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Ipunoowcernue 4

K OCHOBHOU NpOoGhecCUOHATbHOU 00PA308aMENbHOU NPOSPAMME

no Hanpagnenuio noocomosku 38.03.01 Dxonomuxa,

HAnpaeieHHocms (Mpoghuiv) npocpammol « Buewinesk onomureckas 0esimenrbHoCms U
Qunancosoe KOHCYILMUPOBAHUE

Pabouas mporpamma AucCHUIIIMHBI «/JOKyMEHTOOOOPOT U J1eIONPON3BOACTBO» BXOAUT B
COCTaB OCHOBHOM 00pa3oBaTeNbHONW MPOrpaMMbl BBICIIEI0 OOpa30oBaHMSI MO HAaIMPABJICHUIO
noaroroBkn 38.03.01 DOxoHOMMKa, HampaBlieHHOCTb (Impoduib) «BHemHesKoHOMUuYecKas
NEeSITeIbHOCTh U (PMHAHCOBOE KOHCYJIBTUPOBAHUE) U IIpeIHa3HaueHa Ui 00yJaroumXxcs OYHON 1
OYHO-3209HOH (HOPMBI OOYUEHHUS.

© MHCTUTYT MEXTyHApOIHBIX IdKOHOMUYECKHX CBs3ei, 2022.
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1. Heab u 3aga4u JAUCHUTLTHHBI

Heap qucuuminHbl «J0KYMeHTO000POT U /1eJIONPOU3BOACTBO» — (hOpMUpOBaHUE Y
06yqa}01111/1x 3HAaHUU TCOPECTUUCCKUX U ITPAKTUYCCKUX OCHOB CO3JJaHUA JOKYMCHTOB YIIPaBJICHU I,
a TaK)Xe MPUOOpPETeHHE HABBIKOB T'PAaMOTHOW M A(PPEeKTHBHON OpraHW3allid COBPEMEHHOTO
JIEIOTPOM3BOJICTBA HA IPEANIPUATHUSIX U B OPTaHU3AIUSIX.

3agayu AUCHUNVIMHBI

— H3Yy4YUTh  3aKOHOJATENIbHblE U HOPMaTUBHO-METOJUYECKUE  JOKYMEHTHI,
peryiaMeHTupyoImuepadoTy ¢ JOKyMEHTaMH OpraHU3alllH;

— O3HAKOMHUTH C ITPaBUIIAMH COCTABJICHUS K OPOPMIICHUSI YIIPABJICHUECKUX JOKYMEHTOB;

— M3YYUTh MOPAIOK PabOThI C TUYHBIMU U CITYKEOHBIMH JIOKYMEHTAMHU;

— chopMupoBaTh HaBBIKM COCTaBJICHHUS M OGOPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBJICHHUS;

— H3YYHTh paboTy CIIY>KOBI TOKYMEHTAIIMOHHOT'O O0ECIICUCHU ST yIIPaBIICHHUS;

— O3HAaKOMHUThb  CIylIaTelel ¢  COBPEMEHHBIMM  TEXHOJIOTUSMHU  OpraHu3aluu
JIOKYMEHTOOOOpOTANPEANPUITUN U OPraHU3aL 1.

2. MecTo IMCHUILIMHBI B CTPYKTYpPe OCHOBHOI npodeccoHaIbLHOI
o0pa3oBaTe/IbHOM NPOrpaMMbl BbICIIEro 00pa3oBaHMsA

Jucnunnuna «JlokyMeHTo000pOT U JeOMPOU3BOICTBO» BXOAUT B 00S3aTENbHYIO YacTh
y4eOHOro IMaHa Mo HampaBieHuro mnoarotoBku 38.03.01 DkoHOMHKa, HaMpaBIECHHOCTH
(mpodpunp)  mporpamMmbel  «BHemHeskoHOMHYeCKas ~ JEATENBHOCT M (DMHAHCOBOE
KOHCYJIETUPOBAHUE».

3. O0beM AUCUUIIIMHBI B 324€THBIX €JUHHLAX U aKaJeMHYeCKHX Yacax ¢
YKazaHuE€M KOJHUYECTBA AKAACMHUYECCKUX YaCOB, BLIACJICHHBIX HA KOHTAKTHYIO paﬁoTy
00yyaruuxcs ¢ npenojasaresieM (10 BHIaM y4eOHbIX 3aHATHI) H HA CAMOCTOSITE/IbHYIO
padoTty o0y4aromuxcst

OO6mmas Tpy10€MKOCTh IUCHUIUIMHBI COCTaBIsAeT 3 3au€THBIC eqMHUILIBI, Bcero — 108 yacoB.

. Bcero yacos
Buj yueOHoil padoTsl
ouHas popma OYHO-3a0YHAas
00y4YeHHs dopma obyueHus

KonTakTHas padoTta ¢ npenoaaBarejem (Bcero) 28 16
B Tom uncne:
3aHaTHA JIEKIIMOHHOTO THIIA 14 12
3aHATHS CEMUHAPCKOI'O TUIA (CEMUHAPBHI) 14 4
CamocrosiTesibHasi pabora (Bcero) 80 92
dopma KOHTPOJISI 3a4eT ¢ OlEHKON
O0mast Tpy10éMKOCTh M CUMILTHHbBI 108




4, IlepeyeHb MUIAHUPYEMBIX Pe3yJibTATOB 00y4eHHUs MO TUCIUIIAHE, COOTHECEHHBIX C
IJIAHUPYEMBIMH Pe3yJIbTATAMM 0CBOEHUsI 00pa30BaTe/bHOMH MPOrpaMMbl

Koa v HanumeHoBanmne

Koa v HammeHnoBanmue

Ilnanupyemble pe3yabTaThl

KOMIIeTeHIM U (i) MHAMKATOPA AOCTHKEHUSA
0o0y4eHHUsI 10 IMCUHUILINHE
BbIIYCKHUKA KOMIIeTeHIIMH
OIIK-5 NOIIK 5.1 3Hath: 3JICKTPOHHBII
Cnocoben wucnone3oBath | Imeer mpeacraBieHue o JOKYMEHTOOOOpOT.
COBPEMEHHbIE COBPEMEHHBIX YMerb: BbHIOMpPATh COBPEMEHHbIE
HH(opMalMOHHbIE MH(OpMaIOHHBIX UH(OpMALlMOHHBIE  TEXHOJIOTHU
TEXHOJIOTUU U | TEXHOJIOTUSX U npu OpraHu3alun
MpOorpaMMHBIE  CPEICTBA | MPOTPaMMHBIX CPEJICTBAX, JIOKYMEHTOO000pOTA.
npu pelIeHnn | HeOOXOUMBIX JUls peiieHus | Baagers: OIIBITOM
npoeccuoHaIbHBIX npogeccuoHabHBIX 3a/1a4. U CII0JIb30BaHUs COBPEMEHHBIX
3ajau. NOIIK 5.2 UH(OPMAIIMOHHBIX  TEXHOJIOTHH
OcymecTBasTh  BBIOOp M | IpH OpraHH3alux
IPUMEHEHHE COBPEMEHHBIX | JOKYMEHTOOO0OpOTa.
uH(OpMaIIOHHBIX
TEXHOJIOTUM U MPOrpaMMHBIX
CPECTB MpHU pEIICHUH 3a7ay
npodeccuoHaIbHON
JIESITETIbHOCTH.
IIK-4 HNIIK 4.1 3HATD: OpraHu3alMOHHbIC
CrnocobeH ocyIecTBIIATh | ['OTOBUT K 3aKIIIOYEHHUIO OCHOBBI JOKYMEHTallHOHHOIO
JIEIOBYI0 KOMMYHUKAIIMIO | BHEIIHETOPTOBBI KOHTPAKT | oOecreyeHus
u noxkymeHTauuonsnoe | U1K 4.2 BHEIIHEIKOHOMUYECKOH
obecrieyeHue OcymecTBiser JESTETBbHOCTH.
BHEIIHEIKOHOMUYECKON | JOKyMEHTapHOe Ymern: OCYILIECTBIISATh
NeSITeTbHOCTH COTMPOBOXKJIEHUE JOKYMEHTallHOHHOE
BHEIIIHEIKOHOMUYECKOU COINPOBOXICHUE
JEeSITEIbHOCTU npogeccuoHaIbHON
HIIK 4.3 NEITEILHOCTH.
VYuacTtByeT B opranuszauuu u | Baagern: CIOCOOHOCTBIO
BEJICHUU NIEPETOBOPOB, B T.U. | OCYILECTBJIATH

Ha aHTJIMUCKOM S3BIKE

JIOKYMEHTALlMOHHOE o0ecrieueHune
BHEIIHEIKOHOMHYECKOH
JICATEILHOCTH.




5. Conep:xaHue TUCHUILIUHBI

HaumenoBaHue
TeM (pa3aesioB)

Conep:xanne TeM (pasesioB)

Tema 1.

YHI/I(I)I/IKEII_II/IH U CTaHdapTHU3alusd JIeIIOBOM JOKYMCHTAllUH. CJ'IOBapL-

Opranu3anoHHbIE | MUHUMYM TEpMHHOB W ompeaeneHuii. OOmmpe HOPMBI M TIpaBHIA
OCHOBBI odopMIICHHU S TOKYMEHTOB (pa3Mephl Oymar, mojiei, HyMeparus CTpaHHUIl |
JeOTPOU3BOJICTBA. | T.JI.) IPUMEHSEMOE B JICIIOMPOU3BOICTBE.

biianku

JIOKYMEHTOB.

Tema 2. Knaccudukanua nemoBoit  gokymeHTtanuu. I[lpaBuna odopmiieHus
Opranu3anoHHO- | PEKBU3UTOB OJIaHKA M MIX PACIIONIOKEHUS Ha CTaHIapTHOM (hopmate Oymary,
pacnopsauTensHas | pasmepbl  monei.  Dopmynsp-  oOpasen;  IpyNmbl  JOKYMEHTOB,
JOKYMEHTaLHSl. NpUHAJIeKAIIUX K OTHOM crcTeMe.

