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1. IEJI1 U 3AJIAYU OCBOEHMUSA AU CHUIIJIMHBI:

Llesin ocBOeHMS THCIMILIHHBI:
- 0 OpPMIISITH TOKYMEHTALIMIO B COOTBETCTBHH C HOPMAaTUBHON 0a30ii, NCHIONB3ysl HHPOPMALIH-
OHHBIC TEXHOJIOTHHU U CPE/ICTBA OPTTEXHUKH;
- UCTIOJIB30BATh YHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH;
- OCYIIECTBIISATh XPaHEHUE, IOUCK JIOKYMEHTOB;
- UCTIOJIH30BATh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B JIEKTPOHHOM JIOKyMEHTO000pOTE;

3agaum 0CBOEHHS JUCHUILINHEI:
- U3yYUTh OCHOBHBIC MOHATHS JTOKYMEHTAIIMOHHOTO 00€CIIeUeHUs YIPaBICHUS;
- PacCMOTPETh OCHOBHBIE 3aKOHOAATEIIbHBIC 1 HOPMATUBHBIC aKThl B 00JaCTH IOKYMEHTAIlMOH-
HOTO 00OecIeueHHUs IeATeIbHOCTH OpraHN3allniA;
- OCBOUTb IICJIH, 33141 U MPUHIIUIIBI JOKYMEHTAIIMOHHOTO 00eCIeUeHUs IeATeTbHOCTA OPTraHHu-
3aIyii;
- O3HAKOMUTHCS C CUCTEMOM JOKYMEHTAIIMOHHOTO 00CCTICUeHHSI IeITEIbHOCTH OpraHu3aIlii;
- U3Y4YHUTh TPEOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO PA3IMYHBIX BUIOB JOKYMEHTOB;
- U3yYUTH OOIIME NMPaBUIIa OpraHU3AINHI PadOTHI C JOKYMEHTAMH;
- OCBOHUTb COBpPEMEHHbIE MH(GOPMAIMOHHBIE TEXHOJOTUU CO3/IaHUs JOKYMEHTOB M aBTOMaTH3a-
MU JJOKYMEHTOO000pOTa;
- OpraHu3aIUio PabOTHI C ATEKTPOHHBIMU JJOKYMEHTAMU;
- pPacCMOTPETh BHUJIBI OPITEXHUKH M CITIOCOOBI €€ MCIOIB30BAaHUS B JOKYMEHTAIIMOHHOM obecrie-
YCHUH JICSITCIIBHOCTH OpraHU3aIHi.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII:

«JlokyMeHTalmoHHOe o0ecreueHne AESITeIbHOCTH OpraHu3auuil» — (akylIbTaTUBHAS
JTUCIUILTHHA yaeOHoro miana (PT/1.02).

TpeboBaHus K BXOJHBIM 3HAHUSAM, YMEHHSIM U KOMIIETEHLUSM CTY/AEHTa, HEOOXOAUMbIM
JUI U3YYEHUS AUCUUIUIMHBL CTYIEHT JOJKEH 3HATh OCHOBHBIE INOHATHS, HEOOXOIUMBbIE JUIS
M3YYEHHUS YKOHOMUYECKUX AUCLMIUIMH MPUKIAJHOTO XapaKTepa; YMETh OLlEHUBAaTh SKOHOMHYE-
CKY10 3()()eKTUBHOCT; BIIaJIETh HABBIKAMU CAMOCTOSITENIbHON y4eOHON pabOThI.

Jlo u3ydeHus NaHHOW AMCLUMILUIMHBI CTYAEHT JOJKEH OCBOMTH COJEp)KaHHUE Ipealle-
CTBYIOIIUX JAUCUUIUIMH (TMPaKTHK), Gopmupyromux komnerenmuwo [1K-4 (wmm ee yacts): UH-
dopmatuka (pakynbratuB), [IpodeccronanbHble KOMIBIOTEPHBIE TPOTPAMMBI.

JucuumuimHa «/lokyMeHTalnoHHOe o0ecredeHne AesITeIbHOCTH OpraHu3aIfiiy» npeurie-
CTBYET U3YUYCHHIO JUCIUTLINH, GopMupyronux kommneteHiuo [1K-4 (uum ee 9acth): DKOHOMUKA
pecypcocOepexxenust /| DKOHOMHKA TPUPOJIONIONB30BaHMS, a TAKXKE MPOXOXKICHHIO O3HAKOMH-
TeIbHON MPAKTUKH, IPEATUIUIIOMHON npakTuku u I'NA.
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3. IEPEYEHD IINTAHUPYEMBIX PE3YJIBbTATOB OBYUYEHUS
o JMCIMIVIMHE (MOAYJI0), COOTHECEHHBIX C IINTAHUPYEMBIMU
PE3YJIbTATAMH OCBOEHUA OCHOBHOM IMPO®ECCUOHAJIBHOM

OBPA3OBATEJIbHOM ITPOT' PAMMBI

Kon n nHaumenoBanue
peasiuzyeMoii Komiie-
TeHINH

IlepeyeHb MIAHUPYEMBIX Pe3yJILTATOB 00y4eHUs MO TUCIH-
inHe (MOIYJI10), COOTHECEHHBIX C HHAUKATOPAMHM 10CTHKEHUSA
KOMIIeTeHIIMH

[1K-4

Cnocoben npoBectu
cOOp, MOHUTOPUHT H
00paboTKy JaHHBIX
IS TIPOBE/ICHHS pac-
YETOB S3KOHOMHYECCKHUX
MOKa3aTesnei opraHu-
3aIin

3HaTh:

- OCHOBBI JIOKYMEHTO00O0POTAa B OPTaHU3AIIHSIX;

- OCHOBBI IOCTPOEHUS U PYHKIIMOHUPOBAHUS HHPOPMAIIMOHHBIX CH-
cTeM

Ymertsb:

- ACIIOJIB30BaTh HOPMATUBHBIC ITPABOBBIC JOKYMEHTBI B CBOCH J1esI-
TEIbHOCTH;

- cJIeIoBaTh TPEOOBAHUSAM K O(OPMIICHHIO JOKYMEHTOB

Bnaners:

- OCHOBHBIMHU METOJAaMH, CIOCOOAMH U CPEJICTBAMU TIOTy4SHUS,
XpaHeHus1, mepepadoTKu HHPOPMAIUH;

