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1 Heau u 321244 M3y4YeHUs TUCUMILIMHBI (MOTYJIs1).

1.1 Ileab ocBoeHMSs JUCUMILIUHBI.
OBnanenne 0Oy4arONUMUCS OCHOBAMU OpTraHU3aIiy paboThl C JOKYMEHTaMU U IPUMEHEHUE
MOJIyYCHHBIX 3HAHUM B TEOPETUYECKON U MPAKTUYECKON AEATEIbHOCTH HA COBPEMEHHBIX
NPEIIPUATUAX IPU JOKYMEHTUPOBAHUE XO3AMCTBEHHBIX ONEPAlMid U PEACTABICHUH PE3YJIbTATOB
paboThI B COOTBETCTBUU C MPUHSATHIMU B OPTaHHU3AIMH CTaHIAPTaAMHU.

1.2 3agaun TUCHUILIMHEI.

3HAKOMCTBO C COBPEMCHHBIMH M KJIACCHUYSCKUMH KOHICHIMSIMH JIOKYMEHTOBEICHUS,
yrayOieHne 3HaHWH B 00JIACTH OCYIIECTBJICHUS JTOKYMEHTAIIMOHHOTO OOCSCIICUCHUS yIIPaBICHUSCKON
JESITEILHOCTH, MPUOOPETEHHE CIIOCOOHOCTH TOATrOTaBIMBATh MCXOJHBIC JaHHBIC, HEOOXOUMBIC IS
pacdera HSKOHOMHYECKHX IIOKa3aTeleH, XapaKTepHU3YIONUX JCATCIbHOCTh  XO3SIMCTBYIOIINX
CyOBEKTOB.

1.3 MecTo nucuMmJinHbI (MOyJis1) B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl.

Huctunnuna  «JlokymeHTarmonHoe obecreueHne TPo(ecCHOHaTbHON — IEATEITbHOCTH
OTHOCHTCS K OOS3aTeNbHBIM JUCHIMIUIMHAM BapHaTHUBHOW yactu ydeOHoro miana ®I'OC BO mo
HampaBieHnto noarotoBku 38.03.01 DOkoHommMKa, HampaBieHHOCTh (mpoduiab) DKOHOMHKA
npeanpusTHil 1 opranm3anui. [Ipearaznauena asa 6akanaBpoB 2 kypca ODO (3 cemectp).

[Tony4yeHHbIe MpU U3yYEHUHN JUCITUTUIMHBI 3HAHUS UCTIOJIB3YIOTCS TIPH HAaNMcaHuu pedepatoB u

B MOCTEAYIOMEH MPAKTUIECKOU JIeITeTbHOCTH.

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

W3yuenne paHHOW Y4eOHOW AMCHIUIUIMHBI HANpaBlieHO Ha (opMupoBaHHE Yy OOYYAIOIIMXCS
npodeccuoHanbHbIX KommiereHui: [1K-3; T1IK-14.

Ne Nuneke Conepxanue B pe3ynpraTe u3yyeHus yueOHON AUCHUTIIHMHBI
n.1;. KOMIIET | KOMMETeHUIHH (Wiu eé oOyJaroluecs: J0IKHbI
SHIUHI 4acTH) 3HATh yMeTh BJIA/IeTh

1. [IK-3 | cmocoOGHOCTBIO METOIBl  cOOpa, | OCYIIECTBIATh HaBBIKAMHU
BBITIOJIHATh aHayM3a u | coop, aHanu3 u | cOopa, aHanmU3a
HEO0O0X0UMBbIE it | 00paboTKH 00paboTKy u  00paboTku
COCTaBIICHUS JTAHHBIX JTAHHBIX, JTAHHBIX
HKOHOMHYECKUX HEOOXO0TUMBIX HE0OXO0TUMBIX
paznenos IJIAHOB TUTST pellieHus | Ui pelleHus
pacueTbl, 000CHOBBIBATH npodeccuonansH | mpodeccuoHa
UX U TOPeICTaBISThH BIX 33124 BHBIX 33724
pe3ynbTaThl  paboThl B
COOTBETCTBUU C
MPUHITHIMU B
OpraHu3aIuu
CTaHJIapTaMU

2. [1K-14 | crmocoOHOCTBIO METOBI OCYHIIECTBJISATh HaBBIKAMH
OCYILIECTBIISTh JOKYMEHTAIIMOH | JOKYMEHTAIIMOH | OCYIIECTBICHU
JOKYMEHTUPOBaHUE HOTO HOE s
XO3SIUCTBEHHBIX obecrieyeHust obecrnieueHue JIOKYMEHTAIHO
omepaiuii,  MPOBOJUTH | YIPABIECHYECKO | yIPaBICHUYECKONH | HHOTO
yUYeT JIEHEXKHBIX CPEJICTB, | W NEATEIBHOCTH | JESTEIHOCTH obecrieyeHus
paspabatreiBaTh pabounii yIpaBIeHYECK
IJIaH CYETOB on
OyXrajTepckoro ydera JIESITENILHOCTH




WNunekc Conepxxanue B pesynbrate nzyueHus: yaeOHOU JUCIUITITAHBI

. | KOMIET | KOMNETCHUHH (nnm eé 00yyJaronumecs: JOJKHbI
" | eHuunm 4acTH) 3HATh YMeEThb BJIaJIeTh
OpraHu3anuu u

dbopMmupoBaTh Ha  €ro
OCHOBE OyxXranrepckue
IIPOBOIKU

2. CTpyKTypa M coep:kaHHe TUCHUTIIUHBI.

2.1 Pacnipenesienne TPy10éMKOCTH JUCIUIIJIMHBI 10 BUIaM PadoT.

OOmiast Tpy10EMKOCTh AUCIUILTUHBI cocTaBisgeT 3 3ad.en. (108 waca), ux pacmpeneneHue 1o
BUJaM paboT MPECTAaBICHO B TAOIHUIIE.

Bun yuebHoit paboThl Bcero Cemectpbl
4acoB (uacel)
3

KonTakTHas pa6ora, B TOM 4ncJe: 54,3 54,3
AyauTOpHBIE 3aHATHS (BCEro): 52 52
3aHATHS JTEKIIMOHHOTO TUTIA 18 18 - - -
JlaGoparopHble 3aHATH - - - - -
3aHATHS CEMHHAPCKOTO THITA (CEMHHAPHI, 34 34 i i i
MIPAKTUYECKHUE 3aHITHSI)
HNHuas koHTaKTHas padora: 2,3 2,3
KonTtpons camoctoarensHoit padotsl (KCP) 2 2
[Tpomexxyrounas arrecranus (MKP) 0,3 0,3
CamocrosiTeJibHasi pab0oTa, B TOM YHCJIe: 27 27
[TpopaboTka ¥ MOBTOPEHKE JIEKITMOHHOTO MaTepHala,
Marepuaia ydeOHOW U Hay9HOU JTUTEPATYPHI, 17 17 - - -
MOJITOTOBKA K CEMUHAPCKHUM 3aHSTHSIM.
BrInonHeHne HHIMBUIYaIbHBIX 33[aHUH (TIOATOTOBKA 10 10 i i i
pedepaToB; MOJrOTOBKA K TEKYINIEMY KOHTPOJIO)
KonTpoJib:
[ToaroroBka K sK3amMeHy 26,7 26,7 - - -
OO0masi Tpy10eMKOCTh qac. 108 108 - - -

B TOM HCJIe KOHTAKTHAA | o 43 |s543

pabora

3a4. e 3 3

2.2 CTpyKTypa AUCHUIJIMHBI:
Pacrnipenenenue BuoB yueOHOM pabOThI U UX TPYAOEMKOCTH MO pa3zesiaM AUCHUTIIHHEL.
Paznensl qUCHUIUIMHBL, H3ydaeMble B 3 CEMECTpe

KonuuecTBo uacos
Braeayout
Ne HaumenoBanue paznenos Beero AB?;ST:TI;HM OpH};}I
pabora
J | 113 JIP CpC
1 2 3 4 5 6 7
1 CoBpemeHHOE rocylapCTBEHHOE PEry/HpOBAHHE| 4, | 4 6 4
JIETIONPOM3BOICTBA
2 OCOOEHHOCTH TIOATOTOBKM W O(GOPMIIEHHS OTHENbHBIX 10! 2 4 4
BUJIOB JIOKYMEHTOB
3. |Opranusaiyst CIayK0bl IeT0MPOU3BOCTBA 10 | 2 4 4
4.  |Opranuzaiys JOKyMEHTOO00POTa; 10| 2 4 4
5. CocraBJjieHre IOKYMEHTOB 10 2 4 4




6. Opranuszanys —TEKyLIIEro  XpaHEHWs JOKyMEHTOB U 9 9 4 3
MOJINOTOBKA JIEN K apXMBHOMY XPaHEHHIO.

7.  |XpaHeHue JOKYMEHTOB B JIEKTPOHHOU (hopMme 8 2 4 2

8. KoMmbroTepHBIE TEXHOIOTHU B JICJOIMPOU3BOICTBE 8 2 4 2
Hmoeco no oucyuniune: 79 | 18 | 34 - 27

[Tpumeuanue: JI — nexmun, [13 — npaktuueckue 3anatus / cemunapsl, JIP — maGopaTtopHsie 3aHATHS,
CPC — camocrosTenbHas paboTa CTyIEHTa.
2.3 Coneprxanue TeM JUCHHUIIMHBI
2.3.1 3aHATHA JTeKIMOHHOI0 THIIA.

