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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) YrpasieHue 4enoBeYECKUMH pecypcaMu

Krammduxamms Bbakanasp

dopma oOydeHHs 04HO-3204YHAS

OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108 Bupas! koHTpOIS:
B TOM YHCIIE: 3ayer
ayAUTOPHBIE 3aHATH 24
CaMOCTOsTebHAs paboTa 84

Pacnpeneﬂeﬂue YaCcoB JUCHHUILIMHBI ITO0 CeMECTpaM

Cemectp
(<Kypc>.<Cemectp 7 (4.1)
Ha Kypce>) Hroro
Henens 17 4/6
Bun 3arsaTait v | PO | vmo PIT

Jlexunn 8 8 8 8
IMpakruaeckue 16 (16 |16 |16
B tom uncne uHT. 8 8 8 8
Uroro ayn. 24 |24 |24 |24
KonraxrHas pabora |24 (24 |24 (24
Cam. pabota 84 (84 |84 |84
HUroro 108 | 108 | 108 | 108




[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
HampasnerHocts (mpo¢uib) VYmpaBieHHE YelOBEUSCKUMH pecypcaMmu, OJoO0peHHbIH YueHsiM coBetom @OIBOY BO
Uysamckuii 'AY ot 30.08.2024 r., mpotokon Ne 16.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.
[Ipencenarens Meroamyeckoir komuccnu axynprera Ommummosa C.I1.

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBOEHHE TEOPETUUECKUX 3HAHUN 110 OCHOBHBIM BOIIPOCAM JOKYMEHTHUPOBAHUS YIIPABIEHUECKOH NEeATEIbHOCTH,
BBIPa0OTATh MPAKTHUECKHE HABBIKK COCTaBJICHUS JOKYMEHTOB U OpraHH3alUH JOKyMEHTO000pOTa, MPHOOpeTeHne
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | Byxrantepckuii yueT 1 aHAIH3

2.1.2 [ [Ipon3BoCTBEHHAS MTPpaKTHKA, HAyTHO-HCCIeI0BAaTENbCKasI paboTa

2.1.3 | BHEIIHEOKOHOMHUYECKHE CBSI3H MPEANPHUATUN arpONpOMBIIUIIEHHOTO KOMILJIEKCa

2.1.4 | NlupopMannoHHbIE TEXHOJIOTHH B MEHEKMEHTE

2.1.5 | CraTucruka

2.1.6 | MIHOCTpaHHBIHA A3bIK

2.1.7 | KagpoBblii aynuT U 1€IOMTPOU3BOJICTBO

2.1.8 | YueOHast mpaKkTuKa, HAyIHO-HUCCIEI0BaTENbCKas paboTa (MOTydeHNe IePBUYHBIX HABBIKOB HAyUHO-HCCIEI0BATENbCKOH
paboTh)

2.1.9 | lenoBbie KOMMYHUKAIIUU

2.1.10 | MapkeTusr

2.1.11 | Meroapl IpUHATHUS YIPABICHYECKUX PELICHUI

2.1.12 | Uctopus (uctopust Poccuu, BceoOImas HCTOpust)

2.1.13 | YuebHas npakThka, 03HAKOMUTEIbHAS PAKTHKA

2.1.14 | DKOHOMHYECKAS TEOPHS

2.1.15 | OxoHOMUYECKAS TOJTUTOJIOTHS

2.1.16 | DxoHOMHUYECKAS COL[HOIOTHS

2.1.17 | [Icuxos0THs JIMIHOCTH ¥ TTPO(ECCHOHATBHOE CaMOOTIPEICIICHIE

2.1.18 | [Icuxocamoperyssinys 00yJaromerocsi ¢ OrpaHUueHHBIMA BO3MOXXHOCTSMU 310POBBS

2.2 | JucuMJIMHbI ¥ IPAKTUKH, 1JI51 KOTOPbIX OCBOCHHME JAHHON AMCUMIJIMHBI (MOAYJIAA) HEOOXOAUMO KaK
npeauecTpyoLee:

2.2.1 | Marematuueckoe MOJCITHPOBAHUE B MEHEKMCHTE

2.2.2 | [Ipon3BoACTBEHHAS IPAKTHKA, TEXHOJIOTHYECKAs (IIPOCKTHO-TEXHOJIOTUIECKas!) IPaKTHKA

2.2.3 |IIpon3BOACTBEHHAs IPAKTHKA, IPEIAUIUIOMHAS] IPAKTHKA

2.2.4 | Yopasnenue 6a3aMu JaHHBIX

2.2.5 | Ynpasnernue prHAHCAMH IPESIIPUSATHH

3. KOMIIETEHLY OBYYAIOLLETOCSI, POPMUPYEMBIE B PE3YJIBTATE OCBOEHUSI JUCLIUTIINHBI
(MOZLYJIs)

VYK-4. CiocobeH 0oCyIecTBIATh ACTOBYI0 KOMMYHHUKAIMIO B YCTHON 1M MUCBMEHHOW (hOpMax Ha rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanum 1 nHOCTpaHHOM(BIX) SI3bIKE(aX)

YK-4.1 3HaeT: mpUHLIKIBI TOCTPOEHHS YCTHOTO U MUCbMEHHOTO BBICKAa3bIBAHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKaX, IpaBHUiIa U
3aKOHOMEPHOCTH JIEI0OBON YCTHOM M MUCHbMEHHON KOMMYHUKALIUU

VYK-4.2 YMeeT: IpUMEHATH Ha MTPAKTHKE ACITOBYI0 KOMMYHHKAIIHIO B YCTHOM 1 MMCBMEHHON (popMax, METOBI ¥ HaBBIKH JETOBOTO
OOIIeHUS HA PYCCKOM U MHOCTPAHHOM SI3BIKAaX

VK-4.3 MmeeT HaBBIKU: YTEHHUS U [IEPEBOJIa TEKCTOB HA HHOCTPAHHOM SI3bIKE B IPO(ECCHOHATEHOM OOIIEHUH

IIK-3. Cnoco6eH ocymecTBIATs cOOp, MOHUTOPHHT U 00paOOTKY JaHHBIX C UCIIOIB30BAaHUEM MEPEJOBBIX HH(POPMAIIOHHBIX
TEXHOJIOTUH AJIs1 IPOBEACHUS PAaCUeTOB SKOHOMHYECKUX IOKa3aTenen