4. OBIIAA TPYIOEMKOCTD JUCIIUITJIMHBbI

4.1. O6beM TMCHHMIIHHBI B 32a4€THBIX eIHHHUIIAX (BCero) - 2
4.2. O0beM THCHUILIAHBI 0 BUAAM y4eOHOI padoTshl (B yacax)

KonngectBo yacoB
Buz yueGHoi paGoThi (bopma 0OyueHus: 0OUYHO-3a049HAs )
B T.Y. [10 CEMECTpam
BCETO T10 IJIaHy 5

KonrtakTHas paboTta 00ydaronuxcs ¢ mpe- 16 16
IIO1ABATEJIEM B COOTBETCTBUH C Y11
AyIUTOpHBIE 3aHATHUS:

JIEKIINH 8 8

CEeMHHApPbI U TIPAKTUYECKUE 3aHATHS 8 8
CamocrosTenbHas pabora 56 56
@dopma TeKyIero KOHTPOJIs 3HaHUN U TECTUPOBAHUE, TECTUPOBAHUE,
KOHTPOJISI CAMOCTOSITEIbHON paboThI: 0Ipoc OIIpoC
KypcoBas pabora — -
Buj npoMexyTO4HOM aTTecTanuu 3a4er 3a4yer
Bcero yacoB o nucuurinae 72 72

*KonuuectBo yacoB pabotsl II1C ¢ obydaromumMucs B TUCTaHIIMOHHOM (opMaTe ¢ MpUMEHEHU-
€M 3JIEKTPOHHOT0 00YyUEHHS B CIy4ae COOTBETCTBYIOIIETO PACTIOPSKEHHUS.
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4.3. Conep:xkaHue THCHMILIMHBI. PacnipenesieHne 4acoB mo reMaM U BHJIaM y4eOHOM
padoThI:
®dopma 00ydeHHUsT - OUYHO-3a0YHAS

Bupl yueOHBIX 3aHITHI ®opmMma
AyIUTOpHBIE 3aHSTUS Bansatus B | Camo- | TeKylle-
HasBanue pasnenoB u TeMm Bcero [lpakTH4yecKkue| WHTEpak- | CTOA- | IO KOH-
Jlexnumn | 3aHATHA, Ce- TUBHOW | TeJIbHAsA | TPOJA
MUHApHI ¢dopme pabota | 3HaHMH
Paszoden 1. JokyMeHTHpPOBaHUE JESITETHHOCTH OPraHU3AIMH, IPEANPHATHS, YUPEKICHHS
1.OcHOBHBIE IOHATHUS TOKyMEH- 7,5 0,5 1 0 6 ompoc
TAIMOHHOTO 00ecIeueHns
YIIPaBICHUS
2.CHCTeMBI JOKYMEHTAIIMOHHOTO 8 1 1 0 6 ornpoc
obecrievyeHus yIpaBIeHUs
3.0OpraHu3aoHHbIC U Pacio- 8 1 1 0 6 ornpoc
PAANUTCIBbHBIC JOKYMCHTDI
4. u(hopMaIioHHO- 7,5 0,5 1 0 6 orpoc
CIIPaBOYHbBIE JOKYMEHTHI
5. JIOKyMEHTBI 110 JINYHOMY CO- 8 1 1 0 6 ornpoc
CTaBy
6. Jlenosast mepenucka 8 1 1 0 6 orpoc
Pa3zden 2. Oprarnzanus pabOTHI ¢ JOKYMEHTAMHA
7. OpraHuzarus TOKyMeHT0000- 7 1 0 0 6 ompoc
pota
8. DICKTPOHHBIN IOKYMEHTO- 8 1 1 0 6 oTIpocC
obopoT
9.TenexkoMMyHHUKaITHOHHEIE 10 1 1 0 8 orpoc
TEXHOJIOTUH B 2JICKTPOHHOM [10-
KyMEHT0000pOoTe.
Hroro 72 8 8 0 56

5. COAEP) KAHME JUCHUJIMHBI (MOAYJIsI)

Pa3znen 1. JlokyMeHTHpPOBaHME JAeATEJNbHOCTH OPraHW3alUM, NPeINpUATHS, y4pe-
JKIeHUsl

Tema 1. OcHoOBHbBIE NOHATHSI TOKYMEHTAIIHOHHOI0 00ecneYeH s ypaBJIeHust

[Tonsitue «/loxkymeHnTannonHoe obOecrnedeHue ympasiaeHUs». OCHOBHBIE IIE€NH, 3aa4H,
MPHUHIIMIIE JOKYMEHTAIIMOHHOTO obecrieueHus ympasieHus. HopmatuBHO-TIpaBoBoe obecriede-
HUe «JloKyMeHTanMOHHOTO obOecreueHus yrpaieHus». OCHOBHBIC MOHATHS: «HH(OpMAIU»,
«TOKyMEHTUpPOBaHHasi HH(OpMaMs» «IOKYMEHTUPOBAHHUE», «IOKYMEHT», «PEKBHU3UTY,
«Omank», «bhopmyisip». I[IpaBuna opopMiaeHus TEKCTa C HUCIOIb30BaHHMEM HH(POPMAIIMOHHBIX
TEXHOJIOTUI

Tema 2. CucteMbl JOKYMEHTAIIMOHHOTO 00ecNeYeHUsl yPaBJIeHUsl

OCHOBHBIE TIOJIOKEHUS MO JTOKYMEHTHPOBAHUIO YIPABICHUYECKON NEATEIbHOCTH. YHHU-
dbuKaIms ¥ CTaHIAPTU3AIMS YIIPABICHYECKUX JOKYMEHTOB. [lepeueHh HOPMATUBHBIX JIOKYMEH-
ToB Juist Beaenus aenonpousBoactea. [[OCT P 6.30-2003. Ilousatue o GaHke JOKYMEHTA, BUIbI
osmankoB. [lpaBuna odpopmienns pekBuzutoB B cooTBeTcTBUM ¢ ['OCT P 6.30-2003 YrnoBoii u
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MPOJOIBHBIA CIOCOOBI PACIONOXKEHHUSI PEKBU3UTOB Ha JOKYMEHTE.. BUIbI TOKYMEHTOB M HX
knaccugukanys. [lonsTie 6aHKOBCKOM JOKYMEHTAIIMH U BUJBI JOKYMEHTOB.

