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lpunoscenue 4

K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

no nanpasienuro noocomosxu 38.03.01 Sxonomuxa,

HanpagienHocms (npoghunv) « busnec-ananumuxa u yugposas 3KkOHOMUKA»

Pabouas nporpamMMa JTUCHUILTUHBI «JlOKyMEHTOOOOPOT U JEIONPOU3BOJICTBOY» BXOJHUT B
COCTaB OCHOBHOW 00pa3oBaTelNbHOW MPOTrpaMMbl BBICIIETO 00pa30BaHUs 10 HAIPABIICHUIO
noarotoBku 38.03.01 DxoHoMuUKa, HanpaBIeHHOCTD (poduis) «busHec-aHanuTHKa U U poBas
SKOHOMHKA U MpeAHa3HaYEHA T 00YUaIONIUXCsl OYHON U OYHO-3a09HON (popM 0OydeHMS.

© MHCTUTYT MEKIyHAPOJAHBIX SKOHOMUYECKHX CBsizel, 2023.
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1. ean u 3aaa4M TUCHUILIUHBI

Heas aucuuninubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
O6y‘IaIOH_[I/IX 3HAaHUHU TCOPCTUUCCKHUX U NPAKTUICCKHUX OCHOB CO3AaHUA NOKYMCHTOB YIIPAaBJICHUA,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PEKTHBHON OpraHu3allid COBPEMEHHOTO
ACJIOMPOU3BOJACTBA HA NPCAINIPUATHUAX U B OpraHrU3alHAX.

3agauyu TUCHUILINHBI:

— WU3yYydTh  3aKOHOJATENbHbIE M  HOPMATHBHO-METOJMYECKHE  JOKYMEHTHI,
periaaMeHTHPYIOIUEpadoTy C TOKYMEHTaMU OpTaHU3aIiH;

— O3HAKOMUTH C MPABUJIAMHU COCTABJICHUS U 0(OPMIICHHS YIIPABICHYECKUX TOKYMEHTOB;

— H3YYUTH MOPSIIOK PaOOTHI C THUHBIMH U CITY)KEOHBIMH TJOKYMEHTAMU;

— copMHpOBaTh HABBIKM COCTaBJICHHA U O(OPMIICHHS OCHOBHBIX JIOKYMEHTOB
yIpaBJIECHUS;

— H3YYHUTh paboTy CIIyKObI JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPaBICHUS;

— O3HAaKOMHUTH  CiIymiateaeil ¢  COBPEMEHHBIMH  TEXHOJOTHSIMH  OpTraHu3aluu
JOKYMEHTOOOOPOTAPEANPUATUNA 1 OpraHU3aLui.

2. MecTo AMCHMILVINHBI B CTPYKTYpPe OCHOBHOM NPO()ecCHOHAILHOM
00pa3oBaTeILHOM MPOrpaMMbl BbICIIET0 00Pa30BaHUS

JucuunnuHa «J{lokyMeHTO0O0POT U AETONPOU3BOICTBOY» BXOIUT B 0053aTE€IbHYIO YacTh
ydaeOHOro mmiaHa 1o HampaBieHuro noarorokd 38.03.01 DxoHoMmMHUKa, HaANpPaBIEHHOCTH
(mpoduie) mporpammel «bu3Hec-aHanUTHKA U TU(DPOBas SKOHOMHUKA).

3. O0beM JHCHHUILIMHEI B 32aYeTHLIX ¢IHHHUIIAX U aKaJeMHYEeCKHX Yacax ¢
YKa3aHHEM KOJIM4YeCTBA aKaJeMUYeCKHX YaCOB, BbI/IEJIEHHbIX HA KOHTAKTHYIO padoTy
00y4arouuXxcH ¢ npenogaBaresieM (1o BUAaM Y4eOHbIX 3aHATHI) U HA CAMOCTOSAITEJILHYIO
padoTty o0y4aromuxcs

OO61mast TpyJ0EMKOCTh JUCIUILINHBI COCTABISAET 3 3a4€THBIC eIUHUIIBI, Bcero — 108 yacos.

Bcero yacoB
Bup y4yeOHoii padoThI ouHast opma O4YHO-3a04Has
oOyJeHus dhopma oOydeHust
KonTakTHasi paGora ¢ npenoaaBareseM (Bcero) 20 8
B Tom uncrne:
3aHATHSA JIEKIIMOHHOI0 THUIIA 14 6
3aHATUS CEMUHAPCKOTO TUMIA (CEMHHAPHI) 6 2
CamocrosiTesibHasi padoTa (Bcero) 88 100
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
OO0mas TpyA0€MKOCTb 1M CHUITHHBI 108




4. [lepevyeHb MJIaHNPYeMbIX Pe3yJIbTATOB 00yUeHHS MO TUCIUIIUHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTe/IbHON NPOrPaMMbl

Koa v HanmMeHoBaHue

Koa v HaumMeHoBaHue

I[InanupyemMble pe3ybTaThl

KoOMIleTeHIInu (Uif) HHIMKATOPA TOCTHKEHUS
00y4YeHHs MO TUCIHUILINHE
BBINNYCKHUKA KOMIETEeHI[HN
OIIK-5 NOIIK 5.1 3HaTh: AJIEKTPOHHBIN
Crnocoben  ucnonb3oBaTh | MIMeeT mpeacraBieHue o JIOKYMEHTOOOOPOT.
COBpEMEHHBIE COBPEMEHHBIX YMeTb: BHIOUPATH COBPEMEHHBIE
nH(pOPMAaLOHHbIE UH(POPMALIMOHHBIX UH(POPMALIMOHHBIE  TEXHOJOTHH
TEXHOJIOTUHU U | TEXHOJIOTHUSIX U npu OpraHu3aIuu
MpPOrpaMMHBIE  CPENICTBA | MPOTPAMMHBIX CPEICTBAX, JOKYMEHTO000pOTa.
npu pelieHnr | HeoOXOIUMBIX AJis peumieHus: | Baagers: OTIBITOM
npodeccnoHaTbHBIX npohecCHOHANBHBIX 3a]1ad. UCTIOJIb30BaHUS COBPEMEHHBIX
3a7au4. HOIIK 5.2 WH()OPMAITMOHHBIX ~ TEXHOJOTHH
OcymiecTBisiTh ~ BBIOOp U | TIpU OpTraHU3aIuN
NPUMEHEHHE COBPEMEHHBIX | JOKYMEHTO00O0pOTa.
UH(POPMALIMOHHBIX
TEXHOJOTUI U MPOrpaMMHBIX
CPEICTB MPHU PEIICHUH 3a7ad
npodecCHOHATbHON
JIESITEIbHOCTH.
IIK-3 HIIK 3.1. 3HaTh: OpraHu3alMOHHbIE
Crioco0eH BBICTpanBaTh [Tonnmaet ocoGeHHOCTH OCHOBBI JOKYMEHTaIlMOHHOTO
KOMMYHHKAITMOHHYO npodeCcCHOHATBHON obecrieueHus
CTPaTETHIO U KOMMYHHKAIIH, B T.4. HA BHEITHEOKOHOMUYECKOU
OCYIIECTBIISTh AHTJIUHCKOM SI3bIKE. JESITEIbHOCTH.
OpraHU3alMOHHOE U HIIK 3.2 Ymers: OCYILECTBIIATH
JOKYMEHTAIlMOHHOE OcyiecTBisier JIOKYMEHTAIMOHHOE
obecrieyeHne OpraHu3aIMOHHOE COTIPOBOKICHHE
SKOHOMUYECKOH obecrieueHne npodecCHOHATbHON
JeSTeNbHOCTH YKOHOMUYECKOM JESTEIILHOCTH.
JESITEIbHOCTH. Baanern: CIOCOOHOCTBIO
HIIK 3.3 OCYILECTBIISTh
OcyiecTBisier JOKYMEHTAllMOHHOE oOecreyeHue
JIOKYMEHTAI[MOHHOE BHEITHEOKOHOMUYECKON

o0ecrieueHre YdKOHOMHUUECKOMN
ACATCIIbHOCTH, B TOM YHCIIC
HA WHOCTPAHHOM SI3bIKE

JCATCIIBHOCTH.




