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lpunoscenue 4

K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

no nanpasienuro noocomosxu 38.03.01 Sxonomuxa,

HanpagienHocms (npoghunv) « busnec-ananumuxa u yugposas 3KkOHOMUKA»

Pabouas nporpamMMa IUCHUILTUHBI «JlOKyMEHTOOOOPOT U EIONPOU3BOJICTBOY» BXOJHUT B
COCTaB OCHOBHOW 00pa3oBaTelIbHOW MPOTrpaMMbI BBICIIETO 00pa30BaHUs 10 HAIPABICHUIO
noarotoBku 38.03.01 DxoHoMuKa, HanpaBiIeHHOCTD (Tpoduis) «busHec-aHanuTHKa U U(poBas
SKOHOMUKA» U MpeAHa3HAYEHA I 00YUYaAIOMIUXCs OYHO-3a09HON OPMBI OOyIEHHS.

© MHCTUTYT MEKIyHAapOJHBIX 3KOHOMUYECKHX CBsA3ei, 2026.
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1. ean u 3aaa4M TUCHUILIUHBI

Heas aucuuninubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
00y4Jaromux 3HAaHU TEOPETUIECCKUX U MPAKTUYECKUX OCHOB CO3JaHMSI JOKYMEHTOB YIIPABIICHUS,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PQEeKTHBHON OpraHu3aIllid COBPEMEHHOTO
JIEIIONPOU3BO/ICTBA HA MIPEANPUATUSIX U B OPTraHU3AIIHSIX.

3agauyu AUCHMILINHBI:

— U3YYUTb  3aKOHOJATEIbHBIE U HOPMAaTHUBHO-METOJIUYECKUE  JIOKYMEHTHI,
peraaMeHTHPYIOHepadoTy ¢ JOKYMEHTaMH OpraHu3aluu;

— O03HaKOMHUTb C [TPaBUJIAMU COCTaBJICHUS U OOPMIICHHUS YIPABICHUYECKUX TOKYMEHTOB;

— H3YYUTH NOPSIOK PabOTHI C TUUHBIMU U CITYKEOHBIMH JOKYMEHTAMU;

— chopmupoBaTh HaBBIKM COCTaBICHUS U OQOPMIICHHS OCHOBHBIX JOKYMEHTOB
YIpaBICHUS;

— H3YYUTH pabOTy CITyKObI TOKyMEHTAIIMOHHOTO 00ECTICUeHHUs yIIPaBICHUS;

— O3HAKOMHUTH  CIIyHIaTeleil C  COBPEMEHHBIMH  TEXHOJOTHSMH  OpTaHU3aIHUH
JIOKyMEHTOOOOPOTANIPEANPHUITHI U OpTaHU3aAIUH.

2. MecTo TUCHMILUIMHBI B CTPYKTYpe OCHOBHOM npodeccuoHAJIbHOI
o0pa3oBaTe/IbHON NPOrpaMMbl BhICIIET0 00pPa30BaHMS

JucuummHa «J{oKkyMeHTO000pOT H €TONPOU3BOJICTBO» BXOJUT B 003aTEIbHYIO YacThb
y4eOHOro TIuIaHa 1o HanpaBieHuio moarotoBku 38.03.01 DkoHOMHKA, HAMpPaBICHHOCTH
(mpoduiib) mporpammel «brU3HEC-aHATUTHKA U TU(POBASI SKOHOMUKAY).

3. O0beM TMCHMIUIMHBI B 3aYeTHBIX €IMHUIAX H aKaJeMHYEeCKHX Yacax ¢
yKa3aHHeM KOJIMYeCTBA aKaJeMUYeCKUX YaCOB, BbIIeJIEHHbIX HA KOHTAKTHYIO padoTy
00y4YaIIUXCcs ¢ mpenojaBaresieM (110 BUAAM YU4eOHbIX 3aHATHI) H HA CAMOCTOSITEJIbHYIO
padoTy 00y4aroumuxcs

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

Buna yueOHoii padoThI Bcero yacos
KonTakTHas padora ¢ npenogasartesem (Bcero) 8
B toMm uucne:
3aHsTH IEKIIMOHHOTO TUIA 6
3aHATHS CEMUHAPCKOTO THTA (CEMUHAPHI) 2
CamocrosiTesibHasi padoTa (Bcero) 100
dopma KOHTPOJIS 3auer ¢ olleHKOU
Oo0mast Tpy10éMKOCTb TUCHUILIHHBI 108




4. [lepevyeHb MIIaHNPYeMbIX Pe3yJIbTATOB 00yUeHHS MO TUCIUIIUHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NPOrPaMMbl

Koa v HanmMeHoBaHue

Koa v HaumMeHoBaHue

I[InanupyemMble pe3ybTaThl

KOMIeTeHIuu(1ii) HHIMKATOPA T0CTHKEHUS
0o0yueHus O TUCHUILJINHE
BBINNYCKHUKA KOMIETEeHI[HN
OIIK-5 NOIIK 5.1 3HaTh: 3JIEKTPOHHBIN
CnocobeHn wucnonbs3oBaTh | MiMeeT npeacTaBieHue o JIOKYMEHTOO0O0POT.
COBpEMEHHBIE COBPEMEHHBIX Ymern: BbIOMpATh
nH(OpMAIMOHHBIS WH(OPMAIIMOHHBIX TEXHOJIOTHSIX | COBPEMECHHBIE
TEXHOJIOTUHU U | ¥ IPOrpaMMHBIX CPEJCTBax, nH(OpPMaLMOHHBIE TEXHOJIOTUN
MPOrpaMMHBIE  CPEIICTBA | HEOOXOIUMBIX JJISl PEIICHUS npu OpraHU3aIiH
npu perieHnu | mpoeCCHOHABHBIX 3a]1a4. JIOKyMEHTO000pOTA.
npodeccnoHaTbHBIX HOIIK 5.2 Baaners: OIBITOM
3azad. Ocy1ecTBIsTH BBIOOD U | UCIIOJIb30BAaHUS COBPEMEHHBIX
MPUMEHEHUE COBPEMEHHBIX | HH(OPMAIIMOHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHH | TEXHOJOTUH MpU OpraHU3aliH
U TPOTPAMMHBIX CPEJICTB IMIPH | TOKyMEHTOO0OpOTA.
pelieHun 3aj1au
npohecCuOHABLHOM
JESITENIbHOCTH.
IIK-3 HIIK 3.1. 3HaTh: OpraHU3alMOHHbIE
Crnioco0eH BICTpauBaTh [Tonnmaet oco6eHHOCTH OCHOBBI  JJOKYMEHTAIlMOHHOT'O
KOMMYHHKAIIUOHHYIO npodeccuoHaIbHON o0ecrieyeHuss HKOHOMHUYECKOM
CTpaTeruio u KOMMYHHMKAIIH, B T.4. HA JESITEIbHOCTH.
OCYLIECTBIATh AHTJIMICKOM SI3BIKE. YmMmeth: OCYLLIECTBIATH
OpraHu3alMOHHOE 1 HIIK 3.2 JIOKYMEHTAIIHOHHOE
JIOKYMEHTAIlMOHHOE OcymiecTBisieT CONPOBOXKACHUE
obecrieueHue OpraHU3aIMOHHOE obecreueHne | mpodeccuoHaIbLHOM
SKOHOMUYECKOU SKOHOMMYECKOU JEATEILHOCTH. | JEATEIBLHOCTH.
NEITENbHOCTHU HIIK 3.3 Baanern: CIIOCOOHOCTBIO
OcyuecTBisier OCYLIECTBIISATh
JIOKYMEHTAIlMOHHOE JIOKYMEHTAIMOHHOE
obOecrieueHre  IKOHOMHUYECKOW | oOecreueHne 3KOHOMUYECKOM

JACATCIIBHOCTH, B TOM YHCJIC Ha
HHOCTPAHHOM A3LIKC

JCATCIIBHOCTH.




