. OCHOBBI TOKYMEHTHUPOBAHMS YIIPABICHYECKON AESTEIHHOCTH OK-6 [TK-10
Paznen 2.00mue npaBuiaa opopMiaeHUsT JOKYMEHTOB OK-6 I1K-10
Paznen 3. Opranuzanusi CHCTEMBI TOKYMEHTAIIMOHHOTO 00eCTIeueHuUs OK-6 I[IK-10

7. MeToauueckue PECKOMEHIANMH NIPpEnoaaBaTeJadaM Mo TuCHUIIJINHE

Y4eOHbIM TUIaHOM TO JIucHUIUinHE «OCHOBBI JENONPOU3BOACTBA» MPEILyCMOTPEHbI
JICKOIMOHHBIC U MPAKTUYCCKUC 3aHATHUS.

B TeueHue kypca Ha JEKIIMOHHBIX 3aHATUSX H3ydaeTcs TEOPETUUECKHU MaTepHal.

[IpakTudeckue 3aHATHS MPEICTABICHB B (JOPME CEMHUHAPCKUX 3aHATUH (3aKperuieHue
MIPOMICHHOTO MaTepuaia B BHJE T'PYIIOBBIX JUCKYCCHI) M MPAaKTHUYECKUX paboT (pazbop
NPaKTUYECKUX CHUTyallMid, COCTaBiIeHHE U O(GOpMIIEHHE MOKYMEHTOB DPA3JIUYHBIX CHUCTEM
JIOKYMEHTAI[UH OpPTaHU3allNN).

[Ipy wW3ydYeHUM JUCHMIUIMHBI TMPEAyCMOTPEHO MpPHUMEHEHHE WH(POPMALMOHHBIX
TEXHOJIOTH: pa3paboTka u 0OpMIICHHE TOKYMEHTOB C Mcmojb3oBaHueM [1K.

CaMocTosTenpHast pa60Ta CTYACHTOB HC OrpaHUYMBACTCA JIHUIIb HOHFOTOBKOﬁ K
MpaKTHYECKUM 3aHATHAM. [1o oTaenpHbIM npoliemMaM AUCHUIUIMHBI KaXAblH CTYJIEHT MOKET
NOJATrOTOBUTH pedepar, mperBapuTeIbHO BEIOPAB MHTEPECYIOIIYIO €r0 TEMY M COTJIacOBaB €¢

C IMPEnogaBaTcICM.

8. MeTtoanuyeckne peKOMeHIAUM ISl TMpenojgaBaTesedl ISl TNPOBedeHUs] TeKYyUIero
KOHTPOJISl YCIIEBAeMOCTH/MIPOMEKYTOYHOM aTTeCTAIIMM MO JUCUMILINHE

Tekymuid KOHTPOJb YCHEBAEMOCTH B paMKax AMCHUIUIMHBI MPOBOJATCS C IIEINBIO
OIpPEACIICHUA CTCTICHU OCBOCHUA O6y‘IaIOH_II/IMI/IC$I nporpaMmbl JUCHUIIJINHBI.

Tekymmuit KOHTPOJIb YCIEBAEMOCTH OOYYAIOIIUNUCS TPOBOIUTCS IO KaXIOW TeMe
y4eOHOH IMCUUIUIMHBI M BKJIIOYAeT KOHTPOJIb 3HAHUM Ha ayJUTOPHBIX W BHEAYIUTOPHBIX
3aHATHUSAX B XOJI€ BBITIOJHEHHS CAMOCTOSATEIbHON PaOOTHI.

[TpoMexyTouHast aTTecTanus 00yJIarOIIUXCs MPOBOIUTCS B hopMe CIauu 3a4eTa.
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3ayer chaaeTrcs COINIACHO PACIMCAHUIO U CIYKUT (OPMOH MPOBEPKH YUEOHBIX

JOCTHKEHUI 00y4YaroIuXcsl 1Mo BCell mporpaMMe yuyeOHON AMCHUUIUIMHBI U MPECIeayoT Lelb
OLIEHUTD yueOHbIE JOCTIKEHHS 3a aKaJJeMUUYECKUH MEepPUOI.

