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Ilpunooicenue 4

K OCHOBHOU NpogheccuonanbHoll 06pazoeamenbHoll npocpamme

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

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

© MHCTUTYT MEXKIYHAPOAHBIX SKOHOMUYECKUX CBsA3el, 2026.
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1. Iean u 3agauu JAUCHUILTHHBI

Heas aucumnamebl «/loKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeIONPOU3BOICTBA H JOKYMEHTO000pOTA.

3amauu THCHMIUINHBI:

- OCBOCHHUE CHCTEMBI 3HAHHI 110 OCHOBHBIM BOIIPOCAM, CBSI3aHHBIM C JIOKYMEHTAMOHHBIM
o0ecrieyeHneM yIpaBJIeHHUs;

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKyMEHTaMU;

- OCBOCHUE IOPS/IKa OPraHU3aLUH PAOOT IO JAETONPOU3BOACTBEHHOMY O0CITYKUBAHUIO.

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

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMeHT, HampaBIeHHOCTh
(mpoduie) mporpammbl « MeHEHKMEHT B ((MHAHCAX W BHEITHEAKOHOMUYECKOHN JCATEITHHOCTH.

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

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4aroImmxcs

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

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

B ToMm unce:

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




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

Kox u HaumenoBanue Koa m HaumenoBanue
N [Inanupyemble pe3y/bTaThl
KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
00y4YeHus M0 TUCUMUILINHE
BBINIYCKHUKA KOMIIeTeHIIUH
OIIK-S. NOIIK 5.1. 3HaTth: OCHOBBI
CrnocobeH wucnonb3oBath | OpUEHTHPYETCS B COBPEMEHHBIX | JOKYMEHTAI[HOHHOTO
npu pemieHny | MHQOPMALIMOHHBIX TEXHOJOTUAX | OOecCrieueHusT B YIPaBIECHUU C
npodeccuoHaTbHBIX U IPOTPaMMHBIX CPEACTBAX. WCIIO0Ib30BAaHUEM
3aga4 coBpeMennbie | MOIIK 5.2. WH(POPMAITMOHHBIX TEXHOJIOTHUM.
nH(pOpMaLOHHbIE Hcnone3yer  nans  peuieHus | YMeTh: IPUMEHSITh COBPEMEHHBIE
TEXHOJIOTUHU U | IpohecCHOHATBLHBIX 3a1a4 | ”HPOPMAIIMOHHBIE TEXHOJIOTHH B
MPOrpaMMHBIE CPEJCTBA, | COOTBETCTBYIOLINE UM | mIpoliecce  JOKYMEHTAI[MOHHOTO
BKJIIOYAasi  yOpaBJI€HUE | COBPEMEHHBIE obecrieueHusl.
KpYyIHBIMH ~ MaccuBaMH | HHQOpPMAIIMOHHbIE TexHoJoruu | Baagers: HaBBIKOM
TAHHBIX u UX | M TporpaMMHBIE  CPEJCTBA, | OCYIIECTBICHUS
MHTEJJIEKTYaIbHbIH BKJTIOYast yOpaBieHUE | JOKYMEHTAIlHOHHOTO
aHaIu3. KpYITHBIMU MAaCCUBaMU JaHHBIX U | o0ecrieueHus mpodecCHoHaIbHOM
UX UHTEJUIEKTYAJIbHbBIN aHANU3. | IeATeIbHOCTH.
IIK-4. HIIK 4.1 3HaTh: OCHOBBI
Crioco0eH ocymecTBIATh |['OTOBUT K 3aKITFOUCHHUIO JIOKYMEHTAIMOHHOTO
JIEJIOBYIO BHEUTHETOPTOBBI KOHTPAKT o0ecrnieueHus B yIpaBICHUH.
KOMMYHHUKAIUIO u |UIIK 4.2 Ymers: OCYILECTBIIATH
JOKYMEHTAIlMOHHOE Ocy1iiecTBiseT JOKYMEHTapHOe | JOKYMEHTAllMOHHOE OOecreueHue
obecrieyeHne COIIPOBOKACHUE npogeccuoHaTbHON
BHEUTHEOKOHOMUYECKOW | BHEIIHEIKOHOMHYECKON NeSITeIbHOCTH.
e TEIbHOCTH e TETbHOCTH Bnanerb: HaBBIKOM  pelICHHS
HIIK 4.3 3a4a4 MO0 JOKYMEHTAlMOHHOMY
YyacTByeT B Opranuzanuu u 00€eCIeUeHHI0 B YIIPaBICHUH.
BEJICHUU TIEPErOBOPOB, B T.4U. HA
AHTJINCKOM SI3BIKE.
5. ConepxaHue 1M CUUILITHHBI
HaumeHoBaHue
Conepxanue TeM (pa3/iesioB)
TeM (pa3aeioB)
Tema 1. OO6mmue HOpMBI U TIpaBuiia 0OPMIICHHS TOKYMEHTOB (pa3Mepbl Oymard,
Opranu3aiioHHbIe | TOJIEW, HyMepalus CTPaHHUIl U T.J.) IPUMEHSIEMOE B JEJIONPOU3BO/ICTBE.
OCHOBBI Knaccudukanus mokymentoB. @opmer opranuzamuu JJOY u kareropuu
NeNIONPOU3BOJCTBA. | yupexaeHuil. Dopmysisip - oOpaszer opraHu3aluOHHO-PACIOPSIUTEIbHBIX

biraHKu TOKyMEHTOB

JOKYMEHTOB. Byl n HazHaueHue 61aHkoB. TpeGoBaHus K 0(hOPMIICHUIO
nokyMeHTOB. [IpaBuia oopmieHNs] peKBU3UTOB JIOKYMEHTOB.

Tema 2.
Opranu3zanuoHHO-
pacnopsiiuTeNnbHas
JOKYMEHTaLU.
O061mas
XapaKTepUCTHKA

Knaccudukanust nenoord  gokymeHtaruu. [lpaBunma odopmieHus
pEKBH3UTOB OJaHKa W WX pACHOJIOKEHUS Ha CTaHAapTHOM Qopmare
Oymaru, paszmepbl mnojei. Dopmynsip- obpaser Tpymibl JTOKyMEHTOB,
IIPUHAJICKAUX K OJTHON CUCTEME.

