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TemaTnueckui niaH

No Tembl Kon-sBo
/i YacoB
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[TonsiTMe 0 AOKYMEHTaX U CIIOcO0ax TOKYMEHTHPOBAHHUS 2
YHupUKays U CTAaHAAPTU3ALUS TOKYMEHTOB.

CucreMbl TOKYMEHTAIUH

YHu(pULIMpOoBaHHAs CHCTEMAa OPTraHU3ALIOHHO-PACTIOPAIUTEbHON
nokymenrtauuu (Y COPJL). @opmysip - obpazerr OP/]

TpeboBanus k 0QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB U OJIaHKaM
OpraHu3aoHHbIE TOKYMEHTBI

PacniopsimutenbHble JOKYMEHTBI

HHpopMamoHHO-CIIpaBOYHbIE JOKYMEHTHI

9. |TpeboBanus x 0hOpPMIIEHHIO U MIPABUJIIA BBIAAYN KOMUH TOKYMEHTOB

10. |[IOKYMEHTBI IO JIMYHOMY COCTaBY
11. [Cny:x0a OKYMEHTAIIMOHHOTO O0eCHeUueHHs! YIIPaBIESHUS.

12. |TpeGoBaHUsI K OpraHU3aLUU JOKYMEHTOO00pOTA
13. |Opranuzauus npruema JOKyMEHTOB
14. |Opraamsanust oOpabOTKH HMCXOASIIUX JOKYMEHTOB
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15. |Perucrpanus 1OKyMEHTOB
16. [Oprannzanuss KOHTPOJSI MCIOJHEHUs] JTOKYMEHTOB
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17. [Opranuzanus onepaTuBHOIO XpaHEHUs JOKY MEHTOB.
Howmenknatypa nen
18. [9xcnepTusa LIEHHOCTH TOKYMEHTOB

[\

19. |IloaroroBka nen Kk apxUBHOMY XPaHEHUIO 2

20. [Opranuzanusi AENOMPOU3BOACTBA MO MHUCHMEHHBIM U YCTHBIM 2
oOpaleHusIM rpaxiaH
21. [Opranu3zanus paboThl C TOKYyMEHTAMH, AeJlaMi U U3JaHUSMH, 2
conmep KaliuMu rpud orpaHUYEHUs JOCTya K HUM

HUTOI'O: 42




Tema 1. UcTopusi opranusanun gejonpoussoacrsa B Poccun

ITonsTue 0 nokyMeHTe U Jenonpou3BoacTse. OCHOBHbIE STalbl HCTOPUYECKOTO PA3BUTHUS
nenonpousBoacTea B Poccun: mpukazHoe aenonpou3roactso (XVI - XVII BB.), komnekckoe
nenonpousonactso (XVIIL B.), munucrepckoe nenonpousBoncteo (XIX - wawano XX BB.),
JeJONIPOU3BOACTBO B COBETCKHI nepuoa. CoBpeMeHHas perylaMeHTal sl 1 OPraHU3aLHsl CITyKObI
NeJIONPOU3BOJICTBA.

Tema 2. IlonsiTHe 0 JOKYMEHTAaX H CIIOCO0aX AOKYMEHTHPOBAHHUS

[Tonstne o mokymenrte. Mudpopmaumss u nokymeHT. Ponb wH(pOpManmyd B COIMABHO-
SKOHOMHYECKUX mnpoueccax. Penepanpublii 3akoH "O0 nHpopManmy, HHGOPMATHU3AINK U 3aLIUTE
uHpopmauuu". IlomudpyHKUNOHATBPHOCTh NOKyMeHTa. MHpOpMannoHHas, KOMMyHHKATHBHAS,
COLMaNbHAS, KyJbTYpHAs, YIpPaBJICHUECKas, IPaBOBas, HCTOpHYECKass W Ipyrue (GpyHKIuu
JOKYMEHTOB.

ITonsiTme 0  gokyMeHTHpoBaHMH.  OCHOBHBIE  CIOCOOBI  AOKYMEHTHPOBAHMSIL.
Marepuanbubie Hocutenu uHpopmanmu. TexkcToBble, TrpaduUecKre, MAIIUHOYHTAEMBbIE
IOKYMEHTBI, (POTONOKYMEHTH. BiusHHE HayYHO-TEXHHUECKOro Iporpecca Ha OOKYMEHT U
JOKYMEHTHPOBaHUE.

Tema 3. YHUpUKAUHUS U CTAHAAPTH3AIUU JOKYMeHTOB. CHCTeMbl JOKYMEHTALMH

Yaudukamms u crangaptusanus. [lonsrtue '"cuctema AOKyMeHTanuu', e€e NPU3HAKHU.
@DyHKIMOHAJIbHBIE U OTPACieBble CUCTEMBbI JOKYMEHTALIUU.

[Monsitue "yHudunmposaHHast cuctema nokymeHtarmu". CoctaB yHU(PHIMPOBAHHBIX
CUCTEM  JOKYMEHTALMW:  OPraHu3alIOHHO-PACMOpAAUTENbHAs,  OTYETHO-CTATUCTUYECKas,
NepBUYHAS, yUeTHasl, GPUHAHCOBAS U AP.

I'ocynapcTBeHHbIE CTaHAAPTHI HA YHU(PHLIHNPOBAHHBIE CUCTEMBI JOKYMEHTALIHH.

Dopmynisip MOKYMEHTa M €ro CoCTaBHble uacTH. [loHATHA: pPEeKBU3UT, (GOpPMyJsIp
NOKYMeHTa, THIOBOH (opmysap, Gopmynsip-obpasen, MHIAUBHAYANIbHBIA (HOpMYJIsip, Tabenb
¢$bopM TOKyMEHTOB, aTbOOM (HOpPM YHUPHUIIUPOBAHHBIX TOKYMEHTOB.

Tema 4. YHH(PHUHPOBAHHAS CHCTEMA OPraHH3ALHMOHHO-PACNIOPSIAUTEILHOH
aoxymentauuu (Y COP/I). ®opmyasip-oopaszen OPJ]

XapakTepucTuka U COCTaB  YHU(QULUUPOBAHHOW  CHCTEMbl  OPTaHH3ALMOHHO-
pacriopsimutensHol nokyMeHTtaruu (Y COP/I), HopMaTUBHbBIE TOKYMEHTBI, PETJIAMEHTHPYOIIHE
npumenenue YCOP/L.

Qopmymsip-obpasery Kak CXeMa pPAacloJIOKEHHs  PEKBU3UTOB  OpraHU3alMOHHO-
pacriopsimurenbHoro mokymenTa. CocraB pexkBuzuToB OPJ] o 'OCT P 6. 30 - 97, BapuaHThl UX
PacCMONIOKEHUS.

Tema S. TpeGoBanusi kK 0(popMJIeHHI0 PEKBU3UTOB I0OKYMEHTOB H OJIAHKAM

[MousiTne «OMaHK MOKYMEHTa», ero pojib B OPOPMIICHHH TOKYMEHTOB. BUIbl OJaHKOB!
oOmuii 6naHk, 61aHK MUCcbMa, OJJAHK KOHKPETHOTO BUIA JOKYMEHTa (KpoMe MHChMa).