Bonpocsl k 3auery:

el e

10.
11.
12.

13.

14.

15.

16.

17.
18.

19.

20.

21.

22.

23.

24.

25.

26.
27.

[Ipenmer, cogepxaHue U 3ajaul JJOKYMEHTAI[MOHHOTO OOECIIeUeHus yIpaBIeHHUS.
MecTo 1 posib JOKYMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.

[Tonsitue noxkymenra. Kimaccuduxanus 1oxkymeHToB. OyHKINN JOKYMEHTOB.
Knaccugukamust AeI0BBIX JTOKYMEHTOB: IO BHAAM JESATEIBHOCTH; MO IOPUIANYECKUN
CHJIe, IO CPOKAM HUCIIOJTHEHUS

Knaccugukarus 1enoBbIX JOKYMEHTOB: TIO CTQAUAM MOATOTOBKH, MO MPOUCXOXKACHUIO,
0 CTENEeHHU YHU(UKALNUN

YHuduUKanus U cTaHAapTU3aluUs KaK JAEATeIbHOCTh 10 COBEPIICHCTBOBAHHUIO (OPMBI U
COJIepKaHus JOKyMEHTA.

HanmonanbpHas 1 MeXayHapoHasi CTaHJapTU3alis JOKYMEHTOB.

XapakTepucTUKa OCHOBHBIX TOCYAApCTBEHHBIX CTAaHIApTOB, YCTAHABIMBAOLIUX
TpeOoBaHUS K OGOPMIICHHIO YIPABICHYECKHX JIOKYMEHTOB, MX COINOCTaBHMMOCTb CO
cTanaaptaMu MexayHapoaHoU opranmu3aiuu 1o cragaaptusamnuu (MCO)

YHudukanus 1 craHgapTusanus Hocutened uHdopmaiuu, ¢popmMatoB Oymaru, mpaBuil
oopMIIEHUST TOKyMEHTOB.

TpeboBaHMs K TEKCTY JOKYMEHTA.

Hopwms! odunimanbHO-A€10BOTO CTUIIS.

PexBU3UT OpraHM3allMOHHO-pACTIOPAAUTENbHBIX JoKyMeHTOB (OP) 01 repO, 02
smbnema, 03 ToBapHbIi 3HAK.

PexkBU3UT OpraHu3aniOHHO-pacHopsAUTeNbHBIX JTokKyMeHTOB (OPJ]) 05 nammeHnoBaHue
OpraHM3alMu-aBTopa J0KymMeHTa, 06 HauMEeHOBaHHWE CTPYKTYPHOIO MOJpa3/ieieHHs-
aBTOpa 0KyMeHTa, 07 HaMMEHOBaHUE JODKHOCTH JIMIa-aBTOPa JOKYMEHTa

PexBU3UT oOpraHu3anMoOHHO-pacnopsAauTeNbHBIX HoKyMeHTOB (OPJl) 08 cmpaBouHbIe
naHHble 00 opranuzanuu, 09 HauMeHoBaHKEe BUa JOKyMeHTa, 10 gata 1oKyMeHTa
PexBusur OpraHMU3allMOHHO-PACHOPSAUTENbHBIX  JOoKyMeHToB  (OPJI) 11
PETUCTPALIMOHHBIA HOMEP JOKYMEHTa, 12 cchbUlKa Ha PETHCTPALlMOHHBIA HOMED U AaTy
JIOKYMEHTA.

