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JIUCT COT'JIACOBAHMI

[Iporpamma cocraBiena B coorBercTBUH ¢ TpeboBanusmMu ®PI'OC BO mo HampaBieHHIO
noarotoBku 38.03.01 DxoHoMuKa, TpoPuIs DKOHOMHKA MPEANPUATHN U OPTaHU3AIHi

PazpaboTtuuk, k.3.H., gouent C.I'. ['onyOeBa

[Iporpamma omoOpena Ha 3acemanuu Kadeapsl IKOHOMUKHU u yrpasieHus B AIIK «24»
sHBaps 2023 roxa, npoTokos Ne6.

3aB. xadenpoi, k.3.H., nouent llwrosa N.H.

Pabouas mporpamMmMa JHCHUIUIMHBI COTJIACOBAHA W yTBEPXKJICHA Ha 3aCCIaHHH
METOJIMYECKOM KOMHUCCHU IKOHOMHUYECKOro Qakynbrera «16» deBpans 2023 roma, mpoTOKOT
Neé6.

[Ipencenarens MeToauUYeCcKOM KoMuccud, K.(.H., noreHt Apsaxosa H.C.



1 Hesas u 327244 Y4eOHOI JMCHHUIIHHBI

Heapb u3ydyeHHus: AMCHUATLUIMHBI chOPMUPOBATH TTOHUMAHNUE OCHOBHBIX HMJICH TEOPETHUKO-
HpaKTI/I‘-IeCKOI‘/JI 6a3bl ,HeJIOHpOI/I?:BOIICTBa nu YMGHI/ISI HpaBI/IHBHOFO COCTAaBJICHUA U O(l)OpMJ'IeHI/ISI
CIIY’)KeOHOM JTOKyMEHTAIlUH, HAJISKAIIYyI0 OPraHH3aIMi0 JOKYMEHTOO00pOTa B YUPEIKICHHUH
COTIIAaCHO TPEOOBAHUSIM.

3agauy JUCHHUILIUHBI.

1. OCBOCHHE OOIIUX MPHUHIMIIOB JTOKYMEHTAIMOHHOTO 00€CTeUeHus NeATeIbHOCTH
MPEIIPUSITHS, C TIOPSIKOM JOKYMEHTUPOBAHUS HHPOPMAITUH;

2. npuoOpeTeHUE  HaBBIKOB  TPaMOTHOTO  COCTaBJICHUS  YIPaBICHUYECKUX
JIOKyMEHTOB, UCIIOJIb3YEMBIX B ICITEIILHOCTH MPEATNPUITHIA;

3. MpuoOpeTeHre HaBBIKOB JCIOBOM NIEPEITUCKH;

IIpodeccuonanbHbIe 321241 BbIIYCKHUKOB
- O0oCHOBaHUE pELICHUI.

2 Mecto nucuumjiannsl B crpykrype OIIOII

Nuaexc pucunniannsl 1.B.11.

Ob6nacTh npodeccuoHanbHON AeATeIbHOCTH BBHITYCKHUKOB: 08 dUHAHCHI U 3KOHOMUKA (B
cdepax: IpOU3BOJCTBA MPOAYKIIMH U YCIIYT).

Buter mpodeccrnoHanbHOMN IeITeIbHOCTH BBITYCKHUKOB:

- OpraHU3alMOHHO- YIIPABJICHUYECKUN

OObekThl  mpodeccHoHaTbHON  NEATEIbHOCTH  BBIMYCKHUKOB:  (DPMHAHCOBBIE U
nH(OpPMAaLMOHHBIE TOTOKH.

Hucuunnmna «KoppecnoHIeHIs U JeI0NPOU3BOACTBOY ABJISIETCA nUcHUIIMHON biioka 1,
yacTd, GOpMUPYEMOM ydacTHUKaMH 0Opa30BaTeNbHBIX OTHOMICHUH AUCHUIUIMH (eaepaibHOro
roCyJapCTBEHHOTO 00pa30BaTeNbHOTO cTaHaapTa Bbeiciiero obpaszoBanus (PI'OC BO) mo
HarnpaBiieHnto moarotoBku 38.03.01 DxoHomwuka, mpoduiib «IDKOHOMHKA MPEANPUATHH H
oprauusaiuii» (bakanaspuar) (b1.B.11)

K uyncny BXOgHBIX 3HAHUIl, HABLIKOB M KOMIIETEHLMIl CTYJICHTa, MPHUCTYIMAIOLIETO K
M3YyYEHUI0 TUCHUILINHBI « KoppecToHAeHIINS U JeTOTPOU3BOJICTBOY», OTHOCUTCS CIEAYIOIIEe:

- YMEHHE B COOTBETCTBHM C HOPMaMHU PYCCKOTO JIMTEPATypHOTO SI3bIKa JIOTUYECKU
MPaBWJIBHO CTPOUTh YCTHYIO M THCbMEHHYIO peub. OO0nanaTh HaBBIKOM HalHUCaHUs
pedepaTuBHbBIX pabOT U BBICTYILICHUI C TOKIa/laMU Ha 33/IaHHYIO TEMY;

- oOnajgaHue KyabTypod W HaBBIKAMH MBIIUICHHS, 00NaJaHue HaBbIKAMHU H3yYECHUS
y4eOHOI TUTeparypsbl, €€ KOHCIIEKTUPOBAHUS U aHATIN3a;

- o0nmagaHue SIeMEHTAapHBIMU HaBBbIKAMU KOMIIBIOTEPHON T'PaMOTHOCTH, IOJIb30BaHUE
ceThio MHTEpHET A1 oucka nHpopMaluu.

OcBoenue yueOHOM quciuIinHbl «KoppecnoHaeHIIns U AeTOPOU3BOICTBO» Oa3upyercs
Ha 3HAHUAX M YMEHHUAX, MOJYYCHHBIX CTYIEHTaMU MpPH H3YUYEHUU TAKUX JUCIUIUIMH KaK
«Couunonorus», «KyneTypa peun u genoBoe oOimeHue», «MHPOpMaIOHHBIE TEXHOJOTHH B
MEHEIKMEHTE.

Jucuunnuna «KoppecnoHIeHIs U AeTOMPOU3BOJICTBOY 3aKIaAbIBACT (PyHIAMEHT TS
W3yYeHUs TOCIEAYIONINX YKOHOMHUECKHUX JUCIUIUIMH, a TakkKe U dIPPEKTUBHOTO MPOXOKACHUS
MIPOU3BOJICTBEHHON MPAKTUKH, BBHITOJHEHUS HAyYHO-HCCIENIOBATENBCKONW PabOThl M TIOATOTOBKU
K UTOTOBOM aTTEeCTAIIUH.

3. Ilnanupyemble pe3yJibTaThbl 00yYeHHs M0 TUCHUIINHE (MOAYJIIO)

[Iporiecc u3ydeHWs AMCUMIUIMHBI HampaBieH Ha  (OpMUpOBaHHE  CIEIYIOLINX
koMmriereH1 il B coorserctBuu ¢ ®I'OC BO no naHHOMY HanpaBJIEHUIO TOATOTOBKHU:



Kon 1 HamMeHoBaHHe

KO}I 1 HAUMCHOBAHHEC WH/IUKATOPA JOCTHKCHUA KOMIIECTCHIUA

TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit deneparyu
u WHOCTPaHHOM(BIX )
sI3bIKE(aX)

KOMINETeHIINU
YK-4 Cnocoben | M-1yk-4 BeiOupaer Ha TrocyJapcTBEHHOM W MHOCTPAHHOM SI3BIKaX KOMMYHHKATHBHO
OCYIIECTBIISITH JENOBYIO | TIPHEMJIEMbIE CTWIJIb JIEJIOBOTO OOIIEHHWs, BepOasbHbIE M HEBEepOaJbHBIE CPENCTBA
KOMM YHHUKAIIHIO B | B3aUMOJICHCTBHS C ITApTHEPAMHU
yctHOM W muceMenHoW | U/I-2yks4 Hcnoms3dyer WH(MOpMalMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU IIPH
dopmax Ha | IOMCKe HeoOxoauMoW wWH(oOpMamMu B Tpolecce pEeHIeHHs CTaHAAPTHBIX

