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K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme
no nanpasienuro noocomosxu 38.03.02 «Menedscmenmy,
HanpaesieHHocms (npoghunv) « Ynpasnenue ouznecom»

Pabouas mporpamma IUCHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECleYeHrue YIpaBlICHUS»
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEIbHOW MpOrpaMMbl BBICIIETO OOpa30BaHUS IO
Hanpasienuio 38.03.02 MeHeKMEHT, HapaBlIeHHOCTh (Mpoduiib) «YIpaBieHHe OU3HECOM» U
npeaHa3HaueHa I 00YyJaloXCsl OYHON U OYHO-3a09HOU (popM 0OydeHHUS.

© MHCTUTYT MEXTYHAPOAHBIX SKOHOMUYECKUX CBsA3eH, 2024.
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1. Iean u 3agauu JAUCHUILTHHBI

Henar aucumnianubl «/J{okymMeHTaOHHOE OGecrieyeHNe YNPaBJIEHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIONIUX 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;

- OCBOCHHE IMOPSJIKAa OPTaHU3ALMH 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 MeHemKMEeHT, HampaBIeHHOCTh
(mpoduik) mporpaMmsl « Y IpaBiIcHUE OM3HECOM.

3. O0beM JUCHMILIMHBI B 324€THBIX eJUHUIAX C YKA3aHHEM KOJINYeCTBAa aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢ npenoaasaresieM (10 BUIam

YUeOHBbIX 3aHATHI) U HA CAMOCTOSITEJIbHYI0 PadoTy 00y4arImmxcs

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

. Bcero yacos
Bun yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yueHHs dopma oOyueHust
KonTakTHass paGora ¢ mnpenogaBaTesiemM 20 8
(Bcero)
B toMm uucne:
3aHAaTHA IEKIIUOHHOTO TUIIA 14 6
3aHATHS CEMUHAPCKOTO THTA (CEMHUHAPHI) 6 2
CamocrosiTesibHasi padoTa (Bcero) 88 100
Popma KOHTPOJIS 3auer ¢ OlleHKOU
Oo01mast Tpy10éMKOCTh 108




4. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHS 10 JMCHHUILIMHE, COOTHECEHHBIX C
IVIAHNPYeMbIMH pe3yabTaTamu ocsoenusi OIIOIT BO

Kon u HaumenoBanue

Kox u HanmenoBanue

[Inanupyemble pe3ybTaThl

KOMIIeTeH MU (1ii) HHAMKATOPA TOCTHKCHUSA
00y4eHHs MO AUCHHUILINHE
BBINIYCKHUKA KOMIeTeHI[HH
OIIK-S. NOIIK 5.1. 3HaTh: OCHOBBI
Crniocoben OpueHTupyercs B COBPEMEHHBIX | JOKYMEHTAIlMOHHOTO
UCTIOJIB30BATh TIPU WH(POPMAIIMOHHBIX TEXHOJIOTUSX M | OOECTICUCHHsI B yNpaBJICHUU C
peleHnH IIPOrPaMMHBIX CPEICTBAX. UCTIOJIb30BAHUEM
po¢eCCHOHATBHBIX HOIIK 5.2. MH(POPMAITMOHHBIX TEXHOJOTHUM.
3aJ1a4 COBPEMEHHBIC Hcnonp3yer aist pereHust YMeThb: TPUMEHATh COBPEMEHHbBIE
nH(pOpPMAalMOHHbIE npodecCHOHATBHBIX 3a1a4 MH(POPMALIMOHHbIE TEXHOJOTHH B
TEXHOJIOTUH U COOTBETCTBYIOIIUE UM nporecce  JIOKyMEHTAIlHOHHOTO
IIPOrpaMMHBbIE COBpPEMEHHBIE HHPOPMALIMOHHbBIE | O0ECIICUCHHUS.
CpeAcCTBa, BKIIOYast TEXHOJIOTUH H TTPOTPaMMHBIC Baaners: HaBBIKOM
yIpaBJICHUE KPYIHBIMH | CPEJCTBA, BKJIIOYAsl YIIPABICHUE | OCYIIECTBIICHUS
MaCCHBAaMH JIaHHBIX U | KPYITHBIMU MacCUBaMH JJAaHHBIX U | JOKYMEHTAI[HOHHOTO

ux I/IHTGJIJIGKTya.HBHBII\/'I
dHaJIn3.

ux I/IHTGJIJIGKTya.HBHBII\/'I aHaJIn3.

obecrieyeHuss podecCuoHaATHLHON
JESITebHOCTH.

IK-3

Cnocoben
OCYIIECTBIIATH
JICIIOBYIO
KOMMYHHKAITUIO U
TOKYMEHTAllMOHHOE
obOecrieueHue
ACATCIIBHOCTHU
OpraHu3aluu

HIIK 3.1.

Hcnone3yer noHuMaHue
0COOEHHOCTEH IEJTOBOr0
B3aNMMOJCHCTBHS B
po¢eCCHOHAIIBHOM OOIIICHNH, B
T.4. HA aHTJIMHUCKOM SI3BIKE.

HIIK 3.2

OcyiiecTBisieT  JTOKYMEHTapHOE
COMPOBOXKACHUE  JIEATEIbHOCTH
OpraHu3ali, B TOM YHCIIE Ha
aHTIINHCKOM SI3BIKE.

3HaTh: OCHOBEBI
JOKYMEHTALMOHHOT'O
obecrieueHus B yIIpaBICHUU.
Ymersn: OCYILECTBIIATh
JOKyMEHTAIIMOHHOE O0ecTieueHne
npodeccroHabHOI
JIeSITEITLHOCTH.

Biaagerb: HaBBIKOM  pELICHHUS
OTIEIbHBIX 3a1a4 10
JIOKYMEHTAallHOHHOMY

00€ECTIEYEeHHUIO B YTIPABIICHUH.




5. Coaepxxanue qTMCUUNIMHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.

OO0me HOpMBI U TIpaBuiia 0OPMIICHUS JTOKYMEHTOB (pa3Mepsl Oymaru,

OpranuzalioHHble | TIOJIEH, HyMepalus CTpaHUIl U T.JA.) IPUMEHsSIeMOe B JIEIOMPOU3BOJICTBE.
OCHOBBI Knaccudukanus noxymentoB. @opmsl opranuzanuu JJOY u kareropun
NeNIONPOU3BOACTBA. | yupexaeHuil. Dopmyssip - oOpaszer opraHu3auOHHO-PACIOPTUTEIBHBIX
bnanku JOKYMEHTOB. Byl n HazHaueHue 61aHkoB. TpeGoBaHus K 0(hOPMIICHUIO
JOKYMEHTOB. JOKyMeHTOB. [IpaBuia odopmieHNs] peKBU3UTOB IOKYMEHTOB.
Tema 2. Knaccudukanus nemoBoit  gokymenrtanuu. [IpaBunma  odopmieHus
Opranu3zalroHHO- peKBU3UTOB OJaHKAa M UX pACHOJIOKEHUS Ha CTaHAapTHOM Qopmare
pacriopsiautenbHas | Oymaru, pasmepsl mosneid. Dopmyssip- oOpaser; Tpynmnbsl JOKYMEHTOB,
JOKYMEHTAIuSl. MpUHAJJISKANINX K OJTHOM cucTeMe.
Oomas [IpoexTupoBanue OIaHKOB  JOKyMEHTOB  opranuzamuu. Cocras,
XapaKTepUCTHKA odopmIiIeHHE, U3rOTOBJICHHE, XpaHEHHE OJJaHKOBOPraHU3alNH.
CTHJIS CITYKeOHOM brnank nokyMmeHTa: MOHSATHE, HA3HAYCHHE, BUABI OJaHKOB (0OIIMil OaHK,
JIOKyMEHTAITUH. OJIaHK THChMa, OJIAaHK KOHKPETHOTO BHJA JOKyMEHTa (KpoMme MHCHbMA).
CocraB, odopmnenue pekBu3uToB Onanka. OcCOOCHHOCTH — S3bIKa
cinyxkeOHbIX JTokyMmMeHTOB. Kommnosunusi gokymeHTta. CTpyKTypHbIE
ommnOku. HeymecTHOE M HEONpaBIaHHOE YIOTpeOJIeHNE
MHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouno- | @ukcanusi (OmucaHWe) JIOKAIBHBIX TMPaBWI, HOPM, TMOJIOXKECHHUI,
nH(pOpMaLOHHbIE ONpEAeNAIONIUX CTAaTyC OpraHu3aluu, €€ CTPYKTypy, LITaTHYIO
JTOKYMEHTBI. YHCJICHHOCTb U IOJKHOCTHOM COCTaB, KOMIETEHIUH JTOHKHOCTHBIX JIUI U

JenoBas nepenucka.
CocrapieHue akToB
UTPOTOKOJIOB.