PekBU3UT OpraHM3allMOHHO-paclopsAUTENbHBIX — JoKymMeHToB (OPZl) 13 mecto
cocTaBieHUs (M3/1aHusl) TOKyMeHTa, 14 rpud orpaHMyeHus AOCTyIa K JOKYMEHTY
PexkBU3UT OpraHn3annoHHO-pacopsAnTeNnbHbIX JoKkyMeHToB (OP/I) 15 anpecar
PekBu3UT Oprann3annoHHO-pacopsAuTeNbHbIX JoKyMeHToB (OP/]) 16 rpud

YTBEPKICHUS TOKyMEHTa, 17 3ar0J0BOK K TEKCTY
PexBU3UT OpraHu3annoHHO-pacopsANTeNbHBIX ToKyMeHTOB (OP/]) 18 Teker

PexkBu3uT opraHuzaloHHO-pacnopsAuTeabHbIX AokyMeHTOoB (OPJl) 19 ortmerka o
NPUIOKEHNH, 23 OTMEeTKa 00 3JIeKTPOHHON MOANHCH

PexkBU3UT  OpraHuzalMOHHO-pacnopsauTeNbHbIX  JokymeHToB  (OP) 20  rpud
COIJIaCOBaHUS TIOKyMEHTa, 21 BU3a

PexkBu3uT opraHu3almoHHO-pacnopaauTeNnbHbiX aokymeHToB (OPJl) 22 moamuce, 24
neyaTh, 25 oTMeTKa 00 UCIIOJTHUTEIEe

PexkBu3uT opraHu3aloHHO-pacnopsAUTENbHbIX AokyMeHTOoB (OPJl) 26 oTtmerka o
3aBEpEHUH KOMMHU 27 OTMETKA O MOCTYIJIEHUH TOKyMEHTa, 29 OTMETKA O KOHTPOJIE
PexBU3UT opraHu3animoHHO-pacnopsaauTeabHbIX JokyMeHTOB (OP/I) 28 pesomrorus, 30
OTMETKa O HaIllpaBJIEHUH JOKYMEHTA B J€JI0

[TonsiTHE M BHIBI OPTaHU3ALMOHHO-PACIIOPSIIUTEIBHON JOKYMEHTALIMI

HaznaueHue u coctaB OpraHu3alMOHHO-IIPABOBOM TOKyMEHTALIUN

CucreMa opraHu3alMOHHON JOKYMEHTAIMU. Y CTaB.
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28.
29.

30.
31.
32.
33.
34.

35.

36.
37.
38.
39.
40.

Cucrema OpraHM3allMOHHON TOKYMEHTallUU
CucreMa opraHu3allMOHHON JOKYMEHTAIUU
MO/Apa3/IeICHUN).

CucreMa OpraHu3alMOHHON JOKYMEHTAIUU
Cucrema OpraHM3allMOHHON TOKYMEHTalUU
CucreMa OpraHu3alMOHHON JOKYMEHTAIIUU

. YUpeIuTenbHbIN J0r0BOpP.
. [lonoxxenue 00 opranu3zanuu (CTpPyKTypHOM

. PermameHr.
. lllTatHOE pacnucaHue.
. UHCTpyKLIKS/ TOMIKHOCTHAS. UHCTPYKIUSI.

Cucrema paCHOpH,Z[I/ITGJ'ILHOI\/II AOKYMCHTAIMU: €€ HA3HAUYCHUC U COCTAaB.

OpraHu3aluoHHO-PACIOPAIUTENbHBIE
IIPUKa3a, PacIOPSKEHUS, PEIICHNUS.

JOKYMCHTEIL.

OdopmieHre U COCTaBJICHHE

OpraHn3aimoHHO-PACIOPSIUTEIbHbIE JOKYMEHTHl. OQopMIIeHHE U COCTaBIIEHHUE aKTOB,

IIPOTOKOJIOB.
NudpopmalinoHHO-CIpaBOYHAS IOKYMEHTALIUS
WHudopManinoHHO-CIIPaBOYHAS AOKYMEHTALIHS
WNupopmalinoHHO-CIIpaBOYHAS IOKYMEHTALIUS
WHdopManinoHHO-CIIPaBOYHAS AOKYMEHTALIHS
WNudpopmalinoHHO-CIIpaBOYHAS IOKYMEHTALIHS

. JloknagHas3 anmcka

. Cryxe0OHas 3amucka

. O0BAcHUTENIbHAS 3aIICKa
. 3asaBIEcHUE

. Ilepenucka

41. Knaccuduxanus ciry>keOHbIX IIHCEM IO Pa3IMYHBIM PU3HAKAM.

42. Ilonsitue nokymentooodoporta. [lokymentonoroku. OnpeeseHue opranu3aiii padoThl ¢
JOKYMEHTaMH.

[Ipuem u mnepBuyHas o0paboTka AokyMeHTOB. IIpenBaputenbHOe paccMOTpEeHHE U
pacrpeneseHue JOKyMEHTOB.