5. Coneprxkanue Q¥ CHUANINHBI

HauMeHoBanue teM
(pa3aesioB)

Conepxanue TeM (pa3/iesioB)

Tema 1.
OpranuszanuoHHbIe
OCHOBBI
JEJIONPOU3BO/ICTBA.

YHudukanus U craHmapTU3anus JeiIoBod mokymeHTanuu. CioBapb-
MUHUMYM TEPMHHOB U ompenencHuit. OOmEe HOPMBI U TpaBHIIA
obopmileHHUsT JTOKYMEHTOB (pa3Mepbl Oymaru, IoJei, HyMmeparus
CTpaHHUL U T.[.) IPUMEHSIEMOE B AEIONPOU3BOICTBE.

Knaccudukanmst nemoBoit moxkymenrtanuu. [IpaBmiia odopmieHus
PEKBH3UTOB ONaHKAa M WX PACIOJIOXKEHHUS Ha CTAaHAAPTHOM Qopmarte
Oymaru, pazmepsl nojieil. @opmynsip- oOpaszel rpynmbl T0KyMEHTOB,
IIPUHAICKAUX K OJTHON CUCTEME.

[IpoekTtupoBanue ONaHKOB TOKyYMEHTOB opranusamuu. Cocras,
oopmieHne, U3TOTOBJICHUE, XpaHEHHE OJIAaHKOBOPTaHU3aLINH.

brnank nokyMmeHTa: TOHATHE, Ha3HAYeHWE, BHUJBI OJIAHKOB (00Ut
OnaHk, OllaHK MUChMa, OJAHK KOHKPETHOTO BUAA JOKYMEHTa (Kpome
nucbma). CocraB, odopmiieHHe pPEKBU3UTOB OyiaHka. OCOOEHHOCTH
sI3pIKa  CIy’)KEOHBIX  JOKyMeHTOB.  Kommosuiius  JOKyMEHTa.
CrpykTypHble omnOku. HeymecTHOEe U HeompaBIaHHOE yroTpeOieHne
WHOCTpPAHHBIX CIIOB.

Oukcanusi (omMcaHWEe) JOKAJIBHBIX MPaBW, HOPM, IMOJIOXKEHUH,
ONpENENSAIOMIUX CTAaTyC OpraHu3aluu, €€ CTPYKTypY, ILITaTHYIO
YHUCIIEHHOCTh U JOJKHOCTHOW COCTaB, KOMIIETEHIIUH JOJKHOCTHBIX
JUI] U CTPYKTYPHBIX MOApa3IeNeHH, (QYyHKIIMOHATHLHOE COJEpIKaAHHE
NEATEIbHOCTH OpraHu3allMkM B 1IE€JIOM, €€ MOJApa3/IelieHud u
pabOTHUKOB, WX IpaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh U Jp., B
OpraHU3aIMOHHO-PACTIOPSAIUTENBHBIX JOKYMEHTAX OpraHu3alliu.
CtpykTypa, Ha3Hau€HHUE, TMOPSIJOK pa3pabOTKH, COIJIACOBAHUS U
yTBepkaeHus. [IpaBun  BHYTpeHHEro  TpPyJOBOTO  paclopsiaka,
[Tonoxxenus o nepconaine, [lonoxenus o CTpyKTYpHOM MOAPA3/IEICHUH,
JoipkHOocTHOM MHCTpyKUMH. lllTaTHOE pacnucaHue Kak IEPBUYHBINA
YUETHBIM JTOKYMEHT M0 Yy4eTy KaapoB. O3HakomJieHHE paOOTHHUKOB C
JIOKaJIbHBIMU HOPMAaTUBHBIMU aKTaMHU OpraHU3aLIHUH.

Bunel u HazHaueHue MH(OOPMALMOHHO-CITPABOYHON TOKYMEHTAILIUU 110
kagpam. llopsgok  oopmileHHs, OCHOBHBIE DPEKBU3HTHI U
MPaBONPUMEHHUTENbHAS ~ MPaKTUKAa HCIOJIb30BAHUA  JIOKJIAJHBIX,
CIyKeOHbIX UM  OOBSICHUTENBHBIX  3aHCOK,  MNPEICTaBJICHUI,
NpEIJIOKEHUM, 3asBJIICHUH, AakKTOB, CIPABOK M Jp. B KadyeCTBE
OCHOBAHMU ISl IPUHATHH PEIICHUIB cdepe ynpaBiIeHUs ePCOHATIOM
OpraHH3aIHH.

Tema 2.
PacnopsiautensHbie u
OpFaHI/I3aI_II/IOHHBIe
JTIOKYMEHTBI.

OpraHu3anoHHO-pacopsIUTEIbHbIC JOKYMEHTBI: MIOHSATHE,
Ha3HauY€HHUE, OCHOBHBIC BU/IbI (OpraHU3allMOHHbIE, PACTIOPSAAUTENIbHBIE,
CIIPaBOYHBIE).

OpraHu3allMOHHbIE JOKYMEHTBI: YCTaB, IIOJIOKEHHE, CTPYKTypa H
IITaTHAsE YMCIIEHHOCTh, IITATHOE PAaCHHCAaHUE,TPaBHUIIA, JOJDKHOCTHAS
MHCTPYKIIMA, UX Ha3HAUYEHHUE, XapaKTEepUCTHKA U COCTaB, TPEOOBAHHUS K
0(opMIICHHIO, TOPSIIOK YTBEPKACHUS.

PacnopsinutenpHble  JOKYMEHTHI: IIOCTaHOBJEHUE, Ipuka3 (1o
OCHOBHOHM JIEATEIIBHOCTH M IO JIMYHOMY COCTaBY), paclopsbKEHHE,
COBMECTHBI  pacCHOpSAUTENBHBIA  JOKYMEHT, HX Ha3HadeHHe,
XapaKTepUCTHKA U COCTaB, TPeOOBaHUS K 0(POPMIICHHIO.
CripaBo4HO-HH(OPMAIIMOHHBIE  JOKYMEHTBI:  CIyXeOHble IHUChMa,
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CIIPaBKHU, IOKJIAIHBIC 3aIllMCKH, IPOTOKOJIBI, AaKTHI, 3asABJIICHUS, HX
XapaKTEPUCTUKA U COCTaB, TpeOOBaHUSI K 0(OPMIICHHUIO.

Tunel JOKYMEHTOB: TOJUIMHHUK, KOIHWSA, AyOJMKAT, BBIMHCKA, HX
HaszHaueHHWe. [lopsaaok opopmiieHHs] W BbIIa4d KOMUM M JyOJIMKaTOB
JOKYMCHTOB, BBIIIMCOK M3 HUX.

Tema 3. Opranuzanus
JOKYMEHTO000pOTA.

Perucrpanus 10OKyMEHTOB: IOHATHE, LENH, 3a1a491, MECTA PETUCTPALIAN
pa3IMYHBIX KaTeropuil JOKyMeHTOB. CHCTEeMBl M (OPMBI PEruCTpaLuu
(>kypHanbHasi, KapTO4YHas, aBTOMaTU3UPOBAaHHAsA), UX JOCTOMHCTBA U
HenocTtaTku. [lokaszarenu, BBOJMMBIC B PETUCTPALIMOHHBIE (POPMBI.
OCOOEHHOCTH PpEerucTpaluy BXOJAIINX, MCXOJSAIIUX M BHYTPEHHHUX
JIOKYMEHTOB. DJIEKTPOHHBII TOKYMEHTOO0O0pOT.

