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Ilpunooicenue 4

K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedscmenmy,
HanpasieHHocms (npoghuns) « Ynpasnenue wenogeyeckumu pecypcamuy

Pabouas mporpamma IUCHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECIeYeHHEe YIpaBICHUS
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEIbHOW MpOrpaMMbl BBICIIETO OOpa30BaHUS IO
HanpaBienuto  38.03.02  MeHemKMEHT,  HampaBieHHOCTh  (mpoduib)  «YmpaBieHHE
YeJI0OBEUECKHMMHU pecypcaMi» U MpeiHa3HaueHa JUuls 00ydJaroMuXcsi O4YHOM U OYHO-3a04HOH GopM
o0ydeHusl.

© MHCTUTYT MEXTyHApOIHBIX IKOHOMUYECKUX cBA3€Eil, 2025.
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1. Iean u 3agauu JAUCHUILTHHBI

Heas aucumnamebl «/loKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeIONPOU3BOICTBA H JOKYMEHTO000pOTA.

3amauu THCHMIUINHBI:

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

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKyMEHTaMU;

- OCBOCHUE IOPS/IKa OPraHU3aLUH PAOOT IO JAETONPOU3BOACTBEHHOMY O0CITYKUBAHUIO.

2. MecTO IMCHUIJIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI MPOrpaMMbl BbICIIET0
o0pa3oBaHus

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMeHT, HampaBIeHHOCTh
(mpoduik) mporpamMmsl « YIpaBiIeHUE Y€TOBEYECCKIUMH PECYPCaMmy.

3. O0beM JUCHMILIMHBI B 324€THBIX eJUHUIAX C YKA3aHHEM KOJINYeCTBA aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢ npenoaasaresieM (o0 BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4arImmxcs

OO6mmas TpyA0€MKOCTh JUCITUIUTHHBI COCTABISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

. Bcero yacos
Buna yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yueHHs dopma oOyueHust
KonTakTHass paGora ¢ npenogaBaTesiemM 28 16
(Bcero)
B toMm uucne:
3aHATUSA JEKIMOHHOTO TUIA 14 12
3aHATHS CEMUHAPCKOTO THTA (CEMHUHAPHI) 14 4
CamocrosiTesibHasi padoTa (Bcero) 80 92
Popma KOHTPOJIS 3auer ¢ OlleHKOU
Oo01mast Tpy10éMKOCTh 108




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

Kox u HaumenoBanue

Kox m HaumenoBanue

Pe3yabTaTnl 00yyeHus 1o

KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
AUCHUILINHE
BBINIYCKHUKA KOMIeTeHIIUH

OIIK-5 NOIIK 5.1. 3HaTh: OCHOBBI
CrnocoGeH wucmnonb3oBath | OpueHTHpPYETCS B | TOKyMEHTAIlMOHHOTO 00eCreYeHUs
npu pEILICHUN | COBPEMEHHBIX B YIpPAaBIEHUU C HCIOJIb30BAHUEM
npo¢eCcCHOHATBHBIX MH(POPMALIMOHHBIX UH(POPMALIMOHHBIX TEXHOJIOTUH.
3a1aqy COBPEMEHHBIE | TEXHOJOTUSX U MPOrPAMMHBIX | YMeTb: MPUMEHSITh COBPEMEHHBIE
nH(pOpMaLOHHbIE CpeICTBax. UH(OPMALlMOHHBIE TEXHOJIOTUU B
TEXHOJIOTHH u | UOIIK 5.2. npouecce JOKYMEHTAallHOHHOTO
MporpaMMHbIe CpeiCTBa, | Mcrnonb3dyer ans  pemieHus | obecrieueHusl.
BKJIOYasi  ympaBlieHUe | MpodeCCHOHATHHBIX 3anad | Baamern: HABBIKOM
KpYIHBIMH ~ MacCHBaMH | COOTBETCTBYIOLIUE UM | OCYULIECTBIICHUS
TAHHBIX u UX | COBPEMCHHBIE JOKYMEHTAIMOHHOTO 00ecTeueHHs
MHTEJJIEKTyaIbHbIH MH(OPMAaLIMOHHBIE TEXHOJIOTUH | MPO(ecCHOHAIBHOM 1eATENbHOCTH.
aHaIu3. U TporpaMMHBIE  CPEJICTBa,

BKJTIOYast yIpaBlieHue

KPYITHBIMU MaCCHBAMH JTAHHBIX

U HUX  HMHTEJUIEKTYaJbHBIN

aHaIu3.
K-1 UIIK 1.1 3HaTh: OCHOBBI
CrnocoGeH ocymecTBiiTh |OpUeHTUPYETCS B JOKYMEHTAI[MOHHOTO 00ecneveHus
JTOKYMEHTAI[HOHHOE HOPMATHUBHO-TIPABOBBIX aKTaX | B YIPABJICHHH.
obecrieueHrne paboOTHl C |COMHMATBHO-TPYIOBOM ChEpHI. Ymersb: OCYIIIECTBIIATH
[IEPCOHAIIOM B |UIIK 1.2 JOKYMEHTAIlMOHHOE  obecreueHue
COOTBETCTBUU ¢ |OcymiecTBiser BeeHuE npodecCuOHATBLHON 1eATEEHOCTH.

HOPMAaTUBHO-IIPaBOBBIMU

JOKYMEHTAIMH 110 yYeTy U

Baanerb: HaBBIKOM peIICHUS 337124

aKTaMH
TPyIOBOH chepsl

COIIHAJILHO-

ABHUKCHUIO ICPCOHAJIA. 1o AOKYMCHTAIlTUOHHOMY

00€CTICUCHHIO B YIIPABJICHHUH.

5. CopepxxanHue 1M CUUILTHHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.
OpraHu3anoHHbIE
OCHOBBEI
JIEJIOTTPOU3BO/ICTBA.
biranku OKyMeHTOB

OO0ue HOpMBI U TIpaBUiIa 0OPMIICHHUS JTOKYMEHTOB (pa3Mepsl Oymaru,
noJIeH, Hymepauus CTPaHUIl U T.[.) IPUMEHSAEMOE B JEJIONPOU3BO/ICTBE.
Knaccudukanus noxymentoB. @opmsl opranuzanuu JJOY u kareropun
yupexaeHuit. Dopmyisip - o6paser; OpraHu3alnOHHO-PACIOPAUTEIbHBIX
JOKYMEHTOB. Buzpl n HazHaueHue 61aHkoB. TpeGoBaHus K 0(hOPMIICHUIO
JnokyMeHTOB. [IpaBuiia opopMiIeHUS] pEKBU3UTOB IOKYMEHTOB.

Tema 2. Knaccudukanus nemoBoit  gokymenrtanuu. [IpaBunma  odopmieHus
OpraHu3annoHHO- PEKBU3HUTOB OJIaHKa W WX pACIOJIOKEHHs] Ha CTaHIapTHOM (opmaTte
pacriopsiautenbHas | Oymaru, pasmepsl mosneid. Dopmyssip- oOpasel; Tpynmnbl JOKYMEHTOB,
JTOKYMEHTAITHSL. NPUHAIICKANINX K OJJHON CHCTEME.

