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(OIIOI1 BO)):
OIK-1.

Cnoco0en pemarb

Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI

HucuumimHa «/lokyMeHTauMoHHOe o0ecneyeHue YNPAaBJEHUs» BXOAUT B JJIeKTHBHbIE
aucuumiuabl B1.B.J13.01 moaroroBku oOyYarommxcs IO HampaBieHHI0 ToarotoBku «38.03.02
MeHeaKMeHT», HANPaBJeHHOCTh (MPoduJib) «YpaBiieHHe MAJIBLIM U CPETHUM OM3HECOMY.

Llenbto TUCHMILUIMHEI sIBIsieTCsl opMupoBanue kKommereHuui (¢ coomeemcmeuu ¢ @I'OC BO u
MpedosaHUAMU K Pe3yIbmamam 0C80eHUsL OCHOBHOU NPOGHeCcCUOHAIbHOU 00pA308aMENbHOU NPOCPAMMbL

npogdeccuoHaIbHbIE

3aJladyd  HAa OCHOBe 3HaHMi (Ha

NMPOMEKYTOYHOM YPOBHE) JKOHOMHYECKOH, OPraHu3allMOHHON U YNIPABJIeHYeCKOH Teopuu;
Jeckpunropsl o0menpodeccuoHaIbLHbIX KOMIIETEHIIH

OIIK-1.1
aHAJIN3UPOBATh

Crocoben
SBJICHMS,

MIPOUCXOAIIINE

COpPUEHTHPOBATHCS
Ha

B JKOHOMHYECKHX
PEINPUITHH,

nporeccax
UCIIOJIb30BaTh

NpEeANpPUITUS,
SKOHOMHUYECKUI

UHCTPYMEHTAPHH 7151 OLeHKU 3((EKTUBHOCTH HCIIOJIIB30BAaHHUS PECYpCOB U OOOCHOBBIBATH PEIICHHS B
00J1acTH ynpaBiIeHHs OpraHu3anueit

OIIK-1.2 CriocobeH ucronb30BaTh TEOPETUUECKUE 3HAHUS O 3aKOHAaX U MEXaHM3MaX PhIHOYHOMN
SKOHOMUKM Ha YPOBHE MaKpO- M MHKpPO-CYOBEKTOB, a TaKKe HAaBBIKM pacueTa SKOHOMHYECKHX
noKaszaresel, XapaKTepU3YIOHIMX JeSTeIbHOCTh XO3SIMCTBYIOMIETO CyOBEKTa B IEISAX peaTu3aliu
YIIPaBJICHYECKOH MBICII OpraHU3aIMN

B pPE3YIbTAaTC OCBOCHUA AUCHUIUIMHBI Y CTYACHTOB JOJI?KHBI OBITE CCI)OpMHpOBaHLI HHAUKATOPbI

KOMIIETEHIIUH:

O000mennas

Kox v HanmenoBanue

Koa u HauMeHOBaHHe MHIUKATOPA 10CTUKEHHUS

TpynoBasi pyHkmms/ AECKpHUIITOpa kommnerenuuii (u3 I1C)

TpyAoBasi pyHKIHUS KOMIIeTeH Ui

I1C 08.008 OIlIK-1.1 Ymenus:

«CrenuaaucT mo Crocoben IHC 08.008 Cuoenuamuecr mno ¢uHAHCOBOMY

(punancoBomy COPUEHTHPOBATbCS B | KOHCYJbTHPOBAHUID

KOHCYJIbTHPOBAHHIO» | DKOHOMUYECKHUX NA-3 OIIK-1.1  OpraHuzoBbBaTh U IPOBOAMTH
A. mpoiieccax nenoBbie ieperoBopbi(A/02.6)

KoncyabTupoBanue | npeanpusaTus, Na-4 OIIK-1.1  OpranuzoBbBaTh U IPOBOAMTH

KJINEHTOB Mo | aHAJIM3UPOBATh MIpe3eHTalUH (bMHAHCOBBIX MIPOJYKTOB u

HCIO0JIb30BAHNIO SBJICHMUS, yenyr(A/02.6)

(punaHcoBBIX IPOUCXOSIINE Ha | Hasviku u (unu)onvim oesmenvHocmu:

NPOAYKTOB M yCJIYT IPENIPUITHH, IIC 08.008 Crnemuaaucr mno ¢QuHAHCOBOMY

A/01.6MoHuTOpUHT HCIIOJIb30BaTh KOHCYJIbTHPOBAHMIO

KOHBIOHKTYPBI PBIHKA | SKOHOMUYECKUHI N/J-5 OIIK-1.1 Opranuzamus ¥ 0oaAepKUBaHUE

OaHKOBCKUX  YCIYT, | HHCTPYMEHTApUl  JJIS | IOCTOSIHHBIX ~ KOHTakKTOB  C  pPEHTHUHTOBBIMU

pBIHKA IIEHHBIX OyMar, | OLleHKH areHTCTBaMM,  AHAIMTHUKAaMM  WHBECTHIMOHHBIX

WHOCTPaHHOMU 3¢ (HEeKTUBHOCTH OpraHM3alyii, KOHCAJITUHIOBBIMU OpTaHU3ALUSIMU,

BaJIIOTHI, TOBapHO- | UCIOJIb30BaHU ayIUTOPCKUMHU  OpraHM3alMsIMM,  OLEHOYHBIMU

CBIPBEBBIX PHIHKOB pecypcoB u | hupmamu, TOCyJapCTBEHHBIMU U MYHUIIMIIAJIbHBIMU

A/02.6 TlogGop B | OOOCHOBBIBATH OpraHamu yIpaBJIECHMUS, 00I1IeCTBEHHBIMU

MHTEpecax  KieHTa | PCIICHAA B 001acT | OpraHu3alusIMy, CpeacTBaMHu MacCcOBOU

TOCTaBIIMKOB yIpaBIeHUSA uHpopManuy, HHGOPMAIIMOHHBIMHU, PEKIAMHBIMU

UHAHCOBBIX yeyr u | OPraHHUsaIHeH arearcrBamu(A/01.6)

KOHCYJIbTUPOBAHUE Na-6 OIIK-1.1 IIpoBenenne uccaeaOBaHUS

KIMeHTa o (MHAHCOBOIO pBIHKA M H3Y4YEHHE MPEATIOKEHUN

OIPaHUYEHHOMY KPYTY (UHAHCOBBIX YCIYT (B TOM 4HCIE JEHCTBYIOIIMX

(DHUHAHCOBBIX IpaBUI W  YCIOBHUH, Tapu(HOW TOIUTUKU U

IIPOJYKTOB nericTByromux ¢popm goxkymenramyn) (A/01.6)




IIC 08.008
«Cnennajmcr 1o
(punancosomy
KOHCY/JIbTHPOBAHHIO»
A.
KoncyasTupoBanue
KJINEHTOB no
HCII0JIb30BAHMIO
(puHaHCOBBIX
NPOAYKTOB H YCJIYT
A/01.6 MonuToprHT
KOHBIOHKTYPBI PpBIHKA
0aHKOBCKUX  YCIYT,
pBIHKA LIEHHBIX Oymar,
MHOCTPAHHOU
BaJIIOTHI, TOBapHO-
CBIPBEBBIX PHIHKOB

OIIK-1.2

Criocoben
HCIIOJIB30BAaTh
TEOPETUYCCKHE 3HAHUS
0 3aKOHaX u

MEXaHU3MaX PBIHOYHON
PKOHOMHUKHM Ha YpOBHE

Makpo- W MHKpO-
CyOBEKTOB, a TaKke
HaBBIKH pacuera
SKOHOMHUYECKHUX
roxKasareiei,
XapaKTePU3YIOIIHX
JIeITCIIbHOCTD
XO3SIMCTBYIOIIETO
cyObekTa B IEIAX
peaM3anum
yIpaBIeHIECKON

MBICJIM OpraHru3anunu

3nanue:
IIC 08.008 Chnenuaauctr mno (UHAHCOBOMY
KOHCYJIbTUPOBAHHUIO

N/I-1 OIIK-1.2ba3oBbic 0aHKOBCKHE, CTpaxoBbIE U
WHBECTUIIMOHHBIE MMPOIYKTHI U yciayru (A/01.6)

nja-2 OIIK-1.2 OCHOBBI  MaKpO’KOHOMHKH,
MUKPOOKOHOMUKH,  (UHAHCOBOW  MAaTEMAaTHKH,
TEOpUU  BEPOSATHOCTEH W MaTeMaTH4YeCKOu

craructuku(A/01.6)

1.2. Mecro nucumnmiinnel B crpykrype OIIOII BO
HanpasJieHus MoaAroToBku «38.03.02 MeHeTKMeHT»,HAIPABJIEHHOCTH (MPOHIBL) «YNpaBiieHHE MAJIbIM U
CpeHUM OU3HECOM»

IIpeamecTByomme JMCUUNINHBI
(MM CUMILIMHBI, H3Y4YaeMble NapasjieibHO)

Mocaexyonue AU CHUNIUHBI

2

3

OcHOBBI IPO(heCCHOHATIBHOTO Pa3BUTHS
1. | menemxepa (BBenenue B HanpaBiIeHUe

DUHAHCOBBIN Y4ET B OpraHU3alMi MAJIOT0 U
cpenHero OuzHeca

MTOJITOTOBKH)
2 VYrpaBieH4YecKUil yueT B OpraHu3alnuy Majoro u
' cpenHero OusHeca
3. 1C: Ilpeanpusitie. YnpaBieHne TOPTOBIeH
4 1C: Ilpennpustue. 3apruiata 1 yupaBiIcHHE
MEPCOHAJIOM
5 VY4er Ha NpeANPHUATHIX MaJIOTO U CPETHETO
' OusHeca

Ilocneoosamenvrocmos opmuposanus KoMnemenyuii 6 YKA3aHHbIX OUCYUNTUHAX MOdicem Oblmb
U3MEHeHa 8 3a8UCUMOCIU Om PopMbl U CPOKA OOYUeHUsA, a MaKdice NPenooasaHusi ¢ UCNONb308AHUEM
OUCMAHYUOHHBIX MEXHON02UL 00YYeHUS.

- VYyeOHOro TIUIAaHAa HaIpaBJIEHUS MOATOTOBKHU

1.3. HopmaTuBHasl JOKYMEHTALMs

PaGouas mporpamma y4eOHOM AUCIUTUTMHBI COCTaBJICHA HA OCHOBE:
- denmepasbHOTO TOCYJAPCTBEHHOTO 00pPA30BATENBHOTO CTaHJApTa BBICHIETO OOpa30BaHUS IO
HarpasjeHuto noAroToBku «38.03.02MeHemKMeHT»;

«38.03.01 MeHex:KMEHT» HAINPaBJIEHHOCTh

(mpoduib) «YnpaBiaenne MaJIbIM U cpegHuM ou3necom» 2021rona Habopa,
- OO0pa3ma paboueii mporpammsl yaeOHOU aucuutumHb (puka3 Ne 27-O ot 01.02.2021 1.).




