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Conepxanue

OPTAHM3AIIMOHHO-METOIUYECKHI1 PA3JIEJ

CTPYKTYPA U COAEP)KAHUE JUCUMILIMHBI (MOLY.JIST)
OCOBEHHOCTH OBYYEHUSI UHBAJIUJAOB U JIUI] C OB3
YYEBHO-METOJMYECKOE OBECHEYEHUE CAMOCTOSITEJILHOM
PABOTbBI OBYYAIOIUXCSI

OBPA30BATEJILHBIE TEXHOJIOT MU

OLIEHOYHBIE CPEJCTBA JJI51 TEKYILETO KOHTPO.ISI
YCIEBAEMOCTH U IPOMEKYTOYHOI ATTECTALIUU
YYEBHO-METOMYECKOE W HH®OPMAIIMOHHOE OBECIIEYUEHUE
YYEBHO! JUCLUIIIUHBI (MOAY.JIsT)
MATEPHAJILHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOM
JUCLUILIMHBI (MOLYJIS)



1. OPTAHU3AIIMOHHO-METOUYECKHU PA3JIEJ

1.1. ey u 3a7a4¥ OCBOEHHUSI YUeOHOM THCHUIIHHBI (MOTYJIs)
[lenpro m3yueHus: AUCHHUILTUHBI «OCHOBBI JIOKYMEHTAIIMOHHOTO OOECTICUCHUS YIPaBICHUS
SBJISICTCSL JaTh  CTYACHTAM KOMIUIEKC 3HAHWUH, YMEHHH ¥ HaBBIKOB, HEOOXOJIMUMBIX JIJIs
noBbIIeHUs 3()(HEKTUBHOCTH MPO(PECCHOHANTBHON A TETHHOCTH.
3apaum u3ydeHUs AUCITUTUTHNHBI:
- 03HAaKOMUTH CTYICHTA C COBPEMEHHBIM JICJIONPOU3BOICTBOM Ha MPEANPUITHH, PUPME;
- TOIrOTOBHTh  CTyJEHTa K  CaMOCTOATEIbHOMY  COCTABJICHHIO  OpraHH3aIlldOHHO-
pacopsSIUTENbHBIX IOKYMEHTOB Pa3INYHOr0 BUA..

1.2. MecTo IMCUMILUIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOI MPOrpaMMbl HANPABJIEHUsI
NOATOTOBKH
Hucuunnuna  «OCHOBBI  JTOKYMEHTAllMOHHOTO  OO€CleueHUs  YIpaBJiICHUS»
MPEACTABISIET COOOW AMCHUIUIMHY BapHaTHBHOW yactu Onoka bl. JlucrumiawHbl (MOIyNn).
Uepes 00BEKT MCCIEAOBAHUS OHA CBSI3aHA C TAaKUMU yYEOHBIMHU TUCIUIUIMHAMU Kak «Teopus
opranuzanumu», «lccinenoBanue cuCTeM  yNpaBieHUsS», «YIPaBICHHE YEIOBEUYECKUMU
pecypcamu» u Jip. Mexay HUMH CYIIECTBYET TECHAsi MHOTOCTOPOHHSISI 3aBUCUMOCTh. [1o100HbIE
B3aMMOCBS3M 00ECHEeUHBaIOT IIEIOCTHOCTh M3YYEHUE MPEAMETHOI o0nacTu u (opMUpOBaHUE
0a30BOr0 ypOBHS 3HAHWM [JIi MOCJEAYIOIIETO W3Y4YeHHUsS JUCIHIUIMH, CBA3aHHBIX C JaHHOM.
OcoOeHHOCTAMH TpENoJaBaHusl JAHHOTO Kypca SBIAIOTCS YMEHUE HArJIsSAHO MPEICTaBUTh
COBpPEMEHHBIC OpraHU3AIMOHHBIE MPOOJEMBbI, CIHOCOOHOCTh COYETaTh CHUHXPOHHBIM U
TUAXpOHHBI  aHAJIMW3  OPraHMU3AlMOHHBIX  W3MEHEHHUH,  KOMIUJIEKCHO  HCCIEIOBaTh
OpTraHU3aIMOHHO-YIIPABICHYCCKUE COCTABIISIONINE (DYHKIIMOHHPOBAHUS

1.3. TpeOoBanus K pe3yabTaTaM OCBOCHHS YU€OHOH TUCIMITIIMHBI (MOJTYJIs)

[Tpouecc ocBoeHMs y4eOHOM IMCHUIUIMHBI HalpaBjieH Ha (OPMUPOBAHUE y 00yUarOIINXCs
CIEAYIOIMX KOMIETECHIINM:

Yuusepcanbhble (YK), obmenpodeccuonansubie (OIIK), npodeccuonansusie (I1IK) — B
cootBercTBUU ¢ ®I'OC 3++.

ITK-6 Cnocoben paspabateiBaTh | I1K-6.1. 3HaeT MIPUHITUTIBI
OpTaHU3aI[OHHEIC U | opOpMIICHUS pPEIICHUI B YyIPaBICHUH
pactopsiANTEeNbHbIC JOKYMEHTBI B | OTICPAITMOHHON  (TIPOM3BOJACTBEHHOM )
COOTBETCTBUM C HOPMATHUBHOW | IEATEIHHOCTH  OpPTaHM3aIil  TpHU
0a30if SKOHOMHUYECKOTO CYObEeKTa | BHEAPECHUU TEXHOJIOTUYECKHX,
MPOAYKTOBBIX WHHOBAIIHIA

WA OpraHU3alluOHHBIX N3MEHEHHUH

[IK-6.2. YmMmeer OCYILIECTBIIATh
JIOKYMEHTAJIBHOE odopmiieHus
penieHuin B yIIPaBICHUU
OTEPALIMOHHON  (IIPOU3BOJICTBEHHOIN)
JEATEIbHOCTH ~ OpraHu3aluid  [pHU




BHCAPCHUHN TEXHOJIOTHYCCKHUX,

MPOIYKTOBBIX WHHOBAITUH HIIH
OpraHU3aLMOHHBIX

U3MEHEHUH.

[1K-6.3. Bnaneer HaBBIKAMH
JIOKYMEHTAJIbHOIO odopmiteHus
peuieHuin B yIIpaBIE€HUU

OTICPAIIMOHHON  (MPOM3BOJICTBEHHOM )
JESITeIbHOCTH  OpPTaHW3alluil  IpH
BHE/IPCHUU TEXHOJIOTUYECKHUX,
IPOJTYKTOBBIX WHHOBAITHH Wi
OpTraHU3aIOHHBIX U3MEHEHUH.




2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCHUILIMHBI (MOJIYJIST)

2.1. O6bem yueOHOM TUCIUTITUHBI (MOTYJIs).

O6wem nuctumarHbl «OCHOBBI JOKYMEHTAIIMOHHOTO 00ECIIEYECHHUs YIIPaBIICHUS» COCTaBIIseT 4
3aueTHble equanLbl 144 yaca:

Bup yueOHoii padoThl

Bcero,
4acoB

OuHo-3204Has
dbopma

Kypc, yacos

Ouno-3a04Has Gpopma

AynuTopHasi pabora
00y4arouuxcs ¢
npenojasaresiem (110 BUIaM
y4eOHBbIX 3aHATHII), BCEr0 B TOM
qyucie:

30

Jlexkuuu (JI)

10

B ToMm uncne, npakTuueckas
noaroroska (JIIIIT)

MpakTnyeckue 3ausatus (I13)
(6 mom uucne 3auem)

20

B ToMm uncne, npakTuueckas
noaroroska (I1311IT)

Jlaboparopubie padorsl (JIP)

B ToMm uncne, npakruueckas
noaroroska (JIPIIIT)

CamocrosiTesibHas padoTa
o0yuarwmuxcs (CP)

114

6 114

B ToMm uncne, nmpakrthueckas
noaroroska (CPIIIT)

34

IMpome:kyTouHasi aTTECTANMSA
(MOAT0TOBKA M c/1a4a), BCETro:

KonTtposnbHas pabora

KypcoBas pabota

DK3aMeH

Hroro:

O61as TpyA10eMKOCTh Y4eOHO
JTUCIUIUTAHEI (B 9acax, 3a4eTHBIX
eANMHUIIAX )

