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1. Iean u 3agauu JAUCHUILTHHBI

Henar aucumnianubl «/J{okymMeHTaOHHOE OGecrieyeHNe YNPaBJIEHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIONIUX 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;

- OCBOCHHE IMOPSJIKAa OPTaHU3ALMH 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 MeHeKMEHT, HampaBIeHHOCTh
(mpoduik) mporpaMmsl « Y IpaBiIcHUE OM3HECOM.

3. O0beM JUCHMILIMHBI B 324€THBIX eJUHUIAX C YKA3aHHEM KOJINYeCTBA aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢ npenoaasaresieM (o0 BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4arImmxcs

OO6mmas TpyA0€MKOCTh JUCITUIUTHHBI COCTABISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

Buja yueonoi padoTnl
ny p Bcero uacos

KonTakTHas padora ¢ npenogasartesem (Bcero) 8

B ToM uucie:

3aHATHS JTEKIIHOHHOTO TUIIA 6
3aHATHS] CEMUHAPCKOTO TUIIA (CEMUHAPHI) 2
CamocTosiTesibHasi padoTa (Bcero) 100
dopma KOHTPOJIS 3auer ¢ olleHKOM
Oo0mas Tpy10éMKOCTh 108




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

Kon u HaumenoBanue

Kon u nHanumenoBanue

[Inanupyemble pe3y/bTaThl

KOMIIeTeH MU (1ii) HHAMKATOPA TOCTHKCHUSA
00y4eHHs MO AUCHHUILINHE
BBINIYCKHUKA KOMIeTeHI[HH
OIIK-S. NOIIK 5.1. 3HaTh: OCHOBBI
Crniocoben OpueHTupyercs B COBPEMEHHBIX | JOKYMEHTAIlMOHHOTO
UCTIOJIB30BATh TIPU WH(POPMAIIMOHHBIX TEXHOJIOTUSX M | OOECTICUCHHsI B yNpaBJICHUU C
pelieHnn IIPOrPaMMHBIX CPEICTBAX. UCTIOJIb30BAHUEM
po¢eCCHOHATBHBIX HOIIK 5.2. MH(POPMAITMOHHBIX TEXHOJOTHUM.
3aJ1a4 COBPEMEHHBIC Hcnons3yer TUIst pemieHus | YMeTh: IPUMEHSTh COBPEMEHHBIC
nH(pOpPMAalMOHHbIE npodecCHOHATBHBIX 3a1a4 | ”HPOPMALIMOHHbBIE TEXHOJOTHH B
TEXHOJIOTUH U COOTBETCTBYIOIIHEC UM | Ipoliecce  JOKYMEHTAIMOHHOTO
MPOrpaMMHBIE COBpPEMEHHBIE HMH()OPMALMOHHBIE | 00ECIICYCHHUS.
CpeAcCTBa, BKIIOYast TEXHOJIOTHM W  TporpamMMHbie | Biagers: HaBBIKOM
yIpaBlieHUE KPYITHBIMHA | CPEICTBA, BKIIOUAs YIMPABICHHUE | OCYIIECTBICHUS
MaCCHBAaMH JIaHHBIX U | KPYITHBIMH MacCHBAaMHU JAHHBIX H | JOKYMEHTAI[HOHHOTO

ux I/IHTGJIJIGKTya.HBHBII\/'I
aHaJInu3.

ux I/IHTGJIJIGKTya.HBHBII\/'I aHaJIn3.

obecrieyeHuss podecCuoHaATHLHON
NESTEeIbHOCTH.

IK-3

Cnocoben
OCYIIECTBIISATH
TICIIOBYIO
KOMMYHHKAITUIO 1
IOKYMEHTAllMOHHOE
obOecrieueHue
ACATCIIBHOCTHU
OpraHHu3aIu’

HIIK 3.1.

Hcnons3yer noHuMaHue
0COOEHHOCTEH IEJTOBOr0
B3aMMOJCHCTBHS B
po¢eCCHOHAIIBHOM OOIIICHNH, B
T.4. HA aHTJIMHUCKOM SI3BIKE.

NIIK 3.2
OcymecTBiseT  JOKYMEHTapHOE
COIIPOBOXKICHUE  JEATEIbHOCTH

OpFaHI/I3aI_II/II/I, B TOM 4YHCIC Ha
AHTJINICKOM SI3EIKE.

3HaTh: OCHOBEBI
JIOKYMEHTALlMOHHOT'O
oOecrieueHus B yIIpaBICHUU.
Ymers: OCYILECTBIIATH
JOKyMEHTAIIMOHHOE O0ecTieYeHne
npodeccrnoHabHOM
JIeSITEITLHOCTH.

Biagers: HaBBIKOM  pELICHHUS
OTJIENBLHBIX 3amaq 10
JIOKyMEHTAIMOHHOMY

00€eCIeueHNIO B YIIPABIICHUH.




5. Coaepxxanue qTMCUUNIMHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.

OO0me HOpMBI U TIpaBuiia 0OPMIICHUS JTOKYMEHTOB (pa3Mepsl Oymaru,

OpranuzalvoHHble | TOJIEH, HyMepalus CTpaHUIl U T.JA.) IPUMEHsSEMOe B JIEIOMPOU3BOJICTBE.
OCHOBBI Knaccudukanus noxymentoB. @opmsl opranuzauuu JJOY u kareropun
NeNIONPOU3BOACTBA. | yupexaeHuil. Dopmyssip - oOpaszer opraHu3aluOHHO-PACTOPSTUTEIBHBIX
bnanku JOKYMEHTOB. Buzpl n HazHaueHue 61aHkoB. TpeGoBaHus K 0(hOPMIICHUIO
JOKYMEHTOB. JOKYMeHTOB. [IpaBuia odopmieHNs] peKBU3UTOB IOKYMEHTOB.
Tema 2. Knaccudukanus nemoBoit  gokymenrtanuu. [IpaBunma  odopmieHus
Opranu3zalroHHO- peKBU3UTOB OJaHKAa M UX pACHOJIOKEHUS Ha CTaHAapTHOM Qopmare
pacriopsiautenbHas | Oymaru, pasmepsl mosneid. Dopmyssip- oOpaser; Tpynmnbl JOKYMEHTOB,
JOKYMEHTAIuSl. MpUHAJJISKANINX K OTHOM cucTeMe.
Oomas [IpoexTupoBanue OIaHKOB  JOKyMEHTOB  opranuzamuu. Cocras,
XapaKTepUCTHKA odopmIiIeHHE, U3rOTOBJICHHE, XpaHEHHE OJJaHKOBOPraHU3alNH.
CTHJIS CITYKeOHOM brnank nokyMmeHTa: MOHSATHE, HA3HAYCHHE, BUABI OJaHKOB (0OIIMil OaHK,
JIOKyMEHTAITUH. OJIaHK THChMa, OJIAaHK KOHKPETHOTO BHJA JOKyMEHTa (KpoMme MHCHbMA).
CocraB, odopmnenue pekBu3uToB Onanka. OcCOOCHHOCTH — S3bIKa
cinyxkeOHbIX JTokyMmMeHTOB. Kommnosunusi gokymeHTta. CTpyKTypHbIE
ommnOku. HeymecTHOE M HEONpaBIaHHOE YIOTpeOJIeHNE
MHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouno- | @ukcanusi (OmucaHWe) JIOKAIBHBIX TMPaBWI, HOPM, TMOJIOXKECHHUI,
nH(pOpMaLOHHbIE ONpEAeNAIONIUX CTAaTyC OpraHu3aluu, €€ CTPYKTypy, LITaTHYIO
JTOKYMEHTBI. YHCJICHHOCTb U IOJKHOCTHOM COCTaB, KOMIETEHIUH JOHKHOCTHBIX JIUI U

JenoBas nepenucka.
CocrapieHue akToB
UTPOTOKOJIOB.