Oomas [IpoextupoBanue OiaHKOB  JOKyMEHTOB  opranuzaiuu. Cocras,
XapaKTepUCTHKA odopmieHHe, H3TOTOBJICHNE, XpaHEHHE OJIAHKOBOPTaHU3aIINH.

CTHJISI CITy»KEOHOM brnank gokyMeHTa: MoHsATHE, HA3HAYCHHE, BUABI OJaHKOB (00Nl OaHK,
JIOKYMEHTAITUU OJIaHK MHChMa, OJIAHK KOHKPETHOTO BHJA JOKYMEHTa (KpOMe MHCHhMA).
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CocraB, odopmnenue pekBu3uToB Onanka. OcCOOCHHOCTH  S3bIKA
cinyxkeOHbIX JTokyMmMeHTOB. Kommnosunusi gokymeHTta. CTpyKTypHbBIE
ommnOku. HeymecTHOE M HEONpaBIaHHOE YIOTpeOJIeHNE
MHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouno- | @ukcanusi (OmucaHWe) JIOKAIBHBIX TMPaBWI, HOPM, TMOJIOXKECHHU,
nH(pOpMalOHHbIE ONpEAeNSAIONUX CTAaTyC OpraHu3alud, €€ CTPYKTypy, LITaTHYIO
JOKYMEHTHI. JIefioBasi | YMCIEHHOCTD U JIOJDKHOCTHOM COCTaB, KOMITETEHITUH JIOJDKHOCTHBIX JIHIL U
TIepenucKa. CTPYKTYPHBIX  TOApAa3JEICHUH, byHKIIMOHATBHOE coJiepKaHue

CocraBieHre aKTOB
Y TIPOTOKOJIOB

NesITeIbHOCTH OPTaHM3alUU B LIEJIOM, €€ MOApa3esieHuil 1 paOOTHUKOB,
uX TpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTb U Jp., B OpPraHHU3allMOHHO-
pacnopsAUTENbHBIX JOKYMEHTAX OPraHU3aliH.

CtpykTypa, Ha3HayeHHE, TMOPSAOK pPa3pabOTKH, COTJIAaCOBaHUS U
yTBepxkacHus [IpaBui BHYTpEeHHET0 TpyAOBOro pacnopsiaka, Ilonoxxenus
o nepconaiie, [1onoxeHus o CTpyKTYpHOM MoApa3ieeHuH, JJomKHOCTHOM
uHcTpykuuu. llltaTHOE pacnyucaHue Kak IEpBUYHBINA YUETHBIN JOKYMEHT
no ydery kaapoB. O3HakomsieHHE paOOTHUKOB C JIOKaJbHBIMU
HOPMATHUBHBIMHU aKTaMU OpTaHU3aI1H.

Bunel u HaszHaueHue WHGOPMALMOHHO-CIPABOYHON JOKYMEHTAI[UH IO
kagpam.  Ilopsmok  odopmieHHs,  OCHOBHbIE  pPEKBH3UTHI U
MIPaBONPUMEHUTEIbHAS MIPAaKTUKa  MCIOJb30BaHUS JOKJIa/THBIX,
CITy>K€OHBIX U 0OBSICHUTEIBHBIX 3aIIMCOK, MPEICTaBICHUH, TPEATIOKEHHH,
3asBJICHUI, aKTOB, CIIPABOK M Jp. B KAY€CTBE OCHOBAHWU ISl IPUHATHI
pelIeHB cdepe ynpaBiIeHUs IepPCOHAIIOM OpraHHU3altu.

Tema 4. OpraHu3allMOHHO-PACIOPSAIUTEIbHBIE JOKYMEHTBI: TIOHITUE, HA3HAUYCHUE,
PacniopsiaurensHble | OCHOBHBIEC BU/IbI (OpraHU3AMOHHbIE, PACTIOPSAUTENbHbBIC, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, OJI0KEHUE, CTPYKTYpa U IITaTHAs
CocraBnenue YUCJIEHHOCTb, IITATHOE paclUCaHKe, TpaBuia, TOJKHOCTHAS HHCTPYKIIUS,
MPUKA30B, YKa3aHUW, | UX Ha3Hau€HUE, XapaKTepUCTUKA U COCTaB, TpeOoBaHUs K O0(OpMIIEHHIO,
pacnopsKeHUH. MOPSIIOK YTBEPKACHHUS.
Opranuzanuonssie | PacnopsauTenbHble JOKYMEHTBI: MOCTAHOBIIEHUE, MPHUKA3 (10 OCHOBHOM
JIOKYMEHTBI JEATEIbHOCTH U MO JIMYHOMY COCTaBY), PaCHOPSKEHUE, COBMECTHBIN
pacnopsAUTENbHbIN JOKYMEHT, UX Ha3HaUE€HUE, XapaKTePUCTHKA U COCTAB,
TpeGoBaHuUs K 0(hOPMIICHHUIO.
CnpaBouHO-UHQOPMAIIOHHBIE  JOKYMEHTBI:  CIyXEOHble  IHChbMA,
CIpaBKH, [OKJIAJAHBIE 3alUCKHU, MPOTOKOJBI, AaKThl, 3asBJICHHS, HX
XapaKTEPUCTUKA U COCTaB, TPeOOBaHUS K 0(OPMIICHHUIO.
Tunel JOKYMEHTOB: TOJJIMHHHK, KOMHS, TyOIMKaT, BBIMHCKA, WX
HazHayeHue. [lopsimok odopmieHuss W BblJaud KOMUN U AyOIHMKaTOB
JIOKYMEHTOB, BBIINHCOK U3 HUX.
Tema 5. Peructparust 1oKyMeHTOB: TOHATHE, IeiH, 3anadu. Cuctembl U GOpMBI
Opranu3zanus peructpanuu (KypHalbHas, KapTOuYHas, aBTOMAaTU3UpPOBaHHas), HUX
JOKYMEHTOO00O0pOTa. | JOCTOMHCTBA U HelocTaTku. [lokasarenu, BBOAUMBIE B PETUCTPALIMOHHBIE
Opranu3zanus dopMbl.  OCOOCHHOCTH  PETHCTpAllUU  BXOISIINX, HUCXOMSIIUX U
perucrpanuu BHYTPEHHUX JTOKYMEHTOB. DJIEKTPOHHBINA JOKYMEHTOOOOPOT.
JIOKYMEHTOB U CocTaB BBINIOJIHAEMBIX PabOT MPU OTHPABKE HUCXOMSIIUX JOKYMEHTOB:
KOHTPOJIb IIpOBEpKa MPaBWIBHOCTH O(opMIIeHUs, HAIUYUS IPUIIOKEHHH, ajipecara,
WCTIOTHEHUS COPTHUPOBKA IO ajpecaraM M BUJAM OTIPABJICHHM, COCTaBIEHHUE ONMUCHU
JIOKYMEHTOB pacchUIKU

KOHTpOHB HUCIIOJIHCHUA JOKYMCHTOB: IIOHATHUC, HA3HAYCHUC, BHUJBI.
[IpuHinel opraHu3ani  KOHTPOJsl. CpOKM HCIOJHEHHS: THUIIOBOM,
WHIUBUTyAIbHBIA. TeXHONOrUsl BEACHUSI KOHTPOJIS. AHAJIW3 UCTIOTHEHUS
JIOKYMEHTOB BYUPEKICHUU.
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B3anMocBs3b perucTpanuu J0KyMEHTOB U HHPOPMALMOHHO- CIIPAaBOYHON
paboTel. Opranuzanus paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIKHOCTHBIE JIMIIA, OCYIIECTBISIOUIME PETUCTPALUMI0O U KOHTPOJIb
MCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.

