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Ilpunooicenue 4

K OCHOBHOU NpogheccuonanbHoll 06pazoeamenbHoll npocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedsxcmenmy, HanpasienHoOCHb (MpoPduv)
«Meneootcmenm 6 ghunancax u GHEUHEIKOHOMULECKOU OesAMENbHOCTIUY

Pabouas mporpamma IUCHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECleYeHrue YIpaBlICHUS»
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEIbHOW MpOrpaMMbl BBICIIETO OOpa30BaHUS IO
Hanpasienuio 38.03.02 MeHeKMEHT, HalpaBIeHHOCTh (Mpo¢puib) «MeHeIKMEHT B (pMHAHCAX
U BHEIIHEOKOHOMUYECKOH EATENIbHOCTUY U NpeAHa3HadeHa A 00ydaroluxcs O4HOH (hOpMBI
o0ydeHusl.

© MHCTUTYT MEXIYHAPOAHBIX SKOHOMUYECKUX CBsA3el, 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
(mpoduie) mporpammbl « MeHEHKMEHT B ((MHAHCAX W BHEITHEAKOHOMUYECKOHN JCATEITHHOCTH.

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

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4aroImmxcs

OO6mmas Tpya0€MKOCTh JUCITUIUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

Bup yueOHoit paboThl Bcero 4acos
KontakTtHas pabora ¢ mnpenoaasartejieM 28
(Bcero)

B ToMm unce:

3aHATHSA JIEKIIMOHHOI0 THUIIA 14
3aHATUS CEMUHAPCKOTO TUIA (CEMHHAPHI) 14
CamocTosiTesibHasi padoTa (Bcero) 80
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
Oo0mas Tpy10éMKOCTb 108




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

Kox u HaumenoBanue

Koa m HaumenoBanue

Pe3yabTaTnl 00yyeHus 1o

KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
AUCHUILINHE
BBINIYCKHUKA KOMIIeTeHIIUH

OIIK-S. NOIIK 5.1. 3HaTth: OCHOBBI
Crniocoben ucronb3oBath | OpUEHTHPYETCS B COBPEMEHHBIX | JIOKYMEHTAIIMOHHOTO
npu pemieHny | MHQOPMALIMOHHBIX TEXHOJOTUAX | OOecCrieueHusT B YIPaBIECHUU C
HpO(bGCCI/IOHa.HBHBIX " NpOTrpaMMHBIX CpCACTBAX. HUCITIOJIB30BaHUEM
3aga4 coBpeMennbie | MOIIK 5.2. WH(POPMAITMOHHBIX TEXHOJIOTHUM.
nH(pOpMaLOHHbIE Hcnone3yer  nans  peuieHus | YMeTh: IPUMEHSITh COBPEMEHHBIE
TEXHOJIOTUHU n HpO(bGCCI/IOHa.HBHBIX 3aaa4dy I/IH(bOpMaI_[I/IOHHBIe TEXHOJIOTHUHU B
MIPOrpaMMHBIE CPEJCTBA, | COOTBETCTBYIOLINE UM | mIpoliecce  JOKYMEHTAI[MOHHOTO
BKJTIOYAst yIpaBJieHUE | COBPEMEHHBIE obecrieueHusl.
KpYyIHBIMH  MaccuBaMH | HHQOpPMAIIMOHHbIE TexHoJoruu | Biaagers: HaBBIKOM
JaHHBIX n ux | u MporpaMMHBIC CpCACTBA, | OCYHICCTBIICHUA
MHTEJJIEKTYaIbHbIH BKJTIOYast yOpaBieHUE | JOKYMEHTAIlHOHHOTO
aHaJms. KPYIHBIMUA MAaCCUBAaMU JJAaHHBIX U | o0ecredeHus npodeccuoHaIbHON

UX UHTEJUIEKTYAJIbHbBIN aHANU3. | IeATeIbHOCTH.
IIK-1. HIIK 1.1 3HaTh: OCHOBBI
Crniocoben ocymiecTBiIATh | OpHEHTUPYETCS B HOPMATUBHO- | JIOKyMEHTAIIHOHHOTO
JOKYMEHTAIlMOHHOE MIPABOBBIX aKTaX COLUATBHO- o0ecrnieueHus B yIpaBICHUH.
obecrnieueHrne paboOTBHl ¢ |TPYHOBOM chephl. YmeTh: OCYIIECTBIISATh
MEPCOHATIOM B |[UIIK 1.2 JOKyMEHTAIIMOHHOE O0ecTieueHne
COOTBETCTBUU ¢ |OcyuiecTBIsIET BEACHUE npodeccroHanbHOM
HOPMAaTUBHO-TIPABOBBIMU | TOKYMEHTAIIMH 10 YYETY U NeSITeIbHOCTH.
aKTaMH COLIMAJIBHO- | IBM>KEHUIO MIEPCOHAIA. Bnanerb: HaBBIKOM  pelICHHS

TPYAOBOM cepsl

3aa4 1Mo AJOKYMCHTAIlTUOHHOMY
00€eCIeueHNIO B YIIPABICHUH.

5. Coaepxxanue TMCUUNIMHBI

HaunmeHnoBanme
Conepxanue TeM (pa3/iesion)
TeM (pa3aesioB)
Tema 1. OO6mmue HOpMBI U TIpaBUiia 0OPMIICHHS TOKYMEHTOB (pa3Mepbl Oymaru,
Opranu3zalnoHHbIE noJiel, HyMepalusl CTpaHULl U T.[.) IPUMEHSIEMOE B JIEJIONPOU3BOJICTBE.
OCHOBBI Knaccudukanus moxkymentoB. @opmer opranuzamuu JJOY u kareropuu
JIENIONPOU3BOJICTBA. | yupexaeHuit. Dopmyrsip - oOpa3zer opraHu3almOHHO-PACTIOPSTUTEIBHBIX

bianku 1okyMeHTOB

JTOKyMeHTOB. Buapl 1 HazHaueHune O6saHkoB. TpeboBaHus kK 0popMIICHHUIO
JnokyMeHTOB. [IpaBuiia ohopMiIeHUS] pEeKBU3UTOB IOKYMEHTOB.

