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1. Heab u 327244 TUCUMIIMHBI (MOTYJIs1)

Hear aucumnamebl «/JOKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeJIONPON3BOICTBA H JOKYMEHTO000pOTa

3amaun THCHMIUINHBI:

- OCBOCHHUE CHCTEMBI 3HAHHI 110 OCHOBHBIM BOIIPOCAM, CBSI3aHHBIM C JIOKYMEHTAMOHHBIM
o0ecrieyeHneM yIpaBJIeHHUS;

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKYMEHTaMU;

- OCBOCHUE MOPSIIKA OPraHn3aIllK PadoT MO AEIOINPOU3BOACTBEHHOMY 00CITY)KHBAHUIO.

2. MecTo 1MCHUILIMHBI (MOYJIsl) B CTPYKTYpe 00pa3oBaTe/ibHON MPOrpaMmbl
BbICIIEr0 00Pa30BaHUA

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMEeHT, HampaBIeHHOCTh
(mpoduik) mporpaMmsl « Y IpaBiIcHUE OM3HECOM.

3. O0beM TUCUMIITIMHBI (MOXYJIS]) B 3a4€THBIX €JMHUIIAX ¢ YKa3aHMEM KOJIHYeCcTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYI0 padoTy 00y4arommuxcs ¢
npenojaasaresieM (Mo BUAAM y4eOHbIX 3aHATHI) U HA CAMOCTOSITEJILHYIO padoTy
o0yuarwmuxcst

OO61mast TpyJ0EMKOCTh JUCIUILINHBI COCTABISET 3 3a4€THBIE eIUHUIIBI, Bcero — 108 yacos.

. Bcero yacoB
Bup yueOHoit paboThl
ouHasi (hopma OYHO-3a0YHast
oOyJeHus dhopma oOydeHust
KonTakTHas paGora ¢ mnpenogaBaTesieM 20 8
(Bcero)
B ToMm unce:
3aHATHSA JIEKIIMOHHOI0 THUIIA 14 5}
3aHATUS CEMUHAPCKOTO TUMA (CEMHHAPHI) 6 2
CamocTrosiTe/ibHasi padoTa (Bcero) 88 100
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
OO01mas Tpy10éMKOCTh 108




4. TlepeyeHb NJIAHHUPYEMBbIX Pe3yJabTATOB 00y4YeHHs MO JUCUUILTHHE (MOTYJIIO0),
COOTHECEHHBIX € INIAHNPYeMbIMH pe3yiabTaTamu ocsoenus OITIOII BO

Kon u HaumenoBanue Kox m HaumenoBanue
N Pe3yabTaTsl 00yueHus mo
KOMIIeTeH I MU (1ii) HHAMKATOPA T0CTHKECHUS
JUCIUILTIHHE
BBINYCKHUKA KOMIIETEeHIIMH
IIK-3 HIIK 3.1. 3HaTh: OCHOBBI
CrnocoOeH BeicTpanBaTh |Mcnonb3yeT moHuMaHue JIOKYMEHTALUOHHOTO
KOMMYHHKAITMOHHYIO OCOOEHHOCTEH IEI0BOTO oOecrieueHus B yIIpaBICHUU.
CTPATETUIO U B3aNMMOCHCTBUS B YMeThb: OCYILECTBIATH
OCYIIECTBIISTh po¢eCCHOHAIIBHOM OOIIICHHH, B JOKyMEHTAIIMOHHOE O0ecTieYeHne
OpraHU3aIMOHHOE U T.4. Ha QaHTJIUHCKOM SI3BIKE. npodeCcCuoHATBHON
JOKYMEHTALlHOHHOE HIIK 3.2 JEITEIbHOCTH.
o0OecrieueHme OcymiecTBiIsIET TOKYMEHTapHOE Bnanerb: HaBBIKOM — peElICHHS
SKOHOMMYCCKOM CONPOBOXKACHUE JACSITEIILHOCTU OTIEIbHBIX 3a1a4 10
JIEeITECILHOCTU OpraHu3aIiy, B TOM YUCJIEC Ha JIOKyMEHTAITMOHHOMY
AHTJINICKOM SI3BIKE. 00EeCTIEeUeHHUIO B YIIPABICHUH.
5. ConepxxaHue TMCHUUTLTHHBI (MOTYJIs)
HaumenoBanue

TeM (pa3aesioB)

Conepxanue TeM (pa3/iesion)

Tema 1.

OO6mmue HOpMBI U TIpaBuiia 0OPMIICHHS TOKYMEHTOB (pa3Mepbl Oymaru,

OpranuzanioHHble | TIOJNIEH, HyMepalmus CTpaHUI[ U T.JA.) IPUMEHSIEMOE B JIEIOMPOU3BOJICTBE.
OCHOBBI Knaccudukanus mokymentoB. @opmer opranuzamuu JJOY u kareropuu
JENIONPOU3BOJICTBA. | yupexaeHuit. Dopmyrsp - oOpa3zer opraHu3alMmOHHO-PACTIOPSTUTEIBHBIX
brnanku JTOKyMeHTOB. Buapl 1 HazHadueHune OsaHkoB. TpeboBaHus K 0opopMIICHHUIO
JOKYMEHTOB. TOKyMeHTOB. [IpaBuma oopMieHNs] peKBU3UTOB IOKYMEHTOB.
Tema 2. Knaccudukanmst nenoord  gokymeHtaruu. [lpaBunma  odopmieHus
Opranu3anuoHHO- pEKBH3UTOB OJaHKa W WX pACIOJIOKEHUsS Ha CTaHAapTHOM Qopmare
pacrnopsiiuTeNnbHas Oymaru, paszmepbl mnojei. Dopmynsip- obpaser TpyIibl JTOKyMEHTOB,
JOKYMEHTAITHSI. MPUHAICKANINX K OJTHOHN cucTeMe.
OO6mas [IpoekTtupoBanue OJaHKOB JOKyMEHTOB  opraHuzamuu. Cocras,
XapaKTepPUCTHKA odopMIIeHHE, U3TOTOBJICHHE, XpaHEHUE OJaHKOBOPTraHU3AIINH.
CTHIIS ORI brnank moxymeHTa: OHATHE, Ha3HAYCHHE, BUIBI OJaHKOB (0Omuii OJaHK,
JOKYMEHTaL1H. ONaHK MUCHhMA, OJIAHK KOHKPETHOTO BHJIA JOKYMEHTAa (KpOME NHUCHMA).
CocraB, odopmiieHrHe peKBU3UTOB OmaHka. (OCOOCHHOCTH  sI3bIKA
cykeOHbIX TOKyMeHTOB. Kommo3suiusi gokymeHTa. CTpyKTypHBIS
ommOku. HeymecTHOe n HeonpaBIaHHOE yHOTpeOIeHUE
WHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouHo- | @ukcarnusi (omwcaHWe) JIOKAJIBbHBIX TPAaBWJI, HOPM, IIOJOKCHHM,
nH(OpMAIMOHHBIS OTIPEICNISAIONINX  CTAaTyC OpraHW3aliu, €€ CTPYKTypy, IITaTHYIO
JOKYMEHTHI. YHUCIIEHHOCTb U JOJKHOCTHOM COCTaB, KOMIIETEHIIUH JOJKHOCTHBIX JIIL U
JlenoBas mpamza CTPYKTYPHBIX  TOApAa3JeICHUA, (GyHKIIMOHATHHOE COJIepIKaHKe
CocraBrieHre akTOB | ACSITEIbHOCTH OpraHU3alluu B II€JIOM, €€ MoJpa3fiesieHnii U pabOTHUKOB,
UTIPOTOKOJIOB. UX TpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh M Jp., B OpPraHU3alHOHHO-

pacIoOpSIANTENBHBIX TOKYMEHTaX OPraHU3alliH.
CrpykTypa, Ha3HaueHHe, MOPAAOK pa3pabOTKH, COIJIACOBaHUA U
yTBepkaeHus [IpaBun BHyTpeHHEro TpydoBOro pacnopsaka, [lonoxenus
0 nepconaiie, I1ooxeHus o CTpyKTypHOM NOAPa3AciIeHUH, Jl0JKHOCTHON
nHcTpykiuu. llltaTHoe pacnucanne Kak NMEpBUYHBIN YUYETHBIA TOKYMEHT
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no ydery kajapoB. O3HakomyieHHE pPaOOTHHKOB C
HOPMAaTUBHBIMH aKTaMU OPTaHHU3ALNH.

