sy,

£

YacTHoe yupekaeHne BbICIIero 00pa3oBaHusi
«MHCTHTYT rocy1apCcTBEHHOT0 aIMUHUCTPHUPOBAHHS

PakyJbTeT DKOHOMUKH U YIPABIICHUS
Kadeapa I'ocynapcTBEHHOr0 aAMUHUCTPUPOBAHUS

YTBEPX/IAIO

ITpopekTop 1o y4ebHo# pabore

“:-(;'.ﬁﬁ% i I1.H. Py3anoB

«26» aBrycra 2022 r.

PABOYAS IIPOTPAMMA TACHUATIIMHBI
«JIEJOTIPOU3BOJICTBO»

HanpasjieHue NoArOTOBKM:
38.03.02 «MeHea:KMEeHT»
IMpopuib: «KMeHeTKMEHT OpraHU3aIMN»
KBanupukanusi: 0akaaasp
dopma 00yueHMsI: OUHAS, 320YHAS

.

AOKYMEHT MOANMUCAH
SNEKTPOHHOWM NMOoAnm1cCbLIO

CepTudpukat: 5E82900071 AEGABB4AB7E2CC97B3A8F5
PekTop: TapakaroB AnekcaHap Banepuesny
DevictButenen: ¢ 08.04.2022 no 08.07.2023

Mocksa 2022



HarmpaBnenue moarotroBku 38.03.02 «MeHexKMEHT»
(KOl 1 HAUMEHOBAHUE HAIPABJIEHUSI TIOATOTOBKH)

Hampasinennocts (mpodh b
p (mpoQmIE) «MeHeKMEeHT OPraHu3anum)

MOATrOTOBKH

(HanMeHoBaHUE MPOGUIIS MOATOTOBKH)
KBanudukaius BelllyCKHUKA O0axkajiaBp
dopma oOydeHus Ounasi/3a0uHasi

Pabouas nporpamma no aucuuiinHe «/le10npon3BoacTBO» COCTaBICHA HA
ocHoBaHuHU TpeboBanuit denepanbHOro rocy1apCTBEHHOI0 00Pa30BaATEIBHOTO
CTaH/JapTa BHICIIEr0 00pa30BaHUs K MUHUMYMY COJIEPXaHUS U YPOBHIO MOJArOTOB-
k1 OakasiaBpa Juisi 00yJaromuxcs no HamnpasiieHuto noarotoBku 38.03.02 «Me-
HEIKMEHT)

COCTABUMTEJIb :
K.3.H. CkppiHueHKO B.JI.

Conep:xxanue



1. [lepedensp mIaHUPYEMBIX PE3yJIbTATOB O0YUYEHUS IO TUCHHUILIUHE, COOT-
HECEHHBIX C TUIAHUPYEMBIMH pe3yJbTaTaMU OCBOCHHSI 00pa30BaTEIbLHOM
MIPOTrpaMMBbl

2. MecTo AMCHMIUIUHBI B CTPYKTYpE 00pa30oBaTEIbHOM MPOTrpaMMBbl

3. O0beM IUCIHUIUIMHBI B 3a4E€THBIX €IUMHHUIAX C yYKa3aHHEM KOJIHYECTBa
aKaJeMHYECKHX 9acOB, BBIICICHHBIX HA KOHTAKTHYIO pad0OTy 00ydaromuX-
csl ¢ mpenojaaBatesieM (110 BUAAM 3aHSTHI) M Ha CAMOCTOSTEIIbHYIO padoTy
oOyyJarommxcs

4. ConeprkaHue TUCIHILIAHBI, CTPYKTYPHUPOBAHHOE 1O TeMaM (pa3zeiiaM) ¢
yKa3aHHEM OTBEJICHHOTO Ha HUX KOJIMYECTBA aKaJICMHUUECKHX YacOB M BH-
JIOB Y4E€OHBIX 3aHITHI

5. IlepeueHb yueOHO-METOAMUECKOTO 00ECTICUEHUS JIJIsi CAMOCTOSTEIIbHON
paboThl 00YUYaIOIIMUXCSA 10 AUCIUIINHE

6. ®OHJ OLICHOYHBIX CPEACTB ISl IPOBEACHUS IPOMEKYTOUHOU aTTecTa-
MY 00yYarouuxcsl Mo JUCLUIUIMHE

7. IlepedyeHb OCHOBHOM | JIOTIOJTHUTEILHON yUeOHOU TUTEpaTyphl, HEOOXO-
JTAMOM JIJ11 OCBOCHUS TUCHUILIAHBI

8. IIporpammHoe obecrnieuenne (KOMILIEKT JUIEH3MOHHOTO TPOrPaMMHOTO

obecrieueHus)

9. [IpodeccuonanbHble 6a3bl TaHHBIX U UHPOPMALIMOHHBIE CIIPABOYHbBIE CHU-
CTEMBI

10. Onucanue MaTepUAIbHO-TEXHHUECKOU 0a3bl, HEOOXOIUMOM I OCY-
IIECTBJICHUS 00Pa30BaTEIHLHOTO MpOoIecca



1. Ilepeyenb NMJIAHUPYEMBIX Pe3yJibTATOB 00y4YeHHs IO JUCIHUILINHE, COOTHE-
CeHHbIX C IUIAHMPYEeMbIMH pe3yJbTATAMH OCBOCHHSI 00pa30BaTeJIbHOM
NporpaMmbl

1.1. lleaan u 3aga4M OCBOEHHUSA JUCIHUILIIMHBI

Iesb10 OCBOCHUSI TUCITUTLIUHBI SBJIIETCS (QOPMUPOBAHUE 3HAHUM
y OoOydJarommxcsi O JACIONPOU3BOJICTBE, KaK OTpaciud JeATeIbHOCTH, obecte-
YMBAIOIIEH JOKYMEHTHPOBAaHME M OpraHu3anuio paboTel ¢ O(UIIHMAIBHBIMU
JOKYMEHTaMHU.

Jms  peanuzanuyd  MOCTABJACHHOW IE€IM B IPOILECCE OCBOCHUS JIHC-
UUIUTMHBI «Jle10onpon3BOICTBO» PEMIAIOTCA CICAYIOIINE 3a4aUM:

- O3HAaKOMUTHh OOy4Yarolmuxcs ¢ TpeOOBaHUSMH HOPMATHUBHBIX MPABOBBIX
aKTOB, PErIaMEHTHUPYIOIINX MOPSAIOK CO3/IaHUS U IBUKEHUS TOKYMEHTOB;

- copMupoBaTh y OOyYaIONIUXCA MPAKTUUYECKUE HABBIKU MPAaBUIHHOTO,
IOPUUYECKH TPaMOTHOTO OGOPMIICHHUS JOKYMEHTOB, C YY€TOM IOJOKEHUU
HOPMATHUBHBIX IPABOBBIX AaKTOB, IIPaBWJI JEJIOBOIO J3THUKETA, OpPraHU3alUU
JTIOKYMEHTO000pOTa U 3allIUThl UH(POPMAIUK;

- o0ecreunTh YCBOCHHE OCHOBHBIX TPaBWI OOpaOOTKM H XpaHCHHUS
JIOKYMEHTOB.

