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1. IMosicHUTEALHAA 3aNHCKA

VYueOHasi nucUUIUIMHA «/{OKyMEHTOBeZEeHHE U JIeJONPOU3BOJCTBO» HAllelieHa Ha H3y4YeHHE
npaBujl, HOPM COCTaBJICHUA JOKYMCHTOB B COOTBCTCTBUHM CO CTaHJapTaMM KW HHCTPYKIHAMHA
Poccuiickoit denepannu no AeJI0NpOU3BOJCTBY, a TAKKE OCBOECHUE MPUHIIMIIOB OPraHU3alud paboThI
C JOKYMEHTAIUEH.

I_Ie.]'ILIO AUCHUILJIMHBI ABJIICTCA TCOPCTHUUCCKOC M IMPAKTHYCCKOC OCBOCHHUC O6y‘-IaIOH.[I/IMI/IC$I
OCHOBHEIX CITOCOOOB CO31aHus, 06pa6OTKI/I, XPaHCHUS JOKYMCHTOB.

3agauu AMCHMILIVHBI
— 03HAaKOMMTb C OCHOBHBIMHU IIPAaBUJIAMHU COCTABJICHHS U O(DOPMIIEHUS JOKYMEHTOB;
— M3YYHTH NPUHIHITBI OPTaHU3AIUN PAOOTHI C JOKYMEHTAMHU,;
— chopMupoBaTh HABBIKH PA0OTHI C JOKYMEHTAMH: MPUEM, 00paboTKa JOKYMEHTOB, KOHTPOIb UX
WCTIOJTHEHUS], CUCTeMAaTH3aus 1 (GOPMUPOBAHKE JTOKYMEHTOB B JIeJia, XpaHEHHE JOKYMEHTOB.

1.1. MecTo AucCHMILUINHBI B CTPYKTYpe 00pa3oBaTe/bHOM MPOrpaMMbl

Jucuuminba «JloKyMEHTOBEIEHHE U JI€JIONPOU3BOJICTBO» OTHOCUTCS K (PaKyJIbTaTUBHBIM
JUCLUTIIINHAM.

Hucuuminba «JlokyMEeHTOBEeHHE U JIeJIONPOU3BOJCTBO» Oa3Upyercss Ha 3HAHMIX,
MIOJIYUEHHBIX CTYJEHTaMH INpU H3YYEHUHU JUCHUIUIMHBI «Pycckuil s3bIK M KyiabTypa peud (c
HOpaKTUKyMaMu)». 3HaHUs, [OJYYCHHBIC CTYICHTAMH B XOJC H3YYCHUS JUCLMIUIMHBL, OyayT
HEOOXOAUMBI TIPU MOJATOTOBKE K MEJarorn4eckoil MpakTUKe, MPEeIAUIIIOMHON MPaKTHKE, a TaKkkKe K

FOC}’I[&pCTBGHHOﬁ HWTOTOBOM aTTECTAllMU U B mnmpomnecce ec.

1.2. KommereHuuu
AMCUUILIMHBI (M00Y)

o0yuawuerocs,

(opmupyembie B pe3yjbTare OCBOCHHMS JIaHHOM

Ko u HaumeHOBaHUe
komnerenun (u3 ProcC BO)

IInanupyemsble pe3yJbTaThl 00yUeHHSs
(3HaHMeBbIe/QYHKIIMOHATBbHbIE)

OK-14 CIIOCOOHOCTH K
KOMMYHUKAllud B YCTHOM U
MMCBMEHHOW (popMax Ha pyCCKOM
U HHOCTPAHHOM SI3bIKax JJif
penieHus 3a1a4 MEXJINYHOCTHOTO
U MEXKYJIbTYPHOTO
B3aNMOJEHCTBUSA

3HaeT  OCHOBBI  MPOQECCHOHATBHOW U MEKKYJIbTYPHOU
KOMMYHUKalUy, IpaBUlla  COCTaBICHUSA  JIOKYMEHTOB B
COOTBETCTBUU CO cTaHnapramu PO.

YMeeT CaMOCTOSTENbHO pellaTh 3aJaud  NpodeccuoHaIbHON
KOMMYHHKAIIMM B NMHUCbMEHHOW (popme, criocoOeH OCYIIEeCTBISATh
JIETIOBYIO IIEPENUCKY, SJIEKTPOHHBIE KOMMYHHUKAIUU.

Bnageer HopMaMM NHCBMEHHON peuH, O(UIHMATLHO-IEIOBOTO
CTWJII B  TIIpollecce JIMYHOCTHOH U IpodecCHOHATBHON
KOMMYHUKAIUH.




2. CTpyKTYpa H 00b€M AU CHHMIJIUHBI

. Bcero Cemectpsl

Buj yueOHoit padoThI 4ACOB 4

O0mas Tpy10éMKOCTH 3ad4. ell. 2 2
qac. 72 72

U3 Hux:
Jlekuun - -
[TpakTrueckue 3aHATUS 36 36
JlaGopaTopHble / IPaKTUYECKUE 3aHATHS
110 IOATpyNIam i i
Yacpl BHeayIMTOPHO# padoThl,
BKJIIOYASI CAMOCTOSITEIbHYIO PadoTy 36 36
o0yuarouerocst
Buja npoMexyToYHOM aTTecCTALNH 3a4€T

3. CucremMa oneHUBaHuSA

OHGHI/IBaHI/Ie OCYHICCTBJIACTCA B pPaMKax OamIbHOM CHUCTCMBI, pa3pa60TaHH0171 npernoaaBaTciicM H

JIOBEJCHHOM /10 CBEACHUSI 00yJaronuXcsi Ha TIEPBOM 3aHSATUU

Ne Buabl ouennBaemoi KosauyectBo 0a110B
padoThI Texkymmii KOHTPOJIb IIpoMe:KyTOYHBII KOHTPOJIb
1. | Iocemeunne 3aHATHS 0-36 -
2. | KonTponpHas pabota 0-10 -
3. | IIpakTnueckas paboTa 0-30 -
5. | YcrHbIl oTBET 0-24 0-20

HpOMe)KYTO‘-IHafl arrecralusa MOXKET OBITH BEICTABJICHA C YUE€TOM COBOKYITHOCTHU 6aJ'IJ'IOB, MOJIYYCHHBIX

O6y‘{aIOIJ_II/IMCH B paMKax TEKYLICTO KOHTPOJIA.