CTPYKTYPHBIX  IOJAPA3JEICHUN, byHKIIMOHATBHOE COJZIep KaHHE
NesITeIbHOCTH OPTaHM3aLMU B LIEJIOM, €€ TMOApa3esieHuil 1 pabOTHUKOB,
uX TpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTh U Jp., B OpPraHHU3allMOHHO-
pacnopsAUTENbHBIX JOKYMEHTAX OpraHU3aliH.

CtpykTypa, Ha3HayeHHE, TMOPSAOK pPa3pabOTKH, COTJIACOBAaHUS U
yTBepkacHUs [IpaBun BHYTpeHHET0 TpyAoBOro pacnopsiaka, Ilonoxxenus
0 nepconaie, [1onoxeHus o CTpyKTYpHOM MoApa3ieeHuH, JJomKHOCTHOM
uHcTpykuuu. IllltaTHOe pacnyucaHue Kak IEpBUYHBINA YUETHBIN JOKYMEHT
no ydery kaapoB. O3HakomsieHHE paOOTHUKOB C JIOKaJbHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpTaHU3aI1H.

Bunel u HaszHaueHue WHGOPMALMOHHO-CIPABOYHON JOKYMEHTAIUH IO
kaapam.  Ilopsmok  odopmieHus,  OCHOBHbIE  PEKBH3UTHI U
IPaBONPUMEHUTEIbHAS MIPaKTUKa  MCHOJb30BaHUS JOKJIa/IHBIX,
CITy’K€OHBIX U 0OBSICHUTEIBHBIX 3aIIMCOK, MPEICTaBICHUH, TPEATOKEHHH,
3asBJICHUI, aKTOB, CIIPABOK M Jp. B KaU€CTBE OCHOBAHWH ISl TPUHATHI
pelIeHUB cdepe ynpaBieHUs IePCOHATIOM OpraHU3altu.

Tema 4.
PacniopsinurensHeie
JOKYMEHTBHI.
CocraBnenue
MPUKA30B, YKa3aHU,
PacCIOpPsKEHU.
OpraHuzanoHHbIE
JIOKYMEHTBI.

Opranu3anMoOHHO-PACTIOPAAUTEIFHBIC JOKYMEHTHI: TIOHATHE, HA3HAYCHUE,
OCHOBHBIE BH/JIbI (OpraHU3aI[OHHBIC, PACTIOPAIUTEIbHBIC, CIPABOYHBIE).
Opranu3anoHHBIE JOKYMEHTHI: YCTaB, MTOJIOKEHUE, CTPYKTYpPa 1 IITaTHAS
YHCJICHHOCTb, IITaTHOE paclCaHue, IPaBUIIa, JOJDKHOCTHAS HHCTPYKIHS,
UX Ha3HA4YeHHE, XapaKTepUCTUKA M COCTaB, TpeOOBaHMS K Oo(opMIIeHHIO,
HOPSI0K YTBEPKICHHUS.

PacriopsanTenbHble TOKYMEHTHI: MTOCTAHOBIICHHE, IPUKa3 (10 OCHOBHOW
NESITeIbHOCTH M 10 JIMYHOMY COCTaBY), pacHOpsDKEHHE, COBMECTHBIN
pactopsIINTENbHBIN TOKYMEHT, UX Ha3HAaYEeHHUE, XapaKTepPUCTHKA M COCTaB,
TpeGoBaHus K 0(hOPMIICHHUIO.
CnpaBoyHO-HH(OPMAIIMOHHBIE  JIOKYMEHTHI:

CIy)KeOHBIE  TMHCHhMA,

6




CIPaBKH, JOKJIAJHBIC 3alHUCKH, MPOTOKOIBI, AaKThI,
XapaKTEPUCTUKA U COCTaB, TpeOOBaHUSI K O(OPMIICHHUIO.
Tunel JOKYMEHTOB: TOJJIMHHHK, KOMHS, TyOIMKaT, BBIMHCKA, WX
HaszHaueHWe. [lopsmok oQopmiieHWsT W BhIJAYM KOMHHA W AyOJIUKATOB
JOKYMCHTOB, BBIIIMCOK M3 HUX.

3as4BJICHUA, HX

Tewma 5. Peructparusi 1oKyMeHTOB: TOHATHE, 11eiH, 3ama4u. Cuctembl U GOpMBI
Opranuzanus peructpanuu (KypHalbHas, KapTO4YHas, AaBTOMAaTU3HpPOBaHHas), HUX
JOKYMEHTO00O0pOTa. | JOCTOMHCTBA U HelocTaTku. [lokasarenu, BBOAUMBIE B PETUCTPALIMOHHBIE
Opranuzanus dopMbl.  OCOOEHHOCTH  PETHCTpAllUU  BXOISIINX, HUCXOMSIIAX U
perucrpanuu BHYTPEHHUX JTOKYMEHTOB. DJIIEKTPOHHBINA JOKYMEHTOOOOPOT.
JIOKYMEHTOB U CocTaB BBINIOJIHAEMBIX PAabOT MPH OTHPABKE HUCXOMSIIUX JOKYMEHTOB:
KOHTPOJIb IpOBEpKa MPaBWIBHOCTH O(opMIIeHUS, HATUYUS IPUIIOKEHHH, aJipecara,
WCTIOTHEHUS COPTHUPOBKA IO ajpecaraM M BUJAM OTIPABJICHHM, COCTaBIEHHUE ONMUCHU
JOKYMEHTOB. pacchUIKU
Kontponb wucnonHeHus: TOKYMEHTOB: TIIOHSTHE, Ha3HA4€HHE, BH/IbIL.
[IpuHiMnel opraHu3anui  KOHTPOJsl. CpOKM HCIOJHEHHS: THUIOBOM,
WHIUBUyAIbHBIA. TeXHONOrUsl BEACHUSI KOHTPOJIS. AHAIIW3 UCTIOTHEHUS
JIOKYMEHTOB BYYPEKICHUU.
B3auMmocBs3b peructpanuu JOKYMEHTOB i HH(POPMAIIMOHHO- CITPAaBOYHON
paboTel. Opranuzanus paboThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIE JIMIIA, OCYUIECTBIISIOIIME PETUCTPAIMI0O M  KOHTPOJIb
UCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.
Tema 6. Homenknarypa nen: mnoHsTHe. 3HayeHUE HOMEHKJIATYphl Jen JJis
Opranu3zanus KJIacCCU(UKALUU JTOKYMEHTOB, OIEPaTUBHOIO XpaHEHUS M UX Ipel
OMEepPaTUBHOTO apXUBHOM MOATOTOBKHU. Byl HOMeHKNAaTyp Aen. Opranu3anus XpaHeHus
XpaHeHus UCIIOJTHEHHBIX JTIOKyMEHTOB. (OCHOBHbIE TpeOOBaHHS HOPMATUBHBIX
JIOKYMEHTOB. JTOKYMEHTOB, PErJIaMEHTUPYIOIIMX MaHHBIA JTalm JOKYMEHTOOO0OpOTa.

DopMUpPOBaAHUE JIE]L.

OTBETCTBEHHOCTH 3a COXPAaHHOCTH TOKYMCHTOB.

Tema 7. IlonroToBKa
JIOKYMEHTOB K
MOCIENYOLIEH
nepeaaye
JIOKYMEHTOB B apXUB
WM Ha
YHUYTOKEHHE.