144

6 144




2.2.  CopeprxaHue pa3ziesoB yueOHOW MUCIMIUIMHBI (MOTYIIS)

No Conepxanue pazaena DopmMUpyeMBbI

pas- HaumenoBanue e

nen pasznena, Tema KOMICTCHIHH

a (uHzekc)

1 Tema Nel. VYcioBuss  BO3HMKHOBEHHMS  JTOKYMEHTOB.  Pa3Butume [1K-6
Knaccuduxarms CHoco00B  JTOKYMEHTOB. Omnpenenenus MTOHSTHS
JOKYMEHTOB, HX «JlokymeHT». QOyHKIIMK ~ JOKYMEHTA: colManbHas,
byHKIH, 3aKkperyieHus MHGOpManuu, coxpaHeHus uHopMaIuy,

KOMMYHUKATUBHAs, KyJbTypHas, ylpaBJieHYECKasl,
MpaBoBasi, Yy4eTHas. THUIOJNOTUA JIOKYMEHTOB: IO
MPOUCXOXKACHUIO, IO  OTHOUIEHHWIO K  armapary
yIpaBJICHUs, MO KOJMYECTBY 3aTPOHYTHIX BOIIPOCOB, IO
OTPaHUYEHUIO JOCTYIa, 1O CHOCO0Yy M3JIOKEHHS TEKCTa,
M0 CTENeHU TMOJIMHHOCTA JOKYMEHTOB, IIO CpOKaM
XpaHEeHHs, B 3aBUCUMOCTH OT Cdepbl ACSITEIBHOCTH, IO
cTenmeHn oO0s3aTenbHOCTU. TpeboBaHHA K  KayecTBY
yIPaBIEHYECKOIO JJOKYMEHTA.

2 | Tema No2. denepalibHOE 3aKOHOJIATENBCTBO B cepe paboThl C ITK-6
HopmaTusHo- JOKYMEHTUpOBaHHON  uH(popmauueii.  HopmarupHo-
METOIUYECKOe METOJIMYECKUE JOKYMEHThI TIO JIeJONpPOU3BOJACTBY H
peryJivpoBaHue OpraHM3alliil  apXUBHOTO  XpPAaHEHUS  JOKYMEHTOB.
nokymeHTanmonno | Kmaccudukanus, yHuduxanus u CcTaHAapTH3alUs B
ro obecrieueHus JENIONPOU3BOACTBE.  MeXIyHapoaHble CTaHIApThl B
yIpaBIeHUS o0actu paboThI C JOKYMEHTAMH.

3 OO6ume nonoxxenus. bnanku noxkymentoB. FOpuanueckas I1K-6

cuia JIOKYMEHTOB. Odopmnenue PEKBU3HTOB,

OTpEeACISAIONIUX IOPUANUECKYIO CHITY TOKYMEHTOB: «JaTa

JIOKYMEHTa», «PETUCTPALMOHHBIA HOMEpP JIOKyMEHTay,

«rpud yTBEPKICHUS TOKYMEHTaY, «IIOJITUCH TOKyMEHTa,

«rpud CcOrIacoBaHHs JOKYMEHTa», «OTTHCK II€daTu»,
Tema Ne3. TpeboBanusi K TEKCTy YIPaBICHUYECKOTO JAOKYMEHTA.
Crarpaprisanus OdopmMneHne peKBU3UTOB, OMPENESIONINX ABIKEHUE H
opopmreHns OTpaXawIux 00pabOTKy W HCIONHEHHE JIOKYMEHTa:
OPTaHM3aUHUOHHO™ | (anpecaty, «pe30mOLMS», «3arOOBOK K  TEKCTY»,
PaCTIOPAMMUTEIBHBIX | 1yerka 0 HATMYMM TIPUTOKEHUS», «BH3a COTIACOBAHUS
JIOKYMEHTOB

JOKYMEHTa», « CChIJIKAa Ha PETUCTPAIMOHHBIA HOMEp M
JaTy JOKYMEHTa», «OTMETKa O KOHTPOJIE», «OTMETKa O
00
«OTMETKa 00 MCIIOJIHEHUH JIOKYMEHTa M HalpaBJIEHUH €ro
B JIeNO», «OTMETKa O TOCTYIUICHMM JIOKyMEHTa B
OpraHu3aIMIo», «HUICHTU(UKATOP 3IEKTPOHHONU KOMHUH
noKyMeHTa». Tabenp yHU(PUIMPOBAHHBIX (HOpM U abOOM

3aBCPCHUU KOITMHN», «OTMCETKa HUCIIOJTHHUTEIICY,




(opM TOKYMEHTOB TPEATIPHUATHS.

Buapsl opraHuzalmoOHHBIX JIOKYMEHTOB: MHUCCHS, YCTaB, [1K-6
II0JIOKEHHE 00 OpraHu3alliy, MOJIOKEHNUE O CTPYKTYPHOM
T MIO/Ipa3JeJIEHNH, AODKHOCTHASI MHCTPYKIMS, CTPYKTypa U
ema Nod. LITaTHas YHUCJIEHHOCTb, LITaTHOE pacnucasnue,
Odopmnenue
HUHCTPYKLUU OpraHU3alMOHHO-METOANYECKOT O
OpraHU3alMOH-HbIX
Ha3HAYeHUs] U TpaBUia, MPOLECCHbIE PErIaMeHThI
JIOKYMEHTOB
MIpeANPUSTHS, JIOKYMEHTBI CHCTEMBbl MEHEIKMEHTA
kauecTBa,  JgoroBop.  COBOKYNHOCTh  PEKBU3HTOB,
OTIpECISIOUX OPraHU3aIMOHHBIIN IOKYMEHT.
Bunel pacnopsauTeNbHbIX TOKYMEHTOB, UX Ha3HAUYCHHUE. [1K-6
[ToaroroBka pacrnopsiANTEIbHBIX JIOKYMEHTOB.
Tema NeS. Conepxxanne mnpukasza, QGopmbl mpukasza. Ilpukaszsl 1o
Odopmnenue JUYHOMY COCTaBy Ha  OCHOBe ¢opM u3 «Ainbpboma
pactopsAIUTENbHBIX | YHUUIMPOBAHHEIX  (OpM  TEPBUYHOM  y4YETHOM
JIOKyMEHTOB JOKYMEHTAIMH 10 Y4eTy TpyJa U ero omiarb». [Ipukasel
[0 OCHOBHOW JieATeNnbHOCTH. COBOKYIHOCTbh PEKBU3UTOB
nokymenTta «IIpukas». OdopmieHue mpoToKoa.
Bunel  uHpOpManMOHHBIX  JTOKYMEHTOB.  DyHKIUU [1K-6
JICNIOBOTO TMHUChbMa, €ro BHJbl. PeKkBU3UTHI THChMa B
Tema No6. cootBercTBUM ¢ nonoxenuwsimu [OCT P 6.30-
Nudopmanmonno- | 2003.CocraBieHne TekcTa MHUChMA. DNEeKTpPOHHBIE
CIPaBOYHbBIE nuchbMa. YIpaBlieHUE JOKYMEHTAMHU AJIEKTPOHHOM MOYTHI.
JIOKYMEHTBI JlenoBas nmepenucka € MHOCTPAHHBIMU IapTHEPaMH.
OdopmieHne akToB, JOKIAJAHBIX (CIYXEOHBIX) 3aIHCOK.
Oco0eHHocTH BEO-T0KYyMEHTOB.
XapakTepucruka u MIPUHIIUIIBL OpraHu3aluu [1K-6
TOKyMeHToOoOOopoTa. JBmxkenue Bxoasammx. Mexoasammx u
BHYTPEHHUX  JOKyMeHToB.  Omepauuu  o0OpaboTKu
OTIPABISEMbIX JTOKyMEHTOB. TpeboBaHUs K OPOPMIICHHIO
UCXOAAIMX JOKYyMEeHTOB. OcobeHHOCTH odopMieHus
¢akcos u Tenerpamm, biok-cxema paboThl ¢ UCXOASAIIUMU
Tema No7. JOKYMEHTaMH. Peructpanms  noxymenTtos. llens
Opranusanys perucTpaliMi JIOKyMEHTa, €€ BbIpaXEHHE U MECTO
paboTsI ¢ pasMenienus.  PopMbl  perucTpanuu  JIOKyMEHTa.
JOKyMEHTAMH TpeGoBanust k peructpanuu. Perucrpanus OTAEIBHBIX

rpynn J10oKyMeHTOB. CocTaB perucTpalliOHHOIO HOMepa
JUI BXOJSLIMX M MCXOIAIIMX JOKYMEHTOB. Perucrpanus
nokyMeHTOB ¢ rpudom «KT». Peructpamus JOKyMEeHTOB
KaK HayaJbHbBI OJTal KOHTPOJS 3a UX HCIOJHEHHUEM.
Koumpons ¢ 1OMOIIBIO TEPCOHAIBHOTO KOMIIBIOTEPA
(ITK). Copnepxanne koHTpois. KOHTpoiab HUCIOTHEHUS
JOKYMEHTa Kak (YHKIMs YIpaBJIEHUS U COCTaBHas 4acTb




nenonpousBoAcTBa. OTMETKa O KOHTPOJE JOKYMEHTA.
WNudopmannoHHo-cripaBoyHas  pabota. Pabora ¢

uHpopManuen, conepkaiieii KOMMEpPUYECKYIo TaifHy.

