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I. AHHOTAIUA

1. Hean 1 3212491 TUCHUILTAHBI

Llenbr0 OCBOCHUSI UCIMTUTAHBI SIBJISICTCSI N3YYCHHE OCHOB JIOKYMEHTAIIHOHHOTO
oOecTieueHUsl IeATEeIbHOCTH OPTraHOB TOCYNapCTBEHHOW BJIACTH W YNPABJICHHS, a
TaK)Ke MHBIX OpPraHu3alui U FOPUINICCKUX JIHII.

3ajmayaMyd OCBOCHHUS AUCIUIUIMHBI SIBJISIOTCA: NPUOOpETEeHHE 3HAHUU O
CpeACTBax U cmoco0ax oOpraHu3anuu padoThl € JOKYMEHTaMH, O MECTe
JIEIIONPOU3BOCTBA B 00ECTICUCHUH YIIPABICHUECKOH AeSITEIbHOCTH, O TEXHOIOTHIX
JIOKyMEHTHUPOBAHHSI OpraHU3alMOHHO-TIPABOBHIX, pactopsIuTEIbHBIX,
WH()OPMAITMOHHO-aHATTUTHIECKUX, CIPABOYHBIX JIOKYMEHTOB, O CHEIU(DUKU
OpraHu3anuu paboThI ¢ MPOIECCYaTbHBIMU JOKYMEHTAMH.

2. Mecto mucuuminnbl B cTpykrype OOII

Juctmrmna «Opuaudeckoe TOKYMEHTOBEACHUE» OTHOCUTCSA K JIMCHUILTMHAM
o0s13aTebHON YacTh Y4eOHOTo TUIaHa, OCBAaUBAETCsl Ha 2 Kypce, 4 ceMecTp.

HJuctmmmba «Opuaudeckoe JTOKYMEHTOBEICHUE» TMPEANOJaracT TECHYIO
JIOTUYECKYI0O M  COJEPkKATEIbHO-METOAUYECKYIO B3aUMOCBSI3b C APYTUMH
JUCLHUILUIMHAMU, U3y4aeMbIMH B By3e: « Te€opusi rocy1JapCTBEHHOTO YIIPABICHUS,
«OCHOBBI TEOpUM TOCyHapcTBa W mpaBay. M3yudenuwe kypca «HOpumnueckoe
JIOKYMEHTOBEICHUE» SBJISIETCA MPEANOCHUIKON N1 u3ydeHus kypca «lIpaBoBoe
pEeryJMpoOBaHNE BHEUTHETOPTOBOM JJOKYMEHTAIUN.

3. O0LEM AMCHUILINHBI COCTABIIIET 2 3aUETHBIX €AUHULIBL, /2 aKaJeMHYeCKHX
yaca, B TOM YHCJICc KOHTAKTHAsI ayJUTOPHAsi pa0doTa: IpaKTHICCKUE 3aHATHI — 30
4acoB, CAMOCTONITeIbHAs padora — 36 4acos.

4. TlepeyeHb IUIAHUPYEMBIX Pe3yJbTAaTOB OOY4YeHUS] MO JTUCHMILIMHE
COOTHECEHHBIX C IUIAHMPYEMbIMM Ppe3yJIbTATAMH OCBOCHHUSI 00pa30BaTe/IbLHOM
MPOrpamMMBbl

IInanupyemblie pe3yJibTaThI

0CBOEHHH 00pa30BaTeIbLHOM
nporpammsl (popmupyemsie
KOMIIETEHIIHH)

IInanupyemble pe3y/ibTAThbI 00y4eHHUs 10
TUCHUILINHE

YK-4. CnocodeH nmpuMeHSITh
COBpPEMEHHbIE
KOMMYHMKATUBHbIE
TE€XHOJIOTUH, B TOM YHCJIe Ha
HHOCTPaHHOM(BIX) si3bIKe(aX),
IS aKageMH4yecKoro H
npo¢ecCuOHAJIBLHOI0
B3aMMOICHCTBUSA

VYK-4.2. CocraBnsieT B COOTBETCTBUM C HOPMAMH

PYCCKOTO  Si3bIKa JEJOBYIO JOKYMEHTALUIO
Pa3HBIX KAHPOB.

VK-4.3. CocraBiser THUHOBYKO  JIEJIOBYIO
JOKYMEHTAIlMI0 Ui aKaJIeMUYeCKuX U

poeCCHOHANIBHBIX IIeJIeH Ha HMHOCTPAaHHOM
SI3BIKE

OIIK-2. Cnoco0en
OCYLIECTBJIATH coop,
00padoOTKy, aHAJIU3 JAHHBIX

OIIK-2.1. Haxonur, oOpabaTtbIBacT u
aHAM3WpyeT WHPOpPMAIMIO I PEIICHUs
npodeccoHaNbHBIX 3a/1ay.




IS pelieHus
npogecCHOHAJIBLHBIX  3aJa4,
HUH(OPMHPOBAHUSA OPraHoOB

rOCYyJAapCTBEHHOW BJIACTH H

OIIK-2.2. Hcnonb3yer JTOCTUXKEHUS
uHpopManimoHHO W OubIMorpaduyecKom
KYJbTYPBI, uH(pOpMaIMOHHO-

KOMMYHHKAIIMOHHBIC TCXHOJIOTHUHN IJIA PCIICHUA

o0urecTBa Ha OCHOBeE | IPO(ECCUOHATIBHBIX 3a/1a4.
HH(pOPMALIMOHHOM U

Oudamorpaguyeckon

KYJbTYPbl C NpPpHMEHEHHEM

HHGpOpPMALMOHHO-

KOMMYHHMKAIIUOHHBIX

TEXHOJIOTHA M € y4eToM

OCHOBHBIX TpeOOBaHMH

HH(pOPMAIMOHHOM

0e3onmacHOCTH

IIK-9. Cnocoben | [1K-9.1. OnepupyeT 0OpUIUYECKUMU MTOHATUSIMH
o0ecneynBaTh 3alIUTY | 1 KaTErOpUSAMH; AHAIU3UPYET FOPUIUYECKUE
rPaKAAHCKHUX npaB | pakTl W BO3HUKAIOUIME B CBA3M C HUMHU
yyacTHUKOB BJJ[ u Jul, | IpaBOBbIE OTHOLIEHUS; IPUHUMAET PELICHUS U
OCYILIEeCTBJIAIOILIMX COBEpILAET IOPUIUYECKUE JCHCTBUS B TOYHOM
AeATeJbHOCTD B cepe | COOTBETCTBUM € 3aKOHOM;  IPaBUJIBHO
TAMOKEHHOI'0 JeJia COCTaBIsIET ©  OQOPMIIIET  IOPUAUYECKHUE

JIOKYMEHTBI

5. ®opMa NPOMeKYTOUYHOI aTTrecTaluu — 3a4eT (4 cemecTp).

6. SI3bIK MpenoaaBaHusi — PYCCKUIL.

. COAEP KAHUE JUCHUIITIMHBI, CTPYKTYPUPOBAHHOE
O TEMAM (PA3JAEJIAM) C YKA3ZAHUEM OTBEJEHHOI'O HA HUX
KOJIMYECTBA AKAJJEMUYECKHUX YACOB 1 BUIOB

VYyebnas nporpamMmma — HauMeHoBaHue | Bcero KonTakTHas CamocTosT
pa3ziesioB U TeEM (uac.) pabora (dac.) eJbHas
pabota
(dac.)
Jlexu | IlpakTuuec
U | Kas pabora
1. [Ipenmer, coxepkaHue, 3aaadu 8 4 4
Kypca CHOPUIUYECKOE
JIOKYMEHTOBEICHUE
2. Ucrtopus pa3BUTHUS 8 4 4
JiesIonpounsBoacTea B Poccun




3. [Tonsatue noxymenrta. CBolCTBa 8 4 4
nokyMeHta.  Ilpu3Haku  QyHKIUH,

KJ1accuuKaIys JTOKyMEHTOB.

4, OO01ue TpeOoBaHUS K 8 4 4
o(OpPMIICHUIO JOKYMEHTOB M OJaHKOB

JIOKYMEHTOB.

