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1. Ilesu v 3272491 0CBOCHHSI JUCHHMILIMHBI (MOXYJIs1)

Llenvio W3y4YeHHS] TUCHUIUIMHBI «J[OKyMEHTAIlMOHHOE OOecreueHne YIpaBlIeHUs
Ou3HecOM» sBIsAeTCS (OPMUPOBAHHUE y CTYAEHTOB CTAaHAAPTHOTO YPOBHS MPO(HECCHOHATHHBIX
KOMITIETEHIINH, CHOCOOCTBYIOUIMX CTAHOBJIEHUIO MNPOPECCHOHATBHOW KOMIIETEHTHOCTH B
BOIIpOCax  JIEJOMPOM3BOJACTBA M  JOKYMEHTAI[MOHHOTO OOecnevyeHus YOpaBlieHUs Ha
COBPEMEHHBIX MPEANPUITHUSIX.

Ilpeomemom npenonaBanusi y4eOHON TUCIUIUTUHBI «J[OKYMEHTAIIMOHHOE 00ecrieueHre
yIpaBieHUs: OU3HECOM» SABJISETCSI JOPMUPOBAHUS Y CTYACHTOB OCHOB YKOHOMUYECKUX 3HAHUI O
3HAYEHUH U MOTEHIHaNe JOKYMEHTO000pOoTa MPEeANpUaTUs; O pa3paboTKe JOKYMEHTAMOHHOTO
COMPOBOXKACHUS  NPOU3BOACTBEHHBIX  IPOLIECCOB,  JOKYMEHTAI[MOHHOTO  YIpaBJiCHUs
npeanpusTHeM; o0 ONTUMHU3AIUU YIPABICHYCCKOW JEATEIbHOCTH MOCPEICTBOM MPUMEHEHUS
MH(OPMALOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH.

Nzydyenne mucturuiHbl «J[OKyMEHTAIMOHHOE OOECTeueHUe YIpaBICHHUs OU3HECOM)
CIOCOOCTBYET PEIICHUIO CIEIYIONUX 3a0ay:

-popMupoBaHUE 3HAHUN TEOPETUYECKUX OCHOB JOKYMEHTHUPOBAHUS U TEXHOJOTUYECKUX
IPUEMOB COCTaBJIEHUS U OGOPMIIEHUS pPa3IUYHBIX (OPM JTOKYMEHTOB C HCIOJIb30BAHUEM
COBPEMEHHBIX HMH(POPMALMOHHBIX TEXHOJOTHH M  TEXHHUYECKHUX CPEICTB 00pabOTKU
nHpopMmanuu;

-popMUpOBaHNE HABBHIKOB OCYIIECTBICHHUS NPOLEAYPHl CO3JaHUS, HWCIOIHEHUS U
XpaHEHUs! JOKYMEHTOB;

-opMupOBaHUE HABBIKOB BEJICHUS JCIIOBOM MEPEIHCKHY;

-(popMUpOBaHNE HABBIKOB IOKYMEHTUPOBAHUS YIIPABICHUECKON JIEATEIBHOCTH C YUETOM
cnenupuKA CUCTEM TIOKYMEHTAIINN;

-pa3BUTHE YMEHHU NPOEKTHUPOBAHHUS JIOKAIBHBIX HOPMATHBHBIX AKTOB U HOPMAaTHUBHO-
METOJUYECKUX JIOKYMEHTOB 10 BEIEHHUIO JOKYMEHTAIMOHHOTO OOECIeUeHHUs YIpaBICHUS
Ou3HECOM;

-pa3BUTHE yMEHHUU WCIOJB30BAHUS  aBTOMATHU3WPOBAHHBIX CHCTEM 00paboTKu
JIOKYMEHTOB;

-popMupoBaHUEe CIIOCOOHOCTH aHAIM3UPOBATh IIEHHOCTh JIOKYMEHTOB C IMEIbI0 MX
XpaHEHHUS.

2. Mecto nucuumiannsl (moayJs) B ctpykrype OIIOII BO

Jucnummna «/{okymeHTannoHHoe obecriedeHre ynpaBlieHUuss OM3HECOM» OTHOCHUTCS K
TUCITUIIMHAM TI0 BBIOOpY BapuatmBHoi yactu bioka 1 (Bb1.B.JIB.4). Ona oGecneunBaer
MIPEEMCTBEHHOCTh U TapMOHHM3AIUI0 M3y4YEHHUS JUCHMILUIMH 0a30BOr0 Kypca, YUYETHBIX U
CMEXXHBIX TUCIUTIUINH, BKIIOYCHHBIX B MPOPECCHOHATBHBIN ITHKIT.

TpeOGoBaHus K BXOJHBIM 3HAHUSM, YMEHHUSIM U KOMIIETEHIIUSAM (POPMUPYIOTCSA N3YUCHUEM
CIEAYIOIUX  JUCHUIUIMH:  «MuKpo3koHOMHKa», «MakposkoHOMUKay,  «CTaTUCTUKaY,
«DuHaHCBY, «MeHemKMEHT», «MapKeTUuHr», «IKOHOMHKA OpraHu3anui», «DUHAHCOBBII
yuer», «IKOHOMHYECKas Oe30MmacHOCTh W  (UHAHCOBas  TOJNUTHKA  MPEATPUSTHUS,
«CoBpeMEeHHBIE IMJIAaTeKHBIE CUCTEMBI U UX O€30MaCHOCTH.

JlucumninHa sBISeTCs NPEAIIECTBYIOMEN A IUCHUIUIMH «AYAUT», «YTIpaBICHUYECKUM
yueT», «KOMIIIEKCHbI SKOHOMHYECKHM aHadu3 XO3SMCTBEHHOW MAEATEIbHOCTHY, «AHAIW3
Oyxrantepckoit ((hMHAHCOBOW) OTUETHOCTHY, «JlemoBasi U KOHKYpPEHTHas pa3Benkay, «KoHTpoIb
u peBu3usn», «busHec-mmaHupoBaHue». 3HaHUS, MOJyYeHHBIE B TMpolecce OO0yueHus, OyayT
UCIIOJIb30BaHbI PU HAMMMCAHWUHU BBITYCKHON KBaTU(PUKAIMOHHON pabOTHI Ha CTENEHb OakaiaBpa

3. TpeOoBaHuA K pe3yJIbTATAM OCBOCHUS COEPKAHMUS TN CHUIIIHHBI (MOTYJIA)

[Ipouecc u3yyeHns: TUCHUIUIMHBI HallpaBiieH Ha (JOPMHUPOBAHHE AJIIEMEHTOB CIIEIYIOIINX
npogeccuonanvuvix xkomnemenyuii (IIK) B coorserctBuun ¢ ®I'OC BO u OIIOII BO mno
JTAHHOMY HAIpPaBJICHUIO TTOJATOTOBKH (CIIEIIUATBHOCTH):



CIIOCOOHOCTh MCIIOJIB30BaTh AJISl PELICHUs aHAIUTHYECKUX M MCCIIEJOBATENbCKUX 3a7ad
COBpPEMEHHBIE TEXHUUECKUE cpesicTBa U nHpopMmannoHHbie Texnonorun (I1K-8);

CIIOCOOHOCTBIO HCIOJB30BaTh JJISl PEHICHUS KOMMYHUKATHBHBIX 3a/1ad COBPEMEHHBIE
TeXHUYECKUE cpeacTBa U nHpopmarmonHsie TexHomoruu (ITK-10).

C nenbro oBnaseHUs NPOPECCUOHATBHBIMU KOMIIETEHIIMSIMUA CTYJEHT B XOJ€ OCBOEHUS
[Ipoduns nomxex:

3namep:

- coaepxkaHue akTyainbHbIXx aAedcTtBytomumx ['OCToB mno [1enonpou3BOACTBY U
JIOKYMEHTOBEICHHIO;

- OCHOBHBIE MOJIOKEHUS JOKYMEHTUPOBAHUS YIIPABIECHYECKOUN NEATEIBHOCTH;

- TpeOOBaHUS K COAEP KAHUIO O(PULUAIBHOIO TEKCTa B JOKYMEHTaX;

- TIOPSIIOK U NpaBWJIa COCTABIICHUS, y4eTa, XPAaHEHUs U UCIIOJIb30BAHUS TOKYMEHTOB (B
TOM YMCJI€ OTPAHUYEHHOr0 JJOCTYIA) B OPraHU3aLUY;

- BHUJBI OTBETCTBEHHOCTH 32 OIIMOKM B JIOKYMEHTaX M HapylleHHs B O()OpPMIICHUU U
paboTte ¢ TOKyMEHTaMU;

- OCHOBHBIE  METOJBbl  pEIICHUS  AHAJIUTUYECKUX,  HMCCIEAOBATEIbCKUX U
KOMMYHHKaTHBHBIX 337a4;

- MPUHLUIBI ¥ TNpaBWiIa MOATOTOBKH HH(POPMALMOHHO-CIPABOYHOM W METOAWYECKOMN
JOKYMEHTaIUH;

- COBpEMEHHbIE TEXHUYECKHE CPEACTBA U MH(POPMAITMOHHBIE TEXHOJIOTHHU, HCIIOJIb3YeMbIe
IIPY PELICHNUH HCCIE0BATENbCKUX U KOMMYHUKAaTUBHBIX 33]a4;

- NpUHOUOB (HOpMUpOBaHMA HHGOPMAIMKM HAa PpA3IUYHBIX YPOBHSX YIPaBIICHUS
9KOHOMHYECKUM CYOBEKTOM;

- CUCTEMBI YIIPaBJIEHUS 3JEKTPOHHBIM JJOKYMEHTOOOOPOTOM;

Ymemos:

- UCTOJIb30BATh 3aKOHOMEPHOCTH Y MPUHILIMIIBI TOKYMEHTOBEACHUS U JIEIIONPOU3BOJCTBA
B 00pa3oBaTEeNbHON M X0351IICTBEHHO-TIPABOBOM JIEATEILHOCTH;

- COCTaBIIATh, 00pabaThIBaTh, MCIOJIB30BaTh, XPAaHUTh M YYHUTHIBATH YIIPABICHUECKUE
JOKYMEHTBI OTKPBITOTO M 3alIUIEHHOTO TOKyMEHTO000pOoTa;

- OpraHM30BBIBATh JTOKYMEHTALIMOHHOE IPOU3BOJACTBO Ha MPEINPUATUSAX OTpACId U
aHaU3UpOoBaTh 3 (HEKTUBHOCTH TAHHOM JEATEIIHOCTH;

- OLICHUBATh MOAJUHHOCTh O(PHUIUATBHBIX U OPUTMHAIBHBIX JOKYMEHTOB;

- TOTOBUTh HMH(OPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI, HEOOXOIUMBIE IJIsi MPHHATHUS
YIPaBJICHUYECKUX PEUICHU;

- TIOJB30BATHCS COBPEMEHHBIMH TEXHHUUECKUMH CpPEIACTBAMU U HMH()OPMAIIMOHHBIMU
TEXHOJIOTUSIMH JJIsl PELICHNUsT KOMMYHUKAaTUBHBIX 3a/a4 B Ipolrecce 00CYXKACHUsS, IPUHATHS U
pean3alyy yIpaBileHYECKUX PEIIEHUH, HAyYHO-UCCIIEA0BaTENbCKON NEATEIBHOCTH;

- COCTaBJIATh B CHPAaBOYHOM HHQPOPMALIMOHHON cHUCTeMe MOAOOPKU JIOKYMEHTOB,
COJepKALIMX HOPMBI, PEryJlupylouiie OJKETHbIe, HAJIOrOBbIC, BaJIOTHBIC OTHOIICHHUS B
001aCTH CTPaxoBOH, 0AaHKOBCKOH J1€ATEIbHOCTH, yUeTa U KOHTPOJIS;

Bnaoemw:

- HaBBIKAMHU COCTaBIICHHS, cOOpa, XpaHEeHHs, 0OpabOTKM U y4yeTa JTOKYMEHTHPOBAHHOMN
uHpOpMaILIKK, B TOM YHCIIE OTPAHUYEHHOTO JIOCTYTIA;

- HaBbIKAMM BEJIEHUS M ONTUMM3ALMHU JOKYMEHTOOOOpOTa B pa3IMYHbIX cdepax
JESATEILHOCTH;

- HaBbIKAMH  JOKYMEHTAJIBHOIO  O(OpMIIEHUS  pElIeHUWH B  yNpaBIECHUU
IPEIIPUHUMATEILCKOMN 1EATENbHOCTRIO OpraHU3aluy;

- MeToJaMH (pOpMUPOBAHUS YMEHHs MPOBOAMUTH Pa3paOOTKU HOBOM TOKYMEHTALUU AJIS
OOHOBIICHHSI ~ CTAHAAPTOB, TEXHUYECKUX  YCIIOBHH, OpraHM3allMOHHBIX, KOHTPOJIBbHBIX
JIOKYMEHTOB;



- HaBBIKAMH W COBPEMCHHBIMH TEXHHYECCKUMH CPCACTBAMHU JIA CaMOCTOATCIBHOIO,

MCTOAHUYCCKH

MPpaBHUIILHOTO

peuicHu-d AHAJIUTHYCCKUX,

KOMMYHUKATHUBHBIX BaﬂaHI/Iﬁ n 3a1a4,

- HaBbIKaMH

dbopmupoBaHUs

MOA0OPOK  JIOKYMEHTOB,

COZIepIKaIINX

HCCICA0BATCIBCKHUX n

HOPMBI,

peryaupyromue OoJKeTHbIC, HAJOrOBble, BaJIOTHBIE OTHOLICHHS B OOJIACTH CTPaxoBOH,
OAaHKOBCKOH J1eSTENbHOCTH, y4eTa W KOHTPOJS B CIPAaBOYHOH HH(POPMALMOHHON cHCTEMe

Koncynprant [1mtoc;

- OCHOBHBIMHA

MH(POPMALIMOHHBIMH

TEXHOJIOTUSIMH  00paboTKU

SKOHOMUYECKON MH(pOopMaIuu.

4. ConepskaHue M CTPYKTYpa TUCUUIIMHBI (MOXYJIs1)

conualibHO-

Taonuuya 1. Conep:kanue TUCHUILIHHBI (MOYJIs1) «/[0KyMeHTAllMOHHOE o0ecnieyeHne

ynpaBJieHHsi OM3HECOM»

DopMbI
No | HammeHOoBaHUE TEMBI ConepxaHue TEMbI TEKYIIETro
KOHTPOJIS
1 2 3 4
[Ipenmer, OOBEKTHI, IIENIN U 337291 y4eOHOH T, P, K, 13
OCHOBEL JTUCIUILINHBI «J{oKyMEeHTallMOHHOE 0OecTieueHe
yIpaBiieHus1 OuzHecom». MeToa0I0rnyecKuii
| | AOKYMEHTHPOBAHHA aHAJIN3 OCHOBHBIX MOHATHI U KaTeropui yueOHoit
YIPABJICHUECKOU
eSITETBHOCTH mucturuinHbl. Knaccudukanus yrnpaBieHIeCKUX
JOKYMEHTOB M UX BUABL. Y HUDUKAIMS U
CTaHJapTU3alMs YIPABICHUYECKUX TOKYMEHTOB
IIpaBoBBIE BOITPOCHI Buibl OTBETCTBEHHOCTH 32 MOJJIEIKY JOKYMEHTOB. T, P, K, 13,
periiaMeHTaluu Buapl 0TBETCTBEHHOCTH 3a XpaHEHHUE JOKYMEHTOB. PK
2 | opopmieHus Bupl OTBETCTBEHHOCTH 32 OIIMOKH B JOKYMEHTaX
CITy)KeOHBIX
JOKYMEHTOB
JloxymenTupoBanue OpraHn3anuoHHO-PacIOPs IUTEIbHbBIE JOKYMEHTHI. T, P, K, 13
3 | ynpaBieHYECKOI HNudopmaninoHHO-CTIpaBOYHBIE JJOKYMEHTHI.
JESITEIBHOCTH KomnernanbHbie JOKYMEHTBI.
Opranusanus [TpuHUMITBEI OpraHu3aly 1eJI0MPON3BOCTRA. T,P, K, 13
4 [IpaBuiia cocraBneHus rpaguka J0KyMEHTOO00pOTA.
JEJI0NPOU3BOJCTBA
KOHTpOJIb BBINOJIHEHHUS
Kanposoe KomriekT nokymeHnToB no tpyaoBou gesrensHocta | T, P, K, 13,
5 | nokymeHTupoBaHue u | pabornuka. KagpoBoe nenonponsBoacTso. PK
JEI0IPOU3BOICTBO [IpaBoBoOl cTaTyC TPYAOBOIO AOrOBOpPa
Buibl opranu3aiioHHO-pacnopsauTENbHBIX T, P, K, 13
JOKYMEHTOB: KOH(pUIeHIINATbHbIE, ((MHAHCOBBIE,
HAJIOTOBbIE, yUpeAUTEIbHbIE U OAHKOBCKUE
OpranuzanroHHO- JNOKyMeHTbl. COBpEMEHHBIE IIPABUJIA COCTABIICHUS
pacropsiANTENbHBIE nenoBbix muceM. OcoOeHHOCTH paboThI ceKpeTaps-
6 | JOKYMEHTHI B pedepeHTa, TOMOITHIKA PYKOBOAUTENS, YIEHOTO
YIPaBICHUU cekperapsi, HOMOLIHUKA JIeIyTaTa.
OpraHusanueu Kpanudukanuonnsie Tpe00BaHMS K TOMOIIHUKAM
pykoBoauTeneil. KomnernanbHble JOKYMEHTHI:
PEKBH3UTHI, IpaBmiia 0ohopMIIeHUS, aBTOPCTBO,
JIEJIONIPOU3BOJICTBO, KOHTPOJIb UCIIOJIHEHHS
7 [TpuHIMTIBI ApxuBHOE 00CTyKMBaHUE TOKYMEHTOB Ha T, P, K, 13,
rOCYJapCTBEHHOT O OpeNpHUsITUN. APXUBHOE 00CTY)KHBaHUE PK




peryiupoBaHus ZIOKyMeHTOB B ['ocynapcTBeHHOM apxuBe PO.
JNOKyMeHTooOopoTa U | [IpyHIMIIBI SKCTIEPTH3bI JOKYMEHTOB Ha
JIeJI0NIPOU3BOJICTBA IIPEeIIPUATAN U B ['0Cy1apCTBEHHBIX apXUBax

B rtpade 4 mnpuBomArcs 1uiaHHpyeMble (OPMBI TEKYIIETO KOHTPOJISL: 3alluTa
naboparopuoit padotsl (JIP), Bemmonmaenne kypcoBoro npoekra (KIT), kypcosoii padbotsr (KP),
pacuetHo-rpadudeckoro 3aaanus (PI'3), nomammnero 3amanus (/13) nanucanue pedepara (P),
acce (D), komnokBuyM (K), pydexnsiii koutponb (PK), tectuposanue (T) u T.x.

CTpykTypa AucHUNINHBI (MOAYJIs) «/[0KyMeHTalluOHHOe o0ecnieyeHne YIpPaBJIeHUs
On3HecoM»

Tabnuya 2. Ob6wan mpyooemkocms OUCUURIUHBL (MOOYAA) cocmasisiem 3 3a4emHnuple
eounuuywl (108 uacoes)

Bua pabotsl Tpyn0eMKOCTb, Yachl
6 cemecTp
O0mas Tpy10eMKOCTh (B 4acax) 108
KonTakTHast padora (B yacax): 30
Jlexyuonnwvie sansmus (J1) 15
Ilpaxmuuecxue 3auamus (113) 15

Cemunapckue 3auamus (C3) -

Jlabopamopnuvie pabomoi (JIP) -

CamocTosiTesqibHasi padoTta (B yacax): 78
PacuerHo-rpaduueckoe 3aganue (PI'3) -
Pedepar (P) 28
Occe (D) -
Kontposbnas padota (K) 10
CamocTosTenbHOE U3YUeHUE Pa3IesioB/TeM 40
Kypcosas pabota (KP)/ Kypcosoii npoekr (KIT) -
Bua npoMekyTo4HOI aTTecTANMHU 3ayerT

Tabauuya 3. Jlekyuonnnie 3auamus

Ne m/m Tema
1 OCHOBBI IOKYMEHTHPOBAHUS YIIPABICHYECKOUN NESTEIbHOCTH
2 ITpaBoBBIE BOMPOCH periiaMeHTaIuu 0popMIIeHHUS CITY)KEOHBIX JOKYMEHTOB
3 JIoKyMeHTUpOBaHUE YIIPABJICHYECKON IEATEIHbHOCTH
4 Opranuzanusi 1eJ0MpOU3BOJICTBA
5 KanpoBoe nokyMeHTHpOBaHUE U JEIONPOU3BOJICTBO
6 Opranu3aloOHHO-PACIOPATUTEIbHBIE TOKYMEHTHI B YIIPABJICHUN OpraHu3alie
7 [TpuHIHITBEI TOCYIApPCTBEHHOTO PETYIHPOBAHUS JOKYMEHTO000pOTa H
JIeJIONPON3BOICTBA
Taonuuya 4. Illpakmuueckue 3anamus
Ne ni/m Tema
1 CayxeOHble TOKYMEHTBI
2 [TpaBoBbI€ BONPOCHI peryiaMeHTaluu 0(pOpMIIEHHUS CITY)KEOHBIX JOKYMEHTOB
3 ITpaBoBBIE BOMPOCH OTBETCTBEHHOCTH IO CITY>KEOHBIM JOKYMEHTaM




4 JIOKYMEHTUPOBAHHE U JICTONPOU3BOJICTBO B CPEAHEM M MaJoM Ou3Hece
5 YnpapneH4yeckasi JOKyMEHTaIus

6 DJNEeKTPOHHBIA JOKYMEHTO000POT

7 YpaBieHYeCKHE TOKYMEHTHI 110 JITYHOMY COCTABY

8 HNudopmannoHHO-CIpaBOYHbBIE JOKYMEHTBI

9 JIOKyMEHTBI 110 0OpaIieHusIM TpaKIaH

10 DKCIepTh3a TOKYMEHTOB

11 IToaroTroBKa JOKYMEHTOB U €I HA apXUBHOE XPaHCHUE

JlaGopaTopHbie pabOTHI 1O JUCHUIIINHE «J[OKyMEHTAIIMOHHOE OOECIIeYeHUE YIPABIICHHS
OW3HECOM» HE TPEAyCMOTpPEHbl yueOHBIM TiaHoM Mo HampasieHuto 38.03.01 DxoHomuKa,
npodmip  «MHPOpMaMOHHO-aHAIUTUYECKOE W TPaBOBOE oOOecreueHne HSKOHOMUYECKOU
0e30MmacHOCTH OU3HECay.

