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K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

no nanpasienuro noocomosxu 38.03.01 Sxonomuxa,
HanpasieHHocms (npoghunv) « IKOHOMUKA U PUHAHCHL OP2AHUAYUUY

Pabouas nporpamMMa IUCHUILTUHBI «JlOKyMEHTOOOOPOT U JEIONPOU3BOJICTBOY» BXOJHUT B
COCTaB OCHOBHOH 00pa3oBaTeNbHOM MNPOTPAMMBI BBICIIETO O0Opa30BaHUS 1O HANPABICHUIO
noarotoBku 38.03.01 DxoHomuKa, HampaBieHHOCTh (NMpopmiib) «IKOHOMUKA M (UHAHCHI
OpraHu3aIuy U MpeaHa3HaueHa sl 00yJaroIUXCs OYHOW U OYHO-3a09HOM PopM 00ydeHUSI.

© MHCTUTYT MEXKIyHAPOJAHBIX SKOHOMUYECKHX CBsizel, 2026.
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1. ean u 3aga4M TUCHUILIUHBI

Heas aucuunanubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
O6y‘IaIOH_II/IX 3HAaHUHU TCOPCTUUCCKHUX U NPAKTUICCKUX OCHOB CO3aHUA NOKYMCHTOB YIIPAaBJICHUA,
a TaKke MpPUOOpETEHHWE HABBIKOB TpaMOTHOW W 3(PEKTHBHON OpraHu3allid COBPEMEHHOTO
ACJIOMPOU3BOJACTBA HA NPCANIPUATUAX U B OpraHrU3alHAX.

3agauyu AUCHMILINHBI:

— U3YYUTh  3aKOHOJATENIbHbIE W HOPMATHUBHO-METOJUYECKHE  JOKYMEHTHI,
periIaMeHTHPYIOIUEpadoTy C TOKYMEHTaMU OpTaHU3alliHg;

— O3HAKOMUTH C MPABUJIAMHU COCTaBJICHUS M 0(OPMIICHHS YIIPABICHYECKUX TOKYMEHTOB;

— U3YYUTh MOPAJOK PabOThI C TMYHBIMU U CITYKEOHBIMHU;

- C(l)OpMI/IpOBaTI: HaBBbIKM COCTABJICHUA WU O(bOpMHeHHH OCHOBHBIX JOKYMCHTOB
yIpaBJIECHUS;

— H3YYHUTh paboTy CIIyKObI JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPaBICHUS;

— O3HAKOMUTH cnymaTeJIei/’I C COBPCMCHHBIMU TEXHOJIOTUAMHN OopraHu3anvun
JIOKYMEHTOOOOPOTANIPEATPHUITHI U OpTaHU3aAIUH.

2. MecTo TUCHMILUIMHBI B CTPYKTYpe 0CHOBHOM npodeccuoHAJIbHOI
o0pa3oBaTe/IbHON NPOrpaMMbl BhICIIET0 00pPa30BaHMS

JucuummHa «J{oKkyMeHTO000pOT U €TONPOU3BOJICTBO» BXOJUT B 003aTENbHYIO YacThb
y4eOHOro TIuIaHa 1o HanpaBieHuio moarotoBku 38.03.01 DkoHOMHKa, HaAMpPaBICHHOCTH
(mpo¢hutb) TporpaMMel « IKOHOMHUKA U (DUHAHCHI OpraHU3aIuN.

3. O0beM JUCHUIIMHBI B 324€THBIX ¢IUHUIAX H AKAJeMUYeCKUX 4acax ¢
yKa3aHHeM KOJHYeCTBA aKA/IeMHYeCKUX YACOB, BbIIeJIeHHbIX HA KOHTAKTHYIO padoTy
00y4yaIuXCcs ¢ mpenogaBaresieM (110 BUAAM YU4eOHbIX 3aHATHI) H HA CAMOCTOSITEJIbHYIO
padoTy 00y4aroumuxcs

OO6mmas TpyaJ0€MKOCTh JUCITUIUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

Bcero yacos
Bup yueoHoit paboThl ouyHas (opma O4YHO-3a04Has
0o0y4eHus dbopma o0yueHus
KonTakTHasi paGora ¢ npenoaaBareseM (Bcero) 28 16
B Tom uncne:
3aHATHSA JIEKIIMOHHOI0 THUIIA 14 12
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI) 14 4
CamocrosiTesibHasi padoTa (Bcero) 80 92
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
OO0mas TpyA0€MKOCTb 1M CHUITHHBI 108




4. [lepevyeHb MIIaHNPYeMbIX Pe3yJIbTATOB 00yUeHHS MO TUCHUIIUHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NPOrpaMMbl

Kon u HanmenoBanue

Koa m HaumenoBanue

IInanupyemsle pe3yJibTaThl

KOMIIeTeH I MU (1ii) HHAMKATOPA TOCTHKCHUSA
00y4yeHHs MO TUCHUILINHE
BBINYCKHHUKA KOMIIeTeHIIUH
OIIK-5 NOIIK 5.1 3HaTh: AIEKTPOHHBIN
Cnocoben  ucmonb3oBaTh | MIMeet npeacraBieHue o JIOKYMEHTOOOOPOT.
COBPEMEHHBIE COBPEMEHHBIX YMeThb: BBIOUPATH COBPEMEHHBIC
nH(pOpMaLOHHbIE MH(OPMALIMOHHBIX TEXHOJOTUSAX | UHPOPMAIIMOHHBIE  TEXHOJOTUH
TEXHOJIOTUU U | ¥ IPOTPaMMHBIX CPEJICTBAX, npu OpTraHu3aIuN
MIPOrpaMMHBIE CPEJICTBA MPU | HEOOXOIUMBIX JIJISl PELICHUS JIOKYMEHTO000pOTA.
pereHnun npohecCHOHANBHBIX 3a]1a4. Baaners: OTIBITOM
npodeccuoHanpHbIX 3a1a4. | MOIIK 5.2 HCIIOJIb30BaHUS COBPEMEHHBIX
Ocy1iecTBIsITh BEIOOD U | ”HQOPMALIMOHHBIX  TEXHOJIOTHIA
pUMEHEHUE COBPEMEHHBIX | IIPH OpraHu3aIun
WH(OPMALIMOHHBIX TEXHOJIOTHHA | TOKyMEHTOO000pOTAa.

U TPOTPAMMHBIX CPEJICTB TPHU
perieHnn 3ama4y
npodeCcCHOHATBHON
OCATCIIBHOCTH.




5. Conepskanue QM CHUTINHBI

HauMeHoBanue teM
(pa3aesioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.
OpranuszanvoHHbIe
OCHOBBI
JIEJIONPOU3BO/ICTBA.

YHudukanus w craHmapTu3anus AeIoBOM JokyMeHTanuu. CroBapb-
MUHUMYM TEPMUHOB H ompeneneHuit. OOmMe HOPMBI W TIpaBHIa
oopMIIEHUS JOKYMEHTOB (pa3Mepbl OyMarw, Mmojiei, Hymeparus CTpaHuIl 1
T.J.) IPUMEHSEMOE B JI€JIONPOU3BOJICTBE.

Knaccudukanmmss  nenoBoid  mokymeHtanmu. l[lpaBmma  odopmieHus
PEKBU3UTOB OJIaHKA M UX PACIIONIOKEHHS Ha CTaHJapTHOM opmare Oymaru,
pasmepbl  moneit.  Dopmynsip-  oOpazery  TPyINIbl  JOKYMEHTOB,
IIPUHAJUIEKAIIUX K OJHON CUCTEME.

[IpoektupoBanne  OnaHKOB  JOKyMEHTOB  opranm3anuu.  Cocras,
o(opmieHre, U3rOTOBJICHUE, XpaHEHHE OJIAHKOB OpraHU3allu.

brnank moxymeHTa: MOHSATHE, Ha3HAYCHHUE, BUBI OJaHKOB (0Omuii OJaHK,
OnmaHK THCbMa, OJAHK KOHKPETHOTO BUAA JOKYMEHTa (KpoME MHCHbMA).
CocraB, ohopmiieHre peKBU3UTOB O1aHKa. OCOOEHHOCTH SI3bIKA CITYKEOHBIX
nokymeHToB.  Kommosuruss — gokymeHTta.  CTpyKTypHbIE — OIIHUOKH.
HeymecTHoe 1 HeonpaBiaHHOE ynoTpedieHue

MHOCTPaHHBIX CJIOB.

