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1 Heau u 3a1a4u M3y4eHUs1 JUCHUILIMHBI (MOIYJIs).
1.1 Ilesib 0CBOEHMSI JUCHUTIIMHBI.

OnnageHnu 00y4aoIMMICS OCHOBAMH OpraHU3aluy paboThl C TOKYMEHTaMH (JOKYMEHTOO00pOT) U
MPUMEHEHHE OTYYEHHBIX 3HAHUN B TEOPETHUECKON U MPAKTHUECKON AEATEIbHOCTH B COBPEMEHHBIX
NPEINPUATHIX TPU OPraHU3aIK JOKYMEHTO000pOoTa.

1.2 3agaun TUCHMILIMHEI.

O3HaKOMJICHHE C COBPEMCHHBIMH U KIIACCUYCCKHMMH KOHIEIIMSIMH JOKYMEHTOBCICHUS;
yrayOneHne 3HaHUH B 00JIACTH OCYIIECTBJICHHS TOKYMEHTAIMOHHOTO OOCCIICUCHMS YIIPABICHICCKOM
JESITeILHOCTH, MPUOOPETEHHE CIIOCOOHOCTH MOATOTABIMBATE MCXOJHBIC NTaHHBIC, HEOOXOIUMBIC IS
pacdera HSKOHOMHYECKHX IIOKa3aTejeH, XapaKTepHU3YIONUX JICATCIbHOCTh  XO3SIMCTBYIOIIMX
CyOBEKTOB.

1.3 MecTro aucuuninHbl (MOyJisl) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMBbl.

Jucnunnuna «JlokymeHTOBeIeHHE U AeTOBON JOKYMEHTOOOOPOT» OTHOCUTCS K 00s13aTeIbHBIM
JTUCIHMIUIAHAM BapuaTuBHOW dYactu ydeOHoro miaHa ®I'OC BO mno crnenmansaoctn 38.05.01
DKoHOMHYECKasi 0€30MMacCHOCTh, CHENUATU3aINs DKOHOMUKO-TIPABOBOE 00eCIIeueHne IKOHOMUIECKOM
6e3omacHoctH. [Ipennasnauena ns cneuuanuctoB 3 kypca ODO (6 cemectp).

[lonyueHHble NMpU W3YYEHUU ITUCHUIUIMHBI 3HAHHUS HCHOJB3YIOTCS Ui (OPMUPOBAHUS Y

00yJaroIuXxcst (byHIaMEHTAIBHBIX W TPHUKIAIHBIE 3HAHUW B OOJACTH TOKYMEHTAIMOHHOTO
obecrieueHUsT  yIpaBJEHUS  JEATEIBHOCTHIO  OpPTaHM3alldd W TEXHOJOTHMW  OpraHu3aIiu
NoKyMeHTooOopoTra Ha mpenmpustusx. [IporpamMmma paccurTaHa Ha TOJITOTOBKY CHEIMAIHMCTOB B
CUCTEME CTYIEHYaTOTO 00pa30BaHUs U MpEANoaracT u3ydeHue TUCIUIUINHBI «JlOKyMeHTOBeIeHuE U
JIeNI0BOI TOKyMEHTOOOOPOT» COBMECTHO C IPYTMMHU TUCIUILIMHAMHU.

1.4 IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB OOy4YeHHUS MO IUCHUIUIMHE (MOIYJIO0),
COOTHECEHHBIX € IUVIAHNPYEMbIMH Pe3yJbTATAMM 0CBOEHHUSI 00pa30BaTe/IbLHOM MPOrpaMMbl.

W3yuenne paHHOW Y4eOHOW JMCUUIUIMHBI HANpaBlieHO Ha (opMUpOBaHHE Yy OOYYaAIOIIMXCS
npodeccuoHanbHbIX Kommerenuii: [TK-1; T1IK-44.

Ne WNunekc Conepxanue B pe3ynpraTe u3yyeHus yueOHON AUCHUTITHHBI

n.1;. KOMIIET | KOMITETCHIIUY (WK €€ 00y4aroluecs: J0IKHbI

SHITUHU 4acTu) 3HATh yMeTh BJIA/JIETH

1. IIK-1 | cmocoOGHOCTBIO HOPMATHBHO- MOJTOTOBUTH HaBBIKAMH  CcOOpa,
MOATOTAaBIINBAThH METOJIMYECKYIO | UCXOTHbBIC aHanmsa u
UCXOJHBIE  JaHHbIE, | 0a3y Aenonpo- | JaHHBIE, 06paboTku
HE0OX0TUMBbIE JUISL | U3BOJICTBA, UCIIOJIB3YS JIOKyMEHT0000pOTa,
pacuera HEOOXOUMYI0 | TOKYMEHT0000- | HE0OXOIUMOTO ISt
IKOHOMHYECKUX JUIS pacdera pot pacuera
roKasareJei, 9KOHOMHYEC- XO3SUCTBYIOLIETO | SdKOHOMUYECKUX
XapaKTepPHU3YIOIINX KHUX cyOBbeKTa,  JUid | oKa3aTenen
JeSITENEHOCTD noKasarernei; pacueta XO3SIICTBYIOIIETO
XO3SHUCTBYIOLIUX JOKYMEHTO- HSKOHOMHMYECKUX | CyOBEeKTa.
CyOBEKTOB 00opoT B nokasarteJsei.

XO3SICTBYIO-
eM cyObeKTe.

2. [TIK-44 | criocoGHOCTHIO TEXHOJIOTHH BBITIOJIHSATh HaBBIKaMH :
OCYIIIECTBIISTh JOKYMEHTAINO | KITIOYEeBBIC JOKYMEHTAIMOHHOTO
JOKYMEHTAI[MOHHOE HHOTO TEXHOJIOTUYECKU | 0OecreueHuUsI
o0ecrieueHue o0ecrieueHys | € omepaluy IpU | yrpaBJICHUS,




WNunekc Conepxxanue B pesynbrate nzyueHus: yaeOHOU JUCIIUITITUHBI

HN;’)[ KOMIIET | KOMIETeHINH (1In e€ 00yyJaronmecs: JOJKHbI
| eHmum YacTH) 3HATH yMeTh BJIaJeTh
yIPaBJICHYECKOU YVIOpaBJICHYECK | paboTe C ohopMIICHHS
NEeSTEBHOCTH ot JIOKYMEHTaMH, OpraHu3aIlMOHHO-
JeSITeIbHOCTH. | o0ecreunBas pactopsiANTEIbHBIX
YOPABJICHUYECKYIO | TOKYMEHTOB,
JIeATEIIbHOCTb. KaJIpOBOH

JIOKYMEHTAIlM!, a
TaKKe OpraHu3aluu
JIOKYMEHTO00O0pOTa
B XO3SIMCTBYIOIIEM
CyOBeKTe.

2. CTpyKTYypa M coJAep:KaHHe AU CHUIIIHMHBI.

2.1 PacnpeaesieHue TPyAOEMKOCTH JUCHHUILIMHBI 110 BUAM padoT.

OObmast TpyA0EMKOCTh AMCLUUIUIMHBI cOcTaBiseT 2 3ad.el. (72 yaca), UX paclpeneiaeHue Mo
BUJaM padoOT IPEJCTaBICHO B Ta0IHULE.

Bun yue6Hoit paboTbl Bcero CemecTtpbl
4acoB (dachrn)
6

KonrakTHasi pa6ora, B TOM yHcJIe: 56,2 56,2
AyauTopHbIE 3aHATHS (BCEro): 54 54
3aHsATHS JIEKIHOHHOTO TUIIA 18 18 - - -
JlaGopaTopHbIe 3aHITHS - - - - -
3aHATHS] CEMUHAPCKOTO TUIIA (CEMHHAPBI, 36 36 i i i
MIPAKTUYECKHUE 3aHITHSI)
HNHasi KOHTaKTHas1 padora: 2,2 2,2
KonTtposnb camocrositensHOM padoTsl (KCP) 2 2
ITpomexxyrounas arrectanus (MKP) 0,2 0,2
CamocrosiTeJibHasi paboTa, B TOM YHCJIE: 15,8 15,8
[IpopaboTka u TOBTOpEHUE JIEKIIHOHHOTO MaTepHara,
MaTtepuaina yueOHOI 1 HaydHOH TUTEpaTyphl, 10 10 - - -
MOATOTOBKA K CEMUHAPCKUM 3aHSATHUSIM.
BrinosiHeHue MHIMBUYANbHBIX 331aHUN (TIOJITOTOBKA 58 58 i i i
pedepaToB; MOATOTOBKA K TEKYILIEMY KOHTPOJIIO) ' ’
KoHnTpoJs: - -
IToaroToBka Kk 3K3aMeHy - - - - -
OO0masi Tpy10eMKOCTh gac. 712 12 - - -

B TOM 4K cJie KOHTAKTHAs 56,2 56,2

padora

3a4. e/l 2 2

2.2 CTpyKTypa IMCHHUIIHHBI:
Pacnpenenenue BuaoB yueOHON pabOTHI U UX TPYAOEMKOCTH O pa3/ieiaM JAUCIUIIUHBI.
Pa3nensl qUCHMILIMHBL, U3ydaeMble B 6 ceMecTpe

KommaecTBo yacoB

Ne HaumeHoBanue pasnenos AynutopHas Bueaymur
Bcero opHast
pabora
pabora




J | 113 JP | CPC
1 2 3 4 5 6 7
1. |dokymeHTOBEmCHHE 34 | 9 18 - 7
2. |/lenoBoii JOKyMEHTOOOOPOT 358| 9 18 - 8,8
Hmoeco no oucyuniune: 69,8| 18 | 36 - 15,8

[Tpumeuanue: JI — nexuuu, 13 — npaktuueckue 3ansaTust / cemuHapsl JIP — mabopaTopHble 3aHATHS,
CPC — camocrosTenbHas paboTa cTyieHTa

2.3 Coneprxanue TeM TUCIUNIHHBI:
2.3.1 3auaTug JeKIUOHHOI0 THIIA.

HaumenoBanue dopma TeKylero
Ne Coneprxanue paszena
paszaena KOHTPOJIA
1 2 3 4
1. ens wu 3amaunm  Kypca JIOKyMEHTAl[MOHHBIE OCHOBBI| YCTHBIN OTIPOC

ynpasineHus.  IIpaBoBele ¥ HOPMATUBHBIE  OCHOBBI

HoxymenToBeacHHe JIOKYMEHTAIIMOHHOT0 o0ecrieueHus yrpasieHus. OObeKThI U
TIPOIIECCH TOKYMEHTAITMOHHOTO 00€CIICUeHUS YIIPaBJICHUS
2. KomneroTepHsie TEXHOJIOTUH JOKYMEHTAIIMOHHOTO| Y CTHBIN OIpoC
Henosoit obecrieueHusi ymnpasieHus. OCHOBBI JTOKYMEHTAIIMOHHOTO
JIOKyMEHTO000pOT oOMeHa. [Ipuknagaeie  TpoONIEMBI  KOMITBIOTEPHBIX

TEXHOJIOT UM JOKYMCHTAIIUOHHOI'O obecrieueHus YIIpaBJICHUSA

2.3.2 3aHATHSA CEMHUHAPCKOI0 THIIA.

