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Pa3nen 1. Opranu3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lean ocBOeHUS AMCHUTIITHHBI

HucuummHa «/JlokyMeHTanMoHHoe o0ecrevyeHne YNpaBJeHUs1» BXOAUT B YacTh JUCIMIUIMH
HOJArOTOBKM  OOydaromuxcs, (GOpMHUPYEeMBIX Y4YaCTHHKaMU 00pa30BaTeNbHbIX OTHOLIEHUH, 110
HarpaBiaeHUo moaroToBku «38.03.02 MeHeqKMEHT», HANMPaBJIEHHOCTH (MPoQuib) «YmnpaBiieHue
MAaJIbIM M CPeJHHM OH3HECOM).

Llenbto TUCHMIUIMHEI sIBIsieTCsl popMupoBanue kommereHuui (¢ coomeemcmeuu ¢ @I'OC BO u
mpebosanHuaAMU K pe3yIbmamam 0C80eHUs OCHOBHOU NPOYeccUOHAIbHOU 00paA308aMeNbHOU NPOSPAMMbL
(OI10I1 BO)):

Jeckpunropbl o0uenpodeccuoHAIbHBIX KOMIIETEHIIHI:

OIIK-2.1 CrnocobeH OCBOUTH CTAaTHCTUYECKHE METOJbl (OPMHPOBAHUS [AHHBIX U MPUMEHUTH
HalpaBJIEHUs] U METO/bl aHajau3a MH(OpMauM B KOHTEKCTE KOHKPETHBIX YIPABICHYECKHX 3ajad C
UCTIOJIb30BAaHUEM MHTEIUIEKTYabHBIX HH()OPMAIIHOHHO-aHATUTHYECKUX CHCTEM

Jeckpunropbl NpodecCHOHATBHBIX KOMIIETEHIUI:

[1K-3.2 Crnioco6eH mpoBOJUTH MOHUTOPHHT HCTOYHUKOB (DMHAHCOBOW MH(POPMALIUU

B pesynbraTe OCBOEHHS MUCHMIUIMHBI Yy CTYIACHTOB JIOJDKHBI OBITH C(HOPMHUPOBAHBI HHIUKATOPHI

KOMIIETCHIINN:

O0001mIeHHAas

Koa u HauMeHOBaHMe

Koa m HauMeHOBaHHEe HHAXKATOPAa NOCTHKCHUSA

TpynoBas pyHkums/ JAeCKpHUNTOpa kommnerenuui (u3 I1C)

TpyaoBas pyHKIUsA KOMITeTeHIUI

HC 40.049 | OIIK-2.1 Crnoco0eH | 3uanue:

Cnenunanucr 1o | OCBOUTh IIC 40.049 Chneuuaauct mno JOTHCTHKE Ha
JIOTHCTHKE HA | CTATUCTUYECKUE TpaHcnopTe

TpaHcHopTe metoasl GopmupoBanus | UJI-6 OIIK-2.1 OCHOBBI CHUCTEMHOTO aHajau3a
B/01.6 Opranmsanus | gaHHbIX W npuMeHuTh | B/01.6

JIOTUCTUYECKOMN HarpaBieHusi 1 Meroasl | MJI-7 OIIK-2.1 OcCHOBBI KpUTEPHAIBHOTO aHATN3a
NEATEILHOCTH 11O aHanu3a uHbopmanuu | B/02.6

NEePEBO3KE IPY30B B B KOHTEKCTE | YMmenus:

LIETIH [IOCTaBOK KOHKPETHBIX IHC 08.008 Croenuamuer no ¢uHAHCOBOMY
B/02.6 Opranuzanus | ynpaBIeHYECKAX 33134 | KOHCYJIbTHPOBAHUIO

paboThI clc ucnonb3oBanueM | MJI-8 OIIK-2.1  IIpousBoauTs HHGOPMALIMOHHO -
0P TIUKAMHA Ha | MHTEJUICKTYaIbHBIX AQHATTMTHYECKYI0 paboTy TO pPBIHKY (UHAHCOBBIX
pPBIHKE TPAHCIOPTHBIX | HH(POPMALIMOHHO- poAyKTOB U yciyr (A/01.6)

yemyr

B/03.6 Opranuzamus
nporecca  yiIydiieHust
KauecTBa OKa3aHHUs
JIOTUCTHYECKUX YCITYT
10 TIEPEBO3KE TPY30B B
LIEIN [TOCTaBOK

I1C 08.008
«Cnenuajamcr mno
¢punancoBomy
KOHCY/JIbTHPOBAHHIO»
A.
KoncynbTupoBanue
KJIMEHTOB no
HCIIO0JIb30BAHMIO
¢punaHCOBBIX
NPOAYKTOB M yCJIYT
A/01.6 MouHuTOpPHHT

AHAJIMTHYCCKUX CUCTEM

IIC 40.049 Chneuuajuct mno JOTHCTHKE Ha
TpaHcnopTe

NJ-10 OIIK-2.1 Amnanu3upoBaTh HHPOPMAIMIO U
ONEepaTUBHO (HOPMUPOBATh OTYETHI O PE3YJIbTaTax
nepeBo3ku(B/01.6)

NA-11 OIIK-2.1  AnanusupoBaTb U TIPOBEPSTH
JOKYMEHTHI Ha COOTBETCTBHE MPABUJIAM U MOPSAKY
oopmienus TPAHCHOPTHO-COMPOBOUTEIbHBIX,
TPaHCIIOPTHO-IKCIIEANIIMOHHBIX,  CTPAaXOBBIX U
MIPETEH3UOHHBIX JIOKYMEHTOB, JIOTOBOPOB,
cornamenuii, KoHTpakToB(B/01.6)

NA-12 OIIK-2.1 OmnepatuBHO NPOBOAUTH aHAIU3
PBIHKA TIOJPSTYMKOB B YCIOBHSX HEIOCTATOYHOCTH
uHpopmanun(B/01.6)

N/-13 OIIK-2.1 Amnanmu3upoBath HHPOPMAIHIO U
¢dopmupoats otueTbi(B/03.6)

Hasgvixu u (unu)onvim oessmenvHocmu:

IIC 08.008 Crnemuaaucr no ¢QuHaAHCOBOMY
KOHCYJIbTHPOBAHUIO

3




KOHBIOHKTYpPBI PpBbIHKA

na-17 OIIK-2.1 AHanmu3 COCTOSHHSL |

OaHKOBCKHUX  YCIYT, MPOrHO3UPOBAHNE M3MEHEHUIH WHBECTHLIMOHHOTO U

pBIHKA IIEHHBIX Oymar, nHpopMannoHHOTO pHIHKOB A/01.6

MHOCTPAHHOU

BaJIIOTHI, TOBapHO-

CBIPHEBBIX PHIHKOB

I1C 08.008 MK-3.2 CnocobeH | 3ranue:

«Cnenuajinct no nposoauts Mouutopunr | IIC  08.008 Cneumasucr no ¢QunancoBomy

¢punancoBomy HUCTOYHUKOB KOHCYJIbTHPOBAHUIO

KOHCYJIbTHPOBAHMIO» | (PMHAHCOBOM NA-2 1IK-3.2. DKOHOMHYECKHME M HOPUIUYECKHE
A. uH(pOpMaIHU ACTIEKTBI OKa3aHus (buHAHCOBBIX u

KoHcyJbTHpOBaHHE KOHCYJIbTAI[MOHHBIX yciyT A/02.6

KJIHEHTOB o -7 TIK-3.2. Ilopsigok, mpoueaypbl W YCIOBUSA

HCNOJIb30BAHMIO 3aKIIOYeHUs W OQOpPMIICHHS  JOTOBOPOB  Ha

(PMHAHCOBBIX MIPEIOCTaBIIEHNE PA3HBIX BUJOB (DUHAHCOBBIX YCIIYT

MPOAYKTOB M YCJIYT
A/01.6 MoHHTOPUHT
KOHBIOHKTYPBI PBbIHKA

OaHKOBCKUX  YCHYT,
pBIHKA LIEHHBIX Oymar,
WHOCTPaHHOM
BaJTFOTHI, TOBAapHO-
CBIPBEBBIX PHIHKOB
nc 40.049
Cnenuajaucrt o
JIOTHCTHKE Ha
TpaHcnopTe

B/02.6 Opranusarus
paboThI c
MO IPSTYNKAMHE Ha

PBIHKE TPAHCIIOPTHBIX
yemyr

A/02.6

NJ-10 TIK-3.2. Ilopsimok cocTaBieHUsI U MpaBHIIa
opopmiieHnss  (UHAHCOBOW  JIOKYMCHTAIlMH B
opranuzamuu A/03.6

NA-18 IIK-3.2. CtanaapTsl (pUHAHCOBOrO y4eTa U
otueTHocTH A/03.6

Ymenus:

IHC 08.008 Cuoenuamuecr mno ¢uHAHCOBOMY
KOHCYJIbTUPOBAHHUIO

na-21 I1K-3.2. CpaBHUBaTh rapaMeTpbl

¢uHaHCOBBIX MPOAYKTOB A/02.6

N/J-23 T1IK-3.2. Opranu3oBbiBaTb U HPOBOJUTH
npe3eHTau  (UHAHCOBBIX TPOIYKTOB M YCIYT
A/02.6

N-25 TIK-3.2. CucreMatu3upoBaTh (PUHAHCOBYIO
U ropuarueckyto napopmanuo A/03.6

NA-30 IIK-3.2. OdopmisaTe NOKYMEHTALUIO IO
(UHAHCOBBIM  CIIeIKAM B COOTBETCTBHHM  C
JNEUCTBYIOIUMH ~ TPEeOOBAaHUSMH  TOCTABIIUKOB
¢uHancoBbIX ycruyr A/03.6

N-31 [IK-3.2. Pa3bscHATh KIMEHTaM COJIEp KaHUE
(UHAHCOBBIX U IOPUJIUYECKUX JOKYMEHTOB B
MpeJienax CBOe KOMITETEHIIUN

Haeviku u (unu)onvim oessmenvrHocmu.

IIC 08.008 Crneuuaaucr no (UHAHCOBOMY
KOHCYJIbTHPOBAHUIO

Na-38 TIK-3.2. Tlomydenue wuHpopManuu o0
OCHOBHBIX IIOKa3aTeNnsiX (PUHAHCOBOH CHUTyalluu
KITUEHTa, MOHUTOPUHT (DMHAHCOBBIX BO3MOXXHOCTEH
knuenta A/02.6

1.2. MecTto nucuumiinnsl B ctpykrype OIIOII BO
HanpasJjieHusi noaroroBku «38.03.02 MeHe:KMeHT», HANPABJIEHHOCTH (MPOdIIbL) «YpaBjieHHe MATBIM U
cpeaHnuM OU3HECOM»

IIpenmecTByomue JUCUITHHBI
(IMCHHUILVINHBI, H3Y4YaeMble NapalIeabHO)

IMocaenyromme TUCHUMIIAHBI

2

3

1. | OcHoBBI TPO(HECCHOHAIBHOIO PA3BUTHUS

DUHAHCOBBIN YYET B OpraHr3alMi MaJIOro U




MeHemkepa (BBenenne B HarpaBiIeHUE cpemHero OuzHeca
TTOATOTOBKH)
2 VYrpaBieHUeCKUi yueT B OpraHu3aluy Majoro u
' cpenHero OusHeca
3. 1C: IIpeanpustre. YpaBIeHHE TOPTOBICH
4 1C: IlpennpusTtue. 3apruiata 1 yrpaBieHue
MEPCOHAIOM
5 Y4er Ha IpeANpPUATHIX MAJIOTO W CPETHETO
' Om3Heca

Ilocredosamenvuocms hopmuposanusi KomnemeHyull 8 YKA3aHHbIX OUCYUNIUHAX MOdCcem Oblmb
UBMEHEHA 8 3A8UCUMOCIU OM (POpMblL U CPOKA 00VHEHUsl, a MAKICe NPEenodasanuusi ¢ UCNOIb30BAHUEM
OUCMAHYUOHHBIX MEXHON02UU 00YYeHUs.

1.3. HopmaTuBHAasi JOKYMeHTALUs
PaGouas nporpamma y4eOHOMN AUCHUIUIMHBI COCTaBJI€HA HA OCHOBE:
- ®@enepasbHOTO TOCYAAPCTBEHHOTO 00pPa30BaTEIbHOTO CTaHAApTa BBICHIETO OOpa3oBaHUA IO
HarpaBjeHuIo MoAroToBkH «38.03.02 MeHeT:KMeHT»,
-  VYuebHoro miaHa HampaBieHus TOArOTOBKA «38.03.01 MeHe:KMEeHT» HaNpPaBJIeHHOCTh
(mpoduiib) «Ynpasienune MaIbIM U cpeTHuM ousHecom» 2023 roaa Habopa;
- OO0pa3sma pabdoueii mporpammsl yueOHOU aucuuiuimHb (mpuka3 Ne 113-O ot 01.09.2021 r.).



