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1. llean u 3aga4uy JTUCHUILIHHDI
Llenp AUCIUINIINHGL:

Lenv oucyunaunsr «OCHOBBI JEIONPOU3BOJACTBAY» COCTOUT B OOYYEHHMH CTYICHTOB
IpaBUJIaM COCTaBIICHHUS U O(OPMIIEHUS JTOKYMEHTOB, 00paOOTKH M MOJATOTOBKH JOKYMEHTHOMH
uH(pOpMaIMY, BOHUKAIOIICH B Ipolecce AESTEIbHOCTH OpraHu3auuil. B 3amaun nucuuIumHb
BXOJUT HAYYUTh CTYACHTOB: IMpPAaBUILHOMY O(GOPMICHHIO TEKCTOBOTO M  TaOIMYHOTO
MaTepuaa; COCTAaBJICHUI0 M  OQOPMIICHUIO CIYXKEOHBIX, JEJIOBBIX JOKYMEHTOB C
UCII0JIb30BAHUEM [IEPCOHAIIBHOTO KOMIIBIOTEPA.

OcHoBHOM 3a0aueii Oucyuniunsl «OCHOBBI JIEIONPOU3BOJICTBA» SIBISETCA: - JaTh

CIIenuaJIbHbIC 3HAaHUS B obnactu ACJIOIIPOU3BOACTBA U BEACHUA CJ'Iy>KC6HOﬁ JOKYMCHTAIlUU;
ano6peTeHHe MMPAKTUYCCKHUX HABBIKOB.

2. MecTO TUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHOMH MPOrpaMmbl

JucuunnuHa oTHOCUTCS K 6a30Boi yacTu mpodeccruonanbHoro nukia. Kype onupaercs
Ha 3HaHHiA, YXKC IIOJYUCHHBIC CTYACHTAMHU 110 JUCHUIINIMHC, PUTOPHKA, BBCACHHUC B
CTEeNUAITBHOCTD U HH(OpMaTHKA.

B cBoro oucpeanb, IIaHHBIﬁ KypC, IOMHUMO CaMOCTOATCILHOI'O 3HAYCHHA, ABJIACTCA
MPEAMIECTBYIOMIEH TUCHUILUTMHON NJii KypCOB: TOCYJAapCTBEHHAs W MYHHUIMIIAJIbHAS CIIyxO0a,
OCHOBBI YIIPABJICHUS [IEPCOHAIIOM.

3. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs 10 JHCHHUIIJIMHE
(Moay.110), COOTHECEHHBIX C HHAMKATOPAMH JOCTUKEHUS] KOMIIeTeHIIUH

Taoauma 1
AHAMKATOPbI I[nanupyemble pe3yJibTaThl 00y4eHHUsI IO
Ko mo ®I'oC OCTHIKEHHSI aucuumianne (3YB)
IIpodeccnonanbubie
IIK-4. Ciocoben IIK 4.3. Binaneer 3HaTh: MOPSIIOK COCTABICHUS, YUETA,
pa3pabarsiBaTh U TEXHOJIOTHSIMHA PA0OThI | XpaHECHHUS, 3aIUThI, nepeavn Ciry)xeOHoM
peaiu30BbIBATh ¢ O0paIeHUSIMHU JIOKYMEHTAIIMH B COOTBETCTBUU C
MEPOIIPHUSITHS IO rpaxaan TpeOOBaHUSIMH JJOKYMEHTOO0OPOTA.
OpraHM3alNU ACSATEIbHOCTH YMeThb: JIOTUYECKH, BEPHO, aApTYMESHTHPOBAHO
OpPTaHOB TOCYIaPCTBEHHOM U SICHO CTPOUTH YCTHYIO U ITMCBMEHHYIO PeUb.
BiacTu Poccuiickon Baagern:
®denepanuu, OpraHoB - CIIOCOOHOCTHIO K A3PHEKTUBHOMY JIETIOBOMY
roCyJapCTBEHHON BJIACTH 0OIIeHNI0, TyOIMYHBIM BBICTYTUICHUSIM,
cyobekToB PD, opraHos IIeperoBopam, IMPOBEACHUIO COBEIIAHUH,
MECTHOT'O CaMOYTIPaBJICHHUS JICJIOBOM MEPETTUCKE, SEKTPOHHBIM
KOMMYHHKALIHSIM;
- HAaBBIKAMM COCTABJICHUS, YUETa,
XpaHEHUs, 3aIUTHI, nepeavu CIry>keOHOH

JOKYMEHTAIIMU B COOTBETCTBUH C
TpeOOBaHUSIMU JOKYMEHTOO00POTA;

- OCHOBHBIMH  CIIOCOOaMU U CPEICTBAMHU
WH(POPMAIIMOHHOTO B3aMMOJICHCTBYS,
MOJTyYCHUS], XpaHEHHUs, TepepaboTKHy,
WHTEPIPETALUU HHPOpMALINY, HATHIHEM
HaBBIKOB,;

- paboTHI ¢ HHPOPMAITMOHHO-
KOMMYHHKAIIMOHHBIMU TEXHOJIOTHSIMH.




4. O0beM JUCHHUILVINHBI ¥ BUABI Y4eOHOI padoThl

Tao0auna 2
Bcero CemecTpsl
Bun yueoHoii pa6éoTnl 4yacos/ 3a4. eA. 3 6
o®0 390 090 | 390
KoHTakTHas padoTa (Bcero) 51 32 51 32
B Tom uncie:
Jlexin 17 16 17 16
[IpakTHueckue 3aHsATHS 34 16 34 16
CemuHapbI - - - -
JlabopaTopHbie pabOTHI - - - -
CamocrosiTenbHas pa6ora (Bcero) 93 112 93 112
B tom uncne:
Kypcosas pa6ora (mpoekr) - - - -
PacuetrHo-rpadmueckue paboTh - - - -
TP - - - -
Pedepatsr 36 28 36 28
Joxmager - 28 - 28
IIpe3eHTanuu - - - -
U (unu) Opyeue 6udvl camocmosimenvHou pabomol.
[Toarororka K JiabopaTopHEIM paboTam - - - -
[TonroroBka K NpakKTHYECKUM 3aHITHUIM 34 24 34 24
[loaroTroBka K 3aueTy 23 32 23 32
IToaroroBka K s3K3aMeHy - -
Bua oTyeTHoCTH 3a4yer | 3aver 3a4yeT | 3a4er
Oo0mast Tpy10eMKOCTh BCET'O B yacax 144 144 144 144
JUCIHILINHBI BCEI'O B 3a4. equHHIAX 4 4 4 4
5. Conep:xkanue TUCHUILIHHBI
5.1. Paznenbl AMCUMILUIMHBI M BUABI 3aHATHI
Ta6auna 3
Yacol Yacsl npaxr.
Ne HaumenoBanme pasgesa Yacs! Jexi. aad. |(cemmnapckux) | Bcero
n/n AUCHHUILIHHEI II0 ceMecTpam 3aHATHH 3aHATHH 3aHATHH 4acoB
3 cemecTp
Opranu3zaius 1eJI0NpOU3BOJICTBA.
1. | Yaudukanus v craHzapTH3anus 2 - 6
JIOKYMEHTOB.
OcHoBHbIe TpeboBaHMS K 0()OPMIICHHIO
2. | IOKYMEHTOB. 2 - 6
OpraHn3aiuoHHO-PacoOPsAUTENbHAS
3. | IOKyMeHTalMs B yIPaBICHYECKOH 2 - 6
JIeSITeTTbHOCTH.




Cayx0a TOKyMEHTaIllHOHHOTO
obecriedeHus yIpaBIIeHUs, €e CTPYKTypa,
4. (yHKIMH, JODKHOCTHOM COCTaB. 2 4 6
CopnepxaHne OCHOBHBIX MPOLEAYp paboThI
5. | ¢ moxkymenTamu. [Iporeaypst 06paboTkm 2 4 6
BXOJAIINX, UCXOAAIIUX U BHYTPECHHUX
JOKYMCHTOB.
Jenonpon3BoACTBO B yIPABICHUECKON
6. | nesreapHOCTH. BXOaamas n ucxomsmas 4 8 12
JIOKYMEHTalHs.
7. | TumoBas TEXHOJIOTHS OPraHU3aIUH 3 6 9
JIOKyMEHT0000pOTA.
17 34 51
5.2. JleKuMOHHbIE 3aHATHS
Tao6auna 4
Ne | HammeHnoBaHue paszaesa
Coaepixanue pasjiena
/1 | AMCUMILINHBI
Opranuzanus [ToHsiTHE O TOKYMEHTAX M CIIOCO0aX TOKYMEHTUPOBAHUS
JEJIONPOU3BOJICTBA [TonsTue o knaccudukau T0KyMEHTOB.
Yuudukauus u JIOKyMEHTBI 110 IMYHOMY COCTaBY.
1 CTaHapTU3ALM JIOKYMEHT B CHCTEME yNpPaBIICHUS.
" | TOKyMEHTOB. OCHOBHbIE IOHATHS AEIONPOU3BOACTBA U
JIOKYMEHTOO000pOTA.
Knaccudukanus 10KkyMeHTOB
OcHoBHble TpeOoBanusg k| OOuMe TpeboBaHus K CO3JaHUIO TOKYMEHTOB.
oopmieHuro OdopmneHne peKkBU3UTOB JOKYMEHTA.
2. | TOKYMEHTOB. biianku 1OKyMEHTOB.
Opranu3alnoHHO- Buipl opraHu3aiimoHHO-PACTIOPSTUTETHHBIX JOKYMEHTOB.
pacnopsiiuTeNnbHas Opranu3alvoOHHbIE TOKYMEHTHI.
3. | moKyMeHTanus B NudopmaninonHo-cripaBoyHas JOKyMEHTAITHSI.
YIPABJICHYECKOU
JIeSITEJIbHOCTH.
Cnyxba Cryx0a nenonpon3Bo/ICTBa KaK OTPACIb AESTEIHHOCTH,
JOKYMEHTAIMOHHOTO obecrnieunBaroias JOKyMEHTUPOBAHUE U OPTaHU3AIHIO
oOecrnieueHus yrnpaBieHus, | paboThl ¢ OPUIIHNATBHBIMHU TOKYMEHTaMHU.
4 | €€ CTPyKTYpa, byHKIUH, JIOKyMEHTO0O0POT Kak TexHoJornyeckuii mporuecc. Ilotoku

JOJIKHOCTHOU COCTAaB.