QOuxcanus  (onmucaHue) JIOKAJIbHBIX  MpaBWJ, HOPM, TIOJIOKEHUH,
OMpENENAIONIMX  CTAaTyC OpraHuU3alud, €€ CTPYKTypy, IITaTHYIO
YHCJIEHHOCTh U JIOJDKHOCTHOM COCTaB, KOMIIETEHIIMU JIOJDKHOCTHBIX JIMIL U
CTPYKTYPHBIX Mo/ipa3ieNICHUN, (GyHKIIMOHATHHOE coJiepyKaHue
NesITeIbHOCTH OpraHU3aluy B 1IEJIOM, €€ Toapa3AeeHI U paOOTHUKOB, UX
mpaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh H [Ip., B OPraHU3alMOHHO-
paclopsAUTENbHBIX JOKYMEHTAaX OpraHU3alliH.

CtpykTypa, Ha3Hau€HUE, TOPSAIOK pPa3pabOTKH, COTJIACOBAHHUS U
yTBepkaeHus. [IpaBui BHyTpeHHEro Tpy10Boro pacnopsaka, [lomoxenus o
nepcoHaie, 1IomokeHuss 0 CTPYKTYpHOM IOApasfesieHuH, [J0JKHOCTHOU
uHCcTpykuuu. lllTaTHOE pacnrcaHre Kak MEPBUYHBIA YUYETHBINA JOKYMEHT IO
yuery KaapoB. O3HaKOMJICHHE paOOTHUKOB C JIOKAIbHBIMH HOPMATHBHBIMU
aKTaMU OpraHU3allHH.

Bunbl u HazHaueHue WHGOPMANMOHHO-CIPABOYHON TOKYMEHTALUU I10
KaJipam. [Topsimox  odopmieHus, OCHOBHBIE = PEKBU3HUTHI U
MIPABONIPUMEHUTENbHAS TPAKTUKA UCTIONB30BAHUS JOKIIATHBIX, CITYKEOHBIX
1 OOBSICHUTEIBHBIX 3aMUCOK, MPEICTABICHUM, MPEAJIOKCHUHN, 3asBIICHUM,
aKTOB, CIPAaBOK U JAp. B Ka4eCTBE OCHOBAaHUU Ul NPUHATUM pELICHUN B
cdepe ynpapiaeHUs IEPCOHAIOM OpPraHU3alIUH.

Tema 2.
PacnopsiautensHbie u
OpraHu3alOHHbIE
JIOKYMEHTBI.

OpraHu3anroHHO-pacTIOPAUTEIbHBIE JOKYMEHTHI: MOHITHE, Ha3HAYCHUE,
OCHOBHBIC BH/IbI (OPTaHH3ALMOHHBIC, PACTIOPSIUTEIbHBIC, CIPABOYHEIE).
OpraHu3anroHHbIE TOKYMEHTHI: YCTaB, MOJI0KEHNE, CTPYKTYpa U IITaTHAs
YHCIIEHHOCTD, IITATHOE pacHiCcaHue, MpaBuia, JOHDKHOCTHAS MHCTPYKIIHS,
UX Ha3HAUYEHHUE, XapaKTepUCTHKA U COCTaB, TPeOOBaHUSA K O(OPMIICHUIO,
HOPSIIOK YTBEPKACHUSL.

PacrniopsinuTenbHbple JTOKYMEHTBI: TIOCTAaHOBJICHUE, MpHKa3 (110 OCHOBHOM
AEATENPHOCTH M MO JMYHOMY COCTaBy), PAaCHOPSDKCHHE, COBMECTHBIN
pacropsauTeIbHbIN JOKYMEHT, UX Ha3HaueHHe, XapaKTEPUCTHKA U COCTaB,
TpeboBaHUs K 0(h)OPMIICHHIO.

CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTBI: CITy>K€OHbIE MHChMa, CIIPaBKH,
TOKJIAJHbIC 3aIMCKU, TPOTOKOJIBI, aKTHI, 3asBJICHUS, NX XapaKTEPHCTHKA U
cocTaB, TpeOOBaHUs K 0(pOPMIICHHUIO.
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Tumbl  JOKyMEHTOB: TMOJJIMHHUK, KOMUsSA, IyOJNWKaT, BBITUCKA, HX
HazHaueHue. [lopsnok odopMieHHS W BBIJAYM KONMUH U JyOJIMKATOB
JIOKYMEHTOB, BBIITUCOK U3 HUX.

Tema 3. Opranuzanus
JIOKyMEHTO000POTA.

Perucrparuss 1OKyMEHTOB: TOHSTHE, IIENIM, 3aJa4d, MECTa PErucTpaIuu
pa3IMYHBIX KaTeropuil MokymMeHTOB. CuctemMbl M (QOpPMBI PETHUCTpallUU
(KkypHanbpHasi, KapTOYHAs, aBTOMATHU3WPOBAaHHAs), WX JOCTOMHCTBA U
HegoctaTku. [lokazaTenu, BBOAMMBIE B pEruCTpallMOHHBIE (OPMBI.
OcoOeHHOCTH PpEeruCTpalii  BXOMSIIUX, HCXOAAIUX U BHYTPEHHUX
JOKYMEHTOB. DJIEKTPOHHBINA JJOKyMEHTOOOOPOT.

CocTaB BBINIONHSIEMBIX PabOT TpPU OTIPABKE HCXOISIIMX JOKYMEHTOB:
MPOBEpPKa MPAaBHJIBHOCTH OGOpPMIICHHMSI, HATMUUS TPUIIOKEHUH, aapecara,
COPTUpPOBKA IO aJpecaraM W BHUJAM OTIPABJICHUN, COCTABICHHE OIUCHU
pacceuiki. TpaguIMOHHBIA CMOCOO OTIPaBKH JTOKYMEHTOB (TIOYTOM).
OTnpaBka JTOKyMEHTOB € TIOMOIIbIO TeaedoHa, (akca.

KoHTponp wucmonHeHus [JAOKYMEHTOB: TMIOHSTHE, Ha3HAYeHHE, BUJIBL
[MpuHnmmel  opraHm3amuu  KOHTpoyss. CpOKM HWCIOJNHEHUS: THIIOBOM,
WHIUBUYaIbHbIA. TE€XHONOTHS BEACHUS KOHTPOJS. AHAINU3 WCIOJHECHUS
JOKYMEHTOB B YUPEKICHUU.

B3aumocBs3p perucrpanuu J0KyMEHTOB M MH(POPMAIIMOHHO- CIPAaBOYHOMN
pabotbl. Opranusanus padoThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJOKHOCTHBIE  JIMLA, OCYIIECTBISIONIME PETUCTPALUI0 U KOHTPOIb
WCIOJIHEHUS], MX (DYHKITUH | MpaBa.

Tema 4. Opranuzanus
OHepaTI/IBHOI‘O XpaHeHI/I}I
JIOKyMEHTOB.

Homenxnatrypa gen: mnonsthe. 3HayeHHE HOMEHKIATYpbl 1€l IS
KIacCU(PUKAUMA JOKYMEHTOB, OIEPATUBHOTO XpaHEHUS U WX Tpe.
apXuBHOW MoArotoBku. Buasl HomeHkimaryp aen. [lopsanok cocraBieHus,
odopmIIeHUs, YTBEPKICHUS M MPUMEHEHHS KOHKPETHOW HOMEHKIATYpPHI
nen. [opsaok popmupoBanus aei.