Ob6uras [IpoextupoBanue OIaHKOB  JOKyMEHTOB  opranuszauuu. Cocras,
XapaKTepUCTHKA oopmiieHre, H3rOTOBIIEHUE, XpaHEHNE OJAaHKOB OpPraHU3aIAH.

CTHJIS CITy)KeOHOU brnank moxymeHTa: MOHSTHE, Ha3HAYCHHWE, BUJIbI OJaHKOB (00U OJaHK,
JOKYMEHTALUH. OnmaHK MHChbMa, OJAHK KOHKPETHOTO BUJA JIOKyMEHTa (KpoMe MHChbMA).

CocraB, odopmieHrne pekBU3UTOB OnaHka. (OCOOEHHOCTH  SI3BIKA
cry)eOHbIX ToKyMeHTOB. KoMmosuiius nokymenta. CTpyKTypHbBIEC OIIHOKH.
HeymecTHOe U HeompaBIaHHOE ynoTpeOieHue

MHOCTPAaHHBIX CJIOB.

Tema 3. CnpaBouHO-
uH(opMalMOHHbIE
JAOKYMCHTHI.
JlenoBas nepemnucka.
CocraBiieHue aKToB
UIIPOTOKOJIOB.

Qukcauus (omucaHue) JOKANbHBIX MpaBUJ, HOPM, IOJIOKECHHUH,
ONMpEeNEeAOIMX CTaTyC OpraHu3aluu, €€ CTPYKTypy, IITaTHYIO
YUCJICHHOCTh U JIOJXKHOCTHOM COCTaB, KOMITETEHIIMH JOIKHOCTHBIX JIUIL U
CTPYKTYPHBIX MOpa3IeIeHUH, (byHKIIMOHATIBHOE coJiep KaHue
NeSITeIbHOCTH OPTaHU3allNU B I[€JI0M, €€ MOIpa3/ieieHH il U pabOTHUKOB, UX
npaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh H JIp., B  OpPraHU3alMOHHO-
pactopsiIUTENBHBIX JOKYMEHTaX OpraHu3aIui.

CtpykTypa, HazHayeHUe, MOPSIOK pa3pabOTKHU, COTJIACOBAaHUS U
yTBepxaeHus [IpaBun BHyTpeHHEro Tpy10BOro pacnopsaka, [lonoxenus o
nepcoHaiie, [1onoxkeHus o0 CTPYKTYpHOM IMOJpa3aeiaeHuu, JomKHOCTHON
uHCTpYyKIuH. [lITaTHOE pacnircaHye Kak TEePBUYHBIN YUETHBIN IOKYMEHT IO
ydeTy kaapoB. O3HakoMJIeHUE PaOOTHMKOB € JJOKAIbHBIMH HOPMATHBHBIMU
aKTaMH OpraHHu3alllu.

Buner u HaszHaueHue WHQPOPMAIMOHHO-CIIPABOYHOW TOKYMEHTAIMU TIO
KaJpaMm. [Topsimox odopmieHus, OCHOBHBIE  PEKBHU3UTHI u
MpaBONPUMEHUTENbHAS MPAKTUKANCIIOIB30BAHUS TOKIAHBIX, CITYKEOHBIX
1 OOBSICHUTENBHBIX 3alMCOK, MPEICTABICHUHN, MPEIIOKEHHH, 3asBICHUM,
aKTOB, CIIPaBOK M Jp. B KAYECTBE OCHOBAHUM JJIsI NPHUHSITHN PEIICHUN B
cdepe yrnpaBiaeHUs IEPCOHATIOM OpraHU3aLHH.

Tema 4.
PacnopsiaurensHbie
JOKYMEHTHI.
CocraBnenue
IIPUKAa30B, YKa3aHHUM,
pacCIOpPsSKEHU .
Opranu3zanuoHHbIE
JOKYMEHTHI.

Opranu3ainoHHO-PaCHOPSAUTENBHBIE TOKYMEHTBI: TTOHITHE, Ha3HAUYCHUE,
OCHOBHBIE BH/IbI (OpraHU3allMOHHBIC, PACHIOPSIUTEIbHBIE, CIIPABOYHEIE).
Opranu3aiuoHHbIE TOKYMEHTHI: YCTaB, MOJIOKEHUE, CTPYKTYpa U IITaTHAas
YHCIEHHOCTh, ITATHOE pacIHCaHMe, IPAaBUIIA, JODKHOCTHAS UHCTPYKIINS,
WX Ha3HauYeHHWE, XapaKTePUCTHKA M COCTaB, TPeOOBaHUS K O(GOPMIICHHUIO,
HOPSA/I0K YTBEPXKICHHUSL.

PacniopsinutenbHble JOKYMEHTBI: OCTAHOBJIEHUE, PHKa3 (110 OCHOBHOM
NESITENIFHOCTA W TI0 JIMYHOMY COCTaBY), PacloOpsDKCHHE, COBMECTHBIA
PacCHOPSIIUTENbHBIH JOKYMEHT, X Ha3HAYCHHE, XapaKTePHCTUKA M COCTaB,
TpeGoBaHMs K 0(OPMIICHHIO.

CrpaBouHO-MH(pOpMaIIMOHHBIE JOKYMEHTHI: CITyKeOHBIC THChMa, CIIPaBKH,
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JOKJIQHbIE 3aITUCKH, TPOTOKOJBI, aKTHI, 3asSBJICHUS, X XapaKTEPUCTUKA U
cocTtaB, TpeOoBaHUs K 0(OPMIICHHUIO.

Tunbl [OKyMEHTOB: WOJUIMHHHUK, KOMHS, IyONWKar, BBINKUCKA, HX
HazHavyeHue. [lopsmok odopmieHHsS W BBJIAYM KONUN M TyOJIIMKaToB
JOKYMEHTOB, BBIITHCOK U3 HUX.

Tema 5.
Opranuzanus
JOKyMEHTO000pOTA.
Opranuzanus
perucrpamnuu
JIOKyMEHTOB U
KOHTPOJIb
HCIIOJIHCHUS
JIOKYMEHTOB.

PeFI/ICTpaL[I/ISI JOKYMCHTOB: NOHATHC, LCIHU, 3ada4u, MCCTa PCrucrpannun
Pa3MUYHBIX KaTeropuil TOKyMeHTOB. CHCTeMBbl M (pOpMBI pErucTparyu
(KypHanbHasi, KapTOYHas, aBTOMaTHU3WpPOBaHHAas), MX JOCTOMHCTBA U
HenocTatku. Ilokasarenu, BBOAWMBIE B PErUCTPallMOHHBIE (OPMBI.
Ocobennoctu perucTpanmu BXOJAAMIMUX, HUCXOOAIINX W BHYTPCHHUX
JTIOKYMEHTOB. DJICKTPOHHBIN TOKYMEHTOOOOPOT.

CocTaB BBIMOJNHSIEMBIX pabOT MpHU OTMPAaBKE HUCXOISAIIUX JOKYMEHTOB:
MpOBEpKa MPAaBHJIBHOCTH OGOPMIICHHS, HAIWYHS IPHIIOKEHUH, aapecara,
COPTHpPOBKA IO ajpecaTaM M BUJAM OTIPABJICHHUH, COCTaBJIEHUE OIHCH
paccbuikd. TpaaunHMOHHBIA cHoco0 OTHpaBKU JOKYMEHTOB (IIOYTOR).
OTnpaBka TIOKyMEHTOB C TOMOIIIBIO TeaedoHa, (akca.

KOHTpOJ'II) HUCIOJIHCHUA OOKYMCHTOB: TIIOHATHC, HAa3HAUCHUEC, BHIbL
[IpuHuuner opranuzanuu KOHTpods. CpPOKM HCIOTHEHUS: THUIIOBOW,
HHI[HBH,HyﬁJIBHBIfI. Texuomorusa BCACHUS KOHTPOJIA. AHam3 HCIIOTHEHUA
JOKYMEHTOB B YUYPEXKICHUU.

B3anmocBs3b perucrpaniy J0KyMEHTOB U MH(POPMAIIMOHHO- CIIPaBOYHON
pabotel. Opranusanus paboThl ¢ HTOMOILBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIE  JIMIIA, OCYILECTBIISIIOIIME PErUCTPALMI0 U KOHTPOJb
HWCTIOJTHCHUS, UX PYHKIIUK U TIpaBa.

Tema 6.
Opranuzanus
OIepaTUBHOTO
XpaHEHHUS
JOKYMEHTOB.
dopMHupOBaHHUE JE.

Homenknatypa pen: mnoHsATHe. 3HadyeHUME HOMEHKIATYphl Jel Ul
KJaccu(PUKAIMM JJOKYMEHTOB, OIIEPAaTUBHOTO XpaHEHHS W UX Tpex
apXWBHOW MOArOoTOBKH. Buael HoMeHknatyp nen. Ilopsmok cocraBieHus,
oopMiieHHUs, YTBEPkKAECHUS U NPUMEHEHUS KOHKPETHOM HOMEHKJIATYphbl
nen. [lopsinok popmupoBanus aed.

Opranuzanusi  XpaHeHUsT  UCIOJIHEHHBIX  JOKYMEHTOB. (OCHOBHbIE
TpeOOBaHMSI HOPMATUBHBIX JOKYMEHTOB, PErjJaMEHTHUPYIOLUMX IaHHBIA
3Taln JOKYMeHT000opoTa. OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTOB.

Tema 7. ITogroroBxa
JOKYMEHTOB K
MOCIIE Y IOLLEN
nepeaayve
JOKYMEHTOB B apXUB
WJIA Ha
YHUUTOXXECHUE.

OcHOBHBIE 3Tallbl MEpeaun JOKYMEHTOB B apXUB WJIM Ha YHHUUTOKEHUE:
MOJATOTOBUTENBHBIN (000CHOBaHME BBIOOpA CrocoOa COXpaHEHUS WIH
YHUUYTOXXEHUSI MyTeM MPOBEACHUS SKCIEPTU3bl IEHHOCTU JIOKYMEHTOB),
OCHOBHOM (MOArOTOBKAa Je1 A Mepefadyd B apXuB), 3aBEpUIAIOILUN
(mepenavya B apXvB WU YHUUTOXKCHUE).