Tema 3. Opranu3auuoHHbIe H PACIOPSIIUTEIbHbIE TOKYMEHTBI

Bunel opranu3alinoHHBIX JOKYMEHTOB M MX 3HaueHHe. TpeOoBaHUs K CONEPIKaHUIO U MPaBU-
na opopmiieHUsT TOKyMeHTa JIOJDKHOCTHAsE MHCTPYKIMA. TpeOoBaHUS K COJACPXKAHUIO U IPaBUIiIA
oopMIIeHHsI JOKYMEHTOB: IITATHOE PacIUCaHKe, TTOJI0KEHHE, YCTAaB.
PacnopsaurenbHble JOKyMEHTHI: KiIacCU(HKalMs, ONpeAesieHHe, HazHaueHHe. TpeOoBaHus K
oopMIIeHHIO TOKYMEHTOB: IIPUKa3, pacropshKeHue, ykazanue, nocranosienue. [lopsnox odopmie-
HUSI PACTIOPSAIUTEIBHBIX TOKYMEHTOB.

Tema 4. Un¢gopManiuOHHO-CIIPABOYHbIE JOKYMEHTBI

WudopmannoHHO-CIpaBOYHBIE JTOKYMEHTHI: Kiaccu(UKaIys, ONpeaeieHue, Ha3HA4YCHHUE.
TpeOGoBanus kK 0GOPMIICHHIO JOKYMEHTOB: IPOTOKOJI, aKT, 3aIIMCKH, CIIPaBKU. BHIBI 3amucok: 00b-
SCHUTEJIbHAA, CITy)KeOHas, noknaanas. [lopsaaok odopmiieHuss HHPOPMALMOHHO-CIIPABOYHBIX JTOKY-
MEHTOB.

Tema S. JIOKyMeHTBbI 110 JIHYHOMY COCTABY

OcHoBHbIE TpeOOBaHUS K OGOPMIICHHIO JAOKYMEHTOB I10 JIMYHOMY COCTaBY: 3asiBJICHUE O
npuemMe Ha padoTy; MpUKa3 O IMpUeMe Ha paboTy; 3aloIHEHHE TPYJOBbIX KHIDKEK M JIMYHBIX KapTo-
YyeK pabounx U CIyXalluX; XapaKTepUCTUKA, aBTOOHOrpadusi, KOHTPAKT.

Tema 6. [le10Basi nepenucka

[lepermmcka. OO6mas xapakTepuCTHKa CIy>KeOHOW nepenucku. PasHOBUAHOCTH CITy>KEOHBIX
1cemM (COHpOBOI[I/ITeJH)HOC IIUCbMO, HI/ICI)MO-HpOCI)6a, MMUCBbMO- 3a1poC, MHUCbMO-OTBET, IMHUCbMO-
coobuieHne, HHPOPMALMOHHOE MTUCbMO, MUChMO-TIPUIJIalieHue U T.1.). JJoOKyMeHThI nepegaBaeMble
0 KaHaJIaM CBsI3M (TeJerpaMma, Teseke, pakcorpamma, TenedoHorpaMmma, 3JeKTPOHHOE HCHEMO).

Pazjnen 2. Opranusanus padoTsl ¢ JOKyMeHTaMU

Tema 7. Opranuzanusi J0OKyMeHT0000poTa
[MousiTre «I0KyMeHTO000pOTY. [IpUHIIUIIBI OpraHu3alKy JOKYMeHT0000poTa. DOopMBbI OpraHu3au
paboThl ¢ mokymeHTaMu. Tabenb GopM TOKYMEHTOB, IPUMEHSIEMBIX B Opranu3aiuu. Pabora ¢ KoH-
buneHIMaTbHBIMU JOKyMeHTaMHi. OCOOCHHOCTH 00pabOTKH BXOIAIIUX JOKYMEHTOB. TpeGoBaHus K
peructpanuu A0KyMeHTOB. KOHTposb HcnosHeHus: 1OKyMeHTOB. IIpaBuna cocTaBieHHss HOMEHKIIA-
Typsl aen. @opmuposanue aen. [oaroroBka JOKYMEHTOB K apXMBHOMY XPaHEHMIO. DKCIIEPTH3a
HCHHOCTH JOKYMCHTOB.

Tema 8. J1eKTPOHHBINH JOKYMEHTO000POT
ABTOMaTHU3UPOBAHHBIC CHCTEMBI JENONPOU3BOACTBA. CHUCTEMa AIIECKTPOHHOTO JIOKYMEHT0000pOTa
(CBN), ee cTpykTypa, HacTpoiika cuctemsl. L{udpposas moamuce.

Tema 9. TeslekOMMyHHKAIIMOHHBIE TEXHOJOTHH B 3JIeKTPOHHOM J0KYMEHT0000pOTE.
OO0r1as XxapaKTepUCTHKA OPraHU3AMOHHBIX TEXHUYECKUX CPeCTB B «JlOKyMEHTAIIMOHHOM o0ecrie-
YEHUH ynpasieHus». KOMIbIOTEpHBIE CPeCTBa MOArOTOBKU JOKYMEHTOB. M3roToBieHnne, KOmupo-
BaHKE U TUPAXHUPOBaHUE NOKyMeHTOB. CpenctBa oOpaboTku qokymenTtoB. [IpaBuna 6e3omacHoii pa-
00THI ¢ OprrexHuKoi. [1opsaaok opraHu3au JOKYMEHTOO000POTa C UCIIOIb30BAHUEM CPEJICTB Teje-
KOMMYHHKAIIHH.