43.

44. Peructpamusi  JOKyMeHTOB, QopMmbl peructpanuu. KoHTponas 3a HCIOTHEHHEM
JIOKYMEHTOB.
45. UndopmanmonHo-cipaBouHasi pabora. OtmnpaBka JOKyMeHTOB. CucTemartw3anus U

TEKyIllee XpaHEHUe JAell.
Homenknatypa aen u ee BUIbI.

[TpaBuna cocraBieHus: 1 0pOPMIICHHSI HOMEHKIIATYPbI JIeI.
®opmupoBanue 1 xpanenue aen. OpopmieHue aei.
Cocrasnenue onuceil. [lepenaua gen B apxus.

Opranusanus paboThl ¢ KOH(PUIEHITUAIBHBIMH IOKYyMEHTAMHU.

46.
47.
48.
49.
50.

9. MeToan4yeckne peKOMEHIAHH 00y4AOIIMMCSH 110 OCBOCHHIO JHCIHHUILINHE, B TOM YHCJIe
AJISl CAMOCTOSITeIbHOM PadoThl 00y4arouXCcs

B3anMoCBsI3p  ayIUTOPHOH W CaMOCTOSITEIBHON pabOTHI CTYIACHTOB MpH H3YyYCHHU
JTUCLUIUIMHBI 00ecTIieynBaeTCs JIOTUKOM U3y4YeHus Kypca.

Pa30op TeopeTrueckoro MmaTepraia CONpoOBOXKIAETCS MPAKTUYECKUMU IIPUMEpPaMH.

CamocrodTenbHas paboTa CTyA€HTOB 0 Kypcy «OCHOBBI 1€I0NPOU3BOICTBA» BKIIOYAET
CIIEYIOIINE 3JEMEHThI: U3yUYEHHE CIEHUAIbHON JUTEpaTypbl U MEPUOJUYECKUX W3/IaHUN IO
Kypcy; MOATOTOBKY pedepaToB, JOKIAJ0B, COOOIIEHHH MO BOMPOCaM CEMHUHAPCKUX 3aHATHUH;
BBINIOJTHEHHUE 3a/IaHUi MO0 TeMaM IPAKTHMUYECKHUX 3aHATUM; MOJArOTOBKY K 3a4eTy IO JaHHOMY
Kypcy.

[locenienne NEKIMOHHBIX 3aHATUN, KOHCIEKTHPOBAHHWE pPACCMAaTPUBAEMOIO Ha HUX
MaTepuana sBIseTCs HeOOXOAMMBIM, HO HEOCTATOYHBIM YCJIOBHEM Il OCBOEHHs 3HAHHWH IO
mucuumiuHe « OCHOBBI JeONpon3BoACTBa». CTyIEHTHl JODKHBI MHJIUMBUIYaJIbHO TOTOBUTHCS
[0 TeMaM JAMCUUIUIMHBI, YUTas KPOME KOHCIEKTOB JIEKIUH PEKOMEHIYeMYIO0 JHUTeparypy,
ycBamBass 0a30Bble KaTETOPUH, MPUBOAWMBIC THITOJOTHH W KIIACCH(HKAINU CYIIECTBYIOIINX
noHATHH, noaxonoB. CamocTosTenbHas paOoTa MO3BOJIAET CTYIEHTYy Oosee IIIyOOKO U
OCMBICJIEHHO pa3o0paThCsi ¢ M3ydyaeMblM MaTepHaloM. BHUMaTenpbHOE YTEHHE U MOBTOPEHHE
MIPOYUTAHHOTO IOMOTaeT B IOJHOM O0bEME YCBOMUTBH COJEp)KAHUE TEMBI, CTPYKTYpPHUPOBATh
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3HAHUS U aKTUBHO MPOSIBIISITH OTH 3HAHKS HA CEMUHAPCKHUX U MPAKTUYECKUX 3aHATHSIX.

