MUHHUCTEPCTBO CEJIbCKOI'O XO35IICTBA POCCUICKOM ®EIEPAIINHN
®DenepalibHOE TOCYIaAPCTBEHHOE OIOPKETHOE 00pa30BaTeNIbHOE YUpPEXKACHUE
BBICITIIETO OOpa30BaHUS
«KYBAHCKMI TOCYIAPCTBEHHBIN AT'PAPHbIN YHUBEPCUTET
nmenu W.T. TPYBUJIMHA»

DOKOHOMUYECKUH (paKyabTeT
VYIpaBieHus 1 MapKETUHT A

YTBEPXJIEHO
@ Ky6rAy TlokyMeHT noanicax npocroit
v oL A— 3NEKTPOHHOI! NOANHCHED HeKaH
CBEJIEHMA O CEPTU®UKATE 3N
Ceptngukar.  2a00000ab42e061afa7 cd1af20000200000ab4 TIOHaKOB K.a'
B T K 3y
ot on 505204 a5 8. nporokon ot 19.05.2025 Ne 10

PABOYAS TPOI'PAMMA JUCIUAIIJIMHBI (MO YJIS)
«TOKYMEHTUPOBAHUE YITPABJIEHYECKOM JEATEJIbHOCTH»

VYpoBeHb BhIciIero o0pa3oBanus: OakansaBpuar

Hanpasnenue noarorosku: 38.03.02 MeHem MEHT

HanpasnenHocts (npoduis)noaroroBku: MHHOBAIMOHHBIA MEHEPKMEHT

KBanudukanus (creneHb) BbITyCKHUKA: OaKaiaBp
®opMbl 00y4eHUS: OUHAs, OUHO-3a0YHAS
I'on Habopa (mpuema Ha oOydenue): 2025

Cpoxk nosy4eHus: 00pa3oBaHMs: Ounas ¢popma oOyuenus — 4 rona
Ouno-3a0uyHas popma oOyueHus — 4 roga § mecsua(-eB)

O0BeM: B 3aUETHBIX €IUHUIIAX: 2 3.€.
B aKaJIEMHYECKHUX Jacax: 72 aK.4.
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Pa3padoruukmu:
JouenT, kadeapa ynpasieHus u mapkeruara Meanosa W.T.

Pabouas mporpamMma ITUCHMILIMHBEI (MOIYJsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO no mwnampaBnenu 10 mnoaroroBku 38.03.02 MeHEIKMEHT, YTBEP)KICHHOTO MPUKA30M
Muno6puaaykn ot 12.08.2020 Ne 970, ¢ yderom TpymoBbIX (yHKOHH MpodhecCHOHATBHBIX
cranaaptoB: "buszHec-ananuTuk", yrBepkieH npukazoM Munrtpyna Poccun ot 25.09.2018 Ne 592n;
"Cnernuanuct mo paboTe ¢ MHBECTUIIMOHHBIMH TPOEKTaMu'", yTBEpXKIACH MpukazoM MHUHTpyaa
Poccum ot 16.04.2018 Ne 239m; "CrnenyaaucT 1O YHOPABICHUIO HWHTEIUIEKTyalbHON
COOCTBEHHOCTBIO W TpaHc(epy TeXHONOTHI'", yTBepkIeH mnpukazoM MuHTpyna Poccuu ot
07.09.2020 Ne 577H.

CornacoBanue U yTBepkKACHHE

[Tonpaznenenue
No W § OTBETCTBEHHOE OUO Busa JlaTa, mpoTOKOJI
KOJIJIETHAJIbHBIN JIUTIO0 (TIpu HATTMYWN)
oprax
1 VYnpasnenus u 3aBeyIOIIHi TonmaueB A.B. CommmacoBano | 21.04.2025, Ne
MapKeTHUHTa kadenpoii, 18
PYKOBOIIUTEIH
MOAPA3ICTICHHS,
pean3yOIIero
OI1
2 [Oxonommueckuii | IIpencenarens Tonmaues A.B. CornmacoBano | 12.05.2025, Ne
daxynbTeT METOANYECKOU 14
KOMHUCCHH/COBET
a
3 PykoBonurens Coxonosa A.Il. CormmacoBano | 19.05.2025, Ne
o0pa3oBareIbHO 10
1 IIpOrpamMMBel
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

Llenb OCBOGHMS JUCHMIUIMHBI - SBISETCS (OPMHUPOBAHHE KOMIUIEKCa 3HaHMUA 00
OpFaHI/I3aI_[I/IOHHI:IX, Hay‘-IHbIX U MCTOAMYCCKHUX OCHOBax ,[[OKyMeHTI/IpOBaHI/IH praBHqueCKOﬁ
ACATCIIBHOCTU U OCHOBAax OpFaHI/ISaHI/II/I paGOTbI C I[OKYMGHTaMI/I HpeI[HpI/ISITI/ISI C HUCIIOJIB30BAHU-CM
COBpCMeHHLIX aBTOMaTI/ISI/IpOBaHHLIX TGXHOJIOFI/Iﬁ B yC.HOBI/ISIX HNHHOBAIIMOH-HOT'O pa3BI/ITI/I$I.

3&,[[3.‘11/1 HU3YUCHUA NUCHUIIIINHBIL

- (¢bopMupoBaHUe YMEHHUU U HABBIKOB B 00JAacTH CO3[AAaHUS YIPaBIE€HYE-CKUX JOKYMEHTOB,
o0naaronmx OPUANIECKOM CHUJIOW M CIIOCOOHBIX C B YCIY-XKUTh A((EKTUBHBIM MEXaHHU3MOM
peanu3aly yupaBleHYeCKUX PEIIeHUH, a TakKe MOJyYyeHHe 3HAaHUM O MpUHIUIAX palroHaIbHON
opranu3zanuu paboTbl C JOKYMEHTaMH U TpeOOBaHMSX K XPaHEHHIO JOKYMEHTaJIbHOro (oHIa
MIPEPUSITHS;;

- YCBOGHHME TPUHIUIIOB OpraHU3alMy JOKYMEHTOO0OpOTa U  OpraHu3a-Iuu
JIEIOTIPOU3BOJICTBEHHON  CIIY>)KOBI  TIPENNPUATHN, YUPEKIACHUNH W OpraHU3alMii B  YCIOBUSIX
peanu3alii MHHOBAI[MOHHBIX PELeHUI;;

- YCBOCHUC OCHOBHBIX HOPMATUBHO-MCTOAUYCCKUX MATCPUAJIOB 1O JO-KYMCHTHPOBAHHUIO
YIIPaBICHUYECKOU AEATEIBHOCTH; CYIIECTBYIOIIMX CTAaHAAPTOB II0 YIIPABICHYECKOW JOKYMEHTALVH,
XapaKTepUCTUKU U COCTaBa YHU(PULIMPOBAHHBIX CUCTEM JIOKYMEHTAIINH;;

- dbopMupOBaHUE HABBIKOB COCTABJICHHS M PEIAKTUPOBAHUS CIIYy)KEOHBIX IOKYMEHTOB B
COOTBETCTBUU ¢ HOBbIMH poccuiickumu ['OCTamu..

2. IInanupyemble pe3yJbTaThl 00y4eHHs 0 JUCHHUILINHE (MOIYJII0), COOTHECEHHBIE C
IUIAHMPYEeMBIMH pPe3yJ1bTaTaMH 0CBOCHHS 00pa30BaTeIbHOM MPOTrpPaMMbl

Komnemenyuu, unouxamopul u pesynvmameol 00y4eHus.

OIIK-2 Cnoco0eH ocymiecTBIsATh cO0p, 00pabOTKy M aHaIU3 NaHHBIX, HEOOXOAMMBIX JJIsl PeIICHHS
MOCTABJICHHBIX YIPABICHUECKUX 3a/ad, C HCIOJIb30BAHHEM COBPEMEHHOIO HMHCTPYMEHTApus M
MHTEJUICKTYaIbHBIX HHPOPMAITMOHHO-aHATUTHYECKUX CUCTEM

OIIK-2.1 3naer meroasl cOopa, 0OpabOTKM M aHAIM3a JaHHBIX, HEOOXOAUMBIX JJIsl pPEIICHUS
YIPaBIEHYECKUX 33/1a4 U COBPEMEHHBIC WHTEIIEKTYaTbHO-TTOMCKOBBIE CHUCTEMBI
3uameo:
OIIK-2.1/3u1 3naer meToasl cbopa, 0OpabOTKM M aHANU3a JAHHBIX, HEOOXOIUMBIX IS
perieHus YIpaBIECHICCKUX 3ajad. 3HAKOM c COBPEMEHHBIMH
UHTEIJICKTYaTbHO-TIOUCKOBBIMUA CUCTEMAMH.
OIIK-2.1/382 3naet meToasl cOopa, 00OpabOTKM M aHAIW3a JAHHBIX, HEOOXOANUMBIX JIS
pelieHuss ymnpaBlIeHYECKUX 3a/1ad 3HAET COBPEMEHHBIC WHTEIUICKTYaJIbHO-TIOMCKOBBIE
CHCTEMBI
Yuems:
OIIK-2.1/¥m1 VYmeer: - cobuparh, 00pabaThiBaTh M aHAIU3UPOBATH JIAHHEIE,
HEOOXOMMMBIC NJIsi PeUIeHUs YNPaBICHYSCKHUX 3a7ad. - IMOJh30BaThCS COBPEMEHHBIMU
WHTEJUICKTYaJTbHO-TIOUCKOBBIMU CHCTEMaMH.

Braoems:
OIIK-2.1/HBl Bnameer: - Meromamm cOopa , oOpabOTKM W aHaiW3a JAaHHBIX,
HEOOXOMMBIX IS PEIICHHS YIPABICHYCCKUX 3a]ad; - HaBBIKAMHU HCIOJb30BaHUS

COBPEMEHHBIX MHTEIIEKTYaIbHO-TIOUCKOBBIX CHCTEM
3. MecTo aucuMiuinHbl B cTpykrype OIl

JuctmiuimHa (Momynb) «JlOKyMEHTHpOBaHHWE YIPABICHYECKOH ACSATEIBHOCTH» OTHOCHUTCS K
00s13aTeNTbHON 4YacTh 00pa3oBaTeIbHOW MpOrpaMMbl M HU3ydaeTcs B cemecrtpe(ax): Ounas ¢opma
oOyuenus - 3, OuHo-3a04Hast popma oOydeHus - 3.
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Tpetuii cemectp | 72

Bcero

[Tepuon
oOyueHus

Tpetuii cemectp
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10| OIIK-2.1
OIIK-2.3
OIIK-2.5

4

5

19

YIPaBJIeHYECKOM JesiTeIbHOCTH.

Pa3gen 1. MeToaojiorn4yeckue
OCHOBBI JOKYMEHTHPOBAHUSA
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Tema 1.1. Beneuue B
JTUCHUIUINHY: TOKYMEHT B
CUCTEME yNPaBIICHUS.

Tema 1.2. Yaudukanus u
CTaHJIAPTH3A-IIUS
YIPaBICHYECKUX JTOKYMEHTOB.

Tema 1.3. OcHOBHBIE ITpaBuUIIa
oopmiteHus yripaBIeHUYECKUX
JTOKYMEHTOB.

Tema 1.4. Ocobennoctu
COCTaBJICHUS U OOPMIICHUS
OpTaHU3aIMOHHO-PACTIOPSIIUTEITH
HBIX IOKYMEHTOB.

Pasznea 2. Teorepuueckoe
oopMiIeHHE TOKYMEHTOB.

21

11

Tema 2.1. OcobenHocTH
COCTaBJICHUS U OOPMIICHUS
CTPaBOYHO-HH(DOPMAIIMOHHBIX U
CTIPaBOYHO-aHATUTUICCKUX
JTOKYMEHTOB.

Tema 2.2. CnyxebHas
KOPPECIOHICHIIHS.

Tema 2.3. JIokyMeHTBI 11O
JUYHOMY COCTAaBYy M BEJICHHE
KaJpOBOW TOKYMEHTAIUH.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Pa3gen 3. TpeOoBaHus K TEKCTY
AOKYMEHTa.

31

16

Tema 3.1. S3bIk U CTUIIB
CITy>KeOHOTO JTOKyMEHTA.

Tema 3.2. CucreMaTu3anus
JOKYMEHTOB U UX XpaHEHUE.

Tema 3.3. Opranuszauus
JIEIIONPOU3BO/ICTBA B
YUYpEKICHUN.