[IpoexkTupoBanue OJaHKOB JOKYMEHTOB  OpraHU3allUU.
oopmieHne, U3TOTOBJICHUE, XpaHEHHE OJIAaHKOBOPTaHU3aLINH.
brank moxkyMeHTa: MOHSATHE, Ha3HAYCHHE, BUJIBI OJaHKOB (0OIMii OJaHK,

Cocras,
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CTHJISL CITY>KEOHOM ONaHK MUChMa, OJIAHK KOHKPETHOTO BHJA JOKYMEHTa (KpOME MHCHMA).
JIOKyMEHTAITU! CocraB, odopmieHHe peKBU3UTOB OmaHka. (OCOOCHHOCTH  sI3bIKA
CIIy’)KeOHBIX JTOKyMeHTOB. Kommosunust nokymeHTa. CTpyKTypHBIE
ommOku. HeymecTHOe 1 HeonpaBIaHHOE yHOTpeOIeHUE
WHOCTPAHHBIX CJIOB.
Tema 3. CnpaBouHo- | @ukcarnusi (omwcaHWe) JIOKAJBbHBIX TPAaBWI, HOPM, IIOJOKCHHMH,
uH(pOPMAaILMOHHbIE OTIPECISAIONINX CTAaTyC OpraHW3aluu, €€ CTPYKTypy, IITaTHYIO
JOKYMEHTHI. JIefoBasi | YMCIEHHOCTD U JIOJKHOCTHOM COCTaB, KOMIIETEHIIMH JIOJKHOCTHBIX JIHIL U
TIePEeNuCKa. CTPYKTYPHBIX  TOJpa3JeleHul, (GyHKIMOHATBHOE cojiep>KaHue

CocTaBieHue aKTOB
Y MIPOTOKOJIOB

NEeSITeIbHOCTH OPraHM3aLuU B LIE€JIOM, €€ MOApa3esieHuil 1 pabOTHUKOB,
UX IpaBa, O00S3aHHOCTH, OTBETCTBEHHOCTh U Jp., B OPraHU3aLUOHHO-
PacoOpsAAUTENBHBIX TOKYMEHTAX OPTaHU3ALNH.

CrpykTypa, Ha3HaueHHe, MOPAAOK pa3pabOTKH, COTJIACOBaHMUA U
yTBepxkAcHUs [IpaBun BHYTpEeHHET0 TpyROBOro pacnopsiaka, Ilomoxxenus
0 nepconaiie, I1ooxeHus o CTpyKTypHOM NOAPa3AcIeHUH, Jl0JKHOCTHON
uHcTpykuu. llltaTHoe pacnucanue Kak MEpBUYHBIN YUYETHBIA TOKYMEHT
no ydery KkajapoB. O3HakoMJIeHHE pPa0OTHUKOB C  JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMU OPTaHHU3ALNH.

Bunel n HaszHaueHue WHGOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIUU IO
kagpam.  Ilopsmox  odopmieHHs,  OCHOBHbIE  PEKBM3UTHI U
IIPABONIPUMEHUTENbHAS IIpAKTUKAa  HCIIOJIb30BaHUS JOKJIaJIHBIX,
CIIy’K€OHBIX U OOBSCHUTEIbHBIX 3aIIMCOK, NPEICTABICHUH, IPEATOKEHHH,
3asBJICHUM, AKTOB, CIIPABOK M Jp. B KAYECTBE OCHOBAHUU IS NPUHATUN
pelIeHHB cepe ynpaBiIeHUs IEPCOHATIOM OpraHHU3aluu.

Tema 4. OpranuzanvoHHO-PACIOPAIUTENBHbBIE JOKYMEHTHI: IOHITHE, HA3HAUYEHUE,
PacniopsiautenbHble | OCHOBHBIE BU/IbI (OPTaHU3allMOHHBIE, PACIIOPSIIUTENbHBIE, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
CocrasieHne YHCIIEHHOCTb, LITATHOE PACIIUCAaHKUE, TPABUIIA, NOJKHOCTHASI HHCTPYKILIMS,
MIPUKA30B, YKa3aHUH, | UX Ha3HAUCHUE, XapaKTePUCTHKA U COCTaB, TPeOOBaHUSA K O(hOpMIICHHUIO,
PacopsHKEHUN. NOPSIIOK YTBEPKICHUS.
OpranuzanonHsle | PacopsauTensHble JOKYMEHTBI: TOCTAHOBJICHUE, TPUKa3 (10 OCHOBHOM
JOKYMEHTBI NESITEIbHOCTH M 10 JIMYHOMY COCTaBY), PAaCHOPSDKEHUE, COBMECTHBIN
pacnopsAUTENbHBIN JOKYMEHT, MX Ha3HAUYEHUE, XapaKTEPUCTHKA U COCTAB,
TpeboBaHMs K 0(OPMIICHHUIO.
CripaBo4HO-UH(OPMAIIMOHHBIE  JIOKYMEHTBI:  CIIy>)KeOHBIE — IHCHbMa,
CIPaBKH, [JOKJIAIHBIE 3allMCKH, IPOTOKOJIBI, AaKThbl, 3asABJICHUSA, HX
XapaKTepUCTHKA U COCTaB, TPeOOBaHNUS K 0(POPMIICHHIO.
Tunbl 1OKYMEHTOB: IOJUIMHHUK, KOMHWSA, JAyOJIMKAaT, BBINHMCKA, HX
HazHaueHue. [lopsaok odopmieHHss W BbIJAYM KOMHMHA W JAyOJIUKAaTOB
JOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5. Perucrpanusi JOKyMEHTOB: MOHSATHE, 1enH, 3aaaud. Cuctembl U (HOpMBbI
Opranuzanus peructpanuu  (KypHaibHas, KapTO4yHas, aBTOMAaTU3UpPOBAaHHAs), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HeAoCTaTKH. [TokazaTenu, BBOAMMBIE B PETUCTPALIMOHHBIC
Opranuzanus ¢Gopmbl.  OCOOEHHOCTH  PETrUCTpallMM  BXOJAIIMX, HCXOAALIMX U
perucrpanuu BHYTPEHHUX JJOKYMEHTOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
JOKYMEHTOB H CocTtaB BBINOJNHAEMBIX PA0OT IpPU OTHPABKE HCXOIAMIMX JOKYMEHTOB:
KOHTPOJIb IpOBEpPKa MPAaBUIBLHOCTH O(OPMIICHUS, HATHUUS IPUIIOKEHUH, ajpecara,
VCIIOJIHEHUS COpPTUPOBKA IO aJpecaTaM M BHJAM OTIIPABICHMM, COCTABICHUE OIHCU
JOKYMEHTOB pacchlIKU

