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K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedscmenmy,

HanpaegienHocms (npoghunv) «Meneoscmenm 6 PUHAHCAX U BHEULIHEIKOHOMUYECKOL
oessmeibHOCmu»

PaGouass mporpamma IUCHHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECIIeYCHHE YIPaBICHUS»
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEeNbHONW MPOrpaMMBbl BBICIIETO OOpa30BaHUS IO
HarpasieHuto 38.03.02 MeHemKMEHT, HanpaBiIeHHOCTh (TTpodmiib) « MeHeKMeHT B (PMHaHCaX
Y BHEITHEAPKOHOMHYECKON ACATCIIbBHOCTU> U NPCAHA3HAUCHA JJIA 06yqa10m1/1xc;1 OYHOH M OYHO-
3a049HOM (OpM 00yUEHUSI.
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1. Ileab u 3a0a4u TUCHUILIMHBI

Hears aucuunamebl «/JOKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeJIONPOU3BOICTBA H JOKYMEHTOO00POTA.

3amauu THCHMIUINHBI:

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

- IpHOOpETEHUE HABBIKOB IPAMOTHO PabOThI C JOKyMEHTaMU;

- OCBOCHUE IMOPSJIKAa OPTaHU3aLMH PA0OT IO JAEIONPOU3BOACTBEHHOMY 00CITYKUBAHUIO.

2. MecTo TMCHMILIMHBI B CTPYKTYPe 00pa30BaTe/IbHOIi MPOrpaMMbl BBICILIETO
o0pa3oBaHus

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMEeHT, HampaBIeHHOCTh
(mpoduie) mporpamMmbl « MeHEDKMEHT B ((MHAHCAX W BHEITHEAKOHOMUYECKOHN JCATEITHHOCTH.

3. O0beM JUCHMILIMHBI B 324€THBIX €JUHUIAX C YKA3aHHEM KOJINYeCTBAa aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aronuxcs ¢ npenoaasaresieM (o0 BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4aroImmxcs

OO6mmas TpyaJ0€MKOCTh JUCITUIUTHHBI COCTABISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 yacos.

. Bcero yacos
Bun yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yueHHSI dopma oOyueHust
KonrakTHasi pa6ora ¢ mnpenogaBarTejieM 20 16
(Bcero)
B toMm uucne:
3aHATHS JICKIMOHHOTO THUIIA 14 12
3aHATHS CEMUHAPCKOTO THTA (CEMHUHAPHI) 14 4
CamocTrosiTeibHas padoTa (Bcero) 80 92
dopma KOHTPOJIS 3auer ¢ OlleHKOU
Oo0uias TpyA10€MKOCTh 108




4. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs 10 JMCHHUILIMHE, COOTHECEHHBIX C
IVIAHNPYeMbIMH pe3yabTaTamu ocsoenusi OIIOIT BO

Kox u HaumenoBanue Kon u HanumenoBanue
N Pe3yabTarsl 00yueHus: no
KOMIIeTeH MU (Hii) HHAMKATOPA T0CTHKECHUS
AUCIHUTLINHE
BBINIYCKHUKA KOMIIeTEeHIIUH
OIIK-5. NOIIK 5.1. 3HaTh: OCHOBBI
CrnocoOeH wucmonb3oBath | OpUEHTHPYETCS B COBPEMEHHBIX | TOKYMEHTAIIHOHHOTO
npu petieHnr | MHGOPMALIMOHHBIX TEXHOJIOTUAX U | 0OecreueHus B yIpaBlIeHUN.
npodeccuoHaTbHBIX MIPOTrPaMMHBIX CPECTBAX. Ymetsb: OCYUIECTBIISITh
3a1a4 coBpeMennbie | MOIIK 5.2. JIOKYMEHTAIIHOHHOE
nH(pOpMaMOHHBIE Hcnonszyer TUTSt perieHus | obecreyeHne
TEXHOJIOTUU U | mpodeccuoHaNbHbIX 3a1a4 | mpodeccuoHaTbLHON
MPOrpaMMHBIE CPEJCTBA, | COOTBETCTBYIOLINE UM | JeSTeIbHOCTH.
BKJIIOYasi  yMpaBICHHUE | COBpEMEHHbIE HH(POpPMAIMOHHEIC | BiiaieTb: HaBBIKOM pELICHUS
KpYIHBIMH ~ MacCHBaMH | TEXHOJOTUM M  MPOrPaMMHBIE | OTAEIbHBIX 3a1aqy o
TAHHBIX u UX | CPElICTBa, BKJIOYAs YIPaBICHHUE | JOKYMEHTAIMOHHOMY
MHTEJJIEKTYaIbHbIH KPYIHBIMH MaCCHBaMHU JITaHHBIX U | 00ECIIEUEHHIO B YIIPABICHUH.
aHaIu3. WX UHTEJUICKTYAIbHBIN aHAIIN3.
5. CopepxaHue TUCHUIIMHBI
HaunmeHnoBanme

TeM (pa3aesioB)

Conepxanue TeM (pa3/iesioB)

Tema 1.

OO6mue HOpMBI U TIpaBuiia 0OPMIICHHS TOKYMEHTOB (pa3Mepbl Oymaru,

OpranuzaiiioHHble | TIOJNIEH, HyMepanus CTpaHUI[ U T.JA.) IPUMEHSIEMOE B JIEIOMPOU3BOJICTBE.
OCHOBBI Knaccudukanus moxkymentoB. @opmer opranuzamuu JJOY u kareropuu
JENIONPOU3BOJICTBA. | yupexaeHuit. Dopmyrsp - oOpaszer opraHu3aluOHHO-PACTIOPSTUTEIBHBIX
brnanku JTOKyMeHTOB. Buapl 1 Ha3sHadueHue O1aHkoB. TpeboBaHus K 0opopMIICHHUIO
JOKYMEHTOB. JOKyMeHTOB. [IpaBuia oopMieHNs] peKBU3UTOB JOKYMEHTOB.
Tema 2. Knaccudukanmst nenoord  gokymeHtaruu. [lpaBunma  odopmieHus
Opranu3zanuoHHO- pEKBH3UTOB OJaHKa W WX pACIOJOXKEHUsS Ha CTaHAapTHOM Qopmare
pacrnopsiiuTeNnbHas Oymaru, paszmepbl mnojei. Dopmynsip- obpaser Tpymibl JTOKyMEHTOB,
JOKYMEHTAITHSI. MPUHAJICKANINX K OJHOHN cucTeMe.
OO6mas [IpoekTtupoBanue OJaHKOB JOKyMEHTOB  opranHuzamuu. Cocras,
XapaKTepUCTHKA odopmIIeHHE, U3TOTOBJICHHE, XpaHEHUE OJJaHKOBOPTraHU3AIINH.
CTHIIS ORI brnank moxymeHTa: OHATHE, Ha3HAYCHHE, BUIBI OJaHKOB (0Omuii OJaHK,
JOKYMEHTaI1H. ONaHK MUCHhMA, OJIAHK KOHKPETHOTO BHJIA JOKYMEHTAa (KpOME MHUCHMA).
CocraB, odopmiieHrHe peKBU3UTOB OmaHka. (OCOOCHHOCTH sI3bIKA
cykeOHbIX TOKyMeHTOB. Kommo3suiusi gokymeHTa. CTpyKTypHBIS
ommOku. HeymecTHOe 1 HeonpaBIaHHOE yHOTpeOIeHUE
WHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouHo- | @ukcarnusi (omwcaHWe) JIOKAJbHBIX TPAaBWI, HOPM, IIOJOKCHHM,
nH(OpMAIIMOHHBIS OTIPECISAIONINX  CTAaTyC OpraHW3alluu, €€ CTPYKTypy, IITaTHYIO
JOKYMEHTHI. YHUCIIEHHOCTb U JOJKHOCTHOM COCTaB, KOMIIETEHIIUH JOJKHOCTHBIX JIHIL U
JlenoBas mpamza CTPYKTYPHBIX  TOAPAa3JEICHUIA, (GyHKIIMOHATHHOE COJIepIKaHKe
CocraBrieHre akTOB | AESITEIbHOCTH OpraHU3allMU B 1I€JIOM, €€ MoJpa3fiesieHnii U pabOTHUKOB,
UTIPOTOKOJIOB. UX TpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTh M Jp., B OPraHU3alHOHHO-

pacnopsAUTENbHBIX JOKYMEHTAaX OpraHU3alliH.
CtpykTypa, Ha3Ha4YeHHWE, TOPSAOK pPa3pabOTKH, COTIACOBAaHUS U
yTrBepxkaeHus [IpaBui BHYTpeHHEro TPyA0OBOro pacnopsaka, Ilomoxenus
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0 nepconaiie, I1oyoxeHus 0 CTpyKTypHOM NOAPa3AciIeHUH, Jl0JKHOCTHON
uHcTpykiuu. llltaTHoe pacnucanue Kak MEPBUYHBIN YUETHBIA TOKYMEHT
no ydery KkajapoB. O3HakoMJIeHHE pPa0OTHHKOB C  JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMU OPTaHHU3ALNH.