Tema 3.4. Ucnosnb3oBaHue
COBPEMEHHBIX NTHHOBALIMOHHBIX
KOMITbIOTEPHBIX TEXHOJIOTHI B
JOKYMEHTOO00pOTE yUpeKICHUH,
NPEANPUATHI, OpraHUu3alnil.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Pa3nen 4. 3auér.

Tema 4.1. [lonroroBka k
IIPOMEKYTOYHOU aTTECTALNH.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Hroro

72

18

16

37

Ouno-3aounas popma obyuenus

HaumenoBanue pazaena, TeMbl
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Bcero

Breayn

Jlexuuo

[IpakTn

Camoct

pEe3yIIBT
porpan

[Lanup
00y4eH!1

Pa3gen 1. MeToaojiorn4yeckue
OCHOBBI JOKYMEHTHPOBAHUSA
yIpaBJIeHYeCKO 1eTeIbHOCTH.

N

4

[y

6

Tema 1.1. Benenue B
JTUCITUTUINHY: TOKyMEHT B
CUCTEME yTIPaBIICHHUS.

Tema 1.2. Yauduxauus u
CTaHJapTH3a-1IUs
YIPaBIEHYECKUX JTOKYMEHTOB.

Tema 1.3. OcHOBHBIE TTpaBUIIa
odopmIleHHUs yTIpaBIeHYECKUX
JIOKYMEHTOB.

Tema 1.4. Ocobennoctu
COCTaBJICHUS U 0(OPMIICHHS
OpraHU3aIOHHO-PACTIOPSIIUTENH
HBIX JOKYMEHTOB.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Pasnen 2. Teorepuueckoe
oopMiIeHHE TOKYMEHTOB.

18

12

Tema 2.1. Ocobennoctu
COCTaBJICHUS ¥ 0(OPMIICHHS
CIIPaBOYHO-HH(POPMAIIHOHHBIX U
CIPaBOYHO-aHATUTUYECKHX
JTOKYMEHTOB.

Tema 2.2. Ciry:xeOHast
KOPPECIIOHICHIIUSL.

Tema 2.3. JIoKyMeHTHI 110
JUYHOMY COCTaBY U BEJICHUE
KaJIpOBOM TOKyMEHTALUU.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Pa3znen 3. TpeOoBaHUs K TEKCTY
AOKYMEHTa.

29

29

Tema 3.1. A3bIK U CTUIB
CITyeOHOTO TOKyMEHTA.

Tema 3.2. CucreMaTuzanusa
JIOKyMEHTOB U UX XpaHCHHUE.

Tema 3.3. Opranuszanus
JIETOTIPON3BOICTBA B
YUPEIKICHUH.

Tema 3.4. Ucnonb3oBaHue
COBPEMEHHBIX MHHOBALIMOHHBIX
KOMIBIOTEPHBIX TEXHOJIOTHH B
JOKyMEHTO000pOTE YUpPEeKICHHH,
MIPEANPUATHNA, OpraHU3aLUH.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Pazngen 4. 3auér.

Tema 4.1. IlonroToBka K
MPOMEKYTOYHOHN aTTECTAIUU.

OIIK-2.1
OIIK-2.3
OIIK-2.5

Hroro

72

57

5.2. Conep:kanue pa3iaejioB, TeM IUCHUATIINH
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Pa3zoen 1. Memooonozuueckue 0CHO8bl 0OKYMEeHMUPOBAHUS YNPABIEHYUECKOU 0eamelbHOCHU.
(Ounaa: Jlekyuonnwvie zanamusa - 5u.; Ilpakmuueckue 3anamua - 4u.; CamocmoamenvHas
paooma - 10u.; Ouno-3aounasn: Jlekyuonnvie 3anamusa - 4u.; Ilpakmuyeckue 3anamun - 4u.;
Camocmoamenwvnan paooma - 16u.)

Tema 1.1. Beeoenue 6 oucyuniumny: OOKyMeHm 6 cucmeme ynpaeieHus.

(Ounas: Jlexyuonnvie sauamus - ly.; Camocmosmenvnas padboma - 24.; OyHO-3a04HASA:
Jlexyuonnvie 3auamus - 1y.; Camocmosmenvnas paboma - 44.)

1.IIpenmer, 3anauu, CTPYKTypa JUCIHUILTAHBL.

2.JIoOKyMEHTHUPOBaHHUE YIIPABICHYECKON ACSITEILHOCTH, OpraHU3aIus paboThl ¢ JOKYMEHTaMHU.
3.0OCHOBHBIC UCTOPUYECKHUE ITAIBI PA3BUTHS AEIO-TIPOU3BOACTBA B Poccum.

Tema 1.2. Yhughukayus u cmanoapmu3za-yus ynpasien4eckux 00KyMeHmos.
(Ounaa: Jlexyuonnvie samamus - Iu.; Camocmosmenvnas paboma - 2u.; OuHO-3A0YHASAL:
Jlexyuonnvie sanamus - 1u.; Camocmosamenvrasn paboma - 44.)

VYuaudukanus u craHmapTusanus. YHUDUKAIUS JTOKYMEHTOB MO (GopMe M COCTaBy. YHHUDUKAIUS
oymaxHbIx hopmaroB (A3, A4, AS, A6).

OKIIO, OKV]I, OKOHX. [ocy-napcTBeHHass cucTeMa JOKyMEH-TallMOHHOTO oOecreueHus
ympas-neans (I'CIOY).

Tema 1.3. OcHosHbie npasuna oghopmierus YnpagieHuecKux 0OKyMeHmos.

(Ounas: Jlexyuonnvie sanamus - 24.; [Ipaxmuueckue 3anamus - 2u.; Camocmosmenvras paboma -
3u.; Ouno-3aoynas: Jlekyuonnwvie 3anamus - 1u.; Ilpakmuueckue 3auamus - 2u.; CamocmosamenvHas
paboma - 4u.)
1.®@opMyIisip TOKyMEHTA.
2.TumoBoit hopmMyIsap JOKYMEHTA.
3.®opmyisip-obpaser]. PekBU3UT JOKYMEHTA.

Tema 1.4. Ocobennocmu cocmaenieHusi U OQOPMIEHUS OPSAHUZAYUOHHO-DACHOPAOUMETLHBIX
OOKYMEHMO8.

(Ounas: Jlexyuonnvle 3anamus - 1u.; Ipakmuyeckue 3anamus - 24.; Camocmosmenvhas paboma -
3u.; Ouno-3aounas. Jlekyuonnvie 3anamus - 1u.; Ilpakmuueckue sauamus - 2u.; Camocmosamenvhas
paboma - 4u.)
1.OpranuzaimoHHO-pacnopsIANTEIbHAS TOKYMEHTALIHS.
2.0pranu3aioOHHbIE JOKYMEHTBHI.
3.PacniopsiiuTenbHble TOKYMEHTHI.
4.JIOKyMEHTHPOBaHHE NHHOBAIIMOHHBIX MPOIECCOB.

5. JlokyMeHTHpOBaHHE pa3paboTKu U peaan3aliil MHHOBAIMOHHBIX TPOEKTOB.

Pazoen 2. Teomepuueckoe oghpopmnenue 00KymeHnmoe.

(Ounan: Jlekyuonnwvie 3anamusn - 54.; Ilpakmuueckue 3anamusa - 54.; CamocmoamenvHas
paooma - 11u.; Ouno-3aounan: Jlekyuonnvie 3auamun - 24.; Ilpakmuueckue 3anamun - 4u.;
Camocmoamenvhan pavoma - 12u.)

Tema 2.1. Ocobennocmu cocmagnenusi u O@opMieHUs CRPABOYHO-UHDOPMAYUOHHBIX U
CNPABOYHO-AHATUMUYLECKUX OOKYMEHMOB.

(Ounas: Jlexyuonnwvie sanamus - 1u.; [Ipaxmuueckue 3anamus - 2u.; Camocmosmenvras paboma -
3u.; Ouno-3ao0unas: Jlekyuonnvle 3auamus - 1y.; [lpakmuueckue 3ansmus - 2u.; CamocmosamenbHas
paboma - 4u.)
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1.CripaBo4HO-UH(POPMALIMOHHBIE JOKYMEHTHI.

2. CipaBOYHO-aHAIUTUYECKUE JOKYMEHTBHI.
3.CnpaBka Kak OCHOBHOM TOKYMEHT JaHHOTI'O THIIA.
4.J1oKyMEHTHUPOBa-HHUE KOJUJIETHATBHOU IEATETbHOCTH.
5.JloknagHble ¥ O0ObACHUTEIbHBIC 3aIIMCKH.
6.3asBrIeHUE.

Tema 2.2. CnyscebHasn KoppecnoHOeHyus.

(Ounas: Jlexyuonnvie sanamus - 2u.; [Ipaxmuueckue 3anamus - 1u.; Camocmoamenvras paboma -
4u.; Ouno-3aounas: Jlekyuonnwle 3auamus - 1y.; Ilpakmuueckue 3ansmus - 1u.; Camocmoamenvras
paboma - 4u.)
1.CnyxebHast KOppPECIOHICHITHS.
2.Pa3sHOBUIHOCTH JIEJIOBLIX MHACEM.
3.Jlornyeckas cxema pacmosnoxe-Hus HHGOPMAIIMK B MUChMaX.

4 MexayHapoaHbIe TMChMa.
5.JIOKyMEHTBI MO JINYHOMY COCTABY.
6.Jl0oKyMEeHTHpOBaHUE MHHOBAIIMOH-HBIX PEIICHUH.

Tema 2.3. JJokymeHmbl no IUYHOMY COCMABY U 8e0eHue Kaopogou OOKYMEHMAayuu.
(Ounas: Jlekyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4u.; Ouno-3aounaa: Ilpakmuueckue 3anamus - 1yu.; Camocmoamenvuas paboma - 44.)

1./IOKyMEHTBI 110 IMYHOMY COCTaBy (TIEpCOHAIY).

2. TpynoBoif KOHTPAKT (JJOTOBOP).

3.Ilpuka3bl Mo IMYHOMY COCTaBY U KaJpOBBIE MPUKA3bl, UX OTIIUYUS.
4.Pe3roMe Kak HOBBINM BUJI JOKYMEHTA.

Pa3zoen 3. Tpeboeanusn Kk mekcmy 0OKymenma.
(Ounaa: Jlekyuonnwvie zanamusa - 8u.; Ilpakmuueckue 3anamua - 74.; CamocmoamenvHas
paooma - 164.; Quno-3aounasn: Camocmoamenvnas paooma - 29u.)

Tema 3.1. A3vik u cmunv ciyxicebHo20 0OKYyMeHmA.
(Ounas: Jlexyuonnvie sanamus - 2u.; [Ipaxmuueckue 3anamus - 1u.; Camocmoamenvras paboma -
4y.; Oyno-3aounasn: Camocmosmenvhas paboma - 64.)

1.JIorndeckas CTpyKTypa TEKCTa JOKYMEHTA.

2.513BIK ¥ CTHJTb CITy-)K€OHBIX JOKYMEHTOB.

3.0dunmansHO-1eT0BOM (PYHKIITMOHAIBHBINA CTHIT.

4. OKCTpaJTMHTBUCTUYECKUE TTPU3HAKHU CTHUIIS.

5.MudopMaTUBHOCT, M JIAKOHUYHOCTh KaK KOHKYPHPYIOIIME XapaKTEPUCTHKH TEKCTOBOTO
JOKYMEHTA.

Tema 3.2. Cucmemamuszayusi OOKYMEHMO8 U Ux XpaHemue.

(Ounas: Jlekyuonnvie 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4y.; Ouno-3aounas: Camocmosmenvnas paboma - 74.)

1.Cucremaruzanus 10KyMEHTOB.

2.I'pynmupoBKa JOKYMEHTOB B IEPBUYHBIC KOMIUICKCHI.

3.IlousATHE «IEI0».

4 TlpuHtuns! GOpMUPOBAHUS JEII.

5.HomeHKiarypa nen npeamnpusTus.

6.Ilepenaya JOKyMEHTOB B apXUB.

7.HHOBaIMM B 00OJACTH CHUCTEMATH3AIMH JOKYMEHTOB.

Tema 3.3. Opeanuzayus 0enonpou3800Cmed 8 yupestcOeHuuU.
(Ounas: Jlexyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4y.; Ouno-3aounas: Camocmosmenvnas paboma - 8y.)
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1.CtpykTypHBIE TOAPA3AeIICHUs, OCYIIECTBISIOMNE JOKYMEHTOO0OPOT B YUPEKICHUU.
2.JI0KyMEHTBI, perIaMeHTHPYIOLIHE padoTy B yUPEKICHUH.

