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(OIIOI1 BO)):
OIK-1.

Cnoco0en pemarb

Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI

HucuunimHa «/lokyMeHTauMoOHHOe o0ecneyeHue YNPAaBJEHUs» BXOAUT B JJIeKTHBHbIE
aucuumiuabl B1.B.J[3.01 moaroroBku oOyYarommxcs IO HampaBieHHI0 ToArotoBku «38.03.02
MeHeaKMeHT», HANPaBJeHHOCTh (MPoduJib) «YpaBiieHHe MAJIBLIM U CPETHUM OM3HECOMY.

Llenbto TUCHMIUIMHEI sIBIIsieTCsl opMupoBanue kommereHuui (¢ 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,

MIPOMCXOSIIINE

COPUEHTUPOBATHCS
Ha

B 3KOHOMHHYCCKHUX  Ipoleccax
MNpCAIpUusATHIN, HUCII0JIB30BATh

pEeANPUSTHUS,
SKOHOMHUYECKUI

UHCTPYMEHTAPHH 7151 OLleHKU 3((EKTUBHOCTH HCIIOJIB30BaHUS PECYpCOB M OOOCHOBBIBATH PEIICHUS B
00J1acTH ynpaBiIeHHs OpraHu3anueit

OIIK-1.2 CriocobeH ucronb30BaTh TEOPETUUECKUE 3HAHUS O 3aKOHAaX U MEXaHM3MaX PhIHOYHOMN
SKOHOMUKM Ha YPOBHE MAaKpO- M MHKpPO-CYOBEKTOB, a TaKKe€ HAaBBIKH pacueTa SKOHOMHYECKHX
noKaszaresel, XapaKTepHU3YIOMIMX JeSTEIbHOCTh XO3SHMCTBYIONMIETO CyOBEKTa B IENSAX peaTu3aliu
YIIPaBJICHYECKOH MBICII OpraHU3aIMN

B pPE3YyIbTAaTC OCBOCHUA AUCHUIUIMHBI Y CTYACHTOB JOJI?KHBI OBITE C(bOpMI/IpOBaHBI HHAUKATOPbI

KOMIIETEHIIUN:

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 1mo Crocoben IHC 08.008 Cuoenuamuecr mno ¢uHAHCOBOMY

(punancoBomy COPUEHTHPOBATbCS B | KOHCYJbTHPOBAHUIO

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

KoncyabTupoBanue | npeanpusaTus, Na-4 OIIK-1.1 OpraHuzoBbiBaTh U IPOBOIUTH

KJINEHTOB Mo | aHAJIM3UPOBATh MIpe3eHTalNH (UHAHCOBBIX MIPOJYKTOB u

HCIO0JIb30BAHNIO SBJICHMUS, yenyr(A/02.6)

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

NMPOAYKTOB M yCJIYyT MpEANPUSITHH, IHC 08.008 Crnenuamucr mno ¢uHAHCOBOMY

A/01.6MoHuTOpUHT HCII0JIb30BaTh KOHCYJIbTHPOBAHMIO

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

OaHKOBCKUX  YCIYT, | HHCTPYMEHTApUl  JJS | IOCTOSIHHBIX ~ KOHTakKTOB  C  pPEHTHHTOBBIMH

pBIHKA IIEHHBIX OyMar, | OLIeHKH areHTCTBaMM,  AHAIMTHUKAaMM  WHBECTHIMOHHBIX

WHOCTPaHHOMU 3¢ (HEeKTUBHOCTH OpraHM3alyii, KOHCAJITUHIOBBIMU OpTaHU3ALUSIMU,

BaJIIOTHI, TOBapHO- | UCIIOJIb30BaHU ayIUTOPCKAMHU  OpPraHM3alMsAMHM,  OLEHOYHBIMU

CBIPBEBBIX PHIHKOB pecypcoB u | hupmamu, TOCyJapCTBEHHBIMU U MYHHUIIMITAJIbHBIMU

A/02.6 TlonGop B 000CHOBBIBATh OpraHamu yIpaBJIeHUS, 00I11eCTBEHHBIMU

MHTEpecax  KideHTa | PSIICHAA B 001acT | opraHu3alusIMy, CpeacTBaMHu MacCcoOBOU

TOCTaBIIMKOB yIpaBIeHUSA uHpopManuy, HHGOPMAIIMOHHBIMHU, PEKIAMHBIMU

UHAHCOBBIX yeiyr u | OPraHHsaIHeH areatcrBamu(A/01.6)

KOHCYJIbTUPOBaHUE Na-6 OIIK-1.1 IIpoBenenne uccaeaOBaHUS

KIMEeHTa o (MHAHCOBOIO pBIHKA M H3Y4YEHHE MPEATIOKEHUN

OIPaHUYEHHOMY KPYTY (UHAHCOBBIX YCIYT (B TOM 4HCIE JEHCTBYIOIIHUX

(DHUHAHCOBBIX OpaBUI W YCIOBUH, Tapu(pHOM TOIUTUKU U

IIPOJYKTOB nericTByromux ¢popm goxkymenraryn) (A/01.6)




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

OIIK-1.2

Criocoben
HCIIOJIB30BATh
TEOPETUYCCKHE 3HAHUS
0 3aKOHaX u

MEXaHU3MaX PBIHOYHON
PKOHOMHUKHM Ha YpOBHE

Makpo- W MHKpO-
CyOBEKTOB, a TaKke
HaBBIKH pacuera
SKOHOMHUYECKHUX
roxKasarejiei,
XapaKTePU3YIOIIHX
JIeITEIIbHOCTD
XO3SIMCTBYIOIIETO
cyObekTa B IHEIAX
peaM3anum
yIpaBIeHIECKON

MBICJIM OpraHru3anunu

3nanue:
IIC 08.008 Chnenuaauctr mno (UHAHCOBOMY
KOHCYJIbTUPOBAHHUIO

N/I-1 OIIK-1.2ba3oBbic OaHKOBCKHE, CTpaxoBbIe U
WHBECTUIIMOHHBIE MMPOIYKTHI U ycayru (A/01.6)

nja-2 OIIK-1.2 OCHOBBI  MaKpO’KOHOMHKH,
MUKPOIKOHOMUKH,  (UHAHCOBOH  MaTEMAaTHKH,
TEOpUU  BEPOSATHOCTEH U MaTeMaTUYeCcKOM

cratuctuku(A/01.6)

1.2. Mecro nucumnmiinnel B crpykrype OIIOII BO
HanpasJieHus MoAroToBku «38.03.02 MeHeTKMeHT»,HANIPABJIEHHOCTH (MPOoHIBL) «YNpaBiieHHE MAJIbIM U
CpeHUM OU3HECOM»

IIpeamecTByomme JMCUUNINHBI
(MM CUMILIMHBI, H3Y4YaeMble NapasjieibHO)

Mocaexyonue AU CHUNIUHBI

2

3

OcHOBBI IPO(heCCHOHATIBHOTO Pa3BUTHS
1. | menemxkepa (BBenenue B HampaBieHne

DUHAHCOBBIN Y4ET B OPraHU3aLUU MAJIOTO U
cpenHero OuzHeca

MTOJITOTOBKH)
2 VYrpaBiieHUECKHH yueT B OpraHu3alry Majioro u
' cpeaHero OusHeca
3. 1C: Ilpeanpusitie. YnpaBiaeHne TOProBiIen
4 1C: IlpennpusTtue. 3apruiata 1 yupaBicHHE
NEPCOHAIOM
5 Yyer Ha IpeANpUATHIX MAJIOTO U CPETHETO
' OusHeca

Ilocneoosamenvrocmos opmuposanus KoMnemenyuil 6 YKa3auHvlX OUCYUNTUHAX MOdicem Oblmb
U3MEHeHA 8 3a8UCUMOCIU Om POopMbl U CPOKA OOYUeHUA, a MaKdice NPenooasaHusi ¢ UCNONb308AHUEM
OUCMAHYUOHHBIX MEXHON02UL 00YYeHUSL.

- VYyebHoro

IIaHa

1.3. HopmaTuBHasl JOKYMEHTALMs

PaGouas mporpamma y4eOHOM AUCIIUTUTMHBI COCTaBJICHA HA OCHOBE:
- denmepasbHOTO TOCYJAPCTBEHHOTO 00pA30BATENBHOTO CTaHJApTa BBICHIETO OOpa30BaHUS 10
HarpasjeHuto noAroToBku «38.03.02MeHemKMeHT»;

HanpaBJICHUS

OJTOTOBKH

«38.03.01 MeHex:KMEHT»HANIPABJIECHHOCTh

(mpoduib) «Ynpasienne MaabIM U cpegHuM du3snecom» 2025 rona 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(:j)lg’ KOMIIeTeHIHii

1 2 3 4 5 6 7

Tema 1. OcHOBHbBIC TOHSITHUS B Na-3 OIlK-1.1
00J1aCTH JOKYMEHTHUPOBAHHS N1-4 OIIK-1.1
N-5 OIlK-1.1
1 10 2 8 | un-6o0mK-11
N-1 OIK-1.2
NJ-2 OIIK-1.2
Tewma 2. HopmaTtuBHo- NJ-3 OIIK-1.1
METOJINYECKHUE OCHOBBI na-4 OIK-1.1
o | AOKYMEHTALHOHHOrO 10 2 2 6 Na-5 OIlK-1.1
obecrieyeHus yrpaBiieHUs NJ-6 OIIK-1.1
N-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 NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 4. OpranuzanoHHO- nJ1-3 OIIK-1.1
pacnopsuTeNbHasl CucTemMa Na-4 OIK-1.1
NJ-5 OIIK-1.1
4 10 2 2 6 NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 5. UndopmanmonHo- NJ-3 OIIK-1.1
CIIpaBOYHAs CUCTEMA Na-4 OIK-1.1
5 8 8 NJ-5 OIIK-1.1
NJ-6 OIIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 6. OcHOBHBIE POPMBI NJA-3 OIK-1.1
JIOKYMEHTOO0O0pOTa B Na-4 OIK-1.1
OpraHu3aluu NJ-5 OIlK-1.1
6 10 2 8 NJ-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 12 2 9 8 NJ-5 OIlK-1.1
JIOKYMEHTAITMOHHOM NJ-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
oopMIIEHHE OCHOBHBIX NJ1-4 OTIK-1.1