HaumenoBanue dopma TeKylero
Ne Coneprxanue pazaena
pazzaena KOHTPOJIA
1 2 3 4
1. Ilene w 3amaun kypca JIOKyMEHTAallMOHHBIE OCHOBBI Pedeparsr,
T — yopasieHusi.  [IpaBoBele ¥ HOpPMAaTHBHBIE  OCHOBBI orpoc

JIOKYMEHTAIMOHHOTO obecriedeHus ynpapieHus. OOBEKTH 1
MPOIIECCH JIOKYMEHTAIIMOHHOTO 00ECTICYeHN s YITPABIICHUS

2. KommnerorepHeie TEXHOJIIOTHH JOKyMeHTalnoHHoro|  Pedepatsi,
JHemoBoit obecriedueHust ymnpasieHHs. OCHOBBI JOKYMEHTAIIHOHHOTO onpoc
JTOKYMEHTO000pOoT oOMeHa. [Ipuknagaeie  TPoOOIEMBI  KOMITBIOTEPHBIX

TEXHOJIOT U AJOKYMECHTAIIMOHHOI'O obecreucHUs YIIpaBJICHUA

2.3.3 JlabopaTopHbIe 3aHITHA

JIabopaTOopHBIC 3aHATHUS HE IPEIYCMOTPEHBI YYCOHBIM IIJIAHOM.

2.3.4 IlpumepHasi TeMaTHKAa KypPCOBBIX padoT (IIPOEKTOB)
KypcoBblie paboThl (ITPOEKThI) HE TPETYCMOTPEHBI YUeOHBIM IIJIAHOM.

2.4 IlepeyeHb Y4eOHO-METOAHYECKOIO oOOecHeYeHUS VIS CAMOCTOAATEJbHOH PadoThI
o0yyamuxcst Mo JUCHHUILINHE (MOIYJIIO)

[Tepeuens yueOHO-METOINYECKOTO OOECTICUEHHS AUCITUTUTHHBI 110

Ne Bun CPC BBITNOJIHEHUIO CAMOCTOSITETIbHOM paboThI
1 2 3
1|IIpopaboTka u 1. MeTtoaudeckue ykazaHus JUis IOATOTOBKH K 3aHATHAM
MIOBTOPEHHUE JIEKIIMOHHOTO ¥ CEMMHAPCKOTO THIA. Y TBEPKICHBI Ha 3aCElaHUU

JIEKIIMOHHOTO MaTepHaia, (CoBeta skoHOMHUYeckoro dakynbrera @I'BOY BO «Ky6I'Y».
MmaTepuana yueOHo 1 |IIpotokos Ne 8 ot 29 uronst 2017 r. Pexxum nocryma:
Hay4dHOU yuteparypbl,  |https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya 2.
IIOJATrOTOBKA K Meroanueckue ykazaHus 110 BBIIIOJIHEHUIO CAMOCTOSITEIIBHON

paboTbl oOydaronuxcs. YTBepKAeHbI Ha 3acenannu CoBeTa




CEMHMHAPCKHUM 3aHATUAM |3koHOMHYecKoro ¢akynabrera DI'bOY BO «Ky6I'V». IIpotokon Ne
8 o1 29 utons 2017 r. Pexxum nocrymna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

2| lloaroroBka pedeparoB |MeToauYECKUE YKa3aHUS 110 BHIMOJHEHHIO CAMOCTOSTEILHON
paboTel 00y4daromuxcs. Y TBepkieHbl Ha 3aceqanuu CoBera
sxoHomuueckoro (akynprera ®I'BOY BO «KyoI'Y». [TpoTokon Ne
8 oT 29 utons 2017 r. 3 [loaroToBKa K TEKyIIeMy KOHTPOJIIO
MeTtondecke yka3aHus 110 BBIIOJIHEHUIO CAMOCTOATEIbHON
paboTel 0Oyuaromuxcs. Y TBepKIeHbl Ha 3aceqanuu CoBera
skoHoMHueckoro ¢akyinprera GT'EOY BO «KyOI'V». IIpoTokosn Ne
8 ot 29 nronst 2017 r. Pexxum gocryma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

3|[ToxroToBka k Tekymiemy|/MeTonu4eckne yKa3aHHs TI0 BBIIOJHEHHIO CaMOCTOSTEIHHOM
KOHTPOJTIO pabotel oOyuarommxcs. YTBepkAeHbl Ha 3acemanun CoBeta
sxoHoMHueckoro dakynprera PI'BOY BO «KyOI'Y». IIpoTokos Ne
8 oT 29 HIOHS 2017 T. Pexxnm JIOCTyTIA:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-METOAMYECKHUE MaTepuaibl s CaMOCTOSTEILHON pabOThl 00Yy4aIOUUXCS W3 YHCiIa
WHBAJUJIOB U JIUI] C OTPaHUICHHBIMH BO3MOXHOCTSAMU 370poBbs (OB3) mpenocrapiistores B popmax,
aIaITHPOBAHHBIX K OTPaHUYCHHSIM UX 3I0POBbS U BOCIIPUATHS HH(POPMAITUH:

J171st TUT] ¢ HApYIICHUSIMHA 3PCHHS:

—B MeYaTHOM (opMe YBEITMUCHHBIM MIPUPTOM,

— B JOpMeE DIIEKTPOHHOTO JTOKYMEHTA.

J1J1s1 TAT] ¢ HApYIISHUSIMH CITyXa!

— B IIeUaTHOU opme,

— B JopMe DIIEKTPOHHOTO JIOKYMEHTA.

J1J1s1 T C HapyIIEHUSIMEA OTIOPHO-JIBUTATEIBHOTO ammapara:

— B IIeUaTHOU opme,

— B (JOpMeE DIIEKTPOHHOTO JIOKYMEHTA,

JlaHHBI TIepeYeHb MOXKET OBITh KOHKPETH3MPOBAaH B 3aBHCHUMOCTH OT KOHTHHI'CHTA
00yJaronuxcs.

3. O0pa3oBare/ibHbIE TEXHOJIOTHH.

B npouiecce nzydeHus TUCHUIUIMHBI JICKIIUH, TPAKTUUECKHUE 3aHIATHUS, KOHCYIbTAINH SIBIISIFOTCS
BeaymuMu (popmamu 00ydeHHs B paMKax JIEKIHOHHO-CEMHHAPCKON 00pa3oBaTENbHON TEXHOJIOTHH.
Jlexuu u3nararTcs B BUJIE IPE3CHTALIMU C UCTIOJIb30BAHUEM MYJIBTUMEIUIHON anmnaparypsl. [JlaHHbie
MaTepuaibl B 3JIEKTPOHHOU Qopme nepeaarorcs cryaeHTaM. OCHOBHOM LIEIbI0 MPAKTHUECKUX 3aHATUN
SBJISETCS Pa300p MPAKTUYECKUX CUTYyallui. JOMOTHUTENBHOM 1EeTbI0 MPAKTHYECKUX 3aHATHH SIBISIETCS
KOHTPOJIb YCBOEHHUs MPOMJEHHOro Marepuana. Ha mpakTHYecKHUX 3aHATHSX TaKKe OCYIIECTBISETCA
MPOBEPKA BBHIMIOJIHEHUS 3anaHuid. [lpu mpoBeAeHUM NPAKTUYECKUX 3aHITHH YYACTHUKH TOTOBAT U
MIPEJICTaBIAIOT (C HCmoib3oBaHueM mporpaMmbl Power Point) cooOmienust mo Hanbosiee Ba)KHBIM
TEOPETUYECKUM acCleKTaM TEeKyIIel TeMbl, OTBEYAlOT Ha BOMPOCHI MpPENoJaBarelis W JAPYrux
ciymareneii. B yucno BUAOB pabOThI, BHIMOTHSIEMOW CIYIIATEISIMH CaMOCTOSTEIbHO, BXOJT:
1) mouck ¥ M3yueHUe TUTEPaTyphl IO pacCMaTPUBAEMON TeMe; 2) TOWCK U aHallu3 HAyYHBIX CTaTew,
MoOHorpadwii Mo paccMaTpruBaeMoii TeMe; 3) MOAroToBKa pedepaTHBHBIX 0030POB.

Jlns MHBaNMAOB W JIMIl C OrPAHUYEHHBIMH BO3MOXHOCTSIMH 370POBbSl YCTAHABIMBAETCS
0COOBIN MOPSIIOK OCBOCHHS yKa3aHHOW JAUCHUIUIMHBL. B 00pa3oBaTensHOM MpOIECCE HCIOIB3YHOTCS
COIIMANIbHO-aKTUBHbIE H pedUieKCUBHBIE MeTOoAbl OoOyueHus (poJyieBas wurpa), TEXHOJIOTHH
COIIMOKYILTYPHOU peabuimuTali C 1EeNIbI0 OKa3aHHs IMOMOIIM B YCTAHOBJICHHUU TOJTHOLIEHHBIX
MEKJIIMYHOCTHBIX OTHOIIECHUH C ApYruMu CTyACHTaMHu, CO3JaHUHN KOM(i)OpTHOFO IICUXOJIOTHYECCKOTO
KJIMMaTa B CTyJCHUECKOW rpymnme. Brleo3naueHHble 00pa3oBaTeIbHbIE TEXHOJOTHH JTAIOT Haubosee



pPeKTUBHBIE PE3YyNbTAaThl OCBOCHUS AMCUUIUIMHBI C MO3MIMNA aKTyalu3allld COJEPKAHHS TEMBI
3aHATUS, BBIPAOOTKM  MPOJAYKTHBHOIO  MBIIUICHUS, TEPMHHOJOTHYECKOM TIpPaMOTHOCTH U
KOMIETEHTHOCTH 00y4aeMOro B aCIeKTe COLMAIbHO HAPaBICHHON MO3ULINUHU OYIyIIero CreuaincTa,
1 MOTHBAllMM K UHULIMATUBHOMY U TBOPYECKOMY OCBOEHHUIO yUeOHOTO Marepuala.

WNuauBuyanbHble KOHCYAbTALUN OOYUYAIOIIMXCSI TPOBOIATCS €KEHEEIBHO B (JOpMe Trasora.
JIyist JIALL ¢ OrpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbsI IIPEYCMOTPEHA OpraHU3alysl KOHCYJIbTalUi C
HCIIOJIb30BAHUEM DJICKTPOHHOM ITOYTHI.

4. OueHoyHble cpeacTBa IS TeKYyILIero KOHTPOJIA YCIeBAeMOCTH U IPOMeKYTOYHOM
aTTecTaluH.
4.1®oH1 OLIEHOYHBIX CPEACTB AJs NPOBeeHUs TEKYIero KOHTPOJIA.

