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NHaexe AucuuNIMHbI 10
Y4eOHOMY ILIAHY

HaumenoBanmue AUCHHUITINHBbI

b1.0.28

JAEJOIMPOU3BOACTBO U JOKYMEHTOOBOPOT
HA ITPEAITPUATHUN

L[eﬂb HU3YyUCHUSA JUCHUIIIIMHBI

dopMupoBaHne y 00ydaromuxcs 3HaHUH O TOCTPOCHHUU
CIIyObl JIETIONPOU3BOACTBA, Pa3pabOTKU KOMIUIEKCOB
OpraHHu3allMOHHBIX JOKYMCHTOB, H€O6XOI[I/IMBIX JJIsL
obecrnieueHus JESTEIIbHOCTH 3TOMU CITYKOBI,
perjlaMeHTaluyu MPOIEecCOB 00pabOTKMU JOKYMEHTOB Ha
HPEANPUSATHH.

MecTo AMCUHMIUIMHBI B CTPYKTYpE
OIIOIT

JlcuuiuiiHa OTHOCHTCS K 00s3aTeNbHOW 4YacTH
omoka 1. «/lucummummabl (MOIYIH)» MPOTPaAMMBI
OakajiaBpuaTa

Komnerennuu, dopmupyembie B
pe3ynbTare OCBOCHHUS
JUCITUTLIAHBI

OIIK-4

Coneprkanue TUCIUILTAHBI

Tema 1. Cuctema aem10npou3BOACTBA
Tema 2. l'ocynapcrBenHoe
JIeTIOTIPOU3BOJICTBA

Tewma 3. Cuctembl TOKYMEHTaLUH
Tema 4. Opranuzanus padOThI C TOKyMEHTaMHU

Tema 5. Texnonorus paboThI C TOKyMEHTaMU

Tema 6. IToaroroBka u oopMiIeHHE OTIACTBHBIX BHJIOB
JIOKyMEHTOB

Tema 7. KondunenuuanbHas
MEXIyHapoaHas epenucKa

Tema 8. Opranusanus XpaHeHHsI JOKYMEHTOB

peryjimpoBaHuc

uHbopMaluss U

OO61mas TpyA0eMKOCTh

061.[[8.5{ TPYAOCMKOCTb HJUCHUIUIMHBI COCTABJIACT 3

TV CITATIIMHEI 3a4eTHBIX equHull, 108 yacos
®dopma IIPOMEKYTOUHOU .

3auer ¢ oLEeHKOM
aTTecTanuu




COJEPKAHUE

1. Lenp u mepeyeHb TIUIAHUPYEMBIX pE3YyJIbTaTOB OOYYEHHUsS MO0 JTUCIUILIAHE,
COOTHECEHHbIX C TUIAHUPYEMBIMH pe3ylbTaTaMHd OCBOCHHSA 0Opa30BaTeIbHOM
IPOrPaMMBbI

2. Mecto auctumuinHbl B ctpykType OITOII 6akamaBpuara

3. OObeM JUCUMIUIMHBI B 3aU€THBIX €AMHHUIAX C YKa3aHHEM KOJUYEeCTBa
aKaJEeMUYECKHX YacoB, BBIICJICHHBIX HA KOHTAaKTHYIO paboTy oOydaroummxcs ¢
npernoaaBarenieM (110 BUIaM 3aHSITHIA) U Ha CAMOCTOSITEIBHYIO PAa0OTy 00 ydaronuXcst

4. ConeprkaHue NUCUUIUIMHBI, CTPYKTYPHUPOBAHHOE 0 TeMaM (pa3ziesam) ¢ yKa3aHHueM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJIEMUYECKIX YacOB U BUIOB YUCOHBIX 3aHATHI

5. KonTposb kauecTBa OCBOCHUS IUCHUTIIMHBI

6. YueOHo-MeTonuecKoe o0ecreyeHne AUCUUTUINHBI

7. llepeyeHb OCHOBHOM M TOTIOJHUTEIBHOM y4eOHOW JUTEpaTyphbl, HEOOXOAUMOM s
OCBOCHUS JUCIUILITUHBI

8. Ilepeuenp pecypcoB HHGOPMAIIMOHHO-TEIEKOMMYHUKAITMOHHON ceTu «HTepHeT»,
HEOOXOIUMBIX JIJISI OCBOCHUS TUCITUTUTHHBI

9. Meroaunueckue ykazanusi 1j1si 00y4aronuxcsi 0 OCBOEHUIO TUCIIUILIAHBI

10. Ilepeuenr MHGOPMAIMOHHBIX TEXHOJOTUH, HCIONb3YyEMbIX IMPU OCYIIECTBICHUU
00pa30BaTeNLHOTO TpoIecca MO TUCIUIUIMHE, BKIOYas TEPEYCHb MPOTPAMMHOIO
obecrieueHrss © THPOPMAITMOHHBIX CIIPABOYHBIX CUCTEM (IPU HEOOXOTUMOCTH )

11. Onucanue MaTepUATBHO-TEXHUYECKOTO OOecredeHus, HeoOXOIuMOro Ui
OCYIIIECTBIIEHUSI 00Pa30BaTEIBLHOTO MPoliecca MO AUCIUILTUHE

12. Ipunoxenue x PT1J]
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1. UEJb U IEPEYEHD IINIAHUPYEMBbIX PE3YJbTATOB OBYUEHMUS 110
JUCIHUIVIMHE, COOTHECEHHBIX C INTAHUPYEMbBIMU PE3YJIbTATAMU
OCBOEHUA OBPA30OBATEJIBHOM ITPOT'PAMMBI

Hemm
HPENIPUATHID.

HU3Yy4YCHUS

JUCLUILINHBI

«I[e.]'IOHpOI/IBBOIICTBO n

JIOKyMEHTOO0OpOT  Ha

- OCHOBHbIE IPUHIIMIIBI OPIaHNU3aLUH JIeIONPOU3BOJCTBA U IOKYyMEHTO000pOTa;

- OCHOBHBIE MMOHATHS JJOKYMEHTAIIHOHHOTO O0ECIICYeHHUS yITPaBIICHHS;

- IpaBUJIa OpraHU3aLUU paboyero Mecra J1eJI0NpOU3BOIUTENS;

- 0(hopMIIATH TOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHMAMHU T'PAXKAAHCKOTO, TPYIOBOTO

3aKOHOOAaTCIbCTBA

IPEATNPUATHS;

Poccuiickoit ®enepauvii ¥ JIOKAIbHBIMH ~ HOPMaTHUBHBIMHU

aKTaMH

- BECTH YyYeT M pErucTpalnuio JOKYMEHTOB B HH(POPMALMOHHBIX CHUCTEMax U Ha
MaTepUaIbHbIX HOCUTEIIAX;

- BECTH JIeJIONPOU3BOJICTBO U JJOKYMEHTOOOOPOT B OpraHU3alusiX;

- BIIQJICTh HaBBIKAMU cOOpa, 00paboTKM MH(GOpPMANMK W ydacThs B MH(OpMaTH3AIMU

JCATCIIbHOCTH,

- HaBbIKaMH JOKYMEHTAJbHOTO O(QOPMIIEHUS PELICHUI B YIpaBI€HUH ONEPALMOHHOMN
JeSITeIIbHOCTH OpTaHU3aIluii;

- HaBBIKAMH aHanu3a HWHQOpPMAUU O (YHKIMOHUPOBAHUH CHUCTEM BHYTPEHHEIO
JIOKYMEHTO000pOTA.

