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K OCHOBHOU NPOgheccuorHanbHoll 006pazoeamenbHol NPocpamme
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bezonachocmuy
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© MHCTUTYT MEKIyHapOJHBIX 3KOHOMUYECKHUX CBsA3ei, 2024.
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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
ydyeOHoro miaHa 1o cneruaibHocTH 38.05.01 DxoHOMHUYECKass 0€301acCHOCTh, HAIIPABICHHOCTh
(mpo¢huias) mporpaMMel « IKOHOMHUKO-TTPABOBOE 00ECIIEYeHHE IKOHOMHUECKOM O€3011acCHOCTH.

3. O0beM JUCHUIIMHBI B 324€THBIX ¢IUHUIAX H AKAJeMUYECKUX 4acax ¢
yKa3aHHeM KOJHYeCTBA aKA/IeMHYeCKUX YACOB, BbIIeJIeHHbIX HA KOHTAKTHYIO padoTy
00y4YaIIUXCs ¢ mpenogaBaresieM (110 BUAAM YU4eOHbIX 3aHATHI) H HA CAMOCTOSITEJIbHYIO
padoTy 00y4aroumuxcs

OO6mmas TpyaJ0€MKOCTh JUCITUTUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 yacos.

Buna yueOHoii padoThI Bcero yacosn
o4dHas Gopma OYHO-3a04Has
o0yUeHHSI dopma oOyueHust
KonTakTHasi paGora ¢ npenoaaBareseM (Bcero) 20 8
B ToMm uncne:
3aHATHS JEKIIMOHHOTO TUIA 14 6
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI) 6 2
CamocTrosiTe/ibHasi padoTa (Bcero) 88 100
dopma KOHTPOJIS 3auer ¢ OlleHKOU
O0mast Tpy10éMKOCTb TUCHUILIHHBI 108




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

Koa v HanmMeHoBaHue

Koa v HaumMeHoBaHue

I[InanupyemMble pe3ybTaThl

KoOMIleTeHIInu (Uif) HHIMKATOPA T0CTHKEHUS
0o0yueHus O TUCHUILJINHE
BBINNYCKHUKA KOMTIIeTeHIIMH
IIK-3 HIIK 3.1 3HaTh: OpraHu3alMOHHBIE
Crnocoben mnpumenars B | OpueHTUpYETCS B OCHOBBEI  JOKYMEHTAIMOHHOI'O
JIEeITEILHOCTU MEXIYHAPOIHBIX KOHIETIUIX U | o0ecredeHust
HO,Z[p@BI[CJICHI/ISI CTaHI[apTaX 10 praBHGHI/IIO BHCHIHGBKOHOMH‘ICCKOﬁ
MEXIyHApOIHBIC pYCKaMH ¥ BHYTPEHHEMY eITEIbHOCTH.
KOHICIIIMN " CTaH,Z[apTBI KOHTpOJIIO. yMeTb: OCYH_ICCTB.H}ITB
no ynpasienuto puckamu | UIIK 3.2 JIOKYMEHTAIIHOHHOE
u BHyTpeHHeMy | [IpumeHser  MexayHapoAHBIE | COPOBOXKICHUE
KOHTPOJTIO. CTaHJApTBl 10  yIpaBJICHUIO | MpodeCcCHOHATLHOM
pI/ICKaMI/I B OGGCHG‘-IGHI/II/I JCATCIIBHOCTHU.
3KOHOMHUYECKON Oe3omacHoCTH | Biaagers: CIIOCOOHOCTBIO
OpI‘aHI/IBaHI/II/I. OCYH.[CCTB.HHTB
JIOKYMEHTAITMOHHOE
obecrnieucHue
BHEIITHEIKOHOMMYECKOM
HCATCIIBHOCTHU.




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,
IIPUHAJICKALUX K OJTHON CUCTEME.

[IpoekTupoBanue ONaHKOB TOKYMEHTOB 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/ICICHUH,
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
MpaBOMPUMEHHUTENbHAS ~ MPaKTUKAa HCIOJIb30BAHUA  JIOKJIAJHBIX,
CIyeOHbIX UM  OOBSICHUTENBHBIX  3aHCOK,  MNPEICTaBICHUA,
MPEJIOKEHU M, 3asBJIICHUH, akKTOB, CIPABOK M Jp. B KadyeCcTBE
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.

