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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. llesm ocBoeHMsI AUCUUTIJIMHBI

JucuumirHa «/lokyMeHTAaHMOHHOe ofOecreyeHHe YNPaBJEHHs HA NPeINpPHATHIX CEPBHCA
BXOAHUT B DJieKTUBHBbIe Jucuuiuimabl b1.B./12.1 no nanpasnenuto moarotoBku «43.03.01 CepBucy,
HanpaBJieHHOCTh (nmpoduiib) «CepBUC HHAYCTPHH FOCTENPHUMCTBAY.

Llenbto TUCHMIUIMHEI sIBIIsieTCsl opMupoBaHue kKommereHuui (¢ coomeemcmeuu ¢ @I'OC BO u
mpebosanusAMU K pe3y1bmamam 0C80eHUs OCHOBHOU NPOYeccUOHAIbHOU 00paA308aMeNbHOU NPOSPAMMbL
(011011 BO)):

OIIK-6 Cnocoben npumenams 6 npoheccuoOHAIbHOU OeAmMeNbHOCIU HOPMAMUBHbBIE NPABOBbLE
aKkmbul 6 cghepe cepsuca

Jeckpunmopul oduienpogheccuonanbHvIX KOMHEmeHyuiL:

OIIK-6.1 CrocobeH HaWTH W MPUMEHUTh HOPMATUBHO-TIPABOBYIO JOKYMEHTAIMI0 B OO0JIACTH
podecCuOHaIbHOMN e TeIbHOCTH

OIIK-6.2 CnocoGeH TrpaMOTHO COCTaBJIATh JOKYMEHTHI M BECTH JOKYMEHTOOOOpPOT Ha
NPEANpUATHIX ¢ cOOII0AEHUEM 3aKkoHoaaTenbcTBa Poccuiickoit @enepaliuu 0 NpeocTaBIeHUH YCIyr B

cdepe cepBuca U BEIOMPATH IPEIMOYTUTEIBHBIN CTUIIH JIEJIOBOTO OOIICHHUS

Ilepeuncnennbie
MOCTHKEHUA KOMIIeTeHIIHUH:

KOMIIETEHIINH ~ (OPMUPYIOTCS B

nporecce

AOCTHIKCHUS HMHIAUKATOPOB

O0o00menHas TpyaoBas

Koa u HauMeHOBaHMe

Koa u HauMeHOBaHMe HHIUKATOpa

(pynxknus/ tpygosasi GyHKuus JeCKpUITopa JOCTHKEHHsI KOMIeTeHIui (13
KOMIIETEHIIM i I1C)
ncC 33.007 OIIK-6.1  CnocobeH | 3nanue:
«PykoBoauTenb/ynpaBasiommi | HAUTH u npuMeHnTs | 33.007 PykoBoaurein

TOCTHHHYHOI0 KOMILJIEKCA/CeTH

rocruHu» B.  Ynpasienue
TeKyei NeATEIHLHOCTBIO
JAenapTaMeHTOB (cy:x0,
OT/1€JIOB) TOCTHHHUYHOIO
KOMILIeKca

B/01.6 VYpasnenue
pecypcaMu JlenapTaMeHTOB

(cmyk0, OT/AENOB) TOCTUHUYHOTO
KOMIUIEKCa
Tpynossie pynkunu I1C

33.008 «PykoBogurtenb
NpeanpusITHS NTHTAHUSD

B. YnpasJienue
TeKyLen AeATEeJIbHOCTBIO
AenapTaMeHTOB (coryx0,
OT/1eJ10B) npeanpuATHs
NUTAHUA

B/01.6 VYipasieHue
MaTepualibHBIMU pecypcaMu MU
HIEPCOHAIOM JlenapTaMeHTOB

(cmy0, OTHENOB) MPEAIPUSITUS
INUTaHUA

B/03.6 Kontpomr u
OLICHKA 3P PEKTUBHOCTH
NEeSITeTPHOCTH  JICTIaPTaMEHTOB

(cayx0, OTHENnoB) MpPEeaIpPUATHS
UTaHHS

HOPMAaTHUBHO-TIPABOBYIO
JOKYMEHTAIMI0 B 00JIacTh

npodeccuoHaIbHOM
JIEATEIbHOCTH

OIIK-6.2 CnocobeH
IPaMOTHO COCTaBJISATh
JOKYMCHTBI u BECTH
JIOKYMEHTO000pOT Ha
MIPEANPUATHIX c
CcoOMI0ICHUEM
3aKOHOJIaTeIILCTBA

Poccuiickoit ®Depepanuu o
MPEIOCTaBIEHUH YCIYT B
cthepe cepBuca U BBIOHMpATh
MPENNOYTUTENbHBI  CTUTIh
JIEJIOBOTO OOIICHUS

/ynpaBasiioIuii rOCTHHUYHOT O
KOMILJIEKCa/CeTH TOCTHHHIL

HJI-1 OIIK- 6.1 3akoHOAATEIBCTBO
Poccuiickoit denepanuu o
MPEIOCTaBIEHUU TOCTHHUYHBIX
yeayr B/01.6

Na-2 OIIK- 6.2
Crenuanu3upoBaHHbIE IPOTPAMMEBI,
UCTIONb3YeMbIe B TUChMEHHBIX
KOMMYHHUKAIUAX, B TOM YUCJIE
BO3MOXKHOCTH MH(OPMAIIMOHHO-
TEJICKOMMYHUKAIITMOHHON CETH
"Unrepuer" B/02.6

33.008 PykoBoauTesb
npeanpusTus NUTAHUS

NJI-3 OIIK- 6.1 3akoHOIaTETBCTBO
Poccutickoii denepanuy,
perynupymoliee 1eaTeIbHOCTh
npeanpustuii nuranus B/01.6
NJ-4 OIIK- 6.2
Criennanu3upoBaHHbIE IPOTPAMMEI,
HCIIOTh3YEMBIC B MMCHhbMEHHBIX
KOMMYHHKAITUSIX, B TOM YHCIIe
BO3MOKHOCTH WH(OPMAITMOHHO-
TEJIEKOMMYHUKAIIMOHHON CETH
"UnTepuer"B /02.6

Ymenus

33.007 PykoBoaureJb
/ynpaBasiiOIuii rOCTUHUYHOTQ




KOMILJIEKCa/CeTH TOCTHHHMIL

NJI-5 OIIK- 6.1 Opranu3oBbIBaTh
paboThI 1O MOATBEPKICHUIO
COOTBETCTBUSI TOCTUHHUYHOTO
KOMILJIEKCA CUCTeME KlacCu(UKauu
TOCTUHUIL M UHBIX CPEJICTB
pasmenienus B/03.6

NJI-6 OIIK- 6.2 BrageTs HaBbIKaMU
OpTraHU3aIlH YCTHBIX U
MUCHbMEHHBIX KOMMYHUKALIUN C
MOTpeOUTENSIMU, TAPTHEPAMU U
3aMHTEPECOBAHHBIMHU CTOPOHAMU
B/02.6

33.008 PykoBoauTe/b
npeanpusTus MUTAHUS

NJI-7 OIIK- 6.1 Ananu3upoBathb
po6seMbl B PYHKIMOHUPOBAHUH
CUCTEMbI KOHTPOJIA,
IPOTHO3MPOBATH UX MOCIEACTBUS U
NPUHUMATH MEPBI IO UCIPABICHUIO
¥ HEJIOIYIICHHUIO MOT00HBIX
cutyanuii B oOyaymem B/03.6

M-8 OIIK- 6.2 BianeTh HaBBIKAMH
OpraHM3allH YCTHBIX U
MCHbMEHHBIX KOMMYHUKAIUH C
noTpeduTensiMu, apTHEpaMH,
3aWHTEPECOBAHHBIMU CTOPOHAMH
B/02.6

Hmeem nasviku u (unu) onvim:
33.007 PykoBoauresnb
/ynpaBisiiOuii TOCTHHHYHOTO
KOMILIEKCA/ceTH TrOCTUHMI

NJ-9 OIIK- 6.1 ®opmupoBanue
CHCTeMbl OM3HEC-TIPOLIECCOB,
pErIaMeHTOB U CTaHAApPTOB
TOCTUHUYHOTO KomIuiekca B/01.6
N/-10 OIIK- 6.2 Pazpemenue
NpoOJIEMHBIX CUTyalui
noTpeduTenei, mapTHEPOB,
3aMHTEepeCcOBaHHBIX cTOpoH B/02.6
33.008 PykoBoauTesb
npeanpusTus NUTAHUS

N-11 OIIK- 6.1 ®opmupoBanue
CHCTEMbl OM3HEC-TIPOLIECCOB,
pErIaMeHTOB U CTaHAAPTOB
npennpusatus nutanus B/01.6
NJI-12 OIIK- 6.2 Pa3pemenue
MpOOJIEMHBIX CUTYalui
noTpeduTenei, mapTHEPOB U
3aMHTepecoBaHHBIX cTopoH B/02.6

1.2. Mecto aucuumiannbl B cTpykrype OIIOIT BO
HanpaBjenusi noaroroBku «43.03.01 CepBucy», HanpasjeHHOCTH (Mpopuiib) «CepBUC MHAYCTPUHT
rocTenpuuMCcTBa




No IpenmecTByomme TUCHUNIMHBI Iocaexyionmae Iy CHRILTREE]
(IMCUMILTHHBI, U3y4YaeMble NapaJJieJbHO)

1 2 3
Opranuzanys 1 TIIaHHPOBaHKe

1 | BBenenue B HanpaBlCHHUE MTOATOTOBKH MpeANPUHUMATETIBCKOH JICSITETBHOCTH B
cthepe cepBuca

2 | MukposKOHOMHKA bu3Hec-TIaHUpOBaHUE B CEPBHUCE

3 1C: llpennpusrtue. 3apruiata u yupaBieHAe
MEPCOHATIOM

Iocnedosamenvrhocms hopMuposanusi KOMnemMeHYyull 68 YKA3AHHbIX OUCYUNTUHAX MOodcem Obimb
UBMEHEHA 8 3A8UCUMOCMU OM (opMbl U CPOKA 0OVHeHUsl, a MAKIce NPenodasanuusi ¢ UCNOIb30BAHUEM
OUCMAHYUOHHBIX MEXHON02UU 00YYeHUs.

1.3. HopmaTuBHasi JOKYMeHTaIUs
PaGouas mporpamma y4eOHOM JUCIUTUIMHBI COCTABJICHA HA OCHOBE:
- ®@enepasbHOTO TOCYAAPCTBEHHOTO 00pPa30BaTENLHOTO CTAaHAApPTa BBICHIETO OOpa30BaHHUA TIO
HarpaBjeHuto moArotoBku «43.03.01 CepBucy;
- VYueOHoro mmiaHa HampasieHus moarotoBku «43.03.01 CepBuc», HampaBJjieHHOCTH (TPOQUJIb)
«CepBuc unaycrpuu rocrenpuumcrsa» 2025 rona Habopa;
- O0pa3sia paboueit mporpamMmmsl yaeOHOH qucuumuiinabl (mpuka3 Ne 113-O ot 01.09.2021 r.).



