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1. EJIU U 3AJTIAYN OCBOEHUSA JUCHUITJIMHBI

Llenamu OCBOCHHS IUCHHUIUIUHBI «J/[OKyMEHTAIlMOHHOE OOECIICUCHHE YIPABICHHS
SIBIISTIOTCSI: TIPUOOPETEHHE CUCTEMbl 3HaHWW B 00JAacTH JIOKYMEHTAI[HOHHOTO OOEeCTICUeHHS
YIOpaBIIeHUS, H UCIIOJIb30BaHNE X B MIPAKTUIECKON padoTe.

3aoauamu qucnuIUIMHBL «JJ0OKyMEHTAIMOHHOE 00ECTICYCHUE YITPABICHHS SIBIISFOTCS:

— O03HAaKOMHTBCS C COCTABOM PEKBU3UTOB JJOKYMEHTOB M MIPABUII UX O(OPMIICHHS,

— paccMOTpeTh TMOPSAJOK COCTaBJICHHUS, HCIONB30BaHUS M MOPSAIOK MEPecMOTpa
OpraHu3aIMOHHO-TIPABOBBIX JOKYMEHTOB;

— OBJIAJCTh TAaKMMH  HaBbIKAMH, KaK  KilacCH(QUIUpOBaTh W  COCTAaBIATH
pacmopsiiuTeIbHbIC JOKYMEHTBI;

— W3y4YUTh NOJIL30BAHUE U COCTaBJICHHE HH(POPMAIIMOHHO-CIIPABOYHOM IOKyMEHTAIIUN U
3HaTh €€ 0COOCHHOCTH;

— OBJIAJICTh HABBIKAMHU COCTABJICHUS CIY)KCOHBIX IMUCEM U YMEHUIO BECTU NIEPEIHCKY;

— 3HaTh KJIacCU(UKAIUIO IUCEM; H3YIHUTh ITAITbl JJOKYMEHTOO00POTAa OpraHU3allny;

— O3HAKOMHTBHCS C TOPSIKOM XpaHEHUs JTOKYMEHTOB, O()OpPMIICHHEM W CIadyd el B
apXUB;

— O03HAKOMHTCS C YHH(PHIUPOBAHHBIMH (OPMAMU IO KaJPOBOMY JICIOMPOU3BOJICTBY,
MOJTyYUTh HABBIKU X COCTABIICHHUS.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Hucuurmna «JlokyMeHTannmonHoe odecrnieuenue ymnpasienus» B crpykrype OOIT CITIO
BXOUT B  BapHWaTUBHYK  4YacTh, B TOM  4YHCIE  aJaNTallMOHHbIC  JIMCIUIUIMHBI
obmenpodeccuonanbHoro 1ukia (OIL.B.1) mo cneumansHoctn 38.02.01 OkoHoMuKa U
Oyxrajitepckuid y4er (IO OTpacisiM) M HAXOOUTCS B JIOTHUECKOW M COACPIKATEIBHO-
METOJIMYCCKON CBS3H C IPYTHMHU TUCIUTUIMHAMU (MOIYIISIMU).

[IpenmecTByromue TUCHUATIINHBI [ocnenyromue TUCHUILITMHBI (KypChl, MOYJIH,
(KypcChbl, MOJTYJIH, IPAKTHKH) MIPAKTHUKH)

OI'C2.B.1  OcHoBel  ¢unancosoii | OIL.B.3 Aynut

I'PaMOTHOCTH

OIL.02. OcHoBbl Oyxranrtepckoro | OI.B.3 MeHexMeHT

ydera
[IM.01.lokymMmeHTHpOBaHUE XO3SIICTBEHHBIX OIEpalui
U BeleHHEe  OyXrajTepckoro  ydyera  aKTHUBOB
OpraHu3au

TpeOoBaHMsI K BXOJHBIM 3HAHHUSIM, YMEHUSIM U KOMIIETESHIIUSM CTYACHTa (OPMUPYIOTCS
Ha OCHOBE IMPOrPaMMBbI CPEIHEro 00IIero 00pa3oBaHus 0 IKOHOMHUKE.

3. INIMHUPYEMBIE PE3YJIbTATBI OBYUEHUS 11O JUCHUIIJIMHE

[Tponiecc M3ydeHus: TUCHMIUIMHBI HANpaBieH Ha (pOPMHUPOBAHUE HIIEMEHTOB CIETYIONIUX
KOMIIETEHIIUH M0 CIIenaIbHOCTH!

a) oomexkynbTypHbIX (OK):

OK O01. BeiOupars cmnocoObsl pemieHus 3afad  MpodeccHoHalbHON  AeITeTbHOCTU
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonp3oBaTh COBPEMEHHBIE CpEJCTBAa IOWUCKA, aHaIW3a W HHTEpIpETalun
uHpOpMaLMU U UH(POPMALMOHHBIE TEXHOJOTMM JJs BBIIOJIHEHHUS 3a/1a4 NpodecCHOHATHLHON
JeSITEIbHOCTH;

OK 03. [InanupoBaTh M peaan30BBIBATh COOCTBEHHOE MpO(eccHOoHaNbHOE U JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATENIBCKYIO AEATEIBHOCTh B NPO(PECCUOHATIBHON cdepe, NCIOoIb30BaTh
3HaHUS M0 (PMHAHCOBOM IPAMOTHOCTHU B PA3IMUHBIX )KU3HEHHBIX CUTYaIHX;

OK 04. 3ddexTrBHO B3auMOACHCTBOBATH U pabOTaTh B KOJUICKTUBE U KOMAaH/IE;



OK 05. OcymecTBiaTh YCTHYI0 M MHUCBMEHHYK) KOMMYHHMKAIIMIO Ha TOCYJIapCTBEHHOM
s3pike  Poccmiickoit ®exepannu ¢ yu4eToM OCOOCHHOCTEH COIMAIBHOIO M KYJIBTYpHOTO

KOHTCKCTA,

OK 06. IIposiBiATh rpak1aHCKO-TIATPUOTHYECKYIO MO3UIINIO, IEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHHE Ha OCHOBE TPATUIIMOHHBIX OOIIEYEIIOBEYECKUX IIEHHOCTEH, B TOM YHCIE C YUETOM
rapMoHu3anuu MCEKHAIUMOHAJIBHBIX W MCKPCIUTUO3HBIX OTHOL[IGHI/IfI, INPUMCHATH CTAaHAAPThI

AHTUKOPPYIIIHOHHOI'O IIOBCACHUS;

OK 09. Ilomb3oBatbCcsi mpoEeCCHOHATBHONM TOKYMEHTAlME Ha TOCYJapCTBEHHOM U

HHOCTPAHHOM A3bIKaX.

B pesynbrare 0OCBOCHUS AUCIUILTUHBI 00YYaIOIIUICS JOKEH:

3HAThb:

— OCHOBHBIC IMOHATHA: LCIH, 3aJa4d W IMPHUHIUIIBI JOKYMCHTAIIlMOHHOI'O obecrieueHus

yYIOpaBlIEHUS;

- O6H_[I/II71 BHUA U COCTAaB pCKBHU3UTOB JOKYMCHTA,

— CHCTCMa HCHOBOﬁ MCPCIIUCKH,

— COCTaBJICHUC H O(I)OpMJ'ICHI/IC OTACIBHBIX

JIOKYMEHTOB;

BHJIbl HOMEHKJIATYPHI JIET;

yMeTb:

OpraHru3alMOHHO-IIPABOBLIX

MCTOJUKaA IMPOBCACHUA SKCIICPTU3bI HICHHOCTH JOKYMCHTOB.

MPOLEAYPY U3JIaHUS, COCTABJICHUS U OPOPMIICHHUS PACTIOPSIUTEIHHBIX IOKYMEHTOB;
CUCTEMY CIPaBOYHO-UH(OPMAITMOHHOHN JJOKYMEHTAIIHH;

— o(opMIATH U TPOBEPATH MPABUIBLHOCTh 0OPMIICHUS JOKYMEHTAIIMH B COOTBETCTBUH

C YCTAHOBJICHHBIMU Tpe6OBaHI/I5{MI/I, B T.4. UCIIOJIB3Y4 I/IH(I)OpMaI_[I/IOHHBIe TCXHOJIOTHH,

— MPOBOJUTH ABTOMATU3UPOBAHHYIO 00pPa0OTKY IOKYMEHTOB;

— OCYHICCTBJIATH XPAHCHUC U ITONCK JOKYMCHTOB;
— HCIIOJBb30BaTh TCJIICKOMMYHHUKAITUOHHBIC

JIOKYMEHTOO000POTE;

TCXHOJIOTHNH B

SJICKTPOHHOM

npakTudeckui onbIT: pazzaenom VI ®I'OC CIIO «TpeboBaHus K CTPyKType MPpOrpaMmbl
MOATOTOBKHU CIIEIIMAIIMCTOB CPEIHETO 3BeHa» [Tabnuia 3] He mpeaycMoTpeH

4. OFBEM JUCHUILIUHBI U BUAbI YYEFHOM PABOTHI
OOu1ast TPYA0EMKOCTh AUCIUILIMHBI COCTABISET 66 akaJeMUYEeCKHX Jaca.

Bun yuebnoii paboThl Bcero gacos CemecTtphbl

2(CO0¥*)
4(000**)

YueOHbIe 3aHATHS (BCEr0) 38 38

B TOM YHCIIE:

Jlexuuu (JIK) 18 18

[Tpaktuueckue 3ansatus (I113) 20 20

Cemunapsl (C)

JIabopatopusie 3austus (JI3)

KoncynpTanmu

CamocrositesbHas pa6ora (Bcero) (CP) 28 28

B TOM YHCIIE:

Kypcooii nmpoekt (pabora)

PacuerHo-Tpaduueckue paboThl

KontposnbHas padota

Pedepar 10 10

CamonoaroroBka (CaMOCTOSITEIPHOE U3yUEHHE Pa3JIeioB, 18 18




mpopaboTKa ¥ MOBTOPEHUE JIGKIIMOHHOTO MaTeprala i MaTepuana
Y4YEOHHMKOB M y4e€OHBIX IMOCOOUA, TOATOTOBKA K JJAOOPATOPHBIM U
MIPAKTUYECCKUM 3aHATHIM, KOJUIOKBHYMaM, pyOeKHOMY KOHTPOJTIO U

T.J1.)