JOKYMEHTOB U UX COCTaB.
HpOI/ICXO)K,I[CHI/IC HUCXOAAIINX U BHYTPCHHHUX JOKYMCHTOB.




ConeprxaHre OCHOBHBIX
nporenayp paboTsl ¢
AOKYMCHTAaMH.

Oo6ume nonoxenus. @opMupoBaHue Jeil.
CopepxaHuie OCHOBHBIX ITPOLIEYP padOThI C JOKYMEHTaMHU.
MapuipyT ABHKEHUS JOKYMEHTOB. CxeMa

5. | IIpouemypsl 00pabOTKH
JIOKYMEHTOO0O0pOTa. ABTOMATH3AIIMS JIBM)KCHHS JJOKYMEHTOB.
BXOJIAIINX, UCXOAAIIUX U
BHYTPEHHUX JIOKYMEHTOB.
Jlenonpon3BoACTBO B O06paboTKa MOCTYNAIOUINX U OTIPABISIEMBIX TOKYMEHTOB.
YIPaBJICHYECKOM HenoBoe nucbmo.

6. | mesrensHocTH. BXoasmas | TpeGoBaHusi, NpeabsBisSeMbIe K TEKCTY CIIYKEOHOTO IHChMA.
1 UCXOJIAIIAs [ToaroroBka TOKYMEHTOB JJIsI XpaHEHUS B apXHBE.
JIOKYMEHTAIHSI.

Tunosast rexHosOrHs KoHTpoJib HCTIOJIHEHUS U XPaHEHUE IOKYMEHTOB
Oopranusanuu YIPaBIECHYECKOHN AEATEIbHOCTH.
. JIOKyMEHTO000pOTa. Homenknarypa aein. CocTaBieHHe HOMEHKIATYPBI €.

(DOpMI/IpOBaHI/Ie " OIICPATUBHOC XPAHCHHUC ACII. Iloaroroska
JAOKYMCHTOB K II€pCAa4YC HA apXUBHOC XPAHCHUC.

5.3. JlabopaTopHbIe 3aHATHS
JlaGopaTopHble 3aHATHS He NPeTyCMOTPEHbI

5.4. IlpakTHdeckue 3aHATUS (CEMUHAPBI)

Taoauna 5
Ne | HammeHoBaHue paszaesa
Coaepixanue pasjiena
/1 | IMCUMILJIMHBI
Opranuzanus Omnpenenenne OCHOBHBIX TEPMUHOB: JOKYMEHT,
JIeJIONPOU3BOICTBA JOKYMEHTUPOBaHUE, OPUIIMATIbHBINA, TUUHBIH JOKYMEHT.
Yuudukanus u I'pynnupoBaTh JOKYMEHTSHI 10 COZIEpKaHUIO, IO (hopMme, 110
1. | cranmaprusanus MIPOUCXOXKACHUIO, 110 BUAY oopmiieHns. CoBpeMEeHHbIE
JOKYMEHTOB. 3aKOHOZATEIbHBIE U HOPMATUBHO-METOANYECKUE HCTOUHUKH
10 J1e10npon3BoACTBY. CocTaByHU(PHUIIMPOBAHHBIX CUCTEM
JOKYMEHTaIMH.
OcHoBHble TpeOoBaHust K | OnpezieieHre TEPMUHOB «PEKBU3UTHI», «HopMyIIspy,
0(OpMIICHUIO «Omank». CocTaB peKBU3UTOB OPTaHU3AIMOHHO-
JOKYMEHTOB. pacnopsANTENbHBIX JOKYMEHTOB U CXEMA UX PACIOJIOKEHUS
2 10 rocyAapcTBEHHOMY cTaHaapTy. KoHcTpynpoBanue
' OJITaHKOB KOHKPETHOM OpraHu3aiiu; opopmMiIeHHEe OCHOBHBIX
pexkBuzutoB  OPJl. IOpuanueckn 3HAYMMBIE DPEKBHU3UTHI:
MOJIMHCh; 1aTa JOKYMEHTA; IleuaTh; rpu( yTBEp:KICHUS
JIOKYMEHTA; pErUCTPAIlMOHHBII HOMEpP JOKYMEHTA.
OpranuzannoHHO- OcHoBHble Bubl U pazHoBuaHOCTH OPJI, BXOAsmME B
pacropsiIuTesbHas YCOP/, u npaBuna ux opopmiaeHus.
3. JIOKyMEHTAIUs B
yYIpaBJIEHYECKOMN
JESITEIBHOCTH.




Cnyx0a OdopmiteHUs1 OCHOBHBIX BHJIOB M Pa3HOBUHOCTEH

JOKYMEHTallMOHHOTO OpPraHU3alMOHHO-PACIOPSAIUTEIBHBIX U

oOecrieyeHus yrpasieHus, | HHPOPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB. OCHOBHBIE
4 ee CTPYKTypa, QyHKIHH, croco0bl JOKYMEHTUPOBaHUs. OCHOBHbIE COBPEMEHHBIE

JIOJKHOCTHOM COCTaB. TEXHOJIOTUH, IPUMEHSEMbIE TIPH OPTraHU3auy PabOTHI C

JOKYMEHTAMU B YUPCKICHHUAX.

CozepxaHne OCHOBHBIX Joxymentoobopot. O6beMaokymeHToo00poTa. MHCTpyKIMs

npoueayp paboTsl ¢ 0 JIEIONPOU3BOICTBY. OOpadOTKATIOCTYIAFOIIHX

NOKYMCHTaMH. nokyMmeHToB. OOpaboTKa oTpaBisieMbIX10KyMeHTOB O0miue
5. [pouenypst 06paboTKH nonoxxenus. @opmuposanue Aen. [loaroToBka 10KyMEHTOB.

BXOSAIIMX, UCXOMAIUX U | OpraHu3anus JT0KyMEHTO000pOTa U COCTABJICHUE
BHYTPCHHUX NTOKYMCHTOB. | HOMEHKJIATYPHI JeJT CIIY>KOBI KaJIpOB, XPAaHEHUIO U
UCIIONIb30BaHN0. Opranu3anus Je10MpOU3BOICTBA.

JlenonpounsBoacTBo B IlepeueHp OCHOBHBIX J3TanoB pPadOTHl C JIOKYMEHTaMu
yIPaBIECHYECKON YUPEXKICHUSX. Cocrasnenune HOMEHKJIaTyphbl ne
JeSITeNbHOCTH. Bxogsmas | ¢popMupoBanue jena A TEKYHIEro MOCIEAYIOIIEro
5 Y UCXOASILAs xpaHeHus. [logroroska gen ciayxObl KaJpoB K apXUBHOMY
" | mOKyMeHTauusl. XPAaHEHUIONOPSI0K XPAHEHUs JIeN U UX Tepeiauu B
rocynapcTBeHHbii apxuB. Kommepueckas TtaiiHa. CBenenus,
OTHOCSIIMECS KOMMepUYecKoi Taitne. /lenoBast nHpopmanusi.
3amuTa JOKYMEHTOB, COACPKAINX KOMMEPYECKYIO TalHYy.
TurnoBast TEXHOJIOT U CocraBieHne HOMEHKIATYphl 1e1. PopMupoBaHue 1
7 [opramusanun olepaTUBHOE XpaHeHue aei. [loaroroBka 10KyMEHTOB K
" |moxymeHTOOOOpOTA. nepesadye Ha apXUBHOE XPAHCHHUE.

6. CamocTosiTe1bHast padoTa CTY/IEHTOB 110 JHCHMIIIUHE
6.1 TeMbI 1J151 CAMOCTOSATETLHOT0 H3yYEeHH S

Cnoco0Obl OpraHu3alui cCaMoCTOATEILHON paOOThI CTY/ICHTOB:

- ayIUTOpHAas CaMOCTOSITeNbHAas paboTa MO AMCHUIUIMHE — paboTa, BHIMOIHSAEMAas Ha
y‘-Ie6HI)IX MPAKTUYCCKUX 3aHATUAX I104 HCEIOCPCACTBCHHBIM PYKOBOACTBOM W KOHTPOJIEM
MpenoaaBaTes U 1Mo ero 3aJaHHIo;

- KOHCYJIbTalUM — B paMKaX KOTOPLIX HOpPCrnogaBaTciib, C O)IHOfI CTOPOHBI, OKAa3bIBACT
WHAUBUAYalIbHbIE KOHCYJIBTAIIMHU 110 X0y BHITIOJHEHHS CAMOCTOSITENBHBIX 3aJJaHHii, a ¢ IpYyron
CTOPOHBI, OCYHIECCTBJIACT KOHTPOJIb U OLUCHUBACT PE3YJILTAThI OTUX WHANBUAYAJIbHBIX SaI[aHI/II\/'I;

- BHEAYJAUTOPHAsl caMOCTosITeNbHAsl paboTa — paboTa, BBIMIONHsAEMAsi BHE ayJIUTOPUU TIO
3aJJaHAIO TIPEToIaBaTeNsl, HO 0€3 ero HEMOCPEICTBEHHOTO YIaCTHSI.
®opmamu BHeayauTopHOii CPC SBIAIOTCS: MOBTOpEHHE JEKIIMOHHOTO MaTepuaia,
pabota ¢ y4eOHOM JUTEpaTypoil, TOATOTOBKA K TMPAKTUYECKUM  3aHSTHIM,
KOHCIIEKTUPOBaHHE BOMPOCOB, KOTOPBIE CIIEYET U3YIUTh CAMOCTOSTENBLHO.



6.2. TeMbI Ha CaMOCTOATECJIBbHYIO MOATOTOBKY K MNPAKTHYCCKUM 3aHATUAM

Taoaumna 6

1. | CoBpemeHHOE rOCyIapCTBEHHOE PETYIUPOBAHUEICIONPOU3BO/ICTBA. 3aKOHOIATEIbHOE
pEryJIrpOBaHUE ICIONPOU3BOICTBA.

2. | Bo3HuKHOBEHME U pa3BUTHE OTEYECTBEHHOIO JEIONPON3BOICTBA.

3. | Odopmienue yrpaBIeHYECKUX TOKYMEHTOB.

5. | OcoOEHHOCTH SI3bIKA U CTHJIS CITYKEOHBIX JOKYMEHTOB.

6. | Opranmzarus ciayxObl IeTONPOU3BOJICTBA.

7. | Opraamzanus JOKyMEeHT0000poTa.

8. | MudopmarnmonHo-crnpaBoyHas paboTa 1Mo JOKyMEeHTaM.

