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HOJATOTOBKHA  O0ydYaromuxcs,

Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI
JuctumuimHa «/[okymMeHTalIMOHHOE oOecmedyeHue YNpPaBJIeHHS» BXOJUT B YacTh JUCIUILUIAH

bopMUpYEMBIX yYaCTHHKAMH OOpa30BaTEIbHBIX OTHOIICHHM,

oo

HanpasieHuo HoArotoBku «38.03.02 MeHea:KMeHT», HaNpaBJeHHOCTh (Mpoduib) «YmpabjieHHe
MAaJIbIM U CPeITHUM OU3HECOM).

L{enbi0 QUCHUIUIMHBI IBIsiCTCS (hopMupoBaHue Kommerenuui (6 coomsemcemeuu ¢ @IOC BO u
mpeboBanUAMU K pe3yIbmamam 0C80EHUsL OCHOBHOU NPOGeCcCUOHATbHOU 00pa308amenbHOl HPOSPAMMbL

(OI1011 BO)):

OIIK-2 Cnioco0eH ocyuiecTBJIATH cOOp, 00paGdoOTKY M aHAJIM3 JAAHHBIX, HEOOXOAUMBIX [JIsl

pelieHust

NMOoCTaBJE€HHbBIX

yIpaBJIeHYeCKUX

3ajaau, C HCIIOJb30BAHUECM COBPEMEHHOI'0

HHCTPYMEHTAPHUS M MHTEJIEKTYAJbHBIX HHPOPMALMOHHO-AHAJMTHYECKUX CHCTEM;

IIK-3 CnocodeH oCylIecTBJISITh MOHUTOPHHI KOHBIOHKTYPbI PbIHKA OaHKOBCKHMX YCJIYT,
PBHIHKA HEHHBIX OyMar, HHOCTPAHHOH BAJIOThI, TOBAPHO-ChIPbEeBbIX PLIHKOB

Jeckpunropbl o0menpodeccuoHaIbLHbIX KOMIIETEHIHI:

OIIK-2.1 CrnocobeH OCBOUTh CTAaTHCTUYECKHE METOJbl (OPMHPOBAHUS NAaHHBIX U MPHUMEHUTDH
HAIpaBJIEHUS U METOJbl aHallM3a MHPOpPMAIMM B KOHTEKCTE KOHKPETHBIX YIPABICHUYECKUX 331ad C
UCIIOJIb30BaHUEM MHTEIUICKTYAbHBIX HH()OPMAIIMOHHO-aHATTUTHYECKIX CHCTEM

JeckpunTopbl NpoecCHOHATBLHBIX KOMIIETEHIUI:

I1K-3.2

Crnioco6eH mpoBOJUTH MOHUTOPHHT HCTOYHUKOB (DMHAHCOBOW MH(POPMALIUU

B pesynbraTe OCBOEHHS TUCHMIUIMHBI y CTYJACHTOB JIOJDKHBI OBITH C(HOPMUPOBAHBI HHIUKATOPHI

KOMIIETCHIINN:

O0001IeHHAs

Koa u HauMeHOBaHMe

Koa m HauMeHOBaHHE HHAXKATOPAa NOCTHKCHUSA

TpynoBas pyHkums/ JAeCKpHUNTOpa kommnetenuui (u3 I1C)

TpyAoBas pyHKIUSA KOMITeTEeHIIUI

HC 40.049 | OIIK-2.1 Crnoco0eH | 3uanue:

Cnenunanucr 1o | OCBOUTh IIC 40.049 Crhneuuaauct mno JOTHCTHKE Ha
JIOTHCTHKE HA | CTATUCTUYECKUE TpaHcnopTe

TpaHCcHopTe Metoasl popmupoBanus | UJI-6 OIIK-2.1 OCHOBBI CHUCTEMHOTO aHajau3a
B/01.6 Opranusanus | JaHHeIX W npuMeHuTh | B/01.6

JIOTUCTUYECKOMN HarpaBieHus: 1 Meroasl | MJ[-7 OIIK-2.1 OCHOBBI KpUTEPHAIBHOTO aHATN3a
NEeATEILHOCTH 110 aHamm3a wuHpopmaiun | B/02.6

NEPEBO3KE IPY30B B B KOHTEKCTE | YMmenus:

LIETIH [IOCTaBOK KOHKPETHBIX IHC 08.008 Crnenuamucr mno ¢uHAHCOBOMY
B/02.6 Opranuzanus | ynpaBIeHYECKAX 33134 | KOHCYJIbTHPOBAHUIO

paboThI clc ucnonb3oBanueM | MJI-8 OIIK-2.1  IIpousBoanuTs HHGOPMALMOHHO -
0P TIUKAMHA Ha | MHTEJUIEKTYaIbHBIX AQHATTMTHYECKYI0 paboTy IO pPBIHKY (UHAHCOBBIX
pPBIHKE TPAHCHOPTHBIX | HH(POPMALIMOHHO- npoAyKTOB U yciyr (A/01.6)

yemyr

B/03.6 Opranuzanus
nporecca  yiIydiieHus
KauecTBa OKa3aHHUs
JIOTUCTHYECKUX YCITYT
10 TIEPEBO3KE TPY30B B
L[N TTIOCTaBOK

AHAJIMTHYCCKUX CUCTEM

IIC 40.049 Chneuuajuct mno JOTHCTHKE Ha
TpPaHcHopTe

NJ-10 OIIK-2.1 AmnanuzupoBaTh HHPOPMALMIO U
ONEepaTUBHO (HOPMUPOBATh OTYETHI O PE3YJbTaTax
nepeBo3ku(B/01.6)

NA-11 OIIK-2.1  AnanusupoBaTb U TPOBEPSTH
JIOKYMEHTBI Ha COOTBETCTBHE MpaBUIaM U MOPSAKY

oopmienus TPAHCHOPTHO-COMPOBOUTEIbHBIX,
I1C 08.008 TPAHCIIOPTHO-3KCIICIUITUOHHBIX,  CTPAXOBBIX M
«CrienajmcT no MIPETEH3UOHHBIX JIOKYMEHTOB, JIOTOBOPOB,
¢punancoBomy cornamenuii, kKoHTpakToB(B/01.6)
KOHCYJIbTHPOBAHHIO» NA-12 OIIK-2.1 OmnepaTuBHO NPOBOAUTH aHAIU3
A. PBIHKA TIOJPSTYMKOB B YCIOBHSX HEIOCTATOYHOCTH
KoHcyabTHpOBaHHE nHpopmanun(B/01.6)

3




KJIHEHTOB
HCIO0JIb30BAHUIO
(puHaHCOBBIX
NPOAYKTOB H YCJIYI
A/01.6 MonuTopHHT
KOHBIOHKTYPBI PpBIHKA

mno

NJ-13 OIIK-2.1 Amnanu3upoBath MHGOPMAIHMIO U
dhopmuposats oTueTh(B/03.6)

Haeviku u (unu)onvim oessmenvHocmu:

IIC 08.008 Chnenuaaucr mno (UHAHCOBOMY
KOHCYJIbTHPOBAHUIO
Na-17 OIIK-2.1

AHanu3 CcoCTOSHHSI |

OaHKOBCKHUX  YCIYT, MPOTHO3UPOBAHUE M3MEHEHUH WHBECTHLIMOHHOTO U

PBIHKA IIEHHBIX OyMar, nH(popMannoHHOTO PHIHKOB A/01.6

MHOCTPAHHOU

BAJIIOTHI, TOBApHO-

CBIPHEBBIX PHIHKOB

I1C 08.008 MK-3.2 CnocobeH | 3ranue:

«CrienamcT no npoBoauth Mouutopunr | IIC  08.008 Cneumanuer mno ¢QuHAHCOBOMY

¢punancoBomy UCTOYHUKOB KOHCYJILTHPOBAHUIO

KOHCYJIbTHPOBAHUI0» | (PMHAHCOBOU NA-2 1IK-3.2. DKOHOMHYECKHME W IOPHIUYECKHUE
A. uH(bopMauu ACIIEKTBI OKa3aHus (UHAHCOBBIX u

KoncyabsTupoBanue KOHCYJIbTalMOHHBIX yciryr A/02.6

KJIHEHTOB 1o Na-7 TIK-3.2. Ilopsaok, mpoueaypbl ¥ YCIOBHS

HCNOJIb30BAHUIO 3aKIIIOYeHUs M OQOpMIIEHHsS  JJOTOBOPOB  Ha

(puHAHCOBBIX MPEOCTaBICHUE PA3HBIX BUIOB (PMHAHCOBBIX YCIyT

NPOIYKTOB M YCJIYT
A/01.6 MoHHTOPUHT
KOHBIOHKTYpPBHI PBIHKA
OaHKOBCKUX  YCHYT,
pBIHKA LIEHHBIX Oymar,
WHOCTPaHHOMN
BJIOTHI, TOBAapHO-
CBIPBEBBIX PHIHKOB

IcC 40.049
Cnenuajaucrt o
JIOTHCTHKE Ha
TpaHcnopTe

B/02.6 Opranuzarus
paboThI c
MO IPSTYNKAMHE Ha

PBIHKE TPAHCIIOPTHBIX
yemyr

A/02.6

NJ-10 TIK-3.2. [Topsimok cocTaBieHUs W MpaBuia
opopmieHus  (HUHAHCOBOW  JOKYMEHTAllUM B
opranuzamuu A/03.6

N-18 TIK-3.2. CtanaapTsl (puHAHCOBOTO y4eTa u
otueTHOCTH A/03.6

Ymenus:

IHC 08.008 Cuoenuamuecr mno ¢uHAHCOBOMY
KOHCYJIbTUPOBAHHUIO

na-21 I1K-3.2. CpaBHUBaTh rapaMeTpbl

¢uHaHCOBBIX MPOAYKTOB A/02.6

NJ-23 TIK-3.2. OpraHu3oBbIBaTb U TPOBOJHUTH
Mpe3eHTal  (PUHAHCOBBIX TPOIYKTOB M YCIyT
A/02.6

NN-25 TIK-3.2. CucreMatu3upoBaTh (PUHAHCOBYIO
U ropuarueckyro napopmanuo A/03.6

NA-30 IIK-3.2. OdopmisaTe NOKYMEHTALUIO IO
(UHAHCOBBIM  CIIeIKAM B COOTBETCTBHHM  C
JICUCTBYIOIUMH  TPeOOBaHUSIMH  TMOCTaBIIMKOB
¢unancoBbIX ycrnyr A/03.6

N/-31 [IK-3.2. Pa3bscHATh KIMEHTAM COJIEp KaHUE
(UHAHCOBBIX U IOPUJIUYECKUX JOKYMEHTOB B
MpeJienax CBOe KOMITETEHIIUN

Haeviku u (unu)onvim oessmenvrHocmu.

IIC 08.008 Crneuuaaucr no (UHAHCOBOMY
KOHCYJbTHPOBAHUIO

NJa-38 TIK-3.2. Tlomyyenune wuHbOpMauu 00
OCHOBHBIX IOKa3aTeNnsiX (PUHAHCOBOM CHUTyaluu
KITUEHTa, MOHUTOPUHT (DMHAHCOBBIX BO3MOXXHOCTEH
kiuenTa A/02.6

1.2. Mecto nucuuminnsl B ctpykrype OIIOITI BO
HanpasJieHusi moaroToBku «38.03.02 MeHeI:KMeHT», HANPAaBJEHHOCTb (MPOoduIIb) «YnpaBjieHHE MAJIbIM U
cpeaHuM OU3HECOM»




IpenmecTByronue JMCIUNTAHBI
(IMCHUILINHBI, H3y4YaeMble NapalieabHO)
1 2 3
OcHOBBI TPOGECCHOHATTEHOTO Pa3BUTHUS
1. | menemxkepa (BBemeHre B HalIpaBJICHHE

Hocnez[yloume AUCHUIIJIUHBI

DUHAHCOBBII yUET B OpraHU3aI[uy MajJoro u
cpemHero On3Heca

MOJITOTOBKH)
2 VYnpaBneH4ecKUid yUeT B OpraHu3aly Majaoro u
' cpemHero Ou3Heca
3. 1C: llpennpustue. YnpasaeHHe TOPropiei
4 1C: IlpennpusTtue. 3apruiata 1 yupaBjieHue
IEPCOHAIOM
5 V4er Ha IpeAnpUATHIX MAJIOTO U CPETHETO
' OusHeca

Ilocredosamenvruocmos hopmuposanuss KoOMnemeHyull 8 YKA3aHHbIX OUCYUNIUHAX Modcem Obimb
UBMEHEHA 8 3A8UCUMOCIU OM (POpMbl U CPOKA 0OVHEHUsl, a MAKICe NPEenodasanusi ¢ UCNOIb30BAHUEM
OUCMAHYUOHHBIX MEXHON02UU 00YYeHUs.