B pesynsrate ocBoenuss OIIOIl OakanmaBpuara oOydYaromuics ITOJDKEH OBJIAJETh
CJICAYIONIMMHU Pe3yJIbTaTaMu 00yUeHHs 110 TUCIUILINHE:

Koabt Pe3yabTaThl 0CBOEHHS IlepeyeHb MIAHNPYEMBIX Pe3yJIbTATOB
KOMIIETEHIIUHI o1oI1 00y4eHHusI 10 AU CUMILINHE
CrocobeHn npearats | OIIK-4.1 3HaeT OCHOBHEIE TEXHOJIOTUHU
YKOHOMHYECKU W | pa3pabOTKu  OpraHHU3aIlMOHHO-YIPABIEHYECKUX
duHAHCOBO pelieHnid  Ha  YpOBHE  TPEIIPHITHS  WIH
000CHOBaHHbIE OpraHu3aniu
OpraHU3aLHOHHO- OIIK-4.2 VYmeeT 5KOHOMHUYECKM U (PHUHAHCOBO
OIIK-4 YIIPaBIEHYECKHE PelleHUs 000CHOBBIBATH TpeAJiaraeMble OpPTraHU3alUOHHO-
B npodeccuonanpHoii | YIPABICHIECKHE pelieHus Ha yYpOBHE
NEATEIBHOCTH MPEINPUATHS MU OpTaHu3alun
OIIK-4.3 BrnameeT OCHOBHBIMH TEXHOJOTHSIMHU
pa3paboTKH  OpraHHU3aI[MOHHO-YIIPABIEHYECKUX
pEeLICHHI HA YPOBHE OpraHU3aliuu

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucuumumaa b1.0.28 «/lenonpon3BoacTBO M AOKYMEHTOOOOPOT Ha MpPEANpUsSTHI

OTHOCUTCSI K oOsi3aTenpHON wactu Onoka 1. «/lucuumummubel  (MOIYSH)»  MPOrpaMMBbl
OakanmaBpuaTa 1o  HampasieHuto moarotoBku  38.03.01  «OxoHOMHMKa»  MpoduIIb
«byxrantepckuii  y4der, aHamu3z U ayguT». JucummiamHa  «Jlenonpous3BOACTBO M

JOKYMEHTOOOOPOT Ha MPEeANPUATHI U3ydaeTcsl 00yJaroIuUMUcs o4yHO (HopMbl 00yueHus B 4
ceMecTpe, 09YHO0-3a09HO0M (OpMBI 0OYUIEHHS — B 5 ceMecTpe.

Jlst

OCBOCHUA

IUCLUILINHEI

((I[CJ'IOHpOI/BBO,Z[CTBO n

JOKYMEHTOOOOpOT — Ha

MpeanpUATHI» TPeOYIOTCS 3HAHUA 1O cieayromuMm aucuumiuHaMm: [lcuxonorus oOuieHwus;
HNHOCTpaHHBIH S3BIK.
OcBoeHue IUCHMIUIMHBI «/lenonpou3BOACTBO M JOKYMEHTOOOOPOT Ha MPEANPHITHN»

ABIACTCA TCOpGTH‘-IGCKOfI OCHOBOH IJIs1 OBJIaACHUA CIICHUAJIbHBIMH Hqu)eCCI/IOHaJIBHBIMI/I
HaBBIKAMH T10 TUCIUIUIMHAM (MoyIsiMm): MHpOopMalMoHHbIE TEXHOJIOTHH B MPOGeCcCHOHATBHOM
JACATCIIbHOCTH, I/IH(l)OpMaLII/IOHHBIe CUCTCMBbI U TCXHOJIOTMU B 9KOHOMHKE U YIIPABJICHUU.



Obnactb  HpoQecCHOHANBbHOM  NEATENbHOCTH, Ha  KOTOPYIO  OpPUEHTHPYET
JTUCHUTUTMHA  JleToNpOn3BOICTBO M JIOKYyMEHTOOOOpOT Ha mpemnpusatuu, BikiarodaeT: 01
OOpaszoBanne u Hayka (B cdepe IOIMKOIBLHOrO, HAYaIBLHOTO OOIIEro, OCHOBHOTO OOIIEro,
cpenHero obmero oOpa3zoBaHus, TpodeccHoHanbHOrO OOydeHHs, MPOPECCHOHATBHOTO
00pa3zoBaHus, JOMOIHUTEIILHOTO 00pa30BaHNs).

Tumbl 3amad W 3amaud TPOPECCHOHATBHON IESATETBHOCTH, K KOTOPHIM TOTOBUTCS
oOyyaromuiics, onpeieaeHbl yYeOHbIM IUIAHOM, a UIMEHHO:

- 3HaTh 3aKOHOJATEILCTBO Poccuiickoir dDenepanuu o OyXraaTepckoMm ydere,
pEerIaMEHTHPYIOIIee MPUHATHE PEIICHWH IS CTaHIAPTHBIX OSKOHOMHYECKHX 337a4 B
HKOHOMHYECKOU JeSITEITHHOCTH;

- 3HaTh OCHOBHBIC BHYTPCHHHE OpPraHU3AlMOHHO-PACIIOPSIUTEIBHBIE JOKYMEHTHI
IKOHOMHYECKOTO CyOBEKTa M0 OPraHU3aluU OyXTalITepCKOro yJera,

- YMETh OPTaHU30BBIBATH JICIOMPOU3BOJICTBO B OYXTralTEepCKOM CITyKOe;

-BJIQJICTh METOJIaMH HCIOJb30BaHUS BHYTPEHHUX OPraHU3aIllMOHHO-PACTIOPSAUTEIBHBIX
JOKYMEHTOB SKOHOMHUYECKOTO CYOBEKTa;

- BIIQJCTh METOJMKOW  oOecrieueHWs Topsiaka oOMeHa UWHpopManued 1o
TEJICKOMMYHUKAITMOHHBIM KaHAJIaM CBSI3H.

3. OBBEM JUCHUILIAHBI B 3AYETHBIX EJJUMHUALIAX C YKA3ZAHUEM
KOJIMYECTBA AKAJEMHUYECKHNX YACOB, BBIJIEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCS C MPENOJABATEJIEM (ITO BUJIAM 3AHSITHIN) U
HA CAMOCTOSITEJILHYIO PABOTY OBYUYAIOLIUXCS

OO0mmast Tpy10eMKOCTh (00beM) AUCIHILTUHBI COCTABIIET 3 3a4eTHRIX equHuIs! (3E), 108
aKaJeMHUYeCKHX Jaca.