DKcnepTH3a EHHOCTH JAOKYMEHTOB: MOHsATUE, Ha3HadyeHue. [IpuHuums! u
KPUTEPUHU OIPEACIICHUS HAy4HOM, HCTOPUYECKOM U IPAKTUYECKOU
IEHHOCTH JIOKYMEHTOB. ODKCIEPTHBIE KOMHCCHH, WX (QYHKIIMH, TpaBa.
Otanbl npoBeaeHUs dKcnepTusbl. OpopMmiIeHHE pe3yabTaTOB SKCIEPTU3BL.
Cpoxu xpaHeHHs TOKyMEHTOB. [lepedHu JOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHEHHUs], UX BUJbl,Ha3HAYE€HHE, CXeMbI nocTpoeHus. [lopsanok nepengaun
Je71 B apXUB WJIM YHUYTOKEHUS JOKYMEHTOB.

TpeOoBanuss K OG(OPMIIEHUIO Jie1 TOCTOSHHOTO, BPEMEHHOTO CpPOKOB
XpaHEHHUs! W 1O JUYHOMY cocTaBy. IIpaBmiia opopMIIeHHS U COCTABIICHUS
onucu aen. [lopsinok nepenauu aen B apXuBs.

ApXuB: TOHSATHE, Ha3HaueHuWe. Bunapl apxuBOB: TOCYJapCTBEHHBIE,
BEJIOMCTBEHHBIC,  OOBEIMHEHHBIC BEJIOMCTBEHHBIC, OOBEIMHEHHBIC
MEXBEJIOMCTBEHHbIE 110 JIMYHOMY COCTaBy. ApXUBHbIE (OHJIBI:
JOKYMEHTAJIbHbIN, TOCYAAPCTBEHHBIN.




6. CprKTypa AUCHUIITMHBI MO0 TEMAaM C YKAa3aHUEM OTBCACHHOI0 HA HHUX
KOJINYeCTBA aKaJeMHUYIECCKHUX YaCO0B U BUAO0B yqeﬁnmx 3aHATHH

Ounas ¢opma 00yueHust

KonTakTHas pabdora, 4yac. Camocro
HaumeHoBaHue TeM (pa3iesioB) 3ansiTus siteJbHana | Beero,
JUACIHUIIITUHBI JIEKIIUOHHOT O CemuHapwbl paoora, Jac.
THIA qac.
Tema 1. Opranu3zaninoHHbIE OCHOBBI 2 2 10 14
JIeI0onmpOn3BOACTBA. bianku
JIOKYMEHTOB.
Tema 2. Opranu3aimoHHO- 2 2 10 14
pacnopsauTeNbHas JOKyMEHTAIHS.
OOmras xapakTepUCTUKA CTUIIS
CITy’K€OHOH JTOKyMEHTAIUH.
Tema 3. CripaBouHO- 2 2 12 16
WHGOPMAITMOHHBIC TOKYMEHTHI.
HenoBasinepenucka. CocTaBiieHHE
AKTOB M IIPOTOKOJIOB.
Tema 4. PacnopsauTeabHbIC 2 2 12 16
nokyMeHThI. CocTaBiieHHE TTPUKA30B,
YKa3aHUM, pacIlOpsHKEHU .
Oprasu3aioHHbIe TOKYMEHTHI.
Tema 5. Opranu3zanus 2 2 12 16
ToKyMeHTooOopoTa. Opranuzamnus
perucTpanuu J0KyMEHTOB U KOHTPOJIb
HMCIOJTHECHHUSIJOKYMEHTOB.
Tema 6. OpranuzanusionepaTiBHOro 2 2 12 16
XpaHEeHU s TOKYMEHTOB.
DopMHUpPOBaHUE JIC]L.
Tema 7. IloaroroBka JOKYMEHTOB K 2 2 12 16
MOCJIeTyIONIEH nepeaadye T0KyMEHTOB
B apXMB MJIM Ha YHUUTOXEHHE.
HUTOI'O: 14 14 80 108
OuHo-3204Hast popma 00yueHHs
KonTakTHas padora, yac. Camocro
HaumeHoBaHue TeM (pa3iesioB) 3ansaTus ATeabHas | Beero,
AUCHUIIVINHBI JIEKIIMOHHOI'0 CeMI/IHapbl paﬁoTa, yac.
THIIA qac.
Tema 1. Opranu3aniioHHbBIE OCHOBBI 1 - 13 14
JIeTIONPOU3BO/IcTRA. bianku
JIOKYMEHTOB.
Tema 2. Opranu3anuoHHO- 1 1 13 15
pacnopsiAUTeNIbHAs JOKyMEHTaIHSI.
OOm1ast xapaKTepUCTUKA CTUIIS
CIIykeOHOH JTOKYMEHTAIUH.
Tema 3. CripaBo4HO- 2 - 13 15

WHGOPMAITMOHHBIC TJOKYMEHTHI.




JenoBasimepenucka. CocraBieHue
AKTOB U IIPOTOKOJIOB.

Tema 4. PaciopsimuTenbHbIS 2 1 14 17
nokymMeHThbI. CocTaBlIeHHE TTPUKA30B,
yKa3aHUH, pacOpsLHKCHUM.
Opranu3aiuoHHbIE TOKYMEHTHI.

Tema 5. Opraauzanus 2 1 13 16
JTOKyMeHTooOopoTa. Opranu3anus
pPErUCTpaIiy JOKYMEHTOB U KOHTPOJIb
VCITOJTHEHU S JIOKYMEHTOB.

Tema 6. Opranu3zanusonepaTiBHOTO 2 1 13 16
XpaHEHHUS TOKYMEHTOB.
DopMHUpPOBaAHUE JIC]L.

Tema 7. [loaroroBka TOKyMEHTOB K 2 - 13 15
MocJeayomei nepegaye J0KyMEHTOB
B apXMB MJIM HA YHUUYTOXXCHHE.

HUTOI'O: 12 4 92 108

7. IlepeyeHb y4eOHO-METOAUYECKOT0 OOecneyeHus ISl CAaMOCTOSITeIbHOMH PadoThI
o0yyaoumuxcsi Mo TUCHUILINHE

CamocTosTenbHas paboTa SBISETCS OJHUM M3 OCHOBHBIX BUIOB YUeOHOH J1eATENbHOCTH,
COCTaBHOM YacThI0 yueOHOTO Mpolecca U UMEET CBOEH IeNblo: IITy0OKOoe yCBOGHHE MaTepuaa
JTUCIUIINHBI, COBEPIICHCTBOBAHUE U 3aKpEIJICHHME HABBIKOB CaMOCTOSITEIbHOW pPabOTHI C
JTUTEPaTypoil, PEeKOMEHIOBAHHOW IpernojaBaTesieM, yYMEHHUE HAWTH HYXXHBIH MaTepuan u
CaMOCTOSITENIBHO €r0  MCIOJb30BaTh, BOCIHMTAHHE BBICOKOH TBOPUYECKONM aAKTHUBHOCTH,
WHULMATUBBI, TPUBBIUKK K TOCTOSHHOMY COBEPIICHCTBOBAHWUIO CBOUX 3HAHUU, K
L[EeTICYCTPEMIICHHOMY Hay4HOMY TOHUCKY.

KoHTponb camocToATeNbHOM paboThl, SBISETCS BaXHOH COCTAaBIISIOIIEH TEKYIIEro
KOHTPOJIS YCIIEBAEMOCTH, OCYILECTBJISIETCS IpPENoAaBaTeieM BO BpeMsl JEKLIHUOHHBIX U
MPaKTUYECKUX (CEeMUHAPCKUX) 3aHATHI U 00eCleYnBaeT OLEHUBAHUE X0/1a OCBOCHUSI U3y4aeMOn
T CITUTLITNHBI.

BOl'lpOCbl AJIA CAMOCTOATECIBHOIO U3YyYCHUSA

1. KakoB mpeaMeT TOKyMEHTAIlHOHHOTO O0eCTIeUeHUsl yIIPaBICHHS?

2. Kakue HOpMAaTHBHO-TIPABOBBIC aKThl PETyIUPYIOT JOKYMEHTAIIMOHHOE O0ECIICUCHHE
yIpaBieHHs?

3. KakoBa  mpakTuyeckas3HAUMMOCTh Yy4eOHOM T CITUTLIIAHBI
«JTOKYMEHTAIlHOHHOE 00ecrieueHre yrpaBiIeHUs»?

4. Kakoit 00beM U cosiepkaHie UMEIOT MOHATUS «UH(GOpMALUD» U «TOKYMEHT»?

5. Kakyto ponb urpaer nundpopmanus B odecriedueHu 3pPeKTUBHOTO YIIpaBIeHUs?
6. KakoBbI HICTOYHUKH TOTyYEHUsI YIIPABICHUECKON HHPOpMALIIH?
;

. KakoBpl = Ha3HaueHue u byHKIUH CIIyk0 TOKyMEHTAIlMOHHOTO
oOecrieueH s YIIpaBICHUS B COBPEMEHHBIX OpraHU3aIlusX ?
8. Uro Takoe «cucreMa JOKYMEHTAIIH I U «yHHQUIHUpPOBAHHAS  CHUCTEMa
JOKYMEHTaIHu» ?

9. Kakue BuIbl YIpaBJIEHUYECKUX AOKYMEHTOB BKJIOYaeT B ceOsf YHuduuupoaHHas
CHUCTEMA OpraHU3alliOHHO-PAaCIIOPSAAUTEIbHON TOKYMEHTALNH ?
10. OpraHu3anOHHBIE TOKYMEHTHI TPEITPUSITHS.
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11

. PaCHOPSII[I/ITeJ'H)HBIC AOKYMCHTHBI NPCANPUATUA: TPUKA3BI IO OCHOBHOMH JACATCIBbHOCTH,

PaCioOpsLKCHU A, PCILICHUA.

12

. MHdopmarnimoHHo-CripaBOYHbIE JOKYMEHTHI: TPOTOKOJIBI, [TOJIHAS U KpaTKas (opMa ux

odopmIIeHUS.

