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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI
HucuuminHa «/lokyMmeHTauMOHHOE o0ecneyeHue ynpaBJjeHus» BxoauT YacTs, popmupyemyro

YyaCTHUKaAMHU

o0pa3oBaTe/IbHBIX

OTHOUIEHWH JUCLMIUINH

IIOATOTOBKHA 06y11a10m1/1xcsi 110

HanpapyieHut0 noArotToBku «09.03.03 Ilpukiaagnass mHOpPMATHKA, HANPABJEHHOCTH (MpPoduiIb)
«MeHe1:KMEHT B 00,1aCTH HH(POPMALMOHHBIX TEXHOJIOTHID».

Lenbr0 TUCHMILIMHBI SBISETCS (popMHupoBaHue KommereHuuit (6 coomsemcemeuu ¢ @IOC BO u
mpebosanuaMU K pe3yIbmamam 0C80eHUsL OCHOBHOU NPOGeccUOHATbHOU 00paA3068amMeNbHOU NPOSPAMMbL

(OI1011 BO)):

OIIK-4. Cnoco0eH y4acTBOBaTh B pa3paldoTkKe CTAHIAPTOB, HOPM H NPaBHJ, a TaKKe
TEeXHUYEeCKOH JOKYMEHTANH, CBSI3AHHON ¢ MPpodeccHOHAIBLHOM eI TeJIbHOCTHIO;
IIK-3. Cnocofen 3akiw4aTh NapTHEPCKHE COIJIAIEHUS W Pa3BHBATh OTHOIIEHHS C

napTHepamMu

IIK-5. CnocoGeH 3aka3bIBaTh U KOHTPOJIHUPOBATH BbINMOJHEHHE MPOrPaMMbl MPOEKTOB IO

CO3/IaHHM 10, PA3BUTHIO, BLIBO/JY HA PHIHOK M IIPOJa:KaM MPOJYKTOB CepPHH

Jleckpunmopul o6wenpogheccuonanvHoil KomnemeHyuu:

OIIK-4.1 - Cnoco0eH TpUMEHSTh TPeOOBAaHUSA CTAaHAAPTOB, HOPM U MpaBWI ISl Pa3pabOTKH
TEXHUYECKOH M MPOCKTHOH JTOKYMEHTAIIMH, CBSI3aHHOH C IPOU3BOJICTBOM IPOTPAMMHBIX ITPOTYKTOB

OIIK — 4.2 - CnocobeH pa3pabarbiBaTh TEXHHUYECKYIO M IMPOEKTHYIO JOKYMEHTAI[MI0 Ha BCEX
dTarax MpOU3BOACTBA MPOTPAMMHOTO TPOTYKTa

Heckpunmoput IIpogheccuonanvnoit komnemenyuu:

[IK-3.2 CnocobeH BecTH HEOOXOAMMYIO JOKYMEHTAIUIO IS 3aKIIOYCHHS TapTHEPCKUX

COTrJIallleHUI

[1K-5.1 CriocobOeH 3aka3piBaTh BHIIIOJHEHHUE MPOEKTOB M0 CO3/JaHUI0, PA3BUTHIO, BBIBOIY HA PHIHOK
U MPOJIaKaM MPOTPAMMHBIX ITPOYKTOB

HepeqncneHHHe KOMIICTCHII N (1)OpMI/Ipy10TCH B IIPOLECCE JOCTUKCHUA HHAUKATOPOB KOMHETEHHHﬁ:

O0o0menHas TpynoBas

Koa v nanmenoBanue

KO)I N HAMMECHOBAHME UHIMKATOpPAa

¢yukuus/ TpynoBasi yHKuus JAeCKpUITOpa AOCTUKEHHUS KOMIIeTeHI Uil (13
KOMIIeTeHIIM il I1C)
Inc 06.012 OIIK-4.1 - CnocobeH | 3naem:
IIpeanpuaumareabckas IIPUMEHSATH tpeboBanus | MJI-1 OIIK- 4.1 OcHoBbI
AeITEJIBHOCTL B 00JIaCTH | CTaH/AapPTOB, HOPM U NpaBWJ | HHPOPMAIIMOHHBIX TEXHOJIOTUN
HH(OPMALMOHHBIX TEXHOJIOTHI | IS paspabotku | C/01.6

C VYmnpasiaenune cepueii HT-
NPOAYKTOB M TIPYyNmod WX
MeHe/I:KepoB

C/01.6 3aka3 TeXHOIOTHYECKUX
uccienoBanuil 1 cepun UT-nipon
U aHAJIU3 UX PE3yJIbTAaTOB
C/06.6 [MpoaBmwxeHue
POJIYKTOB

C/08.6 YmpaBneHre naTeHTaMH Ha
TEXHOJIOTUH, CO3/IaBacMbIC B paMKa

nuT-

TEXHUYECKON W MPOEKTHOU
JOKYMEHTalMH, CBSI3aHHOM C
MPOU3BOACTBOM
MIPOrPAMMHBIX IIPOTYKTOB

Ymeem:

N-3 OIIK- 4.1 ApryMEeHTUPOBaHHO
JEMOHCTPHUPOBATh MPEUMYIIECTBA
UT-npoaykros C/06.6

Hmeem nasviku u (unu) onvim:

NJ-5 OIIK- 4.1 [IpenocraBnenue
BO3MOYKHOCTH JIMIIEH3UPOBAHUS
UCIOJIb30BAHNUS 3aIIaTEHTOBAHHBIX
TEXHOJIOTWI MapTHEpaMU U
KJINEHTaMH COTJIACHO JIUIIEH3MOHHON

POJYKTOB nosiutuke C/08.6

Inc 06.012 | OIIK — 4.2 - CmocobeH | 3naem:

IpeanpuHumareabcKkas pa3zpabaThiBaTh NJI-2 OIIK- 4. 2 Teopus npasa Ha
AeATeIbHOCT B 00JIACTH | TEXHHYECKYIO M IMPOEKTHYIO | 0OBEKThl HHTEIEKTyaTIbHON
nHGOPMANIMOHHBIX TEXHOJIOTHIi | TOKYMEHTAIMI0O Ha  BCeX | COOCTBEHHOCTH B CTpaHaxX

C VYnpaiaenune cepueii HT- | sramax NPOU3BOJICTBA | npeObiBanus opranuzanuu C/08.6

NPOAYKTOB MW TIpPyNmoi HX

MeHe/I:KepoB

MIPOrpPaMMHOTO TIPOAYKTa

Ymeem:
WJI-4 OIIK- 4. 2 CtaBuTh 3a1a4n Ha




C/08.6 VYnpasieHue naTeHTHy skcneptusy C/08.6
MaTeHTaMH  HAa  TEXHOJOTHH, Hmeem naswixu u (unu) onvim:
co3gaBaeMble B pamkax UT- NJI-6 OIIK- 4.2 Pa3zpaboTka
MIPOJYKTOB MOJINTUKU BBIIAYU JIMLEH3UN Ha

KCIIO0Ib30BaHUE 3allaTeHTOBAHHBIX
TEXHOJIOTH MapTHepaMu U
kiuentamu C/08.6
C 06.012 [1K-3.2 CnocoGeHn | 3naem:
IpeanpuaumaTeabckas BECTH Heoboxoaumyto | M/1-2 TIK- 3. 2 Teopus opranuzauuu
JeATEJIbHOCTDh B 00J1acTH | TOKYMEHTALINIO s | maptHepcTB C/03.6
HH(POPMALMOHHBIX TEXHOJIOTHUH | 3aKJIIOUCHUS]  TApPTHEPCKuX | Ymeem:
C VYmnpasiaenue cepueid UT- | cornamenuii N/I-4 I1IK- 3. 2 ApryMeHTUpPOBAHHO
NPOAYKTOB M TPyHmoi wux JIEMOHCTPHUPOBATH MTPEUMYILIECTBA
MeHe/I:KepoB HUT-tmpoxykroB C/06.6
C/09.6 PazpaboTka npeaioxKeHuH 1 Hmeem nasviku u (unu) onvim:
MPUOOPETEHUIO U MPOIAKE NJI-6 T1K- 3.2 3akmtoueHue
TEXHOJIOTHYECKUX, POAYKTOBBIX U cormamenuit o maptaepcrse C/03.6
MIPOYMX WHTEIJIEKTYaTbHBIX
AKTUBOB M OpraHu3aluin
cC 06.012 [1K-5.1 Cnocoben | 3naem:
[MpennpuaumaTebCcKas 3aKa3bIBaTh Beimosinenue | /-1 T1K- 5.1 CpencrBa u MeTob1
AeATeJIbHOCT B 00JIACTH | IPOEKTOB 1O  CO3JaHMIO, | pa3paOOTKH U IPOBEACHUS
HH(OPMANIMOHHBIX TEXHOJIOTHIl | pa3BUTHIO,  BBBOMy  Ha | npe3eHTarmu UT-npoxykroB C/06.6
C VYmnpasiaenune cepueir HUT- | peiHOK u npopaxam | Ymueem:

NPOAYKTOB H
MEHe/IKepPoB
C/01.6 3aka3 TEXHOJOTHYECKHX
uccnenopanun s cepun UT-
IIPOAYKTOB "u a”Haimm3 1504
pe3yabTaToOB

rpynmnoi  ux

IIPOrPaMMHBIX ITPOJTYKTOB

N-3 TIK- 5.1 Opranu3oBbIBaTh
pexnamubie kamnanuu C/06.6
Hmeem nasviku u (unu) onvim:
NJI-5 TIK- 5.1 ®opmupoBanue
3aKa3a IporpaMMbl IIPOEKTOB 110
CO3JJaHUI0, PA3BUTHIO, BBIBOJLY Ha

pbIHOK U npoaaxe U T-ponykros
C/07.6

1.2. Mecto aucuuniannsl B crpykrype OIIOII BO
HanpasJieHust noaAroroBky «09.03.03 Ilpukinagnas nHpopMaTHKA, HANPABJIEHHOCTH (Mpodnin)
«MeHeI:KMeHT B 00,1aCTH MH(POPMAIUMOHHBIX TEXHOJIOTHII»»

IpenmecrByromme TUCUUIIMHBI

Ne (1M CUMITHHBI, H3y4aeMble Hocaexyromme 11 CHNITHHBI

napaJjijiesibHo)

1 2 3

1 BBenenue B HanpaBieHue VYnpaBieHue 4eI10BEYECKUMH peCYypCaMu
MOATOTOBKU

2 [IpoeKTHBIN NPaKTUKYM

3 DUHAHCOBBIN aHAIIN3

Ilocnedosamenvrocmos hopmuposanusi KOMNEemMeHYutl 8 YKA3AHHbIX OUCYUNIUHAX MOdcem Oblmb
U3MEHeHAa 8 3A8UCUMOCMU Om (OpMbl U CPOKA 00VUeHUs, a makdice Npenooasanus ¢ UCNOIb308AHUEM
OUCMAHYUOHHBIX MEXHON02ULL 00)YeHUs.