Bunel n HaszHaueHue WHGOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIUU IO
kagpam.  Ilopsmox  odopmieHHs,  OCHOBHbIE  PEKBM3UTHl U
[IPaBOIIPUMEHUTEIbHAS IIPpaKTUKA  MCIOJIb30BaHUSA JOKJIaIHBIX,
CIIy’K€OHBIX U OOBSACHUTEIbHBIX 3aIIMCOK, NPEICTABICHUH, IPEATOKEHHH,
3asBJICHUM, AKTOB, CIIPABOK MU Jp. B KAYECTBE OCHOBAHUU IS NPUHATHNA

pEIISHUIB cdepe yIpaBIeHUs IEPCOHATIOM OpraHH3allnH.

JJOKaJIbHBIMH

Tema 4. OpranuzanvoHHO-PACIOPAIUTENBHbBIE JOKYMEHTHI: IOHITHE, HA3HAUYEHUE,
PacniopsiaurenbHble | OCHOBHBIE BH/IbI (OPTaHU3alMOHHBIE, PACIIOPSIIUTENbHBIE, CIIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
Cocrasienne YHUCIIEHHOCTb, LITATHOE PACIIMCAHKUE, TPABUIIA, NOJKHOCTHASL HHCTPYKILIMS,
MPUKA30B, YKAa3aHUH, | UX Ha3HAUECHUE, XapaKTePUCTHKA U COCTaB, TPeOOBaHUS K O(hOpMIIEHHUIO,
PacopsHKEHUN. HOPSIIOK YTBEPKICHUS.
OpranuzanuonHsie | PacopsauTensHble JOKYMEHTBI: TIOCTAHOBJICHUE, TPUKa3 (10 OCHOBHOM
JNOKYMEHTHI. NESITEIbHOCTH M 10 JIMYHOMY COCTaBY), PaCHOPSDKEHUE, COBMECTHBIN
pacnopsAUTENbHBIN JOKYMEHT, MX Ha3HAUE€HUE, XapaKTEPUCTHKA U COCTAB,
TpeboBaHMs K 0OPMIICHHUIO.
CrpaBo4HO-UH(OPMAIIMOHHBIE  JIOKYMEHTBI:  CIIy>)KeOHBIE  IHCHbMA,
CIPAaBKH, [JOKJIAIHBIC 3alMCKH, IPOTOKOJIBI, aKThl, 3asABJICHUSA, WX
XapaKTepUCTHKA U COCTaB, TPeOOBaHUS K 0(POPMIICHHIO.
Tunbl 1OKYMEHTOB: IOJUIMHHUK, KOMHWSA, AyOJIMKAaT, BBINHMCKA, HX
HaszHaueHue. [lopsaok odopmieHHss M BbIJAYM KOMHMHA W AyOJUKAaTOB
JOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5. Perucrpanusi JOKyMEHTOB: MOHSTHE, 1enH, 3aaaud. Cuctemsl U HOpMBbI
Opranuzanus peructpanuu  (KypHaibHas, KapTO4yHas, aBTOMAaTU3UpPOBAaHHAs), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HeAocTaTKH. [Toka3aTenu, BBOAMMBIE B PETUCTPALIMOHHBIC
Opranuzanus dopmbl.  OCOOEHHOCTH  PETrUCTpalMM  BXOJAIIMX, HCXOAALIMX U
perucrpanuu BHYTPEHHUX JJOKYMEHTOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
JOKYMEHTOB H CocTtaB BBINOJNHAEMBIX PA0OT HpPU OTHPABKE HCXOIAIMX JOKYMEHTOB:
KOHTPOJIb IpOBEpPKa MPAaBUILHOCTH O(OPMIICHUS, HATHUUSA IPUIIOKEHUH, ajpecara,
UCIIOJIHEHUS COpPTUPOBKA II0 aJpecaTaM M BHJAM OTIIPABICHMM, COCTABICHUE OIHCU
JOKYMEHTOB. pacchlIKU
KoHTpone UCHOIHEHMS JOKYMEHTOB: IIOHATHE, HA3HAYEHUE, BUJBL
[IpuHnuns! opranu3anuu  KOHTpoiss. CpoOKM HCHOJHEHMS: THUIIOBOM,
WHIUBUYaTbHbIA. TEXHOTOTHUS BEACHUS KOHTPOJIA. AHAIN3 UCIIOTHEHUS
JIOKYMEHTOB BYYPEXKICHUU.
B3auMocBs3p peructpanuu J0KyMEHTOB U MH(POPMAILMOHHO- CIIPAaBOYHON
pabotbl. Opranusanust paboThl ¢ HOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIDKHOCTHBIE JIMIIA, OCYIUECTBISIONIME PETUCTPAUI0 M KOHTPOJIb
UCITIOJIHEHUS], UX (DYHKIMH U TpaBa.
Tewma 6. Homenknatypa pen: mnoHsATHE. 3HAYCHHE HOMEHKJIATYpbl Jed A
Opranu3zanus KJaccu(UKaluy JJOKYMEHTOB, OIEPATUBHOTO XpaHEHUS M X TMpen
OIIEpaTUBHOTO apXUBHOM MOATrOTOBKHU. Buasl HOMeHKnatyp faen. Opranusanus XpaHeHUs
XpaHeHus UCTIOJIHEHHBIX JJOKYMEHTOB. (OCHOBHBIE TpeOOBaHHS HOPMATHBHBIX
JOKYMEHTOB. JOKYMEHTOB, PErJIaMEHTHPYIOIIMX JaHHBIM 3Tal JOKyMEHTOOOOpOTa.

PopMHUpOBaHUE JEII.

OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. Iloaroroska
JIOKYMEHTOB K
MOCIEAYIOIIEH
nepeaaue
JIOKYMEHTOB B apXUB

JIoKyMeHTOO00pOT Ha COBPEMEHHOM MPEANPUATUI

9KCHepTI/IBa ONCHHOCTHU JOKYMCHTOB: IOHATHC, HA3HAUCHUC. HpI/IHI_[I/IHBI n
KpPUTEPUU ONpPEACIICHUS HAyYHOW, HMCTOPUYECKOM U MPAKTUYECKOMN
[IEHHOCTH JOKYMEHTOB. DKCIIEpPTHbIE KOMHCCHUHU, UX (DYHKIMH, IpaBa.
Oranbl npoBeneHus dKcnepTu3bl. OdhopmiieHHE pe3yIbTaToB AKCIEPTU3BL.
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WK Ha
YHHUYTOXKCHHUC.

Cpoku xpaHeHus TOKyMEHTOB. [lepeuHu TOKyMEHTOB ¢ YKa3aHHEM CPOKOB
XpaHEeHHS, MX BHJIbI, HA3HAYCHHE, CXeMBbI TocTpoeHus. [lopsmok mepenaun
ACJI B apXUB WK YHUUYTOXCHUA JOKYMCHTOB.

TpeboBanusi kK OQOPMIICHUIO JEN TOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEHUs U 10 JIMYHOMY COCTaBy. ABTOMATH3aIUs IPOIECCOB 00paboTKU
JNOKyMeHTOB. Kommbprorepuzanus TOKYMEHTAIIMOHHOTO OOECIICUCHHUS
ynpasienus. [IpaBuna opopmienus u cocrapienus onucu jen. [opsaok
nepeaayuu e B apXuB. DIEKTPOHHBIN TOKYMEHTOO00POT

MEXKBCIOMCTBCHHBIC 110 JIMYHOMY COCTaBy.
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

ApXUB: TIOHATHE, Ha3HaueHue. Buapl apxuBOB:
BEJIOMCTBEHHbIE, OOBEINHEHHbIE  BEIOMCTBEHHBIE,
ApxuBHbBIE

roCy/1apCTBEHHBIE,

00BEIMHEHHBIE
(bOHIIBIL:

6. CTpykTypa IUCHMILUIMHBI 110 TeMaM € YKa3aHHEM OTBeeHHOI0 HA HUX KOJIHYeCcTBa

aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHuUs1

Ne KonTakTHas padora, yac.
HaumenoBanue TeM
n/n 3auaTus

(pa3neJioB)
o — JEKIIHOHHOI0 CemuHapbi
THIIA

CamocrosiTeN b
Has pa0ora,
gac.