Paznen 2. Temaruueckuii mjian

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroeMkocTh
AyIMTOpPHbBIE 3AaHATHS Kon
HHIMKATOPA
Ne TeMa IMCHHUIIINHBI |
Bcero CPO
J 3 (JI3, C3) JAeCKpPUNTOpa
JOCTHKEHHUS
KOMIIeTeHIIU I
1 2 3 4 5 6 7
1 OCHOBHBIE TTOHATHS B 00JIaCTH 10 2 8 HJI-1 OIIK- 6.1
JJOKYMCHTHUPOBAHUS MJ1-2 OIIK- 6.2
HopmaTtuBHO — MeTOMYECKHE W13 OTIK- 6.1
2 | OCHOBHI JOKyMEHTAIlMOHHOT'O 10 2 2 6 VJI-4 OTIK- 6.2
obecrieueHus yrpaBiacHUs
3 Opranu3zanoHHO-TIPaBOBas 12 2 5 8 UJI-5 OIK- 6.1
CHCTEMa JIOKYMCHTAIMH WJ-6 OIIK- 6.2
4 Opranu3zanuoHHo- 10 5 5 6 UJ1-7 OIIK- 6.1
pacropsIuTeabHas CHCTEMA NJ-6 OIIK- 6.2
5 WNudopmannoHHO-CcIIpaBOYHAS 8 8 UJ1-9 OIIK- 6.1
cucrema nJ1-8 OIIK- 6.2
6 OcHoBHbIE (HOPMBI 10 2 8 UJI-11 OIIK- 6.1
JOKYMEHT0000pOTa B OpraHn3alluu MA-10 OIIK- 6.2
7 ABTOMAaTH3UPOBaHHBIE CPELCTBA B 12 2 2 8 nj-1 OIIK- 6.1
JOKYMEHTAIMOHHOM YIIPAaBJICHUN MA-12 OIIK- 6.2
CocraBnenue u 0opMIICHHUE
8 | OCHOBHBIX BUJIOB ABJICHYECKUX 12 2 2 8 VJL-7 OIIK- 6.1
0B yIIp WJ1-6 OTIK- 6.2
JIOKYMEHTOB
OcobenHocty 0pOpMIICHUS U HIL9 OIIK- 6.1
9 | BegeHHs TOKYMEHTAIIUU IO 12 2 2 8 VJI-8 OTIK- 6.2
JUIHOMY COCTaBY
Opranuzaiys JOKYMEHTO000POTa.
10 CECT@M&TI/I?;&HI/I?[ gh;[( aHeHI/Iep 12 2 2 8 V-1 OIIK-6.1
p WJI-10 OITK- 6.2
JTOKYMEHTOB
Bua npoMexxyTo4HOM aTTecTAlMHA
(3auer)
Hroro 108 16 16 76

3aouHasi popma o0ydenusi (IIOJTHBII CPOK, YCKOPEHHOE 00yUeHHe, IOJTHOE YCKOPEHHOe 00y4YeHHe)

TpynoemkocTh
AyAUTOpPHBIE 3aHATHS Kon
J 13 (JI3, C3)
JTOCTHKEHUS
KOMIIeTeHI Ui
1 2 3 4 5 6 7
1 OcCHOBHBIE TTOHATHS B 00J1aCTH 12 2 10 UJ-1 OTIK- 6.1
JOKYMEHTHUPOBaHUS WJI-2 OIIK- 6.2
2 HopMmartuBHO — meToanueckue 8 8 W-3 OIIK- 6.1
UJ1-4 OIIK- 6.2




OCHOBBI IOKYMEHTAIMOHHOTO
obecrieueHust yrpaBieHuUs
OpranuzanoHHO-TIPaBOBast UJI-5 OIIK- 6.1
3 10 10
cHCTEeMa JJOKYMEHTAIUU WJ-6 OIIK- 6.2
Opranu3zaluoHHO- - - 6.
4 | Dpramisan 14 2 2 10 -7 OTIR- 6.2
pacropsiauTeIbHas CHCTEMA WJ1-6 OlIK- 6.2
5 NudopmanmonHo-cripaBoyHas 10 10 na-9 OIlK- 6.1
cucreMa M-8 OIIK- 6.2
OcHoBHBIE (HOPMBI UJI-11 OIK- 6.1
6 12 2 10
JIOKYMEHTO0000pOTa B OpraHu3aIluu WJ1-10 OTIK- 6.2
7 ABTOMaTHU3MPOBAHHBIC CPEJICTBA B 8 8 nJ-1 OIIK- 6.1 U1-
JOKYMEHTAIIMOHHOM YIPaBJICHUH 12 OIIK- 6.2
CocraBienue 1 opopMIICHHE
8 | OCHOBHBIX BUJIOB YIIPABIECHIECKHX 10 2 8 W17 OLIK- 6.1 UJ1-
JLOB yIIp 6 OTIK- 6.2
JIOKYMEHTOB
Ocobennoctu opopmieHus u
9 | BemeHHUS JOKYMEHTALMH T10 12 2 2 8 /19 OIIK- 6.1
A HOKY 1 W18 OIIK- 6.2
JTUYHOMY COCTaBY
Opranuzanus JOKyMeHT0000poTa.
10 CECTeMaTII_/La II[/UI EI’I‘;I( aHeHHep 8 8 -1 ONK-6.1
I p WJI1-10 OIIK- 6.2
JIOKYMEHTOB
Bua npoMexyTo4HOi aTTecTAlMU 4
(3auer)
Hroro 108 6 8 90

Pa3nen 3. Conep:kanue JUCHUNIHMHBI
3.1. Coaeprxkanue QU CHUNINHBI

Tema 1. OcHOBHBIC MOHATHS B 00/1aCTH JOKYMEHTHPOBAaHMS.

OcHOBHbBIE TEPMHMHBI U ONpPEIEIECHUs B 00JaCTH TOKYMEHTALIMOHHOTO OOECleueHus yIpaBIeHHUs.
I'OCT P 7.0.8-2013. Hamumonanbnslii ctanaapT Poccuiickoit ®@enepanuu. Cucrema CTaHIAapTOB IO
uHopmaluu, OMOIMOTEYHOMY M HM3JaTEIhCKOMY Jieny. [lenomnpou3BOJCTBO M apXHUBHOE Jelo (YTB.
[Tpuxazom Poccranmapta ot 17.10.2013 N 1185-ct). TepMuHsl u onpeaencHus». 3HaUeHUE U CBOWCTBA
JOKyMEHTa Kak Hocutenss wuHpopManuu. OyHKIMM YOPaBICHYECKHX JOKYMEHTOB: OOIIMe U
cnenuduyeckre. OOIIME MOHATHS O CHCTEMaxX JOKyMEHTallMd. YHHU(PHUKAIUsS W CTaHAapTH3AIUSL
JOKYMEHTOB. YHU(UIMPOBAHHAs CUCTEMa OPraHU3aLMOHHO — pPacCHOPSAUTEIbHOW JOKYMEHTAIUH.
OCHOBHBIE BU/Ibl OPTaHU3ALUOHHO — PACHIOPSAIUTENBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABIICHHUS.

['ocynapcTBeHHbIE CTaHAApThl B 00JacTH JOKYMEHTAIlMOHHOTO OOECleYeHMs] yHpaBIeHUS.
OcHoBHbIe TIONOXKEHUsI ['OCynapcTBEHHON CHUCTEMBl JOKYMEHTAIIMOHHOTO OOECTeUeHHUs YIpaBICHUS.
AJIMUHHCTpATHUBHAS] OTBETCTBEHHOCTh PYKOBOJIUTEIIEH U CIICIUATMCTOB OpraHU3aIfil U IPEANPUATHN 3a
HapyleHue JEHCTBYIOLIErO 3aKOHOAATENbCTBA 10 aPXUBHOMY JEITY.

Tema 2. HopmaTuBHO — MeToAU4YeCKHEe OCHOBBI JIOKYMEHTALMOHHOIO odecreyeHus
yIpaBJeHHS.

PaccmarpuBatrores BOIIPOCHI HOPMaTUBHO-METOUYECKOTO pEeryiaupoBaHus CUCTEM
JIOKyMEHTOO0OpOTa B OpraHu3allli, HOPMATHUBHBIE AaKThbl, MOJOXKEHUS U CTPYKTypa perylIupOBaHUS
JOKYMEHTO/IBWXKeHHA. HopMaTHBHO — METOJUYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO OOecreueHHs
YIIPABJICHUS AESITEIBHOCTH MPEANPUSITHI CEpBHCA.

Tema 3. Opranu3anMoOHHO-NIPABOBAasi CUCTEMA JOKYMEHTAIUM.
B nexiuu pa3bupaeTcs Ha3HauYeHHUE, COCTaB U JIBH)KEHUE IOKYMEHTOB OpPraHU3allMOHHO-TIPaBOBON
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CUCTCMbI NOKYMCHTAIIUU U ¢€ OCHOBHBIC XAPaKTCPHUCTUKU.

Tema 4. OpraHnu3anMOHHO-PACTIOPSAANTEIBHASL CHCTEMA.
B nekumm pazOupaercss HazHaue€HUE, COCTAaB M [JBM)KEHUE [OKYMEHTOB OpraHU3allMOHHO-
paCHOpﬁI[HTeHbHOﬁ CUCTCMbI JOKYMCHTAIlUU U € OCHOBHEIC XaPaKTCPUCTHUKHU.

Tema 5. Un¢dopMalluOHHO-CIIPABOYHAA CHCTEMA.
B nexkumm paszbupaercs Ha3HaueHHE, COCTaB U JIBUKEHHME JOKYMEHTOB HWH(OPMAalMOHHO-
CIPAaBOYHON CHCTEMBI JOKYMEHTAIMH (DOPMBI U €€ OCHOBHBIC XapaKTEPUCTHKH.

Tema 6. OcHoBHBIE (POPMBI JOKYMEHTO000POTA B OPraHU3alH.
PaccmarpuBaroTcss TpaJuIMOHHAs U 3JIEKTPOHHas (GOpPMbI JOKYMEHTOOOOPOTa, a TAKXKe MOPSAIOK
paboThl ¢ BXOAAIMMH, BHYTPEHHUMH M UCXOJSALIMMH JOKYMEHTAMHU.

Tema /. ABTOMATH3HMPOBAHHbIE CPEICTBA B IOKYMEHTALIMOHHOM YIIPABJIEHUM.

Pa30OuparoTcsi aBTOMaTU3UPOBAHHBIE KOMIBIOTEPHBIE IMPOTPaMMBbl, MO3BOJISIOUIUE COKPATHTD
BpeMsi odopMIICHUS, TEPEABMKCHHUS JTOKYMEHTOB M WX IIeJIEBOE HCIIOIh30BAaHUE B CEpPBHCE.
DIIEKTPOHHBIN TOKYMEHTOOOOPOT MPEANPHUATHI CEepBHCA.