Bunel n HaszHaueHue WHGOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIUU IO
kagpam.  Ilopsmox  odopmieHHs,  OCHOBHbIE  PEKBM3UTHI U
IIPABONIPUMEHUTENbHAS IIpAKTUKAa  HCIIOJIb30BaHUS JOKJIaJIHBIX,
CIIy’K€OHBIX U OOBACHUTEIbHBIX 3aIIMCOK, NPEICTABICHUH, IPEATOKEHHH,
3asBJICHUM, AKTOB, CIIPABOK MU Jp. B KAYECTBE OCHOBAHUU IS NIPUHATUN
pelIeHB cepe ynpaBiIeHUs IEPCOHAIOM OpraHU3aluu.

Tema 4. OpranuzanvoHHO-PACIOPAIUTENBHbBIE JOKYMEHTHI: IOHITHE, HA3HAUYEHUE,
PacniopsiaurenbHble | OCHOBHBIE BU/IbI (OPTaHU3allMOHHBIE, PACTIOPSIUTENbHBIE, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
Cocrasienune YHUCJIEHHOCTb, LITATHOE PACIIUCAaHKUE, TPABUIIA, NOJKHOCTHASL HHCTPYKILIMS,
NPUKA30B, YKAa3aHUH, | UX HAa3HAUCHUE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHUS K O(hOpMIICHHUIO,
PacopsHKEHUN. HOPSIIOK YTBEPKICHUS.
Opranu3zanonHslie | PacopsauTensHble JOKYMEHTBI: TIOCTAHOBJICHUE, TPUKa3 (10 OCHOBHOM
JNOKYMEHTHI. NESITEAbHOCTH M 10 JIMYHOMY COCTaBy), PaCHOPSDKEHUE, COBMECTHBIN
pacnopsAUTENbHBIN JOKYMEHT, UX Ha3HAUYEHUE, XapaKTEPUCTHKA U COCTAB,
TpeboBaHMs K 0()OPMIICHHUIO.
CripaBo4HO-UH(OPMAIIMOHHBIE  JOKYMEHTBI:  CIIy>)KeOHBIE — IHCHbMa,
CIPAaBKHM, [JOKJIAIHBIC 3alMCKH, IPOTOKOJIBI, AaKThl, 3asABJICHUSA, WX
XapaKTepUCTHKA U COCTaB, TPeOOBAaHUS K 0POPMIICHHIO.
Tunbl 1OKYMEHTOB: IOJUIMHHUK, KOMHWSA, JAyOJIMKAaT, BBINHMCKA, HX
HaszHaueHue. [lopsaok odopmieHHss M BbIJAYM KOMHMHA W AyOJUKAaTOB
JOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5. Perucrpauusi JOKyMEHTOB: MOHSATHE, 1enH, 3aaaud. Cuctembl U GOpMBbI
Opranuzanus peructpanuu  (KypHaibHas, KapTO4yHas, aBTOMAaTU3UpPOBAaHHAs), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HeAocTaTKH. [oka3aTenu, BBOAMMBIE B PETUCTPALIMOHHBIC
Opranuzanus ¢dopmbl.  OCOOEHHOCTH  PETrUCTpalMM  BXOJAIIMX, HCXOAALIMX U
perucrpanuu BHYTPEHHUX JJOKYMEHTOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
JOKYMEHTOB H CocTtaB BBINOJNHAEMBIX PA0OT IpPU OTHPABKE HCXOIAIIMX JOKYMEHTOB:
KOHTPOJIb IpOBEpPKa MPAaBUILHOCTH O(OPMIICHUS, HATHUUSA IPUIIOKEHUH, ajpecara,
UCIIOJIHEHUS COpPTUPOBKA IO aJpecaTaM M BHJAM OTIIPABICHHUM, COCTABIECHUE OIHCU
JOKYMEHTOB. pacchlIKU
KoHTpone HCHOIHEHMS MJOKYMEHTOB: IIOHATHE, HAa3HAYEHUE, BUJBL
[IpuHnuns! opranu3anuu  KOHTposdss. CpOKHM HCIHOJHEHMS: THUIIOBOM,
WHIUBUYaTbHbINA. TEXHOTOTHUS BEACHUS KOHTPOJIA. AHAIN3 UCIIOTHEHUS
JIOKYMEHTOB BYYPEXKICHUU.
B3auMocBs3p peructpanuu J0KyMEHTOB U HH(POPMAILMOHHO- CIIPAaBOYHON
pabotbl. Opranusanus paboThl ¢ HOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIDKHOCTHBIE JMIIA, OCYIUECTBISAIONIME PETUCTPALUI0O M  KOHTPOJIb
UCITIOJIHEHUS], UX (DYHKIMH U TpaBa.
Tewma 6. Homenknatypa pen: mnoHsATHE. 3HAYCHHE HOMEHKJIATYpbl Jen A
Opranu3zanus KJaccu(UKaluy JJOKYMEHTOB, OIEPATUBHOTO XpaHEHUS M HUX TMpen
OIIEpaTUBHOTO apXUBHOM MOATrOTOBKHU. Buasl HoMeHKnatyp faen. Opranusanus XpaHeHUus
XpaHeHus UCTIOJIHEHHBIX JJOKYMEHTOB. (OCHOBHBIE TpeOOBaHHS HOPMATHBHBIX
JOKYMEHTOB. JOKYMEHTOB, PErJIaMEHTHPYIOIIMX JaHHBIM 3Tan JOKyMEHTOOOOpOTa.

PopMHUpOBaHUE JEIl.

OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. Iloaroroska
JIOKYMEHTOB K
MOCTEAYIOIEH

JIoKyMeHTOO00pOT Ha COBPEMEHHOM MPEANPUATUI
9KCHepTI/IBa ONCHHOCTHU JOKYMCHTOB: IOHATHC, HA3HAUCHUC. HpI/IHI_[I/IHBI n
KPUTEPUU ONPEACICHUS HAyYHOW, MCTOPUYECKOM W MPAKTUYECKOMN
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nepenaye
JOKYMEHTOB B apXHUB
W Ha
YHUUYTOXECHHUE.

[IEHHOCTH JOKYMEHTOB. DKCIIEpPTHBIE KOMHCCHUHU, UX (DYHKIMH, IpaBa.
Oransl npoBeneHus dKkcrepTru3bl. OdhopMiIeHHE pe3yIbTaTOB AKCIEPTH3HI.
Cpoku XpaHeHUs JOKYMEHTOB. [IepeuHu JOKyMEHTOB C yKa3aHHEM CPOKOB
XpaHEeHHS, MX BH]IbI, HA3HAYCHHE, CXeMBbI TocTpoeHus. [lopsmok mepenaun
ACJI B apXUB WK YHUUYTOXCHUA JOKYMCHTOB.

