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lpunoscenue 4

K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

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

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

© MHCTUTYT MEKIyHApPOJAHBIX SKOHOMUYECKHX CBsizel, 2025.
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1. ean u 3aga4M TUCHUILIUHBI

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

3agauyu AUCHMILINHBI:

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

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

— U3YYUTh MOPAJOK PabOThI C TMYHBIMU U CITYKEOHBIMHU;

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

— H3YYHUTh paboTy CIIyKObI JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPaBICHUS;

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

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

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

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

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

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




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

Kon u HanmenoBanue

Koa m HaumenoBanue

IInanupyemsle pe3yJibTaThl

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

U TPOTPAMMHBIX CPEJICTB TPHU
perieHnn 3ama4y
npodeCcCHOHATBHON
OCATCIIBHOCTH.




5. Conepskanue QM CHUTINHBI

HauMeHoBanue teM
(pa3aesioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.
OpranuszanvoHHbIe
OCHOBBI
JIEJIONPOU3BO/ICTBA.

YHudukanus w craHmapTu3anus AeoBOM JokyMeHTanuu. CroBapb-
MUHUMYM TEPMUHOB © ompenencHuit. OOImMe HOPMBI W TIpaBHIIA
oopMIIEHUS JOKYMEHTOB (pa3Mephl OyMarw, Mmojiei, Hymeparus CTpaHuIl 1
T.J.) IPUMEHSEMOE B JI€JIONPOU3BOJICTBE.

Knaccudukammss  nenoBoid  mokymeHtanmu. l[lpaBmma  odopmieHus
PEKBU3UTOB OJIaHKA U UX PACIIONIOKEHHS Ha CTaHJapTHOM opmare Oymaru,
pasmepbl  moneit.  Dopmynsip-  oOpazer;  TPyINIbl  JOKYMEHTOB,
IIPUHAJUIEKAIIUX K OJHON CUCTEME.

[IpoektupoBanne  OmaHKOB  JOKyMEHTOB  opranm3anuu.  Cocras,
o(opmieHne, U3rOTOBJICHUE, XpaHEHHE OJIAHKOB OpraHU3alllu.

brnank nmoxymeHTa: MOHATHE, Ha3HAYCHHUE, BUJBI OJaHKOB (0Omuii OJaHK,
OnmaHK THCbMa, OJAHK KOHKPETHOTO BUAA JOKYMEHTa (KpoMe MHCbMA).
CocraB, ohopmiieHre peKBU3UTOB O1aHKa. OCOOEHHOCTH SI3bIKA CITYKEOHBIX
nokymeHToB.  Kommosuruss — gokymeHta.  CTpyKTypHbIE — OIIHMOKH.
HeymecTHoe 1 HeonpaBiaHHOE yHnoTpedieHue

MHOCTPaHHBIX CJIOB.

QOukcanus  (onmucaHue) JIOKAJIbHBIX  MpaBWJ, HOPM, TIOJIOKEHUH,
OMpENENAIONIMX CTAaTyC OpraHU3alluu, €€ CTPYKTypy, IITaTHYIO
YHCJIEHHOCTh U JIOJDKHOCTHOM COCTaB, KOMIIETEHIIUHU JIOJDKHOCTHBIX JIMIL U
CTPYKTYPHBIX Mo/ipa3ieNieHUN, (GyHKIIMOHATHHOE coJiepyKaHue
NeSITeIbHOCTH OpraHU3aluy B 1IEJIOM, €€ Toapa3AeeHU U paOOTHUKOB, UX
mpaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh H [Ip., B OPraHU3alHOHHO-
pacnopsAUTENbHBIX JOKYMEHTaX OpraHU3alliH.

CtpykTypa, Ha3Haue€HUE, TOPSAIOK pPa3pabOTKH, COTJIACOBAHHUS U
yTBepkaeHus. [IpaBuit BHyTpeHHEro Tpy10Boro pacnopsaaka, [lomoxenus o
nepcoHaie, 1IomoxkeHuss 0 CTPYKTYpHOM IOApasfesieHuH, [J0JKHOCTHOU
uHCcTpykuuu. lllTaTHOE pacnrcaHre Kak EPBUYHBIA YUYETHBINA JOKYMEHT IO
yuery KaapoB. O3HaKOMJICHHE paOOTHUKOB C JJOKAJIbHBIMH HOPMATHBHBIMU
aKTaMU OpraHU3allHH.

Bunbl u HazHaueHue WH(GOPMANMOHHO-CIIPABOYHON TOKYMEHTALUU I10
KaJipam. [Topsimox  odopmieHus, OCHOBHBIE = PEKBU3HUTBHI U
MIPABONIPUMEHUTENbHAS TPAKTUKA UCTIOIB30BaHUS JOKIIATHBIX, CITyKEOHBIX
1 OOBSICHUTENBbHBIX 3aMUCOK, MPEICTABICHUM, MPEIJIOKCHUHN, 3asBIICHUM,
aKTOB, CIPaBOK U JAp. B Ka4eCTBE OCHOBAaHUU Ul NPUHATUA pELICHUN B
cdepe ynpapiaeHHUs] IEPCOHATIOM OpPraHU3alUH.

Tema 2.
PacnopsiautensHbie u
OpraHu3alOHHbIE
JIOKYMEHTBI.

OpraHu3anroHHO-pacTIOPAUTEIbHBIE JOKYMEHTHI: MOHITHE, Ha3HAYCHUE,
OCHOBHBIC BH/IbI (OPTaHU3ALNOHHBIC, PACTIOPSIUTEIbHBIC, CIPABOYHEIE).
OpraHu3anroHHbIE TOKYMEHTHI: YCTaB, MOJI0KEHNE, CTPYKTYpa U IITaTHAas
YHCIIEHHOCTD, IITATHOE paclyicaHue, MpaBuia, JOHDKHOCTHAS MHCTPYKIHS,
UX Ha3HAUYEHHUE, XapaKTepUCTHKA U COCTaB, TPeOOBaHUSA K O(OPMIICHUIO,
HOPSIIOK YTBEPKACHUSL.

PacniopsinuTenbHbple JTOKYMEHTBI: TOCTAaHOBJICHUE, MpHKa3 (10 OCHOBHOM
AEATENIPHOCTH M MO JHYHOMY COCTaBy), PAaCHOPSDKCHHE, COBMECTHBIN
pacropsaUTeIbHbIN JOKYMEHT, UX Ha3HaueHHEe, XapaKTEPUCTHKA U COCTaB,
TpeboBaHUs K 0()OPMIICHHIO.

