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Ilpunooicenue 4

K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

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

Pabouas mporpamma IUCHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECleYeHUe YIpaBIICHUS
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEIbHOW MpOrpaMMbl BBICIIETO OOpa30BaHUS IO
HanpaBienuto  38.03.02  MeHemKMEHT,  HampaBieHHOCTh  (mpoduib)  «YmpaBieHHE
YeJI0OBEUECKUMHU pecypcaMi» U MpeiHa3HaueHa JUls 00ydJarouXcsi O4YHOM U OYHO-3204HOH GopM
o0ydeHusl.

© MHCTUTYT MEXTyHApOIHBIX IKOHOMUYECKUX cBA3eil, 2026.
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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 JJOKYMEHTAMOHHBIM
o0ecrieyeHreM yIpaBJIeHHS;

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKyMEHTaMU;

- OCBOCHUE IOPS/IKa OPTaHU3aALUH PA0OT IO JAETONPOU3BOACTBEHHOMY O0CITYKUBAHUIO.

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

JucuunnuHa «JlokyMeHTaloHHOe 00ecrieueHre YIPaBICHUsD) BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHeKMEeHT, HampaBIeHHOCTh
(mpoduik) mporpamMmsl « Y IpaBiIeHUE YETOBEYECCKIUMH PECYPCaMmy.

3. O0beM JUCHMILIMHBI B 324€THBIX eJUHUIAX C YKA3aHHEM KOJINYeCTBA aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aronuxcs ¢ npenoaasaresieM (1o BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4arImmxcs

OO6mas TpyaJ0€MKOCTh JUCITUIUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

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




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

Kox u HaumenoBanue

Kox m HaumenoBanue

Pe3yabTaTnl 00yyeHus 1o

KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
AUCHUILINHE
BBINIYCKHUKA KOMIeTeHIIUH

OIIK-5 NOIIK 5.1. 3HaTh: OCHOBBI
Crnoco0eH wucmnonb3oBath | OpueHTHpPYETCS B | TOKyMEHTAIlMOHHOTO 00eCreYeHUs
npu pELICHUN | COBPEMEHHBIX B YIpPAaBIEHUU C HCIOJIb30BAHUEM
npo¢eCcCHOHATBHBIX MH(POPMALIMOHHBIX UH(POPMALIMOHHBIX TEXHOJIOTUH.
3a1aqy COBPEMEHHBIE | TEXHOJOTUSX U MPOrPaMMHBIX | YMeTb: MPUMEHSITh COBPEMEHHBIE
nH(pOpMaLOHHbIE CpeICTBax. UH(OPMALlMOHHBIE TEXHOJIOTUU B
TEXHOJIOTHHU u | UOIIK 5.2. npouecce JOKYMEHTAallHOHHOTO
MporpaMMHbIe CpeiCTBa, | Mcrnonb3dyer ans  perieHus | obecrieueHusl.
BKJIIOYasi  ympaBleHUe | mpodeCCHOHATHHBIX 3anad | Baamern: HABBIKOM
KPYIHBIMH ~ MacCHBaMH | COOTBETCTBYIOLIHE UM | OCYULIECTBIICHUS
TAHHBIX u UX | COBPEMCHHBIE JOKYMEHTAIMOHHOTO 00ecTeueHHs
MHTEJJIEKTYaIbHbIH MH(OPMALIMOHHBIE TEXHOJIOTUH | MPO(ecCHOHABHOM 1eATENbHOCTH.
aHaIu3. U TporpaMMHBIE  CPEJICTBa,

BKJTIOYast yIpaBlieHue

KPYITHBIMU MaCCHBAMH JTAHHBIX

U HUX  HMHTEJUIEKTYaJbHBIN

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

HOPMAaTUBHO-IIPaBOBBIMU

JOKYMEHTAIMH 110 yYeTy U

Baanerb: HaBBIKOM peIICHUS 337124

aKTaMH
TPyIOBOH chepsl

COIIHAJILHO-

ABHUKCHUIO ICPCOHAJIA. 1o AOKYMCHTAIlTUOHHOMY

00€CTICUCHHIO B YIIPABJICHHUH.

5. CopepxxanHue 1M CUUILTHHBI

HaumeHnoBaHnue
TeM (pa3aesioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.
OpraHu3anoHHbIE
OCHOBBEI
JIEJIOTTPOU3BO/ICTBA.
biranku OKyMeHTOB

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

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

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

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

CocraBieHre aKTOB
Y TIPOTOKOJIOB

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

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

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

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

KOHTpOHB HUCIIOJIHCHUA JOKYMCHTOB: IIOHATHUC, HA3HAYCHUC, BHUJBI.
[IpuHinel opraHu3ani  KOHTPOJsl. CpOKM HCIOJHEHHS: THUIIOBOM,
WHIUBUTyAIbHBIA. TeXHONOrUsl BEACHUSI KOHTPOJIS. AHAJIW3 UCTIOTHEHUS
JIOKYMEHTOB BYUPEKICHUU.
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B3anmocBs3b peructTpanuu J0KyMEHTOB U HHPOPMALMOHHO- CIIPAaBOYHON
paboTel. Opranuzanus paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIKHOCTHBIE JIMIIA, OCYIIECTBISIOUIME PETUCTPALUMI0O U KOHTPOJIb
MCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.