Taobnuya 5. /labopamopnwie 3anuamus

Ne n/m Tema
Taobnuya 6. Camocmoamenvnoe uzyuenue pazoenos OUCUYUnIUHb
Ne i/mt Bomnpockl, BEIHOCHMBIE HAa CAMOCTOSITEILHOE U3YUCHUE

1 Hctopuyeckuii 1 ”HPOPMAITMOHHBIN acIEKThI B ONPE/ICICHUN TOKYMEHTA

2 OCHOBHBIE KaTETOPUH JEJIONPOU3BOJICTBA U JOKYMEHTOBEACHHUSI

3 OcobenHoctu 0hopMIICHHUS YIPABICHYECKUX JOKYMEHTOB

4 [TonsTHE FOPUANYECKON CHIBI TOKyMeHTa. CIOCOOBI MPUAaHUs JOKYMEHTY
FOPUANYECKOU CHIIBI

5 HopMmaTtuBHO-MeTOAMYECKHE aKThI, OIPEEIIAIONINE TOPAIOK CO3IaHus 1 0hOpMIICHUS
JIOKYMEHTOB

6 Haznauenue u knaccudukanus cpaBoyHO-UH(OPMAIMOHHON JOKYMEHTAIINH B
YIpaBJIeHYECKON JesITeIbHOCTH

7 Kanposoe nenonpounssozactso. [IpaBoBoii cTaryc TpyAOBOTO 10roBopa

8 Bupl oprann3anoHHO-pacopsINTENbHBIX TOKYMEHTOB: KOH(UICHIIMATbHBIE,
(uHaHCOBbBIE, HAJIOTOBBIE, YUPEIUTENbHbIE H 0AHKOBCKHE JJOKYMEHTHI

9 KomnernanbHble TOKyMEHTHI: peKBU3UTHI, IpaBHiia 0pOpMIIeHUS, aBTOPCTBO,
JIeJIONPOU3BOJICTBO, KOHTPOJIb UCIIOJHEHUS

10 ApxuBHOE 00CITy’)KUBaHHE JOKYMEHTOB

11 VYnpasnenue ciy:x00if ToKyMeHTallMOHHOTro obecrieuenus yrnpasieHus (JJOY)
peNpUSITHS

12 Opranu3zanys paOboThl JOKHOCTHBIX JIUI] MPEANPUATHS C JOKYMEHTaAMU

5. OneHo4Hble MaTepuabl VIS TEKYLIero H py0e:KHOro KOHTPOJISA yCIIeBaeMOCTH U

MPOMEKYTOYHOM aTTeCTAlMHU

Koneuneimu pe3yiibTaTaMu OCBOCHHA mporpaMmbl JUCHUITIINHBI SABJIAIOTCA

c(hOpMHPOBAHHBIE KOTHUTHUBHBIE IECKPUIITOPHI «3HATHY, KYMETbHY, «BJIAJETh), pPACHUCAHHbBIE 110
OT/IENIbHBIM KOMIleTeHUUsIM. DOPMHUPOBAHKE FTUX JECKPUNTOPOB MPOUCXOJUT B TEUECHUE BCETO
ceMecTpa 10 dTarnaM B paMKax pa3InYHOro BUJa 3aHATHI U CaMOCTOSITENIbHOM paboThI.




B xone u3yueHus: AUCUUIUIMHBI IPETYCMAaTPUBAIOTCS MEKYUiUil, pyOexcHblil KOHMpPOib
U NPOMENCYMOUHAA AmmeCmayus.

5.1. Oyenounvie mamepuanvt 014 meKyuwyeco KOHmpoaa. Lleno mexywe2co KOHmMpos —
OIICHKA PE3yNIbTaTOB pabOTHI B CEMECTpe U 0OecCIeueHue CBOCBPEMEHHOM 00OpaTHON CBS3H, AJIs
KOPPEKIIUA OO0y4YeHHUs, aKTUBH3AIMH CaMOCTOSTEIbHOM paboThl oOydaromerocsi. OO0BEKTOM
TEKYIIET0 KOHTPOJIS SBISIOTCS KOHKPETU3MPOBAHHBIE pE3yabTaThl 0OydeHus (yueOHbIC
JOCTHKEHUS) 110 TUCLHUTUTHHE

Texywyuii KoHmpop yCTIeBaeMOCTH 00eCledYrBaeT OIEHUBAaHUE XOJa OCBOCHHS
JTUCIUIUINHBL «J{oKyMeHTallMoHHOE oOecrieueHrne yrnpaBieHus] OM3HECOM» U BKIIIOYAET: OTBETHI
Ha TEOPETUYECKUE BOIPOCHI HA MPAKTHUYECKOM 3aHSATHH, PEIICHHWE MPAKTUYSCKUX 3alad Hu
BBIMIOJTHEHHE  33JaHMi HAa  TMPAKTUYECKOM  3aHSATHH, CAMOCTOSATEIbHOE  BBIMOJIHEHHE
WHAVBUAYAIBHBIX JOMAIIHUX 3aJaHuil (HampuMmep, pelieHue 3a/ad) C OTYETOM (3aIluToi) B
YCTaHOBJICHHBIN CPOK, HAITMCaHHUE JIOKIa/10B, pedepaToB, 3cce, AUCKYCCUU.

OneHka KayecTBa TOJATOTOBKM Ha OCHOBAaHWM BBHITIONHEHHBIX 3aJaHU BEAETCS
npenoaaBareneM (¢ OOCYKIEHHEeM pe3yJabTaToB), OaJIbl HAYMCIAIOTCS B 3aBHCHUMOCTH OT
CJIOKHOCTH 3aJ[aHUs

5.1.1. Bonpocvt _no__memam__oucyuniaunsvt __«/[oKymenmayuonnoe _odecneyenue
ynpagienus ousnecomy

Tema 1. OCHOBBI IOKYMEHTHPOBAHNS YNIPABJIeHYECKOM 1eATeJbHOCTH

1. Tpenmer, 3a1aun, OCHOBHBIE KaTETOPUH YI€OHOH TUCIMITINHBI «J{OKyMEHTaIllMOHHOE
obecrieueHre yIpaBIeHUS OM3HECOM»

Krnaccudukanus ynpaBneHIeCKHX JOKYMEHTOB U UX BHUJIBI
YHubukanus v cTaHaapTH3aLUs YIPaBICHYECKUX TOKYMEHTOB
JIeKCHKOH yIIpaBIeHYECKUX TOKYMEHTOB

Ocobennoctu 0OpMIICHUS YITPABICHYECKUX JOKYMEHTOB

TumnoBbie CpOKU XpaHEHHsI YIPABIEHYECKUX JTOKYMEHTOB

Tema 2. [IpaBoBble BONPOCHI perjiaMmeHTaunnu 0opopmMIIeHus CIyKeOHbIX TOKYMEHTOB
1. FOpuanueckas cuia u IOpUIAYECKAst 3HAYNMOCTh JJOKYMEHTOB

2. Bwujpl OTBETCTBEHHOCTH 3a MOJACTKY JOKYMEHTOB.

3. Bupl OTBETCTBEHHOCTH 32 XpaHEHHE JOKYMEHTOB.

4. Bwujpl OTBETCTBEHHOCTH 3a OIIMOKH B JOKYMEHTaxX

Tema 3. JIOKyMEHTHPOBaHUE YIIPABJICHYECKOH AeATEIbHOCTH

1. CocraB 1 Ha3HauUEHHUE OPTraHU3ALMOHHO-PACTIOPSAUTENFHBIX JJOKYMEHTOB
2. MudpopManmoHHO-CIIPaBOYHbIE JOKYMEHTHI

3. KomneruanbHble JOKyMEHTBI

Tema 4. Opranusanus 1eJ10NPOU3BOACTBA

1. TlpuHummbl opraHu3anyy AeJIONPOU3BOICTBA

2. Howmenknarypa nen

3. [IlpaBuia cocraBnenus rpaduka JOKyMEHTO000pOTa

4. DneKTpOHHBIA JOKYMEHTOOOOPOT

Tema 5. KaapoBoe 10KyMeHTHPOBaHMeE U 1€J10NPOU3BOICTBO

KomMmiekT TOKyMEHTOB 110 TPYIOBOM JEATENFHOCTH PAOOTHHKA

[Topsnox 3akitoueHust TPyI0BOTO TOTOBOpa

Odopmiienne mpueMa Ha paboTy

TpynoBas kHMKKa: 0pOpMIICHHE U BEICHUE.

JInunoe neno corpyHuKa

WudopmanmonHoe conpoBokaeHue MpohecCHOHATbHOM NesITeTbHOCTH COTPYAHUKA
Kanposoe nenonpons3BoacTso

TeMa 6. OpraHuzalMOHHO-pACHOpPSIAMTE]bHbIE [JOKYMEHTHI B YIpPaBJeHHHU
OpraHusaumen

1. Bwuapl opraHu3almoOHHO-PACIOPAIUTENbHBIX JOKYMEHTOB

2. CoBpeMeHHBbIE MpaBuiIa COCTABJICHUS JEIOBBIX TUCEM
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3. OcobenHoctu paboOTHl cekperaps-pedepeHTa, MOMOIIHUKA PYKOBOJUTENS, YICHOTO
CEKpeTapsi, IOMOIIHUKA JeyTaTa

4. KpamudukanroHHble TpeOOBaHUS K TOMOIIHUKAM PYKOBOAUTENEH

5. KomnernanbHble TOKYMEHTBI

Tema 7. IIpUHUMIOBI TOCYIAPCTBEHHOI0 pPeryJMpPOBAHHUSl [OKYMEHTO000poTa M

AeJIONPOU3BOACTBA

1. ApxuBHOe 00CITy’KHBaHHE JOKYMEHTOB Ha MPEINPUITUN

2. ApxuBHOe 00CIyXKMBaHHE IOKyMEHTOB B ['ocynapcTBeHHOM apxuBe PD

3. TIpuHUHMITBI SKCTIEPTU3BI JOKYMEHTOB Ha MPEeANpUsiTHH U B ['0Cy1apcTBEHHBIX apXuBax

Kpumepuu ¢popmuposanus oyenok (ouenusanus) ycmmozo onpoca

VYCTHBIN ompoc SBIISIETCSI OJTHUM M3 OCHOBHBIX CIIOCOOOB yuéTa 3HAHWUU 00Yy4aromerocs
no aucuuiuinHe «/lokyMeHTannoHHOe oOecreueHne ympaBleHHs OusHecom». Pa3BEpHYTHIN
OTBET CTYyJEHTa JIOJDKEH TMPEACTaBIATh CO0O0Il CBSI3HOE, JIOIMYECKH MOCIeA0BaTEIbHOE
cooO0IIIeHre Ha 33/IaHHYI0 TEMY, MTOKA3bIBATh €0 YMEHHUE IPUMEHSITH OMPEICICHHUS.

B  pe3ynemame ycmuoco onpoca 3nHanua, 00y4arOuiecoca OUEHUBAIOMCA NO
cnedywuenl wkane:

3 banna, CTaBUTCS, €CIU OO YJAFOIITHICS:

1) momHO wW3nMaraer UW3Y4YeHHBIM Marepuan, AaéT NpaBUIBHOE OMpPEIeTICHHOE
SKOHOMMYECKUX TMOHSATHUMH;

2) oOHapyXWBaeT TOHMMAaHHE MaTepualia, MOXET OOOCHOBAaTh CBOU CYXKICHUS,
NPUMEHUTDH 3HaHUS Ha MPAKTUKE, MPUBECTH HEOOXOAUMbIE MPUMEPHI HE TOJIBKO MO Yy4eOHUKY,
HO M CAMOCTOSITEIbHO COCTABIICHHBIE;

3) wu3maraeT Marepuan IOCJIEIOBaTeIbHO M MPABWJIBHO C TOYKH 3pPEHUS HOPM
JUTEPATYPHOTO SI3bIKA.

2 fanna, craBuUTCA, eciid oOOydJarouuics Aa€T OTBET, YIOBJICTBOPSIONIUN TEeM Ke
TpeGoBaHuUAM, 4TO U A7 Oamna «1», Ho nomyckaeT 1-2 omuOKH, KOTOphIE caM K€ UCTIPABIISET, U
1-2 HemouéTa B MOCIEI0BATEILHOCTH U A3BIKOBOM O(DOPMIICHUH U31araeMoro.

1 6ann, craButcs, ecau oOydaroUMiics 0OHApYKUBAaET 3HAHHE U TTOHUMAaHUE OCHOBHBIX
MTOJIOKSHUH TaHHOH TEMBI, HO:

1) wu3naraer maTepuall HEMOJIHO U JOMYCKAeT HETOYHOCTH B ONPEEICHUH MOHSITHIA;

2) He yMeeT JOCTAaTOYHO TJIIyOOKO M JI0Ka3aTeahbHO OOOCHOBAaTh CBOM CYXKICHUS H
MPUBECTU CBOU MIPUMEDPBHI;

3) wu3naraeT Martepuan HENoCIeI0BaTeIbHO U JOMYCKaeT OIIMOKM B SI3bIKOBOM
0(OPMIICHUU U3TIaraeMoro.

0 6annoe, craBuTCs, €Clid OOYYAIOIIMIICS OOHApY)KHMBAET HE3HAHUE OOJIBIICH YaCTH
COOTBETCTBYIOIIETO pa3ziesia U3y4aeMoro MaTepuana, 10IycKaeT OmuOKu B (GOpMyTUpOBKE.

bamnbr «3», «2», «1» MOTYT CTaBUTBhCSA HE TOJBKO 332 €AMHOBPEMEHHBIM OTBET, HO W 3a
paccpeOTOYEHHBIM BO BPEMEHH, T.€. 32 CYMMY OTBETOB, JaHHBIX CTYJEHTOM Ha MPOTSHKEHUHU
3aHATUS

5.1.2. Ouenounvle mamepuabl 011 _CAMOCHOSAMEIbHOI _pPAdombl _00yuarouLezocs
(munoevie 3a0auu)

[lepeueHpb THUTIOBBIX 3a/1a4 JJIsi CAMOCTOSTEIHPHON PabOThl CPOPMHUPOBAH B COOTBETCTBHH C
TEMaTHUKON TPaKTUYECKUX 3aHATHA 10 JUCHUIUIMHE «J{OKyMeHTallMoOHHOe obecreueHne
YIpaBJICHUS OM3HECOM.

IIpumepvl munoswvix 3adanuti
1. Pa3pabotaiiTe JOMKHOCTHYIO HHCTPYKIIHIO Ui Oyxrantepa (UpMbl, OCHOBBIBAsSCh HA
MOJIOKEHUU O OyXTalTepun
2. CocraBbTe JUYHOE pPE3IOME
3. CocraBbTe CIIpaBKy 10 YCTAHOBJIEHHOMY 00pa3Ity
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4. CocrtaBbTe pacmopspDKEHHEe JUPEKTOPa M0 BhIE3THOMY cO0py cTyneHdeckoro aktusa B COJI
«Yaiika»

5. Tlonp3ysick JOMKHOCTHOW MHCTPYKITMEH, COCTaBhTE TIEPEUCHb U3 JACCITH TPEOOBAaHUN K
pabote cexperaps-pedepenta. ONMUIIUTE TPH CUTYALTUH, WILTIOCTPUPYIOIINE BHITIOTHEHNE
JAaHHBIX TPeOOBaHUH

6. CocTaBbTe 110 OJHOMY BHUY JEJIOBOTO MHUChMA, UCIOJIB3Ys MPOAOIbHbIE (hOPMBI OJIaHKOB (3
MMChMa)

7. CocTaBbTe IO OJHOMY BHUY JAEJIOBOTO MUCHhMA, UCIOJIB3Ys YIIOBbIe (hOpMBI OJ1aHKOB (3
MMCHhMa)

8. OdopmuTre IpOTOKOJI 3aceaHus Kadeapbl OyXraaTepcKoro yueTa, aHajau3a 1 ayuTa

9.  OdopmuTte BBIIKMCKY U3 MPOTOKOJIA O PEIIEHUH Kadeapbl 10 KOHKPETHOMY BOIIPOCY

10. CocraBbTe aKT CIUCAHUS MAaT€pUATbHBIX LIEHHOCTEH

11. CocraBbTe OOBSICHUTEIBHYIO 3aMMMCKY HA 3aaHHYIO TEMY

12. CocraBbTe JOKIAIHYIO 3aIIUCKY HA 3aJJaHHYIO TEMY

13. CocraBbTe MO OAHOMY BHUIY IOKYMEHTA 110 OOpaIeHUsIM IpaKIaH

14. CoctaBbTe peecTp BXOASAIICH U UCXOIAIIeld HHPOPMAITUT

15. CocrtaBbTe OIHUCH JEIa

16. Pa3paboTaiiTe 3KCIIepTHOE 3aKJIFOUYCHHE IO TPOSKTaM U OpUTHHaIaM JOKYMEHTOB (5 MITYK),
onupasch Ha nosnoxkenuss [OCT P 6.3-2003

17. CocTaBbTe IPOEKT IOTOBOPA O COTPYAHUYECTBE MEKIY HeIIOMHCKIM roCy1apCTBEHHBIM
IelarOrMYecKM YHUBEPCUTETOM U 00111e00pa30oBaTeIbHON OpraHu3auen

18. CocTaBbTe BBIIUCKY U3 peIICHHs 0011ero coOpaHus KOJIIIEKTHBA

19. CocTtaBbTe MPOEKT HOMEHKJIATYPHI J1€J1 IPEANPUSITHS

20. CocTtaBbTe NPOEKT IUTATHOI'O PACIIUCAHUS

21. CocrtaBbTe MPOEKT MPOTPaMMbI KOH(DEPEHITUN

22. CocTtaBbTe NPOEKT IJIaHA dBAKYyallUU

23. CocTtaBbTe MPOEKT CIYKEOHOTO 3a/1aHMs paOOTHUKY

24. CocTaBbTe IPOEKT pacluCaHMsl YUeOHBIX 3aHATHH B MIKOJIE

25. CocTaBbTe MPOEKT CMETHI Ha TPOU3BOACTBO padoOT

Memooduueckue pekomenoayuu 0is NPAKMUYECKUX pabom

OpHolt W3 BaxHBIX (OPM CAMOCTOSITETLHOW pPAaOOTHI SABISAETCS MOATOTOBKA K
MPAKTUYECKOMY 3aHSTHIO.

[Ipy mnoaroToBke K MPAKTUUECKUM 3aHATUSIM CTYACHT JAOJKEH MPHUACPKUBATHCS
CIEAYIOLENH TEXHOJOTHU:

1. BHUMAaTeNnbHO M3YYUTh OCHOBHBIE BOMPOCHI TEMbl U IUIAH MPAKTHYECKOTO 3aHSTHS,
OTIpEeeNIUTh MECTO TEMbI 3aHATHS B OOIIEM COJEpkKaHUH, €€ CBSA3b C APYTUMU TEMaMHU;

2. Haiitu wu mnpopaboTaTh COOTBETCTBYIONIME pa3Aelbl B PEKOMEHIOBAHHBIX
HOPMAaTUBHBIX JOKYMEHTaX, y4eOHHUKaX U JOMOJIHUTEIBHOMN JINTEPATYPE;

3. Ilocne o3HaKOMJIEHUSI C TEOPETUYECKHUM MaTE€pUajIOM OTBETUTh HAa BOMPOCHI JUIs
CaMOIIPOBEPKH;

4. IlpogyMaTh CBO€ NOHMMAaHHE CIOXKUBIICHCS CUTyallMd B M3y4aeMoil cdepe, MyTH U
CrocoO0bI perieHus MPOOJIEMHBIX BOIPOCOB;

5. Tlpogymarb pa3BepHYTbIE OTBETHI Ha MPEIJIOKEHHBIE BOIPOCHI TEMBbI, ONMHUPAsACh Ha
JICKIIMOHHbIE MAaTEPUAJIbl, PACIIUPSSA U JOMOJHSAS UX JaHHBIMU U3 YU€OHUKOB, JOMOTHUTEIHLHON
JTUTEpaTyphl. B X07€ MPaKkTHYECKOro 3aHIATHS HEOOXOIUMO BBHITIOTHUTH MPAKTUYECKYI0 paboTy,
a 3aTeM 3alIUTUThH ee.

