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crpykrype OITOII 00pa30oBaTeNbHBIX OTHOIICHUH Onoka 1. «/IucCuuruiuHbl (MOMYIH)»
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Komnerenmuu, T1K-4

(dbopMHpyeMbIe B pe3yIbTaTe
OCBOEHUSI IUCLIUIIIIMHBI

ConepkaHue JUCITUTUIMHBI

Tema 1. IIpeamer, conep:kanue u 3aadu Kypcea.

Tema 2. Ilowstue o gokyMeHte. @DOyHKIUMHU, CBOWCTBA,
KJaccu(uKaIus JT0KyMEHTOB

Tema 3. CoBpeMEeHHOE 3aKOHOJATEIbHOE pEryJIUpOBaHUE U
HOPMaTHUBHO-METOIUYECKOE obecrieyeHue B o0mactu
JIeJIONPOU3BO/ICTBA U APXUBHOTO JENIa.

Tema 4. Crpykrypa aokymeHrta. TpeOoBaHus K OGOpPMIICHHUIO
PEKBU3UTOB CITY)KEOHBIX JOKYMEHTOB

Tema 5. Busl 0JIaHKOB CITY’)KEOHBIX JIOKYMEHTOB,
MPOCKTUPOBaHKUE OJIAHKOB

Tema 6. Cucremsl nokymenTanuu. OdopmieHne ynpaBieHYeCKHX
JIOKYMEHTOB

Tema 7. TexHonoruu paboThI C TOKyMEHTaMU

Tema 8. OcobeHHocTH pabOTBI €  JTOKYMEHTHPOBAHHOM
uHpOopManreil OrpaHMYEHHOTO JI0CTYTIa

OO0mmas Tpy10eMKOCTh
TACIUIUIAHBI

OOmast TpyI0eMKOCTh JWUCHUILIMHBI COCTABIISCT 3 3aYCTHBIC €IWHHIIBI
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®dopma npoMeKyTOUHON
aTTeCcTalluu
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Conepxanue

1. Lenp u mnepeyeHb IUIAHUPYEMBIX pPE3YyJIbTAaTOB OOYYEHHUS [0 JIUCLUUIUIMHE,
COOTHECEHHBIX C IJIAHUPYEMbBIMHU pe3yIbTaTaMH OCBOCHHUS IIPOTPAMMEBI OakaiaBpuaTa

2. Mecrto auctumuabl B ctpykType OITOIT 6akanaBpuara

3. O0beM [UCHUIUIMHBI B 3aU€THBIX EAWHMUIIAX C YyKa3aHUEM KOJIMYECTBa
aKaJeMHUYECKHX YacoB, BBIICJICHHBIX Ha KOHTAaKTHYIO paboTy oOydaromuxcs ¢
npernoaaBaresnieM (1o BUAAM 3aHITHI) U Ha CaMOCTOSATENbHYIO PaboTy 00yJaroImuxcs

4. ConeprkaHue IUCUUIIIMHBI, CTPYKTYPUPOBAaHHOE 110 TeMaM (pa3zesiaM) ¢ yKa3aHHeM
OTBEJICHHOTO HAa HUX KOJIMYECTBA aKaJJEMUICCKIX YacOB U BUOB YUCOHBIX 3aHSATHI

5. KoHTpoJib KauecTBa OCBOEHUS TUCIUIIITUHBI

6. YaeOHO-MeToIn4YecKoe 00ecredeHNe TUCIUTUTMHBI

7. IlepedeHb OCHOBHOM U JIOMIOJIHUTEIILHON y4eOHOM JUTepaTyphl, HEOOXOIUMOM ISt
OCBOCHMS AUCITUTUIHBI

8. Ilepeuenp pecypcoB nH(PpOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn «HTEepHETY,
HEOOXOUMBIX JIJIS OCBOCHUS TUCHUTITHHBL. . ... .vvveennennn.n.

9. Metoauyeckue yka3aHus sl 00y4Jaronuxcs Mo OCBOCHUIO TUCIUTIIHHBI

10. Ilepeuernr WHGOPMAIMOHHBIX TEXHOJOTHH, MCIOIB3YEMBIX TPU OCYIIECTBICHUU
00pa30BaTeNbHOTO Mpollecca MO IUCHUIUIMHE, BKIIOYas IMepedeHb MPOTrpaMMHOIO
oOecrieyeHNs U MHPOPMAITMOHHBIX CIIPABOYHBIX CHCTEM (IIPU HEOOXOIUMOCTH)

11. Onucanue MarepuaIbHO-TEXHUYECKOTO OOECIeUYeHHs, HEOOXOAUMOro s
OCYIIECTBIIEHUSI 00Pa30BaTEIBLHOTO MPOIlecca MO JUCIUILTNHE
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1. Iless 1 nepevyeHb IVIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHs N0 JMCIUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMBbIMH pe3y/JibTaTaMHU OCBOEHHS IPOrpaMMbl 0aKkajiaBpuarta

[enpro M3ydeHus: AUCIUIUIMHBI «J[OKyMEHTaIlMOHHOE oOecnieueHne mpodeccnoHambHON
NEeSITeIbHOCTH» SIBIIIETCS (POPMHUPOBAHUE Yy CTYACHTOB KOMIUIEKCA 3HAHUH TEOPETHUECKUX
OCHOB M TMOJY4YeHHE HaBBIKOB HCIIOJb30BAHUS MNPAKTHUYECKUX TEXHOJOTMM Ou3Hec-
IUTAHUPOBAHUS JICSITEIBHOCTH MIPEANPUATHS KaK CyOBbeKTa KOHKYPEHTHOH Cpeibl.

B pesymbrare ocBoenus OIIOIl OakamaBpuara o0O0ydYaromUCs JJOHKEH OBJAIETh
CIIEITYIOIIMMH pe3yIbTaTaMU OOy4eHHUs M0 JUCHUILINHE:

Koapl Pe3yabTaTsl IlepeyeHb MIAHMPYEMBIX Pe3yJILTATOB 00yYeHHS
KOMIIETEHIINHT ocsoenus OITIOII 10 TMCIUIIINHE
[1K-4 CnoocobeHn [1K-4.1 3Haer OCHOBBI JEJIOBOM JTOKYMEHTAIIHH,
OCYIIECTBIISTh IIeTONIPON3BO/ICTBA, HOPMAaTHBHOM 0a3ml,
JTOKYMEHTaIbHOE [PETTIAMEHTHPYIOIIEH JesITeIbHOCTh SKOHOMHYECKOTO
odopmIIeHHE PEIICHHUH |CyOBEKTa;
B yIPaBJICHUU [1K-4.2 Ymeer pa3pabarbIBaTh OTUETHBIE
OTIEPAIIMOHHOMN ITOKYMEHTBI O  JICSITEIBHOCTH  CTPYKTYPHBIX
(MpOW3BOJCTBEHHON)  |[MOApa3/ieNeHuii OpraHW3allid B COOTBETCTBUHU C
EeATEIbHOCTRIO HOpPMATHUBHON 0a30i SKOHOMHYECKOTO CYOBEKTa U
OpTraHHU3aIHi. BHYTPEHHUMU PETIAMEHTaMHU,
[1K-4.3 Baageer HaBBIKAMHU PYKOBOJICTRBA
[pa3paboOTKOI OTYETHBIX JOKYMEHTOB O JACSITEIHLHOCTH
CTPYKTYPHBIX oApa3aeIeHUM OpraHu3aIlNH,
[peasin3anyy OTACTbHBIX OU3HEC-TIPOIIECCOB

2. Mecto nucuuminnsl B ctpykrype OIIOII 6akanaBpuara

Huctmmmaa  bl. B.06  «JlokymeHTanmoHHoe o0ecreueHne TpodeCCHOHATBHOM
JEeSTeIbHOCTH» OTHOCUTCS K YacTh, GopMUpyeMOl ydacTHUKaMu 00pa30BaTebHBIX OTHOLICHHA
6moka 1. «ducuunnunsl (Mogynu)» yuebnoro rana OITOII GakanaBpuaTa Mo HampaBICHUIO
noarotoBkn  38.03.02  «MenemkmenT», npodwip «Crnenpaiuct 1O YIPaBJICHHUIO
opranuzanueit». ucuurmumba  «JlokyMeHTalMoHHOe —obecrieueHne npodeccHoHaNbHOM
JESATETLHOCTHY» HW3Y4JaeTcsl OOYYarOIIMMHUCS OYHOHW M OYHO-3204HON (opMbI 0O0yueHUs B 5
ceMecTpe.

[Ipy m3ydyeHum NaHHOW ITUCIHUIUIMHBI OOYyYaroUIMiicsl MCMHOJb3yeT 3HAHUS, YMEHHUSA U
HaBBIKM, KOTOpPbIE C(HOPMHUPOBAHBI B TPOIECCE H3YUYECHHUS TMPEALICCTBYIOMINUX TUCIUILIIMH:
«Ympasienue opucom», KMEeHEIHKMEHT», «YTIpaBJIeHHUE MTEPCOHAIIOM OpraHU3aI[TH».

3HaHWs, YMEHUS W  HAaBBIKK, TMOJNyYEHHBIE TPU  HM3YyYECHUH  JAUCIHUILTAHBI
«JlokyMeHTalMOHHOE obecreueHrne MPOoPEeCCUOHATHHOM NEATETBHOCTHY», OYyAyT HEO0OXOIUMBI
JUIS YTITYOJIEHHOTO M OCMBICIIEHHOTO BOCHPUSTHUS JAUCHUIUIUH: «YTIPAaBICHYECKHH y4eT U ydeT
nepcoHana», «OCHOBBI yIPaBICHUECKOTO KOHCYJIbTUPOBAHUSY.

3. O0beM AUCHMILVIMHBI B 324€THBIX €IMHUIIAX C YKA3aHHEM KOJHYecTBAa aKaJeMHYeCKUX
4acoB, BbIIEJEHHBIX HA KOHTAKTHYIO pa0oTy 00y4alIIHUXCs ¢ mpenojaBaresieM (10 BUIAM
3aHATHIA) M HA CAMOCTOATEIbHYI0 padoTy 00y4arommxcst
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OO0mast TpyaoeMKOoCTh (00BEM) MUCIUIUITMHBI COCTABISET 3 3a4eTHBIX €AMHHUIEI (3.€.),

108 akagemuyeckux 4daca.

3.1. O0béM TMCHUIUIMHBI 10 BHAaM Y4eOHbIX 3aHATHII (B Yacax)
st ouHo popmbl 00yUeHust

OO6mmas TpyA0€MKOCTh AUCITUIUIMHBI COCTABISET 3 3a4€THHIX eauHuIbl 108 yaca

O0BEM THCHUTIINHBI

Bcero yacos

OO01ast TPYA0EMKOCTh TUCITUTLIAHBI 108
KonrakTHas pabora 38
AynuTtopHas pabora (BCero): 38
Jlexmun 26
CeMuHapbl, IPaKTUUECKUE 3aHATHS 12
CamocrosiTenpHast paboTa o0ydaronuxcs (BCero) 70
Kypcosast pabota -
3auer +
OJK3aMEH -

st 0uHO0-3204HOI hopMBbI 00yUeHM S

O06mast TpyA0EMKOCTh TUCIUTUINHBI COCTaBIsAeT 3 3a4€THRIX equHuIlbl 108 yaca

O0BEM THCHUIIINHBI

Bcero yacos

OO611ast TPYI0EMKOCTh JUCITUTITUHBI 108
KonrtakTHas pabora 28
AynautopHas pabora (BCero): 28
Ulexmn 18
CeMuHapbl, TPAKTUYECKUEC 3aHATH 10
CamocrosTenbHas pabota o0ydaronmxcs (BCero) 80
Kypcosast pabota -
3auer +
DK3aMeH -

4. Conep:xanmue TMCHUILIHHBL, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jesaMm) ¢
yKa3aHUeM OTBEJeHHOI0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCOB U BHI0B
Y4eOHBIX 3aHATHH
4.1. Pa3nenbl IMCUMILIMHBI ¥ TPYA0E€MKOCTH 10 BUIaM Y4eOHbIX 3aHATHI (B
aKaJeMUYeCKHUX Yacax)

HaunuMmeHoBaHue TEeMbI Bcero

KoaunuyecTBO 4acoB

Ne TembI
(01010}

0390

KonrakTHas paGora Bueayaur.
padora

Jlekuun IIpakTtuyec | Camocr.
KHue padora

o Q =)
S| 8|58 |¢
o o o o o o




Tema 1. Ilpenmer, copepxxanue u| 10 12 2 2 8 10
3aJaui Kypca.
Tema 2. Ilonatue o0 JOKyMEHTE.
OyHKIINH, CBOIICTBa, 16 16 4 4 2 2 10 10
KJaccu(uKaIus JTOKyMEHTOB
Tema 3. CoBpemMeHHOE
3aKOHOJATENILHOE PEryIupOBaHUE U
HOPMAaTUBHO-METOINYECKOE 16 14 4 2 2 2 10 10
o0ecrieyeHue B obnactu
JEIIONPOU3BOJCTBA U ApPXUBHOTO
Jena.
Tema 4. CrpykTypa JTOKYMEHTA.
TpeboBanus K oopmrenuro| 16 14 4 2 9 2 10 10
PEKBU3HUTOB CITYEOHBIX
JIOKYMEHTOB
Tema 5. Buzapl 67aHKOB CITy>KeOHBIX
JIOKYMEHTOB, MIPOCKTUPOBAHHUE L 14 2 2 2 2 8 10
OJIaHKOB
Tema 6. Cucrembl IOKYMEHTAlIMH. 14 12
Odopmiienue YIPaBIECHYECKUX 4 2 2 8 10
JTOKYMEHTOB
Tema 7. Texuomoruum paboTel c| 12 14 2 2 2 2 8 10
JIOKyMEHTaMU
Tema 8. OcoOeHHOCTH pabOTHI ¢