5. Coneprxkanue Q¥ CHUANINHBI

HauMeHnoBanue teM
(pa3aesioB)

Conepxanue TeM (pa3/iesioB)

Tema 1.
OpranuszanvoHHbIe
OCHOBBI
JIEJIONPOU3BO/ICTBA.

YHudukanmuss u CcTaHgapTH3alus JeloBoWM JokyMmeHTaruu. CroBapb-
MUHUMYM TEpMHUHOB u ompeaencHuii. OOmme HOPMBI W IpaBUiIa
odopmIIeHUs JOKYMEHTOB (pa3Mepbl Oymaru, Mmojiei, HyMepamus CTpaHuIl 1
T.Jl.) IPUMEHSEMOE B JICIONPOU3BOJICTBE.

Knaccudukanmst  memoBoit  mokymeHtamuu. [IpaBmiia  odopmiieHHsS
PEKBU3UTOB OJaHKa M X PACIIOJIOKEHUS Ha CTaHIapTHOM (opmaTe Oymary,
pa3mepsl noseit. opmyisip- oOpaszern rpymnibl JOKYMEHTOB, IPUHAIJIEKAIINX
K OJTHOW CHCTEME.

[TpoexTupoBanue O0JaHKOB JOKYMEHTOB opranuzanuu. Cocras, ohopMieHue,
W3TOTOBJICHHE, XpaHEeHUE OJTaHKOBOPTaHU3AIIHH.

brnank mokymeHTa: TOHSTHE, Ha3HA4YCHHE, BUJbI OJaHKOB (0OImMI ONaHK,
OnmaHK THCbMa, OJAHK KOHKPETHOTO BHUAA JOKYMEHTa (KpoMe IHChMA).
CocraB, opopmieHue peKBU3UTOB Os1aHKa. OCOOCHHOCTHU SI3bIKA CITYKEOHBIX
nokyMeHTOB. Kommosunius qokymenta. CTpykTypHbie omnOku. HeymectHoe
U HeollpaBJaHHOE ynorpeOseHue

WHOCTPAHHBIX CIIOB.

Qukcanus  (onmUcaHWe) JIOKAIbHBIX  MpPaBWI,  HOPM, TOJOXECHHH,
ONPENIETSAIOIIUX CTaTyC OPraHU3alluU, €€ CTPYKTYPY, IITATHYIO YACIEHHOCTh
U JOJKHOCTHOM COCTaB, KOMIIETEHIIUU JOJKHOCTHBIX JIMI[ U CTPYKTYPHBIX
nojipa3jielieHni, GyHKIIMOHATBHOE COJIepPIKaHUE IeATETHHOCTH OpPraHU3aIiH
B IICJIOM, €€ TMOJpa3/eleHUii W paOOTHUKOB, WX TIpaBa, OOS3aHHOCTH,
OTBETCTBEHHOCTb U JIp.,B OPTaHU3AIIMOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTaX
OpraHu3aIu.

CtpykTypa, Ha3Haue€HUE, NOPAJOK  pPa3pabOTKH, COTJIACOBAHUS U
yTBepxkaeHus. [IpaBun BHyTpeHHEro TpyJIOBOTO pacnopsjika, [lonoxenus o
nepcoHasne, I[lonoxkeHus O CTPYKTYpHOM mojapasaesieHuu, J[omKHOCTHOM
uHcTpykuuu. [lItaTHoe pacnucanue Kak NEpBUYHBIN YyYETHBIA JOKYMEHT 110
ydery KaapoB. O3HakoMJIeHHE paOOTHHUKOB C JIOKATbHBIMU HOPMAaTHUBHBIMU
aKTaMH OpraHU3allUu.

Bunel v HazHaueHue WHGOPMAIMOHHO-CIPABOYHOM JTOKYMEHTALUU TIO
KaJipam. [Mopsimox odopmiieHus, OCHOBHBIE  PEKBHU3UTHI u
MPABOMPUMEHHUTENbHAS TPAKTUKAKNCIIONB30BAaHUS JOKIAIHBIX, CITY>KEOHBIX U
OOBSCHUTENBHBIX 3alUCOK, MPEICTaBICHUN, TNPEUIOKCHUMA, 3asBICHUM,
aKTOB, CITPABOK U JIp. B KAY€CTBE OCHOBAHUM IS TPUHSATUN PEIICHUIB chepe
yIpaBJIeHUs] IEPCOHATIOM OpPraHU3aLIUH.

Tema 2.
PacnopsiautensHbie u
OpraHU3aIMOHHbBIC
JIOKYMEHTBI.

Opranu3anuoHHO-PACTIOPSIUTENbHBIE JTOKYMEHTHI: TOHSTHE, Ha3HAYCHHE,
OCHOBHBIE BHIbI (OpraHU3aI[IOHHBIC, PACTIOPSIUTEIbHBIE, CIPABOYHBIC).
OpraHu3anroHHbIE JOKYMEHTHI: yCTaB, MOJIOKEHHUE, CTPYKTypa M INTaTHas
YHUCIIEHHOCTb, IITATHOE PaCIHCaHNe, PABUIA, JOHKHOCTHAS HHCTPYKITHS, UX
Ha3HAYCHHE, XapaKTEPUCTHKA W COCTaB, TpeOOBaHUA K O(OPMIICHHIO,
MOPSIIOK YTBEPKICHUSI.

PacriopsimuTensHble JTOKYMEHTBI: IMOCTAHOBIICHHE, TpPUKa3 (10 OCHOBHOU
NEATENIbHOCTH W 10 JUYHOMY COCTaBy), PacHOpSKCHHE, COBMECTHBIM
pacropsIUTEeIbHBIA JOKYMEHT, UX Ha3HAUYCHHUE, XapaKTePUCTUKA M COCTaB,
TpeGoBaHus K 0(hOPMIICHHUIO.

CripaBo4HO-HH(DOPMAIIMOHHBIE JIOKYMEHTBI: CITy>)KEOHBIE MUChMa, CIPaBKH,
JOKJIATHBIC 3alMCKH, TPOTOKOJBI, aKThl, 3asBICHUS, UX XapaKTEPUCTHKA H
COCTaB, TpeOOBaHUS K OPOPMIICHUIO.

6




TUmBI TOKyMEHTOB: MOJIMHHUK, KOTIUS, TyOJIUKAT, BBIMICKA, UX Ha3HAYCHUE.
[Topsimok odopmiieHUss W BbIIAYM KOMHUH W TyOJUKATOB JTOKYMEHTOB,
BBITTMCOK U3 HUX.

Tema 3. Opranuzanus
JOKYMEHTO000pOTA.

Peructpanuss AOKyMEHTOB: MOHSATHE, LIENW, 3aJa4d, MECTa PErucTpauu
pa3IMYHBIX KaTeropuil JTOKyMeHTOB. CucTeMbl U (OPMBI PETUCTPALUH
(CKypHasibHasi, KapTO4yHas, AaBTOMAaTU3MpPOBaHHas), MX JOCTOMHCTBA U
HenoctaTtku. Ilokaszarenu, BBOJUMBIE B PErHCTPALIMOHHBIE  (DOPMBL
OcoOeHHOCTH PETUCTPAallUKd BXOJSIIMX, MCXOAAIIUX W BHYTPEHHUX
JIOKYMEHTOB. DIIEKTPOHHBII TOKYMEHTOO0O0pOT.