HaumenoBanue Dopma TeKylero

No Conepxanue pazzaena

paszena KOHTPOJIA
1 2 3 4

1. |Cospemennoe HopmaTuBHO — MeToamueckas 0a3a JE€IONPOM3BOACTBA H|YCTHBIN OMPOC
roCyJIapCTBEHHOE ero 3aKOHOJATeIbHOE 3aKperuieHHe. TepMUHOIOTHYecKas
peryiaupoBaHue 0a3a JIOKYMEHTAIIMOHHOTO  OOECIeYeHUsi  yIpaBIICHUSI.
JIeTIONPOM3BOICTBA CucTeMbl JOKyMEHTAIIWH.

2. |Ocobennoctu Opraan3aImoHHbIE JIOKYMEHTBHL. Pacniopsurenbneie| Y CTHBIA OMTPOC
IIOArOTOBKH u|nokyMeHThl. CripaBOYHO — WH(POPMAIMIOHHBIE JOKYMEHTHI.
otopmiteHus OTAETBHBIX |/JJOKYMEHTBHI IO TMYHOMY COCTAaBY.

BUJIOB JIOKYMEHTOB
3. Opranusanuonnsie  GopMbel  paboOTBI ¢ JOKYMEHTaMH.|Y CTHBIM OIPOC
Tumnossie OpraHu3alluOHHbIE CTPYKTYpBHI CITYKOBI
JENONPON3BOACTBA.  3amaud M (QYHKIUH  CITYy>KOBI
Opranuzamust  ciyObl|J€I0IPOU3BOCTBA. OyHKIMU CTPYKTYPHBIX
JIETIONPOU3BOICTBA ToApa3aeiIeHUi CIIy>KOBbI IeIOPOU3BOACTBA. JomKHOCTHOM
W YMCICHHBIH COCTaB  CIY)XOBl  JI€JIONPOM3BOJICTBA.
HopmartuBHas pernmameHTanus ciy>x0bl J1€I0IPOU3BOJICTBA.
YcnoBus Tpyaa.
4. IIpoGaema COBEPIIICHCTBOBAHMS JOKYMEHTO000pOTa.|Y CTHBIN OIPOC
OcHOBHBIE TIpaBWJIa OpTaHU3AIUU JOKyMEHTOOOOpOTa B
Oprammsams yupexxaennd. [Ipmem, o0paboTka u  pacmpeneneHue
JIOKYMEHTOOBOPOTa; BXOIALIMX  JOKYMEHTOB. Perucrpamust  IOKyMEHTOB,
3HayeHHe W 3amaun. OOmume TnpaBHiIa PErucTparuu
JOKYMEHTOB. Dopmbl perucrpauuu JOKYMEHTOB.
ABTOMaTH3UPOBAHHBIC CUCTEMBI PETUCTPALIHH.

5. Tpebosanus k  TekcTy  nokymeHta.  OcoOeHHOCTH|YCTHBIM OIPOC
CocraBnenue o(hUIIHATBHO - EIOBOr0 CTIWIIA. YNOTpeOIeHne MPOMUCHBIX
JOKYMEHTOB 1 cTpouHbIX OykB. Hambomee ymorpebisieMble COKpaIieHus

cioB. OdopmieHue 1aT U Ynces B JOKYMEHTaXx.

6. |Opranmsanms TeKymiero|OKCIepTH3a LEHHOCTH JOKyMeHTOB. Odopmiienne nen.|YCTHBIA OTIPOC
XpaHeHus JoKyMeHTOoB u|CocTtaBieHue onucel aei. [lopsaok nepenauu Aen B apxuB.

MOArOTOBKA  JIeN K
apXMBHOMY XPaHEHHIO.

7. |XpaneHune nokymeHToB|CucTeMaTh3amus JOKyMeHTOB. OOecneueHne COXpaHHOCTH|Y CTHBIM OTIPOC
B QJIGKTPOHHOMW ()OpME  |IOKYMEHTOB B AJIEKTPOHHOU (opMe. ApXUBHOE XpaHEHHE.

8. |KommbrorepHsie TexHuueckne CcpencTBa, IPUMEHSEMBIE B COBPEMEHHOM|YCTHBIN OMPOC
TEXHOJIOTUU B|J€TIOIPOU3BOACTBE. Cucremsl ABTOMAaTH3aLUHU
JIeTIONPOH3BOACTBE JOKYMEHTAIIMOHHOT'O 00ECIICYEHHs] YIPaBICHUSL.

2.3.2 3aHATHSA CEMHHAPCKOI0 THIIA.
e HaumenoBanue Comepianss pasnena dopma TEeKyLIEero
paszena KOHTPOJIA
1 2 3 4

1. |Coepemennoe HopmaTtuBHO — Meroauueckas 0Oasa jenonpousBoicTBa M|  Pedepartsl,
rOCyAapCTBEHHOE €ro 3aKOHOHAATCIBHOC 3aKpPCIIJICHUC. TepMI/IHOJ'IOFI/IquKaH KOHTpOJIbeIe
peryupoBaHue 0a3a JOKYMEHTAllMOHHOTO OOECIICYEeHHUs]  yIpaBIICHUS. BOIIPOCHI




JeTIONPOHU3BOACTBA CucreMbl TOKyMCHTAIUH.

2. |OcobennocTH Opranu3aiuoHHbIE JIOKYMEHTBHI. PacnopsiautenbHbie Pedeparsr,
MOJITOTOBKH H|10KyMeHTbI. CIpaBOYHO — MH(OPMALMOHHBIC NOKYMCHTBL| KOHTpPOJIbHBIE
oopmiteHHs OTAENBHBIX |/[JOKYMEHTBI IO IMYHOMY COCTaBY. BOIPOCHI
BHJIOB JIOKYMEHTOB

3. Opranuzaiuonssie  (GOpMbI  pabOTBl € JOKYMEHTaMH. Pedepartsl,

Tumnossie OpraHu3aluOHHbIE CTPYKTYpBI CIYy)O0Bl| ko HTPOJIbHBIE

JIENONPOU3BOACTBA.  3afaud M QYHKUUH  CIykKOBbI BOIPOCHI
Opranuzanust  CIyObI|JETONPOU3BOCTBA. OyHKIIMU CTPYKTYPHBIX
JIETIONPOU3BOICTBA MOJIPA3/ICIICHUN CITY>KOBI JIEITONPON3BOACTBA. J[0MKHOCTHON

U YHUCIICHHBIH  COCTaB  CIIy)KOBI  JICIONPOU3BOCTBA.

HopmaTuBHasi periamMeHTaIus CiyXObl JeI0MpPOU3BO/ICTRA.

YcioBus Tpyna.

4, [Ipobnema  coBepHIEHCTBOBAaHHUS  JOKYMEHTOOOOPOTA. Pedeparsr,

OCHOBHEBIE nmpaBujia OpraHuU3aluu I[OKYMGHTOO60p0Ta B KOHTPOJIBHEIE
Opranusams yupexaenun. Ilpuem, o0pabGoTka M pacmpeieeHue BOIIPOCHI
JIOKYMEHTO06OPOTa; BXOIAIIUX  JOKYMEHTOB. Perucrpanuss  JOKYMEHTOB,

3HaueHne U 3afaud. OOmume TmpaBuia PETUCTPALITU

JIOKYMEHTOB. Dopmbl perucrpauuu JIOKYMEHTOB.

ABTOMaTI/I3I/IpOBaHHBIe CUCTEMBI pETrUCTpalin.

5. TpeboBannus K  Tekcty  JokymeHTta. OcobeHHOCTH Pedepartsr,
CocraBiieHue o(HIMATBHO - JCI0BOI0 CTU/ISA. YOTPeOIeHNEe MPOMMCHBIX KOHTPOJILHBIE
JIOKyMEHTOB u cTpouHbiXx OykB. Hambonee ymorpediisieMbie COKpaIeHIS BOIIPOCEI

cioB. OopmiieHre qaT U YMUCeNT B TOKYMEHTaX.

6. |Opranmsaius TeKyliero|DKCIepTH3a IEHHOCTH JOKyMeHTOB. OdopmiieHue el Pedeparsr,
XpaHeHHs JOKyMeHTOB i|CocTaBiieHue onucei aen. ITopsitok mepefadn 1en B apxuB. |  KOHTPOJIBHBIE
MOATOTOBKA  Jel K BOIPOCHI
ApXUBHOMY XPaHEHUIO.