Tema 2.
Opranu3zanuoHHO-
pacrnopsiIuTeIbHas
JOKYMEHTAITHSI.
O061mas
XapaKTepPUCTHKA
CTHUJISI CITYKEOHOM
JOKYMEHTAIU!

Knaccudukanmst nenoord  gokymeHtaruu. [lpaBunma  odopmieHus
pEKBH3UTOB OJaHKa W WX pACIOJIOKEHUsS Ha CTaHAapTHOM Qopmare
Oymaru, paszmepbl nojei. Dopmynsip- obpaser TpymIbl JTOKyMEHTOB,
IIPUHAJICKALUX K OJTHON CUCTEME.

[IpoexTupoBanue OJaHKOB JOKYMEHTOB  OpraHU3allUU.
oopmieHne, U3TOTOBJICHUE, XpaHEHHE OJIAaHKOBOPTaHU3aLIUH.
brnank moxymeHTa: OHATHE, Ha3HAYCHHE, BUIBI OJaHKOB (0OmTMii OJaHK,
ONaHK MUChbMa, OJIAHK KOHKPETHOTO BHJIA JOKYMEHTa (KpOME NMHUCHMA).
CocraB, odopmieHHe pEeKBU3UTOB OmaHka. (OCOOCHHOCTH  sI3bIKA

Cocras,
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CIIy’)KeOHBIX JOKyMeHTOB. Kommosunust nokymeHTa. CTpyKTypHBIE

ommOku. HeymecTHOe M HeonpaBIaHHOE yHOTpeOIeHUE

HWHOCTPAHHLIX CJIOB.
Tema 3. CnpaBouHo- | @ukcarnusi (omwcaHWe) JIOKAJIBbHBIX TPAaBWI, HOPM, IIOJOKCHHM,
nH(OpMAIIMOHHBIS OIIPEAEIAIONUX CTaTyC Opra’Hus3anu, €€ CTPYKTYypy, LITaTHYIO
JOKYMEHTHI. JIefioBasi | YMCIEHHOCTD U JIOJKHOCTHOM COCTaB, KOMIIETEHIIMU JIOJKHOCTHBIX JIHIL U
TIePENCKa. CTPYKTYPHBIX  TOJApA3AEICHUN, (GyHKIIMOHATHHOE coJiep KaHHe

CocTaBieHue aKTOB
U MIPOTOKOJIOB

NEeSITeIbHOCTH OPraHM3aLuU B LIEJIOM, €€ MOApa3esieHuil 1 paObOTHUKOB,
UX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh U Jp., B OPraHU3aLUOHHO-
PacCIOpsAAUTENBHBIX TOKYMEHTAX OPTaHU3ALNH.

Crpykrypa, Ha3HaueHHe, MOPAAOK pa3pabOTKH, COTJIACOBaHMUA U
yTBepxkAcHUs [IpaBun BHYTpEeHHET0 TpyROBOro pacnopsiaka, Ilomosxenus
0 nepconaiie, I1oyoxeHus 0 CTpyKTypHOM MOAPa3AciIeHUH, Jl0JKHOCTHON
uHcTpykiuu. llltaTHoe pacnucanue Kak MEpBUYHBIN YUYETHBIA TOKYMEHT
no ydery KkajapoB. (O3HakoMJIeHHE pPa0OTHHUKOB C  JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMH OPTaHHU3ALNH.

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

Tema 4. OpranuzanvoHHO-PACIOPAIUTENBHbBIE JOKYMEHTHI: IOHITHE, HA3HAUYEHUE,
PacniopsiaurenbHble | OCHOBHBIE BH/IbI (OPTaHU3allMOHHBIE, PACIIOPSIUTENbHBIE, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
Cocrasienne YHCJIEHHOCTb, LITATHOE PACIIUCAaHKUE, TPABUIIA, TOJKHOCTHASL HHCTPYKILIMS,
NPUKA30B, YKAa3aHUH, | UX Ha3HAUEHHUE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHUSA K O(hOpMIICHHUIO,
PacoOpsHKEHUN. HOPSIIOK YTBEPKICHUS.
Opranuzanonnsie | PacopsauTensHble JOKYMEHTBI: TIOCTAHOBJICHUE, TPUKa3 (10 OCHOBHOM
JOKYMEHTBI NESITEIbHOCTH M 10 JIMYHOMY COCTaBY), PAaCHOPSDKEHUE, COBMECTHBIN
pacnopsAUTENbHBIN JOKYMEHT, UX Ha3HAUYEHUE, XapaKTEPUCTHKA U COCTAB,
TpeboBaHMs K 0(OPMIICHHUIO.
CripaBo4HO-UH(OPMAIIMOHHBIE  JOKYMEHTBI:  CIIy>)KeOHBbIE  IHCHbMa,
CIPaBKH, [JOKJIAIHBIE 3allMCKH, IPOTOKOJIBI, AaKThl, 3asABJICHUSA, HX
XapaKTepUCTHKA U COCTaB, TPeOOBaHUS K 0POPMIICHHIO.
Tunbl 1OKYMEHTOB: IOJUIMHHUK, KOMHWSA, JAyOJIMKAaT, BBINHMCKA, HX
HaszHaueHue. [lopsaok odopmieHHss M BbIJAYM KOMHMHA U AyOJIUKAaTOB
JOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5. Perucrpanusi JOKyMEHTOB: MOHSATHE, 1enH, 3aaaud. Cuctemsl U HOpMBbI
Opranuzanus peructpanuu  (KypHaibHas, KapTO4yHas, aBTOMAaTU3UpPOBAaHHas), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HeAOCTaTKH. [Toka3aTenu, BBOAMMBIE B PETUCTPALIMOHHBIC
Opranuzanus ¢dopmbl.  OCOOEHHOCTH  PETrUCTpalMM  BXOJAIIMX, HCXOAALIMX U
perucrpanuu BHYTPEHHUX JJOKYMEHTOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
JOKYMEHTOB U CocTtaB BBINOJNHAEMBIX PA0OT HpPU OTHPABKE HCXOISAMIMX JOKYMEHTOB:
KOHTPOJIb IpOBEpPKa MPAaBUILHOCTH O(OPMIICHUS, HATHUUSA IPUIIOKEHUH, ajpecara,
UCIIOJIHEHUS COpPTUPOBKA II0 aJpecaTaM M BHJAM OTIIPABICHHUM, COCTABICHUE OIHCU
JOKYMEHTOB pacchUIKU