S. Cucrembl JOKYMEHTALIUH 8 4 4
6. Opranmzanus CITYKOBI 8 4 4
JIEIOTIPON3BOICTBA

1. Opranuzanus AeJ10MpOu3BOJICTBA 8 4 4
o  MpeIOKEHUAM, KajobamM |

3asBJICHUSIM TPaK/IaH

8. IOpunnueckne 1OKyMEHTHI. 8 4 4
Q. OCHOBBI FOPUIMYECKON TEXHUKH. 8 4 4
UTOI'O 72 36 36

I11. OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

VYyeOnas nmporpamma —
HalMEHOBAHME PA3JIENIOB U TEM

Bun 3aparTus

OO6pazoBaTenbHbIC
TEXHOJIOTHH

1. [Ipenmer, coaepkaHue,
3amaun Kypca «lOpuauueckue
JOKYMEHTBD»

HpaKTI/I‘-ICCKI/Ie 3aHATHUA

Mo3srosou wrypm

2. Hctopus passutus | [IpakTnueckue 3aHaTHA Jle6atbl
JIeJIONPOU3BOCTBA B Poccun

3. [lonsatne nokyMeHTa. | IIpaktnueckue 3aHsATHS Pemenue xa3ycos
CaolicTBa JTIOKYMEHTA.

[Ipu3naku byHKLIMH,

KJ1accuuKaius T0KyMEHTOB.

4, O6mme TpeboBanus kK | IIpaktuueckue 3anarus | [lanenbHas AucKyccus

ohOpPMIICHUIO JOKYMEHTOB H
0JIaHKOB JIOKYMEHTOB.

S. Cucremsl fokymentauun | IIpakrndeckue 3aHsATHS Pemenune xa3ycos
6. Opranuzarust  cay0s1 | [IpakTideckue 3aHgITHs Pemenue ka3zycon
JEJIONPOU3BOACTBA

7. Opraauzanus [IpakTueckue 3anatus | [loarotoBka nmpoekToB
NEJIONPON3BOACTBA o JTOKYMEHTOB
NpEeAJIOKEHUSIM, KajjodaM |

3asIBJICHUSIM TPAXKIaH

8. Opunnueckue IIpakTnueckue 3ansatus | [loaroroBka nmpoekToB
JIOKYMEHTHL. JIOKYMEHTOB

Q. OcHoBbl  topuauueckoit | [Ipaktuueckue 3anstusa | [loaroToBka mpoekToB
TEXHUKH. JIOKYMEHTOB




V. ONEHOYHBIE MATEPHAJIBI VIS TPOBEJEHUA TEKYIIEN U
MNPOMEXYTOUYHOM ATTECTALIMA

OneHouHbIe MATEPHAJIBI VIS IPOBEIeHMs] TEKYIIEH aTTeCTAlUU

1. Iloocomoska nucbmenno2o omeema Ha meopemu4ecKue 60npocCyl .

1. JlaiiTe omnpeneneHWE TMOHATHUIO «JOKYMEHTAMOHHOE OOecredyeHue
YIPABJICHUS.

2. Kak BBl TOHMMaeTe TEPMHH  «JOKyMeHTuUpoBaHue»? Kakumu
HOPMATHUBHBIMH aKTaMU PETJIaMEHTUPYETCS MPOLIECC CO3IAHMS TOKYMEHTa?

3. Uto Takoe «JOKYMEHT» U KaKOBBI €r0 (PYyHKITHH?

4. Kakwe Buabpl HocuTenel uHPopManuu cymecTByoT? Kakue BB
uH(pOpMaIuK CYIIECTBYIOT B Balleil opranuzanun’?

5. Kak Bbl NOHMMaeTe TEPMHUH <«BJEKTPOHHBIM JOoKymMeHT»? Kakue
HOPMATHBHBIE aKThI PETJIAMEHTUPYIOT UCIIOIb30BAHNUE MIEKTPOHHBIX JOKYMEHTOB B
YUPEXKIACHUU, OPraHU3aLnn?

6. KakumMu  HOpPMATHBHBIMH  aKTaMH  PETryJIHpPYeTCsl  JAESITEeIbHOCTb
JIEJIONPOU3BOACTBEHHBIX CTyk0? Kakue AOKyMEHTBI COCTaBIISIIOT HOPMAaTUBHO—
OpaBoByl0 0a3y JOKYMEHTAalMOHHOTO OOECHEeYeHHs YIpaBJICHUs  Ballei
opra"nuzanuu’?

7. Kaxosa ponsb ciyx0b1 IOV B yupexaeHnn, opraHnu3auu?

8. Kak Bbl MOHMMaeTe TEPMUHBI «CHCTEMa JOKYMEHTAlUU» U
«yHU(ULMPOBAHHAA CUCTEMA TOKYMEHTALUN»?

9. Korma u moueMy pa3pabaTbIBaloTCsi YHUQUIMPOBAHHBIE CHUCTEMBI
JOKyMEHTAIu?

10. Kakue HOpMaTUBHBIE AaKThl OMNPEACISIOT TOPANOK  OhOPMIICHHS
PEKBU3UTOB JOKYMEHTOB?

2. Paszpabomaitime npezenmayuio no meme: Opeanuzauus mexyue2o XxpaneHus
OOKYMEHMOo8.

3. Hatidoume 6 unmepHem U __npoaHaiuzupyume _poOJuK, NOCEAUICHHbLU
0OKYMEHMY KAK CPeoCcmey nepeoayi uH@Gopmayuu.

4. [loocomosbme dcce Ha memy: « 3nauyenue npasoeo2o0 OOKYMeHma 8 nPasoeoll
cucmeme obuecmeay.

O]_[eHO‘-IHLIe MaTepHaJbl JJA IPOBCACHUA HDOMC)KVTO‘-IHOﬁ arTrecranmm

YK-4. CiocoGeH npuMeHsITh COBPEMEHHbIE KOMMYHUKATHBHbIE TEXHOJIOTHH, B TOM
yyucie€  Ha  MHOCTPAHHOM(BIX)  si3bIKe(ax), [ aKaJeMHUYeCcKoro Hu
1po(heCCHOHATILHOTO B3aUMOICHCTBUS

VYK-4.2. CocraBiasieT B COOTBETCTBHM C HOPMAaMH PYCCKOI'O S3bIKA JIEJIIOBYIO
JIOKYMEHTAIMIO PA3HbIX JKaHPOB.

VK-4.3. CocTaBisieT TUIOBYIO NI€JIOBYK0 JOKYMEHTALMIO JJISI aKaJIeMUYECKUX U
po(ecCUOHANIbHBIX LIeJIel HAa THOCTPAHHOM SI3bIKE



=

[ToaroToBBTE MPOEKT OOpAIEHUs B TOCYJAPCTBEHHBIN OPTaH.

2. IlogroroBbTe MPOEKT OTBETa TOCYAAPCTBEHHOIO OpraHa Ha oOpallleHue
IpaK/1aHUHA.

3. IMoaroToBUTH BBICTYIUIEHHE HA PYCCKOM SI3bIKE MO BOMPOCY HAIUIEKAIIETO

oopMIIEHUS JOTOBOPA KYTUTU-TIPOIJAXKH.

[ToaroroBbTE MPOEKT AJOTOBOPA NAPEHHS HEABUKUMOCTH POACTBCHHUKY.

[ToaroToBbTE MPOEKT AECIOBOTO MUCHMA.

o b

OIIK-2. Criocoben ocymecTBiIsITh COOp, 00pabOTKyY, aHATU3 TaHHBIX JJIS1 PEIICHUS
npohecCHOHANBHBIX 33/1a4, UH(POPMHUPOBAHUS OPraHOB rOCYAAPCTBEHHON BJIACTH U
o0IecTBa Ha OCHOBE HH(POPMAIMOHHON u OubIMOrpaduyeckol KyJabTyphl C
npuMeHEHHEM WH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUA U C y4eTOM
OCHOBHBIX TpeOoBaHUI MH(GOPMAIIMOHHON 6€30MacHOCTH

OIIK-2.1. Haxoaut, o6pabaTbiBaeT U aHATU3UPYET UHOOPMAIUIO U1 PEIICHUS
npoecCHOHaNbHBIX 3a/1a4.