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

Homenknarypa pgen: mnoHarue. 3HadeHME HOMEHKJIATypbl Jel  AJs
KJaccu(UKaluu JOKYMEHTOB, OINEPATUBHOIO XpaHEHHUs M HUX Mpen
apXUBHOI MOArOTOBKU. Buasl HoMeHknatyp aen. Opranuzanus XpaHeHus
UCTIOJIHEHHBIX JJOKYMEHTOB. (OCHOBHBbIE TpeOOBaHHS HOPMAaTHBHBIX
JOKYMEHTOB, PErjIaMEHTHPYIOIIMX TaHHBI 3Tal JOKyMEHTOOOOpOTa.
OTBETCTBEHHOCTD 33 COXPAHHOCTh JOKYMEHTOB.

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

JIoKyMeHTOOOOPOT Ha COBPEMEHHOM HPEAIPUATHH

DKcrepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HadYeHue. [IpuHuuns n
KpUTEpUU OIPEICICHUS HAy4YHOM, HCTOPUYECKOM U IPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB. OKCIEpTHblE KOMHCCHHU, UX (DYyHKIMH, IpaBa.
Oransl npoBeneHus dkcrepTusbl. OdhopMiieHne pe3ybTaTOB AKCIEPTH3HL.
Cpoxu xpaHeHuUs TOKyMEHTOB. [lepeunn TOKyMEHTOB ¢ yKa3aHHEM CPOKOB
XpaHEHUs, UX BUJIbI, HA3HAYECHUE, CXEMBI ITOCTpOoeHus. I1opsnok nepenaun
JIeJI B apXUB WM YHUYTOKCHHS JOKYMEHTOB.

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

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

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

Ounas ¢popma o0ydeHus1

KonTakTHas padora, yac.

HaumenoBanue teMm
(pa3nesioB)
JTUCHUIIINHBI

3auaTus
JEeKIHOHHOI0
THIIA

CemuHapbl

CamocTosITE b
Has padora,
qac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIEIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

2

2

10

14

Opranu3zannoHHO-
pacnopsiiuTenbHas
JIOKYMEHTAITHS.

OO0m1as XxapaKTepHUCTHKA
CTHJIA CITY>KEOHOM
JIOKYMEHTaluU

13

17

CnpaBoyHoO-
UH(POPMAaLIMOHHbIE
JTIOKYMEHTHI. JlenoBas

11

15




TIepenrcKa.
CocraBiieHHE aKTOB U
MIPOTOKOJIOB

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

12

16

Opranuzanus
JIOKyMEHTO000pOTA.
Opranuzanus
perucTpamnuu
JIOKYMEHTOB ¥ KOHTPOJITh
WCITOJTHEHUS JOKYMEHTOB

10

14

Opranuzanus
OTIEpaTUBHOTO XPAHEHUS
JIOKYMEHTOB.
DopMUpPOBaAHHE JIEIT

12

16

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

12

16

UTOI'O:

14 14

80

108

OuHo-3204Has popma o0OyueHUs

HaumenoBanue teM
(pa3neJioB)
JTUCIHUIIINHBI

KonTakTHas padora, yac.

3ansaTusn
JIEKIIHOHHOT'0 CemuHapbl
THIIA

CamocrosiTeN b
Has pa0ora,
gac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIEeTIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

1 -

13

14

Opranu3zannoHHO-
pacnopsiiuTenbHas
JIOKYMEHTAITHSI.

OO0m1as XxapaKTepHUCTHKA
CTHJIA CITY>KEOHOM
JIOKYMEHTaluU

14

17

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

13

15

PacnopsinurenbHbie
JTIOKYMEHTBI.

13

16




CocraBieHne nIpuKa3os,
yKa3aHWH,
pacIopsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTBI

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

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

7. [ToaroroBka 10KyMEHTOB 1 - 15 16

K MOCJIENYOLIEN
nepegave JOKYMEHTOB B
ApPXUB UK Ha
YHUUTOXKEHHUE

NUTOI'O: 12 4 92 108

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

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

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

BOHpOCbI AJIA CaMOCTOATEC/IbHOI'0 M3YUYCHU S

1. IIpenMeTr JOKYMEHTAIIMOHHOTO OOECTICUEHUs yIIPABICHHMSI.

2. HopMmaTuBHO-IpaBOBbIE  aKThl PETYJHUPYIOT JOKYMEHTAlMOHHOE oObOecreyeHue
yIpaBIeHUS.

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

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

5. Ponb undopmaruu B obecieueHnH 3PPEKTUBHOTO YIIPABICHHUS.

6. VIcTOYHWKY MOTy4YeHUs YIpaBICHIECKON HHGOPMAIIHH.

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



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

10. OpraHu3animoOHHBIE JOKYMEHTHI IPEATPUATHS.

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

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

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

14. TloHsATHS TOKYyMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOoTa.

15. HopmaTtuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE IpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEANIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