CoctaB BBINOJHAEMBIX  pabOT TpU  OTHPaBKE  MCXOISAIIUX
JOKYMEHTOB: TpPOBEpPKa MPAaBUIBHOCTH O(OPMIICHUS, HATUYHS
IPWIOKEHUM, anapecara, COPTUPOBKA II0 ajapecartaM M BHIAM
OTIIPaBJICHH, COCTABIEHUE ONMUCH PACCHUIKH. TpaguIIMOHHBIN C11OCO0
OTIIPABKHU JIOKyMEHTOB (IouToi). OTnpaBka JOKYMEHTOB C ITOMOIIBIO
tenedona, paxca.

KOHTpOnb HCIOJIHEHUS NOKYMEHTOB: IOHSATHE, HA3HAYCHHUE, BHIIBI.
[IpuHnuns! opranu3anuu KOHTpossl. CpOKHM HCIIONHEHHUS: THUIIOBOM,
WHIUBUYyalnbHbIA.  TexHosoruss  BENEHHS  KOHTpOJS.  AHanu3
VCIIOJIHEHUS IOKYMEHTOB BYUPEXKICHUU.

B3auMocBs3p  perucrpanuu  JIOKyMEHTOB M HMH(GOPMAllMOHHO-
cnpaBoyHOU paboThl. OpraHnu3anus padoOThl ¢ TTOMOIIBIO CIPABOYHBIX
KapTOYEK.

JIOIKHOCTHBIE JIMIIA, OCYIIECTBISIOUIME PETUCTPALMI0 M KOHTPOJIb
UCIIOJIHEHUS], UX (QYHKIMM U 1paBa.

Tema 4. Opranuzanus
OTIePaTUBHOTO
XpaHEHUS JOKYMEHTOB.

Homenknarypa nen: mnoHsitue. 3HaA4€HHME HOMEHKIATYPBI A€l JJIs
KJIacCU(UKALUU JTOKyMEHTOB, ONEPATHBHOIO XPaHEHUS M UX IMpel
apXUMBHOW TNOATOTOBKK. Bunael Homenwkiaryp gen. [lopsmok
COCTaBJICHUS, OPOPMIICHHUS, YTBEPKACHUS U IPUMEHEHHS] KOHKPETHON
HOMEHKIATyphI nei. [lopsimok hopmMupoBaHus .

Opranuzanus XpaHEHHs] HCHOJHEHHBIX JOKYMEHTOB. (OCHOBHBIE
TpeOOBaHUSI HOPMATUBHBIX JOKYMEHTOB, PETJIAMEHTHPYIOIIUX TaHHBIH
Tan  JOKyMEeHTooOopoTa. OTBETCTBEHHOCTh 3a  COXPAaHHOCTb
JIOKYMEHTOB.

OcHOBHBIE DTambl MepeAayd JOKyYMEHTOB B apXuB WIM Ha
YHUYTOXKEHHE: TOATOTOBUTENBHBIN (000CHOBaHHME BhIOOpa crocoba
COXPAaHEHHUS WM YHUYTOXKEHUS IyTEM MPOBEICHUS HKCIEPTU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOM (IIOJTOTOBKA JEN IS TIepeaadyn B
apXuB), 3aBEPIIAONINI (TTepeavya B apX1UB WM YHUUITOKEHHUE).
DKCnepTu3a HEHHOCTH IOKYMEHTOB: MOHATHE, Ha3HaYeHue. [[puHimmbI
Y KPUTEPUM ONPEIECICHUS HAy4YHOW, UCTOPUUYECKON U MPAKTUUYECKOU
[IEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMUCCHH, UX (DYHKIIUH, TIPaBa.
Ortanbel npoBeAeHus — dKcnepTtusbl.  OdopmiieHue  pe3ynbTaToB
skcniepTusbl. Cpoku XpaHeHUsI JOKyMeHTOB. [lepeyHu TOKyMEHTOB C
yKa3aHHEeM CpOKOB XpaHEHUS, HX BUJAbl, Ha3HAYCHHUE, CXEMBbI
noctpoenus. [lopsaok mepenayu Aen B apXuB WM YHUUTOXEHUS
JIOKYMEHTOB.

TpeboBanust kK 0OPMIIEHHUIO A€ MOCTOSHHOI'O, BPEMEHHOTO CPOKOB
XpaHEeHUs M 1O JUYHOMY cocTaBy. IlpaBuna odopmieHus u
coctaByieHus onucH nei. [lopsnok nepeaaydu aen B apXuB.




ApXI/IBZ IIOHATHUEC, HA3HA4YCHUC. BI/I,Z[BI ApXUBOB: TOCYJAapCTBCHHBIC,
BEJIOMCTBEHHbIE, OObEIMHEHHbIE BEIOMCTBEHHbIE, OObEIUHEHHBIC
MCKBCOAOMCTBCHHBIC 110 JIMYHOMY COCTaBY. ApXI/IBHBIe q)OH,Z[BIZ
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

6. CTpykTypa IMCUMILUIMHBI 10 TEMaM € YKa3aHHEM OTBeICeHHOI0 Ha HIUX
KOJIMYeCTBA aKA/IeMHYeCKUX YaCOB ¥ BUAOB YUeOHBbIX 3aHATHI

Ne KonrakTHas padora, yac. Camocto
HauMeHoBaHue TeM
n/n 3anarus aTeJbHas | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
JAMCIUTIJINHBI
THIIA qac.
1. OpraHu3aliOHHbIE OCHOBBI 1 - 24 25
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie U 1 - 26 27
OpTraHru3alMOHHBIC TOKYMCHTEI.
3. Opranuzanus 2 1 25 28
JIOKYMEHTO000pOTa.
4. OpranuzanusiornepaTuBHOTO 2 1 25 28
XpaHeHUs. JOKYMEHTOB.
HNUTOI'O: 6 2 100 108

7. llepeveHb y4eOHO-METOAMYECKOT0 0OOecnevyeHHus 1JIsl CAMOCTOSTeIbHOM PadoThl
o0yyaromuxcs Mo JUCHUIIHHE

CaMocTosTensHast pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BHU0OB y‘ICGHOﬁ ACATCIIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOGHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPATypoil, PEKOMEHJOBAHHOW TMpenojiaBaTeieM, YMEHUE HaWTH HYXXHBIA Martepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘ICCKOﬁ AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TIOCTOSHHOMY COBEpPIICHCTBOBAaHHMIO CBOMX 3HAHUM, K
LEJIEYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponbe camocTosiTenbHON pabOThI, SBISETCS BAXKHOW COCTABISIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IMPCNOAAaBaTCJICM BO BpCMA JICKIHMOHHBIX U
MPAKTUYECKHUX (CEeMUHAPCKUX) 3aHATHI U 00ecreYrBaeT OLEHUBAaHUE X0/1a OCBOCHHUS H3y4yaeMOn
JUCHUITIIUHBI.

BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. Ilpeamer JOKyMEHTALIMIOHHOTO O0ECIIEYEeHHs yIIPaBICHHUS.