Paszpnea 1. lokymenToBeneHune

1.VupaBnenue Kak mpoiecc pa3penieHus mpoOJIeMHbIX CUTYaIHi

2.Pecypchl utst pa3penieHns mpoOJIeMHbBIX CHTYaIllui

3.MudopmarmonHbie 3amackl 1 HHOOPMAITMOHHBIE PECYPCHI

4.Jloxanmu3arus HQOPMAIIMOHHBIX 3a11acOB U pecypcoB. JJokyMeHTHpOBaHUE

5./loxyMeHTarMOHHbIE 000JIOUKH MTPOOIEMHBIX CUTYallui

6.JIokanmu3arysi MpoOJIEMHBIX CUTYalui

7.IIpouieccol uHpopMarioHHoro oomMena. Mupopmanmonusie 000J09KH U HHPOPMAITHOHHBIE

8.mpocTpaHcTBa

9.lokyMeHTaIMOHHOE O0eCTIeYeHNE YIPaBICHUS

10. UadopmarmonHas KyJabTypa MeHeDKepa

11. TIpaBoBas 6a3a TOKyMEHTAIIMOHHOTO OOECIICYCHHS YITPaBICHUS

12. Cranpgaptu3anius Kak perjiaMeHTHUPYIONIass OCHOBA JIOKYMEHTAIIMOHHOTO oOOecredeHus
ynpasieHus: OObEKThI U MPOLIECCHl TOKYMEHTAMOHHOTO 00eCIIeYeH sl YIpaBICHUS

13. JIokyMeHTBI. DJIEKTPOHHBIC JOKYMEHTHI

14. TloaroToBKa JOKyMEHTOB. OTUyXKJIeHUE 3HAHUI

15. PegaktupoBanue JOKyMEHTOB. J{e0BOM CTHITb

16. CornacoBanue 10KyMeHTOB. B3anumoeiicTBie TOKyMEHTAIMOHHBIX 0001049eK

17. VrBepknenue (moamnucanue) 10KyMeHToB. PykoBoaurens kak JITIP-skcnept

18. TupaxkupoBaHHe U PACCHUIKA JOKYMEHTOB. DJIEKTPOHHbIE U3AaHUS

19. XpaneHue u HAKOTJICHUE IOKYMEHTOB

20. KoHTpOJIb UCTIOTHEHUS JOKYMEHTOB

Pa3znen 2. /lesioBOi JOKYMEHTO0000pOT

21. DneKTpOHHBIN T0OKYMEHTOOOOPOT. DJIEKTPOHHbIE AAMUHUCTPATUBHBIE PErIaMEHThI

22. Mopenu »IIeKTPOHHOTO JOKYMEHTO000poTa

23. Pa3zButue KOMOBbIOTEPHBIX TexHonoruit JJ0Y

24. YrpaBieH#e 31eKTPOHHBIM JOKYMEHTO000pOTOM

25. YnpaBneHue HHPOPMALMOHHBIMHU 3al1acaMU M pecypcamu

26. YnpaBieHue JaHHBIMU, HH(opMaIiel u 3HaHUAMHU

27. DnexTpoHHbIH ouc

28. OCHOBBI IOKYMEHTAITUOHHOTO 0OMEHa

29. Otuyxnenue P B )KW3HEHHOM LMKJIE 3JIEKTPOHHOTO JOKYMEHTA

30. OtuykaeHue qaHHBIX, UHPOpPMAIMK U 3HAHUN

31. CtpykrypHas, CeMaHTHYECKas U napaMeTpudeckas MOJIENH OTUYXXJICHUS
JOKYMEHTHUPOBAHHBIX 3HAHUI

32. JIOKyMEHT KaK MHTeJUIeKTyaJbHasi COOCTBEHHOCTb

33. UnTerpanus npoueccoB yrpapJieHUs] HA OCHOBE JOKYMEHTOTIOTOKOB

34. DneKTpOHHbIE TIOKYMEHTBI U «3JIEKTPOHHOE MTPABUTEIIHCTBOY

35. [Ipuxnaanpie MpoOieMbl KOMIBIOTEPHBIX TEXHOJOTHUH JTOKYMEHTALMOHHOTO OOecredeHus
yIIpaBJICHUS

36. JlokyMeHTaIlMOHHOE 00eCcIieYeHre OPraHOB rOCyJapCTBEHHOTO YIIPABICHUS



37. lokyMeHTaIlMOHHOE 00ecrieYeHre MPABOBBIX OPraHOB

38. JlokymeHTaImoHHOE o0ecrieyeHne OaHKOBCKO-(PMHAHCOBOH 1S TENbHOCTH

39. JlokyMeHTaIlMOHHOE 00ecTIeYeHHE EKTPOHHON TOPrOBIH

40. JIoxymMeHTaIMOHHOE 00eCTIeUueHHE B YIIPABICHUH MTPOEKTaMHU

41. CucremMbl aBTOMATH3AIMHX AETIOMPOU3BOJICTBA U 3JIEKTPOHHOTO TOKYMEHT0000pOTa

4.2 ®oHJ OLIECHOYHBIX CPEACTB /IS IPOBeIeHNs POMEKYTOYHON aTTeCTalluM.
Bomnpocs! k 3ayety

1. Oxapakrepusyiite ynpasieHue kak npouecc paspemienus [1C. KakoBbl HanpaBieHus
TpaHchopMauy KHOEPHETUIECKON MOJEIH CUCTEMBI yIipaBieHus? B uem cocTOUT pob
CYI'UP?

2. Kakwe cymecTBYIOT pecypchl Ui pa3peieHus IpoOIeMHbIX cuTyaruii? OxapakTepusynTe
PBIHKH JTaHHBIX, HHPopManuu, 3Hauuii u UT.

3. PaccmotpuTe mOKyMEHTHpOBaHWE YIPaBICHYECKHX pemieHui, popmupoBanue U 3 u UP.
4. B yeM 3akiro4aercsi CynHOCTh HH()OPMALMOHHON 000JI0UYKH U HH()OPMALIUOHHOTO
nynbcapa? ONUIIUTE apXUTEKTYPY YIIPaBIECHYECKUX JOKYMEHTOB. UTO mpeacTaBisieT co0oit
MOJeNb OQHUIMATIEHOTO 3JEKTPOHHOTO JoKyMeHTa? UTo Takoe ToKyMeHTalMoHHasi 000104yKa?
KaxoBs! ee cBoiicTBa?

5. Kaxkue npaBoBble aKThl COCTABIISAIOT IPABOBYIO OCHOBY JIOKYMEHTALIMOHHOTO 00€CTIeYeH s
ynpasienus B Poccuiickoit @enepanun? Oxapakrepu3yinTe OCHOBHBIE U3 HUX.

6. JlaiiTe XapakKTepuUCTHKY IMpUopHTEeTaM Uctob3oBanus M T B chepe rocy1apcTBEHHOTO
yIpaBieHUsI B COOTBETCTBUU C OCHOBHBIMU HAINPABICHUSIMH aJMUHUCTPATUBHON PEPOPMBI.

7. Kaxk oTpaxxeHbl BOMPOCH BHEAPEHUS B TOCYJAPCTBEHHBIX OpraHax CUCTEM 3JIEKTPOHHOTO
JTOKYMEHTO0000pOTa B (heepalibHOM 11eTIeBoi mporpamme «nekrporHast Poccus (2002—2010
ronel)»? [IpuBeanTe mpruMepbl KOHKPETU3ALMU BOTIPOCOB MO MPUMEHEHHIO KOMIIbIOTEPHBIX
TEXHOJIOTHil B IEJIONPOU3BOJICTBE U apXUBHOM Jjene B Konnenuuu nnpopmaruzanuu
apxuBHoOro nena Poccum.

8. Kakwue ctanaapTel HEOOXOAUMBI JUISI TUIIOBBIX 3JIEMEHTOB HH(POPMAIIMOHHO-
TEXHOJIOTMYECKON HHPPACTPYKTYPHI (eiepaibHbIX OPraHOB rOCYAapCTBEHHOM BIACTH?

9. PaccmoTpuTe OCHOBHBIE OOBEKTHI CTaHIAPTU3AIMU MEXAyHapoaHoro ctanaapta [SO
15489. 6. OxapakTepusyiTe 00bEKThI U MPOIECCH JOKYMEHTAIIMOHHOTO 00SCIICUCHMS
yIpaBICHUS.

10. Ompenienute COOTHOIICHUS MEXKAY JOKYMEHTOM, OUIIUAIBHBIM JOKYMEHTOM U
ANIEKTPOHHBIM JOKYMEHTOM. OxapakTepu3ynTe >KM3HEHHBINH UK 3JIEKTPOHHOTO IOKYMEHTA.
11. KakoBbI OCHOBHBIE PUHIIUIIBI, 3JI0KEHHBIE B TEXHOJIOTUH JIEKTPOHHOTO OOMEHa
nmauaeiMu EDIFACT u SWIFT?

12. PaccMoTpuTe 3TaIbl MOATOTOBKH 3JIEKTPOHHBIX TOKYMEHTOB.

13. Kakumu craHngapTaMu perjaMeHTHPYETCs ONKUCaHue MoJiesiel OPUCHBIX JOKYMEHTOB?

14. Oxapakrepu3yiiTe crielialbHbIE MPUEMBI MTPoLIecca PeJaKTUPOBAHHUA.

15. Kakue xapakTepHble YepThl MPUCYITH OPUIIMATHLHO-IEIOBOMY CTHIIIO?

16. Onpenenure XapakTep UCHOJIB30BAaHUS JOKYMEHTAI[MOHHBIX 000JI0UEK B Mpoliecce
COTJIaCOBAHUS IEKTPOHHOTO JOKYMEHTA.

17. B ueM COCTOUT poJib 3JEKTPOHHOM 1IU(POBOM NOMUCH TPH COTIACOBAHUU U YTBEPIKICHUH
JOKymMeHTa?

18. Oxapakrepu3yiiTe TEXHOJIOTUU XPaHEHHs U HAKOTUICHUS SJIEKTPOHHBIX JOKYMEHTOB.

19. KakoBBbI 3Tarbl KOHTPOJIS UCTIOJIHEHUS JOKYMEHTOB?

20. YUto nomxHbI 00ecrieunBaTh KOMIbIOTEpHBIE TexHOoIoruu JJOY?

21. Kakumu cBOMCTBaMH XapaKTepU3yeTCsl aIMUHUCTPATUBHBINA periaMeHT?

22. Kakue cTaHaapThl 1 HHCTPYMEHTBI HCHOJIB3YIOTCS TSl MOJETHPOBAHUS YIPABICHUECKIX
IIPOLIECCOB U MPOLIECCOB AEIONPOU3BOACTBA?

23. JlaiiTe XapakTepUCTHKY MTpobiieMam rnepexo/ia Ha 6e30yMakHYI0 TEXHOJIOTHIO paboThI ¢
JOKYMEHTaMH.



24. KakoBa 11e51b ()OpMHUPOBAHUS CHCTEMBI YIIPABICHUS FOCYJapCTBEHHBIMH
nH(POPMALMOHHBIMH pecypcamu?

25. OxapakTepu3yiite mpoOIeMbl KOHIEITYalbHBIX OCHOB M (DOPMUPOBAHUS 3JIEKTPOHHOTO
oduca.

26. OxapakTepusyiiTe 3akoHOMepHOCTH oTuyxaeaus 1 3 u UP.

27. Kakre KOMIOHEHTHI BKJIIOYAET CTPYKTYPHAsI MOJIENTb CHCTEMBI TEXHOJIOTHIA OTUYKICHHSI
JOKYMEHTUPOBAaHHBIX 3HAHUIN?

28. KakoBbI OCHOBHBIC KOHIICTIIIHA CEMAaHTUIECKOHN U IPAarMaTH4eCKOM MOJIENeH OTIYKICHHUS
JOKYMEHTHPOBAaHHBIX 3HAHUI?

29. OnpenenuTe cOCTaB MPABOBBIX PEKUMOB UH(POPMAIIHH.

30. KakoBbI HHTETpallMOHHBIE aCHIEKTH HH(POPMATMOHHBIX cucTeM? JlaiiTe XapaKTepuCTHKH
COTJIACOBAHHOCTH, COBMECTUMOCTH M HHTEPOIIEPAOETHbHOCTH WH(OPMAIIHOHHBIX CHCTEM.
31. PaccmoTpwuTe poJIb SJIEKTPOHHOTO TOKYMEHTOO0OPOTa B TEXHOJIOTHSAX «IJIEKTPOHHOTO
MIPABUTEIBCTBAY.

32. OxapakTepu3yiiTe OCHOBHbIE (DYHKIIMHM WHTEPHET-MIOpPTAIa OpraHa roCyJIapCTBEHHOTO
yIIpaBJICHUs, HHTETPUPOBAHHOTO C JOKYMEHTOOO0POTOM.