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

19. J1okyMeHTOOOOpOT Ha COBPEMEHHOM TMPEATPHUSITHH.

20. KomnbroTepuzaius 10KyMEHTAllMOHHOTO 00eCIIeUeHUs YIIPABICHHUS.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

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

PO

8. IlepeueHb BONPOCOB U TUIIOBBIE 32IaHMS JIJIsl MOATOTOBKHU K MPOMEKYTOYHOM
arrecTaluu

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

1. Obuie HOpMBI, KiIacCUpUKAIMS, YHUPHUKAIMA M CTAaHAApPTU3ALUSA  JEIOBOM
JOKyMEHTALUH

2. IloHATHE TOKYMEHTOOOOPOTA, €r0 KOJIMYECTBEHHBIE U KaUeCTBEHHbIE XapaKTEPUCTUKH.

3. OyHKIMH AETONPOU3BOICTBA.

4. TloHATHE OpPraHU3alMOHHBIX JOKYMEHTOB.

5. TocynapcTBeHHas cuCcTeMa JTOKYMEHTAI[HOHHOTO 00eCTIeYeH sl yIIPaBICHUS.

6. braHku TOKYMEHTOB U TPEOOBAaHUS K HUM.
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7. Bunpl u Ha3HaYEHNE PACHOPSAUTEIBHBIX TOKYMEHTOB.

8. Bujapl 1 Ha3HAUEHUE TUYHBIX JOKYMEHTOB.

9. Bunpl u Ha3HaYeHNE OPraHU3aLMOHHBIX TOKYMEHTOB.

10. IpaBuna ciayxeOHON NEpEenUCKH Ha MPEATIPHUATHN.

11. Knaccudukanus 1eI0BbIX 1 KOMMEPYECKUX TTHUCEM.

12. TloHsTHE M MPUHLMIIBI OPTaHU3AIMH JJOKYMEHTOO00POTA.

13. YkaxuTe TEXHOJOTHYECKYIO IOCIEAOBATEIBHOCTh ATAllOB PaOOTHI C BXOJSIIUMH
JIOKYMEHTaMHU.

14. Pabota ¢ mruchMaMu U OOpaICHUSIMU TPAK/IaH.

15. ®opmupoBanue u opopmiIeHHE JeIl.

16. TloaroroBka u nepegaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

17. Opranm3aiusi pabOThl C JOKYMEHTaMH, KOTOpPBIE OTHECEHBI K TOCYIapCTBEHHOU
TalHe.

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

19. TumoBkle OpraHU3alMOHHBIE CTPYKTYPHI CIYKOBI JIETONPOU3BO/ICTBA.

20. YcnoBus Tpyaa paOOTHUKOB CITy>KOBI I€TONTPOU3BOICTRA.

21. YcraB Kak OCHOBHOM OpraHM3allMOHHbBIN JTOKYMEHT.

22. CranpaptHble ¢pa3bl U BRIPAKEHUS JEIOBBIX 1 KOMMEPUYECKUX ITHCEM.

23. OcoOeHHOCTH fA3bIKA U CTHJIS CIIY>KEOHBIX JOKYMEHTOB.

24. PeKkBU3UTHI MEXIYHAPOIHOTO NuchbMa. OCHOBHBIE PEKOMEHIAIIUM IO COCTABJICHUIO
TEKCTOB MEXIYHAPOHBIX IMHCEM.

25. OyHKIMH OCHOBHBIX TMOAPA3ACICHUN CIYKObl JOKYMEHTAIMOHHOTO OOECTICYCHHS
yIpaBIeHUS.

26. ABTOMAaTH3MpPOBAaHHBIE TEXHOJOTUM OOpaOOTKM JOKYMEHTOB M HX BIHUSHUE Ha
CHUCTEMY JICJIONPOU3BOACTBA KOHKPETHON OpraHu3allH.

27. CnpaBouHO-MH(GOPMAITMOHHBIC TOKYMEHTHI.

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

29. OCHOBHBIE aCNEKTHI KyJIbTYpPbI AE€JIOBON PEUH.

30. Cranmaptuzanus s3bIKa JOKYMEHTAa. SI3bIKOBBIE TpeOOBaHUs K OGOPMICHUIO
PEKBU3HUTOB JIOKYMEHTA.

8.2. TunoBekIe 3aJaHNA A9 OLEHKH 3HAHMI

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

0) C YBOKEHHUEM ...

B) HAMH paccMOTpeHbl Bamu npeanoxeHus ...

) B CBSI3H ...