KoHTposib UWCHOJIHEHHsSI JOKYMEHTOB: TIOHSTHE, HA3HAUYCHUE, BHUJIBI.
[IpuHuunsl opraHuzanuu KOHTPOdss. CpOKM UCHOJHEHHS: THUIIOBOM,
WHIUBUYaTbHbINA. TeXHOTOTHUS BEACHUS KOHTPOJIA. AHAIN3 UCIIOTHEHUS
JIOKYMEHTOB BYUYPEXKJICHUH.

B3anMocCBs3b perucTpanuu J0KyMEHTOB U HH()OPMAITMOHHO- CITPAaBOYHON
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pabotbl. Opranusanus padoThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIC JIMIIA, OCYLIECTBIIIOMINE PETUCTPAMI0 M  KOHTPOJb
UCIIOJIHEHUS], UX (DYHKIMH U TpaBa.

Tema 6.
Opranuzanus
ONEpPaTUBHOTO
XpaHEeHUs
JIOKYMEHTOB.
PopMupoBaHUE Jeil

Homenknarypa nen: mnoHsTue. 3HaueHHWE HOMEHKIATYphl JAen Ui
KJaccu(UKaluy JJOKYMEHTOB, OIEPATUBHOTO XpaHEHUS M X Ipen
apXWBHOW MOATOTOBKHU. Buabl HOMEHKIIATYyp Aen. Opranu3amus XpaHeHUs
HCIIOJIHCHHBIX JOKYMCHTOB. OcHOBHEBIE Tpe6OBaHI/I}I HOPMAaTUBHBIX
JOKYMEHTOB, PErJIaMEHTUPYIOIMX TaHHBIA 3Tam JOKYMEHTOOOOpOTa.
OTBETCTBEHHOCTH 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. Iloaroroska
JIOKYMEHTOB K
(W (D149 )11 (S
nepeaaue
JIOKYMEHTOB B apXUB
HNJIN HA
YHUYTOXKCHHE

JIoKyMeHTOO00pOT Ha COBPEMEHHOM MPEANPUATUI

3KCHepTI/IBa ONCHHOCTHU JOKYMCHTOB: IOHATHC, HA3HAUCHUC. HpI/IHI_[I/IHBI n
KpUTEPUU ONpPEACICHUS HAy4YHOW, HMCTOPUYECKOM U MPAKTUYECKOMN
[IEHHOCTH JOKYMEHTOB. DKCIEpTHbIE KOMHCCHUHU, UX (DYHKIMH, IpaBa.
Oranel npoBeneHus skcnepTussl. OdopmiieHne pe3yabTaToB HKCIEPTU3HI.
Cpoxku xpaHeHust JOKyMEeHTOB. [lepeuHn JOKYMEHTOB C yKa3aHUEM CPOKOB
XpaHEeHUs1, UX BUJbI, Ha3HaUeHHUE, cXxeMbl moctpoeHus. [lopsinok nepenaun
ACJI B apXUB WJIN YHUUYTOXCHUA JOKYMCHTOB.

TpeboBanusi kK OQOPMIICHUIO JEN TOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEeHUS U 110 JIMYHOMY COCTaBY. ABTOMATH3aLUs MPOLIECCOB 00pabOTKU
nokyMeHToB. Kommblorepuzanuss TOKyMEHTAllMOHHOTO oOecredeHus
ynpasinenus. [IpaBuna opopmienus u cocraBienus onucu jen. [opsaok
nepeaayuu e B apXuB. DIEKTPOHHBIN TOKYMEHTOO00POT

ApXI/IBZ IIOHATUEC, HAa3HA4YCHHUC. BI/II[I:I ApPXUBOB: TOCYIJAapCTBCHHBLIC,
BEJIOMCTBEHHbIE, OOBEIMHEHHbIE  BEJAOMCTBEHHbIE, OOBbEIUHEHHBIC
MEXKBCIOMCTBCHHBIC 10 JIMYHOMY COCTaBy. ApXI/IBHBIe q)OH,Z[BII
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

6. CTpykTypa AUCHMILUIMHBI 110 TEMaM € YKa3aHHEM OTBeeHHOI0 HA HUX KOJIHYeCcTBa
aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

HaumenoBanue teMm
(pa3nesioB)
TUCHUIIINHBI

KonTakTHas padora, yac.
3ansaTusn
JICKIIMOHHOTI'0
THIIA

CamocTosITE/ b
Has padora,
qac.

Bcero,

CemuHapbl yac.

1. | OpranusanoHHbIe 2 2 10 14

OCHOBBI

JIEeTIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

2. | Opranu3alnnoHHO- 2 2 13 17

pacropsiAuTeIbHAs
JOKyMEHTALHS.