OIIK-2.2. Wcnonb3yeTr AOCTHXKEHUS WHOOpPMAIMOHHOW U Oubinorpapuyeckoin
KyJbTYphl, HHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU ISl PEIICHUS
npoecCHOHANBbHBIX 3a/1a4.

Pewenue cumyayuonnvix 3a0auy:

1.Ilpy mony4yeHur LEHHOTO MUChMA C OIHKCHIO BIIOKEHUS B AK3EMIUISIPE OIMMKCH,
BJIOKEHHOM B MUCHMO, OBbUIM OOHApPYEHBI PACXOXKIICHUS C COAEPKUMBIM MUCHMA.
KakoBbl ganpHeume qeUCTBUSI COTPYIHUKA KAHIESPUH.

2.B otnene kanpoB y rpaxaanuHa MiBanosa .B. He npuHsM 3asBl€HUAE O IPUEME
Ha paboTy, Tak Kak OHO ObUIO COCTaBJIEHO HE MO YHU(PUUMPOBaHHOU (opme,
pa3paboTaHHOM B opranuzaimu. [IpaBbl i1 COTpYIHUKH OT/IENa KaJapoB?

3. dupexkrop OOO «Tangem» HMBanoB M.U. yxan B KOMaHIUPOBKY, BO3JIOKUB
UCIIOJIHEHHE CBOWX O0s3aHHOCTEW Ha cBoero 3amectutens [lerposa ILII. Kak B
JAHHOM ciiy4ae OyAeT BBIMJISACTh MOJANUCH Ha IMHMCHhbME, HaMpaBlIseMOM B
CTOPOHHIOIO OPTaHHU3ALHUIO.

4. Cnyx6a JIOY rocynapCTBEHHOTO YYpEKIeHHUs pa3padoTana JOHKHOCTHYIO
WHCTPYKIUIO g cekperaps. OnHako THUIIOBOM (QopMysisip JOHKHOCTHOM
MHCTPYKIIMU HE MCIOJB30BAJICS, M MHCTPYKIUSI CEKpeTaps coleprkana BCEro JBa
pasnena: « TpeboBanust Kk kBanudukanum» u «O0si3anHocTHY. Kakue nocneactaust
MOXET UMETh JaHHas CTPYKTypa JODKHOCTHOM MHCTPYKIIMU MPU OCYIIIECTBICHUU
CEKpETapeEM COBEU TPYAOBOMU JIESITETbHOCTH.

5.B ycrae OOO «Tangem» HenmpaBWIBHO yKa3aH MOYTOBBIA apec OpraHu3aIuu.
Ha ucnpaBnenune ommOKy MoHagoOUTCs omnpezeneHHoe Bpems. Kakoil uHaekc
JydIlie yKa3biBaTh B OJIaHKaX JIOKYMEHTOB OPTaHM3aIlMN — NMPABWIBHBIA WU TOT,
YTO yKa3aH B yCTaBe?

[TK-9. CniocobOen o0ecnieunBaTh 3alUTy FpaXxAaHCKUX MpaB ydacTHUKOB BOJ[ u
JINILI, OCYUIECTBIISIOMINX JIEATEIBHOCT B Chepe TaAMOKEHHOTO JieNa



[1K-9.1. OnepupyeT OpUANYECKHUMH TMOHATHSAMH U KaTETOPHUSAMH; aHATU3UPYET
IopunyYecKkrie (hakTbl U BO3HUKAIOIIME B CBSI3M C HUMHU INPABOBBIE OTHOLICHMUS;
IIPUHUMACT pELIEHUs U COBEpPLIACT HOPUAUYECKUE JEUCTBUA B TOYHOM
COOTBETCTBUM C 3aKOHOM; NPABUIBHO COCTaBISIET M O(OPMISET HOPUIUUYECKHE

JOKYMEHTBI

1. PazpaOotaiite mpe3eHTanuto no teme: OpraHuzanusi TEKYIIETO XpaHEHUs
JIOKYMEHTOB.

2. Haiigute B MHTEPHET U MPOAHATM3UPYNUTE POJIHK, MTOCBAIIEHHBINA JOKYMEHTY
KaK CpeCTBY Nepeaadn nHGopMaluu.

3. IloaroroBbTe 3cce HA TeMy: «3HAUEHHE MPABOBOTO JOKYMEHTa B MPABOBOM
cucTeMe o0IecTBa 1 Jjis crnernuanucta BO/».

4. TloaroroBbTe  MOPOEKT  CyAEOHOr0  pEIICHHsT IO  MPENIOKEHHOU
npernojaasareneM ¢adyie.

5. IloaroroBpTe MPOEKT OMpPENEICHUsS CyAa O MOATOTOBKE Jieia K cyAcOHOMY
pa3buparenabCTBY MO NMPEATIOKEHHOM MpenogaBaTeneM (adyIe.

6. [lonroroBpTe MpOEKT KajJoObl B MPOKypaTypy MO MPEAJIOKEHHOM
npernojaasareneM ¢adyie.

7. IloarotoBbTE MPOEKT JAOKHOCTHON MHCTPYKIIMH FOPUCKOHCYJIBTA.

HpOMC}KYTO‘IHaSI aTTcCcTalu:A IIPOBOAUTCA B (1)0pM€ 3a4CTa IIyTEM COYCTAaHUA

MUCbMEHHON U YCTHOU (hOPMBI.

KPUTEPUU OLIEHUBAHUS TUIOBBIX 3AJTAHUIA
JJIA ITPOMEKYTOYHOU ATTECTAIIUAN

1. Kputepuu oieHMBAHUS YCTHOTO / MICbMEHHOT0 0TBETA

[IIkama
OIlEHUBaHUS

Kpurepun onennBanus

CryneHT riayOOKO M COJEp)KATEbHO PACKPHIBAET OTBET Ha

S5-Il ypOBEHb | KaXAbIi TEOPETUUECKUN BONPOC, HE JOMYCTUB OMKOOK. OTBET

HOCHUT Pa3BEPHYTHIN U NCUEPIBIBAIOIINN XAPAKTED.

CTy)ICHT B IICJIOM PACKpPbIBACT TCOPETUUCCKUC BOIIPOCHI, OJJHAKO

4-1 ypoBEHb | OTBET XOTS Obl Ha OJWH U3 HUX HE HOCUT Pa3BEPHYTOr0 M

HCYCPIIBIBAIOIICTO XapaKTCpa.

3-ii ypOBEHb

CTyneHT B 1EJIOM pPacKpbIBA€T TEOPETHUYECKHUE BOIPOCHI U
JIOITYCKAET PsAJl HETOYHOCTEM.

CryneHr dbparmMeHTapHO pPacKpbIBaeT coJiepKaHue

2-11 ypOBEHb | TEOPETUYECKUX BOMPOCOB UIIM UX PACKPBIBAET COJIEPKATENBHO,

HO JOITYCKas SHAYNTCIIbHBIC HCTOYHOCTH.

1-i1 ypoBeHb

CTyeHT He 3HaeT OTBETOB Ha MOCTABJICHHBIE TEOPETUUYECKUE
BOIPOCHI.




2. Kputepun oueHuBaHMs Icce.

[HIkama
OLIEHUBAaHUS

Kpurepuu onienrBanus

5-ii ypOBEHb

Marepuan u3JI0KEH YETKO U JIAKOHUYHO (2-3 CTpaHUIIb).
CyxneHuss W apryMEeHTbl pACKpBIBAIOTCS C OMNOpPOM Ha
TEOPETUYECKUE MTOJIOKEHUS, BBIBOBI M (DAKTUUECKUN MaTepua.
[IpuBenena cobctBeHHass mo3uiiua. CoOCTBEHHasl MO3UIUS
aBTOpa apryMeHTHUpOBaHa (MpUBENEHO 0Oojiee OJHOIO
aprymeHTa); paboTa HOCUT TmpoOiemMHbIM xapakrtep. Keiic
OTJIMYACTCS  OPUTMHAIBHOCTBIO  TIOCTAHOBKH  TIPOOJIEMBI.
Matepuan CTPYKTYPHUPOBaH, u3JaraeTcs JIOTUYECKU
nocneaoBareabHo. Pabora odopmiieHa B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHMSIMU.