[Ipouecc wu3yyeHHs AUCUUIUIMHBI «/[€JIONpPOM3BOICTBO» HAIPaBICH Ha
dbopmupoBanue ciaeayomux — komnereHuuit B coorBercTBUM ¢ GI'OC BO mo

Hanpasienuio 38.03.02 «MeHemkMeHT» NpoPuiib MOArOTOBKH «MeEHEIHKMEHT

OpFaHI/I3aI_[I/II/I»
Koowt
. Ilepeuens naanupyemuix pe3yibmamos
Komne- Cooepircanue KomnemeHyuil OB VHeHILA 110 OUCHIIILHe
menyuu Y "

CIIOCOOHOCTBIO K CaMOOpPraHM3alyK | 3HATH: MPHHIMIIBI CUCTEMbI OpraHU3alHU
¥ caM000pa30BaHHIO Tpy/Jia, JJIEMEHTBI OpPraHU3alluy TPyAa

YMeTh: onpenensiTh KIKYeBbie IPOOIeMbl
B chepe Tpyma Ha TUpEANPUATHH H B

OK-6
oOmiecTse
Biaagerb: BBICOKOII  MOTHBaImMen K
BBITIOJTHEHHIO npodeCCuOHATbHON
JeSITeIbHOCTH B TPYJOBOH chepe

OIK-1 | B/T@ACHHEM HABBIKAMH TOWCKA, aHa- 3HaTh: OPUHIUIOBL ~ 3KOHOMUYECKOIO
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JaM3a M HCIOJb30BaHUS HOPMATHB-
HBIX W [PaBOBBIX JIOKYMCHTOB B
CBOCH mpodeccHOHANBHON JIesATeNb-
HOCTH

MBIIIJICHHUA, HOPMAaTUBHO-IIPABOBLIC

JOKYMEHTHI,
Ymern: aHaJIN3UPOBATh (axTsl,
XapaKTepU3yOIIHe KOHOMUYECKHE

MIPOLIECCHI, 0000IIATh Pe3yNbTAThl aHAIHU3A
U CHHTE3MPOBATh HMX B 3KOHOMHUYECCKHX
MOJIeJISX;

Baaners: KyJbTypoll 9KOHOMHYECKOTO
MBIIJICHHSI, METOIaMU aHAJIKM3a U CHHTE3a
nHpopmanun B 00JIACTH  SKOHOMHKH
NPEANPUATHS ONMUPAsCh HA HOPMATHUBHbBIC

OIIK-4

U [paBOBbIe JIOKYMEHTHI B  CBOCH

poheCCUOHATLHON e TEIILHOCTH.
CIIOCOOHOCTBIO OCYIIECTBIIATh 3HaTh: TEOpEeTHYECKIE OCHOBHI,
JIe7I0BOe OOIIEHUE U ITyOJTMYHbIe CTPYKTypy M  COJEp)KaHHE Ipolecca
BBICTYIUICHHSI, BECTH TIEPErOBOPHI, JETOBOMl KOMMYHHKAIMH, (QYHKIMH H

COBCHIAHUA, OCYIICCTBIATE ACTIOBYIO
MNEPCINCKY U MMOAACPIKUBATH
SJICKTPOHHBIC KOMMYHUKallUN

TIPUHITAITEI OOIEHUS, CIICTIH(PUKY JSITOBOM
KOMMYHHKAIIMH B TPABOBBIX U STUYECKHX
acreKkTax JAeITeIbLHOCTH.

YMeThb: JIOTMYECKH BEPHO, SCHO CTPOMUTh
YCTHYIO ¥ TUICBMEHHYIO PEeUb

Baaners: nmpuemMamMu eI0BOrO OOIIEHHUS,
METOIUKaAMH HalaKUBaHHUS A
W3MEHEHHsT BHYTPEHHMX U  BHEIIHHUX
JIEJIOBBIX KOMMYHHUKAIIMA B OPraHU3aIlid

ITK-8

BJIa/ICHUEM HaBBIKaMU JOKYMEHTAJIb-
HOTO oOQopMJIeHHUS peleHud B
YOpaBIeHUN ONEPAIMOHHON (IIPOU3-
BOJICTBEHHOH) JCSATEIBHOCTH Opra-
HU3alU{ IPU BHEPEHUU TEXHOJIOTH-
YCCKHX, MPOAYKTOBBIX I/IHHOBaI_[I/Iﬁ
WM OpTraHU3aI[MOHHBIX U3MEHEHUN

3HaTh: JOKYMEHTallMOHHOE O(hOopMIIECHUE
pELICHH B YIPaBICHUH ONEPAIMOHHON
(pOU3BOACTBEHHON) JESATENBHOCTHIO
OpraHu3anui npu BHEPEHUU
TEXHOJIOTHUYECKUX, IPOAYKTOBBIX
WHHOBAIIHUH WIH OpraHU3alMOHHBIX
W3MEHECHUM.

Ymersb: OCYILECTBIIATh
JIOKYMEHTUPOBaHUE pe3yJIbTaTOB
poeCCUOHAIBHON JCSITEIIBHOCTH KPATKO
U COAEpXKATEIbHO N0  NPUHIUILY:
«MaKCHUMaJIbHO€ KOJMYECTBO MH(OpMaLUU
B MUHHMMAaJbHOM 00BEME MaTepHUaIbHOTO
HOCHUTENS Kak OyMaXHOrO TaKk H
JJIEKTPOHHOIO»;

BiiajgeTb: HaBbIKaMU JIOKyMEHTALIMOHHOTO
oopmieHuss pelieHud B yIpaBICHUU
ONEePAIMOHHON (MIpOU3BOICTBEHHOI)
JESATENBHOCTBIO OpraHu3anui npu
BHEJPEHUU TEXHOJIOTMYECKHUX,
IIPOJYKTOBBIX VMHHOBALIUI W
OpraHMU3allMOHHBIX M3MEHEHUN, HaBbIKaMU
COCTaBJIEHUS JEJIOBOM KOPPECIOHACHIINH,
CTHJIEM JIEJIOBOTO MUCHMa.