ITepeBos 6aTOB B OIIEHKH (3a4€T)

No Banabl Ouenku
1. 0-60 HE 3aYTEHO
2. 62-100 3a4TEHO

4. Copep:xkanue QUCHUNIHHBI

4.1. TemaTH4eCKU MJIaH TUCHMILIAHBI

Taoaumna 2
O0beM TUCHMILIMHBI (MOAYJIs1), Yac.
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1 2 3 4 5 6 7
1. | OcHoBHBbIE IIPUHLIMIIBI u 12 - 6 -
KaTeropuu JIOKyMEHTOBEICHHUS
U JICTIONPOM3BOJICTBA
2. | CocraBnenne u odopMiieHHE 36 - 18 -
CIIy’)K€OHBIX JJOKYMEHTOB
3. | Opranuzarus XpaHCHHS, 24 - 12 -
3aIUTHI U YHUYTOXXEHHS
JIOKYMEHTOB
HToro (4acoB) 72 - 36 -

4.2. ConepxxaHue TUCUUILIAHBI IO TEMaM

4.2.1. Tlnanbl NPAKTHYECKUX 3aHATHIA

A WN R arwnE

LN~ wNE

IIpakTuyeckoe 3ansaTue 1. OCHOBHbIE KATErOPUM JOKYMEHTOBeIeHHS U /1eJI0NPOU3BO/ICTBA

[loHsiTHE O TOKYMEHTOBECHUU.

[ToHsiTHE O NEIONIPOU3BOACTBE.

[Ipeamer, uenu, 3a1a4u JOKYMEHTOBEJICHHUS U JIEJIONPOU3BOJICTBA.

OCHOBHBIE KaT€rOpUU JTOKYMEHTOBEACHUS U ACIIONPOU3BOICTBA.

JokymeHnTo060poT. OCHOBHBIE 3TAIbl OPraHU3alUU JOKYMEHTO000POTa Ha MPEATPUATHH.

IIpakTuyeckoe 3ansaTe 2. TpeboBanust kK opopmiieHnI0 10KyMeHTOB. FOpuanyeckas cuia
JOKYMEHTA

XapakTeprucTHKa OCHOBHBIX peKBH3HTOB TokyMeHTa: 01-30.

TpeboBanus k opopmiieHHto Tekcra fokymeHTa corinacHo ['OCT.

[TonsATHE FOpUINYECKON CUIIBI B JOKYMEHTOBEACHUU. [[pu3HaHne FOpUINYECKON CUIIBI JOKYMEHTA.
DakCUMUIBHBIE TOKYMEHTHI U X IOPUANYECKas 3HAUUMOCTD.

IIpakTnyeckoe 3ansitue 3. Bi1aHKN 10KyMeHTOB NpeINpUATHS

Knaccudukanus 61aHKOB IpeANPUATHSL.
XapakTepucTuka oOuiero OjgaHka.

XapakTepucTika OJaHKa MUChMA.

biraHK KOHKpPETHOTO BUJA JOKYMEHTA.

JloiKHOCTHBIE OJaHKH U MX XapaKTepUCTUKA.

biaHK CTpyKTypHOTO MOApa3AeICHUs.

[IpononbHbIe, yrioBble OTaHKHU U UX XapaKTEPUCTHKA.
CreunanbHbIN OJJAaHK M €T0 XapaKTepUCTHKA.

IIpakTnyeckoe 3anaTHe 4-5. OpraHu3aOHHO-HOPMATHBHbIE JOKYMEHTbI NPeNPUSATHS

1. Opranu3zanoOHHO-HOPMATUBHBIE JOKYMEHTHI NPEANPHUATHS, UX GYHKLIUH.
2. BHemrHMe HOpPMAaTHUBHBIC JOKYMEHTHI: (elepajbHble CTaHIApTHI, MPHUKA3bl U PACIIOPSIKCHUS
NpOGUIBHBIX MUHUCTEPCTB, PETHOHAIBHBIX CTPYKTYP.
JlokanibHbIe aKThl IPEAIPUITUS, UX QYHKINU.
4. TlonoxeHHe KaK JIOKAIbHBIN aKT IPEIIPUATHSA:
— IlonoxeHus 0 CTPYKTYpPHBIX NOAPA3ICICHUAX.
— Tlonoxxenus 06 opraHu3anuy MpoLecca Ha MPEANPUATHN UM B OpPTaHU3aLUH.
— CocraBiieHue NOJ0KEHUS, €T0 YTBEPKICHHUE.
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5. JloMKHOCTHBIE MHCTPYKLIUU U UX XapaKTEPUCTHUKA.
6. CocraBieHue JOIKHOCTHOW HHCTPYKIUH.
7. PabGoyast MHCTPYKIMS U ee cocTaBiieHne. MHCTpyKIUs 10 AeIONPOU3BOACTBY.

HpaKaneCRoe 3aHsaTHE 6. Opraﬂu3aunonno-pacnopsmnTe.ﬂbHLle AOKYMEHTDbI

1. Tlpuka3sl M0 OCHOBHOM JAEATEILHOCTH U MX XapakTepucTuka. [IpaBuia odhopMieHNs MPUKa30B.

2. Pacniopsixenus, ux opopmicHue.

3. IIporokonsl 3acegaHuii KOJUIETHAIBHBIX OpraHoB ympasieHus. OdopmiieHne perieHui
KOJUIETHAJIbHBIX OpraHoB. Beimucka U3 mpoToKoia.

4. TIpoToKOJIbI COBEIIAHUH.

5. AKTBI U UX XapaKTEPUCTHKA.

6. JloroBOpHI M UX XapaKTEPUCTHKA.

IIpakTuyeckoe 3ansaTHe /. UH(popManmoOHHO-CIIPABOYHASl JOKYMEHTANUs U eé cocTaBJIeHHe

OyHKIMH HH(POPMALIMOHHO-CIIPABOYHON JJOKYMEHTAIMH.
CayxeOHble M JOKJIAJHbIE 3aMIUCKU U UX XapaKTEePUCTHKA.
OOBsICHUTEIBHBIC 3aIMMCKU M UX XapaKTEPUCTHKA.
Crpasku. Bunsl cipaBok. IIpaBuina opopmiieHust cripaBKH.
Cocrapnenue 1enoBoro (Ciayke0HOT0) MUchMa.

