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1 He.]'[l/l U 3aJa94 U3yIE€HUS TUCIHUIIJIMHBI.

Ilesb ocBOEHMS T CHUTITHHBI
OcHoOBHAaA

yenw

U3y4YEHUS

TUCHUIITUHBL  «OCHOBBI  JICNIONPOU3BOJACTBA U

JOKYMEHTOO0OpOTa» - MPUOOpETeHHE CTyJACHTAaMH TEOPETUYECKHX 3HAaHW B 00JacTH
JOKYMEHTAIMOHHOTO o0ecriedeHuss o0pa3oBaHMs, O3HAKOMJICHHE C BHJIaMU JOKYMCHTOB,
HCIIOJIb3YEMBIMH B JICATEILHOCTH 00pPa30BaTENIbHBIX OPraHU3allui, TTOJTYIeHHE MPAKTUICCKUX

HaBBIKOB M0 CO3JIaHUIO U 00pa0OTKE ITUX IOKYMEHTOB.

N

3agauyu AMCHMUILIAHBI.

N3yuenune
YIPABJICHYECKOU EATEIBHOCTH.

OCHOBHBIX

HOJOXKEHUU U

CTaHJApTOB IO

JIOKYMEHTHPOBAHUIO

O3HaKoOMJIEHHE C COBPEMEHHBIMH CITIOCOOAMU M TEXHUKON CO3AaHUS TIOKYMEHTOB.
BripaOoTka mpakTUYeCKOTo HaBblKa B pa3pab0TKe OCHOBHBIX CIIY)KEOHBIX IOKYMEHTOB,
periaMeHTHPYIOIKUX 00pa30BaTeIbHYIO 1€ATEIbHOCTb.

Osnaneuue

IIpueMaMHi U

HaBbIKaMu  palOOTHI

C pa3jInYHbIMU

JIOKyMEHTaMH,

paloOHaIbHON OpraHU3aui JOKyMEHTO000poTa B 00pa30BaTEIbHON OpraHu3aliu.

MecTo TUCHUIIMHBI B CTPYKTYpe 00pa30oBaTe/ibHOI MPOorpaMMbl.

Jucnurnnuna JEJIONPOU3BOJICTBA M JIOKYMEHTOOOOPOTa»

«OCHOBBI

BAapUaTHUBHOW YacTH y4eOHOTO IJIaHa.

CopnepxaHve MaHHOW IUCIUTIIIAHBI

JTUCITUTIIIMHAMHA y4eOHOTO TIIaHa.

Ilepeyennb

IUIAHNPYeMBbIX

pe3yJbTaToB

o0yyeHus: Mo

OTHOCHUTCA K

TCCHO CBsA3aHO C IICUXOJOro-nmcaarortdycCKuMu

AUCIHHUIIJINHE,

COOTHECEHHBIX € IVIAHNPYEeMBbIMH Pe3y/JbTATAMH OCBOEHHS 00pPa30BaTe/JbLHOI NPOrpaMMbl.
N3yuenune nanHO#M y4eOHOM MUCUIMIIIMHBI HAMpaBlieHO Ha (POPMHUPOBAHUE CIEAYIONINX
xommnereHuii: OK-7, OITK-2.

Ne Nunexc Conepxanue B pesynbTaTe nzydeHus: yueOHON AUCITUTUTMHBI
- r_I KOMIET | KOMIIETCHINH (MU 00yyaromuecs: 10JIAKHbI
" | eHnum e¢ JacTH) 3HATh yMeThb BJIA/IETh
1. OK-7 CIIOCOOHOCTBIO - TEpPMHUHOJIOTHIO B - IPUMEHATH Ha - 3aKOHOJATEIbHBIMU
HCIIONL30BATE obtacTu MPaKTHKE 1 HOPMATUBHO-
6 JIeTIONPOU3BO/ICTBA,; rOCy/IapCTBEHHbBIE METOANYCCKHUMHU
430BBIC IIPABOBLIC - HOpMaTHBHO- CTaH/IaPThI, IPyTHE MaTepuaaMu 110
3HAaHUA B PA3JIMYHBIX | meTOogUYECKOE HOpPMAaTHUBHBIE U OpraHu3anuu
chepax peryanpoBaHue METOIHUYECKHE JIETIOTIPOU3BOCTBA;
JNESTETHHOCTH JIETTOTIPON3BO/ICTBA; JIOKYMEHTBI, - Knaccmpnfaunen,
- mpaBuIia PETIaMEHTHPYIONINE | THIU3alMEH,
MOATrOTOBKU M OpraHHU3aIuo COCTaBOM
ohopmiteHHs JIeTIONPOU3BO/ICTBA,; YHUDUIUPOBAHHBIX
OT/CIbHBIX BHIOB - COCTaBJISTh U CHCTEM
JIOKyMEHTOB; MPaBUIILHO (B JIOKYM EHTAI[1H;
- OpraHU3alMOHHbIC COOTBETCTBHH C - opraHuzanuen
(hopmBI paboOTHI € JICHCTBYIOIIUMHI JIOKYMEHTO0000pOTa,
JIOKyMEHTaMH; HOPMATHBHBIMHU XpaHeHHEM
- OpraHu3aIuio JIOKyMEHTaMH) JIOKyMEHTA U
JIOKYMEHT0000poTa; | ohopMISITH OCHOBAaMH apXUBHOTO
- TEXHOJIOTHIO OCHOBHBIC BH/IBI XpaHEeHHsI
peopranuzanuu OpraHU3aIHOHHBIX, JIOKyMEHTa,;
JIOKyMEHTOB; PachopsAUTENbHBIX U | - METOAaMHU
- TEXHOJIOTHIO nH(pOpMALIMOHHO- palroHaTH3aIUH
OpraHu3aIyu CIPaBOYHbBIX JIETIONPOU3BOJICTBA U
XpaHeHHs JIOKyMEHTOB. BHEJIPEHUST HOBBIX
JIOKYMEHTOB B HHPOPMAITMOHHBIX
JIEITOTIPON3BOJICTRBE; TEXHOJIOTHH.
- 0cCOOEHHOCTH
JIEITOTIPON3BOICTBA

Ha IPpCANPUATHUIX.




Ha MPEeIIPUATHIX.

No HNunexc Conepxxanue B pesynbrate nzydeHus: yaeOHOU JUCIIUILTUHBI
I r'[ KOMIIET | KOMIIETEHIIMH (WU 00yyaroluecs: 10IKHbI
" | eHuMH €€ 4acTH) 3HaTh yMeThb BJIAJeTh
2. OIIK-2 | cnocoOHOCTBIO - TEPMHUHOJIOTHIO B - IPUMEHSITh Ha - 3aKOHO/IATEbHBIMH
OCYILECTBIIATH obnactu MPaKTHKE U HOPMATHUBHO-
JICTIOTIPOU3BO/ICTBA; rocyJapCcTBeHHbIC METOMYECKUMHU
oOyuenwue, - HOpMaTHBHO- CTaHJAPTHI, IPYTHE MaTepHaniamMH 1o
BOCIIMTAaHHUEC U METOAUYCCKOE HOpMAaTHUBHBIC U OpraHu3anuu
Pa3BUTHE C YUETOM perynupoBaHue METOAMYECKIE JICITONPOH3BO/ICTRA;
COLHANBHBIX, JICTIOTIPOU3BO/ICTBA; JOKYMEHTHI, - maccn@nulcaunen,
- paBwiIa perIaMeHTHPYIOIIHE THUITH3aIHEH,
BO3PaCTHBIX, TIOJIrOTOBKHU U OpraHH3aIHIo COCTAaBOM
HCI/IXO(bI/II%I/IOJIOFI/I‘IeC oopmeHus JEJIONPON3BOACTBA; YHUDUIUPOBAHHBIX
KUX 1 OT/IENTbHBIX BHIIOB - COCTaBIIATh U CHCTEM
VHTUB Ty ATBHBIX JIOKYMEHTOB; HPaBUIBHO (B JIOKYMEHTAIIHH;
- - OpraHU3aIMOHHbIC COOTBETCTBHH C - opraHu3aueit
0coOeHHOCTE, B (opMEI paboTHI ¢ JelCTBYOIMMU JOKyMEHT0000pOTa,
TOM YHCIIE 0COOBIX JOKYMCHTaMH, HOPMaTHUBHBIMH XpaHCHUEM
O6paSOBaTeJ'II)HI)IX - OpFaHI/I3aHI/éIO ,Z[((i)KyMeHTaMI/I) JOKYMCHTA U
o JOKyMEHTO000poTa; | 0hOPMIIITH OCHOBaMH apXHUBHOTO
HOTpe6HOCTeH - TEXHOJIOT'UIO OCHOBHBIC BU/bI XpaHCHUA
oOyuaromuxcs peopraHu3aIuu OpraHU3aI[HOHHBIX, JIOKyMEHTa;
JIOKYMEHTOB; PacHOpSIAUTENbHBIX U | - METOAAMMU
- TEXHOJIOTHIO HH(POPMAITHOHHO- paoHATH3aIHN
OpraHU3aIin CIIPABOYHBIX JIETIOTIPOU3BO/ICTBA U
XpaHEHUA JlOKyMeHTOB. BHEAPCHUA HOBBIX
JIOKYMEHTOB B UH(OPMAIOHHBIX
JIEIIONIPOU3BOJCTBE; TEXHOJIOT'UM.
- ocobeHHOCTH
JICNIOTIPOM3BO/ICTBA

