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1. Heau v 3212494 JUCHUILJIMHBI
Lens qAUCIUIUIMHBIL:

Lenv oOucyunnunvr «OCHOBBI J€IONPOU3BOJACTBA» COCTOMT B OOYyUYEHHUU CTYACHTOB
MpaBWJIaM COCTaBJICHHSI U O(DOpPMIICHUS TOKYMEHTOB, 0OpaOOTKH U MOATOTOBKH TOKYMEHTHOM
nH(pOpMaIlMY, BO3HUKAIOIICH B TpOIecce ACSITEILHOCTH OpraHu3anuid. B 3amaun TUCIUTUTHHE
BXOJIUT HAYYHUTh CTYJEHTOB: NPAaBUILHOMY O(POPMIICHHIO TEKCTOBOTO U  TaOJIMYHOTO
MaTepuaia; COCTaBJICHUI0O W  OQOPMICHHIO CIy)KEOHBIX, JEJOBBIX JOKYMEHTOB  C
HCII0JIb30BAaHUEM NIEPCOHAIBHOTO KOMIIBIOTEPA.

OcHoBHOU 3a0aueti Oucyuniunvl «OCHOBBI JIETIOTIPOM3BOJICTBAY SIBIISAETCA: - JaTh

CIICHHUAJIBHBIC 3HAHHUA B obnactu JACJIOIIPOU3BOACTBA U BCACHUA cny>1<e6H0171 JAOKYMCHTAllUU,
HpI/IO6peT€HI/IC IMPAKTHUYCCKUX HABBIKOB.

2. MecTO AUCHUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

JucuuninuHa oTHOCUTCS K 6a30Bo yacTu npodeccuonansHoro nukia. Kypc onupaercs
Ha 3HaHUS, YXKE TOJy4eHHbIe CTyJEHTaMH [0 [AWCUUIUIMHE, PUTOPUKA, BBEIACHHE B
CHEIHabHOCTh U HH(POPMATHKA.

B cBoro oucpeanb, l[aHHI)If/'I KypC, MNMOMHMO CaMOCTOSATCIbHOI'0 3HAYCHHA, ABJIACTCA
MPEIIIECTBYIONMEH AUCUUIUIMHONW JUIsi KypCOB: TOCYJapCTBEHHAass M MyHHIMIAIbHAS CIyx0a,
OCHOBBI YIIPABJICHUS IEPCOHAJIOM.

3. [lepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs 110 JMCIHUILIMHE
(MO0ayJ110), COOTHECEHHBIX C MHANKATOPAMM JOCTHKEeHUS] KOMIIeTeHIHii

Tabauna 1
HnauKaTophbI Inanupyemblie pe3yJibTaThbl 00y4eHHS 11O
Ko mo ®I'OC OCTHIKEHUSI aucuuminHe (3YB)
IIpogeccnonanbHbie
IIK-4. Ciocoben IIK 4.3. Bnaneer 3HaTh: MOPSIIOK COCTABIICHUS, yUETa,
pa3pabaTbiBaTh 1 TEXHOJOTHSIMH PaOOThl | XpaHEHHS, 3aIIUTHI, MepeIavn CIry>keOHOH
pean30BbIBATh ¢ oOpaieHusIMI JOKYMEHTALlU B COOTBETCTBUH C
MEPOTIPHUATHS 10 rpaxaan TpeOOBaHUSIMU JTOKYMEHTOO00POTA.
OpraHu3alyH JeATEIbHOCTH YMeTh: 10rU4ecKy, BEPHO, apTyMEHTUPOBAHO
OpraHOB I'OCYAAaPCTBEHHOM U SICHO CTPOUTH YCTHYIO U IMCBMEHHYIO PEUb.
Bi1actu Poccuiickoit Baagers:
Oeneparnyn, OpraHoB - CITOCOOHOCTBIO K AP PEKTUBHOMY JICTIOBOMY
roCyJapCTBEHHOHU BJIACTH OO0IIEHHIO, ITyOJIMYHBIM BBICTYIICHHSM,
cyonrexToB P®, opranos [IEpEroBopam, MpOBEACHUIO COBEILIAHUN,
MECTHOTO CaMOYIPaBJICHHUS JIeTIOBOM MepenucKe, JCKTPOHHBIM
KOMMYHUKAIUAM,
- HaBBIKAMH COCTAaBJICHUS, yUeTa,
XpaHEHUsl, 3alIHTH, nepeaayn ciry>keOHon
JOKYMEHTALlU B COOTBETCTBUH C
TpeOOBaHMSIMH JOKYMEHTO000POTa;
- OCHOBHBIMHU CHOCO6aMI/I " CpeacTBaMu
WHPOPMAITIOHHOTO B3aMMOJICHCTBUS,
MOJYYEHUSs], XpaHEHUs, IepepadboTKH,
HHTEPIPETAINNA HHPOPMALIUH, HATUIAEM
HaBBIKOB;
- paboTsl ¢ HH()OPMAITMOHHO-
KOMMYHUKAIIMOHHBIMU TEXHOJIOTUSAMMU.




4. O0beM AUCHUILVIMHBI M BU/ABI Y4eOHOI padoThI

Tabauua 2
Bcero CemecTpsl
Bun yyeoHoii padoTnl 4yacos/ 3a4. efl. 3 6
0P0 390 0®0 | 390
KonrakTHas padora (Bcero) 51 32 51 32
B ToMm uucne:
Jlexun 17 16 17 16
[IpakTHueckue 3aHsATHS 34 16 34 16
CemMuHapbI - - - -
JlabopaTopHbie pabOTHI - - - -
CamocTosiTeibHas pa6oTa (Bcero) 93 112 93 112
B Tom unce:
KypcoBas padota (IpoekT) - - - -
PacuetHo-rpadguueckue padboThI - - - -
TP - - - -
Pedepatnl 36 28 36 28
Jloxmaspl - 28 - 28
[IpeseHTanuu - - - -
U (unu) Opyeue 6udvl camocmosmenvHol pabomol.
[ToxroroBka K J1aOOpaTOpHBIM paboTaM - - - -
IToaroToBKa K MPaKTUYECKUM 3aHITHIM 34 24 34 24
[ToaroroBka K 3a4eTy 23 32 23 32
IToaroToBka K 3K3aMeHy - -
Bun oTueTHOCTH 3a4yeT | 3auer 3avyer | 3ayer
Oo0mast Tpy10eMKOCTh BCEI'O B yacax 144 144 144 144
JTUCHUILTNHBI BCETI'O B 3a4. equHHALIAX 4 4 4 4
5. Conep:xkanue IMCHUNTHHBI
5.1. Pa3enbl AMCUMILUIMHBI M BUAbI 3aHSATHIA
Tadauua 3
Yacbl Yacsl npakr.
Ne HanmenoBaHue pasaesa Yacsl jJeK. 1a0. (cemunapckux) | Bcero
n/n JMCOHMILNINHEI 110 ceMecTpaM 3aHATHH 3aHATHH 3aHATHI 4acoB
3 cemecTp
Opranu3zanys AeI0npOU3BOICTBA.
1. | YHuduKauus u cTanaapTU3anms ) - 6
JOKYMEHTOB.
OcHoBHBIE TpeOOBaHMS K 0(OPMIICHUIO
2. | JOKYMEHTOB. 2 - 6
OpraHu3aIOHHO-PACTIOPS IUTEbHAS
3. | JOKyMEHTalMs B YIIPaBICHYECKOU ) - 6
JIESITETbHOCTH.




Cnyx0a JOKYMEHTAIIMOHHOTO
obecrieveHns yIpaBIeHus, ee CTPYKTypa,
4. | GyHKIHMH, TOTDKHOCTHOH COCTAB. 7 4 6
ConeprkaHre OCHOBHBIX IIPOIEAYP PabOTHI
5. | ¢ mokymenTamu. [Iporeaypbl 00paboTku 2 4 6
BXOJISIIIUX, UCXOMSAIINX U BHYTPEHHUX
JOKYMCHTOB.
Jenonpons3BoACTBO B yIPABICHYECKON
6. | AesrtenpbHOCTU. BXoasmas u ucxoasmas 4 8 12
JOKYMEHTALIUSL.
7. | TunoBas TEXHOJOTUSI OpraHU3aluU 3 6 9
JIOKYMEHTO000pOTAa.
17 34 51
5.2. JlekunMoHHbBIE 3aHATHUS
Tadauua 4
Ne | HammeHoBaHue paszjaesia
Conep:xkanue paszjaeJia
/I | THCIUILINHBI
Opranuzanus [ToHsiTHE O TOKYMEHTAX M CIIOCO0aX TOKYMEHTUPOBAHUS
JEJIONPOU3BOCTBA [TonsTre o knaccudukay JOKyMEHTOB.
Yuaudukanus u JIOKYMEHTBI IO TMYHOMY COCTaBY.
1 CTaHJapTU3aLUs JIOKyMEHT B CUCTEME YIPABJICHHUS.
" | JOKYMEHTOB. OcHOBHBIE IOHATHS ACIONPOU3BOACTBA U
JOKYMEHTO000poTA.
Knaccudukanus 10KyMeHTOB
OcHoBHable TpeOoBanus k| OOmme TpeOOBaHUS K CO3aHUIO JOKYMEHTOB.
odopmIteHHIO OdopMmieHIEe PEKBU3UTOB JOKYMEHTA.
2. | TOKyMEHTOB. biianku 1OKyMEHTOB.
Opranu3zanuoHHO- Bupl opraHu3aliiOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.
pacnopsiiuTeNnbHas Opranu3zalvoOHHbIE JOKYMEHTHI.
3. | HOKyMeHTAIusI B NupopmannoHHO-CIpaBOYHAS TOKYMEHTAIIHS.
yIpaBJIEHUYECKOMI
JESITETLHOCTH.
Cmyx0a Cyx0a einonpon3Bo/ICTBA KaK OTPACIb AEATEILHOCTH,
JOKYMEHTAMOHHOTO o0ecrnieunBaroIas JOKyMEHTUPOBAHHUE U OPTaHU3AIHIO
obecrnieueHHs yrpaBieHUs, | padOThl ¢ OPUITHATEHBIME JOKYMEHTAMHU.
4 ee CTpyKTypa, pyHKuuH, JIoKyMeHTOOOO0pOT Kak TexHoJorn4eckuii npouecc. [loroku

JIOJDKHOCTHOM COCTaB.