ConepxaTenbHy0 MHPOPMAILIUIO TI0 JUCIHILIMHE IesIeco00pa3Ho M3ydarh MOITAITHO -
M0 TeMaM U B OMpPEJICTICHHON MOCIeI0BAaTEIbHOCTH (B COOTBETCTBUM ¢ Paboueil mporpammoii),
MTOCKOJIBKY TTOCJICTYFOIIAE TEMBI, KaK MPaBUIIO, OMMMPAIOTCS HA Tpeaslaymue. FiIMeHHO TTo3TOMYy
0oJbIllas 9acTb CaMOCTOSITENIBHON pa0OThl MPUYypOYEeHA K CEMHUHAPCKHUM M TMPAKTUYECKUM
3aHATUSAM.

[To oTnmenpHBIM TpoOOIEMAM TUCHUIUIMHBI KaKIBIA CTYICHT MOXKET TMOATOTOBHUTH
pedepar, npeaBapUTETHFHO BHIOPAaB HWHTEPECYIONIYI0 €ro TEeMy U COIJlacOBaB €€ ¢
npenogaBareneM. J(Okmaabpl MO TMOATOTOBICHHBIM pedepaTaM CTYICHTHI MPEICTABISIIOT Ha
CCMHUHAPCKUX U MPAKTUYCCKUX 3aHATUAX.

Pexomennyemas tematuka pedepatoB ecth B Paboueit mporpamme. JlomyckaeTcss HHUIMATHBA
CTYJICHTOB B CaMOCTOSITEJIbHOM BBIOOPE TeMBI pedepara.

10. ITepeyenb HH(POPMALIMOHHBIX TEXHOJIOTHIl

IIpu ocymecTBiIeHNH 00PA30BATENBLHOIO MPOIECCA CTYIEHTAMH U PO eccopCcKo-
NMpPenoAaBaTebCKUM COCTABOM HCHOJIb3YIOTCS Cleaylolnee:

OobopynoBanmue: [IpoekTop;
WNHTrepakTuBHAs NOCKa;
HoyTtOyk;

OKpaH Ha TPEHOrE;
IIK;

Kosonku.

IIporpammuoe obecnevyenune u | ObCZnanium;
UH(OPMALIMOHHO cipaBo4YHble | KOHCYIBTaHTILIIOC,
CHCTEMBI: WindowsXPProfessional SP3;
Windows 7;

MicrosoftOffice 2007;
MicrosoftOffice 2010;
AntuupycDoctorWeb;

Gimp 2;
CorelDrawGraphicsSuiteX4;
1C Ipennpusarue 8. KoMIuiekT 1j1si 00y4eHus B BBICIIUX U
CpPEeIHUX YICOHBIX 3aBEICHHUIX

11. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE O0eceYeHrue TUCIUIJIMHBI:

a) OCHOBHasI JIUTEpPaTypa

1. AcamueBA.M. OcHOBBIACTIONPOU3BOACTBA :yuel. mocooue / A.M. Acanues, U.1.
Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-eusn., uctp. ugon. — M. :MHOPA-M,
2017. — 146 c. — (BO: bakanaspuar) (ObC znanium.com)

2. bacosckas E. H. JlemonpousBoactBo: YueoHnoe nocodue / E.H. bacoBckas, T.A. brikoga,
JLM. Bsnosa, E.M. Embimesa; Ilox o6mr. pen. T.B. Ky3nenosoii. - M.: @opym: HUIL]
HNH®PA-M, 2014. - 256 c. (OBbC znanium.com)