CripaBo4HO-UH(OPMAIIOHHBIE JOKYMEHTBI: CITy>K€OHbIE MHChMa, CIIPaBKH,
TOKJIAJHbIC 3aIMCKH, TPOTOKOJIBI, aKTHI, 3asBICHUS, NX XapaKTEPHCTHKA U
cocTaB, TpeOOBaHUs K 0(pOPMIICHHUIO.
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Tumbl  JOKyMEHTOB: TOJJIMHHUK, KOMUSA, IyOJNWMKaT, BBITUCKA, UX
HazHaueHue. [lopsnok odopMieHHS W BBIJAYM KONMUH U JAyOJIMKATOB
JIOKYMEHTOB, BBIITUCOK U3 HUX.

Tema 3. Opranuzanus
JIOKyMEHTO000POTA.

Perucrparust 1OKyMEHTOB: TOHSTHE, IIENIM, 3aJa4d, MECTa PErucTparuu
pa3IMYHBIX KaTeropuil JoKyMmMeHTOB. CuctemMbl M (OpPMBI PETHUCTpaLlUU
(KypHanbHasi, KapTO4YHAs, aBTOMATHU3WPOBAaHHAs), WX JOCTOMHCTBA U
HegoctaTku. [lokazaTenu, BBOAMMBIE B pEruCTpallOHHBIE (DOPMBI.
OcoOeHHOCTH PpEeruCTpallii  BXOMSIIUX, HCXOAAIIUX U BHYTPEHHUX
JIOKYMEHTOB. DJICKTPOHHBINA JJOKYyMEHTOOOOPOT.

CocTaB BBINONHSIEMBIX PabOT TpPU OTMPABKE HCXOISAIIMX JOKYMEHTOB:
MPOBEpPKa MPAaBHJIBHOCTH OGOpPMIICHHMSI, HATUUUS TPUIIOKEHUH, aapecara,
COPTUpPOBKA IO aJpecaraM W BHUJAM OTIPABJICHUN, COCTABICHHE OIUCHU
pacceuiku. TpaguIMOHHBIA CMOCOO OTIPaBKH JTOKYMEHTOB (TIOYTOM).
OTnpaBka JTOKyMEHTOB € TIOMOIIbIO TeaedoHa, (akca.

KoHTponp wucronHeHus [JAOKYMEHTOB: TMIOHSTHE, Ha3HAYeHHE, BUJIBL
[MpuHnmmel  opraHw3amuu  KOHTpoyss. CpOKM HWCHOJNHEHUS: THIIOBOM,
WHIUBUYaTbHBIA. TE€XHONOTHS BEACHUS KOHTPOJSA. AHAINU3 WCIOJHEHUS
JOKYMEHTOB B YUPEKICHUU.

B3aumocBs3p perucrpanuu J0KyMEHTOB M MH(POPMAIIMOHHO- CIPAaBOYHOMN
pabotbl. Opranusanus padoThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOMOKHOCTHBIE  JIMLA, OCYIIECTBIISIONIME PETUCTPALUI0O U KOHTPOIb
WCIOJIHEHUS], MX (DYHKITUH U MpaBa.

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

Homenknatrypa pgen: mnonsthe. 3HayeHHE HOMEHKIATYpbl 1€l Ui
KIacCU(PUKAUKA JOKYMEHTOB, OIEPATUBHOTO XpaHEHUS U WX Tpe.
apXuBHOW MoArotoBku. Buasl HomeHkmaryp aen. [lopsanok cocraBieHus,
odopmIleHUs, YTBEPKICHUS M MPUMEHEHHS KOHKPETHOW HOMEHKIATYpPhI
nen. [opsaok popmupoBanus aed.

Opranuzanus  XpaHEHHS  WCIOJHEHHBIX  JOKyMEHTOB. (OCHOBHBIE
TpeOOBaHUSI HOPMATHUBHBIX TOKYMEHTOB, pErilaMEHTHUPYIOIINX TaHHBIH 3TaIl
JTOKyMEHTO0000poTa. OTBETCTBEHHOCTh 32 COXPAHHOCTDh JOKYMEHTOB.
OcHoBHbIE 3Tamnbl Nepeaud JOKYMEHTOB B apXUB WM HA YHUYTOKEHUE:
MOJITOTOBUTENBbHBIA (000OCHOBaHME BbIOOpa croco0a COXpaHEHHs WU
YHUYTOXEHHSI TYTEM IPOBEIEHUS SKCIEPTU3bl IIEHHOCTH IOKYMEHTOB),
OCHOBHOH (IIOArOTOBKA M€ s Nepefadyd B apXuB), 3aBEpLUAIOLINI
(mepenaya B apXvB WM YHUYTOKEHUE).

DKcrepTu3a MEeHHOCTH JOKYMEHTOB: MOHSTHE, Ha3HadeHue. [[pUHIUTB U
KPUTEPUU OMNPEICTCHUS] HAYyYHOM, MCTOPHUYECKOM M MPAKTUYECKOU
[IEHHOCTH JIOKYMEHTOB. ODKCHEPTHbIE KOMHUCCHH, HX (YHKIHH, TpaBa.
Oranel npoBeAeHUs dKcnepTusbl. OdopmiieHue pe3yabTaToB IKCHEPTU3HI.
Cpoku xpaHeHUs] TOKyMEHTOB. [lepeyHu JOKYMEHTOB C yKa3aHHEM CPOKOB
XpaHeHusl, UX BUJbI, Ha3HaYeHHEe, cXeMbl roctpoenus. [lopsaok nepenaun
JIe]l B ApXUB WIH YHUYTOXKEHUS JOKYMEHTOB.

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

ApxuB: TIOHSTHE, Ha3Ha4YeHWE. BuAbBl apXWBOB: TOCYIapCTBEHHBIC,
BEJIOMCTBEHHbIE,  OOBEAMHEHHbIE  BEJOMCTBEHHbIE,  OObEIUHEHHBIE
MEXBEJIOMCTBEHHBIC 10 JIMYHOMY COCTaBy. ApXUBHbIE (OHJIBIL:
JIOKYMEHTaJIbHBIN, TOCYJAPCTBEHHBI.