CTPYKTYPHBIX  IOJAPA3JEICHUN, byHKIIMOHATBHOE COJZIep KaHHE
NesITeIbHOCTH OPTaHM3aLMU B LIEJIOM, €€ TMOApa3esieHuil 1 pabOTHUKOB,
uX TpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTh U Jp., B OpPraHHU3allMOHHO-
pacnopsAUTENbHBIX JOKYMEHTAX OPraHU3aliH.

CtpykTypa, Ha3HayeHHE, TMOPSAOK pPa3pabOTKH, COTJIACOBAaHUS U
yTBepkacHUs [IpaBun BHYTpeHHET0 TpyAoBOro pacnopsiaka, Ilonoxxenus
0 nepconaie, [1onoxeHus o CTpyKTYpHOM MoApa3ieeHuH, JJomKHOCTHOM
uHcTpykuuu. IllltaTHOE pacnucaHue Kak IEPBUYHBINA YYETHBIM JOKYMEHT
no ydery kaapoB. O3HakomsieHHE paOOTHUKOB C JIOKaJbHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpTaHU3aI1H.

Bunel u HaszHaueHue WHGOPMALMOHHO-CIPABOYHON JOKYMEHTAIUH IO
kagpam.  Ilopsmok  odopmieHus,  OCHOBHbIE  pPEKBH3UTHI U
IPaBONPUMEHUTEIbHAS MIPaKTUKa  MCHOJb30BaHUS JOKJIa/IHBIX,
CITy’K€OHBIX U 0OBSICHUTEIBHBIX 3aIIMCOK, MPEICTaBICHUH, TPEATOKEHHH,
3asBJICHUI, aKTOB, CIIPABOK M Jp. B KaU€CTBE OCHOBAHWH ISl TPUHATHI
pelIeHUB cdepe ynpaBieHUs IePCOHATIOM OpraHU3altu.

Tema 4.
PacniopsinurensHeie
JOKYMEHTBHI.
CocraBnenue
MPUKA30B, YKa3aHU,
PacCIOpPsKEHU.
OpraHuzanoHHbIE
JIOKYMEHTBI.

Opranu3anMoOHHO-PACTIOPAAUTEIFHBIC JOKYMEHTHI: TIOHATHE, HA3HAYCHUE,
OCHOBHBIE BH/JIbI (OpraHU3aI[OHHBIC, PACTIOPAIUTEIbHBIC, CIPABOYHBIE).
Opranu3anoHHBIE JOKYMEHTHI: YCTaB, MTOJIOKEHUE, CTPYKTYpPa 1 IITaTHAS
YHCJICHHOCTb, IITaTHOE paclCaHue, IPaBUIIa, JOJDKHOCTHAS HHCTPYKIHS,
UX Ha3HA4YeHHE, XapaKTepUCTUKA M COCTaB, TpeOOBaHMS K Oo(opMIIeHHIO,
HOPSI0K YTBEPKICHHUS.

PacriopsanTenbHble TOKYMEHTHI: MTOCTAHOBIICHHE, IPUKa3 (10 OCHOBHOW
NESITeIbHOCTH M 10 JIMYHOMY COCTaBY), pacHOpsDKEHHE, COBMECTHBIN
pactopsIINTENbHBIN TOKYMEHT, UX Ha3HAaYEeHHUE, XapaKTepPUCTHKA M COCTaB,
TpeGoBaHus K 0(hOPMIICHHUIO.
CnpaBoyHO-HH(OPMAIIMOHHBIE  JIOKYMEHTHI:

CIy)KeOHBIE  TMHCHhMA,
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CIPaBKH, JOKJIAJHBIC 3alHUCKH, MPOTOKOIBI, AaKThI,
XapaKTEPUCTUKA U COCTaB, TpeOOBaHUSI K O(OPMIICHHUIO.
Tunel JOKYMEHTOB: TOJJIMHHHK, KOMHS, TyOIMKaT, BBIMHCKA, WX
HaszHaueHHWe. [lopsmok oQopmiieHWsT W BhIJAYM KOMHHA W AyOJIUKATOB
JOKYMCHTOB, BBIIIMCOK M3 HUX.

3as4BJICHUA, HX

Tewma 5. Peructparusi 1oKyMeHTOB: TOHATHE, 11eiH, 3ama4u. Cuctembl U GOpMBI
Opranuzanus peructpanuu (KypHalbHas, KapTO4YHas, AaBTOMAaTU3HpPOBaHHas), HUX
JOKYMEHTO00O0pOTa. | JOCTOMHCTBA U HelocTaTku. [lokasarenu, BBOAUMBIE B PETUCTPALIMOHHBIE
Opranuzanus dopMbl.  OCOOEHHOCTH  PETHCTpAllUU  BXOISIINX, HUCXOMSIIAX U
perucrpamnuu BHYTPEHHUX JTOKYMEHTOB. DJIIEKTPOHHBINA JOKYMEHTOOOOPOT.
JIOKYMEHTOB U CocTaB BBINIOJIHAEMBIX PAabOT MPH OTHPABKE HUCXOMSIIUX JOKYMEHTOB:
KOHTPOJIb IpOBEpKa MPaBWIBHOCTH O(opMIIeHUS, HATUYUS IPUIIOKEHHH, aJipecara,
WCTIOTHEHUS COPTHUPOBKA IO ajpecaraM M BUJAM OTIPABJICHHM, COCTaBICHHUE ONMUCHU
JOKYMEHTOB. pacchUIKU
Kontponb wucnonHeHus: TOKYMEHTOB: TIIOHSTHE, Ha3HA4€HHE, BH/IbIL.
[IpuHiMnel opraHu3anui  KOHTPOJsl. CpOKM HCIOJHEHHS: THUIOBOM,
WHIUBUyAIbHBIA. TeXHONOrUsl BEACHUSI KOHTPOJIS. AHAIIW3 UCTIOTHEHUS
JIOKYMEHTOB BYYPEKICHUU.
B3auMmocBs3b peructpanuu JOKYMEHTOB ¥ HH(OPMAIIMOHHO- CITPABOYHON
paboTel. Opranuzanus paboThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIE JIMIIA, OCYUIECTBIISIOIIME PETUCTPAIMI0O M  KOHTPOJIb
UCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.
Tema 6. Homenknarypa nen: mnoHsTHe. 3HayeHUE HOMEHKJIATYphl Jen JJis
Opranu3zanus KJIacCCU(UKALUU JTOKYMEHTOB, OIEPaTUBHOIO XpaHEHUS M UX IMpen
OMEepPaTUBHOTO apXUBHOM MOATOTOBKHU. Byl HOMeHKNAaTyp Aen. Opranu3anus XpaHeHus
XpaHeHus UCIIOJTHEHHBIX JTIOKyMEHTOB. (OCHOBHbIE TpeOOBaHHS HOPMATUBHBIX
JIOKYMEHTOB. JTOKYMEHTOB, PErJIaMEHTUPYIOIIMX MaHHBIA JTalm JOKYMEHTOOO0OpOTa.

DopMUpPOBaAHUE JIE]L.

OTBETCTBEHHOCTH 3a COXPAaHHOCTH TOKYMCHTOB.