Pa3nen 2. TemaTu4ecKHii IJIaH

Ounasi ¢popma o0ydyeHnus (IOJTHBIH CPOK)

TpynoeMkocTh
A Ko unankaropa u
YIUTOPHBIE
Ne Tema quCHUNINHBI Bce 3aHATHSA ACCKpPHUIITOpA
CpPO JOCTHKEHM I
ro J 113 (13, KOMIIeTeHIii
C3)
1 2 3 4 5 6 7
Tema 1. OcHOBHBIEC TOHATHS B W-6 OIIK-2.1, UO-7
1 | o6mactu noxymentuposanus | 10 2 8 OIIK-2.1, UJ1-2 K-
3.2, U]1-7 TIK-3.2.
Tema 2. HopmatusHo- NJ-6 OIIK-2.1, NJI-8
METOIUYECKAE OCHOBBI OIlK-2.1, U1-10
JTOKYMEHTALMOHHOIO 83E§ } , Eﬁg
2 | obecrieueHus ympaBiacHUs 10 2 2 6 ONK.2.1, W13
OIIK-2.1, UJ-17
OIIK-2.1, UJI-18 TIK-
3.2., U1-21 TIK-3.2.
Tema 3. OpranuzanoHHO- WJ1-6 OIIK-2.1, U/1-8
[IpaBoOBasi CUCTEMA OIIK-2.1, UA-10
JIOKYMEHTAIH gg§§ } , gﬁi;
3 12 2 2 8 OIIK-2.1, U11-13
OIIK-2.1, U/1-17
OIIK-2.1, UJ1-23 TIK-
3.2., UJ1-25 T1K-3.2.
Tema 4. OpranuzanoHHO- WJ-6 OIIK-2.1, U]I-
pacropsiiuTeNbHast CUCTEMA 12 OIIK-2.1 , UJI-17
4 10 2 2 6 OIIK-2.1, U/1-18
IK-3.2., U1-21 IK-
3.2.
Tewma 5. Undopmanimonto- UJ-6 OIIK-2.1, U]1-8
5 | CpaBoOYHas cUCTEMa 8 8 OIIK-2.1 , UJ-17
OIIK-2.1, UJ1-23 TIK-
3.2., U]I-25 TIK-3.2.
Tema 6. OcHOBHBIE (POPMBI NJa-6 OIIK-2.1, U1-8
JOKYMEHTO000pOTa B OIlK-2.1, I/IZ[—121
OIIK-2.1, UJ-1
6 | opraHusanuu 10 2 8 Ok 2 1. Hﬁ-l?
OIIK-2.1 U/-30 I1K-
3.2. WJI-10 TIK-3.2.
Tema 7. WJ-6 OIIK-2.1 , U]I-
ABTOMaTU3UPOBaHHbBIE 8 OIIK-2.1, NJ1-10
CpelcTBa B OIIK-2.1, UJ1-11
7 JTIOKYMEHTAI[MOHHOM 12 2 2 8 8g§§}’ Eﬁ%
M OIIK-2.1, U1-31 IIK-
3.2. U]1-7 TIK-3.2,
Tema 8. CocTaBieHue u WJI-6 OIIK-2.1, U]I-
odopmIIeHHEe OCHOBHBIX 8 OIIK-2.1, NJ1-10
BUJIOB YIIPaBIECHYECKAX OIlK-2.1, UA-11
8 | nokymentos 12 2 2 8 OIK-2.1, U/-12
OIIK-2.1, UJ1-17
OIIK-2.1, U11-38 TIK-
3.2. U]1-2 TIK-3.2,




Tema 9. Ocobennoctu NJI-6 OIIK-2.1, 1]I-8
oopMIICHUS U BEICHUS OIlK-2.1, UJ-11
TOKYMEHTAIMH 110 JTMIHOM OIlK-2.1, U1-12
o COCZaBy A 2 2 8 OITK-2.1, UJ-17
OIK-2.1 1JI-30 ITK-
3.2, WI-10 TIK-3.2.
Tema 10. Opranuzanus WJI-6 OIIK-2.1 , U]I-
JOKYMEHTO000pOTA. 8 OIIK-2.1, U/1-10
CucTeMaTH3alus ¥ XpaHeHHe OlK-2.1, N1-11
10 | nokymenros 12 2 2 8 OIIK-2.1, U/-12
OIIK-2.1, UJ1-17
OITK-2.1, UJ1-31 TIK-
3.2. WJI-7 TIK-3.2.
Bua npoMexkyTouHoit
arrecrauuu (3ayer)
Hroro 108 16 16 76

OuHo-3204Hasi opMa 00y4yeHus (MOJHBII CPOK, YCKOPEHHOE 00yUeHHe , MOJTHOE YCKOPEHHOe 00yYeHHne)

TpynoemkocTb
AyIuTOpHbIE Konx naaukaropa u
Ne Tema qHCHUNIHHBI Bce 3aHATHS ACCKpHIITOpPA
ro P 13 (JI3, CPO AOCTHAEHHA
C3) KOMIIeTeHIHii
1 2 3 4 5 6 7
Tema 1. OCHOBHBIC HOHATHS B WI-6 OIIK-2.1, U1-7
1 | o6nmactu nokymeHTHpOBaHMS 12 2 10 OIIK-2.1, U[1-2 TIK-
3.2, WJI-7 TIK-3.2.
Tewma 2. HopmatusHo- WJI-6 OIIK-2.1, 1]-8
METOIUYECKHE OCHOBBI OIIK-2.1, U1-10
JTOKYMEHTALUOHHOTO OIlK-2.1, UA-11
2 | obecnieuenus ynpapieHus 8 8 OINK-2.1, U]J-12
OIIK-2.1, UJI-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-18 TIK-
3.2., UJI-21 TIK-3.2,
Tewma 3. OpranuzanroHHO- NJ1-6 OIIK-2.1, U/1-8
[IpaBoOBasi CUCTEMA OIIK-2.1, UJ1-10
JIOKYMEHTAIINH 8g§§ } , gﬁi;
3 10 10 OIIK-2.1, U11-13
OIIK-2.1, UJ-17
OIIK-2.1, NJ1-23 TIK-
3.2., UJ1-25 T1K-3.2.
Tewma 4. OprannzaioHHO- NJ1-6 OIIK-2.1, U]I-
pacropsiIuTeNbHAsE CHCTEMAa 12 OIIK-2.1 , UJI-17
4 12 2 10 OIIK-2.1, UJI-18
IK-3.2., U1-21 T1K-
3.2.
Tema 5. UndopmanronHo- NJa-6 OIIK-2.1, N/1-8
5 | ClpaBoYHAas CHCTEMA 10 10 OIIK-2.1, UO-17
OIIK-2.1, UJ1-23 TIK-
3.2., WJI-25 TIK-3.2.
Tema 6. OcHOBHBIE (POPMBI NJa-6 OIIK-2.1, U/1-8
6 | JOKyMeHTO06OpOTa B 12 2 10 OIIK-2.1, M1I-11
OpTraHW3alnu OIIK-2.1, UJI-12




OIIK-2.1, JT-17
OIIK-2.1 WJ1-30 TTK-
3.2.  WJI-10 IK-3.2.
Tema 7. WJ1-6 OTIK-2.1 , U]I-
ABTOMAaTHU3UPOBAHHBIC 8 OIIK-2.1, UJ-10
cpejcTBa B OIIK-2.1, UJJ-11
7 JOKYMEHTAI[AOHHOM 12 2 2 8 ggﬁgi gﬁi;
yHpapieHit OIIK-2.1, UJ1-31 TTK-
3.2. WJI-7 TIK-3.2.
Tema 8. CocraBienue u NJI-6 OIIK-2.1, UJ-
oopMIIeHHE OCHOBHBIX 8 OIIK-2.1, NJ1-10
BHJIOB YIIPABICHYECCKHX ggigi Eﬂg
8 | MoryMEHTOB 10 2 8 OTK-2.1, I/Iﬁ—ﬂ
OIIK-2.1, UJ1-38 TTK-
3.2. UJ1-2 TIK-3.2.
Tema 9. OcobeHHocTH NJI-6 OIIK-2.1, 1]I-8
o OpMIICHUS 1 BEICHHUS OIlK-2.1, NJ-11
OIIK-2.1, UJI-12
9 i{gé(g;\:;maunn 10 JINYHOMY 12 2 2 8 OLK2 1. 117
OIIK-2.1 UJ1-30 I1K-
3.2, WI-10 TIK-3.2.
Tewma 10. Opranuzanus WI-6 OIIK-2.1 , UJI-
JOKYMEHTO000pOoTA. 8 OIIK-2.1, U-10
CucTeMaTH3alus 1 XpaHeHHEe OIlK-2.1, U-11
10 JIOKyMEHTOB 10 10 OIlK-2.1, UJ1-12
OIIK-2.1, UJ1-17
OIIK-2.1, UJ1-31 IIK-
3.2. WJI-7 TIK-3.2.
Bupa npomexyrouHoi 4
arrecranuu (3ayer)
Hroro 108 8 8 92

3aouHas popma 00yueHUs (MOJHBIN CPOK)

TpyaoeMkocTb
Kox unaukaropa u
AyaAuTOpHBIE
AEeCKPUNTOpa
Ne Tema TMCHMIINHBI Bce 3aHATHUS
CPO JOCTHKEHHUS
ro J 113 (JI3, KOMIIeTeH Nl
Cc3) 1
1 2 3 4 5 6 7
Tema 1. OCHOBHBIE TOHATHUS B WA-6 OIIK-2.1, UO-7
1 | o6mactu noxymentupoanus | 12 2 10 OI1K-2.1, UJ1-2 TIK-
3.2, UJ1-7 TIK-3.2.
Tema 2. HopmaTusHoO- NJI-6 OIIK-2.1, 1]]-8
METOANYECKHUE OCHOBBI OIIK-2.1, UJ1-10
JOKYMEHTAIMOHHOTO OIlK-2.1, U a-11
2 | obecnieuenus ynpapieHus 8 8 OINK-2.1, U]I-12
OIIK-2.1, UJ1-13
OIIK-2.1, UJ1-17
OIIK-2.1, UJI-18 TIK-
3.2., U1-21 TIK-3.2.
3 Tema 3. OpranuzanoHHO- 10 10 NJ1-6 OIIK-2.1, NU/1-8

IIpaBoOBasA CUCTEMA

OIIK-2.1, UA-10




JIOKYMEHTAIlN ! OIIK-2.1, UJ1-11
OIIK-2.1, VJI-12
OIIK-2.1, U11-13
OIIK-2.1, WJI-17
OIIK-2.1, U11-23 TIK-
3.2., UJI-25 TIK-3.2.
Tewma 4. OprannzanoHHO- WJI-6 OIIK-2.1, U]I-
pacropsauTebHas CUCTeMa 12 OIIK-2.1 , UA-17
4 12 2 10 OIIK-2.1, WJI-18
IK-3.2., U1-21 T1K-
3.2.
Tewma 5. UndopmanmonHo- W-6 OIIK-2.1, U/1-8
5 | CHpaBoYHas cUCTEMa 10 10 OIlK-2.1, U-17
OIIK-2.1, NJI-23 TIK-
3.2., UJI-25 TIK-3.2.
Tema 6. OcHoBHBIE (POPMBI NJ-6 OIIK-2.1, UJI-8
JOKYMEHTO000pOTa B OIlK-2.1, NJ-11
OIIK-2.1, UJ1-12
6 | OpraHusanuu 12 2 10 OIK2 1. I/Iﬁ—ﬂ
OIIK-2.1 MJ1-30 [IK-
3.2, WJI-10 [IK-3.2.
Tema 7. -6 OIIK-2.1 , U1-
ABTOMAaTH3UPOBaHHbBIE 8 OIIK-2.1, U-10
Cpe/ICTBa B OIIK-2.1, UJJ-11
7 JIOKYMEHTAIMOHHOM 10 2 8 OIK-2.1, U ]1-12
S A— OIIK-2.1, UJI-17
OIIK-2.1, UJI-31 TIK-
3.2. WJI-7 TIK-3.2.
Tema 8. CocTaBieHue u WJ-6 OIIK-2.1, UJI-
odopmIIeHHE OCHOBHBIX 8 OIIK-2.1, J1-10
BUJIOB YIIPABIEHYECKUX 8%;1’ gﬁg
8 | AoKyverTos 10 2 8 OHK—2.1: nja-17
OIIK-2.1, WJI-38 TIK-
3.2. WJI-2 TIK-3.2.
Tema 9. OcobeHnocTH WJI-6 OIIK-2.1, 1]-8
o(OopMIIEHUS U BEICHUS OIIK-2.1, NJ1-11
JOKYMEHTALUH 110 TMIHOMY OIlK-2.1, U1-12
o cocTany 12 2 2 8 OIK-2.1, UJI-17
OITK-2.1 UJ1-30 K-
3.2, WJI-10 [IK-3.2.
Tewma 10. Opranuzanus NJ1-6 OIIK-2.1 , U]I-
JIOKYMEHTO000pOoTa. 8 OIIK-2.1, J1-10
CucreMaTu3alus ¥ XpaHeHUEe OIK-2.1, UA-11
10 JIOKYMEHTOB 8 8 OINK-2.1, U/1-12
OIIK-2.1, UJ1-17
OIIK-2.1, U/1-31 TIK-
3.2. WJI-7 TIK-3.2.
Buja npomexyrouHoi 4
arrecraunuu (3ayer)
Hroro 108 6 8 90

3aouHasi popma o0yuenust (yckopeHHoe o0yueHue Ha 6asze BO)

