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u3ydyeHne OcoOeHHOCTe (OPMUPOBAHHUS M PaA3BUTUS CHUCTEM
HAI[MOHAJIBHOTO JCJIONPOU3BOACTBA B PA3JINYHBIE MCTOPUYECKHE
IIEPUOJbI, O3HAKOMIICHHE C TEOpPUEH U INPAKTUKON OpraHHU3aluu
COBPEMEHHOI'0 JIOKyMEHTAllUOHHOTO OOECNEeUYEeHUsl YIpaBJICHUS
[IEPCOHAJIOM Ha OCHOBE HAyYHO OOOCHOBAaHHBIX IPHHLMUIIOB U
METOJIOB €0 COBEPIICHCTBOBAHUS.

Mecto JUCHUILIINHBI B

JucuummHa OTHOCUTCS K «JlucuumiuHaM 1o BeIOOpY 4» yactw,

crpykrype OITOIT Gopmupyemoli  ydacTHMKaMu  0Opa30BaTENbHBIX  OTHOIIEHHMH
6moka 1 mporpammbl 6akanaBpuaTa
KommeTenmum, I1K-7

(dhopmupyemMBIC B pe3yNIbTaTE
OCBOCHUSI IUCIIUIIIHHBI

ConeprxkaHue TUCITUTUTHHBI

Tema 1. [Ipenmer, coaepkaHue U 3a1a4u Kypca.

Tema 2. Ilonsatue o goxkymente. DyHKIMM, CBONICTBa,
KJIacCU(pUKalus JOKYMEHTOB

Tema 3. CoBpeMEHHOE 3aKOHOJATEIBbHOE pETYJINPOBAHUE U
HOPMAaTHUBHO-METOIUYECKOE o0ecrnieueHue B obnactu
JIEIONPOU3BOJICTBA M ADXHUBHOTO JIeTa.

Tema 4. Crpykrypa mokymeHta. TpeOGoBaHus K 0OGOPMIICHHUIO
PEKBH3UTOB CIYKEOHBIX TOKYMEHTOB

Tema 5. Bunsr OJIAaHKOB CITYEOHBIX JIOKYMEHTOB,
MPOEKTUPOBAHKE OJIAHKOB

Tema 6. Cucremsl nokymeHTanuu. OGopMiieHue yrmpaBaeHISCKUX
JIOKyMEHTOB

Tewma 7. TexHosoruu paboThl C JOKYMEHTaAMH

Tema 8. OcobenHoctu pabOThl € JOKYMEHTHPOBAHHOMN
uH(popMaliel OrpaHUYeHHOro JOCTYyIa

OO6mrast Tpy10EMKOCTh
JVCTTUTUTAHBI

OO6mas TpyAO0EeMKOCTh JUCITUIUIMHEI COCTaBIIsIeT 4 3a4eTHBIC €IMHUIIBI
(144 gaca)

dopma IPOMEXKYTOUHOMN
aTTecTarun

3auer




Conepxanue

1. Lenp u mnepeyeHb IUIAHUPYEMBIX pPE3YyJIbTAaTOB OOYYEHHUS [0 JIUCLUUIUIMHE,
COOTHECEHHBIX C IJIAHUPYEMbBIMHU pe3yIbTaTaMH OCBOCHHUS IIPOTPAMMEBI OakaiaBpuaTa

2. Mecrto auctumuabl B ctpykType OITOIT 6akanaBpuara

3. O0beM [UCHUIUIMHBI B 3aU€THBIX EAWHHUIIAX C YyKa3aHUEM KOJIMYECTBa
aKaJeMHUYECKHX YacoB, BBIICJICHHBIX Ha KOHTAaKTHYIO paboTy oOydaromuxcs ¢
npernoaaBaresnieM (1o BUAAM 3aHITHI) U Ha CaMOCTOSATENbHYIO PaboTy 00yJaroImuxcs

4. ConeprkaHue IUCUUIIIMHBI, CTPYKTYPUPOBAaHHOE 110 TeMaM (pa3zesiaM) ¢ yKa3aHHeM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJEMUICCKIX YacOB U BUJOB YUCOHBIX 3aHSATHI

5. KoHTpoJib KauecTBa OCBOEHUS TUCIUTIITUHBI

6. YaeOHO-MeToIn4YecKoe 00ecredeHNe TUCIUTUTMHBI

7. IlepedeHb OCHOBHOM U JIOMIOJIHUTEIILHON y4eOHOM JUTepaTyphl, HEOOXOIUMOM ISt
OCBOCHMS AUCITUTUIHBI

8. Ilepeuenp pecypcoB nH(PpOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn «HTEepHETY,
HEOOXOUMBIX JIJIS OCBOCHUS TUCHUTITHHBL. . ... .vvveennennn.n.

9. Metoauyeckue yka3aHus sl 00y4Jaronuxcs Mo OCBOCHUIO TUCIUTIIHHBI

10. Ilepeuerr WHGOPMAIMOHHBIX TEXHOJOTHUH, MCTIOIB3YEMBIX MPU OCYIIECTBICHUU
00pa30BaTeNbHOTO Mpollecca MO IUCHUIUIMHE, BKIIOYas IMepedeHb MPOTrpaMMHOIO
oOecrieyeHns U HHPOPMAITMOHHBIX CIIPABOYHBIX CHCTEM (IIPU HEOOXOIUMOCTH)

11. Onucanue MaTepuaIbHO-TEXHUYECKOTO OOECIedYeHHs, HEOOXOJAUMOro s
OCYIIECTBIIEHUSI 00Pa30BaTEIBLHOTO MPOIIecca MO JUCITUILTNHE
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1. Iless 1 nepevyeHb IVIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHs N0 JMCIUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMBbIMH pe3y/JibTaTaMHU OCBOEHHS IPOrpaMMbl 0aKkajiaBpuarta

Lenpto wu3ydyeHUs JTUCHUIUIMHBI «J[OKYMEHTAI[MOHHOE OOecreueHue YIpaBIeHUs
NEPCOHATIOM»  SBIISICTCS HM3y4eHHE OCOOCHHOCTEH (OPMUPOBAHHMS M PA3BUTUS CUCTEM
HAI[MOHAJILHOTO JIEJIOMPOU3BOJICTBA B PA3JIMYHbIE HMCTOPUUYECKHE IEPUOJIbI, O3HAKOMJICHHE C
TEOpUEH W TPAKTUKOM OpraHu3aluyd COBPEMEHHOTO JOKYMEHTAI[MOHHOTO oOOecredeHus
yIpaBiICHUS TEPCOHAJIOM Ha OCHOBE HAy4yHO OOOCHOBAaHHBIX IPHUHIUIIOB M METOJIOB €ro
COBCPHICHCTBOBAHUA.