3.1. O0béM TMCUMIUIMHBI 10 BUIaM Y4eOHBbIX 3aHATHI (B Yacax)

Jst ouHO# popMBI 00yUCHHS
OO0mas TpyT0EMKOCTh TUCIUTUTHHBI COCTaBIsIeT 3 3a4€THRIX equauIbl 108 yaca

O0BéM TUCHUILTHHBI Bcero yacos
OO011ast TpPyA0€MKOCTh TUCIMITIIMHBI 108
AynutopHas pabora (Bcero): 38
Jlekun 26
CeMUHApHI, TPAKTUIECKUE 3aHATHUS 12
CamocrodrenbHas paboTta 00ydaronxcs (Bcero) 70
3a4er ¢ OLEeHKON +

J1st 04HO-3204HOH GOpMBI 00yYeHHUs
OO0mas TpyT0EMKOCTh TUCIUTUTHHBI COCTaBIsIeT 3 3a4€THRIX equHuIbl 108 gaca

O0béM TUCHUIINHBI Bcero yacos
OO01m1ast TpPyA0€MKOCTh TUCIUILIHHEI 108
AynuropHas paboTa (Bcero): 28
Jlexun 18
CemuHapbl, TPAKTHYECKUEC 3aHATH 10
CamocrosiTenbHas paboTta o0ydaronmxcs (BCero) 80
3ader ¢ OlleHKOU +




4. COAEPKAHUE IUCHMUILIUHBI, CTPYKTYPUPOBAHHOE 1O TEMAM
(PA3AEJIAM) C YKASAHUEM OTBEJAEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMAYECKHX YACOB 1 BUJIOB YYEBHBIX 3AHATHIA

4.1. Pasgeabl AUCHMIUIMHBI W TPYAOEMKOCTbL 10 BHAAM Y4YeOHbIX 3aHATHH (B
aKaJeMHYeCKHX Yyacax)

HanmeHoBaHMe TeMBbI Bcero KoaudecTBO 4acoB
KonrakTHas padora Bueayaur.
o padora
§ @) g Jleknun IMpakTuyec Camocrt.
S g A KHe padora
Sl ol @l o] 2] @€
-AR-EE- -
o o | © = o =
1 |Cucrema genonpou3BojicTBa 13 13 4 2 1 1 8 10
2 [CocymapcTBeHHOE 11 12 2 1 1 1 8 10
peryJiupoBaHue
IEJIONPON3BOICTBA
3 Cucrtembl JOKYMEHTAINH 12 12 2 1 2 1 8 10
4 Opranuzauus paboThI c| 16 15 4 4 2 1 10 10
MOKYMEHTaMH
5 [Texnonorus paboThI c| 16 16 4 4 2 2 10 10
TOKYMEHTaMU
6 [logroroBka wu odopmuenue | 14 14 2 2 2 2 10 10
OTJENbHBIX BUAOB JOKYMEHTOB
7  KoudunenuuanpHas u 13 13 4 2 1 1 8 10
MEXXTyHApOIHAs TIEPenncKa
8 |Opranmzanus xpaHenust | 13 13 4 2 1 1 8 10
TOKYMEHTOB
Bcero mo gucnurinae 108 | 108 26 18 12 10 70 80
KonTposb - -
’I/ITOFO 108 | 108

4.2. Copeprxanue JMCOMILIMHBI, CTPYKTYPHPOBAaHHOE 10 TeMaM (pa3aejam)

Tema 1. Cucrema 1ej10npOU3BOJACTBA

[Ipeamer u coaepkanve AUCUUIUIMHBL. Llens w 3agaun AucuumInHbBL B3anMocBs3b ¢
JIPYrUMU AUCIUIUTMHAMU. Pone mH(OpMaInmu B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHUSX.
CpenctBa Marepuanu3anuu uHopmanuu. bazoBas TepMHUHOIOTHS, UCTIONIB3yeMast B U3JIaraeMoun
mucturiuae.  Mcropust  pasButmst  cryxk0 — JgokyMmMeHTanmu B Poccum:  mpuKasHoe
JIEJIONPOU3BOJICTBO, KOJUIEXKCKOE JEIOMPOU3BOJACTBO, TEpPMHUHOJIOTHS, HCIONb3yeMasi Mpu
paboTe ¢ JOKyMeHTamH. J[enonmpon3BoJCTBO KaKk OTpacib AESITENbHOCTH B cepe YImpaBlICHUS.
HcTopus pa3BuTHs cyk0 nokymeHtanuu B Poccun.

Tema 2. I'ocynapcTBeHHOe peryJiupoBaHue AeJ0NPOU3BOACTBA

3aKoHO/AATeNbHOE PETryIUpOBaHKe AenonpousBoacTBa. OenepanbHbiil 3akoH Poccuiickoi
Oenepannn «O6 wmHboOpMmaruu, wHboOpMaTH3auu W 3amure uHbopmarun». denepanbHbie
3akoHBl «OO0  akmuoHepHBIX  obmecTtBax» u  «OO0 oOmecTBax ¢  OrpaHUYCHHON
OTBETCTBEHHOCTHI0». OCHOBBI 3aKoHO1aTeNbCTBa Poccuiickoit deneparn 06 ApxuBHoOM (QoHzae
Poccuiickoit ®enepanuu. [loctanosinenune npaBurenbcTBa Poccuiickoit denepamnun «lIpaBuiia
MOJATOTOBKHA TPABOBBIX aKTOB (helepaldbHBIX OpPraHOB HCIIOJHUTEIBHOW BIACTH € WX
rocy1apCTBEHHOU perucTpanum. HopMmaTtuBHo-MeToanueckoe peryJiupoBaHue




JIeNTOTIPOU3BOICTBA. ['0cy1apcTBeHHAs cUCTEMa IOKYMEHTAlMOHHOTO 00eCIIeYeHHs YIIPaBICHUSI.
OcHoBHble nonokeHus. OOue TpeOOBaHUA K JTOKYMEHTaM U CIIyk0aM JOKYMEHTAIMOHHOTO
oOecnieueHus. TurmoBas MHCTPYKLHMS IO JEJIONPOU3BOJACTBY B MMHHMCTEPCTBAX M BEIOMCTBAX
Poccuiickoit  ®eneparrun. ['OCT P 6.30—97 VYCJ  YHudumupoBanHas cucTeMa
OpraHU3aIMOHHO-PACHIOPSAUTEIBHON TOKyMeHTauuu. TpeboBaHus K 0(hOPMIICHHUIO TOKYMEHTOB
(c m3menenusmu ot 21.01.2000 r.). O6mas xapakrepuctuka crangapra [OCT P MCO 154891-
2007.

Tema 3. CucremMbl JOKYMEHTALMHU

Cuctembl nokymeHTanuud. CucremMa JOKYMEHTAUMH. YHU(UIUPOBaHHAsS CHUCTEMaA
JOKYMEHTaluu. Y HU(PUIUPOBAHHBIN JOKYMEHT. YuuduuupoBanHas dopma. Enunas
rocynapctBeHHass cucrema jenonpousBojctBa (EI'C/). Enunas rocynapcTBeHHas cucrema
JTOKyMeHTarmoHHoro obecrneuenust ynpabinenus (EI'CJOY): mnpuuuHbl ee  CcO3IaHus.
OcoOeHHOCTH TPUMEHEHMSI TI0JI0’KEeHUN ENUHON rocy1apcTBEHHON CHCTEMBI J1€J0IIPOU3BOICTBA
B OTpacisiXx HApOIHOTO XO34KCTBA: HAa MNPEINPUATHUSX, B OPTraHU3ALUIX MU YUPEKICHUSIX.
WHCcTpyKIMs 10 JOKYMEHTHPOBAHUIO YIpPaBIEHUYECKON JesTenbHOCTH. CTaHmapTuzanus B
CUCTEeMaXx JeNoNpon3BOACTBA. JIOKYMEHTHI U UX KIIaCCHU(pUKALIUS

CrangapTu3UpOBaHHOE ONPEJEICHUE TEpMUHA «I0KyMeHT». CrocoObl 3aKperieHus
uH(pOpMalUU IS TOKYMEHTAIMOHHOTO HCIOIb30BaHus. Pecypchl MCHOIb30BaHUS TOKYMEHTA.
MHoOropyHKIIMOHaIBHOCTh JOKyMEHTA. JIOKYMEHT Kak IpeIMeT U pe3yabTar Tpyaa. OcCHOBaHUs
JUTSL CO3/IaHus TIOKyMeHTa. Y Hudukanus n1okyMmeHToB. [loHsTre o kinaccudukanuu J0KyMEHTOB.
Llens kmaccudukanmm gokymeHToB. [lpu3Haku KiIaccupuUKauu TOKYMEHTOB. Bumipl
nokymeHToB. [loHsiTHe pekBu3uTa JokymeHTa. Buabl pexBusutoB. [IpaBuna odopmiuenus
pekBu3UTOB NOKyMeHTOB. Dopmynsip-oOpasen. biank nokymenrta. Bunesl 6nankoB. TpeboBanus
K Omankam  gokymeHToB. IllaGnonbl. Cucrema  OpraHu3allMOHHO-PACHOPSAUTEIHLHON
nokyMmeHTauuu [loHsTHE M Ha3HAayeHHE CHUCTEMbl OPraHU3alMOHHO - PaCHOPSAUTENBHOM
JokyMeHTauuu. OpraHu3alliOHHbIE JOKYMEHTBI, UX Ha3HAUYEHUE U BUJIBI.

