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WHnexc IuCUIuIMHbI 110
y4eOHOMY TIIaHy

HanmeHoBanne TUCIMAIIITAHEL

b1.B.05

JOKYMEHTALHMOHHOE OBECIIEYEHHE
MPOPECCHOHAJIBHOM JEATEJIbHOCTH

Henp nzyuenus
JUCIUTIITUHBI

u3ydeHue ocoOeHHocTel (QOpPMHUPOBAHUS U PA3BUTHUS CHCTEM
HAllMOHAIBHOTO JIEJIONPOU3BOJICTBA B PA3JIMYHBIE HMCTOPUUECKHUE
Nepuobl, 03HAKOMJICHHE C T€OpHUEW M MPAKTUKOW OpraHu3aluu
COBPEMEHHOTO JIOKYMEHTAllUOHHOTO OOECIICUYCHHS YIPABICHUS
MEPCOHAJIOM Ha OCHOBE HAy4yHO OOOCHOBAHHBIX NPUHIUIIOB U
METOJIOB €T0 COBEPILICHCTBOBAHUS.

MecTo AUCIUILIMHBI B

JINCUMIUTMHA OTHOCHTCS K YacTH, (OpPMHUPYEeMOW YyYaCTHHKAMHU

crpykrype OIIOIT 00pa3oBaTeNbHBIX OTHOIICHUM Onoka 1. «/MCHUIIHHBI (MOMYIIH)»
nporpaMMsbl OakagaBpuara
Kommnerenuun, [1K-4

(dbopmupyembIe B pe3yibTaTe
OCBOCHHMS IUCIIUTUTHEI

ConepsxaHue JUCITUTUTHHBI

Tema 1. [Ipeamer, copepkaHue U 3aa4u Kypca.

Tema 2. Ilonstue o gokymeHte. @DyHKUMH, CBOMCTBA,
KJIaccu(uKaIus JTOKyMEHTOB

Tema 3. CoBpeMEHHOE 3aKOHOJATEIbHOE pEryIHUpOBaHUE MU
HOPMAaTHBHO-METOMYECKOE obecrieyeHne B oOnactu
JIeJIONPOU3BO/ICTBA U ApXUBHOTO JIENIa.

Tema 4. Crpykrypa aokymeHTa. TpeOGoBaHuS K O(QOPMIICHHIO
PEKBU3UTOB CIIy’KEOHBIX JOKYMEHTOB

Tema 5. Buxgel  OmaHKOB — ClOyXEOHBIX  JIOKYMEHTOB,
NPOEKTHpPOBaHUE OJaHKOB

Tema 6. Cucremsl qokymeHTanuu. OdopmiieHne yrnpaBieHIECKUX
JTIOKYMEHTOB

Tema 7. TexHomoruu paboThl ¢ JOKyMEHTaMU

Tema 8. OcobeHHocTH paboTBl €  JAOKYMEHTHPOBAHHOM
nHpOpManrei OorpaHIYEeHHOTO IOCTYTIA

OO0mas Tpy10eMKOCTh
JIACIUATUINHBI

OO01mas TPyI0eMKOCTh JMCIUIUIMHBI COCTABISET 3 3a4ETHBIC €IMHUIIBI
(108 yaca)

dopma IpOMEKYTOUHOMN
aTTecTalun

3auer




COJEPKAHHUE

1. Lenr u mepedeHb IJIAHUPYEMBIX pPE3yJIbTATOB OOyUeHHsS 10 JHCLUHUIUIMHE,
COOTHECEHHBIX C IJIAHUPYEMBIMU pe3y/ibTaTaMi OCBOCHUS MTPOrpaMMbl OakajaBpHrara

2. Mecro nucuurunnsl B ctpykrype OIIOIT 6GakanaBpuara

3. O0beM [JUCHUIUIMHBI B 3a4eTHBIX €IMHULAX C YKa3aHHEeM KOJIMYecTBa
aKaJeMUYECKHX YacOB, BBIJCICHHBIX HAa KOHTAKTHYIO paboTy oOydarommxcs ¢
npernogaBaresnieM (110 BUAAM 3aHITHI) U Ha CAMOCTOSITENIbHYIO Pa00Ty 00 yUJarouXcst

4. Copeprkanue TUCHUIUIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pa3zienam) ¢ yKa3aHueM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJIEMUYECKHX YacOB U BUJOB YU€OHBIX 3aHATUI

5. KoHTpoJib KauecTBa OCBOEHUS TUCIUILIINHBI

6. YueGHO-MeToInYeckoe 00ecredeHre TUCIUILINHBI

7. IlepeueHb OCHOBHOW M JOTIOJHUTEIBHON yueOHOH IuTepaTyphl, HEOOXOIUMOMN IS
OCBOGHUS JUCIUILITUHBI

8. [lepeyenp pecypcoB HHPOPMALMOHHO-TEIEKOMMYHUKAITMOHHON ceTn «HTEepHETY,
HEOOXOUMBIX JJISI OCBOCHUS AUCHUTITHHBL. . ... ueueennennnnn.

9. Meroanueckue ykazanust 11 00y4aronIuxcsi 0 OCBOCHHUIO JUCIUTIIIUHBI

10. Ilepeuenr MHGOPMAIMOHHBIX TEXHOJOTUH, HMCIONB3YyEMbIX IMPHU OCYIIECTBICHUU
00pa30BaTeNbHOIO MpoIecca IO JIUCUUIUIMHE, BKJIOYas MEepeYeHb NPOrpaMMHOIO
obecrieueHrss © THPOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM (TIPU HEOOXOIUMOCTH )
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1. HEJIb U IIEPEYEHD IINTAHUPYEMBbIX PE3YJIBTATOB OBYUYEHUS 11O
JUCIHUIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMU PE3YJIbTATAMMU
OCBOEHMSA TIPOT'PAMMBbI BAKAJIABPUATA

Henpto  wm3yuenns  aucuumuimasl  b1.B.05  JlokymeHTanmonHoe  oOecrieyeHue
npoecCHOHANBHOM NIEeATENbHOCTH SBISETCS (POPMUPOBAHUE y CTYJIEHTOB KOMILIEKCAa 3HAHUMN
TCOPCTUUCCKHUX OCHOB U IIOJIYYCHHC HABBIKOB HCIIOJb30BaAHUA IIPAKTHYCCKUX TEXHOJIOTHI
OM3HEC-TNIAHUPOBAHUS ACITEIbHOCTU MPEINPUITUS KaK CYyObeKTa KOHKYPEHTHON CPEIbl.

B pesymbrare ocBoenuss OIIOIl OakamaBpuata OOy4aromwiicss JOJDKEH OBJIAIETh
CIICAYIOIIMMHU pe3yJIbTaTaMi 00y4YeHHs 110 AUCHUILUIHHE!