6. TEMbI IPAKTUYECKHUX U CEMUHAPCKUX 3AHATUA

Pazgen 1. lokymMmeHTHpOBaHHE NeSITEJbHOCTH OPraHU3aUMU, NMPEANPUATHS, Y4pe-
JKACHUSA

Tema 1. OcHoBHBbIE NOHATHS TOKYMEHTALMOHHOIO 0O0ecneuyeHusl ynpaBjienusi (CeMUHAp).
Bonpocsl no reme:
1. [Tonsatue «JlokyMeHTaIIMOHHOE 00ECTICUCHHUE YITPABICHUS.
2. OCHOBHBIE IIeNH, 3a/1a4¥, MPUHIUIBI JOKYMEHTAIIMOHHOTO o0ecreueHus: ynpapieHus. Hop-
MaTHUBHO-TIPaBOBOE 00eCIIEYECHHUE.
3. IlpaBuna oopmileHUsI TEKCTA C UCIIOJIb30BaHHEM WH(OPMAIIMOHHBIX TEXHOIOTHIMA
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Tema 2. CucreMbl JOKYMEHTALIMOHHOTO 00ecrieYeHUs! yIpaBJIeHUsI
Bonpocel o reme:
1. OcHOBHBIE MOJOKEHUS 110 JOKYMEHTHPOBAHUIO YIIPABICHYECKOM 1€ TEIbHOCTH.
2. OnpenencHre YHUGUKAIUS U CTAHIAPTU3AIMS YIIPABICHYECKUX JOKYMEHTOB.
3. Ilepeyenb HOPMATUBHBIX JTOKYMEHTOB JUIsl BEJEHUS Jenonpou3BojcTBa. [lonarue o Onanke
JIOKYMEHTA, BUbI OJIAHKOB.
4. TlpaBuna opopmienus pekBuzutoB B coorBeTcTBUU ¢ [[OCT P 6.30-2003
5. Bujbl JOKyMEHTOB 1 UX KiIacCU(UKAIHS.
6. [lonarue 6aHKOBCKOW JOKYMEHTALIUU U BUJIbI IOKyMEHTOB.
Tema 3. Oprann3auuoHHbIe H PACIOPSAUTEIbHbIE TOKYMEHTBI
Bomnpocsl no Teme:
1. Busibl oprann3aliioHHBIX JOKYMEHTOB U MX 3HaUCHHE.
2. TpeboBanus K COAEPKAHUIO U MIPpaBUiIa OPOpMIICHHUS JOKyMeHTa Jl0IKHOCTHASE HHCTPYKLIUSI.
3. TpeOoBanust Kk coAepKaHUIO U MpaBuiIa 0GOPMIICHHS JOKYMEHTOB: LITATHOE pacHHCaHUe, MOJI0-
JKCHHE, YCTaB.
4. PacniopsiiuTenbHbIE JOKYMEHTBI: KilacCU(UKaIUs, OlpeieleHue, Ha3HaueHHe.
5. TpeGoBanus k 0OPMICHHIO JOKYMEHTOB: IIPUKAa3, PACIOPSHKEHUE, yKa3aHUe, TI0OCTAaHOBJICHHUE.
6. [lopsimok odopMiIeHHs PacTIOPSIAUTENBHBIX JOKYMEHTOB.
Tema 4. UndopManiuOHHO-CIIPABOYHBIE JOKYMEHTHI
Bonpocsl no teme:
1. MadopMaiimoHHO-CIIpaBOYHBIEC JJOKYMEHTBI: KJIaCCH(PHUKAIM, ONpeeIeHne, Ha3HAUYeHHE.
2. TpeboBanus K 0(OPMIICHHIO TOKYMEHTOB: MPOTOKOJ, aKT, 3aITUCKH, CIIPABKH.
3. Bunpbl 3anucok: o0bsICHUTENbHAS, CITy:KeOHas1, TOKJIaHAs.
4. Iopsimox oopmiteHust UHHOPMALTMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Tema 5. JIOKyMeHTBI 110 JIMYHOMY COCTABY
Bonpocel o teme:
1. OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO JOKYMEHTOB IO JITYHOMY COCTaBY: 3asBICHHE O TPUEME
Ha paboTy; MpHUKa3 o mprueMe Ha padoTy.
2. [IpaBuna 3amoiHEHHE TPYIOBBIX KHIDKEK M JIMYHBIX KapTOUEK PabOYMX M CIYXKAIUX; XapaKTepu-
CTHKa, aBTOOMOTpadus, KOHTPAKT.
Tema 6. [le1oBas nepenucka
1. OOm1ast XxapaKTepUCTHUKA CITY>KEOHOM MEPENICKH.
2. Pa3HOBHIHOCTH CITy>KEOHBIX TTHCEM.
3. JlokyMeHTBI IepeiaBaeMble 110 KaHalaM CBSI3H.

Paznen 2. Opranusanus padoThl ¢ JOKyMeHTaMU
Tema 7. Opranusanusi J0KyMeHT0000pOTa
Bomnpocsl o teme:
1. [TorATHE «TOKYMEHTOOOOPOTY.
2. IpuHIMOBI OpraHU3alyuy JOKYMEHTO000poTa.
3. OcobGenHoctu 00pabOTKH BXOAAIIUX JOKYMEHTOB.
4. TpeGoBaHMS K pErUCTPALIMM JOKYMEHTOB. KOHTPOIIb NCIIOTHEHHS JOKYMEHTOB.
5. IlpaBuna coctaBieHUs] HOMEHKJIATYpsl aei. PopmupoBanue aei.
6. [ToaroroBka JOKyMEHTOB K apXUBHOMY XPaHEHUIO.
7. DKkcnepTu3a EHHOCTH JOKYMEHTOB.
Tema 8. D1eKTPOHHBIH JOKYMEHTO0000pPOT
Bomnpocsl o teme:
1. ABTOMaTH3MpPOBAHHBIE CUCTEMBI JEJIONPOU3BOICTBA.
2. Cucrema 37eKTpoHHOTO JToKymMeHToobopoTa (CO/I), ee cTpykTypa, HacTpoiika cucteMsl. L{udpo-
Basl MOATNCH.
Tema 9. TeslekOMMYHHKAIIMOHHBIE TEXHOJOTHH B 3JIEKTPOHHOM JJOKYMEHT0000pOTE.
Bonpocs! o Teme:
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1. O6mas xapakTepucTHUKa OPraHU3alMOHHBIX TEXHUYECKUX CPeACTB B «JloKkyMeHTarmoHHOM obec-
MIEYCHUU YTIPABICHUS.