OnepatuBHOE  XpaHEHUE JIOKYMEHTOB. OKCIIEpPTHU3a [1K-6
LIEHHOCTU JOKyMEHTOB. TepmuHbl U onpeznenenus. Llens
U nOpuHOUNBl  GopmupoBaHus jaen. DopmupoBaHHe
YUpPEOUTENbHBIX, PACIOPSAUTEIBHBIX, OPTraHU3aUOHHBIX,
UH(POPMAIIMOHHBIX TOKYMEHTOB HpeArpusitsi (hupmsi).
Tenta No8 OprrexHuka, HcCHoib3yeMas Mpu (HOPMUPOBAHUM JIE.
ema Neg.
X Odopmnenne aen u mnepenada JOKYMEHTOB B apXuB
paHeHue
opranusanuu.  Hasnmauenme u  3amaum  apxuBa
JIOKYMEHTOB
npennpusatus. [IpaBuna nepegaun HOKyMEHTOB B apXHB.
CocrtaB »3KcrepTHOW KOMHMCCHM. Buapl J0OKyMEHTOB,
nojjexamux nepegadye B apxuB. Cpoku XpaHEHHs
JOKYMEHTOB B apxuBe. AKTbl u omucu. OcoOeHHOCTH
XpaHEHUs] JJEKTPOHHBIX JIOKYMEHTOB. YHUUYTOXXECHHUE
JOKYMEHTOB C UCTEKIIUMHU CPOKAMU XPAHECHHUS.
Tema Ne9. OcHoBHble 1enu aBroMarm3ammu  JIOY B moOBIX I1K-6
OpraHu3alusX. Cucrema aBTOMaTH3alUU
ABTOMaTu3anus N
JIEJIONPOU3BOJICTBA U JIOKYMEHTOO0OpOTa. DJIEKTPOHHBIM
JOKYMEHTAallLOHHO
JOKYMEHTOOOOPOT W CHCTeMa MEHEI)KMEHTa KadecTBa.
ro obecriedeHus TocynapcrBennsii craggapr [OCT P UCO 9001-2001
yHOpaBJICHUA «CucteMbl  MEHEPKMEHTAa  KadecTBa. [peOoBaHUS».
Cucrema ynpapiieHHsI JOKyMEHTaMH.
2.3. Pa3ensl QUCHUIUTUHBL U BUJBI 3aHATUN
OuHo-3a04Has popma oOyUeHHs
No Haumenosanue
pazznena
n/m AynuropHas Bueayn. O6beM B yacax
paborta paborta
J [13/JIP CpP Bcero
B TOM YHCIIE, B TOM UUCIIE, B TOM UHCIIE, B TOM YHCIIE,
11
JITIIT [13TII1/ JIPTIIT CPIIII
6 cemectp
1 Tema Nel. 2 4 14 20




Knaccnpurkanus
AOKYMEHTOB, HX
(pynxuum.

14

18

Tema Ne2.
HopMmatusHo-
MeTOAUYeCKoe
peryJiupoBaHue
AOKYMEHTAIlMOHHOI0
ob0ecnieyeHns
yHpaBJIeHHUS

14

18

14

16

Tema Ne3.
Cranpaprusanus
odopmiieHust
OPraHM3alMOHHO-
pacnopsanuTeIbHbBIX
JOKYMEHTOB

12

16

Tema Ne4.
Odopmienue
OPraHU3alMOH-HBIX
JOKYMEHTOB

12

16

Tema NeS.
Odopmienue
pacnopsauTeIbHbIX
AOKYMEHTOB

12

14

Tema Ne6.
HNudpopmanuonHo-
CIpaBO4YHbIE
AOKYMEHTBI

12

14

Tema Ne7.
Opranu3anus
padoThI ¢
AOKYMEHTaMHU

12

14

Tema Ne8. Xpanenne
JOKYMEHTOB

12

14

Tema Ne9.
ABTOMATH3AINA
AOKYMEHTAIHOHHOI0
o0ecrieueHus

12

14




ynpaBJieHusl
HUmoeo: 10 20 114 144
8 34 42
2.4. Ilnan caMocTOsATENHHON PabOTHI O0YUAIOMIETOCS O JUCIUILTUHE (MOIYIIIO)
Ouno-3a04Has popma 00yUeHHS
No | Ha3BaHue pa3zesinoB U TeM Buaet Tpynoe | ®opmupyem Dopmbl
CaMOCTOSITENTbHOU MKOCTb bIe KOHTPOJIS
paboThI KOMIIETEHIIH
u
6 cemecTp
1 Tema 1. Opranmzanus u | [logrotoska k 14 [1K-6
OpPraHHU3aI[IOHHOE MOBEACHHUE | KOJUIOKBUYMY, TECTY KomnokBuywm,
B CHCTEME MEHE/KMEHTA TECT
B Tom uucne 14
MIpaKTUIEeCKast
noaroroska (OIIIT)
2 Tema 2. Opranuzanunonnoe | [Togroroska k scce, 14 I1K-6 Occe, TeCT
noBesieHrue U 3PPEeKTUBHOCTD | TECTY
OpraHu3anuu B ToM uncne 14
MIpaKTU4ecKas
noaroroBka (OITIT)
3 Tema 3. DOddexrtuBHocTs | [loAroToBKa K MPOEKTY, 12 [1K-6 [Ipoekrt, TecT
MOBE/ICHUS PYKOBOAUTENS TECTY
B ToMm uncie 6
MpaKTU4ecKas
noaroroBka (OITIT)
4 Tema 4. I'nmo6anbubie | [TonroroBka k Tecty 12 I1K-6 Tecr
aCTIeKTHl OPTraHU3aI[IOHHOTO
MOBEJICHUS
B ToM uncne -
MIpaKTUIeCcKast
noarotoBka (OITIT)
3) Tema 5. YenoBek kak | [logroroBka k 12 ITK-6
CyOBEKT  OpraHU3alMOHHOW | KOJUIOKBHYMY, TECTY KomnokBuywm,
JeSITeTbHOCTH TeCT
B ToM uncne -
MIpaKTU4ecKas
noarotoBka (OITIT)
6 Tema 6. MoTtuBanus Tpyaa [ToaroroBka k 12 I1K-6 Huckyccus,
JMCKYCCHH, TECTY TecT




B ToM uncne -

MpaKTUIeCKast

noaroroska (OIIIT)
Tema 7. Crpyktypa, | [loaroroBka K npoexTy, 12 [1K-6 IIpoekrt, TecT
GYyHKIMM U MEXaHU3MBI | TECTY
MOTHBAIIAH

B toM uucne -

MIpaKTUIeCKast

noaroroska (OIIIT)
Tema 8. ComumansHo- | [Tonroroska k 12 TIK-6
MICUXOJIOTHYECKHE  ACTICKTHI | KOJUIOKBUYMY, TECTY KomnokBuywm,
MOTHBALIMH TPYAQ TECT

B TOoM uncine -

MIpaKTU4ecKas

noaroroska (OIIIT)
Tema Ne9. Asrtomaruzauus | [logroroska k 12 [1K-6 Huckyccns,
JOKYMEHTAIMOHHOTO KOJUIOKBUYMY, TECTY UTOTOBBIN
obecrnieueHns yIpaBIeHUS TECT