Tema 7. IlonroToBKa
JIOKYMEHTOB K
MOCIENYOLIEH
nepeaaye
JIOKYMEHTOB B apXUB
WM Ha
YHUYTOKEHHE.

JIoKyMeHTOOOOPOT Ha COBPEMEHHOM MPEAIPUATHH

DKcHepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HadyeHue. [IpuHuuns n
KpPUTEpUU OINPEIACICHUS HAy4YHOM, HCTOPUYECKOM U IPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB. ODKCIEpTHble KOMHCCHUHU, UX (DYyHKIMH, IpaBa.
Oransl npoBeneHus dkcrepTusbl. OdhopMiieHne pe3ybTaToB AKCIEPTH3HL.
Cpoxu xpaHeHuUs TOKyMEHTOB. [lepeunn TOKyMEHTOB ¢ yKa3aHHEM CPOKOB
XpaHEHUs, UX BUJIbI, HA3HAYECHUE, CXEMBI ITOCTpOoeHus. Ilopsnok nepenaun
JIeJI B apXUB WM YHUYTOKCHHS JOKYMEHTOB.

TpeboBanust kK O(QOPMIICHHIO ]I MOCTOSIHHOTO, BPEMEHHOTO CPOKOB
XPpaHEHHUs U 110 JIMYHOMY COCTaBY. ABTOMATH3aLUs POLIECCOB 00paOOTKU
NOKyMeHTOB. Kommbrorepuzanus TOKYMEHTAIMOHHOTO OOECTeYeHus
ynpasnenus. [IpaBuna opopmienus u cocraBienus onucu jein. [opsaok
nepeaayn Jaell B apXuB. DJICKTPOHHBIN JOKYMEHTOO0OPOT

ApXHMB: TIOHATHE, Ha3HaueHUe. Buapl apxuBOB: TOCYAAapCTBEHHBIE,
BEJIOMCTBEHHBIE, OOBEIMHEHHbIE  BEIOMCTBEHHBIC, OOBEIUHECHHBIC
MEXBEJOMCTBEHHbIE [0 JIMYHOMY COCTaBy. ApXHBHbIE (OHJBL:
JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.




6. CTpykTypa JUCHMILUIMHBI 110 TeMaM € YKa3aHHEM OTBeeHHOI0 HA HUX KOJIH4YeCcTBa
aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus1

Ne KonTakTHasi padora, yac.
HanmenoBanue Tem CamocrosiTe/b

n/n 3anarus Bcero,
(pa3nesioB) Hasi padora,
JIEKIIHOHHOT' 0 CemuHapbl qac.

AUCHMILINHBI T yac.

1. OpraHu3aluOHHbIE 2 1 22 25
OCHOBEI
JIETTONTPOU3BO/ICTBA.
bitaHKM TOKYMEHTOB.

2. OpraHu3aloOHHO- 2 1 10 13
pacropsiaAuTeNbHas
JIOKYMEHTaIH.

OO01m1ast xapakTepUCTHKA
CTHJIS CITyKEOHOU
JIOKYMEHTAIIUH.

3. | CnpaBo4HO- 2 - 10 12
UH(POPMAaLMOHHbIE
JIOKYMeHTHI. [lenoBas
Mepenucka.
CocraBiieHHe aKTOB B
MIPOTOKOJIOB.

4. PacnopsurenbHbie 2 1 10 13
JIOKYMEHTBI.
CocraBneHue NpuKa3oB,
yKa3aHuM,
pacmopsKeHUH.
OpranuzaioHHbIe
JIOKYMEHTBI.

5. | Opranuzanus 2 1 12 15
JIOKyMEHTO000pOTA.
Opranuzanus
peructparuu
JIOKYMEHTOB ¥ KOHTPOITh
UCTIOJTHEHUS
JIOKYMEHTOB.

6. Opranuzanus 2 1 12 15
OIEpaTUBHOI'O XPAHEHHUS
JIOKYMEHTOB.
PopMHUpOBaHUE JEIL.

7. | lloaroroBka JOKYMEHTOB 2 1 12 15
K MOCJIeNYIOIIEH
nepeaaye JOKyMEHTOB B
apXuB WIH Ha
YHUYTOKEHUE

HUTOI'O: 14 6 88 108




OuHo-3204Has popma o0OyueHUst

n/n

HaumenoBanue teM
(pa3neJioB)
JTUCIHUIIINHBI

KonTakTHas padora, yac.

3ansaTusn
JIEKIIHOHHOT'0 CemuHapbl
THIIA

CamocTosiTe b
Has padora,
yac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIETIONPOU3BO/ICTBA.
biianku JOKYMEHTOB.

0,5 -

10

10,5

Opranu3zalnoHHO-
pacnopsauTenbHas
JOKYMEHTAIHSI.

OO6mas XxapakTeprucTruKa
CTHJISL CITyKeOHOM
JTIOKYMEHTallUH.

0,5 1

10

11,5

CnpaBouHo-
nH(pOpMaIMOHHBIC
JIOKYMEHTHI. JlenoBas
THIeperucKa.
CocraBiieHHE aKTOB U
IIPOTOKOJIOB

10

11

PacniopsiaurensHbie
JIOKYMEHTBI.
CocraBieHne IpuKas3os,
yKa3aHUH,
pacropsKEHUM.
OpranuzaimoHHbIe
JTIOKYMEHTBI

25

27

Opranuzanus
JIOKYMEHTO000pOTA.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HNCITIOJITHCHU A
JIOKYMEHTOB.

15

16

Opranuzanus
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUPOBAHHE JICII.

15

16

[ToaroroBka 10KyMEHTOB
K MOCJIENYOLIEN
nepeaade JOKyMEHTOB B
apXI/IB nJIn Ha
YHUYTOXKCHHE.

15

16

HUTOIO:

100

108




7. IlepeyeHb y4eOHO-METOAUYECKOT0 00eceYeHusl JIs CAMOCTOSITeIbHOM PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CamocrodrenbHas padoTa sIBJISI€TCSI OJHUM M3 OCHOBHBIX BUI0B yU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO y4eOHOI0 Mpoliecca U MMEeT CBOEH IIeNbI0: TIy0OOKOe YCBOGHUE MaTepuana
JUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATypoOi, PEKOMEHIOBAHHOM IIPENOAABATENIEM, YMEHHME HAaWTH HYKHBIM MaTepual W
CaMOCTOSITEJIBHO  €r0  HCIOJIB30BAaTh, BOCHUTAHME BBICOKOM TBOPYECKOM AKTUBHOCTH,
WHULHUATUBBIL, IPUBBIYKM K IIOCTOSSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HAaHHUM, K
LEJICYCTPEMIICHHOMY Hay4YHOMY ITIOUCKY.

KoHTponb caMOCTOSTETbHONH pabOThl, SBISAETCS BaKHOW COCTAaBIIAIONICH TEKYyIIEro
KOHTPOJISI yCII€BAEMOCTH, OCYILECTBIISETCS IPENOJABaTeIeM BO BpEMs JICKIHOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATUN U 00eclieunBaeT OLCHUBAHUE X0/1a OCBOCHUS N3y4aeMOn
JUCLUIUIAHBI.

BOIIpOCbI AJId CAaMOCTOATEIBHOI0O U3YyYCHU A

1. KakoB npeamMeT JOKyMEHTAIHOHHOTO 00ECIICYCHUS YIIPaBICHUS?

2. Kakue HOpMaTHBHO-TIPABOBbIE aKThl PETYJHPYIOT JOKYMEHTAIMOHHOE OOecreyeHue
yIpaBJieHUs?

3. KakoBa MPaKTUYECKasi 3HAYNMOCTh  YIEOHOM UCHUTIINHEI
«JIOKyMEHTallMOHHOE 00ecreYeHne ypaBIeHUs»?

4. Kakoit 00beM U coJiep>KaHHe UMEIOT MOHATUS «UHPOPMALIUA» U «TOKYMEHT»?

5. Kakyto posb urpaet uHdopmanus B obecrieueHun 3OPEKTUBHOTO YIIPaBICHUs?
6. KakoBbI HICTOUHUKHU TOJTYUYEHUS YIIpaBIeHUECKOW nHpopManun?
7

. KakoBel  HasHaueHume u byHKIMHA CITY’KO TOKYMEHTaIIHOHHOTO
obecrnieueHns yIpaBlIeHUs] B COBPEMEHHBIX OPTaHU3AIHSIX ?
8. Urotakoe «cucTeMa JIOKYMEHTAITAN) U «yHU(UIHUpPOBAHHAs  CHCTEMa
JIOKyMEHTaIUn» ?