2. KomnprotepHbie cpeicTBa MOJITOTOBKH TOKYMEHTOB.

3. IlpaBuna 6e30macHON pabOThI C OPTTEXHUKOM.

4. ITopsioK OpraHu3anyy J0KyMEHTOO00pOTa C UCTIOJIb30BAaHHEM CPEACTB TEJICKOMMYHHUKAIHH.

7. JABOPATOPHBIE PABOTbI, IPAKTUKYMbI

Jlannslii Bua pabotel He mpeaycMoTpeH YII.

8. TEMATUKA PE®EPATOB

Leuablo HanucaHus pedeparTa sIBJISIETCH 3aKpEIUICHUE U pacIIMPEeHUe 3HAHUN H3ydae-
MOMU TUCIUILINHEL.
1. Opranu3zanoHHbIe TOKYMEHTbI, UX Ha3Ha4eHUe U posib. OCHOBHBIE BUBI U 00IIME IpaBUIa
odopmIteHuUs.
2. O0mias xapakTepuCTHKa JOKHOCTHOW HHCTpYKIKU. Ompesienenue, CTpyKTypa coaepKaHus,
nopsiI0K 0(hOpMIICHNSI M1 OCHOBHBIE PEKBH3HTHI JOKYMEHTA.
3. HlratHoe pacniucanue. OO01mas XxapakTepUCTUKA JOKYMEHTa; (OopMa UCIIOIHEHUS, CTPYKTypa
COJIepKaHus, TOPSI0K O(OPMIICHHS U PEKBU3UTHI JOKYMEHTA.
4. PacniopsiuTeNnbHbIE JOKYMEHTBI, UX Ha3HAaYeHUE U POJib B yrpasiieHMH. OCHOBHBIE BUJIbI pac-
HOPSIUTENBHBIX TOKYMEHTOB U 00IIHe MpaBHiIa 0(pOpMIICHHSL.
5. Ilpuka3 no ocHoBHOM AeaTenbHOCTU. CTPYKTYpa TEKCTa IpUKa3a, HOPsI0K ero pa3paboTKu U
npaBuiIa 0pOpMIICHHUS PEKBU3UTOB. BhInncka u3 nmpukasa.
6. Pacniopsixenue. CTpyKTypa TeKcTa, mpaBuiia 0hOpMIIeHUs] PEKBU3UTOB.
7. Yxazanue. O011as XapakTepUCTUKa TOKYMEHTa, CTPYKTypa €ro TeKCTa, MOpsSA0K U OCOOCHHO-
CTH OOPMIICHHSI, PEKBU3UTHI YKa3aHUSI.
8. udopmanmoHHO-CIIpaBOYHBIE IOKYMEHTHI, X Ha3HAYCHHE U POJIb B yIpaBieHuu. [lepeueHp
OCHOBHBIX BHJIOB HH(OPMALIMOHHO-CITPABOYHBIX JOKyMeHTOB. Ob1re TpedoBanus K odopmie-
HUIO.
9. AxT. O61as XapakTepuCTHKa T0KyMEHTa, CTPYKTYpa TEKCTa, MOPSIOK pa3paboTku U ohopM-
JICHUS PEKBU3UTOB aKTa.
10. ITpoTokos. O0m1as xapakTepUCTUKa TPOTOKOJIA, CTPYKTYpa TEKCTa, MOPAI0K pa3paboTKu U
oopmMIIeHHS PEKBU3UTOB TIPOTOKOJIA.
11. oknanHast, oObsicHUTENbHAs 3amKcka. O01as XxapakTepUCTHKa JOKYMEHTOB, MOPSJIOK
o opMIIEHUS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.
12. CopaBka. Bugsl cipaBok O611ast XapakTepuCcTUKa JOKYMEHTA, pEKBU3UTHI CIIPABOK, OCOOEH-
HOCTU O(OPMIICHHUS.
13. Cayxe6Hoe nrcbMo. Busl mceM. CTpyKTypa, HOpsiiok ohopMiIeHus, TpeOOBaHUS K THCh-
MY, PEKBH3HTHI ITMChMA.
14. Tenerpamma u tenedoHorpamma. OO1Iast XapaKTepPUCTHKA TOKYMEHTOB, MOPSIOK 0opmIie-
HUSI PEKBU3HTOB.
15. JlokyMeHTHI IO TUYHOMY cocTaBy. Ilepedyens 1okymMeHTOB. OCOOEHHOCTH ATHUX TOKYMEHTOB.
16. OdopmiteHre KagpOBBIX MMPHKA30B, BHINMCKA U3 TIPUKa3a.
17. Odopminenue 3asBineHus, aBTOOHOrpapu, XapaKTePUCTUKHU, PE3IOME.
18. TpynoBas kamxka. [IpaBuiia oopMIIEHUS! TPYTOBBIX KHUKEK.
19. ToxymenTo060poT. OCHOBHBIE 3TaIBl JOKYMEHTO000pOTa. TexHoorus paboThl ¢ BXOS-
HIMMU JIOKyMEHTaMH.
20. Texnomnorust 06pabOTKH BHYTPEHHUX U UCXOMAIINX TOKYMEHTOB.
21. Perucrpanus JOKyMEHTOB U KOHTPOJIb UCTIOIIHEHHS TOKYMEHTOB.

®opma
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9. IEPEYEHbD BOITPOCOB K 3AYETY

1. [TonsATHE TOKYyMEHTA, CBOMCTBA M (YHKIIUU JTOKYMEHTA.

2. Busipl ynpaBieHYeCKHX JOKyMEHTOB. CHCTEMBI YIIpaBIEHYECKON TOKyMEHTAIIH.

3. JIokyMeHTBI 110 JTUYHOMY cocTaBy. CocTaB JJOKyMEHTOB IO JIMYHOMY COCTaBy, TpEOOBaHMS K
HUM.

4. PexBU3UT 10KyMeHTa. [lepedeHb peKBU3UTOB JOKYMEHTOB.

5. ®opma 1oKyMeHTa, OJIaHK TOKYMEHTa M TpeOOBaHMs K HUM. Y HU(PHUIMPOBaHHBIE (POPMBI 10-
KYMEHTOB I10 INYHOMY COCTaBY.

