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HNHaexe 1uCHUNIMHBI 10
y4eOHOMY ILIAHY

HanmeHnoBanue JUCHUIIHHBI

b1.B.04

OCHOBBI JEJIOITPOU3BOJACTBA B YIIPABJIEHUHN

HGHB HU3YUCHUS JUCHUIIIINHBI

dbopMupoBaHUEe y 00yUarOMUXCs 3HAHUI O MOCTPOCHUH
CITY»OBI JIETTOTIPOM3BOJICTBA, Pa3pabOTKU KOMIUIEKCOB
OpPTaHHU3AI[MOHHBIX JTOKYyMEHTOB, HEOOXOJUMBIX JUIS

o0ecrieueHus IEATEILHOCTH 3TOH CITYXKOBI,
periaMeHTalnuy IporeccoB 0OpabOTKH JOKYMEHTOB Ha
IPEIITPHUATHH.

MecTo AUCHUIIMHBL B CTPYKTYpe | lMCUMIUIMHA OTHOCUTCA K dYacTd, (opMupyemoit

OIIOIT

y4acTHHUKaMH 0Opa30BaTeIbHBIX OTHOIICHUH, Oioka 1.
«ucuuruimHbl (MO )» IporpamMmbl OakagaBpuaTa

Komnerenuuu, ¢opmupyembie B
pe3yabTare OCBOCHHUS
JICIUTLIAHBI

[IK-3

Conaeprxanue TUCIUILIAHBI

Tema 1. Cuctema nenonpousBoaCTBa
Tema 2. l'ocynapctBeHHOE
JIEJI0NPOU3BOJCTBA

Tema 3. CucteMbl JOKYMEHTAIIUHI
Tema 4. Opranuzanus paboThI C TOKyMEHTaMU

Tewma 5. TexHosorust paboThl ¢ JOKYMEHTaMHU

Tema 6. IToaroroBka u oopMiIeHHE OTACIBHBIX BUI0B
JIOKYMEHTOB
Tema 7.
nepenycka
Tema 8. Opranusanus XpaHeHHs] JOKYMEHTOB

perynupoBaHue

Kondunenimanbaas u  MeXAyHapoHAS

OO0mmas TpyA0eMKOCTh

OO0mast TPyIHOEMKOCTh JUCIUIIMHBI COCTAaBJISET 2

MUACIUILIUHEI 3a4eTHBIX €AUHUII, 72 yaca
dopma OPOMEKYTOUHOMN

p P y 3auer
aTTecTalluu




COJEPKAHUE

1. Lens ¥ mepedyeHb IUIAHUPYEMBIX pE3yAbTAaTOB OOYYEHHUS IO JUCIUIUIUHE,
COOTHECEHHBIX C INIAHUPYEMBIMU PE3yJIbTaTAMU OCBOCHMS ITPOrpaMMbl OakaiaBpuara
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aKaJeMUYECKHX 4YacOB, BBIJCIEHHBIX Ha KOHTAaKTHYIO paboTy oOydaroummxcs ¢
npenoaaBarenieM (10 BUAAM 3aHATHI ) U Ha CAMOCTOSITEIIBHYIO paboTy 00yJaromuxcs

4. Copeprkanue TUCHUIIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pazfeniaM) ¢ yKa3aHHeM
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9. Meronnyeckue yka3zaHus 1Jis 00yJaromuXcs 0 OCBOCHUIO TUCIIUILIHHBI

10. Ilepeuenp MH(OPMAITMOHHBIX TEXHOJOTUH, HMCIIOJIB3YEMbIX IpPH OCYIIECTBICHUU
0o0pa30BaTeNLHOrO mpolecca MO IUCHUILIMHE, BKJIKOYas IEepedYeHb MPOrpaMMHOIO
oOecrieyeHns U MHPOPMAITMOHHBIX CIIPABOYHBIX CHCTEM (IIPU HEOOXOIUMOCTH)
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1. OEJb U TEPEYEHD INIAHUPYEMBbBIX PE3YJbTATOB OBYUYEHUS 11O
JUCHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMbBIMHU PE3YJIbTATAMM
OCBOEHUS OBPA3OBATEJBbHOHN ITPOI'PAMMBI

[enu n3ydyenust TucHUIUIUHBL «OCHOBBI AETONPOU3BOACTBA B YIPABICHUN:

- OCHOBHBIE TIPUHIIUIIBI OPTaHU3AIMHU JACTOMPOU3BOICTBA U IOKYMEHTO000POTA;

- OCHOBHBIE TIOHATHS JOKYMEHTAIIMOHHOTO O0EeCTieueHus yIpaBiIeHHUS,;

- MpaBWJIa OpPraHU3alKU paboUuero MecTa JeIONPOU3BOIUTENS,

- 0pOpMIISTH TOKYMEHTHI B COOTBETCTBUU C TPEOOBAHHUSIMH T'PaXKIAHCKOTO, TPYAOBOTO
3akoHonarenbcTBa  Poccuiickorr  ®Penepauri M JIOKAIBHBIMM ~ HOPMAaTUMBHBIMM  aKTaMu
PEIPUITHS;

- BECTH y4YeT M PETUCTPALUIO TOKYMEHTOB B HH(OPMAIMOHHBIX CHCTEMax M Ha
MaTepuaIbHbIX HOCUTEISIX;

- BECTH JCJIONPOU3BOICTBO U JJOKYMEHTOOOOPOT B OPTaHU3AIIHSIX;

- BIAJCTh HaBBIKAMHU cOOpa, 00paboTku MHGOPMAIMU W Y4dacTHs B MH(OpPMATH3ANH
JeSATEIbHOCTH;

- HaBbIKaMHU JIOKYMEHTAJIbHOTO O(GOpPMIICHMSI PELIEHUN B YNpaBICHUH OMNEpPallMOHHON
JesATeTbHOCTH OpraHu3allnii;

- HaBblIKaMHM aHanu3a uHopManmuu o (YHKIUOHUPOBAHMM CHCTEM BHYTPEHHETO
JIOKYMEHTO000pOoTA.

B pesynpraTte ocBoenms OIIOIl OakanmaBpmata oOydYaroumuics ITOJDKEH OBIIANETh
CIEYIOIIUMHU Pe3yabTaTaMi 00yUYEHUS 0 AUCIUILIUHE:

Koabi Pe3yabTaThbl 0CBOEHUS IlepeyeHb NIaHNUPYyEMBbIX Pe3yJbTATOB
KOMIIeTEHIIU U onoIi 00y4eHHs 0 TUCHHUILINHE

Cnocoben npoBectu | [IK-3.1 3Haer nmopsnok cocraBieHus M INpaBuiIa
KOHCYJIbTHPOBAHUE opopmieHus (UHAHCOBOM JOKYMEHTAllMd B
KJIMeHTa 1o odopmieHuto | OpraHu3annuu

K3 cnenok ¢ mocrasimkom | 1IK-3.2 YMeeT cucrematusnpoBath (PUHAHCOBYIO
(buHAHCOBOM yeayru | ¥ IOPHANICCKYIO HH(OPMALIHIO
(Kpome OIIePALIOHHOIT I1K-3.3 Bnazeer HaBbIKaMM IIOJATOTOBKM U
JEATETBHOCTH) NOPOBEPKH  JOKYMEHTOB,  YyYacTBYIOIIUX B

(MHAHCOBBIX OTEpaIUsIX

2. MECTO JUCLHUIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Hucuunnmza b1.B.04 «OcHOBBI A€710MpOU3BOJICTBA B YIIPABICHUN) OTHOCUTCS K YacTH,
dbopMupyeMoOil ydacTHUKaMu OO0pa30BaTelIbHBIX OTHOIICHHWH, Omoka 1. «JlUCHHUIUTHHBI
(Momymu)» mporpamMmbl OakamaBpuarta mpoduiast «Crenuanuct mo (UHAHCAM W KPEAUTY».
JucuummuHa «OCHOBBI JEIOMPOU3BOCTBA B YIIPABICHUM» H3Yy4aeTCsl 00yUaIOIUMUCS OYHOM
dhopmbl 00yUeHUS B 4 cCEMECTpEe, OUHO-3a09HON (OPMBI OOYUEHHS — B 4 CEMECTpE.