Tema 6.
Opranuzanus
OMEepPaTUBHOTO
XpaHCHUS
JIOKYMEHTOB.
DopMUpOBaHUE JIE]T

Homenknarypa pgen: mnoHarue. 3HadeHME HOMEHKJIATypbl Jel  AJs
KJaccu(UKaluu JOKYMEHTOB, OINEPATUBHOIO XpaHEHHUs M HUX Mpen
apXMBHOI MOArOTOBKU. Buasl HoMeHknatyp aen. Opranuzanus XpaHeHus
UCTIOJIHEHHBIX JJOKYMEHTOB. (OCHOBHBIE TpeOOBaHHs HOPMAaTHBHBIX
JOKYMEHTOB, pErjIaMEHTHPYIOIIMX JaHHBIM 3Tan JOKyMEHTO00OpOTa.
OTBETCTBEHHOCTD 33 COXPAHHOCTh JOKYMEHTOB.

Tema 7. IToaroroepka
JTIOKYMEHTOB K
MOCTIENYOIIEH
nepenaye
AOKYMCHTOB B apXHWB
WM Ha
YHUYTOKEHHUE

JIoKyMeHTOOOOPOT Ha COBPEMEHHOM HPEAIPUATHH

DKcrepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HadYeHue. [IpuHuuns n
KpUTEpUU OIPEICICHUS HAy4YHOM, HCTOPUYECKOM U IPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB. OKCIEpTHblE KOMHCCHHU, UX (DYyHKIMH, IpaBa.
Oransl npoBeneHus skcrnepTusbl. OdhopMiieHne pe3ybTaToOB HKCIEPTH3HL.
Cpoxu xpaHeHuUs TOKyMEHTOB. [lepeunn TOKyMEHTOB ¢ yKa3aHHMEM CPOKOB
XpaHEHUs, UX BUJIbI, HA3HAYECHUE, CXEMBI ITOCTpOoeHus. I1opsnok nepenaun
JIeJI B apXUB WM YHUYTOKCHHS JOKYMEHTOB.

TpeboBanust kK O(QOPMIICHHIO ]I MOCTOSIHHOTO, BPEMEHHOTO CPOKOB
XPpaHEHUs U 110 IMYHOMY COCTaBY. ABTOMATH3aLUs POLIECCOB 00pabOTKU
NOKyMeHTOB. Kommbrorepuzanus JTOKYMEHTAIMOHHOTO —OOECTeYeHuUs
ynpasnenus. [IpaBuna opopmienus u cocrapienus onucu jein. [opsaok
nepeaayn el B apXuB. DJICKTPOHHBINH JOKYMEHTOO00POT

ApXHB: TIOHATHE, Ha3HaueHue. Buapl apxuBOB: TOCYyAAapCTBEHHBIE,
BEJIOMCTBEHHBIE, OOBEIMHEHHbIE  BEIOMCTBEHHBIC, OOBEIUHECHHBIC
MEXBEJOMCTBEHHbIE [0 JIMYHOMY COCTaBy. ApXHBHbIE (OHJBL:
JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.

6. CTpykTypa JUCHMILUIMHBI 110 TeMaM € YKa3aHHEM OTBeIeHHOI0 HA HUX KOJIHYeCcTBa
aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus1

KonTakTHas padora, yac.

HaumenoBanue teMm
(pa3nesioB)
JTUCHUIIINHBI

3auaTus
JEeKIHOHHOI0
THIIA

CemuHapbl

CamocTosITE b
Has padora,
qac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIEIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

2

2

10

14

Opranu3zannoHHO-
pacnopsiiuTenbHas
JIOKYMEHTAITHS.

OO0m1as XxapaKTepHUCTHKA
CTHJIA CITY>KEOHOM
JIOKYMEHTaluU

13

17

CnpaBoyHoO-
UH(POPMAaLIMOHHbIE
JTIOKYMEHTHI. JlenoBas

11

15




TIepenrcKa.
CocraBiieHHE aKTOB U
MIPOTOKOJIOB

PacnopsnurenbHbie
JIOKYMEHTBI.
CocraBneHue NpuKa3oB,
yKa3aHUH,
pacmopsKeHUH.
OpranuzaioHHbIe
JOKYMEHTBI

12

16

Opranuzanus
JIOKyMEHTO000pOTA.
Opranuzanus
perucTpamnuu
JIOKYMEHTOB ¥ KOHTPOJITh
WCITOJTHEHUS] JOKYMEHTOB

10

14

Opranuzanus
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUpPOBaAHHE JIEIT

12

16

[ToaroroBka 1OKyMEHTOB
K MOCJIeTYIOIIEH
nepenaye JOKyMEHTOB B
apXuB WJIM HA
YHUYTOKEHUE

12

16

UTOI'O:

14 14

80

108

OuHo-3204Has popma o0OyueHUs

HaumenoBanue teM
(pa3neJioB)
JTUCIHUIIINHBI

KonTakTHas padora, yac.

3ansaTusn
JIEKIIHOHHOT'0 CemuHapbl
THIIA

CamocrosiTeN b
Has pa0ora,
gac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIEeTIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

1 -

13

14

Opranu3zannoHHO-
pacnopsiiuTenbHas
JIOKYMEHTAITHSI.

OO0m1as XxapaKTepHUCTHKA
CTHJIA CITY>KEOHOM
JIOKYMEHTaluU

14

17

CnpaBouHo-
nH(pOpMaIMOHHBIE
JIOKYMEHTHI. JlenoBas
TIeperucKa.
CocraBiieHHE aKTOB U
IIPOTOKOJIOB

13

15

PacnopsinurenbHbie
JTIOKYMEHTBI.

13

16




CocraBieHne nIpuKa3os,
yKa3aHWH,
pacIopsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTBI

5. Opranuzanus 2 1 11 14
JOKYMEHTO000pOTa.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HUCIIOJIHCHU A I[OKYMGHTOB

6. Opranuzanus 2 1 13 16
ONEPATUBHOTO XPaHEHUS
JIOKYMEHTOB.
dopMupoBaHUE JeI

7. [ToaroroBka 10KyMEHTOB 1 - 15 16

K MOCJIENYOLIEN
nepegave JOKYMEHTOB B
ApPXUB UK Ha
YHUUTOXKEHHUE

NUTOI'O: 12 4 92 108

7. llepedyeHb y4eOHO-METOANYECKOT0 0O0ecnevyeHHus 1JIs CAMOCTOSATeIbHOM PadoThl
o0yyaromuxcs Mo JUCHUIIIHHE

CaMocTosTenspHast pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BHU0OB y‘IeGHOfI JACATCIIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKOoe YCBOGHHE MaTepuaia
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPATypoil, PEKOMEHJOBAHHOW IMpernojaBaTeieM, YMEHUE HAWTH HYXHBIA Marepuan |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘ICCKOﬁ AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPUICHCTBOBAHMIO CBOMX 3HAHHMH, K
LEJIEYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponbs camoctosiTensHON pabOThI, SBISETCS Ba)XXHOW COCTaBISAIONICH TEKYIIETO
KOHTpPOJId YCIICBACMOCTH, OCYHICCTBIACTCA IIPCIoAaBaTCsicM BO BpCMA JICKIIMOHHBIX U
MPAKTUYECKHUX (CEeMMHAPCKUX) 3aHATHI U 00ecrieunBaeT OleHUBAaHUE X0/1a OCBOCHUS N3yyaeMOn
JUCHUITIIUHBI.