B pesymbrare ocBoenus OIIOIl OakanmaBpuara o0O0y4aromuics JODKEH OBJIAJIETh
CIIEITYIOIIMMH pe3yIbTaTaMU OOy4eHHUs M0 JUCIHUILINHE:

Koawbl Pe3yabTaTsl IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUSs
KOMITETCHIM U ocsoenus OITOII 10 TUCHUILIHHE
[IK-7 Cnocoben [IK-7.1 3Haer TeopeTUYECKHE U METOJUYECKUE
pa3pabaThiBaTh, OCHOBBI KOPIOPATUBHOW COLUUAIBHON M KaJIpOBOMl
peaan30BbIBATD, [MOJINTUKU OPTaHU3aIIH;
aIMUHUCTPUPOBATH [1K-7.2 ¥Ymeer pa3pabarbiBaTh W peaIn30BHIBATH
KOPIOPATHUBHYIO KOPIOPATUBHYIO  COLIMAJIIBHYIO  TOJUTUKY B
COLIMAJILHYIO MOJIUTUKY [COOTBETCTBUM C OCHOBHBIMU 3ajjauaMu B 00JacTH
BO B3aMMOCBSI3H C yIIpaBJIeHUs! IEPCOHAIIOM;
kanpoBoi momutukor  [[IK-7.3 Baageer HaBbIKaMu aJMHUHUCTPUPOBAHUS U
OpraHu3aIu TOKyMeHTOOOOpOoTa B mporecce  pa3paboTKyl
KOPIOPAaTUBHON COLMAIBHON U KAaJAPOBOW MOJHUTHKH
OpraHu3au

2. Mecto nucuuminnsl B ctpykrype OIIOII 6akanaBpuara

Hucummummuaa  B1.B.JIB.04.01  «/lokymeHTanmoHHOe  oOecleYeHue  YHpaBJiICHUs
IIEPCOHATIOM» OTHOCUTCS K «JlucuuminHam mo BeIOOpy 4» yacTH, GOpMHUPYEMOM ydyaCTHUKAMHU
o0pa3oBaTeNbHBIX OTHOIIEHWM Osoka | mporpamMMel OakanaBpuaTa I0 HAIpPaBJICHUIO
noaroroBku  38.03.03  Vmpasnenue nepcoHanoMm. JlucnuminHa — «/{OKyMEHTalMOHHOE
oOecrieyeHne YIpPaBICHHUS MEPCOHATIOM» HM3y4yaeTcs OOYYaroIMMHUCS OYHOW M OYHO-3a0YHOU
dbopmbl 00ydeHUs B 8 1 9 cemecTpax COOTBETCTBEHHO.

[Ipy n3ydeHUW AaHHOW AMCUMIUIMHBI OOYYalOIIMICS HWCHOJb3yeT 3HAHUS, YMEHUS WU
HaBBIKHM, KOTOpble C(HOPMHUPOBAHBI B TMPOLECCE M3YYEHUS MPEALIECTBYIOIINX JUCLMILIMH:
«YTpaBieHHE TMEepPCOHANIOM opranm3anum», «OCHOBBI KaapOBOH TOJIUTHKHA H KaJIPOBOTO
IUTAHUPOBAHUSI».

3HaHus, YMEHHS WM  HaBbIKM, TIIOJIY4YE€HHbIE TIPU  H3YYCHUH JIUCHUIUIMHBI
«JlokyMEHTallMOHHOE OOECTICYCHUE YIPABJICHHUS TEPCOHATIOM», OYIyT HEOOXOIUMBI IS
YIIIYOJIEHHOTO U OCMBICIICHHOTO BOCIPHSATHS JUCHUIUIUH: «YTPAaBICHUYECKUH YYeT U yd4er
nepcoHana», «OCHOBBI YIPABICHUYECKOIO KOHCYJIBTUPOBaHMs», «OpraHuzanus JesTeIbHOCTH
CIIY’KO yIpaBJIeHUS IEPCOHATIOMY.

3. O0beM AUCHMILVIMHBI B 324€THBIX €IMHUIIAX C YKA3aHHEM KOJHYecTBAa aKaJeMHYeCKUX
4acoB, BbII€JEHHBIX HA KOHTAKTHYIO pa0oTy 00y4alIIHUXCs ¢ MpenojaBaresieM (10 BUIaAM
3aHATHIA) M HA CAMOCTOATEIbHYI0 padoTy 00y4aroImmxcst



OO6mas Tpya0eMKOCTh (00beM) TUCHUILIMHBI COCTABISIET 4 3a4eTHBIX €IUHHUIEI (3.€.),
144 akagemuyeckux yaca.

3.1. O0béM TMCUMIIMHBI 0 BUAAM Y4eOHBbIX 3aHATHH (B Yacax)
st ounoii popmbl 00yUeHHs1
OO6mast TpyA0EMKOCTh TUCIUTUINHBI cocTaBiseT 4 3a4€THRIX equHuIlbl 144 yaca

O0BEM THCHUIIINHBI Bcero uacos

OO611ast TPYI0EMKOCTh JUCITUTITUHBI 144
KonrtakTHas pabora 44
AynautopHas pabora (BCero): 44
Jlexruu 28
CeMuHapbl, TPAKTUYECKUEC 3aHATHS 16
CamocTosiTenbHast paboTta o0yyaronmxcs (BCero) 100
KypcoBas pabota -

3aueT ¥

DK3aMeH -

J1st 04HO-3204HOM (opMBI 00yUeHHSA
OO6mas TpyA0€MKOCTh AUCITUIUIMHBI COCTABISET 4 3a4€THRIX enuHuIb 144 qaca

O0béM TMCHUIIMHBI Bcero yacos

OO11ast TPyA0EMKOCTh TUCIIUILIHHBI 144
KonrakTHas pabora 34
AynuTtopHas pabora (BCero): 34
Jlekuun 22
CeMuHapbl, IPaKTUUECKUE 3aHATHS 12
CamocrosiTenpHas paboTa oOyqaronuxcs (BCero) 110
Kypcoas pabora -
3aueT +
JK3aMEH -

4. ConepskaHue IMCHUIUIMHBL, CTPYKTYPUPOBAaHHOE 110 TeMaM (pa3jaesiam) ¢
YKa3aHHeM OTBEICHHOI0 Ha HUX KOJIMYECTBA aKaJeMHYeCKHX YaCOB U BUI0B
Y4eOHbIX 3aHATHI
4.1. Pa3nesnl AMCOMILVIMHBI ¥ TPYAOEMKOCTb IO BHAaM Y4eOHbIX 3aHATHI (B
aKaJeMHU4YeCKHX 4acax)

Ne TeMbI

HanmeHoBaHHE TEMBbI Bcero KoyaudecTBO yacoB
KonTakTHas paéora Bueayaur.
padora
Qo Jexkuun IIpakTuyec | Camocr.
e | &
= I KHe padora
o Q o (@) o Qo o Qo
g | 212 | 8¢ 8
S | o | © © | © | o




Tema 1. Ilpenmer, comepxanue u| 12 14 2 2 10 12
3a1a4M Kypca.