B pe3ynbraTe u3yueHus AUCUUIUINHBI CTYACHT JOJDKEH 3HATH.
- TEPMUHOJIOTHIO B 00J1aCTH JeIOTPOU3BOICTBRA;
- HOPMAaTHBHO-METOJMUECKOE PETYIHPOBAHUE JIETIONPOU3BOJICTBA;

- IpaBuJIa MOATOTOBKH U 0(OPMIICHHSI OTAEIbHBIX BUAOB JOKYMEHTOB;
- OpraHu3alroHHbIe (OPMBI pabOTHI C JOKYMEHTAMH;

- OpraHu3aluio JOKyMEHT0000poTa;

- TEXHOJIOTHIO PEOpPraHu3aluu JOKYMEHTOB;

- TEXHOJIOI'MIO OpraHu3aliy XpaHCHHUA JOKYMCHTOB B JCJIOITPOMU3BOACTBE;

- 0COOCHHOCTH JICJIOTPOU3BOJICTBA HA MPEATPUSITHSIX.
YMeTh BJ1aJ€eTh:
- INPUMEHATH HA MIPAKTUKE TOCYIaPCTBEHHbIE CTAHAAPTHI, APYTe€ HOPMATUBHBIE U
METOIUYECKUE JOKYMEHTBI, PErJIaMEHTHUPYIOIINE OPraHU3aLUIO IEI0NPON3BOICTBA;

- COCTaBJIATb M TMpPaBWIbHO (B COOTBETCTBUU C JACUCTBYIOIIMMH HOPMAaTHUBHBIMH
JOKyMEHTaMu) O(OpMIIATh OCHOBHBIE BUIbl OPraHU3AlMOHHBIX, PACHOPAIUTENbHBIX U
MH(OPMALIMOHHO-CITPABOYHBIX TIOKYMEHTOB;
- BBITIOJIHATH BU/BI pabOT M0 OpraHu3aiuy JOKyMEHT0000poTa;
- COCTaBJIATh U OPOPMIIATH JOKYMEHTHI [0 00ecreueHno 00pa3oBaTeIbHOTO MpoIiecca.
Buaaners yMeHMSIMH M MMETh ONBIT:
- opraHu3zanuei J0KyMeHTo000poTa, XpaHEHHEM JOKYMEHTa U OCHOBAMH apXHUBHOTO
XpaHEHUs TOKYMEHTA;

- MCTOAaMHU

panuoOHAIN3alluA

ACIIOIIPONU3BOACTBA u

ABTOMATHU3UPOBAHHBIX I/IH(l)OpMaI_II/IOHHBIX TeXHOHOFHﬁ;

- OpPaHHBaHHCﬁ U IJIaHUPOBAHUCM pa6OTBI CJ'Iy>K6LI ACJIOIIPOU3BOACTBA;

- METOJIMKOM COCTaBJICHUS U O(I)OPMJ'ICHI/ISI JOKYMCHTOB.

BHCAPCHUA

HOBBIX




2. CTpyKTYpa U cojiep:KaHue AUCHUILINHBI.

Pacnpenesienne Tpy10€MKOCTH JHCHMILIMHBI 10 BHaM padoT.

OOmast TpyI0€MKOCTh AUCIUILIMHBI COCTaBIsIeT 4 3au. en. (144 yaca), ux pacnpenencHue
10 BUJaM padoT npeAcTaBiIeHo B Tabmute (011 cmydenmos OPO).

Bun yae6HOM paboThI Bceero CemecTpbl
4acoB (uackr)
9

KonTakTHasi pabora, B TOM 4ncJe: o4 o4
AynuTopHble 3aHATUSA (BCEro): 48 48
3aHATHS JTEKIIMOHHOTO TUTIA 14 14
JlaGopaTopHble 3aHITHS 16 16
3aHATHS] CEMUHAPCKOTO TUIA (CEMHHAPBhI, IPAKTUUECKUE 18 18
3aHSTHS)
MNuas koHTakTHasi padora: 6 6
KonTtpons camocrositensHo# padoTsr (KCP) 6 6
[Ipomexyrounas arrecrauus (UKP)
CamMocTosiTeIbHAsi paboTa, B TOM YHCJIe: 63 63
Kypcosas paboma - -
Ilpopabomxka yuebHoeo (meopemuueckoco) mamepuana 16 16
Buvinonanenue unousuodyanvHulx 3a0anutl (n0020mosKa 16 16
coobOweHull, npe3eHmayuti)
Pegepam 16 16
[ToaroroBka K TEKyIeMy KOHTPOJTIO 15 15
KouTtpoJn: 27 27
[ToaroroBka K ’3K3aMeHy 27 27
OO0masi Tpy10€eMKOCTh yac. 144 144

B TOM YHCJIe KOHTAKTHAsA 54 54

padora

3a4.e/. 4 4

CTpyKTYypa AUCHMILIMHBI:
Pacripenenenne BUIOB y4eOHOM paOOThI M UX TPYAOEMKOCTH TI0 pa3jeiiaM JUCIUTLINHBL.
Paznensl qucuumiuHel, u3ydaemseie B 9 cemectpe (0 cmyoenmos ODPO)

KonnyectBo yacos
Ne A B
pasn HaumeHnoBaHue pa3jiesnoB yTopHad HeaymTopHas
ol Bcero pabota paborta
J I13 JIP CPC
1 2 3 4 5 6 7
OcHOBHBIE TIOJIOKEHUS IO
1. |opranusamnuu aen0mpou3BOACTBA 16 2 2 2 10
Ha IPeINpUITUN
OcHoBHBIE TpeOOBaHUS K
2 0(OPMIICHHIO YTIPaBIECHYECKUX 20 2 4 4 10
" |(opraHu3anmuoOHHO-
pacnopsIUTENbHBIX) TOKYMEHTOB
3 OcHOBHBIE JOKYMEHTHI 24 4 4 4 12
oOpa3oBaHus
4. |CoBpeMeHHOE JIeIOBOE MHCHMO 16 2 2 2 10




