MunuctepctBo 06pazoBanus U Hayku Poccuiickoit @denepanuu
denepaibHOE TOCYAAPCTBEHHOE OI0/PKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICILIEr0 00pa30BaHMs
«Ky06aHCckuii rocy1apCcTBEHHbIN YHUBEPCUTET»

CDaKyJII)TeT negaroruku, rnCuxoJIOrnu 1 KOMMYHUKATUBUCTUKH

2017r.

PABOYASI MPOI'PAMMA JUCHMITJIMHBI (MOIYJISD)

b1.B./IB.19.1 OCHOBbI AEJIOITPOU3BOJCTBA "
JOKYMEHTOOBOPOTA

Hanpasnenue noarotoBku 44.03.05 Iledazozuueckoe obpazosanue

Hampasnennocts (ipoduib) Texnonocuueckoe obpazosanue. Pusuxa

ITporpaMMa noArOTOBKU akademuyecKkast

dopma 00yueHus oyHas

KBanudukanus (crenenb) BEITYCKHUKA OAKaA1a8p

Kpacnonap 2017



PaGouas  mporpamma  mucnumuimHbl  «OCHOBBI  JIEJIOMPOM3BOJCTBA U
JIOKyMEHTOO0OpOTa»  COCTaBlieHa B COOTBETCTBUUM €  (elnepaibHbIM
rocyapCTBEHHBIM 00pa30BaTEIbHBIM CTaHIAPTOM BhIciiero oopazoBanus (OI'OC
BO) no nanpasnenuto noarorosku 44.03.05 [legarorndeckoe oOpazoBaHue

[Iporpammy cocTaBui:

VYmakoB A.A., TOUEHT, KaHJ.IEe1.HayK

OoAIUCH

Mpeipunoa M IO., kana. 6uoil. HayK, J011.,

3aB. Ka). MApKETUHTA U MEHEI)KMEHTA,

3am. qupekropa o YMP KPUA 110 BO

«KyOaHCcKuil TOCy1apCTBEHHBIN arpapHblii yHUBEPCUTET

MOAIKICH

3emckoBa H.B., nupektop MBOY rumuaszus Ne 44

MIOAIIKICH

PabGouas  mporpamma  nucuuIuiMHBL  «OCHOBBI  JICJIONPOU3BOACTBA U
JOKYMEHTOO0OOpOTa» yTBEpXKIAEHa Ha 3aceJaHuu Kadeapbl TEXHOJOTUU U
IPEANPUHAMATEIBCTBA

npotokou Ne 18 «16» mas 201 7.

3aBenytomuii kadenpoit
TEXHOJIOTUU U PEANPUHAMATEIHCTBA Caxwnna H.M.

f10ANMHCHL

PaGouast mporpamma ob6cyxeHa Ha 3acefaHuu Kadeapbl TEXHOJIOTUU U
MPEeANPUHAMATEITHECTBA

npoTtokost Ne 18 «16» mas 2017r.

3aBenyromuii kadeapoi

TEXHOJIOTUU U NPEANPUHUMATEIHCTBA Caxuna H.M.

N10A1MTHCH

YTBepxkaeHa Ha 3aCeTaHUH YIEOHO-METOANIECKOM KOMUCCUH (haKyIbTeTa
MeJIarOTUKH, TICUXOJIOTUU 1 KOMMYHUKATUBUCTUKU
npoTokod Ne 11 «21» uronsa 2017r.

[Ipencenarens YMK dakynbrera 'pedennukoBa B.M.

y///’ NOAMNKCH

PerieH3eHThI:

[lepmrakosa T.B., n.m.H., mpodeccop, 3amectutens gupexkropa AHITOO
«KybaHckuit ”HCTUTYT NPOQECCHOHATBHOTO 00pa30BaHU»

['ony6s M.C., karn. nes. Hayk, nqoreHT kadeapst AT OIIIK Ky6FY"7//Lé"/; -



1 Hesn u 32124y M3y4YeHHUs TUCHUNIHHBI.
1.1 llean ocBOEHUS TUCHUILIHHDI

OcHoOBHasA

yenv

HN3Yy4YCHUA

JUCHUITIIMHBI

«OCHOBBI

ACJIOIIPONU3BOACTBA U

JOKYMEHTOO00pOTa» - MNPHUOOpPETeHHE CTYIEHTAMH TEOPETHYECKHX 3HAaHUM B 0O0JIACTH
JIOKYMEHTAIlMOHHOr0 o0ecredyeHus o0pa3oBaHMs, O3HAKOMIIEHHE C BHJAMU JIOKYMEHTOB,
UCTIOJIb3YEMBIMH B JIEATEIILHOCTH 00pa30BaTEeNbHBIX OpPraHU3alUi, MOIydeHHE MPAKTHYECKIX

HAaBBIKOB I10 CO3JaHUIO U 06pa60TI<e OTHX JOKYMCHTOB.

N

1.2 3apauy AMCHUIIMHDI.

N3yuenue
YIPaBICHYECKON AEATEIbHOCTH.

OCHOBHBIX

HOJIOKEHUN U

CTaH/1apTOB

110

JOKYMEHTUPOBAHUIO

O3HakoMIJIEHHE C COBPEMEHHBIMHU CITIOCO0AMU U TEXHUKOW CO3/JaHUsI JOKYMEHTOB.
BripaboTka mpakTH4eCcKOro HaBblKa B pa3pabOTKe OCHOBHBIX CIYKEOHBIX JOKYMEHTOB,
periaMeHTHPYIOIIMX 00pa30BaTeNbHYIO 1EATEIbHOCTb.

OBiageHue

InpueMaMuM MW  HaBbIKaMH pa6OTBI

C pPa3IMYHbIMHU

AOKYMCHTAaMH,

palMOHAIBLHON OpraHU3aluu JOKYMEHTO000pOTa B 00pa30BaTeIbHON OpraHU3aliH.

1.3 MecTo TUCHUILIUHBI B CTPYKTYpPe 00pa30BaTe/IbHOI NPOrpaMMBbl.

JucuuminHa JEJIONPOU3BOJCTBA U JIOKYMEHTO00O0pOTa»

«OCHOBBI

BapHaTHBHOﬁ 4aCTu y‘IC6HOFO IIJ1aHa.

Conepxanuve MaHHOW JAMCIUIUIMHBI

JUCHUITIIMHAMH yqe6Horo I1J1aHa.

1.4 Ilepeyennb

IIAHMPYeMBbIX

pe3yJibTaToB

00yueHus

mo

OTHOCHUTCA K

TC€CHO CBsA3aHO C IICHXOJIOro-nmeaarorn4cCKuMu

JTUCIHHUILIINHE,

COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrPaMMBI.
N3ydyenne naHHOM y4eOHOHM NMCHUIUIMHBI HAIllpaBIeHO HAa (OPMHUPOBAHME CIIEIYIOIIMX
komnerennuii: OK-7, OINK-2.

Ne HNunexc Conepxanue B pesynbrare u3ydenus: yaeOHONU AMCHUIUINHBI
I 1; KOMIIET | KOMIIETEHIMH (WU 00yyaronuecs JT0JKHBI
| eHmuu e€ JacTn) 3HATh YMeTh BJIa/1€Th
1. OK-7 CIIOCOOHOCTDL - TEPMUHOJIOTHIO B - IPUMEHATH Ha - 3aKOHOJATEJIbHBIMU
HCIIOIL30BATE obnactn MPaKTHKE 1 HOPMATHBHO-
JIeJIONPOU3BOJICTBA; roCy/IapCTBEHHbBIE METOIUUECKHUMU
0a30BbIC IPABOBBIC - HOPMATUBHO- CTaHJAPThI, APyTrUe MaTepuaamMu 110
3HAHUA B PA3JIMYHBIX | METOAUYECKOE HOPMAaTUBHBIC U OpraHu3alnuu
chepax perynupoBaHue METOIMYECKHE JIEIOTPON3BOICTBA;
eSTETBHOCTH JIeJIONPOU3BOJICTBA; JIOKYMEHTBI, - Knaccmbnfaunen,
- IpaBHUJIa peryIaMeHTHPYIOINE | THITU3alueH,
MOJrOTOBKU U OpraHHU3aIUo COCTaBOM
odopmteHns JIeTIONPON3BOJICTBA; YHH(PHUIHPOBAHHBIX
OT/ICJIbHBIX BUIOB - COCTaBJISATh U cucTeM
JIOKyMEHTOB; MPaBHJIBHO (B JIOKYMEHTAIIH;
- OpraHM3alMOHHBIE COOTBETCTBHH C - opraHuzaien
(hopmbI paboTHI € JIeHCTBYIOIIUMU JIOKyMEHT0000poTa,
JIOKyMEHTaMH; HOPMaTHBHBIMH XpaHeHHEM
- OpraHM3aIHIo JIOKyMEHTaMH) JIOKyMEHTa U
JIOKyMeHTOo00opoTa; | oopMIIsITH OCHOBaMH apXHUBHOT'O
- TEXHOJIOTHIO OCHOBHbIE BU/IbI XpaHeHHs
peopranu3anuu OpraHM3aIIOHHBIX, JIOKyMEHTa;
JIOKyMEHTOB; PacHopsIUTENbHBIX U | - METOIaMH
- TEXHOJIOTHIO nHpopManmoHHo- panMoHaIM3aH
opraHu3aln CIPaBOYHBIX JIeNIONPOU3BOJICTBA U
XpaHeHHs JIOKYMEHTOB. BHEJIPEHHS HOBBIX
JOKyMEHTOB B nH(pOpPMAMOHHBIX
JIETIONPOU3BOJICTBE; TEXHOJIOTHH.
- 0COOCHHOCTH
JIeJIONPON3BOJICTBA

Ha MPEIIPUATHIX.




