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HanmenoBanne QUCHUITIMHEI

b1.B.06

JOKYMEHTAIMOHHOE OBECIIEYEHHE
MPOPECCHUOHAJIBHOM JEATEJILHOCTH

Ienb nzyvueHus
JTUCIUTUTHHBI

n3ydeHue ocoOCHHOCTEeH (OPMHUPOBAHHMS W Pa3BUTUA CHUCTEM
HAallMOHAJIBHOI'O IACJIOIMPOU3BOACTBA B PaA3JIMYHBIC HUCTOPHUYCCKUC
MEepUOJbl, O3HAKOMJICHHE C TEOPUEW M MPAKTUKOW OpraHu3alfu
COBPEMEHHOTO JOKYMEHTAI[MOHHOTO OOECIEUeHUs YIpaBICHUS
MEPCOHAIIOM Ha OCHOBE HAy4YHO OOOCHOBAHHBIX TMPUHIUIIOB U
METOJIOB €T0 COBEPILICHCTBOBAHUSI.

Mecto JUCHUILIINHBI B

JINCUMIUTMHA OTHOCHTCS K YacTH, (OpMHUpYyeMOH ydaCTHHKaMHU

crpykrype OITOII 00pa30BaTeNbHBIX OTHOIICHUH Onoka 1. «IMCUMIUTHHBI (MOMYIIN)»
porpaMMbl OakaiaBprara
Komnerenmuu, T1K-4

(dbopmMupyeMbIe B pe3yIbTaTe
OCBOEHUSI UCLUIIIMHBI

ConepkaHue JUCITUTUIMHBI

Tema 1. [Ipeamer, coaep:kaHue 1 3aJa4u Kypca.

Tema 2. Ilowstue o pgokymeHte. @DOyHKIMHU, CBOMCTBA,
KJaccu(uKaIus JT0KyMEHTOB

Tema 3. CoBpeMEeHHOE 3aKOHOJATEIbHOE pETyJIUpOBaHUE U
HOPMAaTHUBHO-METOIUYECKOE obecrieyeHne B o0mactu
JEJIONPOU3BOJICTBA U apXHUBHOTO JeNa.

Tema 4. Crpykrypa aokymeHTta. TpeOoBaHus K OGOpPMIICHHIO
PEKBHU3UTOB CIYXKEOHBIX JTOKYMEHTOB

Tema 5. Buner OJIAaHKOB CITy)KeOHBIX JIOKYMEHTOB,
MIPOCKTUPOBaHMUE OJIAHKOB

Tema 6. Cucremsl nokymeHTauuu. OdopmieHue yrpaBieHIeCKUX
JIOKYMEHTOB

Tema 7. TexHonoruu paboThI C TOKyMEHTaMHU

Tema 8. OcobeHHocTn pabOTBI €  JTOKYMEHTHPOBAHHOM
uHpOopManreil OrpaHMYEHHOTO JI0CTYTIa

OO0mas TpyI0eMKOCTh
JTUCITUTUTAHBI

OOmasi TpyI0eMKOCTh JUCLHUILIMHBI COCTAaBISCT 3 3a4ETHBIC €IUHUIIBI
(108 yaca)

®dopma MpoMeKyTOUHON
aTTecTalun

3auer




COJEP)KAHUE

1. Lenp u mepeyeHb IUIAHUPYEMBIX pPE3yAbTATOB OOYYCHHUS 110 IUCIUIUIMHE,
COOTHECEHHBIX C IJIAHUPYEMbIMHU pe3yIbTaTaMH OCBOCHHUS IPOTpaMMbl OakaiaBpuaTa

2. Mecro nucuuruinnbl B cTpyktype OIIOII GakanaBpuara

3. O0beM [JUCHUIUIMHBI B 3aU€THBIX EAMHMUIIAX C YyKa3aHUEM KOJIMYEeCTBa
aKaJeMUYECKNX YacoB, BBIICTICHHBIX Ha KOHTaKTHYIO paboTy oOydJaromuxcs ¢
npenoaasarenieM (10 BUAaM 3aHATHI ) U Ha CAMOCTOSITEIIBHYIO paboTy 00yJaromuxcs

4. CopneprkaHue TUCHUIUIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pazfeniaM) ¢ yKa3aHUueM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJeMUYECKIX YacOB U BUOB YU€OHBIX 3aHATHI

5. KoHTposb kauecTBa OCBOCHHMS TUCLIUILIUHBI

6. YuyeOHO-MeToanYeckoe odeceueHne JUCIIUIUINHEL

7. IlepeueHb OCHOBHOW M JOTIOJHUTEIBHON Y4eOHOH TUTEpaTypbl, HEOOXOIUMON ISt
OCBOEHUS AUCLUITIIUHBI

8. Ilepeuenp pecypcoB MHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW ceTn «VHTepHeT»,
HEOOXOUMBIX JJI1 OCBOCHUS AUCHUTIIMHBL. . ..o .ueneennennnnn.

9. Meronndeckue yka3zaHus 1Jis 00yJaromuXcs 0 OCBOCHUIO TUCIIUILIHHBI

10. ITepeyenr WMHPOPMAIMOHHBIX TEXHOJIOTUH, WCIOJB3YEMBIX IMPU OCYIICCTBICHUH
o0pa3oBaTeNbHOrO Mpollecca IO IUCIUILIMHE, BKJIIOYas IepedyeHb MPOrpaMMHOIO
obecrieueHnst © ”HPOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM (TIPH HEOOXOIUMOCTH )

11. Onucanue mMarepuallbHO-TEXHUYECKONH 0a3bl, HEOOXOIUMOM IS OCYIIECTBICHUS
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1. HEJIb U IIEPEYEHD IINTAHUPYEMBIX PE3YJIbTATOB OBYUYEHMUS 110
JUCHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMbBIMH PE3YJIbTATAMHM
OCBOEHMS TIPOT'PAMMBbI BAKAJIABPUATA

Henpto  m3yuenuss aucummuael  b1.B.05  JlokymeHTanmmonHOe — oOecriedeHue
npoeCCHOHATIBHON JIEATEIBHOCTU SIBIISETCS (POPMHUPOBAHUE Yy CTYAEHTOB KOMIUIEKCA 3HAHWH
TEOPETUYECKMX OCHOB U MOJY4YEHHME HaBBIKOB HCIOJb30BAaHUS IPAKTUYECKUX TEXHOJIOTUI
OU3HEC-TUIAHUPOBAHUS JEATEIbHOCTH MPEANPUATHS KaK CyOBbEKTa KOHKYPEHTHOM CpeJibl.

