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Tlpunoowcenue 4

K OCHOBHOU NpogheccuonanvbHol 0o6pazoeamenbHol NPocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedscmernmy,

HanpagienHocms (npoghunv) « Meneoscmenm 6 PUHAHCAX U BHEULHEIKOHOMUYECKOLL
0esmelbHOCuLY

PaGouass mporpamMma QuCHUIUIMHBL «JlOKyMEHTAalMOHHOE OOEeCHedYeHUe YHpPaBICHUS
BXOJMUT B COCTaB OCHOBHOM 00pa3oBaTeIbHOM MpOTrpaMMbl BBICIIEITO0 OOpa30OBaHUS 110
HarpasieHuto 38.03.02 MeHeKMEHT, HapaBJIeHHOCTh (Ipoduiib) « MeHePKMEHT B (pMHAHCaX
Y BHEIIHEOKOHOMHYECKOH JEATeIbHOCTU» W MpEeAHa3HAuYeHa I 00yJaroImuxcsi O9HONH (popMbl
00y4eHwusl.

© MHCTUTYT MEXITyHAPOIHBIX SKOHOMHUYECKUX CBsizeH, 2023.
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1. Ilesap u 3272494 JUCHUINJIMHBI

Heap aumcuumiannbl «/lokyMeHTaMOHHOE OOeCIeUeHHE YIMPaBICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIINX OCHOBY TCOPCTHYCCKUX U MPAKTUYCCKHUX HABBIKOB B obactu
OpraHM3alUH JeJI0NPOU3BOICTBA U IOKYMEHTO000pOTA.

3agaum JUCHMIJIMHBI:

- OCBOGHHE CHCTEMbI 3HaHHH TI0 OCHOBHBIM BOIIPOCAM, CBA3aHHBIM C JOKYMEHTAIIHOHHBIM
o0ecrieueHneM yIpaBJIeHMS;

- IpUOOpETeHNE HABBIKOB IPAMOTHOM PabOTHI C JOKYMEHTAMH;

- OCBOCHUE MOPSIIKA OPTraHU3aIMK PAOOT O AETOIPOU3BOACTBEHHOMY OOCITYKHBAHUIO.

2. MecTo TMCHUMIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHOI MPOrpaMMbl BbICIIIET0
oOpa3oBaHus

JucuunnuHa «J{okyMeHTallMOHHOE 00ecrieueHre YIPaBICHUA» BXOAUT B 00s3aTEIbHYIO
4acTh y4eOHOro IJIaHa Mo HarpasyieHuto moarotoBku 38.03.02 MeHeKMEHT, HapaBIeHHOCTh
(mpoduiib) mporpammsbl «MeHEKMEHT B (pHAHCAX U BHEITHEOKOHOMUYECKOU JAESITEIEHOCTH.

3. Oobem AUCHUIIVIMHBI B 3a9€THLIX € IUHHIAX ¢ YKAa3aHUEM KOJIUYECTBA AKAACMUYCCKHUX
YacCoB, BBIICJICHHBIX HA KOHTAKTHYIO paﬁoTy oﬁyqamnmxcﬂ C mpemnmoaaBarTejiemM (HO BHJaM

y4eOHBIX 3aHATHIT) 1 HA CAMOCTOSATEIBHYI0 Pa00Ty 00y4ar0IIMXCH

O6mas TpyaJ0EMKOCTh AUCHUILIIMHBI COCTABISAET 3 3a4€THBIE €IMHULIBI, Bcero — 108 yacos.

Buja yueonoi padoTnl
ny p Bcero yacos

KonTakTHasi pa6oTa ¢ npenoaaBartejieM (Bcero) 20

B ToM uucie:

3aHATHS TEKIMOHHOTO THIA 14
3aHATHS] CEMUHAPCKOTO TUIA (CEMHUHAPHI) 14
CamocrosiTesibHas padoTa (Bcero) 80
dopma KOHTPOJIS 3auer ¢ OLIeHKON
OO6masi Tpy10éMKOCTh 108




4. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs 10 JUCIHUIIJIMHE, COOTHECEHHBIX €
IVIaHNPYeMbIMH pe3yiabTaTamu ocsoenusi OIIOIT BO

Kon u nHanmenoBanue Kox v HanmenoBanue
N Pe3yabTarsl 00yueHust no
KOMIIeTeH N U (1il) HHAMKATOPA I0CTHKECHUS
AMCHUIIMHE
BbIIIyCKHUKA KOMIIETeH U U

OIIK-5. HNOIIK 5.1. 3HaTh: OCHOBBI
Cnocoben  ucnonb3oath | OPUCHTHPYETCS B COBPEMEHHBIX | JOKyMEHTAIIHOHHOTO
npu pemieHny | MHQOPMALMOHHBIX TEXHOJOTUAX M | oGecreyueHms B YIIPABJICHHH.
npodeccnoHamTbHBIX HPOrpPaMMHBIX CPEJICTBAX. VMeTh: OCYILECTBIATD
3aga4 cospemennsie | MOIIK 5.2.

JIOKYMEHTAIMOHHOE O0ecreueHne
nH(popMaMOHHbIC Hcnonb3yer Ut peuieHus N

npodeccuoHaIbHOM
TEXHOJIOTUH U | mpohecCHOHATBHBIX 3amaq
POrPaMMHEIC  CPEJCTBA, | COOTBETCTBYIOILME MM COBPEMCHHBIE | o1 CIPHOCTH.
BKJIIOYast yrpaBieHue | ”HQOPMAMOHHBIE TEXHOJIOTUH U Buiajerb:  HaBLIKOM  pellCHHUS
KPYIHBIMH  MAacCHBaMH | IPOrPaMMHbIE CpejcTBa, Bkiroyas | OTACIBHBIX 3ana4 1o
JTaHHBIX 5 X | yOpaBlIeHHE KpyImHbBIMH MaccuBaMu | AOKYMCHTAIMOHHOMY
HMHTEJUIEKTY AJIbHBII JAHHBIX M MX MHTEJUIEKTYa bHbIi | OOECIICUCHHIO B YIIPABICHUH.
aHaJINU3. AHAJIN3.

5. Coaep:xaHue IMCUMILTHHBI
HaumeHoBaHue

TeM (pa3aesioB)

Conep:xanue TeM (pa3esoB)

Tema 1.

OO0me HOpMBI U TIpaBHUia 0GOPMIICHUS! JOKYMEHTOB (pa3Mepsl Oymaru,

OpraHu3alMoOHHbBIE | HOJEH, HyMepauus CTpaHUI] U T.1.) IPUMEHseMOe B JIeJIONPOU3BO/ICTBE.
OCHOBBI Knaccudukanusa noxkymentoB. @opmsl oprannzauuu J{OY u kareropuu
JIeTIOTIPOU3BOACTBA. | yupexkaeHuit. dopmynsp - oOpasell opraHu3aliOHHO-PACTIOPIUTEIbHBIX
branku TOKyMeHTOB. Buipl 1 HazHaueHue OnaHkoB. TpeGoBaHus K 0hOPMIICHHUIO
JOKYMEHTOB. JokyMeHTOoB. [IpaBuiia opopmiIeHUs] pEeKBU3UTOB JOKYMEHTOB.

Tema 2. Knaccupukanusa npenoBoit nokymeHtauuu. [lpaBuna odopmiieHus
OpranuzannoHHO- PEKBU3UTOB OJIaHKa M MX pACHOJOXKEHHMS Ha CTaHJapTHOM ¢opmare
pacrnopsiiuTeNnbHas Oymaru, pasmepbl nojieil. @opmyinsp- obpasen rpynmnsl JOKYMEHTOB,
JOKYMEHTaIUsI. IIPUHAUIEKANINX K OHON CHCTEME.

Obmas [IpoexkTupoBanue OMaHKOB JOKYMEHTOB  opranuzamuu. Cocras,
XapaKTEepUCTHKA odopmiieHHe, U3TOTOBJICHNE, XpaHEeHHE OJIaHKOBOpPraHU3alllu.

CTHIIS CTyRHIA brnank moxymeHTa: MOHSATHE, Ha3HAYCHHUE, BUIBI OJaHKOB (00Ul OJaHK,
JOKYMEHTaLMH. OnaHK mHUCbMa, OJAHK KOHKPETHOTO BHMJA JIOKyMEHTa (KpOME IMHChMA).

