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1. OBILIASI XAPAKTEPUCTHKA PABOYEN ITPOT'PAMMBI MJIK

1.1. Mecto npeamera B CTPYKType OCHOBHOI 00pa3oBaTeIbHOI MPOrpaMMbl
MK «OcobGeHHOCTH OpraHU3alMOHHO-TEXHUYECKOTO O0eCleueHus: JesITebHOCTH
CyZAei» OTHOCUTCS K MpodeccuoHanbHoMy Moayo — CyneOHoe Ae10IpOnu3BOACTBO.

MJIK Hapsgy ¢ MEXIUCIMIUIMHAPHBIMU KypcaMd TPO(ECCHOHATILHOTO MOIYJIS
obecrieunBaeT popMupoBaHUEe MPOPECCUOHATHHBIX KOMITETCHIIHA.

1.2. Ieas u ni1anupyemsble pe3yjabTathbl ocBoenust M/IK

Pabouas nporpamma no aucuuiuinHe «OCOOEHHOCTH OPraHU3alMOHHO-TEXHUYECKOIO
o0ecrieyeHns JEATEIIbHOCTU Cy/Aei» CTaBUT CBOEH IENIBIO JaTh CTYJACHTaM IpeICTaBlIeHUs 00
OCHOBHOM JOKYMEHTALIMH U JIEJIONPOU3BOJCTBY B CyJI€, 00 yMEHUHU BECTH pabOTy ¢ JOKYMEHTaMuU
(perucTpanusi,  KOHTPOJIb  MCIIONHEHMSA, CIOpaBOYHO-WH(pOpMalMOHHAas  paboTa), 00
UCIOJIb30BaHUHU HH(POPMALIMOHHBIX TEXHOJIOTHH U JOKYMEHTHPOBAHUM U OPraHU3aluH PaOOThI
C JOKyMEHTaMH U T.J., 00 OCYyIIECTBICHHH OCHOBHBIX MEPONPUATHI HampaBICHUS
OpraHU3alMOHHOrO 00eCIIeYeHHs AEITENbHOCTH Cy/a.

3amaun npenoJaBaHus JUCIUTUIMHBL:
- JlaThb TPEACTaBIECHUS IO OCYIIECTBIECHUIO IOJHOMOYHUI COOTBETCTBYIOLIErO0 paOOTHUKA
anmapaToM cy/ia O COOTBETCTBUH C €r0 JIOJKHOCTHBIM PETJIaMEHTOM;
- HAy4YMTh I0JIb30BaTbCd HOPMATUBHO-METOJMUECKUMH TOKYMEHTAMHU IO JAEJIONPOU3BOJICTBY B
Cyle, a TaKke BecTH padoTy ¢ JOKyMEHTaMHu (dKCHEeIUIMOHHas o0paboTKa, perucTpanus,
KOHTPOJIb UCTIOHEHUS, CIIPaBOYHO-HH(GOPMAIIMOHHAS padoTa);
- HAy4YUTh COCTABJIATH U OQOPMIISATH HOMEHKIIATYpY ZIel B cyze, GopMHpOBATh JAea Ha CTaAuU
IPUHATHS U Ha3HAUEHUs K Cy/eOHOMY PaCCMOTPEHHUIO U MOCIIE UX PACCMOTPEHUs, COCTABIISTD,
penakTupoBaTh U 0GhOPMIIATH OPraHU3ALMOHHO-PACTIOPSAUTENIbHbBIE TOKYMEHTHI, HCIIOJIb30BaTh
MH(POPMALIMOHHbIE TEXHOJIOTUHU IIPY JOKYMEHTUPOBAHUH M OPraHU3aluy paboThl C JOKYMEHTaMH;
- HAYYUTh OCYIIECTBIIATH MIEPBUYHBINA yUeT CTATUCTHUECKON MH(OPMAIMK B Cye Ha OyMaKHOM
HOCHUTEJIE U B JJIEKTPOHHOM BH/IE;
- OCYIIECTBIIATH CIPABOYHYIO paboTy MO y4eTy 3aKOHOIATeNIbCTBA U CyJeOHOM MPAKTUKE B CY/C.

