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Wupekc TUCHUITIIVHEL 1O
yaeOHOMY IIIaHy

HanmenoBanne QUCHUITIMHEI

b1.B./1B.04.01

JOKYMEHTAIHMOHHOE OBECIIEYEHHE
YIPABJIEHUSA TIEPCOHAJIOM

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
MEPCOHAJIOM Ha OCHOBE HAy4yHO OOOCHOBAHHBIX NPUHIUIIOB U
METOJ/IOB €T0 COBEPIICHCTBOBAHMS.

Mecto JUCHUILIINHBI B

JlucuumHa OTHOCUTCS K «JluciumiuHaM 1o BeIOOpY 4» yacTw,

crpykrype OIIOIT GopMupyeMOli  ydacTHMKaMu  00pa30BATEIbHLIX  OTHOIICHMIA
6moka 1 mporpammbl 6akanaBpuaTa
Komnerenuuu, TIK-7

(dbopMupyeMBbIe B pe3yIbTaTe
OCBOEHUSI UCLIUIIIIMHBI

ConeprkaHue JUCITUTUTMHBI

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

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

Tema 3. CoBpeMEHHOE 3aKOHOJATEIbHOE pEryJIUpOBaHUE U
HOPMAaTHUBHO-METOIUYECKOE obecrieyeHne B obmactu
JIeJIONPOU3BO/ICTBA U APXUBHOTO JIENIa.

Tema 4. Crpykrypa aokymeHTta. TpeOoBaHus K OGOpPMIICHHIO
PEKBU3UTOB CIIY)KEOHBIX JOKYMEHTOB

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

Tema 6. Cucremsl nokymeHTauuu. OdopmieHue yrpaBiIeHIeCKUX
JIOKYMEHTOB

Tema 7. TexHonoruu paboThI C TOKyMEHTaMHU

Tema 8. OcobeHHocTH pabOTBI €  JTOKYMEHTHPOBAHHOM
uH(pOpManreil OrpaHMYEeHHOTO JI0CTYTIa

OO0mas TpyI0eMKOCTh
TIACIUTUIAHBI

OOmast TpyI0eMKOCTb AWCLMIUIMHBI COCTABISIET 4 3aueTHHIE €AMHULIBI
(144 gaca)

®dopma MpoMeKyTOUHON
aTTeCcTaluu

3aueTr




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 o0eceueHne JUCIUIUITNHEI

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
00pa30BaTeNbHOTO MpoIiecca Mo JUCIUIUINHE

[Ipunoxenue 1. ®OHJ OLICHOYHBIX CPEACTB AJI MPOBEACHUSI TPOMEKYTOUHON
aTTecTaluy 0Oy4YaroluXcs M0 AUCHUTIIIMHE

[Ipunoxenne 2.Kpurepuu onennanus aius @OC
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1. HEJIb U IIEPEYEHD IINTAHUPYEMBIX PE3YJIbTATOB OBYUYEHMUS 110
JUCHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMHU PE3YJIbTATAMHM
OCBOEHMS TIPOT'PAMMBbI BAKAJIABPUATA

Henpto wm3yuyenuss muctumuiiabl b1.B.J[B.04.01 JlokymMeHTalmoHHOE oOOecIeYeHHE
yIIpaBJICHUS IEPCOHAJIOM SIBJIIETCS] U3y4eHHUE 0COOEHHOCTEH (POPMUPOBAHUS U Pa3BUTHS CUCTEM
HAI[MOHAJIBLHOTO JIEJIONPOU3BOJCTBA B PA3JIIMYHBIE MCTOPUYECKHE IEPUOJbI, O3HAKOMIIEHHE C
TEOpHUEH W TPAKTUKOM OpraHM3alUUd COBPEMEHHOIO JOKYMEHTAlMOHHOTO OOecreueHUs
yIpaBJICEHUS] TEPCOHAJIOM HAa OCHOBE HAY4YHO OOOCHOBAHHBIX MPHUHIUIIOB U METOJIOB €ro
COBEPUICHCTBOBAHHS.

B pesynbrare ocBoenuss OIIOIl OakanmaBpuata oOydarouiuiics IODKEH OBIAIETh
CIIEITYIOLIMMHU Pe3yIbTaTaMH OOYy4EeHUS [0 JUCLUILINHE:

Koawbl Pe3yabTaTsl IlepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUs
KOMIIETEHIINH ocsoenus OIIOII 10 TMCIUIIINHE
[IK-7 Cnocoben [IK-7.1 3Haer TeopeTHUYECKHME U METOJIUYECKUE
pa3pabaThiBaTh, OCHOBBI KOPHOPATUBHOW COLUUAIBHON M KaJapOBOM
peaanu30oBbIBATD, [MOJIMTUKU OpTraHU3alliN;
aIMUHUCTPUPOBATH [1K-7.2 VYwmeer pa3pabarbiBaTh W peaTnM30BHIBATH
KOPIOPATUBHYIO KOPIMOPATUBHYIO  COLMAJIIBHYIO  TOJUTUKY B
COLIMAJILHYIO MOJMTHUKY [COOTBETCTBUM C OCHOBHBIMH 3ajjauaMu B 00jacTu
BO B3aMMOCBSI3H C yIIpaBJICHUS IEPCOHATIOM;
kaapoBoi nosutukor  |[IK-7.3 Bnageer HaBbIKaMu aIMUHUCTPUPOBAHUS U
OopraHu3aIu TOKyMeHTOOOOpOoTa B mporecce  pa3paboTku
KOpPIOPAaTUBHON COLMAIBHON U KAaJApPOBOW MOJHUTHKU
OpraHu3alu

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOIIBAKAJIABPUATA

Hucrunmmaa B1.B.JIB.04.01  JlokymMeHTanMOHHOE  OOECIE€YeHHE  YIPABIICHHS
MEPCOHAIIOM OTHOCUTCS K «JlucrurimaaM mo BeIOOpY 4» 4acT, GOpMUPYEMON ydacTHUKAMU
00pa3oBaTeNbHBIX OTHONIICHUH Oyioka 1 mporpamMmsl OakajnaBpyuara 110 HaIPaBICHHUIO
noarotoBku 38.03.03 YnpasiieHne nepcoHanoM.