OcBoeHrie TUCHUIUTMHBI «OCHOBBI  JIEIIONPOU3BOJICTBA B  YIIPABICHUW» SBISETCS
TEOPETUUYECKOH OCHOBOHM NJIsl OBJIQJCHUS ClEeUHUaTIbHBIMU MPO(EeCCHOHATPHBIMA HaBbIKAMU IO
aucuurimHaM  (MoayiisMm): DuHaHcOBBIM aHanu3, HanoroBas cucrema P®, ®unaHCOBBII
MeHeIKMeHT, DrHaHCOBOE MPABO.

Obnact  mpodecCHOHANbHOM  NEATENbHOCTH, Ha  KOTOPYID  OpPHEHTHPYET
nucturnHa OCHOBBI IETTONIPOU3BOJICTBA B yripaBiieHud, BkiatrodaeT: 01 O6pa3oBanue u Hayka (B
cdepe AOMKOIBHOT0, HAYaTbHOTO 00IIEr0, OCHOBHOTO OOIIETro, CPEHEro ooIero oopa3oBaHus,
MpoeCCHOHAIBHOTO ~ O0ydeHus, Npo(EecCHOHATBLHOTO 00pa3oBaHMs, JOMOJTHUTEIBHOTO
o0Opa3oBaHUs).

Tunel 3amad u 3agaud TpO(ECCHOHANBHOM JESTENIbHOCTH, K KOTOPBIM T'OTOBUTCS
oOyJaromuiics, onpene’cHbl yueOHbIM TUIAHOM, 2 UMEHHO:

- 3HaTh 3aKOHONATEIhCTBO Poccuiickoit @Dexepanuu 0 OyXTaITEPCKOM y4eTe,




pernaMeHTprIomee HpI/IHHTI/Ie peI_HeHI/Iﬁ JJI CTaH,Z[apTHbIX S9KOHOMHUYECCKHUX 3aJa4 B
9KOHOMHYECKOH JIEITENHHOCTH;
- 3HATb OCHOBHBLIC BHyTpeHHI/Ie OpFaHI/I3aI_II/IOHHO-paCHOp}II[I/ITeJIBHBIe I[OKyMeHTBI
AKOHOMHUYECKOTO CYObEKTa M0 OPTaHU3aIMN OyXTaJITEPCKOTO YUETa,
- YMETh OPTaHU30BBIBATH JICIOMPOU3BOJCTBO B OYXTalNTepCKOM CIIyKOe;
-BJIAJICTh METOJAMH HCIIOJIb30BaHUS BHYTPEHHUX OPTaHH3AIMOHHO-PACTIOPATUTEIIBHBIX
JOKYMEHTOB 3KOHOMHYECKOTO CyOBEeKTa;
- BJIaNeTh METOAMKON  oOecreyeHuss Topsnka oOmeHa wuwHMOpMaruedn 1o
TGHGKOMMyHI/IKaI_[I/IOHHBIM KaHaJiaM CBs3U.

3. OBBEM JUCHMUILIUHBI B 3BAYETHBIX EAMHUIIAX C YKASAHUEM
KO/INYECTBA AKAJEMHUYECKHUX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYUYAIOIINXCS C ITPENIOJIABATEJIEM (11O BUJIAM 3AHSITUI) U
HA CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCHA

OO6mmast Tpya0eMKOCTh (00beM) AUCIUILTUHBI COCTABIsAET 2 3aueTHBIX enuHuIlsl (3E), 72
aKaJeMHUYECKHX Yaca.

3.1. O0béM TMCHUIIMHBI 110 BUIAM Y4eOHbIX 3aHATHI (B Yacax)

st ounoii popmbl 00ydeHUs1
O6mast TpyA0EMKOCTh TUCIUTUIMHBI COCTABIISCT 2 3a4ETHRIX eIUHUIIBI 72 "aca

O0BEM THCHUIIINHBI Bcero uacos
OO6m1ast TpyI0€MKOCTh JUCITUTITUHBI 72
AynautopHas pabora (BCero): 30
Jlexiuu 20
CeMuHapbl, IPaKTUUECKUE 3aHATHS 10
CamocrosTenpHast paboTa oOyqaronuxcs (BCero) 42
3auer T

st ouH0-32049HOI GopMBbI 00yUeHH S
O6mas TpyA0EMKOCTh TUCIUTUIMHBI COCTABIISET 2 3a4ETHRIX SIUHUIIBI 72 "aca

O0BEM THCHUIIINHBI Bcero uacos
OO6m1ast TpyI0€MKOCTh JUCITUTITUHBI 72
AynutopHas pabora (Bcero): 20
Jlexuyuu 14
CeMuHapbl, MPaKTHYECKUE 3aHITHS 6
CamocTosTeapHast padboTa o0ydaronumxcs (BCero) 52
3auer T




4. COJAEPKAHUE ITUCHMUILIUHBI, CTPYKTYPUPOBAHHOE 10O TEMAM
(PA3JAEJIAM) C YKASAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMAYECKHNX YACOB U BUJIOB YYEBFHBIX 3AHATHUI

4.1. Pazgenbl IMCOMIVIMHBI W TPYA0EMKOCTh MO0 BHAAM Y4YeOHBbIX 3aHATHH (B
aKaJeMHUYeCcCKHX Yacax)

HanmeHnoBaHMe TeMbI Bcero KoauyecTBo yacoB
KonrakTHas padora Bueayaur.
o pabora
qE) o o Jlekuuu IpakTuuec Camocr.
o1 o c@; KHe pabora
= CleleaTg ol @ o] ¢
AR AR
- - -
1 Cucrema nenonpousBoaCcTBa 9 8 4 2 1 1 4 5
2 [ocymapcTBEHHOE 7 7 2 1 1 1 4 5
perynupoBaHue
IEeIONPON3BOJICTBA
3 |Cucremsbl TOKyMEHTAlUU 8 9 2 1 6 8
4  |Opranuzauus paboTsI c| 10 11 2 2 2 1 6 8
MOKYMEHTaMH
5 [Texnonorus paboThI c| 10 11 2 2 2 1 6 8
IMTOKYMEHTaMHU
6 [MoarotoBka M odopmneHne | 12 12 4 2 2 2 6 8
OTAENbHbIX BUA,0B AOKYMEHTOB
7  [KoudunenumanpHas u 8 7 2 2 6 5
MEXTyHApOHAS TIEPETHCKa
8 |Opranuzanus XpaHEeHUst 8 7 2 2 2 4 5
TOKYMEHTOB
Bcero mo gucuuiinae 72 72 20 14 10 6 42 52
KonTposb + +
|I/IT0r0 72 72