. o | 12 12
JTIOKYMEHTHPOBAaHHOW HH(POpMaIIUEH 4 2 8 10
OTPAHWYEHHOTO JIOCTYIa
Bceero no qucuuinze 108 | 108 | 26 | 18 | 12 | 10 | 70 | 80
KonTtpoJib: 3auer + +
Hroro 108 | 108 | 26 | 18 | 12 | 10 | 70 | 80

4.2. Cogepxxanmne TUCUMILIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. IIpeamer, coaepkaHue M 3a1a4M Kypca.

3HaueHue JTOKYMEHTOB B Pa3lIMYHBIX OONACTAX JAeATeIbHOCTH obmiecTBa. JJokymMeHT B cdepe
npaBa W yHpasieHHA. Poib JOKyMEHTOB B HSKOHOMHKE, COIMAJIBHBIX Mporeccax. HaydHo
UCTOpHUYECKast U TIPaKTUYeCKasl IIEHHOCTh TOKYMEHTOB. [Ipenmer u 3amaum xypca. JJokymMeHT —
OCHOBHOH OOBEKT JTOKyMEHTOBEIYECKHX HCCIICJOBAHUIA Ha pPAa3HBIX YPOBHSX: OTIEIbHBIN
JOKYMEHT, CUCTeMa OKYMEHTOB M BCS COBOKYITHOCTH CHCTEM JOKYMEHTAIMH, OTpakaromiast
JIeCTBUTENbHOCTh. CTAHOBJICHHUE U PA3BUTHE IOKYMEHTOBEACHMSI, KAK HAYYHOW JUCIUILTHHBL.
CoOTHOIIICHNE TIOHSATHHA «TOKYMEHTOBEACHHUEY, <JIEIONPOU3BOACTBO», «IOKYMEHTAIMOHHOE
oOecrieueHre yMpaBlIeHUs», «HHPOPMAITMOHHO-IOKYMEHTAIMOHHOE obecredeHne». CBs3b
JOKYMECHTOBEJICHUSI C HWCTOpPHEH, apXWBOBEIACHUEM, TIPAaBOBHIMH U HWH(POPMAIMOHHBIMH
TUCIUIUIMHAMHU, C TEOpPHEH YIpaBlIEHUS, C HDKOHOMHUYECKUMH, TEXHHYCCKUMHU HAyKaMH.
Wcrounnkn Ui W3ydeHHWsl Kypca. 3aKOHOAATENbHBIE aKThl W MaTepuaibl. PykoBogsmine
JOKYMEHTHI 1O cTaHmaptu3anuu. Kiaccuukatopbl TEXHUKO-DKOHOMHUYECKOW W COLHMATBHOM
uHpopMmanuu. EnuHas TOCyJapCTBEHHas CHUCTeMa JIOKYMEHTAI[HOHHOTO  OOeCTICUeHHS
yrpaBineHus. TumoBas WHCTPYKIMS TIO JEJONPOM3BOJICTBY B (pemepanbHBIX OpraHax
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HCIIOJIHUTENLHON BIIACTH. MCTO,Z[I/I‘-IGCKI/IC PCKOMCHAAIN B o0actu ACJIONMPOU3BOACTBA U
APXHUBHOI'0 JcJ1a.

Tema 2. Ilonsitue 0 nokymeHTe. OYHKIMH, CBOICTBA, KJIACCH(PUKALMS JOKYMEHTOB
TepMmuHONIOTHA, HCIONB3yeMas Npu pabore ¢ AokymMeHTamH. IIpaBoBOi, ympaBieHUECKUH H
HCTOPUYECKHI aceKThl B ONpeAeseHuH JoKkyMeHTa. MlHpopManmonHas CylHOCTh JOKYMEHTa U
€ro HENOCPEICTBEHHAs CBS3b C MaTepUalIbHBIM HocuTedeM. JoKyMeHTHl odunuambHbIe
(cmyxeOHbI€), TMUHBIE (TIEPCOHATBHBIC) U JIMYHOTO MPOUCXOXKACHUS. JJOKYMEHTHI pYKOITHCHBIS
U U3TOTOBJIEHHBIE C IOMOIIbI0 TEXHUYECKUX CPEACTB. «IDJIEKTPOHHOE» NOKYMEHTHPOBAHHUE.
[Tonmu QyHKIMOHANBHOCTH JOKYMEHTa U cocTaB (pyHKuuH. [TOHATHS <« TOKyMEHTHpPOBaHHEY,
«CpeACTBa JOKYMEHTHUPOBAHUS», «CIMOCOOBI JTOKYMEHTHPOBAHHS». TEKCTOBOE, TEXHUYECKOE
JIOKYMEHTHUPOBAHUE. DOTO-I0KYMEHTUPOBAHHE. KunogokymentupoBanue, o0nacTb
npuMeHEeHus.  MarepuanbHple  HOcUTenH  WHQOpPMAMM W WX  KIACCU(UKAIHUAL
JoxymentupoBanHas nHGopManus u ee cBoiicTBa. KOpuanueckas cuiga — OCHOBHOE CBOMCTBO
nokymenta. lOpupuuecku 3HauMMble pPEKBU3UTHL. OpUTHHAIBHOCTb, MOMJIMHHOCTH H
KONMMUMHOCTh JTOKYMEHTOB. IOpuanueckas cuna komuii u TenedakcoB. HoTapuanbHble KOMHH.
[MognmuuHBIE W TOIJIOKHBIE JOKYMEHTHL. Kiaccudukanus JOKYMEHTOB TIO pPa3IMYHBIM
pU3HAKaM B 3aBUCUMOCTH OT COJEp)KaHUs, HAUMEHOBAHUS, 110 CTETIEHU YHU(PHUKALUU U JIp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJiMpoBaHMe U HOPMATHBHO-METOAUYECKOe
olecrieyeHue B 00/1aCTH 1eT0NIPON3BOACTBA M APXUBHOIO JieJia