BHJIOB YIIPABJICHYECKUX Na-5 OIIK-1.1
JIOKYMEHTOB NJ1-6 OIIK-1.1
NJ-1 OIIK-1.2
NJI-2 OIIK-1.2
Tema 9. OcobennocTn Na-3 OIIK-1.1
oOopMIICHHUS U BEICHUS N1-4 OIIK-1.1
9 JOKYMEHTALWH 110 JINYHOMY 12 2 2 8 -5 OIlK-1.1
COCTaBy N/1-6 OIIK-1.1
N-1 OIK-1.2
NJ-2 OIIK-1.2
Tema 10. Opranuzanus Na-3 OIlK-1.1
JIOKYMEHTOO0O0pOTA. N1-4 OIK-1.1
Cucremaru3zanus U XpaHeHUE Na-5 OIlK-1.1
10 JTIOKYMEHTOB 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 00yYeHHe)

Tema JUCHUININHBI

TpyroeMKkocTh

Bce
IO

AyauTOpHBIE
3aHATHA

13 (J13,
T 3

CPO

Konx nnaukaropa u
JAECKpHUIITOpa
AOCTHKEHU S
KOMIIeTeHIU I

2

4 5

7

Tema 1. OcHOBHBIE NOHATHUS B
o0acT JOKYMEHTUPOBaHUS

12

10

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

Tema 2. HopmatusHo-
METOJINYECKNE OCHOBBI
JOKYMEHTAllMOHHOT O
oOecrnieuyeHus yrnpaBIeHUs

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

Tema 3. OpranuszanoHHO-
IIpaBoOBasi CUCTEMA
JOKYMEHTAIU1

10

10

MJ1-3 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

WJ1-3 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
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 6. OcHOBHBIE (HOPMBI N1-3 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
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
Tema 7. NJ-3 OIIK-1.1
ABTOMaTHU3UPOBAHHbBIE Na-4 OIK-1.1
cpencTaa B MJ1-5 OIIK-1.1
! JIOKYMEHTAIMOHHOM 12 2 2 8 NJ-6 OIIK-1.1
yIPaBJICHUH N/-1 OIIK-1.2
NJ-2 OIIK-1.2
Tewma 8. CocraBiienue u N-3 OIK-1.1
odopmIIeHHE OCHOBHBIX N-4 OIIK-1.1
8 BHJIOB YIIPABJIEHYECKUX 10 2 8 NJ1-5 OIIK-1.1
JTOKYMEHTOB N-6 OIIK-1.1
NJ-1 OIIK-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 JI1YHOMY 12 2 2 3 Na-5 OIlK-1.1
COCTaBy NJ-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 10. Opranuzanus Na-3 OIlK-1.1
JOKYMEHTO000pOoTA. NJ-4 OIIK-1.1
10 CucremaTtu3zanus 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 00y4ueHus (IOJHBIH CPOK)

TpyroeMkocThb
Kon unankaropa n
AyaAuTOpHBIE
JAecKpUITOpa
Ne Tema qUCUMIIMHBI Bce 3aHATUA
CPO AOCTHIKEHHUS
ro J 13 (13, KOMIIeTeHIuii
C3)
1 2 3 4 S) 6 7
Tema 1. OcHOBHBIE TOHATHS B Na-3 OIlK-1.1
00J1aCTH TOKYMEHTHPOBAHUS -4 OIIK-1.1
N-5 OIIK-1.1
! 12 2 10 NJ-6 OIIK-1.1
NJ-1 OIlK-1.2
NJI-2 OI1K-1.2




Tewma 2. HopmatusHo- Na-3 OIlK-1.1
METOANYECKUE OCHOBBI nJ1-4 OIIK-1.1

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

NJ-2 OIIK-1.2

Tema 3. OpranuzanoHHO- Na-3 OIlK-1.1
MpaBoOBas CUCTEMa N1-4 OIK-1.1
JOKYMEHTalUU Na-5 OIlK-1.1

3 10 10 U6 onk-1.1
N-1 OIK-1.2

NJ-2 OIIK-1.2

Tewma 4. OpranuzanoHHO- Na-3 OIlK-1.1
pacropsiIuTeNIbHAs CHCTEMA N1-4 OIIK-1.1
N-5 OIlK-1.1

4 12 10 U6 onk-1.1
N-1 OIK-1.2

NJI-2 OIIK-1.2

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

S 10 10 |6 omk-1.1
N-1 OIIK-1.2

NJI-2 OIIK-1.2

Tema 6. OcHoBHBIE (POPMBI NJ-3 OIIK-1.1
JIOKYMEHTOO00pOTa B na-4 OIK-1.1
OpraHu3alu nJ1-5 OIIK-1.1

6 12 10 NJ-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 NJ-5 OIIK-1.1
JIOKYMEHTAIMOHHOM NJ-6 OIIK-1.1
YIIPaBICHUU NJA-1 OIIK-1.2
NJ-2 OIIK-1.2

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

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

NJ-2 OIIK-1.2

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

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

NJ-2 OIIK-1.2

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

10 | CucremaTH3anus u XpaHeHUe 8 8 NJ-5 OINK-1.1
JIOKYMEHTOB NJ-6 OIIK-1.1

WJI-1 OTK-1.2




VJ1-2 OTTK-1.2

Bua npoMexxyTouHoit
arrecranuu (3ayer)

Hroro

108

6

8

90

3aounas popma oGyuenusi (yckopenHoe ody4uenune Ha 6aze BO, mosinoe yckopeHHoe 00yueHue)

TpynoemkocTb
AyIHTOpHbIE Kon nnaukaropa u

Ne Tema qMcHMIIHHBI Bce 3aHATHSA AleCKpHTTOpa

o 3 (/13 CPO nocnmcemmv

J C3) ’ KOMIIeTeHIUuii

1 2 3 4 5 6 7

Tema 1. OcHOBHbBIC TOHSITHUS B Na-3 OIlK-1.1
00J1aCTH JOKYMEHTHUPOBAHHMS N1-4 OIIK-1.1
N-5 OIlK-1.1
! 12 2 10 NJ-6 OIIK-1.1
N-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
N-1 OIIK-1.2
NJI-2 OIIK-1.2
Tema 3. OprannzanoHHO- Na-3 OIlK-1.1
MIpaBoOBasi CUCTEMA -4 OIIK-1.1
JIOKYMEHTAalUH 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 OIK-1.1
4 8 8 N-5 OIK-1.1
NJ-6 OIIK-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tewma 5. Undopmanimonto- Na-3 OIlK-1.1
CIIPaBOYHAsI CUCTEMA -4 OIIK-1.1
N-5 OIK-1.1
S 10 10 | y-6 omx-1.1
N-1 OIK-1.2
NJI-2 OIIK-1.2
Tema 6. OcHOBHBIE (HOPMBI Na-3 OIlK-1.1
JOKYMEHTO000pOTa B NJ-4 OIIK-1.1
OpraHu3aIu Na-5 OIlK-1.1
6 10 10 |6 omk-1.1
N-1 OIIK-1.2
NJI-2 OIIK-1.2
Tema 7. Na-3 OIK-1.1
7 ABTOMaTU3UPOBaHHBIE 12 2 10 -4 OIIK-1.1
CpeAcCTBa B Na-5 OIlK-1.1
JIOKYMEHTAIlMOHHOM NJI-6 OIIK-1.1




yIpaBIECHUU NJA-1 OIlK-1.2
NJ-2 OIIK-1.2
Tema 8. CocraBienue u -3 OIIK-1.1
oopMIIeHHE OCHOBHBIX N1-4 OIK-1.1
g | BUZOB YIIPABICHIECKUX 12 10 Na-5 OIlK-1.1
JTIOKYMEHTOB 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 N1-4 OIIK-1.1
9 JOKYMEHTALWHU 110 JINYHOMY 12 2 10 -5 OIIK-1.1
COCTaBy N/1-6 OIIK-1.1
N-1 OIK-1.2
NJ-2 OIIK-1.2
Tewma 10. Opranuzanus NJ1-3 OIIK-1.1
JOKYMEHTO000pOTA. N-4 OIIK-1.1
10 CucreMaru3zanus U XpaHeHue 10 10 NJ1-5 OIIK-1.1
JTOKYMEHTOB NJ-6 OIIK-1.1
N-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 ONpPEAEICHUs B 00JACTH JOKYMEHTALMOHHOIO 00ECHEUEHUs YIPABICHMUSL.
I'OCT P51141-98 «/lenonpons3BoacTBO U apXUBHOE [1ei0. TepMUHBI U OIpeneieHUs». 3HAYEHHE U
CBOWCTBA JOKYMEHTa Kak Hocutess uHpopManuu. OyHKIUM yIpaBIeHYECKUX TOKYMEHTOB: 00IIue U
cnenupuyeckne. OOHME TOHATUS O CHCTEMax JOKyMEHTAlMH. YHH(UKaNWs W CTaHAApTH3ALMSA
JOKYMEHTOB. YHH(HUIMPOBAHHAs CHUCTEMa OpPraHU3allMOHHO — PpaCHOPSIUTENBbHON JOKYMEHTAlUU.
OcHoOBHbIE BUIbl OPIaHU3ALIMOHHO — PACIIOPSIUTENIBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocypapcTBeHHBIE CTaHAAPTHI B OO0JIACTM JAOKYMEHTAIlMOHHOIO OO0ECHeueHMsl YIpaBlICHHUS.
OcHoBHBIE TIOJOXKEHUA ['OCYyZapCTBEHHOW CHUCTEMbI JTOKYMEHTALIMOHHOTO OOECIIEYECHUs YIpaBIICHHUS.
AJMMHUCTpAaTHBHAS OTBETCTBEHHOCTh PYKOBOJIUTEINIEH U CIIELUATUCTOB OPTaHU3alMi U NPEeaNpUATHH 32
HapyILICHHUE ACHCTBYIOLIEr0 3aKOHOAATENIBCTBA [10 APXUBHOMY JIEILY.