Hucrunmmaa B1.B.JIB.04.01  JlokymMeHTanMoOHHOE  OOECIEYeHHE  YIPaBICHHS
[EPCOHAIOM H3ydaeTcs OOy4arolMMHUCS OYHOW M OYHO-3a04HOI (opmbl 0OydeHus B 8 u 9
CEMECTpax COOTBETCTBEHHO.

Obnacte  mpodeccHOHANbHOM  NEATENPHOCTH, Ha  KOTOPYIO  OpUEHTHPYET
aucnurinHa  JIOKyMeHTaIllmOHHOE OOECTIeYeHHE YIpaBlIeHUS MepcoHaioM, BiiaoyaeT: 07
AMUHUCTPATUBHO-YTIPaBlIeHYeCKas U OUCHAS IEITeITbHOCTb.

Tunsl 3amau w 3agaud TpPodEecCHOHANBHOM JEATENbHOCTH, K KOTOPbIM TOTOBUTCS
oOyyaromuics, onpeaesaeHbl y4eOHbIM MJIAHOM, & UMEHHO:

— cobuparts HHGOPMAITHIO O TIOTPEOHOCTSIX OpraHU3aIliH B IIEPCOHAJIC;

— OCYILIECTBIISAITH TIOKYMEHTOOOOPOT IO 00ECTICYEHHIO IIEPCOHATIOM;

— OCYILECTBIIATH IOKYMEHTOOOOPOT TI0 Pa3BUTHIO U MPO(ECCHOHATLHON Kapbepe, 00y4YeHHIO,
aJIanTalyy ¥ CTAKUPOBKE TIEPCOHATIA;

— OCYIIECTBIISATH IOKYMEHTOOOOPOT 10 OpraHU3aliK Tpy/ia U oIulaTe Tpy/a nepcoHaia.

3. OBBbEM JUCHHUIIVIMHBI B 3AYETHBIX EJIMHUIIAX C YKASAHUEM
KO/INYECTBA AKAJEMHUYECKUX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
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PABOTY OBYUYAIOIIIUXCA C MPENOJABATEJEM (IIO BUJIAM 3AHATUN) UHA
CAMOCTOATEJIBHYIO PABOTY OB YYAIO LU XCA

OO6mast TpyI0eMKOCTh (00beM) TUCHUIUIMHBI COCTABISIET 4 3a4eTHBIX €IUHHUIEI (3.€.),
144 akanemMuyeckux vaca.

3.1. O0béM TMCUMITUHBI 0 BUAAM Y4eOHBbIX 3aHATHH (B Yacax)
st ounoii popmbl 00yUeHHs1
OO61mast TpyA0EMKOCTh TUCIUTUIMHBI COCTaBIsAET 4 3a4€THRIX equHuIbl 144 yaca

O0BEM THCHUIIINHBI Bcero yacos

OO611ast TPYT0EMKOCTh JUCITUTITUHBI 144
KonrtakTHas pabora 44
AynautopHas pabora (BCero): 44
Jlexun 28
CeMuHAphl, TPAKTUYECKUE 3aHSATUS 16
CamocTosiTenbHast paboTta o0ydaronuxcs (BCero) 100
KypcoBas pabota -
3auer T
DK3aMEH -

st ouH0-32049HOI GopMBbI 00yUeHH S
OO6mast TpyA0EMKOCTh TUCIUTUIMHBI COCTaBIsAeT 4 3a4€THRIX equHuIbl 144 yaca

O0BEM THCHUIIINHBI Bcero uacos

OO611ast TPYI0EMKOCTh JUCITUTITUHBI 144
KonrtakTHas pabora 34
AynauTopHas pabora (BCero): 34
Jlekuun 22
CeMuHapbl, IPaKTUUECKUE 3aHATHS 12
CamMocTosiTenbHas paboTa o0yyaronuxcs (BCero) 110
Kypcoas pabora -

3auer T

DK3aMeH -

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

4.1. Pa3mennl AMCHMILVIMHBI ¥ TPYAOEMKOCTb 10 BHAaM y4eOHbIX 3aHATHI (B
aKaJeMHU4YeCKHX 4acax)

Ne TeMbI

HanmeHoBaHHE TEMBbI Bcero KosudecTBO yacoB
KonTakTHas paéora Bueayaur.
padora
Qo Jexkuun IIpakTuyec | CamocT.
e | &
= n KHe padora
o Q o (@) o Qo o Qo
&€ | & | & | 2| & |8
Sl o | @ | o| @ |0




Tema 1. Ilpenmer, comepxkanue u| 12 14 2 2 10 12
3aJaui Kypca.

Tema 2. IloHsiTHE O JOKYMEHTE.
DyHKIMH, CBOICTBA,
KJ1accuuKanus TOKyMEHTOB

20 20 4 4 2 2 14 14

Tema 3. CoBpeMeHHOE
3aKOHOJATEIbHOE PETyIUPOBAHHUE U
HOPMAaTUBHO-METOUYECKOE 20 22 4 4 2 2 14 16
o0ecrnieueHue B obnactu
ACJIOMPOU3BOACTBA )41 APXUBHOT'O
Jena.

Tema 4. CrpykTypa MAOKyMEHTAa.
TpebGoBanus K opopmiieHuro | 22 18 4 2 4 2 14 14

PEKBHU3UTOB CITy’K€OHBIX

JIOKYMEHTOB

Tema 5. Buzapl 67aHKOB CITy>KeOHBIX 14 18 ) ) ) ) 10 14

JOKYMEHTOB, POEKTUPOBAHUE

OJIaHKOB

geMa 6. CucreMbl JOKYMEHTAIIUU. ” 20 4 4 4 ) 14 14
dopmiieHne YIPaBIECHYECKUX

JIOKYMEHTOB

Tema 7. TexHomorum paboTel c¢| 16 16 4 2 2 2 10 12
JIOKYMEHTaMH

Tema 8. OcoOeHHOCTH pabOTHI ¢

JTIOKYMEHTHPOBAaHHOW HH(POpMaIIUEH 18 16 . 2 14 14
OrpaHUYCHHOI'0 JOCTYyIIad

Bcero no mucrumnmite 144 | 144 | 28 22 16 12 | 100 | 110
KonTtpoJib: 3auer + +

Hroro 144 | 144 | 28 22 16 12 | 100 | 110

4.2. Cogepxxanmne TUCUMIIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

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

3HayeHHEe JAOKYMEHTOB B pa3IMUYHBIX 00JAcCTAX IEATENbHOCTH o0mecTBa. JIOKyMEHT B
chepe mpaBa M ympaBieHus. Poib JOKYMEHTOB B SKOHOMHUKE, COIHMAJIbHBIX IPOIECCAX.
Hayunoucropuueckass M IpakTHYECKas LEHHOCTb NOKYMEHTOB. lIpenmer u 3amaum Kypcea.
JIOKyMEHT — OCHOBHOH OOBEKT NOKYMEHTOBEIUYECKMX HCCICIOBAHMNA HAa pPAa3HBIX YPOBHSX:
OTIENbHBIA JTOKYMEHT, CHUCTEMa JOKYMEHTOB M BCS COBOKYIHOCTb CHCTEM JIOKYMEHTALUH,
OTpa)karolas AeHCTBUTENbHOCTh. CTaHOBJIEHHE M Pa3BUTUE JOKYMEHTOBEACHUS, KaK HayqHOU
JUCLUIUIAHBI.