4.2. Copepxanue JMCOMILIMHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3aesiam)

Tema 1. Cucrema 1eJI0nPpOU3BOJACTBA

IIpenmer n copepxanue aucuMIUIMHBL Llenp m 3amaum gucuumuiMHbel. B3anMocBsisb c
JIpYyruMHu JucuuIuiMHamMu. Ponms uH(OpManuu B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX.
CpenactBa Marepuanuzanuu nHdopmanuu. bazoBas TepMHUHOIOTHS, UCTIONb3yeMas B U3J1araeMoun
mucuuruinae.  Vctopust  pa3BuUTHS  Ciny)kO — JokymMeHTaumu B Poccum:  mpukasHoe
JIETIONPOU3BOJICTBO, KOJUIEXKCKOE JENONPOU3BOJACTBO, TE€PMUHOJIOIHUS, HCIOJIb3yeMas MpHU
pabote ¢ qoKyMeHTaMu. J{elIonpon3BOJICTBO KaK OTPACib JEATEILHOCTH B cepe yrnpaBiIeHUs.
Ucropus pa3Butus cinyx0 qokymeHTaruu B Poccun.

Tema 2. I'ocynapcTBeHHOe peryiupoBaHHe 1eJ10NPOU3BOACTBA

3aKOHOIaTeJIbHOE PETYJIMPOBAHKE ACIONPON3BOICTBA. DenepanbHblil 3ak0oH Poccuiickoin
Oeneparun «O0 uHpopmMaruy, MHPOpMAaTH3AUUMU U 3amuTe uUHpopMmanun». DenepanbHble
3akoHBl «OO0  akIMoOHepHBIX obOmecTBax» W «OO0 ob0mecTBax ¢  OTpaHUYCHHOU
OTBETCTBEHHOCTHI0». OCHOBBI 3aKOHO1aTeNbCTBa Poccuiickoit deneparun 06 ApXxuBHOM (GoOHE
Poccuiickoit ®enepanuu. [loctanoBinenune npaBurenbcTtBa Poccuiickoit @enepanuu «llpaBuia
MOJATOTOBKM IPABOBBIX AaKTOB (helepallbHbIX OPraHOB MCIOJHHUTEIBHOM BIACTH M UX




roCy/1apCTBEHHOU perucTpanumny. HopmartusHo-MeToanueckoe peryinupoBaHue
JIEIONPOU3BOJCTBA. ['ocyrapcTBEHHAs CUCTEMa TIOKYMEHTAllMOHHOTO O0eCTieueHus yIpaBIeHUs.
OcHoBHble TON0XKeHHA. OOmme TpeOOBaHUS K JOKYMEHTaM U CIIy)K0aM JOKYMEHTAalMOHHOTO
oOecnieueHus. TumoBass MHCTPYKIMS MO AETONMPOU3BOACTBY B MHUHHUCTEPCTBAX U BEIOMCTBAX
Poccuiickoit  ®enepaumun. ['OCT P 6.30—97 VYCJI VYuudunupoBaHHas cucrema
OpraHU3aIMOHHO-PACTIOPSAAUTENBbHON JOKyMeHTalu. TpeboBanus K 0opOpMIIEHUIO TOKYMEHTOB
(c mamenenusimu ot 21.01.2000 r.). O6mas xapakrepuctuka crangapra [OCT P UCO 154891-
2007.

Tema 3. CucremMbl JOKYyMeHTALMU

Cucrembl gokyMeHTamuu. CucTemMa JTOKyMEHTallud. YHHUQUIIMPOBAHHAS CHCTEMa
JOKYMEHTauu. Y HUPUIUPOBAHHBIN JOKYMEHT. YHupuurpoBaHHas dopma. Enunas
rocynapcrBeHHas cucrema paenomnpou3Boactsa (EI'CI]). Emunas rocymapcTBeHHass cuctema
JNOKyMeHTarmonHoro oOecneuenus ynpasinenuss (EI'CJHOVY): npuuuHbl ee  co3IaHUs.
OcobeHHOCTH TPUMEHEHUS TTOJI0KEeHN ENMHON rocy1apcTBEHHON CUCTEMBI JISJIOPOU3BOJICTBA
B OTpacisfiX HapOJHOrO XO34HMCTBAa: Ha MPENNPHUITHIX, B OpPraHM3alMsIX M YUPEKICHUSIX.
WHCcTpyKIMsS MO JOKYMEHTHPOBAHUIO YIpaBlieHYeCKOW nesTenbHOCTH. CTaHmapTu3amus B
cucTeMax JeJoNpOn3BOACTBA. JIOKYMEHTHI U UX KJIacCU(UKaIUsI

CrangapTU3UpOBaHHOE OMpENETIeHHEe TepMUHA «IOKYMeHT». CrocoObl 3aKkperuieHus
uHpOpMaLIUU [T JTOKYMEHTAIIMOHHOTO HCIOJBb30BaHUA. Pecypchl MCIONB30BaHMS JOKYMEHTA.
MHoroQyHKIIMOHAIBHOCTh JOKyMeHTa. JIOKyMEHT Kak mpeaMeT u pe3yabtaT Tpyaa. OcHoBaHuUs
JUIS CO3JaHUs JOKYMEHTa. YHHU]UKanus 1oKyMeHTOB. [loHsaTHe 0 kiaccudukanum JOKYMEHTOB.
Llens knaccudukanuu gokymeHToB. [lpusHaku knaccuduxanuu AOKYMEHTOB. Bumbl
NoKyMeHTOB. IloHATme pexBu3uTa JOKyMeHTa. Bunel pekBusutoB. [IpaBuna odopmieHHs
pekBU3UTOB MOKyMeHTOB. Dopmymsap-o0pasen. biank nokymenrta. Bumbl 6mankoB. TpeboBanus
K Omankam  gokymeHrtoB. IllaGnonsl. Cucrema  OpraHu3allMOHHO-PACIIOPSAUTEIHHOM
nokymeHnTtanuu [loHsiTHE W Ha3HauYeHUE CHUCTEMbl OPraHU3aLMOHHO - PaACHOPSAUTEIBHOM
JnokyMeHTanuu. OpraHu3aliMOHHbIE JOKYMEHTBI, UX Ha3HAYE€HUE U BUABIL.