9. Kakue BuIbl ympaBlIeHYECKUX JOKYMEHTOB BKJIIOYaeT B ceOs YHuuUIupoBaHHas
CUCTEMA OpraHU3alMOHHO-PACIOPAIUTEIILHON TOKYMEHTALUN?

10. Opranu3animoHHbIE JOKYMEHTHI IPEAIPUATHS.

11. PacnopsaurenpHble JOKYMEHTHI IPEANIPUATHS: IPUKA3HI [0 OCHOBHOM AESITEIbHOCTH;
pacnopsKEeHMs, peHICHUS.

12. UnpopmaimoHHO-CIIPaBOYHbIE TOKYMEHTBI: POTOKOJIBI, TIOJIHAS U KpaTKasi popMa Ux
odopmIIeHHUS.

13. Un(popmMaliMoHHO-CTIPaBOYHbIE JTOKYMEHTBI: aKTbhl; CIy>KEOHbIE U OOBACHUTEIbHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHUChbMa, WX KIacCHU(pUKaLuUsi, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHBIE, BEPTHUKAJIbHbIE,
BOCXO/SIIINE, HUICXOIAIIHUE, BXOAAILINE, UCXOISALIHE.

19. J1okyMeHTOOOOpOT Ha COBPEMEHHOM TMPEATIPHUITHH.

20. KomnbroTepuzaius 10KyMEHTAllMOHHOTO 00eCIIeYeHUs YIIPABICHHUS.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

1. HWcropus pa3Butus aenonpousBoactsa B Poccun.
2. VHudukanus J0KyMEHTOB, Y HIQHUIIMPOBAHHBIE CUCTEMBI 1I0KYMEHTALIUH.
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CoBpeMeHHOEe COCTOSIHHE HOpMaTUBHO-MeToandeckou 6a3er IOV (0630p).
CranpapTusanus B 1€JI0NPOU3BOJICTBE.
Hcropus poccuiickoro repoa.
TpeboBanus k sMOIEMaM, TOBAPHBIM 3HAKAM U JIOTOTUTIAM.
O61epoccuiickue kiaccupuKaTopbl Kak JOKYMEHTHI [0 CTaHJapTU3ALINH.
XapakTepucTuKa OTACIBHBIX TPYIII OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB

9. OcoOeHHOCTH CO3/IaHMsI TPUKA30B.

10. OOpareHus rpakaaH, MpaBuia padoTHI.

11. Xapaxrepuctuku u pesrome. Ocobennoctu ohopmiIeHusl.

12. PexoMeHaaTenbLHOE TUCHMO.

13. Kommepueckue nucbma.

14. OcoOGeHHOCTH S3bIKa M CTHJIS CTY>KEOHOTO JOKYMEHTA.

15. Ucropus yHHUPHUKAIIIN TEKCTOB CIIY)KEOHBIX TTUCEM.

16. DnexTpoHHOE COOOIIEHNE — OCOOCHHOCTH SI3bIKA M CTHIISL.

17. uadopmanmonHas GyHKIHUS JOKYMEHTa KaK CPEICTBO 3aM€YaTICHUs U XPaHCHHS
nHpopmanuu.

18. CoumanbHas GyHKIHSA JOKYMEHTA, €€ pOJIb B MOBBILICHUN IIPAaBOCO3HAHMS O0IIIECTBA.

19. KommynukatuBHas GyHKIUS JOKYMEHTa KaK CpPeJCTBO Mepenadr HHPOpMaIi.

20. IlpaBoBas (hyHKIMS TOKYMEHTA KaK CPEICTBO YCTAaHOBJICHUS MIPABOOTHOLICHUN
MEXy IOPUINYECKUMU U (PU3NUECKUMHU JTULIAMH.

2]1. @yHKIMA TOKyMEHTa B KAU€CTBE UCTOPUUECKOI'O HCTOUYHUKA.

22. VYmpasneHndyeckas GyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJISl pEeLICHUS
aIMAHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHUS.

23. Craructuueckast GyHKIUS TOKYMEHTA.

24. bnaHK JOKYMEHTa, HICTOPHS €ro pa3BUTHs. bIaHKH COBPEMEHHBIX YIPaBICHUECKUX
JIOKYMEHTOB.

25. XapakTepucTHKa 3aKOHOIaTeIbHO-HOPMATHUBHOM 0a3bl COBPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00ecrieueH s yIpaBIeHusl.

26. Ponb cnyx0b1 JIOY B NesSTENbHOCTH OpraHU3aIliu.

27. Opranuzamus paboyux MECT U YCIOBHM Tpyaa nepcoHana ciayxobr JJOY.

28. Ilonoxenue o ciyxoe JOY. CtpykTypa, GyHKIIMH, METOIUKA Pa3pabOTKH.

29. JlomkxHOCTHas MHCTPYKIUS. DyHKINH, CTPYKTYpa, METOMKA Pa3pabOTKH.

30. Opranuzanus JOKYMEHTOO0OpPOTa, OCHOBHBIC HATIPABIICHHUSI COBEPIIICHCTBOBAHUSI.

31. OOBEKTUBHBIE U CYOBEKTUBHBIEC (DAKTOPHI, BIUSIONINE HA POCT JOKYMEHTOO0OpOTA.

32. DneKkTpoHHBIN T0KyMEHT0000pOoT. [IpobaeMbl 1 NEpCHEKTUBBI PA3BUTHS.

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

PN W

Pacnpenesienne caMoCTOSITEIbHOH PadoThI
Bunsl, hbopMbl 1 00BEMBI CAMOCTOATENBHON pabOTHl CTYJICHTOB IPU W3YYEHUH JaHHOU
JTUCIUILIMHBI ONIPEENISIIOTCS €€ COJIepKaHueM U OTPa)KEHBI B Cielyollel Tabnuiie:

O0BbeM caMOCTOSATEIbHOM
HaunmeHoBaHHe TeM Buja camocrosiTeJaLHOM padoThI
Ne | (pa3zesioB) AUCHUIINHBI padoThI ouHast opma OYHO-3a04Hast
n/n oOyJeHus dbopma oOyueHus
1. | Opranu3anroOHHbIE ITonroroBka K 22 10
OCHOBBI aYI[I/ITOpHI:IM 3aHATUAM,
JIEIOTIPOU3BO/ICTRA. Harnucanue pedeparos,
brnanku I[OKYMGHTOB. IIoATrOTOBKA JOKJIAA0B
2. | Opranu3anoHHO- ITonroroBka K 10 10
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pacnopsiiuTeNbHast ayIUTOPHBIM 3aHATHUSIM,
JOKYMEHTAIHS. Harnucanue pedeparos,
OO0mas xapakTepucTuKa IMOJITOTOBKA JIOKJIAJIOB
CTHJIS CITYKEOHOM
JIOKYMEHTAIUU.
3. | CopaBoyHo- ITonroroBka K 10 10
nH(OpPMAIIMOHHBIS ayIUTOPHBIM 3aHATHUSIM,
JTOKyMEHTHI. JlenoBas Harnucanue pedeparos,
TMIEPETCKa. IOJITOTOBKA JIOKJIAJIOB
CocraBiieHHE aKTOB 1
MIPOTOKOJIOB
4. | PacnopsinutenbHbIe ITonroroBka K 10 25
JIOKYMEHTBI. ayIUTOPHBIM 3aHATHUSIM,
Cocrapienue npuKasos, Harnucanue pedeparos,
YKa3aHUU, pACIIOPSKEHUM. | TIOATOTOBKA JOKJIA/I0B
OpraHuzanoHHbIE
JIOKYMEHTBI
5. | Opranuzanus ITonroroBka K 12 15
JOKYMEHTO000pOoTA. ayIUTOPHBIM 3aHATHUSIM,
Opranuzanus Harnucanue pedeparos,
pPErucTpaluy J0KYMEHTOB | IOJATOTOBKA JOKJIA/I0B
Y KOHTPOJIb UCTIOJTHEHUS
JIOKYMEHTOB.
6. | Opranuzanus ITonroroBka K 12 15
OMEepPaTUBHOTO XPAaHEHUS ayIUTOPHBIM 3aHATHUSIM,
JIOKYMEHTOB. Harnucanue pedepaTos,
dopMHUpOBaHUE JE. MOJITOTOBKA JTOKJIAJIOB
7. | [logroroBka nokymeHntoB | [logroroBka k 12 15
K MOCTEAYIONIeH nepeaade | ay JUTOPHBIM 3aHITHSIM,
JOKyYMEHTOB B apXWB WJIM | HamucaHue pedeparos,
Ha YHUYTOXKEHUE. MOJITOTOBKA JTOKJIAJIOB
HUTOI'O: 88 100
8. IlepeyeHb BONPOCOB U TUNOBBIE 3aJaHNS LISl MOATOTOBKH K MPOMEKYTOYHOM
aTTecTanuu
8.1. IlepedeHb BONPOCOB Uil MOATOTOBKH K 3a4€Ty ¢ OLEHKOM
1. UTto moHMMaeTcs 1Mo OpraHu3aiuei TOKyMeHToo00poTa?
2. TonsiTue TOKyMEHTO000pOTa, €r0 KOJTHYECTBEHHBIC U KAYECTBCHHBIE
XapaKTePUCTUKH.
3. Mecto u pojib JOKYMEHTOB B YIIPABIECHUU Ha COBPEMEHHOM 3Tarle.
4. OyHKIMU JET0NPOU3BOCTBA.
5. CocraB HOpMaTHBHO-MeTOIM4YecKoi 6a3bl JJOY.
6. Uto moHuMaeTcs 1o TIOKyMEHTAIIMOHHBIM 00eCIIeYeHUEM yIIPaBICHUS ?
7. 1loHATHE OPraHU3aMOHHBIX JOKYMEHTOB
8. Cranmapruzamus u yaudukanus cucremsl JJOVY.
9. Obuiepoccuiickue KI1acCU(PUKATOPbl JOKYMEHTALIUH.
10. T'ocynapcTBeHHast cUCTEMa JOKYMEHTAITMOHHOTO O0ECIICUCHUs YIIPABIICHHS.
11. bnaHku TOKyMEHTOB U TpeOOBaHMS K HUM.
12. Crpykrypa nokymenrta. TpeboBanus k opopmieHnto n1okyMeHToB mo ['OCT P 6.30-
2003.

12




13. IlpaBuna odpopmienus pexkpusura "anpec”, "gara", "ungexc", "Buza", "3aronoBok",
"mmoamnuce".

14. C xako# 1eipio pa3padaThIBAIOTCS HHCTPYKIIUHU T10 IEITOTIPOU3BOICTBY, YTO B HUX
HEO0XO0IUMO MPETYCMOTPETH?

15. Cucrema opraHu3allMOHHON TOKYMEHTAIINH.

16. Cucrema pacnopsAUTEIbHON TOKyMEHTALUH.

17. JlaiiTe onpeneneHre TEpMUHA "pacriopsauTEIbHbIE JOKYMEHTHI'.

18. Ha3zoBuTte BUbI pacIOPSAAUTENBHBIX JOKYMEHTOB.

19. Bunbl u Ha3HAYEHUE JIUYHBIX TOKYMEHTOB.

20. JlaiiTe onpeneneHue TepMUHa "OpraHU3allMOHHbIE JOKYMEHTHI".

21. HazoBuTe BHAbI OPTaHU3ALMOHHBIX TOKYMEHTOB.

22. Cucrema nH(OPMAIIMOHHO-CIIPABOYHOM TOKYMEHTALINH.

23. CuyxebOHas epenucKa Ha IPEANPUITHH.

24. TlpaBuna opopmiIeHUS CIYKeOHOTO MUChMA.

25. CrpykTypa JeI0BbIX U KOMMEPUYECKUX MTUCEM.

26. Knaccuduxanus 1enoBbIX 1 KOMMEPUYECKHX MTHCEM.

27. TloHsATHE ¥ IPUHITUIIBEI OPTAHU3AIIMN JJOKYMEHTOO0O0pOTA.

28. OO6paboTkKa BXOAALIMX JOKYMEHTOB.

29. OO6paboTka HCXOAAIIMX JOKYMEHTOB.

30. BHyTpeHHHE TOKYMEHTHI OPraHU3aLNH.

31. YKaxuTe TEXHOJOTHYECKYIO TTOCIEI0BATEIHFHOCTD 3TAIIOB PA0OTHI C BXOAIITUMU
JIOKYMEHTaMHU.

32. Yrto Takoe HOMEHKJIATypa eI, C KaKOH IeJIbI0 pa3padaThIBAIOTCS TUIIOBBIC
HOMEHKJIATypbI €717

33. PaGota ¢ nmucbmMamMu ¥ OOpaIICHUSIMU TPaXKaaH.

34. IlpuBenute NpUMEpPHI pEruCcTpalii JOKYMEHTOB.

35. CocraBiieHE HOMEHKIATypbl €.

36. ®opmupoBaHue U 0QOpPMIICHHE AEI.

37. TloaroToBka u nepeaavya JOKyYMEHTOB Ha apXUBHOE XpaHEHUE.

38. UYro Takoe KOH(GUAECHIMATBHBIN TOKYMEHT?

39. Opranmsanus paboThI C TOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCY1apCTBEHHOM
TalHe.

40. YkaxuTe 0COOCHHOCTH BEJICHUSI IETOTPOU3BOJICTBA, 00CCTICUNBAIOIIETO YUET U
COXPAaHHOCTh KOH(PUACHIINATHHONU HHPOPMAIIUU U IOKyMEHTOB.

41. TumoBble OPraHU3aMOHHBIE CTPYKTYPBI CIY>KOBI IETIOMPOU3BOICTBA.

42. VYcnoBus Tpyaa pabOTHUKOB CITy>KOBI JEIOTPOU3BOICTBA.

43. KoMIbIOTEpHbIE TEXHOJIOTHH B JETOMPOU3BOJICTBE.

44. OGecriedeHnEe COXPAaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOM (hopme.

45. YcTaB Kak OCHOBHOM OpraHM3allMOHHBIN TOKYMEHT.

46. CrangapTHble (pa3bl U BRIPAKEHUS JICIIOBBIX U KOMMEPUECKUX ITHUCEM.

47. IIpoxoxaeHrne UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

48. OcoOeHHOCTH fA3bIKA M CTUJIS CITY>KEOHBIX JOKYMEHTOB.

49. PeKkBU3UTHI MEXKIyHAPOAHOrO NUChbMa. OCHOBHBIE PEKOMEH/IAIMH 110 COCTABICHHIO
TEKCTOB MEXITYHAPOIHBIX IMHCEM.

50. Yro onpenensieT GopMyIIsp TOKYMEHTA U YeM OTIUYaeTCsl GOpMYIIsIp TOKYMEHTa OT
dbopmynsapa-odpasua?

51. HazoBuTe OCHOBHBIE TPYNIBI PYHKITUN JOKyMeHTa. UeM XapaKkTepusyeT KaXIaylo
rpynmny?

52. Yro o0ycCiaBIuBaeT IOPUANIECCKYIO CHITY OHUIIUATLHOTO JOKyMEHTA?

53. ®yYHKUMU OCHOBHBIX MOAPAa3eNeHUH CITyKObl JOKYMEHTAIIHOHHOT'O 00ECTIeYeHHUS
yIpaBiIeHUS.

