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lpunoscenue 4

K OCHOBHOU NpodecCcuonanbHou 00pazosamenvbHoll npocpamme

no nanpasienuro noocomoexu 38.03.01 xonomuxka,

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

Pabouvast mporpamMMa TUCHUIUTHHBI «JlOKyMEHTOOOOPOT M JIETONPOU3BOJICTBOY» BXOJHUT B
COCTaB OCHOBHOH 00pa3oBaTeNbHOM MPOTPaMMBI BBICIIETO O0pa30BaHUS 1O HANPABICHUIO
noarotoBku 38.03.01 DxoHoMuUKa, HaNpaBIeHHOCTH (Mpoduis) «bu3Hec-ananuTKa 1 1TUdpoBas
SKOHOMHKAa» U MpeAHa3HaYeHa I 00YUaIOIIUXCsl OYHON U OYHO-3a09HON (popM oOydeHMS.

© UHCTUTYT MEXTyHapOAHBIX SKOHOMUYECKHX CBs3eil, 2023.
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1. Ieab u 3a1a4M JTUCHUILIHHBI

Heas aucuuninubl «JI0KyMeHTO000pPOT M JeJIONMPOU3BOACTBO» — (OPMHPOBAHUE Y
O6yanOH_[I/IX 3HAaHUHU TCOPCTUUCCKHUX U NPAKTUICCKUX OCHOB CO3aHUA NOKYMCHTOB YIIPAaBJICHUA,
a TaKkKe MpUOOpETEHHWE HABBIKOB TPaMOTHOW W 3(PQEeKTHBHON OpraHu3aIllid COBPEMEHHOTO
ACJIOMPOU3BOJACTBA HA NPCAINIPUATHUAX U B OpraHrU3alHAX.

3agauyu TUCHUILINHBI:

— WU3yYdTh  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 IMCHHUILINHBI B CTPYKTYPe OCHOBHOIi npodeccuoHaIbHOI
00pa3oBaTeILHOM MPOrpaMMbl BbICIIET0 00Pa30BaHUS

JucuunnuHa «J{lokyMeHTO0O0POT U AETONPOU3BOICTBOY» BXOIUT B 0053aTE€IbHYIO YacTh
ydaeOHOro mmiaHa 1o HampaBieHuo noarorokd 38.03.01 DxoHoMmMHUKa, HaANpPaBIEHHOCTH
(mpoduie) mporpammsel «bu3Hec-aHAMUTHKA U ITU(DPOBaAsT SKOHOMHUKA.

3. O0beM IMCUMILIMHBI B 324€THBIX eJHHUIIAX U aKaJeMHYeCKHX Yacax ¢
YKa3aHHEM KOJIM4YeCTBA aKaJeMUYeCKHX YaCOB, BbI/IEJIEHHbIX HA KOHTAKTHYIO padoTy
00y4arouuXxcH ¢ npenogaBaresieM (1o BUAaM Y4eOHbIX 3aHATHI) U HA CAMOCTOSAITEJILHYIO
padoTty o0y4aromuxcs

OO61mmas TpyA0EMKOCTh JUCIUTIIIMHBI COCTABISAET 3 3a4€THBIE eNUHUIIBI, Bcero — 108 wacos.

Bcero yacoB
Bua y4yeoHoii padoThI ouHast opma O4YHO-3a04Has
oOyJeHus dhopma oOydeHust
KonTakTHasi padoTa ¢ npenogaBarejieM (Bcero) 20 8
B Tom uncrne:
3aHsaTUA JIEKIIHOHHOTO THUIIA 14 6
3aHATUS CEMUHAPCKOTO TUMA (CEMHHAPHI) 6 2
CamocrosiTesibHas padoTa (Bcero) 88 100
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
OO0mas TpyA0€MKOCTb 1M CHUILTHHBI 108




4. llepeyeHb MUIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsl N0 JMCHHUIJIMHE, COOTHECEHHBIX €
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  ucmonp3oBath | MIMeer npeacraBieHue o JIOKYMEHTOOOO0POT.
COBpEMEHHBIC COBpPEMEHHBIX YMeThb: BBIOUPATH COBPEMEHHBIC
nH(pOpMaMOHHbIE uH(pOpMaAITMOHHBIX WH(pOpPMAITMOHHBIE  TEXHOJOTHUHU
TEXHOJIOTUU U | TEXHOJIOTHSIX U npu OpTraHu3aIun
MpPOrpaMMHBIE  CPEJICTBA | MPOrPaMMHBIX CPEJCTBAX, JIOKYMEHTO000pOTA.
npu pelieHny | HeoOXOTUMBIX s petieHus | 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.
IK-3 HIIK 3.1. 3HaTh: OpraHMU3alllOHHBIE
Crnioco0eH BICTpauBaTh [Tonnmaet oco6eHHOCTH OCHOBBI JOKYMEHTallHOHHOTO
KOMMYHHUKAITUOHHYIO npohecCHOHATBLHOM obecrnieueHus
CTpaTEruio U OCYIIECTBIATH | KOMMYHHKAIMH, B T.4. Ha BHEITHEAKOHOMHUYECKON
OpraHHU3aIlMOHHOE U AHTITUHCKOM SI3BIKE. JESITEIIbHOCTH.
JTOKYMEHTAIlHOHHOE HIIK 3.2 YmMmern: OCYIIECTBIIATh
obecrieyeHne OcymecTBisier JIOKYMEHTAI[MOHHOE
HKOHOMMYECKOI OpraHU3aIMOHHOE COTIPOBOXKCHHE
NeSTeNbHOCTH obecrnieueHrne YKOHOMUYECKOH | TpodhecCHOHATBHOM
JESITeIbHOCTH. NESITEIIbHOCTH.
HIIK 3.3 Baanern: CIOCOOHOCTBIO
OcyiecTBisier OCYIIECTBIISATh
JIOKYMEHTAIMOHHOE JOKYMEHTAIlMOHHOE 00ecIeueHIe

o0ecrieueHre dKOHOMHUYECKON
ACATCIIbHOCTH, B TOM YHCIIC
HA WHOCTPAHHOM SI3bIKE

BHEITHEDKOHOMUYECKOU
JCATCIIBHOCTU.




5. Coneprxkanue Q¥ CHUANINHBI

HaumeHnoBaHnue
TeM (pa3aeioB)

Conep:xxanue TeM (pa3jaesioB)

Tema 1.

VYHuukanms M CTaHIapTU3alus JAeJI0BOM JokyMeHTauuu. CroBapb-

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
Opranu3zaluoHHO- PEKBHU3UTOB OJIaHKA U UX PACIIOIOXKEHHS Ha CTaHIapTHOM (hopmarte Oymaru,
pacmopsinuTenbHas | pa3Mepsl  moneil.  Dopmynsip-  oOpaszenr  TpyHmbl  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
mpaBa, OO0S3aHHOCTH, OTBETCTBEHHOCTh U [p., B OpPraHU3AI[MOHHO-
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 EpBUYHBIN YYETHBINA JOKYMEHT 10
yueTy KaapoB. O3HakOMJIeHHE pAaOOTHUKOB C JIOKaJIbHBIMU HOPMATHBHBIMU
aKTaMH OpraHU3allUu.