Knaccudukanus 3akoHOAATENbHBIX, HOPMAaTUBHBIX, METOJUYECKUX MaTEpHUaOB, KaCArOIIMXCS
BOIIPOCOB JIOKYMEHTHPOBAHHUS ¥ OPraHU3aluu pabOThl C TOKYMEHTaMHU. 3aKOHOATEeIbHbIE aKThI,
MOCTAHOBJICHUS U pACTIOPSKEHUs MpaBuTenbeTBa Poccuiickoit @eaepanuu, periaMeHTHPYIOIIHeE
IpaBOBbIE HOPMBI Ha (QenepaJbHOM ypoBHE IpH paboTe ¢ JokymMeHTaMmu. lIpaBoBble aKThI
HOPMAaTUBHOTO ¥ MHCTPYKTHUBHOTO XapaKTepa, METOANYECKHE MaTepHalIbl 1O JeIONPON3BOACTBY
OpeanpusTHii, opranusanuii, yupexxaenudd, ¢upm. ['OCTel Ha  JZOKYMEHTAIHIO.
OO6mepoccuiickie KiacCu(PUKaTOpbl TEXHUKO-DKOHOMHUYECKON W COIMAIBHOW HH(POPMAIIHH.
l'ocynapcTBeHHass cucTemMa JIOKYMEHTAIlMOHHOTO oOecreueHus yrpaBiieHUs. PeriameHTanus
JIEIIONPOU3BOJICTBA HA BEJOMCTBEHHOM ypoBHE. OpraHu3alliOHHbIE JOKYMEHTBHI MPEeANPUATHI,
YUpPEXKJEHUN, OpraHu3aluii M TOCYJapCTBEHHbIX OpraHoB Biactu. KopnopaTuBHoe
JIEJIONPOU3BOICTBO.

Tema 4. CTpykrypa noxkymenta. TpeOGoBaHusi K 0pOpPMIICHUI0O PEKBHU3UTOB CJIY:KeOHBIX
JOKYMEHTOB

VYuudpukauus u craHmapTuzanus JOKyMEHTOB. DopMylsp COBPEMEHHOrO YIpPaBiIECHUYECKOIO
nokymenta. CocTaB pPEKBH3UTOB, HX pacnojoxeHue. Dopmymsp IOKyMeHTa, (OpMYyIsp —
obpazen. TpeGoBanusi k ohoOpMIICHHIO PEKBH3UTOB. llopsmok 0003HaUYeHHS HAMMEHOBAHUS
OpraHu3aliiil - aBTOpa JOKYMEHTa, CIIPaBOYHBIC JIbIHHBIE 00 aBTOpe. Buabl JTOKyMEHTOB,
orpezensieMble 3aKOHOAATEIbHBIMM W HOpMAaTHBHBIMU akTamu. (OOo3HaueHue ajapecara.
[Topsimox odopmieHuss mo4yroBoro anpeca. JlaThl JOKyMEHTa M TMOPSIOK MX OQOPMIICHUS.
y,Z[OCTOBepeHI/Ie AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHHC. OTMeTKH Ha
nokymenTte. TpeboBaHue K coOJIEp)KaHHUIO M O(QOPMIICHHIO pe30dronuu. TeKCT NoKyMmMeHTa —
OCHOBHasl €ro cojepkareibHas 4dacTh. OOmue TpeOoBaHHS K TEKCTaM JOKYMEHTOB. TeKcrT,
opopMIIeHHBIII B BuJe TaOMUIBl, aHKeThl. CBA3HBIA TEKCT - O3TO MOCJeI0BaTeNIbHas,
rpaMMaTU4YecKl M JIOTUYECKU coryiacoBaHHas MHQopmauus. TpacdapeTHble, TUIIOBBIE TEKCTHI.
TunuuHble S3bIKOBBIE OUTMOKHU B TEKCTAX CIIY:KEOHBIX JOKYMEHTOB. PejakTupoBanue TekcTa.

Tema 5. Buabl 0J1aHKOB CJIy:KeOHbIX JOKYMEHTOB, IPOCKTHPOBAHUE 0JIAHKOB
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[lonarue «OnaHK HOKyMEHTa». Bl OJaHKOB M MOPSIIOK PACIIONIOKEHHS] PEKBU3UTOB B OJaHKe
(yrioBoe u neHTpoBanHoe). OOt O1aHK, OJIaHK MUChMA, OJIAaHK JOJDKHOCTHOTO JIMIA, OJaHK
KOHKPETHOTO BHJA JIOKYMEHTa, OJaHK CTPYKTypHOro mnojapasaeneHus. CocTaB pPEeKBU3UTOB,
Ha3Ha4YeHHE, 0COOCHHOCTH O(DOPMIICHHS PAa3IMYHBIX BUIOB OJIAHKOB. biaHku ¢ m300pakeHneM
rocyapcTBeHHOro repba u repba cyowrekra deaepanuu. OcobeHHOCTH pabOTHI ¢ OJIaHKaAMU ¢
repOOBOM CHUMBOJIMKOW. Yder OmaHkoB 1o BujpaMm. DopmaTel OYMaKHBIX JOKYMEHTOB.
TpeboBaHMs K U3TOTOBJIEHUIO TOKYMEHTOB.

Tema 6. Cucremsl fokymMenTannu. OgopmiieHue ynpapjieH4eCKHUX JOKYMEHTOB
YHu(uuupoBaHHbIE CHUCTEMBl JOKYMEHTAllMHM, JCMCTBYIOUIME B  HACTOAILIEE BpEMS.
lNocynapcrBennas cucrema JoKyMeHTauuu. OpraHn3aliMOHHO-IIPABOBBIE JOKYMEHTHI - YCTaBBbl,
MOJIOKEHHUS, WITaTHbIE pACHHCAHMs, CTPYKTypa M IITaTHAas YHUCIEHHOCTb, perjlaMeHThl
UHCTPYKLIIMM W Jp.; MX Ha3HaueHHWe M OCOOeHHOCTH odopmieHus. PacnopsaurenbHbie
TOKyMeHThl. MHQopMalroHHO-CIIpaBOYHbIE JTOKYMEHTHI. Pa3HOBHAHOCTH HH(POPMAIIMOHHO-
CIPAaBOYHBIX JIOKYMEHTOB, UX COCTaBJlIeHUE U oopmieHue. JlenoBas nepenucka, BhIMOIHSIONIAS
GYHKIHMIO CBSI3M MEXKAY OpraHu3anusiMud. MHOrooOpasue BHJIOB TEPENHCKA M CIOCOOBI e
nepeaayr. OcoOEHHOCTH JOKYMEHTUPOBAHUS JAEATEIbHOCTH KOJUIETHAIBHBIX opraHoB. Cucrema
MJIaHOBOM JoKyMmeHTaruu. CuctemMa oT4eTHOW mokymeHTanuu. KamgpoBas moxymeHTarus (1o
angHOMY cocTaBy). OcobeHHoCcTH Oo(opMIIeHHS pe3loMe, 3asBICHUHM, aHKeT, aBTOOHOrpaduii.
Cucrema Oyxraiarepckoi AokymeHTanuu. [lepBudHble yyeTHbIE JOKYMEHTBI, OCOOEHHOCTH X
oopmnenus. CBOHBIEC yUETHBIC JOKYMEHTHI.