Pa3nen 2. TemaTu4ecKHii IJIaH

Ounasi ¢popma o0ydyeHnus (IOJTHBIH CPOK)

TpyroeMkocTh
AyauTOpHbIE Kox unaukaropa u

Ne Tema qMcUMIIHHBI Bce 3aHATHSA AleCKpHTTOpa

CPO AOCTHKECHUS

ro J ch(;)B’ KOMIIeTeHIHii

1 2 3 4 5 6 7

Tema 1. OcHOBHbBIC TOHSITHUS B na-3 OIiK-1.1
00J1aCTH JOKYMEHTHUPOBAHHS Nn/11-4 OIIK-1.1
N-5 OIlK-1.1
1 10 2 8 | un-6o0mK-11
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 2. HopmaTtusHo- Na-3 OIIK-1.1
METOJINYECKUE OCHOBBI na-4 OIiK-1.1
o | AOKYMEHTALlMOHHOrO 10 2 2 6 Na-5 OIlK-1.1
obecrieyeHus yrpaBiieHUs NJ-6 OIIK-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 3. OpranuzanoHHO- nJ1-3 OIIK-1.1
MpaBoOBasi CUCTEMA na-4 OIK-1.1
JOKYMEHTaluU NJ1-5 OIIK-1.1
3 12 2 2 8 N-6 OIIK-1.1
N-1 OlIK-1.2
NJ-2 OIIK-1.2
Tema 4. Oprann3anoOHHO- Na-3 OIIK-1.1
pacnopsuTeNbHasl CucTemMa Na-4 OIK-1.1
N-5 OIlK-1.1
4 10 2 2 6 N-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 5. UndopmanmonHo- Na-3 OIIK-1.1
CIIpaBOYHAs CUCTEMA Na-4 OIK-1.1
5 8 8 N-5 OIlK-1.1
N-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 6. OcHOBHBIE POPMBI NJ-3 OIK-1.1
JIOKYMEHTO000pOTa B Na-4 OIK-1.1
OpraHu3aluu N-5 OIlK-1.1
6 10 2 8 NJ-6 OIIK-1.1
N-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 7. N/1-3 OIIK-1.1
ABTOMaTHU3UPOBAHHbBIC Nna-4 OIK-1.1
7 | cpenctsa B 12 2 9 8 N-5 OIlK-1.1
JIOKYMEHTAITMOHHOM N-6 OIIK-1.1
yIpaBIECHUHU NJ-1 OIlK-1.2
NJ-2 OIIK-1.2
8 Tema 8. CocraBienue u 12 2 2 8 n/1-3 OIIK-1.1
o opMIIEeHHE OCHOBHBIX NJ1-4 OTIK-1.1




BHJIOB YIIPABJICHYECKUX Na-5 OIlIK-1.1
JIOKYMEHTOB nJ1-6 OIIK-1.1
NJ-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 9. OcobennocTn Na-3 OIIK-1.1
oOopMIICHHUS U BEICHUS Nn11-4 OIIK-1.1
9 JOKYMEHTALUH 110 JINYHOMY 12 2 2 8 -5 OIIK-1.1
COCTaBy N/1-6 OIIK-1.1
N-1 OIIK-1.2
NJI-2 OIIK-1.2
Tema 10. Opranuzanus na-3 OIlK-1.1
JIOKYMEHTOO00pOTA. Nn/11-4 OIIK-1.1
Cucremaru3zanus U XpaHeHUE Na-5 OIlK-1.1
10 JIOKYMEHTOB 12 2 2 8 NJ1-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2

Bupa npomexyTouHoit

arrectannu (3auer)
Hroro 108 16 16 76

OuHo-3204Hasi popMa 00y4yeHus (MOJHBII CPOK, YCKOPEHHOE 00yUeHHe , MOJTHOE YCKOPEHHOe 00yueHHne)

Tema JUCHUININHBI

TpyroeMKkocTh

Bce
IO

AyauTOpHBIE
3aHATHA

13 (13,
T 3

CPO

Kon nnaukaropa u
JAECKpHUIITOpa
AOCTHKEHU S
KOMIIeTeHIU I

2

4 5

7

Tema 1. OcHOBHBIE NOHATHUS B
o0acT JOKYMEHTUPOBaHUS

12

10

WJ1-3 OIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTTK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTK-1.2

Tema 2. HopmatusHo-
METOJINYECKUE OCHOBBI
JOKYMEHTAI[HOHHOT'O
oOecrnieuyeHus yrnpaBIeHUs

WJ1-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

Tema 3. OpranuszanoHHO-
IpaBoBasi cucTeMa
JOKYMEHTaluu

10

10

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

Tewma 4. OpranuszanioHHoO-
pacropsuTenbHas CUCTEMa

12

10

/-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJ1-6 OTTK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

Tema 5. MudopmarmonHo-

10

10

NJ-3 OIIK-1.1




CIIpaBOYHAs CUCTEMA na-4 OIK-1.1
Na-5 OIlK-1.1
NJ-6 OIIK-1.1
N-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 6. OcHOBHBIE (HOPMBI N/11-3 OIIK-1.1
JOKYMEHT0000pOTa B N-4 OIIK-1.1
OpraHU3aIHH NJ1-5 OIIK-1.1
6 12 2 10 NJ-6 OIIK-1.1
Na-1 OlIK-1.2
NJ-2 OIIK-1.2
Tema 7. Na-3 OIIK-1.1
ABTOMaTHU3UPOBAHHbBIC na-4 OIiK-1.1
cpencTaa B NJ1-5 OIIK-1.1
! JIOKYMEHTAIMOHHOM 12 2 2 8 NJ-6 OIIK-1.1
yIPaBJICHUH N/1-1 OIIK-1.2
NJ-2 OIIK-1.2
Tewma 8. CocraBiienue u na-3 OIlK-1.1
odopmIIeHHE OCHOBHBIX Na-4 OIK-1.1
8 BHJIOB YIIPABJIEHYECKUX 10 2 8 NJ1-5 OIIK-1.1
JIOKYMEHTOB N-6 OIIK-1.1
N-1 OlIK-1.2
NJ-2 OIIK-1.2
Tema 9. OcobennoCTH Na-3 OIK-1.1
oopMIIeHUS U BEICHUS -4 OIIK-1.1
g | AOKYMEHTALUH 110 JINYHOMY 12 2 2 3 Na-5 OIlK-1.1
COCTaBy NJ-6 OIIK-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 10. Opranuzanus Na-3 OIlK-1.1
JOKYMEHTO000poTA. NJ-4 OIIK-1.1
10 Cucremaruzanus 1 XpaHeHUE 10 10 Na-5 OIlK-1.1
JIOKYMEHTOB NJ-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2

Bua npomexyTouHoit

arrecranuu (3ayer)
HToro 108 8 8 92

3aouHas popma 00yueHns (IOJHBIH CPOK)

TpyroeMkocThb
Kon unnnkaropa n
AyaAuTOpHBIE
JAecKpUITOpa
Ne Tema qUCUMIIMHBI Bce 3aHATUA
CPO AOCTHIKEHHUS
ro J 113 (13, KOMIIeTeHIuii
C3)
1 2 3 4 S) 6 7
Tema 1. OcHOBHBIE TOHATHS B Na-3 OIlK-1.1
00J1aCTH TOKYMEHTUPOBAaHUS -4 OIIK-1.1
Na-5 OIlK-1.1
! 12 2 10 NJ-6 OIIK-1.1
NJ-1 OIlK-1.2
NJ-2 OIIK-1.2




Tema 2. HopmatusHo- na-3 OIlK-1.1
METOANYECKUE OCHOBBI nJ1-4 OIIK-1.1

o | AOKYMEHTAallMOHHOTO 8 8 Na-5 OIlK-1.1
obecrieueHus yrpaBicHUs N/1-6 OIIK-1.1
N-1 OIK-1.2

NJI-2 OIIK-1.2

Tema 3. OpranuzanoHHO- na-3 OIK-1.1
MpaBoBas CUCTEMa Nn/11-4 OIIK-1.1
JIOKYMEHTAlUH Na-5 OIlK-1.1

3 10 10 Y6 onk-1.1
N-1 OIIK-1.2

NJ-2 OIIK-1.2

Tewma 4. OpranuzanoHHO- na-3 OIiK-1.1
pacropsiIuTeNIbHAs CHCTEMa Nn11-4 OIIK-1.1
Na-5 OIlK-1.1

4 12 10 Y6 onk-1.1
Na-1 OIK-1.2

NJI-2 OIIK-1.2

Tema 5. Undopmanronto- na-3 OIlK-1.1
CIpaBOYHAas CUCTEMA -4 OIIK-1.1
Na-5 OIK-1.1

S 10 10 1 y-6 omx-1.1
Na-1 OIK-1.2

NJ-2 OIIK-1.2

Tema 6. OcHoBHBIE (POPMBI Na-3 OIIK-1.1
JOKYMEHTO000pOTa B Na-4 OIIK-1.1
OpraHu3alu NJ1-5 OIIK-1.1

6 12 10 N-6 OIIK-1.1
NJ-1 OIIK-1.2

NJ-2 OIIK-1.2

Tema 7. N/1-3 OIIK-1.1
ABTOMaTHU3UPOBAHHbBIC Na-4 OIK-1.1

7 | cpencTsa B 10 8 N-5 OIlK-1.1
JIOKYMEHTAIIMOHHOM N-6 OIIK-1.1
YIIPaBICHUU NJ-1 OIlK-1.2
NJ-2 OIIK-1.2

Tema 8. CocraBienue u Na-3 OIIK-1.1
oopMIIeHHE OCHOBHBIX Na-4 OIK-1.1

g | BUJIOB yIIpaB/IeHYECKNX 10 8 NJ-5 OIK-1.1
JTIOKYMEHTOB N-6 OIIK-1.1
NJ-1 OIK-1.2

NJ-2 OIIK-1.2

Tema 9. OcobeHHOCTH N/1-3 OIIK-1.1
oOopMIIEHUS U BEICHUS Nna-4 OIK-1.1

9 JOKYMEHTAIUU 1O JINYHOMY 12 8 NJ1-5 OIIK-1.1
COCTaBy N-6 OIIK-1.1
NJ-1 OIK-1.2

N-2 OIIK-1.2

Tewma 10. Opranuzanus Na-3 OIIK-1.1
JIOKYMEHTOO0O0pOTA. Na-4 OIK-1.1

10 | CucremaTH3anus u XpaHeHUe 8 8 NJ-5 OIK-1.1
JTIOKYMEHTOB N-6 OIIK-1.1

WJI-1 OTK-1.2




VIJ1-2 OITK-1.2

Bua npoMexxyTouHoit
arrecranuu (3ayer)

Hroro

108

6

8

90

3aounas popma oGyuenusi (yckopenHoe ody4yenune Ha 6aze BO, moJsinoe yckopeHHoe 00yueHue)

TpynoemkocTb
AyIHTOpHbIE Kon nnaukaropa u

Ne Tema qMcHMIIHHBI Bce 3aHATHSA AleCKpHTTOpa

o 3 (/13 CpPO ROCTHKEHUS

J C3) ’ KOMIIeTeHIUuii

1 2 3 4 5 6 7

Tema 1. OcHOBHBIC TOHSITHUS B na-3 OIiK-1.1
00J1aCTH JOKYMEHTHUPOBAHHS Nn11-4 OIIK-1.1
Na-5 OIlK-1.1
! 12 2 10 NJ-6 OIIK-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 2. HopmatusHo- na-3 OIlK-1.1
METOANYECKHE OCHOBBI nJ1-4 OIIK-1.1
o | AOKYMEHTALMOHHOrO 3 3 Na-5 OIlK-1.1
obecrieyeHus yrpaBiieHUs NJ-6 OIIK-1.1
Na-1 OIK-1.2
NJ-2 OIIK-1.2
Tema 3. OprannzanoHHO- na-3 OIlK-1.1
IIpaBoOBasl CUCTEMA -4 OIIK-1.1
JIOKYMEHTaluH Na-5 OIlK-1.1
3 10 10 NJ-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 4. OprannzanoHHO- Na-3 OIlK-1.1
pacnopsAuTeNbHas CUCTEMA -4 OIIK-1.1
N-5 OIK-1.1
4 8 8 NJ-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 5. Undopmanimonto- Na-3 OIK-1.1
CIIPaBOYHAsI CUCTEMA -4 OIIK-1.1
N-5 OIK-1.1
S 10 10 1 y6 omk-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 6. OcHOBHBIE (HOPMBI Na-3 OIlK-1.1
JOKYMEHTO00O0pOTa B NJ-4 OIK-1.1
OpraHu3aIu N1-5 OIlK-1.1
6 10 10 1 y6 omK-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 7. Na-3 OIK-1.1
7 ABTOMaTU3UpPOBaHHBIE 12 2 10 -4 OIIK-1.1
CpeAcCTBa B Na-5 OIlK-1.1
JIOKYMEHTAlMOHHOM NJI-6 OIIK-1.1
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yIpaBIECHUU NJa-1 OIlK-1.2
NJ-2 OIIK-1.2
Tema 8. CocraBienue u -3 OIIK-1.1
oopMIIEeHHE OCHOBHBIX Nn/11-4 OIIK-1.1
g | BUZOB YIIPABICHIECKUX 12 10 Na-5 OIlK-1.1
JIOKYMEHTOB NJ1-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 9. OcobennocTn Na-3 OIIK-1.1
odOopMIICHHUS U BEICHUS Nn/11-4 OIIK-1.1
9 JOKYMEHTALMH 110 JINYHOMY 12 2 10 -5 OIIK-1.1
COCTaBy N/1-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 10. Opranuzanus nJ1-3 OIIK-1.1
JOKYMEHTO000pOTA. N-4 OIIK-1.1
10 Cucremaruzauus U XpaHeHUE 10 10 Na-5 OIIK-1.1
JTOKYMEHTOB N-6 OIIK-1.1
Na-1 OIK-1.2
NJI-2 OIIK-1.2

Bupa npomexyTouHoit 4

arrecranuu (3ayer)
Hroro 108 4 96
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Pa3nen 3. Coaepxanue Iy CUUMIMHBI
3.1. Conep:xaHue TUCHMILINHBI

Tema 1. OcHOBHBIC NOHATHS B 00/1aCTH IOKYMEHTHPOBAHMSI.