3.MHCTpyKIMS 110 1€T0NIPOU3BOCTBY.

4.0Opranusans 1eJ10IpOU3BOACTBA B YCIOBUAX HHHOBAILMOHHOTO pa3-BUTHUS IPEAIPUATHUS.

Tema 3.4. Hcnonvsosanue cOBPEMEHHbIX UHHOBAYUOHHBIX KOMNbIOMEPHBIX MEXHOLO2U 8
O00KYMeHmoobopome yupexncoeHull, npeonpusmull, OpeaHu3ayull.

(Ounas: Jlexyuonnvle 3anamus - 2u.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4y.; Ouno-3aounas: Camocmoamenvras paboma - 8y.)

1. KoMmbroTepHBIE TEXHOJIOTHH JEJIONPOU3BOACTBA B AHTHKPHU3UCHOM YIMPABICHHUH, LEIH, 3a/1a4H,
HanpapneHus. 2.OCHOBHBIE MOHATUS HHPOPMAIIMOHHBIX TEXHOJIOTHH.

3.0030p OCHOBHBIX HpOTpaMMHBIX TpoaykToB: Microsoft Windows; Microsoft Office (Bxirouaet
Word, Excel, PowerPoint). 4. lHHOBallMOHHBIE CUCTEMHBIE U MIPU-KJIaJHbIC TPOrPaMMHBIE CPEICTBA
aBTOMAaTH3MPOBAHHOTO pabovero Mecra. 5.ABTroMaTH3anus J0KyMeH-TO000poTa.

Pazoen 4. 3auém.
(Ounaa: Bueayoumopnaa konmaxkxmuaa paooma - Iu.; Ouno-3aounas: Bueayoumopuasn
KoHmaxkmmuasa paooma - 1u.)

Tema 4.1. Iloocomoska Kk NPOMeNCYmMoUHOU ammecmayuu.
(Ounasa: Bueayoumopmuas xonmaxkmuas paboma - Iu.; Ouyno-3ao0unas: Bueayoumophas
KOHmaxkmuas paboma - 1u.)

Cnauya 3auéTa.

6. OnleHOYHbIE MaTePUAJIbl TEKYLIEr0 KOHTPOJIA
Pa3zoen 1. Memooonozuueckue 0CHO8bl 0OKYMEeHMUPOBAHUS YNPABIEHYECKOU 0eaAmeTbHOCHU.
Dopma KOHMPOIA/0OYeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:
1. VYcraHoBuTe COOTBETCTBHE MEXKAY BUIAMH YIPABIECHYECKUX JIOKYMEHTOB M HUX
Ha3HA4YEeHUEM:
Bun nokymenta Hasnauenue
1. ITIpuka3 A. @ukcanus 10roBOPEHHOCTENH MEXIY OTACIaMU
2. IIpotokon B. OdurmansHoe pacnopsiKeHUE pyKOBOTUTENS
3. Hokmannas 3anucka C. JIOKyMEHTHPOBaHUE X0J1a COBEILIAHUS
4. Cnyxebnas 3armucka D. MadopmupoBaHue pyKoBOICTBa O IpodiieMe
2. Pacnionoxxute 3Tarnsl 00pabOTKU BXOASIIETO TOKyMEHTA B IPABUIIBHOM MOPSIJIKE:
a) Perucrpanus nokymeHra
6) PaccmoTpenne pykoBoguTeaeM
B) [lepenaua Ha ucnonHenue
r) Kontpons ucnonuenus
n) [TonmmBka B 1e510
Pa3zoen 2. Teomepuueckoe oghopmnenue 00Kymenmos.
Dopma KOHMPOA/0YeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:
1.  Omummure: 1. Kakne 3  o0si3aTenbHBIX  PEKBHU3UTA JODKEH  COJIEpXkKaTh
OpraHU3alMOHHO-PACTIOPAIUTEIbHBIN JOKYMEHT?
2. Kaxkue 2 ommOKu yarie BCero A0MyCKarT Mpu 0OPMIIEHUN dTUX PEKBU3UTOB?
1. Kakue 3 o00s3aTenbHBIX PEKBU3UTA JOJDKEH CONEPXKaTh OPraHU3allMOHHO-PACIIOPAIUTEIbHBIN
JTOKYMEHT?
2. Kaxkwue 2 ommOKy yarie BCEro JOMycKaloT Ipu 0(hOPMIIEHUH STUX PEKBU3UTOB?
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2. CocTaBbTe CTPYKTYpPY CIIy>KEOHOTO MUChbMa. YKAXKHUTE:
1. 5 OCHOBHBIX 2JIEMEHTOB IIMCbMa
2. 2 TpeboBaHUs K €ro 0(hOpMIICHUIO

CocTaBbTe CTPYKTYPY CIYKEOHOTO MUChMa. YKaXKHUTE:
1. 5 OCHOBHBIX AJIEMEHTOB MTUCHMA
2. 2 TpeboBaHus K €10 0(hOpPMIICHHIO

3. Kakue 3 mnpuHOHMNa HEOOXOAMMO COOMIOAATh MPH OPTraHU3aIllud JTOKYMEHTOOO0OpoTa?
JlaliTe KpaTKoe MOSICHEHUE KaXKIOMY.

Kaxkue 3 npuHinuma HeoOXoauMo coOMI0AaTh P OpraHu3alnK JoKyMeHToo0opoTa? JlaliTe KpaTkoe
MOSICHEHHE KaXKIOMY.

Pazoen 3. Tpebosanusa k mekcmy 0OKymenma.
Dopma KOHMPOAs/OYeHouHoe cpedcmso: 3adaua
Bonpocwi/3aoanus:

1. Kakoili 1okyMeHT HE0OXOAMMO O(QOPMHUTH MPH HEOOXOIUMOCTH COINIACOBaTh PELICHUE C
HECKOJIBKMMHU MOAPA3ACTICHUSIMU ?
a) [Ipukas
0) [IpoToxon
B) City>xeOHyI0 3amucKy
r) JIuct cornacoBanus

2. Kakume 3 T1peOoBaHMA MPEOBSBISIOTCS K O(GOPMICHHIO MPHUKA30B IO OCHOBHOM
nesrenbHOCTH? (BpIOEpuTe BepHbIe)

a) Hannune koHcTaTupyomen yactu

6) Hcnone3oBaHue 1IBETHOTO MIpUQTa

B) Hymepatiust myHKTOB pacriopsiANTENIbHON YacTH
r) Obs13aTeNIbHOE HAIMYHE TPUIIOKEHHH

1) YKa3aHHe CPOKOB MCIIOIHEHHUS

Pazoen 4. 3auém.
Dopma KOHMPONA/OYeHOUHOe CPEOCMEBO.!
Bonpocul/3adanus:

7. OueHOYHbIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ounas ghopma obyuenus, Tpemuii cemecmp, 3auem
Koumponupyemwvie U/IK: OIIK-2.1
Bomnpocsei/3ananus:
1. Pons mOKyMEHTHPOBAaHHON MH(POPMAIINH B YIIPABICHUH MPEATPUITHEM.

2. Pa3rpanuueHne TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHUYECKOW J€S-TEIBHOCTHY,
«IOKYMEHTAIlMOHHOE oOecIieueHre YIpaBiIeHUs (JIEIO0NMpPO-U3BOACTBO)», «IOKYMEHTOBEICHUEY,
«yIpPAaBJIEHUE TOKyMEHTAMMY.

3. Opranuzanus U CTPYKTypa CIYXObl JTOKYMEHTAI[MOHHOTO OOCCICUeHUs! YNpaBJICHUS Ha
MNPEAIPUATHH.

4. DBoIOIHS CIIOCOO0B CO3MIAaHUS TOKYMEHTOB.

5. CyurHocTh ¥ QYHKIIUU JOKYMEHTA.
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6. [TonsaTue, GyHKIMK U TPABOBOE 3HAYCHHUE YIIPABICHYCCKOTO IOKYMEHTA.
7. Knmaccudukanusi 10KyMEHTOB.
8. OcHOBHBIE TPeOOBaHUS K KaU€CTBY YIPABJICHUECKOTO JOKYMEHTA.

9. CocraB M CTPYKTypa HOPMAaTHBHO-TIPABOBOW 0a3bl JOKYMEHTAIIMOHHOTO OOECICUYCHHS
yrpasiieHust B PO.

10. @enepanbHOE 3aKOHONATEIBCTBO B  OONACTH pabOTBl € JAOKYMEHTHPOBAHHON
uHpopMauei

11. HopMaTMBHO-METOAMYECKHUE TOKYMEHTHI B cdepe IeTONMpOU3BOJCTBA W OpraHU3AINHN
apXUBHOTO XpaHEHUS JOKYMEHTOB.

12. HWcnonb3oBaHME HMHCTPYMEHTOB KJIACCU(HUKALWK, YHU(UKAMH M CTAHIAPTH3AIUU B
NCJIONPOU3BOJICTBE.

13. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKON M COIMAIBHON WH(OpMaITHH.
14. YaudunupoBaHHbBIE CUCTEMBI JOKyMeHTaIuu B PO.

15. Ans060MbI YHH(PUITUPOBAHHBIX (HOPM IMEPBUYHON YUETHON JOKYMEHTAIIHH.
16. Tabens u anpbO60M YHUPUIIUPOBAHHBIX (DOPM TIOKYMEHTOB MPEIITPHUSITHSI.
17. TocynapcTBenHble cTanaapTel PO B cdhepe nemonpon3BoacTaa.

18. 3nauenue u ocHoBHbIE nonoxkenust 'OCT P MCO 15489-1-2007 «CU-BU /1. Ynpasnenue
nokymeHTamu. O01mue TpeOOBaHMS

19. MexayHaponHble CTaHAapThl B 00J1aCTH pabOTHI C YIPABICHYECKOI JTOKYMEHTAIUCH.
20. CymHOCTh 1 BUJIbI OJIAHKOB.

21. Knaccuduxanuus peKBU3UTOB OpraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB.

22. CocraB u opopmIIeHHE PEKBU3UTOB OJIaHKA JOKyMEHTA.

23. CocraB u 0popMIIeHHE PEKBU3UTOB, ONPEACISIONINX IOPUANYECKYIO CHITY IOKYMEHTA.

24. CoctraB u odopmIeHHE PEKBU3UTOB, OMPEICIAIOMIUX IBUKCHHE M OTPa-)KAIOIIUX
00paboTKy M UCTIOTHEHHUE JOKYMEHTA (JEIONPOU3BOJCTBEHHBIX OTMETOK).

25. OcHOBHBIE TPeOOBaHUS K TEKCTY YIIPABICHUECKOTO JOKYMEHTA.
26. [lonsiTre 1 OCHOBHBIE (JOPMATHI AIEKTPOHHBIX JTOKYMEHTOB.

27. DnexkrpoHHas 1udpoBas MOAMUCH KaK PEKBU3UT AJIEKTPOHHOTO JTOKYMEHTA.
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28. CyIIHOCTh U COCTaB METaJaHHBIX IOKYMEHTA.
29. Ouudposanue Kak crocod co3maHus AEKTPOHHOTO JOKYMEHTA.
30. OCHOBHBIE TPYIIIBI U BUbI YIIPABICHUYECKUX JOKYMEHTOB.

31. JIoKyMeHTbI, MOATBEPKIAIOIINE OPraHU3AIMOHHO-IIPABOBOM CTATyC MPEANPUSATUS U €r0
rOCyAapCTBEHHYIO PErHCTPAIHIO.

32. [lonsarue, pyHKIMU U BUIIBI OPTaHU3ALUOHHBIX JIOKYMEHTOB.
33. Muccus Kak OpraHu3alliOHHbBIN TOKYMEHT IIPEIIPUSITHS.
34. Koznekc kopropaTUBHON ATHKU OPTaHU3aLMN: LENb CO3aHMsl, COAEP/KAaHUE.

35. VYupenutenbHble TOKYMEHTHI MNpeanpusTHs (ycTaB, IOJIOXKEHHE 00 opra-HU3aIuH,
yUpeIuTeIbHBIN T0TOBOP): 3HAYCHHUE, IPABHIIA COCTABICHUS U 0POPMIICHHUSI.