B pesynbrare ocBoenuss OIIOIl OakanmaBpuata oOydarouiuiics IODKEH OBIAIETh
CIIETYIOLIMMHU Pe3ysIbTaTaMy OOY4EeHUs 10 JUCHUILINHE:

Koani Pe3yabTarsl IlepeyeHb MIaHNPyeMbIX Pe3yJdbTATOB 00yUYeHUS
KOMIIeTeHIM U ocoenus1 OIIOII 10 JMCUMIJIMHE
I[1K-4 crocoOeH [IK-4.1 3HaeT OCHOBBI JEIOBOM JOKYMEHTAIIUH,
OCYUIECTBIISTh eI0MPOU3BO/ICTBA, HOPMAaTHUBHOMN 0a3bl,
JOKYMEHTaIbHOE [perIaMeHTHpYIoIen NeSITeNIbHOCTD
o opMIICHHE PEIICHUN [PKOHOMUYECKOTO CYOBEKTa;
B YIIPaBJICHUU [1K-4.2 Ymeer pa3pabaThIBaTh OTYETHBIE
ONEepPaLIMOHHON ITOKYMEHTBI O  JICSITEIIbBHOCTH  CTPYKTYPHBIX
(MpoU3BOACTBEHHOI)  [mOApa3/ieneHuii OpraHu3alMil B COOTBETCTBUU C
JESATEIILHOCTBIO HOPMAaTHBHOM 0a30if SKOHOMHYECKOT0 CyOBEKTa H
OpraHu3anui BHYTPEHHUMU PETJIaMEHTaMU;
T1K-4.3 Bnaneer HaBBIKaMHU PYKOBOJICTBA
[pa3paboTKOIl OTYETHBIX JOKYMEHTOB O JEATEIbHOCTH
CTPYKTYPHBIX noApa3aesieHu OpraHu3alui,
[peasin3aliiy OTAEIbHBIX OU3HEC-TTPOLIECCOB

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOI1 BAKAJIABPUATA

HNucummmaa  b1.B.05  JlokymeHTanmoHHoe — obOecrieueHue  MPOodheCCHOHATBHOM
JEeSTEIbHOCTH OTHOCUTCS K 4acTu, GOpMUPYEMOM ydacTHUKaMU 00pa3oBaTelIbHBIX OTHOIICHUN
6moka 1. «ducuunnunel (Moxgynu)» yuebnoro miana OITOIIl GakanaBpuaTa Mo HampaBICHUIO
noarotoBku 38.03.02 MeHeHKMEHT.

Hucummmaa b1.B.05  JlokymeHTanimoHHoe  obecrieueHue  MPodheCCHOHATBHOM
NEATeTLHOCTH HW3Yy4aeTcsi OOyJYaloUMHCS OYHOW M OYHO-3a09HOUM (opMbl 0OydeHUss B 5
ceMecTpe.

O6macth  mpodeccHoHaTbHONH  JIESITENBHOCTH, Ha  KOTOPYIO OPUEHTHPYET
muciumiiHa JJokyMeHTanmoHHoe obecriedeHre mpohecCHOHATBHOM JAeITeTbHOCTH, BKITFOYACT:
40 CkBo3HbIe BUABI TPOPECCHOHATILHON JAESTETHFHOCTH B MPOMBIIIIICHHOCTH.

Tunel 3amad w 3amaun TPO(HECCHOHANBHOW JEATENBHOCTH, K KOTOPBIM TOTOBUTCS
oOyyJaronuiics, onpeeaeHbl Y4eOHBIM IIJIAHOM, 2 HMEHHO!

- OCyIIECTBJIEHHE MPO(eCCHOHATTFHOTO PUMEHEHHS 3aKOHOIATENTHCTBA M MHBIX HOPMATHBHBIX
NpaBoOBbIX akTOB PD B npodeccroHambHOM TeSTeTbHOCTH

- OpraHM3aIs TOKYMEHTATHHOTO 0)OPMIICHUSI pEIICHHH B IPO(eCCHOHATEHOM IS TEIHOCTH.



3. OFBbEM JJUCHUIIVINHBI B 3AYETHBIX EJIUHUIIAX C YKA3SAHUEM
KO/INYECTBA AKAJEMHUYECKHUX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYUYAIOIIINXCA C MPENOJABATEJEM (IIO BUJIAM 3AHATUN) UHA

CAMOCTOATEJIBHYIO PABOTY OB YYAIOLIUXCA

OO6mas Tpya0eMKOCTh (00beM) MUCHUIUIMHBI COCTABIISIET 3 3a4eTHBIX €IUHHUIBI (3.€.),
108 akanemMuyeckux vaca.

3.1. O0béM TMCUMITMHBI 0 BUAAM Y4eOHBbIX 3aHATHH (B Yacax)
st ounoii popmbl 00yUeHHs1
OO6mast TpyA0EMKOCTh TUCIUTUIMHBI COCTaBIAET 3 3a4€THRIX equHuIlbl 108 yaca

O0BEM THCHUIIINHBI Bcero yacos

OO611ast TPYA0EMKOCTh JUCITUTITUHBI 108
KonrtakTHas pabora 38
AynutopHas pabora (BCero): 38
Jlexun 26
CeMuHAphl, TPAKTUYECKUE 3aHATUS 12
CamocrosTenbHas pabota o0ydaronmxcs (BCero) 70
KypcoBas pabota -
3auer T
DK3aMEH -

st ouH0-32049HOI GopMBbI 00yUeHH S
O06mast TpyA0EMKOCTh TUCIUTUINHBI COCTaBIsAeT 3 3a4€THRIX equHuIlbl 108 yaca

O0BEM THCHUIIINHBI Bcero uacos

OO611ast TPYA0EMKOCTh JUCITUTITUHBI 108
KonrtakTHas pabora 28
AynautopHas pabora (BCero): 28
Jlekuun 18
CeMuHapbl, IPaKTUUECKUE 3aHATHS 10
CamocrosTenbHas pabota o0ydaronmxcs (BCero) 80
Kypcoas pabora -

3auer T

DK3aMeH -

4. COAEP) KAHUE JUCIUIIVIMHBIL, CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3AEJIAM) C YKASAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJIEMAYECKHX YACOB Y BUJIOB YYEBHBIX 3AHATHUI