B ToM uncie -

MIpaKTUIeCKast

noaroroska (OIIIT)
UTOI'O 54 - -

3. OCOBEHHOCTHU OBYYEHMHS NHBAJIMJAOB U JIULI C OB3

[Tpu opranuszanuu oOydeHus MHBaIUAOB U Jui ¢ OB3 obecneunBaioTCs Cleayronme
HE0OXOUMbIE YCIIOBHUSL:

- yueOHbIe 3aHATHSI OPraHU3YIOTCS UCXOJI U3 NMCUXO(PU3MUECKOTO Pa3BUTHSI U COCTOSTHUS
310pOBbsl MHBAIMI0B 1 JiuIl ¢ OB3 coBMECTHO ¢ IpyruMu 00y4aromuMUCs B OOIIUX Ipymmnax, a
TaKXe WHAMBUIYAIbHO, B COOTBETCTBUU C Ipa)MKOM WHAWBUIYAIbHBIX 3aHATHH;

- IpU OpraHu3alUM y4eOHBIX 3aHATHM B OOIIMX TpyNmax HCHOJIb3YIOTCS COLMAIbHO-
aKTUBHBIE M PEQIIEKCUBHBIC METOBI O0YYECHHUsI, TEXHOJIOTHH COLMOKYIBTYPHOU PeadMIINTAIINN C
[ENBI0 OKa3aHWsS TOMOIIM B YCTAHOBIICHHH MOJHOIEHHBIX MEXKIMYHOCTHBIX OTHOIICHHIA,
co3/1aHus KOM(OPTHOTO TICUXOJIOTHYECKOTO KIIMMAaTa B TPYIIIIE;

- B nporecce 00pa3oBaTENbHONW  JEATEIBHOCTH IPHUMEHSIOTCS MaTepHaIbHO-
TEXHUYECKOE OCHAIlCHHE, CHEelHMaIM3UPOBaHHbIE TEXHUYECKUE CpeJICTBa IpHUeMa-Tiepeaadn
yueOHOll MH(OpMauu B JOCTYMHBIX (hopMax Ui CTYJEHTOB C Pa3IUYHBIMU HapyLIECHUSIMH,
3JIEKTPOHHBIE 00pa30BaTeIbHbIE PECYPCHI B 3IalITUPOBAHHBIX (OopMax.

- moabop W pa3paboTka y4eOHBIX MaTepHaJOB MPENOAABATENIMU IPOU3ZBOAUTCS C
Y4€TOM NCUXO(U3UYECKOTO Pa3BUTHUS U COCTOSIHUA 3/I0POBbsI HHBAIUIO0B U Jiul] ¢ OB3;

- WCTIOJIb30BAHUE JJIEMEHTOB JMCTAHIMOHHOTO OOy4YeHHs NMpH pabdoTe CO CTYAECHTaMH,
UMEIOIIUMHU 3aTPYIAHEHUSI C MOTOPUKOM;

- o0ecrieyeHHWEe  CTY/AIGHTOB TEKCTAaMH  KOHCHEKTOB (IpW  3aTpPyAHEHUH  C
KOHCIIEKTUPOBAHUEM );

- HCIIOJIb30BaHHE IPH TPOBEPKE YCBOEHHMsS Marepuaja METOIUK, He TpeOYIoIMX
BBITIOJIHEHUS] PYKOMHMCHBIX pabOT WM W3JI0XKEHUs BCIyX (MPH 3aTPYAHEHUSAX C MHUCBMOM M
peubl0) — HaIpUMeEp, TECTOBBIX OJIAHKOB.




[Tpu mpoBeneHNH MPOIETYPHl OIEHUBAHUS PE3yJIbTaTOB O0YYCHUS MHBAIUIOB H JIHI
C OTpaHUYEHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI 10 IUCIHILTMHE 00ECIEYNBACTCS BBINOJHEHUE
CIICTYIOIIUX JOTIOTHUTEIBHBIX TPeOOBAHUI B 3aBUCUMOCTH OT MHIUBUIYaTbHBIX OCOOCHHOCTEH
00yyJarouuxcsi:

1. MHCTpyKIUS 1O MOPSIAKY MPOBEICHUS MPOIEAYPHl OIEHUBAHUS TPEIOCTABISETCS B
noctynHoi ¢opme (YCTHO, B NMUChMEHHOH (opMe, Ha DIIEKTPOHHOM HOCHTEJE, B IEYaTHOM
dbopme yBETMYEHHBIM MPU(PTOM U T.11.);

2. HocrtymHas ¢opma NpenoCTaBiICHUs 3aJaHHil OIICHOYHBIX CpEACTB (B TCUATHOMH
dbopme, B meyaTHOl (hopMe YBEITUUECHHBIM MPUDTOM, B (HOpME DIIEKTPOHHOTO JOKYMEHTA);

3. JlocrynHas ¢opma mpeaocTaBieHHs OTBETOB Ha 3aJaHUs (IMCBMEHHO Ha Oymare,
Ha0Op OTBETOB HA KOMITBIOTEPE, YCTHO, IP.).

[Ipn HEOOXOAMMOCTH s OOYYAIONUXCS C OTrPAaHUYCHHBIMH BO3MOKHOCTSIMH
3JI0POBbSI M MHBAJHMJIOB MPOIICIypa OIEHUBAHUS PE3YJITATOB OOYUYCHHS 1O AUCIUILTUHE MOXKET
MPOBOJIUTHCS B HECKOJIBKO ATAIIOB.

B ocBOCHMU IUCIHMIIMHBI WHBAIMIAMU H JIMIAMH C OTPAHUYCHHBIMU BO3MOXKHOCTSIMHU
3JI0POBbsI OOJIBIIIOEC 3HAYCHHE UMEET WHAMBUIYyalbHas padota. [Tox nHAMBHIYaIbHOH pabOTOM
nojpasymeBaercsi B¢ (HOpMbI B3aUMOICUCTBUS C MPEIOIaBaTeNieM: UHIMBUAyallbHAs ydeOHas
pabora (KOHCyJIbTallMH), T.€. JOIMOJHUTEIBHOE pa3bsCHEHHWE Y4YeOHOro MmaTrepuaia u
yIIIyOJIeHHOE M3YYEeHHE MaTepualia ¢ TeMH O00yJarolIMMUCs, KOTOPBIE B 3TOM 3aHMHTEPECOBAHBI,
W WHIUBUIyaldbHas BOCHUTaTeNbHAs pabora. VHIUBUyabHBIE KOHCYJIBTALUU IO TPEAMETY
SBIITIOTCS.  BOXHBIM  (DAaKTOPOM,  CIIOCOOCTBYIOIIUM  WHIUBUAYATH3AIMK  OOydeHUS U
YCTQHOBJICHHIO BOCIIMTATEIBHOIO KOHTaKTa MEXIYy IpenojaBarejieM U  OOydaroluMcs
WHBAIUIOM WM O0YYaIONIMMCSI C OTPAHMYCHHBIMH BO3MOYKHOCTSIMH 3JI0POBBSL.

4. YYEBHO-METO/IAYECKOE OBECHEYEHUE CAMOCTOSTEJIBHOM
PABOTbBI OBYYAIOIIUXCA

CamocrositenbHast pabota ctyneHToB (nanee — CPC) aBisieTcs HEOTHEMIIEMON YacCThIO
oOyuenust cryneHToB. Ee menp - QopmupoBanue npoQeccnoHaIbHON KOMIETEHTHOCTH
OyIylIero creruaiiucTa.

CamocrodrenbHas paboTa OCYLIECTBISETCS B BUJIE ayIMTOPHBIX U BHEAYAUTOPHBIX GOpM
MO3HABATEJILHON 1€ATEIbHOCTH MO AUCLIUIIIIMHE.

CamocrodTenbHas paboTa 1o JUCIUITIIMHE BKIOYaeT B ceOs:

1) mpeBapUTENbHYIO MOATOTOBKY K ayAUTOPHBIM 3aHATHUSM;

2) caMOCTOSATENbHYI0 pabOTy MpU MTPOCIYIIMBAHUM JIEKIWUN, OCMBICIEHUU Yy4eOHOU
uHpopmanuu, ee 0000IIEHUH U COCTABJICHUN KOHCIIEKTOB;

3) noabop, U3yuyeHue, aHaJIn3 PEKOMEH/I0BaHHBIX UICTOUHUKOB U JIUTEPATYPHI;

4) BbIsICHEHME HamOOoJee CIOXKHBIX BOIPOCOB JUCHUUIUIMHBI U UX YTOUHEHHME BO BpeMs
KOHCYJIbTALINH;

5) MOATrOTOBKY K 9K3aMEHY, IPAaKTUYECKUM 3aHSATHSIM, TECTUPOBAHHIO

6) BBINOJIHEHNE TPAKTUUECKUX 3aJaHUI U Kellc-3a/1aHus;

7) cucTeMaTHYeCKOe N3y4YeHUE ePUOIUUECKOM 1MeyaTu, Hay4HbIX MOHOTpaduii, MOUCK U
aHAJINU3 IOTIOJTHUTENBbHON HH(OPMALINH.