3. JlokyMeHTanroHHOe oOecrieueHre ynpaBieHus nepconaiom: Yueonoe nocooue/bymnar P.
E. - M.: HUI| UHOPA-M, 2015. - 234 c.: 60x90 1/16. - (Beicuiee oOpa3oBaHme:
bakanaspuat) ISBN 978-5-16-010318-1, 500 5k3.. (ObC znanium.com)

0) 10MOJTHUTEJILHAS JIUTEPaTypa
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http://znanium.com/catalog.php?item=goextsearch&title=%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D1%8B%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE%20%D0%BE%D0%B1%D0%B5%D1%81%D0%BF%D0%B5%D1%87%D0%B5%D0%BD%D0%B8%D1%8F%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D1%8F&okco=08:1100&school=5#none

1. beikoBa T. A. JloKyMEHTaIlMOHHOE OOECIeYeHHE YIpPaBICHUS HETOCYAapCTBEHHBIX
opranuzanuii: yue6. mocooue/brikoBa T. A., Cankuna JI. B., 2 u3a., nepepad. u mom. -
M.: HUILl UTH®PA-M, 2015 - 302 c. - (BO: bakanaBpuar)

2. Jlenomnpou3BOACTBO: JOKyMEHTAIIMOHHOE oOecrieueHre ynpasieHus: YdueOHoe mocoone /
[Tanacenko lO.A., - 3-¢ wm3a. - M..PUOP, UHD®PA-M, 2016. - 112 c. - (BO:
bakanaspuar) (3bC znanium.com)

3. beikoBa T.A. JlokymMeHTalMOHHOE OO€cCleYeHHE YIpaBlIeHUs (AETOMPOU3BOJICTBO) :
yue6. mocobue / T.A. beikoBa, T.B. Ky3unenona, JI.B. Cankuna. — 2-e u3j., nmepepad. u
norn. — M. : UTHOPA-M, 2017.— 304 c. — (BO: bakanaBpwuar).

4. Byxouu I'.I'. OcHoBBl aemompousBojacTBa : yueb. mocoome / A.M. Acammen, N.N.
Muponosa, E.A. Kocapesa, I'.I". BykoBuu. — 2-e u3zn., uctp. u gon. — M. : UHOPA-M,
2017. — 146 c. — (BO: bakanaspuar).

5. Tyryesa T.A. KondunennuanbHoe nenonpou3BoAcTBo: yued. mocodue / T.A. I'yryesa.
— 2-e u3n., nepepad. u gon. — M. : UHOPA-M, 2017. — 199 c. — (BO: bakanaspuar).

6. JlenoBas mepemnucka: YdeOHo-mpakTudeckoe mnocobme / KupcanoBa M.B., AnonuHa
H.H., AkcenoB FO.M., - 3-¢ uzn. - M.:HUI| UH®PA-M, Cub. corm., 2016. - 136 c.:
60x90 1/16. - (Bwicmee ob6pazoBanue: bakamaBpuat) (O6moxka. KBC) ISBN 978-5-16-
009918-7 (OBC znanium.com)

7. JlokyMeHTallMOHHOE O0eCTeueHue ynpaBleHUs (JIEIONPOU3BOACTBO) : y4ed. mocooue /
T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox oomr. pea. T.B. Ky3nemnooit. — 2-¢
u3n., nepepadb. u gon. — M. : UHOPA-M, 2018. — 304 c. + Jlon. marepuansl
[DnexkTponHbIi pecypc; Pexum goctyma http:/www.znanium.com]. — (Beicuiee
obpaszoBanue: bakanaspuat)(DbC znanium.com).

8. JlokyMeHTHpOBaHHE yNPABJICHUECKOW NEATEILHOCTH: YdeOHOoe mocobue/Pa3mopoxHbIii

A. A. - M.: HUL] UH®PA-M, 2016. - 304 c.: 60x90 1/16. - (Bsiciiee obpazoBaHue:
bakanaspuar) (Ilepernér) ISBN 978-5-16-011744-7(3bC znanium.com)

9. Kupcanoa M.B. Kypc nemnonpousBoACTBa: JOKyMEHTAIlMOHHOE oOecmed. yHpasil.:
VYueb. nmoc. / M.B.Kupcanosa, FO0.M.Axkcenos - 6 uzj., uctp. u nom. - M.: HUL] UTH®OPA-
M, 2014-256¢. - (BO: bakanaspwuar).