Ne Tema IUCHUNIINHBI

TpyaoeMkocTh
Bce | AyauTopHbie CPO
ro 3aHATHA

Ko unankaropa n
JAecKpuITOpa
AOCTH/KEHHU S

9




I 113 (JI3, KOMIIETEeHIIH i
C3)
2 3 4 5 6 7
Tema 1. OcHOBHBIE TOHATHS B NA-6 OIIK-2.1, UA-7
0071aCTH JOKYMEHTUPOBAHHS 12 2 10 ?IZH;I%[ 17, gﬁ% gIK
Tema 2. HopmaTupHo- N-6 OIIK-2.1, U/1-8
METOIUYECKHE OCHOBBI OIIK-2.1, UA-10
JIOKyMEHTaLHOHHOTO OIK-2.1, UA-11
o0ecrieyeHus yrpaBiieHUs 8 8 83?;}’ E}I_‘Hg
OIIK-2.1, UJI-17
OIIK-2.1, UJ-18 TIK-
3.2., UJI-21 TIK-3.2.
Tema 3. OpranuzanoHHO- WJ-6 OIK-2.1, N]I-8
IIPaBoOBasi CUCTEMA OIIK-2.1, U1-10
JIOKyMEHTaIUK 83?% i , gﬁﬁ
10 10 OIIK-2.1, J1-13
OIIK-2.1, UJ-17
OIIK-2.1, UJ1-23 TIK-
3.2., WJI-25 TTK-3.2.
Tema 4. OprannzanoHHO- NI-6 OIIK-2.1, U]I-
pacropaauTeNbpHas cucTeMa 6 g (1)21'1 (I)<1_[2K1_2.11/Ii[H1Ié_17
IK-3.2., U1-21 I1K-
3.2.
Tema 5. MndopmannonHo- na-6 OIIK-2.1, U1-8
CIIPABOYHAsI CUCTEMA 10 10 8g§§} ,I}I/IIJI:[-2137HK
3.2., UJI-25 TK-3.2.
Tema 6. OcHOBHBIE POPMBI WJ-6 OIIK-2.1, N/I-8
JIOKyMEHTO000pOTa B 8%?;? I/I;I,él-llzl
OpHEEAE 10 10 | onk2.1, npa7
OIK-2.1 UJI-30 TTK-
3.2.  WJI-10 TIK-3.2.
Tema 7. na-6 OIK-2.1 , UJ1-
ABTOMaTH3UPOBAHHBIC 8 OIIK-2.1, UJ-10
CpencTBa B OIK-2.1, UJI-11
JOKYMCEHTAIlMOHHOM 12 2 10 835% } > gﬁig
YHpapiIeHin OIK-2.1, UJI-31 TIK-
3.2. WJI-7 TIK-3.2.
Tema 8. CocTaBiaeHue u NJ1-6 OIIK-2.1, UJI-
ohopMiIeHHE OCHOBHBIX 8 OIIK-2.1, N/I-10
BHJIOB YIIPABJIEHYECKUX 8g§§} Eﬁﬁ
FORYMELTOB 12 2 10 OIK-2.1, UJI-17
OIIK-2.1, UJ-38 TTK-
3.2. WJI-2 TIK-3.2.
Tema 9. Ocobennoctu W-6 OIIK-2.1, U[1-8
oopMIICHHS U BEIECHUS 8g§§}, II/;Iﬁ1-1121
JOKYMEHTAIUH 110 THYHOMY 12 2 10 oMK 1 W17

COCTaBY

OITK-2.1 MJ1-30 [IK-
3.2. WA-10 TIK-3.2.
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Tema 10. Opranuzanus

WJ1-6 OTIK-2.1 , U]I-

JOKYMEHTO000pOTA. 8 OIIK-2.1, U/1-10
CucTeMaTH3alus ¥ XpaHEHHe OlK-2.1, U1-11
10 | nokymenros 10 10 OIlK-2.1, U/-12
OIIK-2.1, U[I-17
OIIK-2.1, UJI-31 [IK-
3.2. WJI-7 TIK-3.2.
Bua npomexxyTouHoit 4
arrecranuu (3ayer)
Hroro 108 4 96

1




Pa3nen 3. Conep:kanue TUCHUNIMHBI
3.1. Coaepxanue TUCUMIIIMHBI

Tema 1. OcHOBHBIE NIOHATHS B 00J1aCTH JOKYMEHTHPOBAHUS.

OcCHOBHBIC TEPMHHBI U ONPEICICHUS B 00JaCTH JTOKYMEHTAIIMOHHOTO OOCCIICUEHUS YIIPABICHHUS.
I'OCT P51141-98 «Jlenonpou3BOJICTBO M apXHUBHOE A€i0. TepMHHBI U OMNPEACICHUS». 3HAUYCHHUE M
CBOICTBa JOKYMEHTa Kak HocHUTelss MHpopMmaruu. OyHKIIMN YIPaBIEHYECKUX JOKYMEHTOB: OO0IIHUe U
cnenuduyeckre. OOmIMEe MOHATHUS O CHUCTEMaxX JIOKyMEHTalUWW. YHU(PHUKAUUs W CTaHAapTH3ALUSL
JOKYMEHTOB. YHU(DUIIMPOBAHHAS CUCTEMa OPTaHU3ANMOHHO — PACHOPSAUTEIBLHOW JOKYMEHTAITHH.
OcHoBHBIE BUbI OPraHU3AIIIOHHO — PACTIOPSIUTENIBHBIX TOKYMEHTOB M UX POJIb B CUCTEME YIPABIICHUS.

['ocymapcTBeHHBIE CTaHIAApTHI B 00JACTH JAOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIPaBICHUS.
OcHoBHble TONIOKEHUsI ['OCyapCTBEHHON CHUCTEMBl JOKYMEHTAIMOHHOTO O0OECHeUYeHUs YIpPaBIICHUS.
AJIMUHHCTpPATHUBHAsI OTBETCTBEHHOCTh PYKOBOJIUTENEH U CIIEIMAIMCTOB OpraHu3aluil U MpeAnpusITUii 3a
HapyIlIeHHE AeHCTBYIOLIEr0 3aKOHOIaTeIbCTBA [0 APXUBHOMY JIENTY.

Tema 2. HopMaTUBHO — MeTOAUYECKHE OCHOBbI [IOKYMEHTALMOHHOIO o0ecneyeHus
ylnpaBJjieHHs.
PaccmarpuBaroTcst BOITPOCHI HOPMaTHUBHO-METOIUYECKOTO peryIupoBaHUs CHCTEM

JIOKYMEHTOO0OpOTa B OpraHu3ali, HOPMATHUBHbBIE AKThbl, MOJOXKEHUS U CTPYKTypa peryJIupoBaHUs
JOKYMEHTOABUKCHUS.

Tema 3. Oprann3aliuOHHO-NIPABOBAS CHCTEMA JOKYMEHTALMH.
B nexuun pazbupaercs Ha3HAYCHHE, COCTAB U JIBUKEHUE JOKYMEHTOB OpPTraHU3aIMOHHO-TIPABOBOM
CUCTEMBI IOKYMEHTAIIMH U €€ OCHOBHBIC XapaKTEPUCTUKH.

Tema 4. Oprann3aliuOHHO-PACHOPSAAUTEIBHAS CHCTEMA.
B JICKIIU U pa361/1paeTC${ Ha3HA4YCHUEC, COCTaB W JABWIKXCHUC OOKYMCHTOB OpraHU3allMOHHO-
pacmnopsiANTEILHON CUCTEMBI TIOKYMEHTAIIMH U €€ OCHOBHBIC XapaKTEPUCTUKH.

Tema 5. UndopMaliuOHHO-CIIPABOYHAA CHCTEMA.
B gnexumm pasbupaercss Ha3Hau€HUE, COCTaB M JIBKEHHE JIOKYMEHTOB WH(OPMaLMOHHO-
CIPAaBOYHON CHCTEMBI JOKYMEHTAIMH (POPMBI U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 6. OcHOBHBIC (POPMBI JOKYMEHTO000POTA B OPraHU3aliH.
PaccmatpuBatoTcst TpaauLMOHHAs U 3JEKTPOHHAs (OPMBI JOKYMEHTOOOOpOTa, a Takke MOpsSI0K
paboThI ¢ BXOASIIUMH, BHYTPEHHUMH U UCXOJAIIMMU JTOKYMEHTaMH.

Tema 7. ABTOMATH3HPOBaHHbBIE CPEICTBA B IOKYMEHTALIMOHHOM YIIPABJICHUH.
Pazbuparorcss aBTOMATH3MpPOBAaHHBIE KOMIBIOTEPHBIE IPOrpaMMBbl, MO3BOJIAIOIINE COKPATUTH
BpeMs opopMIIeHHS, TIEpEIBUKEHHSI JOKYMEHTOB U UX LIEJIEBOE HCIOIb30BAHNUE.

Tema 8. CocTaBiienne u o(popMiIeHHe OCHOBHBIX BH/I0B YIIPABJIeHYECKUX JOKYMEHTOB.

bnanku nokymenToB. dopMa U conepikaHue ciykeOHoro nokymeHta. @opmynsp. PekBuzuthbl
yIpaBJIEHYECKUX JOKYMEHTOB MX 3HaueHHe. CTpyKTypa TeKcTa M OCOOEHHOCTH O(OpMIICHHS
yIpaBiIeHUYECKUX JOKYMEHTOB. OTBETCTBEHHOCTD TP 0OPMIICHUH JOKYMEHTOB.

Tema 9. OcodennocTu opopmiIeHUs U BeIeHUs JOKYMEHTAIIUU N0 JJHYHOMY COCTaBY.

OOmast xapakTepuCTUKa W Ha3HaueHHe JOKYMEHTAalUU IO JHUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTUPOBAHUS TPYAOBBIX MpPaBOOTHOLIEHUH (ogopmiieHne mnpuemMa Ha pabdoTy, MepeBoja,
yBOJIbHEHMs, KOMaHAUPOBKH, OTIIycKa). BeneHue TpynoBhIX KHMXKEK. BocnMraHume OTBETCTBEHHOCTH,
J0OPOCOBECTHOCTH ITPU O(hOPMIIEHHUHU TOKYMEHTOB, BIHSIOLIMX Ha CTaXX COTPYAHHUKA.

Tema 10. Opranuzanus 10KyMeHT0000poTa. CHicTeMaTH3alUs M XPaHEeHUe TOKYMEHTOB.
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Opranuzanus JOKyMEHTOOOOpOTa: perucTpanusi U IBHKEHHE AOKyMeHToB. HomeHknatypa nen
OpraHu3alliy: cojepxaHue, (opma, HOPSAOK pa3paboTku u ympasieHHs. OCHOBHBIE MPU3HAKU
3aBeneHust nen. Ilopsnok QopmupoBanus TOKyMEeHTOB B Jena. Cpokd XpaHEHHUS JOKYMEHTOB.
OKkcnepTusa IEHHOCTH JOKYMEHTOB. BblieneHue TOKyMEHTOB C HUCTEKIIMMHM CPOKAMHM XpaHEHHS.
XpaHeHue U niepeaya JOKyMEHTOB.

3.2. Coaepxanne NPAKTHYECKOT0 0JIOKA U CIUNINHbBI

OuHnas ¢popMma 00yueHus (IOJTHBIH CPOK)

Ne Tema npakTH4YecKOro (CEMHHAPCKOr0, J1a00paTOPHOIo) 3aHATHS

1 2
Tema 2. HopMaTuBHO — METOAUYECKUE OCHOBBI JOKYMEHTAIITHOHHOTO
o0ecrne4yeH sl yIpaBieHus

I132 | Tema 3. Opranu3zanOHHO-TIPABOBasi CUCTEMA JOKYMEHTAIUU

I133 | Tema 4. Opranu3aiiioOHHO-pacoOPsAUTEIbHASL CHCTEMA
I134 | Tema 6. OcHOBHBIC (HOPMBI TOKYMEHTOOOOPOTA B OPraHU3aIuu
I135 | Tema 7. ABTOMaTH3MpOBaHHBIE CPEJCTBA B IOKYMEHTAIIMOHHOM YIIPABICHUU
Tema 8. CocraBieHnue u 0popMIICHHE OCHOBHBIX BUIOB YIIPABICHYECKUX

I13 6
JIOKYMEHTOB

37 Tema 9. Ocobennoctr 0hopMIICHHUS M BEACHHUS JOKYMEHTAIUH 110 JIHYHOMY
COCTaBY

38 Tema 10. Opranuzanus nokymeHToo0oporta. CuctemaTusanus U XpaHeHue
JIOKYMEHTOB

OuHo-3204Has popma 00ydeHHs (IOJHBIN CPOK, YCKOPEHHOE 00YUYeHHe , I0JHOE YCKOPEHHOoe

o0yueHme)
Ne Tema npakTH4ecKOro (CeMHHAPCKOro, 1a00PATOPHOI0) 3aHATHUS
1 2

[131 | Tema 6. OcHOBHBIE POPMBI JOKYMEHTOOOOPOTA B OpraHU3AIII
[132 | Tema 7. ABTOMaTH3MpOBaHHBIE CPEACTBA B JOKYMEHTALIMOHHOM YIIPABICHUHU
Tema 8. CocraBnenue 1 0opopMIIeHHE OCHOBHBIX BUJIOB YIIPaBIEHYECKUX

I13 3
JJOKYMEHTOB
3 4 Tema 9. OcobennocTu opopmiieHUs U BEACHUS JOKYMEHTAIUH 110 JTUYHOMY
COCTaBYy
3aouHasi popma 00yueHus (IOJTHBIH CPOK)
Ne Tema npakTH4YecKOro (CEMMHAPCKOro, 1a00paTOPHOro) 3aHATUS
1 2