TpeboBanusi kK OQOPMIICHUIO JEN TOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEHUs U 10 JIMYHOMY COCTaBy. ABTOMATH3aIUs IPOIECCOB 00paboTKU
JNOKyMeHTOB. Kommbprorepu3anus TOKYMEHTAIIMOHHOTO OOECIICUCHUS
ynpasnenus. [IpaBuna opopmienus u cocrapienus onucu jein. [opsaok

nepeaayuu e B apXuB. DIEKTPOHHBIN TOKYMEHTOO00POT

BEJJOMCTBEHHbIE, O00BbEINHEHHBIE
MEXKBCIOMCTBCHHBIC 10 JIMYHOMY
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

BEJIOMCTBCHHEIE,
COCTaBy.

ApxuBHbBIE

ApXUB: TIOHSTHE, Ha3HAaueHUE. BUABI apXWBOB: TOCYAapCTBEHHBIC,
00BEIMHEHHBIE
donbI:

6. CTpykTypa IUCHMILUIMHBI 110 TeMaM € YKa3aHHEM OTBeIeHHOI0 HA HUX KOJIH4YeCcTBa

aKaJeMH4YeCKNX YaCOB M BUJ0B Y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus1

KonTakTHas padora, yac.
HaumenoBanue teM
3auaTus

(pa3neJioB)
JIEKIIHOHHOT'0 CemuHapbl
AUCHMILTUHBI THna yac.

CamocrosiTeN b
Has pa0ora,

Bcero,
qac.

OpranuzanvoHHbIe 2 2 9
OCHOBEI
JIeIONPOU3BO/ICTBA.
biianku JOKYMEHTOB.

13

Opranu3annoHHO- 2 2 21
pacropsiAuTebHas
JIOKYMEHTAITHSI.

OO0m1as XxapaKTepHUCTHKA

CTHIISL OlHIA

JIOKYMEHTAITHH.

25

CnpaBouHo- 2 2 8
nH(pOpMaIMOHHBIC
JIOKYMeHTHI. [lenoBas
TEaa

CocraBneHue akToB U
IIPOTOKOJIOB.

12

PacniopsiaurensHbie 2 2 8
JIOKYMEHTBI.
CocraBieHne IpuKa3os,
yKa3aHWH,
pacHopsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTHI.

12

Opranuzanus 2 2 12
JIOKyMEHTO000pOTA.
Opranuzanus
pErucTpaIu

18




JIOKYMEHTOB U KOHTPOJIb
UCIIOTHEHUSA
JIOKYMEHTOB.

Opranuzanus
OIIEpaTUBHOI'O XPAHEHHUS
JIOKYMEHTOB.
DopMHUpOBaHUE JEIL.

11

15

[ToaroroBka 10KyMEHTOB
K MOCJIENYOLIEN
nepeaade JOKyMEHTOB B
apXI/IB nJINn Ha
YHUYTOKEHHUE.

11

15

HUTOI'O:

14 14

80

108

OuHo-3204Hasi popma 00yueHust

HaumenoBanue teMm
(pa3nesioB)
TUCHUIIINHBI

KonTakTHas padora, yac.

3ansaTusn
JIEKIIHOHHOT'0 CemuHapbl
THIIA

CamocTosITE/ b
Has padora,
qac.

Bcero,
qac.

OpraHu3aluOHHbIE
OCHOBEI
JIETTONTPOU3BO/ICTBA.
bilaHKM TOKYMEHTOB.

1 -

12

13

OpraHu3anoOHHO-
pacropsiuTenbHast
JTOKYMEHTALHSL.

OO1m1ast xapaKTepUCTHKA

CTHJIS CTyRHI

JOKYMCHTAIHH.

23

25

CnpaBoyHo-
UH(POPMAaLMOHHbIE
JIOKYMeHTHI. [lenoBas
A

CocraBlieHHE aKTOB B
MPOTOKOJIOB.

10

12

PacnopsnurenbHbie
JIOKYMEHTBI.
CocraBneHue NpuKa3oB,
yKa3aHuM,
pacmopsKeHUH.
OpraHuzaioHHbIe
JIOKYMEHTBI.

12

Opranuzanus
JIOKyMEHTO000pOTA.
Opranuzanus
perucTpamnuu
JIOKYMEHTOB ¥ KOHTPOITh
HCIIOJTHEHHUS
JIOKYMEHTOB.

15

18

Opranuzanus

12

15




OIIEPATUBHOI'O XPaHEHUs
JIOKYMEHTOB.
DopMHUpOBaHUE JEIL.

7. [ToaroToBKa TOKYyMEHTOB 2 1 12 15
K MOCJIENYOLIEN
nepeaade JOKyMEHTOB B
apXI/IB nJINn Ha
YHUYTOKEHHUE.

NUTOI'O: 12 4 92 108

7. IlepevyeHb y4eOHO-MeTOAUYECKOT0 O0ecrievYeHusl /ISl CAMOCTOSITeIbHOI padoThl
00y4yaomuxcs Mo AMCIHUILINHE

CamocrosrenbHas paboTa sIBISICTCSI OJHUM M3 OCHOBHBIX BHIOB YUeOHOI JeATEIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOGHHE MaTepuasa
JTUCLUIUIMHBIL, COBEPIICHCTBOBAaHME M 3aKpPEIUICHHE HABBIKOB CAMOCTOSTENBHOW paboOThl C
JUTEpPaTypoil, PEKOMEHJOBAHHOW IMpernojaBaTeieM, YMEHUE HaWTH HYXHBIA Marepuan |
CaMOCTOSITEIBHO €r0  HCI0JIb30BAaTh, BOCHUTAHME BBICOKOH TBOPYECKOW aKTHUBHOCTH,
WHUIMATUBBI, IPUBBIYKM K IIOCTOSHHOMY COBEPLICHCTBOBAHMIO CBOMX 3HAHWM, K
L[EJIEYCTPEMIIEHHOMY Hay4YHOMY ITOUCKY.

KoHTponb caMOCTOSTETbHONH pabOThl, SBISAETCS Ba)KHOW COCTAaBIIAIONICH TEKYyIIEro
KOHTpOJII YCIEBAEMOCTH, OCYILIECTBISICTCA MPENoAaBaTeIeM BO BpEMsS JIEKUHOHHBIX U
NPaKTUYECKUX (CEMHUHAPCKUX) 3aHATUN U 00ecIieunBaeT OLCHUBAHNE X0/1a OCBOCHUS N3y4aeMOn
JUCLUTIIINHBI.

BOIIpOCbI AJId CAaMOCTOATEIBHOI0O U3YyYCHU A

1. KakoB npeaMer JOKYMEHTAIlMOHHOTO 00eCcrieueHus yrpaBieHHs?

2. Kakue HOpMaTHBHO-TIPABOBBIE AKTHI PETYIUPYIOT TOKYMEHTAIMOHHOE OOecredeHue
yIpaByieHUs?

3. Kakosa MPaKTUYECKasi 3HAYMMOCTh  YIeOHOM MUCIUAILINHBI
«JIOKyMEHTallMOHHOE 00ecrieYeHrne ypaBIeHUs»?

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

5. Kakyto posb urpaet uadopmanus B odecrieueHun 3OPEKTUBHOTO YIIPaBICHUs?
6. KakoBbl HCTOYHUKY TIOTyUYEHUS YIIPABICHUECKON HHPpOpMAITUH?
7.

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

9. Kakue Buapl yHmpaBIEHYECKMX JOKYMEHTOB BKIIOYaeT B ceOs YHH(UIMPOBAHHAS
cHcTeMa OpraHU3allMOHHO-PACTIOPATUTEILHON TOKyMEHTAINN ?