AOKYMCHTOB U UX COCTaB.
Hponcxo;xneHHe HCXOAAIINX U BHYTPCHHUX JOKYMCHTOB.




ConeprxaHre OCHOBHBIX
npoieayp paboTsl ¢
JOKYMCHTaMHU.

Oo6uwme nonoxenns. DopMupoBaHue aei.
Copep:xaHre OCHOBHBIX MPOLIEAYP paObOThI ¢ JOKYMEHTaMHU.
MapuipyT ABHKEHHUS JOKYMEHTOB. Cxema

5. | IIpouexypsl 06paboTKH
JOKYMEHTO0000poTa. ABTOMATH3alMsl JBUKEHUS JOKYMEHTOB.
BXOJIAIIUX, UCXOISIINUX U
BHYTPEHHUX JIOKYMEHTOB.
Jlenonpou3BoACTBO B O06paboTKa MOCTYMAIONINX U OTIPABISIEMBIX JTOKYMEHTOB.
YIPaBJICHYECKOMN JlenoBoe nmucbpMo.

6. | nestenbHOCTU. Bxomsimast | TpeGoBaHusI, IPEABIBIAEMbIC K TEKCTY CIIY)KEOHOTO MHChMA.
U UCXOASIIIAs [loaroroBka JOKYMEHTOB /JIsl XpaHEHUS B apXUBE.
JOKYMEHTAIHsI.

Tumosast TexHOMOT U KoHTpoJsib UCTIOJIHEHUS U XpaHEHHE TOKYMEHTOB
OpraHu3annnu YIPaBJICHYECKOM JESITEIIbHOCTH.
; JIOKyMEHTO000pOTa. Homenknarypa nen. CocTaBieHre HOMEHKIATYPHI JEL.

dopmupoBaHue U onepatuBHoe XpaHeHue nein. [loaroroska
JIOKYMEHTOB K IlepeJlaue Ha apXUBHOE XpaHEHUE.

5.3. JlaGopaTopHbIe 3aHATHS

JlaGopaTopHble 3aHATHUS He NPeAyCMOTPEeHbI

5.4. IlpakTuyeckue 3aHATUS (CEMHHAPBbI)

Taoauna 5
Ne | HammeHoBaHue pasjaesia
Conep:xkanue paszjaesia
/I | THCHUILINHBI
Opranu3zanus OnpeneneHre OCHOBHBIX TEPMUHOB: JOKYMEHT,
JEJIONPOU3BOCTBA JOKYMEHTUpPOBaHUeE, O(pUIIUATbHBIN, IUYHBIA JOKYMEHT.
Yauduxanus u ['pynmupoBaTh JOKYMEHTHI 10 COJIEPKAHHIO, IO (hopMe, TT0
1. | cranmapTuzanus MIPOUCXOXKACHUIO, 110 BUAY odopmiieHus. CoBpeMEHHbIE
JOKYMEHTOB. 3aKOHOJATEIbHbIE U HOPMATUBHO-METOINYECKHE UCTOUHUKH
0 J1eonpou3BoACTBY. CocTaByHU(DHUIIMPOBAHHBIX CUCTEM
JOKYMEHTALMU.
OcHoBHbIe TpeOoBanust K | OnpeencHne TePMUHOB «PEKBUZHTHDY, «(POPMYIIIp»,
odopmIIeHHIO «6mank». CocTaB peKBU3UTOB OPraHU3alMOHHO-
JIOKYMEHTOB. pPacHoOpsIIUTENBHBIX TOKYMEHTOB U CXeMa UX PACIOJIOKECHUS
2 10 TOCYIApCTBEHHOMY cTaHAapTy. KoHcTpynpoBaHue
’ OJIaHKOB KOHKPETHOM OpraHu3aum; o(opMIIeHHEe OCHOBHBIX
pexkBuzutoB  OPJl. IOpuauyecku 3HAYMMBbIE PEKBU3HUTHI:
MOJIKCH; ]aTa JOKYMEHTA; TIe4aTh; rpu¢ yTBEPKACHUS
JOKYMEHTA; PETUCTPALIMOHHBIA HOMEP JOKYMEHTA.
Opranu3zanroHHO- OcHoBHbIe BUbI U pazHoBUAHOCTH OPJI, BXOsAIIME B
pacnopsaIUTeENbHASA YCOP/I, u npaBuna ux opopmieHusl.
3. JOKYMEHTalHUs B
yIpaBJI€HYECKOMI
JEeSATEIbHOCTH.




Cmyx6a
JOKYMEHTAI[HOHHOTO
obecrieueHus yIpaBiIeHus,

4 ee CTpyKTypa, QyHKIIH,
JIOJDKHOCTHOW COCTaB.

OdopmiteHNsI OCHOBHBIX BHJIOB M Pa3HOBUIHOCTEH
OpraHU3alMOHHO-PACIIOPAAUTENBHBIX U
UH(OPMaIMOHHO-CIPABOYHBIX JOKYMEHTOB. OCHOBHBIE
CI0co0bI JOKyMEHTHPOBaHUS. OCHOBHbIE COBPEMEHHbIE
TEXHOJIOTHH, IPUMEHIEMbIE TIPU OpraHU3aI[uU paObOTHI C
JOKYMEHTaMU B YUPEKICHUSAX.

ConeprxaHre OCHOBHBIX
poueayp paboTsl ¢
JIOKyMEHTaMH.
[Ipouexypsr 06paboTKH

JoxkymenToo60poT. O0beM 1okymMenToo00poTa. IHCTpyKITus
10 JISIONPOU3BOACTBY. OOpabOTKAIOCTYIAOIINX
NoKyMeHTOB. O0paboTKa OTIPaBIsAeMbIX1I0KyMeHTOB O011ue
nonoxenus. Dopmuposanwue aen. [ToaroroBka 10KyMEHTOB.

> BXOIAIINX, UCXOJAIUX U Opranuzanus JOKyMEHTO000pOTa U COCTaBJICHHE
BHYTPCHHUX JTOKYMCHTOB. | HOMEHKJIATYPHI JIeJT CITy>KOBI KaJipoB, XpaHEHUIO U
UCIOJIb30BaHN0. Opranu3anus Jei10poru3BOICTBA.
JlenonpounsBoacTeo B [lepeyeHb OCHOBHBIX JTamoB pabOTBHl C JOKYMEHTaMH
YIPABJICHUYECKOU YUPEKICHUSAX. CocraBnenue HOMEHKJIATypbl ne
NesITebHOCTH. BXomsimas | ¢popMupoBanue aena aisi TEKYIIETO MOCIeIyIOIEero
U ucxonsuas xpanenus. [logroroBka aen ciy>x0bl KaApoB K apXHUBHOMY
6. JOKyMEHTALMSI. XPAHEHUIONIOPAIOK XPaHEHUs JeJl U UX IIepeaadn B
rocyaapcTBeHHbI apxuB. Kommepueckas TtaiiHa. CBeneHus,
OTHOCSIIMECS KOMMEpUYecKol Taitne. /lenoBas nHpopmanus.
3amura JOKYMEHTOB, COAEPKALIMX KOMMEPUECKYIO TalHY.
TumoBast TEXHOJIOT UL CocraBieHre HOMEHKIIATypbl Aei. PopMupoBaHUEe U
- [opranmsanyu omnepaTuBHOE XpaHeHue Aen. [loaroroBka JOKyMEHTOB K
" |moxymeHTo00OpOTA. repeiade Ha apXUBHOE XpaHEHUE.

6. CamocTosiTeIbHasi pa0oTa CTYAEHTOB 10 AUCHMIIJINHE

6.1 TembI 1)1 CAMOCTOAITEILHOTO U3YyY€eHUS

CniocoObl OpraHu3aluu CaMOCTOSTEIbHOM PabOTHI CTYACHTOB:
- ayOWTOpHAsi CaMOCTOSITEeIbHAs paboTa MO AMCUUIUIMHE — paboTa, BBHIMONHsAEMAas Ha
yueOHBIX NPAKTHUECKUX 3aHATUAX TOJI HEMOCPEACTBEHHBIM PYKOBOJCTBOM U KOHTPOJIEM

nperoaaBaTeisl U 1o €ro 3alaHUIO0;

- KOHCYJIbTalMM — B paMKaX KOTOPLIX HNPCroJgaBaTciib, € OIIHOﬁ CTOPOHBI, OKAa3bIBACT
WH/IMBUIyaJIbHbIC KOHCYJIBTAIUU 110 XO/Y BBITIOJHEHHUSI CAMOCTOSITEIbHBIX 3a/IaHui, a C Apyrou
CTOPOHBI, OCYIICCTBJIACT KOHTPOJIb U OLCHUBACT PE3YJIbTAThI OTUX MHAWBUAYAJIbHBIX BaﬂaHHﬁ;

- BHEAyJUTOPHAs CaMOCTOsATENIbHAsE paboTa — paboTa, BBINIOJIHICMAas BHE ayJAUTOPUHU TI0
3aJJaHMIO TIPETIoIaBaTelsl, HO 0e3 ero HeMmOCPEICTBEHHOTO YIaCTHsl.
®opmamu  BHeayauTopHOii CPC 4BIAIOTCS: MOBTOpEHHE JEKIMOHHOTO MaTepuana,
pabora ¢ y4ueOHON JHUTEpaTypod, TMOATOTOBKA K MPAKTHUYECKUM  3aHSTHUSM,
KOHCIIEKTUPOBAHKUE BOIIPOCOB, KOTOPBIE CIEAYET U3YUUTh CAMOCTOSTEIBHO.




6.2. Tembl Ha CAMOCTOSATEIbHYI0 IOATOTOBKY K MPAKTHYECKUM 3aHATUSIM
Tabamnna 6

CoBpeMeHHOe rocy1apcTBEHHOE PEryIMPOBAHUEIEIONPOU3BOACTBA. 3aKOHOAATEIbHOE
peryJaupoBaHue AEI0IPOU3BOICTBA.

2. | Bo3HUKHOBEHHE U Pa3BUTUE OTEUECTBEHHOTO JIEIOMPOU3BOICTBA.

3. | OdopmiieHne ynpaBieHIeCKUX JOKYMEHTOB.

5. | OcobeHHOCTH SI3bIKA U CTHJIS CITY>KEOHBIX IOKYMEHTOB.

6. | Opranusanus ciry0bl JeJIONPOU3BOCTRA.

7. | Opranusanms JOKyMEHT0000pOoTa.

8. | MudopmainmonHo-cripaBoyHasi paboTa Mo JOKYMEHTaM.