4.1. Pa3mennl AMCHMILVIMHBI ¥ TPYAOEMKOCTb IO BHAaM y4eOHbIX 3aHATHI (B
aKaJeMHUYeCKHX 4acax)

HanmeHoBaHHE TEMBbI Bcero KoyaudecTBO yacoB
—
= o KonTakTHasi pabora | BHeayaur.
o =) & pa6ora
P g 8 Jlexkuuu | Ipakruyec | Camocr.
KHe padora




o =) =)
SEEEARARRE:
Sl coc ||| @ ¢
Tema 1. Ilpeamer, comepxkanue u| 10 12 ) ) ] 10
3a/1a4M Kypca.
Tema 2. IloHsiTHe O JOKYMEHTE. 16 16
DyHKIMH, CBOICTBA, 4 4 2 2 10 10
KJ1acCU(pUKalus JOKYMEHTOB
Tema 3. CoBpeMeHHOE
3aKOHOJATEJIbHOE PETYIUPOBAHUE U
HOPMATUBHO-METOIUYECKOE 16 14 4 2 ) ) 10 10
obecrnieueHue B obnactu
JENONPOU3BOJCTBA U APXUBHOTO
Jena.
Tema 4. CrpykTypa HAOKyMEHTAa.
TpebGoBanust K opopmieHuo| 16 14 4 ) ) ) 10 10
PEKBHU3UTOB CITy’K€OHBIX
JTOKYMEHTOB
Tema 5. Buapl 07aHKOB CITy>KeOHBIX
JIOKYMEHTOB, MPOEKTUPOBAHUE = 14 2 2 2 2 8 10
OJIaHKOB
Tema 6. Cucrembl ITOKYMEHTAlIMH.
Odopmiienue YIPaBIECHYECKUX 2 12 4 2 2 8 10
JTOKYMEHTOB
Tema 7. Texuomoruum paboTel c| 12 14 ) ) ) ) ] 10
JIOKyMEHTaMU
Tema 8. OcobeHHOCTH pabOTHI C
. L 12 12
JOKYMEHTHPOBaHHOU MH(OpMaIueit 4 2 8 10
OTPaHUYEHHOTO0 JIOCTyNa
Bcero no mucrumnite 108 | 108 | 26 18 12 10 70 | 80
KonTpoJib: 3auer + +
Hroro 108 | 108 | 26 18 12 10 70 | 80

4.2. Coagepxxanme TUCUMIIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. IIpeamer, coaep:kaHue U 3aJa44 Kypca.

3HayeHHEe JAOKYMEHTOB B pa3IMUYHBIX 00JACTAX IEATENbHOCTH 00mecTBa. JIOKyMEHT B
chepe mpaBa M ympaBieHus. Poib JOKYMEHTOB B SKOHOMHUKE, COIHAJIbHBIX IPOIECCAX.
Hayunoucropuueckass M IpakTHYECKas LEHHOCTb NOKYMEHTOB. lIpenmer u 3amaum Kypcea.
JIOKyMEHT — OCHOBHOH OOBEKT JOKYMEHTOBEIUECKMX HCCIEIOBAaHMNA HAa PAa3HBIX YPOBHSX:
OTIENbHBIA JTOKYMEHT, CHUCTEMa JOKYMEHTOB M BCS COBOKYIHOCTb CHCTEM JIOKYMEHTALUH,
OTpakarolas AeHCTBUTENbHOCTh. CTaHOBJIEHHE M Pa3BUTUE JOKYMEHTOBEACHUS, KaK HayqHOU
JUCLUIUIAHBI.

CootHomieHne MTOHATUI «OKYMEHTOBEICHUEY, «IEJI0NPOU3BOICTBOY,
«JOKYMEHTALlMOHHOE  00ECHeYEeHUe  YNPaBICHUS», «MH(MOPMALMOHHO-JOKYMEHTALMOHHOE
oOecrieueHue». CBs3b JOKYMEHTOBEICHHMS C HUCTOpPHUEH, apXMBOBEICHHEM, IPABOBBIMU U
UHQOPMALMOHHBIMM ~ JUCLMIIMHAMH, C TEOpUEH  yNpaBlIeHUs, C 3KOHOMHYECKHMH,
TCXHUYCCKMMU HAyKaMH. HNcTounukn AJid  U3Y4YCHHA Kypca. 3aKOHO,Z[aT€.HBHBIC aKTbhl H
Mmarepuaibl. PykoBozsiime JOKYMEHTBI IO CTaHAapTu3auuu. KiaccupukaTopbl TEXHUKO-




SKOHOMHYECKOW W  couuanbHOM  wuHpopmammu. EagunHas rocynapcTBeHHas — cucTeMa
JIOKYMEHTAIMOHHOT'O o0ecreueHus ynpapieHusl. TUnoBasi HHCTPYKLHUS 1O JEJIONPOU3BOJICTBY B
(denepanabHBIX OpraHax HCIOJHUTEIbHON BIacTH. MeToAMYECKUe pPEeKOMEHIAlUu B 00IacTH
JIEJIONPOU3BOJICTBA U APXUBHOTO JIENIa.

Tema 2. IlonsiTHe 0 nokymMenTe. PyHKIUH, CBOMCTBA, KJIaccupuKanus JOKYMEHTOB

TepmuHomorusi, uWcnoigb3yemass Tpu  pabore ¢ JAOKyMeHTamu. I[IpaBoBoii,
yIpaBJIEHYECKU M HMCTOPUYECKUH aCHeKThl B ONpeleNeHHH JoKyMeHTa. MHpopMmarroHHas
CYIIHOCTh JOKYMEHTA U €r0 HEIOCPEICTBEHHAs CBSA3b C MaTepUaIbHBIM HOCUTENEM. JIOKYMEHTBI
ounmanbHeie (CyKeOHbIE), TUYHbIE (TIEPCOHANBHBIE) U IMYHOTO MPOUCXOXKACHHS. JIOKyMEHTHI
PYKOIIMCHBIE W H3TOTOBJIEHHBIE C TIOMOIIBIO TEXHUYECKUX CPEACTB. «DIJIEKTPOHHOE»
nokymeHtupoBanue. [lonnpyHKIMOHATBHOCTh JOKYMEHTa M cocTaB (yHKUud. IloHsTHs
«IOKYMEHTHPOBAHHE», «CPEICTBAa JOKYMEHTHUPOBAHUSA», «CIOCOOBI JTOKYMEHTHPOBAHUS.
TekcToBoe, TEXHUYECKOE JIOKYMEHTUPOBAHUE. @DOTO-T0KyMEHTHPOBAHHUE.
KunogokymentupoBanue, o0nacte npuMeHeHUsl. MatepualibHble HOCUTENU UHQOpPMAIKU U UX
kinaccuukanus. JlokymeHTHpoBaHHas uHpopMmanus U ee cBoiictBa. HOpunmyeckas cuia —
OCHOBHO€ CBOMCTBO JOKyMeHTa. lOpuaumdeckn 3HauMMble pPEKBU3UTHL. OpUTHHAIBHOCTD,
NO/UIMHHOCTh M KONHMHHOCTH JTOKYMEHTOB. IOpunmuueckas cuina Komuid U Tenedakcos.
Hotapuanbubie konuu. IlojynHHble U mOMIOXKHBIE TOKYyMeHTHl. Kinaccudukanus 10KyMeHTOB
[0 pa3JIMYHBIM [pPU3HAKaM B 3aBUCUMOCTU OT COJEp)KaHUs, HAaUMEHOBAaHMS, IO CTENEHU
yHU(DUKAITIY U JP.