Pe3ynbraToM 0CBOCHUS AUCHUILINHBI ABISAETCS (OPMUPOBAHUE Y 00YHAIOIIUXCS
CJIEYIOIINUX KOMIIETECHIIUMN:

I1K 1.1. OcymiecTBasTh paboTy € 3asBICHUSIMH, )KaJ00aMU U UHBIMU OOpAIIEHUSIMU TPaKIaH 1
OpraHu3aIiii, BECTU IPUEM IOCETUTENEH B CyIE.

[IK 1.2. [Tonaep>xuBaTh B aKTyaJIbHOM COCTOSIHUU 0a3b1 HOPMAaTHUBHBIX ITPABOBBIX aKTOB U
CyneOHOM TTPaKTHUKH.

I1K 1.3. OGecrieunBath pabOTy OPITEXHUKU U KOMITBIOTEPHOU TEXHUKH, KOMITBIOTEPHBIX CETEH U
IPOTPaMMHOT0 00eCieueHHsI Cy10B, CAaliTOB CyZI0B B MHPOPMALMOHHOTEICKOMMYHHUKALIMOHHOM
cetu "UnaTepuer" (manee - cetb MIHTEpHET).

[IK 1.4. O6ecrnieunBath paboOTy apxuBa cya.

[IK 1.5 OcymiecTBisITh BeieHHE CYIeOHON CTATUCTUKHA Ha OYMa)KHBIX HOCUTEISAX U B
3JICKTPOHHOM BHJIE.

[1K 2.1. OcymiecTBasTh IPUEM, PETUCTPAIUIO, YUET U XPaHEHHE CYJCOHBIX /eI, BEIIECTBEHHBIX
A0Ka3aTCJIbCTB U JOKYMCHTOB.

[1K 2.2. OcymiecTBasTh 0oopMIICHUE JIeNT, HA3HAYCHHBIX K CyZIcOHOMY pa30MpaTebCTRY.



[1K 2.3. OcymiecTBasTh U3BEIICHUE JINII, YIACTBYIOIINX B CYJCOHOM pa3OupaTeIbCTRBE,
IPOM3BOJIUTH PACCHUIKY M BpyUYeHHE CYACOHBIX TOKYMEHTOB M U3BEILICHHA.

[1K 2.4. OcyuiecTBisTh PETUCTPALHIO, YUET U TEXHUUECKOE 0POPMIICHHE UCTIOHUTEIBHBIX
JIOKYMEHTOB I10 CyA€OHBIM JIeJIaM.

2. CTPYKTYPA U COAEP)KAHUE MK
2.1. O0beM y4eOHOro npeaMera ¥ BUABLI y4eOHOI padoThI

Bup yueOHoii paboThl O0bem yacoB
O0bem o0pa3oBaTeIbHON NPOrPaAMMBbI 60
- CamocTosiTennbHas paboTa 18
- Koncynpranuu 2
- Obs13aTenpHas yueOHast Harpy3Ka, B TOM YHCJIE: 40
Jlexyuonnwvie 3anamus 18
llpakxmuueckue 3ansamust 22

[TpomesxyTouHas arrectanus NpoBoauTcs B popme B hopme udhepeHIIupoOBaHHOTO 3aUeTa
(4 cemectp)




2.2. IllpumMepHbIH TEeMaTHUYECKHUIl IUIaH U coaepkanue MK

HaumeHoBaHue pa3iesioB U TeM

Conep:xxanue y4e0OHOIro MmaTepuasia

Bcero yacoB no yueoHomy

TIaHY

Harpy3Ka

B Tom
qucJae

3aHATUA

KOHCYJIbTAallUA

Koanl o0mux
KOMIIEeTeHIH i1

Tema 1. IlonAaTHe OpraHM3alMOHHOTO
o0ecrieyeHus AeATEIbHOCTU CYIOB.

CraHoBIIeHHE ¥ pa3BUTHE CHCTEMBI OOECIICUEHHS
JeSITeTbHOCTH CYJIOB B XOZ€ CyeOHOM pedopMBI.

[TonsTHEe W HEMM OPraHU3aLMOHHOTO OOECIICUEHHS
IEATEIILHOCTH CYIOB.