6. OCHOBHble JOKYMEHTbI, pernaMeHTUpYIoLLIMe yNpasBieHne NepcoHaaoM.

7. OpranuzanroHHble JOKYMEHTbI. OpraHu3alMOHHbIE TOKYMEHTHI 110 YIIPABIEHUIO [IEPCOHAIOM
U TpeOOBaHUS K HUM.

8. PacniopsinurenbHble JOKyMEHTHI. [IprKa3sl 0 TMYHOMY COCTaBy U TPEOOBAHUS K HUM.

9. lHdopMamoHHO-CIIPaBOYHbIE IOKYMEHTBI UX TPYIIIbI U XapaKTEPUCTHUKA.

10. CnyxeOHble 3aIMCKH, UX BUIBI, IPaBHiia 0(OPMIICHHUS CIYKEOHBIX 3aITHCOK.

11. CnyxeOHble (Iel0BbIe) MHUChMa, Pa3HOBHIHOCTH JIENOBBIX muceM. [IpaBuna odopmieHus
JIeJTIOBOTO TIHCHMA.

12. AXTbI U IPOTOKOJIBI, TPEOOBAHUS K HUM, IIPABUJIA COCTaBJICHUS.

13. JlokyMeHTHpOBaHHE TPYAOBBIX OTHOIIEHHWH. J[OKYMEHTBI, opopmisieMble TIpU MpUeMe Ha
paboTy, TpeOOBaHUS K HUM.

14. JToxymeHTBI, odopMiIsieMble MPHU TMEpPeBoJe pabOTHUKA HA JAPYryr0 padoTy (IOHKHOCTH),
TpeOOBaHUS K HUM.

15. JlokyMeHTUpOBaHNE TPYIOBBIX OTHOIIEHUHN. JJOKyMeHTBI, oopmIIsieMble J1JIsl TpeaocTaBie-
HUS OTITyCKa paOOTHUKY M HaIlPaBJICHUS B KOMaHIUPOBKY.

16. JlokymeHTHpOBaHUE TPYIOBBIX OTHOMIECHHH. JIOKYMEHTHI, 0)opMIIIEeMbIe TIPH YBOJIHHEHUHU
paboTHHKA.

17. TpynoBble KHUKKU paOOTHUKOB U IIPpaBUJIa UX BECHUS.

18. JIuynble nena U JIWYHbIE KAPTOUKM pabOTHHUKOB, COCTAB JIMYHOIO Jeja, MpaBuia opopmiie-
HUS, BEJICHUS U XPAHEHHUS.

19.1TonaTne 1OKYMEHTOOOOPOTA, €r0 OCHOBHBIE XapaKTEPUCTUKU M OOIIME ONepariu padoThl C
JOKYMEHTaMH.

20. ITopsimok paboThI ¢ BXOAALMMHU JOKYMEHTaMH.

21. Tlopsimok paboThI ¢ BHYTPEHHUMH JJOKYMEHTAMHU OpraHH3aIHH.

22. Tlopsimok paboThl C UCXOISAIIUMH JOKYMEHTaMHU.

23. Perucrpamusi TOKYMEHTOB, MpaBHJa PETHUCTPAIMU PA3IMYHBIX TPYMI JOKyMEeHTOB. KoH-
TPOJIb UCTIOJHEHUS IOKYMEHTOB.

24. Cucremarn3anus JOKYMEHTOB H COCTaBJICHHE HOMEHKIATYPHI Jeil. [loAroToBKa TOKYMEHTOB
JUISL JTTUTENTBHOTO XPaHEHUs!.

25. KomriekcHbIe CHCTEMBI aBTOMATH3AIAH JICTIONPON3BOJICTBA.

®opma
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10. CAMOCTOSATEJIBHASL PABOTA OBYUYAIOIUXCSA

Copnepxanne, TpeOOBaHHUS, YCIOBHS U MOPSIOK OPraHU3AlUN CAMOCTOSITEILHON PabOThI
o0yJaromuxcsi ¢ yuetoM (opMbl 00ydeHHs ONIPEEIIOTCS B COOTBETCTBHM ¢ «IloyoskeHnem 00
OpTaHM3aIMN CAMOCTOSITEILHOW pPa0OThl OO0YYaIOIUXCS», YTBEPKICHHBIM YUEHBIM COBETOM
YalI'V (mporokon Ne§/268 ot 26.03.2019r.).

dopma 00yUyeHUs1 — OUHO-3a0UHAS_

HazBanwne pasacioB U TEM

Bun camocTosiTenbHOM pabOThI

O0BeM B
yacax

®dopma
KOHTPOJIA

Paszoen 1. JIokyMEHTHPOBAaHUE AESITEIbHOCTH OpraHU3alUy, IPEANIPUATHS, YUPEXKICHUS

1.OcHOBHBIE TTOHATHUS JTIOKY- popaboTKa yueOHOro MaTepHaia, 6 TECTUPOBAHUE

MEHTAIIMOHHOTO O0ecreueHusl | MOATrOTOBKA K cllaye 3auera 3a4yeT

YIIpaBIECHUSA

2.CucteMbl IOKYMEHTALIMOH- | MpopaboTKa yueOHOro MaTepuarna, 6 TECTUPOBAHUE

HOTO 0OECITIeYeHHUs yIpaBJie- MOJrOTOBKA K CAaye 3a4eTa 3ayer

HUS

3.0OpraHu3airoHHbIE U PacIio- | MpopadoTKa yueOHOro MaTepHaia, 6 TECTUPOBAHUE

PSAUTENBHBIE TOKYMEHTBI MOJITOTOBKA K cJjaue 3ayeTa 3a4eT

4. UbopmaninionHo- popaboTKa yueOHOro MaTepHaia, 6 TECTUPOBAHUE

CIIPABOYHbBIC TOKYMEHTHI MOJITOTOBKA K cJjaue 3ayeTa 3a4eT

5. JIOKyMEHTHI 10 JIMYHOMY popaboTKa yueOHOro MaTepHaa, 6 TECTUPOBAHUE

COCTaBy MOJITOTOBKA K cljaue 3ayeTa 3a4eT

6. [lenosast nmepemnucka popaboTKa yueOHOTro MaTepHaia, 6 TECTUPOBAHUE
MOJITOTOBKA K cllaue 3ayeTa 3a4eT

Pa3zoen 2. Opranuzaiys paboThl ¢ JOKYMEHTaMHU

7. Opraau3zanus TOKyMEHTO- npopaboTKa yueOHOTro MaTepHaia, 6 TECTUPOBAHUE

o0opora MOJITOTOBKA K CcJlaue 3aueTa 3a4eT

8. DNEeKTPOHHBIN IOKYMEHTO- | IpopaboTka yd4eOHOro MaTepuana, 6 TECTUPOBAHUE

o0opor MOJITOTOBKA K cJlaue 3ayeTa 3a4eT

9. TeneKOMMYHUKAIIMOHHBIE npopaboTka yueOHOTo MaTrepuana, 8 TECTUPOBAHUE

TEXHOJIOTHH B DJIEKTPOHHOM MOJrOTOBKA K cljaue 3aueTa 3a4yeT

JIOKYMEHTO000pOTE.