Tema 2. Ilonatue o0 JOKyMEHTE.
DyHKIUH, CBOMCTBA,
KJaccu(uKaIus JTOKyMEHTOB

20 20 4 4 2 2 14 | 14

Tema 3. CoBpemMeHHOE
3aKOHOJATENILHOE PEryIupOBaHUE U
HOPMAaTHBHO-METOUYECKOE 20 22 4 4 2 2 14 16
obecrnieueHue B obnactu
JEIIONPOU3BOJCTBA U ApPXUBHOTO
Jena.

Tema 4. CrpykTypa JTOKYMEHTA.

TpeGoBanus K odpopmiieHu0 | 22 18 4 2 4 2 14 14
PEKBU3HUTOB CITYEOHBIX

JIOKYMEHTOB

Tema 5. Buzpl O51aHKOB CITyKEOHBIX 14 18 5 5 5 5 10 14

JIOKYMEHTOB, MIPOCKTHPOBAHKE

OJIaHKOB

geMa 6. CucreMbl JOKYMEHTAIIUU. 99 20 4 4 4 5 14 14
dopmiieHne YIPaBIECHYECKUX

JIOKYMEHTOB

Tema 7. TexHnomorum paboTel c| 16 16 4 2 2 2 10 12
JIOKYMEHTaMHU

Tema 8. OcoOeHHOCTH pabOTHI ¢

JTIOKYMEHTHPOBAaHHOW HH(POpMaIIUEH 18 16 £ 2 s 14
OFpaHquHHOFO ,Z[OCTyHa

Bcero mo aucuumnimne 144 | 144 | 28 22 16 12 | 100 | 110
KonTtpoJib: 3auer + +

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

4.2. Coagepxxanmne TUCUMIIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. IIpeamer, coaepkaHue M 3a1a4M Kypca.

3HaueHue JTOKYMEHTOB B Pa3lIMYHBIX OONACTAX JAeATeIbHOCTH obmiecTBa. JJokymMeHT B cdepe
npaBa U ymnpaBieHus. Poib  JIOKyMEHTOB B HSKOHOMHKE, COLHMAIbHBIX IIpOIEccax.
Hayunoucropuueckass W mpakTHUecKas LIEHHOCTh JOKyMeHTOB. [IpenMer u 3amaum Kypca.
JIOKyMEHT — OCHOBHOW OOBEKT JOKYMEHTOBETUECKUX HCCICAOBAHUN Ha Pa3HBIX YPOBHSIX:
OTJICNbHBIA JTOKYMEHT, CHCT€Ma JOKYMEHTOB U BCS COBOKYIHOCTh CHCTEM JOKYMEHTAIUH,
OTpa)karolasl AeHCTBUTENbHOCTh. CTAaHOBJIEHHE M Pa3BUTUE JOKYMEHTOBEACHHUS, KaK Hay4HOMH
JUCIUTUIAHBI.

COOTHOIIIEHHE TOHATHH «JOKYMEHTOBEACHHUEY, «IACIOMPOU3BOACTBO», «IOKYMEHTAIIMOHHOE
olOecrieueHre yMOpaBlIeHUs», «UHPOPMAIMOHHO-TOKYMEHTALlMOHHOE obecreyeHue». CBA3b
AOKYMCHTOBCACHUA C I/ICTOpI/IeI\/'I, APXUBOBCACHUCM, TIIPAaBOBbBIMU U I/IH(bOpMaLII/IOHHBIMI/I
TUCIHUIUIMHAMYU, C TEOpHeH YIpaBlieHUs, C HKOHOMHUYECKMMH, TEXHUYECKUMH HAyKaMH.
Hcrounuku 111 u3ydeHus Kypca. 3aKOHOAATENbHBIE AKThl M Marepuaibl. PykoBopsiue
JOKYMEHTHI 1o cTanpaptuzanuu. Kiaccupukaropbl TEXHUKO-DKOHOMUYECKOW W COLIMATIBHOM
uHpopmanuu. EnuHas rocymapcTBeHHas CUCTeMa JIOKYMEHTAIIHOHHOTO  OOecTeueHus
yrnpapiaeHus. TumoBas HMHCTPYKIMS 1O JEJIONPOU3BOJICTBY B (eaepanbHBIX OpraHax
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HCIIOJIHUTENLHON BIIACTH. MCTO,Z[I/I‘-IGCKI/IC PCKOMCHAAIN B o0actu ACJIONMPOU3BOACTBA U
APXHUBHOI'0 JcJ1a.

Tema 2. Ilousitue 0 nokymeHTe. OYHKUMH, CBOICTBA, KJIaCCH(PUKALMUS JTOKYMEHTOB
TepMmuHONIOTHA, HCIONB3yeMas Npu pabore ¢ AokymMeHTamH. [IpaBoBOM, ympaBieHUECKUH H
HCTOPUYECKHI aceKThl B ONpeAeseHuH JoKkyMeHTa. MlHpopManmonHas CylHOCTh JOKYMEHTa U
€ro HENOCPEICTBEHHAs CBS3b C MaTepUaNIbHBIM HocuTedeM. JoKyMeHTHl odunuambHbIe
(cmy>xeOHbI€), TMUHBIE (TIEPCOHATBHBIC) U JIMYHOTO MPOUCXOXKACHUS. JJOKYMEHTHI pYKOITUCHBIC
U U3TOTOBJIEHHBIE C IOMOIIbI0 TEXHUYECKUX CPEACTB. «IDJIEKTPOHHOE» NOKYMEHTHPOBAHHUE.
[TonudyHKIMOHATBHOCTh JAOKYMEHTa U cocTaB (yHKuuid. [IOHATHS «IOKYMEHTHUPOBAHUE,
«CpeACTBa JOKYMEHTHUPOBAHUS», «CIMOCOOBI JTOKYMEHTHPOBAHHSI». TEKCTOBOE, TEXHUYECKOE
JIOKYMEHTHUPOBAHUE. DOTO-I0KYMEHTUPOBAHHE. KunogokymentupoBanue, o0nacTb
npuMeHEeHus.  MarepuanbHple  HOcUTenH  WHQOpPMAMM W WX  KIACCU(UKAIHUAL
JoxymentupoBanHas nHbopManus u ee cBoiicTBa. KOpumnueckas cuiga — OCHOBHOE CBOMCTBO
nokymenta. lOpupuuecku 3HauMMble pPEKBU3UTBHL. OpPUTHHAIBHOCTb, MOJJIMHHOCTH U
KOIMMMHOCTh JTOKYMEHTOB. IOpuanueckas cuna komwii u TenedakcoB. HoTapuanbHble KOMHH.
[MopnmuuHBIE W TOIJIOXKHBIE JOKYMEHTHL. Kiaccudukanus JOKYMEHTOB TIO pPa3IMYHBIM
IpU3HAKaM B 3aBUCUMOCTH OT COJIEp)KaHUs, HAUMEHOBAHUS, 110 CTETIEHU YHU(PHUKALIUU U JIp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJiMpoBaHMe U HOPMATHBHO-METOAUYECKOe
olecrieyeHue B 00/1aCTH 1eT0NIPON3BOACTBA M APXUBHOIO JieJia