OO6mmas XapaKTEePUCTUKA
o0ecrieyeHus AeATEIbHOCTU CYIOB.

3agaun ¥ 3HAYCHHWE MATEPHUAIBbHO-TEXHHYECKOTO H
HHOT'O OGGCHG‘-IGHI/I}I ACATCIIBHOCTH  CYyHOB. OCHOBHBIE
HAMpaBJICHNs MaTepUalbHO — TEXHHYECKOTO O0eCTeYeHUs
ACATCIIbHOCTH CYJIOB. cI)I/IHEIHCI/IpOBa.HI/Ie CYIOB.

OpraHnu3aliMOHHOIO

o)

» | Obs3aTenbHas yyeOHas

v | Jlekumnu, ypoku
| HpakTuyeckue

| CamocrosTeIbHAsA padoTa,

K 1.1 - 1.5,
2.1-24

Tema 2.
OCYILIECTBIIAIOIINX
oOecrieuenne JeITEeIbHOCTH,
(YHKIMU ¥ TTIOJTHOMOYHSI.

Cucrema OpraHoB,
OpraHU3alMOHHOE
ux

Cucrema OpraHoB, OCYIICCTBIISIOIINX
OpraHHU3aIliOHHOE O0ecTieueHne MACSITENTbHOCTH MHUPOBBIX
cyniel, uxX (GyHKITUH | TTOJITHOMOYHSI.

Cucrema OpraHoB, OCYIIECTBIISIOIINX
OpraHU3aIMOHHOE 00ECTICUCHHE ACATEIHHOCTH (heIepATbHBIX
CyIOB OOIIeH IOPUCIUKIINA W apOUTPaKHBIX CYIOB, HUX
(YHKIIUU ¥ TIOJTHOMOYHSI.

Pabora ammapaToB CyAOB MO 00ECHEUEHUIO HX
JEATETHHOCTH.

OcHoBHBIE 3amauM ammapara cyjaa. l[lomHomouus
aJIMHHHCTpATOpa Cy/Ia.

IIK 1.1 -1.5,
2.1-24
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Tema 3. Pons CyneOHoro AenapramMeHTa
npu BepxoBmom Cyne PO B
obecrieueHnn JIeATeILHOCTH CY/IOB.

Cuctema, ctpykrypa u mnoaHomouuss CyneOGHOTro
JenapTaMeHTa v ero BhICIIUX JOJIKHOCTHBIX JIUII.

Vupasnenus (otaensl) CyaeOHOro aenmapramMeHTa B
CcyOBeKTax denepanuu. JlomxHOCTHBIE I,
Bosrnasisitomue CyneOHbI AenapTaMeHT npu BepxoBHOM
Cyne PO, ux noaHoMouus.

OO01mue MONOKEHUsST O B3aUMOJICUCTBUU CYIEOHOTO
nenaprameHta  npu  Bepxouom  Cyne PO c
roCy/1JapCTBEHHbIMH  OpraHaMM ¥ OOIIECTBEHHBIMHU
OpraHu3aIsIMU.

B3aumopeiicteue  CyneOHOro  memapramMeHTa  C
OpraHamu 3aKOHOJATeIbHOU BiacTu POD.

B3aunmopeiicteue  CyneOHOro  memapramMeHTa ¢
MPaBOOXPaHUTEIbHBIMU opraHamu o BOIIpOCaM
obecrieueHns NeATeIbHOCTH CyJ0B M 0€30MacHOCTH CYJCH.
BsaumopneiictBue cyaeOHOro 1enmapTaMeHTa C OpraHaMu
MCIOJIHUTEJILHOM BJIACTH.

K 1.1 - 1.5,
2.1-24

Tema 4. OOmas xapaKTepUCTHKA
OpPTaHU3aIMOHHOTO o0ecrieueHHs
JEeSITeIbHOCTH CY/IOB.

Ob6mas XapaKTEepUCTUKA OpraHU3alMOHHOTO
obecrieueHuss  aesTenbHOCTH  BepxoBHoro Cyma PO.
CrpykTypa annapara BepxoBHoro cyna.