13
3aIlMCKU;

. ndopmannoHHO-cripaBOYHbIE JOKYMEHTBI: aKThl; CIY>KEOHbIE U OOBSCHUTEIbHbBIE

CIIpaBKH; CJ'Iy)KC6HLI€ AOBCPCHHOCTU,; IIHUCbMA, HX KHaCCI/I(bI/IKaL[I/I}I, CTPYKTYpa,

CTaHJapTHBIE (hpa3bl U BHIPAKEHHUSL.

14

. IloHATHS TOKYMEHTOOOOPOT M OpPraHU3aIMs JOKYMEHTOO00pOTA.
15.
16.
17.
18.

HopmatuBHO-MeToanYEeCKas perjiaMeHTalus J0KyMeHToo0opoTa.

OcHOBHBIE TPaBUJIa OPTAHU3ALHNH JTIOKYMEHTO000POTa HA MPEATPUSATHH.
KauecTBeHHBIE XapaKTEPUCTUKH TOKYMEHTO000pOTA.

Knaccuduxanus JOKYMEHTOIIOTOKOB: TOPU30HTANIbHBIE, BEpPTHUKAJIbHBIE,

BOCXOAIIMEC, HUCXOAAIMNEC, BXOOAIHNC, UCXOAAINC U BHYTPCHHUC.

19

NG~ wWN PR

. Iloacuer oO6bemMa TOKyMEHTOOOOPOTA.

IIpumepHbIe TeMBI pedepaToB (TOKJIAT0B)

Hcropus pa3BuTHs Aei10npou3BoacTBa B Poccun.

YHu}UKanus T0KyMEHTOB, YHU(HUIIMPOBAHHBIE CHCTEMBI IOKYMEHTAIIH.
CoBpeMeHHOE COCTOsIHME HOpMaTHBHO-MeToanueckoi 6a3sl IOV (0630p).
CranjapTi3anus B ACIOMPOU3BO/ICTBE.

Hcropus poccuiickoro repoa.

TpeGoBanus kK HMOIEMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIaM.
OOmepoccuiickue kinaccu(puKaTopbl KaK JOKYMEHTHI MO CTaHIapTU3AINH.
XapakTepuCTHKA OTJEIBHBIX TPYIIT OPraHU3AIOHHO-PACTIOPSAUTEIbHBIX

JIOKYMEHTOB

9.
10.
11.
12.
13.
14.
15.
16.
17.

Oco0eHHOCTH CO3aHUsI TPHKA30B.

OOpamieHus rpakaaH, IpaBuiia paboThI.

XapakTepucTHKu U pestome. OcobeHHOCTH 0POPMIICHHUS.

PexomengaTenpHOE MUCHEMO.

KommMmepueckue nucema.

Oco0eHHOCTH S3bIKA U CTHJIS CITYKEOHOTO JOKYMEHTA.

HcTtopust yHU(HUKAUY TEKCTOB CIYKEOHBIX ITHCEM.

DJIEKTPOHHOE COOOIIEHNE — 0COOEHHOCTH SI3bIKA M CTHJIS.

NudopmanmonHas GyHKIUS JOKYMEHTa KaK CPEACTBO 3alleyaTiieHus U XpaHeHUs

uHdopmanuu.

18.
19.
20.

CouunanbHas QyHKIHS JOKYMEHTa, €€ POJib B OBBIIIEHUH ITPABOCO3HAHUS 00IECTBA.
KoMmmyHnukaruBHas GyHKIHS TOKYMEHTA KaK CpPEJCTBO Mepeaayl nH(popMaui.
[TpaBoBas GyHKIHS TOKYMEHTA KaK CPEJCTBO YCTAHOBJICHHS MPABOOTHOIICHU I

MEX]Ty IOpUIMYECKUMU U (PU3NUECKUMU JTUIAMU.

21.
22.

CDy'HKI_II/IH JOKYMCHTA B KaUC€CTBC UCTOPHUCCKOI'O UCTOYHH KA.
praBHqueCKaﬂ (py'HKI_II/IH AOKYMCHTA B POJIX OCHOBHOI'O MHCTPYMCHTA IJIS pCIICHU S

AIMUHUCTPATUBHBIX U OPTaHU3allMOHHBIX BOIIPOCOB YIIPABJICHUA.

23.
24,

Craructuueckas GyHKIUS JOKYMEHTA.
bnank nokymeHTa, UCTOPUS €ro pa3BUTHA. bIaHKK COBPEMEHHBIX YIPaBIEHYECKUX

JOKYMCHTOB.

25.

XapakTepuCcTHKa 3aKOHOAaTeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOTO

JAOKYMCHTAIMOHHOT'O obecrieyeHus YIpaBJICHHA.

26.
27.
28.
29.

Ponsb cityx061 IOY B nesTebHOCTA OpraHu3alui.

Opranuzanus pabouyux MECT M YCIOBHH Tpy/Ja mepcoHaina ciyxost JJOVY.
[Tonoxenue o cuyx6e IOY. CtpykTypa, yHKIIUH, METOIMKA pa3pabOTKH.
JlomxkHocTHAas MHCTPYKIUA. DyHKIIUH, CTPYKTYpa, METOUKA pa3pabOTKH.
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30. Opranuzamnus J0KyMEHTOO00POTa, OCHOBHBIE HAIIPABJICHUS COBEPIICHCTBOBAHMSI.
31. OObekTHUBHBIE U CYyOBEKTUBHBIC (PAKTOPHI, BIUSIOIIME HA POCT JOKYMEHTOO00pOTA.
32. DneKTpOoHHBIH JOKYMEHT0000poT. [Ipo0iaeMbl U mepcreKTUBbI pa3BUTHS.

33. ITlomynspHBIE CHCTEMBI IIEKTPOHHOTO ToKyMeHToobopoTa (CO/]) B PD.

Pacnpenesienne camocTosiTeJIbHOI padoThI

Buapl, popmbl 1 00bEMBI CAMOCTOATENBHON pabOThl CTYACHTOB MPHU U3YUYEHUU JaHHOU
JMCLMIUIMHBI ONPENIENIAIOTCS €€ COIepKaHUEM U OTPaKeHBI B CieIyIolel Tabauie:

Ne HanMeHoBaHue TeM Bua camocrosiTenbHOM O0beM camMoCTOATEILHOM
n/n | (pa3genoB) IMCHUIIMHBI padoThI padoTsI
ouHas opma | O4YHO-3a0UHas
o0yuyeHus ¢dopma
o0yueHus
1. | Opranu3anoHHBIE OCHOBBI | TIOJATOTOBKA K 10 13
JIETOTPOU3BOJICTBA. brIaHKH | ay TUTOPHBIM 3aHSATHSIM,
JIOKYMEHTOB. MOATOTOBKA pedepaTos,
JIOKJIAJIOB
2. | Opranu3anuoHHO- MOATOTOBKA K 10 13
pacTopsAuTeIbHAS ayTUTOPHBIM 3aHSITHSIM,
JIOKyMEHTaIIHSI. OOmas | moarotoBka pedeparos,
XapaKTePUCTHKA CTHUIISL | IOKJIAJIOB
CITy>KeOHOH JTOKyMEHTAIUH.
3. | CopaBouHo- IIOATOTOBKA K 12 13
WHPOPMAIIMOHHBIE ayJMTOPHBIM 3aHSTHUSM,
JOKYMEHTHI. JlenoBas | moarotoBka pedeparos,
Tepenucka. CocrapieHue | TOKJIaI0B
AKTOB M IIPOTOKOJIOB.
4. | PacmiopsiuTelIbHBIE [MOJArOTOBKA K 12 14
nokyMmeHTsl.  CoctaBieHue | 3Y/AUTOPHBIM 3aHATHAM,
NPHKa30B, yKasammif, | OATOTOBKA pedeparos,
. JOKJTaJIOB
pacTopsHKeHHIA.
OpranuzanuoHHbIC
JOKYMEHTHI.
5. | Opranuzanus MOJTOTOBKA K 12 13
JTOKYMEHTOO00POTA. ayJUTOPHBIM 3aHSTHSIM,
Opranmuzainusi perucTpalyy | MoAroToBKa pedepaTos,
JOKYMEHTOB H  KOHTPOJb | TOKJITAJIOB
VCITOTHCHU S JIOKYMEHTOB.
6. | Opranusamusi omepaTuBHOrO | MOArOTOBKA K 12 13
XpaHCHHS JIOKYMEHTOB. | ayIUTOPHBIM 3aHATHM,
DopMUpOBaAHUE JEI. MOJATrO0TOBKA pedepaTos,
JIOKJIAJIOB
7. | [loaroroBka NOKYMEHTOB K | IMMOJArOTOBKA K 12 13
TTOCJIC Y FOTICH nepenavye | ayJAUTOPHBIM 3aHSTHSIM,
JOKYMEHTOBB apXWB UJIM Ha | TOJIrOTOBKa pedepaTos,
YHUYTOXKCHUE. JTIOKJIaJIOB
HUTOI'O: 80 92
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8. IlepeyeHb BONPOCOB M TUIIOBbIE 3a1aHMSI AJI NOATOTOBKH K 324eTy € OLleHKOM

CoNoaR~wWNE

e
= o

[EEN
N

2003.
13.

"moamuce'.
14.

8.1. IlepeyeHb BONMPOCOB /I MOJATOTOBKH K 3a4€Ty C OLIEHKOM

Uro moHuMaeTcs 1moJ1 opranu3anueil JOKkyMeHToo0opoTa?

[TonsATHE TOKYMEHTOOOOPOTA, €ro KOJUYECTBEHHBIE M KaUeCTBEHHbIE XapaKTePUCTHKU.
MecTo 1 posib JOKYMEHTOB B YIPaBJICHUH Ha COBPEMEHHOM JTarle.

DyHKIUU AETOIPOU3BOJICTBA.

CocrtaB HOpMaTHBHO-MeTOoAM4YecKor 6a3pl [JOY.

Yro moHUMaETCs MOJ1 AOKYMEHTAI[MOHHBIM O0eCTIeUeHUEeM yIIPaBICHUS?

[TonsiTHEe OpraHM3allMOHHBIX TOKYMEHTOB

Cranpnaptuszanus 1 yaupukanus cucremsl JJOVY.

OGmepoccuiickue KiaaccupruKaTopbl JOKYMEHTAIUU.

['ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00ECTICUeHHS YIIPaBJICHUSI.
brnanku 1oKyMeHTOB U TpeOOBaHUS K HUM.
Crpykrypa nokymeHnTta. TpeboBanus k opopmieHuto qokymeHToB mo 'OCT P 6.30-

[TpaBuna odpopmienus pekBusuta "anpec”, "mara", "unmekc", "Buza", "3aromoBok",

C kakoi O CJIbIO pa3pa6aTLIBa10Tc;1 HHCTPYKIHH IO ACIOIIPOU3BOACTBY, YTO B HUX

HEOOXOAMMO MPEITyCMOTPEThH?

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

Cucrema opranu3aliOHHON IOKYMEHTAILUU.

Cucrema pacnopsauTeIbHON JOKYMEHTAIUU.

JlaiiTe onpenenenyre TepMUHa "pacropsiiuTeNbHble JOKYMEHTHI".
HazoBuTe BUABI pacOpsIUTENFHBIX TOKYMEHTOB.

Bunbl v Ha3HaYeHME JTMYHBIX JOKYMEHTOB.

JlaiiTe onpeneneHne TepMruHa "opraHu3allMOHHbIE JOKYMEHTHI".
HazoBuTe BUABI OPraHU3allHOHHBIX JOKYMEHTOB.

Cucrema nH(pOPMaIIMOHHO-CIIPABOYHOM TOKyMEHTAIUH.
CnyxeOHas mepenucka Ha NpenpUsITUH.

[IpaBuna opopmieHHs CITy>KeOHOT'0 MTHChMA.

CTpyKTypa 1el0BbIX U KOMMEPUECKUX ITHCEM.

Knaccuduxarus 1e10BbIX 1 KOMMEPUYECKUX MTHCEM.

[TonsiTHE M TPUHITUIIBI OPTraHU3AUU JOKYMEHTOO0O0POTA.
O0paboTka BXOIAIMX IOKYMEHTOB.

O06paboTka UCXOAAIIMX JOKYMEHTOB.

BHyTpeHHHE TOKYMEHTHI OpraHu3aluH.

VYKaXUTe TEXHOJOTHYECKYIO IOCIEIOBATEIFHOCTh ATAlOB PabOThl C BXOISIIMMH

JOKYMCHTAMH.

32.

Uro Takoe HOMEHKJATypa [ell, C Kakoil Ienblo pa3padaThIBAlOTCSI THUIIOBbHIC

HOMEHKJIATYypHhI em?

33.
34.
35.
36.
37.
38.
39.
TalHe.
40.

Pabota ¢ muceMaMu 1 00OpaleHUsIMH TpaKaaH.

[IpuBenuTe npuMepsl pETUCTPALIUU JOKYMEHTOB.

CocrapiieHuE HOMEHKJIATypbI JIEl.

®opmupoBanue 1 0popMICHUE JIEI.

IToaroroska u nepegaya JOKyMEHTOB Ha ApXUBHOE XpaHEHHUE.

Uro Takoe KOH(OUICHIHATBHBIA JOKYMEHT?

Opranusanust paboTel ¢ JOKYMEHTaMH, KOTOpbI€ OTHECEHBl K I'OCYJapCTBEHHOU

Vkaxute 0COOEHHOCTHU BCACHUA OCIOIIPONU3BOACTBA, 00eCIICUNBAIOIIETO YUeT "

COXPaHHOCTh KOH(UACHIIMATbHOU HH(OPMAIIUU U TOKYMEHTOB.

41.

TumnoBble OpraHu3alMOHHbIE CTPYKTYPBI CIY>KObI 1€I0MPON3BOICTBA.
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42. VYcnous Tpyaa paOOTHHUKOB CITY>KOBI JI€TOMPOU3BO/ICTBA.

43. KommbloTepHbIE TEXHOJIOTHH B JIEIIONPOU3BOJICTBE.

44, ObecneueHrEe COXPAaHHOCTH JOKYMEHTOB B JIEKTPOHHOH (opme.

45. YcTaB Kak OCHOBHOM OpraHU3allMOHHBIN TOKYMEHT.

46. CranmaptHbie (pa3bl U BEIPAKECHUS JCIOBBIX 1 KOMMEPUYECKUX MTHCEM.

47. TTpoxokaeHHe UCXOIMX U BHYTPEHHUX TOKYMEHTOB.

48. OCcoOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX JIOKYMEHTOB.

49. PexkBH3UTHI MEXIyHAPOAHOTO MHChbMa. OCHOBHBIC PEKOMEH/IAIUH 110 COCTABJICHHIO
TEKCTOB MEXYHAPOAHBIX THCEM.

50. Yro ompenensieT GopMyIsip JOKYMEHTA M YeM OTIHYACTCA (POpMyYIIsip JOKYMEHTA OT
dhopmymspa-obpasia?

51. HazoBute OCHOBHBIE T'pyMIbl PyHKIUNA TOKyMEHTa. UeM XapaKTepusyeT KaKIylo
rpynmy?

52. Yto 00yciIaBIMBaET FOPUINYECKYIO CHITY OPHITHATBHOTO TIOKyMEHTA?

53. OyHKIHMHU OCHOBHBIX IMOJPA3ICICHUI CITy>)KObl JOKYMEHTAI[MOHHOT'O OOecreueHus
yIpaBICHUSL.

54. ABTOMaTHM3MpPOBAHHBIE TEXHOJIOIMU OOpaOOTKH JIOKYMEHTOB M HUX BJMSHUE Ha
CUCTEMY AEJONPOU3BOJICTBA KOHKPETHOI OpraHu3alui.

55. CrnpaBoyHO-UH()OPMAIIMOHHBIE IOKYMEHTHI.

56. CtpykTypa U cojaepkaHue KaapoBOH HokyMmeHTanuu. OpraHu3anyoHHO-KaIpOBbIC
JIOKYMEHTBI.

57. OcHOBHBIE aCTEKThI KYJIBTYpPbI AE€JIOBOIH peuH.

58. Crammaptu3anus si3bIKa JOKYMEHTa. SI3bIKOBBIE TpeOOBaHUS K OGMOPMIICHHIO
PEKBU3UTOB JOKYMEHTA.

59. TunuyHbie OMMOKH B S3bIKE U CTUJIC JOKYMEHTOB.

60. SI3pIKOBOE OOPMIICHHE TUYHBIX JOKYMEHTOB.

8.2. TunoBpie 3a0aHuA IJIA OLEHKH 3HAHMH

1. lenoBeie mucbMa 0OOBIYHO 3aKaHUYUBAIOT (hpa3amu:
a) B COOTBETCTBUHM C Bareit mpocs00ii ...

0) C yBaXCHHEM ...

B) HAMHU PacCMOTPEHBI Bamm npeayioxkeHus . ..

T') B CBSI3M ...

2. JlesiTenbHOCTD ammapara yrpaBieHHsI, 0XBAThIBAIOIIAS BOIPOCH TOKYMEHTHPOBAHUS U
OpraHu3aiy paboThl C JOKYMEHTAMH:

a) TOKYMEHTAI[MOHHOE 00ecreueHUe yIIpaBIeHuUs,

0) cranapTu3anus;

B) ET'C/];

T') CHCTeMa IOKYMEHTAIlHH.

3. JIOKyMeHT, 3aKpeIIISFOIIN I JOJDKHOCTHOW W YHCICHHBIA COCTAB MPEIIPUSITUS C
yKazaHueM (poHaa 3apaboTHOMN IJIaThl:

a) TOJDKHOCTHAsI MHCTPYKIUS,

0) ycras,

B) IOJIOXKEHHE;

I') LITATHOE paclucaHue.
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8.3. TunoBble 3a1aHus ISl OLIEHKU YMEHUil

3aganmne 1. CocraBbTe U oopMHTE TPHUKA3Bl MO OCHOBHOM IESITEIHHOCTH, W JPyTHE
pactopsiIuTeNbHbIC JOKYMEHThI, HEOOXOIMMBIC B IAHHOW YIPAaBICHUYECKON CUTYaIlUH.

Ha MockoBckoM KOMOHMHATE MO MPOU3BOJACTBY MY3BIKATbHBIX WHCTPYMEHTOB M MeOeIn
(rocymapCTBEHHOE MIPEANIPUATHE), KOTOPBIN BX0oauUT B KOHIIEpH 1Mo pa3paboTKe W MPOU3BOJICTBY
NPOAYKIIUK MYy3bIKanbHOW TpombiiieHHOCTH (POCMY3IIPOM), neiictByer Ilomoxxenue o
MPEMUPOBAHNHU PYKOBOJUTENEH 11€XO0B, OTAENOB U ciyk0, yreepxaennoe 05.01.2003 Ne 27.

12 ampens Tekymero roja aupekTop komOmHata B.M.JIaproHOB mopy4usi HadyalbHUKY
oTnena Tpynaa u 3apadoTHoit mimatel MapkoBy H.I'. paccuntats pazmep nmpeMun pyKOBOAUTEISIM
OTJICJIOB, IIEXOB M CIY)KO KOMOMHAara mo uToram paboOThl 3a MEpBBIA KBapTald K 15 ampens, a
riaBHOMY Oyxrantepy kombunara Tpommuoi C.I'. — opranu3oBaTh BBITIIATY mpeMuH K 20 armpenst
TEKYILETro roja.

HavanpHuk mmanoBo-3koHOMHYEeCKOro otaena MarBeeBa C.H. um rnaBHBIA Oyxraiurep
Tpoumna C.I'. 3aBH3MpOBaIN MPOEKT MpHKa3a JUPEKTOpa KOMOMHATA.

3aganue 2. CocraBbTe W OGOPMHUTE MPUKA3bl MO OCHOBHOHW JEATEIBHOCTH, U JIPYTHE
pacmopsAUTEeNbHbBIE TOKYMEHTHI, HEOOXOAMMbIE B TAHHOM yMPaBIEHYECKON CUTYallUH.