Bua npomexyTo4HOM aTTecTaluu Kourposbnasa | KoHTpoibHas
padora padora

Oo01mmii 00beM, yac 66 66

* Ha Ga3ze cpenHero oouero oopa3zoBaHus
** Ha 6a3e OCHOBHOT'O 00IIIero 0Opa30BaHMs

5. COAEP) KAHUE U CTPYKTYPA JUCHUIIJIMHBI

5.1. Conep:xaHue TMCUMILINHBI

Ne
HaumenoBanue pasnena
paszena Coneprxanue pasjena (TeMbl)
(Temsr)

(Tembl)

Tema 1. | OcHOBHBIE noHATUS | JIoOKyMeHTallMOHHOEe oOecreueHre YIpaBlieHHUs, Kak
JIeJIONPOU3BO/ICTBA. omHa w3 (QYHKUMH ympaBieHUs, YHUQUKAIUSI U
HopmaruBHo-11paBoBoe CTaHJApTU3AIIHS JIOKYMEHTOB, KJIaccupuKanus
o0ecrieueHue JIOKYMEHTOB. Heunn, 3aJjauu U HPUHIHIIBL
JOKYMEHTAIHOHHOTO JOKYMEHTAIHOHHOTO obecrieyeHus yTpaBJICHUS.
o0ecrieueHus Cucrembl JIOKYMEHTalHOHHOTO obecreyeHus
yIpaBJICHUS yIpaBieHUs, X aBToMaru3anus. JlOKyMEHTHpOBaHHE

yOpaBleHYECKOW  JesTeldbHOCTU. ['ocynapcTBeHHbIE
CTaHJApThl Ha JIOKYMEHTallUi0, OOIIEePOCCUICKHE
KIIaCCHU(PUKATOPHI TEXHUKO-PKOHOMUYECKOM "
COITMATbHOM MH(OPMAIIHH.

Tema2. | CoctaB pEKBU3UTOB U
npaBuiIa uX 0QPOpMIICHUS

OOmuii BUJ M COCTaB PEKBU3UTOB JOKYMEHTa; OOIIMe
TpeGoBaHUS K OGOPMIIEHUIO PEKBU3UTOB JOKYMEHTa;
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIOJIb30BAHUIO U

XPaHEHUIO OJ1aHKOB c BOCIIPOU3BEICHUEM

rocyaapctBeHHOTo repba P, rep6oB cyOnekToB PD.
Tema3. | IIpaBuia nenoBoro | OduimanbHO-/1E10BOM CTHUIIb. VYnorpebienue
CTWJISL U MAIMHOMMCHOTO | CIIEHUAJIBHOM  JIGKCUMKH,  YCTapeBIIEH  JIEKCUKH,
oopmienus TEKCTA. | HEOJIOTU3MOB,  3aUMCTBOBAHHBIX  CJIOB, CJIOB C
Cucrema JIENIOBOM | «YHUBEPCAIbHBIM 3HAYEHHE», COKPAIIECHUH, S3BIKOBBIX
MIEPEIUCKH. ¢dopmyn. Cucrema nenoBoil nepenucku: I[loctpoeHue

npemiokeHuid.  Tunudaple  OmMOKM B TEKCTaX
JIOKYMEHTOB. Bu/ibl 1e10BOM MEpenucKy U UX Ha3BaHMUA.
ConeprkaHue MuceM, TeIerpamMm, TEIEKCOB, (akcorpamm
(dakc) Tenedonorpamma. AG6peBHarypa.

Temad. | OpranuzaioHHO-
IIPaBOBasI
JIOKYMEHTaIU.
JlokyMeHTupOoBaHue
JBUKEHUS KaJpOB

Ha3nayenue u cocTaB OpraHM3alMOHHO - MPABOBOW
JOKYMEHTAIUH. Yupeaurenbckue JTOKYMEHTEI.
CocraBieHne ©  OQOPMIICHHE OTACIBHBIX BHUJIOB
OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB. OpraHu3aius
paboThl peructpanuu. KoOMIUIEKChl JIOKYMEHTOB IO
o(hopMIIEHHIO: TIEPEBOJA Ha APYTYI0 PaboTy, OTIIyCKOB,
HOOLIPEHNIN pabOTHHKOB, TMCIUTTITMHAPHBIX
B3bICKaHMH, aTTeCTallMl pPa0OTHHUKOB, CIYXEOHBIX
KOMaH/INPOBOK, YBOJIbHEHHUSL.

Temad. | Cucrema
pacnopsIUuTeIbHON

OCHOBHOE Ha3HAUYEHUE PACTIOPSIAUTEIbHBIX TOKYMEHTOB.
PacnopsianTenbHble JOKYMEHTBI COJIEPKAIIUE PEIICHUS,

5




JOKYMEHTal1H. UAYLIME CBEPXY BHU3 110 CHCTEME YIPABICHUS.
Cucrema cnpaBouyHO- | fOpuaudeckass  cocTaBisiolias — pacHoOpsIUTENbHBIX
UH(POPMALIMOHHOM nokyMeHTOB. Ilpouenypa wu3gaHusi, COCTaBICHHS U
JIOKYMEHTaLUH. o(opMIIeHHS PacIIOPAAUTENbHBIX JOKYMEHTOB.
[TonsTHE CHpaBOYHO-UH(POPMALMOHHON JTOKYMEHTAIIHH.
[TpoTOKOINIBI, BBIMUCKA M3 MPOTOKOJA, IOKJIAaJHbIE U
00BSICHUTEINIbHBIE 3aIIMCKH, 3asIBJICHMUSI, IPEJICTABICHHUSL.

Tema6. | Opranuzanus [TonsATHE NOKYMEHTOOOOpPOTAa M €r0 OCHOBHBIC 3Tallbl.
JOKYMEHTO000poTa Opranuzanus paboThl C TOKYMEHTaMHU: SKCIEAUITUOHHASL

00paboTKa BXOJSAIIUX, UCIIOJTHEHHBIX U OTIPABIIAEMBIX
JIOKYMEHTOB; [IpEIBAPUTEIILHOE paccMOTpeHue
JIOKYMEHTOB B ciryx0e JOKYMEHTAHOHHOTO
o0ecrieueHus; palLMOHAIBHOE JBUKEHHE JIOKYMEHTOB
BHYTPH  OpraHM3alli¥; MCIOJHEHHE JOKYMEHTOB,;
MHJEKCUPOBAaHUE TIOKYMEHTOB.

Tema7. | ApxuBHOE J€I0. [Tonatne  apxuBa W ucTOopus  (POpPMUPOBAHUSA
Homenxiarypa U | TOCYIapCTBEHHOMN apXHUBHOU CIIyKOBI PO.
dbopmupoBaHue €. l'ocynapctBeHHass 4acTb apxuBHoro ¢ouaa PO.

ApxuBHBIN (OHJI OpraHU3alMH, KOMMEPUECKOH (PUPMBI.
Odopmiienue Jen  JUIMTENbHBIX CPOKOB XPAaHEHUS;
COCTaB YYETHBIX JIOKYMEHTOB apXuBa; Iepefaya u
UCIOJIb30BaHUE JOKYMEHTOB apXHBa.

Bunel HOMEHKJIATypbl JA€; TUIIOBbIE M IPUMEpHBIE
HOMEHKJIATypbl ~ J€l  OpraHu3alud;  COCTaBJIEHUE
HOMEHKJIATypbl;  coOirofieHue  TpeboBaHUN  IpH
bopMHpOBaHUU JIeNl; XpaHEHHE Jiel Y HCIOJHUTENS;
JIOKYMEHTbI BHYTPH JIE.

Tema8. | Okcneptuza  1eHHOCTH | [IoHATHE LIEHHOCTH TOKYMEHTOB, CHCTEMa 3KCIEPTHBIX

JIOKYMEHTOB. OpraHoB, NEPEYHU JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHUs1, METOAMKA IIPOBEACHUS SKCIIEPTU3bI LICHHOCTH
nokyMmeHToB. [loaroroBka u mepemaya Jenl B apXUB
OpraHM3aly, TMOpSINOK Mepeladd JIOKyMEHTOB Ha
rOCY/IApCTBEHHOE XpaHEHHUE.

5.2. CTpyKTYypa JIMCIHHUILTHHBI
Ne KonnuecTBo 4acos

Izizii?)a HaumenoBanue pasnena (Tembl) Beero | JIK m CP

Temal. | OcHOBHBIE MOHATHSA AEIONPOU3BOICTBA.

HopmaTtuBHo-1ipaBoBoe obOecrieueHne 7 2 2 3

JIOKYMEHTAILMOHHOTO 00eCTeyeH s yIpaBIeHUs

Tema2. | CocTaB peKBH3HUTOB H MIPAaBUIIA UX OPOPMIICHHSI 7 2 2 3

Tema3. | [IpaBuia 1e10BOTO CTHIIS M MAITHHOTIICHOTO
odopmiieHus Tekcra. Cucrema aenoBoi 8 2 2 4
MEPETUCKH.

Temad. | OpranuzanMoOHHO-IIPABOBAas JOKYMEHTALUS. 9 2 4 3
JIoOKyMeHTHpOBaHUE ABUKEHHUS KaJIPOB.

Tema5. | Cucrema pacnopsIuTeNTbHON JOKYMEHTAIHH.

Cucrema cripaBouHO-HHGOPMAITMOHHON 12 4 4 3

JIOKYMEHTAlUH.

Tema6. | Opranuzanusi JOKYMEHTO000pOTa 8 2 2 4

Tema/. | ApXUBHOE A€EIO. 8 5 2 4
Howmenknarypa u ¢popMupoBaHue gei.




Tema8. | DkcnepTH3a EHHOCTH TIOKYMEHTOB. 8 2 2 4
KoncynbTanus - - - -
IIpomexyTOUHast arTecTanus - - - -
OO6muit 00bemM 66 18 20 28