KOMMYHHUKAaTHBHBIX 3a7[a4 Ha TOCYIapCTBEHHOM U MHOCTPAHHOM SI3bIKaxX

WU-3yks Benmer nenoByro mepenucKy, y4MTHIBash OCOOEHHOCTH CTHIIMCTHUKH
o(UIMANBHBIX ¥ HEO(PHUIMAIBHBIX MHCEM, COLMOKYIBTYPHBIE pa3nnuusi B (opmare
KOPPECTIOHIEHIIMY Ha TOCYJapCTBEHHOM M HHOCTPAHHOM SI3BIKaX

WN-4yk-4 JIleMOHCTpHpYET WHTErpaTUBHBIE YMEHHs HWCIIOJIb30BATh JUAJIOTHUECKOE
o0lIeHne Ui COTpPYyIHWYECTBA B aKaJAEMHUYECKOW KOMMYHHUKAIUH OOLICHUS: —
BHUMATEIbHO CIyIIasg U MbITaACh IMOHATH CYTh HJEH JPYruxX, Jake €clId OHU
MPOTHBOpPEYAT COOCTBEHHBIM BO33PEHHUSIM; — yBa)kash BBHICKA3bIBAHUS IPYTUX Kak B
IUIaHEe COZIep)KaHMs, TaK W B IUIaHE (OPMBL; — KPHUTHKYS apryMEHTUPOBaHHO U
KOHCTPYKTHBHO, HE 3aJieBas YYBCTB JPYTUX; aJalTUPYs peub M A3BIK JKECTOB K
CUTYyallUsIM B3aUMOJEHCTBUS

NJ-5yk-4 JleMOHCTpUpYyeT yMEHHUE BHIOIHATH NEPEBO NPOPECCHOHANBHBIX TEKCTOB
C MHOCTPAaHHOT'O Ha TOCYJIAPCTBEHHBIN SI3BIK M 00PATHO

4 CTpyKTypa U colep:KaHue Yy4eOHOH AU CIUIINHbI

4.1 CTpykTypa y4eOHOM QM CHUTIIUHbI

OO6m1ast TPyI0EMKOCTh AUCIUIUIMHBI COCTABIISET 3 3a4ETHBIC STUHHUIIBI

Ounas opma 3aounas Gopma Ouno-3a0unas
Bup yue6HO# paboThl 00ydeHus 00yueHus dopma oOyuenns
(3 cemectp) (2 xypc) (3 cemectp)
AynuTopHbIe 3aHsTHS (BCEro) 34 8 34
B Tom uucie:
Jlexumn (JI) 17 4 17
[Tpaxtuueckue 3ansatus (I13) 17 4 17
Jlabopatopusie pabots! (JIP)
CamocTosiTeJIbHASI padoTa 102 132 106
. 3adet, KOHTPOIbHAs 3ader,
Bus npomekyTodHOM aTTecTanuu 3auer paGora KOHTPOJIbHAS
pabora
KoHTpoab 8 4 4
OO01mas TPy10eMKOCTh JUCHHMIIHHBI, YaChl 144 144 144
3ayeTHbIE eTUHUIBI 4 4 4

4.2 Coneprxkanme pas3iejoB y4eOHOM TUCIUTIAHBI

Tema 1 ﬂoxymenmauuouuoe obecneuenue — 0CHOBA un¢opmauuouuozo obecneuenusn

ynpaenenusn

1.1 DOpomronust AeI0NpOU3BOJICTBA.

ACJIOIPOU3BOACTBA U UX XAPAKTCPUCTUKA.

1.2 OLIGHKa COBPCMCHHOTO COCTOSHHA HNOKYMCHTAIIMOHHOI'O obecrieueHUs YIIpaBJICHUA

(A0Y).

OCHOBHEBIE DJTaIlbl

pa3BUTHA TOCYHapCTBEHHOI'O

1.3 CymmHOCTh 1 CTPYKTYpa TOKyMEHTAIMOHHOTO O0eCTieueHus yIpaBIeHUs
1.4 OcHOBHBIE 331241 U IPUHIUITEI JJOKYMEHTAIITMOHHOTO 00eCTIeYeHUsT YIIPABICHHUS.

1.5 @axTopel, BAMAIOLNIME HA OpraHu3anuio U TexHoioruto JIOY B yupexaeHUsx

Pa3UYHBIX YPOBHEW yIPaBICHHUS.

1.6 CDYHKL[I/IOHEUIBHBIC, OpPraHru3allMOHHBIC U ITPABOBLIC ACIICKTHI ACIOMPONU3BOACTBA.




1.7 CucteMbl JOKyMEHTALUU U KJIACCH(PHUKALUS JOKYMEHTOB.

Tema 2 Opzanuzayusn ciyxcovt 00OKyMEHmMAUUOHHO20 00ecneueHus ynpasienus

1.1 OpranmzanuoHHbie (GOPMBI  TOKYMEHTAIMOHHOTO OOCCIICUCHHS  yIIPABIICHUS.
@DakTopbl, ONMPEACIIAIONINE UX BHIOOP B KOHKPETHOM OpraHU3allUu.

1.2 OcHoBHbIE 3a7a4d ¥ (PYHKLIUHU JEIONPOU3BOJACTBEHHON CiyxObl (cimyx0b1 JJOY).
TunoBble CTPYKTYpbl IEIONPOU3BOJICTBEHHON CIYXKObl B OpraHU3alUsAX pPa3JIMYHBIX YPOBHEH
ynpasieHus. PermamenTanus ¢ynkunii nogpasaenenuid no JOY. Tunossle 1 WHAWBHIyabHBIC
moJioskeHus o ciryxxoe JJOVY.

1.3 nomkHOCTHOM M uMcleHHbIH coctaB ciuyx0bl JIOY. @yHKkIuM pabOTHUKOB
JIEJIONIPOU3BOACTBEHHOM ClyXObl. J[OJDKHOCTHAsT MHCTPYKLMSI KaK OCHOBHOW HOpPMAaTHBHBIN
JTOKYMEHT, OTPEACISIONINN OpraHU3allMOHHO-TIPABOBOE IOJIOKEHHE pabOTHUKA: TMOPSAIOK ee
pa3paboOTKu U YTBEPKICHHUS.

1.4 Tlonoxenue o ciyx6e JJOY u nomKHOCTHas MHCTPYKLUS KaK HOPMATUBHAs OCHOBA
pacnpeneneHuss Tpyla MEXIy MOApa3AeieHUs MU U HUCHOJIHUTENsIMU. WHCTpyknus 1o
JIeJIONIPOU3BOICTBY.

Tema 3 Ocnogbl 00OKymeHmMuposanus

1.1 HopmaruBHas 6a3a, ompenenstomias npasuia opopmieHus I0KymMeHTOB. [IpaBuina
0(pOopMIIeHUS OpraHU3aIIMOHHBIX, PACIOPSAIUTENbHBIX, INIAHOBBIX, CIIPABOYHBIX TOKYMEHTOB.

1.2 IlpaBuna odopmienuss AokymeHTOB. CocTaB, Ha3Hau€HHE, COJEpXKaHUE W
odopMIIeHHE PEKBU3UTOB JJOKYMEHTOB.

1.3 CopepxaHue W TOPSIOK Pa3padOTKH JTOKYMEHTOB. KOMIBIOTEpHBIE TEXHOJOTHH
MOJITOTOBKH JIOKYMEHTOB.

Tema 4 Opzanuzayus 00KymeHmoooopoma

1.1 CymHocth ® coaepxaHue JoKymMeHTooOopoTta. TeHmeHIMH  pa3BUTHS
JOKYMEHTOOO0POTa B COBPEMEHHBIX YUPEKICHUSX.

1.2 OOmue TpUHIMIBI 1 METOAUYECKHE OCHOBBI OpPraHM3alliu JTOKYMEHTOOOOpOTa, MX
peanuzaiys B JeMCTBYIOMIKMX TOCYTapCTBEHHBIX HOPMAaTUBHBIX JOKyMeHTaX. O0beM JOKYMEHTOB
YUpEeXKJIEHUS. YUeT KOIMYEeCTBa JOKYMEHTOB.