9. | Opranu3anus KaipoOBOro JEJIONPOU3BOCTBA B CIIYKO€ YIPABICHHUs IEPCOHAJIOM.

10. | [ToHsiTHE TOKYMEHTUPOBAHUS YIIPABICHYECKOM NEATEIbHOCTH.

11. | FOpuaunueckast cuia JOKYMEHTA.

12. | Ponb ¥ CyIIHOCTH TOCYAApCTBEHHOM CHCTEMbI JOKYMEHTAIMOHHOTO O0eCreYeHHs
yIIpaBJICHUSL.

13. | [opsitok cornacoBaHUs M MOITUCAHUS CITYKEOHOTO JOKYMEHTA.

14. | Yuudukanuus u cTangapTusaiys ynpaBieHYeCKHX TOKYMEHTOB.

15. | Ilopsimox 3amosHeHHs TUITOBBIX (JOpM U TpaBmiia 0hOPMIICHHUS YIIPABICHYECKUX
JIOKYMEHTOB.

16. | PexkBU3UTHI IOKYMEHTA U UX MpeIHAa3HAYCHHE.

17. | Ponb u BuABI yIIPaABICHYECKUX JTOKYMEHTOB, UCIIOJIb3YEMbBIX B I€ATEIbHOCTUKAIPOBBIX
CITYX0.

18. | TpeGoBaHus K COAEPIKAHUIO, CTPYKTYPE U CTHIIIO M3JIOKECHHS YIPaBIECHYECKUX
JTIOKYMEHTOB.

19. | HopmatuBHO-MeToAMYECKas 0a3a KaJJpOBOM JOKYMEHTAIMH.

20. | ITepeueHb U cofepkaHUE OCHOBHBIX JIOKYMEHTOB IO JJMYHOMY COCTaBY,
PETYIUPYIOMIKX B3aNMOOTHOIICHHS NPEANPHUATHI 1 paOOTHUKOB.

21. | OdopmiieHHEe KaIpOBbIX MPUKA30B, BHIIMCKA M3 IPUKA3a.

22. | Odopmitenue 3asBieHMs, aBTOONOrpaduu, XapaKTePUCTHKH, PE3IOME.

23. | TpynoBast kamxkka. [IpaBuia ohopmaeHHs TPYIOBBIX KHUKEK.

24. | HoxymeHT0000poT. OCHOBHBIE 3TAIBI JOKYMEHTO000pOoTa. TexXHOIOTHS PaboThI C
BXO/ISIIIUMH TOKYMEHTaMHU.

25. | Texnonorust 00pabOTKH BHYTPEHHUX M UCXOJISIINX JOKYMEHTOB.

26. | PerucTpanms TOKYMEHTOB ¥ KOHTPOJIb HCIIOJTHEHHS IOKYMEHTOB.

27. | Homenknatypa e Ha NpeAnpusiTHU, GopMHUpoBaHue U opopMiIeHue Jell.

28. | [loaroToBka TOKYMEHTOB Ha apXUBHOE XpaHEHHE.

29. | Opranu3zaiysi 1 0cOOEHHOCTH MpUEMA MOCETUTEIIEH PYKOBOAUTENIEM.

30. | [opsmok paboTHI ¢ MMCHbMEHHBIMH OOpaIIEHUSIMH TPAXKIAH.

31. | llogroroBka u 00CITyKMBAaHUE COBEIIAHUN.




6.3. TeMbl I CAMOCTOSITEJILHOTO U3Y4YEHUS

Taoauua 7

Ne

n/n Tembl A5 pedepaToB

1. | Llenu u3ydeHus U 3a7aun Kypca J1eJI0NPOU3BO/ICTBA, ONpeIelIeHHE AEI0IPOU3BOICTBA.
Posb TOKYMEHTAIIMOHHOTO 00ecneueH s B YIPaBJICHUH.

2. | Kparkas xapakTepucTUKa TPHKA3HOT0,KOJUIEKCKOTO M UCTIOIHUTEILHOTO
JeJI0NPON3BOJCTBA B Poccuu.

3. | HopmaTtuBHO-TIpaBoBOE 0OecIieueHue JesTeIbHOCTH CIYXO0 JIeI0MPOU3BOICTBA, CTPYKTYpa
U COZIep’KaHMe MHCTPYKIMH 10 AEJIONPOM3BOJCTBY Ha IPEAIIPUATHH.

4. | TlonsTue «10KyMEHT», ero ¢pyHkus. Knaccupukanys J0KyMEHTOB IO OCHOBHBIM
IIPU3HAKaM.

5. | [lonsarue «pexkBu3uT». [locTOSIHHBIE M IEpEMEHHBIE PEKBU3UTHI.

6. | XapakTepucTuka peKBH3MTOB 3arolOBOYHON 4aCTH HOKYMEHTa, UX TepeueHb
TpeboBaHuUs K 0)OPMIICHUIO.

7. | XapakTepucTHUKa PEKBU3UTOB COJEPKATEIbHON YaCTH JOKYMEHTa, UX MNEepedyeHb U
TpeboBaHUs K 0)OPMIICHUIO.

8. | XapakrepucTuka peKBU3UTOB O0(OPMIIAIOLICH YacT JOKYMEHTa, UX MEpeYeHb U
TpeboBaHUs K 0)OPMIICHUIO.

9. | Branx JOKYMEHTa, BUABI OJIAHKOB OPTaHU3AI[OHHO-PACTIOPSIIUTEIBHBIX
nokyMeHToB. TpeboBaHus K Oi1aHKaM, pa3Mepsbl MoJeil 0JaHKOB.

10. | Opranu3annoHHble TOKYMEHTHI, UX Ha3HaueHHe U posib. OCHOBHbBIE BHUJIbI U
oOurenpaBusa 0pOpMIICHHUSL.

11. | Obuas xapakTepucTHKa JOJKHOCTHOM MHCTpyKIuH. OnpeneneHue, CTPyKTypa
coJiepyKaHus, MOPSI0K 0pOpPMIICHHS M1 OCHOBHBIE PEKBU3HTHI JJOKYMEHTA.

12. | HTatHoe pacnucanue. OOIas XapakKTepUCTHKA TOKYMEHTa; (hopMa HCIIOIHEHMS,
CTPYKTYpa COJepKaHuUs, MOPSIOK 0POPMIICHHS M PEKBU3UTHI JIOKYMEHTA.

13. | PaciopsimuTensHbIe TOKYMEHTHI, UX HAa3HAYEHUE M POJIb B YIIPABICHUU.
OCHOBHBIEBU/IBI PACTIOPSIIUTENIBHBIX JOKYMEHTOB M O0IIKE MpaBuiia 0hopMIICHHSL.

14. | Ilpuka3 mo ocHOBHOU neaTrenbHOCTH. CTPYKTypa TEKCTa MpUKa3a, MOPsI0K ero
pa3paboTKu U IpaBuiIa 0popMIIeHHUs PEKBU3UTOB. Bhinncka U3 npukasa.

15. | Vkazanue. O6mas XapakTepUCTUKA TOKYMEHTa, CTPYKTYpa €ro TEKCTa, MOPSAIOK
0c00E€HHOCTH 0QOPMIICHHS, PEKBU3HUTHI YKa3aHHUsL.

16. | MadpopmaninoHHO-CIIPAaBOYHBIE TOKYMEHTHI, UX Ha3HAuU€HHE M POJIb B YIIPaBICHUH.
[lepeyeHb OCHOBHBIX BUIOB HHPOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

17. | Axt. Obmias xapakTepucTHKa JOKYMEHTa, CTPYKTypa TEKCTa, MOPAIOK pa3paboTKH
1 0(hOpMIICHHSI pEKBU3HUTOB aKTa.

18. | IIpoTtokosn. OOmiass xapakTepUCTHKAa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSIOK
pa3paboTKu ¥ 0(hOPMIICHHS PEKBU3UTOB IMPOTOKOJIA.

19. | HoknanHas, oObscHUTENbHas 3amucka. OOmas XapakTepUCTHKA JIOKYMEHTOB,
opsAI0K 0(OpMIICHHSI PEKBU3UTOB CITYKEOHBIX 3aITUCOK.

20. | CopaBka. Buasl cmnpaBok OOmasi XapakTepUCTUKAa JOKYMEHTa, PEKBU3UTHI
CIPaBOK, 0COOEHHOCTH 0(OPMIICHHUSI.

21. | CnyxeOnoe muceMo. Buasr mnucem. CrpykTypa, MNOpSAOK  OGOPMIIEHHS,
TpeOOBaHMUs KIIMChMY, PEKBH3HUTHI TMChMA.

22. | Tenerpamma u Tenedonorpamma. OO1mas xapakTepuCTUKA JOKYMEHTOB, MOPSAIOK
oopMIIEHUS PEKBU3UTOB.

23. | IokyMeHTBI MO JUYHOMY cocTaBy. llepedeHb nOKyMeHTOB. OCOOCHHOCTH 3THX

JIOKYMEHTOB. 3




6.4 IlepeuyeHb Y4eOHO-METOANMYECKOT0 00ecTIeYeH sl IJIsl CAMOCTOSITETbHOI padoThI

1. baiikoBa N.}O. [JokyMeHTOOOOPOT M ACIONPOU3BOACTBO. KaK OPraHM30BaTh padoTy
¢ nokymentamu / 1.10O. baiikoBa. — M.: Dkemo, 2021, — 288 c.

2. bacakoB M.U. JlenonpousBoactBo. Koncnekr neknuii / M.M. bacakoB. — PoctoB
u//1.: ®enuke, 2020. — 192 c.

3. bacakor M.U. JlokymeHTannonHoe obecrneuenue ynpasienus / M.M. bacakoB. —
PoctoB H//I.: ®enuke, 2019. — 413 c.

4. Baromuna M.B. Jlemonpou3BojacTBo B Bompocax W orBerax / M.B. Barommna. —
PoctoB H//I.: ®enukc, 2022. — 319 c.

5. Toopyxun O. DIeKTPOHHBINH ITOKYMEHTOOOOPOT: TepMHUHBI M ompenenenus / O.
I'oBopyxuH, A. lemymkun // Cinyx6a kaapoB u nepconai. — 2022. — Ne 2. — C. 93-95.

6. Jlenonmpou3BOACTBO B CHUCTEME TOCYIApPCTBEHHOIO YIpaBlieHUs: ydeO. - MpakT.
nocobue / mox pen. E.B. Oxorckoro. — M.: PAI'C, 2020. — 372 c.