9. | Opranmu3anus KaipoOBOTO JIEJIONPOU3BOICTBA B CIIYKO€ YIIPaBICHHS IIEPCOHAIIOM.

10. | TlonsATHE TOKYMEHTUPOBAHHUSI YIIPABICHUYECKON IeATEIbHOCTH.

11. | FOpuanueckas cuiia JOKyMEHTA.

12. | Ponp ¥ CyIIHOCTH TOCYHApCTBEHHOH CHCTEMBI JOKYMEHTAIlMOHHOTO OOecTeyeHUs
yIIpaBJICHUSL.

13. | Ilopsimok coriacoBaHMS M MOAMKCAHUS CITY>KEOHOTO TOKYMEHTA.

14. | Yuudukaius u cTaniapTU3alys ynpaBleHYeCKX JOKYMEHTOB.

15. | Ilopsimok 3aroTHEHUS TUIIOBBIX ()OPM U TIpaBHIIa OPOPMIICHHUS YIIPABICHYCCKUX
JTIOKYMEHTOB.

16. | PekBU3UTHI JIOKYMEHTA U UX IPEJHA3HAYCHHE.

17. | Ponp ¥ BUIBI yIIpaBICHUYECKHUX JOKYMEHTOB, UCIOIB3YEMBIX B ACSITEIbHOCTUKAAPOBBIX
CITy k0.

18. | TpeboBanus Kk copepKaHUIO, CTPYKTYPE U CTHIIIO M3JIOKEHHS YIPaBIEHYECKUX
JTIOKYMEHTOB.

19. | HopmaTuBHO-MeTOIM4ecKasi 0a3a KaJpOBOi IOKYMECHTAIIHH.

20. | Ilepeuennb u conep:kaHue OCHOBHBIX JIOKYMEHTOB IO JTUYHOMY COCTaBY,
PEryJIHUPYIOIMIKX B3aUMOOTHOILIECHUS IPEANPUATUN U PaOOTHHUKOB.

21. | OdopmiieHne KaApOBBIX MPUKA30B, BHIMICKA U3 IPUKa3a.

22. | OdopmiieHue 3asBIICHUS, aBTOOHOrpadun, XapaKTEPUCTHKH, PE3IOME.

23. | Tpynoas kamkka. [IpaBusa oopmiieHus TPYAOBBIX KHUKEK.

24. | JlokymeHTO000pOT. OCHOBHBIC ATAITBI IOKYMEHTO000pOTa. TEeXHOIOT S paboThI ¢
BXOJISIIMMH JOKYMEHTaMHU.

25. | Texnonorusi 00pabOTKH BHYTPEHHHUX U HCXOAAIIUX JOKYMEHTOB.

26. | Perucrpanus JOKYMEHTOB M KOHTPOJIb HCIIOJIHCHHUS JOKYMEHTOB.

27. | HoMeHkJaTypa ie1 Ha MpeAnpusiTuu, popmMupoBaHue U 0OpMIICHUE JIEI.

28. | [logroroBka JOKYMEHTOB Ha apXMUBHOE XpPAaHECHHE.

29. | Opranuzainus 1 0COOEHHOCTH MPUEMA MOCETUTENICH PYKOBOIUTENIEM.

30. | Iopsitox pabOThI C TUCHBMEHHBIMHU OOPALICHUSMH IPAKIAH.

31. | IloaroroBka um 00CITy)KUBAaHHUE COBEITAHMIA.




6.3. Tembl 111 CAMOCTOSATEIbHOI0 U3y4YeHUS

Taoauna 7

Ne

n/n Tembl 1151 pedepaToB

1. | Lenu u3yueHus u 3aj1a4u Kypca AeJ0oNpPOU3BOJICTBA, ONpeesieHUE EIONPON3BO/ICTBA.
Posb TOKYMEHTAIIMOHHOTO 00ecIeueH sl B YIIPABJICHHUH.

2. | KpaTkas xapakTepucTuKka MPUKA3HOTO,KOJIJIEKCKOTO M UCIIOTHUTEIEHOTO
JenonpousBoAcTBa B Poccun.

3. | HopmatuBHO-TIpaBOBOE 0OOECIIeUCHHE AEATEILHOCTH CIIY>KO JETOIPON3BOJICTBA, CTPYKTYpa
U COZIepKaHNe MHCTPYKIMH 1O ICTONPOU3BOJICTBY Ha MPEANPUSATHH.

4. | Ilonsatue «1oKyMeHT», ero ¢pyHkuus. Kiaccudukarms JOKyMEHTOB 110 OCHOBHBIM
MPU3HAKAM.

5. | IlonsaTue «pexBu3uT». II0CTOSHHBIC M IEPEMEHHBIE PEKBU3UTBHI.

6. | XapakTepucTuka pPeKBU3MTOB 3aroJIOBOYHON YacTH JOKYMEHTA, UX HepeueHb U
TpeOoBaHUs K 0(hOPMIICHHIO.

7. | XapakTepuCTHKa PEKBU3UTOB COJIEPXKATEIHHON YaCTH JOKYMEHTa, UX IepeueHb U
TpeOoBaHUs K 0(hOPMIICHHIO.

8. | XapakTepucThKa peKBHU3UTOB O0GOPMIISIONICH YacTH TOKyMEHTa, UX MepeueHb U
TpeOoBaHUs K 0(hOPMIICHHIO.

9. | buaux JOKYMEHTA, BUJIbl OJJTAHKOB OPraHU3aI[MOHHO-PACTIOPSAUTENbHBIX
nokymeHnToB. TpeboBanus K 6JaHKaM, pa3Mepsl ToJIel OJIaHKOB.

10. | Opranu3anMoHHbIE JOKYMEHTBI, UX Ha3HaueHHE U poiib. OCHOBHbBIE BUABI U
obmuenpasuiIa 0hopMIICHHSI.

11. | Obmas xapakTepucTUKa JOJDKHOCTHOM MHCTpyKuuu. OmnpeneneHue, CTpykTypa
coJiep KaHus, MOPAI0K 0pOpMIICHHS 1 OCHOBHBIEC PEKBHU3HTHI JOKYMEHTA.

12. | lraTHOE pactmcanue. OOmas XxapakTepUCTHKA TOKyMEHTa; (popMa UCTIOIHEHMS,
CTPYKTYpa Cofiep KaHus, MOPSAI0K 0POPMIICHHUS M PEKBU3UTHI IOKYMEHTA.

13. | PacnopsiaurenbHble JOKYMEHTBI, UX Ha3HAY€HUE M POJIb B YIIPABICHUU.
OCHOBHBIEBU/IBI PACTIOPSIUTEIBHBIX JOKYMEHTOB M 00IIHE TPaBUiIa 0pOpMIICHHS.

14. | [Ipuka3 mo ocHOBHOM aesTenbHOCTU. CTPYKTypa TEKCTa MpUKa3a, MOPSI0K €ro
pa3paboTKu 1 mpaBuiIa opopMiIeHHs peKBU3UTOB. Bhimucka u3 mpukasa.

15. | Vkazanue. OOmas xapakTepucTHKa JOKYMEHTA, CTPYKTypa ero TeKCTa, HOpANoK U
0COOCHHOCTH 0(pOPMIICHHUSI, PEKBU3UTHI YKA3aHHSL.

16. | UndopManimoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX Ha3HAUYE€HUE U POJIb B YIPABICHUU.
[lepeueHb OCHOBHBIX BUAOB HH()OPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

17. | Axt. Ob1mas xapakTepucTUKa TOKyMEHTa, CTPYKTYpa TEKCTa, MOPSA0K pa3padoTKu
1 oopmIIeHHS PEKBU3UTOB aKTa.

18. | Ilpotokon. OOmias XapakTepuCTHKa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSI0K
pa3paboTKu ¥ 0OPMIICHHS PEKBU3UTOB IPOTOKOJIA.

19. | Hoknaanas, oObscHUTeNbHas 3amucka. OOIIas XapakTepUCTUKa JOKYMEHTOB,
OPSIOK 0(OPMIICHUS] PEKBU3UTOB CIIYKEOHBIX 3aITUCOK.

20. | CopaBka. Bupasl cmpaBok OOmias XapakTepUCTUKAa JOKYMEHTA, PEKBU3UTHI
CIIPaBOK, 0COOCHHOCTH 0(OPMIICHHSL.

21. | Cyxxebnoe mmceMo. Buast mucem. CrpykTypa, MOpsSIOK —ohOpMIICHUS,
TpeOOBaHUs KITUChMY, PEKBU3HUTHI TUCHMA.

22. | Tenerpamma u Tenedonorpamma. OOmas XapakTepUCTUKA JOKYMEHTOB, HOPSIOK
oopMIICHUS PEKBU3HUTOB.

23. | JlokyMeHTBl 1O JTUYHOMY cocTaBy. Ilepeuenb gokymeHTOB. OCOOEHHOCTH 3THUX

JOKYMCHTOB. g




6.4 IlepeyeHb y4eOHO-MeTOAUYECKOr0 O0ecrieYeHHsl VI CAMOCTOSATeIbHOM padoThl

1. Baiikora 1.1O. JIokyMEeHTOOOOPOT ¥ JIEIOMPOU3BOJICTBO: KaK OpraHU30BaTh padoOTy
¢ nokymentamu / U.1O. baiikoBa. — M.: Dkcmo, 2021. — 288 c.

2. bacakoB M.N. JlenompousBoactBo. Koncnekr nekmuii / M.U. bacakoB. — PocroB
H/]1.: ®ennkc, 2020. — 192 c.

3. bacakos M.M. [okymeHnramuonHoe obecnieuenue ympasienus / M.M. bacakoB. —
Pocros #/]l.: ®enukc, 2019. — 413 c.

4. Baromuna M.B. Jlenomnpou3BojacTtBo B Bompocax u orBerax / M.B. Barommna. —
Pocros #/]l.: ®enukc, 2022. — 319 c.

5. Toopyxun O. DIeKTpOHHBIH TOKYMEHTOOOOpOT: TepMHUHBI M ompenenenus / O.
I'oBopyxuH, A. [lemymkus // Cioyx0a kaapos u nepconan. — 2022, —Ne 2. — C. 93-95.

6. Jlenmompou3BOACTBO B CHCTEME TOCYAApCTBEHHOTO YIPABICHHSA: yded. - MpPaKT.
nocobue / mox pexa. E.B. Oxorckoro. — M.: PAI'C, 2020. — 372 c.