Tema 2. HOpMaTI/IBHO — MCETOANYECKHUEC OCHOBbI JOKYMCHTAIIUOHHOI'O o0ecneyeHUs
YupaBJieHusi.
PaCCManI/IBaIOTCﬂ BOITPOCHI HOPMAaTUBHO-METOJUYCCKOT'O peryjimpoBaHud CHUCTEM

,I[OKYMCHTOO60pOTa B OpraHu3alvv, HOPMATUBHBIC AKTBI, IIOJIOKCHHA H CTPYKTypa PCryjiupoBaHUsA
JAOKYMCHTOABHIKCHUA.

Tema 3. Oprann3aliuOHHO-NIPABOBAs CHCTEMA TOKYMEHTALMH.
B nekuuu pasbupaetcst Ha3HaYCHHE, COCTaB U JIBI)KEHUE TOKYMEHTOB OpraHU3allMOHHO-TIPABOBOM
CUCTCMbI JOKYMCHTAIIUU U €€ OCHOBHbIC XapaKTCPHUCTHUKU.

Tema 4. Opraﬂmaunonﬂo-pacnopﬂ)mTeJIbHaﬂ CHUCTEMA.
B nexmuun pa36I/IpaeTc;1 HAa3HA4YCHUEC, COCTaB W [JABWXKXCHUC HOOKYMCHTOB OpraHU3allMOHHO-
paCHOpﬂI[HTeJIBHOﬁ CHUCTCMbI JOKYMCHTAIIUN U €€ OCHOBHBIC XapaKTCPHUCTHUKU.

Tema 5. UH(popManlHOHHO-CIIPABOYHAS CHCTEMA.
B nexkmuu pasOupaercss Ha3Hau€HUE, COCTaB M JBUWIKEHHE JTOKYMEHTOB WH(MOPMAaIMOHHO-
CIIPaBOYHON CHUCTEMBI JOKYMEHTAIMK (POPMBI U €€ OCHOBHbBIE XapaKTEPUCTUKH.

Tema 6. OcHoBHbIE (OPMBI IOKYMEHT0000POTA B OPraHU3aIlUH.
PaccmaTpuBaroTCs TpaauIIMOHHAS U AJNEKTPOHHAsE (OPMBI JOKYMEHTOO0OpOTa, a TaKkkKe MOPSA0K
pa6OTI)I C BXOOAIIUMHA, BHYTPECHHUMHU U UCXOOAIIUMHU JOKYMCHTAMMU.

Tema 7. ABTOMATU3HPOBAHHbIE CPEICTBA B IOKYMEHTALMOHHOM YIIPaBJIeHHH.
Pa30uparoTcsi aBTOMATU3MPOBAHHBIE KOMIIBIOTEPHBIE MPOTPAMMBl, MO3BOJISIOIIUE COKPATUThH
BpeMsi 0(hopMIIEHUS, IEPEABIKEHNS JOKYMEHTOB U UX 1I€JIEBOE UCII0JIb30BAHHUE.

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

bnanku nokymentoB. dopma M conepxaHHUE CIyKeOHOro nokymeHTa. Dopmyisip. PekBU3HTHI
yIpaBICHUYECKUX JOKYMEHTOB HUX 3HaueHue. CTpyKTypa TeKCTa MU OCOOEHHOCTH O(OpMIIECHUS
yIpaBJIEHYECKUX TOKyMEHTOB. OTBETCTBEHHOCTb IIPU O(hOPMIICHUH TOKYMEHTOB.

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

OO0miass xapakTepuCTMKa W Ha3HAuY€HHE JOKYMEHTAllMM IO JMYHOMY cocTaBy. OcoOeHHOCTH
JIOKYMEHTHPOBAHHUS TPYIOBBIX MpPAaBOOTHOWICHUN (odopmiieHHEe TpuemMa Ha paboTy, IHepeBoja,
YBOJIbHEHUS, KOMaHAUPOBKHU, OTIycKa). BeneHue TpynoBbIX KHUKEK. BocrmuTaHue OTBETCTBEHHOCTH,
J0OPOCOBECTHOCTH ITPU O(hOPMIIEHHUHU TOKYMEHTOB, BIHSIOLIMX Ha CTaXX COTPYAHHUKA.

Tema 10. Opranuzanus 10KyMeHToo0opoTa. CucTemMaTH3amusi U XpaHeHHe TOKYMEHTOB.
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Opranuzanus TOKyMEHTOOOOpOTa: pEerucTpalus M ABIKEHHE JOKyMeHToB. HomeHkiaTypa nen
OpraHu3alu: cojepxkaHue, (opma, HOPSAOK pa3paboTku M ynpasiaeHHs. OCHOBHbIE HPHU3HAKU
3aBeneHus aen. llopsmok ¢opmupoBanus JoKymMeHTOB B Jena. CpokM XpaHEHHS JOKYMEHTOB.
OKcnepTusa ILEHHOCTH JOKYMEHTOB. DBblielleHne IOKYyMEHTOB C HCTEKIIMMH CPOKaMHU XPaHEHHS.
XpaHeHue U nepegadya JOKyMEHTOB.

3.2. ConepxaHue NPAKTHYECKOT0 0JIOKA TUCHHUILINHBI

Ounas popma 00yueHus (MOJTHBIH CPOK)

Ne Tema npakTH4ecKoOro (CeMHHAPCKOro, 1a00PATOPHOI0) 3aHATHUSA

1 2
Tema 2. HopmaTuBHO — METOIMYECKUE OCHOBBI JOKYMEHTALMOHHOIO
o0ecrnieueHus yrnpapiIeHUs

I132 | Tema 3. Opranu3alilnOHHO-IIPaBOBasl CUCTEMA JOKYMEHTALIUN

I133 | Tema 4. Opranu3zanOHHO-PacCIOPSIAUTEIbHAS] CUCTEMA
[134 | Tema 6. OcHoBHBIE (POPMBI TOKYMEHTOOOOPOTA B OPraHU3AINN
[135 | Tema 7. ABTOMaTH3MpOBaHHBIE CPEJCTBA B JOKYMEHTAIIMOHHOM YIPaBICHUU
Tema 8. CocraBnenue u 0opMIICHHE OCHOBHBIX BHJIOB YITPABICHYECKUX

I13 6
JIOKYMEHTOB

37 Tema 9. Ocobennoctu opopmiieHUs U BEACHUS JOKYMEHTAIUH 110 JTUYHOMY
COCTaBy

38 Tema 10. Opranuzanus nokymeHToo0oporta. CucremaTH3anus U XpaHeHHe
JIOKYMEHTOB

OuHo-3a04Hast popMma o6yueHus (IMOJIHBII CPOK, YCKOPEHHOE 00yUYeHNE, OJTHOE YCKOPEHHOe

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

[131 | Tema 6. OcHoBHBIE (POPMBI JOKYMEHTOOOOPOTA B OpPraHU3AINN
[132 | Tema 7. ABTOMaTU3MpOBaHHBIE CPEJICTBA B JOKYMEHTAIIMIOHHOM YIPaBJIE€HUU
Tema 8. CocraBieHue 1 opopMIIeHHE OCHOBHBIX BUJIOB YIIPaBIEHYECKUX

I13 3
JIOKYMEHTOB
3 4 Tema 9. OcobenHocTr 0hopMIIeHUS M BEACHHS JOKYMEHTALUH 110 JIMYHOMY
COCTaBy
3aounas ¢popma o6yuenus (OJIHbII CPOK)
Ne Tema npakTH4YeCKOro (CEMHHAPCKOr0, J1a00paTOPHOIO0) 3aHATHS
1 2

I131 | Tema 6. OcHOBHBIE (POPMBI JOKYMEHTOOOOPOTA B OPraHU3AINH
I132 | Tema 7. ABTOMaTH3MpOBaHHbIE CPEJCTBA B JOKYMEHTAIMOHHOM YITIPABIECHUH
Tema 8. CocraBnenue u 0popMIeHHE OCHOBHBIX BUJIOB YIIPaBICHYECKUX

I13 3
JOKYMEHTOB

3 4 Tema 9. OcobennocT ohopmIIeHUS U BEI€HUS JOKYMEHTAIMH 110 JINYHOMY
COCTaBY

3aounas ¢opma odyuenus (yckopeHHoe odyuenue Ha 6aze BO, mosHoe yckopeHHoe o0yueHue)
Ne Tema npakTH4ecKoro (CEeMMHAPCKOro, JJa0OPaTOPHOIO) 3aHATHA
1 2
I131 | Tema 7. ABTOMaTU3MpOBaHHBIE CPEJACTBA B JOKYMEHTAIIMOHHOM YIPABIEHUU
32 Tema 8. CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB YIIPABIEHYECKUX
JOKYMEHTOB
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3.3. O6pa3oBaTebHbIe TEXHOJOTHH

Ounas dpopma o0yueHust (IMOJHBII CPOK)

Bun ®opma /
No Tema 3ansTHst yueo- MeTtoasbl % y4eOHOTrO
HOr03aH | UHTEPAKTHUBHO- BpeMeHHU
sI-TUS ro o0y4ueHust
1 2 3 4 5
Tema 2. HopmaTtusHo —
{ | MCTOAMYECKHE OCHOBEI m Keiic-meton 100
JIOKYMEHTAIMOHHOTO
o0ecrnieueHus ynpaBIeHHsl.
Tema 3. OpranuzaioHHO-
2 | mpaBoBas cucTeMa 113 JenoBas urpa 100
JIOKYMEHTAITUH.
Tema 7.
ABTOMaTH3UPOBAHHBIE
3 | cpencrta B I13 Ketic-meTon 100
JIOKYMEHTAI[MOHHOM
yIpaBICHUH.
Tema 8. CocraBneHue 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 JTUYHOMY
COCTaBy.
Hroro % 31%

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

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

1 2 3 4 5

Tema 7.