I'maBa Pecniyonmuku Kapemus C.JI. Katanan 0B 8 Mast TEKyIIero rofa u3aail paclopsHkeHue,
B kKotopoMm MHcTuTyTy Ouonoruu Kapenbckoro Hayunoro meHTpa Poccuiickoit akagemMuu Hayk
OBLJIO MPEUIOKEHO pa3paboTaTh MUIaH JaNbHEHIIMX IEHCTBUM MO COXpaHEHUIO KpyHHEHIIeHl B
EBporie CTOSHKM MUTPUPYIOIIUX MTHUIL, IPYTUX MPUPOAHBIX OOBEKTOB MEXKIyHAPOIHOTO
3HAQUYEHUs Ha TeppuTopuM pecnyonuku Kapemmsi, a Tak e BKIIOYNUTH B IUIAH JCHCTBUA
MOATOTOBKY MEXIyHApOJHBIX MEPONPHUATHH IO Pa3BUTHIO pPEMEceN, Typu3Ma B CEIbCKHUX
HACEeICHHBIX MyHKTaX, UMEIOIUX 00BbEKThl MEXKTyHAPOIHOT'O 3HAUCHUSI.

[ToaroroBka MHGOPMAITHU O BBHITTOTHEHUN PACTIOPSHKCHUS BO3Iaraiach Ha MUHHCTEPCTBO
CEJILCKOT0 X034 CTBA U TPoAoBOILCTBUA PK.

PacniopspkeHne ObLTIO M31aHO B IENSIX BBHIMOJTHEHUS MEXTOCYIaPCTBEHHBIX KOHBEHITUM TIO
COXPAaHECHHIO IO COXPAaHECHHUIO OMOJIOTHYECKOT0 Pa3HOOOpasus, Ha OCHOBAaHUU pPE3YJIbTATOB
MEXIyHapoaHoro mpoekta, ocyuiectBieHHOro I'VYCII «llnemennoe xo3siictBo «WibHHCKOS
Ononeuxoro paioHa.

Pacniopspkenue odopmiieHo Ha OiaHke ¢ m3o0pakeHueMm repba pecmyOmmku Kapenus, a
TaKK€ C YKa3aHMEM HaMMEHOBAaHMS TocyaapcTBa, cyObekta Penepanvv M HAUMEHOBAaHUS
JOJHKHOCTU PYKOBOJUTEINSI CyOBEeKTa.

8.4. TunoBble 3aaaHus 1/ OLICHKH HABBLIKOB

3aganue 1. CocraBbTe€ pacmopsIMTENbHBIC JTOKYMEHTHI, HEOOXOAMMBIE B JaHHOW
YIPaBJICHUYECKON CUTYalINH.

Hupextop OO0 «Konsepcus» Tpodpumon O.1O. 7 anmpenst Tekyiiero roga u3aai npukas oo
yTBepkaeHun [lomoxeHuss O MOpsAKE pacyeToB 3a OKa3aHHE HWHQPOPMAIIMOHHBIX YCIYT.
IOpuckoncynbTy 1o (MHAHCOBO-XO3SMCTBEHHBIM Bompocam MoposoBy B.II. u cekperapro-
pedepenty sruneoit E.A. Obuto mopydeno k 10 ampenst pa3paboTaTh THUIOBBIE (HOPMBI
JIOTOBOPOB 00 OKa3aHHUH PA3TUYHBIX BUI0B HH(OPMAIIMOHHBIX YCIYT U CTPOTO KOHTPOIUPOBATH
UX NPUMCHCHHUC B ACATCIIBHOCTU MPCANPUATHA. OTBETCTBEHHOCTD 3a HU3rOTOBJICHUC, YUCT U
COXpaHHOCTh OJAaHKOB JOTOBOPOB BozlokeHa Ha J[lsrmieBy E.A., kotopas BMmecte cC
IOPUCKOHCYJIBTOM 3aBU3UPOBaja MPOEKT MPHUKa3a.
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3aganne 2. CocraBbTe pACHOPSIUTEIBHBIC TOKYMEHTHI, HEOOXOAMMBIC B JIAHHOM
YIPaBJIECHYECKOW CUTYAllUU.

C nenblo NpUBJIEUEHUS] CPEACTB JuId OOecredeHHs MPOU3BOACTBEHHOW NEATENbHOCTH
rerepanbHbli gupekTop OO0 «Texnuka» (r. Kypck) Cokonos O.I'. 20 ceHTs0ps Teky1iero rojaa
M3/1aJ1 IPUKa3 O CO31aHNHU KOMMEPUYECKOT 0 OT/IENA B COCTABE 3 IITATHBIX €IMHUI]: KOMMEPUYECKOTO
mupektopa — 1, Bemymero cmenuanucra — 1, cmeruanucra — 1. [nmaBHOMy Oyxranrepy
npennpusatus ['opsueBy I'.A. OblJI0 MOpyYeHO MPEACTaBUTH HA YTBEP)KAECHHE HOBOE ILUTATHOE
pacnucaHue NpeAnpusaTHs Ha 4 KBapTall TeKyIero rojga k 1 okrsops. KommepueckoMy tupexkTopy
WUrnateeBy T.H., KOTOpBIM 3aBU3MpOBAI IPOEKT IPHUKA3a, MPEIINHCAHO 3aKOHYHUTh
KOMIUIEKTOBAaHHUE OT/eJIa KaJ[paMu C BBICIIMM YKOHOMUYECKUM 0Opa3oBaHueM K 10 okTa0ps.

9. [lepeyeHb OCHOBHOW U JIONOJTHUTEJIHLHON Y4eOHOI TUTEPATYPbI, HEOOX0AUMO¥ 1JIs1
OCBOCHUS THCIUILTHHBI

9.1. OcHoBHasl JIUTepaTypa

1. Kysnenos, 1. H. JlokymeHTanmonHoe odecniedeHre ynpapieHus. JJokyMeHToO000poT 1
JIETIONIPOU3BOJICTBO : yU4eOHUK U MpakTukyM Juist By30oB / U. H. Ky3HenoB. — 3-¢ u3n., mepepa0d. u
nomn. — MockBa : U3natensctBo FOpaiit, 2022. — 461 c. — (Briciiee obpazoBanue). — ISBN
978-5-534-04275-7. — Tekct : anmexktpouHbIH // OOpa3oBatensHas miardgopma FOpaiit [caiiT]. —
URL: https://urait.ru/bcode/488697

2. I'pososa, O. C. JlenmompousBocTBO : yueOHOe mocodue s By3os/ O. C. I'pozoBa. —
Mockga : U3natenscTBo FOpaiit, 2022. — 124 ¢. — (Bwicmee obpa3oanue). — |ISBN 978-5-534-
06787-3. — Texkcr : anekTponHbIi / OOpazoBatenbHas miargopma IOpaiit [caiiTt]. — URL:
https://urait.ru/bcode/492786

3. HoponwmHa, JI. A. OpraHuzanus ¥ TEXHOJOTHUS JOKYMEHTAI[MOHHOTO O0ECTICUCHUS
yIpaBieHus : ydeOHUK U pakTuKym ajs By3oB / JI. A. Jloponuna, B. C. UputukoBa. — MockBa
: M3marensctBO FOpaiit, 2022. — 233 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-04568-
0. — Teker : snexktpoHHbld / OOpaszoBarenbHas miatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/489555

1.2 lonosiHMTEIbHAS JTUTEPATypa

1. BanoBa, A. FO. Pycckuii 361k B A€TOBOM TJOKYMEHTAIMH : YI€OHUK U MIPAKTUKYM IS
By30B / A. 1O. BanoBa. — 2-e u3n., nepepad. u gomn. — Mocksa : 3natensctBo FOpaiit, 2022.
— 187 ¢. — (Bricmee ob6pazoBanue). — ISBN 978-5-534-12357-9. — TekcT : 3neKTpOHHBIH //
Oo6pasoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/489890

Kazakeuu, T. A. JlokymeHToBeneHue. J[OKyMEHTAI[MOHHBIN CEPBUC : YUYEOHHK H
npakTukyMm it By3oB / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3a., ucrp. u gon. — Mocksa :
N3natensctBo FOpaiit, 2022. — 177 ¢. — (Bwicmee odpasoanue). — ISBN 978-5-534-06273-1.
— Tekcr : omektpoHHBIH // OOpaszoBarenvHas 1iargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/491585

3. lllyranoBa, H. H. Opranu3amus 1 TEXHOJIOTHS JOKYMEHTAI[MOHHOTO 00SCTICUCHUS
yIpaBJIeHHS : yUeOHUK U npakTukyM s By3oB / H. H. lllyBanosa. — 2-e u3za., nepepad. u Jo1.
— Mocksa : UznarensctBo FOpaiit, 2022. — 265 ¢. — (Bsicmee obpazoanue). — ISBN 978-5-
534-12358-6. — Tekcr : anexTpoHHbIi / OOpazoBarenbHas mnatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489984
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10. lMepeyensb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHHKAIMOHHOMH ceTH "UHTepHeT",
HEOOXOAMMBIX /IJIs1 OCBOEHHSI JUCHHUIUINHBI U HHPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCIO0JIb3YeMbIX NPH OCYIIeCTBJIEHUH 00Pa30BaTeIbHOI0 NMpoLecca mo JAUCHUILINHE,
BKJIIOYas NepevyeHb MPOrpaMMHOro odecneyeHuss 1 HHPOPMAIMOHHBIX CIIPABOYHbBIX
cucreM (IpU HEOOXOAUMOCTH)

1. http://biblioclub.ru - 3BC «YuuBepcuTeTckast 0MOIMOTEKA OHIANHY

2. https://urait.ru - 3bC «O6pa3zoBaresbHas miathopma FOpai»

3. https://www.consultant.ru/online/ - HWudopmarmonnass crnpaBo4YHas CHCTEMA
«Koncynprantllnrocy

https://doc-up.ru/dp - Jlenonpous3BoacTBoO

JIMIEH3NOHHOE MPOrpaMMHOE o0ecrevYeHne:

- Windows (3apy0exHoe, BO3ME3HOE);

- MS Office (zapyOexHoe, BO3Me3IHOER);

- Adobe Acrobat Reader (3apy0exxHO€, CBOOOJHO pacIpoCTpaHsIeMoe);

- Koncynerantllnioc: «Koucymprantllmoc: CtyneHT» (poccuiickoe, CBOOOIHO
pacmpocTpaHseMoe);

- 7-zip — apxuBarop (3apyOexHOe, CBOOOHO paclpoCTPaHsIEeMOe);

- Comodo Internet Security (3apy0esxHoe, CBOOOIHO PacpoCTpaHsIEMOe).