7. Joponwuna JI. Peructpamus 1OKyMEHTOB: KapTouHasi, )xypHansHas / JI. loponuna //
Cayx6a xaapos u nepconain // 2019. — Ne 12. — C. 82-85.

8. Hoponwuna JI. Texnomorus nokymentoodopora / JI. Jloponuna // Cnyxba kaapos u
nepconair. — 2019. — Ne 10. — C. 77-80.

7. OueHo4YHbIE CpecTBa
7.1. Py0exHblil KOHTPOJIb

3 cemecTp
Bonpocel k nepBoii py0e:xHOi aTTecTAMU

[ToHsATHE O TOKYMEHTaX U COoco0ax JOKyMEHTUPOBAHUS
WNndpopmarnus

JlokyMeHTupoBaHue

Koppecnonnennus

OcHOBHBIE PYHKIIUU TOKYyMEHTOB

O¢uunanbHbIN TOKYyMEHT

CnyxeOHbIN TOKyMEHT

[TonsTHE O KIAaccH(UKAINY TOKYMEHTOB
Knaccugukarus 10KkyMeHTOB

[TpaBoBBIE M1 HOPMATHBHBIE OCHOBBI JICIIONPOU3BOJICTBA
11. OcHoBHBIEC TOHATHUS JAEIOMPOU3BOICTBA

12. Jlenonpou3BoCTBO

13. JlokymeHTHpOBaHWE

14. CnocoOsl (hukcaruu nHGOpMaLUU

15. CpexactBa JOKYMEHTHPOBaHUS

16. CnocoObl JOKYyMEHTHUPOBaHUS

17. dokymeHT

18. Cucrema 1oKyMeHTaluu

19. JIoKyMeHTHI IO JIMYHOMY COCTaBY

20. TpynoBoii 10oroBop

21. TpynmoBasi KHIXKKa

22. HopmatuBHO-MeTOAMYECKas 0a3a JeI0NpOU3BO/ICTBA
23. YaudunupoBaHHas cucrema qokymeHToB (Y CJI).

24. Obmepoccuiickuii kiaccudukarop ynpasieHdeckoit fokymentanuu (OKY 1)
25. TocymapcTBeHHas cucTeMa JOKyMEHTAIlMOHHOTO obecnieuenus ynpasinenus(I'CIOY)

[EEN
CoOo~N>T~wNE



O0pasen OnJiera 11 NepBoil py0eKHON aTTecTaluu

I'po3Henckmii rocyrapcTrBeHHbld HeQTAHOM TexHUYecKUuH yHuBepeuTeT um.axkaa. M./{. MuuInoHImMKoBa

HNucrutyT nudpoBoii 3KOHOMMKH M TEXHOJIOTMYECKOro NpeANPpUHIMATEIbCTBA
I'pynna "I'MC-21" Cemectp "'3"
Jucuuniauna " OcHOBBI Ae10POU3BOICTBA "
Buner Ne 1

1. F'ocymapcTBeHHas cUCTEMa TOKyMEHTalnOHHOTO obecrieduenus ynpasiernus (['CJOY)
2. Crtoco0bI JOKyMEHTHPOBAHUS

Hoanucey npenogaBareis Hoanuce 3aBeayrouero kagenpoi

BOoo~NoOR~WNE

17.
18.

0.
11.
12.
13.
14.
15.
16.

7.2 Bonpocbl KO BTOPOii py0e:KHOI aTTecTAlluU

[TonsiTie TOKYMEHTOOOOPOT.

O06beM JOKYMEHTO000poTA.

WMHcTpyKuus 1o Aenonpou3BOICTBY.

O06paboTka NOCTYMAIOLIMX JOKYMEHTOB.

O0paboTka OTIPABIAEMBIX TJOKYMEHTOB.

[Topsiiok paboThI ¢ BHYTPEHHUMH JOKYMEHTaMHU.

Perucrpanus 1 KOHTPOJIb UCIIOTHEHNE IOKYMEHTOB.

Howmenknarypa nein.

DopMHUpOBaHHUE JEII.

[ToaroToBka JOKYMEHTOB K IIepeiaye Ha apXUBHOE XpaHEHHUE.

Ha xaxue rpymimsr AensTCs Bce J1eNa, OATOTOBICHHBIE TSl apXUBHOTO XPaHEHUS ?
Yro 00s13aHbI JOKHOCTHBIE JIUIIA B IIpeieaxX CBOC KOMIETEHIIUH.

CxomnpKo BUAOB 0OpallleHus Bbl 3HAETE.

Kakumu moryTt ObITh 0OOpatieHus.

®opmbl xainoo.

OO6pas3er1r 3as1BICHHUS.

Buae! npennoxxeHui.

KaknMu HOpMaTUBHBIMU IOKYyMEHTAMU MOXET ObITh YCTAHOBJIEH MOPSIOK pabOThI

COOpaIeHUs MU TPaK/IaH.

19.
20.
21.
22.
23.
24,
25.

Kakoe npaBo UMEIOT Jin1ia, OCYIIECTBIISIOLINE KOHTPOJIb.

Howmenkinarypa aen. Buabl HOMEHKIATypHBIX A€,

Kyna BkItouaroTCsi yTBEp>KIAECHHBIE SK3EMILTIPbl HOMEHKJIATYP JEl.

CocTaBbTe OIKCEH JIeia.

OO0bsicHUTE HEOOXOAMMOCTh 3aBEPUTETHLHOM HA/ITIHCH.

CocTraBbTe aKT 00 YHUUYTOKEHHH IOKYMEHTOB 32 KOHKPETHBIN TIEPHO/T.

CocraBbTe Qopmymsip-oOpaselr CBOAHON HOMEHKIIATYPHI J€]I, HOMEHKIIATYPhI IEJICTPYKTYPHOTO

noapa3aciiCHHA.

26.
27.
28.
29.

Opranuzanus paboThl C JOKYMEHTaMH.

[TpaBa u oTBeTCTBEHHOCTH Ci1y k061 JIOVY.

Opranuzanus 1 00opyaoBaHue pabouero Mecra cekperapsi.
Opranu3anus 1e101pOU3BO/ICTBA.
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I'po3Henckmii rocyrapcTrBeHHbld HeQTAHOM TexHUYecKUuH yHuBepeuTeT um.axkaa. M./{. MuuInoHImMKoBa

O0pasen OnJieTa It BTOPO# pyOesKHOM aTTecTAalUH

HNucrutyT nudpoBoii 3KOHOMMKH M TEXHOJIOTMYECKOro NpeANPpUHIMATEIbCTBA
I'pynma "I'MC-21" Cemectp "'3"
Jucounianza " OCHOBEI Aes10Npou3BoacTBa "

Buaer Ne 1
1. IToHsATHE TOKYMEHTOOOOPOT
2. O6peM TOKyMEHT0000poTa
Hoanucey npenogaBareis Hoanuce 3aBeayromero kageapoi

7.3 IIpomMekyTOUYHBII KOHTPOJIb

Bomnpocel k 3a4ery

3

BOoo~NoOR~WDNE

0.
. C OOpaleHUsIMU TpakaaH?
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

ceMecTp

IlonsiTHE TPUMEPHON U TUITIOBOM HOMEHKJIATYpPHI €.

HenonpousBonctso. JJokymeHT. JIOKyMEHTUPOBaHUE.

JIOKyMEHTBI MO INYHOMY COCTaBY.

WNHcTpykuus 1o Ae10npOUu3BOACTBY.

HNudpopmanus.

Kax opopmisercs o6oxka nena?

Kak ¢popmupyrorcst mokymeHTsI B Aena? [louemy He pekoMeHayeTcs: GOpMUPOBAHKE U
XpaHEHUE /11 y UCTIOTHUTENS?

Kakumu moryT ObITh 0OpatieHust opMsbl xKajioo.

Kakumu HOpMAaTUBHBIMU TOKYMEHTaMU MOKET OBITh YCTAaHOBIIEH MOPSAIOK PaOOTHI

KakoB nopsiiok oopminenus nena?

Kakoe npaBo UMEIOT JH11a, OCYIIECTBIISIONINE KOHTPOJIH?

Kakyro paboty ocymectsiser DI1K?

Knaccugukanus 10KyMeHTOB.

Kommepueckas TaiiHa.

Koppecnonnennus.

Kyna BkmrodaroTcs yTBEPKICHHBIE YK3EMILISIPbl HOMEHKIIATYp €.
Ha xakue rpynmnsl nenarcs Bce Aena, MOAr0TOBIEHHBIE ISl apXUBHOTO XpaHEHUS?
Homenknarypa aen. Buabsl HOMEHKIATypHBIX JEII.
HopmaTtuBHo-MeTonnueckas 6a3a 1eI0npon3BOICTBA.

O06paboTKa OTIpaBIIEMBIX TOKYMEHTOB.

O06paboTka MOCTyMaroNMX T0KYMEHTOB.

Obmepoccuiickuil knaccugukarop ynpasieHueckoil rokymentanuu (OKY )
O0BemM TOKyMEHTO00OpOTA.

Opranuzanus qeonponu3BoCTBa.

Opranu3zanus 1 000pyI0BaHHE pabOUEro MecTa CeKpeTaps.
Opranuzanus paboThl ¢ TOKyMEHTaMHU.

OcHOBHbIE TIOHATHS JEIONPOU3BOCTBA.

OcHoOBHBIE (YHKIIUU JOKYMEHTOB.

Od¢ununanbHbINA JOKYMEHT.

ITonroroBka JOKYMEHTOB K IIEpejaue Ha apXUBHOE XpPAHEHNUE.
[TonsiTHEe TOKYMEHTOOOOPOT.

[TonsiTHE O TOKyMEHTaxX M CI0co0ax TOKYMEHTUPOBAHUSI.
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35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.

46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.

[TonsTHE O KITacCU(PUKAIIMU JJOKYMEHTOB.

[Topsimox paGoThl ¢ BHYTPEHHUMHU JOKYMEHTaMH.

[TpaBa 1 oTBeTCTBEHHOCTH CIyx)0b1 JIOY.

[IpaBoBbIE 1 HOPMATUBHbBIE OCHOBBI JIEJIONPOU3BO/ICTBA.

Perucrpanus 1 KOHTPOJIb UCTIOHEHUE TOKYMEHTOB.

Cucrema 10KyMEHTAIIHH.

CKOJIBKO BUOB OOpAICHUs BB 3HACTE.

Cny>keOHBIN JJOKYMEHT.

CocrtaBbTe aKT 00 YHUUTO)KEHUH TOKYMEHTOB 332 KOHKPETHBIN MEPHO.