4-i1 ypOBEHb

Tema B 1iesioM packpseita. [IpencraBieHa coOCTBEHHAs MO3UITUS
0e3 J0CTaTOYHOIO TMOSICHEHUS] WU COOCTBEHHAs MO3UIIMS
MpeACTaBlieHa, HO MPUBEIACHO XOTsA OBl JBa apryMeHTa.
CyxneHus 1 apryMeHThI IPUBEAECHBI C ONIOPOW HA TEOPHIO, HO
HEJIOCTATOYHO KCIIOJIb30BaH (DAKTUUYECKUN MaTepHall.

3-if ypOBEHbB

Tema B nenom packpseita. [IpeacraBieHa coOCTBEHHAs! O3ULIMS
C HEIOCTAaTOYHON apryMeHTanueil u 0e3 J0CTaTOYHOIro
NOSICHEHHUS WJIM COOCTBEHHAs MO3MLMS MPEICTaBI€HA, HO
NPUBEAEH TOJBKO ONUH apryMeHT. CyXIeHHs W apryMEHTbI
IIPUBEIEHBl C ONOpPOM Ha TEOPHI0, HO 0€3 HCHOJIb30BaHUS
(aKTHYEeCKOro Marepuaia

2-if ypOBEHbD

Bonpoc He packpeir. Pabora He oTBedyaeT TpeOOBAHUSM,
npeabsBiasgeMbiM K 3cce. CoOCTBeHHass TMO3UIMS  HE
npejacTaBieHa U He packpeita. Coaep:kaHue OTBETa HE A€t
MPEACTABIICHUS O €€ MOHUMaHuU. CylecCTBEHHbIE HEJOCTATKU B
odopmieHun pabOThI (HET CHOCOK).

1-#1 ypoBeHb

3aanue He BBIIOJIHEHO.

3. Kpurtepum ouneHnBaHus Keiica

[IIkama
OIIEHUBAaHUS

Kpurepun oneHnBanus

5-ii ypOBEHb

Marepuan u3M0KEH YETKO M JAKOHUYHO (2-3 cTpaHulbl).
CyxneHuss W apryMeHTbl pACKPBIBAIOTCA C ONOpPOM Ha
TEOPETUUYECKUE MOJIOKEHUS, BBIBOBI M (DAKTUUECKUI MaTepual.
[IpuBenena coOctBeHHass mo3unus. CoOCTBEHHAs] MO3UIIMS
aBTOpa apryMeHTUpOBaHa (MpUBENEHO ©OoJjiee OJHOIO
aprymMeHTa); paboTa HOCUT TpoOJeMHBIM xapakrtep. Keiic
OTJIMYAETCS  OPUTMHAJIBHOCTHIO  TMOCTAHOBKHU  NPOOJIEMBI.




Matepuan CTPYKTYPHUPOBaH, u3JaraeTcs JIOTUYECKU
nocienoBarenbHo. Pabora odopmieHa B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSIMU.

Tema B niesiom packpeita. [IpencraBieHa coOCTBEHHAs O3ULIMS
0e3 J0CTaTOYHOTO MOSICHEHUS WIM COOCTBEHHAsl MO3MLIMS
4-i1 ypoBEHb Npe/CTaBlICHa, HO TMPHUBEACHO XOTS OBl JBa aprymMeHTa.
CyXzeHust 1 apryMeHThI IPUBEJICHBI C ONOPOI Ha TEOPHIO, HO
HEJOCTAaTOYHO MCIOJB30BaH (DaKTUYECKUN MaTepHuall.

Tema B ienoM packpsita. I[IpencraBieHa coOCTBEHHAs MTO3UITUS
C HEIOCTAaTOYHOM apryMeHtanued u 0€3 JOCTATOYHOIO
MOSICHEHUSI WJIM COOCTBEHHAsl MO3UIMSA IPEICTaBIICHA, HO
MIPUBEIEH TOJBKO OAWH apryMeHT. CyXIeHUs W apryMEHTHI
NPUBEIACHBI C ONOPOM Ha TEOPHUIO0, HO 0€3 HCIOIb30BaHUA
dbakTHUecKoro Marepuaia

3-if ypOBEHb

Borpoc He packpeiT. PaGota He oTBeuaeT TpeOOBaHUSM,
npeabsBisieMbiM K 3cce. CoOCTBeHHass TO3UIMS  HE
2-11 ypOBEHb npejcTaBieHa M He packpbita. Coaep)kaHUE OTBETa HE JacT
MpeaCcTaBICHUs 0 e¢ ToHMMaHuH. CyIecTBEHHbIC HEJJOCTATKH B
odopmiieHNHU pabOTHI (HET CHOCOK).

1-1i ypoBeHb 3azjaHue HE BBITIOJIHEHO.

V. Yueb6Ho-MeToqM4ecKoe U HH(GOPMAIIMOHHOE 00ecTieyeHue TUCIMILIHHBI
1) pekoMeHTyemas JiuTeparypa
a) OCHOBHasl JIUTeparypa:

1.  JlokyMeHTOBeJIEHHUE | YICOHHUK U PAKTUKyM 1S By30B / JI. A. Jloponuna [u
ap.] ; mox pen. JI. A. JloponnHo#. — 3-e u3a., mepepad. u gom. — Mocksa : FOpaii,
2024. — 336 c.— (Bwicmiee oOpazoBanue). — TeKCT : DSIEKTPOHHBIA. —
URL.: https://urait.ru/bcode/536394 (nara obOparmenus: 05.03.2024).

2. Kamuna, B.®. IOpuanueckas  TeXHUKa: y4eOHHMK JUIs  BYy30B/
B. ®. Kaguna. — 2-¢ u3n., nepepab. u qon. — Mocksa : FOpaiit, 2024. — 264 ¢. —
(Beicmiee oOpasoBaHue). — Tekct : AIEKTPOHHBIN. —
URL.: https://urait.ru/bcode/536109 (mara obOparmmenus: 05.03.2024).

3. Kprokoga, H. I1. JlokymMeHTHpOBaHKE yIIPaBIEHYECKON JACSITEIBHOCTH : YUeo.
nocobue / H. II. Kprokosa. - Mocksa : UTHOPA-M, 2019. - 268 c. - (Beicuee
oOpazoBanue: bakanaBpuar). -  Tekct :  oanektponHwii. -  URL:
https://znanium.com/catalog/product/991955 (nata oopamienus: 05.03.2024).

4. Uypunos, A. 0. IOpunuueckoe Aenonpou3BOACTBO : yued. mnocolOue s
By30B / A. lO. UypunoB. — 3-e usf., ucnp. u gomn. — Mocksa : FOpaiit, 2024, —
285c.—  (Beiciee  oOpazoBanue). —  Texketr :  DIJIEKTPOHHBIA.  —
URL.: https://urait.ru/bcode/542698 (mata obopamenus: 05.03.2024).

0) AOMOJIHUTENbHAS TUTEpaTypa:
1. HNoponuna, JI. A. Opranuzauusi ¥ TEXHOJOTHS JOKYMEHTAIlMOHHOTO
oOecrieueHusl yrpaBieHus : y4eOHUK U MpakTukym uist By3oB / JI. A. JlopoHuHa,
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https://urait.ru/bcode/536394
https://urait.ru/bcode/536109
https://znanium.com/catalog/product/991955
https://urait.ru/bcode/542698

B. C. UputukoBa. — 2-¢ w3z., mepepad. m momn. — Mocksa : FOpaiit, 2024, —

2/0c.—  (Beiciee  oOpazoBanme). —  Texkctr  :  DBIEKTPOHHBIA.  —
URL.: https://urait.ru/bcode/536404 (mara obOpamenus: 05.03.2024).

2. KazakeBuu, T.A. JlokymeHnToBeneHue. JIOKyMEHTAIlMOHHBIA CEPBHUC :
y4eOHUK U TipakTukyM it By3oB / T. A. KazakeBuu, A. . Tkanuu. — 2-e u3fm.,

ucrp. u gon. — Mocksa : FOpaiit, 2024. — 167 c. — (Briciiee oOpa3oBanue). —
Tekct : anekrponnsii. — URL: https://urait.ru/bcode/538386 (mata oOparieHus:
05.03.2024).