OpranuzanuoHHoe  obecriedeHue  JIeATeIbHOCTH
Koncturynnonnoro Cyna P®. OGecnieuenue nesTEIbHOCTH
BOCHHBIX CYJIOB.

K 1.1 - 1.5,
2.1-24

Tema 5. [Ilonarue MarepuagbHO-
TEXHUYECKOIO0 M HHOro obecnedyeHus
NEeATEIbHOCTH CY0B.

3HaueHHEe W 3a/1ayd MAaTepUaJIbHO-TEXHUUYECKOro M
WHOTO 00€CTICUCHHUSI IeITEIILHOCTH CYJIOB.

OCHOBHbIE HaNPABJICHUS MATEPUATLHO-TEXHUUECKOTO
obecrieueHus IesATeIbHOCTH Cy/10B. DMHAHCHPOBAHHUE CYIOB

IIK 1.1 -1.5,
2.1-24

Tema 6. KampoBoe obecrneueHue
JESTEILHOCTH CYIOB.

KanpoBoe obecrieuenne AeATeIbHOCTH CYIOB.

[TonsiTue wu oOmias XapakTepUCTHUKa IPABOBOTO
craTryca cyzei.

[Topsimok popMuUpoOBaHUS CYyACHCKOTO KOpITyca.

TpeOGoBanusi, TpeabsABIsEMble K KaHIWIATaM Ha
JOJIKHOCTB CYJIbH.

Cpox mnonHomouunii cyaed. OCHOBaHUS M HOPAIOK
MPUOCTAHOBJICHUS U NMPEKPAICHUS OJHOMOYUH CyAeH.

K 1.1 - 1.5,
2.1-24
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Opraau3zanus cuenuaibHON (FOPUANIECKON) yueOnl u
MOBBIIIEHUS KBANU(UKAUU paOOTHUKOB CY/IOB.

KBanudukanoHHble KIAcChl, KIACCHBIC YHHBI H
CHelHalbHbIE  3BaHWs, TMPUCBAWBaeMble  CyIbIM |
paboTHHKaM anmapata cyoB 1 CyneOHOoro JaenapTaMeHTa.

Tema 7. MexayHapoIHO-IIPaBOBOE
COTPYAHMYECTBO  KaKk  OJHO W3
HallpaBJICHUN OpraHU3alOHHOIO
o0ecrnieueHus AesITeIbHOCTH Cy/10B.

MexnyHapOAHO-TIPABOBOE COTPYAHHUECTBO KaK OJHO 8
W3  HAmpaBlICHWH  OPraHU3aliOHHOTO  O0eCredeHUs
JeSITeIbHOCTH CY/IOB.

[IpaBoBbIe OCHOBBI MEXTyHapOIHOTO
COTPYJIHUYECTBA CyIeOHBIX OPTaHOB OOMICH FOPUCIUKITUH.

[lemn, OCHOBHBIE  3aJaud W  HaINPABICHHUS
MEXIYHAPOJAHO-TIPABOBOTO  COTPYJHUYECTBA  CyIEOHBIX
OpTaHoB.

IIK 1.1 -1.5,
2.1-24

Tema 8. Hayunast opranusanus tpyaa u
eé 3HaYEeHHUE B OpTraHu3aluu
NEeSATEIbHOCTH CyJa.

Ilonarne, nmenu W 3ama4yd HAy4YHOM OpraHU3ALUHU 8
Tpya IPUMEHUTEIBHO K OPraHU3ALMH IE€ATEIbHOCTH CYJI0B.

OCHOBHbIEC HamNpaBJICHUS] TPUMEHEHHS TOJIOKEHUM
HOT (mayunas opraHm3anus TpyJaa) NpH OpraHU3aIlud
paboThI B cy1ax.

OcHOBBI TONUTUKU UHGOPMATU3ALUU CY/IOB.

WudpopmanmonHoe  obecrieueHue  JIEATETBHOCTH
CYyJIOB.

Hcnonb3oBaHMEe KOMIIBIOTEPHBIX TEXHOJIOTMM B
JEeSATEIbHOCTH CYJIOB.