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

Ounas popma o0yueHust

Ne KonrakTHas padora, yac. Camocto
HaumMeHnoBaHue TEM
n/n 3anarus aTeJbHas | Beero,
(pa3nesioB)
JIEKIIHOHHOT' 0 CemuHapbl pabora, qac.
JAMCIUTIJINHBI
THIIA qac.
1. OpraHu3aliOHHbIE OCHOBBI 2 2 18 22
JIETIONPOU3BOICTBA.
2. PacnopsiautensHbie 1 4 4 20 28
OpraHU3aIMOHHbIEC JOKYMEHTHI.
3. Opranuzanus 4 4 20 28
JIOKYMEHTO000pOTa.
4. Opranu3zanys onepaTUuBHOTO 4 4 22 30
XpaHEeHUs! JOKYMEHTOB.
HNUTOI'O: 14 14 80 108

OuHo-3204Hast popma o0yueHHst

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

7. IlepeyeHb y4eOHO-METOAMYECKOT0 00eceYeHusl JIs CAMOCTOSTeIbHOH PadoThl
o0yuyarouuxcst Mo JUCHHUIJINHE

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

Kontpons camocTosiTenbHOH pPabOTHI, SBISIETCS BaKHOM COCTABIISIIOIIEH TEKYIIEro
KOHTPOJISI yCIIE€BAC€MOCTH, OCYILECTBIISICTCA IPENOJAaBaTeIeM BO BpeMs JICKIUOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATHI U 00ecTIeYrBaET OLIEHUBAHHUE X0/a OCBOCHHS U3y4aeMOi
JUCLUIUIAHBI.



BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. [IpenMeTr JOKYMEHTAIIMOHHOTO OOECIIeUeHHUs yIpaBICHHUSL.

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

3. Ilpaktuyeckas  3HAUYUMOCTh y4eOHOI JUCLUIUINHBL  «JOKYMEHTAllMOHHOE
o0ecrnieueHre yrnpaBieHUs».

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

5. Ponb urpaer undopmanus B ooecniedeHr 3pHEKTUBHOTO yIIPABJICHHS.

6. McTouHuKky OTy4YeHUs yIIpaBIeHUYECKOW HH(POpMALIHH.

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

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

9. OpraHu3anMOHHBIE JOKYMEHTHI IPEAIPUATHS.

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

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

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

13. Un(popmMaiMoOHHO-CIIPAaBOYHBIE JTOKYMEHTBI: aKTbhl; CIy>KEOHbIE U OOBSICHUTEIbHBIC
3alUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHCbMa, WX KIacCHU(pUKaLuUs, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTtuBHO-METOIMYECKAs pEriIaMEeHTAINs JOKYMEHTO000pOTa.

16. OcHoOBHbIE ITpaBUiIa OPraHU3ALNHU JOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTOO0OPOTA.

18. Knaccuduxanus JIOKyMEHTOIIOTOKOB: TOPU3OHTAJIBHBIE, BEPTUKAJILHBIE,
BOCXO/SIIIIME, HUICXOIALINE, BXOAIIUE, UCXOAIINE U BHYyTPEHHUE.

19. Tloacuer oObeMa TOKyMEHTOOOOPOTA.

20. DkcnepTr3a UEHHOCTH JTOKYMEHTOB: MOHSTHE, HA3HAYCHHE.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

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

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

6. OOmepoccuiickre Ki1acCuPUKaTOPhl KaK JOKYMEHTHI 110 CTaHAapTH3AIIH.

7. XapaKTepUCTHUKA OTAEIBHBIX IPYIII OPraHU3aUOHHO-PACIIOPAIUTEIbHBIX
JIOKYMEHTOB.

8. Oco0eHHOCTH PEerucTpaluu JOKyMeHTOB. OCOOEHHOCTH CO3aHUsI MPUKA30B.

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

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

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

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

14. CommanbHas GyHKIHS TOKYMEHTA, €€ POJib B TOBBIIICHUH MPABOCO3HAHMSI OOIIIECTRA.

15. KommynukatuBHast GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr HHPOopMaIlu.

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

17. ®@yHKIUA JOKYMEHTA B KAYECTBE HCTOPUUECKOTO HCTOUHHKA.

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

19. Crarucruueckas GyHKIHS JOKYMEHTA.

20. biaHk TOKyMeHTa, UCTOPHS €ro pa3BUTHS. bilaHKKM COBPEMEHHBIX YIPABICHYECKUX
JIOKYMEHTOB.

21. XapakTepHucTHKa 3aKOHOIaTeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00eCTIeYeHUs yIIPaBICHUSI.

22. TpeboBanus Kk 0pOPMIICHHUIO J€]T MOCTOSTHHOTO, BPEMEHHOTO CPOKOB XpaHEHUS U 110
JTUYHOMY COCTaBY.

23. Poub cnyx0b1 JIOY B eATeTbHOCTH OpraHU3aINH.

24. OpraHuzanus pabo4ux MECT M yCIOBHUHU Tpya nepcoHaa ciyxos1 JJOVY.

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

26. HomxHOocTHas HHCTPYKIMA. DyHKINHU, CTPYKTYpa, METOIMKA pa3paboTKu.

27. Opranuzamus J0KyMEeHTO000pOTa, OCHOBHBIE HAIIPABJICHHS COBEPIICHCTBOBAHMS.

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

29. DAEKTPOHHBIA JOKYMEHTOOO0OPOT. [Ipo6iemMbl 1 TepCIEKTUBBI PA3BUTHSI.

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

Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Bunel, popmbl 1 00beMBI CaMOCTOSATENBHONH PabOThI CTYACHTOB MPH U3YYEHUU JTAaHHOU
JTUCITUTIMHBI ONIPEIENISIFOTCS €€ COJIepPIKaHueM U OTPAKEHBI B CISIYIOIICH Ta0uIle:

Ne HauMeHoBanue teM Bun camocrosiTeJLHOM O0BeM caMoCcTOATEILHOMI
n/n (pa3neJsioB) padoTshI padoTshI
AMCIMILTHHBI ouHas popmMa | OUYHO-3a0YHAs
oOyJeHus dbopma
o0y4eHus
1. | Opranu3zanoHHbIE MOATrOTOBKA K ay IMTOPHBIM 18 19
OCHOBBI 3aHATHIM, IIOJITOTOBKA
JIETOTIPON3BOICTBA. pedepaToB, TOKJIaI0B
2. | PacnopsiguTenbHble W | HOATOTOBKA K Ay IUTOPHBIM 20 25
OpraHu3alOHHbIE 3aHATHSIM, IIOJITOTOBKA
JIOKYMEHTBI. pedepaToB, TOKJIaI0B
3. | Opranuzanus IIOATOTOBKA K a4y IUTOPHBIM 20 23
JIOKyMEHTO000POTA. 3aHATUSIM, ITOJrOTOBKA
pedeparos, T0KIAI0B
4. | Opranuzanus MOATrOTOBKA K ay IMTOPHBIM 22 25
OMEepPaTUBHOTO 3aHATHSIM, II0JITOTOBKA
XpaHEHMs JOKYMEHTOB. | pedepaToB, JOKIAI0B
HUTOIO: 80 92
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8. IlepeyeHb BONPOCOB M THNOBbIE 3aaAHNUS AJISA MOATOTOBKH K IPOMEKYTOYHOM
arrecTanuu

8.1. IlepeyeHb BONpPOCOB I MOATOTOBKH K 3a4eTy C OLIEHKOI

1. IlonsATHE AOKYMEHTOOOOpOTa B oOpraHu3auuu. lloHsATHE HIOKyMEHTO00OpOTa, €ro
KOJIMYECTBEHHBIE U KAUYECTBEHHBIE XapaKTEPUCTUKH.