CocraB, odopmiieHue peKBU3UTOB Omanka. (OcoOEHHOCTH  SI3BIKA

cyxkeOHbIX TOKyMeHTOB. Kommosuiuss gokymeHTta. CTpyKTypHBIE

omnbku. HeymecTHOoe M HeonmpaBiaHHOE YNOTpeOieHne

WHOCTPaHHBIX CJIOB.
Tewma 3. CnpaBouno- | @ukcanusi (ONMHMCAHWE) JIOKATBHBIX TMPABHWJI, HOPM, TMOJOKEHUH,
nH(OpMaIMOHHBIE OTIPEICNAIONINX  CTAaTyC OpraHu3aluu, €€ CTPYKTypy, LITaTHYIO
JIOKYMEHTBI. YUCJICHHOCTh U JOJDKHOCTHOM COCTaB, KOMITETCHIIMH JIOJDKHOCTHBIX JTUI] U
Jlenoas mpama CTPYKTYPHBIX  TOJApAa3/IEICHUN, (GyHKIIMOHATBHOE coziepKaHue
CocraBrieHre akTOB | JAESITEIbHOCTH OpraHU3alluy B IIEJIOM, €€ MOopa3AesieHuil 1 pabOTHUKOB,
HUIIPOTOKOJIOB. UX TpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh H Jp., B OPTaHU3AIHOHHO-

PacHoOpSAIUTENBHBIX JOKYMEHTaX OpraHHU3aluu.
CrpykTypa, Ha3HaueHHE, MOPSAOK pa3pabOTKH, COIJIACOBAHUSA U
yTBepkacHUs [IpaBun BHYTpeHHET0 TpyAOBOTo pacnopsanaka, Ilomoxenus
0 nepconaie, 110y10:keHus 0 CTPYKTYPHOM NOAPA3ACICHUH, JIOIKHOCTHOU
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uHcTpykuuu. IlltaTHOe pacnucaHue Kak IEpBUYHBINA YUETHBIM JTOKYMEHT
no ydery KkazapoB. (O3HakoMJIeHHE pPAa0OTHUKOB C  JIOKAJIbHBIMU
HOPMAaTUBHBIMHU aKTaMU OpraHU3aL1u.

Bunsl u Ha3zHaueHue HHGPOPMALMOHHO-CIIPABOYHON JTOKYMEHTAllUU IO
kagpam.  Ilopsmoxk  odopmieHus,  OCHOBHbIE  pPEKBH3UTBI U
IIPABONIPUMEHUTEIIbHAS IIPAKTUKA  HCIOJIb30BAHHUSA JOKJIaHBIX,
CITy>K€OHBIX M OOBSCHUTEIBHBIX 3aIIMCOK, MPEICTABICHUH, IPEIIOKEHHH,
3asdBJICHUM, aKTOB, CIIPABOK M JIp. B KAUE€CTBE OCHOBAHUU IJI1 NIPUHATHN
peneHniiB cepe ynpaBiIeHUs: IEPCOHAIOM OpraHU3allu.

Tema 4. OpranuzannoHHO-PACIIOPAIUTENBHBIE JOKYMEHTHI: TIOHATHE, HA3HAYCHHE,
PacnopsiaurensHble | OCHOBHBIE BU/IbI (OpraHU3aLMOHHbBIE, PACIIOPSAIUTENIbHBIE, CIIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTAaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
Cocrasienue YHUCJIEHHOCTD, ITATHOE PAaCIMCAHUE, [IPaBUIIA, TOJPKHOCTHAS HHCTPYKLUS,
IIPUKA30B, YKa3aHUH, | UX Ha3HAUYEHUE, XapaKTEepUCTHKA U COCTaB, TpeOOBaHUSA K O(OPMIIEHHUIO,
pacnopsKeHUH. MOPSAJIOK YTBEPKICHUSI.
OpranuzanuonHsie | PacnopsiiuTtenpHble JOKYMEHTBI: IOCTAaHOBJIEHUE, MPUKa3 (10 OCHOBHOM
JIOKYMEHTHI. JESATEJIbHOCTH U MO JINYHOMY COCTaBY), pacHOpsKEHHE, COBMECTHBIN
pacnopsAUTENbHBINA TOKYMEHT, X Ha3HAYEHHUE, XapaKTEPUCTHUKA U COCTaB,
TpeOOBaHUS K OPOPMIICHHIO.
CripaBo4HO-MH(OPMAIIMOHHBIE ~ JOKYMEHTBI:  CIIy>)KeOHbIE  IHUCbMA,
CIPAaBKH, JOKJIAJHbIE 3allMCKH, IPOTOKOJbI, AaKThl, 3asBJIEHUS, HX
XapaKTepUCTHUKA U COCTAB, TPeOOBaHUS K O(hOPMIICHUIO.
Tunel JOKYMEHTOB: NOJUIMHHMK, KOMMs, IyOJMKaT, BBINHUCKA, WX
HazHaueHue. [lopsnaok odopmieHHss M BblJaud KONMH W AyOJIMKaTOB
JIOKYMEHTOB, BHIITUCOK U3 HUX.
Tema 5. Perucrparusi JOKyMEHTOB: MOHSATHE, 1enH, 3anaud. CucteMsl U GopMbl
Opranu3zanus peructpauuu (KypHaJlbHas, KapTO4yHas, AaBTOMAaTU3WPOBAaHHAs), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HefocTaTku. [lokazaTenu, BBOJUMbIE B PErHCTPALIMOHHBIE
Opranu3zanus ¢opMbl. OCOOEHHOCTH  pErucTpaluy  BXOJSAIIMX, HUCXOISAIIUX U
perucTpanuu BHYTPEHHUX JJOKYMEHTOB. DJIEKTPOHHBIN TOKYMEHTOOOOPOT.
JIOKYMEHTOB U CocTaB BBINOJIHSAEMBIX PabOT MpU OTIPaBKE HCXOASIINUX TOKYMEHTOB:
KOHTPOJIb IPOBEpPKa MPAaBUIBLHOCTH O(OPMIICHUS, HAIMUYUS IPUIOKEHUH, aapecara,
WCIIOJTHEHUS COpPTUpPOBKa IO ajJpecaTaM U BHJIaM OTIIPABJIEHMM, COCTABIIEHUE OINHCU
JOKYMEHTOB. pacchbUIKU
KoHTponb uCHoOIHEHHsS] JAOKYMEHTOB: IIOHATHE, Ha3HAY€HHWE, BUJIBL.
[TpyuHuMnel opraHu3auuu  KOHTposis. CpOKM  HCIONHEHMS: THUIIOBOW,
WHIUBUYaTbHbINA. TEXHOIOTUS BECHHUS KOHTPOJIS. AHAIN3 UCIIOJTHEHUS
JIOKYMEHTOB BYYPEXKICHUH.
B3aumocBs3b peructpaunu J0KyMEHTOB U HH(OPMAaLMOHHO- CITPaBOYHOU
pabotel. Opranuzanus padoThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOMKHOCTHBIE JIUIA, OCYIIECTBISIOUINE DPETUCTPALUMI0O M KOHTPOJIb
UCTOJHEHUS], UX (PYHKIMH U TpaBa.
Tema 6. Homenkiatypa pnen: mnoHsThe. 3HadyeHUE HOMEHKIATyphl Jed Ul
Opranuzanus KJaccu(UKaluu JIOKYMEHTOB, OINEPATUBHOTO XpaHEHUsS M HUX TMpen
OIEepaTUBHOTO apXMBHOI MOAroTOBKHU. Buasl HoMeHkatyp aen. OpraHu3anus XpaHeHUs
XpaHeHus UCTIOJTHEHHBIX JIOKYMEHTOB. (OCHOBHBIE TpeOOBaHHs HOPMATHUBHBIX
JIOKYMEHTOB. JIOKYMEHTOB, PpErJIaMEHTUPYIOUIMX JaHHBIA 3Tal JOKYMEHTOO00OpOTa.

PopMHpOBaHUE JEIl.

OTBETCTBEHHOCTD 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. ITonroToBka
JIOKYMEHTOB K
MOCIEAYIOIIEH
nepeaaye

JloKkyMeHTOOOOPOT HAa COBPEMEHHOM TMPEITPUITUN

9KCHCpTI/IBa HNCHHOCTHU JOKYMCHTOB: ITOHATHC, HA3HAUYCHUC. HpI/IHI_[I/IHBI )41
KPUTEPUU ONPEACICHUST HAYyYHOW, HCTOPUYECKONM U MPAKTUYECKOU
IICHHOCTH JIOKYMEHTOB. DKCIIEpPTHbIE KOMHCCHHU, UX (DYHKIMH, MpaBa.
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JIOKYMEHTOB B apXUB
WIX Ha
YHUUTOKEHUE.

Oransl npoBeneHus 3kcnepTusbl. OhopMieHne pe3yIbTaTOB HIKCIEPTH3HL.
Cpoxu xpaHeHus: TOKyMeHTOB. [lepeuHu JOKYMEHTOB ¢ yKa3aHUEM CPOKOB
XpaHEeHus, UX BUJIbl, HA3HaUEHHE, CXeMBbI TocTpoeHus. [lopsiok nepegaun
JIeJ1 B @pXUB WM YHUUTOXKCHUS TOKYMEHTOB.

TpeboBanust kK O(GOPMIICHHIO Jell MOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEHUs U 10 JIMYHOMY COCTaBy. ABTOMaTH3aIUs MPOIiecCOB 00paboTKu
JNOKyMeHTOB. Kommbrorepuzanus JOKYMEHTAIMOHHOTO OO0ecreYeHus
ynpasnenus. [Ipasuiia odopmienus u coctaBienus onucu aen. [lopsmok
nepeaayn el B apXuB. DJICKTPOHHBINH JOKYMEHTOO0OPOT

Apxus:

IIOHSATHE,
BEJIOMCTBEHHBIE,

MEXXBEJIOMCTBEHHBIE 10
JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.