CootHomieHne MTOHATUI «OKYMEHTOBEIACHUEY, «IEJI0NIPOU3BOJCTBOY,
«JOKYMEHTALlMOHHOE  00ECHeYeHUe YIPaBICHUS», «MHPOPMALMOHHO-JOKYMEHTALMOHHOE
oOecrieyueHue». CBSA3b JOKYMEHTOBEICHHMS C HUCTOpPHUEH, apXHBOBEICHHEM, IIPABOBBIMU U
UHQOPMALIMOHHBIMM ~ JUCLMIIMHAMH, C TEOpUEH  yNpaBlIeHUs, C 3KOHOMHYECKHMH,
TEXHUYECKUMU Haykamu. VcTouHukm pans u3ydeHus Kypca. 3aKOHOJATENIbHBIE AaKThl U
Mmarepuaibl. PykoBozsiime JOKYMEHTBI IO CTaHAapTu3anuu. KiaccupukaTopbl TEXHUKO-
SKOHOMHYECKOW W  couuanbHOM  wuHpopmammu. EaunHas rocynapcTBeHHas — cucTeMa
JOKYMEHTAIMOHHOT0 00ecIeYeHus yrnpaBieHus. TUIOBas HHCTPYKIMS O €JIONPOU3BOJCTBY B
(denepanabHBIX OpraHax HCIOJHUTEIbHON BIacTH. MeTOAMYECKHEe pPEKOMEHIAalUu B 001acTH
JIEJIONPOU3BOJCTBA U apXUBHOTIO €A,

Tema 2. IlonsiTHe 0 nokymMenTe. @yHKIUH, CBOMCTBA, KJIaccupuKanus JOKYMEHTOB




Tepmunonorusi, wucmons3yemas Tpu  pabore ¢  gokyMmMeHTamu. IIpaBoBOH,
YIpaBICHUYECKUI U HCTOPUYECKUI acmeKThl B OMpelNeleHHH AOKyMeHTa. MHQopmalmoHnHas
CYILIHOCTb JOKYMEHTA U €r0 HEMOCPEICTBEHHAs CBA3b C MAaTEPHAIbHBIM HOCUTENIEM. JIOKYMEHTBI
odunmansHble (CIyXeOHbIE), TUYHBIC (TEPCOHATBHBIC) U TUYHOTO MPOUCXOKACHUS. JIOKyMEHTBI
PYKOIIMCHBIE M M3TOTOBJIEHHBIE C TIIOMOIIBIO TEXHUYECKUX CPEACTB. «DIIEKTPOHHOE»
nokymeHtupoBanue. IlonmdyHKIMOHATFHOCT JOKyMEHTa u cocTtaB  (yHkrui. [loHsaTus
«JOKYMEHTHPOBAHUE», «CPEACTBAa JIOKYMEHTHUPOBAHHS», «CIIOCOOBI JTIOKYMEHTHPOBAHUS.
TekcToBoe, TEXHUYECKOE JOKYMEHTHUPOBAHUE. DOTO-TOKYyMEHTHPOBAHHUE.
KunonokymeHnTrpoBanue, 00J1acTb MpUMEHEHUsI. MarepuanbHble HOCUTENH UH(OPMAIMKU U UX
kinaccudukanus. JlokyMeHTHpoBaHHas WHQopMaius U ee cBoiicTBa. IOpuamdeckas cwmiia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. IOpuamdecku 3Ha4MMble pPEKBU3UTHL. OpUTHMHAIBHOCTD,
HNOJJIMHHOCT, U KOMMMHOCTH JOKYyMeHTOB. FOpuauueckas cuia Komuid u  Tenedakcos.
Hortapuansusie konuu. IloamuHHble U TOAIOKHBIE TOKyMeHTHI. Knaccudukanus H0KyMEHTOB
[0 Ppa3JIMYHBIM TPU3HAKaM B 3aBUCUMOCTH OT COJIEpP)KaHUs, HAaWUMEHOBAaHHS, IO CTENEHU
yHUA(DUKAIWU U Jp.

Tema 3. CoBpemMeHHOe 3aKOHOAATEJbHOE PperyJMpoBaHUe W HOPMATHBHO-
MeToAHYecKoe obecrnedeHne B 00J1aCTH J1eJIONPOU3BOICTBA H APXMBHOIO /1e/1a

Knaccudukanus 3akoHOAATENbHBIX, HOPMATHUBHBIX, METOJUYECKMX MAaTepUasoB,
KacCalollUXCsl BOIMPOCOB JIOKYMEHTHPOBAHUS W OpraHu3aluu paboThl C JOKYMEHTaMH.
3aKOHOJIaTeNIbHbIE AaKThl, IMOCTAHOBJICHUA M PACHOPSDKEHUS TMpaBUTENbCTBA Poccuiickoit
®deneparuy, perJjaMeHTUPYIOIIME MPAaBOBbIE HOPMBI Ha (eliepajbHOM ypOBHE INpPH paboTe ¢
nokyMmeHTamu. [IpaBoBble akThl HOPMAaTUBHOTO M MHCTPYKTHBHOI'O XapaKTepa, METOJAMYECKUE
MaTepHalbl MO JEIONPOU3BOJICTBY MPEANPHUATHNA, opraHu3auuid, yupexaeHuit, upm. F'OCTh
Ha JokyMmeHTanuioo. OOMmEepocCHiickue  KJIaCCH(PUKATOPhI  TEXHUKO-JKOHOMHUYECKOW U
couuanbHO MH(pOpManuu. locynapcTBeHHass CUCTEMa JOKYMEHTALMOHHOTO OOECTeYeHHUs
yIpaBIeHUSI. Pernamenranus NEIONPOU3BOACTBA  HA  BEIOMCTBEHHOM  YpOBHE.
OpranuzanvoHHbIe JOKYMEHTBI IPEANPUATHH, YUPEKIESHUHN, OpraHu3aluil ¥ rocyaapCTBEHHBIX
opraHoB Biactu. KoprnoparusHoe AeT10MpON3BOACTBO.