IK-11

BIIQJICHUEM  HaBBIKAMHM  aHAJIU3a
uHpopmanuu o (GyHKIHMOHUPOBAHUHU

3HATBh: OCHOBHBIC METOJBI  aHAM3a
uHpopmanut 0  (QYHKIIMOHUPOBAHUU




CHUCTEMBl BHYTPEHHETO JIOKYMEHTO- | CHCTEMBbI BHYTPEHHETO IOKyMEHTOO00pOTa
o0opoTa OpraHu3aluy, BeIeHHs 0a3 | OpraHu3aIHH.

JAHHBIX TI0 PA3JIMYHBIM TIOKa3aTelisIM | YMeTh: TPHUMEHATh METOJbI  aHajIu3a
u  ¢opmupoBaHus HWHPOPMAIMOH- | HHOpMaMK O  (PYHKIIMOHMPOBAHUU
HOro  o0ecrmeyeHHs  yYaCTHHUKOB | CUCTEMBI BHYTPEHHETO JTOKYMEHTOO0OpOTa
OpraHU3aIMOHHBIX MPOCKTOB; OpraHu3aIuH, dbopmupoBath
UH(POPMALMOHHOE o0ecrnieueHue
YYaCTHUKOB OPTaHU3AIIHOHHBIX MTPOCKTOB
Baaners: METOAAMHU aHaM3a
uHpopmanut 0  (QYHKIIMOHUPOBAHUU
CHCTEMBI BHYTPEHHETO JJOKYMEHTO000pOTa
OpraHuszaluu, OO0eCleUYeHUH YYacCTHUKOB
HEOOXOTUMBIMH JTaHHBIMU
OpraHU3aIOHHBIX POEKTOB

2. MecTo nrucuumuiaibl B crpykrype OII BO

[lepen wHayajaoM Wu3y4YeHUS JUCHUIUIMHBI «Jlemonpou3BojicTBO» 00y-
JAIOIIUNCS JOJDKEH:

3Hamy:

- CUCTEMY HOPMATUBHBIX ITPaBOBbIX akTOB Poccuiickon denepanuu;

- TCPMHUHOJIOTHIO, I/ICHOJ'H)ByeMYI'O B IOpI/ICpr,[[eHHI/H/I,
- OCHOBHBIC HOPMBbI HpO(I)CCCHOH&JIBHOfI 9THUKHU U (I)yHKI_II/II/I CJ'Iy>KC6HOFO OTHKECTA,

-OCHOBHBIE METOJbI W CpPEICTBA XpaHEHHS, IOMCKAa, CHCTEMaTu3a-
1M1, 00pabOTKH, Mepeiauyn HHPOpMaIuu;

ymems:

- ONEPUPOBATH IOPUTNUECKUMHU TMMOHATUSIMHU M KATETOPUSIMU;

-aHaJM3UPOBaTh [OpUAUYECKHEe (AKThl W BO3HUKAIOIIMNE B CBS3H C
HUMH MIPABOBBIC OTHOIICHWS;

-aHAJIM3UPOBaTh, TOJKOBAaTh W  MPAaBWIBHO TMPUMEHATh IPABOBBIC
HOPMBI, IPUHUMATh PEIICHUS M COBEPIIATh FOPUINYECKHE IEHCTBHUS B TOYHOM
COOTBETCTBUH C 3aKOHOM.

B pe3yabTaTe 0CBOEHUSI AUCHUIIIMHBI 00YUAIONIHICS T0JIKEH:

3HaAmy:

- TOCYJIAPCTBEHHOE PETyJIMPOBaHUE PAOOTHI C JOKYyMEHTaMU;

- MpaBWJIa TTOATOTOBKH U OPOPMIICHUS TOKYMEHTOB;

- OpraHMU3aIUIo JOKYMEHTOO00pOTa; - MPAaBWJIA PETHUCTPAIIUNA JJOKYMEHTOB;
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- OpraHMU3aIMI0 KOHTPOJIS UCTIOJIHEHUS IOKYMEHTOB;

- TpeOOBaHMS K JJOKyMEHTAIBHOMY (DOHAY OpraHu3aIluii.

ymemp:

-CBOOOJTHO OpPHMEHTUPOBATHCS B 3aKOHOJATEIILCTBE U B HHBIX HOPMAaTHB-
HBIX TIPABOBBIX aKTaX, pEryJUPYIOMMX BOMPOCHl CO3JIaHMS, JBIKCHHUS U
XpaHEHUs JOKYMEHTOB,;

- MPaBUJILHO O(OPMIISITH JOKYMEHTHI.

6/1a0emop:

- HaBbIKaMH MTUCbMEHHOM JEJI0BOM KOMMYHUKAIINH;

- HaBBIKAMH pabOTHI C JOKYMEHTAMH.

3. O0beM TUCHUILIMHBI B 324€THBIX ¢IMHUIAX ¢ YKA3aHUEM KOJUYeCTBA aKka-
AeMHYECKUX YacOB, BbIJIEJEHHBIX HA KOHTAKTHYI0 PadoTy 00y4aroIuxcs C
npenojaaBarejgeM (10 BHAAM 3aHSITHI) 1 HA CAMOCTOSITEJIbHYI0O padoTy 00Y-
YA UXCH

3.1. CTpyKTypa I¥CHUILUIHHBI

OOmasi TPyJAOEMKOCTh JUCHUIUIMHBI cocTaBiusier — 108 wyacoB (3 3ader-
HbIE eJUHULIBI) (2 cemecTp).

Oo6vem oucuyunaunsl u 6udbl yueOHOU padomaol
(Ounan popma 0dyuenus)

. Bcero ga- | Cemectp
Bun yueGHOi paboThl OB )
1 2 3
KonrakTHas padora 46 46
AvVINTODHBIE 3aHATHS (BCero) 46 46
B ToMm uncae:
Jlexunu (JI) 20 20
npaktudeckue 3ausatus (I13) u cemunapckue 3anarus (C3) 26 26
CamocrosTeanHas padora (CPC) (Bcero) 62 62
OO61ast TpyA0€MKOCTb qachl 108 108
3a4eTHbIE €IUHULIBI 3 3
Texy1uii KOHTPOJIb (KOJIMYECTBO M BUJI TEKYLLIETO KOHTPOJIS) TK-1, TK-1,
TK-2 TK-2
|BI/II[I>I IPOMEXKYTOYHOTO KOHTPOJIS (IK3aMeH, 3a4€T) 3a4eT 3a4eT