1.3 Ilpuem, m0OpoOXOXKACHHWE U TMOPAIOK HCIOJHECHHUS BXOISIIUX JOKYMEHTOB.
DKcneAuIMOHHas 00padoTKa JOKYMEHTOB.

Tema 5 Hugpopmayuonno-nouckoeaa cucmema no OOKYMEHMAM OpP2AHU3AUUU.
Pecucmpayusn 0oKymenmoes

1.1 INonsTHE MHDOPMAIIMOHHO-TIOMCKOBAS CHCTEMA.

1.3 Ipunnuns! GopMupoBanus HHGOOPMAITMOHHO-TIOUCKOBBIX MACCHBOB

1.2 Peructpanus kak cocraBHas yacth JJOY. B3auMocBs3b perucrpaiuu JOKyMEHTOB C
OopraHmu3ainueil  crpaBoyHO-UH(POPMALMOHHONW  pabOThl, OpraHu3alHei HCIONHEHUs U
nocneayroieit 00paboTKON JOKYMEHTOB.

Tema 6 Konmponb ucnonnenus 00KymeHmos

1.1 3HaueHue KOHTPOJS HCIOJHEHUS TOKYMEHTOB B opraHe ympamieHus. OOmue
TMIOJIO>KEHUSI.

1.2 TpeboBaHusi K OpraHU3allMd KOHTPOJS 32 MPOIECCOM HCIOIHEHHUEM JOKYMEHTOB B
JIeTIOTIPON3BOACTBEHHON ciyxOe. @ynkuuu JIOY 1o KOHTPOJIO 3a CPOKAMM MCIOJIHEHHUS
JOKYMEHTOB.

1.3 TexHoIOTHS KOHTPOJIS IPOLECCA UCTIONHEHNS JOKYMEHTOB.

Tema 7 Opzanuszayus xpanenus 0oKymenmos. Dopmuposanue u XxXpanenue o0en 6
0enonpou3eo0cmee

1.1 Opranusanus u nops 1ok GopMupoBaHHs Jeil.

1.2 CoBpemeHHass HOpPMaTHBHO-METOJMuecKass 0aza, ompenensionias TpeOOBaHUSA K
(OpMHUPOBAHUIO /1€ B IEIOTIPOU3BO/ICTBE.

1.3 Howmenknarypa pnen. TpeOoBaHHsS K COCTaBIEHHUIO HOMEHKJIATYphl Jel, HX
pernamMeHTalus B HOpMaTUBHO-METOANUECKUX MaTepuaiax.

1.4 Busibl HOMEHKJIATYPBI JIe1, ©X OCOOEHHOCTH M Ha3HAYCHHE.



1.5 Tlopsnok opopMIIeHHS, COTIACOBAHUS U YTBEP)KICHUS HOMEHKJIIATYphI JIeI.

1.6 Opranmszanusi BEJOMCTBEHHOTO XpaHEHUsS JIOKYMEHTOB H oOOecmeueHue Hux

COXPaHHOCTH.

Tema 8 I1oozomogxka 00KymeHmoe K nociedylouiemy XpaneHuro u ucnoib306anu0
1.1 DkcnepTU3a IEHHOCTU JOKYMEHTOB B JIEJIOTPOU3BOICTBE.
1.2 TToaroToBKAa M TIepeaaya JIei B apXUB OPTaHU3AIIHH.

1.3 [ToaroToBKa U mepeaaya e B apXHB.

4.3 Pa3nenbl yueOHO# AMCUMIIMHBI U BUJ 3aHITHH

No [IpakTuueckue

Paznen nucuurinHbl Jlexun

n/n 3aHATHA

JlaGopaTopHble
paboThI

CPC

KonTpons

Bceero

JlokyMeHTalnoHHOE
obecreueHue — OCHOBa
UH()OPMALTMOHHOTO
obecriedeHusl yrpapJIeHUsI

13

18

Opranuzanus CITYKOBI
2 | IOKyMEHTAIMOHHOTO 2
obecreueHus ynpaBiaeHus

13

18

3 | OCHOBBI JOKyMEHTUPOBaHUS 2

13

18

Opranuzanus
JIOKyMeHTo00opoTa

13

18

HudopmarrionHo-
MIOMCKOBAs CUCTEMa I10
JOKYMEHTaM OpraHHU3alluu.
Perucrpanus 10KyMEeHTOB

12

17

6 KonTpons HCTIONTHEHHS 2
JOKYMEHTOB

12

17

Opranuzanus XpaHEeHUs
JOKyMEHTOB. 2
DOopMUPOBAHUE U XPAHEHUE
JieTl B IETIONPOU3BOICTBE

12

17

IMoarotoBka AOKYMEHTOB K
8 | mocnenymwomieMy XpaHEHHIO 3
Y HCHOJIb30BAHHIO

14

21

Bcero uacos 17

17

102

144

5 Marpuua popMupoBaHusi KOMIETEHIUH MO TUCIIUIJIMHE

‘YHuBepcanbHble
nlji[ Pasnen AUCIUIITIHE KOMIICTCH MU O6$;CHI;(;2§ECH;TBO
YK -4

1 JloKkyMeHTannoHHOe 0OecriedeHre — OCHOBA +
WHPOPMAIMOHHOTO 00eCIIeUEeHUsI YIIPaBICHUS

2 Opraam3ammsi ~ COyKOBl  JTOKYMEHTAI[MOHHOTO +
o0ecTieueHus YIpaBICHUS

3 | OCHOBBI TOKyMEHTHPOBAHHS +

4 | Opranmsanus 10KyMeHTO000pOTa +
WH}popManmoHHO-TTONCKOBAs CHCTEMA 110

5 | mokymeHTtam opraHusanuu. Perucrparms +
JJOKyMEHTOB

6 | KonTponb ucnonHeHus 10KyMeHTOB +
Opranuszanus XpaHeHHs JIOKyMEHTOB.

7 | ®opmupoBaHue u XpaHEeHHe Jien B +
JITIONPOU3BOJICTBE

g | IogroroBka JOKYMEHTOB K IIOCHIENYIOIIEMY +




XPpaHCHHUIO U UCITOJIb30BaHUIO

6 O0pa3oBaTe/IbHbIE TEXHOJIOTHH

O0bemM ayauTOpHBIX 3aHATHM: Bcero 34 wyaca, B TOM 4YHCJIE JeKIMH 17 Yacos,
IIpaKTH4ecKue 3aHsTust 17 yacos, 1abopatopHble pabOThl HE IPETYCMOTPEHBI.
HNHuTtepakTuBHBIC 3aHATHS OT 00IIEro 00beMa ayIuTOPHBIX 3aHATHH COCTaBISIOT 35 %.

Bun sanarus
Cemectp (U1, T13, JIP) Hcnonb3yeMble HHTEpaKTUBHBIE 00pa3oBaTeNbHble TexHomornn | KommdyecTBo yacos
9 b

I'pynmoBasi paGora Ha Temy CocraBneHue u odopmiieHHe

3 m OpTaHU3aI[IOHHO-PACTIOPSA IUTEIbHbIX U CIPaBOYHO- 4
MH(OPMALMOHHBIX JIOKYMEHTOB o MIpeyIaraeMoMy
HPEATIPUATHIO

3 m3 I'pynnoBas  pabdora Ha Temy KoHTponp HCHOTHEHUS 4
JIOKYMEHTOB

3 m I'pynnoBasi padora Ha Temy PopMHpOBaHHE U MOATOTOBKA 4
JIelT K XpaHEeHHUIO U JallbHEHIIIeMy HCIIOIb30BaHUIO