1.3. HopmaTuBHAasl JOKYMEHTALMS

PaGouast mporpamMma y4eOHON IUCIUTUIMHBI COCTaBJICHA HA OCHOBE:




- (bemgepasbHOTO TOCYZAPCTBEHHOT0 OOIIEro Mpo(ecCHOHANBHOTO 00pa30BaTEILHOTO CTaHJapTa
BhIcIero oOpaszoBanus mo HampasieHuio 09.03.03 Ilpukiagnasi uHGOPpMaTHKA , HANIPABJIEHHOCTb
(mpo¢puib) «MeHeaKMEHT B 00/1aCTH HHPOPMANMOHHBIX TEXHOJIOTHID);

- y4yeOHoro r1iaHa HampaBiaeHuss  noarotoBkd  09.03.03  Ilpuxkiaagnas  uHdopMaTHKa,
HanpaBJieHHOCTh (mpoduiab) «MeHeXKMeHT B o00jacTH HHGOPMANMOHHBIX TexHoJorui» 2024
rojia Habopa;

- obOpasua paboueii mporpamMmMsl yuebHoi qucuuminabl (mpukas3 Ne 113-O ot 01.09.2021 1.).



Pasznea 2. TemaTuuyeckuii IJIaH

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroemkocThb
AyIMTOpPHBbIE 3aHATHS Kox unaukaropa

Ne Tema qucHUNIHHBI Bce CPO U 1eCKpHUIITOpa
ro JI 3 (J13, C3) AOCTHKEHU S

KOMIIeTEeHIM I

1 2 3 4 5 6 7

OCHOBHBIC TIOHSTHS B N/I-1 OIIK- 4.1

1 00acTu JOKYMEHTUPOBAHUS 5 5 4 N-2 OIIK- 4.2
NA-2 TIK- 3. 2
NJ-1TIK-5.1

HopmaTtuHo — NJI-3 OIIK- 4.1

o | METO/HMYECKHE OCHOBLI 6 2 4 NJ-4 OIIK- 4.2
JOKYMEHTAI[MOHHOT O NJ1-6 I1K- 3. 2
o0ecrnieueHus yIpaBICHUS NJ-5TIK-5.1

Opranu3zannoHHO-TIPaBOBas NI-5 OllK- 4.1

cucTeMa JOKyMEHTaIuu NJ-6 OIIK- 4. 2

3 8 2 2 4 NA-2 TIK- 3. 2
N-3TIK-5.1

OpranuzaiuoHHO- HJI-3 OIIK- 4.1

4 | PacmopszuTeNbHAS CHCTEMA 8 2 2 4 NJ-4 OIIK- 4.2
NJ-6 TIK- 3. 2
N-5TIK-5.1

NudopmannonHo- NI-5 OllK- 4.1

CIIpaBOYHAs CUCTEMA NJ-6 OIIK- 4. 2

> N 2 4| ua2TK-3.2
N-3TIK-5.1

OcHoBHbIE (HOPMBI N-3 OIIK- 4.1

6 JIOKYMEHTOO00O0pOTa B 8 9 5 4 NJ-4 OIIK- 4.2
OpraHu3aluu N1-6 IK- 3. 2
N-5TIK-5.1

ABTOMaTH3UPOBAaHHBIE NA-5 OIIK- 4.1

2 | cpenctsa B 8 9 5 4 NJ-6 OIIK- 4. 2
JOKYMEHTAMOHHOM NA-2 TIK- 3. 2
yIpaBJIeHUU N-3TIK-5.1

CocraBnenue u opopmiieHue -3 OIIK- 4.1

g | OCHOBHBIX BHJIOB 8 9 5 4 NJ-4 OIIK- 4.2
YIIPaBIECHUYECKUX NJ-6 IIK- 3. 2
JTOKYMEHTOB N-5TIK- 5.1

Ocobennoctu 0hopMIICHUS N-3 OIIK- 4.1

g | ¥ BEACHUA NOKYMEHTALMH 6 5 4 -4 OIIK- 4. 2
T10 JIMYHOMY COCTaBY N-6 TIK- 3. 2
NJ-5TIK-5.1

Opranuzanus NJ-5 OIIK- 4.1

10 JOKYMEHTO000pOoTA. 6 5 4 NJ-6 OIIK- 4. 2
CucremaTtuzanus u Na-2 TIK- 3. 2
XpaHEHUE TOKYMEHTOB NA-3T1K-5.1

Bupa npomexyrouHoit
arrecranuu (3auer)
Hroro 72 16 16 40




3aouHas popma o0yueHus (MOJIHBII CPOK, yckopeHHOe o0ydyeHue Ha 6aze CIIO yckopeHnHoe
o0y4yenne Ha 6aze BO, nmosiHoe yckopeHHoe 00yueHHe)

TpyroemkocThb
AyIMTOpPHBbIE 3aHATHS Koa unaukaropa
Ne Tema qucHUNIHHBI Bce CPO H JeCKPHIITOPA
ro JI 3 (J13, C3) AOCTHIKEHHU S
KOMIIETeHIU
1 2 3 4 5 6 7
OCHOBHBIC TIOHSTHS B NJI-1 OIIK- 4.1
1 00acTu JOKYMEHTUPOBAHUS 7 5 5 Na-2 OIIK- 4. 2
-2 TIK- 3. 2
NJ-1TIK-5.1
HopmaTtuHo — N1-3 OIIK- 4.1
2 METOANYECKUE OCHOBBI 7 2 5 N/1-4 OIIK- 4. 2
JOKYMEHTAIMOHHOT O nJ1-6 I1K- 3. 2 U I-
o0ecrnieueHus yIpaBICHUS 5 IIK-5.1
Opranu3zanoHHO-IIPaBOBas NI-5OlIK- 4.1
3 | cHCTeMa JIOKyMeHTAIHH 8 2 6 NJ-6 OIIK- 4. 2
Na-2 1K- 3. 2 UA-
3TIIK-5.1
OpranuzaiuoHHO- HJI-3 OIIK- 4.1
4 | PacmopszuTeNbHAS CHCTEMA 6 6 N-4 OIIK- 4. 2
Na-6 11K- 3. 2 U-
5TIK-5.1
NudopmannonHo- NI-5 OllK- 4.1
g | CTpaBOYHad cucTeMa 6 6 NJ-6 OIIK- 4. 2
Na-2 1K- 3. 2 U -
3TIK-5.1
OcHoBHbIE (HOPMBI -3 OIIK- 4.1
6 JIOKYMEHTO00O0pOTa B 6 6 -4 OIIK- 4. 2
OpraHu3aluu WJI1-6 TIK- 3. 2 1 1I-
5TIK-5.1
ABTOMaTH3UPOBAaHHBIE NJA-5 OIIK- 4.1
;| cpenctsa B 7 5 5 NJ-6 OIIK- 4. 2
JOKYMEHTAMOHHOM WJI-2 IIK- 3. 2 N 1I-
yIpaBJIeHUU 3TIK-5.1
CocraBnenue u opopmiieHue -3 OIIK- 4.1
8 OCHOBHBIX BHJIOB 7 5 5 N/I-4 OIIK- 4. 2
YIIPaBIEHYECKUX NJ-6 K- 3. 2 U1~
JTOKYMEHTOB 5TIK-5.1
Ocobennoctu 0hopMIICHHS N-3 OIIK- 4.1
g | ¥ BEACHUA IOKYMEHTALHH 7 5 5 -4 OIIK- 4. 2
10 IMYHOMY COCTaBY -6 K- 3. 2 UJI-
S5TIK-5.1
Opranuzanus NJ-5 OIIK- 4.1
10 JOKYMEHTO000pOTa. 7 5 5 NJ-6 OIIK- 4. 2
CucremaTtuzanus u Na-2 1K- 3. 2 U1-
XpaHEHUE TOKYMEHTOB 3IIK-5.1
Bupa npomexyrouHoit 4
arrecranuu (3auer)
HTtoro 72 8 54




Pa3nen 3. Conep:xkanue GpakyIbTaTUBHON TUCIUNJIMHBI

3.1. Conepxanune pakyJIbTATUBHON TUCUUIIMHBI
3.1. Conep:xaHue JUCHMILIHHBI

Tema 1. OcHOBHBIE MOHATHS B 00J1aCTH JOKYMEHTHPOBAHUS.

OcCHOBHBIE TEPMHHBI U OTPECIICHUs B 00JaCTH JOKYMEHTAIIMOHHOTO OOCCIICUEHUS YIPaBICHUS.
I'OCT P 7.0.8-2013. HaumonansHblii crangapt Poccuiickoit ®@enepaunun. Cucrema CTaHAAPTOB IO
nHpopmanuy, OUOIMOTEYHOMY W HM3JATEIbCKOMY neiy. [[enonpou3BOACTBO U apXUBHOE aeno (yTB.
ITpukazom Poccranmapra ot 17.10.2013 N 1185-cT). Tepmuns! u onpeaeneHus». 3HaueHUE U CBOMCTBA
JOKyMEHTa Kak Hocutens wuHpopManuu. OyHKIUM yOPaBICHYCCKUX JOKYMEHTOB: OOIIHE U
cnenuduueckre. OOImME MOHATHS O CHUCTEMaxX JOKyMEHTaluu. YHU(QHUKAUS U CTaHIapTU3AIMs
JOKYMEHTOB. YHU(MUIMPOBAHHAS CHUCTEMa OPTaHU3ALMOHHO — PACIOPSAUTEIHHON JOKYMEHTAIIHH.
OcHOBHbIE BHIbl OPTaHU3AIIMOHHO — PACIIOPAIUTENbHBIX JJOKYMEHTOB U UX POJIb B CUCTEME YIIPABICHUSI.

locynmapcTBeHHBIE CTaHIApTHI B 00JacTH JAOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIPaBIICHUS.
OcHoBHble TONOKEHUSI ['OCyTapCTBEHHON CHCTEMbl JOKYMEHTAI[MOHHOTO OOEeCHedeHHUs YIpaBICHUS.
AJMUHHUCTpAaTUBHAS OTBETCTBEHHOCTh PYKOBOJUTENEH U CHEIHAIMCTOB OPTaHU3alui U MPEeANPHUATHIHA 3a
HapyllIeHHuEe JEHCTBYIONIETO 3aKOHOAATENIbCTBA 110 APXUBHOMY JIEITY.