2. HopmaTuBHO-TIpaBOBbIE aKThl, PETyIUPYIOMIME JOKYMEHTAllMOHHOE oOOecreyeHue
yIpaBJICHUs.

3. IlpakTtuyeckas  3HAUYUMOCTh y4eOHOM JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecreyeHre yrpaBaeHHUs.

4. O6beM U cosiepKaHue TOHATHH «MHPOPMALUI» U «TOKYMEHT.

5. Ponb nndopmanuu B obecieueHnu 3PGHEeKTHBHOTO YIIPABICHHUS.

6. McTouHuky OTy4YeHUs yIpaBIeHUYECKOW HH(POpMALIHH.

7. Ha3nauenue u byHKIII CITY’0 TOKYMEHTaIlHOHHOTO O0ecreyeHus
YIPaBJIEHUSA B COBPEMEHHBIX OpPraHU3alusX.
8. «Cucrema JOKyMEHTAITUI» U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.

9. YauduuupoBaHHas CUCTEMa OpraHU3allMOHHO-PACTIOPSIUTEIEHON JOKYMEHTALIHH.
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10. Opranu3animoHHBIE JOKYMEHTHI IPEATPUATHS.

11. PacnopsauTenbHble JOKYMEHTHI IPEAIPUATHS: IPUKA3bI 10 OCHOBHOM €A TEIbHOCTH;
pacnopsHKEHMs], peLICHUS.

12. VHpopMaMOHHO-CTIPAaBOYHBIEC TOKYMEHTHI: IPOTOKOJIBI, TIOJTHAs U KpaTKas popma ux
odopmITeHHUS.

13. VHdpopMaMOHHO-CTIPAaBOYHBIE TOKYMEHTHI: aKThI, CITY)KEOHBIE M OOBSICHUTEIHHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLus, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOoTa.

15. HopmaTuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOOOOPOTA.

18. Kmaccudukamms JTIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHbIE, BEPTHUKAJIbHbIE,
BOCXOJSIIIME, HUCXOIAIIUE, BXOAAIIUE, UCXOALINE U BHYTPEHHUE.

19. Tloacuer o6beMa TOKYMEHTOOOOPOTA.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

1. Uctopus pa3Butus aeiaonpousBojicTea B Poccum.

2. Vaudukaius J0KyMEeHTOB, Y HUDHUITUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

3. CoBpeMeHHOE COCTOSIHHE HOpMaTUBHO-MeToanueckoi 6aszsl IOV (0630p).

4. Cranaaptu3anus B J€JI0MPOU3BO/ICTBE.

5. UcTopus poccuiickoro repoa.

6. TpeboBanus Kk sM01eMaM, TOBApPHBIM 3HAKAM U JIOTOTHIIaM.

7. O6mepoccuiickue KinaccuprUKaTopbl Kak JOKYMEHTHI 110 CTaHAapTU3AIUH.

8. XapakTepHuCTHKa OTAEIbHBIX IPYII OPraHU3aMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB

9. OcobeHHOCTH CO3/TaHUsI PUKA30B.

10. OOpamenus rpax/aH, mpaBuia paboThI.

11. Xapakrepuctuku u pe3trome. Oco0eHHOCTH 0POPMIICHUS.

12. PexoMeHaaTenbHOE MUCHMO.

13. Kommepueckue nucbma.

14. OcobeHHOCTH SI3bIKA U CTUJISL CTYKEOHOTO JOKYMEHTA.

15. Hcropus yHU(DUKAITUN TEKCTOB CITY)KEOHBIX TTHCEM.

16. DnexTpoHHOE COOOIIeHIE — 0COOCHHOCTH SI3bIKA U CTHIIA.

17. UnadopmanmonHas GyHKIHS TOKYMEHTa KaK CPEICTBO 3areyaTieHus U XPaHCHHS
uHpOpMaLIKH.

18. CormumanbHas GyHKIHS TOKYMEHTA, €€ pOJib B TOBBIIICHUH MPABOCO3HAHMSI OOIIECTRA.

19. KomMmyHuKaTHBHas (YHKLHMS JOKYMEHTA KaK CPEICTBO Nepeaadu HHpopMaIum.

20. IlpaBoBas ¢yHKIHS JOKYMEHTA KaK CPEJACTBO YCTAHOBJICHUS ITPABOOTHOIIICHUH
MEXTy FOPUINISCKUMU U (PU3NICCKIUMHE JTUIAMH.

21. @yHKIUA TOKYMEHTa B KAYECTBE HCTOPUUECKOIO HCTOUHHKA.

22. VYmupasieH4yeckas QyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJIsl PELICHUS
aJMUHHUCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.

23. Craructuueckas GyHKIUS JOKYMEHTA.

24. biaHkK TOKyMEHTa, UCTOPHS €ro pa3BUTHS. bllaHKW COBPEMEHHBIX YIPABICHYECKHUX
JIOKYMEHTOB.

25. XapakTepHuCcTHKa 3aKOHOIaTeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOTO
JIOKYMEHTAIMOHHOTO 00eCTieYeHUs yIIPaBICHUSI.

26. Poub cmyx0b1 JIOY B neATeTbHOCTH OpraHU3aIiH.

27. OpraHuzanus pabo4ux MECT M yCIOBHHI Tpy/ia mepcoHaia ciy>kos1 JJOVY.

28. Tlomoxxenwue o ciyx6e JIOY. Ctpykrypa, GyHKIIMHA, METOANKA Pa3padOTKH.

29. HomxHOocTHas HMHCTPYKIMA. DyHKINHU, CTPYKTYpa, METOIMKA pa3paboTKu.
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30. Opranuzamnus T0KyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.
31. OOBeKTHBHBIE U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHT0000pOTA.
32. DNeKTpOHHBIN JOKYMEHTOOOO0pOT. [Ipo6iieMbl M IEPCTIEKTUBBI PA3BUTHSL.

33. IMomymnsipHBIE CUCTEMBI AIEKTPOHHOTO TOKyMeHTooO0opoTa (CD/]) B PO.

8. Hepeqenb BOIIPOCOB M THMOBLIC 3aJaHUA AJIA MMOATOTOBKHA K HpOMe)KYTO‘lHOﬁ

el i A G ol S e

—_ O

2003.
12.

"mmoanuce'.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33,
34,
35.
36.

TalHe.
37.

aTreCcTalumn

8.1 IlepeyeHb BONPOCOB I MOATOTOBKH K 3a4eTy C OLIEHKO

JIoKyMeHTOOO0POT, €ro KOJIMYECTBEHHbBIC U KaUeCTBEHHBIE XapaKTEPUCTUKU.
MecTo u posib TOKYMEHTOB B YIIPaBICHUH Ha COBPEMEHHOM JTarle.
DyHKINHU ET0NPOU3BOJCTBA.

CocraB HOpMaTUBHO-MeToAMuYeckoi 6aszsl JIOY.

JIOKyMEeHTaIMOHHOE 00ECTIEYeHNE YIIPABICHHS.

OpranuzanvoHHbIe JOKYMEHTHI.

Cranpaptuzauus 1 yaudukanus cucremsl J10OY.

O6mepoccuiickue kKi1accu(puKaTOpbl TOKYMEHTAIIUH.

l'ocynapcTBeHHas cucreMa JOKYMEHTAllMOHHOTO 00ecreueH s YIIpaBICHHUS.

branku 1OKyMEHTOB U TpeOOBAaHHS K HHM.
Crpykrypa nokymenrta. TpeboBanus k odpopmienuto nokymenTos mo 'OCT P 6.30-

[IpaBuna odopmienus pexBusuta "aapec", "nmata", "ungexc", "Buza", "3aronoBok",

WNHcTpyKImu 1Mo 1e10MmpOru3BOJICTBY.

Cucrema opraHvM3allMOHHON TOKYMEHTAIIUH.

CucreMa pacnopsIuTeIbHON TOKYMEHTAIIHH.
PacnopsimuTenbHble TOKYMEHTHI.

Bunb! 1 Ha3HaUEHUE TUYHBIX TOKYMEHTOB.

