®enepanbroe rocy1apeTBEHHOE 06Pa30BATEIEHOE BIOMKETHOE
YYPEeKICHHE BHICIIEro oOpasoBanus

«®@unancoBblii yuueepcuter npu IlpaBurenncrse Poceniickoi Penepanun»
(PuHyHHBepCHTET)

CypryTexuii puHAHCOBO-3KOHOMHYECKHIl KOJLTENXK
(Cypryrekuii gpuanaa PHHYHHBEpCHTeTA)

YTBEPKJIAIO
3am. aupexkTopa I

« 7 ctcecse 2023T.

PABOYAS ITPOTPAMMA YYEBHOHW JUCHMUILIWHBI

OI1.04 JToxyMeHTaUHOHHOE 0OeCIeYeHHe YIpaBIeHH s
38.02.06 ®uHaHCH

Cypryt - 2023 1.



2

PaBouas nporpamma yueGHOM AMCIMIIMEEL cootBeTcTBYeT Tpeboanusm ®I'OC CIIO
cnenmanbHocTd  38.02.06 dunancel, paspaboTama Ha  OCHOBE [IpnmepHoit  ocHOBHOI
06pa3oBaTenbHOM MPOTpaMMBl CPEAHEr0 MPOdECCHOHATHHOIO obGpaszoBanus (manee - ITOOIT
CIIO) nmo cunemmanshoctn 38.02.06 Ounancel, paszpaboTanHoii MoCKOBCKEM (hHHAHCOBBIM
KoJie/pkeM DelepalbHOro TOCYIapCTBEHHOTO GIOIUKETHOr0 06pA3oBaTeTBHOIO YUPEeXJICHASL
BhICIICTO  obpasosanms «DHHAHCOBBI YHUBEPCHTET —TPH IIpaBurenscTBe  Poccuiickoit

Denepannn» B 2018 roxy

Paspaboruuk: Cyryna Anacracus Brammuposna, 1IpeIoiaBaresib.,

Penmenzent: T.A. Bparuna, npenojapatens  ABTOHOMHOM — HEKOMMEpPUYECKO¥
npo)eccHOHANBHON  06pazoBaTebHON opramsanuu  «CypryTckuil HMHCTHTYT SKOHOMHKH,

YNPaBIICHHUS W 1ipaBay.

Paboyast nporpamva y4eGHOH [MCHMIUTMHEI paccMoTpeHa u PEKOMEHIOBaHa K
YTBEPIKJICHHIO HA 3aCC/laHMH INpPEJAMETHOH (UHMKIOBOH) KOMHCCHH 06MmenpodecCHoOHaNIbHbIX
JHCIHIUTAH.

Mpotokon o « 57 » Acet & 2027 1.3 72

IMpencenarens [TIK @/ JLM. Tammmosa




3

COJIEPYKAHUE

1.OBIIIAA XAPAKTEPUCTHUKA PABOYEH [TIPOTPAMMbBI 4

YYEBHOU JUCIUTIINHBI
2.CTPYKTYPA U COJIEPYKAHUE YYEBHOM JTUCLUMUTUIMHBI 5
3.YCJIOBUSI PEAJIM3ALIMMYYEBHOM TUCIIATIIMHGI 11

4 KOHTPOJIb U OLIEHKA PE3VJITATOB OCBOEHUS YUEBHON 14
JTIACLIATUIUHBI



4

1. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOW PABOYEM
IMPOT'PAMMBI YUEBHOM JJUCHUTIJINHBI

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOII 00pa3oBaTe/ibHOI

NpOrpaMMBbl:

VYyeOnas JUCLUTUIMHA «JlokyMeHTalMOHHOE oOecrieueHue
YOPaBICHUSINSIBISCTCS 00s3aTEILHONM YacThi0 0O0IIENPOdheCCHOHAIBHOTO IUKIA
oOpa3oBarenbHOl  mporpammbl B cootBerctBuM ¢ PI'OC  CIIO 1o
crienanbHOCTU38.02.06 OUHAHCHI.