HA3HAUYECHHE.
00bEIMHEHHBIE
JUYHOMY

Bunnr

ApPXHBOB:
BCAOMCTBCHHBIC,
COCTaBy.

ApXuBHBIE

roCyIapCTBEHHBIC,
00bEIMHEHHBIE

(hoHIBI:

6. CprKTypa AUCHUIIJIMHDBI 110 TEMAaM € YKa3aHMEM OTBCJICHHOI'0 HA HUX KOJIUYECTBA
AKAACMHUYICCKHUX YaCOB U BU/10B y‘leﬁl—[l)IX 3aHATHH

HaumeHnoBaHue TeM
(pa3zaeJioB)
JTHCIHHUIIINHBI

KonraktHasi pa6ora, uac.

SauaTus
JEKIUOHHOI0
THIA

CemuHapbl

CamocrosiTe b
Has padora,
yac.

Bcero,
qac.

Opranu3zanuoHHbIe
OCHOBBI
JIeTTOTIPOU3BOICTBA.
bnaHku T0KyMEHTOB.

2

2

9

13

Opraau3anuoHHO-
pacropsAuTeIbHas
JOKYMEHTAITHSI.

OO1m1as xapakTepuCcTHKa

CTHUJIS ClyHIM

JIOKYMEHTALUU.

21

25

CnpaBouHo-
nH(pOpMaIMOHHbBIE
JIOKYMeHTHI. [lenoBas
TEa

CocraBneHue akToB U
MIPOTOKOJIOB.

12

PacniopsinurensHble
JIOKYMEHTHI.
CocraBiieHHE NIPUKa30B,
yKa3aHuM,
PacOpsKEHHM.
Opranu3zanioHHbIe
JIOKYMEHTBI.

12

Opranuzanus
JIOKYMEHTOO000pOTa.
Opranuzanus
perHCTpalu
JIOKYMEHTOB M KOHTPOJIb

12

18




HCIIOJTHCHU A
JOKYMCHTOB.

6. | Opranuzamus 2 2 11 15
OIIEPaTUBHOTO XPAHCHHUS
JIOKYMEHTOB.
dopmupoBaHUE JIEII.

7. | lloaroToBKa JOKyMEHTOB 2 2 11 15
K MOCJIeIYIOIICH
nepegave JOKYMEHTOB B
apXWB WJIA HA
YHUYTOXKCHHUE.

HUTOI'O: 14 14 80 108

7. IlepevyeHb y4eOHO-METOIUYECKOT0 00ecnieYeHusl AJIs CAMOCTOSITEIbHOI padoThl
00yvyauuxcst Mo JUCIHHUIJINHE

CamocrodrenbHas paboTa sIBJII€TCSI OJHUM M3 OCHOBHBIX BU/I0B YU€OHOI €ATEIbHOCTH,
COCTAaBHOM 4YacThI0 y4eOHOro IpoIecca U MMEeT CBOCH IeNbl0: IIy0OKOe yCBOCHHE MaTepHaia
JUCLHUIUIMHBI, COBEPLICHCTBOBAHME M 3aKpEIUIEHHE HaBBIKOB CaMOCTOSTEIbHOM paboThl ¢
JUTEPATYypOM, PEKOMEHIOBAHHOW IIPENOJaBaTeNIeM, YMEHHME HAWTH HYXXHBIM Marepuail u
CaMOCTOSITEJIBHO €r0  HCIOJIb30BaTh, BOCIMTAHME BBICOKOM TBOPYECKOW aKTMBHOCTH,
WHUIMATUBBI, MPHUBBIYKM K IIOCTOSHHOMY COBEPLIEHCTBOBAaHMIO CBOMX 3HAHUH, K
LIEJICYCTPEMIICHHOMY Hay4HOMY ITIOUCKY.

KoHTpons caMoCTOSITETbHONH pabOThI, SBISETCS BAaXXHOW COCTABIISIONICH TEKYILETO
KOHTpPOJISI yCIIEBAEMOCTH, OCYILECTBIISIETCS IPENOJAaBaTeIeM BO BpeMs JIEKUUMOHHBIX U
MPAKTUYECKHUX (CEMUHAPCKUX) 3aHATUH U 00ecrieunBaeT OIlECHUBAaHUE X0/1a OCBOSHUS U3y4aeMOil
JUCLUTUINHBI.

BOl'lpOCBI AJIAA CAMOCTOATC/IbHOI0 U3YUCHU ST

1. KakoB npenMeT JOKYMEHTALMOHHOT0 00ecrieueH s ypaBieHus?

2. Kakue HOpMaTHBHO-TIPABOBBIC AKTHI PETYIUPYIOT JOKYMEHTAIIMOHHOE OOecredeHne
ynpaBieHus?

3. KakoBa  mpakTHuecKas 3HaUMMOCTh  y4eOHOI JUCIUIIAHBI
«JIOKYMEHTALlMOHHOE 00ecrieyeHne yrpaBieHus» ?

4. Kakoif 00beM U COJIepKaHNe UMEIOT TOHATHS «HHPOPMALIHS» U «TOKYMEHT»?

5. Kakyto ponb urpaer nadopmarus B odecrieueHUH 3(pHEeKTUBHOTO YIIpaBIeHHs?
6. KakoBBI HICTOYHUKH TIOJTYYCHUS YIIPABICHUECKOW HHpOopMaIn?
7

. KakoBel = HazHaueHne WU byHKIIUN CIIy)0 JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBieHUsI B COBPEMEHHBIX OpPTaHU3aIUsIX ?
8. Urto Takoe «cHucTEMaA JIOKYMEHTALlK» U  «yHU(DUIUPOBAHHAs  CUCTEMa
JIOKYMEHTALUH?

9. Kakue BuIBI yMpaBIEHYECKUX JOKYMEHTOB BKIIOYaeT B ceOs YHUPUIUPOBAHHAS
CHCTEeMa OPraHU3alMOHHO-PACTIOPAIUTEIIBHON JOKYMEHTAIINM ?

10. OpraHu3anroHHbIE JOKYMEHTHI IPEATPUSITHS.

11. PacnopsinuTenbHble JOKYMEHTHI IPEIIPUSTHS: TPUKa3bl 10 OCHOBHOM JIEATEIILHOCTH;
PaCIOPSKEHUS, PELLIEHUS.

12. MHpOopManmOHHO-CITPABOYHBIEC TOKYMEHTHI: IPOTOKOJIBI, ITOJTHAS ¥ KpaTKas popma ux
oopmieHus.



13. NudopmarmoHHO-CIIPAaBOYHBIC JOKYMEHTHI: aKThI; CIYXKEOHBIE U OOBSICHUTEIHHBIC
3aMMCKHU; CHPaBKH; CIYXKEOHBIE IOBEPEHHOCTH; IMHCHbMA, WX KIACCHU(PUKALUS, CTPYKTYpa,
cTaHaapTHbIE (Pa3bl U BHIPAKECHHUS.

14. TlousTHS TOKYMEHTOOOOPOT M OpraHu3alvs JOKYMEHTO000pOTa.

15. HopmaruBHO-MeTOAMYECKAs perjaMeHTalus JOKYMEHTO000poTa.

16. OcHoBHBIE IpaBUIIa OPTaHU3AIUH JOKYMEHTOOOOPOTa HA IPEAPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTHKHU JOKYMEHTOOOOPOTA.

18. Knaccudukarms JTOKYMEHTOIIOTOKOB: TOPU30HTAIILHBIE, BEPTHUKAIbHBIE,
BOCXO/SIIIME, HUICXOIALINE, BXOAAIIUE, UCXOISIIHE.