BOHpOCbI AJIA CaMOCTOATEC/IbHOI'0 M3YUYCHU S

1. IIpenMeTr JOKYMEHTAIIMOHHOTO OOECTICUEHUs yIIPABICHHMSI.

2. HopMmaTuBHO-IpaBOBbIE  aKThl PETYJHUPYIOT JOKYMEHTAlMOHHOE oObOecreyeHue
yIpaBIeHUS.

3. IIpaktuyeckas 3HAYUMOCTh  y4eOHOM JTUCIHUIUIMHBL  «JOKYMEHTAIMOHHOE
o0ecrieyeHne yrpaBaeHUsD».

4. O6beM U cofep)KaHue MOHATUN «MHGOPMAITUS» B «ITOKYMEHTY.

5. Ponb undopmaruu B obecieueHnH 3PPEKTUBHOTO YIIPABICHHUS.

6. VIcTOYHWKY MOTy4YeHUs YIpaBICHIECKON HHGOPMAIIHH.

7. HazHaueHnue U byHKIMN CIIy’KO JOKYMEHTAIMOHHOTO 00ecreueHust
YTIPaBJICHUS B COBPEMEHHBIX OPTaHU3ALMX.
8. «Cucrtema JOKyMEHTAIUI» U «yHU(UIIUPOBAHHAS CHCTEMa JOKYMEHTALIUN.



9. Buasl ynpaBiaeHUYECKUX TOKYMEHTOB YHU(DHUIIMPOBAHHOW CHCTEMBl OpraHU3AIlIOHHO-
pacnopsAUTENbHON TOKyMEHTALUH.

10. OpraHu3animoOHHBIE JOKYMEHTHI IPEATPUATHS.

11. PacnopsautenpHble JOKYMEHTHI IPEANIPUATHS: IPUKA3HI [0 OCHOBHOM AESITEIbHOCTH;
pacnopsHKEHMs], peLICHUS.

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

13. Un(popmMaiMOHHO-CTIPAaBOYHBIE JTOKYMEHTHI: aKThl; CIy>KEOHbIE U OOBSACHUTEIbHBIC
3alCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLus, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYyMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOoTa.

15. HopmaTtuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE IpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEANIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPU30HTAJIbHBIE, BEPTHUKAJIbHbIE,
BOCXO/SIIINE, HUICXOIAIIUE, BXOAAILNE, UCXOISALIHE.

19. J1okyMeHTOOOOpOT Ha COBPEMEHHOM TMPEATPHUSITHH.

20. KomnbroTepuzaius 10KyMEHTAllMOHHOTO 00eCIIeUeHUs YIIPABICHHUS.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Hcropus passutus nenonpousBoacTsa B Poccun.
OCcoOCHHOCTH SI3bIKA U CTHIISI CITYKEOHOTO TOKYMEHTA.
Hctopust yaudukanum TeKCTOB CIyKeOHBIX ITHCEM.
DIIEKTPOHHOE COOOIICHNE — 0COOEHHOCTH SI3bIKA U CTHJIA.
5. HudopmannonHas GyHKIHSI TOKYMEHTa KaK CPEACTBO 3aleyaTieHus: U XPaHCHHUS
nHpopmanuu.
6. CoumanbHas QyHKIMS JOKYMEHTA, €€ POJIb B TOBBIIICHUH MTPABOCO3HAHUS OOIIECTBA.
7. KommynukaTuBHas GyHKIUS JOKYMEHTa KaK CpPeJCTBO Mepenadr HHPOpMaIiH.
8. IIpaBoBas (hyHKIHS JOKYMEHTa KaK CPEICTBO YCTAHOBJICHUS MTPABOOTHOIIICHUI
MEXy IOPUINYECKUMU U (PU3NUECKUMHU JTUL[AMH.
9. Vmnpasnendeckas QyHKIHS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JUISl PELICHUS
aJMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.
10. Ponb cayx6s1 JIOY B AesSTENbHOCTH OpraHU3aIiy.
11. Opranuzamus pabo4rx MECT U yCIIOBUM Tpy1a nepconana ciyxosr JJOY.
12. domxHocTHas HHCTPYKIHA. DyHKIIUHU, CTPYKTYpa, METOIMKA pa3paboTKu.
13. Opranuzamus J0KyMEHTOO0OpPOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.
14. OOBeKTHBHBIE U CyOBEKTUBHBIE (DAKTOPBHI, BIMSIONINE HA POCT JOKYMEHTOO00POTA.
15. DneKTpoHHBIA JOKYyMEHTOO0OPOT. [IpobiemMbl 1 epCIEeKTUBBI PA3BUTHSI.

PO

Pacnpenesienne caMoCTOSITEIbHOH PadoThI

Bunpl, popMbl 1 00BEMBI CaMOCTOATENBHONW paOOTHI CTYACHTOB MPU W3YYEHUU JaHHOU
TUCITUTIMHBI ONIPEIENSIFOTCS €€ COJIepP)KaHueM U OTPaKEHBI B CIEIYIOIICH Ta0uIle:

O0beM caMoCTOATEIbHOM
HaumeHoBaHue Tem Bua camocrositeJibHOM padoThI
Ne | (pa3nesioB) IMCUMIITHHBI padoThI o4dHas Gopma OYHO-3a04Has
n/n o0yueHHsI dopma oOyueHust
1. | OpranusanvoHHbIE ITogroroska k 10 13
OCHOBBI ayJIMTOPHBIM 3aHATHSIM,
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JeTOTIPOU3BO/ICTBA. HanucaHue pedeparos,
bnaHku JOKYMEHTOB MOJITOTOBKA JIOKJIAI0B

2. | Opranu3anuoHHO- [ToaroroBka k 13 14
pacropsiAuTeNbHas ayJIUTOPHBIM 3aHSATHSIM,
JOKYMEHTAITHSI. HanucaHue pedeparos,
OOm1ast XxapaKTepUCTHKA MOJITOTOBKA JIOKJIA/I0B
CTHJISI CITy»KEOHOM
JOKYMEHTAIIUU

3. | CopaBouHO- [ToaroroBka k 11 13
WH(POPMAIIMOHHBIC ayJUTOPHBIM 3aHSTHSIM,
JTOKyMeHTHI. JlenoBas HanucaHue pedeparos,
TIepeTIHCKa. MOJITOTOBKA JIOKJIAI0B
CocraBneHue aKToB U
MIPOTOKOJIOB