Bunel 1 HazHaueHne WHGOPMAIMOHHO-CIPABOYHON JOKYMEHTAIUU 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.

Opranu3anoOHHO-PACIOPAANTEIIFHBIC JOKYMEHTHI: MOHSATHE, HAa3HAYCHHUE,
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.

CnpaBoyHO-HH(OPMAIIMOHHBIE JOKYMEHTBI: 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, BBIUCKA, 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. ITonroroBka
JTIOKYMEHTOB K
MOCIENYIOLIEH
nepenaye
JIOKYMEHTOB BapXHB
HWJIH Ha
YHUYTOKEHHE.

OcHoBHBIE 3Talbl NEPEJauYld JOKYMEHTOB B apXUB WM HAa YHUUYTOXECHHE:
MOATOTOBUTENBHBIM (0OOCHOBaHHWE BBIOOpa crocoba COXpaHEHUs 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 TOKyMEHTOB. [lepeuHr TOKyMEHTOB C yKa3aHUEM CPOKOB
XpaHEHUs1, UX BHUJbl,Ha3HAUEHUE, cXeMbl noctpoeHus. Ilopsaok nepenauun
JIe]1 B ApXUB WM YHUUYTOXKEHUS IOKYMEHTOB.

TpeboBanust kK O(GOPMIICHHIO 1€ IOCTOSHHOTO, BPEMEHHOI'O CpPOKOB
XpaHEHMs U IO JIMYHOMY cocTaBy. IIpaBumiia opopmieHHs U COCTaBIICHUS
onucu aein. Ilopsanok nepenaun n1en B apXus.

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

JIOKYMEHTaJIbHBII, TOCYIaPCTBEHHBIM.




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

Ounas ¢popma o0ydeHuUs1

KonrakTHas padora, yac. Camocto
HanmenoBanue TeM (pa3/iesioB) 3ansaTusn sAtejabHas | Beero,
AUCHHUIINHBI JekuuonHoro | CemunHapbl | pabora, yac.
THOA yac.
Tema 1. Opranu3arnioHHBIE OCHOBBI 2 - 12 14
JEJ0NPOn3BOICTBA. biianku
JOKYMEHTOB.
Tema 2. OpranusanioHHO- 2 1 12 15
pacrnopsiAuTeNbHAs JOKYMEHTALIHSL.
OOm1ast xapaKTepUCTHKA CTHIIS
CIIy>kKeOHOM TOKYMEHTAaLUU.
Tema 3. CnpaBouHoO- 2 1 12 15
nH(OPMAaLIMOHHBIE JOKYMEHTHI.
Jenoasinepenucka. CocTaBieHne
aKTOB UIIPOTOKOJIOB.
Tema 4. PacniopsiiutenbHble 2 1 13 16
nokyMeHThl. CocTaBiieHHEe TPUKA30B,
YKa3aHUU, pacIIoOpsKCHUN.
Opranu3aioHHbIe JOKYMEHTHI.
Tema 5. Opranusanus 2 1 13 16
NoKyMeHTooOopoTta. Opranuzanus
perucTpanyu JOKyMEHTOB U KOHTPOIIb
MCIIOJIHEHUS IOKYMEHTOB.
Tema 6. Opranu3anus onepaTuBHOTO 2 1 13 16
XpaHEeHHUsl JOKYMEHTOB.
dopmMupoBaHUE JET.
Tema 7. [loaroroBka 10KyMEHTOB K 2 1 13 16
noceAyomel nepeaaye 10KyMeHTOB
B apXMB MJIM HAa YHUUTOXKEHHE.
UTOI'O: 14 6 88 108
OuHo-3204Has popma o0yueHHst
KonTakTHas padora, yac. Camocro
HaumeHoBaHue TeM (pa3aesioB) 3auaTus areabHas | Beero,
AUCUMITUHBI JekuuoHHoro | CemuHapsl | padora, yac.
THIIA yac.
Tema 1. OpraHu3aniiOHHbIE OCHOBBI - - 14 14
JEeJI0NPON3BOICTBA. biianku
JOKYMEHTOB.
Tema 2. Opranu3amoHHO- 1 - 14 15
pacropsAuTeNIbHAs JOKYMEHTALHSL.
OO01as xapakTepuCTUKa CTUIIS
CITy’KeOHOM TOKYMEHTAalUU.
Tema 3. CnpaBouHoO- 1 - 14 15

nH(OpPMALIMOHHBIE JOKYMEHTHI.




Jenoasinepenucka. CoctaBieHue
aKTOB UIIPOTOKOJIOB.

Tema 4. PacniopsiaurensHbie 1 1 14 16
nokyMeHThI. COCTaBJICHHE MMPUKA30B,
YKa3aHUU, pacIIOpsKCHUN.
OpraHu3aIOHHBIC TOKYMEHTHI.

Tema 5. Opranusanus 1 1 14 16
IOKyMeHTooOopoTa. Opranu3zanus
perucTpanyu JOKyMEHTOB U KOHTPOIIb
MCTIOJIHCHUS TOKYMEHTOB.

Tema 6. Opranusanus ornepaTuBHOTO 1 - 15 16
XpaHEHHUs JOKYMEHTOB.
PopMupoBaHUE ACIL

Tema 7. [TogroroBka TOKyMEHTOB K 1 - 15 16
MOCIEAYIOLIEH nepenadye JOKYMEHTOB
B apXMB WJIM HA YHUUTOXKCHHE.

HUTOr'O: 6 2 100 108

7. IlepevyeHb y4eOHO-METOAMYECKOT0 00ecneYeHUs 1JIsi 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, PEKOMEHJOBAHHOW TMpenojiaBaTeleM, YMEHUE HAWTH HYXXHBIA Martepuasl u
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘IeCKOI\/'I AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPIICHCTBOBAaHHMIO CBOMX 3HAHUM, K
LEJICYCTPEMIIEHHOMY HAyYHOMY IIOHUCKY.

KonTtponbe camocTosiTensHON pabOThI, SBISETCS BAXKHOW COCTaBISIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IIPCNOAAaBaTCJICM BO BpCMA JICKIMOHHBIX U
MPAKTUYECKHUX (CEeMUHAPCKUX) 3aHATHI U 00ecriedrBaeT OLEHUBAaHUE X0/1a OCBOCHHUS H3y4yaeMOn
JUCHUITIIUHBI.

BOHpOCbI AJIA CAMOCTOATEC/IBHOIO H3YUYCHUA

1. KakoB npeaMeTr JOKYMEHTAIIMOHHOTO 00eCTieueHus yIpaBieHHs?

2. Kakue HOpMaTHBHO-TIPABOBBIE AKTHI PETYIUPYIOT TOKYMEHTAIMOHHOE OOecredeHue
yIpaByieHUs?

3. Kakosa MPAKTUYECKasi 3HAYNMOCTh  YIeOHOM MUCIAILINHEBI
«JIOKyMEHTAIlMOHHOE 00ecreYeHNne ypaBIeHUs»?

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

5. Kakyto posb urpaet uadopmanus B odecrieueHun 3OPEKTUBHOTO YIIPaBICHUs?
6. KakoBbl HCTOYHUKH TIONyYEHUS YIIPABICHUECKON HHPOpMAITIH?
7.

