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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. llesm ocBoeHMsI AUCUUTIJIMHBI

HucuunimHa «JlokyMeHTAIMOHHOe o0ecriedyeHHe ylnpaBjieHUs B cdepe rocrenpumMcrBa
00IIeCTBEHHOI0 MHUTAHUS» BXOAUT B JJIeKTHBHbIe aucuHuIiuHbl B1.B./[3.1 1o HanpaBineHuto
noarotoBku 43.03.03 I'ocTuHUYHOE [€J10, HANPABJEHHOCTh (Mpoduib) «['OCTUHHYHBIA OU3HEC U
HHIYCTPHS TOCTENPUUMCTBA).

L{enbi0 QUCHUIUIMHBL IBIsiCTCS (hopMupoBaHre Kommerenuui (6 coomsemcemeuu ¢ @IOC BO u
mpeboBanUAMU K Pe3yIbmamam 0C80EHUsL OCHOBHOU NPOGeCcCUOHATbHOU 00pa308amenbHOl HPOCPAMMbL
(OI1OI1 BO)):

OIIK-6 Cnocoben npumenams 3axkonooamenvcmeo Poccuiickoii @edepayuu, a maxice Hopmol
MeNHCOYHAPOOHO020 NPAGA NPU OCYULECMGIEHUN NPOPECCUOHATLHOIL 0esAmeNbHOCHU

Jleckpunmopul 06wenpogheccuonanpbHbIX KOMREmeHyuil:

OIIK-6.1 Cnocoben Hatimu u npumeHums HOPMAMUBHO-NPABOBYIO OOKYMEHMAayurw 6 obaacmu
npogeccuonanvHoll oesmenbHoCmu

OIIK-6.2 Cnocoben cpamomuno cocmaeiams OOKYMEHMbl U 6ecmu O0OKYMeHmoobopom Ha
npeonpuamusx ¢ coonrodeHuem saxonooamenvcmea Poccutickoii @edepayuu o npedocmasnenuu yciye 8
cghepe cocmenpuumcmea u 06UWeCcm8eHHO20 NUMAHUSA U 8b10UPAMb NPEONOYMUMENbHBLI CINULL 008020
odwenus

[lepeuncienHpie  KOMIETEHIMH (OPMHUPYIOTCS B
MOCTHKeHUA KOMIIeTeHIIHUH:

mnmpooccce  OJOCTHKCHUA HUHAHKATOPOB

O06001IeHHas TPYAOBas Kox n HauMeHoBaHmue Kon n HaumeHoBaHue HHAUKATOPA

(pynxknus/ tpygosasi GyHKuus JeCKpUITopa JOCTHKEHHsI KOMIeTeHui (13
KOMIIETEeHIIM i 11C)
ncC 33.007 OIIK-6.1  Cnocoben | 3nanue:
«PykoBoauTEIb/YIPABIAIOLIUI | Hatimu u npumenums | 33.007 PykoBoaurtennb

TOCTHHHYHOTO0 KOMILJIEKCA/CeTH

roctuHuly B.  Ynpasienwe | doxymenmayuro 6 obaacmu | KOMILIEKCA/CeTH TOCTHHUIL
TeKyLen NeATEIbHOCTBIO | NpoghecCuoHanrbHOU NJ-1 OIIK- 6.1 3akoHOIATENBCTBO
AenapTaMeHTOB (cayx0, | oesmenvHocmu Poccuiickoit ®eneparnuu o
OT/1€JIOB) TOCTUHHYHOTIO OIIK-6.2 Cnocoben | mpeqoCTaBICHUH TOCTUHUYHBIX
KOMILIeKca 2PaAMOMHO cocmasnams | yeuyr B/01.6
B/01.6 YupasieHue | 0OKymeHmsl u gecmu | U/1-2 OIIK- 6.2
pecypcamu JIEapTaMEHTOB | OOKYMEHmMOo0Oopom na | Crienan3upoBaHHbIE TPOTPaMMEI,
(cyx0, OTAENIOB) TOCTUHUYHOTO | NPeOnpUAMUsX C | MCTIOJIb3YEeMBbIE B MUCbMEHHBIX
KOMILJIEKCa co000enuem KOMMYHHUKAIUAX, B TOM YUCJIE
Tpynossie pynknuu IIC | 3axonooamenvcmea BO3MOXHOCTH HH(OPMAIMOHHO-
33.008 «PykoBogurens | Poccuiickoi @edepayuu o | TENEKOMMYHUKAIIUOHHOW CETH
npeAnpUsTHA MUTAHUS npedocmasnenuu  ycaye 6 | "Unarepner" B/02.6
B. Yupasaenue | chepe cocmenpuumcmsa u | 33.008 PykoBoauTeib
TeKyIen AEeATEJLHOCTBIO | 00WecmeenHHo20 numanys U | MpeINnpUsTHS MHTAHUS
AenapTaMeHTOB (cayx0, | sviOUpamo N/I-3 OIIK- 6.1 3akoHOIaTETHCTBO
0T/1€J10B) NpenpUATHS | npeonoymumensvusiti cmuits | Poccuiickoit denepanuu,
NUTAHUSA 0e1106020 0OujenUs. perynupyrolee 1esTeIbHOCTh
B/01.6 VYnpasnenue npennpusatuil nutanus B/01.6
MaTepUaIbHBIMA pecypcaMu | NJ-4 OIIK- 6.2
NIEPCOHAIIOM JIeTIapTaMeHTOB Criennan3upoBaHHbIE TPOrPaMMBI,

(cmy0, OTHENOB) NPEAIPUSITUS
INUTaHUA

HOPMAMUBHO-NPaABoeyIo

/ynpaBJsilOIAi TOCTHHUYHOIO

HCIIOJIB3YEMBIC B TMCHEMCHHBIX
KOMMYHHKANUAX, B TOM YUCJIC

B/03.6  Koutpoms u BO3MOYKHOCTH HH()OPMAIOHHO-
OILICHKA 3¢ (HEeKTUBHOCTH TEJIEKOMMYHUKAIITMOHHON CeTH
NESTENIbHOCTH  JIeTIapTaMEHTOB "UnTepuer"B /02.6

(cmyx0, OTHENOB) MpPEIIpPUATHS

Ymenus




NUTaHUA

33.007 PykoBoaurennb
/ynpaBJsiiOIMid TOCTHUHUYHOT O
KOMILJIEKCA/CeTH TOCTHHHIL
NJI-5 OIIK- 6.1 Opranu3oBbIBaTh
paboThI 1O MOATBEPKICHUIO
COOTBETCTBUSI TOCTHHHUYHOTO
KOMILJIEKCA CUCTeME KlacCu(UKauu
TOCTUHUIL M UHBIX CPEJICTB
pasmenienns B/03.6

NJI-6 OIIK- 6.2 BnageTs HaBbIKaMU
OpTraHHU3aIH YCTHBIX U
MUCHbMEHHBIX KOMMYHUKALIUN C
MOTPeOUTENSIMU, TAPTHEPAMU U
3aMHTEPECOBAHHBIMHU CTOPOHAMU
B/02.6

33.008 PykoBoauTe/b
npeanpusTus MUTAHUS

N/I-7 OIIK- 6.1 Ananu3upoBaTh
npo0JeMbl B (QyHKIIMOHUPOBAHUH
CUCTEMBI KOHTPOJIS,
IPOTHO3MPOBATH UX MOCIECTBUS U
NPUHUMATH MEPbI IO UCIIPABIICHUIO
¥ HEJIOIYIICHHUIO MOT00HBIX
cutyanuii B Oyaymem B/03.6
M-8 OIIK- 6.2 BiianeTs HaBBIKAMH
OpraHu3aliH YCTHBIX U
MUCHbMEHHBIX KOMMYHUKAIIUN C
noTpedUuTensIMH, MapTHEPaAMH,
3aWHTEPECOBAHHBIMU CTOPOHAMU
B/02.6

Hmeem nasviku u (unu) onvim:
33.007 PykoBoauresanb
/ynpaBasiiOuii TOCTHHHYHOTO
KOMILJIEKCA/CeTH TOCTHHHIL
N-9 OIIK- 6.1 ®opmupoBanue
CHCTEMbl OM3HEC-TIPOLIECCOB,
pErIaMeHTOB U CTaHAAPTOB
TOCTUHUYHOTO KomIuiekca B/01.6
N/-10 OIIK- 6.2 Pazpemienue
MPOOJIEMHBIX CUTYyallul
noTpeduTenei, napTHEPOB.,
3auHTEepecoBaHHBIX cTopoH B/02.6
33.008 PykoBoauTesb
npeanpusTus NUTAHUS

NJ-11 OIIK- 6.1 ®opmupoBanue
CHCTEMBbl OM3HEC-TIPOLIECCOB,
pErIaMeHTOB U CTaHAapTOB
npennpusatus nutanus B/01.6
NJI-12 OIIK- 6.2 Pa3pemenue
MPOOJIEMHBIX CUTYyallul
noTpeduTenei, mapTHEPOB U
3auHTepecoBaHHBIX cTopoH B/02.6




1.2. Mecto aucuunjannsl B crpykrype OIIOII BO
HanpasJieHust noaAroroBky 43.03.03 I'ocruHUYHOE A€J10, HAIPABJIEHHOCTH (IPO(pHIb)
«'oCTHHUYHBINA OU3HEC U MHIAYCTPUS rOCTENPHUMCTBA

No IIpenmecTByomme TUCHUUNIMHBI T - —
(1M CUMILTHHBI, H3y4YaeMble NapaJieIbHO)

1 2 3
Opranu3anys 1 TIaHuPOBaHHe

1 | BBenenue B HampaBlCHHE MTOATOTOBKH MpeINPUHUMATETIBCKOH JICSITETBHOCTH B
cthepe cepBuca

2 | MukpoIKOHOMHKA bu3Hec-TuIaHupoBaHue B CEpBHUCE

3 1C: llpennpusrtue. 3apruiata u yupaBieHHE
MEPCOHATIOM

Ilocnedosamenvhocms hopmMuposanusi KOMnemeHyull 68 YKA3AHHbIX OUCYUNIUHAX MOdcem Oblmb
UBMEHEHA 8 3A8UCUMOCIU OM (OpMbl U CPOKA 0OVHEHUsl, a MAKICe NPEenodasanuusi ¢ UCNOIb308AHUEM
OUCTMAHYUOHHBLX MEXHON02UL 00)YeHUsL.