Tema 4. Crpykrypa nokyMmenTa. TpeGoBanusi kK 0QOpPMIICHHIO PEKBH3HUTOB
CJIY’KeOHBIX IOKYMEHTOB

VHudukanmus M cTaHAapTU3auus  JOKyMEeHTOB.  DopMynsip  COBpeMEHHOIo
yIpaBiIeHUYECKOro JoKymMeHTa. CocTaB pPeKBU3UTOB, UX pacroyiokeHue. GopMyssp TOKyMEHTa,
dopmynssp — obOpazern. TpeboBanusi k odopmiieHHIO PEeKBU3UTOB. llopsaok 0003HAUCHUS
HAaUMEHOBAaHMSI OpPraHU3allid - aBTOpa JIOKYMEHTa, CIIpaBOYHBbIE IbIHHBbIE 00 aBTOpe. Buisl
JIOKYMEHTOB, OMpeJesieMble 3aKOHOJATEIbHBIMH M HOPMAaTHUBHBIMH akTamu. OOo3HaueHue
aapecata. Ilopsmox odopmieHuss moyTtoBoro anpeca. Jlatbl JOKyMEHTa M MOPSIOK HX
oopmieHus. YaocToBepeHHe NOKyMEHTa — MOJIIMHChH, Me4aTh, YTBEP)KICHHE, COTJacOBaHHE.
OrMeTkn Ha JOKyMmMeHTe. TpeOoBaHWE K COJEpX)aHUI0O U OQPOPMIICHUIO PE3OTIONHUH. TeKCT
JIOKYMEHTa — OCHOBHAs €0 Cofiep)KaTesibHas yacThb. O0mue Tpe0oBaHus K TEKCTaM JTOKYMEHTOB.
Texkct, obopmIIeHHBI B BHJE TaONHIBI, aHKEThl. CBS3HBIA TEKCT - ITO IOCJEI0BATEIbHAS,
rpaMMaTU4YeCKH M JIOTUYECKU coryiacoBaHHas MHQopmauus. TpadapeTHble, TUIIOBBIE TEKCTHI.
TunuyuHble S3bIKOBbIE OUTMOKHU B TEKCTAX CIIY:KEOHBIX JOKYMEHTOB. PejakTupoBanue TekcTa.

Tema 5. Buabl 0.1aHKOB ci1y’KeOHBIX JOKYMEHTOB, IPOCKTHPOBaHUE 0J1aHKOB

[TonsiTue «OnaHK AOKyMeHTa». Bujpl 61aHKOB U MOPSAOK PAcIOIOKEHUSI PEKBU3UTOB B
Onanke (yrimoBoe U LeHTpoBaHHoOe). O0muii 65aHK, OJaHK MUchbMa, OJaHK JOJKHOCTHOTO JIUIIA,
OJlaHK KOHKpPETHOTO0 BHJA JIOKYMEHTa, OJaHK CTpyKTypHOro mnozpasneienus. CocraB
PEKBU3UTOB, Ha3HAYCHHE, OCOOCHHOCTH OGOpPMIICHHUS Pa3IMYHBIX BHJOB OJIAHKOB. biaHku c
N300pakeHUEM TOCYIapCTBEHHOTO repba u repda cyonekTa penepanun. OcoOeHHOCTH pabOTHI ¢
OnmaHkamMu ¢ TepOOBOW CHUMBOJHMKOW. YueT OnaHkoB 1o BujaMm. Popmarel OyMakKHBIX
TOKyMeHTOB. TpeOoBaHuUs K U3TOTOBIECHUIO JOKYMEHTOB.

Tema 6. Cucremsl fokymMenTannu. OgopmiieHue ynpapieH4eCKHX JOKYMEHTOB
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YHUGUIUPOBAHHBIE CHCTEMBI JOKYMEHTAIMH, JEHCTBYIOIIME B HACTOAIIEE BPEMsL.
['ocynapcTBeHHas cucreMa qoKyMeHTanuu. OpraHu3alioOHHO-IIPABOBbIE JOKYMEHTHI - YCTaBBhl,
MOJIOKEHHUS, INTATHBIE pACHHUCAHMs, CTPYKTypa M IITaTHAas YHUCICHHOCTh, periaMeHThI
UHCTPYKUMU U JIp.; MX Ha3HaueHue u ocoOeHHocTu odopmieHus. PacnopsautenbHbie
JIOKYMEHTHI. HNudopmanmonHO-cIIpaBoYHBIC JIOKYMEHTHI. PaznoBugHOCTH
MH(OPMaLlMOHHOCIIPABOYHBIX JOKYMEHTOB, HX cocTaBieHue u odopmienue. [lenosas
MEPenucKa, BBIMTONHAOMAS (DYHKIHUIO CBS3M MEXAY OpraHu3anusMu. MHOrooOpasue BHUIOB
nepenucku u crnocoObl ee mnepeaadyud. OCOOEHHOCTH JOKYMEHTHUPOBAHUS JAESITENbHOCTU
KOJUIeTHANIbHBIX ~ opraHoB. Cucrema mmiaHoBoW  jgokymeHTaruu. CucremMa  OTYETHOU
nokymeHnTanuu. KampoBas nmokymeHTtanus (1o JudHoMy coctaBy). OcobeHHoCcTH 0hOpMIICHUS
pe3ioMe, 3asgBICHUHM, aHKeT, aBToOHMorpaguii. Cucrema OyXraaTepcKkoll TOKyMEHTAlWU.
[lepBuuHble y4yeTHBIE JOKYMEHTBHI, OcCOOe€HHOCTHM uX odopmieHus. CBOAHBIE y4YeTHbBIE
JIOKYMEHTHI.