[IK-3.1 3naet: Meroxsl cOopa 1 06padOTKM IKOHOMHUUYECKOH HH(POPMAIINHU, METOIBI YIeTa U aHAJIN3a SKOHOMHYIECKUX ITOKa3aTeneit
XO3SIICTBEHHOM 1€ATENbHOCTH OPraHU3alM U €€ ITOAPA3JIeIEHUI C y4ETOM OTPaciieBOI HAIIPaBIEHHOCTH JEATEIbHOCTU

ITK-3.2 YMeer: OCyLIeCTBIATh COOpP, MOHUTOPUHT U 00pabOTKY MCXOTHBIX JaHHBIX [UIS COCTaBICHUS MIPOCKTOB (PHHAHCOBO-
XO3SICTBEHHO, IPON3BOICTBEHHON M KOMMEPYIECKOH AEATENEHOCTH (OM3HEC-TNIAHOB) OpTraHU3anu

ITK-3.3 MmMeeT mpakTHUECKuil ONBIT: ydeTa U aHAJIN3a SKOHOMUUECKUX IT0Ka3aTeNel 1esTelIbHOCTU OPraHU3alluy C
HCIIONIb30BaHHEM COBPEMEHHBIX TEXHUUECKHIX CPECTB M MHYOPMAMOHHBIX TEXHOIOTHH

B pe3sysbTare ocBOeHUs AMCUMILJIMHBI 00yYaIOIIUIACS 10/KEH

3.1 (3HaTh:

3.1.1 | HOpMaTHBHO-METOANYECKYO 0a3y neraonpousBoacTsa B Poccuiickoii deneparuu;




3.1.2

0COOCHHOCTH SI3BIKA U CTHIISI COCTABIICHHS CIIYKEOHBIX TOKyMEHTOB,;

3.13

crerduKy OpraHu3anyui HHPOPMAITHOHHO-TIONCKOBOHW CHCTEMBI U KOH-TPOJIS HCIIOTHEHHS TOKyMEHTOB;

3.14

TpeOOBaHUS K OJJAHKaM CITY>KEOHOTO JOKYMEHTA;

3.1.5

COCTaB PECKBU3HUTOB Opl"aHI/ISaLII/IOHHO-paCHOpﬂZ[HTenLHOfI JOKYMCHTA-IIMM U IIpaBujia ux O(I)OpMJ'IeHI/Iﬂ;

3.1.6

Ha3HA4YCHUEC, CTPYKTYPY U COACPIKAHUE CUCTEMbI OPraHU3allMOHHO —pacnopﬂnnrenbﬁoﬁ JOKYMCEHTAIlUH,

3.1.7

yHU(UIEPOBaHHBIE (POPMBI OPraHU3AHOHHO-PACHOPAUTENBHBIX J0-KyMEHTOB;

3.1.8

HOPSIIOK, STAIBl U OCHOBHBIE IPOLETYPH! OpPraHU3aLUH PAOOTHI ¢ JOKy-MEHTaMU;

3.1.9

9Tanbl IBUXXCHUA JOKYMCHTOB B OpTaHU3alluu B IIPOILECCE I[OKyMeHTO-O60pOTa 1 MOPANOK UX PETUCTPAUH,

3.1.10

npaBujia pa60T1)1 C BXOJAIIUMH, UCXOAAIIUMMHA U BHYTPCHHUMH TOKY-MCHTAMU;

3.1.11

0COOCHHOCTH PabOTHI ¢ KaIPOBBIMH JOKYMEHTaMH, C 00paIICHISAMH TPaXKIaH.

3.2 | YMeTh:

3.2.1

OpPraHU30BBIBATH JOKyMEHTOOO0OPOT U JOKYMEHTAILHOE COMPOBOXKAECHNE pabOThI B OpraHax roCylapCTBEHHOHN U
MYHMLIMNAIBHON BJIACTH U MHBIX OPraHU-3aLUsAX;

322
JIMYHOMY COCTaBY;

0o(opMIIATh OpraHU3aIOHHbIE, PACIOPAIUTENBHBIE, CTIPABOYHO--HH(POPMAIIMOHHBIE BUABI JOKYMEHTOB, JOKYMEHTHI T10

323

OpraHM30BBIBAThH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHT0000pOTa, MapIIPyThl ABMXKEHHSI JOKYMEHTOB B OpraHH3aIiH,
IIOATOTOBKY JIeJ K IIepeiade PEruCTpUpOBaTh JOKYMEHTHI B OpraHU3alIH;

324

OpTraHU30BbIBATH paGOTy C BXOJAIIMMHU U C UCXOAAINIUMHU JOKYMCHTAMU,

3.2.5

MOATOTABJIMBATh JOKYMEHTHI K IEPpE1avue Ha XpaHCHUE B apXUB.

3.3 [ UmeTh HaBBIKM M (MJ1H) ONBIT JeSITEIbHOCTHU:

33.1

cocTaBieHMsI, 00pabOTKH U pabOTHI C TOKyMEHTAIMEH pa3IMIHOTO YPOBHS M HaNpaBJICHU,

332

COCTaBJICHUS], IPABKU U PEAAKTUPOBAHUS BUIOB JOKyMEHTOB, BKIIOUEHHBIX B CUCTEMY OpraHU3al[IOHHO-
PacnopsaauTeNnbHON JOKYMEHTALUN;

3.3.3 | cocTaBiieHUS! HOMEHKIATYpPHI JI€T;

334

(dhopmupoBaHUs U 0OPMIICHHS JeTa, OTIUCH JeIT.

4. CTPYKTYPA U COAEPJKAHHUE ANCLUILIAHBI (MOLY.JIST)

HanmeHoBaHue pa3/iesioB H TeM /BUJ Cemectp / | YacoB | Komneren- | Jlureparypa | Unte | Ilpak. | Ilpumeuanue
3aHATHA/ Kype 197071 pakr. | moar.
Paznen 1. Coaepixanue TeMaTHKH Kypca
" IokyMeHTHPOBAHHUE YIIPaBJIeHYEeCKOI
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOecIieueHne 7 1 VYK-4.1 VK- JI1.1J12.1 0 0
OpexnpusTuii u opranm3anuii /JIex/ 4.2 VK-4.3 2.2
IK-3.1 K- o1
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOecIieueHne 7 2 YK-4.1 VK- JI1.1J12.1 0 0
npexnpusTuii u opranusanui /IIp/ 4.2 VK-4.3 2.2
IK-3.1 K- o1
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHUE 7 12 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npeanpusTuii u opranuzanmii /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
IK-3.1 K- 91 TBOpYECKAsL
3.21IK-3.3 pabota
Tema 2. CoctaB peKBU3UTOB JJOKYMEHTOB U 7 2 YK-4.1 VK- JIL.1J12.1 2 0 pooOieMHast
npasmiIa ux opopmieHus /Jlex/ 4.2 VK43 2.2 JIEKIHS
IK-3.1 K- 91
3.2TIK-3.3
Tema 2. CocTaB peKBH3UTOB JOKYMEHTOB U 7 2 YK-4.1 VK- JIL.1JI2.1 0 0
npasmia ux opopmierus /T1p/ 4.2 VYK-4.3 J12.2
IK-3.1 K- 91
3.2TIK-3.3
Tema 2. CoctaB peKBU3UTOB JJOKYMEHTOB U 7 12 YK-4.1 VK- JIL.1JI2.1 0 0 Joxnan,
npasmia ux opopmierus /Cp/ 4.2 VK43 2.2 TECTHPOBaHHE,
IIK-3.1 IIK- 91 TBOpYECKAsI
3.2TIK-3.3 pabota




