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1. Ieab u 3a1a4M JTUCHUILIHHBI

Heas aucuuninubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (OPMHPOBAHUE Y
O6yanOH_[I/IX 3HAaHUHU TCOPCTUUCCKHUX U NPAKTUICCKHUX OCHOB CO3AaHUA NOKYMCHTOB YIIPAaBJICHUA,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PQEeKTHBHON OpraHu3aIllid COBPEMEHHOTO
ACJIOMPOU3BOJACTBA HA NPCAINIPUATHUAX U B OpraHrU3alHAX.

3agauyu TUCHUILINHBI:

— WU3yYdTh  3aKOHOJATENbHbIE M  HOPMATHBHO-METOJMYECKHE  JOKYMEHTHI,
periaaMeHTHPYIOIUEpadoTy C TOKYMEHTaMU OpTaHU3alliHg;

— O3HAKOMUTH C MPABUJIAMHU COCTABJICHUS U 0(OPMIICHHS YIIPABICHYECKUX TOKYMEHTOB;

— H3YYUTH MOPSIIOK PaOOTHI C THUHBIMH U CITY)KEOHBIMH TJOKYMEHTAMU;

— copMHpOBaTh HABBIKM COCTaBJICHHA U O(OPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBJIECHUS;

— H3YYHUTh paboTy CIIyKObI JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPaBICHUS;

— O3HAaKOMHUTH  CiIymiateaeil ¢  COBPEMEHHBIMH  TEXHOJOTHSIMH  OpTraHu3aluu
JOKYMEHTOOOOPOTAPEANPUATUNA 1 OpraHU3aLui.

2. MecTo IMCHHUILINHBI B CTPYKTYPe OCHOBHOIi npodeccuoHaIbHOI
00pa3oBaTeILHOM MPOrpaMMbl BbICIIET0 00Pa30BaHUS

JucuunnuHa «J{lokyMeHTO0O0POT U AETONPOU3BOICTBOY» BXOIUT B 0053aTE€IbHYIO YacTh
ydaeOHOro mmiaHa 1o HampaBieHuo noarorokd 38.03.01 DxoHoMmMHUKa, HaANpPaBIEHHOCTH
(mpodune)  mporpamMmbl  «BHEIMIHEIKOHOMHUYECKAss  JIEATEIBHOCT W (DMHAHCOBOE
KOHCYJBTUPOBAHUE.

3. O0beM IMCUMIIMHBI B 324€THBIX eTHHUIIAX H aAKaJeMHYEeCKHX Yacax ¢
yKa3aHHeM KOJHYeCTBA aKA/leMHYeCKUX YaCOB, BbIIeJIeHHbIX HA KOHTAKTHYIO padoTy
00y4YaIIUXCs ¢ MpenojaBaresieM (110 BUAAM YU4eOHbIX 3aHATHI) H HA CAMOCTOSITEJIbHYIO
padoTy 00y4aroumuxcs

OO6mas TpyaJ0€MKOCTh JUCITUIUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

N Bcero yacos
Buna yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yUeHHS dopma oOyueHust
KonTakTHas padora c npenoaaBartesem (Bcero) 28 16
B ToMm uncne:
3aHATHS JEKIIMOHHOTO TUIIA 14 12
3aHATHS CEMUHAPCKOTO THIA (CEMHUHAPHI) 14 4
CamocTrosiTeJibHasi pa6oTa (Bcero) 80 92
dopma KOHTPOJIS 3auer ¢ OlleHKOU
O0mast Tpy10éMKOCTb TUCHMILTHHBI 108




4. llepeyeHb MUIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsl N0 JMCHHUIJIMHE, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NPOrPaMMbl

Koa m HaumenoBanue

Kon u HaumenoBanue

IInanupyemMble pe3ybTaThl

KOMIIeTeHI UM (1if) HHAMKATOPA T0CTHKECHUS
00y4YeHHs MO TUCIHUILINHE
BBINIYCKHUKA KOMIIEeTEeHIIUH
OIIK-5 HOIIK 5.1 3HaTh: AIEKTPOHHBIN
Cnocoben  ucrnonb3oBath | MIMeer npeacTaBieHue o JIOKYMEHTOOOO0POT.
COBpEMEHHBIC COBPEMEHHBIX YMeThb: BBIOUPATH COBPEMEHHBIC
nH(pOpMaMOHHbIE nH(pOpPMaAITMOHHBIX WH(pOpPMAITMOHHBIE  TEXHOJOTHUHU
TEXHOJIOTUU U | TEXHOJIOTHSIX U npu OpTraHu3aIun
MpPOrpaMMHBIE  CPEJICTBA | MPOrPaMMHBIX CPEJCTBAX, JIOKYMEHTO000pOTA.
npu pelieHnr | HeoOXOTUMBIX s pemieHus | Baagers: OTIBITOM
npodeccnoHambHbIX npodeccuoHanbHBIX 3a/1au. UCIIOJIb30BaHUs COBpPEMEHHBIX
3a/1a4. NOIIK 5.2 UH(POPMALIMOHHBIX  TEXHOJOTHM
OcyuiecTBisiTh ~ BBIOOp U | IpU OpraHu3aIun
NPUMEHEHHE COBPEMEHHBIX | TOKYMEHTO00O0pOTa.
nH(pOpMaAITMOHHBIX
TEXHOJOTHI U MPOTrPaMMHBIX
CPEICTB MpHU pElICHUU 3a7ad
npohecCuoHABLHOM
JeSITENIbHOCTH.
IIK-4 NIIK 4.1 3HaTh: OpraHU3alMOHHbIE
CrnocobeH ocymiecTBIATh |['OTOBUT K 3aKITIOUEHHIO OCHOBBI JOKYMEHTallHOHHOTO
JICIIOBYI0 KOMMYHHKAIUIO | BHEITHETOPTOBBII KOHTPAKT obecrnieueHus
u nokymeHtanuonnoe |HUIIK 4.2 BHEITHEDKOHOMUYECKOU
obecrieyeHne OcymiecTBiser JESITEIIbHOCTH.
BHEUTHEOKOHOMUYECKOW | IOKyMEHTapHOE Ymern: OCYUIECTBIIATh
JeSTebHOCTH COTIPOBOXKICHHE JIOKYMEHTAI[MOHHOE
BHEITHEAKOHOMHUYECKON COTIPOBOXKCHHE
JESITEIIbHOCTH npodecCHOHATBLHOM
HIIK 4.3 NEITEILHOCTH.
VYuacTByeT B opraHuszanuu u | Baagern: CIIOCOOHOCTHIO
BEJICHUM MEPErOBOPOB, B T.4. | OCYLIECTBIATH

Ha aHTJINHMCKOM S3bIKE

JOKYMEHTAIlMOHHOE 00eCIeueHIe
BHEITHEDKOHOMUYECKOU
JCATCIIBHOCTH.




5. Coneprxkanue Q¥ CHUANINHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.

VYHuukanms M CTaHIapTU3alus JAeJI0BOM JokyMeHTauuu. CroBapb-

OpraHuzalliOHHBIE | MUHUMYM TEpPMUHOB U ompeaeneHuil. OOmme HOPMBI U IpaBuiIa
OCHOBBI odopMIIeHHS JOKYMEHTOB (pa3Mepbl Oymaru, Mmojieid, HyMeparus CTpaHuIl 1
JeNIONPOU3BOJCTBA. | T.J.) IPUMEHSEMOE B JIEIOMPOU3BOICTBE.

branku

JOKYMEHTOB.

Tema 2. Knaccudukanus nmenoBoit  nokymenrauuu. IlpaBunma  odopmiieHust
Opranu3zaluoHHO- PEKBHU3UTOB OJIaHKA U UX PACIIOIOXKEHHS Ha CTaHIapTHOM (hopmarte Oymaru,
pacmopsinuTenbHas | pa3Mepsl  moneil.  Dopmynsip-  oOpaszenr  TpyHmbl  JOKYMEHTOB,
JOKYMEHTAIuSl. MpUHAJJISKANINX K OTHOM cucTeMe.

Oomas [IpoexkTupoBanne  OMaHKOB  JOKyMEeHTOB  opranuzamuu. Cocras,
XapaKTepUCTHKA odopMmIiIeHHE, U3rOTOBJICHHE, XpaHEHHE OJaHKOBOPraHU3aLINH.

CTHIISL CITyKeOHOM brnank mokymeHTa: MOHATHE, Ha3HAYCHUE, BUIBI OJIaHKOB (00mui ONaHK,
JIOKyMEHTAITUH. OJlaHK TMChMa, OJJAaHK KOHKPETHOTO BHUA JOKYMEHTa (KpOMeE IHChMA).

CocraB, odopmienue pekBU3UTOB Onanka. (OcCOOEHHOCTH — sI3BIKA
CITy’)KeOHBIX TOKyMeHTOB. Kommo3umus nokymeHTa. CTpyKTypHBIC OIINOKH.
HeymectHoe u HeomnpaBaaHHOe yrnoTpeOIeHue

WHOCTPaHHBIX CJIOB.