OO0m1as XxapakTepUCTHKA
CTHJIAL CITY>KEOHOM
JOKYMEHTAIIUU

3. | CnpaBo4HO-

THIEpEIICKa.

MIPOTOKOJIOB

UH(POPMaLMOHHbIE
JTIOKyMEHTHI. JlenoBas

CocraBiieHHE aKTOB U

4. PacnopsiurenbHbie 2 2 12 16




JIOKYMEHTBI.
CocraBneHue NprKa3oB,
yKa3aHuM,
pacmopsKeHUH.
OpranuzaioHHbIe
JOKYMEHTBI

5. | Opranuzanus 2 2 10 14
JIOKyMEHTO000pOTA.
Opranuzanus
peructparuu
JIOKYMEHTOB ¥ KOHTPOITh
MCIIOJIHEHUS IOKYMEHTOB

6. | Opranuzanus 2 2 12 16
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUPOBAHKE JIEIT

7. | IllooroToBKa JOKyMEHTOB 2 2 12 16

K MOCJIeTYIOIIEH
nepeaaye JOKyMEHTOB B
apXWB WJIA HA
YHUYTOXEHUE

UTOI'O: 14 14 80 108

7. IlepeyeHb y4eOHO-METOAMYECKOT0 o0eceYeH sl JIs CAMOCTOSTeIbHOM PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CamocrodrenbHas padoTa sIBIS€TCSI OJHUM M3 OCHOBHBIX BH/I0B YU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO Y4eOHOI0 Mpoliecca U UMEeT CBOEH I11eNbI0: TIy0OKOe YCBOGHUE MaTepuaa
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATYypOi, PEKOMEHIOBAHHOM IIPENOAABATENIEM, YMEHHME HAaWTH HYKHBIM MaTepual H
CaMOCTOSITEJIBHO  €r0  HCIOJIB30BAaTh, BOCIHUTAHME BBICOKOM TBOPYECKOM AKTHUBHOCTH,
WHULHUATUBBIL, IPUBBIYKM K IIOCTOSSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HAaHHUM, K
LEJICYCTPEMIICHHOMY Hay4YHOMY ITIOUCKY.

KoHTponb caMoCTOSTETLHONH pabOThl, SBIAETCS BaKHOW COCTABIIAIONICH TEKYyIIEro
KOHTPOJISI yCIIEBAEMOCTH, OCYILECTBIISETCS IPENOJABaTeieM BO BpEMs JICKIHOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATUN U 00ecIieunBaeT OLCHUBAHNE X0/1a OCBOCHUS N3y4aeMOn
JUCLUIUIAHBI.

BOIIpOCbI AJIA CAaMOCTOATEIBHOIO U3YYCHU A

1. Ilpeamer JOKyMEHTALIMIOHHOTO O0ECIIEYeHHs yIIPaBICHUS.

2. HopmaTuBHO-TIpaBOBbIE ~ aKThl ~ PETYJIUPYIOT JOKYMEHTALMOHHOE oOOecreyeHue
yIpaBJIeHUs.

3. IlpakTtuyeckas  3HAYUMOCTh y4eOHOM JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecreyeHne yrpaBaeHHUsD.

4. O6beM U coniepKaHue TOHATHH «MHPOPMALTUI» U «TOKYMEHT.

5. Ponb nundopmanuu B odecieuennu 3PpGHEKTHBHOTO YIIPABICHHUS.

6. McTouHuKky OTy4YeHUs yIIpaBIeHUYECKOW HH(OpMAILIHH.

7. Haznauenue u byHKIIN CITY’0 TOKYMEHTaIlMOHHOTO O0ecreyeHus
yIPaBJIEHUSA B COBPEMEHHBIX OpraHU3alusX.
8. «Cucrema JOKyMEHTAITUI» U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.
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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. UnpopmMaiMOHHO-CTIPAaBOYHbIE JTOKYMEHTHI: aKThl; CIy>KEOHbIE U OOBACHUTEIbHBIC
3allUCKH; CHpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLus, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYyMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOoTa.

15. HopmaTtuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUNA JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHbIE, BEPTHUKAJIbHbIE,
BOCXOJSIIINE, HUICXOIAIIUE, BXOAAIINE, UCXOISLIHE.

19. J1okyMeHTOOOOpOT Ha COBPEMEHHOM TMPEATIPHUITHH.

20. KomnbroTepuzaius 10KyMEHTAllMOHHOTO 00eCTIeYeHUs YIIPABICHHUS.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Hcropus passutus nenonpousBoacTsa B Poccun.
OCo0EHHOCTH SI3bIKA U CTHIISI CITYKEOHOTO TOKYMEHTA.
Hctopust yaudukanum TeKCTOB CIyKeOHBIX ITHUCEM.
DIIEKTPOHHOE COOOIICHNE — 0COOEHHOCTH SI3bIKA U CTUJIA.
5. HudopmannonHas GyHKIHSI TOKYMEHTa KaK CPEACTBO 3aleyaTiieHus: U XPaHCHHUS
uHpopmanuu.
6. CoumanbHas QyHKIMS JOKYMEHTA, €€ POJIb B TOBBIIICHUH MTPABOCO3HAHUS OOIIECTBA.
7. KommynukaTuBHas GyHKIUS JOKYMEHTa KaK CpPEJCTBO Mepenadr HHPOpMaIiH.
8. IlpaBoBas (hyHKIHS JOKYMEHTa KaK CPEICTBO YCTAHOBJICHUS MTPABOOTHOIICHUI
MEXy IOPUINYECKUMHU U (PU3NUECKUMHU JTUI[AMH.
9. Vmnpasnendeckas QyHKIHS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JUISI PELLICHUS
aJMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.
10. Ponb cayx6s1 JIOY B AesSTeNbHOCTH OpraHU3aIiy.
11. Opranuzamus pabo4rx MECT U yCIIOBUM Tpyaa nepconana ciyxosr JJOY.
12. domxHocTHas HHCTPYKIH. DyHKIIUHU, CTPYKTYpa, METOIMKA pa3paboTKu.
13. Opranuzamus J0KyMEHTOO0OpOTa, OCHOBHBIC HAMPABIICHUS COBEPIIICHCTBOBAHUSI.
14. OOBeKTHBHBIE U CyOBEKTUBHBIE (DAKTOPBI, BIMSIONINE HA POCT JOKYMEHTOO00POTA.
15. DneKTpoHHBIA JOKYyMEHTOO0OPOT. [IpobiemMbl 1 MepCIEeKTUBBI PA3BUTHSI.