VYuebHas aucnuiuinHa «JlOKyMEHTAIIMOHHOE OOECIeUeHUue YIpaBICHUSD)
oOecrieunBaeT (QopMupoBaHUE MPOPECCHOHATBHBIX M OOUIMX KOMIETEHIUH I10
BceM Bugam jedareapbHocTd PI'OC CIIO mo cnemmanpHOcTH 38.02.06 DHHAHCHI.
Oco0oe 3HaueHHe NUCHUILIMHA UMeeT npu GopmupoBanuu u pazputun [1K 1.5,

[IK 3.4, IIK 4.1, IIK 4.3.
1.2.llenb u JIaHUpyeMble pe3yJabTAThl 0CBOEHUSI IUCUMIJIMHBI:

B pamkax mnporpamMmbl y4eOHOW IUCHUIIMHBI OOYYarOUUMHUCA OCBAaHWBAIOTCS

YMCHHA 1 3HAHUS

Kon YmMenus 3HaHus
[1K, OK
IIK 1.5. | OdbopMiIsITh TUIaTEKHBIE TOKYMEHTHI Oco0eHHOCTH COCTaBJICHUS

[IK 3.4. | (37€KTPOHHBIE 3asBKM HA KACCOBBIE PACXOMBI M | 3aKYIIOYHON JOKYMEHTAIUH

K 4.1 IUIaTEXKHbIE TOPYUEHUS) ISl IPOBEACHUS HupopmaninoHHbIE TEXHOJIOTUN

KaCCOBBIX BBIILJIAT B IIpoecCuOHATbHOM
I1K 4.3.

HpOBCpHTL HCO6XOI[I/IMYIO JOKYMCHTAIHUIO UIA | ACATCIbHOCTU
3aKIIFOYCHUA KOHTPAKTOB OcobenHoCTH OopraHu3alvu U

HpOBCpHTL HeO6XOI[I/IMy'IO AOKYMCHTALUIO U1 | IPOBCACHUA KOHTPOJIbHBIX

3aKITIOYCHUS] KOHTPAKTOB; TIPUMEHSI T MEPOTIPUSTHIA OpraHaMH,
IpOorpaMMHOE oOecreueHHe TpH OCYIIECTBIISTIOIIMH
OCYIIECTBICHNH (PHHAHCOBOTO KOHTPOJISL. (UHAHCOBBIN KOHTPOJIB.
OdopMIIAT pe3yabTaThl IPOBEIEHHBIX OcobeHHOCTH TPOBEICHUS
KOHTPOJIbHBIX MEPONPUATHIA TyTEM 3aKyIOK TOBAapoOB, paboT, yCIIyr
COCTaBJICHUS aKTOB U CIIPABOK; IPUMEHSTh OTJEeNbHBIMU BUJIAMHU
nporpamMMHoe obecrieueHre (GUHaAHCOBOTO IOPUANYECKUX JIULL.

KOHTPOJISL.
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2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOH JUCHUNIMHBI U BU/bI Y4eOHOH padoThl

Ounas popma o0yuenust

Bun yaeOHoO# paboThI O0Bbem B yacax
O0Bem o0pa3zoBaTeIbHON TPOrPaMMbl YI€OHON JUCITUTITMHBI 40
O06beM paboThl 00YUYAIOIIUXCS BO B3AaMMOJICHCTBHH C TIPETIOAaBATEIIEM 32
B TOM YHCIIE:
TEOpeTUIeCKoe 00yueHue 12
MPAKTUYECKHUE 3aHITUS 20
nabopaTopHbIE pPabOThI -
KOHTPOJIbHbBIE paOOTHI -
KypcoBasi pabota -
camocTosTeNnbHas paboTa 8
KOHCYJIbTallHs -
[TpomesxyTouHas arrectanus B popme qudpepeHInpoBaHHOTO 3a4eTa

3aouHas popma o0yueHust

Bun yue6Hoi paboTbl O0mwem B yacax
O6bem 06pazoBaTenbHOM NporpaMmMbl y4eOHON AMCHUIUINHBI 40
O6bem paboThl 00yJarOIUXCs BO B3aUMO/ICHCTBHUH C MpENoaBaTeneM 8
B TOM YHCIIE:
TeopeTudecKkoe o0ydeHue 2
NPaKTUYECKHUE 3aHATHS 6
n1abopaTopHbIe pabOTHI -
KOHTPOJIbHBIE paOOTHI -
KypcoBas paboTa -
caMOCTOSITeNIbHAs paboTa 32
KOHCYJIbTaIlUs -
[Tpomexxyrounas arrectauus B popme qudQepeHInpoBaHHOTO 3a4eTa