CocTaB BBIMIOJIHAEMBIX pabOT MpU OTMHPABKE HCXOIAMIMX JOKYMEHTOB:
MpPOBEpKa MPAaBUILHOCTA O(POPMIICHHUS, HAIWYMS MPWIOKECHUN, aapecara,
COPTHpPOBKA IO ajpecaraM M BUJAM OTIPABICHUM, COCTABIEHUE OMMUCH
paccbuikd. TpaauUMOHHBIA CcHOCO0 OTHPaBKH JOKYMEHTOB (ITOYTOM).
OTtmpaBka TOKYMEHTOB ¢ TTOMOIIIbIO TenedoHa, dakca.

KoHTpons HCHONHEHMS [OKYMEHTOB: IOHSATHE, HA3HAYEHHWE, BHIBI.
[IpuHiMnel  opraHu3auuv  KOHTposisl. CpoOKM HCHOJHEHUS: THIIOBOM,
UHAUBUAYAIbHbINA. TexXHomorus BeleHUs KOHTPOJs. AHalu3 HCIOJIHEHUS
JIOKYMEHTOB BYUYPEXKICHHUH.

B3anMocBs3p peructpanuy AOKYMEHTOB M HWH(OPMAIIMOHHO- CIPAaBOYHOU
paboTel. Opranuzanys paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIE  JIMIIA, OCYLIECTBIISIOIIME PETUCTPALI0 U KOHTPOJIb
UCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.

Tewma 4. Opranuzanus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB.

Homenknarypa nen: mnoHsTMEe. 3Hau€HUWE HOMEHKJIATYphl Jeil UL
KJaccu(pUKalUU TOKYMEHTOB, OIIEPATUBHOIO XPAaHEHUS U UX IPeJ apXUBHOU
noAroToBKU. Buasl HoMeHkatyp aen. [lopsnok coctaBneHust, 0pOpMICHHS,
YTBEPKACHUS M NPUMEHEHUS KOHKPETHOM HOMEHKJIaTypbl nen. Ilopsmok
dbopmupoBaHus Ae€II.

Opranu3anus XpaHeHHUs! UCIIOJHEHHBIX 10KyMeHTOB. OCHOBHBIE TpeOOBaHUS
HOPMAaTUBHBIX  JOKYMEHTOB,  PEIJaMEHTUPYIOIIMX  JaHHBIM  JTan
JOKYMEHT0000poTa. OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB.
OcHoBHBIE 3Tamnbl MepeAadyn JOKYMEHTOB B apXUB WJIM Ha YHUYTOXECHHE:
MOATOTOBUTENBHBIM (00OCHOBaHME BBIOOpA crmocoba COXpaHEHUS WU
YHUUTOXKEHHUS IYTEM IPOBEACHUS HKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB),
OCHOBHOM (IIOArOTOBKA Jen Ui Iepelayd B apXuB), 3aBepLIAOIIMN
(mepenaya B apXyB WIM YHUUYTOKECHHUE).

OKcnepTusa LEHHOCTH JOKYMEHTOB: IOHATHE, Ha3HadeHue. [IpuHIunsl u
KPUTEPUU OINIPEICIICHUs] HAyYHOH, HICTOPUYECKOM U TPAKTUUECKOU LIEHHOCTH
JOKYMEHTOB. OKCIEPTHblE KOMMCCUHM, HUX (YHKUMH, I@paBa. OTamsbl
npoBeeHus: dKcrepTusbl. OdopmiieHHe pe3yiabTaToB dKcnepTusbl. Cpoku
XpaHeHus1 JOKyMeHTOB. IlepedyHM JOKYMEHTOB C YyKa3aHMEM CPOKOB
XpaHEHUs, UX BUJbl, Ha3HAUEHHUE, cXeMbl mocTpoeHus. [Topsanok nepenaun nen
B apPXUB WM YHUYTOXXCHUS JOKYMEHTOB.

TpeboBanust K O0QOpPMICHHIO A€ TOCTOSHHOIO, BPEMEHHOTO CPOKOB
XpaHeHHUs M IO JMYHOMY cocTaBy. [IpaBuiia oopMIIEHHS U COCTaBIECHUS
onucu aein. Ilopsanok nepenaun f1en B apXus.

ApXMB: TIOHATHE, Ha3HauYeHHWE. DBuapl apxXWBOB: TOCYJapCTBEHHBIC,
BEJIOMCTBEHHBIE, O0OBbEIUHEHHBIE  BEIOMCTBEHHBIE, 00bEeTUHCHHBIE
MEXBEJOMCTBEHHbIE 10  JIMYHOMY  COCTaBy. ApXHMBHbIE  (DOHIBI:
JIOKYMEHTaJIbHBII, TOCY1aPCTBEHHBIM.




6. CTpykTypa JUCHMILUIMHBI 10 TEMaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX
KOJINYEeCTBA aKaJeMUYeCKUX YaCOB U BHI0B Y4eOHBIX 3aHATH I

Ounas ¢popma o0ydeHuUs1

Ne KonrakTHas padora, yac. Camocto
HauMeHoBaHue TeM
n/n 3anarus aTeJbHast | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
JAMCIUTIJINHBI
THIIA qac.
1. OpraHu3aliOHHbIE OCHOBBI 2 1 22 25
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie U 4 1 22 27
OpTraHHu3alMOHHBIC TOKYMCHTEI.
3. Opranuzanus 4 2 22 28
JIOKYMEHTO000pOTa.
4. OpranuzanusiornepaTuBHOTO 4 2 22 28
XpaHeHUus. JOKYMEHTOB.
HUTOTO: 14 6 88 108

OuHo-3204Has popma o0yueHUst

Ne KonrakTHas padora, yac. Camocto
HauMeHoBaHue TeM
n/n 3anarus aTeJbHas | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
AU CIUTIJINHBI
THIA qac.
1. OpraHu3aliOHHbIE OCHOBBI 1 - 25 26
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie 1 1 - 25 26
OpraHU3aIMOHHbIC JOKYMEHTHI.
3. Opranuzanus 2 1 25 28
JIOKYMEHTO000pOTa.
4. OpranuzanusonepaTuBHOTO 2 1 25 28
XpaHEHUs! JOKYMEHTOB.
HNUTOI'O: 6 2 100 108

7. llepedeHb y4eOHO-METOANYECKOT0 0OOecnevyeHHus 1JIs CAMOCTOSATEIbHOM PadoThl
o0yyaromuxcs Mo JUCHUIIIHHE

CaMocTosTensHast pa60Ta ABJISICTCA OJHUM U3 OCHOBHBIX BHU0OB y‘ICGHOﬁ ACATCIIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOGHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPATypoil, PEKOMEHJOBAHHOW TMpernojiaBaTeleM, YMEHUE HaWTH HYXXHBIH Martepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘ICCKOﬁ AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPILICHCTBOBAHHMIO CBOMX 3HaHUM, K
LEJIEYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponbs camocTosiTensHON pabOThI, SBISETCS BAXKHOW COCTaBISIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IIPCNOAaBaTCJicM BO BpCMA JICKIMOHHBIX U
MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHI U 00ecreYrBaeT OLEHUBAaHUE X0/1a OCBOCHHUS H3y4aeMOin
JUCHUITIIUHBI.



BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. Ilpeamer JOKyMEHTALIMIOHHOTO O0ECIIEUEHHs yIIPaBICHHS.