arLONOE

HpaKTI/I‘{eCKOC 3aHsTHE 8. I[OKyMeHTbI Mo JTUHYHOMY COCTaBy

1. Pestome, Tpyn0OBbIE JOTOBOPHI U UX XapAKTEPUCTHKA.

2. Tlpuka3zbl 0 JMYHOMY COCTaBY U MX XapaKTEPUCTHKA.
3. TpynoBbie KHMKKHU M UX XapaKTEPUCTHKA.

4. JIn4Hble KapTOUKH, TUYHBIE JIeJIa U UX XapaKTePUCTHUKA.

IIpakTnueckoe 3ansaTHe 9. O0padoTka NocTyNawIUX J0KyMeHTOB. O0padoTka oTnpaB/sieMbIX
JOKYMEHTOB
1. Dtanbl 06pabOTKH MOCTYNUBIINX JOKYMEHTOB:
- mepBU4YHas 00paboTKa;
- MPEIBAPUTEIILHOE PACCMOTPEHHE, PA3METKA;
- perucrpauus;
- pPaccMOTPEHHE JOKYMEHTOB PyKOBOJCTBOM;
- HaIpaBJIEHUE Ha UCITIOJHEHUE;
- KOHTPOJIb UCIIOJIHEHNUS;
- HCIOJIHEHUE TIOKYMEHTOB;
- MOJIIMBKA JOKYMEHTOB B JI€ja.
2. Dtarbl 00pabOTKH OTIIPABISIEMBIX TOKYMEHTOB:
- COCTaBJIEHHUE MPOEKTA TOKYMEHTA UCIIOJIHUTENIEM;
- MpOBEpKa MPaBHJILHOCTH O0(OPMIICHHS MMPOEKTa TOKYMEHTA;
- COIJIaCOBaHUE NPOEKTA JOKYMEHTA;
- MOJANHCaHUE JOKYMEHTa PYKOBOAUTENEM (B HEOOXOAUMBIX CIy4asiX yTBEPXKIACHUE);
- perucrtpanus JOKyMEHTa;
- OTIIpaBKa JOKYMEHTa aJipecary;
- TOJIIMBKA BTOPOTO K3eMILIsApa (KOMHUU) TOKyMEHTa B JEJIO.



IIpakTnyeckoe 3ansaTue 10. [lopsaaok padoTsl ¢ BHyTPEHHHMH JOKYMEHTAMU

1. DOranbl moAroToBKM pabOThI ¢ BHYTPEHHHMHM JOKYMEHTaMU (COCTaBJICHHE INPOEKTa JTOKyMEHTa
UCIIOJIHUTEJIEM; NPOBEPKa MPABUIBHOCTH O(GOPMIIEHUS MPOEKTa JOKYMEHTA; COIJIacOBaHME MPOEKTa
JIOKYMEHTa; TMOANHUCAHHE JOKYMEHTa PYKOBOIUTENEM (yTBEpP)KICHHE, B HEOOXOAMMBIX CIydasx);
peructpanus JOKyMeHTa).

2. Drambl UCTIOJHEHUS U 3aBepLICHHUS PadOT ¢ BHYTPEHHHUMH JOKYMEHTaMu (Ilepefada JTOKyMEHTa
UCIIOJHUTENO (KONMPOBAaHME JOKYMEHTa IpPH HAJIWYUUM HECKOJIBKMX HCHOJHMUTENEH); KOHTPOJb
UCIIOJIHEHUSI JOKYMEHTa; IPOCTaBJI€HHE OTMETKM OO0 HCHOJHEHUM; IOJIIMBKA HCIOJHEHHOIO
JOKYMEHTA B JIEJIO).

3. 3aBepmiaromuii 3Tanm pabOThl C BHYTPEHHUMH JOKYMEHTaMH (HCIOJb30BAHUE OKYMEHTOB B
CIPaBOYHO-MH(POPMALMOHHON paboTe, F3KCIepTr3a IEHHOCTU JOKYMEHTOB, XpaHEHUE IOKYMEHTOB).

4. PemeHue Ha NOPEANPUATHH MPOOJIEM COKpALICHHUS IyONUPYIOIIMX JpYr Jpyra JOKYMEHTOB;
YMEHBIIEHUS  KOJIMYECTBA  M3rOTABIMBAEMbIX  KONUM  JOKYMEHTOB;  0€310KyMEHTHOI'O
JOKYMEHTO00O0pOTa BHYTPHU IIPEITPUSITHSL.

HpaKTn'{ecm)e 3ansaTue 11. Peruchamm H KOHTPOJIb UCITOJTHEHUSA JOKYMECHTOB

1. HeobxomumocTs peructpanuu JOKyMeHTOB. JKypHallbl perucrpanuu J0KyMeHTOB. Perucrpanus
JOKYMEHTOB B JIEKTPOHHOH cpeze.

2. ITlpaBuia perucTpanuy BXOIAIIMX TOKyMEHTOB.

3. IlpaBuia peructpanuy UCXOASIIUX JOKYMEHTOB.

4. IlpaBuiia perucTpanuu 10roBOpOB.

5. KonTpons ncriosnHenus 10KyMeHTOB. OT4€ThI HcnonHuTeneil. CHITHE JOKYMEHTOB ¢ KOHTPOJISL.

IIpakTnyeckoe 3ansaTue 12. CocraBjieHne HOMEHKJIATYPHI g€

. IloHsiTHE HOMEHKJIATYpHI Jie. PernamenTanus HOMEHKIAType Jell.
. OCHOBHBIE pa3/1ebl HOMEHKJIATYPBI Je7I.

. 3HaueHHe HOMEHKJIATyphI JIe B I€JI0NPOU3BOJICTBE.

. CocTaBieHre HOMEHKJIATyphl J1eJ1 00pa30BaTEIbHON OpraHU3aliH.

WD

IpakTuyeckoe 3ansitue 13. @opMupoBaHye U ONlePATHBHOE XPaHEHHe e

JloxymeHTBI ipeaAnpusaTHsi, GopMHpyEMBIE B JI€Ta.

OcHoBHbIe TpeOoBaHUsI TPU GOPMUPOBAHUU AETI.

Otanbl GOPMUPOBAHHUS JIeTIa U UX XapaKTEPUCTHKA.

CpenctBa, UCTIONB3YEMBIE HA MPEANPUITUIX TPU HOPMUPOBAHUU JEIL.

Awnh e

IIpakTnyeckoe 3ansaTue 14. IloaroroBka 10KyMeHTOB K Iepeaye Ha apXMBHOe XpaHeHHe

3HaueHUE U NMPaKTUUECKasi LIEHHOCTh IOKYMEHTOB IIPEIITPUSTHSL.
HayuHno-TexHuueckas 00paboTka JOKYMEHTAMU. DKCIepTHAsE KOMUCCHSI.
ApxusHblii ponz Poccuiickoit denepaninu 1 €ro COCTaBHbIE YacTH.
3ajaun apxuBa. Y CTAHOBIICHHE CPOKOB XPAHEHHUSI TOKYMEHTALIUH.
ITpuem-niepeiaya apXUBHBIX JIE.

agprwnpE

IIpakTnyeckoe 3ansiTue 15. Cpoku XpaHeHus TOKYMEHTOB NpeINpUATHS

=

[TonsiTve cpoka XpaHEHUs JOKYMEHTA.
. IlepeyeHb TUNOBBIX JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHUS.
. CpaBHUTENBHBIN aHATIN3 IPABWJI XPaHEHUS TUIIOBBIX JOKYMEHTOB MPEATIPUATHS.