1.3. HopmaTuBHAasi JOKYMeHTALUs
PaGouas mporpamma y4eOHOM AUCIUIUIMHBI COCTaBJI€HA HA OCHOBE:
- @enepasbHOTO TOCYAAPCTBEHHOTO 00Pa30BaTENFHOTO CTAaHAAPTa BBICIIErO OOpa30BaHUS IO
HarpaBjeHuIo MoAroToBkH «38.03.02 MeHeT:KMeH T,
- VYuebHoro miana HampaBieHuss nTOArOTOBKA «38.03.01 MeHel:KMEeHT» HaNPaBJIeHHOCTh
(mpoduiib) «Ynpasienue MaIbIM U cpeTHuM ousHecom» 2024 rona Habopa;
- OO0pa3sma pabdoueii mporpammsl yaeOHOU aucuuruimab (nmpuka3 Ne 113-O ot 01.09.2021 r.).



Pa3nen 2. TemaTu4ecKHii IJIaH

Ounasi ¢popma o0ydyeHnus (IOJTHBIH CPOK)

TpyaoeMkocTh
Kox unaukaropa u
AyauTopHbIe
JAeCKpPUNTOpa
Ne TeMa TUCHUTIITHHBI Bcee 3aAHATUA
CPO JAOCTUKEHU S
ro J 113 (13, KOMIIeTeH il
C3)
1 2 3 4 5 6 7
Tema 1. OCHOBHBIC IOHATHS B NJI-6 OIIK-2.1, UI-7
1 | o6nactu noxymeHTHpOBAHNKS 10 2 8 OIlK-2.1, UJ1-2 TIK-
3.2, UJ1-7 TIK-3.2.
Tema 2. HopmaTupHo- WJI-6 OIIK-2.1, N/1-8
METOJINYSCKHE OCHOBBI OIIK-2.1, U11-10
JOKYMEHTALHOHHOTO 83E§ } , Eﬁg
2 | obecnieueHus ynpaBIeHUs 10 2 2 6 OHK—2.1: 13
OIIK-2.1, UJ-17
OIIK-2.1, UJI-18 TIK-
3.2., U1-21 TIK-3.2.
Tema 3. OprannzanoHHO- NJI-6 OIIK-2.1, 1]I-8
IIPaBOBasi CUCTEMA OIIK-2.1, UA-10
JTOKYMEHTAIHH gg§§ } , gﬁi;
3 12 2 2 8 OHK—2.1: na-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-23 TIK-
3.2., UJ1-25 T1K-3.2.
Tewma 4. OprannzanoHHO- na-6 OIIK-2.1, U/1-
pacropsiIuTeNIbHasE CHCTEMa 12 OIIK-2.1 , UJ-17
4 10 2 2 6 OIIK-2.1, N1-18
IK-3.2., U1-21 T1K-
3.2.
Tema 5. MndopmarmonHo- NJI-6 OIIK-2.1, /1-8
5 | CHpaBOYHas CHCTEMa 8 8 OIIK-2.1 , U-17
OIIK-2.1, UJ1-23 TIK-
3.2., UJ1-25 TIK-3.2.
Tema 6. OcHoBHBIE (POPMBI WJI-6 OIIK-2.1, 1J]-8
JIOKYMEHTO00O0pOTa B 8HK—2.1, I/II[—121
MK-2.1, UJI-1
6 | opraHusanuu 10 2 8 Ok 1 I/Iﬁ-l?
OIIK-2.1 U/-30 I1K-
3.2. WJI-10 TIK-3.2.
Tema 7. WJ-6 OIIK-2.1 , U]I-
ABTOMAaTH3UPOBaHHBIE 8 OIlK-2.1, J1-10
CpeacTBa B OIIK-2.1, UA-11
7 JIOKYMEHTAIMOHHOM 12 2 2 8 8g§§ia gﬁi%
YHPapJICHIH OHK-Z.lj NJ-31 TIK-
3.2. U]1-7 TIK-3.2,
Tema 8. CocTaBiieHue u WI-6 OIIK-2.1, UJ-
oopMIIeHHEe OCHOBHBIX 8 OIK-2.1, NJ1-10
BUJIOB YIIPABIEHYECKUX OIlK-2.1, UA-11
8 | nokymenToB 12 2 2 8 OIlK-2.1, UJ1-12
OIIK-2.1, UJ1-17
OIIK-2.1, U11-38 TIK-
3.2. U]1-2 TIK-3.2,




Tema 9. Ocobennoctu WJ-6 OIIK-2.1, U]1-8
odopMIIEHUS U BEICHUS OIIK-2.1, NJ1-11
JOKYMEHTAITMH 10 JTNIHOM OIK-2.1, UA-12
o coczaBy Y 12 2 2 8 OIIK-2.1, UJ1-17
OIIK-2.1 U/1-30 [IK-
3.2. WHO-10TIK-3.2.
Tema 10. Opranuzanus WJI-6 OIIK-2.1 , UJ-
JIOKYMEHTOO0O0pOTA. 8 OIlK-2.1, N1-10
CucremaTu3aius U XpaHCHHE OIlK-2.1, UA-11
10 JIOKYMEHTOB 12 2 2 8 OIIK-2.1, U[1-12
OIK-2.1, UJI-17
OIIK-2.1, UJ1-31 IIK-
3.2. UJ1-7 TIK-3.2.
Buja npomexyrouHoit
arrecrauuu (3auer)
Hroro 108 16 16 76

OuHo-3204Hasi opMa 00y4YeHHs (NMOJHBII CPOK, YCKOPEHHOE 00yYeHHe , MOJTHOE YCKOPEHHOe 00yueHune)

TpynoeMmkocTb
A Kox unaukaropa u
YIMTOPHBbIE
Ne Tema TUCHANIHHBI Bce 3aHATHSA ACCKpPUIITOPA
CPO AOCTHKEHUS
ro J 113 (13, KOMIIEeTeHIIH i
C3)
1 2 3 4 5 6 7
Tema 1. OCHOBHBIC OHATHS B WJI-6 OIIK-2.1, U1-7
1 | o6mactu noxymentupoanus | 12 2 10 OIIK-2.1, J-2 TIK-
3.2, UJ1-7 TIK-3.2.
Tema 2. HopmaTupHO- WJI-6 OIIK-2.1, 1]-8
METOAUYECKHE OCHOBBI OIIK-2.1, UJ1-10
JIOKyMEHTaLMOHHOTO OIIK-2.1, UA-11
2 | obecrieuenus ynpaBIeHus 8 8 OIIK-2.1, NJ-12
OIIK-2.1, UJ1-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-18 TIK-
3.2., U1-21 TIK-3.2.
Tewma 3. OpranuzanoHHO- WJI-6 OIIK-2.1, 1]-8
IpaBoOBast CUCTEMA OIIK-2.1, UA-10
JIOKYMEHTAllNN 8g§§ } , gﬁi;
3 10 10 OIIK-2.1, U11-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-23 TIK-
3.2., UJ1-25 T1K-3.2.
Tewma 4. OprannzanoHHO- NJ1-6 OIIK-2.1, U]I-
pacnopsiATeNbHAs CUCTEMA 12 OIIK-2.1 , UJ-17
4 12 2 10 OIIK-2.1, UJ1-18
[IK-3.2., U1A-21 IIK-
3.2.
Tema 5. MudopmarmonHo- NJI-6 OIIK-2.1, 1 /1-8
5 | CHpaBOYHas CHCTEMa 10 10 OIIK-2.1 , UA-17
OIIK-2.1, UA-23 TIK-
3.2., UJ1-25 TIK-3.2.
Tema 6. OcHOBHBIE (POPMBI NJa-6 OIIK-2.1, U/1-8
6 | moxymeHTOoO0OOpOTA B 12 2 10 OIIK-2.1, UJ1-11
OpraHu3alnuu OIIK-2.1, UJ1-12




ONK-2.1, UJI-17
OTIK-2.1 WIJT-30 TIK-
3.2. WJI-10 [IK-3.2.
Tema 7. nja-6 OIIK-2.1 , UJI-
ABTOMAaTHU3UPOBaHHbBIC 8 OIIK-2.1, UJ1-10
CpeJICTBa B OIIK-2.1, UJJ-11
7| HoKyMeHTALMOHHOM 12 2 2 8 OIlK-2.1, U/-12
S — OIK-2.1, UJI-17
OIIK-2.1, U/I-31 TIK-
3.2. WJI-7 TIK-3.2.
Tema 8. CocTaBienue u na-6 OIK-2.1, -
odopmIIeHHE OCHOBHBIX 8 OIIK-2.1, UJ1-10
BHJIOB YIIPABIEHYECKHX ggigi Eﬂg
8 | FOKyMEHTOR 10 2 8 OIK-2.1, I/Iﬁ—ﬂ
OIIK-2.1, W1-38 TIK-
3.2. WJI-2 TIK-3.2.
Tema 9. Ocobennoctu WJ-6 OIIK-2.1, U]1-8
oopMIICHUS U BEICHUS OIlK-2.1, U1-11
OKYMEHTALIUH T10 JITYHOM OIlK-2.1, U1-12
? fJIOCl}“]aBy : oo 12 2 2 8 OIlK-2.1, UA-17
OIIK-2.1 UJ1-30 I1K-
3.2. MO-10TIK-3.2.
Tema 10. Opranuzanus WJ-6 OIIK-2.1 , UI-
JIOKYMEHTO000pOTa. 8 OIIK-2.1, J-10
CucTeMaTH3alus ¥ XpaHeHHe OIlK-2.1, U-11
10 | roxymentos 10 10 OTIK-2.1, UJ1-12
OIIK-2.1, UJ1-17
OIIK-2.1, UJ1-31 IIK-
3.2. WJI-7 TIK-3.2.
Bupa npomexyTounoit 4
arrecraunuu (3ayer)
Hroro 108 8 8 92

3aouHas popma 00yueHUs (MOJHBIN CPOK)

TpynoeMmkocTb
A Konx naaukaropa u
YIMTOPHBbIE
JAeCKpPUNTOpa
Ne Tema TUCHHUIIIINHBI Bce 3aHATHUSA
CPO JOCTHKEHUA
ro J 13 (13, KOMIIeTeH Ml
C3) 1
1 2 3 4 5 6 7
Tema 1. OcCHOBHbBIE TTOHSITUSA B WA-6 OIIK-2.1, UO-7
1 | o6nmactu foKyMeHTHpOBaHMS 12 2 10 OIIK-2.1, NJ1-2 TIK-
3.2, U]1-7 TIK-3.2.
Tewma 2. HopmaTtuBHo- WJI-6 OIIK-2.1, 1J]-8
METOANYECKHE OCHOBBI OIIK-2.1, UJ1-10
JOKYMEHTAIMOHHOTO OIlK-2.1, U a-11
2 | obecredyenus ynpaBIeHus 8 8 OIlK-2.1, U]I-12
OIIK-2.1, UJ1-13
OIIK-2.1, UJ1-17
OIIK-2.1, UJI-18 TIK-
3.2., UJI-21 TIK-3.2.
3 Tewma 3. OpranuzanoHHO- 10 10 WJ-6 OIIK-2.1, 1]1-8