Bcero,
qac.

1. | OpranuzannoHHbIe 2 1
OCHOBEI
JIEeTIONPOU3BO/ICTBA.
biianku JOKYMEHTOB.

10

10

2. | Opranu3anuoHHO- 2 1
pacropsiAuTeIbHAs
JOKYMEHTaIusl.

OO0m1as XxapaKTepHUCTHKA

CTHJISL OlHIA

JIOKYMEHTAITHH.

22

27

3. | CinpaBouHo- 2 -
nH(pOpMaIMOHHBIE
JIOKYMEHTHI. [lenoBas
TEaa

CocraBneHue akToB U
IIPOTOKOJIOB.

10

14

4. | PacniopsinuTenbHble 2 1
JOKYMEHTBI.
CocraBieHne IpuKas3os,
yKa3aHWUH,
pacropsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTHI.

5. | Opranuzanus 1 1
JIOKYMEHTO000pOTA.
Opranuzanus
peructparuu
JTOKYMEHTOB ¥ KOHTPOITh

12

10




HCIIOJTHCHU A
JOKYMCHTOB.

Opranuzanus
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUPOBAHUE JICII.

12

14

Opranuzanus
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUPOBAHUE JICII.

12

14

HUTOI'O:

14

6

88

108

OuHo-3204Hast popma 00yueHust

HaumenoBanue tem
(pa3nesioB)
JTUCHUIIINHBI

KonTakTHas padora, yac.

3auaTusa
JEeKIHOHHOI0
THIIA

CemuHapbl

CamocTosITE b
Has padora,
qac.

Bcero,
qac.

OpraHu3aluoOHHbIE
OCHOBEI
JIETTONTPOU3BO/ICTBA.
bitaHKM TOKYMEHTOB.

1

25

26

OpraHu3anoOHHO-
pacropsiIuTenbHast
JTOKYMEHTALHSL.

OO1m1ast xapakTepUCTHKA

CTHJIS CTyRHI

JOKYMCHTAIHH.

25

27

Opranuzanus
JIOKYMEHTO000pOTA.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HNCITIOJITHCHU A
JIOKYMEHTOB.

25

27

Opranuzanus
OTIepaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUpPOBAHHE JIEIT

10

14

Opranuzanus
JIOKyMEHTO000pOTA.
Opranuzanus
perucTpamnuu
JIOKYMEHTOB ¥ KOHTPOITh
HCIIOJTHEHHUS
JIOKYMEHTOB.

10

14

Opranuzanus
OIEpaTUBHOI'O XPAHEHHUS
JIOKYMEHTOB.
PopMHUpOBaHUE JEIL.

IToaroroBka I0OKyMEHTOB




K MOCJIENYOLIEN
nepegave JOKYMEHTOB B
ApPXUB UK Ha
YHUYTOXKEHHUE.

HUTOr'O: 6 2 100 108

7. IlepevyeHb y4eOHO-MeTOAUYECKOT0 O0ecrevyeHusl JIsl CAMOCTOSITeIbHON padoThl
00y4arouUXcH Mo JUCUMIIINHE (MOTYJII0)

CaMocTosTenspHast pa60Ta ABJISICTCA OJHUM M3 OCHOBHBIX BHU0OB y‘IeGHOfI ACATCIIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTo IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOCHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIIHHOMN paGOTBI C
JUTEpPATypoil, PEKOMEHJIOBAHHOW IMpernojaBaTeieM, YMEHUE HaWTH HYXHBIA Marepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIUTAHHUE BBICOKOM TBOp‘ICCKOﬁ AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HaHMH, K
LEJICYCTPEMIIEHHOMY HAYYHOMY IIOHUCKY.

Kontponbs camoctosiTensHON pabOThI, SBISETCS Ba)XXHOW COCTaBISAIONICH TEKYIIETO
KOHTpPOJId YCIICBACMOCTH, OCYHICCTBIACTCA IIPCIoOAaBaTCJicM BO BpCMA JICKIIMOHHBIX H
MPAKTUYECKUX (CEeMHHAPCKUX) 3aHATHI U 00ecrieunBaeT OLEHUBAaHUE X0/1a OCBOCHHUS N3yyaeMOin
JUCHUITIIUHBI.

BOHpOCbI AJIA CaMOCTOATEC/IbHOI'0 M3YUYCHU S

1. KakoB npenMeT JOKYMEHTALMOHHOTO 00ecieueH sl yIpaBiIeHUs?

2. Kakue HOpMaTHBHO-IIPABOBBIE AKThl PETYIUPYIOT JAOKYMEHTAllMOHHOE oOecredeHue
ynpaBieHus?

3. Kakosa MPAKTUYECKasi 3HAYMMOCTh  YIEOHOM MUCIUAILINHBI
«JIOKYMEHTALlMOHHOE 00eCTieUeHUE yIpaBICHUS» ?

4. Kakoit 00beM U coliepKaHHe UMEIOT MOHATUS «UHPOPMALIUA» U «TOKYMEHT»?

5. Kakyto posb urpaet uadopmanus B odecrieueHun 3OPEKTUBHOTO YIIPABICHUS?
6. KakoBbI HICTOUHUKHU NOJTYUYEHUS YIIpaBIeHUECKOW nHpopManun?
7.

KakoBbel  HazHaueHue WU byHKIMHA CITY’KO TOKYMEHTaIIHOHHOTO
oOecrnievueHns yIpaBiIeHUs] B COBPEMEHHBIX OPTaHU3AIHSIX ?
8. UrtoTakoe «cHcTeMa JIOKYMEHTAITAN U «yHU(UIHUpPOBAHHAs  CHCTEMa
JIOKYyMEHTaIUn» ?

9. Kakue Bupl ynpaBlIeHYECKHX JOKYMEHTOB BKJIIOYAeT B ceOd YHUUIMPOBAHHAS
crcTeMa OpraHU3allMOHHO-PACTIOPATUTEILHON TOKyMEHTAINN ?

10. OpranuzanmoHHBIE JOKYMEHTHI MPEITPUSATHS.

11. PacnopsimuTtenbHble JOKYMEHTbI IPEANPHUATHS: IIPUKA3bI IO OCHOBHOMW NI TEbHOCTH;
pacnopsKeHUs, PEIIeHuUs.

12. NHdopMannoHHO-CIIPaBOYHBIE TOKYMEHTHI: IPOTOKOJIBI, ITOJIHAS ¥ KpaTKas (popma ux
odopmITeHHUS.

13. MH}popMannOHHO-CIIPABOYHBIE JOKYMEHTBI: aKThI, CIyXKeOHbIE M OOBSCHUTEIbHbIC
3allUCKU; CIPAaBKH; CIyKeOHbIE JOBEPEHHOCTH; IHUCbMA, HUX KJIAacCU(PUKALUA, CTPYKTYpa,
CTaHJapTHBIE (pa3bl U BBIPAKEHUSL.

14. TlonsTHS JOKYMEHTOOOOPOT M OpPTaHM3AIUs JOKYMEHTOO00pOTA.

15. HopmatuBHO-METOAMYECKAs perjaMeHTaIHsl JOKYMEHTO000pOoTa.

16. OcHoOBHBIC MpaBHJIa OPraHU3aAIUU JOKYMEHTO000pOTa HA MPETPHUATHH.

17. KadecTBeHHbBIE XapaKTEPUCTUKHU JTOKYMEHTO000pPOTA.

Knaccugukanus 10KyMEHTOIIOTOKOB: TOPU30HTAJIbHBIE, BEPTUKAIbHbIE, BOCXOSIIUE,
HUCXOJIAIINE, BXOAALINE, HCXOISIINE.