AynutopHas camocTosiTellbHasg paboTa BBIMOJNHAETCS CTYIACHTAaMM Ha JIEKIUSX U
MIPAKTUYECKUX 3aAHATUSAX.



Bomnpocs! a5 caMOCTOATENbHOM paboThI CTYAEHTOB B IIEJIAX MOATOTOBKU K ayIUTOPHBIM
3aHATHAM NPEAIAraroTCs IPENOAABATEIEM B Hadalle U3yYEHHUs] KaKIOro pasena IUCLUIUIMHBI
wid TeMbl. CTyIeHTBl UMEIOT MPaBO BHIOMPATH IOMOJHUTEIFHO MHTEPECYIOIINE UX TEMBI JJIs
CaMOCTOSITENIbHONU PabOTHI.

BueaynutopHas camocrosiTenbHass paboTa CTYAGHTOB — IUIaHUpyeMmas YyueOHas
JEATEIIBHOCTh CTYJIEHTOB, OCYIIECTBIIsIEMass BO BHEAyJUTOPHOE BpeMs IO 3aJaHHUIO U IIpU
METOAMYECKOM PYKOBOZCTBE IPENOaBaTeNsl, HO 0€3 ero HemOCPECTBEHHOTO YUaCTHS.

BI/I[[BI CaMOCTOSITCIBHOM paGOTBI CTYACHTOB: IIOAIOTOBKAa K OIIPOCY, IMOATIOTOBKA K
TECTHPOBAHUIO, BBINOJHCHUE NPAKTUYECKHX 3aJaHWi, pELIeHHe Kelica, IOArOTOBKAa K
KOHTPOJILHOM paboTe.

MeToanyeckue peKOMeHIAHUU 110 OPraHU3ANNH CAMOCTOATEIbHOH PadoThI
CTY/J€HTOB

MeTtoauveckue peKOMeHAAIMHU 10 MOATOTOBKE K ONPOCY

OnHoit U3 GPOpM CaMOCTOSATENLHONW PaOOTHI CTYIEHTOB SIBJISIETCS MTOJITOTOBKA K YCTHOMY
onpocy. /yig NOArOTOBKU K OIPOCY CTYJEHTY PEKOMEHIYETCsl U3yYUTh JEKLIIMOHHBIN MaTepuall,
OCHOBHYIO U JIOTIOJIHUTENIbHYIO JIUTEPATypy, Myonukanuu, nHopmaruio u3 MIHTepHET-pecypcoB
II0 COOTBETCTBYIOIIEH TEME.

3¢ (heKkTUBHOCTh MOATOTOBKH CTYIEHTOB K YCTHOMY OINpPOCY 3aBHCHUT OT KadecTBa
03HAKOMJICHHUS C HAYYHOU U METOAMYECKOM JuTeparypoi. [Ipyn noaAroroske k onpocy cTyaeHTam
pexkomeHayeTcsi oOpaTUTh BHUMAaHUE Ha YCBOEHHE OCHOBHBIX MOHSATUHN JUCLMILINHBI, BBIIBUTH
HESICHbIE BOIIPOCHI U NOJ00PaTh AONOJHUTENbHYIO JIMTEPATYPY Ui UX OCBEILEHHs, COCTABUTh
TE3UCHI BBICTYIIJICHUS 10 OTJIEIbHBIM IIPOOJIEMHBIM aCIIEKTaM.

MeToauuecKkue PE€KOMEHIAUHA 11O BBITIOJITHCHUTIO Kelic-3agaHus

Ketic-3amanue npeacrasisier co00il MpOOIEMHYIO CUTYAIUIO, IPEUIaraeMyo CTyIeHTaM
B KauyecTBE 3aJaud JUIs aHalIu3a W NMoucKa pemieHusd. C MOMOIIBI0 3TOT0 METOJa CTYAEHTHI
UMEIOT BO3MOXXHOCTh TMPOSIBUTH U COBEPIICHCTBOBAaTh CBOM aHAJIUTHUYECKHE U OILIEHOYHBIE
HaBBIKH, (popMynupoBaTh F3PGEKTUBHBIE U HauboJIee pallMoOHAIbHbIE YIIPaBICHYECKUE PEIIeHUs
Ha OCHOBE pE3yJIbTaTOB (PMHAHCOBOI'O aHAJIM3a JESTEIbHOCTH OpraHU3aliy.

Ilenu BBINOIHEHUS CTYACHTAMHU KelC-3a1aHus:

- pa3BUTHE y CTYJIEHTOB AHAJTUTHYECKOIO MBILIUICHHUS;

- pa3BUTHE Yy CTYACHTOB NPAaKTUYECKUX HABBIKOB pacueTa HaJOrOBOIo OpeMeHH
OpraHu3aluy;

- (hopMUpOBaHME y CTY/IEHTOB HaBBIKOB ONTHMM3ALUN HAJOr000I0XKEHUS U Pa3pabOTKU
3¢ (PEeKTUBHON HATIOTOBOM MOJUTHKH;

- TOBBIIIEHUE MOTHBALIUU CTYJEHTOB K OOYYEHHUIO U MPO(PECCHOHATLHOMY Pa3BUTHIO.

Pemenne keiica mnpenctaBisger co00l NPOAYKT CaMOCTOATEIbHOW MHIUBUIYaTbHON
paboThI CTYJICHTOB.

Dranbl BHIIOTHEHUS KeC-3a/1aHNs U PEKOMEHJAINK CTYIEeHTaM

No | DTanbl BEITOTHEHUS KeHca PexoMeHnmanmu cryieHTaMm

1 |3nakomcTBO ¢ coaepxanueM | OnpenenuTs LENb U 3a/1a4u Keica
Keiica

2 | Ilouck wucxonHoit wuHbpopmauuu | B kauecTBe ncxoaHOM HH(pOPMAIMM PEKOMEHIOBAHO
IUTSL peleHus Keica UCTIOJIB30BaTh OTYETHBIC TaHHBIE OpPTraHU3aINN

3 Onpenenenne 1. O6ocHOBaTh MOCIENOBATEIBLHOCTh pacyera




IIOCJIEI0BATEIbHOCTH
pelIeHus Keiica

OCHOBHBIX HaJIOTOB, YILTAYUBAEMBIX
Opra"u3aluen

2. O06ocHOBAaThH MIPUMEHSIEMYIO METOIUKY
OIICHKY HAJIOTOBOTO OPEMEHU OpraHU3aIuu

4, Pemenue keiica

[IpoBenenue pacuera BCEX yIUIaYMBAEMBIX
opraHusaluei HaJIOTOB, IPOBECTHU pacuer
HaJIOrOBOTI0 OpeMeHu

5 Ouenka nonydyeHHbix | [Io pesynpraram pacuera HEOOXOAMMO CHAENATh
pe3yIbTaToB BBIBOJIBI
6 | Pazpaborka pexomenmanumii 1o | Ha OCHOBaHUU BEIBOJIOB PEKOMEH/I0BAHO
COBEPIICHCTBOBAHHIO pa3paboTaTh COOTBETCTBYIOIME MYTH CHUKCHUS
NS TeTbHOCTH OPTaHU3aINH HAJIOTOBOM HArpy3Ku OpPTraHU3aIiH
7 | Ilpe3enTanus BBITTOJIHEHHBIX | PEKOMEHIOBAaHO HCIOJIB30BaTh MHCHMEHHBIN OTYET-
3alaHuI IIPE3CHTALMS.
[MucbMeHHBIN  OTYET-TIpe3eHTalusl  TpeOyeT
MPOSIBIICHUS ~ TaKUX  KAuecTB, KaK  yMCHHE

MOJATOTOBUTh TEKCT, TOYHO U aKKypaTHO COCTaBUTH
OTYET, HE JAOMYCTUTH OMUOKHU B pacueTax H T.1.