PacnopsiiutenbHble  JOKYMEHTHI: IIOCTaHOBJEHHE, Ipuka3 (1o
OCHOBHOHM JIEATEIIBHOCTH M 10 JINYHOMY COCTaBY), paclopsbKEHHE,
COBMECTHBI  pacCHOpSAWUTENBbHBIA  JOKYMEHT, HX Ha3HayeHHe,
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, BBOJMMBIE B PETUCTPAILIMOHHBIE (POPMBI.
OCOOEHHOCTH PpEerucTpaluy BXOJAIINX, MCXOJSAIIUX M BHYTPEHHHUX
JIOKYMEHTOB. DJIEKTPOHHBII TOKYMEHTOO0O0pOT.

CoctaB BBINOJHAEMBIX  pabOT TpU  OTHPaBKE  MCXOISAIIUX
JOKYMEHTOB: TpPOBEpPKa MPAaBUIBHOCTH O(OPMIICHUS, HATUYHS
IPWIOKEHUHM, ajapecara, 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 WX IMpel
apXUMBHOW NOATOTOBKM. Bunael Homenwkiaryp gen. [lopsmok
cocCTaBJIeHUS, OPOPMIICHHUS, YTBEPKACHUS U IPUMEHEHHS] KOHKPETHON
HOMEHKIATyphI nei. [lopsimok hopmupoBaHus .

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 MPOBEICHHUS HKCIEPTU3BI
[IEHHOCTH JOKYMEHTOB), OCHOBHOM (IIOJTOTOBKA JEN IS Tepeaadyn 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.




BEOAOMCTBCHHBIC,

ApXI/IBZ IIOHATHUEC, HA3HA4YCHUC. BI/I,Z[BI ApXUBOB: TOCYJAapCTBCHHBIC,
00BeIMHEHHbIE BEIOMCTBEHHBIE,
MCKBCOAOMCTBCHHBIC 110 JIMYHOMY COCTaBY. ApXI/IBHBIe q)OH,Z[BIZ
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

00bEIMHEHHBIE

6. CTpykTypa IMCUMILUIMHBI 10 TEMaM € YKa3aHHEM OTBeICeHHOI0 Ha HIUX

KOJINYECTBA AaKAACMHUICCKUX YaC0B U BU10B y‘{eﬁHLIX 3aHATHH

Ounas popma o0OyueHust

Ne KonrakTHas padora, yac. Camocro
HauMeHoBaHue TEM
n/n 3anarus aTeJbHast | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
JAMCIUTIJINHBI
THINA yac.
1. OpraHu3aliOHHbIE OCHOBBI 2 1 22 25
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie 1 4 1 22 27
OpTraHru3alMOHHBIC TOKYMCHTEI.
3. Opranuzanus 4 2 22 28
JIOKYMEHTO000pOTa.
4. OpranuzanusiornepaTuBHOTO 4 2 22 28
XpaHeHUus. JOKYMEHTOB.
HNUTOI'O: 14 6 88 108
OuHo-3204Has popma o0yueHUst
Ne KonrakTHas padora, yac. Camocto
HauMeHoBaHue TeM
n/n 3anarus aTeJbHas | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
AU CIUTIJINHBI
THNA yac.
1. OpraHu3aliOHHbIE OCHOBBI 1 - 24 25
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie 1 1 - 26 27
OpTraHru3alMOHHBIC TOKYMCHTEI.
3. Opranuzanus 2 1 25 28
JIOKYMEHTO000pOTa.
4. OpranuzanusonepaTuBHOTO 2 1 25 28
XpaHEHHS JOKYMEHTOB.
HUTOI'O: 6 2 100 108