CocraB pekBH3UTOB OJlaHKa B 3aBUCUMOCTH OT ero Buaa. [IocTOsHHBIE U IepeMeHHbIe
pexBu3uTH! OaHKOB. [IpaBuia KOHCTPYHPOBaHUS OJIAHKOB.

Tema 6. OprannzauHoOHHO-PACNIOPSANTEIbHASL JOKYMEHTALUSI

OcHOBHbIE TpPYMNIbl OPraHU3alMOHHO-PACIIOPAAUTENBHBIX NOKYMeHTOB. CocTaB rpymnn
JOKYMEHTOB; UX Ha3Ha4yeHHUe.

Tema 7. OpranusanuoHHbIE JOKYMEHTbI

XapakTepucTUKa W COCTaB OPTraHU3AIMOHHBIX IOKYMEHTOB (yCTaBa, IOJOXEHHUS,
UHCTPYKLMH, MAOJDKHOCTHOH WHCTPYKUMH, TpaBUi), TpeOOBaHUS K UX O(POPMIICHUIO.
OcoOEeHHOCTH TEKCTa OPTaHU3ALMOHHBIX JOKYMEHTOB.

Tema 8. Pacnopsinute/ibHbIe JOKYMEHTHI

XapakTepUCTHKA M COCTaB PACHOPSIIUTENLHBIX JOKYMEHTOB (TIOCTAHOBJICHUS, MTPHUKA3a,
peLIeHMsI, PACTIOPSKEHMs], YKa3aHUs,, COBMECTHOTO PaCHOPSIIUTENBHOTO TOKYMEHTa), Tpebo-
BaHUS K MX 0(OPMIIEHHIO, OCOOEHHOCTH TEKCTA.

Tema 9. UndgopManinoHHO-CIPABOYHBIE JOKYMEHTHI
XapakTepucTHKa U COCTaB HHYOPMAIIMOHHO -CIIPABOYHBIX JOKYMEHTOB (CITy>KEOHBIX MTUCEM,
CIIPABOK, 3asBJICHUH, TOKJIQAHOHN 3aIMCKH, aKTa, IPOTOKOJIA), TPebeBait K NX 0 OPMICHUIO



0COOEHHOCTH TEKCTa KaKAOTO BUAAa MHGOOPMALIMOHHO CIIPABOYHBIX JOKYMEHTOB.

HopmaTiBHBIE TOKYMEHTBI, YCTaHABJIMBAOIINE TPEOOBaHUS K OOPMIICHUIO TEJEerpaMM.
Kareropun Ttenerpamm. OcobeHHOCTH OGOPMIICHHS, COCTaB PEKBU3UTOB. VCHOIB30BaHHE
TpadapeTHbIX OJIAHKOB.

TenepoHorpamMmMbl: cocTaB peKBU3UTOB, TpeOoBaHus Kk odopmienuro. [Ipasuna nepenaun
TeneoHOrpaMM.

Ocobennocty cocTaBieHHs JOKyMeHTa ¢ momorbio T1K.

Tema 10. TpeGoBanus K 0(pOPMJIEHHIO H NPABWJIA BbIIAYH KOMHI JOKYMEHTOB

[onsitue nopnuaaMKa. [loamuHHBIE U OUIOXKHBIE TOKYMEHTHI. Bunsl danxscudukanmm
nokymeHToB. [loHsiTne «xomus». Buabl komuli, ompenensieMble CIIOCOOOM HMX BOCHpPOHU3Be-
nenus1. Konnu, pasnugaeMble mo cnoco0y UX yIOCTOBEPEHHSI.

Tpebopanusi kK OPOPMIIEHUIO KONTUI pa3U4HbIX BUAOB. PekBusnut "OTMeTKa O 3aBEpEeHUU
xormit". TpeOoBaHMS K MPOCTAaBICHUIO PEKBH3WUTA MO TOJHOW M COKpalneHHOH (opme.
IlpaBuna 3aBepeHHs KONMHM HOTapUaJbHBIMU KOHTOpPAMH UM  JOJIKHOCTHBIMHU JIMLIAMH
Opra”Hu3aLui.

Tema 11. /lokyMeHTHI 10 JIMYHOMY COCTABY

JInuHble 3asiBiEHUs, XapaKTEPUCTUKM, KOHTPAKTBHL, IPHUKAa3bl IO JUYHOMY COCTaBY,
TPYZIOBBIE KHIDKKH, JIMYHbIE KapTOYKH, (POPMBI, TNPEACTABICHMS, JHMYHBIC JOBEPEHHOCTH,
pacriucku. Ocobennoctu ux opopmienus. Jlnaapie nema. CocTaB TOKYMEHTOB JIMYHOTO Jea.
Tpeboanusi k OQOPMIICHUIO JIMYHBIX JOKYMEHTOB. AaHKEThI, aBTOOMOrpaduu, pesroMe.
Ocobennoctu HOPMHUPOBAHMS M BEAEHUS JIMYHBIX JI€), UX TEKYIIEero XpaHeHHUs.

Tema 12. Cny:k0a 10KyMEHTALHOHHOI0 o0ecnedyeHus1 ynpasjeHus. TpeboBanus K
OPraHM3alHH T0OKYMEHT0000poTa

Cayx0a DOKYMEHTALIMOHHOTO OOECTIeYeHMsl YIIPaBJIEHUs, OCHOBHAs 3anava, (pyHKIIHH,
TUINOBBIE CTPYKTYPBI, TOJKHOCTHOM COCTaB, (PYHKLMOHAIbHBIE O0S3aHHOCTH AEJIOMPONU3BOAN-
TeJs, HOpMUPOBaHHUE TPya.

[onsTHE "nOKYyMEHTOOOOPOT", OOIIME MPUHLMIIBI OPTaHU3ANH TOKYyMEHTOO00pOTa, €ro
CTPYKTYpa, HEOOXOOUMOCTh ydeTa 00beMa TOKYMEHTOO00pOoTa.

HopmaTtnBHO-MeTOMMYECKHE AOKYMEHTHI, PErJIAMEHTHUPYIOLINE OPraHM3aLUI0 PadoThI
ciyx0b1 IOV u opranusanuio qokymeHToobopora. KommproTepusaiusi JoKyMeHTO000poTa.
Tema 13 Opranuzauusi npuemMa 10KyMeHTOB

Ilytu mocrymneHuss HOKyMeHTa B yupexaeHue. Ilpuem u mepBoHauanbHas oOpaboTka
JOKYMEHTOB, COCTAB BBINOJHSAEMBIX padOT MpHu MepBUYHON 00paboTke noKyMeHTOB. PaccMoT-
peHue JIOKYMEHTOB pYKOBOJAWTEJEM, NMpocTaBieHue pekBuszuta «Pezomouus». OnpenenexHue
UCIIOJIHUTENSI B COOTBETCTBUM ¢ pesonrouneii. [lpaBuna nepenaun 1oKyMeHTa Ha UCIOJIHEHUE.
ITopsinok ucrosHeHus! 1OKyMEHTOB.

