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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pesynpTare ocBOeHUS MUCHUIUIMHBI (MOIyJsi) y oOydaromuxcs (GOpMHPYIOTCS CIEIYIOIIHe
KOMITETCHIIMH U JOJIKHBI OBITh JOCTUTHYTHI CICAYIOIIUE PE3YJIbTaThl 00YUEHUs KakK Tar (GopMUPOBAHUS
COOTBETCTBYIOIMX KOMIIETEHIIHN:

cOop, aHanu3 U 00paboTKy
JAHHBIX, HEOOXOUMBIX JIJIS
pewenus
npodeccHoHaNbHBIX 33124

Kon Pe3synbrarsl ocBOCHMS [lepeueHp UIAHUPYEMBIX PE3YJIBTATOB O0YUEHHS 10
KOMIIETCHIINH o0Opa3oBaTenbHON JUCLUIUINHE
IIPOTrpaMMBbI
OK-4 CIOCOOHOCTh K | 3HATH:
KOMMYHUKAI[U¥ B YCTHOW U | 3a7a4X MEKIUYHOCTHOI'O U MEXKKYJIbTYPHOIO
NUCbMEHHOH (¢opMax Ha | B3aMMOJAEHCTBUS
PYCCKOM M HHOCTPAHHOM | yMeTh:
A3BIKAX Ul PELICHHs 3a1ad | OCYIIECTBIATH KOMMYHUKAIMU B YCTHON U
MEXJIMYHOCTHOI'O U | TUCbMEHHOHN (OopMax Ha PYCCKOM M MHOCTPAHHBIX
MEXKYJIbTYPHOTO A3BIKaX I PELIECHUS 3a7a4 MEKINYHOCTHOTO U
B3aUMOJICUCTBUSA MEXKYJIbTYPHOI'O B3aUMOJCUCTBUS
BJIAJCTh:
KOMMYHUKAal{MOHHBIMH HaBBIKAMU B YaCTH
pelIeHus 3a1a4 MEXJINYHOCTHOTO U
MEXKYJIbTYPHOIO B3aUMOJAECUCTBUSA
OIIK-2 CHOCOOHOCTh OCYHIECTBIIATH | 3HATD:

TEXHOJIOTUU cOOpa, aHaau3a U 00padOTKU TaHHBIX,
HEOOXOAUMBIX JUIsl peleHUsI TPO(pECCUOHATBHBIX
3aja4

yMeThb:

OCYILECTBIISATH COOp, aHAIN3 U 00pPa0OTKY JaHHBIX,
HEOOXOAUMBIX JUIsl peleHHsI TPOPECCHOHATBHBIX
3aj1a4

BJa/1eTh:

HaBbIKaMu cOopa, aHasn3a U 00paboTKU
MHGOpPMAaLKHU TPH peIIeHNH PO ECCHOHATBHBIX
3aj1a4

TpyaoemkocTh nucuuniauHbl (MoayJs): 2 3.E.
dopma npoMeKyTOYHOI aTTecTanmu: 3a4et (4 Kypc).
®opMBI TEKYIEr0 KOHTPOJIS yCIIeBAEMOCTH:
- YCTHBIH ompoc (ppoHTanbHas 6ecea, MHAUBUAYaAIbHBIN OIIPOC, T0KIa/Ibl);

- IMPOBEpPKa IMMCBMCHHBIX 3aJlaHui (HaHI/IcaHI/Ie 9CCC, KOHCICKTUPOBAHHUC HAYYHBIX CTaTeﬁ,

ohopMmIIeHHE JICIIOBO MEPEIICKH);
- TECTUPOBAHHE;
- PCHICHUEC CUTYalMOHHBIX 3a71a4.

Paszpenbl aucuMmiInHbl (MOAYJIs), BUAbI 3aHATHI U (JopMHUpPYeMble KOMIIETCHIIMH T10 pa3jesiam

AUCHMILINHBI (MOYJIs1):
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1 [Ipeamer, copepxkaHue U 3aa4d JUCHUTIIIMHBI 1 3 4 | OK-4, OIIK-2
«/1okyMeHTO00OPOT U ACIONPOU3BOACTBOY.




2 | UcTopust BOBHUKHOBEHUS M Pa3BUTHS 3 3 | OK-4, OIIK-2
OTEUECTBEHHOTO JICJIONPOU3BOICTBA.

3 OO61mre HOpMBI 1 TTpaBwia 0GOPMIICHUS TOKYMEHTOB. 3 3 | OK-4, OIIK-2
JlokymMeHTupoBaHHas HHGOpMAITHSL.
4 Opranu3anuoOHHO-PACIIOPSIUTEIbHAS 3 4 | OK-4, OIIK-2

JOKYMEHTAIUs: TIOHATHE, Kiaccu(uKaims, CoCTaB 1
odopmiieHre PeKBU3UTOB. bilaHKK TOKYMEHTOB.

5 | SI3BIK U CTHIIb CITY)KEOHOU TOKYMEHTAIIUH. 1 3 4 | OK-4, OIIK-2
TunuyHbie OMIMOKY.

6 | OdbopmieHre MPUKA30B, OPraHU3aNOHHO- 4 4 | OK-4, OIIK-2
MIPABOBBIX U JPYTUX PACTOPSTUTEIBHBIX
JTIOKYMEHTOB.

7 OdopmieHne ciry>keOHBIX TTUCEM U IPYTOH 4 4 | OK-4, OIIK-2
MH()OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.

8 | JlokymeHTHpOBaHNE KOMMEPYECKOMN ACSITEIHPHOCTH 3 4 | OK-4, OIIK-2
TIPEATIPUSITHSL.

9 MexnyHnapoanas nepenucka. JJOkyMeHTbI 110 1 3 4 | OK-4, OIIK-2
BHEITHEOKOHOMUYECKON JCSITEITLHOCTH.

10 | denompou3BOACTBO MO MMCBMEHHBIM U YCTHBIM 3 4 | OK-4, OIIK-2
oOpalleHusIM TpakJiaH.

11 | JlokymMeHTHpOBaHHUE TPYJOBBIX OTHOIIEHHH. 3 4 | OK-4, OIIK-2

12 | Pabota ¢ koH(UIEHIIMATBLHBIMA JOKYMEHTAMHU. 4 4 | OK-4, OIIK-2

13 | Cnyx6a IOY (moKyMeHTaIMOHHOE O0ecIieueHue 1 3 3 | OK-4, OIIK-2
yIpaBJICHHs) B OpraHU3aIUsIX.

14 | Opraau3amnus JOKyMEHTO000pOTA. 3 4 | OK-4, OIIK-2

15 | Perucrpanusi TOKyMEHTOB. 3 3 | OK-4, OIIK-2

16 | KoHTpOJIb CPOKOB UCTIOTHEHHS IOKYMEHTOB. 4 4 | OK-4, OIIK-2
CocTtaBiieHre HOMEHKIIATYyp, TEKYIIee U ONIepPaTUBHOE
XpaHeHUE JIeTI.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 5) 5 | OK-4, OIIK-2

18 | Texnudeckue cpencTBa, MpUMEHsIEMbIE B 5 5 | OK-4, OIIK-2
JICJIONPOU3BOJICTBE

Bcero vacos: 4 63 | 67

2.  HEJb U 3AJJIAYN OCBOEHUSA JUCHUITJIMHBI (MOAY JIST)
Ilenbto OCBOEHMsI IUCLUIUIMHBI sIBIsieTCs (OPMHpPOBAHHE Y OOydYaromuXcs KOMIIETEHIMH B
cootBeTcTBUM ¢ TpeboBaHusIMU OI'OC BO u oOpa3oBaTenbHOM nporpaMmsl.
3azayaMy OCBOCHMSI TUCLUIUIMHBI SIBJISIFOTCSL
- mnpuoOpereHrne oOyyarolMMUCS 3HaHWH, YMEHUHN, HaBBIKOB U (WJIM) OMbITa NPOpEeCcCHOHATbHON
NeSITeIbHOCTH, XapaKTEPU3YIOUIMX 3Tanbl (OPMHUPOBAHUS KOMIIETEHIIMH B COOTBETCTBHM C
y4eOHBIM IJIAHOM U KaJIeHJJapHBIM rpadukoM y4eOHOTo mpoliecca;
- OIIEHKAa JOCTIDKEHHUS OO0YyYaloIUMHCS IUJIAaHUPYEMBIX pPE3yJIbTaTOB OOydeHHUs Kak JTara
(bopMUPOBaHUS COOTBETCTBYIOIINX KOMIETEHIIUH.

3. MECTO [JIUCHUILUIMHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBLHOHN

IMPOI'PAMMBbI

JucuumnnuHa (MOAYNb) peanu3yeTcsl B paMkax 6a3oBoif yactu bioka 1 «Jucuuniauael (MOIyIN)»
y4eOHOro IJIaHa.

JuciuminHa (Monysb) OasupyeTcs Ha pe3yibTartaXx OOY4YeHHS 10 CIEAYIOIIUM JTUCIUTUIMHAM
(MomynsiM), mpakTUKaM: «MeHeIKMEHT» U Jp.

Pe3ynbrarel 0OyuyeHMSs, JTOCTUTHYTbIE 110 HMTOraM OCBOEHUS JAaHHON JUCHUIUIMHBI (MOMIYJIS)
SBIISIIOTCSL HEOOXOTUMBIM YCIOBHEM JUIsl YCHEIIHOTo OOYy4eHHUs 1O CIEAYIOUMM JUCHUILTHHAM
(MomynsiM), IpakTUKaM: «YTIpaBieHHe epcoHanoM», «OCHOBBI HAyYHBIX UCCIIEOBAHUI.



4. TNJIAHUPYEMBIE PE3YJIBTATHBI OBYYEHHUA 110 JUCHUIIVIMHE (MOAYJIIO),
COOTHECEHHBIE C IINTAHUPYEMbIMH PE3YJIbTAMU OCBOEHUA
OBPA3OBATEJIbHOM ITPOT PAMMBbBI

B pesynpTaTe OCBOCHHS IUCHMIUIUHBI (MOIyJs) Yy OOy4arommxcs (OPMUPYIOTCS CIETYIOIINe
KOMITETCHIIMH U JOJIKHBI OBITh JOCTUTHYTHI CICIYIOIIUE PE3YJIbTaThl 00YUEHUs Kak Tar (opMUPOBAHUS
COOTBETCTBYIOIIMX KOMIIETEHIIHN:

Kon Pe3synbrarsl ocBOCHMS [lepevenp IAHUPYEMBIX PE3YJIbTATOB O0yUYEHHS 10
KOMIIETCHIINH o0Opa3oBaTenbHON JUCLUIUINHE
IIPOTrpaMMBbI
OK-4 CIOCOOHOCTh K | 3HATH:

KOMMYHUKAIIUU B YCTHOM U | 3a7a4i MEKJIUYHOCTHOTO U MEXKKYJIbTYPHOTO
nuchbMeHHOW (opmax Ha | B3aUMOACHCTBUS

PYCCKOM U HMHOCTPAHHOM | YMeTh:

A3BIKAX JUISl PEHICHUs 33/1a4 | OCYIIECTBIISATH KOMMYHUKAIIMHU B YCTHON U

MEXJIMYHOCTHOIO U | TUCbMEHHOH (popMax Ha PYCCKOM M MHOCTPAHHBIX
MEXKYIbTYPHOI'O A3bIKaxX JJI PEIICHUS 3aa4 MEKIMYHOCTHOIO U
B3aUMOJICUCTBUSA MEXKYJIbTYPHOI'O B3aUMOJAECUCTBUSA

BJIA/IeTh:

KOMMYHUKAIlMOHHBIMHA HABBIKAMH B YaCTH
peLIeHHUs 3a/1a4 MEKIIMYHOCTHOTO U
MEKKYJIBTYPHOTO B3aUMOJICHCTBUSA

OIIK-2 CIIOCOOHOCTH OCYILIECTBIIATH | 3HATh:

cOop, aHanmu3 ¥ 00paboOTKy | TEXHOJIOTHH CcOOpa, aHaJM3a U 00pabOTKH JTaHHBIX,
JAHHBIX, HEOOXOIUMBIX JJI1 | HEOOXOIUMBIX JJISl peICHHs MPOQPECCUOHANTBHBIX
pereHus 3agad

npodeCCHOHATIBHBIX 33J]ad | YMeTh:

OCYIIECTBIISATh COOp, aHAIN3 U 00pabOTKY TAaHHBIX,
HEOOXOIUMBIX JJISl peIeHHS MPOQEeCCUOHANTBHBIX
3amad

BJIA/IETh:

HaBbIKaMu cOopa, aHayin3a U 00paboTKU
uH(pOpPMaIIUU TIPU PEelIeHUH MPOPEeCCHOHATBHBIX
3amad

5.  CTPYKTYPA U COAEPXKAHUE JUCIUIIJINHbBI (MOAYJISA)

5.1. O0beM JUCUMIUIMHBI (MOAYIS) ¥ BUJIBI y4eOHOM paboTHI.
OO6mmwmit 00BEM (TPYIO0EMKOCTh) TUCHIUILTMHBI (MOYJIsl) COCTaBisieT 2 3aueTHble enuHuIlsl (3.E.).

TpynoeMKocTb
JUCTIUTUTAHBI, 2 Kypc
. aKaJIeM. YaCOB:
Bun yue6HO# paboThl
B tom uncne B CamocTto
KonrakTHas
Bcero | MHTEpaKTHBHO | BCEro sSITEJIbHAS
N pabota
i popme pabora
YueOHasi padora (0€3 KOHTPOJIsI), BCEro: 67 1 67 4 63
B TOM
Jlexrmn (JT) 4 4

YUCJIC:

ITpaktuueckue 3ausatus (113)

JlabopatopHsie paboTs! (JIP)

Kypcogoii mpoext (KII) -

Kypcosast pabota (KP) -

PacuetHO-Tpaduaeckue paboTh
(PTP)




Pedepar i

KonTtponbHas pabora -

Jpyrue Buas! paboTH 63 63
KoHTakTHasi padoTta 1 1 1
KonrakTHas pabora B cemectpe (KC) 1 1 1
KoHnTakTHas paboTa B 3K3aMECHALMOHHYIO
ceccuio (KA)

KonrpoJs, Beero:
B TOM
OKk3aMeH
qucIe:
3auér 4 4
3a4éT ¢ OLEHKOM
DopMa MPOMEe;KYTOUHOM aTTeCTAIUM 3au. 3au.
O01asi TPY10€MKOCTb, Y. 72 72
OO0 as TPY10eMKOCTh, 3.E. 2 2

5.2. Pa3genbl AMCUMIUIMHBI (MOIYJs), BUIBI 3aHATHH M (opMUpyeMble KOMIIETEHLIMU [0 pasjaeiam

JTUCHUTUITAHBI (MOIYJIS).
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1 [Ipeamer, copepkanue u 3aa4d JUCHUTIIIUHBI 3 4 | OK-4, OIIK-2
«J10KyMEeHTO000pOT U AENOMPON3BOACTBOY.
2 | UcTopust BOBHUKHOBEHUS M Pa3BUTHS 3 3 | OK-4, OIIK-2
OTEYECTBEHHOT'O JICIONPON3BOJICTBA.
3 OO01mure HOpMBI ¥ TIpaBmiia 0HOPMIICHUS JTOKYMEHTOB. 3 3 | OK-4, OIIK-2
JlokymeHnTupoBanHas nHGopMaIus.
4 | Opranu3aliOHHO-paclopsIAUTEIbHAS 3 4 | OK-4, OIIK-2
JOKYMEHTAIUS: TIOHATHE, KIaccu(UKaIus, COCTaB U
oopmieHne pekBU3UTOB. blIaHKM TOKYMEHTOB.
S5 | SA3BIK ¥ CTHIIB CITYyXKeOHOM JOKYMEHTAIUH. 3 4 | OK-4, OIIK-2
TunuyHbie OMMOKY.
6 Odopmiienne npukazoB, OpraHU3AIMOHHO- 4 4 | OK-4, OIIK-2
MIPABOBBIX U JPYTUX PACTOPSIUTENEHBIX
JTIOKYMEHTOB.
7 Odopmrnenne cayKeOHBIX MUCEM U APYTOM 4 4 | OK-4, OIIK-2
WH(POPMAIIMOHHO-CIIPABOYHOMN TOKYMEHTAINH.
8 | JoxymeHTHpOBaHME KOMMEPUYECKON AEATEIbHOCTH 3 4 | OK-4, OIIK-2
TIPEATTPHUSITHSL.
9 | MexnayHaposaHas nepenucka. JloOKyMeHThI IO 3 4 | OK-4, OIIK-2
BHEITHEAKOHOMHYECKOU AESTEITHHOCTH.
10 | Jlenompou3BOICTBO MO MUCHbMEHHBIM H YCTHBIM 3 4 | OK-4, OIIK-2
oOpanieHusIM TpaXK/IaH.
11 | JlokyMEeHTHUpOBaHHE TPYIOBBIX OTHOIICHHI. 3 4 | OK-4, OIIK-2
12 | Pabota ¢ KOH(UICHIIMATLHBIMHA JOKYMEHTAMHU. 4 4 | OK-4, OIIK-2
13 | Cnyx0a IOY (moKyMeHTaIlMOHHOE OOecIieueHue 3 3 | OK-4, OIIK-2
yIpaBJICHNS) B OpraHU3AIUIX.
14 | Opraau3zanusi TOKyMEHTO000pOTA. 3 4 | OK-4, OIIK-2
15 | Perucrpanusi TOKyMEHTOB. 3 3 | OK-4, OIIK-2
16 | KoHTpOJIb CPOKOB UCTIOTHEHHS IOKYMEHTOB. 4 4 | OK-4, OIIK-2

CocraBneHrne HOMEHKIIATYp, TEKYIIEE U OllepaTUBHOE
XpaHCHHE JIe]I.