I131 | Tema 6. OcHOBHBIE (hOPMBI JOKYMEHTOOOOPOTa B OpPraHU3aLUU
[132 | Tema 7. ABTOMaTU3UpPOBAHHbBIE CPEACTBA B JOKYMEHTALIHOHHOM YIIPaBJICHUH
Tema 8. CocraBienue 1 opopMIICHHE OCHOBHBIX BUJIOB YIIPABIECHUECKUX

I133
JIOKYMEHTOB
3 4 Tema 9. OcobenHocTu ohopMIIeHHUs M BEACHHUS JOKYMEHTAIMH 110 TTYHOMY
COCTaBy
3aounas popma o0yueHus (yckopeHHoe o0yueHue Ha 0aze BO)
Ne Tema npakTH4ecKOro (CEeMHHAPCKOro, 1a00paTOPHOro) 3aHATHS
1 2

[131 | Tema 7. ABTOMaTH3MpOBaHHBIE CPEJCTBA B JOKYMEHTAIIMOHHOM YIPaBIECHUU
Tema 8. CocraBienue u opopmIIeHHE OCHOBHBIX BUJIOB YIIPABIEHUYECKUX
JOKYMEHTOB
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3.3. O6pa3oBaTebHbIe TEXHOJOTHH

Ounas ¢popma 00yueHus (MMOJTHBIH CPOK)

Bu
yqeg- ®opma /
MeTtoabl % y4eO0HOro
Ne Tema 3anaTusa HOT'0 A °y
HHTEPAKTUBHO- BpeMeHH
3aHA-
ro 00y4eHust
THA
1 2 3 4 5
Tema 2. HopmartusHo —
METOINYECKUE OCHOBBI .
1 A I13 Keitic-meTon 100
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBicHUsI.
Tema 3. OpranuzaioHHO-
2 | mpaBoBas cucTeMa 113 JlenoBas urpa 100
JIOKYMEHTAITUH.
Tema 7.
ABTOMaTH3UPOBAHHBIE
3 | cpencrtBa B I13 Ketic-meTon 100
JIOKYMEHTAITMOHHOM
yIpaBICHUH.
Tema 8. CocraBieHue u
o(opmIIeHHE OCHOBHBIX .
4 (bop I13 Ketic-meTon 100
BUJIOB YIIPABIEHYECKUX
JIOKYMEHTOB.
Tema 9. OcobenHocTu
oopMIIEHHS U BEACHUSA .
5 (bop & I13 Ketic-meTon 100
JOKYMEHTAIUU TI0 TUYHOMY
COCTaBy.
Hroro % 31%

OuHo-3204Hast Gpopma 00y4eHHs (IIOJTHBII CPOK yCKOpPEHHOE 00yueHHe , I0JIHOE YCKOPEHHOe

o0yuyeHme)
Bnu
! ®opma /
yueoHor Metoabt % yueOHOTO
Ne Tema 3anaTus 0 °y
HHTEPAKTUBHOT BpeMeHU
3aAHATH
a 0 00yueHHst
1 2 3 4 5
Tema 7.
ABTOMaTH3UPOBAHHBIE
1 | cpencTtBa B 113 Keiic-meton 100
JIOKYMEHTAITAOHHOM
yIpaBICHUH.
Tema 8. CocTaBieHue u
o opMIIEHHE OCHOBHBIX .
2 (bop I13 Ketic-meTon 100
BUJIOB YTIPaBIEHYECKIX
JIOKYMEHTOB.
Tema 9. OcobenHoCTH
oopMIIEHHS U BEACHUS .
3 (bop & I13 Ketic-meTon 100
JOKYMEHTAIUH TI0 THYHOMY
COCTaBY.
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Hroro %

37,8%

3aouHasn ¢popma o0yueHus (MOJHBIH CPOK)

Bu
yqeﬁsor ®opma /
MeTtoanl % y4eOHOoro
No Tema 3anarusa 0 a oy
HHTEPAKTUBHOT BpeMeHH
3aHATH
a 0 00yueHus
1 2 3 4 5
1
Tema 8. CocraBienue u
odopmIIeHHE OCHOBHBIX o
2 (bop I13 Keiic-meron 100
BUJIOB YIPABIIEHYECKHUX
JIOKYMEHTOB.
Tema 9. Ocobennoctu
odopMIIEHHS U BEIEHUS "
3 (bop A I13 Ketic-meTon 100
JIOKYMEHTAIUU T10 JINYHOMY
COCTaBy.
HUroro % 42.8%
3aounas popma o0yueHnus (yckopennoe ooydenne Ha 0ase BO)
Bun ®opma /
yeOHor MeToanl % Y4eOHOro
Ne Tema 3ausarusa y A oy
0 HHTEPAKTHBHOTO BpeMeHH
3aHATHSA o0yueHust
1 2 3 4 5
Tema 7.
ABTOMAaTH3UPOBaHHBIE
1 | cpencra B 113 Keiic-meton 100
JIOKYMEHTAIIMOHHOM
yIpaBJICHHH.
Tema 8. CocraBieHue u
odopMIIeHHE OCHOBHBIX .
2 (bop 113 Keiic-meron 100
BHJIOB YIIPABJICHYECKHUX
JIOKYMEHTOB.
Hroro % 50%
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Pa3nen 4. Opranuzanusi caMoCTOSITEJILHON PadoThI 00yYarIMXCH

4.1. Opranuszanus caMOCTOATEJbLHONH PadoThl 00yYAIOIMXCS

Ne pek i
Ne Tema qTUCUMIIMHBI Ne ponipocos peromerntyemon
JINTEPATYpPhl
1 2 3 4
1 Tema 1. OcHOBHEIE IOHATHS B 001aCTH 1-6 1-6
JIOKYMEHTHUPOBAHUS
Tema 2. HopmatuBHO-MeTOIMYECKUE
2 OCHOBBI JJOKYMEHTAITMOHHOTO O0eCIIeYeHUs 7-12 1-6
yIpaBICHUS
Tema 3. OprannzamoHHO-IIpaBOBas
3 p I p 13-18 1-6
CUCTEMa JJOKYMEHTaIlU!
Tema 4. Opranu3anoHHO-
4 p H 19-24 1-6
pacnopsiiuTeIbHas CUCTEMa
Tema 5. MadpopmanmoHHO-CcIIpaBoOYHas
5 (bopma p 25-31 1-6
cucreMa
Tema 6. OcHoBHEIE (HOPMEI
6 (op 32-38 1-6
JIOKYMEHT0000pOTa B OpraHu3aluu
Tema 7. ABTOMaTu3upOBaHHLIEC CPEACTBA B
7 p el 39-45 1-6
JIOKYMEHTAIMOHHOM YIIPaBJICHUH
Tema 8. CocraBnenue u 0OpMIICHHE
8 OCHOBHBIX BUJIOB YIPaBIEHYECKUX 46-52 1-6
JIOKYMEHTOB
Tema 9. OcobennocT ohopmiIeHHUS U
9 | BeneHHs JOKYMEHTAIUH 110 TNYHOMY 53-58 1-6
COCTaBy
10 Tema 10. Opranusanus 10KyMeHTOO0O0pOTA. 59-66 1-6
CucreMaTu3zaiys U XpaHeHHe JOKyMEHTOB

ITepeyenb BOPOCOB, BBIHOCHMBbIX HA CAMOCTOSITEIbLHYIO pa00Ty 00y4aromuxcs

RBOOo~N>O~WNE

18.
19.

0.
1.
12.
13.
14.
15.
16.
17.

[Topsimok perucTpanuu 10KyMEHTOB.

KoHTpomb 32 HCIIOTHEHNEM TOKYMEHTOB.

Ha3nauenue, BuabI ¥ MOPSAA0K Pa3pabOTKH HOMEHKIIATYPBHI JIel, TpeOOBaHUs K 0()OPMIIEHUIO.
[ToaroToBka Aen K mepenave U MopsI0K Mepeaadu el B apXuB ISl JATbHEHIIIEro XpaHeH sl.
TpeboBaHMs K IPOBEJCHNUIO SIKCIEPTU3bI IEHHOCTU JOKYMEHTOB.

Opraauzanus paboThI ¢ TOKyMEHTaMHU, KOTOPhIE OTHECEHBI K TOCYIapCTBEHHOU TaliHe.
Opranuzanus paboThl ¢ TOKYMEHTaMH, CO/IEPKAIIMMU KOH(PHUIEHIIMATIBHYIO HH(POPMAIHIO.
CrtpykTypa 1 0popMIIEHHE MTOJIOKEHUS 00 OpraHU3aluy UK O CTPYKTYPHOM MOJpPa3ieIeHUH.
Odopmienue 1oBepeHHOCTE.

Bunbl noBepeHHOCTEN.

CrpykTypa 1 0co0eHHOCTH 0(OpMIIEHUS perjaMeHTa KOJUIerHalbHOTO OpraHa.

[TpaBuiia opopmileHNsT HHCTPYKIUH.

CrpyKTypa J0DKHOCTHOM MHCTPYKIIMU, METOIUKA COCTABIICHHUS.

TpeboBaHMs K TOIHKHOCTHOMY PETIIAMEHTY.

Cucrema r1aHoBO# ToKyMeHTanuu. Ha3HaueHne 1 cocTaB IIaHOBOM JIOKyMEHTALINH.

Bunpl, cocraBienne 1 oopMIIEHUE IIIAHOBBIX IOKYMEHTOB.

CocraB  uHpopMmanuu, OCOOEHHOCTH  OGOpMIIEHHS M  TpoLEAypa  yIOCTOBEpEHHS
OpTraHU3aIMOHHBIX IOKYMEHTOB — CTPYKTypa M MITaTHAst YUCICHHOCTD, IITAaTHOE pacliCaHHe.
TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO IOCTAaHOBJICHUH, pEIICHU.

Oransl TOATOTOBKU PaCTIOPSIIUTENEHOTO JOKYMEHTA.
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20.
21.
22.

23.

24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.
35.

36.
37.
38.
39.
40.

TpeOoBaHus K COCTaBICHHUIO U O(OPMIICHHUIO TPUKA30B 110 TMYHOMY COCTaBY.

OdopmieHne MpuKa3oB, PacIoOpsHKEHUH IO OCHOBHOM JI@ATETHHOCTH.

CocraB u o0mas XapakTepHCTHKa JOKYMEHTOB CHCTEMBbI HH()OPMAIIMOHHO—CIPABOYHON
JOKYMEHTAIHH.

TpeOoBanust K COCTAaBICHHIO M O(GOPMIICHHIO CITy)KEOHBIX, OOBSCHUTENBHBIX M JOKJIAIHBIX
3aIUCOK.

BHyTpeHHME 1 BHEIITHHE TOKYMEHTHI.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO CIIPABOK.

Bunbl cipaBok. CripaBKy BHYTpPEHHHE U BHEIIHUE.

TpeGoBaHus K COCTaBICHHIO U OPOPMIICHUIO akTa. Buibl akToB. OCOOCHHOCTH YIOCTOBEPEHHUSL.
I[Nepenncka kak Bua aenoBoro oomenus. CocTaB M Ha3HAUCHHE TTEPETTUCKH.

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO CITY’)KEOHOTO MHUCHMA.

PasnoBupHocTH nuceM. OcobeHHOCTH 0hOpMIIEHHS TapaHTHHHOTO MUChMA.

Hcnonb30BaHue CTAHAAPTHBIX BHIPAKCHUHN B JICJIOBBIX MMUChMaX.

JIOKyMEHTHPOBaHNE KOJJIETHAJIBHOM AEATENBbHOCTH (elepalbHbIX OPraHOB HCIOJHUTEIBHON
BJIACTH, OPraHU3aIllH, CTPYKTYPHOT'O ITO/Ipa3IelICHHsI, COBETOB KOMHCCHI U T. II.

JIOKyMEHTBI, CO371aBaeMble B POLIECCE MOATOTOBKH COBEIAHMS.

TpeOoBaHus K COCTABICHHIO U OPOPMIICHUIO TPOTOKOJA. KpaTkue U mosiHble MPOTOKOJIBI.
OCOoOEHHOCTH TIPOTOKOJIOB 3acelaHui (eaepaybHbBIX OPraHOB HCIOJHUTEIBHOW BIIACTH.
[TpoTOKOIIBI aKIIUOHEPHBIX OOIIECTB.

TpeOoBaHus K COCTaBICHHIO U O(POPMIICHHUIO TEJIErPaMM, TeePOHOTPaMM.

CrpykTypa pakcHMUIIBHOTO COOOIIEHHS, 0COOEHHOCTH 0()OPMIICHUSI.

[paBuna cocraBieHus U 0POPMIICHUS PELIEH3U, OT3BIBOB U 3aKITIOYCHUI.

OTHUKET c1yKeOHOTo Nuchma.

SI3BIK ¥ CTHIIb CITY’)KEOHBIX IOKYMEHTOB.