5 OcHoBHbIE IPUHLUIIBI PAOOTHI € 18 5 2 2 12
JOKyMEHTaMH
6. CucremaTtuzanus 1 XpaHeHUE 17 5 4 2 9
JOKYMEHTOB
7. |KCP 6
8.  |KoHTpoms 27
Hmoeo no oucyuniune: 144 14 18 16 63
Coaep:xkaHue pa3aejoB THCHUTLIAHBI:
3aHATHS JEeKIHOHHOTO THMA
Ne HaumenoBanue Comepxanme pasnena dopma TEeKyIero
paznena KOHTPOJIS
1 2 3 4
1. OcHOBHBIE TIOJIOKEHUS |3HAYECHUE JOKYMEHTAIIMOHHOTO Vernsiit onpoc (YO)
110 OpraHU3alNH obecneuenus pupMm. HopmaTusHo-
JICIONIPOU3BOJICTBA HA |METOMYECKast OCHOBA JICJIOTIPOU3BOICTBA.
TP ANPUSATHI JIOKyMEHTHpOBaHHE.
2. |OcHoBHBIE TpeOOBaHMsI | 3HAYCHUE TOKYMEHTA B YIIPABIICHHH. Vernpii onpoc (YO)
K o(hopMIIEHHIO [Honsitne noxymenrta. OyHKuu
YIPaBIEHICCKIX JMOKyMeHTa. JIOKYMEHT U CHCTEMBI
(opraHu3aMoOHHO- nokymenTaruu. Knaccudukarms
pacopsAIUTENBHBIX)  |IOKYMEHTOB. YIIPaBJIEHYECKas
JOKYMEHTOB nokymeHTanusi. OCHOBHBIE BUJIbI
JTOKYMEHTOB, UX Kiaccudukanus. Pazsutue
CHUCTEM JOKYMEHTAIIMHU. DJIEKTPOHHBII
JTOKYMEHTOOOO0POT.
3. |OcHoBHBIE JOKYMEHTHI [T0o10XKeHHS, perilaMeHTHPYIOIINE OPSAIOK | Y cTHbIH onpoc (YO)
oOpa3oBaHus U TIPaBUJIa COCTABJICHUS TOKYMEHTAIMH.
CocraBienue u 0pOpMIIEHHE OCHOBHBIX
JOKYMEHTOB: OpraHU3aIlHOHHO-
pacnopsauTeNbHbIe TOKYMEHTHI (yCTaB
OPEIIPUSITUS, YIPETUTEIbHBIN 10T0BOD,
M0JIO’KEHHUS, KOHTPAKTBHI, IOTOBOPA,
MPUKa3bl 10 OCHOBHOM JIESTEILHOCTH,
pacrnopsKeHHUs, peIlIeHUs, YKa3aHUs,
MIPOTOKOJ).
4, CoBpemeHnHoe neoBoe [OCOOEHHOCTH JCTIOBBIX U KOMMEPUYECKUX VYerasrii ompoc (YO)
MIMCHMO nuceM: Kiaccuukaiys, CTpykTypa,
cTaHaapTHbIE (pa3bl U BBIPAKCHHUS;
npasuiia U GopMbl KOMMEPYECKOU
NEPENUCKH ¢ 3apyOe)KHBIMU TTApTHEPAMH,
KOPPECHOH ICHITHS, CBSI3aHHAs C
MPOBEJICHUEM TEPUOINYECKUX
MEPOTPUATHIA.
5. |OcHoBHbIe TpUHLIUIIEI |Opranu3aius padoThl ¢ JOKYMEHTAMH. Vernsiii onpoc (YO)

paboThI C
JOKYMEHTaMHU

CoBpeMeHHbIE CTIOCOOBI I TEXHUKA
CO3/1aHus TIOKyMeHTOB. OpraHusarus
JnokyMeHToobopoTa. Cucremarusanus
JOKYMEeHTOB. OCHOBHBIE I'PYIIITBI
JOKYMEHTOB (BXOJSIINE, UCXOISIIHE,
BHYTPEHHUE).




Cucremarusanus 1
XpaHEHHUE JIOKYMECHTOB

Howmenknatypa m1st popMHupoBaHus U
xpanenus aen. [lopsnok cocraBieHus
HOMEHKJIATYpBI €.

Ycrasii onpoc (YO)

3angarus CEMUHAPCKOIo TUIla

Ne HaumenoBanue TemaTnka NpaKTUYECKUX 3aHITUI dopma TEeKyIEero
pasnena KOHTPOJIS
1 2 3 4
OcnoBubIe nosoxenns [KOpuandyeckne u GUHAHCOBBIE Komnoksuym (K)
10 OpraHu3aluu HOCJIEJICTBUS HETIPABUIIBHOT'O COCTABICHUS Pedepar (P)

ACIOIMPOMU3BOACTBA Ha
npeaAnpuATHN

JOKYMCHTOB U BEACHHUA
JOKYMEHTO00O0pOTa Ha IPEIIPUITHH.
Opranu3zanust paboThl C TOKYMEHTaMHU.

OcHoBHbIE TpeOOBaHUS
K opopMIICHHIO
YIIPaBICHYECKUX
(opraHu3aMoOHHO-
pacropsIUTeNbHBIX)
JTOKYMEHTOB

Heo0xoauMOCTh €IMHBIX TPaBHIT
odopmIIeHHs JOKYMEHTOB. TpeboBaHMs K
COCTaBJICHUIO U 0(OPMIICHUIO
TOoKyMeHTOB. DopMyIsap-o0pasery
nokymeHnTta. CocTaB M pacroyiosKeHHe
PEKBU3HUTOB YIIPABIEHYECKUX JOKYMEHTOB.
[IpaBuna odopMieHHs] pEKBU3UTOB.
TpeboBanus k 61aHKaM U UX 0(hOpPMIICHHE.

Komnoksuym (K)
Pedepar (P)

OCHOBHBIE JOKYMEHTBI
o0pazoBaHus

NHubopmanmoHHO-CITpaBOYHBIC JOKYMEHTHI
(cmyxeOHbIe (JOKITaIHBIC) 3aMUCKH, aKTHI,
CIIPaBKH, TEJIETPaMMBbl, TEIC(POHOTPAMMEBI),
JOKYMEHTBI JINYHOTO MTPOUCXOKICHUSI.

Komnoksuym (K)
Pedepar (P)

CoBpeMEeHHOE JIETT0OBOE
IMUCHMO

Oco0eHHOCTH JIEIOBBIX M1 KOMMEPYECKUX
nuceM: Kiaccuukaius, CTpykTypa,
cTaHaapTHbIE (pa3bl U BBIPAKECHHUS;
npaBmiia U GopMbl KOMMEPUECKOU
NEPENUCKH ¢ 3apyOeKHBIMU TApTHEPAMH,
KOPPECHOH ICHIHS, CBSI3aHHAs C
IPOBEJICHUEM MEPUOINYECKUX
MEpOTPUATHH.

Komnoxsuym (K)
Pedepar (P)

OCHOBHBIE IPUHITHUITHI
paboThI ¢
JOKYMEHTaMHU

Peructpanus nokymentoB. KonTposb
UCIIOJIHEHUS JOKYyMEHTOB. Opranuzanus
paboThI ¢ JOKYMEHTAMHU, COJICPKAIINE
KOH(UICHIINAbHBIE CBEJICHUSI.

Komnoxsuym (K)
Pedepar (P)

CI/ICTeMaTI/ISaI_[I/IH u
XpaHCHHUEC JOKYMCHTOB

COBpeMCHHLIe CII0COOBI M TEXHHUKA
CO3JJaHuA NOKYMCHTOB. cDO]C)MI/II)OBB.HI/IC
ACII. XpaHCHI/Ie JOKYMCHTOB.

Komnoksuym (K)
Pedepar (P)

JlabopaTopHbIe 3aHATHSA

Ne HaumenoBanue TemaTuka NpaKTUYECKUX 3aHIATUI dopma TeKyIIero
paznena KOHTPOJIA
1 2 3 4
1 |OcnoBHbIe 00k eHud (KOpuandyeckrue U GUHaHCOBBIE Komnoksuym (K)
110 OpraHU3aluU MOCJIEICTBUS HEMPABUIBHOTO COCTABIICHUS Pedepar (P)

ACJIOIIPONU3BOJACTBA Ha
npeaAnpusaATun

JAOKYMCHTOB U BECACHUA
I[OKYMCHTOO60pOTa Ha NpCAIIPUATHIHA.
OpF aHu3alus pa6OTLI C JOKYMCHTaMHU.




OcHoBHBIE TPeOOBaHUS
K 0(hopMIICHHIO
YIIPaBIIEHYECKUX
(opraHuzalMoHHO-
pacnopsIUTENbHBIX)
JTOKYMEHTOB

Heo6x01uMOoCTh €IMHBIX TPaBUIT
odopmiienust nokymentoB. TpeboBanust k
COCTaBIICHUIO U 0(POPMIICHUIO
noKkymMeHTOB. DopMmyiisap-o0pasery
nokymeHTa. CoCTaB U pacroioKEeHUE
PEKBHU3HUTOB YIIPABICHYCCKUX JOKYMEHTOB.
[IpaBuna opopmiIeHUS] pEKBU3HUTOB.
TpeboBanwus kK 61aHKaM U MX 0OPOpPMIICHHE.