Tema 3. CnpaBouHoO-
nH(pOpMaMOHHBIE
JOKYMEHTHI.
JlenoBas nepenucka.
CocraBneHue akToB
UTPOTOKOJIOB.

Oukcarnuss  (omMcaHue) JIOKATbHBIX TPAaBHI, HOPM, IOJOXCHUH,
ONpENENAINX CTaTyC OpraHu3alud, €€ CTPYKTypy, IITaTHYIO
YUCJIEHHOCTh U JIOJDKHOCTHOM COCTaB, KOMIETEHLIMU JOJDKHOCTHBIX JIML] U
CTPYKTYPHBIX MOApAa3/IeICHUN, (byHKIIMOHATIBHOE COJIep KaHHe
NESTEIIbHOCTH OPTraHU3alliy B IIEJIOM, €€ TIOpa3AeTICHI U paOOTHUKOB, UX
mpaBa, OO0S3aHHOCTH, OTBETCTBEHHOCTh U [p., B OpPraHU3AI[MOHHO-
paclopsIANTENbHBIX JIOKYMEHTaX OpraHU3alluH.

CtpykTypa, Ha3HaueHHe, TMOPAIOK pa3padOTKH, COIJIACOBAaHUS H
yTBepxkaeHus [IpaBuil BHyTpeHHEro TpyJI0BOTo pacropsiaka, [lonoxenus o
nepcoHasne, IlonoxkeHuss o CTpyKTypHOM ToApaszaeiaeHuu, [oKHOCTHOM
uHcTpykuuu. [lItaTHOE pacniucanue Kak EpBUYHBIN YYETHBINA JOKYMEHT 10
yueTy KaapoB. O3HakOMJIeHHE pAaOOTHUKOB C JIOKaJIbHBIMU HOPMATHBHBIMU
aKTaMH OpraHU3allUu.

Bunel 1 HazHaueHne WHGOPMAIMOHHO-CIPABOYHON JOKYMEHTAIUU IO
KaJpam. [Topsmok o opMIICHHUS, OCHOBHBIE  PEKBU3HTHI u
MPaBOMPUMEHHUTENbHAS MPAKTUKAKUCIIONb30BAHUS JOKIAIHBIX, CITY>KEOHBIX
U OOBSICHUTEIBHBIX 3aMHCOK, MPEACTABICHUH, MPEIIOKEHHH, 3asBICHUM,
aKTOB, CIPABOK M Jp. B KAa4eCTBE OCHOBAHUM JJIsI MPUHATHI PEUICHUI B
cdepe ynpapieHuUs IEPCOHAIOM OpraHU3alUu.

Tema 4.
PacniopsinurensHeie
JOKYMEHTBHI.
Cocrasnenune
MPUKA30B, YKa3aHU,
PacCIOpPsKEHU.
OpraHuzanioHHbIE
JIOKYMEHTBI.

Opranu3anoOHHO-PACIOPAANTEIIFHBIC JOKYMEHTHI: MOHSATHE, HAa3HAYCHHUE,
OCHOBHBIE BH/JIbI (OpraHU3aI[OHHBIC, PACTIOPAIUTEIbHBIEC, CIPABOYHBIE).
Opranu3anoHHBIE JOKYMEHTHI: yCTaB, MOJIOKEHNE, CTPYKTYpa M IITaTHAs
YHCJICHHOCTb, IITATHOE PACIHCAaHUE, IPaBHIIA, JOJDKHOCTHAST MHCTPYKIIHS,
UX Ha3HauYeHHE, XapaKTePHCTHKA W COCTaB, TPeOOBaHMSA K O(GOPMIICHUIO,
HOPSI0K YTBEPIKICHHUS.

PacriopsinTenbHble TOKYMEHTBI: TIOCTaHOBJICHHUE, MpHKa3 (110 OCHOBHOM
NESITeIbHOCTH M 10 JIMYHOMY COCTaBY), PacloOpsHKEHHE, COBMECTHBIM
pacnopsIIMTEIbHBIH JOKYMEHT, HX Ha3HaYeHUE, XapaKTePHCTHKA M COCTaB,
TpeGoBaHus K 0)OPMIICHHUIO.

CnpaBoyHO-HH(OPMAIIMOHHBIE JOKYMEHTBI: CITy>KeOHbIC TMChMa, CIPABKH,
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JOKJIAAHBIC 3allMCKH, MTPOTOKOJIbI, aAKThI, 3a4BJICHUS, UX XAPAKTCPUCTHUKA U
coCTaB, TpeOOBaHUS K OPOPMIICHUIO.

Tumel JOKYMEHTOB: TMOAJWUHHUK, KOMUS, MJyOJIMKAT, BBIUCKA, WX
HazHaueHue. [lopspgok odopmieHHs W BBIJAYM KONMUK H TyOJIMKATOB
JOKYMCHTOB, BBIIIMCOK M3 HUX.

Tewma 5. Perucrpamuss 1OKyMEHTOB: MOHATHE, LIEJNH, 3aJa4d, MECTa PErucTpaluu
Opranuzanus Pa3IUYHBIX KaTeropuil MOKyMEeHTOB. CHCTeMbl U ()OPMBI PETUCTpAIlUU
JTOKyMEHTO000poTa. | ()KypHajbHas, KapTOYHas, aBTOMATHU3MPOBAaHHAs), HMX JOCTOMHCTBA U
Opranuzanus HepocTaTku. [lokasaTenu, BBOJMMBIE B PETHCTPAIOHHBIE (DOPMEIL.
perucTpanuu Oco0OeHHOCTH pEerucTpanuy BXOJAIIUX, HCXOAAIIUX U BHYTPEHHUX
JIOKYMEHTOB U JIOKYMEHTOB. DIIEKTPOHHBII TOKYMEHTOO0O0POT.
KOHTPOJIb CocTaB BBINIOJNIHAEMBIX pPabOT NpPU OTHPAaBKE HUCXOASIIUX JOKYMEHTOB:
WCTIOTHEHUS pOBEpKa MPABMWIHLHOCTU OGOPMIICHHSI, HAIMYUS NPUIIOKEHUH, aapecaTa,
JOKYMEHTOB. COPTHpOBKA MO ajpecaraM M BUAAM OTIPABICHHUM, COCTaBICHUE OMHUCH
paccbukd. TpaauIMOHHBIA CIMOCOO OTHPaBKH JOKYMEHTOB (TIOYTOI).
OTtmpaBka TOKYMEHTOB ¢ TTOMOIIIbIO TenedoHa, dakca.
Kontponb wucnonHeHuss AOKYMEHTOB: TOHSTHE, Ha3HA4€HHE, BUJbL.
[IpuHIMnEl  OopraHu3anuu  KOHTposisi. CpOKHM HMCHOJHEHUS: THUIIOBOM,
WHJIUBUIyaIbHBIA. TE€XHONOTUSI BEACHUS KOHTPOJS. AHaIU3 WCIOTHEHUS
JIOKYMEHTOB BYUYPEXKICHHUH.
B3auMocBs3b perucrpanuu J0KyMEHTOB M MH(POPMAIIMOHHO- CIPAaBOYHOMN
paboTel. Opranuzanus paboThl C TOMOIIBIO CTIPABOYHBIX KAPTOUEK.
JIOIKHOCTHBIE  JIMLA, OCYILIECTBIISIFOIIME PETUCTPALMI0O U KOHTPOJIb
UCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.
Tema 6. Homenknarypa pen: mnoHsiTMe. 3HAUY€HHE HOMEHKIATYpBl Jed s
Opranusanus KJIacCU(pUKALUU JOKYMEHTOB, OIEPATUBHOIO XpaHEHUS U HX THpen
OIIEpPaTUBHOIO apXMBHOW NOATOTOBKU. Buasl HOMeHKnaTyp aei. llopsanok cocrasieHus,
XpaHEHUS oQopMIIeHHS, YTBEPKJIECHUS M NMPUMEHEHHs] KOHKPETHOW HOMEHKJIATYphI
JOKYMEHTOB. nen. [Topsnok popMupoBanus nein.

dopmupoBaHue Je.

Opranmsanusg  XpaHEHMsT  MCIOJHEHHBIX  JOKYMEHTOB. (OCHOBHBIC
TpeOOBaHUS HOPMATUBHBIX JOKYMEHTOB, PErJIaMEHTHPYIOIINX JaHHBIN
9Tal JOKYMEHT0000poTa. OTBETCTBEHHOCTh 3@ COXPAHHOCTh JOKYMEHTOB.

Tema 7. ITonroroBka
JTIOKYMEHTOB K
MOCIENYIOLIEH
nepenayu
JIOKyMEHTOBB apXUB
WK Ha
YHUYTOKEHHE.