18. JIokyMeHTO00OPOT Ha COBPEMEHHOM IPEANPUITHH.
19. Kommnbrotepusanus JOKYMEHTAIIHOHHOTO O0ECTICYeHHUs YIIPaBICHUSL.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Uctopus pa3sutus aeinonpousBojctsa B Poccun.
YHubUKaMs JOKYMEHTOB, Y HU(PHUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOEe COCTOSIHIE HOpMaTUBHO-MeToandeckou 6a3er IOV (0630p).
CranpapTusanus B I1€JI0NPOU3BOJICTBE.
Hcropus poccuiickoro repoa.
TpeboBanus k sMOIEMaM, TOBAPHBIM 3HAKAM U JIOTOTUTIAM.
Ob61epoccuiickue kiaccupuKaTopbl Kak JOKYMEHTHI [0 CTaHJapTU3ALINH.
XapakTepuCcTUKa OTACIBHBIX TPYIII OPraHU3AIMOHHO-PACTIOPSIIUTEIBHBIX
JIOKYMEHTOB

9. OcobeHHOCTH CO3/IaHMsI TPUKA30B.

10. OOpamenus rpaxaan, npaBuia paboThHI.

11. Xapakrepuctuku u peztome. OcoO0eHHOCTH 0(OpMIICHHSL.

12. PexomeHImareisHOE TUCHMO.

13. Kommepueckue nucbpma.

14. OcoOGeHHOCTH sI3bIKA U CTUJIS CITYKEOHOTO IOKYMEHTA.

15. Hcropust yHHU(pHUKAUN TEKCTOB CIYKEOHBIX ITHCEM.

16. DnexkTpoHHOE COOOIICHNE — 0COOEHHOCTH S3bIKA U CTHJIA.

17. NndopmanronHast pyHKIUSA TOKYMEHTa KaK CPEICTBO 3aleuaTICHUs] U XpaHCHUs
nHpopmanuu.

18. CoumanpHas QyHKIUS TOKYMEHTA, €€ POJIb B MOBBIIICHUH PABOCO3HAHUS OOIIECTBA.

19. KommyHukaTuBHasI QYHKIIHS TOKyMEHTA KaK CPEJICTBO Niepenadn nHpopmaIuu.

20. IIpaBoBas GyHKIHS JOKYMEHTA KaK CPEICTBO YCTAHOBJICHUS IPABOOTHOIICHUH
MEXy IOPUINYECKUMU U (PU3NUECKUMHU JTUI[AMH.

21. DyHKIMS JOKYMEHTa B KAUeCTBE HCTOPUUECKOTO UCTOYHHKA.

22. VYupasneHdeckass QYHKIHS TOKyMEHTa B POJIM OCHOBHOI'O MHCTPYMEHTA JIsl pEIICHUS
a/IMUHUCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB yIPABJICHUSI.

23. Cratuctuyeckas QpyHKIUs JOKyMEHTA.

24. BrnaHk JOKyMEHTa, HCTOPHS €r0 Pa3BUTHA. blIaHKH COBpPEMEHHBIX YIPaBICHUYECKHX
JIOKYMEHTOB.

25. XapakTepuCTHKa 3aKOHOJATEeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHusl.

26. Ponb ciayxOb1 IOY B 1eATEIbHOCTH OPraHU3AIHH.

27. Opranuzamnus pabo4yrx MECT U yCIOBUN Tpy/ia nepconana ciyxosr JJOY.

28. Ilonoxenue o cnyx6e IOY. CtpykTypa, GQyHKIIMH, METOIMKA Pa3pabOTKH.

29. JlomkHOCTHAS MHCTPYKIUA. DYHKIIUU, CTPYKTYpa, METOIMKA pa3pabOTKH.

30. Opranuzanus JOKYMEHTOOOOpPOTa, OCHOBHBIC HATIPABIICHHUSI COBEPIIICHCTBOBAHUSI.

31. OOBeKTUBHBIE U CYOBEKTUBHBIC (DAKTOPHI, BIUSIIONINE HA POCT JOKYMEHTOO0OpOTA.

32. DneKkTpoHHBIN T0KyMEHT0000pOoT. [IpobaeMbl 1 NEpCHEKTUBBI PA3BUTHS.

33. TlomynsipHBIE CUCTEMBI JIEKTPOHHOTO JoKyMeHTooOopoTa (CO/]) B PO.

NGO~ wWNE

Pacnpenesienne caMoCTOSITEIbHOH PadoThI
Bunsl, hopMbl 1 00BEMBI CAMOCTOATENBHON pabOTHl CTYJICHTOB NIPU W3YYEHUH JaHHOU
JTUCIUIIMHBI ONIPEENISIOTCS €€ COJIepKaHueM U OTPa)KEHBI B CieyIollei Tadnuiie:
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O0BbeM caMoCTOATEILHOM

HaunmeHoBaHHe TeM Buja camocrosiTeJaLHOM padoThI
Ne | (pa3aesioB) IMCHUTIMHBI padoTsbI ouHast opma OYHO-3a04Hast
n/n oOyJeHus dbopma oOyueHus
1. | OpranuzanuoHHbIe [ToaroroBka k 22 10
OCHOBBI ayAUTOPHBIM 3aHATHSM,
JeTOTIPOU3BO/ICTBA. HanucaHue pedeparos,
branku JOKyMEHTOB. HOATOTOBKA JOKJIAI0B
2. | OpranuzanuoHHO- [ToaroroBka k 10 10
pacnopsauTensHas ayAUTOPHBIM 3aHATHSM,
JTOKYMEHTAIHSL. HanucaHue pedeparos,
OOmas xapakTepucTuka HOATOTOBKA JOKJIAI0B
CTHJIS CRHIA
JTOKYMEHTAITHH.
3. | Opranuzanus [ToaroroBka k 10 10
TOKyMEHTOO00pOTA. ayAUTOPHBIM 3aHATHSM,
Opranuzanus HanucaHue pedeparos,

pPErUCTpaliK IOKYMEHTOB | TIOJATOTOBKA JOKJIA/I0B
Y KOHTPOJIb UCTIOTHEHUS

JOKYMEHTOB.
4. | Opranuzauus IMonroroska k 10 25
OTIEPAaTHBHOTO XPAHEHHUS | ayJUTOPHBIM 3aHATHSIM,
JTOKYMEHTOB. HanucaHue pedeparos,
d®opmupoBaHue e HOATOTOBKA JOKJIAI0B
5. | Opranuzanus [ToaroroBka k 12 15
TOKyMEHTOO00pOTA. ayZAUTOPHBIM 3aHATHSM,
Opranuzanus HanucaHue pedeparos,

PErUCTpalfK IOKYMEHTOB | TIOJATOTOBKA JOKJIA/I0B
Y KOHTPOJIb UCTIOTHEHUS

JTOKYMEHTOB.
6. | Opranuzamus IToxroroska k 12 15
OHepaTI/IBHOI‘O XpaHeHI/I}I aYI[I/ITOpHBIM 3aHATUAM,
JOKYMEHTOB. HamucaHue pedeparos,
dopMHUpOBaHUE JIET. IIOATOTOBKA JTOKJIAI0B
7. | llonroroBka nokymentoB | [loaroroBka k 12 15

K MOCTEAYIONIeH nepeade | ay JUTOPHBIM 3aHITHSIM,
JOKYMEHTOB B apX¥B WJIM | HamucaHue pedeparos,
Ha YHUUTOXKEHUE. MOATOTOBKA JTOKJIAJ0B

UTOI'O: 88 100

8. IlepeyeHb BONPOCOB U TUIOBBIE 32IaHMSI IJIsl IOATOTOBKH K 324€Ty C OLleHKOMH
8.1. IlepedeHb BONPOCOB ISl MOJATOTOBKH K 3a4€Ty ¢ OLEHKOM

1. Yro moHMMaETCs IO/ OpraHu3aIuei JOKyMeHToo0opoTa?

2. TloHsATHE TOKYMEHTOOOOPOTA, €r0 KOJMYECTBEHHbIE U KAUeCTBECHHbIC
XapPaKTEPUCTUKH.

3. MecTo u poJib JOKYMEHTOB B yIPaBJICHUN Ha COBPEMEHHOM JTarle.

4. ®OyHKIUYU ASIONPOU3BOICTBRA.