33. KakoBbI HanpaBieHHst CO31aHus (PYHKIIMOHAIBHOM MOJIENN JJOKyMEHTO000poTa
IIPaBOTBOPUYECKOrO mporecca’?

34. TlpuBemuTe MPUMEPHI OPraHU3AIMH AIEKTPOHHOTO JJOKYMEHTO000pOTa B OAHKOBCKOM
cdepe. 4. B uem cocTOSIT OCHOBHBIE IIPEUMYIIIECTBA OTKPBITOTO TOPTOBOTO MPOTOKOJIA
Wutepnera — |OTP?

35. JlaiiTe XapaKTEpUCTHKY CUCTEME Pa3MEIICHHS TOCYIapCTBEHHOTO 3aKa3a M CUCTEME
AIIEKTPOHHBIX c/eNoK. KakoBa MX poJib B cCHCTEME AIIEKTPOHHON TOPTOBITHU?

36. OxapakTepu3yiTe CTPYKTYpY U yIpaBiieHne HHPOPMaIMOHHBIMHU TTIOTOKAMHU
MHTETPUPOBAHHON MH(POPMALIMOHHON CHCTEMBI aBTOMATH3allMU CTPOUTEIIBHOTO
IIPOEKTUPOBAHHUS.

37. KakoBbI pe3ynbTaThl CTaHIAPTU3ALUH IEKTPOHHOTO MPEICTABICHHS MEAULIUMHCKUX
JIOKYMEHTOB?

38. [IpoBeauTe CONOCTaBUTENbHBIN aHAIU3 OTEUECTBEHHBIX CUCTEM aBTOMATU3ALINH
JIeTIOTIPOU3BOCTBA U AIEKTPOHHOTO JOKYMEHTO000pOTa.

39. B uem 3axiroyaeTcsi OCHOBHOE COJIepKaHHe JOKYMEHTAI[HOHHOTO 00ecreueHus
YIpaBJIEHUS KIMEHTHHIOM TPYI0CIIOCOOHOCTH?

40. Kakumu npu3HakaMu J0JKEH 0071a1aTh 0OBEKT 4eI0BEYECKOM NesATeIbHOCTH, AJIs TOTO
YTOOBI OH MOT' UMEHOBAThCSI IOKYMEHTOM?

41. Yto oTHOCUTCA K 0053aTeIbHBIM OTIMYUTEIbHBIM IPU3HAKAM JIOKYMEHTa?

42. Yto Takoe HaJIMYUE CMBICIOBOTO CEMAaHTHUYECKOTI'O COJEPKAHUA?

43. Yto Takoe HaIM4Kue CTaOUILHOM MaTepualbHON (hOopMbI?

44. Yto o3HayaeT TpeOOBaHME B3aUMOUCKIIIOYaEMOCTH NPH MTPOBeAeHNH Kiiaccudukanuu? Uro
O3HayaeT TpeOOBaHUE HENPEPHIBHOCTH MPH MTPOBEACHUU Ki1acCupuKanun?

45. Yto o3HavaeT kinaccupuKanus JOKyMEHTOB M0 ciocoOy Gukcauy HHPopMaluy B
nokymenrte? Uto o3HavaeT Kinaccupukanus JOKYMEHTOB 110 BUIaM MaTepUaIbHON OCHOBBI
JOKymMeHTa?

46. YUto o3HayaeT Kiaccu(pUKanusa JOKYMEHTOB 10 BUIaM HH(pOpMaIy, 3aMKCUPOBAHHOM B
JOKyMeHTe?

47. Yto o3HayaeT KinaccUpHKalus JOKYMEHTOB 10 BHJIaM PEKBU3UTOB, MPUMEHSAEMbIX IS
UACHTUDUKAIIMYA JOKYMEHTa?

48. Uto 03HavaeT KinaccU(pHKaMs JOKYMEHTOB 10 CIIOCO0Y ObITOBAaHMS JOKYMEHTA B
YyeJoBevecKoil cpeze?

49. YUto o3HavyaeT ceMaHTHUeCKasl Kiaccu(ukanus J0KyMeHToB? UTo 03Hayaer
¢byHKIMOHATBHAS KiIaccuuKkanus 10KkyMeHTOB? Kakue TOKyMEHTBI OTHOCATCS K BU3yaJIbHBIM
JOKyMeHTam?

50. Kakue 10KyMEHTBI OTHOCSTCA K TAKTHIBHBIM JJoKyMeHTaM? Kakue T0OKyMeHTBI OTHOCSATCS
K (hoHOJJOKYyMEHTaM?

51. Kakue 10KyMEeHTBI OTHOCATCS K ayJMOBU3yaJIbHBIM TOKyMEHTaM?



52. UTo 03HAYAET TEPMHUH «3HAKOBAsI CHCTEMay, IPUMEHSIEMBIN B JOKYMEHTOBEICHHUH ?

53. UTo 03HAYaeT TEPMHUH «TEKCTOBBIE IOKYMEHTBI», IPUMEHSEMBIA B IOKYMEHTOBEICHUH?
54. Y10 03HAYAET TEPMUH KHETEKCTOBBIEC JOKYMEHTBI», IPUMEHSIEMbIN B JOKYMEHTOBEICHUH?
55. Kakue 10KyMeHTBI OTHOCATCS K IEPUOAUYECKUM JOKYMEHTaM?

56. Kakne JOKyMEHTBI OTHOCSTCS K HETIEPHOAMYECKHM JOKYMEHTaM?

57. Kakue 10KyMeHTBI OTHOCATCS K OIyOJMKOBAaHHBIM JOKYMEHTaM?

58. Kakue 1OKyMEHTBI OTHOCSTCS K HEOMyOJIMKOBAaHHBIM JIOKYMEHTaM ?

59. Uto Takoe KOPIOPAaTUBHBIC CUCTEMBI JOKYMEHTAIIHH?

60. Kakue rpymibl JOKYMEHTOB OTHOCATCS K (DYHKITMOHAIILHBIM CHCTEMaM JIOKYMCHTAIIAN ?
61. Kakue rpymibl JOKYMEHTOB OTHOCSATCSI K KOPIIOPATUBHBIM CHCTEMaM JOKYMEHTAIHH?
62. Uto Takoe cucTeMa HOPMATUBHOM MTPABOBOM JIOKYMEHTAIIMH?

63. Kakue rpymibl JOKYMEHTOB OTHOCSATCS K CHCTEME HOPMATUBHOM TIPaBOBO
JTOKyMEHTaIuu?

64. Yto Takoe cucTeMa AUTIIOMATHYECKON JOKyMEHTAIINN ?

65. Kakue rpymibl JOKYMEHTOB OTHOCSATCS K CUCTEME JTUTUIOMATHIeCKON JJOKYMEHTAIHN?
66. Uto Takoe cucTemMa JOKyMEHTAIMU MO CTaHIapTam?

67. Kakue rpymibl JOKYMEHTOB OTHOCSATCS K CHCTEME JOKYMEHTAIUH TI0 CTaH1apTam?

68. Uto Takoe crucTeMa MaTeHTHOM JTOKYMEHTAITUN ?

69. Kakue rpymisl JOKYMEHTOB OTHOCSTCSI K CHCTEME TTAaTEHTHOHN JIOKYMEHTAIUH?

70. UTo Takoe crucTeMa OpraHU3alMOHHO-TIPAaBOBOM JJOKYMEHTAIIMH?

71. Kakue rpynmbl JOKYMEHTOB OTHOCATCSI K CHCTEME OPraHU3allMOHHO MTPaBOBOM
JnokyMeHTanuu? UTo Takoe cucTteMa OpraHu3allOHHO-PacoOPSAUTEIbHON JOKYMEHTAuN?
72. Kakue Tpymibl JOKYMEHTOB OTHOCSATCS K CHCTEME OPraHU3allMOHHO PaCTIOPSAUTEILHON
nokyMeHTanuu? YTo Takoe cucteMa KaapoBOW TOKYMEHTaun?

73. Kakue rpynmnsl TOKYMEHTOB OTHOCSITCS K CHCTEME KaJIpOBOM TOKyMEHTAIUHN ?

74. Yto Takoe cucteMa MpPOeKTHO-KOHCTPYKTOPCKOM JTOKyMEHTAIun?

75. Kakue rpynmbl JOKYMEHTOB OTHOCATCSI K CUCTEME MPOEKTHO-KOHCTPYKTOPCKOM
TokyMeHTanuu? YTo Takoe cuctemMa TEXHOJIOTUYECKOW JOKYMEHTaluu ?

76. Kakue rpynmnbl JOKYMEHTOB OTHOCATCS K CUCTEME TEXHOJIOTHUYEeCKON JOKYMEHTaluu?
77.Yrto Takoe cucteMa KapTorpaduuecKkon TOKyMEHTAIuu?

78. Kakue rpymnibl JOKYMEHTOB OTHOCSATCSI K CUCTEME KapTorpapuieckoi JOKyMeHTauuu?
79. Urto Takoe cucteMa yHU(PHUITUPOBAHHOHN TOKYyMEHTAIUN?

80. Uto mo3BOJISAIOT 00€CTICUUTh CUCTEMbI YHU(PUITUPOBAHHOW TOKYMEHTAITUH ?

81. Kakue cuctemMbl yHU(DUIIMPOBAHHON TOKYMEHTAIIMHU CYIIECTBYIOT B Poccuiickoii
®denepanyy Ha CErOAHAIIHUN JeHb? Kakue rpymnbl TOKYMEHTOB BKIIOYAET
YHubunupoBaHHas CUCTeMa OpPraHU3allMOHHO-PACTIOPSIIUTENBHON JOKYyMEHTAIIUU ?

82. Uto Takoe >NeKTPOHHBIN TOKYMEHT?

83. Uto Takoe ayieKTpoHHas nu(poBas moanucs?

84. Uto Takoe peKBU3UT dIEKTPOHHOTO JTOKyMeHTa?

85. UTo Takoe MoATBEepkKACHHUE MOATUHHOCTH 3JIEKTPOHHOTO IOKyMeHTa?

86. UTto Takoe 3IeKTPOHHBINA JOKYMEHTO000POT?

OneHouHble CpencTBa U MHBAIUAOB U JIMII C OTPAHMYEHHBIMH BO3MOJKHOCTSMHM 370POBbS
BBIOMPAIOTCS C YUETOM MX MHAUBUIYAJbHBIX MCUXO0(YU3NYECKHX 0COOCHHOCTEH.

— Ipu HEOOXOJUMOCTH HHBAJIUAAM U JIMLAM C OTPAaHUYEHHBIMH BO3MOXHOCTSIMHU 3/I0POBbBS
MIPEAO0CTABIIACTCS JOMOJHATEIBHOE BPEMS Ul IOATOTOBKHA OTBETA HA DK3aMEHE;

— TpU TPOBEACHUU TNPOLEAYphl OLCHUBAHUS PE3YIbTATOB OOYUEHHs WHBAJIMIOB U JIHUI| C
OTPAaHUYEHHBIMU BO3MOKHOCTSIMM 3JI0POBbsl IIPEAYCMATPUBACTCS HCIIOIB30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX UHAUBUAYATbHBIMU 0COOEHHOCTIMH;

— IpU HEOOXOJUMOCTH JUIsl 0OYYaIOMIMXCSl C OIPaHUYEHHBIMU BO3MOXHOCTSIMU 3JI0POBbSI U
MHBAJINJIOB MPOLEYypa OLEHUBAHUS PE3YAbTATOB OOYUEHHs N0 AUCLUIUIMHE MOXET MPOBOJUTHCS B
HECKOJIBKO JTalloB.