Tema 4. Opranuszanusi padoTbl ¢ JOKyMEHTAMU

OOme TpeOOBaHUS K OpraHH3alMU CIY>KOBI JTOKyMeHT00OopoTa. OpraHu3alnuoHHBIC
dopMbl  paboOTBl C JOKYMEHTaMU. THUIOBBIE OPraHMU3aI[MOHHBIE CTPYKTYPBI  CITYXKObI
nenonpousBoAacTBa.  JlokymeHTo000poT.  OcCOOEHHOCTM  OpraHuM3allMd W BEACHHS
JIOKYMEHTO000pOTa Ha TOCYJAPCTBEHHON U MYHHUITUITAILHOM Ci1y)0e. OCHOBHBIC TIOJIOKESHUS 10
pazpaboTke, BHEAPEHUIO M OKCIUTyaTalluu JOKyMeHTooOopoTa. Mcmonb3oBaHue OJaHKOB,
dbopMyIsipoB U MIa0JOHOB B JOKYMEHTOOOOpoTe. OpraHu3allioHHAas CTPYKTypa IepcoHala,
o0ecreunBaroIero padorty ¢ 1oKymMeHTamMu. Buasl paboT ¢ nokymeHTamu. [ pymimel TOKyMEHTOB
B JIOKYMEHTAllMOHHOM oO0OecreueHnu. DTanbl 00pabOTKH BXOIAIIMX TOKYMEHTOB. IlepBuunas
00paboTKa BXOAALIMX JOKYMEHTOB. [IpHHATHE yNpaBleHYECKOTO PELICHHs] MO KOHKPETHOMY
nokyMeHTy. OOpaboTka OTHpaBIsieMbIX JTOKYMEHTOB. Perucrpauus mokymeHTOB. DopMmbl
perucTpani JOKYMEHTOB: LIEHTpaJW30BaHHAas, JCLEHTpalIU30BaHHas, cMmemaHHas. KoHTpoiab
UCIIOJTHEHUS IOKYMEHTOB.

Tema 5. TexHnoJiorusi paéoThl ¢ JOKYMEHTAMH

[IpoGnema coBepiIeHCTBOBAHUSA AOKYMEHT0000poTa. OCHOBHBIE MpaBHJia OpPraHU3alNU
JOKYMEHTOO0OpOoTa. JTambl M TOPAJOK JBWKEHHS JOKyMeHTOB. Ilpuem, oOpabGotka u
pacmpeneneHre MOoCTymaroumx JokyMeHToB. OpraHuszanusi paboTbl C  MOCTYMAIOUUMHU
(«BxomsammmMmu») nokymeHTamu. Ilopsiiok HampaBieHus: Ha UCHOMHEHHE AOKyMeHToB. [Topsmok
paboThl UCHIOTHUTENS ¢ JoKyMeHTamHu. [IpaBuna 06paboTku ucxoasmux JokyMeHToB. [lopsgok
OpraHu3anii  pabOThl C OTHPABIIEMbIMH («HCXOIAIIMMHU») JOKyMeHTamu. [lpaBuia
opraHu3anuy padoTbl € BHYTPEHHHMH JOKyMeHTaMHu. Llenn ¥ OCHOBHBIE NPUHIUIIBI
perucTpanyu  JOKyMeHTOB. HasHadeHne ¥ BB HOMEHKJIATypel Jen. TpeOGoBaHus,
IpeIbsABIsEMbIE K COCTABIICHUIO U 3allOJIHEHUIO (DOPMBI HOMEHKJIATYpPHI JIeJ1 OpraHU3aIiu.

Tema 6. IloaroroBka u opopmiieHne OTAEJBHBIX BUAOB JOKYMEHTOB

OpranuzanvoHHble  JOKYMeHTHl.  CucremMa  OpraHM3alMOHHO-PACTIOPAIUTEIHHOMN



nokyMmeHTanuu [loHsATHE W Ha3HAuUEHUE CUCTEMBl OPraHU3aLMOHHO - PaCHOPSAUTEIBHOU
JokymMeHTauuu. OpraHu3allMOHHbBIE JOKYMEHTBI, UX Ha3HA4€HHE W BU[bI. Y CTAaB NPEANPUATHS.
JoikHoctHass wuHCTpykuus. Ilomoxenme. IllratHoe pacnucanue. IlpaBuna BHYTpEHHEroO
TPYIOBOTO pacnopsnaka. PacriopsautenbHble JOKyMEHThL. PacnopsanTenbHble JOKYMEHTBI, UX
Ha3zHayeHue U BUbl. CXeMa NOJArOTOBKU PaclopsIAUNTEIbHBIX TOKyMEHTOB. IIpuka3. Beimucka u3
npukasza. Pacnopsokenue. Ykazanue. Pemenue. [locranosnenne. [Ipotokon. MudopmanmonHo
CIpaBOYHBbIC JIOKYMEHThl. Ha3HaueHne © OCHOBHBIE BUABI HH()OPMAIIOHHO-CIPABOYHBIX
nokymeHTOB. AKT. Ilporokon. JlokmamHas 3ammcka. OObscHuUTenbHas 3amucka. CrpaBka.
Hoknan. Tenerpamma. Tenedponorpamma. Ilucemo. Popmynsip nucbMa. Bungel mnucem.
DIIEeKTPOHHBIN TOKYMEHTOOOOPOT.

Tema 7. KonguaeHunanbHas ¥ MeKTyHAPOAHAs NePeNuCKa

MesxyHapoaHbIe CTaHAAPTHI IO OPOpPMIIEHUIO JOKYMEHTOB. [IpoekTupoBanre OJaHKOB.
PexBu3uThl MexayHapogHoro mnucbMa. CBeleHuUs, OTHOCSIIMECS K KOH(UICHIMATBbHOM
nHpopmaruu. 3anmTa JOKyMEHTOB, COJIepKaIINX KOMMEPUECKYyro TaiiHy. OpraHu3amusi padboThI
C IOKyMEHTaMH, COACPKAIMMU KOH(PHICHIINATIbHBIC CBEICHHUS.

Tema 8. Opranuszanusi XxpaHeHUs1 JOKYMEHTOB

Homenkuarypa nen. @opmuposanue nein. XpaneHue aeil. [loaroroska nen k apXuBHOMY
xpaHenuto. Ilopsmok mepenaum nem B apXuB. XpaHEHHE JOKYMEHTOB B JJICKTPOHHOMH
¢opme.Cpokn xpaHeHus: nen. OTBETCTBEHHOCTh 3a COXPAHHOCTb JIOKyMeHTOB. IloHsThe
«OKCIEPTU3a LIEHHOCTH JOKYMEHTOB». HOpMaTHBHO-METOINYECKHE U TEOPETHUYECKHUE OCHOBBI
IIPOBEJEHUS SKCIIEPTU3HI LICHHOCTH TOKYMEHTOB. [IpaBuia nepenauun aen Ha XpaHEHUE B apXUB.

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

P33Ile.l'lbl, TEMbI, JTUAAKTHYICCKHEC ¢ANHUIIbI

Tema 1. Cucrema 1eJI0NPOU3BOACTBA

bazoBast TepMHHOJIOTHS, UCHONB3yeMasi B W3JIaraéMod IucHuIuiHe. VcTopust pa3BUTHS CITYKO
JOKyMEHTaluu B Poccuu: mpHKa3HOE EJTOMPOU3BOJICTBO, KOJUIEKCKOE JETOMPOU3BOJICTBO,
TepMuHONIOTHSI, HUCTIONB3yeMasi MpU paboTe ¢ MOKyMEeHTaMu. Jlenompou3BOACTBO KaK OTPaCib
JEATeTLHOCTH B cepe yrpaBiIeHHUS.