Opranuzanus  XpaHEHHS  HCIOJHEHHBIX  JOKyMEHTOB. (OCHOBHBIE
TpeOOBaHUSI HOPMATHUBHBIX TOKYMEHTOB, pErilaMEHTHUPYIONINX TaHHBIH 3Tarl
JTOKyMEHT0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTDh JOKYMEHTOB.
OcHoBHbIE 3Tamnbl Mepeayd JOKYMEHTOB B apXUB WM HAa YHUUYTOKEHUE:
MOJITOTOBUTENBbHBIA (000CHOBaHME BbIOOpa croco0a COXpaHEHHs WU
YHUUTOXXEHHSI TYTEM IPOBEIEHUS SKCIEPTU3bl IIEHHOCTU IOKYMEHTOB),
OCHOBHOH (IIOArOTOBKA JA€N s Nepefadyd B apXuB), 3aBEpLUAIOLINI
(mepenaya B apXvB WM YHUUITOXKEHUE).

DKcrepTu3a MeHHOCTH JOKYMEHTOB: MOHSTHE, Ha3HadeHue. [[puHIUNB U
KPUTEPUU OMNPEICTCHUS] HAyYHOM, MCTOPHUYECKOM M MPAKTUYECKOMN
[IEHHOCTH JIOKYMEHTOB. ODKCHEPTHbIE KOMHUCCHH, MX (YHKIHH, IpaBa.
Oransl npoBeAeHUs 3KcnepTusbl. OdopmiieHue pe3yabTaToB IKCHEPTU3HI.
Cpoku xpaHeHUs: TOKyMEHTOB. [lepeyHu JOKYMEHTOB C yKa3aHUEM CPOKOB
XpaHeHus1, UX BHUJIbI, HA3HaYeHHe, cXeMbl rmoctpoenus. [lopsaok nepenaun
JIe]l B QpXUB WIH YHUYTOXKEHUS JOKYMEHTOB.

TpeboBanusi k OGOPMICHHUIO €71 TOCTOSHHOTO, BPEMEHHOTO CpPOKOB
XpaHEHUsl U MO0 JTUYHOMY cocTaBy. [IpaBuna opopMIICHHUS M COCTaBICHUS
onucu aein. [lopsaok nepenayn ei B apXus.

ApxuB: TIOHSTHE, Ha3Ha4YeHWE. BuAbl apXWBOB: TOCYIAapCTBEHHBIC,
BEJIOMCTBEHHbIE,  OOBEAMHEHHbIE  BEJOMCTBEHHbIE,  OObEIUHEHHbBIE
MEXBEJIOMCTBEHHBIC 10 JIMYHOMY COCTaBy. ApXuBHbIE (DOHJBIL:
JIOKYMEHTaJIbHBIN, TOCYJAPCTBEHHBIH.




6. CTpykTypa JTHCHMILUIMHBI 10 TEMaM € YKa3aHHEM OTBeIeHHOI0 HA HUX KOJIHYeCTBa
aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

Ounas popma o0yueHust

Ne KonrakTHas padora, yac. Camocto
HaumMeHnoBaHue TEM
n/n 3anarus aTeJbHas | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
JAMCIUTIJINHBI
THIIA qac.
1. Opranu3aliOHHbIE OCHOBBI 2 2 18 22
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie 1 4 4 20 28
OpraHU3aIMOHHbIC JOKYMEHTHI.
3. Opranuzanus 4 4 20 28
JIOKYMEHTO000pOTa.
4. Opranu3zanys onepaTUuBHOTO 4 4 22 30
XpaHEeHUs! JOKYMEHTOB.
HNUTOI'O: 14 14 80 108

OuHo-3204Hast popma o0yueHHst

Ne KonTakTHas padora, yac. Camocro
HaunmenoBanue trem
n/n 3ausaTus siteqibHast | Beero,
(pa3nesioB)
JekuuoHHoro | CemuHapsl | padora, yac.
AUCHUIINHBI
THIIA qac.
1. OpranuzanvoHHbIE OCHOBBI 2 1 19 22
JIeJIONIPOU3BOICTBA.
2. PacnopsipurenbHbie U 2 1 25 28
OpraHU3alMOHHBIE TOKYMEHTBHI.
3. Opranuzanus 4 1 23 28
JIOKYMEHTO000pOTa.
4. Opranuzanus onepaTuBHOTO 4 1 25 30
XpaHEHUsl JOKYMEHTOB.
HUTOrIO: 12 4 92 108

7. IlepeyeHb y4eOHO-METOAUMYECKOT0 00eceYeHusl JIs CAMOCTOSITeIbHOH PadoThl
o0yuyarouuxcst Mo JUCHHUIJINHE

CamocrosrenbHas paboTa sIBJISI€TCSI OJHUM M3 OCHOBHBIX BUI0B YU4€OHOH A€ATENbHOCTH,
COCTaBHOM YacThIO Y4eOHOI0 Mpollecca U MMEET CBOEH IIeNbI0: TIyOOKOe YCBOGHUE MaTepuaa
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATYypoOi, PEKOMEHIOBAHHOM IIPENOAABATEIIEM, YMEHME HAWTH HYXXHBIMA MaTepual U
CaMOCTOSITEJIBHO  €r0  HCIOJIB30BAaTh, BOCIHUTAHME BBICOKOM TBOPYECKOM AKTUBHOCTH,
WHULMATUBBIL, IPUBBIYKM K IIOCTOSIHHOMY COBEPIIEHCTBOBAHMIO CBOMX 3HAHUM, K
LEJICYCTPEMIICHHOMY HayYHOMY ITIOUCKY.

Kontpons camocTosiTenbHOW pPa0OTHI, SBISIETCS BaKHOM COCTABISIIOIIEH TEKYIIEro
KOHTPOJISI yCII€BAEMOCTH, OCYILECTBIISIETCS IPENOJaBaTeIeM BO BpeMs JICKIUMOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATHI U 00ecTIeYrBaeT OLIEHUBAHHUE X0a OCBOCHHS U3y4aeMOi
JUCLUIUIAHBI.



BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. [IpenMeTr JOKYMEHTAIIMOHHOTO OOECIIeUeHHUs yIpaBICHHUSL.

2. HopMaTuBHO-TIpaBOBbIE ~ aKThl ~ PETYJIUPYIOT JOKYMEHTALMOHHOE oOOecreyeHue
yIpaBiIeHUS.

3. Ilpaktuyeckas  3HAUYUMOCTh y4eOHOM JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecrnieueHre yrnpaBieHUs».

4. O6beM H coliepKaHUe UMEIOT MOHATUS «UH(POPMAIUS» U «TOKYMEHT).

5. Ponb urpaer undopmanus B ooecniedeHr 3pHEKTUBHOTO yIIPABJICHHS.

6. McTouHuKky OTy4YeHUs yIIpaBIeHUYECKOW HH(POpMALIHH.

7. Ha3nauenue u byHKIII CITY’0 TOKYMEHTaIlHOHHOTO O0ecreueHus
yIpaBIeHUS] B COBPEMEHHBIX OPTaHU3AIIHSIX.

8. Buapl ynpaBieHUYECKHX JTOKYMEHTOB BKJIIOUaeT B ce0si YHH(UIMpOBaHHAs cHcTeMa
OpraHU3alMOHHO-PACIOPSAAUTEIBHON TOKYMEHTALMH.

9. OpraHu3anMOHHBIE JOKYMEHTHI IPEAIPUATHS.

10. Perucrpaiusi JOKyMEHTOB: MOHSATHS, LI€TH, 3aJ]a4H, MECTa PETUCTPALUU PA3TUUHBIX
KaTeropuil TOKyMEHTOB.

11. PacnopsautenbHble JOKYMEHTHI IPEANPUATHS: IPUKA3bI 10 OCHOBHOM JESTEIBHOCTH;
pacnopsiKeHHUs, pEIICHNUS.

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

13. Un(popmMaiMoOHHO-CIIPAaBOYHBIE JTOKYMEHTHI: aKThl; CIy>KEOHbIE U OOBSICHUTEIbHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLus, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTtuBHO-METOIMYECKAs pErIaMEeHTAINs JOKYMEHTO000pOTa.