Tema 2. HOpMaTI/IBHO —  METOANYECKHUC OCHOBbI JOKYMCHTAIIMOHHOI'O od0ecneyeHus
yYupaBJieHusl.

PaCCManI/IBaIOTCH BOIIPOCKHI HOPMAaTUBHO-MECTOAUYCCKOT'O peryjinpoBaHus CHCTEM
,Z[OKYMCHTOO60pOTa B OpraHu3anuyv, HOPMATHUBHBIC AaKThbI, IIOJIOKCHUA U CTPYKTYpa PCTryJIUPOBAHUA
AOKYMCHTOABUXKCHUS. HOpMaTI/IBHO — MCTOAUYCCKHEC OCHOBBI JOKYMCHTAIIMOHHOI'O o0ecIeyeHus
YIIpaBJICHUA ACATCIIBHOCTU Hpe,[[HpI/IHTI/Iﬁ cepBHCaA.

Tema 3. Oprann3anuoOHHO-NIPABOBAasI CUCTEMA JOKYMEHTALMH.
B nexuuu pazdbupaercs Ha3HAYEHHE, COCTAB U JIBUKEHUE TOKYMEHTOB OpPTaHU3aIMOHHO-TIPABOBOM
CUCTEMBI IOKYMEHTALIUU U €€ OCHOBHBIE XapaKTEPUCTUKHU.

Tema 4. Opranu3anuoOHHO-PACTIOPAANTE/IBLHAS CHCTEMA.
B gnexumm pasbupaercss Ha3Hau€HUE, COCTaB M JIBJKEHUE JOKYMEHTOB OpraHM3allMOHHO-
PacopsAUTEILHON CUCTEMBI JOKYMEHTALIMM U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema S. UndopManiuoHHO-CIIPaBOYHAsA CHCTEMA.
B nekmuum pa3bupaercss Ha3HAau€HHWE, COCTAaB U JBIDKEHHE JTOKYMEHTOB WH(OpPMAIMOHHO-
CIPaBOYHOMN CHCTEMBI JIOKYMEHTAIMH (POPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHOBHBIE (POPMBI JOKYMEHTO000POTA B OPraHU3aLHH.
PaccmaTpuBaroTcst TpaauLMOHHAS U AJIEKTpOHHAasi (OPMbI JOKYMEHTOO0OpOTa, a TaKkKe MOPSIA0K
paloThI ¢ BXOSAIMME, BHYTPEHHUMH M UCXOAALIMMHU JOKYMEHTaMH.

Tema 7. ABTOMAaTU3UPOBAaHHbIE CPeCTBA B IOKYMEHTALIMOHHOM YIIPABJICHUH.

Pa30bupatorcss aBTOMATH3MpPOBaHHBIE KOMIIBIOTEPHBIE MPOTPaAMMbl, IO3BOJISIONINE COKpPATUTh
BpeMs oOQopMmIeHHs, TNepeiBUKEHUS JOKYMEHTOB W MX IIeJIeBO€ HCIIOJIIb30BaHHE B CEpPBHUCE.
DNEeKTPOHHBIA JOKYMEHTOOOOPOT MPEANPUITHI cepBuca.

Tema 8. CocraBiienne u opopmiieHre OCHOBHBIX BH/I0B YIIPABJIeHYECKUX JOKYMEHTOB.

bnanku noxymentoB. dopma M coaepxaHue ciykebHoro nokymeHtra. ®opmynsp. PexBu3uthl
YIOpaBIE€HYECKMX JOKYMEHTOB HX 3HadeHue. CTpykTypa TeKcTa M OCOOEHHOCTH oOQopMIIeHus
yIIpaBJIEHYECKUX IOKYyMEHTOB. OTBETCTBEHHOCTb IpU 0(hOPMIICHUH TOKYMEHTOB.



Tema 9. OcodenHocTu oopMiIeHUs U BeeHUs JOKYMEHTAMH M0 JIMYHOMY COCTABY.

OOmiass xapakTepuCTUKa W Ha3HAuY€HUE AOKYMEHTAlMH MO0 JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHUPOBAHUS TPYAOBBIX MPaBOOTHOIICHWH (odopmiieHne mpuemMa Ha pabdoTy,
YBOJIbHEHUS, KOMaHAUPOBKHU, OTMycKa). BeneHue TpyHoBbIX KHUXEK. BocnmuTaHue OTBETCTBEHHOCTH,

JTO0OPOCOBECTHOCTH MPH 0(POPMIIEHHUU JOKYMEHTOB, BIHSIONINX HA CTaXK COTPYTHUKA.

Tema 10. Opraﬂnsaunﬂ HOKyMQHTOOﬁOpOTa. CI/ICTeMaTHl}aHHfl H XpAaHCHUE JOKYMECHTOB.

Opranuzanus JOKyMEHTOOOOpOTa: perucrpaunusi U JIBHXKEHHE AOKyMeHToB. HomeHkiaTypa nen
OpraHM3aly: cojaepkanue, ¢Gopma, MOPSIOK pa3paboTku U ymupaBieHUs. OCHOBHBIC NPHU3HAKU
3aBeneHusi nen. Ilopsamok QopmupoBanus MOKyMEeHTOB B Jena. Cpokd XpaHEHHUS JOKYMEHTOB.
DKCrepTu3a IEHHOCTH JIOKYMEHTOB. BplneneHue JOKYMEHTOB C HCTEKIIMMH CpPOKaMU XPaHEHHS.

XpaHeHue U niepeadya JOKyMEHTOB.

3.2. Coagepxanne NPAKTHYECKOT0 0JI0KA THCIUIINHbBI

QOunas popma 00yueHus (IOJHBII CPOK)

Ne Tema MpakTHYECKOT0 3aHATHS
1 2
C31 | Opranu3zanmoHHO-TIPABOBAas CUCTEMA JIOKYMEHTAIlUN
C32 | Opranu3anmoHHO-pacopsAIUTEIbHAs CUCTEMA
C33 | UudopmanmoHHO-CIpaBOYHAsI CUCTEMA
C34 | OcHoBHBIE HOPMBI TOKYMEHTOOOOPOTA B OpraHU3aIluu
C35 | ABromMaTu3upoBaHHBIE CPEJICTBA B JOKYMEHTAIIMOHHOM YIPaBICHUU
C3 6 | CocraBnenue n 0ohopMIIEHHE OCHOBHBIX BHJIOB YIPABICHYECKHX JTOKYMEHTOB
C37 | Ocobennoctu oopmMiIeHUs U BEJCHHS TOKYMEHTAIUU M0 TUYHOMY COCTaBY
C3 8 | Opranusanus qokyMeHTooOO0poTa. CucTeMaTH3aIysa ¥ XpaHCHHEe JOKYMEHTOB

3aounas popma o0yueHus (MOJIHbINA CPOK, yCKOpeHHOoe 00y4eHue Ha 0a3ze CIIO yckopenHoe

o0yuenue Ha 6aze BO, nosiHoe yckopeHHoe o0y4ueHHe)

Ne Tema npakTHYeCKOro 3aHATHS
1 2
C3 1 | ABTOMaTHU3MPOBAHHBIE CPEJICTBA B IOKYMEHTAIIMOHHOM YIIPABICHUN
C32 | CocraBnenue u ohopmiieHHE OCHOBHBIX BUJIOB YIIPABICHUECKHUX JTOKYMEHTOB
C33 | OcobeHHoCTH OQOPMIIEHUS U BEACHMSI TOKYMEHTAIlUU 10 JUYHOMY COCTaBY
C34 | Opranuzanus qokyMeHToo00poTa. CuctemMarusaiys U XpaHeHue TOKYMEHTOB
3.3. O0pa3oBaTebHbIE TEXHOJIOTHH
Ounas ¢popma o0y4eHus1 (MOJHBIHA CPOK)
Bun ®opma / Mertoasl |
%0 y4e0HOr 0
Ne Tema 3ansaTus Y4eOHOIro | MHTepPaAKTHBHOIO
BpeMeHH
3aHATHSA o0yuyeHust
1 2 3 4 5
OpranuzanroHHO-TIpaBOBast .
1 P 1 P 113 Keiic-meTon 100
CUCTEMA JOKYMEHTAIluU
OpranuzanuoHHO-
2 p H I13 JlenoBas urpa 100
pacnopsiIuTeNbHAsl CUCTEMA
NudopmannoHHO-CcripaBoYHas N
3 bop p I13 Keiic-meton 100
cucremMa

nepeBoja,




OcuHoBHBIE HOPMBI .
4 bop 113 Keiic-meron 100
JIOKYMEHTO0000pOTa B OpraHU3aIluu
ABTOMaTH3UPOBAHHEIE CPE/ICTBA B .
5 JIOKYMEHTAI[MOHHOM YIIPaBJICHUH I3 Ketic-meroz 100
HToro % 31%

3aounast popma o0yueHnus (IOJIHBII CPOK, ycKOpeHHOe o0yueHue Ha 0a3e CIIO yckopenHoe
o0yuyenne Ha 6a3ze BO, moiHoe yckopeHHoe 00y4ueHHe)

®opma /
Bun o
MeToabl % y4eOHOoro
Ne Tema 3ansaATHSA Y4eOHOro
HHTEPAKTHBHOIO BpeMeHU
3aHATHSA
o0y4eHust
1 2 3 4 5
CocraBnenue u opopmiieHIE
1 | OCHOBHBIX BHJIOB YIIPaBIECHUYECKUX I13 Keitic-meTon 100
JIOKYMEHTOB
OcoGennoctu 0popMIICHUS U
2 | BeACHUS JOKYMEHTAINH 10 I13 Ketic-meron 100
JIMYHOMY COCTaBY
Opranuzanus JOKyMEeHTO000poTa.
3 | Cucremaru3anus U XpaHCHHE I13 Keitic-meTon 50
JIOKYMEHTOB
Hroro % 36%
Pa3nen 4. Opranu3anusi CaMoCTOSATEJIbHOI padoThl 00y4aKOIIUXCH
4.1. Opranu3anus cCaMOCTOATEJIbHOM PadoThI 00y4aI0IIMXCS
Ne Tema qTUCUMIIMHBI Ne Bonpocos e pexomeryemoi
JUTEPATYPhbl
1 2 3 4
1 OcHOBHBIE IOHATHSA B 00JaCTH 1234 12345
JIOKYMEHTHUPOBAHUS
HopMmaTtuBHO — MeTOIMUECKHEe
2 | OCHOBBI JIOKYMCHTAIIHOHHOTO 5,6,7,8 1,2,3,4,5
o0ecrnievueHus ynpaBIeHUs
3 OpranuzanvoHHO-TIPaBOBas 9,10.11.12 12345
CUCTEMa JJOKYMEHTAIluU
4 | OpranusalioHHo- 13,14,15,16,17,18,19,20 12345
pacropsiiuTeNIbHas cucTeMa
5 | AHPOPMAIKMOHHO-CIPABOHAA | 51 o) 93 94 95 26 7,28 1,2,3,4,5
cucTemMa
OcHoBHbIE (HOPMBI
6 | moxymeHTOOOOpOTa B 29,30,31,32,33,34 1,2,3,45
OpTraHu3aIuu
ABTOMaTH3UPOBAHHBIE
7 | peAcTRa B 35 1,2,3,4,5
JIOKYMEHTAITMOHHOM
yIpaBJICHUU
8 CocraBnenue u 0opMIICHHE 36 12345
OCHOBHBIX BHJIOB
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18.
19.
20.
21.
22.