Tema 2. I'ocynapcTBeHHOEe peryJiMpoBaHue 1eJI0NPON3BOICTBA

3aKOHOAATEIBHOE PETYIINPOBAHKE AeI0Npon3BoCcTBa. PenepanbHblil 3akoH Poccuiickoit
Oenepannn «O06 nabopmaruu, nHGOpMaTHU3aUK U 3amuTe nHPopManuny. DenepaabHbIe 3aKOHBI
«O06 akMoHepHBIX obmecTBax» 1 «O0 obIIecTBax ¢ OrpaHMYEHHON OTBETCTBEHHOCTHIOY». OCHOBBI
3akoHoarenscTBa Poccuiickoit deneparun 06 ApxuBHoM douze Poccuiickoit denepanun.
ITocranoBnenue npasurenscTBa Poccuiickon @enepaunu «lIpaBuina noaAroTOBKU IIPaBOBBIX aKTOB
(enepanabHBIX OPraHOB MCIOJHUTEIBHON BIACTH U UX TOCYAAPCTBEHHOM PErUCTpaLm.

Tema 3. CucreMbl JOKYyMEHTALMH

Cuctemsl nokyMeHTanuu. Cucrema TOKyMEHTaluU. Y HUUIIMPOBAHHAS CUCTEMa JOKYMEHTAIUH.
YHupUImpoBaHHeIA JOKYMEHT. Y HUbUIIMpoBaHHas Gopma. EnnHas rocyapcTBeHHas cucteMa
nenonpoussoactsa (EI'CJl). MHCTpyKIMS MO JOKYMEHTUPOBAHUIO YIIPABIEHUYECKON ACSTEIbHOCTH.
CranpapTu3anus B CUCTEMAaXx JAEI0NPOU3BOICTBA. JIOKYMEHTBI U UX KIacCU(DUKALMSL.
CraniapTU3MpOBaHHOE OIPEICIEHUE TEPMUHA «IOKYMEHTY». Y HU(pHUKanus J0KyMeHTOB. [ToHaTne
0 Kiaccuukanuu 10KyMeHToB. Llens knaccudukanuu nokymeHnToB. [IpusHaku knaccudukanum
JOKyMEHTOB. Buel 1okyMeHTOB. [loHsTHEe pexBu3uTa 1OKyMeHTa. Buasl pekBu3uToB. IIpaBuna
o(opMIIEHHS PEKBU3UTOB TOKYMEHTOB.

Tema 4. Opranusanus padoTsl ¢ JOKYMEHTAMH

OO6mue TpeGoBaHUS K OPraHU3allUU CIYXKOBI TOKyMeHToo00poTa. OpraHu3aiinoHHbIe POPMBI
paboTsl ¢ fokymMeHTamu. Mcnonb3oBanue 6JaHKOB, (POPMYIISIPOB U Ia0JIOHOB B
ToKyMeHTooOopoTe. Opranu3anmoHHas CTpyKTypa nepcoHaia, 00ecnedrnBaroIero padory ¢
JOKyMeHTaMu. Buasl pabot ¢ fokyMeHTaMu. ['pynimbl TOKyMEHTOB B IOKYMEHTAIIHOHHOM
obecrieueHnn. DTanbl 00pabOTKX BXOSIKMX JOKyMEHTOB. [lepBruHas 00paboTka BXOIAIINX




JOKYMEHTOB. [IpuHsTHE YyIPaBIEHYECKOT0 PEIICHUS 10 KOHKPETHOMY JOKyMeHTy. O0paboTka
OTHPABIISIEMBIX JOKYMEHTOB. Peructpanus 1okymeHToB. @OpMbI perucTpaiui J10KyMEHTOB:
HEHTpaIn30BaHHasl, JeleHTpaIn30BaHHasl, cMelIaHHas. KOHTposb HCIIOIHEHUS! JOKYMEHTOB.

Tema 5. TexnoJsiorusi padoThl ¢ JOKYyMEHTAMH

OCHOBHBIE NpaBHJIa OPTraHU3AIMH TOKYMEHT0000pOTa. DTAIbl U MOPSAAOK JABIKCHUS JOKYMEHTOB.
[Ipuem, oOpaGoTka W pacmpeneneHue MOCTYMAIUX JAOKyMEeHToB. OpraHu3anus paboOThl ¢
HOCTYMAIOMMMHU  («BXOAALIIMMHU») HOKyMeHTaMH. [lopsgok HampaBieHHsT Ha HCIIOJHEHHUE
NOKyMeHTOB. [lopsiok paOoThl MCHOTHUTENS € JOKyMeHTaMHu. IIpaBmia oOpabOTKH MCXOISIIMX
TnokyMeHTOB. [lopsiok opranu3amuu paboTHI ¢ OTIPABISAEMBIMA («HCXOASIIMMNY)) TOKYMEHTaMU.
Lenu 1 OCHOBHBIE IPUHIUITBI PETUCTPALIUHN JOKYMEHTOB. HasHaueHne u BUbl HOMEHKIIATYPHI JeI1.

Tema 6. IloaroroBka u ogopmiieHHe OTAJIbHBIX BUT0B JOKYMEHTOB

OpranusannonHsle JOKyMeHTBHL. (CHcTeMa OpraHU3alMOHHO-PACHOPSIUTEIIBHON JTOKYMEHTALMH
IloHdaTHE ¥ Ha3HAYEHHE CUCTEMBl OPraHU3aLUOHHO - PACHOPSIUTENBHON JOKYMEHTALUU.
OpranusanvoHHBIE TOKYMEHTBI, MX HAa3HA4€HHWE M BUABL. YCTaB Npeanpusatus. JlOmKHOCTHAS
uHcrpykuus. Ilonoxenue. llltatHoe pacnucanue. [IpaBuia BHyTpEeHHEro TpyAOBOrO pacropsiika.
PacnopsinuTenbHbIe TOKYMEHTBL. PacniopsauTenbHble JOKYMEHTHI, UX Ha3HadyeHue U BUAbl. Cxema
IIOATOTOBKU PACIOPSAAUTENBHBIX JOKyMEHTOB. IIpuka3. Beimucka u3 mpukasa. Pacnopsokxenue.
Vkazanue. Pemenue. [loctanosnenue. [Ipotokout.

Tema 7. KonguaeHnuanbHas 1 Me;KIyHAPOAHAS NepenucKa

MexxayHapoHble CTaHIapThl 1O O(OPMIIEHHIO JOKyMEHTOB. CBeneHHs, OTHOCSLIUECS K
KOH(pHICHIIMATBHON HH(pOpManuu. 3amuTa JOKYMEHTOB, COJEp)KAIUX KOMMEPUYECKYI0 TaiHYy.
Opranusanus paboTsl ¢ JOKyMEHTaMHU, COAEPKAIMMU KOH(PHICHIINATIbHbBIE CBEICHHUS.

Tema 8. Opranusanusi XpaHeHUs JOKYMEHTOB

Homenknarypa nen. @opmuposanue aein. Xpanenue aei. [loaroroska nen Kk apXUBHOMY
xpaHenuto. [Topsiok nmepenaun e B apxuB. XpaHEHHE IOKYMEHTOB B DJICKTPOHHOU (hopme.
Cpoxku xpaHenus z1e1. OTBETCTBEHHOCTD 3a COXPAaHHOCTh JOKYMEHTOB.