7. llepedyeHb y4eOHO-METOAMYECKOT0 0OOecnevyeHHus 1JIsl CAMOCTOSATeIbHOM PadoThl

06yqa101unxcs1 o JIMCHUIIJINHE

CaMocTosTenspHast pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BHU0OB y‘ICGHOﬁ ACATCIIbHOCTH,
COCTaBHOM 4YacThIO yueOHOTo IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOGHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPATypoil, PEKOMEHJIOBAHHOW TMpenojiaBaTeleM, YMEHUE HaWTH HYXXHBIA Martepual u

CaMOCTOATCIIbHO

€ro

HCIO/Ib30BaTh,

BOCIIMTaHUC

BBICOKOU

TBOPYECKOMN

aKTUBHOCTH,




WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPIICHCTBOBAHHMIO CBOMX 3HAHUM, K
LEJICYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponb camocTosiTenbHON pabOThI, SBISETCS BAXKHOW COCTaBISAIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIIACTCA IIPCNOAaBaTCJicM BO BpCMA JICKIMOHHBIX U
MPAKTUYECKHUX (CEeMUHAPCKUX) 3aHATHI U 00ecrieyrBaeT OLEHUBAHUE X0/1a OCBOCHHUS U3y4YaeMOin
JUCHUITIIUHBI.

BOl'[pOCBI JIA CAMOCTOATECJIBbHOI0 U3YUCHHU S

1. IIpenMeTr JOKYMEHTAIIMOHHOTO OOECTICUEHUS yIIPABICHHMSL.

2. HopMmaTuBHO-IpaBOBbIE aKThI, PETYIHUPYIONIME JAOKYMEHTAI[MOHHOE oObOecreyeHue
yIpaBIeHUS.

3. IIpakTuyeckas 3HAYUMOCTh  y4eOHOM JUCIUIUIMHBL  «JOKYMEHTAIMOHHOE
o0ecrieyeHne yrpaBaeHHUsD.

4. O6beM U cofepKaHue MOHATUN «UH(OPMAITU» B «TOKYMEHTY.

5. Ponb undopmaruu B obecieueHnH 3PPEKTUBHOTO YIIPABICHHUS.

6. VIcTOYHUKY MMOTyYeHUs YIpaBICHYECKON HHPOPMAIIHH.

7. HazHaueHnue U byHKIMN CITy’K0 JOKYMEHTAIMOHHOTO 0OecreueHust
yIIPaBJICHUS B COBPEMEHHBIX OPTaHU3ALX.
8. «Cucrema JOKyMEHTAIUI» U «yHU(UIIUPOBAHHAS CHCTEMa JOKYMEHTALUN.

9. YHudummpoBaHHasi CUCTEMa OPraHU3AIMOHHO-PACTIOPATUTETHHON TOKYMEHTAITUH.

10. Opranu3animoOHHBIE JOKYMEHTHI IPEAIPUATHS.

11. PacnopsauTenbHble JOKYMEHTHI PEAIPUATHS: IPUKA3bI 10 OCHOBHOM €A TEIbHOCTH;
pacnopsKEeHMs], peLICHUS.

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

13. VHdopManmoOHHO-CTIPAaBOYHBIE TOKYMEHTHI: aKThI, CIY>KEOHBIE M OOBICHUTEIHHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; IHCbMa, WX KIacCHU(pUKaLusi, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTuBHO-MeTOIMYECKAsI PETTIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHBIE, BEPTHUKAJIbHbIE,
BOCXO/ISILIIME, HUCXOAIUE, BXOIAIINE, UCXOIAIIUE U BHYTPEHHHE.

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, TOBAPHBIM 3HAKAM U JIOTOTHIIaM.

7. O6mepoccuiickue KiaccupUKaTophl Kak JOKYMEHTHI 110 CTaHAapTU3AIUH.
8. XapakTepucTrKa OTACTbHBIX TPYII OPraHU3aIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB
9. OcobeHHOCTH CO3/TaHUsI PUKA30B.