17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 5 5 | OK-4, OIIK-2

18 | TexHuueckue cpeacTBa, IPUMEHSIEMbIC B 5) 5 | OK-4, OIIK-2
JIeJI0NIPOU3BOICTBE

Bcero gacos: 4 63 | 67

5.3. ConepkaHue AUCIHUILTAHBL.
Tema 1. Ilpeamer, coaep:xkaHue U 321244 JUCHUILUIMHBI «/{OKYyMEHT0000POT U 1€JI0NIPOU3BOACTBO.

[ToHATHE TEPMHHOB «JIOKYMEHT», «IOKYMEHTOBEICHHEY», «IOKYMEHTAIIMOHHOE obecreueHune
YIIPABIICHUSY, «IEIOIPOU3BOICTBOY, «KOPPECIIOHACHLIUY.

Jlenonpon3BoACTBO Kak OTpacib JEATeNbHOCTH B cdepe ynpasieHus. COBpEeMEHHOE COCTOSHHE
JEJIONPOU3BOCTBA.

Opranu3anMoOHHOE TOCTPOEHHE CIIYXOBI JeTonpou3BoacTBa. Pacnpenenenue (yHKIHMA MEXITY
MIOIPA3ECIICHUAMH JEJIONPON3BOACTBA U UCIIOJHUTEISIMHU.

HopmaruBHo-nipaBoBasi 0a3za OpraHu3aluy JOKYMEHTAIIHOHHOTO OOeCHeueHHs yIpaBlICHHUs Kak
OCHOBA TEXHOJIOTHH ITPOLIECCOB YIIPABJICHUS.

3HaueHUe JOKyMEHTALHOHHOTO 00€CIIEUeHHsI YIIPaBICHUSI.

Tema 2. UcTopusi BOBHUKHOBEHHSI M PA3BUTHS 0T€4eCTBEHHOI0 1eJI0ONPON3BOICTBA.

JoxymenTtuposanue B | X-XV BB.

ITpukaznoe nenonpounsoacto (XVI-XVII BB.)

Cucrema kosuiexxckoro aenonpousBojactsa (XVIIIBg.)

Munuctepckoe aenonpousBojicTBO XIX - Hauama XX BB.

®opMupoBaHUE CUCTEMBI COBETCKOTO jenonpoun3Boactsa (1917-1940 rr.)

Hcropus ynpasnenus u genonpousoactsa B 1950-1990 rr.

CoBpeMeHHOE TOCYJapCTBEHHOE PEryJIMPOBAaHHUE JI€TIOIPOU3BO/ICTBA.

Tema 3. O0mue HOpMBI M IpaBUJIAa 0POPMIICHHUS TOKYMEHTOB. J[OKyMeHTHPOBaHHAasi MHGOPMAaIusl.

JloKyMeHT, €ro OCHOBHBIC (DYHKIMH (MHPOPMALMOHHBIE, KOMMYHHKATHBHEIE, yIIPaBICHYECKHE,
IIPABOBBIE, KYJIbTYPHbIE, HCTOPUUYECKHE).

Knaccugukamusi TOKyMEHTOB (110 MECTY COCTaBIICHHs, N0 COJCpPKAHHUIO, MO (GopMme, MO CpoKam
UCIIOJHEHUS, MO0 MPOUCXOXKAEHUIO, M0 CpeAcTBaM (HUKCAlMM, N0 IOPUAMYECKON CHIle, MO0 CTagusIM
co3nanud). 3akoHsl, 'OCTsI u kinaccuukaTopsl Ha JOKYMEHTHI.

Buapl pexBu3znToB nokymeHTOB. [IpaBuna opopmiieHHs OTAEIbHBIX PEKBU3UTOB JIOKYMEHTOB.
CocraBiieHne JOKYMEHTOB.

Cucrembl JOKYMEHTalUUMH.  YHU(UKAUS U CTaHAApTH3alMA. YHUQUIMPOBAHHBIE CHCTEMBI
JOKYMEHTAI1H.

HNHpopManinoHHO-TOKYMEHTAaLlMOHHOE 00ecrieyeHre paboThl amnmapara yrnpaBieHHs..

Tema 4. OpranusaluOHHO-pACHIOPSAANTE]bHAS JOKYMEHTALMS: MOHATHE, KiIaccupuKanus, cocTas
U o(popmiieHHe peKBU3UTOB. bl1aHKHU JOKYMEHTOB.

Odopmnenne ynpapiieHYecko nokyMmeHTauuu. lloHaTtne u kinaccudukanus OpraHHU3alMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB. COCTaB M CXEMBI PACIIONOKEHHS PEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBIL.

OdopmiieHne  pPeKBU3UTOB  OPraHU3ALUOHHO-PACIIOPAAUTENbHBIX  JOKYMEHTOB. PeKBHU3UTEHI
3aroJIOBOYHOM 4YacTH JIOKYMEHTa. PEKBU3WUTBI COAEpP/KATEIBHOM YAaCTH JOKyMEHTAa. PeKBHU3UTHI
oopmIsiromieit yacTu JOKyMeHTa. TpeOOoBaHUS K W3TOTOBIEHHIO JOKYMEHTOB.

TpeboBaHMs K U3TOTOBJIEHUIO, YUETY U XPaHEHUIO repOOBBIX OJIAHKOB.

HopwMmsl 1 TpeGoBaHMs K pa3MELEHUIO PEKBU3UTOB TOKYMEHTOB.

Opranu3anroHHble JOKYMeHThI. Pacniopsiautenbhble JokyMeHThI. [IpoTokonsl. MHbopmannoHHO-
CIPaBOYHbIE IOKYMEHTBHI.

Tema 5. SI3bIK ¥ cTHIIB CiIyKeOHOH JoKyMeHTAUMU. TUNHYHbIe OIIHOKH.

OO61as xapakTepUCTHKa CTUJIS CITY>KeOHOU JOKYMEHTAI|H.

Hopmb!l ouiinanbHO-1€10BOTO CTUIIS.

Penakropckas mpaBka Ci1y>kKeOHBIX JOKYMEHTOB.

CTpyKTypHBIE OIIMOKH.

Cunrakcuyeckue omnOku. OmuoKy, CBS3aHHbIE C HEMTPaBUIbHBIM MOPSAKOM CJIOB B MPEAJIOKEHUH.
Hapymenne cneunduku ymnorpebiaeHus AeenpuyacTHBIX 000poToB. OmMOKH, BO3HHKAIOIIUME B
pe3ynbTaTe He3HAaHUs CTPYKTYpPBI CIOXKHOTO MpeiokeHus. HenpaBuiabHOE HMCIONB30BaHUE MPEIOTOB.
HenpaBuiibHOE coriiacoBaHue B MaJEKe.



Mopdodonoruueckue omubku. CornacoBanue onpeaeneHnid. OmmoOKy npu ynorpeOIeHNUU MOJHON U
KpaTko (opM wuMeH mnpunararenbHbX. OmMOKM B yNOTPeOJEHUM KOJMYECTBEHHBIX UMEH
YUCIIUTENbHBIX.

Jlekcuueckue OmMOKH.

Tema 6. OdopmileHHe NPHKA30B, OPraHU3AIMOHHO-NIPABOBBIX M JPYIHX PacHopsiiuTelbHbIX
JAOKYMEHTOB.

OOmast XapakTepUCTHKAa OCHOBHBIX OSTaloOB IOATOTOBKH MpHKa3oB. O¢dopmiieHHE U OCHOBHBIC
pekBU3UTHI pukasza. OpopmiieHre pacopsKEHUs, YKa3aHusl, I0CTaHOBIICHHS, PELLICHHUS.

Pa3paboTrka u yTBEp)KIEHHE KOMIUIEKCA OpraHMU3alMOHHO-TIPABOBBIX JOKYMEHTOB (YcTas,
[Tonoxenne 00 opraHu3alMM, CTPYKTYPHBIX IOJpPA3/EIEeHUM, KOJUIETHMAJIbHBIX M  COBEIIATENIbHBIX
opraHax; IITaTHOE pachucaHue; oQopMIICHHE MOJOKEHHUH, WHCTPYKIMUA IO OTACIbHBIM BHIAM
NESITeIbHOCTH; JOJKHOCTHBIE MHCTPYKIUH).

Tema 7. Opopmienne ciay;keOHbIX MceM U APYroi MHGOPMAIHMOHHO-CIIPABOYHOMH JOKYMEHTALIMH.

[TonsATne «ciyxebHOe MHCbMO». Pa3HOBHIHOCTH ciyKeOHBIX MHceM. PeKBU3UTBHI U CTPyKTypa
CITy’>K€OHOTO MUCHhMA. SI3BIK U CTHIIb CIY)KEOHOTO MUChMa. DTHKET B CIy)keOHOH nepenucke. OOpasubl U
pUMepbl 0POPMIIEHUS CIYKEOHBIX ITHUCEM.

Hasnauenne u kimaccudukanus ACIOBBIX MHCEeM (TapaHTHHOE MHCHMO, 3aKas, 3alpoc, 3asBKa,
U3BelLIeHne, MH(OPMAIMOHHOE NHCbMO, HAaIlOMHHAHME, OTKa3, OTKPBITOE MHUCbMO, IMOATBEP)KICHHUE,
NpeUIOKEHUe, TMpPUIJIAIIEHUE, TMpoch0a, pPEeKOMEHJATeIbHOE THCHMO, COTJIacHe, COOOIIeHHE,
COIIPOBOJIUTENILHOE TMCbMO, TPEOOBAaHUE, YBEIOMIICHHE).

JenoBas mnepenucka. JlenoBble BCTpeYM U BU3MTHL. YYacTHE B BBICTaBKaXx M spMapKax.
[IpencraBnenue HHTEPECOB U MocpeiHNYeCTBO. KOH(IUKTHBIE CUTYyaIUH.

IIncemennas koppecnoHaeHuusa. Hocurenm nDUCBMEHHOM KoppecnmoHaeHuuu. bymara i
IIMCBMEHHOW KOPPECIOHIEHIIMHU. BUIbI NOYTOBBIX OTIPABICHUM.

OcobenHoctn  OOpMIICHHSI TIHCEM, IMEPEaBacMbIX OJJIEKTPOHHOH IMOYTOW M MO KaHaiaM
NEKTPOCBS3H.

Odopmienue akra, IpoOTOKOIA, TOKIATHOM, CITY>KEOHOH U O0BICHUTEIHLHOM 3aMHUCOK.

Tema 8. JlokyMeHTHpPOBaHHE KOMMEPYECKOM AeATEJIbHOCTH NPeANPUATHS.

Kommepueckue nucbma. [[oroBopsl (JOroBOp KyIUIM-NIPOJIAXH, JOrOBOp mnocTaBkH). [IpoTokosibt
pa3HOIIAcHil K 10rOBOpaM IOCTAaBKH.

Kommepueckue akThl.

ITpereH3nOHHO-UCKOBasA ToKyMeHTauus. VickoBble 3asBienus. [Ipenpasienne ucka. Pekomennannn
110 0(pOPMIIEHHIO UCKOBOTO 3asiBJI€HM. JJOKyMEHTHI, IpUilaraeéMble K UICKOBOMY 3asiBJieHUI0. OcTaBieHHe
MCKOBOTI'O 3asiBJICHUs 0€3 JIBI)KEHUS.

[Tucemo-tipeTeH3ust (pexaamMarius).

Kaccaunonnas xano6a (00xajioBaHue pelIeHus Cy/1a IO HCKOBOMY 3asBJICHHIO).

Tema 9. MexnyHapoanasi nepenucka. JlokyMeHTbI 10 BHEIIHEIKOHOMHUYECKOM e TeJIbHOCTH.

MexayHapo/iHble CTaHIApThl 0 opopMIIeHUIO ToKyMeHToB. @opmatel Oymaru. [IpoexTupoBanue
0aHKOB. PEKBU3UTHI MEKIYHAPOJHOTO MHUCHMA.

[ToaroToBka Aem0BOM KOPPECHOHACHIINH [Tl 3apyOEKHBIX TAPTHEPOB.

OdopmieHne KOpPpeCHOHIEHLIMN B aHIJIOSN3bIYHBIX cTpaHax. CTpykrypa ¢opMylnspa U COCTaB
PEKBU3UTOB CIIy>KeOHOT0 nucbMa. TpedoBaHus K 0hOPMIIEHUIO KOHBEPTOB.

COop nndopmanuu o genoBoM napTaepe. Berpeun, oOMeH BuzuTaMu. BoicTaBouHas 1€STENbHOCTb.
HoroBopsl. Kongaukraeie curyauuu. Koudmukrel. MHpopmanmonHoe oGecnedenune. PUHAHCOBBIE
Bompockl. Tpancnopr.

Knaccugukaius 10KyMEHTallMK 10 BHEITHEIKOHOMHUYECKOM esiTensHOCTH. ToproBas perucrpanus
Y TOProBbl€ KHUTH BO BHEIIHEIKOHOMHMUYECKOHN NEATENIbHOCTH. TeXHUUecKas U TOBapHas JOKYMEHTAIusl.
Buasl KOHTpakToB, O(GOPMIISIOMIMX BHEIIHEAKOHOMUYECKYIO JEATeNbHOCTh. DOpPMBI MPUIOKEHUH K
koHTpakTam. Odopmienne nomoaHeHUd W crienudukanuii Kk KoHTpakTaM. CTPyKTypa M CoJepKaHue
JI0OTOBOpA O KYyIUIE-TIPOJAXKE.

Tema 10. /Ies1onpou3BoACTBO 110 MMCbMEHHBIM U YCTHBIM 00paleHUSIM IPAKAAH.

CraHOBNIEHME U pa3BUTHE OTEUECTBEHHOI'O JEJOMPOM3BOJCTBA MO paboTe ¢ oOpaleHusIMU
TpakJaaH. 3aKOHOJATEIBHOE pETYyIHpOBaHHE pabOThl ¢ oOpamieHusMH TpaxaaH B Poccuiickoi
@eneparun. Knaccugukanus obpamenuil rpaxnad. [lucemenHble oOpamenust rpaxiaaH. KoHTponb
WCIIOJIHEHUSI MHUCEeM TrpaxkJaH Jlemonpou3BoAcTBO Mo oOpamieHusM rpaxjaaH. OpraHuzanus JUYHOTO



npuema rpaxzaas. Madopmuposanue rpaxaan. OOpaiieHus u 3anpockl 0co0oro koHTposst. Opranuzanus
paboTHI C OOpalIeHUSIMU JACTTyTaTOB.
Tema 11. /lokymMeHTHpPOBaHHe TPYA0BBIX OTHOLICHHIA.

Knaccudukanus 10KyMEHTOB 110 JIMYHOMY COCTaBY.

OdopmiieHne JOKYMEHTOB, HCHOJB3YEMBIX IPH IpHEMe Ha paboTy (pe3rome, 3asBICHUE).
Odopmrnenne mnpukasa (pacrnopsbkeHus) o Inpueme Ha padoTy. JloOKyMeHTBHI, MpenbsBisieMble MpU
3aKJIIOYEHUU TPYAOBOro jgoroBopa. OdopmieHue TpyAaoBOro noroopa. JInynas kapTouka pabOTHHKA.
Xapakrepuctuka pabotHuka. ABToonorpadust pabotHuka. Aukera paboTHuka. JInaHoe neno paboTHHUKA.
TpynoBas KHMXKA: BeIAaYa, 0POPMIICHHE, XPaHEHHE.

Odopmienue npukasa (pacnopsKeHHUs) o mepeBojie paboTHUKA Ha IPYryro paboTy.
JIOKyMeHTUpOBaHUE NPOLECCA YBOJbHEHUS (PacTOPKEHUS TPYJOBOIO JOTOBOPA).

Tema 12. PaboTa ¢ koHPUIEHIIHATBHBIMYU JOKYMEHTAMH.

Opranuzanus paboThl ¢ KOHOUICHIIMATLHBIME JOKYMEHTaMHU. 3aKoH «O KOMMEpPYECKO TaiHey.
3aimuTa nNepcoHaNbHBIX JaHHbIX paboTHHKA. DenepanbHbIi 3aK0H «O MEPCOHANBHBIX JaHHBIX).

CBenenus, oTHOCSIIUECS K KOHOUASHIMATBFHON HHpOpManU. 3aiuTa JOKYMEHTOB, COASPKAIIIX
KOMMepueckylo TaifHy. Opranuzanus paOoTbl C JOKYMEHTaMH, COZAEpKAllUMU KOH(UICHIIHATbHbIE
CBEJICHHUSI.

TexHomorus 00paboTku KOH(DUIESHITNATBHBIX JIOKYMEHTOB. Oranbl MOATOTOBKH
JeTIOTIPON3BOANTENEM KOH(PHICHIINATIBHBIX JOKYMEHTOB. OCHOBHBIE ONEpPAIlIOHHBIE TEXHOJOTHYECKHE
cXeMbl 00pa0OTKM KOH(PUACHIUAIHHBIX JOKYMEHTOB. YUYeT MOJrOTOBJICHHBIX KOH(UIEHIINAIBHBIX
JIOKYMEHTOB.

Tema 13. Cayxo6a 1OY (10kyMeHTAlIMOHHOE o0ecredeHne YIIPABJIeHHUs) B OPraHNu3alusiX.

Cayx06a JIOY (moKxyMeHTalMOHHOE 00ECTIeYeHNE YIPaBICHNs) B OpraHU3auy. 3a1aui U QyHKIUN
ciyx6b1 JIOY. Tunoble opraHu3allMOHHBIE CTPYKTYpbl ciyxObl JJOY B opranuzamuu. OyHKIUH
CTPYKTYpHBIX nofpaszaeneHuil ciyxosl JIOY. [IpaBa u otBeTcTBEHHOCTH City>k0b1 JIOY B opranuzauuu.