10. Kopsabkun B.B. DnekTpoHHBIM AOKyMEHTOOOOpPOT M obecreueHue Oe30MacHOCTH
CTaHAApTHBIMH cpeacTBamu windows : ydebHoe mocobue / JI.M. EBmokumona, B.B.
Kopsi6xun, A .H. [Teutbkun, O.I'. [lIBeukona. - M. : KYPC, 2018. - 296 ¢

11. Ky3nenoBa T.B. [lokymeHTanmoHHOe oOecrieueHre yrnpaBieHus (J1eJIONpPOU3BOJICTBO) :
yue6. mocodue / T.A. beikoBa, T.B. Ky3nemnona, JI.B. Cankuna ; mox o6m. pen. T.B.
Ky3nenoBoil. — 2-e uzn., nepepad. u gon. — M. : MTHOPA-M, 2018. — 304 c. + [lom.
MaTepuaibl [DIeKTpoHHBIN pecype; Pexxum noctymna http://www.znanium.com]. — (BO:
bakanaspuar).

12. OcHoBBI aenonpousBojicTBa : yued. nmocodbue / A.M. Acanues, U.1. Muponosa, E.A.

Kocapesa, I'.I'. BykoBuu. — 2-e u3n., ucnp. u gon. — M. : UHOPA-M, 2017. — 146 c.
— (Bricmiee o6pazoBanue: bakanaspuar) (ObC znanium.com)..

13. Paznopoxkubiii A.A. JIOKYMEHTHpOBaHHE YIPABIECHYECKON NEATETbHOCTH : YyueO.
nocobue / A.A. Pazpopoxusii. — M. : UH®PA-M, 2018. — 304 c. — (BO:
bakanaspwuar).

B) UHTEepHET-pecypcehl:

http://www.vniidad.ruBcepoccuiickuit HAyYHO-HCCIIEI0BATENIbCKHUIA UHCTUTYT
JTOKYMEHTOBEJICHHSI U apXUBHOTI'O JIej1a

http://www.rusarchives.ru [Topran apxussl Poccun
http://www.gramota.ruCnpaBouHo-unpopmanronssiii noprar [PAMOTA.PY
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http://www.rusarchives.ru/
http://www.gramota.ru/
http://www.vniidad.ru/

http://www.ecm-journal.ru BakHoe 00 53IEKTPOHHOM JOKYMEHTOOOOPOTE U YIpPaBICHUU
B3aUMOJICCTBUEM

http://www.edou.ru [leHTp KOMIIETCHIIMHM MO BONPOCAM JOKYMEHTAIIMOHHOTO OOCCIICUCHUS
YIpaBICHUS ¥ APXUBHOTO JIeja

http://delo-ved.ru Bce o nenomnpousBoacTBe

http://www.delo-press.ruXKypnan «/lenonpon3BoacTBO U TIOKyMEHTOOOOPOT Ha MPEIPUSITHI»
http://www.sekretariat.ruPRO nenonpousBozactso [lopran qist pykoBoguteneit ciyx6 10V u
ceKkpeTapeil Bcex ypoBHEH