Knaccudukanus 3akoHOAATENbHBIX, HOPMAaTUBHBIX, METOJUYECKUX MaTEpHUaOB, KaCArOIIMXCS
BOIIPOCOB JIOKYMEHTHPOBAHHUS ¥ OPraHU3aluu pabOThl C TOKYMEHTaMHU. 3aKOHOATEeIbHbIE aKThI,
MOCTAHOBJICHUS U pACTIOPSKEHUs MpaBuTenbeTBa Poccuiickoit @eaepanuu, periaMeHTHPYIOIIHeE
IpaBOBbIE HOPMBI Ha (QenepaJbHOM ypOBHE IpH paboTe ¢ JokyMeHTaMmu. lIpaBoBble aKThI
HOPMAaTHUBHOTO ¥ MHCTPYKTHUBHOTO XapaKTepa, METOANYECKHE MaTepHalIbl 1O JeIONPON3BOACTBY
OpeanpusTHii, opranmsanuii, yupexxaenudd, ¢upM. ['OCTel Ha  JZOKYMEHTAIHIO.
O6mepoccuiickie KiacCu(PUKaTOpbl TEXHUKO-DKOHOMHUYECKON W COIMAIBHOW HH(POPMAIIHH.
l'ocynapcTBeHHass cucTemMa JIOKYMEHTAIIMOHHOTO oOecreueHus yrpaBiieHus. PerimameHTtanus
JIEIIONPOU3BOJICTBA HA BEJOMCTBEHHOM ypoBHE. OpraHu3alliOHHbIE JOKYMEHTBHI MPEeANPUATHI,
YUpPEXKJEHUMN, OpraHu3aluii M TOCYJapCTBEHHbIX OpraHoB Biactu. KopnopaTuBHoe
JIEJIONPOU3BOICTBO.

Tema 4. CTpykrypa noxkymenta. TpeOGoBaHusi K 0pOpPMIICHUI0O PEKBHU3UTOB CJIY:KeOHBIX
JOKYMEHTOB

VYuudukauus u cranmapTuzanus J0KyMEeHTOB. DopMylsp COBPEMEHHOrO YIpaBiIECHUYECKOIO
nokymenta. CocTaB pPEKBH3UTOB, HX pacnojoxeHue. Dopmymsp IOKyMeHTa, (GOpMyIsp —
obpazen. TpeGoBanusi k ohOpMIICHHIO PEKBH3UTOB. llopsmok 0003HaUYeHHS HAMMEHOBAHUS
OpraHu3alliil - aBTOpa JOKYMEHTa, CIPaBOYHBIC JbIHHBIE 00 aBTOpe. Buabl JTOKyMEHTOB,
onpezensieMble 3aKOHOAATEIbHBIMM W HOpMAaTHBHBIMU akTamu. (OOo3HaueHue ajapecara.
[Topsimox odopmieHust mouyroBoro anpeca. JlaTbl JOKyMEHTa M TMOPSIOK MX O(QOPMIICHUS.
y,Z[OCTOBepeHI/Ie AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHHC. OTMeTKH Ha
nokymente. TpeboBaHue K cOJIEpKaHHUIO M O(QOPMIIEHHIO pPe30dIoIuu. TeKCT NoKyMmMeHTa —
OCHOBHasi €ro cojepkareibHas 4dacTh. OOmue TpeOoBaHHS K TEKCTaM JOKYMEHTOB. TeKcr,
opopMIIeHHBIII B BHJe TaOMUIBl, aHKeThl. CBA3HBIA TEKCT - O3TO TMOCJeI0BaTeNIbHas,
rpaMMaTU4YeCKH M JIOTUUECKU coryiacoBaHHas MHQopmauus. TpadapeTHble, TUIIOBBIE TEKCTHI.
TunuyuHble S3bIKOBBIE OUTMOKHU B TEKCTAX CIIY:KEOHBIX JOKYMEHTOB. PejakTupoBanue TekcTa.

Tema 5. Buabl 0J1aHKOB CJIy:KeOHbIX JOKYMEHTOB, IPOCKTHPOBAHUE 0JIAHKOB
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[lonarue «OnaHK HOKyMEHTa». Bl OJaHKOB M MOPSIIOK PACIIONIOKEHHS] PEKBU3UTOB B OJaHKe
(yrioBoe u neHTpoBanHoe). OOt O1aHK, OJIaHK MUChMa, OJIAHK JOJDKHOCTHOTO JIMIA, OJaHK
KOHKPETHOTO BHJA JIOKYMEHTa, OJaHK CTPYKTypHOro mnojapasaeneHus. CocTaB pPEeKBU3UTOB,
Ha3Ha4YCeHHE, 0COOCHHOCTH O(DOPMIICHHS PAa3IMYHBIX BHUIOB OJIAHKOB. biaHku ¢ m300pakeHneM
rocyapcTBeHHOro repba u repba cyowrekra denepanuu. OcobeHHOCTH pabOTHI ¢ OJIaHKAMU ¢
repOOBOM CHUMBOJIMKOW. Yder OmaHkoB 1o BujpaMm. DopmaTel OYMaKHBIX JOKYMEHTOB.
TpeboBaHMs K U3TOTOBJIEHUIO TOKYMEHTOB.

Tema 6. Cucremsl fokymenTannu. OgopmiieHue ynpapjieH4eCKHUX JOKYMEHTOB
YHuuUupoBaHHbIE CHUCTEMBl JOKYMEHTAllMHM, JCMCTBYIOUIME B  HACTOAILIEE BpEMS.
lNocynapctBenHnast cucrema gokymeHTaruu. OpraHn3aliOHHO-TIPABOBbIE TIOKYMEHTHI - YCTaBblI,
MOJIOKEHHUS, WITaTHbIE pAaCHHUCAaHMs, CTPYKTypa M IITaTHAas YHUCIEHHOCTb, perjiaMeHThl
WHCTPYKIIMK © JIp.; WX Ha3Haue€HWe U OcoOeHHocTH odopmieHus. PacmopsaurenbHbie
JIOKYMEHTHI. HNudopmaninoHHO-cIIpaBOYHbIE JOKYMEHTHI. PaznoBugHOCTH
WH(OPMAIIMOHHOCIIPABOYHBIX ~ JOKYMEHTOB, HX cocTaBieHue u odopmieHue. [lenoas
MEepenucKa, BBIMOJNHAIOMAS (DYHKIHUIO CBS3M MEXAY OpraHu3auusMu. MHorooGpasue BUAOB
NEepernucku U crmocoObl ee mepemnadn. (OCOOCHHOCTH JOKYMEHTHUPOBAaHUS JAEATEIbHOCTH
KOJUIETHAJIbHBIX ~ OpraHoB. (CucremMa TUJIaHOBOM  JOKyMmMeHTanuu. Cucrema OTYETHOM
nokymeHTtanuu. Kanposast qokyMmeHTamus (1o TUYHOMY cocTaBy). OcoOeHHOCTH OOpMIICHUS
pe3toMe, 3asBICHUM, aHKeT, aBToOWorpaduii. Cucrema OyXraaTepcKoW JOKyMEHTAIUH.
[lepBuuHbIE y4YeTHBIE JOKYMEHTHI, OCOOCHHOCTH uX odopmieHus. CBOJHBIE y4YETHBIC
JTIOKYMEHTHI.