Kpumepuu oyernounoco cpedcmea no 6binoIHEeHHbIM 3a0AHUAM, NPEOYCMOMPEHHbLE
0151 NPAKMUYECKUX 3AHAMULL
1. CTyneHT BBITIOJHIII 3a1aHus 0€3 ommO0K, 000CHOBA BEIOOP METO/IOB PEIICHUS, OTBETHI BCE
Ha [OCTaBJICHHbIE TEOPETHYECKHE BOMpPockH (3-4 Oara);
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2. CTyIeHT B 1IeJIOM BBITIOJHUJ 3a/IaHUsI ¢ HEOOJBIIMMHU HeloueTaMu, He 000CHOBAJI HEKOTOPBIN
BBIOOp METO/JOB W MPUEMOB PEIICHHs, OTBETWJI HE HAa BCE HA IMOCTABJICHHBIE TEOPETHUYECKUE
BOIPOCHI (2-3 Gamna);

3. CTyneHT AOMyCTUI CYIIECTBEHHBIE OIITMOKHU, HE CMOT 000CHOBATH BEIOOP METO/IOB U MPUEMOB
pelieHus, OTBETUIJI HE Ha BCE MOCTaBJICHHbBIE TeopeTHUeckue Borpockl (1 6amn);

4. CTyaeHT He CMOT BBIMOTHATH 3ananus (0 6amios).

5.1.3. Ouenounvie mamepuansvt 014 6bINOIHEHUA pehepamos

llepeuenv mem ons pedhepamos

ApxuBHblil ponz Poccuiickoit depepannu 1 €ero COCTaBHbBIE YacTH
JlenoBoe mrucbMo: 11e1b MUChMa, TEKCT MUChMa, 00IIKe MpaBuiia

3amauyn apxuBa MPEANPUATHS

3anmra JOKYMEHTOB, COJIEpKAIIUX KOMMEPUYECKYIO TaHY

. OcHOBHbIE  TMpaBWja  OpraHu3alMd  pabOTBl €  JOKyMEHTaMH, COAEp KALIMMHU
KOH(UCHIIMATLHBIE CBEICHUS

6. OcCHOBHBIE ITpaBUJIa YHUUTOXKEHUS JOKYMEHTOB. XapaKTEpUCTHUKA LLIPEIEPOB
7. OCHOBHBIE XapaKTEPUCTUKU KUHOJAOKYMEHTHPOBAHUS

8. OCHOBHBIE XapaKTEPUCTUKH (POHOAOKYMEHTUPOBAHHS

9. OCHOBHBIE XapaKTEPUCTHKU (DOTOTOKYMEHTUPOBAHUS

10. OcoGeHHOCTH OGOPMIICHHS ITUCEM, TIEPEAaBAEMBIX JICKTPOHHOM MOUTON
11. TlepedyeHb TUMOBBIX JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHUS

12. TIucemo-xkanoba u OTBET HA HETO

13. IlnceMo-3aKka3 v OTBET HA HETO

14. Tucemo-3anpoc (TpeboBaHNE) U OTBET HA HETO

15. TIucemo-nipensiokeHue U OTBET Ha HETO

16. IloHsATne cpoka XpaHEHUs JOKyMEHTa

17. TloHsATHE AIEKTPOHHOTO JOKYMEHTA, JIEKTPOHHOTO JOKYMEHTO000pOTa
18. Ilpuem-nepenava apXuBHBIX J€I

19. TIporpamMmbl COCTaBJICHUS U PEIAKTUPOBAHUS JOKYMEHTOB

20. Cpoku XxpaHEeHHs JOKYMEHTOB IPEIIPUATHS

21. TpeboBanmus k pabore cekperaps, cekpeTapsi-pedepenra

22. XapaKTepUCTHKA CBEIECHUM, OTHOCSIIMNXCS K KOMMEPUYECKOI TaliHe

23. DIIeKTpOHHBIN JOKYMEHTOOOOPOT U €ro MporpaMMHOE oOecrieueHre

24. DTHUKET B J€JOBOM MEPENUCKE

25. Knaccudukanms 1em0BbIX MUceM

DR =

Memoouueckue pekomendayuu no Hanucanuio peghepamos

Pedepar noarorasiuBaercs u opopmisiercs ¢ yuerom tpedosanuit 'OCT 7.32 -2001.
Hanmcanue pedepara BKIIOYAET BHITOJHEHHUE CIIEIYIONINX ATAIOB:

- BEIOOp TEMBI;

- MO00p ¥ U3YYCHHE JINTEPATypbl © HOPMATUBHOW 0a3bl IO M30PaHHON TEME;

- COCTaBJICHHUE IIJIaHa PadOTHI;

- U3y4eHHUe 00BEKTa HCCIICIOBAHUS;

- cbop, 00paboTka 1 06001IeHNE TPAKTUIECKOTO MaTepraa;

- HancaHue u opopmieHue pedepara.

ITIpu odopmnenun pecdepara ciaeayeT UMETh B BHIY, YTO OH BKIIIOYAET CIEAYIOIINE
COCTaBHBIE YaCTH: THUTYJBHBIA JIHCT, OTJIaBICHHE (COJEpKaHWE), TEKCTOBYIO YacTh, CIHCOK
UCIIOJIb30BaHHOMN JIUTEPATYPHI, MPHIIOKEHHS (IIPU HEOOXOTUMOCTH).

TutynbHbIN TUCT pedepata odhopmiiseTcs Mo TpeOOBAHMAM, YKa3aHHBIM HUXKE.

B ormaBnenuu (comep:KaHWHM) IOCIENOBATEIbHO TMEPEUUCHAIOTCS HAMMEHOBAHMUS
BOIIPOCOB IJIaHa pedepara ¢ ykazaHueM HOMepa HadallbHOW CTPaHHMIIBI.

TexcroBas yacTb pedepara JOKHA COACPKATD:
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1. BBenenue.

2. OCHOBHYIO (CIIEIIUATBHYIO) YaCTh.

3. 3akIIfoueHHe.

B cmucox nmTepaTyphl BKIIOUYAIOTCS BCE UCTOYHUKU (ydeOHHMKH, MOHOrpaduw,
3aKOHOJATEIbHbIE U HOPMATUBHBIE aKThI, CIIPABOYHUKH, KYPHAJIbHbBIE CTAThH), UCTIOJIb30BaHHBIE
NP UCCIIEIOBAHUN BBIOPaHHOUN TeMbl pedepara, JIuTeparypHble UCTOYHUKU paCIoiaraiorcs B
andaBUTHOM NopsaKe (aMUIIM aBTOPOB U Ha3BaHU HOPMATHUBHOTO JOKYMEHTA.

Hanucanue mexcma pegpepama

Hauunaercs pedepar ¢ BBenenus. Bo BBeneHnn Heo0X01MMO 000CHOBATh aKTYaIbHOCTh
BBIOpaHHOW TEMBI, OMPEICIUTD IIe]Ib U PACKPBITh COACPIKAHHME MOCTABICHHBIX 3a/1a4y, a TaKkKe
yKa3aTh 00BEKT U MPeIMET UCCIIeT0BaHUS.

AKTyanmbHOCTh — O0s13aTelbHOE TpeboBaHHMe K Jt000i HayyHOW pabore. OcelieHue
aKTyaJIbHOCTH HE JOJDKHO OBITh MHOTOCJIOBHBIM. J[OCTaTO4YHO B mpenenax OJHOW CTpaHUIIbI
MOKAa3aTh TJIABHOE — CYTh MPOOJEeMBbI, KOTOpas sIBISETCS TeMOW HaHHOTO pedeparta. 3arem
JIOTUYHO CleAyeT MeperT K (opMyIupOBKE LETU MPEANPUHUMAEMOr0 UCCIIEOBAHMS, a TaKKe
yKa3aTh Ha KOHKPETHBIC 3aJa4d, KOTOpPbIE MPEICTOUT peliaTh B COOTBETCTBHH C ATOW IIENBIO.
D10 00BIYHO JnenmaeTcs B ¢opMe mepedyuciaeHuss (U3Y4YHTh..., PACKPBITh..., IOKa3aTh...,
YCTaHOBUTH... W T.I.). DOPMYIUPOBKH ITHUX 3aJa4 HEOOXOAMMO [elaTh Kak MOXHO Ooiee
THIATEIbHO, TOCKOJbKY ONUCAaHHE HX pEIIeHUs JO0JDKHO COCTaBUTh COJEp)KaHHE BOIPOCOB
pedepara.

B Bompocax ocHOBHOI wacTu pedepara HOAPOOHO paccMaTpUBAETCs METOAMKA H
TEXHUKa HCCIeN0oBaHUs U 0000matTces pe3ynbTarbl. ConepikaHue BONPOCOB OCHOBHOW YacTH
JOJI’KHO TOYHO COOTBETCTBOBATh TEME pedepara U MOJHOCTHIO €€ PaCKPhIBATh.

OcHOBHasE 4YacTb MOXET [EIUThCI Ha TEOPETHYECKYI0 M MpPaKTUYeCKylo. B
TEOPETUYECKOW 4YacTH M3JaraloTcsi W aHAJIM3UPYIOTCS Hambojee OOIIME TOJOXKEHHUS,
KACaroLIMeCs JaHHOM TEMBbI; B IIPAKTUYECKOM YaCTH PacCMATPUBAETCS KOHKPETHBIA TEKCTOBBIN
WM NIPaKTUYECKUIl MaTepHall.

B ocHOBHOI1 yacTu pedepara uznaraeTcs nMpeaMer, KOTOPOMY MOCBAIIEHA TeMa pabOTHI.
TekcT nomkeH OBITH MOCTPOEH CBSI3HO, JEIUTHCS Ha OIpeIeJeHHbIE CMBICIOBBIE YacTH, B
KOTOPBIX IOCJIEIOBATEIbHO PACKPBIBAIOTCSI OCHOBHBIE BOIPOCHI, Kacarolluecs MpeaMera
paboThl, €ro CBOWCTB, (YHKIMA ¥ BHUIAOB. OTH YacTH JODKHBI HMETh Ha3BaHUS,
3a()MKCUPOBAHHBIE B «COJIEPKAaHUU» C OTMETKOW COOTBETCTBYIOUICH CTpPaHUIIBI, C KOTOPOU
HauMHAETCs JaHHas 4yacTh MaTepuaina. B TekcT pedepara o6s13aTenbHO BXOJIAT U COOCTBEHHBIE
MBICTTH CTyJ€HTa 10 aHalu3y MAHHOW MpOoOJeMbl HA TEKYIIUA MOMEHT B JHUTepaType H
MpakTHKe. 3/1eCh TakkKe MOTYT ObITh YMECTHBI MPUMEPHl U Pa3IUYHAs HAIJIAIHOCTH (00pa3Ilbl
JIOKYMEHTOB).

OcHoBHasi 4acTh pedepara I[OKa3bIBaeT YMEHHE CTYAEHTa CXaTo, JIOTUYHO U
apryMEeHTHPOBAHO U3JIaraTh MaTepuan pedepara o BHIOPaHHOU TeMe.

3akaHuuBaeTca pedepaT 3akiaroueHHeM. JTa YacTh pedepaTa JOHKHA HPEACTABISTDH
co00# TOCIIeI0BATENIBHOE, JIOTUYECKH CTPOMHOE M3JI0KEHHUE MTOJTyYSeHHBIX UTOTOB IIPOBEIEHHOTO
HCCJIEIOBAHMS M UX COOTHOIIEHHE ¢ OOMIEH 1eNbl0 U KOHKPETHBIMU 33JauaMy, OCTaBIEHHBIMU
U chOPMYIUPOBAHHBEIMU BO BBEJCHUU. 3aKIIOUEHUE BKIIOYACT B ce0s M TPaKTHUECKUE
MPEJIOKEHUS, KOTOPbIE 0053aTeIbHO JOJIKHBI UCXOIUTh U3 Kpyra BOMPOCOB, U3YYEHHBIX JINYHO
CTYZCHTOM B IpoIlecce MPOBEACHHOT0 UCCIeI0BaHMs. VIHBIMU CIIOBaMH, CTYACHTY HEOOXOIUMO
MoKa3aTh pOJb M 3HAa4eHHE TeMbl pedepara [ TEOPUHM U TMPAKTUKH COBPEMEHHOIO
JIOKYMEHTOBE/ICHUS U AEIONPOU3BOACTBA HA IPEAIPUITUIX OTpaciell IPOM3BOACTBA.

[Tocne 3akit0o4eHrs TPUBOAUTCA CHUCOK MCIOJIB30BAHHON JIUTEPATYPhl, COCTABIISIOIMNI
OHY M3 CYIIECTBEHHBIX dYacTeil KypcoBoil paboTel. OH OTpakaeT CaMOCTOSITEIbHYIO
TBOPYECKYIO paboTy cryaeHTa. Kakablii BKIIFOUYCHHBIM B TaKOW CIHMCOK JUTEPATYPhl HCTOUYHUK
JOJKEH HMMETh OTpakeHHWE B OCHOBHOW Yactu pedeparta. Ecim CTyneHT nenmaer CChUIKY Ha
KaKue-1100 3aMMCTBOBAaHHbBIE (DAKTHI WM IUTUPYET pabOThI aBTOPOB yUEOHHUKOB, TO OH JIOJDKEH
00s13aTeNbHO yKa3aTh B KOHIIE CCHUIKM WJIM IIUTaThl HOMEP JIMTEPATYPHOTO HMCTOYHUKA U3
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CIHUCKa, OTKyAa OblT B3SAT Marepuas. KonMyecTBO HCTOYHHUKOB B CIIMCKE OMNpENeseTcs
CTYACHTOM CaMOCTOSITEIbHO, AN pedepara mx pexkomenayemoe konmyectBo ot 10 mo 20.
Cenenust 00 ucToUHUKax MpuBoAATCS B cootBeTcTBUHU ¢ TpeboBanusmu ['OCT 7.1. TOCT 7.80.
I'OCT 7.82.5.10.2.

Tpebosanus no opopmaenuio peghepama:

1. ITeyatHas popma — TOKYMEHT AOJDKEH OBITH CO3/1aH Ha KOMIIBIOTEpE, B MPOrpaMMe
Microsoft Word.

2. O6weMm pedepara — He MeHee 15 crpanul U He Oosiee 20 cTpaHUI] MAITMHOMTUCHOTO
Tekcta (0e3 yuyeTa TUTYJIBHOTO JIMCTA, CHUCKAa KIIOUEBBIX CJIOB, COJAEp)KAaHUS, CIIHCKA
MCIIOJIb30BaHHBIX MCTOYHHUKOB M IPUJIOKEHUH). PacnieyaTka nmpou3BOAUTCS HAa OJHOM CTOpOHE
nucta. DopMmar cranaapTHbIN — A4.

3. Ilons crpanuisl: neBoe — 30 MM, paBoe, BEpXHee, HIKHEE Mo — 1o 20 MM.

4. BeipaBHMBaHUE TeKCTa — 10 mupuHe. KpacHas ctpoka odopmiiseTcs Ha OJHOM YPOBHE
Ha Bcex cTpaHunax pepepara. OTCTyn KpacHOU CTpOKH paBeH 1,25 cm.

5. lIpudT ochoBHOrO TekcTa — Times New Roman. Pazmep — 14 m. I[Ber — depHBIii.
HHTtepBan Mexay CTpOKaMU — MOJIYTOPHBIMN.

6. Haspanus rJ1aB MPONUCHIBAIOTCS MOTY>KUPHBIM (pa3mep — 16
1), IOA3ar0JIOBKHU TAK)KE BBIACISAIOT XKUPHBIM (pasmep — 14 1.). Eciu 3aronoBok pacnosioxeH
IO LIEHTPY CTPAHMIIBL, TOUKA B KOHIIE HE CTABHUTCS. 3aroJIOBOK He mojauepkuBaercs. Hazpanus
pa3aeNoB U MOAPa3/IeiOB MPOMUCHIBAIOT 3arIaBHBIMU OyKBamMu. KaxIIbIil CTPYKTYpHBIN SJIEMEHT
pedepara HaUMHAETCS C HOBOM CTPAHUIIBL.

7. Mexnay Ha3BaHUEM TJIaBbl 1 OCHOBHBIM TEKCTOM HEOOXOIUM MHTEpBAI B 2,5 MyHKTA.
NHtepBan MexIy MOA3arojlOBKOM M TEKCTOM — 2 1. Mexay Ha3BaHUSIMH pPa3lielioB U
MOApPa3/IeJI0B OCTABIISIIOT IBOMHON UHTEPBAIL.

8. Hymepanusi cTpaHull HAUMHAETCS ¢ TUTYJIBHOIO JINCTA, HO CaM TUTYJBHBIN JIUCT HE
HyMmepyertcs. Mcnonb3ytores apadbekue nugpsl. CTpaHHUIIBI HyMEpPYIOTCS B HUDKHEM IPAaBOM YTy
0e3 ToYeK.

9. [IpuMeuanus pacnojiaraloT Ha TOW JK€ CTpaHuUlle, TJe caenaHa cHocka. Llurarel
3aKIJII0Ya0TCA B CKOOKU. ABTOPCKasi MyHKTYaIusl ¥ TpaMMaThKa COXPaHseTCs.

10. TI'nmaBel HymepytoTtcs pumckumu 1mppamu (I'maBa I, T'masa II), maparpadsr —
apabckumu (1.1, 1.2).

11. TuTynbHBIN JUCT — B BEpXHEH 4YaCTH YKa3bIBAIOT IMOJIHOE Ha3BaHUE YHUBEPCHUTETA.
Hwxe ykaspiBatloT Tum u Temy pabotel. Mcmons3sytor Oonbmoit kernb. [log Temoi, cmpaba,
pasmenaroT HHGopMalnoo 00 aBTOpe U HAYYHOM pYKOBojuTene. B HMKHEW yacTu MO LEHTPY —
Ha3BaHUE TOPOJIA U I'OJT HAIIMCAHUS.

12. CrnMcok HCIIONB30BAaHHBIX HCTOYHUKOB JIOMKEH (OPMHUPOBATHCS B ali(hpaBUTHOM
nopsake 1o ¢GamMuiIMd  aBTOpoB. Bce HCTOYHMKM HYMEpPYIOTCS M paclojiaraiorcs B
OIPEEIIEHHOM IOPSIZIKE:

- 3aKOHBI;

- nmocranoBieHus [IpaBurenscTBa;

- Ipyras HOpMaTUBHas JOKYMEHTALUS;

- CTaTUCTUYECKUE JTAaHHBIE;

- HAy4YHbIE MaTEepUaJbl;

- Ta3eThl U )KypPHAJIbL;

- YYCOHUKY;

- BJIEKTPOHHBIE PECYPCHI.

BxitoueHHas B CIMCOK JIMTEpaTypa HyMEPYETCs CIUIOLIHBIM MOPSAKOM OT HEPBOTO 10
nocienHero HaszBaHus. [lo KaxaoMy JUTEpaTypHOMY HMCTOYHUKY YKa3bIBaeTCs: aBTOp (WU
rpynmna aBTOPOB), MOJIHOE Ha3BaHWE KHHUTU WJIM CTaTbU, MECTO M HAMMEHOBAaHUE M3/IaTENIbCTBA
(11 KHAT ¥ OpOWIIOp), TOJ W3JAHUS; JUIS JKYPHAJIbHBIX CTaTe YKa3bIBa€TCsS HAUMEHOBAHUE
JKypHaJa, ToJ] BhIycka u Homep. [lo cOopHrKaM TpyoB (cTaTeit) yKa3bpIBaeTCs aBTOP CTAaThHU, €
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Ha3BaHME U Jjajiee Ha3BaHUE KHUTU (COOpHHUKA) U €€ BBIXOJHbIE NaHHble. CChUIKM HAa MHTEPHET-
pecypcsl B pedepare npaBuiibHO 0hOpMIIsTh B cOOTBeTcTBHH ¢ ykazanusmu [OCT 7.82.

13. B npuioxkeHHsi pPEKOMEHIYyeTCS BKJIIOYATh MaTepUalbl HWIUIIOCTPATUBHOTO U
BCIIOMOTATEeNFHOTO Xapakrepa. B mpuioxeHwss MOryT OBITh TOMENIEHBI: TaOMHIBl U
WUTIOCTpalu 00Jb1I0ro (hopmara; HonoJHUTENbHBIE pacueThl. Ha Bce MmpuiiokeHus B TEKCTe
paboThl OMKHBI OBITH JaHBl CChUIKH. [IpHuioxkeHus pacronaraioT B padote u 0003HAyYaIOT B
MOPSAJKE CChUIOK Ha HUX B Tekcre. [Ipunoskenus 0003HAUYaIOT 3arjaBHBIMU OyKBaMU PYCCKOTO
andasuTa, HaumHas c A, 3a MCKIIOYeHHeM OykB F, 3, i, O, 4, b, bl, b. Hanpumep:
«IIpunoxenne b». Kaxmoe npwioxeHue B padboTe cleAyeT HAYUHATHP C HOBOTO JIMCTA
(cTpaHMIIBI) C yKa3aHHEM HaBEpXy IOCEpeaUuHE CTpaHUIlbl cioBa «lIpunoxeHue» M €ro
o0o3Havenus. [lpusoxkeHne AOMKHO MMETh 3arojioBOK, KOTOPBIA 3amMCBIBAIOT CUMMETPUYHO
TEKCTY C MPOMUCHON OYKBBI OTJIEIIBHOM CTPOKOH.

Kpumepuu oyenounozo cpedcmea no pegpepamam (6ceco — 3 banna)

1. CooTBeTCTBUE CONIEpKAHMS 3asIBIICHHOM TE€ME, OTCYTCTBHE B TEKCTE OTCTYILJICHHH OT
tembl — 0,5 0aios;

2. JIoru4HOCTB W TOCIIEIOBATEIFHOCTh B U3JIOKEHHH MaTtepuaia — 0,5 6amios;

3. CnocobHOCTh K paboTe ¢ IuTepaTypHbIMU HCTOUYHUKaMu, HTEepHET-pecypcamu — 0,5
0aJoB;

4. CriocoOHOCTh K aHaIM3y U 0000mEeHHI0 HWH(OPMAIMOHHOTO MaTepuana, CTEIeHb
MOJTHOTHI 0030pa COCTOSTHUS BOIPOCa, 000CHOBAHHOCTH BBIBOJIOB — 1 Oaiw;

5. IpaBUIbHOCTH odopmiieHus (cooTBeTCTBHE CTaHIIAPTY, CTPYKTypHast
YIOPSIOYEHHOCTbD, CCHUIKH, ITUTATHI, TAOHIBI U T.11.) — 0,5 Gamios.