JIoKyMeHTOOOOPOT Ha COBPEMEHHOM MPEAIPUATHH

DKcHepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HadyeHue. [IpuHuuns n
KpPUTEpUU OINPEIACICHUS HAy4YHOM, HCTOPUYECKOM U IPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB. ODKCIEpTHble KOMHCCHHU, UX (DYyHKIMH, IpaBa.
Oransl npoBeneHus skcrnepTusbl. OdhopMiieHne pe3ybTaToB HKCIEPTH3HL.
Cpoxu xpaHeHuUs TOKyMEHTOB. [lepeunn TOKyMEHTOB ¢ yKa3aHHEM CPOKOB
XpaHEHUs, UX BUJIbI, HA3HAYECHUE, CXEMBI ITOCTpOoeHus. Ilopsnok nepenaun
JIeJI B @pXUB WM YHUYTOKCHHS JOKYMEHTOB.

TpeboBanust kK O(QOPMIICHHIO ]I MOCTOSIHHOTO, BPEMEHHOTO CPOKOB
XpaHEHHUs U 110 JIMYHOMY COCTaBY. ABTOMATH3aLUs MPOLIECCOB 00pabOTKU
NOKyMeHTOB. Kommbrorepuzanus ITOKYMEHTAIMOHHOTO OOECTeYeHus
ynpasnenus. [IpaBuna opopmienus u cocrapienus onucu jein. [opsaok
nepeaayn el B apXuB. DJICKTPOHHBIN JOKYMEHTOO0OPOT

ApXHMB: TIOHATHE, Ha3HauyeHUe. Buapl apxwBOB: TOCYAAapCTBEHHBIE,
BEJIOMCTBEHHBIE, OOBEIMHEHHbIE  BEIOMCTBEHHBIC, OOBEIUHECHHBIC
MEXBEJOMCTBEHHbIE [0 JIMYHOMY COCTaBy. ApXHBHbIE (OHJBL:
JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.




6. CTpykTypa JUCHMILUIMHBI 110 TeMaM € YKa3aHHEM OTBeeHHOI0 HA HUX KOJIH4YeCcTBa
aKaJeMH4YeCKNX YaCOB M BUJ0B y4eOHbIX 3aHATHI

Ne
n/n

HaumenoBanue tem
(pa3nesioB)
JTUCHUIIINHBI

KonTakTHasi padora, yac.

3auaTusa
JeKIHOHHOI0
THIIA

CemuHapbl

CamocrosiTe]Ib
Hasi padora,
qac.

Bcero,
qac.

OpraHu3aluoOHHbIE
OCHOBEI
JIETTONTPOU3BO/ICTBA.
bitaHKM TOKYMEHTOB.

0,5

24,5

25

OpraHu3aloOHHO-
pacnopsauTeabHas
JIOKYMEHTaIH.

OO1m1ast XxapaKTepUCTHKA
CTHJIS CITyKEOHOU
JIOKYMEHTAIIUH.

0,5

11,5

13

CnpaBoyHoO-
UH(POPMAaLMOHHbIE
JIOKyMEHTHI. JlenoBas
TIepenrcKa.
CocraBreHne akKTOB U
MIPOTOKOJIOB

11

12

PacnopsiurenbHbie
JIOKYMEHTBI.
CocraBneHue NpuKa3oB,
yKa3aHuM,
pacTopsKeHUH.
OpranuzaioHHbIe
JIOKYMEHTBI

11

13

Opranuzanus
JIOKyMEHTO000POTA.
Opranuzanus
perucTpamnuu
JIOKYMEHTOB ¥ KOHTPOITh
HCIIOJTHEHHUS
JIOKYMEHTOB.

14

15

Opranuzanus
OIEpaTUBHOI'O XPAHEHHUS
JIOKYMEHTOB.
PopMHUpOBaHUE JEIL.

14

15

[ToaroroBka 1OKyMEHTOB
K MOCJIeNyIOIIeH
nepenaye JOKyMEHTOB B
apXuB WJIM HA
YHUYTOXKEHHUE.

14

15

HUTOI'O:

100

108




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

CamocrodrenbHas padoTa sIBJISI€TCSI OJHUM M3 OCHOBHBIX BUI0B yU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO y4eOHOI0 Mpoliecca U MMEeT CBOEH IIeNbI0: TIy0OKOe YCBOGHUE MaTepuana
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATYypO, PEKOMEHIOBAHHOM IIPENOAABATENIEM, YMEHHME HAWTH HYKHBIM MaTepual H
CaMOCTOSITEJIBHO €r0  HCIOJIB30BAaTh, BOCIHUTAHME BBICOKOM TBOPYECKOM AKTUBHOCTH,
WHULHUATUBBL, TIPUBBIYKM K IIOCTOSSHHOMY COBEpPILICHCTBOBAHMIO CBOMX 3HAaHHUM, K
LEJICYCTPEMIICHHOMY HayYHOMY ITIOUCKY.

KoHTponb caMoCTOSTETHHONH pabOThl, SBISAETCS BaKHOW COCTABIIAIONICH TEKYyIIEro
KOHTPOJISI YCIIE€BAEMOCTH, OCYILECTBIISETCS IPENOJABaTeIeM BO BpEMs JICKIHOHHBIX U
NPaKTUYECKUX (CEMUHAPCKUX) 3aHATUN U 00ecrieunBaeT OLCHUBAHNE X0/1a OCBOCHUS N3y4aeMOn
JUCLUIUIAHBIL.

BOIIpOCbI AJIA CAaMOCTOATEIBHOI0O U3YyYCHU A

1. KakoB npeamMeT JOKyMEHTAITHOHHOTO 00ECIICYCHUS YIIPaBICHUS?

2. Kakue HOpMaTHBHO-TIPABOBbIE AKThl PEryJHPYIOT JOKYMEHTAIMOHHOE OOecreueHue
yIpaBJieHUs?

3. KakoBa MPAKTUYECKasi 3HAYMMOCTh  YI€OHOM UCHUTIINHEI
«JIOKyMEHTallMOHHOE 00ecreYeHne ypaBIeHUs»?

4. Kakoit 00beM U coJiep>KaHHe UMEIOT MOHATUS «UHPOPMALIUA» U «TOKYMEHT»?

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

. KakoBel  HasHaueHume u byHKIMHA CITY’KO TOKYMEHTaIIHOHHOTO
obecrnieueHns yIpaBlIeHUs] B COBPEMEHHBIX OPTaHU3AIHSIX ?
8. Urotakoe «cucTeMa JIOKYMEHTAITAN) U «yHU(UIHUpPOBAHHAs  CHCTEMa
JIOKyMEHTaIUn» ?

9. Kakue BuIbl yIpaBlIEHYECKUX JOKYMEHTOB BKJIIOYaeT B ce0s YHuuuupoBaHHas
CUCTEMA OpraHU3alMOHHO-PACIOPAIUTEIILHON TOKYyMEHTALUN?

10. Opranu3animoHHbIE JOKYMEHTHI IPEAIPUATHS.

11. PacnopsaurenpHble JOKYMEHTHI IPEANIPUATHS: IPUKA3HI [0 OCHOBHOM AESITEIbHOCTH;
pacnopsKEeHMs, peHICHUS.

12. UnpopmaimoHHO-CIIPaBOYHbIE TOKYMEHTBI: POTOKOJIBI, TIOJIHAS U KpaTKas popMa Ux
odopmIIeHHUS.

13. Un(popmMaliMoHHO-CTIPaBOYHbIE JTOKYMEHTBI: aKTbhl; CIy>KEOHbIE U OOBACHUTEIbHBIC
3allUCKH; CIpPaBKHU; CIyXeOHble JOBEPEHHOCTH; MHUChbMa, WX KIacCHU(pUKaLuUsi, CTPYKTypa,
CTaHAapTHBIC (Pa3bl U BHIPAKCHHSL.