Tema 8. CocTaBiieHne u o(popMIiIeHHe OCHOBHBIX BH/I0B YIIPABJIeHYECKUX JOKYMEHTOB.

bnanku noxkymenToB. @opMa U cojepikaHue ciy)keOHoro nokymeHta. Dopmyssp. PekBu3nThI
yIpaBJIEHYECKUX JOKYMEHTOB HMX 3HaueHHe. CTpykTypa Tekcta M 0COOEHHOCTH O(hOpMIIEHUS
yIPaBICHYECKUX JOKYMEHTOB. OTBETCTBEHHOCTh IIPU 0(OPMIIEHUH JOKYMEHTOB.

Tema 9. OcodennocTu oopMiIeHUs U BeeHUs JOKYMEHTAMH 0 JIMYHOMY COCTABY.

OO0mass xapakTepuCTUKa W Ha3HAuYeHUE JOKYMEHTAMH IO JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHPOBAaHHUS TPYAOBBIX MpPaBOOTHOWIEHHWH (odopmiieHHe npuemMa Ha pabdoTy, TepeBoja,
YBOJIbHEHUS, KOMaHAUPOBKHU, OTMYycKa). BeneHue TpyAoBbIX KHUXKEK. BocrmuTaHue OTBETCTBEHHOCTH,
JO0OPOCOBECTHOCTH NTPU O(hOPMIICHHUH JTOKYMEHTOB, BIHSIONINX Ha CTaXX COTPYAHUKA.

Tema 10. Opranusanus 10KyMeHT0000poTa. CucTeMaTH3aIUsl M XPAHEHHE TOKYMEHTOB.

Opranuzanus AOKyMEHTOOOOpOTa: perucTpanus U JBWXKEHHE AOKyMeHToB. HomeHkiaTypa nen
OpraHu3alyu: cojepkanue, Qopma, mNOpsAIOK pa3paboTku U ympaBieHus. OCHOBHBIE TPHU3HAKU
3aBenenus jaen. [lopsmox ¢opmupoBaHuss AOKyMEHTOB B jena. CpoKM XpaHEHHS JOKYMEHTOB.
DKCrepTu3a IEHHOCTH JTOKYMEHTOB. BpbineneHue JOKYyMEHTOB C HWCTEKIIUMH CpPOKaMHU XpaHEHHS.
XpaHeHue U nepeaada JOKYMEHTOB.

3.2. ConepxaHue NPAKTHYECKOT0 0JIOKA TMCHMILINHBI

Ounas popma 00yueHus (MOJTHBIH CPOK)

Ne Tema nmpakTH4ecKOro (CEMHHAPCKOro, 1a00paTOPHOIO0) 3aHATHS
1 2
m31 HopmaTuBHO — MeTOIM4YECKHE OCHOBBI IOKYMEHTALIMOHHOTO 00ecreueHus
yIpaBJIeHUs
1132 OpranuzanioOHHO-IPABOBasl CUCTEMA JIOKYMEHTALIUN
1133 OpraHu3allMOHHO-PACIIOPSIUTENIbHAS CUCTEMA
113 4 OcHoBHbIE (HOPMBI TOKYMEHTO000pOTa B OpraHu3aliu
1135 ABTOMaTH3UPOBAHHBIE CPEICTBA B JOKYMEHTAIIMOHHOM YIIPABJICHUU
113 6 CocraBneHnue u opopmiieHHe OCHOBHBIX BUJOB YIIPABICHUYECKHX JOKYMEHTOB
1137 OcobeHHocTr 0hopMIIeHHUs M BECHHSI JOKYMEHTAIUH 110 JMYHOMY COCTaBYy
113 8 Opranm3anus 10KyMmeHToo00poTa. CucremMarn3anus U XpaHeHHe TOKYMEHTOB

3aouHas popma oOyueHusi (MOJHBIHA CPOK, YcKopeHHOoe 00yueHue Ha 0a3e CIIO u na 6a3ze BO,

8



MOJTHOE YCKOPEHHOEe 00yUeHHe)
Ne Tema npakTH4ecKoOro (CeMHHAPCKOro, 1a00pPaTOPHOIo0) 3aHATHUS
1 2
13 1 | OpranuzanOHHO-pacCoOpsAUTENbHAS CUCTEMA
I132 | OcHoBHBIE (HOPMBI TOKYMEHTOOOOPOTA B OpraHU3AIMN
I133 | CocraBienue u 0popMIICHHE OCHOBHBIX BUJIOB YIIPABJICHUYECKUX TOKYMEHTOB
134 | Ocobennoctn oopmiieHUS U BeJIeHUs JOKYMEHTAIMH 110 JINYHOMY COCTaBy

3.3. O0pa3oBaTesibHbIE TEXHOJIOTHU
Ounas gopma 00yueHus (MOJTHBIH CPOK)

Bun ®opma / Mertoasl |
%0 y4eOHOr 0
Ne TeMa 3aHATHA Y4eO0HOro | MHTEPAKTHBHOIO
BpeMeHH
3aHATHS o0y4eHust
1 2 3 4 5
Tema 2. HopmatuBHO —
METOIUYECKHE OCHOBBI .
1 A I13 Ketic-meron 100
JOKYMEHTAI[MOHHOTO 00eCTICUeHUs
yIpaBJICHUSI.
Tema 3. Opra"nusanoHHO-IIPaBOBAast
2 p . p 113 [enosas urpa 100
CHCTEeMa JJOKYMEHTAIUH.
Tema 7. ABTOMaTU3UpPOBAHHbBIE
3 | cpeAcTBa B TOKyMEHTAllHOHHOM 113 Keiic-meTon 100
YIIpaBICHUU.
Tema 8. CocTaBieHue u
4 | ohopmIieHUE OCHOBHBIX BHJIOB 113 Keiic-meTo 100
yIPaBICHUYECKUX JOKYMEHTOB.
Tema 9. Ocobennoctu oopmieHus
5 | ¥ BelleHUs JOKYMEHTAIINH 110 113 Keiic-meTon 100
JUYHOMY COCTaBY.
Hroro % 31%

3aouHasi popma o0yuenusi (IOJTHBIH CPOK, YCKOPEHHOE 00yUeHHe, IIOJTHOE YCKOPEHHOe 00yUeHue)

®opma /
Bun o

MeTtoasbl % y4eOHOro

Ne Tema 3ansaTus y4eOHOro
HHTEPAKTHBHOIO BpeMeHHU
3aHATHA

o0yueHust
1 2 3 4 5
1 Tewma 4. OprannzanoHHO- m3 Keiic-meTon 100

pacropsuTeabHasi CUCTEMA.
Tema 8. CocraBnenue u

2 | obopMIeHHE OCHOBHBIX BUJIOB 113 Keiic-meton 100
YIIPaBICHYECKUX JIOKYMEHTOB.

Tema 9. OcobenHocTu ohopMiIeHUs
3 | 1 BemeHUs TOKyMEHTAIIUH 110 113 Keiic-meTon 50
JMYHOMY COCTaBY.

Hroro % 36%

Paznen 4. Opranu3anusi caMmocTOATeIbHOI padoThl 00yYaloIUXCH

4.1. Opranu3anus caMOCTOSATEJbHOI padoThI 00y4YalOIMXCS



Ne
Ne TeMa qUCHUNIMHBI Ne ponpocosn peKoMeH1yeMOoi
JINTEPATYPbI

1 2 3 4
OcCHOBHbBIE TIOHATHS B 00J1aCTH

1 1-6 1-6
JIOKYMEHTHPOBAHHUS

9 HopmaTuBHO — METOAMYECKHE OCHOBBI 7.12 1-6
JOKYMEHTAIMOHHOTO 00ECIICUCHHS YITPABJICHUS
OpraHu3ainroHHO-TIPaBOBas CUCTEMa

3| P N P 13-18 1-6
JTOKYMCHTAIIUU

4 | Opranmu3aniOHHO-PACIIOPSIIUTEIIbHASI CHCTEMA 19-24 1-6

5 | UudopmanmoHHO-CIIpaBOYHAs CHCTEMA 25-31 1-6
OcHoOBHBIE (OPMBI JOKYMEHTOO00POTA B

6 Gopaet 20Ky P 32-38 1-6
OpraHu3aIu
ABTOMaTHU3UPOBAHHBIC CPE/ICTBA B

7 P e 39-45 1-6
JOKYMCHTAIIMOHHOM YITPaBJICHUH

8 CocrasjieHue 1 0(pOpMIICHHE OCHOBHBIX BU/IOB 46-52 16
YIPaBICHYECKUX TOKYMEHTOB
OcobenHocTr 0POPMIICHUS U BEACHUS

9 $op A 53-58 1-6
JOKYMEHTAIUH 110 JINYHOMY COCTaBY
Opranu3zanus J0KyMEHT0000poTa.

10| 7P LA OKYM P 59-66 1-6
Cucremaru3aiys U XpaHeHHE JOKYMEHTOB

IlepeyeHb BONPOCOB, BBIHOCHMBIX HA CAMOCTOSITEIbHYIO Pa00oTy 00y4aroluxcst

[Topsimok perucrpanuu J0KyMEHTOB.

KoHTposb 32 HCIIOJTHEHHEM IOKYMEHTOB.

Hasnauenue, BUIbI ¥ IOPSIOK pa3pabOTKH HOMEHKIIATYPHI JIeJ, TPeOOBaHUS K O(OPMIICHHIO.

ITonroToBka fien K nepenaye U MOPsIOK Mepeiaun A€ B apXuB JAJIs JalbHEHIIEero XpaHeHusl.

TpeboBanust K MPOBEACHUIO SKCIIEPTH3BI IICHHOCTU JOKYMEHTOB.

Opranuzanus paboTsl ¢ TOKYMEHTaMHU, KOTOPbIE OTHECEHbI K FOCY1apCTBEHHON TalHe.

Opranuzanus padoThI ¢ TOKYMEHTAaMH, CO/ICPKAIMMU KOH(PHICHINATbHYIO HH(OpMAIHIO.

CrpykTypa n opopmieHre NOJT0KEHNs 00 OpraHU3aluy WK O CTPYKTYPHOM IOJIpa3/IeeHUH.

Odopmiierne 10BepeHHOCTEH.

0. Buzbl 1oBepeHHOCTEI.

1. CrpykTypa u ocobeHHOCTH 0OPMIIEHHUS PErlaMeHTa KOJIErHajJbHOTO OpraHa.

12. TIpaBuna opopMIIeHUS] HHCTPYKIIHA.

13. CtpykTypa TOIKHOCTHON HHCTPYKIIMH, METOMKA COCTABIICHUSI.

14. TpeGoBaHuUs K TOJKHOCTHOMY PErJIAMEHTY.

15. Cucrema miaHnoBo# JoKkyMeHTalMu. HazHaueHue u cocTaB MIaHOBOM JOKYMEHTAIUH.

16. Bunel, coctaBnenue u opopmieHre MIaHOBBIX JOKYMEHTOB.

17.CocraB  uHpopmanuu, ocoOeHHOCTH  OGOpPMIIGHMSI U  TIPOLEypa  yIAOCTOBEPEHUS
OpraHU3alMOHHBIX JOKYMEHTOB — CTPYKTYypa U IITaTHAsl YUCICHHOCTD, IITATHOE pacluCaHue.