Htoro 12

7 YueOHO-MeTOANYECKOE o0ecredeHre CAMOCTOATEIbHOM PadoThI CTYACHTOB

7.1 Buabl caMmoOCTOSATEJIbHOM Pad0Thl, MOPSIIOK UX BbINIOJHEHUS U KOHTPOJIS

Ne ITopsoK BEITTOITHEHHS
Pasgen nucuumminHel Buner CPC pAd Mertox KOHTpOINA
w/n CPC
JlokymeHTaloHHOE Pabora ¢ 1eKIIMOHHBIM
o0OecIieueHre — OCHOBA MaTepHaoM,
1 UH(OPMAIIMOHHOTO IToaroroBka k OCHOBHOH H Onoc
obecrieueHus! yIpaBIeHUI cobecenoBaHUIO JIOMOTHUTEILHON p
JIUTEPATYPOH,
WHTepHEeT-pecypcamu
Opraauzanus CITYXKOBI Pabora ¢ J1eKIIMOHHBIM
JOKYMEHTAI[MOHHOTO MaTepHaoM,
2 obecTiedeHus yIpaBICHUSI ITonroroBka k OCHOBHOU U Ompoc
cobecen0BaHIIO JIOITOJTHUTEIBHON p
JIUTEPATYPOH,
HHurepHeT-pecypcamu
Pabora ¢ J1eKIIMOHHBIM
IToaroroBka k MaTepuaioM,
TPYIIIOBOM OCHOBHOH M
3 OCHOBBI JJOKyM €HTHP OBAHHS Py Y . Omnpoc
TBOPYECKOMY JIOITOJTHUTEIBHOR
MIPAKTHIECKOMY 3aJaHUI0 JTUTEPATYpPOii,
HurepHer-pecypcamu
Opranmzanus Pabora ¢ J1eKIIMoOHHBIM
JIOKyMeHToo0OpoTa TTonroroBsxka k MaTepHaoM,
TPYIIIOBOM OCHOBHOH
4 pyT Y . Omnpoc
TBOPYECKOMY JIOITOJTHUTEIBHOR
MIPAKTHIECKOMY 3aJaHUI0 JTUTEPATYpPOii,
WHaTepHET-pecypcamu
NudopmamnmonHo- Pabora ¢ neKInOHHBIM
bopman ITonroroBka k 8
IIOMCKOBAsl CUCTEMA TIO MaTepHaoM,
5 cobeceT0BaHUIO . Omnpoc
JOKYMEHTaM OpraHH3aIlHy. OCHOBHOH U
Kontponsras pabora .
Perucrpanus TOKyMEHTOB JIOMOIHUTEILHOM




JIUTEPATYpPOl,
WuTepHer-pecypcamu
KOHTpOJ'H) HUCIIOJITHCHU A Pa6ora ¢ JICKIIMOHHBIM
JOKYMCHTOB MaTepuajiom,
ITonroroBka k OCHOBHOH 1
6 . Omnpoc
cobece10BaHUIO JIOTIOSTHUTENBHOM
JIUTEPATYpOii,
WuTepHer-pecypcamu
OpFaHI/BaHI/IH XpaHCHUA Pa6ora ¢ JICKIIMOHHBIM
JTOKYMEHTOB. MaTepHaoM,
7 q)OpMI/IpOBaHI/Ie U XpaHCHUC HOI[FOTOBKa K OCHOBHOH U OHpOC
el B JIEIONpPOU3BOJICTBE cobece10BaHUIO JIOTIOITHUTENBHOM
JIUTEPATYpOil,
WuTepHer-pecypcamu
HOZ[FOTOBKa JOKYMCHTOB K Pabora ¢ JICKIIMOHHBIM
MOCIEAYIONIEMY XPaHEHHIO MaTepHaioM,
8 " UCITIOJIb30BaHUIO HOJIFOTOBKa K OCHOBHOM U OHpOC
cobece10BaHUIO JIOTIOSTHUTENBHOM
JIUTEPATYpOii,
WuTepHer-pecypcamu
7.2 KoHTpOJIbHBIE BONPOCHI VIS CAMOIIPOBEPKHU
Ne
i Paznmen aucuunamHb KonTposipHBIE BOITPOCH [T CAMOTIPOBEPKU
JlokyMeHTallMOHHOE 1. JlaiiTe XapakTepUCTUKY OCHOBHBIX MCTOPUYECKHX OTaloB
o0ecIieueHre — OCHOBA | pa3BUTHS JICIONPOU3BOICTBA B PoccHu.
HH(pOPMAIIIOHHOTO 2. Uro Takoe AENONPOM3BOICTBO U KAKOBBI Ba)KHEHINUE €ro
o0ecrieueHus cocrassouume?
yIIpaBJICHUS 3. Omnpenenure  MECTO  JEJIONPOM3BOACTBA B CTPYKType
1 YIIpaBJIeHUS TPyHA.
4. Ha3oBuTe OCHOBHBIE NPUHLIMIIBI OPTraHU3aLMH COBPEMEHHOIO
JIETTOTIPOU3BOICTBA.
5. KakoBbl 0OCHOBHBIE 3aJa41 JOKYMEHTOBEICHUS ?
6. Ha3oBute 0CHOBHBIE HOPMaTHUBHO-METOAUYECKUE TOKYMEHTHI,
KOTOPBIMH CJIeyeT PYKOBOJCTBOBATHCS B 00JIACTU JEJIONPOMU3BOACTBA
B Poccuiickoii denepannu
Oprannzamust cinyxOsl | 1. 1.Kak HasbiBaercs ciayx0a, OCYIIECTBISIOMAS TOKYMEHTAIIHOHHOE
JOKYMEHTaLlHOHHOTO oOeclieueHHe YNpaBiICHUS, B 3aBHUCUMOCTH OT HIPUHAAICKHOCTH K
obecriedeHns OIPEACIIEHHOM TPyIIe OpraHu3auii?
YIpaBICHHS 2. TumoBas CTpyKTypa ynpaBleHUs ACTaMU.
3. KakuMu mpaBoBBIMH akTamu perjaMeHTHpyeTcs paboTa CIy:KObl
J0OY?
4. KakoBa cTpykTypa Tekcra monoxkeHus o ciayxbe JHAOY u uro
JOJKHO OBITH OTPaXEHO B KXKIOM paszene?
2 5. Kakue ¢pyaxunu cnyx0s1 JJOY BB 3HaeTe?
6. YUTto ycraHaBIMBAaeT MHCTPYKLUS IO AEIONPOM3BOJCTBY, U KaKHE
paszaeinbl TEKCTa MOTYT OBITh BKJIOUEHBI B Hee?
7. Uro Takoe AOKyMEHTOOOOPOT M KaK OCYILECTBISETCS IOACUET
o0beMa JoKyMeHToobopoTa?
8. Kakne mOTOKM JOKYMEHTOB NPHHATO pa3nuyaTb B COCTABE
JOKyMeHTooOopoTa?
9. Ha3zoBute 0CHOBHBIE 3TABl JOKYMEHTOO0OPOTA.
10. Ha3oBHTE OCHOBHBIE MPUHLHITBI OPraHU3alK JOKYMEHTO000pOTa.
11. Ilepeuncaure ocHOBHBIE 3aaa4u ciryxOb1 JOY.
3 OcHOBBI 1. KaxoBbl OCHOBHBIE 3aJ1aul TOKYMEHTOBEAECHUS?
JIOKYMEHTHPOBaHUs 2. HasoBuTte 0cHOBHBIE HOPMATHUBHO-METOAMYECKHE TOKYMEHTBHI,
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KOTOPBIMHU CJICTYeT PYKOBOICTBOBATLCS B OOJACTH JICIOMPOU3BOJICTBA
B Poccuiickoit denepannu.

3. [aiite onpenenenne T0KyMeHTa U TOKYMEHTHPOBAHUSL.

4, Kakue wmarepuanbHble  HOCHTENH  HMCIOIB3YIOTCS — JUIA
JOKYMEHTHUPOBaHHS?

5. Kakoe wmecro 3anumaer wuH(pOpManuss W JOKYMEHTHl B
COBpPEMEHHOM crucTeMe ynpaBieHus?

6. Kakne cymiecTByloT (GOpMBI yHpaBICHHS OpraHH3aLUSMH H

KaK OHU BIHUSIOT Ha (JOPMBI JOKYMEHTHPOBAHHS M COCTAB IOKYMEHTOB,
MPUMEHSEMBIX B YIPaBJICHUECKON JeATEeIbHOCTH OpraHu3aluu?