7. Cucremarusanus nqokymeHToB. OOecreuenune coxpaHHocTH|  Pedepartsi,
Xpanenue HQKYMeHTOB JIOKYMEHTOB B 3JICKTPOHHOU (hopMe. APXHUBHOE XpaHEHHE. KOHTPOJILHBIE
B 2JICKTPOHHOM hopme

BOIIPOCHI

8. |KommbroTepHbIe TexHuueckue CpencTBa, IPUMEHSIEMbIE B COBPEMEHHOM Pedeparsr,
TEXHOJIOTUHU B|ACIIOIIPOU3BOACTBE. Cucrembl aBTOMaTHu3alnunu KOHTPOJILHEIE
JIeTIONPON3BOICTBE JMOKYMEHTAIIHOHHOTO O0ECTIeUeHH s YIIPaBIICHHSL. BOIPOCHI

2.3.3 JlabopaTopHbIe 3aHITHSA
JIaGopaTopHBIE 3aHATHUS HE IPEIYCMOTPEHBI YYCOHBIM IIJIAHOM.

2.3.4 IlpumepHasi TeMaTHKa KyPCOBBIX padoT (IIPOEKTOB)
KypcoBbie paboThl (IIPOEKTHI) HE MPETYCMOTPEHBI YUCOHBIM TLIAHOM.

2.4 IlepeyeHb Y4eOHO-METOAHYECKOIO oOOecHe4YeHUS VIS CAMOCTOAATEJbHOH PadoThI
o0yvyamuxcst Mo AUCHHUILINHE (MOIYJIIO)

Bung CPC

HepequL y‘le6H0-M€TOHI/I‘{€CKOFO obOecreueHus JUCHUIIIIMHBI I10
BBIIOJIHEHHUIO CaMOCTOSTEIIbHOM paGOTBI

2

3

3aHATUAM

1|IIpopaboTka 1 TOBTOpEHHE
JIEKIMOHHOTO MaTepuara,
MaTepHaia yueOHOH U
HAy4YHOU JIUTEPATYPHI,
MOJATrOTOBKA K CEMHUHAPCKUM

29 urons 2017 r. Pexxum nocryna:

1. Meroauueckue yka3aHus AJIsl TOATOTOBKH K 3aHATHUSIM JIEKLIHOHHOTO U
CEMHHApPCKOro TUMa. ¥ TBEpKAeHbI Ha 3acenannu CoBeTa
sxoHomuueckoro akynsrera ®I'BOY BO «Ky6I'V». IIporokon Ne 8 ot

https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya 2. Meronuueckue
yKa3aHUs 110 BBITOJTHEHHIO CAMOCTOSTEINBEHOM paboThl 00yJarommxcsl.

YTBepkaeHbI Ha 3acegannu CoBera YKOHOMHUYECKOTo (haKyabTeTa
OI'BOY BO «KyOI'Y». Ilporokon Ne 8 ot 29 uronst 2017 r. Pexum




noctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

2| [TonrotoBka pedepatoB  |MeToandeckne yka3aHus 1O BBITIOIHEHHIO CAMOCTOSTEIBHON PaboThI
oOyuarommxcsi. Y TBepKIeHbI Ha 3acenaHnui CoBeTa IKOHOMHYECKOT0
tdakynsrera ®I'BOY BO «KyoI'Y». [Iporokon Ne 8 ot 29 utons 2017 r. 3
[MoaroroBka k TekymemMy KOHTpoI0 MeToandeckue yKa3aHus 1mo
BBITTOJTHEHUIO CAMOCTOSITENIbHON pa0boThI 0OyUaromuxcs. Y TBep KIeHbI Ha
3acenanuu CoBera skoHOMHYEcKOro ¢akyabrera ®I'EOY BO «Kyol V.
[Iporoxon Ne 8 ot 29 utons 2017 r. Pexxum noctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

3|lloaroroBka Kk TekyeMy | MeTOAMUECKNE YyKa3aHUs 110 BBITOJHEHHIO CaMOCTOSATEIbHON pPaboThI
KOHTPOJIO oOydJarormmxcsi. YTBepKIeHbl Ha 3acenannu CoBeTa 3KOHOMHUYECKOTO
tdakynbrera ®I'BOY BO «Ky6I'Y». [Iporokon Ne 8 ot 29 utons 2017 .
Pexxum moctyma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MEeTOMYEeCKHUE MaTepuajbl s CaMOCTOSATEILHON pabOThl OOYJArOIIUXCS W3 YHCIIa
WHBAINJIOB U JIUII C OTPaHUYEHHBIMI BO3MOXKHOCTSIMH 3710poBbst (OB3) mpemocraBnstoTes B Gpopmax,
QIalITHPOBAHHBIX K OTPAaHUYCHUSM WX 3JI0POBbS M BOCTIPUSATHS HHPOPMAITUH:

J1J1st TUT] ¢ HApYIISHUSIMHA 3PSHHS:

—B M€YaTHOH QopMe yBeIMUEHHBIM HIPUPTOM,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

JIyig 11 ¢ HapyILIEHUSAMH CIyXa:

— B IIeUaTHOU opme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUSMHU OTIOPHO-JBUTATENILHOTO anmnapara:

— B IIeUaTHOU opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

JlaHHbI TepeYeHb MOXKET OBbITh KOHKPETHU3HPOBaH B 3aBHCHUMOCTH OT KOHTHUHI€HTa
00yJaronuxcs.

3. O6pa3oBare/ibHbIE€ TEXHOJIOTHH.

B nporiecce nzydeHus TUCHUIUIMHBI JICKIIUH, TPAKTUUECKUE 3aHSATUS, KOHCYIbTAIIH SIBIISIFOTCS
BeaymuMu (popmamu 00ydeHHs B paMKax JIEKIHOHHO-CEMHHAPCKON 00pa30BaTENbHON TEXHOJIOTHH.
Jlexuu u3jararTcs B BUJIE PE3CHTALIMU C UCIOIb30BaHUEM MYJIbTUMEIUIHON annapatypsl. JlaHHbIe
MaTepHaibl B 3JIEKTPOHHOU Gopme nepeaarorcs cryaeHtaM. OCHOBHOM LIEIbI0 MPAKTHUECKUX 3aHATUN
SBIJISETCS Pa300p MPAKTUYECKUX CUTYalui. JOMOTHUTENBHOM 1EIbI0 MPAKTHUECKUX 3aHATHIH SIBISIETCS
KOHTPOJIb YCBOCHHMSI MPOUJECHHOTO MaTepuaia. Ha mpakTHyeckuX 3aHATHAX TaKKe OCYILECTBIISIETCS
MPOBEPKA BBHIMIOJIHEHUS 3anaHuid. [lpu mpoBeAeHUM NPAKTUYECKUX 3aHITHUH yYACTHUKH TOTOBAT U
MIPEJICTaBIAIOT (C HCmonb3oBaHueM mporpaMmbl Power Point) cooOmienust mo Hanbosiee Ba)KHBIM
TEOPETUYECKUM AacCleKTaM TEKYyIle TeMbl, OTBEYAlOT Ha BONPOCHI MPENOJaBaTeNss U JPYrux
ciymareneii. B yucno BUAOB paboOThI, BHIMOTHSIEMOW CIYIIATEISIMH CaMOCTOSTEIbHO, BXOJIT:
1) mouck W M3yueHUe TUTEPATyphl IO pacCMaTpUBaEMOM Teme; 2) MOMCK U aHallu3 HAy4YHBIX CTaTel,
MoOHoTpaduii Mo paccmaTpruBaeMoii TeMe; 3) MOAroToBKa pedepaTuBHBIX 0030POB.

Jns MHBaNMAOB W JIMIl C OrPAHUYEHHBIMH BO3MOXHOCTSIMU 370POBbSl YCTAHABIMBAETCS
0COOBIN MOPSIIOK OCBOCHHS yKa3aHHOW AUCHUIUIMHBEL. B 00pa3oBaTensHOM MpOIECCE HCIIOIB3YHOTCS
COIMANIbHO-aKTUBHBIE H peduieKCUBHBIE MeETOoAbl oOyueHus (poJyieBas wurpa), TEXHOJIOTHH
COIIMOKYIbTYPHON peaOduIuTallMi C LeJIbl0 OKa3aHWS IOMOINM B YCTAaHOBJICHHH TOJHOIIEHHBIX
MEXJIMYHOCTHBIX OTHOIICHUN C APYTUMHU CTYIACHTAMH, CO3JaHHH KOM(OPTHOTO MCUXOJIOTHUYECKOTO
KIIUMaTa B CTyJIeHYEeCKOU rpymrme. Brlieo3HaueHHbIE 00pa30oBaTeNbHBIE TEXHOJIOTHH JIAIOT Hanboee
B(IJ(IJCKTI/IBHBIC PE3yIbTaThl OCBOCHUA JUCHUIIIMHBI C HOBI/ILII/Iﬁ AKTyaJIM3allu COJACPKaHUSA TCMBbI
3aHATHUA, BBIpaGOTKI/I MMPOAYKTHUBHOTO MBIIJICHHUA, TCPMHUHOJIOT MYECKOU T'paMOTHOCTH )41



KOMIICTCHTHOCTH 06yqaeM0r0 B aCIICKTC COIIMAJIBHO HaHpaBHeHHOfI TIO3UIINHN 6y):[y1uer0 crienuyaiucTra,
1 MOTHUBAlMH K MHUIUATUBHOMY U TBOPUYCCKOMY OCBOCHUIO y‘IC6HOI‘0 Marcpurajia.