16. OcHOBHbIE ITpaBUiIa OPraHU3ALNHU JTOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTO000POTA.

18. Knaccuduxanus JIOKyMEHTOIIOTOKOB: TOPU3OHTAJIBHBIE, BEPTUKAJILHBIE,
BOCXO/SIIIIME, HUICXOIAIINE, BXOAIIUE, UCXOSIINE U BHYTPEHHUE.

19. Tloacder oO6beMa TOKyMEHTOOOOPOTA.

20. DkcrnepTr3a HEHHOCTH JOKYMEHTOB: MOHSTHE, HA3HAYCHHE.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Uctopus pa3sutus aenonpousBoctsa B Poccun.
YHuUKaM JOKYMEHTOB, Y HU(GHUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOE COCTOSIHIE HOpMaTUBHO-MeToandeckou 6a3er IOV (0630p).
CrangapTu3anus B ISIOMPOU3BOJICTBE.

5. MHcropus poccuiickoro rep6a. TpeboBanus k amM0OaeMaM, TOBapHBIM 3HAKaM U
JJOTOTHUIIaAM.

6. OOmepoccuiickre Ki1acCuPUKaTOPhl KaK JOKYMEHTHI 110 CTaHAapTH3AIIH.

7. XapaKTepUCTHUKA OTAEIBHBIX IPYIII OPraHU3aUOHHO-PACIIOPAIUTEIbHBIX
JIOKYMEHTOB.

8. Oco0eHHOCTH PEerucTpaluu JOKyMeHTOB. OCOOEHHOCTH CO3aHUsI MPUKA30B.

9. OoOparenus rpax/aH, IpaBuia padoThl. XapaKTepUCTUKH U pe3toMe. OcoOOeHHOCTH
oopmieHus.

10. PexomennarensHOe muchMo. Kommepueckue muchMa. OCOOCHHOCTH SI3bIKA U CTHIIS
CITy’K€OHOTO IOKyMEHTA.

11. Hctopus yHu(DUKAIIUN TEKCTOB CITY)KEOHBIX MTUCEM. DIIEKTPOHHOE COOOIICHHUE —
OCOOCHHOCTH SI3bIKA U CTHUJIS.
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12. MnadopmanmonHas GyHKIHS TOKYMEHTA KaK CPEICTBO 3areyaTieHus U XPaHCHHS
UHpOpMaLIKH.

13. 3nauenue, BUBI, IOPSIOK COCTABICHUS, 0(QOPMIICHUS, YTBEPKICHHS U IPUMEHEHUS
KOHKPETHOW HOMEHKJIATYPhI JIE]L.

14. CommanbHas GyHKIHS TOKYMEHTA, €€ pOJib B TOBBIIICHUH MMPABOCO3HAHMSI OOIIIECTRA.

15. KommyHnukatuBHast GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr HHPOopMaIluii.

16. TlpaBoBas ¢pyHKIHS TOKYMEHTA KaK CPEJICTBO YCTAHOBJICHUS MTPABOOTHOIIICHUH
MEXTy FOPUINISCKUMU U (PU3NICCKIUMHE JTUIAMH.

17. ®@yHKIUA JOKYMEHTA B KAYECTBE HCTOPUUECKOTO HCTOUHHKA.

18. Ympasnendeckas GyHKIUS JOKYMEHTA B POJIM OCHOBHOTO MHCTPYMEHTA JIJIsl PEIICHUS
aJMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.

19. Crarucruueckast GyHKIHS JOKYMEHTA.

20. biaHk TOKyMeHTa, UCTOPHS €ro pa3BUTHS. bllaHKKM COBPEMEHHBIX YIPABICHYECKHUX
JIOKYMEHTOB.

21. XapakTepHucTHKa 3aKOHOJIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs yIIPaBICHUSI.

22. TpeboBanus Kk 0hOPMIICHHUIO JE]T MOCTOSTHHOTO, BPEMEHHOTO CPOKOB XpaHEHUS U TI0
JTUYHOMY COCTaBY.

23. Poub cnyx0b1 JIOY B eATeTbHOCTH OpraHU3aIiH.

24. OpraHuzanus pabo4ux MECT M yCIOBHU Tpy/a nepcoHaia ciykos1 JJOVY.

25. Tlonmoxenwue o cinyx6e JIOY. Ctpykrypa, GyHKIIMHA, METOANKA Pa3padOTKH.

26. JomxHOocTHas MHCTPYKIMA. DyHKIINHU, CTPYKTYpa, METOIMKA pa3paboTKu.

27. Opranuzamus J0KyMEeHTO000pOTa, OCHOBHBIE HAIIPABJICHHS COBEPIICHCTBOBAHMS.

28. OOBbeKTUBHBIE U CyOBEKTHBHBIE (DAKTOPBI, BIMSIONIME HA POCT JOKYMEHTOO00POTA.

29. DAEKTPOHHBIA JOKYMEHTOOO0OPOT. [Ipo6iemMbl 1 TepCIEKTUBBI PA3BUTHSI.

30. TlomymnsipHBIE CUCTEMBI JIEKTPOHHOTO JoKyMeHTooOopoTa (CO/]) B PO.

8. IlepeyeHb BONPOCOB M THNOBBIE 3aaAHNUS IJISA MOATOTOBKH K IIPOMEKYTOYHOM
arrecTanuu

8.1. [lepeyeHb BONPOCOB /ISl MOATOTOBKH K 324€Ty C OLIEHKOM

1. Tlonsatue moxkymMeHTOOOOpOTa B OpraHu3anud. lloHATHE ITOKYMEHTOO0OpOTa, €ro
KOJIMYCCTBCHHBIC U KAUCCTBCHHBIC XaPAKTCPUCTHUKHU.

2. Mecto U poyib JIOKYMEHTOB B YIIPaBJICHUU Ha COBPEMEHHOM JTamne. DyHKIUU
JIeIIONPOU3BO/ICTBA.

3. CocraB HOpmatuBHO-MeToaudeckoi ©Oa3zpr JIOY. IloHsTHEe OpraHU3aIllMOHHBIX
nokymeHToB. Ctanaptuzanus u yaudukamus cucremsl J10Y.

4. Obmepoccuiickue KiIacCH(PUKATOPhl JTOKyMEHTanuu. [ocygapcTBeHHass CUCTeMa
JAOKYMCHTAllUOHHOT'O O6€CH€‘-I€HI/I}I YHOpaBJICHUA.

5. bnanku moxkymeHTOB M TpeOoBaHHs K HUM. CTpyKTypa JOKyMeHTa. TpeOoBaHUS K
odopmienuro nokymentoB o FOCT P 6.30-2003.

6. [IlpaBuna odopmienust pexBusuta "aapec", "mara", "ungekc", "Buza", "3aromoBok",
"mmoamnuce".

7. VIHCTpYKIMHM MO [EeIONPOU3BOJACTBY, YTO B HHUX HEOOXOIUMO MPEIyCMOTPETD.
CucreMa opraHu3allMOHHOM, paciOPsSIAUTENbHON JOKYMEHTALNH.

8. HazoBute BHABI pacmloOpsSAUTENbHBIX JOKYMEHTOB. Buabl M Ha3Hau€HUE JIMYHBIX
JIOKYMEHTOB.

9. HazoBuTe BUIBI OpPraHM3alMOHHBIX JOKyMeHTOB. Cucrema WHPOPMAIIMOHHO-
CIIPABOYHOU JTOKYMEHTALIUH.

10. CnyxebHast mepenucka Ha mnpennpustuu. l[IpaBwia odopMiieHHsS CITyKeOHOTO
nmucbmMma.
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11. Crpykrypa nenoBbIX M KOMMepuyeckux muceM. Kiaccudukarus HeIoBBIX |
KOMMEPUYECKUX ITHCEM.

12. Opranuzanusi XpaHEHHs] HCIOJHUTENBHBIX JOKYMEHTOB, OCHOBHBIE TpeOOBaHUS
HOPMATHUBHBIX IOKyMEHTOB. ApXMB: MMOHATHE, HA3HAYCHUE, BUJIbI, apXUBHbIC (DOH/IBI.