KoHTpoJIb UWCHOJIHEHHsS] JOKYMEHTOB: TIOHSTHE, HA3HAUYCHUE, BHUJIBI.
[IpuHuunsl opraHuzanuu KOHTPOdss. CpOKM UCHOJHEHHS: THUIIOBOM,
WHIUBUYaTbHBIN. TeXHOIOTHS BEEHUS] KOHTPOJIA. AHAIN3 UCTIOJTHEHUS
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JIOKYMEHTOB BYUPEKICHUU.
B3anmocBs3p peructpanny TOKyMEHTOB ¥ HH(POPMAIIHOHHO- CIIPAaBOYHON
pabotbl. Opranusanus paboThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIC JIMIIA, OCYLIECTBIIIOMINE PETUCTPAMI0 M  KOHTPOJb
UCITIOJIHEHUS], UX (DYHKIMH U TpaBa.

Tema 6.
Opranuzanus
OTEPaTUBHOTO
XpaHEeHUs
JIOKYMEHTOB.
PopMupoBaHue Jeil

Homenknatrypa pen: mnoHsTue. 3HaueHHWE HOMEHKIATYphl JAen Ul
KJaccu(UKauu JJOKYMEHTOB, OIEPATUBHOTO XpaHEHUS M X TMpen
apXUBHOW MOATOTOBKHU. Buabl HOMEHKIIATYp Aei. Opranu3amus XpaHeHUs
HCIIOJIHCHHBIX JOKYMCHTOB. OcHOBHEBIE Tpe6OBaHI/I}I HOPMAaTUBHBIX
JOKYMEHTOB, PErJIaMEHTUPYIOIMX MaHHBIA JTalm JOKYMEHTOOOOpOTa.
OTBETCTBEHHOCTH 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. Iloaroroska
JIOKYMEHTOB K
MOCTEAYIOIEH
nepeaaue
JIOKYMEHTOB B apXUB
HNJIN HA
YHUYTOKCHHE

JIoKyMeHTOO00pOT Ha COBPEMEHHOM MPEANPUATUI

3KCHepTI/IBa ONCHHOCTHU JOKYMCHTOB: IOHATHC, HA3HAUCHUC. HpI/IHI_[I/IHBI n
KpPUTEPUU ONPEACIICHUS HAyYHOW, HMCTOPUYECKOM U MPAKTUYECKOMN
[IEHHOCTH JOKYMEHTOB. DKCIIEpPTHbIE KOMHCCHUHU, UX (DYHKIMH, IpaBa.
Oransl npoBeneHus sKkcnepTussl. OdopmiieHre pe3yabTaToB AKCIEPTU3HL.
Cpoxku xpaHeHust JOKyMEeHTOB. [lepeuHn JOKYMEHTOB C yKa3aHUEM CPOKOB
XpaHEeHUs1, UX BUJbI, Ha3HaUEHUE, cXxeMbl moctpoeHus. [lopsinok nepenaun
ACJI B apXUB W YHUUYTOXCHUA JOKYMCHTOB.

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

ApXI/IBZ IIOHATUEC, HAa3HA4YCHHUC. BI/II[I:I ApPXUBOB: TOCYIAapCTBCHHBLIC,
BEJJOMCTBEHHbIE, OOBEIMHEHHbIE BEJAOMCTBEHHBIE, OObEIUHEHHBIC
MEXKBCIOMCTBCHHBIC 10 JIMYHOMY COCTaBy. ApXI/IBHBIe q)OH,Z[BII
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

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

KonTakTHas padora, yac.

HaumenoBanue teMm
(pa3nesioB)
TUCHUIIINHBI

3auaTus
JEeKIHOHHOI0
THIIA

CemuHapbl

CamocTosITE/ b
Has padora,
qac.

Bcero,
qac.

Opranu3zanuoHHbIE
OCHOBEI
JIEIONPOU3BO/ICTBA.
biianku TOKyMEHTOB

2

2

10

14

Opranu3alnoHHO-
pacnopsiauTenbHas
JIOKYMEHTAIHS.

OO0m1as XxapakTepHUCTHKA
CTHJIA CITY>KEOHOM
JIOKYMEHTaIuU

13

17

CnpaBoyHoO-
UH(POPMAaLIMOHHbIE
JTIOKyMEHTHI. JlenoBas
TIepETHCKa.

11

15




CocraBiieHIE aKTOB U
ITPOTOKOJIOB

4. | PacniopsinuTenbHble 2 2 12 16
JIOKYMEHTHI.
CocraBieHne IpuKa3os,
yKa3aHWH,
pacropsKEHUM.
OpranuzaimoHHbIe
JTIOKYMEHTBI

5. Opranuzanus 2 2 10 14
JIOKYMEHTOO000pOTa.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HUCIIOJIHCHU S I[OKYMGHTOB

6. Opranuzanus 2 2 12 16
ONEPATUBHOTO XPaHEHUS
JIOKYMEHTOB.
dopMupoBaHUE JeI

7. [ToaroroBka 1OKyMEHTOB 2 2 12 16

K MOCJIENYOLIEN
nepegave JOKYMEHTOB B
ApPXUB UK Ha
YHUUTOXKEHHUE

UTOI'O: 14 14 80 108

7. llepeveHb y4eOHO-METOANYECKOT0 0O0ecnevyeHHus 1JIs CAMOCTOSTeIbHOM PadoThI
o0yyaromuxcs Mo JUCHUIIHHE

CaMocTosTensHast pa60Ta ABJISIETCA OJHUM U3 OCHOBHBIX BHU0OB y‘IeGHOfI JACATCIIbHOCTH,
COCTaBHOM 4YacThIO0 yueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKOoe YCBOGHHE MaTepuasa
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPaTypoil, PEKOMEHJIOBAHHOW MpernojaBaTeieM, YMEHUE HaWTH HYXHBIA Marepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHE BBICOKOU TBOp‘IeCKOI\/'I AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TIOCTOSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HAHHMM, K
LEJIEYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

Kontponbs camoctosiTensHON pabOThI, SBISETCS Ba)XXHOW COCTaBISAIONICH TEKYIIETO
KOHTpPOJId YCIICBACMOCTH, OCYHICCTBIACTCA IIPCIOAaBaTCJicM BO BpCMA JICKIIMOHHBIX H
MPAKTUYECKHUX (CEeMMHAPCKUX) 3aHATHI U 00ecrieunBaeT OLEHUBAaHUE X0/1a OCBOCHHUS N3yyaeMOi
JUCHUITIIUHBI.