54. ABTOMaTHU3HPOBAHHBIC TEXHOJIOTUU 0OPAOOTKH JOKYMEHTOB U UX BIUSHUE HA
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CUCTEMY JIeJIONPOU3BOACTBA KOHKPETHON OpraHU3allH.

55. CnpaBo4yHO-MH(DOPMAITUOHHBIE JOKYMEHTHI.

56. CTpykTypa u coAep:KaHue KaApoBOU TOKyMeHTauuu. OpraHn3aiioOHHO-KaIpOBbIE
JIOKYMEHTBI.

57. OCHOBHBIE aCNEKTHI KYJIbTYPHhI I€JIOBOM PEUH.

58. CranmapTu3zanus si3bIka JOKyMeHTa. SI3bIK0oBbIe TpeOoBaHMs K O(DOPMIICHUIO
PEKBU3UTOB JIOKYMEHTA.

59. TunuuyHbIe OMUOKHU B S3bIKE U CTUIIE TOKYMEHTOB.

60. SI3p1IKOBOE O(hOpMIICHUE JIMUYHBIX TOKYMEHTOB.

8.2. TunoBkle 3agaHuA 1JI ONEHKH 3HAHMI

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

0) C yBaXECHUEM ...

B) HAMM paccMOTpeHbl Bamu npeanoxxeHus ...

T) B CBSI3H ...

2. JlesITenbHOCTD allfapara yrnpaBieHHs, 0XBaThIBAIOIAs BOPOCH! TOKYMEHTHUPOBAHUS U
OpraHu3aIy padoTh ¢ JOKYMEHTaAMHU:

a) TOKYMEHTAIIMOHHOE 00ecIieueHre yIpaBJICHHUS;

0) cTanmapTU3aIUS;

B) EI'C/l;

I') cUCTEMA TOKyMEHTALIHH.

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

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycTas;

B) MOJIOKEHUE;

T') IITaTHOE pacIHCaHUE.

8.3. TunoBble 3aJaHUA )15l OLEHKH YMEHU I

1. 3amomauTth Tabmuiy «CBeAeHHS O CpPEINCTBaX, IOCTYMAONIUX BO BPEMEHHOE
pacniopsbkeHHue yupexaeHus (moapasiencHus)» Ha ocHoBaHuM llpukaza Munguna Poccun ot
31.08.2018 Ne 186H (pen. ot 02.04.2021) «O TpeboBaHMSIX K COCTABICHUIO M YTBEPKICHHUIO
1u1aHa (PMHAHCOBO-X03AUCTBeHHOM. [Ipoananu3upoBaTh NpaBUILHOCTH O(POPMIICHHUS CITYKEOHOTO
JOKYMEHTa U €0 PEKBU3UTOB;

2. UcnpaButh omuOKu B OOPMIICHUH DPEKBH3UTOB JOKYMEHTa, yOpaTh JUIIHUE WX
J00aBUTH HEJOCTAIOIINE PEKBU3HUTHI, €CIIM 3TO HEOOXOIUMO;

3. OdopmMHuTh JTOKYMEHT B COOTBETCTBUM C TpeOOBAaHMSIMH COBPEMEHHOTO
nenonpouspojictea) [OCT P 6.30 — 2003).

PykoBoauTento aBTOpeMOHTHOTO cantoHa Ileckapény.

Ob6pamarocs kK Bam ¢ HacTosime MoKIaaHOW 1O cleayromiemMy moBoay. KoHTpobHbIe
UCTIBITAHUS OTPEMOHTHPOBAHHBIX MALIMH 4YacTO TPeOyroT 3alepXKKu ciecapedl modEpoB Ha
CBEpXypOuHyl paboTy. Mpbl moayac CTajJKUBaeMCsl € TPYJHOCTIMH IO O(OPMIIEHHUIO
CBEPXYpOUHbIX B Oyxranrepun. [loaTomy Bam cpouno HeoOXoauMo pa3o0paThCs B 3TOM BOIIPOCe
U 00eCcle4YnTh NPUHATHE HEOOXOIUMBIX MEP IO BBIIECKa3aHHOMY.

Hauvaneauk mactepckoit noanucs H.M. CMupHOB
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8.4. Tunoekle 3agaHu 1JI OEHKH HABBLIKOB

1. CocTaBbTe pacopsauTeNbHBIC TOKYMEHTHI, HEOOXOIUMBIC B JAHHOW YITPABICHUYECKON
CUTYaLIUH.

2. C uenbio IMpUBIIEYEHUS CPEACTB UId OOecleyeHHs] MPOU3BOJACTBEHHOMN NEATeIbHOCTH
rerepanbHblil qupekTop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTO0ps TeKyIIero rojaa
U3J1aJ1 pYKa3 0 CO3/1aHUU KOMMEPUYECKOI0 OT/IeNa B COCTaBe 3 MITaTHBIX €UHUI]: KOMMEPUYECKOTO
mupekTopa — 1, Bemymero cmemuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npennpustus ['opsiueBy [.A. ObUI0 MOpyUYEHO MPEACTABUTH HA YTBEP)KIEHUE HOBOE ITATHOE
pacnucaHue npeanpusITrs Ha 4 KkBapTai Tekymiero rojga k 1 okrsopst. Kommepueckomy nupekropy
UrnareeBy T.H., KoTOpbIii 3aBU3UMpOBaj MPOEKT MpPHKa3a, MPEANUCAHO 3aKOHYHUTh
KOMIIJIEKTOBAHHUE OT/IeJIa KaJJpaMH C BBICIIMM SYKOHOMUYECKUM 00pazoBaHueM K 10 oKTa0ps.

9. IlepeyeHb OCHOBHOI U JONMOJHUTEJIbHOU Y4eOHOH JIMTEPATYPbI, HEOOXOAMMOI 1JIA
OCBOEHHUS THCHHUILINHBI

9.1. OcHOBHas UTEpaTypa

1. Ky3nenos, 1. H. JlokymeHTanimoHHoe obecrieueHue ynpasieHus. JJokyMmeHToo00poT
Y JICIIONPOU3BOCTBO : YIeOHUK M mpakTukyM 11 By30B / U. H. Ky3nenoB. — 4-e u3j., nmepepao.
u gon. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 c. — (Bricmiee oOpa3oBanue). — ISBN
978-5-534-16003-1. — TekcT : anexTpoHHBIH // O6pazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/535548

2. I'posona, O. C. Jlenonmpous3BoACTBO : yueOHOoe mocooue mist By3oB / O. C. I'po3oBa. —
2-e m3a1. — Mocksa : U3natenbcrBo FOpaiit, 2024. — 131 ¢. — (Briciee o6pa3oBanue). — I[SBN
978-5-534-15964-6. — TekcT : anextpoHHbI // ObpazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/539522

3. Hoponuna, JI. A. Opranuzanus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00CCTICUCHHMSI
yIpaBJIeHus : yUeOHUK U MpakTHKyM 17 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3 1.,
nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2024. — 270 c. — (Bsicmiee oOpazoBanme).
— ISBN 978-5-534-16016-1. — Texkcrt : anexTpoHHbI // O6pazoBaTenbHas miatgopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/536404

9.2. lonoiHUTE/IbHAS JIUTEPATypPa

1. MBanoga, A. FO. Pycckuii sI3bIK B I€TOBOM IOKYMEHTAIIUN : YYCOHUK U MPAKTHKYM JIJIS
By30B / A. 0. BanoBa. — 3-¢ u3x., nepepad. u non. — Mocksa : U3znarensctBo FOpaiit, 2024.
— 144 c. — (Bricmiee o6pazoBanmne). — [ISBN 978-5-534-16172-4. — TekcT : 27I€KTpOHHBIH //
ObpazosarenbHas iatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/536876

2. KazakeBuu, T. A. JlokymeHToBeneHue. JIOKyMEHTAIIMOHHBIA CEPBHUC : YUYECOHUK H
npaktukyMm ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3na., ucnp. u gon. — MoOCKBa :
NznarensctBo FOpaiit, 2024. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : onektponsbii // OOpasoBarenpHas 1uiatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/538386