Koanl Pe3yabTarsl IlepeyeHb MIAHNUPYEMBbIX Pe3yJbTATOB 00yUYEeHUS
KOMIeTEeHIHH ocBoenus OITOIT 10 TUCIHUNIHHE
[1K-4 cocobeH [1K-4.1 3Haer OCHOBBI [€JIOBOM JIOKYMEHTAIIUH,
OCYIIECCTBIISATh NIeIIONPOU3BO/ICTBA, HOPMATUBHOM 0a3ml,
JTOKYMEHTaIbHOE perIaMeHTHpYoIIen JesITeNIbHOCTD
odopMIIeHHE PEIICHU PKOHOMHYECKOTO CyOBEKTa;
B yIpaBJICHUH [1K-4.2 Ymeer pa3pabaTbIBaTh OTUYETHBIC
OTIepAIMOHHON TOKyMEHTBI O  JEATEIBbHOCTH  CTPYKTYPHBIX
(MpOU3BOACTBEHHOM)  |[MOApa3/ieleHuii OpraHu3alii B COOTBETCTBUHU C
NEATEILHOCTEIO HOPMATUBHON 0a30i YKOHOMHYECKOTO CyOBEKTa M
OpraHu3anuit BHYTPEHHUMU PETJIAMEHTaMU;
[1K-4.3 Bnaneer HaBBIKAMH PYKOBOJICTBA
[pa3paboOTKOIl OTYETHBIX JOKYMEHTOB O JEATEIbHOCTU
CTPYKTYPHBIX oIpa3IeIICHU N OpraHM3AIINH,
eaJIM3allK OT/IeIbHBIX OM3HEC-TIPOIECCOB

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOI1 BAKAJIABPUATA

HNuctmmummaa  B1.B.05  JlokymeHTanmoHHOe — obOecriedeHre  TPOoQeCCHOHATBHOU
JESTEIbHOCTH OTHOCUTCS K 4acTu, GOpMUPYEMOM ydacTHUKaMU 00pa3oBaTeNbHBIX OTHOIICHUMN
omnoka 1. «luctumnunel (Mogynu)y» yaeOHoro miuana OIIOIl GakamaBpuara mo HampaBJICHUIO
moarotoBku 38.03.02 MeHeKMEHT.

Huctunmuaa  b1.B.05  JlokymeHTammonHoe — oOecriedeHue  mpodeccroHaIbHON
JESTENIbHOCTH H3y4daeTcsl OOydYarolMMHUCS OYHOM W O4YHO-3204HOM (opmbl oOyueHus B 5
cemecTpe.

Ob6nacte  mpodeccHOHaNbHOW  JEATENbHOCTH, Ha  KOTOPYH  OpPUEHTHUPYET
qucIIuiiHa JIokyMeHTalmoHHOe oOecredeHre Mpo(heCCHOHATLHON JIeITeIbHOCTH, BKITFOYACT:
40 CxBo3HBIE BH]IBI TPO(ECCHOHATEHOM IeATETHPHOCTH B IPOMBIIIIEHHOCTH.

Tunel 3amad W 3amaud TPO(HECCHOHATBLHOW JISATCIIBHOCTH, K KOTOPBIM TOTOBHUTCS
oOyJaromuiics, onpene’aeHbl yueOHbIM TUIAHOM, 2 UMEHHO:

- OCyIIecTBIIeHHE MPO(eCCHOHATFHOTO IPUMEHEHHS 3aKOHOIATSIThCTBA M HHBIX HOPMATHBHBIX
MpaBoBbIX akTOB PO B podeccnoHambHOM JeTeTbHOCTH

- OpraHM3aIys IOKYMEHTATBHOTO 0(hOPMIICHHSI PEIICHUH B TIPO()ECCHOHATBLHOM IESITSITHHOCTH.



3. OFBbEM JUCHUILINHBI B 3AYETHBIX EAVHUIIAX C YKAZAHUEM
KOJIMYECTBA AKAJJEMUYECKHUX YACOB, BBIJIEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIINXCS C IPENOJABATEJIEM (IIO BUJIAM 3AHSITHIN) M HA

CAMOCTOSITEJIBHYIO PABOTY OB YUAIOLUXCSI

OO6mas Tpya0eMKOCTh (00beM) TUCIUILIMHBI COCTaBIIET 3 3a4ETHBIX CIUHUIBI (3.€.),
108 akanemmuueckux gaca.

3.1. O0béM TMCUMIIMHBI 0 BUAAM YUeOHBbIX 3aHATHI (B Yacax)
st ounoii popmbl 00yUeHust
OO61mas TpyA0EMKOCTh TUCIUTUINHBI COCTaBIsET 3 3a4€THBIX enquHuIlbl 108 vaca

O0BLEM TUCHUILINHEI Bcero yacos

OO611ast TPyI0EMKOCTh JTUCITUATIIUHBI 108
KonrtakTHas pabora 38
AynutopHas paboTa (Bcero): 38
Jlekuun 26
CeMuHapbl, TPAKTUYCCKUEC 3aHATHS 12
CamocrosiTenbHast paboTa oOydaronmxcsi (BCero) 70
Kypcoas pabora -

3auer I

OK3aMeH -

J1s1 04HO0-3204HOM opMBI 00yUeHH S
OO01mas TpyA0EMKOCTh JTUCIUTUINHBI COCTaBIsAeT 3 3a4€THBIX enquHuIlbl 108 vaca

O0BbéM TUCHUILTHHBI Bcero yacos

OO011ast TPyA0EMKOCTh TUCIMITIMHBI 108
KonTtakTHas pabota 28
AynuTtopHas pabora (Bcero): 28
Jlekunn 18
CeMuHapbl, NPaKTUYECKUE 3aHATHS 10
CaMocTosiTenbpHas paboTa 00ydaronuxcs (BCero) 80
Kypcosast pabota -

3auer +

JK3aMEH -

4. COOJEP KAHUE JUCIUAIIVIMHBI, CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3JEJIAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJEMHUYECKHUX YACOB U BUJOB YYEBHBIX 3AHATUU