Tema 4. Opranuzanusi padoThbl ¢ JOKYMeHTAMH

OOue TpeboBaHUS K OpraHM3allMU CIYXObl JTOKyMeHTooOopoTa. OpraHu3allioHHbIE
dopMbl  paboOThl C JOKyMEHTaMU. THIOBBIE OpraHU3allMOHHBIE CTPYKTYpPbI  CIIY>KOBI
nenonpousBoAcTBa.  JlokymMeHTOo000poT.  OCOOEHHOCTM ~ OpraHM3allud M BeJeHHs
JIOKYMEHTOO0O0pOTa HA TOCYAAPCTBEHHON M MYHHITUTIATHHOU CiTy>k0e. OCHOBHBIE MOJIOKEHUS 110
pa3paboTKe, BHEAPEHHMIO M JKCIUTyaTallud JOKyMeHTooOopota. lcmonb3oBaHue OJaHKOB,
GbopMysIsipoB U 1MIa0JOHOB B JIOKYMEHTOOOOpoTe. OpraHu3almoHHas CTPYKTypa TMepcoHaa,
oOecreunBaroIero paboty ¢ 1oKkymeHTamMu. Buasl pabot ¢ nokymeHTaMu. ['pynmnbl JOKYMEHTOB
B JIOKYMEHTAllHOHHOM OOecreyeHHH. JTanbl 00paOdOTKH BXOASAIIMX JOKyMeHTOB. IlepBuuHas
00paboTKa BXOAALIMX JOKYMEHTOB. IIpHHATHE yIpaBlieHYECKOTO PELICHHsS MO KOHKPETHOMY
nokyMeHTy. OOpaboTka OTHpaBiIsieMbIX JIOKYMEHTOB. Perucrpauus A0KyMeHTOB. DOpMbI
pPETUCTPAllMA AOKYMEHTOB: LEHTpaJIUN30BaHHasl, ACLIEHTpPAIN30BaHHas, cMellaHHas. KoHTpoib
MCIIOJTHEHUS IOKYMEHTOB.

Tema 5. TexHnoJiorust padéoTsl ¢ JOKYMEHTAMH

[IpoGnema coBepiIeHCTBOBAHUS AOKYMEHT00O0poTa. OCHOBHBIE IpaBHJia OpPraHU3alUU
JOKYMEHTOO0OpOoTa. JTambl M MOPSAJOK JBWXKEHUS JOKyMeHTOB. IIpmem, oOpaboTka u
pacripeieieHue TOCTYMalIIUX JOKyMeHTOB. Opranuzanus paboThl € MOCTYNAOMUMU
(«BxomsammMmu») nokyMeHTaMu. Tlopsiiok HampaBieHus: Ha UCHOJHEHUE AOKyMeHToB. ITopsmok
paboThl UCTIONMHUTENS ¢ ToKyMeHTaMu. [IpaBuia oOpaboTKu ucxoaammx 10KyMeHToB. [lopsamok
OpraHu3ali  paboThl C OTHPABIIEMbIMH  («HCXOIAIIMMU») JOKyMeHTamu. IlpaBuia
opraHu3anuy padoTbl C BHYTPEHHUMH JOKyMeHTamHu. llenn u OCHOBHBIE MPUHLUIIBI
perucrpanMu JOKyMEHTOB. Ha3HaueHme © BUABI HOMEHKIATypbl Jnen. TpeGoBanwus,
MpeIbsABIsSEMble K COCTABIICHUIO U 3aMIOJHEHUIO ()OPMbI HOMEHKJIATYPBI €]l OpraHU3alliH.

Tema 6. IloaroroBka u opopmiieHne OTAEJbHBIX BUA0OB JOKYMEHTOB

OpranuzanvoHHble  JOKyMeHTBhl. CucremMa  OpraHM3alMOHHO-PACTIOPAIUTENHHOMN
nokyMmeHTaiuu [loHsATHE M Ha3HAaYeHHE CHUCTEMbBl OPraHU3aLMOHHO - PaCHOPAAUTEIBHOM



JokymMeHTanuu. OpraHu3aluoOHHbIE JOKYMEHTBI, UX HAa3HAUYEHUE W BUJBL. Y CTaB MPEINPUATHUS.
HomxknoctHass wuHCTpykuus. Ilonoxenme. IlltatHoe pacnucanue. IlpaBuna BHYTpEeHHEro
TPYAOBOIO pacnopsiika. PacnopsaurenbHble JOKYMEHThI. PacriopsauTenbHble JOKYMEHTBI, UX
Ha3HauyeHHe U BUAbl. CXeMa MOATrOTOBKH paclopsAUTENbHBIX JOKYMEHTOB. [Ipuka3. Beinucka u3
npukasa. Pacnopsbkenue. Ykazanue. Pemenue. Iloctanoenenue. [Iporokon. MubopManimoHHo
CIpaBOYHBbIE JOKYMEHTHl. Ha3HaueHWe W OCHOBHbBIE BHJABI HH(POPMAIMOHHO-CIPABOUYHBIX
nokymMeHToB. AKkT. Ilpotokon. Jloxmamuas 3amucka. OObsicHuTenbHas 3amnucka. CrpaBka.
Hoxnan. Tenerpamma. Tenedonorpamma. ITucemo. @opmyisap nucbma. Busl mucem.

Tema 7. KonpuaeHunanbHass M Me;KAYHAPOAHAS NepenucKa

MesxyHapoaHbIe CTaHAAPTHI MO 0(POPMIIEHUIO TOKYMEHTOB. [IpoekTrpoBaHuEe GIaHKOB.
PexBu3uThl MeXayHapogHOro mnHcbMa. CBemeHus, OTHOCSIIMECS K KOH(UICHIMANIbHOM
uH(popManuu. 3amuTa JOKYMEHTOB, COAepKaIIUX KOMMEpUecKyto TaiiHy. Opranuzamnusi paboTsl
C IOKyMEHTaMH, COACPKAIIMMU KOH(PHICHIINATbHbIE CBEICHUSI.

Tema 8. Opranuzanusi XxpaHeHusi JOKyMEHTOB

Howmenxkinarypa nen. @opmupoBanue aen. Xpanenue nei. [loaroroBka ien Kk apXuBHOMY
xpaHenuto. [lopsaok mnepemaum nen B apxXwB. XpaHEHUE JOKYMEHTOB B 3JIEKTPOHHOU
dopme.Cpoku xpaneHus Jneia. OTBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTOB. I[lonsitue
«QKCIEPTU3a LIEHHOCTU JTOKYMEHTOB». HOpMaTMBHO-METOIMYECKHE U TEOPETHUYECKHUE OCHOBBI
IIPOBEJCHUS SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB. [IpaBuiia nepenayuu e Ha XpaHEHUE B apXUB.