5. CocraB HOpMaTUBHO-MeTOAMYEeCKON 6a3bl JJOVY.

6. Uto moHuMaeTcs 1moj TIOKyMEHTAIIMOHHBIM 00eCTIeueHUEM yIIPaBICHUS ?
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7. TloHsTHE OPTaHU3AMOHHBIX IOKYMEHTOB
8. Crannapruzanus u yaudukanus cucremst JJOVY.
9. OO6mepoccuiickue KiaccuPuKaTopbl JOKYMEHTAIHH.

10.
11.
12.

2003.

13.
"mmoanucey"
14.

l'ocynapcTBeHHas cucreMa JOKYMEHTAllMOHHOTO 00eCcrieueH s YIIPaBICHHUS.
branku 1OKyMEHTOB U TpeOOBAaHHS K HHM.
Crpykrypa noxkymenTa. TpeboBanus k opopmiienuto nokymenTos no 'OCT P 6.30-

[IpaBuna opopmienus pexkBusura "aapec”, "mara", "ungexc", "Buza", "3aronoBok",

C kakoii uesbio pa3padaThHIBAIOTCS HHCTPYKIMH MO JEIONPOU3BOACTBY, YTO B HUX

HE0OXOAMMO MPETyCMOTPETH?

15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.

CucreMa OpraHU3aIOHHON TOKYMEHTAIUH.

CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH.

JaiiTe onpenenenne TepMrHa "paciopsAUTENbHbIE JOKYMEHTHI'".
HazoBuTe BuABI pacriopsIuTENbHBIX JOKYMEHTOB.

Bunb! 1 Ha3HaUEHUE TUYHBIX TOKYMEHTOB.

Jaiite onpenenenue TepMuHa ""OpraHu3allMOHHBIE TOKYMEHTHI'.
HazoBute BUIBI OpraHU3aIMOHHBIX JOKYMEHTOB.

Cuctema nHGOPMAIIMOHHO-CITPABOYHOMN JOKYMEHTAITHH.
Crny>xeOHas mepenucKka Ha NpeAnpUsTUH.

[IpaBuna opopmieHus ci1ykeOHOTO MUCHMA.

CTpyKTypa 1eJIOBBIX U KOMMEPUYECKUX MTHCEM.

Knaccudukanus 1en1oBbIX 1 KOMMEPUYECKHX ITUCEM.

[ToHsTHE M IPUHIIMITE OPTAHU3AIMH JOKYMEHTO000POTA.
O6paboTka BXOIAIINX TOKYMEHTOB.

O06paboTKa UCXOASIIUX JOKYMEHTOB.

BHyTpeHHUE JOKYMEHTBI OpraHU3aIiu.

YKaKUTE TEXHOIOTUYECKYIO MTOCIEI0OBATEILHOCTh ATANIOB PA0OTHI C BXOISIIIHMH

JOKYMCHTaMMU.

32.

Urto Takoe HOMEHKJIATypa Jell, ¢ KaKoil LIebio pa3padaThIBAIOTCS TUTIOBHIC

HOMEHKJIATypbI €717

33.
34.
35.
36.
37.
38.
39.

TalHe.

40.

Pabora ¢ mucbMaMu 1 0OpameHUsIMUA TPaXKIaH.

[TpuBenuTe mpUMeEphl PETUCTPALIUU JOKYMEHTOB.

CocraBiieHre HOMEHKJIATYPHI JIeI.

®dopmupoBanue U 0hOpMIICHUE JEN.

[MoaroroBka u mepenavya JOKyMEHTOB Ha apXHUBHOE XpaHEHHE.

Yrto Takoe KOHPUACHIIMAIBHBIA JOKYMEHT?

Opranuzanus paboTsl ¢ TOKyMEHTaMH, KOTOPBIE OTHECEHBI K TOCYapCTBEHHOM

VYkaxute 0cOOEHHOCTH BEJCHHUS AETOMPOU3BOICTBA, 00ECIICUNBAIOIIETO yUeT U

COXPAHHOCTh KOHQHUACHIUATHHOW HH(POPMAIIUU U IOKYyMEHTOB.

41.
42.
43.
44,
45.
46.
47.
48.
49.

Tunossle OpraHU3aOHHBIE CTPYKTYPHI CITYKOBI AETIONPON3BOICTBA.

VYcnoBus Tpyna pabOTHUKOB CITy>KOBI I€TONTPOU3BOICTRA.

KomnbroTepHble TEXHOIOTUHU B I€TOIPOU3BOJICTBE.

O6ecnieyeHre COXPaAaHHOCTH IOKYMEHTOB B 3JICKTPOHHOU (hopme.

YcraB Kak OCHOBHOM OPraHU3allMOHHBIN JTOKYMEHT.

CrangaptHble Qpasbl U BbIpaKEHUS AETOBBIX 1 KOMMEPUYECKUX MTHUCEM.
[IpoxoxxaeHne UCXOAAIIMX U BHYTPEHHUX TOKYMEHTOB.

Oco0eHHOCTH sA3bIKA U CTHJIS CITYKEOHBIX TOKYMEHTOB.

PexBU3UTHI MeXTyHApOJHOTO THCbMa. OCHOBHBIE PEKOMEHAALNH 110 COCTABICHHIO

TEKCTOB MCKAYHAPOJHBIX ITUCEM.

50.

Uro onpeznenser GopMyIsip JOKYMEHTa U YeM OTJINYaeTCsl POpMyIIsip JOKYMEHTa OT
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dbopmynsipa-oopasia’?

51. Ha3zoBuTe OCHOBHBIEC IPYNIBI PYHKIUH TOKYMEHTa. YeM xapakTepusyeT KaKayIo
rpynmny?

52. Yro oOycnaBiIuBaeT IOPUIMUECKYIO CHITY OQUIIUATBHOTO JOKYMEHTa?

53. DYHKIHUU OCHOBHBIX MOAPA3ICICHUN CITYKObI TOKYMEHTAIIHOHHOTO 00€CTICUeHUS
yIpaBIeHUS.

54. ABTOMAaTH3UPOBAHHBIC TEXHOJOTUH 00PAOOTKH TOKYMEHTOB M X BIUSHHUE HA
CHCTEMY JIeTIOTIPOU3BOCTBA KOHKPETHON OpraHU3aIHH.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

56. CtpyKTypa U conepkaHue KaapoBoi JoKyMeHTarmu. OpraHn3aiuoHHO-KaIpOBbIE
JIOKYMEHTBI.

57. OCHOBHBIE aCIIEKThI KYJbTYpbI I€JI0BOH pPEUH.

58. Cranmaptuzanus si3pIKa JOKyMEHTA. SI3bIKOBBIE TPEOOBaHUS K 0()OPMIICHHUIO
PEKBU3UTOB JOKYMEHTA.

59. TunuyHbIe OMIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2. TunoBkIe 3aJaHUA IJI9 OHEHKH 3HAHMI

1. JlenoBele mMcbMa OOBIYHO 3aKaHYMBAIOT (hpa3aMu:
a) B COOTBETCTBHUH C Bareit mpocb00ii ...

0) C YBOKEHUEM ...

B) HAMM paccMOTpeHbI Bamu npeanoxenus ...

) B CBSI3H ...

2. JlesITenbHOCTD allnapara yrpaBlIeHHs, OXBaThIBAIOIIAS BOIPOCH! JOKYMEHTHUPOBAHUS U
OpTraHHU3aIH pa0dOTHI ¢ JOKYMEHTaMHU:

a) TOKyMEHTAllMOHHOE 00eCTieueHre YIPaBICHHUS,

0) cTaHIapTU3AIINS;

B) EI'C/1;

T') CHCTEMa JIOKyMCHTAIIHH.

3. JloKyMeHT, 3aKperIsonui JOJKHOCTHON M YUCIICHHBIN COCTaB MPEANPUITHS C
yKka3zaHueMm (oHsa 3apabOTHON TIIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycras;

B) TIOJIOKCHHUE;

I') LITATHOE pacIUCaHUE.