Bunel opraHu3aiinoOHHBIX JOKYMEHTOB.

Cucrema nHGOPMAIMOHHO-CIIPABOYHOMN TOKYMEHTAIIUH.
Crny>xebHas nepenucka Ha NpeAnpUsTUH.

[IpaBuna opopmiieHus ciayx’eOHOTo MUChMA.

CtpyKTypa 1eJ0BbIX U KOMMEPUYECKUX IMHCEM.
Krnaccudukanust 1e10BbIX 1 KOMMEPYECKUX MHUCEM.

[TonsiTvie ¥ IPUHLIKITBI OPraHU3ALUU JOKYMEHTO000POTA.
O06paboTka BXOAIMIUX JOKYMEHTOB.

O6paboTka HCXOAAIIHMX JOKYMEHTOB.

BryTpeHHHE TOKYMEHTHI OpraHU3aIiu.

TexHonornueckas nocie10BaTeIbHOCTh ATANOB padOThI C BXOIAUIMMH JOKYMEHTaMHU.
Homenkunarypa nei.

PaboTa ¢ mruchmMamMu 1 0OpaIeHUsIMA TPaK/IaH.

Perucrpanus 10KyMeHTOB.

CocraBiieHre HOMEHKJIATYPHI JIeI.

®dopmupoBanue U 0hOpPMIICHUE JEN.

[MoaroroBka u mepenavya JOKyMEHTOB Ha apXHUBHOE XpaHEHHE.
KonduaeHmanbpHbIA JOKYMEHT.

Opranuzanus padOTHl ¢ JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM

OcobeHHOCTH BeleHUs JIeTIONPOU3BOACTBA, 00ECIEUNBAIOIIETO YUET U COXPAaHHOCTh

KOH(puAeHIMAIbHON HH(OpPMAIUK U JOKYMEHTOB.

38.

Tumnossle opraHU3aOHHBIE CTPYKTYPHI CITYKOBI AETTOMPOU3BOICTBA.
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39. VYcnous Tpyaa paOOTHUKOB CITY>KOBI IETIOMPOU3BOJICTBA.

40. KommnbioTepHbI€ TEXHOJIOTHH B JEIOMPOU3BOCTBE.

41. OGecreyeHne COXpaHHOCTH JIOKYMEHTOB B 3JIEKTPOHHOU (opMme.

42. YcraB Kak OCHOBHOM OpraHM3allMOHHbBIN JOKYMEHT.

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

44. TlpoxoxaeHue UCXOASIIMX U BHYTPEHHUX IOKYMEHTOB.

45. OcoOEHHOCTH sI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

46. PexBU3UTHI MEXKAYHAPOAHOTrO nuchMa. OCHOBHBIE PEKOMEHJIALUU IO COCTaBIICHUIO
TEKCTOB MEKTyHAPOIHBIX ITHUCEM.

47. ®opmynsp JOKYMEHTA.

48. OyHKIMH OCHOBHBIX TMOAPA3ACICHUN CIYKObl JOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpaBIeHUS.

49. ABTOMAaTH3MpPOBaHHBIE TEXHOJOTUU OOpPaOOTKH JOKYMEHTOB M HX BIHUSHUE Ha
CHUCTEMY JICJIONPOU3BOACTBA KOHKPETHON OpraHu3aluH.

50. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMECHTHI.

51. CrpykTypa u conepkaHue KaapoBOoW AoKkyMeHTauuu. OpraHu3alOHHO-KaJpOBbIE
JIOKYMEHTBI.

52. OCHOBHBIE aCIIEKThI KYJbTYpbI I€J0BOH pEUH.

53. Cranpmaptuzanus s3bIKa JOKYMEHTa. SI3bIKOBbIE TpeOOBaHMS K OGOPMICHUIO
PEKBU3HUTOB JIOKYMEHTA.

54. TunuyHbIC ONIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

55. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2 TunoBkle 3aJaHUA I/ OLEHKH 3HAHMI

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

0) C YBaOKEHUEM ...

B) HAaMH paccMOTpeHbl Bamm npeioxenus ...

T) B CBSI3H ...

2. JlesaTenbHOCTH anmapara ynpaBlIeHHUs, OXBAThIBAIOIIAS BOMPOCH! JOKYMEHTUPOBAHUS U
OpTraHu3aIi padOThI ¢ JOKYMEHTaMHU:

a) TOKYMEHTAI[MOHHOE 00eCTICUeHUE YIIPaBICHNUS,

0) craHgapTH3aIus;

B) EI'C/;

T') CUCTEMa JJOKYMCHTAIIHH.

3. JJIOKYMEHT, 3aKperIaionui JOJXKHOCTHOM Y YMCIICHHBINA COCTaB MPEINPUSITHUS C
yKka3zaHueMm (hoHsa 3apabOTHOMN TIIATHI:

a) TOJKHOCTHAsI MHCTPYKIIUS;

0) ycras;

B) TIOJIOXKEHUE;

I') LITATHOE pacIUCaHUE.

8.3. TunoBbie 3a1aHUA 1JI51 OEHKH YMEHHI
3apganme 1. CocraBbTe U 0QOpPMHUTE NMPHUKA3bl IO OCHOBHOW JEATEIBHOCTH, U JPyTUE
pacnopsIuTeIbHbIE JOKYMEHTbI, HEOOXOAUMBIE B JAHHOM yNpaBI€HYECKON CUTYyalllu.

Ha MockoBckoM KOMOMHATE 10 MPOU3BOJCTBY MY3bIKaJIbHBIX HHCTPYMEHTOB U MeOEIH
(rocygapcTBEHHOE MPEANPUITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3paboTke U MPOU3BOACTBY
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MPOIYKIIMK MY3bIKaIbHOU mpombliieHHOCTH (POCMY3IIPOM), neiictByer Ilonmokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEXOB, OTENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymiero rojaa aupektop komouHata B.M.JlapnoHOB nmopyunn HavyaabHUKY
oTaena Tpyaa u 3apadotHoi miuatel MapkoBy H.I'. paccuuTarh pazmep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIY)KO KOMOHMHaTa 1Mo WTOTraM paboThl 3a MEPBBIM KBapTad K 15 ampens, a
riiaBHOMY Oyxrantepy komounara TpomHoi C.I'. — oprann3oBath BeIIIIATY npeMuu k 20 anmpens
TEKYILEro roja.

HavansHuk mnanoBo-akoHoMu4eckoro otnena MarBeeBa C.H. u rmaBHbIi Oyxraiarep
Tpommna C.I". 3aBU3upOBaIIA MMPOCKT MPHKa3a TUPEKTOpPa KOMOMHATA.

3ananue 2. CocraBpTe U OPOPMHUTE MPHUKA3BI IO OCHOBHOM JEATEIHLHOCTH, U JPYTHE
pacnopsaauTeabHbIE TOKYMEHTBI, HeOOXOAMMbIE B JAHHOM yIpaBIeHYECKOH CUTyallnu.

I'maBa PecnyOomuku Kapenus C.JI. KarananmoB 8 Mas Tekymero roja u3aal
pacniopsbxenue, B kotopom MHctutyty Ononorun Kapenbckoro Hay4yHoro mentpa Poccuiickoit
aKaJIeMUH HayK OBLIO TPEJIOKEHO pa3padoTaTrh IUIaH MadbHEHITNX IEUCTBHM MO COXPAHEHHIO
KpynHeiimeii B EBpome CTOSHKM MHUTPUPYIONIMX MTHIL, JIPYI'HX THPUPOAHBIX OOBEKTOB
MEXIyHapOJAHOTO 3HAYeHHsI Ha TeppUTOpHH pecnyOnuku Kapenus, a Tak ke BKJIIOUHTH B TUIaH
JEHUCTBUM TMOArOTOBKY MEKIyHAapOAHBIX MEpPOIPUATHUN IO PAa3BUTHIO peMecell, Typu3Ma B
CEJIbCKMX HACEJIEHHBIX MyHKTaX, UMEIOMINX 00BEKThl MEXAYHAPOIHOTO 3HAYCHUSI.