el e

Pacnpenesienne caMoCTOSITEIbHOH PadoThI

Bunpl, popmMbl 1 00BEMBI CaMOCTOATENBHONW paOOTHI CTYACHTOB MPU M3YYEHUU aHHOU
TUCITUTIMHBI ONIPEIENISIFOTCS €€ COJIepPIKaHueM U OTPaKEHBI B CISYIOIICH Ta0uIle:

. Oo0Bem
HauMeHoBaHHe TEM Buja camocrosiTeILHOMI .
CaMOCTOATEILHOM
Ne (pa3nesoB) QM CHUTIIHHBI padoThbI
padoThbI
n/n
1. | OpranuzanroOHHbIE ocHOBHI | [lonroToBka K ayIMTOPHBIM 10
,Z[G.HOHpOI/ISBO,Z[CTBa. B.HaHKI/I 3aHATUAM, HAITUCAHUC
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JTOKYMEHTOB pedeparoB, TOATOTOBKA
JTOKJIa/10B
2. | Opranu3anyoHHO- ITogroroBka k ay IMUTOPHBIM 13
pacnopsiiuTenbHas 3aHATHUSAM, HAlIMCAHUE
JIOKyMEHTAIHSI. pedeparoB, TOATOTOBKA
OO01ast xapakTepUCTHKA CTUIISL | JOKJIAJIOB
CITy>XeOHOM TOKYMEHTALIUU
3. | CopaBoyHo- [ToaroroBka Kk ayAUTOPHBIM 11
nH(OpMAIIMOHHBIC 3aHSATUSAM, HAlIUCAHHE
JTOKyMEHTHI. JlenoBast pedepaToB, NOArOTOBKA
TIEPETTCKA. JTIOKJIa/I0B
CocraBneHune aKToB U
MIPOTOKOJIOB
4. | PacnopsinutenbHbIe [ToaroroBka Kk ayAUTOPHBIM 12
JIOKYMEHTBHI. 3aHSTUSAM, HAlIUCAHUE
CocraBneHune MpuKasos, pedepatoB, NOArOTOBKA
YKa3aHUU, pacIIOpsKCHUN. JIOKJIaJI0B
OpraHu3aioHHbIE TOKYMEHTHI
5. | Opranuzanus ITogroroBka k ay IUTOPHBIM 10
JOKYMEHTO000poTa. 3aHATHUSAM, HalIMUCAHUE
Opranuzanus perucTpaiuuu pedeparoB, TOATOTOBKA
TOKYMEHTOB ¥ KOHTPOJIb JIOKJIa/10B
WCIIOJTHEHUS] JOKYMEHTOB
6. | Opranuzanus ornepaTuBHOIO [ToaroroBka Kk ayAUTOPHBIM 12
XpaHEHUS JOKYMEHTOB. 3aHSATUSAM, HAlIUCAHHE
dopMupoBaHue 1en pedeparoB, NOArOTOBKA
JTIOKJIa/I0B
7. | [logroroBka IOKYMEHTOB K [ToaroroBka Kk ayAUTOPHBIM 12
HocIeAyIoIeH epeaayde 3aHSATUSAM, HAlIUCAHUE
JOKYMEHTOB B apXWB WJIM Ha pedeparoB, NOArOTOBKA
YHUYTOKEHHE JTIOKJIa/I0B
HUTOI'O: 80

8. Hepeqenb BOIIPOCOB M THMOBBbIC 3aJaHUA AJIA MMOATOTOBKHA K HpOMe)KYTO‘lHOﬁ

aTrecTalnumn

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

1. O6mme
I[OKYMGHTaI_[I/II/I

HOPMBl,

Kiaccuukanmys,

yHU(UKaAIUA U

CTaHJlapTU3alus JIeJTI0BOM

2. TloHsiTHE TOKYMEHTOOOOPOTA, €TO0 KOJIMUECTBEHHBIE M KAUE€CTBEHHBIE XapaKTEPUCTUKH.

XN R

DyHKINHU ET0NPOU3BOJCTBA.
[TonsiTHe OpraHN3alMOHHBIX JOKYMEHTOB.
l'ocynapcTBeHHas cucreMa JOKYMEHTAllMOHHOTO 00ecreueH s YIIpaBICHHUS.
braHku TOKyMEHTOB M TpeOOBaHUS K HUM.
Buzpl 1 Ha3HauYeHME PACIIOPSAUTEIBHBIX IOKYMEHTOB.
Bunel 1 Ha3HaYeHKME TMYHBIX JOKYMEHTOB.

9. Bunpl 1 Ha3HaYEHUE OPraHU3aLUOHHBIX TOKYMEHTOB.
10. IlpaBuna ciry)xeOHOM MEPENUCKU Ha TMPEIPUSATHH.
11. Knaccuduxauus aemoBbIX 1 KOMMEPUYECKHX THCEM.