4.4. CogepxaHue caMOCTOSTEJIbHOI PadOThI

Pa3nennl, TeMbl, TUIAKTHYECKHE eTHHUIBI

Tema 1. Cucrema 1eJI0IPOU3BOACTBA

HpellMeT n coz[epxcaHHe AUCIUITIINHBI. Heﬂb 1 3aga4uu JUCIHUIIJINHBIL. BBaI/IMOCBHBB C ,Z[pyFI/IMI/I
qUucHUIInHaMu. Poibs wHGOpMaMyu B COBPEMEHHBIX OOIIECTBEHHBIX OTHOMIEHUsAX. CpeacTtra
MatepHuanu3anuu napopmanuu. Mcropus pazButus ciayx0 gokymenraiuu B Poccun.

Tema 2. I'ocynapcTBeHHOe peryJiMpoBaHue 1eJI0NPOU3BOICTBA

HopmartuBHO-MeTOAMUYECKOE PErYIMPOBAaHUE IE€TIONPOU3BOACTBA. I'0CyJapCcTBEHHAs cUCTEMA
JTOKYMEHTaIlMOHHOTO o0ecnieueHus ynpapieHusi. OCHOBHBbIE nosoxenus. O61mue TpeGoBaHus K
JIOKYMEHTaM H CIIyk0aM JTOKyMEHTAllMOHHOTO obecrieueHus. TunoBast MHCTPYKLHUS 1O
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAX U BegoMcTBax Poccuiickoit ®enepamuu. [OCT P 6.30—97
YC/J YuudunupoBaHHasi CHCTEMa OPraHU3alMOHHO-PACTIOPAAUTEIBHON TOKYMEHTALIUH.
TpeboBanus k oopmiIeHHIO TOKYMEHTOB (¢ u3MeHerussMu ot 21.01.2000 r.). O6mias
xapakrepuctuka crangapra 'OCT P ICO 154891-2007.

Tema 3. CucremMbl JIOKYMEHTALNH

Enwnas rocymapcTBeHHas cucTeMa JoKyMeHTarnoHHoro ooecnedenus ynpasienus (ETCAOY):
IpUYHHBI ee co3ganus. OCOOCHHOCTH MPUMEHEHUS MOJI0KeHnH EnuHol rocynapcTBeHHON
CUCTEMBI JIETIONIPOU3BOICTBA B OTPACIISIX HAPOAHOIO XO35ICTBA: HA MPEANPUATHSX, B
opranm3anusax u yupexaeHusx. [Ipasuna opopmiieHns peKBU3UTOB JOKYMEHTOB. DopMmyIsip-
obpasern. brank gokymenTa. Buapl 6;mankoB. TpeGoBanus k 61ankam 10KyMeHTOB. [11a0moHBLI.
CucreMa opraHu3aIOHHO-PACTIOPSAUTEIBHON JoOKyMeHTauu [loHATHEe 1 Ha3HAUYE€HUE CHCTEMBbI
OpPTraHMU3AIMOHHO - PACTIOPSIUTENbHON JOKyMeHTaluu. OpraHu3alioHHbIE JOKYMEHTBI, UX
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Ha3Ha4YCHUEC U BUBI.

Tema 4. Opranusanus padoTsl ¢ JOKYMEHTAMH

TunoBsle opraHu3alOHHBIE CTPYKTYPHI CIIY>KOBI AEIONPOU3BOACTBA. JJOKyMEHTOOOO0POT.
OcoOeHHOCTH OpTraHu3allK U BEICHUS IOKyMEHTO000pOTa Ha rOCyJapCTBEHHON U
MYHUIUTIATBHOH cityk0e. OCHOBHBIE MOJ0XKEHNUS 110 pa3paboTKe, BHEAPEHUIO U KCILTyaTalluH
JIOKyMEHTO000pOoTA.

Tema 5. TexnoJsiorusi padoThl ¢ JOKYyMEHTAMH

[IpoGnema coBepiIeHCTBOBaHHS JOKyMeHTooOopora. IlpaBmma opraHu3zamuu  paboOTBl  C
BHYTPCHHUMH JIOKyMEHTaMHu. TpeOoBaHuUs, MpeIbsBIIEMble K COCTABICHHIO W 3allOJHEHHUIO
(bopMbI HOMEHKJIATYPBI 1€JT OpraHU3aI1H.

Tema 6. IloaroroBka u oopmiieHHe OTAEJIbHBIX BUT0B JOKYMEHTOB

HNudopmalinoHHO cIipaBOYHbIE JOKYMEHTHl. HazHaueHMe M OCHOBHBIE BHbI MH(GOPMAIMOHHO-
CIpaBOYHBIX JTOKyMEHTOB. AKT. [Ipotokon. Jlokmamgnas 3ammcka. OOBSICHUTENBHAS 3aMKCKAa.
Cnpaska. Jloxman. Tenerpamma. Tenedponorpamma. [Tucemo. @opmynsip nmuceMa. Bunbr mucem.

Tema 7. KonpuaeHunaabHas 1 MeKIYHAPOAHASA MePennucKa

PexBu3uTBl MeXIyHapoAHOro mucbMa. CBelneHHs, OTHOCAUIMECS K KOH(PUICHIMATBHOM
nH(popmaruu. 3amura JOKYMEHTOB, COJIepKaIINX KOMMepUYecKyto TaiiHy. OpraHusamus paboTsl ¢
JOKYMCHTaMH, COACPKAllITUMU KOH(i)I/I,Z[eHI_[I/IaJII:Hble CBCICHUA.

Tema 8. Opranusanusi XpaHeHUs JOKYMEHTOB

[lonsaTHe «3KCHepTH3a LEHHOCTH JOKYMEHTOBY». HOpMaTHBHO-METOAMYECKHE U TEOPETHUYECKHUE
OCHOBBI MPOBEACHUS SKCIEPTU3bI LIEHHOCTH JTOKYMEHTOB. [IpaBuia nepegaun Aen Ha XpaHEHHE B
apxus.

5. KOHTPOJIb KAYECTBA OCBOEHMSA JUCIIAITJIMHBbI

Texkymuit KOHTPOJIb U MPOMEXKYTOUHAsI aTTECTAllUs OCYIIECTBISIOTCS B COOTBETCTBUU C
«IlonoxkeHMEM O TEKYLIEM KOHTPOJE YCIEBAEMOCTH M MPOMEKYTOUHOM aTTeCTaluu
oOydJaronuxcsi B ABTOHOMHOUM HEKOMMepUecKoi opranmu3anuu «O0pa3zoBaTeibHas OpraHu3aus
BBICIIIEr0 00pa30BaHUs» «Y HUBEPCUTET SKOHOMHUKHU U YITPABIICHUS.

Buag npomexyroyHoil arrtectauuu — 3ader. Popma MNPOBEACHUS TPOMEKYTOUHOU
arrecraluu — MUCbMEHHBIN 3a4eT.

@OoH/| OIIEHOYHBIX CPEJICTB MO AUCIUIIMHE MPUBEAECH B npuiioxkeHun Kk PITJI.