5.3. IlpakTH4YecKHe 3aHATHSL M CEMHUHAPBI
Ne | Ne paznena Tema KomnuectBo
/11 (TembI) 4acoB
1 Tema 1. CocrtaB HOpMaTUBHO-TIPABOBOTO OOECTICUEHUS
JIEJIONPOU3BO/ICTBA. 3aKOHOAATeNbCTBO PD, mpaBoBbIe
aktbl [Ipesunenta, [IpaButenscTBa PO, dhenepanbHbIx 2
OpraHOB MCIOJHHUTEIBHOMN BIACTH B 0OJIACTH
JIOKYMEHTALMOHHOT0 00eCIIeYeHHUs.
2 Tewma 2. CocTaB peKBU3UTOB U NpaBuJIa UX 0(hOpMIICHUS 2
3 Tema 3. | JIoKkyMeHTHI, BBICTYIIAIOIINE B KAUECTBE MHCTPYMEHTA
ONepaTUBHOr0 UH(MOPMALIMOHHOTO OOMEHA MEXAY 2
OpraHu3aLUSIMHU.
4 Tewma 4. KoMIuIeKchl JOKYMEHTOB 110 0)OPMIICHHIO: TIepeBOIa Ha
JpyTyto paboTy, OTIYCKOB, NOOIIPEHUIH PAOOTHUKOB, 4
JUCLUIUIMHAPHBIX B3bICKaHUM, aTTecTallui paOOTHUKOB,
CJIy>K€OHBIX KOMaHIMPOBOK, YBOJIbHEHHUSI.
3) Tema 5. [TonsiTue cripaBOYHO-UH(OPMALIMOHHON JOKYMEHTALIUH.
ITpoTOKOIIBI, BBIMUCKU U3 IPOTOKOJIA, JOKJIAJAHbIE U 4
00BSICHUTEINIbHBIC 3aIIMCKH, 3asIBJICHMUS, IPEJICTABICHHUSL.
6 Tema 6. | Opranuzanus paboThl C JOKYMEHTaMU: 3KCIIEJUIIMOHHAS
00paboTKa BXOJAIIMX, UCTIOJTHEHHBIX U OTIIPaBIISIEMbIX 2
JIOKYMEHTOB.
7 Tema 7. ApXuBHOE JIeJI0. 2
HowmeHnknatypa u ¢popMupoBaHue aei.
8 Tema 8. | Iloaroroska u nepenaya Aeil B apXUB OpraHU3alLNM,
MOPSAJIOK Mepeaadn JOKYMEHTOB Ha TOCY/1apCTBEHHOE 2
XpaHEHHE.
5.4. JIabopaTopHble padoThl
No | Nepaznena HaumenoBanue nabopatopHbix paboT KonuyectBo
/11 (Tembl) 4acoB
5.5. CamocTosiTe/IbHOE H3YUEHHE Pa3/1eJI0B (TeM) AUCIUNINHbI
Ne paznena Tembl, BBIHOCUMBIE HA CAMOCTOATEIBHOE N3YUEHHE KonnuecTtso
(Tembr) 4acoB
Temal. OcHOBHBIE TIOHATHUS JEIONPON3BOCTBA.
HopmaTtuBHo-nipaBoBoe obecrieueHre JOKyMEHTallnOHHOTO 3
oOecrnieueHus yrnpaBiaeHUs
Tema2. CocTaB peKBU3UTOB U IpaBUIIa UX 0HOPMIICHUS 3
Tema3. [IpaBuia 1emoBOro CTUIIS U MAIIMHONIUCHOTO O(hopMIIeHUs 4
Tekcra. Cucrema J1el0BOM NEPENUCKU.
Tema4. Opranu3alnOHHO-TIPaBOBasi JOKYMEHTALHS. 3
JIOKyMEHTUPOBaHHE JBIKEHUS KaJlpOB.
Temas. CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH. 3




Cuctema cipaBOYHO-MH(POPMALMOHHON JJOKYMEHTAIUH.

Temab. Opranu3zanus JOKyMEHT0000poTa 4

Tema7. ApxuBHOE J€0.
Howmenknarypa u popMupoBanue aei.

Temas. DKcnepTu3a HEHHOCTH T0KYMEHTOB. 4

6. OBPA3OBATEJIBHBIE TEXHOJIOT' A

N3yyenne nucuuruinabl «JloKkyMeHTAIIMOHHOE OOecrieueHue YIpaBlIeHUs» OCHOBAHO Ha
MPUMECHEHNE WHHOBAIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH, OCHOBAHHBIX Ha MCIOJIb30BAHUU
AKTHUBHBIX U UHTEPAKTUBHBIX METOJIOB OOyUECHUSI.

OcHOBHBIE BUIbI UCTIOIB3YEMBIX 00pa30BaTEIbHBIX TEXHOIOTHUA:

-IeATeIbHO-OPUEHTUPOBAaHHOE  OOydeHHe  CTYIeHTOB. JlesTenbHble  TEXHOJIOTHH
BKJIIOYAIOT B ce0s aHalu3 CHUTyalldid, pPEIICHHE CHUTYallMOHHBIX 3a/a4, MOJCIMPOBAHUE
npoecCuOHaNBHOM NesTEIbHOCTH B Y4€OHOM IPOLIECCE;

-JINYHOCTHO-OPUEHTUPOBAHHOE 0OyueHue. M3yueHue IUCHUIUIMHBI MpPEAIoiaraet
BO3MOXXHOCTh BbIOOpa JUIsl CTYACHTOB U MOCIEAYIONIee BBIMOIHEHHE PA3IUYHBIX TBOPUYECKHUX
3ajanuil. Tak, CTYyJEHTBHI MOTYT MOATOTOBUTh MHUCHBMEHHOE pEIICHUE 3aJaud; IOATOTOBUTH
KPOCCBODP/IBI M TECTHI [0 U3yYaeMbIM TEMaM; BBICTYIUTH C pedepaToM (OKIaI0M).

-aJanTUBHAsE  TEXHOJIOTHS  (WccienoBaTenbckoe — oOydeHHe), OCHOBaHHAs  Ha
MaKCHMaJIbHOM BOBJICUCHUHU CTYJCHTOB B MHIUBUAYAIbHYIO CAMOCTOSITEIbHYIO PaboTy.

AKTHBHbIE U HHTEPAKTHBHbIe 00pa3oBaTejbHble TEXHOJOTHH, HMCIOJIb3yeMble B
ay/IMTOPHBIX 3aHATHAX

Ne paznena Bun Hcnonb3yemble MHTEpaKTUBHbIE OOpa3oBarenbHble | KonnuectBo
(Tempr) 3anstus (J1, TEXHOJIOTHUU™ 4acoB
13, C, JIP)
3 13 Juckyccust 2
5 I13 Pa6ora B rpynmnax (mpoBeieHUe COBEIaHUs U 2
COCTAaBJICHHE MPOTOKOJIA)
7 113 KoMnbroTepHast mpe3eHTanus 2

*Pacnipenienienyie SBISETCA NpUMEPHbIM, T.K. TPENOJABaTeb MOXET BapbUpPOBATh
o0Opa3oBaTelbHbIE TEXHOJOTMM B 3aBUCUMOCTH OT KOHKPETHOH TeMbl, a Takke C y4eToM
YPOBHS OCBOCHHSI 3HAHWW, YMEHUN U HaBBIKOB CTYJIEHTAMH 110 JUCLUIIIINHE.

Ilepeyenn HH(pOpPMALMOHHBIX TeXHOJIOTHH, HCI0JIB3YEMbIX npH
OCYLIeCTBJICHUH 00pa30BaTeJIbHOI0 NPOLecca Mo JUCHHUILINHE:
— 00paboTKa TEKCTOBOW HH(POPMAIIH;
— cOop, XpaHeHHe, CHCTeMaTH3alus ¥ Bbl1aya Y4eOHOW U Hay4yHOH nHpopManuy;

— IIOATOTOBKA, KOHCTPYMPOBAHME M IPE3CHTALMS MTOrOB HCCIIENI0BATEIbLCKOU U
AQHAJIMTUYECKOMN NEATEIIBHOCTH;

— CaMOCTOSATENbHBIM TOMCK JIOTOJHUTEIFHOIO y4eOHOTO M HAay4yHOro MaTepHuana, c
WCITOJIb30BAaHNEM TIOMCKOBBIX CHCTEM U CAUTOB ceTH MHTEpHET, 3JIEKTPOHHBIX SHIMKJIONEINN
u 0a3 TaHHBIX;

— HCMOJb30BaHUE 00pazoBaTeNbHbIX TexHoyorud B pamkax OUOC ang pacchuUiku,
HEPENUCKH U 00CYXIEHUS BO3HUKIINX YUEOHBIX TPOOIIEM.

7. OUEHOYHBIE CPEJACTBA JJIsL TEKYLIEI'O KOHTPOJISA
YCINEBAEMOCTHU U TIPOMEXXYTOUYHOM ATTECTAIIUH
Jlna arrectanuu OOy4yarolUXcs HAa COOTBETCTBHE MX IE€PCOHAIbHBIX JOCTHXKEHUN
nostanHbiM TpeboBanusaM OIIOII mo crnenumansHOocTH 438.02.010K0HOMHKA U OyXrantepckui
y4eT (110 OTpacisiM) CO3Aar0TCsl (DOHIBI OIEHOYHBIX CPE/ICTB.
Tunosbie TeMbl pedepaToB

1. Wcropus BO3SHUKHOBEHHUS JIEJIOMPOU3BOIcTBAa B Poccun.




Cucrema JOKyMEHTAIMOHHOTO 00ECTIEUeHHs yIIPaBIICHUS.

Jokyment. Kiaccudukanust JOKyMeHTOB.

bnanku ctporoit orueTHOCTH. OCOOEHHOCTH XpaHEHUs OJaHKOB CTPOrOM OTYETHOCTH.
Buspt 6;1aHKOB 1 TpeOOBaHUS K HUM.

@yHKUIUHU U 0053aHHOCTH CEKpeTapsi-pedepeHTa.

KanpoBerit mogdop nepconana.

TexHuueckue cpescTBa, oOecreynBaroIue Tpy/1 cekpeTapsi, opuc-MeHeIKepa.
BezonacHOCTh 1IEeHHBIX HHPOPMALIMOHHBIX PECYPCOB.

0. Opranu3anmoHHO-IIPaBOBAasl KaJpoBas JOKYMEHTALHs.

11. Drtuyeckue TpeOOBaHUS K OUC-MEHEIKEDY.

12. TpebGoBanHwus, NpeabsBIsIeMble K 0DOPMIICHHIO TTUCEM.

13. TlpaBuia peructpanuy BXOISIICH U HCXOIIEH KOPPECTIOHACHIIUH.

14. ]JIoKyMEHTOIIOTOKH: BHYTPEHHHE U BHEILIHHE.

15. TlpaBwmiia y4yera u XpaHeHHs TPYAOBBIX KHIDKEK. OQopmiieHre npuema Ha paboTy.

16. Pa3HOBUIHOCTH CIIy)KEOHBIX MHCEM.

17. TlpaBuina Benenus 3acenanus. [IpoTokou 3acenanusi, BUIbl IPOTOKOJIOB.

18. XpaHeHue UCTIOJIHEHHBIX JOKYMEHTOB B [10/Ipa3/I€lCHUAX OpraHU3alliy U €€ apXuBe.
19. Odopmienue pacopsSANTEIHLHON JOKYMEHTAIUH.

20. TpeGoBanus k 0HOPMICHUIO TUYHBIX JICII.

21. Pabota ¢ KoH(pUIECHINATBHBIMHA JOKYMEHTAMH.

22. CtpykTypa KajipoBOil HHPOPMALIMOHHO-T0KYMEHTAIlUOHHON CUCTEMBI.

23. Homenknarypa nen. Buast Homenknatyp. CoctaBieHue u ohopMiIeHne HOMEHKIIATYPBI JIE.
24. JIOKYMEHTHI 10 INYHOMY COCTaBY.

25. DkcrepTusa IEHHOCTH JIOKYMEHTOB.

26. DTHKa CEKpETapCcKOro Tpy/a.

27. JlenoBbIe U IMYHBIE Ka4eCTBa CEKpeTaps.

28. KoHTpOJb 32 UCHIOJIHEHUEM JJOKYMEHTOB (TEKYILUH, peIynpeIuTeNbHbINA, UTOTOBBIH).
29. Krnaccudukaius 1enoBoi JOKyMEHTAIHIH.