4.2. llepeyeHb y4eOHO-METOAUYECKOT0 00ecredeHnsl CAMOCTOATEIbHOI PadoThl 00y4aI0IMXCS

CamocTtosaTenbHas paboTa 00y4aromUXCsi 00ECIeYynBaeTCs CIACAYIOUUMHU Y4eOHO-METOANYECKUMHU
MaTepUaTaMH:
1. VYkazaHusmMH B paboueil mporpamme no gucuuivivge (m.4.1.)
2. JleknMOHHBIC MAaTEPHUAIIBI B COCTABE YICOHO-METOINICCKOT0 KOMITIIEKCA IO JUCIIUILTHHE
3. 3amaHUSMU M METOJWYECKUMH PEKOMEHAAIMSIMHU MO0 OpraHU3alid CaMOCTOSTEIbHOW pPabOThHI
00yJarOIINXCs B COCTaBe YIeOHO-METOMUECKOTO KOMIUIEKCA IO TUCITUTUTHHE.
4. T'moccapueMm Mo AUCUHUILIMHE B COCTaBe Y4eOHO-METOAMUECKOTO KOMILIEKCA MO TUCIUTUINHE.
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Pa3nesn 5. ®oH/ OLIEHOYHBIX CPEACTB /I IPOBeJeHHUS TeKYIIero KOHTPOJISA M IPOMeKYTOYHOM
arrecTaunu 00y4aromuXxcs

DoHO  OYeHOuHbIX ~ cpedcm8  No  OUCYUNIUHEe — npeocmaensem — coOOU  COBOKYNHOCMb
KOHMPOIUPYIOWUX —~ MAMEpUanog  NpeoHasHA4eHHbIX Ol UBMEPEeHUsl  YPOBHA — OOCHMUNCEHUS
00YYaAIOUWUMUCA YCMAHOBIEHHBIX pe3yibmamos oopazogamenvholi npoepammvl. POC no oucyuniune
uUcnonvL3yemcss Npu  NposeodeHuu  ONepamueHO20 KOHMPOAA U NPOMENCYMOUHOU ammecmayuu
obyyarowuxca. Tpebosanus xk cmpykmype u coodeparcanuio @OC oucyuniuHvl peeiameHmupyomcs
Tlonosicenuem o poroe oyenouHvIX Mamepuanros no NPOSPAMMAM BbICULE20 0OPA30B8AHUS — NPOSPAMMAM
bakanaspuama, mMa2ucmpamypul.

5.1. ITacniopT ¢oHIa OLIEHOYHBIX CPEACTB

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

OueHoyHbIe
No KonTposmpyembie pa3aesibl (TeMbl) cpelx_[lcg"rBa uec;?nﬁsg:l;?;:l:l;:}ma
AHCIUHIL AL J 13, | CPO KOMIIeTeHH i
C3)
1 2 3 4 5 6
OcCHOBHBIE TTOHATHS B 00/1aCTH HJI-6 OIIK-2.1, UJ1-7 OIIK-
1 | noxymenTupoBaHus YO IIPB | 2.1, Ua-2 [IK-3.2, UJ1-7 TIK-
3.2.
HopmaruBHO — MmeToanveckue na-6 OITK-2.1, U1-8 OIIK-
OCHOBBI JJOKYMEHTAIIHOHHOT'O ?)11‘151?5[1 1 (}/Ionlfé-éll_félé[-lll
o | obecrieyeHust yIpaBICHHs YO KM | IIPB 13 O’HKI-IZ.I, L7 iy
2.1, UA-18 TIK-3.2., U 1-21
I1K-3.2.
OpranuzalvoOHHO-TIPaBOBasi CUCTEMA NJI-6 OIIK-2.1, U1-8 OIIK-
JOKYMEHTaluu 2.1, Ua-10 OIIK-2.1, UJ1-11
OIIK-2.1, U-12 OIIK-2.1,
3 Yo A 1PB WJI-13 OIIK-2.1, UJI-17 OIIK-
2.1, UA-23 TIK-3.2., U1-25
IK-3.2.
OpranuzannoOHHO-PACIOPAIUTENbHAS na-6 OIIK-2.1, UA-12 OIIK-
4 | cucrema YO KM | IIPB | 2.1, WJ-17 OIIK-2.1, VI/1-18
IK-3.2., U1-21 TIK-3.2.
HubopmainoHHO-CIpaBOYHAS Na-6 OIIK-2.1, U1-8 OIIK-
S | cucrema IIPB | 2.1, UJ-17 OTIK-2.1, U[-23
IK-3.2. , U]I-25 TIK-3.2.
OcHoBHbIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JIOKYMEHTO000pPOTA B OPTraHU3aI[1 2.1, UJ-11 OLIK-2.1, U1-12
6 YO I[TPB | OIIK-2.1, UJ1-17 OIIK-2.1
NA-30 I1K-3.2. UWA-10 K-
3.2.
ABTOMAaTH3UPOBaHHBIE CPEJICTBA B na-6 OIIK-2.1 , U1-8 OIIK-
JOKYMEHTAIMOHHOM YIIPaBJIEHUH 2.1, WJ1-10 OIIK-2.1, -11
7 YO KM | IIPB | OIIK-2.1, UJI-12 OIIK-2.1,
WJI-17 OIIK-2.1, UJ1-31 TIK-
3.2. UA-7 TIK-3.2.
CocraBnenue u opopmiieHue NJ-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BUJIOB YIIPABIECHYECKUX 2.1, UJ1-10 OTIK-2.1, N A-11
8 JIOKyMEHTOB YO KM | IIPB | OIIK-2.1, U/I-12 OIIK-2.1,
WJI-17 OIIK-2.1, U/1-38 TIK-
3.2. U1-2 TIK-3.2.
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Ocob6ennoct ohopmIICHHS U
BCACHUA NOKYMCHTAIUU IO JINYHOMY

WJ1-6 OTIK-2.1, UJ1-8 OIIK-
2.1, WJI-11 OTK-2.1, UJ-12

9 | cocrasy VO | KM |TIIPB | OIK-2.1, UfI-17 OIK-2.1
W30 TIK-3.2.  WJI-10 TIK-
3.2.
Opranuzanus JOKyMeHT0000poTa. NJa-6 OIIK-2.1 , N1-8 OIIK-
CucreMaTH3anys ¥ XpaHEHUE 2.1, UA-10 OIIK-2.1, UA-11
10 YO YO IIPB | OIIK-2.1, U]1-12 OIIK-2.1,

JIOKYMEHTOB

WJI-17 OIK-2.1, UJ-31 IIK-
3.2. UJI-7 TIK-3.2.

OuHo-3204Has popma o0yueHHs (MOJIHBIA CPOK, YCKOPEeHHOEe 00yueHue , IOJIHOe YCKOPEeHHOoe

o0yueHme)
OuneHounble
e Kountpoanpyemsie pa3aennl (TeMbl) cpelx_[[cg"rBa neclﬁ(ﬁlﬂ?ﬂg:];izgﬁic&nﬂ
AUCHUIIHHDL JI (_JI?., CPO KOMIIETEHII M
C3)
1 2 3 4 5 6
OCHOBHBIC TIOHSTHS B 00JIACTH NJI-6 OIIK-2.1, UJ1-7 OIIK-
1 JOKYMCHTHPOBAHUA YO TIPB 21, I/II[-Z HK-32, I/II[-7 T1K-
3.2.
HopmaruBHO — MmeToanveckue N1a-6 OIIK-2.1, U/1-8 OIIK-
OCHOBBI JJOKYMEHTAIIHOHHOTO 2.1, UA-10 OIIK-2.1, Hé['lll
OIIK-2.1, U-12 OIIK-2.1,
o | obecrieyeHus! yIpaBICHHs [IPB 13 OHKI-IZ.I, L1 OTTK-
2.1, UJ-18 TIK-3.2., W/1-21
ITK-3.2.
OpraHu3alMOHHO-TIPABOBAask CUCTEMA nJ1-6 OIIK-2.1, U1-8 OIIK-
JIOKYMEHTAlU! 2.1, Ua-10 OIIK-2.1, UJ-11
3 [IPB OIIK-2.1, U-12 OIIK-2.1,
WJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, UA-23 1IK-3.2., U1-25
I1K-3.2.
Oprann3alluOHHO-PACIIOPSIANTENIbHAS -6 OIIK-2.1, U-12 OIIK-
4 | cucrema YO KM I1IPB | 2.1, U1d-17 OIIK-2.1, U1-18
TK-3.2., UJ-21 IK-3.2.
NudopmarnmonHo-cripaBoyHas WJI-6 OIIK-2.1, U/1-8 OIIK-
S | cucrema IIPB | 2.1, WJI-17 OTIK-2.1, U]I-23
IK-3.2., U1-25 T1K-3.2.
OcHoBHbIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JIOKYMEHTO000POTA B OPTraHU3aI[1 2.1, UA-11 OIIK-2.1, U]1-12
6 IIPB | OIIK-2.1, UJ]-17 OIIK-2.1
Na-30I1K-3.2. MO-10 IIK-
3.2.
ABTOMAaTH3UPOBaHHBIE CPEJICTBA B na-6 OIIK-2.1 , U1-8 OIIK-
JOKYMEHTAIMOHHOM YIIPaBICHUH 2.1, UA-10 OTIK-2.1, NJI-11
7 YO KM IIPB | OIIK-2.1, UJ-12 OIIK-2.1,
WJI-17 OIK-2.1, UJ1-31 TIK-
3.2. UJ1-7 TIK-3.2.
CocraBnenue u opopmiieHIE NJA-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHJIOB YIIPABJIEHYECKHX 2.1, UA-10 ONK-2.1, N]I-11
8 | nokymenron KM | IIPB | OIK-2.1, UJI-12 OIK-2.1,
WJ1-17 OIIK-2.1, U/1-38 T1K-
3.2. UJJ-2 TIK-3.2.
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Ocob6ennoct ohopmIICHHS U
BCACHUA NOKYMCHTAIUU IO JINYHOMY

WJ1-6 OTIK-2.1, /1-8 OIIK-
2.1, U-11 OTK-2.1, U/I-12

9 cocTaBy YO KM I1PB | OIIK-2.1, UJ1-17 OTIK-2.1
WJI-30 IK-3.2.  WJ-10 TIK-
3.2.
Opranuzanus JOKyMeHT0000poTa. NJa-6 OIIK-2.1 , N1-8 OIIK-
CucreMaTu3anus U XpaHCHHE 2.1, U1-10 OIIK-2.1, UA-11
10 JIOKYMEHTOB IIPB | OIIK-2.1, U]1-12 OIIK-2.1,
Na-17 OIIK-2.1, U1-31 K-
3.2. UJ1-7 TIK-3.2.
3aounas popma o0yueHus (MOJHbIH CPOK)
OuneHouHble
No | KOHTpoMpYeMbIe pasaenbt (Tembr) cPeﬁgrBa e cg‘ﬁ‘;ﬁg:ﬁggﬁxﬂm
AHCLHILTHHBI JI (13, CPO KOMIIeTeHIINii
C3)
1 2 3 4 5 6
OCHOBHBIC TIOHATHUS B 00J1aCTH WJI-6 OIIK-2.1, UJ-7 OIIK-
1 | noxymenTupoBaHus VO IIPB | 2.1, UJI-2 TIK-3.2, U -7 TIK-
3.2.
HopmaruBHO — MmeToan4eckne N1a-6 OIIK-2.1, U/1-8 OIIK-
OCHOBBI JOKYMEHTAIIHOHHOTO %)-1, W/-10 OIIK-2.1, Hé['lll
I1K-2.1, UJ1-12 OIIK-2.1,
o | obecrieyeHus! yIpaBICHHs [IPB 13 OHKI-IZ.I, L1 OTTK-
2.1, UJI-18 TIK-3.2., U/]-21
I1K-3.2.
OpraHu3alMOHHO-TIPABOBask CUCTEMA nJ1-6 OIIK-2.1, U1-8 OIIK-
JOKYMEHTAlUU 2.1, Ua-10 OIIK-2.1, U/1-11
3 [IPB OIIK-2.1, U-12 OIIK-2.1,
WJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, UA-23 1IK-3.2., U1-25
I1K-3.2.
OpranuzannoOHHO-PACIOPAIUTENbHAS na-6 OIIK-2.1, UA-12 OIIK-
4 | cucrema YO KM IIPB | 2.1, UO-17 OIIK-2.1, UI-18
TK-3.2., UJ1-21 TIK-3.2.
NudopmarnmonHo-cripaBoyHas WJI-6 OIIK-2.1, U/1-8 OIIK-
S | cucrema IIPB | 2.1, WJI-17 OTIK-2.1, UJ1-23
IK-3.2., U1-25 T1K-3.2.
OcHoBHbIE (HOPMBI NJa-6 OIIK-2.1, N1-8 OIIK-
JIOKYMEHTO000pPOTA B OPTraHU3aI[1 2.1, UJ-11 OlIK-2.1, U]1-12
6 IIPB | OIIK-2.1, UJ]-17 OIIK-2.1
WJI-30 TIK-3.2.  WJI-10 K-
3.2.
ABTOMAaTH3UPOBaHHBIE CPEJICTBA B na-6 OIIK-2.1 , U1-8 OIIK-
JOKYMEHTaLMOHHOM yIPaBJICHHU 2.1, UA-10 OTIK-2.1, NJI-11
7 KM I1PB | OIIK-2.1, UJ1-12 OIIK-2.1,
WJI-17 OIIK-2.1, UJ1-31 TIK-
3.2. UJ1-7 TIK-3.2.
CocraBnenue u opopmiieHHE NJA-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHJIOB YIIPABICHUECKHX %)11‘1’13%110 OIlK-2.1, Hél-lll
-2.1, U1-12 OIIK-2.1,
§ | AAOKYMEHIOR KM IPB WJ1-17 OIIK-2.1, U1-38 T1K-
3.2. UJJ-2 TIK-3.2.
9 | Ocobennoctu opopmieHUs U YO KM | IIPB | UJ-6 OIIK-2.1, ]1-8 OIIK-
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BEJICHUS JOKyMEHTALUH 110 ITYHOMY
COCTaBy

2.1, VJ-11 OTIK-2.1, U/I-12
OIIK-2.1, UJI-17 OTK-2.1
WJI-30 TIK-3.2.  WJI-10 [IK-
3.2,

10

Opranusanus 10KyMeHT0000poTa.
CucremaTuzanus U XpaHeHHE
JIOKYMEHTOB

I1PB

WJ1-6 OTIK-2.1 , I/1-8 OIIK-
2.1, U710 OTIK-2.1, WJI-11
OIIK-2.1, WJI-12 OIK-2.1,
WJI-17 OITK-2.1, U/1-31 TIK-
3.2. WJI-7 TIK-3.2.