6. YHEBHO-METOJUYECKOE OBECIIEYEHHUE JUCHUITJINHbBI

1. Eropuenko, T. M. OcHOBBI A€nONpPON3BOACTBA B YIPABIECHUU: ONOPHBIM KOHCIIEKT
nexuwmii / T. U. Eropuenko - Cumdeponons: AHO «OOBO» «YDV», 2022. - 114 c.

2. Eropuenko, T. M. OcHOBBI A€NONPOU3BOACTBA B YIPABIEHUU: IUIAH CEMUHAPCKUX
(mpakTHUYecKux) 3aHATUN U Metoaumdeckue pexomeHmanuu/ T.M. Eropuenko — Cumdbeponos:
AHO «OOBO» «YDVY», 2022. - 23 c.

3. Eropuenko, T. M. OcCHOBBI J€T0NPOU3BOACTBA B YIPABICHUH: METOANYECKHE
PEKOMEHJAIMU M0 OpPraHU3allMd CaMOCTOSTENbHON paborel cryneHToB / T. WM. Eropuenko —
Cumdeponons: AHO «OOBO» «YHUBEpCUTET SKOHOMHUKH | YIIpaBiaeHUs», 2022, — 18c.

7. MIEPEYEHb OCHOBHOM U JOMOJHUTEJBbHON YYEFHOU JIUTEPATYPBI,
HEOBXOJIUMOM JIJIsI OCBOEHUA JUCIUATLIIAHBI

@) OCHOGHaA yueOHasn numepamypa:

1.Eropuenko, T. 1. Jlenonpon3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPHUITHH : YieOHOE
nocobue (kypc snekuuit) / T. U. Eropuenko. — Cumdepomnons : YHUBEPCUTET SKOHOMUKU H
ynpasienus, 2023. — 268 c. — Tekct : anextpoHHsIi // LudpoBoii 00pazoBaTenbHbI pecypc

11




IPR SMART : [caiitr]. — URL: https://www.iprbookshop.ru/136265.html (nara oGpameHus:
22.01.2025). — Pesxxum goctyna: it aBTOPU3HP. TTOJIb30BATENCH

2. Kyzuenosa, U. B. KoHduaeHuuampHOE IEIOMPOU3BOJICTBO U  3alUIICHHBINA
3JICKTPOHHBINA IOKYMEHT0000pOT : yueOHoe mocodue / M. B. Ky3nenona, I'. A. Xauatpsn. — 2-¢
3. — Mocksa : Ail [Iu Ap Menua, 2025. — 192 c. — ISBN 978-5-4497-3878-3. — Tekcr :
anexktpoHHbd // IludpoBori obOpazoBatenbHblli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/145149.html (nara oGpamenus: 22.01.2025). — Pexxum poctyna:
JUTS aBTOPHU3UP. TTOJIb30BaTeINeH

3. Pabosa, C. B. JlokyMeHTallMOHHOE OOecreueHre YIMpPaBICHUECKOW AEATENbHOCTH !

yueObnoe mocobue / C. B. PsboBa. — VipsHOBCK : VYIbSHOBCKUNW TOCYIapCTBEHHBIN
TexHuueckud yHusepcuter, 2021. — 341 c. — ISBN 978-5-9795-2106-0. — Tekct :
anexktpoHHbrd // IludpoBori obOpazoBatenbHblli pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/121268.html (nara oGpamenus: 22.01.2025). — Pexxum poctyna:
JUTsL aBTOPU3UP. TIOJIb30BaTeNel

JlomosHuTeENBHAS:

4. bproxosa, O. 0. KanpoBoe agMUHUCTPUPOBAHKE U SJEKTPOHHBIA JOKYMEHTOOOOPOT :
kypc nekmuit / O. FO. bproxoBa, A. C. Tumoxuna. — ExarepunOypr : VYpaibckuii
rOCyJapCTBEHHBIN YHUBEpPCUTET myTer cooobmenns, 2023. — 200 ¢. — TeKcCT : 2JIeKTpOHHBIH //
Hudposoii  obOpazoBarenpHbli  pecypc IPR SMART :  [caéit] —  URL:
https://www.iprbookshop.ru/149703.html (mara oOpamenus: 22.01.2025). — Pexxum pocrymna:
JUTSL aBTOPU3UP. TIOJB30BaTENeH

5. AnekceeBa, T. B. [lokymeHnTanmonHoe odecnedeHue ympasieHus : yueonuk / T. B.
AnekceeBa, O. A. CrpaxoB. — Mocksa : Yauepcuretr «Cuneprus», 2020. — 132 c. — ISBN
978-5-4257-0402-3. — Tekct : snextpoHHbid // LudpoBoii obpazoBatenbHBI pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/101344.html (mara oOGpamieHus:
22.01.2025). — Pesxxum goctyna: it aBTOPU3HP. TOJIb30BATENCH

8. IEPEYEHb PECYPCOB HH®OPMAIIMOHHO-TEJTEKOMMYHUKAIIMOHHOM
CETU <MHTEPHET», HEOBXOJMUMBbIX J1JIA OCBOEHUA JUCHUIIJINHBI

1. DnextponHas 6ubnuoreunas cucrema «IPRsmarty [DnexTpoHHslil pecype]. — Pexxum
nocryna: http://www.iprbooksshop.ru.

2. eLIBRARY.RU: nayunas snektpoHHas OuOnmoreka: caiT. — Mocksa, 2000. — URL:
https://elibrary.ru. — Pexxum poctyna: 1uist 3aperucTpup. moib3oBaTteneil. — TeKCT: 3JeKTPOHHBIMH.

3. ObunmaneHpli  calT mpaButenbcTBa  Poccmiickont  ®enepammu. —  URL:
http://www.government.ru.

4. OdummanpHeiii cailT MunucrepctBa ¢dunancoB Poccuiickoit ®deneparmu. — URL:
http://www.minfin.ru.

5. OdunmaneHpi  caiT MUHHCTEPCTBA IKOHOMHYECKOTO pa3BuTUA Poccuiickoi
®enepanun. — URL: http://www.economy.gov.ru.

6. Odunmaneueiii cait [{enTpanbroro 6anka Poccun. — URL: http://www.cbr.ru.

7. Obunmaneupiii  caiit  @DepepanpHoi  HamoroBod  ciayxOber PO -  URL:
http://www.nalog.ru.

8. Odunmanbublii cailt PenepanbHO cayxObl rocynapcTBeHHON cratuctuku. — URL:
http://www.gks.ru.

9. Odunmaneueiii cadt OenepanbHON caykO0bl 0 puHAHCOBOMY MOHHTOPUHTY. — URL:
http://www.fedsfm.ru.

10. OdunuanbHpii  callT TeppuropuanbHoro opraHa @DegepanbHO  CIyXKOBI
rocynapctBeHHO#M cratuctuku 1o Pecryonmuke Kpeim (Kpeimcrar) [DnekTponHbli pecype]. —
Pexxum noctyna: https://crimea.gks.ru/.

11. Caiitr ®doHma NOpPe3UICHTCKUX TPaHTOB, HA KOTOPOM MPEACTABICHBI ONUCAHUS
npoektoB HKO, yuactBoBaBHmIMX B KOHKypcax @oHAa, ¢ BO3MOXHOCTBbIO (uibTpa 110

12


http://www.iprbooksshop.ru/
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https://crimea.gks.ru/

HalpaBJICHUSM peall3allii IMPOEKTOB, ropogam u peruoHam OasupoBanuss HKO wu jp.:
https://mpe3unnentckuerpanTsl.pd/public/application/cards.