1.3. HopmaTuBHAasi JOKYMeHTAUS

PaGouas nmporpamma y4eOHOM AUCHUIUIMHBI COCTaBICHA Ha OCHOBE:!
- @enepabHOTO TOCYJApCTBEHHOTO 00pa30BaTENbHOIO CTAaHJAApTa BBICIIEr0 O0pa3oBaHUA IO
HanpapieHuto  noarotoBku  43.03.03 T'octuHMYHOe /€10, HamNpaBJeHHOCTb (MpoduiIb)
«ocTHHUYHBIH OU3HEC U HHAYCTPHS FOCTENPHUHUMCTBAY;
- VYueOHoro rurana HampaBieHuss noarotoBku 43.03.03 T'ocTHHHYHOE €10, HANMPABJIEHHOCTH
(mpoduinb) «'ocTHHUYHBI OU3HeC U MHAYCTPHUS rocrenpuumcrBay 2026 roga Habopa;
- O0pa3iia paboueii mporpamMmsl yaeOHO# qucuuruinabl (mpukas Ne 113-O ot 01.09.2021 r.).



Paznen 2. Temaruueckuii mjian

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroeMkocTh
AyIMTOpPHBIE 3AaHATHS Kon
HHIUKATOPA
Ne TeMa IMCHHUIIINHBI |
Bcero CPO
J 3 (J13, C3) JAeCKpPUNTOpa
JOCTHKEHHUS
KOMIIeTeHIU I
1 2 3 4 5 6 7
1 OCHOBHBIE TTOHATHS B 00JIaCTH 10 2 8 HJI-1 OIIK- 6.1
JTOKYMEHTHUPOBAHHS WJ1-2 OIIK- 6.2
HopmaTtuBHO — MeTOMYECKHE W3 OTIK- 6.1
2 | OCHOBBI IOKyMEHTAIIMOHHOTO 10 2 2 6 VJI-4 OTIK- 6.2
o0ecrnieueHus yrnpaBJIeHUs
3 Opranu3zanmoHHO-TIPaBOBas 12 2 5 8 UJI-5 OIK- 6.1
CHCTEMa JIOKYMCHTAIMH WJ-6 OIIK- 6.2
4 Opranu3zanuoHHo- 10 5 5 6 UJ1-7 OIIK- 6.1
pacnopsauTeIbHAasg CUCTEMA nJ-6 OIIK- 6.2
5 WNudopmannoHHO-CcIIpaBOYHAS 8 8 UJ1-9 OIIK- 6.1
CHUCTEMA N/1-8 OIIK- 6.2
6 OcHoBHBIE (POPMBI 10 5 8 UJI-11 OIK- 6.1
JOKYMEHT0000pOTa B OpraHn3alluu M-10 OIIK- 6.2
7 ABTOMAaTH3UPOBaHHBIE CPELCTBA B 12 2 2 8 nj-1 OIIK- 6.1
JOKYMEHTAIMOHHOM YIIPAaBJICHUN MA-12 OIIK- 6.2
CocraBienue u opopmiieHHE
8 | OCHOBHBIX BHJIOB ABJICHUECKUX 12 2 2 8 VJI-7 OIIK- 6.1
OB yIIp WJI-6 OTIK- 6.2
JTOKYMEHTOB
Ocobennoctu ohopMIICHHS U W19 OTIK- 6.1
9 | BegeHHs TOKYMEHTALIUU IO 12 2 2 8 VI8 OTIK- 6.2
JUIHOMY COCTaBY
Opranuzaiys JOKYMEHTO000POTa.
10 CECTGM&TI/I?;&HI/I?[ gh;[( aHeHI/Iep 12 2 2 8 V-1 OIIK-6.1
p WJI-10 OIIK- 6.2
JTOKYMEHTOB
Bua npoMexxyTo4HOM aTTecTAlMHA
(3auer)
Hroro 108 16 16 76

3aouHas popma o0yueHus (MOJTHBIA CPOK, YCKOPEHHOE 00yUeHHE, MOJTHOE YCKOPEHHOe 00y4yeHue)

TpynoemkocTh
AyIMTOpPHBIE 3AHATHS Kon
J | m3 (13, C3) ACCKRpHITop
JAOCTHKEHM S
KOMIIeTeH Uil
1 2 3 4 5 6 7
OCHOBHBIE TTOHATHUS B 00J1aCTH HJ-1 OIIK- 6.1
1 12 2 10 "
JOKYMCHTHPOBAHUSA J-2 OIIK- 6.2
2 HopmatuBHO — MmeToAMYECKHE 8 8 MUJI-3 OIIK- 6.1
OCHOBBI JJOKYMEHTAI[HOHHOTO 1J1-4 OIIK- 6.2




o0ecrieyeHus yrpaBieHHUs
3 OpraHu3alMOHHO-TIPaBOBast 10 10 MUJI-5 OIIK- 6.1
CHUCTEMa JOKYMEHTaIUU NJI-6 OIIK- 6.2
OpraHu3aloHHO- - -
4 p 11 14 5 5 10 W/J1-7 OTIK- 6.1
pacrnopsiguTeIbHasg CUCTEMaA NJi-6 OIIK- 6.2
5 WubopMainoHHO-CTIpaBOYHAS 10 10 UJ1-9 OIK- 6.1
CHUCTEMA N/1-8 OIIK- 6.2
OcHoBHBIE (HOPMBI UJ-11 OIIK- 6.1
6 12 2 10
JOKYMEHTOO0O0pOTa B OpraHU3aluu WJ1-10 OIIK- 6.2
7 ABTOMAaTH3UPOBAHHBIE CPEJICTBA B 8 8 Ua-1 OllK- 6.1 U/-
JOKYMECHTAI[HOHHOM YyITPaBICHHH 12 OIIK- 6.2
CocraBnenue u opopmiieHUE
8 | oCHOBHBIX cHYe 10 2 8 -7 OLK- 6.1 UJI-
BUJIOB YIIPABICHUECKUX 6 OIIK- 6.2
JIOKYMEHTOB
Ocob6enHoctr ohopmMIICHHS U
9 | BemeHUS JOKYMEHTALMH 10 12 2 2 8 19 OIIK- 6.1
A HOKY 1 WJI-8 OIIK- 6.2
JIMYHOMY COCTaBY
Opranuzanus J10KyMeHT0000poTa.
10 CII/)ICTeMaTII/IBa III/I;I Zl\;[( aHeHHep 8 8 W11 ONK-6.1
1 p WJI-10 OIIK- 6.2
JIOKYMEHTOB
Bua npome:KyTOYHO# aTTeCTAIINA 4
(3auer)
Hroro 108 6 8 90

Paznen 3. Conep:kaHue TMCHUTIMHBI
3.1. Conep:xaHue TUCUMILINHBI

Tema 1. OcHOBHbIE IOHATHSA B 00,1aCTH JOKYMEHTHPOBAHMSI.

OCHOBHBIE TEPMUHBI U ONpEAETIeHNUs B 00JIACTH JTOKYMEHTALMOHHOTO 00ECIeUeHUs yIpaBlIeHHs.
I'OCT P 7.0.8-2013. Hanuonansusiii crangapt Poccuiickoit ®enepauuu. Cuctema CTaHIapTOB 110
uHpopManuy, OMOIMOTEYHOMY M M3AaTeNbCKOMY Jeny. [lenonpou3BOACTBO U apXHBHOE Aen0 (YTB.
[Tpukazom Poccranmapra ot 17.10.2013 N 1185-cT). Tepmunsl u onpeseneHus». 3HaueHUEe U CBOMCTBA
JOKyMeHTa Kak Hocutens wuHpopManuu. @OyHKIMHM yOpPaBICHYECKMX JIOKYMEHTOB: OOLIMe WU
cnenuduueckre. OOIME MOHATHUS O CHUCTEMax JOKyMEHTalUWW. YHUPHUKaUUs W CTaHAapTH3ALUSL
JIOKYMEHTOB. YHH(HUIMPOBAaHHAs CHUCTEMa OpPraHU3allMOHHO — paCHOPSIUTENbHON JTOKyMEHTAlUU.
OcHOBHBIE BUJIbI OPTaHU3AIMOHHO — paCnopAAUTCIIbHBIX JOKYMCHTOB U UX POJIb B CUCTEME YIIPABJICHUA.

['ocymapcTBeHHBIE CTaHAAPTHI B OO0JIACTH JAOKYMEHTAIIMOHHOTO OO0eCHeueHHsl yIpaBlIeHHs.
OcHoBHble TONIOKEHUsI ['OCynapcTBEHHONW CHUCTEMBI JOKYMEHTAIMOHHOTO OOeCHedeHHs YIpaBlICHUS.
AJIMUHUCTpAaTHBHAS OTBETCTBEHHOCTh PYKOBOJIUTENIEH U CIIELUATUCTOB OPTaHU3aMi U IPEANPUATHIA 32
HapyIIeHUEe ACUCTBYOMIETO 3aKOHO/IaTEIbCTBA 110 APXUBHOMY JICITY.

Tema 2. HopmaTuBHO — MeToAM4YeCKHE OCHOBBI [OKYMEHTALIMOHHOr0 obecreyeHus
yIpaBJieHHS.

PaccmarpuBarorcst BOITPOCHI HOPMaTUBHO-METOINYECKOTO PEryIMpOBAHMS CUCTEM
JIOKYMEHTOO0O0pOTa B OpraHM3allii, HOPMAaTHBHbBIE aKTbhl, MOJOXKEHUS W CTPYKTYpa peryIupOBaHHS
JOKYMEHTO/IBI)KEeHUs. HopMaTuBHO — METOAUWYECKHE OCHOBBI JIOKYMEHTAllMOHHOTO 00OecredyeHus
YIIPABJICHUS ACATEIBHOCTU MPEAIPUIATHN CEPBUCA.

Tema 3. OpraHu3anMOHHO-NIPABOBasi CHCTEMA JOKYMEHTAIUH.
B nexuun pa3Oupaercs Ha3zHau€HHUE, COCTAB U JIBUKEHHUE JOKYMEHTOB OpraHU3allMOHHO-TIPaBOBOM
CUCTCMbI NOKYMCHTAIIUHU U ¢€ OCHOBHBIC XApPaKTCPUCTHUKHU.
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Tema 4. Opranu3anuoOHHO-PACIIOPSANTEIbLHAS CUCTEMA.
B JICKOUN pa361/1paeTcsi HAa3HA4YCHUC, COCTaB W JABWKCHUC HOOKYMCHTOB OpraHU3allMOHHO-
pacnopsiANTEILHON CUCTEMBI IOKYMEHTAIIMU U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 5. Un(popManiuOHHO-CIIPABOYHASI CHCTEMA.
B nexkumm pa3bupaeTcss Ha3HaueHHE, COCTaB M JIBIDKEHUE JIOKYMEHTOB WH()OPMAIMOHHO-
CIIPABOYHOM CUCTEMBI JOKYMEHTAINH (POPMBI U €€ OCHOBHbBIE XapaKTEPUCTUKH.