BOHpOCbI AJIA CaMOCTOATEC/IBHOI'0 M3YUYCHU S

1. IIpenMeT JOKYMEHTAIIMOHHOTO OOECTICUEHUs yIIPABICHHMSL.

2. HopMmaTuBHO-IpaBOBbIE aKThl PETYJIHUPYIOT JOKYMEHTAlMOHHOE oObOecreyeHue
yIpaBIeHUS.

3. IIpakTuyeckas 3HAYUMOCTh  y4eOHOM JUCIUIUIMHBL  «JOKYMEHTAIMOHHOE
o0ecrieyeHne yrpaBaeHHUsD.

4. O6beM U cofepKaHue MOHATUN «UHGOPMAITUS» B «ITOKYMEHTY.

5. Ponb undopmaruu B obecieueHNH 3PPEKTUBHOTO YIIPABICHHUS.

6. VIcToOuyHWKM MOTydeHUs yIpaBICHIECKON HHPOPMAIIHH.
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7. Ha3nauenue u byHKIII CITY’0 TOKYMEHTaIlHOHHOTO O0ecreueHus
yIpaBJICHUS B COBPEMEHHBIX OpraHU3alUsX.

8. «Cucrema JOKyMEHTALUN U «yHUGUIIUPOBAHHAS CUCTEMa JOKYMEHTAII.

9. Buzpl ynpaBieHUECKUX JOKYMEHTOB YHU(PHUIMPOBAHHONW CHCTEMBI OPTaHU3aIlMOHHO-
pacnopsaUTEeNbHON TOKyMEHTALUH.

10. OpraHu3anmoHHBIE TOKYMEHTHI IPEAIPUATHS.

11. PacnopsiautenbHble JOKYMEHTBI NPEANPUATHS: IPUKA3bI IO OCHOBHOM JAESATEILHOCTH;
pacnopsiKEeHMs, pEIICHNUS.

12. VHdpopMaimoHHO-CTIPaBOYHbIE TOKYMEHTBI: IPOTOKOJIBI, TIOJHAs ¥ KpaTKas (opma ux
oopmieHus.

13. MHdopMaimoHHO-CTIPaBOYHbIE TOKYMEHTHI: aKThl; CIY>KEOHbIE M OOBSICHUTEIbHBIC
3alMCKU; CHpPaBKH; CIyXeOHbIe JOBEPEHHOCTH; IHUChbMa, WX KiIacCU(PUKAIM, CTPYKTypa,
cTaHAapTHbIE (pa3bl U BIPAKEHHUS.

14. TloHATHSA ZOKYMEHTOOOOPOT U OpraHU3aIMsl JOKYMEHTOO00pOTa.

15. HopmaTtuBHO-METOMYECKAs pErIIaMEHTAINsS JOKYMEHTO000pOTa.

16. OcHoOBHBbIE ITpaBUiIa OPraHU3ALNN JOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTOO0OPOTA.

18. Knaccuduxanus JIOKyMEHTOIIOTOKOB: TOPU30HTAJIBHBIE, BEpPTUKAJILHBIE,
BOCXO/SIIIME, HUICXOIAIINE, BXOAAIIUE, UCXOISAIIHE.

19. J1okyMeHTOOOOPOT Ha COBPEMEHHOM MPEAIPUATHH.

20. Kommprorepusammsi TOKYMEHTAIIHOHHOTO 00€CTICUeHUsI YIIPaBICHUSI.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Uctopus pa3sutus aenonpousBojctsa B Poccun.
OCOOEHHOCTH S3bIKA U CTHIIS CITY>KEOHOTO TOKYMEHTA.
Hcropust yHupUKAIMKA TEKCTOB CITYKEOHBIX TTHUCEM.
DNEKTPOHHOE COOOIICHIE — OCOOCHHOCTH SI3bIKA U CTHIIA.
5. HudopmannonHas QyHKIHS TOKyMEHTa KaK CPEACTBO 3areyaTiieHus: U XpaHeHUsI
uHpOpMaLIKH.
6. CouuanbHas pyHKIHS JOKYMEHTA, €€ POJib B MOBBIIIEHUN TPABOCO3HAHUS OOIIECTBA.
7. KommynukaTuBHast GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr HHPOpMaIlum.
8. IlIpaBoBas QpyHKIMS TOKYMEHTa KaK CPEJICTBO YCTAHOBJICHHS TIPABOOTHOIICHHI
MEXTy FOPUINISCKUMU U (PU3NICCKIUMHE JTUIIAMH.
9. Vmpasnenueckas GQyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJISl pEeLICHUS
aIMAHUCTPATUBHBIX H OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHUS.
10. Ponb ciayx06n1 JIOY B neaTensHOCTH OpraHU3aIiH.
11. Opranuzanust pabo4nx MECT U yCIOBUHU Tpya mepcoHaia ciy>kos1 JJOVY.
12. JlomxHOCTHAs HHCTPYKIUA. DyHKIIMH, CTPYKTYpa, METOIMKA Pa3pabOTKH.
13. Opranuzanusi JOKyMEHTOO0OpPOTa, OCHOBHBIC HAIIPABJICHUS COBEPIICHCTBOBAHMSI.
14. OOBbeKTUBHBIE U CYOBEKTUBHBIC (DAKTOPHI, BIUSIIONINE HA POCT JOKYMEHTOO0OpOTA.
15. DnekTpoHHBINH TOKyMEHT0000pOT. [IpobiaemMbl 1 NepCHeKTUBBI PA3BUTHS.

bl

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

8.1. IlepeyeHb BONPOCOB Jisl MOJATOTOBKH K 32a4€Ty ¢ OLEHKOM

1. O6mue HOpMBI, KiaccuduKamus, YyHAPUKAIUS W CTaHAAPTHU3AIUS  JCIIOBOM
I[OKYMGHTaI_[I/II/I

2. IonsATHE TOKYMEHTOO0OPOTA, €r0 KOJIMUSCTBEHHBIC M KAUSCTBEHHBIC XaPaKTCPUCTHKH.

3. @YHKIUH €IO0NPOU3BOJICTBA.



XNk

9.