Tema 3. CoBpeMeHHOe 3aKOHOAATEJbHOE peryJMpoBaHHe M HOPMATHBHO-
MeToAn4YecKoe odecrieyeHne B 00J1aCTH 1eI0NPOU3BOACTBA U APXUBHOIO JeJ1a

Knaccuukanuss 3aKkoHONATENbHBIX, HOPMATHUBHBIX, METOJMYECKUX MAaTEpHUasOB,
KacaloluXcsi BOMPOCOB JIOKYMEHTHPOBaHHUS W OpraHu3anuu paboTbl € JOKYMEHTaMHU.
3aKOHOAATENbHBIE AaKTbl, IIOCTAHOBIEHUS M pPaclOpsDKEHUs IpaBUTENbCTBAa Poccuiickoit
@denepanyy, perjiaMEeHTUPYIOLIME MPaBOBble HOPMBI Ha (elrepalibHOM ypOBHE IpH paboTe ¢
JNoKyMeHTaMu. IIpaBoBble aKThl HOPMAaTMBHOIO M MHCTPYKTMBHOI'O XapaKTepa, METOAMUYECKUE
MaTepHaybl 1O JIEJIOMPOU3BOJICTBY MPEANPUATHMA, OopraHu3anui, yupexaenui, dupm. [OCTo
Ha JOKyMeHTanuio. OOIepoccuiickue  KJIacCU(PUKATOPHl  TEXHUKO-3KOHOMUYECKOH U
counansHO uHpopManmu. [ocymapcTBeHHass cucTteMa JOKYMEHTAlMOHHOIO oOOecredeHus
yIpaBJIEHUS. Pernamenranus JEJIONPOU3BOACTBA  HA  BEIOMCTBEHHOM  YpPOBHE.
OpraHu3alMOHHbIE TOKYMEHTHI MPEANPUATHN, YIPEKICHUN, OPraHU3aIMN U TOCYIapCTBEHHBIX
opraHoB BiacTh. KopnoparuBHoe Ae10IpOU3BOACTBO.

Tema 4. Crpykrypa nokymenta. TpeOoBaHusi K 0(OpMJIEHHI0 PEeKBU3UTOB
CJIyKeOHBIX JOKYMEHTOB

Vuudukauus W crapaaptusauus — J0KyMeHTOB.  Dopmynsp  coBpeMEHHOro
yIpaBiIeHYECKOro JOKyMeHTa. CocTaB PEKBU3UTOB, UX pacloyiokeHue. PopmMyssap TOKyMEHTa,
bopmynsip — obpazern. Tpeboanus k odopmieHU0 pekBU3UTOB. [lopsimok o0o03HaUYEHUS
HaNMEHOBAHMS OpPraHU3allMU - aBTOpa JOKYMEHTA, CIIpaBOYHBIC JbIHHbIE 00 aBTOpe. Bums
JIOKYMEHTOB, OIpe/esieMble 3aKOHOJATeNIbHBIMH M HOpPMAaTUBHBIMH akTamu. OOo03HaueHHE
anpecara. Ilopsmoxk odopmieHuss modroBoro azpeca. JlaTel MOKyMEHTa W TOPSAIOK HX
opopmiieHHs. YIOCTOBEpEHUE NOKYMEHTa — MOJIUCH, Me4aTh, YTBEPKIECHUE, COTJIAaCOBAHMUE.
OTtmerku Ha AokymeHTe. TpeGoBaHHMe K coAep)KaHUI0 U O(DOPMIICHUIO PE30JIIOUMHU. TekcT
JIOKYMEHTa — OCHOBHAsl €ro cojiepkarenbHast yacTh. OOue TpeboBaHus K TEKCTaM TOKYMEHTOB.
Texct, odopMieHHBIH B BUAE TAaONUIbl, aHKeTbl. CBA3HBIA TEKCT - 3TO IMOCIENOBaTeIbHAS,
rpaMMaTH4YeCKH U JIOTHUECKU corjlacoBaHHas MHGopMmanus. TpadapeTHble, TUMIOBBIE TEKCTHI.
TunuyHble A3bIKOBBIEC OLIMOKH B TEKCTAX CIYKEOHBIX IOKyMEHTOB. PeakTupoBaHue TEKCTa.

Tema 5. Buabl 0,1aHKOB CJIy:KeOHBIX IOKYMEHTOB, IPOCKTHPOBaHUE 0JIAHKOB

[Tonatue «OnaHK JOKyMeHTa». Buabl OJaHKOB M MOPAIOK PACIONIOKEHUS] PEKBU3UTOB B
Osranke (yrioBoe U 1ieHTpoBaHHoe). OOmuii 6aHK, OJIaHK MUChMa, OJaHK JTOHKHOCTHOTO JIHIIA,
ONaHK KOHKPETHOTO BHJAa JOKYMEHTa, OJaHK CTpyKTypHoro moapasaencHus. CocraB
PEKBHU3UTOB, Ha3HAaueHHE, OCOOEHHOCTH O(QOPMIICHHS DPA3JIMYHBIX BHUJOB OnaHkoB. branku c
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M300paXeHNEeM rocyAapCTBEHHOTO repba u repda cyobekra denepamun. OcobeHHOCTH pabOTHI ¢
OylaHKaMu ¢ TepOOBOM CHMBOJIMKOH. Yder OsaHkoB 1o BujgaM. Popmarbl OyMa)KHBIX
JTOKyMEHTOB. TpeGoBaHUs K U3TOTOBIECHUIO JOKYMEHTOB.

Tema 6. Cucrempbl 1okymMeHTauuu. OdgopmiieHne ynpaBjeH4eCKNUX JOKYMEHTOB

YHUGUIUPOBAHHBIE CHCTEMBI JOKYMEHTAIMH, JEHCTBYIOIIME B HACTOAIIEE BPEMsL.
['ocynapcTtBenHas cucreMa qokyMmeHTanuu. OpraHu3aliOHHO-IIPaBOBbIE JOKYMEHTHI - YCTaBBhl,
MOJIOKEHHUS, INTATHBIE pACHHCAHMs, CTPYKTypa M IITaTHAs YHUCICHHOCTh, pEeriaMeHThI
UHCTPYKUMU U JIp.; MX Ha3HaueHue u ocoOeHHocTu odopmieHus. PacnopsautenbHbie
JIOKYMEHTHI. HNudopmanmonHo-cIipaBoYHbIC JIOKYMEHTHI. PaznoBugHOCTH
MH(OPMaLlMOHHOCIIPABOYHBIX JOKYMEHTOB, HX cocTraBieHue u odopmienue. [lenosas
MEPennCcKa, BBIMONHAOMAS (DYHKIHUIO CBS3M MEXAY OpraHu3anusMu. MHOrooOpasue BUIOB
nepenucku u crnocoObl ee mnepeaadyu. OCOOEHHOCTH JOKYMEHTHUPOBAHUS AESTENbHOCTU
KOJUIeTHANIbHBIX ~ opraHoB. (Cucrema mmiaHoBOW  jgokymeHTaruu. CucremMa  OTYETHOU
nokymeHTanuu. KamgpoBas nmokymeHTtanus (1o JudHOMY coctaBy). OcobeHHoCcTH 0hOpMIICHUS
pe3ioMe, 3asBICHUHM, aHKeT, aBToOHorpaguii. Cucrema OyXraaTepcKkol TOKyMEHTAlWH.
[lepBuuHble y4yeTHBIE JOKYMEHTBHI, OcoOeHHOCTH uX odopmieHus. CBOAHBIE y4YeTHbBIE
JIOKYMEHTHI.