Tema 6. OcHoBHBIE (OPMBI JOKYMEHTO000POTA B OPraHU3aUM.
PaccmaTtpuBaroTcs TpaJUIIMOHHAS U AJICKTPOHHAs (JOPMBI JOKYMEHTOO0OpOTa, a TaKKe MOPSIOK
paboThI ¢ BXOASAIMIMMHU, BHYTPEHHUMH U UCXOSAIIMMH JOKYMEHTaMHU.

Tema 7. ABTOMATH3UPOBaHHbBIE CPEACTBA B JOKYMEHTALMOHHOM yIIPaBJICHHUH.

Pa3buparorcs aBTOMATU3MpPOBAaHHBIE KOMIIBIOTEPHBIE IIPOIPAMMBbI, IO3BOJIAIOIINE COKPATUTH
BpeMs oO(QopMiIeHHs, MEpelBUKEHUS JJOKYMEHTOB M MX II€JeBO€ MCIIOJIb30BaHHE B CEpBUCE.
DJEeKTPOHHBINH JOKYMEHTOOOOPOT MPEANIPUATHN CEpBHCA.

Tema 8. CocTaBiienne 1 opopMiieHre OCHOBHBIX BH/I0B YIIPaBJIeHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma U colepkaHHUE CIIyKeOHOro nokymeHta. dopmyisp. PexkBu3uThl
YIPaBJICHYECKUX JOKYMEHTOB HX 3HaueHue. CTpyKTypa TeKcTa M OCOOCHHOCTH O(OpPMIICHHS
yIpaBJIEHYECKUX TOKyMEHTOB. OTBETCTBEHHOCTb IIPU O(hOPMIICHUH TOKYMEHTOB.

Tema 9. Oco0ennoctTu ogopmiieHUs U BeJeHUS JOKYMEHTAIUHU 110 JIMYHOMY COCTABY.

OOmias xapakTepUCTUKAa M HA3HAYEHHME JOKYMEHTAllMM 10 JIMYHOMY cocTtaBy. OcoOeHHOCTH
JOKYMEHTUPOBAaHUSA TPYAOBBIX MpPaBOOTHOLIEHWH (odopmiieHne mnpuemMa Ha paboTy, MepeBoaa,
YBOJIbHEHUS, KOMaHJAUPOBKH, OTIyCKa). BejgeHue TpymoBbIX KHIDKEK. Bocrnuranue OTBETCTBEHHOCTH,
JTOOPOCOBECTHOCTH MPHU 0(POPMIIEHUU JOKYMEHTOB, BIUSIONINX HA CTaXK COTPYTHUKA.

Tema 10. Opranuzanus 10KyMeHT0000poTa. CHicTeMaTH3alMs M XpaHeHUe TOKYMEHTOB.

Opranusanus TOKyMEHTOOOOpOTa: pEerucTpaius U ABHKEHHE NoKyMeHToB. HomeHkiaTypa nen
OpraHu3aliiu: cojepxaHue, (opma, HOPSAOK pa3paboTku H  ympasieHUs. OCHOBHBIE TPU3HAKH
3aBeneHus aen. [lopsimox QopmupoBaHusi J0KyMeHTOB B jena. CpoKu XpaHEHHUs JIOKYMEHTOB.
OKcnepTusa IEHHOCTH JOKYMEHTOB. BblieneHue TOKyMEHTOB C HCTEKIIMMHM CPOKAMHM XpPaHEHHS.
XpaHeHue U nepegadya JOKyMEHTOB.

3.2. ConepxaHue NPAKTHYECKOT0 0JI0KA U CHMILTHHBI

Ounas popma 00yueHus (MOJTHBIH CPOK)

Ne Tema npakTH4ecKoro (CEeMMHAPCKOro, JJa0OpPaTOPHOIO) 3aHATHA
1 2
m31 HopMmaTuBHO — MeTOMYECKHE OCHOBBI IOKYMEHTAIIMOHHOTO 00ecTIeyeHHs
yIpaBICHUS
1132 Opra"n3allOHHO-NIPAaBOBAsI CUCTEMA JIOKYMEHTAINH
1133 OpraHu3aniMoOHHO-pacIops,INTENbHASI CUCTEMA
113 4 OcHOBHBIE (OPMBI TOKYMEHTO000POTa B OPraHU3aINH
113 5 ABTOMaTH3UPOBAHHBIE CPE/ICTBA B JOKYMEHTAIMOHHOM YIIPABJIEHUU
113 6 CocraneHue 1 0(opMIIEHHE OCHOBHBIX BHJIOB YIIPABIEHYECKUX IOKYMEHTOB
1137 OcoOeHHoCTH 0OPMIICHHS U BEJCHUS TOKYMEHTAIIUU N0 JUYHOMY COCTaBY
113 8 Opranuzanys J0KyMeHToo00poTa. CucteMaTu3aiys 1 XxpaHeHue JOKyMEHTOB

3aounast popma o0yueHnus (IMOJIHBIN CPOK, ycKOpeHHOe o0yueHune Ha 0a3e CIIO u Ha 6ase BO,
NOJIHOE YCKOPEHHOe 00y4eHme)
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Ne Tema npakTH4YeCKOro (CEMHHAPCKOro, 1a00paTOPHOIo) 3aHATHS
2
I131 | Opranu3anioOHHO-pacHOPsIAUTEIbHAS CUCTEMA
I132 | OcHOBHBIE POPMBI TOKYMEHTOOOOPOTA B OpraHU3aINU
I133 | CocraBnenue u oopMiIeHHE OCHOBHBIX BUJIOB YIPABJICHYECKUX TOKYMEHTOB
I134 | Ocobennoctu o(hopMIICHUS M BEJICHHUS JOKYMEHTAIMH 110 JTUYHOMY COCTaBY
3.3. O6pa3oBaTre/ibHbIE TEXHOJIOTHH
QOunas popma 00yueHus (MOJHBII CPOK)
Bun ®opma / MeTtoabl o
Ne Tema 3ansaTust Y4eOHOro | MHTEPAKTHBHOIO o yuebuoro
BpeMeHU
3aHATHA o0yuyeHHs
1 2 3 4 5
Tema 2. HopmaTuBHO —
{ | MeTOMHMYECKHE OCHOBEI m3 Keiic-Meton 100
JOKYMEHTAI[MOHHOTO O0ecTieueHust
yIpaBJIeHUS.
5 Tema 3. Oprann3allMOHHO-IPABOBAst m JlenoBas urpa 100
crcTeMa JOKYMEHTAIINH.
Tema 7. ABTOMaTU3UPOBAHHbIC
3 | cpeacTBa B TOKyMEHTAIIMOHHOM I13 Keiic-meTo 100
yIPaBJICHUH.
Tema 8. CocraBnenue u
4 | odopmiieHHEe OCHOBHBIX BUJIOB 113 Keiic-meTon 100
YIPaBIEHYECKUX JTOKYMEHTOB.
Tema 9. Ocobennoct oopmieHus
5 | u BeneHMs TOKYMEHTALUH 110 113 Ketic-meron 100
JMYHOMY COCTaBY.
Htoro % 31%

3aounasi popma o6yuenus (IOJIHBIH CPOK, YCKOPEHHOE 00yU€eHHE, MOJTHOE YCKOPEHHOE 00yUeHue)

®opma /
Bun o
MeTtoasbl % y4e0HOro
Ne Tema 3ansaTust yueOHOro
HHTEPAKTUBHOIO BpeMeHH
3aHATHUSA
o0yueHust
1 2 3 4 5)
Tewma 4. OprannzaloHHO- .
1 p 1 I13 Ketic-meron 100
pacropsiIUTEIbHASI CHCTEMA.
Tema 8. CocraBienue u
2 | opopmieHHEe OCHOBHBIX BUIOB I13 Ketic-meron 100
YIPABJICHUYECKUX IOKYMEHTOB.
Tema 9. Ocobennoct oopmieHus
3 | ¥ BeleHUs JOKYMEHTAIINH 110 113 Keitic-meTon 50
JIUYHOMY COCTaBY.
Hroro % 36%
Pa3nen 4. Opranusanusi caMoCTOATEIbHOM padoThl 00yUYaomMXxcst
4.1. Opranusanus cCaMOCTOSITEJIbHOM Pa0d0ThI 00y4alOUXCS
\ Ne \ Tema TUCHMILUIMHBI Ne Bonpocos \ Ne




PEeKOMeHyeMoil
JINTEPaTyphbl

1 2 3 4
OCHOBHBIE TTIOHATHA B 00J1aCTH

1 1-6 1-6
JTOKYMEHTHUPOBaHHUSI

9 HopmaTtuBHO — METOIMYECKHUE OCHOBBI 7-19 1-6
JOKYMEHTAI[MOHHOT'O O0CCIICUCHUS YIIPaBJICHHS
Opra"ou3ariMOHHO-IPABOBAsl CUCTEMA

3 | P H p 13-18 1-6
JOKYMEHTAIU!

4 | Opranu3aliOHHO-PACIIOPSIANTENIbHAS CHCTEMa 19-24 1-6

5 | MadopmarimoHHO-CIIpaBOYHAS CHCTEMa 25-31 1-6
OcHOBHBIE (H)OPMEI IOKYMEHTO0OOPOTA B

6 (bopMmeI oKy p 32-38 1-6
OpraHH3aIiH
ABTOMaTU3UPOBAHHLIEC CPEACTBA B

7 P peil 39-45 1-6
JOKYMEHTAI[MOHHOM YITPaBJICHUN

8 Cocragiienre U 0popMIICHHE OCHOBHBIX BHIOB 46-52 1-6
YIPaBIEHYCCKUX JOKYMEHTOB
OcobenHocTy 0POPMIIEHNS U BEACHUS

9 bop " 53-58 1-6
JOKYMEHTAIUH 110 JIMYHOMY COCTaBY
Oprauuzanuus J0KyMEHTO000pOoTA.

10| =P LI OKYM p 59-66 1-6
CucTeMaTu3aius U XpaHeHHE TOKYyMEHTOB

CoNoOA~WNE

PR R RRRERE
~Noo ok~ WNEO

18.
19.
20.
21.
22.

23.

24.
25.
26.
217.
28.

IlepeyeHb BONPOCOB, BHIHOCHMbBIX HA CAMOCTOSAITEJIBLHYIO Pa00Ty 00y4arommXxcsi
[Topsiiok perucrpanuu J0KyMEHTOB.
KoHTpo:1b 32 HCTIOTHEHHEM JOKYMEHTOB.
Ha3znauenue, BUIbI ¥ OPSAIOK Pa3pabOTKU HOMEHKIIATYPHI JIel, TpeOOBaHUS K 0(hOPMIICHUIO.
[ToaroroBka nein k mepemaye u MOPSIOK Nepeavn el B apXUB IS JATBHEUIIICTO XPaHCHHUS.
TpeboBanust K MPOBEACHUIO SKCTIEPTU3BI LIGHHOCTH JOKYMEHTOB.
Opranu3zanus paboTsl C TOKyMEHTaMHU, KOTOPbIE OTHECEHBI K FOCY/1apCTBEHHOM TaliHe.
Opranu3anys paboThl C TOKYMEHTaMH, COJEPKAIIMMH KOH(DUIEHITUAIbHYIO HH(POPMAITHIO.
CrpykTypa 1 0opMIIEHHE MTOJI0KEHUS 00 OPraHU3alUU WU O CTPYKTYPHOM TTOAPA3ACIICHUH.
OdopmiieHre 1OBEpeHHOCTEN.