13. O6paboTka BXOASIIMMX ¥ HCXOMIIMIMX JOKYMEHTOB. BHyTpeHHHE JTOKYMEHTHI
OpraHM3aI1H.

14. YkaxuTe TEXHOJIOTHYECKYIO IOCIEAOBATEIILHOCTh JTallOB PadOTHl C BXOMSIIMMH
JIOKYMEHTaMH.

15. Homenkiartypa niei, ¢ Kakou I1eJIbI0 pa3padaThIBalOTCs TUIIOBBIE HOMEHKIIATYPHI JIeTI.

16. Pabora ¢ nmuckmMamMu U OOpalieHus MU rpaxaad. [IpuBenuTe npuMepsl perucTpanuu
JIOKYMEHTOB.

17. CocraBnenne HOMEHKIATyphl aen. PopmupoBanue u opopmiienue aei. [loaroroska
U 1iepeiaya JOKYMEHTOB Ha apXMBHOE XpaHEHHUE.

18. Opranuzamust pabOThl C JOKyMEHTaMH, KOTOpPbIE€ OTHECEHBl K T'OCyIapCTBEHHON
TalHe.

19. VYkaxutre 0COOEHHOCTH BEICHHUS MAEJIONPOU3BOJICTBA, OOECIEUMBAIOIIETO YYeT U
COXPAaHHOCTh KOHQUACHINATHHONU HH(POPMAIIUU U IOKyMEHTOB.

20. KoHTponb WHCHOJHEHUSI JOKYMEHTOB: IIOHSTHE, HAa3HAuY€HUE, BHJbL. THIIOBHIE
OpraHHU3aIMOHHBIE CTPYKTYPBI CIIYKObI 1€I0MPON3BOJICTBA.

21. YcnoBuss Tpyna paOOTHUKOB CIY>KOBI JI€JI0Npou3BojAcTBA. KoMIbloTepHbIE
TEXHOJIOTHH B JIEJIONPOU3BOJICTBE.

22. OGecrie4eHne COXpPaHHOCTH JOKYMEHTOB B AJIEKTPOHHOM (hopme. Y CTaB KaKk OCHOBHOU
OpraHU3aI[IOHHBIN TOKYMEHT.

23. CrangapTHble (pa3bl U BRIPAKEHUS JICIIOBBIX U KOMMEPUECKUX MHCEM.

24. TIpoxoxkaeHue UCXOSIINX U BHYTPEHHUX TOKYMEHTOB. OCOOCHHOCTH S3bIKA U CTUIIS
CIIyKeOHBIX JOKYMEHTOB.

25. PexBU3UTBHI MEXAYHapoaHOro nucbMa. OCHOBHBIE PEKOMEHIALMM II0 COCTABJIEHUIO
TEKCTOB MEKTyHAPOIHBIX ITUCEM.

26. OyHKIMKM OCHOBHBIX NOJpA3JCNCHUI CIyKObl JOKYMEHTAIMOHHOTO OOECTeYeHHUs
yIpaBiIeHUS.

27. ABTOMAaTHU3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JTOKYMEHTOB M WX BJIMSHHE Ha
CUCTEMY JENONPOU3BOACTBA KOHKPETHOM OpraHu3aIuu.

28. CrpyKTypa U coaepKaHHE KaJpoBOM AoKyMeHTanuu. OpraHu3aliOHHO-KaJpOBBIE
TOKYMeHTbI. OCHOBHBIE aCIEKThI KYJIbTYPHI JEIOBOM PEeUH.

29. CrangapTuzainus s3plka JIOKyMeHTa. SI3pIkoBble TpeOoBaHHS K O(OPMIICHHUIO
PEKBHU3UTOB IOKYMEHTA.

30. TunuuyHbIe OMIUOKYU B S3bIKE U CTHUIIE TOKYMEHTOB.

8.2. Tunosbie 3aaaHNA 1A OLEHKH 3HAHUII

1. lenoBbie muchbMa OOBIYHO 3aKAHYMBAIOT (Ppaszammu:
a) B COOTBETCTBHH ¢ Bareit mpock00ii ...

0) C YBOKEHUEM ...

B) HAaMH paccMOTpeHbl Bamm npeuioxenus ...

T) B CBSI3H ...

2. JlesaTenbHOCTH anmapara yrpaBlIeHUs, OXBAThIBAIOIIAS BOPOCH! JOKYMEHTUPOBAHUS U
OpTraHHU3aIH padOTHI ¢ JOKYMEHTaMHU:

a) TOKYMEHTAIMOHHOE O0eCTICUeHUE YIIPaBJICHNUS,

0) craHgapTH3aIus;

B) EI'C/;

T') CUCTEMa JJOKyMEHTAIIHH.
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3. JIOKyMEHT, 3aKpeIuiioliuii JODKHOCTHOW M UHCIIEHHBI COCTaB MPEIIPUSTHS C
ykazanueM (hoHa 3apabOTHOM TIJIaTHI:

a) JOJDKHOCTHAsI HHCTPYKLUS;

0) ycTas;

B) MOJIOKEHUE;

T') ITaTHOE PaCIUCAHHE.

8.3. TunoBble 3a1aHUsA 1JIsl OLIEHKH YMEHU I

3apanue 1. CocraBpTe W 0OpPMHUTE MPHKA3bl MO OCHOBHOMW NEATEILHOCTH, U JIPYTHE
pacnopsAUTeNbHbBIE TOKYMEHTHI, HEOOXOIUMBIC B JAHHOW yNPABICHUYECKON CHTYaIUH.

Ha MockoBckoM KOMOMHATe 1O MPOU3BOACTBY MY3bIKAIBHBIX UHCTPYMEHTOB M MeOenu
(rocyapcTBEHHOE MpeIpUATHE), KOTOPBIH BXOAUT B KoHIIEpH 10 pa3paboTKe U MPOU3BOJCTBY
MPONYKIIMK MY3bIKaIbHOU mpomblimieHHOCTH (POCMY3IIPOM), neiictByer Ilonokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEX0B, OTENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymiero rojga AUpekTop kKomOmHaTa B.M.JlapnoHOB mopy4yusn HadaJIbHUKY
oTaena Tpyaa u 3apadotHoi miuatel MapkoBy H.I'. paccuuTarh pazmep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIY)KO KOMOHMHaTa 1Mo WTOoTraM paboThl 3a MEPBBIM KBapTad K 15 ampens, a
riiaBHOMY Oyxranrepy kombunara TpomHoi C.I'. — opranu3oBath BeIIIIATY npeMuu kK 20 anmpens
TEKYILEro roja.

HavansHuk mnaHoBo-akoHoMuYeckoro otnena MatBeeBa C.H. u rnaBHBIN Oyxranrep
Tpommna C.I". 3aBU3upOBaIIA MPOEKT MPHKa3a TUPEKTOPa KOMOMHATA.

3apanue 2. CocraBpTe W O0QOPMHUTE MPHUKA3bl MO OCHOBHOMW NEATEILHOCTH, U JIPYTHE
pacnopsAUTENbHbIE TOKYMEHThI, HEOOXOUMBbIE B JAHHOW yNIpaBICHUECKON CUTYaI1H.

I'maBa PecnyOmuku Kapemus C.JI. KartanangoB 8 wmas Tekymiero roja u3gal
pacrnopspkerue, B koropoMm MucTuTyTy Ononorun Kapensckoro HaydHoro meHtpa Poccuiickoit
aKaJeMUu HayK ObLIO MPEASIOKEHO pa3paboTarh IUIaH JalbHEWIINX ACUCTBHUI 1O COXPaHEHHUIO
KpynHeimeil B EBpome CTOSHKM MUTPUPYIOIIUX NTHI, APYTUX HPUPOIHBIX OOBEKTOB
MEXIYHApOJHOTO 3HAYCHUS Ha TEppUTOpUH pecryonuku Kapenus, a Tak ke BKJIIOUUTH B IUIaH
JIEMCTBUM MOJATOTOBKY MEKIyHAapOJHBIX MEpPONPHUATHUI IO PA3BUTHIO pEMEcEN, Typu3Ma B
CeNIbCKUX HACENICHHBIX MyHKTAX, UMEIOMNX 00BEKTHI MEKIYHAPOIHOTO 3HAYCHHUS.