4. | PacniopsautenpHble ITogroroska k 12 13
JTOKYMEHTBI. ayJIUTOPHBIM 3aHSTHSIM,
CocraBieHue NpuKasoB, HanucaHue pedeparos,
YKa3aHUH,pacnopsLKeHUM. | MOJArOTOBKA JIOKIJIA/IOB
OpraHu3aiioHHbIE
JOKYMEHTBI

5. | Opranuzanus [ToaroroBka k 10 11
JTOKYMEHTO000pOTA. ayJIUTOPHBIM 3aHSTHSM,
Opranuzanus HanucaHue pedeparos,
perucTpanyu JOKYMEHTOB | TIOJTrOTOBKA JOKJIAIOB
Y KOHTPOJIb UCTIOJTHEHUS
JOKYMEHTOB

6. | Opranuzanus [ToaroroBka k 12 13
OIIEPATUBHOTO XPAaHCHUS | ayAUTOPHBIM 3aHATHSM,
JTOKYMEHTOB. HanucaHue pedeparos,
dopmMupoBaHUE Jel MOJITOTOBKA JIOKJIAIOB

7. | Hlogroroska nokymeHros | Iloaroroska k 12 15
K MTOCTIeTyFOIIEH mepeave | ayAUTOPHBIM 3aHSATHSIM,
JOKYMEHTOB B apXUB WJIM | HaluMcaHue pedeparos,
Ha YHUYTOKEHHE MOJITOTOBKA JIOKJIAIOB

HUTOI'O: 80 92

1.

8. IlepeueHb BONPOCOB U TUIIOBBIE 32IaHMS JIJIsl MOATOTOBKH K MPOMEKYTOYHOM
arrecTanuu

8.1. IlepeyeHb BONPOCOB /Jisl MOATOTOBKH K 324€Ty € OLEHKOM

OOmme HOPMBI, KiIacCUpUKAIMs, YHHU(PHUKAIMA M CTAaHAAPTU3ALUSA  JEJIOBOM

JIOKyMEHTAITUN

2.

LR W

[TonsTHE TOKYMEHTOOOOPOTA, €T0 KOJTHMUECTBEHHBIC M KAUECTBEHHBIC XaPaKTEPUCTUKH.
DyHKINH 1ET0NPOU3BOJICTBA.

[TonsaTHe OpraHu3alMOHHBIX JOKYMEHTOB.

['ocynapcTBeHHas cuctemMa JIOKyMEHTAllMOHHOTO 00eCTieYeH sl YIIPaBICHUS.

brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.

Bunbl n Ha3HaUEHHE PAaCOPAIUTEIbHBIX TOKYMEHTOB.

Buzpl 1 Ha3HaueHME TUYHBIX JOKYMEHTOB.

Buzbl 1 Ha3HaYEHNE OpPraHU3alMOHHBIX TOKYMEHTOB.
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10. IlpaBuna ciryxeOHOM MEPENUCKU Ha TPEIPUATHH.

11. Knaccuduxanus aemoBbIX 1 KOMMEPUYECKHX THCEM.

12. TloHsATHE W MPUHITUIIEI OPTAaHU3AIIMN JOKYMEHTOO0O0pOTA.

13. YkaxuTe TEXHOJOTHUYECKYIO IOCIIECAOBATEIbHOCTh 3TAaNoOB pabOThl C BXOISAIIUMHU
JIOKyMEHTaMHU.

14. Pabora c nucbMaMu M 0OpameHUsIMUA TPaKIaH.

15. ®opmupoBanue u 0hOpMICHUE JE.

16. IloaroroBka u nepeaaya JOKyMEHTOB Ha apXMBHOE XpaHEHUE.

17. Opranm3zanust pabOTHl ¢ JOKYMEHTaMH, KOTOPBIE OTHECEHBI K TOCYJapCTBEHHOMN
TalHe.

18. OcobeHHOCTH BEEHUS JEIONPON3BOJICTBA, OOSCIEYNBAIOIIECTO YIET U COXPAHHOCTh
KOH(HICHIIMATHHON MH()OPMAIMH U TOKYMEHTOB.

19. TumoBble OpraHU3alUOHHBIE CTPYKTYPHI CIY>KOBI IETOMPOU3BOICTBA.

20. YcnoBus Tpyaa pabOTHHKOB CITy>KOBI JEIOTPOU3BOICTBA.

21. YcraB Kak OCHOBHOM OpraHM3allMOHHBIN TOKYMEHT.

22. CrangapTHble (pa3bl U BRIPAKEHUS JICIIOBBIX U KOMMEPUECKUX MHUCEM.

23. OcOoOEHHOCTH sI3bIKA U CTHJIS CITYKEOHBIX JOKYMEHTOB.

24. PexBM3UTBHI MEXAYHAapOJHOro nucbMa. OCHOBHBIE PEKOMEHAALNH 110 COCTABIIEHUIO
TEKCTOB MEXKIYHAPOIHBIX ITHCEM.

25. OyHKIMKM OCHOBHBIX NOJpA3JeNeHUIl CIyKObl JOKYMEHTAIMOHHOTO OOeCTIeYeHHUs
yIpaBJi€HUSI.

26. ABTOMAaTHU3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JOKYMEHTOB M WX BJIMSIHHE Ha
CHUCTEMY JIeJIONPOU3BOACTBA KOHKPETHON OpraHU3allH.

27. CrnpaBoYyHO-MH(POPMALMOHHBIE JOKYMEHTHI.

28. CTpykTypa M colepaHHe KaapoBOW TOoKyMmMeHTauuu. OpraHu3aliMOHHO-KaJApOBbIC
JIOKYMEHTHI.

29. OcHOBHBIE ACMEKTHI KYJIBTYPHI AEJIOBOUN pEUH.

30. CrapmapTu3anus s3bIKa JOKyMEHTa. SI3bIKOBBIE TpeOOBaHUS K OGOPMIICHUIO
PEKBU3UTOB JIOKYMEHTA.

8.2. TunoBekle 3agaHuA 1JI9 ONEHKH 3HAHMI

1. JlenoBble muchbMa OOBIYHO 3aKaHUYMBAIOT (Dpazamu:
a) B COOTBETCTBUU C Bareii mpocb00ii ...

0) C yBaXEHUEM ...

B) HAMM pacCMOTpeHbI Bamu npeanoxxeHus ...

T) B CBSI3H ...

2. JlesITenbHOCTD allapara yrnpaBieHHs, 0XBaThIBAIOIAs BOPOCH! TOKYMEHTHUPOBAHUS U
OpraHu3aIy padoThI ¢ JOKYMEHTaAMHU:

a) TOKYMEHTAIIMOHHOE 00ecIieueHre yIpaBJICHHUS;

0) cTanmapTU3aIUS;

B) EI'C/l;

I') cUCTEMA TIOKyMEHTALIHH.

3. JIOKyMEHT, 3aKpeIUIAIOIUI JOJPKHOCTHON M YUCIIEHHBIM COCTAaB MPEANPUSATHUS C
ykazanueM (hoHa 3apabOTHOM TIIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycTas;

B) MOJIOKEHUE;

T') ITaTHOE pacIKCaHUE.
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8.3. TunoBble 3a1aHUsA 1JIsl OLEHKH YMEHU I

3apanue 1. OdopMure ITOKYMEHT, HCHOIB3YS WHPOPMAIMOHHBIE TEXHOJOTHHU, B
COOTBETCTBUU C TpeboBaHUsIMU coBpeMeHHOro nenonpousBoctsa) [OCT P 6.30 —2003).