14. TloHsATHS TOKYMEHTOOOOPOT M OpraHU3aIMs TOKYMEHTO000pOTA.

15. HopmaTuBHO-MeTOIMYECKAsI PETJIAMEHTAIUS IOKYyMEHTO000poTa.

16. OcHOBHBIE TIpaBUJIa OPTAHU3AIUN JOKYMEHTOO00pOTa HA TIPEATIPUATHH.

17. KauecTBeHHBIE XapaKTEPUCTUKH JOKYMEHTOO0OPOTA.

18. Kmaccudukamms JIOKYMEHTOMOTOKOB: TOPHU30HTAJIbHBIE, BEPTHUKAJIbHbIE,
BOCXO/SIIINE, HUICXOIAIIHUE, BXOAAILINE, UCXOISALIHE.

19. J1okyMeHTOOOOpOT Ha COBPEMEHHOM TMPEATIPHUITHH.

20. KomnbroTepuzaius 10KyMEHTAllMOHHOTO 00eCIIeYeHUs YIIPABICHHUS.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

1. Wcropus pa3Butus aenonpousBoactsa B Poccun.
2. VHudukanus J0KyMEHTOB, Y HIQUIIMPOBAHHBIE CUCTEMBI 1I0KYMEHTALIUH.
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CoBpeMeHHOEe COCTOSIHHE HOpMaTUBHO-MeToandeckou 6a3er IOV (0630p).
CranpapTusanus B 1€JI0NPOU3BOJICTBE.
Hcropus poccuiickoro repoa.
TpeboBanus k sMOIEMaM, TOBAPHBIM 3HAKAM U JIOTOTUTIAM.
O61epoccuiickue kiaccupuKaTopbl Kak JOKYMEHTHI [0 CTaHJapTU3ALINH.
XapakTepucTuKa OTACIBHBIX TPYIII OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB

9. OcoOeHHOCTH CO3/IaHMsI TPUKA30B.

10. OOpareHus rpakaaH, MpaBuia padoTHI.

11. Xapaxrepuctuku u pesrome. Ocobennoctu ohopmiIeHusl.

12. PexoMeHaaTenbLHOE TUCHMO.

13. Kommepueckue nucbma.

14. OcoOGeHHOCTH S3bIKa M CTHJIS CTY>KEOHOTO JOKYMEHTA.

15. Ucropus yHHUPHUKAIIIN TEKCTOB CIIY)KEOHBIX TTUCEM.

16. DnexTpoHHOE COOOIIEHNE — OCOOCHHOCTH SI3bIKA M CTHIISL.

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

18. CoumanbHas GyHKIHSA JOKYMEHTA, €€ pOJIb B MOBBILICHUN IIPAaBOCO3HAHMS O0IIIECTBA.

19. KommynukatuBHas GyHKIUS JOKYMEHTa KaK CpPeJCTBO Mepenadr HHPOpMaIi.

20. IlpaBoBas (hyHKIMS TOKYMEHTA KaK CPEICTBO YCTAaHOBJICHUS MIPABOOTHOLICHUN
MEXy IOPUINYECKUMU U (PU3NUECKUMHU JTULIAMH.

2]1. @yHKIMA TOKyMEHTa B KAU€CTBE UCTOPUUECKOI'O HCTOUYHUKA.

22. VYmpasneHndyeckas GyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJISl pEeLICHUS
aIMAHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHUS.

23. Craructuueckast GyHKIUS TOKYMEHTA.

24. bnaHK JOKYMEHTa, HICTOPHS €ro pa3BUTHs. bIaHKH COBPEMEHHBIX YIPaBICHUECKUX
JIOKYMEHTOB.

25. XapakTepucTHKa 3aKOHOIaTeIbHO-HOPMATHUBHOM 0a3bl COBPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00ecrieueH s yIpaBIeHusl.

26. Ponb cnyx0b1 JIOY B NesSTENbHOCTH OpraHU3aIliu.

27. Opranuzamus paboyux MECT U YCIOBHM Tpyaa nepcoHana ciayxobr JJOY.

28. Ilonoxenue o ciyxoe JOY. CtpykTypa, GyHKIIMH, METOIUKA Pa3pabOTKH.

29. JlomkxHOCTHas MHCTPYKIUS. DyHKINH, CTPYKTYpa, METOMKA Pa3pabOTKH.

30. Opranuzanus JOKYMEHTOO0OpPOTa, OCHOBHBIC HATIPABIICHHUSI COBEPIIICHCTBOBAHUSI.

31. OOBEKTUBHBIE U CYOBEKTUBHBIEC (DAKTOPHI, BIUSIONINE HA POCT JOKYMEHTOO0OpOTA.

32. DneKkTpoHHBIN T0KyMEHT0000pOoT. [IpobaeMbl 1 NEpCHEKTUBBI PA3BUTHS.

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

PN W

8. IlepeueHb BONPOCOB U TUIIOBBIE 32IaHMS IJIsl OATOTOBKH K MPOMEKYTOYHOM
arrecTaluu

8.1. IlepeyeHb BONPOCOB /Jisi MOATOTOBKHU K 324€Ty € OLEHKOM

1. Yto moHMMaeTCs mMoj OpraHu3anuend JOKyMeHToo0opoTa?

2. IlonsiTue 1OKyMEeHTO000pPOTa, €0 KOJTHMUECTBEHHBIE U KaUEeCTBEHHbIE
XapaKTEPUCTHKHU.

3. MecTto u poap AOKYMEHTOB B YIIPABJICHUN Ha COBPEMEHHOM 3Tarle.
DyHKINHU ET0NPOU3BOJCTBA.
CocraB HOpMaTUBHO-MeToAn4Yeckoi 6aszel JIOY.
Uro noHMMaeTCs Mo AOKYMEHTAIIMOHHBIM 00€CTIeYeHUEM YIIPaBICHUS?
[loHsiTHE OpraHN3allMOHHBIX IOKYMEHTOB
Cranpapruzanus 1 yaudukanus cucremsl J10OY.
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9. OOmepoccuiickue KiaccuPuKaTopbl JOKYMEHTAIHH.

10. T'ocynapcTBeHHas cUCTEMa TIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPABICHHS.

11. brmanku TOKYMEHTOB U TPEOOBAaHUS K HUM.