Tema 14. Opranu3auusi 00pad0TKH HCXOASIIINX JOKYMEHTOB

ITopsimok ucnonHeHust [OKyMeHTOB. OpraHuszalus XpaHeHUs JOKYMEHTOB B Ipoliecce
ucniosHeHusi. Coop mH(pOpMAIUK, COCTAaBJICHHE UYEPHOBHKA, OeIOBHKA (MIPOEKTAa) MOKYMEHTA.
OcobeHHOCTH COCTaBIEHHsI JOKYMEHTOB ¢ momornbko [TK.

ITopsinok cornacoBanus npoekTa fokymeHTa. HazHauenue
PEKBU3UTOB.

ITopsinok npencrasieHus MPOEKTA JOKYMEHTA Ha MOAMUCH. Y TBEPKACHHUE JOKYMEHTOB.
[ToHsITHE UCTIONHEHHOTO TOKYMEHTA: IPOBEPKa MPABUIBHOCTH O(POPMIICHHUS, HATUYIHE
npuiokeHus, agpecara. CopTUpOBKa IO afipecaTaM U BUAaM OTIIpaBJIEHUll, apecoBaHue,
KOHBEPTOBaHUE, OTIIPaBKa JIOKyMEHTOB.

Tema 15. Perucrpanusi 10KyMeHTOB

CucreMbl perucrtpauuu [JOKYMEHTOB. LIEHTPAJIU30BaHHAs, [ELEHTPalIM30BaHHAA W
cmemanHas. OcCHOBHOM mNpuHLMIT peructpauuu. Kareropuu AOKYMEHTOB, HE MOIJIEXKAIIUX
perucrparun. OcOOEHHOCTH PErUCTPAllMU BXOIAIINX, BHYTPEHHUX M HCXOMISALINX JTOKYMEHTOB,
COCTaB PEruCTPALMOHHBIX UHIEKCOB.

Tema 16. Opranuszauusi KOHTPOJISI HCTIOJIHEHHS TOKYMEHTOB

PexBusutr "OtmeTka o koHTpose ". 3HadeHHe peKBH3UTA, TpeOOBaHUA K €ro

npoctasieHuto. [loHATHE KOHTPOJS HCHOJHEHHUs AOKYMEHTOB, ero Buibl. lloapaspenenue



cayx0b1 JIOY, ocylnecTBsitolliee KOHTPOJIb HCIOJNHEHHUS, ero (PyHKIUU, mpaBa. IIpUHLIMIIBI
opranuszauuu KoHTposs. IloHATHUS. CpOK HCHOJHEHMs, TUNOBON cpok. HopmaTusHbIE
JOKYMEHTBI, YCTAaHaBJIMBAIOIIME THUIIOBble CPOKHU HCIMONHEeHUs. Py4yHONW M aBTOMAaTH3U-
POBaHHBIH KOHTPOJb (PErUCTPALlMOHHO-KOHTPOJbHAS KapTOdka). TEeXHOJNOrus BeOeHHs
koHTpoJisi. [IpaBuia m3mMeHeHus (MPOAJIEHUS) CPOKOB UCIIOJHEHHs TOKyMeHTOB. [IpaBuna cHsi-
THA JOKYMEHTOB C KOHTpPOJs. AHainn3 M OOOOIIeHHE pe3yJbTaTOB KOHTPOJS HCIIONHEHHUS
nokyMeHTOB. K03 pUIIMEeHT HCOTHUTEIBHOCTH, MPAaBHJIA €0 OIPEAEISHIS.

OcobeHHOCTH  BENEHUs] KOHTPOJISL — PACIOPAOUTENbHBIX JAOKYMEHTOB, IPOTOKOJIOB
3acellaHusl KOJUIETHAIbHBIX OPTaHOB.

Tema 17. Opranusanus onepaTuBHOro xpaHeHusi 1okymeHntros. Homenknarypa nen

[onsaTus: neno, GopMupoOBaHUE IeJ, HOMEHKIIATypa Jell. 3HaUYeHHe HOMEHKJIATYPbI eI TS
KJIaCCU(PHUKALUN TOKYMEHTOB.

Buner Homenkmatyp nen. Ilopsmok coctaBneHus, OQOPMIICHUS, YTBEPXKIEHHS U
MPUMEHEHNs] KOHKPETHON HOMEHKJIATYPhI e

OcHoBHble TPeOOBaHUS K OPTraHU3ALMN XPAHEHUS HCTIOJHEHHBIX JOKYMEHTOB B
NeJIONPOU3BO/ICTBE, HOPMATHUBHbIE IOKYMEHTBI, PerJIaMEHTUPYIOIINE NaHHbIH dTar
nokymenroobopora. [Topsimok GpopmupoBaHust e B A€IOMPOU3BOACTBE, OCOOCHHOCTH
(bopMupOBaHUs B eNla TOKYMEHTOB OTIEJIbHBIX KaTErOPHA.

ITopsinok 3aBeneHus e ¢ Havaja AeJonponu3BOACTBeHHOro rofa. Ilanku nis
dhopmupoBanus aen. O0noxka aena, npabuia opoOpMIIEHUs PEKBU3UTOB 00JIOKKH JeNa B
MOMEHT 3aBenieHus fena. [IpaBuna xpaHeHus e B AeJONPOU3BOACTBE, CPOKU XPAHEHUs Jel 10
UX TMepenayn B BEAOMCTBEHHBIN apxuB. OducHas TEXHUKA, TPUMEHsIeMast TPH TEKYILEM
xpaHeHu fen. OTBETCTBEHHOCTb 3a COXPAHHOCTh JOKYMEHTOB. I1opsAn0K Bblauu TOKYMEHTOB U
7ieJ1 BO BPEMEHHOE I0JIb30BaHUe.

Tema 18. DxkcnepTH3a HEeHHOCTH A0KYMEHTOB

ITonsTue "skcnepTusa LEHHOCTH AOKYMeHTOB". IIpHMHLMIBI U KpUTEpUHU OIpeneeHus
Hay4YHOMH, UCTOPUYECKON U MPaKTUYECKONW LIEHHOCTH AOKYMEHTOB. CpOKU XpaHEHUs TOKYMEH-
ToB. IlepeuHn NOKYMEHTOB C yKa3aHHEM CpPOKOB XPaHEHHUs, MX BH[bl, HA3HA4YEHHUE, CXEMbl
MOCTPOEHHUS.

DTarbl U NOPSIIOK NPOBEIEHHUS SKCIEPTU3bI LIEHHOCTU AOKYMEHTOB. ITopsnok yHUUTOXKEHMs
JOKYMEHTOB B O(DOPMIIEHUsI PE3yJIBTaTOB HKCIEPTU3bl. DKCIIEPTHBIE KOMUCCHHU, UX (PYHKLUH,
npasa.