3aounas popma o6yuenus (yckopennoe obyuenue Ha 6a3e BO)

OueHoYHbIE
N KoHTpoJupyemble pa3aesbl (TeMbl) cPeﬁc;Ba I ec;‘:fﬂ?;ﬁ:’;gﬂ;fﬂm
AAHCIMILTHHEL JI 13, | CPO KOMIIeTeHI Uil
C3)
1 2 3 4 5 6
OcCHOBHBIE TTOHATHS B 00/1aCTH WJ-6 OIIK-2.1, U1-7 OIIK-
1 JOKYMEHTUPOBAHUS YO IIPB | 2.1, Ma-2 T1K-3.2, U/1-7 T1K-
3.2.
HopmaTtuBHO — MeTOIMYECKME nJ1-6 OIIK-2.1, U1-8 OIIK-
OCHOBBI JIOKYMEHTALMOHHOTO 2.1, U1-10 OIIK-2.1, N /I-11
o | obecrieyenust yrpasieHus rpp | OUK-2.1, UII-12 OIIK-2.1,
WJ-13 OIIK-2.1, UJ1-17 OIIK-
2.1, U-18 TIK-3.2., /1-21
I1K-3.2.
Opranu3anuoOHHO-TIPABOBas CUCTEMaA Na-6 OIIK-2.1, U/1-8 OIIK-
JOKYMECHTAIIUU 2.1, UJ1-10 OIIK-2.1, UJ1-11
3 IIPB OIIK-2.1, UJ1-12 OIIK-2.1,
NJ-13 OIIK-2.1, UJI-17 OIIK-
2.1, U-23 TIK-3.2., UJI-25
I1K-3.2.
OpranuzanvoHHO-PACIIOPAIUTENbHAS na-6 OIIK-2.1, UA-12 OIIK-
4 | cucrema [IPB | 2.1, WJ-17 OIIK-2.1, W/1-18
IK-3.2., U11-21 IIK-3.2.
HubopmainoHHO-CIpaBOYHAS Na-6 OIIK-2.1, U1-8 OIIK-
5 | cucrema [IPB | 2.1, WJ-17 OIIK-2.1, UJ1-23
MK-3.2. , UJ-25 TIK-3.2.
OcHoBHBIE (HOPMBI NA-6 OIIK-2.1, UA-8 OIIK-
JTOKYMEHTO000POTA B OPTaHU3ALMN 2.1, UA-11 OIIK-2.1, UA-12
6 IIPB | OIIK-2.1, UJ1-17 OTIK-2.1
WJ1-30 IK-3.2.  WJI-10 TIK-
3.2.
ABTOMaTH3UPOBAHHBIE CPE/ICTBA B NJI-6 OIIK-2.1 , U1-8 OIIK-
JOKYMEHTALMOHHOM yIPaBJIEHHU 2.1, U1-10 OIIK-2.1, N 1-11
7 KM IIPB | OIIK-2.1, UJ-12 OIIK-2.1,
WJ-17 OIIK-2.1, U1-31 IIK-
3.2. U1-7 TIK-3.2.
CocraBnenue u opopmiieHue NJI-6 OIIK-2.1, M-8 OIIK-
OCHOBHBIX BHJ/IOB YIIPaBICHUECKUX (2)11_[, Ig%[l 1 (;/Ionllgéll‘l’lglglll
8 HOKYMEITOR KM IIPB nja-17 O’HKJ-IZ.l, WJ1-38 TIK-
3.2. UJ1-2 TIK-3.2.
OcoOenHocTy 0popMIICHUS U NJI-6 OIIK-2.1, N1-8 OIIK-
9 | BegeHHs JOKyMEHTAIMU 10 TugHOMYy | YO I1PB | 2.1, UJ-11 OIIK-2.1, N]1-12
COCTaBYy OIIK-2.1, U1-17 OIIK-2.1
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WJ-30 [IK-3.2. WJI-10 TIK-

3.2.
Opranuzanus JOKyMEHT0000poTa. WJI-6 OIIK-2.1 , U]1-8 OIIK-
Cucremarusanys U XpaHeHHe 2.1, UA-10 OIIK-2.1, UA-11
10 | noxymentos [IPB | OIIK-2.1, UJI-12 OTK-2.1,

WJI-17 OIK-2.1, UJ-31 IIK-
3.2. UJI-7 TIK-3.2.

YciaoBHbIe 0003HAYeHHS OLeHOYHBIX cpeacTB (Ctoadus 3, 4, 5):

YO — Ycrabrii (poHTaNBHBIN, HHIAWBHIYAIbHBIA, KOMOWHUPOBAHHBII) OIIPOC;

IIPB — IIpoBepka pedepaToB, OTYETOB, PELICH3UN, aHHOTALIMH, KOHCIIEKTOB, TpauecKoro MaTepuania,
3cce, MePeBOJIOB, PEIICHUI 3a/JaHUH, BHIITOJIHEHHBIX 33JaHUM B 3JIEKTPOHHOM BUJE U T.1.;

JIH — JlenoBas urpa;

KM — Ketic-meton;

MIIT — MeTtoa MO3roBOTO IITYpMa;

JI — Jluckyccusi, mojaeMuKa, TUCITyT, 1e0aThl.

5.2. OueHo4YHbIe CPeACTBA TEKYIIEero KOHTPOJIsA
IlepeyeHb NpakTHYECKHUX (CEMMHAPCKUX) 3aJaHU I

Tema Ne 4: «OpFaHI/I3aIII/IOHHO-paCHOpH)II/ITeJILHaﬂ CHUCTEMA»

HeJIBIO, 3AHATHUSA ABJIACTCH H3YUCHHUE:
- OCHOBHBIX BUJ0B OPraHU3allMOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB.
- Oco0eHHOCTEH COCTaBIIEHUS U O(I)OpMJ'IeHI/IH OpPraHru3aliuOHHO-PACIIOPAAUTCIIBHBIX

JIOKYMEHTOB.

BOITPOCHI:

- CucreMa OpraHU3aMOHHO-PACTIOPSIUTEIIFHON JOKYMEHTAIIHH?

- PacniopsimuTenbHble  TOKYMEHTBI: IPHKa3, PACHOpsHKCHUE, IOCTAHOBJICHUE, YyKa3aHUe,
peteHue?

Tema Ne 6: «OcHOBHBIE GOPMBI JOKYMEHTO0000pOTA B OPraHU3alum»

Lesablo, 3aHATHS SIBJISIETCS] U3yUYeHHeE:

- OcoOeHnHocTel cocTaBneHUs 1 0QOPMIIEHUS CITY>KEOHBIX TOKYMEHTOB.

- I/I?,quHI/Ie ABVIKCHUSA JOKYMCHTOB Ha TOProBOM MPCANIPHUATHH C MOMCHTA UX CO3AaHUA 10
3aBEpILEHUS UCIIOTHEHNS WIIA OTIIPABKH.

- N3yuenue mporecca GopMUPOBaHUS A€J; 03HAKOMJICHHE C OCHOBHBIMU 3TanamMu paboTh
10 IIOATOTOBKE TOKYMEHTOB K apXUBHOMY XPaHEHUIO.

BOITPOCHI
Opranu3zanus J0KyMEeHT0000poTa:

1. Yro Takoe JOKYMEHTOOOOPOT MPEANPHUATHS, U KAKOBBI PUHIIUIIBI €0 OpraHu3auu?
2. KakoB nopsiiok MpoxXox/AeHUS U UCTIOTHEHUS BXOIAIIMX JTOKYyMEHTOB?

3. B yem 3akmtogaroTcsi 0coOeHHOCTH paboThI € OCTYMAOIMKUMU JOKYMEHTaMu?

4. [TpaBuna u GopMBI perucTpaluy JOKyMEHTOB U UX OCOOCHHOCTH?

5. KakoB nopsiiok NoAroTOBKU U MPOXO0KIEHUS UCXOASIIUX TOKYMEHTOB?

6. OnumuTe NopsAA0K MPOXOKACHUS BHYTPEHHUX JOKYMEHTOB?

7. KakoBbl 3a71auu, BUABI U CPOKU KOHTPOJISL UCIIOTTHEHUS! IOKYMEHTOB?
dopMUpOBaHUE U XPaHEHUE JIEI:

1. Yrto Takoe HOMEHKJIaTypa Jen npeanpusatua? Ee Buabpl 1 3HaueHue?

2. Yro Brl 3HaeTe o nopsiike (GopMUPOBaHMS Je] U PACIIONOKEHHS JOKYMEHTOB B HUX?
3. KakoB nopsiiok nepenauu fen B apxuB?
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Tema Ne 8: «CocraBienue u opopmiieHre OCHOBHBIX BHI0B YIIPABJICHYECKHUX JOKYMEHTOB»

Leablo, 3aHATHSA SIBJISIETCS U3yUYeHHe:
— OcobeHHOCTH COCTaBIIEHUS U 0POPMIICHUS OPTaHU3AIMOHHBIX TOKYMEHTOB.

BOITPOCHI:

OcHoBHbIE TPEOOBAHUS K COCTABJICHUIO U OPOPMIICHUIO TOKYMEHTA!
1. Pa3paboTka craHmapTHBIX OJAHKOB OpraHU3aIUH.

. o0mmuii OIaHK IPEATPUATHS.

. YIIJIOBOM OJIaHK MUChbMa HPEATPUSITHSL.

. MPOJOIBHBIN OJIaHK MUChMA MPEIIPUITHS.

. IPOIOJIbHBINA OJIAaHK MHUChMa JOJHDKHOCTHOTO JIMIIA.

CucreMbl JOKyMEHTAIUU:
2.0pranu3alMoHHble JOKYMEHTBI: YCTaB, IOJIOKEHUE, HHCTPYKIHUSA, IITAaTHOE pacClUCaHUE,
[paBuJia BHYTPEHHET0 TPYI0BOTO paclopsiaKa.

Tema Ne 9: «OcobGeHHOCTH 0()OPMJICHUS M BeleHUS] JOKYMEHTAIIUM 110 TUYHOMY COCTABY»

HeJIBIO, 3AHATHUSA ABJIACTCH H3YUCHHUE:
- I/I3y‘lI/ITb XapaKTCPUCTHUKY U HA3HAYCHUC JOKYMCHTALIUU 110 JINYHOMY COCTABY.

BOITPOCHI:

- OcoOeHHOCTH ~ JTOKYMEHTHpPOBAaHUS  TPYIOBBIX  IpaBoOoTHoueHuH. OcobeHHoCcTH
odopmIiieHHs ITpreMa Ha paboTy, IepeBo/ia, yBOIbHEHUS, KOMaHIUPOBKH, OTITyCKa?

- Oco0OeHHOCTH BEICHUS TPYIOBBIX KHUXKEK?

5.3. TeMaTHKa NMCbMEHHBIX Pa0OT 00Y4YaIOLIUXCS

Tematuka pedeparos, 10Kk1a10B, cce:
1. H3o0paxkeHue repOOBON CUMBOJIMKH Ha IOKYMEHTAaX.
2. PexBu3uT «d9MOneMa opraHu3aliy WIA TOBAPHBIA 3HAK (3HAK OOCITY)KHBAHUS)», periiaMeHTAIIHS
WCIIOJIb30BaHUS.
[Topsinox moanucanust TOKyMeHTOB. CriocoObl 0pOPMIIEHUS PEKBU3HUTA KIIOITUCH.
3aBepeHue KONl TOKyMEHTA.
[TorckoBbIe IPU3HAKYU TOKYMEHTA.
PexBU3UTHI, HACHTUPHUIMPYIOIINE JOKYMEHT, €r0 aBTOpa B AJIEKTPOHHOU dopMme.
[ToHsiTHE «CHCTEMBI IOKYMEHTALIUN), PA3BUTHE CUCTEM.
Knaccugukarus cucteM JOKyMeHTaIUH.
YHupuumupoBaHHbIE CUCTEMBI JOKYMEHTALIUH.
0. Obw1ast xapaKTEepUCTHKA CUCTEMbI OpPraHU3allHOHHO—TIPABOBOM JOKYMEHTAIUH.
1. Knaccudukanusi TOKyMEHTOB IO Tpu3HakaMm. JJOKyMeHThI ouIlMaIbHbIe, CIy>KeOHbIE, JINYHBIE,
JIMYHOTO TPOUCXO0KICHUSI.
12. TTonsTHE «IOKYMEHTOOO0POT». OCHOBHBIC IIPABHIIA OPTAHU3AINH JIOKYMEHTOO00pOTA.
13. TexHosnorus o0pabOTKM BXOIAIIUX JOKYMEHTOB.
14. OtnpaBka UCXOASIINX TOKYMEHTOB.
15. OcobeHHOCTH ABUKEHHSI BHYTPEHHUX TOKYMEHTOB.