3. [IlyBanoBa, H.H. OcHOBBl  menonmpow3BOACTBA. SI3BIK  CIy)KEOHOTO
JIOKyMEHTa : yueOHUK U nipakTukyM 11 By30B / H. H. lllyBanosa, A. FO. BanoBa ;
nox o6m. pex. H. H. IllyBanoBoii. — 3-e u3g., mepepal. u gorm. — Mockaa : FOpaiir,
2024, — 384 c.— (Bwicmiee oOpazoBaHue). — TeKCT : SIEKTPOHHBIA. —
URL.: https://urait.ru/bcode/536464 (nara oopamenus: 05.03.2024).

2) IIporpammMHOe oOecnieueHre

a) JInlieH3noHHOE POrpaMMHOE 00ECTICUEHHE

Kaspersky Endpoint Security 10 s Windows — akT Ha niepenady npaB [1K545
ot 16.12.2022

CIIC 'APAHT aspo - norosop Ne5/2018 ot 31.01.2018

CIIC KoncynsranTtl Imroc: Bepcus [Tpod. - morosop Ne 2018C8702

6) CBOOOHO PacpOCTpaHsIEMOE ITPOrPaMMHOE 0OECTICUeHHE

Google Chrome

Sunexc bpaysep

Muorodyukimonansabiii pegakrop ONLY OFFICE

OC Linux Ubuntu

Notepad++

OpenOffice

paint.net

WinDjView

3) CoBpemenHbIe podecCUOHATTbHBIE 0a3bl JAHHBIX U HH(POPMAIIMOHHBIE

CITPABOYHBIC CHCTEMBI

CnpaBounast ipaBoBas cucrema «KoucynpranT [Lroc» https:/Amww.garant.ru/
CnpaBounas nipaBoBasi cucrema «I"”APAHT» https://www.consultant.ru/

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

OBC Znanium.com https://znanium.com/

OBbC YuuBepcuterckast oubimoteka online https:/biblioclub.ru

9BC IOPAMT https:/furait.ru/

9BC IPR SMART https://mwww.iprbookshop.ru/

4) ITepeueHpb pecypcoB HHPOPMAIMOHHO-TETIEKOMMYHHUKAIIMOHHOMN CETH

«MaTepHEeT, HEOOXOMMBIX JIISI OCBOCHUSI AUCIUILIHHBI

www.kremlin.ru — ITpe3unent PO.

http://government.ru — IIpaBuTenscTBO PD.
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https://urait.ru/bcode/536404
https://urait.ru/bcode/538386
https://urait.ru/bcode/536464
http://kremlin.ru/
http://government.ru/

www.duma.gov.ru - l'ocynapcteennas Jyma PO.
http://www.ksrf.ru/ru/Pages/default.aspx - Koucturyimonnsiii Cyn PO.
www.supcourt.ru/mainpage.php - Bepxosusriit Cya P®.

http://www.vKKs.ru/ - Beiciias kBaaugpukaimoHHast Kojuierus cyaeit Pd.
http://www.region.tver.ru/sistema-organov-gosudarstvennoy-
vlasti/sudebnaya-vlast/ - Cyneonas Bnacts TBepckoii 001acTH.
http://oblsud.twr.sudrf.ru/ - TBepckoii 00acTHOM Cy/I.

http://tver.arbitr.ru/ - ApGutpaxusrii cyn TBepckoii odmacTy.
http://tverskoy.twr.sudrf.ru/ - TBepckoit rapHU30HHBII BOSHHBIH CY/I.
https://sudrf.ru/ - TocymapcTBeHHass aBTOMAaTH3UpOBaHHas cucrema PO
«IIpaBocynue», UHTEpHET-IOpTAI.

www.consultant.ru — CripaBounas npaBoBas cuctema «KoncynpranT [Iimocy
www.garant.ru — Cropasounas npaBoBas cuctema «I'’APAHT)

VI. METOAUYECKHUE YKA3ZAHUA JJISA OBYYAIOIIIUXCSA
11O OCBOEHMIO JUCIIMIIJINHbI

Borpocs! k 3auery

1. TlpeameT u 0OBEKT U3YUCHUS AUCIUILTHHBI «FOpHUardeckne TOKYMEHTBD).

2. JloxymeHT, BHUIIbI W Pa3HOBHUJHOCTH JOKyMeHTOB. Wudbopmarus, ee
Pa3HOBHUIHOCTHU

3. IlpoucxoxaeHue u GyHKIIUU JOKYMEHTA

4. MarepuanbHblil HOCUTENb U HH(OPMAIUS TOKYMEHTA KaK COCTaBHbIC YaCcTU
JIOKyMEHTa

5.  ®opmynsip U peKBU3UTHI JOKYMEHTA. bllaHk TO0KyMeHTa, ero Ha3HauYeHUe

6. IlpusHaku u CBOMCTBA JOKYMEHTA.

7. CoBpeMeHHBIC TOKYMEHTHBIC CHCTEMBI, WX THUIBI W BUABL CHCTEMBI
TIOKyMEHTUPOBAHWMS. Y HUPHUITUPOBAHHBIC CUCTEMBI IOKYMEHTHPOBAHUS

8. OOmme mnpaswia odopmienus gokymenToB. ['OCT 6.30 — 2003
«YHUPUITUPOBAHHBIC CHUCTEMBl JOKYMCHTAIMH. YHHU(DUIIMPOBAHHAS CHCTEMa
OpraHU3aIMOHHO—PACTIOPSIIUTEIBHON JOKyMeHTaluu. TpedoBanust K 0hOpMICHUIO
JTIOKYMEHTa)

9. SI3BIK M CTUIIb TOKYMEHTA

10. OpranuzanuoOHHO-TIpAaBOBasE M PACTHOPSAUTENbHAS  JOKYMEHTAIHs,
XapaKTEePUCTHKA.

11. YuudunupoBanHas cucrema OpraHU3alMOHHO-PACIIOPSANTEIBLHON
nokyMenrtaiuu (YCOP/)

12. TlnaHoBass W OTYETHAs JOKYMEHTAIMsi B CHCTEME OpTaHU3aI[MOHHO-
pacnopsIuTeILHON TOKyMEHTAIIUN

13. CnpaBoyHO-MH(pOPMaALIMOHHAS 151 CIIPAaBOYHO-aHAJIUTUYECKas
JOKYMEHTAIsl, €€ Ha3HaYeHNEe U OCOOCHHOCTH

14. OpraHu3alliOHHO-TIPABOBas JIOKYMCHTAIlMsI, BHUIBI JIOKYMEHTOB, UX
MOJITOTOBKA
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15. JlokymMmeHTOOOOpOT. Omnpenenenue, XapaKkTepUCTUKa OCHOBHBIX
JIOKYMEHTOIOTOKOB

16. IlpaBuna mpuema W 0OpPaOOTKH TMOCTYIAIOIIEH KOPPECHOHACHIIUU, HX
BJIMSIHME HA OpraHU3allMIo JBM)KEHHS TOKYMEHTOB. HampaBieHue 10KyMEHTOB Ha
UCIIOJIHEHUE

17. CpaBHHTENIbHbBIE XapaKTEPUCTUKH (POpM peructpanuu JokymeHToB. CocTaB
uHpopmaruu

18. TexHOIOTHS KOHTPOJISA 32 CPOKAMH MCTIOJTHEHUS JOKYMEHTOB

19. 3amauu peructpanuu IOKyMEHTOB, €¢ opraHuzanus, @opma perucTpanuu
JIOKyMEHTOB

20. XapakTepucTuka TEXHOJOTHH pPAOOTBI C MHChbMaMH, KajloOaMu U
3asIBJICHUSIMU TPaXKIaH

21. Homenknarypa jei, ee 3HaUeHHE U PUMEHEHHUE B JIEJIOMPOU3BOJICTBE

22. Bujbl HOMEHKIIATYp 7€, 0COOCHHOCTH UX MOCTPOCHUS U PUMEHEHUS

23. Meroauka cocTaBiieHMs HOMEHKIJIATYpbl Jiel B TEXHOJOTUM pPabOThl C
JIOKyMEHTaMu

24. ®opmHupoBaHME e KaK TEXHOJOTHYECKas OMepaius JeI0NpOU3BOJICTBA.
[IpaBuna dopMupoBaHus B Jieia TOKYMEHTOB OT/IEIbHBIX KATETOPUIA