Tema 3. Opranu3ariioHHO- 7 2 YK-4.1 VK- J1.1J12.1 npoOnemMHas
pacnopsiiuTe bHbIE JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J2.2 JIEKIHS
cocraBneHus /Jlex/ TIK-3.1 IIK- 21
3.2TIK-3.3
Tema 3. OpranuzaioHHO- 7 2 YK-4.1 VK- JI.1J12.1
pacnopsauTeNnbHble TOKYMEHTBI, IpaBUiia UX 42 VYK-43 J2.2
cocrasyierus /IIp/ IK-3.1 TIK- 21
3.2TIK-3.3
Tema 3. OpraHu3zanioHHO- 7 12 YK-4.1 VK- JIL.1J12.1 Hoxnan,
pacnopsauTeNnbHble TOKyMEHTBI, IpaBUila UX 42 VK43 J2.2 TECTUPOBAHHE,
cocraBnenus /Cp/ ITK-3.1 TIK- 31 TBOpYECKast
3.2 TIK-3.3 pabota
Tema 4. THpOpMaITMOHHO — CIIPaBOYHBIE 7 1 YK-4.1 VK- JIT.1J12.1
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 4.2 YK-4.3 J12.2
opopmienus /Jlex/ ITK-3.1 TIK- 31
3.2TIK-3.3
Tema 4. lHpopMaImMOHHO — CIIpaBOYHBIE 7 2 VK-4.1 VK- JIT.1J12.1
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 YK-4.3 J12.2
odpopmnenus /TIp/ TIK-3.1 ITK- 21
3.2TIK-3.3
Tema 4. (D OpMaLIHOHHO — CLIPaBOYHEIE 7 12 | VK-4.1 VK- JI1.1J12.1 Hoxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-4.3 J2.2 TECTHUPOBAHUE,
odpopmienus /Cp/ TIK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 5. Ha3znauenue, kiaccuukarms 7 1 YK-4.1 VK- JIT.1J12.1
CITy’KeOHBIX ITUCEM, OCOOCHHOCTH HX 4.2 YK-4.3 J12.2
cocrasnenus /JIex/ TIK-3.1 IIK- 31
3.2TIK-3.3
Tema 5. Ha3znauenue, kiaccuukarms 7 2 YK-4.1 VK- JIT.1J12.1 KEHCBhI
CITy’KeOHBIX ITHCEM, 0COOEHHOCTH HX 4.2 VK-4.3 2.2
cocrasnenus /ITp/ TIK-3.1 I1K- 31
3.2TIK-3.3
Tema 5. Ha3znauenue, kiaccudukarys 7 12 YK-4.1 VK- JIT.1J12.1 Hoxnan,
CITy’KeOHBIX ITUCEM, OCOOCHHOCTH HX 42 VK-43 J12.2 TECTHpPOBAHUE,
cocrainenus /Cp/ TIK-3.1 T1K- 21 TBOpYECKast
3.2TIK-3.3 pabora
Tema 6.Opranuzaius paboTsl ¢ 7 1 YK-4.1 VK- JIL.1J12.1
nokymeHTamu /JIex/ 4.2 VK-4.3 2.2
IIK-3.1 K- 31
3.2TIK-3.3
Tema 6.0Opranuzaius paboTsl ¢ 7 2 YK-4.1 VK- JIL.1J12.1 JlernoBas urpa
nokymenrtamu /IIp/ 4.2 VK-4.3 J2.2
IIK-3.1 K- 31
3.2TIK-3.3
Tema 6.Opranuzamus paboTsl ¢ 7 12 VK-4.1 VK- JI1.1J12.1 Joxman,
nokymeHnTtamu /Cp/ 4.2 VK-4.3 2.2 TECTUPOBAHUE,
IIK-3.1 IIK- 91 TBOpYECKAsL
3.21IK-3.3 pabota
Tema 7. CocraBneHue u opopmiIeHHE 7 4 YK-4.1 VK- JIL.1J12.1
JIOKyMEHTOB I10 THYHOMY cocTaBy /I1p/ 4.2 VK-4.3 J2.2
IK-3.1 IIK- 31
3.2 TIK-3.3
Tema 7. CocraBneHue u opopMiICHUE 7 12 YK-4.1 VK- JIL.1J12.1 Joxnan,
JIOKyMEHTOB IO JTHYHOMY cocTaBy /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
TIK-3.1 IIK- 21 TBOpYECKAS
3.2TIK-3.3 pabota
3auer /3auét/ 7 0 YK-4.1 VK- JIL.1J12.1
4.2 VK43 2.2
TK-3.1 IIK- 31
3.2 TIK-3.3

5. ®OH/JI OHEHOYHbIX CPEJCTB

5.1. IIpumepHbIii nepeyeHb BONMPOCOB K 3a4YeTy

1. OCHOBHBIE (TEPMUHBD», «IOHATHA» NJOKYMCHTHPOBAHUS




2 Vicropus cTaHOBIIGHHS pa3BUTHUS CHCTEMBI AEIONPON3BOACTBAa B Poccun

3 CiryxObl TOKyMEHTUPOBAHUS YIIPABICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKLIHH
4 OpraHu3amnys IeToIpON3BOICTBA Ha MPENIPUATHIX