Tema 7. Texnosoruu padoTbl ¢ JOKyMeHTAMU

Oranbkl U TOPSIOK JBIDKEHUS JOKyMeHTOB. Opranuzanus paboThl C MOCTYMAOIIUMHU
(«Bxomsammmu») gokymeHTamu. Ilopsmox  opranuzanuu  paboThl € OTIPaBIISIEMBIMHU
(«ucxomsmumMuy) nokymeHntamu. [IpaBuina opranuzanuu paboThl ¢ BHYTPEHHUMHU JOKYMEHTaMHU.
[lenn 1 OCHOBHBIE MPUHILIMIIBI PETUCTPALMU JOKYMeHTOB. Ha3HaueHre u BUIbI HOMEHKIATYPbI
nen. TpeOoBaHwMsI, IPEABSIBISAEMbIE K COCTABICHHUIO M 3aMIOJHEHUIO ()OPMBI HOMEHKIATYPHI JeI
opranuzanuu. Cpoku xpaHeHus aei. OTBETCTBEHHOCTh 32 COXPAHHOCTh TOKyMEHTOB. [loHsATue
«OKCTIepTU3a IEHHOCTH ITOKYMEHTOB». HOpMaTHMBHO-METOIWYECKHUE U TEOPETUYECKHE OCHOBBI
IIPOBEJICHUS SKCIEPTU3HI LICHHOCTH TOKYMEHTOB. [IpaBuia nepeaauu aen Ha XpaHEHUE B apXUB.

Tema 8. OcobOenHocTm padoTbl ¢ JOKYMEHTHPOBaHHOW  uHGopmanuei
OrPaHUYEHHOIO A0CTYIAa

HopMaTuBHO-TIpaBOBBIE AaKThI, peEriaMEHTHUpPYIONIUE padoTy ¢ JOKYMEHTHUPOBAaHHOM
uHpopmManvelt  orpaHudueHHoro gocryna. CekpeTHOCTb M KOH(QUIEHIMAIbHOCTH B
JENIONPOU3BOJCTBE B OpraHax TOCYJapCTBEHHOW BiacTU. JIOKyMEHTallus, OTHOCSINAsCA K
rOCylapCTBEHHOM  TalHe, JOCTyl K Hel rpaxaad. JoKyMeHThI, cojAepKaliue
KoH(UACHIMANbHYI0  uHpopMaruio. Opranm3anus paboTel ¢ KOHQUICHIHATLHBIMU
nokymeHntamu. llpueM u peructpanus KOH(UICHIHAIBHBIX IOKYMEHTOB, TUPaKHPOBAHHUE U
pacchUika  JOKyMeHToB. @DopmupoBaHue KOHPUACHIHUATBHBIX JOKYyMEHTOB B  Jeja.
Hcnonp3oBaHre JOKYMEHTOB W Jied B TeKylleM JAenonpou3BoiacTse. [lopsnok XpaHeHHs.
TunudHele HENOCTaTKH B paboTe MO OOECIEUEHHUIO0 3alMTHl TOCYNAPCTBEHHBIX CEKPETOB U
BBICOKOH 3((hEeKTUBHOCTH KOH(UICHIIMAILHOTO JIEIONPOU3BOICTBA.

4.3. Cogepxanne NpaKTHYeCKNX 3aHATHI (04Hast popma 00ydeHus1)

Pa3znennl, TeMbl, TUAAKTHYECKHE eJHHUIbI

Tewma 2. [Tonsatue o nokymente. OyHKIMH, CBOWCTBA, KIIacCCH(PUKAINSI JOKYMEHTOB
Tema: JIOKyMEHT - OCHOBHOW HOCHUTEh MH(OpMAIIH

[1nan

1. Yro siBIIsIeTCS IPEIMETOM U OOBEKTOM H3y4EHUS TUCHIUIUIHHBI «J|0OKyMEHTaIlMOHHOE
obecrieueHre yrpaBiIeHUS»?

2. KakoBsl ocHOBHEIE 3agaun JJOY?

3. Yro Takoe uHpopmaIus 1 Kakue TpeOOBaHUsI K HEH TIPEIbBIISFOTCS?

4. Yro Takoe nokymeHnt? Kakue pyHKIUU OH BBIOJIHSET?

5. Iyt 4ero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

6. B ueM 3akirouaercst ynpaBiieHHe TOKYMEHTAMH.

Tema 3. CoBpeMEHHOE 3aKOHOJATEIbHOE PEryJIMpOBaHWE W HOPMATHUBHO-METOJINYECKOE
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oOecrieyeHne B 00JIACTH JEJIONPOU3BOJCTBA U ApXUBHOTO JIEIa.
Tema PacniopsimutenbHbie TOKYMEHTHI.
IInan.
1.3akon.[IpaBuna opopmieHus.
2.Yxa3.Bugsl ero.
3.Pacniopsixenus. I IpaBuiia cocraBieHus.
4.IIpuka3.Bunsl ero.
S.IIpaBumna cocTaBlIeHUs IPUKA30B.

Tema 4. Ctpykrypa mokymeHTa. TpeOoBaHHS K OGOPMIICHHIO PEKBH3UTOB CITYKEOHBIX
JIOKYMEHTOB

Tewma IpaBuna cocraBienus U opopMIeHUS JOKYMEHTOB

[Lnan:

1.OcHOBHBIE U JOTIOJHUTENbHBIE PEKBU3UTHI.

2.®opmysp u 6J1aHK JOKYMEHTa

3. Jly1st uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

4. B yeM 3aKJII04aeTCs yNnpaBjieHUE JOKyMEHTaMu?

5.CranjgapTu3anmsi JOKyMEHTOB.