30. O6ume HOpMBI W TMpaBuia OQOPMIICHHMS JOKyMEHTOB: Pa3Mmepbl Oymaru, Hymepauus
CTpaHMII, 1aT, COKPAIICHHS CJIOB B TEKCTE, HATMCAHNE YUCEIL.

HBOoo~NoOR~WDN

TunosBbie 3a1aHus B TeCTOBOI popme

1. 3akoHYHTe HAYATOE MPe/IJI0KeHHe OJHUM U3 TPeX BAPHAHTOB
oTBeTAa:

JlokyMeHT0000pOT - ABMKEHHE JOKYMEHTOB B OpTaHU3allMU CMOMEHTA UX CO3JaHus J10:

11. nepenauu Ha UCHIOJHEHHE

1.2. moAmuMBKY B €TI0

1.3. 3aBepiIeHUs MCIIOJHEHUS WU OTIPABKH

2.1loguepkHUTE NPABUIbHBIN OTBET

JloyKHA T MHCTPYKIUS 10 AETONPOU3BOJICTBY OPTaHU3AIMH YCTAHOBUTH TEXHOJIOTHIO BCEX
JEIIONPOU3BOICTBEHHBIX ONEPAIIUiA, BHIMOTHIEMBIX B OpPraHU3aIN?

2.1. na

2.2. Her

3. KeM ycTaHaBIMBawOTC HHIUBUAYAJIbHbIE CPOKH MCIIOTHEHUS
AOKYMEHTOB?

3.1. pykoBomuTEIEM CTPYKTYPHOTO MOPA3ACICHUS, TJI€ UCTIONHAETCS JOKYMEHT

3.2. KaHUenspuen

3.3. PYKOBOJMTEIIEM OPTaHHU3AINH

4. Kakue ¢gopMBbI perucTpanuu 10KyMeHTOB B Poccun?

4.1. xypHaIbHas

4.2. xapTo4Has

4.3. aBTOMaTHU3WPOBAHHAS



4.4. Bce BBINIENIEPECUNCIICHHBIC

5. le/l Perucrpanv KaKux 10KyMEHTOB BMECTE € NOPAAKOBLIM PEruCTpaliuOHHbIM

HOMEPOM NPOCTaBJIsieTCsl HOMeP JeJ1a, B KOTOPOM XPAHHUTCS KONHS JOKyMeHTa?
5.1. mnpukassl

5.2. TPOTOKOIBI
5.3. aKkrth
5.4. nucpma
6. B kakux 10KyMeHTaX PS/I0M C PerucTPAllMOHHBIM HOMEPOM yKa3biBaeTcsl OykBa «JI»
u «K»?
6.1. aKkrthI
6.2. IOKJIAIHBIE 3alIMCKU
6.3. mpuKa3bl MO0 OCHOBHOW JIEATEILHOCTH
6.4. TpUKa3bI 10 TUYHOMY COCTABY
6.5. cnpaBku
7. Ilpu perncTpanuu Kakoro J0KyMeHTa ATy PerucTpaluH yKa3bIBalOT He B JeHb
ero noanucanus’?
7.1. npukas
7.2. TPOTOKONT
7.3. pelieHue
7.4. mocTtaHOBJICHUE
8. Eciii IOKyMeHT OTIpaBJisieTcsl B /IBa a/ipeca M0 Mo4Te, TO CKOJILKO He00X0JUMO
NMOJAr0TOBUTDH IK3EMILIAPOB ITOr0 JOKYMEHTa?
8.1. uernIpe
8.2. nBa
8.3. Tpu
9. Kakue MOryT ObITh HOMEHKJIATYPBI Aen?
9.1. xoHKpeTHas
9.2. mpumepHas
9.3. TtumoBas
9.4. Bce BBINICTIEPEUNCIICHHBIC
10. B HoMeHKJIaType JeJl JIOKYMEeHThI CHCTEeMaTU3UPYIOTCS :
10.1. mo BuIaM JOKYMEHTOB
10.2. mo comepxaHuIO
10.3. mo cpokam xpaHeHus
10.4. Bce BblIIETIEPEUUCIIEHHBIE
11. Kto mo:xeT padoTaTh C JOKYMEHTAMH, MMEIOIIMMHU KOMMEPUYECKYI0 TaiHy?
11.1. TonIbKO PYKOBOIUTEND
11.2. Bce paOOTHUKH OpTaHHU3AIHA
11.3. pykoBoAHUTENN CTPYKTYPHBIX MOApPA3IeICHUI, OpraHu3aIHii
11.4. paGoTHMKH, ONIpeeIEHHbIE PYKOBOIUTEIEM
12. PexkBU3HMT JOKYMEHTA - 3TO:
12.1. ero OTOENBHBIA DIIEMEHT
12.2. yacTp ciyxeOHOro nmucbMa
12.3. pupmeHHbIN O1aHK
13. B kakoM ciiy4yae npaBuJIbLHO 0(popMIIeH PEKBU3UT «AapecaT»?
13.1. Tupexropy mkoubl Ne 26 MatseeBoit Tamape IlerpoBHe
13.2. Tupexropy mxoisl Ne 26 Matseepoit T.I1.
13.3.355000, r. CraBpomnons, nip. FOHocTH, 7 Qupektopy mkosnsl Ne 26 r-ke MaTBeeBoi
T.IL
13.4. Tupexropy CraBponoabckoit mkoibl Ne 26 T.I1.MarBeeBoi
14. B pexBu3nTE «ApecaT» HHULHUAJBI CTABAT:
14.1. nepen pamunueit agpecara
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14.2. nmocne dhamummu agpecara
15. B kakoMm ciay4yae npaBUJIbHO 0(popMiieH peKBH3UT «OTMeETKa 0 HAJTUYUHU
NPHUJIOKEHU D, €CJIH B TEKCTEe CONPOBOANTENbLHOI0 NUCbMA He YIOMHHAJIOCH O
NPHJIOKEHNHn?
15.1. ITpunoxenue: 1. CrpaBka 0 cOTrJIacOBaHUM IPOEKTa Ha 4 J1. B 1 9K3.
2. OT3BIB 110 POEKTY Ha 2 JI. B 1 3K3.
15.2. Ilpwioxenue: Ha 6 1. B 1 9K3.
16. C kakoii HeJibI0 HAa CJAY:KeO0HOM MUChbMe YKa3bIBAT (paMHuJINI0 U TejledoH
HCIOJIHUTEJISA?
16.1. st onepaTUBHOM CBSI3U C UCTIOTHHUTEIEM
16.2. nns npugaHus JOKYMEHTY IOPUINYECKOM CHITBI
17.B kakoM ciiyyae npaBwibHO oopmiieH pekBu3uT «I[loanucey» Ha OJ1aHKe
AOKyMeHTa?
17.1. Jupextop mkoibl Ne 25 B.A. IlerpoBa
17.2. IupexTop MIKOJIbI ITerpoBa B.A.
17.3. AupexTop B.A.IletpoBa
18. Inan pa6oTsl mkoabl HA 2001—2002 yyeOHBI 1o yTBep:K/AeH pellieHueM
NneAaroru4eckoro copera. B kakom ciayyae npaBujbHO opopmiaeH pekBU3UT «I'pud
YTBepKIAeHHUsI JTOKYMeHTa»?
18.1. YTBEPXIAIO
Pemenne nemarorndeckoro cosera ot 12.08.2006 r. Ne 14
18.2. YTBEPX/IEH
Pemennem nemarorundeckoro cosera ot 12.08.2006 Ne 14
18.3. YTBEPX/IEH
Pemenue nenarornueckoro copera ot 12.08.2006 r. Ne 14
19. PekBU3HUT corjacoBaHusi 0popMJISIIOT CJIeTYIOIUM 00pa3om:
191. COI'JTACOBAHO
[TpoTokosom 3acenanus
IIpaBnenus ctpaxoBoi
komnanuu «ILmaneray
o1 21.06.2006 Ne 10
19.2. H.N. Opinos
nOONUCH
19.3. HavaibHUK IOPUANYECKOTO OT/ENa
JIMYHAasi HOIIHMCH T.H. CunopoB
21.12.2006
20. 11 JOKYMEHTA, MOJJIHUHHUK KOTOPOT0 0CTAeTCH B OPraHU3aluU, BU3bI
NMPOCTABJSAIOTCA:
20.1. HIDKE MOANUCH PYKOBOIUTENS, MTOAMMCABIIETO TOKYMEHT
20.2. B HIDKHEH 9acTH 0OOPOTHOM CTOPOHBI ITOCIIEHETO JINCTA MO TMHHUKA IOKYMEHTA
20.3. Ha MEPHOM JIUCTE JJOKYMEHTa Ha €ro 000pOTHON CTOpOHE
21. lJist TOKYMEHTA, MOJAJUHHUK KOTOPOT0 OTNPAaBJISieTCs] U3 OPraHU3aluM, BU3bI
NMPOCTABJSAIOTCSA:
21.1. B HWOKHEW YaCTH JIUIIEBOM CTOPOHBI MOCIICTHETO JIUCTA KOTIHH
JOKYMEHTa, HaXOJISIIEHCS B OpraHU3aluu
21.2. B HIDKHEH 9acTH 0OOOPOTHOM CTOPOHBI IMTOCIICTHETO JINCTA KOTIHUH JIOKYMEHTA,
HAXOJIIEHCs U OpTaHU3aINH
21.3. Ha mepBOM JIMCTe 0OOPOTHOM CTOPOHBI JOKYMEHTA
22. B oTcyTcTBHE PYKOBOAUTEIS MOAMUCAHNE JOKYMEHTA 3aMeCTHTeIeM HJIH
HCIOJTHSIOIIMM 003aHHOCTH PYKOBOAUTEJIS:
22.1. 3a nupekTopa A.N. Iletpos
(moxmuck ero 3ama Cumopona)
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22.2. JlupexTop ' A.N. Tletpos
(moamuce ero 3ama CusiopoBa)
22.3. N.0. nupekrtopa I'.B. Cunopos
(JlnyHast MOJIUCH)