7. Hoponwuna JI. Perucrpamnus 1OKyMEHTOB: KapTo4Hasi, )ypHayibHas / JI. Jloporuna //
Cnyx6a xaapos u nepconan // 2019. — Ne 12. — C. 82-85.

8. Hoponuna JI. Texnonorus nokymenroodopota / JI. Hoponuna // Ciayx0a xaapoB u
nepconai. —2019. — Ne 10. — C. 77-80.

7. OneHo4HbIe cpeacTBa
7.1. PyOexxHblil KOHTPOJIb

3 cemect
Bomnpocsl k nepBoii py0e:xHOi aTTecTalNu

1. ITonsiTve 0 JOKYMEHTaX U cioco0ax JOKyMEHTHPOBAHHUS
Nudopmarnus

JloxymeHnTupoBanue

Koppecnonnenuus

OcHOBHBIEC PYHKIINU TOKYMEHTOB

OdunuanbHbIN JOKYMEHT

Cy>keOHbI! TOKYMEHT

[TonsiTre o kaccupuKaluy JOKYMEHTOB
Knaccudukanus 1oKkyMeHTOB

10. IIpaBoBBIC U HOPMATUBHBIE OCHOBBI ACIOMPON3BOACTBA
11. OcHOBHBIE MOHATUS JEITONPONU3BOJICTBA

12. Jenonpou3BoOJICTBO

13. JlokyMeHTHpOBaHUE

14. Crnoco6bl pukcanuu nHGOpMALUH

15. CpencrTBa TOKyMEHTHPOBAHUS

16. Cnoco0Obl TOKyMEHTHPOBAHUS

17. JloxymeHT

18. Cucrema nokymeHTauuu

19. JIoKyMEHTHI IO TMYHOMY COCTaBy

20. TpynoBoii 1oroBop

21. TpynoBas KHMXKa

22. HopmaruBHO-MeTOaMYECKas 0a3a IeJI0NpOU3BOICTBA
23. YuudunupoBannas cucrema qokymeHToB (Y CJI).

24. OOuepoccuiickuii kiaccupukarop ynpasiaeHueckoit nokymenrtanuu (OKY J1)
25. T'ocynapcTBeHHas crucTeMa TIOKyMeHTannoHHOTo obecnieueHus ynpasieHus(I'CAOY)

ORI R WD



Oo0pa3zen OnJieTa /151 NepBOi pyOe:KHOM aTTecTAlIUN

I'po3HeHckuii rocyrapcTrBeHHbIH HeTAHOM TeXHHYeCKHii yHUBepcuTeT uM.akaa. M.JI. MuiiMoHIUKOBA

HNHeTUTYT 1M (POBOIi IKOHOMUKH M TEXHOJOTMYECKOr0 NMpeINPUHIMATEIbCTBA
I'pynna "I'MC-21" Cemectp "3"
Jucuuninuna " OcHOBBI Ae10IPOM3BOACTBA "
bujer Ne 1

1. TocynapcTBeHHas CHCTEMa TOKyMEHTaMOHHOTO obecniedenus ynpasienus ([CIOY)
2. CnocoObl TOKyMEHTHPOBAHUS

Moanuck npenogaBaTes IMoanuck 3aBeayrouero kagenpoi

e NG R
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10.
11.
12.
13.
14.
15.
16.

17.
18.

7.2 Bonpochl KO BTOPOii py0e:KHOI aTTecTaluu

[TonsiTrie AOKYMEHTOOOOPOT.

O6wem 1oKyMeHTO00O0pOTA.

WNHcTpyKuus no Aenonpou3BOJCTBY.

O0paboTka MOCTYNAIONINX TOKYMEHTOB.

O0paboTka OTIpaBIIEMBIX JOKYMEHTOB.

[Topsitok paboOThI ¢ BHYTPCHHAMH JJOKYMEHTAMHU.

Perucrpanus 1 KOHTPOJIb UCHIOJHEHNE JOKYMEHTOB.

Howmenxkiarypa gen.

dopmMHUpOBaHUE JE.

[ToaroroBka TOKYMEHTOB K Iepeaye Ha apXUBHOE XpaHEHUE.

Ha xakue rpynnsl genstcs Bce jeina, HOAr0TOBIEHHBIE 171l apXUBHOI'O XpAHEHUS?
Uro 00s3aHbI JOHKHOCTHBIE JIMIA B TIPEesiaX CBOSH KOMIIETCHIINH.

CKoNbKO BUI0B OOpAIlleHUS BBl 3HAETE.

Kaxumu moryT ObITh 0OpaleHus.

®DopMsI kajoo.

O6paserr 3asiBICHHUS.

Bunbl npeisioxxeHui.

KakumMu HOpMaTHBHBIMU JJOKYMEHTaAMH MOKET OBITh YCTAHOBJICH MOPSIOK PaOOTHI

coOpalIeHUsIMH IPaK/IaH.

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

Kakoe npaBo NMEIOT 111, OCYIIECTBIISIONINE KOHTPOJIb.

Howmenkunatypa nen. Buapsl HOMEHKIIaTypHBIX Jed1.

Kyna BrimrodaroTcst yTBEpK/I€HHBIE SK3EMILUISIPEl HOMEHKJIIATYp JIe.

CocrtaBbTe ONMCH JAea.

OO0BscHUTE HEOOXOUMOCTH 3aBEPUTEIHHOMN HA/IITUCH.

CocTtaBbTe aKT 00 YHUUTOXEHUU IOKYyMEHTOB 32 KOHKPETHBIN EPUOI.

CocraBbTe GopMyIsIp-00pa3ern CBOAHON HOMEHKIIATYPHI A€, HOMEHKIIATYPHI AEICTPYKTYPHOTO

moaApa3aACJICHUA.

26.
27.
28.
29.

Opranuzanus paboTsl C JOKYMEHTaMH.

[IpaBa 1 0TBETCTBEHHOCTH CIIyk0bI JJOY.

Opranu3anus u 000py10BaHNE pabouero MecTa cekperapsi.
Opranuzanys 1e10NIpoU3BOICTBA.
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I'po3HeHckuii rocyrapcTrBeHHbIH HeTAHOM TeXHHYeCKHii yHUBepcuTeT uM.akaa. M.JI. MuiiMoHIUKOBA

Oo0pa3sen 6miieTa 1J1s1 BTOPOii py0e:KHOM aTTecTallun

HNHeTUTYT 1M (POBOIi IKOHOMUKH M TEXHOJOTMYECKOr0 NMpeINPUHIMATEIbCTBA
I'pynna "I'MC-21" Cemectp "3"
Jucuuninuna " OcHOBBI Ae10IPOM3BOACTBA "

Bujer Ne 1
1. IloHsATHE TOKYMEHTOOOOPOT
2. O0beM TOKyMEHTO000pOTA
IMoamucek npenogaBaTeJIs Hoamucek 3aBenyromero kageapoi

7.3 IIpoMeskyTOYHBII KOHTPOJIb

Bonpocsl k 3a4ery

3 cemectp

WX R WD —

[ToHATHE TPUMEPHON U TUIIOBOM HOMEHKJIATYPHI ACII.

HenonpousBonctso. JJokymeHT. JlIokyMEHTUpOBaHUE.

JIOKyMEHTBI IO INYHOMY COCTaBYy.

WNHcTpyKuus 1o AeI0npOU3BOACTBY.

Nudopmanus.

Kaxk opopmisercs o6oxka nena?

Kak ¢opmupyrorcs nokymeHTsI B fiena? [Touemy He pekoMeHyeTcs (popMUpOBaHUE H
XpaHEHUE /1€l y UCTIOJTHUTENS?

Kakumu MoryT ObITE 00pamienus GopMbl Kanoo.

Kakumu HOpMAaTUBHBIMU TOKYMEHTaAMH MOXKET OBITh YCTaHOBJICH MOPSAIOK PabOThI

. C OOpaIeHus MU TpakIaH?
. Kakos nopsiiok oopmiienus nena?
. Kakoe npaBo umeror uua, ocymecTBIsoIue KOHTPOJIb?

Kakyto paboty ocymectsiser DIIK?

. Knaccudukamnus 1okymeHTOB.

Kommepueckas TaliHa.

. Koppecnnonaenuus.

. Kyna Bri1ro4aroTcst yTBepKI€HHbIC K3EMILISIPbl HOMEHKIIATYD JEll.

. Ha xakue TPYIIIbI ACTATCA BCC ACTA, IOATOTOBJICHHBIC JIS1 apXHUBHOI'O XpaHeHI/Iﬂ?
. Homenknarypa nen. Bujbl HOMEHKIIATYpPHBIX JIEIT.

. HopmatuBHO-MeToqMuecKas 6a3a AeI0npOnu3BOJICTBA.

. OOpaboTKa OTIPaBIIAEMBIX TOKYMEHTOB.

. O0paboTKa MOCTYNAIONUX JOKYMEHTOB.

Ob6mepoccuiickuii kaccupukarop ynpasieHueckoi nokymentamnuu (OKY /1)

. O6beM JOKYMEHTOO00O0pOTA.

. OpraHu3zanus 1e10npor3BOJICTRA.

. Opranuzanus u 000opyI0BaHUE pabOYEro MecTa CeKpeTapsl.
. Opranuzanus paboThl C IOKyMEHTaMH.

. OCHOBHEBIE ITOHATHS ACJIOMPOU3BOACTBA.

OcHoBHbIe (HYHKIIUN TOKYMEHTOB.

. O¢uuunanbHbIN TOKYMEHT.
. IloarotoBka JOKyMEHTOB K IlepeJjaue Ha apXUBHOE XpaHEHHE.
. IonsiTHEe TOKYMEHTOOOOPOT.

ITonstue o HAOKYMCHTAax U crocobax AOKYMCHTHUPOBAHUA.
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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.

[NonsTune o KnaccupuKayu JOKYMEHTOB.

[Topsiiok paGoThl C BHYTPEHHUMHU JOKYMEHTaMHU.

[IpaBa u oTBeTcTBEHHOCTH CITy*)0BI JJOVY.

[TpaBoBBIE 1 HOPMATHBHbBIE OCHOBBI JIEJIONPOU3BOICTBA.

Perucrpanus 1 KOHTPOJIb UCTIOHEHUE JJOKYMEHTOB.

Cucrema JOKyMEHTAIUH.

CKoJbKO BUA0B 00pallleHUs BbI 3HAETE.

CiyxeOHbIN TOKyMEHT.