4.1. Pa3gesbl AMCUMILVIMHBI M TPYA0EMKOCTb 110 BUAAM Y4eOHBIX 3aHATHH (B
aKajJeMUYeCKHUX Yacax)

HaumMeHoBaHHNe TEMbBI Bcero KoaundecTBO 9acoB
L
2 o Konrakrnasi padora | Bueayaur.
& o & padora
Z g 8 Jlexkuun | Ilpaktuyec | Camocr.
KHe padora
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Tema 1. Ilpeamer, coxepxkanue u| 10 12 5 2 8 10
3a/1a4M Kypca.
Tema 2. IloHsiTHe O JOKyMEHTE. 16 16
DOyHKINH, CBOIICTBa, 4 4 2 2 10 10
KJ1acCU(pUKalus JOKYMEHTOB
Tema 3. CoBpeMeHHOE
3aKOHOJATEIbHOE PETyIUPOBAHUE U
HOPMAaTUBHO-METOIUYECKOE 16 14 4 2 2 2 10 10
obecrnieueHue B obnactu
JEIONPOU3BOJCTBA ©  APXUBHOTO
Jena.
Tema 4. CrpykTypa JOKyMEHTAa.
TpeboBanus K opopmieHuto| 16 14
PEKBU3UTOB CILy’KeOHBIX 4 2 2 2 10 10
JIOKYMEHTOB
Tema 5. Buzpl 651aHKOB CITyKEOHbIX
JIOKYMEHTOB, IIPOCKTUPOBAHKE 12 14 2 2 2 2 8 10
0JIaHKOB
Tema 6. CucreMbl TOKYMEHTaLUH.
Odopmaenue yIPaBIECHUYECKUX L 12 4 2 2 8 10
JIOKYMEHTOB
Tema 7. Texnomorunm paboTel c| 12 14 5 9 2 2 8 10
JIOKyMEHTaMU
Tema 8. OcobeHHOCTH pabOTHI C 12 12
JIOKYMEHTHUPOBAaHHOHN HH(OpMaluei 4 2 8 10
OTPaHUYEHHOTO JIOCTyMa
Bcero no pucrummite 108 | 108 | 26 18 12 10 70 80
KonTposns: 3auet + +
Hroro 108 | 108 | 26 18 12 10 70 80

4.2. CopeprxaHue JMCHHUILIMHBI, CTPDYKTYPHPOBAaHHOE IO TeMaM (pa3aeiam)

Tema 1. Ilpeamer, coaep:xkaHue U 3a1a4u Kypca.

3HayeHHe JOKYMEHTOB B pa3IMYHBIX 00JAcTAX JEATeNbHOCTH 0o0mecTBa. JJOKyMeHT B
chepe mpaBa M ympasieHus. Ponb JOKYMEHTOB B OSKOHOMHKE, COLMAIbHBIX IIpoOIEccax.
Hay4ynoucropuyeckas M IpakTUdecKass LEHHOCTb IOKyMEHTOB. [IpenMer um 3amaum Kypca.
JIOKyMEHT — OCHOBHOHI OOBEKT JOKYMEHTOBEIUECKHUX MCCIEJIO0BaHMN Ha pa3HBIX YPOBHSIX:
OTJEIBHBIA JTOKYMEHT, CUCTEMa JIOKYMEHTOB U BCA COBOKYIIHOCTb CHCTEM JOKYMEHTAlUH,
OTpakaromas ACHUCTBUTEIbHOCTb. CTAHOBIICHHE M Pa3BUTHE JOKYMEHTOBEACHUS, KaK HAy4YHOH
JUCLIUATIIIUHBL.

CooTHomreHne MTOHATUHI «JOKYMEHTOBEJICHHUEY, «IIEJIOIIPOU3BOJCTBOY,
«JOKYMEHTALlMOHHOE  oOecreueHne YHpaBICHUA», «HMH()OPMAITMOHHO-TOKYMEHTAMOHHOE
oOecnieueHue». CBs3b JOKYMEHTOBEIEHHUS C HUCTOpPHEH, apXUBOBEJACHHEM, IMPABOBBIMU U
UHPOPMALIMOHHBIMA ~ TUCHMIUIMHAMHU, C TEOpUeH  yIpaBleHUs, C 3KOHOMHUYECKHMH,
TEXHUYECKMMH HayKamu. VCTOYHMKM i u3ydeHus Kypca. 3aKOHOJATCIIBHBIE AaKThl M
Matepuaibl. PyKkoBozsIue IOOKYMEHTHI MO craHmapTu3ammu. Kiaccudukaropbl TeXHHKO-




HSKOHOMHYECKOW W  couuanbHo wuHpopmammu. Exumnas rocymapcTBeHHass —cucTeMa
JIOKYMEHTAIMOHHOTO 00ecledyeHus yrpasieHus. TUNoBas HHCTPYKLMS 10 JeJIONPOU3BOJICTBY B
denepanbHBIX OpraHax HCIOJHUTEIBHON BiIAacTH. MeToAMYecKHe PeKOMEHAAUUU B OO0JIACTH
JIEJIONPOU3BOJCTBA U apXUBHOTO J€Ia.

Tema 2. IlonsiTue 0 nokyMenTe. ®yHKIUH, CBOMCTBA, KJIaccupuKanus J0KYyMEHTOB

Tepmunonorus, wucnonbdyemas 1npu  pabore ¢  gokymeHTamu. IlpaBoBoii,
yIpaBJIEHYECKUA M HMCTOPHUYECKUH aCIeKThl B ONpeAeieHUH ToKyMeHTa. MHdopmannoHHas
CYIIHOCTb JOKYMEHTA U €0 HENOCPEACTBEHHAs CBSA3b C MaTEPUAIbHBIM HOCUTENIEM. [JOKyMEHTHI
oduIabHbIC (CTyKeOHBIC), THYHBIC (IEPCOHAIBHBIE) U TUIHOTO MTPOUCXOKACHUS. JIOKYMEHTBI
PYKOIIUCHBIE M H3TOTOBJIEHHBIE C IIOMOLIBIO TEXHMYECKUX CPEACTB. «DIEKTPOHHOE»
nokymeHtupoBanue. [lonmudyHKIMOHAIBHOCTh JOKYMEHTa M cocTaB (QyHKui. [loHsTus
«JOKYMEHTHPOBAaHHUE», «CPEACTBA JIOKYMEHTHPOBAHUA», «CHOCOOBI JOKYMEHTHPOBAHUSI.
Tekcrosoe, TEXHUYECKOE JIOKYMEHTUPOBAaHUE. @OTO-IOKYMEHTUPOBAHUE.
KunonokymentupoBanue, o6aacte npuMeHeHus. MaTtepuaibHble HOCUTENN MH()OpPMaul U UX
knaccupukanus. JlokyMeHTHpoBaHHAs WHGoOpManus W ee cBoiicTBa. FOpuamueckas cuma —
OCHOBHOE CBOWCTBO JoKyMmMeHTa. lOpuaumdecku 3HauMMble pPEKBU3UTHL. OpUTMHAIBHOCTS,
NO/UIMHHOCT, ¥ KOMHWHOCTH JOKYMEHTOB. lOpuamueckass cuia KOnuid u Teiedaxcos.
Horapuanbubsle konuu. [loanuHHble U MoanoxHble JOKyMeHThl. Knaccugukanus TOKyMEHTOB
[0 pa3JIMYHBIM IpPU3HAKaM B 3aBUCHUMOCTH OT COJEp’KaHUS, HAaUMEHOBAHMS, 1O CTEIEHU
YHU(PUKALUU U JIP.