OCHOBHBIE TEPMUHBI U ONpEAETICHUs B 00JIACTH TOKYMEHTALMOHHOTO 00ECIeYeHUs yIpaBlIeHUs.
I'OCT P51141-98 «/lenonpons3BoacTBO U apXUBHOE J1€10. TepMUHBI U OIpeneiacHUs». 3HAUEHHE U
CBOWCTBA JOKYMEHTa Kak HocuTens uHpopManuu. OyHKIMM yIpaBleHUYECKUX JOKYMEHTOB: OOLIUE U
cneuupuyeckue. OOUME TOHATUS O CHUCTEMax JOKyMEHTAllMH. YHH(UKaNWMs W CTaHAApTH3ALUs
JOKYMEHTOB. YHH(HUUIMPOBAHHAsl CHUCTEMa OpPraHU3allMOHHO — PaCHOPSIUTENBHON JOKYMEHTALUU.
OcHoOBHbIE BUIbl OPIaHU3ALIMOHHO — PACIIOPSIUTENIBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocypapcTBeHHBIE CTaHAAPTHI B O0JIACTM JOKYMEHTAllMOHHOIO OOECHEeuYeHMs YIpaBICHMUSL.
OcHoBHBIE TIOJOXKEHUA ['OCYyZapCTBEHHOW CHUCTEMbI JTOKYMEHTAIIMOHHOTO OOECIICUYEHHUsS YIPaBICHHS.
AJMMHUCTpPaTHBHAS OTBETCTBEHHOCTh PYKOBOJIUTEINEH U CIIEUATUCTOB OPraHU3alMil U NIPeNpUsSTHI 3a
HapyLICHHUE ACHCTBYIOLIETO 3aKOHOAATENIbCTBA [10 APXUBHOMY JIEILY.

Tema 2. HOpMaTI/IBHO — MCETOANYECKHUEC OCHOBbI JOKYMCHTAIIUOHHOI'O o0ecneyeHu s
YupaBJieHusi.
PaCCManI/IBaIOTCﬂ BOITPOCHI HOPMAaTUBHO-METOJUYCCKOTO peryjimpoBaHud CHUCTEM

,I[OKYMCHTOO6OPOT8. B OpraHu3anvv, HOPMATUBHBIC AKTHBI, IIOJIOKCHHUA H CTPYKTYypa pPCryjiupoBaHUA
AOKYMCHTOABHIKCHUA.

Tema 3. Oprann3aliuOHHO-NIPABOBAs CHCTEMA TOKYMEHTALMH.
B nekuuu pasbupaetcs Ha3HaYeHHE, COCTaB U JIBXKEHUE JJOKYMEHTOB OPraHU3aI[MOHHO-TIPABOBOI
CUCTEMbI JOKYMCHTAIlUU U €€ OCHOBHbIC XapPaKTCPHUCTHUKU.

Tema 4. Opraﬂmaunonﬂo-pacnopﬂ)mTeJIbHaﬂ CHUCTEMA.
B nexmuun pa36I/IpaeTc;1 HAa3HA4YCHUEC, COCTaB W [JABWXKXCHUC NOKYMCHTOB OpIraHHU3allMOHHO-
paCHOpﬂI[HTeHBHOﬁ CHUCTEMbI JOKYMCHTAIlUHU U €€ OCHOBHEBIE XapaKTCPUCTHUKHU.

Tema 5. UH(popManlHOHHO-CIIPABOYHAS CHCTEMA.
B nexkmuu pasOupaercs Ha3Hau€HUE, COCTaB M JBHWKEHHE [OKYMEHTOB WH(GOPMAIMOHHO-
CIIPAaBOYHON CUCTEMBI JOKYMEHTAIMHU (POPMBI U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 6. OcHoBHbIE (OPMBI JOKYMEHTO000POTA B OPraHU3aIUH.
PaccmaTpuBaroTCs TpaauIMOHHAs M AJIEKTPOHHAS (GOPMBI JOKYMEHTOOOOPOTa, a TaKKe MOPSI0K
pa6OTI)I C BXOOAIIUMHU, BHYTPECHHUMHU U UCXOOAIIUMHU JOKYMCHTaAMMU.

Tema 7. ABTOMAaTU3HPOBAHHBbIE CPEICTBA B IOKYMEHTALIMOHHOM YIIPABJICHHUH.
Pa30uparoTcsi aBTOMATU3MPOBAaHHBIE KOMIIBIOTEPHBIE MPOTPAMMBI, TO3BOJISIIOIIUE COKPATUTD
BpeMsi 0(hopMIIEHUS, IEPEABIKEHNS JOKYMEHTOB U HX 11€JIEBOE UCII0JIb30BAHHUE.

Tema 8. CocTaBiienue u opopMiIeHIe OCHOBHBIX BH/I0OB YIIPABJIeHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma M conepkaHHUE CIyKeOHOro nokymeHTa. Dopmynsp. PexkBU3MTHI
yIpaBICHUYECKUX JOKYMEHTOB HUX 3HaueHue. CTpyKTypa TeKCTa U OCOOEHHOCTH O(OpMIICHUS
yIpaBJIEHYECKUX TOKYyMEHTOB. OTBETCTBEHHOCTb IPU O()OPMIICHUH TOKYMEHTOB.

Tema 9. OcodenHocTu opopMiIeHUs U BeleHUSA JOKYMEHTAIIMHU 110 JIMYHOMY COCTaBY.

OOmiass xapakTepuCTUKa W Ha3HAYeHHE JOKYMEHTAlMM IO JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHUPOBAaHHUS TPYIOBBIX MpPAaBOOTHOLICHUH (odopmiieHHEe TNpuemMa Ha paboTy, INepeBoja,
YBOJIbHEHUS, KOMaHAUPOBKHU, OTIycKa). BeneHue TpynoBbIX KHUXKEK. BocrmuTaHue OTBETCTBEHHOCTH,
J0OPOCOBECTHOCTH NTPU 0(hOPMIIEHHUHU TOKYMEHTOB, BIHSIOLINX Ha CTaX COTPYAHUKA.

Tema 10. Opranuzanusi 1oKyMeHTo000poTa. CucTeMaTu3alus U XpaHeHHe JOKYMEHTOB.
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Opranuzanus TOKyMEHTOOOOpOTa: perucTpaius M ABIKEHHE JOKyMeHToB. HomeHkmarypa aen
OpraHu3alu: cojepxkaHue, (opma, HOPSAOK pa3paboTku M ynpasiaeHHs. OCHOBHbIE HPHU3HAKU
3aBeneHus aen. llopsmok ¢opmupoBanus A0KyMeHTOB B Jena. CpokM XpaHEHHS JOKYMEHTOB.
OKcnepTusa ILEHHOCTH JOKYMEHTOB. DBblielleHne IOKyMEHTOB C HCTEKIIMMH CPOKaMHU XPaHEHHS.
XpaHeHue U nepeaada JOKyMEHTOB.

3.2. ConepxaHue NPAKTHYECKOT0 0JIOKA TUCHHUILINHBI

Ounas ¢gopma 00yueHus (IOJTHBII CPOK)

Ne Tema npakTH4ecKoOro (CeMHHAPCKOro, 1a00PATOPHOI0) 3aHATHUS

1 2
Tema 2. HopmaTuBHO — METOIMYECKNE OCHOBBI JOKYMEHTALIMOHHOIO
o0ecrnieueHus yrnpapiIeHUs

I132 | Tema 3. Opranu3alinOHHO-IPaBOBasl CUCTEMA JOKYMEHTALUU

I133 | Tema 4. Opranu3zanOHHO-PacCIOPSIAUTEIbHAS] CUCTEMA
[134 | Tema 6. OcHoBHBIE (POPMBI JOKYMEHTOOOOPOTA B OpPraHU3aUN
[135 | Tema 7. ABTOMaTH3MpOBaHHBIE CPEJCTBA B JOKYMEHTAIIMOHHOM YIPABICHUU
Tema 8. CocraBnenue u oopMIICHHE OCHOBHBIX BUJIOB YITPABICHYECKUX

I13 6
JIOKYMEHTOB

37 Tema 9. Ocobernnoctu oopmiieHUs U BEACHUS JOKYMEHTAIUH 110 TUYHOMY
COCTaBy

38 Tema 10. Opranuzanus nokymeHToo0opota. CuctemaTH3anus U XpaHeHHe
JIOKYMEHTOB

OuHo-3a04Hast popMa o6yueHus (IMOJIHBI CPOK, YCKOPEHHOE 00yUYeHNE, OJTHOE YCKOPEHHOe

o0y4eHue)
Ne Tema NpaKTHYECKOTO (CEMHHAPCKOI0, JIA00PATOPHOT0) 3aHATHS
1 2

I131 | Tema 6. OcHOBHBIE (POPMBI JOKYMEHTOOOOPOTA B OpraHU3aIN
[132 | Tema 7. ABTOMaTU3MpOBaHHBIE CPEJICTBA B JOKYMEHTAIIMIOHHOM YIPaBJIE€HUU
Tema 8. CocraBieHue 1 opopmiIeHHEe OCHOBHBIX BUJIOB YIIPaBIEHUYECKUX

I13 3
JIOKYMEHTOB
3 4 Tema 9. OcobenHocTr 0hopMIIEHUS M BEACHHS JOKYMEHTAIMH 110 TMYHOMY
COCTaBy
3aounas ¢popma o6yuenus (OJIHbIN CPOK)
Ne Tema npakTH4YeCKOro (CEMHHAPCKOr0, 1a00paTOPHOIo0) 3aHATHS
1 2

I131 | Tema 6. OcHOBHBIE (POPMBI JOKYMEHTOOOOPOTA B OPraHU3AINH
I132 | Tema 7. ABTOMaTU3HpPOBAHHBIE CPEACTBA B JOKYMEHTALIMOHHOM YIIPaBJICHUH
Tema 8. CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB YIIPaBICHYECKUX

I13 3
JOKYMEHTOB

3 4 Tema 9. OcobennocT ohopMIIeHUS U BEI€HUS JOKYMEHTAINH 110 JINYHOMY
COCTaBY

3aounas ¢opma odyuenus (yckopeHHoe odyuenue Ha 6aze BO, mosHoe yckopenHoe o0yueHue)
Ne Tema npakTH4ecKoro (CEeMMHAPCKOro, JJa0OpPaTOPHOIO) 3aHATHA
1 2
I131 | Tema 7. ABTOMaTU3MpOBaHHBIE CPEJACTBA B JOKYMEHTAIIMOHHOM YIPABIECHUHU
32 Tema 8. CocraBnenue u opopMIeHHE OCHOBHBIX BUJIOB YIIPABIEHYECKUX
JOKYMEHTOB
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3.3. O6pa3oBaTebHbIe TEXHOJOTHH

Ounas popma o0yueHus (IMOJHbII CPOK)

Bun ®opma /
No Tema 3ansTHst yueo- MeTtoasbl % y4eOHOro
HOr03aH | UHTEPAKTHUBHO- BpeMeHHU
sI-TUS ro o0y4ueHust
1 2 3 4 5
Tema 2. HopmaTtusHo —
{ | MCTOAHMYECKHE OCHOBEI m Keiic-meton 100
JIOKYMEHTAIMOHHOTO
o0ecrnieueHus ynpaBIeHHsl.
Tema 3. OpranuzaioHHO-
2 | mpaBoBas cucTeMa 113 JenoBas urpa 100
JIOKYMEHTAITUH.
Tema 7.
ABTOMaTH3UPOBAHHBIE
3 | cpencrtBa B I13 Ketic-meTon 100
JIOKYMEHTAI[MOHHOM
yIpaBICHUH.
Tema 8. CocraBieHue u
4 0o opMIIEHHE OCHOBHBIX 3 Kefic-meTox 100
BUJIOB YIIPABIEHYECKUX
JIOKYMEHTOB.
Tema 9. OcobeHHOCTH
5 o opMIIEHHUS U BEJCHUS m3 Kefic-Metox 100
JIOKYMEHTAIUU TI0 TUYHOMY
COCTaBy.
Hroro % 31%

OuHo-3204Hast popMa 00y4eHHs (TOJTHBII CPOKYCKOPEeHHOE 00y4eHue, IOJTHOE YCKOPEHHO0e

o0yuyeHme)
Bnu
! ®opma /
yueouor Metoabt % yueOHOrO
Ne Tema 3anaTus 0 °y
HHTEPAKTUBHOT BpeMeHHU
3aAHATH
a 0 00y4eHusI

1 2 3 4 5

Tema 7.