JIOMKHOCTHOM M TEXHUYECKUH cOCTaB pPAOOTHHKOB. (DYHKIHMOHAIbHBIE OOS3aHHOCTH COCTaBa
ciyx0b1 JIOY. HopmaruBHas pernmameHTanusi 1 yCIOBHS Tpyia paOOTHUKOB ci1yx0b1 JJOY.

Tema 14. Opranusanus 10KyMeHT0000pOTA.

[IpobGnema coBepiieHCTBOBaHUS TOKYMEeHTO0OopoTa. [ToHsATHE «CTOKYMEHTOOOOPOT», €r0 pa3BUTHE
Y HOPMaTUBHO-METOANYECKAs perylaMeHTalus. XapakTepUCTUKU JOKYMEHTO000poTa.

OcHOBHBIE TMpaBWJIa OpraHU3allid JOKyMEHTOOOOpoTa B yupexiaeHuu. llpueMm, nepBuuHas
00paboTKa, pacrnpeiereHue NOCTYMUBUIMX JOKyMeHTOB. Ilopsjok HampaBieHUsT HAa HCHOJIHEHUE U
paboTel UCHONHUTENS C JOKyMeHTaMu. llopsaok o0paboTKM HCXOIAMIMX JOKyMEeHTOB. OTmnpaBka
JOKYMEHTOB.

Tema 15. Perucrpauusi 10KyMeHTOB.

[ToHsiTHE CHCTEMBI PETUCTPALMM IOKYMEHTOB. 3HAau€HUE M 337aud PErucTpaliy JOKYMEHTOB.
OO0mue npaBuiIa perucTpauu JoOKyMeHTOB. @OpMBbI M OPSAJOK PETUCTPALUK TOKYyMEHTOB. Haekcanus
JOKYMEHTOB.

Opranmzanus  CIpaBOYHO-MHGOPMAIIMOHHOW  pabOThl.  ABTOMATHU3HPOBAHHBIE  CHCTEMBI
perucTpanuy JOKyMEHTOB.

Tema 16. KonTpoab cpokoB mcnojHeHUusi 10KyMeHTOB. CocTaBjieHMe HOMEHKJIATYpP, TeKyllee U
ONepaTHBHOE XPaHeHHUe Jel.

[lenb ¥ 3a1a4M KOHTPOJISE CPOKOB HCIOJIHEHUSI JOKYMEHTOB. 3HaueHue, BUAbl U (OPMbI KOHTPOJIS
CPOKOB MHCIIOJHEHMsI JOKYMeHTOB. CpokoBas KapTOTeKa. ABTOMAaTH3MPOBAHHBIE CHUCTEMBI KOHTPOJIS
CPOKOB UCTIOJTHEHHSI IOKyMEHTOB.

CocraBnenne HOMeHKIATyp Jen. OpraHusanus TEKYLIEro XpaHeHUs JOKyMeHToB. PopMupoBaHue
U OTIepaTUBHOE XpaHEHUE JIeI.

Tema 17. ApxuBHOe XpaHEeHHE JOKYMEHTOB.

[TonroroBka nen K IMeperade Ha apXMBHOE XpaHEHHME. OKCIEepTH3a IEHHOCTH JIOKYMEHTOB B
nenornpousBoAcTBe. Buael apxuBHbIX J0KyMeHTOB. Odopmienue nen. CocraBieHue ommced el
ObecrnieyeHre COXpaHHOCTU JOKYMEHTOB. [lopsAOK YHUYTOXKEHHS TOKYMEHTOB U JI€J C HUCTEKIIUMU
CpOKaMH XpaHeHus. Jleno3utapHoe XpaHEeHUE JOKyMEHTOB.

HopmaTtuBHo-ipaBoBoe oOecriedeHne JesATeNbHOCTH apxuBoB B Poccuiickoit ®enepanuu.
HopmaruBHas pernameHTanusi paboThl apXUBOB OpraHu3aluuii. XpaHeHHe U Y4eT apXUBHBIX TOKYMEHTOB.
KommiekToBaHue apXvBOB apXUBHBIMM JOKyMEHTaMH. JlocTym K apXUBHBIM JIOKYMEHTaM M HX
HCII0JIb30BAaHUE.



MartepuanbHO-TeXHHUECKOE obecriedeHrne apxuBa. TpedoBaHus K TOMEIICHHIO apXUBOXPAHUIIHIIA.
O6opynoBaHue apxuBa.

Y4yer u XpaHEHHWE DIIGKTPOHHBIX JIOKYMEHTOB. Ilopsmok mepegaud  JOKYMEHTOB — Ha
rOCyJapCTBEHHOE XpaHEHHE.

Tema 18. TexHuueckue cpeacTBa, NPUMeHsieMbIe B J1€JIONPOU3BO/ICTBeE.

OOmee npefcTaBICHHE O TEXHHYSCKUX CpEACTBaX B JICJIONPOM3BOJACTBE. KoMmmbroTepusanms
Jenonpoun3BoicTBa. OCHOBHBIE BO3MOKHOCTH KOMITBIOTEPHBIX TexHoJoruid B JJOY.

[ToHsATHE 2IIEKTPOHHOTO JOKyMeHTa. lIpemmyImnecTBa W HEAOCTATKH 3JCKTPOHHOTO JIOKYMEHTA.
OdopmMieHre JTOKYMEHTOB B 3JEKTPOHHOM Bujae. OCHOBHBIE MeETOABI (OPMATHUPOBAHUS TEKCTA.
OdopmiieHre CUMBOJIOB TeKCTa. BwineneHue ab3ameB. Pacmonokenue texcra. PyOpuku, BbIIeIeHUS B
TEKCTE DJIEKTPOHHOTO JOKyMeHTa. [IpumMedanwsi, CHOCKU. BepcTka CTpaHUI] MHOTOCTPAHHUYHOTO TEKCTA.
YnorpebiieHue MPONMUCHBIX W CTPOYHBIX OYKB B TEKCTe JOKyMeHTa. Haumbonee ymorpedisiembie
cokparienus cioB. OdopmileHne 1at u yncen B ToKyMeHTax. [leqaTh 3JeKTPOHHOTO TOKYMEHTA.

[ToHsATHE W CTPYKTypa TaOJMUIBI B AJIEKTPOHHOM JOKyMeHTe. OCHOBHBIC TpeOoBaHHs K GopMe U
noctpoenuo Tadbmuil. OgopmiieHne HyMepalnoOHHOTO 3arojioBka Tabmumpl. OdopMiieHre 3aroioBKOB U
Iar.

ABTomaTH3aiusi paboThl ¢ TOKyMEHTaMU. ABTOMAaTH3WPOBAHHBIE paboune MecTa. DJICKTPOHHBIC
o(ucHBIEC CHCTEMBI.

Opranuzanus JOKyMEHTO000POTa C HCIIOIH30BAaHHEM CPEJICTB TEIICKOMMYHUKAIIUH.

5.4. Temaruyeckuil miaH NpPakTUYECKUX (CEMUHAPCKUX) 3aHATUH.
He npenycmoTpenst

9.5, Temaruyeckuil miaH j1abopaTOPHBIX padoT.
He npenycmoTpenst

6. MATEPHAJIbBI TEKYHIEI'O KOHTPOJISI YCIIEBAEMOCTHU IO AUCHUIIIMHE

MOAVYJIIO)

Texkymmii KOHTPOJIb YCIIEBAaEMOCTH O0O0ECHEUMBAET OLIEHUBAHHME XOJla OCBOCHMS JHCIUILIUHBI
(MOIynsl) U OpraHu3yeTcsi B COOTBETCTBUU C IOPSIIKOM, OINpPENEIsieMbIM JIOKaJIbHBIMA HOPMAaTUBHBIMU
aktamu MA/JIU. Ilopsnok npoBeAcHHMsT M CHCTEMa OLEHOK pe3ylbTaTOB TEKYIIETO KOHTPOJIA
YCIIEBAEMOCTH YCTAHOBJIEHA JIOKAJIbHBIM HOPMAaTHUBHBIM akToM MA JIU.

B kagecTBe opM TeKyIero KOHTPOJISI yCIIEBAEMOCTH 10 TUCIUILIUHE (MOYIIO) UCTIONb3YIOTCS:

- YCTHBIH ompoc (ppoHTanbHas 6ecea, MHAUBUAYAIbHBIN OIIPOC, T0KIa/Ibl);

- IpOBEpPKa IHCBMEHHBIX 33JaHMN (HAallMCaHUE 3CCE, KOHCIEKTUPOBAHUE HAYUYHBIX CTaTeH,
oopmMiIeHHE ETI0BO# MEPEITUCKN);

- TECTUPOBAHUE;

- pellleHre CUTYallMOHHBIX 3a/1a4.

6.1.1. MaTepuaJibl 1J15 MPOBEJAEHUs YCTHOTO ONpoca
Tema 1. IIpeamer, coaepkaHue H 3212491 AUCHHUILIMHBI «/[OKYyMEHTO000POT U 1€J10IIPOU3BOICTBOY.

1. Jlenonpoun3BoACTBO Kak OTPaciib AEATENBHOCTU B c(hepe ynpaBieHus.

2. OpraHu3anroHHOE MOCTPOEHHE CITYKOBI 1€T0MPOU3BO/ICTRA.

3. HopmaTtuBHo-nipaBoBasi 6a3a opraHu3anii JOKYMEHTAIlMOHHOTO OOECTeueHUsl YIpaBiIeHHUS Kak
OCHOBA TEXHOJIOTHH ITPOLIECCOB YIPABIICHUS.

4. 3HaueHue TOKyMEHTAlMOHHOTO 00eCTIeYeH s YIIpaBIeHUs

Tema 2. UcTopusi BOSHHUKHOBEHHUSI U Pa3BUTHA 0TEYeCTBEHHOI0 /1eJIONPOU3BOICTBA.
JoxymentupoBanue B | X-XV BB.

[Tpukasunoe nenonpoussoactso (XVI-XVII BB.)

Cucrema kosutexxckoro naenonpoussonctsa (XVIII B.)

Munucrepckoe aenonpousBonctso XIX - Hagama XX BB.

dopmMupoBaHUEe CHCTEMBI COBETCKOTO Jjienonpon3Boactsa (1917-1940 rr.)

HcTopus ynpasnenus u aenonpoussoacrsa B 1950-1990 rr.

CoBpeMeHHOE TOCYJapCTBEHHOE PEryIMpPOBaHUE J1€JI0NPOU3BOICTBA

TeMa 3. O0umme HOPMBI U IPaBHJIa 0(pOPMIICHHS JOKYMEHTOB. JlOKyMeHTHPOBaHHasA MHGOpMaLHs

NoUA WD



1. 3HaueHUE PEKBU3UTOB HA JOKYMEHTAaX.

2. YHudukanus v cTaHIapTH3aINs.

3. OcobeHHOCTH MHPOPMALMOHHO-TOKYMEHTAIIMOHHOE 00ecTiedeHrne paboThl anmapara yrnpaBiIeHHs

Tema 5. SI3bIK M CTIIIBb CIYKeOHOM JOKYMeHTaluu. TUNUYHbIE OIIHOKH.

Hopwme! oduninansHO-AeI0BOTO CTUIIS.

Penakropckas rpaBka Ci1y>kKeOHBIX JOKYMEHTOB.

CTpyKTYypHBIE OLITHOKH.

CuHTaKkcHYecKue OMMOKH.

Mopdonorudeckne ommoOKy.

Jlexcuueckue OMIMOKH.

TeMa 7. OdopMiieHHE CIYKEOHBIX MHCEM U APYroil HHGPOPMAIHOHHO-CIIPABOYHOM JOKYMEHTAIINH
[lepeuncnure BUAbl AETOBBIX MHCEM

2 Kakum 00pa3oM opranu30BaTh MPeACTaBICHIUE HHTEPECOB TPETHETO JIUIA IPU MIEPEroBOPaX.

3 Kak ¢ dextuBHO pazpemnTh KOHGIMKTHBIE CUTYaIlUH.

4. Kakue BUIbI MOYTOBBIX OTIPABJICHHUI BbI MOKETE Ha3BATh.

5 Ectb mu ocobenHocT odopMiIeHHs MUCEM, IepeaBaeMbIX 3JIEKTPOHHOM MMOYTOM U [0 KaHAJIaM

AJIEKTPOCBSI3H.

Tema 9. Me:xnyHapoaHasi nepenucka. JJoOKyMeHThI 10 BHEITHEIKOHOMHUYECKOH esITeJIbHOCTH.

ocoukrwhE

1. MekayHapoiHbIe CTaHIAPTHI 10 O(OPMIICHUIO IOKYMEHTOB.

2. Odopmiienne KOppecOHICHIINY B aHTJIOSN3bIYHBIX CTPaHaX.

3. C6op uaOpMaIIH O JETOBOM MapTHEPE.

4. Knaccudukariyst JOKyMEHTAIMH 110 BHEITHEAKOHOMUYECKOI IesATeIbHOCTH.

Tema 11. JlokyMeHTHpPOBaHHME TPYIOBbIX OTHOLIEHMIA

PaGora B rpynmax

IToArOTOBUTE OTBETHI HA CIIEAYIOLINE BOIIPOCHI:

Kak npaBHIBHO COCTaBUTH PE3IOME.

Kaxue noxymMeHTbl HEOOXOAUMBI IPY 3aKJIFOUEHUH TPYI0BOTO JOTOBOPA.

Kak opopmisercs auuHoe €10 pabOTHHUKA.

Kak u rae xpanurcs TpyaoBast KHIKKa.

Kak mpoucxonuT 10KyMEeHTHPOBAaHUE MPOLIECCa YBOJIbHEHUS (PaCTOPKEHUS TPYIOBOTO I0TOBOPA).
TeMa 12. Pa6oTa ¢ KoH(}pUIeHIIUATHHBIMU T0KYMEHTaAMH.

Opranuzanus paboTsl ¢ KOH(UACHIUATBHBIMU T0KYMEHTAMHU.

3akoH «O KOMMEpYECKOU TaltHe.

3aimTa NepcoHaNbHbBIX JAHHBIX pAaOOTHHKA.

®enepanbHblil 3aKk0H «O MEPCOHATBHBIX JAHHBIX).

CBeznieHus1, oTHOCAIIMECS K KOHPUISHIMATbHON HH(pOpMAIHH.

3amuTa 10KyMEHTOB, COJIEpKaIlIMX KOMMEPUYECKYIO TailHy.

TeMa 13. Cayx6a JOY (nokyMeHTAHMOHHOE o0ecredeHue YIPaBJIeHNs) B OpPraHu3anusx.
3anaun U QyHKIMU cinyxO0bl JJOVY.

TunoBsle opraHu3alioHHbIE CTPYKTYpHI ci1y:x0b1 JIOY B opranuszanuu.
@YHKIMY CTPYKTYPHBIX Mo/pa3aesneHuit ciyxosl JJOVY.

[TpaBa u oTBeTcTBeHHOCTH cy*0bl /IOY B opranuzaium.

JIOKHOCTHOM M TEXHUYECKUI cOCTaB paOOTHHKOB.

OyHKIIMOHANTbHBIE 0053aHHOCTH cocTaBa ciyxob1 JIOY.

HopmartuBHas pernmaMeHTanusi U ycJIOBUs Tpyaa pabOTHHKOB cityx0b1 IOY
TeMa 15. Perncrpanusi 10KyMeHTOB

Noogok~whPE

oakrwdE

NogakrwnpE

1. Bcro nu koppecnoHIeHIHI0 HE00X0AUMO PErUCTPUPOBATS.

2. KakoBsl 00111e npaBuia perucTpainu J0KyMEeHTOB.

3. OpnunHakoBa 1 MHAEKCALNS JOKYMEHTOB.

4. Kakue aBTOMaTU3MPOBAHHBIE CUCTEMBI PETUCTPALIMMA JOKYMEHTOB BBl 3HAETE.

Tema 17. ApxuBHoe XpaHeHHe JOKYMEHTOB

OKcnepTu3a HEHHOCTU TOKYMEHTOB B J€JIONPON3BOICTBE.

Bunbl apXUBHBIX JOKYMEHTOB.

O0ecneueHne COXpaHHOCTU JOKYMEHTOB.

ITopsiiOK YHUYTOKEHHUSI TOKYMEHTOB U J€JI ¢ UCTEKIINMH CPOKAMH XPaHEHUSI.
Jleno3urapHoe XpaHEeHUE JOKYMEHTOB.

agkrowpnE



HopmartusHo-TIpaBoBoe o0OecrieueHue AeaTeIbHOCTH apXuBOoB B Poccuiickoit deneparum.
HopmatuBHas perinamenTtanus paboThl apXUBOB OpraHU3alUi.

XpaHEHUE U y4eT apXUBHBIX TOKYMEHTOB.

JlocTym K apXMBHBIM JOKYMEHTaM U WX HCIOJIb30BaHHE.

10. MarepuanbHO-TeXHHYECKOE oOecrieueHre apxuBa. TpeOoBaHUS K MOMEIICHUIO apXHBOXPAHUIIHIIA.
O6opynoBaHue apxuBa.

11. Vder u XpaHEHHE 3JIEKTPOHHBIX JOKYMEHTOB. [IOpsIOK mepeaayn JOKYMEHTOB Ha TOCYAapCTBEHHOE
XpaHeHHue.

Tema 18. Texuuueckue cpeacTsa, NpuMeHsieMble B 1€J10IPOU3BO/ICTBeE.

1. OOmiee npeacraBiaeHNe 0 TEXHUYECKUX CPEJICTBAX B JIEIOMPOU3BOJICTBE.

2. Komnbrorepuzamnus nenonpou3BoacTBa. OCHOBHBIE BO3MOXXHOCTH KOMIIBIOTEPHBIX TEXHOJIOTHH B
JOV.

[TonsATHE 37EKTPOHHOTO JOKYMEHTA. [IpernMyIiecTBa 1 HETOCTATKU HIIEKTPOHHOTO TOKYMEHTA.
OdopmieHre TOKyMEHTOB B 3JIEKTPOHHOM BUJIE.