Tema 3. CoBpeMeHHOe 3aKOHOJATeJbHOE peryJuMpoBaHMe M HOPMATHBHO-
MeToAHYecKoe odecnedeHue B 00J1aCTH JeJIONPOU3BOACTBA U APXMBHOIO J1eJia

Knaccudpukanus 3akoHOAATENbHBIX, HOPMATHUBHBIX, METOJUYECKHMX MAaTEepUasOB,
KacarollUXcsl BOIPOCOB JIOKYMEHTHPOBAHUS UM OpraHu3aluu paboThl C JTOKyMEHTaMH.
3aKkoHOJATENbHbIE aKThl, IIOCTAHOBJIEHMS U PACIOPSIKEHUS MPAaBUTENbCTBA Poccuiickoit
denepanuy, perJiaMeHTUPYIOIME MPaBOBble HOPMBI Ha (elepanibHOM YpPOBHE IpH padboTe C
JnoKyMeHTaMu. [IpaBoBble akThl HOPMAaTUBHOTO M MHCTPYKTHUBHOTO XapaKTepa, METOAUYECKHE
MaTepHajbl MO JEIONPOU3BOJICTBY NMPEANPUITUI, opraHu3auui, yupexnenuil, ¢pupm. I'OCTor
Ha JokyMmMeHTanuio. OOmiepoccuiickue — Kiaccu(UKATOpbl  TEXHUKO-DKOHOMUYECKOM U
couuanbHOi uH(OpManuu. l'ocynapcTBeHHass cHcTeMa JOKYMEHTAlMOHHOTO O0ecreYeHUs
YIIPABJICHUS. PernamenTanus JEJIONPOU3BO/ICTBA Ha BEJIOMCTBEHHOM YPOBHE.
OpranuzanoHHbIE JOKYMEHTBI IPEIIPUITHN, YUPEKICHUM, OpraHu3aliil U rocy1apCTBEHHBIX
opraHoB BiacTu. KoprnopaTuHoe 1e100pOU3BOACTBO.

Tema 4. Crpykrypa noxkymenrta. TpeGoBanuss K o0OGOPMJIICHHIO PEKBHU3HUTOB
CJIyKeOHBIX JOKYMEHTOB

VYHudukanus U cTaHZapTU3alus  JOKyMEHTOB.  DopMmysslp  COBpPEMEHHOIO
yIpaBieHYECKOro JoKyMeHTa. CocTaB peKBU3UTOB, UX pacnojiokeHue. Gopmynsp JOKyMEHTa,
dopmynssp — obOpazern. TpeboBanuss k odopmieHuto pekBU3UTOB. [lopsimok 0003HAYCHHS
HAaUMEHOBAHMSI OpraHu3alliyd - aBTOpa JIOKYMEHTa, CIIpaBOYHBbIE IbIHHBIE 00 aBTOpe. Buabl
JIOKYMEHTOB, ONpeZesieMble 3aKOHOAATENbHBIMM M HOPMAaTHBHbIMHM akTaMu. OOo3HaueHHe
aapecara. Ilopsmox odopmieHuss modyroBoro aapeca. JlaTel JAOKyMEHTa M TOPSAIOK HX
oopmieHus. YI0cToBepeHHE JOKyMEHTa — MOJMHCh, Me4aTh, YTBEP)KJIEHHE, COTJacoBaHHE.
OTMeTkn Ha JOKyMeHTe. TpeOoBaHME K COJEpKaHUI0 W O(QOPMIICHUIO pPE30NIOIuu. TekcT
JIOKYMEHTa — OCHOBHAs €TI0 cojiepKaTesibHas yacThb. O01mue TpeboBaHus K TEKCTaM JTOKYMEHTOB.
Tekct, odopmiaeHHBIH B BuAe TaOIULbI, aHKETbl. CBSA3HBIM TEKCT - ATO TOCJeI0BaTeNIbHAs,
rpaMMaTH4YecKl M JIOTHUECKH corjlacoBaHHas uH(opmanus. TpadapeTHble, TUIIOBbIE TEKCTHI.
TunuyuHble S3bIKOBbIE OUIMOKHU B TEKCTAX CIIY)KEOHBIX JOKYMEHTOB. PejakTupoBanue TekcTa.

Tema 5. Buabl 0.1aHKOB Ci1y’KeOHBIX JOKYMEHTOB, IPOCKTHPOBaHHE 0JIAHKOB

[TonsiTue «OnaHK AOKyMeHTa». Buabl OJaHKOB U MOPSIOK PACIONIOKEHUS PEKBU3UTOB B
Onanke (yrimoBoe u IeHTpoBaHHOE). O0mumii 61aHK, OTaHK MUChMA, OJIaHK JOHKHOCTHOTO JIUIIA,
OJaHK KOHKPETHOTO BHJA JOKYMEHTa, OJaHK CTpyKTypHoro mnoapasaeneHus. CocraB
PEKBU3UTOB, Ha3HAYECHHE, OCOOEHHOCTH O(QOPMIICHHS DPAa3TUYHBIX BHUIOB OjaHkoB. branku c
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M300paXeHNEeM rocyIapCcTBEHHOTo repba u repda cyonekra deaepanuu. OcoOeHHOCTH PabOTHI C
OnaHkaMu ¢ repOOBOM CHMBONMKOW. Yder OnaHkoB 1o BujpaM. @Dopmarbl OyMaMHBIX
JOKYMEHTOB. Tpe0OBaHuUs K U3TOTOBICHHUIO JOKYMEHTOB.

Tema 6. Cucrembl 1okymMeHTanuu. OgopmiieHne ynpaBjieH4eCKMX JOKYMEHTOB

YHUPHUIUPOBAaHHBIE CHCTEMBl JOKYMEHTAI[MH, ICHCTBYIOIIME B HACTOSIIEE BpeMs.
['ocynapcTBeHHas cucreMa JoKyMeHTanuu. OpraHu3alluOHHO-TIPABOBBIE JOKYMEHTHI - YCTaBbl,
IIOJIO)KEHHUS, IITATHbIE pACHMCAHUS, CTPYKTypa W IITaTHas YHUCIEHHOCTb, pPErJIaMEHTbI
UHCTPYKUMU W Jp.; HMX Ha3HauyeHHe M OCOOeHHOCTH odopmieHusa. PacnopsnuTtenbHbie
JIOKYMEHTHI. HudpopmanoHHO-CripaBOYHbIE JIOKYMEHTHI. PasnoBugHOCTH
MH(OPMALIMOHHOCIIPABOYHBIX  JIOKYMEHTOB, HX coOcTaBieHue u odopmienue. [lenosas
NEepenucKa, BBIIONHIIOMAS (YHKIUIO CBA3M MEXIY OpraHu3anusMd. MHOrooOpasue BUIOB
NEepenucku U crnocoObl ee mnepenadyd. (OcoOEHHOCTH JOKYMEHTHPOBAHUS JI€ATEIbHOCTH
KOJUIETMAJIbHBIX ~ opraHoB. Cuctema mniuaHoBoM  jgokymeHTauuu. Cucrema  OTYETHOMN
nokymenTtanuu. KanpoBas nmokymeHTanus (1o JU4HOMY cocTaBy). OcoOeHHOCcTH OoQopMIIeHUs
pestoMe, 3asBICHUH, aHKeT, aBToOHWorpadmii. Cucrema OyXTaaTepcKOW JOKYMEHTAIUH.
[lepBuuHble y4YeTHBIE JOKYMEHTBHI, OCOOEHHOCTH ux odopmieHus. CBOJIHBIE YYETHbBIE
JIOKYMEHTHI.