2. JlesITeNpHOCTD almnapara yrpaBlIeHHs, OXBAThIBAIOIIAS BOIPOCH! JOKYMEHTHUPOBAHUS U
OpTraHU3aIH pa0dOTHI ¢ JOKYMEHTaMHU:

a) TOKyMEHTAllMOHHOE 00eCTieueHre YIpaBICHHUS,

0) cTaHIapTU3AIINS;

B) EI'C/1;

T') CHCTEMa JIOKyMCHTAIIHH.

3. JJoKyMeHT, 3aKperIsonui JOJUKHOCTHON M YMCIICHHBIN COCTaB MPEANPUITHS C
yKka3zaHueMm (hoHsa 3apabOTHON TIIATHI:

a) TOJKHOCTHAsI MHCTPYKLUS;

0) ycras;
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B) TIOJIOKCHHUE;
I') LITATHOE pacIUCaHUE.

8.3. Tunosble 3a1aHUA 1JI51 OEHKU YMEHHI

3aganme 1. Odopmure ITOKYMEHT, HUCHONb3Yysd HH(OPMAIMOHHBIE TEXHOJIOTUH, B
COOTBETCTBUU C TpeOOBaHUsIMHU coBpeMeHHoro nenonpounsoactsa) [OCT P 6.30 — 2003).

PykoBoauTento aBTOpeMOHTHOTO cantoHa Ileckapény.

Obpamarocs kK Bam ¢ HacTosimmie MOoKIaaHOW MO cleayromieMy moBoay. KoHTpobHbIe
UCTIBITAHUS OTPEMOHTHPOBAHHBIX MALIMH 4YacTO TPeOyroT 3alepXKKu ciecapedl modEpoB Ha
CBEpXypouHyI0 paboTy. Mpbl mojyac cTajgkuBaeMcs C TPYAHOCTSIMH 1O O(OpMIIEHUIO
CBEPXYpOUHBIX B Oyxranrepun. [loaTomy Bam cpouno HeoOXoauMo pa3o0paThCs B 3TOM BOIIPOCE
1 00ecreunTh MPUHITHE HEOOXOJUMBIX MEp IO BHIIIECKa3aHHOMY .

Hauvaneauk mactepckoit noanucs H.M. CMupHOB

3apanue 2. CoctaBbTe JOKYMEHT, 0()OPMHUB BCE HEOOXOAMMBIC PEKBU3HTHI.

CocraBpTe IHCHMO-OTBET: «KoMHuTET 10 BHEMIHEIKOHOMHYECKUM CBSA3SIM npu
anmMuaucTpauuu [Ipumopckoro kpas numer oTBeTHOoe MUCbMO B OO0 «HauBUIyM», 4TO OHU
TOTOBBI BBIACIIUTL KBOTY Ul UX OpTraHHU3alli Ha SKCIIOPT KPYIJIOro JieCa B KOJIMYCCTBC 10 THIC.
Ky0. M.»

8.4. TunoBkle 3agaHu 1JI9 OLEHKH HABBLIKOB

3ananue 1. CocTaBbTe pacmopsIUTENbHBIE JTOKYMEHTHI, HEOOXOJUMBIE B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

C uenbio MpUBJIEYEHHUS CPEICTB s OOECeueHHs MPOU3BOJACTBEHHON AEATEIbHOCTU
rerepanbHblil qupekTop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTAO0ps TeKyIIero rojaa
W3/1J1 IPUKA3 O CO3/IaHNH KOMMEPUYECKOTr0 OT/IeIa B COCTABE 3 IITATHBIX €IMHUILL: KOMMEPYECKOTO
mupekTopa — 1, Bemymero cmenuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npennpustus ['opsiueBy [.A. ObUIO0 MOpyUYEHO MPEACTABUTH HA YTBEP)KIEHUE HOBOE ITATHOE
pacnucaHue npeanpusaTrs Ha 4 KBapTai Tekyuiero roga k 1 oktsopst. Kommepueckomy nupexkropy
UrnareeBy T.H., KoTOpbIii 3aBU3UMpOBaj MPOEKT MpHKa3a, MPEANUCAHO 3aKOHYHUTh
KOMILJIEKTOBAHHUE OT/IeJIa KaJJpaMH C BBICIIMM SKOHOMUYECKUM 00pazoBaHueM K 10 oKTa0ps.

3ananme 2. CocraBbre PACIIOPSI)KEHUE 10 OTKpBITOMY aKIIMOHEPHOMY OOIIECTBY

«HoBocubOupckuii 3aBoJi XUMKOHIIEHTPAaTOB» 00 YTBEPXKACHUU HWHCTPYKLUUU TIO
JEJIONPOU3BO/JCTBY Ha 3aBOJE.