4.3. Conep:xxaHue NPAKTHYECKUX 3aHATHII (0uHas popma o0yueHust)

Pasuenm, TEMbI, JUJAKTHYCCKHUEC ¢INHUIBI

Tema 1. Cucrema 1eJI0NIPOU3BOACTBA

bazoBasi TepMHHOJIOTHSI, WCIIONB3yeMasi B H3jaraeMou aucuuruimHe. Vctopusi pa3BuTus CIyxO
JOKyMeHTauuu B Poccum: npHkasHOe [eI0NpOM3BOJICTBO, KOJUIEKCKOE JIEJIOMPOU3BOACTBO,
TepmuHoOTHS, MCHONB3yeMas MpU paboTe ¢ JOKyMeHTaMHu. [[enompou3BOJICTBO Kak OTpacib
NESITENIbHOCTH B cpepe yrpaBiIeHHUs.

Tema 2. I'ocynapcTBeHHOE peryJTMpoBaHHe 1e10NPOU3BOACTBA

3aKoHOIAaTENbHOE PETyInpoBaHue Aenonpon3BoacTBa. denepanbHbiil 3akoH Poccuiickoit
Oeneparun «O0 nHGpopmanuu, HHPOpMATU3ALKH U 3a1UTe HHPOopMaruny. denepanbHble 3aKOHBI
«O0 akmroHepHbIX obmecTBax» U «O0 001IecTBaX ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIOY». OCHOBBI
3akoHoaTenbcTBa Poceniickoit @enepannn 06 ApxuHoM onne Poccuiickoit denepanyu.
ITocTanoBnenue npasurenberBa Poceniickon @enepannn «lIpaBuina moaroTroBKu NpaBoOBBIX aKTOB
(benepaabHBIX OPraHOB MCIIOJHUTEIBHOM BIACTH U X TOCYIapCTBEHHON PErHCTpaLum.

Tema 3. CucreMbl JOKYyMeHTAINHU

Cucremsl fokymeHTanuu. Cucrtema TOKyMEHTAaUUU. Y HUPHUIMPOBAHHAS CHUCTEMA TOKYMEHTAIIUH.
YHUGHUUMPOBaHHBIA JOKyMeHT. YHHU(pUuupoBaHHas Gopma. Eannas rocyaapcTBeHHas cuctemMa
nenonpouspojictBa (EI'CJL). MHCcTpyKIns 10 JTOKYMEHTHUPOBAHUIO YITPABICHYECKOM NS TEIHOCTH.
CranpapTusanus B CUCTEMAaXx JI€IONPOU3BOJICTBA. JIOKYMEHTHI U X KIacCU(pUKALMS.
CranapTu3upoBaHHOE OTNpeIeNICHUE TEPMUHA «IOKYMEHT». Y HUuuKauus 1o0kyMeHToB. [lonsTie
0 kiaccuukanuu 10KyMeHToB. Llenb knaccudukanuu 1okymenToB. [Ipu3Haku kinaccupukanum
JIOKyMEHTOB. Bupl TokyMeHTOB. [loHsTHE pekBU3uTa NOKyMeHTa. Buabl pekBu3uToB. [IpaBuna
oopMIIeHHs PEKBU3UTOB T0KYMEHTOB.

Tema 4. Opranusanusi padoTbl ¢ JOKyMeHTAMU

OO6ue TpeGoBaHUS K OpraHU3alMU CIIYKOBI TOKyMEeHT0000poTa. OpraHu3aluoHHble (POpMBbI
paboThl ¢ nokyMeHTamH. Mcrons3oBanue 01aHKoOB, (GOpMYIIIpOB U 11a0JIOHOB B
JOKYMeHTOo00opoTe. OpraHu3alMoHHas CTPYKTYypa MepcoHaia, 00eCceyrBaroIero padboTy ¢
JToKyMeHTaMu. Buabl pabot ¢ gokymeHnTamu. ['pynmnsl JOKYMEHTOB B JOKYMEHTALHOHHOM
oOecrieyeHnU. DTarnbl 00pabOTKH BXOIAMIUX TOKYMEHTOB. [lepBruHas 06paboTKa BXOAALINX
JOKYMEHTOB. [IpuHsATHE yIPaBIEHYECKOTO PEIICHUs [0 KOHKPETHOMY JOKyMeHTy. O0paboTka
OTIIPABISIEMBIX JOKYMEHTOB. Perucrpanus 10KyMeHTOB. @OPMBI pETUCTPALIUN TOKYMEHTOB:




LHCHTpAJIW30BaHHad, ACLHCHTPAJIN30BaHHAasA, CMCIIaHHAA. KOHTpOJ’II) HCIIOJIHCHUA JOKYMCHTOB.

Tema 5. TexHosiorusi padboTbl ¢ JIOKyMEHTAMU

OcHOBHBIC MPaBUJIA OPTAHU3AINH JOKYMEHTO000pOTa. DTAlbl U MOPSAOK JABIKCHUS JTOKYMEHTOB.
[Tpuem, oOpabGoTka H pacmpezesieHue IOCTYMAIUX TOKyMeHTOB. Opranuzaius paboThl C
MOCTYNAIMIUMHU  («BXOASAIMIMMEU») JOKyMeHTaMu. [lopsiiok HampaBjiieHUsT Ha HUCIOJHEHHE
nokyMmeHTOB. [lopsimok pa®oThl UCHOTHUTENS € JOKyMeHTaMu. [IpaBuna oOpabOTKH HCXOASIIUX
nokymMeHTOB. [lopsiok opranuszanuu paboThl C OTIPABISEMbIMHU («HUCXOASIIUMHY) JOKYMEHTaMHU.
[{enu ¥ OCHOBHBIE MPUHIIMIIBI PETUCTPALIUU TOKYMEHTOB. HazHaueHue u Bubl HOMEHKIIATYPHI JElI.

Tema 6. Iloaroroska u oopmiieHne OTAeJIbHBIX BUAOB JOKYMEHTOB

OpranuzannoHHsle JOKyMeHThl. CHCTeMa OpraHU3alMOHHO-PACIOPSIUTENBHON JOKYMEHTALUU
IlonsiTMe W Ha3HAYeHUE CHUCTEMBl OPraHHU3aLUOHHO - PACHOPSAIUTENBHOM JOKYMEHTALUU.
OpranuzanvoHHbIE JOKYMEHTBI, MX HAa3HA4Y€HUE W BHUJABL. YCTaB Npeanpusatus. JlomKHOCTHAs
uHcTpykuus. Ilonoxenue. lltatHoe pacrincanue. [IpaBuiia BHYTpEHHETO TPYJIOBOTO PACIOPSIKA.
PacniopsiquTenbHble JOKYMEHTBI. PacniopsauTenbHble JOKYMEHTBI, UX Ha3HadeHue U Buabl. CxeMa
IIOATOTOBKH PACIOPSAUTENBHBIX JOKyMEHTOB. IIpuka3. Beinmmcka n3 npukaza. Pacnopsixenue.
VYkazanue. Pemenue. [loctanoBnenue. [Ipotokon.