KakoBpl  HazHaueHue WU byHKIAHA CITY’KO TOKYMEHTaIIHOHHOTO
oOecrnieueHns yIpaBlIeHUsI B COBPEMEHHBIX OPTaHU3AIHSIX ?
8. UrtoTakoe «cHcTEMa JTIOKYMEHTAITAN U «yHU(UIUpOBAHHAs  CHCTEMa
JOKyMEHTAIUn» ?

9. Kakue BuIBI yNpaBIEHYECKHX JOKYMEHTOB BKJIIOYaeT B ceOs YHUUIMpPOBaHHAS
CUCTEMA OpraHU3allMOHHO-PACIOPAIUTEIILHON TOKYyMEHTALUN?
10. OpranuzanmoHHBIC JOKYMEHTHI MPEITPUSATHS.
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11. PacnopsinuTenbHble JOKYMEHTHI IPEINPUITHS: TPUKA3bl IO OCHOBHOM 1€ATEIbHOCTH;
pacoOpsiKESHHS, PEIICHUS.

12. NudopmarmoHHO-CIIPaBOYHBIC TOKYMEHTHI: TPOTOKOJIBI, TIOJTHAS K KpaTKast hopma X
oopmieHus.

13. NudopmarmoHHO-CIIPaBOYHBIC JOKYMEHTBI: aKThl; CIIY)KE€OHBIE U OOBSCHUTEIHHBIC
3aMKMCKHU; CIPaBKU; CIY)KEOHBIE ITOBEPEHHOCTH; NHChMa, HMX KIacCU(pUKAIUS, CTPYKTypa,
CTaHAapTHbIE (pa3bl U BHIPAKEHHUS.

14. TloHsaTHS TOKYMEHTOOOOPOT M OpraHu3auus J0KyMEHT0000poTa.

15. HopmatuBHO-MeTOAMYECKAs PETJIaMEHTaINsI IOKYMEHTO000pOoTa.

16. OcHoOBHBIE ITpaBUJIa OPraHU3AIUH TOKYMEHTO000pOTa Ha IPEIPUSITHH.

17. KauecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTOO0OpOTA.

18. Kunaccudukarnms JTIOKYMEHTOIIOTOKOB: TOPU30HTAIILHBIE, BEPTHKAIIbHEIE,
BOCXO/SIIIIME, HUICXOIAIINE, BXOAIIUE, UCXOAIINE U BHYTPEHHUE.

19. [MoacueT oObeMa TOKYMEHTOOOOPOTA.

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Hcropus passutus nenonpousBonacrsa B Poccun.
YHUUKAIHS JOKYMEHTOB, Y HUPHUIIMPOBAHHBIC CHCTEMBI JIOKYMEHTAIIHH.
CoBpeMeHHOE COCTOSTHIE HOpMAaTUBHO-MeToIuueckoi 6a3er IOV (0630p).
CranmapTu3anus B ICIONPOU3BOJICTBE.
Hctopus poccuiickoro repoa.
TpeboBanus Kk sMOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.
Obmepoccuiickue KIacCupUKaTOpbl Kak JOKYMEHTHI IO CTaHJapTH3AIHH.
XapakTepuCcTUKa OTACITBHBIX TPYIIT OPTaHU3aIOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB

9. Oco0eHHOCTH CO37aHus TPUKA30B.

10. OGparenus rpakaaH, IpaBuiIa padoTHL.

11. Xapakrepuctuku u pestome. OcodeHHOCTH 0(hOpMITCHHUS.

12. PexomeHaaTenbHOE TUCHMO.

13. Kommepueckue muchMma.

14. OcoOeHHOCTH A3bIKa U CTUJIA CIIYy>)KEOHOTO IOKyMEHTA.

15. Ucropus yHHPUKAIMHT TEKCTOB CITYKEOHBIX TTHUCEM.

16. DrnexTpoHHOE COOOIIeHNE — OCOOCHHOCTH SI3bIKA M CTUJIS.

17. NndopmanmnonHas QyHKIUS JOKyMEHTa KaK CPEJCTBO 3aleyaTICHUs U XpaHECHUS
UHpOpMaLIKH.

18. CoumanbHast GyHKIIUS JOKYMEHTA, €€ POJIb B MOBBIIIEHUHN MTPABOCO3HAHUS 00IIIeCTBA.

19. KommyHukatuBHast pyHKIUS TOKYMEHTa KaK CPeJICTBO Nepeaadn WH(OpMAIIHH.

20. TlpaBoBast pyHKIIHS TOKYMEHTa KaK CPEICTBO yCTAHOBJICHHS TIPABOOTHOIICHHI
MEXIY I0PUINYECKUMU U (PU3UUECKUMHU JTULAMH.

21. OyHKIWS JOKYMEHTA B KAYeCTBE HCTOPUIECKOTO HCTOYHHKA.

22. YmupapneHueckas GyHKIHUsS JOKYMEHTA B POJIM OCHOBHOTO MHCTPYMEHTA ISl PELICHUS
aJIMAHUCTPATHBHBIX ¥ OPTaHU3aIMOHHBIX BOIIPOCOB yIIPABJICHUSI.

23. Craructuueckas QyHKUIUS TOKyMEHTA.

24. BriaHK JOKyMEHTa, HCTOPHS €T0 Pa3BUTHs. BIaHK COBPEMEHHBIX YIIPaBICHUECKIX
JIOKYMEHTOB.

25. XapakTepHucTHKa 3aKOHOJIaTeIbHO-HOPMATUBHON 0a3bl COBPEMEHHOTO
JOKYMEHTAIMOHHOTO 00eCTIeueH sl yIPaBICHUSI.

26. Ponb cinyx0b1 JIOY B nesaTenbHOCTH OpraHU3aIliH.

27. Opranu3zainus pabo4nx MECT U yCIOBUH Tpy/a nepcoHana ciayxosr J0Y.

28. Tlonoxenue o ciyxoe JIOY. Ctpykrypa, QyHKIIUH, METOIUKA Pa3pabOTKH.

29. JlomxHocTHas MHCTpYKUUs. DyHKIMU, CTPYKTYpa, METOUKA pa3pabOTKH.
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30. Opranuzamnus T0KyMEHTO000pOTa, OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI.
31. OOBeKTHBHBIE U CyOBEKTUBHBIE (DaKTOPHI, BIUSIOLINE HA POCT JOKYMEHTO000pOTA.
32. DNEeKTpOHHBIN JOKYyMEHTOOOO0pOT. [Ipo6iieMbl M IEPCTIEKTUBBI PAa3BUTHS.