CocraBbTe akT 00 YHUYTO)KEHUH IOKYMEHTOB 332 KOHKPETHBIN MEPHOI.

CocraBbTe OIUCH JIea.

CocraBbTe GopmyIsip-oOpaszer] CBOAHON HOMEHKIIATYPHI JIeJI, HOMEHKIIATYPBI A€ CTPYKTYPHOTO
HOJpa3/ieeHusl.

Crioco0ObI TOKyMEHTHPOBAHUSI.

CnocoOsb1 pukcanyu nHGOPMALIUH.

CpencrTBa TOKyMEHTHPOBAHUS.

TpynoBast KHMXKKA.

TpynoBoii 10rosop.

YuuduuupoBannas cuctema 1okyMeHToB (Y CJI).

DopMHUpOBaHUE JEII.

Yro BKIItOYAET Ae0Bas HHpopManus?

Uro BKIIIOYAET HAYYHO-TEXHHUYECKass HH(popMarus?

Yro 00s13aHbI JOHDKHOCTHBIE JIMLA B MIPE/Ieax CBOCH KOMIETEHIUH.

UYro tpebyercs ais oOecreueHus: COXpaHHOCTH KOH(PHICHIIMATBHBIX JOKYMEHTOB?
['ocymapcTBeHHas cucTeMa JOKyMeHTalnoHHOro odecneuenus ynpasienus (I'CAOY)

Oo0pa3sen OmJieTa 1JI1 HTOTOBOr0 KOHTPOJIA (324eT)

I'po3HeHckmii rocyiapcTBeHHbIH HeQTAHOM TeXHHYEeCKH yHUBepcuTeT uM.akal. M.Jl. MuiiMoHIIUKOBA

HNuerutyT nndpoBoii IKOHOMHKH M TEXHOJIOTHYeCKOro NpeANpMHUMATE/IbCTBA

I'pynna "I'MC-21" Cemectp "3"
Jucuuniauna " OcHOBBI 1e10NPOU3BOICTBA "

Buier Ne 1
1. JIOKyMEHTBI IO IMYHOMY COCTaBY
2. IHCTpYKIHS IO ACTOMPOH3BOICTBY
Hoanucey npenogaBates Hoanuck 3aBeayromero kagenpoi

7.4 Tekyumuii KOHTPoJIb (B popMe codece10BAHNS, MHIUBHIYAJIbHBIX 32 JaHUI)
Bonpocsl 1151 00CY:KIeHUs1

1. Yro Takoe ae10npou3BOCTBO?
2. Kakoe Mecto 3aHuMaroT mH(popMalus U JOKYMEHTHI B COBPEMEHHOW CHCTEME

yIpaBJICHUS?

3. Packpoiite nonstre nadopmarus. Kak cBs3ansl ”HGOpMaLus 1 JOKYMEHT?
4. JlaiiTe onpeelieHne MOHATUIO «JOKYMEHTHPOBAHUE)»

5. Ha3oBute ocHOBHBIE (DYHKIIMH JOKYMEHTA.

6. Llenb 1 OCHOBHBIE 3aJja4H JEJIONPOU3BOACTBA

7. Buzbpl JOKyMEHTOB
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8. dopMbl OpraHu3alyy AEI0IPOU3BOICTBA
9. Yro noHUMAIOT MO FOPUANUECKON CUIION TOKyMeHTa?

10. Ha3oBuTe OCHOBHBIE CPENICTBA JOKYMEHTHUPOBAHUS

3aoanue.

Bribepute u3 npaBoil KOJIOHKU OINpPEAETICHUs, OTHOCSIUECS K TEPMUHAM B JIEBOH

KOJIOHKC, COOTBETCTBCHHO ITPOHYMCPOBAB HX.

1. ITogmuHHUK

Tounoe BOCIIPOU3BCACHHUC ITIOJJIMHHHUKA

2. Konus Komnus, koTopast BelIaceTCs B Cllydae yTpaTsl NOJJIMHHUKA
WIM OpUrMHana, o0jajaeT TOM ke IOPUAMYECKON CHIION,
4YTO U MOJUIMHHUK

3. lyGnukar Komnus nexonsmero T0KyMeHTa, KOTOPBIM OCTaeTcsl B
YUpEXKICHUN

4. Beimicka OpuruHail (JIOKYMEHT B OKOHYATEIbHOM pEHaKIvu,
odopMmIIeHHBIH ¢ ydyeToM TpeOoBaHmii ['ocTa)

5. OTnyck Konus oumanbHOTO JOKYMEHTa, KOTOpas
BOCIPOM3BOAUT KaKyr0-JINOO 4acTh, 3aBEPEHHYIO B
ouLnanbHOM MOpsAKeE

6. ABTorpad JIOKyMEHT, KOTOPBII HAIMCAH aBTOPOM OTITyCKa

3aoanue.

HazoBuTe OCHOBHEIE 3TaIlbl OpraHu3anuu I[OKYMGHTOO60pOTa Ha
O(bOpMI/ITe O9TH CBCICHUA B BUAC CXCMBI.

13
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7.5. Onucanue nokasareJieii U KpUTepHeB OLICHUBAHUS KOMIIETEHUM HA Pa3JIMYHBIX 3Tanax uX (pOpMUPOBAHMS, ONIUCAHHME LIKAJIbI OLCHUBAHUSA

Ta0nnna 8
Kpurtepnu onennBanus pe3y1bTaToB 00y4eHHs (3a4eT)
Haumenosanue
IInanupyembie pe3yabTaThl 0CBOEHUSI KOMIIETEHIINU Mmenee 41 6aia 41-100 62,1108 OLIEHOYHOTO
(He 3a4TEHO) (3auTeHo) cpeacTBa

IIK-4. Cnocoben paspabambieams u peaiu3oebléams MEPONPUAMUA HO OP2AHUAUUL OeAMEIbHOCMU 0P2AH08 2ocydapcmeenHoll enacmu Poccuiickoii @edepayuu,
0p2anog 20cy0apcmeennoll énacmu cyovekmos P®, opzanoe mecmuozo camoynpagieHus

IIK 4.3. Bnaoeem mexnonozuamu pabomst ¢ 00paujeHuAMU ZPaxcoan

3HaTh: TIOPAJOK COCTaBIEHUS, YydeTa, XpaHEHUS,
3alIUTHI, TIepefaddl CIyKeOHOW JOKYMCHTAIliH B
COOTBETCTBHUH € TPEOOBAHISIMH JOKYMEHTO000POTA.

(DparMeHTapHHe 3HaHUA

Henomnneie 3nanus. ChopMUpoBaHHbIE, HO COJEPIKAIIHe
oTaenbHbIE Tpobensl 3HaHuA. CHopMHUpOBaHHBIE
CucremMaTHuecKue 3HaHUS

YMeTh: pacCYUTBIBATh SKOHOMHUYECKUC M COILUAIIBHO-
9KOHOMHYCCKHC IMOKA3aTCIHN, XaPaKTCPU3YIOIHUE PBIHOK

TpyZa.

Yactuaasie YMCHUA

HenousHble ymenus. YMeHuUs NOJHBIE, JOITYCKAOTCS
HeOopmme omubku. CHopMUPOBaHHBIE YMEHHS

Baamers: cmocoOHOCTRIO K 3((eKTHBHOMY NEIOBOMY
OOIICHUIO, ITyOJIMYHBIM BBICTYIUICHUSIM, IEPEroBOpaM,
NPOBEICHUIO  COBCLIAHWI,  JEJIOBOH  IepernckKe,
JJIEKTPOHHBIM KOMMYHUKAIIUSIM;

- HaBBIKAMH COCTaBIICHHUS, Y4eTa, XpaHEHHs, 3allUTHI,
nepeauy Ciiy)KeOHOH TOKYyMEHTAIMH B COOTBETCTBUU C
TpeOOBaHUSAMHU JOKYMEHTO000POTA;

- OCHOBHBIMH ~ CIIOCOOaMH u cpeacTBaMu
WH(QOPMAIIMOHHOTO  B3aUMOJCWCTBHS,  IOJy4YEHUS,
XpaHEeHUs, epepabOTKH, HHTEePIPETallud HHPOpMAaLHH,
HaJMYHEeM HaBBIKOB;

- paboTel ¢ WHOOPMALMOHHO-KOMMYHUKAIMOHHBIMH
TEXHOJIOTUSIMU.

YacTuuHoe BJIaACHUC HABBIKaMH

Hecucremarndeckoe npruMeHeHHE HaBBIKOB. B
CHCTEMaTHYECKOM NPUMEHEHNH HaBBIKOB JOITYCKAIOTCS
mpoOessl. Y CHenHoe U CHCTeMaTHIeCcKoe ITPUMEHEHHE

HaBBIKOB

3amanus s
CaMOCTOATENIEHON PabOTHI,
WHIUBUAYAIbHBIX 3aIaHUM,

TEMBI JI0KJIa]I0B, BOTIPOCHI
IUTT 00CYXKICHUS, OMIICTHI
PYOEKHBIX, TPOMEIKYTOTHBIX
aTTeCTAlUH.
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7.6. Kputepuu oneHuBas TeKylleii, py0e:KHOii 1 MPOMEKYTOYHOH aTTeCTAlMU

Tabauna 9
. Maxkcum.
ATTecTAauMOHHBbIN Buawbl pador, noaiexxamue
Bun nesitenbHOCTH KOJI-BO
nepuoz OLIEHKe
0aJ1JI0B
Tekyuuii KOHTPOJIb TecTsl 7
8 cemecTp Texymuii KOHTPOJIb [IpakTudeckas pabora 8
1-as pyoexHast PyGexxnas arTecranms [TuceMeHHas KOHTposbHas paboTta 20
[TocemaemocTthb Maxkcumanbras (90-100%) 5
Tekyuuii KOHTPOJIb [IpakTudeckas pabora 15
8 cemecTp PyGexxnas arrecranus IIuceMeHHast KOHTpOIBbHASA paboTa 20
2-as py0esxkHas CamocrositenbHas pabota | MunuBumyanapHOE 3aaHne 15
[Tocemaemocthb Maxkcumanbras (90-100%) 10
BCEI'O: 100