[ToaroroBka nHpopmanuy o0 BEINOTHEHUH PAaCHOPsHKEHUS Bo3arajgach Ha MUHUCTEPCTBO
CEJIbCKOTO XO035IMCTBA U Npo10BoJbcTBUS PK.

Pacniopsxenue ObUTO U3aHO B 1EJIAX BBIMOJIHEHUS MEKTOCYJapCTBEHHBIX KOHBEHIIUH IO
COXPAaHEHHMIO IO COXPAaHEHHUIO OMOJOTHYECKOro pPa3HOOOpa3us, Ha OCHOBAaHMU pPE3YJIbTATOB
MEXIyHapoaHOTro mpoekTta, ocyuiecTBieHHoro ['YCII «llnemennoe xo3siictBO «MIbHUHCKOE»
Ononenkoro paioHa.

Pacmiopsixenue odopmiieHo Ha OitaHKe ¢ M300pakeHneM repbda pecryosmku Kapenus, a
TaKXKe C yKa3aHHEM HauMEHOBaHMs TocylnapcTBa, cyowbekra denepanuu U HAaUMEHOBaHMS
JOJIKHOCTU PYKOBOJUTEINS CyOBEKTa.

8.4. Tunoeele 3agaHus 1JI9 OEHKH HABBLIKOB

3ananue 1. CocTaBbTe pacmopsAUTENIbHBIE JTOKYMEHTHI, HEOOXOAWMBbIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

Hupexrop OO0 «Konsepcus» Tpodumor O.}0. 7 anpens Texymero roaa u3aain Mpukas
00 yTtBepxkaeHun llomokeHUsT O TOPSIAKE pacueToB 3a OKa3aHWe WH(POPMAIMOHHBIX YCIYT.
KOpuckoHcynbTy 1m0 (HUHAHCOBO-XO3SIMCTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapio-
pedepenty [sarunesoit E.A. Obuto mopyudeHo x 10 ampens pa3paboTarth THUIOBBIE (DOPMBI
JIOTOBOPOB 00 OKa3aHWM PA3IUYHBIX BUAOB HH()OPMALIMOHHBIX YCIYT U CTPOTO0 KOHTPOJIUPOBATH
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UX NPUMECHEHHE B JEATENbHOCTH Npeanpusatusi. OTBETCTBEHHOCTh 3a W3TOTOBJIICHHE, YYET U
COXpaHHOCTh OJIAaHKOB JIOTOBOpPOB Bo3JokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIbTOM 3aBU3UPOBasa MPOEKT IPUKa3a.

3ananue 2. CocTaBbTe pacCHOpSAUTEIbHBIE JTOKYMEHTHI, HEOOXOAWMBIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

C uenbio MpPUBJIEYEHHUS CPEIACTB s OOECHeueHHs MPOU3BOJCTBEHHOW AEATEIbHOCTU
rerepanbHblil gupekTop OO0 «Texnuka» (. Kypek) Coxonos O.I'. 20 ceHTsSOps TEKyLIero roga
W3/1J1 IPUKA3 O CO3/IaHUA KOMMEPYECKOT0 OT/EIa B COCTaBe 3 IITATHBIX €IMHUI]: KOMMEPYECKOIO
mupekTopa — 1, Bemymero cmemuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npennpustust ['opsiueBy [.A. ObUIO OpYUYEHO MpPENCTAaBUTh HA YTBEP)KIEHUE HOBOE IITAaTHOE
pacnucaHue npeanpusITrs Ha 4 KkBapTai Tekymiero rojga k 1 okrsopst. Kommepueckomy nupekropy
UrnareeBy T.H., KoTOpbIii 3aBU3UpOBaj MPOEKT MpPHKa3a, MPEANUCAHO 3aKOHYHUTh
KOMILJIEKTOBAHUE OT/IeJIa KaJJpaMH C BBICIIMM SKOHOMUYECKUM 00pazoBaHueM K 10 oKTaOps.

9. IlepeyeHb OCHOBHOI M JONIOJHUTEJIBHOI y4eOHOH JUTEPATYPbl, HEO0X0AMMOM A
OCBOCHMS TUCHMIIIHHBI

9.1. OcHoBHas IUTEpaTYypa

1. Kysuenos, U. H. JlokymeHTanmmoHHOEe oOecrnieueHne ynpasieHus. JJokyMeHToo00poT u
JIeNTOTIPOU3BOICTBO : yUeOHUK U MpakTUKyM aiist By30B / M. H. Ky3nenoB. — 5-e uzj., nepepad. u
norn. — Mocksa : U3narensctBo IOpaiit, 2025. — 425 ¢. — (Bricuiee obpazoanue). — ISBN
978-5-534-20027-0. — TexkcT : anexktponHbI // O6pazoBaTenbHast miardopma FOpait [caifr]. —
URL.: https://urait.ru/bcode/581143

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

3. Hoponuna, JI. A. Opranu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
YIpaBJICHUS : YYCOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3.,
nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2026. — 270 c. — (Bricuiee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnslii // O6pa3oBarenbHas miardgopma FOpaitt
[caiiT]. — URL: https://urait.ru/bcode/583339

9.2. lonoTHUTEIbHAS JIUTEPATypa

1. iBanoBa, A. 0. Pycckuii 361K B 1eTOBOM TOKYMEHTALUH : y4eOHUK Ju1s By30B / A. HO.
NBanoBa. — 3-e uzn., mepepad. u gomn. — Mocksa : U3narenscTBo FOpaiit, 2026. — 129 ¢. —
(Beiciee oOpazoBanme). — ISBN  978-5-534-20345-5. — Tekct : 31MeKTpOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/598501

2. KazakeBuu, T. A. JlokymeHnToBeneHue. [JOKyMEHTAIIMOHHBIA CEpBHUC : YYEOHUK U
npakTukym 11 By30B / T. A. KazakeBuu, A. W. Tkanuy. — 2-e u3a., ucnp. u aomn. — Mocksa :
NznarensctBo FOpaiit, 2026. — 167 c. — (Briciiee obpa3oanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexktponHwnid // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/584928

3. lllyBamosa, H. H. Opranuzamnus ¥ TEXHOJOTHUS JTOKYMEHTAIIMOHHOTO OOCCIICUCHHS
ynpasienus : yaueOnuk ais By3os / H. H. IllyBanoBa. — 3-e u3z., nepepad. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2026. — 234 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-20347-9.
— Teker : osnextpoHHbi // OOpasoBarenbHas 1uatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/583833
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10. Ilepevyennb pecypcoB HHPOPMANMOHHO-TEJIeKOMMYHUKAUIMOHHOM ceTn ""UHTepHeT",
HeO0XO0AUMBIX JJIf1 OCBOCHH S JUCHUNIMHBI U MHPOPMAITMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCylIeCTBJIEHUH 00pPa30BaTeILHOIO NpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro odecrnevyeHus 1 HHPOPMAIMOHHBIX CIIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

1. http://biblioclub.ru_ - 3bC «YHuBepcuterckas OuOIMOTEKa OHIAINH

2. https://urait.ru - 9bC «O0pazoBarenbHas miatdopma FOpaiT

3. https://elibrary.ru — Hay4uHas snexkTponHas 6ubnanoreka (HOb) «eLIBRARY.RU»

4. https://student2.consultant.ru — onmaitH-Bepcuss  Koncymprantllmoc:  CtynmeHT
UH(POPMALIMOHHOM cripaBouHOM cuctembl «Koncynprantllmocy

5. https://doc-up.ru/dp - JlenmonponsBoacTBO

JIM1eH3MOHHOE IPOrPaMMHOe o0ecreyeHme:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exxHOE, BO3ME3THOE);

- Adobe Acrobat Reader (3apyOexHO€, CBOOOTHO PacIpOCTPaHIEMOE);

- Koncynwsrantllmoc: «Koncynprantllmoc: Ctynent» (poccuiickoe, cBOOOAHO
pacrpocTpaHseMoe);

- 7-zip — apxuBaTop (3apy0exHO€e, CBOOOHO pacIpOCTpaHsIEeMOe);

- Comodo Internet Security (3apy0exxHoe, CBOOOTHO pacpoCTpaHsIeMoe).