23. IlonsTue «/lessonpou3BoacTBOY - ITO:

23.1. cucrema XpaHeHHs JJOKYMEHTOB

23.2. cocTaBjeHUE JOKYMEHTOB

23.3. JOKyMEHTHPOBAaHUE U OpraHu3anus paboThl ¢ JOKYMEHTaMU

24. C noMoIbI0 KAKOT0 peKBU3UTA 0(hopMIIsieTCsl BHEIIIHee COrJIacOBaHMe IOKyMeHTa?

24.1. BU3BI, COTIaCOBAHUS

24.2. rpuda coriacoBaHMs

25. Eciu 1Be Opranu3anum coCTABJISIIOT COBMECTHBII IOKYMEHT,
TO OH opopmJIsieTcs:

25.1. Ha GraHKe EepBOW OpraHU3AIIH

25.2. Ha O1aHKe BTOPOM OpraHu3aIuu

25.3. Ha mucte Oymaru gopmara A4

26. KeM moanuchIBalOTCA JOKYMEHTBI, COCTaBJIsieMble KOMHUCCHeT?

26.1. pykoBOAMTEIEM OpraHU3AINA

26.2. nmpencenarenem

26.3. mpeacenareneM U WieHaMHd KOMUCCUU

26.4. mpencenareyieM U CEKpeTapeM

27. Ha kakoM cJ1y:Ke0HOM nucbMe MpocTapJjsieTcs pekBU3UT «Cchlika Ha
PerucTpanuOHHbIH HOMEP U ATy JOKYMEHTa»?

27.1. mpocrbax

27.2. cOnpOBOAUTENBHBIX

27.3. u"HPOPMAIIMOHHBIX

27.4. oTBeTaxX

28. SIBasieTcs1 JiM 00513aTeJIbHBIM [IJI51 pETHCTPALIMU OPTaHU3A MM, YUPeKIeHHU
HaJn4ume Ycrasa?

28.1. na 28.2. Her

29. Kakue opranu3alnoHHbIe JOKYMEHTHI YTBEPKIAIOTCS Py KOBOAUTEIEM
opranu3anum?

29.1. 1OMKHOCTHBIE UHCTPYKIIHU

29.2. IOJIOKEHUS O CTPYKTYPHBIX IMOAPA3IEICHUSIX

29.3. mTaTHOE pacnycaHue

29.4. mpaBuiia BHYTPEHHETO PACIIOPSIKA

29.5. Bce IEpEeUYUCIICHHBIE BhIIIE JOKYMEHTHI

30. B kakoM JOKyMeHTe MOTYT ObITh OrOBOPEHbBI YCJI0BUSI PEOPTaHU3ALUHN 1
JIMKBHIANMHU OpPraHu3anumn’?

30.1. B YcraBe opranu3aiu

30.2. B [lonoxeHnn 0 CTPYKTYPHOM I0/Apa3iesieHUH

30.3. B IOIDKHOCTHOW MHCTPYKITHH

31. C kakuMH JOKYMEeHTAMH MPH NOCTYILIEHHHU FPAKIAaH HA Pa00Ty B OPraHU3aIMI0 UX
AOJIZKHBI TO3HAKOMMTH ?

31.1. YcTaBoMm opranuzaiiu

31.2. [lonoxxeHneM 0 CTPYKTYpHOM TIOAPA3IeNICHUH, Ky/1a TOCTYTIaeT
Ha paboTy rpakJaHuH

31.3. 10OJDKHOCTHOM MHCTPYKITUEH

31.4.co BceMHu NepeUYHCICHHBIME BBIIIE JOKYMEHTAMU

32. Kakue pacnopsiiuTe/ibHble JOKYMEHThI H3/1aI0TCS HA OCHOBE eIMHOHAYAIHA?

32.1. Pemenus

32.2. nmpukassl
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33. KTo HeceT 0TBETCTBEHHOCTH 32 H3IaHUE MpUKa3a?
33.1. TOMKHOCTHOE JIUIO, TOATOTOBUBILIEE MPOEKT MPHUKa3a
33.2. pyKOBOJUTENHh OPTaHU3AIUN
33.3. TOMKHOCTHOE JIMIO, OITUCABIIIEE TPUKA3
34. Kakoii peKBU3UT He BXOJIUT B cOCTaB (popmyJisipa-odopa3ua npukaza?
34.1. BUI TOKyMEHTa
34.2. nata 1OKyMeHTa
34.3. agpecar
34.4, HauMeHOBaHUE OPTaHHU3ALHH
34.5. monmuck
34.6. Tekct
34.7. 3aroJIOBOK K TEKCTY
35. Kakast yacTh TeKcTa NPUKAa3a siBJIsSETCHA 00s13aTeJIbHON?
35.1. koHCTaTUpYyIOmas
35.2. pactiopsiauTeabHas
36.3aBepsieTcs JiM MOAMUCH PYKOBOJNTEISI HA MPUKAa3e NeYaThi?
36.1. na 36.2. HeT
37. B kakoMm cay4dae NpaBWIbHO 0(popMJIeH PeKBU3UT «OTMeETKA 0 3aBepeHUHN KOMUMN»?

37.1. BepHno:
WNHcnekTop oTaena kKaapoB  JIMYHAs N.N.I1lerpoBa
MOJIHUCH
37.2. Bepro
HNucnekrop oTnena KagpoB JUYHAA N.N. TlerpoBa
ITOJIIHACH
37.3. Bepuo
WNHcnekTop oTaena KagpoB  JIMYHAS N.N. Ilerposa
noanuck 16.03.2006

38.UTo 03HaUYaeT BH3a IOPUCTA HA MPUKa3e?

38.1. BHyTpeHHEee COrIacoBaHue, MOATBEPK/IAIOIIee, YTO IPUKA3 He IPOTUBOPEUYHUT 3aKOHY

38.2. 00s3aTenbHBIA PEKBU3UT NIPHUKa3a, MPUIAOIIHNA MY FOPUITICCKYIO CHITY

39. Urto siBaIsieTCs1 AaTOI MpoTOKOJIa?

39.1. naTa moamMCaHUS MPOTOKOJIA

39.2. nara 3acegaHus

39.3. maTa perucrpary IpoToKOIa

40. CTaBuTCH JIM HA NOJAMUCH B MPOTOKOJIE Me4YaTh?

40.1. na 40.2. HeT

41. Kakoii HOpMATHBHBII JOKYMEHT B OPraHU3aLMM ONpe/ielisieT MOPSA0K padoThl ¢
AOKyMeHTaMu?

41.1. MHCTPYKIHMS IO JEIONPOU3BOICTBY

41.2. permaMeHT pabOTHI

42. KeMm yTBep:kIaeTcsl CBOJHAS HOMEHKJIATypa e/l OpraHu3anun?

42.1. pyKOBOOHUTEIEM CTPYKTYPHOTO TIOApA3ACICHUS OpraHU3aul

42.2. pyKOBOJIUTENISMU CITY>KOBI JITONPOU3BOJCTBA

42.3. pyKOBOIUTEIISIMU OpTraHU3aInN

42.4. 3amecTUTENIEM PYKOBOJIUTENS OpraHU3alliK, OTBEYAIOIINM 32
CITYK0y JIeTIOpPOU3BOJICTBA

43. IIpuka3pl M0 IpHeMy, YBOJIbHEHHI0 PA0OTHMKOB MOMELIAKTCS:

43.1. B mene BMECTE ¢ MpUKa3aMu O KOMaHIUPOBAHUN PAOOTHHUKOB

43.2. OTIIeNbHO OT MPUKA30B O KOMaHAUPOBAHUHU

43.3. BMecTe ¢ TTpUKa3aMH 110 OCHOBHOM €S TEIbHOCTH

44. TIpoToK0JIbI COOPAHUH KOJLUIEKTHBA M 3aCeJaHNH KOJLIernH
PerucTpUpyIOTCs:



44.1. BmecTe
44.2. otnensHO
45, CpoK MCIOJTHEHUS JOKYMEHTA UCHUCISIeTCs:
45.1. co qHS NOCTYIJIEHUS JOKYMEHTA
45.2. co IHS HaNUCaHUsI PYKOBOJUTEIIEM PE30I0IUN
46. Kakoii Mo:keT ObITH 00LIUI pacHOPSIAUTEIbLHBIN JTOKYMEHT ABYX OPraHu3aluii, u
O/THO¥ M3 KOTOPBIX M3/1aeTcsl MPUKa3, B IPYroi - pacnopsikeHune?
46.1. npukas
46.2. nocTaHOBJIEHUE
46.3. perienue
46.4. ykazaHue
47.CoBMeCTHOE MUCHMO JIBYX Opranusanuii opopmisiercs:
47.1. na G6;1aHKe OJTHOW OpraHHU3aIuu
47.2. Ha GiaHke APYyroi opraHu3auu
47.3. Ha nucte Oymaru popmara A4 unu AS
Ku1104 1511 OleHKH pe3yJIbTaTOB TeCTHPOBAHMSA

KosnuecTBO NpaBHJIbHBIX OTBETOB Onenka
ot 46 no 47 OTJINYHO
o1 39 no 40 XOPOIIO
ot 20 o 38 YJOBJIETBOPUTEIBHO
ot 0 mo 15 HEYJIOBJIETBOPUTEIBHO

TunoBble 3aJaHUA ISl IPAKTHYECKOH padoThI

Cmooenupyiime pewenue x cumyayuonuvim 3aoauam, ucnoawvsys CIIC Koncynemanm
Inoc (hopmbl 0okymenmos).
3ananme 1.

B ponu cnenuanucrta kaapoBoi CiayObl Ha OCHOBaHUM TapU(PHO-KBAIU(UKALIMOHHOTO
CIPAaBOYHHUKA JOJDKHOCTEH CIEUATMCTOB U U3JIOKEHHBIX B HEM TPeOOBaHUIl K cHenuaInucTaMm
cocTaBbTe, O(POPMUTE, MOANUIINTE U YTBEPAUTE JOKHOCTHYIO MHCTPYKIIHIO FOPUCKOHCYIIBTA.

1. 3ananue

CocTaBuUTh MHCTPYKIMIO Ha OCHOBE 3akoHojarenbcrBa Pd. OtaenpHyro rpynmy
COCTaBJISIIOT JIOJKHOCTHBIE MHCTPYKIMH, KOTOPbIE TakyKe OBIBAIOT THIIOBBIMH, OTPACIEBBIMH U
WHAWBUIYaTbHBIMHU.

WHcTpykuys q0mKHA UMETh:

- HAMMEHOBAaHUE OpraHu3aluu;

- HaMMEHOBaHMe BHJIa JOKYMEHTA;

- Aary;

- HOMeEp;

- 3ar0JIOBOK K TEKCTY;

- rpud yTBEpKICHHUS;

- TEKCT;

- TIOAITUCH COCTaBUTEJIEH;

- mevyath (pu HEOOXOIUMOCTH);

- BU3HI.

3ananue 2.
Hcnons3yss mepedeHb pekBU3UTOB JokyMeHTOoB B I'OCT P 7.0.97-2016, onpenenwre,
IIPABWJIBHO JIM Ha3BaHbI I€PEUNCIIEHHBIE PEKBU3UTHI:
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PCKBU3HUT IIPaBHUJILHOC HA3BAHUC

1) I'ep6 Poccuiickoit deneparun

2) JOrOTHUI OpraHU3aLMH

3) Kol opraHu3aiu

4) KoJT TOKyMEHTa

5) HauMEHOBaHKE OPraHU3aALUH

6) agpec opraHu3aluu

7) perucTpalluOHHbI HOMEP JOKYMEHTA

8) meyartp

9) BU3bI COIIACOBAHUS IOKYMEHTA

10) wuaeHTUUKATOP  INEKTPOHHOW  KOMHHU
JIOKyMEHTa

3ananue 3.