5.2. Ouenounvie mamepuanvt 0na pyodexcHozo Kommponas. Pybesicuviii xonmpons
OCYIIECTBIIACTCS O 00Jiee UM MEHEe CaMOCTOSITENIbHBIM pasjiesiaM — Y4eOHBIM MOAYIISIM Kypca
U TIPOBOJUTCS MO OKOHYAHUU HM3Y4YEHMs] MaTepuasia MOAYJsl B 3apaHee YCTaHOBJICHHOE BpeMsl.
PyOexxHbIii KOHTPOJIb TPOBOAUTCS C LENBIO OMNpPEIeNeHUs KadyecTBa YCBOCHHUS MaTepuala
yueOHOro Moayns B IeioM. B TeueHue cemecTpa MPOBOAUTCS MPU MAKUX KOHMPOIAbHBIX
Mmeponpuamus no 2paguxy.

B kauectBe QopMm pyOeKHOro KOHTPOJS MOXHO HCIOJb30BaTh TECTUPOBAHUE
(MMCPMEHHOE WM KOMIIBIOTEPHOE), TMPOBEIACHUE KOJUIOKBHYMAa WM KOHTPOJBHBIX pPadOT.
BeimonHsembie paboThl JODKHBI XpaHUThCS Ha Kadedpe TeueHMH Yy4eOHOro rojma M IO
TpeOOBaHUIO TPEIOCTABIIATECA B YIIpaBIeHUE KOHTPOJS KadecTBa. Ha pyOexHbIe KOHTPOJIbHBIE
MEpPONpPUSITHS PEKOMEH]IyeTCS BBIHOCUTH BECh IMPOrPaMMHBIA Marepuai (Bce pasfenbl) Mo
JCLIUTUIAHE.

5.2.1. Quenounvie mamepuasvt 011 KOHMPOJIbHOU PADOMbL:

Ilepeuenb mem KOHMPOALHBIX pabom.:

1. JlokyMeHT Kak crocob (ukcanum ynpasiieH4eckoi HHGOpMALUU U THCTPYMEHT yIpaBJICHHUS.
2. UndopmanmonHas QyHKOHMS JOKyMEHTa KakK CpEICTBO 3amedariieHuss © XpaHeHUs
nHpopmanuu.

Hcropus passutus nenonpousBoacrsa B Poccun.

YHuukanys 10KyMeHTOB, Y HUPUIIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.

CoBpeMeHHOE COCTOSTHIE HOpMaTUBHO-MeTouueckoit 6a3el IOV (0630p).

CrangapTuzanus B 1€I0IPOU3BOICTBE.

Hctopus poccuiickoro repoa.

TpeboBanus kK ’MOJIEeMaM, TOBAPHBIM 3HAKaM M JIOTOTHIIAM.

. Obmepoccuiickue KIacCupUKATOPbI KaK JOKYMEHTHI IO CTaHJapTH3AIHH.

10 XapakTepucTuKa OTAEIbHBIX TPYIIT OPraHU3alOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB
11.0co0eHHOCTH cO3AaHuUs TIPUKA30B.

12. OOGpamenus rpaxaan, MpaBuiia paboThI.

13. Xapakrepuctuku u peztome. OcoOeHHOCTH 0POPMIICHUS.

00N YW
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14. PexkoMeHaaTEILHOE TUCHMO.

15. Kommepueckue nucbma.

16.0co0eHHOCTH S3bIKA U CTHIISI CITY’)KEOHOTO TOKYMEHTA.

1. Hcropust yaudukanum TeKCTOB CIyKeOHBIX MHCEM.

18. DnekTpoHHOE COOOIIEHNE — 0COOCHHOCTH SI3bIKA U CTHJIS.

19. Hudopmanmonnas ¢GyHKUMS JOKYMEHTa KakK CpPEJCTBO 3alleyaTiIeHuss W XpaHEeHHUs
nHpopmanuu.

20. CoumnanbHasi (yHKIMS JOKYMEHTa, €€ pojb B TOBBIINICHHH NPaBOCO3HaHMA oOmiecTsa.l9.
KommyHukaTuBHas GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr HHPpOpMaIi.

21. IlpaBoBast (yHKIHS TOKYMEHTa KaK CPEICTBO YCTAHOBJICHHS MPABOOTHOIICHUH MEXITY
IOPUANYECKUMU U GU3NYECKUMU JINLIAMHU.

22. ®yHKIMA JOKYMEHTa B KA4Y€CTBE HCTOPUYECKOTO UCTOUHHUKA.

23. VYmpaBneHnyeckass (pyHKLIHS JOKyYMEHTa B pOJIM OCHOBHOTO HHCTPYMEHTa ISl pelleHus
a/IMUHUCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB YIIPaBJICHUSI.

24. Craructudeckast GyHKIHS JOKYMEHTA.

25. brnaHKk JOKyMEHTa, UCTOpUS €ro pa3BUTHSA. biIaHKM COBPEMEHHBIX YIPABICHUYECKHX
JIOKYMEHTOB.

26. XapaKTepuCTUKa 3aKOHOJATEeIbHO-HOPMAaTUBHON 0a3bl COBPEMEHHOIO JOKYMEHTAI[HOHHOTO
obecrieueHus yrmpaBicHUsI.

27. Ponb cityx0b1 JIOY B neATeIbHOCTH OpraHU3AIIHH.

28. Opranm3anus pabounux MECT M YCIOBHH Tpyaa nepcoHana ciayxosr JIOVY.

29. Ionoxenue o ciayx6e JJOY. Ctpykrypa, pyHKINH, METOJMKA pa3pabOTKH.

30. JlomkHOCTHAsE HHCTPYKIUS. DYHKIMH, CTPYKTYpa, METOANKA Pa3pabOTKH.

31. Opranuzaius T0KyMeHTO000pOTa, OCHOBHBIE HAMPABJICHHS COBEPIIICHCTBOBAHUSI.

32. OObEKTHUBHBIC U CYOBEKTHUBHBIE ()aKTOPBI, BIUSIIONINE HA POCT IOKYMEHTOO00POTA.

33. DReKTpOHHBIN JOKYMEHTOO00pOT. [IpoGiieMbl U MepCIeKTUBBI pa3BUTHSL.

34. TlomynsipHBIE CUCTEMBI MJIEKTPOHHOTO TOKyMeHTooOopoTa (CO/]) B PD.

Memoouueckue pekomendayuu no 8bINOIHEHUIO KOHMPOIbHOU PabOmbl

KOHTpOJ'IBHBIe pa6OTBI CTYACHTBHI  BBIIIOJIHAKOT — JJIA 60.1166 IIOJJHOI'O OCBOCHMUIA
NpakTHYecKoH dYactu Kypca. OHH WrpalOT CYIMIECTBEHHYIO pOib B (HOPMUPOBAHHU
npoeCCHOHATBHBIX U HHCTPYMEHTAIbHBIX KoMIeTeHIHid. KoHTponbHas paboTa COCTOMT W3
TPEeX TEOPETHUYECKUX BOMPOCOB. K BBIOJHEHHIO KOHTPOJIBHOW pabOTHI CIEAYET IMOAXOIUThH
TBOpUecKu. KauecTBo ee OIeHuBaeTCsl 0 TOMY, HACKOJIBKO MPABUIBLHO M CAMOCTOSITEIHHO JaHbI
OTBEThl Ha TOCTABJICHHBIC BOIMPOCHI M B KAaKOH CTENEHM WCIIOJIb30BaHA PEKOMEHIOBaHHAS
auTeparypa. B oTBeTrax Ha BOMPOCH KOHTPOJIBHOM pabOThl HEOOXOAWMO IOKa3aTh yMEHHE
aHAJTM3UPOBaTh, CHCTEMATU3MPOBAaTh W 0000mIaTh W3Y4YeHHBIH Matepuan. [Ipu KoHTpoe
CaMOCTOSITENIbHOW pabOThl CTYAEHTOB IPENOAaBaTEeNb OpPraHU3yeT CIUIOIIHYIO MPOBEPKY
KOHTPOJIBHBIX pa0OT M UX BEIOOPOUHOE OOCYKIICHHE.

Kpumepuu oyenournozo cpedocmea no KonmpoubHulM pabomam

[Ipenen IUTENBHOCTH KOHTPOJIS 45 MuH
[IpennaraeMoe KOJIMYECTBO 3aTaHUI 3
Kpurepun OIICHKHU: COOTBETCTBHUE | 10 3 OAJUIOB

MPEIoJaracMbpIM  OTBETaM;  MPABUJIIBHOE
KCMOJIb30BAHUE  AJITOPUTMA  BBIOJIHEHUS
NEHCTBUM (METOIMUKHU, TEXHOJIOTHMH M T.1.);
JIOTUKA  PACCYXKJIECHHUH; HEOPAUHAPHOCTH
MOJX0/1a K PEMIEHUIO
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5.2.2. OQuenounvie mamepuaisl 014 KOJJIOKBHUYMA:
Bonpocwi, gvinocumvie na KOAROKSUYM.
a) ona_1-ou pelumunco80u moyKu
2. Tlpenmet u 00bEKT y4eOHOM TUCITUTLINHBI
3. enw u 3amaun y4eOHOU TUCITUTIITAHBI
4. OCHOBHBIE KaTErOPHUH JEIONPOU3BOICTBA U IOKYMEHTOBEICHUS
5. Knaccel ynpaBieHYECKUX JOKYMEHTOB
6. Bunbl ynpaBieHU€CKUX IOKYMEHTOB
7
8
9

VYHudukanus u cTaHAapTH3aUs YyIIPaBICHYECKUX TOKYMEHTOB
TumnoBble CPOKU UCTIOTHEHUS YIIPABICHYECKUX IOKYMEHTOB
OcobenHoct 0ohOpMIICHHSI YITPaBICHYECKUX JOKYMEHTOB
10. KOpuanyeckast 3HAYMMOCTb PEKBU3UTOB CITY’KEOHBIX JJOKYMEHTOB
11. 3amura KOMMEpUYECKOIl TallHbI B IOKYMEHTaX
12. JIoKyMEHTBI C 0COOBIMH OTMETKAMHU
13. TlonsiTue cmykeOHOM OTBETCTBEHHOCTH JOKHOCTHBIX JIMII IO Tporeaypam oQopMiIeHuUs
JIOKYMEHTOB
14. Buabl OTBETCTBEHHOCTH 3a MOJEIIKY JOKYMEHTOB
15. Buabl OTBETCTBEHHOCTH 32 XpaHEHUE JOKYMEHTOB
16. Bumbl OTBETCTBEHHOCTH 32 OITMOKH B IOKyMEHTaX
17. TlpaBoBbIe CiTydan HACTYIUICHUS] OTBETCTBEHHOCTH I10 CITY’KEOHBIM JOKYMEHTaM

0) ona 2-otl peumun2080U MoYKU

. OCHOBHBIE TIOJIO’KEHUS JOKYMEHTHUPOBAHUS yIIPaBICHUECKOHN 1eATeIbHOCTH
. Homenknarypa nien B cpejHeM U MajioM Ou3Hece

. JIOKyMeHTUpOBaHUE B CPETHEM U MaJloM OM3Hece

. Kimaccel u Buibl yripaBieHUECKUX TOKYMEHTOB

. IIpaBuna odopmiieHus yrnpaBieHUECKUX JOKYMEHTOB

. OdopmiieHne yrnpaBieHYECKHX JOKYMEHTOB B JeJa

. KoHuTpo:b 3a ucnonHeHneM yrpaBieHuYeCKUX JOKYMEHTOB

. PEKBU3UTEHI 371EKTPOHHBIX TOKYMEHTOB

. [IpaBuna opopmiieHHs 31EKTPOHHBIX TOKYMEHTOB

10. ABTOpPCTBO 2JIEKTPOHHBIX TOKYMEHTOB

11. denonpon3BoCTBO 3JIEKTPOHHBIX TOKYMEHTOB

12. KoHTpOJIb 32 UCIIOJTHEHUEM 3JIEKTPOHHBIX JOKYMEHTOB

13. PexBU3HUTHI K CTaTyChl YIIPABICHUYECKUX JOKYMEHTOB

14. IIpaBuna BeieHUs JOKYMEHTOB I10 JINYHOMY COCTaBYy

15. KoMIuteKT JOKYMEHTOB TI0 TPYAOBOH JIEATEIILHOCTH PAOOTHHUKA
16. KagpoBoe 1e10npon3BoACTBO

17. ITpaBoBoii cTaTyc TPYIOBOTO I10rOBOpa

O 00 1N DN B W —

8) 0115 3-ell pelimuHn2080U MmoyKu

1. KondunenunanbHble JOKYMEHTHI

2. ®UHAHCOBBIEC IOKYMEHTHI

3. HasloroBble JOKyMEHTHI

4. YupenutenbHbIe JOKYMEHTHI

5. baHKOBCKHME TOKYMEHTHI

6. CoBpeMEHHbBIE MpaBUJia COCTABIICHUS JETOBBIX MUCEM

7. OcobenHoctu paboOTHI cekperaps-pedepeHTa, MNOMOIIHMKA PYKOBOAMUTENS, YYEHOTO
ceKpeTapsi, IOMOIIHUKA JIenyTaTa

8. KBanuukannonnslie TpeOOBaHM K TOMOIIIHUKAM PYKOBOIAUTEIEH

9. KomnernanbHble  JOKYMEHTBHI:  pPEKBM3UTHI, TMpaBuia  o(opmieHUs, aBTOPCTBO,
JIEJI0NPOU3BOJCTBO, KOHTPOJIb UCIIOJIHEHUS
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10. Un(popmaniMoHHBIE TOKYMEHTBI: pEKBU3UTHI, IPaBUIa OPOPMIICHHSI, OTBETCTBEHHOCTh
11. CnpaBoyHBIE TOKYMEHTBI: PEKBU3HTHI, IPaBUiIa OPOPMIICHHSI, OTBETCTBEHHOCTD

12. Jlemonpous3BOACTBO 1O HH()OPMAITMOHHO-CIIPABOYHBIM JJOKYMEHTaM

13. ApxuBHOE 00CTYKUBaHHE JOKYMEHTOB Ha MPEANPUITHA

14. ApxuBHOE 00CITy’)KHBaHHE JJOKYMEHTOB B ['ocygapcTBeHHOM apxuBe PD

15. IlpuHIMIBI 3KCIEPTU3BI JOKYMEHTOB Ha NPEANPHUATHN U B [ 0Cy1apCTBEHHBIX apXUBax

Memoouueckue pekomeHoayuu K n0020moeKe K KOII0K8UYMY

[Ipu moAroTOBKE K KOJUIOKBUYMY CIIEIYET, MPEXKIE BCEro, MPOCMOTPETh KOHCIEKTHI
HGKHI/Iﬁ nu HpaKTI/I‘-I€CKI/IX SaH}ITI/Iﬁ 1 OTMCTUTH B HUX UMCHOIIIUCCA BOHpOCBI KO.H.HOKBI/IyMa. EC.HI/I
KaKWe-TO BOMPOCHI BBIHECEHBI TPEMOJaBaTeieM Ha CaMOCTOSATEIbLHOE HW3Y4YCHHUE, CIeAyeT
o0paTuThCs K yUeOHOU TUTEpaType, PEKOMEHIOBAHHOM MPEno/iaBaTeIeM B KaueCTBE UCTOYHUKA
CBEIICHU.

Kpumepuu ouenounoeo cpedcmea no konioxeuymy
1) mpaBuiibHBIE OTBETHI AaHbl Ha 75-100% Bompocos - (5-6 Oamna);
2) mpaBWIbHbBIE OTBETHI JaHbl Ha 51-75% Borpocos - (3-4 Oanna);
3) ecnu mpaBUIIbHBIE OTBETHI AaHbl Ha 26-50% Borpocos - (1-2 6amn);
4) npaBuJIbHBIE OTBETHI IaHBI MEHee ueM Ha 25% BKII0UuTeNbHO - (0 6aisoBs).

5.2.3. Ouenounvie mamepuanvl 011 MeCmOBbIX 3A0aAHUIL:

Obpazybl mecmosvix 3a0aHull

1. YnpaBneH4YecKHid MPOIECC, BKIIOYAIOIMNNA padOTy C TOKYMEHTaMH, - 3TO:
a) peaAMET JOKYMEHTUPOBAHNUS;

0) 0OBEKT JOKYMEHTHUPOBAHHS;

B) YaCTHOE JJOKYMEHTHPOBAHUE.

2. Kakoe Ha3BaHHe UMena JOKYMEHTAIlMOHHAs HayKa, BOSHUKIIAs B KOHIIE 19 Beka?
a) KHUT0-apXUBO-MY3€€BEICHUE;

0) 6ubnmorexo-ondrorpado-apXuBOBEICHUE;

B) JOKYMEHTAJIMCTHKA.

3. JlokyMeHTOBEIEHUE — ITO:

a) mporiecc pa3paboTKH, CO3AAHNUS, YTBEPKICHUS IOKyMEHTOB;

0) mporecc co3naHus, pa3pabOTKH, YTBEPXKACHHS, OTOOpa, SKCIMEPTH3bl, KiaccU(HUKAIUN
TOBApPOB JJIsI PeaTU3aALINM;

B) TMPOIECC CO3JaHUsA, pa3pabOTKH, YTBEPKICHHS, OTOOpa, KiIacCU(pUKAIUU, SKCIICPTU3HI
JOKYMEHTOB JUIsl peaiu3aiiy (pyHKIUHA yrpaBieHus IpearnpHsITHEM.

4. JIOKyMEHTHI Pa3In4aoT M0 Ha3HAUYEHUIO (BHIOEPHTE JIUIITHEE):
a) OpraHU3alUOHHEIE;

0) MyJIbTUMEANITHBIE;

B) pacmlopsiuTEIbHEIC,

I') HOPMaTUBHBIE.

5. FOpuanueckuii JOKYMEHT — 3TO:

a) MaTepUaNbHBIA 00BEKT, coiepKauii HPOPMALIKIO B 3a)KCUPOBAHHOM BUJIE H CIICIIUAIEHO
IIPEeIHA3HAYECHHBIN JJIA €€ IepeAadu BO BPEMEHU U POCTPAHCTBE;

0) 3aKOHOJATEIbHBIN aKT, COJACPKALIMA CHCTEeMaTU3UPOBAHHBIE HOPMBI KaKOW-JIMOO OTpaciH,
HECKOJIBKMX OTpacJei;
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B) JIOKYMEHT, YJOCTOBEPSIIONIUN C COOJIIOJICHHEM YCTAaHOBJICHHOW (OpMBI M 00s3aTeIbHBIX
PCKBU3UTOB HUMYHICCTBCHHLIC IIpaBad, OCYHICCTBJIICHUC WKW II€pClada KOTOPLIX BO3MOKHbBI
TOJILKO IIPH €0 TPEAbSBICHUN;

') MaTepHaJIbHBI HOCUTENb, O()OPMIIEHHBIA M COCTaBJIEHHBIA B COOTBETCTBUU C TPEOOBAHUSAMHU
JICHCTBYIOIIETO 3aKOHOAATENbCTBA, CO3AAIOIIHNI Y JIUI] MpaBa U 00s3aHHOCTH.

6. [IpoexT qoKymMeHTa — 3TO:

a) TOKYMEHT O(HIIMAILHOTO MPOUCXOXKICHHUS B OKOHYATEILHOW PENaKIUH, YAOCTOBEPECHHBIN
COOTBETCTBYIOLIM 00pa3oMm;

0) PK3eMIUTSAP TOKYMEHTA, SIBJISTFOIIUICS UCXOAHBIM MaTEPUAIIOM TSI KOTTMPOBAHUS;

B) MpEBAapUTEIbHBIA BapUaHT JOKYMEHTA, IPEAHA3HAYEHHBIH 111 paCCMOTPEHMUS;

T') pYKOIIUCh JJOKYMEHTa

7.Kakum rpudom He TOMEUaroT, HeCyIne HH(HOPMALIUIO ¢ OTPAHIHYEHHBIM JOCTYIIOM:
a) «KonduaeHmumaibHO;

0) «Jly1s 0011Iero MOJIb30BaHU Y,

B) «KommMmepueckas TaiiHay;

r) «CexkpeTHO»

8. Kak MOXHO U3MEHUTH yCIOBUS TPYAOBOr0O JOTOBOpa
a) MO COTJIAIIICHUIO 0O0OUX CTOPOH, B YCTHOM (popme;

0) B muChbMEHHOH (opMe, B OJHOCTOPOHHEM TOPSIKE;

B) 110 COTJIANIEHUIO0 000MX CTOPOH, B MUCBMEHHOU (hopMe;
T') B yCTHOH (hopMe, B OJTHOCTOPOHHEM TOPSIKE

9.Kak mpaBWIBHO 3aMHCHIBAIOTCS JIEHb, MECSI] U TOJl POXKICHUS BIaeiblla TPYAOBON KHIKKU
cornacHo MHCTpyKIMu (11. 2.3):

a)25.04.71 r;

0) 25 mas 71 1.

B) 25.04.1971 1.

