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lpunoscenue 4

K OCHOBHOU NPpogheccuonanbHoll 00pazo8amenbHoll npozpamme

no nanpasienuro noocomosku 38.03.01 Ixonomuka

HanpasieHHocmy (npoghunv) npozpammel « Busnec-ananumuka u yupposas sKOHOMUKA»

Pabouas nporpamMMa IUCHUILTUHBI «JlOKyMEHTOOOOPOT U EIONPOU3BOJICTBOY» BXOJHUT B
COCTaB OCHOBHOH 00pa3oBaTeNbHONW NpPOTPaMMbI BBICIIETO OOpa30BaHUS IO HAIPABICHUIO
noarotoBku 38.03.01 DxoHoMuKa, HanpaBiIeHHOCTD (Tpoduis) «busHec-aHanuTHKa U M poBas
9KOHOMHUKa» U IPeJHa3HaYeHA 1Sl 00yUaroMXCsl [0 OYHOM U OYHO-3a04HOH (hopMam 00yueHHUsL.

© MHCTUTYT MEKIyHapOJHBIX 3KOHOMUYECKHX CBsA3ei, 2021.
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1. ean u 3aaa4M TUCHUILIUHBI

Heas aucuuninubl «JI0KyMeHT0000pPOT M JeJIONMPOU3BOACTBO» — (HOPMHPOBAHUE Y
O6y‘IaIOH_[I/IX 3HAaHUHU TCOPCTUUCCKHUX U NPAKTUICCKHUX OCHOB CO3AaHUA NOKYMCHTOB YIIPAaBJICHUA,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PQEeKTHBHON OpraHu3aIllid COBPEMEHHOTO
ACJIOMPOU3BOJACTBA HA NPCAINIPUATHUAX U B OpraHrU3alHAX.

3agauyu TUCHUILINHBI:

— WU3yYydTh  3aKOHOJATENbHbIE M  HOPMATHBHO-METOJMYECKHE  JOKYMEHTHI,
periaaMeHTHPYIOIUEpadoTy C TOKYMEHTaMU OpTaHU3alliHg;

— 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 TUCHMILUIMHBI B CTPYKTYpe OCHOBHOM npodeccuoHAJIbHOI
o0pa3oBaTe/IbHON NPOrpaMMbl BhICIIET0 00pPa30BaHMS

JucuummHa «J{oKkyMeHTO000pOT M AE€TONPOU3BOJICTBO» BXOJUT B 003aTENbHYIO YacThb
y4eOHOro TIIaHa mo HanpaBieHuio moaroroBku 38.03.01 DkoHOMHKA, HAMpPaBICHHOCTH
(mpoduiib) mporpammel «bU3HEC-aHATUTHKA U TU(POBASI SKOHOMUKAY).

3. O0beM TMCHUIUIMHBI B 3aYeTHBIX €IMHUIAX H aKAJeMHYEeCKHX Yacax ¢
YKa3aHHeM KOJIMYeCTBA aKaJeMUYeCKUX YaCcOB, BbIIeJIEHHbIX HA KOHTAKTHYIO padoTy
00y4YaIIUXCs ¢ MpenogaBaresieM (110 BUAAM Y4eOHbIX 3aHATHI) U HA CAMOCTOSITEJIbHYIO
padoTy 00y4aroumuxcs

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

N Bcero yacos
Buna yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yUeHHSI dopma oOyueHust
KonTakTHas padora ¢ npenogasartesem (Bcero) 20 8
B ToMm uncne:
3aHATHS JEKIIMOHHOTO TUIIA 14 6
3aHATHS CEMUHAPCKOTO THIA (CEMHUHAPHI) 6 2
CamocTrosiTe/ibHasi padoTa (Bcero) 88 100
dopma KOHTPOJIS 3auer ¢ OlleHKOU
O0mast Tpya10éMKOCTb TUCHUILIHHBI 108




4. [lepevyeHb MJIaHNPYeMbIX Pe3yJIbTATOB 00yUeHHS MO TUCIUIIUHE, COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NPOrPaMMbl

Koa m HaumenoBanue

Kon u HaumenoBanue

IInanupyemMble pe3ybTaThl

KOMIIeTeHI UM (1if) HHAMKATOPA T0CTHKECHUS
00y4YeHHs MO TUCIHUILINHE
BBINIYCKHUKA KOMIIEeTEeHIIUH
OIIK-5 HOIIK 5.1 3HaTh: AIEKTPOHHBIN
Cnocoben  wucrmonb3oBath | iMeer  mpencraBieHHE O | TOKYMEHTOOOOPOT.
COBpEMEHHBIC COBpPEMEHHBIX YMeTb: BBIOUPATH COBPEMEHHEIC
nH(pOpMaMOHHbIE uH(pOpMaAITMOHHBIX WH(pOpPMAITMOHHBIE  TEXHOJOTHUHU
TEXHOJIOTUU U | TEXHOJIOTHSIX U | IpH OpTraHu3aIun
MpPOrpaMMHBIE  CPEJICTBA | MPOTPAaMMHBIX  CPEICTBaX, | TOKyMEHTOO00pOTa.
npu pelieHny | HeOOXOUMBIX I pelieHus | Baagers: OTIBITOM
npodeccnoHambHbIX npodeccuoHaNbHBIX 3a/au. UCIIOJIb30BaHUs COBpPEMEHHBIX
3a/1a4. NOIIK 5.2 UH(POPMALIMOHHBIX  TEXHOJOTHM
OcyuiecTBisiTh ~ BBIOOp U | IpU OpraHu3aIun
NPUMEHEHHE COBPEMEHHBIX | TOKYMEHTO00O0pOTa.
nH(pOpMaAITMOHHBIX
TEXHOJOTHI U MPOTrPaMMHBIX
CPEICTB MpHU pElICHUU 3a7ad
npodhecCuOHATBLHOM
JeSITENIbHOCTH.
IIK-3 HIIK 3.1. 3HaTh: OpraHU3alMOHHbIE
Cnocoben BbICTpauBaTh | [lonuMaer OCOOEHHOCTH | OCHOBBI ~ JTOKYMEHTO00OOpOTa U
KOMMYHHUKAITUOHHYIO npohecCHOHATBLHOM JEIONPOU3BOJICTBA
CTpaTEruio U OCYIIECTBIATh |[KOMMYHHUKAIMK, B T.4. Ha| YMeTh: OCYIIECTBIISATH u
OpraHHU3aIOHHOE Y | QHTJIMICKOM SI3BIKE. JOKYMEHTAIlMOHHOE 00ecIeueHIe
JTOKYMEHTAIlHOHHOE NIIK 3.2 npodecCHOHATbHON
obecrieyeHne OcymecTBisier JESTEIILHOCTH.
SKOHOMHUYECKOU OpraHU3aIMOHHOE Baanern: 3HAHUSIMHU 0
NeSTeNbHOCTH obOecrieueHre IKOHOMUYECKOU | JOKYMEHTO000pOTe U
NESTeIbHOCTH. JEJIIONPOU3BOJCTBE U MPUMEHSTH
HIIK 3.3 ux B npodeccrnoHabHOM
OcyiecTBisier JESITeIbHOCTH.
JIOKYMEHTAIMOHHOE

o0ecrieueHre YKOHOMHUYECKOMN
ACATCIIbHOCTH, B TOM YHCIIC
Ha WHOCTPAHHOM SI3bIKE




5. Coneprxkanue Q¥ CHUANINHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.

VYHuukanmus u CTaHIApTU3alUs JelIoBOM JokyMmeHTauuu. ClioBapb-

OpraHuzalliOHHBIE | MUHUMYM TEpPMUHOB U ompeaeneHuil. OOmme HOPMBI U IpaBuiIa
OCHOBBI odopMIIeHHS JOKYMEHTOB (pa3Mepbl Oymaru, Mmojieid, HyMeparus CTpaHuIl 1
JeNIONPOU3BOJCTBA. | T.J.) IPUMEHSEMOE B JIEIOMPOU3BOICTBE.

branku

JOKYMEHTOB.

Tema 2. Knaccudukanus nmenoBoit  nokymenrauuu. IlpaBunma  odopmiieHust
Opranu3zalroHHO- PEKBHU3UTOB OJIaHKA U UX PACIIOIOXKEHHS Ha CTaHIapTHOM (hopmarte Oymaru,
pacmopsinuTenbHas | pa3Mepsl  moneil.  Dopmynsip-  oOpaszenr  TpyNmbl  JOKYMEHTOB,
JOKYMEHTAIuSl. MpUHAJJISKANINX K OTHOM cucTeMe.