Ha NPEJIPUATUSX.

Ne WNHupekc Conepxanue B pesynbrare nzyuenusi yueOHON AUCIUTIIMHBI
I 1; KOMIIET | KOMIETEeHIMH (WK 00yJaronuecs TOJKHBI
| e”HOUH e€ JacTn) 3HAThH YMeThb BJIa/1€Th
2. OIIK-2 | criocoOHOCTD - TEPMUHOJIOTHIO B - IPUMEHSATH Ha - 3aKOHO/IATEIbHBIMU
OCYIIECTBIATE obactu HPAKTHKE Y HOPMAaTHBHO-
JIeTIOTPOU3BO/ICTRA; roCy/IapCTBEHHBIE METOIHIECKUMHU
obyueHue, - HOPMATUBHO- CTaHJapThI, APyTUe MaTepuaamMu 1o
BOCIIUTAHUE U METOINIECKOE HOPMATHBHBIE U OpraHu3aliu
Pa3BHUTHE C y4ETOM perynupoBaHme METOIHIECKUC ﬂenonpog:moncmua;
JIeTIOTPOU3BO/ICTRA; JOKYMEHTBI, - KIaccuduKaluei,
COLHMATBHBIX, - IpaBuIa pEIrIaMEHTHPYIOIHE | TUIH3ALHCH,
BO3pAacCTHBIX, TOJIFOTOBKH U OpraHH3alHIo COCTaBOM
MCUXO(U3HOTIOTHYEC | odopMIICHHS JCTONPOM3BO/ICTBA,; YHHHIHPOBAHHBIX
KHX 1 OT/IEIIbHBIX BHJIOB - COCTaBIISITH U CHCTEM
JOKYMCHTOB; [PaBIIBHO (B JIOKYMCHTALHH;
HHHHBH’HyaHBfIHX - OpraHU3alMOHHbIC | COOTBETCTBHH C - opranmu3anueit
OCOOEHHOCTEH, B (hopMEI paboTH C JIEHCTBYIOIIINMHA JIOKyMEHTOO00pOTA,
TOM YHUCJIE€ OCOOBIX JOKYMEHTaMU; HOPMATUBHBIMU XpaHEeHHEM
00pa30BATEIBHBIX - OpraHU3aLHI0 JOKYMECHTAMH) JOKYMEHTA H
6 N JOKYMeHTOO60poTa; | 0popMIITh OCHOBaMH apXHBHOTO
HOTpEOHOCTEH - TEXHOJIOTHIO OCHOBHBIE BHJIBI XpaHEHUs!
00yJaromuxcs peopraHm3anuu OpTaHU3AIOHHBIX, IOKYMEHTA;
JIOKYMEHTOB; PacOpPAIUTENbHBIX U | - METOAAMU
- TEXHOJIOTHIO UH(POPMALIHOHHO- paLMOHATH3aLIH
OpraHU3aIin CIPaBOYHBIX JICTIOTIPOU3BO/ICTBA U
XpaHEeHHs JOKYMEHTOB. BHE/IPEHHUSI HOBBIX
JOKYMEHTOB B UHPOPMAIIUOHHBIX
JETONPOM3BOICTBE; TEXHOJIOT U
- 0COOCHHOCTH
JEONPOM3BOICTBA

B pe3ybTaTe N3y4YCHUs OTUCHUIIIIMHBI CTYJCHT JOJDKCH 3HATD.
- TCPMUHOJIOTHUIO B obnactu ACJIOMPON3BOACTBA,
- HOPMAaTUBHO-MCTOAUYUCCKOC PCTYIUPOBAHUEC NCITIOIPOU3BOACTBA,

- [IpaBuJjia IOATOTOBKHU U O(i)OpMJ'IeHI/ISI OTACJIBHBIX BUAOB JOKYMCHTOB,

- OpraHu3alMoHHbIE POPMBI PaOOTHI C IOKYMEHTAMH;

- OpraHU3aIUI0 TOKyMEHTO000pOTa;
- TEXHOJIOTHIO PEOpraHU3aluy T0KYMEHTOB;

- TCXHOJIOTUIO OpraHu3anu XpaHCHUA JOKYMCHTOB B ACJIOIPONU3BOACTBE;
- 0OCOOCHHOCTH ACJIOMPONU3BOACTBA HA IPCANIPUATUAX.

YMeTh BJ1aJ1€Th:

- HNPUMCHATHL HaA IPAKTHUKEC TOCYHapCTBCHHBLIC CTAHAAPTHI,

APYyruc¢ HOPMATHUBHBIC U

METOJIMYECKHE IOKYMEHTHI, perilaMeHTUPYIOIINE OpraHU3aluIo JeI0NPON3BOCTBA;

- COCTaBISITh M TMPaBWIBHO (B COOTBETCTBHM C JIEHCTBYIOIIMMH HOPMAaTHUBHBIMU
JIOKYMEHTaMH) o(GOpMIIATh OCHOBHBIE BBl OpPraHU3allMOHHBIX, PACHOPSAUTENBHBIX H
MH(OPMaLMOHHO-CIIPABOYHBIX TJOKYMEHTOB;
- BBITOJIHATH BUJIbI paboT MO OpraHu3alui JOKYMEHTO000pOTa;
- COCTaBJIATH U 0(OPMIIATH JOKYMEHTHI TI0 00ECTIEYeHHIO 00pa30BaTEILHOTO MpoIecca.
Bnangers yMeHMSIMM 1 UMETh OIBIT:
- OpraHuzanyeil JOKyMEHTO0OOpOTa, XpaHEHHEM IOKYyMEHTa M OCHOBAMU apXHBHOIO
XpaHEHUs JOKYMEHTA;

- METOJaMU

paroHaIn3auu

ACIIOIPOU3BOACTBA n

ABTOMATHU3UPOBAHHBIX I/IH(bOpMaI_[I/IOHHBIX TGXHOJ’IOFI/If/'I;

- opraHu3anuen 1 miaHupoBaHUEM pabOThI CIYKOBI AETONPON3BOCTBA;

- METOAMKON COCTaBJICHUS U 0POPMIICHUS JOKYMEHTOB.

BHEJIPEHUS

HOBBIX




2. CTpyKkTypa U coaep:KaHue THUCHUIINHBI.

2.1 Pacnpeesienre TPYA0EMKOCTH TUCUUIJIMHBI IO BUAAM PadoT.

OO6mmas TpyI0EMKOCTh TUCHUIUTHHBI cocTaBisieT 4 3a4. en. (144 gaca), ux pacnpeeneHue
10 BUJIaM paboT mpeicTaBieHo B Tabuuue (051 cmyoenmos ODO).