23.

24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.
35.

36.
37.
38.

yIPaBICHYECKUX JOKYMEHTOB
Ocob6ennoct ohopmMIICHHS U
9 | BemeHUS TOKYMEHTAIIUH TIO 37 1,2,3,4,5
JMYHOMY COCTaBY
Opranu3zanus
JOKYMEHTO000pOTAa.
CucremaTuzanus u XpaHeHHE
JIOKYMEHTOB

10 38-40 1,2,3,4,5

Hepeqeﬂb BOIIPOCOB, BLIHOCHUMBIX Ha CAMOCTOATEC/ILHYIO paﬁoTy oﬁyqamumxcﬂ

[Topsox perucTpanuu 10KyMEHTOB.

KoHnTpo:b 3a ucnonHeHneM 10KyMEHTOB.

Hasnauenue, BUIbI U TOPSIOK pa3paOOTKU HOMEHKIATYPHI JieJ, TpeOOBaHUS K O(OPMIICHHIO.
[ToaroroBka nen k nepenaye v MOPSIOK Nepeadu Jell B apxXuB Ui JAIbHEUIIEr0 XpaHeHUs.
TpeboBaHUsI K IPOBEAECHUIO SKCIIEPTU3bI LIEHHOCTU JJOKYMEHTOB.

Opranu3zanus paboThl C TOKyMEHTaMH, KOTOPbIE OTHECEHBI K TOCYIapCTBEHHOM TaifHe.
Opranu3zanus paboTsl C JOKYMEHTaMH, COAEPKAIMMH KOH(DUIEHIIMAIbHYIO HHPOPMALHIO.
CrpykTypa 1 0opMIICHHE MOJO0KEHUSI 00 OpraHU3alUK UK O CTPYKTYPHOM TOAPA3ACIICHUH.
OdopmiieHre T0BEPEHHOCTEH.

. Bupl toBepeHHOCTEM.

. CTpykTypa 1 0co6eHHOCTH 0(hOpMIIEHHUS PErylaMeHTa KOJUIETHAIbHOIO OpraHa.

. [IpaBuna odopmiteHUSI HHCTPYKITHA.

. CTpyKTypa I0JPKHOCTHON MHCTPYKIIMH, METOINKA COCTABIICHUSI.

. TpeOoBaHus K JOXKHOCTHOMY pErJIaMEHTY.

. Cucrema niaHoBo# 1oKyMeHTauuu. HazHaueHue u cocTaB IUIaHOBOM TIOKYMEHTALIHH.

. Bunpl, cocraBiienne u ohopmiieHUE MIIAHOBBIX IOKYMEHTOB.

.CocraB  uHpopmamuu, ocobeHHOCTH  O(QOpPMIIEHMS U  Ipoleaypa  yJOCTOBEPEHUS

OpTraHU3aIMOHHBIX IOKYMEHTOB — CTPYKTypa M IITaTHAst YUCICHHOCTD, IITAaTHOE PacliCaHHe.
TpeboBaHust K cOCTAaBICHUIO U O()OPMIICHUIO TTOCTAHOBJICHUH, PEILICHHH.

DTarnel MOATOTOBKU PACTIOPSIUTENFHOTO JOKYMEHTA.

TpeboBanus kK coOCTaBICHUIO U O(YOPMIICHHUIO MPUKA30B 110 JINYHOMY COCTAaBY.

Odopmienue nNpuKa3oB, paclops>KEHUI 10 OCHOBHOM IS TEIbHOCTH.

CoctaB u oOmias xapakTepUCTHKA JOKYMEHTOB CHUCTEMbl HH()OPMAIMOHHO—CIPAaBOYHON
JOKYMEHTAIUH.

TpeboBaHMsl K COCTaBICHMIO U O(GOPMIICHHUIO CIIY)KEOHBIX, OOBSICHUTENBHBIX M JOKJIAJHBIX
3aITMCOK.

BHyTpeHHUE U BHEITHHUE TOKYMEHTHI.

TpebGoBaHuUs K COCTABJICHHUIO U OPOPMIICHHUIO CTIPABOK.

Bunsl cipaBok. CripaBKy BHYTPEHHHE U BHELLTHHE.

TpeboBanus k cocTaBieHUI0 U 0popMiIeHHIO akTa. Bubl akToB. OCOOEHHOCTH yIOCTOBEPEHHSL.
Ilepenucka kak BUA AenoBoro oomeHus. CoctaB M Ha3HaAYCHHUE TEPEIHCKH.

TpebGoBaHUs K COCTABJICHHUIO U O(OPMIICHHUIO CITY’)KEOHOTO MHUCHhMA.

PaznoBunnocty nuceM. OcoGeHHOCTH 0(OpMIIEHHS TapaHTHIHOTO MUCHMA.

Hcnonp30BaHne CTaHAAPTHBIX BBIPAKEHHHA B JAETOBBIX MTHCHMaX.

JIOKYMEHTUPOBaHHE KOJIJIETHAIBHOW JeSITeNbHOCTH (hefiepalibHbIX OPraHOB HCIOJTHUTEIBHON
BJIACTH, OPTAaHU3AINH, CTPYKTYPHOTO MTOAPa3eICHsI, COBETOB KOMUCCHI U T. JI.

JIOKyMEHTBI, CO3/IaBaeMbI€ B ITPOIECCE TOJTOTOBKH COBEIIaHMUS.

TpeboBanwmst kK cocTaBiIeHNIO U 0(HOPMIICHUIO TIPOTOKOJA. KpaTKue u MOoTHBIE MPOTOKOJEI.
OcCOoOeHHOCTH TPOTOKOJIOB 3aceqaHuil  (efiepalibHBIX OpPraHOB HCHOJHHUTENIBHOM BIIACTH.
[TpoTOKOIIBI aKIIMOHEPHBIX OOIIECTB.

TpeboBanust kK cOCTaBICHUIO U O(POPMIICHHUIO TeNIErpaMM, TeJIePOHOTpaMM.

Crpykrypa (hakCUMHIBHOTO COOOIIEHUS, 0COOEHHOCTH 0OPMIIEHHUS.

[IpaBuia cocraBieHuss 1 0OPMIICHUS PEIICH3MI, OT3bIBOB U 3aKITIOUCHHIA.
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39. DTuker cay)keOHOTO MHChMA.
40. SI3BIK ¥ CTHITB CITY)KEOHBIX TOKYMEHTOB.

4.2. llepeyeHb y4eOHO-METOAUYECKOT0 00ecneYeHHsl CAMOCTOATEIbHOI Pad0ThI 00y4al0IIHUXCS

CamocrosTenbpHas pabota 00yJarmuxcs 00eCIieYnBaeTCsl CICAYIONIMMA y4eOHO-METOINISCKUMHU
MaTepuaIaMu:
1.  VYkazaHusMH B paboueld mporpamme 1o aucuuruinae (1m.4.1.)
2. JlekumoHHBIC MaTepUabl B COCTaBE YUCOHO-METOINICCKOTO KOMITJIEKCA MO JUCIUILTUHE
3. 3amaHWsIMM ¥ METOJUYECKUMH PEKOMEHIAIUSMH TI0 OpTaHU3allMd CaMOCTOSTEIBHOW pabOThI
00yJaromuxcs B COCTaBe yueOHO-METOINIECKOTO KOMIUIEKCA MO JUCLUIUINHE.
4. TmoccapueM 1O AMCIUILUIMHE B COCTaBE Y4eOHO-METOIMUECKOTO KOMILIEKCA 110 TUCIUILIHHE.
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Pa3znen 5. ®oHa O1IeHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJISI U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

Don0  oYyeHouHvIX  cpedcm8  No  QucCyuniuHe  npeocmaesnsem  coOou  COB0OKYNHOCHb
KOHMPOIUPYIOWUX —~ MAMEpUanog  NpeoOHa3HAYEeHHbIX Ol UBMEPEHUsl  YPOBHA — OOCMUNCEHUS
00y4arOWUMUC  YCMAHOBNIEHHLIX — pe3yIbmamos  odwell  npogeccuoHanvbHou  00pa3zo8amenvbHol
npoepammol. POC no Oucyuniume UCNOILIYEMCS HPU NPOBEOEHUU ONEPAMUBHO20 KOHMPOAA U
npoMeNCymoyHou ammecmayuu ooyuarowuxcs. Ipebosanusi k cmpykmype u cooepxcanuro POC
oucyuniunsl pezramenmupyiomes Ilonoscenuem o ¢ponoe oyeHOUHbIX MAMepuanos no NpocpPamMmam
gvicULe20 0OPA308AHUS — NPOZPAMMAM OAKAABPUAMA, MASUCTPANYPbI.