2.2.TemaTu4yecKuii MJaH M CcoAep:KaHUE Y4YeOHOW JUCHMILIUHBI
(3aounas popma 00yueHus)
O6bvem | Camocrosi- | Teoperu- | [IpakTu-
HaumenoBanwue pa3aeiioB u TeM B TeTbHAS 4eCKOe | YEeCcKue
gacax pabota | oOydeHHE | 3aHATHSI
PA3JIEJ 1. JOKYMEHTUPOBAHUE 24 20 1 3
YIPABJIEHYECKOMU AEATEJBHOCTHU
Tema 1.1 Bsenmenuwe. JloKymMeHTHpOBaHUE
YIPaBIECHYECKOU JACSITEILHOCTH 6 S -
Tema 1.2. Cucrema opranu3anmoHHO- 6 5 1 1
pacnopsiANTEIbHON JOKYMEHTAIluU
Tema 1.3./lenexHble 1 HUHAHCOBO-PACYECTHHIC 6 5 1
JIOKYMEHTBI
Tema 1.4.JloroBopHO-TIpaBOBasi JOKyMEHTAIUS 6 5 1
PA3JIEJI 2. OPTAHU3ALIUSI PABOTDI C 16 12 1 3
JOKYMEHTAMU
Tewma 2.1. IlonsiTue 1OKYyMEHTOOOOpOTA,
perucTpanus JOKyMEeHTOB, UCTIOJIHEHNE 5 4
JIOKYMEHTOB
Tema 2.2. 1
WNHupopmalinoHHbIE TEXHOJIOTUHU B ) 4 1
JIEJIONPOU3BOJICTBE
Tema 2.3. Opranu3zanus onepaTUBHOTO U 6 4 9
APXUBHOTO XpaHEHUsI TOKYMEHTOB
Bcero, uac 40 2 2 6

TemaTuyeckuil IJIaH M coAep:KaHUe Yy4YeOHOM AMCUMILIMHBI (OYHAas

¢popMma 00yueHus)

HaumenoBanue Coneprxanue yueOHOro MaTepuaa u Obmnem B Konpt
paszienoB U TeM (GbopMBI OpraHU3aIiH IS TeTbHOCTH gacax KOMITETEHITHA,
o0yyaromuxcs (bopMHpOBaHHUIO
KOTOPBIX
CIIOCOOCTBYET
AIIEMEHT
POTPaMMBI
1 2 3 4

PA3JEJ 1. IOKYMEHTUPOBAHUE YIIPABJEHYECKOU JEATEJBHOCTH

Tema 1.1 Baeneuue.

JIOKYMEHTHPOBAHHE 1. 3HaueHue U cofepKaHUe AUCIUIUIMHBI
YIIpaBICHIECKOI «/lokymeHTalMOHHOE obecrieueHue
eSTETBHOCTH VIIpaBJICHUA» K CBI3b €€ C APYTUMH

Conepxanue yueOHOro MaTeprasia

JTUCIUTIIIMHAMA  00111€00pa30BaTeIbHOTO
U cOeumaidbHOro I1WKiIoB. IloHsATHE
TEPMHUHOB «ITOKYMEHT,
«IOKYMEHTHPOBAHHUE,
«TOKYMEHTaIlHOHHOE
YIPaBICHUSY. Hcropus

oOecrieueHue
pa3BUTHUSA

11K 3.4,4.1,4.3




Hay4YHBIX IIPEACTABICHUI 0
JOKYMEHTAITMOHHOM o0ecrieyeHUN
ynpaBieHusi. COBpEMEHHOE COCTOSHUE
JOKYMEHTAITHOHHOTO obecrieueHHs
YIpaBIECHUA. HopmaTtusHO-n1paBoBas
0aza opraHM3anuu JOKYMEHTAI[HOHHOTO
oOecrieyeHHs YNIPaABJICHUS KaK OCHOBA
TEXHOJIOTUM  TIPOILIECCOB  YIPABJICHUS.
CocraB ympaBJICHYECKUX JOKYMEHTOB.

[Tonsitue CUCTEM JIOKYMEHTaLIUH.
QyHKIMOHAIbHBIC u OTpacIIeBbIC
CUCTEMbI JOKYMEHTalUUU. Y HUDUKAIKS U
CTaHIapTH3AIUS YIPaBICHICCKHIX
JIOKYMEHTOB.
Tema 1.2.Cucrema | Coneprkanue yueOHOT0 MaTepuaia [IK3.4,4.1,4.3
OpraHM3aIMOHHO- 1.VaudunupoBanHas cucremMa
PACTIOPHTENBHO OpTraHU3aIIOHHO-PACTIOPS AU TEILHOM
nokymenTtanuu (OPJ]). TOCTer va OP/I.
JIOKyMEHTAITU!
TpebGoBanus K 0 OPMIICHUIO
JIOKYMEHTOB. Knaccudukanus
OpTraHU3aIMOHHO-PACTIOPS AU TESILHOM
JIOKyMEHTaIUU: OpraHU3alOHHBIE,
pacropsIuTeIbHbIC, CIIPaBOYHO-
uHpopmanronHsle. OpraHU3alMOHHbBIE
JIOKYMEHTHI: yCTaB, MOJIOKEHHE.
PacnopsimutensHbie JIOKYMEHTBI:
MPHUKa3bl, paCHOPsHKCHUS,  yKa3aHUs,
MOCTAHOBJICHHUS. CrpaBouHo-
WH(OPMAITMOHHBIE JIOKYMEHTHI:

JIOKJIaHas (cmy>xebHast) 3amnmuckKa,
OOBSICHUTEIIbHAS 3alMCKa, aKT, CIPaBKa,
ciry>)keOHbIe THChbMa. JIOKYMEHTHPOBaHHE
TPYIOBBIX TpaBooTHomeHu. CocTaB u
0COOCHHOCTH O(GOpPMIICHHS JOKYMEHTOB
110 JITMYHOMY COCTaBY.