OcHoBHBIE 3Talbl NEPEJauYld JOKYMEHTOB B apXUB WM HAa YHUUYTOXECHHE:
MOATOTOBUTENBHBIM (0OOCHOBaHHWE BBIOOpa crocoba COXpaHEHUsS WU
YHUUTOXKEHUS IIyTEM HPOBEIEHUS AKCIEPTU3bl LIEHHOCTH JOKYMEHTOB),
OCHOBHOM (IIOArOTOBKA J€1 Ui Iepeladd B apXWB), 3aBEpIUAIOLINH
(mepenaya B apXyB WIM YHUUYTOKECHHUE).

OKcnepTu3a EHHOCTH JOKYMEHTOB: MOHATHE, HasHaueHue. [IpuHuunel u
KPUTEpUU OIPEACIICHUs] HAy4YHOH, MCTOPUYECKOM U IIPAKTUYECKON
LIEHHOCTH JIOKYMEHTOB. OKCIIEPTHble KOMHCCHH, UX (DYHKLUH, IpaBa.
Oransl npoBeeHus dKcnepTusbl. OdopmileHHe pe3yabTaToB 3KCIEPTU3HI.
Cpoku xpaHeHHs TOKyMEHTOB. [lepeuHr TOKyMEHTOB C yKa3aHUEM CPOKOB
XpaHEHUs1, UX BHUJbl,Ha3HAUEHUE, cXeMbl noctpoeHus. Ilopsaok nepenauun
JIe]1 B ApXUB WM YHUUYTOXKEHUS IOKYMEHTOB.

TpeboBanust kK O(GOPMIICHHIO 1€ IOCTOSHHOTO, BPEMEHHOI'O CpPOKOB
XpaHEHMs U IO JIMYHOMY cocTaBy. IIpaBumiia opopmieHHs U COCTaBIICHUS
onucu aein. Ilopsanok nepenaun n1en B apXus.

ApXuB: TOHATHE, Ha3HadeHHe. Buubl apxuBOB: TOCYIapCTBEHHBIE,
BEJIOMCTBEHHbIC,  OOBEAMHCHHBIE BEJOMCTBEHHBIE,  OOBEIMHCHHBIC
MEXBEIOMCTBEHHBIE [0 JIMYHOMY COCTaBy. ApXUBHbIE (OHJBI:

JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.




6. CTpyKTypa AUCHMILIMHBI 10 TEMaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX

KOJIHYECTBA aKaAEeMHU4Y€CKUX YaCOB U BU/10B y‘leﬁl{LIX 3aHATHIA

Ounas ¢popma o0ydeHuUs1

KonTakTHas padora, yac.

HanmenoBanue TeM (pa3/iesioB) 3ansaTun CPC, | Bcero,
AUCHMILTUHBI JIEKIIHOHHOI' 0 CemuHapbl yac. yac.
THOA
Tema 1. Opranu3arnioHHBIE OCHOBBI 2 2 10 14
JEJ0NPOn3BOICTBA. biianku
JOKYMEHTOB.
Tema 2. OpranusanioHHO- 2 2 10 14
pacrnopsiAuTeNbHAs JOKYMEHTALIHSL.
OOm1ast xapaKTepUCTHKA CTHIIS
CIIy>kKeOHOM TOKYMEHTAaLUU.
Tema 3. CnpaBouHoO- 2 2 12 16
nH(OPMAaLIMOHHBIE JOKYMEHTHI.
Jenoasinepenucka. CocTaBieHne
aKTOB UIIPOTOKOJIOB.
Tewma 4. PacniopsiiuTeIbHbIE TKyMHIbI 2 2 12 16
CocrapieHue NpuKa3oB, yKa3aHuH,
pacriopsbkeHuid. OpraHu3aloOHHbIE
JOKYMEHTBI.
Tema 5. Opranusanus 2 2 12 16
NoKyMeHTooOopoTta. Opranuzanus
perucTpanyu JOKyMEHTOB U KOHTPOIIb
MCIIOJIHEHUS IOKYMEHTOB.
Tema 6. Opranu3anusonepaTuBHOTO 2 2 12 16
XpaHEeHHUsl JOKYMEHTOB.
dopmMupoBaHUE JET.
Tema 7. [logroroBka TOKYMEHTOB K 2 2 12 16
nocJeAyronei nepeaadn J0KyMEeHTOB
B ApPXUB WM Ha YHHUUYTOXKEHUE.
UTOI'O: 14 14 80 108
OuHo-3a04Has popma o0yueHHst
KonTakTHas pabdora, yac.
HaumeHoBaHue TeM (pa3aesioB) 3anstust CPC, | Bcero,
AUCHUTLTUHBI JIEKIIHOHHOT0 CemuHapb1 yac. yac.
THIIA
Tema 1. OpraHu3aniiOHHbIE OCHOBBI 1 - 12 13
JEeJI0NPON3BOICTBA. biianku
JOKYMEHTOB.
Tema 2. Opranu3amoHHO- 1 - 12 13
pacropsAuTeNIbHAs JOKYMEHTALHSL.
OO01as xapakTepuCTUKa CTUIIS
CITy’KeOHOM TOKYMEHTAalUU.
Tema 3. CnpaBouHoO- 2 - 12 14

nH(OpPMALIMOHHBIE JOKYMEHTHI.




Jenoasinepenucka. CoctaBieHue
aKTOB UIIPOTOKOJIOB.

Tema 4. PacniopsiiuTeibHbIE TKyMHIbI 2 1 14 17
CocrapieHue NpuKa3oB, yKa3aHuH,
pacnopspkeHui. OpraHu3anoHHbIE
JOKYMEHTHI.

Tema 5. Opranusanus 2 1 14 17
IOKyMeHTooOopoTa. Opranu3zanus
perucTpanyu JOKyMEHTOB U KOHTPOIIb
MCTIOJIHCHUS TOKYMEHTOB.

Tema 6. Opranu3zanusonepaTuBHOTO 2 1 14 17
XpaHEHHUs JOKYMEHTOB.
PopMupoBaHUE ACIL

Tema 7. [TogroroBka TOKyMEHTOB K 2 1 14 17
MOCIeAYIOMIeH Tiepeaun JOKYMEHTOB
B APXWB WM Ha YHHYTOXKCHUE.

NUTOIO: 12 4 92 108

7. IlepevyeHb y4eOHO-METOANYECKOT0 0OOecnevYeHHus 1JIsl CAMOCTOSATeIbHOM PadoThl
o0yyaromuxcs Mo JUCHUIIIHHE

CamocrosrenbHas paboTa sIBISE€TCSI OJHUM M3 OCHOBHBIX BUI0B yU4€OHOH A€ATENbHOCTH,
COCTaBHOM YacThIO y4eOHOI0 Mpoliecca U UMEeT CBOEH I1eNbI0: TIIy0OOKOe YCBOGHUE MaTepuana
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATypOi, PEKOMEHIOBAaHHOM IIPENOAABATEIIEM, YMECHME HAWTH HYXXHBIA MaTepual |
CaMOCTOSITEJIBHO €r0  HCIOJIB30BAaTh, BOCIHUTAHME BBICOKOM TBOPYECKOM AKTUBHOCTH,
WHULHUATUBBIL, IPUBBIYKM K IIOCTOSSHHOMY COBEPIICHCTBOBAHMIO CBOMX 3HAHMM, K
LEJICYCTPEMIICHHOMY Hay4YHOMY ITIOUCKY.

Kontpons camocTosiTenbHOW pPabOTHI, SBISIETCS BaKHOM COCTABISIIOIIEH TEKYIIEro
KOHTPOJISI yCII€BAa€MOCTH, OCYILECTBIISICTCS IPENOJABaTeIeM BO BpeMs JICKIUOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATHI U 00ecIiedrBaeT OLIEHUBAHHUE X0a OCBOCHHS U3y4aeMO
JUCLUIUIAHBIL.

BOl'[pOCBI JIA CAMOCTOATECJIbHOI0 U3YUCHHU S

1. KakoB npenMeT JOKYMEHTAllMOHHOTO 00ecieueH sl yIpaBiIeHUs?

2. Kakue HOpMaTHBHO-IIPABOBBIE AKThl PETYIUPYIOT JAOKYMEHTAIllMOHHOE oOecredeHne
ynpasieHus?

3. KakoBa  mpakTHueckas 3HaUUMOCTb y4eOHOM JTVCLUATUIMHEI
«JIOKYMEHTALIMOHHOE 00eCTIeYeHHE yIpaBICHUs» ?

4. Kakolt 00beM U coziepKaHle UMEIOT MOHATUS «UHPOPMALUA» U «TOKYMEHT»?

5. Kakyto pons urpaer uadopmarus B odecrieueHIH 3(h(HEKTUBHOTO yIpaBICHUS ?
6. KakoBbI HCTOYHHMKY TIOJTy4YECHHS yIpaBiieHuYecKor nHpopmarun?
7.

KakoBel  Ha3sHaueHue | byHKIIUN CIIy k0 JTOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBieHUsI B COBPEMEHHBIX OpPTaHU3aInsIX ?
8. UrtoTakoe «cHcTEMa JIOKYMEHTaLlUK» U  «yHU(UIUPOBAHHAs  CHUCTEMaA
JIOKYMEHTALUH»?