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

Pacnipenesienne caMmocTosITeIbHONH padoThI

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

Ne | HaumenoBanue TeM (pa3nenoB) | Buja camocrositeqibHOM Oo0bem
n/n U CIUIIINHBI padoThl CaMOCTOAITEJILHOM
padoThI
OYHas OYHO-
dbopma 3a04Has
oOy4eHus dhopma
o0y4deHus
1. | OpranuzanroHHbIE OCHOBBI | IOJATOTOBKA K 12 14
JIeIIOTIPOU3BOICTBA. brnanku | ayAUTOPHBIM 3aHATHUSM,
JOKYMEHTOB. MOATOTOBKA pedeparos,
JIOKJIAJIOB
2. | Opranu3aimoHHO- IMOATOTOBKA K 12 14
pacTopsiiuTeNbHAs JOKYMEHTAIUS. | Ay JUTOPHBIM 3aHATHUSM,
OOmrast  xapakTepUCTHUKA CTUJIS | MOATOTOBKA pedepaTos,
CITy)KeOHOM IOKyMEHTAIIUH. JIOKJIAJIOB
3. | CpaBoyHO- nH(pOpMAIMOHHBIEC | TTOJTOTOBKA K 12 14
JTOKYMEHTHI. JlemoBasi mepenucka. | ayAUTOPHBIM 3aHSATHUSIM,
CocTraBrieHre aKTOB UIIPOTOKOJIOB. | ITOATOTOBKA pedeparos,
JIOKJIAJIOB
4. | PacnopsauTeNbHbIE  JIOKYMEHTHI. | HOATOTOBKA K 13 14
CocraBneHue nmpuKa3oB, ykazaHuii, | 4YAUTOPHBIM 3aHATHAM,
pacropspkenuii. Oprauusanuonnere | TOATOTOBKA pedeparos,
JIOKJIaJIOB
JOKYMEHTHI.
5. | Opranmzanust JOKyMEHTO0OOpPOTa. | HOATOTOBKA K 13 14
Opranu3zanus perucTpalnyy | ayAUTOPHBIM 3aHATHUSM,
JIOKYMEHTOB u KOHTPOJIb | MOATOTOBKA pedepartos,
MCIIOJIHEHUS IOKYMEHTOB. JIOKJIaJIOB
6. | Opranuzanus OTEPaTUBHOIO | MOJArOTOBKA K 13 15
XpaHeHUs JOKYMCHTOB. | ayIMTOPHBIM 3aHATHUSM,
dopmupoBaHue Jie. MOATOTOBKA pedeparos,
JIOKJIaJIOB
7. | IlogroroBka JIOKYMEHTOB K | IIOATOTOBKA K 13 15
nocieayomein nepegave | ayJUTOPHBIM 3aHATHUAM,
JOKYMEHTOB B apXuMB WJIM Ha | MOJATOTOBKa pedepaTos,
YHUYTOKCHHUE. JIOKJIaJIOB
UTOroO: 88 100
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11.
12.

2003.

13.

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

8.1. IlepeyeHb BONPOCOB A5 MOATOTOBKH K 32a4eTy C OLleHKOM

Uto nmoHMMAaeTCs TIOJT OpraHu3aIfe JOKyMeHToo0opoTa?
[TonsiTie JOKYMEHTOOOOPOTA, €0 KOJIMYECTBEHHbIE U KAYECTBEHHBIE XapaKTEPUCTUKH.
Mecto 1 posib JOKYMEHTOB B yIIpaBJICHUU HA COBPEMEHHOM JTalle.
OYHKIMH J1eT0IPOU3BOICTBA.
CocraB HOpMaTHBHO-MeTOqU4ecKor 0a3er IOV .
Yto noHuMaeTcs MoJ] T0KyMEHTAllHOHHBIM 00eCTIeYeHHEeM yIIpaBIeHuUs?
[TonsaTHe opraHu3aMOHHBIX JOKYMEHTOB
Cranmapruzanus u yaudukanus cucremsl JJOY.
. Obmepoccuiickue K1acCu(PUKaTOpbl JOKYMEHTALIUH.
['ocynapcTBeHHas cuctemMa JOKyMEHTAllMOHHOTO 00ecTiedeH sl YIIPaBICHUS.
brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.
Crpykrypa nokymenTa. TpeboBanus k ohopmiiennto nokymentoB o 'OCT P 6.30-

[IpaBuna odopmiienust pexkBu3uta "aapec", "mara", "ungekc", "Buza", "3aromoBok",

"mmoamnuce".

14.

C xako#l 1enpi0 pa3pabaThIBAlOTCS MHCTPYKIMH MO JAEJIONPOU3BOACTBY, YTO B HUX

HEOOXO0IUMO MIPETYCMOTPETH?

15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
217.
28.
29.
30.
31.

Cucrema opraHuM3allMOHHON TOKYMEHTAIIUH.

Cucrema pacnopsiAUTENbHON TOKYMEHTAIUH.

Jaiite onpenenenne TepMuHa "paciopsaAuTEIbHbIE JOKYMEHTHI'".
Ha3zoBuTte Bubl paciopsiIuTeNbHBIX JOKYMEHTOB.

Bunbl 1 Ha3HaYeHNE TUYHBIX JOKYMEHTOB.

Jaiite onpenenenne TepMrHa "OpraHu3aliOHHbIE TOKYMEHTHI'".
HazoBuTe BUABI OpraHU3allMOHHBIX JOKYMEHTOB.

Cucrema HHPOPMALIMOHHO-CIIPABOYHOM JJOKYMEHTAIUH.
Crny>xeOHas mepenucka Ha NpeAnpUsTUH.

[IpaBuna opopmiieHus cay’eOHOTO MUChMA.

CtpyKTypa 1eJ0BbIX U KOMMEPUYECKUX IMHCEM.

Knaccudukanus 1e710BbIX 1 KOMMEPUYECKUX ITHCEM.

[TonsiTvie ¥ IPUHLIKITBI OPTaHU3ALUU JOKYMEHTO000POTA.
O06paboTka BXOAIMINX JOKYMEHTOB.

O6paboTka HCXOAAIIHMX JOKYMEHTOB.

BHyTpeHHME JOKYMEHTbI OpraHU3aluu.

VYKakuTe TEXHOJOTMYECKYIO MOCIEA0BATEIbHOCTh ATAloOB pPabOThl C BXOJALIUMHU

AOKYMCHTaMHU.

32.

Yro Takoe HOMEHKJIATypa [el, C Kakoil LeJbl0 pa3padaTbiBalOTCA THUIIOBBIE

HOMEHKJIATypbI €717

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

TallHe.

40.

PaboTa ¢ mruchmMamMu 1 0OpaIeHUsIMA TPaK/IaH.

[IpuBeauTe npuMepsl perucTpaluy JOKYMEHTOB.

CocraBieHre HOMEHKJIATYPHbI JIe.

dopmupoBanue u opopmIIeHHUE AEII.

[TonroroBka u nepenaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

Uro Takoe KOH(UACHIMAIBHBIA JOKYMEHT?

Opranuzanus paboThl ¢ JOKyMEHTaMH, KOTOpbIE OTHECEHBbI K TOCYJapCTBEHHOI

VYKkaxuTe 0COOCHHOCTH BEICHHS 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 IETONIPOU3BOJICTBA.

43. KoMmbloTepHbIE TEXHOJIOTHH B AETIOMPOU3BOJICTBE.

44, OGecrieyeHnEe COXPAaHHOCTH JJOKYMEHTOB B 3JIEKTPOHHOU (hopMe.