Tema 7. TexHosoruu padoTbl ¢ JOKyMeHTAMU

Oranbkl U TOPSIOK JBIDKEHUS JOKyMeHTOB. Opranuzanus paboThl C MOCTYMNAOIIUMHU
(«Bxomsammmu»)  gokymeHTamu. [lopsmox  opranuzanuu  paboThl € OTIPaBIISIEMBIMU
(«ucxomsmumMuy) nokymeHTamu. [IpaBuina opranuzanuu paboThl ¢ BHYTPEHHUMHU JOKYMEHTAMHU.
[lenn 1 OCHOBHBIE MPUHIIMIIBI PETUCTPALMU JOKYMEHTOB. Ha3HaueHne u BUIbI HOMEHKIATYPbI
nen. TpeOGoBaHwMsl, IPEABSIBISAEMbIE K COCTABICHHUIO M 3aNIOJHEHUIO ()OPMbI HOMEHKIATYPHI JeI
opranuzanuu. Cpoku xpaHeHus aei. OTBETCTBEHHOCTh 32 COXPAHHOCTh TOKYMEHTOB. [loHsATHe
«OKCTIepTU3a IEHHOCTH NTOKYMEHTOB». HOpMaTHMBHO-METOIWYECKUE U TEOPETUYECKHE OCHOBBI
IIPOBEJICHUS SKCIEPTU3HI LICHHOCTH TOKYMEHTOB. [IpaBuia nepeaauu aen Ha XpaHEHUE B apXUB.

Tema 8. OcobOenHocTm padoTbl ¢ [JOKYMEHTHPOBaHHOH  uHGopmanuei
OrPaHUYEHHOIO A0CTYIAa

HopMaTuBHO-TIpaBOBBIE aKThI, pEriaMEHTHUpPYIONIUE padoTy ¢ JOKYMEHTHUPOBAaHHOM
uHpopmanvelt  orpaHudueHHoro gocryna. CekpeTHOCTb M KOH(MUIEHIMAIbHOCTH B
JEIONPOU3BOJCTBE B OpraHax TOCYJapCTBEHHOW BiacTU. JIOKyMEHTallus, OTHOCSINAsCA K
rOCylapCTBEHHOM  TalHe, JOCTynl K Hel rpaxaad. JoKyMeHThI, cojAep:Kaliue
KoH(QUIeHIMANbHYI0  uHpopMmaruio. Opranm3anus paboThl ¢ KOHQUICHIHATLHBIMU
nokymeHntamu. llpueM u peructpanus KOH(MUICHIHAIBHBIX IOKYMEHTOB, TUPaKHPOBAHHUE U
pacchUika  JOKyMeHTOB. @DopmupoBaHue KOHPHUACHIHUATBHBIX JOKYMEHTOB B  Jeja.
Hcnonp3oBaHre JOKYMEHTOB W Jiel1 B TeKylleM Jenonpou3Boactse. [lopsnok XpaHeHus.
TunudHble HEIOCTaTKH B paboTe MO OOECIEUEHHIO0 3aIMTHl TOCYIAPCTBEHHBIX CEKPETOB U
BBICOKOH 3((hEeKTUBHOCTH KOH(UICHIIMAILHOTO JIEIONPOU3BOICTBA.

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

Pa3znennl, TeMbl, TUAAKTHYECKHE eJHHUIbI

Tewma 2. [lonsatue o nokymente. OyHKIMH, CBOWCTBA, KIacCH(PUKAINSA JOKYMEHTOB
Tema: JIOKyMEHT - OCHOBHOW HOCHTEh MH(OpMAIIH

[1nan

1. Yro siBIIsIeTCS IPEIMETOM U OOBEKTOM H3yYEHUS TUCHUIUIHHBI «J|0OKyMEHTaIMOHHOE
obecrieueHre yrpaBiIeHUS»?

2. KakoBsl ocHOBHEIE 3agaun JJOY?

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

4. Yro Takoe nokymeHnt? Kakue pyHKIUU OH BBIOJIHSIET?

5. Iyt uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

6. B ueM 3akiiouaeTcst ynpaBiieHHe TOKYMEHTAMH.

Tema 3. CoBpeMEHHOE 3aKOHOJATEIIbHOE PpEryJMpOBaHWE U HOPMATHUBHO-METOINYECKOE
oOecrieyeHne B 00JIaCTH JEJIONPOU3BOJCTBA U ApXUBHOTO JIENa.

Tema PacniopsimutenbHble TOKYMEHTHI.

IInan.

1.3akon.[IpaBuna opopmieHus.
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2.Yka3.Bugsl ero.
3.Pacniopsixenus.IIpaBuiia cocraBieHus.
4.IIpuka3.Bunsl ero.

S.IIpaBumna cocTaBlIeHUs IPHUKA30B.

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

Tewma IpaBuna cocraBienus u opopMiIeHUS JOKYMEHTOB

[Lnan:

1.OCHOBHBIE U JONOJHUTENbHBIE PEKBU3UTHI.

2.®opmysp u 6J1aHK JOKYMEHTa

3. Jly1st uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

4. B ueM 3akito4aeTCs yrpaBJieHUE JOKYMEHTaMu?

5.CranmapTu3anusi JOKYMEHTOB.

Tema Buzpl 071aHKOB CITy>K€OHBIX JJOKYMEHTOB, TPOCKTUPOBaHHUE OJIAHKOB
Tema CripaBoYHO-UH(POPMAIIMOHHBIE TOKYMEHTHI.

[Lnan.

1.CnpaBka-0CHOBHOM JOKYMEHT.

2.IlpaBuna cocraBiieHus U 0POPMIICHHUS CIIPABKHU.
3.Tenerpamma.tenedonorpamma.paxc.

4.I1lucpMa-BUOLI UX.

5. JloknagHas.00bICHUTENbHAS U CITy)KeOHAsT 3aITUCKH

Tema 6. Cuctemsl nokymenTanuu. OdopmieHre yrnpaBaeHUECKUX JOKYMEHTOB
Tema OpraHn3anMOHHBIE TOKYMEHTHI.

[Inan:

1.Ycras.Bunr! ero.

2.IlpaBuna .Mx coctaBieHue.

3.UucTpykuuu..lIpaBuna ux cocTaBiieHUS.

4.I1lonoxenus.MIx peKBU3UTHI

Tewma 7. TexHosoruu paboThl ¢ JOKYMEHTaAMH

Tema JInunble opUIMATBHBIE TOKYMEHTBHI.

1.IIpaBuna odopmiieHUs 3asBICHUS.