7



(3aouynas popma 00yueHuU)

o Bcero ua- | Cemectp
B 0 0
uj yueOHOU paboThI coB )
1 2 3
KonrakTHasi padora 10 10
AyauTOpHBIE 3aHATHS (BCEro) 10 10
B ToMm uncie:
Jlexum (J1) 6 6
npaktudeckue 3auatus (I113) u cemunapckue 3anarus (C3) 4 4
CamocrosiTenbHas padora (CPC) (Bcero) 94 94
OO61mast TpyA0€MKOCTb 4achl 108 108
3adeTHbIE €IUHULIBI 3 3
Texyuii KOHTPOJb (KOJIUYECTBO U BH]I TEKYIIIETO KOHTPOJIS) TK-1, TK-1,
TK-2 TK-2
IBI/IJIBI IPOMEXYTOYHOT'O KOHTPOJIS (IK3aMeH, 3a4€ET) 3a4eT 3a4eT

4. Copep:kanue NUCHUILIMHBI, CTPYKTYPHMPOBAaHHOE IO TeMaM (pas3jejaM) C
YKa3aHMeM OTBEJeHHOr0 HA HUX KOJHYECTBA aKaJeMUYeCKHX YaCOB U BHAOB

Y4eOHBbIX 3aHATHH

Pa3znen nucuuniansel (TEMBbI)

Bunsr yueOHO# pabOThI

Bcero

Jlexuun

113 CpP

®opmBbl
TEKY-
Iero
KOHTPO-
1 ycre-
BAEMOCTH

1

3

4

5 6

7

Ounas ¢popma o0yueHust

Paznexn 1 JEJJOITPOU3BOACTBO KAK CUCTEMA B3AMMOOTHOIIEHUI B
NHO®OPMAIIMOHHOM OBHIECTBE

Tema 1. UcxoaHble MOHATHSA 1€JIONPOU3BO/I-
cTBa

[TonaTtue nenonpous3BOJCTBA KaK CHUCTEMBbI
B3aMMOOTHOUIEHU W KaK OTPACIIH JIESITENb-
HOCTH. 3a7a4¥ JACJIONPOU3BOCTBA.
B3anMoCBs3b 1€T0ITPON3BOICTBA C APYTUMHU
Hay4YyHbIMUA JucHMIUIMHAMHU. McTtoku  geno-
NPOM3BOJICTBA: HMH(OpPMALUs, YIIPAaBICHHE,
JIOKYMEHT. JTalnbl CTAaHOBJICHHS OTeue-

8
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CTBCHHOI'O JOCJIOIPOM3BOJACTBA.

Tema 2. I'ocynapcTBeHHOe peryJupoBaHHe
padoThI ¢ JOKYMEHTAMH

3aKoHOJaTENbHBIE HOPMBI paboThI c
JOoKyMeHTamMu U uH(popmanumeir. Hopwma-
TUBHO-METO/IMYEeCKoe  oOecreueHue  Jelo-
IPOM3BOJCTBA. YHUUKALUA U CTaHAApTU3A-
s AEJIONpPOU3BOACTBA. (OTBETCTBEHHOCTH 3a
HapyLIEHHE TPaBUJ AEJIONPOU3BOACTBA.

10

TK-1,

Pa3znea 2 OCHOBbI JOKYMEHTHUPOBAHUSA B

POCC

U CKOU ®EJEPALIMA

Tema 3. IloHsiTHE, CYIIHOCTHh U CIOCOOBI
JOKYMEHTUPOBAHUS

[TonsiTve U criocoObI JOKYMEHTHPOBAHHUSI.
JIOKyMEHT Kak pe3yJbTaT JTOKYMEHTUPOBAHUA.
DyHKIUU JIOKYMEHTA. Tunonorus
JIOKYMEHTOB. JIEKTPOHHBIN JTOKYMEHT M €ro
IpPUMEHEHHUE.

10

13,0

Tema 4. CiryxeOHasi JOKyMeHTALUs.
TpeboBanust k gokymenty. Ilonsatue ciyxeo-
HOro JokymeHra. (OCOOCHHOCTH  TEKCTa
JOKyMeHTOB. Pa3Mepsl Oymaru, npumeHseMoi
B JenonpousBoicTBe.  Pasmepsl  monei
nokymeHtoB. Hymepanus ctpanun. CrocoOsl
HalMcaHusg JarT M 4YHCEd B JOKyMEHTaXx.
CokpalieHue CJI0B U CIIOBOCOYETAHUN B TEK-
cre. OdopmiieHne Ha3BaHUI OPraHOB rocyaap-
CTBEHHOM BlacTu B JOKyMeHTax. Hamucanue
¢u3MUecKuXx ~ BENUYMH,  MaTEeMaTUYECKHUX
(GopMys, 3HAKOB MPENHMHAHUS M CHUMBOJOB.
Tunuynple OMMOKKM B TEKCTaX JOKYMEHTOB.
TpeGoBaHMsI K U3rOTOBJICHHUIO JOKYMEHTA.

10

A3, K

Tema 5. IlonsaTue, KiIaccupuxkanus, cocTaB
H o(popmieHHEe PEKBU3UTOB JIOKYMEHTOB.
Bbaanku 10KyMeHTOB

[TonsiTue u Buabl pekBU3UTOB. [IpaBuna odhopm-
JICHUSA PCKBU3UTOB, ONIPCACIAIONINX HOpUANYIC-
CKyl0 cuiny naokymeHTa. [IpaBuna odopmiie-
HUS PEKBU3UTOB, OTPAKAIOIIUX 00pabOTKYy U
JIBUKEHUST JIOKyMEHTa (IeJIONpPON3BOACTBEH-
Hble OTMeTKH). CoJepkaHHe U PacIooxkKe-
HUE PEKBU3UTOB. bIaHKU JOKYMEHTOB

10

A3,0

Tema 6. I[IpaBu1a NOATOTOBKH M COCTABJIE-
HHUS OT/IeJIbHBIX BU/IOB IOKYMEHTOB

[IpaBuna cocraBiaeHUs] OpraHU3ALMOHHBIX,
pacropsaUTeNbHbIX, MHHOPMAIIMOHHO-CIPAaBOY-
HBIX JOKYMEHTOB. OcoOeHHocTH OodopmileHus
JIOKYMEHTOB, IepeaaBaeMbIX [0 KaHajaMm
IEKTPOCBSA3U: TeJIerpaMMBl, TeneTan-
HOrpaMMBbl, Telae(OHOrpaMMBl, (haKChl.

10

TK-2, T

Paznea 3 JOKYMEHTOOBOPOT U E

Tema 7. O0masi XapaKTepuCTHKA JOKYMeEH-
TOO0OpPOTA

10

a3, 0




[lonsiTue, 3amaum W TpaBWiIa OpraHU3alUU
JIOKyMEHTO000poTa. BuIbI JTOKYMEHTONOTO-
KOB. BeprukanbHble U  TOPU3OHTAJIbHBIC
JTIOKyMEHTOTIOTOKH. [lopsaok mpoxokaeHus u

UCTIOJIHEHUS]  BXOJAALIMX,  HMCXOIAIIUX |
BHYTPEHHUX JOKYMEHTOB.  DJIEKTPOHHBIN
JOKYMEHTOO0OpOT. YueT o0beMa JOKyMEHTO-
obopora.