Tema 7. TexHosioruu padboThbl ¢ JOKYMEHTAMU

Ortanbsl W TOPSAIAOK JBIDKEHHS JOKyMeHTOB. Opranuzamusi paboThl ¢ HOCTYMAIOUIMMU
(«Bxomsammmu») gokymeHTamu. Ilopsmox  opranuzanuu  paboThl € OTIPaBIISIEMBIMU
(«rcxonAmuUMn») foKyMeHTamu. [IpaBuiia opranuzaiuy padoThl ¢ BHYTPEHHUMH JTIOKYMEHTaMHU.
[lenn 1 OCHOBHBIE MPUHIIMIIBI PETUCTPALMU JOKYMeHTOB. Ha3HaueHne u BUIbI HOMEHKIATYPbI
JACII. Tpe6OBaHI/I$I, MMPEABABIACMBIC K COCTABJICHUIO U 3alIOJIHCHUIO q)OpMBI HOMCHKJIATYpPhbI JACJI
opranuzanuu. Cpoku xpaHeHus aei. OTBETCTBEHHOCTh 32 COXPAHHOCTh TOKyMEHTOB. lloHsaTue
«QKCHEPTU3a LEHHOCTH JOKYMEHTOB». HOpMaTMBHO-METOIMYECKHE M TEOPETUUYECKHE OCHOBBI
IIPOBEJICHUS SKCIEPTU3HI LICHHOCTH TOKYMEHTOB. [IpaBuia nepeaauu aen Ha XpaHEHHE B apXUB.

Tema 8. Oco0eHHOCTH PadOTHI ¢ JOKYMEHTHMPOBAHHOW HHGopMauueldl OrpaHUYEeHHOr0
JA0CTyIAa

HopMaTuBHO-TIpaBOBBIE  aKThl, periiaMeHTHpyloIHe paboTy ¢  JTOKYMEHTUPOBAaHHOMN
uH(popManmelr  orpaHudeHHOro  jgocryna. CeKpeTHOCTh U KOH(UIECHIMAIBHOCTh B
JEJIONPOU3BOJCTBE B OpraHax TIOCYJapCTBEHHOM BiacTU. JlOKyMeHTalus, OTHOCSIIAscA K
rOCyJapCTBEHHOM  TalHe, JOCTYyIl K HeHW rpaxnaH. JIOKyMEeHTBI, colepxKaliue
KoHpuaAeHIMabHY0O  uHbopMaruio. Opranm3anus paboTel ¢ KOH(PUACHIMATHHBIMA
nokymeHntamu. llpueM u peructpanus KoH(UICHIMAIBHBIX JOKYMEHTOB, THUPQXXUPOBAHHE U
pacchUika  JTOKyMeHToB. @DopmupoBaHue KOHPUACHIHUATBHBIX JOKYyMEHTOB B  Jeja.
Hcnonp3oBaHne AOKYMEHTOB W JieJd B TEKyIIeM Jelonpou3BoicTBe. [lopsnok XpaHeHHUS.
TunudHble HENOCTAaTKH B paboTe MO OOECHEUeHHUIO 3allUTHI TOCYJAPCTBEHHBIX CEKPETOB M
BBICOKOH 3((heKTUBHOCTH KOH(UICHIIMAILHOTO JEIONPOU3BOICTBA.

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

Tema 2. Ilonsitue 0 nokymeHTe. OYHKIMH, CBOICTBA, KJIACCH(PUKALMS JOKYMEHTOB
Tema: JlokyMeHT-0CHOBHOM HOCHTE/Ib HH(OpMaNNU
[1nan
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1. Yro siBIIsIeTCS IPEIMETOM U OOBEKTOM M3y4eHUS TUCHIUTUIHHBI «J|0OKyMEHTaIlMOHHOE
obecrieueHre yrpaBieHUSI»?

2. KakoBsl ocHOBHEIE 3agaun JJOY?

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

4. Yro Takoe nokymeHnt? Kakue pyHKIUU OH BBITOJIHSIET?

5. Iyt 9ero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

6. B yem 3axirovaercst ynpaBieHUE TOKYMEHTAMHU.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJMpoBaHMe U HOPMATHBHO-METOAUYECKOe
ol0ecrieyeHue B 00/1aCTH 1eI0NIPOU3BOACTBA M APXUBHOIO J1eJia.

Tema PacnopsigurebHbIe JTOKYMEHTbI.

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 nokymenrta. TpeGoBaHuss K 0pOpMJICHHI0O PEKBH3MTOB CJYKeOHBIX
AOKYMEHTOB

Tema IIpaBuiia cocraBjieHUs1 U 0(POPMJICHUS JOKYMEHTOB

[1nan:

1.OCcHOBHBIE U JOTIOTHUTEIbHBIE PEKBU3UTHI.

2.Dopmynsip u O6J1aHK TOKYMEHTa

3. J11st yero HEOOXOAMMO COXPAHATH JOKYMEHTHI?

4. B yeM 3aKJII04aeTCs yNnpaBjieHUE JOKyMEHTaMu?

5.CranjapTu3anmsi JOKyMEHTOB.