10
11
12
13

[TonsiTre opraHM3aMOHHBIX JJOKYMEHTOB.

locynapcTBeHHast cucTeMa JOKYMEHTAIIHOHHOTO 00ECIICUeHUS YIIPaBICHHUS.
bnanku J0KyMeHTOB U TpeOOBaHUS K HUM.

Buzpl 1 Ha3HaueHKE paCTIOPSIAUTENIBHBIX IOKYMEHTOB.

Bunpl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Buzpl 1 Ha3HaUueHME OpPraHU3aMOHHBIX JOKYMEHTOB.

. IIpaBuna ciy»xe0HOM MepenucKu Ha MPEPUATHH.

. KJIaCCI/I(bI/IKaI_[I/IH ACJIOBBIX U KOMMCPYCCKUX IMUCEM.

. IloHsiTHE ¥ TPUHLIMIIBI OPTaHU3ALUU JOKYMEHTO000POTA.

. Ykaxwure TCXHOJIOTHUYCCKYIO IMOCJICIOBATCIIbHOCTL 3TAIlOB pa6OTI>I C BXOOAIINMHU

JOKYMCHTaMMU.

14.
15.
16.
17.

TaliHe.

18.

Pabora ¢ mucbMaMu 1 0OpameHUsIMUA TPaXKIaH.

®dopmupoBanue U 0hOpMIICHUE JE.

[TonroroBka u nepepaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

Opranmzanus pabOThl ¢ JOKyMEHTaMH, KOTOpPBIE OTHECEHBI K TOCyJapCTBEHHOMN

Oco0eHHOCTH BeJIEHUS JEIOMPON3BOJICTBA, 00ECIEUMBAIOIIECTO YYET U COXPAaHHOCTh

KOH(HICHIIMATHHON MH(OPMAIMH U TOKYMEHTOB.

19.
20.
21.
22.
23.
24.

TumoBsle OpraHU3aOHHBIE CTPYKTYPHI CITYKOBI JETONMPON3BOICTBA.

YcnoBus Tpyaa pabOTHUKOB CITYKOBI I€TOMPOU3BOJICTRA.

VYcraB kak OCHOBHOM OpraHW3allMOHHBIA TOKYMEHT.

CrangaptHbie Gpasbl M BRIPAKEHUS ASTOBBIX 1 KOMMEPYECKUX MTHUCEM.
OCOOCHHOCTH SI3bIKA M CTHJIS CITY)KEOHBIX JIOKYMEHTOB.

PexBu3UTH MEXITyHApOAHOTO MUChMa. OCHOBHBIE PEKOMEHIAIMHU IO COCTABJICHUIO

TEKCTOB MCKAYHAPOJHBIX ITUCEM.

25. OyHKIMKM OCHOBHBIX NOJpAa3JeNieHUIl CIyKObl JOKYMEHTAIMOHHOTO OOeCTIeYeHHUs
YIPaBIECHUS.
26. ABTOMAaTHM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM JOKYMEHTOB M WX BJIMSHHE Ha

CUCTEMY JENONPON3BOACTBA KOHKPETHOM OpraHu3aIuu.

27
28

. CpaBo4HO-UH(OPMAITHOHHBIE TOKYMEHTHI.
. CTpykTypa W coaepx’aHue KaApoBOW MOKyMeHTauuu. OpraHu3allMOHHO-KaJpOBBIC

JAOKYMCHTHEI.

29
30

. OCHOBHBIE aCIEKTHI KYJIbTYpPHhI I€JIOBOM PEUH.
. Cranpmaptuzanusi si3bIKa JIOKyMEHTA. SI3bIKoBble TpeOoBaHHS K O(GOPMIICHHIO

PEKBHU3UTOB IOKYMEHTA.

8.2. TunoBble 3agaHuA 1JI9 ONEHKH 3HAHMI

1. JlenoBble mucbMa OOBIYHO 3aKaHUYMBAIOT (Dpazamu:
a) B COOTBETCTBUU C Bareii mpocb00ii ...

0)

C YBaXXEHUEM ...

B) HAMM paccMOTpeHbI Bamu npeanoxxeHus ...
T) B CBSI3H ...

2. JleATEIbHOCTB armmapara yrpaBlIeHHs, 0XBaTHIBAIOIIAs BOIPOCH! JOKYMEHTHPOBAHUS U
OpraHu3zaiuy paboThl ¢ JOKYMEHTaMU:
a) TOKYMEHTAIIMOHHOE 00ecIieueHre yIPaBJICHHUS;

0)

CTaHdapTUu3anus;

B) EI'CJI;
I') cucTeEMa JOKyMEHTALIUH.

3. JIOKyMEHT, 3aKpeIUIAIOIUI JOJPKHOCTHON M YUCIIEHHBIN COCTAaB MPEANPUSATHUS C
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ykazanueM (hoHa 3apabOTHOM TIJIaTHI:
a) IOJXKHOCTHAs UHCTPYKLIUS,
0) ycTas;
B) MOJIOKEHHUE;
T') IITaTHOE paclHCaHUeE.

8.3. TunoBble 3a1aHUSA 1JIsl OLIEHKH YMEHU I

3apanue 1. OdopMure ITOKYMEHT, HCHOIB3YS HHPOPMAIIMOHHBIE TEXHOJOTHHU, B
COOTBETCTBUH € TPeOOBaHUSAMH COBpeMeHHOTro nenonpounsBoacTea) 'OCT P 6.30 —2003).

PykoBoguTemnto aBTopemoHTHOTO casioHa [leckapéBy.

Obpamatocs k Bam ¢ Hacrosimieil noknaaHoi mo crneaytomeMy nooay. KoHTposbHbIE
UCIBITAaHUS OTPEMOHTHPOBAHHBIX MAIIMH YacTO TPeOYIOT 3aJepkKKu ciecapeil modEpoB Ha
CBEpXypouHyl0 paboTy. Mpbl moAyac CTaJKUBaeMCSi C TPYJHOCTIMH 10 O(OPMICHHUIO
CBEpPXYpOUHBIX B Oyxrantepun. [ToaTomy Bam cpouHo HE0OX01MMO pa3o0paThCsi B 3TOM BOTIPOCE
¥ 00€CIeUNTh MPUHATHE HEOOXOTUMBIX MEp MO BBIIIECKa3aHHOMY.

Havanpnuk mactepckoii noanuce H.M. CmupHoB

3ananmue 2. CoctaBbTe JOKYMEHT, O()OPMHUB BCE HEOOXOAUMBIE PEKBHU3UTHI.