19. JToxkyMeHTO0OOPOT Ha COBPEMEHHOM HPEATPUSITHH.

20. KommbroTepusanus JOKyMEHTAMOHHOTO 00eCIIeUeH s yIPaBICHHUS.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Hcropus pa3BuTus Aenonpou3BoacTsa B Poccun.
YHuUKaMs J0KyMEHTOB, Y HUPHUIIMPOBAHHBIE CHCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOE COCTOSIHIE HOPMAaTUBHO-MeToanueckoi 6a3el IOV (00630p).
CranmapTusanus B I€IONPOU3BOJICTBE.
Hcropus poccuiickoro repoa.
TpeboBanus kK SMOIEMaM, TOBAPHBIM 3HAKAM U JIOTOTUIIAM.
Obepoccuiickue KIacCupUKaTopbl Kak JOKYMEHTBI 0 CTaHIapTH3aLHH.
XapakTepuCTUKa OTACTBHBIX TPYIINT OPTaHU3AOHHO-PACIOPSAUTEIBHBIX
JIOKYMEHTOB

9. OcobeHHOCTH CO3/TaHMsI TPUKA30B.

10. OOparienus rpaxaaH, IpaBuia padoTHI.

11. Xapakrepuctuku u pestome. OcoOeHHOCTH 0POPMIICHHUS.

12. PexomeHnaTenbHOE MUCHMO.

13. Kommepueckue nuchma.

14. OcoOeHHOCTH fA3bIKa U CTUJIS CITY>KEOHOTO IOKYMEHTA.

15. Uctopus yHupukanumu TeKCTOB CIYKEOHBIX MMHCEM.

16. DnexTpoHHOE COOOIIEHHE — OCOOCHHOCTH S3bIKA U CTHJIS.

17. UndopmanmonHas GpyHKINS JOKYMEHTa KaK CPE/ICTBO 3all€4aTICHHs U XpaHEHUs
UHpOpMaLUH.

18. CommanpHas QyHKIIUS TOKYMEHTA, €€ POJIb B IMOBBIIICHUH PABOCO3HAHUS OOIIIECTBA.

19. KommyHukatuBHast (pyHKIUS TOKYMEHTa Kak CPeJCTBO Mepead HHPOpMaIHH.

20. TIpaBoBas (yHKIHS JOKYMEHTa KaK CPEJCTBO YCTAHOBJICHHUS TIPABOOTHOIICHUH
MEXY I0PUINYECKUMU U (PU3NYECKUMHU JIULAMH.

21. dyHKIMS JOKYMEHTa B KAUeCTBE HCTOPHUYECKOTO UCTOYHHKA.

22. YmupasneHueckas GyHKIHUsS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA ISl PELICHHUs
aJIMAHUCTPATHBHBIX M OPTraHU3aIMOHHBIX BOIIPOCOB yIIPABJICHUSI.

23. Craructuueckas QyHKIUS TOKyMEHTA.

24. BriaHK JOKYMEHTa, HCTOPHSI €T0 pa3BUTHS. BllaHKK COBpEeMEHHBIX YIIPaBICHYECKHX
JTIOKYMEHTOB.

25. XapakTepuCTHKa 3aKOHOJATeIIbHO-HOPMAaTHBHON 0a3bl COBPEMEHHOTO
JIOKYMEHTAIMOHHOTO 00eCTIeYeH s yIIpaBJIeHUsI.

26. Poub coyx0b1 JIOY B AeSTETbHOCTH OpraHU3aIiy.

27. Opranu3zanus pabo4ux MeCT U YCJIOBUH Tpy/aa nepcoHana ciayx0sl I0Y.

28. Tlomoxxenue o ciyx06e JOY. CtpykTypa, PyHKIHH, METOIUKA Pa3pabOTKH.

29. JlomxHocTHas MHCTpyKUus. DyHKIMHU, CTPYKTYpa, METOJMKA pa3pabOTKH.

30. Opranu3zaius TOKyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHNSI.

31. OOBEKTHBHBIE U CYOBEKTUBHBIC (DaKTOPHI, BIUSAIOLINE HA POCT JOKYMEHTO000pOTA.

32. DNEeKTpOHHBINH JOKYMEHTOO0O0pOT. [Ipo6ieMbl M IEPCIIEKTUBBI PA3BUTHS.
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33. TlomynsipHBIE CUCTEMBI JIEKTPOHHOTO JOoKyMeHTooOopoTa (CO/1) B PO.

Pacnpenesnenue camocTosiTe/ IbHOMH padoThI

Bunel, popmbl 1 00beMBbl CAMOCTOSATENBHON PabOTHl CTYACHTOB MPH MU3yUYEHUU JaHHOU
JUCLIUTUTMHBI OTIPEICIISIFOTCA €€ COJIep’KaHNEM U OTPaXXeHbI B CIIEAYIONIEH TabunIe:

. O0bem
HauMeHnoBanue tem Bua camocrositeanLHoOM .
Ne (pa3nesioB) AUCHUIIITHHBI padoThI CaMOCTONTEARHON
padoThbI
n/n
1. | OpranuzanoHHbie ocHOBBHI | [ToaroroBka k ayIuTOpHBIM 9
JIENIONPOU3BO/CTBA.  biaHKuU | 3aHATHUSIM, HATUCAHKE
JIOKyMEHTOB. pedepaToB, MOATOTOBKA
JTOKJIaJIOB
2. | Opranu3anuoHHO- [TonroroBka K ayAUTOPHBIM 21
pacrnopsiiuTeNbHas 3aHATUSM, HAITUCAHHE
JIOKYMEHTAIUsl. pedeparoB, MOATOTOBKA
OO01as XxapakTepuCcTUKa CTUIISL | JOKJIJIOB
Ol IOKYMEHTAIIUH.
3. | Opranuzanus [ToaroroBka K ayAUTOPHBIM 8
JOKYMEHTO000pOoTA. 3aHATUSM, HallUCaHUE
Opranu3zanus perucTpanuu pedeparoB, MOATOTOBKA
JIOKYMEHTOB Y KOHTPOJIb JTOKJIaJI0B
VCTIOJIHEHUS! JIOKYMEHTOB.
4. | OpraHuzanus onepaTuBHOTO [TonroroBka K ayAUTOPHBIM 8
XpaHeHHUsl JOKYMEHTOB. 3aHATHUSM, HallMCaHUe
dopmupoBaHue e pedeparos, MOATOTOBKA
JIOKJIa/I0B
5. | Opranuzanus [TonroroBka K ayAUTOPHBIM 12
JOKYMEHTO000pOTa. 3aHATHUSM, HallMCaHUe
Opranu3zanys perucTpauuu pedeparoB, MOATOTOBKA
JOKYMEHTOB M KOHTPOJIb JIOKJIa/10B
VCIIOJIHEHUS! IOKYMEHTOB.
6. | Opranu3zanus onepaTUBHOIO [ToaroToBka K ay TMTOPHBIM 11
XpaHEeHUsI JOKYMEHTOB. 3aHSTHSIM, HAIIMCAaHUE
DopMHUpOBaHUE JIE. pedeparoB, MoAroTOBKa
JTOKJIaJI0B
7. | IlogroroBka JOKyMEHTOB K [ToaroToBka K ay TMTOPHBIM 11
nocleAyoneH nepeaayde 3aHATUSM, HAlTUCaHHE
JOKYMEHTOB B apXUB WJIM HA pedeparoB, MoAroTOBKa
YHHUYTOXCHHUE. JTOKJIaJI0B
UTOI'O: 80

8. IlepeyeHb BONPOCOB U THUIOBBIE 32IaHUS /IJIsl MOATOTOBKHU K 3a4€Ty ¢ OLEHKOM

8.1. IlepeyeHb BONPOCOB ISl MOATOTOBKH K 3a4eTy ¢ OLEHKOM

1. Yro moHMMAETCs O/ OpraHu3aIueil JOKyMeHToooopoTa?
2. TloHsTHE TOKYMEHTOOOOPOTA, €r0 KOJMYECTBEHHbIC U KaUeCTBEHHbIC
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XapaKTePUCTHUKHU.

©CoNo kW
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11.
12.

20083.
13.

Mecto 1 poib JOKYMEHTOB B yIIpaBJICHUU HAa COBPEMEHHOM JTarle.

OYHKIMH J1eT0IPOU3BOICTBA.

CocraB HOpMaTUBHO-MeToAnuYecKo 0a3sl JIOY.

Yto noHuMaeTcs noj TOKyMEHTallUOHHBIM 00eCIIeYeHUEM yIpaBICHUS?

[ToHsiTHE OpraHU3allMOHHBIX JIOKYMEHTOB

Cranmapruzanus 1 yaudukanus cucremsl JJOY.

. Obmepoccuiickue KiacCu(PpUKATOpbl JOKYMEHTALIUH.
['ocynapcTBeHHas cuctemMa J0KyMEHTAlIMOHHOTO 00eCTIeYeH sl YIIPaBICHHUS.
brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.
Crpykrypa nokymenra. TpeboBanus k opopmienuto nokymenToB mo I'OCT P 6.30-

nn nn nn

[TpaBuna opopmieHus pekBusuta "aapec”, "gara", "unaexc", "Buza", "3aromoBokx",

"mmoamnuce".

14.

C kakou OCJIBIO p33pa6aTLIBaIOTCH HHCTPYKIHHU II0 ACIIOIMPONU3BOACTBY, YTO B HUX

HE0OXOAMMO MPETyCMOTPETH?

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

Cucrema opraHu3alMOHHON JOKYMEHTALHUH.

Cucrema pacnopsIuTeNIbHON TOKYMEHTALINH.

[aiiTe onpenenenne TepMUHA "pacnopsIuTEIbHbIE JOKYMEHTHI".
HazoBuTte BBl paciopsiIUTENbHBIX TOKYMEHTOB.

Bupl 1 Ha3HAaUEeHUE JTMYHBIX IOKYMEHTOB.

Jaiite onpenenenre TepMrHa "OpraHu3aliOHHbIE TOKYMEHTHI".
Ha3zoBute BU/1bl OpraHU3alluOHHBIX JOKYMEHTOB.