O3nakombrech ¢ DenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-®3 «O mnopsake
paccMmoTpenus oOpareHuit rpaxaan Poccutickoit @eaepanumny.

BrinmonuuTe 3a1aHus, UCHOIb3YS YKa3aHHBIH HOPMATHUBHBINA JOKYMEHT.

No 1. Brivmiure B mpuBEACHHBIC HWXKE MPEAJIOKECHHS MPOMYIICHHBIE BUIbI OOpAICHUA
CpaXKIaH:

1)Korga rpakgaHuHy HEOOXOJMMO CONEHCTBHE B pealM3alldd €ro MpaB UM CBOOOJ, OH
MUIIET .
2)[1ns BOCCTAHOBJICHUS WJIM 3alllUTHl CBOMX HAPYIICHHBIX MpaB TPaKJaHUH OJDKEH
00paTUThCS B COOTBETCTBYIOIINE OPraHbl C ..

3)Ecau rpaxk1aHuH XO4YeT BBICKAa3aTh CBOM PEKOMEHAAIMH 0 YJIYUIICHHUIO JESTeIIbHOCTH
rocyJ1apCcTBa, TO OH JIOJXKEH COCTaBUTh IOKYMEHT, Ha3bIBAEMbIN

Ne 2. Brummute B mpuBeICHHBIC HUYKE TPEIOKECHHS TIPOIYIIICHHBIE CIO0BA:

1)Unnexc oTBeTa Ha 3asBICHHE TPa)KIaHWHA COCTOUT M3 U HOMeEpa Jefna 1o
HOMEHKJIAType JIeJ, B KOTOPOE MOIINBACTCS JaHHAs MTePENUCKa.

2)[Ipy momyuyeHUH OT Tpa)kAaHWHA MOBTOPHOTO OOpalleHHs B MPaBOM BEPXHEM YTy
JIOKyMEHTA JIeJIaeTCs OTMETKA .

3)PaccmaTtpuBasi MOCTYNMUBIIME OOpaIlleHUs TpaxkJaH, OTBETCTBEHHBIE WCIIOIHUTEIH
00s13aHbI IPUHUMATH TOJIBKO perieHusl.

4)I[IucbmenHoe oOOpallieHue TpakIaHWHA JODKHO OBITh PAacCMOTPEHO B TEUCHUE

CO JIHSI €T0 PETUCTPALIHH.

5)Ecnu marepuanbl, HeOOXOIUMBIE AJIS MPUHATHS PEIICHUS U OTBETa aBTOPY OOpallieHHs,
paccMaTpUBaOTCS B CyJe, TO OOMIMNA CPOK pacCMOTpPEHHUs OOpaIreHus mpoJIeBaeTCsl Ha BECh
nepuos

3aganue 4.
Osnakomprech ¢ Ilpukazom MuHKCcTepcTBa TpyAa M COLMAIBHOW 3amuTel PO ot
08.09.2015 1. Ne 6161 «O6 yrBepxaenuu [IpaBui BeeHUs TEHCUOHHON TOKYMEHTAIIN.
[Ipoananu3upoBaTh OpPraHU3aLUIO0 CIY>KOBI JIEIOMPOU3BOJCTBA B TEPPUTOPUATBLHBIX
noapasnenenusx Ilencnonnoro ¢ouna PO u BBISIBUTH €€ 0COOEHHOCTH: M3YYHUTh ONHCAHUE
OpraHMu3ali ¥ TEXHOJOTUU IOKYMEHTAI[MOHHOTO OOeCreueHusl yNpaBleHUs, B T.4. CUCTEMbI
ANIEKTPOHHOTO0 AoKyMeHToobopoTa [IDPy (COJ] I[1DP). AprymeHTHpOBaTH OTBET.

Hepeqeﬂb THUIIOBBLIX KOHTPOJbHBIX BOIIPOCOB

1. Ilepeuncnure OCHOBHbIE HOPMATHBHO-NIPABOBBIE JOKYMEHTBI, KOTOPBIMH CJIEIYyET

PYKOBOJICTBOBATKCS B 00JIaCTH AETONPOn3BoAcTBa B Poccuiickoit denepanuu.

Kaxkue emgé knaccudukamm J0KyMEHTOB BBl 3HaeTe?

3. Kak Bnusier Bug opranuzanuu Ha OpMbI JOKYMEHTUPOBAHUS M COCTaB JIOKyMEHTOB?
15
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10.

11.

12.

13.

14.
15.
16.

17.
18.

19.

20.
21.

22.

23.
24,

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

37.
38.

39.

B uém 3akmouaercst yHuUKaIMS yIPaBICHUYECKON JOKYMEHTAIUHN ?

Kak knmaccuuuupyrot MatepuanbHble HOCUTENN TOKyMEHTHPOBAaHHOM nHpopManun?
Jlaiite TOHATHE CHCTEMBl JOKyMeHTauuu. @OyHKIUOHAIBHBIE M KOPIOpPaTHBHBIE
CUCTEMBI.

YeM orTnMuaroTcs HHGOPMALMOHHBIE PECYPChI OT BCEX OCTAIbHBIX BU/I0B PECYpPCOB?
UYro Takoe HOpMaTHUBHO-MeToAu4ecKas 6aza JJ0Y?

Ha xaxue rpynmsl JenuTcs KOMILIEKC JOKYMEHTOB, PETYJIUPYIOIUX BOIPOCH! BEACHUS
Jeonpoun3BoicTBa B PO?

JlaliTe XapakTepUCTUKY OCHOBHBIX (peliepajbHbIX 3aKOHOB, pPErIaMEHTUPYIOLIMX
BOINPOCHI TOKYMEHTUPOBAHHON HH(DOPMAITUH.

Jns dero HyxkHa [ocynapcTBeHHas cucTeMa JIOKYMEHTALlMOHHOTO oObOecredeHus
ynpaBieHus?

Kakyio ponb UrparoT MHCTPYKLMHU IO JEJONPOU3BOACTBY B (pelepalbHbIX OpraHax
UCIIOJIHUTEJIHOM BiacTu?

Yro Takoe pexBU3UT nokymMeHTa? Crpynnupyire pekBuzutsl OPJl B 3aBuCMMOCTH OT
UX 1I€JIEBOT0 Ha3HAUEHUS U JIaliTe UM KPATKYIO XapaKTEPUCTHKY.

Yro takoe popmyisip nokymenra? Kakue Bubl (GopMyIsipoB Bbl 3HaeTe?

Kakue 1oKyMeHTBI OTHOCSTCS K OpraHU3aliOHHO-TIPABOBBIM?

KakoBa  ocHOBHas  (QyHKUMS  OpPraHM3AaLMOHHO-IIPABOBBIX  JIOKYMEHTOB B
YIPaBJIEHYECKON JESITEIbHOCTUH?

Kakue 10KyMEHTBI OTHOCATCS K YUpEAUTEIbHBIM JOKYMEHTAaM OpraHHu3aluu?

Kakumu HOpMaTUBHBIMU JTOKYMEHTaMH PErJIaMEHTUPYETCS] CO3JJaHUE YUPEIUTEIbHbIX
JIOKyMEHTOB?

KakoBbl crocoObl mnpugaHus OPUIUYECKOW CHIIBI  OpPraHU3alOHHO-IPABOBBIM
JOKyMeHTam?

KaxoB cpok nelicTBUs OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB?

Kakue NOKyMEHTBI pernaMeHTHPYIOT AEATEIbHOCTh CTPYKTYPHOTO IMOAPA3JEICHUS U
pabOTHUKOB OpraHu3anun?

Ha ocHOBe KakuMX HOPMAaTHBHBIX JOKYMEHTOB pa3padaThIBaeTCs IOJKHOCTHAs
UHCTPYKLHUA?

KakoBO 0CHOBHOE Ha3HaUEHUE PACIOPSAIUTENBHBIX JOKYMEHTOB?

KakoBo HazHaueHre MHPOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB B PacHOpsAUTEIbHON
JEATEIBHOCTH?

Kakue 1okyMeHTBI OTHOCSTCS K MHPOPMAIIMOHHO-CIIPaBOYHBIM?

KT0 nmeer npaBo coCTaBIIATh JOKJIAJHBIE 3alIUCKH, CIIPABKY, IPEAJIOKECHNA?

KaxoBbl 0CHOBHBIE ITpaBUiIa 0POPMIICHUS pa3IMUHBIX Yncel, LudpoBoi nHbpopMauu?
KakoBbI 0COOEHHOCTH SI3bIKA CITY>KEOHBIX JOKYMEHTOB?

Oxapakrepusyiite cnenupuieckie Npu3Haky JeI0BOT0 CTUIIS S3bIKa?

ITo kakoit cxeme (HhOpMYyIUPYIOTCS MMyHKTHI paCOPSIUTEIbHON YacTH MpUKasza?

Kaxue Buzb! cipaBok Bbl 3HaeTe?

C kaxoii 1eNbl0 pEruCTPUPYIOTCS JOKYMEHTHI?

KaxoBa ocHOBHas 11€71b KOHTPOJISI UCTIOJTHEHUSI TOKYMEHTOB?

Yro Takoe TUIIOBOW CPOK UCIIOJIHEHUS N1oKyMeHTOB? KTo ero ycranasnusaer?
HazoBute ocHOBHBIE Tarnbl 00pabOTKH UCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

B 4pl0 KOMIETEHIMIO BXOAMUT OpraHM3alusi pabOThl ¢ JOKYMEHTaMU Ha pPabo4yux
Mecrax?

C xakoii uenbto popmupyrorcs nena’?

Kakue HOpMaTuBHBIE JOKYMEHTHl YCTAHaBIMBAIOT TPeOOBaHUS K O(GOPMIICHUIO
obnoxku nena? Kakue cBeleHHs BBIHOCAT Ha OOJIOKKY Jiela MpPU €ro 3aBeiCHUH B
JIEJIOTIPOU3BOJICTBE?

Kto B opranmszanuu ynojiHOMOYEH JaBaTh pa3pellleHWe Ha BblAauYy M HU3bBATHE
JIOKYMEHTOB U J€17?
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40. Yro Takoe HOMEHKJIATypa Jen?

41. Yto Takoe JOKYMEHTHI 110 JUYHOMY COCTaBY U JIMYHbIE TOKyMeHTbI? B uém pasHuna
MEXy ITUMU HOHATUAMU?

42. Kakue BUABI M PAa3HOBHIHOCTH JOKYMEHTOB OTHOCSATCS K JOKYMEHTaM IO TPYJOBBIM
OTHOLLUEHUSAM?

43. Kakue CymIeCTBYIOT TEXHOJIOTUYECKHE LENOYKH NpOLENyp OpraHu3aluu U
JOKYMEHTHPOBaHUs Ipolecca npuéma rpaxzias Ha padory?