CocraBpTe mNUCHMO-OTBET: «KOMHUTET 1O BHENIHEIKOHOMHUYECKUM CBA3SIM  IIpU
aamuHMcTpanuu [Ipumopckoro kpast numer orBeTHOe nucbMo B OO0 «MHauBuayM», 4TO OHU
TOTOBBI BBIJICJINTh KBOTY Ul UX OPraHU3alMM Ha SKCIOPT KPyrioro jeca B koauuecTse 10 ThIC.
Ky0. M.»

8.4. TunoBpie 3aaHUA IJI OHEHKH HABHIKOB

3aganme 1. CocraBbTe pacCHOPSAUTENbHBIE TOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBIeHYECKON CUTYaLUH.

C 1enpi0 MpUBJIEYEHUS CPEACTB A 0OeCnedeHus: MPOU3BOACTBEHHOU NEATEIbHOCTH
renepanbHbid tupekTop OO0 «Texuuka» (r.Kypck) CoxonoB O.I'. 20 ceHTAOps TEKylIero roaa
M3J1aJ1 IIPUKa3 O CO3/1aHNU KOMMEPUYECKOI0 OT/AENA B COCTaBe 3 MITATHBIX €AUHUI]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy [.A. ObIJIO MOPYYEHO MPEACTaBUTh HAa YTBEPKACHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTrs Ha 4 KBapTaj TeKyIero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnareeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANKMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 OKTSIOps.

3ananue 2. CocraBere PACITIOPSAXKEHUE 1o oTkpbITOMY aKIIMOHEPHOMY OOIIIECTBY

«HoBocuOupckuii 3aBojg XMMKOHIICHTPATOB» OO0 YTBEPXKIEHHUH WHCTPYKIMU TI0
JEJIONPOU3BOJCTBY Ha 3aBOJC.

B KOHCTpYKTMBHOM 4aCTH YKaXMTE€, YTO B COOTBETCTBUM C THIIOBOM MHCTPYKLHMEW IO
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAaX, BeIOMCTBax Poccuiickoit denepannn, yTBEPKIAECHHOU O
pacnopsbkenuto  [lpaButensctBa Poccuiickoit  ®@epepanuun ot 24.06.19 1. Nelll8-p
npencenareneMm Komurera no nenam apxuBoB npu [Ipasutensctee PO P.I'. [Tuxos, u ¢ 'OCT P
7.0.97-2016 xanuensipueil 3aBojga pa3pabOTaHbl TMOPSJIOK MPOXOXKICHUS TOKYMEHTOB U
CTaHJapTHI HA OPTaHU3ALMOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALHIO.

B pacnopAnuTensHONM 4YacTH YTBEpAUTE WHCTPYKLMIO M IOPYYUTE 3aBELYHOLICH
KaHLENIspued 00ecreduTh METOIMYECKOE PYKOBOJCTBO OpraHU3alel AeIonpou3BOJACTBA Ha
NPEANPUATHHA U YCTAHOBUTH KOHTPOJIb 32 COOJIOACHNEM TPeOOBAHNN HHCTPYKIIUH.
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9. IlepeyeHb OCHOBHOI U JONOJHUTEJIbHOH Y4eOHOH JIMTEPATYPbI, HEOOXOAMMO 1JIA
OCBOECHUS TUCHMUILINHBI

9.1. OcHOBHas JqUTeEpaTypa

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

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

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

9.2. lonoiHUTE/IbHAS JIUTEPATypa

1. MBanoga, A. FO. Pycckuii sS3bIK B JITOBOM JOKYMEHTAIMH : YY€OHUK ISl BY30B / A.
1O. UBanoBa. — 3-e u3a., nepepad. u non. — Mocksa : U3narensctBo KOpaiit, 2026. — 129 c.
— (Bpicmiee oOpazoBanme). — ISBN 978-5-534-20345-5. — Tekct : 2JeKTpOHHBIA //
ObpazoBarenbHas wiatdopma KOpaiit [caiiT]. — URL: https://urait.ru/bcode/598501
2. KazakeBuu, T. A. JlokymeHToBeneHnue. JIOKyMEHTAIIMOHHBIH CEPBHC : YUYECOHUK H
npaktukyM ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2026. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextpoHsbli // OOpasoBarenbHas 1uatdopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/584928
3. lllyBanoBa, H. H. Opraam3anus u TEXHOJOTHS ITOKyMEHTAIMOHHOTO O0eCredeHUs
ympasieHus : yueOHuk s By3oB / H. H. lllyBanoBa. — 3-e u3a., mepepab. u qon. — Mocksa :
WznarensctBo FOpaiit, 2026. — 234 ¢. — (Bricmiee oOpa3oBanue). — ISBN 978-5-534-20347-9.
— Tekcr : onexktponHbiii // OOpazoBatenbHas matdopma HOpaiit [caitit]. — URL:
https://urait.ru/bcode/583833

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

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

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

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

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

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

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

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

JIMIIeH3MOHHO0E MPOrPAMMHOE 00ecIeueHne:

Windows (3apy0exHOe, BO3ME3THOE);
MS Office (3apyOexxHOE, BO3ME3THOER);

— Adobe Acrobat Reader (3apy0exxHoe, CBOOOAHO pacpoCTpaHIeMOe);

— Koncynprantllmoc:  «Koncymprantllmoc:  Crygent» (poccuiickoe, CBOOOTHO
pacrpocTpaHseMoe);

— 7-zip — apxuBatop (3apy0OekHoe, CBOOOTHO pacIpoCTpaHsIeMOe);

— Comodo Internet Security (3apy0exxHoe, CBOOOAHO pacIpocTpaHsIeMoe).