7. KakoBa ocHOBHas 1ieb YHU(UKAIMM  YIIPABICHYCCKOM
JIOKyMEHTAIIH?
Opranuzarus 1. OO0mme NPUHITAIIE U METOAMYECKHE OCHOBBI OpraHU3aIluN
JOKyMEHTO0000poTa JOKYMEHTO000poTA.
2. [Ipuem, TpOXMK/ICHUE U MOPAIOK UCHIOIHEHUS MTOCTYMAONIUX
JIOKYMEHTOB.
3. JlocTaBka TOKyMEHTOB UCIIOITHUTENSIM, MTOPAJIOK UX IpUEMa U
nepeaadm.
4, Urto nmoHuMaercs 1oz 00beMOM JIOKYMEHTO000poTa, IoueMy
OH yBENTUYHBAETCS?
5. YUTO BXOIUT B MOHATHE JOKYMEHTO0OOpOTa?
6. Uto BAMSET HA OPTaHU3AINIO IBHKCHUS IOKYMEHTOB?
7. Kakue OpPraHu3aIMOHHBIC JOKYMEHTBI OIPEACIIAIOT ITOPAT0K
JIBUKEHUS JOKYMEHTOB B opranu3anuu (Gupme)?
8. KakoBbI OCHOBHBIE TIPaBHIIA OpTaHU3AINH TOKyMEHTO000poTa?
9. Kaxue ocHOBHEBIE ITOTOKH TOKyMEHTOB MOXKHO BBIIEIHUTD B
OpraHu3alliy U B YeM X OCOOCHHOCTB?
10. Kaxkue TpeOoBaHNS MPEObABISIOTCS K OpraHU3allii IpHeMa 1
MePBUIHON 00pabOTKN TOKYMEHTOB?
11. B gem 3HadYeHME MTPENBaPUTEIIBEHOTO IPOCMOTPA H
pacrpeneneHus MOCTyMUBIINX JOKYMEHTOB M KaK OHU TMPOBOIATCS?
12. HazoBuTe 3Tamsl paboThl HCTIONHATENS C TOKyMEHTOM. Kakwe
TpeOOBaHUS IPETBSIBISIOTCS K 00pab0TKe MCXOASIINX JOKYMEHTOB?
13. KaxoBsI mpaBmiia 00pabOTKH HCXOISIINX JOKYMEHTOB
1. UYro ects mHGOPMAIMOHHO-TIONCKOBAS CHCTEMA TI0 JOKyMEHTam?
2. Uro Britouaer B ceost UTIC?
HudopmarmonHo- 3. Opranwusaius UIIC
TTOMCKOBast CUcTeMa 1o | 4. Perucrpanus u WHAEKCHPOBaHHE IOKYMEHTOB B COOTBETCTBUHU C
JOKyMEHTaM rcaoy
OpTaHH3aIHH. 5. ®op™mel perucrparyu JOKyMEHTOB.
Perucrpanus 6. JlokyMeHTEHI, He ITOoIIeXKaIIUe PErHCTPAIUH.
JIOKYMEHTOB 7. JloxyMeHTBI, IoAJIeKaIre 00sS3aTebHOW PETUCTPAIIHH.
8. TpamumuoHHBIE ¥ 3JEKTPOHHBIE TEXHOJIOTHU  PETHCTPAIN
JoKyMeHTOB U (opmupoBanus UIIC
Kontpons ucnionnenus | 1. TexHonorus BeACHUS KOHTPOIS 3a CPOKAMH  HCIONHEHUS
JIOKYMEHTOB JIOKYMEHTOB.
2. Tlpouemypsl BefieH s KOHTPOJIS HCIIOMHEHHSI TOKYMEHTOB.
3. Bujibl KOHTPOJIS UCTIOTHEHHUSI TOKYMEHTOB.
4. ABTOMAaTHU3UPOBAHHBIC CHCTEMBI  KOHTPOJS 32 UCIOTHEHUEM
JIOKYMEHTOB.
Opranusarms 1. Ha xakwe rpynmsl TOAPA3AEISIOTCS JTOKYMEHTHI IO CpOKam
XpaHEHUs XpaHeHus?
JIOKYMEHTOB. 2. T'me momkHBI XpaHUTHCS JOKYMEHTHI C MOMEHTa WX CO3JaHHS
dopmupoBaHue 1 | (moMydeHus) u 10 nepeaadrl B apXUB OPraHU3AINY WA YHUITOXKCHHS?
xpaHeHue  nmen B | 3. YTo Takoe CXeMbI JOKyMEHTO000pOTa, 3a4eM OHU HYXKHBI?

ACTIOIPONU3BOACTBC

4. KakuMH JOKYMEHTaMHM  CJEAYeT PYKOBOACTBOBATHCA  IPH




OTpeJIENIEHNH CPOKOB XPAaHEHMsI IOKYMEHTOB?

5. Kakue cymecTBYIOT BUIbI apXUBHBIX (POHIOB?

6. UYem apxuBHas CipaBKa OTIIMYAETCS OT BHIMUCKHU?

7. TllosicHHTe OCHOBHBIE TpeOOBaHHS K PEKUMY XpaHEHHs
JIOKYMEHTOB B apxuBe?

ITonroroska 1. DOxkcmepru3za (oeHKa) HAYYHOH M MPAKTHUECKOM IEHHOCTH
JIOKYMEHTOB K | JOKYMEHTOB C EJbIO MOArOTOBKH UCTIOTHEHHBIX JJOKYMEHTOB K
MOCIIEAYIOIIEMY XPaHEHUIO U UCIIOIb30BAHUIO.
XpaHEHUIO u | 2. OdopMieHHE JeN C ETbI0 TOATOTOBKH UCIIOTHEHHBIX
HCIIOIb30BAaHUIO JIOKYMEHTOB K XpaHEHHUIO U HCIIOb30BaHUIO.
3. Onucanue JOKyMEHTOB IIOCTOSHHOTO M JJOIITOBPEMEHHOTO
8 XPaHEHUs C LENbIO MOATOTOBKY UCTIOMHEHHBIX IOKYMEHTOB K

XPaHEHUIO U UCIIOIb30BAHUIO.

4. OobecrieueHne UX COXPaHHOCTH JOKYMEHTOB XpaHEHHUS C IIEJIbI0
MOJTOTOBKH HICTIOTHEHHBIX JOKYMEHTOB K XPaHEHHUIO U
UCIIONIb30BaHUIO.

5. llepenaua fen B apXuB YUPEKIEHUS C HETBIO MTOJTOTOBKU
MCHONHEHHBIX IOKYMEHTOB K XpaHEHHIO M HCIIOIb30BAHUIO.

7.3 Bonpochl 11l IPOMEKYTOYHOM aTTeCTAUMH

Bonpocs! 15 3a4era

1. Jlenonpou3BoACTBO  (TOKyMEHTAITMOHHOE oOecredeHue  yIpaBJICHHS)  Kak
(GyHKIMS YOpaBJIEHHs, COBpPEMEHHbIE TpeOoBaHMA K ero opranuzanuv. OCHOBHbIE TEPMUHBI
JIeTIOTIPOU3BOCTBA.

2. Hcropuueckoe pazButue AeI0npou3BoAcTBa B Poccuu u 3Tambl ero pa3BUTUs

3. JIOKyMEHT, OCHOBHBIC TIOHATHS, QYHKIIUN U CITOCOOBI JOKYMEHTUPOBAHMUSI.

4, Nudopmanms u nokymeHT. Knaccudukamus Jo0KyMeHTa.

5. DNEeKTPOHHBIN JOKYMEHT U JOKYyMEHTOOOOPOT.

6. VYuudukanus u CTaHJIapTU3ALIH KaK OCHOBHOE HarpaBJIeHUE
COBEPIICHCTBOBAHUS JOKYMEHTOB.

7. Cucrembl TOKyMEHTaMU. Y HU(PUIHPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.

8. OO6mue TpeOoBaHUS K TEKCTy JAoKyMmMeHTa. [lopsiiok H3MOKEeHHs TeKcTa
JOKYMEHTA. SI3bIK CITy’KEOHBIX TOKYMEHTOB.

9. HopmarusHo-nipaBoBas 6a3a 1e10Mnponu3BOICTBA.

10. Xapakrepuctuka, coctaB u cogepkanue ['OCTa o opopMieHUI0 TOKYMEHTOB.

11.  Cocras pexBusutoB OPJI, mpaBuia ux opopMiIeHHUS.

12.  Bunel OnaHKOB JOKYMEHTOB, HUX Xxapaktepuctuka. [IpaBmia odopmieHus,
W3TOTOBJICHUS, YuéTa, UCIIOIH30BAaHUS U XpaHEHHUs OJTaHKOB OpraHU3aIliH.

13. IOpunnueckas cuiia JOKyMEHTOB.

14.  XapaxkTepucCTHKa U COCTAaB OPraHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB: TpeOOBaHUS
K COCTaBJICHUIO U 0(POPMIICHHUIO.

15.  Xapakrtepuctuka W  cocTaB  MHGOPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB:
TpeOOBaHUs K COCTABICHUIO U 0(hOPMIICHHIO.