[Ipouienypa oOLEHMBaHMS pPE3YyIbTaTOB OOYUYEHUS HMHBAIUAOB M JUI[ C OTPaHMYCHHBIMH
BO3MOXHOCTSIMU ~ 3/I0pOBbs 10 JUCHUIUIMHE (MOJYJIO) IpEeaycMaTpuBaeT IPENOCTaBICHUE



uHpopmanuu B (opMax, aJaNTUPOBAHHBIX K OrPAaHUYEHUSM HX 3/J0POBbS U  BOCHPUATHS
UH(POPMAIINHU:

JUist U1 ¢ HApYIICHUSIMU 3PCHHS:

— B I1e4aTHOM (hopMe yBeTUUYEeHHBIM HIPUPTOM,

— B JopMe PIEKTPOHHOTO JIOKYMEHTA.

JIist AL ¢ HapyIIEeHUsIMU CITyXa:

— B miedaTHou (opme,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JUist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO amnapara:

— B miedaTHou (opme,

— B opMe dIEKTPOHHOTO JIOKYMEHTA.

JlaHHBII TIepedYeHb MOXKET OBITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHIEHTa
00yJaronuxcs.

5. IlepeyeHb OCHOBHOI W [IONOJHHUTEJNbHOI Yy4uyeOHOIi JuUTepaTypbl, HeOOX0AMMON I
OCBOEHM S TMCUUIJIMHBI (MOIYJIsA).

5.1 OcHoBHas JiuTEpaTypa:

I'punbepr, A.C. JlokymeHnTanmonHoe ooecrneduenne ynpasienus : yaeonuk / A.C. I'punbepr, H.H.
I'op6auér, O.A. MyxamermuHa. - Mocksa :FOnutu-/lana, 2015. - 391 c. : ta6m., rpad., wi., cxemsI -
bubmuorp.: c¢. 382-383. - ISBN 978-5-238-01770-9 ; To »xe [Dnexrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031 (02.03.2018).

Opranuzanys M TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOEeCHeueHUs YIpPaBIIEHUS @ JIIEKTPOHHOE
yaeOHoe mocobue / MunmcTepcTBO 00Opa3oBanusi U Hayku Poccuiickoit deneparnuu, deaepanpHoe
rocyiapcTBEHHOE Or0/IKeTHOEe 00pazoBaTeNbHOE yupekaeHue Briciiero odpaszoBanus «KemepoBckuit
rOCy/lapCTBEHHbI  yHHUBEpCUTET», WHCTUTYT HCTOpUH, TOCYAAPCTBEHHOTO YIpPaBJICHUA U
MEXIYHApOJIHbIX OTHOHIEHUN U 1p. - KemepoBo : KemepoBCkuil rocyaapCTBEHHBIN YHUBEPCHUTET,
2017. - 478 c. - bubmuorp. B kububmuorp.: ¢. . - ISBN 978-5-8353-2149-0 ; To ke [DneKTpoHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481592 (02.03.2018).

Ui OCBOEHHUS IUCLMIUIMHBI MHBAJIUAAMU U JHMIAMU C OIPAaHUMYEHHBIMH BO3MOXHOCTSIMH
3I0pOBbSl MMEIOTCSA HW3JaHMS B DJIEKTPOHHOM BHJE B 3IEKTPOHHO-OMOIMOTEUHBIX CHCTEMax
«YHHMBEpCUTETCKasi ONOIMOTEKa OHIIANHY.

MuoroypoBHeBas cuctema HaBuranuu OBC 1MO3BOJISET ONEPATUBHO OCYIIECTBIISATH IOMCK
HYXHOTro paszena. JInyHplii kaOMHET MHIUBUAYAIU3UPOBAH, TO €CTh KaXKIbIH MOJIb30BaTEllb UMEET
JIMYHOE MPOCTPAHCTBO C BO3MOXHOCTBIO OBICTPOTO IOCTYIA K OCHOBHBIM CMBICJIOBBIM Y3J1aM.

[Ipu uTeHMM MacmTad CTPAaHULIBI MOXHO YBEIUYHUTh, MOKHO HCIOJIb30BaTh MOJHOIKPAHHBIN
PEKUM OTOOpaXKEHHMsS KHUTU WM BKJIIOYUTH O3BYYMBAHME TEKCTa HEMOCPEACTBEHHO C calTa Ipu
MIOMOIIIY IIPOTPaMM 3KpaHHOT'0 J0CTyIa, Harpumep, Jaws, «Balabolkay.

CkaunBaemble ¢parmMeHTsl B Qopmare pdf, comeprkaliue MOATEKCTOBBIN CIOH, JOCTATOYHO
BBICOKOTO KauyecTBa M MOTYT MCIIOJIb30BATHCS TU(IOMPOrpaMMaMH JUIsl TOJOCOBOTO O3BYYMBAHUS
TEKCTOB, OBITh 3arpyxeHbl B TuuomIeepsl (YCTPOWCTB JUIs MNPOCIYIIMBAHUS KHMI), a TaKkKe
CKOIMPOBAHBI Ha JI000€ YCTPOMCTBO U1l KOM(POPTHOTO UTCHHUS.

B OBbC npencraBiieHa MeauaTeka, KOTOpas BKIIOUaeT B ceOsl pa3iuyHble TEMAaTUYECKUE ayan0
KHUTH pa3nuyHbIX u3aaTenscTB. KoHTeHT DBC akTMBHO MOMOJIHSAETCS KHUTaMU U Yy4eOHHKaMu B
MEXJIyHApOJAHOM CTaHAApTU3UpOBaHHOM (opmare Daisy i He3pAYMX, OCHOBY KOTOPOTO
COCTaBJIAIOT THOKas HABUIallMs U 3allUIIEHHOCTh KOHTEHTA.

5.2 JlonosiHUTeJILHAS IATEpaTypa:


https://biblioclub.ru/index.php?page=podcast_red
https://biblioclub.ru/index.php?page=podcast_red

1.Ky3uenos, 1.H. Jlenonpon3BoacTso : yaeOHO-cipaBouHOE nmocobue / M.H. Ky3neros. - 6-¢
u31., mepepad. u gom. - Mocksa : 3natenbcko-Toprosas koproparus «Jlamkos u K°», 2014. - 460 c.
: Tabm. - bubnmorp.: c. 359-363. - ISBN 978-5-394-01981-4 ; To e [DnexTponHslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=452846 (02.03.2018).

2.Poroxxun, M.YO. JlenoBbie JOKyMEHTHI B IpUMepax 1 o0pasiax : COOpHUK TUIIOBBIX
nokymenToB / MLIO. Poroxun. - Mocksa ; bepnun : lupexr-Menuna, 2014. - 496 c. : uin. - bubmumorp.
B KH. - ISBN 978-5-4475-1581-2 ; To e [DnexTponHsIii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253701 (02.03.2018).

3.Pui6akoB, A.E. OcHOBEI nenonpou3Bo/icTBa : yaeOHuk / A.E. Pei6akos. - 3-¢ usn., ucrp. -
Munck : PUTIO, 2016. - 320 c. - bubnuorp. B kH. - ISBN 978-985-503-606-8 ; To e [DnekTpoHHbII
pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463666 (02.03.2018).

4. JlokyMeHTallMOHHOE oOecTieueHre yrpaiieHus : yaeonoe nocoodue / HoBocubupckuit
roCy/lapCTBEHHBIN arpapHblil yHUBEpCUTET, DKOHOMUYECKU# ¢akynbTeT ; cocT. C.I'. UepHoBa. -
HoBocubupck : U1 «30m0T1oit konoc», 2014. - 106 c. : cxem., Tabin. - bubmuorp. B kH. ; To xe
[Onekrponnslii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=278155 (02.03.2018).

5.Kynses, H.H. JloxymentoBenenue : yaeOnuk / H.H. Kynses, JI.H. Ypanos, A.I'. ®abpu4HoB.
- Mockaa : Jloroc, 2011. - 178 c. - (HoBas yauBepcuterckas oudimoteka). - ISBN 978-5-98704-329-8
; To xe [Dnexrponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=84880
(02.03.2018).

6.Cromsipos, FO.H. lokymenTonorus / KO.H. CtonsipoB ; MEUHHUCTEPCTBO KyIbTYPHI
Poccniickoit deneparuu, OenepanbHoe rocyIapcTBEHHOE 00pa30BaTEeIbHOE YUPEIKICHNUE BBICIIIETO
npodeccnoHambHOTO 00pazoBaHus «OpIOBCKUH roCy1apCTBEHHBI HHCTUTYT UCKYCCTB U KYJIbTYPBI».
- Open : I'opusonr, 2013. - 370 c. : wi. - bubmmorp. B kH. - ISBN 978-5-904977-37-5 ; To xe
[DnexTponnsiii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=276208 (02.03.2018).

7.CmupnoBa, I'.H. D1ieKTpoHHBIE CHCTEMBI YIIPaBICHUS TOKYMEHTO000pOoTOM: Y4yeOHOe
rmocobwue, MPakTUKYM IO JUCIUIUTHHE : yaeOHoe nmocodbue / [.H. CmupHOBa. - MockBa : MoCKOBCKHi
roCyJIapCTBEHHBIM YHUBEPCUTET SKOHOMUKH, CTATUCTUKHU U nHGopmatuku, 2004. - 115 c. - ISBN 5-
7764-0399-5 ; To xe [DnexTpoHHsIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=90954 (02.03.2018).

8.MaprteiHoBa, E.B. JlokymenToBenenue : yueoHoe nmocobue / E.B. MapteiHoBa. - KemepoBo
:KemI'VKH, 2009. - Y. 2. OcHoBHI TekcTOJOTHHU.. - 108 c. ; To xe [DnekrponusIii pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=227741 (02.03.2018).

9.Poroxwun, M.I1O. Jlenonpon3BoACTBO: Kypc JIeKIu# : yueOHoe mocooue / M.1O. PoroxwuH. -
Mocksa ; bepnun : Jlupexkr-Menua, 2014. - 229 c. : un. - bubnuorp.: c. 222-223. - ISBN 978-5-4458-
6528-5 ; To xe [Dnexrponnsrii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253702
(02.03.2018).

10.  KOguna, JI.H. lokymeHTanMOHHOE OOecredeHe yIpaBleHYeCKON AesITeTbHOCTH :
yuebHoe nocobue / JI.H. FOnuna. - HoBocubupck : HI'TY, 2011. - 54 c. - ISBN 978-5-7782-1740-9 ;
To sxe [Dnexkrponnsiii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=228777
(02.03.2018).

11.  Apacnanosa, B.A. JlokyMeHTanimoHHOE oOecrieueHre yrnpaBieHus | y4eOHo-
npakTuyeckoe nocobue / B.A. Apacnanosa. - Mocksa :Jlupexkr-Menua, 2013. - 240 c. - ISBN 978-5-
4458-2253-0 ; To xe [DnekrpoHHbIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=137706 (02.03.2018).

12. JlokyMeHTalMOHHOE o0ecredyeHre ynpaBieHus Ou0InoTeyHO-uH(POPMALIMOHHOM
JeATeNbHOCTBIO | yueOHoe mocodue ams OakanaBpoB / MUHHCTEPCTBO KyabTypbl Poccuiickoit
®enepanun, OenepanbHOE rocy1apCTBEHHOE 00pa3oBaTeIbHOE YUPEKICHUE BBICIIETO
npoeccruoHanbHOro 00pazoBanus «OpIOBCKUN rOCY1apCTBEHHBI HHCTUTYT UCKYCCTB U KYJIBTYPBI» |
aBT.-cocT. A.C. PymsHiieBa. - Open : OpioBckuii rocy1apcTBEHHBIH HHCTUTYT UCKYCCTB U KYJBTYPHI,
2015. - 180 c. : Tabmn. - bubnuorp. B kH.. ; To xe [DnexkTpoHHsIi pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=439357 (02.03.2018).