Oomas [IpoexkTupoBanne  OMaHKOB  JOKyMEeHTOB  opranuzamuu. Cocras,
XapaKTepUCTHKA odopMmIiIeHHE, U3rOTOBJICHHE, XpaHEHHE OJaHKOBOPraHU3aLINH.

CTHIISL CITyKeOHOM brnank mokymeHTa: MOHATHE, Ha3HAYCHUE, BUIBI OJIaHKOB (00mui ONaHK,
JIOKyMEHTAITUH. OJlaHK TMChMa, OJJAaHK KOHKPETHOTO BHUA JOKYMEHTa (KpOMeE IHChMA).

CocraB, odopmienue pekBU3UTOB Onanka. (OcCOOEHHOCTH — sI3BIKA
CITy’)KeOHBIX TOKyMeHTOB. Kommo3umus nokymeHTa. CTpyKTypHBIC OIINOKH.
HeymectHoe u HeomnpaBaaHHOe yrnoTpeOIeHue

WHOCTPaHHBIX CJIOB.

Tema 3. CnpaBouHoO-
nH(pOpMaMOHHBIE
JOKYMEHTHI.
JlenoBas nepenucka.
CocraBneHue akToB
UTPOTOKOJIOB.

Oukcarnuss  (omMcaHue) JIOKATbHBIX TPAaBHI, HOPM, IOJOXCHUH,
ONpENENAINX CTaTyC OpraHu3alud, €€ CTPYKTypy, IITaTHYIO
YUCJIEHHOCTh U JIOJDKHOCTHOM COCTaB, KOMIETEHLIMU JOJDKHOCTHBIX JIML] U
CTPYKTYPHBIX MOApAa3/IeICHUN, (byHKIIMOHATIBHOE COJIep KaHHe
NESTEIIbHOCTH OPTraHU3alliy B IIEJIOM, €€ TIOpa3AeTICHI U paOOTHUKOB, UX
npaBa, OOS3aHHOCTH, OTBETCTBEHHOCTh H [Ip., B OpraHU3alMOHHO-
paclopsIANTENbHBIX JIOKYMEHTaX OpraHU3alluH.

CtpykTypa, Ha3HaueHHe, TMOPAIOK pa3padOTKH, COIJIACOBAaHUS H
yTBepxkaeHus [IpaBuil BHyTpeHHEro TpyJI0BOTo pacropsiaka, [lonoxenus o
nepcoHasne, IlonoxkeHuss o CTpyKTypHOM ToApaszaeiaeHuu, [oKHOCTHOM
uHcTpykuuu. [lItaTHOE pacniucanue Kak IEpBUYHBIN YYETHBIA JOKYMEHT 10
yueTy KaapoB. O3HakoMIIeHHE paOOTHUKOB C JIOKaJIbHBIMA HOPMATHBHBIMU
aKTaMH OpraHU3alUu.

Bunelt 1 HazHaueHne WHGOPMAIMOHHO-CIPABOYHON JOKYMEHTAlUU IO
KaJpam. [Topsmok o opMIICHHUS, OCHOBHBIE  PEKBU3HTHI u
MPaBONPUMEHHUTENbHAS MPAKTUKAKUCIIONb30BAHUS JOKIAIHBIX, CITY>KEOHBIX
U OOBSICHUTEIBHBIX 3aMMHUCOK, MPEACTABICHUH, MPEIIOKEHHH, 3asBICHUM,
aKTOB, CIPABOK M Jp. B KAa4eCTBE OCHOBAHUM JJIsI MPUHATHI PEUICHUI B
cdepe ynpapieHuUs IEPCOHAIOM OpraHU3alUu.

Tema 4.
PacniopsinurensHeie
JOKYMEHTBHI.
Cocrasnenune
MPUKA30B, YKa3aHU,
PacCIOpPsKEHU.
OpraHuzanioHHbIE
JIOKYMEHTBI.

Opranu3anMoOHHO-PACIIOPAANTEIFHBIC JOKYMEHTHI: MOHSATHE, Ha3HAYCHHUE,
OCHOBHBIE BH/JIbI (OpraHU3aI[OHHBIC, PACTIOPAIUTEIbHBIEC, CIPABOYHBIE).
Opranu3anoHHBIE JOKYMEHTHI: yCTaB, MOJIOKEHNE, CTPYKTYpa M IITaTHAs
YHCJICHHOCTb, IITATHOE PACIHCAaHUE, IPaBHIIA, JOJDKHOCTHAST MHCTPYKIIHS,
UX Ha3HauYeHHE, XapaKTePHCTHKA W COCTaB, TPeOOBaHMSA K O(GOPMIICHUIO,
HOPSI0K YTBEPIKICHHUS.

PacriopsinTenbHble TOKYMEHTBI: TIOCTaHOBJICHHUE, MpHKa3 (110 OCHOBHOM
NESITeIbHOCTH M 10 JIMYHOMY COCTaBY), PAaclOpsHKEHHE, COBMECTHBIN
pacnopsIIMTEIbHBIH JOKYMEHT, HX Ha3HaYeHUE, XapaKTePHCTHKA M COCTaB,
TpeGoBaHus K 0)OPMIICHHUIO.

CrpaBoyHO-MH(OPMAIIMOHHBIE TOKYMEHTBI: CITy>KeOHbIC TMChMa, CIPABKH,
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JOKJIAAHBIC 3allMCKH, MTPOTOKOJIbI, aAKThI, 3a4BJICHUS, UX XAPAKTCPUCTHUKA U
coCTaB, TpeOOBaHUS K OPOPMIICHUIO.

Tumel JOKYMEHTOB: TMOAJWUHHUK, KOMUS, MJyOJIMKAT, BBIITUCKA, WX
HazHaueHue. [lopspgok odopmieHHs W BBIJAYM KONMUK H TyOJIMKATOB
JOKYMCHTOB, BBIIIMCOK M3 HUX.

Tewma 5. Perucrpamuss 1OKyMEHTOB: MOHATHE, LIEJNH, 3aJa4d, MECTa PErucTpaluu
Opranuzanus Pa3IUYHBIX KaTeropuil MOKyMEeHTOB. CHCTeMbl U ()OPMBI PETUCTpAIlUU
JTOKyMEHTO000poTa. | ()KypHajbHas, KapTOYHas, aBTOMATHU3MPOBAaHHAs), HMX JOCTOMHCTBA U
Opranuzanus HepocTaTku. [lokasaTenu, BBOJMMBIE B PETHCTPAIOHHBIE (DOPMEIL.
perucTpanuu Oco0OeHHOCTH pEerucTpanuy BXOJAIIUX, HCXOAAIIUX U BHYTPEHHUX
JIOKYMEHTOB U JIOKYMEHTOB. DIIEKTPOHHBII TOKYMEHTOO0O0POT.
KOHTPOJIb CocTaB BBINIOJNIHAEMBIX pPabOT NpPU OTHPAaBKE HUCXOASIIUX JOKYMEHTOB:
WCTIOTHEHUS pOBEpKa MPABMWIHLHOCTU OGOPMIICHHSI, HAIMYUS NPUIIOKEHUH, aapecaTa,
JOKYMEHTOB. COPTHpOBKA MO ajpecaraM M BUAAM OTIPABICHHUM, COCTaBICHUE OMHUCH
paccbukd. TpaauIMOHHBIA CIMOCOO OTHPaBKH JOKYMEHTOB (TIOYTOI).
OTtmpaBka TOKYMEHTOB ¢ TTOMOIIIbIO TenedoHa, dakca.
Kontponb wucnonHeHuss AOKYMEHTOB: TOHSTHE, Ha3HA4€HHE, BUJbL.
[IpuHIMnEl  OopraHu3anuu  KOHTposisi. CpOKHM HMCHOJHEHUS: THUIIOBOM,
WHJIUBUIyaIbHBIA. TE€XHONOTUSI BEACHUS KOHTPOJS. AHaIU3 WCIOTHEHUS
JIOKYMEHTOB BYUYPEXKICHHUH.
B3auMocBs3b perucrpanuu J0KyMEHTOB M MH(POPMAIIMOHHO- CIPAaBOYHOMN
paboTel. Opranuzanys paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIKHOCTHBIE  JIMLA, OCYILIECTBIISIFOIIME PETUCTPALMI0O U KOHTPOJIb
UCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.
Tema 6. Homenknarypa pen: mnoHsiTMe. 3HAUY€HHE HOMEHKIATYpBl Jed s
Opranusanus KJIacCU(pUKALUU JOKYMEHTOB, OIEPAaTUBHOIO XpaHEHUS MU HX THpeN
OIIEpPaTUBHOIO apXMBHOW NOATOTOBKU. Buasl HOMeHKnaTyp aei. llopsanok cocrasieHus,
XpaHEHUS oQopMIIeHHS, YTBEPKJIECHUS M NMPUMEHEHHs] KOHKPETHOW HOMEHKJIATYphI
JOKYMEHTOB. nen. [Topsnok popMupoBanus nein.

dopmupoBaHue Je.