3. lllyBanoBa, H. H. OpraHuzanus ¥ TEXHOJOTUS JOKYMEHTAI[MOHHOTO OOECTICueHUs
yIpaBieHus : y4eOHHUK U npakTukyM it By3oB / H. H. lllyBanoBa. — 3-e u3n., mepepad. u gor.
— Mockaa : U3natenbctBo FOpaiit, 2024. — 247 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — Tekcrt : anmexkTpoHHbIH // O6pa3oBarenbHas maatdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/536968
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10. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAUMOHHOM ceTH ""UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCIO0JIb3yeMbIX NPH OCyLIleCTBJIEHUHM 00pa30BaTeJIbHOI0 NpoLecca no JUCHUILINHE,
BKJIIOYasl MlepevYeHb MPOrpaMMHOI0 o0ecrneyeHus 1 HHPOPMALMOHHBIX CIPABOYHBIX
cucrTeM (MpH HEOOXOAMMOCTH)

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

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

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

4. http://economicus.ru - >KOHOMHUYECKHW TMOPTaJ, TAC TNPEICTaBICHBI pPabOThI M
Oouorpaguu M3BECTHBIX 3KOHOMHUCTOB, NMPO(ECCHOHAIBHBIA KaTaJor YKOHOMHUYECKUX PECypCOB
WUnTtepHer, 5SKkoHOMHYEcKass  KOH(pepeHIUs, y4eOHO-METOAMYECKHWE  MaTepuanbl s
NPENOJIAIOINX U M3YYaloIIUX YKOHOMHKY, MTOA0OpKa CIOBApE, SHIMKIIONEANHA, CIIPAaBOYHUKOB
M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HanOoJiee IMOJHOE COOpaHue JCKIHUHA IO
YKOHOMUYECKON TEOPHUHU.

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

6. http://www.consultant.ru/ - CipaBo4nas npaBoBas cuctema «Koncynprant [Lmroc»
7. www.gks.ru — caiit @enepaabHOI CIIyKObI TOCYJapPCTBEHHOW CTATHCTHKU

JINeH3nonHoe NporpaMMHoOe ooecreyeHue:

Windows (3apy0exHoe, BO3ME3THOE);
— MS Office (3apyOexHOE, BO3ME3THOE);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
— Koncynerantllmoc: «Koncynerantllmoc: CryaeHT» (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);
— 7-zip — apxuBaTop (3apy0OekHOe, CBOOOIHO pPacpOCTPaHIEMOE);
— Comodo Internet Security (3apy0exHoe, CBOOOTHO pacIpOCTPAHIEMOE).

11. MeToanueckue yKkazaHus JJis1 00yYAIOIIUXCS M0 OCBOEHHUIO M CIIANJIMHbI

Opraam3anus 00pa3oBaTENBHOTO TpOIecca pPEriaMeHTUPYETCS YYeOHBIM IUTAHOM H
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUueHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QpopMupoBaHMM CBOCH HWHIMBHAYyaJbHOM  0Opa30BATEIIbHOW  TPAaCKTOPUHU
00y4YaroUIMICS UMEET MPABO Ha Mepe3avyeT COOTBETCTBYIOMINX AUCIHUILIMH U TPO(eCCHOHATBHBIX
MOJyJIef, OCBOCHHBIX B TIPOIIECCE MPEAIIECTBYIOIIEI0 OOYYCHHUs, KOTOPBIA OCBOOOXKIAET
00yyaromerocst OT HeOOXOJUMOCTH UX MTOBTOPHOTO OCBOCHHUSL.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHI
Y4eOHBIH mpollecC TpH TPENoJaBaHWH Kypca OCHOBBIBACTCS Ha HCIIOJB30BaHUH
TPAAULIUOHHLIX, HWHHOBAIIWMOHHBIX U I/IH(bOpMaI_[I/IOHHBIX O6paBOBaT€HBHBIX TEXHOJOTHH.
TpaauumonHbie 00pa30BaTeNbHBIC TEXHOJOTHH MPEICTABICHBI 3aHITUSIMH CEMHUHApPCKOTO W
JICKOUOHHOI'O THIIA. I/IHHOBaHI/IOHHBIC OGpﬁSOB&TCHBHBIG TCXHOJIOTHUU HCIIOJIB3YIOTCA B BHU/C
IIMPOKOTO TIPUMEHECHUSI aKTHUBHBIX WM WHTCPAKTUBHBIX (OpPM MPOBEACHUS 3aHSATHIL.
Wndpopmanmonnsie  00pa3oBaTeNbHbIE TEXHOJOTHH  PEATM3YIOTCA IyTeM aKTUBU3ALUH
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIIMOHHON 00pa30BaTEILHON Cpe/ie.
3aHATHSA JIeKIMOHHOTO THIIA
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JIeKMOHHBI KypC TMpeaAnoyiaraeT CHUCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

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

JlekMoOHHBIA KypC AODKEH JaBaTh HAMOOJBIINN 00beM MH(OpMaUU U 0OECTICUnBaTh
Oonee TiyOOKOe MOHUMaHUE Y9eOHBIX BOIPOCOB MPHU 3HAYUTEIHLHO MEHBIIIEH 3aTpaTe BPEMEHH,
YyeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHS CEMHHAPCKOTO0 THIIA

CemuHapckue (MMpaKTUYECKUE ) 3aHATHI TPEICTABIISIIOT COOOM JIeTaTU3aIHIO JICKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEISAX 3aKPETICHUs Kypca.

OcHoBHOM (opMOI TIpOBEEHUS CEMHUHAPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxeHue HamOojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHre 3aiad U pa3dop MPUMEPOB M CUTyallMd B ayJIWTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoaaBaTeliss BXOIIT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIHTHPOBAHHE CTYACHTOB 1O
COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHIX OLICHUBACTCS TIO CIEIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpeIjlaraeMbIe MpernojaBaTesieM;

— y4yacTHe B TUCKYCCHSIX;

— BBINOJIHEHHE MPOEKTHHIX U MHBIX 33/1aHUK;

— aCcCHCTHPOBAHME MPENOJaBaTellio B IPOBEICHUY 3aHATUH.

JlokJtagel U OMIIOHUPOBAHUE JOKIAJO0B MPOBEPSIOT CTEICHD BIAJCHHS TEOPETUYCCKUM
MaTepuaioM, a TakKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.

OrneHuBaHue MPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIUICHHYIO OIEHKY.

CamocTrosiTesibHAsi padoTa 00yyarOIMXcst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUH, yMEHHH 03 HemoCpeICTBEHHOro0 Yy4acTus
MpernoaaBarelis, XapaKTepU3yIOMIMCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00y4aroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

— CHCTeMAaTH3alMs M 3aKpeIJICHHE TMOJTYYEHHBIX TCOPETHUECKUX 3HAHUN M MPAKTHUECKUX

YMEHHUH CTYJEHTOB;

— yrinyOJsieHre U paclIMpeHUe TEOPETUUYECKUX 3HAHMUIA;
— (¢dopMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIHIO,

CHEIUAIBHYIO JIUTEPATYPY;

— pa3BUTHE MO3HABATENbHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTH H

OpPTaHU30BAHHOCTH;

— (GOpMHPOBaHHE  CaMOCTOSTEIHHOCTH  MBIIUICHHUS,  TBOPYECKONH  WHHIIMATHUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHUIO 1 CAMOpPEaIN3alluu;

— pPa3BUTHE HCCIIEI0BATEIbCKUX YMEHHUH U aKaIeMUYECKIX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBUAYAIBHO WU TPYIIaMU
CTYJIEHTOB B 3aBUCUMOCTH OT LI€JIH, 00beMa, YPOBHS CI0KHOCTH, KOHKPETHON TEMAaTHKH.

TexHonorHsl  OpraHMW3aIllM  CaMOCTOSITENIBHONH  pabOThI  CTYNEHTOB  BKIIIOYACT
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTepHaTbHO-TEXHHUUYECKUX PECYypCOB 00pa30BaTEIbHOIO
YApEXKICHUSI.