IIpaBOBasA CUCTEMA

OIIK-2.1, UA-10




JOKyMEHTalnu OIIK-2.1, U-11
OIIK-2.1, UJ1-12
OIlK-2.1, U/1-13
OIIK-2.1, UA-17
OIIK-2.1, U1-23 TIK-
3.2., U1-25 TIK-3.2.
Tema 4. OpranuzanoHHO- WI-6 OIIK-2.1, U]I-
pacnopsiiuTeNbHast CUCTEMa 12 OIIK-2.1 , UJ1-17
4 12 2 10 OIIK-2.1, N/1-18
IK-3.2., U/1-21 TIK-
3.2.
Tema 5. MudopmarnmonHo- NJA-6 OIIK-2.1, N/1-8
5 | CIpaBOYHas CUCTEMaA 10 10 OIIK-2.1 , Ua-17
OIIK-2.1, U1-23 TIK-
3.2., UO-25TIK-3.2.
Tema 6. OcHOBHBIE (POPMBI WJA-6 OIIK-2.1, UJ-8
JOKYMEHTO000pOTa B OIIK-2.1, UJ-11
opr OIIK-2.1, UJT-12
0 profEai 12 2 10 OIIK-2.1, I/Iﬁ—ﬂ
OIIK-2.1 ]1-30 TTK-
3.2. WJO-10T1K-3.2.
Tema 7. NJI-6 OIIK-2.1 , U]I1-
ABTOMaTHU3UPOBAHHbBIC 8 OIIK-2.1, U1a-10
cpeicTBa B OIIK-2.1, UJJ-11
7 JOKYMEHTAMOHHOM 10 2 8 OIK-2.1, UJ1-12
yIIpaBIIeHUHA OIIK-2.1, U1-17
OIIK-2.1, UJ1-31 TIK-
3.2. UJI-7 TIK-3.2.
Tema 8. CocTaBineHue u UI-6 OIIK-2.1, UJ-
oopMIIEeHHE OCHOBHBIX 8 OIIK-2.1, NA-10
BUJIOB YIIPABIEHYECKUX 8%;1’ gﬁg
8 | AIOKYMEHTOE 10 2 8 OIIK-2.1, U1-17
OIIK-2.1, N1-38 TIK-
3.2. UJI-2 TIK-3.2.
Tema 9. OcobenHoctn WJI-6 OIIK-2.1, 1]-8
oopMIIeHUS U BEICHUS OIlK-2.1, N1-11
9 | JOKYMEHTALHH 10 JIMIHOMY 12 2 2 OIK-2.1, U1-12
COCTaBy 8 OIIK-2.1, UA-17
OIIK-2.1 J1-30 TIK-
3.2. WJ-10TIK-3.2.
Tewma 10. Opranuzanus WJ-6 OIIK-2.1 , U]I-
JTOKYMEHTO000pOoTA. 8 OIIK-2.1, U1a-10
CucTeMaTH3alus ¥ XpaHeHHEe OIK-2.1, UA-11
10 | noxymenton 8 8 OIIK-2.1, UJI-12
OIIK-2.1, U1-17
OIIK-2.1, UJ1-31 TIK-
3.2. NJI-7 TIK-3.2.
Bupa npomexyrouHoit 4
arrecranuu (3ayer)
Hroro 108 6 8 90

3aouHast popma o0yuenus (yckopeHHoe o0ydeHue Ha 6a3ze BO, moJinoe yckopeHHOe 00y4ueHue)

Ne Tema TUCHMIINHBI

TpynoemMkocTh
Bce | AyaurTopHsbie CPO
ro 3aHATHA

Konx nnaukaropa u
AECKpHUNTOpa
AOCTHKEHUS

9




I n3 (Ji3, KOMIIeTeHIIUI
C3)
2 3 4 5 6 7
Tema 1. OcHOBHBIE NOHATHS B W-6 OIIK-2.1, U1-7
00J1aCTH IOKYMEHTHPOBAHUS 12 2 10 OIIK-2.1, UJ-2 TIK-
3.2, WJI-7 TIK-3.2.
Tewma 2. HopmatusHo- Wa-6 OIIK-2.1, /-8
METOINYECKUE OCHOBBI OIIK-2.1, UJI-10
JIOKyMEHTaLMOHHOTO OIK-2.1, UJI-11
oOecrieYeHHs yIpaBIICHUS 8 8 83531’ gﬁig
OIIK-2.1, UJI-17
OIIK-2.1, UJ-18 TIK-
3.2., UJI-21 TIK-3.2.
Tema 3. OpranuzanoHHO- WJ-6 OIIK-2.1, 1JI-8
IIpaBoOBasi CUCTEMA OIIK-2.1, U1-10
JTOKYMEHTALH 83?% i , gﬁﬁ
10 10 OIIK-2.1, UJI-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-23 TIK-
3.2., WJI-25 TTK-3.2.
Tema 4. OpranuzanoHHO- WI-6 OIIK-2.1, U]I-
pacropsiAuTeNbHas CHCTEMA 6 6 12 OIIK-2.1, UA-17
OIIK-2.1, N1-18
IK-3.2., U1-21 I1K-
3.2.
Tema 5. UndopmanronHo- WJA-6 OIIK-2.1, U1-8
CIIpaBOYHas CUCTEMA 10 10 OIIK-2.1 , UJ1-17
OIIK-2.1, UJ1-23 TIK-
3.2., UJ-25 TIK-3.2.
Tema 6. OcHOBHBIE (POPMBI WJA-6 OIIK-2.1, U1-8
JIOKyMEHTO000pOTa B OIIK-2.1, J-11
OpraHM3aluy 10 10 835; } , gﬁi;
OITK-2.1 UJ1-30 K-
3.2, WI-10 TIK-3.2.
Tema 7. na-6 OIK-2.1 , UJ1-
ABTOMATH3UPOBAHHBIC 8 OIIK-2.1, U1-10
CpENCTBA B OIlK-2.1, NA-11
JTOKYMEHTAI[MOHHOM 12 2 10 83?% } ) gﬁig
YHpaBJIeHiH OITTK-2.1, UJT-31 TIK-
3.2. WJI-7 TIK-3.2.
Tema 8. CocTaBineHue u WJ-6 OIIK-2.1, UJI-
odopmIIeHHEe OCHOBHBIX 8 OIIK-2.1, NJ1-10
BUJIOB YIIPABJIEHYECKUX 8g§§}, gﬁﬁ
OKYMCHTOB Tt B
oY 12 2 10 OIIK-2.1, UJ-17
OIIK-2.1, UJ-38 TTK-
3.2. WIJI-2 TIK-3.2.
Tema 9. Ocobennoctu WJ-6 OIIK-2.1, 1J1-8
oopMIIeHUS U BEICHUS OIIK-2.1, N-11
OIIK-2.1, UJ-12
JOKYMEHTAITUH TI0 JTAYHOM )
™ Y 12 2 10 OIIK-2.1, UJ-17

COCTaBYy

OIIK-2.1 UJ1-30 TTK-
3.2. WJA-10 TIK-3.2.
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Tema 10. Opranuzanus

W6 OTIK-2.1 , W]I-

JIOKYMEHTOO00pOTA. 8 OIIK-2.1, UJI-10
CucremaTu3aius U XpaHeHHE OIlK-2.1, UA-11
10 JIOKYMEHTOB 10 10 OIIK-2.1, U1-12
OIIK-2.1, WJI-17
OITK-2.1, W/-31 TIK-
3.2. UJ1-7 TIK-3.2.
Bua npomexxyTouHoit 4
arrecranuu (3ayer)
HUroro 108 4 96

1




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 [1e510. TepMHUHBI M ONpPEIEIICHUS». 3HAYEHUE U
CBOWCTBA JOKYMEHTa Kak Hocutess uHpopManuu. OyHKIUM yIpaBIeHYECKUX TOKYMEHTOB: 00IIue U
cnenupuyeckne. OOHME TOHATUS O CHCTEMax JOKyMEHTAlMH. YHH(UKaNWs W CTaHAApTH3ALMSA
JOKYMEHTOB. YHH(QHUUIHUPOBAHHAs CHUCTEMa OpPraHU3allMOHHO — PpaCHOPSIUTENbHON JTOKYMEHTAlUU.
OcHoOBHbIE BUIbl OPIaHU3ALIMOHHO — PACIIOPSIUTENIBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocypapcTBeHHBIE CTaHAAPTHI B OO0JIACTM JAOKYMEHTAIlMOHHOIO OO0ECHeueHMsl YIpaBlICHHUS.
OcHoBHblEe T0JI0KEHUS ['OCyapCTBEHHON CUCTEMBI JOKYMEHTAI[MOHHOTO OOECIEYEHHUs YIpPaBICHUS.
AJMMHUCTpAaTHBHAS OTBETCTBEHHOCTh PYKOBOJIUTEINIEH U CIIELUATUCTOB OPTaHU3alMi U NPEeaNpUATHH 32
HapyILICHHUE ACHCTBYIOLIEr0 3aKOHOAATENIBCTBA [10 APXUBHOMY JIEILY.

Tema 2. HopMaTUBHO — MeTOAUYECKHE OCHOBBI [OKYMEHTALIMOHHOTO o0ecrneyeHus
ylpaBJieHHsl.
PaccmarpuBatorcs BOIIPOCHI HOPMaTHUBHO-METOIUYECKOTO peryaupoBaHus CUCTEM

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

Tema 3. Oprann3aliuOHHO-NIPABOBAsA CHCTEMA TOKYMEHTALMH.
B nekuuu pasbupaetcst Ha3HAYEHHE, COCTaB U JIBIXKEHUE JJOKYMEHTOB OPraHU3aI[MOHHO-TIPABOBOI
CUCTCMbI JOKYMCHTAIIUU U €€ OCHOBHbIC XapaKTCPHUCTHUKU.

Tema 4. Opraﬂmaunonﬂo-pacnopﬂ)mTeJIbHaﬂ CHUCTEMA.
B nexmuun pa36I/IpaeTc;1 HAa3HA4YCHUEC, COCTaB W [ABUKCHHC JOKYMCHTOB OPraHU3alIMOHHO-
paCHOpﬂI[HTeJIBHOﬁ CHUCTCMbI JOKYMCHTAIlUU U €€ OCHOBHEBIC XapPaKTCPHUCTHUKHU.

Tema S. UH(popMallHOHHO-CIIPABOYHAS CHCTEMA.
B nexkmuu pasOupaercss Ha3Hau€HUE, COCTaB M JBUWIKEHHE JTOKYMEHTOB WH(MOPMAaIMOHHO-
CIIPaBOYHON CHUCTEMBI JOKYMEHTAIMH (POPMBI U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 6. OcHoBHbIE (OPMBI IOKYMEHT0000POTA B OPraHU3alUH.
PaccmaTpuBaroTCs TpaauIIMOHHAS U AJNEKTPOHHAsE (OPMBI JOKYMEHTOO0OpOTa, a TaKkkKe MOPSA0K
pa6OTI)I C BXOOAIIUMHA, BHYTPECHHUMHU U UCXOOAIIUMHU JOKYMCHTAMMU.

Tema 7. ABTOMaTH3HPOBAaHHbIE CPEICTBA B JOKYMEHTAIMOHHOM YIIPABJICHUH.
Pa30uparoTcsi aBTOMATU3MPOBAHHBIE KOMIIBIOTEPHBIE MPOTPAMMBl, MO3BOJISIOIIUE COKPATUThH
BpeMsi 0(hopMIIEHUS, IEPEABIKEHNS JOKYMEHTOB U UX 1I€JIEBOE UCII0JIb30BAHHUE.

Tema 8. CocTaBiienne u opopMiieHH e OCHOBHBIX BH/I0B YIIPaBJIeHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma M conepxaHHUE CIyKeOHOro nokymeHta. dopmyisip. PexkBu3HTHI
yIpaBICHUYECKUX JOKYMEHTOB HX 3HaueHue. CTpyKTypa TeKCTa MU OCOOEHHOCTH O(OpMIIECHUS
yIpaBJIEHYECKUX TOKyMEHTOB. OTBETCTBEHHOCTb IPU O(POPMIICHHUHU TOKYMEHTOB.

Tema 9. OcodennocTu oopMmiIeHUs U BeeHUs JOKYMEHTALMH M0 JIMYHOMY COCTABY.