Tema 7. Texnosiorun padoThl ¢ AOKYyMeHTaMHU

Oranbsl M TNOPAIAOK JBMXKEHHMS [JOKyMeHTOB. OpranHuzanuss paboThl ¢ HOCTYNAIOUIMMU
(«BXOASAIIIMU ) nokymentamu. llopsmok  opranuszaunuu pa60TbI C  OTIPABIISIEMBIMU
(«rcxonAmMMn») foKyMeHTamu. [IpaBuiia opranuzanum paboThl ¢ BHYTPEHHUMH JTOKYMEHTaMHU.
HG.HI/I U OCHOBHBIC NPUHIUIIBI PECTUCTpAllUU JOKYMCHTOB. Hasznauenue u BHUJIbI HOMCHKJIATYPBI
nen. TpeGoBaHus, NpeAbABIsEMbIE K COCTABICHUIO U 3alIOJIHEHUIO (POPMbI HOMEHKIIATYPHI J1€
opranuzanuu. Cpoku xpaHeHus aeil. OTBETCTBEHHOCTh 332 COXPAHHOCTb OKYMEHTOB. lloHdATne
«OQKCIIEpTU3a LIEHHOCTH IOKYMEHTOB». HOpMaTMBHO-METOINYECKUE U TEOPETUUYECKHE OCHOBBI
MMPOBCACHU SKCIICPTU3BI HEHHOCTU JOKYMCHTOB. HpaBI/IJIa nepeaadyun A€ Ha XpaHCHUC B apXUB.

Tema 8. OcobGenHocTH padoOTHI ¢ NJOKYMEHTHPOBAHHOW HH(poOpManueidl OrpaHUYEHHOIO
aocTyna

HopmatuBHO-TIpaBOBbIE  aKThl, pErJIAMEHTUpPYIOIIHE paboTy C  JTOKYMEHTHPOBAHHOM
uHpopManueli  orpaHudeHHOoro goctymna. CeKpeTHOCTh H  KOH(UICHIMAIBHOCTH B
JIeNIOTIPOU3BOJICTBE B OpraHax TOCYJapCTBEHHOM BiacTu. JloOKyMeHTaiusi, OTHOCSAIIAsCS K
roCylapCTBEHHOM  TalHe, JOCTyl K Hel rpaxaad. JOKyMeHThI, coAepKallue
KoH(QUACHIMANbHYIO  uHQopMaruio. Opranmzarnust paboTel ¢ KOHPUACHIHATHLHBIMU
nokymentamu. [Ipwem u perucrpanusi KOH(QHUICHIHATBHBIX JIOKYMEHTOB, THPQ)XHPOBAHUE H
paccbuika  JToKyMeHTOB. DopmMupoBaHMe KOH(PHICHIHMATBHBIX JIOKYMEHTOB B  Jeja.
Hcnonp3oBaHue OKYMEHTOB M J€l B TEKylleM Jeionpou3BojactBe. Ilopspok XpaHeHUs.
Tunuyeple HETOCTATKH B paboTe MO O0OECHEYEeHUIO 3allUThl TOCYAapCTBEHHBIX CEKPETOB H
BBICOKOM 3((EeKTUBHOCTH KOH(PHUACHIIUATILHOTO AETIONPOU3BOICTBA.

4.3. CopepxaHue NPaKTHYECKUX 3aHATHI (04HasA ¢popma o0yueHust)

Tema 2. IlonsiTue 0 nokyMenTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
Tema: JIokyMeHT-OCHOBHOI1 HOCUTEIb HHpOpMaLIMU
[Lnan
1. Yo sBusiercs mpeAMETOM U 0OBEKTOM M3YYEHUs TUCIMIIINHBI «J{0KyMEeHTallMOHHOE
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o0ecrieyeHue yrpaBaeHHUsI»?

2. KakoBbl ocHOBHBIE 3a7aun JJOY?

3. Uto Takoe nH(pOpMAIsI U Kakue TpeOOBaHUs K HEl MPEAbABISIOTCA?
4. Yto takoe mokymeHT? Kakne yHKIIMM OH BBHITTOTHSIET?

5. J11st yero He0OXOAMMO COXPAHATH JOKYMEHTHI?

6. B yem 3akirodaeTcst ynpaBieHHE TOKYMEHTAMM.

Tema 3. CoBpemMeHHOe 3aKOHOAATEJbHOE peryJiHpoOBaHHEe W HOPMATHBHO-MeETOAUYECKOe
o0ecrieyeHue B 00J1aCTH 1eJI0NPOU3BOACTBA M APXUBHOIO J1eJia.

Tema Pacnopsaure/bHbIe JOKYMEHTHI.

[Tnan.

1.3akon.IIpaBuna odopmienus.

2.Yka3.Bunel ero.

3.Pacniopsixenus.IIpaBuna cocraBnenus.

4.I1puka3z.Bune! ero.

S.IIpaBuiia cocTaBiIeHUS IPUKA30B.

Tema 4. CTpykrypa noxkymenta. TpeOGoBaHusi K 0pOpPMIICHUI0O PEKBHU3UTOB CJY:KEOHBIX
JOKYMEHTOB

Tema IIpaBuisa cocraBijieHusi U1 0()OpMIIEHUSI JOKYMEHTOB

[Lnan:

1.OcHOBHBIE U JOTIOJHUTENbHBIE PEKBU3UTHI.

2.®opmynsp u 6J1aHK JOKYMEHTa

3. Jly1st uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

4. B ueM 3akit04aeTCs yrpaBleHUE JOKYMEHTaMu?

5.CranmapTu3anusi JOKYMEHTOB.