Opranmsanusg  XpaHEHMsT  MCIOJHEHHBIX  JOKYMEHTOB. (OCHOBHBIC
TpeOOBaHUS HOPMATUBHBIX JOKYMEHTOB, PErJIaMEHTHPYIOIINX JaHHBIN
9Tal JOKYMEHT0000poTa. OTBETCTBEHHOCTh 3@ COXPAHHOCTh JOKYMEHTOB.

Tema 7. Iloaroroepka
JIOKYMEHTOB K
MOCIENYIOLIEH
nepeaaqn
JIOKyMEHTOBB apXUB
WM Ha
YHUYTOKEHHE.

OcHoBHBIE 3Talbl NEPEJauYld JOKYMEHTOB B apXUB WM HAa YHUUYTOXECHHE:
MOATOTOBUTENBHBIM (0OOCHOBaHHWE BBIOOpa crocoba COXpaHEHUsS WU
YHUUTOXKEHUS IIyTEM HPOBEIEHUS AKCIEPTU3bl LIEHHOCTH JOKYMEHTOB),
OCHOBHOM (IIOArOTOBKA J€1 Ui Iepeladd B apXWB), 3aBEpIUAIOLINH
(mepenaya B apXyB WIM YHUUYTOKECHHUE).

OKcnepTu3a EHHOCTH JOKYMEHTOB: MOHATHE, HasHaueHue. [IpuHuunel u
KPUTEpUU OIPEACIICHUs] HAy4YHOH, MCTOPUYECKOM U IIPAKTUYECKON
LIEHHOCTH JIOKYMEHTOB. OKCIIEPTHble KOMHCCHH, UX (DYHKLUH, IpaBa.
Oransl npoBeeHus dKcnepTusbl. OdopmileHHe pe3yabTaToB 3KCIEPTU3HI.
Cpoku xpaHeHHs T0KyMEHTOB. [lepeuHr TOKyMEHTOB C yKa3aHUEM CPOKOB
XpaHEHUs1, UX BHUJbl,Ha3HAUEHUE, cXeMbl noctpoeHus. Ilopsaaok nepenaun
JIe]1 B ApXUB WM YHUUYTOXKEHUS TOKYMEHTOB.

TpeboBanust K O(GOPMIICHHIO 1€ TOCTOSHHOTO, BPEMEHHOIO CpPOKOB
XpaHEHMs U IO JUYHOMY cocTaBy. IIpaBumiia opopmieHus U cocTaBiieHUsS
onucu aein. Ilopsanok nepenauu nen B apXus.

ApXuB: TOHATHE, Ha3HadeHHe. Buubl apxuBOB: TOCYIapCTBEHHBIE,
BEJIOMCTBEHHbIC,  OOBEAMHCHHBIE BEJOMCTBEHHBIE,  OOBEIMHCHHBIC
MEXBEIOMCTBEHHBIE [0 JIMYHOMY COCTaBy. ApXUBHbIE (OHJBI:

JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.




6. CTpykTypa JUCHMILUIMHBI 10 TEMaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX

KOJIHYECTBA aKaAEeMHU4Y€CKUX YaCOB U BU/10B y‘leﬁl{LIX 3aHATHIA

Ounas ¢popma o0ydeHuUs1

HanmenoBanue TeM (pa3/iesioB)
THCHUTITAHBI

KonTakTHas padora, yac.

3auaTusa
JeKIIHOHHOI0
THIIA

CemuHapbl

CPC,
yac.

Bcero,
yac.

Tema 1. Opranu3zaniiOHHbIE OCHOBBI
JEJ0NPOn3BOICTBA. biianku
JIOKYMEHTOB.

2

2

12

16

Tema 2. OpranuszanioHHO-
pacnopsauTeNIbHAS TOKYMEHTAIIHS.
OOm1ast xapaKTepUCTHKA CTHIIS
CITyKeOHOH TOKYMEHTallH.

13

15

Tema 3. CnpaBouHo-
nH(OPMAaLIMOHHBIE JOKYMEHTHI.
Jenoasinepenucka. CocTaBieHne
aKTOB UIIPOTOKOJIOB.

12

16

Tewma 4. PacniopsauTenbHbIE TKYMHIBI
CocrapieHue NpuKa3oB, yKa3aHuH,

pacniopsikenuil. OpraHu3alioOHHbIE
JOKYMEHTBI.

13

15

Tema 5. Opranusanus
JIOKyMeHToo0opoTa. Opranusanus
perucTpanyy J0KyMEHTOB U KOHTPOJIb
VCIIOJIHEHUS IOKYMEHTOB.

13

16

Tema 6. OpranuzanusonepaTuBHOTO
XpaHeHUs JOKYMEHTOB.
dopmMupoBaHUE JET.

13

15

Tewma 7. IloagroroBka TOKyMEHTOB K
nocjenyomei nepegadu JT0KyMEeHTOB
B apXUB WM Ha YHUUTOKEHHUE.

12

16

UTOI'O:

14

88

108

OuHo-3204Hast popma oOyueHHst

HaumeHoBaHue TeM (pa3aesioB)
JAMCIUTIINHBI

KonTakTHas pabdora, yac.

3auaTus
JEeKIUOHHOI0
THIIA

CemuHapbl

CPC,
qac.

Bcero,
qac.

Tema 1. Oprann3anOHHbIE OCHOBBI
JEeJI0NPON3BOICTBA. biianku
JIOKYMEHTOB.

14

14

Tema 2. Opranu3aiiOHHO-
pacropsAuTeNIbHAs JOKYMEHTALHSL.
OOmas XxapaKTepruCTUKA CTHIIS
CITy’KeOHOM TOKYMEHTAalUU.

14

15

Tema 3. CpaBouHo-
nH(OpPMALIMOHHBIE JOKYMEHTHI.

14

15




Jenoasinepenucka. CoctaBieHue
aKTOB UIIPOTOKOJIOB.

Tema 4. PacniopsiiuTeIbHbIE AKyMHIbI 1 1 14 16
CocrapieHue NpuKa3oB, yKa3aHuH,
pacnopspkeHui. OpraHu3anoHHbIE
JOKYMEHTHI.

Tema 5. Opranusanus 1 1 14 16
JIOKyMeHToo0opoTa. Opranusanus
perucTpanyy J0KyMEHTOB U KOHTPOJIb
UCIIOJIHEHUS TIOKYMEHTOB.

Tema 6. OpranuzanusonepaTuBHOTO 1 - 15 16
XpaHEHUs JOKYMEHTOB.
PopMupoBaHUE ACIL

Tema 7. [loaroroBka 1OKyMEHTOB K 1 - 15 16
MOCJIeIyIONIEeH Nepeiauu JOKYMEHTOB
B apXMB WJIM HA YHUUTOXKCHHE.

HUTOrO: 6 2 100 108

7. IlepeyeHb y4eOHO-METOAUYECKOT0 00eceYeH sl JIs CAMOCTOSITeIbHOM PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CamocrosTenbHas pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BHU0OB y‘IGGHOfI ACATCIIbHOCTH,
COCTaBHOM 4YacThIO yueOHOTo IMpoliecca U UMEET CBOEH Leblo: TITyOOKoe YCBOGHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPaTypoil, PEKOMEHJIOBAHHOW TMpernojiaBaTeieM, YMEHUE HaWTH HYXXHBIA Martepual u
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘IeCKOI\/'I AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPIICHCTBOBAHHMIO CBOMX 3HAHUM, K
LEJIEYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponb camocTosiTenbHON pabOThI, SBISETCS BAXKHOW COCTaBISIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IIPCNOAAaBaTCICM BO BpCMA JICKIHMOHHBIX U
MPAKTUYECKHUX (CEeMUHAPCKUX) 3aHATHI U 00eCIeYrBaeT OLEHUBAHUE X0/1a OCBOCHHUS H3y4YaeMOn
JUCHUITIIUHBI.

BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. KakoB nmpeamMeT J0KyMEHTAIHOHHOTO 00ECIICYCHUS YIIPaBICHUS?