Tema 8. Oco0eHHOCTH COCTABJIEHHS O0r0BO-
POB H HMX OTpPa’keHHe B OYyXrajJaTepcKoM
yuete. CocTaBjieHHe T0TOBOPOB MOCTABKHU U
noapsAaA.

CocraBiieHHEe JOTOBOpPA BO3ME3THOTO OKa3aHUs
ycIyr ®W jgoroBopa apenjabl. CocTaBleHHE
JIOTOBOPOB TPAHCIIOPTHOM SKCICTUIINN U JIH-
3uHTra. COCTaBJICHHE JOTOBOPOB MEHBI M YCTYII-
KU JICHE)KHOTO TpeOboBaHus. Pemenne cutyanu-
OHHOHM 3aJ]a4ud C HCIOJb30BaHUEM PA3TMYHBIX
(hopM JIOTOBOPOB.

12

I3, K

Tema 9. Perucrpanmusi J0KyMeHTOB U Opra-
HU3auus UHGOPMALMOHHO- CIIPABOYHOM pa-
00ThI

[loHsiTHE U CUCTEMBI pErucTpalvd AOKYMEH-
ToB. @OpMBI M THOPSAJOK  PETUCTpAIUU
JIOKYMEHTOB. Nunexcamus JIOKYMEHTOB.
Opranmzaiuss  CrpaBOYHO-MH(POPMAITMOHHON
pabotel. KoHTpOIh HCHOTHEHUS JOKYMEHTOB.
Henru wu 3agaum  KoHTposs. TexHosorus
KOHTpPOJIsi. CpOKU UCTIOTHEHUS JOKYMEHTOB

12

113, 0

Tema 10. JlokymeHTanbHbI (OHA OpraHu-
3anmuu

CocraBieHne HOMEHKIIATyp M TEKyllee XpaHe-
HUC ACII. HOHI‘OTOBKa ACJI K COade B apXuB.
DKcrnepTusa IEHHOCTH JOKyMeHTOB. Odopm-
JIEHHEe U COCTaBJIEHHE Omuced nen. XpaHeHHe
JIOKYMEHTOB B apxuBe opranuzanuu. Mcxon-
Hble TMOHATHS apxuBHoro gena. Ilopsmox
YHUUYTOXKEHUs JIOKYMEHTOB M [Jel C HC-
TEKIIUMH CpoKaMH xpaHeHusa. DoHaupoBa-
HUC AapXHMBHBIX OOKYMCHTOB.

12

I3, K

3auer

4

4

HToro

108

20

26

62

3aounas gopma o0yueHus

Paznexn 1 JEJJOITPOU3BOACTBO KAK CUCTEMA B3AMMOOTHOIINEHUM B

NH®OPMALIMOHHOM OBILIECTBE

Tema 1. UcxoaHble MOHATHS AeJIONPOU3BOI-
cTBa

[lonsiTue nenonmpous3BOACTBA KaK CHCTEMBI
B3aMMOOTHOUIEHU W Kak OTpaciu AEATElb-
HOCTH. 3aJja4uM JIeJONPOU3BOJICTBA.
B3anMocCBs3b 1€TONPOU3BOACTBA C APYTUMH
Hay4YHbIMU JUcHMIUIMHAMHM. VIcToku  pgeno-

26

2

2

22

A3, 0
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NpOM3BOJCTBA:  HMH(OpMaIys, yIrpaBieHHE,
JOKYMEHT.  OTambl  CTAQHOBJICHHS  OTe€dYe-
CTBEHHOI'O JICJIONPOU3BOJICTBA.

Tema 2. I'ocynapcTBeHHOE peryJiMpoBaHue
padoThI ¢ JOKYMEHTAMH

3aKoHOJaTENbHbIE HOPMBI paboThI c
JOoKyMeHTamMu U uH(popmanumeir. Hopma-
TUBHO-METO/MYECKOoe  oOecreueHue  Jelo-
IPOM3BOJCTBA. YHUGUKALUA U CTaHAApTHU3a-
s AeJONpPOU3BOACTBA. (OTBETCTBEHHOCTD 3a
HapyLIECHHE ITPaBUJI AJIONPOU3BOACTBA.

TK-1,

Pa3znea 2 OCHOBbI JOKYMEHTHUPOBAHUSA B

POCC

HUHACKOHW ®EJIEPALIMA

Tema 3. IloHsiTHE, CYIIHOCTHh U CIOCOOBI
JOKYMEHTHPOBAHUS

[TonsiTve u ciOcoObI JOKYMEHTHPOBAHHUSI.
JIOKyMEHT Kak pe3yJbTaT JOKYMEHTUPOBAHUA.
DyHKIUU JIOKYMEHTa. Tunonorus
JIOKYMEHTOB. JIEKTPOHHBIN JTOKYMEHT U €ro
IpPUMEHEHHUE.

Tema 4. CiryxeOHasi JOKyMeHTALUs.
TpeboBanust k nokymenty. Ilonstue ciyxeo-
HOro JokymeHra. (OCOOCHHOCTH  TEKCTa
JOKyMeHTOB. Pa3Mepsl Oymaru, npumeHseMoi
B JenonpousBoicTBe.  Pasmepsl  monei
nokymeHtoB. Hymepanus crpanun. CrnocoOsl
HalMcaHusg JarT M 4YHMCed B JOKyMEHTaXx.
CokpalieHue CJI0B U CIIOBOCOYETAHUN B TEK-
cre. OdopmiieHne Ha3BaHUI OPraHOB rocyaap-
CTBEHHOM BlacTu B JOKyMeHTax. Hamucanue
¢u3MUecKuXx ~ BENUYMH,  MaTEeMaTUYECKHUX
(GopMys, 3HAKOB MPENHMHAHUS M CHUMBOJOB.
Tunuynele OMMOKKM B TEKCTaX JOKYMEHTOB.
TpeGoBaHMsI K U3rOTOBJICHHUIO JOKYMEHTA.