ABTOMaTH3UPOBAHHBIE
1 | cpenctBa B 113 Keiic-meton 100

JIOKYMEHTAITMOHHOM

yIpaBICHUH.

Tema 8. CocraBieHue u

o opMIIEHHE OCHOBHBIX .
2 (bop I13 Ketic-meTon 100

BUJIOB YTIPaBIEHYECKIX

JIOKYMEHTOB.

Tema 9. OcobenHoCcTH

oopMIIEHHS U BEACHUS .
3 (op & I13 Ketic-meTon 100

JOKYMEHTAIUH TI0 THYHOMY

COCTaBy.

Hroro % 37,8%
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3aouHan ¢popma o0yueHnus (MOJHBIH CPOK)

Bnu
! ®opma /
yHeoHor Metoasbl % y4eOHOro
No Tema 3anarusa 0 a oy
HHTEPAKTUBHOT BpeMeHU
3aHATH
a 0 00yueHus

1 2 3 4 5
1

Tema 8. CocraBieHue u

odopmIIeHHE OCHOBHBIX o
2 (bop 113 Keiic-meron 100

BUJIOB YIPABIIEHYECKHUX

JIOKYMEHTOB.

Tema 9. OcoberHHocTH

odopMIIEHHS U BEIEHUS o
3 (bop A I13 Keiic-meron 100

JOKYMEHTAIUH TI0 THYHOMY

COCTaBy.

HUroro % 42.8%

3aounas ¢popma oGyuenus (yckopennoe odydenneHa 6aze BO, moJjiHoe yckopeHHoe 00y4eHme)

Bun ®opma /
e Tema 3aHsTHS yueOHOr MeTtoasbl % y4eOHOr0
0 HHTEPAKTUBHOTO BpeMeHH
3aHATHA 00y4YeHUst
1 2 3 4 5
Tema 7.
ABTOMAaTHU3UPOBAHHbBIE
1 | cpeacrBa B I13 Ketic-meron 100
JTOKYMEHTaI[HOHHOM
YIIPaBJICHUM.
Tema 8. CocraBnenue u
9 o(opMieHHEe OCHOBHBIX m Keiic-meron 100
BUJIOB YIIPABICHYECKUX
JOKYMCHTOB.
Htoro % 50%
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Pa3nen 4. Opranuzanusi caMoCTOSITEILHON PadoThHI 00yYarOIIMXCS

4.1. Opranuszanus caMOCTOATEJbLHONH PadoThl 00yYAIOIMXCS

Ne pexomenayemoii
Ne Tema qUMCHMITINHBI Ne ponipocosn p Ay
JINTEPATYPbI
1 2 3 4
1 Tema 1. OcHOBHBIE HOHATHS B 00JIACTH 1-6 1-6
JIOKYMEHTHUPOBAHUS
Tema 2. HopMaTuBHO-METOUYECKHUE
2 | OCHOBBI JOKYMEHTAIHOHHOTO 00ECTICUCHHS 7-12 1-6
YIIPaBJICHUS
Tema 3. OprauuzanoHHO-IIpaBOBas
3 p H p 13-18 1-6
cucTeMa JOKYMEHTAIU!
Tema 4. Opragu3aiioHHO-
4 P H 19-24 1-6
pacnopsiuTeNnbHas CUCTEMa
Tema 5. UadbopmanimoHHO-CIIpaBOYHAas
5 (bopma P 2531 1-6
cucrema
Tema 6. OcHoBHBIE (HOPMEI
6 (op 32-38 1-6
JIOKYMEHTOO0OpOTa B OpraHu3aIiu
Tema 7. ABTOMaTU3UPOBAHHLIE CPEACTBA B
7 p pea 39-45 1-6
JIOKYMEHTAIIMOHHOM YITPaBJICHUU
Tema 8. CocraBienue u ohopmiIcHUE
8 | OCHOBHBIX BHJIOB YIIPaBICHYECKHX 46-52 1-6
JIOKYMEHTOB
Tema 9. Ocobennoctu ohopmiteHuUs U
9 BEJICHUS IOKYMEHTALIUU 110 TUYHOMY 53-58 1-6
COCTaBy
Tema 10. Opranusanust TOKyMeHTOO00pOTA.
10 P LT 0Ky p 59-66 1-6
CucrtemaTu3zanusi 1 XpaHeHHE TOKYMEHTOB

IlepeuyeHb BONPOCOB, BHIHOCUMBIX HA CAMOCTOATEIbHYI0 PadoTy 00y4yalommxcst

BOooo~NoGRWDNE

18.
19.

0.
. CTpykTypa u 0cOOEHHOCTH O(OPMIICHHSI PETIAMEHTa KOJIJIETHAJIBHOTO OpraHa.
12.
13.
14.
15.
16.
17.

[Topsimok peructpanuu 10KyMEHTOB.

KoHTponb 3a UCIIONIHEHNEM TOKYMEHTOB.

Hasnauenue, BUibl ¥ MOPSAOK pa3pabOTKU HOMEHKIATYPHI J1e], TpeOOBaHUS K OOPMIICHHUIO.
[TonroroBka nein k nepenade U NOpAJOK NEpeadn A€l B apXUB I JAJIBHEHIIETO XPaHEHMS.
TpebGoBanMs K MPOBEACHUIO SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

Opranuzanus paboTsl ¢ TOKyMEHTaMHU, KOTOPbIe OTHECEHBI K FOCY1apCTBEHHON TalHe.
Opranuzanys paboTsl ¢ TOKYMEHTaMH, COAEPKAIIUMH KOH(DUIEHIUAIbHYI0 HHPOPMAIHIO.
CrpykTypa 1 opopmieHre NoJI0kKeHUs 00 OpraHU3aIMK WK O CTPYKTYPHOM I0/Ipa3ieiIeHUH.
Odopmnenune noBepeHHOCTEI.

Buns! noBepeHHOCTEN.

[TpaBuia opopmIIeHHUSI HHCTPYKIIUHA.

CrtpyKTypa T0KHOCTHOW WHCTPYKIIMH, METOIMKA COCTABIICHUS.

TpeboBaHMs K TOIHKHOCTHOMY PETJIaMEHTY.

Cucrema TuTaHOBOHM TOKyMeHTanuu. Ha3HadeHne 1 cocTaB TUIaHOBOH IOKYMEHTAIINH.

Bunsl, cocraBnenue u ohopMiieHne MIAHOBBIX TOKYMEHTOB.

CoctaB  uH(popmanuu, OCOOEHHOCTH  OQOpMIIEHHMS M  OpoLeAypa  YIOCTOBEPEHHUS
OpraHU3aIMOHHBIX JOKYMEHTOB — CTPYKTYypa U IITaTHAas YUCICHHOCTD, IITaTHOE pacliCaHue.
TpebGoBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO IOCTAHOBIEHUH, PEIICHUH.

Oransl TOATOTOBKU PACHIOPSIUTENBHOTO JOKYMEHTA.
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20.
21.
22.

23.

24.
25.
26.
217.
28.
29.
30.
31.
32.

33.
34.
35.

36.
37.
38.
39.
40.

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO MPUKA30B 10 JINYHOMY COCTAaBY.

OdopmieHune npuka3oB, pacCOPsHKEHUM 10 OCHOBHOM JIEATETLHOCTH.

CoctaB u oOmas XapakTepuCTHKa JOKYMEHTOB CHCTEMbl HH(POPMAIMOHHO—CIPABOYHOMN
JIOKYMEHTAIUH.

TpeOoBaHMsI K COCTaBICHUIO U O(DOPMIICHUIO CITYKEOHBIX, OOBSICHUTEIBHBIX W JOKIJIAIHBIX
3aIUCOK.

BryTpeHHUE U BHEITHUE JOKYMEHTHI.

TpeGoBanust K COCTaBICHUIO U O(OPMIICHHUIO CIIPABOK.

Bunbl cipaBok. CripaBKy BHYTPEHHHUE W BHEIITHHE.

TpeGoBanus k cocTaBieHHIO U 0opMIIeHHIO akTa. Buibl akToB. OCOOEHHOCTH yIOCTOBEPEHHUSI.
[Tepenncka kak Bu nenoBoro odmienns. CocTaB M Ha3HAUYCHUE TICPEITUCKH.

TpeGoBaHus K COCTaBICHHUIO U O(OPMIICHHUIO CITY>KEOHOTO MHUChMA.

PaznoBumHOCTH TTIcEM. OcOOCHHOCTH O(OPMIICHHS TAPAHTUHHOTO MHCHMA.

Hcnonp30BaHre CTaHIAPTHBIX BHIPAYKEHUH B 1€JIOBBIX MHCHMaX.

JIOKyMEHTHUpPOBaHNE KOJIETHATBHOU JEeATENHHOCTH (peepalbHbIX OPraHOB HCIOJHUTEIBHOM
BJIACTH, OPTaHU3AIUH, CTPYKTYPHOT'O Opa3ieNIeHuUs, COBETOB KOMHCCHUM U T. 1.

JIOKyMEHTBI, CO3/1aBacMbIe B TIPOIIECCE MOATOTOBKH COBEIIAHMS.

TpeGoBaHus K COCTaBICHHIO U 0(OPMIICHHUIO MPOTOKOIa. KpaTkue u mojgHble TPOTOKOJIBL.
Oco0OeHHOCTH TPOTOKOJIOB 3acelaHuii (elepallbHBIX OPraHOB HMCIIOJHUTEIHLHOW BJIACTH.
[TpOTOKOIIBI AKITMOHEPHBIX OOIIECTB.

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O(OPMIICHHIO TeJIerpamMM, TeIePOHOTpaMM.

Crtpykrypa pakCUMHIBHOTO COOOIIEHUS, 0COOEHHOCTU O(OPMIICHHUS.

[TpaBwiia cocraBieHUs U 0(hOPMIICHUS PEIICH3UM, OT3HIBOB U 3aKITIOUCHHI.

DTUKET c1ykeOHOTo mIuchMa.

SI3BIK ¥ CTHITB CITY’)K€OHBIX JOKYMEHTOB.

4.2. llepeyeHb y4eOHO-METOAUYECKOT0 00ecIeYeHNsI CAMOCTOATEIbHOI Pad0ThI 00y4ar0 M XCS

CamocTrosaTrenbHas paboTa 00ydaromMXcsi 0OecreynuBaeTcsl CIACAYIOUUMHU Y4eOHO-METOANUYECKUMHU
MaTepHaJaMu:
1. YkazaHusMu B paOouell mporpamme no aucuumiuge (m.4.1.)
2. JlexuuoHHBIE MaTepUaibl B COCTaBe y4eOHO-METOJMUECKOr0 KOMIUIEKCA 10 AUCIUIIIUHE
3. 3amaHUSAMH W METOJUYECKUMH PEKOMEHJALMSMH [0 OpPTraHW3allMi CaMOCTOSTENLHOW pPabOTHI
00yYaroIuXxcs B COCTaBe y4eOHO-METOANYECKOI0 KOMITJIEKCa M0 JUCIUIUIMHE.
4. T'moccapueMm Mo AUCLUHUILIIMHE B COCTaBEe y4€OHO-METOAMUYECKOTO KOMILIEKCA MO TUCIUIUINHE.