RBEoo~N O ~w

5.4. IlepeyeHb BONPOCOB MPOMEKYTOUYHON aTTECTALMM 10 JTMCHUIIIMHE

Bonpocsl k 3auery:
1. TIpouenypa 1OKyMEHTHpPOBAHHUSI.
2. Jlenonpou3BOACTBEHHBIE ONIEPAIIIH.
3. Tonstusa «yHHpHUKAINST» U «CTAaHIAPTU3ALIUSD.
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©xoNo A

20.

21.

22.
23.

24.
25.
26.
217.
28.
29.
30.

OO0nbexTh! U 3a1aun yHU(DUKanuu B chepe 1OV,

BI/II[I:I CTaHOapTOB, UX CTATYC.

[Tonsitusa «ynuduimpoBanHas Gopma T0KyMEHTay, «popmMyispoOpazer.

DopMyIIsip COBPEMEHHOTO YIIPABICHYECKOTO JOKYMEHTA.

CrpykTypa TOKyMeHTa. 3aroj0BOYHas, COJIEpKaTeIbHAs U OPOPMHUTEIIbCKAST YaCTH.

I'OCT P 6.30-2003. Ero conepxaHnue, 3HaueHHE, 00JIacTh INpUMEHEHHUs, craryc. CocraB U
pacIoNIo’KEHNE PEKBU3UTOB JOKYMEHTOB.

. TpeGoBanus Kk KOHCTPYUPOBAHHIO OJIAHKOB.
11.
12.
13.
14.
15.
16.
17.
18.
19.

Bunger Oi1aHKOB.

bnanku npennpuatuii pa3nuyHbx GopM COOCTBEHHOCTH.

PexBU3UTEHI, UCTIONB3yeMBblE JUIsl U3TOTOBJIEHUS OJaHKOB.

PexkBH3UT «HauMEHOBaHHE OPraHNU3aUU—aBTOPA TOKyMEHTa», TPeOOBAHUS K HEMY.

PexBU3UT «MECTO COCTABIEHUS JOKYMEHTa».

PekBHU3HT «cIipaBOYHbIC JaHHBIE 00 OPraHU3allN — ABTOPE JOKYMEHTa», €ro COCTaB.

Hatel B nokymenre. TpeGoBaHus K UX 0()OPMIICHHIO.

Jlata xak cocTaBHas 4acTh APYTHX PEKBH3HUTOB.

PexBU3UTHI «pPErucTPaLlMOHHBIM HOMEp JOKYMEHTa», «CChLJIKAa Ha PErHCTPAaLMOHHBIA HOMEp H
JIaTy TOKYMEHTay.

[Topsimox coriacoBaHMsl JAOKYMEHTOB. BHyTpeHHee M BHemiHee coryiacoBanue. Odopmienue
PEKBU3HTA HA OTACITHHOM JIUCTE.

CoctaB ynoctoBepeHUs HOKyMeHTa. llpaBuia o¢gopmIIeHHS PEKBU3UTOB, YAOCTOBEPSIOIIUX
JOKYMEHT.

OTMeTKH Ha TIOKYMEHTe, UX 3HaueHue U ohopMiIeHue.

Pesomronus, ee 3HaueHue, npeabsBisgeMbie TpedboBanus. OcoOeHHOCTH 0POPMIIEHUS PE30TIOIUN
Ha OTJIEIbHOM JIHCTE.

YHUHUKAIHA TEKCTa JOKYMEHTA.

CrpyKTypa TeKcTa pa3IMyHbIX CIY)KEOHBIX JOKYMEHTOB.

OO6me TpeOoBaHUS K TEKCTY JOKYMEHTA.

3aroJ0BOK K TEKCTY JOKYMEHTA, PUIIOKEHUS K TEKCTY, TpeOOBaHUs K UX 0(OPMIICHUIO.
CnocoOsl yTBepkaeHHs TOKyMEeHTOB. [IpaBuina odopmiieHus: peKkBU3NTa «IpU( yTBEpHKACHUSI.
TpeboBaHMs K IPOCTABIEHUIO PEKBU3UTA «OTTUCK MEUaTH».

[lepeveHb JOKYMEHTOB, Ha KOTOPBIX MPOCTABIACTCS OTTHCK mevyaTd. OTTHCK repOoBOii meyaTu Ha
JIOKYMEHTaX.
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Pa3nen 6. [lepevenn yueOHOM JIUTEPATYPbI, HEOOXOAUMOIi AJISIOCBOEHUS TUCHUILIAHBI

6.1. OcHoBHas UuTEpaTypa

1. 3aiineBa, E. B. Jlemonmpou3BoACTBO M TOKYMEHTOOOOPOT B CHUCTEME TOCYAApCTBEHHOTO U
MYHHITUIIAILHOTO yripaBieHus : yueoHoe nmocooue mus CITIO / E. B. 3aiinesa, H. B. 'onuapoBa. — 2-¢
u3n. — CapatoB : IlpodobpazoBanue, 2021. — 176 c. — Tekcr : snexrponnsiii // IudpoBoit
obpasoBarensubiii pecypc IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/104900.html —
Pexxwum noctyna: st aBTOpU3HP. TOJIB30BaTENeH

2. CremanoBa, E. H. Opranm3zanus W CONPOBOXICHHE 3JICKTPOHHOTO JIOKYMEHTOOOOpOTa :
npaktukym st CI1O / E. H. CremanoBa. — CaparoB, Mocksa : [IpodoOpazoBanue, Aii [Tu Ap Menua,
2021. — 176 c. — Tekct : anexktpoHHsIi // LudpoBoii o6pazoBarensHblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/107183.html — Pesxxum noctyna: /it aBTOpU3UP. MOJIb30BATEICH

3. XauatpsH, I'. A. Opranuszamus u COpoBOXKICHUE JICKTPOHHOTO JIOKyMEHTO000pOTa : YUeOHUK
s CIIO / I'. A. Xauatpsin, U. B. Ky3nenoa. — CaparoB, Mocksa : IIpodobpazoBanue, At [Iu Ap
Menua, 2020. — 156 ¢. — Tekct : anextponnsiii // Ludporoit odpaszoBarensHblil pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum pocryma: s aBTOpU3UP.
II0JIb30BaTENEH.

6.2. JlonmostHUTEIbHAS JIUTEPaTypa

4. KysnenoBa, W. B. Kou¢wuaeHnuaipsHoe AEIONPOU3BOICTBO W 3AIIUIICHHBIA 3JICKTPOHHBIH
JOKYMEHTO000pOT : yueOHoe nocodue utst 6akanaspos / M. B. Ky3nenosa, I'. A. XauatpsiH. — Mocksa :
Aii [Tu Ap Meaua, 2020. — 192 c. — Teker : anektponnslii // Lludposoit obpazoBatenbhblit pecype IPR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/97083.html — Pexxum noctyma: 1ist aBTOpU3Up.
II0JIb30BaTENEH.

5. CucteMsl 37IeKTPOHHOTO JJOKYMEHTO000pOTa : yueOHOe mocodue (1a0opaTopHbIid MPAaKTUKYM) /
cocraButenn M. I'. Pomanenko. — CraBpomnonib : CeBepo-KaBkasckuii ¢enepaibHbIii YHUBEPCHUTET,
2019. — 109 c. — Tekcr : anekrponHbli // Ludposoit odpazoBatenbhblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpU3Hp. HOIb30BaTenei

6. CrenanoBa, E. H. Cuctema 31eKTpOHHOTO JOKYMEHTO000O0poTa (00JIadHOe pelIcHHE) ;| yIeOHOoe
nocobue / E. H. CrenanoBa. — Mocksa : Aii [Iu Ap Menua, 2021. — 182 ¢. — Tekcr : 37eKTpOHHBIH //
Hudposoit o0pa3oBaTeIbHBbIH pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pexum nocrtyma: 1sst aBTOPU3UP. MOJIb30BaTEICH

6.3. Ilepeuennb pecypcoB HH(POPMALMOHHO-TEICEKOMMYHUKAIIMOHHOU ceTH « AHTEepHET»
7. http://www.consultant.ru/— KoucynsrataT [Tiroc

8. http://www.garant.ru/— I'apanT

9. IIporpamMmmHOe obecrieueHUE ISl OpraHu3auy KOHPEPESHIINN
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Pa3znen 7. MaTepuajibHoO-TeXHUYecKasi 6a3a M1 HHPOPMALMOHHBbIE TEXHOJIOTHH

MarepuajibHO-TeXHMYeCKasi 0a3a, HeoOXoauMasi ISl OCYIIEeCTBJIEHHSI 00Pa30BATEIbLHOIO
npouecca no JMCUMIVINHE:

MarepuanbHO-TEXHHUECKOEe oOOecreueHre TUCHMIUIMHB «/l0OKyMeHTauMOHHOe o0ecrnevyeHne
yHpaBJIeHHs» BKJIIOYaeT B ce0s ydeOHble ayIUTOPUM JJIsl HPOBEAEHUS 3aHATUH, TPYNIOBBIX U
WHIWBUAYAIbHBIX ~ KOHCYJAbTAllMH, TEKYIIEro  KOHTPOJS M HPOMEXKYTOUYHOW  aTTECTallHH,
CaMOCTOSITENIbHON PabOThl 00yUYaIOIIUXCSL.

Y4eOHblE ayIUTOPHH YKOMIUIEKTOBAHBI CIEIUATU3UPOBAHHON MEOENbl0 M TEXHUYECKUMHU
cpeactBaMu  oOydeHus. Ilomemienus ans caMoCTOSTENbHOH pabOThl OOy4aroIIMXCsl OCHAIEHBI
KOMITBIOTEPHOM TEXHUKOM C BO3MOXKHOCTBIO ITOAKIIOYEHUS K ceTu VIHTepHeT.

JlucuumuinHa MOKET peali30BbIBATHCS € MPUMEHEHUEM JUCTAHLMOHHBIX TEXHOJOIMH 00ydeHus.
Crenuduka peanu3alMyd AWCHUIUIMHBI C TPUMEHEHHEM JMCTAHIIMOHHBIX TEXHOJOTHH O0y4YeHHS
yCTaHaBJIMBAETCsl JIONOJIHEHUEM K pabouell mporpaMme. B uyacTu He mpoTuBOpevaimeil crenuduxe,
U3JI0’KEHHOM B JOMOJHEHUH K IIPOTpaMMe, IPUMEHSETCS HAaCTOsIIas pabodast mporpamma.

MarepuanbHO-TeXHHUYECKas 6a3a, HeoOX0oAUMas Ui OCYIIECTBIEHUsI 00pa30BaTEIbHOTO Ipoliecca
10 JMCUMIUIMHE C TPUMEHEHNEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA BKIIOYAET B CEOsI:

KomnbroTepHass TexHuKa, pacroyiokeHHass B yuyeOHoMm kopmyce Wucturyra (yn.Kauunues, 63,
kabuHeT LleHTpa MUCTaHIIMOHHOTO O0YJICHHS):

1. Intel i 3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3IMYHBIE 3JIEKTPOHHBIE YCTPOMCTBAa (KOMIBIOTEpPhl, HOYTOYKHM, IUIAHLIETHI M HHOE), a TaKxke
CPEJCTBA CBS3U IIpenojaBaTesiei U CTYAEHTOB.

HMHdopmannoHHbIe TEXHOJIOIMH, HEOOXOJUMBbIE Uil OCYLIECTBICHHUs 00pa30oBaTeIbHOIO Mpolecca
10 JMCUHUIUIMHE C TPUMEHEHUEM TMCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA BKIIOYAIOT B CeOsl:

- cucremaauctanimonHoroodyuenus (CJIO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAsI 1104Ta;

- CUCTE€Ma KOMITBIOTEPHOTO TECTHPOBAHUS;

- aniekTpoHHast 6ubanoreka [PRbooks;

- CUCTEeMa MHTEPHET-CBSI3U skype;

- Tesie()OHHAs CBS3b;

- IpOrpaMMHOE 0OecTieueHue IS OPraHnu3aIllui KOH(EPEHIUH.

OOyueHue 0O0ydJarOUIMXCS HMHBAIMJIOB U OO0YyYaroIMXCS C OTPaHMYEHHBIMH BO3MOXKHOCTSIMU
3JI0POBBSI  OCYIIECTBISIETCS TOCPEACTBOM TIPUMEHEHHUSI CHEIHAIbHBIX TEXHUYECKHX CpPEICTB B
3aBHCUMOCTH OT BHJIa HO30JIOTHH.

[lpu mnpoBeneHNH YYeOHBIX 3aHATHH 1O JUCHUIUIMHE WCIIONB3YIOTCS MYJIbTHMEIUITHbIE
KOMILJIEKCBI, JJIEKTPOHHBIE YUEOHUKU U yueOHbIe TOCOOUS, alalTUPOBAHHBIE K OTPAaHUUYEHHSIM 3/I0POBbSI
oOydJaronuxcs.