5. HopmaTtuBHO-MeTOqM4ecKast 6a3a J1eIompOn3BOACTBA.

6 ®opmatel Oymaru i opopMIIeHUS! TOKYMEHTOB U MX pa3Mepsl

7 Pa3meps! noseit Ha GiaHKax JOKYMEHTOB

8 bnaHku NOKYMEHTOB: HOHSATHE, BUIbl U UX PEKBU3UTHI

9. PexBHU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB M IPaBHUIa X O(QOPMIICHHS

10. VYrioBoe U MpoaOIbHOE PACIOIOKEHHE PEKBU3UTOB Ha JOKYMEHTax

11. Kiaccuduramus v QyHKIMH JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPEAIPHSATHH.

13. TekcT AOKyMEHTa, ero CTpyKTypa M TpeOOBaHUS K €ro COCTaBICHHUIO

14. PacnopsanTenbHble JOKYMEHTBI, W3[aBaeéMble Ha NPHUHIMIIAX KOJUIETHAAbHOCTH: BHJBI, PEKBU3UTHI U MPaBUIIA UX
opopMITeHHS

15. PacniopsauTenbHble JOKYMEHTHI, M37aBaeéMble B YCIOBUSIX €AMHOHAYANMS: BHIBI, PEKBU3UTHI, IpaBUIa UX o(opmiieHns
16. JlokyMeHTO000pOT: MOHSTHE, KIacCU(HUKALUS ¥ €0 OpraHu3alys Ha MPEIIPHATHH.

17. IMopsimok pa®oTHl ¢ BXOAAMIMMH, UCXOMAIINMH U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIINX, UCXOMAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomenknaTtypa nen: mOHSTHE, BUIbI, PEKBU3UTHI, (hopMUpoBaHHE U OQOpPMIICHUE e

20. OpraHu3anOHHbIC JOKYMEHTHI: MOHSTHE, Ha3HAUCHHE, BU/BI U MPaBUIA UX OQOPMIICHHS

21. WudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, Ha3HAUEHHE, OCHOBHBIC PEKBH3HTHI, TIPaBHIa UX O(GOPMIICHHS
22. CayxeOHbIe (eNI0BbIE) MUCbMA: Ha3HAYEHHE, BUABI MHCEM, PEKBU3HUTHI, IIPaBUIa UX O0(OPMICHUS

23. ITpoTokouisl coBemanui, COOpaHuil U 3acefaHuii: BUIbI, COCTAB PEKBU3UTOB M MOPSIOK UX OPOPMIICHHS

24. JIOKyMEHTHI 11O JTHYHOMY COCTaBY IPEIIPHATHS: Ha3sHaYeHHE, COCTaB, 0COOCHHOCTH PadOTHI ¢ KaJpPOBBIMH
JOKyMEHTaMH

25. [Tpukasel MO TMYHOMY COCTaBY: BUJABI U OCOOCHHOCTH MX O(OPMIICHUS

26. Bunsl 1 nopsaok paboTsl ¢ MUCbMaMM M OOpaIlCHUsIMH TPak/iaH

27. CoBpeMeHHBIE TEXHOJIOTHH TOKYMEHTAIMOHHOTO O0ECIeUEeHNs YIPaBICHYECKOH IeITebHOCTH

5.2. IlpuMepHBliil NepedYeHb BOIPOCOB K IK3aMEHY

He npenycMoTpeHO yaeOHBIM IIAHOM

5.3. TeMaTHKa KypCcOBbIX PadoT (KypCOBBIX IPOEKTOB)

He npenycMoTpeHO y4eOHBIM IIITAHOM

5.4. ®OHA OLEHOYHBIX CPEACTB AJIS NPOBeJeHUs TeKYIero KOHTPOJIsI

TeMmbI TOKIaI0B

1.0co06eHHOCTH TUCEMEHHOTO JIETOBOTO OOIIEHHS.

2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.

3.CucreMbl JOKyMEHTOB.

4.0praHu3annOHHO-TIPABOBEIC JOKYMEHTEIL.
5.PacniopsinuTenbHble JOKyMEHTBHI.

6.} opMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.

7.PexBu3uTh foKyMeHTOB. O0s3aTeNbHbIC U (haKyTbTaTHBHEIE.
8.PexBu3uTHI AaTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHHU.
9. DTUKETHbIE ACIEKTHI 1€I0BOTO MHUChMa.

10.2KaHpbI MHCHMEHHOTO JISTIOBOTO OOIICHUS.

11. 3arooBoK 1 Ha3BaHWE BUA JOKyMEHTA.
12.ConpoBoAUTENBHOE MUCBMO K JOKyMEHTaM.
13.1{upkynsipHbIe TUCHMA.

14 .IIpuxa3ssl.

15.ITucbMo-noATBEPIKICHHUE.

16.TenedonorpamMma.

17 .bnanku.

18.Tpadapetsl, popMymnsapsl, ITA0IOHBL.