11. MeToguyeckue peKOMEHIAMUM 110 OPraHU3AMUN U3YYeHU S JUCUUILTHHbI

Opranuzanus 00pa30BaTEIBLHOTO TPOIECCa PErIaMEHTUPYETCS yYeOHBIM IUIAHOM U
pacricanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

I[Ipu  QopmupoBanuM cBoeil HMHAUBUAyaTbHOW  00pa30BaTENBbHOW  TPAEKTOPUHU
oOyJarouiicss IMeeT MpaBo Ha Mepe3adeT COOTBETCTBYIOUINX AUCLUILINH U MPO(hecCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TPOIECCE MPEAMISCTBYIOMIET0 OOY4YeHHS, KOTOpPBI OCBOOOXIaeT
oOyyJaromierocs OT He0OXO0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo6pa3oBaTe/ibHbIE TEXHOJIOTHHI

VY4eOHbI mpolecc NpH MPENOJaBaHUU Kypca OCHOBBIBA€TCS Ha HCIOJIb30BaHUU
TPaIULIMOHHBIX, HWHHOBAIIMOHHBIX M WH(MOPMAIMOHHBIX O0O0Pa30BATEIBHBIX TEXHOJIOTHIA.
TpamuuonHsle 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEICTaBICHbl 3aHATUSMU CEMHUHAPCKOTO U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30BaTENIbHBIE TEXHOJIOTUU HWCIONB3YIOTCS B BHJIE
HIMPOKOTO TPUMEHEHHUS aKTHBHBIX U HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHSITUH.
Nudopmannonnsie  00pa3oBaTeNbHBIE TEXHOJNOTUM  PEATU3YIOTCS IMYTEM aKTUBH3AINH
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIIMOHHOMN 00pa30BaTEILHOM Cpe/ie.

3aHATHS TeKIIMOHHOT0 THIA

JleKMOHHBI KypC TMpenArnoyiaraeT CHCTEMaTU3UPOBAHHOE U3JI0KEHHUE OCHOBHBIX
BOIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nexuuu gexkTop 00s13aH NpeIynpeauTh CTYASHTOB, IPUMEHUTEIbHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHSIM) OyAET MPOYUTaH KypC.

JlekMoHHBIN KypC TODKEH J1aBaTh HAMOOIBIIHN 00heM HH(GOPMAITUU U 00eCTIedYnBaTh
0oee rIrybOKoe MTOHUMAaHUEe YU4eOHBIX BOITPOCOB MPU 3HAYUTEIILHO MEHBIIIEH 3aTpaTe BPEMEHH,
4yeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHSA CEMUHAPCKOr0 THNA

CemuHapckue (MMpaKTUYECKUE 3aHTHS ) TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKIITMOHHOTO
TEOPETUYECKOr0 MaTepuana, MPOBOMITCS B IENSIX 3aKpPEIUICHHS Kypca U OXBaTBhIBAIOT BCE
OCHOBHBIE pa3/IeIbl.

OcHoBHOU (hOopMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHITUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBbHBIM Te€MaM, a TaKke
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pelieHre 3agad U pa3dop MPUMEPOB M CUTyallUld B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
IpenoaaBaTess BXOJAT: OKa3aHUE METOAUYECKON MOMOIIM U KOHCYJIbTUPOBAaHUE CTYACHTOB IO
COOTBETCTBYIOIIIUM TEMaM Kypca.
AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHUIX OLIEHUBAETCS IO CIEAYIOLIUM KPUTEPUSIM:
OTBETHI HAa BOIIPOCHI, IIpeIaraéMple MpenogaBaTesIeM;
y4acTue B IUCKYCCHUSIX;
BBITNIOJTHEHHUE NTPOEKTHBIX U MHBIX 3aJjaHU;
aCCHCTHPOBAaHME MPENOIABATENIO B IPOBEACHNUN 3aHATHH.
Jloknaasl 1 ONNOHMPOBAHME JTOKJIAZOB MPOBEPSIOT CTENEHb BIAJACHUS TEOPETUUYECKUM
MaTepUasioM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.

OueHnBaHuE TPAKTUYECKUX 33JaHNN BXOJAUT B HAKOIUIEHHYIO OLICHKY.

CamocrosiTesibHast padoTa 00y4arOIIUXCs

CamocTrosTenbHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, II€JIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWH, yMEHUH O0e3 HEeNmOCPEeICTBEHHOTO Yy4yacTus
npenojaBaTenisi, XapakTepU3yIOIIMiica TNpeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESITEILHOCTH 00yUaronerocs.

Ilenn camocToATEeTbHON PaOOTHI:

® CHCTEMaTH3alMs U 3aKPEIJICHUE MOJIYYEHHBIX TEOPETUUYECKUX 3HAHUU M MPAKTUYECKHUX
YMEHUH CTYICHTOB;

e yriyOJieHHE U pacIIipPEeHUE TEOPETHUECKUX 3HAHUIA;

e (opmupoBaHHE YMEHUI HCIIOJNB30BaTh HOPMATHBHYIO M CIIPABOYHYIO TOKYMEHTAIUIO,

CHELHUAJIbHYIO JIUTEPATYPY;

® Dpa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U

OpPraHU30BaHHOCTH;

e (QopmupoBaHHE  CAaMOCTOSITEIbHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIUATHUBBI,

CIOCOOHOCTEH K caMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAMOpEaTH3allHH;

® pa3BUTHE UCCIENOBATEIbCKUX YMEHUN U aKaJIeMUUECKUX HABBIKOB.

CamocTrosTenbHass paboTa MOXKET OCYIIECTBISATHCA HHAWBHUIYATbHO WM TpyHIamMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIO)KHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomorust  opraHu3alMd  CaMOCTOSITENIBHOM  pabOThl  CTYJIEHTOB  BKIIIOYAET
UCTIOJIb30BaHUE MH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa3oBaTEIbHOIO
YUPEKICHUS.

Ilepen BeIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJIUTOPHON CaMOCTOSTENBbHOW paboThI
MIPENOIaBaTellb MOXET NPOBOAUTh HHCTPYKTaX IO BBINOJIHEHUIO 3a1aHus. B HMHCTpyKTax
BKJIIOUYAETCS:

® IICJIb U COJIEP)KAaHUE 3aJaHMs;
CPOKH BBIIIOJIHEHMUS;
OPHUEHTUPOBOYHBIA 00bEM PabOTHI;
OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM paboThl U KPUTEPUU OLICHKH;
BO3MO>KHbIE TUITMYHBIE OIINOKU MTPH BBHITOTHEHUH.
WHCTpyKTaXX NPOBOIUTCS MpernojaBaTeieM 3a cyeT oObeMa BPEMEHH, OTBEACHHOTO Ha
W3Yy4YEHUE JUCIUIUINHBIL.

KoHTponbs pe3ynpTaToB BHEAYyTUTOPHOH CaMOCTOATENBbHON pabOThI CTYACHTOB MOXKET
MIPOXOJNTHh B TUCHMEHHOM, YCTHOW WJIM CMEIIaHHOU (hopMme.

CryneHTbl JOJDKHBI MOAXOAUTH K CAMOCTOATENBHOM paboTe Kak K HauBakKHEHIIeMy
CPEICTBY 3aKpEIUICHUS U Pa3BUTUSI TEOPETUUYECKUX 3HAHUMN, BbIPaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOpPETEHUs OIpeaesieHHBIX HAaBBIKOB M HCIHOJIb30BAHUS
poeCCHOHAIBHON JTUTEPATYPHI.