[TogrotroBka wuH(OpMauMu O BBIIOJHEHWH PACHOPSDKEHUS — BO3jlarajach Ha
MUHHUCTEPCTBO CETBLCKOTO X035IMCTBA U TPo10BOJbCTBUA PK.

Pacnopspkenue ObIIIO U37aHO B LETSX BBIMOJIHEHUS MEXIOCYAapCTBEHHBIX KOHBEHLUH
[0 COXPAHEHUIO MO COXPAHEHHIO OMOJIOTHYECKOTO Pa3HOOOpasusi, HAa OCHOBAHUU PE3yJIbTaTOB
MeXAyHapoaHoro mnpoekra, ocymectBieHHoro ['VYCII «lIlnemennoe xo3zsiiictBo «MibUHCKOE»
OnoHeukoro panoHa.

Pacnopsixenue odopmiieHo Ha OiaHke ¢ n3odpakeHueM repda pecnyonuku Kapenus, a
TakKe€ C yKa3aHMEM HaMMEHOBaHMs TocyJapcTBa, cyObekrta Pepepanuu U HAUMEHOBAHUSA
JIOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. TunoBkie 3aJaHUA IJI9 OHEHKH HABBHIKOB

3apanue 1. CoctaBbTe pacnopsauTeIbHbIC TOKYMEHTBI, HEOOXOUMBIE B JTAHHOM
YIIPABJICHYECKOU CUTYaLUH.

Hupexrop OO0 «Konpepcusi» Tpodumor O.FO. 7 anpens Tekyiero rojaa u3aai mpukas oo
yTBepKAcHUH [lookeHUsT O TMOpSIKE pPacyeToB 3a OKa3aHWe HWH(POPMAIMOHHBIX YCIIYT.
IOpuckoHCcynbTy 1m0 (HMHAHCOBO-XO3SICTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapro-
pedepenty [sarunesoit E.A. Obuto mopyueHo x 10 ampens pa3paboTarth THUIOBBIE (DOPMBI
JIOTOBOPOB 00 OKa3aHWU PA3IUYHBIX BUAOB HH()POPMALIMOHHBIX YCIYT U CTPOTO0 KOHTPOJIUPOBATH
WX MPUMEHEHHE B JEATEIbHOCTH Npeanpusitus. OTBETCTBEHHOCTb 3a WU3TOTOBJICHHUE, YYET U
COXpPaHHOCTh OJIAaHKOB JIOTOBOPOB Bo3yiokeHa Ha Jlaruney E.A., kotopas BmecTe ¢
IOPUCKOHCYJIBTOM 3aBU3MPOBAJIA MPOEKT MPUKa3a.

3apanue 2. CocTaBbTe pacoOpsAUTEIbHBIC TOKYMEHTBI, HEOOXOIUMBIE B JTAHHOM
YIIPaBJICHYECKOU CUTYalLUH.

C uenblo NPUBICYEHHUS CPEIACTB IJs OOecreueHuss MPOU3BOICTBEHHOM AEATEIbHOCTH
rerepanbHblil gupekTop OO0 «Texnuka» (1. Kypek) Cokonos O.I'. 20 ceHTsOps TEKyLIEro roga
W3/1J1 IPUKA3 O CO3/JaHUA KOMMEPYECKOT0 OT/AEJa B COCTaBe 3 IITATHBIX €IMHUI]: KOMMEPYECKOTO
mupekTopa — 1, Bemymero cmemuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npennpustust ['opsiueBy ['.A. ObUIO0 OpyUYEHO MPENCTAaBUTh HA YTBEP)KIEHHE HOBOE IITAaTHOE
pacnucaHue npeanpusITrs Ha 4 KBapTai Tekymiero roga k 1 okrsopst. Kommepueckomy nupekropy
UrnateeBy T.H., KoTOpbIii 3aBU3UpOBaj MPOEKT MpHKa3a, MPEANUCAHO 3aKOHYHTh
KOMILJIEKTOBAHHUE OT/IeJIa KaJJpaMH C BBICIIMM SKOHOMHUYECKUM 00pazoBaHueM K 10 oKTaOps.
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9. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHas1 IUTEpaTypa

1. Kysuenos, U. H. JlokyMeHTanmoHHOe o0ecrieueHue ynpasieHus. JJokyMeHTo000poT 1
JIETIOTIPOM3BOJICTBO : YUEOHUK U TTpakTUKyM J1st By30B / 1. H. Ky3neroB. — 5-e uzn., mepepad. u
nor. — Mocksa : U3natensctBo FOpaiit, 2025. — 425 c. — (Bricmiee oOpa3oBanue). — ISBN
978-5-534-20027-0. — TekcT : anextpoHHbIH // O6pazoBarenbHas miatdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/581143

2. I'posoga, O. C. [lenompousBoacTso : yueonuk st By30B / O. C. 'pozoBa. — 2-¢ u3.
— Mockaa : U3natenbctBo FOpaiit, 2025. — 131 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekcrt : anmekTpoHHbIH // Ob6pa3oBaTenbHas miaaTdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/563439

3. Hoponuna, JI. A. Opranuzanusi 1 TEXHOJOTHS JOKYMEHTAIlHUOHHOTO OOECTICUCHHs
yIpaBJIeHus : yUeOHUK U MpakTHKyM 17 By30B / JI. A. Jloponuna, B. C. MputukoBa. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : M3gatensctBo FOpaiit, 2026. — 270 c. — (Bsicmee oOpazoBaHme).
— ISBN 978-5-534-16016-1. — Tekcrt : anexTpoHHbI // O6pazoBaTenbHas miatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/583339

9.2. lonoJTHUTEIbHAS JIUTEPATypa

1. IBanoBa, A. FO. Pycckuii 361K B 1eIOBOM TOKYMEHTALUH : y4eOHUK Ju1s By30B / A. HO.
WBanoBa. — 3-¢ u3n., nepepad. u gomn. — Mocksa : U3garensctBo KOpaiit, 2026. — 129 ¢. —
(Beiciiee oOpazoBanme). — ISBN 978-5-534-20345-5. — Tekct : dIeKTpOHHBIA //
ObpazosarenbHas wiatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/598501

2. KazakeBuu, T. A. JlokymeHTOBeneHune. JJOKYMEHTAIIMOHHBIA CEPBHUC : YUYCOHUK H
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2026. — 167 c. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextpoHHbli // OOpasoBarenbHas muatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/584928

3. IllyBanoBa, H. H. Opranuzanus ¥ TEXHOJIOTUS JOKYMEHTAIMOHHOTO OOEeCTeUeHUs
ympasieHus : yueOHuk s By3oB / H. H. lllyBanoBa. — 3-e uza., mepepab. u qon. — Mocksa :
WznarensctBo FOpaiit, 2026. — 234 ¢. — (Briciiee obpa3oBanue). — ISBN 978-5-534-20347-9.
— Tekcr : onexktponHwnd // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/583833