45. YcraB Kak OCHOBHOM OpraHU3allMOHHbBIN JTOKYMEHT.

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

47. TIpoxoxIeHue UCXOASIINX U BHYTPEHHHUX JT0KYMEHTOB.

48. OcoOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

49. PexkBU3UTHI MEXIYHApOAHOTO MHrcbMa. OCHOBHBIE PEKOMEHIAIUHU TI0 COCTABJICHUIO
TEKCTOB MEKTyHAPOIHBIX ITHUCEM.

50. Yro ompenenser GopMysp TOKyMEHTa U YeM OTJIMYAeTCsl (OpMYJISIp TOKYMEHTa OT
dbopmysipa-oopasma’?

51. Ha3oBute ocHOBHBIE rpynnbl (pyHKIHMHA aoKymeHTa. UeMm XapakTepusyeT KaxIyro
rpynmny?

52. Yro oOycnaBiIuBaeT IOPUINUECKYIO CHITY O(QUIIUATBEHOTO JOKYMEHTa?

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

54. ABTOMAaTH3MpPOBAHHBIC TEXHOJOTUHU OOPAOOTKH JTOKYMEHTOB M WX BIHMSIHUE Ha
CHCTEMY JIeNIONIPOU3BOACTBA KOHKPETHON OpraHU3aIHH.

55. CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTHI.

56. CtpyKTypa U cojaepkaHHe KaJpoBOH IokyMeHTaruu. OpraHu3arioHHO-KaJApOBHIE
JIOKYMEHTBI.

57. OCHOBHBIE aCIIEKTHI KYJbTYpbI I€JI0BOM pPEUH.

58. Crammaptuzamusi s3bIKa JOKYMEHTA. SI3bIKOBbIE TpeOOBaHMs K OGOPMICHUIO
PEKBU3UTOB JOKYMEHTA.

59. TunuyHbIe OMIMOKHU B S3BIKE M CTHJIC JOKYMEHTOB.

60. SI3pIKOBOE OPOPMIICHHE JIUYHBIX JJOKYMEHTOB.

8.2. TunoBwple 3aaHUA IJIA OLEHKH 3HAHUIA

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

0) C YBOKEHUEM ...

B) HAaMH paccMOTpeHbl Bamm npeioxenus ...

T) B CBSI3H ...

2. JlesTeNnbHOCTH amnmapara yrnpaBlIeHHs, OXBAaThIBAIOIIAs BOIIPOCH! JOKYMEHTHPOBAHUS U
OpTraHU3aIi pa0dOThI ¢ JOKYMEHTaMHU:

a) TOKYMEHTAIlMOHHOE 00eCTIeUeHNE YIIPaBICHHUS;

0) craHmapTU3AIINS,

B) EI'C/I;

I') CUCTeMa JJOKYMEHTAIINH.

3. JIoKyMeHT, 3aKpeTUISIONINKA TOJDKHOCTHOM M YMCIICHHBIN COCTaB MPEANPHUSITHS C
yKka3zaHueMm (hoHsa 3apabOTHOMN TIATHI:

a) TOJDKHOCTHAs! MHCTPYKITUS,

0) ycras;

B) TIOJIOXKEHUE;

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

3aganme 1. CocrtaBbTe M OQOpPMHUTE MPHUKA3bI [0 OCHOBHOW JAEATEIBHOCTH, U APYTHE
pacnopsAUTeNbHbIE JOKYMEHThI, HEOOXOIUMBIE B JAHHON YNPaBICHYECKOI CUTYyaI1H.

Ha MockoBckoM KOMOHMHATE IO MPOU3BOACTBY MY3BIKAJbHBIX MHCTPYMEHTOB M MeOeH
(rocygapcTBEHHOE MPEANPUITHE), KOTOPbIM BXoauT B KoHIlepH 1o pa3paboTKe U MPOU3BOICTBY
OPOAYKIMHM My3blkaabHOW MpoMbliieHHocTd (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUH PYKOBOJIUTENCH 1IEX0B, OTAEIOB U CIIyx)0, yrBepxkaeHHoe 05.01.2003 Ne 27,

12 ampens Tekymiero roga aupekTop komoOuHata B.M.JlaproHOB mopyums HadaabHUKY
oTzena Tpyjaa u 3apabotHoit matel MapkoBy H.I'. paccuntars pazmep npeMun pyKOBOJUTEISIM
OTJIENIOB, IIEXOB U CIy>kK0 KoMOWHaTa Mo uToram paOoThl 3a MEpBbIM KBapTai K 15 ampens, a
rmaBHOMY Oyxrantepy komOuHaTta Tpomunoi C.I'. — oprann3oBaTh BeIILIATY ITpeMuu K 20 anpens
TEKYILEro roja.

HavanpHuk mnmaHoBo-skoHOMUYeckoro otaena MarBeea C.H. m rmaBHBIN Oyxranrep
Tpommna C.I'. 3aBU3MpOBaNIM MPOEKT MPHKA3a AUPEKTOPa KOMOUHATA.

3ananme 2. CocrtaBbTe M OQOPMHUTE MPHUKA3BI [0 OCHOBHOW JAEATEIBHOCTH, U JApPYTHE
pacnopsauTeabHble TOKYMEHTbI, HEOOXOAMMBIE B JAHHOM yNpaBI€HYECKOM CUTYalUH.

I'maBa Peciy6sinku Kapenus C.JI. KaranannoB 8 mast TeKy1iero roga u3aaj pacropsiKeHue,
B KoTopoMm MHcTuTyTYy Ononorun Kapensckoro HayuHoro 1eHTpa Poccuiickoli akageMuu Hayk
ObUIO TPEIJIOKEHO pa3paboTaTh IUIAH AAJbHEWIINX JEHCTBUN MO COXPAHEHUIO KpyNHEHIIeH B
EBpone CTOSHKM MUTpUPYIOIIUX 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 MEXKTYHAPOIHOTO 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 COXPAaHEHUIO OMOJOTHMYECKOro pPa3HOOOpa3us, Ha OCHOBAaHMU DPE3YJIbTAaTOB
MEXIyHapoaHOTro mpoekTta, ocymecTBieHHoro ['YCII «llnemennoe xo3siictBO «MnbHUHCKOE»
Ononenkoro paioHa.

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

8.4. TunoBpie 3aJaHUA IJI9 OHEHKH HABBHIKOB

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

Hupextop OO0 «Konsepcusi» Tpodpumor O.FO. 7 anpenst TekyIiero rojaa u3aai npukas oo
yTBepkaeHUM [lonokeHuss o MOpsKe pacyeToB 3a OKa3aHUE HWH(POPMALMOHHBIX YCIYT.
IOpuckoncynpTy 1o (hpMHAHCOBO-XO3AWCTBEHHBIM BompocamM Mopo3oBy B.II. u cekperapro-
pedepenty [sruneBoit E.A. Obuto mopydeHo k 10 ampenst pa3paboraTh THIIOBBIE (OPMBI
JIOTOBOPOB 00 OKa3aHUM Pa3IMYHBIX BHIOB MH(POPMAIIMOHHBIX YCIYT M CTPOrO KOHTPOJIUPOBATH
UX TPUMEHEHUE B AEATENBbHOCTU Npeanpustus. OTBETCTBEHHOCTh 3a W3IOTOBJIEHHE, YYET U
COXpaHHOCTh OJIAaHKOB JOTOBOpPOB Bo3lokeHa Ha JlaruneBy E.A., koTtopas BmecTe
IOPUCKOHCYJIbTOM 3aBU3UPOBAJIa MPOEKT MIPHUKa3a.