Tema 7. KonpuaeHuuaabHasi 1 Me:KIYHAPOJAHAS NepenucKa

MexayHapoaHble CTaHAApThl 1O O(GOPMIICHHIO JOKYMEHTOB. CBelneHHs, OTHOCSIIHECS K
KOH(pUICHIMATFHOU HHPOpMAIMU. 3aluTa AOKYMEHTOB, COJAEpXKAIUX KOMMEpPUECKYIO TalHy.
Opranuzanus paboTsl C TOKYMEHTAMHU, COJICPKATIMHI KOH(DHUICHITHATBHBIC CBEICHUS.

Tema 8. Opranusanusi XxpaHeHHs1 JOKYMEHTOB

Howmenknarypa npen. dopmupoBanue nen. XpaHeHue jen. IloaroroBka nen K apXMBHOMY
xpaHeHuto. Ilopsnok mepemaum Aen B apXuB. XpaHEHUE JOKYMEHTOB B 3JIEKTPOHHOH QopMme.
Cpoxu xpanenus en. OTBETCTBEHHOCTh 32 COXPAaHHOCTh JIOKYMEHTOB.

4.4. ConepxxaHue cCaMOCTOSATEIbHOH padoThI

Pa3)1e.111,1, TEMbI, JUJAKTHYCCKHUEC €INHUIIbI

Tema 1. Cucrema 1eJI0IPOU3BOICTBA

Hpez[MeT nu COI[Cp)KaHI/Ie JOUCIHUIIJIINHBI. L[CJ'II: n 3aJa4Yn AUCIUIIIINHEI. BSaI/IMOCBSISB C )IpyrI/IMI/I
TUCIHUIUIMHAMU. Ponb wHQpOpMaIu B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIIEHUsAX. CpenacTtsa
MaTepuanu3anuu nHpopmanuu. Mcropus pa3Butus ciy:x0 nokymeHTtanuu B Poccun.

Tema 2. 'ocynapcTBeHHOe peryJupoBaHue 1eJ10MPOU3BOACTBA

HopmatuBHO-MeTOIMUECKOE peryaupoBaHME JeNONpPOU3BOACTBA. [ ocynapcTBeHHass cUCTeMa
JOKYMEHTAITMOHHOTO o0OecriedeHus: ynpasieHus. OCHOBHBbIE TojiokeHus. OO0mue TpeOoBaHUS K
JOKYMEHTaM M clayk0aM JOKyMEHTAIllMOHHOro obecrieyeHus. TumoBas WHCTPYKUHUS IO
JICJIONIPOU3BOJICTBY B MUHHCTEPCTBaX M BegoMcTBax Poccuiickoit @enepanun. [OCT P 6.30—97
YCA VuuduuupoBaHHas CHUCTEMa OpraHU3alMOHHO-PACHOPSAUTENILHOM  JIOKyMEHTAllUH.
TpeboBanust k odopmieHuto AokyMeHTOB (¢ wu3MmeHeHussMH oT 21.01.2000 r.). OGmas
xapakrepuctuka ctannapra 'OCT P UCO 154891-2007.

Tema 3. Cucrembl J1OKYyMEHTALMHA

Enunas rocympapcTBeHHas cUcTeMa JIOKyMeHTaluoHHoro obOecrneueHus ympasinenus (EI'CHOVY):
npuuuHbl ee co3aaHua. OCOOCHHOCTH TpPHUMEHEHUs TMoJjoxkeHu EanHoll rocynapcTBeHHOMN
CUCTEMBI JICNIOTIPOM3BOJICTBA B OTPACiAX HAPOJHOTO XO3SMCTBA: HA MNPEIANPUATHAX, B
OpraHm3alsax U yupexaeHusx. [IpaBuna opopMIICHHS PEKBU3HTOB JOKYMEHTOB. Dopmyssp-
obpasen. brmank noxymenTta. Bumpl OnmankoB. TpeOGoBanus k OnaHkam 1okyMeHTOB. [llaGmoHBI.
CucreMa OpraHu3aIliOHHO-PACTIOPSAUTENBHON MOKyMeHTauu [loHATHEe W Ha3HAYEHHE CHUCTEMBI
OpTaHW3AIlMOHHO - PaCHOPSAUTEILHON JOoKyMeHTaruu. OpraHu3aldoHHBIE JOKYMEHTBHI, HUX
Ha3HAYCHUE W BUJbI.
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Tema 4. Opranusanus padoThbl ¢ JOKyMeHTAMU

1. TumoBble OpraHW3aIMOHHBIE CTPYKTYPHI CIYKOBI JEIOMPON3BOACTBA. J[OKyMEHTOOOOPOT.
OcoOeHHOCTH OpraHuM3allud ¥ BeJCHHs JOKYMEHTOOOOpOTa Ha TOCYJapCTBEHHOH U
MYHHIIUITATBHOU ciTy’kOe. OCHOBHBIE TOJIOKEHUS 1O pa3paboTKe, BHEIAPCHHUIO W JKCILTyaTaIlluu
JIOKyMEHTO000poTa.

Tema 5. TexnoJiorusi paéoThl ¢ JOKYMEHTAMH

[IpoGiemMa coBepilleHCTBOBaHUS JOKyMeHTooOoporta. IlpaBuna opranuzamuu paboThl ¢
BHYTPCHHUMH JIOKyMEHTaMHu. TpeOoBaHUs, MPEIbSIBIAEMbIE K COCTABICHHIO U 3aNOJHEHUIO
(bopMbI HOMEHKJIATYPBI €]l OpPraHU3aI|H.

Tema 6. [loaroroBka u opopmiieHue OTAeJIbHBIX BUIOB IOKYMEHTOB

HNHpopMalMOHHO CrpaBOYHbIE JOKYMEHTHl. Ha3HaueHune M OCHOBHBIC BUIBI MH(POPMALUOHHO-
CIIPaBOYHBIX JTOKYMEHTOB. AKT. IIporokon. Mokxmamnas 3amucka. OObsCHUTENbHAS 3allvcKa.
Cmpagka. Jloknaza. Tenerpamma. Tenedonorpamma. [Tucemo. @opmysisip mucbma. Buibl mucem.

Tema 7. KonpuaeHuuaabHasi 1 Me:KIYHAPOJAHAS NepenucKa

PGKBI/ISI/ITI)I MG)KIIyHapOIIHOFO II1nCbMa. CBCIIGHI/UI, OTHOCSIIHNECA K KOH(i)HI[CHHHaHLHOﬁ
uH(popMalnu. 3aluTa JOKYMEHTOB, COAEpKAIIUX KOMMepUYecKyto TaitHy. Opranu3zaius paboThl ¢
IIOKYMGHTaMI/I, COIIep)KaHII/IMI/I KOH(bI/I[[GHIII/IaJH)HI)IG CBCACHUA.

Tema 8. Opranusanusi XxpaHeHHs1 JOKYMEHTOB

[TonsiTHE «OKCHEpTH3a LIEHHOCTH JOKYMEHTOB». HOpMaTHMBHO-METOAMYECKHE M TEOPETHUYECKHE
OCHOBBI IPOBE/ICHUS KCIIEPTU3bl LIEHHOCTU JOKYMeHTOB. [IpaBuia nepenauu ein Ha XpaHeHUE B
apXuB.