36. HaznaueHnue u TUNOBAsi CTPYKTYpa MOJIOKEHUS O CTPYKTYPHOM MOAPA3ACICHUH.

37. JomKHOCTHAs! MHCTPYKITUS: 1IN U 33J1a49M CO3/IaHUs, CTPYKTYypa, TOPSIOK pa3pabOTKu U
oopMIIEHUSI.

38. CrpykTypa M IUTaTHash 4YHUCIEHHOCTb, IITAaTHOE pACHHCAHUE: COJAEPKAHHE, MOPSI0K
COCTaBJICHUS ¥ O(OPMIICHHSL.

39. MHCTpYKIIMKM OpraHU3allMOHHO-METOIUYECKOTO HA3HAYEHUS: CYIIHOCTh, OCOOCHHOCTH
COCTaBJICHUS, BUJIBI.

40. IIpaBuia Kak OpraHU3alMOHHBII TOKYMEHT: IOHSTHE, BUBL.

41. UuacTpyKuust Mo JeJI0NPOU3BOACTBY: 3HAYEHHUE, COJEp KaHHUE, MOPSAIOK COCTABICHUS U
oopmienus.

42. Oprann3almoHHbIE TOKYMEHTHI, pETIaMEHTUPYIOLIIE YIIpaBlieHue OU3HEC-TPOLIECCaMH.
43. JlokyMeHTalusl CUCTEMbI MEHEPKMEHTA KaueCTBA.

44. JloroBOp: TUIIBI, BUABI, TPEOOBAHUS K COJACPIKAHHUIO U OPOPMIICHHIO.

45. CymniHOCTh M KJIacCU(UKAIUS PACTIOPSIUTEIHHBIX JOKYMEHTOB.

46. OCHOBHBIE ATaIbl U3IAHUS PACTIOPSIUTEIBHOTO IOKYMEHTA.

47. Ilpuka3 o OCHOBHOH JCSITEIHHOCTH: TIOHSTHE, MPABUJIA COCTABICHUS U 0OPMIICHUS.
48. PacriopsikeHUs M yKa3aHUS: HA3HAYCHHE, 0COOCHHOCTH COCTABJICHHS B O(DOPMIICHHSI.

49. ITocTaHOBNEHUS U PEIICHUS: HA3HAYCHHUE, 0COOCHHOCTH COCTABJICHHS U O(DOPMIICHHS.
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50. ITpoToko: OHSTHE, MTOPSAIOK COCTABICHUS U OPOPMIICHUS.
51. Ha3znauenue, BUJbI U TIpaBuiia opopmiieHus: UHGHOPMAIIMOHHO-CIIPABOYHBIX JIOKYyMEHTOB.
52. JlenoBple MUChMa: Ha3HAUCHUE, KiIacCU(PUKAIU, CTPYKTYpa U PEKBU3HUTHI.

53. DnekTpoHHBIE MHChMa U BEO-JTOKYMEHTHI: OCOOCHHOCTH COCTaBIICHHS, O(DOPMIICHHS U
NPUMEHEHHS B YIIPABICHUYECKOW ACATEITBHOCTH MPEIIPUSITHSL.

54. JloxmanHele, ciayxkeOHble U OOBSICHUTENBHBIC 3alUCKU: Pa3IUYMsi, BHIBI, MOPSIOK
COCTaBJICHUS M OOPMIICHHSL.

55. AKTHI: Ha3HaYEHUE, CTPYKTYPa, MOPSA0K OhOopMIICHHUS.

56. JIOKyMEHTBI 110 TPYIOBBIM OTHOIIEHHUSM: COCTaB, OCOOCHHOCTH COCTaBIICHHUS |
oopMIIEHUSI.

57. IloHaTne, OCHOBHBIE XapaKTEPUCTUKU U KJIACCU(PHKALNS JOKyMEHTO00O0pOTA.
58. Opranuzanus pauroHaIbLHOTO JTOKYMEHTO000POTa Ha MPEANPUATHH.

59. IlopsnoK MPOXOXKACHUS BXOIALIETO, UCXOAAIIETO U BHYTPEHHETO JOKYMEHTOIIOTOKOB B
OpraHu3alLNH.

60. Peructpanus JOKyYMEHTOB: Ha3Hau€HHUE, MpaBUiia, PErUCTpaluOHHbIE (HOPMBI U (HOPMBI
perucTparum.

61. Cpoku XxpaHeHUs yNpaBIEHUECKUX JOKYMEHTOB.

62. llenu, 3amaun M HampaBlICHUs aBTOMATH3alMM JOKYMEHTAI[MOHHOTO oO0OecredeHus
YIIPaBJICHUS.

63. I[lopsA10K YHUUTOKEHUS TOKYMEHTOB C UCTEKIIIMMU CPOKAMH XPAHEHUS.
64. OcoOCHHOCTH XpaHEHUS IIEKTPOHHBIX JOKYMEHTOB.

65. Coznanue 3¢ ()EeKTUBHON CUCTEMBI YIIPaBICHUS JOKYMEHTAMH Ha MPEIITPHUATHH.

66. SAIAHUE 1

Paccuuraiite HOpMy BpEMEHU Ha COCTABJICHUE OTYETA, CCIIU:
OneparuBHO€E BpeMs — 45 MHUH.
Bpems Ha otabix — 10% ot oneparuBHoOroO.

Bpems Ha oOciyxuBanue pabouero mecra — 5 MUH
67. BAJIAHUE 2
Ompenenute HOpMY BBIPaOOTKH B JIeHb (8 yacoB), eciii HOpMa BpeMeHu Ha 1 qokymeHT — 30 MuH.

68. 3AJIAHUE 3
PaccuuTaiite k03 dULIUEHT 3arpy3Ku COTPYIHUKA, €CIIH:

TTonrorosneno B cucteme 1C:Yuusepcurer (000007082) Crpanuria 14 u3 28



dakTryeckoe Bpems paboThl — 6,5 .

Hopmatusnoe — § 4.
69. BAJIAHUE 4

Omnpenenure Tpyno3arparsl Ha 00paboTky 50 JOKyMEHTOB, €CJIM HOpMa BPEeMEHHU Ha 1 JTOKYMEHT —
20 muH

70. 3AJIAHUE 5

PaccunTaiiTe KOIMYECTBO COTPYAHUKOB, HEOOXOAUMBIX miig o0paboTkum 200 JTOKYMEHTOB/IEHB
(HOpM™Ma — 15 MHH./TOKyMEHT, pabounii 1eHb — 8 4.).

71. BAJAHUE 6
Omnpenenure KOJIMYECTBO JINCTOB B IPUKA3E, €CIIH:

Texct — 2 crpanunbl (A4).

[Ipunoxenus — 3 ctp. (A4).
72. BAJIAHUE 7

PaccuuTtaiiTe cpok MCHOJHEHUS TOKyMEHTa, eciu oH moctynui 15.03, a cpok ucnomuenus — 10
pabouux HeH (BBIXOIHBIE: Cy000Ta, BOCKPECEHBE).

73. 3AJAHUE 8
Omnpenenure o0beM apxuBa (B METPax), €CIH:

KomnuectBo nei — 500.

Cpennsist TonmuHa 1 nena — 4 cm.
74. BAJIAHUE 9
PaccunraiiTe cpok XpaHEeHHs] JOKYMEHTA, €CJIH:

Hara cozmanus — 10.05.2020.

Cpok xpaHeHust — 5 JIeT.
75. 3BAJAHUE 10
Onpenenure 3xk0HOMHIO Oymaru npu nepexozne Ha /10, ecnu:

B mecsrr mewaranocs 10 000 gucToB.

CroumocTts | mucra — 2 pyo
76. 3BAJAHUE 11
PaccuuTaiite ckopocth 00paboTku fokyMeHToB B DJ10, eciu:

Pyunas o6paborka — 15 MuH./m0K.
ABTOoMarnueckas — 5 MUH./IOK.

KonnuectBo nokymentos — 100.
77. 3BAJJAHUE 12
Omnpenenure rof0BbIE 3aTpaThl HA Oymary, eciu:

Pacxon — 5 mauex/mec. (500 nucros/mayka).

Lena mauku — 300 pyo®.
78. 3BAJAHUE 13
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Paccuuraiite crouMocTh ieyat 1 TOKyMeHTa, €Clu:
Kaprpumx — 5000 py6. (pecypc 2000 ctp.).

bymara — 2 py0./mucr.
79. 3BAJIAHUE 14
Onpez[eJmTe NPOU3BOAUTCIBHOCTL OTACTA, €CJIN 3a MCCALL:

O6paborano 1200 10KyMEHTOB.

UKCIIEHHOCTh COTPYIHUKOB — 5 Yell.
80. BATAHME 15
Paccuuraiite ko3 dunuent sa¢pexruBHocTr BHenpenus IJ10, ecnu:

OxoHomus BpemeHu — 30%.
3arpatel Ha BHenpenue — 200 000 pyo.

I'ogoas sxonomust — 300 000 py6.
81. 3AIAHUE 16
Onpez[eJmTe o YHUYTOXCHUA JOKYMCHTOB, CCJINU:

Cpoxk xpanenust — 3 roza.

Hara cozmanms — 12.10.2022.
82. BAJAHUE 17
PaccuunTaiiTe KOMMYECTBO A€, MOMISKAIINX YHUITOXKCHHIO, CCITH:

Oo61ee xkommuectso — 1000.

Cpok xpanenus uctek y 25%.
83. 3AJIAHME 18

Omnpenenure nary qoKyMeHTa, eciu oH nognucat 05.09.2023, a 3apeructpuposan 07.09.2023.
84. 3AJIAHME 19

Paccuuraiite konnuectBo pekBu3uToB npukasa (mo 'OCT P 7.0.97-2016).
85. 3AJIAHUE 20

Omnpenenure cebecTonMOCTh 00pabOTKU 1 JOKyMeHTa, eCIH:

3apmuiara corpyaauka — 50 000 py6./mec.

KonnuecTtBo 06paboTaHHbIX JOKyMeHTOB — 500.
86. 3AZTAHME 21
PaccunTaiiTe 3aTparbl Ha apXMBHOE XPAHEHUE 3a TOJl, €CIIU:

Apenpa apxua — 10 000 py6./mec.

KomuectBo kopo6ok — 50 (100 py6./kopodka)
87. 3AJAHUE 22
Omnpenenure 3KOHOMUIO OT UcTonb3oBanus D1, ecnu:

Croumocts OymaxkHOTO MOKyMeHTOooO0opoTa — 50 000 py6./mec.

Croumocts JI1 — 10 000 py6./rox.
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88. 3AJIAHME 23
Paccuuraiite cpok okynmaemoctu JlI, ecnu:

T'ogoBas sxonomust — 60 000 pyo.

3arpatsl Ha BHenpenue — 15 000 pyo.
89. 3BAJIAHUE 24
Onpez[eJmTe KOJIMYCCTBO ACIT B HOMCHKJIATYPE, CCJIIN:

10 oTmenoB.

B kaxnom otaene — 15 kareropuii JOKYMEHTOB.
90. BAIAHUA 25
Paccumraiite nHACKC Jeia, €CIu:

Kox ornena — 05.

[TopsinkoBbiii HOMEp — 12.
91. BAIAHUA 26
Omnpenenure 00beM T0OKyMEHTOOOOPOTA 3a KBapTall, €CIIH:

Bxomsimue — 300 tokymMeHTOB/MecC.
Ucxonsmme — 150 nokymeHTOB/Mec.

Buytpennue — 200 nokymeHTOB/MecC.
92. 3AJIAHME 27
PaccuunTaiite k03 dULIUEHT 3arpy>KEHHOCTH OT/IeTa, CCIIH:

Hopwma — 30 nokymMeHTOB/1eHb.

dakTryecku — 45 TOKyMEHTOB/ICHb.
93. 3AJIAHUE 28
Omnpenenure KOIMYECTBO CTPOK B TaOIHIIE, €CIH:

O0beM maHHbIX — 150 Mo3uLui.

Ha 1 ctpanuue — 25 cTpok.
94. BATAHUE 29
PaccunTaiiTe KOMTM4YECTBO NPUITOKEHUH K IOKYMEHTY, €CJIH:

3 tabmuner (1, 2, 1 cTp.).

2 cxembl (1 cTp. Kaxmas).
95. 3AJIAHUE 30
Omnpenenure cpenHee BpeMs 00paboTku 1 qokymeHTa, eclu:

Oomee Bpemst — 25 4.

KonuuectBo noxkymentos — 100.

Ouno-3ao0unas ¢hopma obyuenus, Tpemuii cemecmp, 3auem
Koumponupyemovie UJIK: OIIK-2.1
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Bonpocsl/3ananus:
1. Ponb noxymMeHTHPOBaHHOW MH(OPMAITUHU B YIIPABICHUH NIPEATIPUITHEM.