http://hr-portal.ruHR-Coo0miecTBo u mybaukanuu

12. MarepuaJibHO-TeXHHYECKOe oOecredeHue U CHUIIMHbI:

HaumeHnoBaHue
06OPYI0BAHHBIX No IlepeyeHnb 060pynoBaHuA
Y4e0HBIX KaOuHETOB, | AyAUTOPHH ¥ TEXHHYECKHUX CPEACTB 00yYeHHs
JadopaTopuii
YuyeOHbIe ay TUTOPHUU
TUTSL TIPOBEACHUS .
SRHSTHIL JICKIHONHOTO NeOO1, CpenctBa 3ByKOBocnp0H3Bene}iH;1 C MYJIbTUMEIMHHBIMU
— Ne002, KOMITJIEKCAMH TS TIPE3CHTAINN, MHTePAaKTHBHAS JTOCKA.
Ne215, Hovr6
KaGuterst, No309 OyTOYK, KOMIUIEKT MYJIbTHMEINA, SKPaH, TEXHUIECKOE U
’ mporpaMMHoOe o0ecreueHre, NoKIroueHue K Internet, 1ocka
OCHAIIICHHEIC Nod06
. dbomacrepHas, GiHI-4ar.
MYJIbTUME T HBIM
obopynoBaHHEM
Y4eOHsle ayIuTopun VYuebHbie paboune MecTa
JUTSI IPOBEACHUS
3aHATHII CEMUHAPCKOTO e Kowmmetorep Cel 3 I'T'u, 512M6, 12016, FDD,
THTa/MPAKTHYECKIX Ne402, . K06Mn510TepIntel Pentium Dual CPU 1,8 I'T11, 2048
N M
SATITHH. Ne200, e Kowmmetorep Intel Core i3 CPU 3,4 [T, 4 I'6
VueGHbIe ayTHTOPHH Ne202, e  Kowmmetorep Intel Core i5 CPU 3,2 [T, 4 I'6
- No206 o .HI/I.I_ICHSI/IOHHOC TPOrpaMmHoe 06€CHG"ICHI/IG -
0 Windows XP Professional SP3, Windows 7
HHMBHHYMI’?HX NelO7 e Microsoft Office 2007, 2010
KOHCYJIbTal{K. N e 1C IIpennpusarue 8. KoMmriekT st o0y4eHus B
Nello, BBICIIIUX U CPEAHUX YUCOHBIX 3aBEICHUIX
YueOHbIe ayTUTOpHH Ne207 e  AntuBupyc Doctor Web
JUTSL TEKYIIIETO KOHTPOJIS e Koncynpranr [lnroc
Y TIPOMEKYTOUHOM ®  Corel Draw Graphics Suite X4
ATTECTAITUHL. * Adobe Connect 9 (BeOuHap)
CTOJIBI KOMIIBIOTEPHBIE 13 TIT., CTOJBI ¢ JOTIOTHUTEIEHEIM
I pacmupeHueM A uHBanuaoB u aul ¢ OB3 2 mwt., cTymbs 6
OMCHICHHE Mv mr., komnbroTepsl benq 177 Ied/cel 3mrir /512 mb/80 gb9
CaMOCTOSITENIbHOM Nel02
IIT. JocKa ¢roMacTepHast 2-X CTOPOHHSIS mepenBrKHast 1
paboThI
mrT., crmT-cucreMa LG1 mrt., skamio3u (TiacTuk) 4 mirT.,
Kpecio 9 WIT., OrHeTyMUTeNb | T.
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http://hr-portal.ru/
http://www.delo-press.ru/
http://www.sekretariat.ru/
http://delo-ved.ru/
http://www.edou.ru/
http://www.ecm-journal.ru/

HaumenoBanue

Ilepedyens oOopynoBanus

000py10BAHHBIX Ne
yaeGHbIX KabureToB, | ayuTOpHE 1 TEXHHYECKUX CPEJACTB 00yUYeHH s
Jabopatopuii
BubmioTreka Karanoxnas cucrema OMOIHOTEKHN — AJIsT O0yUESHUS
Ne004 CTYJICHTOB YMEHHIO TIOJIH30BATHCA CUCTEMOM TTOMCKA
JTUTEPaTyphI
UuTanbHbIH 31 No003 Pa6ouue mecta ¢ [1K — myist 00yuenus padore ¢
°
OnOIMOTEKN WH/IEKCHPYIOIINMH ITOMCKOBBIMH cHCTEMaMH B Internet
Aynuropus ans
XpaHEeHHs y4eOHOTr0 Nelll

obopymoBaHUSL
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