CocraBbTe OIUCH Aena.

CocraBbTe GopmyIsip-oOpaszer] CBOAHON HOMEHKIIATYPBI J1eJI, HOMEHKJIATYPHI AT CTPYKTYPHOTO
MoIpa3/iesIeHu .

CriocoObl TOKYMEHTUPOBAHUS.

Cnoco6n! (prkcanuu nHGOpMaIUH.

CpenctBa JOKyMEHTHPOBAHHUSL.

TpynoBas KHIKKA.

TpynoBoii 10roBop.

YuaudunupoBanHas cucrema qokymeHnTo (Y CJ).

DopMHUpOBaHUE JEII.

UYro BKIIOYAeT aenoBast nHbopMarus’?

Uro BKIIIOUAET HAyYHO-TEXHHUECKast HHpopmarus?

Yto 00s13aHbI TOJDKHOCTHBIE JIUIA B MPEeesiaX CBOeH KOMIIETEHIINH.

Urto Tpebyercs st o0ecreueHrs COXPaHHOCTH KOH(PUACHIIMAIBHBIX TOKYMEHTOB?
['ocynapcTBeHHas cuctemMa J0KyMeHTalMoHHOro obecnieueHus yrpasienus (['CHOY)

Oo0pa3sen OmiieTa VI NTOTOBOr0 KOHTPOJIS (324€T)

I'po3HeHckmii rocyrapcTBeHHbIH HeQTAHOM TexXHUYecKul yHuBepcuTeT um.akal. M./, MuUIHOHINMKOBA

I/IHCTHTyT [[l/l(l)pOBOﬁ 3KOHOMMKHU U TEXHOJOTUYECCKOro NMpeaANnpuHUMATEIbCTBA

I'pynna "I'MC-21" Cemectp "'3"
Jducuuniauna " OcHOBBI Ae101POU3BOACTBA "

Buaer Ne 1
1. IoKyMEHTHI IO JINYHOMY COCTaBY
2. IHCTpYKUHS TI0 JeTTOTIPOU3BOICTBY
IMoanmucek npenogaBareJis IMoanucek 3aBenywuero kageapoii

7.4 Texymmii KOHTPOJIb (B hopMe cobeceT0BAHUS, WHAMBUAYAIbHbBIX 32 TAHUIA )
Bonpocskl 1us 00cyxkIeHust

1. Yto Takoe Ie’I0npou3BOICTBO?
2. Kakoe MecTo 3aHUMAarOT MH(OpMAIMs W TOKYMEHTHI B COBPEMEHHOW CHCTEME

yIpaBieHUs?

3. Packpoiite nonstre napopmarus. Kak cBs3anbl nHGoOpManus U JOKYMEHT?
4. JlaiiTe onpeseneHne MOHATHIO «JOKYMEHTHUPOBAHUEY

5. HazoBute ocHOBHBIE (DYHKIIMH JOKYMEHTA.

6. Llenb 1 OCHOBHBIE 33]]aUM I€JONPOU3BOJICTBA

7. Buabl JOKyMEHTOB
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8. dopMbI OpraHu3aIy AeI0NPOU3BOICTBA
9. YTO NOHUMAIOT MO FOPUANYECKON CUIION TOKyMeHTa?

10. Ha3oBuTe OCHOBHBIE CPEACTBA TIOKYMEHTHPOBAHHUS

3aoanue.

Bribepute u3 npaBoil KOJIOHKU ONpEAENIEHUs, OTHOCSIINECS K TEPMUHAM B JIEBOH

KOJIOHKE, COOTBETCTBCHHO ITPOHYMEPOBAB HX.

1. [HogmuaHuk

TounHoe BOCITPOMU3BCACHUC IMMOJJIMHHUKA

2. Konus Komnwus, KoTopas BblIaeTcsl B Cilydae yTpaThl MOTMHHUKA
WIM OpUTHHANA, O0JIaZaeT TOM K€ IOPUINYECKON CHIIOH,
4TO M IOJUIMHHUK

3. lyOnukar Konust ucxonsuero A0KyMeHTa, KOTOPBIH OcTaeTcs B
YUPEKICHUU

4. Boinucka OpuruHan (JJOKyMEHT B OKOHYATEJIbHOW peIaKiuy,
odopMIICHHEIH ¢ yueToM TpeboBanmii ['ocra)

5. OTnyck Komnus ouMaNbHOTO JOKYMEHTa, KOTOpas
BOCIIPOU3BOAMT KAaKYI0-JINOO 4acTb, 3aBEPEHHYIO B
0(pUIIATIEHOM MOPSIJIKE

6. ABTorpag JIOKyMeHT, KOTOpBIH HalmyucaH aBTOPOM OTIYCKa

3aoanue.

HazoBuTe OCHOBHEIE ATallbl OopraHu3anun ,Z[OKYMGHTOO60p0Ta Ha

Odopmute 5TH CBEACHUS B BUJIE CXEMBI.

13
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7.5. Onucanue nmoka3saresieil U KpUTepueB OLEHUBAHUS KOMIIETEHI[HII HA Pa3JIMYHbIX 3Tanax ux ¢GopMUPOBaHUS, ONMCAHNE IIKAJIbI OLeHUBAHUSA

Tadauua 8
Kpurepnu oueHnBaHus pe3y/ibTaToB 00y4yeHuUs (3a4eT)
HaumeHnoBanue
IInanupyemble pe3yJbTaThl 0CBOCHHSI KOMIETEeHIIHU menee 41 6aja 41-100 6a/10B OLICHOYHOI0
(He 3a4TeHO) (3auteHo) cpeacTsa

IIK-4. Cnocobden pazpabamuieams u peaiu3oéviéamsb MEPORPUAMUA RO OP2AHUIAUUU 0eAMEeTbHOCIU 0P2an06 2ocyoapcmeennon enacmu Poccuiickoit @edepayuu,
0p2anoe 20cy0apcmeennoil énacmu cyovekmog P®, opzanoe mecmuozo camoynpagienus

IIK 4.3. Bradeem mexnonozuamu padoomsl ¢ 00paujeHuUAMU PAicOaH

3HaATh: IOPSIOK COCTABICHUSI,  y4eTa,  XpaHCHUs,
3alUTHL, Iepeladl  CIy)KeOHOM  TOKyMEHTalMu B
COOTBETCTBUH C TPEOOBAHUSIMH JIOKYMEHTOO00POTA.

DparMeHTapHbIe 3HAHUS

Henonueie 3nanus. ChopMupoBaHHbIe, HO COAEpIKAIIHe
otaesbHble pobensl 3Hanus. ChopmMupoBaHHbIE
CuctemMatnueckue 3HaHUSA

YMeTh: pacCUHTHIBATE SKOHOMHYECKHE M COIMAIbHO-
9KOHOMHYECKHE ITOKa3aTeNH, XapaKTePU3yIOIIHe PHIHOK

Tpyna.

YacTuuyHble yMEHHUS

Henonueie ymMeHus. Y MeHUs MOJIHbIE, AOMYCKAIOTCS
Hebonpimue onmmoku. ChopMUPOBaHHBIE YMEHHS

Baagers: cnocoOHOCTBIO K 3(PPEKTUBHOMY JECIOBOMY
0OIIeHNI0, MyOJINYHBIM BBICTYIUICHHUSIM, II€PEroBOpaM,
NIPOBEJICHUIO  COBELIAHWH,  JIEJOBOM  Iepemmucke,
JIEKTPOHHBIM KOMMYHHUKAIIUSIM;

- HaBBIKAMU COCTaBJICHHS, YU€Ta, XPAaHEHUs, 3alUTHI,
nepesiauy CiryKeOHOHW TOKyMEHTAIH B COOTBETCTBUH C
TpeOOBaHUSIMH JJOKyMEHTO000pOTa;

- OCHOBHBIMH ~ CIIOCOOaMH U CpeACTBaMU
MHPOPMALIMOHHOTO B3aNMO/ICHCTBHS, ITOTyUEHHS,
XpaHeHus, nepepaboTKH, MHTEPIIPETAK HHPOPMALINH,
HAJIMYHEM HaBBIKOB,;

- paboTel ¢ WHPOPMALNOHHO-KOMMYHHUKAIIHIOHHBIMH
TEXHOJIOTHUSMH.

YacTtuuHoe BJIAACHHUC HABBIKAMU

Hecucrematnueckoe MMPUMCHCHHUC HABBIKOB. B
CUCTEMATHYCCKOM IPUMCHCHWHU HABBIKOB JOITYCKAIOTCA
Hp06em)1. YcneniHoe U CHCTEMaTHYECKOE MMPUMECHCHUEC

HaBBIKOB

SagaHus giasa
CaMOCTOSTENEHON pabOTHI,
WHAWBHAIYATBHBIX 3aIaHUH,

TEMBI JOKJIaJI0B, BOTIPOCHI
JUIs1 OOCYXKACHUS, OMIIETHI
PYOEKHBIX, TPOMEKYTOUHBIX
aTTeCcTallni.
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7.6. Kputepun oueHuBasi TeKyuiei, pyoe:KHOH U MPOMEKYTOUHOI aTTeCTAlHU

Ta6auna 9
. Maxkcum.
ATTeCTAllMOHHBIH Buawpl pador, noanexaniue
Bun nesitenbHOCTH KOJI-BO
nepuos OlLIEHKe
0aJ10B
Texymuii KOHTPOIb TecTsl 7
8 cemecTp Texymuii KOHTPOJIb [IpaxTHueckas padora 8
1-as py6exHan PyGexnas arrecrarus [TucermeHHast KOHTPOJIbHAS paboTa 20
IMocermaeMoCTh MaxcumansHaas (90-100%) 5
Texymuii KOHTPOIb [IpaxTHueckas padora 15
8 cemecTp PyGexnas arrecrarus [TucermeHHast KOHTPOJIbHAS paboTa 20
2-as pyOe:xkHast CamocrosTenbHas padora | MHIuBUayanbHOE 3a1aHNC 15
IMocermaeMoCTh MaxcumansHaas (90-100%) 10
BCETI'O: 100