9. Kakue Bubl yNpaBIEHYECKUX JOKYMEHTOB BKJIIOYaeT B ceOs YHuuUIMpoBaHHAs
cucTeMa OpraHu3allMOHHO-PACTIOPAIUTEIbHON TOKyMEHTAlUN?
10. Opranu3anvoHHbIE JOKYMEHTHI IPEAPUATHS.



11. PacnopsinuTenbHble JOKYMEHTHI IPEINPUITHS: TPUKa3bl IO OCHOBHOM 1€ATEIbHOCTH;
pacopsiKESHHS, PEIICHUS.

12. NudopmarmoHHO-CIIPaBOYHBIC TOKYMEHTHI: TPOTOKOJIBI, TIOJTHAS K KpaTKast hopma ux
oopmieHus.

13. NudopmarmoHHO-CIIPAaBOYHBIC JOKYMEHTBI: aKThl; CIIY)KE€OHBIE W OOBSCHUTEIHHBIC
3aMKMCKHU; CIOPaBKH; CIY)KEOHBbIE ITOBEPEHHOCTH; TNHChMa, HMX KIacCU(pUKAIUS, CTPYKTypa,
CTaHAapTHbIE (pa3bl U BHIPAKEHHUS.

14. TloHsaTHS TOKYMEHTOOOOPOT M OpraHu3auus J0KyMEHT0000poTa.

15. HopmatuBHO-MeTOAMYECKAs PETJIaMEHTaINsI IOKYMEHTO000pOoTa.

16. OcHoOBHBIE ITpaBUJIa OPraHU3AIUH TOKYMEHTO000pOTa Ha IPEIPUSITHH.

17. KauecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTOO0OpOTA.

18. Kunaccudukarnms JTIOKYMEHTOIIOTOKOB: TOPU30HTAIILHBIE, BEPTHKAIIbHEIE,
BOCXO/SIIIIME, HUICXOIAIINE, BXOAIIUE, UCXOAIINE U BHYTPEHHUE.

19. [MoacueT oObeMa TOKYMEHTOOOOPOTA.

IIpumepHas TeMaTHKa pedepaToB (10KJIAA0B)

Hcropus passutus nenonpousBonacrsa B Poccun.
YHUUKAIHS JOKYMEHTOB, Y HUPHUIIMPOBAHHBIC CHCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOE COCTOSTHIE HOpMAaTUBHO-MeToIuueckoi 6a3er IOV (0630p).
CranmapTu3anus B ICIONPOU3BOJICTBE.
Hctopus poccuiickoro repoa.
TpeboBanus Kk sMOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
Obmepoccuiickue KIacCupUKaTOpbl Kak JOKYMEHTHI IO CTaHJapTH3AIHH.
XapakTepuCTUKa OTACITBHBIX TPYIIIT OPTaHU3aIOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB

9. Oco0eHHOCTH CO37aHus TPUKA30B.

10. OGparenus rpakaaH, IpaBuiIa padoTHL.

11. Xapakrepuctuku u pestome. OcodeHHOCTH 0(hOpMITCHHUS.

12. PexomeHaaTenbHOE TUCHMO.

13. Kommepueckue muchMma.

14. OcoOeHHOCTH A3bIKa U CTUJIA CIIYy>)KEOHOTO IOKyMEHTA.

15. Ucropus yHHPUKAIMHT TEKCTOB CITYKEOHBIX TTHUCEM.

16. DrnexTpoHHOE COOOIIeHNE — OCOOCHHOCTH SI3bIKA M CTUJIS.

17. NndopmanmnonHas QyHKIUS JOKyMEHTa KaK CPEJCTBO 3aleyaTICHUs U XpaHECHUS
UHpOpMaLIKH.

18. CoumanbHast GyHKIIUS JOKYMEHTA, €€ POJIb B MOBBIIIEHUHN MTPABOCO3HAHUS 00IIIeCTBA.

19. KommyHukatuBHast pyHKIUS TOKYMEHTa KaK CPeJICTBO Nepeaadn WH(OpMAIIHH.

20. TlpaBoBast pyHKIIHS TOKYMEHTa KaK CPEICTBO yCTAHOBJICHHS TIPABOOTHOIICHHI
MEXIY I0PUINYECKUMU U (PU3UUECKUMHU JTULAMH.

21. OyHKIWS JOKYMEHTA B KAYeCTBE HCTOPUIECKOTO HCTOYHHKA.

22. YmupapneHueckas GyHKIHUsS JOKYMEHTA B POJIM OCHOBHOTO MHCTPYMEHTA ISl PELICHUS
aJIMAHUCTPATHBHBIX ¥ OPTaHU3aIMOHHBIX BOIIPOCOB yIIPABJICHUSI.

23. Craructuueckas QyHKUIUS TOKyMEHTA.

24. BrnaHK JOKYMEHTa, HCTOPHS €T0 Pa3BUTHs. BIaHK COBPEMEHHBIX YIIPaBICHUECKIX
JIOKYMEHTOB.

25. XapakTepHucTHKa 3aKOHOJIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO
JOKYMEHTAIMOHHOTO 00eCTIeueH sl yIPaBICHUSI.

26. Ponb cinyx0b1 JIOY B nesaTenbHOCTH OpraHU3aIliH.

27. Opranu3zainus pabo4nx MECT U yCIOBUH Tpy/a nepcoHana ciayxosr J0Y.

28. Tlonoxenue o ciyxoe JIOY. Ctpykrypa, QyHKIIUH, METOIUKA Pa3pabOTKH.

29. JlomxHocTHas MHCTpYKUUs. DyHKIMU, CTPYKTYpa, METOUKA pa3pabOTKH.
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30. Opranuzamnus T0KyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.
31. OOBeKTHBHBIE U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHTO000pOTA.
32. DNEeKTpOHHBIN JOKYyMEHTOOOO0pOT. [Ipo6iieMbl M IEPCTIEKTUBBI PAa3BUTHS.

33. IMomynsipHBIE CUCTEMBI AJIEKTPOHHOTO TOKyMeHTooO0opoTa (CD/]) B PD.

Pacnipenesienne caMmocTosAITeIbHONH padoThI

Bunsl, hopmMbl 1 00BEMBI CAMOCTOSATENIBHOM pabOTHI CTYACHTOB HPU M3YUYEHUH JaHHOU
JUCLUIUIMHBI ONIPEEIISIIOTCA €€ COEPKaHUEM U OTPaXKEHbI B Cleayomei Tabuue:

Ne | HaumenoBanue TeM (pa3nenoB) | Buja camocrositeqibHOM Oo0bem
n/n U CIUIIINHBI padoThl CaMOCTOAITEJILHOM
padoThI
OYHas OYHO-
dbopma 3a04Has
o0yJeHus dbopma
o0yueHus
1. | OpranuzanroHHbIE OCHOBBI | IOJATOTOBKA K 10 12
JIeIIOTIPOU3BOICTBA. brnanku | ayAUTOPHBIM 3aHATHUSM,
JOKYMEHTOB. MOATOTOBKA pedeparos,
JIOKJIAJIOB
2. | Opranu3aimoHHO- IMOATOTOBKA K 10 12
pacTopsiiuTeNbHAs JOKYMEHTAIUS. | Ay JUTOPHBIM 3aHATHUSM,
OOmrast  xapakTepUCTHUKA CTUJIS | MOATOTOBKA pedepaTos,
CITy)KeOHOM IOKyMEHTAIIUH. JIOKJIAJIOB
3. | CpaBoyHO- nH(pOpMAIMOHHBIEC | TTOJTOTOBKA K 12 12
JTOKYMEHTHI. JlemoBasi mepenucka. | ayAUTOPHBIM 3aHSATHUSIM,
CocTraBrieHre aKTOB UIIPOTOKOJIOB. | ITOATOTOBKA pedeparos,
JIOKJIAJIOB
4. | PacnopsauTeNbHbIE  JIOKYMEHTHI. | HOATOTOBKA K 12 14
CocraBneHue npuKa3oB, ykazaHuii, | 4YAUTOPHBIM 3aHATHAM,
pacropspkenuii. Oprauusanuonnere | TOATOTOBKA pedeparos,
JIOKJIaJIOB
JOKYMEHTHI.
5. | Opranmzanust JOKyMEHTO0OOpPOTa. | HOATOTOBKA K 12 14
Opranu3zanus perucTpalnyy | ayAUTOPHBIM 3aHATHUSM,
JIOKYMEHTOB u KOHTPOJIb | MOATOTOBKA pedepartos,
MCIIOJIHEHUS IOKYMEHTOB. JIOKJIaJIOB
6. | Opranuzanus OTIEPaTUBHOTO | IIOJATNOTOBKA K 12 14
XpaHeHUs JOKYMCHTOB. | ayIMTOPHBIM 3aHATHUSM,
dopmupoBaHue Jie. MOATOTOBKA pedeparos,
JIOKJIaJIOB
7. | IlogroroBka JIOKYMEHTOB K | IIOATOTOBKA K 12 14
nocieayomein nepefayd | ayIMTOPHBIM 3aHITHSIM,
JOKYMEHTOB B apXuMB WJIM Ha | MOJATOTOBKa pedepaTos,
YHUYTOKCHHUE. JIOKJIaJIOB
UTOroO: 80 92
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11.
12.