2. HopmaTuBHO-TIpaBOBbIE AaKThl, PETYIUPYIOMIME JOKYMEHTAllMOHHOE OOecreyeHue
yIpaBJICHUs.

3. Ilpaktuyeckas  3HAUYUMOCTh y4eOHOM JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecreyeHue yrnpaBaeHUsD.

4. O6beM U cosiepKaHue TOHATHH «MHPOPMALUI» U «TOKYMEHT.

5. Ponbs nndopmaruu B obecnieuennu 3PGHEeKTHBHOTO YIIPABICHHUS.

6. McTouHuky NOTy4YeHUs YyIIpaBIeHUYECKOW HH(OpMALIHH.

7. Ha3nauenue u byHKIII CITY’0 TOKYMEHTaIlHOHHOTO O0ecreyeHus
YIPaBJIEHUSA B COBPEMEHHBIX OpPraHU3alusX.
8. «Cucrema JOKyMEHTAITUI» U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.

9. YHuduupoBaHHas CUCTEMa OpraHU3aAIMOHHO-PACTIOPSTUTEIILHON TOKYMEHTAIIHH.

10. Opranu3animoOHHBIE JOKYMEHTHI IPEATPUATHS.

11. PacnopsauTenbHble JOKYMEHTHI PEAIPUATHS: IPUKA3bI 10 OCHOBHOM J€ATEIbHOCTH;
pacnopsKEeHMs], peLICHUS.

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

13. VHdpopManmOHHO-CTIPABOYHBIE TOKYMEHTHI: aKThI, CIY)KEOHBIE M OOBSICHUTEILHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLusi, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTuBHO-MeTOIMYECKAsI PETTIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHBIE, BEPTHUKAJIbHbIE,
BOCXO/SIIIIME, HUCXOIAIINE, BXOAAIIUE, UCXOAIINE U BHYTPEHHUE.

19. Tloacuer o6beMa TOKYMEHTOOOOPOTA.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Ucrtopus pa3sutus aenonpousBojctsa B Poccun.
YHuUKaMs JOKYMEHTOB, Y HU(PHUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOEe COCTOSIHIE HOpMaTUBHO-MeToandeckou 6a3er IOV (0630p).
CranpapTusanus B I1€I0NPOU3BOJICTBE.
Hcropus poccuiickoro repoa.
TpeboBanus k sMOIEeMaM, TOBaPHBIM 3HAKAM U JIOTOTUTIAM.
Ob61epoccuiickue kiaccupuKaTopbl Kak JOKYMEHTHI [0 CTaHJapTU3ALINH.
XapakTepucTuKa OTACIBHBIX TPYIII OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB

9. OcoOeHHOCTH CO3/IaHMs TPUKA30B.

10. OOpareHus rpakaaH, MIpaBuiIa padoTHI.

11. Xapaxrepuctuku u pesrome. Ocobennoctu ohopmieHusl.

12. PexoMeHaaTenbLHOE TUCHMO.

13. Kommepueckue nucbma.

14. OcoOGeHHOCTH S3bIKa M CTHJIS CTY’KEOHOTO JOKYMEHTA.

15. Ucropus yHHUPHUKAIIMN TEKCTOB CIIY)KEOHBIX TTUCEM.

16. DnexTpoHHOE COOOIIEHNE — OCOOCHHOCTH SI3bIKA M CTHIISL.

17. uadopmanmonHas GyHKIHUS JOKYMEHTa KaK CPEICTBO 3al€4YaTICHUs U XPaHCHHS
nHpopmanuu.

18. CoumanbHas ¢pyHKINSA JOKYMEHTA, €€ pOJIb B MOBBIIICHUH IIPAaBOCO3HAHMS 00IIIECTBA.
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19. KommynukatuBHas GyHKIUS JOKYMEHTa KaK CpPEJCTBO Mepenadr HHPpOopMaIi.
20. IIpaBoBast pyHKIIHMS TOKYMEHTA KaK CPEJCTBO yCTAHOBJICHHUS MPABOOTHOIICHUH
MEXy IOPUINYECKUMU U (PU3NUECKUMHU JTUI[AMH.

2]1. @yHKIMSA TOKyMEHTA B KAU€CTBE UCTOPUUECKOI'O HCTOUYHUKA.

22. VYnpasneHdeckas QyHKIHS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JUIsl PELLICHUS
aJMMHHMCTPATUBHBIX U OpPraHU3allMOHHBIX BOIIPOCOB YIIPABJICHUS.
23. Craructuueckast GyHKIUS TOKYMEHTA.

24. bnaHK JOKYMEHTa, UICTOPHSI €r0 pa3BUTHUs. blIaHKU COBPEMEHHBIX YIIPABIEHYECKUX
JIOKYMEHTOB.
25. XapakTepucTHKa 3aKOHOIaTeIbHO-HOPMAaTUBHOW 0a3bl COBPEMEHHOTO
JIOKYMEHTALMOHHOT0 00eCIeueH sl yIpaBIeHuUs.

26.
27.
28.
29.
30.

Ponb cnyx6n1 IOY B nesSTENbHOCTH OpraHU3alliu.
Oprann3zanus pabounx MECT M YCIOBUH Tpyaa nepconana ciryxos JIOVY.
[Monoxenwne o ciyx06e JIOY. Ctpykrypa, pyHKIINH, METOAMKA Pa3pabOTKH.
JlomxHocTHas HHCTPYKIMsA. DyHKIUHU, CTPYKTYpa, METOIMKa pa3paboTKu.
Opranuzanus J0KyMEHTO000pOTa, OCHOBHbIE HAIIPABJICHUS COBEPILICHCTBOBAHMUSL.

31. OOBEKTUBHBIE U CYOBEKTUBHBIC (DAKTOPHI, BIHUSIONINE HA POCT JOKYMEHTOO0OpOTA.

32.

DJEKTPOHHBINA JOKYMEHTO000pOT. [IpobiieMbl 1 epCrieKTUBbI Pa3BUTHSL.

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

Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Bunel, popmbl 1 00beMBI CaMOCTOSATENHHONW PabOThI CTYACHTOB MPH U3YYEHUU JTAaHHOM
TUCITUTIMHBI ONIPEIENISIFOTCS €€ COJIepPKaHueM U OTPAKEHBI B CISYIOIICH Ta0uIie:

Ne | HaumenoBanue TeM (pa3nenoB) | Bua camocrosiTteqibHOM Oo0bem
n/n U CIHUIIINHBI padoThl CaMOCTOAITEJILHOM
padoThI
OuHast OYHO-
dbopma 3a04Has
o0yueHHs dopma
o0y4eHus
1. | Opranu3aioHHbIe OCHOBBI | MOATOTOBKA K 22 25
JIeJIONPOU3BOICTBA. ayJIUTOPHBIM 3aHITHSIM,
MOJIrOTOBKA pedeparos,
JIOKJIaJIOB
2. | PacnopsauTenbHbie U | IIOATOTOBKA K 22 25
QraHU3alMOHHbIE JOKYMEHTHI. ayJTUTOPHBIM 3aHITHSIM,
MOJIrOTOBKA pedeparos,
JIOKJIaJIOB
3. | Opranuzanus JOKyMEHTOO0OpOTa. | MOATOTOBKA K 22 25
ayJTUTOPHBIM 3aHITHSIM,
MOJIrOTOBKA pedeparos,
JIOKJIaJIOB
4. | Opranuzanus OIIEPaTUBHOIO | OATOTOBKA K 22 25
XpaHeHUus! JOKYMEHTOB. ayJIUTOPHBIM 3aHITHSIM,
MOJrOTOBKA pedeparos,
JIOKJIaJIOB
UTOI'O: 88 100
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el i A Ul e

0.
1.
2003.
12.
"mmoamnuce".
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34,
35.
36.
TalHe.

37.