Tema Buabl 0.1aHKOB ci1y’KeOHBIX JOKYMEHTOB, IPOCKTHPOBaHUE 0JIAHKOB
Tema CnipaBo4HO-MH(OPMAIIMOHHBbIE TOKYMEHTbI.
IInan.
1.CnpaBka-0CHOBHOM JTOKYMEHT.
2.IlpaBuna cocraBiieHus U 0POPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamma.haxc.
4.I1lucpMa-BUOLI UX.
5. JloknagHas.00bICHUTENbHAS U CITy)KeOHAsT 3aITUCKH

Tema 6. Cucremsl fokymenTannu. OpopmiieHue ynpapjieH4eCKUX JOKYMEHTOB
Tema OprannzanMoHHbIE TOKYMEHTbI.
[Inan:
1.Ycras.Bunr! ero.
2.IlpaBuna. Ix cocraBiieHue.
3.Unactpykumu.lIpaBuina ux coctaBiacHUsI.
4.Ilonoxenus.MIx peKBU3UTHI

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU
Tema JInuHble opuIHAIBLHBIE JOKYMEHTHI.
1.IlpaBuna odopmiieHUs 3asBICHUS.
2. IlpaBuna opopmieHHus JIMYHOHN TOBEPEHHOCTH.
3. [IpaBuna opopmnenus. [IpaBuna opopmieHus aBroouorpadum.
4. ITpaBuna oGpOpMIICHHS PACTIUCKH.
5. IIpaBuna odopmieHus pe3rome.

4.4.Coaep:xaHue caMOCTOATEIbHOH PadoThI
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Tema 1. IIpeamer, conep:kaHue M 3aJa4H Kypca.

3aKOHOJaTeNbHbIE aKThl M MaTepHaybl. PyKOBOIAIIME JOKYMEHTHI MO CTaHAAPTHU3ALIMH.
Knaccupukaropel  TEXHUKO-DKOHOMHUYECKOW W commanbHOW  umH(popmammu. Enunas
roCyJapCTBEHHAs CHCTeMa JOKYMEHTAllUOHHOTO oOOecmedYeHus ympaBjieHus. wumoBas
WHCTPYKIMS IO JEJONPOU3BOACTBY B (henepalnbHBIX OpraHax WCIOJHUTEIBHON BIIACTH.
MeToandeckue peKOMEHIAINU B 00JaCTH ACIIONPOU3BOACTBA M ApXUBHOTO JIea.

Tema 2. IlonsiTHe 0 nokyMeHTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
TekcroBoe, TEXHUYECKOE JOKYMEHTHPOBAHHUE. DOTO-1OKYMEHTHPOBAHHUE.
KunonokymenTrpoBanue, 00J1acTb MPpUMEHEHUsI. MaTepuanbHble HOCUTENU WH(POPMALUK U UX
kinaccudukanus. JlokyMeHTHpoBaHHas WHQopMaius U ee cBoiicTBa. lOpuamdeckas cwmiia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. IOpuamdecku 3Ha4MMble pPEKBU3UTHL. OpUTHMHAIBHOCT,
IOJUIMHHOCTh M KONMHHOCTH JOKyMeHTOB. lOpuandeckas cuiaa konuid U Tenedakcos.
Hortapuansusie konuu. IloamuHHble U TOUIOKHBIE TOKyMeHTHI. Knaccudukanus m0KyMEeHTOB
[I0 pPA3IMYHBIM IPU3HAKAM B 3aBUCUMOCTH OT COJEP)KaHUs, HAaUMEHOBAaHMs, IO CTEICHU
yHU(DUKALWU U Jp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJiMpoBaHMe U HOPMATHBHO-METOAUYECKOe
ol0ecrieyeHue B 00/1aCTH 1eJI0ONIPOU3BOACTBA M APXUBHOIO JieJia.

I'OCTo1 Ha moxymeHTaruoo. OOIIepoccuiickue KiacCU(pUKATOPhl TEXHUKO-DKOHOMHYECKON U
couuanbHO uMH(pOpManuu. l'ocymapcTBeHHass CUCTeMa JOKYMEHTALMOHHOTO OOeCTeueHHs
yIpaBIeHUSI. Pernamenranus NEIONPOU3BOACTBA  HA  BEJIOMCTBEHHOM  YpOBHE.
OpranuzanvoHHbIe JOKYMEHTBI IPEANPUATHH, YUPEKIECHUHN, OpraHu3alnuil ¥ rocyaapCTBEHHBIX
opraHoB Biactu. KoprnoparusHoe Ae10npon3BOACTBO.

Tema 4. Crpykrypa nokymenTta. TpeGoBaHuss K 0pOpMJICHHI0O PEKBH3MTOB CJYKEOHBIX
AOKYMEHTOB

y,Z[OCTOBepeHI/IC AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHHC. OTMETKH Ha
nokymeHte. TpeOoBaHHME K COAEpKAHUIO U O(GOPMIICHHIO pEe30JIOLUU. TeKCT JOKyMEHTa —
OCHOBHAas €ro cojiepkarenbHas 4acTb. OOmmue TpeOOBaHHS K TEKCTaM JIOKYMEHTOB. Tekcr,
oopMieHHbIM B BHAe TaOauipbl, aHKeTbl. CBSA3HBIM TEKCT - 93TO MOCIENOBaTeIbHAs,
rpaMMaTUYeCKH M JIOTUUECKU coryiacoBaHHas MHQopmauus. TpacdapeTHble, TUIIOBBIE TEKCTHI.
Tunuynble A3bIKOBBIE OLIMOKH B TEKCTAX CIYXKEOHBIX IOKYMEHTOB. PelakTupoBaHue TEKCTA.

Tema 5. Buabl 0,1aHKOB C/1y:KeOHBIX JOKYMEHTOB, IPOCKTHPOBAHHE OJIAHKOB

brnanku ¢ n300pakeHreM rocy1apcTBeHHOTo repoa u repba cyonekra deneparun. OcodeHHOCTH
paboThl ¢ GilaHKaMu ¢ repOOBOM CUMBOJMKOW. YueT OnaHkoB 1o BuaaM. dopMaTsl OyMasKHBIX
JOKYMEHTOB. TpeOoBaHuUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremsbl 1okymeHTaunu. OdopmiieHne ynpabjieH4eCKUX JOKYMEHTOB
MHorooOpa3ue BHIOB NEPENUCKH U Croco0bl ee nepeaadn. OcoO0eHHOCTH JOKYMEHTHUPOBAHHS
NEeSTENIbHOCTH  KOJUIETHMalbHBIX opraHoB. Cucrema mjaHOBOM JoKkyMmeHTauuu. Cucrema
OoT4YeTHOM aokymeHTanuu. KaapoBas mokymeHTanust (o JMYHOMY cocTaBy). OcobGeHHOCTH
obopmiieHHUsT pe3loMe, 3asBICHUMN, aHKeT, aBTtoOmorpaduii. Cucrema OyXxralTepcKon
noKyMeHTaruu. I[lepBudHbIe ydeTHBIE JOKYMEHTBHI, 0cOOeHHOCTH uX odopmieHus. CBOAHbIC
YUYETHBIE JOKYMEHTHI.