[Ipn monaroroBke oTdera MO KeWc-3aJaHHIO
CIIeIyeT MPUIEPKUBATHCS CIEAYIOIIEH CTPYKTYpBI:

1. OrnaBnenue

2. Benenne. Bo BBeneHHHM JaTh KpaTKYIO
XapaKkTepUCTHKY  aHaJU3UPyeMOW  OpraHu3allui,
BbIOpaHHOW METOJIMKE OLIEHKU HAJIOTOBOTO OpeMEHU

3. OcHoBHas w4yactk. IIpoBectn ananu3
HAJIOrOBOM Harpy3Kud OpraHu3allid U 00OCHOBATh
MyTU €€ CHIKEHUS

4. 3akiro4eHue.

5. bubnuorpadus

OO6muit o6beM oTueTa MO Kelc-3a1aHuI0
cocraBisger 10-12 crtp. ¢opmara A4, BkiIOYas
TUTYJIBHBINA JTUCT ¥ OuOInorpaduio.

8 Tlonsenenue UTOTOB.
OlleHKa  BBINOJHEHUS  Keilc-
3aaHus

[IpuMepHBIMM KPUTEPUSMH OLICHKH BBIINOJIHEHHUS
Kelc-3aaHus SBIIFOTCS:

e yMEHHE IIPOBECTU pacyeT HaJIOTOBOM Harpys3Ku
OpraHu3aluu

® YpPOBEHb apryMeHTallld, CIOCOOHOCTh MPaBUIBHO
JIENIaTh BBIBOJIBI 110 pE3YyJIbTaTaM pacuera;

. CIIOCOOHOCTh IIPUHUMATh 3¢ deKTUBHbBIE
YIPaBIEHYECKUE PELICHNUS;

® Ka4yecTBO O(pOpMIIEHUS OTYETA.

MeToanyeckue peKOMeH/ 1AM M0 BbINMOJHEHHIO TECTOBBIX 3aaHu i
TecTtel — 3TO BONPOCH WM 3aJaHMs, NpPEAyCMaTpPHBAIOIIME KOHKPETHBIM, KpaTKUH,
YETKH OTBET HA UMEIOIINECS STATIOHBI OTBETOB.
ITo hopme TecToBbIE 3aJaHKsI MOTYT OBITh BECbMa pa3HOOOpa3HBI.
K nepBoii rpynme oTHOCATCS 3aaHusI 3aKPBITOW (OPMBI C €JMHCTBEHHBIM MTPABIILHBIM

OTBCTOM U3 HCCKOJIbKUX MPCACTABJIICHHBIX.




Bropywo rpymnmy coCTaBISIOT 3adaHus OTKPHITOH (OpPMBI, T€ OTBET BBOAHUTCS
CaMOCTOSITEILHO B MOJIC BBOJIA.

Tperbs rpynna npeacraBicHa 33aJaHUSIMA Ha YCTAHOBJIEHUE COOTBETCTBHS, B KOTOPBIX
AJIEMEHTOM OJTHOTO MHOMECTBa TPEOYEeTCs IOCTaBUTh B COOTBETCTBHE DJIEMEHTBI JIPYroro
MHO>KECTBA.

B 4yeTBepToOii rpyme TecToB TPeOyeTCs YCTAaHOBUTH MPABMIIBHYIO MOCIEA0BATEIIBHOCTD
BBIYMCJICHUM WM KaKUX-TO JICMCTBUM, IIaroB, ONEPALMd U T. II., UCIOJB3YIOTCA 3aJaHUsl HA
YCTaHOBJICHUE MTPABUJIBHOM MOCJIEI0BATEILHOCTH.

[Ipy 1mOArOoTOBKE K TECTUPOBAHUIO CTYAECHT JOJDKEH NPUACPKHUBATHCS CIEIYIOLINX
PEKOMEHTAIHiA:

- BHUMATEIbHO U3YyYNUTh OCHOBHBIE BOIIPOCHI TEMBI

- HalTH ¥ NIPOPadOTaTh COOTBETCTBYIOIIUE pa3/iesibl B PEKOMEHIOBAHHBIX HOPMATHBHBIX
JOKYMEHTaX, Y4eOHUKaX U JOMOJHUTEIBHOMN JINTEPATYPE;

- BBISICHUTh yCJIOBUSI TECTUPOBAHUS,

- BHHUMATEJIbHO IMPOYECTh BOMPOC W IMpejuiaraéMble BapUaHThl OTBETOB. BbIOpath
MpaBUJIbHBIE (MX MOXET OBITh HECKOJIBKO). Ha oTmenpHOM JHCTKE OTBETOB HAmMcaTth MUPPY
BOTIPOCa B OYKBBI, COOTBETCTBYIOIINE MTPABMIILHBIM OTBETAM;

- B MPOLIECCE PEIICHUS >KEIATeJIbHO MPUMEHSATh HECKOJBKO IOAXOJ0B B PEIICHUU
3a/IaHMs, YTO TTO3BOJIUT MAaKCUMAJIbHO THOKO ONEPUPOBATh METOIAMU PEIICHUS, HAX01 KaXKIbIN
pa3 ONTUMAaJIbHbIA BapUaHT;

- Ha TPYAHBIM BOIPOC HE TPATUTh MHOIO BPEMEHHM, a MEPEXOJUTH K cienyruemy. K
TPYIHOMY BOIPOCY MOYKHO BEPHYTHCS MO3XKE;

- OCTaBUTH BpeMs IS IPOBEPKH OTBETOB, YTOOBI N30€KAaTh MEXaHHMUECKUX OIIHOOK.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

HHTepaKTI/IBHLIC O6pa30BaTeJH)HI)I€ TEXHOJIOTHH, UCITIOJIB3YCMBIC B ayAUTOPHBIX 3aHATUAX U
CaMOCTOSITEILHOMN pa60Te O6y‘IaIOIJ_[I/IXC$I:

OuHo-3a04Has Gpopma

Bun
3aHATHSA
(L, IIP, Vcnonb3yemble HHTEPAKTUBHbIE Komiectso
Cemectp JIP. B 6
’ o0pa3oBarellbHbIe TEXHOJIOTUH 4aCOB
TOM
qucIe,
TIIT)
J KOMMYHUKATHBHAS JICKIHS 8
6 1P PoneBast urpa, MO3roBoil ITYpM, AUCKYCCHS, -
KPYTIJIBIM CTOJ
JIP -
Hroro: 8

6. OLEHOYHBIE CPEJACTBA JJIsl TEKYHIEI'O KOHTPOJISI YCHIEBAEMOCTH
U IIPOMEXYTOYHOM ATTECTAILIUA

6.1. Opranu3anus BXOAHOI0, TEKYIIero 1 NPOMe:KyTOYHOI0 KOHTPOJIsA 00y4eHust




Hown

BxoaHoi#i KOHTPOJIb — BOPOCHI

Kakyro cBsi3b BBl MOXKETE BUJIETh MEXKIY JaHHOM JUCUUIUIMHOW U JUCUUIUIMHAMU, U3y4YEHHBIMU
Bamu paHee?

[Tepeuncnure BUAbl OpraHU3aLMOHHOMN TOKyMEHTaluu?

[Tepeuncnure OCHOBHbIE MPUHLUIIBI O(OPMIIEHHS OPTaHU3ALHMOHHBIX JOKYMEHTOB?

KTo BnpaBiieH noanuchiBaTh JOKYMEHTHI ¢ Te€pOOBOI MeUaThI0?

Texkylmuii KOHTPOJIb —OICHUBACTCS CaMOCTOSATENIbHAS padoTa CTYJACHTOB Ha CEMHHAPCKHUX
3aHATUAX (TEOPETUYECKHE OMpPOChl, JOKIAJbl, aHalu3 Hay4dHbIX (DAKTOB), BBIIOJIHEHUE
NPaKTUYECKUX 3aJjaHWi, BBIIOJIHEHHE TBOPYECKHX 3aJaHMii, HamucaHue pedepara Ha
BbIOpaHHYIO TEMY, HAallMCaHNUE KOHTPOJIBHBIX PadoT.

IIpoMeskyTOUHasI aTTECTALUS . OCYIIECTBISIETCS B OpME HK3aMeHa.