OO0miass xapakTepuCTMKa W Ha3HAuY€HHE JOKYMEHTAllMM IO JMYHOMY cocTaBy. OcoOeHHOCTH
JIOKYMEHTHPOBAHHUS TPYIOBBIX MpPAaBOOTHOWICHUN (odopmiieHHEe TpuemMa Ha paboTy, IHepeBoja,
YBOJIbHEHUS, KOMaHIAUPOBKU, OTHycKa). Benenue TpynoBbIXx KHUXKEK. 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: pErucTpainus U ABMKEHHE JOKyMeHToB. HomeHkmaTypa nen
OpraHu3alu: cojepxkaHue, (opma, HOPSAOK pa3paboTku M ynpasiaeHHs. OCHOBHbIE HPHU3HAKU
3aBeneHus aen. llopsmok ¢opmupoBanus JoKymMeHTOB B Jena. CpokM XpaHEHHS JOKYMEHTOB.
OKcnepTu3a ICHHOCTH JOKYMEHTOB. BblfclieHHEe NOKYMEHTOB C HCTEKIIMMHU CPOKaMH XPaHEHUS.
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 — METOIUYECKUE OCHOBBI JOKYMEHTALIMOHHOIO
o0ecrnieueHus yrnpapiIeHUs

I132 | Tema 3. Opranu3alilnOHHO-IIPaBOBasl CUCTEMA JOKYMEHTALIUN

I133 | Tema 4. Opranu3zanOHHO-PacCIOPSIAUTEIbHAS] CUCTEMA
[134 | Tema 6. OcHoBHBIE (POPMBI TOKYMEHTOOOOPOTA B OPraHU3AINN
I135 | Tema 7. ABTOMaTU3MPOBAHHBIE CPEACTBA 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 qokymMeHToo0opora. CuctemaTH3aus U XpaHeHHe
JIOKYMEHTOB

OuHo-3a04Hast popMa oGyueHnus (MOJIHBI CPOK, YCKOPEHHOE 00yUYeHHE , OJIHOE YCKOPEHHOe

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

[131 | Tema 6. OcHOBHBIE GOPMBI TOKYMEHTOOOOPOTA B OpraHU3aIuN
[132 | Tema 7. ABTOMaTu3upOBaHHBIE CPEJCTBA B JOKYMEHTAIIMIOHHOM YIPaBJIECHUU
Tema 8. CocraBieHue 1 opopMIIeHHE OCHOBHBIX BUJIOB YIIPaBIEHYECKUX

I13 3
JIOKYMEHTOB
3 4 Tema 9. OcobenHocTr 0hopMIIeHUS M BEACHHS JOKYMEHTALUH 110 JIMYHOMY
COCTaBy
3aounasi 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 JOKYMEHTAITMOHHOM YITPABIECHUH
Tema 8. CocraBnenue u 0popMIeHHE OCHOBHBIX BUJIOB YIIPABICHYECKUX

I13 3
JOKYMEHTOB

3 4 Tema 9. OcobenHocTH 0hopMIIEHUS U BEIEHUS JOKYMEHTAIMH 110 JINYHOMY
COCTaBY

3aounas ¢opma odyuenus (yckopeHHoe odyuenue Ha 6aze BO, mosHoe yckopeHHoe o0yueHue)
Ne Tema npakTH4ecKoro (CEeMHHAPCKOro, JIa00OPATOPHOI0) 3aHATHS
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 (MOJHBIA CPOK)

Bu
A ®opma /
yueb- Metoasl % y4eOHOrO
Ne Tema 3ansATHSA HOT'0
HHTEPAKTUBHO- BpeMeHU
3aHd-
ro o0y4eHust
THS
1 2 3 4 5)
Tema 2. HopmatuBHO —
METOJIUYECKUE OCHOBBI .
1 A I13 Keiic-meTon 100
JIOKYMEHTAIlMOHHOT'O
o0ecnievyeHus ynpaBIeHUsl.
Tema 3. Opranu3zallMOHHO-
2 | mpaBoBasi CUCTEMA I13 JenoBas urpa 100
JIOKYMEHTaI1H.
Tema 7.
ABTOMaTH3UPOBAHHBIE
3 | cpencrBa B I13 Keiic-meTon 100
JIOKYMEHTAIlMOHHOM
VIIPaBICHUH.
Tema 8. CocraBienue u
o(opMIIEHHE OCHOBHBIX .
4 Gop I13 Keiic-meTon 100
BUJIOB YIIPABICHYCCKUX
JIOKYMEHTOB.
Tema 9. OcobenHoctu
o(opMIIeHUS U BEJCHUS .
5 Gop A I13 Keiic-meTon 100
JIOKYMEHTAIUH TI0 JTHYHOMY
COCTaBy.
Htoro % 31%

OuHo-3a04Hast popma o0yueHus1 (IMOJHBI CPOK yCKOpeHHOE 00y4eHue , OJTHOE YCKOPEHHOe

o0y4eHue)
Bu
! ®opma /
yueoHor Metoanbi % y4ueOHOTO
No Tema 3ausarusa 0 °y
HHTEPAKTUBHOT BpeMeHU
3aHATH
a 0 00y4eHHs
1 2 3 4 5
Tema 7.
ABTOMaTH3UPOBAHHBIE
1 | cpencrra B I13 Keiic-meron 100
JIOKYMEHTAIMOHHOM
YIpaBJICHUHU.
Tema 8. CocraBieHue u
odopMIIEHHE OCHOBHBIX o
2 (bop 113 Keiic-meron 100
BHUI0B ynpaBnqueCKHx
JIOKYMEHTOB.
Tema 9. OcobenHOCTH
oopMIIEHNS U BEACHUS o
3 (bop I 113 Keiic-meron 100
}IOKYMGHTaHI/II/I 10 .]'II/I'-IHOMy
COCTaBy.
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HToro %

37,8%

3aounas ¢opma o6yuenus (OJHBIH CPOK)

Bn
! ®opma /
yuebHor o
No Tema 3ansTHst o Metoambl %0 y4eOHOT 0
- HHTEPAKTUBHOT BpeMeHH
3AHATH
a 0 00y4eHHs

1 2 3 4 5
1

Tema 8. CocraBieHue u

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

BHJIOB YIIPABJICHUYECKHUX

JIOKYMEHTOB.

Tema 9. OcobenHoCTH

o opMIIEHHS U BEACHUSA .
3 (bop A I13 Keiic-meron 100

JIOKYMEHTAIIUH T10 JITYHOMY

COCTaBy.

Hroro % 42,8%

3aounas popma o6yuenus (yckopennoe odyyenue Ha 6aze BO, notHoe yckopeHHOe 00y4YeHHe)

Bun ®opma /
y4eOHor Metoasl % y4ueOHOTO
Ne Tema sansrus 0 HHTEPAKTUBHOIO BpeMeHH
3aHATHS o0yueHust
1 2 3 4 5
Tema 7.
ABTOMaTH3UPOBAaHHbBIE
1 | cpeactBa B I13 Ketic-meron 100
JOKYMEHTAI[MOHHOM
yIpaBJIeHUH.
Tema 8. CocraBienue u
2 o(opmIIeHHEe OCHOBHBIX m3 Kefic-meton 100
BUJIOB YIIPABICHUECKUX
JTOKYMEHTOB.
Hroro % 50%
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Pa3nen 4. Opranuzanusi caMoCTOSITEJILHON PadoThI 00yYarIMXCH

4.1. Opranuszanus caMOCTOATEJbLHONH PadoThl 00yYAIOIMXCS

Ne pexomenayemoii
Ne Tema qUMCHMITINHBI Ne ponipocosn p Ay
JINTEPATYPbI
1 2 3 4
1 Tema 1. OcHOBHBIE NOHATHS B 00JIaCTH 1-6 1-6
JIOKYMEHTHUPOBAHUS
Tema 2. HopMaTuBHO-METOUYECKHUE
2 | OCHOBBI JOKYMEHTAIHOHHOTO 00ECTIeUeHHS 7-12 1-6
YIIPaBJICHUS
Tema 3. OprauuzanoHHO-IIpaBOBas
3 p H p 13-18 1-6
cHUCTeMa JJOKYMEHTAIUU
Tema 4. Opragu3aiioHHO-
4 P H 19-24 1-6
pacnopsiiuTeNbHas CUCTEMa
Tema 5. adopmaninoHHO-CIIpaBoyHas
5 bopman P 2531 1-6
cucremMa
Tema 6. OcHoBHBIE (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 YIIPABICHYECKHIX 46-52 1-6
JIOKYMEHTOB
Tema 9. Ocobennoctu ohopMiIeHUs U
9 BEJICHUS IOKYMEHTALIUU 110 TUYHOMY 53-58 1-6
COCTaBy
Tema 10. Opraauzanus 10KyMeHTO000pOTa.
10 P LT 0Ky p 59-66 1-6
CucremaTu3anus 1 XpaHeHUE TOKYMEHTOB

IlepeuyeHb BONPOCOB, BHIHOCUMBIX HA CAMOCTOATEILHYI0 PadoTy 00y4aommxcst

RBPBOoo~NO~wWNE

18.
19.

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

[Topsimok peructpanuu 10KyMEHTOB.

KoHTposb 3a UCTIONIHEHNEM TOKYMEHTOB.

Hasnauenue, BUibl ¥ MOPSAOK pa3pabOTKU HOMEHKIATYPHI J1e], TpeOOBaHUS K OOPMIICHHUIO.
[TonroroBka fein k nepenade U NOpsAJOK Mepeaadn A€l B apXUB JIs JAIBHEHIIIET0 XPAHEHNUS.
TpebGoBaHMs K MPOBEACHUIO SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

Opranuzanus paboTsl ¢ TOKyMEHTaMHU, KOTOPbIe OTHECEHbI K TOCYIapCTBEHHON TalHe.
Opranuzanys paboTsl ¢ TOKYMEHTaMHU, COJEPKAUIMU KOHPHUISHINATbHYIO HH(OPMALIKIO.
CrpykTypa 1 opopmieHHne NoJ0kKeHNU 00 OpraHU3alMy WIK O CTPYKTYPHOM IOJIpa3/IeieHUN.
Odopmnenune noBepeHHOCTEI.

Bunael noBepeHHOCTEN.

CrtpykTypa 1 0COOEHHOCTH O(POpPMIIEHUS PETIIAMEHTa KOJIJIETHajIbHOTO OpraHa.

[TpaBuia opopMIICHHUSI HHCTPYKIIMHA.

CrtpyKTypa J0JKHOCTHOM MHCTPYKIIMH, METOIUKA COCTABICHUSI.

TpeboBaHMs K TOIHKHOCTHOMY PETJIaMEHTY.

Cucrema mIaHoBOM JOKyMEHTalMu. Ha3HaueHne u cocTaB MIaHOBOW TOKYMEHTAIWH.

Bunsl, cocraBnenue u ohopMieHne MIaHOBBIX JTOKYMEHTOB.

CoctaB  uHpopmauuu, ocobeHHOcTH  oGOpMJIEHHMS W MpoUeAypa  yIOCTOBEPEHHS
OpraHU3aIMOHHBIX JOKYMEHTOB — CTPYKTYypa U IITaTHast YUCICHHOCTD, INTATHOE paclyCaHue.
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.

TpeOGoBaHMsI K COCTaBICHHUIO ¥ 0()OPMIICHHIO MPUKA30B 10 JINYHOMY COCTaBY.

OdopmieHune npukazoB, paCOPsHKEHUNA 110 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.

TpeGoBanus k cocTaBieHHI0 U odopMiIeHHIO akTa. Buabl akToB. OCOOEHHOCTH yIOCTOBEPEHHUSI.
[Tepenmcka kak BuI Aera0BOro odmenns. CoctaB M Ha3HAYCHUE TIEPETTHCKH.

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

PaznoBunnoctr nuceM. OcoOGeHHOCTH 0(OPMIIEHHS TapaHTHIHOTO MUCHMA.

Hcnonp30BaHre CTaHIAPTHBIX BHIPAYKEHUH B IETIOBBIX MHCHMaX.

JIOKyMEHTHPOBaHHE KOJJIETHAIHOW AEATEIbHOCTH (eepalibHBIX OPraHOB HCIIOJHUTEIHHON
BJIACTH, OPTaHU3AIUH, CTPYKTYPHOT'O MOpa3AeIeHuUs, COBETOB KOMHCCHMA U T. 1.

JIOKyMEHTBI, CO3/IaBaeMbI€ B ITPOIECCE OATOTOBKH COBELIAHNS.