2. Mecto u poib JOKYMEHTOB B YHPABICHHMM Ha COBpeMEHHOM dtare. {DyHKIUU
JIEIONPOU3BO/ICTBA.

3. CocraB HOpmaruBHO-MeToanueckor ©6a3pl  JIOY. IloHATne oOpraHM3alMOHHBIX
nokymMeHToB. CtannapTtuzanus u yaudukaius cucreMsl JJOY.

4. Obmepoccuiickue KiacCH(PHUKATOpbl JOKyMEHTaluHu. [ ocyaapcTBeHHas cUCTeMa
JIOKYMEHTAIlMOHHOTO 00ecrieueH s yIpaBIeHusl.

5. bnanku nokymeHTOB M TpeOoBanus K HUM. CTpykTypa nokymeHTa. TpeOoBaHus K
odpopmiienuto nokymeHnToB 1o ['OCT P 6.30-2003.

6. IlpaBuna opopmienus pekBusuta "aapec”, "nmara", "unnexc", "Buza", "3aronoBok",
"mmoanuce'.

7. WHCTpYKIMM TO JEJIONPOU3BOJACTBY, YTO B HHX HEOOXOAMMO MPEIyCMOTPETh.
Cucrema opraHvM3allMOHHOW, PACIOPSAIUTEIbHOM IOKYMEHTALINH.

8. HazoBute BUIBI pacHoOpsAIUTENbHBIX JIOKYMEHTOB. BuIbl M Ha3HaueHHE JUYHBIX
JIOKYMEHTOB.

9. Ha3zoBure BUABI OpPraHU3ALMOHHBIX JOKyMeHTOB. CucremMa HH(OPMAIIMOHHO-
CIIPaBOYHOM JOKYMEHTALUU.

10. CnyxxebHast mnepenucka Ha mnpeanpustud. IlpaBuna odopmiieHUs Ciy>)keOHOTro
MHACHMA.

11. Ctpykrypa [AenoBbIX U KOMMepueckux muceM. Kiaccupukamus AEeNOBBIX U
KOMMEPYECKHUX ITUCEM.

12. Opranuzaiusi XpaHEHHs] HCIOJIHUTENBHBIX JOKYMEHTOB, OCHOBHEIE TpeOOBaHUS
HOPMAaTUBHBIX JOKYMEHTOB. ApXUB: IOHSTUE, HA3HAUEHUE, BU/IbI, apXUBHbBIE (POHIBI.

13. OOpaboTka BXOIAIIUX M HMCXOJAIIUX JOKYMEHTOB. BHyTpeHHHE OKYMEHTHI
OpraHu3aluu.

14. YkaxuTe TEXHOJOTHUYECKYIO IOCJIEAOBATENLHOCTh 3TANoB pabOTHl C BXOJAIIUMHU
JIOKyMEHTaMHU.

15. HomeHnknatypa Aen, ¢ Kakoi 1eJIbio pa3padaThIBAIOTCS TUIIOBBIE HOMEHKIIATYPBI JIeII.

16. PabGoTa ¢ mucekMaMu u OOpaimieHussMU TpaxaaH. [IpuBeaute mpuMepsl perucTparuu
JIOKYMEHTOB.

17. CocraBnenue HOMEHKIATYphI fen. @opmupoBanue u odopmiieHue aein. [loaroroska
U miepeiaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

18. Opranmzanusi padOTHl C JOKyMEHTaMH, KOTOpPbIE OTHECEHBI K TOCYJIapCTBEHHOMN
TalHe.

19. Ykaxure OCOOCHHOCTH BEICHHs JEIOMPOU3BOJICTBA, OOCCIEUYMBAIOIICTO YYET H
COXPAaHHOCTh KOH(PUACHIINATHHONU HH(POPMAITUU U IOKyMEHTOB.

20. KoHTponb HCHOJHEHHSI JOKYMEHTOB: IIOHSTHE, HA3HAYEHWE, BHUJABL. THIIOBBIE
OpraHu3alMOHHBIEC CTPYKTYPHI CITYKOBI JeIONPON3BOICTBA.

21. YcnoBuss Tpyaa paOOTHHUKOB CHYKObI  JeNONPOM3BOJACTBA. KommbloTepHbIE
TEXHOJIOTUH B JI€JIONPOU3BOJICTBE.

22. OGecrieueHne COXpPaHHOCTH JOKYMEHTOB B DJIEKTPOHHOM (hopme. Y CTaB Kak OCHOBHOM
OpraHU3aIlMOHHBIA JOKYMEHT.

23. CranpaptHbie ¢pa3bl U BRIPAKEHUS JEITOBBIX 1 KOMMEPUYECKUX ITHCEM.

24. TIpoxoxIeHue UCXOAAUINX U BHYTPEHHUX JOKYMEHTOB. OCOOCHHOCTH SI3bIKA M CTHIIS
CIIyKeOHBIX JOKYMEHTOB.
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25. PekBU3UTHI MEXIYHAPOJHOTO NUcbMa. OCHOBHBIE PEKOMEHIALMM 10 COCTABJICHUIO
TEKCTOB MEXITYHAPOIHBIX IMHCEM.

26. OyHKIMM OCHOBHBIX TMOAPA3ACICHUN CIYyKObl JOKYMEHTAITMOHHOTO OOECTICUCHHS
yIpaBJieHUsI.

27. ABTOMaTH3WPOBAHHBIC TEXHOJOTHMH OOpPAaOOTKM JOKYMEHTOB W WX BJIHUSHHUE Ha
CHUCTEMY JIEJIONPOU3BOACTBA KOHKPETHON OpraHu3alniH.

28. CTpykTypa U colepKaHHe KaapoBOWl HoKymeHTauuu. OpraHu3alniiOHHO-KaJpOBbIE
JTOKyMeHTbl. OCHOBHBIE aCIEKThI KYJIbTYpbI A€JIIOBOM peyu.