10.Yto u3 nepevyrcIeHHOro0 He OTHOCUTCS K (DYHKIIMOHAILHBIM 3aJ1auaM ceKkpeTraps-pedepenra:
a) JIeToBasi epenucKa U COCTaBIEHUE JOTOBOPOB;

0) opraHu3aIys BHICTABOK M BCTPEY C KJIUEHTAMHU;

B) IPOBEACHNUE BHYTPUKOPIIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

11.Kak Ha3bIBaeTCs TOKYMEHT, KOTOPBIA MOJATBEPKAACT YCTAHOBIICHHBIE (DAKThI, COOBITUS WU
JEUCTBUS:

a) CTIpaBKa;

0) cmyxeOHas 3armcKa;

B) aKT

12.Kakoii u3 JOKYMEHTOB perjaMeHTHPYET AESTENbHOCTh JOJKHOCTHOTO JINLA!

a) JOJDKHOCTHAsI HHCTPYKIIUS,

0) mosioxkeHue 06 oTene;

B) IIpUKa3

13. DkcnepTHU3a IEHHOCTH TIOKYMEHTA - 3TO:

a) CUCTEMaTU3UPOBAaHHBII CIIMCOK BUIOB M KATErOPUH JOKYMEHTOB, COJIEPKAIUil HOPMATUBHBIE
yKa3aHHs 0 CPOKAX MX XPAHEHUS;

6) oTOOp JOKYMEHTOB Ha TOCYJapCTBEHHOE XPAHEHHE WM YCTAaHOBJIEHHUE CPOKOB UX XPaHEHHs
Ha OCHOBE NMPUHSATHIX KPUTEPHUEB

14. MoXHO 1 B apXWBE XpaHUTh HH(OOPMAITUIO B SJIEKTPOHHOM BHUJIC:
a) na,

0) HeT;

B) MaJIOBEPOSITHO
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15. ApxuB, XpaHsuui TOKYMEHTHI BCEX OpraHU3aluid, OTHECEHHBIX K ONMPEACICHHON OTpaciu,
BCEX YPOBHEM MOJYMHEHHOCTH M HE3aBHUCUMO OT HMX TEPPUTOPUATBLHOIO PACIIOIOKEHUS
Ha3bIBACTCS:

a) apXuB OpraHa BiacTu cyobekToB PD;

0) apXuB OpraHU3AINH;

B) LICHTPAJIbHBIN OTPaciIeBON apXUB

Memoouueckue pekomenoayuu K mecmupo8anuio

Tectbl — 3TO BONPOCHI WM 3aJaHHsl, MPEAYCMATPUBAIOLIME KOHKPETHBIM, KPaTKHil,
YETKUH OTBET HA UMEIOIINECS ITATIOHBI OTBETOB.

ITpu camoCTOATENBEHON NOATOTOBKE K TECTUPOBAHUIO CTYIEHTY HEOOXOIUMO:

1. ToToBsiCh K TECTHPOBaHUIO, MpopadoTaTh WHGPOPMALMOHHBI MaTepuan 1o
JTUCLUIUIMHE, TOJIy4UTh KOHCYJIbTALMIO IIpenojaBareis IO BOIPOCY BBIOOpAa ydeOHOM
JUTEPATYPHI;

2. BBISICHUTB BCE yCIIOBHS TECTUPOBAHUS 3apaHee: CKOJIbKO TECTOB OyAET MPEAIOKEHO;
CKOJIBKO BPEMEHH OTBOAUTCS HA TECTUPOBAHME; KAKOBA CUCTEMA OLIEHKH PE3YJIbTATOB U T.1.

3. Ilpu pabote ¢ TectamMu, HEOOXOAUMO BHUMATEIBHO M JJO KOHIIA IIPOYUTATh BONPOC U
npejJiaraéMble BapuaHTbl OTBETOB. BbIOpaTh mpaBuibHBIE (MX MOXXET OBITH HECKOJIbKO). Ha
OTJEIBHOM JIMCTKE OTBETOB BBINMCATH LU(PY BOImpoca U OYKBBI, COOTBETCTBYIOIIHE
IIPABUJIBHBIM OTBETaM;

4. B mpouecce pemeHus XeJaTelnbHO MPUMEHATh HECKOJIBKO IOAXONOB B PELICHUH
3aJaHus. DTO TIO3BOJISIET MAaKCHUMalbHO THOKO OINEpHpOBATh METOJAMU PEIICHHs, HaXOHs
KaX/Iblid pa3 ONTUMAJIbHBIA BapUaHT;

5. Ecnu BeTpeTuics TpyAHBIM BOIPOC, HE CIEAYET TPATUTh MHOI'O BPEMEHU Ha HETO,
Jy4Yllle IEPEUTH K IPYTHM T€CTaM M BEPHYTHCS K TPYTHOMY BOIIPOCY B KOHIIE.

6. OOs3aTenbHO CIEAYyeT OCTaBUTh BpeMs Il HMPOBEPKH OTBETOB, YTOOBI M30EKaTh
MEXaHUYECKUX OIINOOK.

Kpumepuu OYCHUBAHUA MeCcnlo6blX Cp@()CWl6

[Ipenen IUTENBHOCTH KOHTPOJIS 30 muH

[Ipennaraemoe KOJIMYECTBO 3aJaHUM U3 20-25 TeCTOBBIX 3aJaHUI
OJIHOTO KOHTPOJIMPYEMOTO T0Ipa3iesna

Kpurepuu onieHkn

«4 Oamnay, ecinu 76-100%
«3 Oamnay, eciu 51-75%
«2 Oamtay, ecinu 26-50%
«1 Gamn», eciu 11-25%
«0 GamaoBy», ecinu 0-10%

5.3. Ouyenounvie mamepuanvl 014 npomedsncymounou ammecmayuu. Ilenvio
NPOMEJNCYMOYHbIX ammecmayuy MO JUCUUIIMHE SIBISIETCS OLEHKa KadecTBa OCBOECHUS
JUCLUTUTMHBI 00y4JaroIUMUCH.

[IpomexyTouHas arrecTalusi MpelHa3HayeHa A OOBEKTUBHOIO MOATBEPXKICHUS U
OLICHUBAHMS IOCTUTHYTBIX PE3y/IbTaTOB OOYYEHUsS MOCJE 3aBEpIICHUS U3yYCHUS TUCLMILIHHBIL.
OcymiecTBiIsIETCS B KOHIIE CeMeCTpa M TPENCTaBIseT COOOM WTOTOBYIO OIEHKY 3HAHWUU I10
TUCUUIUTMHE «J{OKyMEHTAaIMOHHOE OOecleYeHne YIpaBieHUs OM3HECOM» B BHJE MPOBEICHHS
3auera.

[TpomesxyTouHasi aTTecTalusi MOXKET MPOBOAUTHCS B YCTHOM, MUCHBMEHHOW (opme, U B
dbopme TecTupoBanus. Ha mpomMexxyToOUHYIO aTTecTaiio OTBOAUTCS 10 25 OaJlIoB.
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5.3.1. Cnucok BONPOCOB K 3a4eTy

[IpaBoBOM, ympaBIEHUECKUH, MCTOPHUYECKUI M WHQPOPMALMOHHBIA acCHEeKThl B
ONpEeNIETICHUN JOKYMEHTA.

B3anMocBsI3b MOHATHH «TOKyMEHT» U «HH(pOopManus». Buasl undopmarum.

JIOKyMEHT Kak crnoco0 ¢uKcaluu yhnpaBieHYeCKod HWH(POpMalMd W WHCTPYMEHT
YIpaBJICHHUS.

ABTOMAaTU3UPOBAaHHOE JOKYMEHTHUPOBAHWE; TOHATHS: <«QJIEKTPOHHBIA JOKYMEHTY,
«BUJIEOTPAMMay, «JOKYMEHT Ha MAllIMHHOM HOCUTEIIE).

[Tonstne ropummyeckod cuibl  gokymeHTa. CrmocoObl  TpHAaHHWs  JTOKYMEHTY
FOPUANYECKON CHIIBI.

HopMaTuBHO-MeTOAMYECKHE aKThI, ONpPEAESIONe MOPSAOK CO3/aHus U O(POPMIICHHUS
JIOKYMEHTOB.

TpeboBanust k cocTaBieHUIO U 0(OPMIICHUIO OPTaHU3AIIMOHHBIX TOKYMEHTOB.
TpeboBanust K COCTABICHUIO U O(DOPMIICHUIO PACTIOPSAUTENBHBIX TOKYMEHTOB.
Haznauenne wu kiaccupukanus CrOpaBOYHO-UH(OOPMALIMOHHOW JOKYMEHTAllMd B
YIPaBIEHYECKON AESITEIbHOCTH.

HNHCTpyKIHs 110 JOKYMEHTAIIMOHHOMY OOECIICYCHUIO YIIPaBICHUS (JIETOTPOU3BOJICTBY) -
OCHOBHOI HOPMAaTHUBHBIM aKT MO PerIaMEeHTalluy OpraHu3aluy u texuonoruu J10VY.
OpranuzanvoHHble GOpMBbI 1€J0MPOU3BOACTBA. WX 3aBUCHMOCTh OT chneuupuku u
OpPraHU3aLMOHHOMN CTPYKTYpPBI YUPEKIACHUS.

Ilens, ocHOBHBIE 3a1auu U GyHKIHUH cIyKObI JJOY.

Peructpanus kak cocraBHas yacTh TexHonoruu JOVY, nenu v npuHOUNBl pErUCTpanyuu
JIOKYMEHTOB. MecTa perucrpaiuu J0KyMEHTOB.

3HaueHue U BUIbI KOHTPOJIS 32 UCTIOJHEHUEM JOKYMEHTOB.

.Jlonstue  memompousBoxactBa.  JlokymentupoBanue. Opranumzainus  pabOThI ¢

JIOKYMEHTaMH.
3Ha4YeHHUE TOKYMEHTOB B ynpasieHuu. [lonsaTue nokymMenTa. @yHKIUH TOKYMEHTA.
[ToHsiTHE HOPMATUBHO-METOJUYECKON OCHOBBI JEJIONPOU3BOACTBA. BUIbI HOPMATUBHBIX
JIOKYMEHTOB. THCTpyKIIMS 1O 1€I0NPOU3BOJICTBY OpraHU3aliH.

[TonaTue KnaccupuKaMy JOKYMEHTOB, BUIbI KIaCCU(PUKAIIUH.

DNEKTPOHHBINH JOKYMEHTOOOOPOT, MPEUMYILIECTBA U HEOCTATKH.

[lonatne ®  BUABl  YHUQUIMPOBAHHBIX  CHUCTEM  JOKyMEHTaluu,  Talenb
YHU(DUIIUPOBAHHBIX (OPM JTOKYMEHTOB.

CocTtaB peKBU3UTOB JOKYMEHTOB, IPaBUIa UX OPOPMIICHHS.

[TonsiTre 0 0COOEHHOCTH fA3BIKA CIYKEOHBIX TOKYMEHTOB.

[Tonarue Omanka JDOKyMeHTa. Buabl M pekBH3HUTHI OJIaHKOB. BapuaHTBI pacnosioxeHus
PEKBU3HUTOB.

dopmysip - oOpazer JOKyMEHTa.

OcCHOBHBIE BUIbl YCTABOB U ITpaBUjIa UX COCTABJIECHUS.

OcHoBHbIE BUBI TIOJIOKEHUH U NIPAaBUJIa UX COCTABJICHHUS.

OcHOBHBIE BUJIbI UHCTPYKIMH. [IpaBuiia nx cocTaBieHus.

JlomKHOCTHAsI MHCTPYKIIMS, IpaBUila COCTABIICHUS.

[Tonsitue npukasza. [IpaBuna coctaBiieHuUs.

ITonsTue pacnopsxenus. IlpaBuia cocraBieHus.

[Tonsitue pemenus. [IpaBumna coctaBieHus.

ITonsTue nporokona. [IpaBuiia cocraBneHusl.

Bung! aktoB. [IpaBuna coctaBieHus.

OcHoBHble Byl MceM. [IpaBuiia ux coctaBieHus.

oopmieHus.
Bunbl cipaBok, paBuiIa COCTaBICHUS.
[TonaTHe KOHTpaKTa, TpeOOBaHUS K KOHTPAKTY, paBuiia 0(hOpMIICHUSI.
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38. IloHsiTve 1OBEpEHHOCTH, IIPaBUJIa COCTABIICHUSI.

39. IlonsTHe mpHKa3a o JUYHOMY COCTaBY, IPAaBUJIa COCTABICHHUS.

40. [TongaTre MTATHOTO pacnucaHus, MpaBuia COCTaBICHUS.

41.TlonATHE TPYIOBOTO JOrOBOpa, TpeOOBaHME K TPYAOBOMY JOTOBOpY, IIpaBHia
COCTaBJICHUSI.

42. IlonsTHE TMYHON KapTOYKH, IPAaBUJIa COCTABJICHNUS.

43.1IpaBo TpaxkgaH Ha oOpalieHus W KaloObl. Buaesl oOpamieHuit u mopsimok padboThHI ¢
oOpaleHus MU Tpax/IaH.

44. Opranuzamuss  paboTel ¢ JgokymMeHTaMHu. JlokymMeHTO0O0poT. (OCHOBHBIE TPYIIIIBI
JOKYMEHTOB M IIPUHLUT pabOThI C HUMH.

45. Bxoasimuye JOKYMEHTBI, dTanbl 00pab0TKH U MOPSIA0K pabOThl C HUMHU.

46. Mcxonsauire JOKYMEHTBI, 3Tarbl 00pabOTKH U MOPSI0K paboThl C HUMH.

47. BHyTpeHHHE TOKYMEHTBHI, 3TaIbl U TIOPSJIOK PaOOTHI C HUMH.

48.IlonsTHe perucTpauuu JOKyMEHTOB. @@OpMBl M BUIBl perucTpanuu. ['pymnmsl
PErUCTPUPYEMBIX U CIIUCOK HEPETUCTPUPYEMBIX JOKYMEHTOB.

49. llens u copepxaHue KOHTPOJI UCIIOJIHEHHS JOKYMEHTOB, CPOKU U MOPSA0K NPOBEACHHUS
KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB.

50.IlonsiTHE HOMEHKIATYphl J1€1; BHJIbl, COACpKAHME U MOPAJOK COCTABICHUS
HOMEHKJIATYpHhI JIe.

51. Tlopsnok GpopMupoBaHUS U IpaBUiIa OPOPMIICHHS JeIl.

52. l[lonsaTre KOHPUACHINATHPHOCTA JOKYMEHTOB | TpaBHJIa pabOThI C HUMH.

Memoouueckue pexomenoayuu no noo020mosKe U npoyeoype ocyuleCmeneHus KOHmpoJs
BLINOJIHCHUS

[ToaroTroBka K 3a4eTy NOPOM3BOJAUTCS TOCIEAOBATEIbHO, C YYETOM KOHTPOJBHBIX
BOTIPOCOB, pa3pabOTaHHBIX BEAYIIUM IpernoaaBaTesnieM kadenpsl. OnpenensieTcss MeCTO KaxI0To
KOHTPOJILHOTO BOIPOCAa B COOTBETCTBYIOLIEM pa3Jeie TEMbl, U3Y4YalOTCS PEKOMEHIOBAHHBIE
Hay4yHbIe pPAa0OOTHI, COOTBETCTBYIOIIME pa3Aelibl PEKOMEHIOBAaHHBIX Yy4eOHUKOB. [lpu 3TOM
MOJIE3HO JIeJIaTh KPATKUE BBINTUCKU U 3aMETKHU.

Jliis oGecrieueHus MOTHOTHI OTBETa HA KOHTPOJIBHBIE BOTIPOCHI M JIYUIIIETO 3alTOMHHAHHUS
TEOPETUYECKOTO MaTepralia PEKOMEHAYETCSl COCTaBJIATh IJIaH OTBETA HA KOHTPOJBHBIA BOIMPOC.
DTO MO3BOJIUT CHIKOHOMUTH BPEMsl ISl MOJATOTOBKH HEMOCPEACTBEHHO MEPE] 3a4€TOM 3a CUEeT
oOpareHus He K JTUTepaType, a K CBOUM 3aIHCsIM.

[Tpu moaroTOBKE HEOOXOUMO BBISBIIATH HAUOOJIEE CIOKHBIE, JUCKYCCUOHHBIE BOMTPOCHI,
¢ TeM, 94TOObI OOCYANTh WX C MPEnoaaBaTesieM Ha 0030pHBIX JICKIUAX M KOHCYJIbTanusaX. Hemb3s
OrPaHUYMBATH IMOATOTOBKY K 3a4€Ty MPOCTHIM IIOBTOPEHHUEM HW3YYEHHOIO MaTepuaa.
Heobxomumo yriiyOuTh W pacHIMpUTh paHee MPUOOpPETEHHBIC 3HAHMS 3a CUET HOBBIX HJEH U
MMOJI0XKCHHUH.

5.3.2. KoHTpoJibHBbIE 32/1aHUSA

L]enb KOHTPOJBHBIX 3aJJaHU: (OPMUPOBAHNE TPAKTHUECKUX HABBIKOB IOKYMEHTAJIbLHOTO
oopmieHHs pelIeHUH B YIpaBICHUH MPEANPUHUMATEIBCKON NEesTeIbHOCThIO OpraHU3aIUH.
3a0auu KOHTPOJIFHBIX 3aJaHUWil: 3aKpeIIeHHE TEOPETUYECKUX 3HAHUW O CYIIHOCTH O0a30BBIX
KaTeropuil Jelonpon3BOACTBa; (POPMUPOBAHHNE TPAKTHUECKUX HABBLIKOB PabOTHI C HOPMATHUBHO-
MpaBOBOM 0a30i, pErynmupyromeld BOMPOCH JTOKYMEHTAIIMOHHOTO OOECTICUCHHs YIpaBICHUS
6H3H€COM; (bOpMHpOBaHHG HABBIKOB OCYHIICCTBJICHUA TPOUCAYPbI CO3daHHA, HCIIOJIHCHUSA H
XpaHEHUsl IOKYMEHTOB; (JOPMUPOBAHNE HABBIKOB BEJCHUS JIEJIOBOM Mepenucku; (opMHUpOBaHHE
HAaBBbIKOB JOKYMCHTUPOBAHHA praBﬂqueCKOﬁ ACATCIIbBHOCTU C YUYCTOM CHCHH(bHKH CHUCTEM
JIOKYMEHTaI1H.

22



KoHntposnbHoe 3ananue 1

OdopmuTte 1e10BOE TUCHMO.

PexBu3uter s opopmienus Onanka: AO «Crapt». IlouroBerii agpec: 115218, T.
Mocksa, yn. Hosas, 28, tenedon (095) 123-45-89, dakc 231-56-78, e-mail: dir@start.msk.ru,
p/cu. 45687912304837500096.

KoHTtponbHOE 3a1anue 2

Odopmure 3as1BKy.

Hupexktop AO «Crapt» O.H. HekpacoB HampamisieT 3asBKy Ha y4acTHE€ B BECEHHEM
AKCIO3ULUHU AUPEKTOPY BBICTABOYHOIO LieHTpa «IJkcno-busnec» r-uy Crpaxosy 1O0.B. u nmpocut
3aKJIIOYNTh TMPEANpPUATHE B YHUCIO YYaCTHUKOB BbICTaBKM. K muceMy mnpunaraercs IuiaH
sKcno3ulu Ha 3 1. B 2 3k3. [loutoBslit agpec BeictaBouHoro nenTpa «xcno-buznecy: 110020,
r. Mockaa, yi. Boctpsikoa, 118

KontponbHoe 3ananue 3
OdopmuTe IpoTOKOJI 3aceIaHusl.
[Ipotokon. 12.05.00. r. MockBa. 3acegaHne HAy4YHO-TEXHHUYECKOM KOMHUCCHM  TIO
OOIIETEXHUYECKUM U OpraHU3alMOHHO-MeToAnYeckuM cranaapram. llpeacenarens I1.B.
Mengenes, cekpetaps .B. Antommuna. [IpucyrcrBoBanu 9 denosexk.
[ToBecTka nHs:
I. O nmpoekte rocygapcTBEHHOTo crTaHaapra «EnuHas cucremMa TEXHOJIOTHYECKOU
JOKYMEHTAIMHU. Y4YeT IPUMEHSIEMOCTH TeXHOoJorndeckoi ocHacTkuy. (JJoknax uiena HTK B.M.
Ocwuriosa).
2. O mpoekTe TrocynapcTBEHHOro craHaapra «MHKpopoTOKomUupoBaHHe. TepMUHBI U
onpenenenus». (Joxnax unena HTK A.Jl. Jlopodeenra).
1. CJIIYIIAJIN: B.M. Ocunosa — noxnan npunaraercsa. [IOCTAHOBWJIN:
1) IlIpoekT cTangapTa yTBEpAUTH
2) VYcTaHOBUTH CPOK BBEJIEHUS cTaHaapTa B aeiictsue ¢ 1 suBapsa 2002 r.
3) KouTposb 3a BBeiIeHHEM CTaHapTa BO3JIOKHUTh HA YTpaBieHue ['occtanapra.
2. CIYUIAJIA: A.A. Jopodees — noknaxa npunaraetcs. IOCTAHOBUIIN:
1) IlIpoexT cTangapTa yTBEpAUTH
2) VYcraHOBUTH CPOK BBEJIEHUS cTaHaapTa B aeiictBue ¢ 1 suBaps 2002 r.
3) KonTpoJsib 3a BBeieHHEM cTaHAapTa BO3JIOKUTh Ha YTIpaBieHue ['occranmapra.
4) [Ipeacenarens [1.B. Mensenes. Cexperaps 1.B. Antommna

KonrtponbHoe 3aganue 4

Horapuycom Tankuasiv M.M. npu cOCTaBI€HUM CTATUCTUYECKOTO OTYETAa CBOEH
JESATENILHOCTH OBLIM OOHapy»XEeHBI OIIMOKN B HyMepalliu HOTapUalIbHBIX JCHCTBHI B peecTpe
JUIL PErucCTpallid HOTapUAIbHBIX JEUCTBUM. [l yCTaHOBJIEHUS MPaBUILHOW HyMeEpaluu
perucTpanyy HOTapUajdbHBIX JCUCTBUH HOTApUYC WCIpPABUI HANHCAHHbIE MHPPHI HA
MPaBUJIbHBIE.