ABTOMaTH3UPOBAHHBIE
1 | cpencta B 113 Keiic-meton 100

JIOKYMEHTAITMOHHOM

yIpaBICHUH.

Tema 8. CocTaBieHue u

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

BUJIOB YTIPaBIEHYECKIX

JIOKYMEHTOB.

Tema 9. OcobenHoCTH

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

JOKYMEHTAIUH TI0 THYHOMY

COCTaBy.

Hroro % 37,8%
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3aouHan ¢popma o0yuenus (MOJHBIH CPOK)

Bnu
! ®opma /
yHeoHor Metoasbl % y4eOHOrO
No Tema 3anarusa 0 a °y
HHTEPAKTUBHOT BpeMeHU
3aHATH
a 0 00yueHus

1 2 3 4 5
1

Tema 8. CocraBienue u

odopmIIeHHE OCHOBHBIX o
2 (bop 113 Keiic-meron 100

BUJIOB YIPABIIEHYECKHUX

JIOKYMEHTOB.

Tema 9. Ocobennoctu

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 00yueHme)

Bun ®opma /
e Tema 3aHsTHS yueOHOr MeTtoasbl % y4eOHOTO
0 HHTEPAKTUBHOTO BpeMeHH
3aHATHA 00y4YeHUst
1 2 3 4 5
Tema 7.
ABTOMAaTHU3UPOBAHHbBIE
1 | cpencrBa B I13 Ketic-meron 100
JTOKYMEHTAI[HOHHOM
YIIPaBJICHUM.
Tema 8. CocraBnenue u
9 o(opMieHHEe OCHOBHBIX m Keiic-MeTon 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 NOHITHS B 00JIaCTH 1-6 1-6
JIOKYMEHTHUPOBAHUS
Tema 2. HopMaTuBHO-METOUYECKHUE
2 | OCHOBBI JOKYMEHTAIHOHHOTO 00ECTIeUeHHS 7-12 1-6
YIIPaBJICHUS
Tema 3. Opranu3aiioHHO-IIPaBOBa;
3 M praHU3aIOHHO-TIPaBOBAs 13-18 1-6
cHUCTeMa JJOKYMEHTAIUU
Tema 4. OpranuzamuoHHO-
4 P H 19-24 1-6
pacnopsiiuTeNbHas CUCTEMa
T 5.1 -
5 eMa H(popMaIMOHHO-CIIPaBOYHAs 25.31 1-6
cucrema
Tema 6. OcHoBHEIE (hOPMEI
6 (op 32-38 1-6
JIOKYMEHTO000pOTa B OpraHu3aIiu
Tema 7. ABTOMaTHU3UPOBAHHLIE CPEACTBA B
7 p peat 39-45 1-6
JIOKYMEHTAIIMOHHOM YIIPaBJICHUU
Tema 8. CocraBnenue u ohopmiIcHUE
8 | OCHOBHBIX BHJIOB YIIPaBICHYECKHX 46-52 1-6
JIOKYMEHTOB
Tema 9. Ocobennoctu ohopMiIeHUs U
9 BEJICHUS IOKYMEHTALIUU 110 TUYHOMY 53-58 1-6
COCTaBy
Tema 10. Opranusanust TOKyMeHTOO00pOTA.
10 p LU OKY p 59-66 1-6
CucrtemaTu3zanusi 1 XpaHeHHE TOKYMEHTOB

IlepeuyeHb BONPOCOB, BHIHOCUMBIX HA CAMOCTOATEIbHYI0 PadoTy 00y4yalommxcst

BOoo~NoGR~WDNE

18.
19.

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

[Topsimok peructpanuu 10KyMEHTOB.

KoHTposb 3a UCTIONIHEHNEM TOKYMEHTOB.

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

Opranuzanus paboTsl ¢ TOKyMEHTaMHU, KOTOPbIe OTHECEHbI K TOCYIapCTBEHHON TalHe.
Opranuzanys paboTsl ¢ TOKYMEHTaMH, COAEPKAIIMMH KOH(DUIEHIUAIbHYI0 HHPOPMAIHIO.
CrpykTypa 1 opopmieHHre NoI0kKeHHUs 00 OpraHU3aMK WK O CTPYKTYPHOM IO/Ipa3AeIeHUH.
Odopmnenune noBepeHHOCTEI.

Buns! noBepeHHOCTEN.

[TpaBuia opopmIIeHHUSI HHCTPYKIIHUHA.

CtpyKTypa JOIKHOCTHOM MHCTPYKIIMU, METOJUKA COCTaBICHHUS.

TpeboBaHMs K TOIHKHOCTHOMY PETJIaMEHTY.

Cucrema mIaHoBOM JOKyMEHTalMu. Ha3HaueHne u cocTaB MIaHOBOW TOKYMEHTAIWH.

Bunsl, cocraBnenue u ohopMieHne MIaHOBBIX JTOKYMEHTOB.

CoctaB  uHpopmauuu, O0COOEHHOCTH  OQOpMIEHMS M  HOpOUEeAypa  yIOCTOBEPEHHUS
OpraHU3aIMOHHBIX JOKYMEHTOB — CTPYKTYypa U IITaTHasi YUCICHHOCTD, IITATHOE paclucaHue.
TpebGoBaHMsI K COCTaBICHHIO U 0(OPMIICHHUIO IOCTAHOBJIEHUH, PEIICHUH.

OraIbl NOATOTOBKY PacHOPSAUTEIBHOIO TOKYMEHTA.
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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.

TpebGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO MPUKA30B 10 JINYHOMY COCTaBY.

OdopmieHune npuka3oB, pacCOPsHKEHUM 10 OCHOBHOM JIEATETLHOCTH.

CoctaB u oOmas XapakTepuCTHKa JOKYMEHTOB CHCTEMbI HH(POPMAIMOHHO—CIIPABOYHOMN
JIOKYMEHTAIUH.

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

BryTpeHHUEe U BHEIIHUE JOKYMEHTHI.

TpeGoBanust K COCTaBICHHUIO U O(OPMIICHHUIO CIIPABOK.

Bunbt cipaBok. CripaBKy BHYTPEHHHUE W BHEIITHHE.

TpebGoBanus Kk cocTaBieHHIO U 0opMIIeHHIO akTa. Buibl akToB. OCOOEHHOCTH yIOCTOBEPEHUSI.
[Tepenmcka kak BuI Aera0BOro odmenns. CoctaB M Ha3HAYCHUE TIEPETTHCKH.

TpeGoBaHus K COCTaBICHHUIO U O(OPMIICHHUIO CIIY>KEOHOTO MUChMA.

PaznoBunnoctr nuceM. OcoOGeHHOCTH 0(OPMIIEHHS TapaHTHIHOTO MUCHMA.

Hcnonp30BaHre CTaHIAPTHBIX BHIPAYKEHUH B 1€JIOBBIX MHChMaX.

JIOKyMEHTHPOBaHHE KOJJIETHAIHOW AEATEIbHOCTH (eepalibHBIX OPraHOB HCIIOJHUTEIHHON
BJIACTH, OPTaHU3AIUH, CTPYKTYPHOT'O Opa3ieICHuUs, COBETOB KOMHCCHMA U T. 1.

JIOKyMEHTBI, CO3/IaBaeMbI€ B ITPOIECCE TIOTOTOBKH COBELIAHHS.

TpeGoBaHus K COCTaBICHHIO U 0(OPMIICHHIO MPOTOKOIa. KpaTkue u mojgHble TPpOTOKOJIBI.
OCOOCHHOCTH TPOTOKOJIOB 3acelJaHui  (efepabHBIX OpraHOB HCIOJHUTEIBHOW BIACTH.
[TpOTOKOIIBI AKITMOHEPHBIX OOIIECTB.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO TeNErpaMM, Teie(oHorpamm.

Crtpykrypa pakCUMHIBHOTO COOOIIEHUS, 0COOEHHOCTU O(OPMIICHHUS.

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

DTHUKET CIykeOHOTo mIchMa.

SI3BIK ¥ CTHITh CITY’)KEOHBIX JIOKYMEHTOB.

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

CamocrosrenbHas paboTa 00ydaromIMXcsi O0OECIeuynBaeTCsl CIASAYIOUUMMHU Y4eOHO-METOANUYECKUMHU
MaTepHaJaMu:
1. YkazaHusMu B paOouell mporpamme no aucuurmiuge (m.4.1.)
2. JlexuuoHHBIE MaTepHaibl B COCTaBe y4eOHO-METOJUUECKOr0 KOMIUIEKCA M0 AUCIUIIIUHE
3. 3amaHUSAMH W METOJUYECKUMH PEKOMEHJALMSMH [0 OpPTraHW3allii CaMOCTOSTEIILHOW pPabOTHI
00y4aroIuXxcs B COCTaBe y4eOHO-METOINYECKOI0 KOMITJIEKca M0 JUCIUIUIMHE.
4. T'moccapueMm Mo AUCLUHUIIIIMHE B COCTaBe Y4eOHO-METOAMYECKOT0 KOMILIEKCA MO TUCIUIUINHE.
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Pasznen 5. ®oHa O1eHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJISI U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

DoHO  OYeHOuHbIX  cpedcm8  no  QucyuniuHe — npeocmaesnsem — coOol  COB0KYNHOCMb
KOHMPONUPYIOWUX — MAMepUanos  npeoOHA3HAYeHHbX Ol UBMEPEHUs  YPOBHA — OOCHMUNCEHUs
00YYAIOWUMUCS YCMAHOBIEHHbIX pe3yibmamos oopazosamenvhol npocpammvl. POC no oucyuniume
UCNONb3YVeMC.  NpU  NPOBeOeHUU  ONEepamusHO20 KOHMPOIS U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus xk cmpykmype u codepxcanuro POC Oucyuniunvl pezrameHmupyromcs
Tonodcenuem o ponoe oyeHoUHbIX MAMePUAIos no NPOSPAMMAM BbICULe20 0OPA308AHUSL — NPOZPAMMAM
bakanagpuama, mMacucmpamypul.