10. OpraHuzanmoHHBIC JOKYMEHTHI MPEITPUATHS.

11. PacnopsimuTtenbHble JOKYMEHTBI IPEANPHUATHS: IIPUKA3bI IO OCHOBHOMU JIeTETLHOCTH;
pactopsDKeHHS, PEIICHNUS.

12. NudopMannoHHO-CIIPaBOYHBIE TOKYMEHTHI: IPOTOKOJIBI, ITOJIHAS ¥ KpaTKas (opma ux
odopmITeHHUS.

13. MH}popManOHHO-CIIPABOYHBIE JOKYMEHTBI: aKThl, CIyKeOHbIE M OOBSCHUTEIbHbIC
3aIMCKN; CIPaBKH; CIy)KEOHbIC JOBEPEHHOCTH; MHCbMa, WX KIacCHUKamus, CTPYKTYpa,
CTaHJapTHBIE (pa3bl U BBIPAKEHUSL.



14. TlonsTHS JOKYMEHTOOOOPOT M OpPTaHM3AIUs JOKYMEHTOO0O0pOTA.

15. HopmatuBHO-METOAMYECKAs perjaMeHTaIHsl JOKYMEHTO000pOoTa.

16. OcHoBHBIC MpaBwJIa OpPraHU3AIUU JOKYMEHTO000pOTa HA MPENPHUSITHH.

17. KadecTBeHHbBIE XapaKTEPUCTUKHU JTOKYMEHTO000POTA.

18. Knaccuduxanus JIOKyMEHTOTIOTOKOB: TOPU30HTAJIbHBIE, BEPTUKAJILHBIE,
BOCXO/JISIIINE, HUCXOASIINE, BXOIIIIUE, UCXOASIIHE.

19. JIokyMeHTOOOOPOT Ha COBPEMEHHOM IPEANPHUITHH.

20. KommnbroTepu3zaiysi JOKYMEHTAllMOHHOTO 00eCTIeueH s yIPaBICHUSI.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Hcropus passutus nenonpousBoacrsa B Poccun.
YHUHUKAIHS JOKYMEHTOB, Y HUPHUIIMPOBAHHBIC CHCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOE COCTOsTHIE HOpMaTUBHO-MeTouueckoit 6a3er IOV (0630p).
CranmapTu3anus B ICIONPOU3BOJICTBE.
Hctopus poccuiickoro repoa.
TpeboBanus Kk ’MOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
Obmepoccuiickue KIacCupUKaTOpbl KaK JOKYMEHTHI IO CTaHJapTH3AIHH.
XapakTepuCcTUKa OTACITBHBIX TPYIINT OPTaHU3aIOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB

9. Oco0GeHHOCTH CO37aHus TPUKA30B.

10. OGparenus rpakaaH, IpaBuiIa padoTHL.

11. Xapakrepuctuku u pestome. OcodeHHOCTH 0(hOPMIICHHUS.

12. PexomeHaaTenbHOE MTUCHMO.

13. Kommepueckue muchMma.

14. OcoOeHHOCTH A3bIKa M CTUJIS CIIY>KEOHOTO IOKyMEHTA.

15. Ucropus yHHPUKAIHT TEKCTOB CITYKEOHBIX TTHUCEM.

16. DaexTpoHHOE COOOIICHNE — OCOOCHHOCTH SI3bIKA M CTUJIS.

17. NndopmannonHas QyHKIUS JOKyMEHTa KaK CPEJCTBO 3aleyaTICHUs U XpaHCHUS
uHpOpMaLIKH.

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

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

20. TIpaBoBast pyHKIIHS TOKYMEHTa KaK CPEICTBO yCTAHOBJICHHS TIPABOOTHOIICHHI
MEXIY I0PUINYECKUMU U (PU3NYECKUMHU JTULAMH.

21. OyHKIMS JOKYMEHTA B KAYeCTBE HCTOPUIECKOTO HCTOYHHKA.

22. YmupapneHueckas GyHKIHUS JOKYMEHTA B POJIM OCHOBHOTO MHCTPYMEHTA ISl PELICHUs
aJIMAHUCTPATHBHBIX 1 OPTaHU3aIMOHHBIX BOIIPOCOB yIIPABJICHUSI.

23. Craructuueckas QyHKUIUS TOKyMEHTA.

24. BriaHK JOKYMEHTa, HCTOPHS €T0 Pa3BUTHs. bIaHK COBPEMEHHBIX YIPaBICHUECKIX
JIOKYMEHTOB.

25. XapakTepHucTHKa 3aKOHOJIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO
JOKYMEHTALMOHHOTO 00ECTIeueHHsI yIPaBICHUSI.

26. Ponb ciayx0b1 JIOY B nesATeTbHOCTH OpraHU3aIiH.

27. Opranu3zainus pabo4nx MECT U yCIOBUH TpyJa nepcoHana ciayxosr J0Y.

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

29. JlomxHocTHas MHCTpYKUus. DyHKIMU, CTPYKTYpa, METOUKA pa3pabOTKH.

30. Opranuzamnus T0KyMEHTO000pPOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.

31. OOBeKTHBHBIE U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHT0000pOTA.

32. DNEeKTpOHHBIN JOKYMEHTOOOO0pOT. [IpoOiieMbl M IEPCTIEKTUBBI PA3BUTHS.

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

N GOMWNE
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Pacnpenesienne caMoCTOSITEIbHOM PadOTHI

Bunpl, popmMbl 1 00bEMBI CaMOCTOATENBHONW pabOTHI CTYACHTOB MPU W3YYEHUU JaHHOU
TUCITUTIMHBI ONIPEIENSIFOTCS €€ COJIepPIKaHueM U OTPaKEHBI B CIEIYIOIIeH Ta0uIie:

O0bem camocTOSITEILHOM
HaunmeHoBaHHe TeM Bua camocrosiTeJaLHOM padoThI
Ne | (pa3aesioB) IMCHUTIMHBI padoThI ouHast opma OYHO-3a04Hast
n/n oOyJeHus dbopma oOyueHus
1. | OpranuzanuoHHble [ToaroroBka k 9 12
OCHOBBI ayJAUTOPHBIM 3aHATHSAM,
JeTOTIPOU3BO/ICTBA. HanucaHue pedeparos,
branku TOKyMEHTOB. HOATOTOBKA JOKJIAI0B
2. | OpranuzanuoHHO- [ToaroroBka k 21 23
pacnopsauTensHas ayJAUTOPHBIM 3aHATHSM,
JTOKYMEHTAIHSL. HanucaHue pedeparos,
OOmras xapakTepucTuka HOATOTOBKA JOKJIA0B
CTHIIS CRHIA
JTOKYMEHTAITHH.
3. | Opranuzanus IMonroroska k 8 10
TOKyMEHTOO00pOTA. ayJAUTOPHBIM 3aHATHSAM,
Opranuzanus HanucaHue pedeparos,
pETHCTpay JOKYMEHTOB | IIOATOTOBKA JIOKJIA/IOB
Y KOHTPOJIb UCTIOJIHEHHUS
JOKYMEHTOB.
4. | Opranuzauus IMonroroska k 8 9
OTIEPAaTHBHOTO XPAHEHHUS | AyJUTOPHBIM 3aHATHSAM,
JTOKYMEHTOB. HanucaHue pedeparos,
dopmupoBaHue e HOATOTOBKA JOKJIAI0B
5. | Opranuzanus [ToaroroBka k 12 15
TOKyMEHTOO00POTA. ayJAUTOPHBIM 3aHSATHSAM,
Opranuzanus HanucaHue pedeparos,
pETHCTpaliy JOKYMEHTOB | IIOATOTOBKA JIOKJIA/IOB
Y KOHTPOJIb UCTIOJTHEHHUS
JOKYMEHTOB.
6. | Opranuzanus [MoaroroBka k 11 12
OTIEPAaTHBHOTO XPAHEHHUS | AyJUTOPHBIM 3aHATHAM,
JOKYMEHTOB. HanucaHue pedeparos,
dopmupoBaHUe Ae. HOATOTOBKA JOKJIAI0B
7. | llonroroBka nokymentoB | [loaroroBka k 11 12
K TIOCJICAYIOIEH nepeiaue | ay IUTOPHBIM 3aHSTHSIM,
JTOKYMEHTOB B apXMB WIN | HalMCaHHUEe pedeparos,
Ha YHUYTOKCHUE. HOATOTOBKA JOKJIAI0B
HUTOrIO: 80 92

8. IlepeyeHb BONPOCOB U TUIOBBIE 321aHMSI /ISl IOATOTOBKH K 324€Ty C OLEHKOM

8.1. IlepedeHb BONPOCOB Uil MOJATOTOBKH K 3a4€Ty ¢ OLEHKOM

1. Yro moHMMAaETCs IO/ OpraHu3aIueil JOKyMeHToo0opoTa?
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2.

[TousTne I[OKYMCHTOO60pOTa, €ro KOJIM4YE€CTBCHHBIC U KAYCCTBCHHBIC

XapaKTePUCTHKH.