Tema 5 Buabl 6,1aHKOB CJIy:KeOHBIX IOKYMEHTOB, IPOEKTHPOBaHHe 0JIAHKOB
Tema CripaBoYHO-HH(OPMALIOHHBIE JOKYMEHTHI.
[Tnan.
1.CnpaBka-0CHOBHOMN JOKYMEHT.
2.IlpaBwita coctaBieHus U 0OPMIICHHSI CTIPABKHU.
3. Tenerpamma.tenedonorpamMma.paxc.
4 .IlucpMa-BUIbBI UX.
5. JloknaHas.00bCHUTEIbHAS U CITyKeOHas 3aIHCKH

Tema 6. Cucremsbl 1okymeHTaunu. OdopmiieHne ynpabjieH4eCKUX JOKYMEHTOB
Tema Opranu3zannoHHbIE JOKYMEHTHI.
[1nan:
1.YcraB.Bugsi ero.
2.ITpaBuna .Mx cocraBieHue.
3.Uucrpykuuu..IlpaBuna ux cocraBieHuUs.
4 .ITonoxxenus. X peKBU3UTHI

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU
Tema JIuunbie opuuaJIbHbIE JOKYMEHTbI.
1.ITpaBuna opopmiIeHHS 3asiBICHHS.
2. lpaBuna oopmiieHUsT JTUIHOU TOBEPEHHOCTH.
3. IlpaBuia opopmienus JlpaBuiia opopmienus aBToonorpagpum.
4. IlpaBmna ohopMIICHHS PACTIHCKHU.
5. IlpaBmiia ohopmiieHuUs pe3roMe.

4.4. Conep:xaHne cCaMOCTOSITEIbHON padoThI
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Tema 1. IIpeamer, conep:kanue M 3aJa4H Kypca.

3aKOHOJaTeNbHbIE aKThl M MaTepHaybl. PyKOBOIAIIME JOKYMEHTHI MO CTaHAAPTHU3ALIMH.
Knaccupukaropel  TEXHUKO-DKOHOMHUYECKOW W commanbHOW  umH(popmammu. Enunas
roCyJapCTBEHHAs CHCTeMa JOKYMEHTAllUOHHOTO oOOecmedYeHus ympaBjieHus. wumoBas
WHCTPYKIMS IO JEJONPOU3BOACTBY B (henepalnbHBIX OpraHax WCIOJHUTEIBHON BIIACTH.
MeToandeckue peKOMEHIAINU B 00JaCTH ACIIONPOU3BOACTBA M ApXUBHOTO JIea.

Tema 2. IlonsiTHe 0 nokyMeHTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
TekcroBoe, TEXHUYECKOE JOKYMEHTHPOBAHHUE. DOTO-1OKYMEHTHPOBAHHUE.
KunonokymenTrpoBanue, 00J1acTb MPpUMEHEHUsI. MaTepuanbHble HOCUTENU WH(POPMALUK U UX
kinaccudukanus. JlokyMeHTHpoBaHHas WHQopMaius U ee cBoiicTBa. lOpuamdeckas cwmiia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. IOpuamdecku 3Ha4MMble pPEKBU3UTHL. OpUTHMHAIBHOCT,
IOJUIMHHOCTh M KONMHHOCTH JOKyMeHTOB. lOpuandeckas cuiaa konuid U Tenedakcos.
Hortapuansusie konuu. IloamuHHble U TOUIOKHBIE TOKyMeHTHI. Knaccudukanus m0KyMEeHTOB
[I0 pPA3IMYHBIM IPU3HAKAM B 3aBUCUMOCTH OT COJEP)KaHUs, HAaUMEHOBAaHMs, IO CTEICHU
yHU(DUKALWU U Jp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJiMpoBaHMe U HOPMATHBHO-METOAUYECKOe
ol0ecrieyeHue B 00/1aCTH 1eJI0ONIPOU3BOACTBA M APXUBHOIO JieJia.

I'OCTo1 Ha moxymeHTaruoo. OOIIepoccuiickue KiacCU(pUKATOPhl TEXHUKO-DKOHOMHYECKON U
couuanbHO uMH(pOpManuu. l'ocymapcTBeHHass CUCTeMa JOKYMEHTALMOHHOTO OOeCTeueHHs
yIpaBIeHUSI. Pernamenranus NEIONPOU3BOACTBA  HA  BEJIOMCTBEHHOM  YpOBHE.
OpranuzanvoHHbIe JOKYMEHTBI IPEANPUATHH, YUPEKIECHUHN, OpraHu3alnuil ¥ rocyaapCTBEHHBIX
opraHoB Biactu. KoprnoparusHoe Ae10npon3BOACTBO.

Tema 4. Crpykrypa nokymenTta. TpeGoBaHuss K 0pOpMJICHHI0O PEKBH3MTOB CJYKEOHBIX
AOKYMEHTOB

y,Z[OCTOBepeHI/IC AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHHC. OTMETKH Ha
nokymeHte. TpeOoBaHHME K COAEpKAHUIO U O(GOPMIICHHIO pEe30JIOLUU. TeKCT JOKyMEHTa —
OCHOBHAas €ro cojiepkarenbHas 4acTb. OOmmue TpeOOBaHHS K TEKCTaM JIOKYMEHTOB. Tekcr,
oopMieHHbIM B BHAe TaOauipbl, aHKeTbl. CBSA3HBIM TEKCT - 93TO MOCIENOBaTeIbHAs,
rpaMMaTUYeCKH M JIOTUUECKU coryiacoBaHHas MHQopmauus. TpacdapeTHble, TUIIOBBIE TEKCTHI.
Tunuynble A3bIKOBBIE OLIMOKH B TEKCTAX CIYXKEOHBIX IOKYMEHTOB. PelakTupoBaHue TEKCTA.

Tema 5. Buabl 0,1aHKOB C/1y:KeOHBIX JOKYMEHTOB, IPOCKTHPOBAHHE OJIAHKOB

brnanku ¢ n300pakeHreM rocy1apcTBeHHOTo repoa u repba cyonekra deneparun. OcodeHHOCTH
paboThl ¢ GilaHKaMu ¢ repOOBOM CUMBOJMKOW. YueT OnaHkoB 1o BuaaM. dopMaTsl OyMasKHBIX
JOKYMEHTOB. TpeOoBaHuUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremsbl 1okymeHTaunu. OdopmiieHne ynpabjieH4eCKUX JOKYMEHTOB
MHorooOpa3ue BHIOB NEPENUCKH U Croco0bl ee nepeaadn. OcoO0eHHOCTH JOKYMEHTHUPOBAHHS
NEeSTENIbHOCTH  KOJUIETHMalbHBIX opraHoB. Cucrema mjaHOBOM JoKkyMmeHTauuu. Cucrema
OoT4YeTHOM aokymeHTanuu. KaapoBas mokymeHTanust (o JWYHOMY cocTaBy). OcobGeHHOCTH
obopmiieHHUsT pe3loMe, 3asBICHUMN, aHKeT, aBTtoOmorpaduii. Cucrema OyXxralTepcKon
noKyMeHTaruu. I[lepBudHbIe ydeTHBIE JOKYMEHTBHI, 0cOOeHHOCTH uX odopmieHus. CBOAHbIC
YUYETHBIE JOKYMEHTHI.