8.3. TunoBbie 3a7aHUA 1JI51 OEHKH YMEHHI

1. 3anonaute Tabmuiy «CBemeHUsT O CPEACTBAX, IMOCTYMAOIUX BO BPEMEHHOE
pacrnopsbkeHue yupexaeHus (moapasneneHus)» Ha ocHoBaHuu [lpukaza Munduna Poccun ot
31.08.2018 Ne 186n (pexn. ot 02.04.2021) «O TpeboBaHMSIX K COCTABICHHUIO U YTBEPXKICHUIO
m1aHa (UHAHCOBO-X035UCTBEeHHOMU. [Ipoanann3nupoBaTh MpaBUILHOCTH O(OPMIICHHS CITYKEOHOTO
JIOKYMEHTa ¥ €T0 PEeKBH3UTOB;

2. UcnpaButh ommbOku B OOpMIIEHUU PEKBU3UTOB JOKyMEHTa, yOpaTh JIMIIHUE WIH
N00aBUThH HEAOCTAIOMINE PEKBU3HUTHI, €CITH 3TO HEOOXOIUMO;

3. OdopmuTh JAOKYMEHT B COOTBETCTBUM C TpPEOOBAHUAMU COBPEMEHHOIO
nenonpousBojctea) FOCT P 6.30 — 2003).

PykoBogutemnto aBropeMoHTHOTO casioHa [leckapéBy
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Ob6pamarocs Kk Bam ¢ HacTosimie MoKIaaHOW 1O cleayromiemMy moBoay. KoHTpobHbIe
UCTIBITAHUS OTPEMOHTHPOBAHHBIX MALIMH 4YacTO TPeOyroT 3alepXKKu ciecapedl modEpoB Ha
CBEPXYpPOUHYIO paboTy. MbI mMoA4ac CTaJKUBaeMCs C TPYIHOCTAMH TI0 O(OpMIICHHUIO
CBepXypouHbIX B Oyxrantepuu. [ToaTomy Bam cpouHO HEOOX0AMMO pa3o0paThcs B 3TOM BOIIPOCE
1 00€CTIeunTh MPUHATHE HEOOXOAMMBIX MEP 1O BBIIIECKa3aHHOMY.

Hauvaneauk mactepckoit noanucs H.M. CMupHoB
8.4. Tunoekle 3agaHu 1JI OLEHKH HABBLIKOB

1. CocraBbTe pacnopsAUTENbHbIE JOKYMEHTHI, HEOOXOAUMBIE B JaHHON YNIPaBIE€HYECKOM
CUTYaLlUH.

2. C nenplo NMpUBJIEYEHUS CPEACTB AJIs 00ECIeUeHHsl TPOU3BOACTBEHHOMN 1EATEIbHOCTH
rerepanbHblil qupekTop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTAO0ps TeKyIIero rojaa
U3/1aJ1 IPUKa3 O CO3JJaHNU KOMMEPYECKOT0 OT/IeJIa B COCTaBe 3 IITATHBIX €JMHULL: KOMMEPYECKOTO
mupekTopa — 1, Bemymero cmemuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npeanpustust ['opsiueBy I'.A. ObIJIO MOPYYEHO MPENCTABUTH HAa YTBEP:KICHHE HOBOE IITATHOE
pacnucaHue npeanpusITrs Ha 4 KkBapTai Tekymiero rojga k 1 okrsopst. Kommepueckomy nupekropy
UrnarbeBy T.H., KoOTOpbIi 3aBU3UpOBaj TMPOEKT MpHKa3a, MPEANUCAHO 3aKOHYHUTh
KOMILJIEKTOBAaHHUE OT/IeJIa KaJJpaMH C BBICIIMM SYKOHOMUYECKUM 00pazoBaHueM K 10 oKTa0ps.

9. IlepeyeHb OCHOBHOI U IOMOJHUTEJIbHOM Y4eOHOH JIMTEPATYPbI, HEOOXOAMMOI /1A
OCBOECHUS TUCUMILIUHBI (MOIYJIs1)

9.1. OcHOBHas IUTEpaTypa

1. Kysuenos, U. H. JlokymeHTaIMOHHOE OOecrieueHe yrpaBieHus. JJoKkyMeHTO000pOoT u
JIETIOTIPOU3BOJICTBO : YUEOHUK U TTpakTUKyM Jij1st By30B / 1. H. Ky3uenos. — 3-e uzn., mepepad. u
nor. — Mocksa : U3narensctBo FOpaiit, 2021. — 461 c. — (Bricmiee o6pazoBanue). — ISBN
978-5-534-04275-7. — Tekcr : anexTpoHHbiii // O6pa3oBarenbHas miatdopma Opaiit [calT]. —
URL.: https://urait.ru/bcode/468462

2. I'posoBa, O. C. Jlemonpou3BoAcTBO : yuebHoe mocobue s By3oB / O. C. I'po3oBa. —
Mocksa : M3narensctBo FOpaiit, 2021. — 124 ¢. — (Bwiciiee o6pazoBanue). — ISBN 978-5-534-
06787-3. — Texkct : snmekTponHbIil // O0pa3oBatenbHas 1argopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/472841

3. Hoponuna, JI. A. Opranuzanusi U TEXHOJOTHS JOKYMEHTAIIHOHHOTO OOECTICUCHHs
yIpaBiIeHus : Y4eOHHK U IPakTUKyM Juist By30B / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa
: I3patensctBo FOpaiit, 2021. — 233 ¢. — (Bricmee oo6pa3oBanue). — ISBN 978-5-534-04568-
0. — Tekcr : anexktponHsli // OOpazoBarenbHas minatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468850

9.2. lonoiHUTE/IbHAS JIUTEPATypa

1. UBanoBa, A. 0. Pycckuii sS3bIK B J€IOBOM JOKYMEHTAIIUH ;| YICOHHUK W MTPAKTUKYM JIJIS
By30B / A. 0. BaHoBa. — 2-¢ u3n., nepepad. u qomn. — Mocksa : M3agarenscTBo FOpaiit, 2021.
— 187 ¢. — (Bricmiee obpazoBanme). — ISBN 978-5-534-12357-9. — TekcT : 21eKTpOHHBIH //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469725

2. KazakeBuu, T. A. JlokymeHToBeneHue. JIOKyMEHTAIMOHHBINH CEPBHUC : YUYECOHUK H
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3na., ucnp. u gon. — MoOCKBa :
NznarensctBo FOpaiit, 2021. — 177 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06273-1.
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— Tekcr : onexkrponHbid // OOpazoBatenbHas mnatdopma IOpaiit [caitit]. — URL:
https://urait.ru/bcode/471512

3. lllyBamosa, H. H. Opranuzamnus ¥ TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOECTICUCHHS
yhpaBieHus : yueOHUK 1 npakTukyM ais By3oB / H. H. lllyBanoBa. — 2-e u3n., nepepa0. u 1orm.
— Mocksa : U3parensctBo FOpaiit, 2021. — 265 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-12358-6. — Tekcr : anexTponHbIH // Obpa3zoBarenbHas miardopma FOpaidt [caiit]. — URL:
https://urait.ru/bcode/469831

10. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH ""UHTepHeT",
HEO00XOUMBIX /ISl OCBOCHUS TUCHUILINHBI (MOAYJIsl)  HH(POPMAIIMOHHBIX TEXHOJIOTHIA,
HCIOJIb3yeMbIX NPH OCYLIeCTBJIEHUHN 00pa30BaTeIbHOI0 NpoLecca o JUCHUIINHE
(Moay.110), BKJIIOYAS NepeYeHb NPOrPAaMMHOIO0 odecrevyeHnst  HH(POPMAIMOHHBIX
CIPABOYHBIX CUCTEM (MPH HEOOXOAMMOCTH)

1. http://biblioclub.ru - 9bC «YHuBepcureTcKast OHOIHOTEKA OHITAHHY

2. https://urait.ru - 9bC «O06pa3oBarenbHas miardpopma FOpait»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - nay4Has SJICKTpOHHas OHOIHOTEKA
(H9b) «eLIBRARY.RU»

4. http://economicus.ru - SKOHOMHYECKHH TOpTai, TIJe MPEACTaBIeHb pPabOThI U
Oouorpaguu M3BECTHBIX KOHOMHUCTOB, NMPO(ECCHOHAIBHBIA KaTaJor YKOHOMHUYECKUX PECypCOB
WHTepHeT, OSKOHOMHYecKas KOH(epeHIus, yd4eOHO-METOIUYECKHE  MaTepuaibl IS
NPENOAAIONINX U U3YYaIOIIUX 3KOHOMHKY, OJOOpKa CIIOBAapeid, SHIIMKIONEANH, CIIPAaBOYHUKOB
M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HanOoJyiee IMOJHOE COOpaHue JEKIHHA IO
HYKOHOMUYECKON TEOPHUHU.