Tema Buzpl 071aHKOB CITy>K€OHBIX JJOKYMEHTOB, TPOCKTUPOBaHHUE OJIAHKOB
Tema CripaBoYHO-UH(POPMAIIMOHHBIE TOKYMEHTHI.
[Lnan.
1.CnpaBka-0CHOBHOM JTOKYMEHT.
2.IlpaBuna cocraBiieHus U 0POPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamma. paxc.
4.I1lucpMa-BUOLI UX.
5. JloknagHas.00bICHUTENbHAS U CITy)KeOHAsT 3aITUCKH

Tema 6. Cuctembl nokymentanuu. OdopmieHre yrnpaBIeHUECKUX JOKYMEHTOB
Tema OpraHn3alMOHHbBIE TOKYMEHTHI.
[Inan:
1.Ycras.Bunr! ero.
2.IlpaBuna .Mx coctaBieHue.
3.UucTpykuuu..lIpaBuna ux cocTaBiieHUS.
4.I1lonoxenus.MIxX peKBU3UTHI

Tewma 7. TexHosoruu paboThl ¢ JOKYMEHTaAMH
Tema JInunble opHUIMATIBHBIE TOKYMEHTBHI.
1.IIpaBuna odopmiieHUs 3asBICHUS.
2. IlpaBuna opopmieHHus JIMYHOHN TOBEPEHHOCTH.
3. [IpaBuna opopmnenus .IlpaBuna opopmieHus aBroouorpadum.
4. ITpaBuna opOpMIICHHS PACTIUCKH.
5. IlpaBuna opopMieHus pe3rome.

4.4. Conep:kaHue cCaMOCTOSATEILHON padoThI

Pa3znenbl, TeMbl, TUAAKTHYECKHE e JHHUIbI

Tema 1. IIpeamer, coaepkaHue U 3a1a4M Kypca.

3aKOHO,Z[aT€.HBHBIe AKTbl W MaTCpUAJIbI. PyKOBO,Z[}IH_[I/Ie AOKYMCHTBI 110 CTaHAAapTU3alUU.
Knaccudukaroppl  TEXHUKO-3KOHOMHUYECKOW W conuanbHOM  wHpopmanuu.  Enunas
ToCyaapCTBCHHAA CHUCTEMA AOKYMCHTAIIUOHHOT O O6CCHC‘ICHI/I$I YIpaBJICHUA. Tunosas
UHCTPYKIHUS IO JEJONpPOU3BOACTBY B (heaepalbHBIX OpraHax HWCIOJHUTENBHON BJIACTH.
MGTO,Z[I/I‘-IGCKI/IG PCKOMCHOAINHN B O6HaCTI/I ACJIOMPONU3BOJACTBA U apXUBHOI'O JCJIA.

Tema 2. Ilonsitue 0 nokymeHTe. OYHKUMH, CBOICTBA, KJIaCCH(PUKALMS JTOKYMEHTOB
TekcroBoe, TEXHUYECKOE JIOKYMEHTHUPOBaHUE. ®OTO-AOKYMEHTUPOBAHHE.
KunogokymentupoBanue, o0nacte npuMeHeHusl. MarepralibHble HOCUTENH MHQOpPMAIKU U UX
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knaccudukanus. JlokyMeHTHpoBaHHas wHQpoOpMaIus U ee cBoicTBa. KOpuandeckas cuiia —
OCHOBHOE CBOMCTBO JOKyMeHTa. Opuamuecku 3HauyuMble pEKBU3HTHL. OpPUTHHAIBHOCTD,
NONJIMHHOCT, W KOMHMHOCTH JOKYMEHTOB. FOpuamueckas cuia Komuid u  Tenedakcos.
Horapuanpapie konuu. [ToanuHHBIE W MOATOXKHBIE TOKYMEHTHI. Kiaccupukamus TOKyMEHTOB
M0 pa3UYHBIM TPU3HAKAM B 3aBUCUMOCTU OT COJIEpP)KaHWs, HAWUMEHOBAHHS, MO CTEIEHU
yHU(DUKAITIY U JP.

Tema 3. CoBpeMeHHOe 3aKOHOAATeJbHOE PeryJiMpOBaHMe U HOPMATHBHO-METOAUYECKOe
o0ecrieyeHue B 00/1aCTH 1eJI0ONIPOU3BOACTBA M APXUBHOIO JeJia.

I'OCTo1 Ha moxymeHTaruioo. OOIIEpOCCUNCKUE KIACCH(PUKATOPHI TEXHUKO-DKOHOMHYECKOW W
couuanbHO HMH(OpManuu. [ocynapcTBeHHass CUCTeMa JOKYMEHTALMOHHOTO OOeCTeYeHus
yIpaBIeHUSI. Pernamenranus NENONPOU3BOACTBA  HA  BEIOMCTBEHHOM  YpOBHE.
OpranuzanvoHHbIe JOKYMEHTBI IPEANPUATHH, YUPEKIECHUHN, OpraHu3aluil 1 rocyaapCTBEHHBIX
opranoB Biactu. KoprnoparusHoe Ae10npon3BOACTBO.

Tema 4. Crpykrypa nokymenTta. TpeGoBaHuss K 0(pOpM/ICHHI0O PEKBH3MTOB CJYKeOHBIX
AOKYMEHTOB

VYnocroBepeHne NOKYMEHTAa — IOJIUCH, Ie4yaTh, YTBEp)KIEHUE, corjiacoBaHue. OTMETKH Ha
nokymeHTe. TpeOoBaHME K COAEPKAHUIO U O(QOPMIICHHIO pe30JIoLUU. TeKCT JOKyMEHTa —
OCHOBHAas €ro cojepxkarenbHas 4acTb. OOmme TpeOOBaHUS K TEKCTaM JOKYMEHTOB. Tekcr,
oopMieHHbIM B BHAe TaOuuipbl, aHKeTbl. CBA3HBIM TEKCT - 3TO MOCIENOBaTeIbHAs,
rpaMMaTUYeCKH M JIOTUUECKU coryiacoBaHHas MHQopmauus. TpacdapeTHble, TUIIOBBIE TEKCTHI.
Tunuynble A3bIKOBbIE OLIMOKH B TEKCTAX CIYXKEOHBIX IOKYyMEHTOB. PelakTupoBaHue TEKCTA.

Tema 5. Buabl 0,1aHKOB CJ1y:KeOHBIX JOKYMEHTOB, IPOCKTHPOBAHHE OJIAHKOB

brnanku ¢ n300pakeHneM rocy1apcTBeHHOTO repoa u repda cyobekra dheneparuu. OcoOeHHOCTH
paboThl ¢ GilaHKaMu ¢ repOOBOM CUMBOJHMKONW. YueT GiaHKoB 1o BuaaM. Dopmarsl OyMaxKHBIX
JOKYMEHTOB. TpeOoBaHuUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremsl fokymenTannu. OpopmiieHue ynpapjieH4eCKUX JOKYMEHTOB
MHuoroo6pa3ue BHIOB MEPENHUCKH U CIOcoObl ee mepeaadn. OCOOEHHOCTH TOKYMEHTHPOBAHUS
NEeSITeIbHOCTH  KOJUIETHAJbHBIX oOpraHoB. CucTema IJIaHOBOM JokyMmeHTauuu. Cucrema
oT4eTHOM aokymeHTanuu. KaapoBas mokymeHTanus (o Ju4HoMy cocTaBy). OcobGeHHocTu
opopmieHus pesoMe, 3asBICHUM, aHKeT, aBroOworpaduii. Cucrema OyxraiaTepckon
nokyMeHTauuu. IlepBuyHble yueTHbIE JOKYMEHTBI, 0COOEHHOCTH HMX o¢opmieHus. CBOAHBIE
YYETHBIE TJOKYMEHTBHI.