PykoBoguTemnto aBTopeMmoHTHOTO cajioHa [leckapéBy.

O6pamatocs k Bam ¢ Hacrosimieil noknaaHoi mo creayiomeMy nooay. KoHTponbHbIE
UCIBITAaHUS OTPEMOHTHPOBAHHBIX MAIIMH YacTO TPeOYIOT 3aJepKKu ciecapeil modEpoB Ha
CBEpXypouHyl0 paboTy. Mpbl momyac CTaJKUBaeMCS C TPYJHOCTIMH 10 O(OPMICHHUIO
CBEpPXYpOUHBIX B Oyxrantepun. [ToaTomy Bam cpouHo HE0OX01MMO pa3o0paThCsi B 3TOM BOIIPOCE
¥ 00€CTIeUnTh MPUHSITHE HEOOXOJUMBIX MEpP IO BHIIIECKa3aHHOMY.

Havanpnuk mactepckoii noanuce H.M. CmupHoB

3anpanme 2. CoctaBbTe JOKYMEHT, 0()OPMHUB BCE HEOOXOAUMBIE PEKBU3UTHI.

CocraBpTe mNUCHMO-OTBET: «KOMHUTET 1O BHENIHEIKOHOMHUYECKHUM CBA3SIM  IIpU
aamuHucTpanuu [Ipumopckoro kpast numer orBeTHOE nucbMo B OO0 «MHauBuayM», 4TO OHU
TOTOBBI BBIJICJINTh KBOTY Ul UX OpPraHU3alMM Ha SKCHOPT Kpyrioro jeca B koauuectse 10 ThIC.
KyO. M.»

8.4. TunoBkie 3aJaHUA IJI OLHEHKH HABBHIKOB

3aganme 1. CocraBbTe pacHOPSAUTENbHBIE TOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBIeHYECKON CUTYaLIUH.

C 1enpi0 NMpUBJIEYEHUS CPEACTB s 0OecnedeHus: MPOU3BOACTBEHHOU NEATENbHOCTH
renepanbHbid qupektop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTAOps TEKyIIero roaa
M3J1aJ1 IIpUKa3 O CO3/1aHNU KOMMEPUYECKOI0 OT/ENIA B COCTaBe 3 MITATHBIX €AUHUI]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO MOPYYEHO MPEACTaBUTh Ha YTBEPKICHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTrs Ha 4 KBapTaj TeKylero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnareeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 OKT0ps.

3ananue 2. CocraBere PACITIOPSAKEHUE 1o oTKpbITOMY aKIIMOHEPHOMY OOIIIECTBY

«HoBocuOupckuii 3aBoAg XMMKOHIIGHTPATOB» OO0 YTBEPXKIEHHH WHCTPYKIMU TI0
JEJIONPOU3BOJCTBY Ha 3aBOJC.

B KOHCTpYKTMBHOM 4aCTH YKaXMT€, YTO B COOTBETCTBUM C THIIOBOM MHCTPYKLHMEW IO
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAX, BeIOMCTBax Poccuiickoit denepanyn, yTBEPKIACHHOU O
pacnopsbkenuto  [lpaButenbctBa Poccuiickoit  ®Penpepanuun ot 24.06.19 1. Nelll8-p
npencenareneMm Komurera no nenam apxuBoB npu [IpaButensctee PO P.I'. [Tuxos, u ¢ 'OCT P
7.0.97-2016 xanuensipueil 3aBojga pa3pabOTaHbl TMOPSJIOK MPOXOXKICHUS TOKYMEHTOB U
CTaHJapTHI HA OPTaHU3ALNOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALHIO.

B pacnopsanuTensHOM 4YacTH YTBEpAUTE WHCTPYKLMIO M IOPYYUTE 3aBEAYIOLICH
KaHLENIsApued o0ecreyuTh METOANYECKOE PYKOBOJCTBO OpraHU3alMel AeIoNpou3BOACTBA Ha
OPEANPUATHHA U YCTAHOBUTH KOHTPOJIb 32 COOIOACHNEM TPeOOBAHNN MHCTPYKIIUH.

9. IlepeyeHb OCHOBHOI 1 IONOJHUTEJIbHOM y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM 1151
OCBOCHMS THCIHMIIIMHBI

9.1. OcHoBHas1 UuTEpaTYpa

1. Ky3uenos, 1. H. [lokymeHnTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHToo00poT
U JICJIONPOU3BOJICTBO : YUeOHUK U IpakTukyMm Juis By30oB / M. H. Ky3nenos. — 4-e u3z., nepepad.
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u gom. — Mocksa : U3narensctBo FOpaiit, 2025. — 545 ¢. — (Bricmiee obpazoBanue). — ISBN
978-5-534-16003-1. — TexkcT : anexkTponHbI // O6pazoBaTenbHast miardopma FOpaiit [caifr]. —
URL.: https://urait.ru/bcode/559712

2. I'pozoga, O. C. JlenonpousBoacTBo : yuebnuk ais By30B / O. C. ['po3oBa. — 2-¢ u3.
— Mocksa : U3parensctBo FOpaiit, 2025. — 131 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — TexcT : anexTpoHHbIi // Obpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/563439

3. Hoponuna, JI. A. Oprasu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
YIpaBJICHUS : YYCOHUK U MpakTUkyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2025. — 270 c. — (Briciiee obpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnslii // O6pa3oBarenbHas miatopma KOpaitt
[caiiT]. — URL: https://urait.ru/bcode/560116

9.2. lonotHUTEIBHAS IUTEPATYPA

1. MBanoBa, A. FO. Pycckuii s3bIK B J1€I0BOM JTOKYMEHTAIMU @ yUYeOHUK A7 BYy30B / A.
1O. BanoBa. — 3-¢ u3a., mepepad. u non. — Mocksa : M3natensctBo HOpaiit, 2025. — 129 c.
— (Bricmmee oOpazoBanue). — ISBN 978-5-534-20345-5. — TekcT : SNEKTPOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948

2. KazakeBuu, T. A. JlokymeHToBereHHEe. JIOKyMEHTAIIMOHHBIA CEpBHUC : YYEOHUK U
npakTukym 11 By30B / T. A. KazakeBuu, A. U. Tkanuy. — 2-e u3a., ucnp. u aomn. — Mocksa :
WznarensctBo FOpaiit, 2025. — 167 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexkrponHbii // OOpazoBatenbHas mnatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/562369

3. lllyBamosa, H. H. Opranuzamnus ¥ TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOECTICUCHHS
ynpasienus : yaueOHuk ais By3os / H. H. IllyBanoBa. — 3-e u3z., nepepad. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-20347-9.
— Teker : osnextpoHsbli // OOpasoBarenbHas 1uiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/561048

10. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH ""UHTepHeT",
HEeO0XO0AUMBIX JJIf OCBOCHH S JUCHUNIMHBI U MHPOPMAITMOHHBIX TEXHOJIOTHIA,
HCIO0JIb3yeMbIX NPH OCyLIleCTBJIEHUHM 00pa30BaTeIbHOI0 NpoLecca no JUCHUILINHE,
BKJIIOYasl MlepevYeHb MPOrpaMMHOI0 o0ecrneyeHus: 1 HHPOPMALMOHHBIX CIPABOYHBIX
cucrTeM (MpU HEOOXOAMMOCTH)