©ONO AW

10

11.
12.

2003.

13.

MecTo 1 posib JOKYMEHTOB B yIIPaBJIECHUU Ha COBPEMEHHOM JTaIle.

DyHKINHU [ET0NPOU3BOJCTBA.

CocraB HOpMaTUBHO-MeToAM4YecKoi 6aszel JIOY.

Uro noHMMaeTCs Mo AOKYMEHTAIIMOHHBIM 00€CTI€YeHUEM YIIPaBICHUS?

[ToHsATHE OpraHU3aLMOHHBIX TOKYMEHTOB

Cranpaptuzanus 1 yaudukanus cucremsl J10OY.

. O6mepoccuiickue Kiaccu(GuKaTopbl JOKYMEHTAIIH.
l'ocynapcTBeHHas cucreMa JOKYMEHTAllMOHHOTO 00eCrieueHus YIIPaBICHHUS.
braHku TOKyMEHTOB M TpeOOBaHUS K HUM.
Crpykrypa noxkymenTa. TpeboBanus k opopmiienuto nokymenTos no 'OCT P 6.30-

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

"mmoanuce'.

14.

C kakoii uesbio pa3padaThHIBAIOTCS HHCTPYKIMH O JEIONPOU3BOACTBY, YTO B HUX

HE0OXOAMMO MPETyCMOTPETH?

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

CucreMa OpraHU3aIOHHON TOKYMEHTAIUH.

CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH.

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

Bunb! 1 Ha3HaYEHUE TUYHBIX JTOKYMEHTOB.

Jaiite onpenenenue TepMuHa ""opraHnu3allMOHHbIE TOKYMEHTHI'.
HazoBute BUIbI OpraHU3aIIMOHHBIX JOKYMEHTOB.

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

[IpaBuna opopmieHus ciykKeOHOTO MUCHMA.

CTpyKTypa IeJIOBBIX U KOMMEPUYECKUX MTHCEM.

Knaccudukanus 1enoBbIX 1 KOMMEPUYECKHUX ITHUCEM.

[ToHsITHE M IPUHIIMITE OPTAHU3AIUH JOKYMEHTO000pOTA.
O6paboTka BXOIAIINX TOKYMEHTOB.

O06paboTKa UCXOASIUX JOKYMEHTOB.

BHyTpeHHUE JOKYMEHTBI OpraHU3aIiu.

YKaKUTE TEXHOIOTUYECKYIO IMOCIEeI0OBATEILHOCTh ATANIOB PA0OTHI C BXOISIIHMH

JOKYMCHTaMMU.

32.

Urto Takoe HOMEHKIIATypa Jell, ¢ KaKoil LIebio pa3padaThIBAIOTCS TUTIOBHIC

HOMEHKJIATypbl €717

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

TaulHe.

40.

Pabora ¢ mucbMaMu 1 0OpameHUsIMUA TPaXKJaH.

[TpuBenuTe mpUMephl PETUCTPALIUU JOKYMEHTOB.

CocraBiieHre HOMEHKJIATYPHI JIeI.

®dopmupoBanue U 0hOpPMIICHUE JEN.

[MoaroroBka u mepenavya JOKyMEHTOB Ha apXHUBHOE XpaHEHHE.

Yrto Takoe KOHPUACHIIMAIBHBIA JOKYMEHT?

Opranuzanus paboTsl ¢ TOKyMEHTaMH, KOTOPBIE OTHECEHBI K TOCYapCTBEHHOM

VYkaxute 0cOOEHHOCTH BEJCHHUS AETIOMPOU3BOICTBA, 00ECIICUNBAIOIIETO yUeT U

COXPAHHOCTh KOHQHACHINATHHONU HH(POPMAIIUU U IOKyMEHTOB.

41.
42.
43.
44,
45.

Tunossle OpraHu3aOHHBIE CTPYKTYPHI CITYKOBI AETOMPON3BOICTBA.
VYcnoBus Tpyna pabOTHUKOB CITy>KOBI I€TONTPOU3BOICTRA.
KomnbroTepHble TEXHOIOTUHU B 1€TOIPOU3BOJICTBE.

OO6ecnieyeHre COXPaAaHHOCTH IOKYMEHTOB B 3JICKTPOHHOU (hopme.
YcraB Kak OCHOBHOM OPraHU3allMOHHBIN JTOKYMEHT.
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46. CranpaptHble ¢pa3bl U BRIPAKEHUS JEITOBBIX 1 KOMMEPUYECKUX ITHCEM.

47. TIpoxoxIeHue UCXOASIINX U BHYTPEHHHUX JT0KYMEHTOB.

48. OcoOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

49. PexkBHU3UTHI MEXAyHApOIHOTO MUChbMa. OCHOBHBIC PEKOMEHJAIIMU IO COCTABJICHUIO
TEKCTOB MEKTyHAPOIHBIX ITUCEM.

50. Yro onpenensier popMyIsip AOKYMEHTA M YeM OTINYaeTcs (GopMyIsip JOKYMEHTa OT
dbopmysipa-oopasia’?

51. Ha3zoBuTe OCHOBHBIC IPYNIbI PYHKIUH TOKYMeHTa. YeM xapakTepusyeT KaKayIo
rpynmny?

52. Yro oOycnaBiIuBaeT IOPUIHMUECKYIO CHITY O(QUIIUATBHOTO JOKYMEHTa?

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

54. ABTOMAaTH3UPOBAHHBIC TEXHOJOTUH 00PAOOTKH TOKYMEHTOB U X BIIMSHHUE HA
CHCTEMY JIeNIOTIPOU3BOCTBA KOHKPETHON OpraHU3aIHH.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

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

57. OCHOBHBIE aCIIEKTHI KYJbTYpbI I€J0BOH pEUH.

58. Cranmaprtuzanms si3bpIKa JOKyMEHTA. SI3bIKOBBIE TPEOOBaHUS K 0()OPMIICHHUIO
PEKBU3UTOB JOKYMEHTA.

59. TunuyHbie OMMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2. TunoBkIe 3aJaHUA IJI9 OHEHKH 3HAHMI

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

0) C YBOKEHUEM ...

B) HAMH paccMOTpeHbI Bamu npeanoxenus ...

) B CBSI3H ...

2. JlesITenbHOCTD ammapara yrpaBlIeHHs, OXBAThIBAIOIIAs BOPOCH! JOKYMEHTHUPOBAHUS U
OpTraHU3aIH Pa0dOTHI ¢ JOKYMEHTaAMHU:

a) TOKyMEHTAllMOHHOE 00eCTieueHre YIpaBICHHUS,

0) cTaHIapTU3AIINS;

B) EI'C/1;

T') CHCTEMa JIOKyMCHTAIIHH.

3. JloKyMeHT, 3aKperIsionui JOJKHOCTHON M YUCIICHHBIN COCTaB MPEANPUITHS C
yka3zaHueMm (oHsa 3apabOTHON TIATHI:

a) TOJKHOCTHAsI MHCTPYKLUS;

0) ycras;

B) TIOJIOKCHHUE;

I') LITATHOE pacIUCaHUE.