8. OcolGenHocTn peanu3anuM JUCHUILVIMHBI JJIsi HHBAJWAOB M JHI €
OrpaHMYeHHBIMHU BO3MOKHOCTAMM 310POBbS

JU1s OCYIIECTBIICHUS MPOLEAYP TEKYIIEro KOHTPOJI YCIEBAEMOCTU U MPOMEXKYTOUHOM
aTTecTaluyd OOYYaIOUIMXCS CO3/MaHbl (OHIBI OIICHOYHBIX CpPEACTB, aJalTHPOBAaHHBIC IS
UHBAJIUJOB U JIMI C OTPAHUYECHHBIMH BO3MOXHOCTSIMHU 3JI0POBbSI U IO3BOJISIOIIME OLEHHUTH
JOCTIDKEHUE MMM 3aIVTAHMPOBAHHBIX B OCHOBHOW 00pa3zoBaTelIbHON HporpaMMe pe3ysIbTaToB
0o0y4yeHHs ¥ ypOBEHb C(POPMHPOBAHHOCTU BCEX KOMIIETEHIUH, 3asBICHHBIX B 00pa30BaTeIbHON
nporpamMe. @Dopma TNpoOBeACHHS TEKyIIeH aTTecTallid JUIs  CTY/ACHTOB-WHBAJIHJIOB
YCTAQHABJIMBAETCSI C YYETOM WHAMBHUIYalIbHBIX MCUXO(PHU3MUECKUX OCOOCHHOCTEH (YCTHO,
NUCbMEHHO Ha OyMmare, MMCbMEHHO Ha KOMIIbIOTepe, B (opMe TecTHpoBaHUS U T.1.). Ilpu
TECTUPOBAHUU Ul CIA0O0BUAALIMX CTYAEHTOB MCIOJB3YIOTCS (OH[IBI OLEHOYHBIX CPEJICTB C
yKpymHeHHbIM —mpudrom. Ha »5SK3aMeH Tpuriamaercs CONMPOBOXKIAOIINN, KOTOPBIM
o0ecrieynBaeT TEXHUYECKOE CONMPOBOXKJIEHHE CTyaeHTy. [Ipu HeoOXOAMMOCTH CTYIEHTY-
MHBAIUAY TPEJOCTABISCTCS JOMOTHUTEIHHOE BPeMs JUIsl TIOJrOTOBKH OTBETA HA dK3aMeHe (WIn
3ayere). OOyuaromuecs € OTrpaHMYEHHBIMM BO3MOXKHOCTSIMHU 3JI0pOBbs, M OOydarouiuecs
UHBAIUABl O0ECTIEUYMBAIOTCS TIEYATHBIMH M DJIEKTPOHHBIMH 00pa3oBaTEIbHBIMH pPeCcypcaMu
(mporpammbl, y4yeOHble MOCOOMS Ml CaMOCTOATENbHOW paboTsl W T.A.) B  (opmax,
Q/IaTITUPOBAHHBIX K OTPAaHUYEHUSIM HUX 3I0POBBS M BOCTIPHUATHS HHPOPMALIUH:

1) Ast MHBAJIKIOB U JIKI C OTPAHUYCHHBIMH BO3MOYKHOCTSIMH 3/I0POBbSI IO 3PEHHIO:

- JUIS CIIETIBIX: 3aJaHusl 7Sl BBIMOJHEHUS HA CEMUHApaxX U MPAKTHUYECKUX 3aHATHUSAX
opopMIISIFOTCS penbeHO-TOUeYHBIM MpUPTOM bpaiinsg uiam B BHUIE IEKTPOHHOTO JTOKYMEHTA,
JIOCTYITHOTO C TIOMOIIIBI0 KOMITHIOTEPA CO CTEIUATN3NPOBAHHBIM MMPOTPAMMHBIM O0eCIieYeHuEeM
JUTSI CTIETIBIX, TUOO 3aYUTHIBAIOTCS aCCUCTEHTOM; MMMCHMEHHBIE 3a/1aHUs BHITIOJIHSIOTCS Ha Oymare
penbedHO-TOUeHHBIM mpUdTOM bpaiinsg winm Ha KOMIBIOTEpE CO CHEIUATH3UPOBAHHBIM
MPOrPaMMHBIM 00ECTIEUEHUEM JIJIS CJICTIBIX MO0 HAJUMKTOBBIBAIOTCS ACCUCTEHTY; O0yUYaOIUMCS
JUIS BBITIOJTHEHHS 3aJaHHsl TPU HEOOXOIMMOCTH TMPEAOCTABISACTCS KOMIUIEKT MHChMEHHBIX
MPUHAJJISKHOCTEH U OyMara JUisl miuchbMa penbeHO-TouedHbIM MpudTOM bpaiins, koMmbroTep
CO CTICTIMATM3UPOBAHHBIM IMPOTPAMMHBIM 00€CTIEUEHUEM JIJIS CJICTIBIX;

- Juig cnaboBUAIINX: 00eCTIeYNBACTCS UHANBUAYAILHOE PABHOMEPHOE OCBEIICHUE HE
menee 300 Jrokc; oOOydJarOmMMCS IS BBIIOJHEHHWS 3aJaHUs TPH  HEOOXOIUMOCTH
MPEIOCTABIISIETCS YBEINYUBAIOIIEE YCTPOHUCTBO; BO3MOXKHO TAaK)K€ MCIIOJIb30BaHNE COOCTBEHHBIX
YBEJTUYHMBAIOIINX YCTPONCTB; 3aaHus ISl BHITIOJHEHUS 3aaHUN OOPMIISIOTCS YBEITMYCHHBIM
mpuQTOM;
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2) IUTsi MHBAJIKM/IOB U JIKII C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS 110 CIYXY:

- NS TIIyXuX W crabociplmamux: 00ecreuyuBaeTcs Haludrie 3BYKOYCHIIMBAIOIIEH
anmapatrypbl  KOJUIGKTMBHOTO  IIOJIb30BaHUS, IPU  HEOOXOAMMOCTH  OOydarolmumcs
MPENOCTABIAETCS  3BYKOYCHJIMBAIOIIAsl — ammaparypa  MHIMBUAYAJIBHOTO  IOJb30BaHUS,
IIPEAOCTABIIAKOTCS YCIYI'H CypIOIIEPEBOIUNKA;

- JUIA CIICNOIIYXMX JOIyCKAaeTCsl INPUCYTCTBUE ACCUCTEHTA, OKA3bIBAIOLIErO YCIYI'H
TUdIOCYpIOTIepEBOIUNKA (IOMUMO TPEOOBAHUH, BBITIONHSAEMBIX COOTBETCTBEHHO IS CIICIBIX U

TITyXuX);
3) mns Ml ¢ TSOKCIBIMUA HAPYIICHUSIMH PEYH, TIYXHX, CIa0OCIBIIMIANMX JICKIHA U

CEeMMHApBbI, IPOBOIMMBIE B YCTHOH (OopMe, MPOBOATCS B TUCBMEHHOU (opMme;
4) nnsi MHBAIMIOB W JIMI C OIPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBS, MMEHOIIUX
HapyILIEHUs ONIOPHO-ABUIATEIILHOIO aIlapara:

- I JMI C HapyHICHUSIMH OIOPHO-JIBUTATEIbHOTO ammapara, HapyHICHUSIMH
JIBUTATENIbHBIX (YHKIMH BEPXHUX KOHEYHOCTEW WM OTCYTCTBHEM BEPXHHX KOHEYHOCTEMH:
NHCEMEHHBIC 3a/IaHHS BBIOJIHAIOTCS HA KOMIIBIOTEPE CO CHEUUATN3UPOBAHHBIM MTPOTPAMMHBIM
o0ecrieueHreM HJIN HaJUKTOBBIBAIOTCA ACCHUCTCHTY, BBIIIOJIHCHHUEC 3aI[aHHfI (TCCTOB,
KOHTPOJILHBIX pa0oT), MPOBOJMMEIEC B IIUCbMEHHOHN (hopMe, MPOBOAATCS B YCTHOH (opMe IyTeM
ornpoca, 6eceipl ¢ 00y4aroIUMCS.

9. YueOHO-MeTOqHYECKOE U HH(POPMALMOHHOE 00ecTeYeHne TUCITUIIIHHBI
9.1 JIuteparypa:

1. Kabamos C. 0. Opranuszanus oOmero M CHEUHATbHOTO JeJONPOU3BOJCTBA B
opraHax MECTHOTo camoympaieHus Y4e0. nocooue. M.: UHOPA-M, 2013, 421 c. ISBN 978-5-
16- 005372-1.

2. Kynbrypa ycTHOM M mNHCbMEHHOH peud JenoBoro uenoBeka. CHpaBOYHUK.
[TpakTukym. — 18 m3a.-M.: ®aunaTa, Hayka, 2022, 320 c. ISBN 978-5-89349-358-0.

3. Kymmepyx C. II. JlokymMeHTHas JTUHTBHUCTHKA: Y4eO. mocobme. — 5 wm3m., M.:
®munTa, Hayka, 2019, 256 c. ISBN 978-5-9765-0213-0.

4. JlosueBa M. B., T'ankuna E. H., I'ypoa E. B. [lenonpousBoncTBo B KaapoBOit
cnyx0e. YuebHo-TipakTHueckoe nocooue. M.: IIpocnexT, 2021, 80 c. ISBN 978-5-392-10015-6

5. Ilerpoma I'. B. [IpaBoBoe u OKyMEHTallMOHHOE oOecreueHre MpodeccrnoHaTbHON
JIesaTenbHoCTH: YueOHuK. — M.: Akagemus, 2012, 320 c. ISBN978-5-7695-8443-5

6. CamkoB B. B. HHbopmanuoHHble TEXHOJIOTMH M  KOMIIBIOTEpHU3ALUs
JIEJIONPOU3BOICTBA. YUueOHUK. (7-¢ u3., creporuil.), M.: Akamemus, 2022, 288 c. ISBN 978-5-
7695-8901-0

7. TpodumoBa O. B. OcHoBBl nenoBoro mnuchma. Yued. Ilocobme. — 2-e wu3fm.,
crepeotwit., M.: ®aunaTa, Hayka, 2021, 304 ¢. ISBN 978-5-9765-0930-6

0) 10MOJIHUTEIbHAS JINTEPATypa:

1. Bapuxun A.b. [lenonpousBoacTBO U JoKyMeHT00OopoT. [IpakTuyeckoe mocodue. —
M.:Kuwmxnsiit Mmup, 2021.- 416 c.

2. Poroxun M.IO. JlokyMeHTalMOHHOE oOOecledeHne yIpaBieHus: Yy4eOHO-
npaktudeckoe nocodbue. — M.: TK Benbwu, I[Ipocnexr, 2020 — 384 c.