ABTomaTu3aus paboTbl ¢ JOKYMEHTaMH.

Opranu3zanus J0KyMEHTO000pOTa C UCIOIb30BAaHUEM CPEJICTB TEIEKOMMYHUKALIUH.

©ooNo
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6.1.2. MarepuaJbl 1J1s1 THCbMEHHBIX 3aJaHUH
Tema 2. UcTopusi BOBHUKHOBEHUSI U PA3BUTHSA 0T€4eCTBEHHOTO J1eJIONPOU3BOICTBA.
3aKOHCIIEKTHPOBATh MaTEepPHaI 110 JAHHOW TeMe:

1. bacaxkos, M. H. J1enonpou3BoACTBO. / http://senina-
pu38.narod.ru/olderfiles/1/deloproizvodstvo_konspekt-1.pdf

2. Cykau, A.H. Kparkuii koHCHEKT JeKiud no aucuuruimHe «TexHonorus W opraHu3anus
JOKYMEHTAMOHHOTO obecrieyeHus YIPABICHUS /

http://www.hist.bsu.by/images/stories/files/uch _materialy/dok/3 _kurs/TiODOU Sukach/konspect.pdf
Tema 4. Opranu3zauuoOHHO-PACIOPSAAUTEIbHAS JOKYMEHTALUSA: IOHATHE, KJIACCH(PUKALNS, COCTAB
/| O(l)OpM.]'[eHI/Ie PE€KBU3UTOB. BJuaanku AOKYMECHTOB.

3aKOHCHeKTI/IpOBaTb MaTtepual 1o ,I[aHHofI TEMC:

1. 3ankoBuu E.I1. [lemompowusBoactso. / http://turboreferat.ru/records-management/kurs-lekcij-po-
deloproizvodstvu/240482-1219351-pagel.html
2. Pymbiauna JILA. JlokymeHTanmoHHoe obOecmneuenue ynpasienus. / JILA. PympiHuna. - M.:

Axanemus, 2012. — C. 6-32.

Tema 6. OpopMmileHre MPUKA30B, OPraHU3AMMOHHO-NPABOBBIX U IPYTUX PacCHOPSAUTEIBHBIX
AOKYMEHTOB.

Pazpabotka w®  yTBEep)KIEHHE TMPHUMEPHBIX  OPraHWU3AlMOHHO-TIPABOBBIX  JIOKYMEHTOB pPa3HBIX
opranmzanuii: Ycras, [lonoxkenne 00 opraHuzanuu, CTPYKTYPHBIX MOJpa3felieHul, ITaTHOe
pacrucanue; J0JDKHOCTHBIE HHCTPYKIIMH, TPUKA3bl, PACTIOPSIKCHUS U T. 1.

Tema 8. JlokyMeHTHpPOBaHHE KOMMEPYECKOH AeATEJIbHOCTH NPeANPHATHS.

PazpaboTka mpHUMEpHBIX KOMMEpPYECKHX IIHCEM, JOTOBOPOB, MPOTOKOJIOB, KOMMEPUYECKHX AaKTOB,
MPETeH3MOHHO-UCKOBOM JTOKYMEHTAIIUH, TUCEM-TIPETSH3UH U T.1.

Tema 10. /le;ionpon3BoACTBO MO0 MUCbMEHHBIM H YCTHBIM 00pallleHUsIM I'PaKIaH.

Hanucanue scce.

1. CranoBneHue 1 pa3BUTHE OTEYECTBEHHOI'O AEIONPOU3BOACTBA M0 paboTe C OOpaleHUSIMH TpakKIaH.
2. 3akoHOJaTeNnbHOE PEeTyaupoBaHue padOTHI ¢ oOpareHusMu rpaxaan B Poccuiickoit deneparnn

3. CymecTByromas Kiaccu(uKamms 0OpanieHHid Tpax IaH.

4. KoHTpOJIS UCTIONIHEHUS TTHCEM TPaKIaH

Tema 14. Opranusanus 10KyMeHT0000poTA.

Ilucomennaa paboma.

1. KaxkuMmu mpaBOBBIMHU aKTaMH periiaMeHTHpyeTcs: padoTa ciryx0s1 IOY?

2. Kakue ¢pynkumu ciyx6s1 JJOY BbI 3HaeTe?

3. Uro ycraHaBIMBaeT HHCTPYKITHUS 110 IETONPOU3BOJICTBY M KaKHE Pa3J/Ieibl TEKCTAa MOTYT OBITh
BKJIFOYEHBI B Hee?

4. UYrto Takoe JOKyMEHTOOOOPOT M KaK OCYIIECTBIIAECTCS MOJCYET 00heMa TOKYMEHTO00opoTa?

5. Kakue moToku JOKYMEHTOB MPUHATO pa3inyaTh B COCTaBE JOKYMEHTOOOOpoTa?

6. HazoBute un oxapakTepu3yliTe OCHOBHBIE ATAITBl JOKYMEHTOO00POTA.

7. TlepeuncnuTe OCHOBHBIC TPUHIIUITBI OPTaHU3ALNN JOKYMEHTO000POTA.


http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo_konspekt-1.pdf
http://senina-pu38.narod.ru/olderfiles/1/deloproizvodstvo_konspekt-1.pdf
http://www.hist.bsu.by/images/stories/files/uch_materialy/dok/3_kurs/TiODOU_Sukach/konspect.pdf
http://turboreferat.ru/records-management/kurs-lekcij-po-deloproizvodstvu/240482-1219351-page1.html
http://turboreferat.ru/records-management/kurs-lekcij-po-deloproizvodstvu/240482-1219351-page1.html

8. Kakue cymiecTByroT opraHu3anoHHbIe (POPMBI JeTONPOU3BOACTBA M YEM OHU OTJIMYAIOTCS APYT OT
apyra?

6.1.3. MarepuaJibl 1J151 NPOBeIeHUs TECTUPOBAHMS

Tema 6. OpopMmileHre TPUKA30B, OPraHU3ANMOHHO-NPABOBBIX U IPYTUX PacHOpPSiAUTEIbHBIX
JAOKYMEHTOB.
1.  Orpacnap [nesTenpHOCTH, OOeCneunBalonias JOKYMEHTHPOBAHHE M OpraHHU3alus paboThI
o(uLMaIBHBIMU TOKYMEHTaMH, 3TO:
YHU(DUIUPOBAHUE CHCTEM JIOKYMEHTALUN
JIeJI0NIPOU3BOCTBO
JTOKYMEHTO000POT
JOKYMEHTOBEJICHHE
. I'ne B ocHOBHOM Benack pabota ¢ jokymentamu B X1 - XIV BB. B Poccun?

B KaHLEIAPUIX

B IIPUKa3ax

B Xpamax ¥ MOHACTBIPSIX

B apXHUBax
C 4eM CBsI3aHO BO3HUKHOBEHHUE CUCTEMbI I'OCY1apCTBEHHOIO AEJIONPOU3BOICTBA?
¢ pa3BuUTHEM MOCKOBCKOT0O KHSIKECTBA U TOCYy1apCcTBa
C OpraHu3anuen mepBbIX XpaHUIHIL]
C YBEJIMYEHHUEM KOJIMYECTBA IOKYMEHTOB

C Pa3BUTHEM JUIJIOMAaTHYECKUX OTHOUIEHUH U HEOOXOAMMOCThIO O(OpPMIIEHHS MPaBOBBIX
OKYMEHTOB
. KakuMu noxkymMeHTamMu periiaMeHTHpoBaiach CUCTEMa MUHUCTEPCKOrO JEIO0NPOU3BOACTBA?
«O0ImMM yupexJIeHueM MUHUCTEPCTB» U CBOJIOM 3aKOHOB
TOJIbKO «OO0IIMM yUpexI1eHUEM MUHUCTEPCTBY»

ToJIbKO CBOJIOM 3aKOHOB

« I'eHepanbHBIM periIaMeHTOM
. Kakoit opran Ob11 co3an [1s yripaBiieHus rocygapctBsom B 1917 romy?
. CoBHapkom
BUYK
Iy
. BCHX

Marepuaisl, IpeHa3HaYeHHBIE J1JIs1 HEOTPAaHWUYEHHOT'O Kpyra JIHIL, - 3TO:
MH(}OPMAaLIMOHHBIE PECYPCHI

MH(pOPMaIMOHHbIE TPOAYKTHI
MaccoBast HUH(popmanus
. IOKyMEHTHpOBaHHas MH(OpMaIus
Kaxoii @3 periiaMeHTUpYET OTHOILIEHHUS, BOSHUKAIOIINE NPU Pa3pabOTKe, MPUHATUU U UCTIOJTHEHUH
00s13aTeNbHBIX TPeOOBaHUHN K MPOTYKIIMU?
1. «O TEeXHUYECKOM peryIupOBaHUN»
2. «OO0 yyacTuu B MEXAYHApOIHOM HH(POPMALIUOHHOM OOMEHE)
3. «O06 00s13aTENBHOM IK3EMILISIPE TOKYMEHTOB
4. «OO0 apXUBHOM JeNe»
8. 3aKOHYMTE HAYaTOE MPEIIOKEHUE OJTHUM U3 BAPUAHTOB OTBETA.
JIOKyMEHTOOO0POT — 3TO JBM)KEHUE TOKYMEHTOB B OpraHU3allMi C MOMEHTA UX CO3/IaHus J10:
1.  nepenauu Ha UCHOJIHEHHE
2.  TIOALIUBKY B JIEJIO
3. 3aBEpUICHUS UCIIOJHEHUS UM OTIIPABKU
9. Kem ycraHaBiIMBalOTCA WHAWBUIYAIbHBIE CPOKU HCIIOIHEHHS JOKYMEHTOB?
1. pyKOBOAMUTENEM CTPYKTYPHOTO MOAPA3EICHHUS, T /1€ UCTIOTHIETCS TOKYMEHT
2. KaHLensIpuen
3. pYKOBOJIUTEIEM OpTraHHU3alN1
10. Kakue xypHalbl perucTpanyu J0KyMeHToB B Poccun?
1. xypHanbHas
2.KapTo4Has
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3.aBTOMaTU3UpPOBaHHAs

4.  Bce BbIIIETIEPEUHCIICHHBIE

11. Ilpu perucrpanuu KakuxX JTOKYMEHTOB BMECTE€ C TIOPSIKOBBIM PETUCTPAIIMOHHBIM HOMEPOM
MIPOCTaBJISIETCSI HOMED Jieia, B KOTOPOM XPaHUTCS KOMHS IOKyMeHTa?

1. mpuxa3zbl

2. IPOTOKOJIbI

3. aKThI

4. nucema

12. Ecnu AOKyMEHT OTHpaBisieTcs B JBa ajpeca IO I0YTe, TO CKOJBKO HEOOXOIUMO MOArOTOBUTH
HK3EMILIAPOB 3TOTO IOKyMEHTa?

1. ueTsipe

2. 1Ba

3. Tpu

13. Kakue MoryT ObITh HOMEHKJIATYPHI Aei?

1. KOHKpeTHas

2. mpuMepHas

3. TUmnoBas

4. Bce BBIIICTIEPEUNCIICHHBIE

14. B HOMEeHKJIaType /1€ JOKYMEHTbI CUCTEMAaTU3UPYIOTCS:

1. mo BUJIaM TIOKYMEHTOB

2. 10 CO/ICPKAHUIO

3. 0 cpoKaMm XpaHEeHUS

4. Bce BBIILIECTIEPEUNCIICHHbBIE

15. Kto moxeT paboTaTh C TOKyMEHTaMHU, HIMEIOIIMMHA KOMMEPUECKYI0 TailHy?
1. TOJIBKO PYKOBOAUTEH

2. Bce paOOTHHUKHU OpTraHU3aluU

3. PYKOBOAMUTEIH CTPYKTYPHBIX MMOpPA3/IEICHUM

4. paOOTHUKH, OTIpe/IeTICHHbIE PYKOBOIUTEIEM

Tema 16. KOHTP0JIb CPOKOB HCNIOTHEHHS TI0OKYMeHTOB. CocTaB/ieHHe HOMEHKJIATYP, TeKyllee H
ONepaTHBHOE XPaHeHHUe Jel.

. PEKBH3UT 1OKyMEHTa — 3TO:

. €r0 OTJEJIbHBIN 2JIEMEHT

. 9aCTh CIIYK€OHOT0 MIUChMa

. bupMeHHBIN OJaHK

. Jlenonpoun3BoAUTENL OTBEYAET 3a...

. PETUCTPALIUIO MTUCEM

. PETUCTPALIMIO PACTIOPSAUTENbHBIX TOKYMEHTOB

. OTIIPABKY JI€JI0BOM KOPPECIOHIEHIIUU

. BBIJJTa4y apXUBHBIX CIIPABOK

. TpadapeTtuszanus Tekcta — 3T0. ..

. Pa3MHOXEHHE JOKYMEHTa KaKUM-JIHO0 CrTIocCOO0M

. TEKCT-OCHOBA U1l COCTaBJIEHUS] HECKOJIBKMX PA3JIMUHBIX JOKYMEHTOB
. croco6 uxcaruu nHGOpPMAaLIUK B BUJE TEKCTa ¢ IpodenaMu

. 3aMI0JTHeHKE OJ1aHKa TIOKYMEHTa

. YHubuKanusa TeKCToB JOKYMEHTOB HalpaBJieHa Ha. ..

. YIIOPSIIOYEHHE COCTaBa JOKYMEHTOB OpraHU3alUH

. IpUMEHEHNE MIa0JIOHHBIX TEKCTOB OAHOPOIHBIX TOKYMEHTOB

. YCKOPEHUS NPUHSATHS YIIPABICHUECKUX PEIICHUN

. UICTIIOJIb30BaHUE PA3JINYHBIX OJaHKOB

. TexcT yHU(UIIUPOBAHHBIX JOKYMEHTOB MOXET OBbITh O(DOPMIIEH B BUJE:
. aHKeT

. TAOJIHIL

. Tpadapeta

. KJu1ie

. KonTposnb 3a ucnonHeHrneM JOKYMEHTOB BKJIIOUAET B ceOs:

. PETUCTpaLIMIO JOKYMEHTA
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. HAJIO)KEHHE PE3O0JIIOLINN
. HA3Hau€HHE UCTIOIHUTEIIS

. COOJIIOZICHHE CPOKOB UCTIIOTHEHUS

. braHku GBIBAIOT CO CIEAYIOIINM PACIOI0KEHUEM PEKBU3UTOB!

. YTJIOBBIM

. BePTUKAJIbHBIM

. IOTIEPEYHbIM

. CTAaHJJAPTHBIM

. KeM noanuceIBatoTcsi JOKYMEHTBI, COCTaBIISIEMbIE KOMUCCHEN?

. PYKOBOJMTEIEM OpraHU3aLuU

. IpeJiceaTenemM

. IpeZicesiaTeNeM U YWieHaMU KOMUCCHU

. IpeJIceIaTeIeEM U CEKpeETapeM

. Ha xakom ciayxeOHOM mHcbMe MpocTaBiseTcsi peKBU3UT «CChUIKa Ha PErMCTPAllMOHHBIM HOMEp U
aTy JOKyMeHTa»?

npochoax

COIIPOBOJUTENBHBIX

MH(POPMAaLIMOHHBIX

OTBETax

10. C kakMMM JOKyMEHTaMU IpH NOCTYIUIEHUM TIpakJaH Ha paboTy B OpraHU3alMi0 MX JOJDKHBI
O3HaKOMMUTH?

1. YcraBoM opranuzanuu

2. TlonoxeHneM o CTPYKTYPHOM TOJIpa3IeIeHUH, Ky/ia TIOCTYNAaeT Ha paboTy TpakJaHUH

3. JOMHKHOCTHOW MHCTPYKIUEH

4. co BCeMHM NEPEUNCICHHBIMU BBILLIE TOKYMEHTaAMU

11. KTo HeceT OTBETCTBEHHOCTh 3a U3/IaHUE MpUKa3a?

1. TOMKHOCTHOE JIMLIO, MOATOTOBUBILIEE IIPOEKT IpHKa3a

2. pyKOBOJUTENb OpraHu3aluu

3. JOHKHOCTHOE JIMLIO, TTOANKCABILIEE IPUKa3

12. Yro sBNseTcs 1aToil mpoTokona?

1. nara noanucaHus NPOTOKOJIA

2. naTa 3acelaHus

3. maTa perucTpaiuu mpoTokosa

13. TIpuka3sl o mpuemMy, yBOJIbHEHHIO pAOOTHUKOB IIOMEIIAIOTCS:

1. B nenie BMecTe € MpUKa3aMu O KOMaHIMPOBaHUN PAOOTHHUKOB

2. OTZHEIBHO OT NPUKA30B O KOMAaHAUPOBAaHUU

3. BMecTe C MpUKa3aMu [0 OCHOBHOM AESITETbHOCTU

14. KeMm yTBep:kaeTcsi CBO/IHasi HOMEHKJIATypa A€l OpraHu3auu?

1. pykoBoAMTENEM CTPYKTYPHOTO MOAPA3IEICHUS OpraHNu3aluu

2. pyKOBOJUTEISIMHU CIIY>KOBI AETIONPOU3BOICTBA

3. PyKOBOJUTEISIMA OPTaHU3AIUN

4. 3aMecTHUTeNeM PYKOBOJHUTENS OpraHU3allii, OTBEYAIOIINM 32 CITYKO0Y JeIONpOU3BOJCTBA
15. Kakoit MoxkeT ObITh OOLIUI pacHOpSAAUTENbHBIA JOKYMEHT JBYX OpraHu3aluid, B OJHON U3 KOTOPBIX
U3/1aeTcs MPUKa3, B Ipyroi — pacropsukeHue?