4. OIIeHO‘lHLIe Cpeacrea AJisi TEKYIIECTr0 KOHTPOJHA YCIEBACMOCTH MU HpOMe)KyTO‘lHOﬁ
arreCcranmu.
4.1(1)011)1 OLCHOYHBIX CPEACTB AJISl MIPOBECACHUSA TCKYLIECT0 KOHTPOJISA.

Paznen 1. CoBpeMeHHOE rocyIapCTBEHHOE PETYINPOBAHHE AEIONPOU3BOJICTBA

1. HopmaTtuBHO — MeToan4ecKas 6a3a JEeI0MpOU3BOACTBA U €TO 3aKOHOIATEIbHOE 3aKPEIUICHHE.
2. TepmuHOnOTHYECKast 6a3a JOKyMEHTAI[HIOHHOTO OOeCTIeueH sl YIIPaBICHUS.

3. CucteMbl TOKyMEHTalUH.

Paznen 2. OcoGeHHOCTH NOATOTOBKU U 0(hOPMIIEHHS OTJENIbHBIX BUJIOB IOKYMEHTOB
1. Opranu3anroHHbBIE JOKYMEHTHI.

2. PacnopsiiuTensHbIe JOKyMEHTHI.

3. CnpaBo4HO — HH(OPMALIMOHHBIE JOKYMEHTHI.

4. JIoKyMEHTHI 110 JINYHOMY COCTaBY.

Pazgen 3. Opranuzarnust ciry>kObl eTOTTPOU3BOICTBA
1.OpranusanrionHslie GopMbl paboThl C JOKYMEHTaMHU.

2.TunoBble opraHU3aMOHHBIE CTPYKTYPBI CIIYKObI J1€I0MPOU3BOJICTBA.
3.3amaun ¥ QyHKIUHU CIIYKOBI J1€J0MPOU3BOJICTBA.

4. OyHKIUHU CTPYKTYPHBIX MOJpa3/IeIeHUH CITyXObI IeT0NPOU3BOICTBA.
5.JI0JDKHOCTHOM M YHUCIICHHBIM COCTaB CITYKOBI JETOMPON3BOJICTBA.
6.HopmatuBHas persiameHTanus ciayxO0bl 1eI0NpOnU3BO/ICTBA.
7.YcnoBus Tpyna.

Pazgen 4. Opranuzanust JOKyMEHTO000pOTa;

1. IIpoGiiema coBepIIEHCTBOBAHUS TOKYMEHTOO0OPOTA.

2.OcHOBHBIE MpaBUJIa OpraHU3aUH T0KYMEHTO000pOTa B YUPEKICHUH.
3.IIpuem, 06paboTKka U pacrpeaesaeHie BXOASIINX JOKYMEHTOB.
4.Perucrtpanys J10KyMEHTOB, 3HAUE€HUE U 33a4H.

5.006mmue mpaBuiia peruCTpalui T0KYMEHTOB.

6.DopMBbI perucTpaluu J10KyMEHTOB.

7.ABTOMaTH3MPOBAHHBIE CUCTEMBI PETUCTPALIHH.

Pazgen 5. CocraBieHue 10KyMEHTOB

1. TpeGoBaHus K TEKCTY JOKYMEHTA.
2.0co0eHHOCTH OUITUATBHO - JEJIOBOTO CTHJIS.
3.YnoTpebienue NpoOnUCHBIX U CTPOUYHBIX OYKB.
4.Haubounee yrnoTpeOisieMble COKpPAIICHHSI CJIOB.
5.0¢dopmieHne aat u yncen B TOKyMEHTax.

Pa3znen 6. Opranusaius TEKyIero XpaHeHust TOKyMEHTOB U TIOJrOTOBKA JIe K apXUBHOMY
XpaHEHHUIO.

1.DOxcnepTu3a eHHOCTH JOKYMEHTOB.

2.0¢dopmienue nien.

3.CocraBieHue onucei Jel.

4.Tlopsigok mepenayu 1 B apXuB

Paznen 7. XpaneHue 10KyMEHTOB B JIEKTPOHHOU popMme
1.Cucremartuzanus JOKyMEHTOB.

2.00ecnieueHre COXpPaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOU (opme.
3.ApXHBHOE XpaHEHHE



Pa3nen 8. KomnbroTepHble TEXHOJIOTUU B JI€IOIPOU3BOJICTBE
1. Texnnueckue cpeacTBa, IPUMEHSIEMbBIE B COBPEMEHHOM JIEJIONIPOU3BOICTBE.
2.Cucremsl aBTOMaTu3aluu JOKYMCHTAIUOHHOI'O oOecrieyeHns YIIpaBJICHHUA

4.2 ®oH/1 OLIEHOYHBIX CPEACTB ISl POBeeHNsI MPOMEKYTOYHOH ATTECTAIUM.
[TpumepHbie Bonpock! utst 9k3aMena mo gucturminae (I1K-3, TTK-14)

JoxymeHT. OCHOBHbIE IPU3HAKU U CBOMCTBA IOKYMEHTA.

DyHKIMN TOKYMEHTA.

IOpuanueckas cuna 1oKyMeHTa.

Crangaptuzanus U yHU(UKaLIKs TOKyMEHTA.

HopmartuBHo-MeToqMuecKkre JOKYMEHTBI, PETIaMEeHTUPYIOLIUE TPOLECCH JOKYMEHTUPOBAHUSI.
JoxymeHTOo000pOT B opranu3amuu. OCHOBHBIE ITPaBUIIa IOKYMEHTOO0OPOTA B BY3€.

Bunpl 01aHKOB, IPUMEHSIEMBIX OpraHU3aLUsIMU.

PexBuzutel, popmupyroniye 61aHk MucbMa 1 OJaHK KOHKPETHOTO BUAA JOKYMEHTA.

©ooN O wNE

[IpaBuna opopmieHus 1aTol B JOKYMEHTE.

[EY
o

. CriocoOsl yTBEpkKA€HUS JOKYMEHTOB.

-
[N

. PGFI/ICTpaI_[I/IH 1 KOHTPOJIb UCITIOJTHCHUA JOKYMCHTOB.

[EY
N

. Opranm3zarust paboThl C HCXOANIIMH JOKYMEHTaMu. TpeOoBaHUs, TPEIbsBIIIEMbIE K
00paboTKe UCXOIAITUX TOKYMEHTOB.

13. Drambl paboThl ¢ BXOAAMIUMHU JTOKyMEHTaMH. TpeGoBaHUS npedvssisemvle K IEPBUIHOM
00paboTKe BXOIANINX TOKYMEHTOB.

14. Tlopsmokx pabOThI ¢ BHYTPEHHUMHU JOKYMEHTAMH.

15. OcHoBHBIE TPYIIIBI JOKYMEHTOB YIIPABJICHHUS.

16. Buapl opraHH3aiMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB.

17. Bunasl cipaBoYHO-MH(POPMAIIMOHHBIX TOKYMEHTOB.

18. Pesomonus. [Topsaok ee opopmiaeHus.

19. OdopmiieHne MOANUCH B TUCbME, aKTe, MPOTOKOJIE.

20. CornacoBanue nokymenTa. OdopmiieHue rpuda u BU3bl COTIACOBAHU.

21. CocTaB perucTpalMOHHOTO HOMEpa UCXOISIIEro TOKyMEHTA.

22. Drarbl IOArOTOBKHU IIPUKa3a.

23. OcobeHHOCTh cocTaBiIeHUs U 0(OPMIICHHUS MTPUKa3a IO OCHOBHOMW AESITETbHOCTH.

24. Axr. ITpaBuna ero opopmiaeHus. Buapr akToB.

25. TIpotokon Ocobennoctu ero ohopmiuenus. [lonHas u kpatkas GopMbL.

26. TpeboBanus K C1y>keOHBIM M JOKJIATHBIM 3anuckaMm. OcoOeHHOCTH UX 0(OpMIICHUS.
BHerniHue 1 BHyTpeHHUE 10K JHbIE 3aIMCKH.

27. OcHoBHBbIE TpeOOBaHUS K 0(OPMIICHHUIO CITY)KEOHBIX MMUceM. Pa3HOBHIHOCTH MHCEM.

28. TpeboBaHus, MpeIbsBIIEMbIe K TEKCTY ITUChMA.

29. OcoOGeHHOCTH PabOThI € KaJIPOBBIMH JJOKYMEHTaMH.

30. OcoOGeHHOCTH 3aloJHEeHUs TPYJOBOM KHIDKKU. TpeOoBaHMs K XpaHEHUIO U MCII0JIb30BaHHUIO.

31. JIuyHast KapTO4Ka U JIMYHOE JIEJO.

32. JIoKyMeHTHI, (JOPMHUPYIOLINE TUYHOE €TI0 PaOOTHHKA.

33. IlpaBuna 3amoTHEHUS TUYHBIX KAPTOUEK.

34. Opranuzanus paboThl C JOKYyMEHTAMHU, COAEPIKAIIMMU KOH(PUICHIINATbHbBIE CBEACHUS.

35. ®opmuposanue jiesn. OCHOBHBIE TpeOOBaHUS, KOTOPbIEe HEOOXOIUMO COOIIOATh PU
(bopMuUpOBaHUH /€.