5.1. IlacnopT ¢oH1a OLIEHOYHBIX CPEICTB

Ounas popma o0yueHus (IMOJHBII CPOK)
OuneHouHbIe
cpeacTBa Kon unaukaropa n
3 AECKPHUIITOPA T0CTHIKEHUSI
J 13, | CPO KOMIIeTeHH i
C3)
1 2 3 4 5 6
OcHOBHBIE TOHATHS B 00J1aCTH Na-3 OIlK-1.1
JIOKYMEHTHUPOBAHUS nJ1-4 OIIK-1.1
NJ-5 OIIK-1.1
1 Yo HPB 1 y-6 onk-1.1
N-1 OIIK-1.2
NJI-2 OIIK-1.2
HopmartuBHO — MmeToAMYECKHE nJ1-3 OIIK-1.1
OCHOBBI JJOKYMEHTAIMOHHOT'O Na-4 OIK-1.1
o0ecrieueHus ynpaBiIeHUs NJ-5 OIIK-1.1
Yo KM | IIPB NJ-6 OIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OpranuzannoOHHO-IIPaBOBasl CUCTEMA NJA-3 OIK-1.1
JIOKYMEHTauH Na-4 OIK-1.1
NJ-5 OIlK-1.1
3 Yo Al 1PB NJ-6 OIK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OpranuzanoOHHO-PACIOPAIUTENbHAS NJa-3 OIK-1.1
cucrema Na-4 OIK-1.1
NJ-5 OIlK-1.1
4 YO KM | TIPB V1J1-6 OTK-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 OINK-1.1
NJ-1 OIIK-1.2
NJ-2 OIIK-1.2
OcHoBHbIE (HOPMBI N-3 OIIK-1.1
6 | TOKyMeHTOO0OpOTa B OpPTraHU3aAINN YO | IIPB | /-4 OIIK-1.1
NJI-5 OIIK-1.1

KonTtposmpyemsie pa3aennl (TeMbl)
AUCHMILINHBI
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VIJ1-6 OITK-1.1
WJI-1 OTTK-1.2
WJ1-2 OTTK-1.2

ABTOMaTI/ISI/IPOBaHHI)Ie CpeacTBa B
JAOKYMCHTAIITUOHHOM YITPAaBJICHUHU

YO

KM

I1PB

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

Ocobennoctu opopmieHus U
BE/ICHUS JOKYMEHTAIMH 110 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.
CucreMaTtuzanus 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 00yueHHs1 (MOJHBII CPOK, yCKOPeHHOE 00yueHue, MOJHOE YCKOPEHHOe

o0y4eHue)
OueHoyHbie
Ne KonTpoJupyemblie pasaeibl (TeMbI) cpeﬁc;Ba I ec;ﬁ?nﬂzg:l;ﬁ:ﬁ;:nm
AHCIHILTHHEL J 13, | CPO KOMIIeTeHN i
C3)

1 2 3 4 5 6
OcHOBHBIE 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 OIIK-1.2

NJI-2 OIIK-1.2

HopmatuBHO — MmeToaMYECKHE Na-3 OIlK-1.1
OCHOBBI JOKYMEHTAIlMOHHOTO NJ-4 OIIK-1.1

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

N-1 OIIK-1.2

NJI-2 OIIK-1.2

OpranuzanoHHO-TIPaBOBasl CUCTEMA NJ-3 OIK-1.1
JIOKYMEHTauH nJ1-4 OIIK-1.1

3 HPB | y-5 onk-1.1
NJI-6 OIIK-1.1
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VIJI-1 OTTK-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
cucrema

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 OpraHU3aIlluu

I[IPB

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

ABTOMaTI/IBI/IpOBaHHbIC CpeacTBa B
JOKYMCHTAIIMOHHOM YIIPAaBJICHUU

YO

KM

[IPB

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

Cocrasnenue u opopmieHue
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 NOKYMCHTAIUHU 11O 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

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

3aounas popma o0yueHus (NMOJHBIN CPOK)

KonTtposmpyemsie pa3aenl (TeMbl)
AUCUMILINHBI

OneHovyHblie

cpeacTBa

3
(13,
C3)

CPO

Koa ungukaropa u
JECKPUIITOPA JOCTHKCHUSA
KOMIIeTeHIIU

2

4

5

6

OCHOBHBIE TTIOHATHUA B 00JIaCTH

YO

[IPB

WJI-3 OTIK-1.1
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JIOKYMEHTUPOBAaHUS

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

HOpMaTI/IBHO — METOANYCCKHUEC
OCHOBBI JOKYMCHTAIIMOHHOT' O
obecnieueHus YIpaBJICHUA

I1PB

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

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

I1PB

WJ1-3 OITK-1.1
WJI-4 OTIK-1.1
WJI-5 OTTK-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

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
WJ[-2 OTIK-1.2

ABTOMaTI/ISI/IpOBaHHI)IG Cp€acrBa B
JAOKYMCHTAIITUOHHOM YIIPaBJICHUHN

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
WJ[-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 JIOKYMEHTAIUU TI0 JTIUYHOMY
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

20




10

Opranuzanus J0KyMEHT0000poTa.
CucremaTH3anys U 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

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

Ne

KonTposmpyembie pa3aesibl (TeMbl)
AUCHMILINHBI

OuneHouyHblie

CpencTBa

3
(I3,
C3)

CPO

Koa unaukaropa u
AEeCKPUNTOPA J0CTUKEHUS
KOMITeTeHI[H I

2

4

5

6

OCHOBHBIE TTOHITUS B 00J1aCTH
JOKYMCHTHPOBAHUS

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 — MCTOANYCCKHC
OCHOBBI JOKYMCHTALIMOHHOT'O
obecnieyeHus YIIPpaBJICHUA

I[IPB

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

OpFaHI/ISaHI/IOHHO'HpaBOBaﬂ CHUCTEMaA
AOKYMCHTAIUU

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/ITeJ'ILHaSI
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
WJI-1 OTIK-1.2
WJI-2 OTIK-1.2

OcHoBHBIE (HOPMBI
JOKYMEHTOO00POTa B OpraHN3aIiH

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 Cp€acTBa B
AOKYMCHTAIITUOHHOM YIIPAaBJICHUU

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
Na-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
-1 OIIK-1.2
NJ-2 OIIK-1.2
Ocob6enHoctr ohopmMIICHHUS U N1-3 OIIK-1.1
BEJICHUS JOKYMEHTAMU 10 TUYHOMY Na-4 OIK-1.1
oo vo IIPB | 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 OLIEHOYHBIX cpeacTB (CToaousl 3, 4, 5):

YO — Ycrublii (GpoHTaNIbHBIN, HHAUBUAYAIbHBINA, KOMOMHUPOBAHHBIIN) ONPOC;

IIPB — IlpoBepka pedepaToB, OTUYETOB, PEICH3MH, aHHOTAIMKM, KOHCIIEKTOB, I'pauecKkoro Marepuania,
3cce, MEPEBOJIOB, PEIICHUI 3a/IaHH, BBIOJIHEHHBIX 38JJaHUI B AJIEKTPOHHOM BUJE U T.1.;

U — JlenoBas urpa;

KM — Keiic-meTon;

MIII — MeTtoa MO3roBOro IITYpMa;

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

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

Leasblo, 3aHATHS SIBJISIETCS] H3y4YeHHe:
— OCHOBHBIX BHJIOB OpraHU3allMOHHO-PACTIOPATUTEIbHBIX JJOKYMEHTOB.
- OcoOenHocTell cocTaBieHMsT U O(OPMIIEHUS OpraHU3alMOHHO-PACTIOPSIUTEIbHBIX

JIOKYMEHTOB.

BOITPOCHI:

— CucreMa OpraHu3alOHHO-PACTIOPSAUTEILHON JOKYMEHTAIHH?

— PacniopsimuTenbHble TOKYMEHTHI: TPHUKa3, paclopsbKeHUe, MOCTaHOBIEHHUE, yKa3zaHue,
penieHue?

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

Lesblo, 3aHATHSA SABJISIETCS] U3yUYeHHeE:

- OcoOenHocTel cocTapneHUs 1 0OPMIIEHHS CITY>KEOHBIX TOKYMEHTOB.

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

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

Opranu3anus 10KyMeHTO000poTa:

Yo Takoe JOKYMEHTOOOOPOT MPEANPHUATHS, U KAKOBBI IPUHIIUIIBI €T0 OPraHU3aLUuu?
KakoB nopsiiok NpoxXox/AeHUs U UCIIOTHEHUS BXOIALIMX JTIOKYyMEHTOB?

B gem 3akimovaroTcss 0co6eHHOCTH paboTHI C MOCTYMAIOIIMMHU JOKYMEHTaM#?
[TpaBuna u GopMbl perucTpanuu J0KyMEHTOB U UX OCOOCHHOCTH?

Kaxkxos MOPAAOK NOATOTOBKHU U MPOXOKACHUA UCXOAAIINX I[OKYMCHTOB?

OnuiuTe NOopsAA0K NPOXOKACHUS BHYTPEHHUX JOKYMEHTOB?

' KakoBns1 3aaa4u, BUABI U CPOKHU KOHTPOJIA UCITIOJTHCHUA I[OKYMCHTOB?
®dopMupoBaHUE U XpaHEHUE JIEI:

NoookrwnpE

1. Uro Takoe HOMEHKJIAaTypa Jei npeanpusatus? Ee Buasl u 3HaueHue?
2. Yro Bel 3HaeTe o nopsake GopMUpOBaHUS €1 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!:
- OC00EHHOCTH COCTABICHUS U O(I)OpMJICHI/IH OpTraHHU3allMOHHBIX TOKYMCHTOB.

BOITPOCHI:

OcHoBHbIe TPeOOBAaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craniapTHBIX OJIAHKOB OpraHU3aIIUH.