5. http://www.aup.ru AaMuHHCTpaTHBHO-YpaBieHueckuii Ilopram - OecriatHas
3JIEKTPOHHAast OMOIMOTEKA 110 BOIIPOCaM SKOHOMUKH, (PMHAHCOB, MEHEKMEHTA M MapKETHHTa Ha
TPEINPUSITHH.

6. http://www.consultant.ru/ - CnpaBo4nas npaBoBas cucrema «Koncynbrant [Lmroc»

7. www.gks.ru — caiit ®eaepanbHOi C1yKObI TOCYIapCTBEHHON CTAaTHCTUKU

JINeH3nonHoe NporpaMMHoOe ooecreyeHue:

— Windows (3apy0exHOoe, BO3ME3IHOE);
MS Office (3apyOexHOe, BO3ME3THOE);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
Koncynprantllmoc:  «Koncynprantllmioc: Crynment»  (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);

— 7-zip — apxuBaTop (3apyOekHOE, CBOOOIHO PACIPOCTPAHIEMOEC);

— Comodo Internet Security (3apy0eskHOE, CBOOOTHO PACIIPOCTPAHIEMOE).

11. MeToanueckue yKazaHus JJis1 00yYAKOIIMXCS M0 OCBOCHUIO M CIUIJIMHBI (MOIYJIs1)

Opraam3anus 00pa3oBaTENBHOTO TpOIecca pPEriaMeHTUPYETCS YYeOHBIM IUTAHOM H
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HWHIWBHAYyaJbHOM  0Opa30BATEIIBHOW  TPAaCKTOPUH
00y4YaloUIMICS UMEET MPABO Ha Mepe3ayeT COOTBETCTBYIOMINX AUCIHUILIMH U TPO(eCCHOHATBHBIX
MOJyJIe, OCBOCHHBIX B TIPOIIECCE MPEAIIECTBYIOIIErO OOYYCHHUs, KOTOPBIA OCBOOOXKIAET
00yyJaromerocsi OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHI
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VY4eOHbIl mpoliecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha MCIOJIb30BaHUU
TPaIULIMOHHBIX, WHHOBAIMOHHBIX M WH(MOPMAIMOHHBIX OOPAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunmonHble 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEACTABICHBl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOIB3YIOTCS B BHJIC
HIMPOKOTO TPHUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  00pa3oBaTeNbHbIE TEXHOJOTHUU  PEATH3YIOTCS IMyTEM AaKTUBU3AIUU
CaMOCTOSITEIbHON pabOThI CTYJIEHTOB B MH(OPMAIMOHHOM 00pa30BaTEILHON Cpe/ie.

3aHATHSA JIeKIMOHHOTO THIIA

JIeKMOHHBI KypC TMpeAnoyiaraeT CHCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nexuuu gextop 00s3aH NpeaynpeanTb CTyACHTOB, IPUMEHUTENBHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoOHHBIA KypC JO/DKEH JaBaTh HAMOOJBIINN 00beM MH(pOpMaUU U 0OEeCTIeUnBaTh
Oonee TiyOOKOe MOHUMaHUE Y9eOHBIX BOIPOCOB MPHU 3HAYUTEIHLHO MEHBIIICH 3aTpaTe BPEeMEHH,
4yeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHSA CEMHHAPCKOT0 THIIA

CemuHapckue (MMpaKTUUECKUE ) 3aHATHSI TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEJSAX 3aKPETICHUs Kypca.

OcHoBHOHM (opMOIl TIpOBEEHUS CEMHUHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxaeHnue HamOojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHye 3aiad U pa3dop MPUMEpPOB M CUTyallMd B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoaaBaTeliss BXOIIT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIbTHPOBAHHE CTYACHTOB 1O
COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3AHITHIX OLICHUBACTCS TIO CIEIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpejlaraeMbIe MpernojaBaTesieM;

— y4yacTHie B TUCKYCCHSIX;

— BBINOJHEHHE TPOEKTHBIX U MHBIX 33/1aHUK;

— acCHCTHUPOBAHME MPENOJaBaTelio B IPOBEICHUY 3aHATUH.

JlokJtaael U OMIIOHUPOBAHUE JIOKIAJ0B MPOBEPSIOT CTEICHD BIAICHHS TEOPETUYCCKUM
MaTepuaioM, a TakKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.

OrneHuBaHue MPAKTUYECKUX 3aJaHUN BXOJIUT B HAKOIUICHHYIO OIEHKY.

CamocTrosiTesibHAsi padoTa 00yYarOIMXCst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpEeTEeHUs] CTYACHTOM HOBBIX 3HaHUH, yMEHHH 03 HemocpeICTBEHHOro0 Yy4acTus
MpernoaaBarelisi, XapaKkTepU3yIOMIMCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTENbHON PaOOTHI:

— CHCTeMaTH3alus ¥ 3aKpeIJICHHE TMOJYYEHHBIX TCOPETHUECKUX 3HAHMNA M MPAKTHUECKUX

YMEHHUH CTYJEHTOB;

— yriyOJieHre U paclIMpeHUe TEOPETUYECKUX 3HAHMUIA;
— (¢dopMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIIHIO,

CHEIUANIBHYIO JIUTEPATYPY;

— pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEH, aKTUBHOCTU CTYJIEHTOB, OTBETCTBEHHOCTH H

OpraHU30BaHHOCTH;

— (¢GopMHpOBaHHE  CaMOCTOSATEIbHOCTH  MBIIUICHHUS,  TBOPYECKOH  MHUIIMATUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHUIO M CAMOpPEaIN3alliu;

— pa3BUTHE HCCIIEI0BATEIbCKUX YMEHHUH U aKaJIeMUYECKIX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBHAYAIBHO WU TPYINIaMU

CTYJIEHTOB B 3aBUCUMOCTH OT LIeJIH, 00beMa, YPOBHS CIOXKHOCTH, KOHKPETHON TEMAaTHUKH.
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TexHomnorust opraHu3alid  CaMOCTOSITENIBHONM  pabOThl  CTYJEHTOB  BKJIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

Ilepen BeIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJUTOPHOM CaMOCTOSTEIBHONH pabOThI
MIPENOIaBaTelIb MOXET NPOBOAUTh MHCTPYKTaX IO BBINIOJHEHHWIO 33JaHus. B HMHCTpyKTa)
BKJIIOUAETCSL:

— 1LeJb U COJepKaHue 3aJaHus;

— CpOKHU BBIIIOJIHEHHUS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

— OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM paboThl U KPUTEPUU OLIEHKH;
— BO3MOJKHbIE TUITUYHBIE OIIMOKU IIPU BBITTOTHEHHH.

WHCcTpyKTaXK MPOBOAUTCS IMpEroaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
W3y4YEHUE JUCLUIUINHBIL.

KonTponbs pe3ynpTaToB BHEAYyJTUTOPHOH CaMOCTOSATENBHOM PabOTHI CTYAEHTOB MOXKET
MPOXOJNTHh B TUCHMEHHOM, YCTHOW WJIM CMEIIaHHOU (hopMme.

CryneHTbl JOJDKHBI MOAXOAWTH K CAaMOCTOATENbHOM paboTe Kak K HauBaKHEHIIEMY
CPEICTBY 3aKpEIUICHUS U Pa3BUTUSI TEOPETUUYECKUX 3HAHUM, BbIpaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOpPETEHUs OIpEaeieHHBIX HAaBBIKOB M HCIHOJIb30BaHHUS
poQeCCHOHAIBHON JTUTEPATYPHI.

[Tomermenust st caMOCTOSTENFHOW paboThl 00yUYaIOMIMXCSl JAOJDKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKII0YEHHS K ceTu «VIHTepHeT» u o0ecnieueHneM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy OpraHU3aIIH.