Komnoksuym (K)
Pedepar (P)

OcHOBHBIE JOKYMEHTbI
oOpa3oBaHus

NubopmanmoHHO-CIIpaBOYHBIC JOKYMCHTHI
(cmyxebHbIe (JOKITaHbIC) 3aMUCKH, aKTHI,
CIIpaBKH, TEJIErPaMMBbl, T€IE(HOHOTPAMMBI),
JIOKYMEHTBI JINYHOTO TTPOUCXOKICHHUS.

Komnoksuym (K)
Pedepar (P)

CoBpemeHHoe /1e710BOE
IITMCBMO

Oco0eHHOCTH JIEIOBBIX 1 KOMMEPYECKUX
nuceM: Kiaccu@ukaius, CTpykTypa,
CTaHJapTHbIE (Pa3bl U BBIPAKECHHUS;
npaBwiia U GOpMbl KOMMEPYECKOH
HEPENUCKU € 3apyO0eKHBIMU TApTHEPAMH;
KOPPECIIOH/IEHIIUS, CBSA3aHHAs C
MIPOBEJIEHUEM TIEPUOINYECKUX
MEpPONPUITHH.

Komnoksuym (K)
Pedepar (P)

OCHOBHBIE IPUHIUIIBI
paboTHI ¢
JOKyMEHTaMu

Peruncrpanusa nokymentoB. Kontpois
HCTIOJHEHUSI JOKyMEHTOB. OpraHu3anus
paboTHI C JOKYMEHTaMH, COJIepKallne
KOH(HICHIINATIbHbIE CBEJICHHUS.

Komnoksuym (K)
Pedepar (P)

CucreMaTuszanus 1
XpaHEHHE IOKYMEHTOB

CoBpeMeHHBIE CITOCOOBI M TEXHUKA
co3nanus 1okyMeHToB. dopmMupoBanme
Jie7. XpaHEeHHe JOKYMEHTOB.

Komnoxsuym (K)
Pedepar (P)

IIpumepHasi TeMaTHKa KyPCOBBIX pa0doT (IIPOEKTOB)
Kypcosvie pabomul - ne npedycmompeHul.

2.4 IlepeyeHb y4eOHO-METOAUYECKOTO O0ecnevYeHHs J1JIs1 CAMOCTOATEIbHO padoThI
o0yyaromuxcs 1o JMCUHIJINHE

[lepedenp yd4eOHO-METOIMYECKOTO 00ECTICUCHUS TUCITUTIITUHBI

No Bug CPC 10 BBITIOJTHEHUIO CAMOCTOSITEIHHOM pabOThI
1 2 3
1 |lIpopabomxka yuebnoeo |Metoauueckue yKa3aHUS IO OPraHU3alUd CaMOCTOSITENbHOM
(meopemuueckozo) pabotel 1o gucturuiiHe «OCHOBBI  JENONPOU3BOACTBA U
mMamepuana JOKYMEHTOOO0OpOTa», YIBEpXkACHHbIE KadeIpoil TEeXHOJOTHMH U
MpeanpuHUMaTEIbCTBA, TPOTOKOJI No 18 «16» mast 2017 1.
CnuBak B.A. JIokyMeHTHpOBaHHE yIIpaBICHUECKON
nesTenbHOCTH (Lenonpon3BoJICTBO): KpaTKUH Kypc. — 2-€ u3Jl. —
CII6.: ITutep, 2010. — 256 c.
2 |Pegepam Mertoauueckre yka3aHMs 10 HalUCaHHUIO pedepaTa 1O
JUCLIUIUINHE «OCHOBBI JIEJIONTPOU3BOJICTBA "

JOKYMEHTO000pOTa», YTBEpP)KJICHHbIE KadeApol TEeXHOJIOTMH U
IpeIIPUHUMATENLCTBA, MPOTOKOJI Ne 18 «16» mas 2017 1.
CrnuBax B.A. JlokymMeHTHpOBaHUE YIIPABJIEHYECKOU
nesaTenbHOCTH ([lenonpons3BoacTBO): KpaTkuidi Kype. — 2-€ U311, —
CIIG.: ITutep, 2010. — 256 c.




3 |Bvinoanenue Metoauueckie yKa3aHHs IO OPraHU3alMd CaMOCTOSITEIHHOMN
UHOUBUOYATILHBIX pabotel mo gucuuiuimHe «OCHOBBI  JEJONPOU3BOJICTBA U
3a0anuti (n002omoeka  |ITOKyMEHTO000POTa», yTBEPKACHHBIE Kadenpoil TEeXHOJOTUU U
00K1A008, cO0OUenull, |[IPEANIPUHIMATEIHCTBA, MPOTOKOI Ne 18 «16» mas 2017 1.
npezenmayuii) CrnuBax B.A. JIOKyMEHTHUpOBaHUE yIpaBIECHUYECKON
nesTebHOCTH (Jlenonpon3BoICTBO): KpaTKUK Kypc. — 2-€ U311, —
CIIG.: ITutep, 2010. — 256 c.

4 |lloocomoska k Meroauueckue yka3zaHHs II0 OpPraHU3alMM CaMOCTOSITEIBHOU
meKywemy Koumpono  [pabotel 1o aucuuiuiiHe «OCHOBBI  JICJONPOM3BOJCTBA H
JIOKyMEHTOO0OpOTa», YTBEPXKACHHbIE KaeIpol TEXHOJIOTMH U
IpeIIpUHUMATENLCTBA, IPOTOKOJI Ne 18 «16» mas 2017 1.
CnuBak B.A. JlokyMeHTHUpOBaHHE YIPaBJICHUYECKON
JesSTebHOCTH (/lemopon3BOACTBO): KPaTKHM KypC. — 2-€ U3l —
CIIG.: ITurep, 2010. — 256 c.

Y4eOHO-MeToANUECKNE MaTepHalibl Il CaMOCTOATEIbHONH paboThl OOydaromMXcs U3
YHUCJIa MHBAJIUOB M JIUI C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3710poBbs (OB3) nmpenocTaBistores
B (hopMmax, aTalTHPOBAHHBIX K OTPAHHUYCHHUSIM UX 37I0POBBS U BOCHIPUSATHS HH(OPMAIIHIH:

JIis 11 ¢ HapyIIEHUSIMU 3PEHUS:

— B IleyaTHOU popme yBeTMYeHHBIM HIpUGTOM,

— B hopMe 3JIEKTPOHHOTO JOKYMEHTA,

JInst AL ¢ HapymeHUs MM CITyXa:

— B TIeUaTHOU opme,

— B (popMe PIIEKTPOHHOTO IOKYMEHTA.

Jlnis U1 ¢ HapyIeHUsIMA OTIOPHO-/IBUTATEIbHOTO amnmapara:

— B IIeUaTHOU opme,

— B (popMe AIIEKTPOHHOTO IOKYMEHTA,

JlaHHBIN nepedeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHI€HTa
00yJaronuxcs.

3. O6pa3oBaTe/ibHbIE TEXHOJIOTHHU

B cootBercTBum ¢ TpedoBanusmMu O@I'OC BO peanuzaius KOMIIETEHTHOCTHOTO TOIX0/1a
MpeAyCMaTpUBAaEeT  HCIOJIB30BAaHME B  y4eOHOM  MPOIECCE  PA3IMYHBIX  TEXHOJIOTHM:
KOMIBIOTEPHBIX TEXHOJOTHUN (JICKIUS — MPE3CHTALMs, JOKIaAbl CTYJIEHTOB B COMPOBOXKICHUHI
MYJIbTUMENA); JUAJOTOBBIX TEXHOJOTHH (OMpOC, B3aUMOOINPOC, JHUCKYCCHS — MEXIY
CTYIEHTaMH, JUCKYCCHs); METOJa TMPOEKTOB (BBIIOJHEHHWE MPOEKTa IeIarorudeckoro
WCCIIEIOBAHUS U €r0 MyOInyHas 3aliiTa); METO/1a ONEePeKaroIiero o0ydeHus 1 ap.

B pamkax wu3ydyeHus HaHHOW MAUCHUUIUIMHBI B Y4E€OHOM TIPOIECCE HCIOJIB3YIOTCS
TpaaUIIMOHHBIC O00pa30BaTEIbHBIC TEXHOJOTHMH, AaKTUBHBIE M HMHTEPAKTUBHBIC (OPMBI
MIPOBEJICHUSI 3aHATUI B COUYETAHUU C BHEAYIUTOPHON pabOTON € Leablo (OpMHpPOBAHUS U
pa3BUTHS TPO(PEeCCHOHAIBHBIX HABBIKOB 00YYaIOIIUXCS.