Cucrema HHPOPMALIMOHHO-CITPABOYHON JJOKYMEHTAIUH.
CnyxeOHas nepenucka Ha MpeaIpUusTHH.

[TpaBuiia opopmiieHus Ci1y’eOHOTo MUuchMa.

CrpyKkTypa J1el0BBIX 1 KOMMEPUYECKUX MHUCEM.

Knaccudukanus 1em10BbIX 1 KOMMEPUYECKHUX ITHUCEM.

[ToHsATHE ¥ NPUHIMIIBI OpPraHU3ALUHU TOKYMEHTO000pOTA.
O6paboTka BXOIAIIUX TOKYMEHTOB.

O06paboTka UCXOASIIUX JOKYMEHTOB.

BHyTpeHHHE TOKYMEHTHI OpraHU3aliH.

VYKaxuTe TEXHOJIOTMUYECKYIO MOCIEI0BATEIbHOCTD ATANOB pabOTHI C BXOAAIIUMU

JOKYMCHTaMMU.

32.

Yto Takoe HOMCHKIJIaTypa ACJI, C KaKoH IeJIbI0 p83pa6aTHBaIOTC}I THUIIOBBIC

HOMEHKJIATypbI Aei?

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

TaliHe.

40.

Pabora ¢ mrucbmMamu 1 oOpaleHus MU TpaxkiaH.

[IpuBeauTe MpuMepbl PErUCTpaluy JOKYMEHTOB.

CocraBiieHHE€ HOMEHKJIATYPBI JEl.

®dopmupoBanue U 0hOpPMIICHUE JEN.

IToaroroBka u nepenada TOKYMEHTOB Ha apXUBHOE XPaHEHHE.

UYrto Takoe KOHPHUACHINATBHBINA JOKYMEHT?

Opranuzanus paboTsl ¢ TOKyMEHTaMU, KOTOPbIe OTHECEHBI K TOCYAapCTBEHHOM

VKaxxute 0COOCHHOCTH BCACHHUA ACTIOIIPOU3BOACTBA, 0660HC‘II/IBaIOH_[CFO YUCT U

COXPAaHHOCTh KOHQHACHINATHHOW HH(OPMAIIUU U IOKYMEHTOB.

41.
42.
43.
44,
45.
46.

TunoBsle OpraHU3aOHHBIE CTPYKTYPHI CITY>KOBI AETIOMPOU3BOICTBA.
VYcnoBus Tpyia pabOTHUKOB CITY>KOBI I€TONPOU3BOJICTBA.
KommnbroTepHble TEXHOJIOTUH B JIEIOIPOU3BO/ICTBE.

ObecrnieueHne COXpaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM popme.
YcraB Kak OCHOBHOM OPraHU3allMOHHBIN JTOKYMEHT.

CranpapTHble (hpa3bl U BBIPAXKEHUS AETIOBBIX 1 KOMMEPYECKHX ITHCEM.
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47. TlpoxoxaeHre UCXOASIINX U BHYTPEHHUX TIOKYMEHTOB.

48. OcoOeHHOCTH fA3bIKA M CTHJIS CITY>KEOHBIX JOKYMEHTOB.

49. PexBHU3UTHI MEXIyHApOAHOTO uchMa. OCHOBHBIE PEKOMEHIAIIUU 110 COCTABICHUIO
TEKCTOB MEXJYHAPOIHBIX TTHCEM.

50. Yo onpexenser popMyIiap TOKyMEHTa U YeM OTJin4yaercs (popmysip JOKyMEHTa OT
dbopmyspa-odpasma?

51. HazoBute OCHOBHBIE IPYIIbl PYHKINN JOKyMeHTa. UeM XapaKkTepu3yeT Kaxyro
rpynmny?

52. Yto o0ycCiaBiIMBaeT IOPUANIECCKYIO CHITY OHUITMATBLHOTO JOKYMEHTA?

53. ®YHKIMU OCHOBHBIX MOAPA3ACICHHUNA CITY>KOBI JOKYMEHTAIIHOHHOTO 00ecTiedeHus
yIpaBIeHUS.

54. ABTOMAaTH3MPOBAHHBIE TEXHOJIOTUU 00PAaOOTKH TOKYMEHTOB U MX BIUSHHUE HA
CUCTEMY JENONPON3BOACTBA KOHKPETHOM OpraHu3aIiu.

55. CnpaBoyHO-MH(DOPMAITMOHHBIE JOKYMEHTHI.

56. CTpykTypa U coJepkaHue KaapoBoil qokyMeHTauu. OpraHu3aliioOHHO-KaApOBbIE
JOKYMEHTBI.

57. OCHOBHBIE aCIEKTHI KYJIbTYPhI I€TOBOM peyH.

58. CranmapTu3amus s3bIKa JOKyMEHTA. SI3bIKOBBIC TPEOOBAHUS K 0(hOPMIICHUIO
PEKBU3UTOB JOKYMEHTA.

59. TunwuuHble OMIMOKH B SI3BIKE U CTUIIE JOKYMEHTOB.

60. fI3p1koBOE OOpMIICHHE TUYHBIX JOKYMEHTOB.

8.2. TunoBpie 3aaHUA IJI OLNEHKH 3HAHMI

1. JlenoBbie miCchbMa OOBIYHO 3aKaHYHMBAIOT (hpa3aMu:
a) B COOTBETCTBUU ¢ Bamieii npocb00ii ...

0) C YBOKEHHUEM ...

B) HAMHU pacCMOTpPEHBI Bamm nmpeuioxxeHus ...

T) B CBSI3H ...

2. JlesTenbHOCTD ammnapara ypaBleHuUs, OXBaThIBAIOIAsl BOMPOCH JOKYMEHTHUPOBAHUS U
OopraHu3aIi padoThl ¢ JOKYMEHTaMU:

a) TOKyMEHTallMOHHOE 00ecrieueHre yIpaBiIeHUS;

0) cTaHIapTU3ALINS;

B) ET'C/l;

F) CUCTEMA JOKYMCHTAIINH.

3. JIOKyMEHT, 3aKpeIIsOIUi TOJKHOCTHON U YUCIIEHHBIM COCTaB MPEANPUITHUS C
yKka3zaHueM (hoH/1a 3apabOTHOM MIIaThI:

a) TOJKHOCTHAsI MHCTPYKLHUS;

0) ycras;

B) MOJIOKEHUE;

I') IITaTHOE paclucaHue.

8.3. Tunosble 3a1aHNA 1JIs1 OLEHKH YMEHHU I

1. 3anmomuuth Tabmuiy «CBeoeHMs O CpelcTBaX, IOCTYHNAOIIUX BO BpPEMEHHOE
pacnopspkeHHne yupexaeHus (mompasaeneHus)» Ha ocHoBanmu I[Ipuka3za Munduna Poccuun ot
31.08.2018 Ne 186n (pex. ot 02.04.2021) «O TpeboBaHHIX K COCTABICHHUIO U YTBEPXKICHUIO
maHa (UHAHCOBO-X035UCTBEHHOM. [Ipoanann3npoBaTh MpaBHMIIBHOCTH OPOPMIICHUS CITY>KEOHOTO
JIOKYMEHTA U €T0 PEKBU3UTOB;
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2. WUcnpaButh OmMMOKK B OGOPMIICHHMH DPEKBH3HTOB IOKYMEHTa, yOpaTh JIMIIHHUE WU
00aBUThH HEAOCTAIOIINE PEKBU3HUTHI, €CIIH 3TO HEOOXO0IUMO;

3. OdopmHuTh JTOKYMEHT B COOTBETCTBUM C TpPEOOBaHHSIMHU COBPEMEHHOTO
nenonpousBojctea) FOCT P 6.30 — 2003).

PyxoBoauTento aBTopeMoHTHOTO caiioHa [leckapény.

Obpamatocs k Bam ¢ Hacrosmeil AOKIanHONW MO cienyromemMy noBoay. KoHTposbHbIe
UCTIBITAHUS OTPEMOHTHPOBAHHBIX MAIIMH 4acTo TPEeOYIOT 3alepKKu cliecapeil modEpoB Ha
CBEpXypouHyI0 pabory. Mpbl moayac CTaJKMBaeMCsi C TPYAHOCTSIMH TIO O(GOPMIICHUIO
CBEPXYPOUYHBIX B Oyxranrepun. [loaTomy Bam cpouHo He00X0auMO pa3o0paThCsi B 3TOM BOTIPOCE
¥ 00€CIeunTh MPUHATHE HEOOXOJUMBIX MEP IO BBIIIIECKa3aHHOMY.