Tema 19. IloaroroBka aes K ApXMBHOMY XPAHEHUIO

[Tepeuenr wmeponpusiTHii MO TMOATOTOBKE A€ K Iepedade B apxuB. TpedoBaHus K
o(hopMITEHHIO [1eNT IOCTOSTHHOTO, BPEMEHHOT'O CPOKOB XPAHEHHS | 10 JIMTYHOMY cocTaBy. IToHsTHE
onmcH aen. HeoOXoanMocTh COCTaBIEHHs ONTUCH A€ Ha Pa3INYHbIC
KaTeropuu AOKyMeHTOB. llopsimok cocrasneHus, OpOPMIICHHUS, COTJIACOBAHUSA M YTBEPXKACHUS
OMMCHU e CTPYKTYpHOTro noapasaenenus. Ilopsanok nepenauu neia B BEAOMCTBEHHBIN apXuB.
Tema 20. Opranusauus 1eJ10NpPOU3BOJACTBA N0 MHCbMEHHbIM H YCTHBIM 00paLeHHsAM
rpaskaaH

[TonsiTe ©  TpeMIOKEHWH, 3asBIeHUH, ‘kajnobe. HopmaTuBHBIE  JTOKYMEHTBI,
perJaMeHTUpYIOLIUe OpTaHU3alUi0 JeJIONPOU3BOACTBA MO MPEIJIOKEHUSIM, 3asABJICHUSIM U
xkanobam rpaxxaad. OcHoBHBIe 3anauu u GyHkumu cnyx0e1 JIOY 1o opraHu3alnuu JTHYHOTO
npreMa rpakKAaaH M AEJONPOU3BOICTBA IO MPEUIOKEHUSIM, 3asBICHUAM U JKallobaM rpakaaH.
TexHoMoOruss OCHOBHBIX Ollepanuuil MO NPUEMY, PEruCTpalluM, KOHTPOJIO HCIOJHEHUS,
opraHu3anuu HWHOOPMALMOHHO-CIPABOYHONW paboThHl MO AaHHBIM JOOKyMeHTaM. Cpoku
ucnonHeHus. TpebGoBaHUA K CONEPIKAHUIO OTBETHBIX NOKYMeHTOB. Ob6o0menHne, aHamm3
U MCIIOJIb30BAaHUE JAaHHBIX 10 paboTe ¢ oOpameHusamu rpaxaad. OcoOeHHOCTH GOPMUPOBAHUS
u oopMIIeHHS Ael ¢ O0palleHUsAMU TPakaaH. DKCIEePTH3a X LIEHHOCTH, CPOKH XPAHEHHUSI.
Tema 21. Opranu3auusi padoTsl ¢ JOKYMEHTAMHU, AeJIAMH U H3AAHUSIMH, COAEPKALIUMH
rpud orpaHuYeHUs J0CTYNAa K HUM

ITonsiTe O cBenEHMSIX OrpaHUMYEHHOro pacnpocTpaHeHus. HopMaTuBHBIE TOKYMEHTHI,
perIaMeHTHPYIOLINE TOPSAOK paboThI C JOKYMEHTAMH, A€JIaMH U U3IaHHUSIMH, COAEPIKALUMHU
rpud orpaHMYEHHs JOCTYIIA.

OOwmme monoXkeHUs MO OpraHu3anuu  padoTel C JOKYMEHTaMH, COIEpXKAIUUMHU Trpud



orpann4eHus gocrymna. IIpaBuna onpeneneHns HEOOXOIUMOCTH MTPOCTABICHUS Tprda orpaHuye-
Husi pocryna. IlompasnmeneHus, OCYIIECTBIBIOLINE OpraHu3auuio padoThl C TOKYMEHTaMH,
colepKaluMu TpUd OrpaHUYEeHUs] JOCTYNa, KOHTPOJb 3a HEPa3IJalleHHneM CBEICHUH,
IIPOBEPKY HAJIMYMSL

OcobeHHOCTH BeIEHHs JAEJONPOU3BOACTBA IO AOKYMEHTAM, COAEpXKaluM Tpud
OrpaHUYEHHUsl AOCTyINa. IpHeMa M perucTpanuy, IedaTaHus M Pa3MHOXKEHUS, OTIIPaBKH,
(dbopMupOBaHHS B A€TA, UCTIONIB30BAHUS, 0OECTIEUEHHS UX COXPAHHOCTH.

[MonsTne xommepueckoii TaiiHbl ( KT ). YcaoBus, npu KOTOPbIX HHPOPMALUS MOXKET OBITH
orHecena k KT. IIpumepHsiii nepedens ceeneHuii, cocrasisaomux KT npennpustus. Hopma-
TUBHBbIE JTOKYMEHTBI, YCTAHABJIMBAIOLINUE MEPEYEHb CBEIECHUI, KOTOPblE HE MOTIYT COCTaBJISThb
KT. Ilepeuenb meponpusTuii o obecrnedennto 3ammtbl KT. O6s3aTenbcTBO pabOTHUKOB O He-
pasriaaleHu KOMMEpPUYEeCKO TaliHbL
Tema 22. II9BM B nesionpou3BoacTBE

[TepcoHanbpHBIE 3JEKTPOHHO-BBIYHCITUTENbHBIE MalmuHbl (II9BM) B MOKyMEHTalMOHHOM
ynpasnenuu (JIOY) opranusanueii (mpeanpusTueM, YIpekIeHHEM).

OddextuBHoctr  mpumenenns [IOBM  (mepcoHaNbHBIX ~ KOMITBIOTEPOB)  MPHU
IOKYMEHTHPOBAHWHU M OpTaHU3alHy paboThl C JOKYMEHTAMH.

PexomeHnayembie NPAKTHYECKHE 3AHATHS

K teme 5. Co3zmanue OmaHKOB MOKYMEHTOB: oOmiero Ojanka, OJaHKa KOHKPETHOTO BHJIA
TOKYMEHTOB, OlaHKa MTHUChMA, OJIaHKa MOJKHOCTHOTO JIUIIA.

K teme 8. CocraBnenue u opopMieHHEe: MPUKa3a MO OCHOBHOM NESTENbHOCTH, BBITUCKH
U3 MPUKa3a, JOKJIATHON 3aMUCKH, OOBSICHUTEILHOM 3aICKH.

K teme 9. Cocrasienre u opopmiieHHe: akTa, IPOTOKOJa (MTOJIHOTO U COKPALIIEHHOTO).

CocraBnenrie U O(QOpMIIEHHE. MUChMA BXOISIIErO, MHCbMAa HCXOMAIIErO, TEJIerpPaMMBbl,
tesehoHOrpaMMbl, UHPOPMAITMOHHOMN CIIPABKH.

K teme 11 CocraBnenue u odopmiieHHE, 3asBJICHHA IO JIMYHOMY COCTaBy (IIpHEM,
MEPEBO/, YBOJIbHEHNUE), MPUKA30B M0 JIMYHOMY COCTaBY (CBOIHOTO, HHAHBUAYAJIBHOTO).