. Bupl toBepeHHOCTEM.

. CTpykTypa 1 0co6eHHOCTH 0(hOpMIIEHHUS pPerylaMeHTa KOJIIETHAIbHOTO OpraHa.

. [IpaBuna opopMieHHs] UHCTPYKIIMA.

. CTpyKTypa IOJPKHOCTHOM MHCTPYKIIMHM, METOIMKA COCTABIICHUSI.

. TpeOoBaHuUs K JOKHOCTHOMY PETJIaMEHTY.

. Cucrema 11aHoBoM ToKyMeHTauuu. HazHaueHne u cocTaB IIaHOBOM TOKYMEHTALIUH.
. Bunpl, coctaBienne u opopmiieHUE MIaHOBBIX TIOKYMEHTOB.

.CocraB  uH(popmamuu, ocobeHHOCTH  O(oOpMIEHHS W  Tpolenypa  YAOCTOBEPEHHUs

OpTraHHU3allMOHHBIX JOKYMCHTOB — CTPYKTYpa U IITaTHAA YUCJICHHOCTD, IITATHOC PpAaCIIMCAHUC.
TpeboBanust K COCTaBICHUIO U O()OPMIICHUIO TTOCTAHOBJICHUH, PEILICHHH.
OTarns! IMOATOTOBKHU PACTIOPAAUTCIBHOIO JOKYMCHTA.

TpeboBanust k cOCTaBICHUIO U O(HOPMIICHHUIO MPUKA30B 110 JINYHOMY COCTAaBY.
Odopmienne NpuKa3oB, pacops>KEHUH 10 OCHOBHOM J1eATEIbHOCTH.

CoctaB u 061ua;1 XapaKTCPUCTUKA HOKYMCHTOB CHCTCMbI HH(I)OpMaI_II/IOHHO—CHpaBO‘lHOﬁ

JOKYMCHTAINU.

Tpe6OBaHI/IH K COCTaBJICHUIO H O(bOpMJ'IeHI/IIO C.Hy)KCGHBIX, OOBSICHUTEIILHBIX H JOKJIaIHBIX

3aITUCOK.
BHyTpeHHUE U BHEIIHNE JOKYMEHTHI.

TpebGoBaHUs K COCTABJICHHUIO U 0OPMIICHHIO CTIPABOK.
Bunel cripaBok. CripaBKu BHYTPEHHHUE U BHELITHHE.
TpebGoBaHust K COCTaBJICHHIO U 0OpMIIEHUIO akTa. Buber akToB. OCOOEHHOCTH YIOCTOBEPEHHSI.
[Tepenucka kak Buj nenoBoro obiieHus. CocTaB ¥ HA3HAYCHUE TIEPETIUCKH.
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29. TpeOoBaHuUs K COCTABICHUIO 1 O(OPMIICHHIO CIYKEOHOTO MUCHMA.

30. PaznoBumHocTu mucem. OcoO0eHHOCTH 0OPMIICHHUS TAPAHTHIHOTO MHChMa.

31. Ucnonb30BaHMEe CTAaHAAPTHBIX BHIPAKEHUH B JIETIOBBIX MHCHMAX.

32. JIokyMEHTHpPOBAaHUE KOJUICTHAIBLHOU JEATEIBHOCTH (elepaabHbIX OpPraHOB HCIIOJHUTEIBHON
BJIACTH, OPTaHU3aLUH, CTPYKTYPHOT'O MOAPA3/IeICHUs, COBETOB KOMUCCHM U T. 1.

33. JlokyMeHTHI, co371aBaeMbIe B TIPOIIECcCe MMOATOTOBKU COBEIIAHUSI.

34. TpeboBaHMs K COCTABJICHUIO U 0()OPMIICHHUIO POTOKOJA. KpaTKue 1 MoIHbIe MPOTOKOJHI.

35. OcoOEHHOCTH TPOTOKOJIOB 3acelqaHuii  (eJepaibHbIX OPraHOB HCIHOJHHUTEIBHON BIIACTH.
[TpoTOKOJIBI aKIIMOHEPHBIX OOIIECTB.

36. TpeboBaHUs K COCTABICHUIO M O(DOPMIICHHIO TEJIErpamMM, TeIePOHOTrpaMM.

37. CtpykTypa (PakCUMIIBHOTO COOOIIEHUS, 0COOCHHOCTH O(OPMIICHHS.

38. IpaBuiia cocTaBiieHUs] 1 OQPOPMIICHHS PELICH3UH, OT3BIBOB M 3aKIIFOYCHH.

39. DTuker cny)eObHOro MUcChMa.

40. S3bIK B CTUITB CITYKEOHBIX JOKYMEHTOB.

4.2. IlepevyeHb yueOHO-METOANYECKOT0 0OecedeHHsI CAMOCTOSTEIbHOI PadoThl 00yYalOIIMXCH

CamocrosTenpHas padoTa 00ydaronmxcsi 00eCeunBaeTcs CICAYIOMMMU YIe0HO-METOMUECKUMHU

MaTepHaJaMu:

1.  YkazaHusMu B paOouell nporpamme no aucuumiuge (m.4.1.)

2. JlexuuoHHBIE MaTepUaibl B COCTaBE y4eOHO-METOJUUECKOr0 KOMIUIEKCA 110 AUCIUIIUHE

3. 3amaHUSAMH W METOJUYECKUMH PEKOMEHJALMSMH [0 OpPraHWU3allMi CaMOCTOSTENLHOW pPabOTHI

00y4aroIuxcs B COCTaBe y4eOHO-METOANYECKOI0 KOMITJIEKCa M0 JUCIUIUIMHE.

4. T'moccapuem mo JUCUUIUIMHE B COCTaBE y4eOHO-METOUYECKOT0 KOMIUIEKCA 110 AUCIUTIIINHE.
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Pa3znen 5. ®oHa O1IeHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJISI U MPOMEKYTOYHOM
arTecTalMy 00yYAKO M XCS

DoHO  OYeHOUHbIX ~ cpedcm8  no  QuCyuniuHe — npeocmaesisem  coOol  COB0KYNHOCb
KOHMPOIUPYIOWUX — MAMEPUaios  NpeoOHA3HAYeHHbIX O USMEPeHUs  YPOBHA — OOCHUICEHUS.
00YYAIOWUMUCS YCMAHOBIEHHBIX pe3yibmamos oopazosamenvhol npocpammvl. POC no oucyuniume
UCNONb3YeMCL  NpU  NPOBeOeHUU  ONEepamusHO20 KOHMPOISL U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus k cmpykmype u codepricanuio POC Oucyuniunvl peeiameHmupyomcs
Tonoocenuem o ¢ponoe oyeHoUHbIX MAMEPUANO8 No NPOSPAMMAM BbICULE20 0OPA308AHUSL — NPOZPAMMAM
bakanagpuama, mMacucmpamypul.

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

OueHoYHbIE CPEACTBA
Kon
HHIHKATOPA
Ne KonTpoJsmpyemsle pa3iennl (TeMbl) A " P
B AMCUUTIMHBI J mn3 (Ji3, C3) | CpO
JAECKPHITOpA
JMOCTHIKEHHUS
KOMIIEeTeHIM i
1 2 3 4 5 6
OcCHOBHBIE TIOHATHS B 0071aCTH - - 6.
1 VO TPB | [ha otk oa
JOKYMEHTHPOBaHUS /-2 OIIK- 6.2
HopmaTHBHO — METOAMYECKHE OCHOBBI
2 | TOKYMEHTAlMOHHOI'O 00ecrieueHus YO KM npp | WA-3 OlK-6.1
™ WJI-4 OTIK- 6.2
yIIpaBJICHUS
raHU3alMOHHO-IIPaBOBas CUCTEMA - - 6.
3 Op 11 p VO m rpg | WA-5 OIK-6.1
JIOKYMEHTAIU! WA-6 OIIK- 6.2
OpraHu3aioHHO-PACTIOPAAUTEIbHAS WJ1-7 OIIK- 6.1
4 YO KM IIPB
cucTema NJ-6 OIIK- 6.2
HudopmaninoHHO-CIIpaBOYHAs cUCTEMA UJ-9 OIIK- 6.1
5 IIPB | /715 onik- 6.2
6 OcHoBHbIE (OPMBI JOKYMEHTOO0OPOTA B vO pp | AA-11 OIK-6.1
OopraHu3anuu nJ-10 OIIK- 6.2
ABTOMAaTH3UPOBAHHEI TBA B - - 6.
7 0 3HPO e cpelc vO KM pp | MA-1 OIK- 6.1
JIOKYMEHTAIMOHHOM YIIPABICHUU WJ1-12 OIIK- 6.2
CocraBienne u 0opMIIEHHE OCHOBHBIX - - 6.
8 Gbop VO KM TPB | [ie otk oa
BUJIOB YITPABICHUECKUX JOKYMEHTOB /-6 OIIK- 6.2
OcobennocTr 0hOPMIICHHS U BEICHHUS - - 6.
9 Gop A VO KM TPB | [ olic. oa
JIOKYMEHTAITUH [0 JIMYHOMY COCTaBY /-8 OIIK- 6.2
Opraau3anus J0KyMeHT0000poTa.
10 CECTeMaT]I-/IISaHII[/ISI Iill\fcpaHeHHep VO VO npp | A1l ONK-6.1
N1a-10 OIIK- 6.2
JTIOKYMEHTOB

3aouHas popma o0yueHus (MOJTHBIA CPOK, YCKOPEHHOE 00yUeHHE, MOJTHOE YCKOPEHHOe 00yUueHue)

OueHoYHBIE CPEICTBA
Kon

No KonTtposanpyembie pa3aesibl (TeMbI) HHAUKATOPA U
B AMCUUIIMHBI J n3 (J13,C3) | CPO | meckpunropa
AOCTHKEHU S