13.  Cenuenko, I[1.B. JlokymMeHTalmOHHOE 0OecrieueHHe YIPaBIEHYECKUX PEIICHUH :
yuebnoe noco6bue / I1.B. Cenuenko, 10.I1. Exnakos, B.E. Kupuenko ; MunucrepcTBo o6pazoBaHus U
Hayku Poccuiickoit ®enepaunn, Tomckuii ['ocynapcrBennsiii YauBepcurer Cuctem YnpasieHus U



Pamnosnexrponuku (TYCVYP). - Tomck : Onb Konrenr, 2011. - 142 c. : Tabm., cxem. - ISBN 978-5-
4332-0008- ; To xe [DnexTpoHnHsIii pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=208691 (02.03.2018).

14. ®uonoBa, JI.P. Opranuzanus u TeXHOJIOTUS JOKYMEHTAIIMOHHOTO 00ecreyeHus
yIpaBiieHUs : KOHCHeKT Jekuii / JI.P. ®uonosa. - Ilensa : Ilen3eHckuii rocyaapcTBEHHBIN
yauBepcurtet, 2005. - 95 c. ; To xe [Dnexrponnsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=39371 (02.03.2018).

5.3. llepuoguyeckue U3IaAHUA:
Bonpoce! 5kOHOMUKH.
JlenoBoii mup.
KommepcanT.
KommepcanT-Daily.
MupoBasi 5KOHOMHUKA U MEKTyHAPOHBIE OTHOIIICHUS.
Poccniicknii 53KOHOMUYECKUH )KypHAIT
OKOHOMHUCT.
DKCnepr.
6. Ilepeyenb pecypcoB MH(POPMALMOHHO-TEJIEKOMMYHHMKAUMOHHOU ceTH «HWHTepHeT,
HEO00X0AMMBIX [IJISI OCBOCHUS IMCHUILIMHBI (MOLYJIs1).

NGk wWNE

=

http://www. kremlin.ru, - opurnansusiii cait [IpaButenscrea PD

http://www.gks.ru - opunmansusiii caiiT OenepanbHOil CITyKObI TOCYIaPCTBEHHOM CTATUCTUKU
3. http://lwww.krsdstat.ru — opunmanshelii caiit TeppuropruaipHoro oprana denepanbHOR
CITyOBI TOCYapCTBEHHOM CTAaTUCTHKHU 10 KpacHomapckoMy Kparo.

http// www.consultant.ru Caiit «Koucynstant [Tarocy»

http// www.garant.ru Caiit «I"apant»
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7. MeToauvecKkue yKa3aHus Il 00y4al0IIUXCsl 10 OCBOCHUIO U CIUILIHHBI (MOYJIf).

OO0uue pekoMeHJAlMU MO OCYIIECTBICHUIO CAMOCTOSITENFHOW pPAaOOThI MpEeACTaBICHBI B
METOJIUYECKUX YKa3aHUSAX, KOTOpPbIE COCTaBJIEHbI B COOTBETCTBUHM C TpeOoBaHusMu DenepalibHbIX
rOCYJapCTBEHHBIX 0O0pa30BaTEIbHBIX CTAaHAAPTOB BbIcHIET0 oOpazoBanus mo 27 u 38 YI'CH.
YTBepxkaeHsl Ha 3acenannn CoBeta skoHoMuYeckoro (dakynprera PI'BOY BO «KyoI'Y». IIpoTokon
No 8 ot 29 urons 2017 r. Ilpeana3zHadeHsl UIsi CTYACHTOB SKOHOMHYECKOTO (DaKyabTeTa BCEX
CHelHalbHOCTEN u HaIpaBJIeHUN MOJIFOTOBKHU. Pexum JOCTyTIA:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya.

BaxxubiM kpuTepueM B paboTe ¢ JEKIIMOHHBIM MaTepuaioM SIBJISETCS MOArOTOBKA CTYACHTOB K
CO3HATENILHOMY BOCIPHATHIO MpPErnojaBacMoro marepuana. [Ipu MmoAroroBke CTyAeHTa K JEKLIUU
HE00X0IMMO, BO-TIEPBBIX, IICUXOJIOTUYECKU HACTPOUTHCS Ha ATY paboOTy, 0CO3HATH HEOOXOMMOCTh €€
CHUCTEeMAaTUYECKOTO  BBINOJHEHUS. Bo-BTOpBIX, HEOOXOAMMO  BBINOJHEHHWE  IO3HABATENIHHO-
MPAKTUYECKON MEesATENIbHOCTH HAKaHyHe JIeKIUHU (IpoCcMaTpUBaHKe 3allicei Mpeablayeil JeKIUu 1Jis
BOCCTAHOBJICHUS B MaMATH paHEe H3YyYEHHOIO Marepuasa; O3HAaKOMJIEHHE C 3aJaHUuAMM JUIS
CaMOCTOSITENILHOM pabOThI, BKIIFOYEHHBIMU B IPOTpaMMy, TTOA00p JUTEPATYPHI).

[ToaroToBka K JEKIUU MOOHMIM3YET CTyJEHTa Ha TBOPUECKYIO pabOTy, TJIaBHBIMH B KOTOPOIt
SIBJSIIOTCA  YMEHHSI CIIylIaTh, BOCHPUHHUMATh, 3alMCHIBATH. 3aMKMCHIBAHUE JIEKIUU — TBOPYECKUM
npoiiecc. 3anuch JICKIUU KpalHe BakHA. JTO MO3BOJISIET HAJOJTO COXPAHUTh OCHOBHBIE MOJIOXKEHUS
JIEKIIMHU; CIOCOOCTBYET MOJICPKAaHUI0 BHUMAHMSI; CIIOCOOCTBYET Jy4llleMy 3alIOMHUHAHUS MaTepHaa.

Hns s>ddextuBHON pabOTHl € JEKIUOHHBIM MaTepHaloM Heo0X0AuMO 3a(pHUKCHPOBATH
Ha3BaHUE TEMBI, IJIaH JIEKIIUM U PEKOMEHJA0BaHHYI0 auTeparypy. [locie 3Toro nmpuctymnars K 3anucu
colepkaHus JeKuuu. B odopMmIeHHM KOHCHEKTa JIeKIUU BaXKHBIM MOMEHTOM  SIBJISIETCS
HEOOXOJMMOCTh OCTaBJATH MOJIA, KOTOpble MNOTpeOyloTcs [uid Mocieaytomeid paboTsl  Hax
JIEKIIMOHHBIM MAaTE€pPUAJIOM.

[Ipy noaroToBke K 3aHATHSAM CEMHUHAPCKOIO THUIA CJIEAYeT HCIOJIb30BaTh  BCIO
PEKOMEHIOBaHHYIO JIuTepaTypy. lIpexne Bcero, CTyAeHTBl AOJKHBI YACHUTH MPEIIOKEHHBIN IIaH
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3aHATHUA, OCMBICIUTHL BBIHCCCHHBLIC OJIsA OGCY)KZ[CHI/HI BOIIPOCBHI, MCCTO Ka)XJA0ro M3 BOIPOCOB B
PacKpBITHU TEMBI cEMUHapa. B mpoiiecce MOArOTOBKH K CEMUHAPY 3aKPEIUISIOTCS U YTOYHSIFOTCS YiKe
HU3BCCTHBIC U OCBAMBAIOTCA HOBBIC KaTCTOPHUH. CrankuBasich B X04€ MmoAroTOBKHM C HEOOCTATOYHO
IMOHATHBIMU MOMCHTAMH TCMbI, CTYACHTBI HAXOAAT OTBCTBI CAMOCTOATCIILHO WJIA (bPIKCI/IpyIOT CBOHU
BOITPOCHI IJIA MOCTAHOBKHU U YSICHCHHA UX HAa CAMOM CEMUHAPC.

Ha IIEpBOM IJTari€ MOATOTOBKHW K 3aHATHIO CCMHHAPCKOIO THUIIA CJICAYCT BHHUMATCIILHO
[IPOYUTATh KOHCHEKT JIEKUWH, W3Y4YUTh JIEKUUOHHBI Marepual, MOpoOJeMbl U  BOIPOCHI,
OCBCIIABIIMECA Ha JICKIIMOHHBIX 3aHATHUAX. HpI/I 3TOM BaXHO O6paTI/ITB BHUMAHHMC Ha HAYYHBIC
KaTCropuu, roHATHA, OIIPCACIICHU A, KOTOPBIC NCIIOJIb30BaJI JICKTOP JJIA PACKPBITUA COACPIKAHUS TEMBbI.
Ilocie BHMMAaTENLHOIO HN3Yy4YCHHA KOHCIICKTa JIGKIII/II\/JI N YACHCHHUA CMbICIIAa U COACPKAaHUSA OCHOBHBIX
MOHATHH U BOIIPOCOB TEMBI MOYKHO 00paIaThCs K HAYIHO-TCOPETHUICCKOMY M3YUEHUIO MaTepualia 1o
TaHHOU Teme, mpooiieMe.

Bo BpeMst 3aHATHS CEMUHAPCKOTO THIIA MPETIOAaBaTeIh OMPAINTUBACT CTYJCHTOB TI0 BOIIPOCAM,
3a1aHHBIM Ha JaHHOC 3aHATHC. BOHpOCI)I OOBSIBIISIIOTCS npenoaaBaTcjiicM Ha MNIPCAbIAYIICM
CEMUHAPCKOM 3aHATHUM M, KaK IIPAaBUJIO, OHU KOPPEIUPYIOTCA C BOIIPOCAMH, COJAEPKAIUMUCA B
COOTBETCTBYIOIIEH TeMme ydeOHOW MporpamMMmbl, HO MpenojaBaTelb BIpaBe 3aJaTh MU HEKOTOPHIC
JpyTHe BOTIPOCHI, OTHOCAIINECS K TeME CEMHUHapa W yKas3aTh, HA YTO CTYJACHTaM CIIEAyeT OOpaTUTh
0c000€e BHUMaHUE MPH TIOJITOTOBKE K CIICTYIONIEMY 3aHITHIO.

3aHATHS CEMHMHApPCKOTO THMAa MOTYT MPOBOJUTHCS B (QopMe CBOOOAHON AMCKYCCHUU TpU
AKTUBHOM Y4YaCTHM BCCX CTYACHTOB. B Takux ClIydadaXx y Kaxaoro CTyA€HTa MMECTCA BO3MOKHOCTHb
IMpOsABUTH CBOW IIO3HAHUA: OONOJHATH BBICTYIMAONIMX, HC COIJIallaTbCd C HHMH, BBICKA3bIBATbH
AJIBbTCPHATUBHBIC TOYKHU 3PpCHUA U OTCTAUBATh UX, IMOIMPABJIATH BBICTYIIAIOUIUX, 3aaBaTb UM BOIIPOCHI,
npeniarate JUis OOCYXIEHHUSI HOBBIE MPOOJIEMbI, aHATU3UPOBATh MPAKTUKY MO PACCMaTPUBAEMOMY
BOTIPOCY.

CemuHap Kak pa3BUBaroIlas, akTuBHas (Gopma ydeOHOTO Mpoiecca CroCOOCTBYET BHIPAOOTKE
CaMOCTOSITEIILHOTO MBINUICHUSI CTYACHTa, (OPMHPOBAHUIO WH(POPMAIMOHHOW KYJIBTYPBI, Pa3BUTHIO
po(hecCHOHATFHBIX HABBIKOB.