[lepen BBIIOJIHEHHEM OOYYaAIOMUMHKCS BHEAYJIUTOPHOM CaMOCTOATEIBHONH paboThI
MpernoaaBaTellb MOXKET MPOBOJIUTh HHCTPYKTAXK MO BBIMOJHEHUIO 3adaHus. B HMHCTpyKTa)
BKJIIOYAETCS:

— 1eNb U CoJIepKaHue 3aJaHus;

— CpPOKH BBITIOJTHEHHUS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

— OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM paboThl U KPUTEPUU OLIEHKH;
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— BO3MOJKHBIE TUITUYHBIC OMIMOKU TIPU BHITIOTHEHHH.

WHCcTpyKTaXX MPOBOAUTCS IMpENoaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
U3Y4YECHHUE JUCLUILTUHBL.

KoHTponbs pe3ynpTaToB BHEAYyTUTOPHOH CaMOCTOSATENBHOM PabOTBHI CTYAEHTOB MOXKET
MPOXOJNTHh B TUCHMEHHOM, YCTHOW WIJIM CMEIIaHHOU (hopMme.

CTy#eHThl JOJKHBI TOIXOIUTh K CaMOCTOSTENbHOW paboTe Kak K HauBaKHEHIIeMy
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSI TEOPETUUECKUX 3HAHUMN, BbIpaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOPETEHUS OIpEaesieHHBIX HAaBBIKOB M HCIOJIb30BaHUS
poeCCHOHAIBHON JTUTEPATYPHI.

[Tomerenust UIst caMOCTOSTENFHOW paboThl 00yYaIOMIMUXCSl JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOYEHHS K ceTu «VIHTepHeT» u o0ecnieueHneM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OpraHU3aIIH.

[Ipu camocTosTensHON TPOPaOOTKE Kypca 00yJaromuecs T0JDKHBL:

— TpocMaTpUBaTh OCHOBHBIE ONpeNeIeHUs U (DaKThI;
— TIOBTOPHUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHSATUU MaTepual U JOMOJHUTDH €To

C Y4E€TOM PEKOMEHIOBAHHOMU 10 JAHHOU TEME JINTEPaTyphl;

— H3YYUTh PEKOMEHJIOBAHHYIO JIUTEPATYpPy, COCTABIATh TE€3UChI, AHHOTAIIMU U KOHCIIEKTHI

Haubosee BaKHBIX MOMEHTOB;

— CaMOCTOSITENIbHO BBITIOJIHATD 33/IaHUS, aHAJIOTUYHBIE MPEJIaraeMbIM Ha 3aHATHUSX;
— UCHOJB30BaTh AJISl CAMOIIPOBEPKU MaTepuaibl (JOHAA OLIEHOYHBIX CPE/ICTB;
—  BBINOJHATH JIOMAIIHUE 3aJJaHus 110 YKa3aHUIO MPEeroaaBaTers.

Pexomenaanum no o0y4ennro mHBaIua0B 1 aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATHAAMH U JuiiaMu ¢ OB3 MoxeT ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTUMHU OOydYaloIIMMHCA, TaK W B OTHENbHBIX Trpynmnax. [Ipenmomaratorcs
CHeIMallbHbIE YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBanIuaamMu u auiamu ¢ OB3.

[Tpodeccopcko-nenarorndeckuii coctaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUYECKUMU
O0COOCHHOCTSIMU 00ydJaromuxcss uHBanuaoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMaMU
peabunuTanuu  WHBaIUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENOJaBaHUs THIOTOPAMH, TIICHUXOJIOTAMH, COLHUATbHBIMU
pabOTHUKAMU, TPOLIECIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM C MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIoiaraeTcsi HCIOIb30BaTh COIUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbI OOyUYEHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peaOWINTAlUd C IENBIO
OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIe.
[TonGop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuaia B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIECIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMAIIMOHHBIX CHCTEM.

Menuamarepuanbl TakKe CIEOyeT HCIOJb30BaTh UM aJanTUPOBATh C  YYETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBauI0B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOydYEHHMsI OOIIETr0 W CIECIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJ1aM WHBaIKUI0B 1 Jinil ¢ OB3.

dopMa mNpoBeNeHUs ATTECTallUM JJisi  CTyACHTOB-UHBaIMAoB u Jun ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PU3NYECKUX 0COOCHHOCTEH. J{7151 NHBAaTUA0B
u qury ¢ OB3 mpenycmarpuBaeTcst qoctymHas (Gopma IpeaocTaBIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

- B TEYAaTHOW WU 3JIEKTPOHHOW Qopme (Ans Jul ¢ HapyUIEHUSIMH OIOPHO-

JIBUTATEIBHOTO amnmnapara);
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- B TeyaTHON (opMe HIM 3JEKTPOHHOU (opMe ¢ YyBEIMUEHHBIM MIpUGTOM U
KOHTPACTHOCTBIO (ISl JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEHUs);
- METOJIOM YTSHHS aCCUCTEHTOM 3aJIaHus BCIAYX (ISl TUI] C HAPYIICHUSIMU 3PCHHUS).
CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOCTymHas (hopma
MIPE0CTaBIICHUS OTBETOB Ha 3a/IaHMsI,  UMEHHO:
— TMHUChMEHHO Ha Oymare wid HabOpOM OTBETOB Ha KOMIThbIOTEpE (MJIs JIUI C HAPYIICHUSIMH
clIyxa, peun);
— BBIOOPOM OTBETa U3 BO3MOXHBIX BAPUAHTOB C HCIIOJH30BAHUEM YCIYT aCCUCTEHTA (IS
JIUI C HAPYIICHUSMH OMTOPHO-IBUTATEIILHOTO aIlapara);
—  YCTHO (1Sl JIWIT C HAPYIICHUSIMH 3PEHUS, OTIOPHO-/IBUTATEILHOTO amnmapara).
[Ipu HEOOXOAMMOCTH ISl OOyYarommxcs ¢ WHBaIMAHOCTHI0 U jmi ¢ OB3 mpomemypa
OIICHUBAHMSI PE3YJIbTATOB OOYUCHHS MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepuAJIbLHO-TEXHMYECKOH 0a3bl, HEOOXOAUMOH IVI1 OCYIIeCTBJICHUS
0o0pa30BaTe/IbLHOIO NpoLecca Mo JHCHHUIIIMHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsI TPOBEJACHUS YYEOHBIX 3aHATHH,
IOpPEeIYyCMOTPEHHBIX  HacTosed  paboyeil  mporpaMMoi  OUCHMIUIMHBI,  OCHAI[CHHAs
000pyI0BaHNEM M TEXHHUUYECKUMHU CPEJCTBAMHU 00YUYEHHUsI, B COCTaB KOTOPBIX BXOST: KOMIUJIEKTHI
CHeLMATU3UPOBAHHON yueOHOI Mebenu, JoCKa KiIacCHasi, MyJIbTUMEIUHHBIA TPOEKTOP, IKPaH,
KOJIOHKHM, KOMIIBIOTED C YCTAHOBJIEHHBIM JIHMIIEH3MOHHBIM MPOTPaMMHBIM OOeCredeHHeM, C
BBIXOJIOM B ceTh «VIHTEpHET» U OCTYIOM B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny.

ITomemmenne 1Jisi CaMOCTOATEIbHOI PadoThl 00yUarOMUXCS — AyAUTOPUS], OCHAIIICHHAS
CIIEIYIOIMUM 000PYJOBAaHUEM U TEXHUYECKUMU CPEACTBAMM: CIIEUaIN3UpOBaHHAs MeOenb AJis
npenoJiaBaTess ¥ 00yJaromuxcs, 10cka yuyeOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEepCOHAIBHBIE KOMIBIOTEPHI Uil pabOThl 00yYaromuxcs ¢
YCTaHOBJICHHBIM JINLIEH3UOHHBIM MTPOrPaMMHBIM 00€CIIeYeHUEM, C BBIXOJIOM B ceTh «HTepHET»
U JIOCTYIIOM B 3JIEKTPOHHYI0 HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPEay.
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