KOMIIeTeH Uil

1 2 3 4 3) 6

1 OCHOBHBIE TTIOHATHS B 00JIaCTH VO IIPB gﬂ—l OIIK- 6.1
JTOKYMEHTHPOBAHHUS A1-2 OIIK- 6.2
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HopmaTuBHO — METOTMYECKHAE OCHOBBI
2 | IOKYyMEHTAIMOHHOTO 00ECTIEYEHUS npg | WA OINK-6.1
AOKY 1 WJI-4 OIIK- 6.2
yIpaBJICHUS
3 OpranuzanoHHO-TIPABOBasi CUCTEMA [IPB nJ-5 OINK- 6.1
JOKYMCHTaIlMU WJI-6 OIIK- 6.2
OpraHu3annoOHHO-PaCTIOPSAUTEIbHAS MJ1-7 OIIK- 6.1
4 CHUCTEMA Yo KM I1PB WJI-6 OIIK- 6.2
WudopmannoHHO-CcIIpaBOYHAs CHCTEMA 1J1-9 OIIK- 6.1
5 IIPB | 715 Orik- 6.2
OcHoBHBIE (HOPMBI IOKYMEHTO000POTA B - - 6.
6 (popMEI 10Ky p VO pg | WA-110MK-6.1
OopraHu3alnuu MJI-10 OIIK- 6.2
ABTOMAaTU3UPOBAHHBIE CPECTBA B WJi-1 OIIK- 6.1
7 I1PB
JOKYMEHTAIHOHHOM YITPaBIICHUH WJ1-12 OIIK- 6.2
Cocrasiienue u ohopmIIeHUE OCHOBHBIX UJ1-7 OIIK- 6.1
8 KM [1PB
BHJIOB YIIPABJICHYCCKUX TOKYMEHTOB /-6 OIIK- 6.2
9 OcobenHocTr 0POPMIICHUS U BEACHHUSI vO KM npg | WA OIK-6.1
JOKYMEHTAIUH 110 JINYHOMY COCTaBY MJ1-8 OIIK- 6.2
Opranuzanus J0KyMeHTo000poTa.
10 Cp LT IOKRYM p pp | WA-11OIK-6.1
UCTEMaTH3aIHsI U XPaHECHUE WJI-10 OIIK- 6.2
JTOKYMCHTOB
11 Tenngenuun pa3BuTHs HHHOPMAIIIOHHOTO [IPB
cepBuca
1 | OOWAs XapaKTEPUCTHKA CEPBHCHOTO MPaBa. [IPB
3amuTa mpaB IOTpeOUTENs

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

YO — Ycrublit (GpoHTaNbHBINA, MHIUBUIYaIbHBIH, KOMOMHUPOBAHHBII) ONPOC

IIPB — IlpoBepka pedeparoB, OTUETOB, PpELEH3WH, aHHOTAlMH, KOHCHEKTOB, rpaduyeckoro Marepuana, scce,
NIEPEBOJIOB, PEIICHUH 3aJaHUM, BBIIIOJIHEHHBIX 3aJaHUI B DJIIEKTPOHHOM BUJE U T.J.

KM — Keiic-meton

5.2. OueHo4YHbBIE CPEICTBA TEKYIEr0 KOHTPOJIS
ITepedyenb npakTHYeCKUX (CEMUHAPCKHUX) 3aaHUI

Tema Ne 4: «Opranu3aliHOHHO-PACTIOPAAUTEIbHASI CHCTEMA)

Lenablo, 3aHATHS ABJSIETCA U3yUeHHE:

- OCHOBHBIX BUJIOB OPIaHU3ALIMOHHO-PACIIOPSAUTEIBHBIX TOKYMEHTOB.

- OcobeHHocTelt  cocTaBieHUsT U O(GOPMIIEHUS OpPTraHU3ALMOHHO-PACIIOPSAIUTEIbHBIX
JIOKYMEHTOB.

BOIIPOCHI:
- Cucrema OpraHM3allHOHHO-PACIIOPSANTENIBHON JOKYMEHTAIUU ?
- PacniopsimuTenbHble JOKYMEHTBI: MpPHKa3, pacHopsyKeHHe, IMOCTAHOBJICHHE, YKa3aHHeE,
peurenune?
Tema Ne 6: «OcHoBHBIE GOPMBI JOKYMEHTO0000POTA B OPraHU3alum»

He.]]bl(), 3AHATHSA ABJIACTCH H3YUYCHUC!:

- OcobenHocTelt cocTaBneHus U 0)OPMIIEHHUS CITYyKEOHBIX TOKYMEHTOB.

- I/IsyquHe ABWIKCHUA NJOKYMCHTOB Ha TOProBOM IMPCANPHUATUN C MOMCHTA UX CO3JaHUS 10
3aBEPIICHHSI NCTIOJIHEHNUS MM OTHPABKH.
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- Nzydenne mporiecca GopMUPOBAHUS JEIT; 03HAKOMJICHHE C OCHOBHBIMHU dTamamMu pabOThI

MO0 MOATOTOBKEC JOKYMCHTOB K apXUBHOMY XPaHCHUIO.

BOITPOCHI

Opranu3zanus 10KyMeHT0000poTa:

Yro Takoe JOKYMEHTOOOOPOT MPEANPHUITHS, U KAKOBBI IPUHLIUIIBI €T0 OpraHU3aLuu?
KakoB mops10k NpOX0KACHHS ¥ UCTIOTHEHHUST BXOASAIINX JJOKYMEHTOB?

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

Kaxkos MOPAIOK MOATOTOBKU M MPOXOKIACHUA UCXOIAIINX I[OKyMeHTOB?

Omnuiure MopsI0K MPOXOXKICHUS BHYTPCHHUX IOKYMEHTOB?

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

NookrwnpE

1. UYro Takoe HOMEHKaTypa Aen npeanpustus? Ee Buasl u 3HaueHne?
2. Yro Bel 3HaeTe 0 nopsake GopMUpOBaHUS € U PacIiOIOKEHHs TOKYMEHTOB B HUX?
3. KaxoB nopsinok nepenauu ien B apxus?

Tema Ne 8: «CocraBienue u opopmiieHre OCHOBHBIX BHI0B YIIPABJI€HYECKUX JOKYMEHTOB)»

He.]'lbl(), 3aAHATHSA ABJACTCH H3YUYCHUEC!:
- Oco0EHHOCTH COCTABIEHHS U O(I)OPMHGHI/IH OpTraHHU3allMOHHBIX JOKYMCHTOB.

BOITPOCHI:

OcHoBHbIe TPeOOBAHUS K COCTABIICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craniapTHBIX OJIAHKOB OpraHU3aILINH.

. o0muii OJTaHK TIPEATIPUSATHS.

. YTII0BOM OJIAHK MUCHhMA TIPS IITPHSITHSL.

. MIPOJIONBHBIN OJIaHK MHUCHhMa TPEITPUSITHSL.

. MIPOIOIBHBIN OJIaHK MHUCHhMa JTIOJDKHOCTHOTO JIHIIA.

Cucremsnl AOKYMCHTAIIUU:
2.0pFaHI/I3aHI/IOHHBIC JAOKYMCHTBI: YCTaB, IIOJIOKCHHUEC, HWHCTPYKIUA, MMTATHOC pacrnruCaHuc,

IIPaBUJIa BHYTPEHHETO TPYIOBOTO paclopsiaka.

Tema Ne 9: «OcodennocTH oopmiIeHHS U BeIeHUS JOKYMEHTALMH 0 JJHYHOMY COCTaBY»

Heiblo, 3aHATHA ABJISETCH U3yYeHHE:
- N3yunTh XapakTepUCTUKY Y HA3HAYEHUE JOKYMEHTAIUU 110 JUYHOMY COCTAaBY.

BOITPOCHI:
- OcoOEHHOCTH  JOKYMEHTHUPOBAHHS  TPYAOBBIX  TIpaBOOTHOIIEHWH. (OCOOEHHOCTH

odopmIIeHHs ITpreMa Ha paboTy, epeBo/ia, yBOJIbHEHHS, KOMaHIUPOBKH, OTITyCKa?

- OcoOeHHOCTH BEe/IEHUS TPYIOBBIX KHUXKEK?

5.3. TeMaTuKa NUCbMEHHBIX Pa0OT 00YyYAOIIMXCS

TemMaTHKa IOKJIAA0B 0 JTUCHUILINHE

1.
2.

N kW

N306paxenune repOOBOI CHMBOJIMKY Ha JOKYMEHTaX.

PexBHU3UT «aMONIEMa OpraHM3alliy WM TOBAPHBIM 3HAK (3HAK OOCIIY)KMBAHUS)», periaMeHTalus
UCTIOJIb30BAHUSL.

[Topsimok noanucanust 10KyMeHTOB. CriocoObl 0OPMIICHUS PEKBU3UTA «ITOAIUCH.

3aBepeHue KONui JOKyMEHTa.

ITouckoBbIe MPU3HAKU TOKYMEHTA.

PexBU3UTHI, HACHTUDHUIMPYIOLINE JOKYMEHT, €r0 aBTOpa B AIEKTPOHHOU (opMe.

ITonsaTHE «CHCTEMBI AOKYMCHTAIIUN», PA3BUTHUC CUCTCM.

Knaccudukanus cucreM T0OKyMEHTaLUU.
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9. VHuUIMpoBaHHBIC CUCTEMBI TOKYMEHTAIIHH.

10.
11.

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

21.

22.
23.

OO61mas XxapakTepuCcTHKa CUCTEMbI OpraHN3allMOHHO—TIPABOBOI TOKYMEHTALIUH.

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

JIMYHOTI'O IIPOUCXOXKICHUSA.

[TonsiTre «10KyMeHTO000pOT». OCHOBHBIC IIPABHIIA OPTAHU3AINH JOKYMEHTO000pOTA.

TexHoorHst 00pabOTKH BXOASIIMX TOKYMEHTOB.

OTHpaBKa HUCXOAIINX JOKYMCHTOB.

OCOOEHHOCTH JIBUKEHUSI BHYTPEHHHUX TOKYMEHTOB.

JIOKyMEeHTOOOOPOT B TYPUCTHIECCKIX OPTaHHU3AIHSIX.

JIOKyMEHTOOOOpOT B TOCTHHUYHOM XO3SHCTBE.

DNEKTPOHHBIA JOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMATU3aIMH JOKYMEHTO000pOTa B MHAYCTPUU TOCTETIPHUMCTBA.

Ponp noxymeHTalMOHHOrO 00€CIeYeHHsI B COBEPILIEHCTBOBAHUM YIPABIICHUS IMPEANPUATHIMU

UHAYCTPUU TOCTEIPUUMCTBA U YUPEKICHUSAMU cPepbl Typu3Ma.
JlokyMeHTalMoOHHOe  oOeclieyeHre JESITENbHOCTH — amnmnapara  yIpaBJCHUs
PEINPUITHEM.

Opranu3zanust padoThl CITyKObI JOKYMEHTAIIMOHHOTO O0ECIICYEHUS YIIPABIICHHUS.
HopMaTuBHO — METOJIWYECKHE OCHOBBI JIOKYMEHTAllMOHHOTO OOecreyeHus
JEATETLHOCTH MPEANPUATANA B UHIYCTPUHU TOCTETIPUUMCTBA.