18. TpeGoBaHuUs K COCTaBICHUIO M OPOPMIICHHIO TOCTAaHOBIICHHH, PEIIICHUH.

19. Dramnel NOArOTOBKM PACOPSAUTEIBHOTO JOKYMEHTA.

20. TpeboBaHHUs K COCTABICHUIO M O(OPMIICHHIO PUKA30B 110 JTUIHOMY COCTaBY.

21. OdopmieHne NpuKa3oB, paclopsKEHUH IO OCHOBHOM 1€ TETbHOCTH.

22.CoctaB W oO0mas XapakTepUCTHKA JTOKYMEHTOB CHCTEMbl HH()OPMaIMOHHO—CIPAaBOYHOU
JIOKYMEHTAIUH.

23. TpeOoBaHHsSI K COCTaBICHHIO W O(GOPMIICHUIO CIYXKEOHBIX, OOBSICHUTEIBHBIX W JOKJIATHBIX
3aIUCOK.

24. BHyTpeHHHE U BHEITHUE JOKYMEHTHI.

25. TpeOoBaHuUs K COCTaBJICHUIO U 0(OPMIICHHIO CIIPABOK.

26. Bunbl cripaBok. CripaBKH BHYTPEHHHUE W BHEIITHHUE.

27. TpeOoBaHuUs K COCTaBJICHUIO U 0(OpMIICHHIO aKTa. Buyibl akToB. OCOOEHHOCTH yIOCTOBEPEHHUSL.

RBPBOoOo~NOA~WNE
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28. Ilepenucka kak Buj esnoBoro odmeHusi. CoctaB ¥ Ha3HAuYCHHUE MEPETUCKH.

29. TpeboBaHMS K COCTaBICHUIO U O(OPMIICHHUIO CITYKEOHOTO MHUChMa.

30. PaznoBuaHOCTH ceM. OcOOEHHOCTH O(OPMIICHHUS TAPAaHTUIHOTO MUChMA.

31. Vicnonb30BaHMe CTAaHIAPTHBIX BBIPAKEHUH B ICTOBBIX MHCHMaX.

32. JIokyMEHTHpPOBaHHE KOJUICTHAILHON JESTEIBHOCTH (helepabHbIX OpPraHOB HCIIOJHHUTEIBHON
BJIACTH, OPraHU3aIlH, CTPYKTYPHOT'O TTO/IPA3/IeJICHHs], COBETOB KOMHCCHM U T. II.

33. JlokyMeHTBI, cO37/aBaeMbI€ B IIPOIIECCE MMOATOTOBKU COBEIIAHUSI.

34. TpeboBaHMs K COCTaBICHUIO U 0(hopMIICHHIO TIpoTOKOIa. KpaTkue 1 moaHbIe TPOTOKOJEI.

35. OcobeHHOCTH TPOTOKOJIOB 3aceqaHuii  (efepaibHBIX OPraHOB HCHOJHHUTEIBHON BIIACTH.
[TpoTOKOIIBI aKIIMOHEPHBIX OOIIECTB.

36. TpeboBaHMs K COCTABICHUIO U OOPMIICHHUIO TEJIETPaMM, Telae(oHOrpamMMm.

37. Ctpyktypa haKCUMUIBHOTO COOOIICHHS, 0COOCHHOCTH 0(DOPMIICHHUS.

38. [IpaBwiia cocraBneHus: 1 0(GOPMIICHUS PEIIEH3UN, OT3BIBOB U 3aKITIOYCHHIA.

39. DTuKeT cy)KeOHOTO TUChMA.

40. SI3bIK ¥ CTUIIB CITY’K€OHBIX JJOKYMEHTOB.

4.2. IlepevyeHb y4eOHO-METOANYECKOT0 00ecedeHHsI CAMOCTOSITeIbHOI padoThI 00y4aAOIINXCSH

CamocTtosTenbHas paboTa o0ydaronuxcs 00eCreunBaeTcs CICAYIIUMUA y4eOHO-METOINYECKUMU

MaTepUaTaMH:

1.  VYkazaHusMH B paboueii nmporpamme mo aucuuruimae (m.4.1.)

2. JIekMOHHBIC MAaTEPHUAIIBI B COCTABE YICOHO-METOIMICCKOTO KOMITIIEKCA IO JUCIIUILTHHE

3. 3amaHUSMU M METOJWYECKUMH PEKOMEHJALUSIMU IO OpraHU3alud CaMOCTOSATEIbHOW pPabOThI

00y4aromuxcs B COCTaBe y4€OHO-METOANYECKOTO KOMITJIEKCA MO JUCIUTUIAHE.

4. Trnoccapuem mo JUCHHUIUIMHE B COCTaBE y4eOHO-METOJUUECKOr0 KOMIUIEKCA 110 JIUCIUTLINHE.
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Pasznen 5. ®oHa OLEHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIero KOHTPOJIS U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

Don0  oYyeHouHvIX  cpedcm8  No  QucCyuniuHe  npeocmaesnsem  coOou  COB0OKYNHOCHb
KOHMPONUPYIOWUX — MAMepUuaios  npeoOHA3HAYeHHblX Ol UBMEPEeHUs  YPOBHA — OOCHMUNCEHUs
00YYAOWUMUCS YCMAHOBIEHHBIX pe3ylbmamos odpazosamenvhol npocpammvl. POC no oucyuniure
UCNONb3YeMCL  NpU  NPOBeOeHUU  ONEepamusHO20 KOHMPOISL U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus k cmpykmype u cooepocanuio @OC oucyuniuHvl peciameHmupyomcs
Tonoocenuem o ponoe oyeHouHbIX MAMeEPUAIO8 No NPOSPAMMAM 8blCULE20 0OPA308AHUSL — NPOSPAMMAM
bakanagpuama, mMacucmpamypul.

5.1. IlacnopT ¢oHIa OLIEHOYHBIX CPEICTB
Ounas ¢gopma 00yueHus (MOJTHBIH CPOK)

OueHoYHbIE CPeCTBA
Kon
HHANKATOPA
e KonTposmpyembie pa3aesibl (TeMbl) A " P
- JUCIUIIMHBI J 3 (Ji3, C3) | CpO
JAeCKpHITOpa
JAOCTHIKEHHS
KOMIIEeTeHIM i
1 2 3 4 5 6
OcHOBHBIE TIOHATHS B 001aCTH - -6.
1 VO TPB | [hs otk oa
JOKYMEHTHUPOBaHUSI J1-2 OIIK- 6.2
HopmaTtuBHO — METOIMYECKHE OCHOBBI
2 | TOKYMEHTAlMOHHOI'O 00ecrieueHus YO KM npp | WA-3 OlK-6.1
™ WJI-4 OTIK- 6.2
yIpaBJICHUS
raHU3alMOHHO-TIPABOBAs CUCTEMA - -6.
3 Op 11 p vO m [IPB UJ-5 OIIK- 6.1
JIOKYMEHTAIU! WA-6 OIIK- 6.2
OpraHu3anroHHO-PaCIIOPAUTEIbHAS WUJI-7 OIIK- 6.1
4 YO KM I1PB
cucreMa WJI-6 OIIK- 6.2
5 | MHdopmaimonno-ciipaouHas cucremMa e | YA-9 OlIK- 6.1
VJ1-8 OIIK- 6.2
HOBHBI MBI JJOKYMEHT Ta B - - 6.
6 OcHoBHBIE (HOPMBI TOKYMEHTO000PO vO pg | ¥A-11 OIK-6.1
OopraHu3anuu nJ-10 OIIK- 6.2
ABTOMAaTH3UPOBAHHBI TBA B - -6.
7 0 3HPO e cpelc VO KM pp | WA-1OIK- 6.1
JIOKYMEHTAIMOHHOM YIIPABICHUU WJ1-12 OIIK- 6.2
CocraBnenne 1 0(OpMIIEHHE OCHOBHBIX - -6.
8 Gbop VO KM TPB | [ie otk oa
BUJIOB YIIPABICHUECKUX JOKYMEHTOB /-6 OIIK- 6.2
OcobenHocTH 0(hDOPMIIEHHS U BEACHUS - -6.
9 Gop A VO KM TPB | [ otk oa
JOKYMEHTAIUH 110 INYHOMY COCTaBY /-8 OIIK- 6.2
Opranuzanus J0KyMEeHTO000pOoTa.
10 CECTGM&TES&HII[/ISI IZI\;I(paHeHHep YO YO rpp | UA-11OIK-6.1
N1-10 OIIK- 6.2
JIOKYMEHTOB

3aounasi popma o6yuenus (IOJIHbII CPOK, YCKOPEHHOE 00yUY€eHHE, MOJTHOE YCKOPEHHOE 00yUeHHe)

OueHoYHBIE CPEICTBA
Kon

o KonTtposanpyembie pa3aesibl (TeMbI) HHAUKATOPA U
B AMCUUIIMHBI JI n3 (J13,C3) | CPO | meckpunropa
AOCTHKEHU S

KOMIIeTeH Uil

1 2 3 4 5 6

1 OcCHOBHBIE TTOHATHUS B 00J1aCTH vO IPB gl{-l OIlIK- 6.1
JTOKYMEHTHPOBAHHS /-2 OIIK- 6.2
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HopmaTuBHO — METOTMYECKHAE OCHOBBI
2 | IOKYMEHTAIMOHHOTO 00ECTIEYEHUS npg | WA OIK-6.1
AOKY 1 WJI-4 OIIK- 6.2
yIpaBJICHUS
3 Opranu3aloOHHO-TIPAaBOBasi CUCTEMA [IPB WJ-5 OIIK- 6.1
JOKYMCHTaIMU WJI-6 OIIK- 6.2
OpraHu3annoOHHO-PaCTIOPSAUTEIbHAS MJ1-7 OIIK- 6.1
4 ccTeMa YO KM I1PB W16 OTIK- 6.2
WudopmannoHHO-CcIIpaBOYHAs CHCTEMA 1J1-9 OIIK- 6.1
5 IIPB | /715 O1ik- 6.2
OcHoBHBIE (HOPMBI IOKYMEHTO000POTA B - - 6.
6 hopMBI 10Ky p vO [pp | WA-11OIK-6.1
OopraHu3alnuu MJI-10 OIIK- 6.2
ABTOMAaTU3UPOBAHHBIE CPEICTBA B WJi-1 OIIK- 6.1
7 I1PB
JOKYMEHTAIHOHHOM YITPaBIICHUH WJ1-12 OIIK- 6.2
Cocrasiienue u ohopmIIeHUE OCHOBHBIX UJ1-7 OIIK- 6.1
8 KM I1PB
BHJIOB YIIPABJICHYCCKUX TOKYMEHTOB /-6 OIIK- 6.2
9 OcobenHocTr 0QOPMIICHUS U BEACHHUS VO KM npg | VA9 OIK-6.1
JOKYMEHTAIUH 110 JIHYHOMY COCTaBY /-8 OIIK- 6.2
Opranuzanus 10KyMeHT0o000poTa.
10 Cp LT IORYM p pp | WA-11OIK-6.1
UCTEMaTH3aIHsI U XPaHECHUE WJI-10 OIIK- 6.2
JTOKYMCHTOB
11 Tenngenuun pa3BuTHs HHHOPMAIIIOHHOTO [IPB
cepBuca
1 | OOWAs XapaKTEPUCTHKA CEPBHCHOTO NPaBa. IIPB
3amuTa mpaB HOTpeOUTENs

YciaoBHbIe 0003HAYeHHS OLEHOYHBIX cpeacTB (CToadusi 3, 4, 5):

YO — Ycrublit (GpoHTaNbHBINA, MHIUBUIYaIbHBIH, KOMOMHUPOBAHHBII) ONPOC

IIPB — lpoBepka pedeparoB, OTYETOB, pELEH3MH, aHHOTAIMH, KOHCIEKTOB, rpaMYeckoro Marepuaia, 3cce,
[IEPEBOJIOB, PEILICHUN 3aJaHU, BBITIOJHEHHBIX 3alaHUN B DJICKTPOHHOM BUJE U T.J.