By yuebnol paboThl Bcero CemecTtphbl
4acoB (dachr)
9

KonTakTHas padora, B TOM 4ncJje: o4 o4
AyAUTOpPHBIE 3aHATHS (BCEro): 48 48
3aHsATUS JCKIIMOHHOTO TUTIA 14 14
JlaGopaTopHble 3aHITHS 16 16
3aHATHS CEMUHAPCKOTO TUIA (CEMUHAPBI, TPAKTHUYESCKUE 18 18
3aHSTHS)
HWnasi koHTaKTHas padoTa: 6 6
Kontpons camocrosrensHoit padotsl (KCP) 6 6
[Tpomexyrounas arrectanus (MKP)
CamocTosiTe/IbHAsA padoTa, B TOM YHcIe: 63 63
Kypcosas paboma - -
Ilpopabomka yuebHoeo (meopemuueckozo) mamepuaia 16 16
Buvinonanenue unousuodyanvHuix 3a0anuii (n0020mosKa 16 16
coobwenull, npeseHmayuii)
Pegpepam 16 16
[TonroroBka K TeKyIeMmy KOHTPOJIIO 15 15
KourtpoJn: 27 27
ITonroroBka K 3K3aMEHY 27 27
O01as Tpy10eMKOCTh qac. 144 144

B TOM 4HCJIe KOHTAKTHAsA 54 54

pabora

3a4.e/. 4 4

2.2 CTpykTypa IMCUMIIJIMHBI:
Pacnpenenenue Bu10B yueOHON pabOThI U UX TPYJOEMKOCTH IO pa3JienaM JAUCHUILTUHBI.
Paznensl qucnuiuinHel, n3ydaeMeie B 9 cemectpe (05 cmyodenmos ODO)

KonnuecTBo yacos
Ne
pas3n HaumenoBanue pasnenon AyRuTOpHaA Breaynuopras
ol Bcero pabota pabora
JI I13 JIP CPC
1 2 3 4 5 6 7
OCHOBHBIE TIOJIOKEHUS IO
1. |opraHusanuu AeI0NpPOU3BOICTBA 16 2 2 2 10
Ha MPENNPHUITHN
OcHoBHBIE TPeOOBAHUS K
2 0(QOPMIIEHHIO YIIPaBIEHYECKUX 20 5 4 4 10
" |(opraHM3anMOHHO-
pacropsAUTENbHbBIX) TOKYMEHTOB
3 OCHOBHBIE TOKYMEHTBI 24 4 4 4 12
00pazoBaHus
4.  |CoBpeMEHHOE JeJ0BOE MUChMO 16 2 2 2 10




5 OCHOBHBIE TPUHITUTIBI pAOOTHI C 18 5 5 5 12
JIOKYMEHTaMH
6. CucremaTu3anus 1 XpaHeHHE 17 5 4 5 9
JIOKYMEHTOB
7. |KCP 6
8.  |KoHTponn 27
Hmoeco no oucyuniune: 144 14 18 16 63
2.3 Conep:xaHue pa3jieioB JMCUUILIAHBI:
2.3.1 3ausaTHA JEeKINOHHOI0 THIIA
No HaumenoBanue Conepanie pasiena dopma TeKyIIero
paznena KOHTPOJIS
1 2 3 4
1. OcHOBHBIE MOJIOKEHUS [3HAYCHHUE TOKYMEHTAIIMOHHOTO Yerubiit onpoc (YO)
110 OpraHU3aAIHH obecrieuenus Gupm. HopmaTtusHo-
JIEJIONIPOU3BO/ICTBA HA |METOAUYECKAss OCHOBA JICJIONPOU3BOCTBA.
MPEATPUSITHI JIOKyMeHTHpOBaHUE.
2. |OcHoBHbIE TpeOOBaHUs |3HAYCHUE JOKYMEHTA B YIPABICHHH. VYernsiii onpoc (YO)
K ohopMIICHHIO [Tonstue noxkymenrta. ynkuuu
YIPaBICHUYECKUX JTOKyMEHTA. JJOKYMEHT U CUCTEMBI
(opraHu3anoOHHO- nokymMmenTanuu. Kinaccudukamms
pacnopsIIUTENbHBIX)  |IOKYMEHTOB. YTIpaBiICHUYECKas
JIOKYMEHTOB nokymeHnTaiusi. OCHOBHBIE BHJIbI
JOKYMEHTOB, UX Kinaccudukamus. Pazsurue
CUCTEM JOKYMEHTAIUU. DJIEKTPOHHBIN
JJOKYMEHTOO00OPOT.
3. OcHoBHble 10KyMeHTHI ([o10)KeHUs, perTaMeHTUPYIOIUE MOPSAOK | Y CTHBIH onpoc (YO)
oOpazoBaHUs Y TIpaBUJIa COCTABIICHUSI IOKYMEHTAIIUH.
CocraBienue 1 opopmIIeHE OCHOBHBIX
JIOKYMEHTOB: OpraHU3aIllMOHHO-
pacrnopsAuTenbHbIE JOKYMEHTHI (yCTaB
MPEANPUSITHS, YIPEIUTEIbHBIN T10TOBOP,
MOJIOKEHU S, KOHTPAKTHI, I0r0BOPA,
MPUKa3bl IO OCHOBHOM JIEATEILHOCTH,
pacnopsiKEeHMs], pelIeHus1, yKa3aHus,
MIPOTOKOJI).
4, CoBpemenHoe nenoBoe (OcoO0eHHOCTH JENOBBIX M KOMMEPYECKIX Yernsriit orpoc (YO)
MHUCHMO nuceM: KiaccuuKaIus, CTpykTypa,
CTaHJIapTHBIE (Ppa3bl U BBIPAKECHUS,
npaBuiia ¥ GOpMbI KOMMEPUIECKOM
MIEPETHCKH ¢ 3apyOeKHBIMU TAPTHEPAMH,
KOPPECTIOH ICHIINSI, CBSI3aHHASI C
MPOBEACHUEM NEPUOTUUYECKUX
MEpPONPHUSITHH.
5. OcHoBHbIe TPUHIUIEL |Opranu3anust paboThl ¢ JOKYMEHTAMH. VYerusriii onpoc (YO)

paboThI C
JOKYMEHTaMu

CoBpeMeHHbIe CTTOCOOBI M TEXHUKA
co3JaHusl JOKyMeHToB. OpraHuzarus
nokyMmeHToobopota. CucremaTu3anus
JTOKyMEHTOB. OCHOBHBIE TPYIIIIBI
JOKYMEHTOB (BXO/SIIUE, UCXOASIINE,
BHYTPEHHUE).




JIEJIONPOU3BO/ICTBA HA
MPEeANPUATHI

JOKYMEHTOB U BEJICHUS
JOKYMEHTO000pOTa Ha MPEIIPUITHH.
Opranuzanus paboThl ¢ JOKYMEHTaMHU.

6. |CucremaTuzauus u Homenxknarypa s popmupoBaHus u VYernsiii onpoc (YO)
XpaHEHUE TIOKYMEHTOB |XpaHeHus aei. [lopsaaok cocraBienus
HOMEHKJIATyphl Jell.
2.3.2 3aHATHS CEMHHAPCKOI0 THIA
No HanmeHnoBanue TemaTuka NpakTUYECKUX 3aHATUN ®opma TeKyliero
paszgena KOHTPOJISI
1 2 3 4
OcHoBHbIe nofiokeHus [KOpuanueckue u GUHAHCOBBIC Komnoksuym (K)
110 OpraHu3alUH MIOCJIE/ICTBUS HEIIPABUIIBHOI'O COCTABIICHUS Pegepar (P)
JIEJIONPOU3BO/ICTBA HA |JTOKYMEHTOB M BEJICHUS
IPEIIPUATHH JOKYMEHTO000pOTa Ha MPEANPHUITHH.
Opranu3anus paboThl C JOKYMEHTaMHU.
OcHoBHble TpeboBanus |[Heo0XouMOoCTh €JUHBIX PaBUII Konnoksuym (K)
K ohopMIICHHIO odopmiieHus 1okyMeHToB. TpeboBaHus K Pedepar (P)
YIPaBIEHYECKUX COCTaBJICHUIO ¥ 0(OPMIICHHIO
(opranu3anoHHO- JNOKyMeHTOB. Popmyiisip-o0opaser
pacnopsAMTENnbHbIX)  |1oKyMeHTa. CoCcTaB U pacnoIoKeHUE
JOKYMEHTOB PEKBU3UTOB YIPaBJIEHYECKUX JOKYMEHTOB.
[IpaBuia opopmIIeHHS PEKBU3UTOB.
TpebGoBanust kK 6J1aHKaM U UX 0(hOpPMIICHHE.
OcHoBHbIe 10KyMeHTH! |HbOopManmoHHO-cripaBovHble JOKyMeHThI| Kommoksuywm (K)
oOpa3oBaHHs (cmy>xeOHbIe (JIOKIIaIHbIE) 3aMUCKH, aKThl, Pedepar (P)
CIIPaBKH, TEJIETPaMMBI, TeJIe(HOHOTPaMMBI),
JOKYMEHTBI IMYHOTO IPOUCXOXKACHUSI.

4.  |CoBpemenHoe AenoBoe |{OCOOEHHOCTH JIETOBBIX U KOMMEPUYECKUX Komnnoksuym (K)

IIICBMO nuceM: Kiaccu(ukanus, CTpyKTypa, Pegepar (P)
CTaHJapTHBIE (Ppa3bl U BHIPAKEHUS;
npaBuia U GopMbl KOMMEPUECKON
MIEPENHCKH C 3apy0eKHBIMU TApTHEPAMH;
KOPPECIIOHIEHIS, CBSI3aHHAs C
MIPOBEJIEHUEM MEPUOIUYECKUX
MEpONPUITHH.