TpeGoBanus K cocTaBiIeHHIO U 0(OpMIICHHUIO MPOTOKoIa. KpaTkue u nojgHble IpOTOKOJIBL.
OCOOCHHOCTH TPOTOKOJIOB 3acelJaHui (efepalbHbIX OpPraHOB HCIOJHUTEIBHONW BIIACTH.
[TpOTOKOIIBI AKITMOHEPHBIX OOIIECTB.

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

CrtpykTypa pakCUMHIBHOTO CO00MIEeHUs, 0COOEHHOCTH 0OPMIICHHUS.

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

DTUKET CIykeOHOTO MUChMa.

SI3BIK ¥ CTHITh CITY’)KEOHBIX JIOKYMEHTOB.

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

CamocrosTrenbHas paboTa 00ydaromMUXcsi O0O0ECeuynuBaeTCsl CIAEAYIOUUMHU Y4eOHO-METOANUYECKUMHU
MaTepHaJaMu:
1.  YkazaHusMu B paOouell nporpamme no aucuumiuge (m.4.1.)
2. JlexuuoHHBIE MaTepHaibl B COCTaBe y4eOHO-METOJUUECKOr0 KOMIUIEKCA M0 AUCIUIIIUHE
3. 3amaHUSAMH W METOJUYECKUMH PEKOMEHIANMSAMHU 110 OpPTaHM3alUU CaMOCTOATENBHON pabOTHI
00y4aroIuXxcs B COCTaBe y4eOHO-METOINYECKOI0 KOMITJIEKca M0 JUCIUIUIMHE.
4. T'moccapuem mo JUCHUIUIMHE B COCTaBE y4eOHO-METOJMYECKOT0 KOMIUIEKCA 110 IUCITUTITNHE.
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Pa3znen 5. ®oHa OLEHOYHBIX CPEICTB /AJIsl MPOBEIeHUs TEKYIIero KOHTPOJIsl U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

Dono  OYyeHouHvIX  Ccpedcm8  no  OucCyuniuHe  npeocmaesnsem — coOou  COB0KYNHOCb
KOHMPONUPYIOWUX — MAMepUanos  npeoOHA3HAYeHHbX Ol UBMEPEHUs  YPOBHA — OOCHMUNCEHUs
00YYAOWUMUCS YCMAHOBIIEHHBIX pe3yibmamos obpazosamenvhol npoepammvl. POC no oucyuniume
UCNONb3YVeMC.  NpU  NPOBeOeHUU  ONEepamusHO20 KOHMPOIS U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus k cmpykmype u cooepocanuio @OC oucyuniuHvl peciameHmupyomcs
Tonodcenuem o ponoe oyeHoUHbIX MAMePUAIos no NPOSPAMMAM BbICULe20 0OPA308AHUSL — NPOZPAMMAM
bakanagpuama, mMacucmpamypul.

5.1. IlacnopT ¢oH1a OLIEHOYHBIX CPEICTB

Ounas popma o0yueHus (IMOJHBII CPOK)

OueHo4YHbIE
N KouTtposnpyembie pa3jieibl (TeMbl) cPeﬁc;Ba e cgfﬂ?ﬁg:';ﬁ:ﬂ;:ﬂﬂﬂ
AHCIHIIHHDI JI 13, CPO KOMIIeTEeHIIH I
C3)
1 2 3 4 5 6
OcHOBHBIE TTOHATHSA B 00J1aCTH NJ1-6 OIIK-2.1, U/1-7 OIIK-
1 JOKYMEHTHUPOBAHUSA yO IIPB 2.1, I/II[—Z HK-3.2, I/II[-7 TIK-
3.2.
HopmaTtuBHO — MeTOIMYECKME na-6 OIK-2.1, /-8 OIIK-
OCHOBBI JIOKyMEHTAIIHOHHOT'O ?)11'151?5[1 1 (}/Ionlfé-éll_félé[-lll
9 | obecrieueHus yrpaBieHHs vO KM | TIIPB 13 OhKI-[Z.l, W17 OhK-
2.1, UI-18 TIK-3.2., /1-21
I1K-3.2.
OpraHu3alMOHHO-TIPABOBAask CUCTEMA na-6 OIK-2.1, /-8 OIIK-
JOKYMECHTAIIUU 2.1, 1J-10 OIIK-2.1, U/1-11
OIIK-2.1, UJ1-12 OIIK-2.1,
3 yo An TIPB nJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, UA-23 1IK-3.2., U1-25
I1K-3.2.
Opranu3aluoHHO-PACTIOPS AU TEIIbHAS -6 OIIK-2.1, U-12 OIIK-
4 | cucrema yO KM | IIPB | 2.1, UJ-17 OIIK-2.1, UJI-18
TK-3.2., UJ-21 IK-3.2.
NudopmarnmonHo-cripaBoyHas WJI-6 OIIK-2.1, U/1-8 OIIK-
5 | cucrema IIPB | 2.1, WJ-17 OIIK-2.1, U]I-23
MK-3.2. , U/-25 TIK-3.2.
OcHoBHBIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JOKYMEHTO000pOTa B OpraHU3aluu 2.1, UA-11 OIIK-2.1, U1-12
6 YO ITIPB | OIIK-2.1, U/-17 OIIK-2.1
WJ1-30 IK-3.2.  WJ-10 TIK-
3.2.
ABTOMAaTH3UPOBAHHBIE CPEJICTBA B NJ1-6 OIIK-2.1 , U1-8 OIIK-
JIOKYMEHTAIIMOHHOM YIIPaBJIEHUH 2.1, 11-10 OIIK-2.1, A-11
7 YO KM | IIPB | OIIK-2.1, UJI-12 OIIK-2.1,
na-17 OIIK-2.1, U1-31 IIK-
3.2. U]1-7 TIK-3.2,
CocraBnenue u opopmiieHIE NJ-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHJIOB YIIPABIEHUECKHX 2.1, UA-10 OIIK-2.1, UA-11
8 | noxymentos YO | KM | IIPB | OIK-2.1, UJI-12 OIK-2.1,
Nna-17 OIIK-2.1, U1-38 T1K-
3.2. U1-2 TIK-3.2.
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Ocobennoctu opopmieHus u
BEJICHUS JOKyMEHTALUH 110 ITYHOMY

WJ1-6 OTIK-2.1, VJ1-8 OTIK-
2.1, WJI-11 OTK-2.1, UJ-12

9 COCTaBY YO KM ITIPB | OIIK-2.1, NJ1-17 OIIK-2.1
NJI-30 1IK-3.2.  N/I-10 IIK-
3.2.
Opranu3anus J0KyMeHT0000poTa. na-6 OIIK-2.1 , UJ1-8 OIIK-
Cucremaru3aiyst U XpaHeHHEe 2.1, UA-10 OIIK-2.1, UA-11
10 YO YO IIPB | OIIK-2.1, UJ-12 OIIK-2.1,

JOKYMEHTOB

W/-17 OIK-2.1, U/I-31 TIK-
3.2. WJI-7 TIK-3.2.

OuHo-3204Hasi popma 00yueHns (IOJIHBIN CPOK, YCKOPeHHOE 00y4eHHe , TOJTHOe YCKOPEHHOe

o0y4yeHme)
OuneHouHbIe
cpeacTBa
N | KonTpomupyembre pasneisi (TeMbi) P ?I?. necxﬁﬁlﬂ?ﬁg:ﬁ;‘;ﬁx}mﬂ
AHCIHILTHHDI JI (13, CPO KOMIIeTeHIU i
C3)
1 2 3 4 5 6
OCHOBHBIC IOHSATHS B 00JIACTH -6 OIIK-2.1, U1-7 OIIK-
1 | noxymentupoBanus YO IIPB | 2.1, UA-2 [IK-3.2, UJI-7 TIK-
3.2.
HopmaTtuBHO — MeTOIMYECKME na-6 OIK-2.1, U/1-8 OIIK-
OCHOBBI JOKYMEHTAI[MOHHOTO 2.1, 1J-10 OIIK-2.1, U/1-11
o | obecrieyenust yrpasieHus e | OlK-2.1, NAI-12 OlIK-2.1,
WJ1-13 OIIK-2.1, UJI-17 OIIK-
2.1, UO-18 TIK-3.2., U]1-21
I1K-3.2.
Oprann3aiuoOHHO-TIPAaBOBas CUCTEMa nJ1-6 OIIK-2.1, U1-8 OIIK-
JOKYMEHTaluu 2.1, Ua-10 OIIK-2.1, U/1-11
3 [IPB OIIK-2.1, U-12 OIIK-2.1,
WJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, UA-23 1IK-3.2., U1-25
I1K-3.2.
Opranu3anuoHHO-PACTIOPSAUTEIIbHAS na-6 OIK-2.1, UJ-12 OIIK-
4 | cucrema YO KM I1PB | 2.1, U1-17 OIIK-2.1, U1-18
TK-3.2., UJ-21 IK-3.2.
HubopmainoHHO-CIpaBOYHAS Na-6 OIIK-2.1, UJ1-8 OIIK-
5 | cucrema IIPB | 2.1, WUJ-17 OIIK-2.1, UJI-23
IK-3.2., U1-25 T1K-3.2.
OcHoBHBIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JTOKYMEHTO000POTA B OPTaHU3ALMN 2.1, UA-11 OLK-2.1, UA-12
6 IIPB | OIIK-2.1, UJ]-17 OIIK-2.1
WJ1-30 IK-3.2.  WJ-10 TIK-
3.2.
ABTOMAaTH3WPOBAHHBIE CPEJICTBA B NJ1-6 OIIK-2.1 , U1-8 OIIK-
JIOKYMEHTALMOHHOM yIPaBJIEHUU 2.1, UJI-10 OIIK-2.1, U A-11
7 YO KM IIPB | OIIK-2.1, 1JI-12 OIIK-2.1,
WJI-17 OIK-2.1, UJ1-31 TIK-
3.2. UJ1-7 TIK-3.2.
Cocrasnenue u opopmiieHue NJA-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHIOB YIIPABJIEHUECKUX 2.1, UA-10 OTIK-2.1, N/I-11
8 | noxymenton KM | IIPB | OIK-2.1, UJI-12 OIK-2.1,
WJ1-17 OIIK-2.1, U/1-38 T1K-
3.2. UJJ-2 TIK-3.2.
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Ocobennoctu opopmieHus u
BEJICHUS JOKyMEHTALUH 110 ITYHOMY

WJ1-6 OTIK-2.1, VJ1-8 OTIK-
2.1, WJI-11 OTK-2.1, UJ-12

9 | cocrasy YO | KM | IIPB | OIK-2.1, UJI-17 OIK-2.1
WUA-30 TIK-3.2.  UJ-10 [K-
3.2.
Opranu3anus J0KyMeHT0000poTa. Na-6 OIIK-2.1 , NU1-8 OIIK-
CucreMarusaius u XpaHeHne 2.1, UA-10 ONIK-2.1, N]I-11
10 JIOKyMEHTOB IIPB | OIIK-2.1, UJ-12 OIIK-2.1,
Na-17 OIIK-2.1, U1-31 K-
3.2. UJ1-7 TIK-3.2.
3aounas popma o0yueHus (MOJHBIH CPOK)
OueHoYHbIE
o | Kompoupyeve pasacas (rew) (P Koty
AHCIHIIHHDI J 13, CPO KOMIIeTeHITH A
C3)
1 2 3 4 5 6
OCHOBHBIC IOHSATHS B 00JIACTH -6 OIIK-2.1, U1-7 OIIK-
1 | noxymentupopanus YO IIPB | 2.1, UA-2 [IK-3.2, UJI-7 TIK-
3.2.
HopmaTtuBHO — MeTOIMYECKME N1a-6 OIIK-2.1, U/1-8 OIIK-
OCHOBBI JJOKYMEHTAI[HOHHOTO 2.1, UA-10 OIIK-2.1, UA-11
o | obecrieyenust yrpasieHus e | OUK-2.1, NAI-12 OlIK-2.1,
NJ-13 OIIK-2.1, UJI-17 OIIK-
2.1, UO-18 TIK-3.2., U]1-21
ITK-3.2.
Opranu3anuoOHHO-TIPABOBas CUCTEMa nJ1-6 OIIK-2.1, U1-8 OIIK-
JIOKYMEHTaIu! 2.1, Ua-10 OIIK-2.1, U/1-11
3 [IPB OIIK-2.1, U-12 OIIK-2.1,
WJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, UA-23 [IK-3.2., U1-25
I1K-3.2.
Opranu3aluoHHO-PACTIOPSAUTEIIbHAS -6 OIIK-2.1, U-12 OIIK-
4 | cucrema YO KM IIPB | 2.1, U-17 OIIK-2.1, UI-18
TK-3.2., U-21 [IK-3.2.
HNHdpopmannoHHO-CIIpaBOYHast NJI-6 OIIK-2.1, U1-8 OIIK-
5 | cucrema IIPB | 2.1, UJ-17 OIIK-2.1, N/I-23
IK-3.2., U1-25 T1K-3.2.
OcHoBHBIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JIOKyMEHTO000pOTa B OpPraHU3allii 2.1, WJI-11 OIIK-2.1, U J1-12
6 ITIPB | OIIK-2.1, U/I-17 OIIK-2.1
WJ1-30 IK-3.2.  WJ-10 TIK-
3.2.
ABTOMaTH3UPOBAHHBIE CPE/ICTBA B HJI-6 OIIK-2.1 , M-8 OIIK-
JOKYMEHTALMOHHOM yIPaBJIEHHU 2.1, UA-10 OIIK-2.1, UA-11
7 KM IIPB | OIIK-2.1, U-12 OIIK-2.1,
WJI-17 OIIK-2.1, UJ1-31 TIK-
3.2. U]1-7 TIK-3.2,
Cocrasnenue u opopmiieHue NJA-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHIOB YIIPABICHUECKUX %)ll'l’lgléll 1 %%Hllééllﬁ?éllll
8 | FIOKYMEHTOR KM TIPB Nna-17 OIIK-2.1, U1-38 I1K-
3.2. U1-2 TIK-3.2.
9 | Ocobennoctr opopmIIeHHS U YO KM | IIPB | UJ-6 OIIK-2.1, N]1-8 OIIK-
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BCACHUA NOKYMCHTAIUU IO JINYHOMY
COCTaBy