. o0y OTaHK PEATPUATHS.

. YII0BOM OJIAHK MUChMA TIPEIPUSTHS.

. MPOJIOTBHBIN OJIAHK MUChMA MPEIIPUITHS.

. MIPOJIOJIBHBIN OJaHK MHUCHhMa JOJKHOCTHOTO JIHIIA.

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

IMpaBuJjia BHYTPCHHECTO TPYAOBOI'O pacCliopsaaKa.

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

Leiblo, 3aHATHA ABJISETCH U3YYeHHE:
- N3yunTh XapakTEPUCTUKY U HA3HAYEHUE JOKYMEHTAIMH 110 JUYHOMY COCTABY.

BOITPOCHI:
- OcoOeHHOCTH  JTOKYMEHTHUPOBAHHUS  TPYAOBBIX  TpaBoOTHOIIeHUH. (OCoOEeHHOCTH

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

- OcOoOeHHOCTH BeIeHUs TPYIOBBIX KHUKEK?

5.3. TeMaTHKa NUCbMEHHBIX PadOT 00Yy4AKOIIMXCS

TemaTuka pedepaToB, 10KIAI0B, Icce:

1.
2.

©COoN AW

N300pakeHne repo0BOii CUMBOJIMKH Ha JTOKYMEHTAaX.

PexkBu3uT «ambi1eMa opraHu3alii UM TOBApHBIN 3HAK (3HAK OOCIYKHWBAaHMUS)», perjIaMeHTalus
UCIIOJIb30BaHUS.

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

3aBepeHue KONl TOKyMEHTa.

[TouckoBble MPU3HAKU TOKYMEHTA.

PexkBU3UTHI, HACHTUDHUIHMPYIOLINE JOKYMEHT, €T0 aBTOpa B AJIEKTPOHHOU opme.

[TonsiTHe «cUCTEMBI IOKYMEHTALIUNY, PA3BUTHE CUCTEM.

Knaccugukamus cucreM 10KyMEHTaLUH.

YHupuuupoBaHHble CUCTEMBI JOKYMEHTAIUH.

10. O6H_[aﬂ XapPaKTCPUCTHKA CUCTCMBI OpFaHI/I3aL[I/IOHHO—HpaBOBOI71 JOKYMCHTAaIUH.
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11. Knaccudukaus 10KyMEHTOB MO MpU3HaKaM. JJOKyMeHTHl ouuabHbIe, CIyKeOHbIe, INYHbIE,
JMYHOTO IPOUCXOMKAECHUS.

12. TlonsiTHe «10KyMeHTO000pOT». OCHOBHBIE MTPAaBUJIa OPTraHU3ALNHU TOKYMEHTO000pOTA.

13. TexHonorust 00pabOTKH BXOIAIINX JTOKYMEHTOB.

14. OrnpaBka UCXOASIIUX TOKYMEHTOB.

15. OcoGeHHOCTH ABUKEHUS BHYTPEHHUX TOKYMEHTOB.

5.4. IlepeyeHb BONPOCOB MPOMEKYTOYHOI aTTeCTAllMU 1O AUCUUILIMHE

Bomnpocs! k 3auery:

IIpouenypa TOKyMEHTHUPOBAHUSA.

Jlenonpon3BoACTBEHHBIE ONIEPALUH.

[TousATHS «yHUPUKAIUSI) U «CTaHAAPTH3ALMD.

OO0bexThI ¥ 3a1aun yHUDUKanuu B chepe OV,

Buael ctangapToB, ux crartyc.

[TonsaTus «yHuupoBaHHas popma JOKyMEHTa», «popmyisipobpazer.

DopMyIIsIp COBPEMEHHOTO YITPABICHUYECKOTO JOKYMEHTA.

CrpykTypa 1OKyMeHTa. 3aroj0BOYHasi, coJiepKaTesbHast U 0pOPMUTENIbCKAsl YaCTH.

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

pacIoyioKeHNe PeKBU3UTOB JOKYMEHTOB.

10. TpeboBaHust K KOHCTPYHPOBAHUIO OJIAHKOB.

11. Bungsl Oj1aHKOB.

12. bnaHku NpenpUATHI Pa3InIHBIX (OPM COOCTBEHHOCTH.

13. PexBU3UTHI, UCTIONB3YEMBbIE JUIsl U3TOTOBJICHUS OJIaHKOB.

14. PexBU3UT «HANMEHOBAHHUE OPTaHU3AI[MH—aBTOPA JOKYMEHTay, TPEOOBaHUS K HEMY.

15. PeKBU3UT «MECTO COCTABIICHHS JOKYMEHTa».

16. PexBU3HT «CHpaBOYHBIC JaHHBIE 00 OPraHU3aIMHA — aBTOPE JOKYMEHTa», €r0 COCTaB.

17. atel B nokymenTe. TpeOoBaHUS K UX OPOPMIICHHIO.

18. JlaTa kak cocTaBHasi 4aCTh IPYTUX PEKBU3UTOB.

19. PexBU3UTHI «PErMCTPALMOHHBIA HOMEp JOKYMEHTa», «CChIJIKAa Ha PErHCTPALMOHHBIA HOMEp H
JIaTy TOKYMEHTay.

20. Ilopsimok corimacoBaHusl AOKYMEHTOB. BHyTpeHHee M BHemHee cornacoBaHue. OcdopmieHue
PEKBU3HTA HA OTICIFHOM JIUCTE.

21. CoctaB ynocroBepeHMs aokyMmeHTa. [lpaBuia odopmieHHs PEeKBHU3MTOB, YJOCTOBEPSIOIINX
JOKYMEHT.

22. OTMETKH Ha IOKyMEHTe, UX 3HaueHue U 0popMIICHHE.

23. Pezomonuisi, ee 3HaYeHHE, MpeabsBisieMble TpeOoBanusa. OcoOeHHOCTH 0(QOPMIICHHS PE30IFOUI
Ha OTJIEIIbHOM JIHCTE.

24. Yaudukamnys TeKkcTa JOKyMEHTa.

25. CTpyKTypa TeKCTa pa3INyuHbIX CIyXKeOHBIX TOKyMEHTOB.

26. O6mue TpeOOBaHUS K TEKCTY TOKYMEHTA.

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

28. Crioco0Obl yTBEpXKIeHUS TOKyMeHTOB. [IpaBuiia opopMieHHs peKBU3UTA «TPpU( YTBEPIKICHUSY.

29. TpeboBaHU K MPOCTABIECHUIO PEKBU3HUTA «OTTUCK TIEUaTH».

30. [TepeueHb MOKYMEHTOB, Ha KOTOPBIX IPOCTABISAETCS OTTUCK TedaTt. OTTHUCK TepOOoBOH TIeyaTH Ha
JOKYMEHTaX.

CoNok~wWNE
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Pa3zgen 6.0ueHoYHbIE CPeCTBA MPOMEKYTOYHOM aTTecTANMHU (C KIIOYAMM)

1. 3akonunTte ppazy(omeem ciedyem 3anucamov ¢ MAlIeHLKOU OYKBbL).
OO01enue, MPONCXOIAIIEE MOCPEICTBOM MUCEMEHHOTO TeKCTa (TUChMa, TOTOBOPA, PACTIOPSAUTEILHOTO
JIOKYMEHTa, Ha3bIBACTCS
[IpaBuJbHBINA OTBET: OMOCPETIOBAHHBIM.

2. Yemanosume npasunvhoe coomsemcmeue. CooTHeCUTE (HYHKIMOHATBHBIC CTHIIH S3bIKA C UX
COZICPKaHHUEM:

1) PasroBopHBIii CTHIIb

2) HayuHblil cTHIIB

3) OdurimansHO-AEI0BOM CTHIIb

4) TlyOaumucTHYECKUN CTUIID

5) Xym0KeCTBEHHBIH CTHIIb

BapunaHnTs! 0TBETOB:

a) 00J1aCTh HAYKU U TEXHUKH (HAy4YHbIC CTAThH, JOKJIA/bl, YUCOHUKH U T.1.)

0) oOmecTBeHHO-TIONIMTHYECKAs cpepa (BBICTYIIICHHS MTOJMTHKOB, U3BECTHBIX MYOJIMYHBIX JIIOJICH,
CTaThH ra3eT, )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/IaTEJIbCTBA U JIEJIOBOIO OOLIEHUS (3aKOHbI, IPUKA3bl, PACHOPSKEHUS, TOKYMEHTBI)

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

3. Ilpouumaiime mexcm u 3anuwiume npasuivrvli omeem. Omeem ciedyem 3anucamov ¢ MAleHbKOU
Oykebl B opraHn3anum 3aKiIrOueH KOJUICKTUBHBINA 10roBOp. C IENbI0 BBISBICHUS BO3MOXKHBIX YCIOBHUH,
YXYJIIAONMX MOJ0’)KeHHEe PaOOTHUKOB IO CPABHEHHUIO C TPYJIOBBIM 3aKOHOJATEIbCTBOM M HMHBIMU
HOPMAaTUBHBIMU TPAaBOBBIMH aKTaMH, COAEP)KAIIMMH HOPMBI TPYIOBOTO TpaBa, YKa3aHHBIA MPaBOBON
aKT MPOXOTUT MPOLERYPY. ..

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

4. Vkasxcume npasuibHyto nociedosameibHocms. B Kakoil Mocie10BaTeIbHOCTH HE00X0AUMO TTPOUTH
CJIEAYIOIIME ATAIlbl IPU aHATIU3€E YIPABICHUECKUX JAHHBIX, YTOOBI 3(p(PEeKTHBHO NCIOIB30BATH
CTaTHUCTUYECKUE METObl U 00ECIIEUNTh NIPUHATHE OOOCHOBAHHBIX PELICHUI?