Tema 7. TexHosornu padoTsl ¢ JIOKyMEHTAMHA

Otanbl ¥ TOPSAOK JABIKEHHS AOKYMEHTOB. OpraHu3amus padOThl C MOCTYHAOIAMH
(«BxomsammmMu»)  AokyMeHTamu. [lopsmok  opranuzamuu  pabOThl € OTHPABISEMBIMH
(«ucxopsmuMuy») nokymeHtamu. [IpaBuia opranuzanuu paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH.
[lenn ¥ OCHOBHBIE MPHUHIIUIIBI PETUCTPALIMU AOKYMEHTOB. Ha3HaueHue M BUIBI HOMEHKIATYPbI
nen. TpeGoBaHus, peABABIsIEMbIE K COCTABICHHUIO U 3allOJHEHUIO (HOPMBI HOMEHKJIATYPHI JeI
opranmuzanuu. Cpoku xpaHeHus jaen. OTBETCTBEHHOCTh 32 COXPaHHOCTb JOKyMeHTOB. [loHsTHe
«OQKCIEpPTU3a LIEHHOCTH JTIOKYMEHTOB». HOpMaTMBHO-METOIWYECKHUE U TEOPETUUYECKUE OCHOBBI
MIPOBEJICHUS DKCIIEPTU3HI IICHHOCTH TOKyMEHTOB. [IpaBuia nepeaayuu aen Ha XpaHEHUE B apXUB.

Tema 8. OcobOenHocTn padoTbl ¢ [JOKYMEHTHPOBAaHHOW  uHdopmanuei
OrPaHUYEHHOrO A0CTYIAa

HopMaTuBHO-IpaBOBBIE aKThl, perjaMeHTHpYIoUIe padoTy € JAOKYMEHTHUPOBAaHHOM
uHpopmanueil  orpaHuueHHoro jgoctyna. CekpeTHOCTh W KOH(QHIEHIHMAIBHOCTH B
JIEIIONPOU3BOJICTBE B OpraHax TIOCYJapCTBEHHON BiacTu. [lokyMeHTaiusi, OTHOCALIasCS K
rOCyIapCTBEHHOW  TalHe, JOCTyn K Hell  rpaxigaH. JlokyMmMeHTBI, cozaepxamue
KoHpuAeHIHaIbHY0  uHbopmaruio. Opranuzanus paboTel ¢ KOH(PHUACHIIMAIbHBIMU
nokymeHTamu. llpueM u peructpaius KOH(GUIACHIMATBHBIX JOKYMEHTOB, TUPKUPOBAHUE U
pacchUika  JIOKyMeHTOB. @DopMHpoBaHME KOHPHUAECHUHUAIbHBIX JOKYMEHTOB B  Jela.
Hcnonp30BaHnE NOKYMEHTOB M i€l B TEKYyLIEM JelIonpous3BoacTBe. Ilopsnok xpaHeHus.
TunuuHple HETOCTaTKM B paboTe MO 00ECIEUEeHUIO 3alllUThl TOCYAAPCTBEHHBIX CEKPETOB U
BBICOKOH 3((PEKTUBHOCTH KOH(PHUAESHIINATBLHOTO AETONPON3BOJICTBA.

4.3. CopepxaHue NPAKTHYECKUX 3aHATHI (04Hasi popma 00yueHust)

Pa311e.111)1, TEMbI, JHJAKTHYCCKHC €INHUIbI

Tema 2. ITonsitue o nokymente. @yHKINH, CBOMCTBA, KilacCU(UKaLUs JOKYMEHTOB
Tema: JIokyMeHT - OCHOBHOM HOCHUTEIb HHPOPMAIII

[lman

1. Yro siBnsieTcs mpeIMeToM U 00BEKTOM H3yYeHUS TUCHUIUIMHBI «Jl0OKyMEeHTallMOHHOE
o0ecrieyeHue yrnpaBaeHHUs»?

2. KakoBbl ocHOBHBIE 3a7aun JJOY?

3. Uto Takoe uH(OpMaIUsI U Kakue TpeOOBaHU K Hel MpeaAbABISIOTCA?

4. Yro Takoe nokymeHT? Kakue QpyHKINN OH BBIOTHSAET?

5. J1st yero HeOOXOAMMO COXPAHATH JOKYMEHTHI?

6. B yem 3akirodaeTcsi ynpaBie€HHE TOKYMEHTAMH.

Tema 3. CoOBpeMEHHOE 3aKOHOJATEJIILHOE PETYJIMPOBAHME U HOPMATHBHO-METOJUYECKOE




10

oOecrieyeHue B 00JIACTH JEIONPOU3BOJICTBA U ApXUBHOTO JIENa.
Tema PacniopsiaurenbHbie JOKYMEHTHI.
[Tnan.
1.3akon.[IpaBuna opopmieHus.
2.Yka3.Bunsl ero.
3.Pacniopsixenus. I IpaBuiia cocraBieHus.
4.IIpuka3.Buzsl ero.
5.1IpaBusna cocTaBiieHUs TPHUKA30B.

Tema 4. Crpykrypa nokymeHTa. TpeGoBaHMs K O(OPMIIEHHIO PEKBU3UTOB CIYXKEOHBIX
JIOKyMEHTOB

Tema IlpaBuna cocraBieHus 1 0popMIIEHHS JOKYMEHTOB

IInan:

1.OCHOBHBIE U JIOTIOJIHUTENbHBIE PEKBU3HTHI.

2.®opMyiisap 1 OaHK JOKyMEHTa

3. J171st yero HeoOXOAUMO COXPAHATH JOKYMEHTHI?

4. B yem 3akio4aeTcsi ynpasjieHue J0KyMeHTaMu?

5.CranjapTu3anusi JOKyMEHTOB.