6.2. TemaTuka pedepaToB: pedepaTt He MPeTyCMOTPEH
6.3. KypcoBas padora. He npexycmoTpena

6.4. Bonipocsl k 3auerty
CnyKebHbl AOKYMEHT: GYHKLMM U TUNOAOrMA.
Knaccudukanus yrnpaBieHISCKUX JOKYMEHTOB.
CocTaB peKBU3UTOB TOKYMEHTOB U TPeOOBaHUS K UX O(POPMIICHUIO.
CocraBiieHue OpraHu3almOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB.
CrnpaBo4HO-UHPOPMAIIIOHHBIE TOKYMEHTHI.
OcHoBHBIE TPEOOBAHUS K TEKCTY PACIIOPSTUTEIIBHBIX JOKYMEHTOB.
PenaktupoBaHue TeKCTa TOKYMEHTOB.
TexHomorun 06pabOTKU BXOASIINX, UCXOSAIIUX U BHYTPEHHUX JOKYMEHTOB.
dopMHUpOBaHUE JEN.
0. Coneprkanue 10roBopa, KOHTpaKTa.
1. [TnanupoBanue paboOThl PYKOBOAUTENECH U CIICITUATUCTOB.
12. DKCIepTH3a EHHOCTH JOKYMEHTOB.
13. TexHomorust MOArOTOBKH JIEN K IIepeaue B apXHUB.
14. VYder 1 HCT0JIb30BAHUE JOKYMEHTOB B apXHBE.
15. [lepeueHs, MOPSAOK BECHUS U COACPKAHUE TOKYMEHTOB KaJpOBOM CITyKOBI.
16.  JIokyMeHTHI IO TPYIOYCTPOHUCTBY, yueTy u padote ¢ kaxpamu. TpymoBbie
KHIDKKH: TIOPAIOK 0hOpMIIEHUS U BEICHUS.

RRoOooo~NoO kN

17. JlokymMeHTaIimoHHOE 00eCTIEYeHHE YIIpaBIeHUs aTTecTaluen KaJpoB.

18.  TpebGoBaHus K 0POPMIECHHIO TOKYMEHTOB.

19.  Tlousrtue nenoBoii nepenucku. OopMIICHHE EIIOBOTO IMHCHMA.

20.  Ilpunuumnsl obecriedyeHus] KOHPUIESHIIUATBHOCTH HH(POPMAIINH B CHCTEME
JIEJIONIPOU3BO/ICTBA.

21.  Ompenenenue CEKPETHOCTH JTOKyMeHTa. OCHOBHBIE MPOOIEMBbl OpraHU3AINH
CEKPETHOTO JCIIOTPON3BOJICTBA.

22.  OpraHu3aius KOHTPOJIS UCTIOTHEHHS PaCIOPSAIUTENbHBIX JOKYMEHTOB.

23.  TloBbimenne 3¢ (HEeKTHBHOCTH KOHTPOJIS UCTIOTHEHUS JIOKYMEHTOB.

24.  TloHATue 3NMEKTPOHHOTO JoKyMeHTa. COBpeMEHHBIE TTOIXO/IbI K aBTOMATH3AI[UN
JIEJIONIPOU3BO/ICTBA.

25.  TloHsATHe mporpaMMHOM CUCTEMBI aBTOMAaTHU3auH aenonpousoacTsa (CAJL).

Knaccudpukanus CA/I.



26.  OO030p cucTeM aBTOMATH3AIMH JIeONPOU3BOCTBA, IPEICTABICHHBIX HA
POCCHIICKOM pBIHKE. XapaKTepUCTHKA HEKOTOPBIX CHCTEM aBTOMATU3AlUH ACTONPOM3BO/ICTBA.

27.  Pasmemenue pexkBu3uToB. CriocOOBI BHIIOJHEHUS OJJAHKOB OPraHU3aIUH.
28.  Opranumzanus paboThI ¢ JOKYMEHTaMH.

29.  OOpaboTka OTHpaBIIEMBIX TOKYMEHTOB.

30.  Perucrpanms u KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

31.  KOpuanyeckas cuiia JOKyMEHTOB.

32. Co3znanue 3MeKTPOHHBIX JOKYMEHTOB.

33.  HMHCTpyKuMHU OpraHU3alMOHHO-METOAMYECKOT0 Ha3HAUCHHS U TIPaBUIIA.
34.  YnpaBieHue JOKyMEHTaMH JIEKTPOHHON MOYTHI.

YHHUTOXKEHNE AOKYMCHTOB C UCTCKIIUMHU CPOKaAMU XpaHCHU.

7. YYEBHO-METOJUWYECKOE U UH®OPMAILIMOHHOE OBECHEYEHUS
YYEBHO JUCLUIIIAHBI (MOAY.JIsT)

7.1. OcHOBHas JqUTepaTypa

1. bBamaGanosa, E. C. Opranm3anuonnoe nmosenaeHue : yueonnk / E.C. bamabanoBa. — MockBa
: MUH®PA-M, 2022. — 592 c. — (Beicmee oOpazoBanue: bakamaBpuar). — DOI
10.12737/1048688. - ISBN 978-5-16-015732-0. - Tekcr : oamekrponnbii. - URL:
https://znanium.com/catalog/product/1048688

2. 3ronnuk, JI. B. Opranuzanuonnoe nopeacuue : yueOnuk / JI. B. 3ronnuk. — 3-¢ usg., crep.
— Mocksa : U3parenbcko-Toproas kopropaius «Jlamkos u K°», 2020. — 230 c. - ISBN 978-
5-394-03762-7. - Tekcr : anekrponnsiid. - URL: https://znanium.com/catalog/product/1091501

3. ®@appaxoB, A. I'. Teopus wmeHemxMeHTa: VcTOpHs yrnpaBIEHUYECKOH MBICIH, TEOPHUS
OopraHu3alii, OpraHu3alMoOHHOE MoBeaeHue: YueOHoe mocodue / A.I'. ®Dappaxos. - M.: HUL]
NH®PA-M, 2018. - 272 c.: - (Briciiee oopazoBanue: bakamaspuar). - ISBN 978-5-16-009073-
3. - Tekcer : anextponnsiid. - URL: https://znanium.com/catalog/product/960022

7.2. JlonosiHUTEIbHAS JIUTEPATypa

1. CrpoeBa, E. B. Pa3paborTka ympaBieHueckux pemieHuid : ydeOHoe mnocobue / E.B.
Crpoesa, E.B. JlaBpoBa. — Mocksa : UHOPA-M, 2020. —128 c¢. — (Bricmee obpazoBanue:
bakamaBpuar). - ISBN 978-5-16-005222-9. - Tekcr : onekrponnsii. - URL:
https://znanium.com/catalog/product/1006755

2. MeTopl IPUHATHS YIpaBlIeHYeCKUX pelieHul : yueOnoe nocodue / B.JI. Cennepos, T.1.

IOpuenko, KO.B. Boponiona, E.}O. bpouuna. — Mocksa : UTHOPA-M, 2020. — 227 c. —
(Beicuiee obpasoBanue: bakanaspuat). — DOI 10.12737/20621. - ISBN 978-5-16-011735-5. -
Tekcer : anextponnsiii. - URL: https://znanium.com/catalog/product/1132715

4. Hosuukos, B. U. Ympasnenueckass skoHomuka. Teopust opranuzanuu. OpraHu3aiiioHHOE
noBeneHue. Mapketusr : yue6. mocobue / B. 1. HoBuukos, Y. M. Bunorpanosa, 1. C. Komiens.
- Mockga : Jlamko u K, 2017. - 132 c¢. - ISBN 978-5-394-02811-3. - TekcT : 37I€KTPOHHBIH. -
URL: https://znanium.com/catalog/product/937272

7.3. IlporpammHoe obecneyeHue
Microsoft Office Standard 2010

1. Dnexkrponnas oudmuoreka: http://elibrary.ru/defaultx.asp

2. DnextponHas 6ubnuoreka PI'B.http://www.rsl.ru/ru/s2/s101/

3. IlyreBoautens mo pecypcam Murepuer: http://www.aonb.ru/iatp/quide/library.html
8.DnmekTpoHHO-OMOMMOTeYHas cucteMa fOpaiir  https://urait.ru/



https://znanium.com/catalog/product/1048688
https://znanium.com/catalog/product/1091501
https://znanium.com/catalog/product/960022
https://znanium.com/catalog/product/1006755
https://znanium.com/catalog/product/1132715
https://znanium.com/catalog/product/937272
http://elibrary.ru/defaultx.asp
http://www.rsl.ru/ru/s2/s101/
http://www.aonb.ru/iatp/guide/library.html
https://urait.ru/