17



Pasznen 5. ®oHa O1eHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJISI U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

DoHO  OYeHOuHbIX  cpedcm8  no  QucyuniuHe — npeocmaesnsem — coOol  COB0KYNHOCMb
KOHMPONUPYIOWUX — MAMeEPUanos  npeoOHA3sHAYeHHbX Ol UMEPEHUs  YPOBHA — OOCHMUNCEHUs
00YYAIOWUMUCS YCMAHOBIEHHBIX pe3yibmamos oopazosamenvhol npocpammvl. POC no oucyuniure
UCNONb3YVeMC.  NpU  NPOBeOeHUU  ONEepamusHO20 KOHMPOIS U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus xk cmpykmype u codepxcanuro @OC Oucyuniunvl pezrameHmupyromcs
Tonodcenuem o ponoe oyeHoUHbIX MAMePUAIos no NPOSPAMMAM BbICULe20 0OPA308AHUSL — NPOZPAMMAM
bakanagpuama, mMa2ucmpamypul.

5.1. IlacnopT ¢oH1a OLIEHOYHBIX CPEICTB

QOunas dpopma 00yueHus (IOJHBII CPOK)
OuneHouHbIe
cpeacTBa Kon unaukaropa n
3 AECKPHUIITOPA T0CTHIKEHUSI
J 13, | CPO KOMIIeTeHIU i
C3)
1 2 3 4 5 6
OcHOBHBIE TOHATHS B 00J1aCTH Na-3 OIlK-1.1
JIOKYMEHTHUPOBAHUS nJ1-4 OIIK-1.1
N-5 OIK-1.1
1 Yo HPB | y-6 ork-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
HopmartuBHO — MmeToAMYECKHE nJ1-3 OIIK-1.1
OCHOBBI JJOKYMEHTAILIMOHHOTO Na-4 OIK-1.1
obecrieueHus yrpaBIeHUS NJ-5 OIlK-1.1
Yo KM | IIPB NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OpranuzanlnOHHO-TIPaBOBasl CUCTEMA NJA-3 OIK-1.1
JIOKYMEHTauH Na-4 OIK-1.1
NJ-5 OIIK-1.1
3 Yo Al 1PB NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OpranuzannoOHHO-PACIOPAIUTENIBHAS NJa-3 OIK-1.1
cucrema Na-4 OIK-1.1
NJ-5 OIlK-1.1
4 YO KM | TIPB VI1-6 OIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
HNHdopmaninoHHO-CIIpaBOYHast NJ-3 OIK-1.1
cucrema Na-4 OIK-1.1
NJ-5 OIlK-1.1
° 1PB NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OcHoBHbBIE (HOPMBI N-3 OIIK-1.1
6 | TOKyMeHTOO0OpOTa B OpPraHU3aINN YO | IIPB | /-4 OIIK-1.1
NJI-5 OIIK-1.1

Kontposmpyemsie pa3iennl (TeMbl)
AUCHMILINHBI
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VIJ1-6 OITK-1.1
WJI-1 OTTK-1.2
WJ1-2 OITK-1.2

ABTOMaTI/ISI/IpOBaHHI)Ie Cpe€acTBa B
JOKYMCHTAIITMOHHOM YITPaBJICHUN

YO

KM

I1PB

WJ1-3 OTTK-1.1
WJI-4 OTIK-1.1
WJI-5 OITK-1.1
WJI-6 OTIK-1.1
WJI-1 OTTK-1.2
WJI-2 OTIK-1.2

Cocrasnenue u opopmiieHue
OCHOBHBIX BHJIOB YIIPABIIEHUYECKHUX
JIOKYMEHTOB

YO

KM

I1PB

WJ1-3 OTTK-1.1
WJI-4 OTIK-1.1
WJI-5 OITK-1.1
WJI-6 OTIK-1.1
WJI-1 OTTK-1.2
WJI-2 OTIK-1.2

Ocobennoctu opopmieHus u
BEJICHUS JOKYMEHTAIMH TI0 JINYHOMY
COCTaBYy

YO

KM

I1IPB

WJ1-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

10

Opranuzanus J0KyMeHT0000poTa.
CucremaTtu3zanus U XpaHeHHE
JIOKYMEHTOB

YO

YO

I1IPB

WJ1-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OuHo-3204Has popMa 00yueHus1 (MOJHBII CPOK, yCKOPeHHOE 00yueHue, MOJHOEe YCKOPEHHOe

o0y4eHue)
OueHoyHbie
Ne KonTpoJupyemblie pasaeibl (TeMbI) cpeﬁc;Ba I ec;‘;&?;‘g:ﬁﬁ:ﬂ?‘cg{m
AHCIHILTHHEL J 13, | CPO KOMIIeTeHU i
C3)

1 2 3 4 5 6
OcCHOBHBIE TTOHATHS B 00J1aCTH Na-3 OIlK-1.1
JIOKYMEHTUPOBaHUS NJ-4 OIIK-1.1

N-5 OIK-1.1

1 Yo HPB | y-6 ork-1.1

N-1 OIK-1.2

NJI-2 OIIK-1.2

HopmatuBHO — MmeToaM4ECKHE Na-3 OIlK-1.1
OCHOBBI JOKYMEHTAIIMOHHOTO NJ-4 OIIK-1.1

9 obecrieueHus yrnpaBiIeHUs IPB Na-5 OIlK-1.1
NJ-6 OIIK-1.1

N-1 OIK-1.2

NJI-2 OIIK-1.2

OpranuzannoOHHO-TIPaBOBasl CUCTEMA NJ-3 OIK-1.1
JIOKYMEHTaIuH NnJ1-4 OIIK-1.1

3 HPB | y-s onk-1.1
NJI-6 OIIK-1.1
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VJI-1 OITK-1.2
WJI-2 OTTK-1.2

OpranuzanvoHHO-PACIOPAIUTENbHAS
cucreMa

YO

KM

IIPB

WJI-3 OTIK-1.1
WJI-4 OTTK-1.1
WJI-5 OTIK-1.1
WJI-6 OTTK-1.1
WJI-1 OTIK-1.2
WJI-2 OTTK-1.2

HNudopmMannoHHO-CIIpaBOYHAs
cucremMa

IIPB

WJ1-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OIIK-1.1
WJI-1 OTIK-1.2
1JI-2 OTIK-1.2

OcHoBHbIE (HOPMBI
JIOKyMEHTO000pOTa B OpraHU3aIuu

I[IPB

MJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

ABTOMaTI/I3I/IpOBaHHBIe CpCaACTBa B
JOKYMCHTAIIMOHHOM YIIPAaBJICHUU

YO

KM

[IPB

WJI-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

Cocrasnenue u opopmiieHue
OCHOBHBIX BHJIOB yIPABICHUECKHUX
JIOKYMEHTOB

KM

[IPB

WJI-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OcobenHoctu opopmieHus U
BCACHUA NOKYMCHTAUU IO JINYHOMY
COCTaBy

YO

KM

[IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

10

Opranuzanus J0KyMEHT0000poTa.
CucremaTtu3zanus u XpaHeHHe
JIOKYMEHTOB

[IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
MJI-1 OTIK-1.2
WJI-2 OTIK-1.2

3aounas popma o0yueHus (NOJHBIA CPOK)

KonTtposmpyemsie pa3aenl (TeMbl)
AUCUMILINHBI

OneHovyHblie

cpeacTBa

m3
(13,
C3)

CPO

Koa ungukaropa u
JECKPUIITOPA JOCTHKCHUSA
KOMIIeTeHIH

2

4

5

6

OCHOBHBIE TIOHATHUA B 00JIaCTH

YO

[IPB

WJI-3 OTIK-1.1
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JIOKYMEHTUPOBAaHUS

VIJ1-4 OTTK-1.1
WJI-5 OITK-1.1
WJI-6 OTIK-1.1
WJI-1 OTTK-1.2
WJI-2 OTTK-1.2

HOpMaTI/IBHO — METOANYCCKHUC
OCHOBBI JOKYMCHTALITUOHHOT'O
obecnieueHus YIpaBJICHUA

I1PB

WJ1-3 OITK-1.1
WJI-4 OTIK-1.1
WJI-5 OITK-1.1
WJI-6 OTIK-1.1
WJI-1 OTTK-1.2
WJI-2 OTIK-1.2

OpFaHI/I?)aI_[I/IOHHO'HpaBOBaH CHUCTCMa
AOKYMCHTAallU

I1PB

WJ1-3 OITK-1.1
WJI-4 OTIK-1.1
WJI-5 OITK-1.1
WJI-6 OTIK-1.1
WJI-1 OTTK-1.2
WJI-2 OTIK-1.2

Oprann3aliuOHHO-PACTIOPSAUTEIIbHAS
cucrema

YO

KM

I1IPB

WJ1-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

WHpopmalinoHHO-CIpaBOYHAs
cucreMa

I1IPB

WJ1-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OcHoBHbIE (HOPMBI
JIOKYMEHTO000pOTa B OpraHU3aluu

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJ[-2 OTIK-1.2

ABTOMaTI/IBI/IpOBaHHBIe CpeacTBa B
JAOKYMCHTAITUOHHOM YIIPAaBJICHUHN

KM

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

Cocrasnenue u opopmiieHue
OCHOBHBIX BUJIOB YIIPABIECHUECKUX
JIOKYMEHTOB

KM

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
MJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OcoOenHocTy 0popMIICHUS U
BE/ICHUS JIOKYMEHTAIUHU TI0 JIUNYHOMY
COCTaBYy

YO

KM

[IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
MJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2
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Opranuzanus J0KyMEHT0000poTa.
CucremaTH3anus 1 XpaHeHUE
JIOKYMEHTOB

I1IPB

VIJI-3 OITK-1.1
WJI-4 OTTK-1.1
WJI-5 OITK-1.1
WJ1-6 OTTK-1.1
WJI-1 OITK-1.2
WJI-2 OTTK-1.2

3aounan ¢popma o0yuenns (yckopennoe odyqyennena 6aze BO, mosiHoe yckopeHHoe 00y4ueHue)

Ne

KonTposmpyembie pa3aesibl (TeMbl)
AUCHMILINHBI

OuneHouyHblie

CpencTBa

3
(I3,
C3)

CPO

Koa ungukaropa u
AEeCKPUNTOPA J0CTUKEHUS
KOMITeTeHI[H I

2

4

5

6

OCHOBHBIE TTOHITUS B 00J1aCTH
JOKYMCHTHPOBAHUSA

YO

I[IPB

WJI-3 OIIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

HOpMaTI/IBHO — MCTOOHNYCCKHC
OCHOBBI JOKYMCHTALITMUOHHOTI'O
obecnieyeHus YIIPpaBJICHUA

I[IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OpFaHI/ISaHI/IOHHO'HpaBOBaﬂ CHUCTEMa
AOKYMCHTAlIUU

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OpFaHI/BaHI/IOHHO'paCHOp}I,I[I/ITCJ'H)HaH
CHCTEMA

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

HNHdpopmannoHHO-CIIpaBOYHast
cucreMa

I1IPB

WJI-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
MJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OcHoBHBIE (HOPMBI
JOKYMEHTOO00POTa B OpraHn3aIix

I1IPB

WJ1-3 OTIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
WJI-6 OTIK-1.1
MJI-1 OTIK-1.2
WJI-2 OTIK-1.2

ABTOMaTI/ISI/IpOBaHHI)Ie CpeacTBa B
AOKYMCHTAITUOHHOM YIIPAaBJICHUN

KM

I1IPB

WJ-3 OIK-1.1
WJI-4 OTIK-1.1
WJI-5 OTIK-1.1
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NJ-6 OIIK-1.1
-1 OIIK-1.2
NJI-2 OIIK-1.2
CocraBnenue u 0opMIICHHE N1-3 OIIK-1.1
OCHOBHBIX BHJIOB YIIPABJICHYECKUX Na-4 OIIK-1.1
JIOKYMEHTOB NJ1-5 OIIK-1.1
KM | IIPB NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Ocob6enHoctr ohopmMIICHHS U N1-3 OIIK-1.1
BEJICHUS JOKYMEHTAIMU 10 TUYHOMY Na-4 OIK-1.1
oo vo IPB | 06 Ok A1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Opranuzanus J0KyMeHT0000poTa. Na-3 OIlK-1.1
CucreMaru3zaius U XpaHeHue nJ1-4 OIIK-1.1
s o | 1S O
NJ-1 OIIK-1.2
N-2 OIIK-1.2

10

YcaoBHble 0003HAYEHNSI OLEHOYHBIX cpeacTB (CToaousl 3, 4, 5):

YO — Ycrublii (GpoHTaNIbHBIN, HHAUBUAYAIbHbBINA, KOMOMHUPOBAHHBIN) ONPOC;

IIPB — IlpoBepka pedepaToB, OTUETOB, PEIICH3MH, aHHOTAIMM, KOHCIIEKTOB, IpayecKkoro Marepuania,
3cce, MEPEBOJIOB, PEIICHU 3a/IaHH, BEIOJIHEHHBIX 38JJaHUI B AJIEKTPOHHOM BUJE U T.1.;

U — JlenoBas urpa;

KM — Keiic-meTon;

MIIT — MeTtoa MO3roBOTO LITYpMa;

/I — Jluckyccusi, moJeMuKa, TUCIyT, 1e0aThl.