10. OOpamenus rpax/jaH, mpaBuia padboThI.

11. Xapakrepuctuku u pe3rome. OcoO0eHHOCTH 0POPMIICHUS.

12. PexoMeHaaTenbHOE MUCHMO.

13. Kommepueckue nucbma.



14. OcoOGeHHOCTH s3bIKa M CTHJIS CTY’KEOHOTO JOKYMEHTA.

15. Ucropus yHHPHKAIIIN TEKCTOB CIIY)KEOHBIX TTUCEM.

16. DnexTpoHHOE COOOIIEHNE — OCOOCHHOCTH SI3bIKA M CTHIISL.

17. NudopmannronHas GyHKIHS TOKYMEHTA KaK CPEACTBO 3aleyaTiieHUus] U XPaHCHHUS

nHpopmanun.

18. CoumanbHas GyHKIHSA JOKYMEHTA, €€ pOJIb B MOBBILIICHUH IPAaBOCO3HAHMS O0IIIECTBA.
19. KomMmyHMKaTHBHas (QYHKIHS JOKYMEHTA KaK CPEACTBO Nepeadu HH(popMaIum.
20. IlpaBoBas (pyHKIMS TOKYMEHTA KaK CPEICTBO YCTAHOBJICHUS MIPABOOTHOLICHUN

MEXIY IOPUIUYECKIUMHU U (PU3HUICCKUMU JTUIIAMHU.

2]1. @yHKIMA TOKyMEHTA B KAU€CTBE UCTOPUUECKOI'O HCTOUYHUKA.
22. VYupasneHdeckas QyHKIHS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JUIsl PELLICHUS

AIMUHHUCTPATUBHBIX U OPraHU3allUOHHBIX BOIIPOCOB YIIPABJICHUA.

23. Craructrueckast GyHKIUS TOKYMEHTA.
24. bnaHk JOKYMEHTa, UICTOPHsI €r0 pa3BUTHUs. blIaHKU COBPEMEHHBIX YIIPABIEHYECKUX

JOKYMCHTOB.

25. XapakTepucTHKa 3aKOHOIaTeIbHO-HOPMATHUBHOM 0a3bl COBPEMEHHOTO

JOKYMEHTAIlMOHHOT'O 00ecrieueHrs yIpaBIeHUsI.

26. Ponb cnyx0n1 JIOY B nesSTENbHOCTH OpraHU3aIliu.

27. Opranuzamus paboyux MECT U YCIOBHH Tpyaa nepcoHana ciayxosr JJOY.

28. Tlonoxenue o ciyxoe JOY. CtpykTypa, QyHKIIMH, METOUKA Pa3pabOTKH.

29. JlomkxHOCTHas MHCTPYKIUS. DyHKIMH, CTPYKTYpa, METOIMKA Pa3pabOTKH.

30. Opranuzanus JOKYMEHTOOOOpPOTa, OCHOBHBIC HAIIPABIICHHUSI COBEPIIICHCTBOBAHUSI.
31. OOBEKTUBHBIE U CYOBEKTUBHBIEC (DAKTOPHI, BIHUSIONINE HA POCT JOKYMEHTOO0OpOTA.
32. DneKkTpoHHBIN T0KyMEHT0000pOoT. [IpobaeMbl 1 NEPCHEKTUBBI PA3BUTH.

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

Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Bunel, popmbl 1 00beMBI CaMOCTOSATENBHONH PabOThI CTYACHTOB MPH U3YUYEHUU JTaHHOU

AUCHUIITIMHBI OTIPCACIIAOTCA €€ COACPKAHUEM U OTPAKCHBI B CJIG,Z[YIOHleﬁ Ta6JII/II_[eZ

Ne HaumeHoBaHHne TeM Buja camocTosiTeILHOM O0beM caMOCTOSATEIbHOM
n/n | (pa3aesoB) IMCUUNINHBI padoThI padoThbI
oYHas OYHO-3209Has
dbopma dbopma
o0yueHHs o0yueHHs
1. | Opranu3zanuoHHbIE MOJTOTOBKA K ay AMTOPHBIM 22 25
OCHOBEI 3aHATUSIM, II0JITOTOBKA
JIETIOTIPON3BO/ICTBA. pedepaToB, TOKIJIAI0B
2. | PacniopsourenpHble U | IOATOTOBKA K ay IUTOPHBIM 22 25
qraHu3aIMOHHbBIC 3aHATHSIM, IIOJTOTOBKA
JIOKYMEHTBI. pedeparos, TOKIAI0B
3. | Opranuzauus IIOATOTOBKA K ay IUTOPHBIM 22 25
JIOKyMEHTO0000pOTA. 3aHATHSIM, IIOJTOTOBKA
pedepaToB, TOKIJIAT0B
4. | Opranuzanus MOJTOTOBKA K ay AUTOPHBIM 22 25
ONEPATUBHOTO XPAHEHUS | 3aHATHUSAM, OATOTOBKA
JIOKYMEHTOB. pedepaToB, TOKIJIAT0B
HUTOIO: 88 100
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8. IlepeyeHb BONPOCOB M THNOBbIE 3aaAHNUS AJISA MOATOTOBKH K IIPOMEKYTOYHOM