IlepeyeHb BONPOCOB U THNOBbIE 3aJaHUS JAJI MOATOTOBKH K MPOMEKYTOYHOM
aTTrecTaluu

8.1 IlepeyeHb BONPOCOB /ISl MOATOTOBKH K 3a4€Ty C OLIEHKOM

JloKkyMeHTOO0O0POT, €ro KOJTMYECTBEHHBIC U KAUECTBEHHBIC XapaKTEPUCTUKH.
MecTo U posib TOKyMEHTOB B YIIPaBICHUH Ha COBPEMEHHOM JTarle.
OyHKINUA JIETOTPON3BOICTBA.

CocraB HOpMaTHBHO-MeTOU4ecKor 0a3er IOV .

JlokymMeHTanmoHHOE 00ecriedeHUE YIpaBICHHUS.

OpranuzanoHHbIe JOKYMEHTHI.

Cranmapruzanus u yaudukanus cucremsl JJOY.

Obmepoccuiickue KI1acCuPUKaTOpbl JOKYMEHTALIUH.

['ocynapcTBeHHas cuctemMa JOKyMEHTallMOHHOTO 00ecIiedeH sl YIIPaBIICHUS.
bnanku 10KyMeHTOB U TpeOOBAaHHUS K HUM.
Crpykrypa nokymenTa. TpeboBanus k ohopmiiennio nokymenToB o 'OCT P 6.30-

[TpaBuna odopmiienust pekBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

WHCcTpyKLIKK 1O JEI0NPOU3BOICTBY.

CucreMa OpraHU3aIOHHON TOKYMEHTAIUH.

CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH.
PacniopsimuTenbHBIE TOKYMEHTHI.

Bunbl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Bubl opraHu3anioOHHBIX TOKYMEHTOB.

Cuctema nHGOPMAIIMOHHO-CITPABOYHOHN JOKYMEHTAITUH.
Crny>xeOHas mepenucKka Ha NpeAnpUsTUH.

[IpaBuna opopmieHus ci1yKeOHOTO TUCHMA.

CTpyKTypa 1eJIOBBIX U KOMMEPUYECKUX ITHCEM.
Knaccudukanus 1emoBbIX 1 KOMMEPUYECKHX ITUCEM.

[ToHsTHE M IPUHIIMITE OPTAaHU3AIMH JOKYMEHTO000POTA.
O6paboTka BXOIAIINX TOKYMEHTOB.

O06paboTKa UCXOASIIUX JOKYMEHTOB.

BHyTpeHHUE JOKYMEHThI OpraHU3aIiu.

TexHoIOTHYECKAs TOCIEIOBATEILHOCTD ATAMOB pa0OTHI C BXOIAIIUMH JOKYMEHTAMHU.
Howmenknarypa gen.

Pabora ¢ mucbMaMu 1 0OpameHUsIMUA TPaXKIaH.

Perucrpanus 10KyMeHTOB.

CocraBiieHre HOMEHKJIATYPHI JIeI.

®dopmupoBanue U 0hOpPMIICHUE JEN.

[MoaroroBka u nepenavya JOKyMEHTOB Ha apXHUBHOE XpaHEHHE.
KonduaeHmanbHbIA JOKYMEHT.

Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOpbIE OTHECEHBbI K TOCYIapCTBEHHOI

Oco0eHHOCTH BEICHUSI JEIOMPON3BOJICTBA, 00OSCIIEYMBAIOIIECTO YYET U COXPAHHOCTh

KOH(HICHIIMATHHON MH()OPMAIH U TOKYMEHTOB.

38.
39.
40.
41.
42.
43.

Tunosble OpraHU3allMOHHBIE CTPYKTYPBI CITYKOBI J€IOMPOU3BOICTBA.
YcnoBus Tpyaa pabOTHUKOB CITYKOBI I€TOMPOU3BOJICTRA.
KomnbioTepHble TEXHOJIOTUU B JETOMPON3BOICTBE.

ObecneueHne COXpaHHOCTHU JIOKYMEHTOB B 3JIGKTPOHHOHU (opMme.
VYcraB kak OCHOBHOM OpraHW3allMOHHBIA TOKYMEHT.

CrangaptHblie Gpasbl U BRIPAKEHUS ACTOBBIX 1 KOMMEPYECKUX MTHUCEM.
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44. TIpoxoxaeHNE UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

45. OcoOeHHOCTH fA3bIKA M CTUJIS CITY>KEOHBIX JOKYMEHTOB.

46. PekBU3UTHI MEXIYHAPOIHOTO NUcbMa. OCHOBHBIE PEKOMEHJIALMM 10 COCTABJICHUIO
TEKCTOB MEXIYHAPOIHBIX IMHCEM.

47. ®opmynsap JOKYMEHTA.

48. OyHKIMHM OCHOBHBIX MOJPa3JelIeHUN CIIyKObl TOKYMEHTAIIMOHHOTO 00eCIeYeHHUS
yIpaBJi€HUS.

49. ABTOMAaTHM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JOKYMEHTOB M WX BJIMSIHHE Ha
CUCTEMY JIeJIONPOU3BOACTBA KOHKPETHON OpraHU3allH.

50. CnpaBo4HO-MH(DOPMAITMOHHBIE JOKYMEHTHI.

51. CtpykTypa W colepx’aHu€ KaApoBOW MOKyMeHTanuu. OpraHu3allMOHHO-KAaJpOBbIE
JIOKYMEHTBI.

52. OCHOBHBIE aCNEKTHI KYJIbTYPHhI I€JIOBOW PEUH.

53. CranmapTu3anusi s3blka JOKyMeHTa. SI3bIKOBbIE TpeOoBaHus K O(OPMICHUIO
PEKBU3UTOB IOKYMEHTA.

54. TunuyHbIe OMMOKYU B S3bIKE U CTHUIIE TOKYMEHTOB.

55. SI3pIkOBOE O(hOpMIICHHUE JIMUYHBIX TOKYMEHTOB.

8.2 TunoBble 3agaHuA IJ19 ONEHKH 3HAHUI

1. JlenoBbie mHcbMa OOBIYHO 3aKaHYMBAIOT (Ppazamu:
a) B COOTBETCTBUU ¢ Barei mpocb00ii ...

0) C yBaXXEHUEM ...

B) HAMM paccMOTpeHb! Baim npeuioxenus . ..

T) B CBSI3H ...

2. JlesTenbHOCTH anmapara ynpaBieHHUs, OXBaThIBAIOIIAs BOIPOCH! JOKYMEHTUPOBAHUS U
OpraHu3aIy paboTh ¢ JOKYMEHTaAMHU:

a) TOKyMEHTaIlMOHHOE 00eCcIieueHNe yIpaBIICHHUS;

0) cTanmapTH3aIus;

B) ET'C/l;

I') CUCTEMA JOKYMEHTALIUH.

3. JIOKyMEHT, 3aKpeIIIONUi JOKHOCTHON M YMCIIEHHBIN COCTaB NPEANPUATHS C
ykazanueM (hoHa 3apabOTHOM TIIATHI:

a) JOJDKHOCTHAsI MHCTPYKLUS;

0) ycTas;

B) MOJIOKEHUE;

T') IITaTHOE PaCIUCaAHHE.

8.3. TunoBble 3alaHUA 1JI5l OLIEHKH YMEHU I

3ananue 1. CocraBpTe U OPOPMHUTE TPHUKA3BI IO OCHOBHOM JEATEIHLHOCTH, U JPYTHE
pacnopsIuTeabHbIE TJOKYMEHTBI, HeOOXOAMMbIE B JAHHOM yIpaBIeHYECKO CUTYyallnu.