25. DkcrepTusza ILEHHOCTH JOKYMEHTOB B JICJIONPOM3BOJACTBE. 3ajaud U
MOPSIJIOK MPOBEACHUS

26. DKcIepTHbIE KOMUCCHH YUPESKICHNUN, UX 3aa91 U TTOPSIIOK pabOTHI

27. 3HayeHue TIepeYHS  JOKYMEHTOB CO CpPOKaMH  XpaHCHHS  Kak
KJIACCU(PUKAIMOHHOTO CIpaBOYHMKA. Ero mpruMeHeHne B AeI0NpOu3BOICTBE

28. OmmcaHue e TOCTOSHHOTO M BDEMEHHOTO CpOKa XpaHeHHUs. Busl onmcei,
CO3/1aBaE€MBbIX TIPH TepeIaye e B apXHB

29. CoBpeMeHHBIC HOCHUTENM  WH(DOpPMAIMW:  BHIBI, XapaKTECPUCTHKA.
AHanoroBbIe CIOCOOBI 3aMMCcH HHPOPMAITUH

30. AynuoBusyanbHble JOKyMeHThl. C(CpeactBa ¢ CHOCOOBI  3aIvCH
ayJIMOBU3YyaJbHON HH(POPMAIINH

31. OumdpoBanue Kak crnocod JOKyMEHTUPOBAHUS

32. DIeKTPOHHBIA TOKYMEHT: TIOHATHE U OCOOCHHOCTH CO3IaHUS

33. CoBpemeHHbIE cpecTBa GUKCUPOBAHUS U BOCIIPOU3BEICHUS HH(DOpMAITUU

34. YcnoBusi XpaHEHUsS] JOKYMEHTOB, CO3JaHHBIX IyTeM OIM(GpPOBaHUS
uH(popmanuu (mpoodJIeMbl U MyTH PELLICHHMS )

35. Muxkporpaduueckuii JOKYMEHT, €T0 XapaKTepUCTHKA

36. MeToapl, cpeacTBa MW CHOCOOBI JTOKYMEHTHPOBAHHS B COBPEMEHHBIX
YCIOBUSIX

37. DOHOIOKYMEHTBI, UX OCHOBHBIE BU/IbI

38. Buaeosanucu Kak BUJ ayJITUOBU3YaJIbHOTO JOKYMEHTA

39. KuHo(hoTOgOKYMEHTHI, UX OCHOBHBIE BUJIbI U OCOOCHHOCTH

40. Texuuueckue CpelcTBa, pUMEHSIEMbIC npu TEXHOTPOHHOM
JIOKyMEHTUPOBAHHH.

41. AyteHTUYHOCTH (TIOJJIMHHOCTH) TEXHOTPOHHBIX JTOKYMEHTOB: CIOCOOBI
MPUIaHMS IOCTOBEPHOCTH JOKYMEHTaM

42. YcroBus XpaHEHHS ayJIMOBU3YaIbHBIX JOKYMEHTOB
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43. TexHOTpOHHBIC APXUBBI: PEATLHOCTh U BUPTYATHHOCTH

44, MukpodoTokonmupoBaHHE KaK COBPEMEHHBIH CIOCO0 (QuKCHUpOBaHUS
uHpopmaruu

45. TexHONOrMM JOKYMEHTHUPOBAHMS TMPU MPUMEHEHUU KOMIIBIOTEPHBIX
CpelCTB (ITporpaMMHOE 00ECIIeYeHUE U CTaHIapThl OITMCAHU)

46. ABTOMaATH3MpPOBAHHAS TEXHOJIOTHS OOpPAOOTKU BXOMSIIMX, UCXOMSIIUX U
BHYTPEHHHUX JJOKYMEHTOB.

47. ABTOMaTH3MPOBAHHAS TEXHOJIOTHS PAOOTHI C OOPAILIEHUSIMU TPaKIaH.

48. ABTOMATH3MPOBAHHBIC TEXHOJIOTHH PEJAKTUPOBAHUS TEKCTA JOKYMEHTOB.

49. ABTOMATHM3UPOBAHHBIM  KOHTPOJIb  WCIIOJHEHHSI  PACHOPSIUTEIHHBIX
JIOKYMEHTOB.

50. bnank nqokymeHTa

51. BuneoxondepeHuu

52. TocynapctBeHHass HMHQPOPMAIIMOHHO-TEIIEKOMMYHHUKAIIMOHHAS ~ CHUCTEMa
(UTKC).

53. JIpwkeHue NOKyMEHTa B YyupexkaeHuH, Gupme (Ha mpuMepe muchMa u
JTOKJIaTHOM 3aIHUCKH )

54. NundopMaloHHbIE TEXHOJOTUM KOHTPOJS HCIOJHEHHUS YNPaBIECHYECKUX
pemeHuin

55. Knaccudukamus CA/.

56. KommbrotrepHsbie ceTH

57. KommbioTepHBIC TEXHOJIOTHH ITOATOTOBKH M MPOBEIACHUS COBEIIIAHIMN.

58. Opranmzanus TpPoOBEpPOK pabOThl TOJIBEIOMCTBEHHBIX MPEINPHUITHN
(CTPYKTYpHBIX TIOJIpa3/iCICHU)

59. Opranuzanmsi COBEIIAHUS

60. OdopmieHue 3asBICHUSI

61. IloBbimieHue S(HPEKTUBHOCTH KOHTPOJIS UCIIOJIHEHHUSI JTOKYMEHTOB.
ABTOMAaTU3UPOBAHHASI TEXHOJIOTHSI KOHTPOJISI UCIIOJTHUTEIbCKOU TUCITUTIITUHBI.

62. IloaroroBka MOK/IAIHOM 3aITUCKH

63. IloaroroBka mH(MOPMAIIMOHHOTO TTUCHMA

64. IloaroroBka  MpoOeEKTa IMOCTAHOBJIEHUS 3aKOHOJATEILHOTO WIN
WCITOJIHUTEIILHOTO OpraHa roCy/1apCTBEHHOM BJIACTH (OpraHa caMOyTpaBIICHHUS )

65. IToaroroBka pekIaMHOIO IMHChMa

66. IloaroroBka crpaBKu

67. IlonsTe mnporpaMMHONW CHCTEMbl ABTOMATHU3AIMH JEJIOMPOU3BOJICTBA
(CAL).

68. I[lonsTe  pacmpeneaeHHbBIX aBTOMAaTU3HPOBAHHBIX CUCTEM B
JIOKYMEHTOOOECIICUECHUH.

69. Ilouarue osaexkTpoHHOro JokymMeHTa. (CoOBpeMEHHbIE TOIXOIbl K
aBTOMATHU3AIIMH JISJIOTPON3BOICTBA.

70. Tlpuem 1 yBOJIbHEHHE COTPYIHUKOB

71. Ilpunnunel  obecrnieueHUss  KOHPUACHIIMAIBHOCTH  HWH(pOpMAIUUd B
aBTOMATU3UPOBAHHBIX CUCTEMAX JICJIONPOU3BOJICTBA.

72. Tlpunatue ynpaBiIeHUECKOTO pemieHus (TI0Ir0TOBKA MpUKa3a, yKa3aHus).

73. TlporpaMMHbIE€ CUCTEMBI aBTOMATH3AIUH JETIONIPON3BOJICTBA.

13



74.

IIporpamMMHBIN HHCTPYMEHTAPUI TPUKIATHOU CPEIIbI

75. Ilpomecc MOKyMEHTHpPOBAHHWS M KMU3HEHHBIA IIMKI JOKyMEHTa B
YUPEXKICHUN

76. Pabota c undopmarueit

77. CoBpeMeHHBIE TIOJXObI K aBTOMATH3AINH JICIONPOU3BOICTBA.

78. CpenctBa aTIMUHUCTPATUBHO-YIIPABICHYECKON CBSI3U

79. CpenctBa TUPOKUPOBAHUS TOKYMEHTOB

80. XapakTepucTuka pOCCUHUCKUX CHCTEM aBTOMATH3AIMH JISJIOMPON3BOICTRA.

81.
82.