B TOoM umucie mpakTHYeCKHX 3aHATHH U
71a00paTOPHBIX pabOT

1. Odopmnenue JTOKYMEHTOB c
oMol nporpammbel MicrosoftWord.
Coznanue madIoHa TOKYMEHTOB.

2. CocraBneHue u odopmiieHne
pacToOpsIUTEIBHBIX M CIPaBOYHO-
WH(OPMAIIMOHHBIX TOKYMEHTOB
3.TIpoBepka TpPaBUIHLHOCTHOGOPMIICHUS
OpTaHU3AI[MOHHBIX JJOKYMEHTOB.

4. KagpoBoe 1em1onpou3BOACTBO

CamocTtosTenpHas paboTa o0ydyaronmxcs
W3ydyeHrne oUIMAIBHBIX MaTEpUANIOB C
OpUIMALHEIX ~ CaliTOB  OCOOEHHOCTH
0hOpMIICHUSICTIPABOYHO-

uH(OPMAITMOHHON JOKYMEHTAITUH,
OPraHU3aALMOHHON Y PaCTIOPSIANTEILHON




Tema 1.3.JleHe)KHBIC
u ¢dbuHAHCOBO-
pacueTHbIC
JIOKYMEHTBI

Copneprxanue yueOHOTo MaTepuaa

1. OcoOeHHOCTH COCTaBJICHUS U
o(opMIICHHS ICHEKHBIX U (PUHAHCOBO-
pacyeTHbIX JOKyMeHTOB. OdopmiieHne
JIOBEpEHHOCTEH OPUITMATILHON 1 TUYIHOM.

B TOM 4ucie NpakTUYECKUX 3aHATUU U
71a00paTOPHBIX pabOT

1.OdopmieHHE MIATEKHBIX JOKYMEHTOB

CamocTtodaTtenbHas paboTa 00ydyaronuxcs
1. Pabora ¢ yueOHOWH U CHpaBOYHOU
nuteparypoil. CocTaBiieHUE TECTOB I10
teme 1.3

IIK 1.5

Tema 1.4.JloroBopHo-
IpaBoBast
JOKYMCHTAaI A

Cogepxanue yueOHOro MaTepuana
1.IlonsitTue  moroBopa  (KOHTpakTa),
COIVIANICHUs,  NPOTOKoJia.  Tumoas
dbopma goroBopa. OCHOBHBIE pa3eibl
JoroBopa. Buapl 1OroBOpoB:  KyIUIU-
NPOJaXH, TMOCTaBKH, KOMHCCHH U JIp.
Buasl nmoroBopoB B cdepe 3aKymok.
JlokymeHTBI, odopMIIsIOmure TOPSIOK
paccMOTpeHuUs CIIOpOB MEXTY
IOpUIMYEeCKUMU  JunamMu.  llpaBuia
oopMIICHHS TPETEH3UOHHBIX  IHCEM.
OcoOeHHOCTH  NPOBEACHUS  3aKYIOK
TOBapOB.

B TOM umcie NnpakTUYECKUX 3aHATHUU H
71a00paTOpHBIX paboT

1. OcobeHHoCTH
3aKyMOYHOM TOKYMEHTAIIUH.

COCTaBJICHUA

CamocTosrenbHast paboTa o0yyaronmxcs
Hcnonb3ys MHGOPMAIMOHHO HPaBOBYIO
cucreMy U VIHTepHET pecypchbl COCTaBUTh
0030p  CyHIECTBYIOIIMX  IIAOJIOHOB
JOKYMCHTOB JIIs JAOKYMCHTHPOBAHUS
yIpaBJIEHYECKOH 1 TeTbHOCTH.

IIK 1.5,3.4,4.1.