2003.

13.

8. Hepeqeﬂb BOIIPOCOB U TUIIOBLIC 3aIaHUA AJIH MOATOTOBKH K 3a4€Ty € OLIEHKOM

8.1. IlepeyeHb BONPOCOB A5 MOATOTOBKH K 32a4eTy C OLleHKOM

Uto nmoHMMAaeTCs TIOJT OpraHu3aIfe JOKyMeHToo0opoTa?
[TonsiTie JOKYMEHTOOOOPOTA, €0 KOJIMYECTBEHHbIE U KAYECTBEHHBIE XapaKTEPUCTUKH.
Mecto 1 posib JOKYMEHTOB B YIIpaBJICHUU HA COBPEMEHHOM JTalle.
OYHKIMH J1eT0NPOU3BOICTBA.
CocraB HOpMaTHBHO-MeTOqU4ecKor 0a3er IOV .
Yto noHuMaeTcs MoJ] T0KyMEHTAllHOHHBIM 00€CIIeYeHHEeM yIIpaBIeHUs?
[lonsaTHe opraHu3aMOHHBIX JOKYMEHTOB
Cranmapruzanus 1 yaudukanus cucremsl JJOY.
. Obmepoccuiickue KI1acCu(PUKaTOpbl JOKYMEHTALIUH.
['ocynapcTBeHHas cuctemMa JOKyMEHTAllMOHHOTO 00ecTiedeH sl YIIPaBIICHUS.
brnanku TOKyMEHTOB U TpeOOBaHUS K HUM.
Crpykrypa nokymenTa. TpeboBanus k ohopmiiennto nokymentoB o 'OCT P 6.30-

[IpaBuna odopmiienust pexkBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

"mmoamnuce".

14.

C xako#l 1enpi0 pa3pabaThIBAlOTCS MHCTPYKIMH MO JAEJIONPOU3BOACTBY, YTO B HUX

HEOOXO0IUMO MIPETYCMOTPETH?

15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
217.
28.
29.
30.
31.

Cucrema opraHuM3allMOHHON TOKYMEHTAIIUH.

Cucrema pacnopsiAUTENbHON TOKYMEHTAIUH.

[aiite onpenenenne TepMuHa "paciopsaAuTEIbHbIE JOKYMEHTHI'".
Ha3zoBute Bubl paciopsiIuTENbHBIX JOKYMEHTOB.

Bunbl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Jaiite onpenenenne TepMrUHa "OpraHu3aliOHHbIE TOKYMEHTHI".
HazoBuTe BUABI OpraHU3allMOHHBIX JOKYMEHTOB.

Cucrema HHPOPMALIMOHHO-CIIPABOYHON JJOKYMEHTAIUH.
Crny>xeOHas nepenucka Ha NpeAnpUsTUH.

[IpaBuna opopmiieHus ciayx’eOHOTo MUChMA.

CtpyKTypa 1eJ0BbIX U KOMMEPUYECKUX MMHCEM.

Knaccudukanus 1e710BbIX 1 KOMMEPUYECKUX ITHCEM.

[TonsiTvie ¥ TPUHLIKITBI OPTaHU3ALUU JOKYMEHTO000POTA.
O06paboTka BXOIAIMUX JOKYMEHTOB.

O6paboTka HCXOAAIIHMX JOKYMEHTOB.

BHyTpeHHME JOKYMEHTbI OpraHU3aluH.

VYKakuTe TEXHOJOTMYECKYIO MOCIEA0BATEIbHOCTh ATAlOB pPabOThl C BXOJALIUMHU

AOKYMCHTaMMU.

32.

Yro Takoe HOMEHKJIATypa [el, C Kakoil LeJbl0 pa3padaTbiBalOTCA THUIIOBBIE

HOMEHKJIATypbI €717

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

TallHe.

40.

PaboTa ¢ mruchmMamMu 1 0OpaIeHUsIMA TPaK/IaH.

[IpuBeauTe npuMepsl perucTpaluy JOKYMEHTOB.

CocraBieHre HOMEHKIJIATYPHbI JIe.

dopmupoBanue u opopmIIeHHUE AEI.

[TonroroBka u nepenaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

Uro Takoe KOH(UACHIMAIBHBIA JOKYMEHT?

Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOpbIE OTHECEHBbI K TOCYIapCTBEHHOI

VYkaxuTe 0COOCHHOCTH BEICHHS JACIIONPOU3BOACTBA, OOECIEUMBAIOIIETO y4YeT W

COXPaHHOCTh KOH(UACHINAIBHOW HHPOPMALIUU U JOKYMEHTOB.

41.

Tunosble OpraHU3allMOHHBIE CTPYKTYPBI CITYKOBI J€IONPOU3BOICTBA.
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42. YcnoBus Tpyaa paOOTHUKOB CITy>KOBI IETONIPOU3BOJICTBA.

43. KoMmbloTepHbIE TEXHOJIOTHH B AETIOMPOU3BOJICTBE.

44, OGecrieyeHnEe COXPAaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOU (opMme.

45. YcraB Kak OCHOBHOM OpraHM3allMOHHbBIN JTOKYMEHT.

46. CranpaptHble ¢pa3bl U BRIPAKEHUS JEITOBBIX 1 KOMMEPUECKUX ITHCEM.

47. TIpoxoxIeHHe UCXOASIINX U BHYTPEHHHUX JTOKYMEHTOB.

48. OcoOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

49. PexBU3UTHI MEXIYHApOAHOTO MHrcbMa. OCHOBHBIE PEKOMEHIAIUMHU TI0 COCTABICHUIO
TEKCTOB MEKTyHAPOIHBIX ITHUCEM.

50. Yro ompenenser GopMysp TOKyMEHTa U 4YeM OTJIMYaeTCsl (OpMYJIsIp TOKYMEHTa OT
dbopmysipa-oopasma’?

51. Ha3oBute ocHOBHBIE rpynnbl (QyHKIHMHA JoKymeHTa. UeMm XapakTepusyeT KaxIyro
rpyrmiy?

52. Yro oOycnaBiIMBaeT IOPUIHMUECKYIO CHITY O(QUIIUATBHOTO JOKYMEHTa?

53. OYHKIMHA OCHOBHBIX MOAPA3ACICHUM CIY>KOBI JOKYMEHTAIIMOHHOTO OOECTICUCHHS
yIpaBIeHUS.

54. ABTOMAaTH3MPOBAHHBIC TEXHOJOTUHU OOPAOOTKM JTOKYMEHTOB M WX BIHMSIHUE Ha
CHCTEMY JIeTIOTIPOU3BOCTBA KOHKPETHON OpraHU3aIHH.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

56. CtpykTypa U cojaepkaHHe KaJpoBOH IokyMeHTaruu. OpraHu3anioHHO-KaJapOBbIE
JIOKYMEHTBI.

57. OCHOBHBIE aCIIEKTHI KYJbTYpbI I€JI0BOM pPEUH.

58. Crammaptuzamusi s3bIKa JOKYMEHTa. SI3bIKOBbIE TpeOoBaHMs K OGOPMICHUIO
PEKBU3UTOB TOKYMEHTA.

59. TunuyHbie OMIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2.TunoBwple 3aJaHUA IJA OLEHKH 3HAHUIA

1. lenoBbie muchbMa OOBIYHO 3aKAHYMBAIOT (Ppaszammu:
a) B COOTBETCTBHH ¢ Bareit mpock00ii ...

0) C YBaOKEHUEM ...

B) HAaMH paccMOTpeHbl Bamm npeioxenus . ..

T) B CBSI3H ...

2. JlesTeNnbHOCTH anmapara yrnpaBlIeHHs, OXBAaThIBAIOIIAs BOIIPOCH! JOKYMEHTHPOBAHUS U
OpTraHU3aIi padOThI ¢ JOKYMEHTAMHU:

a) TOKYMEHTAIlMOHHOE 00eCTIeUeHrE YIIPaBICHHUS;

0) craHmapTU3aIINS,

B) EI'C/I;

I') CUCTEMa JJOKYMEHTAIINH.

3. JIokyMeHT, 3aKpeTUISIONINKA TOJDKHOCTHOM M YMCIICHHBIN COCTaB MPEANPHUSITHS C
yKka3zaHueMm (hoHsa 3apabOTHON TIIATHI:

a) TOJKHOCTHAs! MHCTPYKITUS,

0) ycras;

B) TIOJIOXKEHUE;

I') LITATHOE pacIUCaHUE.
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8.3. TunoBble 3a1aHUsA 1JIsl OLEHKH YMEHU I

3aganme 1. CocrtaBbTe M OQOpPMHUTE NMPHUKA3bI M0 OCHOBHOW JAEATEIBHOCTH, U JAPYTHE
pacnopsAUTeNbHbIE JOKYMEHThI, HeOOXOUMBbIE B JAHHOW yNPaBICHYECKOI CUTYyaI1H.