XapakTepHucTUKa POCCUUCKHUX CHCTEM aBTOMATU3AIMU JEIOMPOU3BOICTBA.
DJEKTPOHHBIE BEPCUH CITYKEOHBIX TOKYMEHTOB: (DYHKIIUU U TUTIOJIOTHS

COOpHUK yIpaXHEHUHN

A. HOIIFOTOBI)TG IIPOCKTLI:

oCoNOOR~ODE

10.
11.
12.
13.
14.
15.

HckoBoe 3asiBI€HHE O BO3MEIIEHUHU Bpeia
Peuienue cyia 0 B3pICKaHMM MOPAJIBHOTO Bpeaa
[IpaBOBOE 3aKIIFOYEHUE IO CEMEUHOMY CIIOPY.
JenoBas nepenucka.

Odepra.

[IpeTeH3us 1o KauecTBy TOBapa.

3asiBlieHHE O MpUEME Ha padoTy.

Onuce BIOKEHUH ITOYTOBOTO OTIPABIICHUSI.
JlokmagHasl.

YcraB opranuszanum.

Howmenknarypa nen.

Kaprouka nokymeHra.

['paduk oTmmyckoB.

[Tpukas o mpueme Ha padoTy.

Pacniopspxenune anmunanctpanuu ropoja N.

b. IloaroroBeTe COOOIIEHUS 10 TEME:

1.
2.

B W

o o

JlokyMeHTOBeqUECKast TEPMUHOJIOTUS;

JelicTByromue rocyJapCTBEHHbIE HOPMATUBHO-METOAMYECKUE TOKYMEHTHI,
perjiaMeHTUPYIOIIUE TOKYMEHTUPOBAaHUE YIIPABICHYECKOU NESITEIHbHOCTH U
OpraHU3alMI0 €r0 JOKYMEHTAIIMOHHOTO 00€CTICYeHUS;

[IpaBuna cocraBiieHus U 0OPMIICHUS YIPABICHUYECKUX IOKYMEHTOB;
TpeboBaHusg K palMOHAIBLHOM OpraHu3aluu pabOThl C JOKYMEHTaMH B
YCJIOBUSIX MCIIOJIB30BaHUSI B ammapaTre YNpaBJieHUs OpPraHu3alliOHHOW M
BBIYUCITUTEILHON TEXHUKH;

[IpaBuiia orepaTBHOTO XpaHEHUSI JOKYMEHTOB;

[Topsimok orGopa OKYMEHTOB JUIsl TIOCIEAYIOIIETO XPAaHCHHUS WM
YHUYTOXXECHUS;

3amaun v QyHKIMH JOKYMEHTAIIMOHHOTO o0Oecrieuenus yrpasienus (JJOY) B
roCyJIapCTBEHHOM yIPAaBJIECHYECKOM ammnapare.

JIoKyMeHTOOOOPOT B TAMOKEHHBIX OpraHax.
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9. Cucrema I'AC «Bp160opsD».
10.Cucrema I'AC «IIpaBocynue».

B. Pemenue 3a1a4, IIPCIJIOKCHHBIX IIPCIIOaBaTCIICM.

VI1l. MaTtepuajbHO-TeXHUYECKOE 00ecriedeHue

HaumenoBanue
CrenuaAJbLHBIX*
noMeIleHui u
noMeleHui aJis
CaMOCTOSITeJILHOM
padoThI

OCHAIIEHHOCTDh CNEeNMAJbLHBIX MOMEIeHHH 1
MOMeIleHU i AJ15 CAMOCTOATEbHONH padoThI

IlepeyeHb JMLIEH3UOHHOTO
NMPOrpaMMHOro obecneyeHmusl.
PexkBU3MTHI NOATBEPKIAAIOIIET
AOKyYMeHTa

YyeOHast ayauropus
Ne 201 (170021,
Teepckas 00m., T.
Teepp, yn. 2-as
I'puboenosa, . 22),

Cromel, crymesi, Kadempa, MOCKa, MPOEKIFIOHHBIN
9KpaH

VYyeOHnas
Ne 203
Teepckas o0m., T.
Teepp, ya. 2-as
I'puboenosa, 1. 22)

ayTUTOPUS
(170021,

Cronbl, cTymbsl, Kadeapa, MOCKa, MPOSKIIMOHHBIN
SKpaH

VYuebnass ayauropus | Cronsl, CTymbs, Kadenpa, Jocka -
Ne 209 (170021,
TBepckas o006m., T.
Teepp, yn. 2-as
I'puboenosa, 1. 22)
KoMnbrotepHbiit Mounutop Acer TFT 20" V203 HCb black Google Chrome
knmacc u  kabuner | Monutop LG 1510S
CaMOCTOSITEIbHON Jlazepnsiit npuaTep SAMSUNG ML-2850D Kaspersky Endpoint Security 10 ;
paboter crymentoB Ne | Cucremusiii 610k Ramec Storm Custom W CPU | Windows
210 (170021, | C2D-E7500/2048/ 500/G41/DVD-R W/In Win
Teepckas o6, r. | 400W/ Win 7 Starter CIIC TAPAHT aspo
Teepp, ym.  2-as | Ckanep EPSON Perfection V30
I'puboenosa, 1. 22) Kommbrorep AS S 775 P4 D 915-2.80 GHz/DDR | CIIC  Koncynberantllitoc:  Beps
2*256Mb/SATAII 160Gb/DVD- | TIpod.
RW/xnas/mpimb+Monutop 17" LG
Kommbrorep AS S 775 P4 D 915-2.80 GHz/DDR | MHorohyHKIIMOHATIBHBIA  pelaK:

2*256MDb/SATAII
MbImb+MonuTtop 17" LG
Kommbrotep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/xnas/
MbImb+MonuTtop 17" LG

Kommbrotep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/xnas/
Mbib+Monutop 17" LG

Kommbrorep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/xnas/
Mbib+Monutop 17" LG

Kommbrorep Kraftway Credo mozens KC36Vista
Business/Of 2007 Pro |E7400/2* 1024Mb
DDR800/T
160G/DVDRW/500W/CARE3/MOHUTOP 20"
LG W2043S-PFpf

160Gb/DVD/xmnas/

ONLYOFFICE o6ecruiataoe I10O
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Kommetorep Ramec Storm Custom W CPU-
E8400/2*1Gb /320Gb/G41/DVD-
RW/400W/knas/mbimib/koBp./Win 7 St/ Monutop
19" PHILIPS 19S1SB

Mynetumenniineiii  poektop BenQ MP 624
(1024x768.3000 :1,2500ANSI,2,5Kr) c
MOTOJIOYHBIM KpETUICHHEM

Hocka wunrepaktuBHas SMART Board 660
(mmaronans 64°°/162,6¢cM)
Kommetorep  iRU  Corp
4096/500/DVD-RW
Kommerotep iRU Corp 510 15
Kowmmerotep iRU Corp 510 15
Kommerorep iRU Corp 510 15
Kommerotep iRU Corp 510 15
Kommerotep iRU Corp 510 15
Kommerorep iRU Corp 510 15
Kommerorep iRU Corp 510 15
Kommsrotep iRU Corp 510 15
Kommerorep iRU Corp 510 15
D-Link DES-1016D Kommytartop 16-port
HBIT IPPON BACK Power Pro

HBIT IPPON BACK Power Pro

510  15-2400/

VYyeOHnas
Ne 212
Teepckas 001, T.
Teepp, ya. 2-as
I'puboenosa, 1. 22)

ayTUTOPUS
(170021,

Cronsl, cTyJbs, Kadeapa, 1ocka

YyeOHast ayauropus
Ne 214 (170021,
Teepckas 001, T.
Teepp, yn. 2-as
I'puboenona, a. 22)

Cromel, crynbs, kadenpa, AOCKa, CTAMOHAPHBIHN
MPOEKTOP C FKPAHOM; HH(OPMAIIMOHHBIC CTCH]TBI

Kabuner
WH(POPMAITMOHHBIX
TEXHOJIOTHH B
TaMOKEHHOM JIeJI€ U B
OPUCTIPY ICHITHH H
CTIEIMATN3UPOBAHHBIN
KOMITBIOTEPHBIN KJlace
IS aHagm3a u
00paboTKH TaHHBIX O
AIIEKTPOHHOMY
JICKJIApUPOBAHUIO
TOBapOB, TAMOXKEHHOMN
CTaTUCTHKE,
ynpasnenuio_Ne 219
(170021,  Tsepckas
o0m., r. TBeps, yu. 2-
as I'puboenona, 1. 22)