1. npuka3

2. TIOCTaHOBJICHUE

3. perieHune

4. ykazaHue

16. CoBMecTHOE THCHMO JBYX OpraHuU3aluil oopmisieTcs:

1. na GnaHKe OJTHOW OpraHHU3aINH

2. Ha OJlaHKe JPYroi opraHu3auu

3. Ha aucte Oymaru popmata A4 umu AS

17. Kakoii rocyapcTBeHHbIN CTaHIApT onpejenser TpeOoBaHus Mo 0GOPMIICHUIO JOKYMEHTOB OOIIEro
aaMMHHCTpaTuBHOrO ynpasienus (OP/1)?

1.TOCT P 51141-98

2.TOCT 6.10.5-87



3.TOCT P 6.30-2003

18. Konum mOANMCAHHBIX PYKOBOJUTENISIMU PACIOPSAUTEIbHBIX JOKYMEHTOB B 00s3aTEIbHOM
TOPSZIKE PACCHUIAIOTCS B:

1. rOpUIUYECKYIO CITYKOY

2. apXMBHYIO KOJUICKIIUIO

3. apxuBHBIA QOHI

4. CTPYKTypHBIC MTOAPA3ICICHUS

19. Kakyro ¢pynknuto ciayx6a JJOY He ocymecTBisieT?

1. opranu3zamuio paboTsl apXuBa

2. opranu3anuio pabounx Mect

3. opraHmu3anuio padoThI MO MPEUIOKCHISIM U 3asIBIICHUSM TPaXIaH

4. pa3pab0OTKy HOPMAaTHBHO-TIPABOBBIX aKTOB

20. [IpucBoeHrEe KaXKIOMY JOKYMEHTY YHUKAIbHOTO HOMepa W (MKcalus W YYETHOH JOKYMEHTAITUH
KpPaTKUX JIaHHBIX COIJIACHO YCTAHOBJICHHOMY MOPSAKY - 3TO:

1. unaexcauus

2. perucrpauus

3. sKcneauuus

4. dakcumuie

6.1.4. CuryauMoHHbI€E 3a1a4H.
1. Bol aBisietecs yupeaurenem ¢pupmsl OOO «Pomamika». Bam Heo6XoauMo 3aBecTH 1€710BO OOIIEHUE C
00O «Bacunek». CocraBbTe IpUIIAlIEHUE MPEANOIaracéMoMy JAEeIOBOMY MapTHEPY C MPEANOKEHUEM
IPUHATH y4acTUE B MEXIYHapOJAHOM CHMIIO3MYME IO BOIIpOCaM OpraHU3alMM TEPEBO30K U
0€30MacHOCTH Ha AOpOrax.
2. Bam otnen HeoCTaTOYHO TEXHUYECKH OCHAINEH, COCTABbTE CIIY)KCOHYIO 3amucKy 00 OCHAICHUU
OTJieNa COBpEeMEHHBIM 000pyaoBaHueM. OO0CHYTE CBOIO IPOCKOY.
3. CocraBbpTe CIYKEOHYIO 3alMUCKy O HEOOXOAMMOCTH BHEIPEHUS JIOKAJBHBIX KOMIIBIOTEPHBIX
ceredl Juig opranuzanuu padbotsl cayx0bl JIOY. O0ocHyiiTe CBOIO MPOCHOY.
4. CocraBbTe MpUKa3 O MPUHATHHA HAa pabOTy B OTAEN WH)XCHEPA M IIIaBHOTO MexaHuka. OcrajabHbIe
PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.
5. CocraBbTe MNOKJIAJHYIO 3alMUCKy O HAPYIIEHWH TEXHOJIOIMYECKOro Mpolecca MpH IMPOU3BOJICTBE
aBTOMOOWJIBHOTO 000py/1oBaHMs. BBIBOJIBI M 3aKIIIOYEHHE, a TaK)Ke BCe PEKBU3UTHI pUIyMaiTe cCaMu.
6. CocraBbTe MpUKa3 0 NPEAOCTABICHUH OUYE€PEIHOT0 OTIYCKa paOOTHUKY OpraHU3aluH.
7. CocraBpTe akT O Iiepefade MaTepUalbHbIX IIEHHOCTEH (KOMIIBIOTEPOB) M3 OJHOTO OTAeja
OpraHu3alyy B IPYrou.
8. CocraBbTe IpHKa3 00 yBOJIbHEHUHU paOOTHHUKA [0 COOCTBEHHOMY >KEJIaHUIO.
9. CocTaBpTe NMPOTOKOJ KOJUIETHAIIBHOTO MEPOIPUATHS.
10. CocraBbTe OOBSCHUTENBHYIO 3alHMCKy IO TOBOJY HEUCIIOJIHEHHs CIykeOHOro mopydeHus. Bce
HEOOXOJIMMBIE PEKBU3UTHI YKAXKHUTE CAMOCTOSITENILHO.
11. CocraBbTe 3asBIeHHE O TnpueMe Ha paboTy. VYKaXHTe CaMOCTOATENbHO BCE HEOOXOAMMBIE
PEKBUBUTHI.
12. CoctaBpTe TpeACTaBICHWE O MPEMUPOBAHUU paOOTHUKOB CIYXKObI KOHTPOJS KayecTBa 3a
MOATOTOBKY JIOKYMEHTAILIMU 110 CEPTU(PUKALINU CUCTEMbI KaueCTBa.
13. CocraBbTe pe3toMe.
14. CocTaBbTe MUCHMO-IPOCKOY 00 OKa3aHUU CIIOHCOPCKOM MTOMOIIIH.
15. CoctaBbTe OOBSICHUTENBHYIO 3aMIMCKY paOOTHHKA MO MOBOY HAPYIIEHUS UM TPYAOBOW JUCLIUTUIMHBIL.
16. CocTtaBbTe€ rapaHTHIIHOE MUCHMO HA OIUIATy BBIMOJHEHHBIX YCIYT WIHA TOBapa.
17. CocTaBbTe IpUKa3 [0 OCHOBHOMU JEATEIBHOCTHU U CAENaiTe BBIUCKY U3 3TOTO MpUKa3a.
18. CocTaBbTE MUCHMO-OTBET Ha MPEJI0KEHUE O COBMECTHOM €SI TETLHOCTH.

6.1.5. TemaTtuka pedeparon
1. Mcropust pa3BUTHs CHCTEMbI T'OCYAapCTBEHHOTO JEIONPOU3BOICTBA.
2. HopmaTuBHO-MeTOAMUECKas 6a3a AeTOMpPOU3BOICTRA.
3. IIpaBuiia cocTaBIeHUs TOKYMEHTOB.
4. CucteMbl TIOKYMEHTALIUN YIIPaBJICHHUS.
5. CoBepIieHCTBOBaHUE cOCTaBa M (POPM JOKYMEHTOB OpraHH3aIlHH.



6. SI3BIK U CTUJIb TOKYMEHTA.

7. JlokyMeHTOOOOpOT B OpraHM3alMM, YYPEXKACHUU, Ha MPEANPUATHU: MOHSATHE, OpraHu3alus,
aHau3, yuer.

8. Opranuzanus UHGOPMALMOHHO-TIOMCKOBBIX CHUCTEM U KOHTPOJIS UCIOJHEHUS JOKYMEHTOB.
9. Cucremaruzanus M OOECIIEYEHHE COXPAHHOCTH JOKYMEHTHOW MH(OpMAIUH.

10. 3amura u 06paboTKa KOH(PHUICHIIMAIBHBIX JTOKYMEHTOB.

11. ApxuBHO€E XpaHEHHUE TOKYMEHTOB U JIEII.

12. CpeacTBa opraHu3aliOHHON TEXHUKH.

13. Opranusanus paboTbl ¢ 00paLICHUSIMH TPAXKIAH.

14. Opranu3anus coBelanuii, CoOpaHuii U KOH(PEPEHIIHA.

15. JIoKyMEeHTBI IO TUYHOMY COCTaBY.

16. TpynoBele KHWXKKHU: OQOpMIIEHHE, BelE€HHUE, BblAaua MPU YBOJIbHEHHH, YUeT.

17. Opranuzanusi TOKyMEHTOO00pOTa Ha TIPEIPUITHH.

18. CocTaBieHue HOMEHKIIATYPHI JIe]1.

19. ApxuB opranusanuu.

20. dopMupoBaHHE AEII.

21. [loaroroBKa JOKYMEHTOB K apXHUBHOMY XPaHEHHUIO.

22. Opranu3zanus COBEIaHui, KOHPEpeHIH, COOpaHUiA.

23. Benenue nenonpousBOJCTBA, OOECHEUMBAIOIIEIO YYET U COXPAHHOCTH JOKYMEHTOB, COJEPKAIUX
KOH(MUIEHINATBEHYIO HH)OPMAIIHIO.

24. Jlenonpou3BOACTBO B OpraHU3AIIIH.

25. 3akoHonarenbHble akThl Poccuiickoit deaeparnuu B 001acTH AETONPOU3BOICTBA.

26. HopmaTuBHO-METOIMYECKHE JOKYMEHTHl 10 Bompocam opranuzauuu JIOY B Poccuiickoit
®enepanuu.

27. Tpedosanust [OCT P 6.30-2003 k cocTaBieHHIO 1 0OPMIICHHIO TOKYMEHTOB.

28. MexayHapoaHbie CTaHaapThl B o0nactu genonpousBozctaa (ISO).

29. OcoOEHHOCTH COCTaBJICHUS 1 0(OPMIICHHS OPTaHW3alMOHHO-TIPABOBBIX JIOKYMEHTOB.

30. OcobeHHOCTH cocTaBiIeHUS U OOPMIICHUS PACTIOPSAUTEIBHBIX TOKYMEHTOB.

31. OcoOGeHHOCTH cOCTaBICHUS 1 0(OPMIICHHSI CIIPABOYHO-UH(OPMAIIMOHHBIX JJOKYMEHTOB.

32. Opranusanus paboThl ¢ JOKYMEHTaMH, COJepKAIUMU Ipr( OrpaHUYEHUs JOCTYIIA.

33. DKcrepTH3a HEHHOCTH JJOKYMEHTOB.

34. MeTozp! COBEpILICHCTBOBAHUS JOKYMEHTUPOBAHUS YIIPaBIEHUYECKOH 1€ TeTbHOCTH.

35. Ganbcudukanys JOKyMEHTOB: BUIBI (hanbcudukanmum, HCTOPHUS TTOAIENOK.

7. ®OHJ OIEHOYHBIX CPEJACTB /Jid MNPOBEJAEHUSA IPOMEXYTOUYHOHN
ATTECTALUU OBYUYAIOLIIUXCHA ITO AUCIUIIJIMHE (MOY JIIO)

7.1. IlepeyeHb KOMIETEHIMH C yKa3aHHeM JTamoB WX (opMHpoBaHUS B TMpolecce OCBOEHHS
o0pa3oBaTe/IbHOM NPOrPpaMMBbl.

B PE3YIbTATC OCBOCHU S NUCHUIIJIMHBL (MOI[y.]'ISI) (I)OpMI/IPYIOTC}I CJICAYIOINEC KOMIICTCHIIUN:

Kon

Pe3ynbrarhl ocBoeHMs 00pa30BaTeIbHON IPOrpaMMBbI
KOMIIETEHINH

CHOCOOHOCTh K KOMMYHUKAIIMU B YCTHOM M MHCbMEHHOM (popMax Ha pycCKOM U
OK-4 MHOCTPAHHOM S3bIKax JJIs PEIICHUS 3a7a4 MEKJIUNYHOCTHOIO U
MEXKYJIbTYPHOI'O B3aUMOJENCTBUS

CIOCOOHOCTH OCYIIECTBIATH COOp, aHATN3 U 00pabOTKY TaHHBIX, HEOOXOAUMBIX

OIIK-2
JUTs1 petieHust MpoeCCHOHAIBHBIX 3a71a4

B mpouecce ocBoeHusi oOpa3oBaTeNbHON NpPOrpaMMbl JaHHbIE KOMIIETEHIIMH, B TOM YHCIE HX
OT/eNIbHbIE KOMIIOHEHTHI, (DOPMHUPYIOTCS IO3TAlTHO B XOJI€ OCBOCHMS OOYYaIOIIMMHUCS AUCLUILUINH
(Mopyneil), mpakTHK B COOTBETCTBUU C YYEOHBIM IUIAHOM U KaJeHJIapHbIM IpadKoM yueOHOro mpoiiecca
B CJIEAYIOLIEM HOPSJIKE:



OK-4 cnoco0HOCTh K KOMMYHHKAaIlMd B YCTHOW M NHCbMEHHOH (popMax HA pPycCKOM H
HHOCTPAHHOM H3bIKaX [JIsl pelleHUusl 3a1a4 MEeKJIHYHOCTHOIO M MEXKKYJIbTYPHOIO

B3aMMOAEHCTBUA
Kypent dDopmMa npoMex.
JAucnumiannabl (MOALYJIM), IPAKTUKH ATTeCTALIM
112345 "

b1.5.03 MHocTpaHHbIH S3bIK ++ 3aueT, sK3aMeH
b1.5.06 lokymeHTO060pOT U

Hlokym p + 3a4eTr
JEJIOIPOU3BOJICTBO
b3.5.01 3ammTa BeITYCKHOM
KBAJIM(HUKALIMOHHON pabOThl, BKJIIOUYast
IIOATOTOBKY K IIPOLEAYPE 3alUThI U
IpOLElypY 3aIlUThI
OIIK-2 CIIOCOOHOCTH  OCYHIECTBJISITH cOOp, aHaJIM3 U 00paloTKY JaHHBIX,

HEeOOXOUMBIX JIJIsl pelieHUs1 MPo(deccHOHATBHBIX 337124

Kypcsbt @
opMa NMpoOMe:K.
Jducuuninnabl (MOAYJIHM), NPAKTUKH -
1(2(3]|4]5 1
aJveT, 3a4eT
b1.5.10 MaTtemaruka ++ | + 3 ’ ’
JK3aMeH
b1.b.21 Crarucruka ++ 3a4eT, DK3aMEH
b1.5.06 J1okymMeHTOOOOPOT U
Hoxy P + 3a4€eT
JEJI0NPOU3BOICTBO
b1.5.14 OcHOBBI HayYHBIX HCCIIETOBAaHUI
+ 3a4eT
b1.b.23 VYmnpasneHue npoekTamu + 3a4er

b3.5.01 3ammuTa BBITYCKHOM
KBaJIN(DUKALIMOHHOM paboThl, BKIIOYAst
MIOATOTOBKY K IIPOLEAYPE 3alUTHI U
MIPOLEAYPY 3aLIUTHI

7.2. OnucaHue mokasareneil u KpUTepUEB OLEHUBAHUS KOMIIETEHIUH, (POPMHUPYEMBIX IO UTOTaM
OCBOCHHUS AMCLUUIUINHBI (MOYJIS), OMIMCAHUE IIIKAJ OIICHUBAHUSI.

[TokazareneMm OIlEHMBAHHUS KOMIIETEHLUMH Ha pa3IMYHBIX dTanmax UX (OpMHUpPOBaHMS SIBISIETCS
JOCTHKEHHE 00yUYaloIIMMUCS MNIAHUPYEMBIX Pe3yJIbTaTOB 00YYEeHHUs IO AUCHUIUINHE (MOYJIIO).