5.4. Hepeqeﬂb BOIIPOCOB l'[pOMC)KyTO‘lHOﬁ aTTeCTallMi 10 JUCHUIIJIMHE

Bonpocs! k 3a4ery

BOoo~NoORWDNE

0.

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

19.

20.

21.
22.

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

IIpouenypa TOKyMEHTHPOBAHUS.

Jlenonpou3BOCTBEHHBIE OTIEPALIHH.

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

OO0bexTsl U 3aaun yHupukamnuu B chepe JOVY.

Bunael ctangapToB, ux craryc.

[TonsiTust «ynudunupoBanHas popma TOKyMEHTay», «popMyIsIpoOpaszer.
DopmyIsip COBPEMEHHOTO YIIPABICHYECKOTO JOKYMEHTA.

CtpyKTypa TOKyMeHTa. 3arojloBOYHas, coiepkarenbHas U opopMHUTEIbCKasl YacTH.
TpeOGoBaHMs K KOHCTPYUPOBAHUIO OJTAHKOB.

Bune! 6;1aHKOB.

. bnanku npennpusTuil pa3nuyHbBIX GOPM COOCTBEHHOCTH.

PekBU3UTHI, UCTIONB3YyEeMbIE AJIs1 U3TOTOBJICHHS OJaHKOB.
PexBU3UT «HaMMEHOBaHUE OPraHU3AlMU—aBTOPA JOKYMEHTay, TpeOOBaHUS K HEMY.
PeKkBU3UT «MeCTO COCTABIEHUS JOKYMEHTA.

TYPUCTCKUM

YIIpaBJICHUA

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

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

PexBu3uTh ((peFI/ICTpaL[I/IOHHLII‘/’I HOMEp HNOKYMCHTa», «CCbLJIKA Ha pCFI/ICTpaI_II/IOHHHﬁ HOMCp U

JaTy JOKYMEHTa.

HOp}IIIOK CoryiaCoBaHusd JOKYMCHTOB. BHYTpCHHCC N BHCIIHEC COIJIaCOBAHUC. O(I)OpMJ'ICHI/Ie

PEKBU3UTA HA OTACJIBHOM JIMCTEC.

CocraB YAOCTOBCPCHUA JOKYMCHTA. HpaBI/IHa O(I)OpMJ'ICHI/ISI PCKBU3HUTOB, YAOCTOBCPAIOMIUX

JIOKYMEHT.
OTMeTKHM Ha TOKYMEHTe, UX 3HaueHue U 0hOpMIICHHE.

Pe3omronus, ee 3HaueHue, npeabspisieMble TpeOoBaHus. OcoOeHHOCTH 0(OPMIIEHUS PE30TIOLIH

Ha OTJIeIIbHOM JIHCTE.

VYHugukanus Tekcra JOKyMeHTa.

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

3aroJ0BOK K TEKCTY TOKYMEHTa, IPUIIOKEHUS K TEKCTY, TpeOOBaHUS K UX 0()OPMIICHHUIO.
Crioco0b1 yTBepkIeHHs TOKYMEHTOB. [IpaBuiia ohopmiieHust peKBU3HUTA «TPUQ YTBEPKACHUS.

TpebGoBaHMsI K MPOCTABICHUIO PEKBU3UTA «OTTUCK TIEUATH.
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29.
30.
31.
32.
33.
34.
35.
36.
37.

38.

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

JIOKyMEHTOOOOPOT B TYPUCTHUECKUX OPTaHU3aAIHIX.

JIOKyMEHTOOOOPOT B TOCTHHUYHOM XO3SHCTBE.

DNEKTPOHHBIA TOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMATU3aIMH JOKYMEHTOO00POTa B HHAYCTPUH FOCTEIPUUMCTBA.

Ponp nokyMeHTanMOHHOro oOecnedyeHHs] B COBEPIICHCTBOBAHUU YIPABICHUS IMPEANPUATHSIMU
UHIYCTPUH TOCTEIPUUMCTBA U YUPSIKACHUSIMU CHepbl TypH3Ma.

Opranuzanus pabOThl CIYKObI JOKYMEHTALIMOHHOTO OOECIeUCHHs YIpaBJICHUS B HUHIYCTPUHU
rOCTEIPUUMCTRA.

HOpMaTI/IBHO — MCTOAHMYCCKUC OCHOBBI HOOKYMCHTALITMOHHOI'O O6CCHCLICHI/ISI YIIpaBJICHUA
JeSATeIbHOCTH TPEANPUATHI CEpBHCA.

JlokyMeHTalMoHHOE ~ O0ecreYeHnue JIeATENbHOCTH  OCHOBHBIX  IMPEINPUATHH  WHAYCTPHH
TOCTEIPUUMCTBA. ABTOMATH3UPOBAHHBIC CUCTEMbBI YIIPABJICHUS ITPOIIECCAMH.
JlokyMeHTalMoHHOe ~ OoOecreueHre JesATeNbHOCTH — amfapara YOpaBiICHUS TOCTHHUYHBIM
HpPEANPUATHEM HHIYCTPUU TOCTECIPHUUMCTBA.
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Pa3znes 6. OueHovHblIe CpeaCcTBA MPOMEKYTOUYHOM aTTeCTAIMU (C KIIYAMH)

1. 3akonuuTe Ppazy(omeem ciedyem 3anucamos ¢ MaleHbKOU OYKEbL):
OO01menne, MPOUCXOASIIIEE MOCPEACTBOM MUCHMEHHOTO TEKCTa (TTMChMa, IOTOBOPA, PACTIOPSIIUTEIILHOTO
JIOKYMEHTA, Ha3bIBACTCS
[IpaBuJbHBIA 0TBET: OMOCPETOBAHHBIM.

2. Yemanosume npasunvroe coomsemcemsue. CooTHECUTE (PYHKITMOHAIBHBIC CTUIIH SI3BIKA C UX
CoJIep>KaHUEM:
1) Pa3roBopHBIi CTHIIB
2) Hayunblii cTHIIB
3) OdurimansHO-AEI0BOM CTHIIb
4) TlyOaunuCTHYECKU CTHIIb
5) Xym0KeCTBEHHBIH CTHIIb
BapuaHTbI OTBETOB:
a) 00J1acTh HAYKU M TEXHUKHU (HayYHBIE CTAThH, JOKJIAbI, yYeOHUKH U T.]11.)
0) oOuiecTBeHHO-TIOTUTHYECKas cepa (BHICTYIICHHUS MOJTUTUKOB, U3BECTHBIX MyOIHYHBIX JIOACH,
CTaTbU ra3er, )KypHaJoB)
B) cdepa UCKYCCTBA CIIOBA (XyI0’KECTBEHHAs JIUTEPATypa: PacCKasbl, IOBECTH, POMaHbI,
CTUXOTBOpPEHUS U T.11.).
I') TOBCEIHEBHAA peub (Pa3roBOPHI € APY3bIMHU, CEMbEN, B Mara3uHe, adporopry, 0OIEeCTBEHHBIX
MecTax)
1) 006J1aCTh 3aKOHOIATENILCTBA U IETIOBOTO OOIIEHHS (3aKOHBI, PUKA3bl, PACIOPSIKEHUS, TOKYMEHTBHI)
IIpaBuabHblii oTBeT: 1-1, 2-2, 3-1, 4-0, 5-B.

1. Ilpouumaiime mexcm u 3anuwiume npasunvusiti omeem. Omeem ciedyem 3anucamo
Cc manenwbkolt — Oykevl B opraHuzaiuu 3akitOueH KOJUIEKTHBHBIM 10roBOp. C IENbio
BBISIBJICHUS BO3MOXKHBIX  YCJIOBUHM, YXYAIIAOIIMX TOJOXKEHHE PAOOTHUKOB IO
CPaBHEHHUIO C TPYIOBBIM 3aKOHOJATEIbCTBOM M HWHBIMH HOPMATUBHBIMU IPABOBBIMU
aKTaMH, COJIep>KalllUMH HOPMbI TPYJIOBOTO IPaBa, YKa3aHHBIN MPABOBOM aKT MPOXOJUT
npoueaypy...
IIpaBuIbHBIH O0TBET: YBEIOMUTEILHON PErHCTPALIMH B COOTBETCTBYIOLEM OpraHe mo Tpyay (Miau
YBeIOMHMTEJILHOM perucTpauuu) (omeem cmyoenma Mmodxcem Oblms npeodcmaesier 6 uHmepnpemayuu,
9KBUBAIEHMHOU NPUBEOEHHOMY NPABUTLHOMY OMEenty)

4. Vkaorcume npasunvhyio nocnedosamenbHocmy. B kakoil nocnenoBaTeaIbHOCTH HEOOXOAUMO MTPOUTH
CJICTYIOIINE ATAIbI MPY aHATN3€ YIPABICHUYECKUX JTAHHBIX, 4TOOBI 2((hEKTUBHO MCTIOJIb30BaTh
CTaTUCTHUYECKUE METO/IbI U 00ECIICUUTh MPUHATHE OOOCHOBAHHBIX PEIICHUI?

AHann3 JaHHBIX

dopmynupoBKa IpoOIeMbl

TloaroroBka qaHHEBIX

[Ipunsatue pemenunit

COop maHHBIX

WHTepnperanus pe3ynbTaToB

HpaBl/lJII)Hbll/l orBer:2—-5-3-1-6-5

oML E
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Pa3nen 7. [lepevyens yueOHOM JTUTEPATYPbl, HEOOXOAUMOM /151 OCBOEHUS TUCUUILINHBI

7.1. OcHOBHas JqUTEpaTypa

1. 3aitneBa, E. B. Jlemonpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAApPCTBEHHOTO H
MYHUIUIAIBHOTO yHpasieHus : yueonoe nmocodue st CIIO / E. B. 3aiinesa, H. B. 'onuapoBa. — 2-¢
n3n. — CaparoB : IlpodobpazoBanue, 2021. — 176 ¢. — Tekcr : snexrponHsiid // I{udposoit
obpasoBatenbHbiii pecypc IPR SMART : [caitt]. — URL: https://www.iprbookshop.ru/104900.html —
Pexum noctyna: ajst aBTOpU3Hp. MOJIb30BaTeNei

2. CrenanoBa, E. H. Opranusanus W CONPOBOXKACHHE 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa :
npaktukym s CITIO / E. H. CrenmanoBa. — CapatoB, Mocksa : [IpodoOpaszoBanue, At [Iu Ap Menaua,
2021. — 176 ¢. — Tekcr : anexrponHbii // Lludposoit oOpazoBarensHbiil pecypc IPR SMART : [caiit].
— URL.: https://www.iprbookshop.ru/107183.html — Peskum mocryma: s aBTOPHU3HP. [MOJIb30BATENCH

3. XauatpsH, I'. A. Opranu3zamus 1 COnpoBOXKAECHUE IEKTPOHHOTO JTOKyMEHTO000pOoTa : yueOHUK
s CIIO / T'. A. Xawatpsia, . B. Ky3nenoBa. — CapartoB, Mocksa : [IpodobpazoBanue, At [lu Ap
Menua, 2020. — 156 ¢. — Texkcr : anekrponnsii // Lludposoii odpazosarenshsblii pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum moctyma: s aBTOPHU3UP.
II0JIB30BAaTENEH.