[TpaBunbpHO 1 ocTynui Hotapuyc? Kakum 00pa3oM MOTYT ObITh UCTIpaBIIEHBI OIMIMOKH
TEXHUYECKOI'0 XapaKTepa B PeecTpe sl perUCTpallid HOTAPUATIbHBIX JEHCTBUI?

KonTponbHoe 3aganue 5

Kakne 10KyMEHTBI JOJKHBI OBITH MPHIIOKEHBI K ICKOBOMY 3asIBJICHUIO:

a) 0 BOCCTaHOBJICHUH Ha paboTe JINIIA, YBOJICHHOTO 110 COKPAIIECHHIO IITATa;

0) o Bo3MeleHNH yiiepOa, MPUYNHEHHOTO MOBPEXKACHUEM 310POBbsS pAaOOTHHUKY B CBSI3U
C UCTIOJTHEHHEM MM TPYIOBBIX 00s3aHHOCTEH;

B) O JIMIICHUHU POJUTEILCKUX IPAB;

r') 00 YCTaHOBJIEHUU OTIIOBCTBA;

1) 0 B3BICKAaHUH aJTMMEHTOB Ha COJIEepKaHHe JAeTei
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KoHTtponbHoe 3a1anue 6

CocraBbTe mpumepHbIid fgoroBop nocraBku toBapa OOO «Toproseiii Jom "KyOanb'"»
WHIUBUIyAIbHOMY — TipeanpuHuMatento  Jlykomenko Hwukomaro  BacunmeeBnuy (MHH
230800176150). dara rocyaapcTBEHHOM perucTpanuy NpealIpUHUMATENbCKONW NEATEIbHOCTH —
24.01.2007 (cBumerenbctBO O peructparuu Ne 906544). Anpec peructpanuu (MO MeECTy
xutenberBa) — 350000, r. Kpacunonap, yin. BunmHskoBoii, 2/2. [IpenMeT goroBopa: cyxoe MOJIOKO
B kosimuecTBe 10 1. Ilena ToBapa onpenenserca no Bamemy ycMoTpeHuro.

PexBusutsl npogasmna: OOO «Toprossiit Jlom "Ky6ans"», 350040, r. Kpacnomap, yi.
CenesHesa, 86/1, NHH 2309044072/KIIII 230901001, pacyeTHBIH cuer
40702810610020010323, kopcuer 30101810100000000796, BUK 040349796 B KpacHogapckoM
dbumnane AKb «Pocbank» r. Kpacaomap. OKOHX 71100, 71200. OKIIO 47459473. lupexTop
00O «Toprossrit [lom "Ky6ans"» - Camynnos M6parum CayuacoBud.

Henocratomye pekBU3UTHI BHECUTE CAMOCTOATEIBHO.

KoHTponbHOe 3aganue 7

CocraBbre mpuka3 1o I[TAO «Kyb6anbArponpoaykr» o0 YTBEpKIEHUU WHCTPYKLIHHU T10
JEJIONPOU3BOJACTBY HAa NPEINPHUATHH. B KOHCTaTUPYIOLIEH YaCTH yKaKHUTE, YTO B COOTBETCTBUU
C TUIIOBOM HMHCTPYKLMEH IO JIEJIONPOU3BOJCTBY B MUHMCTEPCTBAX, BEAOMCTBaXx Poccuiickoin
®enepanun, yrBepxaeHHOU pacnopsikeHueM [IpaButensctBa PO Ne 1118-p, 'OCT 7.097-2016
U KaHIeIspuel MpeanpusaTis pa3paboTaHbl MOPAIOK MPOXOXKIACHUS JOKYMEHTOB M CTaHIAapThI
Ha OPraHNU3allMOHHO-PACIIOPSAUTENBHYIO JOKYMEHTALUIO.

B pacnopsauTenbHONM YacTM YTBEPAMTE MHCTPYKIMIO W TMOPYYUTE 3aBELyHOLIEH
kaanenspueir (MBanosoit JI.C.) oOecrneynTh METOIWYECKOE PYKOBOJCTBO OpraHM3aIiden
JIENOTIPOU3BOJICTBA HAa TMPENNPUATHH M YCTAaHOBUTh KOHTPOJb MCIOJHEHUS TpeOOBaHUIMA
MHCTPYKLHUH.

KoHTtponbHOE 3a1anue 8

CocraBbre npuka3 no OOO «Kanurtam» 06 uTorax peBU3UHU MO MPOBEPKE PHUHAHCOBOTO
ydyera. B KoHcTatupyromeidl 4acTh yKakKUTe, 4TO pPEeBU3HMEH OOHapykeHbl (akThl TpydOTro
HapylmeHus (PUHAHCOBOTO yueTa, MOJHOE OTCYTCTBHE KYypHaja yueTa JOBEPEHHOCTEH.

KonrtponbHoe 3aganue 9

CocraBpTe crnpaBKy O noxonax (3apaborHoit turare) 3a 2017 r. MBanoBoit TaThsiHBI
HukonaeBnsl, 3annmaromeii 1oikHocTh Kaccupa B OO0 «Maes» ¢ 01.04.2012 u no Hacrosiee
Bpems. Pa3zmep [OOMKHOCTHOTO OKJIaga M HEJOCTAIOIIME DPEKBU3HUTHI JIOKYMEHTa BHECHUTE
CaMOCTOSITENIBHO.

KonrtponbHoe 3aganue 10

CocrtaBbTe MPOTOKOJI BHEOUYEPEAHOTO 3acefaHusi coBeta AUpeKkTopoB OO0 «DopTyHay,
npoxoxausmiero 25 mas 2018 r. IloBecTka qHS: yBeIMUYEHHE YCTaBHOTO KamuTaja OOIIECTBA.
[Ipencenarens komuccun — TynukoB C.M., cekperapp — MBamkuna WM.I1. IlpucyrctBoBanu:
Huxomaes C.II., CumopoB M.C. Henocraomue pekBU3UTBL JOKYMEHTAa BHECHUTE
CaMOCTOSITENIbHO.

Memoduueckue pexomenoayuu no no020mosKe U npoyedype 0Cyuecmeenis KOHmpoJis
BbINOIHEHUS

CryneHTy HEOOXOAMMO U3YYHUTh MPEAJIOKEHHYIO TpernojaBareieM JHUTeparypy u
XapaKTepUCTUKY YCIOBUH 3a7add, BHIOpaTh ONTHUMAILHBIN BapuaHT (1MOA00paTh U3BECTHHIC U
CTaHJapTHBIE AaJTOPUTMbl ACHCTBHS) WIM BapUaHThl DPAa3peUICHUS] KOHTPOJBHBIX 3aJaHMM.
Pemienne kaxa0ro KOHTPOIBHOTO 3a1aHMs JOJIKHO 3aKAaHUYUBATHCS BHIBOJOM, B KOTOPOM JA€TCs
OLICHKA MOJIyYEeHHBIX pe3ynbTaToB. KoHTpoibHOE 3a1aHne HeoOX0IMMO aKKypaTHO 0OpMUTH U
CAaTh HAa KOHTPOJIb NIPENOJABATENIO 110 UICTEYEHUH BPEMEHH, OTBEIEHHOTO Ha C/1auy 3ayeTa.
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Kpumepuu oyenusanus
O1eHKa BBIOJTHEHUS 1o 10 6amos
MPAKTUYECKOTO 3a/1aHus
Omnenka cobecenoBanus mo | Ao 15 6amios
TEOPETUYECKON YacTu

Kpurepun orieHku (pe3ynbTar onpeAenseTcss Kak CyMMa BCEX COCTaBIISIONTNX )

«23-25 6annoBy», eciiu B cootBeTcTBHM ¢ TaCIOPTOM KOMIETEHIIMU
— TIOKa3bIBaeT TIyOOKOE M TIOJHOE KaTreropuii (T.e. 3HAHHUE
OCHOBHOTO COZIepaHMs Y4eOHOTO dMIeMeHTa (MOIYIIs));
— TIPOSIBISICT BHICOKHI yPOBEHb YMEHHU MPUMEHSTH 3HAHUS U
METO/JIbI JIsl pEIICHUS MPAKTUYECKUX 3a]1a4/3aJaHHid;
— BIaJeeT HaBBIKAMU  UCIOJB30BaHUS MX B  cdepe
npodeccuoHalbHOMN 1eATeNbHOCTH;
— JIEMOHCTPUpPYET TIOHUMaHHE BaXXHOCTU MPUOOPETEHHBIX
3HaHUM u yMmeHudl s Oyaymieid  mpodeccruoHaTbHOU
NeSITeIbHOCTH
«20-22», ecn B cooTtBeTcTBHM ¢ TACIOPTOM KOMIETEHLIMU
— JIEMOHCTPUPYET 3HAaHUE TMpoOJIeM U TPOIECCOB, HO
JIOTTYCKaeT HETOYHOCTH B UX OOBSCHEHUH;
— MpPOSIBIISIET  YAOBJIETBOPUTEIbHBIA  ypOBEHb  YMEHUH
MPUMEHSTh 3HAHUS W METOIBl JUIS PEHICHHUS MPAKTUYECKUX
3a1a4/3a0aHuin;
— JIEMOHCTPUPYET  HEKOTOPbIE HAaBBIKM  HCIOJIb30BAHUS
MONYyYeHHbIX 3HaHMH B Oyaymeidl mnpodeccuoHambHOU
NesITeNIbHOCTH;
— JIEMOHCTPUpPYET TOHUMaHUE TPUOOPETEHHBIX 3HAHUU H
yMeHHH U1 Oynymiel mpodecCHnoHaIbHOM eI TeTbHOCTH
«15-19», ecn B cootBeTcTBUM ¢ TACIOPTOM KOMIETEHLIMU
— WMeeT TMpeACTaBlIeHHEe O Kareropusix (T.e. 3HaHHE
OCHOBHOTO COJIEP)KaHMs Y4eOHOTO 3JIeMeHTa (MOIYJIs));
— HCTBITHIBAET CIIO)KHOCTH MPHU BHIOOPE METOJIOB OOBSICHEHHUS
ux;
— MOXET C TpPYAOM TIOKa3aTh HAaBBIKA HCIIOJIb30BAHHUS
MONYYEHHBIX 3HaHUW B  Oyaymed mpodeccruoHaabHOM
JeSITeIbHOCTH

5.4. Konmponws Kypcoewix pabom (npoekmoe)

KypcoBass pabora (mpoekr) mo aucuUIUIHE «J[OKyMEHTallMOHHOE oOecredeHne
yIOpaBiIeHUsT OW3HECOM» HE MPEAyCMOTpPEeHBI Y4eOHBIM TuTaHOM Mo HampasieHuio 38.03.01
OxoHomuka, mpoduns «MHPOpMAIMOHHO-aHATUTHYECKOE U  TPaBOBOE  oOOeCIedeHue
SKOHOMMYECKOH 0€30MacHOCTH OM3HEeca.

6. MeTonuyeckue MaTepuaJibl, ONpeae/asoiue Npouea1ypbl OleHUBAHUSA 3HAHUNA, YMEHUIA,
HABBIKOB M (MJIM) ONBITA JeSITeJIbHOCTH
Kpurepuem omnenku ypoBHS CHOPMHUPOBAHHOCTH KOMIIETCHIIMM B paMKax ydeOHOM
TUCIUIUINHBL  «/{oKkyMeHTanmoHHOe obecreueHue yrpamieHus OuszHecom» B VI cemecTpe
ABJISIETCS 3a4eT.
s momycka K 3adeTy CTYIASHT JO/DKeH HaOpaTh B XOJE€ TEKYIIETo U PyOeKHOro
KOHTPOJIS YCIIEBAaEMOCTH HE MeHee 36 6aioB.
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Hns

IMMOJIYYCHHA

3a4€Ta, KOTOPbIM

«JlokyMeHTallmoOHHOEe OOecleYeHne YIpaBICHUS OU3HECOM»
HeoOXxoaumMo uMeTh He MeHee 61 Gamma. Eciam mo uroram Tekymero u pyoeXHOTO KOHTPOJIS
YCIIEBAEMOCTH CTYAEHT HaOpan uucio O6amioB B mpenenax 36 < (Srex. T Spys) < 61, To oH
JIOITyCcKaeTcsl K caade 3avera. [o uToram ciadm 3adera OH MOXET TOBBICHTH CyMMY OaJUIOB IO
61 (He 6onee), HEOOXOUMBIX JIJISl TIOTYUCHHS 3a4eTa.

3aKaHYNBACTCS
B 6

U3y4eHUE  AWUCIMILIIMHBI
ceMecTpe, CTYAEHTY

Lenvro npomesrrcymounslx ammecmayuil 1o AUCHUIUIMHE SIBISETCS OLICHKA KaueCcTBa
OCBOCHMS AUCITUTUTHHBI 00YJaIOITUMHUCS.

Taonuua 7. Pezynomamot 0ceoeHus yueOHol Oucyuniunsl, noodjaexcaujue npogepke

Pesynbrarel o0ydenus
(KOMITETEHITHN)

OCHOBHBIE TIOKA3aTeJIH OIICHKH
pE3yNbTaTOB O0YUCHHUS

Bun oneHounoro
Marepuaia

CnocoOHOCTb
UCTIONIb30BATh IS
peIIeHNs aHATUTUICCKUX
U MCCIIE0BATEIBCKUX
3a71a4 COBpEMEHHbBIE
TEXHUYECKHUE CPEJICTBA U
nH(pOpMaIMOHHBIE
texHonoruu (ITK-8)

3HaHue:

- IOPSIIKA U TIPABUJI COCTABIICHUS,
yudera, XpaHeHHs! U UCIIOJIb30BaHUS
JIOKYMEHTOB (B TOM YHUCJIE
OTPaHUYCHHOTO JIOCTYTA) B
OpraHH3aIiiy;

- BUJIOB OTBETCTBEHHOCTH 3a
OmKMOKH B JOKYMEHTaX U
HapylieHus B opopmieHIu U paboTe
C TOKYMEHTAMH,

- OCHOBHBIX METOJIOB PELICHUS
AHATUTUYECKUX U
HCCIIEIOBATENbCKUX 3a/1a4;

- COBPEMEHHBIX TEXHHUECKUX
CPEICTB U UHPOPMAIIMOHHBIX
TEXHOJIOTUH, UCIIOJIb3YEMBIX TIPH
pEILIeHNH UCCIIE0BATENbCKUX 3aa4
YmMenue:

- UCTIOJIb30BaTh 3aKOHOMEPHOCTHU U
MIPUHIIMITBI TOKYMEHTOBEICHHS U
JIeJIONPOU3BOICTBA B
00pa3oBaTeNbHON U XO35MCTBEHHO-
MPaBOBOM JEATEIBbHOCTH;

- COCTaBJIsAITh, 00pabaThIBaTh,
UCIOJIb30BaTh, XPAaHUTh U
YUUTHIBATh YIIPaBJI€HYECKHE
JOKYMEHTBI OTKPBITOTO U
3aIUIIEHHOT0 JOKYMEHTO000pOTa;
- TIOJIB30BATHCSI COBPEMEHHBIMU
TEXHUYECKUMHU CPEICTBaMU U
MH()OPMAIIMOHHBIMU TEXHOJIOTUSIMH
Brnanenue:

- HaBBIKaMU BEICHHUS U
ONTUMHU3AIMH JOKYMEHTO000pOTa B
pa3nu4YHbIX chepax AesITeTbHOCTH;
- HaBBIKaMU U COBPEMEHHBIMU
TEXHUYECKUMHU CPEJICTBAMU ISt
CaMOCTOSITENTLHOT0, METOTUYECKU
MIPABIJIBHOTO PEIICHHS

KonTtpons  BbIMONHEHUs
CaMOCTOSITENILHOM PabOTHI
[IpakTrueckoe 3aganue
KomnoxBuym
TectupoBanue

Pedepar

KonTposnbHoe 3a1anue
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AHAJTUTUYECKUX U
HACCIIEN0BATEIbCKUX 3aJaHNi U

3aaq
Cnoco6HOCTh 3HaHue: KoHTponb  BBINOJHEHUS
HUCIIOJIB30BaTh AJIA - OCHOBHBIX ITOJIOKCHUI CaMOCTOSITCIILHOU pa6OTI:I
pelieHus JOKYMEHTUPOBaHUS [TpakTrueckoe 3agaHue
KOMMYHUKATHUBHBIX 3a/1a4 ynpaBHqueCKOﬁ JACATCIIbHOCTH, KOJIJIOKBI/IYM
COBpPEMEHHbIE - OCHOBHBIX METO/IOB PELICHUS TectupoBanue
TEXHUYECKHUE CPEACTBA U | KOMMYHHUKATUBHBIX 3a1a4, Pedepar
nH(pOpMaIMOHHBIC - cienUKH pa3InIHbIX crtocoboB | KonTponbsHOe 3aganue

texHonoruu (ITK-10)

pelIeHrss KOMMYHHKATUBHBIX 3a7a4;
- COBPEMEHHBIX TEXHHUUECKHUX
CpeICTB ¥ MHPOPMAITMOHHBIX
TEXHOJIOTUH, UCTIOJIb3YEMBIX TIPU
pelIeHn KOMMYHUKATHBHBIX 3a7a4;
- IPUHIUIOB (OPMUPOBAHUS
nH(OPMALINY HA PA3TUIHBIX
YPOBHSIX YIPaBJICHUS
HKOHOMHYECKUM CYOBEKTOM;

- CHCTEM YIIPaBJICHUS 3JEKTPOHHBIM
JOKYMEHTOO00POTOM

YwMeHue:

- OPraHU30BbIBATH
JOKYMEHTAIMOHHOE TPOM3BOACTBO
Ha TPEIIPUITUSX OTPACITU U
aHaM3UpoBaTh I3 (PEKTUBHOCTH
JTAHHOM JICATCIBHOCTH;

- TI0JIb30BAThCSI COBPEMEHHBIMU
TEXHUYECKUMH CPEJICTBAMHU U
MH(OPMALMOHHBIMU TEXHOJIOTUSIMU
JUTSL PeIlieHUs] KOMMYHUKATHBHBIX
3a/1a4 B MIPOIIECCE OOCYKICHNUS,
MPUHSATHS U pealiu3aiun
yIpaBIeHYECKUX PeIleHuH, HayqHO-
UCCIIEIOBATENbCKOM 1eATeIbHOCTH
Brnanenue:

- HaBBIKaMU JOKYMEHTAJIbHOIO
odopmIleHus penieHui B
yIpaBiIeHUU NPEIIPUHUMATENbCKON
JeSTeNbHOCTHIO OPTaHU3AIINH;

- HaBBIKaMU JJI CAMOCTOSITENILHOTO,
METOINYECKH MPABUIBLHOTO PEIICHUS
KOMMYHHMKATHUBHBIX 3a71a4;

- TEXHUYECKUMH CPEJICTBAMHU U
MH(OPMALIMOHHBIMU TEXHOJIOTUSIMU
[IPH PEIICHUH KOMMYHUKATHBHBIX
3aza4
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7. YueOHO-MeTOAUYeCKOe o0ecneyeHre JUCHMIIIUHBI (MOTYJIs)

7.1. Hopmamueno-3akonoodamenvhbie akmul

1. I'paxxnanckuii konekc Poccuiickoit ®enepannu. denepanbubiii 3akoH ot 30.11.1994
Neo 51-@3 [DnekTpoHHbIHN pecypc]. — DneKkTpoHHO-cIipaBouHas cuctema «Koncynsrantlimrocy

2. Tpynosou konekc Poccuiickoit @enepanuu. Oenepanbubiii 3akon PO ot 30.12.2001
Ne 197-@3 [DnexTpoHHBIN pecypc]. — DnekTpoHHO-cripaBouHas cuctema «Koncynprantliroc»

3. ®enepanpubiii 3akoH 0T 10.01.2002 Ne 1-®3 «OO6 351eKTpOHHON HU(PPOBOM MOITUCH
[DneKTpOHHBIN pecypc]. — DlIeKTpoHHO-cpaBo4Has cuctema «KoncynpranTllimrocy

4. ®enepanbhbiii 3akoH 0T 20.02.1995 No 24-D3 «O6 nndopmaruu, nHGoOpMaTH3AIN U

3ammre  MHQOpManuu» [DIEKTpPOHHBIM pecypc]. — DJIEKTPOHHO-CIPAaBOYHAS CUCTEMa
«Koucynprantl[mrocy

5. ®enepanbubiii 3ak0oH oT 22.10.2004 Ne 125-03 «O6 apxuBHOM jene B Poccuiickoit
denepannmn» [DnexkTpoHHbIN pecypc]. — DJIEKTPOHHO-CIIPaBOYHAs cucrema
«Koncynprantllimroc»

7.2. OcHogHas tumepamypa

6. JloxymeHTaIMOHHOE 00ECTICUeHNE YIPaBICHUS [DIEKTPOHHBIA pecypc]: yueOHUK s
CTYJECHTOB BY30B, OOYYalOIIMXCS 1O HAmpaBlIeHUsIM «IDKOHOMHUKA» U «MEHEIKMEHTY,
cnenuanbHocTsIM «MHpopmaTHKay, «JloOKyMEeHTOBEAEHHE M JAOKYMEHTAIlMOHHOEe oOecredeHne
ylpaBieHus», «ABroMatuzanus u ympasiaerue» / A.C. I'punbepr [u ap.]. — DnekTpoH.
TtekctoBele AanHble. — M. : FOHUTU-HAHA, 2017. — 391 c. — 978-5-238-01770-9. —
Pexxum noctyna: http://www.iprbookshop.ru/71213.html

7. Ky3nenoBa W.B. JlokymeHTaIllmoHHOEe OOECIIEUCHUE YMPABICHHUS [DJIEKTPOHHBIN
pecypc]: yuebnoe mocobme mius CIIO / U.B. Ky3nemosa, I'.A. XauatpsH. — 2-¢ u3g. —
DNeKTpoH. TeKcToBbIe adaHHbIe. — CapartoB: [IpodobpazoBanue, A Ilu Dp Meaua, 2019. —
166 c. —  978-5-4486-0404-1,  978-5-4488-0216-4. @ —  Pexum  mocryma:
http:// www.iprbookshop.ru/80326.html

8. KysneroBa W.B. JlokymMeHTalMOHHOE OOECMEYCHHE YIPABICHUS MEPCOHAIOM
[DnexkTpoHHbIN pecypc]: yaeOHoe mocobue ansa O6akanaBpoB / M.B. Ky3nenosa, I'.A. XauaTpsiH.
— DneKTpoH. TekcToBble AaHHble. — M. : JlamkoB u K, Ait [Iu Op Menua, 2017. — 220 ¢. —
978-5-394-02325-5. — Pexxum noctymna: http://www.iprbookshop.ru/57135.html

9. Cumonsn  P.SI.  JlokyMeHTallMOHHOE  OOECIEYeHHUE  CHUCTEMBbI  yIpaBJICHUS
opraHuzamueit [DnekTpoHHbIH pecypc]: ydueOHoe mocobue / P.S. CumoHsSH. — DNEKTpOH.
TeKcToBbIe HaHHble. — Caparos: A [1u Op Meaua, 2018. — 180 ¢. — 978-5-4486-0167-5. —
Pexxum moctyma: http:// www.iprbookshop.ru/72458.html

7.3. Honoanumenvrnasn tumepamypa
10.  AmnxapeeBa B.WM. [lenompou3BOJACTBO B KaApOBOW Ciyk0e: MpakT. Mocodue ¢
obpasmamu nokymeHntoB / B.M. Aunpeea. — M.: buznec-mkona «aTen-Cunres», 2010. — 251
C.