Tema Buibl 671aHKOB CITy’)K€OHBIX JJOKYMEHTOB, IPOSKTHPOBAHNE OJIAHKOB
Tema CnipaBo4HO-UHGOPMAITMOHHBIE TOKYMEHTHI.
[1nan.
1.CnpaBka-OCHOBHOM JJOKYMEHT.
2.IlpaBua cocraBiieHUs U 0OpOPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamma.paxc.
4 .Ilucpma-BHIBI UX.
5. JloknagHas.00bsICHUTEbHAS U CIYKeOHas 3alUCKH

Tema 6. Cuctemsl fokymeHTanuu. OdopmiieHue ynpaBieHYeCKUX JOKYMEHTOB
Tema Opranu3anvoHHbIE JOKYMEHTHI.
[Tnan:
1.YcraB.Bugsl ero.
2.IlpaBuna .Mx coctaBneHue.
3.Uuctpykuuu..IIpaBuna ux cocTaBiaeHHUS.
4.Ilonoxenus.VIx pekBU3UTHI

Tema 7. TexHonoruu paboThl C TOKYMEHTaMHU
Tema JInunble ounnanbHble JOKYMEHTHI.
1.ITpaBuna opopmieHHs 3asBICHHUSL.
2. [IpaBuiia opopmiIeHHS JTUYHOM TOBEPEHHOCTH.
3. IlpaBuia opopmienus IlpaBuna ohopmienus aBToonorpadum.
4. IlpaBmia ohOpMIICHHS PACTIHCKHU.
5. IlpaBuia ohopMiIeHUs pe3roMe.

4.4.Copnep:kaHue caMOCTOSATEIbHOI padoThI

Pa311e.111)1, TEMbI, JHJAKTHYCCKHC ¢INHUIbI

Tema 1. IIpeamer, conep:kanue M 3a1a4M Kypca.

3aKOHOHaTeJ'H)HI)Ie AKTbl W MaTcpUalbl. PyKOBO)ISIHII/Ie JOKYMCHTBI II0 CTaHAapTHU3aluH.
Knaccugpukatoppl  TEXHHUKO-d)KOHOMHYECKOW M couuanbHOM  uHpopmauuu.  Exunas
rocy/lapcTBEHHasi CHCTeMa JIOKYMEHTAllMOHHOro obecrneueHus ympasieHus. Tumosas
UHCTPYKLIMS MO JIeNONPOU3BOACTBY B (pelepaibHBIX OpraHax MCIOJHUTEIbHON BIIACTH.
Metoanyeckre peKOMEeH1aluK B 00JacTH I€JI0IPOM3BOICTBA U APXUBHOI'O JIea.

Tema 2. IlonsiTue 0 nokymenTe. ®yHKIHMH, CBOMCTBA, KJIaccHPUKALUsI JOKYMEHTOB
TekcroBoe, TEXHUYECKOE JIOKyMEHTHPOBAHHUE. DOTO-T0OKyMEHTHPOBAHHUE.
KunonokyMmeHTHpOBaHue, 06JacTh MpUMeHeHHs. MaTepraibHble HOCUTENN MH()OPMAIUN U UX
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knaccudukanus. JlokymentupoBanHas uHpopMmanms U ee cBoiicTBa. FOpuamueckas cuima —
OCHOBHOE CBOMCTBO JOKyMeHTa. lOpuaudyecku 3HauuMble pEKBU3HTHL. OpPUTHHAIBHOCT,
NOJJIMHHOCT, W KOMHMHOCTH JOKYMEHTOB. HOpuawmueckas cwia Komuid u  Teledakcos.
Horapuanbupie konwu. [loamMHHBIE U MOATOXHBIE JOKYMEHTHI. Kiaccupukamus TOKyMEHTOB
M0 pa3WYHBIM MPU3HAKAM B 3aBUCHMOCTH OT COJCp)KaHUS, HAUMEHOBAHWS, IO CTEIICHU
yHU(DUKAIIY U JIP.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJMpOBaHMe U HOPMATHBHO-METOAUYECKOe
o0ecrneyeHue B 00J1aCTH 1eJIONMPOU3BO/ACTBA M APXMBHOIO JIeJ1a.

I'OCTo1 Ha moxymeHTaruto. OOmepoccuiickue KiacCu(PUKaTopbl TEXHUKO-DKOHOMHYECKOW W
conmanpHO WHpopMaruu. [ocymapcTBeHHass CUCTeMa JOKYMEHTAI[MOHHOTO OOECIeUeHHS
yIpaBIeHUSI. Pernamenranus JEIONPOU3BOACTBA  HAa  BEIOMCTBEHHOM YpOBHE.
Opranu3alioOHHbIE TOKYMEHTHI NPEANPUATANA, YUPEKACHUM, OpraHu3alliid U TOCYAapCTBEHHBIX
opranoB Biactu. KoprnoparusHoe 1e10npon3BOICTBO.

Tema 4. CTtpykrypa nokymenta. TpeGoBanuss kK 0(OpMJIEHUIO PEKBU3UTOB CJIYy:KeOHBIX
JTOKYMEHTOB

YnocToBepeHne NOKYMEHTa — IOJIUCH, Te4YaTh, yTBEp)KIeHUE, corjlacoBaHue. OTMETKH Ha
nokymente. TpeboBaHue K COIEPKaHUIO M O(DOPMIIEHUIO PE30NIONUH. TeKCT TOKyMeHTa —
OCHOBHAas €ro cojepkarenbHas 4actb. OOmue TpeOoBaHHMS K TEKCTaM JOKYMEHTOB. Tekcr,
opopMIIeHHBIII B BHJe TaOnMIBl, aHKeThl. CBSA3HBIA TEKCT - 3TO TOCJeI0BaTeNbHAs,
rpaMMaTHYECKU U JIOTHYECKH corjiacoBaHHas wWHQpopmarus. TpadapeTHble, THIIOBBIE TCKCTHI.
TunuyuHble S3bIKOBBIE OMTMOKHU B TEKCTAX CIYKEOHBIX JOKYMEHTOB. PejakTupoBanue TeKkcTa.

Tema S. Buabl 0JIaHKOB CJIyKeOHBIX IOKYMEHTOB, IPOEKTHPOBaHHE OJIAHKOB

bnanku ¢ nzobpakeHneM rocynapcTBeHHOro repoa u repba cyonekra deaepanuu. OCOOEHHOCTH
paboThl ¢ OilaHKaMM ¢ repOOBOM CUMBOJUKON. YueT OiaHKoB 1o Bugam. @opmMaTel OyMaKHBIX
JIOKYMEHTOB. TpeOOBaHMUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremb! 1okymenTanuu. OdgopmieHue ynpasjeH4eCKHX IOKYMEHTOB
MsorooGpa3ue BUJIOB MEPENUCKU U CIOCcOObI ee nepenaud. OCOOEHHOCTH TOKYMEHTHPOBAHUS
ACATCIIBHOCTH KOJUICTHUAJIBHBIX OpPTraHOB. CucremMa TIUIAaHOBOM JOKYMCHTAIUU. Cucrema
oT4eTHOM aokymeHTanuu. KazapoBas mokymeHTanus (mo Ju4HOMY cocTaBy). OcobeHHOCTH
opopmieHHs pe3tome, 3asBIEHUIl, aHkeT, aBToOmorpaduil. Cucrema Oyxraiarepckoit
JnokyMeHTaruu. IlepBuuHble ydyeTHbIE JOKYMEHTbI, 0COOEHHOCTH uX odopmieHus. CBOJHBIE
YYETHBIE JOKYMEHTEL.