W N



IIpakTuyeckoe 3ansaTHe 16. Opranusanusi padoThbl ¢ JOKYMEHTAMHU, COIEPKAINMMH
KOMMeEPYECKYI0 TAlHYy

1. IloHsATHE KOMMEPYECKOUN TallHBI.

2. XapakTepucTHKa CBEACHUHN, OTHOCAIIUXCS K KOMMEPUYECKON TalHe.

3. XapakTepuCTUKa CBEICHUH, HE OTHOCSIINXCS K KOMMEPYECKOH TaifHe.
4. 3amuTa I10KyMEHTOB, COJIEPKAINX KOMMEPUYECKYIO TallHYy.

IIpakTuyeckoe 3ansiTue 17. Opranusanusi padéoThl ¢ JOKYMEHTaAMU,
cojlepsKAlUMHU KOH(PUIeHI[HATIbHBIE CBe/IeHUs. Y HHUTOKeHUEe IOKYMEHTOB

1. KonduneHuuanpHble CBEICHUS B JOKYMEHTaX.

2. OcHOBHBIE TpaBWJIa OpPraHU3alud pabOThl C JTOKYMEHTAaMH, COJEp KAallUMU KOH(UACHIINAIbHbIC
CBEJICHMUSL.

3. CocraBreHue JOKyMEHTOB, COJIEPKAlINX KOH(UICHIIMATBHBIE CBECHHUS.

4. OCHOBHBIE TTpaBUJIa YHUUTOKEHUS JOKYMEHTOB. XapaKTEPUCTUKH IIPEIEPOB.

IMpakTuyeckoe 3ansaTHe 18. DIeKTPOHHBIN JOKYMEHT H JOKYMEHT0000POT

1. IIporpamMmbl COCTaBICHHS U PEJAKTHPOBAHUS JTOKYMEHTOB.

2. IloHsATHE >IEKTPOHHOTO JOKYMEHTA.

3. DIeKTpOHHBIN TOKyMEHTOOOOPOT U €r0 MPOrpaMMHOE 0OecTieueHHE.

4. Cucrtema 53JIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha MPEANpHUSITHH M B oOpraHuzanuu. Pecypcel u
uHcTpymMeHTsl CO/I.

4.2.3.00pa3upl cpecTB A5 NPOBEIeHNs TeKyIero KOHTPOJIA

1. BeinoJsiHenue pedepara no 0JHOM U3 TeM:

1) KuHOJOKYyMEHTHPOBAHHUE B JCTOMPOU3BOICTBE.

2) DOHOIOKYMEHTUPOBAHHE B JACIONPOH3BOICTBE.

3) ®oTOJOKYMEHTHPOBAHKE B JICIOMPOU3BOICTBE.

4) DTHKET B JTI0BOIl MeperucKe.

5) WudpopManroHHbIC TEXHOJOTMH M MPOrpaMMHOE O0ECHeYeHHe B JIOKYMEHTOBEICHUU |
JEJIONPOU3BOJICTBE.

6) Hcropus nenonpousBojcTBa B Poccun.

7) Ucropus apxuBHoro ¢onaa Poccuiickoii denepanuu.

8) OcobeHHOCTH AeaTeNbHOCTH apXuBHOTO GoHma Poccuiickoit denepariuu.

9) Oraen kKagpOB Ha MPEANIPUATHH U €T0O POJIb B ACTONPOU3BOJICTBE.

10) lesioBOE MHUCHMO: 1€ THChMA, TEKCT MUChMa, OOIIHe TpaBHIa.

2. IlpakTHyeckue padoTsl

[TpakTuueckas pabota Ne 1: cocTaBieHue CioBapsi TEPMUHOB!

ABTOp JOKYMEHTa, ajpecar, aJpecaHT, aJpecOoBaHUE JOKYMEHTa, AakKT, AakIeNT, AaHKeTa,
AHHOTAITUS, apXWB, BXOJSIIMA JOKYMEHT, BBINMCKA M3 JOKYMEHTA, TapaHTHHHOE MHChMO, Tpud
OTpaHUYEHUS JTOCTyNa K IOKYMEHTY, Tpu( cormacoBanusi, rpud yTBepkACHHs, AaTa O(QUIIUATHLHOTO
JOKYMEHTa, [eJ0, JeJIONPOU3BOJICTBO, JEMNOHMPOBAHHWE JOKYMEHTOB, IUPEKTUBHBIA JIOKYMEHT,
JIOBEPEHHOCTb, JIOTOBOP (KOHTPAKT), MOKJIaJHas 3alucka, JAOKYMEHTAalus, JOKYMEHTHpPOBAHUE,
JOKYMEHT (IOKYMEHTHpOBaHHas WHMOpMaIMs), JOKYMEHTOOOOPOT, JOKYMEHTHI IOCTOSTHHOTO
XpaHeHHUsl, 10Che, TyOIMKaT TOKYMEHTa, JKao0a, 3asBlICHUE, H3BEUICHUE, HHACKC fena (HoMmep nena),
WHJCKCAIUsl, WHULIUATUBHBIA JOKYMEHT, HWHCTPYKUHUS IO JOKYMEHTAllHOHHOMY OO€CleueHUI0
NEeSTeNbHOCTH Tpeanpuatus (1Mo JeNIONPOU3BOACTBY), WH(poOpManus, HWHPOpMAMOHHAS CHUCTEMA,