2. PasrpanuueHue TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHUYECKOW JesS-TEIbHOCTH,
«JIOKyMEHTAallMOHHOE 00ecleyeHne YIpaBieHUus (JIeJI0NpO-U3BOJICTBO)», «JIOKYMEHTOBEICHUEY,
«yIpaBlIEHUE TOKyMEHTAMM.

3. Opranuzanus U CTPYKTypa CIIy>XObl JOKYMEHTAIlMOHHOTO OOecCrHeueHUus! yNpaBieHUs Ha
MPEIPUITHH.

4. DBOJIOIUS CTIOCOOOB CO3AaHUS TOKYMEHTOB.

5. CymHOCTb ¥ PyHKIIUU JOKYMEHTA.

6. [TonsiTie, GyHKUIMU U IPAaBOBOE 3HAUYCHHE YNIPABICHUYECKOTO TOKYMEHTA.
7. Knaccudukanus J0KyMEHTOB.

8. OcHoBHBIE TpeOOBaHUS K KAUECTBY YIIPABICHUECKOTO IOKYMEHTA.

9. CoctaB M CTpyKTypa HOPMAaTHBHO-TIPaBOBOM 0a3bl JOKYMEHTALMOHHOTO OOeCHeYeHHS
yipasieHus B PO.

10. depepanbHOE 3aKOHONATEILCTBO B 007acTM pabOThl € JOKYMEHTHPOBAaHHOM
nHpopmarmen

11. HopMmaTHBHO-METOMUYECKHE JOKYMEHTH B c(epe Ienonponu3BOICTBA U OpraHU3aAINH
ApPXMUBHOTO XPAHEHUS JOKYMEHTOB.

12. Ucnonp30BaHUWE WHCTPYMEHTOB KiaccuuKaluu, YHU(UKALIUA U CTaHAApTH3AIlH B
NeJIONPOU3BOJICTBE.

13. Knaccudukaropbl TEXHUKO-9)KOHOMUYECKON U COLIMATIbHON HH(pOpMAIIHH.
14. YaudunupoBaHHble CHCTEMBI J0KyMeHTauu B PO.

15. Anp00MbI yHU(PHUIMPOBAHHBIX (HOPM MEPBUUHON YUETHOMN TOKYMEHTAIIUH.
16. TaGenpb u anb60M YHHPHUIHPOBAHHBIX (HOPM TOKYMEHTOB MPEITPUATHSI.
17. TocynapctBenHbie cTanaaptsl PO B cdepe nenonpon3BoaCTBa.

18. 3nauenne u ocHoBHble nonoxenus 'OCT P UCO 15489-1-2007 «CU-BU/L. Ynpasnenue
nokymeHnTamu. O61ue TpeOoBaHUs

19. MexayHapoHbIe CTaHAapThI B 00JIaCTH PaOOTHI C YIIPaBICHYECKOW TOKyMEHTAITUEH.
20. CymiHOCTb ¥ BUBI OJIAHKOB.
21. Knaccuduxaius peKBU3UTOB OpraHNU3alMOHHO-PACTOPATUTENBHBIX JOKYMEHTOB.
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22. CoctaB u opopMIICHUE PEKBU3UTOB OlaHKa JOKYMEHTA.
23. CoctaB u opopMIICHUE PEKBU3UTOB, OMPEACIISIONINX IOPUIUICCKYIO CHITY TOKYMEHTA.

24. CoctaB u odopMIIeHHE PEKBU3UTOB, OMPEICIAIONINX JIBIDKCHHE W OTpa->KaroIIuX
00pabOTKy 1 UCIIOJIHEHHE TOKYMEHTA (JIeTTOTPON3BOJICTBEHHBIX OTMETOK).

25. OcHoBHbIE TpeOOBAHUS K TEKCTY yNPaBIEHYECKOTO JOKYMEHTA.

26. IlonsiTue 1 OCHOBHBIE (hOPMATHI AEKTPOHHBIX JOKYMEHTOB.

27. DnexTpoHHas UQPOBast MOAMKUCH KaK PEKBU3UT AIEKTPOHHOTO IOKYMEHTA.
28. CylHOCTb U COCTaB META/IaHHBIX JOKYMEHTA.

29. OuundpoBaHue Kak Cocod Co3MaHMs AEKTPOHHOTO TOKYMEHTA.

30. OcHOBHBIE IpyNIIbI U BUABI YIIPABICHYECKUX T0KYMEHTOB.

31. JIokyMEHTBI, TOATBEPKIAIOLINE OPraHN3alMOHHO-IIPABOBOM CTAaTyC MPEANPUATHS U €T0
rOCYapCTBEHHYIO PETUCTPALIUIO.

32. Ilonsitue, GyHKIIMU U BUJBI OPTAHU3AIMOHHBIX JOKYMEHTOB.
33. Muccus Kak OpraHu3allMOHHbBIA JOKYMEHT MPEIIPUATHS.
34. Koaekc KOpnopaTuBHON 3TUKU OpraHU3alUN: 1IEIb CO3/IaHUs], COJEPKAHUE.

35. VYupenutenbHble TOKYMEHTHI MpEANpHUATHS (ycTaB, IOJIOKEHHE OO0 opra-HU3aluwy,
y4peAuTeIbHBIA JOTOBOP): 3HaUE€HUE, MPaBUjIa COCTABICHUS U 0QOPMIICHHUS.

36. Haznauenue 1 TUIIOBAs CTPYKTYpa MOJIOKEHUS O CTPYKTYPHOM HOAPA3IEICHUH.

37. JlomkHOCTHASI MHCTPYKIMSL: LIENU M 33a7a49i CO3IaHusl, CTPYKTYpa, MOPSAOK pa3padOTKH U
oopmienus.

38. CTpykTypa W IITaTHas YUCICHHOCTb, IITATHOE pPACIUCAHUE: COACpP)KAHUE, MOPSIO0K
COCTaBJICHUS U OPOPMIICHUSI.

39. VMHCTPYKIIMN OpTraHU3allMOHHO-METOAMYECKOTO HAa3HAYCHHS: CYIIHOCTh, OCOOCHHOCTHU
COCTABJICHUS, BUJIBI.

40. IIpaBuna KaKk OpraHU3aIMOHHBINA JOKYMEHT: MMOHSITHE, BUJIBI.

41. UHCcTpyKIMs MO IETONPOU3BOACTBY: 3HAUYCHHE, CONIEPIKAHME, MOPSIAOK COCTABICHUS U
oopMIIEHUSI.

42. Opranu3aiioHHbIE TOKYMEHTHI, peTJIaMeHTUPYIOIINE YIIpaBiIeHne OU3Hec-poLeccaMu.
43. JlokyMeHTaI1sl CUCTEMbI MEHEI)KMEHTA KaueCTBa.
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44. JloroBOp: TUIIBI, BUABI, TPEOOBAHUS K COJACPIKAHHUIO U OPOPMIICHHIO.

45. CyniHOCTh M KJIacCU(UKAIUS PACTIOPSTUTEHHBIX JOKYMEHTOB.

46. OCHOBHBIE ATaIbl U3IAHUS PACTIOPSIUTEIBHOTO IOKYMEHTA.

47. Ilpuka3 o OCHOBHOH JCSITEIHHOCTH: TIOHSTHE, MPABUJIA COCTABICHUS U 0OPMIICHUS.
48. PacriopsokeHUs M yKa3aHUS: HA3HAYCHHE, 0COOCHHOCTH COCTABJICHHS B O(DOPMIICHHS.

49. ITocTaHOBNEHUS U PEIICHUS: HA3HAYCHHUE, 0COOCHHOCTH COCTABJICHHS U O(DOPMIICHHS.
50. ITpoToko: oHSTHE, MTOPSAIOK COCTABICHUS U OPOPMIICHUS.

51. Ha3znauenue, BUJbI U TIpaBuiia opopmiieHUs: UHOPMAIIMOHHO-CIIPABOYHBIX IOKYyMEHTOB.
52. JlenoBple MUChMa: Ha3HAUCHUE, KiIacCU(PUKAIUs, CTPYKTYpa U PEKBU3HTHI.

53. DnekTpoHHBIE MHChMa U BEO-IOKYMEHTHI: OCOOCHHOCTH COCTaBIICHHS, O(DOPMIICHHS U
MPUMEHEHHS B YIIPABICHUYECKOW ACATEITBHOCTH MPEIIPUSITHSL.

54. JloxmanHele, cinyxkeOHble U OOBSICHUTENBHBIC 3alUCKU: Pa3iIU4Msi, BHIBI, MOPSIOK
COCTaBJICHUS ¥ O(OPMIICHHSL.

55. AKTHI: Ha3HaYEHUE, CTPYKTYPa, MOPSA0K OhOpMIICHHUS.

56. JIOKyMEHTBI TI0 TPYIOBBIM OTHOIIEHHUSM: COCTaB, OCOOCHHOCTH COCTaBIICHHUS |
oopMIIEHUSI.

57. IloHaTne, OCHOBHBIE XapaKTEPUCTUKU U KJIACCU(PHKALNS JOKyMEHTO00O0pOTA.
58. Opranuzanus pauroHaIbLHOTO JTOKYMEHTO000POTa Ha MPEANPUATHH.

59. IlopsnoK MPOXOXKACHUS BXOISALIETO, UCXOAAIIETO U BHYTPEHHETO JOKYMEHTOIIOTOKOB B
OpraHu3aLNH.

60. Peructpanus JOKyMEHTOB: Ha3Hau€HHUE, MpaBUiia, PErUCTpaluOHHbIE (GOPMBI U (HOPMBI
perucTparum.

61. Cpoku XxpaHeHUs yNpaBIEHUECKUX JOKYMEHTOB.

62. llenu, 3amaun M HampaBlIeHUs aBTOMATU3alMM JOKYMEHTAI[MOHHOTO oObOecredeHus
YIIPaBJICHUS.

63. [lopsA10K YHUUTOKEHUS IOKYMEHTOB C UCTEKIIIMMU CPOKAMH XPAHEHUS.
64. OcoOOCHHOCTH XpaHEHUS IEKTPOHHBIX JOKYMEHTOB.

65. Coznanue 3¢ ()EeKTUBHON CUCTEMBI YIIpaBICHUS JOKYMEHTAMH Ha MPEIITPUATHH.
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66. SAIAHUE 1

Paccuuraiite HOpMy BpEMEHU Ha COCTABJICHUE OTYETA, CCIIU:
OneparuBHOE BpeMs — 45 MHUH.
Bpewms Ha otabix — 10% ot oneparuBHoOroO.

Bpewmst Ha oOciykuBaHue pabodero Mecta — 5 MuH.
67. SAJAHUE 2
Ompenenure HOpMY BBIPaOOTKH B JIeHb (8 yacoB), eciii HOpMa BpeMeHHu Ha 1 1okymeHT — 30 MuH.

68. 3BAIIAHUE 3
PaccuuTaiite KO3 PHUIHMEHT 3arpy3Ku COTPYIHHKA, €CIIH:

daktuyeckoe BpeMs paboTsl — 6,5 4.

Hopmarushoe — 8 u.
69. 3AJIAHUE 4

Ompenenure Tpymo3arpaTsl Ha 00paboTKy 50 JOKYMEHTOB, €CIIM HOpMa BpPEMEHHM Ha 1 JTOKyMEHT —
20 MuH.

70. BAJAHUE 5

PaccuuTaiiTe KOJIMYECTBO COTPYIHHUKOB, HEOOXOMUMBIX aisi oO0pabotku 200 1TOKYMEHTOB/ICHb
(Hopma — 15 MuH./10KyMeHT, paboumii AeHb — § 4.).

71. 3BAJAHUE 6
Onpenennure KOIMYECTBO JINCTOB B IIPUKA3€, CCIIH:

Texct — 2 crpanuibl (A4).

[Tpunoxenus — 3 ctp. (A4).
72. 3AJJAHUE 7

Paccunraiite cpok MCHOTHEHMs OKYMEHTa, eciu oH moctynuia 15.03, a cpox ucnomxenus — 10
pabouunx nHel (BBIXOIHBIE: Cy000Ta, BOCKPECEHBE).

73. 3AJAHUE 8
Omnpenenure 06beM apxuBa (B METpax), €CIIH:

KomnuectBo nen — 500.

Cpenusis TonuuHa 1 nena — 4 cm
74. SAJAHUE 9
PaccuuraiiTe Cpok XpaHEHHUs JOKYMEHTA, €CIIU:

Hara cozmanus — 10.05.2020.