16.  Pa3paboTka  JOKyMEHTaluy,  OTpaxkaromed  (QUHAHCOBO-XO3SHCTBEHHYIO
JesITeNFHOCTh OPTraHU3aIUu.

17.  Pa3paboTka [OKyMEHTAllM¥, OTPAXKAIOIIEH KOMMEPYECKYIO JEeSTENIbHOCTh
OpraHu3aIuu

18.  JloxymeHTHpoBaHHE pabOTHI C mepcoHanoM. Komrmeke kaapoBoi JOKYMEHTAIIUH.

19. VYuudwunuponanusle GOpMbI NEPBUYHON yUETHOM TOKYMEHTALIMH IO YYETy Tpyaa
u ero omnatel. O0mue npasuia 0GopMIICHUS PUKA30B 110 JTUYHOMY COCTABY.

20.  TpynoBoii JOTOBOP: cCoAepKaHUE U MOPSJIOK 3aKIIOYCHHUS.

21.  TpynoBast KHMXKKA: paBUIIa BEAECHUS U OPOPMIICHHUS.
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22.  Odopmiienue 1 BeIeHUE TUYHON KAPTOUKH U JINYHBIX JIEII.
23.  IIpouecc 3amuThl MpoheCcCHOHATBHBIX JAHHBIX B KaJIpOBOil Ciryx0e.

24.  TlpuHuunsl U GOpMBI OPraHU3aIUH ACTONPOU3BOICTBA HA MPEINPHSITHH.

25.  Cnyx0a JOKYMEHTAI[MOHHOTO OOECIICUeHUs yIpaBJiCHUs: (YHKIUH, CTPYKTYpa,
JOJKHOCTHOM COCTaB.

26.  IlonsTue, MPUHLIUIIBI U XapaKTEPUCTUKH JOKYMEHTOO0OpOTA.

27.  OCHOBHBIE ATaIBl JOKYMEHTOO0OPOTA.

28.  IlepBoHauanbHas 00pabOTKa JOKYMEHTOB B OpraHU3AIHH.

29.  Perucrpamnusi TOKyMEHTOB, €€ 3HaYCHUE U (DOPMBI.

30.  KoHTpoab HCIIOTHEHUS JOKYMEHTOB.

31.  XapakTepucTHKa JOKYMEHTONOTOKOB: BXOJAIIAs, HWCXOIAIIAs, BHYTPCHHSIA
TOKyMeHTaIus. TexHomorust paboThl C JOKYMEHTOIIOTOKAMH.

32.  OcobeHHOCTH PabOTHI ¢ KOH(PHUICHINATBHON JOKYMEHTAITUEH.

33.  Cucremaru3zaius JOKyMEHTOB, X Y4€T M 00ecrieueHre COXPaHHOCTH.

34.  HowmeHkmarypa Jiei: BUIBI, COACPKaHUE U TTOPSIOK COCTABIICHHS.

35.  ®opmmpoBaHue u 0POPMIICHHE JICI.

36.  OcHOBHBIE TpeOOBAaHUS K OPraHM3AIMHN TEKYIIErO XPAaHEHUS HWCIOJIHEHHBIX
JTOKYMEHTOB.

37.  Dkcmeptu3a IEHHOCTH JOKYMEHTOB. [IpuWHIMIBI, KpUTEpUH W ITambl e
MIPOBEICHUSI.

38.  Cpokm XxpaHeHHS IOKYMEHTOB. llepedHHM NOKYMEHTOB C YKa3aHHEM CpPOKOB

XpaHEHHSI, UX BHIBL.
39.  IloaroroBka JOKYMEHTOB K cllaue€ B apXHB.

40.  CocraBneHue U 0pOpMIICHUE OTTHCH JIE.

41.  ApxuBHOE XpaHEHHE TJOKYMEHTOB. BubI apXuBOB.

42.  OcHoBHBIC TpeOOBaHUA K OOECIEUEHUIO COXPAHHOCTH JOKYMEHTOB B apXHBax.
®opMBI HCIIONTE30BAaHHS JOKYMEHTOB U3 apXHBa.

43.  Opranuzarus pabOThI CEKpeTaps pyKOBOJUTENS U 0pUC MEHEDKepa.

44, Texauueckue cpeacTBa 0(GUCHON NeATETHHOCTH.

45.  KoMmplOTepHBIEC TEXHOJOTHH CO3JIaHMsI U 0(hOpMIICHHUS JOKYMEHTOB.

8 YueOHO-MeTOAMYECKOE U MH(OPMAIIMOHHOE O0ecTiedeHUe U CIIUTINHbI

8.1 OcHoBHas auTEparypa:

1. brikosa, T. A. JlokyMeHTaImoHHOE obecrieueHne yIpaBJICHUS
(menompousBoacTBO) : yuebHoe nocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; non
obur. pen. T.B. Ky3nenoBoii. — 2-e uzn., nepepab. u non. — Mocksa : UHOPA-M, 2021. —

304 c. + Jlon. marepuansl [DnekTpoHHblii pecypc]. — (Cpemnee mnpodeccruoHaabHOe
oOpazoBanme). - ISBN 978-5-16-106774-1. - Tekcr : onexkrtponHsid. - URL:
https://znanium.com/catalog/product/1070624

2. [Tanacenko, FO. A. Jlenompou3BOACTBO: JOKYMEHTAIIMOHHOE O0O€cleYeHHe

ynpaBieHus: YueOHoe nocobue / [Tanacenko HO.A., - 3-e uzn. - Mocksa :PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaspuar). - ISBN 978-5-16-104535-0. - Tekcr : anexrponHsIif. - URL:
https://znanium.com/catalog/product/542773 Bremnss CCBLJIKA:
http://znanium.com/go.php?id=430325

8.2 /lonmotHuTEIbHAS IMTEPATYPA, B TOM YHCJIe METOAUYECKHEe YKA3aHUS:

9. KoppecrnoHneHIMst H JeJONPOM3BOACTBO [DIEKTPOHHBIM pecypc] @ MeToJuuecKue
PEKOMEHJAllMM TI0 BBIMOJHEHUIO 3aJaHUM JUIS CaMOCTOSATENbHOM pabOThl A CTYICHTOB
3a049HOM (opmbl 0OydeHHs MO HampaBieHusM noarotoBku 38.03.01 Dxonomuka, 38.03.02
MenemxmenT / Mun-Bo cen. xo3-Ba P®, Bonoroackas IMXA, Kag. sxon. u ynpasn. B AIIK.
; [coct. C. I. TonyGeBa]. - DnekrpoH. aaH. - Bonoraa ; Monounoe : Bomoroackas [TMXA,
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2021. - 17 c.

10. Imamuii, E. B.  [lokymeHTanmmoHHOe  oOecrieueHUE  yOpaBieHUs:  YueOHOe
nocooue/I'mamuitE.B. - Mocksa : MIl PUOP, HUI] HNHOPA-M, 2016. - 249 c.
(ITpodeccuonansruoe obpazoanme) ISBN 978-5-369-01042-6. - TekcT : 3MEKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/468335

11. T'yryera, T. A. KonpuaeHnuansHOE IeIONPOU3BOICTBO : yaeOHOe mocooue / T.A. I'yryesa.
— 2-e m3n., nepepad. u gon. — Mocksa : UH®PA-M, 2021. — 199 c. — (Bsicmiee
obpazoBanue: bakanaspuar). — www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-105683-
7. - Tekcr : anexrponnsit. - URL: https://znanium.com/catalog/product/1048497

12. KupcanoBa, Mapus BramumupoBHna. [lenoBas nepenucka [ DneKTpoHHbBIN pecype] : YaeOHo-
npaktrueckoe nocodue / M. B. Kupcanona, 0. M. Akcenos, H. H. Anonuna. - 3-¢ u3n. -
OnexkrpoH. gnaH. - M. : HWHO®OPA-M, 2014. - 136 c¢. - DBaHemHss ccbuika:
http://znanium.com/go.php?id=461913

13. KupcanoBa, Mapuss BnagumupoBHa. Kypc nmemonpoms3BoicTBa: JTOKyMEHTAIMOHHOE
obecrieueHne ympaBiieHUus [DIeKTpOHHBINA pecypc]| : yueOHoe nocodue / M. B. Kupcanosa,
0. M. AxceHoB. - 6-¢ U311., HCTIp. U JIOTL. - DNeKTpoH.aaH. - M. : UHD®PA-M, 2014. - 256 c. -
Bremrnss cewiika: http://znanium.com/go.php?id=460967

8.3 lIporpammHoe obecnieuenne u UHTepHeT-pecypesl:
JIMIIEH3UOHHOE NPOrpaMMHOe oOecriedeHue:

Microsoft Windows XP / Microsoft Windows 7 Professional , Microsoft Office Profes-
sional 2003 / Microsoft Office Professional 2007 / Microsoft Office Professional 2010

STATISTICA Advanced + QC 10 for Windows

B T.4. 0OT€YECCTBECHHOC

Astra Linux Special Edition PYCB 10015-01 Bepcumu 1.6.