Ha MockoBckoMm koMOMHATE MO MPOU3BOACTBY MY3bIKAIbHBIX HHCTPYMEHTOB U MeOeIu
(rocyapcTBEHHOE MPEINpUATHE), KOTOPBIH BXoAUT B KoHIIEpH 10 pa3paboTKe U MPOU3BOJCTBY
MPONYKIIMK MY3bIKanbHOU mpombliuieHHOCTH (POCMY3IIPOM), neiictByer Ilonokenune o
IPEMUPOBAHUH PYKOBOJUTEICH LIEXOB, OT/IENOB U ciIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekymero rojaa aupektop komouHata B.M.JlapnoHOB nmopyunn HavyaabHUKY
oTaena Tpyaa u 3apadotHoi miuatel MapkoBy H.I'. paccuuTarh pazmep npemMun pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB W CIY)KO KOMOHMHaTa 1Mo WTOTraM paboThl 3a MEPBBIM KBapTad K 15 ampens, a
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rmaBHOMY Oyxrantepy komOuHata Tpomunoi C.I'. — oprann3oBaTh BeIILIATY TpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mmanoBo-s3koHOMHuueckoro otaena MarseeBa C.H. u rmaBHBIN Oyxranrep
Tpommnua C.I'. 3aBU3MpOBaIN MPOEKT MpUKa3a TUPEKTOpa KOMOUHATA.

3anganme 2. CocraBbTe U OQOPMHUTE MPHUKA3bl IO OCHOBHOW JEATEIBHOCTH, U JPyTUE
pacnopsIuTeIbHbIe TOKYMEHTbI, HEOOXOAUMBIE B JAHHOM yNpaBIeHYECKON CUTYyallnu.

I'maBa PecnyOmuku Kapenmus C.JI. KaramangoB 8 Mas Tekymiero roja H3jaal
pacrniopspbkerue, B koropoMm MucTuTyTy Ononorun Kapensckoro HaydHoro mneHtpa Poccuiickoit
aKaJeMUu HayK ObLIO MPEASIOKEHO pa3paboTarh IUIaH JalbHEWIINX ACUCTBHUI 1O COXPaHEHHUIO
KpynHeiimeil B EBpomne CTOSHKM MUIpUPYIOIIMX MTHUL, JIPYI'MX HPUPOAHBIX OOBEKTOB
MEXIYHApOJHOTO 3HAYCHUS Ha TEppUTOpUH pecryonuku Kapenus, a Tak ke BKJIIOUUTH B IUIaH
JEUCTBUM MOATOTOBKY MEXAYHAapOJHBIX MEPONPUATHN IO Pa3BUTHIO peMeECel, Typu3Ma B
CENIbCKUX HACENICHHBIX MyHKTaX, UMEIOMNX 00BEKTHI MEKIYHAPOIHOTO 3HAYCHHUS.

[TogrotoBka wuHQOpManuuM O BBIIOJIHEHUM PACHOPSDKEHUS — BO3jlarajach Ha
MUHUCTEPCTBO CETBCKOT0 X03sMcTBa U MpoAoBoibCTBUS PK.

PacniopsixeHune ObIJIO U3aHO B LIEJSAX BBINOJIHEHUS MEXIOCYAAPCTBEHHBIX KOHBEHLUI
[0 COXPAHEHHUIO 10 COXPAHEHHUIO OMOJOTMYECKOro pa3HooOpasus, HAa OCHOBAaHHM PE3yJIbTAaTOB
MEXIyHapoaHOTo mpoekTta, ocymiecTBieHHoro ['YCII «llnemennoe xo3siictBOo «MIbHUHCKOE»
Ononenkoro paioHa.

Pacnopsixenue odopmiteHo Ha Oi1aHKe ¢ n300pakeHneM repba pecnyonuku Kapenus, a
TaKXKe C yKa3aHHEM HAaUMEHOBaHMs TocylnapcTBa, cyowbekra denepanuu U HAaUMEHOBaHMS
JIOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. Tunoeele 3agaHu 1JI OLEHKH HABBLIKOB

3anganme 1. CocTaBbTe pacopsAUTENbHBIE JOKYMEHTBI, HEOOXOIUMBIE B TAHHON
yIpaBJIEHYECKON CUTYyallUH.

Hupextop OO0 «Konsepcus» Tpodpumon O.FO. 7 anpenst TekyIiero rojaa u3aai npukas oo
yTBepkaeHUH [lonokeHuss o mMOpsKe pacyeToB 3a OKa3aHUE HWH(POPMALMOHHBIX YCIYT.
IOpuckoncynpTy 1o (hMHAHCOBO-XO34WCTBEHHBIM Bompocam MoposoBy B.II. u cekperapro-
pedepenty [aruneBoit E.A. Obuto mopydeHo k 10 ampenst pa3paboraTh THUIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB MH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX TPUMEHEHUE B JAEATENbHOCTH Npeanpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIEHHE, YYET U
COXpaHHOCTh OJIAaHKOB JOTOBOpPOB Bo3JokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIbTOM 3aBU3UpPOBAJIa MIPOEKT MIPHUKa3a.

3apanue 2. CocTaBbTe pacoOpsIUTEIbHBIC TOKYMEHTHI, HEOOXOIUMBIE B JTAHHOM
YIIPaBJICHYECKOU CUTYaLUH.

C nenplo NMpUBIEYEHUS CPEACTB JUIsl OOecreueHHs] MPOM3BOACTBEHHOH JESITEIbHOCTH
rerepanbHblil gupekTop OO0 «Texnuka» (1. Kypek) Cokxonos O.I'. 20 ceHTsOps TEKyLIEro roga
M3J1aJ1 IIPUKa3 O CO3JaHUN KOMMEPYECKOI0 OTAEIIA B COCTaBe 3 IITATHBIX €AUHUL: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEPKICHHE HOBOE IITATHOE
pacnucaHue NpeaAnpusITrs Ha 4 kBapTai Tekyuiero rojga k 1 oktsi0pst. Kommepueckomy nupexkropy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, IPEANMCAHO 3aKOHYMTH
KOMILJIEKTOBAHUE OT/EJa KaJpaMH C BBICIIMM KOHOMUYECKUM 00pazoBaHueM K 10 okTa0ps.
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9. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHas1 IUTEpaTypa

1. Kysuenos, U. H. JlokyMeHTanmoHHOe o0ecrieueHue ynpasieHus. JJokyMeHTo000poT 1
JIETIOTIPOM3BOJICTBO : YUEOHUK U TTpakTUKyM Ji1st By30B / 1. H. Ky3neroB. — 4-e uzn., mepepad. u
nor. — Mocksa : U3natensctBo FOpaiit, 2023. — 545 c. — (Bricmiee oOpa3oBanue). — ISBN
978-5-534-16003-1. — TekcT : anextpoHHbIH // O6pazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/523612

2. I'posoga, O. C. JlemonpousBoacTBO : yuebHoe nmocoodue st By3oB / O. C. I'po3oBa. —
2-e 3. — Mocksa : U3natenbctBo FOpaiit, 2023. — 131 ¢. — (Bricmiee o6pa3oBanune). — ISBN
978-5-534-15964-6. — TekcT : anextpoHHbIH // ObpazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/510372

3. Hoponuna, JI. A. Opranuzanusi 1 TEXHOJOTHS JOKYMEHTAIlHUOHHOTO OOECTICUCHHs
yIpaBJIeHus : yUeOHUK U MpakTHKyM 17 By30B / JI. A. Jloponuna, B. C. MputukoBa. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2023. — 270 c. — (Bsicmiee oOpazoBanmue).
— ISBN 978-5-534-16016-1. — Tekcrt : anexTpoHHbIH // O6pazoBaTenbHas mwiatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/530251