el i A Ul e

0.
1.
2003.
12.
"mmoamnuce".
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.

aTTecTALMH

8.1 IlepeyeHb BONPOCOB /ISl MOATOTOBKH K 3a4€Ty C OLIEHKOM

JloKkyMeHTOO0O0POT, €ro KOJTMYECTBEHHBIC U KAUECTBEHHBIC XapaKTEPUCTUKH.
MecTo U posib TOKyMEHTOB B YIIPaBICHUH Ha COBPEMEHHOM JTarle.
OyHKINUA JIETOTPON3BOICTBA.

CocraB HOpMaTHBHO-MeTOU4ecKor 0a3er IOV .

JlokymMeHTanmoHHOE 00ecriedeHUE YIpaBICHHUS.

OpranuzanoHHbIe JOKYMEHTHI.

Cranmapruzanus u yaudukanus cucremsl JJOY.

Obmepoccuiickue KI1acCuPUKaTOpbl JOKYMEHTALIUH.

['ocynapcTBeHHast cUCcTEMa JOKYMEHTAITMOHHOTO O0ECTIeUeHUs yIIPABICHHS.

bnanku 10KyMeHTOB U TpeOOBAaHHUS K HUM.
Crpykrypa nokymenTa. TpeboBanus k ohopmiiennio nokymenToB o 'OCT P 6.30-

[TpaBuna odopmiienust pekBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

WHCcTpyKLIKK 1O JEI0NPOU3BOICTBY.

CucreMa OpraHU3aIOHHON TOKYMEHTAIUH.

CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH.
PacniopsimuTenbHBIE TOKYMEHTHI.

Bunbl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Bubl opraHu3anioOHHBIX TOKYMEHTOB.

Cuctema nHGOPMAIIMOHHO-CITPABOYHOHN JOKYMEHTAITUH.
Crny>xeOHas mepenucKka Ha NpeAnpUsTUH.

[IpaBuna opopmieHus ci1yKeOHOTO TUCHMA.

CTpyKTypa 1eJIOBBIX U KOMMEPUYECKUX ITHCEM.
Knaccudukanus 1emoBbIX 1 KOMMEPUYECKHX ITUCEM.

[ToHsTHE M IPUHIIMITE OPTAaHU3AIMH JOKYMEHTO000POTA.
O6paboTka BXOIAIINX TOKYMEHTOB.

O06paboTKa UCXOASIIUX JOKYMEHTOB.

BHyTpeHHUE JOKYMEHThI OpraHU3aIiu.

TexHoIOTHYECKAs TOCIEIOBATEILHOCTD ATAMOB pa0OTHI C BXOIAIIUMH JOKYMEHTAMHU.
Howmenknarypa gen.

Pabora ¢ mucbMaMu 1 0OpameHUsIMUA TPaXKIaH.

Perucrpanus 10KyMeHTOB.

CocraBiieHre HOMEHKJIATYPHI JIeI.

®dopmupoBanue U 0hOpPMIICHUE JEN.

[MoaroroBka u nepenavya JOKyMEHTOB Ha apXHUBHOE XpaHEHHE.
KonduaeHmanbHbIA JOKYMEHT.

Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOpbIE OTHECEHBbI K TOCYIapCTBEHHOI

Oco0eHHOCTH BEICHUSI JEIOMPON3BOJICTBA, 00SCIIEYMBAIOIIECTO YIET U COXPAaHHOCTh

KOH(HICHIIMATHHON MH()OPMAIIMH U TOKYMEHTOB.