8. OcobGennocTn peanu3anuM JUCHUIVIMHBI JJ HHBAJIUWAOB W JHI C
OrpaHMYeHHBIMHU BO3MOKHOCTSAMH 310POBbS

JIsisi OCYIIECTBJICHHUS MPOLEAYP TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH M MPOMEKYTOYHOU
aTTecTallud OOYYaroONMXCs CO3/aHbl (OHIBI OICHOYHBIX CPEICTB, aJalNTUPOBAHHBIC IS
WHBAIUIOB M JIUI] C OTPAHUYCHHBIMA BO3MOXKHOCTSIMH 3JIOPOBbSI M IO3BOJISIOININE OLICHUTH
JOCTIIKEHUE MMH 3aIJIAHUPOBAHHBIX B OCHOBHOW 00pa30BaTEIBHOW MPOTpamMMe pPe3yiIbTaToB
00y4YeHHsI U YPOBEHb C(HOPMHUPOBAHHOCTU BCEX KOMIICTEHIIUH, 3asBJICHHBIX B 00pa30BaTEIbHOM
nporpamme. @dopma mpoBemeHUs ~TEKymed —aTTecTallud IS CTYJSHTOB-WHBAIUIOB
YCTAHABJIIMBACTCSI C YYETOM HWHIAMBHIYaJIbHBIX MCHUXOPHU3UUECKUX OCOOCHHOCTEH (YCTHO,
MUCbMEHHO Ha Oymare, NMUCHMEHHO HAa KOMITbIOTEpe, B (opMe TeCTHpOBaHUS W T.IL.). [lpum
TECTUPOBAHUU Ui CIA0O0BHISANIMX CTYJICHTOB HMCIIOJIB3YIOTCS (DOHJIIBI OLIGHOYHBIX CPEJICTB C
YKpymHEeHHbIM mpudToM. Ha 23Kk3aMeH npuriamaeTcss COMPOBOXKIAIONINKN, KOTOPBIMA
o0ecreyrBaeT TEXHUYECKOE COMPOBOXKICHUE CTYICHTY. [IpM HEOOXOJMMOCTH CTYICHTY-
WHBAIH]Y TIPEIOCTABIISICTCS TOTIOJHUTEILHOE BPEMsl ISl TIOJTOTOBKH OTBETa Ha dK3aMeHe (Wn
3auete). OOyuarompecs ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSMU 37I0POBBS, W 0Oydaromuecs
WHBAIHIBI 00ECIICYMBAIOTCS TEYATHBIMU W O3JICKTPOHHBIMH OOPa30BATEIBHBIMH pPECypcaMu
(mporpammbl, yudeOHbIe mMOCOOUS MJii CaMOCTOATENbHOW paboTel W T.10.) B (dopmax,
aJIaNTUPOBAHHBIX K OTPAHUYCHUSM UX 3JI0POBbSI H BOCTIPUATHS HH(POPMAITUH:

1) aust MHBAJIUIOB M JIMII C OTPAHHMYCHHBIMH BO3MOYKHOCTSIMH 3JI0POBBSI 110 3PECHUIO:

- IS CNETBIX: 3aJaHUsl JJIS BBITIOJHEHUS HAa CEMUHAapaxX M MPAKTUYECKUX 3aHATHIX
oopmitsitoTest penbeHO-TOYeYHBIM MpU(BTOM bpaiins wim B Buae 3JIEKTPOHHOTO JOKYMEHTA,
JOCTYITHOTO C MOMOIIBI0 KOMITBPIOTEPA CO CIIEUAIM3UPOBAHHBIM MPOTPaMMHBIM 0OecrieueHueM
JUISL CTITIBIX, TMOO 3a4NTHIBAIOTCS ACCUCTEHTOM; MMChbMEHHBIE 3aJaHUs BHITIOIHSIOTCS Ha Oymare
penbedHO-TOYeuHbIM mpudTOoM bBpaiing wim Ha KOMIIBIOTEpE CO CIEMUATU3UPOBAHHBIM
HPOTrPaMMHBIM 00€CIICUCHHEM JUTS CIICNBIX MO0 HaJUKTOBBIBAIOTCS ACCUCTEHTY; O0Y4aOMIUMCS
JUI BBITIOJIHEHUS 33JaHUS TPHU HEOOXOAMMOCTH MPEJOCTABIIACTCS KOMIUICKT MHCbMEHHBIX
NPUHAUISKHOCTEH M Oymara JuIsi MUCbMa pelibeHO-TOYeUHBIM mpudTOoM bpaiiis, KoMIboTep
CO CHEeIHMATM3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHHEM IS CIIETIBIX;

- U CIa0oBUIAIINX: 00ECIieYrBacTCs WHANBUIYaIbHOE PABHOMEPHOE OCBEUICHUE HE
menee 300 grokc; OOydaromUMCst Uil BBIIIOJHEHHUS 3aJaHusl TpPU  HEOOXOJUMOCTH
IPEIOCTABIISCTCS YBEIHMYMBAIOLIEE YCTPOUCTBO; BO3MOKHO TaK)KEe MCIIOJIb30BaHHE COOCTBEHHBIX
YBEIMYMBAIOLINX YCTPOIHCTB; 3alaHUs ISl BHIOJHEHUS 3aJaHUK O(POPMIISIOTCS YBEIUYCHHBIM
mpudTOM;
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2) JJIs THBAJIMAOB U JIMI C OTPAHUYCHHBIMU BO3MOXKHOCTAMU 3JOPOBbSA IO CIIYXY:

- I TIIyXux H CJIa6OCJII)IIHaIIII/IXI oOecreynBacTCs HaJIM4ue 3BYKOYCHHHBaIOHI€fI
arrmaparypbl KOJJICKTUBHOI'O I10JIb30BAaHM, npu H606XOI[I/IMOCTI/I O6y‘laI-OH_II/IMC$[
MpeaoCTaBIACTCA 3BYKOYCHWJIMBAIOIasa arraparypa HHAUWBUAYAJIbHOT'O IIOJIB30BaHUAI,
MMPEAOCTaBIAKOTCA YCIYI'U CYpAOIICPCBOAIHNKA,

- I CICHOITYXHMX OOIYCKACTCA MPUCYTCTBHUEC ACCUCTCHTA, OKA3bIBAIOLICTO YCIYI'H
TH(bHOCYpI[OHCpGBOI[LII/IKa (HOMI/IMO Tpe60BaHPII>i, BBIINMOJIHACMBIX COOTBCTCTBCHHO MJIA CJICIIBIX M

[IIyXUX);
3) ans ML ¢ TSOKEIbIMH HApyLIEHUSMHM PeYH, TIIYyXHUX, CIa0OCHbIIAMX JIEKIUA U

CEMHUHApBI, IPOBOJMMBIE B YCTHOI opMe, IPOBOIATCS B MUCBMEHHOH QopMe;
4) nns MHBAJIWAOB W JIMI[ C OTPAHUYECHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS, MMEIOIINX
HapyILIEHUs OIIOPHO-ABUTAaTEIbHOIO anapara:

- JUIA JUIl C HapYUICHWSMH OIOPHO-JIBUTATEIILHOTO amnmapara, HapyIICHUSMH
JIBUTATEIILHBIX (YHKIUH BEPXHUX KOHEYHOCTEH WM OTCYTCTBHEM BEPXHHX KOHEYHOCTCH:
MUCHbMEHHBIC 33JJaHUs BBIMTOJHAIOTCS Ha KOMITBIOTEPE CO CIICIHATU3UPOBAHHBIM IPOTPAMMHBIM
oOecrieyeHHMEM WJIM  HaJIUKTOBBIBAIOTCS ~ aCCHCTEHTY; BBINOJIHEHHE 3alaHuii  (TECTOB,
KOHTPOJIBHBIX padoT), TPOBOAMMBIE B TUCBMEHHOU (opMe, IPOBOAITCS B YCTHOU popme myTeM
orpoca, 6ecepl ¢ 00yUarOIUMCS.

9. YueOHO-MeTOAUYECKOE U HH(POPMAIMOHHOE 00ecTieYeHue TUCHUTITUHbI
9.1 JIuteparypa:

1. Kabamor C. FO. Opranumzamus 0o0IIEro M CIEHUATBFHOIO IEJONPOU3BOJICTBA B
opraHax MECTHOro camoyrmpasieHus Y4e0. nocodue. M.: UHOPA-M, 2013, 421 c. ISBN 978-5-
16- 005372-1.

2. Kynbrypa yCTHOW W THCBMEHHOM peud JeJoBOro 4yenoBeka. CHpaBOYHUK.
[Ipaktukym. — 18 uzn.-M.: @nunra, Hayka, 2022, 320 c¢. ISBN 978-5-89349-358-0.

3. Kymmuepyk C. I1. lokymeHTHas JTUHTBUCTHKA: Yuel. mocobue. — 5 uza., M.: @nunra,
Hayxka, 2019, 256 c. ISBN 978-5-9765-0213-0.

4. JloueBa M. B., I'ankuna E. H., I'ypoBa E. B. JlenonpousBoacTtBo B KaapoBOi
ciyx0e. YaeoHo-nipakTHaeckoe nocodue. M.: IIpocmekt, 2021, 80 c. ISBN 978-5-392-10015-6

5. [Tlerposa I'. B. [IpaBoBoe U NOKyMEHTAIMOHHOE oOecredeHrne NMpodhecCUOHATLHOM
IeaTeIbHOCTH: YueOHuK. — M.: Akagemus, 2012, 320 ¢. ISBN978-5-7695-8443-5

6. CankoB B. B. UndopmanuoHHble TEXHOJIOTMM ¥  KOMIIbIOTEpU3ALIUS
JIEIONPOU3BOJICTBA. YueOHUK. (7-¢ u3A., cteporuil.), M.: Akaaemus, 2022, 288 c¢. ISBN 978-5-
7695-8901-0

7. TpodpumoBa O. B. OcnoBbl ngenoBoro mnuchma. Yued. Ilocobme. — 2-e wu3m.,
crepeorurt., M.: ®nunra, Hayka, 2021, 304 c. ISBN 978-5-9765-0930-6

0) JoMOIHUTEIbHAS JIUTepaTypa:

1. Bbapuxun A.b. Jlenonpou3BoacTBO U JOKYyMeHTO000pOT. IpakTHueckoe mocodue. —
M.:Kamxnsbiit mup, 2021.- 416 c.

2. Poroxun M.IO. JlokymMeHTalMOHHOE OOecreueHue yrIpaBiIeHUs: y4eOHO-
npaktuueckoe nocodue. — M.: TK Benowu, [Ipocnekt, 2020 — 384 c.