8.3. TunoBbie 3a1aHUA 1JI51 OEHKH YMEHHI

1. 3anmomuuth Tabmuiy «CBeoeHHS O CpelcTBaX, IMOCTYHNAOIIUX BO BpPEMEHHOE

pacrnopspkeHue yupexaeHus (moapasnesneHus)» Ha ocHoBaHuu [lpukaza Munduna Poccun ot

31.08.2018 Ne 186n (pexn. ot 02.04.2021) «O TpeboBaHMSIX K COCTABICHHUIO U YTBEPXKICHUIO

r1aHa (PUHAHCOBO-X03sUCTBEHHOMU. [Ipoanann3npoBaTh MPaBUILHOCTE O(OPMIICHHS CITYKEOHOTO
JIOKYMEHTa U €T0 PEKBU3UTOB;
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2. UcnpaButh ommoOkud B OQOpMIIEHUH PEKBU3UTOB JOKyMEHTa, YOpaTh JIMIIHUE WIH
N00aBUThH HEAOCTAIOIINE PEKBU3HUTHI, €CITH 3TO HEOOXOIUMO;

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

PykoBoguTemnto aBTopeMoHTHOTO casioHa [leckapény.

O6pamatocs k Bam ¢ Hacrosimieil noknaaHoi mo creayiomeMy nooay. KoHTponbHbIE
UCIBITaHUS OTPEMOHTHPOBAHHBIX MAIMH YacTO TPeOYIOT 3aJepkKKu ciecapeil modEpoB Ha
CBEpPXypOUHYIO paboTy. MBI moAdac CTaJkuBaeMcs C TPYAHOCTSIMH 1O O(OpMICHUIO
CBEpPXYpOUHBIX B Oyxrantepun. [ToaTomy Bam cpouHo HE0OX01MMO pa3o0paThCsi B 3TOM BOIIPOCE
¥ 00€CTIeUnTh MPUHSITHE HEOOXOJUMBIX MEpP IO BHIIIECKa3aHHOMY.

Havanpnuk mactepckoii noanuce H.M. CmupHoB
8.4. TunosBkble 3aKaHud 19 OIEHKH HABLIKOB

1. CocraBbTe pacnopsauTeIbHbIC TOKYMEHTHI, HEOOXOAUMBIEC B JAHHOW yIpaBIIeHYECKOM
CUTYaLH.

2. C 1enplo MPUBJICYCHUSI CPEACTB AJIS 00ECICUEHUs] MPOU3BOJCTBEHHON AEATEIbHOCTH
renepanbHbiil qupektop OO0 «Texuuka» (r.Kypck) CoxonoB O.I'. 20 ceHTAOps TEKyIIero roaa
M3J1aJ1 IpUKa3 O CO3/1aHNU KOMMEPUYECKOI0 OT/AENA B COCTaBe 3 MITATHBIX €AUHUI]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmernuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustast [opstueBy ['.A. ObIJIO MOPYYEHO MPEICTaBUTh Ha YTBEPKACHHE HOBOE ILITATHOE
pacnucanue NpeanpuaTrs Ha 4 KBapTaj TeKyIero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueEM K 10 OKTIO0ps.

9. IlepeyeHb OCHOBHOI U ONMOJHUTEJIbHOH Y4eOHOH JIMTEPATYPbI, HEOOXOAMMOI /1A
OCBOEHUS TUCHMUILINHBI

9.1. OcHOoBHas JqUTEpaTypa

1. Kysuenos, . H. JlokymeHnTanmonHoe obecriedeHue ymnpasieHus. JJoKyMeHTO0O00pOT
U JICJIONPOU3BOCTBO : YUeOHUK U mpakTukyM i By30B / U. H. Ky3neno. — 3-e u3j., nmepepao.
u jgon. — Mocksa : UznarensctBo FOpaiit, 2021. — 461 c. — (Bricmiee o6pa3oBanue). — ISBN
978-5-534-04275-7. — Tekcr : anexTpoHHbi // O6pa3oBarenbHas miatdopma Opaiit [calT]. —
URL.: https://urait.ru/bcode/468462

2. I'posoBa, O. C. Jlemonpou3BoACTBO : yuebHoe mocobue s By30B / O. C. I'po3oBa. —
Mocksa : M3narensctBo FOpaiit, 2021. — 124 ¢. — (Bsiciiee o6pazoBanue). — ISBN 978-5-534-
06787-3. — Texkct : snmekTponHbIil // O0pa3oBatenpHas 1uargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/472841

3. Hoponuna, JI. A. Opranuzanusi U TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECTICUCHHs
yIpaBiIeHus : Y4eOHHK U IPakTUKyM Jutst By30B / JI. A. Jloponuna, B. C. MputukoBa. — Mocksa
: I3patensctBo FOpaiit, 2021. — 233 ¢. — (Bricmee oo6pazoBanue). — ISBN 978-5-534-04568-
0. — Tekcr : anektponHsi // OOpazoBarenbHas minatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468850

9.2. lonoiHUTE/IbHAS JIUTEPATypa

1. UBanoBa, A. 1O. Pycckuii A3bIK B 1€7IOBOM JOKYMEHTAITUH : YICOHUK U TPAKTUKYM JJIS
By30B / A. 0. UBaHoBa. — 2-¢ u3n., nepepad. u qom. — Mocksa : M3agarenscTBo FOpaiit, 2021.

14


https://urait.ru/bcode/468462
https://urait.ru/bcode/472841
https://urait.ru/bcode/468850

— 187 ¢. — (Bricmiee obpazoBanme). — ISBN 978-5-534-12357-9. — TekcT : 21eKTpOHHBIH //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469725

2. KazakeBuu, T. A. JlokymeHToBeneHue. JIOKyMEHTAIMOHHBIN CEPBHUC : YUYECOHUK H
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gon. — MocCkBa :
NznarensctBo FOpaiit, 2021. — 177 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06273-1.
— Teker : onextponsbiii // OOpasoBarenbHas 1uiatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/471512

3. Ulysanosa, H. H. Opranuzanmys 1 TEXHOJOTHS TOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBieHUs : Y4eOHHUK U npakTukyM it By3oB / H. H. lllyBanoBa. — 2-¢ uzn., mepepad. u 1o1.
— Mockaa : U3natenbctBo FOpaiit, 2021. — 265 ¢. — (Bricimiee o6pa3oBanue). — ISBN 978-5-
534-12358-6. — Tekct : anexTponHbl // O6pa3oBarenbHas matdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/469831

10. Ilepeyens pecypcoB HH(pOPMAIHOHHO-TEJIEKOMMYHHUKANMOHHOM ceTH ""UHTepHeT",
He00XO0IMMBIX VISl 0CBOCHHUS JMCHUIIMHBI H HH(POPMALMOHHBIX TEXHOJIOTHIi,
HCII0JIb3yeMBbIX IPH OCYLIEeCTBJICHUH 00pPa30BaTEeJBbHOI0 NPoLecca no JUCHHUILINHE,
BKJII0Yas NepedeHb NPOrpaMMHOro obecrnevyeHnsi 1 HHGPOPMALMOHHBIX CIIPABOYHBIX
cucTteM (MpH HEOOXOAMMOCTH)

1. http://biblioclub.ru - O9bC «YHuBepcureTckast OUOIHMOTEKA OHITANHY

2. https://urait.ru - 9bC «O6pa3oBarenbHas miathopma KOpaitr»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - HayudHasi SJCKTpOHHas OHOIMOTEKA
(HOB) «eLIBRARY.RU»

4. http://economicus.ru - SKOHOMHUYECKHH TOpTan, TIe TMPEACTaBICHbl pPabOThI U
Oouorpaduu U3BECTHBIX KOHOMHCTOB, MPO(PECCHOHAIBHBIA KaTaJOT dKOHOMHYECKUX PECYpPCOB
WNuTepHer, SKOHOMHYECKas  KOH(EpEeHIHs, Yy4eOHO-METOAMYECKHE  MarTepuajibl IS
NPENOAIONINX U MU3YUYaroIIUX YKOHOMHUKY, TIOA00pKa CIIOBAPEH, SHIUKIIONIEANIA, CIIPABOYHHKOB
M0 CaMbIM Pa3HOOOpa3HBIM O0JACTSIM SKOHOMHKH, Hamboyiee MOJIHOE COOpaHue JEKIU To
SKOHOMHUYECKOUN TEOPHUH.