44. Kakue JOKYMEHTBHI MPEACTABISAET IpakIaHUH B KaJIpPOBYIO CIyXOy AN peleHHS
BoIpoca o npuéme Ha padory?

45. Ha xakux OJaHKaX COCTABIISIOTCS CITY)KEOHbBIE MIchMa?

46. Kakue peKkBU3UTHI CUNTAOTCS 0053aTENbHBIMU IS CITy>K€OHOro nucbma?

47. Kakue pa3HOBUIHOCTH CIIY)KEOHBIX MTUCEM HUCIOIb3YIOTCS B IPAKTUKE YIIPABICHUSA?

48. KakoBa CTPYKTYypa UCbMa-3aIpoca, NUCbMa-TIPOCHOBI, UCbMa-0TBETA,
COIPOBOJUTENILHOTO MHCbMa?

3aver mo jaucnuILIMHE «/[OKyMEHTaIMOHHOE 00eCIeYeHNEe YIPABICHUSD BKIIFOUAET B ceOs:
coleceloBaHUE MpernojaBaTeNis cO CTYJEHTaMH IO KOHTPOJBHBIM BOINPOCAM W3 MEpPedyHs U
BBITIOJIHEHHUE MPAKTUYECKOTO 33 JaHuS.

ITPUMEP 3AJTAHMS JIJIS1 KOHTPOJIBHOM PABOTEI

KOHTpOJIbHI)Ie BOITPOCHI:
1. Kakwue BUJBI PACHIOPAAUTCIIBHBIX NOKYMCHTOB H3JAaOT PYKOBOJUTCIIN y‘lpe)KI[eHI/Iﬁ u

opraHu3aiuii?

IIpakTH4yeckoe 3a1anue:

Ogopmume u cocmasbme npuka3z

CocraBbre coBmecTHbIM npukaz OO0 «Asmutay u AO «lOnurtep» 00 UCHONB30BaHUU
(dakcuMuIbHOW moanucH. B KoHCTaTupyromeld 4acTH yKaXuTe, 4To (akCUMUIE HY>KHA JUIS
ONEepaTUBHOrO pemeHus BompocoB Mexay OO0 «Asmutay u 3A0 «Onurep». B
pacnopsauTenbHOM 16 yacTH yKakuTe JOKYMEHTHI, Ha KOTOPHIX HEOOXOAMMO HCIIOJIb30BaTh
dakcumune. Boznoxkure KOHTPOJIb 3a MCIOJHEHMEM IpUKa3a Ha HayalbHUKA CIY>KObI
JTOKyMEHTaIlMOHHOTO obOecnieuenust ynpasieHuss OOO «A»rmutay €W aIMUHUCTPATUBHOTO
mupekropa AO «fOnurepy.

Odopmure Bu3bl o3HakomiieHUs HadyanbHUKa CAOY 1 aAMUHUCTPATUBHOIO JUPEKTOPA.

[lepeyeHr THUMOBBIX 3aJaHUN IS KOHTPOJIBHOW pPabOThI, TPeOOBaHUS K MPOIEIypE
MPOBEJICHUS M OIEHUBAHUS OIPENEISIOTCS (DOHIOM OIEHOYHBIX CPEJICTB MO JUCIHUILTHHE (TyHKT
4.1. hboHIa OLIEHOYHBIX CPEJICTB).

KpuTtepun onieHKkH NpoMeKyTOYHOM aTTecTaluM (KOHTPOJILHOU paboThl):

O1eHKa «OTJIIMYHO» BBICTABIISAETCS CTYIEHTY, €CIM 3HAaHUS OTIMYAIOTCAd TIyOMHON H
COJIEP)KAaTENbHOCTBIO, JaeTcs TMOJHBIA HCYEpIBbIBAIOIIMM OTBET HA TECTOBbIE 3aJaHUS;
IIPABWJIBHO BBIIIOJIHWJI CUTYallMOHHYIO 33/1a4y.

OneHka «XOpOIIO» BBICTABISETCS CTYAEHTY, €CIM 3HaHWS MMEIOT JIOCTaTOYHbBIN
COJIepKaTeNbHbI YPOBEHb, OJHAKO MMEIOTCS HETOYHOCTH IIPU OTBETE HA TECTOBBIE 3a/aHUS;
UMEIOLINECs] B OTBETE HECYLIECTBEHHbIE (PaKTHUECKHE OMIMOKH, CTYAEHT CIIOCOOEH HCIPAaBHUTh
CaMOCTOSITENIbHO, Oarofiapsi HaBOJAIIEMY BOIIPOCY; OTBET MPO3BYyYal HETOCTATOYHO YBEPEHHO;
CTYAEHT HE CMOI' IPOJIEMOHCTPUPOBATh CIIOCOOHOCTh K MHTErPallii TEOPETHUECKUX 3HAHUN U
NPaKTUKHU, JTOIYCTHII HECYIIIECTBEHHYIO OIMOKY NP BBIOJHEHUN CUTYallMOHHOH 3a/1auH.

O1eHKa «yJOBJIETBOPUTEIBLHO» BBICTABISIETCS CTYAEHTY, €CIM COAEp)KaHUE TECTOBBIX
3aJaHuii  PacKpeITO C€nabo, 3HAHUS UMEIOT (parMeHTapHBIH  XapakTep, OTIMYAIOTCS
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MIOBEPXHOCTHOCTBIO M MAaJOW COACPKATEIbHOCTbIO, HUMEIOTCS HETOYHOCTH IIPU OTBETE Ha
BOIIPOCHI; MPOTPAaMMHBIE MaTe€pHal B OCHOBHOM H3JIaraeTcs, HO JOMyIIEHBbl (haKTHUIECKUe
OLIMOKM; CTYJEHT HE MOKET O00OCHOBAaTh 3aKOHOMEPHOCTHU W IPHUHLHUIBI, OOBSICHUTH (aKThI;
CTYJEHT HE MOXET MPUBECTU MPUMEP Ul WIUIIOCTPALMU TEOPETHUYECKOIO IOJIOKEHHUS; Y
CTYZE€HTa OTCYTCTBYET IOHUMaHHE M3JIaraeMoro Marepuaia, MaTepuai ciaabo CTpPyKTYpPHPOBAH;
y CTYyJIeHTa OTCYTCTBYIOT IIPEJCTABICHUS O MEXKIIPEAMETHBIX CBSI35X, JOINYCTUI CYLIECTBEHHYIO
OLIMOKY IPH BBIIOJHEHUU CUTYAallMOHHOM 3aauu.

O1eHKa «HEYyIOBIETBOPUTEIHHO» BBICTABIIACTCS CTYJICHTY, €CIIM OOHAPYKEHO HE3HaHUE
WIM HENOHMMAHHE CTYIJEHTOM IIpeIMeTa W3Y4YeHHUs IUCLUIUIMHBI, COICPKAaHUE TECTOBBIX
3aJJaHUii HE PACKPBITO, JOIMYCKAIOTCS CYIIECTBEHHBIE (paKTHUECKUE OUIMOKU, KOTOPhIE CTYJICHT
HE MOJKET HCIPAaBUTh CAMOCTOATENBHO; Ha OOJIBIIYI YacTh JOINOJIHUTENIBHBIX BOIPOCOB I10
KOHTPOJILHOM paboTe CTYAEHT 3aTpyIHSETCS AaTh OTBET WIM HE JaeT BEPHBIX OTBETOB, HE
BBITNOJIHWI CUTYallMOHHYIO 3a/1a4y.

8. YYEBHO-METOJAUYECKOE U HWH®OPMAIIMOHHOE OBECHEYEHUE
JUCLATLTUHBI

8.1. OcHoBHas InTepaTypa
1. Abynamge, /1. I'. JlokymeHTannoHHoe obecnieyeHre ynpaBieHHs IEPCOHAIIOM | Y9eOHUK
U TpaKTHUKyM il cpegHero  npodeccuonaimbHoro  obOpasoBanusi/ 1. I'. AGymange,

. b. Bempsokkuaa, B. M. MacnoBa. — 2-e¢ uzja., nepepad. u gon. — Mocksa : M3marenbcTBo
FOpaiit, 2023. — 370 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-15076-6.
— Texct : osnektponHsli // OOpazoBatenbHas mnatdopma HOpaiit [caiir]. — URL:

https://urait.ru/bcode/513389

2. KazakeBuu, T.A. JlokyMmMeHTanMOHHOE oOOeCeYeHHe YIpPaBICHUS: Y4YEOHUK H
MpakTUKYyM s cpeaHero  mpodeccuoHanbHoro — obpazoBanus/  T. A. KazakeBuu,
A. U. Tkanuy. — 2-e u3A., uchp. u gomn. — Mocksa: U3narensctBo FOpaiit, 2022. — 177 c. —
(ITpodeccronansrnoe obpazoBanme). — ISBN 978-5-534-06291-5. — Tekct: »meKTpoHHBIH //
Oo6pasoBatenpHas mwardpopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/491677

3. Kopnees, U. K. JlokymMeHTanmoHHOE 00ecTiedeHne YIpaBIeHHs | yUeOHUK U TPAKTUKYM
uis  cpeaHero  mpodeccuoHanbHoro — obpazomanus /  U. K. Kopuee, A. B. [lmenko,
B. A. MamypueB. — 3-e u3n., nepepad. u gom. — Mocksa : M3marensctBo HOpaiit, 2023. —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkct
anekTpoHHbsld  //  OOpazoBatenpHass  miatdgopma  HOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523611

8.2. lonoiHUTeIbLHAS JUTEpaTypa

1. Jdoponuna, JI. A. JlokyMeHTalmOHHOE OOecleYeHue YMpaBICHUS . YUYEOHHK U
NpaKTUKyM Il cpeAHero  mpodeccuoHanbHOro  obpazoBanusi/  JI. A. JloponuHa,
B. C. UputukoBa. — 2-e u3z., nepepad. u jnomn. — Mocksa : UznatensctBo FOpaiit, 2023. —
270 c. — (IIpodeccmonanproe obOpazoanue). — ISBN 978-5-534-16017-8. — Texker
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/530252

2. bant, B. C. JlokymenTannoHHoe obecrieuenue yrpasiaeHus. KOpuandyeckas TexXHUKa:
ydaeOHOe MmocoOue Jiisi cpenHero nmpodeccuonansHoro oopazosanus / B. C. bsnr. — 2-e 3.,
ucnp. u jgon. — MockBa: WznatensctBo FOpaiit, 2022. — 103 c. — (IIpodeccuonanshoe
obpazoBanue). — ISBN 978-5-534-08233-3. — Tekct: anmektpoHHBIH // OOpa3oBarenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/493900

3. Ilysamoma, H.H. JlokyMeHTannoOHHOE oOOeCNeYCHUE YIpaBICHUS . YUYEOHUK U
NpPaKkTUKyM Uil cpenHero npodeccuonanbHoro obpasosanus / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u pon. — Mocksa : U3gatensctBo HOpaiit, 2023. — 247 c. — (IIpodeccnonanpHoe
obpaszoBanue). — ISBN 978-5-534-16538-8. — Texkcr : snekrponHblii // OO6pazoBaTenbHas
mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531240
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https://urait.ru/bcode/491677
https://urait.ru/bcode/493900