Ne Buasbl yuedHoit

Oo0pa3oBarejibHbIC TEXHOJIOTHHU
n/n padoThI

- BBOJHAS JEKIUS;
1. Jlexun - neKuusa-uHpopMaIus ¢ BU3yaan3auei;
- mpoOIeMHas IeKIUs

- IIOMCK 1 aHAaJIU3 I/IH(I)OpMaI_[I/II/I B CCTHU I/IHTepHCT;

- CCMI/IHap-KOH(I)CpCHI_II/ISI 0 CTYACHYCCKUM HNOKJIadaM;
- IPOCKTHBIC TCXHOJIOTHUH,

- TCXHOJIOT A yqe6Horo HCCICA0BAaHUA

IIpakTrueckue u
2. nabopaTopHbIE
3aHATHUSA




- INCbMEHHBIE U YCTHBIE IOMAILIHUE 3aaHMUs];
3 CamocTosiTenbHas | - BHEAyAUTOpHas paldoTa CTYyAEHTOB (OCBOEGHHE TEOPETUYECKOrO
' pabora Marepuana, MoAroToBKa K MPAKTHYECKUM 3aHSTHUAM, BBIIIOJHEHUE
JOMAIIHUX 33JaHUM, BBITIOJHEHUE TBOPUECKOM PabOTHI)
4 KoHTposs - paboTa Ha MPAKTUYECKUX U JTa0OPATOPHBIX 3aHATHAX;
- 3amuTa pedeparon

4. OueHo4YHbIe CPeACTBA ISl TeKYIero KOHTPOJIS yCIeBaeMOCTH U NPOMeKYTOYHOMH
arTrecTaluu
®oH/1 0O1LIeHOYHBIX CPEACTB /ISl POBeIeH!s TeKyIel aTTecTanuu
IIpumepnvie 6onpocwvl 015 YCMHBIX ONPOCOEG U KOJIOKEUYMOB
Tema 1. OcrosHble NONOJANCEHUS NO OP2AHUZAYULU 0ETONPOUIBOOCEA HA NPEONPUSMUL.
IOpuanueckre u puHaAHCOBBIE MOCIEICTBUS HEMPABUILHOTO COCTaBICHUS JOKYMEHTOB U
BEJICHUS IOKYMEHT0000poTa Ha npeanpustiu. Opranuzanus paboThl C JOKyMEHTaMU.

Tema 2. OcnosHble mpeboaHusi K OQOpMIeHUIO YNpaleHYecKux (OpeaHu3ayuoHHO-
PAcnopsoumenbHulx) OOKYMEeHMO8.

Heo0xomuMoCTh enMuHBIX TpaBUi OGOPMIICHHS JOKYMEHTOB. TpeOoBaHMS K COCTaBICHUIO H
oopmieHH0O JOKyMeHTOB. Dopmyisip-oOpazer; mokymeHta. CocTaB W pacIoJIOKEHHUE
PEKBU3UTOB YIpPaBICHYECKNX NOKYMEeHTOB. [IpaBuia odopmienus pekBu3utoB. TpeboBaHHs K
O6naHKaM U ux opopMIICHHE.

Tema 3. OcrosHble OOKyMeHmbl 00PA308aHUL.
NudopmManmonHO-CIIpaBOYHbIE JOKYMEHTHI (CITy>KeOHBIE (JIOKJIaTHBIC) 3aITUCKH, aKThI, CIPABKH,
TeJjerpamMmel, TesieOHOTrpaMMBbl), JOKYMEHTBI JTUYHOTO MPOUCXOKICHHUS.

Tema 4. Cospemennoe 0enosoe NUCbMo.

Oco0OeHHOCTH JENOBBIX M KOMMEPYECKHX MHCEeM: Kiaccu(UKalus, CTPYKTypa, CTaHIapTHHIE
¢pa3pl U BBIpAXKEHUS, MpaBwia M (QOPMBI KOMMEPUYECKOW TMEpPErnucKd C 3apyOeKHbIMU
MapTHEpaMu; KOPPECTIOHCHIIMSI, CBSI3aHHAsI C TPOBECHUEM ITEPUOINIECKIX MEPOIIPHUITHIA.

Tema 5. Ocroeuble npunyunsvt pabomovl ¢ OOKYMEeHMAaMu.
Peructpanus nokymentoB. KoHTposb ucnosineHus: 10KyMeHTOB. Opranuzanus paboThl ¢
JTOKYMEHTaMHU, coJiepxKalire KOH(QUICHIINATbHbBIE CBEICHHUS.

Tema 6. Cucmemamu3ayus u xpaHerue 0OKyMeHmMO8.
CoBpeMeHHbIE CIIOCOObI U TEXHHKA CO3JaHUs JOKyMeHTOB. PopMupoBaHue en. XpaHeHHue
JOKYMEHTOB.
Ipakmuyeckue 3a0anusi
CocTaBUTH 3asBJIEHUE O pUEME Ha paboTy.
CoctaBuUTh MPO(PecCHOHANBHOE PE3IOME, COTTPOBOUTEIBHOE MUCHMO K HEMY.
CocTaBuTh XapaKTEPUCTHKY.
Hanwucare aBTOOHOTpaduio.
HcnonHute HE0OX0IMMbIE BU3bI Ha 3asiBICHUM.
Hanoxute pe3oaonuio pyKoBOAUTENSI OPraHU3aluy Ha 3asBJICHHE.
CocTaBUTh NpHKa3 O 3aYMCIEHUM Ha pabOTy B COOTBETCTBYIOLIEE MOJpa3/elIeHUe, C
OTIPEJEIIEHHOTO YHCJIA, C ONPENEICHHBIM HCIBITATEIbHBIM CPOKOM, C YCTAHOBJIEHHEM
YPOBHS OIUIAThl TPYZAA, COIVIACHO JIMYHOMY 3asBJICHMIO, BU3aM M PE30JIOLUU HAa HEM U
TPYZOBOMY JOTOBODY.
8. Paspabotars npumep 3anonaHeHus pasznena "CpeneHus o padboTe" Tpya0BO KHIKKHU C
OTPa)XEHUEM BCETO TPYAOBOIO ITyTH B OpraHU3alUH.

NogakrowpdE
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13.
14.
15.
16.
17.
18.
19.
20.
21.

Odopmuts 3ammck 00 YBOJILHEHUU.
Pa3paboTarh mpoeKT TPyIOBOTO JOTOBOPA.

Bonpocwer u 3a0anus k 1abopamopuvim 3auamuam
CocTaBuTh NpUMeEp NMPOTOKOJIA COBEIAHNUS.
PazpaboTats 1 n300pa3uTh BUSUTHYIO KAPTOUKY.
CocrtaButh OMOMUOTPa)UIECKYIO CCBUTKY Ha IIUTATY B KOHIIE CTPAHUIIBL.
CocTaBuTh NPOEKTHI YUPEIUTEIBHOIO JOrOBOPA U ycTaBa 00IIECTBA C OrPAHUYEHHON
OTBETCTBEHHOCTBIO.
CocTaBuTh NMCHMO JEJIOBOMY ITAPTHEPY.
Hapucosats ¢opmy 1 3amoaHuTh TenedakcHoe cooOIeHHE.
Pa3paborate [nenoBoe MHUCbMO, WCHOJIB3YS MpaBuja BEICHUS MEXIYHApOIHOU
MIEPETIUCKH.

Temamuxa pegpepamos

PazButne nenonpousBoctsa B JpeBneit Pycu.
Pa3BuTHe npuka3HOro Aen0NpoOU3BOICTBA.
Pa3BuTHE KOJIIEXKCKOTO JAETONPOU3BO/ICTBA.
[onsiTne u BUIBI JOKYMEHTOB.
OYHKIMU JOKYMEHTOB.
enu n 3amaun TOKYMEHTOB.
[Monsitne cucremsl fokymeHTanuu. OCHOBHBIE (DYHKIIMOHAILHBIE CHCTEMBI
JOKYMEHTAI1H.
8. Opranuzanus paboTHI C JOKYMEHTaAMHU.
9. Peructpanus 1 KOHTPOJIb UCTIOTHEHUSI IOKYMEHTOB.
10. Xpanenue JOKyMEHTOB B (JOPMUPOBAHUE JICIT.