Cpok xpaHeHus — 5 jer
75. 3BAJAHUE 10
Ompenenure SKOHOMUIO Oymaru nipu nepexonae Ha IJ10, ecnu:

B mecsir meyaranocs 10 000 aucToB.

CroumocTs 1 mucra — 2 pyo.
76. BAJAHUE 11
Paccuuraiite ckopocTbh 00paboTku 1okymenToB B 10, ecnu:
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Pyunas o6paborka — 15 MuH./m0K.
ABTOoMarnueckas — 5 MUH./IOK.

KonnuectBo nokymentos — 100.
77. 3AJAHUE 12
OmpenenuTe TOMOBBIE 3aTpaThl HA Oymary, eciu:

Pacxon — 5 magex/mec. (500 nucToB/mauka).

[ena mauku — 300 pyo.
78. 3BAJIAHUE 13

PaccuuTaiite croumMocTh niedatu 1 JOKyMeHTa, €CIIH:
Kaptpumxk — 5000 py6. (pecypc 2000 cTp.).

Bymara — 2 py6./nucr.
79. 3BAJAHUE 14
Omnpenenute MPON3BOAUTEIFHOCTD OTAETA, €CITH 32 MECSIL:

O6padotano 1200 1OKyMEHTOB.

UucneHHOCTh COTPYIHUKOB — 5 Yel.

8. Marepua/JIbHO-TEXHHYECKOE H Y4eOHO-MeTOANMYeCKoe obecrevyeHue TUCIHIINHBI
8.1. [lepeyeHb OCHOBHOI U JOMOJHUTEIbLHON Y4eOHOM JTUTEPATYPbI

OcHognas tumepamypa

1. Ky3nenosa,, 1. B. JlokymeHTHpOBaHHE YIIPaBIECHYECKON JACSITEIBPHOCTH: yueOHOE TTocCOOue NSt
OakamaBpo / W. B. Kysuemoma,, I. A. Xawarpsn,. - JIOKyMEHTHpOBaHHE YIIPaBICHUECKON
nearenbHocTH - MockBa: [lamkoB u K, A [Tu Op Menua, 2021. - 240 c. - 978-5-394-03274-5. -
Texct: anexrponnsiii // IPR SMART: [caiiT]. - URL: https://www.iprbookshop.ru/99364.html (nara
obpamenust: 19.06.2025). - Pexxum qocTyma: 1mo moanmcKe

2. Kprokona, H.II. /lJokymeHTHpOBaHHE yIIPaBICHUECCKON AesATEIbHOCTH: YueOHoe mocooue / H.II.
KprokoBa. - 1 - MockBa: OOO "Hayuno-uznarensckuii neatp MH®PA-M", 2019. - 268 c. -
978-5-16-100463-0. - Tekct: snexkTpoHHBI // OOIIECTBO C OrPaHUYECHHOW OTBETCTBEHHOCTHIO
«BHAHUYM»: [caiir]. - URL: https://znanium.com/cover/0991/991955.jpg (mara oOpameHus:
19.06.2025). - PexxuMm qocTyra: 1mo moarnmcKe

Jlononnumenvuas numepamypa

1. UBAHOBA W. I'. JlokyMeHTHpOBaHUE YMPABICHYECKON NEATEIbHOCTH: METOJ. yKa3aHwus /
NBAHOBA MH. I'.. - Kpacaogap: Kyo6I'AY, 2021. - 39 c. - Tekct: anekrponnsriii. // : [caiT]. - URL:
https://edu.kubsau.ru/mod/resource/view.php?1d=10062 (mata oOpamenus: 07.07.2025). - Pexum
J0CTyTa: 1O TMOAMKICKE

2. Jleonona C. B. JlokymeHTHpOBaHHUE yrpaBlieHUYeCKO faestenbHoCcTH: [Ipaktukym / Jleonora C.
B.. - Mocksa: PTY MUPDA, 2021. - 46 c. - Tekcr: snexkrponusiid. / RuSpLAN: [caiit]. - URL:
https://e.lanbook.com/img/cover/book/171535.jpg (mara ob6pamenus: 19.06.2025). - Pexum
J0CTyTa: 1O TMOAMKICKE
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3. Jleonona C. JI. JlokymeHTHpOBaHHE ylpaBieH4YecKkoil nestensHoctu: [Ipaktukym / Jleonosa C.
JL.. - MockBa: PTY MUPDA, 2022. - 65 c. - Tekcr: anexrponHsiid. / RuSpLAN: [caiit]. - URL:
https://e.lanbook.com/img/cover/book/256823.jpg (mara oOpamenus: 19.06.2025). - Pexum
JOCTYTIA: TI0 TIOMTUCKE

4. Paznopoxusiii, A. A. JIokyMeHTHpOBaHHE YIIPABICHUYECKON JESITEIBHOCTH: YueOHoe nocodue
/ A. A. Paznopoxusii. - 1 - MockBa: OOO "Hayuno-uznarensckuit nearp MH®PA-M", 2018. - 304
c. - 978-5-16-104186-4. - Tekct: ameKTpoHHBIN // OOIIECTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO
«BHAHUYM»: [caiir]. - URL: https://znanium.com/cover/0969/969585.jpg (mara oOpamieHus:
19.06.2025). - Pexxum noctyna: 1o noAmnucKe

5. CyxoueBa H. A. JlokyMEHTHpOBaHHE YNPABIECHUYECKON U IPOM3BOACTBEHHOMN NEATEIBHOCTH!
y4eOHO-METOMYECKOe TocoOue s TPAKTHUECKHUX 3aHATHH M CaMOCTOSTEIbHOH paboThI
oOyyaroruxcs 1o HampasieHuro noaroroBku 38.03.02 menemxment / Cyxouea H. A., BomuénkoBa
A. C.. - Open: Openl’'AY, 2023. - 77 c. - Tekct: snekrponnbii. / RuSpLAN: [caiiT]. - URL:
https://e.lanbook.com/img/cover/book/362465.jpg (mara oOpamenus: 19.06.2025). - Pexum
JOCTYTIA: TI0 TIOAMTUCKE

6. Adonromkuna,, O. . JlokyMeHTHpOBaHUE YIIPABICHUECKON IEATEILHOCTU: yueOHOE TTocoome
/ O. U. Adonromkuna,; nox penakuuein B. U. IlycroBas. - JJokymMeHTUpOBaHHE yIPaBICHUECKON
nearenbHOCTH - benropon: bearopoackuii rocyaapCTBEHHbIA TEXHOJIOTHUECKUN YHUBEPCUTET HUM.
B.I". lllyxoBa, O9BC ACB, 2017. - 111 c. - 2227-8397. - Tekcr: anekrponnslii // [IPR SMART: [caiir].
- URL: https://www.iprbookshop.ru/80510.html (mara obpamenus: 19.06.2025). - Pexxum noctyma:
IO TOJTHUCKE

8.2. [IpodeccuonanbHbie 6a3bl JAHHBIX U pecypcbl «UHTEepHET», K KOTOPBIM 00ecneunBaeTCs
AOCTYN 00YyYAKOIIMXCS

IIpogheccuonanvruvie 6azvi Oanuwix
1. https://znanium.com/ - Znanium.com

Pecypcor « Unmeprnem»
1. https://edu.kubsau.ru/ - O6pa3zoBarenbHblil mopran Kyol'AY
2. www.wto.org - OdurmanpHbIii caiiT BceMupHO# TOProBoit opranu3anu

8.3. [IporpammHoe oGecnieyeHre U HHPOPMAITMOHHO-CIIPABOYHbIE CHCTEMbI, HCIOJIb3yeMble
NPH OCylIeCTBJIEHUH 00pPa30BaTeIbHOIO Npouecca no JUCIUIIUHE
WNudopmalinoHHble TEXHOJIOTHH, UCIIONb3yEMbIE MIPHU OCYIIECTBICHUH 00pa30BaTeIbHOTO IMpoliecca

M0 TUCIUIUIMHE O3BOJISIOT:

— o0ecreunTh B3aUMOJICICTBHE MEX]y YYaCTHHKaMH OOpa30BaTENbHOIrO MpoIecca, B TOM YHUCIE
CUHXPOHHOE U (MJIM) aCHHXPOHHOE B3aMMOJIEHCTBUE MOCPEAICTBOM ceTU «VIHTepHET»;

— (uKCHpoOBaTh X0 OOPa30BATENBHOIO IMpollecca, Pe3ylbTaTOB MPOMEXKYTOUHON aTTeCTaluu I10
JTUCLUIUTMHE U PE3ybTaTOB 0CBOEHUS 00pa30BaTeIbHOM MPOrpamMMBbl;

— OpraHM30BaTh Ipouecc 00pa3zoBaHMsl MMyTEM BU3yaIM3allMU U3ydaeMoi HH(GOpPMAIIUU OCPEACTBOM
WCIIOJIB30BaHUS MTPE3CHTAINH, YICOHBIX (DHUITBMOB;

— KOHTPOJIMPOBATh PE3YyNbTaThl 00yUYEHHsI HA OCHOBE KOMITbIOTEPHOTO TECTUPOBAHUSI.

[lepeueHb TUIIEH3MOHHOTO POTPAMMHOTO 00€CIICUECHNUS:

1 Microsoft Windows - onepariionsas cuctema.

2 Microsoft Office (Bkmowaer Word, Excel, Power Point) - makeT oucHBIX PUIOKEHUH.

[lepeuens npodeccuoHanbHbIX 6a3 TaHHBIX U HHPOPMALIMOHHBIX CIPABOYHBIX CUCTEM:

1 Tapant - mpaBoBas, https://www.garant.ru/

2 KoHcynbTaHT - mpaBoBas, https://www.consultant.ru/

3 Hayunast snextponHas 6ubnroreka eLibrary - yauBepcanbHasi, https://elibrary.ru/

Hoctyn k cetu MHTepHeT, NOCTYNm B 3JEKTPOHHYIO HMH(DOPMALMOHHO-00pa30BaTEIbHYIO Cpery
YHUBEPCUTETA.
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Ilepeuens npoepammHnozo obecneyeHus
(0bHOBNIeHUe NPOU3BOOUMCS NO Mepe NOABNIeHUs HOBbIX 8EPCULL NPOSPAMMbL)

He ucnonb3yercsi.

Ilepeuens uHghopmayuoHHO-CRPABOUHBIX CUCTEM
(0OHOBIeHUEe BLINONHAENICS €XHCEHEDENbHO)

He ucnonb3yercsi.
8.4. CnenuajbHbIe NOMELIEHUS, 1A00PaTOPHH U J1a00pPaTOpHOe 000py10BaHUe

VYHuBepcuteT pacmoiaraeT Ha IpaBe COOCTBEHHOCTH WJIM HHOM 3aKOHHOM OCHOBAaHUU
MaTepualbHO-TEXHUYECKUM oOecrieueHneM o0pa3oBaTelbHONH AESTeNbHOCTH (ITOMELIEHUSIMU U
o0opyaoBaHMEM) [UIsl pealu3ald MporpaMMbl OakanaBpuaTa, CHELMINTETa, MarucTpaTypbl IO
brmoxy 1 "Huctummuaslr (Momynu)' u brmoky 3 "lTocymapcTBeHHas wurtoroBas arrectamnus’ B
COOTBETCTBHUH C YU€OHBIM IIJIAHOM.

Kaxnapiit oOydaromuiicss B TeueHHE BCero rmnepuoga oOydeHHs oOecledeH WHAWBUYaTbHBIM
HEOTPaHWYEHHBIM  JOCTYIOM K  DJEKTPOHHOM  HMH(OpPMalMOHHO-00pa30BaTENbHON  cpese
YHHUBEPCUTETA u3 mo0oi TOYKHU, B KOTOPOi1 HMeEeTCA JIOCTYII K
WH(pOpPMAITMOHHO-TEJICKOMMYHHUKAITMOHHON ceTH "MHTepHeT", Kak Ha TEPpUTOPUHM YHHBEPCHUTETA,
TaK U BHE ero. YcioBus 1isi QyHKIIMOHUPOBAHUS 3JIEKTPOHHON MH(OPMAIIMOHHO-00pa30BaTeIbHOM
Cpebl MOTYT OBITH CO3/IaHBI C UCIIOJIb30BAHUEM PECYPCOB MHBIX OpPraHU3aLUM.

JlaGoparopus

223Mmx
monutop ScreenMedi 206x274 - 0 mt.
npoekrop 3M M9550 3800 Lm3wm - 0 wt.