KM — Keiic-meton

5.2. OueHo4YHbIe CPeACTBA TEKYIEro KOHTPOJIA
IlepeyeHb NpaKkTH4YeCKUX (CEMHMHAPCKUX) 3a1aHUI

Tema Ne 4: «Opranu3aliioHHO-PACHIOPAAUTEIbHAS CHCTEMA)

Lenablo, 3aHATHS ABJSIETCA U3yUeHHE:

- OCHOBHBIX BUJIOB OPIaHU3ALIMOHHO-PACIIOPSAUTEIBHBIX TOKYMEHTOB.

- OcobeHHocTelt  cocTaBieHUss U OQOPMIIEHUS OpPraHU3aALMOHHO-PACTIOPAIUTEIbHBIX
JIOKYMEHTOB.

BOIIPOCHI:
- Cucrema opraHn3allMOHHO-PACcTIOPSIAUTENBHON JOKYMEHTAUK?
- PacniopsimuTtenbHble  JOKYMEHTBI: MpPHKa3, pPacHopsyKEHHE, IMOCTAHOBJIEHHE, yKa3aHHeE,
peurenune?
Tema Ne 6: «OcHOBHBIE GOPMBI JOKYMEHTO0000POTA B OPraHU3alum»

Heablo, 3aHATHS SIBJISIETCH U3yYeHHUE:
- OcobenHocTelt cocTaBneHus U 0)OPMIIEHHUS CITYyKEOHBIX TOKYMEHTOB.

- I/I3y‘{CHI/IC ABMIKCHUA NOKYMCHTOB Ha TOProBOM MPECANIPHUATUNA ¢ MOMCHTA UX CO3JaHUA OO
3aBCPUICHUA NCIIOJTHCHUS UJIN OTIIPABKHU.
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- Nzydenne mporiecca GopMUPOBAHUS JEIT; 03HAKOMJICHHE C OCHOBHBIMHU dTamamMu pabOThI

MO0 MOATOTOBKEC JOKYMCHTOB K apXUBHOMY XPaHCHUIO.

BOITPOCHI

Opranu3zanus 10KyMeHT0000poTa:

Yro Takoe JOKYMEHTOOOOPOT MPEANPHUAITHS, K KAKOBBI IPUHIIUIIBI €r0 OpraHu3aun’?
KakoB mops10k NpOX0KACHHS ¥ UCTIOTHEHHUST BXOASAIINX JJOKYMEHTOB?

B gem 3akimogaroTcs 0co0eHHOCTH paboTHI C MOCTYMAIOUIMMU JOKYMEHTaMH?
[TpaBuiia u GOpPMBI pEerUCTPALMU TOKYMEHTOB  UX OCOOCHHOCTH?

Kaxkos MOPAIOK NOATOTOBKU U MPOXOKACHUA UCXOAAIINX I[OKYMCHTOB?

Omnuiure MopsI0K MPOXOXKICHUS BHYTPCHHUX IOKYMEHTOB?

' KakoBn1 3ala4yu, BUAbI U CPOKHU KOHTPOJIA HUCIIOJITHCHUA I[OKyMeHTOB?
dopmupoBaHKe 1 XpaHSHUE JICT:

NookrwnpE

1. UYro Takoe HOMEHKaTypa Aen npeanpustus? Ee Buasl u 3HaueHne?
2. Yro Bel 3HaeTe 0 nopsake GopMUPOBaHMS €T U PACIIONIOKEHUS JOKYMEHTOB B HUX?
3. KakoB nopsinok nepenauu aen B apxus?

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

He.]'lbl(), 3aAHATHSA ABJACTCH H3YUYCHUEC!:
- Oco0EHHOCTH COCTABIEHHS U O(I)OPMHGHI/IH OpraHnU3allUOHHBIX JOKYMCHTOB.

BOITPOCHI:

OcHoBHbIE TPEOOBAHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craniapTHBIX OJIAHKOB OpraHU3aILINH.

. o0muii OJTaHK TIPEATIPUSATHS.

. YTII0BOM OJIAHK MUCHhMA TIPS IITPHSITHSL.

. MIPOJIONIbHBIN OJIaHK MUChMa PEIIPUSITHSL.

. MIPOJIOJNILHBIN OJIAHK MUCHhMA JIOJDKHOCTHOTO JIHIIA.

Cucremsl AOKYMCHTAIIUU:
2.0pFaHI/I3aHI/IOHHLIC AOKYMCHTBI: YCTaB, IIOJIOKCHUC, HWHCTPYKLUA, MTATHOC pacnrucCaHue,

IIPaBUJIa BHYTPEHHETO TPYIOBOTO paclopsiaka.

Tema Ne 9: «OcodennocTH oopMIICHHS U BeICHUS JOKYMEHTALMH 0 JJHYHOMY COCTaABY»

Leiblo, 3aHATHA ABJISETCH U3yYeHHE:
- N3yunTh XapakTEpUCTUKY Y HA3HAYEHUE JOKYMEHTAIMH 110 JUYHOMY COCTAaBY.

BOITPOCHI:
- OcoOEHHOCTH ~ JOKYMEHTHUPOBAHHS  TPYAOBBIX  NPaBOOTHOIICHHWH. (OcoOEHHOCTH

oopMmIIeHHs ITpreMa Ha paboTy, IepeBo/ia, yBOJIbHEHHS, KOMaHIUPOBKH, OTITyCKa?

- OcoOeHHOCTH BeIEHUS TPYAOBBIX KHMKEK?

5.3. TeMaTHKa NUCbMEHHBIX PA0OT 00YYAIOLIUXCS

TemMaTHKa TOKJIAA0B 0 TUCHUILINHE

1.
2.

N kW

N3o0pakeHune repOOBOI CUMBOJIMKH Ha JIOKYMEHTaX.

PexBHU3UT «aMONIEMa OpraHM3alliy WM TOBAPHBIM 3HAK (3HAK OOCIIY)KMBAHUS)», periaMeHTalus
MCIIOJIb30BaHUS.

[Topsimok noanucanust 10KyMeHTOB. CriocoObl 0pOPMIICHHS PEKBU3UTA «IIOATHCH.

3aBepeHue KONui JOKyMEHTa.

ITonckoBbIE IPU3HAKU JOKYMEHTA.

PexBu3uThl, naeHTUQUIMPYIOLINE TOKYMEHT, €r0 aBTOpPa B AJIEKTPOHHOHN (opMe.

[ToHsTHE «CHCTEMBI TOKYMEHTALIMWY, PA3BUTHE CUCTEM.

Knaccudukamnms cuctem 10KyMEHTaIIUH.
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9.

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.

21.

22.
23.

YHUuMUIUpPOBaHHBIE CUCTEMBI TOKYMEHTAIUH.
OO61mas XxapakTepuCcTHKa CUCTEMbI OpraHN3allMOHHO—TIPABOBOI TOKYMEHTALIUH.

Knaccugukaius TOKyMeHTOB 10 Ipu3HaKaM. JIOKyMEHThI O(UIIHANIbHBIC, CIIYKEOHbIE, JINYHbIE,

JIMYHOT'O IMPOUCXOXKICHUS.

[TonsiTHE «10KyMEHTO000POT». OCHOBHBIEC IPAaBUJIA OPTAHU3ALNHU TOKYyMEHT0000pOTA.

TexHoorHst 00pabOTKH BXOASIIMX TOKYMEHTOB.

OTHpaBKa HUCXOAIINX JOKYMCHTOB.

OCOOEHHOCTH JIBUKEHUSI BHYTPEHHHUX TOKYMEHTOB.

JIOKyMEeHTOOOOPOT B TYPUCTHIECCKIX OPTaHHU3AIHSIX.

JIOKyMEHTOOOOPOT B TOCTHHUYHOM XO3SHCTBE.

DNEKTPOHHBIA JOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMATU3aIMH JOKYMEHTO000pOTa B MHAYCTPUU TOCTEIIPHUMCTBA.

Ponp noxymeHTalMOHHOrO 00€CIeYeHHsI B COBEPILIEHCTBOBAHUM YIPABIICHUS IMPEANPUATHIMU

WHIYCTPHH TOCTCIIPUUMCTBA M YUPESIKACHUIMU CPephl TypHU3Ma.
JlokyMeHTalMoHHOE ~ oOecreueHre JIeATeNIbHOCTH — ammapaTra  yIpaBlCHHS
TPEIPUATHEM.

Opranuzanus paboTsl CITy>KObI TOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABICHHUS.
HopmaTuBHO — METOIWYECKHE OCHOBBI JIOKYMEHTAIIHOHHOTO OOECIeYCHUs
JESTSIILHOCTH MPEANPUATHH B WHIYCTPUH FOCTESIIPUHMCTBA.

5.4. Hepeqeﬂb BOIIPOCOB l'[pOMC)KyTO'lHOﬁ aTTeCTallMi M0 JTUCHUIIJIMHE

Bonpocs! k 3a4ery

0.
1.
12.
13.
14.
15.
16.
17.
18.

RBPBOOo~NOR~WNE

19.

20.

21.
22.

23.
24.
25.
26.
217.
28.

IIpouenypa TOKyMEHTHPOBAHUS.

Jlenonpou3BOCTBEHHBIE OTIEPALIHH.

[TonsiTHst «yHU(DHUKAIMSI) U «CTAHAAPTU3ALINSD).

OO0bexTsl U 3aaun yHupukamnuu B chepe JOVY.

Bunael ctangapToB, ux craTyc.