12. Crpykrypa nokymenta. TpeboBanus k opopmienuto gokymentos no ['OCT P 6.30-
2003.

13. IIpaBuna opopmiienus pexkBusura "aapec”, "mara", "ungexc", "Buza", "3aronoBok",
"mmoanucey"

14. C xaxo#i 11enpI0 pa3pabaThIBAIOTCS HHCTPYKLUH T10 JICIIOMPOU3BOJCTBY, UTO B HUX
HE0OXOAMMO MPETyCMOTPETH?

15. Cucrtema opraHu3allMOHHON JTOKYMEHTALIUH.

16. Cucrema pacnopsiAuTEIbHON TOKYMEHTAIIUH.

17. JlaiiTe onpeneneHre TepMUHA ""paciopsIUTENbHbIE TOKYMEHTHI'.

18. HazoBute BUBI paCIOPSAUTEIbHBIX JOKYMEHTOB.

19. Buabl u Ha3HAUEHUE JTUYHBIX JOKYMEHTOB.

20. JlaiiTe onpenesieHUE TEPMUHA "OPraHU3ALMOHHBIE TOKYMEHTHI'.

21. Ha3zoBuTe BHUIbI OPraHU3aLMOHHBIX IOKYMEHTOB.

22. Cucrema nH()OPMAITMOHHO-CITPABOYHON TOKYMEHTAITUH.

23. CnyxebHasi mepenycka Ha MpeArnpHsITUN.

24. TlpaBuna opopMiieHUs CITyKeOHOTO MTHUCHhMA.

25. CrpyKTypa Jel0BbIX U KOMMEPYECKUX MTHUCEM.

26. Kmaccudukamnms aem0BbIX 1 KOMMEPUYECKHUX TTHCEM.

27. TloHsTHE M IPUHLMIIBI OPTaHU3AIMH JJOKYMEHTOO00POTA.

28. OO6paboTka BXOIAIIUX TOKYMEHTOB.

29. O6paboTKa UCXOAMNX JOKYMEHTOB.

30. BHyTpeHHHE TOKYMEHTHI OpraHU3alHH.

31. VYkaxuTe TEXHOJIOTHUYECKYIO MOCIIEeI0BATEIBHOCTD ATAOB paObOTHI C BXOIAIIUMHU
JIOKYMEHTaMH.

32. Yro Takoe HOMEHKJIATypa /e, C KaKOH LeNIbI0 pa3padaThIBalOTCs TUIIOBbIC
HOMEHKJIATypbl €77

33. Pabora ¢ nucbMaMu ¥ 0OpameHUsIMUA TPaKIaH.

34. TlpuBeaurte MpUMEpPHI PETUCTPALUH TOKYMEHTOB.

35. CocraBneHue HOMEHKJIATYphI JEll.

36. ®opmupoBanue u 0hOpMICHUE JEN.

37. IloaroToBka u nepepaya J0KyMEHTOB HAa apXUBHOE XpaHEHUE.

38. Uro Takoe KOH(UICHIIUATBLHBIN JOKYMEHT?

39. Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHOM
TalHe.

40. Ykaxute 0cCOOEHHOCTH BEICHHS JEIONPOU3BOICTBA, 00ECIICUUBAIOLIETO YUET U
COXPAHHOCTh KOHQHACHINATHHONU HH(POPMAIIUU U IOKYyMEHTOB.

41. TunoBble OpraHU3aLMOHHBIE CTPYKTYPBI CIIYKObI 1EJIONPOU3BOCTBA.

42. YcnoBus Tpyaa paOOTHUKOB CITy>KOBI JI€TONTPOU3BOICTRA.

43. KoMmmnbloTepHBIE TEXHOJIOTHH B JEIOMPOU3BOCTBE.

44. OGecrieyeHne COXPaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOU (opMme.

45. YcraB Kak OCHOBHOM OpraHM3allMOHHbBIN JTOKYMEHT.

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

47. IlpoxoxaeHne UCXOASIINX U BHYTPEHHUX TIOKYMEHTOB.

48. OcoOCHHOCTH sI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

49. PexBU3UTHI MEKITyHAPOIHOTO TUCbMa. OCHOBHBIE PEKOMEHAAIIUHU IO COCTABIIECHUIO

TEKCTOB MCKAYHAPOJHBIX ITUCEM.

50.

Uro onpeznenser GopMyIisip JOKYMEHTa U YeM OTJINYaeTcst popMyIisip JOKyMEHTa OT

dbopmynsipa-oopasia’?

51.

Ha3zoBute ocHOBHBIE IpyNIIbl PYHKIUH TOKyMeHTa. YeM xapakTepusyeT KaKayIo
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rpynmny?

52. Yto 00ycliaBnuBaeT IOPUINIECKYIO CHITy O(UIIUATBHOTO JOKYMEHTa?

53. OyHKIWUU OCHOBHBIX MOAPA3ICICHUN CITY>KObI TOKYMEHTAIIHOHHOTO 00€CTICUeHUS
yIpaBieHUsI.

54. ABTOMaTM3MpPOBAHHBIE TEXHOJIOTUN 00PAaOOTKU JOKYMEHTOB U UX BIUSHUE HA
CHUCTEMY JIEJIONPOU3BOACTBA KOHKPETHON OpraHu3allH.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

56. CtpyKTypa u cofepkaHue KaapoBoi JoKkyMeHTaluuu. OpraHu3alioOHHO-KaIpOBbIe
JIOKYMEHTBI.

57. OCHOBHBIE aCIIEKThI KYJbTYpbI I€JI0BOH pEUH.

58. Cranpmaptuzanus sS3bpIKa JOKyMEHTA. SI3bIKOBBIE TPEOOBaHUS K 0()OPMIICHHUIO
PEKBU3HUTOB JIOKYMEHTA.

59. TunuyHbIe ONIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2. TunoBkIe 3aJaHUA A9 OHEHKH 3HAHMI

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

0) C YBOKEHUEM ...

B) HAMH paccMOTpeHbI Bamu npeanoxenus ...

T) B CBSI3H ...

2. JlesITenpHOCTD ammnapara yrnpaBlIeHHs, OXBaThIBAIOIIAs BOPOCH! JOKYMEHTHUPOBAHUS U
OpTraHU3aIi pa0dOThI ¢ JOKYMECHTaMHU:

a) TOKyMEHTAllMOHHOE 00eCTieueHre YIpaBICHHUS,

0) cTaHIapTU3AIINS;

B) EI'C/1;

T') CHCTEMa JIOKyMCHTAIIHH.

3. JloKyMeHT, 3aKperIsonui JOJKHOCTHON M YHCIICHHBIN COCTaB MPEANPUITHS C
yKka3zaHueMm (hoHsa 3apabOTHON TIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycras;

B) TIOJIOKCHHUE;

I') LITATHOE pacIUCaHUE.

8.3. TunoBoe 3agaHue A1l OLEHKH YMEHHUIl

1. 3anmomuuth Tabmuiy «CBeoeHHS O CpelcTBaX, IMOCTYHNAOIIUX BO BpPEMEHHOE
pacropsbkeHue yupexaeHus (moapasnesneHus)» Ha ocHoBaHuu [Ipukaza Munduna Poccun ot
31.08.2018 Ne 186n (pexn. ot 02.04.2021) «O TpeboBaHMSIX K COCTABICHHUIO U YTBEPXKICHUIO
m1aHa GUHAHCOBO-X035UCTBEeHHOMU. [Ipoanann3nupoBaTh MpaBUILHOCTE O(POPMIICHHS CITYKEOHOTO
JOKYMEHTa ¥ €T0 PEeKBU3UTOB;

2. UcnpaButh ommoOku B O0QOpMIIEHUU PEKBU3UTOB JOKyMEHTa, yOpaTh JIMIIHUE WIH
N00aBUThH HEAOCTAIOIINE PEKBU3HUTHI, €CITH 3TO HEOOXOAUMO;

3. OdopmMuTh JAOKYMEHT B COOTBETCTBUM C TpPEOOBAHUAMU COBPEMEHHOIO
nenonpoussoactsa) FOCT P 6.30 —2003).

PykoBoguTemnto aBTopemoHTHOTO casioHa [leckapéBy.