11. MeToanueckue yKazaHus JJ1s1 00yYAIOIIUXCS M0 OCBOEHUIO M CIIANJINHbBI

Opranuzanus 00pa30BaTeIbLHOrO MPOIECCa PErIaMEHTUPYETCSl y4eOHBIM IUIAHOM U
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HWHIWBHAYyaJbHOM  0Opa30BATEIIbHOW  TPAaCKTOPUHU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUILUINH U PO ECCHOHATBHBIX
MOJIyJIel, OCBOEHHBIX B TIpOLECCe MPEAIIECTBYIOMIEr0 O0y4YeHHs, KOTOpbIi 0CBOOOXKIaeT
00yyJaromerocs: OT HeOOXOJUMOCTH UX MTOBTOPHOTO OCBOCHHUSL.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBACTCS Ha MCIIOJIb30BAHUH
TPaJWLMOHHBIX, WHHOBALMOHHBIX M WH(GOPMAIMOHHBIX OOPAa30BATEIbHBIX TEXHOJIOTHIA.
Tpaguunonneie 00pa3oBaTeNbHBIE TEXHOJOTMM MPEJCTABICHBI 3aHATUSMU CEMHUHApPCKOTO U
JIEKIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa3oBaTelIbHbIE TEXHOJOTUU HCIOJB3YIOTCS B BHJE
IIMPOKOTO TPHUMEHEHUSI aKTUBHBIX M HWHTCPAKTUBHBIX (OPM TPOBEIACHUS 3aHATHU.
HUudopmanonnsle  o0pa3oBaTeNbHbIE TEXHOJOTHMH  pPEATU3yIOTCS IMyTEM  AaKTHUBU3ALUU
CaMOCTOSITENIbHON PabOTHI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JTeKIMOHHOTO THIIA

JIeKIIMOHHBI KypC MpEeanojaracT CHUCTEMAaTU3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexuuu nekrop 00s3aH MpeayNnpeIuTh CTyI€HTOB, IPUMEHHUTEIBHO K KAKOMY
06a3zoBOMy yueOHUKY (YueOHUKAaM, Y4€OHBIM ITOCOOUSM) OyIeT MPOYUTAH KypC.

JleKIIMOHHBIN Kypc OJDKEH JaBaTh HanOOJbIIUN 00beM MH(OpMaruu u oOecreynBaTh
Oosee rirybokoe MOHMMaHUE Yy4eOHBIX BOIPOCOB MPHU 3HAUUTEIHLHO MEHbIIEH 3aTpaTe BPEeMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYI€HTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.

3aHATHS CEMMHAPCKOT0 TUIIA

CemunHapckue (paKkTHUECKUE) 3aHATHS IIPEJICTABIISAIOT COOON NETATN3AIHIO JIEKLIHOHHOTO
TEOPETUUECKOr0 MaTeprasa, MPOBOSTCS B LIEJISAX 3aKperieHus Kypca.

OcHoBHOU (hOpMOH TIPOBEACHHSI CEMUHAPOB M MPAKTUYECKUX 3aHIATUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBbHBIM Te€MaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyalUud B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
npenojaBaTesiss BXOJIAT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIbTHPOBAHHE CTYAECHTOB IO
COOTBETCTBYIOIIUM T€MaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHIATHUIX OLIEHUBAETCS MO CIENYIOUINM KPUTEPHSIM:

— OTBETHI Ha BOIPOCHI, IIpeijlaraeMble MpernojaBaTesieM;
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— y4YacTHe B IUCKYCCHSX;
—  BBIIIOJIHEHUE POEKTHBIX U UHBIX 3aJJaHUN;
— aCCHUCTHpOBAHUE MPEMNOIABATEIO B IPOBEICHUH 3aHATUN.

Joxnaasl U ONMOHUPOBAHUE JTOKJIAJO0B MPOBEPSIOT CTENECHb BJIAJCHHUS TEOPETUUYECKUM
MaTepHalIoM, a TaK’Ke KOPPEKTHOCTb U CTPOTOCTh PACCYKICHUN.

OueHnBaHuE TPAKTUYECKUX 33/IaHUN BXOAUT B HAKOIUICHHYIO OLICHKY.

CamocTrosiTesibHAsi padoTa 00yYarOIMXCst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUM, yMEHHH 03 HemocpeICTBEHHOro Yy4acTus
MpernoaaBarelis, XapaKTepU3yIOIIUiCcS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

enu camocTosTeNEHON PaOOTHI:

— CHCTEeMAaTH3alus M 3aKPEIUICHHE MOJIYYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTUYECKUX

YMEHHUH CTYJEHTOB;

— yrinyOJieHre U pacHIMpeHUe TEOPETUYECKUX 3HAHMUIA;
— (¢dopMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPaBOYHYIO JOKYMEHTAIHIO,

CIELUATIbHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEH, aKTUBHOCTHU CTYJIEHTOB, OTBETCTBEHHOCTH H

OpraHU30BaHHOCTH;

— (GOpMHPOBaHHE  CaMOCTOSATEIHHOCTH  MBIIUICHHUS,  TBOPYECKOH  WHHIIMATHUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHIO 1 CAMOpPEaIN3alluu;

— Ppa3BUTHUE UCCIIEIOBATEIbCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBHAYAIBHO WU TPyNIaMU
CTYJIEHTOB B 3aBUCUMOCTH OT L€/, 00beMa, YPOBHS CIO0KHOCTH, KOHKPETHON TEMAaTHKH.

TexHomorHsl  OpraHHW3aIllMM  CaMOCTOSITENIBHONM  pabOThI  CTYNEHTOB  BKIIIOUYAET
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepUATbHO-TEXHHUUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBIIOJIHEHHEM OOYYaIOMUMHKCS BHEAYJIUTOPHOM CaMOCTOATEIBLHONH paboThI
MpPEnoiaBaTesib MOXET MPOBOAUTh HHCTPYKTaX IO BBIMOJHEHHUIO 3aJaHus. B HHCTpyKTax
BKJIFOYAETCS:

— LeJb U COZIepKaHUE 3a1aHNs;

— CpOKHU BBIIIOJIHEHHUS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

— OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM paboThl U KPUTEPUU OLIEHKH;
— BO3MOJKHbIE TUITUYHBIE OIIMOKU TIPU BBITTOTHEHHH.

HHucTpyKTax MpoBOIUTCS IMpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CAMOCTOSITEIIBHOW PabOThI CTYIACHTOB MOJKET
IPOXOJIUTH B MUCbMEHHOM, YCTHOW WJIM CMELIaHHOH (opme.

CTyAeHTbl AOMKHBI MOIXOAUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaKHeHIeMy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHSI TEOPETUUECKUX 3HAHUMU, BHIPAOOTKE €IUHCTBA B3TJISI0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETEHHsS] OINpEeAENEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodeccuoHaIbHON TUTEPaTyphI.

[TomemeHust 1s1 caMOCTOSTENbHON pabOThl O00yUaIOIIUXCS JAOKHBI OBITH OCHAIEHbI
KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTh «IHTepHeT» 1 obecrieueHneM
JOCTYyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3allNu.