AHann3 JaHHBIX

dopMynHpoBKa MPOOITEMBI

IlonroroBka naHHBIX

[IpunsaTne pemenuit

COop maHHBIX

WNHTtepnperanus pe3yapTaToB

HpaBnJILHbm orBer:2—-5-3-1-6-5

ogakrwbdpE
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Pa3nea 7. Ilepeyens yueOHOI JUTEPaTYyPhl, HEOOXOAMMOM AJI0CBOCHUS TUCHUILINHBI

7.1. OcHOBHas JqUTEpaTypa

1. 3aitneBa, E. B. Jlemonpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO H
MYHUIUIAIBHOTO yHpasieHus : yueonoe mocodue mist CIIO / E. B. 3aiinesa, H. B. 'onuapoBa. — 2-¢
n3n. — CaparoB : Ilpodob6pazoBanue, 2021. — 176 c¢. — Tekct : anexrponHsii // I{udposoit
obpazoBarenbHbiil pecypc [IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
Pexum noctyna: ajst aBTOpU3Hp. MOJIb30BaTeNei

2. CrenanoBa, E. H. Opranusanus u CONPOBOXKICHHE DSJIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CrenmanoBa. — CapatoB, Mocksa : [IpodobpaszoBanue, At [Iu Ap Menua,
2021. — 176 c.— Texkcr : anextponHsi // Ludpooit oOpasoBarenbhbiii pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Peskum mocrtyma: ajis aBTOPU3HP. [MOJIb30BaTENCH

3. XauatpsH, I'. A. Opranu3zanus 1 CONpOBOXKACHUE HIIEKTPOHHOTO JOKYMEHTO000POTa | YIeOHHK
s CIIO / T'. A. Xawatpsia, . B. Ky3nenoa. — CapartoB, Mocksa : [IpodobpazoBanue, At [lu Ap
Menua, 2020. — 156 ¢. — Tekcr : anekrponnsiii // Lludposoii oOpasosarenbhsbiii pecypc IPR SMART :
[caiitr]. — URL: https://www.iprbookshop.ru/97086.html. — Pexwum mocrtyma: s aBTOPH3HP.
II0JIB30BATENEH.

7.2. lonotHUTE/ILHASI JIUTEPATypa

4. Kyszuenora, . B. KonduneHnumanbHoe IeTOMPOU3BOJICTBO W 3AIMIIEHHBINA 3JIEKTPOHHBIN
JIOKYMEHTO000poT : yueOHoe rnmocobue amns 6akanaspos / . B. Ky3unenosa, I'. A. Xauatpsn. — 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. CucTeMsbl IEKTPOHHOTO TOKYMEHTO000poTa : yuebHoe nocodue (1a00paTOpHBIN MPAKTHUKYM) /
cocraBurenn M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii ¢enepaibHbIi YHUBEPCHUTET,
2019. — 109 c. — Tekcr : anextponHbii // Lludposoit oOpazosarensublil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3Hp. HOJIb30BaTeIeH

6. CrenanoBa, E. H. Cuctema anekTpoHHOT0 AJOKYMEHT00OOpoTa (00IayHOoe penieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [Tu Ap Menua, 2021. — 182 ¢. — TekcT : 31neKTpOHHBIH //
[Mudposoit 00pa3oBaTeNbHBIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexxum noctyma: asist aBTOpHU3Hp. OJIb30BaTeNeH

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, HeoOXOAUMAas /sl OCYLIECTBJIEHHS 00pPa30BaTeJbLHOIO
npouecca no JUCHUILINHE:

MartepuanbHO-TEXHUYECKOE OOecreueHue AUCHUILTUHBL «JlOKyMeHTauMOHHOe olecneyeHne
ynpaBJieHHs» BKJIIOYaeT B ce0s ydeOHbIC ayIuTOpPHM JJIsl MPOBEACHUS 3aHATUH, TPYNIOBBIX H
UHIUBUAYAJIBHBIX ~ KOHCYJIbTAlIMH,  TEKYIIEro KOHTPOJIsSs M  INPOMEXYTOYHOM  arTecTanum,
CaMOCTOSITEIILHON pabOThI 00YJIAFOIIIHXCSI.

VYuebHble ayIUTOPUHM YKOMIUIEKTOBAHbI CHELMAIM3UPOBAHHOM MeOenbl0 U TEXHUYECKUMHU
cpeactBamMu  oOydenusi. IlomemieHuss A CaMOCTOATENBHOM pPabOTBI OOYYarOIIUMXCS OCHAIEHBI
KOMITbIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO MOAKIIOUEHUS K ceTH VIHTepHeT.

JlMcuumumHa MOXET Peali30BbIBATHCS C MPUMEHEHHEM TUCTAHIIMOHHBIX TEXHOJOTHH OOydeHUs.
Crenuduka peanusalMyu AUCUUIUIMHBI C NPUMEHEHUEM JMCTAaHIMOHHBIX TEXHOJOIMH 00y4eHus
yCTaHABJIMBACTCS JIOTIOJIHEHUEM K paboueil mporpammMe. B wactu He mpoTuBopeuamieil creuuuke,
U3JI0’KEHHOM B JIONOJHEHUH K IpOrpaMMme, IPUMEHAETCs HacTos1as paboyast mporpamma.

MarepuanbHo-TeXHUYECKas 0a3a, HeOOXO0aUMast JIJIsl OCYIECTBIICHUsS] 00pa30BaTEILHOIO Mpolecca
[0 JUCLUIUIMHE C IPUMEHEHHUEM JIUCTAaHLIMOHHBIX 00pa30oBaTeIbHbIX TEXHOJIOTUI BKIIIOYAeT B ceOsl:

KommploTepHasi TeXHUKa, pacmojiockeHHass B ydeOHoM kopmyce Mucturyra (yn.Kauwmnnes, 63,
kaOuHeT LleHTpa TuCTaHIIMOHHOTO O0YYEeHHUS):

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

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

3IUYHBIE SJICKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEpPHI, HOYTOYKHM, IUIAHIIETHI M HHOE), a TaKXKe
CpeZCTBa CBSI3U IpenoiaBaTesieil u CTy/IeHTOB.

WNHdpopManmoHHbIE TEXHOJIOTHH, HEOOXOMMBIE JJIsi OCYIIECTBICHUST 00pa30BaTEIbHOIO Mpolecca
10 JMCLUIUIMHE C IPUMEHEHNEM JIMCTAaHLMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOIMH BKIIIOYAIOT B CeOs:

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

- JJIEKTPOHHAs 110YTa;

- CUCTEMA KOMITBIOTEPHOT'O TECTUPOBAHHS;

- Hudporoii o6pazoBarensHbiii pecypc IPR SMART,;

- CUCTeMa MHTEPHET-CBSI3U skype;

- TenehOHHAs CBSI3b;

- IpOorpaMMHOe oOecrieueHue I OpraHnu3alui KOH(PEpEeHIUH.

OOyyeHne 00y4aromMXCS HWHBAIWIOB M OOYYarOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
310pOBbS  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHHUS CIELUUAIbHBIX TEXHUYECKUX CpPEICTB B
3aBUCHUMOCTH OT BHJa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4YeOHBIX 3aHATHH 1O JAUCHUIUIMHE HCIOJNB3YIOTCS MYJIbTUMEIUIHbIE
KOMIUIEKCBI, FIEKTPOHHbIE YUE€OHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHBIE K OTPAaHUYEHUSM 370POBbs
oOyJaromuxcs.

JlexumoHHble ayaUTOPUU OOOpPYHOBaHbI MYJIBTUMEAMMHBIMU Kadeapamu, MOAKIIOUYEHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIINTh 3BYK Ul KATETOPUU CIa0O0CBIIIAIIMX 00yUYaromuxcs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEIMYUBAIOT U300paKEHUE B HECKOJIBKO Pa3 U MO3BOJISIOT
BOCIIPHHUMATh YU€OHYI0 HHPOPMALIUIO 00YJarOIIHUMCS C HApYIIEHUSIMH 3PEHHSL.

[Tpu oOyueHuu JUIl C HAPYIICHUSAMHU CITyXa UCIIOJIb3YETCSl YCHIIUTENb CiIyXa JJIsl caboCbIIIaniux
monaeit CyberEar momens HAP-40, momoratommii oO0y4aeMbIM JIydlle BOCIHPUHHUMATh Yy4eOHYIO
uH(pOpMaIHIO.

OOyuaromecss € OTpaHUYEHHBIMM BO3MOXHOCTSIMH 3[I0POBbsl, OOECIEUYEHbl IE€YaTHBIMU H
3JEKTPOHHBIMU 00pa30BaTEIbHBIMU peCypcaMu (MIPOrpaMMBbl, YUeOHHUKH, YIeOHbIE TOCOOUS], MaTepUallbl
JUISL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMax, aJaNTHPOBAHHBIX K OIPAaHUYEHHUSM HX 370POBbS U
BOCTIPUATHUS UH(POPMAIUH:

JJIS1 JIML C HAPYIIeHUSIMHU 3PEeHUs:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme aynuodaiina;
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JJIS1 JIMIL ¢ HAPYIIEHUsSIMU CJIyXa:
- B Ie4aTtHo# dopme;
- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

JUIS1 JIMIL ¢ HAPYIIEHHSIMH ONOPHO-IBUTATEJbHOI0 anmnapara:
- B Ie4aTHOU opMme;

- B (hopme 31eKTPOHHOTO JOKYMEHTA;
- B hopme aynuodaiina.
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Pasznen 9. MeToauuyecKue YKazaHusd 1J1s1 oﬁyqamumxca M0 OCBOCHHIO JUCHHUITJIMNHBbI

JUIs  ycHemHoro YCBOEHHUS JIEKIIMOHHOTO MaTepuana OOYyYalolIuiics JOJDKeH MPOCMOTPETh
y4eOHYI0 JIUTepaTypy MO TeMe JIEKIMHM C TeM, 4TOObl UMETh XOTs Obl MpejiCTaBlIeHUE O MpolieMax,
KOTOpbIe OyayT pa3duparbcs B JieKuuu. OH JOJDKEH TaK)Ke MBICICHHO NMPHUIIOMHHUTH TO, YTO Y)K€ 3HAET,
KOrZla-TO 4WTaJl, H3y4daJl IO JPYT'MM IpeaMeTaM IPUMEHUTENbHO K JaHHOM Teme. laBHOe B
IpOJIeTIaHHON paboTe K JeKuuu — (popMupoBaHHE CYOBEKTHBHOIO HACTPOs HA XapakTep MH(OpMaIuy,
KOTOPYIO OH IOJIyYUT B JIEKIMM IO COOTBETCTBYIOLIEH Teme. MHornma Juist 3Toro ObIBaeT J0OCTaTOYHO
03HAKOMUTBCS C TUIIOBOW pabovell mporpaMMoi Wik y4eOHBIM PYKOBOJCTBOM.