Obpamatocs k Bam ¢ Hacrosimeil noknaaHoil mo crneayiomeMy nooay. KoHTponbHbIE
UCIBITaHUS OTPEMOHTHPOBAHHBIX MAILMH YacTO TPeOYIOT 3aJepkKKu ciecapeil modEpoB Ha
CBEpXypouHyl0 paboTy. Mpbl moAyac CTaJKUBaeMCSi C TPYJHOCTIMH 10 O(OPMIICHHUIO
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CBEpPXYpOUHBIX B Oyxrantepun. [loaTomy Bam cpouHo HE0OX01MMO pa3o0paThCsi B 3TOM BOIPOCE
n OGGCHG‘-II/ITB IIPUHATHEC HGOGXOI[I/IMBIX MCp 110 BBIICCKA3aHHOMY.

Havanenuk mactepckoii noanuce H.M. CmupHoB
8.4. Tunosoe 3agaHue 119 OLIEHKH HABHIKOB

1. CoctaBbTe pacnopsIuTeNbHbIe JOKYMEHThI, HEOOXOJMMbIE B JAHHOH yIpaBiIeHYeCKON
CUTYalIUH.

2. C uenpio NpHUBJICYCHUS CPEACTB Ul 00eCreueHHs POU3BOACTBEHHON AEATEIbHOCTH
renepanbHbiid qupekTop OO0 «Texuuka» (r.Kypck) CoxonoB O.I'. 20 ceHTAOps TEKylIero roaa
M3J1aJ1 IIPUKa3 O CO3/1aHNU KOMMEPUYECKOI0 OT/ENIA B COCTaBe 3 MITATHBIX €AUHUL]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmeruanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO MOPYYEHO MPEICTaBUTh Ha YTBEPKACHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTrs Ha 4 KBapTaj TeKyIero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnareeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpPUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTsI0ps.

9. IlepeyeHb OCHOBHOI U OMOJHUTEJIbHON Y4eOHOM JIMTEPATYPbI, HEOOXOAMMO /1A
OCBOEHUS TUCUMUILINHBI

9.1. OcHOBHas qUTeEpaTypa

1. Ky3nenos, 1. H. JlokymeHTanmoHHoe obecrieueHue ynpasieHus. JJokyMmeHToo00poT
W JICTIONPOU3BOCTBO : YIeOHUK M mpakTukyM a1 By30B / U. H. Ky3nenos. — 5-e u3j., mepepao.
u gon. — Mocksa : U3narensctBo FOpaiit, 2025. — 425 c. — (Bricmiee oOpa3oBanue). — ISBN
978-5-534-20027-0. — TekcT : anextpoHHbIH / O6pazoBarenbHas matdopma FOpait [caitt]. —
URL: https://urait.ru/bcode/581143

2. I'posona, O. C. [lenonpousBoacTso : yueOonuk st By30B / O. C. 'pozoBa. — 2-¢ u3 .
— Mockaa : U3natenbctBo FOpaiit, 2025. — 131 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekcrt : 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-¢ u31.,
nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2026. — 270 c. — (Bsicmiee oOpazoBanmue).
— ISBN 978-5-534-16016-1. — Tekcrt : anexkTpoHHbI // O6pazoBaTenbHas miaTgopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/583339

9.2. lonoiHUTE/IbHAS JIUTEPATypa

1. MBanoga, A. FO. Pycckuii sSi3bIK B JI€TOBOM 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 : 3JeKTpOHHBIA //
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 u3na., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2026. — 167 ¢. — (Bricmiee oopazoanue). — ISBN 978-5-534-06273-1.
— Teker : osnextponsbii // OOpasoBarenpHas 1uiatdpopma IFOpaiit [caiit]. — URL:
https://urait.ru/bcode/584928

3. Illysanosa, H. H. Opranuzanus u TEXHOJIOTUS JOKYMEHTAI[MOHHOTO OOECTIeueHUs
yrmpasieHus : yueOHuk s By3oB / H. H. lllyBanoBa. — 3-e uza., mepepab. u qon. — Mocksa :
WznarensctBo FOpaiit, 2026. — 234 ¢. — (Bricmiee oOpa3oBanue). — ISBN 978-5-534-20347-9.
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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

— Tekcr : onexkrponHblid // OOpazoBatenbHas mnatdopma HOpaiit [caiit]. — 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 00pPa30BaTEeJBbHOI0 NPoLecca no JUCHHUILINHE,
BKJII0Yasl NepedeHb NPOrpaMMHOro obecrnevyeHnst 1 HHGOPMAaMOHHBIX CIIPABOYHBIX
cucTteM (MpH HEOOXOAMMOCTH)

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

2. https://urait.ru - 9bC «Obpa3oBarenbHas miatdopma FOpaiT»

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

4. http://economicus.ru - SKOHOMHYECKHH TOpTal, TJE€ TMpEACTaBICHBl padOThl HU
Oouorpaduu U3BECTHBIX KOHOMHCTOB, MPO(PECCHOHAIBHBIA KaTaJOT dKOHOMHYECKUX PECYpPCOB
WutepHer, 9SKOHOMHYECKass KOH(EPEHIMs, y4eOHO-METOIUYECKHE  MaTephaibl s
NPENOAIONINX U M3YUYarOIIUX YKOHOMHUKY, TTOA00OpKa CIIOBAPEH, SHIIUKIIONIEAHA, CIIPABOYHHKOB
M0 CaMbIM Pa3HOOOpa3HBIM O0JACTSIM SKOHOMHKH, Hamboyiee MOJIHOE COOpaHue JEKIU o
SKOHOMHUYECKOU TEOPHUH.

5. http://www.aup.ru AaMHUHUCTpaTHBHO-YmpaBineHueckuii [lopranm - OecruiatHas
3JIEKTPOHHAs OMOIMOTEKa 110 BOMpOcaM SKOHOMHKH, (PMHAHCOB, MEHEDKMEHTA M MApKETHHTa Ha
NPEINPUATHH.

6. http://www.consultant.ru/ - CnpaBounas npaBoBas cucrema «KoncynpranT [Lmrocy
7. https://rosstat.gov.ru/ — caliT denepanbHON CITy>KObI TOCY1apCTBEHHON CTATUCTHKH

JIMIIeH3MOHHO0E MPOrPaAMMHOE 00ecIeueHne:

Windows (3apy0exHOe, BO3ME3THOE);
MS Office (3apyOexHO€E, BO3ME3THOEC);

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

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

— 7-zip — apxuBatop (3apy0OexxkHoe, CBOOOTHO pacIpoCTpaHsIeMOe);

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

11. MeToanueckue yKazaHus JJ151 00yYAIOIIUXCS MO0 OCBOEHU IO M CIIANJINHbI

Opraam3anus 00pa30BaTENBHOTO TpOIlecca pPEriaMeHTUPYETCS YYeOHBIM IUTAHOM H
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanus) — pyCCKUM.

[Ipu  QpopMupoBaHMM CBOCH HWHIWBHAYyaJbHOM  0Opa30BATEIIbHOW  TPAaCKTOPUHU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUILUINH U PO ECCHOHATBLHBIX
MOJyJIel, OCBOCHHBIX B TIPOIIECCE MPEAIIECTBYIOIIEr0 OOYYCHHUs, KOTOPBIA OCBOOOXKIAET
00yyJaromerocss OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBAETCS Ha MCIIOJIb30BAHUM
TPAaIUIIMOHHBIX, WHHOBAI[MOHHBIX H HWH()OPMAIIMOHHBIX 00pa30BATEIbHBIX TEXHOJOTHIA.
Tpaguunonneie 00pa3oBaTeNbHBIE TEXHOJOTMHM MPEJCTABICHBI 3aHATUAMH CEMHUHApPCKOTO U
JEKIIMOHHOTO THIA. VHHOBaIMOHHBIE O0pa30oBaTEIbHBIE TEXHOJIOTMH HCIONB3YIOTCS B BUJE
IMIMPOKOTO TPUMEHEHHs aKTUBHBIX W HMHTCPAKTHBHBIX (OpM MpOBENEHHS 3aHSATHU.
NudpopmanmoHHble  00pa3oBaTeNbHBIC TEXHOJIOTMH  PEATH3YIOTCS IyTeM AaKTHBHU3AIHU
CaMOCTOSITENIbHON PabOTHI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.
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3aHATHSA JIEKIIHOHHOI0 THUIIA

JIeKIMOHHBI KypC MPEANoaracT CHUCTEMaTU3MPOBAHHOE W3JI0KEHHUE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexiuu nekrop 00s3aH MpeaynpeIuTh CTyI€HTOB, IPUMEHHUTEIBHO K KAKOMY
06a3zoBoMy yueOHUKY (YueOHUKaM, y4eOHBIM ITOCOOUSIM) OyIeT MPOYUTAH KYPC.