4. Kysnenos, 1. H. JlokymMeHTannmoHHoe obecrnieueHue ynpasieHus. JJokymMeHToo00poT
¥ JICJIONPOM3BOJICTBO : YYEOHHK U MPAKTHKYM JUISl CpeTHEr0 podeccrHoHaibHOro oopazoBanus /
W. H. Ky3nenoB. — 4-e¢ usn., nepepad. u pon. — Mocksa : M3gatensctBo Opaiit, 2023. —
545 c. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-534-16004-8. — Tekcr
anexkTpoHHbd  //  OOpasoBarenvHas  1arpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523613

Ilepuonuyeckue u3aaHus:

1. Bonpocs! ynpasnenust ()kypHan). — EkarepunOypr: YpanbCKuil UHCTUTYT YIIpaBJICHUS
— ¢uman Poccuiickoll akaJeMHH HApOJAHOTO XO3SWCTBAa M TOCYJAPCTBEHHOM CIYXOBI TpH
[Ipesunente Poccuiickoit GenepanuulSSN: 2304-3369 HoctynHbli
apXUB: 2017-2021 Pexxum JIOCTYTIa:
https://www.iprbookshop.ru/87622.html

2. AKTyanbHble TPOOJIEMbl SKOHOMHUKU M MEHEIKMEHTa. —

CaparoB: CapaToBCKHil TOCYIapCTBEHHBIN TeXHUYECKHil yHuBepcuteT umenu FO.A. [Narapuna
ISSN: 2312-5535 JoctynHblit apXuB: 2019-2021 Pexum JocTyna:
https://www.iprbookshop.ru/98831.html

3. ARS ADMINISTRANDI. UCKYCCTBO VYIIPABJIEHUS (xypnan). — Ilepms:
[lepMmckuii TOCYTapCTBEHHBIH HAIMOHAIBHBINA HCClenoBaTenbckuii yHuBepcuteT|SSN: 2218-
9173 loctymubiit apxus: 2010-2021 Pexxum moctyma: https://www.iprbookshop.ru/11588.html

4. AxrtyanbHble npoOieMbl poccuiickoro mpaa (kypHai). — MockBa: M3natenscTBo:
MockoBckuii rocynapctBeHHbli opunuueckuii yausepcurer umenu O.E. Kyrapuna (MI'HOA).
ISSN: 1994-1471 Jloctymubiii apxus: 2012-2016, 2020-2021. — Pexum pocryna:
https://www.iprbookshop.ru/63202.html

8.3. IIporpamMHoe obecnieyeHmne

1. Microsoft Office,

8.4. Ba3pl [JaHHBIX, HWH(QOPMALMOHHO-CIIPABOYHbIE U TOHCKOBBIE CHCTEMBbI,
HNHuTepHeT-pecypcsl

— «MuBecTuiroHHbIH poekT —https://kudainvestiruem.ru/

— «Crparernveckoe ynpasjieHue U mianupoBanue» —http://stplan.ru/

- HNudopmannonno-npasosas cucrema «Koncynprant [Tnroc»
—http://www.consultant.ru/

- http://window.edu.ru/

- http://projectimo.ru/

- http://www.finansy.ru/

- WWW.eup.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEUEHHUE JUCHHUITJIMHbI

OTAensHO MO TUIIAM 3aHATUMN:

- JUTSl TIPOBEJICHUS 3aHATHI JICKIIMOHHOTO THUIA - CIIEIUAIBHOE TTOMEIIECHUE, OCHAICHHOE
o0opyZOoBaHHWEM, TEXHUYECKHMMH CpEICTBaMHU OOydYeHHs U MaTepualaMy, YYUTHIBAIOIIUMU
TpeOOBaHUS MEXKTyHAPOIHBIX CTAHIAPTOB.

- U1 TIPOBEICHUS 3aHATUN CEMHUHAPCKOTO THUIA - CIIEIUATbHOE MOMEIICHNE, OCHAIIEHHOE
000pyZI0BaHWEM, TEXHUYECCKHMMH CPEJICTBAMH OOYYCHHS W MaTepUalaMd, YYUTHIBAIOIIUMHU
TpeOOBaHUS MEXKTyHAPOIHBIX CTAaHAAPTOB.

- TS TIPOBEJICHUS MIPOMEKYTOYHOM aTTECTAIlUH - CIIeUAIbHOE TOMEIICHHUEe, OCHAICHHOE
000opyOBaHHWEM, TEXHUYECKHUMH CpEICTBaMU OOYYEeHHUS W MaTepuallaMd, YYUTHIBAIOIIUMHU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

- JUISL CAMOCTOSITENIbHON paboThl 00YYAIOIIUXCS - CHEIHATbHOE MOMEIIEHHE, OCHAIIIEHHOE
KOMIIBIOTEPHOH  TEXHUKOH C  BO3MOXXHOCTBIO  TOJKIIOYEHHS K  HMH(OpPMAalHOHHO-
TEJIeKOMMYHUKAaIMOHHOW cetn "VHTepHeT" u oOecriedeHreM JOCTyma B JIEKTPOHHYIO
nH(pOpPMaAITMOHHO-00Pa30BaTENBHYIO Cpely 00pa30BaTeIbHON opraHu3anuy (MIpU HATHMYWHN).
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10. OCOBEHHOCTH OCBOEHUA JANCIAITIMHBI JIMIHAMMU C
OI'PAHMYEHHBIMH BO3MOKHOCTAMMU 310POBbA

OOyuaromuMcss € OFPAaHUYEHHBIMH  BO3MOXKHOCTSMHU ~ 3/10pOBbSl  IIPEJOCTaBIIAIOTCSA
crienuanbHble y4yeOHUKH, ydeOHble MOCOOMsS M AUIAKTHUYECKHE MaTepHalibl, CIelHabHbIe
TEXHUYECKHE CPEJCTBA OOYy4EHUS KOJUIEKTMBHOTO M HMHIMBHJYyaJIbHOTO IOJIb30BaHMs, YCIYTH
aCCUCTEHTa (ThIOTOPA), OKA3bIBAIOIIETO 00OYUYAIOIUMC HEOOXOUMYI0 TEXHUYECKYIO TIOMOIIlb, a
TaKXe yCIYTd CypJOolepeBOAYMKOB U TH(PIOCYPAONIEPEBOTUNKOB.

OcBoeHue TUCHUTUIMHBI 00YYarOIIUMUCS ¢ OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBBS U
MHBAJIUJAMUA MOKET OBITh OPraHM30BaHO COBMECTHO C JAPYTMMM OOy4YarOUIMMHUCH, a TaKkKe B
OTJENBHBIX TPYTIaX.

OcBoeHue QUCHUIUIMHBI 00YYarOIUMUCS ¢ OIPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pPOBbS U
UHBAIMAAMU OCYIIECTBISETCS C YYETOM OCOOCHHOCTEH MCHUXO(PHU3MUECKOTO pPa3BUTHA,
UH/IMBUYaJIbHBIX BO3MOXXHOCTEN U COCTOSIHUSI 310POBbSL.

B memsx AOCTymMHOCTH MOJYYEHHUS CPEIHEro NpOo(EecCHOHANBHOIO 00pa30BaHHS IO
o0pa3oBaTeNbHONW MporpaMMe JIMLAMH C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0pOBbsI IIpU
OCBOCHHHU JAMCUUIUIMHBI 00ECTIEYNBACTCS:

1) as1st UL ¢ OrpaHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBBS 110 3PCHHIO:

— MPUCYTCTBHE THIOTOPA, OKA3BIBAIOUINHA CTYJCHTY HEOOXOIUMYIO TEXHUYECKYIO TOMOIIb
C YYeTOM HHAMBHUIYaJbHBIX OCOOCHHOCTEH (IIOMOraeTr 3aHsTh pabouyee MecTO, IepeABUraThcs,
POYUTATh U OQOPMUTH 3aJaHKE, B TOM YHUCIIE, 3aIACHIBAs TIO]] TUKTOBKY),

— MMCbMEHHBIE 3a/IaHMsl, a TAK)Ke MHCTPYKLUH O MOPSAIKE MX BBINOJHEHUS O(QOPMIISIOTCS
YBEITMYECHHBIM IIPHPTOM,

— crienualibHble Y4eOHUKH, y4eOHbIe 1MOCOOMsS M NUIAKTHYECKHe MaTepualibl (MMErolue
KPYNHBIN WPUPT UK ayauodaiiisl),

— UHAMBUIyaJIbHOE paBHOMEpHOE ocBelleHne He meHee 300 ok,

—Tpud  HEOOXOAMMOCTH CTYNEHTY JUISI BBIMOJIHEHHWS 3aJaHusi TPEAOCTaBISETCS
YBEJIMYHBAIOLIEE YCTPOHCTBO;

2) JUTs JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI IO CITYXY:

— MIPUCYTCTBHE ACCHUCTEHTA, OKa3bIBAIOIIUN CTYJIEHTY HEOOXOJUMYI0 TEXHHUYECKYIO
NOMOIIb C YYETOM MHIUBUAYaJbHBIX OCOOCHHOCTEH (moMoraer 3aHsATh pabodee MecTo,
nepeABUraThCs, IpOUUTaTh U 0QOPMUTH 33JaHHE, B TOM YHCIIE, 3alIUChIBask O] TUKTOBKY),

—o0ecrieunBaeTCsl  HaJWMYue  3BYKOYCHJIMBAMOIICH  ammapaTypsl  KOJUIEKTHBHOTO
NOJIb30BaHUsA, NPU HEOOXOJMMOCTH OOydaromeMycs MpeloCTaBiIsieTCs 3BYKOYCHJIMBAIOLIAs
anrmaparypa MHIUBUIYaIbHOTO TTOJB30BAHNUS;

—o0ecreunBaeTcsl  HAAJIEXKAIIMMU  3BYKOBBIMM ~ CPEACTBAMH  BOCHPOM3BEICHUS
uH(pOopMaLnu;

3) U1 ML ¢ OTpaHUYECHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI, HIMEIOIINX HApYIIEHUS ONOPHO-
JIBUTATEIILHOTO arrapara:

— MMCbMEHHBIE 3aJaHMs BBIMOJIHAIOTCS Ha KOMIIBIOTEpE CO  CIEIHaIU3UPOBAHHBIM
IPOTPAMMHBIM 00ECTICYCHHEM WIIN HaTMKTOBBIBAIOTCS THIOTOPY;

— I10 JKEJIaHUIO CTYACHTA 3a/IaHUsI MOTYT BBIMIOJHATHCS B YCTHOH (opme.

IIporpamMma cocraBiieHa B cooTBeTcTBHM ¢ TpeboBaHusmu PI'OC no cnenumansHoctu CIIO 38.02.01
OKOHOMHKA U OyXTalNTepCcKuid y4eT (110 OTpacisim)
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