OK-4 - cioco0HOCTh K KOMMYHMKAIUM B YCTHOM M MUCbMEHHOM GopMax Ha PyCCKOM H HHOCTPAHHBIX
A3BIKAX JJIA PeLIeHUs 32124 MEKIMYHOCTHOI0 U MEKKYJIbTYPHOI0 B3aUMOAEHCTBUA

IToka3aTean

Kpurepun onenuBanns




2 3 4 S)
3HATh: Ob6yuaronmiics OO6yuarommiics Obyuaronuiics OOyuaronmiics
3a1auu JEMOHCTPHUPYET JEMOHCTPUPYET JEMOHCTPUPYET JNEMOHCTPUPYET
MEXJIMYHOCTHOTO U IIOJIHOE OTCYTCTBHE | HETIOJIHOE YaCTUYHOE IIOJIHOE
MEXKYJIbTYPHOI'O WJIM HEIOCTaTOYHOE | COOTBETCTBUE COOTBETCTBHUE COOTBETCTBUE
B3aWMO/ICVCTBHUS COOTBETCTBUE CHEAYIOLIMX 3HAHUU: | CICIYIOIIMX 3HAHUM: | CIEAYIOLIMUX 3HAHUM:

CJIEAYIOIINX 3HAHUI: | OCHOBHBIE OCHOBHBIE OCHOBHBIE
OCHOBHBIE KOMMYHUKAIITMOHHBIE | KOMMYHUKAIIMOHHBIE | KOMMYHUKAIIMOHHBIE
KOMMYHUKAI[MOHHBIE | MIOJXO/bI K NOAXOAbI K MOAXOMABI K
MOJXO/IbI K peLIeHuIO 3a1a4 peLIeHuIO 3a1a4 pELICHUIO 3a/1a4
pELIeHUIO 3a/1a4 MEXJIMYHOCTHOTO U | MEXJIMYHOCTHOTO U | MEKJIMYHOCTHOI'O U
MEKJIMYHOCTHOTO U | MEXKYJIBTYPHOIO MEXKKYJIBTYPHOTO MEKKYJIBbTYPHOTO
MEXKYJIbTYPHOI'O B3aUMOJCICTBUA . B3aUMOJICUCTBUS , B3aUMOJICHCTBUSA ,
B3aUMO/ICHCTBHUS Jonyckarores HO JIOIYyCKAOTCS CBOOOTHO
3HAUYUTEIIbHbIE HE3HAYUTEIIbHbIE OnepUupyer
OLINOKH, OLINOKH, PUOOPETEHHBIMU
MPOSIBISAETCS HETOYHOCTH, 3HAHUSIMHU.
HEJIOCTaTOYHOCTh 3aTPyAHCHUS TIPH
3HaHUH, MO PALY AHAITUTUYECKUX
MOKa3aTelie, onepauusx.
oOyuaromuiics
WCIIBITHIBACT
3HAUYUTEIbHbIE
3aTPyAHCHUS TIPH
ONEepUPOBAHUU
3HAHUSIMU TIPH UX
[IEPEHOCE Ha HOBbIE
CUTyAalUH.
yMeThb: OOyuaromuiics He OObyuaromuiics OO6yuaromuiics OOyuaronmiics
OCYILIECTBIIATh yMeeT WIH B JEMOHCTPHUPYET JEMOHCTPHUPYET JEMOHCTPUPYET
KOMMYHUKAIUU B HEJOCTATOYHOU HETIOJIHOE YaCTUYHOE IIOJIHOE
YCTHOM Y MUCbMEHHOU | CTENIEHU YMEET COOTBETCTBHUE COOTBETCTBHUE COOTBETCTBHUE
dbopMax Ha pyCCKOM M | pemiaTh 3a/1a4u CIIeIYIOIIUX CJIEIYIOLINX CJIEIYIOLIUX
MHOCTPAHHBIX S3bIKAX | MEKJIWYHOCTHOTO M | YMEHUM: peIIaTh YMEHHIL: pemaThb YMEHUH: peniaTh
JUTSL peleHus 3a/1a4 MEXKYIbTYPHOIO 3a/1aun 3a/1aun 3a/1aun
MEXKIIMYHOCTHOTO U B3aUMO/JICUCTBUS C MEKJIMYHOCTHOTO M | MEXJIMYHOCTHOTO U | MEKJIMYHOCTHOTO U
MEXKYIbTYPHOTO HCIIOJIb30BaHUEM MEXKKYJIbTYPHOTO MEXKYIbTYPHOTO MEXKYJIbTYPHOTO
B3aUMOJICVCTBHUS KOMMYHUKAIW B B3aUMOJICVCTBHS C B3aUMOJICVCTBHS C B3aUMOJICVCTBHUS C
YCTHOU U HCIIOJIb30BAHUEM WCIIOJIb30BAaHUEM HCIIOJIb30BAaHUEM
MACbMEHHOU KOMMYHHKAIUH B KOMMYHHKAINN B KOMMYHHUKaIUi B
dbopMax Ha pyCCKOM | YCTHOU U YCTHOU U YCTHOM U
W WHOCTPAHHBIX MHUCbMEHHOMN MHUCbMEHHOMN MUCHbMEHHOU

A3BIKax

(opmax Ha pycCKOM
Y UHOCTPaHHbIX
SI3bIKAX .
Honyckarores
3HAUYUTENbHbIE
OIINOKH,
IIPOSIBIISETCS
HEJIOCTaTOYHOCTh
YMEHUH, 110 pALY
MOKa3aTeliei,

(dhopmMax Ha pycCKOM
1 UHOCTPAHHBIX
SI3bIKAaX . YMEHHS
OCBOCHBI, HO
JIOITYCKAKOTCS
HE3HAYNTEIILHBIC
OIIIMOKH,
HETOYHOCTH,
3aTpyAHEHUS TPU
aHAJTUTUYECKUX

dbopMax Ha pycCKOM
1 MTHOCTPAHHBIX
s3b1kaxX . CBOOOIHO
OIIepUPYET
pUOOpPETEeHHBIMU
YMCHHSMH,
MIPUMEHSIET UX B
CUTYaITUIX
MMOBBIIIICHHOM
CIIOKHOCTH.




oOyuatroruiics

onepanusx,

UCTIBITHIBACT MepeHoce yMeHH Ha

3HAYUTCIbHBIC HOBBIC,

3aTpyIHEHUS MPH HEeCTaHIapTHHIC

OIIEpUPOBAHUU CUTYAIUH.

YMEHHSMH TP UX

MIEPEHOCE Ha HOBBIC

CHUTYaI[HH.
BJIAJI€Th: OO0yyvarommiicst He OO0yyvarormmiics OO0yyvarormmiicst OOyuarommumiics B
KOMMYHHUKAIIMOHHBIMH | BIIQJICCT WK B BJIaJceT YaCTHYHO BJIAJICCT MOJIHOM 00bheMe
HaBbIKaMHU B 4aCTHU HeI[OCTaTO‘IHOﬁ IMPAKTUICCKUMU MMPaKTUICCKUMU BJIaACCT
penieHus 3a1a4 CTEIICHHU BJIAJICET HaBBIKAMH HaBbIKAMU NPaKTHYCCKUMHU
MECKIINYHOCTHOI'O U MMPAKTUYCCKUMU 06€cnequI/151 O6CCHC'-ICHI/ISI HaBbIKaMH
MEXKYJIbTYPHOTO HaBbIKAMU KOMMYHHUKAIMIA TP | KOMMYHHUKAIIUA IPH | 00eCTIeYeHHUs
B3aUMO/ICHCTBUS obecrieucHus pelIeHIH 3a1a4 pelleHUH 3a1a4 KOMMYHHKAITHH [TPH

KOMMYHHUKAIUI IpU
peueHuu 3ana4y
MEXJINYHOCTHOTO U
MEXKYJIbTYPHOI'O
B3aMMOJEICTBUSA

MEKJIUYHOCTHOI'O U
MEXKYJIBTYPHOTO
B3aUMOJIEHCTBUS B
HEIIOIHOM 00BEME,
JIOyCKAKTCS
3HAYHUTEILHEIE
OIIIMOKH,
MIPOSIBIISIETCS
HEJ0OCTAaTOYHOCTh
BJIaJICHUS HaBBIKAMH
o psiny
MmoKasaTeliei,
OO6yyarormmiics
HCITBITBIBAET
3HAYHUTEIbHEIE
3aTPyAHEHUS MIPH
MPUMEHCHHUU
HaBBIKOB B HOBBIX
CUTYAIIHSIX.

MEXIJIMYHOCTHOTO U
MEXKYJIBTYPHOTO
B3aUMOJCHCTBYS ,
HAaBBIKM OCBOEHBI, HO
JOITYCKaIOTCs
HE3HAYUTEIIbHbIE
OIIIOKH,
HETOYHOCTH,
3aTpyJHEHUS IIPU
AHAITMTUYECKUX
olnepanusx,
IIEPEHOCE YMEHUI Ha
HOBBIC,
HECTaHJIapTHBIE
CUTYaLIUH.

pelIeHuy 3a1a4
MEKJITHYHOCTHOTO U
MEXKYJIbTYPHOTO
B3aMMOJCHCTBUS ,
cBOOOIHO
MIPUMEHSET
MOJIy4YEHHBIE
HaBBIKH B CUTYaIIHsIX
MMOBBIIIEHHOM
CJI0KHOCTH.

OIIK-2 - cioco0HOCTH 0CYIIECTBJIATH COOP, aHAJIN3 H 00PAdOTKY AAHHBIX, HEOOXOAMMBIX /ISl pelIeHusI
npodgeccUuoOHAIBHBIX 32124

Kputepun ouennBanus

IToxka3aTean
2 3 4 5

3HATh: OO6yuarommiics OO6yuarommiics OOGyuarommiics OO0yuaromuiicst
TEXHOJOTUU cOopa, JEMOHCTPUPYET JEMOHCTPUPYET JEMOHCTPUPYET JEMOHCTPUPYET
aHanu3a u 00pabOTKH MOJTHOE OTCYTCTBHE | HETIOJTHOE YaCTHUYHOE MOJIHOE
MAHHBIX, HEOOXOAUMBIX | MM HEZOCTATOYHOE | COOTBETCTBHE COOTBETCTBUE COOTBETCTBUE
JUTSI perieHust COOTBETCTBHUE CJIeTYIOIITUX CIIeTYIOITUX CIIeTYIOIINX
npodeccuoHaNBHBIX CJIEIYIOLIUX 3HaHUH: 0a30BBHIE 3HaHUM: 0a30BEIE 3HaHUM: 0a30BEIE
3ajaq 3HaHW: 0a30BbIE MOHSTHUA B 001aCTH | IIOHATHS B 00JIaCTH | IMOHSTHUA B 00J1acTH

MOHATHSI B 00JIaCTH
pereHuit mo coopy,
aHanu3y U

pelieHuii mo coopy,
aHalu3y "
00paboTKe JaHHBIX

petieHuii mo coopy,
aHAJIM3Y U
00paboTKe JaHHBIX

petieHuii mo coopy,
aHAJIM3Y U
00paboTKe JaHHBIX




00paboTKe JaHHBIX

IIpU PELLIECHUU

IIpU PELLIECHUH

IIPU pELLECHUN

MIPU PEIICHUH PO eCCUOHANTBHBIX | TPOPECCHOHAIBHBIX | TPOPECCHOHATBHBIX
npoecCHOHANBHBIX | 3a/1a4 . 3agad , HO 3agad , CBOOOIHO
3a1aqy Jomyckatorcs JIOTTYCKaIOTCS orepupyeT
3HAYUTEIbHbIC HE3HAYUTEIIbHBIC npHOOPETEHHBIMU
OIINOKH, OIINOKH, 3HAHHUSAMU.
MPOSIBIISIETCS HETOYHOCTH,
HEJ0CTaTOYHOCTh 3aTpyaHEHUS IpU
3HaHUH, IO PsILy AHATTUTHYECKUX
MOKa3aTene, orepanusx.
oOyuatoruiics
HCIIBITHIBACT
3HAYUTEIbHbIC
3aTpyJHEHUS MpU
OIIepPUPOBAHUU
3HAHUSAMH MIPU UX
nepeHoce Ha HOBBIE
CUTYaIUH.
yMeTh: OO6yuaromuiicst He OO6yuarommiics OO6yuarommiics OO6yuarommiics
OCYIIECTBIATH cOOp, yMEEeT WJIH B JIEMOHCTPHUPYET JIEMOHCTPHUPYET JEMOHCTPHUPYET
aHanu3 U 00paboTKy HEJIOCTaTOYHOMN HETIOTHOE YaCTUYHOE MOJIHOE
JAHHBIX, HEOOXOUMBIX | CTETIEHU yMEeT COOTBETCTBUE COOTBETCTBUE COOTBETCTBUE
ISl peLICHUs aKKyMYJIHPOBATh, CIICAYIOIINX CIICAYIOIINX CJICYIOIINX
npodeccuoHaNbHBIX aHAJIM3UPOBATH U YMEHHUIA: YMEHHUIA: YMEHHUIA:
3ama4 o0pabaTbIBaTh aKKyMYJIHPOBATh, aKKyMYJIHPOBATh, AKKyMYJIHPOBATh,
JaHHbIE, aHAJIM3UPOBATH U aHAJIM3UPOBATH U aHAIU3UPOBATH U
HCIOJIb3YEMBIE B o0OpabaTbIBaTh oOpalaTbIBaTh o0pabaTbIBaTh
npoeCCHOHATILHON | JJaHHBIE, JTaHHbIE, JaHHbIE,
JeSTEeTbHOCTH UCTIOJIb3yeMbIe B WCTIOJIb3yeMbIC B UCTIOJIb3yeMbIC B
npodeccuoHanbHON | MpoecCHOHaIBHON | MpodecCHOHANbHOM
NEeSITETHHOCTH . JeSITETHHOCTH . JeSITETTHHOCTH .
Jomyckarorcs YMeHHs OCBOEHHBI, CoboaHo
3HAYUTEIbHbIC HO JIOITyCKAIOTCS orepupyeT
OLINOKH, HE3HAYUTENbHbIC npUOOpPETEHHBIMU
MIPOSIBIISIETCS OINOKH, YMCHHSIMH,
HE/I0CTaTOYHOCTh HETOYHOCTH, MPUMEHSET UX B
YMEHUH, 10 Py 3aTpyTHEHUS TPU CUTYaITUIX
nokasartesei, AQHATUTUYECKUX MOBBIIICHHON
o0yJaromuincs oTepanusx, CIIO’)KHOCTH.
WCIIBITHIBAET nepeHoce yMeHHH
3HAYUTEIbHBIC Ha HOBBIE,
3aTpyaHEHUS TpU HeCTaHJapTHBIC
OTIepUPOBAHUHT CHUTYAIIHH.
YMEHUSIMH TIPU UX
nepeHoce Ha HOBBIE
CUTYaIUH.
BJIA/IETh. OO6yuarommiicst He OO6yuarommiics OOGyuarommmiics OOGyuarommiicst B
HaBbIKaMu cOopa, BIIQJICET WIH B BJIaJICET METOJJAMH | YACTUYHO BJIQZICET | MIOJIHOM 00BbeMe
aHanu3a u 00paboTKH HEJIOCTAaTOYHOMN paboThI ¢ MeToAaMu pabOThI C | BIIAJEET METOIAMH
uH(pOpMaLIUU TTPH CTETICHH BIAJCET MH()OPMAIIMOHHBIMU | UH()OPMAIIMOHHBIMU | PabOTHI C
pereHnH METOAaMHU pabOThI C | MACCHBAMH JAHHBIX | MACCHBAMH JAHHBIX | HH()pOPMAIMOHHBIMU




npodecCHoHATBEHBIX
3a1a4

WH()OPMAIIMOHHBIMY | TIPH PEIICHUN MIPH pEIICHUN MaCCHUBAaMHM JIAHHBIX
MacCHUBaMH JaHHBIX | MPOPECCHOHANBHBIX | MPOPECCHOHAIBHBIX | TIPH PEIICHUN
MIPH pEIICHUN 3a/1a4 B HEMIOJTHOM | 3a/1a4 , HABBIKU npodecCHOHATBEHBIX
po¢eCCHOHAIBHBIX | 00BEME, OCBOEHEI, HO 3a7a4 , CBOOOIHO
3a71a4 JIOIMTYCKAIOTCS JIOITYCKAIOTCS MPUMCHSICT
3HAYUTEIbHBIC HE3HAYNTEIIbHBIC MOJTYYCHHBIC
OIIOKH, OIIIMOKH, HaBEIKU B
MIPOSIBIISETCS HETOYHOCTH, CUTYaIUAX
HEJIOCTAaTOYHOCTh 3aTpyaHEHUS TPU MOBBIIIICHHON
BIIaJICHUS AHAJIMTHYECCKUX CJI0’KHOCTH.
HaBBIKaMU TI0 PSY | OTIepaIusx,
MoKa3arelieu, MePEeHOCe YMEHUI
OO0yyvarormmiics Ha HOBBIE,
HCIBITHIBACT HECTaHJapTHHIC
3HAYMTEIbHbIC CUTYaIUH.
3aTPyAHCHUS TIPH
MIPUMCHCHHUH
HaBBIKOB B HOBBIX
CUTYaITUsX.

[IIkaspl OLiEeHUBAHUS PE3yJIBTATOB IPOMEKYTOUHOM aTTECTALIMM U UX OIIMCAHUE:
dDopMa NPOMEKYTOYHOM aTTeCTALMM: 3a4€T.
[IpomexxyrouHast arrectanus oOydarommxcss B (opMme 3auéra HPOBOIUTCS IO pEe3ysibTaTaM
BBIMIOJIHEHUSI BCEX BHUIOB Yy4eOHOW paboThl, NPEAYCMOTPEHHBIX YYEOHBIM IUIAHOM 10 JAHHOH
JUCLUIUIMHE (MOXYJII0), MPU 3TOM YUUTHIBAIOTCS PE3YNbTaThl TEKYLIEr0 KOHTPOJI YCIIEBA€MOCTH B
TeyeHue ceMectpa. OneHKa CTeNeHH TOCTHKEHUS 00yJaroUMMUCS TIAHUPYEMBIX PE3yJIbTaTOB 00YUEHHUS
M0 JUCUUIUIMHE (MOJYJI0) MMPOBOAUTCS IMperoaaBaTesieM, BEAYIIMM 3aHATHS 110 TUCHUIUIMHE (MOYJIIO)
METOZOM DKCHEpPTHOM oleHku. [lo mToraMm MmpomMeXyTOYHOW aTTeCcTallMk MO AUCHUIUIUHE (MOMIYJIIO)
BBICTABIIAETCA OLEHKA «3aUTEHO» UJIU «HE 3a4TEHO».

Ixana

OICHUBaAHUSA

Onucanue

3auTreHo

BeinonHensl Bce BUAbl y4eOHOl pabOThl, NPEIyCMOTPEHHBIX Y4EOHBIM
mw1aHoM. CTyIEHT JEMOHCTPUPYET COOTBETCTBUE 3HAHMM, YMEHUI, HAaBBIKOB
MPUBEJACHHBIM B TabmuIax Ioka3aTelel, omepupyer MNpuoOpEeTEeHHBIMU
3HAHHUSAMH, YMEHUSAMH, HABbIKAMH, IPUMEHSIET UX B CUTYalUAX IMOBBILICHHON
cinoxHocTd. [Ipy 3TOM MOryT OBITH JONYIIEHBl HE3HAYUTEJIbHBIE OLIMOKH,
HETOYHOCTH, 3aTPyJHEHUS [IPU aHAIUTUYECKUX OINEpalMsIX, IEPEHOCE 3HAHUMN
Y YMEHUH Ha HOBbIE, HECTaHIaPTHBIE CUTYaI[HH.

He 3aureno

He BoinoniHeHn oauH wiM 6osee BUAOB yuyeOHON pabOThI, MPEIyCMOTPEHHBIX
y4eOHbIM 1m1aHoM. CTYAECHT JEeMOHCTPHPYET HETOJIHOE COOTBETCTBHE 3HAHU,
YMEHHH, HaBBIKOB MpPHUBEIEHHBIM B TaOIMIaX IOKa3aTeNeH, IOMycKarTcs
3HAYUTENbHbIE OIINOKH, MPOSIBIISETCS OTCYTCTBUE 3HAHUM, YMEHUH, HaBBIKOB
0 psIy TIOKa3aTesied, CTYIeHT UCIBITHIBAET 3HAUUTEIbHBIE 3aTPYIHEHUS MTPU
OIIEpUPOBAHUU 3HAHUSAMU M YMEHUSAMU MPU UX NIEPEHOCE HA HOBBIE CUTYALIUH.