9.2. lonoJTHUTEIbHAS JIUTEPATypa

1. "BanoBa, A. FO. Pycckuii s3bIK B A€TOBOI TOKYMEHTALUH : y4eOHUK U MPAKTUKYM JUIS
By30B / A. 0. iBanoBa. — 3-¢ u3a., nepepad. u non. — Mocksa : U3znarensctBo FOpaiit, 2023.
— 144 c. — (Bricmiee o6pazoBanme). — [ISBN 978-5-534-16172-4. — TeKcT : 37I€KTpOHHBIH //
ObpazosarenbHas iatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/530556

2. KazakeBuu, T. A. JlokymeHTOBeneHue. J[OKyMEHTAallMOHHBINH CEpPBUC : YUYEOHUK H
npaktukyMm ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3na., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2023. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextpoHHbli // OOpasoBarenbHas tuatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/513649

3. IllyBanoBa, H. H. Opranu3anus ¥ TEXHOJIOTUS JOKYMEHTAI[MOHHOTO OOEeCTeUeHUs
yIpaBieHHs : ydeOHHK U npakTukyM it By30B / H. H. lllyBanoBa. — 3-¢ uzn., mepepad. u gor.
— Mockaa : U3znatenbctBo FOpaiit, 2023. — 247 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — Tekcrt : anmekTpoHHbIH // Ob6pa3oBaTenbHas miaTdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

10. Ilepevyennb pecypcoB HHPOPMANMOHHO-TEJIeKOMMYHUKAUIMOHHOM ceTn ""UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCYlIeCTBJIEHUH 00pPa30BaTeJILHOI0 NpoLecca mo AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro odecrnevyeHus 1 HHPOPMAIMOHHBIX CMIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

1. http://biblioclub.ru_- 3BC «YHuBepcuteTckas OUOIMOTEKa OHIIANHY

2. https://urait.ru - 9BC «ObpazoBarenbHas miatdopma FOpaiT»

3. https://www.consultant.ru/online/ - HWudpopmaunoHHas crnpaBo4yHas cHCTEMa
«Koncynprantltocy»

4. https://doc-up.ru/dp - Jlenonpous3BoaCTBO

14


https://urait.ru/bcode/523612
https://urait.ru/bcode/510372
https://urait.ru/bcode/530251
https://urait.ru/bcode/530556
https://urait.ru/bcode/513649
https://urait.ru/bcode/531239
http://biblioclub.ru/
https://urait.ru/
https://www.consultant.ru/online/
https://doc-up.ru/dp

JINneH3nonHoe NporpaMMHoOe odecreyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

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

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

- 7-zip — apxuBaTop (3apyOexHOe, CBOOOHO pacIpOCTpaHsIeMOe);

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

11. MeToandyecKue PEKOMEHIAIUHU 110 OPraHvM3allii U3YYCHUSA TUCHUIIINHBI

Opranuzanus 00pa30BaTeIbHOTO MPOIECCa PErIaMEHTUPYETCsl y4eOHBIM IUIAHOM U
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HHIUBHAYaJbHON  0Opa30BATEIPHOW  TPACKTOPUU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUIUINH U PO ECCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TIpOIECCe MPEAIIECTBYIONIEr0 OO0Yy4YeHHs, KOTOpPbI O0CBOOOXIaeT
00yyJaromerocsi OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBAETCS Ha HCIOJIb30BAHUHU
TPaJWLMOHHBIX, HWHHOBALMOHHBIX M HWH(MOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
TpaauunonHeie 00pa3oBaTeNbHBIE TEXHOJOTHMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JIEKIMOHHOTO Tumna. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPUMEHEHUS AaKTHBHBIX W HWHTCPAKTUBHBIX (OpPM TMPOBEACHUS 3aHSITHI.
UudopmanmonHsle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEaTM3yIOTCS IyTEM  aKTHUBU3ALUU
CaMOCTOSITENIbHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOI0 THIIA

JIGKIIMOHHBI KypC TMpEanojaracT CHUCTEMAaTH3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexuuu nekTop 00s3aH MpeaynpenuTh CTyA€HTOB, IPUMEHUTEIBHO K KAaKOMY
06a3zoBoMy yueOHUKY (YueOHUKAaM, Y4eOHBIM ITOCOOUSM) OyIeT MPOYUTAH KypC.

JIeKIIMOHHBIN KypC JOJDKEH J1aBaTh HaMOOJIbIINI 00beM HH(pOpMAIK U 00eCIIeUnBaTh
6oJee r1yOOKOe MOHUMaHKEe y4eOHBIX BOIIPOCOB MPU 3HAYUTENIbHO MEHbIIEH 3aTpaTe BPEMEHH,
4yeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHSA CEMUHAPCKOI0 THIMA

CemuHapckue (MMpaKTUYECKHE 3aHSITHS ) TPEICTABIISIOT COOOM JIeTaTHU3aIHIO JIEKITMOHHOTO
TEOPETUYECKOT0 MaTepuana, MPOBOAATCA B LEIAX 3aKPEIUICHUS Kypca M OXBaThIBAIOT BCE
OCHOBHBIE pa3/IeIbl.

OcHoBHOU (hOopMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHIATUU SBISETCS
oOcyxJeHue Hambojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTIENIBbHBIM TeMaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyallMid B ayAUTOPHBIX YCIOBUSAX. B o0s3aHHOCTH
IpenoaaBaTesiss BXOIAT: OKa3aHHUE METOAMYECKON MOMOIIH U KOHCYJIbTHPOBAHUE CTYACHTOB IO
COOTBETCTBYIOIIUM T€MaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHUIX OLIEHUBAETCS O CIEIYIOUINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeIIaraéMble MpernojaBaTesieM;
y4acTHe B IUCKYCCHSX;
BBITIOJTHEHHUE MMPOCKTHBIX U WHBIX 3a[aHHIA;
ACCHCTUPOBAHME MPEINOJIABATEIIO B POBEIACHUH 3aHATHIA.
Jloksiagpl U ONIOHUPOBAHUE JOKJIAJ0B MPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUYECKUM
MaTepHajoM, a TaKXKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUI.
OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
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CamocTosiTesqibHasi padoTa 00yYarOIMXCst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUH, YyMEHHH 0e3 HemoCpeICTBEHHOIO Y4acTus
MpernoaaBaTels, XapaKTepU3yIOMIUCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

® CHUCTEMaTHU3alMs U 3aKPEIJICHUE MOJTYUYEHHBIX TEOPETUUYECKUX 3HAHUU U MPAKTUYECKUX
YMEHUH CTYICHTOB;

e yriuyOJeHUe U paclIupPeHHE TEOPETUICCKIX 3HAHUM;

e (opmupoBaHHE YMEHHII HCIIOJNH30BATh HOPMATHBHYIO M CIIPABOYHYIO TOKYMEHTAIIUIO,

CIEUUATIBHYIO JTUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

e (QopmupoBaHHME  CAMOCTOSTEILHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIIUATHBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHUIO 1 CAMOpPEaIN3alluu;

® Ppa3BUTHE UCCIEAOBATEIBCKUX YMEHHUM U aKaJeMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISTHCS HWHAWBHIYAIbHO WM TPyHIamMu
CTYJIEHTOB B 3aBUCMOCTH OT LI€JIH, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHON TEMAaTHUKH.