K 1.1 - 1.5,
2.1-24

Bcero no kypcy: 60

40

18

22

20

IIpakTnyeckue 3aHATHS

HaumeHnoBanme pa3aesioB 1 TeM

HaunmenoBanue MNPAKTHYECCKOro 3aHATUSA

KoanuectBo
4acoB

Tema 1. I[ToHsATHE OpraHU3AITHOHHOTO
o0ecrnedeHus 1eATeIbHOCTH CyI0B.

Ipaxmuueckoe 3anamue Ne I:

«CraHOBJICHUE W PA3BUTHE CHCTEMBI O0SCIICUCHIS NEITCILHOCTH CYAO0B B X0/1€ CyAcOHOH peopMBI.

O6H.Ia§[ XAPAKTCPUCTHUKA OPraHrU3alluOHHOT0 obecrieucHuUs ACATCIIBHOCTH CYJIOB».

2

Tema 2. Cuctema OpraHos,
OCYIIECTBIISIONINX OPTaHU3AIMOHHOE

Ilpaxmuuecroe 3anusmue Ne 2:
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obecriedeHue NesiTebHOCTH, X QyHKIMK | «CucTeMa OpraHoB, OCYIIECTBISIFOIIUX OPraHU3alMOHHOE 00ecieueHIe AeITeIbHOCTH MUPOBBIX 2
Y TIOJTHOMOYHSL. cynel u penepaabHBIX CyIOB O0IIEH FOPUCIUKITUHN, UX (DYHKIIUU ¥ TOTHOMOYHS.
Ilpaxmuuecroe 3anusmue Ne 3:
«Pabora anmapaToB CyJIOB [0 OPraHU3AIMOHHOMY 00ECIICUEHHIO JesiTebHOCTH. [ToTHOMOYHS
aIMUHUCTPATOPA CYIay. 2
Tema 3. Ponb Cynebnoro aenapramenta | [Ipakmuueckoe 3auamue Ne 4: «Cucrema, cTpykTypa 1 nonHomouunsi CyaeOHoro fenapTaMeHTa u ero
ipu BepxoBHoMm Cyne P® B obecrnieueHun | BBICIIHUX TOKHOCTHBIX Juil. B3anMopaeiicteue CyneOHOTO ernapTaMeHTa ¢ PaBOOXPAHUTEIbHBIMU
JeSITEIHOCTH CYIOB. OpraHaMH 1o BompocaM o0ecnedeHusl AeATEeIbHOCTH CyI0B B O€30IMacCHOCTH CY L. 2
Ipaxmuueckoe 3anamue Ne 5:
«OO0mas xapaKTeprCcTUKa OPraHU3aIlMOHHOTO o0ecTieueHus aesTenbHocTH BepxosHoro Cyma PO.
CrpykTypa amnmnapaTta BepxoBHOTO cyma». 2
Ipaxmuueckoe 3anamue Ne 6:
Tema 4. OOm1ast XxapakKTepUCTUKA «Opraam3anuoHHoe obecneueHue aestenbHoctd Koncrutynmonnoro Cyna PO. ObecnieucHue
OPTraHHU3AIMOHHOTO 00CCIICUCHHS JICSATEIIbHOCTH BOCHHBIX CYIIOBY. 2
JeSITEIHOCTH CYIOB.
Tema 5. Ilonarue MaTepuaibHO- Ipaxmuueckoe 3anamue Ne 7: 2
TEXHUYECKOTO M HHOTO 00eCTICUeHUS «3HaveHUE U 3a/1a4¥ MATEPUATHHO-TEXHIUYSCKOTO ¥ MHOTO 00CCIICUCHUS ICITCIbHOCTH CYIOBY.
NEATETHLHOCTH CYJIOB. Ilpaxmuuecroe 3anusmue Ne 8:
«OcHOBHBIE HaNPaBJICHHUS MAaTEPUATHHO-TEXHHYECKOTO 00ECIICUEeHHUS ACSITEIHbHOCTH CYIOBY. 2
Ipaxmuueckoe 3anamue Ne 9:
Tema 6. KanpoBoe obecrieucHme «[Topsimok opMupoBaHus cyaelickoro kopiyca. TpeboBaHus, MPeIbABISCMBIC K KaHAUIATaM Ha 2
JeSITeTHOCTH CYIOB. JIOJDKHOCTH cynibu. KBanudukamoHHbIe KIIAacChl, KJIACCHBIE YHHBI U CIICITUAIbHBIC 3BaHUS,
MIpUCBanBaeMbIe CYIbSIM M pabOTHHKAM ammapaTa cyaoB i Cyne0HOro nemapTaMeHTay.
Tema 7. MexayHapoIHO-TIPaBOBOE Ilpaxmuuecroe 3ansamue Ne 10:
COTPYJIHUYECTBO KaK OJHO 3 «llemu, OCHOBHEIC 3aJla4M U HAMPABJICHUS MEXTyHAPOHO-IIPABOBOTO COTPYTHUYECTBA CYACOHBIX
HaIpaBJIeHUI OpraHU3aIOHHOTO OpTaHOBY. 2
o0ecreyeHus! IesITeIbHOCTH CYJIOB.
Ilpaxmuuecroe 3ansmue Ne 11:
«[TonsTHE, 1IN U 331a4U HAYYHOUN OpraHU3aIliy TPyAa MPUMEHUTEIEHO K OpraHU3alliu
Tewma 8. Hay4nas opranuzamus Tpyna u JesiTenbHOCTH cy10B. MHbopMaImonHoe o0ecrieueHne IeATENbHOCTH CYIOBY.
e€ 3HaYCHUE B OpraHu3aIliu 2
JICSITSIILHOCTH CYJIa.
HNTOI'O | 22