1. AptemoB O.FO. KaapoBplii MEHEIXMEHT: MpakT. PYKOBOJICTBO M PYK. H
cneuuanucrtoB kaap. ciayx6 / O.}O. ApremoB, H.M. ApxumoBa, W.H. Epmakosa, H.B.
OsumuauKoBa. — M.: [IPHUOP, 2011. — 448 c.

12.  T'myxoBa O.B. JlokyMeHTallmOHHOE OOECTeUeHUE YIpaBICHUS [DICKTPOHHBIN
pecypc]: kype nekmuit / O.B. I'myxoBa. — DNEKTpOH. TEKCTOBBIC JaHHBIC. — Bosrorpan:
Bonrorpaackuit uactutyt 6usHeca, By3oBckoe obpazoBanue, 2013. — 72 ¢. — 2227-8397. —
Pexxum moctyma: http:// www.iprbookshop.ru/19177.html

13. TOCT P 6.30-2003 VYuuduuupoBaHHbIE  CHCTEMbl  JIOKYMEHTAIIHH.
YHupuuupoBaHHas cucTeMa OpraHU3allMOHHO-PAcTIOPSAUTEIbHON JoKyMeHTauuu. TpeboBanus
K opopmIIeHHIO TOKYMEeHTOB. M.: M3narenscTBO cTangaptos, 2003

14. l'ocynapctBennbii crangapt P@ ['OCT P 51141-98 «/lenonpous3BoACTBO H
apxuBHoe zie10. Tepmunsl u onpeaeneHus». — M.: U3narensctBo crangapros, 2003
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15. ['punbepr A.C. JlokymMeHTallMOHHOE OOecredeHue YIpaBieHUs [DIESKTPOHHBIA
pecype] : yueOnuk / A.C. I'punbepr, H.H. I'opbaueB, O.A. MyxameTiinHa. — ODJIEKTPOH.
tekctoBele AanHble. — M. : KOHUTU-HAHA, 2012. — 392 c. — 978-5-238-01770-9. —
Pexxum noctyna: http://www.iprbookshop.ru/10497.html

16. JlokymMeHTaIimoHHOE o0ecreueHue yrpaBieHus [ DNeKTPOHHBIN pecypc] : yueOHoe

nocodbne / . — DIEKTpoOH. TeKCToBbie mgaHHble. — HoBocubupck: HoBocubupckuii
rOCYIapCTBEHHBI arpapHbli YHUBEPCHUTET, 30J10TOM Koioc, 2014. — 106 c¢. — 2227-8397. —
Pexxum noctyna: http://www.iprbookshop.ru/64716.html

17.  OKVYI: Obmepoccuiickuii kinaccudukaTop ynpasiaeHueckor gokymeHTarun OK

011-93. Pexxum pocryna: http://www.classinform.ru/okud.html

18. PoxusitoBckas U.P. JlokymeHTanmonHoe obecrieueHue [DIEKTpOHHBIA pecype]| :
yuebHoe mocobue / U.P. PoxxHsATOBCKasi. — DJIEKTPOH. TEKCTOBBIE JaHHbIE. — CuMQepomnos:
YHUBEpCUTET HSKOHOMUKM U ympasieHusa, 2016. — 104 c¢. — Pexum pgocrymna:
http://www.iprbookshop.ru/73265.html

19. CrentokoB M.B. JlokyMeHTBI. Jlen0mpou3BOACTBO: npakT. Tmocodue 1o
JOKYMEHTAIlMOHHOMY oOOecrnedeHuto aestenbHocTd mpeanpusituii / M.B. CreniokoB. — M.:
[TPUOP, 2012. — 140 c.

7.4. Ilepuooduueckue usoanus
Kypuan «CoBpeMeHHbBIE TEXHOJIOTHH JAEIOMPOU3BOACTBA U JJOKYMEHTOO0OPOTaY.
Kypnan «Jlenonponus3BoacTBo».
Kypnan «Kagposoe neno».
KypHan «®uHaHCH.
Kypnan «byxranrepckuii yueT.

SNk W=

7.5. Hnmepnem-pecypcoi
Hayunas snektponnas 6ubnmoreka «Kubepnenunkay: https://cyberleninka.ru/
. CIIC «Koncynprantllmocy: http://www.consultant.ru/
3. CIIC «"apanT»: http://www.garant.ru/

N —

7.6. Memooduueckue yKazanus no npo8eoeHUI0 Pasiudnblx Y4eOHbIX 3aHAMUL, K KYDCOBOMY
NPOEKMUPOBAHUIO U OPY2UM BUOAM CAMOCMOSMENbHOU pabombl

VYyeOHnass pabora mo gucnuruinHe «JloKyMeHTalMoHHOe oOOecrevYeHrne YIpaBlICHUs
OM3HECOM» COCTOMT U3 KOHTAaKTHOW palOOThl (JIEKIIMH, TMPAKTUYECKHE 3aHITHS) U
CaMOCTOSITeNNbHOW paboThl. Jlons KOHTakTHOM yueOHOH paboThl B o0meM o0beMe BpEMEHH,
OTBEACHHOM ISl U3YYECHUS TUCIHUIUIAHBI, COCTABISIET 28 % (B TOM YHCIIe JICKITMOHHBIX 3aHATUI
— 14 %, npaktuyeckux 3aHsATHi — 14 %), 015 camocTosITeNnsHON paboThl — 72 %. COoOTHOIICHHE
JIEKIMOHHBIX, CEMUHAPCKUX, JTAOOPATOPHBIX U MPAKTUYECKUX 3aHATUN K OOIIEMY KOJIUYECTBY
YacoB COOTBETCTBYeT YyueOHomy Iuiany Hampasnenuss 38.03.01 — DOkoHomuka, npoduib
«MHbOpMAIIMOHHO-aHATUTHIECKOE U TPABOBOE OOECreYeHue SKOHOMUYECKOW 0e30MacHOCTH
Ou3Hecay.

Jlis MOATOTOBKM K MPAKTHYECKUM 3aHSATHSIM HEOOXOAMMO PacCMOTPETh KOHTPOJIbHBIE
BOTIPOCHI, TpPH HEOOXOAMMOCTH OOpaTHTBhCS K PEKOMEHIYeMOW IUTeparype, 3amucaTh
HEMOHSITHbIE MOMEHTHI B BOIPOCaxX JUIsl YSICHEHHS UX Ha MPEACTOAIIEM 3aHITHH.

Memoouueckue pexomenoayuu no u3y4eHuro OUCYUnIunbl «/[OKymenmayuonHnoe
obecneyenue ynpaeieHus OUIHecom» 01 00y4aouuxcs
Henr kypca «J/lokymeHTallMOHHOE OOeCTeuYeHHuEe yIpaBiICHHS OW3HECOM» -
dbopMUpOBaHHE Yy CTYIEHTOB CTaHIAPTHOTO YPOBHS NPO(ECCHOHATBHBIX KOMIIETCHIIUH,
CHOCOOCTBYIOUIMX  CTAHOBJIEHHIO  MPO(ECcCCHOHAIbHON  KOMIETEHTHOCTH B  BOIpOcax
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JIeNIONPOU3BOJICTBA M JOKYMEHTAI[MOHHOTO OOECTeueHus: YIpaBiIeHHs] Ha COBPEMEHHBIX
MpEANPUITHSIX.

[Ipucrynas Kk M3y4eHHUIO AUCHUUIUIMHBI, 0OydaromeMycss HEOOXOJUMO O3HAKOMHTHCS C
TEMaTUYECKUM TUUIAHOM 3aHSTHH, CIIUCKOM PEKOMEHIOBAaHHOW yueOHOU smreparypsl. Cremnyer
VSICHUTH TIOCJIEIOBATENILHOCTh BBITIONHEHUSI WHIWBUIYaTbHBIX Y4eOHBIX 3a/laHul, 3aHECTH B
CBOIO palouyl0 TeTpaab TEMbl M CPOKH MPOBEICHUS CEMHHApOB, HaNHCAHHUsS Y4eOHBIX U
TBOpUeCKUX paboT. Ilpu H3ydeHUM IUCHMILTUHBI, OOYYAIOIIMECS BBIMONHSIOT CIEIYIOIINe
3aJaHusl: U3y4aloT PEeKOMEHJOBAHHYIO YUEOHYIO U HAYUHYIO JINTEPATYpPY; MUIIYT KOHTPOJIbHBIE
paboThI, TOTOBAT MOKIAbI, pedepaTsl U COOOUICHUS K MPAKTUYCCKUM 3aHSITHUSM; BBIIOTHSIOT
CaMOCTOSITeNIbHbIE TBOPYECKHE PabOThI, YYacCTBYIOT B BBINOJIHEHMM MPAKTUYECKUX 3aJaHUM.
YpoBeHb U rIyOMHa YCBOCHHS JUCIHUILTAHBI 3aBUCAT OT aKTUBHON M CUCTEMAaTUYECKOW pabOThI
Ha JIEKUMAX, HW3Y4YEHHs] PEKOMEHJIOBAaHHOW JMTEpaTypbl, BBIIOJHEHUS KOHTPOJBbHBIX
MHUCbMEHHEBIX 3aJlaHuN

Kypc u3ydaercs Ha jeKuusix, ceMHHapax, MpPU CaMOCTOSITEIbHOM W WHIWBUIYAIbHOMN
pabore oOyuaromuxcs. OOydarouuiicss Haisi TOJHOTO OCBOSHHUS MaTepuana JOJKEH He
IpOIycKaTh 3aHATHSA M aKTUBHO y4acTBOBaTh B yueOHOM mpoiiecce. Jlekuuu BKIIOYAIOT BCE
TEMbl M OCHOBHBIE BONPOCHI TEOPUU M MPAKTHUKUA JEIONPOU3BOACTBA. JJIi MakCcUMalIbHOU
3O PEKTUBHOCTH W3Y4YEHUS HEOOXOJAMMO TIOCTOSHHO BECTH KOHCIEKT JICKIWHA, 3HATh
PEKOMEHIYEMYIO TPENOaBaTeNIeM JIUTEPaTypy, MO3BOJISIIOUIYIO JTOMOJHUTH 3HAHUS WU JIy4Yllle
MOJTOTOBUTHCS K CEMUHAPCKUM 3aHITHUSIM.

B coorBercTBMM C Y4eOHBIM IUITAHOM Ha KaXAyl0 TEMY BBIICICHO HE00XO0IUMOe
KOJIMYECTBO YaCOB MPAKTUUYECKUX 3aHATHI, KOTOPbIE MTPOBOASTCS B COOTBETCTBUU C BOIIPOCAMHU,
PEKOMEH/JIOBAaHHBIMH K U3YYCHHUIO 10 OmpeAeleHHbIM TeMaM. OOydJarommecss IOJDKHBI
PEryIsIpHO TOTOBUTHCA K CEMHUHAPCKUM 3aHATHSAM M y4acTBOBATh B 00CYKIEHHH BompocoB. [Ipu
MOATOTOBKE K 3aHSATUSAM CJIEIYET PYKOBOJCTBOBATHCSA KOHCIEKTOM JIEKIIUI U PEeKOMEH/1I0BAHHOU
autepatypoil. TeMaTuueckuil MiaH AUCUUIUIMHBI, Y4eOHO-METOIUYECKHEe MaTepuaibl, a Takke
CIIUCOK PEKOMEHIOBAHHOM TUTEPATyphI IPUBEACHBI B paboueii mporpamme

B xonme wu3yueHuss AMCHUIUIMHBI OOYYaIONIUICS HMEET BO3MOXKHOCTH MOJATOTOBHUTH
pedepar mo BeIOpaHHOU U3 MPEeJIOKeHHOTO B Paboueli mporpamme cniucka Teme. BeicTyrieHue
¢ JoKiagoM 1o pedepaTy B rpymnmne MpoBOAUTCS B (GopMme Mpe3eHTAlMH C HCIOJIb30BaHUEM
MYJIbTUMEIUNHON TEXHUKHU.

Memoouueckue pekomenoayuu npu padoome Ha0 KOHCNEKNOM 80 8PeMs NPOBEOCHUs TeKYUU

B mnpomecce JEKIMOHHBIX 3aHATHH 1e1ecO00pa3sHO KOHCHEKTUPOBATh  y4eOHBIN
maTepuai. [ 3Toro UCHoab3yIOTCS O0IME U YTBEPAUBIIUECS B MPAKTUKE IPABUIIA, U IPUEMbI
KOHCIIEKTUPOBAHMS JICKIU:

KoncnektupoBanue JIEKIUA BEAETCA B CHEHHAIBHO OTBEICHHOW MJIA 3TOr0 TETPaiM,
KOKJbI JUCT KOTOPOM JOJDKEH WMETh TMOJs, Ha KOTOPBIX [EJaloTCs TIOMETKH U3
PEKOMEH/IOBAaHHOW JIUTEPATYPBI, JOMOJHSIOIMIME MaTeprai MPOCIYIIAHHOW JIEKIIMHM, a TaKkKe
MOTYEPKHUBAIOIINE OCOOYIO BAXKHOCTH TE€X HJIM UHBIX TEOPETUUECKUX TTOTOKCHHM.

[lenecooOpa3Ho 3anmuchIBaTh TEMY U IUJIaH JIEKIHM, pEKOMEHAYEMYIO JIUTEPATYPY K TEME.
3anucu paszienoB JIEKIUU JOHKHBI UMETh 3arojIOBKH, IMOA3arojIOBKH, KpacHble CTpoku. Jlis
BBIJICJICHUSI Pa3/I€JIOB, BBIBOJIOB, ONPEACICHHUM, OCHOBHBIX UIEH MOYKHO HUCIOJIb30BATh LIBETHBIC
KapaHJamu 1 GaoMacTepsl.

HazBannble B JeKIIUU CCHUIKM HA MEPBOMCTOYHUKU HAJI0 IOMETUTH HA MOJISIX, YTOOBI IPH
CaMOCTOSITENILHOM paboTe HAWTH W BIOUCAaTh HMX. B KOHCHEKTE [OCIOBHO 3alHCHIBAIOTCS
OTpeNIeTICHUsI TOHATHIA, KaTeropuid M 3akoHOB. OCTaJbHOE MOKHO OBITh 3alMCAaHO CBOUMU
CJIOBaMH.

Kaxxnomy crymeHty Heob6xoauMo BbIpaboTaTh M HUCHOJB30BaTh  JIOIMYCTUMBIE
COKpaIleHus: HanboJiee paclpoCTPAHEHHBIX TEPMUHOB U TIOHATHUH.
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Memoouueckue pekomenoayuu no n0020mMoeKe K NPAKMUYeCKUM 3aHAMUAM

[IpakTrueckue (ceMUHApPCKHUE) 3aHATHS — COCTaBHAas dYacTh Y4eOHOro mpoliecca,
rpynnoBast gopma 3aHATAA TpPH AKTUBHOM YYacTUU CTyJAeHTOB. [IpakThyeckue 3aHATHS
CIOCOOCTBYIOT yIyOJIEHHOMY HM3YYCHHIO HauOoJee CIOKHBIX MpoOJieM HAyKH M CIIyXKaT
OCHOBHOHM (OpMOH TOJBENEHUS HMTOTOB CAMOCTOSTENbHOW paboThl oOyuarommxcs. Llensio
NPaKTUYCCKUX 3aHATUH SBISIETCS YIIyOJIeHME U 3aKpeIUIeHHEe TEOPEeTHYECKUX 3HAHHM,
MOJYYEHHBIX 00yYarOIMMUCS Ha JIEKIHIX U B MPOLIECCE CAMOCTOSTEILHOTO U3YUCHHSI Y4eOHOTO
marepuaia, a, cJaeIoBaTeIbHO, JOPMHUPOBAHUE Y HUX ONPEACICHHBIX YMEHUI U HABBIKOB.

B Xxone moAroToBKM K CEMHUHApCKOMY 3aHATHIO HEOOXOAMMO TNPOYUTATh KOHCIEKT
JCKIMH, W3YYHTh OCHOBHYIO JIUTEPATYpy, O3HAKOMHUTHCS C JOTIOJIHUTEIHHOW IJUTEpPaTypOi,
BHITIOJTHUTHh ~ BBIJIAHHBIE MPETNoJaBaTelieM TNpakTHUeckue 3amaHus. [lpum sToM  ydecTh
pPEKOMEHIANNU TIpenojaBareisi U TpeOoBaHUS TporpaMMbl. JlopabaTbiBaTh CBOW KOHCHEKT
JIeKIMH, JIeast B HEM COOTBETCTBYIOIINE 3aIIMCH U3 JIUTEPATYPHI.

XKenatenbHO TIPU TMOATOTOBKE K TPAKTUYCCKUM 3aHATHAM 10  JTUCIHIUIMHE
OJTHOBPEMEHHO HCIOIB30BaTh HECKOJIBKO HCTOYHUKOB, PACKPHIBAIOIINX 3a/laHHBIE BOIIPOCHI.

Ha mnpaktudecknx 3aHATHAX OOYyYaroImIMecs y4Yarcsi TPaMOTHO H3JaraTh IMPOOJIEMBI,
CBOOOMHO  BBICKA3bIBaTh CBOM MBICIM H  CYKICHHS, pAcCMATPUBAIOT  CUTYaIlWH,
CTIOCOOCTBYIOIIHME Pa3BUTHIO IPOPECCHOHATBHON KOMITIETEHTHOCTH. ClielyeT UMETh B BHILY, YTO
MOJATOTOBKA K TMPAKTUYECKOMY 3aHSTHIO 3aBHCHT OT (OpPMBI, MecCTa MPOBEIEHUS CEeMHUHAapa,
KOHKPETHBIX 3aJlaHUi W TIOPYYCHH. ITO MOKET ObITh HallMCaHMWE JOKIama, dcce, pedepara (¢
HOCJEIYIONUM UX 00CYKICHUEM), KOJJIOKBHYM.

Memoouueckue pekomenoauuu no OPeaHU3AYUU CAMOCHOAMENbHOU PAdOmbl

CamocrosaTrenbHass paboTa OCYLIECTBISETCS IMpH BceX (GopMmax OOy4YeHHs: OYHOU U
3a04HOM.

CaMocrosiTenpbHasi paboTa OOYYarOIIUXCS - CIOCOO AaKTHBHOTO, IEJICHANPABICHHOTO
MPUOOpPETEHUS CTYIEHTOM HOBBIX JUISl HETO 3HAHUN M yMEHUN 0e3 HEeMOCPEeICTBEHHOTO y4acTus
B 9TOM IIpoliecca npemnojaaBateneil. [loBbieHre poian caMoCTOSTeNbHON paboThl 00yJaromuxcs
IIPU NPOBENICHUU PA3IMYHBIX BHIOB YUEOHBIX 3aHITHH MPENIOIaraer:

— ONTHMH3ALMIO METOJOB OOy4YeHHs, BHEIpPEHHEe B Y4eOHbI Mpolecc HOBBIX
TEXHOJIOTUI 00yuYeHUsI, TOBBIMAIOIIMX MMPOU3BOAUTEIBHOCTh TPyJa IMPEroaBaTelis, aKTUBHOE
UCIIOJIb30BaHNE UH(POPMALIMOHHBIX TEXHOJIOTHI, O3BOJIAIOMNX o0ydaronemMycs B yI00HOe AJis
HEro BpeMsi OCBaMBaTh yueOHBI MaTepHal;

—  IIMPOKOE BHEAPEHHE KOMITbIOTEPU3UPOBAHHOTO TECTUPOBAHUS;

—  COBEpIICHCTBOBAHWE METOAUKH MPOBEJACHUS MPAKTUK U HAy4YHO-UCCIIEI0BATEIbCKOM
paboTbl 00yyaromuXxcsi, MOCKOJIbKY MMEHHO 3TH BUIBI YueOHOH palboThl B MEPBYIO OYepenb
TOTOBAT O0YYAIOUINXCS K CAMOCTOSITEIbHOMY BBITTOJIHEHUIO MPO(ECCHOHANBHBIX 33]1aY;

—  MOJEPHM3AIMI0 CUCTEMbl KYpPCOBOTO U JUIUIOMHOTO MPOEKTUPOBAHMS, KOTOpPas
JIOJKHA TTOBBIIIATH POJIb CTYJEHTA B MOAOOpE MaTepuaa, IOMCKe MyTel pereHus 3a1a4.