5. |OcHoBnble npuHLUIEl |Peructpanus gokymeHToB. KOHTpOIH Komnnoksuym (K)
paboThI ¢ HCIIOJIHEHUS TOKYMEHTOB. Opranuzanus Pegepar (P)
JOKYMEHTaMU paboThI ¢ JOKYMEHTaMH, CO/IepKaIue

KOH(HICHIIMAJIbHBIE CBEJICHHUS.

6. |Cucremarmzanus u CoBpeMeHHbIe CTIOCOObI U TEXHHUKA Konnoksuym (K)

XpaHEHUE IOKYMEHTOB |CO3aHMs TI0KyMEHTOB. DopMHUpOBaHUE Pegepar (P)

nen. XpaHeHne JOKYMEHTOB.
2.3.3 JlaGopaTopHble 3aHATHS
e HanmenoBanue Temarnka NpakTUYECKUX 3aHITUN dopma TEKYIIEro
paznena KOHTPOJISI
1 2 3 4

1 |OcHoBHbIe noNOXkeHus |FOpuanueckue u GpuHaAHCOBBIE Komnoksuym (K)

110 OpraHu3aIuu MOCJICICTBHS HEMPABUIILHOTO COCTABIICHUSI Pedepar (P)




OcHoBHbIe TpeOoBaHus |He0OX0IMMOCTh €AMHBIX TIPABHUIT Komnoxsuym (K)
K 0()OpPMIICHHIO odopmiieHus TOKyMeHTOB. TpeboBaHus K Pedepar (P)
YIpaBIEHYECKUX COCTaBJICHUIO ¥ O(hOPMIICHUIO
(opranu3anoOHHO- ToKyMeHTOB. DopMyisip-oOpaser]
pacnopsAUTENnbHBIX)  |I0KyMeHTa. COCTaB U pacloIoKeHUE
JIOKYMEHTOB PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB.
[IpaBuna opopmiieHust pEeKBU3UTOB.
TpeboBanus k G1aHKaM 1 UX 0OpPMIICHHE.
OcHoBuble 1oKkyMeHTbl |[H(bopManinonHo-ciipaBoyHble JokyMeHThl| KomnokBuywm (K)
oOpa3oBaHUs (cy>xeOHbIe (JIOKITAIHBIE) 3aMUCKH, aKThI, Pedepar (P)
CIIPAaBKH, T€JETPAMMBI, TeIe(HOHOTPaAMMBbI),
JIOKYMEHTBI JIMYHOT'O IPOUCXO0KICHUSI.
CoBpeMenHoe aenoBoe |OCOOEHHOCTH JISTIOBBIX U KOMMEPYECKUX Komnoksuym (K)
IIUCBMO nuceM: Kiaaccuukanus, CTpykrypa, Pedepar (P)
CTaHJIapTHbBIE (pa3bl U BBIPAKECHUS;
npaBmia U GOpMbl KOMMEPYECKON
MIEPETHCKH C 3apyOeKHBIMU TApTHEPAMH,
KOPPECIOH/IEHIUS, CBSI3aHHAas C
MIPOBEICHUEM TTEPUOTNIECKUX
MEpPONPHUIITHH.
OcHoBuble npuHLUIBEl |Peructpanus gokymeHToB. KOHTpOIH Komnnokeuym (K)
paboThI ¢ HCIIOJIHEHUS TOKYyMEeHTOB. Opranuzanus Pedepar (P)
JOKYMEHTaMu paboThI ¢ JOKYMEHTaMH, COIepIKAIIUe
KOH(UIEHIMAJIbHbIE CBEJICHUSI.
Cucrematuzanus u CoBpeMeHHbIE CITOCOOBI U TEXHUKA Komnoksuym (K)
XpaHEHHUE TOKYMEHTOB |CO3/1aHMs TOKYMEHTOB. POpMHUpPOBaHHE Pedepar (P)
Jes. XpaHeHue TOKYMEHTOB.

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)
Kypcosvie pabomvl - He npedycmompenui.

2.4 TlepeyeHb y4eOHO-MeTOAHYECKOr0 o0ecnedeHUs! VISl CAMOCTOATEIbHOI padoThl
00YYAKIIHUXCS 10 TUCIHILINHE

[TepedyeHn yueOHO-METOIUYECKOTO 00ECTICUCHUS TUCIIUTLTAHBI

Ne Bun CPC 0 BBINOJIHEHUIO CaMOCTOSITENbHOM paboThI
1 2 3
1 |llpopabomxa yuebnoco |MeTonuyeckne yKa3aHUS TIO OpPTaHU3AIMU CAMOCTOSTEIHHOMN
(meopemuuecko2o) pabotel mo aucuuiuiiHe «OCHOBBI JIENONPOM3BOJICTBA H
mMamepuana JIOKyMEHTO000pOTa», YTBEpXkACHHbIE Kadenpol TEXHOJIOTUU U
IIpeIIIPUHUMATENLCTBA, TPOTOKOJ Ne 18 «16» mag 2017 r.
CnuBak B.A. JlokymMeHTHpOBaHUE yIIPaBIECHYECKOMN
JesTenbHOCTH ([leonpon3BOICTBO): KPaTKUi Kypc. — 2-€ U311, —
CIIO.: ITutep, 2010. — 256 c.
2 |Pegepam Mertoanyeckre yKa3aHus [0 HamUCaHUIO pedepata 1O
JTUCIUIUINHE «OCHOBBI JIEIIONPOU3BOICTBA u

JIOKYMEHTO000pOTa», YTBEpKJICHHbIE Kadeapoil TEXHOJIOTHU U
MpeANpPUHUMATENbCTBA, MPOTOKOJI No 18 «16» mas 2017 T.
CnuBak B.A. JloxymeHTHpOBaHue YIIPABJICHYECKOU

nesaTenbHOCTH (Jlemonpon3BOACTBO): KPaTKUi Kype. — 2-€ U3, —
CII6.: Tutep, 2010. — 256 c.




3 |Bvinoanenue Meroauueckue ykKazaHUs MO OpraHu3aluyd CaMOCTOSATEIbHOMN
UHOUBUOYATILHBLX pabotel mo gucuuiuiiHe «OCHOBBI JICIOINPOU3BOACTBA U
3a0aHull (N002omo6Kka  |HOKyMEHTOO0OpOTa», yTBEp)KIeHHBbIC Kadeapold TEXHOJOTUU H
00K1a008, cO0Ouenull, |PEANPUHUMATENHCTBA, MPOTOKOI No 18 «16» mas 2017 .
npezenmayuii) CnuBak B.A. JlokymMeHTHpOBaHKE YIIPaBJICHUYECKON
nesTebHOCTH (Jleonpon3BoICTBO): KpaTKUi Kype. — 2-€ U3, —
CII6.: ITutep, 2010. — 256 c.

4 |lloocomoska k Metoauueckue yka3zaHus MO OpraHU3allMd CaMOCTOSITEIBbHOM
mekyujemy konmponio  |pabotel 1o gucuuminHe «OCHOBBI  JENOMPOU3BOJACTBA U
JIOKyMEHTOO00pOTa», YTBEPkKACHHBIE Kadeapoil TEXHOJIOTUU H
NpeanpuHUMaTENbCTBA, NPOTOKOJ No 18 «16» mast 2017 1.
CnuBak B.A. JlokymMeHTHpOBaHKE YIIPaBJICHUYECKON
nesTeNIbHOCTH (Jlenonponus3BoICcTBO): KpaTKU Kype. — 2-€ U311, —
CIIO.: ITutep, 2010. — 256 c.

VY4eOHO-MeTOINYECKUE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPadOThl 00ydaroIUXCs M3
YHCJIa MHBAIXOB U JIMI C OTPaHMYCHHBIMU BO3MOXKHOCTSAMHU 3710poBbs (OB3) npemocrasistorest
B (hopMax, aJalTUPOBAHHBIX K OTPAHWYCHUSM UX 37J0POBbS U BOCHPUATHS HH()OPMAIIHIH:

JInst L ¢ HapyIIeHUSIMH 3PSHUS:

— B I1€YaTHOW (hOpMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

JIist AL ¢ HapyIIeHUsAMU CIIyXa:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JUist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmnapaTta:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTa,

JlaHHBII TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyJaromuxcs.