3aganme 2. CocraBbTe pacCHOPSAUTENBHBIE JOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
YIPAaBIECHYECKON CUTYaLlHH.

C nenplo NpuUBIEYEHUS CPEACTB JUIsl OOecreueHHs] MPOM3BOACTBEHHOH JESATEIbHOCTH
rerepanbHblil gupekTop OO0 «Texnuka» (1. Kypek) Cokonos O.I'. 20 ceHTsAOps TEKyLIero roga
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U3J1aJ1 MpYKa3 0 CO3/1aHUH KOMMEPYECKOI0 OT/ela B COCTaBe 3 MITATHBIX €AUHUI: KOMMEPUECKOTO
mupekTopa — 1, Bemymero cmemuanucra — 1, cmemuanucra — 1. [maBHOMy Oyxranrepy
npennpustust ['opsiueBy ['.A. ObUIO0 OpYUYEHO MPENCTAaBUTh HA YTBEP)KIEHHE HOBOE IITAaTHOE
pacnucaHue npeanpusITrs Ha 4 KkBapTai Tekyuiero rojga k 1 okrsopst. Kommepueckomy nupekropy
UrnateeBy T.H., KoTOpbIii 3aBU3UMpOBaj TMPOEKT MpPHKa3a, MPEANUCAHO 3aKOHYHTh
KOMILJIEKTOBAHHUE OT/IeJIa KaJJpaMH C BBICIIMM SYKOHOMUYECKUM 00pazoBaHueM K 10 oKTIOps.

9. [lepeyeHb OCHOBHOI M JIOMOJTHUTEIbHOMH Y4eOHOI JIUTEpaTypPbl, HEOOXOTUMOM 1JI5
OCBOEHUS THCHHUILINHBI

9.1. OcHoBHasi JIMTEpaTypa

1. Ky3nenos, . H. JlokymenTanmonHnoe obecrieueHne ymnpasiaeHus. JJokyMeHTOO00pOT 1
JIeNTOTIPOU3BOICTBO : YUE€OHUK U MpakTUKyM Aiist By30B / M. H. Ky3nenoB. — 4-e uzj., nepepad. u
non. — Mocksa : U3narensctBo FO0paiit, 2023. — 545 ¢. — (Bricmiee obpazoBanue). — ISBN
978-5-534-16003-1. — TekcT : anekTpoHHbIH // OOpa3zoBarenbHas miatdopma KOpaiir [caiT]. —
URL.: https://urait.ru/bcode/523612

2. I'posoBa, O. C. Jlenonpou3BoAacTBO : yuebHoe mocodue ais By3os / O. C. ['po3oBa. —
2-e m31. — Mocksa : M3natensctBo FOpaiit, 2023. — 131 ¢. — (Bricmiee o6pa3zoBanue). — ISBN
978-5-534-15964-6. — TekcT : anekTpoHHbIH // Obpa3oBarenbHas miatdopma KOpaiir [caiT]. —
URL.: https://urait.ru/bcode/510372

3. HoponuHa, JI. A. Opranuzanuss ¥ TEXHOJOTHS JOKYMEHTALMOHHOTO 00ecreueHus
yIpaBJICHUS : YYCOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2023. — 270 c. — (Briciiee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnblii // O6pa3oBarenbHas miardgopma FOpaitt
[caiiT]. — URL.: https://urait.ru/bcode/530251

1.2 lonmostHUTEIbHAS JIUTEPATypa

1. MBanoBa, A. FO. Pycckuii 36K B 1€7I0BOM JOKYMEHTAIIUH | YIEOHHUK M MPAKTHKYM JUIs
By30B / A. 1O. MBanoBa. — 3-¢ u3j., nepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2023.
— 144 c. — (Bricmiee obopazoBanue). — ISBN 978-5-534-16172-4. — Tekcr : JIEKTPOHHBIHN //
O6pasosarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530556

2. KazakeBuy, T. A. JlokymeHTOBeneHue. JIOKyMEHTAlMOHHBIM CEpBHC : Y4EOHHMK H
npakTtukym 11 By30B / T. A. KazakeBuu, A. W. Tkanuy. — 2-e uza., ucnp. u gomn. — Mocksa :
WznparensctBo FOpaiit, 2023. — 167 c. — (Briciiee obpazoBanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexktponHbid // OOpazoBatenbHas mnatdopma HOpaiit [caitit]. — URL:
https://urait.ru/bcode/513649

3. lllyBamosa, H. H. Opranuzamnus ¥ TEXHOJOTHUS JTOKYMEHTAIIMOHHOTO OOCCIICUCHHS
ynpaBieHus : yueOHUK U npakTukyM ais By3oB / H. H. lllyBanoBa. — 3-e u3n., nepepa0. u 1or.
— Mocksa : U3parensctBo HOpaiit, 2023. — 247 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-16537-1. — Texkcr : anexTpoHHbIH // Obpa3zoBarenbHas miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239
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10. Ilepeuyenn pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIUOHHOM ceTn "UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHPOPMAITMOHHBIX TEXHOJIOTHIA,
HCI0JIb3yeMbIX NPH OCYLIeCTBJIEHUH 00pPa30BaTeILHOIO NpoLecca no AUCHHUILINHE,
BKJIKOYas NepevyeHb MPOrpaMMHOro obecrnevyeHus 1 HHPOPMANMOHHBIX CIPABOYHBIX
cucTeM (MpU HEOOXOAMMOCTH)

1. http://biblioclub.ru - 9bC «YHuBepcureTcKast OHOIHOTEKA OHITAHHY

2. https://urait.ru - 9bC «O0pazoBarenbHas miardpopma FOpait»

3. https://www.consultant.ru/online/ - HWudopmannoHHas crnpaBo4dHas CHCTEMa
«Koncynsrantllmocy

https://doc-up.ru/dp - Jlemonponu3BoaCTBO

JINeH3noHHoe NporpaMMHuoe odoecreyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0OexHoe, Bo3Me31HOE);

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

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

- 7-zip — apxuBaTop (3apyOexHOE, CBOOOTHO PaCIPOCTPAHIEMOE);

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

11. MeToauyeckne peKOMEHIAIUM M0 OPTaHU3ANMU U3YUYEHHUST THCIHHIIMHBI

Opraam3anus 00pa3oBaTENBHOTO TIpOIecCa pPErIaMEHTUPYETCS YYeOHBIM IUTAHOM H
pacnucaHreM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanus) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HHIUBHAYaJbHOM  0Opa30BaTEIBPHOW  TPACKTOPUU
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUIUINH U PO ECCHOHATBHBIX
MOJyJIei, OCBOCHHBIX B TIPOIIECCE MPEAIIECTBYIOMIEr0 OOYYCHHUs, KOTOPBIH OCBOOOXKIACT
00yyaromerocst OT HeOOXOJUMOCTH UX MTOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTe/ibHbIE TEXHOJIOTUH