Havanpnuk mactepckoii noanuces H.M. CmupHoB
8.4. TunoBble 3a1aHUA 1JI51 OECHKH HABBIKOB

1. CocraBbTe pacnopsauTeIbHbIE JOKYMEHTHI, HEOOXOIUMBIC B IaHHOW YIIPaBICHUECKOM
CUTyalLuu.

2. C 1enpio MPHUBJICYCHUSI CPEACTB ISl 00ECIedeHus] MPOU3BOACTBEHHON IEATEIIbHOCTH
reHepanbHblil qupekTop OO0 «Texnukay (r.Kypck) Cokxonos O.I'. 20 ceHTa0ps TeKymiero rojaa
U3J1aJ1 IIPYKa3 O CO3/1aHUU KOMMEPUYECKOI'0 OT/I€JIa B COCTAaBE 3 IITATHBIX €AMHUIL: KOMMEPUYECKOTO
nupekropa — 1, Bemymero crenuanucra — 1, cneumanucta — 1. I'maBHomMy Oyxrantepy
npennpustust ['opsueBy I'.A. ObUIO OpPYUYEHO MpPENCTABUTh HA YTBEP)KICHHE HOBOE IITaTHOE
pacrucaHue npeanpuaTus Ha 4 KBapTas TeKyluero roaa k 1 okrsaops. Kommepueckomy qupexTopy
WrnateeBy T.H., KOTOpBI 3aBU3MpOBal MPOEKT IPUKA3a, MPEIINUCAHO 3aKOHUYUTH
KOMILJIEKTOBAaHUE OT/IeJa KaJJpaMy ¢ BBICIIMM YKOHOMHUYECKUM 00pa3zoBaHueM K 10 okTa0ps.

9. IlepeyeHb OCHOBHOI M 1ONIOJHUTEIbHON Y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM A5
OCBOCHMS JMCIUIIIHHBI

9.1. OcHoBHasi JIUTEpaTypa

1. Ky3nenos, 1. H. JlokymeHTarmonHoe o0ecrieueHue ynpasieHus. JJokyMeHToo00poT
U JISJIONPOU3BOJICTBO : YUeOHMK U IpakTUKyM Uit By30B / M. H. Ky3nenoB. — 4-e u3., nepepad.
u jon. — Mocksa : UznarensctBo FOpaiit, 2023. — 545 ¢. — (Bricmiee obpa3osanue). — ISBN
978-5-534-16003-1. — TekcT : anexTpoHHbIH // Obpa3zoBarenbHas miatdopma KOpaiit [caliT]. —
URL: https://urait.ru/bcode/523612

2. I'posoBa, O. C. Jlenompou3BoAcTBO : yuebHoe nocodue misg By30B / O. C. I'pozoBa. —
2-e m31. — Mockga : M3garensctBo FOpaiit, 2023. — 131 ¢. — (Briciiee oopazoBanune). — ISBN
978-5-534-15964-6. — TekcT : anexkTpoHHbIH // OOpa3zoBarenbHas miatdopma KOpaiit [caliT]. —
URL: https://urait.ru/bcode/510372

3. Joponwuna, JI. A. OpraHuzanus ¥ TEXHOJOTHUS JOKYMEHTAI[MOHHOTO OOeCTIeUeHHS
yIpaBJIeHUs : yUeOHUK U MpakTHKyM 11t By30B / JI. A. JloponuHa, B. C. UputukoBa. — 2-¢ 3.,
nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2023. — 270 c. — (Bricuiee obpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcrt : anekTpoHHbIH // O0pa3zoBarenbHas miardopma KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/530251

9.2. lonotHUTEIBHAS IUTEPATYPA

1. WBanoBa, A. FO. Pycckuii S3bIK B 1€I0BOM JOKYMEHTAINH ;| YYEOHUK U MPAKTUKYM JIJISI
By30B / A. 1O. MBanoBa. — 3-¢ u3n., mepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2023.
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https://urait.ru/bcode/523612
https://urait.ru/bcode/510372
https://urait.ru/bcode/530251

— 144 c. — (Bricmiee o6pazoBanme). — ISBN 978-5-534-16172-4. — TeKcT : 37I€KTpOHHBIH //
OopazoBarenbHas miargpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530556

2. KazakeBuu, T. A. J[lokymeHntoBeneHue. JJOKyMEHTAIMOHHBIN CEPBUC : YUCOHHK H
npaktukyMm ais By3oB / T. A. Kazakesuu, A. U. Tkanua. — 2-e uzna., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2023. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Texkcr : oanekrponsbii // OOpa3oBarenbHas mmiatdopma HOpaiit [caiir]. — URL:
https://urait.ru/bcode/513649

3. lllysanoBa, H. H. Opranu3anusi ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHHUS
yIOpaBieHus : yueOHHUK U npakTukym ais By3oB / H. H. lllysanoBa. — 3-e u3z., nepepad. u Jo1I.
— Mockaa : U3natenbcrBo FOpaiit, 2023. — 247 ¢. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — TekcT : anmekTpoHHbIH // O6pa3oBaTenpHas miaTdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

10. Ilepeuyens pecypcoB HH(OPMALHOHHO-TEJIeKOMMYHUKANMOHHOM ceTH ""UHTepHeT",
HEO00XOAUMBIX /ISl OCBOCHHUS JUCHHUILVIMHBI 1 HH(POPMAIIMOHHBIX TEXHOJIOTHIA,
HCII0JIb3yeMbIX IPH OCYLIeCTBJIEHUH 00Pa30BaTeJILHOIO NpoLecca 1o AUCHHUILINHE,
BKJIIOYAs NlepeYeHb MPOrPaMMHOI0 o0ecnedyeHns 1 HH(POPMAIMOHHBIX CIIPABOYHBIX
cucTteM (MpH HEOOXOAMMOCTH)

1. http://biblioclub.ru - 3bC «YHuBepcureTcKast OMOIHOTEKA OHITARHY

2. https://urait.ru - 9bC «O06pa3oBarenbHas miardpopma FOpai»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - Hay4Has >JCKTpOHHas OMOIMOTEKa
(HOB) «eLIBRARY .RU»

4. http://economicus.ru - SKOHOMHYECKHH TOpTal, TAe MPEACTaBICHBl pPabOThI M
ouorpaduu U3BECTHBIX IKOHOMHCTOB, MPOPECCHOHATBHBIN KaTajJor SKOHOMHYECKUX PECYPCOB
WurepHer, HSKoHOMHUYECKass  KOH(pepeHIHs, y4eOHO-METOJMYSCKHE  MaTepHaibl  JUIs
NPENOAAIONINX U U3YYaIOIUX 3KOHOMHKY, OJO0OpKa CIOBapei, SHIMKIONEANH, CIPAaBOYHUKOB
M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HauOoJiee TMOJHOE COOpaHue JEKIUNA IO
KOHOMHUYECKOU TEOPHH.

5. http://www.aup.ru  AaMuUHHCTpaTHBHO-YTipaBieHueckuii [lopran - OecruiaTHas
ANIEKTPOHHAs OMOIMOTEKA IO BOIPOCaM YKOHOMUKH, (PUHAHCOB, MEHEDKMEHTA U MapKETHHTa Ha
TPEANPUSTHH.

6. http://www.consultant.ru/ - CnpaBo4nas npaBoBas cucrema «Koncynbrant [Tmoc»

7. www.gks.ru — caiit ®enepanbHOil CiTy’)KObI TOCYJapCTBEHHOM CTATUCTHKA

JIMIIEH3HOHHO0€E MPOrpaMMHoOe o0ecreueHne:

— Windows (3apy0exHoe, BO3ME3IHOE);
MS Office (3apyOexHOe, BO3ME3THOE);
Adobe Acrobat Reader (3apy0exHoe, CBOOOIHO pacIipOCTPaHIEMOE);
Koncynprantllnioc:  «Koncymprantllmoc: Cryment»  (poccuiickoe, CBOOOIHO
pacnpocTpaHsIeMoE);

— 7-zip — apxuBaTop (3apyOekHOEe, CBOOOIHO PACIIPOCTPAHIEMOEC);

— Comodo Internet Security (3apy0esxHOe, CBOOOTHO PACIIPOCTPAHIEMOE).

11. MeToguyeckne yKazanus JAJsl 00y4YAKIIHUXCS M0 OCBOCHHUIO JUCHHUIIJIMHBI

Opranuzanus 0o0pa30BaTENBHOrO IpoOLecca PEriJaMeHTUPYeTCs YYeOHBIM IUIAHOM U
pacnycaHieM yuyeOHbIX 3aHATH. S3bIK 00yueHus (IpenojaBaHus) — PyCCKUM.