PA3JEJI 2. OPTAHU3ALIMSA PABOTHI C JOKYMEHTAMU

Tema 2.1. Ilougrme
JIOKyMEHT0000pOTa,
perucrpauus
JIOKYMEHTOB,
HUCITOJTHEHHE
JIOKYMEHTOB

CopepxaHue yaeOHOTO MaTepuana

1. CocraB u yder o0peMa
JOKyMEHTOO00pOTa  MPENNpHUsITHA U
opranmzaruii. Opranm3ainus padoThl C

JIOKYMEHTALUEM, MOCTYHAOIIEH B
YUPEXKICHUS, MPEANPUATHS,
OpraHu3aliu; IIpUeM BXOJISIIINX
JIOKYMEHTOB, IKCIIEIUITMOHHAS
0o0paboTka, MPEBAPUTEIBHOE
paccMOTpeHHne u pacrnpeneneHue,
perucrpanus, paccMOTpEHUE
JIOKYMEHTOB PYKOBOJICTBOM,

ucnonHenue. Ilepepaua  JOKYMEHTOB
BHYTPH OpraHU3alMH. YUeT KOJINYECTBa
JO0KyMeHTOB. KoHTponb  ucnosnHeHus

K 3.1, IIK 3.4




JOKyMeHTOB. Opranuszanus M TEXHHUKa
KOHTPOJII HUCIIOJIHCHHS. THIIOBBIE W
WHJUBUIyaJIbHbIE CPOKH  HMCIOJIHEHUS
JIOKYMEHTOB, CHUCTEMA ACKH
(aBTOMATU3UPOBAHHBIH KOHTPOJIb
HCITOJTHEHHS JOKYMEHTOB).

Tema 2.2.
Nudopmarnmonnsie

TCXHOJIOT'HMH
ACJIOIPOU3BOJACTBEC

Copepxanue yueOHOro MaTrepuana
1Ucnonbs3oBanmne IIPOTPAMMHOI0
obecrnieueHus TUISt peleHus
po(heCcCHOHANLHBIX 3a]1a4.

B TOM 4ucie NpakTUYECKUX 3aHATUU U
J1a00paTOPHBIX pabOT

1.0¢opmieHne TOKYMEHTOB € TIOMOIIBHIO
nporpamMbel  MicrosoftWord.PaGora ¢
ANIEKTPOHHBIMU AoKyMeHTamu. Co3aHue
CEepUMHBIX nHUceM. Pacchlulka TOTOBBIX
nuceM. IlpukiagHas cpema - cucrema

YIIPaBJICHUS 0azamu JTAHHBIX
MicrosoftAccess. Ba3el maHHBIX A
XpaHEHHSI uHpopMaLIU —

KOHCTPYHpOBaTh 0a3y JaHHBIX; BBOJIUTH,
pellakTUpOBaTh, KOIMUPOBaTb M YAAJIAThH
3aIUCH. Pabora C 3apocamH.
®opMupoBaHue OTYETOB. ITouck
JOKYMEHTOB. XpaHeHHe u o0paldoTka
O0sIbIINX 00BEMOB JTAaHHBIX.

2. Hcnonbp3oBaHUE UHTETPUPOBAHHBIX
CUCTEM JIEJIONPOU3BOCTBA U
yIpaBiIeHUS JUIs aBTOMATHU3ALNH
pabouero mecra. Pab6ora B cpeze Internet
U TI0Jb30BaHUE DJIEKTPOHHON TOYTHI.

OneKTpoHHAas rouTa: HIOHSTHE,
Ha3Ha4yeHHe, CO3/IaHUE U OTIPABKA CBOUX
COOOILIEHHIH, MIOJIy4YEHUE HOYTBHI.

O3HakOMUTBCA € MpodeccrOHAIBHO
opuentupoBanubM [10 B obmactu JIOY.
[Touck HeoOxomuMoil uHboOpManuu B
o0nactu JTOKYMEHTUPOBAHHUS.
OteuecTBeHHBIE Ppa3pabOTKH MPOrpamMmm
apromatuzanuu J1OY u apxuBHOro nena.
OcHOBHBIE yTpo3bl MPO(eCcCHOHANBHOM
0e3onacHOCTH

CamocrosrenbHas pabota o0yyaronmxcs
Hcnonb3ys MHGOPMAIMOHHO MPaBOBYIO
cucreMy u IHTEpHET pecypchl COCTaBHUTh
0030p MPOrpaMMHBIX pELIeHUH I
BE/ICHUS JOKYMEHTO000pOTa C epeyHeM
byHKIUH, KOTOpBbIE IporpaMma
peanuzyer. CocraBuTh TalnuIy
CPaBHUTEIHLHOIO aHAJIN3a MIPOrPaMM

1K 4.1, 4.3.
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Tema 2.3.
Opranuzanus
OIIEpPAaTUBHOIO 5