2.1, VJ-11 OTIK-2.1, U/I-12
OIIK-2.1, UJI-17 OTK-2.1
WJI-30 TIK-3.2.  WJI-10 [IK-
3.2,

10

Opranuzanus J0KyMeHT0000poTa.
Cucremaru3zanys U XpaHeHUE
JIOKYMEHTOB

IIPB

WJ1-6 OTIK-2.1 , I/1-8 OIIK-
2.1, U710 OTIK-2.1, WJI-11
OIIK-2.1, WJI-12 OIK-2.1,
WJI-17 OITK-2.1, U/1-31 TIK-
3.2. WJI-7 TIK-3.2.

3aouHasn ¢popma o0yueHus (yckopennoe odyuyenue Ha 6aze BO, mojiHoe yckopeHHoe 00y4ueHme)
OueHouHbIe
No KonTposmpyembie pa3aesibl (TeMbl) cpelx_[lcg"rBa nec;?nﬁsﬁgl;?;zﬂ?xgnnﬂ
AHCIHILTAHEL JI J13, | CPO KOMIIeTeHI Uil
C3)
1 2 3 4 5 6
OCHOBHBIE TTOHIATHS B 00J1aCTH nJ1-6 OIIK-2.1, NU1-7 OIIK-
1 | noxymenrupopanus YO I1PB | 2.1, UJ1-2 TIK-3.2, U-7 TIK-
3.2.
HopmaruBHO — MmeToanueckue nJ1-6 OIIK-2.1, U1-8 OIIK-
OCHOBBI JOKYMEHTAIIHOHHOTO 2.1, Hgl 10 OIIK-2.1, JI-11
OIlK-2.1, U1-12 OIIK-2.1,
o | obecredeHus ypaBICHHs [IPB L1 OHKI—I2.1, WL OTIK-
2.1, U-18 TIK-3.2., /1-21
I1K-3.2.
OpraHu3alMOHHO-TIPABOBAask CUCTEMA na-6 OIK-2.1, /-8 OIIK-
JIOKYMEHTAITU! 2.1, 1J1-10 OIIK-2.1, UJ1-11
OIIK-2.1, U-12 OIIK-2.1,
3 1PB na-13 OHKI-IZ.I, N1a-17 OIIK-
2.1, U-23 TIK-3.2., UJI-25
IK-3.2.
Oprann3alluOHHO-PACIIOPSIANTENIbHAS Na-6 OIK-2.1, 1J-12 OIIK-
4 | cucrema IIPB | 2.1, WJ-17 OIIK-2.1, V/1-18
I1K-3.2., UJ-21 T1K-3.2.
NudopmarnmonHo-crpaBoyHas WJI-6 OIIK-2.1, U/1-8 OIIK-
S | cucrema [IPB | 2.1, WJ-17 OIIK-2.1, UJ1-23
MK-3.2. , UJ-25 TIK-3.2.
OcHoBHbIE (HOPMBI NA-6 OIIK-2.1, UA-8 OIIK-
JIOKyMEHTO000pOTa B OpraHU3aIluu 2.1, UA-11 OIIK-2.1, UA-12
6 IIPB | OIIK-2.1, U/1-17 OTIK-2.1
WJ1-30 IK-3.2.  WJI-10 TIK-
3.2.
ABTOMaTU3UPOBAHHBIE CPE/ICTBA B NJI-6 OIIK-2.1 , U1-8 OIIK-
JOKYMEHTALMOHHOM YIIPABJICHUH 2.1, U11-10 OTIK-2.1, N A-11
7 KM I1IPB | OIIK-2.1, U/I-12 OIIK-2.1,
Na-17 OIK-2.1, UA-31 TIK-
3.2. UJ1-7 TIK-3.2.
CocraBnenue u opopmiieHHE NJI-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHJIOB YIIPABJIEHUECKHUX 2.1, WJ1-10 OIIK-2.1, Hgl-ll
OIIK-2.1, U]I-12 OIIK-2.1,
8 | FIORYNEHTOB KM TPB na-17 OHKJ-IZ.l, N/1-38 IIK-
3.2. U1-2 TIK-3.2.
OcobenHoctu opopmieHus U NJ-6 OIIK-2.1, U/1-8 OIIK-
9 | BemeHMs JOKYMEHTAIMH 110 oMy | YO I1PB | 2.1, UA-11 OIIK-2.1, U]1-12
COCTaBy OIIK-2.1, U-17 OIIK-2.1

21




WJ-30 [IK-3.2. WJI-10 TIK-

3.2.
Opranu3anus J0KyMeHTO000poTa. WJI-6 OIIK-2.1 , UJI-8 OIIK-
Cucremaru3aiiyst U XxpaHeHHE 2.1, UJI-10 OIIK-2.1, U A-11
10 | nokymenros [IPB | OIIK-2.1, UJ1-12 OIK-2.1,

WJI-17 OIK-2.1, UJ-31 IIK-
3.2. UJI-7 TIK-3.2.

YcaoBHble 0003HAYEHNS OLIeHOYHBIX cpeacTB (Croaousl 3, 4, 5):

YO — Ycrusiii (ppoHTaNbHBIA, HTHIUBUAYATBHBINA, KOMOMHUPOBAHHBIN) ONPOC;

IIPB — IlpoBepka pedepaToB, OTUETOB, PEICH3MM, aHHOTAIIMK, KOHCIIEKTOB, I'pauecKoro Marepuania,
Jcce, MEePeBOJIOB, PEIICHUN 3a1aHHH, BBIMOIHEHHBIX 33/IaHUN B 3JIEKTPOHHOM BHUJIE U T.1.;

JIH — JlenoBas urpa;

KM — Keiic-meTon;

MIII — MeTtoa MO3roBOTO LITYpMa;

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

5.2. OueHo4YHbIe CPeACTBA TEKYIEro KOHTPOJIA
IlepeyeHb NpakTHYECKHUX (CEMMHAPCKUX) 3aaHU I

Tema Ne 4: «OpraHu3anMOHHO-PACTIOPSAAUTEIbHAS CHCTEMA»

He.]'lbl(), 3aAHATHSA ABJIACTCH H3YUCHUEC!:
- OCHOBHBIX BUJ0B OpPraHU3allMOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB.
- Oco0eHHOCTEH COCTaBIIEHUS U O(bOpMJ'IeHI/IH OpPraHru3aliuOHHO-PACIIOPAANTCIIbHBIX

JIOKYMEHTOB.
BOIIPOCHI:
- Cucrtema oOpraHu3alMOHHO-PACTIOPSAUTEIHLHON TOKYMEHTAIUN ?
— PacnopsimuTenbHble JOKYMEHTBI: TpPHUKa3, PAcCHOpsSIKEHHE, IOCTAHOBJICHUE, YKa3aHHE,
penieHue?

Tema Ne 6: «OcHoBHBIE GOPMBI JOKYMEHTO0000pOTA B OPraHU3alum»

Lesblo, 3aHATHSA SABJISIETCS] H3yUYeHHeE:

- OcoOeHnHocTel cocTaBneHUs 1 0QOPMIIEHUS CITY>KEOHBIX TOKYMEHTOB.

- I/I?,quHI/Ie ABVIKCHUSA JOKYMCHTOB Ha TOProBOM MPCANIPHUATHH C MOMCHTA UX CO3AaHUA 10
3aBCPUICHUA NCIIOJTHCHUS WUJIN OTIIPABKHU.

- N3yuenne nporecca GOpMUPOBAHUS /1€, 03HAKOMJICHHE C OCHOBHBIMU 3TanaMH paboThl
10 OJITOTOBKE JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

BOITPOCHI
Opranu3zanus J0KyMeHTo00opoTa:

1. Yrto Takoe JOKYMEHTOOOOPOT MPEANPUITHUS, U KAKOBBI IPUHIUITBI €r0 OpraHu3aluu?
2. KakoB nopsiiok Npoxox/AeHNs U UCTIOTHEHUSI BXOAAIIUX JOKYMEHTOB?

3. B uem 3akitouaroTcss 0cOOEHHOCTH pabOThI C MOCTYMAIOUIMMU JOKYMEHTaMH?

4. [TpaBuiia u GopMBbl perucTpanuu JOKyMEHTOB U UX OCOOEHHOCTH?

S. KakoB nopsi1ok NOAr0TOBKU U MPOXO0KIEHUSA UCXOAAIIUX JOKYMEHTOB?

6. OnumuTe NopsI0K MPOX0XKAECHNUS BHYTPEHHUX JOKYMEHTOB?

7. KakoBbl 3a71aun, BUABI U CPOKU KOHTPOJISL UCIIOJHEHUS IOKYMEHTOB?
®opMHpOBaHUE U XPAHEHHE JENT:

1. Yro Takoe HOMEHKIaTypa Aen npeanpusatua? Ee Buabl u 3HaueHue?

2. Yro Brl 3HaeTe o nopsiyike popMupoBaHUS €71 U PACIONOKEHHS TOKYMEHTOB B HUX?
3. KakoB nopsiiok nepegauu Aei B apxus?
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Tema Ne 8: «CocraBiienne u opopmiieHre OCHOBHBIX BU/I0OB YIIPABJIEHYECKHX IOKYMEHTOB)

Leablo, 3aHATHS ABJIsIETCS U3yYeHHe:
— OcobeHHOCTH COCTaBIIEHUS U 0POPMIICHUS OPTaHU3AIMOHHBIX TOKYMEHTOB.

BOITPOCHI:

OcHoBHbIE TPEOOBAHUS K COCTABIICHUIO U OOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craHIapTHBIX OJIAHKOB OpraHU3aIINH.

o 001l OJIaHK TPEIPUSITHS.

. YIIJIOBOM OJIaHK TUChbMa TPEATPUSITHS.

. MPOJIOTBHBIN OJIAHK MUCHhMA TPEIPUSTHS.

. MPOJIOJIbHBIN OJIAaHK MHUChMa TOJHDKHOCTHOTO JIHIIA.

Cucrembl JOKyMEHTAIUU:
2.0OpraHu3aioHHble JOKYMEHTBI: YCTaB, IOJIO)KEHUE, WHCTPYKLHSA, IMITaTHOE paclHhCcaHue,
npaBujia BHYTPEHHETO TPYJA0BOI0 paClopsiaKa.