5.1. IlacnopT ¢oHIa OLIEHOYHBIX CPEICTB

QOunas popma 00yueHus (IOJHBII CPOK)

OueHoYHBIE CPeICTBA
e KonTposmpyembie pa3aesibl (TeMbl) Iffn:z?cm::li?ga
B JAMCIUTINHBI J mn3 (Ji3,C3) | CPO ACCKPp P
AOCTHKEHU S
KOMIIeTEeHIM I
1 2 3 4 5 6
OcHOBHBIE TOHATHS B 00J1aCTH -1 OIIK- 4.1
JIOKYMEHTUPOBaHUS NJ1-2 OIIK- 4. 2
1 vo HPB 1y k- 3. 2
NI-11TIK-5.1
HopMaTtuBHO — METOAMYECKHE OCHOBBI HJI-3 OIIK- 4.1
JIOKYMEHTAIMOHHOTO 00eCreYeHus N-4 OIIK- 4. 2
2 yIpaBIeHUS vo 1PB Na-6 K- 3. 2
NA-5TIK-5.1
OpranuzannoOHHO-IIPaBOBasl CUCTEMA NA-5 OIIK- 4.1
JIOKYMEHTAIUU NJ-6 OIIK- 4. 2
3 YO J I1PB VT2 TTK- 3. 2
NA-3TIK-5.1
OpranuzanoOHHO-PACIIOPAIUTENIBHAS NA-3 OIIK- 4.1
cucremMa N-4 OIIK- 4. 2
4 YO KM I1PB VIJ1-6 TTK- 3. 2
N-5TIK- 5.1
WNHdpopManinoHHO-CIIpaBOYHas cUcTeMa NJA-5 OIIK- 4.1
NJ-6 OIIK- 4. 2
5 YO KM I1PB VT2 TTK- 3. 2
NA-3TIK-5.1
OcHoBHbIE (HOPMBI TOKYMEHTOO00pOTA B N-3 OIIK- 4.1
OpraHu3aIu N-4 OIIK- 4. 2
6 YO YO I1PB VIJ1-6 TTK- 3. 2
NJ-5TIK- 5.1
ABTOMaTU3UPOBAHHBIE CPE/ICTBA B NJ-5 OIIK- 4.1
JIOKYMEHTAITMOHHOM YITPaBJICHUHN N-6 OIIK- 4. 2
7 YO KM I1PB VT2 TTK- 3. 2
-3 TIK-5.1
Cocrasnenue u opopmiieHHe OCHOBHBIX -3 OIIK- 4.1
BHJIOB YIIPABIIEHYECKUX JOKYMEHTOB -4 OIIK- 4. 2
8 YO KM I1PB VIJ1-6 TTK- 3. 2
NJ-5TIK- 5.1
9 OcobenHocTy 0POPMIICHUS U BEICHHUS KM IIPB Na-3 OIIK- 4.1
JIOKYMEHTAIUH T10 JINYHOMY COCTaBY NJ1-4 OIIK- 4. 2
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NJ-6 TIK- 3. 2
NJ-5TIK-5.1
Opranuzanus JOKyMeHT0000poTa. -5 OIIK- 4.1
CucrtemaTtuzanus ¥ XpaHeHUE NJ1-6 OIIK- 4. 2
10 JIOKYMEHTOB vo HPB NA-2 TIK- 3. 2
NJ-3TIK-5.1

3aounas popMma o0yueHus (MOJHBIH CPOK, yCKOPeHHOoe o0yueHue Ha 0a3e CIIO yckopeHHoe
o0yuyenue Ha 6a3e BO, notHoe yckopeHHOe 00y4YeHHe)

KonTposmpyembie pa3aesibl (TeMbl)

OueHo4YHbIE CpeICTBA

Koa HHAUKATOPpAa U

N AUCHMUILINHBI J 3 13, C3) | CPO JlecKprnTopa
AOCTHKEHUS
KOMIIeTeHIU i
1 2 3 4 5 6
OCHOBHBIE TIOHATHS B 00J1aCTH N/-1 OIIK- 4.1 U I-
JIOKYMEHTHUPOBAHUS 2 OIIK- 4.2
1 YO [1PB V12 TTK- 3. 2
NJ-1TIK-5.1
HopMatuBHO — METOAMYECKHE OCHOBBI NJ1-3 OIIK- 4.1
JIOKYMEHTAIMOHHOTO 00eCreyeHust N-4 OIIK- 4. 2
2 yIpaBIeHUS yo 1PB WJI-6 T1K- 3. 2 1 1I-
S5TIK-5.1
Oprann3allMuOHHO-IIPABOBAs CUCTEMA NJ-5 OIIK- 4.1
JIOKYMEHTAIUU NJ-6 OIIK- 4. 2
3 yo IPB | o k- 3. 2 W1
3IIK-5.1
OpranuzanoOHHO-PACIOPAIUTENIbHAS NJ-3 OIIK- 4.1
cucremMa N-4 OIIK- 4. 2
4 HPB | yi16 TIK- 3. 2 M-
S5TIK-5.1
NudopmanmonHo-cripaBoyHas cucTeMa -5 OIIK- 4.1
NJ-6 OIIK- 4. 2
> 1PB Na-2 1K- 3. 2 -
31IK-5.1
OcHoBHbIE (HOPMBI JOKYMEHTOO0OpOTA B N-3 OIIK- 4.1
OpraHu3aIu NJ-4 OIIK- 4. 2
6 HPB | p1-6 TIK- 3. 2 Mj1-
5IIK-5.1
ABTOMAaTH3UPOBAaHHBIE CPEJICTBA B N-5 OIIK- 4.1
JIOKYMEHTAllMOHHOM YIIPaBJICHUH NJ-6 OIIK- 4. 2
! KM HPB Na-2 1K- 3. 2 U11-
3IIK-5.1
CocraBnenue u 0OpMIIEHHE OCHOBHBIX N-3 OIIK- 4.1
BUJIOB YIIPABJIEHYECKUX JOKYMEHTOB -4 OIIK- 4. 2
8 KM HPB | p1-6 TIK- 3. 2 MJ1-
5IIK-5.1
Ocobennoct 0hOpPMIICHHS U BEACHUS N-3 OIIK- 4.1
JOKYMEHTAIMU 110 TUYHOMY COCTaBYy -4 OIIK- 4. 2
9 KM HPB | y11-6 TIK- 3. 2 MJ1-
5IIK-5.1
Opranu3anus J0KyMeHT0000poTa. NJ-5 OIIK- 4.1
10 CucreMaTuzanus U XpaHeHHE YO 1PB NJI-6 OIIK- 4. 2
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JIOKYMEHTOB Nn1a-2 IK- 3. 2 UJ1-
3IIK-5.1

YcaoBHble 0003HaAYeHNS OLeHOYHBIX cpeacTB (CrToaous! 3, 4, 5):

YO — Ycrusiit (GpoHTaNBHBIN, HHANBUIYATbHEIH, KOMOMHHPOBAHHBIIN) OIIPOC

IIPB — IlpoBepka pedepaToB, OTYETOB, pEICH3WH, AaHHOTAIMH, KOHCIEKTOB, TpadUdeckoro MaTepHuaia, 3cce,
NIEPEBOJIOB, PEILICHUH 3aJaHUM, BBIIIOJIHEHHBIX 3aJaHUM B DIIEKTPOHHOM BUJE U T.J.

KM — Keiic-meTon

5.2. O1leHOYHbIE CPEACTBA TEKYIEro KOHTPOJIs
IlepeyeHb NpaKkTHYECKUX (CEMHMHAPCKHUX) 3a/1aHUI

Tema Ne 4: <<OpFaHI/I3aIII/IOHHO-paCHOPH)II/ITeJIBHaﬂ CHUCTEMA»

Lesblo, 3aHATHS SIBJISIETCS U3yUYeHHeE:
— OCHOBHBIX BHJIOB OpPTraHNW3aI[HOHHO-PACIOPSIIUTEIbHBIX TOKYMEHTOB.
—OcobenHocreil cocraBieHuss U OGOPMIICHUS OPTraHU3ALMOHHO-PACTIOPSIUTEIHHBIX
AOKYMCHTOB.

BOITPOCHI:
—Cucrema opraHu3alMOHHO-PACTIOPSAAUTEIBHON JOKYMEHTAUN ?
—PacnopsimuTtenbHble  JOKYMEHTBI: MpPHUKa3, pPacHoOpsOKEHUE, IMOCTAHOBJICHHE, YyKa3aHUeE,
peuienue?
Tema Ne 6: «OcHoBHBIE (POPMBI JOKYMEHTO00O0POTA B OPraHU3 AN

Leabio, 3aHATHS ABJISIETCH U3yYeHHe:

- OcobenHocTelt cocTaBneHust 1 0)OPMIICHHUS CITYyKEOHBIX TOKYMEHTOB.

- I/IayquI/Ie ABVIKCHUSA JOKYMCHTOB Ha TOProBOM MNPCAINIPHUATHHA C MOMCHTA UX CO3JaHUA OO
3aBCPUICHUA NCIIOJTHCHUS WUJIN OTIIPABKHU.

- N3yuenue nporecca GopMUPOBaHUS A€, 03HAKOMJICHHE C OCHOBHBIMU 3TaraMu paboTh
10 OJITOTOBKE JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

BOITPOCHI
Opranuzanus 10KyMeHT0000poTa:
1. Uro Takoe JAOKYMEHTOOOOpOT TMpEeNnpUsATHs, M KaKOBbl MPUHIMIIBI  €ro
OopraHu3aIuun?
2. KaxoB nopsiiok npoxoxaeHNs U UCTIOTHEHHSI BXOAAIIUX JOKYMEHTOB?
3 B yem 3akimoyaroTcsi 0cOOEHHOCTH pabOThI ¢ OCTYNAOIIUMHU JOKYMEHTaMU?
4. ITpaBuna u popMbl perucTpanuu J0KyMEHTOB U X OCOOEHHOCTH?
) KaxoB nopsiiok noAroToOBKY M MPOXO0XKAECHUS UCXOJSAIMINX JOKYMEHTOB?
6 Onuimmre NopsAAOK NPOXOKIEHNUS BHYTPEHHUX JTOKYMEHTOB?
7. KaxoBbl 3a71auu, BUbI U CPOKU KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB?
DopMHUpPOBaHUE U XPAHEHUE AEII:
1. Yro Takoe HOMEHKJIaTypa Jen npeanpusatua’? Ee Buapl u 3HaueHue?
2. Yro Brl 3HaeTe 0 nopsiike (GOpMUPOBaHMS €T M PACIIONIOKEHHS TOKYMEHTOB B HUX?
3. KaxoB nopsiok repegadu 1ei B apxus?

Tema Ne 8: «CocrasiieHune 1 0(popMJIeHHE OCHOBHBIX BU/J0B YIIPABJIECHYECKHX JOKYMEHTOB»

He.ﬂblO, 3AHATHSA ABJIACTCH H3YUCHUC!:
- OCOOEHHOCTH COCTaBJICHUS U O(I)OpMJICHI/IH OpTraHHU3alluOHHBIX JOKYMCHTOB.

BOIIPOCHI:
OcHoBHbIE TPEOOBaHMSI K COCTABJICHUIO U O()OPMIICHUIO JOKYMEHTA:
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1. PazpaboTtka cTaHIapTHRIX OJaHKOB OpTraHU3AIHH.

. o0IniA OJTAHK TIPEATIPUSATHSA.

. yIJI0BOM OJIaHK MUChMA MPEATPHUSTHS.

. TIPOJIOJILHBIN OJIAHK MUCHhMa TIPS ITPHSITHS.

. MIPOJIONBHBIN OJIAHK MUCHhMA JIOKHOCTHOTO JIHIIA.