7.3. TunoBble KOHTPOJIbHBbIC 33/IaHUSI NPOMEKYTOYHON aTTEeCTANMH O0y4YAIOIWIMXCH IO

AUCHUIJIMHE (MOLYJIIO).




3amanus U IPOBEPKH PE3YIIbTaTOB O0YyUEHHS «3HATHY.

1. OcHOBHbIE IOHATHSA U OTIPEIETICHUS B 00JIaCTH JETIONPOU3BOJICTBA.
2. 3HaueHNe TOKYMEHTAMOHHOTO 00eCIIeYeHHsI YIIPaBICHUSI.
3. HopmaTtuBHo-nipaBoBas 6a3a opraHu3anil JOKYMEHTAIIMOHHOTO OOECTeueHHUsl yNpaBlIeHUS Kak

OCHOBA TEXHOJIOTHUU IPOLIECCOB YIPABIICHHUS.
Hcropust BOBHUKHOBEHUS U PA3BUTHS YIIPABICHUYECKON TOKYMEHTALUH.

CoBpeMeEHHOE TOCYJapCTBEHHOE PErYJIMPOBAaHUE JI€TIONPOU3BOJICTBA.

JlokyMeHT, ero ocHoBHbIE GyHKIMHU. Kitaccudukanus TOKyMEHTOB.

Bunbl pekBu3uTOB TOKyMEHTOB. [IpaBuia oopMIIeHUS OTICIBHBIX PEKBU3UTOB JTOKYMEHTOB.
Yuubukauus u ctangaptuzanus. Y Hu(UIupoBaHHbIE CUCTEMBI JOKYMEHTAIUH.
Opranu3aiuoOHHO-PACTIOPSIUTENbHAS TOKYMEHTAIUs: TIOHATHE, KilaccHu(HKAIMsI, COCTaB H
O(bopMneHI/Ie PEKBU3UTOB.

©oN R

10.  biaHK¥M TOKYMEHTOB U MIX BUJIBI.

11.  OOGmras xapakTepUCTHKA CTHIISI CITY)KEOHON JOKyMEHTAIUH.

12. Cnyx6a JIOY (mokyMeHTaIlMOHHOE 00ECIICYCHIE YIIPABICHNUS ) B OpraHU3alUsiX.
13.  Opraauszanus 10KyMeHTO000pOTa.

14.  Peructpauus JOKyMEHTOB.

15.  KoHTpOJb CPOKOB HCIIOIHEHHS JJOKYMEHTOB.

16.  ApxuBHOE XpaHEHHE JOKYMEHTOB.

JI71st mpoBepKH pe3ysIbTaTOB OOYUCHHS «YMEThY, «BIIAJICTh):

YMeTh ucnonb30BaTh HHOOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI.

YMeTb COCTaBIATh PEIAKTOPCKYIO IPABKY CIYKEOHBIX JTOKYMEHTOB.

OdopmIIATh paciopsKEHMs, yKa3aHHsl, IOCTAaHOBJIEHUS, PELIECHUS.

PazpabGaTeiBaTh M YTBEpXKAAaTh KOMIUIEKC OpraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB (YcCTas,
HOJ‘IO)KGHI/IG 00 opraHu3aluy, CTPYKTYPHBIX IOJpa3/i€ieHUN, KOJJIETHAIbHBIX M  COBELIATEIbHbIX
opraHax; IITaTHOE pachnucaHue; Oo(OopMIICHHE TOJIOKEHUH, WHCTPYKIMH TI0 OTACIBHBIM BHIAM
NESTeNbHOCTH; JOJKHOCTHBIE HHCTPYKIIMHN).

5. OdopmusaTs caykeOHbIE THCbMA U PYTYI0 HH()OPMAIIMOHHO-CIIPABOYHYIO JOKYMEHTAIIHIO.

el A

6.  OdopmIsATs aKThI, TPOTOKOIBI, JOKJIATHBIC, CTY>KEOHbIE U O0BICHUTENbHBIC 3aMUCKH.

7. JIOKyMEHTHUPOBaTh KOMMEPUYECKYIO AEATEIbHOCTh MPEITPUITHS.

8.  CocraBmiaTh NPEeTEH3MOHHO-UCKOBYIO JOKyMeHTanuio. lckoBeie 3asBienus. [lucbMo-mpereH3us
(pexamariusi).

9.  Bectu MeXAyHapOaHYIO NepenucKy. JIOKyMEeHTHI [0 BHEIIHEIKOHOMHUYECKON JESITETbHOCTH.

10. Bectu 1enonpon3BOICTBO MO MUCHbMEHHBIM U YCTHBIM OOpAIEHUSIM TPaXkIaH.

11. JIokyMeHTHPOBaTh TPYJOBbIE OTHOIIECHHUS.

12. PaGoraTh ¢ KOHpHUIECHIHATHHBIMI JOKYMEHTAMHU.

13. CocraBnsTe HOMEHKIATYpPY, TEKYIIEE U ONepaTUBHOE XpaHEHHE Jell.

14. Hcnonp3oBaTh TEXHUYECKHUE CPEACTBA, IMPUMEHSEMblE B JOKYMEHTAllMOHHOM OOecTeueHUN
YIIPaBICHUS.

7.4. Mertoanueckue MaTepuasbl, ONpeAesilOIIMe MPoUeIyPbl OLEHUBAHUS Pe3yJIbTaTOB
00y4eHMsI 0 JMCHHUIINHE (MOAYJIIO).

KoHTponp kauecTBa OCBOEHHUS MUCHUIUIMHBI (MOAYJNSI) BKIIOYaeT B ce0s TEKYIIUil KOHTPOIb
YCIEBAEMOCTH M TIPOMEXYTOUHYIO aTTeCTaluio oOydaronuxcs. TeKymmil KOHTPOJb YCIEBaeMOCTH
obOecrieunBaeT OIEHWBAHHWE XOJAa OCBOGHHUS JUCHUIUIMHBI (MOIYISA), MPOMEKYTOYHAsl aTTeCTallus
o0ydJaronumxcsi — OIIGHHBAaHUE TIPOMEKYTOUYHBIX W OKOHYATENIBHBIX PE3yJbTaTOB OOY4YEHHUS IO
JUCHUILIUHE (MOIYIIIO).

[Ipomiemypsl OIlEHWBAaHHS PE3yJbTaTOB OOYYEHHUS IO JUCIUIUIMHE (MOIYJI0), B TOM YHCIIE
MpOLEAYPbl TEKYIIEr0 KOHTPOJsS YCHEBAEMOCTH U MOPSAJOK MPOBEACHUS MPOMEKYTOUHOW ATTECTALMU
00yJaronuXxcsi yCTaHOBJIEHBI JIOKATLHBIM HOpMaTUBHBIM akToM MAJIU.

8.  YUYEBHO-METOAMYECKOE 151 NHO®OPMAIIMOHHOE OBECIIEYEHHE,
HEOBXOJIUMOE JJIs1 OCBOEHUSA JUCHUIIJIIMHBI (MOAYJIs)
8.1. IlepeyeHb OCHOBHOI U 1ONIOJIHUTEIbHOM JUTEPATYPhI, B TOM YHCJIe:



a) OCHOBHAas

1. KonduaeHnuampbHOE AETOMPOU3BOICTBO U 3ANTUIICHHBINA AJIEKTPOHHBINA JOKYMEHTOOOOPOT :
yuebnuk / H.H. Kynses, A.C. Ié¢mymikun, T.B. Kongpamosa, A.I'. ®abpuunos ; [Tox oOmieit
penakuueit H.H. Kynsea. — 2-e. — Mockaa : Jloroc, 2017. — 500 c. — ISBN 978-5-98704-711-
8. — TeKcT : 3NMeKTPOHHBIN // DIIeKTPOHHO-OuOMoTeuHas cuctema «Jlauby : [caiit]. — URL:
https://e.lanbook.com/book/126123 (mara oopamenus: 23.10.2019). — Pexxum noctyma: mis
aBTOPU3. II0JIb30BATEIICH.

2. Ilamacenko lO.A. Jlemonmpou3BOACTBO: JOKYMEHTAIIMOHHOE oOOECIeueHue YIpaBieHus: YdeOHoe
nocobwue / [Tanacenko H0.A., - 3-e uzn. - M.:PUOP, UH®PA-M, 2016. - 112 c. - (BO: bakanaBpuar)
- Pexxum noctyna: http://znanium.com/catalog/product/542773

3. Kabamor C.FO. DnekTpoHHOE NPaBUTEIBCTBO. DJIEKTPOHHBIM JOKyMEHT0000poT. TepMmuHBI H
onpenenenus : yued. mocooue / C.1O. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Beicmiee
obOpa3oBanue: bakanaBpuar). - Pexxum noctyna: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEIbHAS:

1. EsmoxumoBa JIL.M., Kopsbkun B.B., Ilemekun A.H., IlIBeuxoBa O.I'..DnexTpoHHbIN
JOKYMEHTOO0O0pOT U obecriedeHre 0€30MacHOCTH CTaHIaPTHBIMU cpecTBaMu windows : yueOHOe
nocobue / JLM. EBnokumona, B.B. Kopsokun, A.H. ITeutbkun, O.I'. IlIBeukoBa.-M.: KYPC,
2017.-296¢.-Pexxum mocrtyma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3uenosa T.B., Cankuna JI.B. JlokymMeHTanoHHOE OOecrieYeHne YIpPaBICHUS

(menompousBonacTBo) : yueb. mocobue / T.A. beikoBa, T.B. Ky3unenona, JI.B. Cankuna. — 2-e
u3a., nepepad. u gon. — M. : UHOPA-M, 2017. — 304 c. + Jlon. maTepuayibl [DIEKTPOHHBIM
pecypc; Pexxum noctyna http://www.znanium.com]. — (Beicuiee oOpa3oBanue: bakanaspuar). -

Pexxum noctyna: http://znanium.com/catalog/product/762591

3. TI'yryeBa T.A. Koudunennuansnoe aenonpou3BoacTso : yued. nocodbue / T.A. I'yryeBa. — 2-e
u3n., nepepad. u gon. — M. : UHOPA-M, 2017. — 199 c. — (Bricuiee obpa3oBanue:
bakanaBpuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTyTIa:
http://znanium.com/catalog/product/766722

HopmaTuBHO-nipaBoBbI€ JOKYMEHTHI

1. 3akoH «O rocynapctBenHoM repoe Poccuiickoit @eneparun» 30.06.2003 Ne 1-OK3

2. 3akoH «O0 uH(popMmanuu, HHOOPMALMOHHBIX TEXHOJOTHSAX M O 3aumre uHpopmauum» 27. 07.
2006 r. Ne 149-@3.

3. 3akoH «O KOMMepYecKOoi TaliHe»

4. 3akoH «O mopsake paccMOTpeHus: obparienuit rpaxnan Poccuiickoit @enepaunny» 02.05. 2006 r.
Ne 59-@3.

5. 3akoH «O0 snekTpoHHOI 1KnppoBoit moanucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HAKaxX, 3HaKaX OOCIY)XMBaHMSI U HAUMEHOBAHMSIX MECT MPOMCXOKICHUS
TOBapoB» (B pen.oT 24.12.2002 Nel76-D3)

7. 3akon «O s3pikax HapoaoB Poccuiickoit @enepanun» 01.06.2005 53-D3

8. 3akon «O0 apxuBHOM Jene B Poccuiickoit deneparm» 01.10.2004 Nel125-03

9. 3akoH «O nepcoHanbHbIX AaHHBIX» 27.07.2006 Nel152-®3.

10. 'OCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE Jes0. TepMUHBI M1 ompeaeneHus. — M.
I'occranmapt Pocenn, 1998.

11. TOCT P 6.30-2003. YHu¢uuupoBaHHele CUCTEMbI JoKyMeHTanuu. CucremMa OpraHu3alliOHHO-
pacnopsiAuTeNbHON TOKyMeHTauuu. TpeboBaHus kK opopmiieHnIo a0KyMeHTOB. — M.: ['occtanaapt
Poccun, 2003.

12. IlepeueHb TUMOBBIX TOKYMEHTOB, 00Pa3yIOIIUXCS B JEATENbHOCTH | OCKOMUTETOB, MUHHUCTEPCTB,
BEJIOMCTB U APYTUX NPEANPUATUH, C YKa3aHUEM CpOKOB XpaHeHus. M.: Pocapxus, 2000.

13. TunoBast HHCTPYKIIHS 110 IETOTPOU3BOJICTBY B (hefiepalIbHBIX OpTaHaX HUCIIOJHUTENLHOW BIacTH /

VYTB.mpukazomM MuHHCTEPCTBA KYIbTYPBl U MacCOBbIX KoMMyHukanuii PO or 27.01.2005.

14. TunoBo# periaMeHT B3aUMOJIEHCTBUS (eepalibHbIX OPraHOB UCIOJIHUTENbHOMN BiacTu / YTB.
nocraHoBieHueM IIpasurenscta PO ot 19.01.01 2005 r. Ne 30.

15. TunoBoi pernamMeHT BHYTpEHHEH opraHuzauuu (eaepaabHbIX OpraHOB MCIOJHUTEIBHON BIACTH
/ Y1B. nocranoBienueM [IpaBurenscrBa PO ot 28.07.2005 r. Ne 452.


http://znanium.com/catalog/product/542773
http://znanium.com/catalog/product/851088
http://znanium.com/catalog/product/762591

16.

[IpaBuna BeaeHUs U XpaHEHUS TPYAOBBIX KHMKEK, U3TOTOBJICHHS OJAHKOB TPYIOBBIX KHIKEK H

obecnieuenust umu padotoaarenei (yrB.IloctanoBnenuem [IpaBurensctea PO ot 16 anpens 2003 r.
Ne 223 «O TpynoBBIX KHHXKKAX»).

17.
18.
19.

Tpynosoii konekc PO (B penakmuu ot 30.06.2006 Ne90-D3)
Koncrutynus PO (B pepakuuu ot 01.2009)
I'OCT P 6.30-2003, ytB. IlocranoBinenuem I'occranmapra Poccum 03.03.2003 Ne65-cr.

«YHUDHUIMPOBAHHBIE CUCTEMBI JOKYMEHTALUMH. YHU(PHUIMPOBAHHAS CHCTEMa OPraHMU3alMOHHO-
pacnopsiAuTeIbHON JOKyMeHTauu. TpeOoBaHus K 0POPMIICHUIO TOKYMEHTOB.

B) pecypchl cetu «AHTEpHET», MporpaMMHoe odecriedeHue 1 HHPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBbI:

1.

arwn

o

8.
9.
10.
11.

12.

13.
14.

http://www.vf.madi.ru/moodle - Dnexrponnas nabopmManroOHHO-00pa3oBareIbHas cpeaa BD
MAJTN

https://e.lanbook.com - DnekTpoHHO-O0MbIHOTEUHAs crcTeMa «JIaHb

https://znanium.com - DekTpOHHO-OUOIMOTEUHAS CUCTEMA « Znanium.com

«Koncynprant Ilmroc» http://www.consultant.ru

ObC «Kuura®on» (DOnexrponHnas OoubnmoTeKa) 000 «entp udposoit
Juctpubyum»

«["apanTy http://www.garant.ru

XKypuan «/lenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha upeanpustum» // Www.delopress.ru/
magazines/documents/

XKypuan «Cekperapckoe aeno» // www.sekretarskoe-delo.ru/

Kypnan «CrpaBoynuk kaapoBukay // www.kadrovik.ru/

Kypuan «YnpasineHue nepconaiom» // www.top-personal.ru/

Jlapun M.B. Opranuzanust 3 ¢peKTHBHOI H0oroBopHO padoTsl Ha 6a3e cuctembl DIRECTUM //
www.directum.ru/1083429.shtml

http://www.termika.ru/dou/ - UH(POPMAIIMOHHBIC pecypesr: «OHIMKIIONIEIUS
JeT0NpPOn3BOICTBaY U «HOpMaTHBHBIC JOKYMEHTHI 10 AETOIMPOU3BOICTBY
http://www.i-u.ru/biblio/default.aspx - Pycckwuii ['ymanutapusiit MaTepHeT-

VYHuBepcurer — bubnuoreka yueOHON U Hay4YHOU JTUTEPATYPHI

8.2. Ilepeyenb y4eOHO-METOAMYECKOrO 00ecedeHHs IS CAMOCTOATEIbHOM PadoThl 00y4aromuxcs
10 AUCUMIIIMHE (MOXYJIIO0).

B mepeuenp y4eOHO-METOAMYECKOTO OOECHeueHus AJIi CaMOCTOSITENFHON paboThl 00ydYarouuXcs
M0 JUCIUIUTMHE (MOIYJITI0) BXOJIST:
- KOHCTIEKT JIEKIIUN 10 AUCIUIUIMHE (MOIYJIIO);

- METO/IMYECKUE MaTepUabl IPAKTUUECKUX (CEMUHAPCKUX ) 3aHATUH.