3. Poroxun M.IO. JlenonpousBoactBo. Kypc nekuuit: yue6. Ilocobue. — M.: TK
Ben6u,IIpocnext, 2022. — 240 c.
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4. CreHIOKOB M.B. JlenomnpousBoactBo. Opranuzanusi JOKyMEHTAIMOHHOTO
obecrieuenus npeanpusatus. - M.: A-Ilpuop, 2019. - 176 c.

5. CrentokoB M.B. O0pa3iibl TOKyMEHTOB IO J€JI0NPOU3BOACTBY. - M.: IIpuop, 2022.

6. KupcanoBa M.B., AkcenoB KO.M. Kypc nemonpousBoacTBa: JOKYMEHTAIMOHHOTO
obecnieueHus ymnpapieHus. Yueb. [Tocodue. - M.: UHOPA-M, 2021.- 367 c.

9.1. Metoanueckue ykazaHus 1Jis1 ocBoeHus nucuuniiuibl (Ilpuioxkenue).

10. MaTepuajJibHO-TeXHUYECKOE OOecredeHue U CIUIINHbI

1. IIpoBenenue ayAUTOPHBIX 3aHATHM IUIAHUPYETCS B COOTBETCTBUU C PACIHCAHUEM
y4eOHBIX 3aHATHHA HENOCPEACTBEHHO B AayAUTOPUSAX HHCTUTYTAa LHU(POBON SKOHOMHUKU H
TEXHOJIOTMYECKOr0 IPEANPUHUMATEIBCTBA, a TAKXKE B JIPYIMX ayJUTOPHUSIX YHUBEPCHUTETA B
3aBUCUMOCTH.

2. Kimacc ¢ nepcoHaJIbHBIMH ~ KOMIIBIOTEpAMH  MCIIONB3YeTCs I MPOBEACHUS

WHAUBUAYaIbHBIX KOHcynbTanuil co cryaentamu (CPC) B ayn. 4-07, xoprmyca mo aapecy: T.
I'po3nsiii, mpocnext um. X.A.Hcaesa, 100.
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IIpusoxkenune

MeToauyeckue yKazaHus 10 OCBOCHHUIO M CHUILTUHBI «['ocynapcTBeHHOE
pery/iupoBaHue Pa3BUTHS MAJIOT0 U CpPeIHero Ou3Heca

1. Metoauyeckue yka3aHus AJisi 00y4alOUIUXCH MO MJIAHUPOBAHUIO U OPraHU3ALMHU
BpeMeHH, He0OX0AUMOT0 /1JIs1 OCBOEHUS TN CIUTIUHbBI

N3ydenne pekoMeHIyeTCsl Ha4aTh C 03HAKOMIICHHUS ¢ pa0o4eil mporpaMMOi JUCIUTLINHEI,
€e CTPYKTYpOH | COJepXaHHWeM pasnelioB (Mojaynei), (OHIOM OIICHOYHBIX CPEICTB,
03HAKOMUTHCS ¢ Y4eOHO-METOIMICCKUM M HH(POPMAIIMOHHBIM 00€CIICYCHHEM JTUCITUTUINHBL.

JuctuiuinHa « OCHOBBI 1eJI0MPOU3BOACTBA» COCTOUT U3 7 CBA3aHHBIX MEKIY COOOIO TEM,
00eCTIeYnBarOIIUX MOCIIEIOBATEIBHOE H3YUCHNE MaTepraa.

OOyuenne mo jaucuuiuinHe «OCHOBBI I€JIONPOU3BOACTBA»  OCYIICCTBIISCTCS B
CIIeIYIOIHX opMax:

1. AyautopHsie 3aHATHs (JICKIIMU, IIPAKTHUCCKUE 3aHSITHUSA ).

2. CamocTosTenbHas paboTa CTyneHTa (MMOArOTOBKA K JIEKIHMSIM, TPAKTUYECKUM 3aHATUSIM,
TECTaM, HHIMBHIyaJbHasi KOHCYJIBTAIUS C MIPETIOIaBaTeIIEM ).

VY4ueOHbll MaTepuan CTPYKTYPUpPOBaH M M3Y4YEHHE JUCLUIUIMHBI MPOU3BOJUTCA B
TEMAaTHYECKON IOCIIEN0BATEIbHOCTH. KaX10My NpPAaKTUYECKOMY 3aHSATHIO U CaMOCTOSITEIBHOMY
U3YyUYEHHUIO MaTepuaia MpeAllecTBYeT JeKIus no JaHHoi Teme. OOyuaronyecs caMOCTOSTEIbHO
IIPOBOJAT IPEABAPUTENBHYIO IOATNOTOBKY K 3aHATHIO, NPUHUMAIOT AKTUBHOE M TBOPYECKOE
ydacThe B OOCYXKJAECHHUU TEOPETHYECKHX BOIPOCOB, pa3zdbope MpoOIEMHBIX CUTyallMil U MOMCKOB
IIyTEeN UX PEILICHMUS.

Onucanue nocjaen0BaTeJIbHOCTH AeiicTBHIA oﬁyqammerom

[Ipyn u3yyeHuM Kypca cieqyeT BHMMATEIbHO CIylIaTh U KOHCIEKTHPOBAaTh Marepual,
u3JaraeMblii Ha ayJIUTOPHBIX 3aHATUAX. IS €ro MOHMMaHUS M KAuyeCTBEHHOI'O YCBOEHUS
PEKOMEHIYETCS CIEeAYIOIas MOCIEA0BATENBHOCTD JEHCTBUMN:

1. ITocne oxoH4YaHMs Y4YeOHBIX 3aHATHM Ui 3aKpeIUIeHUs MaTepuaa IPOCMOTPETh U
00yMaTh TEKCT JIEKIIUH, IPOCIYIIaHHOW CEroJHs, pa3o0parh paccMoTpeHHble pumepsl (10 — 15
MUHYT).

2. Ilpu noaroToBKe K JIEKIUU CIEAYIOUIEr0 JHS MOBTOPUTH TEKCT MPEAbIAYIIEH JIEKLUH,
OJyMaTh O TOM, Kakast MOkeT ObITh cieaytomas tema (10 - 15 munyr).

3. B tedyeHue Hemenu BBIOpaTh BpeMs ISl pabOTHI ¢ JauTeparypoil B Ombmmoreke (mo 1
yacy).

4. Ilpu NOArOTOBKE K MPAKTUYECKOMY 3aHSATHIO OBTOPUTH OCHOBHBIE MOHSTHUS IO TEME,
METOAMYECKHE OCHOBBI, pPa300paTh PacCMOTPEHHbIE NMpHUMEpHl. Perias KOHKpETHOE 3ajJjaHue, —
IIPEJIBAPUTENILHO MOHAThH, KAKOW TEOPETUUECKHUI MaTeprall Hy>)KHO UCIOJIb30BaTh. HameTuts minan
peleHus, TonpoboBaTh HAa €r0 OCHOBE PEIIUTh 1-2 MpakTHYeCKUe 3a1a4H.

2. MeToauyeckne yKa3aHusi 1o padore o0y4aommxcss BO BpeMsl IPOBeIeHNsl JeKIH i

Jlexuuun no pucuuniuuHe «OCHOBBI A€JONPOU3BOACTBA» U3JIaraloTCs B TPAJIULUOHHOM
ctuie. KoHeyHOH 1enpl0 OCBOeHHMs Kypca sBisercs (opMupoBaHHe Yy OOydaroUIMXcCs
AQHAJIUTUYECKOT0, TBOPYECKOI0 MBIIUICHUS IIyTEM OCBOCHMS TCOPETUYECKUX M OPraHU3allMOHHO-
METOJMYECKMX OCHOB DKOHOMHYECKOIO aHajiu3a M JUarHOCTUKU  IPOU3BOACTBEHHO-
YKOHOMHUYECKOM AEATEIBHOCTH IIPEATIPUATHI.

Jlekuuu fgaroT  OOydaroUMMCS CUCTEMAaTU3UPOBAaHHBIC 3HAHMA [0  JUCLMILIMHE,
KOHIIEHTPUPYIOT HMX BHHUMaHUE Ha HauOoJee CIOKHBIX M BaXKHBIX BoIpocax. Bo Bpems
JEKIIMOHHBIX 3aHATUH PEKOMEHyeTCsl BECTH KOHCIIEKTUPOBaHUE yueOHOI0o MaTepuala, o0paliarh



BHUMaHue Ha (JOPMYIHPOBKU U KATETOPUU, PACKPHIBAIOIINE CYyTh TOTO HIIM MHOTO SIBICHUS, WU
IPOIIECCOB, BBIBOBI M MPAKTHYECKHE PEKOMEH/IAINH.

KoHcnekT nexkuuu jgydine noapasensaTh Ha MyHKThI, COOII0/1as KPACHYIO CTPOKY. DTOMY B
OonbiION cTenmeHu OyayT CIOCOOCTBOBAaTb BONPOCHI IJIaHA JIEKLUH, MPEI0KEHHbIE
npenojasarensm. CieyeT oOpaliaTe BHUMaHKUE Ha aKLEHTBI, [IperoiaBaTellb, OTMeuas Hanboiee
Ba)XHbIE MOMEHTHI B JICKIIMOHHOM MaTepualie 3aMEUaHHSIMU «BAaXKHO», «XOPOIIO 3allOMHHUTEY U
T.. MOXHO [enaTh 3TO U C IOMOIIBI0 PA3HOIBETHBIX MAapKEpOB WU PYYEK, MOTYCPKHUBAS
TEPMUHBI M OTIPE/ICTICHHUS.

[lenecooOpa3no pa3zpaboTaTh COOCTBEHHYIO CHCTEMY COKpalleHHi, abOpeBuatyp u
cuMBOJIOB. OpHAaKO TpH JanbHEimell pabdoTe ¢ KOHCIEKTOM CHMBOJIBI JIy4Ille 3aMEHUTh
OOBIYHBIMH CIIOBaMH JJIs1 OBICTPOTO 3PUTENHHOTO BOCIPUATHS TEKCTA.

Paborast Ham KOHCHEKTOM JIEKIHMHA, HEOOXOAWMO HCIIOJIb30BaTh HE TOJBKO OCHOBHYIO
JAUTEepaTypy, HO U Ty JUTEpaTypy, KOTOPYIO IOTMOJIHUTEIHHO PEKOMEHAOBAJ IPENoAaBaTelb.
Hmenno Takasi cepbe3Hasi, KpONMOTINBas padoTa ¢ JEKIIMOHHBIM MaTEPUAIIOM TO3BOJIUT OBJIA/IETh
TEOPETUUYECKHM MaTEPHUATIOM.