OdopmieHne TPyTOBBIX KHUMKEK, JINYHBIX JINCTKOB O Y4ETY KaJPOB.

K Teme 15. BeneHwe W 3amojiHEHHE PETrHCTPALIMOHHBIX (GopM  (KypHaJOB,
PETUCTPALIMOHHO-KOHTPOJIBHBIX KAPTOUEK).

K teme 17. CocraBnenue u opopmiieHHE HOMEHKJIATYPBI Jel.



1.3.3. TEMATHYECKHWI ILTAH U ITIPOTPAMMA

npeamera « IHpopMaOHHbIE TEXHOJOTMH; KOMNbITEPU3ALUS
AeJIONPOU3BOACTBA»

TemaTnueckum nJjaaH

Ne n/m Tembl Kon-Bo
4acoB

1 Beenenue 2

2 OxpaHa Tpyaa, 3JEKTPO- U MokapHasi 0€30MacHOCTb 2

3 OO0mue ceeneHust 00 yCTPOHCTBE MEPCOHATBHOTO KOMITBIOTEPA 2

(IT9BM), anmapatHble U MPOrpaMMHBIE CPENICTBA

Brenenue B Microsoft Windows

CosnaHue TOKyMEHTOB C MIOMOIIBIO TEKCTOBOTO penakropa Word
O6padoTtka nHpopmMauu ¢ TOMOIIBIO0 TAOTUYHOTO penakropa Excel
CoBMecTHOE ucHob30BaHue npuiaoxenuii Microsoft Office
MeTo/1bI 3aIUThl OT KOMITBIOTEPHBIX BHPYCOB

Cay>xeOHbIe IPOrpaMMBbl

TunoBble HEUCTTPABHOCTH M YXOJ 32 KOMIIBIOTEPOM
Ceru. Internet. DnexTpoHHast mo4uTa
KomnbroTepusanust 1ea0npon3BOICTBa

P o\® 0o »ni

R DN N0 DN

HUTOIO:

Tema 1. BBeaenue

Hasnayenne u oOIIeCTBeHHBIE aCMEKThl MpuMeHeHus: nepcoHanbHoii OBM. [lonsatue 00
UH(POPMALIMOHHBIX TEXHOJOTUSIX. ABTOMaTH3aIUs paboTh! oduca.

Tema 2. OxpaHa Tpyaa, 3JIeKTPO H MOKAPHasA 0e€30MaACHOCTD

Tpynosoit kogekc Poccuiickoi @enepannu. OCHOBBI 3aKOHOAATENBCTBA MO OXPaHE TPyAa.
Cucrema cranmaproB OeszonacHoctu Tpyna (CCBT). Ilonoxkenue o paccienoBaHUU W y4yeTe
HECYACTHBIX CITyYaeB.

Opronomuka: pabouee mecro, oducHas Mebenb, TpeOOBaHUS K pabodyeMy MecTy NpHU
paboTe cupsi, OCBEUICHUIO, BEHTHIISILIUY, OTOTUICHUIO.

[IpaBuna Oe3omacHOCTHM TpyAa mpu padoTe HA NHIOYIIEH MalluHe, MNTePCOHAIBHOM
koMmbioTepe (ITOBM), oprrexHuke. PexxuM Tpyaa U OTAbIXa MPH BBIMOJIHEHUH MAIIMHOMHUCHBIX
pabot, mpu pabore Ha IIDBM. 3amura or BpegHoro BozxaeicTBuss I[IOBM, wmepsr
npoduiakTuku. PanmonanpHas opraHu3aus Tpyaa U OTIbIXa.

JlelicTBUe TOKa Ha OPTaHU3M 4YeJOBeKa, (PaKTOPBI, BIMSIONIUE HA WCXOJ MMOPAKECHUS.
Mepsl 10 3aIIHUTE OT MOPAKEHUS HITEKTPUIECKUM TOKOM.

[lonsitue o moskape, ropeHun. IIpuunHBI TOXKAPOB, MEPBI MO HUX NPEAYHPEKIACHUIO,
CPEICTBA MOXKAPOTYLIECHUS.

OkazaHue mepBOH NOMOINM MOCTPANABIINM OT JEHCTBHS 3JIEKTPUUECKOrO TOKa, IMPHU
no)kape, MOJyYUBIIUM pa3findHble TpaBMbl. [IpreMbl UCKYCCTBEHHOTO NbIXAHUS U HEIMPSIMOTO
Maccaxa cepua.

Tema 3. O6mue cBeaenus 00 ycrpoiicTse nepcoHabHOro komneiortepa (IIBM),
annapaTHbie H IPOrPaMMHBbIE CPeACTBA

I[Mpunnunel paboTel mepcoHanbHOro komnpioTepa (II9BM). AnmaparHeie cpeacTsa
nepcoHanbHOTO KoMibioTepa turna IBM PC u ux ocHOBHBIE (DyHKIHH.

LlenTpanbHbIl MPOIECCOp, ONepaTHBHOE 3amomMuHaroinee ycrpoiictso (O3Y). Jluckopas
namsATh, nepudepuiineie yerporictsa. Enununsl m3Mmepenns napopmarmu. TexHuyeckne xapak-



TEPUCTHKHU KOMITBIOTEpA.

KnaBuarypa kommbioTepa. HasHaueHue KIABHIN Pa3IMYHBIX (PYHKIIMOHATBHBIX 30H.
Kombunanuu knasumn. TexHUKa e4aT U KJIABHATYPHBIC TPEHAKEePbl. MaHUITYJIITOP «MBIIIbY.
Monem. Ckanep. Ctpumep.

CocraB mnporpaMmHOro obecrnedeHuss TNEPCOHATBPHOTO KOMITBIOTEpA. Y IIPaBJICHHE
KOMITBIOTEPOM C TIOMOIIBIO OMEPAIIMOHHON crcTeMbl. [IpUKiagHbie MPOorpaMmel.

Tema 4. Beenenne B Microsoft Windows

O6mue ceenenust o Microsoft Windows, pasnuunsie Bepcuu. Onucanune pabodero croja.
Hcnonp3oBanue MbIHM. 3aMyCK MPUKIATHBIX NporpamMm ¢ momoinbto kHomku «Ilyck». 3a-
BEpLICHHE PabOTHL

[puauuner padotsl ¢ npunokeHusiME Windows. DneMeHTsI OkHa npuitoxkeHnst Windows.
KHomnku 3aroioBka oOkHa.

Ilepememenne okoH. M3mMeHeHue pasmepa okHa. CBepThIBaHHE OKHA. ABTOMATUYECKOE
PacMOJIOKEHUE OKOH.

Pabora ¢ MeHK: BbIMamaroIee MEHIO, BCIUIbIBAIOIIEE MeHI0, noaMmeHro. [lanemu
UHCTPYMEHTOB.

[Taneny 3amau u ee snemeHThl. llepexmtoueHue mexay nporpammamu. CrpaBoyHas
cucrema. Jluanoroenie OKHa.