CamocrositenbHass paboTa TPOBOJAWTCS C [ENBIO 3aKpEIUICHUST H  CHUCTEMaTH3aIiH
TEOPETHUYECKUX 3HAHUH, POPMHUPOBAHUS MPAKTUICCKUX HABBIKOB 10 WX NMPUMEHEHHIO TIPU PEIICHUU
HSKOHOMHUYECKHUX 3a]]au B BBIOPAHHOW IPEAMETHON 00JIaCTH.

CamocrositenpHas paboTa BKIIOYACT: U3YYCHHE OCHOBHOW M JOTIOJHHUTEIBHOHM JIUTEpaTYpPHI,
npopaboTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepualia, MaTepualia YUeOHON M HAydHOU JIMTEPaTypHI,
MOJTOTOBKY K TMPAKTHYECKUM 3aHSATHSM, TOATOTOBKY JOKJIQJAOB-TIPE3CHTAINM, IOATOTOBKA K
TECTHPOBAHUIO M PEIICHUIO 33]ad, BBIMOJHCHUIO PAacYeTHO-TPAPHUECKOTO 3aJaHusl, MOJArOTOBKY K
TEKyIIEMY KOHTPOJIIO.

J1J1s1 IOJITOTOBKH K JIEKITUSIM HEOOXOJMMO U3yYHTh OCHOBHYIO U JIOTIOJIHUTEIILHYIO JIUTEPATYPY
10 3asIBJICHHOW TeMe U 00paTUTh BHUMAHUE HA T€ BOIPOCHI, KOTOPBIE MPEAIAraloTcsl K PACCMOTPEHUIO
B KOHIIC KaXKI0H TEMBIL.

B x011e caMOTIOITOTOBKY K CEMUHAPCKUM 3aHSATHUSM CTYICHT OCYIIECTBIISIET COOp M 00paboTKy
MaTepUaIOB 10 TEMATHKE €ro HCCICIOBAaHUs, WCIOJb3YS TPU OSTOM OTKPBITBIC HCTOYHUKHU
uHpopmanuu (MyOJIMKAallMU B HAYYHBIX M3JIaHUSAX, AHAJIUTUYCCKUE MaTepHajbl, PECYPChl CETH
WuTepHeT u T.11.), a TaKKe MPAKTUYECKUH OMBIT U IOCTYTHbIE MaTepHUabl 00bEKTa UCCIICIOBAHMUS.

KoHTpomnb 3a BBITIOJHEHHEM CaMOCTOSITENbHON paOOThl MPOBOAUTCSA MPH H3YYECHUH Kaxaon
TEMBbI TUCHUIUIMHBI Ha TPAKTUYECKUX (CEMUHAPCKUX) 3aHSITHSX.

[ToarotoBka pedepaToB — 3aKperieHne TEOPETUUECKUX OCHOB U MPOBEPKa 3HAHUM CTYJACHTOB
M0 BOIMPOCAaM OCHOB W MPAKTUYECKOW OpraHu3ali HAyYHBIX HCCIEIOBAHUM, YyMEHHE MOJI0HpaTh,
aHAJIM3UPOBATH M 000011IaTh MaTepuabl, PACKPBHIBAIOIINE CBA3H MEXKIY T€OpUEH U MPAKTUKOH.

Jlis  yCHeNIHOTO OCBOGHUS MUCHUIUIMHBI HWHBAIHIAMH M JIMIAMHA C OTPaHHUYEHHBIMH
BO3MOXHOCTSIMU ~ 3JIOPOBbsI  OOJNBIIIOE 3HAUEHHE WMEET WHIAUBUAyalbHas YydeOHas pabora
(KOHCYNBTAIMN) — IOTIOTHUTENHHOE Pa3bsICHEHNE Y4eOHOTO MaTepuaa.

NunuBuayanbHple  KOHCYABTAllUM IO TPEIMETy  SIBISIFOTCS  BaXXHBIM  (haKTOpPOM,
CHOCOOCTBYIONIUM WHAMBHIyaTU3allid OOYyUeHUs U YCTAaHOBJICHHIO BOCIUTATEIHHOTO KOHTAaKTa
MCXKIAY HOpCrnoaaBaTciicM n O6y‘-IaIOI_L[I/IMCSI HWHBAJINJI0M HJIn JIMIIOM C OTpaHUYCHHBIMU
BO3MOKHOCTSAMMU 3J0POBbA.



B ocBoeHMM IUCHMIUIMHBI WHBaJIMJaMU M JIMHAMU C OrPAHUYEHHBIMH BO3MOKHOCTSIMU
30pOBBsl  OOJBIIOE 3HAYCHHE WMEEeT WHAMBUAyalbHAas YydeOHass paboTa (KOHCYIbTAIUH)

AOIIOJIHUTECIIBHOC Pa3bsCHCHUC y‘I€6HOI‘O Mmarcpuaia.

NupuBunyanbHbie

KOHCYJIbTalluU 110

NpEeaMeTy  SIBIISIOTCS  BaXHBIM  (aKTOPOM,

CHOCOOCTBYIONIUMHU HWHAWBHIyaTH3allid OOYYCHHS M YCTAHOBICHHUIO BOCIHTATEIHHOTO KOHTAKTa
MEXIy TMpEenojaBaTeieM W
BO3MOKHOCTSIMH 3/I0POBBSI.

o0y4JaronuMces

HHBAJILJOM HWJIM JIMOOM C  OI'PaHUYCHHBIMU

8. Hepeqeﬂb HH(])OpMaIII/IOHHI)IX TeXHOHOFHﬁ, HCIIOJB3YEMbBIX IIPH OCYIIECCTBJIICHUH

o0pa3oBaTeIbHOIO Mpolecca Mo JUCHUIINHE (MOLYJII0).

8.1 IlepeyeHb MH(POPMALMOHHBIX TEXHOJIOTHIi.

JUis TOArOTOBKM M JIEMOHCTpAIMM IPE3EHTAllMOHHBIX MAaTepHalioB MCIOJIb3YeTCsl IaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 ¢ Beixonom B IHTEpHET.

8.2 IlepeuyeHb HeOOXOAUMBIX HH(OPMALIMOHHBIX CMIPABOYHBIX CHCTEM

OObyyaromuMces JOHKEeH ObITh 00ecreyeH JOCTYN K COBPEMEHHBIM IMpodeccnoHalbHbIM 6a3zaM
JTAHHBIX, TPO(hEeCCHOHAIBHBIM CIIPABOYHBIM U ITOMCKOBBIM CHCTEMaM:

OnexTpoHHO-0ubnuoTeunas cucrema (3bC) BOOK.ru,

DnekTpoHHas oubnuoTeyHas cuctema "YHuBepcurerckas ononunorexka ONLINE",
DOnekTpoHHas oubnuoreyHas cuctema "tOpait",

CrpaBouHo-npaBoBas cucrema «Koucynasrant [Tmroc» (http://www.consultant.ru),
Dnexkrponnas oubmuoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru).

9. MarepuajbHO-TeXHHYECKAsI

0a3a, HeoOXoauMas IS OCYyIeCTBJICHUSA

00pa30BaTeJILHOI0 MPOLECCa MO AUCHHUIUINHE (MOIYJII0)

MartepualibHO-TeXHHYECKOE 00eCTieUeHHEe IUCUUTIITUHBI (MOAYJIs)

Ne Bug pabor
1 OCHAIIICHHOCTH
1. JIeKIMoHHbBIE 3aHITHS Jleknmonnast aymuropusa 520A, 207H, 208H, 209H, 212H, 214H,
201A, 205A, 4033JI, 4038J1, 4039J1, 5040JI, 5041J1, 5042JI,
5045JI, 5046JI, ocHamieHHass MPE3EHTAMOHHOW  TEXHHKOH
(mpoexkTop, SKpaH, KOMIIBIOTEP/HOYTOYK) U COOTBETCTBYIOIIMM
nporpammubiM obecrieuerneM (IT0) MicrosoftOffice.

2. CemuHnapckue 3anatus | CnenuanbHoe nomemenue 2026J1, 2027J1, 4034J1, 4035J1, 4036J1,

504311, 201H, 202H, 203H, A203H, OCHAILIEHHOE
MPE3CHTAIIMOHHOW TEXHUKOW (IIPOEKTOp, OJKpaH, HOYTOYK) U
NPUKIAAHBIM TIporpaMMHbBIM oOecriedeHueM (MicrosoftOffice), a
taroke aynurtopun A208H, 202A, 210H, 216H, 513A, 514A, 515A,
516A.

3. JlaboparopHbie Jlaboparopus 201H, 202H, 203H, A203H, 205A,
3aHATHUS HE | YKOMILJIEKTOBaHHAs CHeIHaTU3UPOBAHHON MeOebIo u
MPEeIyCMOTPEHBI TEXHUYECKUMHU  cpeAcTBamMu  oOydeHus.  Paboume  MecTa,
y4eOHBIM TJIAHOM MOJIKIIIOYEHBl K JIOKaTbHOW ceTu (hakynbTeTa, MUMEIT IOCTYN K

rnobanpHOM cetn MIHTEepHET.

4. I'pynnosslie Aynurtopus 224
(MHIUBHTyaTbHBIE)

KOHCYIbTaIlIN

5. Texkymwuit  koHTposb, | Aynutopuss  520A, 207H, 208H, 209H,212H, 214H,
MIPOMEKYTOUHAs 201A,205A,A208H, 202A, 210H, 216H, 513A, 514A, 515A,
aTTeCcTaIus 516A,2026J1, 2027J1, 4033JI, 4034JI, 4035J1, 4036J1, 4038JI,

4039J1, 5040J1, 5041JI, 5042J1, 5043JI, 5045J1, 5046JI, 201H,
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202H, 203H, A203H yKOMIUIEKTOBaHHBIE MPE3CHTAIMOHHON
TEXHUKOW  (IPOEKTOp, DHKpaH, HOYTOYK) M  IPHUKIAIHBIM
nporpammHbIM obecnieuerneM (MicrosoftOffice ).

CamocTrogrensHas
pabora

Kabuner s camMOCTOSTENbHOM  pabOThl,  OCHAIICHHBIN
KOMIIBIOTEPHOM TEXHUKOW C BO3MOKHOCTBIO IOJKIIOYEHUS K CETH
«MHTEepHET», IpOrpaMMOn JKpPaHHOT'O YBEIIUYECHHUS U
00eCTeYeHHbI  JOCTYIIOM B DJIEKTPOHHYIO HH()OPMAIMOHHO-
00pa30BaTENIbHYIO CPEY YHUBEPCUTETA.