1C:IIpennpustue 8. Konpurypamnus, 1C: byxrantepus 8 (yueOHas Bepcus)

Project Expert 7 (Tutorial) for Windows

CIIC KoncynbrantlLitroc

Kaspersky Endpoint Security mis 6usneca CrangapTHBIi

CB0001HO pacnpocTpaHsieMoe JUMIEH3UOHHOE IPOrPaMMHOe o0ecneveHme:
OpenOffice

LibreOffice

7-Zip

Adobe Acrobat Reader

Google Chrome

B T.4Y. OT€4eCTBEHHOE

Sunekc.bpaysep

HNupopmannoHHbIe CIPABOYHbIE CHCTEMBI

— Ennnoe okHO foctyma kK 00pa3oBaTeabHBIM PECypcaM — PEXKUM JIOCTyMa:
http://window.edu.ru/

— UIIC «Koncynprantllmroc» — peskum gocryma: http://www.consultant.ru/

— UnTepdakc - LIeHTp pacKpbIThsi KOPIOPATUBHOM HH(pOPMAIH (CepBep PACKPHITHS
uHpopMalmn) — pexxum goctyna: https://www.e-disclosure.ru/

— Nndopmanmonno-npasosoit noprai TAPAHT.RU — pexum nocryna:
http://www.garant.ru/

— ABTOMaTH3MpOBaHHAs clipaBoyHas cuctema «Cenbxo3rexHuka» (Web-Bepcus) - pesxum
nocry: http://gtnexam.ru/
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IIpodeccuonanbubie 6a3bl JAHHBIX

— Hayunas snexrponnas 6ubnuoreka ELIBRARY.RU — pexxum nocryna:
http://elibrary.ru

— HaykomeTpuueckas 0a3a 1aHHBIX SCOPUS: 6a3a JaHHBIX pedepaToB U MUTUPOBAHUS —
pexum goctyma: https://www.scopus.com/customer/profile/display.uri

— Odummanbheiii caiit @enepanbHON CITyKObI TOCYAaPCTBEHHON CTATUCTUKU — PEXKUM
nocryma: https://rosstat.gov.ru/ (OTKpbITHIA ZOCTYII)

— Pocculickas Akanemus Hayk, OTKpBITBIN JOCTYI K HAyYHBIM JKypPHAJIAM — PEXKUM
noctyma: http://www.ras.ru (OTKpbITBIN TOCTYII)

— OduruanbHbIi cailT MUHICTEPCTBA CENTbCKOTO X03siicTBa Poccuiickoit Deaepanum —
pexum noctyma: http://mex.ru/ (OTKpBITBIN 1OCTYII)

DJIeKTPOHHBbIE OMOJINOTEYHbIE CHCTEMBbI:

- OnexkrpoHHbld OuOnuoreunsii karamor Web WPBUC — pexum pocryma:
https://molochnoe.ru/cgi-
bin/irbis64r_14/cqiirbis_64.exe?C21COM=F&I21DBNAM=STATIC&I21DBN=STATIC

- OBC JIAHD — pexwum nocrtyna: https://e.lanbook.com/

- OBC Znanium.com — pexxum poctyma: https://new.znanium.com/

-~ 9BC FOPAMT — pexum noctyna: https://urait.ru/

- 3bC POLPRED.COM: http://www.polpred.com/

- DneKTpoHHAas ounomorTexa N31aTEJIHCKOTO IeHTpa «AxagemMuay:
https://www.academia-moscow.ru/elibrary/ (komnexuus CITO)
— 9BC OI'BOY BO Bonoroackasa I'MXA - pEKUM JOCTyTa:

https://molochnoe.ru/ebs/

9. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne JUCUUIIIMHBI

9.1 HauMeHOBaHHe TIOMellleHHMH /JIsi TPOBeJleHHUs] BcCeX BHIAOB Y4eOHOM
JAeSiTeJIbHOCTH, NPeIyCMOTPEHHOH Y4YeOHbIM IJIAHOM, B TOM 4YHCJe TOMeIeHus s
CaMOCTOSITEJIbHOM PadoThl, ¢ yKa3aHHEM IepedHsl OCHOBHOIO 00OpYyI0BaHUs, Y4eOHO-
HATJISIAHBIX MOCOOMH U MCII0JIb3yeMOTI0 MPOrPaAMMHOI0 O0ecnevYeHu st

YyebHaa ayautopua 5101 JleKuMoHHaa ayautopua, ANA NPOBEAEHWUS TPYnnoBbiX W
NHAMBUAYANbHBIX KOHCYNbTALMMN; TEKYLLETO KOHTPOIA M MPOMENKYTOYHOM aTTecTaumu.

OcHalLeHHOCTb: YuebHaa mebenb: ctonbl — 31, ctynba — 70, gocka menosad. OcCHoBHOe
obopyAoBaHMe: 3KpaH ANA NPoeKTopa 1 WT., NPOeKTop - 1 WT., KOMMNbIOTEP B KOMM/EKTe - 1 WT.
MporpammHoe obecneyeHne: Microsoft Windows 7 Professional, /lnueHsun 49230531, Mi-
crosoft Office Professional 2007, nuen3snn 42543554

YyebHaa ayautopua 5206 ans nNpoBeAEHUs CEMUHAPCKUX U MPAKTUYECKUX 3aHATUN,
rPYNMNOBbIX KOHCY/bTAUMI, CaMoCToATENbHOM PaboTbl. OCHaLWeEHHOCTb: YuebHaa mebenb: cTonbl
— 15, ctynba — 29, pocka menosas

9.2 O6ecneyeHue obpasoBaHua ana amy c OB3

Ona obecneveHns obpa3oBaHUA MHBANMAO0B M NNUL, C OFPAaHUYEHHbIMM BO3MOXHOCTAMM
340POBbA peanmsauma UCUMNANHBbI MOXKET OCYLLEeCTBAATLCA B a4anTUPOBAaHHOM BUAE, UCXOAA
M3  WUHAMBUAYANbHbIX NCUXOPU3MYECKMX OCOBEHHOCTEM W MO  JIMMHOMY 3aABAEHUIO
obyuatouerocsa, B 4acT CO34aHMA CreUManbHbIX YCI0BUIA.

B cneuunanbHble YyC/OBMA MOIYT BXOAMTb: NpeaocTaB/leHWe OTAEe/IbHOW ayauTopuu,
HeobXo4MMbIX TEXHUYECKMX CPeACTB, NMPUCYTCTBME acCUCTEHTA, OKasblBaloLWero Heobxoanmyto
TEXHUYECKYIO NoMoLLb, BbI6op dopmbl NpeaocTaBAEHMA UHCTPYKLMW MO NOPAAKY NpoBeaeHuA
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http://elibrary.ru/
https://www.scopus.com/customer/profile/display.uri
https://rosstat.gov.ru/
http://www.ras.ru/
http://mcx.ru/
https://molochnoe.ru/cgi-bin/irbis64r_14/cgiirbis_64.exe?C21COM=F&I21DBNAM=STATIC&I21DBN=STATIC
https://molochnoe.ru/cgi-bin/irbis64r_14/cgiirbis_64.exe?C21COM=F&I21DBNAM=STATIC&I21DBN=STATIC
https://e.lanbook.com/
https://new.znanium.com/
https://urait.ru/
http://www.polpred.com/
https://www.academia-moscow.ru/elibrary/
https://molochnoe.ru/ebs/

TEKYLLEero KOHTPO/AA W  MPOMENKYTOYHOM aTTecTauuu, UCNO/Ab30BaHWE  CMeLMasbHbIX
TEXHUYECKUX CPEACTB, NpeaoCcTaBNeHne NepepbiBa ANA NpUemMa NULLK, 1eKapcTB 1 4p.