NoghkwpdE

@oH/1 OLIEHOYHBIX CPEJCTB /IJIsl MPOBeIeHHs MPOMEKYTOYHOH aTTecTAlHN
Ilepeuens 60npocos 0Jist LHOO2OMOBKU K IK3AMEHY
[TonsiTue noKymeHTa.
OCHOBHBIC TIOHSITHS U ONIPENIEIICHUS JICIOTPOU3BOICTBA.
OO6mwme GyHKIUU JOKyMEHTA.
Crnenuduyeckue GyHKIIMU JOKYMEHTA.
Ha3nauenue TOKyMEHTOB.
Bupl JOKyMEHTOB 1 XapaKTEPUCTHUKA MX OCHOBHBIX BHJIOB.
Knaccugukanus opraHi3aiiiOHHO-PacIOPSIUTENEHBIX JOKYMEHTOB.
Knaccugukanus T0KyMEHTOB MO HANIPABICHUSM JICSITSILHOCTH.
Knaccugukanus T0KyMEHTOB M0 MECTY BOSHUKHOBCHHS U HAIIPABIICHHUIO TBUXKCHUSI.

E Knaccmbnxaum[ AOKYMCHTOB 110 KOJIMYECTBY OTPAKACMbIX BOIIPOCOB.
. Knaccmbnxaum[ AOKYMCHTOB 110 Y44CTHUIO 3aUHTCPECOBAHHBIX JIUI] B COCTABJICHUU U

MIOIITMCAHHH.
Krnaccudukarus JOKyMEHTOB 110 CTETIEHH CEKPETHOCTH, COJCPIKaIICHCs B JOKYMEHTaxX
uHpOpMalnH.

Knaccugukarus 10KyMEeHTOB MO XapakTepy cO3/1aHusl (U3rOTOBICHHUS).
Knaccugukarus 10KyMeHTOB MO coco0y T0KyMEHTUPOBAHMSL.

Knaccugukarus 10KyMEHTOB MO XapakTepy U3JI0KEHUs COJepKaHNU.

Knaccugukamus 10KyMEHTOB MO CPOKaM XpaHEHHUs.

Knaccugukamus 10KyMEHTOB B 3aBUCUMOCTH OT YPOBHSI FOPUANYECKON periaMeHTalHu.
Knaccugukarus 10KyMEHTOB B 3aBUCUMOCTH OT OOCITY>KUBAEMOM cephl AeITEIbHOCTH.
Knaccugukarus 10KyMEHTOB MO UX COAEPIKaHUIO.

Knaccugukanus 10KyMEHTOB MO THITY HOCUTENEH.

[lonsiTue nenonpou3BoOCTBA.



22. HopmatuBHO-MeToruecKas 6a3a (OCHOBA) JEIOTIPOU3BOICTBA.

23. HopMaTuBHO-METOAMYECKHE JOKYMEHTBI MEKOTPACIEBOTO XapaKTepa.

24. HopMmaTuBHBIE TIOKYMEHTHI, PETYJIUPYIOIINE JeTOTPOU3BOICTBO.

25. Buniel 1enonpon3BoICTBA.

26. 3aiaum 1eIONIPOU3BOICTBA.

27. [lonsiTie  TOKYMEHTOOOOpPOTa, OCHOBHBIC JTalbl WM TEXHOJOTHUS paboOTBl ¢
JOKyMEHTaMH.

28. Tlpuem 1 nepBoHaYaIbHAst 00pabOTKa TOKYMEHTOB.

29. VcnoyiHEHUE TOKyMEHTOB.

30. OtmpaBKka KOPPECHOHICHIINH.

31. XpaHeHne JOKYMEHTOB.

32. KoHTpOJIh OpraHn3anuy T0OKyMeHTO000poTa.

33. briank#u TOKYMEHTOB M UX BUJIBI.

34. PeKBU3UTHI IOKYyMEHTOB.

35. Pa3meprr Oymaru, IpuUMEHsIEMO B JIEJIOITPOU3BO/ICTBE.

36. Pa3mepsl mosieit cimy>keOHBIX JJOKYMEHTOB.

37. Hymeparus cTpaHuIl B JOKYMEHTAX.

38. CriocoObI HarMcaHus JAaT B JOKYMEHTAX.

39. CoxparieHus CIIOB M CIIOBOCOYETAHHA B TEKCTE JOKYMEHTOB.

40. OdopmiteHne Ha3BaHUH TOKYMEHTOB OPTaHOB BIIACTH.

41. Pa3HOBUIHOCTH SI3bIKA — CTUJTb PeUU, OPHUITNATHLHO-/IEJIOBOM CTUJTB.

42. TpeGoBaHus, IPEABIBISIEMBIC K COJIEP)KAHUIO TOKYMEHTA.

43. Crienuduieckue 0COOCHHOCTH COJIEPKaHUS TOKYMEHTA.

44, OcoOEHHOCTH HAIIMCAHUS AEJIOBBIX ITMCEM.

45. HempaBuiibHOE UCMOJIb30BAaHUE CJIOB U TEPMHHOB B JOKYMEHTAX.

46. HeymecTHOE WM HEOTIPABAAHHOE YIIOTPEOIICHHE MHOCTPAHHBIX CJIOB B JOKYMEHTaX.

47. JIekcu4eckue OMIMOKH B SI3bIKE TOKYMEHTOB — TaBTOJIOTHSI.

48. HempaBuibHOE yroTpeOiieHHe CI0B — CHHOHUMOB B TEKCTE JOKYMEHTOB.

49. HenpaBomepHoe ynoTpebaeHe apXxan3MOB U KaHLEISIPU3MOB B TEKCTE JOKYMEHTOB.

50. HempaBomMepHoe yroTpeOieHne HeoJIOTU3MOB B TEKCTE JOKYMEHTOB.

51. OcHoBHast 0COOEHHOCTD SI3bIKA IOKYMEHTOB — SI3bIKOBOM CTaHAAPT.

52. CrangapTu3anus cI0OBOCOUYETAaHUMN TOKYMEHTa — SI3bIKOBbIE (DOPMYIIBI.

53. Crangaptuzanus si3plka JOKyMEHTa B TOCTPOCHUHU MPEII0KEHUI.

54. CrangapTusanus si3plka JOKyMEHTa Ha YPOBHE LIEJIOCTHOTO TEKCTA.

Kpumepuu oyenxu:

Ouenka omauuno:

- 3HaHUE Y4eOHOTO MaTepuaia Ha OCHOBE MPOTPaMMBbI U YTIyOJI€HHbIE CBEICHUS M0 OJHON
13 Ipo0JIeM 3a IpeeaMu IpOrpaMMBbl;

- JIOTUYeCcKoe, MoCceA0BaTeIbHOE U3JI0KEHIE BOIIPOCca C OMOPOil Ha pa3HOOOpa3HbIe
HCTOYHUKH;

- OIpeJIelIeHHe CBOEH MO3UIIMY B PACKPHITHH MOJIX0I0B K paccMaTpuBaeMoi mpobieme;

- BBIMIOJIHEHUE TBOPYECKOTO 3a/IaHUSI HA BHICOKOM YPOBHE C MPUBICUYCHUEM PA3IUYHBIX
HUCTOYHUKOB;

- IOJrOTOBKA MPE3CHTAINH.

Ouenka xopouwio:

- 3HaHHe yueOHOTo MaTepHalia B pe/ieax IporpaMMbl;

- pPacKpbITHE PA3INYHBIX MMOJXO0I0B K paccMaTpuBaeMoii mpodieme;

- OTopa MpU MOCTPOCHUU OTBETA HA 00SA3aTEIBHYIO JTUTEPATYPY;

- BBITIOJIHEHHE TBOPYECKOTO 3a/IaHUS C HEKOTOPBIMU 3aMEYaHUSIMUA ¥ HETOYHOCTSIMU;



- MOJTOTOBKA MPE3CHTAIUH.