19. IIpereH3noHHas nepenucka.

20. Kommepueckuii 3anpoc.

Tematuka scce

baza manHBIX

bnank noxymenra

JlenoBas nepenucka. JTUKa W MpaBuia
JlokymMeHT0000pOT

JIoKyMeHTOOOOPOT Ha KOMIIBIOTEPE
JIOKyMEHTBI U UX KIacCH(pUKaIHs
JIOKyMEHTBI TIO JITYHOMY COCTaBYy

Nounkwbe—




I[OKyMGHTI)I IO JINYHOMY COCTaBy U UX OCHOBHBIC BU/IbI

9. Enunas rocymapcrBennas cucrema nenornpousBojictea (EI'CJI)
10. 3ammura J0KyMEHTOB
11. 3amuTa >IEKTPOHHBIX TOKYMEHTOB
12. WzroToBneHue TOKyMEHTa Ha KOMITBIOTEpE
13. WudopmannoHHO-CcIIpaBoYHast paboTa 10 JOKYMCHTaM Ha KOMITIBIOTEpe
14. WudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI
15. Hcropus pa3zsutus ciyx6 mokymeHTauun B Poccun
16. Kraccuduxanuu 10KyMEHTOB
17. KoHTposp ncnonHenus JOKyMEHTOB
18. Ha3nadeHune 1 OCHOBHBIE BB HH(POPMAI[IOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 10 JOKYMEHTALIMOHHOMY OOECIEUeHHIO YIPaBICHUS
20. OOBEKT M TIPEAMET JIEIOTIPOU3BOICTBA
21. Oprasu3anun paboTHl ¢ JOKYMEHTaMH
22. OpraHu3anoHHas CTPYKTypa HepcoHana, 00ecleunBaromero paboTy ¢ JOKyMEHTaMHU
23. OpraHu3aluOHHbIE TOKYMEHThI, X Ha3HaYCHHUE U BUJbI
24. OCHOBHBIE TIPUHIIMITEI OPraHU3alUH PAOOTHI C JOKYMEHTaMH
25. IlepBuyHBIA OOKYMEHT
26. [TuceMo, BHABI MHCEM
217. IToaroToBka HOKYMEHTOB K apXUBHOMY XPaHEHHIO
28. [IpaBuna BHyTpEeHHET0 TPYIOBOTO pacropsiaka
29. [Ipuxka3
30. Perucrpanust 10KyMeHTOB
31. PexBU3UTHI JOKYMEHTOB
32. Ponp nHGOpMAIK B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHIX
33. CucreMa OopraHM3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUN
34, Crioco0sl 3akperuieHuss HHYOPMALMH JUTS TOKyMEHTAI[HOHHOTO HCIOJIb30BaHUS
35. CranpapTu3anus B CUCTEMAaxX AENOIPOU3BOJCTBA
36. CrpyKkTypa OpraHHM3aIuu
37. TexHonorust XpaHeHUs] TOKyMEHTOB
38. YHuduupoBaHHas cUCTeMa JOKYMEHTAIINU
39. VYcras npeanpustus
40. dopmupoBanue U opopMIIeHHE e
6. YHAEBHO-METOINMYECKOE U UH®OPMAILIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAYJIS)
6.1. Pexomennyemas auteparypa
6.1.1. OcHoBHas JUTEpaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komnu-Bo
JI1.1 | Kocteirosa JI. A. JIoKyMEeHTHpOBaHHE YIIPABICHYCCKOH N TeIBHOCTH: yaeOHOe M.: MUCuC, 2012 | OnexrpoH
nocobue HBII
pecypce
6.1.2. lonoHUTeIBLHAS JIUTEPATypa
ABTOpBI, COCTaBUTENHU 3arnaBue WznatensctBo, roa | Komuu-Bo
JI2.1 |Bacunsesa U.H., OpraHu3aiys Ie10IpOnu3BOCTBA U IePCOHATBHBIA M.: By3oBckuit 0
Kenuunckuii I. C. MEHEDKMEHT: yueOHoe ocobue yue6HuK, 2004
JI2.2 | Ky3nenos U. H. JIoKyMeHTaIIMOHHOE 00eCIICUCHUE YITPABICHUS U M.: FOpaiir, 2010 0
JIETIOMPOH3BOJICTBO: YICOHHK
6.2. Ilepeuens pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHMKAIIMOHHOM ceTH ""UHTepHeT"
21 | XKypnuan "JemonponsBoactso"https://www.top-personal.ru/officeworks.html
6.3.1 Ilepeyensb NporpaMMHOro odecrneyeHus
6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016

6.3.1.4 | Project 2016

6.3.1.5| Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox




6.3.1.1

MozillaThinderbird

6.3.1.1

7-Zip

6.3.1.1

CrpaBounas npaBoBas cuctema Koncynsrantllinroc

6.3.1.1

DJIeKTPOHHBIH Teproauueckuii cripaBoyHuk «Cucrema ['apanT»

6.3.1.1

OfficeStandard 2010

6.3.1.1

OfficeStandard 2013

6.3.1.1

LibreOffice

6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: Ipennpustue 8. Cenpckoe X03sHcTBO. KOMIUIEKT /11 00y4eHHs B BEICIINX U CPEIHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJIE»

6.3.1.2

MenuanpourpsiBatens VLC

6.3.2 [lepeuenb MHGOPMANHOHHBIX CPABOYHBIX CHCTEM

6.3.2.1

OnexTpoHHas OubIMOTEUHasl CHCcTeMa n3faTenbeTBa «Jlanpy. [TomHOTEKCTOBAs 3IeKTpOHHAs OHOIHOTEKA.
VHnuBHayanbHBINA HEOrpaHHYCHHBIH JOCTYN Yepe3 (UKCHpOBaHHBIN BHemHUH [P anpec akageMun HEOrpaHUYCHHOMY
KOJIMYECTBY TIOJIb30BATEINCH U3 JIF00O0# TOYKH, B KOTOPOW MMeeTCs TOCTyH K ceth MHTepHeT. http://e.lanbook.com

6322

OnexkTponHas oubmuoreka Texundeckoro BY3a (OBC «KoHCynbTaHT cTyaeHTa»). [ToTHOTEKCTOBAsI AMEKTPOHHAS
6nbmmoTeka. VHIMBHIya IbHBIH HEOTpaHMUCHHBIN NOCTYN Yepe3 GUKCHPOBaHHBIN BHemHNMI [P anpec akagemun
HEOTPaHMYEHHOMY KOJIMYIECTBY MOJIb30BaTeNeH U3 1000 TOUKH, B KOTOPOIl MMeeTcs TOCTYI K ceTu HTepHeT.
http://www.studentlibrary.ru

6.3.2.3

OnexrpoHHO-6uOMoTeuHas cucrema ZNANIUM.COM. ITonHOTEKCTOBAs ANEKTpOHHAst OubmnoTeka. MIHIUBUAyaTbHBIH
HEOTpaHMYCHHBII TOCTYI Yepe3 pUKCHpOoBaHHBIN BHenTHuUil [P agpec akageMun HEOrPaHUYICHHOMY KOJITYECTBY
oJIb30BaTeNed 13 IF000H TOYKH, B KOTOPOI UMeeTcs TocTym K cetr MaTepHer. http://znanium.com/

6324

DnexrponHas 6uémmoreunas cucrema « 95C FOPAUT www.biblio-online.ruy». [ToTHOTEKCTOBAS IEKTPOHHAS
6nbnmoTeka. IHANBUIyaTbHEI HEOTPAaHWYEHHBIN TOCTYI Yepe3 (GMKCHPOBaHHEIN BHemHUH [P anpec akagemun
HEOTPaHHYEHHOMY KOJIMYIECTBY MOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOIl HMeeTcs OCTYI K ceTu HTepHeT.
https://www.biblio-online.ru/

6.3.2.5

Onexrponnas cucrema «locduaance. [10THOTEKCTOBAsI SIIEKTPOHHAS CHCTEMA, TOCTOSIHHO MOTOJIHAEMasl.
WHauMBUyanbHbIA HEOTpaHUYEHHBIH TOCTYI Yepe3 HUKCUpoBaHHBIN BHeHu [P agpec akamemMun u3 J1r000it TOUKH, B
KOTOpO# nMeeTcs moctym k cetr aTepHeT. http://www.gosfinansy.ru/

6.3.2.6

6.3.2.7

DJeKkTpoHHbIH nepuoauueckuii cpaBounuk «Cucrema '’APAHT». [TomHOTEKCTOBBIH, 00HOBIseMBIi. JlocTyr 1Mo
JIOKAJIbHOM CETH aKaJieMUHI