2. Kakue HOpMaTHBHO-TIPABOBBIE aKThl PETyJHPYIOT JOKYMEHTAIMOHHOE OOecreyeHue
yIpaByieHUs?

3. KakoBa MPAKTUYECKasi 3HAYNMOCTh  YIeOHOM UCHUIIINHEI
«JIOKyMEHTallMOHHOE 00ecreYeHNne ypaBICHUs»?

4. Kakoit 00beM U cosiepKaHHe UMEIOT MOHATUS «UHPOPMALUA» U «TOKYMEHT»?

5. Kakyto posb urpaet uHdopmanus B odecrieueHun 3OPEKTUBHOTO YIIpaBICHUs?
6. KakoBbI HICTOUHUKHU TOJTYUYEHUS YIIpaBIeHUECKOW nHpopManun?
7

. KakoBel  HasHaueHume U byHKIAHA CITY’KO TOKYMEHTaIIHOHHOTO
obecrnieueHns yIpaBiIeHUs] B COBPEMEHHBIX OPTaHU3AIHSIX ?
8. Urotakoe «cucTeMa JIOKYMEHTAITAN U «yHU(UIUpOBAHHAs  CHCTEMa
JOKyMEHTAIUn» ?

9. Kakue BuIpl yIpaBlIeHYECKHX JOKYMEHTOB BKJIIOYaeT B cebsi YHuduuupoBaHHAS
CUCTEMA OpraHU3alMOHHO-PACIOPAIUTEIILHON TOKYyMEHTALUN?
10. Opranu3animoHHBIE JOKYMEHTHI IPEATPUATHS.
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11. PacnopsiautenbHble JOKYMEHTBI IPEANPUSATHS: IPUKA3bI IO OCHOBHOU AESATEIbHOCTH;
pacnopsiKEeHMs, pEIIECHNUS.

12. VHdpopMaIimoHHO-CTIpaBOYHbIE TOKYMEHTBI: IPOTOKOJIBI, TIOJHAs U KpaTKas (popma ux
oopmieHus.

13. VHdopMamoHHO-CTIPaBOYHbIE TOKYMEHTHI: aKThl, CIY>KEOHbIE M OOBSICHUTEIbHBIC
3alMCKU; CHpPaBKH; CIyXeOHbIe JOBEPEHHOCTH; IHUChbMa, HX KIacCU(PUKAIMS, CTPYKTypa,
cTaHAapTHbIE (pa3bl U BHIPAKECHHUS.

14. TloHATHS ZOKYMEHTOOOOPOT U OpraHU3aIMsl JOKYMEHTOO00pOTa.

15. HopmaTtuBHO-METOIMYECKAs pErIIaMEeHTAINsS JOKYMEHTO000pOTa.

16. OcHOBHBbIE ITpaBUJIa OPraHU3ALNHU JTOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTOO0OPOTA.

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

19. Tloacuer oObeMa TOKyMEHTOOOOPOTA.

IIpumepHas TeMaTHKa pedepaToB (10KJIAA0B)

Hcropus passutus nenonpousBonacrsa B Poccun.
YHuukanys 10KyMeHTOB, Y HUQHUIIUPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.
CoBpeMeHHOE COCTOSTHIE HOpMAaTUBHO-MeToiuueckoit 6a3er IOV (0630p).
Crangaptuzanus B 1€I0INPOU3BO/ICTBE.
Hctopus poccuiickoro repoa.
TpeboBanus Kk sMOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
Obmepoccuiickue KIacCupUKaTOpbl Kak JOKYMEHTHI IO CTaHJapTH3AIHH.
XapakTepucTuKa OTAEIbHBIX TPYII OPraHU3alMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB

9. Oco0eHHOCTH CO3/IaHUs MTPUKA3O0B.

10. OOpamenus rpax/jaH, npaBuia paboThI.

11. Xapakrepuctuku u pe3rome. OcoO0eHHOCTH 0POPMIICHUS.

12. PexoMeHaaTenbHOE MUCHMO.

13. Kommepueckue nucbma.

14. OcobeHHOCTH SI3bIKA U CTUJIS CTYKEOHOTO JOKYMEHTA.

15. Hcropus yHU(DUKAITUN TEKCTOB CITY)KEOHBIX TTHCEM.

16. DnexTpoHHOE COOOIIeHIE — 0COOCHHOCTH SI3bIKA U CTHIIA.

17. UnadopmanronHas GyHKIHS TOKYMEHTa KaK CPEICTBO 3areyaTieHus U XPaHCHHS
UHpOpMaLIUH.

18. CormmanpHas GyHKIHS TOKYMEHTA, €€ pOJib B TOBBIIICHUH IMPABOCO3HAHMSI OOIIIECTRA.

19. KomMmyHuKaTHBHas (GYHKIHMS JOKYMEHTA KaK CPEICTBO Mepeaadd HHpopMaIum.

20. IIpaBoBas ¢yHKIHS JOKYMEHTA KaK CPEJACTBO YCTAHOBJICHUS MTPAaBOOTHOIIICHUH
MEXTy FOPUINISCKUMU U (PU3NICCKIUMHE JTUIAMH.

21. ®OyHKIUA TOKYMEHTa B KAYECTBE HCTOPUUECKOIO HCTOUHHUKA.

22. YmpaBieHdyeckas GyHKIUS JOKYMEHTA B POJIM OCHOBHOTO MHCTPYMEHTA JIJIsl PELICHUS
aJIMMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB YIIPABIICHUS.

23. Crarucruueckas GyHKINS JOKYMEHTA.

24. biaHkK TOKyMEHTa, UCTOPHS €ro pa3BUTHS. bllaHK COBPEMEHHBIX YIPABICHYECKHUX
JIOKYMEHTOB.

25. XapakTepHuCcTHKa 3aKOHOIaTeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOTO
JIOKYMEHTAIMOHHOTO 00eCTIeueHHsI yIPaBICHUSI.

26. Poub cmyx0b1 JIOY B neATeTbHOCTH OpraHU3aINH.

27. Opranuzanus pabo4ux MECT M yCIOBUU Tpy/a mepcoHaia ciy>kos1 JJOVY.

28. Tlomoxxenwue o ciyx6e JIOY. Ctpykrypa, GyHKIIMHA, METOANKA Pa3padOTKH.

29. HomxHOocTHas HHCTPYKIMA. DyHKIINHU, CTPYKTYpa, METOIMKA pa3paboTKu.
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30. Opranuzamnus T0KyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.
31. OOBeKTHBHBIE U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHT0000pOTA.
32. DNeKTpOHHBIN JOKYMEHTOOOO0pOT. [IpoOiieMbl M IEPCIIEKTUBBI PA3BUTHS.

33. IMomymnsipHBIE CUCTEMBI AIEKTPOHHOTO TOKyMeHTooO0opoTa (CD/]) B PO.

Pacnipenesienne caMmocTosITeIbHONH padoThI

Bunsl, hopmMbl 1 00BEMBI CAMOCTOSATENIBHOM pabOTHI CTYACHTOB HPU M3YUYEHUH JaHHOU
JTUCLUIUIMHBI ONPEETISIIOTCA €€ COEPKaHUEM U OTPAaXXEHbI B Cleayomei Tadbuune:

Ne | HaumenoBanue TeM (pa3nenoB) | Buja camocrositeqibHOM Oo0bem
n/n U CIUIIINHBI padoThl CaMOCTOAITEJILHOM
padoThI
OYHas OYHO-
dbopma 3a04Has
o0yJeHus dbopma
o0yueHus
1. | Opranu3zanoOHHbIE OCHOBEI | TOATOTOBKA K 12 14
JIEJIONPOU3BO/ICTBA. brnanku | ayAUTOPHBIM 3aHATHUSM,
JOKYMEHTOB. MOATOTOBKA pedepaTos,
JTIOKJIaI0B
2. | Opranu3annoHHO- MHOATOTOBKA K 13 14
pacniopsiiuTeNbHass JOKYMEHTALM. | ayIUTOPHBIM 3aHSATHUSIM,
OOmrast  xapakTepUCTUKA CTUJIS | MMOATOTOBKA pedeparos,
CITy)KeOHOM IOKyMEHTAIIUH. JTIOKJIaI0B
3. | CopaBoyHoO- nH(pOpMAIMOHHBIEC | TTOJTOTOBKA K 12 14
JTOKyMEHTHI. [lenoBasi mepenucka. | ay JMTOPHBIM 3aHSATHUSIM,
CocraBiieHre aKTOB UIIPOTOKOJIOB. | MOJATOTOBKA pedepaTos,
JTIOKJIaI0B
4. | PacniopsAauTeNbHBIE  JOKYMEHTEL | TOJTOTOBKA K 13 14
CocrapiieHHe MPUKA30B, yKa3zaHui, | AYAUTOPHBIM 3aHATHAM,
pacropspkenuii. Oprauusanuonnere | TOATOTOBKA pedeparos,
JOKJIaI0B
JOKYMEHTHI.
5. | Opraam3amusi TOKyMEHTOOOOpOTa. | MOATOTOBKA K 13 14
Opranu3zanus perucTpalnyy | ayAUTOPHBIM 3aHATHUSM,
JTOKyMEHTOB u KOHTPOJIb | IOATOTOBKA pedeparTos,
MCIIOJIHEHUS IOKYMEHTOB. JIOKJIaJIOB
6. | Opranusarms OTEPaTUBHOIO | MOJArOTOBKA K 13 15
XpaHeHUs JOKYMCHTOB. | ayIMTOPHBIM 3aHATHUSM,
dopmupoBaHue Jie. MOATOTOBKA pedepaTos,
JIOKJIaJIOB
7. | IlogroroBka  JOKYMEHTOB K | IOArOTOBKA K 12 15
nocieayomein nepefayd | ayIMTOPHBIM 3aHITHSIM,
JOKYMEHTOB B apXuWB WJIM Ha | MOArOTOBKa pedepaTos,
YHUYTOKCHHUE. JIOKJIaJIOB
HUTOI'O: 88 100
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9.

10

11

12
2003.

13

14

8. Hepeqeﬂb BOIIPOCOB U TUIIOBLIC 3aIaHUA AJIH MOATOTOBKH K 3a4€Ty € OLIEHKOM

8.1. IlepeyeHb BONPOCOB il MOATOTOBKH K 324€Ty € OLI€HKOI

Uto nmoHMMAaeTCs TIOJT OpraHu3aIfe JOKyMeHToo0opoTa?

[TonsiTHE TOKYMEHTOOOOPOTA, €r0 KOJTMYECTBEHHBIC U KAYECTBEHHBIE XapaKTEPUCTUKH.
MecTo 1 posib TOKyMEHTOB B YIIPaBICHUH Ha COBPEMEHHOM JTarle.

DYHKIUA JIETONPOU3BOICTBA.

CocraB HOpMaTHBHO-MeTOU4ecKor 0a3er IOV .

YTo moHUMAaETCs MO TIOKYMEHTAIIMOHHBIM 00eCIIeYeHUEM yIIPABICHHS ?

[TonsiTHE OpraHU3alMOHHBIX TOKYMEHTOB

Cranmapruzanus 1 yaudukanus cucremsl JJOY.

Obmepoccuiickue KI1acCUPUKaTOpbl JOKYMEHTALIUH.

. I'ocynapcTBeHHas cuctemMa TOKyMEHTAllUOHHOTO 00eCTIeYeH sl YIIPaBIICHUS.
. bnaHku TOKyMEHTOB U TpeOOBaHUS K HUM.
. Ctpyktypa noxkymenta. TpeboBanus k opopmieHuto fokymerToB mo ['OCT P 6.30-

. IIpaBuna odopmienus pexusura "agpec"”, "mara", "ungexc", "Buza'", "3arosoBok",
"IoAnuch'
. C xako#l 1enpio0 pa3pabaTbIBAlOTCS MHCTPYKIMH MO JAEJIONPOU3BOACTBY, YTO B HUX

HEO0XO0IUMO MIPETYCMOTPETH?

15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

Cucrema opraHuM3allMOHHON TOKYMEHTAIIUH.

Cucrema pacnopsAUTENbHON TOKYMEHTAIUH.

Jaiite onpenenenne TepMuHa "paciopsAuTEIbHbIE JOKYMEHTHI".
Ha3zoBuTte Buabl paciopsiIuTeNbHBIX JOKYMEHTOB.

Bunbl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Jaiite onpenenenne TepMrHa "OpraHu3aliOHHbBIE TOKYMEHTHI".
HazoBuTe BUABI OpraHU3allMOHHBIX JOKYMEHTOB.

Cucrema HHPOPMALIMOHHO-CIIPABOYHON JJOKYMEHTAIUH.
Crny>xebHas nepenucka Ha NpeAnpUsTUH.

[IpaBuna opopmiieHus ciay’eOHOTO MUCHMA.

CtpyKTypa 1eJ0BbIX U KOMMEPUYECKUX IMHCEM.

Knaccudukanus 1e10BbIX 1 KOMMEPUYECKUX ITHCEM.

[TonsiTvie ¥ IPUHLIMITBI OPTaHU3ALUU JOKYMEHTO000POTA.
O06paboTka BXOAIMIUX JOKYMEHTOB.

O6paboTka HCXOAAIIHMX JOKYMEHTOB.

BHyTpeHHME JOKYMEHTBI OpraHU3aluH.

VYKakuTe TEXHOJIOTMYECKYIO MOCIEA0BATEIbHOCTh ATAloOB pPabOThl C BXOJALIUMU

AOKYMCHTaMMU.

32.

Yro Takoe HOMEHKJATypa [iel, C Kakoil LeJbl0 pa3padaTbiBalOTCS THUIIOBbBIE

HOMEHKJIATypbI €717

33.
34.
35.
36.
37.
38.
39.

TaliHe.

40.

PaboTa ¢ mruchmMamMu 1 0OpaIeHUsIMA TPaK/IaH.

[IpuBeauTe npuMepsl perucTpaluy JOKYMEHTOB.

CocraBrieHre HOMEHKJIATYPHbI JIe.

dopmupoBanue u oGpopmIIeHHUE AEI.

[TonroroBka u nepenaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

Uro Takoe KOH(UACHIMAIBHBIA JOKYMEHT?

Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOpbIE OTHECEHBbI K TOCYIapCTBEHHOI

VYkaxuTe OCOOCHHOCTH BEACHHS JACIIONPOU3BOACTBA, OOECIEUMBAIOIIETO Yy4YeT W

COXPaHHOCTh KOH(UACHINAIBHOW HHPOPMALIUU U JOKYMEHTOB.

41.

Tunosble OpraHU3allMOHHBIE CTPYKTYPBI CITYKOBI J€IONPOU3BOICTBA.
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42. YcnoBus Tpyaa paOOTHUKOB CITy>KOBI I€TONTPOU3BOICTRA.

43. KoMmnbioTepHBbIE TEXHOJIOTHH B JCIOMPOU3BOCTBE.

44. OGecrieyeHne COXPaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOU (opMe.

45. YcraB Kak OCHOBHOM OpraHU3allMOHHbBIN JTOKYMEHT.

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

47. IlpoxoxaeHne UCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

48. OcoOCHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

49. PexBU3UTHI MEXKAYHAPOAHOrO nuchMa. OCHOBHBIE PEKOMEHJIALUU IO COCTABIICHUIO
TEKCTOB MEKTyHAPOIHBIX ITHUCEM.

50. Yro ompenenser GopMysip TOKyMEHTa U 4YeM OTJIMYaeTcsi GOopMyJIsip TOKYMEHTa OT
dbopmysipa-oopasma’?

51. Ha3oBute ocHOBHBIE rpynmbl (QyHKIHMHA a0KymeHTa. UeMm XapakTepusyeT KaxIyro
rpynmny?

52. Yro oOycnaBiuBaeT IOPUIHMUECKYIO CHITY OQUIIUATBEHOTO JOKYMEHTa?

53. OYHKIUM OCHOBHBIX MOAPA3ACICHUM CIY>KOBI JOKYMEHTAIIMOHHOTO OOECTICUCHHS
yIpaBJieHUsI.

54. ABTOMaTH3MpOBaHHBIE TEXHOJOTUU OOpaOOTKM JOKYMEHTOB M HX BIUSHUE Ha
CUCTEMY AEJIONPOU3BOACTBA KOHKPETHOM OpraHu3aluy.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

56. CtpyKkTypa M colepskaHue KaapoBOW AoKyMeHTauuu. OpraHu3alOHHO-KaJpOBbIE
JIOKYMEHTBI.

57. OCHOBHBIE aCIIEKTHI KYJbTYpbI I€JI0BOM pEUH.

58. Cranmaptuzamusi s3bIKa JOKYMEHTa. SI3bIKOBbIE TpeOoBaHMs K OGOPMICHUIO
PEKBU3UTOB IOKYMEHTA.

59. TunuyHbIe OMIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2. TunoBpie 3aJaHUA IJI9 OLEHKH 3HAHMI

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

0) C YBaOKEHUEM ...