®opma
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11. YYEBHO-METOJAUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE
JUCHUIINHBI

OcHoBHas JuTepaTypa:

1, Ky3ueyos, M. H. JlIokyMeHTaIIMOHHOE oOecIieueHue yrpasiaeHus. JJokyMeHTO000pOT u
JICJIONPOU3BOJICTBO : YUCOHMK M mpakTukyM Juis By30B / M. H. Ky3nenoB. — 3-¢ 3., me-
pepad. u mon. — Mocksa : UznatensctBo FOpaiit, 2022. — 461 c. — (Bricmee o6pa3o-
Banue). — ISBN 978-5-534-04275-7. — Tekcer : snekrponHbiid // OOpa3oBaTeinbHas
mwiathopma IOpaiit [caitT]. — URL.: https://urait.ru/bcode/488697
2. Illysanosa, H. H. OCHOBBI JEIONPOU3BOJICTBA. SI3BIK CIYy)KEOHOIO JOKyMEHTA : y4eO-
HUK W npakTukyM s By3oB / H. H. IllyBamosa, A. FO. lBanoBa ; mox o01ieit peaakiuei

H. H. lllyBanoBoi. — 3-¢ m3xd., mepepad. u jgomn. — Mocksa : M3marensctBo Opaiir,
2022. — 384 c.— (Bricmiee oOpasoBanme). — ISBN 978-5-534-15217-3. — Tekcr
AJICKTPOHHBIN // OO6pa3zoBaTenbHas wiaropma Opaiit [caiit]. —

URL: https://urait.ru/bcode/487943

JlonmoIHUTEIbHAS JIUTEpaTypa:

1.

2.

3.

1.

Cagonenkos, I1. H. TlpousBoactBo mno genam o0 aAIMUHUCTPATHUBHBIX MPABOHAPYILICHUSX,
OTHECEHHBIX K KOMIICTCHIIMM TAMOXXCHHBIX OpPraHoOB : Y4eOHUK Juii  BYy30B/
I1. H. CadponenkoB. — 2-e¢ uza. — Mocksa : UznarensctBo FOpaiit, 2022. — 194 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11737-0. — Tekcr : anexrponusrii // O6pa-
3oBarenbHast miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/491676
WubopmanroHHbIe CUCTEMBI i TEXHOJIOTHH B SKOHOMHUKE M ynpasieHud B 2 4. Yacts 1 :
VY4eOHuk st By30B / oTB. pea. Tpopumos B. B. - 5-e uzn. ; mep. u pom. - Mocksa :
IOpaiir, 2021. - 375 c. - (Bsiciee obpazoBanue). - URL: https://urait.ru/bcode/474195
NudopmannoHHble CHCTEMBI U TEXHOJIIOTUU B SKOHOMHKE U yrpaBieHuu B 2 4. Yactp 2 :
VY4eOHuk st By30B / oTB. pea. Tpopumos B. B. - 5-e uzn. ; mep. u pon. - Mocksa :
FOpaiit, 2021. - 324 c¢. - (Beiciiee obopazosanue). - URL: https://urait.ru/bcode/474196
YueOHo-MeTOANYECKAS JIUTEpPaTypa:

Hyperaunosa, 10. B.Metoanueckue ykasaHus A7 CaMOCTOSITENILHON pabOThI CTyeH-
TOB MO AUCHUIUIMHE “‘JIOKyMEHTAIIMOHHOE OOecIeueHue NeATeTbHOCTH OpraHu3aIui’
HKOHOMHMUYECKUX HaIlpaBlIeHUH M crienuanbHocTel Beex ¢opm oOyuenus / 1O. B. Hyper-
nuHoBa ; Y'Y, UDub. - Dnexktpon. TekcroBbie naH. (1 ¢aiin : 296 Kb). - YnpsaHOBCK :
yal'y, 2019. - 3arn. c¢ okpaHa. - HeomyOnukoBanHblif pecype. - URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/4074. - Pexxum mocryna: ObC Yal'V. -
Tekcr : 27IeKTpOHHBIN

CornacoBaHo:

(nagysrs Suonuserspe; NxoBAM K WO Ot obzozs,

JIO/KHOCTL COTPY AHHKE HAYSHOH OHDanTTEKY foANMCE nara

0) IlporpamMmmHoe o0ecnieyeHune:

®opma

e Omnepanuonnas cucrema Windows;
e [laket oucHbx mporpamm Microsoft Office.


https://urait.ru/bcode/488697
https://urait.ru/bcode/487943
https://urait.ru/bcode/491676
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUITJINHBI

VY4eOHble ayqUTOPUH Ui MPOBEACHUS 3aHATUHN JIEKIMOHHOIO TUIIA, 3aHATUN CEMHUHap-
CKOT'O THIIA, TPYNIIOBBIX U WHIUBUAYAIbHBIX KOHCYJIbTAIUN, TEKYIIETO KOHTPOJIS U MPOMEKY-
TOYHOU aTTeCTalliu, a TAaKXKC IIOMCIICHUA AJIA CaMOCTOSTEILHOU paGOTBI U noMEeumicCHus Ajis
XpaHEHHS U MPOPHUIAKTHUECKOTO 00CITY)KUBaHUS YIeOHOTO 000PYIOBaHUSI.