JIeKIIMOHHBIN Kypce NOJDKEH JaBaTh HanOOJbIIMM 00beM MH(OpManuu M oOecreynBaTh
Oosee rirybokoe MOHMMaHNE Yy4eOHBIX BOIPOCOB MPHU 3HAUUTEIHLHO MEHbIIEH 3aTpaTe BPEeMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.

3aHATHS CEMMHAPCKOI0 TUIIA

Cemunapckue (paKkTHUECKUE ) 3aHIATHS IPEJICTABIISAIOT COOON NETATN3AIHIO JIEKLIHOHHOTO
TEOPETHUYECKOr0 MaTepralia, IpOBOJATCSA B LIESAX 3aKPEIUICHUS Kypca.

OcHoBHOU (OpMOI TIPOBEACHHUSI CEMUHAPOB M MPAKTUYECKUX 3aHIATUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TakKke
pemieHre 3aaa4 U pa3dop MPUMEPOB M CUTyalUd B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IIpEenoiaBaresis BXOAAT: OKa3aHUE METOJNYECKON NMOMOIIY U KOHCYJIBTHPOBAHUE CTYACHTOB I10
COOTBETCTBYIOIIMM TEMaM Kypca.

AKTUBHOCTb Ha IPAKTUYECKUX 3AHIATUSAX OLEHUBAETCS MO CIEAYIOIIUM KPUTEPHUSIM:

— OTBETHI HAa BOIIPOCHI, ITPEAJIaracMple MpernoaaBaTeIeMm;

— Y4YacTH€ B TUCKYCCHSIX;

—  BBINOJIHEHHE TPOEKTHBIX U UHBIX 3a/1aHUN;

— aCCHCTHPOBAHME MPENOJABATEIIO B IPOBEICHUY 3aHATUH.

Jloknaasl ¥ ONNOHMPOBAHHUE JOKJIAZO0B MPOBEPSIOT CTENEHb BJIAJCHHUS TEOPETUYECKUM
MaTepUajoM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.

OueHnBaHuE TPAKTUYECKUX 33IaHUNA BXOAUT B HAKOIUIEHHYIO OLICHKY.

CamocTrosiTeibHAas padoTa 00y4aOIMXCH

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO IPOLIECC AKTUBHOTO, II€JIEHAIPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWUH, yMEHUH 0e3 HEemoCpPEeICTBEHHOIO Yy4acTus
npenojaBaTenisi, XapakTepU3yIOIIMiicd TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenu camocToATEeTbHON PaOOTHI:

— CHCTEMAaTH3alus M 3aKPEIUICHHE MOJIYYEHHBIX TEOPETHUYECKUX 3HAHWM M MPAKTHYECKUX

YMEHUH CTYICHTOB;

— yrayOJieHue U pacuIMpeHne TeOpeTUIEeCKUX 3HAHUH;
— (QopmupoBaHHE YMEHHI MCIIOIB30BaTh HOPMATHBHYIO M CHPAaBOYHYIO JIOKYMEHTAIMIO,

CIELUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpPraHU30BAHHOCTH;

— (¢GopMHpOBaHME  CaMOCTOSATEIbHOCTH  MBIIUICHHUS,  TBOPYECKOH  MHUIIMATUBBI,

CIOCOOHOCTEH K caMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAaMOpEaTH3allHH;

— pPa3BUTHUE MCCIEN0BATENbCKUX YMEHUI U aKaJIEMUYECKIX HABBIKOB.

CamocTtosaTenbHas paboTa MOXKET OCYIIECTBIATHCS HWHAMBUAYAIbHO WM TpyINIaMu
CTYZICHTOB B 3aBUCHMOCTH OT IIeJIH, 00BbeMa, YPOBHS CIIOKHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomorust  opraHu3alid  CaMOCTOSITENIBHONM  pabOThl  CTYJEHTOB  BKJIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypcoB 00pa30BaTEIbHOIO
YUPEKICHUS.

Ilepen BbIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJUTOPHOM CaMOCTOSTEIBHONH pabOThI
IIPENOIaBaTellb MOXET MNPOBOAUTh HHCTPYKTaX IO BBIIOJHEHHWIO 3aJaHus. B HMHCTpyKTa)
BKJIIOUAETCS:

— 1eJIb U COJIeprKaHue 3aJaHus;
— CPOKH BBIIIOJHEHMUS;
— OpPUEHTHUPOBOYHBIN 00beM PadOTEHI;
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— OCHOBHBIE TpeOOBaHUS K pe3yJabTaTaM pabOThl U KPUTEPUU OLICHKH;
— BO3MOJKHbIE TUITUYHBIE OIIMOKU TIPU BBITTIOTHEHHH.

WHCcTpyKTaXX MPOBOAUTCS IMpEToaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
U3Y4YECHUE JUCLUILTUHBL.

KoHTponbs pe3ynpTaToB BHEAyTUTOPHOH CaMOCTOSATENBHOM PabOTHI CTYAEHTOB MOXKET
MIPOXOJNTHh B TUCHMEHHOM, YCTHON WJIM CMEIIaHHOU (hopMme.

CTyAeHTBl JOJKHBI TOIXOIUTh K CaMOCTOSTENbHOW paboTe Kak K HauBaKHEHIIeMy
CPEICTBY 3aKpEIUICHUs U Pa3BUTHUSI TEOPETUUECKUX 3HAHUM, BbIpaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NpUOOpPETEHUs OIpEaesIeHHBIX HAaBBIKOB M HCIHOJIb30BaHHUS
poQeCCHOHAIBHON JTUTEPATYPHI.

[Tomerenust UIst caMOCTOSTENFHOW paboThl 00yUYalOMIMXCSl JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOYEHHS K ceTu «VIHTepHeT» u obecnieueHneM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OPTaHU3aIIH.

[Ipu camocTosATensHON TPOPabOTKE Kypca 00yJaromuecs T0JKHBL:

— TpocMaTpUBaTh OCHOBHBIE ONpeNeNeHUs U (DaKThI;
— TIOBTOPHUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHSATUU MaTepual U JOMOJHUTDH €T0

C Y4€TOM PEKOMEHAOBAHHOMU 10 JAHHOU TEME JINTEPaTyphl;

— H3YYUTh PEKOMEHJIOBAHHYIO JIUTEPATYPy, COCTABIATh TE€3UChI, AHHOTAIIMU U KOHCIIEKTHI

Haubosee BaKHBIX MOMEHTOB;

— CaMOCTOSITENILHO BBIMIOJIHATD 3a/IaHUsl, aHAJIOTUYHBIE MPEJIaraeMbIM Ha 3aHATHUSX;
— HCHOJB30BaTh AJISl CAMOIIPOBEPKU MaTepuaibl (POHAA OLIEHOYHBIX CPE/ICTB;
—  BBINIOJIHATH JOMAIIIHUE 33JIaHUS 110 YKa3aHUIO MTPETo1aBaTellsl.