36. CocraBrneHne HOMEHKIIATYPHI JeT.



37. TloaroToBka JOKYMEHTOB K Iepe/iaue UX Ha apXUBHOE XpaHEHHE.

38. XpaHeHue JOKYMEHTOB B 3JIEKTPOHHOU (hopme.

39. INoaroToBka JOKYMEHTOB K YHHUTOXKEHHIO.

40. KomnbloTepHBIE TEXHOJIOTUH B JICTIOIPOU3BOICTBE.

41. Odopmienue npruema Ha paboTy. Benenue, 3anoaHeHne U Bbl1aya TPYIOBBIX KHUKEK.

42. TloHsITHE W CTOPOHBI TPYIOBOTO JOTOBOpA.

43. OO0s3aTenbHBIC U JOMOTHUTEIBHBIE YCIOBHS TPYIOBOTO N0roBopa. CpouHblid M OECCPOUHBII
TPYAOBOM AOTOBOP.

44. J1oJpKHOCTHASI MHCTPYKIIMSL.

45. llltatHO€ pacnucaHue ¥ MpaBUJIa BHYTPEHHETO TPYIOBOTO PaCHOPSIKA.

O1neHOYHBIE CPEICTBA ISl MHBAIUAOB U JIUI] C OTPaHUYEHHBIMH BO3MOYKHOCTSMHU 37I0POBBS
BBIOMPAIOTCS C YUETOM UX MHIAUBUAYAIBHBIX ICUX0(PU3NUECKUX 0COOCHHOCTEM.

— TpU HEOOXOJWMOCTH WHBAIUAAM W JIMIAM C OTPaHUYEHHBIMH BO3MOXHOCTSIMH 3/I0POBBS
MIPEIOCTABIISIETCS JOTIOJHUTENBHOE BpeMs sl TOATOTOBKU OTBETA HA 3K3aMEHE;

— TIpU TPOBEJCHUM TIPOLEAYPHl OICHUBAHUS PE3YIbTaTOB OOYYEHHS HWHBAIUIOB U JIUI[ C
OTPaHUYCHHBIMH BO3MOXHOCTSIMH 3J0POBBSl TIPEAYCMATPUBACTCS HCIOJIB30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOMMBIX UM B CBSI3U C X WHAWBUAYATbHBIMUA 0COOCHHOCTSIMH,

— TP HEOOXOJIUMOCTH UISI OOYUYAIOMIMXCSI C OTPAaHMYSHHBIMH BO3MOKHOCTSIMHU 37I0POBBSI U
WHBAINJIOB TIPOIIEypa OIECHUBAHUS PE3YAbTATOB OOYUEHHS MO JUCIUIUIMHE MOXET POBOJUTHCS B
HECKOJIbKO 3TaroB.

[Iponiemypa oleHWBaHHUS pe3ylNbTaTOB OOYYCHHS HWHBAIMIOB W JIAI C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMU ~ 3/I0POBbS 10  JUCHUIUIMHE (MOIYJII0) MpeaycMaTpUBaeT IPEIOCTaBIICHUE
uHpopmanuu B Qopmax, aJaNTUPOBAHHBIX K OTPAaHUYEHUAM UX 370POBbS U BOCIPHUATHUS
nHpOpManun:

Jlis U1 ¢ HapyIIEHUSIMH 3pEHUS:

— B ITIeYaTHOU (hopMe YBEITHMUYCHHBIM MIPUDTOM,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jlyig 11 ¢ HapyIIEHUSAMHU CIyXa:

— B IIeUaTHOU opme,

— B (hopMe FIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUMH OTIOPHO-BUTATENIFHOTO anmnapara:

— B IIe4aTHOU opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

JlanHBI TIepeYeHb MOXKET OBbITh KOHKPETU3MPOBaH B 3aBHCHUMOCTH OT KOHTHHI€HTa
oOyuaromuxcs.

5. IlepeyeHb OCHOBHOI M JONOJHUTEJBHON Y4eOHOU JHMTepaTypbl, HEOOXOAMMOM IS
OCBOCHUS TUCHMILINHBI (MOLYJIs1).
5.1 OcHoBHast JIMTepaTypa:

1. I'punbepr, A.C. JlokymeHTanmonHoe obecnieuenue ynpasienus : yueouuk / A.C. I'pun6epr, H.H.
I'op6aués, O.A. MyxamermuHa. - Mocksa :FOuutu-/lana, 2015. - 391 c. : Tabn., rpad., ui., cCXemsl -
bubnuorp.: c. 382-383. - ISBN 978-5-238-01770-9 ; To ke [Dnexkrponnslit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031 .

2. Opranu3anus U TEXHOJIOTHUS JOKYMEHTAIlMOHHOTO 00eCIIeUeH s YIIPaBICHUS : 3JIEKTPOHHOE
yuebHoe nocobue / MunucrepcTBo oopazoBanus u Hayku Poccuiickoit @enepanunu, enepansHoe
rocyJIapcTBeHHOE OI0PKeTHOE 00pa3oBaTeNbHOE YUpPEKIeHHE BhIciIero oopazoBanus «KemepoBckuit
rOCYJAApCTBEHHBIM YHUBEPCUTET», IHCTUTYT HCTOpUH, TOCYAAPCTBEHHOTO YIIPABIEHUS U
MEKyHApOAHBIX OTHOLIEHUH U JIp. -



Kemeposo : KemepoBckuii rocynapcTBeHHblid yauBepcutet, 2017, - 478 c. - bubauorp. B
kabubmuorp.: c. . - ISBN 978-5-8353-2149-0 ; To xe [DnexTponHbIii pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=481592

5.2 JlonosiHUTe/IbLHAS JIATEpaTypa:

1.Ky3uenos, N.H. [lenonpou3BoacTBo: yueOHO-cripaBouHoe mocooue / M.H. Ky3uenos. - 6-e us .,
nepepad. u gom. - Mocksa: M3aarenbcko-Topropas kopropanust «/lamkos u K°», 2014. - 460 c. : Tabm.
- bubmmorp.: ¢. 359-363. - ISBN 978-5-394-01981-4; To xe [ OnekTpoHHbIi pecype]. — 12 7k3.

2.Poroxun, M.IO. JlenoBeie TOKYMEHTHI B IpUMeEpax U 00pasnax: COOPHUK TUIIOBBIX TOKYMEHTOB /
M.IO. Poroxus. - Mocksa; bepmun: {upekr-Menana, 2014. - 496 c. : un. - bubmumorp. B xH. - ISBN
978-5-4475-1581-2

3.Pe16akoB, A.E. OcHOBHI fenonpon3BocTBa: yaeOnuk / A.E. Pei0akos. - 3-e usn., ucrp. - MUHCK:
PUIIO, 2016. - 320 c. - bubmumorp. B kH. - ISBN 978-985-503-606-8 ; To ke [ OnekTpoHHBIH pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=463666 Het B bC 4./lokymeHTaIInOHHOE
obecrniedyeHue yrnpasieHus: yueOHoe nocodue / HoBocubupckuit rocyjapcTBEHHBIHN arpapHblii
YHHUBEpCUTET, JKOHOMHUecKUH pakynbTeT ; cocT. C.I'. Uepnosa. - HoBocubupck : U1 «3om0T10it
Kojocy, 2014. - 106 c. : cxem., Tabi. - bubauorp. B kH. ; To ke [DaexTponHsIii pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=278155

5.Kynses, H.H. JlokymentoBenenue : yueonuk / H.H. Kynses, J[.H. Ypanos, A.I'. ®abpuyHoB. -
Mockaa : Jloroc, 2011. - 178 c. - (HoBas yauBepcuterckas oubmmoreka). - ISBN 978-5-98704-329-8 ;
To xe [DnexkrpoHHBINA pecypc]. — 6.JlokyMeHTOBeIeHHE [ DIIEKTPOHHBIN pecypc] : yueOHUK U
npaktukyM st CITO / mon pen. JI. A. loponunoii. - 2-e u3g., mepepad. u jorm. - Mocksa : FOpaiit,
2018. - 309 c. - https://biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79

7.0OcHoBBI nenonpon3BoicTBa [Teker] : yaeOHOE mocoOue sl CTYJEHTOB BY30B, 00YJIArOIINXCS TI0
HarpasiieHuto moarotoBku 38.03.01 "Okonomuka" (kBasmdukanus (crenens) "dakanasp') / A. M.
Acanues, U. 1. Muponosa, E. A. Kocapesa, I'. I'. Bykosuu ; Poc. s3xoHom. yH-T um. I'. B. I1nexanosa.
- 2-e u3., ucnp. u joi. - Mocksa : UH®PA-M, 2017. - 145 c. - (Bsicmiee obpazoBaHme.
bakanaspuar). - bubmauorp.: c. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-5-16-102395-2 48
9K3.