Ha MockoBckoM KOMOMHATE IO MPOU3BOACTBY MY3BIKAJbHBIX MHCTPYMEHTOB M MeOeH
(rocygapcTBEHHOE TPEANPUITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3paboTke U MPOU3BOACTBY
OPOAYKIMHM My3blkaabHOW MpoMbliieHHocTd (POCMY3IIPOM), aeiictByer Ilonoxenue o
MIPEMUPOBAHUHU PYKOBOIUTENCH 1IEX0B, OTAEIOB U CIIyx)0, yrBepxkaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymiero roga aupekTop komoOuHata B.M.JlaproHOB mopyums HadaabHHUKY
oTzena Tpyjaa u 3apabortHoit matel MapkoBy H.I'. paccuntars pazmep npeMun pyKOBOJUTEISIM
OTJIENIOB, IIEXOB U CIy>KO KOoMOWHaTa Mo uToram paOoThl 3a MEpBbIM KBapTai K 15 ampens, a
rmaBHOMY Oyxrantepy komOuHata Tpomunoi C.I'. — oprann3oBaTh BeIILIATY ITpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mmaHoBo-s3kKoHOMUYeckoro oTaena MarBeea C.H. m rmaBHBIN Oyxranrep
Tpommna C.I'. 3aBU3MpOBaNIM MPOEKT MPHKA3a AUPEKTOPa KOMOUHATA.

3ananme 2. CocrtaBbTe M OQOPMHUTE MPHUKA3BI [0 OCHOBHOW JAEATEIBHOCTH, U JApPYTHE
pacnopsauTeabHble TOKYMEHTbI, HEOOXOAMMBIE B JAHHOM yNpaBI€HYECKOM CUTYalUH.

I'maBa Peciy6sinku Kapenus C.JI. KaranannoB 8 mast TeKy1iero roga u3aaj pacropsiKeHue,
B KoTopoMm MHcTuTyTYy Ononorun Kapensckoro HayuHoro 1eHTpa Poccuiickoli akageMuu Hayk
ObUIO TIPEJIOKEHO pa3paboTaTh IUIAH AAJbHEWIINX JEHCTBUN MO COXPAHEHUIO KpyMHEHIIeH B
EBpone CTOSHKM MUIpUPYIOIIUX MTHUL, JIPYIMX HIPUPOAHBIX OOBEKTOB MEXIAyHAPOIHOIO
3HaYeHHUs Ha TeppuTopuH pecnyonuku Kapenus, a Tak ke BKJIIOYATh B IUIAH JICHCTBHMA
MOATOTOBKY MEXIyHapOJHBIX MEPONPHUATUN IO Pa3BUTHIO pPEMecel, TypHu3Ma B CEIIbCKHX
HACEJICHHBIX MYHKTaX, MMEIOINX 00BEKTH MEXKTYHAPOIHOTO 3HAYCHUSI.

[ToaroroBka MHGOPMALIMU O BHIMOIHEHUH paclopsKeHUs Bo3jarajgack Ha MUHHCTEPCTBO
CEJIbCKOTO XO035IMCTBA U Npo10BoabcTBUS PK.

PacnopsikeHne ObUIO M3/1aHO B LIEJSX BBINOJHEHUS MEKIOCYJapCTBEHHBIX KOHBEHLUH 110
COXPAaHEHHMIO IO COXPAHEHHIO OMOJOTHMYECKOro pPa3HOOOpa3us, Ha OCHOBAaHMU pPE3YJIbTAaTOB
MEXIyHapoaHOTro mpoekTta, ocymecTBieHHoro ['YCII «llnemennoe xo3siictBO «MnbHUHCKOE»
Ononenkoro paioHa.

Pacnopsoxenue oopmieHo Ha OnaHke ¢ n3oOpaxeHueM repba pecrnyonmku Kapenus, a
TaKXKe C yKa3aHHEM HauMEHOBaHMs TocylnapcTBa, cyowbekra denepanuu U HAaUMEHOBaHMS
JOJDKHOCTU PYKOBOAMTENS CyOBEKTA.

8.4. TunoBkie 3aJaHUA 1JI9 OLHEHKH HABBHIKOB

3ananue 1. CocTaBbTe pacmopsAUTENbHBIE TOKYMEHTHI, HEOOXOAWMBIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

Hupextop OO0 «Konsepcusi» Tpodpumor O.}O. 7 anpenst TekyIiero rojaa u3aai npukas oo
yTBepkaeHUH [lonokeHuss o MOpsaKe pacyeToB 3a OKa3aHUE HWH(POPMALMOHHBIX YCIYT.
IOpuckoncynpTy 1o (hpMHAHCOBO-XO3AWCTBEHHBIM BompocamM Mopo3oBy B.II. u cekperapro-
pedepenty [sruneBoit E.A. Obuto mopydeno k 10 ampenst pa3paboraTh THIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB MH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX TPUMEHEHUE B JAEATENBbHOCTU NpeAnpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIEHHE, YYET U
COXpaHHOCTh OJIaHKOB JOTOBOpPOB Bo3lokeHa Ha JlaruneBy E.A., koTtopas BmecTe ¢
IOPUCKOHCYJIbTOM 3aBU3UpPOBaJIa MPOEKT MIPHUKa3a.
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3ananue 2. CocTaBbTe paCHOpPSAUTEIbHBIE TOKYMEHTHI, HEOOXOAMMBIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

C 1enpi0 NMpUBIEYEHUS CPEACTB Ul OOecreueHHs] MPOM3BOJICTBECHHON NEsTEIHHOCTH
renepanbHbid qupekTop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTAOps TEKylIero roaa
M3J1aJ1 IIPUKa3 O CO3/1aHUM KOMMEPYECKOI0 OTAEJA B COCTaBE 3 IMITATHBIX €AUHUL: KOMMEPUECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEpPKICHHE HOBOE IITATHOE
pacnucanue NpeanpuaTrs Ha 4 kBapTaj TeKyIero roja k 1 okrsops. Kommepueckomy nupextopy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTs0ps.

9. [lepeyeHb OCHOBHOI ¥ JIOMOJTHUTEIbHOMH Y4eOHOI JIUTEpaTypbl, HEOOXOTUMOM 1JI5
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHasi JIuTEpaTypa

1. Ky3nenos, U. H. JlokymeHTanimoHHoe oOecrieueHue ynpasieHus. JJokyMEeHTO000pOT 1
JIeNTOTIPOU3BOICTBO : YUeOHUK U MpakTUKyM a7 By30B / U. H. Ky3uenoB. — 3-e u3j., nepepad. u
norn. — Mocksa : WznarensctBo [Opaiit, 2021. — 461 c. — (Bricmee oOpaszoBanme). —
ISBN 978-5-534-04275-7. — Tekcr : snekrponnslii // O6pazoBatenbHas miaardopma HOpaiit
[caitT]. — URL.: https://urait.ru/bcode/488697

2. I'po3oBa, O. C. JlenompousBoacTBo : yaebHoe nocodbue mns By3oB/ O. C. I'po3oBa. —
Mocksa : M3natensctBo FOpaiit, 2021. — 124 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-06787-3. — URL : https://urait.ru/bcode/472841

3. JIoKkyMEeHTOOOOPOT MW JCIONMPOU3BOACTBO : YYCOHHK M TPAKTHKYM I BY30B /
N. W. Enuceesa [u ap.] ; nox penakiueit 1. U. Enuceesoit. — Mocksa : M3natensctBo FOpaiit,
2021. — 411 c.— (Bwiciee oOpazoBanue). — ISBN 978-5-534-05724-9. — URL
https://urait.ru/bcode/470024

4. Jloponuna, JI. A. Opranuzanuss W TEXHOJOTHSA JAOKYMEHTAI[MOHHOTO OOECTICUCHHS
yhnpaBieHus . y4yeOHUK u mpakTukyM s By3oB/ JI. A. loponuna, B. C.Hputnkosa. —
Mocksa : M3natensctBo FOpaiit, 2021. — 233 ¢. — (Bricmiee o6pazoanue). — ISBN 978-5-
534-04568-0. — URL : https://urait.ru/bcode/468850

1.2 lonmostHUTEIbHAS JIUTEPATypa

1. MBanoBa, A. 0. Pycckuii A3bIK B IeIOBOM JOKYMEHTAIIUH | YISOHUK M MPAKTHKYM JUIs

By30B/ A.IO. UBanoBa. — 2-¢ u3xm., mepepadb. u mom. — Mocksa : MznarensctBo IOpaiir,
2021. — 187 c.— (Bwicmmee oOpa3oBanue). — ISBN 978-5-534-12357-9. — Tekcr
AJICKTPOHHBIN /! OO6pazoBaTenpHas maTdopma Opaiit [caiT]. —