Cucremsl JOKYMCHTAIIUU:
2.0pFaHI/ISaI_II/IOHHBIe JOKYMCHTBI: YCTaB, IIOJIOKCHHUC, HWHCTPYKIHUA, IITATHOC paclnrcCaHuce,

[IpaBHJia BHYTPEHHETO TPYI0BOTO pacHopsaKa.

Tema Ne 9: «OcodennocTu opopmJieHUs U BeleHUsI JOKYMEHTAUM 110 JJUYHOMY COCTABY»

Henb1o, 3aHATHSA ABJIACTCH H3yYeHHE:
- N3yunTh XapakTepUCTUKY U HA3HaYCHUE JOKYMEHTALUU 110 JIUYHOMY COCTAaBY.

BOIIPOCHI:
- Oco0OeHHOCTH ~ JIOKYMEHTHPOBAHHS  TPYIAOBBIX  MpaBooTHomeHWi. OcoOeHHoCTH

oopmienns npuema Ha paboTy, IEPeBO/Ia, YBOIHHEHNUS, KOMaHAUPOBKH, OTITyCKa?

- OcoOeHHOCTH BEJCHHS TPYIOBBIX KHUKEK?

5.3. TeMaTHKa NHCbMEHHBIX PadoOT 00y4aAKOIIMXCS

TemaTuka pedeparoB, 10KI2/10B, Icce:

1.
2.

RB©ooo~N O ~w

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

21.

22.
23.

0.
1.

N300pakeHne repb0BOi CUMBOJIMKY Ha JTOKYMEHTAaX.

PexBusutr «3M0Oiema opraHu3aluy WIK TOBapHBIM 3HaK (3HAK 0OCITYKMBaHUSA)», PerIaMeHTalus
UCIOJIb30BaHUS.

[Topsinox noanucanust TOKyMeHTOB. CriocoObl 0OPMIIEHUS PEKBU3UTA IIOIUCH.

3aBepeHue KONUi JOKyMEHTa.

[TourckoBble IPU3HAKYU TOKYMEHTA.

PexBU3UTHI, HACHTUPULIKPYIOIINE JOKYMEHT, €0 aBTOpa B JIEKTPOHHOU GopMme.

[ToHsiTHEe «CUCTEMBI IOKYMEHTALIUNY, PA3BUTHE CUCTEM.

Knaccugukarus cucteM JOKyMEHTaIUH.

YHupuuupoBaHHble CUCTEMBI JOKYMEHTAIUH.

OO1m1ast XxapakTepUCTHKA CUCTEMbI OpraHU3allMOHHO—TIPAaBOBOM TOKYMEHTALIMH.

Krnaccudukanus nokymeHToB 1o npu3HakaMm. JlokyMeHThl opuLMaIbHbIe, CITyKeOHbIE, TUUHBIE,

JIMYHOTO IIPOUCXOXKICHUS.

[TonsTre «10KkyMeHTO000pOT». OCHOBHBIE IIPAaBUJIa OPraHU3ALUH IOKYMEHTOO000pOTa.

TexHonorus o0paboTKK BXOASIIUX JOKYMEHTOB.

OTtnpaBka UCXOAAIIUX JOKYMEHTOB.

Oco6eHHOCTH IBUKEHHSI BHYTPEHHUX JOKYMEHTOB.

JIOKyMEHTOOOO0POT B TYPUCTHUECKUX OPraHU3aALMSIX.

JIOKyMEHTOOO0POT B TOCTUHUYHOM XO35HCTBE.

DNEeKTPOHHBIN IOKYMEHTOOOOPOT B OTEIE.

Cuctema aBTOMaTH3alUU TOKYMEHTOO00POTa B MHIyCTPUU TOCTEIIPUUMCTBA.

Ponp noxymeHTalmoHHOro oOecrevyeHrs B COBEPILIEHCTBOBAHUM YIPABICHUS MPEINPUITUIMU

MHAYCTPHH FOCTETIPUMMCTBA U YUPEKACHUAMU cepsl TypHU3Ma.

JlokyMeHTallMoHHOe ~ oOecliedeHne JAESITEeIbHOCTH — amlmapara  YOpaBlIEHHUS  TYPUCTCKUM

MPEANPUITHEM.
Opranmsanys padoThl CIIy>KObI JOKYMEHTAITHOHHOTO OOSCIICYCHUS YIIPABICHUS.
HopMaTtuBHO — MeETOAWYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO OOECTeUeHUs YIpaBICHHU

NEeATEIBbHOCTH MPEIIPUATUN B UHAYCTPUH TOCTEIPUUMCTBA.

5.4. IlepeyeHb BONPOCOB MPOMEKYTOUHOM aTTECTALMU 1O JUCHUNINHE

BomnpocsI k 3a4ery:
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HBoo~NoOR~WNE

19.

20.

21.
22.

23.
24.
25.
26.
27.
28.
29.

30.
31.
32.
33.
34.
35.
36.
37.

38.

0.
. Bianku npeanpusTHii pa3IndHbIX (OPM COOCTBEHHOCTH.
12.
13.
14.
15.
16.
17.
18.

IIpouenypa TOKyMEHTHUPOBAHUS.

Jlenonpou3BoICTBEHHBIE ONIEPALIHH.

[MonsTHs «yHUDUKAIHI) U «CTAHAAPTU3ALIUS).

OO0nbexTh! U 3a1aun yHU(DUKanuu B chepe 1OV,

Bunael ctangapToB, ux craTyc.

[Tonsitust «ynudunupoBanHasi popma JTOKyMeHTa», «popMyIsIpoOpaszer.
DopMyIIsIp COBPEMEHHOTO YIIPABJICHUECKOTO JIOKYMEHTA.

CrtpykTypa 1OKyMeHTa. 3arojloBOYHasi, coiepkarenbHas 1 0pOpMHUTEIbCKAs YaCTH.
TpeOGoBaHMs K KOHCTPYUPOBAHHIO OJIAHKOB.

Bunger Oi1aHKOB.

PexBU3UTEHI, UCTIONB3yeMBblE JUIsl U3TOTOBJIEHUS OJaHKOB.

PexkBH3UT «HauMEHOBaHHE OPraHU3aUU—aBTOPA TOKyMEHTa», TPEOOBAHUS K HEMY.

PexBU3UT «MECTO COCTABICHUS JOKYMEHTa».

PekBHU3HT «cIipaBOYHbIE JaHHbBIE 00 OPraHU3aIlN — AaBTOPE JOKYMEHTa», €ro COCTaB.

Hatel B nokymenre. TpeGoBaHus K X 0hOpMIIEHHUIO.

Jlata xak cocTaBHast 4acTb APYTrUX PEKBU3UTOB.

PexBU3UTHI «pErucTPaLlMOHHBIN HOMEp JOKYMEHTa», «CChLJIKAa Ha PErHCTPALMOHHBIA HOMEp H
JIaTy TOKYMEHTay.

[Topsimox coriacoBaHMsl JHOKYMEHTOB. BHyTpeHHee M BHemiHee cornacoBanue. OdopmieHue
PEKBU3HTA HA OTICITHFHOM JIUCTE.

CocraB ynoctoBepeHus J0oKyMmeHTa. llpaBuna odopmieHuss peKBU3UTOB, YAOCTOBEPSIOIUX
JIOKYMEHT.

OTMeTKH Ha JOKYMEHTe, UX 3HaueHue U ohopMiIeHue.

Pesomtonus, ee 3HaueHue, npeabsaBisgeMble TpeOoBaHUSA. OCOOEHHOCTH OPOPMIIEHUS PE3OJIIOLUU
Ha OTJIeIbHOM JIHCTE.

YHUHUKAIHA TEKCTa JOKYMEHTA.

CrpyKTypa TeKcTa pa3IMyHbIX CIYKEOHBIX JOKYMEHTOB.

OO6me TpeOoBaHMUs K TEKCTY JOKYMEHTA.

3aroJ0BOK K TEKCTY TOKYMEHTa, PUIIOKEHUS K TEKCTY, TpeOOBaHUs K UX 0(OPMIICHUIO.
Crioco0b1 yTBepkIeHHs TOKyMeHTOB. [IpaBuiia ohopMiteHnsT peKBH3HUTA «TPU( YTBEPKIACHUS.
TpeboBaHMs K IPOCTABIEHUIO PEKBU3UTA «OTTUCK MEUaTH».

[lepedeHb JOKYMEHTOB, HAa KOTOPBIX MPOCTABIISECTCS OTTUCK MedaTH. OTTHCK repOOBOi MevaTH Ha
JOKYMEHTaX.

JIoKyMeHTOOOOPOT B TYPUCTUUYECKUX OPTraHU3aIUIX.

JIoOKyMeHTOOO0POT B TOCTUHUYHOM XO3SHCTBE.

DIIEKTPOHHBIN TOKYMEHTOOOOPOT B OTEJE.

Cucrema aBTOMaTH3alMK JOKYMEHTO000POTa B MUHAYCTPUH FOCTEIPUUMCTBA.

Postb TOKyMEHTAalIMOHHOTO OOECIIEYEeHUsI B COBEPIICHCTBOBAHWU YIPABJICHUS IPEITPUATHIMH
UHIYCTPUH TOCTETIPUMMCTBA U YUPEKACHUAMH cepsl TypU3Ma.

Opranuzanusa paOoTsl CIyKObl JOKYMEHTAllMOHHOTO OOECIEeUeHUsl YIpaBieHUs B HUHIYCTPUHU
TOCTENPUHUMCTBA.
HopmaTuBHO — MeTOIMYECKHE OCHOBBI JIOKYMEHTAllMOHHOTO OOECHEeYeHHUsl YIpaBJICHUS

JIEATEIbHOCTH MPEIIIPUATUI CEPBUCA.