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMEHTaMHU

CpOKI/I XpaHCHUA OCII. OTBETCTBEHHOCTDL 3a COXPaHHOCTb JOKYMCHTOB. ITonsTHe «OKCIICPpTHU3a
LIEHHOCTU JOKYMEHTOB». HOpMaTUBHO-METOAMYECKUE U TEOPETHYECKUE OCHOBBI MPOBEACHUS
OKCHCPTU3BI HEHHOCTHU JOKYMCHTOB. HpaBI/ma nepeaadyun A€ Ha XpaHCHUC B apXHB.

Tema 8. Oco0enHOCTH PadOTHI ¢ JOKYMEHTHPOBAHHON HH(OpPMane OrPAHUYCHHOI0
aocTyna

[lpuem wu peructpanust KOH(QUIACHIUAIBHBIX JOKYMEHTOB, THPaKUPOBAaHHE W PaCChUIKa
nokyMeHTOoB. dopmupoBaHue KOHPHUACHUUAIbHBIX JIOKYMEHTOB B Jena. lcmonb3oBaHue
JIOKYMEHTOB U JI€] B TEKYILEM JAenonpon3BoAcTse. [lopsaaok xpanenus. TunmyHble HEJOCTATKU
B paboTe 1Mo 00eCHeYeHHI0 3alIUThl TOCYAAPCTBEHHBIX CEKPETOB U BHICOKOH 3((EKTHUBHOCTH
KOH(HJICHIIMATIBHOTO IETIONPOU3BOJICTBA.

5. KOHTPOJIb KAYECTBA OCBOEHUA JUCIIUAITJIMHBI

Texymuil KOHTPOJIb U IPOMEKYTOUHASI ATTECTALMS OCYLIECTBIISIOTCS B COOTBETCTBUH C
«IlonoxeHneM ©O TEKyIIeM KOHTpOJIE€ YCIIEBAEMOCTH U IPOMEXYTOUHOM arrecTtanuu
oOyyaromuxcst B ABTOHOMHOW HeKoMMepuecKoil opranuzanuu «O0pa3oBaTesibHasi OpraHu3aIus
BbICIIIEr0 00pa30oBaHus» «Y HUBEPCUTET SKOHOMHUKHU U YIIPABIICHUS.

Bun npome:xyTo4HON aTTecTalluy — 3a4er.

dopma ITpoBEAEHUS TPOMEKYTOUYHOM aTTECTAI[MU — TUCbMEHHBIN 3a4eT.
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@oHJ OLIEHOYHBIX CPEICTB 10 IUCLMUIUIMHE IIPUBEIEH B IIpuioxeHuu Kk PIT/I.

6. YYHEBHO-METOANYECKOE OBECIHHEYEHHUE JUCHHUIIJIMHbI
1. CepkoB, JL.H. JlokymeHTanmuoHHOE OOECleYeHUE YIPABICHUSA: METOAMYECKHUE
PEKOMEHJIAIMA K CEMUHAPCKUM 3aHATUAM / JLH. CepkoB — Cumpeponons: AHO «OOBO»
«YHUBEPCUTET SKOHOMHKH U yIpaBieHus», 2022. — 32 c.

7. MIEPEYEHb OCHOBHOM U g[Ol'[OJIHPITE.JIBHOfI YUYEBHOU JIUTEPATYPBI,
HEOBXOJIMUMOMU JJIsA OCBOEHUA JUCHUITJINHBI

a) OCHOBHAA Tumepamypa

1. JloKkyMeHTaIMOHHOE 00ECIIeYeHHEe YIIPaBICHHS | YUCOHUK JUIS CTYJICHTOB BY30B,
OoOydJalmuXcsi TO HaMpaBICHUAM «JKOHOMHKa» © «MEHEIKMEHT», CHEIUAITBHOCTIM
«upopmaruka», «JloKyMEHTOBEIEHHE W JIOKYMEHTAI[MOHHOE OOCCIICYCHHUE YIIPABICHUSIY,
«ABtoMartuzanus u ynpasienue» / A. C. I'punbepr, H. H. I'op6aués, H. H. I'op6aués, O. A.
Myxamermnna. — Mocksa : KOHUTU-JIAHA, 2023. — 391 c. — ISBN 978-5-238-01770-9. —
Texkcr : anmexkrponubii // Ludposoit oopazoBarensHbiii pecypec IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/142685.html (gara obpamienus: 04.01.2026). — Pexxum gocryma:
JUISL aBTOPU3UD. NT0JIb30BaTEIEN

0) OononnumenbHaA TUmMepamypa

1. CocraBieHue u o(hOPMIICHHE JICJIOBBIX JOKYMEHTOB : yueOHOE IT0COOME / COCTaBUTEIIH
E. . bammakoBa. — 2-¢ u3a. — Mocksa : Aii [Iu Ap Menua, 2024. — 145 ¢. — ISBN 978-5-
4497-3414-3. — Tekct : snekrponHbiii // Iludposoii oopasoBaTenbHblii pecype IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/142095.html (mata oGparuenus: 04.01.2026). —
Pexxum mocTyma: 1 aBTOpHU3Up. TOJIb30BaTeIeH

2. XueictyHoB, B. ®. Odopmnenue rpadukoB u AuarpaMMm B Hay4dHBIX paboTax :

yaueOHoe mocobue / B. ®. XmawictyHoB. — PocroB-Ha-Jlony : JIOHCKOW TrocymaapCTBEHHBIM
TeXHUuYecKkud yHuBepcuter, 2022. — 46 c. — ISBN 978-5-7890-2056-2. — Tekcr :
anektponnsli // Ludposoit oOpazoBarenvubiii pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/130419.html (mata obpamenus: 04.01.2026). — Pexum mocryma:
TSl aBTOpHU3Hp. oJb3oBatesei. - DOI: https://doi.org/10.23682/130419

8. HHEPEYEHDb PECYPCOB NHP®OPMALIMOHHO-
TEJJEKOMMYHUKAIIMOHHONU CETH «MHTEPHET», HEOBXOJIUMBIX s
OCBOEHMUSA JUCIIUITJIMHBI