URL.: https://urait.ru/bcode/489890

2. KazakeBuu, T. A.JlokymeHToBeneHue. JlOKYMEHTAIIMOHHBIH CEpPBHC : YYEOHUK U
npaktukyM it By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3z., uctp. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2021. — 177 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06273-1.
— URL : https://urait.ru/bcode/471512

3. llyBanoBa, H. H. Opranusamuss ¥ TEXHOJOTHS JTOKYMEHTAIlMOHHOTO OOECTICUCHHS
yhpaBieHus . yueOHUK M mpakTukyMm s By3oB/ H. H. lllyBanoBa. — 2-e¢ uzn., mepepad. u

norn. — Mocksa : WznarensctBo [Opaiit, 2021. — 265c. — (Bricmee oOpaszoBanue). —
ISBN 978-5-534-12358-6. — URL : https://urait.ru/bcode/469831

15


https://urait.ru/bcode/488697
https://urait.ru/bcode/472841
https://urait.ru/bcode/470024
https://urait.ru/bcode/468850
https://urait.ru/bcode/489890
https://urait.ru/bcode/471512
https://urait.ru/bcode/469831

10. Ilepeuyenn pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIUOHHOM ceTn "UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHPOPMAITMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCYLIeCTBJIEHUH 00pPa30BaTeILHOIO NpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOr0 o0ecrnevyeHus 1 HHPOPMANMOHHBIX CIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

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

2. https://elibrary.ru/org_titles.asp?orgsid=14364 - way4Has 3JCKTpOHHas OHOIHOTEKA
(H9b) «eLIBRARY.RU»

3. https://urait.ru - 9bC «O0pazoBarenbHas miardpopma FOpait»

4. https://www.consultant.ru/online/ - HWudopmarmonHass cropaBoyHas  CHCTEMa
«Koncynsrantllmocy

5. baza CTaTUCTUYECKUX JAHHBIX «PernoHsl Poccun» Poccrata -
http://www.gks.ru/wps/wcm/connect/rosstat_main/rosstat/ru/statistics/
publications/catalog/doc_1138623506156

6. MynbTucrar - MHOTO()YHKITHOHAJIbHBIN CTaTUCTUYECCKUU rnopTan
http://www.multistat.ru/?menu_id=1

7. denepanbHas ciyk0a rocyIapCTBEHHON cTaTHCTUKH — hitp://www.gks.ru/

8. ba3a cratuctuuyeckux AaHHBIX «DHHAHCOBO-dKOHOMHUYECKHE IOKa3aTeian PDy -
https://www.minfin.ru/ru/statistics/

JInieH3MOHHOE IPOrpaMMHOe ofecnieyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

- Adobe Acrobat Reader (3apyOexHO€, CBOOOTHO pacpOCTPaHIEMOE);

- Koncynprantllmoc: «Koncynprantllmoc: Ctynent» (poccuiickoe, cBOOOAHO
pacrpocTpaHseMoe);

- 7-zip — apxuBaTop (3apyOexHOE, CBOOOTHO paCIPOCTPAHIEMOE);

- Comodo Internet Security (3apy0exxHoe, CBOOOTHO pacpoCTpaHsIeMoe).

11. MeToaundyecKue PEKOMEHIAIUHU 110 OPraHvM3aliii U3y4YCHUSA TUCHUIIINHBI

Opranuzanus 0o0pa3oBaTENbHOTO TpoIEcca pPEriaMeHTUPYeTCs Y4YEeOHBIM IUTAHOM H
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

I[Ipu  QopmupoBanuM cBoeil HMHAUBUAYaTbHOW  00pa30BaTENbHOW  TPAEKTOPUHU
oOyJaronuiicss IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUINX AUCIUILUINH U TPO(hecCHOHATbHBIX
MOJyJie, OCBOCHHBIX B TPOIECCE MPEAIIECTBYIOIIEro OOY4YeHHs, KOTOPBIH OCBOOOXKIAET
oOyyJaromierocs OT He0OXO0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHHI

VY4eOHbI mpoliecc NpH MPENOJaBaHUU Kypca OCHOBBIBAa€TCS Ha HCIHOJIb30BaHUU
TPaJWLMOHHBIX, HWHHOBALMOHHBIX M HWH(GOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
TpaauunonHeie 00pa3oBaTeNbHBIE TEXHOJOTHMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPUMEHEHUSI AaKTHBHBIX UM HWHTCPAKTUBHBIX (OpPM TMPOBEACHUS 3aHSTHI.
NudopmannonHsle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEATM3yIOTCS IyTEM  aKTHUBU3ALUU
CaMOCTOSITENIbHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOI0 THIIA

JIeKIIMOHHBI KypC TMpEeanojaraeT CHUCTEeMAaTH3UPOBAHHOE H3JI0KEHHE OCHOBHBIX

BOITPOCOB y4€OHOTO TIJIaHa.
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Ha nepBoii nexuuu gexkTop 00s13aH NpeynpeauTh CTYAEHTOB, IPUMEHUTEIbHO K KAKOMY
6a30BoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoHHBIN KypC TODKEH J1aBaTh HAMOOIBIIHN 00heM HH(OPMAITUU U 00eCTIeYnBaTh
6osee r1y0OKOe MOHMMaHUE YYeOHBIX BOIIPOCOB MPH 3HAYUTEIHLHO MEHBIICH 3aTpaTe BpEeMEHH,
YyeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTY/IEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHA CEMUHAPCKOI0 THIIA

CemuHapckue (MMpaKTUUECKUE 3aHITHS ) TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKITMOHHOTO
TEOPETUYECKOI0 MaTepuana, IPOBOAITCS B LENAX 3aKpEIUIEHHs Kypca U OXBaTbIBAlOT BCE
OCHOBHBIE pa3/IeIbl.

OcHoBHOU (OpMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHSATUN SBISETCS
oOcyxeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBbHBIM Te€MaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyallMd B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IpernojaBaTesisi BXOJIAT: OKa3aHHWE METOAMYECKON MOMOIIU U KOHCYJIbTHPOBAaHUE CTYACHTOB IO
COOTBETCTBYIOIIIUM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHIATHUIX OLIEHUBAETCS MO CIENYIOIUM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeIaraéMble MpernojaBaTesieM;
y4acTue B IUCKYCCHUSIX;
BBITIOJIHEHUE MPOEKTHBIX Y UHBIX 3aJJaHUN;
aCCHCTHPOBAaHME NPENOIABATENIO B IPOBEACHNUN 3aHATHH.
Jlokitagpl W ONIOHUPOBAHUE JOKJIAJA0B MPOBEPSIOT CTENEHb BIIAJICHUS TEOPETUUYECKUM
MaTepUasoM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.
OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
CamocrosiTesibHast padoTa 00y4arOIIUXCS

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO MPOLECC AKTUBHOTO, II€JIEHANIPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWH, yMEHUH 03 HEeNmOCPEeICTBEHHOTO Yy4yacTus
IpenojaBaTesisi, XapakTepU3yIOIIMiica TPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenm camocToATEeTbHON PaOOTHI:

e cucTeMaTH3alus U 3aKperIeHHE MOJYYCHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH CTYICHTOB;

e yriyOJieHHE U PacIIuPEHUE TEOPETHUECKUX 3HAHUIA;
e (opMupoBaHHE YMEHHUU HCIOJIH30BATH HOPMATHUBHYIO M CIIPABOYHYIO JOKYMEHTAIHIO,

CHEIHUANIbHYIO JIUTEPATYPY;

® pa3BHUTHE MO3HABATEIbHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTH;

e (QopmupoBaHHE  CAMOCTOSITEILHOCTH  MBIIUIEHUS,  TBOPYECKOW  WHUIIMATHUBBI,

CIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAMOpEaTH3allHH;

® pa3BUTHE UCCIIEJOBATEIbCKUX YMEHUN U aKaJIeMUUECKUX HABBIKOB.

CamocTtosTenbHas paboTa MOXKET OCYIIECTBISATHCA HHAWBHUIYATbHO WM TpyHnIamMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIO)KHOCTH, KOHKPETHOM TEMAaTHUKH.

TexHomnorust  opraHu3alMd  CaMOCTOSITENIBHONM  pabOThl  CTYJIEHTOB  BKIIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEXKICHUSI.

Ilepen BeIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJIUTOPHON CaMOCTOSTENBbHOW paboThI
IpenojaBaTesib MOXKET MPOBOJUTh HHCTPYKTaX IO BBIMOJHEHUIO 3agaHus. B wuHCTpykTax
BKJIIOUAETCS:

e [IEJb U COACPKAHUE 3a/laHuUs;
CPOKH BBIIIOJTHEHMUS;
OpPUEHTUPOBOYHEIN 00beM PadOTEHI;
OCHOBHBIE TpeOOBaHHUS K pe3ysbTaTaM padoThl U KPUTEPHU OLICHKU;
BO3MOYKHBIE TUITUYHbIE OIIUOKH MTPH BHITTOJTHEHUH.
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WHucTpyKTax MpOBOIUTCS MpernojaBaTesieM 3a cueT o0beMa BPEeMEHM, OTBEIEHHOTO Ha
U3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHHOM PabOTHI CTYJEHTOB MOJXKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WJIM CMELIaHHOH (opme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaxKHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsI TEOPETUUECCKUX 3HAHUMU, BHIPAOOTKE €IUHCTBA B3TJISI0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETEeHHs] OMNpEeAENEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIBHON TUTEpaTyphI.