JlokyMeHTalMoHHOe  o0ecreueHue JAeATEeIbHOCTH OCHOBHBIX MNPENNpHUATHH  HHIYCTPHUH
roCTENPUUMCTBA. ABTOMAaTU3UPOBAHHBIE CUCTEMBI YIIPABJICHUS IPOLIECCAMMU.
JlokyMeHTalMoHHOE oOecliedeHne JeATeIbHOCTH —ammapara yIOpaBiI€HHs] TOCTUHUYHBIM
MPEANPUATHEM UHAYCTPUHU TOCTEIIPUUMCTBA.
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Pa3nen 6. Ilepeuensb yueOHOI JUTEPATYPbI, HEOOXOUMOIi 11 0CBOEHUSI AU CHUILIMHBI

6.1. OcHoBHas quTEpaTypa

1. 3aiineBa, E. B. Jlemonpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO H
MYHUIIUIAIBHOTO ynpasieHus : yueonoe nocodbue anst CIIO / E. B. 3aiineBa, H. B. 'onuapoBa. — 2-¢
m3a. — CaparoB : IlpodobpazoBanue, 2021. — 176 c. — Tekct : snexkrponHbid // LudpoBoit
obpaszoarenbHblil pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
Pexxum nocTyna: uist aBTOpU3Up. TOJIb30BaTENICH

2. CremanoBa, E. H. Opranusamuss ¥ COINPOBOXKICHHE JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CrenmanoBa. — CapatoB, Mocksa : [IpodobpazoBanue, At [Iu Ap Menua,
2021. — 176 ¢. — Texkcrt : anekTponHbii // Lludposoit odpazosarenshblil pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Pesxum moctyma: ais aBTOPH3HP. MOJIb30BATENCH

3. XauatpsH, I'. A. Opranusaiys 1 COnpoBOXKIEHHE 3JIEKTPOHHOTO IOKyMEHTOO00pOTa : yU4eOHUK
st CIIO / T'. A. Xawatpsn, 1. B. Ky3nenoa. — CapartoB, Mocksa : [IpodoOpazoBanue, Ait [lu Ap
Menua, 2020. — 156 ¢. — Tekcr : anexkrponnsiit // Lludposoit oOpasoBarensublii pecypc [IPR SMART :
[caiir]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum goctyma: is aBTOPH3UD.
II0JIb30BaTENEH.

6.2. /lonosiHUTEJIbHAS JIUTEPATypa

4. KysnenoBa, 1. B. KoHduumeHimanbHOe IEIONMPOU3BOJICTBO W 3AIMUNICHHBIA AJICKTPOHHBIN
JOKYMEHTO000pOT : yuebHoe nmocodue s 6akanaspos / M. B. Ky3nenona, I'. A. Xauatpsn. — Mockaa :
At ITu Ap Meanma, 2020. — 192 ¢. — Texkcr : anextponssii // Lndposoii oOpasoBarenbhsiii pecype IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html — Pexwum goctymna: i aBTOpU3uUp.
II0JIb30BAaTENEH.

5. CucTeMbl JIEKTPOHHOTO TOKYMEHTO000poTa : yuyeObHoe mocobue (1abopaTOpHBIA MPAKTUKYM) /
cocraButenn M. I'. Pomanenko. — CraBpomnonb : CeBepo-KaBkasckuii ¢enepanbHblii YHUBEPCUTET,
2019. — 109 c. — Texkcr : anexTponHsii // Lludposoit oOpazoBatensHblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajist aBTOpU3Hp. MOJIb30BaTeNei

6. CrenanoBa, E. H. Cuctema 31ekTpoHHOTO JOKYMEHT000O0poTa (00sadHoe pelieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [lu Ap Menua, 2021. — 182 ¢. — Texkcr : 31eKTpoHHBIH //
[Mudposoii o0pa3oBaTenbHBIN pecypc IPR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pesxxum noctyna: as aBropusup. [Tonbp3oBaTeneit

7.

6.3. [lepeuens pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAUMOHHOH ceTH «AHTepHET»

1. http://www.consultant.ru - cnpaBounas npaBoBasi cuctema Koncynbrant ITmoc

2. http://lwww.garant.ru - cnpaBouHasi mpaBoBas cuctema [‘apaHT

3. TIO nns mpoBeneHus koHpepeHui
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Pa3nes 7. MaTtepuajbHO-TeXHHYecKas 0a3a M1 HHPOPMALMOHHbIE TEXHOJIOTHH

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

MarepuanbHO-TeXHHUYECKOE oOecrieueHue (paKyabTaTUBHONW JUCLUIUIMHBL «JloOKyMeHTAaLHOHHOE
o0ecrieueHue YyINpaBJeHHs» BKIIOYaeT B ceOs ydeOHBIC ayIUTOpUU IS TPOBEACHUS 3aHATHH,
IPYNIOBBIX U MHAWBUIYAIbHBIX KOHCYJIbTAllUH, TEKYIIErOo KOHTPOJS M IPOMEXKYTOUYHOM aTTeCTalUH,
CaMOoCTOSTeNIbHON PaboThl 00yuaromuxcs. Vimeercs: ciennanu3upoBaHHas ayIuTOPHSL.

VYuyebHble ayIUTOPUM YKOMIUIEKTOBAHbI CHELMAIM3UPOBAHHON MeOEIbl0 M TEXHHUUECKUMHU
cpeactBamMu  oOydenusi. IlomemieHuss s CaMOCTOATENBHOM pPabOThI OOYYarOIIUMXCS OCHAIEHBI
KOMITbIOTEPHOH TEXHUKOH ¢ BO3MOYKHOCTBIO MOAKIIOUEHHSI K ceTH VIHTepHeT.

QakynbpTaTUBHAS JAMCUUIUIMHA MOXET PpEealM30BBIBATHCS C MPUMEHEHHEM JHCTAHIIMOHHBIX
TexHoJoruil oOydeHus. Crenuduka pealn3aluyd AUCUUIUIMHBL C HPUMEHEHMEM JUCTAHIMOHHBIX
TEXHOJIOTUH OOyueHHs] yCTaHABIMBAETCS [OMOJIHEHHEM K paboueil mnporpamme. B dactu He
IpOTUBOpEYALe crienuduKe, U3JI0KEHHOH B JONOJIHEHHM K IporpamMme, INPHUMEHSeTCs HacTosIuas
pabouas rporpamma.

MarepuanbHO-TexHHUYECKas 06a3a, HeoOXoAuMas JJIs OCYILECTBIEHUSI 00pa30BaTEeNIbLHOTO MpoLecca
10 TUCLUIUIMHE C IPUMEHEHUEM TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI BKIIIOYAET B CEOS:

KomnbroTepHass TexHuKa, pacrojiokeHHass B yuyeOHoMm kopmyce Wucrturyra (yn.Kauunues, 63,
kabuHeT LleHTpa MMCTaHIIMOHHOTO O0YICHHMS):

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

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

3IMYHBIE 3JIEKTPOHHbBIE YCTPOMCTBAa (KOMIBIOTEpPBl, HOYTOYKHM, IUIAHLIETHI M HHOE), a TaKxke
CpEJCTBA CBSI3U IpenojaBaTesiel U CTyAEHTOB.

HNHdopmannoHHbIe TEXHOJIOIMH, HEOOXOUMBbIE JJIsi OCYIIECTBICHUs 00pa30BaTeIbHOIO MpolLecca
10 JUCUMUIUIMHE C TIPUMEHEHHUEM JIMCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHI BKIIIOYAIOT B CeOsi:

- cucrtema aucraniuonnoro odyuenus (CJO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- QJIEKTPOHHAsI 110YTa;

- CUCTEMa KOMITbIOTEPHOTO TECTUPOBAHNS;

- [Tudposoii oOpazoBatensHblil pecypc IPR SMART,;

- CUCTeMa UHTEPHET-CBS3U skype;

- Tenie()OHHAs CBS3b;

- [1O ana npoBeneHuss KOHPEPEHLIUH.

OOyueHue o0O0ydJarOUIMXCS HMHBAIMJIOB U OOYyYaroIMXCS C OTPaHMYEHHBIMH BO3MOXKHOCTSIMU
3/10pOBbSl  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS] CHEIUAIbHBIX TEXHUYECKUX CpEACTB B
3aBHCUMOCTH OT BHJIa HO30JIOTHH.

[lpu mnpoBeneHMH YYeOHBIX 3aHATHH 1O JUCHUIUIMHE WCIIONB3YIOTCS MYJIbTHMEIUITHbIE
KOMIIJIEKCBI, JJIEKTPOHHBIE YUeOHUKU U y4eOHbIe TOCOOUS, alalTUPOBAHHBIE K OIPAaHUYEHUSIM 370POBbs
oOydJaronuxcs.

JIeKIIMOHHBIE ayAUTOPUU OOOPYAOBAaHBl MYIbTUMEIUHHBIMH Kadenpamu, MOIKIIOYEHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIOUIMMH YCUIIUTh 3BYK JIJIsl KATETOPUU CI1a0O0CIbIIAINX 00yJaromuxcs, a
TaKXe MPOEKIIMOHHBIMH 3KpaHaMH KOTOpBIE YBEIMYMBAIOT U300paKeHNE B HECKOJIBKO pa3 U MO3BOJISIIOT
BOCIPUHUMATh y4eOHYI0 HH(POpMaIUIo 00yJaroluMCs C HApYILIEHUSIMU 3pEHUSI.

[Tpu 0OyueHun ULl ¢ HApYIIEHUSIMH CITyXa MCIIOJIb3YeTCs YCHIIUTENb CIyXa JUlsl CIaboCIbIIIauX
mopaeit Cyber Ear monens HAP-40, nomorarommii oOydaeMbIM Jy4llle BOCHPUHUMATh Y4eOHYIO
UH(OPMAILIHIO.

OOyyaronuecs € OrpaHHMYEHHBIMM BO3MOXXHOCTSIMH 37I0pOBbS, OO€CleuYeHbl MEYaTHBIMH H
3JIEKTPOHHBIMU 00pa30BaTENIbHBIMU pecypcamMu (IIporpaMmbl, y4eOHUKH, ydeOHbIe TOCOOUs, MaTepUalIb
JUISL CaMOCTOSITEIbHON paldoThl U T.1.) B opMax, aJalNTHUPOBAHHBIX K OIPaHUYEHMUSIM HUX 30POBBS U
BOCIIPHUATHS UHPOPMALIUU:

JJIS JIML € HAPYLIEHUSIMH 3PeHHUs:

- B (hopme 31eKTPOHHOTO TOKYMEHTA;
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- B (hopme aynuodaiina;

AJISA JIMIL ¢ HAPYIIEHUsIMH cJIyXa:

- B IEUaTHOH (opme;

- B )OpMe 3IEKTPOHHOTO JOKYMEHTA;

AJIS JIML ¢ HAPYLIEeHUsIMHU OTIOPHO-IBUIaTeIbHOI0 anmnapara:
- B Ie4aTtHo# (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.
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Paznen 8. Meroauyeckue ykazanus 1Jisi 00y4al0IUXcsA 110 0CBOCHH IO GaKyIbTATHBHOM
AUCHHUIINHBI

JUis ycrmemHoro yCBOEHHUS JEKIMOHHOIO MaTepuana oOOydaroluiics MOKEH IPOCMOTPETh
y4eOHYyIO JIUTepaTypy MO TeMe JIEKIIMHU C TeM, 4TOObl MMETh XOTs Obl MpenCTaBlieHHE O MpolieMax,
KOTOpbIe OyayT pa3zbupaTbcs B JieKUMU. OH JOJDKEH TaKKe MBICICHHO NMPUIIOMHUTB TO, YTO Y)K€ 3HAeT,
KOIrZa-TO YWTaJl, H3ydal IO JPYI'MM MpeAMeTaM IMPHUMEHUTENbHO K JaHHOM Teme. lnaBHoe B
IPOJIETaHHON paboTe K JeKuuu — (popMupoBaHHe CYyOBEKTUBHOIO HACTPOsl Ha XapakTep MH(pOpMauu,
KOTOPYIO OH TOJIYYUT B JICKIIMM IO COOTBETCTBYIOLIEH Teme. MHOTA [UIs 3TOro ObIBaeT JOCTaTOYHO
O3HAKOMUTBCSI ¢ TUIIOBOW pabodel mporpaMMoi nin yueOHbIM PYKOBOJCTBOM.