5. http://www.aup.ru  AaMuHHCcTpaTHBHO-YTipaBineHueckuii [lopran - OecruaTHas
JNIEKTPOHHAs OMOJIMOTEKA 110 BOIIPOCaM SKOHOMUKH, (PHHAHCOB, MCHEDKMEHTA M MAPKETUHTa Ha
IPEATPHUSTHH.

6. http://www.consultant.ru/ - CipaBounas paBoBas cuctema «Koncynsrant ITimocy
7. www.gks.ru — caiit ®enepanbHOil CiTy’)KObI TOCYJapCTBEHHOMN CTATUCTHKH

JIMIIeH3MOHHO0E MPOrPAMMHOE 00ecIeueHne:

Windows (3apy0exHOe, BO3ME3THOE);
MS Office (3apybOexHOE, BO3ME3THOE);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
— Koncynprantllmoc:  «Koncymprantllmoc:  Crygent»  (poccuiickoe, CBOOOTHO
pacrpocTpaHseMoe);
— 7-zip — apxuBaTop (3apyOekHOe, CBOOOIHO PACIIPOCTPAHIEMOE);
— Comodo Internet Security (3apy0exxHoe, CBOOOAHO pacIpocTpaHsIeMoe).

11. MeToanueckue yKazaHus JJis1 00yYAIOIIUXCS M0 OCBOEHHUIO M CIIANJINHbI

Opranuzanus 00pa3oBaTENFHOTO MPOLECCa PErIaMEHTHPYETCS YYeOHBIM IUIAHOM H
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  popMupoBaHMM CBOCH HWHIWBHAYyaJbHOM  0Opa30BATEIIBHOW  TPAaCKTOPUHU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUILUINH U PO ECCHOHATBHBIX
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MOJIyJIel, OCBOEHHBIX B TMIpOLECCe MPEAIIECTBYIOMIET0 O0y4YeHHs, KOTOpbI 0CBOOOXKIaeT
00yyJaromerocss OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.
Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBACTCS Ha MCIIOJb30BAHUM
TPalWLMOHHBIX, HWHHOBALMOHHBIX M WH(GOPMAIMOHHBIX OOPa30BATEIbHBIX TEXHOJIOTHIA.
Tpaauunonneie 00pa3oBaTeNbHBIE TEXHOJOTMHM MPEICTABICHBI 3aHATUSMH CEMHUHApPCKOTO U
JEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa3oBaTelIbHbIE TEXHOJOTHUU HCIONB3YIOTCS B BHJE
IIUPOKOTO TPUMEHEHUS AaKTUBHBIX M HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHATHIL.
UndopmanonHsle  o0pa3oBaTeNbHblE TEXHOJOTHMH  pPEATU3yIOTCS IMyTEM  AaKTUBU3ALUU
CaMOCTOSITENIbHOW PabOTHI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cpesie.

3aHATHSA JIeKIMOHHOIO THIIA

JIeKIIMOHHBI KypC TMpeanojaracT CHUCTEMAaTH3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexiuu nekrop 00s3aH MpeayNnpeIuTh CTyIeHTOB, IPUMEHHUTEIBHO K KAKOMY
06a3zoBoMy yueOHUKY (YueOHUKaM, Y4eOHBIM ITOCOOUSIM) OyIEeT MPOYUTAH KypC.

JleKIIMOHHBIN Kypce OJDKEH JaBaTh HanOOJbIIMN 00beM MH(OpManuu u oOecreyrBaTh
Oosee riryboKoe MOHMMaHNE y4eOHBIX BOIPOCOB MPHU 3HAUUTEIHLHO MEHbBILEH 3aTpaTe BPEeMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YYEHUE MaTepraa.

3aHATHS CEMHMHAPCKOT0 TUIIA

CemunHapckue (MpaKkTHUECKUE ) 3aHATHS IPEJICTABISAIOT COOON NETATN3AIHIO JIEKLIHOHHOTO
TEOPETUUECKOr0 MaTeprasa, MPOBOSTCS B LIEISAX 3aKperieHus Kypca.

OcHoBHOM (hOpMOIH TIPOBEACHHSI CEMHUHAPOB M MPAKTUYECKUX 3aHITUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBbHBIM Te€MaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyallMd B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IpenojaBaTesisi BXOIAT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIbTHPOBAHHUE CTYAEHTOB MO
COOTBETCTBYIOIIUM T€MaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHUIX OLIEHUBAETCS O CIEIYIOUINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, MIpeijlaraeMple MpernojaBaTesieM;

— yyacTHe B TUCKYCCHSIX;

— BBINIOJIHEHHE TPOCKTHBIX M WHBIX 3a/1aHUH;

— aCcCHUCTHPOBAHUE MPETOAABATEINIO B IPOBEACHUY 3aHATUH.

Jlokitagpl U ONIOHUPOBAHUE JOKJIAJ0B MPOBEPSIOT CTENEHb BIAJCHUS TEOPETUYECKUM
MaTepHajoM, a TaKXKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUI.

OneHuBaHue NPAaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.

CamocrosiTeibHas padoTa 00y4aOIMXCA

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO IPOILECC AKTUBHOTO, IIEJIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWUH, yMEHUH 0e3 HEemoCPEICTBEHHOIO Yy4acTus
npenojaBaresisi, XapakTepU3yIOIIMicS TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESITEILHOCTH 00yUaronerocs.

Ilenu camocToATEeTbHON PabOTHI:

— CHCTEeMaTH3alMs U 3aKperIeHHE MOJIYYEHHBIX TEOPETHUECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH CTYICHTOB;

— yrayOJeHue U pacuMpeHne TeOPeTUIEeCKUX 3HAHUH;
— (QopmupoBaHHE YMEHHH MCIIONB30BaTh HOPMATHBHYIO M CHPAaBOYHYIO JIOKYMEHTAIIMIO,

CHEIHUANIbHYIO JIUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpPTraHU30BaHHOCTH;

— (QopMHpOBaHHE  CaMOCTOSITEIBHOCTH  MBIIUICHHUS,  TBOPYECKOM  WHUIIMATUBBI,

CIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHUIO M CAMOpEaTH3allHH;

— Ppa3BUTHUE UCCIIEIOBATEIILCKUX YMEHUN M aKaJJEeMUUECKIX HABBIKOB.
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CamocTtosaTenbHas paboTa MOXKET OCYIIECTBISATHCA HWHAMBHUAYAIbHO WM TpyINIaMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIO’)KHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomnorust opraHu3alid  CaMOCTOSITENIBHOM  pabOThl  CTYJEHTOB  BKJIIOYAET
UCIIOJIb30BaHUE MH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

Ilepen BeIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJUTOPHOM CaMOCTOSTEIBHONH pabOThI
MIPENOIaBaTellb MOXET MNPOBOAUTh MHCTPYKTaX IO BBINIOJHEHHUIO 3aJaHus. B HMHCTpyKTa)
BKJIIOUAETCSL:

— 1eJb U COJIepKaHue 3aJaHus;

— CPOKHU BBIIIOJIHEHHUS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

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

WHCcTpyKTaXX MPOBOAUTCS IMpENojaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
W3y4YEHUE JUCLUIUINHBIL.

KoHTponbs pe3ynpTaToB BHEAyTUTOPHOH CaMOCTOSATENBHOM PabOTHI CTYAEHTOB MOXKET
MIPOXOJNTHh B TUCHMEHHOM, YCTHON WJIM CMEIIaHHOU (hopMme.

CTyneHTbl JOJDKHBI MOAXOAWTH K CAaMOCTOATENbHOM paboTe Kak K HauBaKHEHIIEMY
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSI TEOPETUUYECKUX 3HAHUM, BbIPaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOpPETEHUs OIpEaeieHHBIX HAaBBIKOB M HCIHOJIb30BaHHUS
poQeCCHOHAIBHON JTUTEPATYPHI.