Ona nuy, ¢ orpaHMYEeHHbIMU BO3MOXKHOCTAIMM 340P0Bbs NPeAyCMOTPEeHa OpraHusauma
KOHCY/NbTALMUM C UCMO/Ib30BAaHMEM 3NEKTPOHHOM NOYTbI.

YyebHO-meToanYEeCKME MaTepuanbl ANA CaMOCTOATE/IbHOW paboTbl 0byvatowmxca w3
yncna WMHBANAMGOB WM UL, C  OrPaHMYEHHbIMW  BO3MOMKHOCTAMWM  3a0poBbAa  (OB3)
npeaocTaBnAaoTca B Gopmax, aganTUPOBaAHHbIX K OrPaHMYEHMAM UX 340POBbA U BOCNPUATUA
NHbOpPMaUUM:

ONna nuu, ¢ HapyLUEeHUAMM 3peHus:

— B MeYyaTHoM popme yBeIMYEHHBbIM LIPUDTOM,

— B popme 3N1eKTPOHHOI0 AOKYMEHTA.

Ona nuuy, ¢ HapyLeHUAMM ciyxa:

— B NeyaTHon popme,

— B popme 3N1eKTPOHHOIo AOKYMEHTA.

[na nuy, ¢ HapyLeHUAMM ONOPHO-ABUraTeIbHOro annapara:

— B NeyaTHou popme,

— B popme 3N1eKTPOHHOrO AOKYMEHTA.

[aHHbIN nepeyeHb MOXKeT ObiTb KOHKPETU3MPOBAH B 3aBMCMMOCTM OT KOHTUHIEHTa
obyuyatoumxcs.
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10 Kapra koMneTeHUMii TMCIHIJIHHBI

KoppecnoneHuust 1 1eJIONPOU3BOACTBO

HeJ'H) JUCIHUITITTHHBI

- C(l)OpMI/IpOBaTL TIOHUMAaHUE OCHOBHBIX HJICH TeOpeTPIKO-HpaKTH‘IeCKOfI 0a3bl ACIOINPON3BOACTBA U YMCHHS IMPABUIIBHOI'O COCTABJICHUA U
O(l)OpMJ'IeHI/Iﬂ CJ'IyX(e6HOI>i JOKYMCHTAIIMKU, HAJIC)KAIIYIO OpTraHu3anuo }IOKyMeHTOO60pOTa B YUPCIKIACHUU COITIACHO TpeGOBaHI/IHM

3agaun JUCIUITINHEI

1. ocBoenue 06HII/IX MNPUHIUIIOB TOKYMCHTAIIMOHHOI'O obOecrieueHust JACATCIbHOCTU TPCANIPUATHUA, C TOPAAKOM JOKYMCHTHPOBAHUA

nHpopManmy;
2. npuoOpeTeHne HaBBIKOB IPaMOTHOT'O COCTABIICHHS YIPABICHUYECKHX JOKYMEHTOB, MCIOIB3YEMbIX B IESITENILHOCTH TPEAIPHUSTHIA;
3. mpuobpeTeHHe HABHIKOB JIETIOBOM MEpENnCKHy;
B nporiecce ocBoeHus TaHHOW IMCIUIUIMHBI CTYIEHT ()OPMUPYET U IEMOHCTPUPYET CIEIYIOIINE
Komnerenimu [TnanupyeMble pe3yabTaThl 00yUCHUS Texnonoruu ®dopma CtyneHu ypoBHEH OCBOCHUS
Wnpexc DopMynTupoBKa (hopmupoBanust OLICHOYHOI'0 KOMIIETCHIIUH
cpescTBa
VK -4 CriocobeH NA-1yxs  Beibupaer Ha  rocymapcTBeHHOM U | Jlekiuu Omnpoc IoporoBwlii
OCYIIECTBIISTh HHOCTPAHHOM SI3bIKAX KOMMYHHKATHBHO TpPHEMIIEMbIC (Y0BJIETBOPHUTEJIBLHO)
JIETIOBYIO CTWIIb JIENIOBOTO OOLIEHUs, BepOanbHbie U HeBepOanbHble | [IpakTHdeckue KontponbHas | 3HaeT KOMMYHMKATUBHO TpUEMJIEMbIC
KOMM yHHUKAIIUIO B | cpelcTBa B3aMMOJIEHCTBUS C TAPTHEPAMHU 3aHATHSA pabora CTWJIM JIENIOBOTO OOIIEHMsI, BepOaIbHbIe
ycTHOM 1 mucbMeHHO# | WJI-2yi.4 Hcnonb3yer HH(OPMAIIMOHHO- U HeBepOaIbHBIC cpezcTBa
¢dopmax Ha | KOMMYHHUKAI{HOHHBIE TEXHOJIOTUHU pu noucke | CamocrostensHas | ['pynmoas B3aUMOZCHCTBHS C TapTHEPAMMU.
rocyJ1apCTBEHHOM HEoOXOoMMMOM HH(pOpMalMu B Ipollecce pelieHus | padoTa pabora ITponBUHYTHII
A3BIKE Poccuiickoil | cTanmapTHBIX KOMM YHUKATUBHBIX 3a1a4 Ha (xopo1uo)
Denepanun U | TOCYAapPCTBEHHOM M MHOCTPAHHOM SI3BIKaX YMeeT HUCIIOIb30BaTh HHPOPMAIIMOHHO-
HMHOCTPaHHOM(BIX) WNJ-3yk4 Bemer [nenoByro IepenmcKy, —YYHThIBas KOMMYHUKALIMOHHBIC TEXHOJIIOTMU HPH
s3bIKe(ax) 0COOEHHOCTH CTHJIUCTUKU ouIHaNBEHBIX u MoUCcKe HeoOXoouMol HHGpOpMalUu B

HEeOo(ULHMATIBHBIX MMUCEM, COLHOKYJIbTYPHbIC Pa3jiuuMs B
(dopmMaTre KOPpPECTOHACHIMH Ha TOCYHapCTBEHHOM H
HMHOCTPAaHHOM SI3bIKax

WN-4yk.s eMOHCTpUpPYET HHTETPATUBHBIE  YMEHHS
HCTIONb30BaTh JIMAJIOTUYECKOE obuieHne JUIs
COTPpYAHMYECTBA B aKaJEMHUYECKOH KOMMYHHUKAIMU
OOILIEHUS: — BHMMATENIPHO CIyIIas U TBITAsACh MOHSATH
CyThb WJAEH JApYrux, MAaXe €ClIW OHM IPOTHBOpEYaT
COOCTBEHHBIM BO33pPCHUSIM; yBaxas BBICKa3bIBAaHUS
JPYTUX Kak B IUIaHE COAEpIKaHMs, TaK U B IUIAaHE (POPMBI;
— KPWUTHKYSl apTyMEHTHPOBAaHHO M KOHCTPYKTHBHO, HE
3a/ieBas YyBCTB APYTHX; aJaNnTHPYs pedb U A3BIK )KECTOB
K CHUTYyaIisiM B3aUMOJEHCTBHS

WN-5yk.s JleMOHCTpUpYyeT yMEHHE BHIMONHATH TEPEBOJ
mpoecCHOHANBHBIX ~ TEKCTOB C  HMHOCTPAHHOI'O Ha
TOCY/IapCTBEHHBIH S3bIK M 00paTHO.

Ipolecce  perIeHus
KOMMYHUKAaTUBHBIX
rOCyIapcTBEHHOM  H
A3BIKaX.

CTaH/apTHBIX
3a1a4 Ha
MHOCTPaHHOM

Bbicoknii

(OTIIMYHO)
[IPUHLHIIAMH JEJI0BON
VYUTBIBasE OCOOEHHOCTH
CTHIIUCTUKH o(UIHMATBEHBIX u
HEOPHITHATHHBIX TTHCEM,
COLIMOKYIIBTYPHBIE PA3IN4Hs B opMaTe
KOPPECIIOHCHIINN Ha TOCYAapCTBEHHOM
1 MTHOCTPAHHOM SI3BIKaX.

Baageer
MIEPEIUCKH,
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