8Ky3nemnos, 1. H. JlokymeHTanmonHoe o0ecriedeHne ynpasiceHus. JJokyMeHTOO00pOT U
JIeTIOTIPOU3BOCTBO [ DIEKTPOHHBIN pecypc] : ydeOHUK U MPAKTUKYM Ui IPUKJIAJHOTO OakanaBpuara /
Kyzuenos U. H. - 3-e u3.,

nepepad. u gom. - M. : FOpaiirt, 2018. - 461 c. - https://biblio-online.ru/book/7873BF4B-A3F7-44E2-
8EC0-1E3D6392702A.

Jisi OCBOEHHUS TUCHUMIUIMHBI MHBAJUJAMU U JHUIIAMU C OrPAaHUYEHHBIMH BO3MOXHOCTSIMH
3/I0pPOBbSl UMEIOTCA H3JIaHUsI B OJIEKTPOHHOM BHJIE B 3JIEKTPOHHO-OMOIMOTEUHBIX CHCTEMax
«YHHUBEpCUTETCKasi ONOIMOTEKa OHIIANHY.

MuoroypoBHeBasg cuctema HaBurammu OBC MO3BOJSET ONEPAaTUBHO OCYILECTBIATH IMOMCK
HYXHOTO paszena. JInyHelii kaOMHET MHIUBUAYaIU3UPOBAH, TO €CTh KaXKIbIH IMOJIb30BaTellb UMEET
JIMYHOE MPOCTPAHCTBO C BO3MOXHOCTBIO OBICTPOTO JTOCTYIA K OCHOBHBIM CMBICIIOBBIM Y3JIaM.

[Ipu uTeHMM MacmTad CTPAHHIBI MOKHO YBEIMYHMTh, MOKHO HCIIOJIb30BATh MOTHOIKPAHHBIN
PeKUM OTOOpaKeHHsS KHUTU WM BKJIIOYMTH O3BYYMBAHHE TEKCTAa HEMOCPEACTBEHHO C caiiTa mpu
MOMOIIIY TIPOTPaMM 3KPaHHOTO J0CTYIa, Harpumep, Jaws, «Balabolkay.


http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=278155
https://biblio-online.ru/book/802E2AB0-DB13-492E-8AA7-186AABD08F79

CkauuBaeMble (parmeHTsl B (opmare pdf, comepxamiue MOITEKCTOBBIN CIIOH, OCTATOYHO
BBICOKOTO KAauyecTBa M MOTYT HCIIOJIB30BATHCS TU(IONPOrpaMMaMHU JUIsI TOJIOCOBOTO O3BYUMBAHUS
TEKCTOB, OBITh 3arpykeHbl B THUIIOMIEephl (YCTPOWCTB JUIS TPOCIYIIMBAHUS KHHT), a TaKKe
CKOTIMPOBAHBI Ha JII000E YCTPOMCTBO [Isi KOM(POPTHOTO UYTCHHUS.

B OBC npencraBiena MmeauaTeka, KOTOpasi BKIIOYAET B ce0sl pa3InyHbIe TEMAaTHYECKUE ayauo
KHUTH DPa3NUYHBIX u3natenascTB. KonreHT DBC akTHBHO MOMOJHSETCS KHUTAaMH U yd4eOHUKaMHU B
MEXIyHApOJAHOM CTaHAApPTU3UPOBAaHHOM ¢opmare Daisy Ui HE3pAYMX, OCHOBY KOTOPOTO
COCTABJIAIOT THOKAsi HABUTAIMA U 3aIUIIEHHOCTh KOHTEHTA.

5.3. llepuoguyeckue U3IaAHUS:

Bonpocsl 5KOHOMUKH.

JlenoBoi mup.

Kommepcanr.

KommepcanT-Daily.

MupoBast 5KOHOMHKA U MEXAYHAPOIHbIE OTHOILICHUSI.
Poccuniickuii 5KOHOMUYECKUH KypHAII

OKOHOMHCT.

DKcmepr.

NG~ wWNE

6. Ilepeyenb pecypcoB MH(POPMALMOHHO-TEIEKOMMYHHUKAUMOHHOU ceTn «MHTepHeT,
HEe00X0AMMBIX [IJISI OCBOEHUS U CHUIJIMHBI (MOLYJIs1).

1. http://www. kremlin.ru, - odurmansuslii caiit [IpaBurenscrBa PO

http://lwww.gks.ru - opunmansueiii caiit @enepanbHOM CIyKObI TOCYIapPCTBEHHON CTATUCTUKH
3. http://www.krsdstat.ru — opurmansHbli caiit Teppuropuansaoro oprana deaepanbHoi
CITyO0BI TOCYapPCTBEHHOM CTAaTUCTUKHU 10 KpacHomapckoMy Kparo.

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

http// www.garant.ru Caiit «I["apant»

N

ok~

7. MeToauvecKkue yKa3aHus JJs 00y4al0UUXCsl 110 OCBOEHHIO M CHUTIIMHBI (MOYJIs1).

OO0muue pekoMeHJAalMM MO OCYIIECTBICHUIO CAMOCTOSITENbHOW pPadOThl MpEeACTaBIEHBI B
METO/IUYECKUX YKa3aHUSAX, KOTOpPbIE COCTaBJIEHbI B COOTBETCTBUHM C TpeboBaHusMu DenepalibHbIX
rOCyJapCTBEHHBIX 0O0pa30BaTEIbHBIX CTAaHAAPTOB BbICHIET0 oOpazoBanus mo 27 u 38 YI'CH.
YTBepxkaeHs! Ha 3aceqanuu Cosera sxkoHomudeckoro ¢axynbrera ®I'BOY BO «KyOoI'Y». [Ipotokon
Ne 8 ot 29 wumronsa 2017 r. IlpeanasHaueHsl Ui CTYACHTOB 3KOHOMHUYECKOTO (haKylbTeTa BCeX
CHelUaJIbHOCTEN u HalpaBJICHUN MOATOTOBKH. Pexum JOCTyna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya.

BaxxubiM kpuTepueM B paboTe ¢ JEKIIMOHHBIM MaTepuaioM SIBJISETCS MOArOTOBKA CTYACHTOB K
CO3HATEJIbHOMY BOCHPHATHIO MPENoJaBaeMoro Mmarepuana. IIpy moAaroTtoBke CTyaeHTa K JIEKIUHU
HE00X0IMMO, BO-TIEPBBIX, IICUXOJIOTUYECKU HACTPOUTHCS Ha 3Ty paboOTy, 0CO3HATH HEOOXOJUMOCTh ee
CHUCTEeMAaTUYECKOTO  BBIMOJIHEHUS.  BO-BTOpHIX, HEOOXOAMMO  BBIOJIHEHHWE  TO3HABATENIHHO-
MPAKTUYECKOW IEATEIbHOCTH HaKaHyHE JICKIUHU (IPOCMAaTpPUBAHUE 3aMUCEN MPEIbIAYILEeH JIEKIUN IS
BOCCTAHOBJICHUs B TMaMATH paHEe H3YyYEHHOIO Marepuasa; O3HAaKOMJIEHHE C 3aJaHUuAMM U1
CaMOCTOSITENILHOM pabOThI, BKIIFOUEHHBIMH B IIPOTPaMMy, OAOOp JUTEPATYpHhI).

[ToaroToBka K JEKIUU MOOHMIM3YET CTyJEHTa Ha TBOPUECKYIO pabOTy, TJIaBHBIMH B KOTOPOt
SIBJISIIOTCA  YMEHHMSI CIIylIaTh, BOCIPUHHUMATh, 3alMCHIBATh. 3alUCHIBAHUE JIEKIUM — TBOPYECKUU
npoiiecc. 3anuch JIEKIUU KpaliHe BakHA. JTO MO3BOJISIET HAJOJTO COXPAHUTh OCHOBHBIE MOJIOXKEHUS
JIEKIIMHU; CIOCOOCTBYET MOJICP)KAHUI0 BHUMAHMSI; CTIOCOOCTBYET Jy4llIieMy 3allIOMHUHAHUS MaTepHaa.

Hns >ddexTuBHON pabOTHl C JEKIUOHHBIM MaTepHajoM Heo0X0AuMO 3a(pHUKCHpPOBATH
Ha3BaHUE TEMBI, IJIaH JIEKIIMM U PEKOMEHJI0BAHHYIO JuTeparypy. [locie 3Toro nmpucrtynarh K 3anucu
colepkaHus JeKuuu. B odopMIeHHM KOHCHEKTa JIeKIUU BaXKHBIM MOMEHTOM  SIBJISICTCS


https://biblioclub.ru/index.php?page=podcast_red
https://biblioclub.ru/index.php?page=podcast_red
http://www.gks.ru/
http://www.consultant.ru/
http://www.garant.ru/

HEOOXOJIMMOCTh OCTaBJIATH TIOJIA, KOTOPBIE MOTPeOYyIOTCS M MOCHenylmeid paboThl  Hax
JICKIMOHHBIM MAaTCpHaJIOM.