B) HAaMH paccMOTpeHbl Bamm npeioxenus . ..

T) B CBSI3H ...

2. JlesaTenbHOCTH anmapara ynpaBlIeHUs, OXBAaThIBAIOIIAS. BOPOCH! JOKYMEHTUPOBAHUS U
OpTraHU3aIi padOThI ¢ JOKYMEHTAMHU:

a) TOKYMEHTAIMOHHOE O0eCTICUeHUE YIIPaBJICHNUS,

0) craHgapTH3aus;

B) EI'C/;

T') CUCTEMa JJOKYMEHTAIIHH.

3. JJIOKyMEHT, 3aKperIaionui JOJXKHOCTHOM Y YMCIICHHBINA COCTaB MPEINPUSITHUS C
yKka3zaHueMm (hoHsa 3apabOTHON TIIATHI:

a) TOJKHOCTHAsI MHCTPYKIUS;

0) ycras;

B) TIOJIOXKEHUE;

I') LITATHOE pacIUCaHUE.
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8.3. TunoBble 3a1aHUsA 1JIsl OLEHKH YMEHU I

3aganme 1. CocrtaBpTe M OQOpPMHUTE NMPHUKA3bI M0 OCHOBHOW JAEATEIBHOCTH, U JApPYTHE
pacnopsAUTeNbHbIE TOKYMEHThI, HeOOXOUMBIE B JAHHOW yNIpaBICHUECKON CUTYaIlH.

Ha MockoBckoM KOMOMHATE IO MPOU3BOACTBY MY3BIKAJbHBIX MHCTPYMEHTOB M MeOeH
(rocygapcTBEHHOE IPEANpUITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3paboTke U MPOU3BOACTBY
OPOAYKIMHM My3blkaabHOW mpoMbliieHHocTd (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUHU PYKOBOJIUTENCH 1IEX0B, OTAEIOB U CIIyx)0, yrBepxkaeHHoe 05.01.2003 Ne 27,

12 ampens Tekymiero roga aupekTop komoOuHata B.M.JIaproHOB mopyumsi HadadbHUKY
oTzena Tpyjaa u 3apabortHoit matel MapkoBy H.I'. paccuntars pazmep npeMun pyKOBOJUTEISIM
OTJIENIOB, IIEXOB U CIy>KO KOoMOWHaTa Mo uToram paOoThl 3a MEpBbIM KBapTai K 15 ampens, a
rmaBHOMY Oyxrantepy komOuHata Tpomunoi C.I'. — oprann3oBaTh BeIILIATY TTpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mmaHoBo-s3koHOMUYeckoro otaena MarBeea C.H. m rmaBHBIN Oyxranrep
Tpommna C.I'. 3aBU3MpOBaIM MPOEKT MPHKA3a AUPEKTOPa KOMOUHATA.

3ananme 2. CocrtaBbTe M OQOPMHUTE MPHUKA3BI [0 OCHOBHOW JAEATEIBHOCTH, U JApPYTHE
pacnopsIuTeIbHbIe TOKYMEHTbI, HEOOXOAUMBIE B JAHHOM yNpaBI€HYECKON CUTYyalllu.

I'maBa Peciy6sinku Kapenus C.JI. KaranannoB 8 mast TeKy1iero roga u3aaj pacropsiKeHue,
B KoTopoMm MHcTuTyTYy Ononorun Kapensckoro HayuHoro 1eHTpa Poccuiickoli akageMuu Hayk
ObUIO TIPEIJIOKEHO pa3paboTaTh IUIAH AAJbHEWIINX JEHCTBUN MO COXPAHEHUIO KpyNHEHIIeH B
EBpone CTOSHKM MUIpUPYIOIIUX MTHUL, JIPYIMX HIPUPOAHBIX OOBEKTOB MEXIAyHAPOIHOIO
3HaYeHHUs Ha TeppuTopuH pecnyonuku Kapenus, a Tak ke BKJIIOYATh B IUIAH JICHCTBHMA
MOATOTOBKY MEXIyHapOJHBIX MEPONPHUATUN IO Pa3BUTHIO pPEMecel, TypHu3Ma B CEIIbCKHX
HACEJICHHBIX MYHKTaX, MMEIOINX 00BEKTH MEXTYHAPOIHOTO 3HAYCHUSI.

[ToaroroBka MHGOPMALIMU O BHIMOIHEHUH paclopsKeHUs Bo3jarajgack Ha MUHHCTEPCTBO
CEJIbCKOTO XO035IMCTBA U Npo10BoabcTBUS PK.

PacnopsikeHne ObUIO M3/1aHO B LIEJSX BBINOJHEHUS MEKIOCYJapCTBEHHBIX KOHBEHLUH 110
COXPAaHEHHMIO IO COXPAaHEHHUIO OMOJOTHYECKOro pPa3HOOOpa3us, Ha OCHOBAaHMU pPE3YJIbTAaTOB
MEXIyHapoaHOTro mpoekTta, ocymecTBieHHoro ['YCII «llnemennoe xo3siictBO «MnbHUHCKOE»
Ononenkoro paiioHa.

Pacnopsoxenue oopmieHo Ha OnaHke ¢ n3oOpaxeHueM repba pecrnyonmku Kapenus, a
TaKXKe C yKa3aHHEM HauMEHOBaHMs TocylnapcTBa, cyowbekra denepanuu U HAaUMEHOBaHHS
JOJDKHOCTU PYKOBOAMTEINS CyOBEKTA.

8.4. TunoBkie 3aJaHUA 1JI9 OLHEHKH HABBHIKOB

3ananue 1. CocTaBbTe pacmopsAUTENbHBIE TOKYMEHTHI, HEOOXOAWMBIC B JaHHOMN
YIIPaBJICHYECKOU CUTYaLUH.

Hupextop OO0 «Konsepcus» Tpodpumor O.FO. 7 anpenst TekyIiero rojaa u3aai npuka3s oo
yTBepkaeHUM [lonokeHuss o MOpsKe pacyeToB 3a OKa3aHUE HWH(POPMALMOHHBIX YCIYT.
KOpuckoncynpTy 1o (hMHAHCOBO-XO34WCTBEHHBIM BompocaM Mopo3oBy B.II. u cekperapro-
pedepenty [sruneBoit E.A. Obuto mopyderHo k 10 ampenst pa3paboraTh THIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB HH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX TPUMEHEHUE B JAEATENBbHOCTU Npeanpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIEHHE, Y4ET U
COXpaHHOCTh OJIAaHKOB JOTOBOpPOB Bo3lokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIbTOM 3aBU3UpPOBaJIa MPOEKT MIPHUKa3a.
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3ananue 2. CocTaBbTe pacHOpSAUTEIbHBIE JTOKYMEHTHI, HEOOXOAWMBIC B JaHHOMH
YIIPaBJICHYECKOU CUTYaLUH.

C 1enpi0 NMpUBIEYEHUS CPEACTB Ul OOecreueHHs] MPOM3BOJICTBECHHON NEsTEIHHOCTH
renepanbHbii qupekTop OO0 «Texuuka» (r.Kypck) CoxonoB O.I'. 20 ceHTAOps TEKylIero roaa
M3J1aJ1 IIPUKa3 O CO3/JaHUM KOMMEPYECKOI0 OTAEJIA B COCTaBE 3 MITATHBIX €AMHUL: KOMMEPUECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpusitust [opstueBy ['.A. ObIJIO TOPYYEHO MPEICTaBUTh Ha YTBEpPKICHHE HOBOE IITATHOE
pacnucanue NpeanpuaTrs Ha 4 kBapTaj TeKyIero roja k 1 okrsops. Kommepueckomy nupextopy
HUrnateeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTs0ps.

9. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOCHUS THCHHUILINHBI

9.1. OcHoBHas JUTEpaTypa

1. Kysuenos, 1. H. JlokymeHTammonHoe odecredeHue ynpasieHus. JJokyMeHTO000poT u
JIeNTOTIPOU3BOICTBO : YUeOHUK U MpakTUKyM ais By30B / U. H. Ky3uenoB. — 3-e uzj., nepepad. u
non. — Mocksa : WznarensctBo [Opaiit, 2021.— 461 c.— (Bricmee oOpa3zoBanue). —
ISBN 978-5-534-04275-7. — Texkcr : snekrponusiid // O6pazoBatenbHas miaardopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/488697

2. I'pozoma, O. C. Jlenonpous3BoacTso : yueOHOe mocobue ans By3oB/ O. C. I'po3oBa. —
Mocksa : M3natensctBo FOpaiit, 2021. — 124 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-06787-3. — URL : https://urait.ru/bcode/472841

3. IokyMeHTOOOOPOT U JEJOMPOW3BOJACTBO : YYEOHUK H TPAKTHKYM IS BY30B/
N. W. Enuceesa [u ap.] ; nox penakiueit 1. U. Enuceesoit. — Mocksa : M3natensctBo FOpaiit,
2021.— 411 c.— (Bpicuiee obpazoBanue). — ISBN 978-5-534-05724-9. — URL
https://urait.ru/bcode/470024

4. Jloponnna, JI. A. Opranuzanusi U TEXHOJOTHUA JOKYMEHTAIMOHHOTO OOCCTICUCHHS
yhnpaBieHus . y4yeOHUK u mnpakTukyM s By3oB/ JI. A. loponuna, B. C.Hputnkosa. —
Mocksa : M3natensctBo FOpaiit, 2021. — 233 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-04568-0. — URL : https://urait.ru/bcode/468850

1.2 lonoJiHMTEILHAS JIMTEPATYypPa

l. WBanosa, A. FO. Pycckuii A3bIK B 1€70BOM IOKyMEHTALIUH : yYeOHUK U MPAKTHUKYM
st By3oB / A. 1O. IBaHoBa. — 2-¢ u3g., nepepad. u mon. — Mocksa : M3narensctBo FOpaiit,
2021. — 187 c.— (Bwicmiee obOpazoBanue). — ISBN 978-5-534-12357-9. — Tekct
AJICKTPOHHBIN /! O6pazoBaTenpHas maTdopma Opaiit [caiT]. —
URL: https://urait.ru/bcode/489890

2. Kazakesuu, T. A. JlokymenToBeaeHue. JIOKyMEHTAIIMOHHBIA CEPBUC : YUCOHUK U
npaktukyM Juig By3oB / T. A. Kazakesuu, A. . Tkanuy. — 2-e u3z., uctp. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2021. — 177 ¢. — (Bricmiee oopazobanue). — ISBN 978-5-534-06273-1.
— URL : https://urait.ru/bcode/471512

3. [lyBamosa, H. H. Opranuzamus u TeXHOJOTHS TOKYMEHTAIIUOHHOTO 00€CTIeUeHUS
yhpaBieHus . yueOHUK M mpakTukyMm s By3oB/ H. H. lllyBanoBa. — 2-e uzn., mepepad. u
norn. — Mocksa : WznarensctBo [Opaiit, 2021.— 265 c.— (Bricmee oOpaszoBanue). —

ISBN 978-5-534-12358-6. — URL : https://urait.ru/bcode/46983 1
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10. Ilepevyennb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKAUIMOHHOM ceTn "UHTepHeT",
HEeO0XO0AUMBIX JIfl OCBOCHH S JUCHUNIMHBI U MHGPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCYLIeCTBJIEHUH 00pPa30BaTeILHOIO NpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro obecrnevyeHus 1 HHPOPMANMOHHBIX CIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

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

2. https://elibrary.ru/org_titles.asp?orgsid=14364 - HayuyHas 3JIeKTpoOHHas OuOIMoTEeKa
(H9b) «eLIBRARY.RU»

3. https://urait.ru - 9BC «Obpa3oBarenbHas miatdopma KOpaitt»

4. https://www.consultant.ru/online/ - HWudopmanmonHas cmpaBo4Has  CHUCTEMa
«Koncynsrantllmocy

5. Baza CTaTUCTUYECKUX JAHHBIX «PernoHsl Poccun» Poccrata -
http://www.gks.ru/wps/wem/connect/rosstat_main/rosstat/ru/statistics/
publications/catalog/doc 1138623506156

6. MynpTucrat - MHOTO()YHKITHOHAJIbHBIN CTaTUCTUYECKUU rnopTan
http://www.multistat.ru/?menu_id=1

7. ®enepanbHas Ciry)0a rocy1apCTBEHHON CTaTUCTUKH — http://www.gks.ru/

8. baza cratuctuyeckux AaHHbIXx «DUHAHCOBO-3KOHOMHUYECKUE ToKazaTenu PDy -
https://www.minfin.ru/ru/statistics/

JInieH3MOHHOE IPOrpaMMHOe odecrieyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

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

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

- 7-zip — apxuBaTop (3apy0exHOe, CBOOOHO pacIpOCTpaHsIeMOe);

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

11. MeToaundyecKue PEKOMEHIAIUHU 110 OPraHv3aliii U3y4YCHUSA TUCHUIIINHBI

Opranuzanus 0o0pa3oBaTENbHOTO TpoIEcca pPEriaMeHTUPYeTCs Y4YEeOHBIM IUTAHOM H
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

I[Ipu  QopmupoBanuM cBoeil HMHAUBUAYaTbHOW  00pa30BaTENbHOW  TPAEKTOPUHU
oOyJaronuiicss IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUINX AUCIUILUINH U TPO(hecCHOHATbHBIX
MOJyJie, OCBOCHHBIX B TPOIECCE MPEAIIECTBYIOIIEro OOY4YeHHs, KOTOPBIH OCBOOOXKIAET
oOyyJaromierocs OT He0OXO0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHHI

VY4eOHbI mpoliecc NpH MNPENOJaBaHUU Kypca OCHOBBIBA€TCS Ha HCIOJIb30BaHUU
TPaJWLMOHHBIX, HWHHOBALMOHHBIX M HWH(GOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
Tpaauunonueie 00pa3oBaTeNbHBIE TEXHOJOTMHM MPEICTABICHBI 3aHATUAMU CEMHUHAPCKOTO H
JEKIMOHHOTO Tuna. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPUMEHEHUSI AaKTHBHBIX UM HWHTCPAKTUBHBIX (OpPM TMPOBEACHUS 3aHSTHI.
Nudopmannonusle  o0pa3oBaTeNbHbIE TEXHOJOTHH  pPEATM3yIOTCSl IMyTEM  AaKTHUBU3ALUU
CaMOCTOSITENIEHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIIMOHHOI0 THIIA

JIeKIIMOHHBI KypC TMpEeanojaraeT CHUCTEeMAaTH3UPOBAHHOE H3JI0KEHHE OCHOBHBIX

BOIIPOCOB y4E€OHOTO TIJIaHa.
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Ha nepBoii nexuuu gexkTop 00s13aH NpeynpeauTh CTYAEHTOB, IPUMEHUTEIHHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoOHHBIN KypC TODKEH J1aBaTh HAMOOIBIIHN 00heM HH(OPMAITUU U 00eCTIeYnBaTh
6osee r1y0OKOe MOHMMaHUE YUeOHBIX BOIIPOCOB MPH 3HAYUTEIHLHO MEHBIICH 3aTpaTe BpeMEHH,
YyeM 3T0 TpedyeTcsi OOJNBIIMHCTBY CTY/IEHTOB Ha CAMOCTOSITENIbHOE U3yUEHUE MaTepraa.

3aHATHA CEMUHAPCKOI0 THIIA

CemuHapckue (MMpaKTUUECKHE 3aHITHS ) TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKIIMOHHOTO
TEOPETUYECKOI0 MaTepuana, IPOBOAITCS B LENAX 3aKpEIUIEHHs Kypca U OXBaTbIBAlOT BCE
OCHOBHBIE pa3/IeIbl.

OcHoBHOU (OpMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHSATUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTIEIBbHBIM TeMaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyallMd B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IpernoaaBaTesisi BXOJAT: OKa3aHHWE METOAMYECKON MOMOIIM U KOHCYJIbTUPOBAaHUE CTYACHTOB IO
COOTBETCTBYIOILIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHIATHUIX OLIEHUBAETCS O CIEIYIOIINM KPUTEPHSIM:
OTBETHI Ha BOIIPOCHI, MIpeIaraéMble MpernojaBaTesieM;
y4acTue B IUCKYCCHUSIX;
BBITIOJIHEHUE MPOEKTHBIX Y UHBIX 3aJJaHUN;
aCCHCTHPOBAaHME MPENOIABATENIO B IPOBEACHNUN 3aHATHH.
Jlokitagpl U ONIOHUPOBAHUE JOKIAJ0B MPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUYECKUM
MaTepUasoM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.
OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
CamocrosiTesibHast padoTa 00y4arOIIUXCS

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO MPOILECC AKTUBHOTO, II€JIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HAaHWH, yMEHUH 03 HEeMOCPEeICTBEHHOTO Yy4yacTus
npenojaBarenisi, XapakTepU3yIOIIMiics TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenn camocToATEeTbHON PaOOTHI:

e cucTeMaTH3alus U 3aKperieHUE MOJYYCHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX

YMEHUH CTYICHTOB;

e yriyOJieHHE U pacIiipPEHUE TEOPETHUECKUX 3HAHUIA;
e (opMupoBaHHE YMEHHUH HCIOJIH30BATh HOPMATHBHYIO M CIIPABOYHYIO JOKYMEHTAIHIO,

CHEIHUANIbHYIO JIUTEPATYPY;

® pa3BHUTHE MO3HABATEIbHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTH;

e (QopmupoBaHHME  CAaMOCTOSITEIbHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIMATHUBBI,

CIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CaMOpEaH3allHH;

® pa3BHUTHE UCCIIEJOBATEIbCKUX YMEHUN U aKaJIeMUUECKUX HABBIKOB.