11. MeToaudeckue PEKOMEHAAIUHA 10 OPTaHU3AIIUHA U3YYCHUA TUCHUIIJINHBI

Opranuzanus 00pa3oBaTeIbHOrO MPOIECCa PErIaMEHTUPYETCS yYeOHBIM MIAHOM U
pacnucaHueM yuyeOHbIX 3aHATHH. SI3bIk 00ydeHus (IpenoiaBaHms) — pyCCKHUH.

[Ipu  dopmupoBanumM CcBOeH HWHAWBHUAYATLHONH 0Opa30BaTEIbHON  TPACKTOPHU
oOyJarouiics MeeT MpaBo Ha Mepe3aueT COOTBETCTBYIOMIMX AUCITUTIINH U TPO(eCcCHOHATBHBIX
MOJyJieii, OCBOEHHBIX B TIpOIlECCE IPEANIECTBYIOMIEIO OOYYEeHHUs, KOTOPBI OCBOOOXKIAeT
00ydJaromierocss OT HeOOXOAMMOCTH UX TTOBTOPHOTO OCBOEHHUSL.

O0pa3oBaTesibHbIE TEXHOJIOTHH

VYueOHBIN TmpollecC TpH TPENOJAaBaHUM Kypca OCHOBBIBACTCS HA HCIOJIb30BaHUH
TPaJULIMOHHBIX, WHHOBAlMUOHHBIX U HMH(OPMAIMOHHBIX O00pA30BATEIbHBIX TEXHOJOTHH.
TpanuuronHsie 00pa3oBaTelbHbIE TEXHOJOTHUH MPEACTABICHBI 3aHSTUSIMU CEMHHAPCKOTO U
JNEKIMOHHOTO TUMA. VIHHOBAaIIMOHHBIE 00pa30BaTENbHBIC TEXHOJOTHUU HCIONB3YIOTCS B BUIC
IHPOKOTO TMPUMEHCHHS AaKTUBHBIX W WHTCPAKTHBHBIX (OPM IPOBEIACHUS 3aHSTHM.
Nudopmanmonnpie 0o0pa3oBaTeiIbHbIE TEXHOJIOTHH pPEATU3YIOTCS MyTeM aKTHUBHU3ALMU
CaMOCTOSITEIbHOI paboTHI CTYIGHTOB B MH(OPMALIMOHHOI 00pa3oBaTenbHOM cpejie.

3aHATHS JIEKIHOHHOTO THIA

JIeKUMOHHBIA Kypc TMpeArnojaraeT CHCTEeMaTU3UPOBAHHOE M3JI0KEHHE OCHOBHBIX
BOIIPOCOB Y4€OHOTO TIJIaHA.

Ha nepBoii nexiuu 1ekTop 00s3aH MpeaynpeanTh CTYIEHTOB, IPUMEHUTEIBHO K KAKOMY
0a3o0BOMy y4eOHUKY (YueOHHUKaAM, YUeOHBIM TTOCOOUSIM) OYJIET MPOYUTaH KypC.

JleKIMOHHBIN KypC AOJDKEH JaBaTh HAMOONBIIMI 00beM HHPOPMALIU U 00eCTIeYnBaTh
6osee rimy0oKOe MOHUMaHKe y4eOHBIX BOIIPOCOB TP 3HAUYUTEIBHO MEHBIIIEH 3aTpare BpeMeHH,
4yeM 3T0 TpeOyeTcs OONBIIMHCTBY CTYACHTOB Ha CAMOCTOSITENIbHOE N3YYeHUE MaTepHraa.

3aHATHS CEMHHAPCKOI0 THIA

Cemunapckue (MpaKTHYSCKUE 3aHATHS ) TIPEICTABIISIOT COOO0M IeTATM3AITU IO JICKITHOHHOrO
TEOPETUYECKOT'0 MaTepuaia, TMPOBOMATCS B IENAX 3aKpEIUICHHs Kypca M OXBaTHIBAIOT BCE
OCHOBHBIE Pa3/Iebl.
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OcHoBHOM (opmOii TPOBEACHUS CEMUHAPOB M MPAKTUUYECKUX 3aHITHH SIBISCTCS
oOcyxeHue Hambosee MpPOOJEMHBIX U CIOXKHBIX BOIPOCOB IO OTIEJIBHBIM TEMaM, a TaKxkKe
peleHne 3a1ay ¥ pa3dop MPUMEPOB M CUTYalUH B ayAUTOPHBIX yCIOBHX. B o0s3aHHOCTH
MIPENoJAaBaTeNsl BXOIAT: OKa3aHUE METOINYECKOW MOMOIIM U KOHCYJIBTUPOBAHUE CTYIEHTOB 110
COOTBETCTBYIOLIMM TEMaM Kypca.

AKTHUBHOCTb Ha IPAKTUYECKUX 3AHATHUAIX OLIEHUBAETCS IO CIEAYIOIIUM KPUTEPHUSM:
OTBETHI Ha BOIIPOCHI, NIpeIaracéMble MPEroJaBaTeIeM;
y4acTHUE B JUCKYCCUSIX;
BBIINIOJIHEHUE TPOEKTHBIX U UHBIX 3a1aHUMH;
aCCHUCTHPOBAHME NPENOAABATENIO B IPOBEICHUH 3aHATUH.
Jloknaasl U ONIIOHUPOBAHUE JOKJIAN0B IIPOBEPSIOT CTEIECHb BIAIACHUS TEOPETUYECKUM
MaTepuaioM, a TaKKe€ KOPPEKTHOCTb U CTPOTOCThb PACCYKIACHUM.
OneHnBaHNE NPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIUICHHYIO OLICHKY.
CamocrosiTenbHas padoTa 00y4aronuxcst

CamocrosiTenpHasi paboTa CTYAGHTOB — 3TO IMPOIECC aKTUBHOTO, IEIIEHANIPABICHHOIO
IPUOOpPETEHHs] CTYAEHTOM HOBBIX 3HaHUH, YMEHMIl 0e3 HemoCpeICTBEHHOI0 Y4YacTHUs
IperojaBareNs, XapaKTepU3YIOUMMCS MpeJMETHOM  HampaBlICHHOCThIO, 3()dEeKTUBHBIM
KOHTPOJIEM U OLIEHKOM pe3yJIbTAaTOB JIEATENbHOCTH 00YyYaroIIerocs.

[{enan camocToATENbHON PabOTHI:

e CHUCTEMaTU3alUs U 3aKPEIJICHUE MOJYYCHHBIX TEOPETUYECKUX 3HAHUHN U MPAKTUYECKUX

YMEHHU CTYJICHTOB;

e yrayOiieHue U paclIMpeHre TEOPETUUECKUX 3HAaHUH;
e (opMHpOBaHME YMEHUU HCIIOJIb30BAaTh HOPMATHBHYIO M CIIPABOYHYIO JOKYMEHTAIUIO,

CIEIMAIBHYIO JIUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIOCOOHOCTEN, aKTUBHOCTH CTY/IEHTOB, OTBETCTBEHHOCTH U

OpPraHU30BAHHOCTH;

e (opMHpOBaHME  CaMOCTOSITEIbHOCTH  MBIIUIEHUS,  TBOPYECKOM  MHUIIMATUBHI,

CrocoOHOCTEH K CaMOpPa3BUTHIO, CAMOCOBEPIICHCTBOBAHHUIO U CaMOpealIn3alliy;

® Da3BUTHE UCCIENOBATEIBCKUX YMEHUHM U aKaJeMUYECKUX HABBIKOB.

CamocrosiTenbHass paboTa MOXET OCYILECTBIATbCA WHIUBUIYATbHO WM TPYNIaMH
CTYZCHTOB B 3aBUCHMOCTH OT II€JId, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHOW TEMaTHUKH.

TexHONOTHSI  OpPraHW3allUd  CAMOCTOSITENBHON  PabOTBl  CTYAGHTOB  BKJIIOYAET
UCII0JIb30BaHNE UH(OPMALIMOHHBIX U MaTepHAIbHO-TEXHUYECKUX PECYpPCOB 00pa30BaTEIbHOrO
YUPEKIACHUS.

[Tepen BeIMONHEHHEM OOYYAIONIMMHUCA BHEAYAUTOPHOH CaMOCTOSTENFHOW pPabOTHI
IIPENOJAaBaTENb MOXKET NPOBOAUTh MHCTPYKTAXK IO BBINOJHEHHUIO 3aJaHusd. B HHCTpyKTax
BKJIFOYAETCS:

e II€Jb U COJEPIKAHUE 3aJaHus;

® CpOKH BBIIIOJHEHUS;

® OpPUEHTHUPOBOYHBII 00beM paboThI;

e OCHOBHBIE TPEOOBaHUS K pe3ysbTaTaM padOThl U KPUTEPUH OLICHKH;
® BO3MOXHBIC THITUYHBIE OMIMOKU MPH BHITIOJTHEHHH.

NHcTpykTaxk mMpoBOAUTCS MpPENoJaBaTesieM 3a cUeT o0beMa BPEMEHU, OTBEJIEHHOIO Ha
U3Y4YCHHUE TUCHUIUIMHBL.

KoHTponb pe3ynabTaToB BHEAYAUTOPHOM CaMOCTOSITENBbHON pPabOThl CTYAEHTOB MOXKET
MPOXOAHUTH B MUCHMEHHOMN, YCTHOW MITM CMEIIaHHOH (opme.

CryneHTsl IOJKHBI MOJXOIUTh K CaMOCTOATENBHOW paboTe Kak K HauBaKHeHIeMy
CPE/CTBY 3aKperJICHUS U Pa3BUTHUS TEOPETHUECKUX 3HAHUU, BBIPAOOTKE €MHCTBA B3rJISI0B Ha
OTJEJIbHBIE BONPOCHI Kypca, TNPUOOPETEHUs ONPEACICHHBIX HAaBBIKOB M HCIIOJIb30BaHUS
podeCCUOHATBHOMN JTUTEPATYPHI.
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[Tomemenust st CaMOCTOATEIBLHON PaOOTHI OOYYAIOUIMXCS TOJDKHBI OBITH OCHAICHBI
KOMITBIOTEPHOM TEXHUKOM ¢ BOBMOKHOCTBIO MOJIKJIIOUEHUsI K ceTu «IHTepHeT» u o0ecrieueHuem
JOCTYTIa B DJIEKTPOHHYIO MH()OPMAIMOHHO-00pa30BaTEIbHYIO CPEely OpraHU3aI1u.