TexHomorust  OpraHW3allMd  CaMOCTOSITENIBHONH  pabOThl  CTYJEHTOB  BKIIIOYAET
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepHUaIbHO-TEXHHUUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBIIOJIHEHHEM OOYYaAIOIUMHKCS BHEAYIUTOPHOM CaMOCTOSTEIBHOW pPaOOTHI
MpEnoiaBaTelib MOXET IPOBOJUTH HHCTPYKTAX MO BBINOJIHEHHUIO 3alaHus. B MHCTpyKTax
BKJIFOYAETCS:

® [IeNb U COAECPIKAHME 3aJaHUS;
CPOKH BBIIIOJIHEHHS;
OpPUEHTUPOBOYHEIN 00beM PadOTEHI;
OCHOBHBIE TpeOOBaHUs K pe3yJbTaTaM padOThl U KPUTEPUU OIICHKH;
BO3MO>KHBIE THITUYHBIC OIINOKY TIPU BHITIOTHEHHH.
HHucTpyKTax MpOBOIUTCS MpernojaBaTesieM 3a cueT o0beMa BPEMEHM, OTBEIECHHOTO Ha
U3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIBHOM PaOOTHI CTYJEHTOB MOJMKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WIJIM CMELIaHHOH (hopme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBakHeHiemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsSI TEOPETUUECCKUX 3HAHUMU, BHIPAOOTKE €IUHCTBA B3TJISI0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETeHHs OMNpeAENEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuOHaIBHON TUTEpPaTyphI.

[TomemieHust 1si caMOCTOSITENbHON pabOThl OO0YYaIOUIMXCSA JOKHBI OBITH OCHAIIEHbI
KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTh «IHTepHeT» 1 obecrieueHneM
JOCTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alnu.

[Tpu camocTosATepHON TPOPabOTKE Kypca 00ydaronnuecs JOKHBIL:

® [POCMATPUBATH OCHOBHBIC ONPEACTICHUS U (PAKTHI;

® TIOBTOPUTbH 3aKOHCIIEKTUPOBAHHBIA HA JEKIIMOHHOM 3aHSTUU MaTepual U JOMOJHUTH €ro
C YYETOM PEKOMEH/I0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;

® U3Y4YUTh PEKOMEHJOBAHHYIO JIMTEPATYPY, COCTABIIATh TE€3UCHI, aHHOTALIMM U KOHCIEKTHI
Haubosee BaKHBIX MOMEHTOB;

®  CaMOCTOSTEIIBbHO BBINOJHATH 3aJaHUs, aHAJIOTMYHbIE TIPEIIaracMbIM HA 3aHATHAX;

® CIIOJIB30BATh ISl CAMOIPOBEPKHU MaTepuabl (OH/IAa OLIEHOUYHBIX CPEJICTB;

®  BBINOJHATH JJOMAIIHUE 33JaHUs 10 YKa3aHUIO MPETogaBaTes.
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PexomMenganum no o0y4yeHuro HHBaJIUA0B 1 jun ¢ OB3

OcBoeHune TUCHMIUIMHBI HHBaNMUAaMu U nunamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaratorcs
CIelMallbHbIE YCIOBUS IS MTOJTydeHus oOpa3zoBaHus nHBanIuaamMu u auiamu ¢ OB3.

[Tpodeccopcko-nenarorn4eckuii cocTaB 3HAKOMHUTCS C TICUXOJIOT0-(PU3UOTOTHIECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcss uHBanuaAoB U null ¢ OB3, uHANBUAYyaIbHBIMU MPOrpaMMaMu
peabunuTanuu  WHBaTUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENoJaBaHusl THIOTOPAMH, TICHXOJIOTaMH, COIMATbHBIMU
pabOTHUKAMU, POLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM C MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOIb30BaTh COLMAIBHO-aKTUBHBIC H
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IIENBIO
OKa3aHHs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKIMYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Menana-MaTepuanbl TakKe CIEAYeT WCIOJNb30BaTh H  aJalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBanu10B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEICTB OOyYEHHMsI OOIIET0 M CIEIHAIBHOTO Ha3HA4YCHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIKUI0B M Jinil ¢ OB3.

dopma TPOBEACHUS AaTTECTAlMM JUIsl CTyACHTOB-MHBanugoB u jun ¢ OB3
YCTaHABIIMBAETCS C YYETOM MHAWBHIyaIbHBIX ICUXO(PHU3NYECKNX 0COOCHHOCTEH. J{J151 MHBAaTHA0B
u nun ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpenocTaBieHUsl 3aJaHUN OLIEHOYHBIX
CPEICTB, @ UMEHHO:

— B TMEYaTHOW WJIM DIEKTPOHHOM ¢opMe (WISl JHIl C HapyUICHUSIMH OMOPHO-
JIBUTATEIBHOTO amnmnapara);

— B Me4yaTtHOW ¢(opMe HIM DICKTPOHHOH (opMe C yBEIWYEHHBIM HIPUPTOM U
KOHTPACTHOCTBIO (JUIsI JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEHUs);

— METOJIOM YTCHHsSI aCCUCTEHTOM 3aJIaHuUs BCIYX (IJIs JIUI] C HAPYIICHHUSIME 3PEHUs).

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

— TMHUCBbMEHHO Ha Oymare wid Ha0OpoM OTBETOB Ha KOMITBIOTEpE (I JIHI[ C
HAPYIICHUSIMH CITyXa, PeUn);

— BBIOOPOM OTBETA U3 BO3ZMOXKHBIX BAPHAHTOB C UCIIOJIL30BAHUEM YCITYT aCCUCTEHTA (1S
JIUI] C HapYUICHUSIMH OMTOPHO-BUTATEILHOTO aliapara);

— YCTHO (ISl JTUI] C HAPYILIECHUSIMU 3PEHUS, OTIOPHO-ABUTaTEIHHOIO annapara).

[Tpu HEOOXOAUMOCTH ISl O0yYarommxcsi ¢ MHBAIUAHOCTBIO u Juil ¢ OB3 mporexypa
OLICHUBAHMSI PE3yJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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12. Onucanue MmaTepuajibHO-TEXHUYECKOI 0a3bl, HE00XOAUMOM ISl OCYLIEeCTBJICHUS
00pa30BaTeIbLHOIO NMpPolecca Mo JMCUUILIHHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIsl MPOBEICHUS Y4YEOHBIX 3aHATHUH,
MPEAYCMOTPEHHBIX  HACTOSIIEW  paboueld  mporpaMMoil  JHUCHMIUIMHBI,  OCHAIEHHAs
000pyIOBaHHEM U TEXHHUYECKUMH CPEACTBAMU O0YUEHUS, B COCTaB KOTOPBIX BXOJAT: KOMIUICKTHI
CIeNUATM3UPOBAHHON y4eOHON MeOenu, JOCKa KJIacCHas, MyJbTUMEIUUHBIA MMPOEKTOP, dKPaH,
KOMITBIOTEP C YCTAHOBJIEHHBIM JIMIIEH3MOHHBIM IMPOTPaMMHBIM 00€CIIeUeHUEM, C BBIXOJIOM B CETh
«IHTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO0 HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPENY.

Ilomemenne aJsi  €caMOCTOSITEILHOH PadoTBl  o0ydaromuxcss — AayAUTOpHS,
OCHaIlleHHAs cJae1yIIuM odopyrioBaHMeM U  TeXHHYECKHUMH CpeICTBAMU:
CHelMaIu3upoBaHHas MeOenb Ul MperojaaBaTeNss H  0oOydaromMxcs, JOocKa ydeOHas,
MYJbTUMEAUHHBINA TPOEKTOP, FKPaH, 3ByKOBbIE KOJIOHKH, KOMITbIOTEp (HOYTOYK), IEPCOHATIbHBIE
KOMIBIOTEPHl i1 paboThl 00yYaIOMIMXCS ¢ YCTAHOBICHHBIM JIMIICH3MOHHBIM IMPOTPAMMHBIM
o0ecrieueHrneM, C BBIXOJOM B ceTh «HTepHET» U AOCTYNOM B 3JEKTPOHHYIO MH(POPMAIIOHHO-
00pa3oBaTeNbHYIO CPELy.
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