3. YCJIOBUS PEAJIM3ALIMU ITPOT'PAMMBI MJIK

3.1. Ocnamenue y4eOHOro kabuHeTa

JloCTIKEeHHEe OCHOBHOW Ienu u3y4yeHHs Kypca: «OCOOCHHOCTH OpraHHM3alMOHHO-
TEXHUYECKOTO OOecCredeHus: NeATeIbHOCTH Ccyaei» TpeOyeT obOecrnedeHuss WHPOPMaIMOHHO-
TEXHUYECKUMHU PECYPCAMH.

J1ns1 ipoBeIeHNs! JIEKLIMOHHBIX 3aHATHI CIIONBb3YIOTCS IPOEKTOP, HOYTOYK.

B kauectBe cpencTB MaTepHATbHO-TEXHHYECKOTO OO0ecreyeHuss TaHHOH y4yeOHOU
JUCLHUIIJIMHBI MIPEIyCMAaTPUBAETCSI MCIOJIb30BaHUE KOMIIBIOTEPHOTO Kjlacca, ¢ WCHOJIb30BAHUEM
KOMITbIOTEPHO# nporpammsl Power Point.

Kpome Toro, nist 3ppeKTHBHOrO U Ka4eCTBEHHOI'O MPOBEICHUS 3aHATUI HCIOJIb3YeTCs
MYJIbTUMEINITHOE 000pyIOBaHUE.

3.2. UndopmanmnonHoe obecriedeHre peaan3anun NporpaMmmbl

Hopmammmble npaeoesle aKkmol:

1. Kouncturynuus Poccuiickoit deneparuun

2. O cyneb6noit cucteme Poccuiickoii @eneparun: denepanbHblii KOHCTUTYIIHOHHBIN
3aKk0H OT 31.12.1996 Ne 1-®K3.

3. O cynmax oOmeil ropucaukiun B Poccuiickoit @eneparun: DenepaibHbIi
KOHCTUTYIMOHHBIN 3aKkoH OT (07.02.2011 Ne 1-®K3

4, O Cyneonom nemapramente npu BepxoHom Cyne Poccuiickoit depepanuu:
®enepanbHblil 3ak0H 0T 08.01.1998 Ne 7-03

3. O rocymapcTBeHHOW  rpakaaHckol  ciyx0Oe Poccmiickoit  denepanuu:
®denepanbHblii 3akoH ot 27.07.2004 Ne 79-03 // C3 PO.

6. 006 obecrieueHnn 10CTyIa K HHGOPMAIMKM O JIEATEILHOCTH CyJI0B B Poccuiickoit

®enepanun: PeaepanbHbii 3aKkoH 0T 22.12.2008 Ne 262-D3
Ocnosnasa numepamypa:

7. Packun, /[. 1. Meronuka u mpakTHUKa apXUBOBEACHUS : YUCOHHUK JJISI CPEIHErO
npodeccuonanbHoro oopazoBanus / JI. . Packun, A. P. CokonoB. — MockBa : U3mparenbcTBo
IOpaiit, 2020. — 339 c.