[TomermeHust UIst caMOCTOSTENIbHOW paboThl 00YUaIOIIMXCSl AOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKII0YEHHS K ceTu «VIHTepHeT» u obecnieueHneM
JIOCTYTIA B 3JICKTPOHHYIO MH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OpTaHU3aIIH.
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[Ipu camocTosATensHON TPOPabOTKE Kypca 00ydaromuecs T0JDKHBL:

® IIpPOCMaTpPUBATh OCHOBHBIE ONpPEEICHUS U (HAKThI;

® TIOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JEKIIMOHHOM 3aHSITUU MaTepUal U JOMOJHUTH €ro
C YY4E€TOM PEKOMEHIOBAHHOM 110 JAHHOW TEME JINTEPaTyphl;

® U3YyYHUTh PEKOMEHJOBAHHYIO JINTEPATYPY, COCTABIISTH TE3UCHl, aHHOTAUN M KOHCIIEKTBI
Haubosee BaKHBIX MOMEHTOB;

® CaMOCTOSITEJILHO BBITIOJIHATH 33JJaHUsl, aHAJIOTHYHbIE MPEAJIaraéMbIM Ha 3aHATHSX;

® JICMOJb30BaTh JJIsl CAMOIIPOBEPKU MaTepuaibl (POHAA OLIECHOYHBIX CPEACTB;

® BBINOJHATH JJOMAILIHUE 33JaHUs 110 YKa3aHUIO IIPENOAaBaTesl.

Pexomennanuu no o0y4enuro nuBaauaoB u aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBaTUAaMH U JuiiaMu ¢ OB3 MoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTUMHU OOyYarOIIMMHCSA, TaK W B OTHENBHBIX Tpynmax. [Ipenmomaratorcs
CrielMaIbHbIE YCIIOBUS IS TOJyYeHUs 00pa3oBaHus WHBaIMAaMu 1 jauramu ¢ OB3.

[Ipodeccopcko-nieqarornyeckuii CoOCcTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUUECKUMU
OCOOEHHOCTSIMU OOy4YaroImuxcsi WHBAMUI0B 1 Juil ¢ OB3, nHAMBUAYyadbHBIMH MPOTPAMMaMHU
peabunuranuy  WHBaMUAOB (mpu  Hamuuuu). llpu  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIOJTHUTEIbHAS TIOJJIEP)KKA TMPENoAaBaHUs THIOTOPAMH, IICUXOJIOTAMH, COITHATBHBIMHU
pabOTHUKAMU, TIPOIICIIIMMH IMOATOTOBKY aCCHCTEHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUECKUMH peKoMeHanusasMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeArnoiaraetcss HCIOJIb30BaTh COIUAIbHO-aKTHBHBIC W
pediekcuBHbIE METOABI OOYYCHHS, TEXHOJIOTHH COIMOKYJIBTYPHOH peadMIMTAlMU C IICJIBIO
OKa3aHUs TOMOINM B YCTAHOBJICHUU IOJTHOIEHHBIX MEXKIUYHOCTHBIX OTHOIICHHWHA C JAPYTUMHU
CTYJICHTaMH, CO3JIaHHH KOM(OPTHOTO TCHUXOJIOTHYECKOTO KJIWMaTa B CTYJACHUYECKOW TpYIIIeE.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB MPOM3BOIATCS C YYETOM IPEAOCTABICHHS
MaTepuayia B pa3IMUYHbIX (opMax: ayIuabHON, BU3YaJIbHOM, C MCIOJb30BaHUEM CIEIIHATbHBIX
TEXHUYECKUX CPEACTB U NH(DPOPMAIIMOHHBIX CHCTEM.

Menunamatepraibl TakKe CIEAYeT HCIOJb30BaTh M QJalTHPOBATh C  YYETOM
WHANBUAYATBHBIX OCOOEHHOCTEH 00yueHuss nHBaKI0B 1 uI] ¢ OB3.

OcBoeHuEe OUCHMIUIMHBI HMHBamugamMu © Junamua ¢ OB3  ocymectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHs OOIIEr0 W CHEIUAIBHOTO Ha3HA4YeHUs (IMIEPCOHATBLHOTO U
KOJUICKTHBHOT'O HMCIIOJIb30BaHUs). MaTepuaibHO-TEXHUYECKOE OOCCTICUCHHE MPEeayCMaTPUBACT
MPUCTIOCOOJICHUE ayTUTOPUM K HYKJaM WHBaIKUI0B U Jinil ¢ OB3.

dopMa MNpoBeAEHUs aTTECTAllUU [JJs1  CTYACHTOB-UHBaIMIOB u Jun ¢ OB3
YCTaHABIUBACTCS C YUYETOM WHIMBHIYATBHBIX TICHXO()U3UIECKUX 0COOCHHOCTEH. J{J1s1 MHBaIMI0B
u quny ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpemocTaBieHUs 3aJaHUN OLEHOYHBIX
CPENCTB, @8 UMEHHO:

— B TIEYATHOW WM DIJIEKTPOHHOW QopMe (s JHI ¢ HAPYHIEHUSIMH OIOPHO-
JIBUTATEIHLHOTO arapara);

— B medaTHOH (opMe WM DIEKTPOHHOW (opMe ¢ YBEIWYEHHBIM MPUPTOM U
KOHTPACTHOCTBIO (JUIsI JTUI] C HAPYIICHUSMU CITyXa, PeYH, 3pEHUs);

— METOJIOM YTCHHsSI aCCUCTEHTOM 3aJIaHus BCIYX (IS JIUI] C HAPYIICHUSIMH 3PEHUs).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOCTymHas (hopma
MIPEI0CTaBIICHUS OTBETOB Ha 3a/IaHMsI,  UMEHHO:

— TMHUCbMEHHO Ha Oymare wid Ha0OpOM OTBETOB Ha KOMIIBIOTEpE (I JIHI[ C
HAPYIICHUSIMH CITyXa, PeUn);

— BBIOOPOM OTBETA U3 BO3MOXKHBIX BAPHAHTOB C UCIIOJIE30BAHUEM YCIIYT aCCUCTEHTA (1S
JIUI C HAPYIICHUSMH OMTOPHO-IBUTATEIILHOTO aIlapara);

— YCTHO (Iy1s1 JIUIT C HAPYIICHUSIMH 3PEHUS, OTIOPHO-/IBUTATEIHLHOTO ammapara).
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[Ipn HEeoOXxoamMoOcTH 171l OOyYaronuXxcsi ¢ MHBATUAHOCTBRIO U ymi ¢ OB3 mporenypa
OILICHHUBAHUA peByHLTaTOB O6y‘IGHI/I$I MOXKET HpOBOI[I/ITI:CH B HCCKOJIBKO 5TaAIlOB.

12. Onucanne MaTepuaJbHO-TeXHMYECKOH 0a3bl, HEOOXOAUMOI IS OCYLIeCTBJICHHS
0o0pa3oBaTe/IbHOIO MpoLecca 1o JMCHUIINHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsl TPOBEICHUS YYCOHBIX 3aHSATHH,
NOPEIYyCMOTPEHHBIX  HacTosmied  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIlleHHAs
000pyI0BaHNEM M TEXHUUYECKUMU CPEACTBAMHU 00YUYEHHUSI, B COCTAaB KOTOPBIX BXOJAT: KOMIUIEKTHI
CHEeLMATU3UPOBAHHON yueOHOI Mebenu, JoCKa KacCHasi, MyJIbTUMEAUHHBIA MPOEKTOP, SKpaH,
KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM IPOTPAMMHBIM 00€CTIeUeHUEM, C BBIXOJIOM B CETh
«MHTEpHET» U TOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

IToMemeHue 11l CAMOCTOSATEILHON PadOTHI 00y4alOIIUXCH — Ay IUTOPHSI, OCHAILICHHAS
CJIeAYIOUIMM 000pYyIOBaHUEM M TEXHHYECKHMH CPEICTBAMH: CIEIHATU3UPOBaHHAs MeOenb s
npenoaaBatess U 00yJaroImuxcs, Jocka yueOHas, MyJIbTUMEIUNHBIA POEKTOp, 3KPaH, 3ByKOBBIE
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MepCOHATbHBIE KOMITBIOTEPHI IJsi pabOThl OOYYarOmIMXCs C
YCTaHOBJICHHBIM JIMIICH3MOHHBIM IPOrPaMMHBIM O0ecTieYeHIEM, C BBIXOJIOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.
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