APXUBHOI'0 XpaHCHUA

CopepxaHue yaeOHOTO MaTepuana

1. Cucremartuzanus JOKYMEHTOB U UX
XpaHEHUe. Howmenxkiarypa JIelL.
[IpuMmepHBIE U THUIIOBbIE HOMEHKJIATYPHI

IIK 3.4

nen. OdopMmieHre HOMEHKIATYPHI eIl 2
AOKYMCHTOB TpeboBanust k  OQOPMIICHHUIO  JEI.
XpaHeHue JTOKyMEHTOB B CTPYKTYPHBIX
nonapaznenenusx. IloaroroBka pen K
clja4ye B BEJJIOMCTBEHHBIN apXUB.
B TOM uucie NpakTUYECKUX 3aHATHU H 2
71a00paTOPHBIX pabOT
1. ITpoBepka MpaBUILHOCTH COCTaBJICHUS 5
HOMEHKJIATYPHI JIeN
[Tpomexyrounas arrectauus B popme JI3K 2
Bcero: 40
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3.VCJIOBUSA  PEAJIM3ALIMA  TIPOTPAMMBI  VUEBHOM
JTUCLHUTIJIMHBI

3.1. MarepuajJbHO-TEXHUYECKOE O0ecneyeHue:

JIist peanuzanuu OporpaMmbl y4eOHOW TUCHUIUIMHBI IPEIYCMOTPEHBI: J1a00paTopHst
HNH(popMallMOHHBIE TEXHOJOTHMH U JOKYMEHTAl[MOHHOE obecredyeHne mnpodheccHoHaIbHON
JEATENIHOCTH M MacTepckas [0 OpraHM3allid ONEPaTHBHOIO M apXMBHOTO XPaHCHHs
JOKYMEHTOB.

Macrepckasi 1O OpraHM3aliyd ONEPAaTHBHOIO M AapXWUBHOTO XPAHEHHs JOKYMEHTOB
OCHaIIICHA:

—KOMITBIOTEPAaMH 10 KOJIMYECTBY OOyd4aromuxcsi W 1 KOMIBIOTEp MpernogaBaTesis,
OCHallICHHBIMHU O60py1IOBaHI/ICM JUIA BBIXOJ4 B I/IHCI)OpMaIII/IOHHO'TCHCKOMMYHI/IKB,HI/IOHHYIO CCTh
WHTepHer;

—TIpOTrpaMMHBIM O0€CTIeYeHHEM: OTlepaluoHHoN cucreMoir Windows;

—paboYuMK MECTaMH 110 KOJIMYECTBY OOYUYarOLIHXCS;

—pabo4uM MECTOM MperoAaBaTelis, OCHAICHHBIM MYJIbTUMEINHHBIM 000pYI0BaHUEM;

—IOCKOI;

—MHOTO(YHKIIMOHAIBHBIM YCTPOHCTBOM;

—KOMIUIEKTOM  y4e0HO-METOJMYECKOH  JOKyMEHTAalluH, BKIIOYAONIMM  y4eOHO-
METO/IMYECKHE YKa3aHMS IS CTYICHTOB IO IPOBEIACHHMIO MPAKTHYECKUX M JIaOOpaTOPHBIX
pador.

Jlabopatopuss MH(pOpMalMOHHBIE TEXHOJOTMH ¥ JIOKYMEHTAIlMOHHOE OO0eCIeueHue
po(heCCHOHANBHON JeATeIBbHOCTH, OCHAIEHHA HEOOXOJMMBIM Ui pealM3aldil MpOrpaMMbI

y4eOHON JUCIUTUIIMHBI 000PYI0BAHUEM U MPOTPAMMHBIM 00ECTICUCHHEM.
3.2. MapopmanuoHHoe oOecneyeHne peau3auy NporpaMmmMbl

Jliia peanu3anuu MporpaMMbl OMOIMOTEUHBIN (GOHJT UMEET MevaTHble pecypchl. Mmeercs
JOCTYIl K 00pa30BaTeIbHOMY HHTEpHET-nopTantypenosuroputro@unyHuBepcutera. CTyIeHTHI
UMEIOT BO3MOYKHOCTh PabOThl C YAAJCHHBIMH PECYpCaMM 3JIEKTPOHHO-OMOIMOTEUHBIX CHUCTEM
(OBC) ®unyHuBepcuTeTa U3 JHOO0N TOUKU, TOJKIIOYEHHON K ceTH Internet, B T.4. U U3 JoMa:

— Znanium http:/library.fa.ru/resource.asp?id=498;

FOPAWT http://library.fa.ru/resource.asp?id=645:

Yuusepcuterckas oubnmoreka onnain http://library.fa.ru/resource.asp?id=544;

BOOK.ru http://library.fa.ru/resource.asp?id=535;

JTanms http://library.fa.ru/resource.asp?id=574.



http://library.fa.ru/resource.asp?id=498
http://library.fa.ru/resource.asp?id=645
http://library.fa.ru/resource.asp?id=544
http://library.fa.ru/resource.asp?id=535
http://library.fa.ru/resource.asp?id=574
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3.2.1. HopMaTHBHO-NIPABOBbIE AKTHI

1. Koncrurynus Poccuiickoit denepaunu (C yueToM U3MEHEHUI)

2. «['paxnanckmii konekc Poccuiickoit @enepanuu (dacth nepsasi)» ot 30.11.1994 N
51-®3.