12. TloHsATHE W TPUHITUIIBEI OPTAaHU3AIIMN JOKYMEHTOO0O0pOTA.
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13. YkaxuTe TEXHOJIOTHYECKYIO IOCIEAOBATEILHOCTh ATAllOB PaOdOTHI C BXOJSIIMMH
JIOKYMEHTaMHU.

14. Pabota ¢ mruchMaMu U OOpaICHUSIMU TPaK/IaH.

15. ®opmupoBanue u opopmiIeHHE JeIl.

16. TloaroroBka u nepegaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

17. Opranm3zamusi paboOThl C JOKYMEHTaMH, KOTOpPBIE OTHECEHBI K TOCYIapCTBEHHOU
TalHe.

18. OcoOGeHHOCTH BeEHUS IENIONPOU3BO/ICTBA, 00ECICUNBAIONIETO YYET U COXPAaHHOCTh
KOH(pHuAeHIMAIbHON HH(OpPMAIUK U JOKYMEHTOB.

19. TumoBkle OpraHU3alMOHHBIE CTPYKTYPHI CIYKOBI JIETONPOU3BOJICTBA.

20. YcnoBus Tpyaa pabOTHUKOB CITy>KOBI JI€TONTPOU3BOICTRA.

21. YcraB Kak OCHOBHOM OpraHM3allMOHHbBIN JTOKYMEHT.

22. CranpaptHble ¢pa3bl U BRIPAKEHUS JEITOBBIX 1 KOMMEPUECKUX ITHCEM.

23. OcoOeHHOCTH fA3bIKA M CTHJIS CITY>KEOHBIX JOKYMEHTOB.

24. PeKkBU3UTHI MEXIYHAPOIHOTO NUchbMa. OCHOBHBIE PEKOMEHIAIUM IO COCTABJICHUIO
TEKCTOB MEXITYHAPOIHBIX IMHCEM.

25. OyHKIMKA OCHOBHBIX TMOAPA3ACICHUN CIYKObl JOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpaBIeHUS.

26. ABTOMAaTH3MpPOBaHHBIE TEXHOJOTUU OOpaOOTKM JOKYMEHTOB M HX BIHUSHUE Ha
CHUCTEMY JIEJIONPOU3BOACTBA KOHKPETHON OpraHu3allH.

27. CnpaBouHO-MH(GOPMAITMOHHBIC TOKYMEHTHI.

28. CrpyKTypa U cojaep)KaHHE KaApoBOW JoKyMeHTanuu. OpraHu3aluOHHO-KaJpOBBIE
JIOKYMEHTBI.

29. OCHOBHBIE aCNEKTHI KyJIbTYpPbI AE€JIOBON PEUH.

30. Cranmaptuzanusi s3bIKa JOKYMEHTAa. SI3bIKOBBIE TpeOoBaHMS K OGOPMICHUIO
PEKBU3HUTOB JIOKYMEHTA.

8.2. TunoBkIe 3aJaHNA A9 OHEHKH 3HAHMI

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

0) C YBOKEHUEM ...

B) HAMH paccMOTpeHbl Bamu npeanoxenus ...

) B CBSI3H ...

2. JlesITenbHOCTD armapara yrpaBlIeHHs, OXBAThIBAIOIIAs BOPOCH! JOKYMEHTHUPOBAHUS U
OpTraHU3aIH pa0dOTHI ¢ JOKYMEHTaMHU:

a) TOKyMEHTAllMOHHOE 00eCTieueHre YIPaBICHHUS,

0) cTaHIapTU3AIINS;

B) EI'C/1;

T') CHCTEMa JIOKyMCHTAIIHH.

3. JJoKyMeHT, 3aKperIsionui JOJKHOCTHON M YUCIICHHBIN COCTaB MPEANPUITHS C
yKka3zaHueMm (oHsa 3apabOTHON TIIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycras;

B) TIOJIOKCHHUE;

I') LITATHOE pacIUCaHUE.
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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
UCIBITaHUS OTPEMOHTHPOBAHHBIX MAIMH YacTO TPeOYIOT 3aJepkKKu ciecapeil modEpoB Ha
CBEpXypouHyl0 paboTy. Mpbl moAyac CTaJKUBaeMCSi 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
aamuHKcTpanuu [Ipumopckoro kpast numer orBeTHOE nucbMo B OO0 «MHauBuAyM», YTO OHU
TOTOBBI BBIJICJINTh KBOTY Ul UX OpPraHU3alMM Ha SKCHOPT KPyrioro jeca B koauuectse 10 ThIC.
KyO. M.»

8.4. TunoBkie 3aaHUA IJI OHEHKH HABBHIKOB

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

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/AENA 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 TeKyIero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnareeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 OKT0ps.

3ananue 2. CocraBere PACIIOPSAXKEHUE 1o oTkpbITOMY aKIIMOHEPHOMY OOIIECTBY

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

B KOHCTpYKTMBHOM 4aCTH YKaXMT€, YTO B COOTBETCTBUM C THIIOBOM MHCTPYKLHMEW IO
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAX, BeOMCTBax Poccuiickoit denepannn, yTBEPKIACHHON O
pacnopsbkenuto  [IpaButensctBa Poccuiickoit ®Penpepanun 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 MPOXOXKIACHUS TOKYMEHTOB U
CTaHJapThl HA OPraHU3ALNOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALUIO.

B pacnopAnuTensHOM 4YacTH YTBEpAUTE WHCTPYKLMIO M IOPYYUTE 3aBELYHOLICH
KaHLENIsApued 00ecreduTh METOANYECKOE PYKOBOJCTBO OpraHU3aliel AeIoNnpou3BOJACTBA Ha
NPEANPUSTHHA U YCTAHOBUTH KOHTPOJIb 32 COOIOACHNEM TPeOOBAHNN HHCTPYKIIUH.