38.
39.
40.
41.
42.
43.

Tunosble OpraHU3allMOHHBIE CTPYKTYPBI CITYKOBI J€IONPOU3BOICTBA.
YcnoBus Tpyaa pabOTHUKOB CITYKOBI I€TOMPOU3BO/ICTRA.
KomnbioTepHble TEXHOJIOTHUHU B JETOMPON3BOICTBE.

ObecneueHne COXpaHHOCTHU JIOKYMEHTOB B 3JIEKTPOHHOHU (opMme.
VYcraB kak OCHOBHOM OpraHW3allMOHHBIA TOKYMEHT.

CrangaptHblie Gpasbl U BRIPAKEHUS ACTOBBIX 1 KOMMEPYECKUX MTHUCEM.
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44. TIpoxoxaeHNE UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

45. OcoOeHHOCTH fA3bIKA M CTUJIS CITY>KEOHBIX JOKYMEHTOB.

46. PekBU3UTHI MEXIYHAPOJHOTO NUCbMa. OCHOBHBIE PEKOMEHIALMM 10 COCTABJICHUIO
TEKCTOB MEXITYHAPOIHBIX IMHCEM.

47. ®opmynsap JOKYMEHTA.

48. OyHKIMH OCHOBHBIX MOJPA3JelIeHUN CIIyKObl TOKYMEHTAIMOHHOTO 00eCIeYCHHUS
yIpaBJi€HUS.

49. ABTOMAaTHM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JOKYMEHTOB M WX BJIMSIHHE Ha
CHUCTEMY JIeJIONPON3BOACTBA KOHKPETHON OpraHU3alllH.

50. CnpaBoyHO-MH(DOPMAITUOHHBIE JOKYMEHTHI.

51. CtpykTypa W colepx’aHu€ KaApoBOW MOKyMeHTanuu. OpraHu3allMOHHO-KAaJpOBbIE
JIOKYMEHTBI.

52. OCHOBHBIE aCNEKTHI KYJIbTYPHhI I€JIOBOW PEUH.

53. CranmapTu3anusi s3blka JOKyMeHTa. SI3bIKOBbIE TpeOoBaHus K O(OPMICHUIO
PEKBU3UTOB IOKYMEHTA.

54. TunuyHbIe OMUOKYU B S3bIKE U CTUIIE TOKYMEHTOB.

55. SI3pIkOBOE O(hOpMIICHHUE JIMUYHBIX TOKYMEHTOB.

8.2 TunoBble 3agaHuA IJ19 ONEHKH 3HAHUI

1. JlenoBbie mHcbMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBETCTBUU ¢ Barei mpocb00ii ...

0) C yBaXXEHUEM ...

B) HAMM paccMOTpeHb! Baim npeuioxenus . ..

T) B CBSI3H ...

2. JlesTenbHOCTH anmapara ynpaBieHHUs, OXBaThIBAIOIIAs BOIPOCH! JOKYMEHTUPOBAHUS U
OpraHu3aIy paboTh ¢ JOKYMEHTaAMHU:

a) TOKyMEHTaIlMOHHOE 00eCcIieueHNe yIpaBIICHHUS;

0) cTanmapTH3aIus;

B) ET'C/l;

I') CUCTEMA JOKYMEHTALIUH.

3. JIOKyMEHT, 3aKpeIIIONUi JOKHOCTHON M YMCIIEHHBIN COCTaB NPEANPUATHS C
ykazanueM (hoHa 3apabOTHOM TIIATHI:

a) JOJDKHOCTHAsI MHCTPYKLUS;

0) ycTas;

B) MOJIOKEHUE;

T') IITaTHOE PaCIUCaAHHE.

8.3. TunoBble 3alaHUA 1JI5l OLIEHKH YMEHU I

3ananue 1. CocraBpTe U OPOPMHUTE TPHUKA3BI IO OCHOBHOM JEATEIHLHOCTH, U JPYTHE
pacnopsIuTeabHbIE TJOKYMEHTBI, HeOOXOAMMbIE B JAHHOM yIpaBIeHYECKO CUTYyallnu.