9. MeTonnuyecKue yKa3aHusi 0 OCBOCHHUIO TUCHUIJIMHBI (MOXYJIs1)

VYuebHas paboTa M0 HANPABJICHUIO TMOATOTOBKU OCYIIECTBISETCS B (hOpME KOHTAKTHOU pabOTHI C
IperojaBaresieM, CaMOCTOSTEIbHOH paboThl 00yyaromierocsi, TEKyIeH W MPOMEXYTOUYHOM
arTecTalMii, WHBIX (OpMax, MpeagaracMblX YHUBEPCHUTETOM. YUeOHBIH Marepuan JAUCHUIUINHBI
CTPYKTypUpOBaH M €ro M3y4YeHHE MPOU3BOJUTCS B TEMAaTHYECKOM IOCIEeI0BaTEIbHOCTH.
ConepxaHue METONMYECKHX YyKa3aHWW JOJKHO COOTBETCTBOBaTh TpeOoBaHusM DenepaibHOTO
rOCY/IJapCTBEHHOTO 00pa30BaTelIbHOTO CTaHAapTa M Y4YeOHBIX MpOrpaMM IO JUCLHUIUIMHE.
CamocrosarenbHass paboTa CTYIECHTOB MOXKET OBITh BBINOJIHEHA C TIOMOIIbI0 MaTepHAaJIOB,
pa3MeleHHbIX Ha ropTalie noaaepxku Moodl.

Memoouueckue ykazanus no popmam padomot

Jlexyuonnvie 3ansamust

[lepenaua 3HauMTENHHOTO OO0BEMa CHCTEMATU3UPOBAHHOW WHGOpPMAIIMM B YCTHOW Qopme
JO0CTaTOYHO Oombinoi ayauropud. JlaeT BO3MOKHOCTH SKOHOMHO M CHCTEMaTMYHO H3Jlaratb
y4ueOHbI MaTepuasl. OOyuaromuecsl U3ydaroT JIEKIIMOHHBIA MaTepuall, pa3MElICHHBI Ha MopTae
nonzepxku ooydenus Moodl.

IIpakxmuueckue 3anamus

®dopma opranuzanuy oO0ydeHus, MPOBOAKMMAs O]l PYKOBOACTBOM IPENOAaBaTeNs U ClIyKamias AJis
JeTalu3alliy, aHalIu3a, paclIUpeHus, yrIyOJeHUs, 3aKperuieHus, IpUMeHEeHus (WM BbIIOTHEHUS
pPa3HOOOpPA3HBIX MPAKTUYECKUX pabOT, YMpaKHEHUH) M KOHTPOJS YCBOEHHUS IOJIYYEHHOW Ha
nekuusax yueOnoit unpopmanuu. Ilpakruueckue 3aHSITHS TPOBOASTCS C UCIOIB30BAaHUEM
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y4eOHO-METOJMUECKUX U3aHul, pa3MEIIeHHbIX Ha 00pa30BaTEIbHOM MOPTaJie YHUBEPCUTETA.

Onucanue 603modxcrnocmeit uzyuenus oucyuniaunsl auyamu ¢ OB3 u unsanuoamu

Hns uaBanuaoB u nui, ¢ OB3 MoxkeT u3MEHAThCA OO0BEM AWCHMILTUHBI (MOMYMs) B dacax,
BBIJICJICHHBIX HA KOHTAaKTHYIO pPaboTy oOydaromierocs ¢ mpemnogaBaTeneM (MO BHIAM Y4eOHBIX
3aHATHI) U Ha CAaMOCTOSTEIbHYIO paboTy 00ydaromerocs (Mpy 3TOM HE YBEJIUYHBAETCS KOJIHMUYECTBO
3a4€THBIX €MHULI, BBIICJICHHBIX HA OCBOCHUE TUCIIMILIIMHBI).

@®OoH/1bI OLICHOYHBIX CPEACTB AAANTHPYIOTCSA K OTPAaHUYCHUSAM 3[J0POBbS U BOCIPUATHS UH(OpMALIUN
00yYaroIMHCS.

OcHoBHBIE (OPMBI TPEACTABICHHUS OLIEHOYHBIX CPEACTB — B IeyaTHoW ¢opme mwiu B Qopme
AIIEKTPOHHOTO TOKYMEHTA.

@opMBbI KOHTPOJISI U OLEHKU pe3yibTaToB oOydeHus uHBaiunoB U jui ¢ OB3 ¢ Hapyenuem
3pEHHUS:

— yCTHas MPOBEPKa: AUCKYCCHUHU, TPEHUHTHU, KPYIJIbIE CTOJbI, COOECEeIOBaHUS, YCTHBIE KOJUIOKBUYMBbI
u 1p.;

— C HCIONb30BaHHMEM KommbloTepa U cnenuanbHoro IIO: pabora ¢ 3eKTpOHHBIMHU
00pa3oBaTelbHBIMH PecypcaMH, TeCTHpOBaHHeE, pedeparbl, KypcOBbIE MPOEKTHI, AMCTAHIIMOHHBIC
(bopMBI, eciH MO3BOJISIET OCTPOTA 3PEHUS - rpaduuecKre padoThl U JIp.;

— IpPU BO3MOXXHOCTH THUCHMEHHAs IMPOBEPKAa C HCIOJIB30BAHUEM pPelbe(hHO-TOUEUHON CHCTEMBI
Bpaiins, yBenumueHHOro IwIpu(Ta, HCHONH30BAHUE CIEUUAIBHBIX TEXHHYECKHUX  CpEACTB
(TH(hIOTEXHUYECKUX CPENICTB): KOHTPOJBHBIC, Ipaduueckue padoThl, TECTUPOBAHHE, TOMAIIHUE
3aJjaHus, 3¢Ce, OTUETHI U Jp.

@®opMBI KOHTPOJIS U OLEHKHU PE3yIbTaToB 00yueHust nHBanu0B U uil ¢ OB3 ¢ HapymieHneM ciryxa:
— MUCbMEHHAs MIPOBEPKa: KOHTPOJIbHbIE, rpaduyeckue paboThl, TECTUPOBAHUE, TOMALTHUE 3a/1aHUs,
3cce, MUCbMEHHBIE KOJJIOKBHYMBI, OTYETHI U JP.;

— C MHCIIONBb30BAHUEM KOMIIbIOTEpa: paboTa ¢ SIEKTPOHHBIMH 00pa3oBaTENIbHBIMU pPecypcami,
TECTHUpPOBaHUE, pedepaTsl, KypcoBble MPOEKTHI, rpadudeckue paboThbl, JUCTAaHIIMOHHBIC (OPMBI U
Aap-;

— IpHU BO3MOXKHOCTU YCTHas MPOBEpPKA C MCIIOJIb30BAHUEM CIEIHMAIBHBIX TEXHHUUYECKUX CPEACTB
(aynmmocpencTB, CpeicTB KOMMYHHUKAIMM, 3BYKOYCHJIMBAIOIIEH ammaparypbsl M Jp.): JUCKYCCHH,
TPEHUHTH, KPYTJIbIE CTOJIBI, COOECEeIOBAHNUS, YCTHBIE KOJUIOKBUYMBI U JIP.

@opMBbI KOHTPOJISL U OLEHKU pe3yibTaToB oOydeHUs uHBaiuaoB U jui ¢ OB3 ¢ HapyeHuem
OIIOPHO-ABUraTEIbHOTO amrapara:

— MMCbMEHHAsl POBEPKa C MCIIOIB30BAHUEM CIEMATbHBIX TEXHUUYECKUX CPEACTB (aJIbTEePHATUBHBIX
CpeACTB BBOJA, YIpPaBICHHS KOMIBIOTEPOM M Jp.): KOHTPOJIbHBIE, Tpadudeckue padoThI,
TECTHUPOBAHUE, TOMAIIIHUE 3a/1aHUs, ICCE, MTUCbMEHHBIE KOJJIOKBUYMBI, OTYETHI H JIP.;

— YCTHasg TIPOBEPKa, C HCIOJIb30BAHMUEM CICIHUAIBHBIX TEXHUYECKHX CpPEACTB (CpencTB
KOMMYHUKAIMI): AUCKYCCUH, TPEHUHTH, KPYIJIbIE CTOJBI, COOECEOBAHUS, YCTHbIE KOJUIOKBUYMBI U
Ap-;

— C HCHOJb30BaHUEM KoMIbloTepa M crenuanbHoro I1O (anbTepHAaTHBHBIX CpPEACTB BBOAA H
yIpaBlIeHUs] KOMIIBIOTEPOM M Jp.): paboTa C 3JIEKTPOHHBIMU 00pa3oBaTeNbHBIMU pPECypcaMi,
TECTHUpOBaHUE, pedeparbl, KypcoBbIe MPOEKTHI, rpaduyeckue pabOThl, TUCTAHIUOHHBIE (POPMBI
IPEANOUTUTEIbHEE 00YYaIONUMCS, OTPAaHUYEHHBIM B IIEPEIBUKEHUH U JP.

Ananraiys npoueaypsl MpoBeACHUS MPOMEXYTOUHOM aTTeCTalllK U1 MHBaIUA0B 1 jui ¢ OB3.

B xone npoBeaeHust MpOMEXYTOUHOM aTTeCTAIlH MTPEIYCMOTPEHO:

— TpeabsBICHHE OOydYalONIMMCS TE€YaTHBIX M (MJIM) DSJIEKTPOHHBIX MaTepHalioB B (Qopmax,
aJlanTUPOBAHHBIX K OTPAaHUYCHUSM UX 37I0POBbS;

— BO3MOXHOCTh IOJIb30BATHCSl WHAMBHUIYaIbHBIMH YCTPOUCTBAMU M CPEJCTBAMH, MO3BOJISIOIIUMHU
aJlanTHpPOBaTh MaTepHalbl, OCYIIECTBIATh NpuUéM U TMepegady HHPOpPMAIMM C yYeTOM HX
WH/IMBUIYaIbHBIX 0COOEHHOCTEH;

— YBEJIIMYCHUE TPOJIODKUTEILHOCTH MPOBEICHHUS aTTECTAIUN;

— BO3MOYKHOCTh IIPUCYTCTBUSI ACCUCTEHTA W OKa3aHMS UM HEOOXOTUMOM MOMOUIM (3aHATh pabouee
MECTO, MEPEBUTATHCS, IPOYUTATH K OPOPMHUTH 33/1aHUE, OOIIATHCS C MPEOABATEIIEM ).

@DopMBI TPOMEKYTOYHOHN aTTeCTaluu A7l MHBAIHIO0B U il ¢ OB3 10mKHBI yUUTHIBATH
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WHIWBHIyaIbHBICE W TICUXOpU3NYEeCKUe 0COoOeHHOCTH oOydaromierocs/ooydatonuxes mo AOITOIT
BO (yctHO, mrchMeHnHO Ha Oymare, MUCbMEHHO Ha KOMITbIOTEpE, B (popMe TECTUPOBAHUS U T.11.).
CriennanbHble yclIoBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyILICHUSIMHU 3pEHUS:

— IpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIIEM
MEePEBOAUTD IJIOCKONIEUATHYIO HH(OPMAIUIO B ayIUAIbHYIO WIH TAKTUIBHYIO OPMY;

— BO3MOXXHOCTh HCIIOJIb30BaTh HMHJWBUIYyaJbHbIE YCTPOWCTBA M CPENCTBA, IO3BOJIAIOIINE
aJanTUpOBaTh MaTepuajbl, OCYIIECTBIATh, MNpuUEM M mepenadyy HUHGOpMAUU C  y4eToM
MHAUBUAYAIbHBIX 0COOEHHOCTEH U COCTOSIHUS 310POBbS CTY/ICHTA;

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJICHHMSI C COJEp)KaHHeM Yy4eOHO
TUCHMIUTMHBL M MaTepHalioM MO Kypcy 3a cyé€T pa3MenieHus MHbopMaluy Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— HUCIOJb30BaHME YETKOTO M YBEJIMYEHHOTo MO pazMmepy mipudra U rpaguueckux OOBEKTOB B
MYJIBTUMEIUMHBIX TPE3EHTAUSX;

— UCTIOJIb30BAHNE HHCTPYMEHTOB «JIyTIa», «IIPOXKEKTOP» MpHU paboTe C HHTEPAKTUBHOM TOCKOM;

— 03ByYHMBaHHE BU3YyaIbHON MH(POpPMAIIIH, ITPEICTABICHHON 00yJaroMMCs B XO/1€ 3aHATUH;

— obecrnieueHue pa3gaTouHbIM MaTeprasIoM, AyOIupyomuM HH(OPMaLKIO, BEIBOAUMYIO Ha DKpaH;