9. IlepeyeHb OCHOBHOI 1 I0NIOJHUTEJIbHOM y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM 1JIs1
OCBOCHMS THCIMIIIMHBI

9.1. OcHoBHas1 JUTEpaTYpa

1. Ky3uenos, 1. H. [lokymeHTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHToo00poT
U JICJIIONPOU3BOJICTBO : YUeOHUK U IpakTukyM Juis By3oB / M. H. Ky3nenos. — 4-e u3z., mepepad.
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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 : YYeOHUK 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. HBanoBa, A. 0. Pycckuii S3bIK B I€JIOBON JOKYMEHTAIMH : Y4eOHUK /17151 By30B / A. 1O.
NBanoBa. — 3-e uzn., mepepad. u gomn. — Mocksa : M3narenscTBo FOpaiit, 2025. — 129 ¢. —
(Beiciee oOpazoBanme). — ISBN  978-5-534-20345-5. — Tekct : DJIEKTpOHHBIH //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948

2. KazakeBuu, T. A. JlokymeHTOBeaeHUE. JIOKyMEHTAllMOHHBIM CEpBHUC : YYEOHHK H
npakTtukym 11 By30B / T. A. KazakeBuu, A. W. Tkanuy. — 2-e u3a., ucnp. u gomn. — 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. lllyBamoBa, H. H. Opranuzamnus u TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOeCredeHUs
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 1uatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/561048

10. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH ""UHTepHeT",
He00XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHGPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCyLIeCTBJIEHUHN 00pa30BaTeILHOI0 NpoLecca no JUCHUILINHE,
BKJIIOYasl MlepevyeHb MPOrpaMMHOI0 o0ecrneyeHus 1 HHPOPMALMOHHBIX CIPABOYHBIX
cucrTeM (MpH HEOOXOAMMOCTH)

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

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

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - Hay4dHas 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
NPENOJIAIOIINX U M3YYaloIIUX SKOHOMHKY, MTOAOOpKa CIOBApEH, SHIUKIIONEANN, 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 SKOHOMUKH, (PMHAHCOB, MEHEKMEHTA M MapKETHHTa Ha
HPEATIPUATHH.

6. http://www.consultant.ru/ - CipaBo4nas npaBoBas cuctema «Koncynprant [Lmroc»
7. https://rosstat.gov.ru/ — caT demepanbHON CITyKObI TOCYTAPCTBEHHON CTATUCTUKH
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https://urait.ru/bcode/559712
https://urait.ru/bcode/563439
https://urait.ru/bcode/560116
https://urait.ru/bcode/560948
https://urait.ru/bcode/562369
https://urait.ru/bcode/561048
http://biblioclub.ru/
https://urait.ru/
https://elibrary.ru/org_titles.asp?orgsid=14364
http://economicus.ru/
http://www.aup.ru/
http://www.consultant.ru/
https://rosstat.gov.ru/

JINneH3nonHoe NporpaMMHoOe ooecreyeHue:

— Windows (3apy0exHoe, BO3ME3IHOE);
MS Office (3apyOexHO€E, BO3ME3THOEC);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
Koncynprantllmoc:  «Koncynprantllmtoc: Crynent»  (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 (Iperno1aBaHus) — pyCCKUH.

I[Ipu  QopmupoBanum cBoeil HMHAUBUAYaTbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiicss UMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILIMH U MPpodeccrnoHalbHbBIX
MOJIyJIel, OCBOEHHBIX B TIPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromierocs OT He0OOX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHI

VY4eOHbI mpoliecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha MCIOJIb30BaHUU
TPaIUIIMOHHBIX, HWHHOBAIMOHHBIX M WH(OOPMAIMOHHBIX OOPAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunmonHble 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEACTABICHBbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HWCIOIB3YIOTCS B BHJE
HIMPOKOTO TNPUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  0o0pa3oBaTeNbHbIE TEXHOJOTHUU  PEATM3YIOTCS IMyTEM AaKTHUBU3AIUU
CaMOCTOSITEIbHON PabOTHI CTYJIEHTOB B MH(POPMAIIMOHHON 00pa30oBaTEILHON Cpe/ie.

3aHATHSA JIEeKIMOHHOTO THIIA

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

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

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

3aHATHSA CEMHHAPCKOTO0 THIIA

CemuHapckue (MMpaKTUUECKHE ) 3aHATHI TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEISAX 3aKPETICHUs Kypca.

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

AKTHBHOCTH Ha MPAKTUYECKUX 3AHITHIX OLIEHUBACTCS TIO CIEIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpeIjlaraeMbie MpernojaBaTesieM;

— y4acTHie B TUCKYCCHSIX;

— BBIMOJHEHHE MTPOCKTHHIX U MHBIX 33/IaHUN;

— acCHCTHUPOBAHME MPENOJaBaTellio B IPOBEICHUY 3aHATUH.

JlokJtagel U OMIIOHUPOBAHUE JIOKIAJ0B MPOBEPSIOT CTEICHD BIAICHHS TEOPETUYCCKUM
MaTepuaioM, a TaKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.