7.2. lonotHUTE/ILHASI JIUTEPATypa

4. Kysnenora, . B. KondunennuaipbHoe AETONPOM3BOACTBO U 3AIIUINCHHBIA 3JICKTPOHHBIN
JIOKYMEHT0000poT : yueOHoe nmocobue amns 6akanaspos / M. 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 — Pexum moctymna: aast aBTOpU3Up.
II0JIB30BAaTENEH.

5. CucTeMBbl 3IeKTPOHHOTO JOKYMEHTO000pOTa : yuebHoe nocodue (1a0opaTOpHBIN MPAKTHUKYM) /
cocraButrenn M. I'. Pomanenko. — CraBpomnons : CeBepo-KaBkasckuii ¢enepaibHBIi YHUBEPCHUTET,
2019. — 109 c. — Tekcr : anexktponnslit // Ludposoit oOpazosarensHsblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3Hp. OJIb30BaTeeh

6. CrenanoBa, E. H. Cuctema anekTpoHHOT0 AOKYMEHT00OOpoTa (00IayHOoe pelieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [Tu Ap Menua, 2021. — 182 ¢. — TekcT : 31MeKTpOHHBIH /
[Mudposoit 00pa3oBaTEeNbHBIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexxum noctyma: asist aBTOpU3Hp. TOJIb30BaTeNeH

7.3. [lepeuens pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKAIMOHHO# ceTH « AHTEpHET»

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

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

3. TIO mns opranu3zanuy KOHPEpEHITHN
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http://af.attachmail.ru/Local%20Settings/Application%20Data/Opera/Opera/profile/cache4/temporary_download/3.%20http:/www.consultant.ru
http://af.attachmail.ru/Local%20Settings/Application%20Data/Opera/Opera/profile/cache4/temporary_download/3.%20http:/www.consultant.ru
http://www.www.garant.ru/

Pazgen 8. MatepunanbHo-TeXxHHYecKasi 6a3a, HeoOXoAUMAs /ISl OCyLIeCTBJIeHUsI 00Pa30BaTeIbHOI0
npouecca no AUCHUILINHE

8.1. YueOHbIe ayauTOPHH JIsI NMPOBeAeHHs] JEKIUOHHBIX M NMPAKTHYECKHX 3aHATHH (114
NPOBEJCHUS 3aHATHA JIGKIIMOHHOTO W CEMHHApPCKOTO THUIA, TPYNIOBBIX W HHIUBUIYaTHHBIX
KOHCYJIbTAIMM, TEKYIIEro KOHTPOJISI U MPOMEKYTOYHON aTTeCTallMd O0Yy4aroIIMXCs BCEX HaIpaBiICHUl
TTOJTOTOBKH).

YyebOnas aynmutopusi 000pyI0BaHa:

- Cton i mpenoiaBaTes

- Ctyn u1st mpenoiaBaTess

- Ctonbl a1t 00ydaronmxcs

- Ctynbs 1151 00y4aronmxcs

- MenoBas nocka

- KommiproTep asst mpernogaBaress ¢ BHIXOJJOM B HHTEPHET
- [IpoekTop

- DKpaH Ui IPOeKTOpa

- Komnbroteps! 17151 00yqaroniuxcst

-AKycTUYeckasi cucTeMa

8.2. Ilomemienue a1 CaMOCTOSITE/IbLHOH padoThl o0y4dawuuxcsa (moMmeleHue ooero
MOJIb30BAHUS C TOJKIIOYCHHEM K CHUCTEMaM TEJIICKOMMYHHKAIIMM W C OOECIeYeHHEM JI0CTyla B
AIEKTPOHHYIO HH(POPMAIIMOHHO-00pa3oBaTeabHyto cpeny (aoctym B cetb MuTepueT, Wi-Fi, riiobansHbie
MTOMCKOBBIE CHCTEMBI, SJICKTPOHHAS TI0YTa | T.JI.)

Crneunanu3upoBaHHas MeOenb U TEXHUYECKHE CPEeICTBA O0YUCHUS:

- Ctoxn s mpenoraBaTes

- Ctyn [uist mpenoiaBaTes

- Ctoubl A1 00yyarommxcs

- Ctynbst 1151 00y4aronmxcs

- KoMIieroTeps Juist MpernojaBaTelisi ¢ BBIXOJI0M B HHTEPHET

- KoMmibroTeps! u1st 00y4aromuxcsi BBIXOJIOM B UHTEPHET

- [TO: MS Oftice, Annexc 6payzep

- [Tudposoii oOpazoBatensHblil pecypc IPR SMART
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Pa3nen 9. Metoauyeckne ykazanus JJsi 00y4aOUIUXCsl 10 OCBOEHUIO TUCIIHIJIMHBI

VYyebnas  gucnumuimHa — «/JlokymeHTaumoHHoe oOecnmeuyeHue ynpaBJjieHuss B cdepe
rocTeNPUUMCTBA U 00LIECTBEHHOr0 MUTAHUS GOopMUpYeT 0aszy JUIsl JATBHEUIIETO Pa3BUTUS YMEHUHN
Y HaBBIKOB I10 IOKYMEHTOO0OPOTY Ha MPEANPUATUIX CEpBUCA U TypU3Ma.

lupoTa Kpyro3opa crenuanucra Jro0oro npoduist ABISETCS HACYIIHOM MOTPEOHOCTHIO HAIIETO
obmiectBa. /{1 co3nanus ycnoBuit GopmMupoBaHus OM3HEC-KPYTO30pa HEOOXOAMMAa UHTETpallis 3HAaHHH,
MOJTyYEHHBIX HA Pa3HBIX YPOBHSAX 00pa3oBaHWsA. bynyiiee MOKOJIEHHE MOHKHO OEpeKHO XPAaHHUTh U
NPUYMHOXATh JIOCTMDKEHUSI YEJIOBEYECKOW KyIbTypbl. BaxHO, 4YTOOBI OHO HE OCTaBaJIOCh
PaBHOMYIIIHBIM, & MOTJIO U3MEHSITH CE€0S M BIIMATH HA OKPY>KAIOLIUN MHUP.

AyIUTOpHBIE 3aHATUS [JOJDKHBI HE TOJBKO JaBaTh CHCTEMAaTU3UPOBAHHBIE OCHOBBI HAayYHBIX
3HAHUW 1O COOTBETCTBYIOIIEH TEME, pAaCKpbIBaTh COCTOSIHUS W TMEPCIEKTUBBI  Pa3BUTHS
paccMaTpUBaEMBIX BOIIPOCOB, CKOHIEHTPUPOBATh BHUMAaHHE OOydYalOIIUXCS HAa HauOoJee CIOMKHBIX
Y3JI0BBIX BOIIPOCAX, HO U CTUMYJIMPOBATh UX aKTUBHYIO MO3HABATEIBHYIO JEATEIHHOCTh, OPMUPOBATH
TBOpUYECKOE MblIluieHue. [Ipy n3ydeHnn TUCIUIIMH 00y4aromuics JOKEeH MOIYyYUTh IPEICTaBICHUE O
pOoJIM U3y4yaeMOM AUCIUTUTMHBI B MPAKTHUYECKOU JIeATETbHOCTH.

Jlis  ycremrHoro yCBOEHHS JIEKIIMOHHOTO MaTepHalia OOy4aromiuiicss JOJKeH MPOCMOTPETh
y4EOHYIO JIUTEPATYpy MO TEME JICKIIMH C TE€M, YTOOBI MMETh XOTS OBl MpEJCTaBIICHHUE O MpoOIeMax,
KOTOpBIe OyAyT pa3Oupathbes B JeKuuu. OH JODKEH TakKe MBICIIEHHO MPUIIOMHUTH TO, YTO YK€ 3HAeT,
KOrJIa-TO 4YWTajl, HU3y4daJl M0 APYrHM IMpeAMeTaM MPUMEHHUTEIBHO K JaHHOW Teme. [7aBHOE B
poJieNlaHHON padoTe K JeKuuu — (popMupoBaHHe CYObEKTHBHOTO HACTPOS HA XapakTep WH(opmanuu,
KOTOPYIO OH TOJIYYHUT B JIEKI[MU 1O COOTBETCTBYIOIIEH Teme. MHOrma as 3Toro ObIBaeT JOCTAaTOYHO
03HAKOMUTHCS C TUMIOBOW paboueil mporpaMMoil Uil y4eOHBIM PYKOBOJCTBOM.

3anuch JEKUUU SBJISETCS BaKHEHIIMM 3JIEMEHTOM paboThl oOyyaronierocs: Ha jgekuuu. Koncnexkr
MO3BOJIAET eMy 00paboTaTh, CUCTEMATU3UPOBATH U JIYUIlle COXPAHUTh MOMYyYEHHYIO HHPOPMAIIUIO C TEM,
yTOOBI B OyIyIIEeM OH CMOT BOCCTAHOBUTH B MaMSITU OCHOBHBIE COJZIEpPKaTEeIbHbIE MOMEHTHI JICKIUU.
Otbupas HYXHYIO HH()OpPMAIHIO, TIaBHBIE MBICIH, MPOOJEMBI, PEIICHHUS W BBIBOJBI, OOydaromieics
COKpAIlaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOXKET pa3o0paThCsl.

IIpu BeneHMM KOHCIIEKTa JIEKUMUW €CTh Marepuai, KOTOPbIH 3alUChIBAETCS JTOCIOBHO, HampHUMeED,
(GOpMYITMPOBKM HOPMATHMBHBIX aKTOB, OMpENENIEHUsS OCHOBHBIX KaTeropuil. [Ipum sTom oOyuarommmiics
JOJKEeH s ceOs B KOHCIEKTE BBIACIUTH TTIABHYIO MBICIB, UICK0 B OMPENEICHUU TOTO WIU HWHOTO
MOHSITHUS, €TO CYIIHOCTh, HE CTApPAsACh Cpa3y MOHATH €ro B JCTAIAX. ITO MO3BOJUT U3HAYAIHLHO YCBOUTH
SKOHOMHUYECKHE MOHATHSI, ONUPAsICh HA TJIABHYIO UJICI0, YICHUTH CYIIIHOCTbD.

B koHcmekTe Jeknuii 00s3aTeabHO 3aNUCHIBAIOTCS: Ha3BaHWE TEMBI JIEKIIMH, OCHOBHBIE BOIMPOCHI
1J1aHa, peKOMEHIyeMas TuTeparypa. TeKCT JIEKIIUU JOJKEH ObITh Pa3/IeieH B COOTBETCTBUH C TIJIAHOM.