Tema Ne 9: «OcobenHocTH oopMiIeHHS M BeleHUS IOKYMEHTALMH 0 JIHYHOMY COCTaBY»

He.]'lbl(), 3AHATHSA ABJIACTCH H3YUCHUEC!:
- I/I3qu/ITb XApPaKTCPUCTHUKY U HA3HAYCHUEC JOKYMCHTALUU 110 JINYHOMY COCTABY.

BOITPOCHI:

- OcoOeHHOCTH ~ JTOKYMEHTHPOBAaHUS ~ TPYAOBBIX  IpaBOOTHOWIEHUH. OcobGeHHOCTH
oopmiieHns npuema Ha paboTy, NepeBoOa, YBOJIbHEHHUS, KOMaHAUPOBKH, OTITYyCKa?

- Oco0OeHHOCTH BEICHUS TPYIOBBIX KHUXKEK?

5.3. TemaTuKka NUCbMEHHBIX Pa0OT 00yYAIOIIMXCS

TemaTuka pedeparosn, T0KJIAT0B, ICCE:
1. U3ob6paxkenue repOOBOI CUMBOJIMKY HA JOKYMEHTAX.
2. PexBM3UT «3MONeMa OpraHM3allMU WM TOBapHBINA 3HAK (3HAK 0OCITY)KMBAaHUsA)», periaMeHTaIHs
MCIIOJIb30BaHUS.
[Topsimox moanucanus 10KkyMeHTOB. CriocoObl 0pOPMIICHHS PEKBU3UTA «IIOATIHCH.
3aBepeHue KOMUil TOKyMEHTa.
ITorckoBbIE IPU3HAKY TOKYMEHTA.
PexBu3uThl, nACHTUQUIMPYIOIINE JOKYMEHT, €T0 aBTOPa B AJIEKTPOHHOU (hopMe.
[TonsiTHE «CHCTEMBI TOKYMEHTALIUN), PA3BUTHE CUCTEM.
Knaccudukanus cuctem 10OKyMEHTalUU.
YHUGHUIUPOBaHHBIE CUCTEMBI TOKYMEHTAIHH.
0. Obm1ast xapaKTEpUCTHKA CUCTEMbI OPTraHU3allMOHHO—TIPABOBOM JJOKYMEHTAIUH.
1. Kinaccudukanus JOKyMEHTOB 1O Mpu3HakaM. /IoKyMeHThl opuIMaIbHble, CIY)KeOHbIE, TUUHBIE,
JIMYHOTO TPOUCXOKICHUSI.
12. TlonsTHE «10KyMEHTO000POT». OCHOBHBIE ITPABUJIA OpPraHU3ALNU JOKYMEHTO000pOTA.
13. TexHomnorust 00pabOTKH BXOISIINX JOKYMEHTOB.
14. OTnpaBka UCXOJAIINUX TOKYMEHTOB.
15. OcobeHHOCTH OBUKEHUSI BHYTPEHHUX JTIOKYMEHTOB.

BB ©O©®oN O~ W

5.4. IlepeyeHb BONPOCOB MPOMEKYTOYHOM ATTECTAIMH MO AUCHUIIHHE

Bomnpocsl k 3auery:
1. Tlpouenypa JOKYMEHTHUPOBAHUS.
2. Jlenonpon3BOACTBEHHBIE ONIEPAITIH.
3. TlonsTusa «yHuUKALKA» U «CTAaHIAPTU3ALIUSY.
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20.

21.

22.
23.

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

OO6mwexThl U 331aun yHU(puKanuu B chepe JOY.

Bunel crangapToB, Ux craryc.

[TousTus «yHuupoBanHas popma JOKyMeHTay, «popMysipodpazer.

DopMmyIsip COBPEMEHHOT'O YIPaBICHUECKOTr0 JOKYMEHTA.

CrpykTypa 1OKyMeHTa. 3aroJ0BOYHas, COJlep)KaTeNbHast U OPOPMHUTEIIbCKAST YACTH.

I'OCT P 6.30-2003. Ero coxmepxanue, 3Ha4yeHHE, 00JacTh NMpuUMEHEHHs, ctaTyc. CocTaB u
pacIono’keHNe PeKBU3UTOB JOKYMEHTOB.

. TpeboBaHus K KOHCTPYHPOBAHUIO OJAHKOB.
11.
12.
13.
14.
15.
16.
17.
18.
19.

Bunpt 61aHKOB.

bnanku npeanpusaTHil pa3indyHbIX GOpM COOCTBEHHOCTH.

PexBHU3HTHI, HCTIOB3yeMbIE /IJIs1 U3TOTOBJICHHUS OJIAHKOB.

PexBU3UT «HAaMMEHOBaHME OPraHU3ALMM—aBTOPa JOKYMEHTa», TPEOOBAaHUS K HEMY.

PexBHU3UT «MECTO COCTABICHUS JOKYMEHTA).

PexBU3UT «cripaBOUHBIE JaHHBIE 00 OpraHU3alMi — aBTOPE JOKYMEHTa», €ro COCTaB.

Jatel B jokymenTe. TpeboBaHUS K X OQPOPMIICHHIO.

Jlata Kak cocTaBHas 4acTh JPYTHX PEKBU3UTOB.

PexBU3UTBHI «PEruCTPallMOHHBIA HOMEP JAOKYMEHTa», «CChUIKA HAa PETMCTPALlMOHHBIA HOMED U
JaTy JOKYMEHTa.

[Topsimox coriacoBaHust JOKYMEHTOB. BHyTpeHHee W BHemHee coriiacoBanue. OdopmiieHue
PEKBHU3UTA HA OTJEJIBHOM JIUCTE.

CocraB ynoctoBepeHHsi JOKyMeHTa. llpaBmia ohopMIIEHHS PEKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

OTMeTKH Ha TOKYMEHTE, X 3Ha4eHue U ohopMIIeHHE.

Pesomtonus, ee 3HaueHue, npeabspisieMble TpeOoBaHus. OcoOEHHOCTH 0(hOPMIIEHHUS PE30JIIOLUH
Ha OTJIEJIbHOM JIMCTE.

YHu}UKaLusa TeKCTa JOKyMEHTa.

CrtpyKTypa TeKcTa pa3IMUHbIX CIY>KEOHBIX JOKYMEHTOB.

OO6u1me TpeGoBaHUS K TEKCTY JOKYMEHTA.

3aroJ0BOK K TEKCTY TOKYMEHTa, IIPUIIOKEHUS K TEKCTY, TpeOOBaHUS K MX 0(hOPMIICHHIO.
Crioco0b! yTBepk1eHHs ToOKyMeHTOB. [IpaBuia ohopmiieHus: peKBU3HUTA «T'PUQ YTBEPKACHUS.
TpeboBaHMs K IPOCTABICHUIO PEKBU3HUTA «OTTUCK TIEUATH.

[TepeueHb JOKYMEHTOB, HAa KOTOPBIX MPOCTABIAETCS OTTUCK neyaTtu. OTTUCK repOoBoOil meyaTu Ha
JIOKYMEHTax.
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Pazgen 6. IlepeueHb yueOHOIi IuTepaTyphl, HEOOXOAUMON 1JIS0CBOCHUS AU CHUILTHHBI

6.1. OcHoBHas quTEpaTypa

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

2. CrenanoBa, E. H. Opranuzanus u CONPOBOXKICHHE D3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CrenmanoBa. — CapatoB, Mocksa : [IpodoOpaszoBanue, At [Iu Ap Meaua,
2021. — 176 ¢. — Tekcrt : anexkrpoHHbii // Lludposoit oOpazoBarensHbiil pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Peskum mocrtyma: ajis aBTOPU3HP. [MOJIb30BaTENCH

3. XauatpsH, I'. A. Opranu3zamnus 1 COnpoBOXKACHUE IEKTPOHHOTO TOKyMEHTO000pOoTa : yueOHUK
s CIIO / T'. A. Xawatpsia, W. B. Ky3nenoBa. — CapartoB, Mocksa : IIpodoOpazoBanue, Ait [lu Ap
Menua, 2020. — 156 ¢. — Tekcr : anekrponnsiii // Lludposoii oOpasosarenbhsbiii pecypc IPR SMART :
[caiitr]. — URL: https://www.iprbookshop.ru/97086.html. — Pexwum mocryma: s aBTOPH3HP.
I10JIb30BAaTENECH.

6.2. lonoiHUTEIbHAS JIUTEPATypa

4. Kysuenora, . B. KondunenuuanbHoe AETONPOU3BOACTBO M 3ANIUINCHHBIA 3JICKTPOHHBIN
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 3JIeKTPOHHOTO JOKYMEHTO000pOTa : yuyebHoe nocodue (1a00opaTOpHBIM MPAKTHUKYM) /
cocraButren M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii ¢enepanbHbIii YHHBEPCHUTET,
2019. — 109 c. — Tekcr : anextponHbii // Lludposoit oOpazosarensublil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3Hp. OJIb30BaTeIeh

6. CrenanoBa, E. H. Cuctema a1ekTpoHHOr0 JOKYMEHT000O0poTa (001auyHoe pelieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [Tu Ap Menua, 2021. — 182 ¢. — TekcT : 31neKTpOHHBIH //
[udposoit 00pa3oBaTeNbHBIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexxum noctyna: amst aBTopu3Hp. MOJIb30BaTeeH

6.3. Ilepevenn pecypcoB HHGOPMALHOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH « UHTEpHET»
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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Pa3nes 7. MaTtepuajbHO-TeXHHYecKas 0a3a M1 HHPOPMALMOHHbIE TEXHOJIOTHH

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

MarepuanbHO-TeXHHUYECKOE oOOecreyeHne JUCLUIUIMHBL «JloKymMeHTalnHOHHOe ofbecneyeHHe
ynpaBJieHHs» BKJIIOYaeT B ce0s ydeOHbIC ayIuTOpPHM JJIsl MPOBEACHUS 3aHATUH, TPYNIOBBIX H
UHIUBUAYAJIBHBIX ~ KOHCYJIbTALMH,  TEKYILEro  KOHTPOJIS M IPOMEXKYTOUYHOW  aTTeCTalluH,
CaMOCTOSITEIILHON pabOThI 00YJIAFOIIIHXCSI.

VYuebHble ayIUTOPUM YKOMIUIEKTOBAHbI CHEIMATU3UPOBAHHON MeOEIbl0 M TEXHHUYECKUMHU
cpeactBamMu  oOydenusi. IlomemieHuss A CaMOCTOATENBHOM pPabOTBI OOYYarOIIUMXCS OCHAIEHBI
KOMITbIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO MOAKIIOUEHUS K ceTH VIHTepHeT.

JlucuumuimHa MOXKET PeaM30BbIBATHCS C MPUMEHEHHEM TUCTAHIMOHHBIX TEXHOJOTUH 00y4YeHHUS.
Crenuduka peanusalMyu AUCUUIUIMHBI C NPUMEHEHUEM JMCTAaHIMOHHBIX TEXHOJOIMH 00y4eHus
yCTaHaBJIMBACTCS JIOTIOJIHEHUEM K pabodeidl mporpamMme. B dwacTm He mpoTHBOpevamieil crenuduke,
U3JI0’KEHHOM B JIONOJHEHUH K IpOrpaMMme, IPUMEHAETCs HacTos1as paboyast mporpamma.

MarepuanpHoO-TeXHHUECKas 0a3a, He0OX0quMast I OCYIIECTBICHUs 00pa30BaTeIbHOTO IpoIiecca
10 JUCLUIUINHE C IPUMEHEHUEM IMCTAHLIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOIMH BKIIIOYAET B ce0sI:

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 (KOMIBIOTEPHI, HOYTOYKHM, IUIAHIIETHI M WHOE), a TaKXKe
CpeZCTBa CBSI3U IpenoiaBaTesieil u CTy/IeHTOB.

WNudopMannoHHbIE TEXHOJIOTHH, HEOOXOMMBIE JJIsi OCYIIECTBICHUS 00pa30BaTEIBLHOIO Mpoiecca
10 JUCLUIUIMHE C IPUMEHEHUEM IUCTAaHLIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIMH BKIIIOYAIOT B CeOsi:

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

- JJIEKTPOHHAs 110YTa;

- CUCTEMa KOMITBIOTEPHOT'O TECTUPOBAHUS;

- Hudporoii o6pazoBarensubiii pecypc IPR SMART,;

- CUCTeMa MHTEPHET-CBSI3U skype;

- TenehOHHAs CBSI3b;

- IpOorpaMMHOe oOecrieueHue I OpraHnu3alui KOH(PEpEeHIUH.