5.2. llepeyeHb MPaKTHYECKUX (CEMUHAPCKUX) 3aaHUM
Tema Ne 4: «Opranu3anMOHHO-PACTIOPSAAUTEIbHAS CUCTEMA»

Leasblo, 3aHATHS SIBJISIETCS] H3y4YeHHe:
— OCHOBHBIX BHJIOB OpraHU3allMOHHO-PACTIOPATUTEIbHBIX JOKYMEHTOB.
- OcoOenHocTell cocTaBieHMsT U O(OPMIIEHUS OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX

JIOKYMEHTOB.

BOITPOCHI:

- CucreMa OpraHU3aIMOHHO-PACTIOPSAUTEIHLHON JOKYMEHTAIHH?

— PacniopsimuTenbHble TOKYMEHTHI: TPHUKa3, paclopsbKeHHe, MOCTaHOBIEHHE, yKa3zaHue,
penieHue?

Tema Ne 6: «OcHOBHBIE (POPMBI JOKYMEHT0000POTA B OPraHU3aLMI»

Lesblo, 3aHATHSA SABJISIETCS] U3yUYeHHeE:

- OcoOenHocTel cocTaBneHUs 1 0QOPMIICHUS CITY>KEOHBIX TOKYMEHTOB.

- I/I3yquHe ABVXKXCHUSA JOKYMCHTOB Ha TOProBOM MPEAINIPHUATHHA C MOMCHTA UX CO3JaHUA OO
3aBCPUICHUA NCIIOJTHCHUS WUJIN OTIIPABKHU.

- N3yuenne nporecca GopMUPOBaHUS €T, 03HAKOMJICHHE C OCHOBHBIMU 3TaraMu paboThI
10 IOJITOTOBKE JOKYMEHTOB K apXUBHOMY XPaHEHHIO.
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BOITPOCHI

Opranusanus 10KyMeHTo00opoTa:

Yro Takoe JOKYMEHTOOOOPOT MPEANPHUITHS, H KAKOBBI IPUHLIUIIBI €r0 OpraHu3aLuu?
KakoB mopsiiok mpoxokAeHHs ¥ UCIIOJTHEHHUS BXOIAIINX JOKYMEHTOB?

B uem 3akirouaroTcsi 0cO0OEHHOCTH pabOThI ¢ OCTYNAOIKUMU JOKYMEHTaMu?
[IpaBuna u GOPMBI pErHCTPAIIMK JOKYMEHTOB U HX OCOOEHHOCTH?

Kaxkxos MOPAAOK NOATOTOBKHU U MPOXOKACHUA UCXOAAIINX Z[OKYMCHTOB?

OnummTe MOpsIOK MPOXOKACHHUSI BHYTPEHHUX JOKYMEHTOB?

' KakoBns1 3aaa4u, BUAbI U CPOKHU KOHTPOJIA UCIIOJTHCHUA I[OKYMCHTOB?
®opmupoBaHue U XpaHEHUE JET:

NoookrwnpE

1. Uro Takoe HOMEHKIaTypa Aei npeanpusatus? Ee Buasl u 3HaueHue?
2. Yro Bel 3HaeTe o nopsake GopMUpOBaHUS €I U PACIIOIOKEHUS JOKYMEHTOB B HUX?
3. KakoB nopsiiok nepegauu Jei B apxus?

Tema Ne 8: «CocraBiieHue u OCl)OpM.]'[eHI/Ie OCHOBHBIX BU/10B YIIPABJICHYCCKUX TOKYMECHTOB»

He.]'lbl(), 3aAHATHSA ABJACTCH H3YUYCHUEC!:
- OCo0EHHOCTH COCTABICHUS U OQ)OpMHeHI/IH OpTraHHU3allMOHHBIX JOKYMCHTOB.

BOITPOCHI:

OcHoBHbIE TPeOOBAaHUS K COCTABIICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craH1apTHBIX OJIAHKOB OpraHU3aIIUH.

. o0muii OTaHK IPEAPUATHS.

. YIJI0BOM OJIAHK MUChMa TPEAIPUSITHUS.

. MPOJOTBHBIN OJIAHK MUChMA MPEIIPUITHS.

. MIPOJIOJIBHBIN OJaHK MHUChMa JOJKHOCTHOTO JIMIIA.

Cucremsl AOKYMCHTAUU:
2.0pFaHI/I3aHI/IOHHLIC JOKYMCHTBI: YCTaB, IIOJIOKCHHUEC, HWHCTPYKIHA, MITATHOC paclnucCaHuc,

IpaBUJIa BHYTPEHHET O TPYJOBOTO paclopsIKa.

Tema Ne 9: «Ocob0ennocTH 0opMIICHHS U BeICHUS JOKYMEHTAIMH 0 JJHYHOMY COCTaBY»

Leiblo, 3aHATHA ABJISETCH U3YYeHHE:
- N3yunTh XapakTEPUCTUKY M HA3HAYEHUE JOKYMEHTAINH 110 JUYHOMY COCTAaBY.

BOITPOCHI:
- OcoOeHHOCTH ~ JTOKYMEHTHPOBAHHUS  TPYAOBBIX  TpaBooTHOIIeHHH. (OcoOeHHOCTH

oopMmIIeHHs ITpreMa Ha paboTy, IepeBoia, yBOJIbHEHHS, KOMaHIUPOBKH, OTITyCKa?

- OCOOeHHOCTH BeIEHUS TPYIOBBIX KHUKEK?

5.3. TeMaTuKa NUCbMEHHBIX PadOT 00Yy4YAOUINXCSI

TemaTuka pedepaToB, 10KIAI0B, Icce:

1.
2.

©COoN AW

N300pakeHne repo0BOii CUMBOJIMKH Ha JTOKYMEHTAaX.

PexkBu3uT «ambO11eMa opraHu3aliii UiId TOBApHBIMA 3HAK (3HAK OOCIYKHWBAaHUS)», perjaMeHTallus
UCIIOJIb30BaHUS.

[Topsinox moanucanusi TOKyMeHTOB. CriocoObl 0pOpMIIEHUST PEKBU3UTA «TTOAMHCHY.

3aBepeHue KONl TOKyMEHTA.

[TouckoBble MPU3HAKU TOKYMEHTA.

PexBU3UTHI, HACHTUDUIMPYIOLIHE JOKYMEHT, €r0 aBTOpa B AJIEKTPOHHOM (opMe.

[TonsiTHe «cUCTEMBI TIOKYMEHTALIUN», PA3BUTHE CUCTEM.

Knaccugukanus cucreM T0OKyMEHTaLUH.

YHupuuupoBaHHble CUCTEMBI JOKYMEHTAIUH.

10. Obu1ast xapaKTEpUCTHKA CUCTEMbI OpPraHU3allMOHHO—TIPABOBOM JOKYMEHTAIUH.
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11. Knaccudukarus 10KyMEHTOB MO MpU3HaKaM. JJOKyMeHTHl o(uIuaibHbIe, CIyXKeOHbIe, INYHbIC,
JMYHOTO IPOUCXOMKAECHUS.

12. TlonsiTHe «10KyMEeHTO000pOT». OCHOBHBIE ITPaBHUJIa OPraHU3aUU JOKYMEHTO000pOTA.

13. TexHonorust 00pabOTKH BXOIAIINX JTOKYMEHTOB.

14. OrnpaBka UCXOASIIUX TOKYMEHTOB.

15. OcoGeHHOCTH ABUKEHUS BHYTPEHHUX JTOKYMEHTOB.

5.4. IlepeyeHb BONPOCOB MPOMEKYTOYHOI aTTeCTAllMU 1O AUCUUILIMHE

Bomnpocs! k 3auery:

IIpouenypa TOKyMEHTHUPOBAHUSA.

Jlenonpon3BoACTBEHHBIE ONIEPALUH.

[TousaTHS «yHUDUKAIUSI) U «CTaHAAPTH3ALMDY.

OO0bexThI ¥ 3a1aun yHUDUKanuu B chepe OV,

Bunael ctangapToB, ux craryc.

[TonsaTus «yHupupoBaHHas popma JOKyMEeHTay», «popMyisipodbpazer.

DopMyIIsIp COBPEMEHHOTO YITPABICHUYECKOTO JOKYMEHTA.

CrpykTypa 1OKyMEeHTa. 3aroJ0BOYHasi, coJiepKaTeabHast U 0(pOpMUTENbCKAsl YaCTH.

I'OCT P 6.30-2003. Ero coxepxanue, 3HaueHHe, 00JacTh MpUMeHEeHus, craryc. CocraB U

pacIoyio’keHNe PeKBU3UTOB JOKYMEHTOB.

10. TpeboBaHust K KOHCTPYUPOBAHUIO OJITAHKOB.

11. Bungsl Oj1aHKOB.

12. bnaHku NpenpUATHIA Pa3InIHBIX (OPM COOCTBEHHOCTH.

13. PexBU3UTHI, UCTIONB3YEMBbIE JUISl U3TOTOBJIEHUS OJIaHKOB.

14. PexBU3UT «HANMEHOBAHHUE OPTaHU3AI[MH—ABTOPA JOKYMEHTay, TPEOOBAaHUS K HEMY.

15. PeKBU3UT «MECTO COCTABICHHSI JOKYMEHTa».

16. PexBU3HT «CIpaBOYHBIC JaHHBIE 00 OpraHU3aIMH — aBTOPE JOKYMEHTA», €r0 COCTaB.

17. atel B nokymenTe. TpeGoBaHUs K X OPOPMIICHHUIO.

18. JlaTa kak coCTaBHasl 4aCTh IPYTHX PEKBU3HUTOB.

19. PexBU3UTHI «PErMCTPALMOHHBIA HOMEp JOKYMEHTa», «CChIJIKAa Ha PErHCTPAlMOHHBIA HOMEp M
JIaTy TOKYMEHTay.

20. Ilopsimok cornmacoBaHusl JOKYMEHTOB. BHyTpeHHee M BHeliHee coryacoBanue. OdopmiieHue
PEKBU3HTA HA OTJCITFHOM JIUCTE.

21. CoctaB ynocroBepeHHs JaoKyMmeHTa. llpaBuina odopmieHuss pEeKBU3UTOB, YIAOCTOBEPSIOIIUX
JIOKYMEHT.

22. OTMETKH Ha IOKyMEeHTe, UX 3Ha4eHue 1 0popMIICHHE.

23. Pezomonusi, ee 3HaYeHHE, MpeabsBIsieMble TpeOoBanusa. OcoOEHHOCTH 0(pOPMIICHHUST PE30ITIOLIUH
Ha OT/IeJIbHOM JIHCTE.

24. YHnUKaMs TEKCTa JOKYMEHTA.

25. CTpyKTypa TeKCTa pa3IMyuHbIX CIyXKeOHBIX TOKYMEHTOB.

26. O6mue TpeOOBaHUS K TEKCTY TIOKYMEHTA.

27. 3aroJoBOK K TEKCTY IOKYMEHTa, IPUIIOKEHUS K TEKCTY, TPeOOBaHUS K MX 0(hOPMIICHUIO.

28. Crioco0Obl yTBEpXkKIeHUS TOKyMeHTOB. [IpaBmiia opopmieHns peKBU3UTA «TpU( yTBEPKICHUSY.

29. TpeboBaHUs K POCTABICHUIO PEKBU3HUTA «OTTUCK TEYaTH».

30. [TepeyeHb MOKYMEHTOB, Ha KOTOPBIX IPOCTABISETCS OTTUCK medaTt. OTTUCK TepOOoBO TeyaTH Ha
JIOKYMEHTaX.