IIpu  QopmupoBanuM cBoel HMHAMBUAYaTbHOW  00pa30BaTENbHOW  TPACKTOPUH
o0yuaroImuiicss UMeeT ITPaBo Ha Iepe3adyeT COOTBETCTBYIOMMUX AUCHUINUIMH U IPO(PECCHOHATBHBIX
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MOJIyJIel, OCBOEHHBIX B IIPOLECCE MPEAIIECTBYIOMIET0 OO0Yy4YeHHs, KOTOpPbIi OCBOOOXKIaeT
00yJaromierocss 0T He0OX0IUMOCTH UX MIOBTOPHOTO OCBOCHHSI.
Oopa3oBaTe/ibHbIE TEXHOJIOTUH

Y4eOHbIN mpolecc MpH NPENnoJaBaHUM Kypca OCHOBBIBACTCSI Ha HCIIOJIb30BAaHUHU
TPaJMLMOHHBIX, WHHOBAIlMOHHBIX M HWH(POPMAIMOHHBIX O0pa30BaTEIbHBIX TEXHOJIOTUM.
Tpaauunonneie 00pa3oBaTeNbHBIE TEXHOJIOTMHM MPEACTABICHBI 3aHATUSMH CEMHHAPCKOTO M
JEKIMOHHOTO Tuna. VMHHOBalMOHHBIE 00pa3oBaTENbHBIE TEXHOJOTHU HCIOIB3YIOTCS B BUIE
IIUPOKOTO TIPUMEHEHHUS AaKTUBHBIX M HWHTEPAKTHUBHBIX (OpM TpOBEACHUS  3aHATHIA
HUudopmannonHsle  o0pa3oBaTeIbHbIE TEXHOJOTHMHM  PEANM3YIOTCS IyTeM  AaKTHUBU3ALUU
CaMOCTOSITENIEHON PabOTHI CTYZCHTOB B HH(OPMAIIMOHHON 00pa30oBaTeIbHOM cpere.

3aHATHSA JIEKIIUOHHOI0 THUIIA

JIeKMOHHBI KypC MpeaIoyiaraeéT CHUCTEMATU3MPOBAHHOE H3JI0KEHHUE OCHOBHBIX
BOIIPOCOB y4eOHOTO IJIaHa.

Ha niepBoii nekunu nektop 00s13aH NpelynpeauTh CTYAEHTOB, IPUMEHUTEIBHO K KAKOMY
06a3oBoMy yueOHUKY (yueOHHMKaM, y4eOHBIM TOCOOMSIM) OyIeT MPOYUTaH KypC.

JIeKIMOHHBIN KypC JODKEH JaBaTh HAauOONbIHKA 00beM WHpOpMAIMH U 00ECIeYnBaTh
Oosee riry0oOKOe MOHUMaHKUE y4eOHBIX BOMPOCOB MPHU 3HAUMUTEIHHO MEHbIIEH 3aTpaTe BpEMEHH,
YeM 3TO TpedyeTcsi OOJIBIIMHCTBY CTY/IEHTOB Ha CAMOCTOSITENIbHOE U3yUEHUE MaTepuaa.

3aHATHA CEMHMHAPCKOI0 THIIA

CemuHapckue (MpakTUUECKHE ) 3aHATUS TIPEJICTABIIIOT COOOM JIeTaTU3aIHIO JIEKIIMOHHOTO
TEOPETHYECKOr0 MaTepuaa, IpOBOJATCS B LIEISAX 3aKPEIUICHUS Kypca.

OcHoBHOM (hOpMOH TIPOBECHHUS CEMHUHAPOB W MPAKTHYCCKUX 3aHATUH SBISCTCS
oOcyxeHue Hambosee MPOOJIEMHBIX M CIIOKHBIX BOMPOCOB MO OTAEIBHBIM TeMaM, a TaKkKe
pelieHre 3aaad U pa3dop MPUMEpPOB M CUTyalud B ayJIUTOPHBIX yCIIOBUSX. B o0s3aHHOCTH
MpenoiaBaresisa BXOAAT: OKa3aHUE METOJUYECKON MOMOIIM U KOHCYJIbTUPOBAHUE CTYJIEHTOB IO
COOTBETCTBYIOILIMM TEMaM Kypca.

AKTHBHOCTb Ha NPAKTUYECKUX 3aHATUAX OLIEHUBAETCS 10 CIETYIOIIUM KPUTEPUSIM:

— OTBETHI HAa BOIIPOCHI, IIpeIaraéMele MpenojaBaTesIeM;

— Y4YacTH€ B TUCKYCCHSIX;

— BBINOJHEHHE TPOEKTHBIX U UHBIX 3a/1aHUN;

— acCHCTHPOBaHME MPENOaBaTelto B IPOBEICHUU 3aHATHH.

Jlokiiagel U ONIIOHUPOBAHUE JIOKJIAJ0B IPOBEPSIOT CTENEHb BIAICHHS TEOPETUYECKUM
MaTepuajIoM, a TAKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKIECHUH.

OueHuBaHue NPAKTUYECKUX 3a/laHUN BXOJUT B HAKOIJICHHYIO OLICHKY.

CamocrosiTesibHas padoTa 00yyaromMXc

CamocrosrenbHas paboTa CTyIEHTOB — 3TO IPOLIECC aKTUBHOIO, IEJIEHANPaBIEHHOTO
NpUOOpETEeHUs] CTYJAEHTOM HOBBIX 3HaHUI, yMEHMH O0e3 HemoCpeICTBEHHOrO0 Yy4acTus
OpenoJjiaBaTessi, XapaKkTepU3YIOUIMHCS TMPEAMETHONM  HAalpaBlIeHHOCTHbIO, 3 (EKTUBHBIM
KOHTPOJIEM U OLIEHKON Pe3yJIbTaTOB JAESTebHOCTH 00y4aroIIerocs.

Llenu camocTosITETHLHON pabOTHI:

— CHCTEMAaTH3alMs M 3aKpEIUICHHE MOIYYEHHBIX TEOPETHUUYECKUX 3HAHUN U MPAKTHUECKUX

YMEHUH CTYJICHTOB;

— yrinyOJieHne U paclIMpeHne TeOpEeTUIECKUX 3HAHUM;
— (¢opMHpoBaHHE YMEHUI HCHOJIb30BaTh HOPMATHUBHYIO M CIPABOYHYIO JOKYMEHTAIIHIO,

CHELUANIBHYIO JINTEPATYPY;

— pa3BUTHE TMO3HABATENIbHBIX CIIOCOOHOCTEH, aKTUBHOCTU CTYIEHTOB, OTBETCTBEHHOCTH U

OpraHU30BaHHOCTH;

— (¢GopMHpOBaHME  CaMOCTOSITEIBHOCTH  MBILIUICHHS,  TBOPYECKOM  HMHUIIMATUBBI,

CIIOCOOHOCTEH K cCaMOpa3BUTHUIO, CAMOCOBEPIICHCTBOBAHUIO M CaMOpeaIu3aliy;

— pa3BUTHE UCCIIEIOBATEIbCKUX YMEHUHN U aKaJJEMUYECKUX HABBIKOB.
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CamocrosTenbHas paboTa MOXKET OCYLIECTBIATHCS WHAMBHUIYAIbHO WM TIpYNIaMH
CTYZICHTOB B 3aBUCUMOCTH OT LI€JIH, 00bEeMa, YPOBHS CIIOKHOCTH, KOHKPETHOW TEMaTHKH.

TexHonorust  opraHu3allMd  CaMOCTOATENbHOM  pabOTBl  CTYJEHTOB  BKJIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTePHAIbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEXKICHUS.

[lepen BbIMOMHEHHEM OOYYAIOMIMMUCS BHEAYAMTOPHOW CaMOCTOATENBHON pabOThI
IIpenoAaBaTeslb MOYKET NPOBOIUTh HMHCTPYKTaXX IIO BBIIOJHEHUIO 3ajaHus. B mHCTpykTax
BKJIIOYAETCSL:

— 1LeJb U COJIepKaHue 3aJjaHus;

— CPOKH BBIIIOJIHECHMS;

—  OPHEHTHUPOBOYHBIA 00bEM pabOTHI;

— OCHOBHBIE TPeOOBaHU K pe3yJbTaTaM pabOThl U KPUTEPUU OLICHKH;
— BO3MO>KHbIE TUIIMYHBIE OIIMOKU IPU BBIOJHEHUH.

WHcTpyKTax MpOBOJUTCS IMpernojaBaTesieM 3a cYeT 00beMa BPEMEHHU, OTBEACHHOIO Ha
U3Yy4YECHHUE JUCLUILINHBI.

KoHTponb pe3ynbTaToB BHEAyJAUTOPHON CAMOCTOSATEIbHOW pPabOTHI CTYAEHTOB MOXKET
IPOXO/UTh B MUCbMEHHOM, YCTHOW MM CMeIIaHHOH (opme.

CTyneHTbl JOJKHBI HNOAXOAUTh K CaMOCTOSITENIBHOM paboTe Kak K HauBa)KHEWUIIEeMy
CPEACTBY 3aKpeIJICHUsS U Pa3BUTUS TEOPETUUYECKUX 3HAHMMU, BhIpaOOTKE €AMHCTBA B3IVIAJOB Ha
OTJENbHBIE BOMPOCHI Kypca, NpUOOpPETEeHUs OMpEeJeNICHHBIX HABBIKOB M HCIOJIB30BAHUS
npodeccuoHaIbHON JTUTEpaTyphl.

[TomemieHnust uIs CaMOCTOSITENBHONH PabOThI O0YYArOIIMXCS TOJKHBI OBITH OCHAIICHBI
KOMITbIOTEPHOM TEXHUKOH C BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTH «/HTepHeT» n obecriedeHnemM
JI0CTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CpPEly OpraHU3alUu.