Ouenka yooenemeopumenbHo

- 3HaHHWe y4yeOHOTO MaTepuana B Ipeaesax MporpaMMbl HA OCHOBAHHH OJIHOTO U3
MOJIXOJ0B K paccMaTpuBaeMoil mpoodieme;

- OTCYTCTBUE COOCTBEHHOW KPUTHYECKOW OIICHKM BO3MOYKHOCTH HCIIOJIb30BAHUS
M3YYCHHOTO MaTepuaja JUisl pEeIICHUsS] COBPEMEHHBIX TPOOIIeM;

- BBITIOJIHEHUE TBOPYECKOTO 33aJaHMS CO 3HAYUTEILHBIMH OIIMOKaMU, HETIPABUIHLHBIM
oopMIICHHEM;

- 03 BBITIOJHEHUS TTPE3CHTAIUH.

OrneHOYHBIC CPENICTBA IJIs1 MHBAIHJIOB | JIUI] C OTPAaHMYCHHBIMHU BO3MOXHOCTSIMU
3JI0POBbSI BRIOUPAIOTCS C YIETOM UX WHIAUBUAYAIbHBIX TICUX0()U3HIECKUX 0COOCHHOCTEH.

— TIpu HEOOXOMMOCTH MHBAIH/IAM U JIUI[AM C OTPAaHUYCHHBIMH BO3MOXHOCTSIMU
3JI0POBBS MTPEIOCTABIISICTCS JAOMOJHUTEIIEHOE BpEeMSI JUTSI IOATOTOBKH OTBETA HA YK3aMEHE;

— MIPY MPOBEJICHUH MPOIIETypPhI OTICHUBAHMS PE3yIbTATOB OOYUCHHSI MHBAIUIOB U JIUI] C
OTPAaHWYCHHBIMH BO3MOXXHOCTSIMU 3I0POBbsSI TPEAYCMATPUBACTCS HCIIOIH30BAaHUE TEXHUYCCKUX
CPEICTB, HEOOXOUMBIX UM B CBSI3H C X WHIUBUAYATBHBIMH 0COOCHHOCTSIMU;

— TIpH HEOOXOAMMOCTH TSI OOYJAIOIINXCSI C OTPAaHMYECHHBIMHA BO3MOXXHOCTSIMH 3/I0POBbSI
W HHBAIUAOB TMpOIEIypa OICHWUBAHHS pPE3YJIbTATOB OOYYEHHUS 10 JUCIHMIUIMHE MOXKET
MIPOBOIMTHCS] B HECKOJIBKO 3TAIlOB.

[Iponeypa oneHWBaHUS Pe3yIbTATOB OOYYCHHS WHBAIUIOB W JIMI] C OTPaHUYCHHBIMH
BO3MOXHOCTSIMHU 3JIOPOBBS TI0 JUCIHMIUIMHE MPEAyCMaTpUBaET MPeIOoCTaBICHHe HHOPMAITUU B
dbopMax, aTanTHPOBAHHBIX K OTPAHHYCHUSAM HX 370POBbS M BOCIIPHITHS WH(DOPMAIIHN:

JJIst AT ¢ HApYIICHUSIME 3PCHHUS

— B IIeYaTHOM popMe yBEIIMUECHHBIM IIPHUPTOM,

— B (popMe PIIEKTPOHHOTO JOKYMEHTA.

JI1st Tl ¢ HapyIISHUSIME CITyXa!

— B IIeUaTHOM opme,

— B (popMe PIEKTPOHHOTO TOKYMEHTA.

J1J1s1 T ¢ HapyIIEHUSIMHA OTIOPHO-IBUTATEIBHOTO ammapara:

— B IIeYaTHOU opme,

— B popMe AIIEKTPOHHOTO IOKYMEHTA.

JlaHHBII IEpEeYEeHb MOXET OBbITh KOHKPETU3HPOBAH B 3aBUCHMOCTH OT KOHTUHT€HTA
00yJaronuxcs.

5. IlepevyeHb OCHOBHOM M JONMOJTHUTEILHON YUeOHOI JTUTEPATYPbI, HEOOXOAUMOIH
JJ1S1 OCBOEHHS TUCHHUIJIHHBI.

OcHoBHas IMTEpaTypa:

1 Kopuees, U.K. JlenoBas nepenricka u 00pasibl JOKYMEHTOB: Y4€OHO-ITPAKTUYCCKOE
nocobue. - M.: IIpocmekT, 2009. - 324 c. - ISBN 9785392005444

2 CrnuBak B.A. JlokymMeHTHpOBaHUE yIpaBIeHUYECKON JeATEITBHOCTH
(HdenonpousBoacto): kpatkuii kype. B.A. CnuBak — 2-e uzn. — CIIO.: [Tutep, 2010. — 256 c.

JononHuTebHAas JIMTEpaTypa:

1. JlokyMeHTalMoHHOe o0ecneyeHre ynpapieHus: yueOHuk / JI.A. PymbinuHa. — 8-¢
u3l., crep. — M.: U3marenbckuii eHTp «Akagemus», 2010.
2. Henorona A.B. Jlenonpon3BoACTBO OpraHU3aliy: MOArOTOBKa, 0(popMIIeHHE U

BE€JICHUE JIOKyMeHTaluu: 76 00pa3ioB oCHOBHBIX JokyMeHTOB / A.B. Henoroaa, I1.A.Cemuenko.
—2 m3a. — M.: Omera — JI, 2008. — 480 c.

3. OCHOBBI  JICTIONPOU3BOJICTBA U SI3BIK  CIY)KEOHOrO JIOKyMEHTa: y4eOHO-
npaktuyeckoe nocodue/ H.H. IllyBanosa, A.}O. MBanoBa. — PoctoB H //: ®enukc, 2007- 396 c.

Ilepuoguyeckue u3aHus:
1. XKypnan «IllIkonbHbIE TEXHOJIOTUN



6. Ilepeyenr pecypcoB  HH(POPMANHOHHO-TEJEKOMMYHHKAIIMOHHOW  CETH
«HTepHET», HEOOXOAMMBIX /ISl OCBOCHUS THCIMILTMHBI

OnektpoHHas OubnnoTevyHas cucrema uznarenscrsa "Jlanp" http://e.lanbook.com/

OnektpoHHas Oubnuoreynas cucrema "Anodykc" http://ibooks.ru/

OnektpoHHas oubdnmmoreynas cucrema "ZNANIUM.COM" http://znanium.com/

Dnekrponnas bubnuoreka J{uccepranuii https://dvs.rsl.ru/

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

7. MeToanyeckue yKazaHus 1Jisi 00y4arOmMXCs M0 OCBOEHUIO TUCHMITIHHBI
Opranuzanus 1 y9eOHO-METOJMIECKOe 00SCTICUeHNE CaMOCTOSITEIILHON PaboThI
crynentoB(CPC)

Texymas u onepexatomiass CPC, HanpaBieHHas Ha yriyOneHHe U 3aKperieHUue 3HaHW, a TaKxKe
pa3BUTHE MPAKTUYECCKUX YMEHUN 3aKITIOYAETCs B!

— paboTe OakalaBpOB C JIEKIIMOHHBIM MAaTE€pPHaJOM, IOWCK W AaHaJlW3 JIATEPaTypbl H
AJIEKTPOHHBIX UCTOYHUKOB MH(OpMaLIMU 10 3a/JaHHON polieme,

— Hamnucanuu pedepara,

— H3YYEHUH TE€M, BHIHECECHHBIX Ha CAMOCTOSTEIBbHYIO IPOPaOOTKY,

— TOATOTOBKE K dK3aMEHY.

TBopueckass npoOiIeMHO-OpUeHTHpOBaHHas camocTtosiTenbHass padora (TCP) nampaBieHa Ha
pa3BUTHE WHTEIUICKTYaJbHBIX YMEHHH, KOMIUIEKCA YHHBEPCAIBHBIX (OOMIEKYIbTYPHBIX) H
po(hecCHOHATBFHBIX KOMIIETEHIIN, ITOBBIIICHHE TBOPYECKOTO MOTEHIMANa OakalaBpOB W
3aKITI0YaeTCs B:

— TIOMCKE, aHAJIN3€e, CTPYKTYPHUPOBAHHH U MPE3EHTAUN HH()OpMAIU,

— a”anu3e yueOHO-TeMaTH4eCKOro IIaHa YPOKOB TEXHOJIOTUH,

— HCCIIeZ0BaTeIbCKOM paboTe U yUaCTHH B HAYYHBIX CTYJEHYECKHX KOHPEPEHIUAX, CEMUHApax
Y OJIMMITHA/IAX TI0 MPOOJIeMe TEXHOJIOTHIYECKOTO 00pa30BaHMsL.