OOyyeHne 00y4aromMXCS HWHBAIWIOB M OOYYarOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
3I0pOBbs  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS CHEIUAIBHBIX TEXHUYECKHX CpEACTB B
3aBUCHUMOCTH OT BHJa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4eOHBIX 3aHATHM 1O JAUCHUIUIMHE MCIOJIB3YIOTCS MYJIbTHUMEIUIHbIC
KOMIUIEKCBI, FIEKTPOHHbIE YUE€OHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHBIE K OTPAaHUYEHUSM 370POBbs
oOyJaromuxcs.

JlexumoHHblEe ayaUTOPUU OOOpPYNOBaHBl MYJIbTUMEIUWHBIMH KadeapaMu, MOJIKIIOYEHHBIMU K
3BYKOBBIM KOJIOHKaM, MO3BOJISIFOIIMMH YCHIINTh 3BYK JUIS KaTerOpHH cIa0OoCbIIalX o0yJaromuxcs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEIMYUBAIOT U300paKEHUE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIIPHHUMATh Y4€OHYI0 HHPOPMALIMIO 00YJaIOIUMCs ¢ HApYIICHUSIMU 3PEHUS.

[Tpu oOyueHuu JuIl C HApYIICHUSAMHU CIIyXa UCIIOJIb3YETCSl YCHIIUTENb CiIyXa JJisl cIaboCbIIIalX
monaeir CyberEar momens HAP-40, momoratommii o0y4aeMbIM JIydlle BOCIHPUHHUMATh Y4eOHYIO
uH(pOpMaIHIO.

OOyuatomecss € OTpaHMYCHHBIMH BO3MOXKHOCTSIMHM 3]I0POBbs, OOECIIE€UYEHbl IEYaTHBIMU H
3JEKTPOHHBIMU 00pa30BaTEIbHBIMU peCypcaMu (MIPOrpaMMBbl, YUeOHHUKH, YIeOHbIE TOCOOUS], MaTepUallbl
JUIL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMax, aJaNTHPOBAHHBIX K OIPAaHUYEHHUSAM 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 ¢ HAPYIIEHUSIMH ONOPHO-IBUTATEJbHOI0 anmnapara:
- B Ie4aTHOU opMme;

- B (hopme 31eKTPOHHOTO JOKYMEHTA;
- B hopme aynuodaiina.
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Pasznen 8. MeToauuyecKue YKazaHusd 1J1s1 oﬁyqamumxca M0 OCBOCHHIO JUCHHUITJIMNHBbI

JUis  ycmemrHoro YCBOEHHUS JIEKIIMOHHOTO Marepuana OO0yJarolmuiicss JODKEH MPOCMOTPETh
y4eOHYIO0 JIUTEpaTypy MO TeME JICKIIMH C TeM, YTOObI MMETh XOTsI OBl MPEACTABJIICHHE O MpobieMax,
KOTOpbIe OyayT pa3duparbes B JieKuud. OH JOJDKEH TAaK)KE MBICJICHHO MPHUIIOMHUTH TO, YTO YK€ 3HAET,
KOrZa-TO 4uTaJ, HM3y4daJl [0 JPYrMM IpeaMeTaM IPUMEHHUTEIbHO K JAaHHOM Teme. InmaBHOe B
IpOJIeTIaHHON paboTe K JeKuuu — (popMupoBaHHE CYOBEKTHBHOIO HACTPOs HA XapakTep MH(OpMaIuy,
KOTOPYIO OH IOJIYYUT B JIEKIIMM IIO COOTBETCTBYIOLIEH Teme. MHoraa [uis 3Toro ObIBaeT J0CTaTOYHO
03HAKOMUTBCS C TUIIOBOW paboyei mporpaMMoil Uik yueOHBIM PYKOBOJICTBOM.

[TpobnemHast JieKLMs HE TOJBKO PACKpPbIBAET IIYHKTBI, IPOOJIEMbI, TEMBbI, KOTOPbIE HAXOIATCS B
nporpaMMe, HO M 3acTaBisieT 0Oydaromlero MBICIUTh YIKOHOMHYECKH TPAaMOTHO, UCKaTh HOBBIC MyTH U
CpencTBa pemieHus HauOosiee CIOXKHBIX mpoOsem. Ona oOnamaer OonblIod HHPOPMAIIMOHHON
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPErojaBaTellb yCIEBACT M3JIOKUTh TaK MHOTO MPOOJeM, MBICICH,
ujel, 4To Ha/l0 He NOTepAThCsA B 3ToM MH(opmanuu. OOyyaromuicss JOKEeH NOMHUTh, YTO HUKAKOH
y4eOHUK, HUKaKass MOHOTpadusi WM CTaThsi Ha MOTYT 3aMEHUTH Y4eOHYIO JIeKIHI0. B cBOIO ouepens,
paboTa Ha JIEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEJIbHOM, MHTEIUIEKTyalbHOH paboThl, Tpelyromeil
HaNpsOKEHUs, BHUMAHUS, BOJIM, 3aTpaT HEPBHOU M (hu3nyeckoil sHeprun. Bech mpobieMHbIN MaTepua,
cooOLiaeMplil mpernojaBaTeneM, JOKEH HE MPOCTO MpociyliuBaThes. OH JOKEH ObITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIAH, OCMBICICH, MOHAT, 3a(UKCHpoBaH Ha Oymare W 3aKperjieH B ITaMSTH.
[Tpuctynass Kk cCiylmaHuiO HOBOIO MaTepuasa, IIO0JE3HO MBICIIEHHO YCTaHOBUTb €r0 CBSI3b C paHee
U3YYEHHBIM, YSICHUTh, HA YTO ONIUpPAETCs U3JokeHHas Tema. Ciieli 3a TEXHUKOW YTEHMsI JIEKIUU (aKLIEHT
Ha CYIIIECTBEHHOM IOBBIIIEHUH TOHA, U3MEHEHUS pUTMa, f1ay3a | T.I1.), 00y4Jaroluiics JODKEH BCe] 3a
IpenojaBaTesieM YMETh BBIJIEISTh OCHOBHBIE KAaTErOpHUHU, 3aKOHBI U MX COJEp)KaHUE, MPOOIEMbl U UX
BO3MOXKHBIE pEIIEHUs, [OKa3aTelabCTBa M BbIBOJABL. OcCymiecTBisds Takyl paboTy, oOydarouuiics
3HAUUTENbHO obJsieryaer cede riy0oKoe MOHMMaHUe MaTepHala, ero KOHCIEKTUPOBAHUE U JlabHeHIee
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 BOCCTAHOBHUTH B MAMSTH OCHOBHBIE CO/ICPIKATEIIbHBIC MOMEHTHI JICKITUH.

Tunuynas ommoOka oOyyaromuXcsi — JIOCJIOBHOE KOHCIEKTHpoBaHWe. Kak mpaBuio, mpu 3amucu
CIIOBO B CIIOBO HE OCTAaeTCs BPEMEHM Ha OOAyMBIBaHHE, aHAIN3 M CUHTE3 MHpopmauuu. MckyccTBo
KOHCIIEKTUPOBAHMsI CBOJUTCS K HAaBbIKAM CBEPTHIBAHUS MH(OPMALIUH, T.€. 3aIHCH €€ CBOMMHU CIIOBaMH,
YaCTUYHO CJIOBOCOUYETAHUSIMU JIEKTOPA, ONpPEAEICHHBIMU U MPOCTO HEOOXOAMMBIMU COKPALICHUSAMHU U
UHBIMHU IIPUEMaMHM, HO TaK, YTOObI CyMETh BHOBb Pa3BEpHYTh HH(OpPMAIHIO O€3 CYIIECTBEHHON MOTEPH.
Otbupass HyXHYIO HH(OpPMalLMIO, TJIaBHBIE MBICIH, MPOOJIEMbI, PEIIEHUs U BBIBOJBI, OOydaromieics
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0paThCsl.

IIpn BeeHMM KOHCIIEKTA JIEKIUHA €CTh MaTepual, KOTOPBIM 3alMCBhIBAETCS JOCIOBHO, HallpuMeEp,
(GOpMYIHPOBKM HOPMATUBHBIX aKTOB, ONPEAEICHHS OCHOBHBIX KPUMHHOJIOTMYECKMX KaTeropuit u
3aKOHOB. [Ipu 3TOM OOy4aronuiicss JOMKEH i ce0si B KOHCIIEKTE BBIJICIUTDH TJIABHYIO MBICIIb, UJICIO B
OIIPEEIIEHUU TOrO WJIM MHOTO MOHATHS, €r0 CYIHOCTb, HE CTApasCh Cpa3y MOHATH €ro B ACTAIAX. JDTO
MO3BOJIUT H3HAYAJIBHO YCBOWUTh SKOHOMMYECKHE IMOHSTHS, ONUPasCh Ha TJIaBHYIO HJICI0, YSICHUTh
CYIIHOCTb.

B xoHcnekTe nekuii 00s3aTeabHO 3aMUCHIBAIOTCS: HA3BAHWE TEMBI JIEKIIMH, OCHOBHBIE BOIPOCHI
IUIaHa, peKOMEeHAyeMas JJuTeparypa. TeKCT JeKIUH JOJDKEH ObITh pa3/ielieH B COOTBETCTBHUH C IJIAHOM.

C okoHYaHMEM JeKIMU paboTa HaJ KOHCIEKTOM MOXXET CUMTaTbcs 3aBepuieHHoW. HyxHo eme
BOCCTAaHOBUTBH OTJEJIBHBIE MECTA, INPOBEPUTH, BCE JIM IMOHATHO, YTOUHUTH UYTO-TO HA KOHCYJIbTALUH,
HNPEINPUHITh UHbIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT OBITh MCIOJb30BaH B MPOIECCE MOJITOTOBKU K
cEMHMHapaM, JK3aMEHY, A JaJbHEWINEro W3ydyeHus TeMbl, Ha IpakTtuke. KoHcmekr nexkuumi —
HE3aMEHUMBIH yueOHBINH JOKYMEHT, HEOOXOAUMBIH JIJIsl CAMOCTOSATEIbHON PabOTHI.

TemarnueckuM IJJAaHOM M3Y4YEHMs] JAMCLUILIMHBI IPENYCMOTPEHBl IPAKTUYECKHE 3aHATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO IIPEIITOJIAraeT ABa 3Tana paboThl 00yJaroIIXCs.

I[TepBbIii 3Tan — ycBoeHue TeopeTHyeckoro mMarepuana. Ha nepBom stane oOyyaromuics 10JKeH
oTpaboTaTh M YCBOWTH Y4YEOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HCIOJIb3YyS METOAUYECKHE
PEKOMEHIALIUHU 10 MOATOTOBKE K CEMUHAPY.
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Bropoii sTanm mpeanonaraeT BHIIOJIHEHUE MPAKTHYECKOro 3aaaHus. KOHKpeTHO Takoe 3ajaHue
naercst oOydaromeMycs MpenojaBaTesieM B KOHIE 3aHATHS, MPEALIECTBYIOMIETO MPAaKTHYECKOMY. DTO
MOYET OBITh MOATOTOBKA KOHCIEKTA, TUIaH pabOTHI MO TOM MM MHOW CUTYallUH, TJIaH Oece/Ibl U T.11.

3amaHus OJDKHBI OBITH BBHINOJHEHBI NMUCHbMEHHO. Kpome TOro, mo TeOpeTH4ecKHM BOIPOCaM
00y4aromuiics T0JKEeH NOArOTOBUTH paboune MIaHbl CBOMX OTBETOB HA HUX.

JlomaniHee 3aaHue OOyYarOIIMICS TOTOBUT CaMOCTOSITENBHO, YIENsis Ha IOATOTOBKY HE MEHee
Tpex dacoB. [Ipu BBHIMONHEHUH JIOMALIHETO 33aJaHUS OH MOXKET II0Jb30BATHCS TEXHHUYECKUMHU
cpencTBaMu, ydeOHOH JIUTEpaTypoid, KOHCIIEKTaMHU JIEKIMH U 11.p. PexoMenmyercs dame oOpamarscs 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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