Tema 7. TexHosioruu padboThbl ¢ JOKYMEHTAMU

Cpoku xpanenus nen. OTBETCTBEHHOCTh 33 COXPaHHOCTh JOKyMEHTOB. [loHsATHE «IKCIepTH3a
LEHHOCTH JOKYMEHTOB». HopMaTuBHO-MeTOAMYECKHE M TEOPETUUYECKHE OCHOBBI MPOBEICHUS
DKCIIEPTU3BI IEHHOCTU JOKYMEHTOB. [IpaBuiia nepenauu e Ha XpaHeHUE B apXUB.

Tema 8. OcobeHHOCTH PadOTHI C JOKYMEHTHPOBAHHOI HH(pOpMAaLHeil OTPAHUYEHHOTO
A0CTyIAa

[Ipuem u peructpanuss KOHQUACHIHUAIBHBIX JOKYMEHTOB, THUPa)KMPOBAHHE U pacchbUIKa
nokyMeHTOB. dopmupoBaHWe KOHPHUACHIMATHHBIX JOKYMEHTOB B Jena. lcmoib30BaHUE
JIOKYMEHTOB U JIeJ B TEKyIleM jaenonpou3BoacTse. [lopsaok xpaneHus. TunudHble HEJOCTATKU
B paboTe Mo 00eCmedeHHI0 3aIUTHl TOCYIapCTBEHHBIX CEKPETOB M BBICOKOW 3(eKTUBHOCTH
KOH(UICHIIMAIBLHOTO JIeT0MPOU3BOJICTBA.

5. KOHTPOJIb KAYECTBA OCBOEHMSA JUCIIAITJIMHBbI

Texymuil KOHTPOJIb U MPOMEKYTOYHAS ATTECTALMs OCYILECTBIISIFOTCS B COOTBETCTBUU C
«IlonoxeHneM O TEKyIIEM KOHTpPOJIE YCIEBAEMOCTH U IPOMEKYTOYHOM aTTECTALUU
oOydJaronuxcsi B ABTOHOMHOM HEKOMMeEpYEeCKOi opranuzanuu «O0pa3oBaTenbHasi OpraHu3aIus
BBICIIIEr0 00pa30BaHUs» «Y HUBEPCUTET SKOHOMHUKHU U YIIPABIICHUS.

Bua npomexxyTouHOM arTecTanuu — 3a4er.

dopMa poBeACHUS IPOMEKYTOUHON aTTECTALlUU — IUCbMEHHBIN 3a4€T.
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@OHJI OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu K PIT/I.

6. YHEBHO-METOJUYECKOE OBECHHEYEHUE JUCHUIIJIMHBI
1. CepxoB, JI.LH. JlokymeHTanMOHHOE OO€CIEYeHUE YIPABICHUSA: METOAUYECKHE
pekoMmenmanuu Kk ceMuHapckum 3anatusm /. JILH. CepkoB — Cumdepomnons: AHO «OOBO»
«YHUBEpPCUTET SKOHOMMKH U yIpasieHus», 2022. — 32 c.

7. MIEPEYEHb OCHOBHOM 1 rI;[OHO.JIHI/ITE.JII)HOI‘/'I YUYEBHOU JIMTEPATYPBI,
HEOBXOJIMNMOMU JJIsA OCBOEHUA JTUCHUITJINHBI

a) oCHOBHaA Tumepamypa

1. JlokyMeHTalMoHHOe O0ecrieueHre yrpaBieHusl : y4eOHUK ISl CTYIEHTOB BY30B,
OoOydJarmuxcsi TO HalpaBleHUsIM «JKOHOMHUKa» # «MEHEIKMEHT», CIeIUaTbHOCTIM
«Uudopmarukay, «JlokyMeHTOBeIeHHE M JOKYMEHTAIlMOHHOE OO0ecleueHue YIpaBiIeHUs,
«ABtoMartuzanus u ympasienue» / A. C. I'punbepr, H. H. 'op6aués, H. H. T'op6aués, O. A.
Myxamermnna. — Mocksa : KOHUTU-JIAHA, 2023. — 391 c. — ISBN 978-5-238-01770-9. —
Texkcr : anexkrponnsiit // Lludpooit oopazosarensHbiil pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/142685.html (mara obpamenus: 04.01.2025). — Pexum nocrtyma:
JUTSL aBTOPU3UP. TIOJB30BaTENeH

0) OononnumenvHaa IUmMepamypa

1. CocraBnenue u oopmIIeHHE JEIOBBIX JOKYMEHTOB : yueOHOe mocoOre / COCTaBUTENN
E. U. bammakoBa. — 2-e uza. — Mocksa : Al [Tu Ap Menua, 2024. — 145 ¢. — ISBN 978-5-
4497-3414-3. — Texkcr : anexktpoHHsii // [{udpoBoit odpazoBarensHblii pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/142095.html (mata oGpamenus: 04.01.2025). —
Pexxum noctyna: nist aBTOpU3Up. MOJIb30BATENIEH

2. XmeictyHoB, B. ®. OdopmieHue rpadukoB W AuarpaMM B HAy4HBIX padoTax :

yueOHoe mocobue / B. @. XabictyHoB. — PocroB-Ha-JloHy : JIOHCKOM TOCyaapCTBEHHBIM
TeXHH4eckuli yHusepcutetT, 2022. — 46 c. — ISBN 978-5-7890-2056-2. — Tekct :
anekTpoHHblt // Ludposoit obpazoBatenbubiii pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/130419.html (mata obpamenus: 04.01.2025). — Pexum nocrtyma:
JUIs aBTOpHU3Hp. nonb3oBaTeneil. - DOI: https://doi.org/10.23682/130419

8. IHEPEYEHDb PECYPCOB NH®OPMAILIMOHHO-
TEJEKOMMYHUKAIIMOHHOU CETH «MHTEPHET», HEOBXOJAUMBbIX JJIsA
OCBOEHMS JNCHUAIIVIMHBI