5. KOHTPOJIb KAYECTBA OCBOEHUSA JUCIUITJIMHBbI

Texymui KOHTPOJIb U IIPOMEKYTOUYHAsL aTTECTAlUsl OCYILIECTBIISIOTCSA B COOTBETCTBUU C
«[lonoxxeHneM O TEKylleM KOHTpPOJIE YCIIEBAEMOCTH U IMPOMEXKYTOYHOM aTTeCTaluu
oOyyaromuxcst B ABTOHOMHOM HEKOMMep4ecKoi opranuzaiun «O06pa3oBareibHas opraHu3anus
BbICILIEr0 00pa30BaHUs» «Y HUBEPCUTET SKOHOMUKHU U YIIPABIICHUS.

Bun npomexyrouHoit arrecranuu — auddepeHnupoBanHbiid 3adetr. @opMa nposeneHUs
IIPOMEKYTOUYHOM aTTECTAllUU — IMCbMEHHBIN 3a4ET C OLEHKOM.

DoHJ OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu Kk PIT/I.

6. YYHEBHO-METOJUYECKOE OBECIIEYEHHUE JUCHUIIVINHbI

1. Eropuenko, T. W. Jlenompous3BOACTBO U JOKYMEHTOOOOPOT Ha MPEINPHUITHU:
onopuslii koHcnekT ekuuit / T. Y. Eropuenko - Cumdpeponons: AHO «OOBO» «Y2VY», 2023. -
114 c.

2. Eropuenko, T. . Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPHATHU: IUIaH
CeMUHAPCKUX (TIPAKTUYECKUX) 3aHATUH M Mertomudeckue pexomenmaruu/ T.M. Eropuenko —
Cumdeponons: AHO «OOBO» «YDV¥», 2023. — 23 c.

3. Eropuenko, T. W. [lemompou3BOACTBO W JOKYMEHTOOOOPOT Ha TMPEANPHUSITHU:
METOAMYECKHE PEKOMEHJAIMH [0 OPraHMU3alUU CaMOCTOATENbHOM paboTsl cryneHtoB / T. W.
Eropuenko — Cumpeponons: AHO «OOBO» «YHuBEpCcUTET S5KOHOMUKH | YIpaBieHus», 2023.

—18c.

7. MEPEYEHb OCHOBHOM Y JONTOJTHUTEJBbHON YYEFHON JIUTEPATYPBI,
HEOBXOIUMOM 111 OCBOEHMS IUCIIATLINHBI

a) ocnosHaA yuedHan Tumepamypa:
1.Eropuenxko, T. Y. Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT Ha MPEANPHUATHH : YIeOHOE
nocobue (kypc nekuuit) / T. U. Eropuenko. — Cumdepomnons : YHUBEPCUTET SKOHOMHUKHU H
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yrnpasneHus, 2023. — 268 ¢. — Tekcr : anextponHsblit // L{udposoii 0Opa3zoBaTenbHBIN pecypc
IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/136265.html (mara oGparenus:
22.01.2026). — Pexxum roctyma: ajisi aBTOPU3HP. MOJIb30BaTEICH

2. Kysmenoa, M. B. KouduuneHumasbHOe IEIOMPOU3BOJACTBO M  3aIIUIIECHHBIN
AIIEKTPOHHBIN JOKYMEHTO000POT : yuebHoe nocodue / 1. B. Ky3nenosa, I'. A. XauarpsH. — 2-¢
u3a. — Mocksa : Al [Tu Ap Menua, 2026. — 192 ¢. — ISBN 978-5-4497-3878-3. — Tekcr :
anektpoHHbld // Ludposoit obpaszoBatenbhbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/145149.html (mata obpamenus: 22.01.2026). — Pexum gocryma:
JUTSL aBTOPHU3UP. TIOJIb30BaTENICH

3. Pabosa, C. B. JlokymeHTanimoHHOEe 0OECIEUECHUE YIMPaBICHUYECKON IESITEIBHOCTU :

yuebnoe mocobue / C. B. PsboBa. — VYnpsHOBCK : VYIIBSHOBCKHHA TOCYIapCTBEHHBIN
TexHudeckud yHuBepcuter, 2021. — 341 c. — ISBN 978-5-9795-2106-0. — Tekct :
anektpoHHbld // Lludposoit obpazoBatenbhbiii pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/121268.html (mata oGpamienus: 22.01.2026). — Pexum mpoctyma:
JUISL aBTOPU3UD. NT0JIb30BaTEIEH

JlomoJiHUTEIBLHASA:

4. bproxoaa, O. }O. KanpoBoe aqgMUHUCTPpHUPOBAHNE U 3JIEKTPOHHBIN JOKYMEHTOOOOPOT :
kypc nekmuit / O. lO. bproxoa, A. C. Tumoxuna. — ExarepunOypr : VYpanbckuii
rOCyJapCTBEHHBIN yHUBEpcUTeT myTeit coobmmenus, 2023. — 200 ¢. — TekcT : 3JeKTPOHHBIH //
[MudpoBoit  obpazoBatenbubiii  pecypc [PR SMART :  [caiit] —  URL:
https://www.iprbookshop.ru/149703.html (nara o6pamenus: 22.01.2026). — Pexum goctyna:
IUTSL aBTOPU3UP. TIOJIb30BaTENEH

5. AnekceeBa, T. B. [lokymeHTanimoHHOe oOecrieueHue yrpasieHus : yueOnuk / T. B.
AnexceeBa, O. A. CtpaxoB. — Mocksa : YauBepcuteT «Cuneprus», 2020. — 132 ¢c. — ISBN
978-5-4257-0402-3. — Tekcr : snekrponnsid // Lludposoii obpazoBarenbHbii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/101344.html (mata oOGpamieHus:
22.01.2026). — Pesxxum octyna: Jyisi aBTOPU3MP. MOJIb30BATEICH

8. MEPEYEHb PECYPCOB UH®OPMAIMOHHO-TEJEKOMMYHUKAIIMOHHOM
CETH «<MHTEPHET», HEOBXOJIUMBIX JJIs1 OCBOEHUA JTUCIIUIIJIMHbI

1. DnexrtponHas O6ubnuoreuHas cucrema «IPRsmart» [OnexTponnslii pecypc]. — Pexum
nocryma: http://www.iprbooksshop.ru.

2. eLIBRARY.RU: nayunas snexktpoHHas 6ubiuoreka: cait. — Mocksa, 2000. — URL:
https://elibrary.ru. — Pesxxum moctyna: uist 3aperucTpup. mojb3oBareneid. — TeKCT: AIeKTPOHHBIM.

3. OpurnmanbHbIl  caldlT  mpaBUTEeNbCcTBA  Poccmiickoit  @enmepammm. —  URL:
http://www.government.ru.

4. OdpunmanbHpiii cailt MunucrepctBa ¢uHaHcoB Poccuiickoit ®eneparuu. — URL:
http://www.minfin.ru.

5. OdpunmaneHpiii  calt MuHHCTEpCTBa 3IKOHOMHUYECKOro pa3BuTus Poccuiickoii
®deneparuu. — URL: http://www.economy.gov.ru.

6. OdunmansHelii caiit LlenTpansHoro 6anka Poccun. — URL: http://www.cbr.ru.

7. O¢unmaneupiii  cailt  ®exnepanpHOl  HanmoroBoit  ciayx0er PO —  URL:
http://www.nalog.ru.

8. O¢unmaneubiii callt denepanbHON ciyxObl rocynapcTBeHHOM cratuctuku. — URL:
http://www.gks.ru.

9. O¢unmaneHblil caiiT @enepanbHO CiTyKObI 110 (puHAHCOBOMY MOHUTOpHHTY. — URL:
http://www.fedsfm.ru.

10. OdunuanbHblii callT TeppuropuanbHOro oprana ®DexepambHOW  CITYKOBI
rocynapcTBeHHOM cratuctuku no PecnyOnmmke Kpeim (Kpeimcrar) [OnexTponnslii pecype]. —
Pexxum nmocryna: https://crimea.gks.ru/.