[Ipy mOATOTOBKE K 3aHATUSM CEMHHApPCKOTO THIA CIEAYyeT HCIOIbh30BaTh BCHO
PEKOMEHIOBAHHYIO JIUTeparypy. lIpexae Bcero, CTyAEHThl JOJKHBI YSICHUTH NPEIJIOKEHHBIN TUIaH
3aHsATHUA, OCMBICIUTH BBIHCCCHHBLIC OJIsA OGCY)KZ[CHI/HI BOIIPOCBHI, MCCTO Ka)XJA0ro M3 BOIIPOCOB B
PACKPBITHU TCMbI CEMHUHApPA. B mpouecce MOAroToOBKU K CEMHUHAPY 3aKPCINIAOTCA U YTOUHAIOTCA YKE
HU3BCCTHBIC M OCBAMBAIOTCA HOBBIC KaTCTOPHUH. CrajkuBasich B X04€ MmoArOTOBKU C HEAOCTATOYHO
IMOHATHBIMU MOMCHTAMH TCMbI, CTYACHTBI HAXOOAT OTBCTbBI CAMOCTOATCIILHO WJIA (1)I/IKCI/IpyIOT CBOHN
BOITPOCHI IJIA IOCTAHOBKHU U YAICHCHHA UX HAa CaAMOM CEMHHApPE.

Ha IIEpBOM IOTari€c IMOATOTOBKM K 3aHATHUIO CEMHUHAPCKOIO THIIAa CJICAYCT BHHUMATCIBHO
[IPOYUTATh KOHCHEKT JIEKUWH, W3Y4YUTh JIEKIUMOHHBI Marepuaj, MOpoOJeMbl M  BOIPOCHI,
OCBCIIABIIIHECA HaA JICKIIMOHHBIX 3aHATHUAX. HpI/I 3TOM Ba>XHO O6paTI/ITI> BHUMAHHMEC Ha HAYYHBIC
KaTCropuu, NMOHATHA, OIPCACICHNA, KOTOPBLIC NUCITIOJIB30BaI JICKTOP IS PACKPBITHA COACPIKAHUA TCMBI.
Ilocie BHMMAaTENLHOTO HN3Y4YCHHA KOHCIICKTa J'ICKIII/II\/JI " YACHCHHUA CMBICIIAa U COACPKaHUSA OCHOBHBIX
MOHATHH U BOIIPOCOB TEMBI MOXKHO 00paIaThCs K HAYIHO-TCOPETHICCKOMY M3YUSHUIO MaTepralia 1o
TaHHOU Teme, mpobiieMe.

Bo BpeMst 3aHATHS CEMHHAPCKOTO THIIA MIPETOaBaTelh OMPAITUBACT CTYJCHTOB 10 BOIPOCAM,
3a1aHHBIM Ha JaHHOC 3aHiATHC. BOHpOCBI OOBSIBIISIIOTCS npenoaaBaTcjicM Ha MIPCAbIAYIICM
CEMUHAPCKOM 3aHATHM M, KaK IIPaBUIO, OHU KOPPEIUPYIOTCS C BOIPOCAMH, CONEpKALIUMUCA B
COOTBETCTBYIOIIEH TeMme Y4eOHOW MporpamMMbl, HO TIPENOJaBaTeh BIpaBe 3agaTh W HEKOTOPHIC
JpyTHe BOTPOCHI, OTHOCAIIMECS K TeMe CeMHHapa W yKa3aTh, Ha YTO CTYJACHTaM CIIeAyeT OOpaTUTh
0c000€ BHUMaHUE MPH TIOJITOTOBKE K CIICTYIONIEMY 3aHITHIO.

3aHATHS CEMMHApPCKOTO THIA MOTYT TMPOBOAMUTHCA B (popme CBOOOAHON IMCKYCCHUU MpU
aKTMBHOM YYaCTHH BCEX CTYACHTOB. B Takux ciydasx y KaxJOTO CTyIACHTa UMEETCS BO3MOYKHOCTD
MPOSIBUTH CBOW IIO3HAHWS: JIOTIOJIHATH BBICTYNAIONIMX, HE COTJAIAThCS C HHUMH, BBICKAa3bIBAThH
b TEPHATHBHBIC TOYKH 3PCHHS U OTCTaWBATh MX, MOMPABIIATH BHICTYIAIOIINX, 33/IaBaTh UM BOTIPOCHI,
npeiarath Ui 00CYXICHUST HOBBIE MPOOJEMBI, aHAIM3UPOBATH MPAKTHUKY 10 PaccCMaTPUBAEMOMY
BOTIPOCY.

CemuHap Kak pa3BUBaroIlas, akTuBHas (Gopma ydeOHOTO Mporiecca CroCOOCTBYET BHIPAOOTKE
CaMOCTOSITEIILHOTO MBINUICHUSI CTyACHTa, (GopMHUpPOBaHUIO MH(MOPMAIIMOHHON KYJIBTYpPhI, Pa3BUTHIO
po(hecCHOHATLHBIX HABBIKOB.

CamocrosiTenbHass paboTa TPOBOJWTCS C MENBIO 3aKPEIUICHUS H  CHUCTEMaTH3aIiH
TEOPETHUYECKUX 3HAHUH, POPMUPOBAHUS MPAKTUICCKUX HABBIKOB TI0 WX NMPUMEHEHHIO TPU PEIICHUU
HSKOHOMHUYECKHUX 3aj1a4 B BHIOpAHHOH MpEAMETHON 00IacTH.

CamocrositenpHas paboTa BKIIOYACT: U3YYCHHE OCHOBHOW M JOTOJHHUTEIBHON JIUTEpaTypPHI,
npopaboTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepualia, MaTepualia YUeOHON M HAydHOU JIUTEPaTypHI,
MOJTOTOBKY K TMPAKTHYECKUM 3aHATHSAM, TOATOTOBKY JOKJIJOB-NPE3CHTAIUI, IOATOTOBKA K
TECTHPOBAHUIO M PEIICHUIO 33J]ay, BBIMOJHCHUIO PACYCTHO-TPAPUUECKOTO 3aJaHusl, MOJIrOTOBKY K
TEKYILIEMY KOHTPOJIIO.

J1J1s1 IOJITOTOBKH K JIEKIIUSIM HEOOXOJMMO U3yYHTh OCHOBHYIO U JIOTIOJIHUTEIBHYIO JIUTEPATYPY
10 3asIBJICHHON TeMe U 00paTUTh BHUMaHHE HA TE BOIIPOCHI, KOTOPBIC MPEIAratoTcsl K PACCMOTPEHUIO
B KOHIIE K0! TeMBbI.

B xo/e caMOnOATOTOBKY K CEMHUHAPCKUM 3aHSATHSAM CTYACHT OCYIIECTBIISIET cOOp U 00paboTKy
MaTepuaJoB IO TEMAaTHKE €ro HCCIEeOBaHUs, HCIONb3YS MPH OTOM OTKPBHITHIE HCTOYHUKHU
uHpopmanuu (TMyONUKallMd B HAyYHBIX H3JAHUSX, AHAIUTHYECKHE MaTepuaibl, PEeCypchl CeTd
WHuTepHeT U T.11.), a TaKXKe MPAKTUYECKUH OMBIT U IOCTYITHbIE MaTepUalbl 00bEKTa UCCIICIOBAHMUS.

KoHTposnb 3a BBITIOJHEHHEM CaMOCTOSITENbHON paOOThI MPOBOAUTCSA MPH H3Y4ECHUH Kaxaon
TEMBI TUCITUTUIMHBI Ha TPAKTHUECKUX (CEMUHAPCKUX) 3aHATHUSX.

BaxkHeHmiM 371€MEHTOM CaMOCTOSITETbHOM pabOoThl SBISETCS MOATOTOBKA K TECTUPOBAHUIO.
OTOT BUJI CaMOCTOSTENBHON pabOTHl MO3BOJSET YIIIYOHTh TEOPETHYECKHE 3HAHUS U PACHIMPUTH
MPAKTUYECKU OMBIT CTyAEHTA. TecTUpoBaHUE SIBISIETCS WHCTPYMEHTOM TIPOBEPKH 3HAHUS B
n3ydaeMoil ob6nactu. [Ipu MOATOTOBKE K PEIIEHUIO TECTOB HEOOXOIMMO MpOopaboTaTh OCHOBHBIC
KaTCropusa U NOHATUS JUCHUIIIINHEI, 06paTI/ITI> BHUMAaHHUC HA KIIFOUYCBLIC BOIIPOCHI TCMBI.



IloaroroBka AOKIana-NPE3EHTALUN — 3aKPEIUIEHUE TEOPETUYECKUX OCHOB U IPOBEPKA 3HAHUN
CTYACHTOB II0O BOIIpoCaM OCHOB U HpaKTH‘{eCKOﬁ opranu3alyi Hay4YHBbIX HCCHGI{OBaHHﬁ, YMCHUC
noaoupaTh, aHAIU3UPOBATh M 0000IIaTh MaTepHasbl, PACKPHIBAIOIIME CBSI3M MEXKIYy TEOpPHEU H
npakTukoi. [loAroToBka mpe3eHTalMK MPEAINOIaracT TBOPUYECKYI0 aKTUBHOCTb CIyLIaTels, yMEHUE
paGOTaTB C HHTepaTprfI, BJIAAICHUC MCTOAAMU aHaJIM3a NAHHLIX U KOMIIBIOTCPHBIMHU TCXHOJIOTHAMU
UX pealin3alui.