CamocTtosTenbHass paboTa MOXKET OCYIIECTBISATHCS HHAWBHUIYATbHO WM TpyHIamMu
CTYZCHTOB B 3aBUCHMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIOKHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomnorust  opraHu3alMd  CaMOCTOSITENIBHONM  pabOThl  CTYJIEHTOB  BKIIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEXKICHUSI.

Ilepen BeIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJIUTOPHON CaMOCTOSTENBbHOW paboThI
IpenojaBaTesib MOXKET MPOBOJUTh HHCTPYKTaX IO BBIMOJHEHUIO 3agaHus. B wuHCTpykTax
BKJIIOUAETCS:

e [IEJb U COACPKAHUE 3a/1aHUs;
CPOKH BBIIIOJTHEHMUS;
OpPUEHTUPOBOYHEIN 00beM PadOTEHI;
OCHOBHBIE TpeOOBaHHUS K pe3ysbTaTaM padoThl U KPUTEPHU OLICHKU;
BO3MOYKHBIE TUITUYHbIE OIIUOKH MTPH BHITTOJTHEHUH.
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WHucTpyKTax MpOBOIUTCS MpernojaBaTesieM 3a cueT o0beMa BPEeMEHM, OTBEIEHHOTO Ha
U3y4YeHUE JUCLUIUIVHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHHOM PabOTHI CTYJEHTOB MOJXKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WJIM CMELIaHHOH (opme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaxKHeHIemy
CPEACTBY 3aKpEIJICHUS U PAa3BUTUS TEOPETUYECKUX 3HAHMM, BBIPAOOTKE €IMHCTBA B3IJIAJ0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETEeHHs] OMNpEeAENEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIBHON TUTEpaTyphI.

[TomemeHust Isi caMOCTOSITENBHON pabOThl OOYYaAIOUIMXCSA JOKHBI OBITH OCHAIIEHBI
KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTu «IHTepHeT» 1 obecrieueHneM
JOCTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CpPely OpraHU3alnu.

[Ipu camocTOsATENBHOM MTPOPaOOTKE Kypca 00ydaronuecs J0MKHBL:

® [IPOCMATPHUBATh OCHOBHBIC OMpPEACTICHUS U (aKTHI;

® TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIA HA JEKIIMOHHOM 3aHSTUU MAaTepUaj U JOMNOJHUTH €ro
C Y4E€TOM PEKOMEHIOBAHHOM 110 JAHHOW TEME JIMTEPaTyphl;

® U3y4YUThb PEKOMEHIOBAHHYIO JIMTEPATYPY, COCTABIIATh TE3UCHI, aHHOTALIMM U KOHCIIEKTBI
Haubosee BaKHBIX MOMEHTOB;

®  CaMOCTOSTEIBHO BBINOJHATH 33JaHUs, aHAJIOTMYHbIE TIPEIIaracMbIM HA 3aHATHAX;

®  1CIIOJIB30BATh ISl CAMOIIPOBEPKHU MaTepuabl (OH/IAa OLIEHOUYHBIX CPEJICTB;

®  BBINOJHATH JJOMAIIHUE 33JaHUs IO YKa3aHUIO MPETogaBaTes.

PexomMengauum no o0y4eHuro HHBaIUA0B 1 jun ¢ OB3

OcBoeHne TUCHMIUIMHBI HHBaNMUAamMu U nunamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX Tpynmnax. [Ipenmomaratorcs
CHelMalIbHbIE YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBaIUaamMu u auramu ¢ OB3.

[Tpodeccopcko-nenarornyeckiii coctaB 3HAKOMHUTCS C TICUXOJOT0-(PU3UOTOTHIECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcss uHBanuaAoB U null ¢ OB3, uHAMBUAYyaIbHBIMU MPOrpaMMaMu
peabunuTanuu  WHBATUAOB (mpu  Hamuwuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEbHAS TOMJCPXKKA TMPENoJaBaHusl THIOTOPAMH, TICHUXOJIOTaMH, COIMATbHBIMH
pabOTHUKAMU, POLIECIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM ¢ 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 peadWINTAlUd C IENBIO
OKa3aHHs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAaTa B CTYICHYECKOH TpyTIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCA C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U QNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBanuI0B u juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOyYEHHMsI OOIIETO M CIECIHAIBHOTO Ha3HA4YCHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTeueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HYKJ1aM WHBaIUI0B | Jinil ¢ OB3.

dopma MPOBEACHUS ATTECTAlMM JUIsl CTyACHTOB-mHBanugoB u jun ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PHU3NYECKNX 0COOCHHOCTEH. J{J151 NHBAaTHA0B
u qun ¢ OB3 mpemycmarpuBaeTcs qoctynHas (Gopma mpenocTaBieHUsl 3aJaHUN OLEHOYHBIX
CPEICTB, @ UMEHHO:

— B TMEYaTHOW WJIM DIEKTPOHHOM ¢dopMe (WISl JHIl C HapyUICHUSIMH OMOPHO-
JIBUTATEIBHOTO amnmapara);
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— B Me4yaTHOW (opMe WM DICKTPOHHOH (opMe C yBEIWYEHHBIM HIPUPTOM U
KOHTPACTHOCTBIO (IUIsI JTUI] C HAPYLICHUSMU CITyXa, PeUH, 3pEeHUs);

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

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

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

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

— YCTHO (ISl TUI] C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO annapara).

[Tpu HEOOXOAMMOCTH ISl OO0yYarommxcsi ¢ WHBAIUAHOCTBIO u Jui ¢ OB3 mponexypa
OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MmaTepuajibHO-TEXHUYECKOI 0a3bl, HE00XOAUMOM ISl OCYLIECTBJICHUS
00pa3oBaTeIbLHOIO NMpPoIecca Mo JMCUUILIHHE

YueOHasi ayauTopusi, TpeAHA3HAYCHHAs JUIsl TPOBEICHUS YYCOHBIX 3aHSATHH,
IOPEIYyCMOTPEHHBIX  HacTosmied  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIlleHHAs
000pyI0BaHNEM M TEXHUUYECKUMU CPEACTBAMH 00YUYEHHUSI, B COCTaB KOTOPBIX BXOJAT: KOMILIEKTHI
CHEeLHATU3UPOBAHHON yueOHOI Mebenu, JoCKa KiacCHas, MyJIbTUMEAUHHBIA MPOEKTOP, SKpaH,
KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM IPOTPAMMHBIM 00€CIIeUeHUEM, C BBIXOJIOM B CETh
«MHTEpHET» U TOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

IToMemieHne Js1 CaMOCTOSITEJILHOH PadoOTHI  00y4YaWIIMXCA — AayJAUuTOPHS,
OCHAIleHHAsl  cJelylmuM  o0opyaoBaHMeM W TEeXHHYECKHMH  CPeJACTBAMU:
CIeNMaIM3UpOBaHHass MeOenb Ui TpernojaBarelis W 00ydJaromuxcs, JOCKa ydeOHas,
MYJIbTUMEIUHHBIA TPOEKTOP, SKPaH, 3BYKOBbIE KOJIOHKH, KOMITBIOTEP (HOYTOYK), IEpCOHAIbHBIE
KOMIIBIOTEPBl i1 paboThl 0OydYalOUIUXCSl C YCTAHOBJICHHBIM JIMIIEH3MOHHBIM IMPOTrPaMMHBIM
o0ecrieyeHneM, ¢ BBIXOZOM B ceTh «HTepHET» U TOCTYNOM B 3JIEKTPOHHYIO MH(POPMALMOHHO-
00pa3zoBaTeNbHYIO Cpemy.
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