1. DnexTponHas 6ubnuoreunas cuctema «IPRsmart» [Dnexrponnslii pecypc]. — Pexxum
nocryma: http://www.iprbooksshop.ru.

2. eLIBRARY.RU: HayuHas snexkTpoHHas 6ubimoreka: caiit. — Mocksa, 2000. — URL:
https://elibrary.ru. — Pexxum qoctyma: 1jst 3aperucTpup. mojab3oBareneid. — TeKCT: aIeKTPOHHBIN

3. Hayunsiii xypnan «Monomoit yueHslil» : odunmansHbii cait. - URL:
https://moluch.ru/ - Tekct: 37eKTPOHHBII

4. Poccuiickuii )xypHall MeHEDKMEHTa : ounmanbheiii cat. - URL: https://rjm.spbu.ru/
- TeKcT: 37IeKTPOHHBII

5. Odunnmanbuelii caiit dexepanbHoOl Ciy>kObI rocynapcTBeHHoN cratuctuku. — URL:
http://www.gks.ru.
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9. METOAUYECKHUE YKA3ZAHUA JJI OBYYAIOIIIUXCSA
ITO OCBOEHUIO JTUCIUITJIMHbI

[Ipu mpoBeneHMid JEKIM, CEMHUHAPCKUX (MPAKTHYECKUX) 3aHATHH, CaMOCTOSTEIbHOMN
pabote 00yyaromuxcsi MPUMEHSAIOTCS WHTEPAKTHBHBIE (POPMBI MPOBEICHHS 3aHATUN C IIEIBIO
NorpyXeHusi o0ydaroluxcsi B pealibHy0 atMocdepy npodhecCHOHaIBLHOTO COTPYAHHYECTBA IO
paspenieHnio npo0ieM, ONTUMaIbHON BHIPAOOTKM HABBIKOB M Ka4eCTB OYAYIIEro CreruaanucTa.
WuTepaktuBHbIE (HOPMBI IPOBEACHUS 3aHATHI MpeanonaraoT oOydyeHue B coTpynnndectse. Bee
YYaCTHHKH 00pa3zoBaTEIbHOIO IMpolecca (MpernojaBaTesb U 00yJaronrecs) B3auMOICHCTBYIOT
Ipyr ¢ Apyrom, oOMeHHBAIOTCS MH(pOpMAIUeil, COBMECTHO PELIAIOT MPOOJIEMbl, MOJIEIUPYIOT
CUTYAaLUIO.

B yue6HOM mpoliecce UCTIOIb3YIOTCS HHTEPAKTUBHBIE (POPMBI 3aHATH:

- TBOpHYECKOE 3aJaHHe. BBIMOTHEHNE TBOPUECKUX 3aJaHUN TpeOyeT OT 00ydaromerocs
BOCIIPOM3BEICHUE MOIYYCHHON paHee nHpopmanuu B hopMe, onpeaensieMoi mpernojaBaTeieM,
U TpeOyromei TBOPYECKOT0 TOIX0/1a;

- rpynmnoBoe oOcyxaeHue. ['pynmoBoe oO6CcyxkaeHre Koro-mudo BOMpoca HAMpPaBIEHO Ha
JOCTHDKEHUH JIYYIIETO0 B3aMMOMOHMMAHHS M CIIOCOOCTBYET JIYUIIEMY YCBOCHHIO H3y4aeMOro
MaTepuana.

B Xozme ocBOeHUS TUCHMIUIMHBI MPHU MPOBEICHHN KOHTAKTHBIX 3aHSATHH HCIIOIB3YIOTCS
cinenyromue (Gopmbl 00ydeHHUs, CHOCOOCTByOMIME (HOPMHUPOBAHUIO KOMIETCHIIMA: JEKIIWU-
JUCKYCCUM; KEHC-METOM; pelIeHHE 3a/ay; CUTYallMOHHbIH aHAIN3; OO0CyXJAeHHE pedeparoB U
JOKJIaJI0B; pa3padOTKa IPYNIOBLIX MPOEKTOB; BCTPEUHU C MPEACTABUTENSIMU FOCYAAPCTBEHHBIX U
OOLIECTBEHHBIX OpraHU3alui.

10. IEPEYEHb MTH®OPMAIMOHHBIX TEXHOJIOI' i1, UCIIOJIb3YEMBIX
I1PH OCYHWECTBJIEHUHN OBPA3OBATEJIBHOT'O MMPOLECCA o
JUCIHUIVIMHE, BKJIIOYASA IIEPEYEHDb ITPOI'PAMMHOI'O OBECIIEYEHUA U
NHOOPMALMNOHHBIX CITPABOYHbBIX CUCTEM (ITPU HEOBXOANMOCTH)

B mpouecce neKIMOHHBIX M NPAKTHUECKUX 3aHATHI HCIIOJIB3YeTCs CleAyrolee
IporpaMMHOe 0OecrieyeHHe:

1) mporpammsbl, obecrieunBaroiire A0CTyn B ceTh «MHTepHEeT» (Hampumep, «Google
chromey);

2) mnporpammbl, JIE€MOHCTpPAllMd BHUJEO MaTepUaloB (HampUMep, IPOUTPHIBATEND
«Windows Media Player»);

3) mporpamMmbl il JIEMOHCTpAIlMM M CO3/aHMs Tpe3eHTanmi (Hampumep, «Microsoft
PowerPointy).

11. ONHUCAHME MATEPHAJBHO-TEXHUYECKOTO OBECNEYEHNS,
HEOBXOJAUMOT'O JJ151 OCYIIECTBJIEHHUSI OBPABOBATEJIBLHOI'O MPOLIECCA
MO TUCLUTIJINHE

JIns  mperogaBaHUs  TUCHUIUIMHBI HE TpeOyeTcs CHEeNUAlbHBIX  MaTepUalIbHO-
TEXHHYECKHUX CPECTB (J1a00opaTopHOTro 000pyAOBaHHS, KOMIBIOTEPHBIX KJIACCOB U T.11.). OHAKO
BO BpEeMsl JICKIIMOHHBIX 3aHATHIA, KOTOPbIC MPOBOATCSA B OOJBIIONW ayTUTOPUH, HCIOIh30BATh
IPOEKTOp ISl IEMOHCTPAIIMHU CIIA/IOB, CXeM, TaOJIMI U IPOYETro MaTepuaia, MyJIbTHMEINITHbIC
npoektopsl Epson, Benq ViewSonic; skpanbl Ui TpoeKTOpoB; HOyTOykm ASuUS, Lenovo,
MHUKPO(OHBI.

[lepeueHb  JTUIIEH3MOHHOTO W CBOOOJHO  PAaCHpOCTPAHSIEMOro  MPOrPAMMHOTO
oOecrieueHns, B TOM YHCIIE OTEYeCTBEHHOro mpousBojacTBa: Microsoft, Windows, Microsoft
Office, LibreOffice, Apxusarop 7-zip, Adobe Reader, Koucynasrantllmoc, Kaspersky Security,
VLC, Media Player, ITpomeTeii.