1. http://biblioclub.ru - 9BC «YHuBepcurterckas OMOINOTEKA OHIANHY

2. https://urait.ru - 9BC «Ob6pa3zoBarenbHas miatdopma KOpaitt»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - HaydHas dJEKTpOHHas OWOIMOTEKa
(H9b) «eLIBRARY.RU»

4. http://economicus.ru - >KOHOMHUYECKHU TMOPTaJ, TAC TNPEICTaBICHBI pPabOThI M
Oouorpaguu M3BECTHBIX SKOHOMHUCTOB, NMPO(ECCHOHAIBHBIA KaTaJor SKOHOMHUYECKUX PECypCOB
WUuTtepHer, 5SKkoHOMHYECKass  KOH(pepeHIUs, y4eOHO-METOAMYECKHWE  MaTepuanbl s
NPENOJAIOIINX U M3YYaloIIUX SKOHOMHKY, MTOA0OpKa CIOBApE, SHIUKIIONEANH, CIIPAaBOYHUKOB
M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HanOoJiee IMOJHOE COOpaHue JEKIHHA IO
YKOHOMUYECKON TEOPUHU.

5. http://www.aup.ru AIMUHHCTpAaTUBHO-YTpaBieHYeckuid [lopram - OecrutatHas
3JIEKTPOHHAast OMOIMOTEKA 110 BOIIPOCaM KOHOMUKH, (PMHAHCOB, MEHEKMEHTA M MapKETHHTa Ha
HPEATIPUATHH.

6. http://www.consultant.ru/ - CipaBo4nas npaBoBas cuctema «Koncynprant [Lmroc»
7. https://rosstat.gov.ru/ — caT denepanbHON CITyKObI TOCYTAPCTBEHHON CTATUCTUKH
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JINneH3nonHoe NporpaMMHoOe ooecreyeHue:

— Windows (3apy0exHoe, BO3ME3IHOE);
MS Office (3apyOexHO€E, BO3ME3THOEC);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
Koncynprantllmoc:  «Koncymprantllmioc: Crynment»  (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);

— 7-zip — apxuBaTop (3apy0OekHOe, CBOOOIHO pacpOCTPaHIEMOE);

— Comodo Internet Security (3apy0exHoe, CBOOOTHO pacCIpOCTPAHIEMOE).

11. MeToguveckne yKazaHus AJs1 00y4aIOIIHUXCH M0 OCBOCHUI0 THCHMUILINHBI

Opranuzanus 00pa30BaTEIBLHOTO TPOIECCa PErIAMEHTUPYETCS yYeOHBIM IUIAHOM U
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHms) — pyCCKUH.

I[Ipu  QopmupoBanum cBoeil HMHAUBUAYaTbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiicss UMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILINH U MPpodeccroHalbHbIX
MOJIyJIel, OCBOEHHBIX B TIPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromerocs OT He0OX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHI

VY4eOHbI mpoliecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCA Ha MCIOJIb30BaHUU
TPaIUIIMOHHBIX, HWHHOBAIMOHHBIX M WH(OOPMAIMOHHBIX OOPAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunuonHble 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEACTABICHBbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HWCIOIB3YIOTCS B BHJE
HIMPOKOTO TPUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  0o0pa3oBaTeNbHbIE TEXHOJOTHUU  PEATM3YIOTCS IMyTEM AaKTHUBU3AIUU
CaMOCTOSITEIbHON pabOTHI CTY/IECHTOB B MH(OPMAITMOHHON 00pa30BaTEILHON Cpe/ie.

3aHATHSA JIEeKIMOHHOTO THIIA

JIeKMOHHBI Kypc TMpeArnoyiaraeT CHUCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHa.

Ha nepBoii nexuuu gexktop 00s3aH NpeaynpeanTb CTyACHTOB, IPUMEHUTENBHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoOHHBIA KypC AODKEH JaBaTh HAMOOJBIINN 00beM MH(OpMauu U 0OECTICUnBaTh
Oonee TiyOOKOe MOHUMAaHUE Y9eOHBIX BOIPOCOB MPU 3HAYUTEIHLHO MEHBIICH 3aTpaTe BPEMEHH,
YyeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHSA CEMHHAPCKOTO0 THIIA

CemuHapckue (MMpaKTUUECKUE ) 3aHATHSI TPEICTABIISIOT COOOM JIeTaTHU3aIHIO JICKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEJSAX 3aKPETICHUs Kypca.

OcHoBHOM (opMOI TIpOBEIEHUS CEMHUHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxeHnue HamOojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHye 3aiad U pa3dop MPUMEPOB M CUTyallMd B ayJUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MperoaaBaTeliss BXOIIT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIHTHPOBAHHE CTYACHTOB 1O
COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3AHITHIX OLICHUBACTCS TI0 CIECIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpeIjlaraeMbie MPernojaBaTesieM;

— y4JacTHie B TUCKYCCHSIX;

—  BBIMOJHEHHE MTPOCKTHHIX U MHBIX 3a/I1aHUN;

— aCCHCTHUPOBAHME IMPENOJaBaTelio B IPOBEICHUY 3aHATUH.

JlokJtagel U OMIIOHUPOBAHUE JIOKIAJ0B MPOBEPSIOT CTEINCHD BIAICHHS TEOPETUYCCKUM
MaTepraioM, a TaKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.

OrneHuBaHue MPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIUICHHYIO OIEHKY.

15



CamocTrosiTesibHAsi padoTa 00yYarOIMXCs

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUH, yMEHHH 03 HemocpeICTBEHHOro0 Yy4acTus
MpernoaaBaTelis, XapaKTepU3yIOMIMiCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

— CHCTEeMAaTH3alus M 3aKPEIUICHHE MOJIYYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTUUYECKUX

YMEHUH CTYICHTOB;

— yriayOJieHHe U paclInpeHUe TEOPETUYSCKUX 3HAHMIA,
— ($opMHpOBaHHE YMEHUI HUCIOIB30BaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIIHIO,

CIELUUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

— (GOpMHPOBAaHHE  CaMOCTOSTEIHHOCTH  MBIIUICHHUS,  TBOPYECKONH  WHHIIMATHUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHIO 1 CAMOpPEaIN3alluu;

— Ppa3BUTHUE UCCIIEIOBATEIbCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBHAYAIBHO WU TPYINIaMU
CTYJIEHTOB B 3aBUCMOCTH OT LI€JIH, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHON TEMAaTHUKH.