11. Caiitr ®doHma NOpPEe3UTCHTCKUX TPAHTOB, HA KOTOPOM THIPEACTABICHBI ONMUCAHUS
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http://www.iprbooksshop.ru/
http://www.fedsfm.ru/
https://crimea.gks.ru/

npoektoB  HKO, yuacTBOBaBmMX B KOHKypcax POHIa, ¢ BO3MOXHOCTHIO (DHUIBTpa M0
HAMpPaBJICHUAM pealM3allii IPOCKTOB, ropojaM W peruoHam OasupoBanus HKO wu np.:
https://mpe3unenrckuerpantol.pd/public/application/cards.

12. Enunas undopmarmonnas cucrema JJOBPO.P® Jlo6po.Llentpsr (dobro.ru).

13. Enunbit  Peectp CyOBEKTOB Mallor0O M CPEOHEro MpPeaNpUHUMATENIbCTBA
https://ofd.nalog.ru/search.html?mode=extended.

14. Karanor conuanbHbIx npeanpustuii https://soindex.ru/.

15. [IpuMepsl CTyIEHYECKUX TPOEKTOB JOCTYIHBI 110 ccbuike: https://clck.ru/3584)B

9. METOAUYECKUE YKA3ZAHUSA JJ5 OBYYAIOIIIUXCSA
11O OCBOEHUIO JTUCHUITJIMHBI

IIpu npoBeneHuM JEKIMM, CEMUHApPCKUX (IPAKTUUYECKUX) 3aHSITUH, CaMOCTOSITEIbHOU
pabote 00yyaromuxcsi NPUMEHSAIOTCS MHTEPaKTHUBHbIE (OPMbI MPOBEIEHUS 3aHATHH C LEINbIO
HOTPYKEHUsI 00yJaroIuXcs B peallbHyl0 atMocdepy NnpodhecCHOHAIBHOTO COTPYIHHYECTBA 10
paspelnieHuto npolieM, ONTUMAaIbHON BBIPAOOTKM HABBIKOB M KauecTB OY/YIIEro ClelualIncTa.
WuTepakTrBHBIE POPMBI IIPOBEICHHS 3aHATUH MpeAronaraloT o0ydyeHne B coTpyaHndecTse. Bee
YYaCTHUKHM 00pa3oBaTeNIbHOIO Ipolecca (IpernojaBaTesb U 00ydarouuecs) B3auMOACHCTBYIOT
Jpyr ¢ Opyrom, oOMEHHBArOTCS WH(pOpManKel, COBMECTHO PELIAOT MPOOJIEMBbI, MOACTHPYIOT
CUTYALHIO.

B yueOHOM mporiecce UCTIONb3yIOTCSI HHTEPAKTUBHBIE (DOPMBI 3aHSTHIA:

- TBOpYECKOE 3aJaHMe. BhIOIHEHHE TBOpPUECKUX 3aJaHUi TpeOyeT OT 00ydarolierocs
BOCIIPOM3BEICHHE TIOJIYYCHHON paHee nH(popMamu B Gopme, ONpenessieMoil IpenojaBaTeseMm,
U TpeOyroleil TBOpUYECKOro MOaX0/1a;

- rpynnoBoe oOcyxaeHue. ['pynmnoBoe o0CcyxkaeHre KOro-1Mdo BONpoca HAIpPaBJIEHO Ha
JOCTMDKEHUM JIY4YIIero B3aUMOIOHMMAHHS M CHOCOOCTBYET JIydllleMy YCBOEHHIO H3y4aeMOro
MaTepuaia.

B Xxozme ocBOeHUS TUCHMIIMHBI MPU NPOBEIEHUM KOHTAKTHBIX 3aHATUN HCHOJIb3YIOTCS
cienyromuye (GopMbl 00y4deHUs, CIOCOOCTBYIOIMIME (HOPMUPOBAHUIO KOMIETCHIUH: JIEKIIHH-
JMCKYCCHM; Kelc-MeToM; pellleHue 3a/lau; CUTYallMOHHBIA aHaiu3; oOcyxaeHue pedeparoB U
JIOKJIA/IOB; pa3padOTKa rPyIMITOBBIX MPOEKTOB; BCTPEUYH C MPEICTABUTEISIMUA TOCYIaPCTBEHHBIX H
0O0I1eCTBEHHBIX OPraHU3aIHiA.

10. IEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT' U, UCIOJIB3YEMBIX ITPU
OCYHWECTBJEHUU OBPA3OBATEJIBHOI'O MPOLECCA IO IUCUUIIJIMHE,
BKJIIOYAS NIEPEYEHDb ITPOI'PAMMHOI'O OBECIIEYEHUSA U
NHO®OPMALNOHHBIX CIIPABOYHBIX CUCTEM (ITPU HEOBXOIUMOCTN)

B mnpomecce JEKIMOHHBIX M MPAKTHMYECKUX 3aHATUH MCIOJB3YETCS Clelyrolee
porpaMMHOe oOecriedeHue:

1) mporpammsbl, obecneunBaroniye 1ocTyn B ceTh «MHTepHeT» (Hampumep, «Google
chromey);

2) mporpammbl, JEMOHCTPAallMM BUAECO MaTepHajoB (HampuMep, MPOUTPHIBATENb
«Windows Media Playery);

3) mporpammsl JUIs JAEMOHCTpAallMd M CO3JaHMs Hpe3eHTauui (Hampumep, «Microsoft
PowerPoint»).

11. ONMCAHUE MATEPHAJLHO-TEXHUYECKOT'O OBECITEYEHMS,
HEOBXOJNMOTO JUISI OCYIIECTBJIEHUS OBPA3OBATEJILHOI'O ITIPOIIECCA
MO JUCHMILINHE

I[HSI npenoaaBaHvsls  AUCHUIIIIMHBI HE Tpe6yeTc;1 CIICIINAJIbHBIX MaTCpHaJIbHO-
TEXHUYECKUX CPENICTB (J1a00paTOpHOTrO 000PYI0BAHUS, KOMITBIOTEPHBIX KJIACCOB U T.11.). OHAKO
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https://президентскиегранты.рф/public/application/cards
https://center.dobro.ru/
https://ofd.nalog.ru/search.html?mode=extended
https://soindex.ru/
https://clck.ru/3584JB

BO BpeMsl JIGKIIMOHHBIX 3aHATHHA, KOTOPBIC MPOBOJSATCS B OOJBIION ayJUTOPUH, UCTIOIB30BATh
IPOCKTOP ISl IEMOHCTPAIMH CIIAiIOB, CXeM, TaOJIHIl ¥ IPOYEro MaTepualia, MyJIbTHMEIHITHbIC
npoekTopsl Epson, Benq ViewSonic; skpansl a1 mpoekTopoB; HOyTOyku Asus, Lenovo,
MHUKPO(DOHBI.

[lepeyeHb  TUIIEH3MOHHOTO H  CBOOOJHO  PacHpOCTPAHAEMOr0  MPOrPaAaMMHOTO
obecrieueHrs, B TOM YHCII€ OT€YeCcTBEHHOro mpousBozicTsa: Microsoft, Windows, Microsoft
Office, LibreOffice, Apxuatop 7-zip, Adobe Reader, KoncynwsrantlLmtoc, Kaspersky Security,
VLC, Media Player, TIpomeTeii.
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