[Tpu camocTosATepHON TPOPabOTKE Kypca 00ydaronuecs JOKHBIL:

— TpOCMaTpUBATh OCHOBHBIC ONpEeIeHUs U (DAKTHI;
— TMOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIGKIIMOHHOM 3aHATUU MaTepHall U JOMOIHUTh €ro

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

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

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

—  BBIIIOJIHATH JOMAIIHUE 33JaHUs 110 YKAa3aHUIO IIPETIO1aBaATEIIs.

Pexomenaanum mo o0y4eHno mHBaIua0B 1 aun ¢ OB3

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

[Ipodeccopcko-niearornyeckuii cocTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3UOIOTUYECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcsi uHBaIuaoB U jul ¢ OB3, uHauBUAYyanbHBIMU MPOrpaMMaMU
peabunuranuy  WHBaMUAOB (mpu  Hamuuuu). llpu  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIONIHUTENIbHAS TOJJEepKKa TMPEnoJaBaHusl ThIOTOPaMH, TIICUXOJOTaMH, COLHAJIbHBIMU
paboOTHUKAMU, TIPOIICIIIMMH ITOATOTOBKY aCCHCTEHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUYECKHUMHU peKoMeHnanusMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEAINONaracTcsi HCIOIb30BaTh COIUATBHO-aKTUBHBIC U
pedaekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTMH COLMOKYJIbTYPHOH peadWINTAllUd C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJIEHHWU MOJHOIEHHBIX MEXKIMYHOCTHBIX OTHOILIEHUH C JPYTUMU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIrO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYJEHYECKOH TpyTIIe.
IMonbop u paszpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YUYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayIuanbHON, BU3YyaIbHOM, C UCIOJIb30BAHUEM CIEIHAIbHBIX
TEXHUYECKUX CPEACTB U NH(POPMAIIMOHHBIX CHCTEM.

Menuamarepuansl TakKe ClEAyeT HCHOJIb30BaTh M aJanTHPOBaTh C  y4YETOM
WHAUBUAYATBHBIX OCOOEHHOCTEH 00yueHuss nHBau 0B 1 ui] ¢ OB3.

OcBoeHuE JUCHMIUIMHBI HHBamugamMu © Junamua ¢ OB3  ocymectBisercss ¢
UCIIOJIb30BAaHUEM CPEACTB OOy4YeHHsI OOIIEro W CIEIUAIBHOTO Ha3HAYCHHUs (MIEPCOHATBLHOTO U
KOJUIEKTUBHOI'O HCIIOJIb30BaHUA). MaTepuanbHO-TEXHUYECKOE OOecreueHne MpeaycMaTpuBaeT
npucnocoOIeHrne ayAuTOpHil K Hy>KJaM WHBaNKUI0B U ui ¢ OB3.

dopma TMPOBENECHUS AaTTECTAlUM JUIsl CTYJAEHTOB-UHBaIugoB u Jmi ¢ OB3
YCTaHABIMBAETCS C YUYETOM MHAUBHIyATbHBIX TICUXO(PU3NIECKIX 0COOCHHOCTEH. J{71s1 NHBATUI0B
n ymn ¢ OB3 mpexycmarpuBaetcst nocTymHas (GopMa MpenocTaBiICHUs 3aJaHWUN OIIEHOYHBIX
CPENCTB, @ UMEHHO:

— B [EUATHOW WIIM DJICKTPOHHOW Qopme (Ans JUI] ¢ HapYUICHHSMH OIOPHO-

JIBUTATEIBLHOTO arapara);

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

KOHTPACTHOCTBIO (JUISI JIUI] C HAPYIICHUSMU CITyXa, peUH, 3pEHUs);

— METOJIOM YTSHHS aCCHUCTEHTOM 3aJIaHus BCIYX (IUISI JTUI[ C HAPYIICHUSIMU 3PCHHUS).

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

— THUChbMEHHO Ha Oymare uin HabOpoM OTBETOB Ha KOMIIbIOTepe (JIs JIUI] C HApYyLICHUSIMU
ciIyxa, peun);
— BbIOOPOM OTBETA U3 BO3MOXHBIX BapPUAHTOB C MCIOJIH30BAHUEM YCIYyT acCUCTEHTa (I

JUI C HAPYUIEHUSIMUA ONTOPHO-/IBUTATENILHOIO aIlapaTa);

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

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

OIICHUBAHMSI PE3YJIbTATOB O0YUEHUS MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.
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12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM IJISl OCYIIEeCTBJICHHSI
o0pa3oBaTeIbHOIO Npolecca Mo TUCHUILINHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIS TPOBEICHUS Y4YeOHBIX 3aHSTHH,
MPEAYCMOTPEHHBIX ~ HACTOSIIIEW  paboueld  mporpaMMo  IUCHMIUIMHBI,  OCHAICHHAs
000pyI0BaHHUEM M TEXHHUYECKUMU CPEJICTBAMHU OOYUYCHHSI, B COCTAB KOTOPBIX BXOIST: KOMIUICKTHI
CIeIUATM3UPOBAHHON y4eOHON MeOenu, JOoCKa KIIacCHast, MyJbTUMEIUUHBINA MMPOSKTOP, IKPaH,
KOJIOHKH, KOMIIBIOTED C YCTAaHOBICHHBIM JIMIICH3MOHHBIM TIPOTPAMMHBIM OOECreYeHHeM, C
BBIXO/IOM B ceThb «IHTEepHET» U JOCTYNOM B 3JIEKTPOHHYI0 MH(POPMAIIHIOHHO-00pa30BaTEIbHYIO
cpeny.

IomemneHnue 11l CAMOCTOSITEILHOI Pad0ThI O0YJAOIINXCS — ayAUTOPHSI, OCHAIIICHHAS
CIIEIYIOIIMM 000PYJOBaHHEM U TEXHUYECKUMU CPEACTBAMH: CIICHUATH3UPOBAHHAS MEOENb AJis
npenoaaBartess U 00yJaromuxcs, Jocka yueOHas, MyJIbTUMEIUHHBIA POEKTOp, 3KpaH, 3ByKOBBIE
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEepPCOHATbHBIE KOMIBIOTEPHI ISl PabOTHl OOYyYarOIIUXCS C
YCTaHOBJICHHBIM JIMIICH3MOHHBIM IIPOrPaMMHBIM OO€cTieueHIEM, C BBIXOJIOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYIO HH(GOPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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