29. Cranpaptu3amusi si3bIka JOKYMEHTa. SI3bIKOBbIe TpeOoBaHMs K OGOPMICHUIO
PEKBU3HUTOB JIOKYMEHTA.

30. TunuyHbIC OIIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

8.2. Tunosble 3axaHusa 1JI OLEHKH 3HAHUI

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

0) C yBaXXEHUEM ...

B) HAMM paccMOTpeHb! Baim npeioxenus ...

T) B CBSI3H ...

2. JlesITeIbHOCTD armapara yrpaBJIeHHs], OXBAaThIBAIOIIAs BOPOCHI TOKYMEHTHPOBAHUS U
OpraHu3aIy padoTh ¢ JOKYMEHTaAMHU:

a) TOKyMEHTaIIMOHHOE 00ecIieueHNe yIpaBIICHHUS;

0) cTanmapTH3aIus;

B) EI'C/I;

T) cucTeMa JOKYMEHTAIINH.

3. JIOKyMEHT, 3aKperuisifoldi JOJKHOCTHOW M YHCICHHBIM COCTaB MPEANPUITHS C
yKka3zaHueMm (hoHsa 3apabOTHOMN TIIATHI:

a) TOJKHOCTHAsI MHCTPYKIUS;

0) ycras;

B) TIOJIOXKEHUE;

I') LITATHOE pacIUCaHUE.

8.3. TunoBbie 3a1aHUA 1JIs1 OEHKU YMEHHI

3apanmne 1. CocraBbTe M 0)OpMUTE MPHUKA3BI 110 OCHOBHOM JAEATENBHOCTH, M JIPYTHE
pacnopsAUTENbHbIE JOKYMEHThI, HEOOXOUMBIE B JaHHOW yNpaBICHUECKON CUTYaI[1H.

Ha MockoBckoM KOMOMHATE 1O MPOU3BOJICTBY MY3BIKaJIbHBIX HHCTPYMEHTOB U MeOesn
(rocyagapcTBEHHOE MPEANPUITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3zpaboTke U MPOU3BOACTBY
OPOAYKIMHM My3blKaabHOW mpoMbliieHHocTd (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUHU PYKOBOJIUTENCH 1IEX0B, OTAEIOB U CIIyx)0, yrBepxkaeHHoe 05.01.2003 Ne 27,

12 ampenst Tekyuiero rojaa JupekTop komOunata B.M.JlapuoHOB mopy4yus Ha4adbHHUKY
oTzena Tpyjaa u 3apabortHoit matel MapkoBy H.I'. paccuntars pazmep npeMur pyKOBOJUTEISM
OTJIENIOB, IIEXOB U CIy>kK0 KOMOWHaTa Mo uToram paOoThl 3a MEpBbIM KBapTai K 15 ampens, a
rmaBHOMY Oyxrantepy komOuHata Tpomunoi C.I'. — oprann3oBaTh BeIILIATY ITpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mmanoBo-3xoHOMHUYeckoro otaena MarBeea C.H. m rnaBHBIN Oyxranrep
Tpomuna C.I'. 3aBU3MpOBaIM MPOEKT MPHKA3a AUPEKTOPa KOMOUHATA.

3apganme 2. CocraBbTe M 0)OpPMUTE MPHUKA3BI 110 OCHOBHOM JAEATEIBHOCTH, M JIPYTHE
pacnopsuTeIbHbIe TOKYMEHThI, HEOOXOAUMBIE B JAHHOM yNpaBIE€HYECKON CUTYyalllu.

12



I'maBa Pecnybmukm Kapemuss C.JI. KarananmoB 8 wmas Tekymiero roja u3aal
pacniopsbxerue, B kotopoM MHctutyty Ononorun Kapenbckoro Hay4ynoro mentpa Poccuiickoit
aKaJIeMUH HayK OBLIO TPEJIOKEHO pa3padoTaTrh IUIaH MadbHEHIINX NEUCTBHHN MO COXPAHEHHIO
KpynHeiimeii B EBpome CTOSHKM MHUTPHUPYIONIMX MTHIL, JIPYT'HX TPUPOAHBIX OOBEKTOB
MEXIyHapOJAHOTO 3HAYeHHsI Ha TeppUTOpHH pecnyOnuku Kapenus, a Tak ke BKJIIOUHTH B TUIaH
JEHCTBUM TMOArOTOBKY MEKIyHAapOAHBIX MEpPOIPUATHUN IO PAa3BUTHUIO peMecell, Typu3Ma B
CEJIbCKMX HACEJIEHHBIX MyHKTaX, UMEIOMINX 00BEKThl MEXAYHAPOIHOTO 3HAYCHUSI.

[ToaroroBka nHGOpMAaLIUU O BHITOJTHEHUH PACHIOPSDKEHUS BO3JIaranach Ha MHUHHUCTEPCTBO
CEJIbCKOTO X034iCTBA U MPo10BOILCTBUS PK.

Pacnopspxenue ObUI0 U3aHO B LENAX BBIITOJHEHUS MEKTOCYJapCTBEHHBIX KOHBEHIIMN 1O
COXPAHEHUIO IO COXPAaHEHHUI0 OHOJOTMYECKOTo pa3zHOOOpa3usi, Ha OCHOBAaHUU pE3YJIbTaTOB
MeXAyHapoaHoro mnpoekra, ocymectBieHHoro ['VCII «lInemennoe xo3zsifictBo «MibUHCKOE»
OnoHeukoro panoHa.

Pacnopspxenue opopmiieHo Ha OnaHke ¢ u3o0paxeHueM repba pecmyonuku Kapenus, a
TaKkKe€ C yKa3aHMEM HauMMEHOBaHMs TocylapcTBa, cyObekrta Pepepanuu U HAUMEHOBAHUSA
JOJDKHOCTU PYKOBOAMTEINS CYyOBEKTa.

8.4. TunoBkie 3aaHUA IJI9 OHEHKH HABBHIKOB

3aganme 1. CocraBbTe pacHOpSAUTENBHBIE JOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBJIEHYECKON CUTYyallUH.