[Tpu camocTosTenbHON popaboTKe Kypca 00yJarouecs 10JIKHbI:

— IpocMaTpuBaTh OCHOBHBIE OIpeeNeHHs U (DaKThI;
— TIOBTOPUTbH 3aKOHCIIEKTUPOBAHHBINM HA JIEKIIMOHHOM 3aHATUU MaTepuai U JAOMOJIHUTE €ro

C YY4ETOM PEKOMEHJOBAHHOM 10 JaHHOW TEME JIMTEPaTyphl;

— U3YYHUTh PEKOMEHJIOBAaHHYIO JIUTEPATypPy, COCTABIATH TE€3UCHI, aHHOTAIIUA U KOHCIEKTHI

HanOoJiee BAXKHEIX MOMEHTOB;

—  CaMOCTOSITENIbHO BBIMOJIHATH 33JJaHUsl, AHAJIOTUYHBIE MTPEAJIaraéMbIM Ha 3aHIATHIX;
— UCHOJB30BaTh JJISl CAMOIIPOBEPKU MaTepuaibl (POH/IA OLICHOYHBIX CPE/ICTB;
—  BBINOJHATH JIOMAIlIHUE 3aJaHMs 110 YKa3aHUIO IIPEroaBaTers.

Pexomenaanum no odyuenno MHBaIuAo0B u un ¢ OB3

OcBoeHune TUCHMIUIMHBI HHBANUAaMU U JunaMu ¢ OB3 MoxkeT ObITh OpraHu30BaHO Kak
COBMECTHO C JpYrMMH OOydYaloIIMMHUCA, TaK W B OTIENbHbIX TIpynmax. [Ipenmonararorcs
CrielMaibHbIe YCIOBUA IS TOTy4YeHHUs: 00pa3oBaHus MHBaIMAaMu U nuiamu ¢ OB3.

[Tpodeccopcko-mieqarorndeckuii CoOCTaB 3HAKOMHUTCSI € TICUXO0JIOTO-(PH3NOIOTHIECKUMU
ocoOeHHOCTAMH O0yd4aromuxcss WHBANUA0B U jul ¢ OB3, MHIUBUAYalbHBIMU MPOTpaMMaMHU
peaOunutanuu WHBaIMIOB (mpu  Hamuuuu). [lpm  HEOOXOAMMOCTH  OCYLIECTBIISETCS
JOTIOJIHUTEIbHAS TOMJEPKKAa IPENOJaBaHUs ThIOTOPAMM, IICHUXOJOTaMH, COLMAJIbHBIMU
pabOTHUKaMU, MPOIIEAIIUMHU OJATOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOAMYECKMMHU peKoMeHaanusaMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEeaIoiaraeTcsi MCIOIb30BaTh COIMAIbHO-aKTUBHBIC W
pedrexkcuBHBIE METOABI OOyUeHHs, TEXHOJOIMH COLMOKYJIbTYPHOH peabuIHTaluu C IEeNbI0
OKa3aHHs TOMOIIM B YCTAHOBJIEHUHU IOJIHOIIEHHBIX MEXKJIMYHOCTHBIX OTHOIICHUH C JIPYTUMHU
CTYACHTaMH, CO3/laHUM KOM(pOPTHOIO ICHUXOJOIMYECKOro KJIMMaTa B CTYACHYECKOW TIpyIie.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YUETOM TIPEIOCTaBICHUS
MaTepHaja B pa3IMYHbIX (opMmax: ayJuaabHOH, BU3YalIbHOM, C MCIIOIb30BAaHUEM CIIEUAIBHBIX
TEXHUYECKUX CPEACTB U MH(DOPMALIMOHHBIX CUCTEM.
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Menunamatepuanbl Takke CIAEAYeT HCIOJIb30BaTh H  aNalTUPOBAaTh C  y4eTOM
WHINBUAYATBHBIX OCOOCHHOCTEH 00yueHuss mHBaMI0B 1 jull ¢ OB3.

OcBoeHue JUCHMIUIMHBI HHBanugamMu u Jumamua ¢ OB3  ocymiectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOyYEeHHs OOIIET0 M CIEIUAIBHOTO Ha3HAueHUs (IMIePCOHATBHOTO U
KOJUICKTHBHOT'O HMCIIOJIb30BaHUs). MaTepHalbHO-TEXHUYECKOE OOCCIICUCHHE IPEeayCMaTpUBacT
npucnocoOIeHne ayAuTOpHil K HyK1aM HHBAIKI0B U i1l ¢ OB3.

dopma TMNpOBENCHUS AaTTECTAlMM ISl  CTYACHTOB-UHBaIugoB u Jmi ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHIUBHIyIIbHBIX IICUXO0(PU3NIECKUX 0COOCHHOCTEH. J{71s1 MHBATHI0B
u ymn ¢ OB3 npegycmarpuBaetcst 1ocTymHas (GopMma MpenocTaBiICHUS 3aJaHUN OLICHOYHBIX
CPENCTB, @ UMEHHO:

— B TEUATHOW WM DOIEKTPOHHOW ¢dopMe (I JHIl C HAPYUICHUSIMH OIIOPHO-
JIBUTATEJILHOTO amnmapara);

— B rme4aTtHOW (opMe WM 3JICKTPOHHOH (opMe C yBEIWYEHHBIM MIPUPTOM H
KOHTPACTHOCTBIO (ISl JIUI] C HAPYUICHUSIMH CITyXa, pe4u, 3pEHHS);

— METOJIOM YTECHHsI ACCUCTEHTOM 3aJIaHus BCIYX (U1 JIUI] C HAPYUICHUSIMH 3PEHUs).

CrynentaM ¢ mHBaIUMAHOCTHIO M Jnnam ¢ OB3 yBenumumBaeTcsi BpeMsi Ha MOATOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMPOCHL. /{75l TAKMX CTYACHTOB IIpelycMaTpuBaeTcs JocTynHas popma
MIPE0CTaBIICHUS OTBETOB Ha 3a/IaHUsI, @ UMEHHO:

— NHCbMEHHO Ha Oymare WM HaO0OpOM OTBETOB Ha KOMIIBIOTEpE (IS JIMIl C
HApYUICHUSMH CIyXa, peun);

— BbIOOPOM OTBETA U3 BO3MOXKHBIX BAPHAHTOB C UCIIOJIb30BAHUEM YCIYT aCCUCTEHTA (1S
JIUI C HAPYUIEHUSIMUA OMTOPHO-ABUTATEIILHOTO aIlapara);

— YCTHO (151 JIUII C HAPYIICHUSIMH 3PEHUSI, OTIOPHO-/IBUTATEILHOTO amapara).

[Tpu HeobxomuMocTH s 00yYaroIIUXCs ¢ MHBATUMAHOCTHIO M nul ¢ OB3 mpouenypa
OIICHUBAHUSI PE3YJIbTATOB OOYUYCHHS MOXKET MPOBOJAUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepuaJbHO-TeXHMYECKOH 0a3bl, HEOOXOAUMOIi VI OCyIIeCTBJICHHUS
00pa30BaTeIbHOIO NMpoLecca Mo JUCHUIIHHE

YueOHass ayauTopusi, TpeJHA3HAUYCHHAs s TPOBEACHUS YUEOHBIX 3aHSITHIA,
MPEAYCMOTPEHHBIX  HACTOsIeW  pabouelt  mporpaMmMol — IUCHMIUIMHBI,  OCHAICHHAas
000py0BaHNEM M TEXHHUYECKUMU CPEJCTBAMH O0YUYECHHUsI, B COCTAB KOTOPBIX BXOJAT: KOMIUIEKTHI
CIeNUaTM3UPOBAHHON y4eOHON MeOenu, JocKa KJacCHas, MyJIbTUMEIUNWHBIN TTPOEKTOp, IKpaH,
KOJIOHKHM, KOMIIBIOTED C YCTAHOBJIEHHBIM JIMIIEH3HOHHBIM TMPOTPAMMHBIM OOeCrieYeHHeM, C
BBIXOJIOM B ceThb «/HTEpHET» M JOCTYNOM B 3JIEKTPOHHYIO MH(POPMAIIMOHHO-00pPa30BaTEIbHYIO
cpeny.

IMomemenne 111 caMOCTOATENbHOM padoThbl 00yUarOIIUXCsl — Ay IMTOPUS, OCHAIIICHHASI
CIEIYIOIIMM 000PYJOBaHUEM U TEXHUYECKHUMH CPEICTBAMU: CHEIUAIU3UPOBAHHAS MeOeTb s
MIPETno1aBaTesisa  00yJaroIINXCs, JOCKa yueOHas, MyJIbTUMEIUHHBIN POEKTOP, YKPaH, 3BYKOBHIS
KOJIOHKH, KOMITbIOTEp (HOYTOYK), MEPCOHAIbHBIE KOMIBIOTEPHI Ui padOThl 00ydYaIOIUXCS C
YCTaHOBJICHHBIM JIMIICH3NOHHBIM TIPOTPAMMHBIM 00ECIIEYeHUEM, C BBIXOJIOM B ceTh «HTEpHET»
U JIOCTYTIOM B JIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTEIbHYIO CPEIY.
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