I[JI?I YCICHIHOIO OCBOCHHA JUCHUIINIMHBI HWHBAJIMJAMHW MW JIMOAaMU C OrpaHH4YCHHBIMHA
BO3MOXHOCTSIMH ~ 3JIOPOBbsI  OOJIBIIIOC 3HAYCHWE WMEET WHIUBUAyalbHAas YydeOHas pabora
(KOHCYNIbTALlMN) — IOTIOJHUTEIBHOE PA3bsICHEHUE yUeOHOT0 MaTepuara.

I/IHILI/IBI/I[[yaJH)HI)IC KOHCYJIbTalluH I10 npeaAMETy SABJIAFOTCA BaXHbIM q)aKTOPOM,
CHOCO6CTByIOHII/IM HHIUBUAYAJIU3alluA O6y‘-I€HI/I$I U YCTAHOBJICHUIO BOCIHHUTATCIIBHOTO KOHTAKTa
MCXKIAY HOpcrnoaaBaTciicM n O6yanOHIHMC$I HWHBaAJINA0M nwimy JMInoM C OI'paHUYCHHBIMHU
BO3MOXHOCTSAMH 3J0POBbAL.

B ocBoenun JUCHUIUIMHBI HWHBAJIWJaMM HW JHULOAMH C OrpaHUYCHHBIMHW BO3MOXKHOCTAMH
310pOBbsl OOJIBLIIOE 3HAUYEHHWE UMEeT WHAMBHUIYyaldbHas Yy4yeOHas paboTa (KOHCYJIbTAl[MH) —
JIONOJIHUTEIBHOE Pa3bsICHEHUE YUeOHOTr0 MaTepHana.

I/IHILI/IBI/IZ[yaJ'IBHI)IC KOHCYJIbTAalluH 110 npeaAMETy SABJIAOTCS BaXHbIM (I)aKTOPOM,
CHOCO6CTBYIOHII/IMI/I HHIUBUAYyAJIU3allun O6y‘-IeHI/I$I N YCTAHOBJICHHUIO BOCIHUTATCIBHOI'O KOHTAaKTa
MCXKIAY HOpCrnoaaBarciiceM n O6y’—IaIOH_[I/IMC${ HUHBaAJIUIOM WK  JIMIIOM C OI'paHUYCHHBIMHU
BO3MOXHOCTAMHU 3J0POBbA.

8. IlepeyeHb HH(OPMALMOHHBIX TEXHOJIOTHM, HCIHOJb3yeMbIX IPH OCYLIECTBJICHHHU
00pa30BaTeJIbLHOI0 NMPOLECCa MO AMCHUILIMHE (MOLYJIIO).

8.1 IlepeyeHb HH(POPMAMOHHBIX TEXHOJIOTHIA.

JUis TOATOTOBKM M JIEMOHCTpAIMM IPE3EHTAIlMOHHBIX MAaTepHalioOB MCIOJIb3YeTCsl TaKeT
nporpamma PowerPoint Microsoft Office, OC Microsoft Windows 10 ¢ Beixogom B IHTEpHET.

8.2 IlepeyeHb HEOOXOAUMBIX HHGOPMALMOHHBIX CIIPABOYHBIX CUCTEM

OO6yuaromuMcsi T0OJDKeH OBITh 00ecTeueH AOCTYN K COBPEMEHHBIM ITPO(eCcCHOHABHBIM 0a3am
JTaHHBIX, MPO(ecCHOHAIBHBIM CIIPABOYHBIM U TOMCKOBBIM CUCTEMAaM:

DnekTpoHHO-0mOmoTeunas cucrema (3bC) BOOK.ru,

DnekTpoHHas 6ubaroTeyHas cuctema "YHuBepcurerckas onommoreka ONLINE",

DnekTpoHHas oubnuoreyHas cuctema "tOpait",

CrpaBouno-npaBoBas cucrema «Koncyasrant Ilmroc» (http://www.consultant.ru),

Dnexkrponnas oubmuoreuynas cucrema eLIBRARY.RU (http://www.elibrary.ru).

9. MarepuajibHO-TeXHHUYECKAsI 0a3a, Heo0XxoauMas IS OCylIeCTBJICHUS
00pa3oBaTeILHOr0 Mpouecca o JMCUMILInHe (MO1YJII0)

MarepranbHO-TEXHUYECKOE OOecTiedeHre NUCIUILTUHBI (MOIYIIS ) U

No Bun pabot
OCHAIIICHHOCTh

1. JIexIoHHEIC 3aHATHSI Jlexunonnasa aymurtopust 520A, 207H, 208H, 209H, 212H, 214H,
201A, 205A, 4033J1, 4038J1, 4039J1, 5040J1, 5041J1, 5042J1, 5045J1,
5046J1, ocHaleHHas IPe3EHTAIIMOHHON TEXHUKOW (IIPOEKTOp, dKPaH,
KOMITBIOTEP/HOYTOYK) M COOTBETCTBYIOLIMM  IIPOrPaMMHBIM
obecnieuenuem (I10) MicrosoftOffice.

2. CeMHHapCKHE 3aHATUA Cremmnansaoe nomemenue 2026J1, 2027J1, 403471, 4035J1, 4036J1,
5043J1, 201H, 202H, 203H, A203H, ocHalieHHOE NpPe3eHTAluOHHON
TEXHUKOH  (IPOEKTOp, 9KpaH, HOYTOYK) H  IPUKIATHBIM
nporpaMMHBIM  obecrieyeHneM  (MicrosoftOffice), a  Taxke
aymuropun A208H, 202A, 210H, 216H, 513A, 514A, 515A, 516A.

3. Jlabopatopusle 3anstus | JlabopaTopus 201H, 202H, 203H, A203H, 205A,
HE MPENYCMOTPEHBI | YKOMILIEKTOBaHHAS CrHenaI3upOBAaHHON MeOebI0 i
Y4eOHBIM TUIAHOM TEXHUYECKHMH  cpeicTBamMu  oOydeHus.  Paboume  mecra,

MONKITIOYCHBI K JIOKaTbHOW ceTH (haKynbTeTa, MMEIT JOCTYI K
riobanpHOM cetn MHTEpHET.



http://www.consultant.ru/

I'pynnoseie
(MHOUBHIYaIbHBIC)
KOHCYJIBTALIUU

Aynutopus 224

Tekymmii KOHTPOJIb,
MIPOMEKYTOUHAS
aTTecTalys

Aynuropus 520A, 207H, 208H, 209H,212H, 214H,
201A,205A,A208H, 202A, 210H, 216H, 513A, 514A, S515A,
516A,2026J1, 2027]J1, 4033J1, 4034J1, 4035J1, 4036J1, 4038J1, 4039J1,
5040J1, 5041J1, 5042J1, 5043J1, 5045J1, 5046J1, 201H, 202H, 203H,
A203H YKOMIUIEKTOBAHHBIE IpE3EHTAallMOHHON TEXHUKOU
(mpoekTop, 9KpaH, HOYTOYK) M TPHUKIAAHBIM HPOTPAMMHBIM
obecnieuenreM (MicrosoftOffice ).

CamocTrosTeabHas
pabora

KabGuuer TUTS CaMOCTOSITEIbHON paboThI, OCHAIIEHHBIH
KOMITBIOTEPHONW TEXHUKON C BO3MOMXHOCTBHIO MOAKJIIOUEHHS K CETH
«MHTEepHET»,TPOrPaMMO SKPAHHOTO YBEIUYCHUS U 00€CIeUeHHBIH

JIOCTYIIOM B 3JICKTPOHHYIO HMH()OPMAIIMOHHO-00pa30BaTEIbHYIO
Cpely YHHBEPCHUTETA.




10. Ilepeyenb He0OXOAMMBIX HH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM M

npogeccuoHaIbHbIX 023 JTAHHBIX
OO6yuarommmcsi 00ecTieueH T0CTyN K COBPEMEHHBIM Mpo(decCHOHATBHBIM 0a3aM JTaHHBIX,
HpO(l)eCCI/IOHaJ'H:HBIM CIIpaBOYHBIM U MTOMCKOBBIM CUCTEMAM:

1.
2.
3.

b

KoncyneranT [Taroc - crnpaBovHas mpaBoBast cuctema http://www.consultant.ru;

baza otkpeIThix nanHbIX Poccrata http://www.gks.ru/opendata/dataset;

baza OTKpBITBIX maHHBIX YmpaBieHus DeaepanbHON CIYyKObI TOCYIapCTBEHHON
CTaTUCTUKH o Kpacnomapckomy Kparo u PecnyOnuke Anpires
http://krsdstat.gks.ru/wps/wcm/connect/rosstat_ts/krsdstat/ru/statistics/krsndStat/db/;
ba3b1 manHbpIX MUHHCTEPCTBA SKOHOMUYECKOTo pasButus Pd http://economy.gov.ru;
Hayunas snexkrponnas 6udauorexa (HOB) http://www.elibrary.ru/;



http://www.consultant.ru/
http://krsdstat.gks.ru/wps/wcm/connect/rosstat_ts/krsdstat/ru/statistics/krsndStat/db/
http://economy.gov.ru/
http://www.elibrary.ru/
http://www.elibrary.ru/