6.3.2.8

HauvonanpeHas anekrpoHHas 6ubianoreka. JJocTy mocpeacTBoM ucmosb3oBanus ceti «VHTepHe™ Ha 32 TepMuHaia
nocryma. https://H36.pd/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHUIIJINHBI (MOAYJIS)




Aynutopus Bun pabot Haznauenwne OcHaIEHHOCTh

Y4eOHast ayauTopust Cron npenogaBatens (1 mrt.), ctonsl (30 wT.), cTynbs (60 wrT.), cTyn
npenonasatens (1 wr.), nocka aynutopHas (1 wr.), pulyna (1 wr.),
35a Jlex JIEMOHCTPaIMOHHOE 000pynoBaHue (Oenas JJakoBasi MarHUTHO-
MapkepHas focka (1 mr.), mpoekrop Toshiba (1 mT.), HOYyrOyk Acer
(1 1T.)) ¥ yueOHO-HATIISIIHBIE TOCOOHS

ITomerenune st JleMOHCTpalioHHas TeXHUKa (MHTepakTHBHAs nocka Hitachi
camocTosATenbHON padoThl | Starboard FX-63 D (1 mr.), HoyrOyk Acer Asp T2370 (1 mut.),
npoekrop Toshiba (1 mrT.)), cToNI MOTMPOBAHHEIH (3 MIT.), CTONT
236 CP yaeHudeckui (7 mr.), cToa kommeiorepusli (11 mwr.), ctya (20 mrt.),
CTYJIBs, KOMIIBIOTEPHAs TEXHUKA C BO3MOKHOCTBIO TIOAKITIOUCHUS K
cern "MHTepHET" M 0OECIIeUeHNEM TOCTYIIA B HJICKTPOHHYIO
nH()OPMAIIMOHHO-00pa30BaTEIbHYIO cpeay opranu3anuu (10 mr.)

ITomemenue mis KommbroTepHast TEXHHKa ¢ BO3MOKHOCTBIO MTOIKITIOYEHHSI K CETH
camocTosTenbHON paboThl | "MHTepHET" U obecrieyeHneM JOCTYIa B 3JIEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHYIO cpeny opranu3anuu(19 mir.),
ctoisl (17 mT.), KOMIBIOTEPHBIH CTOJ 6-1 MECTHBIH (3 IIT.), CTYNbs
yuenuudeckue (34 wr.), ctyaps /M (18 mr.), cremnaxu c
nuTepartypoii, Buaeoysennuntens Optelec Wide Screen (1 mit.)

123 CP

VYdeOHas aymuTOpHs Cron npeniogaBatens (1 mT.), mapra 3-xMecTHas co ckameiikoit (10
mT.), CTYAbs (5 wr.), cryn npenogasatens (1 wr.), gocka (1 mrT.),
51a TpubyHa (1 mt.), AeMoHCTpaMoHHOE 000pynoBaHue (Oenas JakoBast
MarHUTHO-MapkepHas gocka (1 mT.), mpoekrop Toshiba (1 mit.),
HOYTOYK Acer Asp T2370 (1 mrT.)) 1 yueOHO-HATIIAAHBIE TOCOOH

Y4eOHast aynuTopust Cron npeniogaBatens (1 mrt.), ctomsl (6 mrt.), cTyabs (18 mrt.), cTyn
npenongasatens (1 wr.), gocka (1 mwrT.), cTon kommbloTepHbIi (10

45a wT.), cryabs (10 mrT.), 1eMOHCTpallMOHHOE 00pyI0BaHKHE (KOMITBIOTED
Intel G32603 3 GHz 3 M (10 mur.), mosotHO pynonHoe (1 mT.))
y4eOHO-HATJISTHBIE TIOCOOHS

8. METOMYECKHE YKA3AHUSA /IS OBYYAIOIIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MOZLY JIS)

Meroauka H3ydeHHs Kypca MpelycMaTpUBaeT HAPSILY C JICKIUAMH U TPAKTHISCKUMH 3aHATHSAMHU, OPTaHU3AIIHIO
CaMOCTOATETBHON PaOOTHI CTYAEHTOB, IPOBEACHNE KOHCYIbTAIINi, PyKOBOJACTBO HOKIAJaMH CTYICHTOB Al BRICTYILUICHUS Ha
Hay4HO-IIPAKTHYECKUX KOH(DEPEHINX, OCYIIECTBICHHE TEKYILETO, IPOMEXKYTOYHOTO X HTOIOBOTO (hOPM KOHTPOJIS.

Cucrema 3HaHUH 1O TUCIUIUINHE «/|OKyMEHTHpPOBaHNE YIIPaBICHUSCKOH IEITEFHOCTI» (GOPMHIPYETCs B X0/I€ ayTUTOPHBIX U
BHEAYTUTOPHBIX (CAMOCTOSATENBHBIX) 3aHATHH. cronb3ys JICKIMOHHBIN MaTepHal, yIeOHUKH U yaeOHbIe TOCo0Hs,
JOMOTHUTENBHYIO IUTEPATYpPY, IPOSBISS TBOPUECKUN TOAXO0J, CTYAEHT TOTOBUTCA K MPAKTUUECKIM 3aHATHUSIM, pacCMaTpUBast UX
KaK IOTIOJTHEHNE, YIITYOJICHHE, CHCTeMaTH3alusl CBOMX TEOPETHUCCKAX 3HAHUH.

Jn1s 0CBOCHUSI TUCITUILIMHEI CTYAEHTaMHI HEOOXO0IMMO:

1. ITocemaTs NeKuUH, Ha KOTOPBIX B CKATOM M CUCTEMHOM BHUJI€ U3JIaralOTCsl OCHOBBI AUCIUILTHHBL JAIOTCS ONpeIeIeH s
HOHSTHH, 32KOHOB, KOTOPBIE JOJDKHBI 3HATh CTYACHTHI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH IOBEACHNS SKOHOMHYECKUX CyOBEKTOB.
CTyneHTy BaKHO ITOHATH, YTO JISKIHNS eCTh cBoeoOpasHas TBopUueckas popMa caMOCTOSTeNHOM padoTsl. Hamo meITaThcs cTaTh
AKTUBHBIM COYJaCTHHKOM JICKIHH: TyMaTh, CPABHUBATH H3BECTHOE C BHOBD IIOIY4a€MBIMH 3HAHUSIMHU, BOMTH B JIOTHKY N3JI0KCHUS
MaTepHala JEKTOpOM, CIeIUTh 3a XOJI0M €ro MbICJIEH, 3a ero apryMeHTanueil, HaxoJUTh B Hel KaxKyluecs: Bam cinadoctu. Bo
BpeMs JICKIUH MOXKHO 331aTh JISKTOPY BOIIPOC, KENaTeIbHO B MICHbMEHHOH (hopMme, YTOOBI HE MEIIATh M HE HapyLIATh JIOTHKA
nposeneHus Jeknun. Cirymast JTeKIuio, ciaeayeT 3ahIKCHPOBaTh OCHOBHEIC HJICH, ITOJIOXKEHHS, 000011eHns, BEIBOABL. PaboTta Hax
3aMHCHIO JISKI[UH 3aBepiIaeTcsa gfoma. Ha cBexxyro ronoBy (Toxa ere JeKIHs B aMsITH) HaJl0 YTOUHHUTH TO, YTO 3aIHCAHO,
000raTUTH 3aIiCh TEM, YTO HE yAAJIOCh 3a()MKCUPOBATh B XOJ€ JIEKIUH, 3a[IHCATh B BUE BOIIPOCOB TO, YTO HAJIO MPOSICHUTb, 10
KOHIIa IOHATE. Ba)kHO cOOTHECTH MaTepHall JIEKIUN ¢ TEMOH y4eOHOH IIPOTpaMMBI H YCTAHOBHTH, KaKHE €€ BOMPOCH HAIILIH
OCBEII[EHUE B MPOCIYIIAHHOH JeKuy. Toraa mone3Ho o0pamarsest U K yueOHHKY. JIekius i yaeOHHUK He 3aMEeHSIOT, a JOIOIHSIIOT
ApYT Ipyra.

2. TlocemaTp pakTUUECKHE 3aHATHS, K KOTOPBIM CIIEyeT TOTOBUTHCS U AKTUBHO Ha HUX pad0OTaTh. 3aaHNe K IPAKTHICCKOMY
3aHATHIO BRIJIAET MIPEMoAaBaTeNb. 3aJaHue BKIIOIAET B ce0s OCHOBHBIE BOIPOCHI, 3a]Ja4H, TECTHI U peepaTsl I
CaMOCTOATEIBHON PabOTHI, TUTEpaTypy. [IpakTudeckre 3aHATHS HAUWHAIOTCS C BCTYNUTENBHOTO CI0BA MPEMoAaBaTens, B KOTOPOM
Ha3bIBAIOTCS LIENb, 33Jja4l U BOIIPOCHI 3aHATHA. B mpolecce mpoBeaeHNs 3aHATHH IpenojaBaTellb 3aJaeT OCHOBHBIE U
JIOTIOTTHATEBHBIE BOTIPOCHI, OPTaHNU3YeT UX o0cykaeHne. Ha mpakTHdeckix 3aHATHAX PEIaloTcsl KOHKPETHBIEC 3a1a4H 110
JIeTIONPOU3BOJICTBY, Pa30HPArOTCs TECTOBBIE 3aJaHNs U 33JaHH, BEIIAHHBIC I CAMOCTOSTENBHON pabOoTHI, 3aCITyIINBAIOTCS
pedepaTuBHbIe BhICTyIUICHHs. CTYAEHTHI, NPOIYCTUBIINE 3aHATHE, WM HE TOrOTOBHUBIINECS K HEMY, NPHUIVIALIAIOTCS Ha
KOHCYNBTALMIO K penoaaBaTento. IIpakrnueckoe 3aHATHE 3aKaHYMBAETCS MTOJIBEJEHUEM UTOTOB: BEIBOJAMH IO TEME U
BBICTaBJICHHEM OLICHOK.

3. CucreMaTH4eCKu 3aHUMAThCSA CaMOCTOSTENBHON paboTOM, KOTOpast BKIIIOUAeT B ce0s N3ydeHHe HOPMATUBHBIX JOKYMEHTOB,
MaTepHalloB YUeOHHKOB M CTaTeH M3 3KOHOMUYECKOI JINTepaTyphl, pelieHHe 3a1a4, HallMcaHue J0KIano0B, pedeparos, scce.
3aaHust AT CaMOCTOSATENbHOM paOOTHI BBIIAIOTCS IIPEMOAABATEIIEM.

4. Ilox pykOBOJCTBOM IIPENIOJaBATENs 3aHUMAThCS HAyTHO-HCCIIeJ0BATEIbCKOI paboTOH, 9TO MPEeANOoIaraeT BEICTYINICHUS C
JIOKIaJJaMH Ha HayqYHO-IPAKTHYECKHX KOH(EPEHIMSX 1 ITyOIMKALIMIO TE3UCOB U CTATEH 10 UX pe3ylbTaTaMm.

5. IIpu BO3HHUKAIOMMX 3aTPYJHEHUAX IPH OCBOCHUU TUCLHUILUIMHBI «JJOKyMEHTHPOBAHUE YNIPABIECHUECKON NESATEIbHOCTIY, I




HEYCIIEBAIOIUX CTYACHTOB U CTYICHTOB, HE MOCEIIAIOIUX 3aHATHS, IPOBOAATCS eXKEHEIeIbHbIE KOHCYIBTAINH, HA KOTOPBIE
MPUIIIAIIAIOTCS HEYCIICBAOIIUE CTYICHTHI, 8 TAKKE CTYACHTBI, HCIBITHIBAIONIIE IIOTPEOHOCTh B IOMOIIX TIPEIIOJaBaTeNs [IPU
W3ydeHUH TUCIATUTNHEL

[Ipu u3ydeHnn TUCIUITINHEL « JJOKyMEHTHPOBAaHHUE YIIPABIEHUECKON ESITETFHOCTI) CIEAyeT YCBOUTh:

- TOKyMEHTUPOBaHHOE 0OecredeHue MpeanpusITUii 1 OpraHu3aLHii;

- COCTaB PEKBU3UTOB JOKYMCHTOB U ITPaBUIIa HX O()OPMIICHUS;

- OpraHU3aIIOHHO-PACIOPIIUTENBHBIE JOKYMEHTHI, TPaBHJIa HX COCTaBIICHNS;

- OpraHMU3aIHIo pabOThI C JOKYMEHTAMHU.

PexoMennanuu no noAroToBke K jJekuusM. IIpyu noaroroBke K ouepeqHOMY JEKIHOHHOMY 3aHITUIO HE0OXOUMO:

1. MakcumaabpHO OAPOOHO pa3padoTaTh MaTeprall, H3IaraBIINics Ha MPEBIIYIEeM JICKITHOHHOM 3aHATHH, IIPH 3TOM BBIICIUTD
HanboJiee BayKHYIO YaCTh M3JI0KEHHOTO MaTeprala (OCHOBHBIE OTIPENeNICHUS U (JOPMYIIBI).