3. «I'paxmanckuii kogekc Poccutickoit denepanun (yacte BTOpas)» oT 26.01.1996 N
14-®3.

4. «Hanorossiii konekc Poccuiickoit ®@enepanuu (yacts nepsasi)» ot 31.07.1998 N
146-03

5. «Haumoroseiii koaekc Poccuiickoit @enepanuu (dacts BTOpas)» oT 05.08.2000 N
117-®3

6. Tpynosoii konexc Poccuiickoit @eneparum» ot 30.12.2001 N 197-03

7. ®enepanbubiii 3akoH 0T 05.04.2013 N 44-@3 «O KOHTpakTHOU cucteme B chepe
3aKyIIOK TOBApOB, pabOT, YCIYT JUIsl 00ecTieueHHs TOCYJapCTBEHHBIX U MYHULIUTIATBHBIX HYKI

8. ®enepanbubiii 3akoH oT 18.07.2011 N 223-03 «O 3akynkax TOBapoB, paboT, yciayr
OTJICIIbHBIMU BUJAMH IOPUINYECKUX JIULDY

9. ®enepanbubiii  3akoH ot 27.07.2006 N 149-@3 «O6 wunbopManuwy,
UH(OPMAILIMOHHBIX TEXHOJOTHAX U O 3alUTe HHPOPMALIHI.

10. TOCT P 7.0.97-2016. HamumonaneHbiii cranmapT Poccuiickoit ®denepanuu.
Cucrema craHaapToB 10 HHPOpManMM, OUOIMOTEYHOMY U  H3AATEIbCKOMY  JEIy.
OpraHu3allMOHHO-paclopsIUTeNbHass ~ JOKyMeHTauus.  TpeGoBaHus K  o(opMieHHIo
nokymeHToB" (yTB. [Iprkazom Poccrangapra ot 08.12.2016 N 2004-ct) (pex. ot 14.05.2018)

11. TOCT 51141-98. [lenonpou3BOACTBO U apXUBHOE J1es10. TepMUHBI U ONpeAeICHHUS.

12. TOCT 6.10.5-87. YHuuuupoBaHHBIE CHUCTEMBbI JOKyMEHTalMW. 1pedoBaHUS K
MOCTPOEHHUIO popMyIisipa-oopasia.

13. TumoBas MHCTPYKIMs 1O JENONPOM3BOACTBY B  (elepajbHbIX  OpraHax
UCTIONHUTENbHOW BiacTH Poccuiickoit ®denepanuu (yTBep:kIeHa NpUKa3oM MUHKYIBTYpPbI

Poccum ot 08.11.2005 Ne536), M., 2006.

3.2.2 OCHOBHBIE HCTOYHUKH

1. beixoBa, T. A. JlokymMeHTallmOHHOE o0ecrieueHre yrnpaBieHus (JeTOMpOU3BOACTBO) :
yaeOnoe mocobue / T.A. beixoma, T.B. Kysuenosa, JI.B. Cankuna; mom o6m. pen. T.B.
KysnenoBoit. — 2-e u3z., nepepad. u jgom. [DnektponHsiii pecypc] — Mocksa : UHOPA-M,
2023. — 304 c.
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2. Tanuesa, H. B. JlokymMeHTanmoHHOe oOecriedueHue ympapieHus : yueOHuk / H. B.
[Nanuesa, XK. K. ['anues. [DnexkTponnsblit pecypc] - Mocksa : U3a. Jlom HUTY «MUCuCy, 2021.
- 188 c.

3.2.3.2JIeKTPOHHbBIE pecypChl

1. http://www.consultant.ru. - CrnpaBouno-npaBoBast cuctema «Koucyaprantllmocy»

2. http://www.garant.ru - CripaBouHo-mipaBoBasi cuctema «[ apanrT

3.2.4 lonoJIHUTEIbHbIE HCTOYHHKH
1. bapanosa, E. K. Undpopmanronnas 6€30nacHOCTh W 3amuTa uHOpMaIuu: ydeoHoe
nocobue / E.K. bapanosa, A.B. babani. — 4-e u3n., nepepad. u gom. [DIeKTpoHHBIN pecype] —

Mocksa: PUOP: UH®OPA-M, 2022. — 336 c.