VY4eOHBII mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBAECTCS Ha HCIOJIb30BAHUHU
TPAaJUIIMOHHBIX, WHHOBAIMOHHBIX H HWH()OPMAIIMOHHBIX 00pa30BATEIbHBIX TEXHOJOTHIA.
TpaauunonHeie 00pa3oBaTeNbHBIE TEXHOJOTHMHM MPEICTABICHBI 3aHATUAMU CEMUHAPCKOTO H
JICKIIMOHHOTO THIa. VHHOBalMOHHBIE 00pa3oBaTEeNbHBIC TEXHOJOTHH HCIOJIB3YIOTCS B BHIC
IMIUPOKOTO TIPUMEHEHUS AaKTUBHBIX M WHTEPAKTUBHBIX (OpPM TPOBEACHUS 3aHATHIL.
NudpopmanmonHble  00pa30BaTelbHbIE TEXHOJOTHH  PEATM3YIOTCS IyTeM aKTUBU3AIUH
CaMOCTOSITENIbHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHS JEKIMOHHOTO THTIA

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

Ha nepBoii nexuuu nekTop 00s3aH MpeaynpenuTh CTyAEHTOB, IPUMEHUTEIBHO K KAKOMY
06a3zoBOMy yueOHUKY (YueOHUKaM, y4eOHBIM ITOCOOUSIM) OyIeT MPOYUTAH KypC.

JIeKIIMOHHBIN KypC JOJDKEH J1aBaTh HAUOOIbIINI 00beM HH(pOpMAIK U 00eCTIeUnBaTh
Oosee TIIy0OKOE MOHMMaHUE YIeOHBIX BOIIPOCOB IPH 3HAYUTEIFHO MEHBIIICH 3aTpaTe BpEMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.
3aHATHS CEMMHAPCKOI0 THIIA

CemunHapckue (MpaKkTHUECKUE 3aHATH ) IPEJICTABIISAIOT COOON NETATN3AIHMIO JIEKIIMOHHOTO
TEOPETUYECKOTO MaTepuaia, MPOBOAATCS B IEIAX 3aKPEIUICHUS Kypca M OXBaThIBAIOT BCE
OCHOBHBIE pa3Iebl.
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OcHoBHOM (opMOI TIpOBEEHUS CEMHHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxenue HanOosiee MPOOJEMHBIX U CIOXKHBIX BOIPOCOB IO OTICIBHBIM T€MaM, a TaKXke
pelieHre 3agad U pa3dop MPUMEPOB M CUTyalluid B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
IpenoaaBaTess BXOIAT: OKa3aHUE METOAUMYECKON MOMOIIM U KOHCYJIbTUPOBAaHUE CTYACHTOB IO
COOTBETCTBYIOIIUM TEMaM Kypca.

AKTUBHOCTb Ha IPAKTUYECKUX 3AHITHUSIX OLIEHUBACTCS MO CICAYIOMIUM KPUTEPUSIM:
OTBETHI HAa BOIIPOCHI, IIpejiaraeMble MpernogaBaTeseMm;
y4acTHE B IUCKYCCHSIX;
BBIIIOJIHEHUE MPOEKTHBIX M UHBIX 33JJaHUN;
ACCUCTHUPOBAHMUE NPENOJABATENIO B IPOBEACHUN 3aHITHH.
Joxnaasl 1 ONMOHUPOBAHMUE JTOKJIAJOB MPOBEPSIOT CTENEHb BIAACHUS TEOPETUUYECKUM
MaTepHaloM, a TaK’Ke KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUN.
OueHnBaHuE TPAKTUYECKUX 33/IaHUN BXOAUT B HAKOIUICHHYIO OLICHKY.
CamocTosiTesibHasi padoTa 00yYarOIuXxcst

CamocrosTenbHas paboTa CTYAEHTOB — 3TO INPOLIECC aKTUBHOIO, IEJIEHAIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUH, YyMEHHH 0e3 HemoCpeICTBEHHOr0 Yy4acTus
MpernoaaBaTelis, XapaKTepU3yIOIIMicS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTENEHON PaOOTHI:

® CHUCTEMaTHU3alMs U 3aKPEIJICHUE MOJTYUYEHHBIX TEOPETUUYECKUX 3HAHUU M MPAKTUYECKUX
YMEHHUH CTYJEHTOB;

e yriuyOJeHue U pacliupeHre TEOPEeTUUECKUX 3HAHUM;

e (QopmupoBaHHE YMEHMI HCIIOJNB30BaTh HOPMATHBHYIO M CIIPABOYHYIO TOKYMEHTAIUIO,

CHELUATIBHYIO JTUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

e (QopmupoBaHHE  CAMOCTOSTENLHOCTH  MBIIUICHUS,  TBOPYECKOW  WHUIIUATHBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHUIO 1 CAMOpPEaIN3alluu;

® Ppa3BUTHE UCCIEAOBATEIBCKUX YMEHHUM U aKaJeMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS HWHAWBHIYAIbHO WM TpyHIamMu
CTYJIEHTOB B 3aBUCUMOCTH OT L€, 00beMa, YPOBHS CIOXKHOCTH, KOHKPETHON TEMAaTHKH.

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

[lepen BBITIOJIHEHHEM OOYYaAIOMUMHKCS BHEAYIUTOPHOM CaMOCTOSTEIbHOW pPaOOThI
MpEnoiaBaTelib MOXET IPOBOJUTh WHCTPYKTAXK MO BBINOJIHEHHUIO 3alaHus. B MHCTpyKTax
BKJIFOYAETCS:

® [IeNb U COAECPIKAHME 3aaHUS;
CPOKH BBIIIOJIHEHHUS;
OPUEHTHPOBOYHBIA 00bEM PaOOTHI;
OCHOBHbIE TpeOOBaHUs K pe3yJibTaTaM pabOThl U KPUTEPUU OLICHKH;
BO3MOJKHBIE THITUYHBIC OIIMOKU TIPH BBITIOTHEHHH.
HHucTpyKTax MpOBOIUTCS MpernojaBaTesieM 3a cueT o0beMa BPEeMEHM, OTBEIEHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHHOM PabOTHI CTYJEHTOB MOJMKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WJIM CMELIaHHOH (hopme.

CTyAeHTbl AOMKHBI MOIXOOUTh K CaMOCTOSITENbHONM paboTe Kak K HauBaxKHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsSI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3IJISI0B Ha
OTIIeNIbHBIE BONPOCHI Kypca, NPUOOpETeHHs] OMNpEeAENCHHBIX HABBIKOB U HCIOJIb30BaHUS
npodeccuoHaIbHON TUTEpaTyphI.
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[TomereHust i CaMOCTOATENIbHONH pabOThl OOYYArOIIMXCSI JOJDKHBI OBITh OCHAICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYeHHS K ceTu «IHTepHeT» 1 obecnieueHneM
JIOCTYTIA B 3JIEKTPOHHYIO HH(OPMAITHOHHO-00pa30BaTEIbHYIO CpEy OpraHu3aIiy.