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU

Cpoxu xpaHeHus aen. OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKYMEHTOB. IloHsTHE @KCcnepTH3a
OCHHOCTHU OOKYMCHTOB). HOpMaTI/IBHO-MeTO,Z[I/I‘-IGCKI/Ie U TCOPCTUYCCKUC OCHOBLI INPOBCACHUSA
9KCIIEPTU3bl LEHHOCTH JOKYMeHTOB. [IpaBuia nepenayu e Ha XpaHEHUE B apXUB.

Tema 8. Oco0enHOCTH PadOTHI ¢ JOKYMEHTHPOBAHHOW HH(pOpManuell OrpaHU4YeHHOI0
aocTyna

IIpuem u peructpanus KOH(PUICHIMAIBHBIX JOKYMEHTOB, THPaXUPOBAHHWE M PaCChUIKA
JTOKyMeHTOB. PopMupoBaHne KOH(QHICHIMAIBHBIX JOKYMEHTOB B jnena. lcmomp3oBaHue
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JOKYMCHTOB U JCJI B TCKYIICM JCJIOIPOU3BOJCTBC. HOpH,Z[OK XPaHCHUS. Tunnunsle HEAOCTAaTKUu
B paboTe Mo 00ECIEUCHHIO 3aIUThl TOCYAAPCTBEHHBIX CEKPETOB M BBICOKOW A(PEeKTUBHOCTH
KOH(bI/I,Z[GHI_II/IaHBHOFO ACIJIOIMMPOU3BOACTBA.

5. KoHTpoOJIb Ka4yecTBa 0CBOCHHUS IMCIHUIIIHHBI

Texymuii KOHTPOJIb U IPOMEXKYTOUHAs aTTeCTalllsl OCYLIECTBISIOTCS B COOTBETCTBUHU C
«[lomo)keHMEM O TEKyIIEH W TPOMEKYTOYHOH aTTecTaluu OOydJaromuxcsi B ABTOHOMHOMN
HEKOMMeEpUecKoi opranuzauuu «OOpa3zoBaTenbHas OpraHM3alys BbICHIETO 00pa30BaHU»
«YHUBEPCUTET YKOHOMUKH U YIIPABICHUS».

Bun npomexxyrouHod arrecrauuu —  3ader. dopma NpoBeneHUs IIPOMEKYTOYHOMU
aTTeCTaluy — MMCbMEHHBIN 3a4€T.

@oHJI OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu k PII/I.

6. YueOHO-MeTOAMYECKOE 00ecIeYyeHrne TUCIUIIIHHbI

7. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

@) OCHOBHAA Tumepamypa

1. KysumenoBa W.B. JlokyMeHTanmroHHOE oOO€CIeUeHNUEe YIPABICHUS TEPCOHATIOM:
yuebHoe nocobue s 6akanaBpoB / Kysnenosa U.B., Xagarpsu I'.A. — Mockga: Jlamkos u K,
Aii ITu Op Menna, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT: 1eKTpOHHBIN //
IPR SMART: [caiit]. — URL: https://www.iprbookshop.ru/83142.html (mata oOpameHus:
28.09.2022). — Pexxum ocTyma: Aj1s aBTOPU3HP. MOJIb30BaTECH

2. JlamkoBa A.I'. JloKyMeHTallmOHHOE OOEcleYeHNe VYIPaBICHUS TEPCOHATIOM:
npaktuky™m / JlankoBa A.I'. — Owmck: OMCKU TOCYAapCTBEHHBIM TEXHUYECKHH YHUBEPCUTET,
2020. — 54 c. — ISBN 978-5-8149-3016-3. — Texkct: snektponnsiii / [IPR SMART: [caiit].
— URL: https://www.iprbookshop.ru/115470.html (gara ob6pamienus: 28.09.2022). — Pexum
JIOCTYTIA: JIIsl aBTOPU3UP. TIOJIB30BaTENeH

3. HoBu 1.H. KangpoBoe nei1onpou3BoIcTBO U KaJAPOBBIN yueT: yueOHoe mocobue / HoBu
W.H. — Taranpor: TaraHporckuii MHCTUTYT yIpaBieHUs M 3KoHOMukH, 2018. — 84 c. —
Tekcr: AJICKTPOHHBINA /l IPR SMART: [caitT]. — URL.:
https://www.iprbookshop.ru/108082.html (mara obpamenus: 28.09.2022). — Pexxum pocrymna:
JUTs aBTOpHU3HP. monb3oBaTeneii. - DOI: https://doi.org/10.23682/108082

0) OonoanumenvHan 1umepamypa
1. JlankoBa A.I'. JlIokyMeHTaIlmOHHOE O0eCIeYeHnEe YIpaBIEHUs MMEPCOHATIOM: y4eOHOe

nocobue / JlankoBa A.I'., [lpirankoB B.A. — Owmck: OMcKui TOCyIapCTBEHHBIN TEXHUYECKUN
yauBepcuret, 2019. — 154 c. — ISBN 978-5-8149-2860-3. — Tekct: anexkrponHsiit // IPR
SMART: [caiir]. — URL: https://www.iprbookshop.ru/115469.html (mata oOpaieHus:

28.09.2022). — Pexxum focTyma: Jjisi aBTOPU3HP. MOJIb30BaTEICH

2. YepnoOait H.b. Jlemonmpou3BOACTBO B KOMMEPUECKOW JEATEIBHOCTH: YydeOHOE
nocobue / Yepnobait H.b. — CraBponons: CekBoiisi, 2020. — 71 ¢. — TekcT: 3MEeKTPOHHBIH //
IPR SMART: [caiitr]. — URL: https://www.iprbookshop.ru/121665.html (mata oOpareHus:
28.09.2022). — Pexxum moctymna: ais apropusup. [loms3oBareneii

3. KysumenoBa MW.B. KonduaeHmumanpHoe AEIONPOM3BOACTBO U 3alIUAIIECHHBIN
AIIEKTPOHHBINA JOKYMEHTOOOOPOT: y4deObHoe mocobue misa OakxamaBpoB / Kysuemoa W.B.,
XagarpsiH [.A. — Mocksa: At [lu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
Tekct: anextponnsiit / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html
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(mata obpamenus: 28.09.2022). — Pexum moctyma: uisi aBTopu3up. noyib3opareneit. - DOI:
https://doi.org/10.23682/97083

8. [lepeyeHb pecypcoB HHGOPMAIHOHHO-TEJIEKOMMYHUKANMOHHOI ceTn « UHTEepHET»,
HEeO0XO0AUMBIX [IJIS OCBOCHHSI JUCIUIJIMHBI

1. HudopmammonHo-npaBoBoii moptan «lapant»: odunuansHbeii caiit. — URL:
http://www.garant.ru — TekcT: 3JIeKTPOHHBII.

2. Ludposoii obpazoBarenbHbIl pecypc «IPRsmarty: odunmaneusii caift. — URL:
http:// www.iprbookshop.ru/ — Tekct: 31eKTpOHHBII.