OOyyaromye HWHBAIMIBL, KaK M BCE OCTaJbHBbIE CTYAEHTHI, MOTYT OO0y4arbcs IO
WHIUBUAYaJIbHOMY Yy4eOHOMY TIUIaHYy B YCTaHOBJIGHHbIE CPOKH C Y4Y€TOM OCOOEHHOCTel
00pa3zoBaTeNIbHBIX MOTPEOHOCTEW KOHKpETHOTO oOydaromerocs. CpoK IMOJydeHHUs BBICIIETO
oOpa3oBaHusi mpu OOy4eHHM 10 HHIMBUAYaJbHOMY IUIAaHY JJIs WHBAaJUAOB M JIMI C
OTPaHUYEHHBIMU BO3MOXKHOCTSAMU 310POBbSI MOXKET OBITh IIPH HEOOXOAUMOCTH yBEIHYEH, HO HE
6onee yem Ha moJsrona. Ilpu cocraBieHnyn MHIMBUIYaIbHOTO Tpaduka 0OydeHHs] MOTYT ObITh
MPEeyCMOTPEHBI PA3IMYHbIC BApUAHTHI MPOBEACHUS 3aHATUN: B 00pa30oBaTeNIbHOI OpraHu3aIuu
(B akageMHuyecKodl Trpymnne M HHAMBHUIYalbHO), Ha JOMY C HCIOJb30BAaHHEM 3JEMEHTOB
JMCTaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH.

OOyuvaromue WHBaNUABl, KaK M BCE OCTAJbHBIE CTYACHTHI, MOTYT OOydaThCsi IIO
WHIUBUAYAIbHOMY Yy4eOHOMY TIUIaHy B YCTAaHOBJICHHBIE CPOKHM C YYETOM OCOOEHHOCTEMH
o0pa3oBaTelbHBIX MOTPEOHOCTEH KOHKpeTHOro oOydaromerocs. CpoK MOJy4eHHs BBICIIETO
oOpa3oBaHusi mpu OOyYeHHH 10 WHAMBHUIYaJbHOMY IUIaHY Ui HWHBAIMIOB U JHUI[ C
OTPaHUYEHHBIMU BO3MOXKHOCTSMU 3I0POBbSI MOXKET OBITh IPU HEOOXOAUMOCTH YBEIUYEH, HO HE
6onee yem Ha monroja. [lpu cocraBieHUH MHIMBUIAYANbHOTO Tpaduka 0OydeHHUs] MOTYT OBbITh
MIPEeIyCMOTPEHBI pa3INYHbIC BApUAHTHI POBEJACHUS 3aHATUN: B 00pa30BaTeIbHON OpraHu3allud
(B akageMHyecKodl Trpynmne W WHIUBUAYAlbHO), Ha JOMY C HCIOJIb30BAHHEM JIIEMEHTOB
JTMCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

B ocBoeHHMM AMCHUIUIMHBI MHBAIWIAMHU U JIMLAMH C OTPAHHUYEHHBIMH BO3MOKHOCTSIMH
3I0pOBbsl OOJBIIOE 3HAYCHHE WMEeT WHAMBHIyallbHasi ydeOHas paboTa (KOHCYNbTallUu) —
JIOTIOJTHUTEIBHOE Pa3bsiICHEHNE YUeOHOTr0 MaTepHana.

NunuBuayanbHble KOHCYJABTAlMM TIO TPEIAMETY SBISIOTCS BaXHBIM  (DaKTOPOM,
CHOCOOCTBYIOIIUM MHIMBUIYATH3AINH O0YYeHUS U YCTAHOBJICHUIO BOCIUTATEILHOTO KOHTAKTa
MEXAy TMpernojaBaTeieM H OO0yJaroIuMcs WHBAIHIOM WIA JIMIOM C OTpPaHUYEHHBIMU
BO3MO’KHOCTSIMH 3/I0POBBSL.


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

8. Hepeqeﬂb I/IH(l)OpMaIII/IOHHLIX TeXHOHOFHﬁ, HUCIIOJIb3YEMBIX IIPH OCYHIECCTBJICHUMN

o0pa3oBaTe/IbHOIO Npolecca Mo JUCHUILINHE.
Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOT .
— IIpoBepka noMamHuX 3aJaHUKA U KOHCYJIBTHPOBAHUE IOCPEICTBOM DJIEKTPOHHOU

IIOYTHI.

— Hcnonp3oBaHue SIEKTPOHHBIX MPE3CHTALMU IPU  MPOBEACHUH JIEKIHMOHHBIX
MIPAKTUYECKUX 3aHATHIM.

Ilepeyens HEOGXOAMMOI0 NPOrPAMMHOI0 00ecnedeHusl.
[Iporpammbl 1t IEMOHCTpAIMHK U co37anus npesenTanuii («Microsoft Power Point).
[Iporpammebl, TeMOHCTpAIMK BUACO MaTepuaioB (mpourpeBarens «Windows Media
Player»).

Iepeyenb MHGOPMAMOHHBIX CIIPABOYHBIX CHCTEM:
1. CnpaBouno-nipaBoBasi cucteMa «Koncynprant [Imrocy (http://www.consultant.ru)
2. DnektponHas 6ubnmoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/
3. T'apanrt.py: uHpOpMaIMOHHO-TTPaBOBO# mopTtain http://www.garant.ru
4. MuHHCTEpCTBO 00pa3oBaHuUs U HAyKH http://MuHOOpHAaYKH.pD

5. YHuBepcuterckas

http://uisrussia.msu.ru

9. MarepuajibHO-TeXHHYECKas

nHpopmannonnas cucrema POCCUA  (YUC

0a3a, HeoOxoguMmast JIJIA

00pa30BaTeILHOTO MPOIlECcCa MO JUCIUILIHHE.

u

Poccus)

OCylleCTBJICHUS

MaTepI/IaHBHO -TeXHHUYECKOE 00eCIeUeHue JHUCIHHIITHHBI

Ne Bug pabor
(MOTyns1) M OCHAIIEHHOCTH
1. Jlexumonnsie 3ansaTus | Aynuropus (kabuner 21, Kpacnonap, yin. Copmosckas, 173)
VYueOnast meOenb (CTONBI, CTyJbs), JOocka VHTepakTHBHas
Interwrite Learning , mepcoOHAIbHBINA KOMIBIOTEP C BBIXOJIOM B
ceTb MHTEpHET, MesToBas T0CKa.

2. Cemunapckue 3ansatus | Ayautopus (kaduner 21, Kpacaonap, yin. CopmoBckas, 173)

VYyebnass MmeOenb (CTONBI, CTYJbs), Jocka HHTepakTHUBHas
Interwrite Learning , mepcoHaIbHBIA KOMIBIOTEP C BBIXOJIOM B
ceTh VIHTEpHET, MenoBas 10CKa.

3. ['pymnmioBeie Aynutopus (kabunet 21, Kpacnonap, yn. Copmosckas, 173)
(MHAMBHUTYATIBHBIC) VYuyebnast MmeOenb (CTONBI, CTYJbs), Jocka HHTepakTHUBHas
KOHCYJIbTAINH Interwrite Learning , mepcoHanbHBI KOMIIBIOTEP C BBIXOJOM B

ceTh VIHTEpHET, MeNoBast T0CKa.

4, Texymmii  koHTpousib, | Aynutopus (kabuner 21, Kpacuonap, yn. CopmoBckas, 173)
MIPOMEXKYTOYHAs VYyeOuast mebens (CTObL, CTYNbs), Jocka HTepakTUBHAS
aTTecTalus Interwrite Learning , mepcoHalIbHbBII KOMIBIOTEP C BBIXOJIOM B

ceTh VIHTEpHET, MeNoBas T0CKa.

S. CamocrosTenbHas bubnunoteka (Kpacuonap, yn. CopmoBckasi, 173)
pabota YyeOnass  mebenb  (CTONBI,  CTYNbs),  IEPCOHATbHBIE

KOMITIBIOTCPBI C BBIXOJIOM B CC€Th HHTCpHeT.



http://www.consultant.ru/
http://www.garant.ru/
http://минобрнауки.рф/
http://uisrussia.msu.ru/
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