Hupextop OO0 «Kousepcus» Tpodpumos O.}O. 7 anpens Tekyuiero roja u3ai npukas
00 ytBepxkaeHun IlomokeHust 0 MOpsAKE pacueToB 3a OKa3aHWE WH(POPMALMOHHBIX YCIYT.
KOpuckoncynpTy 1o (hMHAHCOBO-XO34WCTBEHHBIM BompocamM Mopo3oBy B.II. u cekperapro-
pedepenty [saruneBoit E.A. Obuto mopyderHo k 10 ampenst pa3paboraTh THIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BUI0B MH(POPMALMOHHBIX YCIYT U CTPOr0 KOHTPOJIUPOBAThH
UX NPUMEHEHHUE B JIEATENBHOCTU Npeanpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIICHME, YUYET U
COXpPaHHOCTh OJIAaHKOB JIOTOBOPOB Bo3yiokeHa Ha JlaruneBy E.A., kotopas BmecTe ¢
IOPUCKOHCYJIbTOM 3aBM3UpPOBaja IPOEKT IpUKa3a.

3aganme 2. CocraBbTe pacCHOPSAUTENBHBIE JOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBIeHYECKON CUTYaLIUH.

C 1enpi0 MPUBJICYEHUS CPEACTB A 00ECIedeHUs: MPOU3BOACTBEHHOU NEATENbHOCTH
renepanbHbiid qupekTop OO0 «Texuuka» (1. Kypck) Cokomnor O.I'. 20 ceHTsI0ps TeKymiero roaa
M3J1aJ1 IIpUKa3 O CO3/1aHUM KOMMEPYECKOI0 OTAEJIA B COCTaBE 3 IMITATHBIX €AMHUI: KOMMEPUECKOTO
nupektopa — 1, Bemymiero cmernuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEpPKICHHE HOBOE IITATHOE
pacnucanue NpeanpuaTus Ha 4 kBapTaj TeKy1ero roja k 1 okrsops. Kommepueckomy tupekTopy
HUrnarteeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANKMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHUYECKUM oOpa3zoBaHueM K 10 oKTI0ps.

9. IlepeyeHb OCHOBHOM U JONMOJHUTEJILHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHas1 IUTEpaTypa

1. Ky3uenos, 1. H. [lokymeHTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHToo00poT
U JICJIIONPOU3BOJICTBO : YUeOHMK U IpakTukyM Juis By3oB / M. H. Ky3nenos. — 4-e u3z., nepepad.
u jor. — Mocksa : U3narensctBo HOpaiit, 2025. — 545 c. — (Bricmiee oopazoBanue). — ISBN
978-5-534-16003-1. — TexkcT : anexktponHbI // O6pazoBaTenbHast miardopma FOpait [caifr]. —
URL: https://urait.ru/bcode/559712
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2. I'posona, O. C. [lenonpousBoacTso : yueOonuk st By30B / O. C. 'pozoBa. — 2-¢ u3m.
— Mockaa : U3natenbctBo FOpaiit, 2025. — 131 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekcrt : anmekTpoHHbIH // Ob6pazoBaTenbHas miaTdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/563439

3. Hoponuna, JI. A. Opranuzanusi U TEXHOJOTHS JOKYMEHTAIlHUOHHOTO OOECTICUCHHS
yIpaBJIeHUs : yUeOHUK U MpakTUKyM 17 By30B / JI. A. Jloponuna, B. C. MputukoBa. — 2-¢ u31.,
nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2025. — 270 c. — (Bsicmiee oOpazoBanmue).
— ISBN 978-5-534-16016-1. — Tekcrt : anexkTpoHHbIH // O6pazoBaTenbHas miatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/560116

9.2. lonoTHUTEIbHAS JIUTEPATypa

1. MBanoBa, A. FO. Pycckuii s3bIK B 1€I0BOM JTOKYMEHTAIUU @ yUYeOHUK 7S BYy30B / A.
1O. BanoBa. — 3-¢ u3a., mepepad. u non. — Mocksa : M3narensctBo KOpaiit, 2025. — 129 c.
— (Boicmmee oOpazoBanue). — ISBN 978-5-534-20345-5. — Tekct : 31eKTpOHHBIA //
O6pazoBarenpHas miaThopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560948

2. KazakeBuu, T. A. JlokymeHToBereHue. JOKyMEHTAIIMOHHBIA CEPBUC : YYEOHHK WU
npakTukym 11 By30B / T. A. KazakeBuu, A. W. Tkanud. — 2-e u3a., ucnp. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2025. — 167 c. — (Briciiee obpa3oanue). — ISBN 978-5-534-06273-1.
— Tekcr : onextponHbid // OOpaszoBatenbHas taTdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/562369

3. IllyBamoBa, H. H. Opranuzamnus u TEXHOJOTHUS JOKYMEHTAIMOHHOTO OOECTICUCHHS
ynpasienus : yaueOuuk ais By3os / H. H. IllyBanoBa. — 3-e u3z., nepepad. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee oo6pazoBanue). — ISBN 978-5-534-20347-9.
— Teker : osnextpoHHbli // OOpasoBarenbHas 1uatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/561048

10. Ilepevyennb pecypcoB HHPOPMALMOHHO-TEJIeKOMMYHUKAUIMOHHOM ceTn ""UHTepHeT",
HeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCylIeCTBJIEHUH 00pPa30BaTeILHOIO MpoLecca mo AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro odecrnevyeHus 1 HHPOPMAIMOHHBIX CIIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

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

2. https://urait.ru - 9bC «O0pazoBarensHas miatdopma FOpaiT

3. https://elibrary.ru — Hay4Has snexTponHas 6ubnanoreka (HOb) «eLIBRARY.RU»

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

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

JIM1eH3MOHHOE TPOrPaMMHOe o0ecreYeHme:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apyOexxHOE, BO3ME3THOE);

- Adobe Acrobat Reader (3apyOexHoe, CBOOOIHO pacipoCTpaHIeMoe);

- Koncynprantllmoc: «Koncynerantllmoc: Cryment» (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeEMOE);

- 7-zip — apxuBatop (3apy0exxHoe, CBOOOTHO pacIpoCTpaHsIeMOe);

- Comodo Internet Security (3apy0exHoe, CBOOOTHO pacpoCTpaHIEMOE).