[Ipu camocTosTensHON TPOPabOTKE Kypca 00yJaromuecs T0JDKHBL:

— TpocMaTpUBaTh OCHOBHBIE ONpPENENeHUs U (DaKThI;
— TOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUHA MaTepHAl U JOMOIHUTH €ro

C Y4€TOM PEKOMEHIOBAHHOM 10 JaHHOU TEME JINTEPaTyphl;

— U3YYUThb PEKOMEHJIOBAHHYIO JIMTEPATypPy, COCTABIATH TE€3UCHI, AHHOTALIMA U KOHCIEKTBI

HanboJiee BaXKHBIX MOMEHTOB;

— CaMOCTOSITEJIbHO BBINIOJIHATD 33JIaHUs, AHAJIOTUYHBIE NIPEJIaracMbIM Ha 3aHATHUSAX;
— HCIIOJIb30BaTh Ul CAMOIPOBEPKH MaTepHalibl (POH/IA OLCHOYHBIX CPE/ICTB;
—  BBINOJHATH JIOMAIlHUE 3aJjaHKsl 110 YKa3aHUIO IIPENoaaBaTes.

Pexomenganum mo o0y4eHno mHBaIua0B 1 aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBaTHAaMH U JuiiaMu ¢ OB3 MoxeT ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTUMHU OOyYarOIIMMHCSA, TaK W B OTHENBbHBIX Tpynmax. [Ipenmomararorcs
CHelyalbHbIe YCIOBUS Ui MOJydeHus o0pa3zoBaHus HHBaIWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-nienarornyeckuii CocTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3UOTIOTUYECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcsi uHBaiauaoB U jul ¢ OB3, uHauBUAYyanbHBIMU MPOrpaMMaMU
peabunuranuy  WHBaMUAOB (mpu  Hamuuwmu). llpu  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIONIHUTENIbHAS TMOJJEepKKa TMPENnoJaBaHusl ThIOTOPaMH, TIICUXOJOTaMH, COLHUAJIbHBIMU
paboOTHUKAMU, TIPOIICIIIMMH IMOATOTOBKY aCCHCTCHTaMHU.

B cooTBeTrcTBUU ¢ MeTOMMUYECKHUMHU peKoMeHanusasMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEANONaracTcsi HCIOIb30BaTh COIUAIBHO-aKTUBHBIC U
pedaekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTMH COLUOKYJIbTYPHOH peadWINTallUd C IENbIO
OKa3aHHUsl MOMOIIM B YCTAHOBJIEHHWU MOJHOIIEHHBIX MEXKIWYHOCTHBIX OTHOIIEHWM C JPYTUMU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIrO MCHXOJIOTHUYECKOTO KJIMMAaTa B CTYIEHYECKOH TpyTIIe.
[Monbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YUYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayIuanbHON, BU3YyaIbHOM, C UCIOJIb30BAHUEM CIEIHAIbHBIX
TEXHUYECKUX CPEACTB U NH(POPMAIIMOHHBIX CHCTEM.

Menuamarepuansl TakKe ClEAyeT HCHOJIb30BaTh M aJanTHPOBaTh C  y4ETOM
WHIANBUIYATBHBIX OCOOEHHOCTEH 00yueHuss nHBau 0B 1 uI] ¢ OB3.
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OcBoeHUE JUCHMIUIMHBI HMHBamuaamMu © Jumamua ¢ OB3  ocymectBisercs ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHsI OOIIEro W CIEIUATBHOTO Ha3HAYeHHUs (MIEPCOHATBLHOTO U
KOJUICKTHBHOT'O HMCIIOJIb30BaHUs). MaTepraibHO-TEXHUYECKOE OOCCTICUeHHE MPEeayCMaTpUBACT
npucnocoOIeHre ayAuTOpHil K Hy>KJaM HHBaNKUI0B U ui ¢ OB3.

dopma TMNpPOBENECHUS AaTTECTAUUM JUIsl CTYJAEHTOB-UHBaIuMaoB u Jmi ¢ OB3
YCTaHABIMBAETCS C YUYETOM MHIUBHIYyATbHBIX TICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 NHBaTUI0B
u i ¢ OB3 npexycmarpuBaetcst mocTymHas (GopMa MpenocTaBiICHUs 3aJaHWN OIIEHOYHBIX
CPENCTB, @ UMEHHO:

- B TEUYATHOW WIM DJICKTPOHHOW Qopme (Ans JUI] ¢ HapYUICHHSIMH OIOPHO-

JIBUTATEIBHOTO amnmnapara);

- B TeyaTHONl (opMe MM 3JEKTPOHHOW (opMe ¢ YyBEIHMUEHHBIM MIpU(TOM U

KOHTPACTHOCTBIO (JJIs JIUI] C HAPYIICHUSMH CITyXa, PeUd, 3peHHUs );

- METOJ/IOM YTEHUSI ACCUCTEHTOM 3aJIaHUs BCIIYX (IUIs1 JIUIT C HAPYIICHUSIMH 3PSHUS ).

CrynentaM ¢ MHBaIuAHOCTHIO M Jinnam ¢ OB3 yBenuuuBaercs BpeMsi Ha MOATOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMPOCHI. J{JIs1 TAKMX CTYIEHTOB MPEyCMaTpUBACTCS JOCTYITHAs hopma
MPE0CTaBIICHUS OTBETOB Ha 3a/1aHUs], 4 UMEHHO:

— THUCHMEHHO Ha Oymare uiu HabOpoM OTBETOB Ha KOMITbIOTEpE (ISl JTUI] C HAPYIICHUSIMH

ClIyxa, peun);

— BBIOOPOM OTBETA M3 BO3MOXXHBIX BAPHAHTOB C MCITOJIB30BAHUEM YCIYT acCUCTEHTa (s

JUI C HAPYUIEHUSIMUA ONTOPHO-/IBUTATENILHOTO aIlapaTa);

— YCTHO (U151 JIULI C HAPYUICHUSIMU 3PEHUS, OTIOPHO-IBUTATEIBHOTO anmnapara).

[Tpu HEeoOxommMocTH JyIsi O0ydaroImmXcs ¢ WHBAIMIHOCTRIO U jull ¢ OB3 mpouemypa

OIICHUBAHMSI PE3YJIbTATOB O0YUEHUS MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM IJISl OCYIIeCTBJICHHSI
00pa3oBaTeIbLHOIO NMpPoIecca Mo JUCUUILIHHE (MOTYJII0)

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIS TPOBEACHUS Y4YeOHBIX 3aHSTHUH,
MPEAYCMOTPEHHBIX  HACTOSIIIEW  paboueld  mporpaMMol  TUCHMIUIMHBI,  OCHAICHHAs
000pyI0BaHHUEM M TEXHHYECKUMU CPEJCTBAMHU OOYUYCHHSI, B COCTAB KOTOPBIX BXOMIST: KOMIUICKTHI
CIeNUaTM3UPOBAaHHON y4eOHON MeOenu, JOoCKa KJIacCHAasl, MyJbTUMEIUUHBINA MMPOCKTOP, IKPaH,
KOJIOHKH, KOMIIBIOTED C YCTAaHOBICHHBIM JIMIICH3MOHHBIM TIPOTPAMMHBIM OOECIeYeHHeM, C
BBIXOJIOM B ceTh «IHTepHET» U JOCTYNOM B 3JIEKTPOHHYI0 MH(POPMAIIIOHHO-00pa30BaTEIbHYIO
cpeny.

IomemneHnue 1jisi cCAaMOCTOSITEILHOI PadOThI O0YJAOIINXCS — ayAUTOPHSI, OCHAIIICHHAS
CIEIYIOIIMM 000PYJOBAaHHEM U TEXHUYECKUMU CPEACTBAMH: CIICLUATH3UPOBAaHHAS MEOeNb AJis
npenoaaBaTess U 00yJaroImuxcs, Jocka yueOHas, MyJIbTUMEIUNHBIA POEKTOpP, 3KPaH, 3ByKOBBIE
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEepPCOHATbHBIE KOMIBIOTEPHI ISl PaOOTHl OOYyYarOIIUXCS C
YCTaHOBJICHHBIM JIMIICH3UOHHBIM IPOrPaMMHBIM O0€cTieYeHIEM, C BBIXOJOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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