OxHo mporpammbl «Moit koMmmbroTep». Paiinbl, manku u AUCKU. BbIOOp OUCKOBOTO
Hakonutens. [lepemelenue no nan-

KaM, MMPOCMOTP COMEP>KUMOTO MaroK. MapipyTsl U MOJHOE uMst (paiiia.

Oxno nporpammbl «[IpoBomuuky». Onepanuu ¢ mankamu U (aiiaMu: CO3NAHUE TANKH,
KONMPOBAHUE U TIEPECHITIKA MAanok U (ailios, meperMMeHOBaHHWE Aok W (AJoB, yaaleHue
narnok u ¢ainos. bydep obmeHa u kop3uHa.

IMTouck ¢aiiIoB u Mamnok.

Tema S. Co3naHue 10KYMEHTOB C MOMOIbIO TEKCTOBOT0 peaakropa Word

Kpatkuii 0630p Bo3moxkHocTelh Word. 3amyck pemaktopa. CTpykTypa okHa. OnucaHue
snemeHTOB OKkHa. [lanenu nncrpymenToB. CrpaBodHasi CUCTeMa, TTOMOIIHHUK.

TexHonorusi padoThI ¢ TEKCTOBBIMH JOKyMeHTaMu. BBog Tekcta. [lepemerenue Kypcopa.
IIpokpyTka nokymenTa. McrpaBneHue ommodoK.

CoxpaHeHre TOKyMeHTa. 3aKpbITHE JOKYMEeHTa. BhIXOA M3 MPOrpaMMsl.

OTtkpeiTHE HOKyMeHTa. Boinenenue ¢pparmeHTOB Tekcta. OTMEHA BBIMOJHEHHBIX EHCTBUN.
Vnanenue tekcra. Mcrnonb3oBanue Oydepa oOMeHa A BbIpE3aHHUs, KOIMPOBAHUS U BCTABKH
(hparMeHTOB TEKCTA.

IIposepka opdorpadhun. Ucnpasnenue opdorpadpudecknx ommbdok. Aprozamena. [Togbop
CUHOHHMOB.

IIpuems! popmatupoBanmst. U3meHenne napamerpos (aTpuOyToB) mpudTa B BEACIEHHOM
dparmente. Dopmaruposanue ab3ana. Obpamenue ab3amna. Hymeparus, Cliicku, MapKephbl.

Odopmnenue cTpaHunbl.  YCTaHOBKAa monei. MacmrabupoBaHue  JTOKyMEHTa.
IIpenBapureneHelii TPOCMOTP AOKyMeHTa. Ileyats nokymenra. Ilapamerpel neuaru. Hymepanus
CTpPaHMUII U KOJIOHTUTYJIBI.

ITouck u 3aMeHa B Tekcte. MIcrosib30BaHNE aBTOTEKCTA.

OdopmieHne noKyMeHTa ¢ TOMOINbI ctuied. Co3maHue W TpPUMEHEHHE CTHIIS.
OdopmieHne NOKyMeHTa C MOMOINBID CTWield ad3aneB. Co3maHue NOKYMEHTOB C TTOMOIIBIO
MacTepoB U MabJIOHOB.

Pabora ¢ Tabaunamu. Co3maHue mnpocToil Tadmuubl. BBoxm naHHBIX B Tabmuiy.
Bruinenenue crpok u cronbios. JloOaBieHue W ynmaleHue CTPOK U cTojOioB. Ilpocretimue
BBIUHCIICHUSI.

BcraBka pucyHkoB B ToKyMeHT. [lepemeltieHrne U H3MEHEHUE Pa3MEPOB PUCYHKOB.

Tema 6. O0padoTka uHgopManHu ¢ MOMONIbLIO Ta0An4IHOro pegakropa Excel

TabnuuHble TPOIECCOPBI KaK CPeacTBO 00paboTkKH (PUHAHCOBO-3KOHOMHUYECKOH W
craructTudeckoil mHpopmanun. OCHOBHBIE TEPMUHBI 3JIEKTpOHHAsE Tabnuia, padodas KHUTA,
pabounii uCT, s4eiika, aapec staelky, akTUBHAs siuetika. Tabmmunbiii npoueccop Excel. 3amyck
MPOrpaMMBbl. DJIEMEHTBI OKHA MPOoTrpamMMbl. [1aHe I HHCTPYMEHTOB.

[Tepememnenue no padodemy nucty. Beon manneix. Mcnpasnenue ommOok. Beigenenue



nuamasoHoB siueek. CoxpaneHue paboueli kHurm. OTmeHa nedcTBusi komaHn. CrpaBouHas
CHCTEMA.

OtkpeiTue paboueit kHurH. PenmaktupoBaHue padodero Jmcra: ynajeHUE DaHHBIX B
Adelike U IUana3oHe, BCTABKA U yAAJIEHHE 3JEMEHTOB pabodero JicTa, KOMUPOBAHUE U Tepe-
MeIeHIE TaHHBIX.

H3meHeHne pa3MepoB CTOJOLOB U CTPOK.

ManunynupoBanue paOOYUMH  JIUCTAMU. BCTaBKA, YAAJCHHWE, [EpeMeIeHne U
KONHMPOBAaHHUE PA0OYMX JINCTOB.

dopmarupoBaHue TeKCTa: BBIOOpP wIpuUdTa, NPUMEHEHHE TEKCTOBBIX (POPMATOB,
BbIpaBHUBaHKE HaHHBIX. OpopMiIeHHne pabOUHX JIUCTOB U UX pacredyarka.

DopmMaThl YHCEI.

[Tpumenenue 3amuBku u odpamiuenus. Konuposanue Gpopmaros.

ITewatp pabovero jucra. YCTaHOBKA MapaMeTPOB CTPAHULBI U ONpenesieHne 00JacTu
nevatu. [IpensapuTtenpHblil NPOCMOTP NEpeA NeYaThIO.

Bemonnenne Beraucnenuii. Cozmanmne ¢opmyn. HMcnonp3oBaHuE CCBUIOK Ha STUSHKH:
OTHOCHTEJIbHBIE, a0CONIIOTHBIE U CMeIaHHble CChUTKU. ITonck n ucnpasneHune ommodok B Gpopmy-
nax. Mcnonp3oBaHue UMEH sSiUeeK U TUara3oHOB siueeK.

Ucnonp3oBanue (PyHKUWH: CHOUCOK AOCTYNHBIX (PYHKLMHA, KHOIMKa aBTOCYyMMA,
penakTupoBaHue QyHKINHN.

Cozpanne auarpamm. Tumbl nuarpaMM M ux ucnoje3oBaHue. CosmaHue auarpaMm c
noMmoinblo Macrepa nuarpamm. Ilapamerpsl auarpamMmbl. 3arojIOBKHM, OCH, JUHUU CETKH,
JiereHsa, MOANNUCH JaHHBIX.

Ilepemelnenne pauarpaMmbpl M HU3MEHEHHe pasmepa auarpammbl. M3meHeHue Tumna
nuarpammel. [ledats auarpamm.