2. IlpaBuna opopmieHHus JIMYHOHN TOBEPEHHOCTH.

3. [IpaBuna opopmnenus .IlpaBuna opopmieHus aBroouorpadum.
4. ITpaBuna opOpMIICHHS PACIIUCKH.

5. IlpaBuna oopMieHus pe3rome.

4.4. Conep:kaHue caMOCTOSITEJIbLHOH Pad0ThI

Pa3znenbl, TeMbl, TUAAKTHYECKHE eJHHUIbI

Tema 1. IIpeamer, coaepkaHue U 3a1a4M Kypca.

3aKOHO,Z[aT€.HBHBIe AKTbl W MaTCpUAJIbI. PyKOBO,Z[SIH_[I/IC AOKYMCHTBI 110 CTaHAapTU3alUU.
Knaccudukaroppl  TEXHUKO-3KOHOMHUYECKOW W conuanbHOM  mHpopmanuu.  Enunas
ToCyaapCTBCHHAA CHUCTEMA AOKYMCHTAIITMOHHOT O O6CCHC‘ICHI/I$I YIpaBJICHUA. Tunosas
UHCTPYKILHUS IO JEJONpPOU3BOACTBY B (hedepalbHBIX OpraHax HWCIOJHUTEIBHON BJIACTH.
MGTO,Z[I/I‘-IGCKI/IG PCKOMCHOAINN B O6HaCTI/I ACJIOMPONU3BOJACTBA U apXUBHOI'O JCJIA.

Tema 2. Ilonsitue 0 nokymeHTe. OYHKIMH, CBOICTBA, KJIACCH(PUKALMS JOKYMEHTOB

TekcroBoe, TEXHUYECKOE JIOKYMEHTHUPOBaHUE. ®OTO-AO0KYMEHTUPOBAHHE.
KunogokymentupoBanue, o6nacte npuMeHeHUs. MatepualibHble HOCUTENU UHQOpPMAIKU U HX
kinaccupukanus. JlokymeHTHpoBaHHas uH(popMmanus U ee cBoiictBa. HOpunmyeckas cuia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. lOpuaumyecku 3Ha4MMble pPEKBU3UTHL. OpPUTHHAIBHOCTD,
NO/UIMHHOCTh M KONHMMHOCTH JOKYMEHTOB. IOpunmmueckas cuina Komuid U Tenedakcos.
Hortapuanbusie konuu. [lojymaHble U noyioxHble ToKyMeHThl. Knaccudukanus ToOKyMEHTOB
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M0 pa3MYHBIM TPU3HAKAM B 3aBUCHUMOCTU OT COJICpP)KaHHUs, HAWUMEHOBAHHS, MO CTEIEHU
yHU(DUKAIIY U JP.

Tema 3. CoBpeMeHHOe 3aKOHOAATeJbHOE PeryJiMpOBaHMe U HOPMATHBHO-METOAUYECKOe
o0ecrieyeHue B 00/1aCTH 1eT0NIPOU3BOACTBA M APXUBHOIO JeJia.

I'OCTo1 Ha moxymeHTaruioo. OOIIEpOCCUHCKUE KIACCH(PUKATOPHI TEXHUKO-DKOHOMHYECKOW W
couuanbHO HMH(OpManuu. [ocynapcTBeHHass CUCTeMa JOKYMEHTALMOHHOTO OOECTeYeHUs
yIpaBIeHUSI. Pernamenranus NEIONPOU3BOACTBA  HA  BEJIOMCTBEHHOM  YpOBHE.
OpranuzanvoHHbIE JOKYMEHTBI IPEANPUATHH, YUPEKIESHUHN, OpraHu3aluil 1 rocyaapCTBEHHBIX
opraHoB Biactu. KoprnoparusHoe Ae10npon3BOACTBO.

Tema 4. Crpyktypa nokymenTta. TpeGoBaHusi K 0(pOpM/ICHHI0O PEKBH3MTOB CJYKeOHBIX
AOKYMEHTOB

VYnocroBepeHne NOKYMEHTa — IOJIUCH, Ie4yaTh, YTBEpKIEHUE, coriiacoBaHue. OTMETKH Ha
nokymeHTe. TpeOoBaHHME K COAEPKAHUIO U O(QOPMIICHHIO pe30JIOLUU. TeKCT JOKyMEHTa —
OCHOBHAas €ro cojepkarenbHas 4acTb. OOmmMe TpeOOBaHUS K TEKCTaM JOKYMEHTOB. TeKcr,
oopMmieHHbIM B BHAe TaOnuipbl, aHKeTbl. CBSA3HBIM TEKCT - 93TO MOCIENOBaTeIbHAs,
rpaMMaTUYeCKH M JIOTUYECKH coryiacoBaHHas MHQopmauus. TpacdapeTHble, TUIIOBBIE TEKCTHI.
Tunuynble A3bIKOBbIE OLIMOKH B TEKCTAX CIYXKEOHBIX JOKYMEHTOB. PetakTupoBaHue TEKCTA.

Tema 5. Buabl 0,1aHKOB Ci1y:KeOHBIX JOKYMEHTOB, IPOCKTHPOBAHHE OJIAHKOB

brnanku ¢ n300pakeHneM rocy1apcTBEHHOTO repoa u repda cyobekra dheneparuu. OcoOeHHOCTH
paboThl ¢ GilaHKaMu ¢ repOOBOM CUMBOJHMKONW. YueT OiaHKoB 1o BuaaM. Dopmarsl OyMaxHBIX
JOKYMEHTOB. TpeOoBaHuUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremsl fokymenTannu. OpopmiieHue ynpapjieH4eCKUX JOKYMEHTOB
MHuoroob6pa3ue BHIOB MEPENUCKH U CIOcoObl ee nepeaadn. OCOOEHHOCTH TOKYMEHTHPOBAHUS
NEeSITeIbHOCTH KOJUIETHAJbHBIX oOpraHoB. Cuctema IJIaHOBOM JokyMeHTauuu. Cucrema
OoT4YeTHOM nokymeHTanuu. KaapoBas mokymeHTanus (o Ju4HOMY cocTaBy). OcobGeHHocTH
opopmieHus pesoMe, 3asBICHUM, aHKeT, aBToOWorpaduii. Cucrema OyxraiaTepckon
nokyMeHTauuu. IlepBuyHble yueTHbIE JOKYMEHTBI, 0COOEHHOCTH HMX o¢opmieHus. CBOAHBIE
YYETHBIE TJOKYMEHTHI.