[TomemieHust 1si caMOCTOSITENBHON pabOThl OO0YYaIOUIMXCA JOKHBI OBITH OCHAIIEHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYeHHS K ceTu «IHTepHeT» u obecrieueHneM
JOCTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3allnu.

[Tpu camocTosTepHON TPOPabOTKE Kypca 00ydaronuecs JOKHBIL:

® [POCMATPUBATH OCHOBHBIC ONPEACTICHUS U (PAKTHI;

® TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIA HA JEKIIMOHHOM 3aHSTUU MAaTepUaj U JONOJIHUTH €ro
C Y4E€TOM PEKOMEHAOBAHHOM 110 JAHHOW TEME JIMTEPaTyphl;

® U3YYUTh PEKOMEHJOBAHHYIO JIUTEPATYPY, COCTABIISTH TE€3UCHI, aHHOTAIIMM ¥ KOHCIEKTbI
Haubosee BaKHBIX MOMEHTOB;

®  CaMOCTOSTEIBHO BBINOJHATH 3aJaHUs, aHAJIOTMYHbIE TIPEIIaracMbIM HA 3aHATHAX;

® ICIIOJIB30BATh ISl CAMOIPOBEPKHU MaTepuabl (OH/IAa OLIEHOUYHBIX CPEJICTB;

®  BBINOJHATH JJOMAIIHUE 33JaHuUs 10 YKa3aHUIO MPETogaBaTes.

Pexomennanuu no o0y4enuro nuBaauaoB u aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATHAAMH U JuiiaMmu ¢ OB3 MoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTUMHU OOyYarOIIMMHCSA, TaK W B OTHENbHBIX Tpynmax. [Ipenmomaratorcs
CHelyalbHbIe YCIOBHUS Ui MOJTydeHus oO0pa3zoBaHus HHBaIWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-nieqarornyeckuii CoOcTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUUECKUMU
0COOCHHOCTSIMU 00y4Yaromuxcsi nHBaIuaAoB u jull ¢ OB3, uHauBUAyanbHBIMU MPOrpaMMaMu
peabunuranuy  WHBaMUAOB (mpu  Hamuuwmu). llpu  HEOOXOIMMOCTH  OCYIIECTBISETCS
JIOTIOJIHUTEIbHAS TOJJEP)KKA TMPENoAaBaHUs ThIOTOPAMH, IICHXOJIOTAMH, COL[MAIbHBIMHU
paboOTHUKAMHU, TIPOIICIIMMH TOATOTOBKY aCCHCTEHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUYECKHUMHU peKoMeHnanusasMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeArnoiaraetcss HCIOJIb30BaTh COIUAIbHO-aKTHBHBIC W
pedaekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIbTYPHOH peadWINTAallud C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJICHUM TOJHOIEHHBIX MEXJIWYHOCTHBIX OTHOIICHHH C IPYyruMHU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYICHYECKOH TpyTIIe.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOM3BOIATCS C YYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayauanbHON, BU3yaJIbHOM, C MCIOJIB30BaHUEM CHEIHATbHBIX
TEXHUYECKUX CPEACTB U NH(POPMAIIMOHHBIX CHCTEM.

Menunamarepuanbl Takke CIEAYeT HCIOJIb30BaTh M aJalTHPOBAaTh C  y4ETOM
WHIUBUAYATBHBIX OCOOEHHOCTEH 00yueHuss nHBau 0B u uI] ¢ OB3.

OcBoeHUE OUCHMIUIMHBI HMHBamugamMu © Jumamua ¢ OB3  ocymectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHs OOIIEro W CHEIUAIBHOTO Ha3HA4YeHUs (IMIEPCOHAIBLHOTO U
KOJUIEKTUBHOI'O HCII0JIb30BaHUA). MaTepuanbHO-TEXHUYECKOE OOecreueHne MpeaycMaTpuBaeT
npucnocoOIeHrne ayAuTOpHil K Hy>KJaM HHBanuUI0B U ui ¢ OB3.

dopma MNpOBENCHUS AaTTECTAllUM JUISl  CTYJAEHTOB-UHBanuaoB u Jjun ¢ OB3
YCTaHABIMBAETCS C YUYETOM MHIUBHIYyATbHBIX IICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 MHBaTUI0B
n ymn ¢ OB3 mpenycmartpuBaeTcss nocTymHas (GopMa TpeIoCTaBICHUS 3alaHUM OIICHOYHBIX
CPENCTB, @ UMEHHO:

— B TMEUATHOW WJIM DIEKTPOHHOW ¢dopMe (Isi JNHIl C HAPYUICHUSMH OIOPHO-
JIBUTATEIHHOTO arapara);

— B medaTHOM (opMe WM DICKTPOHHOW (opMe ¢ yBEIWYEHHBIM MPUPTOM U
KOHTPACTHOCTBIO (IUIsI JTUI] C HAPYIICHUSMU CITyXa, peUH, 3pEeHUs);
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— MCTOJAOM YTCHUS ACCUCTCHTOM 3alaHUs BC.]IyX (,Z[.HSI JINII C HapyH_IeHI/ISIMI/I 3p€HI/I$I).

CrynentraM ¢ MHBaIMAHOCTHIO M JmuaM ¢ OB3 yBennuuBaeTcss BpeMs Ha MOATOTOBKY
OTBETOB Ha KOHTPOJILHBIE BOMPOCHI. J{JIs1 TAKMX CTYIEHTOB MPEyCMaTpUBAETCs JOCTYITHAs hopma
HpGI[OCTaB.HeHI/ISI OTBCTOB Ha 3aAaHuA, a UMCHHO:

— NHMCbMEHHO Ha Oymare uiaM HaObOpOM OTBETOB Ha KOMIIbIOTEpe (I JIMIl C
HapyIICHUSIMH CITyXa, PEeUH ),

— BBIOOpPOM OTBETA U3 BO3MOYKHBIX BAPUAHTOB C UCIIOJIB30BAHUEM YCIIYT aCCUCTEHTA (15
JIMI] C HApYUIEHUSMH OIIOPHO-BUTaTEIBHOTO allapara);

— YCTHO (U151 JIUL] C HAPYLIEHUSMU 3PEHUS, OTIOPHO-ABUTaTEIbHOIO alllapara).

[Ipu HEeoOXxoamMocTH 1711 OOydYaronuXxcsi ¢ MHBATUAHOCTRIO M ymi ¢ OB3 mporenypa
OILICHHUBAHUA peByHLTaTOB O6y‘ICHI/I$I MOXET HpOBOI[I/ITI:CH B HECCKOJIBKO 3TallOB.

12. Onucanue MaTepuaIbHO-TEXHHYECKOI 0a3bl, HEOOX0IMMOI JIJIs1 OCYLECTBJIEHUSA
00pa30BaTeIbLHOIO NMPoUecca MO0 JMCHUILIHHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsl TPOBEICHUS YYCOHBIX 3aHSATHH,
NOPEIYyCMOTPEHHBIX  HacTosmed  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIleHHAs
000pyI0BaHNEM M TEXHUYECKUMU CPEACTBAMH 00YUYEHHUSI, B COCTaB KOTOPBIX BXOJAT: KOMILIEKTHI
CHeLHMaTU3UPOBAHHON yueOHOI Mebenu, JoCKa KacCHas, MyJIbTUMEAUHHBIA MPOEKTOP, IKpaH,
KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM IPOTPAMMHBIM 00€CIIeUeHUEM, C BBIXOJIOM B CETh
«HTEepHET» U JOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAITMOHHO-00Pa30BaTEIbHYIO CPENY.

IToMemieHne Js1 CaAMOCTOSITEJILHOM PadoOTHI  00y4YaWIIMXCA — AayJAUuTOPHS,
OCHAILleHHAsl CJIeAYIOIUM 0o0opy1oBaHNEM U  TeXHHYEeCKUMHU CpeACTBAMU:
CreNMaM3upOBaHHass MeOenb Ui TpernojaBarelis W 00ydJaromuxcs, J0CKa ydeOHas,
MYJIbTUMEIUHHBINA TPOEKTOP, PKPaH, 3ByKOBBIC KOJIOHKH, KOMITBIOTEp (HOYTOYK), IEPCOHATLHBIC
KOMIIBIOTEPHl i1 paboThl 00ydYalOUIMXCSl C YCTAHOBJICHHBIM JIMIIEH3MOHHBIM IMPOTPaMMHBIM
obecrnieueHrneM, ¢ BBIXOJOM B ceTh «MIHTEpHET» U JOCTYNOM B 3JEKTPOHHYIO HH()OPMAIIOHHO-
00pa3zoBaTeNbHYIO Cpemy.
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