11. MeToandyecKue PEKOMEHIAIUHA 110 OPraHvM3aliii U3y4YCHUSA TUCHUIIINHBI

Opranuzanus o0pa3oBaTENbHOTO TpoIEcca pPEriaMeHTUPYeTCs Y4YeOHBIM IUTAHOM H
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

14


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/
https://student2.consultant.ru/
https://doc-up.ru/dp

[Ipu  QopMupoBaHMM CBOCH HHIUBHAYaJbHON  0Opa30BATEIBPHOW  TPACKTOPUU
o0yyaromuicss UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUIUINH U PO ECCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TIPOIECCe MPEAIIECTBYIONIEr0 OO0y4YeHHs, KOTOpPbI O0CBOOOXIaeT
00yyJaromerocs OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBAECTCS Ha HCIOJIb30BAHUHU
TPaJWLMOHHBIX, HWHHOBALMOHHBIX M HWH(GOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
TpaauunonHeie 00pa3oBaTeNbHBIE TEXHOJOTHMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JIEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30BaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPUMEHEHUS AaKTHBHBIX UM HWHTCPAKTUBHBIX (OpPM MPOBEACHUS 3aHSTHI.
Uudopmannonusle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEATM3yIOTCSl IyTEM  aKTUBU3ALUU
CaMOCTOSITENIEHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOI0 THIIA

JIeKIIMOHHBI KypC TMpEeanojaraeT CHUCTEMAaTU3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexuuu nekTop 00s13aH MpeaynpenuTh CTYyA€HTOB, IPUMEHUTEIBHO K KAKOMY
06a3zoBOMy yueOHUKY (YueOHUKAaM, y4eOHBIM ITOCOOUSM) OyIeT MPOYUTAH KYPC.

JIeKIIMOHHBIN KypC JOJDKEH J1aBaTh HAMOOJIBIINI 00beM HH(OpMAIK U 00eCIIeUnBaTh
6os1ee r1yOOKoe MOHUMaHKEe y4eOHBIX BOITPOCOB MPU 3HAYUTENIbHO MEHbILIEH 3aTpaTe BPEMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.

3aHATHS CEMMHAPCKOI0 THIIA

CemunHapckue (paKkTHUECKUE 3aHATH ) IPEJICTABISAIOT COOON NETATN3AIHIO JIEKIIHOHHOTO
TEOPETUYECKOr0 MaTepuana, IMPOBOAITCS B LENIX 3aKpeIUIeHHs Kypca U OXBaThIBAlOT BCe
OCHOBHBIE pa3/Iebl.

OcHoBHOM (opMOI TIpOBEEHUS CEMHUHAPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBbHBIM TeMaM, a TakKke
pemieHue 3aaa4 U pa3dop MPUMEPOB M CUTyallMd B ayAMTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IpenojaBaTesiss BXOJAT: OKa3aHHWE METOAMYECKON MOMOIIM U KOHCYJIbTHPOBAHUE CTYACHTOB IO
COOTBETCTBYIOIIUM T€MaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHUIX OLIEHUBAETCS O CIEYIOIINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeIIaraéMble MpernojaBaTesieM;
y4acTHe B IUCKYCCHSX;
BBITIOJTHEHHUE MMPOCKTHBIX U WHBIX 3a[aHHIA;
ACCHCTUPOBAHME NPEINOIABATEIIO B POBEIACHUH 3aHATHIA.
Jloksiagpl U ONIOHUPOBAHUE JOKIAJA0B MPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUUYECKUM
MaTepHajoM, a TaKXKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUI.
OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
CamocrosiTesibHast padoTa 00y4arOIIUXCs

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, II€JIEHANPABIECHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWUH, yMEHUH 03 HEeMmOCPEeICTBEHHOTO Yy4yacTus
IpenojaBaTesisi, XapakTepU3yIOIIMica TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESITEILHOCTH 00yUaroerocs.

Ilenn camocToATEeTbHON PaOOTHI:

e cucTeMaTH3alus U 3aKperIeHUE MOJYYEHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH CTYICHTOB;

e yriyOJieHHE U pacIIiPEHUE TEOPETHUECKUX 3HAHUIA;
e (opMupoBaHHE YMEHHUH HCIOJIH30BATH HOPMATHUBHYIO M CIIPABOYHYIO JOKYMEHTAIHIO,

CHEIUANIBHYIO JIUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U

OpraHU30BaHHOCTH;
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e (QopmupoBaHHME  CAaMOCTOSTEILHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIIUATHBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHIO M CAMOpPEaIN3alluu;

® Ppa3BUTHE UCCIEAOBATEIBCKUX YMEHHUM U aKaJeMUYECKUX HABBIKOB.

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

TexHonorust  OpraHW3allMd  CaMOCTOSITENIBHONH  pabOThl  CTYJIEHTOB  BKIIIOYAET
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTepHaTbHO-TEXHHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBITIOJIHEHHEM OOYYaIOMUMHKCS BHEAYJIUTOPHOM CaMOCTOSTEIbHOW pPaOOThI
MpEnoiaBaTesib MOXET IPOBOJUTH WHCTPYKTAX MO BBINOJIHEHHUIO 3alaHus. B MHCTpyKTax
BKJIFOYAETCS:

® 1[eJb U COJIEPKAHUE 3aJaHus;
CPOKH BBINOJIHEHNS,
OPHUEHTUPOBOYHBIA 00bEM PabOTHI;
OCHOBHBIE TpeOOBaHUS K pe3yJabTaTaM paboThl U KPUTEPUU OLICHKH,
BO3MOXXHBIE THITMYHBIC OIIUOKY TTPH BBHITIOTHEHUH.
WHcTpyKTax NPOBOAMTCA MpernojaBareieM 3a cyeT o0beMa BPEMEHH, OTBEJCHHOIO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHHOM PaOOTHI CTYJEHTOB MOXKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WIJIM CMELIaHHOH (opme.

CTyAeHTbl JOMKHBI MOIXOAUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaxKHeHIemy
CPEICTBY 3aKPEIUICHUS W Pa3BUTHsI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3TJISI0B Ha
OTIIeNIbHBIE BONPOCHI Kypca, NPUOOpETeHHs] OINpEeAENCHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIbHON TUTEpaTyphI.

[TomemeHust Isi caMOCTOSITENbHON pabOThl OOYYaIOUIMXCSA JOKHBI OBITH OCHAIIEHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTu «IHTepHeT» 1 obecnieueHneM
JOCTYyTa B 3JICKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CpPely OpraHU3alnu.

[Tpu camocTosTepHON TPOPabOTKE Kypca 00ydaronnecs JOKHBIL:

® TIPOCMATPUBATh OCHOBHBIC ONPEEICHUS U (HaKTHhI;

® TOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUH MaTE€pHall U JOMOJIHUThH €Tro
C YYETOM PEKOMEHI0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;

® U3Y4YUTh PEKOMEHJIOBAHHYIO JIMTEPATYpy, COCTABIATH TE3UCHI, AHHOTALIMA U KOHCIEKTHI
HanboJee BaKHBIX MOMEHTOB;

® CaMOCTOSITEJIbHO BBITIOJIHSATH 33/JaHUs, aHAJIOTUYHBIC MPEJIAaraéMbIM Ha 3aHITHUSX;

® JCTOJB30BATh JJIsl CAMOIIPOBEPKH MaTepuaibl (JOHIA OIICHOYHBIX CPEICTB;

® BBIOJIHATH JJOMAIIHUE 33[JaHUs 110 YKA3aHUIO IPETNOo1aBaTEesl.