[Tonstust «ynudunupoanHas popma T0KyMeHTay», «bhopMynsapoOpaszer.
DopMyJIsip COBPEMEHHOI'O YIIPABIEHUECKOIO JOKYMEHTA.

CtpyKkTypa IOKyMeHTa. 3arojloBOYHasi, cojiepKarenbHas U 0opopMHUTETbCKasl YacTH.
TpeboBaHMs K KOHCTPYHPOBAHUIO OJIAHKOB.

Bungpl Oi1aHKOB.

bnanku npennpusituii pa3nuyHbIX GOpM COOCTBEHHOCTH.

PexBU3UTHI, UCTIONB3YEMBbIE JUIsI U3TOTOBJIEHUS OJaHKOB.

PexBu3uT «HanMeHoOBaHME OpraHU3allMu—aBTOpa JIOKYMEHTa», TpeOOBaHUS K HEMY.
PekBU3UT «MECTO COCTABIEHHS JOKYMEHTa».

TYPUCTCKUM

yIpaBIeHUS

PexBuzur «CIIPABOYHBIC JAHHBIC 00 opranmu3anvii — aBTOPEC JOKYMCHTa», €0 COCTaB.

Hatel B nokymenre. TpeGoBaHus K UX 0QOPMIICHHIO.
JlaTta kak cocTaBHasi 4acTh JPYTUX PEKBU3UTOB.

PexBu3uTHI ((peFI/ICTpaI_II/IOHHHﬁ HOMEp HOKYMCHTa», «CCBbLJIKA Ha peFI/ICTpaI_[I/IOHHHﬁ HOMEp U

JaTy JOKYMEHTa.

HOpHI{OK COTJIaCOBaHUd JOKYMCHTOB. BHYTpeHHee N BHCHIHCC COTI'JIaCOBAHUC. O(l)OpMJ'IeHI/IC

PCEKBU3HUTA HA OTACIIBHOM JIUCTE.

CocraB YAOCTOBEPCHUA JOKYMCHTA. HpaBI/IHa O(l)OpMJ'IeHI/IH PCKBU3UTOB, YIOCTOBCPAOIINUX

JIOKYMEHT.
OTMeTKH Ha TIOKYMEHTe, UX 3HaueHue U ohopMiIeHue.

Pe3omnronus, ee 3HaueHue, npeabspisieMble TpedoBanus. OcoOeHHOCTH O0(hOpMIIEHUS PE30TI0 LU

Ha OTJIeIIbHOM JIHCTE.

VYHugukanus Tekcra JOKyMeHTa.

CrpyKTypa TeKcTa pa3IMyHbIX CIY)KEOHBIX JOKYMEHTOB.
O61ue Tpe6oBaHMsI K TEKCTY TOKYMEHTA.

3aroJ0BOK K TEKCTY JOKYMEHTa, PUIIOKEHUS K TEKCTY, TpeOOBaHUS K UX 0(OPMIICHUIO.
Crioco0b! yTBepkIeHHs TOKYMEeHTOB. [IpaBuiia ohopMiieHns: peKBU3UTA «IPU( YTBEPKACHUS.

TpebGoBaHMsI K MPOCTABIEHUIO PEKBU3UTA OTTUCK MEUaTH.
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29.
30.
31.
32.
33.
34.
35.
36.
37.

38.

[TepedeHb JOKYMEHTOB, Ha KOTOPBIX MPOCTABIAETCS OTTUCK MeyaTd. OTTHCK repOoBOil meyaTu Ha
JIOKYMEHTAaX.

JIOKyMeHTOOOOPOT B TYPUCTHYECKIX OPTaHHU3AIHSIX.

JloKyMeHTOOOOPOT B TOCTUHHYHOM XO3SIHCTBE.

DNEKTPOHHBIA TOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMaTH3alUU JOKYMEHTOOOOPOTa B UHAYCTPUU FOCTEIPUUMCTBA.

Ponp nokymeHTanMoHHOro oOecnedyeHHsl B COBEPILIEHCTBOBAHUM YIPABICHUS HPEIIPUATHIMU
UHAYCTPUU TOCTEIPUUMCTBA U YUPEKICHUSIMU CPepbl TypU3Ma.

Opranuzanus pabOThl CIYKObI JOKYMEHTALIMOHHOTO OOECIeUCHHs YIpaBJICHUS B HUHIYCTPUHU
rOCTENPUUMCTBA.

HOpMaTI/IBHO — MCTOAHMYCCKUC OCHOBBI HOOKYMCHTALITMOHHOI'O O6CCHC‘ICHI/I$I YIIpaBJICHUA
JEeSATEIbHOCTH NMPEANPUITHI cepBuca.

JloKyMeHTalMOHHOE ~ O0ecleYeHne JIeATENIbHOCTH  OCHOBHBIX —MPEANPHATUNH  MHIYCTPUHU
rOCTENPUUMCTBA. ABTOMATU3UPOBAHHBIE CUCTEMBI YIIPABICHHUS MPOIIECCAMHU.
JlokyMeHTalMoHHOe ~ OoOecreueHre JesATeNbHOCTH — amfapara YOpaBiICHUS TOCTHHUYHBIM
OPEIPUATHEM UHIYCTPUH FOCTEPUUMCTBA.
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Pa3znes 6. OueHo4HblIe CpeACTBA MPOMEKYTOYHOM aTTEeCTAIMHU (C KIIOYaMH)

1. 3akoHuuTe Ppazy(omeem ciedyem 3anucams ¢ MaleHbKOU OYKEbL):
OO01menne, MPOUCXOASIIIEE MOCPEACTBOM MUCHMEHHOTO TEKCTa (TTMChMa, IOTOBOPA, PACTIOPSIIUTEIILHOTO
JIOKYMEHTA, Ha3bIBACTCS
IIpaBuJIbHBIA 0TBET: ONMOCPETOBAHHBIM.

2. Yemanosume npasunvroe coomsemcemsue. CooTHECUTE (PYHKITMOHAIBHBIC CTUIIH SI3BIKA C UX
CoJIep>KaHUEM:
1) Pa3roBopHBIi CTHIIB
2) Hayunblii cTHIIB
3) OdurimansHO-AEI0BOM CTHIIb
4) TlyOaunuCTHYECKU CTHIIb
5) Xym0KeCTBEHHBIH CTHIIb
BapuaHTbI 0OTBETOB:
a) 00J1acTh HAYKU M TEXHUKHU (HaydHBIE CTAThH, TOKJIAAbI, YAICOHUKH U T.].)
0) oOuiecTBeHHO-TIOTUTHYECKas cepa (BHICTYIICHHUS MOJTUTUKOB, U3BECTHBIX MyOIHYHBIX JIOACH,
CTaTbU ra3er, )KypHaJoB)
B) chepa UCKYCCTBA CIIOBA (Xy0’KECTBEHHAs JINTEPATypa: PaccKasbl, IOBECTH, POMAaHBI,
CTUXOTBOpPEHUS U T.11.).
T') TOBCEIHEBHAS peub (Pa3roBOPHI C APY3bSIMHU, CEMbEN, B Mara3uHe, a3poropry, 0OIEeCTBEHHBIX
MecTax)
1) 006J1aCTh 3aKOHOIATENILCTBA U IETIOBOTO OOIIEHHS (3aKOHBI, PUKA3bl, PACIOPSIKEHUS, TOKYMEHTBHI)
IIpaBuabHblii oTBeT: 1-1, 2-2, 3-1, 4-0, 5-B.

1. IIpouumatime mexcm u 3anuwiume npasuivhsii omeem. Omeem cledyem 3anucamo
¢ MmaneHvkou  Oykevl B opraHmszalnuu 3akiifoueH KOJUIEKTHBHBIH 1oroBop. C Iielbio
BBISIBIICHHSI BO3MOJXKHBIX ~ YCJIOBUH, YXYIIIAOMUX TIOJ0XXEHHE PAOOTHUKOB IO
CPaBHEHHUIO C TPYIAOBBIM 3aKOHOJATEIbCTBOM M WHBIMH HOPMAaTHUBHBIMH IPaBOBBIMHU
aKTaMH, COJIEP/KallMMH HOPMBI TPYJOBOIO MpaBa, yKa3aHHBIM MPAaBOBOM aKT IMPOXOIUT
npoueaypy...
IIpaBuIbHBINA OTBET: YBEJOMHTEIbHONH PErHCTPALMM B COOTBETCTBYIOIIEM OpraHe 1mo Tpyay (Wjim
YBeIOMHMTEJILHOM perucTpauuu) (omeem cmyoenma moxcem Obimb npeocmaesier 8 uHmepnpemayuu,
9KBUBAIEHMHOU NPUBEOEHHOM) NPABUTLHOMY OMEenmy)

4. Vkaorcume npasunvhyio nocnedosamenbHocmy. B kakoil nocnenoBaTeaIbHOCTH HEOOXOAUMO MTPOUTH
CJIEYIOIIME ATAMBI MPY aHAJIU3€ YIPABJICHUYECKUX JTAHHBIX, YTOOBI 2 (hEKTUBHO HCTIOJIB30BaTh
CTaTUCTHUYECKUE METO/Ibl U 00E€CTIEUNTh MPUHATHE 0OOCHOBAHHBIX PEIICHUH?

AHann3 JaHHBIX

dopmynupoBKa IpoOIeMbl

[ToaroroBka 1aHHBIX

[Ipunsatue pemennit

COop maHHBIX

WHTepnperanus pe3ynbTaToB

HpaBl/lJII)Hbll/l orBer:2—-5-3-1-6-5

ocoarwhE
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Pa3nen 7. [lepedyenn yueOHOM JTUTEPATYPbI, HEOOXOAUMOM /151 OCBOEHUS THCUUIITIHHBI

7.1. OcHOBHas JqUTEpaTypa

1. 3aitneBa, E. B. Jlemonpou3BOACTBO W JOKYMEHTOOOOPOT B CHUCTEME TOCYAApPCTBEHHOTO H
MYHUIUIAIBHOTO yHpasieHus : yueonoe mocodue st CIIO / E. B. 3aiinesa, H. B. 'onyapoBa. — 2-¢
n3n. — CaparoB : IlpodobpazoBanue, 2021. — 176 ¢. — Tekct : anexrponHsid // I{udposoit
obpazoBatenbHbiii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
PesxuM poctyna: 1uist aBTOPU3UP. TOJIb30BaTeIIeH

2. CrenanoBa, E. H. Opranusanus u CONPOBOXKICHHE D3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CremanoBa. — CapatoB, Mocksa : [IpodoOpaszoBanue, At [Iu Ap Meaua,
2021. — 176 ¢. — Tekcr : anexrponHbii // Lludposoit oOpazoBarensHbiil pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Peskum mocryma: ajis aBTOPHU3HP. MOJIb30BaTENCH

3. XauatpsH, I'. A. Opranu3zamus 1 COnpoBOXKAECHUE IEKTPOHHOTO JTOKyMEHTO000pOoTa : yueOHUK
s CIIO / T'. A. Xawatpsia, . B. Ky3nenoa. — CapartoB, Mocksa : [IpodobpazoBanue, At [lu Ap
Menua, 2020. — 156 ¢. — Tekcr : anexkrponnsiii // Lludposoit o6pazoBarensubiii pecypc IPR SMART :
[caiitr]. — URL: https://www.iprbookshop.ru/97086.html. — Pexwum pmocryma: s aBTOPH3HP.
I10JIB30BAaTENICH.