Tema 7. TexHosioruu padoThbl ¢ JOKYMEHTAMU

Cpoku xpanenusi nen. OTBETCTBEHHOCTh 32 COXPaHHOCTh JOKyMEHTOB. [loHsATHE «IKCIepTH3a
LEHHOCTH JOKYMEHTOB». HopMaTuBHO-MeTOAMYECKHE M TEOPETUUYECKHE OCHOBBI MPOBEICHUS
DKCIIEPTU3BI IECHHOCTU JOKYMEHTOB. [IpaBuiia nepenauu e Ha XpaHeHUE B apXUB.

Tema 8. OcobeHHOCTH PadOTHI C JOKYMEHTHPOBAHHOI HH(pOpMAaLHeil OTPAHUYECHHOT0
JA0CTyIAa

[Ipuem u peructpanuss KOHGUACHIMAIBHBIX JOKYMEHTOB, THUPa)KMPOBAHHE U pacchbUIKa
nokyMeHTOB. dopmupoBaHNe KOHPHUACHIMATHHBIX JOKYMEHTOB B Jena. lcmoib30BaHUE
JOKYMEHTOB U JIeT B TEKyIleM jaenonpou3BoacTse. [lopsaok xpaneHus. Tunu4Hble HEJOCTATKU
B paboTe 1Mo 00eCHedeHHI0 3aIUTHl TOCYJAapCTBEHHBIX CEKPETOB M BBICOKOW 3(PeKTUBHOCTH
KOH(UCHIIMAIBLHOTO JIET0MPOU3BOJICTBA.

5. KOHTPOJIb KAYECTBA OCBOEHMA JTUCIUITJIMHbI

Texymuil KOHTPOJIb U POMEXKYTOYHAS aTTECTAlUs OCYILIECTBIISIOTCS B COOTBETCTBUU C
«[lonoxenneM O TeKymeM KOHTPOJIE YCIEBAEMOCTH M IIPOMEKYTOYHOM aTTECTALMU
oOyyaromuxcst B ABTOHOMHOM HEKOMMepUecKoil opranuzanuu «O0pa3oBareiabHas OpraHu3anus
BbICHIET0 00pa30BaHUA» «Y HUBEPCUTET SKOHOMUKHU U YIIPABICHUS».

Bun npome:xyTo4HON aTTecTaluy — 3a4er.

dopma mTpoBEAEHUS TPOMEKYTOUHON aTTeCTallM — TUChbMEHHBIN 3a4eT.

@OH1 OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu K PII/I.
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6. YYHEBHO-METOJUYECKOE OBECIIEYEHHUE JUCIHUITJINHbBI
1. CepxoB, JI.H. JlokyMeHTanMOHHOE OOECIICUCHUE YIPABICHUS: METOIUYECKUE
pexomenaanuu k cemuHapckum 3anatusiM /  JLH. CepkoB — Cumpeponons: AHO «OOBO»
«YHUBEPCUTET SJKOHOMHUKH U yrpaBieHus», 2022. — 32 c.

7. MIEPEYEHb OCHOBHOM 1 g[Ol'[OJIHI/ITEJII)HOﬁ YUYEBHOW JINTEPATYPBI,
HEOBXOJINMOMU JJIA OCBOEHUA JTUCHUIIJINHBI

a) OCHOGHasA Tumepamypa

1. JIoKyMeHTaIlMOHHOEe OOeCTIeUeHNe YIPaBICHUS : YIeOHUK ISl CTYJICHTOB BY30B,
Oo0yJaromuxcsi IO HalpaBleHWsIM «DKOHOMHUKa» U «MEHEIHKMEHT», CHEeIHaIbHOCTSIM
«Uudopmarukay, «JloKkyMeHTOBEIEeHHUE U JOKYMEHTAIIMOHHOE OO0ECIeUeHUE YIPaBICHHUSI,
«ABtomaTtuzanus u ympasieHue» / A. C. I'punbepr, H. H. T'op6aués, H. H. 'op6aués, O. A.
Myxamermnaa. — Mocksa : KOHUTU-IIAHA, 2023. — 391 ¢. — ISBN 978-5-238-01770-9. —
Tekcr : anexktponnslit // L{udposoit obpazoBarenvubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/142685.html (mara oGpamenusi: 04.01.2025). — Pexum noctyma:
JUTS aBTOPHU3UP. TTOJTb30BaTelNei

0) OoononHumenvHaA 1UmMepamypa

1. CocraBnenue u ohopmiIeHHE JACIOBBIX JOKYMEHTOB : yueOHOE 1mocodue / COCTaBUTETH
E. . bammakoBa. — 2-e u3a. — Mocksa : At [Iu Ap Meaua, 2024. — 145 c. — ISBN 978-5-
4497-3414-3. — Texcr : snextponHsii // [{udporoit odpazoBarensHblii pecypc [IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/142095.html (mara oGpamenus: 04.01.2025). —
Pexxum goctymna: ajist aBTOpU3HUP. MOJIb30BaTeNEH

2. XneictyHoB, B. @. Odopmnenue rpadukoB W auarpaMM B HaydHBIX padoTax :
yaeObHoe mocobue / B. @. XawsictyHoB. — PocroB-Ha-Jlony : JIOHCKOW TocymaapCTBEHHBIH
TexHuyeckul yHusepcurer, 2022. — 46 c. — ISBN 978-5-7890-2056-2. — Texkcr :
snexktpoHHed // IludpoBori obOpazoBatenbHbli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/130419.html (mara oGpamenusi: 04.01.2025). — Pexum nocryma:
JUTSL aBTOpU3UP. mosk3oBareneit. - DOI: https://doi.org/10.23682/130419

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

1. Dnexrtponnas 6ubnmoreunas cucrema «IPRsmart» [Dnexkrponnsiii pecypc]. — Pexum
nocryna: http://www.iprbooksshop.ru.

2. eLIBRARY.RU: Hayunas snextpoHHas 6ubiamnoreka: cailT. — Mocksa, 2000. — URL:
https://elibrary.ru. — Pesxxum noctyma: njst 3aperucTpup. mojib3oBaTenei. — TeKCT: AIeKTPOHHBIN