JIeKIIMOHHBIE ayAUTOPUU OOOPYAOBaHBl MYJIbTUMEIUHHBIMH KadeapaMu, MOAKIIOYEHHBIMH K
3BYKOBBIM KOJIOHKaM, TIO3BOJISTFOIIUMHE YCHIIUTh 3BYK JUISI KATETOPHH CIa0O0CITBIIIAIINX 00yJaroMInXCsl, a
TaKXe MPOEKIIMOHHBIMH 3KpaHaMH KOTOpBIE YBEIIMUMBAIOT U300pakeHNE B HECKOJIBKO pa3 U MO3BOJISIOT
BOCIPUHUMATh y4eOHYI0 HH(OPMaIIMIO0 00yJaloUMCs ¢ HApYILIEHUSIMU 3pEHUSI.

[Tpu 0OyueHun ULl ¢ HApYIIEHUSIMH CITyXa MCIIOJIb3YeTCs YCHIIMTENb CIyXa JUIsl CIaboCIbIIIauX
mopaeit CyberEar momens HAP-40, nomorarommii oOydaeMbIM Jy4llle BOCHpPUHHUMATh Y4eOHYIO
UH(POPMALIUIO.

OOyuJatonyiecss C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI, OOECIIEYCHBI IE€YaTHBIMH H
3JIEKTPOHHBIMU 00pa30BaTENIbHBIMU pecypcamMu (IporpaMmbl, yueOHUKH, ydeOHbIe TOCOOUs, MaTepUalIbl
JUISL CaMOCTOSITEIbHON paldoThl U T.1.) B opmax, aJanTUPOBAHHBIX K OIPaHUYEHMUSIM HUX 3JI0POBBS U
BOCIIPUATHS UHPOPMALIUU:

JJIS1 JIML € HAPYILIEeHUSIMH 3PeHHUs:

- B (hopme 371eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina;
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JUIS1 JIMIL ¢ HAPYIIEHHUSIMH cJIyXa:
- B IeYaTHOH opme;
- B )OpMe IEKTPOHHOTO JJOKYMEHTA;

JJIs1 JIMIL ¢ HAPYIIEHUSIMU OMOPHO-IBUIATEJILHOTO anmnapara:
- B meyaTHou dopme;

- B (hopme 3IEKTPOHHOTO IOKYMEHTA;
- B popme ayaunodaiina.

27



Pa3nen 8. MeTtoguueckne ykazanus JJsi 00y4alOUIUXCsl 10 OCBOEHUIO JUCIIHIJIMHBI

JUis ycHmemHoro yCBOEHHUS JEKIMOHHOIO MaTepuana OOydYaroluiics AOJKEH IPOCMOTPETh
y4eOHYI0 JUTEPATypy MO TeME JICKIIMH C TeM, YTOOBI MMETh XOTs OBl MPEICTaBICHHE O MpodIeMax,
KOTOpble OyayT pa3duparbcs B JieKuuU. OH JOJDKEH TaKKe MBICICHHO NMPUIIOMHUTB TO, YTO Y)K€ 3HAeT,
KOIrZa-TO YuTaJl, H3ydal [0 JPYI'MM MpeaMeTaM INPHUMEHUTENbHO K JaHHOM Teme. l7aBHoe B
IPOJIETaHHON paboTe K JeKuuu — (popMupoBaHHe CYOBEKTUBHOIO HACTPOs Ha XapakTep MHpOpMauy,
KOTOPYIO OH TIOJIYYUT B JIEKIIMM IO COOTBETCTBYIOLIEH Teme. MHOTHa Ui 3TOro ObIBaeT JOCTaTOYHO
O3HAKOMUTBCSI ¢ TUIIOBOW pabodel NporpaMMoi nin yueOHbIM PYKOBOJCTBOM.

[IpobnemHast JeKIMsi HE TOJIBKO PACKPHIBAET IMYHKTHI, TPOOJIEMBI, TEMbI, KOTOPbIE HAXOJISATCS B
IporpaMMe, HO M 3acTaBisieT 00ydarollero MbICIUTh SIKOHOMMUYECKH I'PaMOTHO, UCKaTh HOBBIE IyTHU U
CpeICcTBa pelIeHUsT HamOolee CIOXKHBIX mpodbremM. OnHa oOmamaer OOJbIIONH WHGOPMAIMOHHON
€MKOCTBIO, M 3a KOPOTKOE BpeMsl IIPErojaBaTellb yCIEeBAeT M3JI0KUTh TaK MHOTO Npo0iieM, MbICIEH,
UJeH, 9TO HaJ0 HEe MOTEpAThCSA B 3Toi mH(popmaruu. OOyyaromuicss J0KeH MOMHUTh, YTO HUKAKOU
y4eOHUK, HUKaKas MOHorpagus WM CTaThsl HA MOTYT 3aMEHUTh y4eOHyI0 JIeKuHi0. B cBowo ouepens,
paboTa Ha JEKIMH — 3TO CIIOKHBIM BUJ IMO3HABATEIbHOH, WHTEIUIEKTYyaJlbHOW paboThl, TpeOyromei
HalpsDKEHUs, BHUMaHMs, BOJIM, 3aTpaT HEPBHOU M (hu3nyeckoit sHepruu. Bech nmpobiemMHbIil MaTepua,
co00IllaeMblil MpenojgaBaTesieM, JOJDKEH HE MPOCTO IpociymuBarbes. OH JOMKEH ObITh aKTHBHO
BOCIIPHHSAT, T.€. YCJbIIIAaH, OCMBICIEH, IOHAT, 3a(UKCHUpOBaH Ha Oymare W 3aKperjeH B IMaMATH.
[Ipuctynas k ciaymaHui HOBOTO MarepHala, I0JIE3HO MBICIEHHO YCTAaHOBUTh €ro CBA3b C paHee
U3y4EHHBIM, YSICHUTB, Ha YTO ONUpPAETCs U3JlokeHHast TeMa. Criesid 3a TEXHUKOHN UTeHUs JeKIUU (aKLeHT
Ha CYIIECTBEHHOM MOBBIIICHUH TOHA, H3MEHEHUS PUTMa, Tay3a | T.I1.), 00yJaIOIMiCs JOIKEH BCIIeT 3a
IpernoJiaBaTeeM YMETh BBIACIATh OCHOBHbIE KaTETOPHM, 3aKOHBI U MX COAEp)KaHUe, NpoOJIeMbl U UX
BO3MOXXHBIE PpELIEHMsI, [0Ka3aTelnbCcTBa U BbIBOABL. OCyIIECTBISAsS Takyl paldoTy, oOyyaromuiics
3HaYUTEIbHO ObOJsieryaer cebe rirybokoe MOHMMaHUe MaTepualla, ero KOHCIEKTUPOBaHUE U JallbHeiee
U3Yy4EHUE.

3anuch JEKLIUM ABISETCS BaXHEHIIMM 3JIEMEHTOM paboThl oOydaromierocs Ha jJekiuuu. KoHcnekt
MO3BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH H JIyUIlle COXPAHUTh MOyYCHHYIO HHPOPMALIUIO C TEM,
YTOOBI B OyIylIIEM OH CMOT BOCCTAHOBUTbH B IAMSITH OCHOBHBIE CO/IEP)KATEIIbHbIE MOMEHTHI JICKLIUH.

Tunuunas ommoOKka oOyyaroumxcs — J0CIOBHOE KOHCIEKTHpoBaHMe. Kak mpaBuio, mpu 3amucu
CJIOBO B CJIOBO HE OCTaeTCs BPEMEHU Ha OOAyMbIBaHHME, aHAIN3 U CHHTe3 MHpopmauuu. MckyccTBo
KOHCIIEKTUPOBAHUS CBOJAUTCS K HaBbIKAM CBEPTHIBaHHUS MH(OpMAINH, T.€. 3alIUCH €€ CBOMMH CIIOBaMH,
YaCTUYHO CJIOBOCOYETAaHUSAMHM JIEKTOpPA, ONPEACICHHBIMU U MPOCTO HEOOXOAMMBIMU COKPALICHUSIMU H
MHBIMU TIpUE€MaMH, HO TaK, YTOObI CyMETh BHOBb Pa3BepHYTh MH(OpMAIHIO 0€3 CYIIECTBEHHON MOTEpH.
OT1Oupas HyXHYIO HH()OPMAIUIO, IJIaBHbIE MBICIH, MPOOJIEMBI, PELIEHUs M BBIBOJBI, OOydarouieics
COKpAII[AaeT TEKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa300paThes.

ITpu BeneHMM KOHCIEKTA JIEKIIMM €CTh MaTepuall, KOTOPbIN 3allUChIBAETCS JOCIOBHO, HAlpUMED,
(GOpMyTUPOBKM HOPMATHUBHBIX aKTOB, OINpPEAENECHUS OCHOBHBIX KPUMHUHOJOTMYECKHX KaTeropuul u
3akoHOB. I[Ipu 3TOM OOyuaronuiics H0KeH Ui ce0si B KOHCIEKTE BBIACIUTH INIABHYIO MBICIb, HACIO B
OTIPEICNIEHUU TOT'O WJIM MHOTO MOHSTHS, €r0 CYIIHOCTb, HE CTapasiCh Cpa3y MOHATH €ro B AETalsiX. JDTO
MO3BOJINT H3HAYAJIBHO YCBOWUTH JKOHOMMYECKHE IOHSATHS, ONUPAsICh HAa T[JIaBHYKO MJEK, YSICHUTH
CYIIHOCTb.

B koHcnekTe yiekuuii 0053aTeNIbHO 3aNMCHIBAIOTCA: HAa3BaHWE TEMBI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHyeMas JJuTepaTypa. TeKCT JIEKIIUH 10JKEH ObITh pa3/iesieH B COOTBETCTBUH C IJIAHOM.

C oxoHYaHMEM JIEKIIMK paboTa HaJ KOHCIIEKTOM MOJKET CUHMTAThCs 3aBeplieHHoil. HyxHo ere
BOCCTAaHOBUTH OTJEJIbHbIE MECTa, NPOBEPHUTb, BCE JIM IMOHSATHO, YTOUYHUTH UTO-TO HA KOHCYJIbTAIUH,
NPEANPUHATh UHbIE MEPBI C T€M, YTOObI KOHCIIEKT MOT OBITh MCIIOJIB30BaH B IMpOLEcce MOJATOTOBKU K
CEMHUHapaM, O5K3aMEHY, Ul JaJbHEHIIEro W3y4eHUs TeMbl, Ha MpakTuke. KoHCmekT mekuuii —
HE3aMEHUMBIN y4eOHBIH JOKYMEHT, HEOOXOUMBIH JUIs CAMOCTOSATEIbHOM pabOTHI.

TemaruueckuM IJJaHOM H3Y4YeHHs] AMCLUUIUIMHBI MPEIYCMOTPEHbl MPAKTHYECKHE 3aHSATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO TPEATOIATaeT J1Ba 3Tana padboTsl 00yJaronuXcs.

I[TepBbIii 3Tan — ycBoeHue TeopeTHyeckoro mMarepuana. Ha nepBom stane oOyyaromuics 10JKeH
oTpaboTaTh M YCBOUTH Y4E€OHO-NPOTPAMMHBIN BY30BCKHH MarepHall, HCHOJb3YyS METOJUYECKUE
PEKOMEHIALIMK 110 IOATOTOBKE K CEMUHAPY.
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Btopoii sTan mpennonaraeT BBIITOJIHEHHUE MPAKTAYECKOTO 3adaHusd. KOHKpeTHO Takoe 3aJaHue
JaCTCs 06yqafomeMyc;1 npenoaaBaTejicM B KOHIC 3aHATHA, MPCAMICCTBYIOIICTO MPAKTUYCCKOMY. 9t0
MOJKET OBITh MOJArOTOBKA KOHCIIEKTA, IJIaH paboThl IO TOM WM MHOM CUTYallUH, IJ1aH Oecebl U T.1I.

3aI[aHI/I$I JOJI?KHBI 6I>ITI> BBITIOJIHEHBI ITHMCBMECHHO. KpOMe TOro, MmO TCOPCTUUCCKHUM BOIIPOCaAM
oOy4aronuiics JOIKEH MOrOTOBUTH pabOyue IIaHbl CBOMX OTBETOB Ha HUX.

JlomaiiHee 3amaHue OOyYaroIIMKCS TOTOBHT CaMOCTOSITENILHO, YAENSAs Ha MOATOTOBKY HE MeEHee
Tpex uyacoB. [Ipu BBINOJIHEHMHM [OMAIHErO 3aJaHUsl OH MOXET TIOJb30BaThCS TEXHUYECKUMU
CpeAcTBaMH, yueOHOH IuTepaTypold, KOHCIEKTaMH JIeKIui u 1.p. Pekomenyercs yaie oopamarhest 3a
KOHCYJIbTAIIMSIMU U OKa3aHUEM HEO0OXOUMOM MOMOIIH K MpernoaaBareisM Kadeapsl.

29



y‘-IGGHO'MCTOI[I/I‘-ICCKOG n3J1aHucC

Pabouas nporpamma y4eOHOI TUCIUTUIUHBI

JloKyMeHTauuoHHoe obecneueHre ynpasnexwua

(Haumernosarnue OucCyuniurbl 8 COOMeemcmeauu ¢ yueoOHvim
N1aHOM)
Nleaexésa MapvHa BURTODOBHA

(Pamunus, Ums, Omuecmso cocmagumens)
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