7.2. JlomotTHUTEIbHAS JIUTEpaTypa

4. Kysuenora, . B. KondunennumanpHoe IeTOMPOU3BOJICTBO W 3AIMIIEHHBINA 3JIEKTPOHHBIN
JIOKyMEHTO000poT : yueOHoe nmocobue amns 6akanaspos / 1. B. Ky3nenosa, I'. A. XauatpsiH. — Mocksa :
Aii ITu Ap Menna, 2020. — 192 ¢. — Texkcr : anextponsslii / Hudposoii oOpasoBarensHbiii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html — Pexxum moctymna: aast aBTOpU3up.
II0JIB30BAaTENEH.

5. CucTeMBbl 3IeKTPOHHOTO JOKYMEHTO000pOTa : yuebHoe nocodue (1a0opaTOpHBIN MPAKTHUKYM) /
cocraButrenn M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii ¢enepaibHBIi YHUBEPCHUTET,
2019. — 109 c. — Tekcr : anextponHslit // Ludposoit odpazosarensHbiil pecypc IPR SMART : [caiir].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajist aBTOpu3Hp. HOJIb30BaTeNeh

6. CrenanoBa, E. H. Cuctema 3nekTpoHHOT0 AJOKYMEHT000O0poTa (00IayHoe pelnieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [1u Ap Menua, 2021. — 182 ¢. — TekcT : 31neKTpOHHBIH //
[udposoit 00pa3oBaTeNbHBIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexxum fnoctyma: asist aBTOpU3Hp. OJIb30BaTEIeH

7.3. Ilepeuens pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHHUKANMOHHOI ceTH « AHTepHET»

1. http://www.consultant.ru - cnpaBounas npaBoBasi cuctema Koncynerant [Iitoc

2. http://lwww.garant.ru - cnpaBouHasi npaBoBast cuctema ['apaHt

3. TIO mns opranu3zanuy KOHPEpEHIINN
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Paznen 8. MatepuajibHO-TeXxHHYecKasi 6a3a M1 MHPOPMALMOHHBIE TEXHOJIOTHH

MartepuanbHO-TEXHHYECKasA 0a3a, HeoOXoAMMAasi JJsl OCYLIECTBJEHHUS 00pPa30BaTeIbLHOIO
npouecca no JUCHUIINHE:

MarepuanbHO-TeXHHUYECKOE oOOecreyeHne IUCHUIUIMHBL «/loKyMeHTalnuOHHOe ofecneyeHHe
ynpaBJieHHsl Ha NpeINpUATUHIX CEPBHCA» BKIIOYAeT B ceOs ydyeOHbIE ayAUTOPUHU AJS TPOBEICHUS
3aHATHUN, TPYIIOBBIX M WHIWBHIYAJIbHBIX KOHCYJIBTALMW, TEKYIIErOo KOHTPOJISI M IPOMEXYTOYHOMU
aTTeCTalll{, CAMOCTOSITEILHON pabOTHl 00YJAIOIUXCS.

VYuebHble ayIUTOPUM YKOMIUIEKTOBAHbI CHELMAIM3UPOBAHHOM MeOenbl0 U TEXHUYECKUMHU
cpeactBamMu  oOydenusi. IlomemieHuss s CaMOCTOATENBHOM pPabOThI OOYYarOIIUMXCS OCHAIEHBI
KOMIIBIOTEPHON TEXHUKOM C BO3MOYKHOCTBIO ITOAKIIOYEHNUs K cetu HTepHeT.

JlcuuIuimHa MOXKET PeaM30BbIBATHCS C MPUMEHEHHEM JMCTAHIMOHHBIX TEXHOJIOTHI 00y4YeHHsI.
Crenuduka peanusalMy AUCUUIUIMHBI C TPUMEHEHUEM AMCTAaHIMOHHBIX TEXHOJOIMH 00y4eHus
yCTaHaBJIMBACTCS JIOTIOJIHEHHEM K pabodeil mporpamMme. B dwacTm He mpoTHBOpevaimei crenuduke,
U3JI0’KEHHOM B JONOJHEHUH K pOorpaMMme, IpUMEHSeTCs HacTosas padoyast mporpamma.

MarepuanpHo-TeXHHUECKas 0a3a, He0OXOoquMast I OCYIIECTBICHUs 00pa30BaTeIbHOTO IpoIiecca
10 JUCLUIUINHE C IPUMEHEHHUEM IUCTAHLIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOIMH BKIIIOYAET B ce0sI:

KommploTepHasi TeXHUKA, pacrojiockeHHass B ydeOHoM kopmyce Muctutyra (yn.Kaumuues, 63,
kaOuHeT LleHTpa MuCTaHIIMOHHOTO O0YYEeHHS):

1. Intel i 3 3.4Ghz\O3Y 4Gh\500GB\RadeonHD5450

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

3  JUYHBIC AJIEKTPOHHBIC YCTPOHCTBA (KOMIBIOTEPHI, HOYTOYKH, TUIAHIIETHI U WHOE), a TaKXKe
CPEICTBA CBA3M IIPENOJABaTENIEH U CTYACHTOB.

WNudopMannoHHbIE TEXHOJIOTHH, HEOOXOMMBIE JJIsi OCYIIECTBICHUS 00pa30BaTeIbHOIO Mpolecca
10 JUCLUIUINHE C IPUMEHEHHUEM JIMCTAaHLIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIMH BKIIIOYAIOT B CeOsi:

- cuctema auctannuonHoro obydenus (C/1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 110YTa;

- CUCTEMA KOMITBIOTEPHOT'O TECTUPOBAHHS;

- Hudporoii o6pazoBarensubiii pecypc IPR SMART,;

- CUCT€Ma MHTEPHET-CBSI3U skype;

- Tene)OHHas CBSI3b;

- I1O st opranu3anuu KoHpepeHuuu.

OOyyeHne 00y4aromMXCS HWHBAIMIOB M OOYyYarOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
310pOBbsl  OCYILECTBIISIETCSI IIOCPEACTBOM IPUMEHEHMS CHEIUAIBHBIX TEXHUYECKHX CpEACTB B
3aBUCHUMOCTH OT BUJa HO30JIOTHH.

[Ipu npoBeneHMM Y4eOHBIX 3aHATHM 1O JAUCLUIUIMHE MCIOJIB3YIOTCS MYJIbTHUMEIUIHHBIC
KOMIUIEKCBI, FIEKTPOHHbIE YUEOHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHBIE K OTPAaHUYEHUSM 370POBbs
oOyJaromuxcs.

JlexumoHHblE ayTUTOPUU OOOpPYNOBaHbl MYJIbTUMEIUWHBIMU KadeapaMu, MOJIKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIIUTh 3BYK Ul KaTerOpHH caabOoCbIIaluX o0yJaomuxcs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEIMYUBAIOT U300paKEHUE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIIPMHUMATh Y4€OHYI0 HHPOPMALIMIO 00YJaIOIUMCs ¢ HApYIICHUSIMU 3PEHUS.

[Tpu oOyueHuu JuIl C HApPYLICHUSAMHU CIIyXa UCIIOJIb3YETCSl YCHIIUTENb CiIyXa JJIsl cIaboCbIIIaiuxX
monaeir Cyber Ear monmens HAP-40, momoraromuii oOydaeMbIM Jydllle BOCHPHUHUMATh y4eOHYIO
uH(pOpMaIHIO.

OOyuaromecss € OTpaHMYCHHBIMM BO3MOXKHOCTSIMH 3]I0POBbsI, OOECII€YEeHbl IEYaTHBIMU H
3JIEKTPOHHBIMU 00pa30BaTEIbHBIMU peCypcaMu (MIPOrpaMMBbl, YUeOHUKH, YIeOHbIE TOCOOUS], MaTepUabl
JUISL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMax, aJanTHPOBAHHBIX K OIPAaHUYEHHUSIM WX 370POBbS U
BOCTIPUATHUS UH(POPMAIUH:

JJIS1 JIML C HAPYIIeHUSIMHU 3PEeHUs:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina;
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JJIS1 JIMIL ¢ HAPYIIEHUSIMU CJIyXa:
- B Ie4aTHou opme;
- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

JUIS1 JIMIL ¢ HAPYIIEHUSIMH ONOPHO-IBUTATEJbHOI0 anmnapara:
- B Ie4aTHOH opMme;

- B (hopMe 3JIeKTPOHHOTO JOKYMEHTA;
- B hopme aynuodaiina.
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Pasznen 9. MeToanuyecKue YKazaHusd 1J1s1 oﬁyqamumxca M0 OCBOCHHUIO JUCHHUITJIMHBbI

VYuebnast aucuuiuiiHa «/loKyMeHTaUMOHHOe oOecreyeHHe YNPaBJEHMS HAa NpPeINpHATHIX
cepBuca» GopMupyer 6a3y A JaNbHEHIIEro pa3BUTUSl YMEHUH M HAaBBIKOB II0 JJOKYMEHTOOOOPOTY Ha
HOPENIPUATHIX CEPBHUCA U TypU3Ma.

[IupoTa kpyro3opa creuuanucra Jiro0oro npoduist ABISETCsS HACYIIHOM MOTPEeOHOCThIO HAIIEro
obmectBa. [{ng cozganus ycnoBuid hopMupoBaHusi OM3HEC-Kpyro3zopa HeoOXouMa HHTETpalys 3HaHUH,
IOJYYEHHBIX Ha pa3HbIX YpPOBHSX 0oOpa3oBaHusA. byayliee mokosieHHE AOIKHO OEpeXHO XpaHUTh U
NPUYMHOXXaTh JOCTM)KEHHUS UEJIOBEUECKOW KyIbTyphl. BakHo, dYroObI OHO HE OCTaBaJoCh
PABHOAYIIHBIM, @ MOTJIO U3MEHSATH Ce0sl U BIUATH HA OKPY>KAIOLIUHA MUD.

AynuTOpHBIE 3aHATUS JODKHBI HE TOJBKO JaBaTb CHCTEMAaTU3MPOBAHHBIE OCHOBBI Hay4YHbBIX
3HaHUH 110 COOTBETCTBYIOILEH TEME, PACKPbIBaTh COCTOSHUA M IEPCHEKTUBBI  PA3BUTHUSA
paccMaTpUBaeMBbIX BOMPOCOB, CKOHLEHTPUPOBATh BHUMAaHHWE OOYdaIOMIMXCS Ha Haubosiee CIIOKHBIX
Y3JIOBBIX BOIIPOCAX, HO U CTUMYJIUPOBATh UX AKTUBHYIO IIO3HABATENIBHYIO JIESATEIBbHOCTh, (HOPMUPOBATH
TBOpYECKOe MbIUIeHHE. [Ipr u3ydeHnn AMCUUIUIMH 00yYarOIIUIACs TOJDKEH IMOIYYUTh PEACTABICHUE O
POJIM U3y4aeMOW JUCLUIUINHBI B IPAKTUYECKOU NEATEIBHOCTH.