Tema 7. TexnoJsiorun padoThl ¢ AOKyMeHTaMHU

Cpoxu xpaHeHus aen. OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKYMEHTOB. IloHsTHE @KCcnepTH3a
OCHHOCTHU OOKYMCHTOB). HOpMaTI/IBHO-MeTO,Z[I/I‘-IGCKI/Ie U TCOPCTUYCCKUC OCHOBLI INPOBCACHUSA
9KCIIEPTU3bl LEHHOCTH JOKYMeHTOB. [IpaBuia nepenayu e Ha XpaHEHUE B apXUB.

Tema 8. Oco0eHHOCTH PadOTHI C JOKYMEHTHPOBAHHOW HH(pOpManuell OrpaHUYeHHOI0
aocTyna

IIpuem u peructpanus KOH(PUICHIMAIBHBIX JOKYMEHTOB, THPaXUPOBAHHWE M PaCChUIKA
JTOKyMeHTOB. PopMupoBaHne KOH(QHICHIMAIBHBIX JOKYMEHTOB B jnena. lcmomp3oBaHue
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JOKYMCHTOB U JCJI B TCKYHICM JCJIOIPOU3BOJCTBC. HOpH,Z[OK XPaHCHUS. Tunnunsle HEAOCTAaTKUu
B paboTe Mo 00ECIEUCHHIO 3aIUThl TOCYAAPCTBEHHBIX CEKPETOB M BBICOKOW A(PEeKTUBHOCTH
KOH(bI/I,Z[GHLII/IaHBHOFO ACIJIOIMMPOU3BOACTBA.

5. KoHTpoOJIb Ka4yecTBa 0CBOCHHUS IMCIHUIIIHHBI

Texymuii KOHTPOJIb U IPOMEXKYTOUHAs aTTeCTalllsl OCYLIECTBISIOTCS B COOTBETCTBUHU C
«IlonoxeHneM O TEKylleM KOHTPOJIE€ YCIIEBAEMOCTM M IPOMEXKYTOYHOM  aTTecTaluu
oOyyaromuxcst B ABTOHOMHOM HeKOMMepueckoi opranusanuu «OO0pazoBaTenbHasi OpraHU3aIus
BBICLIETO0 00pa30BaHUsA» «Y HUBEPCUTET SKOHOMUKHU M YIIPABICHUS».

Bun npomexxyrouHod arrecrauuu —  3ader. dopma NpoBeneHUs IIPOMEKYTOYHOMU
aTTeCTaluy — MMCbMEHHBIN 3a4€T.

OneHouHble cpencTBa IO AMCUMIIMHE mnpuBeneHsl B [lpunoxenun 1. Kpurtepun
onenuBanus 1y ®OC npusenens! B [Ipunoxenun 2.

6. YueOHO-MeTOAMYECKOE 00ecIeYeHrne U CIUIIIHHbI

7. IlepeyeHb OCHOBHOI M JIOMOJTHUTEIbHOMH Y4eOHOI JJUTEpaTypbl, HEOOXOTUMOM 1JI51
OCBOEHHS THCIUMTHHBI
@) OCHOGHaA Tumepamypa
1. ApacnanoBa, B. A. JlokymeHTalmoHHOe oOecleueHrne YhpaBieHUs : y4deOHO-

MpakTUYecKoe mocobme B cxemax, Tabmumax, obpasmax / B. A. ApacnanoBa. — 3-¢ u3m. —
Cypryt : Cypryrckuii TOCyIapCTBEHHBIN Iemarornueckuii yauepcuter, 2019. — 240 ¢. —
ISBN 978-5-93190-385-9. — Tekcr : anextponHslit // Lludposoit o6pazoBaTenbHblil pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/94291.html (mata oOpamenus:

18.08.2022). — Pexxum nocTyna: Aiis aBTOPH3HP. NOJIb30BaTeIeh

2. Ky3nemnora, 1. B. JlokyMeHTaniMOHHOE OOECIICUCHHUE YIPaBJICHUS IEPCOHAIIOM :
yueOHoe mocobue as 6akanaspos / U. B. Ky3nenosa, I'. A. XagarpsH. — 2-e uzn. — Mocksa :
HamxoB u K, Ait I[Iu Op Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — Tekcr :
anektpoHHblt // Lludposoit obpazoBatenbubiii pecypc [PR - SMART : [caiit]. — URL:
https://www.iprbookshop.ru/83142.html (mara obOpamenus: 19.08.2022). — Pexum mocTyma:
JUTSL aBTOPU3UP. TIOJIB30BaTENCH

3. JlanikoBa, A. I'. JlokyMeHTaIlmoHHOE 00eCTiedeHUE yIPaBICHUS TIEPCOHATIOM : yueOHOe
nocobue / A. I'. Jlankosa, B. A. IlpirankoB. — Omck : OMCKU TOCYapCTBEHHbIN TEXHUYECKHUMA
yauBepcutetr, 2019. — 154 ¢. — ISBN 978-5-8149-2860-3. — TekcT : 2JIeKTpOHHBIN //
Hudposoii  obOpazoBarenpHbli  pecypc IPR SMART :  [caéit] —  URL:
https://www.iprbookshop.ru/115469.html (mara obpamenus: 18.08.2022). — Pexum moctyma:
JUTSL aBTOPU3UP. TIOJB30BaTENCH

0) oonoanumenvHan a1umepamypa

1. JIokyMeHTallMOHHOE OO0ECTeueHUe YIpPaBIEHUs : Y4eOHUK HJsi CTYACHTOB BY30B,
oOydaromuxcsi MO HalpaBleHUAM «JKOHOMHUKa» U «MEHEIKMEHT», CIeHUuaIbHOCTIM
«Uudopmarukay, «JloKyMEeHTOBEIEHHUE U JOKYMEHTAIIMOHHOE OOECIICUCHUE YIPABICHHSI,
«ABtomatuzanus u ympasieHue» / A. C. I'punbepr, H. H. T'op6aués, H. H. 'op6aués, O. A.
Myxamermmna. — Mocksa : KOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Tekcr : anexktponnsblit // L{ludposoit obpazoBarensubiii pecypc IPR SMART : [caiit]. — URL:
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https://www.iprbookshop.ru/71213.html (mara oOpamenus: 18.08.2022). — Pexum moctyna:
JUTsL aBTOPU3UP. TIOJIb30BaTeNel
2. JlankoBa, A. I. JlokyMeHTallMOHHOE oOOECHeYeHHUEe YIpPaBICHUS MEPCOHATIOM

npaktuky™m / A. I'. JlanmkoBa. — OMck : OMCKHiIT TOCYJapCTBEHHBIN TEXHUYCCKUNM YHUBEPCHUTET,
2020. — 54 c. — ISBN 978-5-8149-3016-3. — Tekcr : snexTtpoHHbii // Lludposoit
00pazoBaTenbHbBIN pecypc IPR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/115470.html (nara oGpamenus: 18.08.2022). — Pexxum pocryna:
JUTsL aBTOPU3UP. TIOJIb30BaTeNel

8. [lepeyeHb pecypcoB HHGOPMAIHOHHO-TEJIEKOMMYHUKANMOHHOI ceTn « UHTEepHET»,
HEeO0XO0AUMBIX JIJIS OCBOCHUSI JUCIUNJIMHBI

1. HudopmammonHo-nipaBoBoii moptan «lapant»: o¢unuansHbeii caiit. — URL:
http://www.garant.ru — TekcT: 3JIeKTPOHHBII.

2. Ludposoii obpazoBarenbHbIl pecypc «IPRsmarty: odunmaneusii caift. — URL:
http:// www.iprbookshop.ru/ — Tekct: 31eKTpOHHBII.