[Tomerenust st caMOCTOSTENbHOW paboThl 00yYaIOMIMXCS JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOUEHUS K ceTu «VIHTepHeT» u obecnieueHneM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OpTaHU3aIIH.

[Ipu camocTosATensHON TPOPabOTKE Kypca 00ydaromuecs T0JKHBL:

— TpocMaTpUBaTh OCHOBHBIE ONpeNeeHUs U (DaKThI;
— TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUH MaTEpHAl U JOMOIHUTH €ro

C Y4€TOM PEKOMEHAOBAHHOMU 10 JAHHOU TEME JINTEPaTyphl;

— U3YYUThb PEKOMEHJIOBAHHYIO JIMTEPATYpPy, COCTABIATH TE€3UCHI, aHHOTALIUA U KOHCIEKTBI

HanboJiee BaKHBIX MOMEHTOB;

— CaMOCTOSITEJIbHO BBIIIOJIHATD 33JIaHUs, AHAJIOTUYHBIE NIPEJIaracMbIM Ha 3aHATHUSAX;
— HCIIOJI30BaTh Ul CAMOIPOBEPKU MaTepHalibl (POH/IA OLEHOYHBIX CPE/ICTB;
—  BBINOJHATH JIOMAIlIHUE 3aJaHKsl 110 YKa3aHUIO IIPENoAaBaTes.

Pexomenganum mo o0y4eHnro mHBaIua0B 1 aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATHAAMH U JuiiaMmu ¢ OB3 MoxeT ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTUMHU OOyYarOIIMMHCSA, TaK W B OTHENbHBIX Tpynmax. [Ipenmomaratorcs
CHelalibHbIe YCIOBUS Ui MOJydeHus oO0pa3zoBaHus HHBaIWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-nienarorndeckuii cocTaB 3HaAKOMHUTCSL € TCHXOJIOT0-(U3NOIOTHUECKUMHU
0COOCHHOCTSIMU 00y4Jaromuxcsi uHBaiauaoB U jul ¢ OB3, uHauBUAYyanbHBIMU MPOrpaMMaMU
peabunuranuy  WHBaNUAOB (mpu  Hamuuwmu). llpy  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIONIHUTENIbHAS TMOJJEpKKa TMPEnoJaBaHusl ThIOTOPaMH, TIICUXOJIOTaMH, COLHUAJIbHBIMU
paboTHUKAMHU, TIPOIICIIMMH ITOATOTOBKY aCCHCTCHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUYECKUMHU peKoMeHnanusMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEAINONaracTcsi HCIOIb30BaTh COIUAIBHO-aKTUBHBIC U
pedaekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIbTYPHOH peadWINTAllUd C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJIEHHWU MOJHOIEHHBIX MEXKIWYHOCTHBIX OTHOILIEHWHA C JPYTUMU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIrO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYIEHYECKOH TpyTIIe.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YUYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayIuanbHON, BU3YyaIbHOM, C UCIOJIb30BAHUEM CHEIHAIbHBIX
TEXHUYECKUX CPEACTB U NH(POPMAIIMOHHBIX CHCTEM.
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Menunamatepraibl TakKe CIEAYeT HCIOJb30BaTh M QJalTHPOBATh C  YYETOM
WHIUBUIYATBHBIX OCOOEHHOCTEH 00yueHus nHBau 0B 1 Uil ¢ OB3.

OcBoeHUE OUCHMIUIMHBI HHBamuaamMu © Junamua ¢ OB3  ocymectBisercss ¢
HCIIOJIb30BAaHUEM CPEACTB OOy4YEeHHsI OOIIEro W CHEIUAIBHOTO Ha3HAYCHHUs (MIEPCOHATBLHOTO U
KOJUICKTHBHOT'O HMCIIOJIb30BaHUs). MaTepHanbHO-TEXHUYECKOE OOCCTICUCHHE TMPEeayCMaTPUBACT
npucnocoOIeHrne ayAuTOpHil K Hy>KJaM HHBanu0B U ui ¢ OB3.

dopma TMPOBENECHUS AaTTECTAlUM JUISl CTYJAEHTOB-UHBaIuMgoB u Jmi ¢ OB3
YCTaHABIMBAETCS C YUYETOM MHIUBHIYyATbHBIX TICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 MHBaTUI0B
n i ¢ OB3 npexycmarpuBaetcst nocTymHas (GopMa MpenocTaBiICHUs 3aJaHWN OIICHOYHBIX
CPENCTB, @ UMEHHO:

— B TMEUATHOW WJIM DIEKTPOHHOW ¢dopMe (ISl JNHIl C HAPYUICHUSMH OIOPHO-
JIBUTATEIBHOTO amnmnapara);

— B TMe4yaTtHOW (opMe WM DICKTPOHHOM (opMe C yBEIWYEHHBIM HIPUPTOM H
KOHTPACTHOCTBIO (JJIS JIUI] C HAPYUICHUSMH CITyXa, PeUd, 3peHHUs ),

— METOJOM YTEHHUS aCCUCTCHTOM 3aJIaHMsI BCIIYX (IIJIs1 JIMI] C HAPYIICHUSIMHU 3PEHUS).

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

— TUChMEHHO Ha Oymare wixm Ha0OpOM OTBETOB Ha KOMIbIOTEpe (AN JIHMIl C
HapyIICHUSIMH CITyXa, PEUH ),

— BBIOOPOM OTBETA U3 BO3MOYKHBIX BAPUAHTOB C UCIIOJIB30BAHUEM YCIIYT aCCUCTEHTA (15
JUI C HAPYUIEHUSIMUA ONTOPHO-/IBUTATENILHOTO aIlapaTa);

— YCTHO (I1s1 JIUII C HApYIICHUSIMH 3PEHUS, OTIOPHO-/IBUTATEIBHOTO anmnapara).

[Tpu HEoOXxoamMocTH JyIsi O0ydYarommXcs ¢ WHBAIMIHOCTRIO U jull ¢ OB3 mpouemypa
OIICHUBAHMSI PE3YJIbTATOB O0YUEHUSI MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepuAJIbHO-TEXHUYECKOI 0a3bl, He00OX0AUMOM Il OCYIEeCTBJICHUS
00pa3oBaTeIbLHOIO Npolecca Mo TUCHUILIHHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsI TPOBEJACHUS YYEOHBIX 3aHATHH,
IOpPEeIyCMOTPEHHBIX  HacTosled  paboyeil  mporpaMMoi  TUCHMIUIMHBI,  OCHAI[CHHAs
000pyI0BaHHEM M TEXHHUUYECKUMHU CPEJCTBAMHU 00YUYEHHUsI, B COCTaB KOTOPBIX BXOST: KOMIUJIEKTHI
CHeLMATU3UPOBAHHON yueOHOI Mebenu, JoCKa KiIacCHasi, MyJbTUMEIUHHBIA POEKTOP, SKPaH,
KOJIOHKHM, KOMIIBIOTED C YCTAHOBJIEHHBIM JHMIIEH3MOHHBIM MPOTPaMMHBIM OOeCreYeHHeM, C
BBIXOJIOM B ceTh «VIHTEpHET» U OCTYNOM B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEeIbHYIO
cpeny.

ITomemmenne 1Jist CaMOCTOATEIbHOI PadoThl 00yUarOMUXCS — AyAUTOPUS], OCHAIIICHHAS
CIIEIYIOIMMM 000PYJOBAaHUEM U TEXHUYECKUMU CPEACTBAMM: CIIEUaIN3UpOBaHHAs MeOenb AJis
npernoiaBaTess U 00yJaromuxcs, 10cka yueOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEePCOHAIBHBIE KOMIBIOTEPHI ISl pabOThl 00yYaromuxcst ¢
YCTAHOBJICHHBIM JIMLIEH3UOHHBIM MTPOrPaMMHBIM 00€CIIeYeHUEM, C BEIXOJIOM B ceTh «HTepHET»
U JIOCTYIIOM B 3JIEKTPOHHYI0 HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPEay.
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