MH(pOPMAIMOHHbBIE PECYPCHI, UCKOBAas 1aBHOCTh, HCKOBOE 3asiBJICHNE, KapTa-3aMeCTUTEIb, KBUTAHIIHS,
KBOTa, KOMMEpUYECKasi TallHa, KOMMEPUYECKNUN aKT, KOHTPAreHT, KOHTPOJIb UCIIOJIHEHHS JOKYMEHTOB,
KOH(HIeHIIMaTbHast HH(OpMAIHS, KOS JTOKyMEHTa, KOS TOKyMEHTa 3aBepeHHasi, KOPPECTIOHICHT,
KpEAUTHOE IMChbMO, JIMMUT, JIMLEBOM CUET, JIMYHAs KApPTOYKa, JMYHOE JEJ0, HaKJIaJHasd,
HOMEHKJIAaTypa [eJl, HOPMAaTUBHBIA JOKYMEHT, OOBSCHUTENIbHAS 3alMCKa, OpraHU3al[MOHHO-
pacnopsaUTeIbHbI JTOKYMEHT, OpraHu3anus paboTbl C JOKYMEHTaMH, OTMETKa O IOCTYIUICHUH
IOKyMeHTa, odepTa, opUIHaTbHBINA JOKYMEHT, M€4aTh, MHUCbMEHHBIC JJOKA3aTelIbCTBA, MOJIMHHBINA
JOKYMEHT, IOJIUCh, I0JIb30BaTeNb WHGOpMALMUU, IpaBUia JOKYMEHTHPOBAHHUSA, IMPABO MOJIHCH,
IIPUKA3, IIPOEKT JOKYMEHTa, IIPOTOKOJ, paCHOpPsKEHHE, pPEECTp, Pperucrpanus IOKYMEHTOB,
PErUCTPALMOHHBIA HHIEKC JOKYMEHTA; PErUCTPALlMOHHBII HOMEDP JOKYMEHTA, PE30JIIOLU JOKYMEHTa,
PEKBU3UT JOKYMEHTa, peKJIaMalusi, pelIeHHe, CHUCTeMa JOKYMEHTHPOBaHUS, CKaHep, CIyx0a
JIeJIONIPOU3BO/ICTBA, CIIY)KEOHBII JOKYMEHT, Clly)keOHas 3alucKa, CONPOBOAMUTENBHOE IHCHMO,
CIIPaBKa, CPOK HCIIOJIHEHUS JOKYMEHTA, TallHa NEPEIUCKH, TE3UCH], TEKCTOBBIA PENAKTOpP, TOBAPHBII
3HaK, TpadapeTHblii OKYMEHT, TpPYAOBOH J0roBop, Qusnueckoe Julo, (HopMUPOBaHUE e,
bopmysip-oOpaser, 3KCIepTu3a HEHHOCTH JTOKYMEHTOB, DKCIIEPTHAs KOMHCCHUsS (9K), DIIEKTPOHHBIN
JOKYMEHT, 3JEeKTpoHHas uudpoBas mnoanuck (31M), OPUIUYECKOE JIMIO, IOPUIUYECKass Cuila
JOKYMEHTA.

[IpaxTuueckas padbora Ne 2: coctaBieHre o0pa3LoB JOKYMEHTOB:

1) PaspaboraiiTe TODKHOCTHYIO HMHCTPYKIHMIO Uit Oubnuorekaps (yuurtens, Oyxrairtepa,
MEIUIIMHCKOr0 pabOTHUKA).

2) CocTraBbTe JUYHOE PE3FOME.

3) CocraBbTe TpUKa3 IUPEKTOpa IO BBIE3AY CTYJCHYECKOTO AaKTHBa B CIOPTUBHO-
037I0POBUTEIIHHBIN JIarephb.

4) Odopmure MpoTOKOI 3aceaanus Kadeapsl SIKOHOMUKH U YIIPABICHHS.

5) CocTaBbTe aKkT CIUCAHUS MATEPHATbHBIX [ICHHOCTEH.

6) CocraBbTe CiTy)KeOHYIO 3aIHCKY Ha 3aJaHHYIO TEMY.

7) CocraBbTe AOKJIAJHYIO 3aMIUCKY Ha 33/IaHHYIO TEMY.

8) 3amosHHTE CIpaBKy MO0 YCTAHOBICHHOMY 00pasily.

9) CocraBbTe HHDOPMAIIMOHHOE MTHCHMO O MMPOBEJACHHH KOHKYpca (KOH(EPEHIIHH, COBEIIAHHS).

10) CocraBbTe MHCHMO-TIPUTITAIIICHIE HA TOPKECTBEHHOE MEPOIIPUSTHE.

11) CocraBbTe nEcbMO-H3BelIcHUE (YBEAOMIICHHE, HATTOMHHAHHE).

12) CocraBbTe MMChMO-KaI00y U OTBET HA HETO.

13) CocTaBbTe MUCHMO-3aIIPOC U OTBET HA HETO.

14) CocraBbTe MHCHMO-TIPEIIOKEHHE M OTBET Ha HETO.

3. KonrpoJibHblie padoTsl

KonrtponbHast padora Ne 1:

1) CocraBbTe niepeucHb TpeOOBaHUil kK paboTe cexpeTapsi-pedepenta. ONUIINTE TPU CUTYAIIHH,
WUTIOCTPUPYIOIINX BBITIOJTHEHUE TAaHHBIX TPEOOBAHMIA.

2) TlepeunciuTe THIOBBIC JOKYMEHTHI C YKa3aHUEM CPOKOB XPAaHCHHS.

3) Oxapakrepusyite 0COOEHHOCTH ODOPMIICHHS THCEM, TTEePeIaBaeMbIX JICKTPOHHON MTOYTOH.

KonTponbnas padora Ne 2:

1) Oxapakrepu3ylTe MPUHIMITBI 3aIIUTHI TOKYMEHTOB, COJIEPKAIIMX KOMMEPUECKYIO TalHYy.

2) OxapakTepu3yiiTe CBEJICHHS, HE OTHOCAIINECS K KOMMEPYECKOH TalHe.

3) OxapakTepusyiTe CBEACHUS, OTHOCSAIINECS K KOMMEPYECKOW TaliHe.

4) OxapakTepu3yiTe OCHOBHBIE IIPAaBUIa OPraHU3aIlMH PAaOOTHI ¢ JOKYMEHTAMH, COJACPKAIHMH
KOH(HIEHIIMATIbHBIE CBEJICHHUS.

5) OcHOBHbIE TPaBUIIa YHUUTOKEHUS JOKYMEHTOB. THIIBI IPEICPOB.

5. YueOHO-MeTOAUMYECKOe oOOecneyeHHe W IUIAHHUPOBAaHHE CAMOCTOSITEIbHOH PadoThI
o0yuawumuxcst



Taoauua 3

Ne Tembl

®opmsbl CPC, BriI04asi TpeGOBaHUS K MOATOTOBKE K
3aHATHAM

1 OcHOBHBIE IPUHLIUIIBI U
KaTeropuu
JIOKYMEHTOBEICHUS U
JeI0NPOU3BOCTBA

1. Tlpaktmueckass pabora Ne 1: cocraBneHue cioBaps
TEPMHHOB.
2. Bemonnenue pedepara.

OOyuaromuiicsi ¢ IOMOILBIO JIUTEPATYPOBEAUECKHUX CIIOBapeH,
SHLIUKIONEIUH, Yy4eOHHKOB JOJDKEH JaTh OMpeAeiIeHue
NPEUIOKEHHBIM  MOHATUSAM, KIIOYEBBIM IS HM3Y4aeMOro
Kypca, oopMUTH ompeneNieHus B BHJIE CIOBapHBIX CTaTeH,
pacroNiOKEHHBIX MO andaBuUTy, TPH HEOOXOIUMOCTH
NPOWJUTIOCTPUPOBATh ~ NPUMEPAMH U3  HAYYHOTO  HIIH
XYI0KECTBEHHOTO TEKCTA.