3. Hayunsiii xypHan «Monogoit yueHsli» : o¢unmansHblii  caifit. - URL:
https://moluch.ru/ - TekcT: aMeKTpOHHBIH

4. Poccuiickuii xKypHaIl MEHEDKMEHTa : opunmanbablii caidT. - URL: https://rjm.spbu.ru/
- TekcT: 21eKTPOHHBIN

5. Odunmanbuelii caiit denepanbHO CiykObl rocymapcTBeHHON cratuctuku. — URL:
http://www.gks.ru.

9. METOAUYECKHUE YKA3ZAHUA IJIS1 OBYYAIOIIIUXCA IO OCBOEHHUIO
JANCHUITINHBI


http://www.iprbooksshop.ru/
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IIpu npoBeneHuil JNEKIMM, CEMUHAPCKUX (MPAKTUYECKUX) 3aHATHUN, CAMOCTOSITEIbHOU
paboTe 0OydaroUIMXCsl NPUMEHSIOTCS MHTEPAaKTUBHBbIE (DOPMBI MIPOBEACHUS 3aHATHI C LIENbIO
HOTPYKEHHUsSI 00y4aloIUXCs B pealbHyI0 aTMocdepy NpodecCHOHANIBHOTO COTPYIHHUYECTBA IO
pa3pelieHnIo nIpooaeM, ONTUMAIbHON BBIPAOOTKH HABBIKOB M KauecTB OYyIyIIEro CHelUaInucTa.
WnuTepakTuBHbIC (POPMBI IPOBEACHUS 3aHATHI MPENONIaraloT 00y4eHue B COTpyiHu4ecTBe. Bee
YY4aCTHUKHA 00pa3oBaTeIbHOTO Tpoliecca (mpernogaBaTelb U 00yJaronuecs) B3auMOIeHCTBYIOT
Jpyr ¢ apyrom, oOMeHHBarOTCS MHGpOpManuel, COBMECTHO PELIAIOT MPOOJIEMBbl, MOACIHPYIOT
CUTYALHIO.

B yueOHOM mporecce UCTIONb3YIOTCS HHTEPAKTUBHBIE (DOPMBI 3aHATHIA:

- TBOpPHYECKOE 3aJaHKe. BhIOIHEHNE TBOPUECKUX 3aJaHMN TpeOyeT oT o0ydarolerocs
BOCIIPOM3BEICHHE TIOJIYYEHHOW paHee uHGopMaIu B ¢popme, ONpeaessieMoil IpernoiaBaTesem,
U TpeOyrolel TBOPUECKOr0 MOX0/a;

- TpymnmnoBoe o0cyxaeHue. I'pynnoBoe obcykaeHne Koro-iudo Bompoca HarpaBIeHO Ha
JOCTM)KEHUM JIy4YIIEero B3aUMOIOHMMAaHHUS U CHOCOOCTBYET JyYIIEMY YCBOEHHUIO HM3y4aeMOro
MarepHaa.

B xozme ocBOEHUS ITUCHMILIMHBI IIPU MPOBEIEHUHM KOHTAKTHBIX 3aHATUI HCIHOJIb3YIOTCS
cienytomme (HopMel 00yueHHs, crocoOcTByOmUE (OPMHUPOBAHUIO KOMIIETEHIUH: JICKITH-
TUCKYCCHM; Kec-MEeTOA; pellleHHe 3a/la4; CUTYallMOHHBIH aHaiu3; oOcykaeHue pedeparoB U
JIOKJIA/IOB; pa3pabOTKa IPYyNIIOBBIX IPOEKTOB; BCTPEUH C IMPEACTABUTENISIMU TOCYJAPCTBEHHBIX U
0O0IIECTBEHHBIX OpraHU3aIHi.

10. IEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOI UM, HCIIOJb3YEMBIX
P OCYHMECTBJIEHUHA OBPA3OBATEJIBHOI'O IMPOLOECCA 11(0)
JAUCHUIIVIMHE, BKJIIOYASA INEPEYEHb ITPOTPAMMHOI'O OBECIIEYEHHMA U
NHOOPMAIIMOHHBIX CITPABOYHbIX CUCTEM (IITPHM HEOBXOJIHNMOCTH)

B mpomecce JEKIMOHHBIX W MPAKTHYECKUX 3aHATHH HCIIONB3YETCS CIEAYIOIIee
IporpaMMHOE 0OecTieueHHeE:

1) mporpammsbl, oOecnednBaromue A0cTyn B cetb «MHTepHeT» (Hampumep, «Google
chromey);

2) mporpamMmbl, JEMOHCTpAallMd BHICO MaTepUAIOB (HApHUMEp, MPOUTPHIBATEI
«Windows Media Player»);

3) mporpamMmbl ISl IEMOHCTpAIlMd M CO3JaHMs TNpe3eHTanuil (Hampumep, «Microsoft
PowerPointy).

11. ONHWCAHME MATEPHAJBHO-TEXHUYECKOTO OBECNEYEHUS,
HEOBXOJAMOTO 1151 OCYIIECTBJIEHMS OBPA3OBATEJBLHOTO ITPOIECCA
MO JUCHMUILINHE

Jlng mnpenonaBaHus JUCHUIUIMHBI He TpeOyeTrcs CHelHalbHBIX MaTepHalbHO-

TEXHUYECKUX CPENICTB (Ja00paTOPHOTrO 000PYAOBaHUS, KOMIIBIOTEPHBIX KJIACCOB M T.11.). OTHAKO
BO BpeMsl JIGKIIMOHHBIX 3aHSATHI, KOTOphIE MPOBOAATCA B OOJBIION ayIUTOpPUU, HUCIIOJIb30BAThH
MPOEKTOP AJIsL IEMOHCTPAINH CIIAiIOB, CXeM, TaOJIHI] U MPOUYEro Marepualia, MyJIbTUMEIUIHbIC
npoekTopbl Epson, Benq ViewSonic; skpanbl st mpoeKkTopoB; HOYTOykHM Asus, Lenovo,
MHUKPO(OHBI.
[TepeueHb TUIIEH3NOHHOTO U CBOOOIHO PAaCIPOCTPAHIEMOr0 IPOrpaMMHOT0 0OecreyeHusi, B TOM
YHClie OTEYeCTBEHHOTO TMpou3BojacTBa: Microsoft, Windows, Microsoft Office, LibreOffice,
Apxusarop 7-zip, Adobe Reader, Korcynsrantllntoc, Kaspersky Security, VLC, Media Player,
[Ipomerei.
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