PexomMengauum no o0y4eHuro MHBaJIUA0B 1 jun ¢ OB3

OcBoeHne TUCHMIUIMHBI HHBaNMUAamMu U JunamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX Trpynmnax. [Ipenmomaratorcs
CrielMaibHbIe YCIOBUA IS TIOTY4YEeHUs1 00pa3oBaHMs HHBAIKMAaMHU U nuiiamu ¢ OB3.

[Tpodeccopcko-nenarorn4eckuii cocTaB 3HAKOMHUTCS C TICUXOJIOTO-(PU3UOTOTHIECKUMU
0COOEHHOCTSIMH O0y4aroImuxcs MHBATHIOB U Jull ¢ OB3, MHAMBHUIYaNbHBIMH MPOTPaMMaMH
peabunuTanuu  WHBATUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOJIHUTEIbHAS TOAJEpPXKKAa MPENoJaBaHUs ThIOTOPaMM, IICHUXOJOTaMH, COLMAJIbHBIMU
pabOTHUKAMU, TPOLIEIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOAMYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOIb30BaTh COLMAIBHO-AaKTUBHBIC H
peduiekcuBHBIE METOJbI OOYYEHHUs, TEXHOJOTHMHM COLMOKYJIbTYpHOH peadMIMTAllUd C LEJIbIO
OKa3aHHUs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKIUYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYACHTaMH, CO3/IaHUM KOM(pOPTHOIO ICHUXOJIOTMYECKOr0 KJIMMaTa B CTYACHYECKOW TpyIIIe.
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[TonGop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOMU3BOIATCA C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3IUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIECIHATBLHBIX
TEXHUYECKUX CPEIICTB U MHPOPMAIIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U aNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBanuI0B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOyUEHHMsI OOIIETO M CIEIHAIBHOTO Ha3HA4YCHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHus). MaTepuanbHO-TEXHUYECKOE OOECTeueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HYKJaM WHBaIHUI0B M Jinil ¢ OB3.

dopma TPOBEACHUS AaTTECTAlMM JUIsl CTyACHTOB-MHBanuaoB u jui ¢ OB3
YCTaHABJIUBACTCS C YUYETOM WHIUBHIYATBHBIX TICHXO()U3UIECKUX 0COOCHHOCTEH. J[J1s1 MHBaIMI0B
u qun ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpenocTaBieHUsl 3aJaHUN OLIEHOYHBIX
CPENCTB, @ UMEHHO:

— B TIEYaTHOW WM DJIGKTPOHHOW QopMe (s JHI ¢ HAPYHICHUSIMH OIOPHO-
JIBUTATEIBHOTO amnmapara);

— B Me4yaTtHOW ¢(opMe HIM DIEKTPOHHOH (opMe C yBEIWYEHHBIM HIPUPTOM U
KOHTPACTHOCTBIO (JJISI JIUI] C HAPYIICHUSMH CITyXa, PeUd, 3peHHUs ),

— METOJOM YTEHHUS aCCHUCTCHTOM 3aJIaHMsI BCIIYX (IIJIS1 JIMI] C HAPYIICHUSIMHU 3PEHUS).

CryneHTaM ¢ MHBATUIHOCTHIO W JunaM ¢ OB3 yBennuuBaeTcs BpeMs Ha TOITOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMPOCHI. J{JIs1 TAKMX CTYIEHTOB MPEyCMaTPpUBACTCS JOCTYITHAs hopma
MPEIOCTaBICHUSI OTBETOB Ha 3a/I1aHUS, & UMEHHO:

— TUChMEHHO Ha Oymare wixm Ha0OpOM OTBETOB Ha KOMIbIOTEpe (AN JIHIl C
HapyIICHUSIMH CIIyXa, PEeUH ),

— BBIOOpPOM OTBETA U3 BO3MOYKHBIX BAPUAHTOB C UCIIOJIB30BAHUEM YCIIYT aCCUCTEHTA (15
JIUI] ¢ HAPYUICHUSMH OMTOPHO-BUTATEIILHOTO allapara);

— YCTHO (TSl TUI] C HAPYIICHUSMU 3PEHHUS, OTIOPHO-ABUTATEIHHOTO anmapara).

[Tpu HEoOXOAUMOCTH ISl OO0yYarommxcsi ¢ MHBAIUAHOCTBIO u Jui ¢ OB3 mporexypa
OIICHUBAHMSI PE3YJIbTATOB OOYYCHHS MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MmaTepuaibHO-TEXHUYECKOI 0a3bl, HE00XO0AUMOM ISl OCYLIEeCTBJICHUS
00pa3oBaTeIbLHOIO NMPoUecca MO0 JUCUUILIHHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsl TPOBEICHUS YYCOHBIX 3aHSATHH,
IOPEIYyCMOTPEHHBIX  HacTosmied  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIlleHHAs
000pyI0BaHNEM M TEXHHUUYECKUMU CPEACTBAMH 00YUYEHHUSI, B COCTAaB KOTOPBIX BXOJAT: KOMILIEKTHI
CHeLHATU3UPOBAHHON yueOHOI Mebenu, JoCKa KiacCHasi, MyJIbTUMEAUHHBIA MTPOEKTOP, SKPaH,
KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM IPOTPAMMHBIM 00€CIIeUeHUEM, C BBIXO/IOM B CETh
«MHTEpHET» U TOCTYIIOM B JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

IToMemeHue 11l CAMOCTOSATEILHOM PadOThHI 00Yy4alOUIUXCH — Ay IUTOPHSI, OCHAILLICHHAS
CJIeAYIOUIMM 000pYyIOBaHUEM M TEXHHYECKHMH CPEICTBAMH: CIEIMATU3UPOBaHHAs MeOenb s
npenoaaBaTess U 00yJaroImuxcs, Jocka yueOHas, MyJIbTUMEIUHHBIA POEKTOP, 3KpaH, 3ByKOBBIE
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEepPCOHATbHBIE KOMITBIOTEPHI IJsi pabOThl OOYYaroOmIMXCs C
YCTaHOBJICHHBIM JIMIICH3MOHHBIM IPOrPaMMHBIM OO€CTIeYeHHEM, C BBIXOJOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.
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