8. Hemenkosa, C. . Apxusosenenue. Mcropus apxuBo Poccun ¢ npeBHeMmmnx
BpeMeH 0 Hadama XX BeKa : yueOHOe MocoOue s CpeHero mpo¢eCCHOHAIBHOTO 00pa30BaHuUs
/ C. W. llemenkoBa. — Mocksa : U3narensctBo FOpaiit, 2020. — 153 c.

9. [ITaxomanoBa, O. KO. Opranuzanus rocyiapCTBEHHbIX yupexaeHud Poccum :
yaeOHoe mocobue tsi cpeaHero npodeccnonansaoro obpazosanus / O. F0. lllaxoganosa. — 2-¢
u3a., nepepad. u gomn. — MockBa : MzmarensctBo IOpaiit, 2020 ; Tromenp : M3marenbcTBo
TrOMEHCKOro Tocy1apcTBEHHOI0 YHUBepcuTeTa. — 161 c.

Jlonoanumensnan numepamypa:

beikoBa, T. A. JlokymMeHTanmOHHOE OOecredeHne ympaBieHus (aenonpousBoacTBo) [Tekcr] :
YuebHoe mocobue / Poccuiickuii rocy1apCTBEHHBINH T'yMaHUTAPHBIA YHUBEPCUTET. - 2. - MoCKBa
: 000 "HayuHo-u3garenbckuit LEHTP NHOPA-M", 2021. - 304 C.
http //znanium.com/catalog/document?id=360476

MapneBa, M.B. Pycckuii s3Ik B 1e710BOM nokymeHTanuu [Tekcer] : YueOnuk / Brnagumupckmii
rocynapcTBeHHbIi yHuBepcuteT uM. A.I. u H.I'. CroneroBbix, ¢-1 MypoMcKuid HHCTHUTYT. - 1. -
MockBa : OOO "Hayuno-uznmarenbckuii 1entp HWHOPA-M", 2021. - 323 c.
http://znanium.com/catalog/document?id=364723

Kynpssuesa, E. B. Kak nanucars cynebHoe pemienue [ DneKTpoHHBIH pecypce] : - / KynpsiBiiesa
E. B., [Ipokynuna JI. A. - 4-e uzn. - Mocksa : FOpaiit, 2020. - 265 c. https://urait.ru/bcode/449834



http://znanium.com/catalog/document?id=360476
http://znanium.com/catalog/document?id=364723
https://urait.ru/bcode/449834

Kynse, H.H. KoudunennmaibHoe ae10NpOW3BOJACTBO W 3AIIMINCHHBIA  AJICKTPOHHBIN
nokymeHToobopot [Teker] : Yuebnuk / Beepoceuiickuii HayqyHO-HCCIe10BATEIbCKII HHCTH- 18
TYT JOKYMEHTOBEICHUS M apXUMBHOTO Jena ; Bcepoccuilckuii HaydHO-HCCIIEIOBATEIIbCKHUI
WHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO JIeJla ; Y PalbCKUI rOCyJapCTBEHHBIN I0OPUIUYECCKUN
yHuBepcuter. - 2. - MockBa : M3pmarensckas rpynma "Jloroc", 2020. - 500 c.
http://znanium.com/catalog/document?id=367431

Kyuun, M. B. Cyne6HOe HOpMOTBOPYECTBO: KOHIENTYaIbHbIE OCHOBHI [ DJIIEKTPOHHBIN pecypc] :
Monorpadus / Kyuann M. B. - Mocksa : FOpaiit, 2020. - 275 c. https://urait.ru/bcode/455876

HNHTepHET-pecypcenl:

1. http://www.chr.ru/law/ CaliT, ¢ KOTOpPOrO BO3MOXEH JOCTyH K TEeKCTaM
NPAaKTHYECKH BCEX POCCHHICKUX 3aKOHOB.