CaMmocrosiTenbHasi paboTa TNPUBOAUT CTYAGHTA K IIOJIYyYEHHUIO HOBOIO 3HAHUA,
YIOPAJOYCHUIO M YIUIYOJICHHWI0O  MMEIOUIMXCS ~ 3HaHUHM, (QOPMHUPOBAHUIO y  HETO
npodeccuoHaNbHbIX HAaBBIKOB U yMeHHH. CaMocToATeIbHas padoTa BHIMOIHSIET P QYHKIIMIA:

—  pa3BUBAIOLIYIO;

—  nH(POPMAIMOHHO-00yUYaIOIIYIO;

—  OPHUEHTHPYIOIIYIO U CTUMYJIHPYIOIIYIO;

—  BOCIHUTHIBAIONUIYIO;

—  HCCIIe0BATEIbCKYIO.

B pamkax kypca BBIOJIHSAIOTCS CIAEAYIOUINE BUIbI CAMOCTOATEIbHONU PaboThI:

1. TlpopaGotrka yueOHOrO Marepuana (MO KOHCIEKTaM, Y4eOHOW W HayIHOU
JTUTEPAType);

2. BrinonHeHue pa3HOypOBHEBBIX 33ja4 U 3a/1aHUI;

3. PalGota ¢ TecramMu 1 BOIIpOCaMH JIJIsi CAMOIIPOBEPKHU;
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4. BrInonHEeHNE UTOTOBOM KOHTPOJILHOM pabOTHI.

CryneHTaM peKOMEH]IyeTCsl C CaMOr'o Hayaia OCBOSHHS Kypca paboTaTh ¢ JIUTEpaTypor 1
npeyiaraéMbIMU 3aJJaHUSIMU B (pOopMe MOJATOTOBKU K OYEPETHOMY ayJUTOpHOMY 3aHsATHIO. [Ipu
3TOM aKTYaJIM3UPYIOTCS MMEIOLIMECs 3HaHUS, a TakkKe co3laerca 0as3a JUis YCBOEHHSI HOBOTO
MaTepuaia, BO3HUKAIOT BOIPOCHI, OTBETHI HA KOTOPBIE CTYJEHT MOIYYaeT B ayIUTOPHUH.

Heo06XxoauMo OTMETHUTb, YTO HEKOTOpbIE 3aJaHusl IS CaMOCTOSTENbHOW paldoThl IO
Kypcy UMEIOT onpeeneHnyto cnennuduky. [Ipu ocBoeHnn Kypca CTYIEHT MOXKET MOJIb30BaThCs
O0uOIMOTEKON By3a, KOTOpas B IOJHOM Mepe oOecredeHa COOTBETCTBYIOIICH IJUTEpaTypoil.
3HAYUTENBbHYIO TOMOLIL B MOATOTOBKE K OYEPEIHOMY 3aHSITHIO MOXKET OKa3aTh MMEIOLIHUIiCS B
y4eOHO-METOIMYECKOM KOMIUIEKCE KPAaTKUi KOHCIEKT JeKIuil. OH jk€ MOXET UCIIOIb30BATHCS U
JUTS 3aKpeTIeHus TIOJy4YeHHOTo B aynuTopun matepuana. CamocTodTenabHas padoTa CTYJIEHTOB
IOpeIyCMOTpPEHa Y4eOHBIM IIJJAHOM U BBIOJHSETCA B 00s3aTelNbHOM TMOpsAKe. 3agaHus
MPEJIOAKEHBI IO KaXA0H U3y4yaeMOoi TeMe U MOTYT TOTOBUTHCS UHIWBUIYaIbHO WM B TPYIIIIE.
[Io HeoOXOAMMOCTH CTYAEHT MOXeT oOpamarbcs 3a KOHCYIbTAllMe K MpernofaBaTeno.
BrimonHeHue 3a1aHuii KOHTPOJIMPYETCS U OLIEHUBAETCS IIPEToAaBaTesieM.

JUisi  yCTIEIIHOTO CaMOCTOSATENBHOTO W3YyYeHHMsS MarTepuaia CEeroJHs HCIOIb3YIOTCS
pa3IUYHbIE CPEJCTBAa OOYYEHUS, CPEIU KOTOPBIX 0CO00E MECTO 3aHUMAIOT MH(POPMAIMOHHBIE
TEXHOJIOTUM PAa3HOTO YPOBHS W HANPABICHHOCTHU: AJIEKTPOHHBbIC YYEOHUKH U KYpPCHI JICKIUH,
0a3bl TECTOBBIX 3aJIaHUN M 3a/1a4. DJIEKTPOHHBIA YUEOHHK MPEICTaBIsACT CO00 MpOrpaMMHOE
CPEACTBO, MO3BOJIAIONIEE MPEACTABUTD I U3YUYECHUSI TEOPETUUECKUN MaTepuall, OpraHu30BaTh
anpoOHpoBaHUE, TPEHAK U CAMOCTOSATEIbHYIO TBOPUECKYIO padOTy, MOMOTaloIee CTYACHTaM U
IPENoJIaBaTe0 OLEHUTh YPOBEHb 3HAHHUI B ONpENEICHHOW TEMaTHKe, a TakXKe coleprKaliee
HEOOXOAMMYIO CIPAaBOYHYIO MH(POPMAIHMIO. DIJIEKTPOHHBIH YYeOHHK MOXET WHTETPUPOBATH B
ce0e BO3MOXXHOCTH PA3JIMYHBIX MEJarorH4ecKuX MPOTPaAaMMHBIX CPEICTB: OO0YYarolIuX
pOrpaMM, CIIPaBOYHUKOB, yUeOHBIX 0a3 TaHHBIX, TPEHAKEPOB, KOHTPOIUPYIOIIUX IPOrpaMM.

Jlnsi ycrnemHoi OopraHu3aluyd CaMOCTOSITETIbHON paOOThl BCE aKTHBHEE NMPUMEHSIOTCS
pazHooOpa3Hble 00pa3oBaTeNbHbIE pecypchl B ceTh VHTEpHET: CHUCTeMbl TECTUPOBAHUSA IO
pa3uyHBIM  00NacTAM, BHPTYyalbHbIE JIEKIMH, Ja0OpaTOPHH, TPU OSTOM IOJH30BATEINIO
JIOCTaTOYHO MMETh KOMIBIOTEp U MOAKIIOueHue K MHTepHeTy ajis TOro, 4ToObI CBSA3AThCA C
IpernoJiaBaTesieM, pellaTh BHIYUCIUTENbHbIE 3aa4l U MoJIydaTh 3HaHUs. Mcnonb3oBanue cere
YCUJIMBAET POJIb CaMOCTOSTENIbHONW PAa0OTHI CTYAEHTAa U TMO3BOJSET KapAWHAIBHBIM 00pa3oM
U3MEHHUTb METOAMKY IPETOJaBaHuUs.

CTyzneHT MOXeT Moiy4yaTh BCE 3aJaHUS M METOJUYECKHE YKa3aHHUs uepe3 cepBep, 4YTO
JIa€T eMy BO3MOXKHOCTb IPHUBECTU B COOTBETCTBUE JIMYHBIE BO3MOXKXHOCTH C HEOOXOMMBIMH IS
BBIMOJIHEHUsT paboT Tpyno3aTparamu. CTYAEHT UMEET BO3MOXHOCThH BBINONHATH paboTy aoma
WK B ayauTopuu. boibiioe BocriuTareabHOE M 00pa3oBaTeIbHOE 3HAUEHUE B CAMOCTOSTEIEHOM
yueOHOM TpyJie CTyIeHTa UMEEeT CaMOKOHTPOJb. CaMOKOHTPOJIb BO30YKAA€T U MOJIEPKUBACT
BHUMaHME M HMHTEPEC, IMOBBIIIAET AKTUBHOCTb IMAaMSATH W MBIIUICHUS, MO3BOJSET CTYACHTY
CBOEBPEMEHHO OOHApYXUTh U YCTPAHUTH JNOMYLICHHbIE OMIMOKH M HEIOCTaTKH, OOBbEKTHBHO
OTIpEeNIeIUTh YPOBEHb CBOMX 3HAHUH, MpakTHYecKHMX yMeHHi. CaMoe IOCTYIMHOE M IPOCTOE
CPEICTBO CAMOKOHTPOJIS ¢ IPUMEHEHHUEM HMH(POPMAIIMOHHO-KOMMYHHUKALMOHHBIX TEXHOJOTUH -
3TO A TECTOB «on-line», KOTOpbIE MO3BOJISAIOT B PEXKUME PEaIbHOTO BPEMEHHU ONPEIEIUTh CBOU
YpOBEHb BIAJIEHUS TMPEIMETHHIM MaTepUaloOM, BBIABUTh CBOM OLIMOKHM M  MOJIYYUTh
PEKOMEHIALNHU TI0 CAMOCOBEPILICHCTBOBAHHUIO.

Memoouueckue pekomenoayuu no padome ¢ a1umepamypou
Bcro nureparypy MOKHO pa3feluTh Ha YUeOHUKU U y4eOHBbIC MOCOOUS, OpUTHHAILHBIC
Hay4yHble MOHOTpapuuecKrue UCTOYHUKHU, HAyYyHbIe MyOJIMKAIMK B MEPHOJUYEcKOr nevyatu. M3
HUX MOXHO BBIICTUTh JUTEPATypy OCHOBHYIO (PEKOMEHIYEMYIO), IOTMOJHHUTEIbHYIO |
JUTEpaTypy Uil yTyOIeHHOTO U3YYEeHUSI TUCIUTUINHBI.
N3ydyeHne NUCHUIUIMHBI CIEIyeT HAuYWHATh C Y4eOHUKA, MOCKOJBKY Y4YeOHHUK — 3TO
KHUTa, B KOTOPOH H3JIOKEHBl OCHOBBI HAy4YHBIX 3HAHUU MO OMNpPENEICHHOMY IpEeAMETY B
COOTBETCTBUH C LIETSAMH U 3a/1a4aMH 00y4YCHHS, YCTAHOBICHHBIMU MTPOTPAMMOIA.
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[Ipu pabore c nureparypoil HEOOXOAMMO YUUTHIBATh, YTO MMEIOTCS PA3IUYHBIE BU/IbI
YTCHHUSI, U KOKIBIA U3 HUX UCHOJIB3YETCS Ha OMPEIEIICHHBIX dTanax OCBOSHUS MaTepuaa.

IIpeosapumenvbHoe uTeHNE HANPABICHO HA BBISIBICHHE B TEKCTE HE3HAKOMBIX TEPMUHOB
U IIOMCK HMX 3HA4YEHMs B CIIPAaBOYHOW JuTeparype. B 4YacTHOCTH, NpH YTEHUM YKa3aHHOU
JUTEPATYPBl HEOOXOIUMO MOIPOOHEUIITUM 00pa30M aHATU3UPOBATH MTOHSATHS.

Ck603HO€e umeHue TIpeANoNaraeT MpoYTEHNE MaTepraia oT Hadaia J0 KoHua. CKBO3HOE
YTEHHE JUTEepaTyphl U3 MPHUBEACHHOTO CIHCKAa JAeT BO3MOXHOCTh CTYAEHTY C(HOpPMHUPOBATH
CBO/JI OCHOBHBIX TOHSATHH U3 N3y4yaeMoi 00JacTH U CBOOOHO BIIAJIETh UMH.

Buibopounoe — Ha0060pOT, UMEET LIETBIO0 MOUCK B OTOOp MaTepuana. B paMkax maHHOTO
Kypca BEIOOpOYHOE YTEHHUE, KaK CII0COO OCBOEHUS COJEpKaHUs Kypca, JOJDKHO MCIIOb30BaThCs
IPU MOATOTOBKE K MPAKTUYECKUM 3aHSATHUSM IO COOTBETCTBYIOIIUM pa3zeliaM.

Ananumuueckoe umeHue — 3TO KPUTHUECKUH paz0op TEKCTa C MOCIEAYIOIIUM €ro
KOHCIIEKTUpOBaHHeM. OCBOCHHME YyKa3aHHBIX MOHATHHA OyneT Hambonee 3()PEKTUBHBIM B TOM
cllydae, eciii Py YTEHUU TEKCTOB CTYAEHT OyleT 3aJaBaTh K 3TUM TEKCTaM BOIpPOCHL. YacTh U3
3TuX BompocoB chopmymupoBana B ®OC B mepeune BOmpocoB st codbecenoBanus. [lepeueHp
ATHUX BOIIPOCOB OTPaHMYEH, TOITOMY Ba)KHO HE TOJIBKO CO/Ep)KaHHE BOIPOCOB, HO CaM MPHUHIIMII
OCBOEHUS JIUTEPATYPHI C TOMOIIIBIO BOIIPOCOB K TEKCTaM.

Lenbto uzyuaroweco 4TeHus ABISETCS TNTyOOKOE M BCECTOPOHHEE NMOHHMMaHHE y4eOHOU
uH(popMau. EcTh HECKOJIBKO MPHUEMOB U3YYAaIOIIEr0 YTEHHUS:

1. UteHue mo anroputMmy Ipennojaraet pazouenue uHpopMmauuu Ha OJOKH: Ha3BaHUE;
aBTOp; MCTOYHUK; OCHOBHAas HJes TeKCTa; (pakTHUecKuil MaTepual; aHalu3 TeKCcTa IyTeM
COITOCTABJICHUS UMEIOIUXCSl TOYEK 3PEHU 110 pacCCMaTPUBAaEMbIM BOIIPOCAaM; HOBU3HA.

2. Ilpuem mocTaHOBKHU BOMPOCOB K TEKCTY UMEET CICAYIONIUN aJrOPUTM:

—  MEeIJICHHO MPOYHUTATh TEKCT, CTAPAsCh MOHATH CMBICI U3JI0KEHHOTO;
—  BBIJICJIHTH KIIIOUEBHIE CJIOBA B TEKCTE;
—  TOCTapaThes MOHATH OCHOBHBIE UJIEH, MOATEKCT U OOIINIA 3aMBICEN aBTOpA.

3. Ilpuem Te3upoBaHMs 3aKIOYacTCs B (POPMYIMPOBAHUM TE3UCOB B BHUJE TMOJIOKCHUH,
YTBEPKJICHUM, BBIBOJOB.

K »TtomMy MOXHO 100aBUTh U UHBIE TPUEMBI: MpHEM pePepupoBaHUs, PUEM
KOMMEHTHPOBAHUSI.

Baxxnoli coctamistomeld Jg000TO COJMIHOTO HAyYHOTO HW3JAHUS SIBIIACTCS CIHCOK
JUTEpaTyphl, Ha KOTOPYIO CChUIaeTcs aBTop. [IpM BO3HMKHOBEHMHM HHTEpeca K KaKOW-TO
obcyxmaeMoii B TeKcTe TmpoOjeMe Bceraa €CTh BO3MOXKHOCTh OOpAaTHTBhCS K  CIHUCKY
OTHOCALIeHcAS K HeW Jureparypel. B aToM ciywyae Bcs mpobiema kak Obl pa3OuBaeTcs Ha
COCTaBJISIFOLIME YaCTH, KaX/aass U3 KOTOPBIX MOXKET M3ydaThCs OTHAEIbHO OT Apyrux. [Ipu sTtom
BaXHO HE TEPATH U3 BUIa OOIIUI KOHTEKCT M HE TIOTPYXKAThCsl Ype3MEPHO B JETAIH, IIOTOMY YTO
TakKUM 00pa30M MOXKHO HE YBHUJIETh TJIaBHOTO.

IMonroroBka K SK3aMeHY JOJDKHA MPOBOJUTHCS HAa OCHOBE JIGKIIMOHHOTO MaTepuaa,
MaTepuaia MPaKTUYECKUX 3aHATUH ¢ 00sf3aTeIbHbIM OOpalleHHeM K OCHOBHBIM Y4eOHUKaM I10
Kypcy. OTO TMO3BOJUT HWCKIIOUUTh OIIMOKKM B TIOHUMAaHUU MaTepuana, OOJETYuT €ro
OCMBICJICHHE, TPOKOMMEHTHPYET MaTepHUal MHOTOYNCIEHHBIMU IPUMEPAMHU.

8. MarepunajibHO-TeXHUYECKOe o0ecnedeHne JUCHUINIMHBI (MOYJIs1)

CrnenuanusupoBaHHas ayutopust MHcTUTyTa TpaBa, 5KOHOMUKH U GuHaHcoB KBI'Y mms
MIPOBEICHUS 3aHATUN JICKIIMOHHOTO U cemMuHapckoro tuma Ne 209 (kopmyc Ne9), ocHareHHas
KOMILUIEKTOM y4yeOHOW MmeOenu (TpernoaaBaTeNnbCcKue CTON, CTYJ; CTOJNbl W CTYNbS IS
obyvaronuxcst — 40 mocagouHbIX MECT), MHTEPAKTUBHBIM 000pyI0BaHUEM (HOYTOYK, TPOCKTOP,
WHTEPAaKTHBHAS JIOCKa), HA0OpOM JEMOHCTPAIMOHHOTO OOOPYIOBaHMS M Y4eOHO-HATIISIHBIX
nocoOuii Mo U3yyaeMbIM paszziesiaM, 00eCceurnBaoIIie TEMAaTHUECKUE UILTIOCTPALIIH.

[Iepeyens mporpaMMHBIX IPOAYKTOB:

1. IMpoaykret MICROCOFT (Desktop Education ALNG LicSaPk OLVS AcademicEdition
Enterprise), moanucka (Open Value Subscription), Ne V 2123829

33



2. Kaspersky Endpoint Security, Cranmaptabiii Russian Edition, Ne nunensuu 17E0-180427-
050836-287-197

AltLinux (Anet O6pazoBanue 8), No AAA.0252.00

AcademicMathCADLicense

[Tpoayxter AUTODESK

Apxusarop 7z

®daiinoBblid MeHeKepFarManage

AdobeReader (cBoboaHOE pactipocTpaHeHHE)

PN W

JUis CTYAEHTOB C OrpaHUYEHHBIMH BO3MOXHOCTSIMHU 3/10pPOBbsI CO3/IaHbl CIELIMAJIbHBIE
yCcIIOBUSL JUIsl TONMydyeHUs: oOpa3zoBaHus. B 1ensx JOCTYNHOCTH TOJYy4Y€HHUS BBICIIETO
o0pa3oBaHus MO 00pa3zoBaTeIbHBIM MPOrpaMMaM HMHBAJIHIAMH U JHMLIAMHU C OTPaHUYCHHBIMU
BO3MOKHOCTSIMH 3JI0POBbsSI YHHUBEPCUTETOM oOecrieunBaeTcs: 1. AJNbTEpHATHUBHOW Bepcuein
ounmanbHoro caita B cetu «MHTepHeT» Uit crnaboBuasnmx; 2. IIpucyTcTBHE accHCTEHTa,
OKa3bIBaIOUIEro oO0yvarolmemMycs HeoOXonuMyr nomomib; 3. s WHBaJIMAOB W JHIL C
OTPaHUYEHHBIMU BO3MOXHOCTSIMHU 3JI0POBBSI 110 CIyXy — IyONHMpOBaHUE BCIyX CIIPAaBOYHOU
uH(pOpMallMM O pACIUCAaHUU YYEeOHBIX 3aHATUH; oOecreueHue HaJJIeKAlIMMH 3BYKOBBIMU
cpeAcTBaMu BocripousBeneHuss uHpopMmaruu; 4. J[ns MHBAaIMIOB M JUIl C OTPaHUYCHHBIMU
BO3MOKHOCTSIMU 37J0POBbS, UMEIOLIUX HapyLIEHUsI OMOPHO-IABUTATEIBHOIO almnapara, CO3J1aHbl
MaTepHaAIbHO-TEXHUUECKUE YCIOBHs, OOECIEYMBAIOIIME BO3MOXKHOCTh OECHpEnsITCTBEHHOTO
JnocTyna oOydJarommxcs B ydeOHbIe NMOMEIIEHUS, OOBEKTYy MUTaHUS, TyalleTHble U Jpyrue
IIOMEIICHUSI YHUBEPCUTETa, a TakXke MpeObIBaHUA B YKa3aHHBIX IOMEIIEHUSAX (HaJIn4ue
pacIIMPEHHBIX IBEPHBIX MPOEMOB, MOPYUHEH U IPYTUX MPUCIIOCOOTICHHUI).
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9. JlucT usMeHeHUM (IOMOJTHEHMI)

B paboueil mporpaMme AUCIUIUTHHBI (MOayIsi) «JloKyMeHTaIlMOHHOE OOECTIICUCHHE YITpaBICHUS

Om3HecomM» 1O HampaBieHuio moAroToBkun 38.03.01 DOkoHoMuKa,

npoduns o0ydeHUs

«MHbOpMAIIMOHHO-aHATUTUIECKOE W TMPABOBOE OOECreYeHHuE SKOHOMUYECKOW 0e30MacHOCTH

omsneca» Ha 20 /20 y4eOHBIii rox

Ne n/m daemenTt (myHkr) PII/] IlepeyeHb BHOCHMBIX
HU3MeHEeHUil (10NOJIHEeHMIH)

IIpumeuanue

Obcyoscoena u pexomeH008aHa HA 3acedanuu Kageopwvl Oyxeanrmepckoz2o yuemd, AHAIU3A U

ayouma
[TpoTokon Ne 1 oT « » 20 T.
3asedyrowuii kageopoti A.X. luoos
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