B KOHCTpYKTMBHOW 4acCTH YKa)KHUTE, YTO B COOTBETCTBUHU C THIMOBONH MHCTPYKIMEH IO
JIeJIONIPOU3BOJICTBY B MMHUCTEPCTBAX, BegoMcTBax Poccuiickoit denepanuu, yrBepKICHHON 110
pacnopsbkenuto  [IpaButensctBa Poccuiickori  ®enepauun ot 24.06.19 1. Nelll8-p
npenceaarenem Komurera no nenam apxusos npu [Ipasutenscrse PO P.I'. ITuxos, u ¢ TOCT P
7.0.97-2016 xaHmenspueld 3aBoja pa3padOTaHBl TOPAIOK TPOXOXKICHUS JOKYMEHTOB U
CTaHJapThl HA OPraHU3aALMOHHO-PACTIOPSIIUTENBHYIO JOKYMEHTALUIO.

B pacnopsauTenbHONM 4YacTHM YTBEPAMTE HMHCTPYKIMIO W TOPYYUTE 3aBEAYIOIICH
KaHIENIsIpreld 00ecreynTh METOINYECKOE PYKOBOJCTBO OpraHU3aIlMel JeIoNnpou3BOJICTBA Ha
HOPEINPUSITHH U YCTAaHOBUTH KOHTPOJIb 32 COOII0OeHHEM TpeOOBaHUI HHCTPYKIIUH.
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9. IlepeyeHb OCHOBHOI U JONOJHUTEJIbHOH Y4eOHOH JIMTEPATYPbI, HEOOXOAMMO 1JIA
OCBOECHUS TUCHMUILINHBI

9.1. OcHOBHas JqUTeEpaTypa

1. Ky3nenos, 1. H. JlokymeHTanmoHHoe oOecrieueHue ynpasineHus. JJokyMmeHToo00poT
U JICJIONPOU3BOCTBO : YIeOHUK M mpakTukyM i By30B / U. H. Ky3nenoB. — 5-e u3j., mepepao.
u gon. — Mocksa : UznarensctBo FOpaiit, 2025. — 425 c. — (Bricmiee oOpa3oBanue). — ISBN
978-5-534-20027-0. — TekcT : anextpoHHbIH // ObpazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/581143

2. I'posoga, O. C. [lenonpousBoacTso : yueOonuk st By30B / O. C. 'pozoBa. — 2-¢ u3.
— Mockaa : U3natenbctBo FOpaiit, 2025. — 131 ¢. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekct : anmexkTpoHHbIH // O6pa3oBarenbHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/563439

3. Hoponuna, JI. A. Opranuzanusi U TEXHOJOTHS JOKYMEHTAIlHUOHHOTO OOECTICUCHHs
yIpaBJIeHUs : yUeOHUK U MpakTHKyM 17 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3 1.,
nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2026. — 270 c. — (Bsicmiee oOpazoBanmue).
— ISBN 978-5-534-16016-1. — Tekcrt : anexTpoHHbIH // O6pazoBaTenbHas miatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/583339

9.2. lonoiHUTE/IbHAS JIUTEPATypa

1. MBanoga, A. FO. Pycckuii sS3bIK B JITOBOM JOKYMEHTAIMH : YY€OHUK ISl BY30B / A.
1O. UBanoBa. — 3-e u3a., nepepad. u non. — Mocksa : U3narensctBo KOpaiit, 2026. — 129 c.
— (Bpicmiee oOpazoBanme). — ISBN 978-5-534-20345-5. — Tekct : 2JeKTpOHHBIA //
ObpazoBarenbHas wiatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/598501

2. KazakeBuu, T. A. JlokymeHToBeneHnue. JIOKyMEHTAIIMOHHBIH CEPBHC : YUYECOHUK H
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2026. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextpoHsbli // OOpasoBarenbHas 1uatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/584928

3. IllyBanoBa, H. H. Opranuzanus u TEXHOJOTUS JOKYMEHTAI[MOHHOTO OOECTICueHUs
yrmpasieHus : yueOHuk s By3oB / H. H. lllyBanoBa. — 3-e uza., mepepab. u qon. — Mocksa :
WznarensctBo FOpaiit, 2026. — 234 ¢. — (Bricmiee oOpa3oBanue). — ISBN 978-5-534-20347-9.
— Tekcr : onexktponHbiii // OOpazoBatenbHas matdopma HOpaiit [caitit]. — URL:
https://urait.ru/bcode/583833

10. Ilepeyens pecypcoB HH(pOPMALHOHHO-TEJIEKOMMYHHUKANMOHHOI ceTH ""UHTepHeT",
He00XO0IMMBIX VISl 0CBOCHHUS! JMCHUIIMHBI H HH(POPMALMOHHBIX TEXHOJIOTHIi,
HCIIO0JIb3yeMBbIX IPH OCYLIEeCTBJICHUH 00Pa30BaTeJbHOI0 NpoLecca no JUCHHUIINHE,
BKJII0Yasl NepedeHb NPOrpaMMHOro obecrnevyeHnst 1 HHGPOPMAIMOHHBIX CIIPABOYHBIX
cucTteM (MpH HEOOXOAMMOCTH)

1. http://biblioclub.ru - 3BC «YHuBepcuTeTcKas OnbInoTeKa OHIaH»