3. O6pa3oBare/ibHbIE TEXHOJIOTHU

B cootBerctBum ¢ tpedboBanusmu @I'OC BO peanuzaius KOMIETEHTHOCTHOTO MOAX0/1a
npeycMaTpuBaeT — HCHOJIb30BaHME B Y4eOHOM  TpOLIECCe  PA3IMYHBIX  TEXHOJIOTHIA:
KOMIIBIOTEPHBIX TE€XHOJOTMM (JIEKIMSI — Mpe3eHTalus], JOKJIaabl CTYJEHTOB B COIPOBOXIECHUU
MyJIbTHUMEIMA); JTUAJOTOBBIX TEXHOJOTHMH (OmpoC, B3aUMOONPOC, JUCKYCCUS  MEXAY
CTYIEHTaMM, JIMCKYCCHS); METOJa MPOEKTOB (BBIIOJHEHHE TMPOEKTa MeJaroruyeckoro
UCCIIEIOBaHMS U €ro MyOIMYHast 3al1Ta); METO/1a ONEPEkAIOIIEro 00yUeHus 1 Jp.

B pamkax wu3ydeHus MJaHHOM JUCUUIUIMHBI B Y4e€OHOM TMpoOIlecce HCHOIb3YIOTCS
TPaJUIIMOHHBIE 00pa3oBaTENbHbIE TEXHOJOTMM, AaKTHBHbIE W HMHTEPAKTUBHBIE (HOPMBI
MIPOBEJCHUS 3aHATUNA B COYETAHMM C BHEAYJUTOPHOM paboToil ¢ 1enbio (QopMHUpOBaHUS U
pa3BUTH PO ECCHOHATIBHBIX HABBIKOB 00YYAIOIIUXCSL.

Ne Buasbl yuednoit

Oobpa3oBaTte/ibHbIE TEXHOJIOTUH
n/n padoThbl

- BBOJIHAA JIEKIIHS,
1. Jlexun - NeKIus-uHGOpMaITUs ¢ BU3yaTu3aIuei;
- IpoOIeMHast TeKIUs

- IOMCK U aHanu3 uHpopmaiuu B cetu HTepHeT;

- CEMHHAP-KOH(EPEHIIHS 10 CTYJCHUECKUM JTOKJIATaM;
- IPOEKTHBIE TEXHOJIOTUH;

- TEXHOJIOTUS Y4€OHOT 0 HCCIIeI0OBaHUS

[IpakTnueckue u
2. nabopaTopHbIe
3aHATUS




- INCBMEHHBIE U YCTHBIE JOMAIIHUE 3a/1aHNS;
3 CamocrosiTenbHast | - BHEayJUTOpHas paboTa CTYAEHTOB (OCBOEHHE TEOPETUYECKOTO
' pabota MaTepuasa, OAr0TOBKAa K IIPAKTUYECKUM 3aHATHSM, BBIIIOJHEHUE
JIOMAIIHUX 33JJaHUH, BBIIOJHEHNE TBOPUECKOW PabOTHI)
4 KoHTpoITh - paboTa Ha IPAKTUYECKUX U Ja0OPATOPHBIX 3aHATHSAX;
- 3anmTa peeparon

4. OueHO4YHbIE CPEACTBA VISl TEKYIEr0 KOHTPOJISl YCIIeBA€MOCTH M POMEKYTOYHOI
aTrecTanuu
4.1 ®doHx OLIEHOYHBIX CPEACTB /1JIs1 MPOBeIeHUS TeKYllel aTTecTallun
IIpumepnvie 60npocwl 0151 YCMHBIX ONPOCO8 U KOJLIOKEUYMO8
Tema 1. OchosHble nonodicenUs O OP2aHU3aYUU 0e10NPOU3800CMEA HA NPEONPUAMUU.
KOpuanueckue u (PUHAHCOBBIE MOCIEACTBUS HEMPABUILHOTO COCTABIEHUS JOKYMEHTOB U
BEJICHUS IOKYMEHTO000pOTa Ha Ipeanpuatu. Opranu3anus padoThl C JOKYMEHTaAMH.

Tema 2. OcnosHvle mpeboganus K OQOpMIeHUIO YNpaleHYecKux (OpeaHu3ayuoHHO-
pacnopsaoumenvHvix) OOKYMeHmos.

Heo0xomuMocTh eqUHBIX MpaBWI OPOPMIICHHS HOKYMEHTOB. TpeOOBaHUS K COCTABJIICHUIO U
opopmieHuo JOKyMeHTOB. dopmymsip-oOpasenr gokymeHta. CocTaB U pacIoyiOKEHUE
PEKBH3UTOB YIPABJICHYECKUX JOKYMEHTOB. [IpaBmia odopMicHHs PeKBU3UTOB. TpeOoBaHMs K
OytaHkaM U ux opopmiIcHHE.

Tema 3. OchosHble 00KyMeHmbl 00pA308aHUS.
WNHupopMalinoHHO-CIIpaBOYHbIE TOKYMEHTHI (CITy>KeOHBIE (JIOKIaHbI€) 3aIIUCKHU, aKThl, CIIPABKH,
TeJIerpaMMBbl, Telne(OHOrpaMMBbl), JOKYMEHTBI JMYHOTO MPOUCXOXKACHUS.

Tema 4. Cospemennoe 0enogoe nucbMmo.

OcoOeHHOCTH JENIOBBIX M KOMMEpPYECKHX MUCEM: Kiaccudukaius, CTpyKTypa, CTaHJIapTHBIE
¢Gpa3bl W BBIpaXEHMS; NpaBwia U (GOPMBI KOMMEPUYECKOW TMEpPEeNuCKU C 3apyOeKHBIMHU
MIapTHEPAMU; KOPPECIIOHACHIMS, CBA3aHHAs C IPOBEICHUEM NEPUOJUIECKUX MEPOIIPUATHU.

Tema 5. Ocrogubie npunyunsvt pabomuol ¢ OOKYMEHMaAMU.
Peructpamus gokymenToB. KOHTponb wHCHONHEHHS MOKyMEHTOB. OpranHuzanus padoThl ¢
JOKYMEHTaMH, CojiepKaline KOH(UICHIINALHBIC CBEICHHUS.

Tema 6. Cucmemamusayus u xpaneHue 0OKyMeHMO8.
CoBpeMeHHbIE CITOCOObI M TEXHUKA CO3JaHHs JOKyMeHTOB. DopmupoBaHHe Aei. XpaHEHUE
JIOKYMEHTOB.
Ilpakmuyeckue 3a0anus
CocTaBuTh 3asBJIICHUE O TIpHEME Ha paboTy.
CoctaBuTh npoeccHoHAIBHOE PE3IOME, COITPOBOIUTENILHOE TUCHMO K HEMY.
CocTaBUTh XapaKTEPUCTUKY.
Hanwucate aBrobuorpaduro.
HcnonHuTs HEOOXOIMMBIE BU3HI HA 3asBIICHHU.
HastoxuTh pe3oonuio pyKoBOAUTENS OPraHU3alMHU Ha 3asBJICHHUE.
CocTaBuTh TIpHKa3 O 3aYUCICHUH Ha pabOTy B COOTBETCTBYIOIIECE MOJpa3IelieHHE, C
OTIPEJICIEHHOT0 YHCIIA, C OINpPENEeICHHBIM HCHBITATEIbHBIM CPOKOM, C YCTaHOBJIEHHUEM
YpOBHS OIUIaThl TPYAQ, COTJIACHO JIMYHOMY 3asiBICHUIO, BU3aM M PE30JIOLUU HAa HEM U
TPYZOBOMY JIOTOBODY.
8. Paspabotath mpumep 3amoiHeHUs1 pasnena "CeeaeHus o padbore" TPyIOBOW KHIKKH C
OTpa)KEHHEM BCETO TPYAOBOTO IYTH B OPTaHU3AIUH.

NogakrwnpE
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OdopmuTs 3amuck 00 yBOJTHLHEHHH.
PazpaboTtars MpOEKT TPYIOBOTO JOTOBOPA.

Bonpocul u 3a0anus k rabopamopHvim 3aHAMUAM
CocTaBUTh IpUMEP MIPOTOKOJIA COBEIIAHUS.
Pa3paborats 1 n300pa3uTh BUBUTHYIO KApPTOUKY.
CocrtaBuTh OMOIMOTPaUUECKYIO CCHUIKY Ha IIUTATy B KOHIIE CTPAHMIIBI.
CocTaBUTh IPOEKTHI YYPEIUTEIBHOIO JOTOBOpAa M ycTaBa OOIIECTBa C OTPaHMYEHHOM
OTBETCTBEHHOCTHIO.
CocTaBUTh IMCHMO JIETIOBOMY MTapTHEPY.
HapucoBats ¢opmy U 3amonHuTh TeaeakcHoe cOOOIeHHe.
Pa3paborate [e10BO€ MHUCHMO, HCIHOJB3YS MpaBujia BEACHHUS MEXAYHAPOIHOU
MIEPETIUCKH.