2. Kypnan «J1enonpon3BoiICTBOY.


http://www.consultant.ru/
http://www.garant.ru/

14

4KOHTPOJIb M OIEHKA PE3YJBTATOB OCBOEHHMS YUYEBHOH

JUCHUIIJINHBI

PesyabTaTsl 00yyeHHs Kpurtepun onenkn MeTtoabl OLICHKH
3HaHus:
OCHOBHbIE HCTOUYHUKU UH(OpMALIUU U [TpaBuiibHOCTH OhopmiieHUST | Y CTHBIM
pecypchl AJis peleHus 3aaa4 JIOKYMEHTALMU,[IPUMEHAEMOH | (IIMCbMEHHBIN )OITpoC.
dopmat opopmiieHus: pe3yabTaTOB B IpoeccuoHanbHoi
NOUCKa UHPOPMALIUU JIeSITEIIbBHOCTH TectupoBaHue.
Copepxanue akTyanbHON HopMaTHBHO- | CooTBeTcTBHE BHIOOpA
MIPAaBOBOM JTOKYMEHTALIMU TEXHOJIOTUH O0(hOpMIICHUS IIpoBepka
[Icuxonoruueckre OCHOBBI JIOKyMEHTOB COBPEMEHHBIM MPAKTUYECKUX
JESATEIbHOCTH KOJUIEKTHBA TpeOOBaHUSAM paboTu o1eHKa
CoBpeMeHHbIE CpeCTBa U JIOKyMEHTO000pOoTa PE3yIbTATOB.
porpaMmmMHoOe o0ecrieyeHue B
poecCHOHANBEHOM e TeNIbHOCTH 3auér
[TpaBuiia opopmiieHHs JOKYMEHTOB
[TpaBuiia opopmiieHUs 3aKyITOUHOMN
JIOKYMEHTaIu!
WHupopmalinoHHbIE TEXHOJIOTUHU B
poecCHOHANBEHOM NesTeNIbHOCTH
Oco0OeHHOCTH OpraHU3alH U
MIPOBEJCHUS KOHTPOJIBHBIX
MEPOIIPUATHIA OPraHaAMH,
OCYIIECTBISIOMUMU (PUHAHCOBBII
KOHTPOJIb
Ymenus:
AHanM3UpoOBaTh 337a4y U ONPEIEISITh Bnanenue npaBunamu OKcnepTHOE
ATaIbl perieHus COCTaBJICHUS U OPOpMIIEHUsI | HAOJIO/IEHUE U
CTpyKTypHpOBaTh MOIYyYAEMYIO JIOKYMEHTAllUU B OLICHKA Ha
uH(popMalLrio; 0pOPMIISATH PE3yJIbTaThl | COOTBETCTBHUHU C MPaKTUYECKHUX
MIOMCKa HOPMAaTHUBHBIMHU 3aHATUSX TPU
OnpenensiTh aKTyaabHOCTh JIOKyMEHTaMH. BBITIOJTHCHUH
HOPMAaTUBHO-TIPaBOBOM JOKyMeHTaluu | OdopMieHue pe3yibTaToB paboTHI.

B3aHMOJICHCTBOBATh C KOJUIETaMH,
PYKOBOACTBOM, KJIMeHTaMHul paMOTHO
0pOPMIISITh TOKYMEHTHI 110
poeCCHOHATEHON TEMaTHKE
[TpumeHsTh cpencTBa
MH(OPMALIMOHHBIX TEXHOIOTHH JIJIs
perieHus mpohecCHOHATBHBIX 3a71a4
Hcnonp30BaTe00KETHOE
3aKOHOJIATEIILCTBO

0hOPMITATH TIATEKHBIE TOKYMEHTHI
MPOBEPATH HEOOXOAUMYIO
JIOKYMEHTAITUIO JUTS 3aKTFOUCHUS
KOHTPAKTOB

0(OPMIISITh PE3yJIbTAThI MPOBEICHHBIX
KOHTPOJIBHBIX MEPOIIPUATUH IIyTEM
COCTAaBJICHUS aKTOB M CITPABOK

Mo¥cKa HHPOPMAITUH.
HaBpiku ocyniecTBieHus
MIPOBEPKU HEOOXOTUMOI
JIOKYMEHTAUH JIJIS
3aKIIFOYEHUSI KOHTPAKTOB.
JleMoHCTpanus aHanmsa
colepKaHUs
YIPaBICHYECKHUX
JIOKYMEHTOB.

HaBpiku B ucronb30BaHun
MIPOrPaMMHOTO O0ecTeueHue
B opranuzanuu JOVY.

Onenka pemeHuit
CUTYallMOHHBIX
3amad.

OueHka pe3yabTaToB
BBITTOJIHEHUS
MIPaKTHYECKON
paboTHI.

3auét
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