C okoHYaHHMEM JIEKIIMU padoTa HaJ KOHCIEKTOM MOXXET CUMTAThbcs 3aBepiieHHoW. HyxHo eme
BOCCTAHOBUTH OTJIETIbHBIE MECTa, MPOBEPUTH, BCE JIM TMOHSATHO, YTOYHUTH YTO-TO HA KOHCYJIbTAIWH,
OPEIIPUHITh UHBIE MEPBI C TEM, YTOOBI KOHCIIEKT MOT OBITh MCIOJB30BaH B MPOIECCE MOATOTOBKH K
CeMHMHapaM, 3K3aMeHy, IJisi JaJbHEWIIEero HW3Yy4YEeHHS TEeMbl, Ha NpakThuke. KOHCHEKT JeKuuil —
HE3aMEHUMBIN Yy4eOHBIN JOKYMEHT, HEOOXOAUMBIH NIl CAMOCTOSTEIbHOU PaboTHI.

TemMaTHyeckUM TUTAHOM M3YYECHHS JUCHUIUIMHBI TPEIYCMOTPEHBI MPAKTHUYECKUE 3aHSATHS.
[ToaroTroBka K MpakKTUYECKOMY 3aHSATHUIO MIPEAIOIaraeT ABa dTana padoThl 00yJarOIUXCs.

[TepBrbIit 3Tanm — ycBOeHHE TEOpeTUYECcKoro Marepuana. Ha mepBom aTame oOydaroniuiicss JoKeH
0oTpaboTaTh W YCBOUTH YYE€OHO-TIPOTPAMMHBIN BY30BCKHW MaTepHall, HCHONB3YyS METOJUYECKUE
PEKOMEH/IAIMH 10 TTOJATOTOBKE K MPAKTHYECKOMY 3aHSTHIO.

Btopoil 3Tan npeanosaraeT BBINOJIHEHUE MPAKTUYECKOro 3ajnaHus. KOHKpeTHO Takoe 3aiaHue
JaeTcss o0ydarmeMycss TpernojaBaresieM B KOHIE 3aHSATHS, MPEAMICCTBYIOMIETO MPaKTUYECKOMY.
3amanusi JOMKHBI OBITH BBIMIOJNHEHBI MHCBMEHHO. KpoMe TOro, mo TEOpeTHYEeCKUM BOIpOcaM
00ydJaronuics J0KEH MOATOTOBUTH padoyHe IJIaHbl CBOMX OTBETOB Ha HUX.

JlomamiHee 3amaHue OOYYAIOUIUICS TOTOBUT CAMOCTOSATENbHO. [IpW BBIMOTHEHWHM OMAITHETO
3aJJaHUSl OH MOXKET IOJb30BaThCS TEXHUYECKHMMU CPEJCTBaAMH, y4eOHOW JMTEpaTypoil, KOHCIEKTaMU
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ek U a.p. Pexomenayercs uvamie oOpamaThCst 3a KOHCYNbTAIMSIMM M OKa3aHHEM HEO0OXOAMMOi
IIOMOIIM K MPEnoAaBaTensM Kadeapsl.

CaMocTosATEIbHOE U3YUEHHE KypCa IIPEAYCMATPUBAET 03HAKOMIIEHHE C BOIIPOCAMH TEOPETUYECKUX
U NPaKTHYECKUX 3aJaHui. O3HaKOMJIEHHE C BOIIPOCAMHU, HEOOXOUMO /JIs YCIELIHOM cllauu 3a4era.

W3ydyeHrne OUCHMIUIMHBI MPOBOAUTCS HA JIEKLUUAX, NMPAKTUYECKUX 3aHATHUSIX, KOHCYIbTALUAX U
IIyTEM CaMOCTOSTENbHOIN paboThl BHE ayJUTOPUH.

OdeHb BaKHO NPU U3YYEHUU AUCLUIUIMHBL 1) OCenIeHre ayIUTOPHBIX 3aHATHI; 2) BBIIIOJIHEHUE B
IIOJTHOM 00bEME U B CPOK 33aHUHIIO AUCLUIUINHE.

CamocrostenbHas paboTa 00ydJaromuxcs 10 JUCHUILIHHE OApa3ieIseTcs:

1. camocTosTENnbHOE BBIIOJIHEHHUE 33/1aHUI Ha ayAUTOPHBIX 3aHATHAX. OOBIYHO C IpenojaBareieM
pa3duparoTcsi MPaKTUYECKUE 3aJaHMsi, 3aTeM OOYYAIOUIUICS JOJDKEH CaMOCTOSITEIbHO BBIIIOJHHUTH
Jpyroe 3aJaHue 10 aHaJOTuHy;

2. CaMOCTOSITeTIbHAS TOJTrOTOBKA K MPAKTHUYECKUM 3aHATUSAM U K UTOTOBOMY KOHTPOJIIO 3HAHUM.
[TogpazymeBaer ureHue y4yeOHOro MmaTepuajga IO TeMe, JIEKIMU B TETPajM, B HEKOTOPBIX CIydasx
KOHCIIEKTUPOBaHUE JOIMOJIHUTENBHOr0 MaTepuaina. OueHuts 31oT Bua CPO BO3MOXKHO Ha IMPAKTHUUECKUX
3aHATUAX [0 YPOBHIO AKTUBHOCTH O0Y4YaIOLIErocs Ha 3aHATUU U Ka4eCTBE BBIIIOJIHEHUS UM 3aJlaHUH.

[IpakTHueckue 3aHATHS IPOBOAATCS C LENBI0 YIIyOJIEHHOTO OCBOCHHUS y4eOHOro MaTepHaia Io
TeMe, BbIpa0OTKM HAaBBIKOB B DELICHUU NPAKTUYECKUX 3a/ad, HPUOOPETEHHIO MpOo(hecCHOHATbHBIX
YMEHUM.

HeBbInosHEHHbIE B TEUEHUE 3aHATHUS 3a/1aHUS [10/1I€KAT BBIIIOJIHEHUIO BO BHEYYeOHOE BpEMs.

Hcnonp30BaHne pa3aMyHbIX BUAOB CAMOCTOATEIbHBIX paObOT IIOMOTAeT IPENOAABATENIO IOBBICUTD
YPOBEHb 3HaHUI yuallluxcs, aKTUBU3UPOBATh [103HABATEIbHYI AKTMBHOCTb, Pa3HOOOPA3UTh paboTy C
yuYalIMMHCs, KaK IpYU U3y4€HUH HOBOTO MaTepuala, Tak U 3aKperyIeHUH YK€ U3yUEHHOTO.

Crenuduka AUCHUIUIMHBI [O3BOJSET MPENoAaBaTesIAM IPUMEHATh pasnuuHble Buiapl CPO,
Harpumep, MOMUMO TPAJIUIIMOHHBIX TOKJIAJ0B U pedepaToB IO TEME, PEIICHUS IPAKTUICCKUX 3aIaHIH

I'naBHOe B npaBmiibHON opranuzaiun CPO — pazymHoe coueranue pasindsabix BugoB CPO u ¢popm
KOHTPOJISt

YciaoBusi ocBoOeHUSI 06pa3013aTe.111>H0r0 npouecca mo JMCuuIlJInHe Oﬁy‘lalOIIIPIMPICﬂ C
OrpaHUYCeHHBIMHA BO3MOKHOCTAMH 3/I0POBbHA

OOyueHue o0O0ydJarOUIMXCS WMHBAIMJIOB U OO0YyYaroIUXCS C OTPaHMYEHHBIMH BO3MOXKHOCTSIMH
3/10pOBbSl  OCYILECTBIISIETCSI TOCPEACTBOM TPUMEHEHHS] CHEIUAIbHBIX TEXHUYECKHX CpEACTB B
3aBUCUMOCTH OT BHJa HO30JIOTHH.

[Ipu mnpoBeneHuM Yy4eOHBIX 3aHATUH 1O JAUCHUUIUIMHE HCIHOJB3YIOTCS MYJIbTUMEINNUHBIE
KOMIIJIEKCBI, JJIEKTPOHHBIE YU€OHUKH U yueOHbIe TOCOOUS, alalTUPOBAHHBIE K OIPAaHUYEHUSM 37J0POBbS
o0yyJaronuxcs.

JIeKIIMOHHBIE ayAUTOPUU OOOPYAOBaHBl MYJIbTUMEIUHHBIMM KadeapaMu, MOAKIIOYEHHBIMH K
3BYKOBBIM KOJIOHKaM, IMO3BOJISIOUIMMH YCUIIUTh 3BYK /ISl KATETOPUU CIa0O0CIBIIIAIIMX 00yJaromuxcs, a
TaKXe NMPOEKLIMOHHBIMU YKpaHaMH, KOTOPbIE YBETMUMBAIOT N300paKeHNE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIPUHUMATh y4eOHYI0 HH(OpMaIMIO0 00yJaloIUMCs ¢ HApYILIEHUSIMU 3pEHHUSI.

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

OOyyaronyecs € OrpaHHMYEHHBIMM BO3MOXXHOCTSIMH 37I0pOBbS, OO€CleueHbl MEYaTHBIMH H
3JIEKTPOHHBIMU 00pa30BaTENIbHBIMU pecypcamMu (IporpaMmbl, yueOHUKH, ydeOHbIe TOCOOUs, MaTepUalIbl
JUISL CaMOCTOSITEIbHONU padoThl U T.1.) B opMax, aJanTHUPOBAHHBIX K OIPaHUYEHHSIM HMX 3JI0POBBS U
BOCIIPUATHS UHPOPMALIUU:

JAJIS1 JIML ¢ HAPYIIEeHUsIMU 3PeHus:

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina;

JJIS JINL ¢ HAPYLIEHUSIMM CJIyXa:

- B IeYaTHOH popme;

- B (hOpMeE IIIEKTPOHHOIO JOKYMEHTA;
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JJIS1 JIMIL ¢ HAPYIIEHUSIMU OMOPHO-IBUTATEJILHOTO annapara:
- B Ie4aTHou opme;

- B (hopme 3IeKTPOHHOTO TOKYMEHTA;
- B popme ayaunodaiina.
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y‘-IGGHO'MCTOI[I/I‘-ICCKOG n3JaHuc

Pabouas nporpamma y4eOHOM TUCIUTUIUHBI

JdoxkymeHTallMOHHOE o0ecnieuyeHne ynpaBJjeHus B cepe
roCTeNPpUUMCTBA U 001IECTBEHHOT0 MUTAHUS

(Haumenosanue OucCyuniunvl 8 COOMeemcmsuu ¢ y4eOHvlM niaHom)
YymakoBa ExaTtepuna AjekcaHIpOBHA

(Damunus, Ums, Omuecmeo cocmasumensi)
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