OrneHuBaHue MPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIUICHHYIO OIEHKY.
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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 JEATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

— CHCTEeMAaTH3alus M 3aKPEIUICHHE MOJIYYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTHUYECKUX

YMEHUH CTYICHTOB;

— yriayOJieHHe U paclInpeHUe TEOPETUYSCKUX 3HAHMIA,
— ($opMHpOBaHHE YMEHUU HUCIOIB30BAaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIIHIO,

CIELUUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

— (GOpMHPOBAaHHE  CaMOCTOSTEIHHOCTH  MBIIUICHHUS,  TBOPYECKONH  WHHIIMATHUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHUIO M 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  OpraHW3allMd  CaMOCTOSITENIBHONH  pabOThI  CTYOEHTOB  BKIIIOUYAECT
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepUaTbHO-TEXHHUUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

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

— LeJb U COoepKaHUE 3aJ1aHNs;

— CPOKHU BBIIIOJIHEHHUS;

— OpPUEHTHUPOBOYHBIN 00beM PadOTEHI;

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

WHucTpyKTax MpOBOIUTCS IMpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJCHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaToOB BHEAYJIUTOPHOM CAMOCTOSITEIIBHOW PabOThI CTYIACHTOB MOXKET
IPOXOJUTH B MMCbMEHHOM, YCTHOW WJIM CMELIaHHOH (opme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBakHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsI TEOPETUUECKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3TJISI0B Ha
OTIIeNIbHBIE BOMPOCHI Kypca, NPUOOpETeHHs] OMNpeAeNEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIBHON TUTEpaTyphl.

[TomemeHust 1s1 caMOCTOSTENbHON pabOThl O00ydaIOIIUXCSl JAODKHBI OBITH OCHAICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJIKITIOYCHHS K ceTu «IHTepHeT» 1 obecrieueHneM
JOCTYyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CpPely OpraHU3alnu.

[Tpu camocTosTeHHON TPOPabOTKE Kypca 00ydaronIuecs JOKHBIL:

— TpOCMaTpUBATh OCHOBHEIC ONpEeIeHUs U (DAKTHI;
— TMOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUHA MaTepHall U JOMOIHUTh €ro

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

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

Haubosee BaKHBIX MOMEHTOB;

— CaMOCTOSITEJIBHO BBIIIOJIHATH 33/1aHUsI, AaHAJIOTUYHBIE ITPEIaraéMbIM Ha 3aHATHUSAX;
— UCHOJB30BaTh AJISi CAMOIIPOBEPKU MaTepuaibl (JOHAA OLIEHOYHBIX CPE/ICTB;
—  BBIIOJIHATH JOMAIIIHUE 33JIaHUS 110 YKa3aHUIO ITPENO1aBaATEIs.
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Pexomenganuu no o0yyennio HHBAJIUA0B U jul ¢ OB3

OcBoeHune MUCHMIUIMHBI HHBaNMUAaMu U nunamMu ¢ OB3 MoxkeTr ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX Tpynmnax. [Ipenmomaraiorcs
CrelMalIbHbIE YCIOBUS IS MTOJTydeHus oOpa3zoBaHus nHBanuaamu u auramu ¢ OB3.

[Tpodeccopcko-nenarornyeckuii coctaB 3HAKOMHUTCS. C TICHXOJIOTO-(PU3NOTIOTUYECKUMU
O0COOCHHOCTSIMU 00y4Jaromuxcss uHBaIuAoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMaMU
peabunuTaruu  WHBaIUAOB (mpu  Hamuwuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENOoJaBaHUs THIOTOPAMH, TIICHUXOJIOTAMH, COLHUATbHBIMU
pabOTHUKAMU, TPOLIECIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOAMYECKMMHU peKoMeHAanusiMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcsi HCIOIb30BaTh COIMUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IIENBIO
OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIie.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3IUYHbIX (popMax: ayauaNbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIECIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCHOJb30BaTh MW QNalTHPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBauI0B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBanugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOydYEHHMsI OOIIET0 W CICIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHAIBLHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTeueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJ1aM WHBaIKUI0B M Jinil ¢ OB3.

dopma TmMPOBEACHUS ATTECTAlMM Ui CTyJAEHTOB-MHBamuioB u Jymn ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PHU3NYECKNX 0COOCHHOCTEN. J{7151 NHBATUA0B
u qur ¢ OB3 mpemycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

- B TEYaTHOW WU JJIEKTPOHHOW Qopme (Ans JUI ¢ HapyUIEHUSIMH OIOPHO-

JIBUTATEIBHOTO amnmnapara);

- B TeyaTHON (opme MM 3JeKTPOHHOU (opMe ¢ YyBEIHMUEHHBIM MIpU(GTOM U

KOHTPACTHOCTBIO (ISl JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEHUs);

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

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

— THUChbMEHHO Ha Oymare uin HabOpoM OTBETOB Ha KOMIIbIOTepE (JIs JIUI] C HApyLICHUSIMU
clIyxa, peun);
— BBIOOPOM OTBETa U3 BO3MOXHBIX BApPUAHTOB C HCIIOJH30BAHUEM YCIYT aCCUCTEHTA (IS

JIUI] C HapYUICHUSIMH OMTOPHO-BUTATEILHOTO aliapara);

— YCTHO (IUIsl TUI| C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO anapara).

[Ipu HEOOXOAMMOCTH ISl OOyYarommxcs ¢ WHBaIMAHOCTHI0 W jmi ¢ OB3 mpomemypa

OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM IJISl OCYIIeCTBJICHHSI
0o0pa3oBaTeIbHOIO Npolecca Mo TUCHUILINHE

YueOHasi ayauTOpHMsA, TpeJHA3HAYCHHAs [UId TPOBEACHHS Y4YeOHBIX 3aHATHH,
MPEAYCMOTPEHHBIX  HACTOSIIIEW  paboueld  mporpaMMol  TUCHUIUIMHBI,  OCHAICHHAas
O60py,Z[OBaHI/IeM 1 TCXHUYCCKUMHU CPCACTBAMUA OGy‘-IGHI/I}I, B COCTAaB KOTOPbIX BXOAAT: KOMIIUJICKTBI
CIeIUATM3UPOBAHHON y4eOHON MeOenu, JOoCKa KJIacCHasl, MyJbTUMEIUUHBINA MMPOSKTOP, IKPaH,
KOJIOHKH, KOMIIBKOTCP € YCTAHOBJICHHBIM JIMICH3UMOHHBIM IIPOTPpaMMHbBIM 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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