10. Ilepevyens pecypcoB HHGOPMAIUOHHO-TEJIEKOMMYHUKANNOHHOI ceTn ""UHTepHeT",
HEe00XOAUMBIX /ISl OCBOCHHUS TUCHUILINHBI U HH()POPMAIIMOHHBIX TEXHOJIOT Ui,
HCMOJIb3yeMbIX NMPH OCYIECTBJIEHUHN 00pa30BaTEeIbHOIO NMpoecca no AUCHUILINHE,
BKJIIOYAs NlepeYyeHb MPOrPaMMHOIo ol0ecneyeHusl U HH(POPMAIMOHHBIX CIIPABOYHBIX
cucreM (IpH HEOOXOAMMOCTH)

1. http://biblioclub.ru_- 9BC «YHuBepcurerckas OMOINOTEKA OHIANHY

2. https://urait.ru - 9BC «Ob6pa3oBarenbHas miartdopma KOpaitt»

3. https://www.consultant.ru/online/ - HWHdpopmanronHass copaBodHas CHCTEMa
«Koncynsrantllmocy

4. https://doc-up.ru/dp - Jlemonpous3BoaACTBO

JIM1eH3MOHHOE TPOrPaMMHOe o0ecreYeHme:
- Windows (3apy0exHoe, BO3ME3THOE);
- MS Office (3apyOexxHO€, BO3ME3THOE);
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https://urait.ru/bcode/581143
https://urait.ru/bcode/563439
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https://urait.ru/bcode/598501
https://urait.ru/bcode/584928
https://urait.ru/bcode/583833
http://biblioclub.ru/
https://urait.ru/
https://www.consultant.ru/online/
https://doc-up.ru/dp

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

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

- 7-zip — apxuBaTop (3apy0exHOe, CBOOOHO pacIpOCTpaHsIeMOe);

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

11. MeToaundyecKue PEKOMEHIAIUHU I10 OPraHvM3aliii U3Y4YCHUSA TUCHUIIINHBI

Opranuzanus 00pa30BaTEIbLHOTO MPOIECCa PErIaMEHTUPYETCsl y4eOHBIM IUIAHOM U
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HHIUBHAYaJbHON  0Opa30BaTEIPHOW  TPACKTOPUU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUILUINH U PO ECCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TMIpOLECCe MPEAIIECTBYIONIEr0 OO0y4YeHHs, KOTOpPbI OCBOOOXIaeT
00yyJaromerocst OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTte/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBAECTCS HA HCIOJIb30BAHUHU
TPaJWLMOHHBIX, HWHHOBALMOHHBIX M HWH(GOPMAIMOHHBIX OOPa30BATEIbHBIX TEXHOJIOTHIA.
TpaauunonHeie 00pa3oBaTeNbHBIE TEXHOJOTHMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JIEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IMIUPOKOTO TIPUMEHEHUS AaKTUBHBIX M WHTEPAKTUBHBIX (OpPM TPOBEACHUS 3aHATHIL.
Uudopmannonusle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEATM3yIOTCSl IyTEM  AaKTUBU3ALUU
CaMOCTOSITENIbHOW PabOThI CTYZICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOIO THIIA

JIeKIIMOHHBI KypC TMpEanojaracT CHUCTEeMaTH3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexuuu nekTop 00s13aH MpeaynpenuTh CTyAE€HTOB, IPUMEHUTEIBHO K KAKOMY
06a3zoBOMy yueOHUKY (YueOHUKAaM, y4e€OHBIM ITOCOOUSM) OyIE€T MPOYUTAH KYpC.

JIeKIIMOHHBIN KypC JOJDKEH J1aBaTh HAUOOIbIINI 00beM HH(OpMAIK U 00ECTIeUnBATh
6oJee r1ybOKOe MOHUMaHKEe y4eOHBIX BOIIPOCOB MPU 3HAYUTENILHO MEHbIIEH 3aTpaTe BPEMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.

3aHATHS CEMMHAPCKOI0 THIIA

CemunHapckue (MpaKkTHYECKUE 3aHATH ) IPEJICTABIISAIOT COOON NETATN3AIHIO JIEKIIHOHHOTO
TEOPETUYECKOr0 MaTepuaina, MPOBOASTCS B LENIX 3aKpeIUIeHHs Kypca U OXBaThIBAlOT BCe
OCHOBHBIE pa3/IeIbl.

OcHoBHOU (hOopMOI TIPOBEACHHSI CEMHUHAPOB M TMPAKTUYECKUX 3aHITUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM Te€MaM, a Takke
pemieHue 3aaa4 U pa3dop MPUMEPOB M CUTyallMd B ayAMTOPHBIX YCIOBUSX. B oOs3aHHOCTH
IpenojaBaTesisi BXOJAT: OKa3aHuE METOAMYECKON MOMOIIU U KOHCYJIbTUPOBAHUE CTYACHTOB IO
COOTBETCTBYIOIIUM T€MaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHIATHUIX OLIEHUBAETCS O CIEIYIOIINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeIaraéMble MpernojaBaTesieM;
y4acTHe B IUCKYCCHSX;
BBITOJIHEHHUE MTPOEKTHBIX U MHBIX 33aHUH;
ACCHCTUPOBAHME MPEINOJIABATEIIO B POBECHUH 3aHATHIA.
Jlokitagpl W ONIIOHUPOBAHUE JOKIAJ0B MPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUYECKUM
MaTepHajioM, a TaKXKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUI.
OneHuBaHue NPaKTUYECKUX 3aaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
CamocrosiTesibHast padoTa 00y4arOIIUXCs

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, II€JIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWUH, yMEHUH 03 HEeMOCPEeICTBEHHOTO Yy4yacTus
npenojaBaTesis, XapakTepU3yIOIIMiica TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.
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Ilenn camocToATEeTbHON PaOOTHI:

e cucTeMaTH3alus U 3aKperIeHHE MOJYYSHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX

YMEHHUH CTYJEHTOB;

e yruyOJeHue U pacliipeHre TEOPEeTUUECKUX 3HAHUM;
e (opmupoBaHHE YMEHUI HCIIOJNB30BaTh HOPMATHBHYIO M CIIPABOYHYIO JOKYMEHTAIUIO,

CHELUAJIbHYIO JIUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U

OpPraHU30BaHHOCTH;

e (QopmupoBaHHE  CAaMOCTOSITEIbHOCTH  MBIIUIEHUS,  TBOPYECKOW  WHUIIMATHUBBI,

CIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAaMOpEaTH3allHH;

® pa3BUTHUE UCCIIENOBATEIbCKUX YMEHUN U aKaJIeMUUYECKUX HABBIKOB.

CamocTtosTenbHas paboTa MOXKET OCYIIECTBISATHCS HHAWBHUIYATbHO WM TpyHIamMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIO’KHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomorust  opraHu3alid  CaMOCTOSITENIBHOM  pabOThl  CTYJEHTOB  BKIIIOYAET
UCTIOJIb30BaHUE MH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEXKICHUSI.

Ilepen BbIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJIUTOPHON CaMOCTOSITENBHOW paboThI
IpenojaBaTesib MOXKET MPOBOJWUTh HHCTPYKTaX IO BBIMOJHEHUIO 3agaHus. B wuHCTpykTax
BKJIIOUAETCSL:

e [IEJb U COACPKAHUE 3a/1aHuUs;
CPOKH BBITIOJTHEHHUS;
OPUEHTHPOBOYHBIA 00bEM PaOOTHI;
OCHOBHbIE TpeOOBaHUs K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKH;
BO3MO)KHBIE TUITUYHBIE OIIMOKU TIPU BBITIOTHEHHH.
WHCcTpyKTaXX MPOBOAUTCS IMpPENoaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
U3Yy4YECHUE JUCLUILTUHBL.