2. https://urait.ru - 9BC «O6pa3oBarenbHas miardgopma FOpaidT»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - Hay4yHas SJEKTpOHHas OMOIMOTEKA
(HOb) «eLIBRARY.RU»

4. http://economicus.ru - SKOHOMHYECKHH TOpTal, TJE€ TMpEACTaBIeHBl padoThl H
Oouorpaduu U3BECTHBIX KOHOMHCTOB, MPO(PECCHOHAIBHBIA KaTaJOT YKOHOMHYECKUX PECYpPCOB
WutepHer, OSKOHOMHYECKass KOH(EPEHIMs, Yy4eOHO-METOIUYECKHE  MaTephaibl s
NPENOAAIONINX U N3YYAIOIINX 3KOHOMHKY, OJ00pKa ClIoBape, SHIIMKIONEANH, CIPaBOYHUKOB
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https://urait.ru/bcode/581143
https://urait.ru/bcode/563439
https://urait.ru/bcode/583339
https://urait.ru/bcode/598501
https://urait.ru/bcode/584928
https://urait.ru/bcode/583833
http://biblioclub.ru/
https://urait.ru/
https://elibrary.ru/org_titles.asp?orgsid=14364
http://economicus.ru/

M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HanOoJiee TMOJHOE COOpaHue JCKIHUHA IO
HYKOHOMUYECKON TEOPHUHU.

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

6. http://www.consultant.ru/ - CipaBounas npaBoBas cuctema «Koncynprant Ilmroc»

7. https://rosstat.gov.ru/ — caiT denepanbHON CITyKObI TOCYTAPCTBEHHON CTATUCTUKH

JINneH3noHHoe NporpaMMHoOe odecreyeHue:

Windows (3apy0exHoe, BO3ME3THOE);
MS Office (3apyOexHOE, BO3ME3IHOEC);
Adobe Acrobat Reader (3apy0esxHO€, CBOOOIHO pacIpOCTPAHIEMOE);
Koncynprantllmoc:  «Koncymprantllmoc: Crynent»  (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);

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

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

11. MeToauveckne yKazaHus AJs1 00y4aIOIIHUXCH M0 OCBOCHUI0 THCHMUILINHBI

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

I[Ipu  QopmupoBanum cBoel HMHAUBUAYATbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiicss IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILINH U MPpodeccrnoHalbHbBIX
MOJIyJIel, OCBOEHHBIX B TIPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromerocs OT He0OX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHU

VY4eOHbI mpoliecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha MCIOJIb30BaHUU
TPaIULIMOHHBIX, WHHOBAIIMOHHBIX M WH(OOPMAIMOHHBIX OO0PAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunuonHble 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEACTABICHBbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTeNIbHBIE TEXHOJOTUU HWCIOIB3YIOTCS B BHJIE
HIMPOKOTO TNPUMEHEHHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OPM MPOBENCHUS 3aHATUM.
Nudopmannonnsie  00pa3oBaTeNbHbIE TEXHOJOTUU  PEATH3YIOTCS IMyTEM AaKTHUBU3AIUU
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(POPMAITMOHHON 00pa30BaTEILHOM Cpe/ie.

3aHATHSA JIeKIMOHHOTO THIIA

JIeKIMOHHBI KypC TMpeAnoyiaraeT CHUCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIPOCOB y4€OHOTO IJIaHA.

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

JlekMoHHBIA KypC AO/DKEH JaBaTh HAMOOJBIINN 00beM MH(pOpMauu U 0OeCTieUnBaTh
Oonee TiyOOKOe MOHUMaHUE Y9eOHBIX BOIPOCOB MPHU 3HAYUTEIHLHO MEHBIIEH 3aTpaTe BPEMEHH,
4yeM 3T0 TpedyeTcsi OOJIBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHS CEMHHAPCKOT0 THIIA

CemuHapckue (MMpaKTUUECKUE ) 3aHATHSI TPEICTABIISIOT COOOM JIeTaTU3aIHIO JICKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEJSAX 3aKPETICHUs Kypca.

OcHoBHOM (opMOI TIpOBEEHUS CEMHUHAPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxJeHue HamOojee MPOOJIEMHBIX M CIIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHye 3aaad U pa3dop MPUMEPOB M CUTyallMid B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoaaBaTelis BXOIIT: OKa3aHUE METOAMYECKON MOMOINY U KOHCYJIHTHPOBAHHE CTYACHTOB 1O
COOTBETCTBYIOIIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3AHITHIX OLICHUBACTCS 1O CIEIYIONINM KPUTEPHSIM:
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— OTBETHI Ha BOIMPOCHI, MIPEJIaracMble MperogaBaTeseMm;
— y4YacTHe B IUCKYCCHSX;
— BBIIIOJIHEHUE IPOEKTHBIX U UHBIX 3aJJaHUN;
— aCCHUCTHpOBAHUE MPEMNOIABATEIO B IPOBEICHUH 3aHATUH.