9.25eKTpOHHO-OMOIMOTEYHAsI cucTeMa Znanium.com

7.4 DjIeKTPOHHBIE pecypcChl

https://znanium.com/

becniaTHbie IJICKTPOHHBLIC KHUTH 110 6H3Hecy

http://www.alti.ru/bizbook.htm

bub6auorexa Konrpecca CIIIA (The Library of

http://www.loc.gov/index.html

Congress)
Bub6auorexa GM3HecCMeHa http://e-book.city.tomsk.net
Bbuoimorexa CIIoI' YO P http://www.finec.ru/rus/parts/sbhio-

site/index.html

bubanorexa JICKTPOHHBLIX KHUTI'

http://e-booki.narod.ru/knigi.htm

T'ocynapcrBeHHas ny0IMYHAS HAYYHO-TEXHUYECKAS
onoaunorexa Poccun

http://www.gpntb.ru

HayuHas 3/1eKTpOoHHAas1 OU0/JIHOTEKA

http://elibrary.ru

Poccuiickasi rocynapcrBeHHasi 0ubamorexka

http://www.rsl.ru

Poccuiickasi HaMOHAJIbHAA 0u0IMoTEeKa

http://www.nlr.ru

DJIeKTPOHHbIE KHUTH

http://books.mimbiz.ru

IIy6niuunas UnTepHeT-0M0IMOTEKA (KpOME
nyOJMKanui 3a TEKyIUil rojl, KOTOpble MPEAOCTABICHbI
B IUTUPOBAHHOM BAPUAHTE).

http://www.public.ru

Bubaunorexa 3KOHOMHMKH (pa3IMYHbIC SKOHOMUYECKHE
TEKCThI: KHUTH, paboune marepuainsl (working papers),
CTaTbU U3 COOPHUKOB U JKYpHAJIOB, MyOJIMKalUH,
pedepatsl, TUILIOMBIL, AUCCEPTALINHN).

http://www.finansy.ru/publ.htm

Odununanbubiii cailt Munucrepcrea @uHaHCOB
Poccuiickoii @enepauuu

https://minfin.gov.ru/ru/

O¢punuanbublii caiiT @eepaibHON HATOTOBOH CIYKOBI

https://www.nalog.ru/rn50/

Odununanbubiii caiit banka Poccun

https://cbr.ru/

O¢unuanbHelii caiit @eepaabHON CTyKOBI
TOCYIaPCTBEHHOM CTaTHCTHKHU

https://rosstat.gov.ru/

7.5 Meroanueckue yKa3aHusi ¥ MATepPUAJIbI 110 BUIAM 3aHATHI

[Tonoxxenue o padbounx nmporpamMmmax y4eOHBIX AUCHUIUIMH (MOJyJiel ), pa3paboTaHHbBIX B
COOTBETCTBUM C aKTyaIU3UPOBAHHBIMHU (heiepalibHBIMU rOCY1apCTBEHHBIMU 00pa30BaTeIbHBIMU

crangaptamu Beiciero oopazoanus (OI'OC BO 3++)
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8. MATEPHAJBbHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI
JUCHUILIMHBI (MOLY.JIS)

Nort/t HaunmenoBanue [lepeyeHp 000pyIOBaHUS M TEXHUYCCKHX CPEICTB O0YUCHUS
000py/IOBaHHBIX YUEOHBIX
KaOMHETOB, JTAOOpaTOPHIA

1 Aynuropus Ne402 11 xomnbprOTEPOB
Cucremuslii 6510k 1:
[Mporeccop Intel(R) Core(TM) i5-4570 CPU @ 3.20GHz
8192 O3V
HDD O6sem: 500 I'b
Monutop Benq G922HDA- 22 aroiima
CucremHbIii 010K 2:

[Mporeccop Intel(R) Core(TM) i5-4170 CPU @ 3.70GHz
4096 Mb O3Y; HDD O6sem: 500 I'b
Monutop DELL 178FP
CucremHsIit 610K 3:

IMporeccop Intel(R) Core(TM) i3-6100 CPU @ 3.70GHz
4096 Mb O3VY; SSD O6wem: 120 I'b
Mounutop Samsung 940NW
AxkycTtuueckas cucrema 2.0
WNHuTtepaktuBHas qocka Smart Board
ITpoexTop Epson EH-TW535W

2 Ayautopus Ne403 CucreMHbINA 010K:
[Tpoueccop Intel® Pentium®Dual-Core E2180
2048 O3VY; 320 HDD
Mounutop AOC 2470W
ITpoektop Epson EH-TW5300 c akycTtuueckoii cuctemoi

3 Aynuropus Ne405 CucreMHBI OJ10K:
[Ipoueccop Intel® Pentium®Dual-Core E2180
2048 O3Y; 320 HDD
Mounutop AOC 2470W
[Tpoextop Epson EH-TWS5300 ¢ akyctuueckoii cuctemMon

4 Aynuropus Ne302 11 xomnbrOTEPOB
CucreMHBI OJ10K:

IMpomeccop Intel(R) Core(TM) i3-2100 CPU @ 3.10GHz
4096 Mb O3VY; HDD O6sem: 320 I'b
Mounutop Acer P206HL - 20 nroiimoB

AkycTuueckas cucrema Sven
WutepakTuBHas qocka Smart Board
ITpoexTop Epson EH-TW535W

5 Aynuropus Ne303 CucteMHBbli 6J10K:
[poneccop Intel® Pentium®Dual-Core E5200
2048 O3VY; 320 HDD
Mounwutop Samsung SyncMaster 940NW
Axycrrueckas cucrema Sven
[IpoexTop Nec M260W

6 Aynutopus Ne305 CucteMHBbIi 6J10K:
[Tpoueccop Intel® Core™2 Duo E8500
2048 O3Y; 250 HDD
Monwntop Samsung SyncMaster 940NW




AKycTHYecKas cucrema Sven
IIpoektop Nec M260W

Aynutopus Ne306

12 KoMIIBIOTEPOB
CucremHbIi 0J10K:
[Mporeccop Intel(R) Core(TM) i5-2400 CPU @ 3.10GHz
8192 O3Y; HDD O6bem: 500 I'b
Monutop DELL EX231W - 24 nroiima
WutepaktusHas nocka Elite Panaboard UB-T880W c
aKyCTHUYECKOM CUCTEMOM
[TpoexTop Epson EB-440W

Aynutopus Ne308

CucreMHBIi 0JI0K:
[Mporeccop Intel(R) Core(TM) i5-2400 CPU @ 3.10GHz;
8192 O3y
HDD O6sem: 500 I'b
Monutop DELL EX231W - 24 nroiima
WutepaktusHas nocka Elite Panaboard UB-T880W c
aKyCTUYECKOM CUCTEMOI
[TpoexTop Epson EB-440W

Aynuropus Ne2-120

CucteMHBIH OJIOK:
[Tponeccop Intel® Core™?2 Duo E8500
2048 O3VY$ 250 HDD
Mounwutop Samsung SyncMaster 940NW
AKycThueckas cucteMa Sven
[Ipoektop Nec M260W

10

Ayautopus Nel09

11 komnbrOTEPOB
CucreMHbI 0J10K:
I[Mpoueccop Intel(R) Core(TM) i5-6400 CPU @ 2.70GHz
4096 Mb O3V
SSD O6bem: 120 I'b
MownwuTop Philips PHL 243V5 - 24 mroiima
AKycTudeckas cucrema Sven
WuTepaxkTuBHas nocka Smart Board
ITpoexTop Epson EH-TW535W

11

Aynuropun Ne 309, 310,
311, 410, 411

[MpoekTop nepenocuoit Epson EB-5350 (1080p)— 1 mrT.
Okpan nepenocHoit Digis 180x180 — 1 mt.
Hoyroyk HP ProBook 640 G3 (Intel Core i5 7200U, 4gb
RAM, 250 SSD) — 1 .




JUCT PETUCTPAIIMM U3MEHEHUI

n/a

ConeprxaHue U3MEHEHUs

W3MeHeHHbIE TyHKTBI

Pewmenue YueOHO-
METOIUYECKOTO
coBeTa
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