TemaTuka nexuuii naercs B paboyei mporpaMme JUCIUTUIHHBL

3. MeToauueckue YKazanust Oﬁy‘lalOIlH/IMCﬂ Mo IOATOTOBKE K IMPAKTHYCCKUM
3AHATUAM

CryneHTy peKOMEHAYETCS CIEAYIOIas CXeMa OATOTOBKU K TPAKTUYECKOMY 3aHATHIO:

1. O3HaKOMHUTBCA C TUIAHOM MPAKTUYECKOTO 3aHATHUS

2. IlpopaboTaTh KOHCIEKT JIEKLUH, HEOOXOAMMBIA JJsI OCBOEHHUS TEOPETHYECKHX MU
OpraHU3alMOHHO-METOIUYECKUX BOIIPOCOB IO MPEII0KEHHOU TEME;

3. IIpouynTarh pEKOMEHIYEMYIO JTUTEPATYPY.

B mpomecce mMOArOTOBKM K MPAKTHYECKUM 3aHATHSAM, HEOOXOAMMO OOpaTUTh 0coboe
BHUMAHUE Ha CaMOCTOATEIbHOE M3Y4YEHHME PEKOMEHIOBAHHOW nuTepaTypsl. IIpu Bcell momHoTe
KOHCIIEKTUPOBAaHUSl JIEKIMM B HEH HEBO3MOXXHO U3JIOKUTh BECh MaTepuana u3-3a JUMUTa
ayJIUTOpHBIX 4yacoB. IloaToMy camocrosiTenbHas paboTa ¢ yueOHUKaMH, y4eOHBIMU [TOCOOUSMH,
Hay4HOM, CIPAaBOYHOM JIMTEpaTypoil, Marepuansamu IEpUOAUYECKUX H3AaHui U MHTepHera
ABJsieTcs HaubOosiee FPPEKTUBHBIM METOAOM IMOJTYYEHHUs JONOJHHUTEIbHBIX 3HAHUH, M03BOJIET
3HAYUTEIbHO AKTUBU3MPOBATh MpOIECC OBIaAeHUs HHPOpManueil, crmocodocTByeT Ooee
rIIyOOKOMY YCBOEHHMIO H3ydyaeMoro Marepuaina. Bce HOBble MOHATHS IO H3ydyaeMoOW TeMme
HE0OXOAMMO BBIYYUTh HaU3yCTh U BHECTU B IJIOCCAPHI, KOTOPHIHN 11€7I€CO00pa3HO BECTH C CaMOT0
Hayaja U3y4eHus Kypcea;

4. OTBeTUTH HAa BOIPOCHI, PEKOMEHOBAHHBIE ISl IPOBEPKU U 3aKPEIUICHUS 3HAHUM 110
IIPEIJIOKEHHON TEME;

5. IIpopaboTarh TeCTOBBIC 3aJaHUS U 3a/1a4H;

6. Ilpu 3aTpyaHeHUIX chOpMyIHPOBATH BOIPOCH! K MPENOJaBaTeNo.

Pesynbrar Takoil paboOTBHl OMKEH TPOSBHUTHCS B CIIOCOOHOCTH CTYACHTa CBOOOIHO
OTBETUTH HAa TEOPETUYECKUE BOIPOCH! MIPAKTUKyMa, BBICTYNIATh U Yy4acTBOBATH B KOJJIEKTUBHOM
00CyXJIEHUU BOIIPOCOB U3y4aeMOIl TEMbI, IPABUIIBHO BBIIIOJIHATH PAKTUYECKUE 3aJIJaHUSI U UHbBIE
3aJaHMsl, KOTOpbIe JatoTcs B (POHJIE OLICHOUHBIX CPE/ICTB AUCLUIIUHBI.

4. MeToauveckne yKazaHus 00y4aloUIUMCs 110 OPraHU3aIUM CAMOCTOSATEIbHOM
padoThbI

Ilenp  opraHuzanMud  CaMOCTOSITENIbHOM  paboThl 1Mo  aucuuruinHe  «OCHOBBI
JeJIONPOU3BOACTBA» — ITO YIIyOJeHHE M pacHIMpEeHUEe 3HAHWW B 00JIACTH MHUKPOIKOHOMUKU;
dbopMupoBaHUE HABBIKA U UHTEPECa K CaMOCTOATEIHHON TO3HABATENbHO J1eATeIHbHOCTH.

CamocrosTenbHas pa60Ta o6yqa}0m1/1xc;1 SIBJIIETCS  BaKHEHIIIMM BUIOM OCBOCHHA
COACpKaHUA AUCHUIIINHBI, IMOATOTOBKH K MPAKTHYCCKUM 3aHATHAM U K KOHTpOJIBHOI;'I pa60Te.
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Crola e OTHOCATCS U CaMOCTOSITEIbHOE YIIyOJIEHHOE M3Y4YeHHE TEeM JUCLUILIMHBL.
CamocrosrenbHass paboTa IpencTaBiasieT co00l MOCTOSHHO JEMCTBYIOLIYIO CHUCTEMY, OCHOBY
00pa30BaTENFHOTO MpOIecca U HOCUT UCCIIENOBATEIbCKUI XapaKTep, YTO MOCIYXHUT B OyayIieMm
OCHOBAaHMEM Ui HANUCAHUS BBITYCKHOW KBAIM(UKAMOHHOW pabOThI, MPAKTUIECKOTO
INPUMEHEHHS TIOTyYSHHBIX 3HAHUIH.

OpraHu3anusi caMOCTOSITETIbHONH paboThl OOYYaIOUIMXCS OPUEHTHPYETCSl HA AaKTHUBHBIC
METOJIbl OBJIQJCHUS 3HAHHUSAMH, PAa3BUTHE TBOPYECKUX CIIOCOOHOCTEH, MepexoJ]l OT MOTOYHOTO K
WH/IMBUAYAJIM3UPOBAHHOMY OOYUEHHIO, C YIETOM MOTPEOHOCTEH M BOZMOKHOCTEH JIMYHOCTH.

[IpaBuiibHasE OpraHM3alUsl CaMOCTOSITENBHBIX y4YeOHBIX 3aHATHI, MX CHCTEMATUYHOCTH,
1esIecoo0pa3Hoe IMIIaHNPOBaHUE pabouero BpEMEHH I03BOJISET 00yJarONMMCS Pa3BUBAaTh YMEHUS
¥ HaBBIKM B YCBOGHHHM W CHCTEMAaTH3alUHM INPUOOPETaeMBbIX 3HaHHH, 00ECHEeYMBATH BBICOKUIN
YPOBEHb yCIIEBAEMOCTH B TIEPHO] O0YUCHHUS, IOTYIUTh HABBIKH MMOBBIIICHUS TPOPECCHOHATLHOTO
YPOBHSL.

[ToaroroBka K MPaKTUYECKOMY 3aHITHIO BKJIIOYAET, KpPOME MPOpaOOTKH KOHCIEKTa M
BBITIOJIHCHUSI MHANBUYAJbHBIX 3aJaHUM, TTOUCK JIUTEPATyphl (II0 PEKOMEH/IOBAHHBIM CITMUCKaM U
CaMOCTOSITENIbHO) 17l OoJjiee yriayOJIEHHOTO OCBOEHHS BOMPOCOB IO TEME HCCIEeIOBAHUS.
[IpakTrueckas pabora, npexie BCErO, npearnogaraeT B npoiiecce
3aHITHS BbIpa0aThIBaTh MPAKTUYECKUE YMEHUS B (DOpME BBIUMCICHHM, pacYeTOB, UCIOIb30BaAHUS
aHAJUTUYECKUX TAOJIHII, U T.[I.

IIpy moAroToBKe K KOHTPOJBHBIM 33JaHUSAM OOYyYaroIIMMHCS JOJDKEH IOBTOPSTH
NPOIIEHHBI MaTepruant B CTPOrOM COOTBETCTBHH C y4eOHOW MPOrpaMMOM, HCIIONB3YsI KOHCIEKT
JeKIMH W JUTepaTrypy, PEKOMEHJIOBaHHYIO IpenojaBareneM. IIpy HeoOXOAMMOCTH MOXHO
00paTUTHCS 32 KOHCYJIbTAlMEH U METOINYECKOM TOMOIIBIO K IIPETIOAABATEIIO.

CamocrosiTenbHast paboTa peaan3yercs:

- HEMOCPEACTBEHHO B IMPOLIECCE AyJUTOPHBIX 3aHATUNA — Ha JIEKIHAX, MPAKTHUYECKUX
3aHSTHSX;

- B KOHTaKTe C TPENoJaBarejeM BHE PaMOK pACIUCaHUS — Ha KOHCYJIbTAIMSAX I10
yu4eOHBIM BOINPOCAM, B XOJ€ TBOPYECKUX KOHTAKTOB, NMPU JIMKBUAALUU 33J0JDKEHHOCTEH, MPU
BBITIOJTHCHUH WHIUBUIYATbHBIX 3aIaHUN U T.I.

- B Oubnmoreke, noma, Ha Kadeape MpPU BHIIOIHEHUH OOyYaroOIIMMCS YYEOHBIX U
MPAKTHYECKHX 3a7ad.

Bunet CPC u kputepun oneHok (mo OamnbHo-peiiTuHroBoit cucreme I'THTY, CPC
oIleHUBaeTcs B 15 Gaiios):

1. Tectnl
2. KonTponbHbie 3a1aHus (3a1a4H)

Tewmbl A7 caMOCTOSATENBHOM pabOTHI MPOMKCaHbI B paboyeil mporpaMme JUCIUILINHEI.

D PeKTUBHBIM CPEACTBOM OCYIISCTBICHHUS OOYYAIOIIMMCS CaMOCTOSITEIILHON paboThI
ABIIIETCS OJIEKTpOHHAs HH(OpManMOHHO-00Opa3oBaTeNbHas cpefa YHHUBEPCUTETa, KOTOpas
o0ecrieynBaeT JOCTYN K Yy4eOHBIM IIaHaM, pabOYMM MporpaMMaM AMCUUIUIMH (MOAynei),
MPAKTHK, K U3JAHUSIM JIEKTPOHHBIX OMOIHOTEYHBIX CUCTEM.
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CocTaBuTeb:

Houent kapeapsr « Tul 'V»

COI'TACOBAHO

3aB. Beimyck. Kad. «Tul V»

Hupexrop IYMP

sligf—

e

V.
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