PELIEH3HA
Ha padoTIyEy ONporpaMMy VvIeOHOH JHCIHIUTHHEL
E1.B.01 « JOKYMEHTOBEAEHHE H JETOB OH JOKYMEHTOOLEOPOT»
no coenHaasHocTH 38,05 .01 « DxoHoMHYecKad 0820MACHOCTEY I/IT KATETOPHHE O0VIAIOIIHXCT
0 CHENHATHIANHHE « JKOHOMHKO-TIPAEOEOE 0DECIIEYEHHE 3KOHOMHYECKOH Oe30MaCHOCTHY (3a09HOH
thopael 00VIennT), paspadoTaHHOTO Kadeapoi
SKOHOMHKH OpeINpHATHS, PeTHOHAILHOT0 H KaAPOBOT( MeHeKMEHTA
DIBOV BO «Kyel ¥»

Pabouas mporpammva yuedHoH gucummnuusl «JOKVMEHTOBEAEHHE H JETOB OH
AOKVMEHTOOLOPOT» conep:®uT Neld H 3a0a9H H3VISHHS JHCIOHIUTHHEL, MECTO AHCIHILTHHEL B
CTPVETVPE OOpas0BaTeNLHOH IIpOrpaMMEl, NepedeHE IUIAHHPVEMEIX pesVILTATOE OOVUeHHH IO
OHCLOHILTHHE, COOTHECEHHRIX C IUIAHHPYEMBIMH pe3yIbTaTaMH OCBOSHHA O0pa3oBaTelLHOH
OporpaMMEl, paclpedelcHHe TPYIOEMKOCTH JHCIHIIIHHEI IO BHIAM padoT H O  pasjenaM
OUCLIHILTHHEL, COOEPKaHHE PAazAciIOBR JHCITHIIIHHEL, NEPEedYeHb VIEOHO-METOQHUECKOr0 00eCIedeHH
o189 CaMOCTOATENIRHOH paboTHl OOVHAROINHXCH [0 JHCUHINIHEE, ODpasoBaTelIbHEIS TEXHOIOTHH,
OLIEHOYHBEIE CPEACTEA JId TEKVINEro KOHTPOMA VCIEEAEMOCTH H MPOMEKYVTOYMHOH AaTTeCTAllHH,
nepedeHb OCHOEHOH H JONOIHHTEIEHOH ViIcDHOH IHTEpaTyVPEL, NepeucHE PeCVPCOE HHDOPMAIHOHHO-
TeIeKOMMVHHEKAITHOHHOH cetH  «lETepmers. HeoOXOOHMEIX 19 OCBOSHHMA  OHCLHILTHHEL
METOOHYECKHE VKA3aHHA 14 O0VIalOIHXCcd, [epedeHb  HHGOPMAITHOHHEIX — TEXHOJIOTHH,
HCIONBZVEMEBIX NPH OCVINECTEICHHH O0pPa3OBaTelIBHOID MPOLECcd, XapaKTepHCTHEY MaTepHATBHO-
TeXHHYECKOH 0a3hl, HEOOXOOHMOH 11 OCVIIECTEICHHA 00Pa30EATEIRHOIO MPOLECca M0 JHCITHILTHHE.

Cogepxansie pabouell mporpamMuel vueOHOH gHcHHIUIHHE! cooTBeTcTEyveT ©IOC BO mo
nporpamse crnenmanHTtera 380501 «3JxoHoMEYecKad Oe€30MACHOCTR» (VPOBSHE CHEIHATHTETA),
vreepageHHoMy [Ipurkazon Munoopaayks Pocens o1 16 ageapa 2017 r. N 20, OOIT BO, tpebCopanmam
IIpukaza MusscTepcTEa 00pasoeanud H Hayke Poccuiickoil @egepaurm (Munooprayvks Poccrn) ot 3
anpena 2017 r. Ne301 "O0 yreepxaerns [lopagka opraiHzaniH H OCYINECTEISHHA 00pas0EaTeIRHOH
OeATENBHOCTH [0  OOpazOBATENRHEIM IIPOTpaMMaM EBEICIOETO OOpazOBAHHA -  I[IporpaMMaM
DaKanaEpHaTa, IPOTrpaMMaM CIIEIHATHTETA, IPOTPaMMAaM MATHCTPATYPEL , VISOHOMY IUIAHY IPOTpaMM
cremmamuTeTa 38.05 01 « IxomoMHYeckad Oe20MACHOCTRS.

Pabogas mnporpamma vacOHOH JHCUHINHEEL COZSPEHT MeTOOHYSCKHE  MATEpHAMEI
MERIHCUHIUTHHEAPHOTO H MIPOOIEMHEO - JeATEIRHOCTHOTO XapakTepa, ODeCIeYHEAKIIHE CEA3h TEOPHH
C MpaKTHEOH, KEPHTSpHEE OIEHEH ¢ IUIAHHPYEMEBIMH pesyIbTaTaMH. Pabodas mporpamsa vaeOmoi
OUCLIHIITHHEl ABIAETCA MOMHEIM H aJeKBATHRIM oToDpaxeHuenm tpedoeaummii @I OC BO u OOIL
oDeclegHEAcT pelleHHe OUEHOTHOH 3a0a9H COOTEETCTEHA 0DIHX H IMpodecCHOHATEHEIX KOMIIETEHITHI
BBITVCKHHEA 3THM TPeOOBaAHHAM.

Kpome sToro e nmporpayMue IpHECIHTCA OLIEHOYHEIN MaTepHal B TECTOBOH dopMe. JagaHua oA
JoMamHed KOHTPOIBHOH padOTEl IOZEONAIOT OLUSHHTL HABBIKH IIPHOOPETEHHEIE CTYISHTAMH IIpH
H3VIEHHH JHCIHIUTHHEL

CnHCOK IHTepaTypPEL BETIOYAST T HCTOTHHEH, KOTOPEIS HMEIOTCE V CTVISHTOE H E OHOIHOTEKE
VHHEEPCHTETA, 4 TAKKS JaHEl MIOJIEIHEIE CCBLUIKH B FIHTepHET.

Saxmodende: Pabogas nporpaMa yaeOHOH THCHHITITHHE COOTEETCTEVET BCEM IPEIbABTASMEIM
TpeOOBaHHANM H MOKET DBITE PEKOMEHIOEAHA K VIESPAIEHHIO E IPeICTABISHHOM BHIE.
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PELTEH3MA
Ha padoTyIo IpOoTPamily VIcOHOH THCITHILIHHELD
E1.B.01 « JOKYMEHTOBEAEHHE H JETOB OH JOKYMEHTOOBOPOT»
no cnenHanteHocTH 38.05.01 «IxoHOoMHYECKad OL30MMACHOCTEY 419 KATETOPHHE 00V IAKIITHXCA
10 CHENHATHAAINH « JKOHOMHEO-TIPABOEOS 0DECIIEYeHHE SKOHOMHYIECKOH 0830acHOCTHY (3a09HOH
doprer 00vaeHna), paspaboTaHHOrO Kadegpoi
JKOHOMHKH NPeINpPHATHA, PETHOHAIBHOTO H KAJPOBOro MeHeKMeHTa
OTBOV BO «Kyol V»

Pabowas nporpamma vucoHoH gucuHnmHEE! «JORKVMEHTOBEJEHHE H JE.T{}BOE?
HAOKYMEHTOOBOPOT» comep:HT UeTH H 337a9H H3YVISHHA JHCITHIUTHHEL, MECTO JHCITHIITHHEL B
CTPVETVPE 0O0paszoBaTENBHOH MPOrpaMMEl, MNEpPedeHb ILIAHHPVEMBIX pEe3VILBTATOE OOVUEHHA IO
OHCLHILTHHE, COOTHECEHHEIX C I[UIAHHPVEMEBIMH pPe3VIBTATAMH OCBOSHHA O0O0pa3z0BaTeIbHOH
OpOrpaMMEl, paclpedeleHHe TPYAOEMKOCTH JHCUHINIHHEI II0 BHIAM padoT H 0 pasgenaM
JHCIOHILTHHEL, COJep:KaHHe pazgcIoR JHCIHIIIHHEL, NepedeHE VIcOHO-METOOHYECKOrO 00eCIIeIeHH
OnA CaMOCTOATEIRHOH paboTel 00VYalOIIHXcA @0 JHCHHIUIHHE, O00pa3oBaTelbHBIE TEXHOIOTHH,
OLIEHOYHEIE CPEACTBA OI4 TEKVINEro KOHTPOIA VCIEBAeMOCTH H NPOMEKVTOYHOH ATTECTALTHH,
nepedeHbs OCHOBHOH M JONOIHHTEIBHOH VIeOHOH IHTEpaTypEL MepeucHb PeCYPCOE HHOOPMALTHOHHO-
TeIeKOMMVHHEAUHOHHOH cetH  «[HTepHEeT”, HeOOXOOHMMEIX I8 OCBOSHHA JHCIHILTHHEL
METOOMYIecKHe  VKA3AaHHA I8 O0VYAIOINHXCH, NepedeHbh HHOOPMAITHOHHEBIX  TeXHOJIOTHH,
HCMOAB3VEMEIX [IPH OCVINECTEASHHH 00pa30BaTeIRHOTO MPOLIECccda, XapakTepHCTHKY MaTepHATBHO-
TeXHHYeCKOH 0a3kl, HeOOXOIHMOH I/ OCVINECTEICHHE 00Pas0RaTeIBHOTO MPOLECca 0 JTHCLHILTHHE.

Cogepskanse pabodueH mporpaMMel vaedHOH gucoHIUTHHEL cooTBeTcTEyer ©I0C BO mo
nporpaMMe crnemHanHTeTa 38.05.01 «DrOoHOMHYecKAd O€30mACHOCTEY (VPOEEHE CIICIHATHTETA),
vreep:EgennoMy [Ipurazon Munooprayen Pocenn ot 16 aaeapa 2017 r. N 20, OOII BO, Tpeboparnau
[Ipuxasa Munucrepctea o0pazorannud 1 Hayku Poccuiickoit @epeparman (Munobprayvin Poccrn) ot 3
anpens 2017 r. Ne301 "00 yreepxgennn [lopagka opraHszanme H OCYIDECTEICHHA 00pPa30BATEIBHOH
OeATEIBHOCTH 10 00pa30BaTelBHEIM IIPOTPAMMAM — BEICIIETO O00pa30BaHHA - [IporpaMMaM
DaKanmaEpHATA, IPOrPaAMMAM CISIHATHTETA, IPOTrPAMMANM MATHCTPATYPEL , VISOHOMY ILTAHY IpOTrpasM
crenmamuTeTa 38 05 .01 «DromoMHYeckans De20macHOCTR.

Pabouas mporpamda yueOHOH JHCUHMIUIHHEL COJEPEHT METOOHUECKHE  MaTepHAIE
MEEIHCUHILTHHAPHOTO H IPO0NeMHO - JeATENRHOCTHOTO XapakTepa, O0SCIeYHEAKINHE CBA3L TEOPHH
C MNPaKTHEOH, KPHIEPHEE OLUEHKH C IUIAHHPYEMEIMH pesyiIsTaTaMH. Pabodada mporpaMMa vieDHOH
JHCITHIITHHE! ABIAeTCH MOTHEIM H 30eKBaTHEIM oToDpaxeHHeM Tpeborammil ©I0OC BO m OOIL
oOecredHEaeT peleHHs OLIEHOYHOH 23aJa9H COOTBETCTEHA 00IIHK H NpodecCHOHATEHEX KOMIISTEHITHH
BEITVCKHHEA 3THM TPeOOBaHHAM.

Kpome 3Toro B nporpaMme mMpHEOIHTCA OLIEHOYHEIH MaTepHAT B TECTOEOH dopMe. JanaHua s
JoMaImHeH KOHTPOIBHOH pa0OTEl MOZEQIAIOT OLICHHTE HABRIKH IIPHOOPETSHHEIS CTVICHTAMH IIPH
H3VUEeHHH JHCITHIUTHHEL

Cromcok mHTepaTypel BKIIOYUAET T HCTOYHHEH, KOTOPEIE HMEKTCA V CTVISHTOE H B OHONHOTEKS
VHHEEPCHTETA, a TAKKE JaHBI [T0JIe3HEIE CCBUIKH B HHTepHET.

Saxmiodenne: Pabo9as nporpaMMa yue0HOH THCITHITTHHEL COOTEETCTEVET BCEM IIPEIBARIASMEIM
TpeDOBAHHAM H MOKET OBITE PEKOMEHIOEAHA K YVIBSPHEACHHIO E IPEICTARICHHOM EHIE.
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