Tema 7. CoBmecTHOe HcnOJIb30BaHue npuioxkennii Microsoft Office

CocraB makera Microsoft Office. Bouibop mpunoxenuss mist uicnonab3oBaHus. CriocoOb
COBMECTHOIO UCIOJIb30BaHUs JaHHBIX: KOMMPOBaHUE, CBA3bIBaHUE U BHeApeHue. [lepexinouenue
MeXy porpaMMaMu.

Konuposanne nadpopmManny u3 31eKTPOHHBIX Tabmull B okyMeHT Word u obpatHo.

Tema 8. MeToabl 3a1HThI 0T KOMIBLITEPHBIX BUPYCOB

KommnbroTepHble BUPYCBI, UX NPOUCXOXKIEHHE U pacnpocTpaHeHue. PaspymurenbHbie
nelcTBUsl BUPYCOB. AHTUBHPYCHBIE Tiporpammsbl (Dr. Web; AVP) nis oOnapyxkeHus u ynane-
HUS BUPYCOB, padoTa C HUMHU.

Tema 9. Ciry:ke0HbIe IPOrpaMMbl

ApXHBaTOpPHI U APXUBHPOBAHMUE.

PesepBHOE KOMMpPOBaHUE.

HHcTannauus U qenHCTaIALUs IPOrpaMM.

Tema 10. TunoBbie HEMCNIPABHOCTH U YXOA 32 KOMIBIOTEPOM

Ilpasuna skcnnyaranuu IIK. Vxon 3a xomnberotepamu. TUnosbie HEUCIIPABHOCTH U UX
yCTpaHeHue.

Tema 11. Cern. Internet. DneKkTpoHHasi mo4YTAa

JlokanpHble W rinobanbHBIE CeTH. Pa3sHOBUAHOCTH JIOKANBHBIX CeTeH, WX HAa3HAUYCHHE,
o0mwmii 1oCTyM K WHGOPMALMOHHBIM PecypcaM CeTH, AOCTYN K UH(POPMAIINH JPYTOro KOMITBIO-
Tepa. ATnapaTHbIe PECYPChI CETH.

OcuoBubie cBeneHust o0 Internet. Ilogkmrouenue k Internet. MuHpOpmannoHHBbIE
pecypcel Internet. CpencrBa mowcka wunHpopmamuu B Internet. CoxpaHeHwe HalIeHHON
uHpopManmu. ITHKA 1 Oe30MacHOCTh padoThI B Internet.

DnekTpoHHas movta. TwIbl 37eKTpOHHON mouThl. Pabora ¢ anpecHoit kauroi. Co3nanue,
OTIIpaBKa M MOJIyuYeHHE COOOINEHHI.

Tema 12. KomnbroTepuszanus 1e101pou3BoACTBA

HNHpopMaLHOHHBIE TEXHOJIOTHH B IEJONPOU3BOACTBE. D(PPEeKTUBHOCTH HOBBIX METONOB
pabotel memonpomsBonuTens. lIporpaMmbl s aBTOMAaTH3AaLHU JEJONPOU3BOACTBA -
Microsoft Office; Bepcun. Cocrap mnakera mnporpamm. I(PPeKTHBHOCTH HCMONB30BAHUS,
TpeboBaHus Kk anmnaparype. OCHOBHBIE ITpaBHJIa OPTaHU3aLNN pabOThI C JOKYMEHTAMH B COBpe-



MEHHOI1 CHCTeMe aBTOMAaTH3allNuH ACJIOIIPONU3BOACTBA.

I TIPAKTUYECKOE ObYYEHUE
TEMATUYECKUH ITJIAH U ITIPOTPAMMA
IMPAKTHUYECKOI'O OBYUYEHUA

«MaInuHOMICH 1 KOMITBIOTEPHOH 00paboTKe TOKYMEHTOBY

TemaTuuyeckuui miaxH

Padora na IIK
I |BBogHoe 3aHsiTHE 2
2 |Pabora ¢ ofyHaromumMy mporpaMmmMamu 3
3 |Pabota co cnpaBouHoii cucremoit Windows 16
4 |OtpaboTka yrnpakHEHUH MO CO3TAHUIO TOKY- 8
MEHTOB C IMOMOIIBI TEKCTOBOIO Mpoleccopa
Word
5 |O6paboTka nHpOPMALIUU C TOMOIIBI0 TAOJIHMYHOTO MPOLIECCopa 11
HUTOI'O: 40
«PABOTA HA TIK»

Tema 1. BBoaHoe 3ansitue

HHcTpykTak mo 0e30macHOCTH TPyZAa, 3JIEKTPO- M MOokapHOW Oe3omacHoctH. IlpaBuna
pabotsl Ha [IK. Opranusauus u odopynoBanue padodero mecra. HasHaueHne nukrorpamm. Yc-
TAHOBKA MapaMeTPOB CTPAHULIBL, HHTEPBAJIOB, mpudTa. Hymepauus crpaHu.

O3HakOMIIeHHE C pEXUMOM padoThl, (GopMaMu OpraHU3alud TPyda H TPaBUIAMHU
BHYTPEHHETO TPYIOBOI'O PacIopsiika B y4eOHOM Kjlacce, MporpaMMoi U MOPSAKOM IPOBENEHUS
NPAaKTUIECKOTO OOYUEHHSI.

Tpebopanust Oe30macHOCTH TpyAa B y4eOHOM Kiacce W Ha pabouux mectax. [IpuduuHbI
TpaBMaTH3Ma. Bunbl TpaBM, Mepbl MPeayIpesKaeHus TPaBMaTU3Ma.

OcHoBHble mpaBuia sJekTpode3omacHocTu. IlepBas moMOLIE MNPH  MOPAXKEHUU
SIEKTPUIECKIM TOKOM.

Tpebosanus Texuuku Oe3zonacHoctu mpu padore ¢ I[IK. OcHoBHbIe BpemHbie (GakTopbl,
BO3HUKaroue mpu padore ¢ I1K.

Tema 2. Padora ¢ o0y4yaromumu nporpaMmmMamMu
Pabora ¢ TpeHaXkepamu KIIaBHATYPHI, ¢ 00YHYaOIUMH IPOTPAMMAaMH.

Tema 3. PaGora co cnpaBouHoii cucremoii Windows

Pabora co cmpaBounoit cucremoit Windows. BeimonHeHne omepanuii ¢ OKHaMH.
IIpocMOTp AMCKOB M NAamoK € MOMOLIBID mIporpaMMbel «Moil koMneroTepy». Beinonnenue
onepauuii ¢ (aijiaMu 1 marnKamu.

Tema 4. OTpadoTKa ynpaskHeHHH MO CO3AAHUI0 JOKYMEHTOB C MOMOIIbI0 TEKCTOBOI0
npoueccopa Word

OcBoOeHHE HABBIKOB 110 BBOAY U PEAAKTUPOBAHUIO TEKCTA, (POPMATUPOBAHUIO U MPOCMOTPY
JOKYMEHTOB B PA3JIMYHBIX PEKUMAX, MO O(QOPMIICHUIO CTPAHUIL, O OQOPMIICHUIO TOKYMEHTOB;
pabora ¢ TabnuLaMH.