Pexomenganum no o0y4ennro mHBaIua0B 1 aun ¢ OB3

OcBoeHre TUCIUTIIMHBI HHBATHAAMH U JuiiaMmu ¢ OB3 MoXxeT ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTUMHU OOyYarOIIMMHCSA, TaK W B OTHENBbHBIX Tpynmax. [Ipenmomararorcs
CHelyalbHbIe YCIOBUS Ui MOJydeHus oO0pa3zoBaHus HHBaIWaamMu u auiamu ¢ OB3.

[Ipodeccopcko-niearornyeckuii CocTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3UOTIOTUYECKUMU
0COOEHHOCTSIMU O0y4Jaromuxcsi uHBaiauaoB U jul ¢ OB3, uHauBUAYyanbHBIMU MPOrpaMMaMU
peabunuranuy  WHBaMUAOB (mpu  Hamuuwmu). llpu  HEOOXOAMMOCTH  OCYIIECTBISETCS
JOTIONIHUTENIbHAS TMOJJEepXKKa TMPEenoJaBaHusl ThIOTOPaMH, TIICUXOJIOTaMH, COLHUAJIbHBIMU
paboTHUKAMU, TPOIICIIIMMH IMOATOTOBKY aCCHCTEHTaMHU.

B cooTBeTcTBUU ¢ MeTOMMUECKUMHU peKoMeHnanusMu Munoopraayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEANONaracTcsi HCIONIb30BaTh COIUATBHO-aKTUBHBIC U
pedaekcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIbTYPHOH peadWINTAllUd C IENbIO
OKa3aHUsl MOMOIIM B YCTAHOBJIEHHWU MOJHOIEHHBIX MEXKIMYHOCTHBIX OTHOIICHUHA C JPYTUMU
CTYJEHTaMH, CO3JaHUH KOM(OPTHOIO MCHXOJIOTUYECKOTO KJIMMAaTa B CTYICHYECKOH TpyTIIe.
IMonb6op u pazpaboTka y4yeOHBIX MaTEpPHAJIOB TMPOMU3BOIATCS C YUYETOM IPEAOCTABICHHS
MaTepuaia B pa3IU4HbIX (popmax: ayIuanbHON, BU3YyaIbHOM, C MCIOJIb30BAHUEM CHEIHAIbHBIX
TEXHUYECKUX CPEACTB U NH(DPOPMAIIMOHHBIX CHCTEM.

Menuamarepuansl TakKe CIEAyeT HCHOJIb30BaTh M aJanTHPOBaTh C  y4ETOM
WHIAUBUAYATBHBIX OCOOEHHOCTEH 00yueHuss nHBau 0B 1 Ul ¢ OB3.

OcBoeHuE OUCHMIUIMHBI HHBamuaamu © Jumamua ¢ OB3  ocymectBisercss ¢
WCIIOJIb30BAaHUEM CPEJICTB OOyYEHHMsI OOIIET0 W CIECIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHAIBLHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HYKJaM WHBaIHUI0B | Jinil ¢ OB3.

dopMa TMNpoBelAEHUs AaTTECTalUM [l CTyACHTOB-UHBanuaAoB u Jun ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PHU3NYECKNX 0COOCHHOCTEH. J{J151 NHBATHI0B
u qury ¢ OB3 mpemycmarpuBaeTcst qoctymHas (Gopma IpeaocTaBlIeHUS 3aJaHUN OLEHOYHBIX
CPEICTB, @ UMEHHO:

16



- B TEUYATHOW WIM DJIEKTPOHHOW Qopme (Ans JUIl ¢ HapYUICHHSIMH OIOPHO-
JIBUTATEIBHOTO amnmnapara);
- B TeyaTHON (opme MM 3JEKTPOHHOU (opMe ¢ YyBEIHMUEHHBIM MIpU(GTOM U
KOHTPACTHOCTBIO (JJIS JIUI] C HAPYUICHUSMH CITyXa, PeUd, 3peHHUs ),
- METO/IOM YTEHUSI ACCUCTEHTOM 3aJIaHUs BCIIYX (IS JIUIT C HAPYIICHUSIMH 3PSHUS ).
CryneHTaM ¢ MHBATUIHOCTHIO W JnnaM ¢ OB3 yBennuuBaeTcs BpeMs Ha TMOITOTOBKY
OTBETOB Ha KOHTPOJIbHBIE BOMPOCHI. J{JIs1 TAKMX CTYIEHTOB MPEyCMaTpUBACTCS JOCTYITHAs hopma
MPEIOCTAaBICHUSI OTBETOB Ha 3a/IaHUS, & UMEHHO:
— THUCHMEHHO Ha Oymare uiu HabOpoM OTBETOB Ha KOMITbIOTEpE (ISl JTUI] C HAPYIICHUSIMH
clIyxa, peun);
— BBIOOPOM OTBETA M3 BO3MOXXHBIX BAPHAHTOB C MCITOJIB30BAHUEM YCIYT acCUCTEHTa (s
JIUI] ¢ HAPYUICHUSMH OMTOPHO-BUTATEIILHOTO allapara);
— YCTHO (IUIsl TUI] C HAPYIICHUSMH 3PSHHUS, OTIOPHO-ABUTATEIHHOTO anapara).
[Tpu HEoOxomammocTH JyIsi O0ydYaroImuXcs ¢ WHBAIMIHOCTRIO U jull ¢ OB3 mpouemypa
OIICHUBAHMSI PE3YJIbTATOB O0YUEHUS MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepuAJIbHO-TEXHUYECKOI 0a3bl, He00OX0AMMOM 1JI1 OCYIEeCTBJICHUS
00pa3oBaTeILHOIO NpoIecca Mo TUCHUILIHHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsI TPOBEJACHUS YYEOHBIX 3aHATHH,
IOPEeIYyCMOTPEHHBIX  HacTosied  paboyeil  mporpaMMol  OUCHMIUIMHBI,  OCHAI[CHHAs
000pyI0BaHHEM M TEXHHUUYECKUMHU CPEJCTBAMHU 00YUYEHHUsI, B COCTaB KOTOPBIX BXOST: KOMIUJIEKTHI
CHeLMATU3UPOBAHHON yueOHOI Mebenu, JoCKa KiIacCHasi, MyJIbTUMEIUHHBIA TPOEKTOP, SKPaH,
KOJIOHKHM, KOMIIBIOTED C YCTAHOBJIEHHBIM JHMIIEH3UOHHBIM MPOTPaMMHBIM OOeCredeHHeM, C
BBIXOJIOM B ceTh «VIHTEpHET» U OCTYIOM B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny.

ITomemmenne 1Jisi CaMOCTOATEIbHOI PadoThl 00yUarOIIUXCS — AyAUTOPUS], OCHAIIICHHAS
CIIEIYIOMIMM 000PYJOBAaHUEM U TEXHUYECKUMU CPEACTBAMM: CIIeHUaTN3UpOBaHHAs MeOenb AJis
npernoiaBaTess U 00yJaromuxcs, 10cka yuyeOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEePCOHAIBHBIE KOMIBIOTEPHI Uil pabOThl 00yYaromuxcs ¢
YCTaHOBJICHHBIM JIMLIEH3UOHHBIM MTPOrPaMMHBIM 00€CIIeYeHUEM, C BBIXOJIOM B ceTh «HTepHET»
U JIOCTYTIOM B 3JIEKTPOHHYI0 HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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