24

13,0

A3, K

Tema 5. IlonsaTue, KiIaccupukanus, cocTaB
U o(popmieHHe PEKBU3UTOB JIOKYMEHTOB.
BbaaHku 10KyMeHTOB

[Tonsitue u Buabl pekBU3UTOB. [IpaBuna odhopm-
JICHUSA PCKBU3UTOB, ONIPCACIAIONINX HOpUANYIC-
CKyl0 cuiny naokymeHta. [IpaBuna odopmiie-
HUS PEKBU3UTOB, OTPAKAIONIUX O00pabOTKYy U
JIBUKEHUST JIOKyMEHTa (IeIOMpPON3BOACTBEH-
Hble OTMeTKH). CoJepkaHHe U PacIooxkKe-
HUE PEKBU3UTOB. bIaHKM JOKYMEHTOB

Tema 6. I[IpaBu1a NOATOTOBKH M COCTABJIE-
HHUS OT/IeJIbHBIX BU/IOB IOKYMEHTOB

[IpaBuna cocraBiaeHUs OpraHU3ALMOHHBIX,
pacropsaUTeNbHbIX, MHHOPMAIIMOHHO-CIPAaBOY-
HBIX JOKYMEHTOB. OcoOeHHocTH OodopmiieHus
JIOKYMEHTOB, MepeaaBaeMbIX [0 KaHajaMm
IEKTPOCBSA3U: TeJIerpaMMBl, TeneTan-
HOrpaMMBbl, Telae(OHOIpaMMBI, (haKChI.

20

a3, 0

TK-2, T

11




Pa3nesa 3 JOKYMEHTOOBOPOT M EI'O OP'TAHM3ALIUA

Tema 7. O0masi XapakTepucTHKA J0KyMeH-
TOOOOpOTA

[lonsTne, 3amaun W mNpaBuUiIa OpraHu3aLnn
JOKYMEHT000opoTa. BuIpl JOKYMEHTOMOTO-
KOB. BepTukanpHble W  TOPU3OHTAJIbHBIC
JOKYMEHTOMNOTOKH. [lOpsiiok MpOXOoKIAeHUsT U
UCTIOJIHEHUSI ~ BXOJAALIMX, HMCXOISAIIUX |
BHYTPEHHUX  JOKYMEHTOB.  OJEKTPOHHBIN
JIOKyMEHTOO0OpOT. Y4eT o0beMa JTOKYMEHTO-
obopora.

a3, 0

Tema 8. OcoGeHHOCTH cOCTaBJIEHHUS /10T0BO-
POB M HX OTpaxKeHHe B OyXrajiTepcKom
yuere. CocTaBjieHHe J0rOBOPOB MOCTABKHU U
noapAaA.

CocraBrneHne J0roBopa BO3ME3IHOTO OKa3aHUs
yciIyr u porosopa apenasl. CocraBieHue 20 - - 20 3, K
JIOTOBOPOB TPAHCIIOPTHOM SKCNETUIMU U JIH-
3unra. CocrapjeHue J0rOBOPOB MEHBI M YCTYII-
K1 JICHE)KHOTO TpeOoBaHus. Pemenne curyanm-
OHHOHM 3aJ]aud C WCIOJB30BaHUEM PAa3TMYHBIX
dbop™M TOTOBOPOB.

Tema 9. Permcrpanusi J0OKyMeHTOB W Opra-
Hu3anus UHGOPMALMOHHO- CIPABOYHOM pa-
00TBI

[lonsATHEe M cHCTEMBI PErMCTpallMM JTOKYMEH-
ToB. DopMbl U MOPSAOK pPETHCTpaLUU
JIOKyMEHTOB. WNHpekcanuss ~ JOKYMEHTOB.
Opranuzanusi  CrpaBOYHO-MH(POPMAITMOHHOM
paboTel. KoHTpOJIb MCHONHEHUS JOKYMEHTOB.
Hemn wu 3amaun  xoHTpossa. TexHomorus
KOHTpoJi1. CpOKHM MCIIONHEHUS JOKYMEHTOB

13, 0

Tema 10. lokyMeHTANbHBIA (POHJ OPraHu-
3anmuu

CocraBieHre HOMEHKJIATYp U TEKyllee XpaHe-
Hue gen. [loaroroBka nenm K crade B apXUB.
DKcrepTusa IEHHOCTH JOKyMeHTOB. Odopm-
JICHUE U COCTaBJICHHE OIMCEH Jeil. XpaHeHue 18 2 2 14 A3, K
JOKYMEHTOB B apxuBe opranusanuu. Mcxon-
Hble TOHATHS apxuBHoro jena. Ilopsmox
YHUYTOXKEHUs JIOKyMEHTOB M [Jel C HC-
TEeKIIUMH cpokamu xpaHeHus. DoHaupoBa-
HHE ApXMBHBIX JOKYMEHTOB.

3auer 4 4

Hroro 108 6 4 98

A3 (nomamnee 3aganue), O (onpoc), T (tectupoBanue), K (koHTposbHas padora)

5. IlepedyeHb y4eOHO-METOAUYECKOr0 o0ecnevyeHusl AJIsl CAMOCTOSATEeIbLHOM pa-

00THI 00yUYAIOIIUXCH 10 AUCIUTIIHHE
12



5.1. Odpa3oBaTejibHbIE TEXHOJIOTUH

[IpenoiaBanre AMCHUIUIMHBI  «J[€TONPOU3BOACTBO» OCYIIECTBIISIETCS B
Gdopme mMpaouyuoOHHbIX NEKYUOHHBIX 3AHAMUL U MPAOUYUOHHBIX NPAKMUYLECKUX
sanamuti. Bech kypc aeknuit (100%) uutaeTcs B TpaaulIMOHHON KJIACCHUYECKH-
JEKITUOHHOW  (0OBSICHUTEILHO-UJUTFOCTPATUBHBIE) (OpPME ¢  HUCIIOIb30BAaHUEM
MYyJIbTUMEINA TEXHOJIOTUM.

[IpakTuecKkne 3aHATUS OPraHU30BaHbI C UCIIOJIB30BAHUEM TEXHOJIOTUN pa3-
BUBatouiero o0y4denus. [Ipakrnueckuii Kypc BKIIIOYaeT B ce0sl pelIeHUE CUTyallu-
OHHBIX 33Jla4 Ha INpPUMEpPax OpraHu3alui, TECThl W pa300p 3amad C Npenoja-
BaTEJIEM.

CamocrosiTenbHasg paboTa CTyAEHTa OpPraHM30BaHHA C MCIIOJIb30BAHHEM

TPaJULMOHHBIX BUIOB paboThl. K TpaaulnoHHBIM BUJaM pabOThl OTHOCSTCS: OT-
paboTKa OTIENbHBIX TEM M0 YU€OHBIM [TOCOOMAM, IPOPabOTKa JIEKIIMOHHOTO MaTe-
puaina, paboTta ¢ yueOHbIMU M3JaHUSIMU U BBINOJIHEHUE JOMAIIHUX 33/1aHUH C lie-
JIBIO0 3aKPEIUICHUS MaTepralla, paCCMOTPEHHOIO HA JIEKIIMOHHBIX U MPAKTUYECKUX
3aHATUAX, pab0Ta C HOPMATUBHBIMH JIOKYyMEHTAMHU.