[Iporpammer s aBromarusanuu aenonpousBoactsa Microsoft Office; Bepcun. Cocras
MaKeTa MporpaMM.

Tema S. O6paboTka nnpopmManuu ¢ NOMOMBIO TA0THYHOTr0 npoueccopa Excel



OTtpaboTka yHpaKHEHWI: MO BBOAY MOAHHBIX B SIYEHKH OJJIEKTPOHHON TaONUIIBL, IO
CO3MIaHUI0 pabodvero JMCTa, MO PEAAKTHPOBAHMIO pabodero JHMCTa;, MO M3YYEHHUIO OCHOBHBIX
npueMoB (OpPMATHUPOBAHHUS, MO M3MEHEHUIO BHEIIHErO BHIA TAOJMIBL, MO BBITIOJIHEHHIO
BBIUUCIICHUH, 110 CO3JAaHHI0O U KOMHPOBAaHMIO (OPMYJ, MO CO3AAHUI0 U PENAKTHPOBAHHIO
auarpaMm.

OcBoenne mporpaMM I aBTOMAaTH3aUWu fenonpounssonacTsa Microsoft Office.

PEKOMEHAYEMAA JIMTEPATYPA

MALIUHOIIHCH

Kysnenosa A.H., Barerreiim P.H. MamuHonmcs (npaktudeckoe nocodbue) - M.: Bricias
IIKOJIa, U311 LeHTp «AkageMus», 1999.

Enuneie HOpMbI BpeMeHH (BbIpaOOTKHM) Ha MAaIIWHOMHMCHBIE padoThl. - M.: DKOHOMHKA,
1988.

Kysnenosa A.H. Meronuka npenonaBaHusl MallMHOIUCH U J€JONpPOU3BOACTBA. - M.:
n3a-8o JIOAAD, 1988.

TEXHUYECKUE CPEJICTBA VIIPABJIEHHA

Benoycos M.I'. Cpencrsa opranmzaimoHHoi Texaukd. bpoiino B.JI. OducHas TexHuka.
®Qurypuos B.O. IBM PC ans nonp3oBarens.

HHOOPMAI[HOHHBIE TEXHOJIOTHH

AnekceeB A., EBceeB F., Mypaxosckuii B., Cumonosuu C. Hoselmmii caMmoydnTenb
paboTtel Ha kKoMmmbrOTEpe. - M.: «Jlec-ckomy», 2000.

AnnpeeB AT, u ap. Microsoft Windows 2000 Server pycckast Bepcust. - CII0.: «bBX -
Cankt-ITerepOypr».2000.

CepoBa I''A. Yuumcs pabotath ¢ O(HUCHBIMH mporpamMmamu. - M. «DHUHAHCHI H
craTuctukay, 1999,
HUndopmarnka (yueOHUK) noxn penaxuuei

Maxkaposoii HB. - M.: «®unance! u cratuctuka», 2000.
Kucenes CB., Kypanos B.I1. Onepatop 9BM (yuebnuk). - M.: «Axagemust», 2000.
Borymupckuit b. DOuiuknonenns Windows 98 (Bropoe wusmanue). - C.-IletepOypr:
«ITutep», 2000.
Xomonenko A. Camoyuutens Microsoft Word 2000. -BHV - Canxr-IlerepOypr, 1999.
PriakoB B. Camoyuurens Excel 2000. U3n. «Ilutep», 1999.
Omudep B.I'., Omudep H. A. Komnbtotepubie ceTu. [IpuHIMIBI, TEXHOJIOTHUH, TPOTOKOJIBI.
YueOnuk. U3xa. «[Turepy», CII6, 2001.

I'yk M.YO. AnmapatHbie cpenctBa JOKalbHbIX cereil. DHuukigonenus. Usm. «Ilutepy,
CII6, 2002.

JEJIOHTPOU3BOJ[CTBO

Annpeesa B 1. Jlenonpouzsoactso. - M.: 3A0 «busnec-mkona «Muten-Cunresy», 2000.

Bbacosckast E-H., brikoa T.A., Bsinosa JIM. u np. [enonpousBonctso (yueOHUK st
Ha4yajbHOro nmpodec. obpaszoanus). - M.: ITpododpuzaat, 2001.

Bsiosa JI.M. OcHoBbl aenonpousBonctea (yuednuk mist 10-11 xi.). - M.: U3n. ueHtp
«Axagemusy, 2002.

Kysueuos C.JI. lenonpoussoactso Ha komnbiotepe. - M.: 3A0 «busnec-mkona «uTen-
Cunres», 2000.

Kysnenosa T.B. J[lemompousBonctso B Oyxramrepun. - M. 3A0 «byxranrepckuii
OroJuteTeHb», 1999.

Kysneuosa T.B. Jlenonpon3BoncTso (IOKyMEHTAMOHHOE OOECIeueHUe YIPABIICHUS). -
M.: 3A0 «busnec-mkona «MaTen-Cunresy, 2002,

Uykosenko A 10O, Aukosas B.®@. Odopmnenue nokymenros. - M.: Jleno, 2001.

[TaBmrok JI.B., Bopobses H.U. CripaBouHMK 1O AETONPOU3BOACTBY U OCHOBaM pabOThI



Ha kommbioTepe. - M. - CII6., 1998.
Kysnenosa T.B., Jluxaues M.I'., Paiixumaym A.JI., Coxonos A.B. JlokymMeHTBl u
nenonpou3poacTso. CrnpaBouHoe mocodue - M.: DxkoHomuka, 1991.

Coros I1.B., Tuxomupos A.H. Jlenonpoussoactso. O6pa3ubl JOKyMeHTOB. UHCTPYKIIUU.
I'OCTs1.- M.: dIpocnexTy, 1999.

CrenxxxoB M.B. JlokyMmeHTBI, nenonpon3Bonctso. IIpaktuueckoe mocobme 1o
JOKYMEHTALMOHHOMY OO€CTIEYEHHUIO AEATENbHOCTH MPeAnpusTus u3f. Tperbe, NOMOTHEHHOE U
nepepaboranHoe Ha ocHoBe ' OCT P6.30-97 -M.: «IIpuop», 1999.

Crentoko M.B. OO0pa3upl TOKyMEHTOB 1O nejionpom3BoAacTBy (PyKOBOACTBO K
cocraBnennto). [1o HoBomy cranmapty (TOCT P6.30-97). -M.: «IIpuop», 1998.

Kysnenosa T.B., Jlanmna U.B. Odopmienne kommepueckux mnuceM. MeTomudeckoe
nocodue. - M.: TIIIT CCCP, 1991.

ITeunukoBa T.B., IleunmkoBa A.B. JlokyMeHTalMOHHOE oOOecreueHne AeATeIbHOCTH
opranusaiun. Yued. mocodue. Accoumanusi aBTopoB U nzaarenei « Tangem». - M.: «9kcMocy,
1998.
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