3. Hayunsiii xypnan «Monogoit yueHsli» : o¢unmaneHblii  caifit. -  URL:

https://moluch.ru/ - TekcT: 3MeKTPOHHBII

4. Poccuiickuii )KypHaAJI MEHEDKMEHTa : ounmanbhblii cait. - URL: https://rjm.spbu.ru/
- Tekct: 25eKTPOHHBII

5. Ynpanenue PenepaiabHON CIIy>KOBI TOCYIapCTBEHHOH CTaTUCTHKH 1O PecmyOmuke
Kpeim u 1. CeBactomoiio : odunuanbubiii caiit. - URL: https://crimea.gks.ru/ - Tekcr:
AJIEKTPOHHBIN

9. MeTonuyeckue YKa3aHUs 1l 00y4al0IUXCH
110 OCBOCHHIO TUCIHUILINHEI

IIpu nmpoBeneHuil JNEKIMM, CEMUHAPCKUX (MPAKTUYECKUX) 3AHATUH, CAMOCTOSITEIbHOU
paboTe 0OydaroUMXCsl NPUMEHSIOTCS MHTEPAaKTUBHBbIE ()OPMBI MIPOBEACHUS 3aHATHI C LIENbIO
HOTPYKEHUsS] 00y4aloIUXCs B pealbHYIO aTMocdepy NpodecCHOHANIBHOTO COTPYIHUYECTBA IO
pa3peluieHnIo IpooaeM, ONTUMAIbHON BBIPAOOTKN HABBIKOB M KauecTB OYyyIIEro CHelUalIncTa.
WnuTepakTuBHBIE (POPMBI IPOBEICHUS 3aHATHI MPENOIAraloT 00y4eHue B COTpyiHu4ecTBe. Bee
YY4aCTHUKHA 00pa3oBaTesbHOTO Tpoliecca (mpernogaBaTelb U 00yJaronuecs) B3auMOIeHCTBYIOT
Jpyr ¢ Opyrom, oOMEHHMBAIOTCA MH(pOpPMaLKel, COBMECTHO PELIAOT MPOOJIEMBbl, MOACIHPYIOT
CUTYALHIO.

B yueOHOM mporecce UCONb3YIOTCS HHTEPAKTUBHBIE (DOPMBI 3aHATHIA:

- TBOpPYECKOE 3aJaHKe. BhIOIHEHNEe TBOPUECKUX 3aJaHUi TpeOyeT oT o0ydarolerocs
BOCIIPOM3BEICHHE TIOJIYYEHHOU paHee uHGopMaIu B ¢popme, ONpeaessieMoil IpernoiaBaTesiem,
U TpeOyrolel TBOPUECKOr0 MOIX0/a;

- TpymnmnoBoe obcyxeHue. I'pynnoBoe obcyxaeHne Koro-iudo BOnpoca HampaBIeHO Ha
JOCTHDKEHUM JIy4IIEro B3aUMOIIOHMMAHHUS M CHOCOOCTBYET Jy4IlIEMY YCBOECHHUIO HM3y4aeMOro
MarepHaa.

B xozme ocBoeHUs ITUCHMIUIMHBI MIPU NPOBEIEHUM KOHTAKTHBIX 3aHATUH HCHOJIb3YIOTCS
cienytomme (HopMel 00yueHHs, CIOCOOCTBYMOmUE (OPMHPOBAHUIO KOMIIETEHIIMMA: JICKIHH-
TUCKYCCHM; Kec-MEeTOA; pellleHHe 3a/ad; CUTYallMOHHBbIM aHaiu3; oOcykaeHue pedeparoB U
JIOKJIA/IOB; pa3pabOTKa rPyMIOBBIX MPOEKTOB; BCTPEUYH C MPEICTABUTENISMHU FOCYJapCTBEHHBIX U
0O0IIECTBEHHBIX OPraHU3aIH.


http://www.garant.ru/
https://www.iprbookshop.ru/
https://moluch.ru/
https://rjm.spbu.ru/
https://crimea.gks.ru/
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10. ITepeyennb HH(POPMAIIMOHHBIX TEXHOJIOTHIi, HCIIO0JIb3YEeMbIX IIPH OCYIIECTBJICHUH
0o0pa3oBaTeIbHOI0 Mpolecca Mo JMCUUILVINHE, BKJIYas epedyeHb IPOrpaMMHOro
olecrieyeHnst 1 HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM (IIPH HEOOXOANMOCTH)

B mpomecce JNEKIMOHHBIX W TNPAKTHUECKUX 3aHATHHA HCIOJB3YeTCsS CIeayloliee
pOrpaMMHOE 0OecIieueHHe:

*mporpaMMel, obecrieunBarone A0cTyn B cerb «MHTepHer» (Hampumep, «Google
chrome»);

*IporpaMMel, AEMOHCTPAIMK BUEO MaTepUajIoB (Harpumep, npourpsiBaresb « Windows
Media Player»);

*mporpaMMbl Ui AEMOHCTpAallMd M CO3JaHus Npe3eHTanui (Hampumep, «Microsoft
PowerPoint»).

11. Onucanye MaTepHAJIbHO-TEXHHYECKOI0 00ecneuyeHus1, He00X0QuMOro JAJIs
ocyuiecTBJIeHHs 00pa30BaTEIbLHOIO NMPoIecca Mo TUCIHIINHE

Jiis  mpenojaBaHMs JUCLHMIUIMHBI He TpeOyercss CHelMalbHbIX MaTepHallbHO-
TEXHUYECKUX CPENCTB (Ja00paTOPHOTrO 000PYAOBAaHUS, KOMIIBIOTEPHBIX KJIACCOB M T.11.). OIHAKO
BO BpEMs JIEKLIMOHHBIX 3aHATUH, KOTOPbIE MPOBOJATCS B OOJIBLION ayIUTOPHUH, UCIOIB30BAThH
IPOEKTOP JJIsi IEMOHCTPAIMU CIAiI0B, CXeM, TaOJIMIl U MPOYEro MaTepraia, MyIbTUMEAUNHBIC
npoekTopbl Epson, Benq ViewSonic; skpanbl s mpoekTopoB; HOyTOykm Asus, Lenovo,
MHUKPO(OHBI.
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