JUiss  ycremHoro YCBOEHHUS JICKIIMOHHOTO MaTepuana OOYyYalolIHiics JOJDKEH MPOCMOTPEThH
y4eOHYyI0 JIUTepaTypy MO TeMe JIEKIMHM C TeM, 4TOObl UMETh XOTs Obl MpejACTaBlIeHUE O MpolieMax,
KOTOpbIe OyayT pa3duparbcs B Jiekuuu. OH OJDKEH TaK)Ke MBICICHHO MPHUIIOMHHUTH TO, YTO yXe 3HAET,
KOIZa-TO 4WTaJl, H3y4daJl IO JPYI'MM MpeaMeTaM IPUMEHUTENbHO K JaHHOM Teme. [7naBHoe B
IPOJICTIaHHON paboTe K JeKuuu — (popMUpOBaHHE CYOBEKTHBHOTO HACTPOsI HA XapakKTep MH(OpMAIuu,
KOTOPYIO OH IOJIYYUT B JIEKIMM IO COOTBETCTBYIOLIEH Teme. MHornma juist 3Toro ObIBaeT JOCTaTOYHO
03HAKOMUTHCS C THIIOBOW paboveld mporpaMMOi Wil y4eOHBIM PYKOBOJCTBOM.

3anuch JEKIUM ABISETCS BaXHEHIIMM 3JIEMEHTOM paboThl oOydaroierocs Ha Jekiuuu. KoHcnekt
MO3BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH M JIyUIlle COXPAHUTh MOIYYCHHYIO HHPOPMALIUIO C TEM,
YTOOBI B OyIyLIEM OH CMOI BOCCTAaHOBUTH B MAMATU OCHOBHBIE COJIEP)KATEIbHbIE MOMEHTHI JICKIUH.
OtOupas HYXHYIO HH()OPMAIUIO, TJIAaBHBIE MBICIH, MPOOJIEMBI, PEHICHUS M BBIBOJBI, OOydaromencs
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0paThCsl.

IIpu BeneHMM KOHCIIEKTa JIEKUHMHW €CTh MaTepuai, KOTOPBIM 3alMChIBAETCS JOCIOBHO, HAIpUMED,
(GOopMyIHPOBKM HOPMAaTHUBHBIX aKTOB, ONpEJENIEHUs] OCHOBHBIX Karteropuil. IIpu sToM oOydarouuiics
JOJKEH 1y ce0s B KOHCIIEKTE BBIJCIUTH TJABHYIO MBICIb, WJCK0 B ONPEICICHUU TOrO WM HHOTO
IIOHSITHS, €70 CYIIHOCTb, HE CTapasCh Cpa3y IMOHATH €0 B ACTAIAX. JTO MO3BOJIUT U3HAYAIBHO YCBOUTH
SKOHOMMYECKHE OHATHS, OTIUPASICh Ha IVIaBHYIO UJCI0, YICHUTh CYIIIHOCTb.

B koHcnekTe neknuil 00s3aTeNbHO 3aMMChIBAIOTCSA: HAa3BaHUE TEMBbI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, PEKOMEHIyeMas JJuTepaTypa. TeKCT JeKIUHU JOJKEH ObITh pa3/iejieH B COOTBETCTBUU C IJIAHOM.

C oxkoHYaHMEM JIEKIIMU paboTa HaJ KOHCIEKTOM MOJKET CUMTaThCs 3aBeplieHHoil. HyxHo ere
BOCCTAaHOBUThH OTJEJIbHbIE MECTa, IMPOBEPUTb, BCE JIM IMOHSATHO, YTOUYHUTH UTO-TO HA KOHCYJIbTALUH,
NPEINPUHATh UHBIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT' OBbITh HCIIOJIb30BaH B IpOLECCE MOATOTOBKU K
CEMHUHapaM, O5K3aMEHY, /Ul JAJIbHEHIIEr0o W3y4eHUs TeMbl, Ha IpakTuke. KoHCHekT mekuuii —
HE3aMEHHUMBIH y4eOHBIH JOKYMEHT, HEOOXOUMBIH JUIsl CAMOCTOSATEIbHOM paboTHI.

TemaruueckuM IJJaHOM H3Y4YEHMs] JAUCLUUIUIMHBI MPEAYCMOTPEHbl MPAKTHUYECKHE 3aHSATHS.
[ToaroToBka K MpakTUYECKOMY 3aHATHIO MPEAIOAraeT Ba 3Tana padoThl 00yJaroLIXCs.

[lepBblii ATanm — ycBOeHUE TEOpeTUUYECKOro marepuaia. Ha nmepBoM sTane oOydaromuiicst 10JKeH
oTpa0oTaTh M YCBOUTh Y4YEOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HUCMOIb3ysSd METOAMYECKHUE
PEKOMEHIALINH 0 MOATOTOBKE K MPAKTUYECKOMY 3aHATHIO. .

Bropoii 3tan mpeamnosaraeT BBIIOJIHEHHE NPAKTHYECKOTO 3anaHus. KOHKpETHO Takoe 3ajaHue
naetcst oOyvaroliemycs MpenojaBareieM B KOHIE 3aHSTHS, MPEAIECTBYIOIIETO IMPAKTUYECKOMY.
3amaHus  JOJDKHBI OBITH BBINMOJIHEHBl MUCHbMEHHO. Kpome TOro, mo TEOpeTHYeCKHMM BOIpPOCaM
00ydJaronuics J0KEH MOATOTOBUTH padoyre IJIaHbl CBOMX OTBETOB Ha HUX.

JomaiHee 3agaHue OOYYaroIIMMCS TOTOBUT CAaMOCTOSITENbHO. [IpM BBIMOJIHEHUH JOMAIIHEro
3a/laHusl OH MOXET MOJIb30BaThCA TEXHUYECKUMH Cpe/ICTBaMH, Y4eOHOM nMTepaTypoi, KOHCIEKTaMu
ek u 1.p. Pexomenayercs damie oOpamaTbCs 3a KOHCYJIbTAMSIMM M OKa3aHHEM HEOOXOAMMOM
MOMOIIM K NMpenoaaBaTensM Kadeapsl.
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CaMocTosATEIbHOE U3YUEHHE KypCa IIPEAYCMATPUBAET 03HAKOMIIEHHE C BOIIPOCAMH TEOPETUYECKUX
U MPaKTHYECKUX 3aJaHui. O3HaKOMJIEHHE C BOIIPOCAMHU, HEOOXOUMO JJIsl YCIIELIHOM cllauu 3a4eTa.

W3ydyeHne OUCHMIUIMHBI MPOBOAUTCS HA JIEKLUUAX, NMPAKTUYECKUX 3aHATHUSIX, KOHCYIbTALUAX U
IIyTEM CaMOCTOSATENbHOIN paboThl BHE ayTUTOPUH.

OdeHb BayKHO NPU U3YYEHUU AUCLUIUIMHBL 1) IOCEEHNE ayAUTOPHBIX 3aHITHI; 2) BBIIIOJIHEHUE B
IIOJTHOM 00bEME U B CPOK 33JaHUNIIO AUCLUIUINHE.

CamocrostenbHas pabota 00yJaromuxcs 10 JUCLHUILIHHE OApa3ieIseTcs:

1. camocTosTENnbHOE BBIIOJIHEHHUE 3a/1aHUI Ha ayAUTOPHBIX 3aHATHAX. OOBIYHO C IpernojaBaTeieM
pa3duparoTcsi MpaKTUYECKHUE 3alaHusl, 3aTeM OOYYAIOLIUICS JOJDKEH CaMOCTOSITEIbHO BBIOJIHUTH
Jpyroe 3aJaHue 10 aHaJOTuHy;

2. CaMOCTOSITeTIbHAS TOJATOTOBKA K NMPAKTHUYECKUM 3aHATUSAM U K UTOTOBOMY KOHTPOJIIO 3HAHUM.
[TogpazymeBaer ureHue ydyeOHOro MmaTepuajga IO TeMe, JIEKIMU B TETpajd, B HEKOTOPBIX ClIydasx
KOHCIIEKTUPOBaHUE JOIMOJIHUTENBHOrO MaTepuana. OueHuts 31oT Bua CPO BO3MOXKHO Ha IMPAKTHUUECKUX
3aHATHUSX M0 YPOBHIO aKTUBHOCTH OOYYaIOIIErocs Ha 3aHATUU U KaueCTBE BBINOJIHEHUS UM 3a/1aHUil.

[IpakTHueckue 3aHATHS IPOBOAATCS C LENBIO YIIIyOJIEHHOTO OCBOCHHUS y4eOHOro Marepuaia 1o
TeMe, BbIpa0OTKM HAaBBIKOB B DPELICHUM NPAKTUYECKUX 3a]ad, MPUOOPETEHHIO IMPO(ecCHOHATbHBIX
YMEHUM.

HeBbInosTHEHHBIE B TEUEHHUE 3aHATHUS 3a/1aHUS [1O/JIEKAT BBIIIOJIHEHUIO BO BHEYYEOHOE BpEeMs.

Hcnonp30BaHne pa3andHbIX BUAOB CAMOCTOATEIbHBIX paOOT MOMOTaeT MPENOoJaBaTe0 OBBICUTh
YPOBEHb 3HAHUH yyallluXcsl, aKTUBU3UPOBAaTh [IO3HABATENIBbHYIO aKTUBHOCTb, pa3HOOOpa3uTh padoTy ¢
yuYalIMMHCs, KaK IpU U3y4€HUH HOBOTO MaTepuala, Tak U 3aKperyIeHUH YK€ U3yUEHHOTO.

Crenmuduka AUCHUIUIMHBI MO3BOJSET MPENoAaBaTesIIM IPUMEHATh pasnuunble Buasl CPO,
HarpumMep, MOMUMO TPAJIUIIMOHHBIX JOKJIAJI0B U pedepaToB 1Mo TeMe, pEIIeHUs MPAKTHYECKUX 3aJaHul

I'nmaBHOe B npaBmiibHON opranuzaiun CPO — pazymHoe coueranue pa3indabix BugoB CPO u ¢popm
KOHTPOJISt
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y‘-IGGHO'MCTOI[I/I‘-ICCKOG n3JaHuc

Pabouast mporpamMma y4eOHON TUCITUTIIIUHBI

JlokyMeHTallMOHHOE o0ecreyeHre ypaBJeHus Ha
NpeINpUATHSIX CePBHUCA

(Haumernosanue Oucyuniunvl 8 COOMeemcmsuu ¢ y4eoHvIM niaHom)
YymakoBa ExaTtepuna AjekcaHIpOBHA

(Damunus, Ums, Omuecmeo cocmasumensi)
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