[TpobnemHast JieKLMs HE TOJBKO PACKpPbIBAET IIYHKTBI, IPOOJIEMbI, TEMBbI, KOTOPbIE HAXOIATCS B
IporpaMMe, HO M 3aCTaBisieT 00y4darollero MbBICIUTh 3KOHOMUYECKH I'PaMOTHO, UCKaTh HOBBIE IYTH U
cpencTBa pemieHus HaumOosiee CIOKHBIX mpodseMm. OnHa obnagaeT Oosbmiol HMH(POPMAIMOHHOM
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPErojaBaTellb yCIEBACT M3JIOKUTh TaK MHOTO MPOOJeM, MBICICH,
ujel, 4To Ha/l0 He HOTepsAThbCs B 3TOM MHPopManuu. OOyuaromuics JOHKEH MOMHUTh, YTO HUKAKOH
y4eOHUK, HUKaKas MOHOTrpadusi WM CTaThsl HA MOTYT 3aMEHUTh y4eOHYIO JIeKnuio. B cBor ouepensp,
paboTa Ha JIEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEJIbHOM, MHTEIUIEKTyalbHOH paboThl, Tpelyromeil
HaNpsOKCHUs, BHUMAaHUS, BOJIM, 3aTpaT HEPBHOU M (pu3uyeckoi sHeprun. Bech nmpoOieMHbIi MaTepua,
cooOl1aeMblii mpernojaBaTeneM, AOJKEH HE MPOCTo MpociaymuBaTbes. OH JOKEH OBbITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIAH, OCMBICICH, MOHAT, 3a(UKCHpoBaH Ha Oymare W 3aKperjieH B ITaMSTH.
[Tpuctynass Kk ciymaHui0 HOBOTO MaTepHasa, IOJIE3HO MBICIIEHHO YCTaHOBUTb €ro CBS3b C paHee
M3YYEHHBIM, YSCHUTh, HA YTO ONHUpaeTcs u3aokeHHas Tema. Ciieqs 3a TEXHUKOW YTEHUsI JIEKIIUU (aKLIEHT
Ha CYIIIECTBEHHOM IOBBIIIEHUH TOHA, U3MEHEHUs pUTMa, 11ay3a | T.I1.), 00y4JaroIunics JOKEH BCes 3a
IpenojaBaTesieM YMETh BBIJIEISTh OCHOBHBIE KAaTErOpHUHU, 3aKOHBI U MX COJEp)KaHUE, MPOOIEMbl U UX
BO3MOXHBIE pEIleHUs], JO0Ka3aTelabcTBa M BbIBOJBL. OcyliecTBisid Takyl palotry, oOyuarouiuiics
3HAUUTENbHO obJsieryaer cede riy0oKoe MOHMMaHUE MaTepHualla, ero KOHCIEKTHPOBAHNUE U JalibHEHNIIIee
U3YYCHHUE.

3anuch JEKUUU SBISIETCS BaKHEHIIMM 3JIEMEHTOM padoThl oOyyaronierocs: Ha jgekuuu. Koncnexkr
HO3BOJISIET eMy 00padoTaTh, CHCTEMATU3UPOBATH U JIYUIlle COXPAHUTh MOJyYECHHYI0 HHPOPMALIUIO C TEM,
9TOOBI B Oy IylIIeM OH CMOT BOCCTAHOBUTD B MAMSTH OCHOBHBIE CO/IEP)KATEIIbHBIE MOMEHTHI JICKIIHH.

Tunuynas ommoOka oOyyaromuxcs — JIOCJIOBHOE KOHCIEKTHpoBaHHe. Kak mpaBuio, mpu 3amucH
CIIOBO B CJIOBO HE OCTAaeTcs BPEMEHHM Ha OOJyMbIBaHME, aHAIM3 W cHUHTEe3 MH(opmanuu. MckyccTBo
KOHCIIEKTUPOBAHMs CBOJUTCS K HAaBbIKaM CBEPThIBaHUS MH(POPMALUH, T.€. 3a[IUCH €€ CBOMMH CJIOBaMH,
YaCTUYHO CJIOBOCOYETAHUSIMH JIEKTOpPA, ONPEAEICHHBIMU M NMPOCTO HEOOXOAMMBIMH COKpAIlEHUSMU U
UHBIMHU IIPUEMaMHM, HO TaK, YTOObI CyMETh BHOBb Pa3BEpHYTh HH(OpPMAIHIO O€3 CYIIECTBEHHON MOTEPH.
Otbupass HyXHYIO HH(OpPMalLHIO, TJIaBHBIE MBICIH, MPOOJIEMBbI, PEIIEHHUs] U BbIBOJIbI, OOydaromiencs
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0paThCsl.

IIpn BeeHMM KOHCIIEKTA JIEKLIUHA €CTh MaTepual, KOTOPBIM 3allMChIBACTCS JOCIOBHO, HallpuMep,
(GOpMYIHPOBKM HOPMATUBHBIX AKTOB, OMNPEIENCHHS OCHOBHBIX KPUMHHOJOIMYECKHX KaTeropuil u
3aKOHOB. [Ipu 3TOM OOy4aronuiicss JOMKEH i ce0si B KOHCIIEKTE BBIJICIUTDH TJIABHYIO MBICIIb, UJICIO B
OIIPEEIIEHUU TOIO WJIM MHOTO MOHATHS, €r0 CYIIHOCTb, HE CTApasCh Cpa3y IOHATH €ro B ACTAIAX. JDTO
MO3BOJIUT H3HAYAJIBHO YCBOUTh SKOHOMMYECKHE MOHSTHS, ONUPAsACh Ha TJaBHYIO HJEI, YSACHUTh
CYIIHOCTb.

B koHcmekTe siekiuii 00s3aTeabHO 3aNMCHIBAIOTCSA: Ha3BaHUE TEMBI JIEKIIMM, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHyeMas JJuTeparypa. TeKCT JeKIUH JOJHKEH ObITh pa3/ielieH B COOTBETCTBHH C IJIAHOM.

C OKOHUYaHMEM JIEKIIMU paboTa HaJ KOHCIIEKTOM MOKET CUMTAThCs 3aBepiieHHOW. HykHo erne
BOCCTAaHOBUTBH OTJEJIBHBIE MECTA, IPOBEPUTH, BCE JIM IMOHATHO, YTOUHUTH UYTO-TO HA KOHCYJIbTALUH,
HNPEINPUHITh UHbIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT OBITh MCIOJb30BaH B MPOIECCE MOJITOTOBKU K
cEMHMHapaM, OJK3aMEHY, A JaJbHEWINEro W3y4yeHUs TeMbl, Ha MNpakTuke. KoOHCHIEKT nekuui —
HE3aMEHUMBIN y4eOHBIH JOKYMEHT, HEOOXOAUMBII 111 CAMOCTOATEIbHOU PaboThI.

TemarnueckuM IJJAaHOM M3Y4YEHMs] JAMCLUILIMHBI IPENYCMOTPEHBl IPAKTUYECKHE 3aHATHS.
[TonroroBka K MpakTUYECKOMY 3aHATHIO IIPEANIONATaeT ABa dTana padoThl 00yJaroIIuXCs.

I[TepBbIii 3Tan — ycBoeHue TeopeTHyeckoro mMarepuana. Ha nepBom stane oOyyaromuics 10JKeH
oTpaboTaTh M YCBOMTH Y4YeOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HCIOJNb3YyS METOAUYECKHE
PEKOMEHIALIUHU 10 MOATOTOBKE K CEMUHAPY.
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Bropoii 3tan mpeamnosaraeT BBINOJIHEHHE NpPAaKTHUECKOro 3agaHus. KOHKpeTHO Takoe 3ajaHue
naetcst o0yvaroniemycsl MpernojaBaTesieM B KOHLE 3aHSTHS, MPEIUIECTBYIOLIEr0 MPAaKTHYECKOMY. DTO
MOYET OBITh MOATOTOBKA KOHCIEKTA, TUIaH pabOTHI MO TOM MM MHOW CUTYallUH, TJIaH Oece/Ibl U T.11.

3amaHusi TOJKHBI OBITH BBINOJHEHBI MUCBMEHHO. Kpome Toro, mo TeopeTHyecKuM BOIpOcCam
00y4aromuics T0JKEeH NOArOTOBUTH paboyne MIaHbl CBOMX OTBETOB HA HHX.

JomanHee 3amanue 0O0ydyaroOUIUIiCs TOTOBUT CaMOCTOSTEIBHO, yIENsisi Ha MOJITOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBINOJHEHMM [OMAIIHErO 3aJaHus OH MOJKET II0Jb30BaThC TEXHUYECKUMHU
CpelcTBaMU, yueOHOM IUTepaTypoi, KOHCIIEKTaMH JIEKIIUH U 11.p. Pexomennyercs vaiie oOpamaTthes 3a
KOHCYJIbTAIIMSIMU U OKa3aHHEM HEOOXOAMMOM MOMOIIHY K IpenojaBaTessim Kadeapol.
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Y4yeOHO-MeTOANYECKOE U3JaHNE

Pabouast nporpamMma yueOHON JUCIUTIIMHBI

JlokymeHTauMoHHoe obecneueHre ynpasnexwuna

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

(©amunus, Umsa, Omuecmso cocmagumenst)
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