2. http://www.rg.ru/oficial/ OdunuanbHbiil CAalT POCCUHCKOM Ta3eThl.

3. http://www.benran.ru/Lib_kat.htm/ bubauoreunsle Kkaranoru.

4. http://www.rsl.ru/ Poccuiickas ['ocynapcTBeHHast OubnmnoTexa.

5. OBC biblio-online.ru.
HNHpopManMOHHO-CIIPABOYHbIE CHCTEMBI:

DnexTpoHHO-6uGIHOTe Has cuctema FOPAWAT.
CIIC «KoncynbTaHT - [1mroc».

CIIC «I"apanT».
IIporpammHoe obecnieyeHue:

Omneparmonnsie cuctembl cemeiictea Windows (Microsoft Word, Excel, Power Point u
np.).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA M/IK

Pesynbrarsl Kpurepuu onieHkun @OpMBI U METOJIbI KOHTPOJIS
o0yJeHus
(ocBOEHHBIE
YMCHUS,
YCBOCHHBIE
3HAHMS)

Vmenue: Pemenue npaktuueckux

3aaa4, TCCTUPOBAHHUC.
IMMOJIb30BAaThHCsI HOPMATHUBHO-

METOJMYECKUMHU JOKYMEHTaMH 110
JEJIONPOU3BOJICTBY B CYJIE;

BECTH paboOTy ¢ JOKyMEHTaMHU
(perucrparysi, KOHTPOJIb HCIIOJTHCHUS,

MK 1.1-1.5, CIpaBOYHO-UH(POPMAILIMOHHAS paboTa);
2.1-24 COCTaBIATH U 0YOPMIIATE HOMEHKIIATYPY
JIeJT B CyJIe;

dbopMupoBaTh Jesia Ha CTa U NPUHATUS U
Ha3HAYEHUS K Cy/1Ie0HOMY PacCCMOTPEHUIO U
MocJie UX PACCMOTPEHUS;

COCTaBJIATh, PEAAKTUPOBATH U OPOPMIISATH
OpraHU3alMOHHO-PACTIOPAAUTEIbHBIE
JIOKYMEHTHI;



http://znanium.com/catalog/document?id=367431
http://www.chr.ru/law
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o0pamiarh K UCTIOIHEHUIO IIPUTOBOPHI,
peleHus, ONpeaeIeHus U IIOCTAaHOBIICHUS
cyna;

UCIIO0JIb30BaTh HH(OPMAIIMOHHBIE
TEXHOJIOTMH MPU JOKYMEHTUPOBAHUU U
opraHu3zanuu paboThl ¢ JOKyMEHTaMH;

OCYILIECTBJISATh IEPBUYHBIN yUET
CTaTHCTUYECKOM MH(OpMaLMK B Cy/ie Ha
OyMaXHOM HOCHTEJIE U B SJICKTPOHHOM
BU/IE;

OCYHIECTBIIATH (HOPMUPOBAHHE JAHHBIX
ONEpaTUBHON OTYETHOCTH;
OCYIIECTBIISITH CIIPABOYHYIO paboTy Mo
y4eTy cyAeOHOM MPaKTUKH B CY/IE;

OCYU.[CCTB.HHTB OCHOBHBIC MepOHpI/IHTI/IH
HampaBJIeHUs OPraHU3AIIMOHHOTO
obecrnievueHus IesITeIbHOCTH CY/a;

K 1.1 - 1.5,
2.1-24

3HaHue:

HOPMAaTUBHO-MCTOJAUYUCCKHUEC JOKYMCHTBI 11O
JOKyMEHTALMOHHOMY 00€CIIeYeHUIO
paboTsl cyaa;

KJIacCU(UKALIUIO CITY>KEOHBIX JTOKyMEHTOB U

TpeOOBaHMUS K HUM B COOTBETCTBHUH C
I'OCT;

KOMITBIOTEPHYIO TEXHUKY U COBPEMEHHBIE
UH(POPMALIMOHHBIE TEXHOJIOTHH;

OCHOBBI OXPaHbI TPyAa U TEXHUKHU
0€30ITaCHOCTH.

Onpoc yCTHBIN U
IMMCHbMEHHBIM,
TECTUPOBAHUE
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