3. Poroxwun M.IO. JlemompowmsBojactBo. Kypc neknmii: y4e6. Ilocoome. — M.: TK
Ben6wu,[Ipocnext, 2022. — 240 c.
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4, CrTeHIOKOB M.B. JlenonpousBoactBo. Opranuzamnus AOKYMEHTAIIMOHHOTO
obecnieuenus npeanpustus. - M.: A-ITpuop, 2019. - 176 c.

5. CrentokoB M.B. O6pa3ipl JOKyMEHTOB IO JIeNONPOU3BOACTBY. - M.: Ilpuop, 2022.

6. Kupcanoa M.B., AxcenoB KO.M. Kypc nenomnpousBoiCcTBa: JOKYMEHTAIMOHHOTO
obecnieuenus ynpasieHus. Yueb. [Tocobue. - M.: UHOPA-M, 2021.- 367 c.

9.1. MeToanyeckue ykazanus J1Jisi ocBoenus nucuuniudbl (Ilpunokenne).

10. MaTepnaﬂbno-TexnnquKoe o0ecrneuyeHue AUCHUIIJIUHBI

1. TlpoBeneHue ayaUTOPHBIX 3aHATUI IUIAHUPYETCS B COOTBETCTBUM C paclHUCaHUEM
y4eOHBIX 3aHSATHI HEMOCPEACTBEHHO B AYyAWTOPHUSAX HWHCTUTYTAa HU(POBOH HSKOHOMHUKH H
TEXHOJIOTMYECKOr0 IPEANPUHUMATEIBCTBA, 4 TAKXKE B APYIUX ayJUTOPHUIX YHUBEPCUTETA B
3aBUCUMOCTH.

2. Kmacc ¢ mepcoHaJbHBIMH  KOMIBIOTEpAMH  HCIIOJIB3YeTCS JUIsl  IPOBEACHUS

WHIMBHyaJIbHBIX KOHCyIbTanmii co cryaeHtamu (CPC) B ayn. 4-07, kopmyca mo aapecy: T.
['po3usrii, mpocnekt um. X.A.Mcaesa, 100.
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Ipuioxxkenue

MeToauyeckue yKa3aHHus M0 OCBOCHHUIO TMCUUILTHHBI «['ocy1apcTBeHHOE
peryJMpoBaHue Pa3BUTHS MAJIOTO U CpeHero Ou3Heca»

1. MeToanuyecKue YKazaHus NJis Oﬁy‘lalOlIII/IXCﬂ o MJIAHUPOBAHUIO U OpPraHM3alNun
BpEeMECHH, HCOﬁXOIII/IMOFO AJIA OCBOCHUSA JUCHUIIJINHBI

N3yuenne pekoMeHyeTcsl HauaTb C O3HAKOMJIEHUS ¢ paboyeil mporpaMMoi AUCHUILINHBI,
ee CTPYKTYpOH M COJepXaHHeM pas3fenoB (Mofynel), (OHIOM OLEHOUYHBIX CPEICTB,
03HAKOMUTBCSI ¢ y4€OHO-METOAMUYECKUM U MH(POPMALIMOHHBIM 00€CIeYeHHEM AUCLUIUINHBL.

JucuumumHa «OCHOBBI A€J10NPOU3BOACTBA» COCTOUT M3 [ CBSI3aHHBIX MEXAY COOOI0
TeM, 00eCreunBaroIIUX [10CIeI0BaTeIbHOE U3YyUEHUE MaTepUaa.

OOyuyenne mno gucnumimHe «OCHOBBI [1eJIONPOU3BOACTBA»  OCYIIECTBISCTCS B
CIIeAyoUMX popmax:

1. AynutopHble 3aHATHS (JIEKLIUH, TPAKTUUECKUE 3aHSITHUS).

2. CamocrosTenbHas padoTa CTyeHTa (ITOArOTOBKA K JIGKIUSAM, IPAKTUIECKUM 3aHATHSIM,
TeCTaM, MHIUBU1yaJIbHasi KOHCYJIbTALUS C IPEO0IaBaTeIeM).

VYueOHbll MaTepuan CTPYKTYPUPOBAaH M M3Y4YEHUE JUCLUIUIMHBI TMPOU3BOJUTCA B
TEMAaTHYECKON ITOCIIEI0BATEIbHOCTH. KaXa0My NpakTUYECKOMY 3aHATHIO M CaMOCTOSTENBHOMY
U3y4EHHMIO MaTepuaia MpeaulecTBYeT JeKIUs Mo AaHHOW Teme. OOyyaromuecs: caMOCTOSTEIbHO
IIPOBOJAT IPEABAPUTENBHYIO IOAIOTOBKY K 3aHATHIO, IPUHUMAIOT AKTUBHOE U TBOPYECKOE
ydacThe B OOCYXKJAEHUU TEOPETUYECKHX BOIPOCOB, pa3dope MpoOJIEMHBIX CUTyalluid U MOHUCKOB
IIyTEeN UX PELICHMUS.

Onucanue nocjaea0BaTeJIbHOCTH AeiicTBUIA oﬁyqalomerom

[Ipyn u3yueHum Kypca cieayeT BHUMATEIbHO CIyIIaThb U KOHCIEKTHPOBATh MaTepual,
W3JIaraeMblii Ha ayIOUTOPHBIX 3aHATHAX. J[Is1 ero mOHMMaHus M KadyeCTBEHHOTO YCBOEHUS
PEKOMEHIYETCs CIIeAYIOIast TOCIEN0BATEIbHOCTD JCHCTBUN:

1. Ilocne oxkoHYaHUs y4eOHBIX 3aHATUN AN 3aKpeIUIeHHs MaTepHuaja MpPOCMOTPETh U
001yMaTh TEKCT JIEKIIUU, TPOCIYIIaHHON CEroJHs, pa3o0paTh paccMoTpeHHbIe mpumepsl (10 — 15
MHUHYT).

2. Ilpy mOATOTOBKE K JIEKIIUH CIIEIYIOIIETO JHS MOBTOPUTH TEKCT MPEABIAYIIEH JIEKIINH,
OJyMaTh O TOM, Kakast MOKeT ObITh cieaytomas tema (10 - 15 munyr).

3. B TedeHnne Hemenuw BBIOpATH BpeMs I palbOTHI ¢ JTeparypoil B Ombimoteke (1o 1
qacy).

4. Tlpu moAroTOBKE K NMPAKTUYECKOMY 3aHSATHIO MOBTOPUTH OCHOBHBIE MOHATHUS IO TEME,
METOJMYECKHE OCHOBBI, Pa300paTh pPacCMOTpEHHbIE NMpuMepsl. Pemnas KOHKpeTHOe 3ajlaHue, —
MpeIBApUTENILHO MOHATh, KaKOW TEOPETUUECKHUI MaTepHall Hy>KHO HCIOIb30BaTh. HameTuTs mian
peleHus, IornpoOoBaTh Ha €ro OCHOBE PEIIUTh 1-2 MpakTHYeCcKHue 3a1auH.

2. Meroanyeckue yKkazaHHus 110 padore 00y4aommxcsi BO BpeMsl IPOBeCHUs! JIeKIHI

Jlexuuu no aucuuniauHe «OCHOBBI AeJ10NPOM3BOACTBA» U3JIAraloTCs B TPaJAWLHOHHOM
ctwie. KoHeuHOW 1enpl0 OCBOEHUS Kypca sBisercs (opmupoBaHue y 0Oydaromuxcs
AQHAIUTUYECKOT0, TBOPUECKOTO MBILUIEHHS IIYTEM OCBOEHMSI TEOPETUUYECKUX M OPraHU3aLMOHHO-
METOANYECKUX OCHOB 3KOHOMHNYECKOI'O aHaJIn3a nu JUAarHoCTUKH IMPOU3BOACTBCHHO-
HKOHOMUYECKOM IEATENBHOCTH NPEATIPUATHI.

Jlekumu  gar0T OOy4YarOIMMCS CHCTEMAaTU3WPOBAHHBIC 3HAHWUS TIO  JAUCITUIUIHHE,
KOHIIGHTPUPYIOT HMX BHUMaHHE Ha HauOoJjiee CIOXHBIX M BaXHBIX Bompocax. Bo Bpems
JIEKIIMOHHBIX 3aHATUA PEKOMEHIYETCSl BECTH KOHCIIEKTHPOBaHKE Y4eOHOT0 MaTepuaia, oopariarh



BHUMaHue Ha (QOPMYIHPOBKU M KaTETOPUHU, PACKPBIBAIOIINE CYTh TOTO WM MHOTO SIBICHUS, WU
IPOIIECCOB, BBIBOJIBI M MMPAKTHUECKUE PEKOMEHIALINH.

KoHncnekr nexun jtydiie noapa3faensTh Ha MYyHKTHI, COOJII0/1as KPacHYIO CTPOKY. DTOMY B
OonplIOW CcTemeHW OyAyT CIOCOOCTBOBaTH BOIPOCHL IUIAHA JICKLIWH, TPEATIOKCHHBIC
npenogaBarensiM. CiaeayeT oOpaiiaTh BHUMaHuE Ha aKLEHTHI, PENo/iaBaTellb, OTMeuas Hanbosee
Ba)XHbIE MOMEHTHI B JICKIIMOHHOM MaTepHualie 3aMEUaHHSIMU «BAKHO», «XOPOILIO 3aIIOMHUTHY» H
T.0. MOXHO nenath 3TO U C IMOMOIIBI0 PA3HOIBETHBIX MapKEpOB WJIM PYYEK, MOJUEPKUBAs
TEPMUHBI U ONPEICTICHHUS.

IlenecooOpa3Ho pa3paboTaTh COOCTBEHHYIO CHCTEMY COKpaIlleHUW, a0OpeBHaTyp u
cuMBOJIOB. OpHAaKO MpH JanbHeimell padoTe ¢ KOHCIEKTOM CHMBOJIBI JIy4Ille 3aMEHUTh
OOBIYHBIMH CJIOBAMH sl OBICTPOTO 3pUTEIBHOTO BOCIIPUSATHUS TEKCTA.

PaboTast Hax KOHCHEKTOM JIEKIMH, HEOOXOAWMO HCIIOJIB30BaTh HE TOJBKO OCHOBHYIO
JUTEpaTypy, HO U Ty JUTEPaTypy, KOTOPYIO IOMOJIHHUTEIHLHO PEKOMEHA0BAl MPENnoaaBaTeb.
MiMeHHO Takasi cepbe3Hast, KpOIoTJInBask paboTa C JIEKIIMOHHBIM MaTepHaIOM TO3BOJIUT OBJIAJIETh
TEOPETUUYECKUM MaTEPHATIOM.