3HaHuEe TEPMHUHOB IPOBEPSETCS MOCPEICTBOM KOHTPOJIbHON
paboThI — TEPMHHOJIOTUYECKOTO TUKTAHTA.

Bemmonnenne  pecdepara IIPENIoJIaraeT  OCMBICIEHHE
CTYJIEHTOM Hay4yHBIX pabOT MO TeMe, PacCCMOTPEHUE CTEIICHH
U3YYEHHOCTH 3asBJICHHOM TPOOJIEMBI C  H3JIOKEHHEM
HauboJsee 3HAaUMMBIX TEOpHil, PopMynHpoBaHUE BHIBOAOB.

Tema  BbIOMpaeTCS  CTYAGHTOM  CaMOCTOSITENIBHO W3
NPEUIOKEHHBIX MTPETIOIaBaTeNIeM.
Brmmonnenue pedepara BKIrodaeT B ceOst CIEAYIOIINE TAIlbL:

1) BBIOOp TEMBI,

2) moadOop U CUCTEMATH3AIMI0 MaTEePHAIOB HAYYHO-
UCCIIEIOBATEIILCKON JIUTEPATYPHI,

3) BbLICNICHHE BaXKHBIX MOMEHTOB HCCIICIOBAHUIA 10
n30paHHOM Teme,

4) caMOCTOSTENIbHOE OCMBICTICHHE KOHKPETHOM
JTUTEPaATYPOBEAUECKON MPOOIIEMBI, TIPEICTABIEHHON B
U3y4eHHOU JIUTEeparType,

5) cTpyKTypHUpOBaHHE MaTepHuaa,

6) cocrapieHHe IIaHa,

7) W3I0XKEHHE MaTepuala B COOTBETCTBHH C MYHKTAMH
IUIaHa U JIOTHKOM Pa3BUTHUS MBICIIH,

8) odopmieHne paboTHI.

[Mpu orieHnBaHuM pedepara YUUTHIBACTCS 00bEM U3yICHHBIX
MCTOYHHKOB, ITOJTHOTA U INTyOMHA PACKPBITUS TEMBI.

2 CocrasiieHue u
odopMIIeHHE CITY>KEOHBIX
JIOKYMEHTOB

[TpakTuyeckas padora Ne 2
KonTponbnas padota Ne 1

3 Opranu3anus XpaHeHus,
3alIUTHl M YHUYTOKCHUS
JIOKYMEHTOB

KontponsHas padora Ne 2

6. IlpomMexyTouHas aTTeCTANMS MO AUCHUILINHE (MOIYJIIO)

6.1. OueHouyHble MaTepuabl /sl IPOBeAeHUs MPOMEKYTOYHON ATTECTAIUM MO JUCHUILINHE

(MoayJ110)
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[Tpenmer, 3a1auu JOKYMEHTOBEIEHUS U J€IONPOU3BOICTBA.
OcHOBHBIE KaTErOpUH JOKYMEHTOBEAECHHUS U AEIONPOU3BOICTBA.
TpeboBaHus K 0OPMIIEHUIO TOKYMEHTOB.

XapakTepuCcTUKa OCHOBHBIX PEKBU3UTOB JOKYMEHTA.
IOpununueckas cuiia 10KyMeHTa.

IIpu3Hanue FOPUAUYECKON CUIIBI JOKYMEHTA.

dakcUMUIIbHBIE TOKYMEHTHI U UX IOPUANYECKas 3HAYUMOCTb.
XapakTepHucTuka od1ero O1anka.

XapakTepucTuka OJaHKa uchbMa.

. blaHk KOHKpETHOro BuAa JOKYMEHTA.

. JlomKHOCTHBIE OJIAHKU M UX XapaKTepUCTHKA.

. bnank cTpykTypHOro noapasaencHus.

[TponosibHBIE, YIIIOBBIE OIAaHKU U UX XapaKTEPUCTHUKA.
CrneunanbHblil OJIAHK U €r0 XapaKTEpPUCTUKA.

[Tprka3sl IO OCHOBHOM JEATEIBHOCTH U UX XapaKTEPUCTHUKA.
Pacrniopsixenusi, perienust, IpOTOKOJIbI, aKThl U UX XapaKTEPUCTHUKA.
CnyxeOHble, TOKJIaHbIE 3alIUCKU U UX XapaKTePUCTHUKA.

JIOKyMEHTBI MO JINYHOMY COCTaBY.

Pe3rome, TpyoBbI€ JOIOBOPBI M UX XapaKTEPUCTHKA.

[Tpuka3bl M0 IMYHOMY COCTaBY U UX XapaKTEPUCTHUKA.

TpynoBble KHMKKU M UX XapaKTEPUCTUKA.

JInuHbIE KAPTOUKH, TUYHBIE JIENa U UX XapaKTEPUCTHKA.
XapakTepHuCcTUKa 3TaroB 00pabOTKH MOCTYNUBLINX JOKYMEHTOB.

. XapaKTepucTUKa ITarnoB 00pabOTKU OTIPABISIEMbIX TOKYMEHTOB.
[Topsiiok paboThl ¢ BHYTPEHHUMHU JOKYMEHTaMH.
XapakTepHuCcTUKa )KypHalla peruCTPaluy BXOIAIINX JOKYMEHTOB.
XapakTepHUCTUKA KypHaJla PETUCTPALUN UCXOASIINX TOKYMEHTOB.
XapakTepucTUKa XKypHajla peTUCTPallii JOrOBOPOB.
CocraBiieHrEe HOMEHKJIATYPBI JIEI.

OcHoBHBbIE pa3/ieibl HOMEHKJIATYPHI JIe.

DopMuUpOBaHUE U ONIEPATUBHOE XPaHEHUE JEII.

JIoKyMeHTHI peAnpusaTHsi, opMUpyeMbIE B AeNa.

OcHoBHBIE TpeOOBaHUS NPH (POPMUPOBAHUH €.

Otanbl GOpMUPOBAHUS JI€Ta U UX XapaKTePUCTUKA.

CpencTBa, UCHIONb3yEeMbIE Ha MPEANPUATUAX IPU HOPMHUPOBAHUU JIE.
[TonroroBka JOKYMEHTOB K Iepejaue Ha apXUBHOE XpaHEHHE.
3HaueHUE U NMPaKTUYECKas LIEHHOCTh IOKYMEHTOB IIPEANPHUATHS.