TexHonorusi  OpraHMW3allM  CaMOCTOSITENIBHONW  pabOThI  CTYIOEHTOB  BKIIIOUYAET
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepUATbHO-TEXHHUUECKUX PECYpCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBIIOJIHEHHEM OOYYaIOMUMHKCS BHEAYJIUTOPHOM CaMOCTOATEIBHONH paboThI
MpEnoiaBaTesib MOXET MPOBOAUTh HHCTPYKTaX IO BBIMOJHEHHUIO 3aJaHus. B HHCTpyKTax
BKJIFOYAETCS:

— LeJb U COoepKaHUE 3a1aHNs;

— CPOKHU BBIIIOJIHEHHUS;

— OpPUEHTHUPOBOYHBIN 00beM PadOTEHI;

— OCHOBHBIE TpeOOBaHUS K pe3yJabTaTaM pabOThl U KPUTEPUU OLICHKH;
— BO3MOJKHBIE TUITUYHBIC OMINOKU TIPH BBITIOTHEHHH.

HHucTpyKTax MpoBOIUTCS IMpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
U3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CAMOCTOSITEIIBHOW PabOThI CTYACHTOB MOJKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WIJIM CMELIaHHOH (opme.

CTyAeHTbl JOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaKHeHIeMy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsSI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3TJISIO0B Ha
OTJIeNIbHBIE BONPOCHl Kypca, NPUOOpETeHHs OINpeAENeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIBHON TUTEpaTyphI.

[Tomemenust 11 caMOCTOSATENbHON pabOThl O00yUaIOIIUXCSl JAOKHBI OBITH OCHAIEHBI
KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTh «IHTepHeT» 1 obecrieueHneM
JOCTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alnu.

[Tpu camocTosATepHON TPOPabOTKE Kypca 00ydaronnuecs J0KHBIL:

— TpOCMaTpPUBATh OCHOBHBIC ONpPEEIeHUs U (DAKTHI;
— MOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUHU MaTepHall U JAOMOIHUTh €ro

C YYETOM PEKOMEH/I0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;

— HW3Y4YUTh PEKOMEHJIOBAHHYIO JIMTEPATYpPy, COCTABIATh TE€3UChI, AHHOTALIUN U KOHCIIEKTHI

Haubosee BaKHBIX MOMEHTOB;

—  CaMOCTOSITEJIBHO BBIIIOJIHATH 33/I1aHUsI, AaHAJIOTUYHBIE ITPEIaraéMbIM Ha 3aHATHUSAX;
— UCHOJB30BaTh AJISl CAMOIIPOBEPKU MaTepuaibl (JOHAA OLIEHOYHBIX CPE/ICTB;
—  BBIIIOJIHATH JOMAIIIHUE 33JIaHUS 110 YKa3aHUIO ITPENO1aBaATEIs.
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Pexomenganuu no o0yyennio HHBAJIUA0B U jul ¢ OB3

OcBoeHune MUCHMIUIMHBI HHBaNUAaMu U JunamMu ¢ OB3 Moxker ObITh OpraHW30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaratorcs
CrelMalIbHbIE YCIOBUS IS MTOJTydeHus oOpa3zoBaHus nHBanuaamu u auramu ¢ OB3.

[Tpodeccopcko-nenarornyeckuii coctaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUYECKUMU
0COOCHHOCTSIMU 00ydJaromuxcss uHBaIuaoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMAaMU
peabunuTaruu  WHBaIUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOJMJCPXKKA TMPENOoJaBaHUs THIOTOPAMH, TIICHUXOJIOTAMH, COLHAIbHBIMU
paboOTHUKAMU, TPOLIECIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM C MeTOANYECKMMHU peKoMeHAanusiMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEeIoiaraeTcsi HCIOIb30BaTh COIUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYEHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peaOWINTAllUd C IIENBIO
OKa3aHHUs MOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYJICHYECKOH TpyTIie.
[TonGbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMAILIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh MW QNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBanu10B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOyYEHHMsI OOIIETr0 W CIECIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHus). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIUI0B U Jinil ¢ OB3.

dopma TmMPOBEACHUS ATTECTAlMM Ui CTyJAEHTOB-MHBamuioB u Jymn ¢ OB3
YCTaHABIIMBAETCS C YYETOM MHAUBHIyaIbHBIX ICUXOPHU3NYECKINX 0COOCHHOCTEH. J{7151 MHBAaTUA0B
u qury ¢ OB3 mpenycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

- B TEYaTHOW WU JJIEKTPOHHOW Qopme (Ans Jull ¢ HapyUIEHUSIMH OIIOPHO-

JIBUTATEIBHOTO amnmnapara);

- B TeyaTHON (opme HIM 3JeKTPOHHOU (opMe ¢ YBEIHMUEHHBIM WIpU(YTOM U

KOHTPACTHOCTBIO (JUIsI JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEeHUs);

— METOJIOM YTCHHS aCCHUCTEHTOM 3aJIaHus BCIYX (ISl JTUI] C HAPYIICHUSIMU 3PCHHUS).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBennuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JoCcTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— THUChbMEHHO Ha Oymare uiu HabOpoM OTBETOB Ha KOMIIbIOTepe (AJIsl JIUI] C HApYyLICHUSIMU
cllyxa, peun);
— BBIOOPOM OTBETa U3 BO3MOXKHBIX BAPUAHTOB C HCIIOJIH30BAHUEM YCIYT acCCUCTEHTA (IS

JIUI] C HapYUICHUSIMH OMTOPHO-BUTATENILHOTO ariapara);

— YCTHO (ISl TUI] C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEILHOIO anapara).

[Ipu HEOOXOAMMOCTH ISl OOyYaromuxcs ¢ WHBaIUAHOCTHIO U jmi ¢ OB3 mpomemypa

OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM JISl OCYIIeCTBJICHH S
00pa3oBaTeIbHOIO Npolecca Mo JUCHUILINHE

YueOHasi ayauTOpHMs, TpeAHA3HAYCHHAs [UIA TPOBEACHHS Y4YeOHBIX 3aHATHH,
MPEAYCMOTPEHHBIX  HACTOSIIEW  paboueld  mporpaMmMol  JUCHMIUIMHBI,  OCHAICHHAas
O60py,Z[OBaHI/IeM 1 TCXHUYCCKUMHU CPCACTBAMUA OGy‘-IGHI/I}I, B COCTAaB KOTOPbIX BXOAAT: KOMIIJICKTBI
CIeIUAIM3UPOBAHHON y4eOHON MeOenu, JOoCKa KJIacCHasl, MyJbTUMEIUUHBINA MMPOCKTOP, IKPaH,
KOJIOHKH, KOMIIBKOTCP € YCTAHOBJICHHBIM JIMICH3MOHHBLIM IIPOTpaMMHBIM O6CCHC‘I€HI/I€M, C
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BBIXOJIOM B ceTh «VIHTEpHET» U OCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTeIbHYIO
cpeny.

IomemneHnue 1jisi CAMOCTOSITEILHOI Pad0ThI O0YJAOIINXCS — ayAUTOPHSI, OCHAIIICHHAS
CIEIYIOIIMM 000PYJOBaHHEM U TEXHUYECKUMU CPEACTBAMH: CIICHUATH3UPOBAHHAS MEOeNb IS
npernoiaBaTess U 00yJaroImuXcs, T0cKa yuyeOHas, MyJTbTHUMETUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIC
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEpPCOHATbHBIE KOMIBIOTEPHI ISl PabOTHl OOYyYArOIIUXCS C
YCTaHOBJICHHBIM JIMIIEH3UOHHBIM ITPOTPAMMHBIM 00€CIIeYeHUEM, C BEIXOJIOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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