Temaruka nexkuuii gaercsa B paboudel mporpaMMe JUCLUIIMHBL.

3. MeToauueckue YKazaHus Oﬁy‘lalOIlH/IMCﬂ Mo TOATOTOBKE K IPAKTHYECCKUM
3aAaHATHAM

CryneHTy peKOMEeHAyeTCsl CIeAyIonas cxeMa MOArOTOBKU K MPAKTUYECKOMY 3aHSTHIO:

1. O3HaKOMHUTBCS C IJIAHOM MPAKTUYECKOTO 3aHATHS

2. IlpopaboTaTh KOHCIEKT JEKIMi, HEOOXOMMMBIM [Isi OCBOCHMSI TEOPETUUYECKHX U
OpraHU3alMOHHO-METOAMUYECKHUX BOIIPOCOB IO MPEATI0KEHHON TeMe;

3. IIpounTath peKOMEHAYEMYIO TUTEPATYPY.

B mpomecce MOAroTOBKM K MPAKTHYECKUM 3aHATHUSAM, HEOOXOIUMO OOpaTHTh 0co0oe
BHUMaHUE HAa CaMOCTOATEIbHOE M3Y4YCHHE PEKOMEHIOBaHHOW jutepaTypsl. Ilpu Bcelr monHoTe
KOHCIIEKTUPOBAaHUS JIEKIMHM B HEH HEBO3MOXXHO H3JIOKUTh BECh MaTepual Hu3-3a JIMMUTA
ayIUTOpHBIX 4yacoB. IloaToMy camocrosiTenbHas paboTa ¢ ydeOHUKaMH, y4eOHBIMH OCOOUSIMU,
HAay4YHOH, CIPAaBOYHOM JIMTEpaTypoil, MarepuaiamMu MEpUOAUYECKUX H3AaHuil u VHTepHera
ABJsieTcs HambOosee >(PPEKTUBHBIM METOAOM TMOIYYEHHUS JOMOJHHUTENbHBIX 3HAHUM, MO3BOJISET
3HAYUTENIbHO AaKTUBU3UPOBATh TIpollecC OBIaAeHHs HHpOpMaIKe, crnocodcTByeT Oomee
rIyOOKOMY YCBOEHHMIO H3Yy4aeMOoro Mmarepuaia. Bce HOBBIE MOHATHS TO HM3y4aeMoil Teme
HEO0OXOIMMO BBIYYUTh HaW3yCTh M BHECTU B TJIOCCAPHl, KOTOPHIH 11€J€CO00Pa3HO BECTH C CAMOTO
Hayvaja u3y4eHus Kypca;

4. OTBEeTUTH Ha BONPOCHI, PEKOMEHJOBaHHbIE ISl MPOBEPKH U 3aKPEIUICHUS 3HAHUU 110
IIPEJI0KEHHON TEME;

5. IIpopabGoTaTh TECTOBBIC 3aIaHUS U 3a]a4H;

6. Ilpu 3aTpyaHEeHUSIX CPOPMYIUPOBATH BOIPOCH K MPENOaBaATENO.

Pesynbrar Takoil pa®OTBhl MOIKEH NPOSIBUTHCS B CIIOCOOHOCTH CTyAEHTa CBOOOIHO
OTBETUTHh HAa TEOPETUYECKHE BOIPOCH MPAKTUKYyMa, BBICTYNATh U y4acTBOBATh B KOJUIEKTHBHOM
00CYyXJI€HUH BOIIPOCOB M3y4aeMOM TeMbl, IPABUIIBHO BHINOJIHATH MPAKTUUECKUE 331aHUS U UHBIE
3aJjaHusl, KOTOPbIe JatoTcs B (POH/IE OIIEHOYHBIX CPE/ICTB AUCIUIIIUHBI.

4. MeTtoauyecKue yKa3aHUs 00y4AOMIMMCS 10 OPTaHU3AINH CAMOCTOATEIbLHOMH
padoThbI

llenp  opranuzanuud  CaMOCTOSITENbHOM  paboTel 1o  auciuiuinHe  «(OCHOBBI
JAeJONPOU3BOACTBA» — ATO YriayOJeHHe U paclIMpeHUE 3HAHUN B 00JACTH MHUKPOIKOHOMHKH,
dbopMUpOBaHNE HABBIKA H MHTEPECa K CAaMOCTOSATEIHHON MO3HABATEILHOM J1eATETHbHOCTH.

CaMocTrosTenbHas pa60Ta 06yqaloumxca SIBIISIETCA  BaKHEUIITUM BHUJIOM OCBOCHUA
COACpKaHNA AUCHUIIIIMHBI, IMMOATOTOBKH K MNPAKTHUYECKHUM 3aHATUAM U K KOHTpOHBHOﬁ pa60Te.
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Cioma ’ke€ OTHOCATCS M CAMOCTOSATENFHOE YINIyOJeHHOE W3yYeHHe TEeM AWCIHILIMHBL
CamocrosTenbHas paboTa HpeAcCTaBiIsieT COOO0H MOCTOSIHHO ICHCTBYIOIIYIO CHCTEMY, OCHOBY
00pa30BaTENFHOTO MpoIecca U HOCUT UCCIEI0BATEIbCKUN XapaKTep, YTO MOCIYXKUT B OyAyIieM
OCHOBaHMEM Uil HAMUCAHUS BBINYCKHOW KBAIM(UKALUOHHOW paboThl, MPAKTUYECKOTO
NPUMEHEHHS OITy4YCHHbIX 3HAHUI.

Opranu3anus caMOCTOSITETIbHONH pabOThl OOYYaIOIIMXCSl OPUEHTHUPYETCS Ha aKTHUBHBIC
METOJIbl OBJIQJCHUS 3HAHUSIMH, PA3BUTHE TBOPYECKUX CIIOCOOHOCTEH, MEPeXoJ]l OT MOTOYHOTO K
WH/IMBUYaJIM3UPOBAHHOMY OOYUEHHIO, C yYETOM MOTPEOHOCTEN M BOZMOKHOCTEH TMYHOCTH.

[TpaBuibHast OpraHM3aLUsl CAMOCTOATENBHBIX Y4YEOHBIX 3aHATHH, MX CHCTEMAaTHYHOCTb,
1eIecoo0pa3Hoe MIaHUPOBAaHUE PA0OUEro BpEMEHH MO3BOJISIET O0YUYAIOITUMCS Pa3BUBATh YMEHHUS
¥ HaBBIKM B YCBOGHHHM M CHCTEMAaTH3allMM NPUOOpPETaeMbIX 3HAHWH, OOECIeYnBaTh BBICOKHUIM
YPOBEHb YCIIEBAEMOCTH B IIEPUO]I O0yUSHHS, OTYIUTh HABBIKH MOBBIIICHUS TPOPECCHOHATBHOTO
YPOBHSL.

[ToaroroBka K MPAKTUYECKOMY 3aHATHIO BKIIOYAET, KPOME NPOpPaObOTKH KOHCIIEKTa H
BBITIOJIHCHHS] MHAUBUYaJbHBIX 3aJaHUH, TTOUCK JUTEPATyphl (II0 PEKOMEHJIOBAHHBIM CITHUCKaM U
CaMOCTOSITENIbHO) JJsi OoJjiee YriayOJIEHHOTO OCBOCHHS BOIPOCOB IO TEME HCCIEIOBAHMUS.
[IpakTrueckas pabora, TpexIe BCETO, pearonaraeT B mpoiecce
3aHATUS BBIPA0ATHIBAThH MIPAKTUUECKHE YMEHHUS B (DOpME BBIYHMCICHUH, pacueToOB, UCIOIb30BAHUS
aHAJUTUYECKUX TaOIUI, U T.].

[Ipy moaroroBKE K KOHTPOJIBHBIM 33JaHUSM OOYYarOUIUHCS JOJDKEH MOBTOPSTH
MPONJICHHBI MaTepuan B CTPOTOM COOTBETCTBUM C Y4eOHOW MPOrpaMMOM, HCIONb3YsI KOHCIIEKT
JEKIUH | JIMTepaTypy, PEKOMEHJIOBaHHYIO IpemnojaaBaTesnieM. [Ipu HEOOXOIUMOCTH MOKHO
00paTUThCS 32 KOHCYNbTAllMeH 1 METOAMYECKOM MOMOIIBIO K MPENO01aBaTeNIo.

CaMocrosTenbHast paboTa peanu3yercs:

- HENOCPEACTBEHHO B IpOlecce ayJUTOPHBIX 3aHATHM — Ha JIEKIUAX, NPAKTUYECKUX
3aHATUSAX;

- B KOHTaKTe C IMperojaBaTelieM BHE PAaMOK pAcCHHCaHUs — Ha KOHCYJIbTALUAX IIO
y4eOHBIM BOIIpOCaM, B XOJIe TBOPUECKMX KOHTAKTOB, NMPH JIMKBUIAIMU 3aJI0JDKEHHOCTEH, MpHU
BBITTOJIHEHUH WHAWBUYaTbHBIX 33aHUH H T.JI.

- B OuOamnoreke, noma, Ha Kadeape MpHU BBHIIOJHEHHH OOYyYarOIIMMCS Y4YeOHBIX W
NPaKTUYECKHX 3a/1a4.

Bunst CPC u xpurepun oueHok (mo OamibHO-peiituHroBoit cucreme I'THTY, CPC
olieHuBaeTcs B 15 6aios):

1. Tectrl
2. KonTponbHble 3a1anus (3a1a4un)

Temsl U1 caMOCTOATENBHOM pabOThI MPONUCAHBI B paboyei mporpaMme JUCHUIUINHBL.

O} heKTUBHBIM CPEJICTBOM OCYIIECTBICHUS OOYUYaIOIMUMCS CaMOCTOSITEIBHOM pPadOThI
SBIISIETCA  DJEKTPOHHAs WHGPOPMAlMOHHO-00pa3oBaTeibHas cpela YHHMBEpPCHTETa, KOTOpas
ofOecrieunBaeT JOCTYN K Yy4eOHBIM IUIaHaM, pabodyuM mporpammam JUCHUIUIUH (Mojyliei),
NPaKTUK, K U3TAHUSAM JIEKTPOHHBIX OMOIIMOTEYHBIX CUCTEM.
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Houent xadpeapsr «ITul Vy»

COI'TACOBAHO

3aB. BoIycK. Kad. « Tul'¥»

Hupextop JYMP
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