1. DnexTtponnas O6ubnmoreunas cucrema «IPRsmart» [Dnexkrponnsiii pecypc]. — Pexum
nocryna: http://www.iprbooksshop.ru.

2. eLIBRARY .RU: nayunas snektpoHnHas 6ubnmoreka: caT. — Mocksa, 2000. — URL:
https://elibrary.ru. — Pexxum goctyna: 1uis 3aperucTpup. moib3oBarteseil. — TeKCT: 3JeKTPpOHHBIHI

3. Hayunsiii >xypHan «Momoaol yueHbIi» : odunmanbHblii caiWt. - URL:
https://moluch.ru/ - TekcT: 37eKTPOHHBIIA

4. Poccuiickuii )xypHall MEHEDKMEHTa : opunnaibHblil caidT. - URL: https://rjm.spbu.ru/
- Tekcr: anekTpOHHBIN

5. OdummanpHeiii cait denepanbHON CIIYKObI TOCyAapcTBeHHOM cTtatucTuku. — URL:
http://www.gks.ru.
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9. METOAUYECKUE YKA3ZAHUSA JJI1 OBYYAIOIIIUXCA
IO OCBOEHUIO JTUCHUITJIMHbI

[Ipu mpoBeneHmil KM, CEMHUHAPCKUX (MPAKTHUYECKUX) 3aHATHH, CaMOCTOSTEIbHOMN
pabote oOydaromUXCs MPUMEHSIOTCS MHTEPAKTUBHBIC (POPMBI MPOBEACHUS 3aHSATHI C IIENBIO
MOTPYKEHHSI 00YJaIONIUXCsl B peasibHyt0 atMocdepy npodhecCHOHATLHOTO COTPYIHUYECTBA T10
pa3penieHnto mpooieM, ONTUMATBHON BRIPAOOTKM HAaBBIKOB U KA4€CTB OYIYIIEro CHEIHAUCTA.
WnuTepakTrBHBIE (HOPMBI IPOBEACHUS 3aHATHI MpernoaaraloT o0ydeHue B coTpyaHuuectse. Bee
YYaCTHUKH 00pPa30BaTEIBHOIO Ipolecca (MpernoaaBaTesib U 00yJaromuecs) B3auMOJCHCTBYIOT
JIpyr C ApyroM, oOMEeHHBAIOTCS MHGOPMAIUEH, COBMECTHO pEHIatoT MPOOJEMBbI, MOJACITHPYIOT
CUTYAIHIO.

B yde6HOM mpoliecce UCTIONB3YIOTCS HHTEPAKTUBHbBIE (POPMBI 3aHITHIA:

- TBOpYECKOE 3a/laHue. BBIMOIHEHHE TBOPUYECKUX 3aJaHui TpeOyeT oT oOydaromerocs
BOCTIPOM3BEICHUE MOTYYCHHON paHee nHPopmaluu B opme, onpeaensieMoil mpernoaBaTeiemM,
U TpeOyroIel TBOPUECKOTO MOAX0/1a;

- rpymnmoBoe obcyxaeHue. ['pynmoBoe 06Cyx)aeHNUE KOro-TM00 BOIPOCca HAMpaBIeHO Ha
JOCTHIKEHUH JTYYIIer0 B3aWMOTIOHMMAHUS W CHOCOOCTBYET TyYIIEMY YCBOCHHIO H3y4aeMOro
MaTepuana.

B xone ocBOCHHS MUCHMIUIMHBI IPU MPOBEICHUH KOHTAKTHBIX 3aHSATHI HCIOJB3YIOTCS
ciaenyromue (GopMbl 00ydeHUs, CIOCOOCTBYOIMKE (OPMHUPOBAHUIO KOMIICTCHIIMM: JICKIIUH-
TUCKYCCUM;, KEHC-METOM; peIIeHHe 3a/iady; CUTYAllMOHHBIA aHAIMU3; OOCykKIeHHe pedeparoB U
JOKJIaJI0B; pa3padOTKa IPYNIOBLIX MPOEKTOB; BCTPEUU C MPEACTABUTEISIMU FOCYAAPCTBEHHBIX U
OOIIECTBEHHBIX OpPTraHU3aIUN.

10. MIEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOTUH, UCIIOJIb3YEMBIX
ITPH OCYHECTBJIEHUA OBPA3OBATEJIBHOI'O IMPOLECCA 100
JAUCHHUIIVIMHE, BKJIIOYAA NNEPEYEHDb ITPOI'PAMMHOI'O OBECIIEYEHHUSA U
NHOOPMALIMOHHBIX CITPABOYHbBIX CUCTEM (ITPM HEOBXOJINMOCTH)

B mpouecce NEKUMOHHBIX M MPAaKTUYECKUX 3aHATUH MCIOJIb3YETCA CIENYyIOIIee
IporpaMMHOE 0OecrieueHHe:

1) mporpammsbl, obecneunBaronie aocTyn B ceTh «MHTepHer» (Hampumep, «Google
chromey);

2) mnporpammbl, JIEMOHCTPAallMd BHJEO MaTepUaNOB (HAlpUMEp, IPOUTPHIBATEND
«Windows Media Playery);

3) mporpammsl IS JAEMOHCTpAallMd M CO3JaHMs Mpe3eHTanui (Hampumep, «Microsoft
PowerPoint).

11. ONMHUCAHHUE MATEPHAJBLHO-TEXHUYECKOTO OBECIEYEHMS,
HEOBXOJUMOT'O /151 OCYILECTBJEHMSI OBPA30BATEJBLHOI'O ITPOLECCA
MO JUCHUILINHE

Jlis  mpenonaBaHus —JUCHUIUIMHBL HE TpeOyeTrcs CHeNHalbHBIX MaTepHabHO-
TEXHUYECKUX CPENICTB (J1a00paTOPHOTO 000PYI0BaHMSI, KOMIIBIOTEPHBIX KJIACCOB U T.I1.). OJTHAaKO
BO BpeMs JIEKIIMOHHBIX 3aHATHH, KOTOPHIC MPOBOJATCS B OOJIBIION ayTuTOPHH, UCIOIB30BAThH
MPOCKTOP JJIsl IEMOHCTPAIMH CIIAMIOB, CXeM, TAaOJIHIl M TIPOYETO MaTepHralia, MyITbTUMEIUIHBIC
npoekTopsl Epson, Benq ViewSonic; skpansl a1 mpoekTopoB; HOyTOykuM Asus, Lenovo,
MHUKPO(]OHEI.

[lepeyeHp  JTUIEH3HOHHOTO H  CBOOOJHO  PAaCHpOCTPAHIEMOTO  MPOrPaMMHOTO
obecrieueHrsi, B TOM YHCIIE OTEUYECTBEHHOrO mpou3BojcTBa: Microsoft, Windows, Microsoft
Office, LibreOffice, ApxuBarop 7-zip, Adobe Reader, Koncynsrantllmoc, Kaspersky Security,
VLC, Media Player, ITpomereii.
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