Temamuka pegpepamos

Pa3Butue nenonpounsBoactsa B [IpeBuelt Pycu.
Pa3BuTHe npuka3HOro AeI0NpON3BOACTBA.
Pa3BuTHe KOIEKCKOro 1eI0NPOU3BOACTBA.
[lonsiTHE M BUIBI TOKYMEHTOB.
DyHKIMU JOKYMEHTOB.
Lenu u 3a1a4n TOKYMEHTOB.
[TonsitTue cuctempl JokyMeHTauu. OCHOBHBIE (DYHKIIMOHATBHBIE CUCTEMBI
JIOKYMEHTAIUU.
8. Opranuzanus paboThI C TOKyMEHTaMHU.
9. Perucrtpanus u KOHTPOJIb UCIIONIHEHHUS JOKYMEHTOB.
10. XpaHenue TOKyMEHTOB U ()OPMUPOBAHHE JICIT.

NoakwdE

4.2 ®oHJ OLIECHOYHBIX CPE/ICTB A/l MPOBEACHUs IPOMEKYTOYHOI aTTecTalluU
Ilepeuens 6onpocos 015 n0020MOBKU K IK3AMEHY
[TonsiTne nOKymMeHTA.
OcCHOBHBIE TIOHATHUSA U OIIPEIETICHUS 1€I0IPOU3BOJICTBA.
OO6mme pyHKIMU JOKyMEHTA.
Crnenuduueckue QyHKIMHM JOKYMEHTA.
Haznauenune 10KyMeHTOB.
Bunbsl TOKyMEHTOB M XapaKTEPUCTUKA UX OCHOBHBIX BHJIOB.
Knaccudukanus opraHu3aliioHHO-PACIOPSIUTENBHBIX JOKYMEHTOB.
Knaccudukanus J0KyMEHTOB 110 HAMPaBICHUSIM JI€ATETHbHOCTH.
Knaccudukanus JOKyMEHTOB 110 MECTY BO3HUKHOBEHUS M HATIPABJICHUIO JIBUKCHHUSI.
. Knnaccudukanus 10KkyMEHTOB 110 KOJIMYECTBY OTPaKaeMbIX BOIIPOCOB.
. Knaccudukanust JOKyMEHTOB IO YYacTHIO 3aWHTEPECOBAHHBIX IIUI[ B COCTABICHUU U
MOJMMCAHUH.
Knaccugukanus TOKyMEHTOB 10 CTETIEHU CEKPETHOCTH, COAepXkalleiics B JOKYMEHTax
uH(pOpMaLUH.
Krnaccudukanus Jo0KyMEHTOB 110 XapakTepy CO3/1aHus (M3rOTOBJICHHUS).
. Kinaccugukanust 1TokyMEeHTOB 1O CIIOCO0Y JOKYMEHTUPOBAHUSI.
Krnaccudukanus J0KyMEHTOB 110 XapaKTepy U3JI0KEHHS COACPKAHMSL.
Kinaccudukanmsi TOKyMEHTOB 110 CpOKaM XpaHEHUSI.
Krnaccudukanus 10KyMEHTOB B 3aBUCUMOCTH OT YPOBHS IOPUANYECKOM perfiaMeHTaliH.
. Knaccudukanus JOKyMEHTOB B 3aBUCHMOCTH OT OOCITYKUBaeMo c(hephl NeSITEITbHOCTH.
Krnaccudukanus 1oKyMEHTOB MO UX COAEPIKAHUIO.
Kiaccudukanus 10KyMEHTOB 110 THITY HOCUTENCH.
. [loHsiTHE IETONPON3BOICTBA.



22. HopmatuBHO-MeTOtMuecKas 6a3a (OCHOBA) IEIONMPOU3BOICTRA.

23. HopMaTUBHO-METOIUYECKUE JOKYMEHTBI MEXKOTPACIEBOTO XapaKTepa.

24. HopMaTUBHBIC JOKYMEHTBI, PETYJIUPYIOIIUE ICTOMPOU3BOJICTBO.

25. Busl 1enonpon3BoICTBa.

26. 3aaun eI0npPOU3BOICTRA.

27.1loHsiTHE JOKYMEHTOOOOpPOTa, OCHOBHBIE JTambl WJIM TEXHOJOTHA paboThl C
JOKYMEHTaMH.

28. Ilpuem u nepBoHavanbHast 00paboTKa JOKYMEHTOB.

29. MicnonmHeHWe TOKYMEHTOB.

30. OtnpaBKa KOPPECHOHCHIINH.

31. XpaHeHue JOKYMEHTOB.

32. KoHTpoh Opranu3anuu JOKyMEHTO000pOoTa.

33. branku JOKYMEHTOB U UX BHUJIBIL.

34. PekBU3UTHI TOKYyMEHTOB.

35. Pa3mepsl Oymaru, mpuMeHsieMOi B ICIIOIPOU3BO/ICTBE.

36. Pa3meps nosneii cirykeOHbIX JOKYMEHTOB.

37. Hymeparus cTpaHull B JOKyMEHTaXx.

38. CiocoObI HanucaHus AaT B JOKYMEHTaX.

39. CokpartieHust CJI0B U CIIOBOCOYETAHH B TEKCTE JOKYMEHTOB.

40. OcdbopmiieHne Ha3BaHUM TIOKYMEHTOB OPTaHOB BJIACTH.

41. Pa3HOBHUIHOCTH SI3bIKA — CTUJIb PEUH, OUIIUAIBHO-/I€JI0BON CTHUIIb.

42. TpeOoBaHMs, MPEABABIAEMBIC K COACPKAHUIO JOKYMEHTA.

43. Cnendrueckrie 0COOEHHOCTH COIePKaHUs IOKYMEHTA.

44. Oco0eHHOCTH HAITMCAHUS JEJIOBBIX MTHCEM.

45. HerpaBMIIbHOE UCTIOJIB30BAaHKE CIIOB M TEPMUHOB B JIOKYMEHTAX.

46. HeymecTHOE WITH HEOIIPaBJIaHHOE YIOTPEOJIEHUE HHOCTPAHHBIX CJIOB B JOKYMEHTAX.

47. Jlekcuueckue OMMOKH B A3bIKE JOKYMEHTOB — TaBTOJIOTHS.

48. HenipaBmiibHOE yrOTpeOJIeHNE CIIOB — CHHOHIMOB B TEKCTE JIOKYMEHTOB.

49. HenmpaBoMepHOE yIOTPeOICHHE apXan3MOB U KaHISISIPU3MOB B TEKCTE JIOKYMECHTOB.

50. HenpaBoMepHOE yIIOTpeOIeHnEe HEOJOTU3MOB B TEKCTE IOKYMEHTOB.

51. OcHOBHast 0COOEHHOCTH SI3bIKA TOKYMEHTOB — SI3bIKOBOM CTaHAApT.

52. CranmapTu3aiys cJI0BOCOYETAaHUH JOKYMEHTA — SI3BIKOBBIE (JOPMYIIBL.

53. CrangapTu3anusi si3blka TOKyMEHTa B IOCTPOCHUHU TIPETIOKEHHH.

54. CranaapTu3anus s3blKa TOKYMEHTa Ha yPOBHE IIEJIOCTHOTO TEKCTa.

Kpumepuu oyenxu:

Ouyenka omauuHo:

- 3HaHHWE Y4eOHOro MaTepralia Ha OCHOBE MPOTPAMMBI U YTIyOJIEHHBIE CBEJICHUS TI0 OJTHOU
U3 Mpo0JieM 3a MpeaeaamMu MporpamMMBbl;

- JIOTHYECKOE, TOCJIEeIOBATeIbHOE H3JIOKEHHE BOIMpPOCa C OMOPOM Ha Pa3zHOOOpa3HbIC
HUCTOYHUKU;

- OTIPEICIICHNE CBOCH MO3HIIMH B PACKPBITHHU MOJAXOJ0B K pacCMaTpUBAEMO MpoOieMe;

- BBIMIOJIHEHUE TBOPYECKOTO 33/IaHUsl Ha BHICOKOM YpPOBHE C MPHUBJICUCHUEM Pa3IUIHBIX
HUCTOYHUKOB;

- MOATOTOBKA MPE3CHTAINH.

Ouenka xopouwio:

- 3HaHKe y4eOHOro MaTepuala B mpeeiaX MmporpaMMel;

- pacKpbITHE Pa3IUYHBIX TOAXO0/I0B K paccMaTpuBaeMoi mpobiieme;

- Omopa MpY MOCTPOCHUHU OTBETA Ha 00SA3aTENBHYIO JTUTEPATYPY;

- BBINIOJIHEHUE TBOPYECKOIO 3aJIaHUSI C HEKOTOPBIMH 3aMEUYaHUSIMU M HETOUHOCTSIMU;



- MOATOTOBKA MPE3CHTAINH.