Ha MockoBckoMm koMOMHATE MO MPOU3BOACTBY MY3bIKAIbHBIX HHCTPYMEHTOB U MeOeIu
(rocyapcTBEHHOE MPEINpUATHE), KOTOPBIH BXoAUT B KoHIIEpH 10 pa3paboTKe U MPOU3BOJCTBY
MPONYKIIMK MY3bIKanbHOU mpombliuieHHOCTH (POCMY3IIPOM), neiictByer Ilonokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEXOB, OT/IENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymero 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
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rmaBHOMY Oyxrantepy komOuHata Tpomunoi C.I'. — oprann3oBaTh BeIILIATY TpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mmanoBo-s3koHOMHuueckoro otaena MarseeBa C.H. u rmaBHBIN Oyxranrep
Tpommnua C.I'. 3aBU3MpOBaIN MPOEKT MpUKa3a TUPEKTOpa KOMOUHATA.

3anganme 2. CocraBbTe U OQOPMHUTE MPHUKA3bl IO OCHOBHOW JEATEIBHOCTH, U JPyTUE
pacnopsIuTeIbHbIe TOKYMEHTbI, HEOOXOAUMBIE B JAHHOM yNpaBIeHYECKON CUTYyallnu.

I'maBa PecnyOmuku Kapenmus C.JI. KaramangoB 8 Mas Tekymiero roja H3jaal
pacrniopspbkerue, B koropoMm MucTuTyTy Ononorun Kapensckoro HaydHoro mneHtpa Poccuiickoit
aKaJeMUu HayK ObLIO MPEASIOKEHO pa3paboTarh IUIaH JalbHEWIINX ACUCTBHUI 1O COXPaHEHHUIO
KpynHeiimeil B EBpomne CTOSHKM MUIpUPYIOIIMX MTHUL, JIPYI'MX HPUPOAHBIX OOBEKTOB
MEXIYHApOJHOTO 3HAYCHUS Ha TEppUTOpUH pecryonuku Kapenus, a Tak ke BKJIIOUUTH B IUIaH
JEUCTBUM MOATOTOBKY MEXAYHAapOJHBIX MEPONPUATHN IO Pa3BUTHIO peMeECel, Typu3Ma B
CENIbCKUX HACENICHHBIX MyHKTaX, UMEIOMNX 00BEKTHI MEKIYHAPOIHOTO 3HAYCHHUS.

[TogrotoBka wuHQOpManuuM O BBIIOJIHEHUM PACHOPSDKEHUS — BO3jlarajach Ha
MUHUCTEPCTBO CETBCKOT0 X03sMcTBa U MpoAoBoibCTBUS PK.

PacniopsixeHune ObIJIO U3aHO B LIEJSAX BBINOJIHEHUS MEXIOCYAAPCTBEHHBIX KOHBEHLUI
[0 COXPAHEHHUIO 10 COXPAHEHHUIO OMOJOTMYECKOro pa3HooOpasus, HAa OCHOBAaHHM PE3yJIbTAaTOB
MEXIyHapoaHOTo mpoekTta, ocymiecTBieHHoro ['YCII «llnemennoe xo3siictBOo «MIbHUHCKOE»
Ononenkoro paioHa.

Pacnopsixenue odopmiteHo Ha Oi1aHKe ¢ n300pakeHneM repba pecnyonuku Kapenus, a
TaKXKe C yKa3aHHEM HAaUMEHOBaHMs TocylnapcTBa, cyowbekra denepanuu U HAaUMEHOBaHMS
JIOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. Tunoeele 3agaHu 1JI OLEHKH HABBLIKOB

3anganme 1. CocTaBbTe pacopsAUTENbHBIE JOKYMEHTBI, HEOOXOIUMBIE B TAHHON
yIpaBJIEHYECKON CUTYyaLlUH.