[Tpu camocTosATeHHON TPOPabOTKE Kypca 00ydaronIruecs JOKHBIL:

® POCMATPUBATH OCHOBHBIC ONPEACTICHUS U (PAKTHI;

® [IOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN HA JICKIIMOHHOM 3aHSATUM MAaT€pUAl U IOMIOJTHUThH €ro
C Y4€TOM PEKOMEHIOBAHHOM 10 JAHHOW TEME JIMTEPaTyphl;

® U3yYUTh PEKOMEHIOBAHHYIO JIUTEPATYPY, COCTABIIITh TE€3UCHI, aHHOTALIMU U KOHCIEKTHI
HanoOoJiee BaXKHBIX MOMEHTOB;

®  CaMOCTOATENILHO BBINOJHSATH 33JJaHUsI, aHAJIOTUYHBIE TTPEIaraéMbIM Ha 3aHATHSX;

®  HCIOJIB30BaTh JJIS CAMOIIPOBEPKH MaTepHaibl (JOH/a OIIEHOYHBIX CPEJICTB;

® BBINOJHATH JOMAIIHUE 3aIaHUS 110 YKA3aHUIO MTPENOAaBaTes.

PexoMengauum no o0y4eHuro HHBaJIUA0B 1 jun ¢ OB3

OcBoeHne TUCHMIUIMHBI HHBanMuaamMu U nunamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYrUMHU OOydYaloIIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaratorcs
CeIMallbHbIC YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBanuaamMu u auramu ¢ OB3.

[Tpodeccopcko-nienarorn4eckuii coctaB 3HAKOMHUTCS C TICUXOJIOT0-(PU3UOTOTHIECKUMU
0COOCHHOCTSIMU 00ydJaromuxcss uHBanuaAoB u null ¢ OB3, uHAMBUAYyaTbHBIMU MPOrpaMMaMu
peabunuTanuu  WHBaIUAOB (mpu Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TONJCPXKKA TMPENoJaBaHusl THIOTOPAMH, TICHUXOJIOTaMH, COIMATbHBIMU
pabOTHUKAMHU, IPOLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM ¢ MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOJIb30BaTh COLMAIBHO-aKTUBHBIC H
pedIeKCUBHBIE METOIbl OOyUYEHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IIENBIO
OKa3aHHUs MOMOILIM B YCTAHOBJICHUU TOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUIEHWH C JAPYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMara B CTYICHYECKOH TpyTIie.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCA C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3IUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BAaHUEM CIECIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U QNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOECHHOCTEH 00ydeHust nHBau10B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEICTB OOyYEHHMsI OOIIET0 M CIECIHAIBHOTO0 Ha3HA4YeHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOeCTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTMTOPUM K HY>KJ1aM WHBaIKUI0B | Jinil ¢ OB3.

dopma TPOBEACHUS AaTTECTAlMM JUIsl CTyACHTOB-MHBanugoB u jun ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXOPHU3NYECKNX 0COOCHHOCTEH. J{7151 NHBAaTHA0B
u quny ¢ OB3 mpemycmarpuBaeTcss qoctynHas (opma mpenocTaBieHUsl 3aJaHUN OLEHOYHBIX
CPEICTB, @ UMEHHO:

— B TIEYaTHOW WJIM DIEKTPOHHOM ¢dopMe (ISl JHIl C HapyUICHUSIMH OMOPHO-
JIBUTATEIBHOTO amnmnapara);

— B Me4yaTHOW ¢(opMe WM DIEKTPOHHOM (opMe C yBEIWYEHHBIM WIPUPTOM U
KOHTPACTHOCTBIO (IUIsI JIUI] C HAPYLICHUSIMU CITyXa, peUH, 3pEeHus);

— METOJIOM YTEHHMsSI ACCUCTEHTOM 3aJlaHusl BCIYX (U1 JIHI] C HAPYUICHUSIMH 3PEHUs).

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

— TMHUCBbMEHHO Ha Oymare wWid Ha0OpOM OTBETOB Ha KOMIIBIOTEpE (I JIHI[ C
HAPYIICHUSIMH CITyXa, PeUn);
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— BI:I60pOM OTBETA U3 BO3MOXHBIX BapI/IaHTOB C UCIIOJIB30BAHUECM yCJIyF ACCHUCTCHTA (I[JIH
JIMI] C HApYLIEHUSMH OIIOPHO-BUTATEIBHOTO alIapara);

— YCTHO (IU1s1 JIUII C HApYUICHUSIMH 3PEHUSI, OTIOPHO-/IBUTATEIBHOTO anmnapara).

[Ipu HEeoOxoamMocTH 171l OOydYaronuXxcsi ¢ MHBATUAHOCTRIO U ymi ¢ OB3 mporenypa
OILICHHUBAHUA peByHLTaTOB O6y‘ICHI/I$I MOXET HpOBOI[I/ITI:CH B HECCKOJIBKO 3TallOB.

12. Onucanne MaTepuaIbHO-TeXHUYECKOI 0a3bl, HeOOX0AMMOI /151 OCyIIeCTBJIEHUS
0o0pa3oBaTeIbHOIO MpoLecca 1o JUCHUIINHE

YueOnast ayauTopusi, TpeIHA3HAYCHHAs [UIsl TMPOBEICHUS Y4YEOHBIX 3aHATHUH,
MPEAYCMOTPEHHBIX  HACTOSIIEW  paboueld  mporpaMMoil  JHUCHMIUIMHBI,  OCHAIlEHHAs
000pYyIOBaHNEM U TEXHHUYECKUMH CPEACTBAMU O0YUEHUs, B COCTaB KOTOPBIX BXOJAT: KOMIUICKTHI
CIeNUATM3UPOBAHHON y4eOHON MeOenu, JOoCKa KJIacCHas, MyJbTUMEIUUHBIA MPOEKTOP, dKPaH,
KOMITBIOTEP C YCTAHOBJIEHHBIM JIMIIEH3NOHHBIM IPOrPaMMHBIM 00€CIIeUeHUEM, C BHIXOJIOM B CETh
«/IHTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPENY.

Ilomemenne aJsi  €caMOCTOSITEILHOH PadoTBl  o0ydaromuUXcss — AayAUTOpHS,
OCHaIlleHHAs cJae1yIIuM odopyroBaHMeM ¥  TeXHHYECKUMHU CpeICTBAMU:
CHeuMaIu3upoBaHHas MeOenb Ul MperojaaBaTeNss H  0oOydalomMXcs, JOocKa ydeOHas,
MYJbTUMEAUNHBINA TPOEKTOP, FKPaH, 3ByKOBbIE KOJIOHKH, KOMITbIOTEp (HOYTOYK), IEPCOHATILHBIE
KOMIBIOTEPHl i1 paboThl 00ydYaIOMIMXCSI ¢ YCTAHOBICHHBIM JIMIICH3MOHHBIM IMPOTPAMMHBIM
o0ecrieyeHrneM, C BBIXOJOM B ceTh «HTepHET» U AOCTYNOM B 3JEKTPOHHYIO MH()OPMAIIOHHO-
00pa3oBaTeNbHYIO CPELy.
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