CoNok~wWNE
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Pa3zgen 6.0u1eHoYHbIE CPeCTBA MPOMEKYTOYHOM aTTecTANMH (C KIIOYAMM)

1. 3akonunTte ppazy(omeem ciedyem 3anucamov ¢ MAlIEHLKOU OYKBbL).
OO01enne, MPOUCXOASIIEe MOCPEICTBOM MUCHMEHHOTO TEKCTa (TTMCbMa, IOTOBOPA, PACIOPSIIUTEILHOTO
JIOKYMEHTa, Ha3bIBACTCS
[IpaBuJbHBINA OTBET: OMOCPETIOBAHHBIM.

2. Yemanosume npasunvhoe coomeemcmeue. CooTHECUTE (HYHKIIMOHATIBHBIC CTHIIH S3bIKA C UX
COZICPKaHHUEM:

1) PasroBopHBIii CTHIIb

2) HayuHblil cTHIIB

3) OdurimansHO-AEI0BOM CTHIIb

4) TlyOaumuCTHYECKUIN CTHIIb

5) Xym0KeCTBEHHBIH CTHITb

BapunaHnTsl 0TBETOB:

a) 00J1aCTh HAYKU U TEXHUKH (HAay4YHbIC CTAThH, JOKJIAJbl, yYYCOHUKH U T.1.)

0) oOmecTBeHHO-TIONIUTHYECKAs chepa (BBICTYIIICHHS TOTUTUKOB, H3BECTHBIX ITYOJIMYHBIX JIFOJICH,
CTaThH ra3erT, )KypHaJIOB)

B) chepa UCKyccTBa CoBa (XyA0KECTBEHHAs JIMTEpATypa: paccKasbl, IOBECTH, POMaHBI,
CTUXOTBOPEHUS U T.11.).

T') TOBCETHEBHAS Pedb (Pa3roBOPHI C APY3bSIMH, CEMbEN, B Mara3uHe, adporopTy, OOIMECTBEHHBIX
MeCTax)

1) 00J1aCTh 3aKOHO/IATEIILCTBA U JICTIOBOTO OOIICHUS (3aKOHBI, IIPUKA3BI, PACTIOPSKEHHS, TOKYMEHTHI )

IIpaBuabHblii oTBeT: 1-1, 2-2, 3-1, 4-0, 5-B.

3. Ilpouumaiime mexcm u 3anuwiume npasuivHulil omeem. Omeem ciedyem 3anuUcamov ¢ MAleHbKOU
Oykebl B opraHn3anum 3aKiIrOueH KOJUIEKTUBHBINA OToBOpP. C IENbI0 BBISBICHUS BO3MOXKHBIX YCIOBHH,
YXYIIIAOUIMX MOJI0KEHHEe PaOOTHUKOB IO CPABHEHHUIO C TPYAOBBIM 3aKOHOJATEIbCTBOM M HHBIMH
HOPMAaTUBHBIMU TPAaBOBBIMH aKTaMH, COAEP)KAIIMMHA HOPMBI TPYIOBOTO TpaBa, YKa3aHHBIA IPaBOBOM
aKT MPOXOJTUT MPOLEypY. ..

IIpaBuibHBIA 0TBET: YBEIOMHUTEIbHOI PerucTPallid B COOTBETCTBYIOIIEM OpPraHe mo Tpyay (Wjiu
YBEeAOMUTEJILHON PerucTpauum) (omeem cmyoenma moxcem Oblmb npeocmasien 6 uHmepnpemayuu,
9KBUBATIEHMHOU NPUBEOCHHOMY NPABUTLHOMY OMEemny)

4. Vkasxcume npasunibHyto nociedosameibHocms. B Kakoil Mocie10BaTeIbHOCTH HE00X0AUMO TTPOUTH
CJIEAYIOIIME ATAIlbl IPU aHAJIU3€ YIPABICHUECKUX JAHHBIX, YTOOBI 3(h(heKTHBHO NCIIOIB30BATh
CTaTHUCTUYECKHE METObI U 00ECIEUNTh NPUHATHE OOOCHOBAHHBIX PELICHUI?

AHann3 JaHHBIX

dopMynHpoBKa MPOOITEMBI

ITonroroBka qaHHBIX

[IpunsaTne pemenuit

COop maHHBIX

WHTtepnperanus pe3yabpTaToB

HpaBnJILHbm orBer:2—-5-3-1-6-5

ok wdpE
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Pasnea 7. Ilepeyens yueOHOI JUTEPaTYyPhl, HEOOXOAMMON AJIS0CBOCHUS TUCHUILINHBI

7.1. OcHOBHas JqUTEpaTypa

1. 3aitneBa, E. B. Jlemonpou3BOACTBO M JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO H
MYHUIUIAIBHOTO yHpasieHus : yueonoe nocodbue ans CIIO / E. B. 3aiiuesa, H. B. 'onuapoBa. — 2-¢
n3n. — CaparoB : Ilpodobpazosanue, 2021. — 176 ¢. — Tekct : anexrponHsid // I{udposoit
obpasoBatenbHbiii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
Pexum noctyna: ajist aBTOpU3Hp. MOJIb30BaTENEH

2. CrenanoBa, E. H. Opranuzanus W CONPOBOXKIEHHE DSJIEKTPOHHOTO JTOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CrennanoBa. — Capato, Mocksa : [IpodoOpaszoBanue, At [Iu Ap Menaua,
2021. — 176 c.— Tekcr : anextponHslit // Lludposoit odpazosarensubiii pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Peskum moctyma: aiis aBTOPU3HP. MMOJIb30BaTENCH

3. XauatpsH, I'. A. Opranu3zamus 1 COnpoBOXKAECHUE SIEKTPOHHOTO JTOKyMEHTO000pOoTa : yueOHUK
s CIIO / T'. A. Xawatpsia, . B. Ky3nenoBa. — CapartoB, Mocksa : [IpodobpazoBanue, At [lu Ap
Menua, 2020. — 156 ¢. — Texkcr : anekrponnsiii // Lludposoii oOpasosarenbhsiii pecypc IPR SMART :
[caiir]. — URL: https://www.iprbookshop.ru/97086.html. — Pexwum mocryma: s aBTOPH3HP.
II0JIB30BAaTENEH.

7.2. lonotHUTE/ILHAS JIUTEPATypa

4. Kyszuenora, . B. KondunennumanbHoe IeTOMPOU3BOJACTBO W 3AIMIIEHHBINA 3JICKTPOHHBIN
JIOKYMEHT0000poT : yueOHoe nmocobue amns 6akanaspos / . B. Ky3unenosa, I'. A. Xauatpsn. — Mocksa :
Aii ITu Ap Meana, 2020. — 192 ¢. — Texkcr : anextponssiii / LHndposoii oOpasoBarensHsblii pecype [PR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html — Pexxum moctymna: aast aBTOpU3Up.
II0JIB30BATENEH.

5. CucTeMbl 3JIEKTPOHHOTO TOKYMEHTO000pOoTa : yuyebHoe nocodue (1a00opaTOpHBIM MPAKTUKYM) /
cocraButrenn M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii ¢enepaibHbIii YHUBEPCHUTET,
2019. — 109 c. — Tekcr : anextponHsii // Lludposoit oOpazosarenssiil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3Hp. HOJIb30BaTeNeH

6. CrenanoBa, E. H. Cuctema anekTpoHHOT0 JOKyMeHT000opoTa (00s1adyHoe peuieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [Tu Ap Menua, 2021. — 182 ¢. — TexkcT : 31MeKTpOHHBIH //
[Mudposoit 00pa3oBaTeNbHBIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexxum noctyna: asst aBTOpU3Hp. NOJIb30BaTeNeH

7.3. Ilepeuennb pecypcoB HHPOPMAIMOHHO-TEIEKOMMYHUKAHOHHOI ceTu «AHTepHET»
7. http://www.consultant.ru/— KoncynsraTat [Imtoc

8. http://www.garant.ru/— T"apanT

9. IIporpamMmHOe obecriedeHue Uik OpraHu3aiy KOH(epeHIINN
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Paznen 8. MatepnajibHO-TeXxHHYecKasi 6a3a M1 MHGOPMALMOHHBIE TEXHOJIOTHH

MartepuanbHO-TeXHHYECKasA 0a3a, HeoOXoAMMAasi JJsl OCYLIECTBJIEHHUS 00pPa30BaTeIbLHOIO
npouecca no JUCHUILINHE:

MatepuanbHO-TEXHUYECKOE OOecreueHrue AUCHUILTUHBL «Jl0OKyMeHTauMOHHOe olecneyeHne
ynpaBJieHHs» BKJIIOYaeT B ce0s ydeOHbIE ayIuTOpPHM ISl TPOBEACHUS 3aHATUH, TPYNIOBBIX H
UHAMBUAYAJIbHBIX ~ KOHCYNbTallMd, TEKYIIEro KOHTPOJS W  IPOMEXKYTOYHOM  arTecTaiu,
CaMOCTOSITEIILHON padOThI 00YJArOIIHXCS.

Y4eOHble ayIUTOPUM YKOMIUJICKTOBAHBl CHEHATU3UPOBAHHON MeOeIbl0 U TEXHUYECKHUMHU
cpeactBamMu  oOydenusi. IlomemieHuss s CaMOCTOATENBHOM pPabOThI OOYYarOIIMXCA OCHAIEHBI
KOMIIBIOTEPHON TEXHUKON C BO3MOYKHOCTBIO MOAKIIOUEHHU K ceTu HTepHeT.

JlucuumuimHa MOXKET Peali30BbIBATHCS C MPUMEHEHHEM TUCTAHLIMOHHBIX TEXHOJOTHH O0y4eHUs.
Crneunduka peanuzanuyu AJUCHUILUIUHBL C TNPUMEHEHHEM JUCTAHIIMOHHBIX TEXHOJOTUH OO0y4YeHHs
yCTaHaBJIMBAETCsS JOMOJIHEHHEM K paboueil mporpamMme. B uwacTu He mpoTHBOpedaiei crenuduxe,
U3JI0’)KEHHOM B TOTIOJTHEHUH K ITPOrpaMMe, IIPUMEHsETCsl HacToslas paboyas mporpamma.

MarepuanbHo-TeXHUYECKast 0a3a, HEOOX0aUMast IJIsl OCYIIECTBICHHS] 00pa30BaTEeILHOTO IIpoliecca
M0 TUCIUILIMHE C MPUMEHEHHEM TUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUH BKIIOYAET B ceOsl:

KoMmmnbrorepHasi TexHHKa, pacrnojokeHHas B yueOHOM koprmyce Muctutyra (yn.Kauunimes, 63,
kabuHeT LleHTpa MuCTaHIIMOHHOTO O0YYEeHHUS):

1. Intel i 3 3.4Ghz\O3VY 4Gh\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3IUYHBIE SJICKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEPHI, HOYTOYKHM, IUIAHIIETHI M WHOE), a TaKXKe
CpEeIICTBA CBSI3U IpernojjaBaTesiei U CTYACHTOB.

WNHdpopManmoHHbIE TEXHOJIOTHH, HEOOXOMMBIE ISl OCYIIECTBICHUS 00pa30BaTeIbHOIO MpoIecca
MO0 TUCIUILIMHE C TPUMEHEHHEM TUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUI BKIIOYAIOT B ceO0sl:

- cuctema aucrtannunonnoro obydenus (CZ1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 10YTa;

- CUCTEMA KOMITBIOTEPHOT'O TECTUPOBAHNS;

- Hudposoii obpazosatenbublil pecypc IPR SMART;

- CUCTeMa MHTEPHET-CBSI3U skype;

- TeneOHHas CBSI3b;

- IpOorpaMMHOe oOecrieueHue I OpraHnu3alui KOH(PEpEeHIUH.

OOydeHne o00y4aromMXCS HWHBAIWIOB M OOYYarOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
310pOBbsl  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS CHELUAIBHBIX TEXHUYECKHX CpENCTB B
3aBUCHUMOCTH OT BHJIa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4eOHBIX 3aHATUH 1O JAUCUUIUIMHE MCIOJIB3YIOTCS MYJIbTHUMEIUIHbIE
KOMIUIEKCBI, FIEKTPOHHbIE YUEOHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHbIE K OTPAaHUYEHHUSM 370POBbs
oOyJaromuxcs.

JlexumoHHble ayaUTOPUU OOOpPYNOBaHBl MYJIbTUMEIUWHBIMH KadeapaMu, MOJKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIJIUTh 3BYK JUIS KaTETOPHH CIa0OCHBIIIAINX 00yJaloMXCs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEIMYMBAIOT U300paKEHUE B HECKOJBKO pa3 U MO3BOJISIOT
BOCIIPHHUMATh YU€OHYI0 HHPOPMALIMIO 00YJAIOIUMCS ¢ HAPYIICHUSMHU 3PEHUS.