OueHka Mosy4eHHbIX 3HaHWW, YMEHUI U HaBBIKOB OCHOBaHA Ha MOJYJIbHO-
PEUTHHIOBOM TEXHOJOTWM. /[BaKIIbl B TEUEHHHM CEMECTPA OCYIIECTBISAETCA TEKY-
A KOHTPOJIb 3HAHUM CTYJEHTOB, B KOHIIE CEMECTpPA MPEyCMOTPEH IK3aMEH.

@OoH/BI OLIEHOYHBIX CPEJACTB OCBOCHHBIX KOMIIETEHUINNA BKIIIOYAKOT TECTHI U

BOIIPOCHI JJIA 3a4€Ta U CUTYallUOHHBIC 3a/la4u.

AxmueHvle memoobvl 06y1{eHZ/l}l, HCIIOJIB3YCMBIC Ha IIPAKTHYCCKHUX 3aHATHAX OUC-
HUITMHBI «I[GJIOHpOI/ISBOI[CTBO»I

AKTHBHBIE METObI BU/I

I/IMI/ITaHI/IOHHBIC HCUT'POBBIC
CUTYAaTUBHBIC U ITIPONU3BOJACTBCHHLIC 3a-

Taun

HHmepaKmueHble 06pa306ameﬂbeze mexHojocuu, Ucnojibyemole 6 aydumopﬂbzx
SAHAMUAX

[Ipu peanuzanuu IUCUUILTUHBL «/le10mpon3BOACTBO» OCHOBHOM 00pa3o-
BaTEJIbHOM MpPOrpaMMbl TOATOTOBKM OakKallaBpa HCIONB3YIOTCS HHTEP-
aKTUBHBbIE 00pa30BaTEIbHbIE TEXHOJOTHH, MOCKOJIbKY MHTEPAKTUBHOE OOyuyeHHE
— 3TO, MpeXIe BCEero, AUaIoroBoe oOydYeHHe, B XOJle KOTOpPOro oOcCy-
IIECTBIISICTCS B3AUMOACHCTBHE MEXAy OOydalolMMCS U MPENoaaBaTeeM, MEeXIY
caMHMH OOYyYalolUTUMHCS, B TOM YHCJIE C HCIOJb30BAaHHEM HWH(GOPMAIMOHHBIX
TEXHOJIOTUA M TEXHUYECKHUX CPENICTB.

JUis Jiydiiero yCBOGHMsSI MaTepualia MO JucuuIuidHe «/lernompounsBon-
CTBO» B pPAaMKax MPAKTUUYECKUX 3aHATUH MCIHOJIB3YIOTCS TaKUe METOAbl Kak:
pelieHre 3a1a4 B UHTEPAKTUBHOM (opme.
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Kpome

TOTO, B

mporecce

00yueHus

3aJIECTBOBAaHA TaKas

JTMAJIOTOBOTO 00YUYEHHUS KaK TECTUPOBAHUE OO0YyYarOIINXCA.

C

B pamxax
LHUIUIMHE «Jlenonpon3BoACTBOY

OIIMOKaMH,
BCIIOMOTaTeIbHBIE CPEJICTBA: MHTEPAKTUBHAS JIOCKA, KHUTH, BUJICOCTAN I U T.11.

pa3BUTHUA

B XOJI€ TPOBEICHUS

WHTEPAKTUBHBIX

pa3paboTaHbI
pa300poM KOHKPETHBIX CHUTYaIllMi, JICKIMS C 3apaHee 3arulaHuPOBAHHBIMHU
pa3iInyYHbIe

o0yueHust 1o

dbopmax:

hopm

JCKIIMK B

KOTOPBIX  HCIIOJB3YIOTCA

dbopma

JTC-
JIEKIIASA

5.2. YueOHO-MeTOAMYECKOE O0ecredeHue VISl CAMOCTOSITEJIbHOI padoThl 00Y-
YAIIMUXCS M0 JUCHHUILIMHE (MOYJII0)

Ne Ne Paznen yueOHOW AMCIUTLIIN- N Bcero
Bun camocrositensHOIM paboThI CTyIeHTa
m/m  |ceMecTpa HBI 4acoB
1 2 3 4 5
* npopaboTka yueGHOro Marepuaia (1o
Tema 1. Ucxoanbie moHATHUS Pop yeon P ( .
KOHCIIEKTaM JIEKLUH y4eOHO! 1 HayyHOH
1. 3 JIETIONIPOU3BOJICTBA 4
nuTeparype ocHoBHas (1,2) 1 JOMOTHU-
TenbHas autepatypa — (1,2,3)
* mpopaboTka yueOHOro MaTepuana (1o
Tema 2. T'ocynapcTBeHHOE pop yHebH P ( .
KOHCTIEKTaM JICKIH y4eOHOW 1 HayYHOU
peryiaupoBaHue paboThI €
2. 3 nuteparype ocHoBHas (1,2) 1 gOMOTHU- 6
JOKYMEHTaMHU
TenbHas nutepatypa — (1,2,3)
* pelIeHue 3a/1a4, YIPaKHEHUH;
* mpopaboTka yueOHOro Marepuana (1o
Tema 3. Ilonsitue, cyur- pop y o Up ( o
KOHCTIEKTaM JIKIUH y4eOHOH 1 HayuyHOH
HOCTb M CIIOCOOBI JOKYMEH-
3. 3 auTepaType ocHoBHas (1,2) ¥ TOTOTHH- 6
THPOBAHUS
TenpHas auteparypa — (1,2,3)
* MMOATOTOBKA K TECTUPOBAHUIO
* mpopaboTka yueOHOro MaTepuana (1o
Tema 4. CinyxeOHast pop it P ( .
KOHCIIEKTaM JICKIHI y4eOHOW 1 HayYyHOU
4. 3 JIOKyMEHTALHs. 6
nuteparype ocHoBHas (1,2) U gomoaHu-
tenapHas auteparypa — (1,2,3)
* mpopaboTka yueOHOro Marepuana (1o
Tewma 5. [lonstue, knaccudu- pop yHeon P ( .
KOHCIIEKTaM JIEKIUH y4eOHOH 1 HayqYHOU
Kalus, cocTaB u oopmIIeHHE
5. 3 auTepaTtype ocHoBHas (1,2) ¥ TOTOTHH- 6
PEKBHU3UTOB JOKYMEHTOB.
TenpHas auteparypa — (1,2,3)
biranku 1OKyMEHTOB
* npopaboTka yueGHOro Marepuaia (1o
Tema 6. [IpaBuia noAroToB- | KOHCHEKTaM JEKIHMHA yueOHOM U HaydHOU
6. 3 KM U COCTaBJICHUS OTAENIbHBIX | JIuTeparype ocHoBHas (1,2) u nononaHu- 6
BUJIOB JJOKYMEHTOB TespbHas auteparypa — (1,2,3)
* O3HaKOMJIEHHE ¢ (hOpMaMH JOrOBOPOB
* mpopaboTka yueOHOro Marepuana (1o
KOHCIIEKTaM JIEKIIMH yueOHOU 1 HayuyHOU
Tewma 7. OOmias xapakTepu-
auTepaTtype ocHoBHas (1,2) ¥ TOTOTHH-
7. 3 CTHKa JOKyMEHTO000pOTa 6