— HaJIMYMe MOANUCEN U ONMHCAHUA Yy BCEX HCIOIB3YEMbIX B Mpolecce O0yYeHHs] PUCYHKOB M MHBIX
rpaduyeckux 0ObEKTOB, UTO JAET BOBMOXKHOCTh MIEPEBECTH MUCbMEHHBIN TEKCT B ayIUaIbHBIN;

— obecreyeHre 0co00ro peyeBoro pexxuma MpernoiaBaHus: JIEKIMH YUTAIOTCSI TPOMKO, pa3dopuuBo,
OTYETAMBO, C Tay3aMHd MEXIy CMBICIOBBIMH OllokamMu HHpopMmamuu, obecrneunBaeTcs
WHTOHHPOBAHKE, TOBTOPEHHUE, aKIIECHTUPOBAHNE, TPOPUITAKTHKA PACCEUBAHUS BHUMAHMUS;

— MUHUMM3AIUS BHEIITHETO IITyMa U 00€CIIeUeHNE CTIOKOMHON ayTnalbHOW 00CTaHOBKH;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpMAIIMU CTYICHTaMH B yAOOHOW sl HUX (opme
(aynnanpHO, ayTMOBU3yaJbHO, HA HOYTOYKE, B BIJI€ TIOMETOK B 3apaHee MOJATOTOBICHHOM TEKCTE);

— YBEJIMYEHHUE JOJIM METOJOB COLMAIBLHOM CTUMYIALMU (oOpalieHre BHUMAaHHS, ameJUIsaius K
OTpaHUYEHUSIM IO BPEMEHH, KOHTAKTHbIE BUbI Pa0OT, IPYNIOBbIE 3aJaHUs U JIp.) Ha MPaAKTUUYECKUX
1 1a00paTOPHBIX 3aHITHSIX;

— MUHUMHU3HUPOBAHME 3aJaHUM, TPeOYIONIMX AaKTHMBHOTO HCIIOJIb30BAaHUSl 3PUTEIBHON MaMATH U
3pUTEIILHOTO BHUMAHUS;

— NMPUMEHEHHE MOATAMHOM CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMOIHEHUS 3aJaHUM IS
CaMOCTOSITEIBHONU PabOTHI.

CrennanbHble yclIoBUs, oOecleurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyILICHUSMH OMOPHO-/IBUTaTEILHOTO arnmnapara (MaJoOMOOWIbHbIE CTY€HThI, CTYyACHTbI, UMEIOIIHE
TPYAHOCTH MEPEABIKEHUS U MAaTOJIOTHIO0 BEPXHUX KOHEUHOCTEH):

— BO3MOXXHOCTh HCIONIb30BaTh CHEIHAIbHOE MPOrpaMMHOE OOecledeHre | CHEeUalIbHOe
0o0opyaOBaHME U TO3BOJISAIONIEE KOMIIEHCUPOBATH JBHUraTelIbHOE HapylleHHE (KOJSICKH, XOIyHKH,
TPOCTH | JIp.);

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHeM y4eOHOi
TUCHMIUIMHBL MU MaTepHalioM MO Kypcy 3a cy€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— MPUMEHEHHUE TOTIOTHUTEIBHBIX CPEACTB aKTUBU3AIUH MPOIIECCOB 3alIOMUHAHUS U TIOBTOPEHUS;

— OIIOpa Ha OIpe/IeJIeHHbIE U TOYHbIE TOHSATHS;

— UCTIOJIb30BAHUE I WILTIOCTPAIIUN KOHKPETHBIX IPUMEPOB;

— MPUMEHEHHUE BOMPOCOB JUIsi MOHUTOPUHTA TIOHUMAaHUS;

— pasaeneHye u3y4aeMoro MaTepurasa Ha HeOOJIbIlKe JOrHUecKe OJIOKH;

— YBEJIMYEHHE JI0JIM KOHKPETHOTO MarepHalia U COOJII0IeHUEe MPUHIIUIA OT MPOCTOTO K CIOKHOMY
Mpu OOBSICHEHUH MaTepHaa;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpPraHU3allMU CaMOCTOSITENIbHBIX paboT M MPOBEPKHU
3aJIaHAK ¢ 00sI3aTEIIPHON KOPPEKTUPOBKOM 1 KOMMEHTAPHUSIMH,

— yBEJMYEHHE JO0JM METOAOB COLHUAIbHONW CTUMYISUUM (oOpallleHHe BHHUMAaHUS, ammessiuus K
OTpaHUYEHUSM 110 BPEMEHH, KOHTAKTHBIE BUBI pa0OT, TPYMIIOBbIE 3a1aHus Ap.);

— obecreueHne OECIPENATCTBEHHOTO JOCTYIIA B TIOMEIICHHS, a TAKXKE MPEObIBAaHUS HUX;

— HaJM4Yue BO3MOXKHOCTH UCIOJIb30BaTh MHIMBUIYaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
o0ecreunTh peann3alnio SProHOMHUYECKUX MTPUHIIUIIOB U KOM(GOPTHOE MpeObIBaHNE Ha MECTE B
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TEUCHHUE BCETO Mepuoa yuéonl (IMOACTaBKH, CIICUAbHBIE TIOYIIKH U JIp.).

CrenmanbHble yclioBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyIIEHUAMH cliyXa (Tiyxue, c1aboCbIaniie, o3 IHOOTIIOXIINE):

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIIEM
MEePEBOAUTD ayIuaIbHYI0 (POPMY JIEKIIHH B IJIOCKONEUaTHYI0 HH(OPMALIUIO;

— HajJu4ue BO3MOXKHOCTH HCIIOJNb30BaTh HMHIWBUIYaJbHbIE 3BYKOYCHJIMBAIOIIHME YCTPOWCTBA H
CYPIOTEXHHUYECKUE CPEICTBA, MO3BOJISIONIME OCYIIECTBIATh MpUEM M TMepeaady HH(opMauuu;
OCYIIIECTBIIATh B3aMMOOOpATHBIM IMEPEBOA TEKCTOBBIX M aynuo(daityioB (OJOKHOT [JIsi PEYEBOTO
BBOJIa), a TAK)KE 3allUCh M BOCIIPOU3BEICHUE 3pUTENIbHOM HH(pOpMaLInK;

— HaJM4Yue CUCTEMbl 3a/laHui, 00eCHeuMBaIOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIUIIbI, CXEMBbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJU4Me HArISJHOTO COMPOBOXKIEHUS M3y4aeMOro marepuajna (CTpyKTYpPHO-JIOTHUECKHE CXEMBI,
TaOnuIpl, Tpaduku, KOHICHTpHpYIOmMe W o00oOmIaromnme WHGOPMAIMIO, OMOPHBIC KOHCIEKTHI,
pa3IaToOYHBIA MaTepHa);

— Hanmuyue 4€TKOM CHCTEMbl M alfTOPUTMa OpPraHU3allMUd CaMOCTOSITENIbHBIX paboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKOM 1 KOMMEHTAPHUSIMH,

— o0ecredyeHrue MPaKTUKU OMNEpPeXarollero YTeHHUs, KOrja CTYyAEHTBl 3apaHee 3HaKOMSTCS C
MaTepHuajioM U BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0BA M (DparMeHThI;

— 0COOBIN pedeBoOl pexuM padoOTHI (0TKa3 OT IJIUHHBIX (Ppa3 M CIOKHBIX MPEIIOKECHHM, XOpoITast
apTUKYJSIUS; YETKOCTh M3JIOKEHUS, OTCYTCTBUE JIMIIHUX CIIOB; MOBTOpeHHE (Ppa3 O6e3 M3MeHEeHus
CJIOB U TOPSIIKA UX CJIeI0BaHUs; 0OecrieueHre 3pUTEIbHOIO KOHTAKTa BO BpeMsi TOBOPEHUS U UYyTh
Oosiee MEAJIEHHOTO TEMIIA PEYH, UCTIOIb30BAHHE €CTECTBEHHBIX KECTOB U MUMUKN);

— 4y€TKoe COOMIOIEHNE aJNroOpyUTMa 3aHIATHS M 3aJlaHui JUIsl CaMOCTOSITeNIbHON padoThl (Ha3bIBaHUE
TEMbI, IOCTAHOBKA I1€JIM, COOOIIEHNE U 3alKCh IJIaHa, BbIJEIIEHUE OCHOBHBIX MOHITHI U METOJOB
UX U3y4YEHHUs, YKa3aHHE BUJAOB JAEITEIbHOCTH CTYIEHTOB M CIOCOOOB TPOBEPKH YCBOEHUS
Marepuasa, cJoBapHas padora);

— coOmofieHue TpeOOBaHUI K TIPENBABIIEMBbIM YU4eOHBIM TeKCcTaM (pa30MBKa TEKCTa HAa YacTH;
BbIJIEJICHHE OMOPHBIX CMBICIOBBIX MyHKTOB; UCIIOJIb30BaHUE HAIISTHBIX CPEACTB);

— MUHHMM3AIUS BHEIIHUX IIIyMOB;

— MpeA0CTaBIECHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHBIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIMU IIPH paboTe B TPYIIIIE;

— COUETaHHE Ha 3aHATUAX BCEX BHJIOB PEUYEBON [EATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMa, 3pUTEIHLHOTO BOCIPUATHUS C JIULIA TOBOPSIIETO).

CrennanbHble yclioBuUs, oOeclieurBaeMble B IMPOIIECCE MPENoJaBaHUsl TUCIUIUIMHBI CTYIEHTaM C
npounmMu Bugamu Hapymenud (JLII ¢ wapymeHusmMu peuu, 3a0o0jieBaHUS SHIOKPUHHOM,
[IEHTPaJIbHON HEPBHOU U CEPACUYHO-COCYIUCTON CUCTEM, OHKOJIOTHYECKUE 3a00IeBaHu ):

— HaJM4Yue BO3MOXKHOCTH UCIOJIb30BaTh MHIMBUIYyaJbHBIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
OCYUIECTBIIATh MPUEM U TIepeaady nHGOopMauy;

— HaJM4Yue CUCTEMbl 3a/laHui, 00eCHeuMBaOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIUIIbI, CXEMBbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJINYKMe HAIVISIAHOTO COMPOBOXKICHUSI M3y4aeMOro MaTepuaia;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpraHU3allMUd CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00sI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecrevyeHrue MPaKTUKU OMNEpeXarollero YTEHHUs, KOrja CTYAEHTBbl 3apaHee 3HaKOMSTCS C
MaTepuajioM M BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0OBA M (DParMeHThI;

— MpeA0CTaBIeHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKkuii MaTepual; KOMIUIEKCHOE
MCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIMU MIPU paboTe B TPYIIIIE;

— COUETaHWE Ha 3aHATUAX BCEX BHUJIOB PEUYEBON NEATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMa, 3pUTEIHHOTO BOCIPUATHUS C JIULIA TOBOPSIIETO);

— MpeAocTaBieHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (opMmare;

— TMPeNOCTaBICHHE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJICHHMSI C COJEp)KaHHeM Yy4eOHOM
TUCHMIUTMHBL M MaTepHalioM MO Kypcy 3a c4€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpMAIMU CTYICHTaMH B yAOOHOW sl HUX (opme
(aynnanpHO, ayTMOBU3YyaJbHO, B BUJIE IIOMETOK B 3apaHee MOATOTOBIEHHOM TEKCTE);
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— MPUMEHEHHE TIOATAITHON CUCTEMBI KOHTPOJIS, 00JIee YacThlii KOHTPOJIb BBIMOIHEHHS 3aaHUN JUTS
CaMOCTOSITEIIbHON PabOTHI;

— CTUMYJIMPOBAHKE BBHIPAOOTKH Y CTYJICHTOB HABBIKOB CAMOOPTAaHH3AIUN M CAMOKOHTPOJIS,

— HaJIMYUE Tay3 IJIs1 OT/AbIXa U CMEHBI BHJIOB JESTEILHOCTH 110 X0y 3aHSATHSI.

10. MeTonnuyeckue peKOMeH/IalUM M0 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

JucnunnuHa J{OKyMEHTUPOBAHME YIIPABICHYECKOW JEATEIBHOCTH BEAETCS B COOTBETCTBUM C
KaJeHJapHBIM Y4eOHBIM IIJIAHOM M PACIIMCAHMEM 3aHIATUHN 1O HelensM. TeMbl IPOBEICHUS 3aHATHI
OIIPEIEIISIOTCS TEMAaTUYECKUM IIJIAaHOM paboueil mporpaMmbl IUCIUTLTAHBI.
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