[Tpu oOyueHuu JUI] C HAPYIICHUSIMHU CIIyXa HCIONb3YETCS YCUIIMTENb CayXa JUIs clIadoCbIIIanX
monaeir CyberEar momens HAP-40, momoratommii oO0y4aeMbIM JIydllle BOCIHPUHUMATh Yy4eOHYIO
uH(pOpMaIHIO.

OOyuaromecss € OTpaHMYCHHBIMH BO3MOXKHOCTSIMHM 3/I0POBbs, OOECIE€YEHbl IEYaTHBIMU H
3JIEKTPOHHBIMU 00pa30BaTENbHBIMU peCypcaMu (MporpamMmbl, yueOHUKH, yueOHbIE TOCOOUS, MaTeprabl
JUISL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMmax, aJaNTUPOBAHHBIX K OIPAaHUYEHHUSM HX 370POBBS H
BOCTIPUATHUS UHPOPMAIUH:

JJIS1 JIML C HAPYIIeHUSIMHU 3PEeHus:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina;
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JJIS1 JIAIL ¢ HAPYIIEHUsIMU CJIyXa:
- B Ie4aTHoO# opme;
- B (hopme 3IeKTPOHHOTO TIOKYMEHTA;

JUIS1 JIMIL ¢ HAPYUIEHUSIMH ONOPHO-IBUTATEJbHOI0 annapara:
- B Ie4aTHOH opMme;

- B (hopme 31eKTPOHHOTO JOKYMEHTA;
- B hopme aynuodaiina.
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Pasznen 9. MeToauuyecKue YKazaHusd 1J1s1 oﬁyqammnxcsl M0 OCBOCHHMIO JHCHUIIJINHBI

JUIss  ycmemHoro YCBOEHHUS JIEKIIMOHHOTO MaTepuana OOYyYaloUIuiics JOJDKeH IPOCMOTPETh
y4eOHYyI0 JIUTepaTypy MO TeMe JIEKIMHM C TeM, 4TOObl MMETh XOTs Obl MpejcTaBleHHE O Mpoldiemax,
KOTOpbIe OyayT pa3duparbcs B JieKuud. OH JOJDKEH TAaK)Ke MBICJICHHO MPHUIIOMHHUTBH TO, YTO yXe 3HAET,
KOIZla-TO 4WTaJ, H3y4aJl IO JPYI'MM MpeAMeTaM IPHUMEHUTENBHO K JaHHOM Teme. [naBHoe B
IpOJIeTIaHHOM paboTe K JeKuuu — (popMupoBaHHE CYOBEKTHBHOIO HACTPOS HA XapakTep MH(POpMAIUH,
KOTOPYIO OH IOJIYYUT B JIEKIMM IO COOTBETCTBYIOLIEH Teme. MHoOrma Juist 3Toro ObIBaeT JOCTaTOYHO
03HAKOMUTBCS C TUIIOBOW pabovell mporpaMMoi Wik y4eOHBIM PYKOBOJCTBOM.

[TpoOnemHas JieKLMs HE TOJBKO PACKpPbIBAET IMYHKTBI, IPOOJIEMbI, TEMbI, KOTOPbIE HAXOIATCS B
nporpaMMe, HO M 3acTaBisieT 0Oydaromiero MbBICIUTh YKOHOMHYECKH TPAMOTHO, MCKaTh HOBBIC MYTH H
CpencTBa pelieHus HaumOosiee CIOKHBIX mpobseM. OnHa oOnagaeTr OoJybmiol HMH(POPMAITMOHHOM
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPEro/aBaTellb yCIEBACT MU3JIOKUTh TaK MHOTO MPOOJeM, MBICICH,
ujel, 4To Ha/l0 He NOoTepAThCs B 3ToM MHpopmanuu. OOyyaromuiicss JOKEeH NOMHUTh, YTO HMKAKOM
y4eOHUK, HUKaKas MOHOTrpadusi WM CTaThsl HA MOTYT 3aMEHUTh y4eOHyI0 Jiekuuio. B cBowo odepensp,
paboTa Ha JIEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEJIbHOM, MHTEIUIEKTyalbHOH paboThl, Tpelyromeil
HaNpsDKCHUsI, BHUMAaHU, BOJIM, 3aTpaT HEPBHOU M (pu3nueckor sHeprun. Beck nmpoOiieMHbIi MaTepual,
cooOlaeMblii mpernojaBaTeneM, AOJKEH HE MPOocTo MpociymuBaTbes. OH JOKEH OBbITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIAH, OCMBICICH, MOHAT, 3a(uKcHpoBaH Ha Oymare W 3aKperyieH B ITaMSTH.
[Tpuctynass Kk CiIylmIaHMIO HOBOIO MaTepuaia, IOJE3HO MBICIEHHO YCTaHOBUTb €r0 CBfA3b C paHee
M3YYEHHBIM, YSCHUTh, HA YTO ONHUpaeTcs u3aoxkeHHas Tema. Cres 3a TEXHUKOW YTEHUs JIEKIUHU (aKLIEHT
Ha CYIIECTBEHHOM IOBBIIIEHUH TOHA, U3MEHEHUS pUTMa, M1ay3a | T.I1.), 00y4JarolMics JOKEH BCe] 3a
IpernojaBaTesieM YMETh BBIICNSATh OCHOBHBIE KaTErOpUH, 3aKOHBI U UX COJEp)KaHue, MPoOIeMbl U UX
BO3MOXHBIE pEIleHUs], JO0Ka3aTelnbcTBa M BbIBOJBL. OcyliecTBisAs Takylo palotry, oOyuarouiuiics
3HAYUTEIBHO 00Jieryaer cede rryboKoe MOHMMaHHE MaTepHalia, ero KOHCIEKTHPOBAHUE U JalibHeHIee
U3YYCHHUE.

3anuch JEKIUN SBISETCS BAKHEUIIIMM 3JIEMEHTOM paboThl oOydJaromierocs: Ha Jiekuuu. KoHcnekT
H03BOJISIET eMy 00padoTaTh, CHCTEMATU3UPOBATh U JIYUIlle COXPAHUTh MOJYYEHHYIO HH(POPMALIUIO C TEM,
YTOOBI B OYyIlIEM OH CMOT BOCCTAaHOBUTH B MIAMSITH OCHOBHBIE COZIEPKATEIbHbIE MOMEHTBI JIEKIHH.

Tunuynas ommoOka oOyyaromuxcs — JIOCJIOBHOE KOHCIEKTHpoBaHHe. Kak mpaBuio, mpu 3amucu
CIIOBO B CJIOBO HE OCTAaeTcs BPEMEHHM Ha O0AyMbIBaHME, aHAIM3 U CUHTEe3 HH(popmauuu. MckyccTBo
KOHCIIEKTUPOBAHMsI CBOJUTCS K HaBBIKAM CBEPTHIBAHUS MH(OPMALUH, T.€. 3aIMCH €€ CBOMMHU CIIOBaMH,
YaCTUYHO CJIOBOCOYETAHUSIMH JIEKTOPA, ONpEAENEHHbIMA U MPOCTO HEOOXOAMMBIMU COKpAIICHUSIMHU U
UHBIMHU [IPUEMaMHM, HO TaK, YTOObI CyMETh BHOBb Pa3BEpHYTh MH(OPMAIHMIO O€3 CYIIeCTBEHHON MOTEPH.
Otbupass HyXHYIO HH(OpPMalLMIO, TJIaBHBIE MBICIH, MPOOJIEMbI, PEIIEHUs U BBIBOJBI, OOydaromieics
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0parThcesl.

IIpn BeeHMM KOHCIIEKTA JIEKIUKA €CThb MaTepuall, KOTOPbIM 3allMChIBAETCS JOCIOBHO, HallpuMep,
(GOpMYIHPOBKM HOPMATUBHBIX aKTOB, OMNPEAEICHHS OCHOBHBIX KPUMHHOJIOTHUYECKMX KaTeropui u
3aKOHOB. [Ipu 3TOM OOy4aronuiicss JOMKEH i ce0si B KOHCTIEKTE BBIJCIUTH TJIABHYIO MBICIB, HJICIO B
OIPEAEIICHUN TOTO WJIM MHOTO MOHATHS, €r0 CYIIHOCTh, HE CTAPasCh CPa3y MOHATH €ro B AETaAX. JTO
MO3BOJIUT W3HAYAJIBHO YCBOUTh SKOHOMMYECKHE IOHSTHS, ONUPAsICh HA TJIABHYIO MWJIEI0, YSICHUTDH
CYILLHOCTb.

B koHcnekTe siekuuii 00sS3aTeabHO 3aMUCHIBAIOTCS: HA3BAHHUE TE€MBbI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHyeMas JIuTeparypa. TeKCT JeKIUH JOJDKEH ObITh pa3/ieleH B COOTBETCTBHH C IJIAHOM.

C OKOHYaHMEM JIeKITMU paboTa HaJ KOHCIIEKTOM MOXKET CUUTAThCs 3aBepiieHHo. HyxHo ere
BOCCTAaHOBUTBH OTJEJIBHBIE MECTA, IPOBEPUTH, BCE JIM MOHATHO, YTOUYHUTH YTO-TO HA KOHCYJIbTALUH,
MPEIIPUHITh UHbIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT OBITh MCMOJb30BaH B MPOIECCE MOATOTOBKU K
cEMHMHapaM, DJK3aMEHY, A JaJbHEWINEro W3ydyeHUs TeMbl, Ha npakTtuke. KoHcnekr nexkuui —
HE3aMEHUMBIH y4eOHBINH JOKYMEHT, HEOOXOAUMBIH /1JIsi CAMOCTOSITENTbHOM paboThlI.

TemaTnueckuM IIJJaHOM H3Y4YEHMs] JAMCLMILIMHBI IPELYCMOTPEHBl IPAKTUYECKHE 3aHATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO IIPEIOJIAraeT ABa 3Tana padoThl 00yJaroIIXCs.

[TepBbIii 3Tanm — ycBoeHUe TeopeTHyeckoro mMarepuana. Ha mepBom srtamne oOydaronuiics AOJKEH
oTpaboTaTh M YCBOUTH Y4eOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HCIONb3YyS METOAUYECKHe
PEKOMEHIALNH 10 TIOATOTOBKE K CEMHUHAPY.
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Btopoil stan npeamnonaraeT BBINOJIHEHUE MPAKTUYECKOTO 3anaHus. KOHKpeTHO Takoe 3ajaHue
naetcst o0ydJaroieMycsl MmpernojaBaTesieM B KOHLE 3aHSATHSA, MPEIUIeCTBYIOLIET0 MPaKTHUYECKOMY. DTO
MOKET OBITh MOJATOTOBKA KOHCIIEKTA, TIaH PabOThI IO TOW WM MHOM CUTYAIlNH, TUIaH Oecebl U T.11.

3amaHusi TOJKHBI OBITH BBINOJIHEHBI MUChbMEHHO. Kpome TOro, mo TeopeTHUYEeCKHM BOMpPOCAM
00y4aromuics T0JKEeH NOArOTOBUThH paboyne TIaHbl CBOMX OTBETOB HA HUX.

JomanHee 3amanue 0O0ydyaroOUIUIiCs TOTOBUT CAaMOCTOSTEIbHO, yJeNsisi Ha MOJITOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBINOJIHEHMM [OMAIHErO 3aJaHUS OH MOXET I0Jb30BaThCSl TEXHUYECKUMU
CpeIcTBaMU, yueOHOM IUTepaTypoi, KOHCIIEKTaMu JIEKIUi U A.p. PekoMenayercs yarie oOpaiiatscs 3a
KOHCYJIbTAIlMSIMU ¥ OKa3aHHEM HEOOXOAMMOM MOMOIIHU K IpenoaBaTessm Kadeapol.
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Y4yeOHO-MeTOANYECKOE U3JaHNUE

Pabouast nporpamMma yueOHON JUCIUTIIMHBI

JlokymMeHTauMoHHoe obecneueHre ynpasnexwuna

(HauMeHoeaHue aucuul’lﬂqul 6 coomeemcmeuu Cy'{€6HblM
naaHoM)
Neaenésa Mapuna BukTopoBHa

(©amunus, Umsa, Omuecmso cocmagumens)
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