6.2 Kputepuu onleHUBaHUs KOMIIeTEHIMIA:

Kaprta kpuTepueB oneHMBAHUA KOMIETeHIMIi

JloroBopsl, cbMa, (Pakchl, TOIHDKHOCTHBIE MHCTPYKIIUU M UX XapaKTEPUCTHKA.
[Tonoxenus, cipaBku, 0ObACHUTEIbHBIC 3AIIUCKU U UX XapaKTePUCTHKA.

Taoauua 4

NuauxaTopsl
Koau JOCTHKEHHS
Ne HAHMeEHOBaHHe KOMIETEHIHi, Onenoansre Kputepun oneHnBanus
n/m COOTHECEHHBbIE C MaTepHaJbl p P 1
KOMIEeTEeHIINH IJIAHUPYEMbIMH
pe3yJabTaTaMu 00y4YeHust
1. | OK4 3HaeTr ocHOBHI | Pedepar 3HaeT OCHOBHBEIC 3aJ1a4H,
CIOCOOHOCTE K PO ECCHOHATTEHOM 3 OCHOBHBIC KaTETOPUHU JOKYMEHT




n/n

Koa n
HaMMeHOBaHHe
KOMIIeTeHIINH

HNapukaTopsl
AOCTHKEHHS
KOMIIETeHI[U,
COOTHECeHHbIE C
IJIAHUPYEeMbIMH
pe3yJbTaTaMu 00y4YeHHus

OneHovHLIE
MaTepHaJIbl

Kpurepum oneHuBaHus

KOMMYHUKAIIUU B
YCTHOU U
MMMCbMEHHOM
¢dopmax Ha
PYCCKOM U
WHOCTPaHHOM
SI3BIKAX JUIS
perieHus 3aaa4
MEXINYHOCTHOTO
u
MEXKYJIBTYPHOTO
B3aMOJCHCTBUS

MEKKYJIBTYpHOI
KOMMYHHMKaLlU¥, IpaBHia
COCTaBJICHUSI JOKYMEHTOB B
COOTBETCTBUH co
crangapramu PO.

Ymeer CaMOCTOSITEIILHO
pemiathb 3aJ1a4n
npodeccuoHaIbHON
KOMMYHHKALIUH B
MMMCEMEHHON tdhopme,
CHOCOOCH  OCYIISCTBIAThH
JIeTIOBYIO MIEPENHCKY,
3JIEKTPOHHBIE
KOMMYHUKAIUH.

Biageer HOPMAaMH
NHUCbMEHHOU peun,
oduIHaIHLHO-IEJI0BOTO
CTHJIS B npoliecce
JIMYHOCTHOMN u
npoeccnoHaIbHON
KOMMYHUKAIIUH.

[Mpaktuueckas pabota
Ne 1, Ne2

KontponpHast pabota
Nol, Ne2

OBCACHHA U OCJIOMPOU3BOJACTBA,

TpeboBaHmsI K  OGOPMIICHHIO
JOKyMEHTOB, npaBuiIa
COCTaBIICHUS OCHOBHBIX
JOKYMEHTOB yTpaBicHHS,
JOKyMEHTOB IO  JINYHOMY
COCTaBy MpeanpusIThs,
MPUHIHIIBL OpraHu3aluu
paboTs c JIOKYMEHTaMH;
00pabOTKM  TMOCTyHAOIMUX U
OTIIPABJIACMBIX JOKYMCHTOB;
TTOPSTIOK pabdoTsI c
BHYTPCHHUMH  JIOKYMEHTaMU;
npaBuiIa perucTpanuu u
KOHTPOJIA HUCIIOJIHCHUA
JOKyMEHTOB; COCTaBJICHHS
HOMEHKJIATYPBI Jed,
(dopMupoBaHUS U  XpaHCHHC
JOKYMEHTAllMH  TIPEANPUSTHUS;
TIPUHIIATIBI paboTHI c
JOKYMEHTaMHU,

COJICPIKAIIUMU KOMMEPYECKYIO
TailHy W KOH(UICHIMATHHBIC
CBEICHUS, 0COOEHHOCTH
3JIEKTPOHHOTO  JIOKYMEHTa M|
JIOKYMEHT0000pOTa; HOPMBI
Oo(pHUIIHATEHO-IEIOBOTO  CTHJIS
peun.

YmMeer coctaBUTh U 0POPMUTH B
COOTBETCTBHU C TPeOOBAHUSIMHU
HOPMATHUBHBIH,

OpraHU3aIMOHHO-
pacnopsauTeIbHBIH,

CIIPaBOYHBII JIOKyMEHT, BECTH
JIEJIOBYIO MIEPETINCKY;
OpraHHU30BaTh paboty c
BXOMSIIUMH M UCXOISIIUMH
JIOKYMEHTaMH, KOHTPOJITb
HCIIOJTHEHUS JIOKYMEHTOB;

coOyroaTh mpaBuia XpaHEHUs,
3aILHTHI u YHUUTOXEHUS
JIOKYMEHTOB.

7. YueOHO-MeTOANYEeCKOe U HH(POPMAINIMOHHOE o0ecnieyeHne TUCIUIIUHbI

7.1 OcHoBHAas JuTepaTypa:
1. Mensenesa, O. B. OCHOBBI JTOKYMEHTAIIHOHHOTO OOECIICUCHUs yNpaBJICHHS: ydeOHoe Imocodue /

O.B. Mensenesna.

Kpacnomap: HOXHBIMI MHCTUTYT MEHEIKMEHTA,

URL: http://www.iprbookshop.ru/9565.html

2011. — 181 c. -



http://www.iprbookshop.ru/9565.html

2. 3axapoBa, T. W. JloxymeHTanmoHHOE oOecleueHrue ympaBicHus: ydeOHoe mocoome / T. .
3axapoBa. — M.:  EBpasmiickmii  OTKpbITBIM  umHCcTHTYT, 2010. — 156 ¢ -
URL.: http://www.iprbookshop.ru/10665.html

7.2 lomotHUTEIBLHASI JIUTEPATypa:

1. CtunucTrKa U KyJIbTypa pycckoi peun: yueOnuk / o pea. npod. T.5. Anoxunoi. — M.: @opywm:
HNHOPA-M, 2019. - 312 c¢. — URL: https://new.znanium.com/catalog/product/1010803
https://new.znanium.com/read?id=355386

2. I'myxoBa, O. B. JlokymeHTaIllmOHHOE oOecneducHue ymnpasiieHus: kypc jekuuii / O. B. I'myxoBa. —
Bonarorpan: Bonarorpanckuit WHCTUTYT OusHeca, 2013. — 72 C. —
URL.: http://www.iprbookshop.ru/19177.html