[Ipu camocrosiTenbHON MPOpaboTKe Kypca 00ydaronmecs J0KHBI:

® [POCMATPUBATH OCHOBHBIE OMpPENEICHUS U (PaKTHI;

® TIOBTOPHUTH 3aKOHCIEKTHPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUH MaTepUall U JOMOJIHUTH €T
C YYETOM PEKOMEHJOBAHHOM 10 JAaHHOU TeME JIUTEpaTyphl;

® U3Yy4YUTh PEKOMEHJOBAHHYIO JUTEPATYpPy, COCTABJISATh TE€3UCHI, AHHOTAILIUU U KOHCIIEKThI
HanboJjiee BaXXKHBEIX MOMCHTOB;

® CaMOCTOSITENIbHO BBIMOJHSATH 3a/IJaHU S, aHAIOTMYHBIE TTPEIJaraéMbIM Ha 3aHATHSX;

® HCIIOJB30BATh JUISI CAMOIIPOBEPKU MaTepHUalbl OH/IA OIEHOYHBIX CPE/ICTB;

® BBINOJHATH JIOMAIIHUE 33JJaHUs 10 YKa3aHUIO IPEroJaBaTes.

Pexomengauuu no o0yuyenuo mHBauaAoB u i ¢ OB3

OcBoeHUE TUCHHUIIIMHBI HHBAMHAaMH U JuiiaMu ¢ OB3 MoxeT ObITh OpraHM30BaHO KaK
COBMECTHO C JAPYrMMH OOYyYarolmMMHCS, TaK W B OTIAENbHBIX rpymnmnax. [lpeamonararorcs
CHeIUATIbHBIC YCIIOBUS IS TTOJIyYeHHS 00pa3oBaHus MHBaIuaaMu 1 auiamu ¢ OB3.

[Ipodeccopcko-Tienarorn4ecKuii CoCTaB 3HAKOMHUTCSI ¢ TICUXOJIOTO0-(PH3H0IOT HIECKUMU
0CcOOCHHOCTAMU OOydaromuxcss UHBaAMUAOB U nuil ¢ OB3, uHAMBUIyaTbHBIME MPOTPaMMaMU
peabunuranuu UHBAIUAOB (mpu Hamuuuu). I[lpu HE0OXOJUMOCTH  OCYIIECTBIISETCS
JIOTIOJIHUTENIbHAS MOJJICP’KKAa TPEMOJAaBaHUsl THIOTOPAMU, TICUXOJIOTaMH, COIMAIbHBIMU
pabOTHUKAMHU, MPOIIEAIINMHI OATOTOBKY aCCHCTEHTaMHU.

B cootBeTcTBHU ¢ METOAMYECKUMH peKoMeHarusMu MunoopHayku PO (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIojaraercsi MCIOJIb30BaTh COIMAIbHO-aKTUBHBIC U
pedieKCUBHBIE METO/Abl OOYyYEHHS, TEXHOJIOTMH COLUUOKYJIbTYPHOU peabUIIMTallUH C IIEJbI0
OKa3aHUsI MOMOIIM B yYCTaHOBIIEHUH IMOJTHOLICHHBIX MEXJIMYHOCTHBIX OTHOWICHUW C APYTHMHU
CTYJICHTaMH, CO3JIaHHM KOM(OPTHOI'O ICHXOJIOTHYECKOTO KIMMaTa B CTYIACHYECKOH TpYIIIE.
[TonGop u paszpaboTka yd4eOHBIX MaTEpPUAJIOB MPOM3BOAATCA C YYETOM MPEIOCTABICHUS
MaTepuaia B pasNTUYHBIX (hopMax: ayauaibHOU, BU3YaJbHOM, C UCIOIB30BAHUEM CIEI[UATbHBIX
TEXHUYECKUX CPEJICTB U HH(POPMAITMOHHBIX CHCTEM.

Menunamarepuansl TaKXKe CIEIyeT HCIOJb30BaTh MW aNalTHPOBaTh C  YYETOM
WHJIMBUIYaIbHBIX 0COOEHHOCTEH 00yueHus nuBanua0oB u jui ¢ OB3.

OcBoeHue OUCHUIUIMHBI HHBamuaamMu u Jutamu ¢ OB3  ocymectBisiercss ¢
WCIIOJIb30BAHUEM CPEJICTB OO0ydUeHHsI OOIIEeTro W CHEIUAIbHOTO HazHadeHUs (MIePCOHATBLHOTO U
KOJUIEKTUBHOT'O UCIOJIb30BaHUs). MaTtepranbHO-TEXHUUYECKOe OOecredeHne MmpeaycMaTpuBaeT
MPUCIIOCOOJIEHHE ayIUTOPUI K HYkJ1aM HHBanu10B 1 il ¢ OB3.

dopma mTpPOBEACHUSA AaTTECTAlMU JJs CTYJIEHTOB-WHBaMmoB u Jun ¢ OB3
YCTaHABJIMBAETCS C YYETOM MHIUBUAYATbHBIX ICUXO(PU3NUECKUX OCOOEHHOCTEMH. J{J1s1 MHBAINIOB
u o ¢ OB3 mpemycmarpuBaercs 1ocTynHas (Gopma MPEeIOCTaBICHHS 3alaHUM OIEHOYHBIX
CpElCTB, 2 UMEHHO:

— B TMEYaTHOM WM DJJEKTPOHHOH ¢opme (sl JUI € HapyLUIEHUSMH OIMOPHO-
JIBUTATEJIBHOTO allapara);

— B meyaTHOW ¢opMe UM DIJIEKTPOHHOH ¢(opMe ¢ YBEIMYCHHBIM MmpUdTOM U
KOHTPACTHOCTBIO (JUIsI JIUI] C HAPYIICHUSIMU CITyXa, pe4d, 3peHus);

— METOJIOM YTEHHUS ACCUCTCHTOM 3a/IaHMsI BCIYX (JJIs1 JIUI] C HapYIIEHUSIMHU 3PEHUS).

CryneHTaM ¢ MHBAIUAHOCTBHIO U juiaMm ¢ OB3 yBenuunBaeTcs BpeMsa Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMIPOCHI. J[J151 TAKUX CTYJCHTOB IIpelyCcMaTpUBaeTCs AOCTYIHAs popma
MPEJI0CTABJICHUS OTBETOB Ha 33/1aHUs1, @ UMEHHO:

— MUCBMEHHO Ha Oymare WM HAOOpPOM OTBETOB Ha KOMIbIOTEpe (I JIUIl C
HapYILICHUSMH CIIyXa, Peun ),
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— BBIOOPOM OTBETA M3 BO3MOXHBIX BAPUAHTOB C UCTOJIb30BAHUEM YCIYT aCCUCTEHTA (151
JUI] C HApYIICHUSIMHA OTTIOPHO-IBUTATENILHOTO amnmnapara);

— YCTHO (AJ1s IUL C HapYLIEHUSIMH 3PEHHUSI, OTIOPHO-IBUTATEIBHOIO aIapara).

[Ipu HeoOXxoamMoOCTH TSl OOyYarONMXCsl ¢ MHBAIMAHOCTHIO U Juil ¢ OB3 mporenypa
OLICHUBAHMS PE3yJIbTaTOB O0yUEHUS MOKET MPOBOJAUTHCS B HECKOIBKO 3TAIOB.

12. Onucanne MaTepuaIbHO-TEXHHYECKOH 0a3bl, HEOOXOIUMOI I OCYIIeCTBJIEHUS
o0pa3oBaTeIbHOIO NMpPOLecca Mo JUCUHUIIIMHE

YueOHass ayauTopusi, TMpeIHA3HAYeHHas Ui NPOBeNeHUs] Y4YeOHBIX 3aHSTHI,
MPETyCMOTPEHHBIX ~ HACTOSIIIEH  pabodeil  mporpaMMol  JUCIHUILIMHBI, OCHAIICHHAsS
000pyIOBaHHEM U TEXHUYECKUMH CPEICTBAMH 00YUYEHUSI, B COCTaB KOTOPBIX BXOAT: KOMIIICKTHI
CHeUaTN3UpPOBAHHON yueOHOM Me0enu, Tocka KIacCHas, MyJIbTUMEIUWHBIN MPOEKTOp, IKPaH,
KOMITBIOTEP C YCTAaHOBJICHHBIM JIMIICH3UOHHBIM TPOTrPAMMHBIM 00€CII€YeHUEM, C BEIXOJIOM B CETh
«HTEpHET» U JOCTYIIOM B SJIEKTPOHHYIO MH(POpPMAIIMOHHO-00pa30BaTEIBHYIO CPEY.

Ilomemenne Jisi caMOCTOSITEILHOII padoThl oO0yvyamwoumuxcss — ayJauTOpPMHS,
OCHAIIlEHHAS CJIeAY O UM o0opyoBaHNEM U TeXHHYEeCKUMHU CpeACTBAMM:
CeUHaIN3MpOBaHHas MeOenb M TpernojaBarenss W OoO0ydyaromuxcs, Jocka ydeOHas,
MYJIBTUMEANHHBIA TPOCKTOP, IKPaH, 3BYKOBBIE KOJIOHKH, KOMITBIOTEP (HOYTOYK), TIE€PCOHAIBHBIE
KOMITBIOTEPBI Ui paboThl OOydYaIOUMXCSd C YCTAaHOBJICHHBIM JTUIEH3MOHHBIM MPOTPAMMHBIM
obecrieueHrneM, C BBIXOJIOM B ceTh «VIHTepHET» U JOCTYIOM B 3JIEKTPOHHYIO HH(OPMAIMOHHO-
00pa3oBaTeIbHYIO Cpey.
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