Joxnaasl 1 ONMNOHUPOBAHUE JTOKJIAJO0B MPOBEPSIOT CTENECHb BJIAJCHHUS TEOPETUUYECKUM
MaTepHalioM, a TaK’Ke KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUN.

OueHnBaHuE TPAKTUYECKUX 33JIaHUN BXOAUT B HAKOIUICHHYIO OLICHKY.

CamocTrosiTesibHAsi padoTa 00yYarOIMXCst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpEeTEeHUs] CTYACHTOM HOBBIX 3HaHUM, yMEHHH 03 HemocpeICTBEHHOro0 Yy4acTus
MpernoaaBaTels, XapaKTepU3yIOIMCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

— CHCTEeMAaTH3alus M 3aKPEIUICHHE MOJIYYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTUYECKUX

YMEHHUH CTYJEHTOB;

— yriyOJieHre U paclIMpeHUe TEOPETUYECKUX 3HAHMUIA;
— (¢opMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIHIO,

CIELUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

— (GOpMHPOBaHHE  CaMOCTOSATEIHHOCTH  MBIIUICHHUS,  TBOPYECKONH  WHHIIMATHUBHI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHUIO M CAMOpPEaIN3alluu;

— pa3BUTHUE UCCIIEIOBATEIbCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBHAYAIBHO WU TPYIIaMU
CTYJIEHTOB B 3aBUCUMOCTH OT L€/, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHON TEMATHUKH.

TexHonorust  OpraHMW3allMd  CaMOCTOSITENIBHOH  pabOThI  CTYIOEHTOB  BKIIIOYACT
HCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepPHATbHO-TEXHHUUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBIIOJIHEHHEM OOYYaIOMIUMHKCS BHEAYJIUTOPHOM CaMOCTOATEIBHONH paboThI
MpPEnoiaBaTelib MOXET MPOBOAUTh HHCTPYKTaX IO BBIMOJHEHHUIO 3aJlaHus. B HHCTpyKTax
BKJIFOYAETCS:

— LeJb U COoepKaHUE 3a]1aHNs;

— CpOKHU BBIIIOJIHEHHUS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

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

WHucTpyKTax MpoBOJUTCS MpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

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

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBakHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsSI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3IJISI0B Ha
OTIIeNIbHBIE BONPOCHl Kypca, MNPUOOpETeHHs OINpeAENECHHBIX HABBIKOB U HCIHOJIb30BaHUS
npodeccuoHaIbHON TUTEpaTyphl.

[TomemeHust 11 caMOCTOSATENbHON pabOThl O00yUaIOIIUXCS JAODKHBI OBITH OCHAICHBI
KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTu «IHTepHeT» 1 obecrieueHneM
JOCTYyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CpPely OpraHU3allnu.

[Tpu camocTosATepHON TPOPabOTKE Kypca 00ydaronuecs JOKHBIL:

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

C YYETOM PEKOMEHI0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;
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— H3Y4YUTh PEKOMEHJIOBAHHYIO JIMTEPATYpPy, COCTABIATH TE€3UCHI, aHHOTALUU U KOHCIIEKTBI
HanOoJiee BaKHBIX MOMEHTOB;

—  CaMOCTOSITEJIbHO BBIIIOJIHATD 3a/IaHUs], AaHAJIOTUYHBIC [IPEUIaracéMbIM Ha 3aHATHUSAX;

— HCIIOJIb30BaTh Ul CAMOIPOBEPKU MaTepHalibl (POH/IA OLCHOYHBIX CPE/ICTB;

—  BBIIIOJIHATH JOMAIIHUE 33JaHUs 110 YKAa3aHUIO IIPETI01aBaATEIIs.

Pexomenaanum mo o0y4eHno mHBaIua0B 1 aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATHAAMH U JuiiaMmu ¢ OB3 MoxeT ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTUMHU OOyYalOIIMMHCSA, TaK W B OTHENbHBIX Tpynmax. [Ipenmomararorcs
cHelualbHbIe YCIOBUS Ui MOJydeHus oO0pa3zoBaHus HHBaIWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-niearornyeckuii cocTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PHU3UOTIOTUYECKUMU
0COOCHHOCTSIMU O0Oy4Jaromuxcsi uHBaiauaoB U jul ¢ OB3, uHauBUAYyanbHBIMU MPOrpaMMaMU
peabunuranuy  WHBaMUAOB (mpu  Hamuuuu). llpu  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIONTHUTENIbHAS TOJJEpKKa TMPEnoJaBaHusl ThIOTOPaMH, TIICUXOJOTaMH, COLHUAJIbHBIMU
paboOTHUKAMU, TIPOIICIIMMH IMOATOTOBKY aCCHCTCHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUYECKUMHU peKoMeHanusMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEAINONaracTcsi HCIONIb30BaTh COIUATBHO-aKTUBHBIE U
pedraekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIBTYPHOH peaOWINTAllUd C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJIEHHWU MOJHOIIEHHBIX MEXKIUYHOCTHBIX OTHOILIEHUH C JPYTUMU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYJCHYECKOH TpyTIIe.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YUYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayIuanbHON, BU3YyaIbHOM, C UCIOJI30BAHUEM CHEIHAIbHBIX
TEXHUYECKUX CPEACTB U NH(DPOPMAIIMOHHBIX CHCTEM.