[TpobnemHast JeKuus HE TOJIBKO PACKPHIBAE€T MYHKTBI, IPOOJIEMbI, TEMBI, KOTOPbIE HAXOIATCS B
IporpaMMe, HO M 3acTaBisieT 00y4arolero MbICIUTh YKOHOMHUYECKH I'PaMOTHO, UCKaTh HOBbIE NyTH U
CpeICcTBa pelieHusT HauOolee CIOXKHBIX mpodbrem. OnHa oOmagaer OOJBIION WHGOPMAIMOHHON
€MKOCTBIO, M 3a KOPOTKOE BpeMsl IIperojaBaTellb yCIEeBAeT MU3JI0KUTh TaK MHOIO IpPOOJeM, MBICIEH,
UJeH, 4TO Ha/l0 HE MOTEPAThCA B 3TOM MHPopmanuu. OOyyarommiicss JOHKEH MOMHUTH, YTO HUKAKOU
y4eOHUK, HUKaKas MOHorpagus WM CTaThsl HA MOTYT 3aMEHUTh y4eOHyI0 Jiekuuoo. B cBoro ouepens,
paboTa Ha JEKIMH — STO CIIOKHBIA BUJ IMO3HABATEIBbHOH, MHTEIUIEKTYyaJbHON paboThl, TpeOyromei
HalpsDKEHUs, BHUMaHM, BOJIM, 3aTpaT HEPBHOU M (u3nyeckoil s3Heprun. Beck npobiemHblil MaTepua,
cooOmiaeMplii mperoaBaTeneM, JOJDKEH HE MPOoCTO mpociymuBaTbes. OH MOKeH OBITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIaH, OCMBICIEH, NOHAT, 3a(UKCUpoBaH Ha Oymare W 3aKperjieH B IaMATH.
[Ipuctynas k ciaylmaHul0 HOBOTO MarepHala, I0JIE3HO MBICIEHHO YCTaHOBUTH €ro CBA3b C paHee
U3y4EHHBIM, YSICHUTh, Ha YTO OIUPAETCs U3JI0’KeHHast TeMa. Ciiesid 3a TEXHUKOM UTeHUs JIeKIMHU (aKLEeHT
Ha CYLECTBEHHOM IOBBIIIEHUN TOHA, U3MEHEHUs] pUTMa, I1ay3a U T.I1.), 00yUYaroluics JOJDKEH BCIIE] 3a
IpernojiaBaTeeM yMETh BBIACISATh OCHOBHbIE KaTETOPHM, 3aKOHBI U MX COAEp)KaHUe, NpoOJIeMbl U UX
BO3MOXKHBIE PpELIEHMs], [0Ka3aTelnbCcTBa M BbIBOAbL. OcCyIlecTBIsAs Takyi padoTy, oOywaromuiics
3HaYUTEIbHO ObJsieryaer cebe rirybokoe NOHMMaHUE MaTepHala, ero KOHCIEKTUPOBaHUE U AajbHelliee
U3Yy4EHUE.

3anuch JEKUUM ABISETCA BaXHEHIIMM 3JIEMEHTOM paboThl oOydarouierocs Ha Jekiuu. KoHcnekT
MO3BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH H JIYUIlIe COXPAHUTh MOJIYYCHHYIO HHPOPMAIIUIO C TEM,
YTOOBI B Oy/IylIIeM OH CMOT BOCCTAHOBUTbH B MAMSITH OCHOBHBIE CO/IEP)KaTeNIbHbIE MOMEHTHI JIEKIIHH.

Tunuunas ommoOKka oOyyaroumxcs — J0CIOBHOE KOHCIEKTHpoBaHMe. Kak mpaBuio, mpu 3amucu
CJIOBO B CJIOBO HE OCTaeTCs BPEMEHM Ha OOAyMbIBaHHME, aHAIN3 U CHHTe3 MHpopmauuu. MckyccTBo
KOHCIIEKTUPOBAHUS CBOJUTCS K HaBbIKAM CBEPThIBAaHUS MH(MOPMAINH, T.€. 3alIUCH €€ CBOMMHM CIOBAMH,
YaCTUYHO CJIOBOCOYETAHUSMHM JIEKTOpPA, ONPEACICHHBIMU U MPOCTO HEOOXOIMMBIMU COKPALICHUSAMU H
MHBIMU TIpUE€MaMH, HO TaK, YTOObl CyMETh BHOBb Pa3BEpHYTh MH(OpMaIHIO 0€3 CYIIECTBEHHOH MOTEpH.
O1Oupas HyXHYI HH()OPMAIUIO, TJIaBHbIE MBICIH, NMPOOJIEMBI, PELIeHHs U BBIBOJBI, OOydaroueics
COKpAII[AaeT TEKCT U CTPOUT CBOM, B KOTOPOM OH CMOJKET pa300paThes.

ITpu BeneHMM KOHCIIEKTA JIEKIIMHM €CTh MaTepuall, KOTOPbIN 3alliChIBACTCS JOCIOBHO, HAIIPUMED,
(GOpMyITUPOBKM HOPMATUBHBIX AaKTOB, OIpPEAEICHUS OCHOBHBIX KPUMHHOJOTHYECKHX KaTeropuil u
3akoHOB. [Ipu 3TOM OOyuaronmiics H0KeH Ui ce0s B KOHCIEKTE BBIACIUTH INIABHYIO MBICIb, HCIO B
OTIpEeIeNIEHUU TOT'O WJIM MHOTO MOHSTHS, €ro CYIIHOCTb, HE CTApasCh Cpa3zy MOHATH €ro B JAETalsX. JTO
MO3BOJINT W3HAYAJIBHO YCBOUTh SKOHOMMUYECKHE IOHSTHS, ONUPAACh Ha TIJIABHYIO HJEH0, YSCHUTH
CYILIHOCTb.

B koHcnekTe yiekuuii 0053aTeNIbHO 3aMMCHIBAIOTCSA: HAa3BaHUE TEMBI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, PeKOMEHIyeMas JJuTepaTypa. TeKCT JIEKIIUH T0JKEH ObITh pa3/ieieH B COOTBETCTBUH C IJIAHOM.

C OKOHYaHUEM JIEKIIMK paboTa HaJl KOHCIIEKTOM Ha MOXET CUMTaThcs 3aBepuieHHOH. HyxHo emre
BOCCTAaHOBUTH OTJEJIbHbIE MECTa, MPOBEPHUTb, BCE JIU IMOHSATHO, YTOUYHUTH UTO-TO HA KOHCYJbTAIUH,
NPEINPUHATh UHbIE MEPBI C T€M, YTOObI KOHCIIEKT MOT OBITh MCIIOJB30BaH B MpPOIEcCe MOATOTOBKH K
CEMHUHapaM, O5K3aMEHY, Ul JAJbHEHIIEro W3y4eHUs TeMbl, Ha mpakTuke. KoHCmekr seknui —
HE3aMEHUMBIH y4eOHBIH JOKYMEHT, HEOOXOJUMBIH JIs CAMOCTOSATEIbHOM PaboTHI.

TemaruueckuM TIJJaHOM H3Y4YeHHs] JAMCLUUIUIMHBI [PEIYCMOTPEHbl MPAKTHUYECKHE 3aHSATHS.
[ToxroroBka K MpakTUYECKOMY 3aHSATHUIO MPEATNOIATAET J1Ba 3Tana paboTsl 00yJYarOIUX Csl.
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IlepBbIif 3Tam — ycBOeHHE TeopeTHUeCKoro Matepuana. Ha nepBom stame oOydaromuiicss J0JKeH
oTpaboTaTh M YCBOUTH Y4E€OHO-NIPOTPAMMHBIN BY30BCKUW MaTepHall, HCHOJb3YS METOJIUYECKUe
PEKOMEH 1ALl 110 TOATOTOBKE K CEMUHAPY.

Btopo#i stan mpenmnonaraeT BBINOJHEHHE MPAKTUUECKOro 3ajaHus. KOHKpETHO Takoe 3ajaHue
naercsi o0ydJaromeMycsi IpenojaBaTejeM B KOHIE 3aHATHSA, MPEAIISCTBYIOIIEr0 NPAaKTUYECKOMY. DTO
MO3KET OBITh MOJArOTOBKA KOHCIEKTA, IJ1aH paboThl IO TOM UM MHOM CUTYaIlUH, IJ1aH Oece/Ibl U T.I1.

3amaHust OJDKHBI OBITH BBINOJHEHbI MHCbMEHHO. Kpome TOro, mo TEOpeTHYEeCKHM BOIPOCaM
oOyuarouics J0KEH NOArOTOBUTH paboyKe MIaHbl CBOMX OTBETOB HA HHX.

JlomaiiHee 3agaHue OO0yYaroIIMICS TOTOBHT CAMOCTOSITENIBHO, Y/AEJSs Ha MOATOTOBKY HE MEHee
Tpex 4YacoB. lIpy BBINOJHEHHHM JOMAIIHEro 3aJaHUsl OH MOXET II0JIb30BaThCAd TEXHUYECKUMU
CpeacTBaMU, yuyeOHOM IUTepaTypol, KOHCIIEKTaMu JIEKIUH U 1.p. Pekomenyercs yame odpamarses 3a
KOHCYJIbTAIlMSIMU M OKa3aHHEM HEe0OXO0IMMOM MOMOIIH K IperoaaBaressm Kadeapol.
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y‘-IGGHO'MCTOIII/I‘-ICCKOG n3JaHuc

Pabouast mporpamMma y4eOHON TUCITUTIITUHBI

JlokymMeHTallMOHHOE o0ecnieyeHre YIPaBJdeHusl

(Haumernoganue Oucyuniunvl 8 COOMeemcmsuu ¢ y4eOHolM niaHoM)

YymakoBa Exarepuna AjieKcaHIPOBHA

(Damunus, Hus, Omuecmeo cocmagumeris)
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