Jlazepusrit npuntep SAMSUNGML-2850D
IIpunrep HPDJ 7350

IIpunrep nazepusiit HP LJ 1200

Bupaeokamepa nudposas Canon-MV 15501
KommpoBanbueiii  anmapar Sharp SF 2530 (c
nyrnexcoM U nogatankoM A3 30 kor/muH 20000
KOII/Mec)

Ckanep EPSON Perfection V30

BpomropoBmuk Ibimatic(25 mucto/500 mucToB)
Kommetorep AS S 775 P4 D 915-2.80
GHz/DDR2*256Mb/16
Gb/DVD/xnas/meimb+Monutop 17" LG
Kommetotep AS S 775 P4 D915-2.80 GHz/DDR
2*256MDb/SATAII
16Gb/DVD/knas/mbib+Monutop 17" LG
Kommerorep Ramec Storm Custom W Intel Core
15-650/2*2048Mb/DVD
RW/xnas/mpimis/Monutop ViewSonic TFT 21.5"
VA2238W-LED

Kommbrorep P4 524 Box/Asus P5LD2-
SE/C/2*512DDRII/80SATA I ASUS
X300SE/CDRW LG/FDD/TS 082 350W/OKI
323M/lppjn Comfo 600Pro/HP 2400Beng 71G+

Google Chrome

Kaspersky Endpoint Security 10 ;
Windows

Anpra-I'T[

CIIC TAPAHT aspo
3anoJHUTENb

Takca

TamoxeHHBIC JOKYMCHTBI

CIIC Koncynsrantllnroc:  Bepe
[pod.
Statistica
MHOropYHKIIMOHAILHBIA ~ pelak

ONLYOFFICE 6ecrutataoe I1O
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Hoytoyk Dell Isplron 1300
15.4WXGA. 512MB. 80GB

(1.7 GHz)

Hoyt0oyx Packard Bell TX86-JO-501RU 15,6" Ci5

480M/4G/500G/GT450M

1Gb/DVDRWI/WiFi/BT/cam/W7HP/mpitis/cymka

CCo01
MownwuTtop LG 15" L1511S

Ipoektop LGRD-JT90, DLP ,2 200 ANSI Lm
WBII Back-UPS ES 700 VA/405W 230V
WBII Back-UPS ES 700 VA/405W 230V
WBII Back-UPS ES 700 VA/405W 230V

Kommsrorep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/monutop  E-Machines
21.5"

Kommsrorep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/monutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines
21.5"

Kommbrotep iRUCorp
2400/4096/500/G210-512/DVD-
RW/W7S/monntop  E-Machines
21.5"

510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-
E220HQVB
510 15-

E220HQVB

MynbTUMEIMIHBIA KOMIUIEKT Y4eOHOro Kiacca
(Bapumant Ne2) [IIpoektop Casio XJ-M140,

HaCTEHHBIN MPOEKII.

9KpaH

Lumien180*180.H0oyTOyk Dell N4050. cymka

15,6" MpIIIBL
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IIpoekrop PanasonicPT-VW340ZE c
IIOTOJIOYHBIM KPEIUICHUEM U OKpaHOM

[Mpuntep popmara A3 Kyocera FS-6970DN
Kommetotep B cocrtase: cuctemHusiid 010k HP 260
G1 Desktop Mini Pen 3558 V 4GB 500 7200
Ubunti linex 3yb

Kommetotep B cocraBe: cuctemublii 6imox HP260
GIDesktopMiniPen 3558 V 4GB 500 720
ITepcoHanbHbIN KOMIIBIOTED B COCTaBe:
LenovoThinkCentre, monutop LCDAOC 21,5"
HoytOyk Acer Aspire

Jlammia ocBeTuTENBHAS

DKpaH Ha IIITATHBE DraperDiplomat
213%213(84"x84") (M082-07830) (-07830)
Marnurona

Bupeokaccera

Kamrozu BCPTUKAJILHBIC

[ITaTuB 17151 BUIEOKaAMEPHI

D-Link DES-1016D Kommyrarop  16-port
000000000008534

UBIT ippon BACK Power Pro 000000000006361
HUBIT ippon BACK Power Pro 000000000006361
Kamepa Web Logitech 000000000009430
[Mpunrep HP LJ 2015 (A4 1200*1200)

Hoytoyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yxk Acer Aspire

Hoyt0yxk Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yxk Acer Aspire

Hoyt0yxk Acer Aspire

Hoytoyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yx Acer Aspire

Hoyt0yx Acer Aspire

Hoytoyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yxk Acer Aspire

Hoytoyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yxk Acer Aspire

Hoyt0yxk Acer Aspire

Hoytoyx Acer Aspire

Hoyt0yxk Acer Aspire

Hoyt0yxk Acer Aspire

Hoytoyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoyt0Oyx Acer Aspire

Hoyt0Oyx Acer Aspire
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[TpunTep nazepusiii HP LJ 1020 A4

VYuebnas
Ne 220
TBepckas o001, T.
Teepp, ya. 2-as
I'puboenosa, 1. 22)

ayIUTOpUS
(170021,

Cronpbl, crynbs, Kadeapa, OOCKa, MEPEHOCHOH
MYJIbTUMEAUNHBII TIPOEKTOP c JKPaAHOM,;
MH()OPMAITMOHHBIE CTCHIIBI

YyeOHast ayauropus
Ne 221 (170021,
TBepckas 001, T.
Tsepp, yn. 2-as
I'puboenona, 1. 22)

Cromsl, cTynbs, Kadenpa, 1ocka

Yuebnas ayautopus | CTonbl, cTynbs, Kadempa, AOCKa, MPOSKLIHOHHBIN
Ne 223 (170021, | skpan

TBepckas o001, T.

Teepp, ya. 2-as

I'puboenona, 1. 22)

JlekunoHHas Croumsl, cTynbs, Kadenpa, 1ocka

aymuTopus, ydeOHas

aynmutopust  Ne 109

(170021,  Teepckas

001., T. TBeps, yn. 2-
as 'puboenona, 1. 22)

KomnbroTepHslii
KJ1acc, yaeOHast
ayIUTOpUs M KaOMHET
CaMOCTOSITEIIbHON
paboThl CTyeHTOB Ne
407 (170021,
Tsepckas 00m., T
Teepp, yn. 2-as
I'puboenosa, 1. 22)

Cronbl, cTymbs, Kadeapa, T10CKa;
KommnbroTepsl — 25 mTyk

Google Chrome

Kaspersky Endpoint Security 10 ;
Windows
MHoropyHKIMOHAIEHBIH
penakrop ONLYOFFICE 6ecruiarty
I1O

OC Linux Ubuntu 6ecriatioe I1O
CIIC TAPAHT aspo

YuebHas ayauTopus
Ne 309 (170021,
Tepckas o06m., T.
Teepp, yn. 2-as
I'puboenosa, 1. 24)

Cronbl, cTybs, Kadeapa, 10cKa

JlexuuroHHas

aymutopusi  Ne 310
(170021,  Tsepckas
001., T. TBeps, yiu. 2-
ast ['puboenosa, i. 24)

Cronsl, CTyJIbs, Kadeapa, 1ocka

Jleximmonuas
aymutopuss  Ne 315
(170021,  Tsepckas

001., T. TBeps, yiu. 2-
as I'puboenona, 1. 22)

Cronbl, cTynbsl, Kadeapa, HOCKa, MPOSKIHMOHHBIA
9KpaH

VIIIl. CBenenusi 00 00HOBJIeHUM padoyeii MPOrpaMMbl IUCHMILTAHBI

OO0HoOBJIEHHBII
Ne pasaeJ padoueit .
Onucanue BHeCEHHBIX N3MEHEHH
LI NMpPOrpamMMblI
AUCHHUTLTHHBI

JaTa 1 npoToKoJI
3acelaHus
Kkadenpsl,

YTBEPAUBIIET0
H3MEHEHUS
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