3. Hayunwii xypHan «Momnogol yd4eHblit»: o¢unuaneHbelii  caidt. - URL:

https://moluch.ru/ - TekcT: 3eKTPOHHBII
4. Poccuiickuii )KypHaI MeHeDKMeHTa: odunnanbhbiil cait. - URL: https://rim.spbu.ru/ -
TeKCT: AIeKTPOHHBIN

9. MeToguyeckue yKazaHHus 1Jis1 00y4ar0IMXCst
10 OCBOCHHIO JUCHHIIJIMHBI

[Ipu mpoBeAcHUSAX JICKIIUH, CEMUHAPCKUX (MTPAKTUUYECKHMX) 3aHATHH, CaMOCTOATEIbHON
pabore oOydaromUXCs MPUMEHSIOTCS MHTEPAKTUBHBIC (POPMBI MPOBEACHUS 3aHSATHI C IIENBIO
MOTPYKEHHST 00YJaIONIUXCsl B peasibHYt0 aTMochepy nmpodhecCHOHATBLHOTO COTPYIHUYECTBA T10
pa3pemieHnto mpodieM, ONTUMATBHON BRIPAOOTKM HAaBBIKOB M KA4eCTB OYIYIIEro CIEIHaUCTa.
WuTepaktuBHBbIE (HOPMBI IPOBEACHUS 3aHATHI MpernoaaraloT o0ydeHue B coTpyaHuuectse. Bee
YYaCTHUKH 00pPa30BaTEeNbHOIO Ipolecca (MpernoaaBaTelib U 00yJaromuecs) B3auMOJACHCTBYIOT
JIpyr C ApyroM, oOMEHHBAIOTCS HMHGOpMAIMEH, COBMECTHO PEIIAlOT MPOOJIEMbI, MOJICTUPYIOT
CUTYAIHIO.

B yueGHOM mpoliecce UCTIONB3YIOTCS HHTEPAKTUBHbBIE (POPMBI 3aHITHIA:

- TBOpYECKOE 3a/laHue. BBIMOTHEHHE TBOPUYECKUX 3aJaHuil TpeOyeT oT oOydaromerocs
BOCIIPOM3BEICHUE MOTYYEHHON paHee nHGopmaluu B opme, onpeaensieMoil mpernojaBaTelieM,
U TpeOyroIel TBOPUECKOTO MOAX0/1a;

- rpymnmoBoe obcyxaeHue. ['pynmoBoe 06Cyx)aeHNuE KOro-1u00 BOIpOCca HAMpaBiIeHO Ha
JOCTVIKEHUH JTYYIIEer0 B3aWUMONOHWMAHUS M CHOCOOCTBYET JyYIIeMY YCBOCHHIO H3y4aeMOro
MaTepuaia.

B xone ocBOCHHSI TUCHHMIUIMHBI TIPU MPOBEICHUM KOHTAKTHBIX 3aHSATHUH HCIIONB3YIOTCS
ciaenyromuye (GopMbl 00ydeHUs, CIOCOOCTBYIOIIME (HOPMHUPOBAHUIO KOMICTCHITUIN: JIEKIIMH-
TUCKYCCUM;, KEHC-METOM; peIIeHHe 3a/iady; CUTYallMOHHBIA aHAIMU3; OoOCykKIeHHe pedepaTroB U
JOKJIa[I0B; pa3paboTKa rpyHIOBbIX MPOEKTOB; BCTPEUU C MPEICTAaBUTENIIMU IOCYIapCTBEHHBIX U
OOIIECTBEHHBIX OpPTraHU3aIlUN.

10. Ilepeyenb HHGOPMAMOHHBIX TEXHOJOIMH, HCIOJIb3YyeMbIX IIPH OCYILECTBJIECHUH
00pa3oBaTeILHOIO MPoIecca M0 JMCUUILINHE, BKJIKYAas epeYyeHb NPOrPpaMMHOI0
o0ecneyeHus1 1 HH(POPMANUOHHBIX CIIPABOYHBIX CHCTEM (MIPH HEOOXOAMMOCTH)

B mpomecce NEKIMOHHBIX W TMPAKTHYECKUX 3aHATHH HCIIOJB3YeTCS CIEAYIOIIee
porpaMMHOE 0OecTieueHHE:

*mporpammsbl, obOecrneunBaromue AocTyn B cethb «MHTepHeT» (Hampumep, «Google
chrome»);

*MporpamMMbl, IEMOHCTPAIIMU BHJICO MaTEPHAIOB (HarmpuMep, mpourpsiBaresb « Windows
Media Player»);


http://www.garant.ru/
https://www.iprbookshop.ru/
https://moluch.ru/
https://rjm.spbu.ru/
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*mporpaMMbl Ui JAEMOHCTpAallMd M CO3JaHusl Npe3eHTanui (Hampumep, «Microsoft
PowerPoint»).

11. Onucanne MaTepHAJIbHO-TEXHMYECKOT0 00ecneyeHus1, He00X0AMMOro 1JIs
ocyuiecTBJIeHHs 00pa30BaTEIbLHOIO NMPoIecca Mo TUCIHIINHE

Jis  mpenojaBaHus UCHMILUIMHBI He TpeOyercss CHeLHalbHbIX MaTepHallbHO-
TEXHUYECKUX CPENCTB (Ja00paTOPHOTrO 000PYAOBaHUS, KOMIIBIOTEPHBIX KJIACCOB M T.11.). OIHAKO
BO BpEMs JIEKLIMOHHBIX 3aHATUH, KOTOPbIE MPOBOJATCS B OOJIBLION ayIUTOPHUH, UCIOIB30BATh
IPOEKTOP JJIsi IEMOHCTPAIMU CIAiI0B, CXeM, TaOJIMIl U MPOYEro MaTepraia, MyIbTUMEAUNHBIC
npoekTopbl Epson, Benq ViewSonic; skpanbl 11 mpoekTopoB; HOyTOykm Asus, Lenovo,
MHUKPO(OHBI.
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