Menuamarepuansl TakKe ClEAyeT HCHOJIb30BaTh M aJanTHPOBaTh C  Y4ETOM
WHAUBUAYATBHBIX OCOOEHHOCTEH 00yueHuss nHBau 0B 1 uI] ¢ OB3.

OcBoeHue OUCHMIUIMHBI HHBamugamMu © Junamua ¢ OB3  ocymectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHsI OOIIEro W CHEIUAIBHOTO Ha3HAYCHHUs (IIEPCOHATBHOTO U
KOJUIEKTUBHOI'O HCII0JIb30BaHUA). MaTepuanbHO-TEXHUYECKOE OOecreueHne MpeaycMaTpuBaeT
npucnocoOIeHrne ayAuTOpHil K Hy>KJaM WHBanuUI0B U ui ¢ OB3.

dopma TMNpPOBENECHUS AaTTECTAlUM JUISl CTYJAEHTOB-UHBaIuMgoB u Jmi ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHIUBHIyATbHBIX TICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 NHBaTUI0B
n i ¢ OB3 npexycmarpuBaetcst nocTymHas (GopMa MpenocTaBiIeHUs 3aJaHUN OIICHOYHBIX
CPENCTB, @ UMEHHO:

— B TEUATHOW WIU DJICKTPOHHOW Qopme (Ans JUI ¢ HapYIICHHSMH OIOPHO-

JIBUTATEILHOTO ammapara);

- B Ie4yaTHON ¢GopMe WM DJICKTPOHHOW (opMe C YBEIMYECHHBIM MIPUPTOM H

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

— METOJIOM YTSHHS aCCHUCTEHTOM 3a/IaHus BCIYX (IUIsI JTUI] C HAPYIICHUSIMU 3PCHHUS).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTpUBaeTCs JOCTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— THUChbMEHHO Ha Oymare uiu HabOpoM OTBETOB Ha KOMIIbIOTEpe (JIsl JIUI] C HApYyLICHUSIMU
clIyxa, peun);
— BbIOOPOM OTBETa U3 BO3MOXHBIX BApPUAHTOB C MCIOJIb30BAHUEM YCIYyT acCUCTEHTa (I

JUI C HAPYUIEHUSIMUA ONTOPHO-/IBUTATENILHOIO aIlapaTa);

— yCTHO (U151 JIULI C HAPYUICHUSIMU 3PEHUS, OTIOPHO-JIBUTATEIBHOTO anmnapara).

[Tpu HEoOxommMocTH JyIsi O0ydYaroImMXcs ¢ WHBAIMIHOCTRIO U jull ¢ OB3 mpouemypa

OIICHUBAHMSI PE3YJIbTATOB O0YUEHUS MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

16



12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM IJISl OCYIIEeCTBJICHHSI
o0pa3oBaTeIbHOIO Npolecca Mo TUCHUILINHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs Ui TPOBEICHUS Y4YeOHBIX 3aHSTHUH,
MPEAYCMOTPEHHBIX ~ HACTOSIIIEW  paboueld  mporpaMMo  IUCHMIUIMHBI,  OCHAICHHAs
000pyI0BaHHEM M TEXHHUYECKUMU CPEJICTBAMHU OOYUYCHHSI, B COCTAB KOTOPBIX BXOIST: KOMIUICKTHI
CIeNUATM3UPOBAHHON y4eOHON MeOenu, JOoCKa KIIacCHAasl, MyJbTUMEIUUHBINA MMPOSKTOP, IKPaH,
KOJIOHKHM, KOMITBIOTED C YCTAaHOBICHHBIM JIMIICH3MOHHBIM TIPOTPAMMHBIM OOECreYeHHeM, C
BBIXOJIOM B ceTh «IHTEepHET» U JOCTYNOM B 3JIEKTPOHHYIO0 MH(POPMAIIIOHHO-00pa30BaTEIbHYIO
cpeny.

IomemneHnue 11l CAMOCTOSITEILHOI Pad0ThI O0YJAIOIINXCS — ayAUTOPHSI, OCHAIIICHHAS
CIEIYIOIIMM 000PYJOBaHHEM U TEXHUYECKUMU CPEACTBAMH: CIICHUATH3UPOBAaHHAS MEOENb AJis
npenoaaBatess U 00yJaroIuxcs, Jocka yueOHas, MyJIbTUMEIUHHBIA IPOEKTOp, 3KpaH, 3ByKOBBIE
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEpPCOHATbHBIE KOMIBIOTEPHI ISl PaOOTHl OOYyYarOIIUXCS C
YCTaHOBJICHHBIM JIMIICH3MOHHBIM IIPOrPaMMHBIM OOecTieYeHIEM, C BBIXOJIOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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