12. Enqunas uadopmarmonnas cucrema JJOBPO.P® Jlo6po.Llentpst (dobro.ru).

13. Emunbeit  Peectp CyOBEKTOB Maloro ¥ CPEAHETO MPEANPHUHHUMATEIbCTBA
https://ofd.nalog.ru/search.html?mode=extended.

14. Karanor conuanbHbIX Tpeanpusatuid https://soindex.ru/.

15. [IpumMeps! cTyIeHYECKUX MTPOEKTOB AOCTYIHBI 1O cebuike: https://clck.ru/3584JB

9. METOAUYECKHUE YKA3ZAHUA IJI51 OB YYAIOIIUXCS
11O OCBOEHUMIO TN CHUIIJIMHBI

[Ipu mpoBeneHMM JEKIMH, CEMHUHAPCKUX (MPAKTHYECKUX) 3aHSATHNA, CaMOCTOSATEIbHOU
pabore 00OydarOmUXCs TMPUMEHSIOTCS MHTEPAKTUBHBIE ()OPMBI TPOBEACHHS 3aHSATUN C IEIBIO
MOTPYKEHHSI 00YJaIoOIUXCsl B peasibHYyt0 aTMochepy NMpodecCHOHATBHOTO COTPYIHUYECTBA 10
pa3pemieHnto mpooyieM, ONTUMATbHON BBIPAOOTKHM HABBIKOB M KaYeCTB OyAYIIETO CHEIUAIIACTA.
WuTepaktuBHbIe (HOPMBI IPOBEACHUS 3aHATHI MpernoaaraloT oo0ydeHue B coTpyaHuuectse. Bee
YYaCTHHKH 00pa30BaTEeNbHOIO Ipolecca (MpernoaaBaTelib U 00yJaromuecs) B3auMOACHCTBYIOT
JIpyr C ApyroM, oOMEeHHBaIOTCS HMHGOpMAIMEl, COBMECTHO pEHIAlOT MPOOJIEMbI, MOJCTUPYIOT
CUTYAITHIO.

B ydue6HOM mpoliecce NCTIOMB3YIOTCS HHTEPAKTUBHbBIE (POPMBI 3aHITHIA:

- TBOpYECKOE 3a/laHue. BBIMOIHEHHE TBOPUYECKUX 3aJaHuil TpeOyeT oT o0ydaromerocs
BOCIIPOM3BEICHUE MOTYYEHHON paHee HHpopMalu B popme, omnpeaenseMoil npenoiaBaTeneM,
U TpeOyroIel TBOPUECKOTO MOAX0/1a;

- TpymnmoBoe obcyxaeHue. ['pynmoBoe 00Cy)aeHnEe KOro-Iu00 BOIpOCca HAMPaBICHO Ha
JOCTVIKEHUH JTYYIIIEr0 B3aWMMOMOHMMAHUS M CHOCOOCTBYET JyYIIEeMY YCBOCHHIO H3yd4aeMOro
MaTepuana.

B xone ocBOGHHSI MUCHUIUIMHBI MIPH MPOBEICHUN KOHTAKTHBIX 3aHATUN HCIIONB3YIOTCS
cienyromuye (GopMbl 00y4YEHHs, CIIOCOOCTBYIONIHE (DOPMUPOBAHUIO KOMIETEHITUN: JICKITUH-
TUCKYCCHM, KEHC-METOM; pelIeHHEe 3a/1ay; CUTyallMOHHBIA aHanm3; oOcyxaeHue pedepaToB u
JOKJIaJI0B; pa3paboTKa rpyHIOBBIX MPOEKTOB; BCTPEUU C MPEICTABUTENIIMU TOCYJaPCTBEHHBIX U
OOIIECTBEHHBIX OpPTraHU3aINN.

10. TIEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOTUI, UCTTOJIb3YEMBIX ITPH
OCYHIECTBJIEHUH OBPA3OBATEJIBHOI'O ITPOLHECCA 110 JTUCHUIIJIMHE,
BKJUIIOYASA IEPEYEHDB ITPOI'PAMMHOI'O OBECIIEYEHUA U
NHO®OPMAIIMOHHBIX CITPABOYHbIX CUCTEM (ITPM HEOBXOJINMOCTH)

B mpouecce NEKIMOHHBIX M MPAKTUYECKUX 3aHATUN HCIOJB3YETCS CIEAyHOLIee
IporpaMMHOE 0OecrieueHHe:

1) mporpammsl, obecneunBaroniye aocTyn B ceTh «MuTepHer» (Hampumep, «Google
chromey);

2) mnporpammbl, JE€MOHCTpAlMd BHJEO MaTepualoB (HAIpUMeEp, IPOUTPHIBATEND
«Windows Media Playery);

3) mporpammbl Ui JAEMOHCTpAallMM M CO3JaHHs Hpe3eHTanuid (Hampumep, «Microsoft
PowerPoint).

11. ONMCAHUE MATEPHAJBLHO-TEXHUYECKOT'O OBECIIEYEHMS,
HEOBXOJMMOT O JUISI OCYIIECTBJIEHUS OBPA30OBATEJILHOT'O ITPOIIECCA
MO JUCHMUILINHE

Jnst  mpenogaBaHus — JAMCIHUIUIMHBL  HE TpeOyeTcs CHenuadbHbIX MaTepHaIbHO-
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https://%D0%BF%D1%80%D0%B5%D0%B7%D0%B8%D0%B4%D0%B5%D0%BD%D1%82%D1%81%D0%BA%D0%B8%D0%B5%D0%B3%D1%80%D0%B0%D0%BD%D1%82%D1%8B.%D1%80%D1%84/public/application/cards
https://center.dobro.ru/
https://ofd.nalog.ru/search.html?mode=extended
https://soindex.ru/
https://clck.ru/3584JB

TEXHUYECKHUX CPENCTB (Ja00paTOPHOTrO 000PYAOBaHUS, KOMIIBIOTEPHBIX KJIACCOB M T.11.). OIHAKO
BO BpeMsl JIGKIIMOHHBIX 3aHSATHM, KOTOpbIE MPOBOJATCSA B OOJIBIION ayTUTOPUH, HUCIOJIB30BaTh
MPOEKTOP AJIsL IEMOHCTPAIUH CIAiIOB, CXeM, TaOIUI] U MPOYEro Marepualia, MyJIbTHMEIUHHBIC
npoekTopbl Epson, Benq ViewSonic; skpanbl s mpoekTopoB; HOyTOykm Asus, Lenovo,
MHUKPO(OHBI.

[lepeueHb  JTUIEH3MOHHOTO W CBOOOAHO  PACHPOCTPAHSIEMOrO  MPOrPAMMHOTO
obOecrievyeHrs, B TOM YHCJIE OTEYECTBEHHOTo mpousBojacTBa: Microsoft, Windows, Microsoft
Office, LibreOffice, Apxuarop 7-zip, Adobe Reader, Koncynsrantllmoc, Kaspersky Security,
VLC, Media Player, [IpomeTei.
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