Ouenka yooenemeopumeibHo

- 3HaHWE Y4YeOHOro MaTrepuana B Hpefesax MpPorpaMMbl Ha OCHOBAaHMHM OJHOTO H3
MOJIXOJIOB K paccMaTpuBaeMoi mpoobieme;

- OTCYTCTBHE COOCTBEHHOW KpPUTHUYECKOW OLIEHKA BO3MOXXHOCTH HCIOJIb30BAHUS
M3YYEHHOTO MaTepuala /i pellieHus: COBpEMEHHBIX MpoOeMm;

- BBINIOJTHEHUE TBOPYECKOTO 3aJaHWsl CO 3HAYUTEIHHBIMU OIMMOKAMH, HEMPAaBHILHBIM
odopMIIeHHEM;

- 0e3 BBINOJHEHUS IPE3CHTAIHH.

OneHouyHble CpeACTBa [UIsi WHBAJIMAOB M JIHMIl C OrPAaHUYCHHBIMH BO3MOXHOCTSMU
3JI0pOBbsI BEHIOUPAIOTCS C YI€TOM UX MHAMBHUIYATbHBIX ICUXO(DU3UYECKIX 0OCOOEHHOCTEM.

— Npu HEOOXOJUMOCTH HMHBAIMJIAM M JIMLIAM C OrPAaHUYEHHBIMH BO3MOKHOCTSIMH
3/10pOBbS [IPENOCTABIISIETCS JOMIOJIHUTEIBHOE BPEMsI JIUIsl IIOJrOTOBKM OTBETA HA dK3aMEHE;

— MIPU MPOBEICHUU MPOLIETYPHl OLICHUBAHUS PE3YIbTATOB O0YUEHUSI HHBAIUOB U JIUIL C
OTPAaHWYCHHBIMH BO3MOXXHOCTSIMU 3/I0POBbSI IPEAYCMATPUBACTCS HUCIIOJIb30BAHHE TEXHUYCCKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJIUBUIYaTbHBIMU OCOOCHHOCTSIMU;

— IIpU HEOOXOAUMOCTH ISl 00YHAIOIIUXCS C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBbS
M UHBAJUAOB IIpOLEypa OLIEHWBAHUA pE3YyJIbTaTOB OOyYeHHUS [0 AUCLUMIIUHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipouenypa oueHuBaHusl pe3yabTaToB OOY4YE€HUS MHBAIUIOB U JIMI[ C OTPAaHHYEHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI 110 TUCIMIUIMHE TPEAyCMaTPUBACT MPEAOCTaBICHHE WHPOPMALIUU B
dbopMmax, afanTUPOBAHHBIX K OTPAHUYCHHSM HX 370POBbS M BOCIIPHUATHS UH(POpMALIUU:

JUist T ¢ HApyIICHUSIMH 3PEHHS:

— B MieyaTHOU (hopMe yBeIMUEHHBIM HIPUPTOM,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

J7ig U1 ¢ HapYIICHUSMHU CITyXa:

— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

Jljig U1 ¢ HapyIIeHUsIMA OIIOPHO-JBUTaTEIbHOTO anmnapara:

— B I1e4aTHOM (opme,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TepeueHb MOXET OBITh KOHKPETU3MPOBAaH B 3aBUCUMOCTH OT KOHTHHTEHTa
o0ydJaronuxcs.

5. IlepeyeHb OCHOBHOII M JOMOJHHUTEJIbLHOW y4eOHOW JHUTEpPaTypbl, HEOOXOAUMOI
JJIS1 OCBOCHHS TUCHUIINHBI.

5.1. OcHoBHas JIUTEpaTypa:

1. Kopuees, UK. [lenoBas nepenricka U o0pa3ibl JOKYMEHTOB: Y4eOHO-TIPAaKTHYECKOE
nocoowue. - M.: [Ipocmekt, 2009. - 324 c. - ISBN 9785392005444.

2. CnuBax B.A. JIoKyMeHTHUpOBaHNE yIpaBIeHYECKON JESATENIBHOCTH
(HemomponsBocTBo): kpaTkuii kKype. B.A. CnuBak — 2-¢ w3z, — CII6.: [Turep, 2010. — 256 c.

5.2. lonoIHATEIbHAS JIUTEPaTypa:

1. JlokyMeHTaImoHHOe o0ecrieueHne ynpasieHus: yaeOnuk / JI.A. Pympianna. — 8-¢
u3 1., crep. — M.: M3narenbckuii neHTp «Akagemus», 2010.
2. Hemnoroma A.B. Jlemonpou3BOACTBO OpraHW3allid: TMOJATOTOBKA, OQOpMIIEHHE U

BEJICHUE JIOKyMEHTaluu: 76 00pa3iioB OCHOBHBIX ToKyMeHTOB / A.B. Henorona, IT1.A.Cemuenko.
—2 m3a. — M.: Omera — JI, 2008. — 480 c.

3. OCHOBBI  IEJIONPOU3BOJICTBA U  SI3BIK  CIY)XEOHOI'O JIOKyMEHTa: y4eOHO-
npaktuueckoe nmocodue/ H.H. [llysanosa, A.}O. UBanosa. — PoctoB u //1: ®ennkce, 2007- 396 c.

5.3. [lepuoauyeckue U31aHUA:
1. Kypnan «llIkonbHbIE TEXHOIOTUN



6. Ilepeyenr pecypcoB HHG(POPMANMOHHO-TEJEKOMMYHMKANMOHHON  CceTH
«HTEpHEeT», He0OXOAMMBIX /IJIs1 OCBOEHHS U CIUIIJIHHbI

OnekTpoHHas OubiaroreuHas cucrema usnarenscTsa "Jlane" http://e.lanbook.com/

DnexkrponHas oubmnoreunas cucrema "Aibykc" http://ibooks.ru/

OnekrponHas oubianoreunas cucrema "ZNANIUM.COM" http://znanium.com/

Dnexrponnas bubanoreka Juccepranuii https://dvs.rsl.ru/

Hayunas snexrponnas oudiunoreka (HIb) http://www.elibrary.ru/

7. MeToau4eckue yKazaHus Jisl 00y4almmXxcs 10 OCBOEHUIO AU CUHMIITUHBI
Opranuzanus 1 y4eOHO-METOUIEeCKOe 00ECIICUeHUE CaMOCTOSITEILHON paOOThI
crynento(CPC)

Tekymias u onepexaromiast CPC, nHanpaBieHHas Ha yriiyOJIeHHE U 3aKpeIieHue 3HaHUM, a TakxKe
pa3sBUTHE NIPAKTUYECKUX YMEHUHN 3aKIH0YAETCs B:

— pabore OakasaBpOB C JIGKIMOHHBIM MAaTEpUAIOM, IIOMCK M aHAIW3 JIUTepaTypel H
3JIEKTPOHHBIX UICTOUHMKOB MH(POPMAIIMH 10 33J]aHHON NpolJeme,

— HanwmcaHuu pedepara,

— W3YYEHHUH TEM, BEHIHECEHHBIX Ha CAMOCTOSTEIBHYIO POPAOOTKY,

— TIOATOTOBKE K dK3aMEHY.

TBopueckasi MpoOJIEeMHO-OPHEHTUPOBaHHAs camocTtositenbHas padbota (TCP) nampaBnena Ha
pa3sBUTHE WHTEJUIEKTYaJbHBIX YMEHUH, KOMIUIEKCA YHMBEpCAJIbHBIX (OOIIEKYIbTYPHBIX) H
npoeCCHOHATBHBIX KOMITETCHIIWH, MOBBIIMIEHHE TBOPUYECKOTO TIOTEHIMANa OakajJaBpoB U
3aKIIF0YaeTCs B:

— TIOHCKe, aHaJM3€e, CTPYKTYPHPOBAHUY U TIPE3EHTAMN HH()OpMAIHH,

— aHanm3e y4eOHO-TeMaTHUECKOTo TIaHa YPOKOB TEXHOJIOTHH,

— HCCIENOBaTENLCKON padOTe M y4acTHH B HAYYHBIX CTYIEHUYECKUX KOHPEPEHIINX, CEMHHAPAX
U OJIMMITHA/Iax 10 MpobiieMe TEXHOJIOTHYECKOT0 00pa30oBaHusl.