Hupextop OO0 «Konsepcus» Tpodpumor O.FO. 7 anpens TekyIiero rojaa u3aai npukas oo
yTBepkaeHUH [lonokeHuss o MOpsaKe pacyeToB 3a OKa3aHUE HWH(POPMALMOHHBIX YCIYT.
IOpuckoncynpTy 1o (hMHAHCOBO-XO3AKWCTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapro-
pedepenty [aruneBoit E.A. Obuto mopydeHo k 10 ampenst pa3paboraTh THUIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB MH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX TPUMEHEHUE B JAEATENbHOCTH Npeanpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIEHHE, YYET U
COXpaHHOCTh OJIAaHKOB JIOTOBOpPOB Bo3lokeHa Ha JlaruneBy E.A., koTtopas BmecTe ¢
IOPUCKOHCYJIbTOM 3aBU3UpPOBAJIa MIPOEKT MIPHUKa3a.

3apanue 2. CocTaBbTe pacopsAUTEIbHBIC TOKYMEHTHI, HEOOXOIUMBIE B JTAHHOM
YIIPaBJICHYECKOW CUTYallUH.

C nenplo NMpUBIEYEHUS CPEACTB JUIsl OOecreueHHs] MPOM3BOACTBEHHOH JESITEIbHOCTH
rerepanbHblil gupekTop OO0 «Texnuka» (1. Kypek) Cokxonos O.I'. 20 ceHTsOps TEKyLIEro roga
M3J1aJ1 IIPUKa3 O CO3JaHUN KOMMEPYECKOI0 OTAEIIA B COCTaBe 3 IITATHBIX €AUHUL: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpusitust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEpPKICHHE HOBOE IITATHOE
pacnucaHue NpeaAnpusITrs Ha 4 kBapTai Tekyuiero rojga k 1 oktsi0pst. Kommepueckomy nupexkropy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IPUKa3a, MPEANMCAHO 3aKOHYMTH
KOMILJIEKTOBAHUE OT/EJa KaJpaMH C BBICIIMM KOHOMUYECKUM 00pazoBaHueM K 10 oKTa0ps.

13



9. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHas1 IUTEpaTypa

1. Ky3nenos, 1. H. JlokymeHTanmoHHOe oOecrieueHue ynpasieHus. [JokyMmeHToo00poT
U JICJIONPOU3BOCTBO : YIeOHUK M mpakTukyM 11 By30B / U. H. Ky3neno. — 4-¢ u3j., nmepepao.
u gon. — Mocksa : U3narensctBo KOpaiit, 2025. — 545 c. — (Briciiee oopa3oBanmne). — ISBN
978-5-534-16003-1. — TekcT : anextpoHHBIH // O6pazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/559712

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 : M3natensctBo FOpaiit, 2025. — 270 c. — (Bsicmee oOpazoBanue).
— ISBN 978-5-534-16016-1. — Tekcrt : anexTpoHHbIH // O6pazoBaTenbHas miatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/560116

9.2. lonoJTHUTEIbHAS JIUTEPATypa

1. MBanoBa, A. FO. Pycckuii s3bIK B 1€J0BOM JTOKYMEHTAIMU @ yUeOHUK A7 BYy30B / A.
1O. NBanoBa. — 3-e u3a., nepepad. u gor. — Mocksa : U3narensctBo KOpaiit, 2025. — 129 c.
— (Bricmiee oOpazoBanme). — ISBN 978-5-534-20345-5. — Tekct : »37eKTpOHHBIA //
ObpazosarenbHas wiatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/560948

2. KazakeBuu, T. A. JlokymeHToBeneHnue. JIOKyMEHTAIIMOHHBIA CEPBHUC : YUYCOHUK U
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2025. — 167 c. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextpoHHbli // OOpasoBarenbHas muatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/562369

3. Illysanosa, H. H. OpraHuzamnus ¥ TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOECTICUeHUs
yrmpasieHus : yueOHuk s By3oB / H. H. lllyBanoBa. — 3-e uza., mepepab. u qon. — Mocksa :
WznarensctBo FOpaiit, 2025. — 234 ¢. — (Briciiee oOpa3oBanue). — ISBN 978-5-534-20347-9.
— Tekcr : onexktponHwnid // OOpaszoBatenbhHas tatdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/561048

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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- 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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