7.3. UnuTepHeT-pecypcehbl:

1. JloxymeHTOBEICHUE u JIETIONTPOU3BOJICTBO: DJIEKTPOHHBIE KHUTH. - URL:
http://www.aup.ru/books/i021.htm

2. JlokyMeHTOBeJICHHE: Y4YeOHUK W TMPAKTHKYM JIJIs aKaJleMHYecKoro OakamaBpuara / IO pell.
JI.LA. loponunoii. — M.: FOpaiit, 2017. — URL: https://static.my-shop.ru/product/pdf/202/2011380.pdf

7.4 CoBpeMeHHbIe MNpodeccHOHANbHBIE 0a3bl JAHHBIX M HHGOPMAIMOHHBIC CIPaBOYHbIE
CHUCTEMBI:
3HaHuyM - https://new.znanium.com/

Jlans - https://e.lanbook.com/

IPR Books - http://www.iprbookshop.ru/

Elibrary - https://www.elibrary.ru/

HarmonanesHas anekrponnas ouodaunoreka (HIB) - https://rusneb.ru/
MexBy30BcKas dnekTpoHHas oubmmoreka (MOB) - https://icdlib.nspu.ru/
"MBUC" (B[] nepuoanueckux u3nanuii) - hitps://dlib.eastview.com/browse
OnekrponHas oudnmnoreka Tromry - https:/library.utmn.ru/

8. IlepeyeHb  MH(OPMALMOHHBIX  TEXHOJIOTHH, MCHOJb3yeMbIX TMPH  OCYLIeCTBJIEHUH
06pa30BaTeJ’IbHOFO nmpouecca mo 1MCHUuIlJInHE (MO}IyJIlO):
- Jlunensuonnoe IO, B TOM 4ucjIe 0Te4eCTBEHHOI0 NPOU3BOICTBA:
[Tnatdopma mis snekTpoHHOTr0 00yueHus Microsoft Teams.
Autodesk 3ds Max 2018, Autodesk AutoCAD 2018, Embarcadero RAD Studio 2010, MatLab
R2009a, Microsoft Office 2003, Microsoft Office 2007, Microsoft Office 2010, Microsoft
Visual Studio 2012, Microsoft Visual Studio 2012 Expression, Microsoft Visual FoxPro 9.0,
Microsoft SQL Server 2005, Windows, Dr. Web, Konctpykrop tectoB 2.5 (Keepsoft), Adobe
Design Premium CS4, ABBYY Lingvo x3 Muorosi3siunas Bepcus, ABBYY FineReader 10,
PROMT Standard 7 TUT'AHT

- CBo0oano pacnpocrpansemoe [10, B ToM 4nc/ie 0Te4eCTBEHHOI0 MPON3BO/CTBA:
7-Zip, AdobeAcrobatReader, GIMP, ModelVisionStudium, GoogleChrome, MozillaFirefox,
OpenOffice.org, UVScreenCamera, UVSoundRecorder, SMathStudioDesktop, Inkscape,
MyTestX, WinVDIG, OracleVirtualBox, AdobeMediaPlayer, Kompozer, SunRav BookOffice.

9. TexHu4ecKHe CPeACTBA U MATEPUATBHO-TEXHUYECKOE o0ecTedeHre U CIUIIIMHBI (MOTYJIs)
MyabTuMeauiiHas yuyeOHasi ayquTOPUA JeKIuoHHoro Tuna Ne 316 Ha 100 mocagouyHbIX MeCT
AJIsl IPOBe/IeHUs] TEeKYIIero KOHTPOJS M NMPOMEKYTOYHON aTTeCTAMH OCHAIEHA CIEAYIOUUMU

TEXHUYECKUMH CpeJCTBaMH OOydeHHsi M oOopynoBaHueM: ydeOHass MeOenb, OCKa ayauTOpHas,
MYJIbTUMEIMIHOE MTPOEKIIMOHHOE U aKYCTHYECKOE 000PYI0BaHUE, IEPCOHATBHBIA KOMITBIOTED.
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http://www.iprbookshop.ru/10665.html
https://new.znanium.com/catalog/product/1010803
https://new.znanium.com/read?id=355386
http://www.iprbookshop.ru/19177.html
http://www.aup.ru/books/i021.htm
https://static.my-shop.ru/product/pdf/202/2011380.pdf
https://new.znanium.com/
https://e.lanbook.com/
http://www.iprbookshop.ru/
https://www.elibrary.ru/
https://rusneb.ru/
https://icdlib.nspu.ru/
https://dlib.eastview.com/browse
https://library.utmn.ru/

MK (Intel Core i3-2120 3,3 I'T'u; DDR2 2 I'b; HDD 500 I'b; Acer v193wv: 1440x900; 19 mioiiMoB;
MS Windows 10; MS Office 2010), mpoektop (Epson EB-980W: 1280x800; 3800 am), 3kpaH
(CACTUS Wallscreen CS -PSW: 16:9; 187x332 cm).

Ha [K YCTaHOBJICHO CIIeyIoIIee IPOTPaMMHOE obecrieyeHue:
— Oducnoe I10: onepaunonnas cucrema MS Windows, opucusrit maker MS Office, mnatrgopma MS
Teams, O(UCHBIH MaKeT LibreOffice, AHTUBHUPYCHOC 110 Dr. Web.

Ob6ecneueno nposogHoe noakmoueHue [1K k nokanbHOi cetn u cetn MHTEpHET.

MyabsTuMenuiiHas yyeOHas ayauropusi ceMuHapckoro tTuna Ne 207 Ha 34 nmocaiouHbIX MECT
AJs NPOBedeHUs] MPAKTHYECKUX 3aHATHI OCHAICHA CIEAYIOUMMH TEXHUYECKHMMH CPEICTBAMU
o0y4yeHus u oOopynoBaHueM: yaeOHas MeOenb, T0CKa ayTUTOPHAS, MYJIbTUMEINHHOE POCKIIMOHHOE
U aKyCTHYECKOEe 000py/10BaHUE, IEPCOHATIBHBIA KOMIIBIOTED.

MK (Intel Core 2 Duo E450 2,2 I'Tu; DDR2 2 I'6; MS Windows XP; MS Oftice 2003; HDD 1401°6;
Acer AL1716: 1280x1024; 17 nmroiimoB), aymuocucrema (Genius), mpoextop (Epson EB-S720:
800x600; 1960 nm)

Ha I1K ycranosneHo crienyroiee nmporpaMmmuoe obecnieuenue: Oducuoe [10: onepannonHas cucrema
MS Windows, oducusiii maker MS Office, mimarpopma MS Teams, oducusiii maker LibreOffice,
anTuBupyctoe 110 Dr. Web.

Ob6ecneueno nposoaHoe noaktoueHue [1K k mokanbHO# cetn n cetn HTEpHET.
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