OOyuaronye WHBAIHIB, KaK M BCE OCTAIbHBIE CTYIEHTBI, MOTYT OOy4arbCs IIO
UH/IMBUYaJIbHOMY Yy4eOHOMY IUIaHY B YCTaHOBJIEHHBIE CPOKM C YY€TOM OCOOEHHOCTEH
o0pa3oBaTeNbHbIX MOTPEOHOCTEN KOHKpeTHOro oodOydvaromerocsd. Cpok MOTy4YEHHsS! BBICHIETO
oOpa3oBaHusl Npu OOyYEHMH [0 WHIUBHIYaJbHOMY IUIaHY JUISI HMHBAJIUAOB U JIUI[ C
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI MOXKET OBITh TIPH HEOOXOAMMOCTH YBEITUYEH, HO HE
6osee yeMm Ha mosrofa. [Ipu coctaBieHHMM MHAMBUAYaAIbHOTO rpaduka oOydyeHuss MOryT ObITh
IPEIYCMOTPEHBI Pa3IUYHbIC BAPUAHTHI IPOBEICHUS 3aHATHI: B 00pa30BaTeIbHON OpraHU3aluu
(B akajgeMuyecKod Trpynne W HMHIUBUAYaJbHO), Ha JIOMY C MCIIOJIb30BAaHUEM »HIIEMEHTOB
JMCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTUH.

OOyuJaronyie WHBAIMIB, KaK M BCE OCTAIBHBIE CTYACHTHI, MOTYT OOy4aTbCs TIO
UH/IMBUYaJIbHOMY Yy4eOHOMY IUIaHY B YCTaHOBJIEHHBIE CPOKM C Y4€TOM OCOOEHHOCTel
o0pa3oBaTeNbHbIX NOTPEOHOCTEM KOHKpeTHOro ooOydaromerocs. Cpok MOJy4YEHHs! BBICIIETO
oOpa3oBaHusi Tpu OOYyYEHMH IO WHIUBHAYaJbHOMY IUJIaHy JJIS HWHBAIMJOB U JIHMIl C
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI MOXKET OBITh TIPH HEOOXOAMMOCTH YBEITUYEH, HO HE
6osee yem Ha monroja. IIpu cocraBieHUM MHIMBUAYAIBHOTO rpaduka oOydeHuss MOTyT OBITh
NPEIYCMOTPEHBI Pa3IUYHbIC BAPUAHTHI IPOBEICHUS 3aHATHI: B 00pa30BaTEIIbHONW OpraHU3aIin
(B akageMHU4yecKOW Tpynne W HMHIUBUAYaJbHO), Ha JIOMY C HCIIOJIb30BAaHHUEM JIIEMEHTOB
JVICTaHIIHOHHBIX 00Pa30BaTEIIbHBIX TEXHOJIOTHH.

B ocBOoeHHMHU TUCHMITIMHBI MHBAIWIAAMU M JIMIAMH C OTPAHUYEHHBIMH BO3MO>KHOCTSIMHU
3JI0POBBsSI OOJIBIIIOE 3HAUCHHE HMMEET HWHIMBHIyalbHas ydeOHass paboTa (KOHCYJIbTAIUH) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHNE YUeOHOTro Marepuaia.

WupuBuyanbHble KOHCYJIBTAllMM IO MPEIMETY SABISAIOTCS BaXKHBIM  (aKTOPOM,
CHOCOOCTBYIOUIMM MHAWBUYAIN3alUU OOY4YE€HUS U YCTAHOBJICHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy IpernojaBaTesieM M OO0y4aloIUMCS HMHBAIUAOM WIM JIMLIOM C OrPaHUYEHHBIMU
BO3MOYKHOCTSIMH 3/10POBBSI.


http://e.lanbook.com/
http://ibooks.ru/
http://znanium.com/
https://dvs.rsl.ru/
http://www.elibrary.ru/

8. llepeyeHbr MHGOPMANMOHHBIX TEXHOJIOTHI, HCIOJIb3yEeMBbIX NPH OCYLIECTBICHHH
00pa3oBaTeIbHOIO NpoLecca M0 JMCIUILIHHE.

8.1 llepevyeHb HHPOPMALHOHHBIX TEXHOJIOTHIA.

— IIpoBepka nOMAalmIHUX 3aJaHUNA KM KOHCYJIBTHPOBAHHUE IIOCPEICTBOM DJIEKTPOHHOM
IIOYTBHI.

— MHcnonbp3oBaHHE DJIEKTPOHHBIX IIPE3CHTALMA IpU  IPOBEICHUU JICKUUOHHBIX H
MPAKTUYECKUX 3aHATUH.

8.2 TlepeyeHb HEOGXOTUMOr0 MPOrPAMMHOIO 0GeCIeYeHHs .

[Tporpammsl It IEMOHCTpAIMK U co3aanus npesentanmii («Microsoft Power Point»).

[Tporpammsbl, JAeMOHCTpalMu BHIeO MatepuaioB (mpourpeiBatens «Windows Media
Player»).

8.3 IlepeueHb HHPOPMATMOHHBIX CMIPABOYHBIX CHCTEM:

1. CnpaBouno-tpaBoBas cucrema «Koncymnprant [Limroc» (http://www.consultant.ru)
2. Dnektponnas 6ubnuoreynas cucrema eLIBRARY.RU (http://www.elibrary.ru)/
3. l'apanrt.py: uHpOpMaIMOHHO-TIPaBOBO# mopTain http://www.garant.ru

4. MuHuctepcTBO 00pa3oBaHus U Hayku http://MuHOOpHAYKU. PP

5.  VYuuepcurerckas  uHopmaunuonnas cucrema POCCUA  (YUC  Poccus)
http://uisrussia.msu.ru
9. MarepuanbHo-TexHH4eckass 0a3a, HeoOXxoauMmasi JJsi  OCYLIECTBJICHUS

06pa30BaTeJ'[bHOF0 nmpouecca mo JMCuUuIIMHE.

MaTepI/IaJIBHO'TCXHI/I‘IeCKOC obecmeueHue AU CITHUITIIMHBI

No Bun pa6or
(MOyJs1) M OCHAIIEHHOCTD

1. Jlekunonnsele 3auHATHs | JIEKIIMOHHAs ayAUTOpHUsA, OCHAIIEHHAas NPE3EHTALMOHHOU
TEXHUKOU (mpoexTop, JKpaH, KOMITBIOTED) u
COOTBETCTBYIOIIUM IporpaMMHbiM oOecnieuenueM (I10) mpo
npopuno  «TexHonormyeckoe  oOpazoBanme. Dusnka»
CHEIMAIU3UPOBAHHBIE  JIEMOHCTPAIMOHHbBIE YCTaHOBKHU:
MYJIbTUMEIUNHBIN MHTEPAKTUBHBIN JIEMOHCTPALIMOHHBIN

koMIuiekc (Jrorosop Ne 242 — AD®/ 2015 ot 28.12.15 1.).

2. CemuHapckue u
nabopaTOpHbBIE 3aHATHS

CneunanbHOe INOMELIEHUE, OCHAIEHHOE IPE3EHTALlMOHHON
TEXHUKOMN (npoexrop, JKpaH, MYJIbTUMEINNHBIN
MHTEPaKTUBHBIN IEMOHCTPAIIMOHHBIN KOMILIEKC (JI0TOBOP

Ne 242 — AD®/ 2015 ot 28.12.151.)

3. ['pynmnoBsie Aynuropus, (kabuner) 22
(MHAMBUAYATIbHBIE) MynbTUMEIUIHBIA ~ WHTEPAKTHBHBIM  JI€MOHCTPAlMOHHBINA
KOHCYJIbTAIIUU Komruiekc (oroBop Ne 242 — AD®/ 2015 ot 28.12.15T.)
4. Texymuii  koHTpousb, | AynuTtopus, (kaOuuner) 21
MIPOMEXKYTOUHAsS O6opynoBaHue: MyJIbTUMEIUMHBIN IPOEKTOP, SKPaH,
aTTecTamus MePCOHAIIbHBIN KOMITBIOTED, yueOHass MeOesb, Jocka yueOHas,
BBIX0JI B VIHTEpHET, yueOHO-HAIJIAHbIE TTOCOOMS;
7a00paTOPHBI KOMIUIEKC JJs Yy4eOHOW MpakTU4YEeCKOH U
POEKTHOH JIeITeTbHOCTH
5. CamocrosiTenbHas Kabuner 1 camocTosiTeNIbHOM  pabOThl, OCHAIIEHHBII
paboTta KOMITBIOTEPHON TEXHHKOW C BO3MOXHOCTBIO TOAKIIOYCHUS K

cetn «l/HTepHeT», mporpamMmol 3KpPaHHOTO YBEIUYEHUS U
00ECIeYeHHbI JOCTYNIOM B 3JEKTPOHHYIO HH(OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely YHUBEPCUTETA.



http://www.consultant.ru/
http://www.elibrary.ru)/
http://www.garant.ru/
http://???????????.??/
http://uisrussia.msu.ru/