KoHTponb pe3ynpTaToB BHEAYyTUTOPHOH CaMOCTOATENBbHON pabOThI CTYIACHTOB MOXKET
MPOXOJNTHh B TUCHMEHHOM, YCTHOW WJIM CMEIIaHHOW (hopMme.

CryneHTbl JOJDKHBI MOAXOAUTH K CAMOCTOATENBbHOM paboTe Kak K HauBakKHEHIIeMy
CPEICTBY 3aKpEIUICHUS U Pa3BUTUSI TEOPETUUYECKUX 3HAHUM, BbIpaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NpUOOpPETEHUs OIpEeaesieHHBIX HaBBIKOB M HCIHOJIb30BaHUS
poQeCCHOHAIBHON JTUTEPATYPHI.

[Tomerenust UIsi caMOCTOSATENILHOW paboThl 00YUaIOMIMXCSl AOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKII0YeHHS K ceTu «VIHTepHeT» u o0ecnieueHrneM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEIY OPTaHU3aIIH.

[Ipu camocTosATensHON TPOPabOTKE Kypca 00yJaromuecs T0JDKHBL:

® [pOCMAaTPUBATh OCHOBHBIE ONpeAETICHUS U (PaKThI;

® TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHSITHH MaTepual U JAOMOJIHUTE €ro
C Y4€TOM PEKOMEHAOBAHHOMU 110 JAHHOU TEME JIMTEPaTyphl;

® U3yYUTh PEKOMEHIOBAHHYIO JUTEPATYpy, COCTABIATh TE3UCHI, AHHOTALIMA U KOHCIEKTBI
Han0oJiee BaKHBIX MOMEHTOB;

®  CaMOCTOSITENLHO BBIMOJHATH 3aJaHusl, aHAJIOTMYHbIE TIPEIJIaraéMbIM Ha 3aHATHUSX;

®  UCHOJB30BATH JJISI CAMOIIPOBEPKU MaTepUaibl (POHIA OLIEHOUHBIX CPEJICTB;

e  BBINOJIHATH JOMAIIHKUE 3alaHUs 110 YKa3aHUIO NTPENOJaBaTes.

Pexomennanuu no o0y4enuro nuBaauaoB u aun ¢ OB3
OcBoeHue TUCIUTIIMHBI HHBATHAaMH U JuiiaMu ¢ OB3 MoxeT ObITh OpraHu30BaHO Kak
COBMECCTHO C ,Z[pyrI/IMI/I O6yanOH_II/IMI/IC}I, TaK U B OTACJIBHBIX rpynnax. Hpe;[nonaranTc;I
CIelMaIbHbIE YCIIOBUS JUIS TOJyYeHUs 00pa3oBaHus WHBaIMAaMu 1 jauiamu ¢ OB3.
[Ipodeccopcko-nieqarornyeckuii CoOCcTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUYECKUMU
OCOOEHHOCTSIMUA OOydYaroImuxcsi HHBAMUA0B 1 Juil ¢ OB3, nHAMBUAYyaTbHBIMH MPOTPAMMaMHU
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peabunuTaruu  WHBATUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENoJaBaHUsl THIOTOPAMH, TICHUXOJIOTaMH, COIMATbHBIMH
pabOTHUKAMU, TIPOLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM ¢ MeTOANYECKMMHU peKoMeHaanusMu MunoOpuayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOIb30BaTh COLMAIBHO-aKTUBHBIC H
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IENBIO
OKa3aHHUs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuaia B pa3IUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIECIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMAILIMOHHBIX CHCTEM.

Menana-MaTepuanbl TakKe CIEAyeT WCIOJNb30BaTh H  aJalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBauI0B 1 jull ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEICTB OOyYEHHMsI OOIIET0 M CIEIHAIBHOTO Ha3HA4YCHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOeCTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIHUI0B 1 Jinil ¢ OB3.

dopma TMPOBEACHUS AaTTECTAlMM JUIsl CTyACHTOB-mHBanugoB u jun ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PU3NYECKUX 0COOCHHOCTEH. J{J151 NHBAaTHA0B
u qury ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpenocTaBieHUsl 3aJaHUN OLIEHOYHBIX
CPEICTB, @ UMEHHO:

— B TMEYaTHOW WJIM DIEKTPOHHOW ¢opMe (Isi JHIl C HapyUICHUSMH OMOPHO-
JIBUTATEIBHOTO amnmnapara);

— B Me4yaTHOW ¢(opMe WM DJISKTPOHHOH (opMe C yBEIWYEHHBIM HIPUPTOM U
KOHTPACTHOCTBIO (JUISI JIUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEeHUs);

— METOJIOM YTCHHsSI aCCUCTEHTOM 3aJ[aHus BCIYX (IJIS JIUI] C HAPYIICHHUSIMH 3PEHUs).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs Bpemsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTpUBaeTCs JOCTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— TMHUCbMEHHO Ha Oymare wWid Ha0OpOM OTBETOB Ha KOMIIBIOTEpE (I JIHI[ C
HAPYIICHUSIMH CITyXa, PeUn);

— BBIOOPOM OTBETA U3 BO3ZMOXKHBIX BAPHAHTOB C UCIIOJIL30BAHUEM YCIIYT aCCUCTEHTA (1S
JIUI] C HapYUICHUSIMH OMTOPHO-BUTATENILHOTO aliapara);

— YCTHO (ISl JTUI] C HAPYILIECHUSMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO annapara).

[Tpu HEOOXOAMMOCTH ISl O0yYarommxcsi ¢ MHBAIUAHOCTBIO u Juil ¢ OB3 mporexypa
OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepHAJIbHO-TEXHUYECKOI 0a3bl, HEO0OX0AMMOM /Il OCYLeCTBJICHUSA
00pa3oBaTeIbHOIO MpoIecca Mo JMCHUIJIMHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIsl TMPOBEICHUS Y4YEOHBIX 3aHATHUH,
MPEAYCMOTPEHHBIX  HACTOSIIEW  paboueld  mporpaMMoil  JHUCHMIUIMHBI,  OCHAIlEHHAs
000pyI0BaHUEM M TEXHHUYECKUMU CPEICTBAMH OOYUYCHHSI, B COCTAB KOTOPBIX BXOJAT: KOMIUICKTHI
CIIeNUAIM3UPOBAHHON y4eOHON MeOenu, JOCKa KJIacCHas, MyJbTUMEIUUHBIA MMPOEKTOP, dKPaH,
KOMIIBIOTEP C YCTAHOBJICHHBIM JTUIICH3MOHHBIM IPOTPAMMHBIM 00ECTICU€HHEM, C BBIXOJIOM B CETh
«IHTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO0 HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPENy.

Ilomemenne s CcaMOCTOSATEIbHOW PadoThl O00y4alOIIMXCA — AyIAUTOpPHS,
OCHaIlleHHAsl cJaeyIIuM odopyrioBaHMeM U  TeXHHYECKUMH CpeCTBAMU:
CreuMaIu3upoBaHHas MeOenb Ul MperojaaBaTeNss H  0OydalomMXcs, JOCKa ydeOHas,
MYJIbTUMEAUHHBINA TPOEKTOP, FKPaH, 3ByKOBbIE KOJIOHKH, KOMITbIOTEp (HOYTOYK), IEPCOHATILHBIE
KOMIIBIOTEPHl AJi1 paboThl OOydYaloOUIUMXCsl C YCTAHOBJICHHBIM JIMIIEH3MOHHBIM IMPOTPaMMHBIM
obecrnieueHrneM, ¢ BBIXOJOM B ceTh «IHTEpHET» U JOCTYNOM B 3JEKTPOHHYIO HH()OPMAIIMOHHO-
00pa3zoBaTeNbHYIO Cpemy.
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