2. ITocrapaThbcs 3alIOMHUTH OCHOBHBIE (POPMYJIBL.

3. [TocrapaTbcsi MAKCUMAJIBHO YETKO C(OPMYITUPOBATH (IOATOTOBUTE) BOIIPOCHI, BOSHUKIIHE ITPH pa3dope MaTepralia mpeablIymei
JICKIIHH.

4. CpaBHHTS JICKIIMOHHBIN MaTepHal C aHAJIOTHYHBIM MaTEPHUAJIOM, U3JI0KEHHBIM B JTUTEPAType, HOMBITAThCS CAMOCTOSTENEHO
HaTH OTBET HA BO3HUKILIUE ITPU MOJTOTOBKE BOIPOCHL.

KenarenpHo:

1. 3ygas nmutepaTypy, 03HAKOMUTCS C MATEPHATIOM, H3JIOKEHUE KOTOPOTO TNIAHUPYETCSI Ha MPEACTOSIIECH JICKITHH.

2. Onpenenuth HanboIee TPYAHYIO ISl Balllero MOHMMAaHUS YacTh MaTepHaja 1 MONbITaTbesl CPOPMYIUPOBATH OCHOBHBIE BOIIPOCHI
I10 3TOH yacTu.

Wzydenne Hanboee BaXKHBIX TEM HITH Pa3iefioB yaeOHOM NUCIMIUIMHEI 3aBEPIIAIOT IPAKTHICCKAS 3aHATHS, KOTOPBIC
o0ecreunBaroT: KOHTPOJIb MTOATOTOBICHHOCTH CTY/ICHTA; 3aKpeIIeHHe yIeOHOTO MaTepHaa; IpHOOPETEeHNE OTIbITa YCTHBIX
yOIMYHBIX BBICTYIUIEHHH, BEIEeHUS AUCKYCCHH, B TOM YHCJIEe apTyMEHTALMH U 3aIUThl BBIIBUTAEMBbIX [TOJIOKEHUH U TE3UCOB.
3aHATHIO IPEIIECTBYET CAMOCTOATENbHAs paboTa CTYICHTa, CBA3aHHAS C OCBOSCHHEM MaTepHaa, TI0yIeHHOTO Ha JICKIHSX, H
MaTepraoB, H3JI0KEHHBIX B YIeOHUKAX U yIeOHBIX TOCOOMAX, a TAlOKe JIUTEpaType, PEKOMEHIOBAHHOMN MPENOo/aBaTeIeM.
PexoMenanuu 1o nmoAroTOBKE K NPAaKTUYECKUM 3aHATHIM. [Ipu MOATrOTOBKE K MPAaKTHYECKUM 3aHSATHIM HEOOXOIUMO:

1. BEIyduTh OCHOBHBIC (JOPMYIIBI M ONIPEACIICHHUS, COJCPIKAIIHECS B JICKIIMOHHOM MaTepHale.

2. YTO4YHUTH 00J1aCTh MPUMEHUMOCTH OCHOBHBIX (POPMYIT U OTIpeIeTICHUH.

3. IIpunoXKuTh MAKCHMYM YCUNHUI JJI1 CAMOCTOSITETbHOTO BBIIIOTHEHHUS JOMAIITHETO 3aJaHusl.

4. MakcuMabpHO 4eTKO c(hOpMHUPOBATH MPOOIEMBI (BOIIPOCHI), BOHHUKIINE MPH BBIMOJHEHHH JOMAIIIHETO 3aIaHHs.
KenarenpHo:

1. IlpuayMaTs MHTEpEeCHBIE HA HAI B3IVIS IPUMEPHI U 331a9X (CHTyalluH) [UIS PACCMOTPEHHMS X HA IPEJICTOSIIEM TPAKTHISCKOM
3aHSATHH.

2. ITonpITaThCs BBIOJIHUTD JOMAIIIHEE 3aJaHUE, UCIOJIb3YSI METOAbI, OTJIMYHBIE OT T€X, KOTOPbIE U3JI0KEHBI IPENOAaBaTeNIeM Ha
TEKIHAX (MPAKTHIECKUX 3aHATHAX). CPaBHUTH TOTyIE€HHBIE PE3yIIbTaThL.

TpebGoBaHUs, IpeAbABIACMBIE K BHITIOJIHCHUIO KOHTPOJIBHBIX 3aJaHui. [IpH BRIMOIHEHNU KOHTPOJIBHBIX 3alaHUN CIEIyeT:

1. ITomyuuTh 4eTKUH OTBET HA BCE BOIIPOCHI, COJIEPIKALLUECS B KOHTPOILHOM 3a/laHUH.

2. MakcuMabHO YETKO M3JI0KUTH CIIOCO0 BBITTOJIHEHHUS KOHTPOIBHOTO 3aIaHHS.

3. OcopmuTs 3a7aHNE B COOTBETCTBUH C IIPEABIBICHHBIMH TPEOOBAHUAMIL.

4. 1o BO3MOKHOCTH, OCYIIECTBUTH MIPOBEPKY MOIyIEHHBIX PE3yIIbTaTOB.

ITo cormacoBaHMIO ¢ IMPENoOAaBaTEIEeM I 110 €ro 3aJaHHIO CTYICHTHI MOTYT TOTOBUTE pedepaTsl 10 OTACIBHBIM TeMaM
JqucuuIrHGL. OCHOBY TOKITAaZIOB COCTABIISET, KaK IPaBHIIO, COEpKaHNe IOATOTOBIEHHBIX CTyAeHTaMH pedeparo. KagecTBo
y4eOHOM paboThI CTyAEHTOB MPEIoAaBaTeNb OLEHUBAET [0 Pe3ylbTaTaM TECTUPOBAHUS U 3aueTa. TecTUpOBaHUE
OpPraHU30BBIBACTCS B KOMITBIOTEPHBIX Ki1accax. Bee Bonmpockl TecTupoBaHus 00CYKAaI0TCs Ha JIEKIMOHHBIX M TPAKTHYECKUX
3aHATHAX. [IoATrOTOBKA K 3a4eTy IpeArnoIaraeT H3ydeHne KOHCIIEKTOB JISKITHHA, peKOMEHTyeMOH JIUTepaTyphl ¥ JPYTHX
HCTOYHHKOB, IOBTOPEHUE MATEPHAJTIOB MIPAKTHYECKUX 3aHATHH.

IIPAJIOXKXEHHUSA
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JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