AyauTopuM YKOMIUIEKTOBaHbI CIIELUAIN3UPOBAHHON MeOENbl0 U TEXHUYECKUMH Cpe[l-
CTBaMH OOY4YCHUSI, CIY)KAIUMHU ISl IPECTaBICHUS ydeOHOW nHMOpMaIu OOJBIION ayauTo-
pun. {15 mpoBeneHus 3aHITHI JEKIMOHHOTO TUIIA MPEJIaraloTcsi HA0OPbI JEMOHCTPAIIMOHHOTO
000pyI0BaHUs U y4eOHO-HATIISAHBIX TOCOOHI, 00ECIICYMBAIOIINE TEMATUICCKUAE UILTIOCTPAIUH.
[TomemeHust ISl CaMOCTOSTENBHON pa0bOThl 00YUYAIONIUXCS OCHAIEHBI KOMIIBIOTEPHON TEXHHU-
KO# C BO3MOXXHOCTBIO TIOAKIIOUeHUs K ceT "MHTepHeT" U o0ecredyeHneM JJOCTyIa B AJIEKTPOH-
HYI0 HH(POPMAIIMOHHO-00pa30BaTEIBHYIO CPEIY.

13. CHEIIMAJIBHBIE YCJIOBUSA IJIAA OBYUYAIOIIIUXCSA C
OI'PAHUYEHHBIMU BO3MOKHOCTAMMU 310POBbS

B cnyyae HeoOxonuMocTH, 00y4yaroUMCs U3 YKCIa JIUL ¢ OTPAHUYEHHBIMU BO3MOKHO-
CTSIMM 310pOBBS (110 3asBJICHUIO 00YYArOIIErocsl) MOTYT MpeAIaraTbCsi OJHU U3 CIEIYIOLINX Ba-
PHAHTOB BOCHPUATHS MH(GOPMAIMH C YIETOM WX WHAMBHIYATbHBIX TCHUXO()U3UYECKHX 0COOCH-
HOCTEI:

— JUId JHII C HapyIIEHUSMH 3pEHHs: B TeYaTHOH (opMe YBEIWYCHHBIM MIPU(TOM; B
dbopme SIEeKTPOHHOTO JOKyMeHTa;, B ¢dopme ayauodaiina (mepeBoj] yueOHbIX MaTepuaioB B
ayauodopmar); B edyaTHOH Gopme Ha s3blke bpaiiins; uHIUBHlyadbHbIE KOHCYIbTALUU C MPU-
BJICUEHUEM TH(IIOCYPAONEPEBOIUNKA; MHANBUIyaJIbHBIE 3a/IaHUSI U KOHCYJIbTAlIUH;

— JJIs JIAL C HapYIIEHUSIMH CIyXa: B e4aTHOU (opme; B popMe 3IIeKTPOHHOIO JOKYMEH-
Ta; BUJEOMaTepUasbl C CyOTUTpaAMU; UHIWBUyaJIbHbIE KOHCYJIbTAIMK C IPUBJICYEHUEM CYpAO-
NepeBOIUMKA; UHIAUBUTyaIbHbIC 3a/IaHUS U KOHCYJIbTAIUH;

— JUIsl JIMLl ¢ HapyUIEHUSIMH OIOPHO-ABUTATENIbHOIO almapara: B IedaTHOW ¢opme; B
(dbopMe FIIEKTPOHHOIO JOKYMEHTA; B (hopme aynnodaiina; HHIMBUIYaJbHbIE 3a/1aHUs U KOHCYJb-
TaIHH.

B cnydyae He0OX0IMMOCTH UCHOJIb30BaHUS B Y4€OHOM IPOLECCE YACTUYHO / UCKIIIOYU-
TEJIbHO AMCTAaHIIMOHHBIX 00pa3oBaTeIbHBIX TEXHOIOTUH, opranuzanus padots! [1I1C ¢ oGyuaro-
mumucst ¢ OB3 u uHBanMaaMu NpeaycMaTpUBAeTCsl B 3JIEKTPOHHOM HH(GOPMAalMOHHO-
00pa3oBaTeNbHON Cpefie ¢ YIETOM WX MHUBHYaIbHBIX ICUXO(PU3MUECKUX 0COOEHHOCTEH.

PazpaboTumnk A norieHT baiirymosa A.A.

®opma
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Ne | Copep:xanue nsmenenusi wi ccouika | ®OHO 3aBenyro- IHopnuck Hdara
n/n | Ha npujaraeMblii TEKCT H3MEHEHHUsI mero kadgenpoii
1. Brecenne nzmenennii B i.1. a) Cnuicok  Pokkosa E.B. 27.06.24

pexoMeHIyemMoii utepatypsl . 11 «Yueb-

HO-METOINYECKOE U HH(POPMAIIHOHHOE

obecrnieueHre TUCIUILINHED ¢ 0hOopM-

nenueM IIpunoxenns 1.
2. Brecenue n3menenuii B 1.1 B) [Ipodec- Poxxkosa E.B. 27.06.24

CHOHaJIbHBIE 06a3bI JaHHBIX, HHGOPMAIIUH-
OHHO-CIIpaBOYHBIE CUCTEMBI 1. 11 «Yueb-

HO-METOANYECKOe U HHYOPMAITHOHHOE
obecrneueHre TUCIUIUIHHBD) ¢ 0popM-
nenunem [lpunoxenus 2.

®dopma A
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[Ipunoxenue 1

11. YYEBHO-METOJAUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE
JUCHUIINHBI

OcHoBHasl JuTEpaTypa:

1. Kysneyos, M. H. JIOKyMEHTAaIIMOHHOE OO€CIICUeHHE yIpaBieHus. JJOkyMeHTO000pOT U Je-

JIOIIPOM3BOJICTBO : YUeOHMK M IpakTukyM 1jis By30B / 1. H. Ky3nenos. — 3-e u3z., nepepad.

u gor. — Mocksa : U3znarenscTBo FOpaiit, 2022. — 461 c. — (Bricmiee o6pa3oBanue). —

ISBN 978-5-534-04275-7. — TekcT : anexktpoHHbIi // O6pazoBaTenbHast miardopma FOpaiit

[caiir]. — URL.: https://urait.ru/bcode/488697

2. KopueeB Urops KoncranTnHOBUY. [JOKyMEHTHPOBAHUE YIIPABICHYECKOMN NEATEIHHOCTH +

tecThl B ObC : Yuebnuk u npaktukym Jlns akagemudeckoro 6akanaBpuata / M.K. Kophees,

A.B. ITmrenko, B.A. Mamypries ; Kopuaees U. K., [Tmenko A. B., Mamypues B. A. - 2-¢ u3.
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