JlaHHBIE METOJIMYECKHUE MATEPUAIIbI BXOJAT B COCTaB METOAUYECKUX MaTEPHATIOB 00pa30BaTEIbHOM

IPOrpaMMBl.
9. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCIUMIIJIMHbBI (MOAYJISA)
Ne | HaumenoBanue 060pyJ0BaHHBIX Y4€OHBIX [lepeuens 000OpynOBaHUS U TEXHUYECKHX
n/n | KaOMHETOB, TabopaTopuit CpeacTB 00yueHUs
Aynutopus 305 — yueOHast ayTUTOPHS JJIs VYyebnas mebens: cron — 11 mrT., cTynbs-
IIPOBEJIEHUS 3aHATUH JIEKLIMOHHOTO TUIIA, 23 mT., CTOJ OJHOTYMOOBBIHM — 1 1mIT.,
1. | 3aHATHI CEMHUHApPCKOrO THIA, TEKYILEro JI0CKa ayJAUTOPHAsL.
KOHTpPOJISL U IPOMEKYTOYHOU aTTECTaLlUH, (22 mocamo4HbBIX MECTa).
VYuebnas mebenb: ctoa — 21 mWT., CTynbs-
21 wr., ctyn opucHbId — 12 mT.,
. KOMIIBIOTEPHOE KPECIIO -6 MIT., CTOJI
2 Aynuropus 208 — a1 caMOCTOSTENBHON o S0BLL — 1
. JHOTYMOOBBIH — 1 HIT., CTON

a00TBI CTYIEHTOB. Ny
p ya KOMIIBIOTEPHBIH -5 MIT., Kadeapa

HACTOJIbHAS -2 TIT., mikad -1 mrT., mocka
ayJIMTOPHAs] TPEXCTBOPUYATAS; CTOMKA



http://www.vf.madi.ru/moodle
https://e.lanbook.com/
https://znanium.com/
http://www.consultant.ru/
http://www.directum.ru/1083429.shtml
http://www.termika.ru/dou/
http://www.i-u.ru/biblio/default.aspx

HaKJIOHHAA - 4 IIT., CTCH — 6 IIT.
HacTeHHas KapTta -1 mit.

(38 mocaiouHBIX MECT).

ObopynoBaHue: KOMITbIOTEpHAs TEXHUKA
C BO3MOKHOCTbIO MOJKJIFOYEHUS K CETU
"UHTepHeT" n obecrieueHrueM JA0CTyna B
AIIEKTPOHHYIO NHPOPMALMOHHO-
obpazoBarenbHyto cpeay BdO MAJIN:
KOMIIBIOTEPBI — 13 MIT., 3KpaH HaCTEHHBIN
Luma

10. METOAUMYECKHUE VYKA3AHUA JIsd OBYYAKOIIUXCA IO OCBOEHHMIO

JUCHUIIJIMHBI (MOAYJISA)

Jlekuuu

I'maBHOe B mepHOJ NOArOTOBKM K JIGKIMOHHBIM 3aHATHSM — HAy4UThCS METOAAaM
CaMOCTOSITENIbHOTO YMCTBEHHOTO TPYZAd, CO3HATEILHO pPAa3BHBATh CBOM TBOPUECKHUE CIIOCOOHOCTH M
OBJIa/IeBaTh HAaBBIKAMHM TBOPYECKOM paboThl. [ 3TOro HEOOXOAUMO CTPOro COOJIIOAATh JUCHUIUIMHY
y‘-I€6BI n TIOBCACHMHA. YeTroe IIAaHUPOBAHUC CBOCTO pa60qer0 BpEMCHHU M OTAbIXa ABJIACTCA
HEOOXOAUMBIM YCIOBUEM JUIsl YCIICIIHOM caMOCTOSITEIbHON pabOThI.

B OCHOBY €TI0 HYXHO IIOJOXHUTH pa6oqne nporpamMmbl M3Yy4Ya€MbIX B CEMCCTPC IOUCHUILINH.
ExxenHeBHOI yueOHOM paboTe CTyIEHTY CleAyeT YAEHSITb He MeHee 9 yacoB CBOErO BPEMEHH, T.€. IPU
LIECTH Yacax ayJUTOPHBIX 3aHATUI CaMOCTOATEIbHON paboTe HEOOXOIMMO OTBOJIUTH HE MEHEE 3 YacoB.

Kaxnomy cTyeHTy clieyeT COCTaBlIATh €KEHEIEIbHbII U CeMECTPOBBIH MJIaHbl paboThI, a TaKKe
IUIaH Ha Kaxabld pabouunii nenb. C Beuepa Bcerjaa HaJo0 paclpeacisaTh padoTy Ha 3aBTpallHUM eHb. B
KOHIIE KaXK/10T0 JIHs 11eJ1ecO00pa3HO MOABOAUTE UTOT pabOThI: TIIATEIbHO POBEPUTh, BCE JIU BHINOJIHEHO
10 HAMCUYCHHOMY ILIaHYy, HC OBUIO JIM KaKUX-I1100 OTCTYHJ'IGHI/If/'I, a €ClIn 6I)IJII/I, 10 Kakoi IMPUYIKUHE OTO
npousonuio. HyXHO oOCYyLIECTBIATh CaMOKOHTPOJb, KOTOPBIA SBISETCS HEOOXOJUMBIM YCIOBHEM
ycremHoi y4eObl. Eciii 9TO-TO OCTaJIOCh HEBBINOJIHCHHBIM, HEOOXOAMMO HW3BICKATh BPEeMs IS
3aBepILeHHs] 3TON YacTH paboThl, HE yMEHbIIas 00beMa HeJeIbHOIO TUIaHa.

CamocTosiTenbHast paboTa Ha JEKIUU

Cnymanue U 3anuch JEKIU — CIOXHBIA BUJA ayJUTOpPHOW paboThl. BHUMaTenbHOE ciyliaHue u
KOHCIIEKTUPOBAHUE JIEKIUHN MPEANOoaraeT MHTEHCUBHYIO YMCTBEHHYIO J€SITENbHOCTh cTyAeHTa. KpaTkue
3aMUCH JICKIIUH, MX KOHCIIEKTUPOBAHHE MOMOTAaeT YCBOWUTH y4eOHbIH maTepuas. KOHCIEKT sBisercs
MOJIE3HBIM TOT/a, KOTJa 3allUCaH0 CaMO€ CYIIECTBEHHOE, OCHOBHOE U CAEIIAHO 3TO CAMUM CTYAEHTOM.

He nHano ctpemutbes 3amucarh JTOCIOBHO BCHO JIEKIMIO. Takoe «KOHCIEKTUPOBAHHUE» MPUHOCHUT
0oJbIlle Bpeaa, YeM MOJIb3bl. 3aMKCh JIEKIUHA PEKOMEHIYeTCS BECTH MO BO3MOXHOCTH COOCTBEHHBIMHU
¢dbopmynrpoBkamu. JKenareabHO 3alKCh OCYLIECTBISTh HA OAHOW CTpPaHMIIE, a CIEIYIOIIYI0 OCTaBISATh
JUIs TpopaboOTKK yueOHOTO MaTepraia CaMOCTOSATEIbHO B JOMAIITHUX YCIOBUSIX.

KoHcnekr nekuuu jydine Moapa3AensTh Ha MYHKTHI, maparpadpl, coOnroAas KpacHYI CTPOKY.
Oromy B O00nbIION cTemeHH OyAyT CHOCOOCTBOBAaTh MYHKTHI TUIaHA JIEKIUH, MpeaIoKeHHbIe
npenofaBatensM. [IpuHIunuansHeie MecTa, onpezaeneHus, GopMynbl U Ipyroe cieayeT CONpPOBOXKIAThH
3aMEUaHUSIMHU «BAKHO», «0CO00 BaXKHOY, «XOPOIIO 3alIOMHHUTHY U T.I. MOKHO JIeNIaTh 3TO U C MIOMOIIBIO
Pa3HOIBETHBIX MapKepoB WK pydek. Jlydie eciau oHu OyAyT cOOCTBEHHBIMH, YTOOBI HE MPUXOAUIOCH
MIPOCUTH X Y OJHOKYPCHUKOB U TEM CaMbIM HE OTBJIEKATh UX BO BPEMsI JICKIIUH.

[lenecooOpa3zHo pa3zpaboTaTh COOCTBEHHYIO «Mapkorpaduio» (3HAYKH, CHUMBOJIBI), COKpAIICHUS
cioB. He mumaum Oyner u u3ydeHue ocHOB creHorpaduu. Paboras HaJl KOHCIEKTOM JISKIIHMA, BCeraa
HEO0OXOJIMMO HCIIONb30BaTh HE TOJNBKO Y4YEOHUK, HO U Ty JIUTEpPaTypy, KOTOPYIO JOMOJHUTEIHHO
pexoMeHoBan JekTop. MIMeHHO Takas cepbe3Has, KpomoTiuBas padoTa C JEKIMOHHBIM MaTepHaIoM
MTO3BOJIUT TJTyOOKO OBJIa/I€Th 3HAHUSMHU.

bonee moapo6Hast mHGOpMAIUs MO JAHHOMY BOMPOCY COAEPKHUTCS B METOJIWYECKUX MaTephaliax
JIEKIIMOHHOTO Kypca MO0 TUCHIUILTUHE (MOIYIIO), BXOIAIINX B COCTaB 00pa30BaTEIHLHOMN MPOrpaMMBbl.

IIpakTHyeckue (ceMMHAPCKHE) 3aHATHSA



[ToaroToBKy K KaXIOMy TMPAKTUYECKOMY 3aHSATHUIO KaXAblH CTYJEHT JOJDKEH HayaTh C
03HAKOMJICHHS C TUITAHOM 3aHSTHS, KOTOPBIM OTpaXkaeT cofepxkaHue MpeanokeHHoi TeMbl. [Ipaktuueckoe
3a/laHue HEeOOXOIUMO BBHIMIOJHUTH C YUETOM MPEIOKEHHOW MpenoiaBaTeieM MHCTPYKIUHU (YCTHO WIIH
MUCbMEHHO). Bce HOBBIE MOHATHS MO HW3y4aeMOW TeMe HEOOXOAMMO BBIYYUTh HAW3YCTh U BHECTH B
TJI0CCapuid, KOTOPBIN 1eIecO00pa3HO BECTH C CAMOT0 Havala U3yuyeHHs Kypca.

Pe3ynbrar Takoil paboThl JOJIKEH MPOSIBUTHCS B CIIOCOOHOCTU CTYJEHTa CBOOOJHO OTBETHTHh Ha
TEOPETUYECKHE BOMPOCHl MPAKTHUECKOTO 3aHATHS U yYaCTHH B KOJUJICKTUBHOM OOCYKIIEHHUH BOIIPOCOB
M3y4aeMO# TeMbl, IPAaBUILHOM BBITIOJHEHUH NMPAKTUYECKUX 3a/1aHUM.

CtpyKTypa NpakTUYECKOro 3aHATUS

B 3aBucuMocCTH OT cofiep)kaHusl U KOJIMYECTBa OTBEACHHOIO BPEMEHU HA M3YyUEHUE Ka)IO0H TeMbI
MPAKTUYECKOE 3aHATUE COCTOUT U3 TPEX YaCTEH:

1. O6cyxaeHrne TeOPETUIECKUX BOMPOCOB, OMPEIEIEHHBIX MTPOTPaMMON JTUCITUIINHBL.

2. BrInonHEHHE MPAaKTUYECKOTO 33/aHUsl C TMOCIEAYIOUIMM pa30opoM MOJYYEHHBIX PE3YJIbTaTOB
Wi o0CyXKJIeHHe MPAKTHUYECKOro 3aJaHUs, BBINOJHEHHOTO JOMa, €CIU 3TO NpPeaycMOTpeHO paboueit
MpOrpaMMON AUCIUIUIMHBI (MOJIYJIS).

3. IloaBeneHye UTOTOB 3aHSITHS.

OOcyXIeHne TEOpPETUYECKUX BOIMPOCOB TPOBOJMUTCA B BHUAC (POHTAIBHOW Oecelnbl cO Bcei
IPYNION U BKIIOYAET BHIOOPOYHYIO MTPOBEPKY MPEIoAaBaTeeM TeOPETUYECKUX 3HAHUN CTYIEHTOB.

[IpenogaBaTensiMu onpeensieTcs ero CoAepKaHue NPaKTUUECKOro 3a/laHusl U JaeTCsl BpEMsI Ha €ro
BBHITIOJTHEHHE, a 3aTeM UJET 00CYyKJeHHE pe3yabTaToB. Ecian mpakTudeckoe 3aaHue J0JKHO ObLIO OBITH
BBITIOJTHEHO JIOMa, TO Ha 3aHSATHH MPEN0IaBaTellb [IPOBEPSET €0 BBIIIOJHEHUE (YCTHO WIIM TMCBMEHHO).

[lonBeneHueM WTOrOB 3aKaHYMBAaeTCs MpakTHueckoe 3aHsATHe. CTyaeHTaMm JOJKHBI ObITh
OOBSIBIICHBI OLIEHKH 32 pabOTy M JaHBI HX YE€TKHE 0OOCHOBAHMUSL.

PaGora ¢ nureparypHbIMU HCTOYHUKAMU

B mpouecce moAroToBKM K MPaKTUUYECKUM 3aHSTHUSM, CTyJEHTaM HEOOXOIMMO OOpaTuTh 0codoe
BHHUMaHHE Ha CaMOCTOSITEIbHOE M3yYeHHE PEKOMEHI0OBAaHHOW yueOHO-METOAUYECKON (a Takke HaydyHOU
Y TIONYJISIpHOM) TuTepaTypbl. CamMocTosTenpHas paboTa ¢ ydeOHUKAMH, Y9eOHBIMH ITOCOOUSIMU, HAYYHOH,
CIPaBOYHOMH M TMOMYJISPHOW JIUTEpaTypol, MaTepuallaMu NepUuoAMYECKUX wu3laHud u HHTepHera,
CTAaTHCTUYCCKUMU JAHHBIMU SBIsiCTCS Harbosee 3 (PEeKTHBHBIM METOIOM TOJydEHUS 3HAHUMN, TTO3BOJISICT
3HAYUTENIBHO aKTHBU3WUPOBATH TpoOIlecc OBIafeHUs HH(opmaimei, crnocoOcTByeT 0Oojee TIIyOoKoMy
YCBOGHMIO U3y4aeMoro Marepuana, popMHUpyeT y CTYA€HTOB CBOE€ OTHOLIEHHE K KOHKPETHOM mpolieme.

bonee ray0oKOMYy pacKpbITHIO BOMPOCOB CIOCOOCTBYET 3HAKOMCTBO C JOIMOJHUTEIHHON
JUTEPaTypoi, PEKOMEHJOBAHHON NpernojaBaTeiaeM IO KaXJA0H TeMe NPaKTUYEeCKOro 3aHsITHUS, YTO
MO3BOJISIET CTYACHTaM NPOSBUTH CBOIO WHAMBHAYAJIbHOCTH, BBISIBUTH HIUPOKUN CIIEKTP MHEHHH IO
n3y4aeMoil mpoodieme.

bonee moapo6Hast mHGOpMAIUs MO JAHHOMY BOMPOCY COAEPKUTCS B METOJIWYECKUX MaTephaiiax
MPAKTUYECKUX 3aHATUHN 10 TUCIUIUIUHE (MOIYIIO), BXOISAIIUX B COCTaB 00pa30BaTEILHON MPOrpaMMBl.

IIpomeskyTouHas arTecTaums

Kaxxnprit yueOHBIN ceMecTp 3aKaHUMBAETCS cllaueii 3a4eToB (M0 OKOHYaHUHU CEMECTpa) U SK3aMEHOB
(B mepuon »K3aMeHalMOHHOU ceccuu). [loaroroBka K caade 3a4eTOB M DIK3aMEHOB SIBJISETCS TaKxkKe
CaMOCTOSITENIbHON paboToil cTyneHTa. OCHOBHOE B MOATOTOBKE K MPOMEKYTOYHOW aTTecTaluu IO
TUCHUIUIMHE (MOIYN0) — TOBTOPEHHWE BCEro Y4YeOHOro Marepuaia TUCIUIUIMHBI, 10 KOTOPOMY
He00X0IMMO cJ]aBaTh 3a4€T WM SK3aMEH.

Tonpko TOT CTYIEHT ycleBaeT, KTO XOPOIIO YCBOHJI y4eOHbI Marepual. Eciu CTyaeHT IUIoXo
paboTan B cemecTpe, MPOIyCcKal JeKIUHU (€CIH JIEKIUU MPEeTyCMOTPEHbl YUeOHBIM IIJIaHOM), CIYyIIal UX
HEBHUMATENBHO, HE KOHCHEKTHUPOBAJ, HE M3y4yal PEKOMEHIOBAaHHYKO IJIUTEPATYPY, TO B IMpoOLECCEe
IMOATOTOBKH K CECCHUU €MY NPUACTCA HE IMOBTOPATH YK€ 3HAKOMOC, a4 3aHOBO B KOpOTKI/Iﬁ CpPOK HU3y4aThb
BeCh yueOHBIN MaTepuai. Bee 3To 3a4acTyro HEBO3MOXKHO CIENaTh M3-32 HEXBATKU BPEMEHHU.

Jlis Takoro cCTyAeHTa MOATrOTOBKAa K 3adeTy WM SK3aMeHy OyAeT TpyAHbIM, a HWHOTAa u
HENOCWIBHBIM JIEJIOM, & KOHEYHBIM pe3yibTaT — aKaJeMHUYECKass 3aJ0JDKEHHOCTb, U, KakK CIIECICTBHE,
BO3MOKHOE OTUHCIICHUE.



Pabouas mporpamMma IUCHMIUIMHBI (MOJIYJSI) COCTaBJI€Ha B COOTBETCTBUU C TpEOOBaHHSIMU
(henepalbHOTO TOCYIapCTBEHHOTO 00pa30BaTeIbHOTO cTaHaapTa Beiciiero oopazoBanus (PI'OC BO).
Pabouas mporpamMma TUCHMIUIMHBI (MOAYJISI) paccMOTpeHa Ha 3aceiaHuu Kadeapsl («26»mapta
2020 r., mpoTtokoin Ne 8).

Pa3zpaboruunku:
Ne ®.1.0. [Moanuce
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1. Janunosa Bepa ApedneBHa
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PaGouass mporpamma IHCHMIUIMHBI (MOIYJS) pacCMOTpPEHA Ha 3aceJaHWH YYEHOTO COBETa
dbakynbsTera («17» mapra 2020 r., mpoTokos Ne7).
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