TenpHas auteparypa — (1,2,3)
* peleHue 3a1a4, YIpaXHeHUH;
* OATOTOBKA K TECTUPOBAHUIO
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Tema 8. OcobenHOCTH
COCTABJICHHS IOTOBOPOB U HX

* mpopaboTka yueOHOro Marepuana (1mo
KOHCIIEKTaM JIEKIIMH yueOHOI U HayuyHOU

8. OTpa)KeHHE B OyXraJlTepcKOM | JuTeparype ocHoBHas (1,2) 1 JOMOTHU- 6
ydete. CocTaBlieHHE OTOBO- | TenbHas auteparypa — (1,2,3)
POB IIOCTaBKU U NOJpsiia
Tema 9. Peructparus * mpopaboTka yueOHOro MaTepuana (1o
9 JOKYMEHTOB M OpTaHM3alisi | KOHCIEKTaM JIEKLUH yueOHO! U Hay4HOI
) nH(GOPMaIIMOHHO- CIIPaBOY- nuteparype ocHoBHas (1,2) 1 gOMOTHU- 6
HOM paboThI TenbHas nutepatypa — (1,2,3)
* IOATOTOBKA K 3a4eTy
** MpopaboTKa yuyeOHOro Matepuaia (1o
10 Tema 10. JlokyMeHTaNbHBIN KOHCIIEKTaM JIEKIIMH y4eOHOW 1 HayYyHOU
' (hoHT OpraHU3aIH auTepaType ocHoBHas (1,2) ¥ TOMOTHH- 6
TenbHas autepatypa — (1,2,3)
* IOJITOTOBKA K 3a4eTy
Bcero 60

6. ®oH OLEHOYHBIX CPEACTB JJIA NMPOBEJACHUS MPOMEKYTOYHON ATTeCTALNH

oﬁyqamnmxcn no JTUCIMIIIMHE

6.1.Hacn0pT KOMILJICKTAa OIICHOYHBIX CPEACTB IO IUCHUIIINHE
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HPEIMET (bl) ONEHMBAHUWA

OBBEKT (OLIEHUBAHMUST)

no-
KA3ATE-

Jn
OLIEHKH

OK-6 criocoOHOCTBIO K camoopra-
HU3AIMH ¥ CaMO00Pa30BaHUIO

OIIK-1 BiageHueM HaBBIKAMU
MOKCKA, aHAJIN3a U UCITOJIb30BaHUs
HOPMAaTHBHBIX u MPaBOBBIX

JIOKYMEHTOB B CBOeH mpodeccro-
HaJILHOU JIesITeIbHOCTHU

OIIK-4  crmocoOHOCTBIO  OCY-
IIECTBIIATh JEJIO0BOC OOIIEHHE U
MyOJIWYHBIE BBICTYIUICHUS, BECTH
MEPEeTOBOPBI,  COBEIIAHUS, OCY-
MIECTBIIAThH JIETOBYIO TIEPETUCKY U
MOIICPIKUBATH ANEKTPOHHBIE
KOMMYHUKAIIH

IIK-8 BimamenueM  HaBBIKAMH
JTIOKYMEHTAIBHOTO  O(hOPMIICHHS
pelIeHri B YIPaBJICHUU OMepaI-
OHHOM (TIPOM3BOJICTBEHHOW) JIesl-

TEJIBHOCTM  OpPraHM3aluid  IIpU
BHEAPECHUU TEXHOJIOTHUYECKUX,
IIPONYKTOBBIX WHHOBAlUi  WIH

OpraHU3allMOHHBIX U3MEHEHU I
IIK-11 BrageHneM HaBLIKAMH aHa-
nu3a uHpopManuu o QPyHKIIMOHH-
POBaHMU CHUCTEMBI BHYTPEHHETO
JIOKYMEHTO000pOoTa OpraHu3aIii,
BeJleHUsI 0a3 JaHHBIX TO Pa3ind-
HBIM TIOKa3aTelsM U (opmupoBa-
HUsI “HPOPMALIMOHHOTO obecreye-
HUS YYaCTHMKOB OpraHU3alllOH-
HBIX TIPOEKTOB;

BHamp: TOCYIApCTBEHHOE pEryJIMpPOBaHHE pa-
0OTBI C JOKYMEHTaMH; MpaBHJa MOJTOTOBKH U
oopmiteHust JIOKYMEHTOB; OpraHu3aIlHIo
ITOKYMEHTO000pOTa;  TpaBWJIa  PETUCTPAILNH
JIOKYMCHTOB; OpraHM3alilii0 KOHTPOJISA HCIIOJIHCH
HUSI JIOKYMEHTOB; TpeOOBaHUS K JOKYMCHTAIIb-
HOMY (DOHIY OpraHHU3aIHiA.

ymems:  CBOOOJHO OpPUEHTHPOBATHCS B

BAKOHOJATENBCTBE M B WHBIX HOPMAaTUBHBIX
[IPaBOBBIX aKTaX, PETryJIMPYIOIIUX BOIPOCHI
CO3JaHus, JBUKEHUS u XpaHEHUs

ITOKyMEHTOB; MPAaBWJIBHO O(QOPMIIATH JTOKYMEH-
TBI.

61a0emsp: HABLIKAMH IHCHLMEHHOW IIEI0BOM
KOMMYHI/IKaLII/II/I; HaBbIKAMH pa6OTLI C ILOKYMGH-
TaMH.

Pe3yabTartsl
BBINOJTHEHHSA
TEeCTOBBIX 3a/1a-
HMii, padoTa

Ha NpaKTHYe-
CKHX 3aHATH-
X, yyacTHe B
rPyNnoBoii quc-
KYyCCHH, COOT-
BETCTBYIOLIHE
MOJIOJKHTEJIb-
HbIM KpHTepH-
SIM TeKyLIero u
MPOMEXKYTOY-
HOI'0 KOHTPOJISI
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6.2. KoMIu1eKT OLIEHOYHBIX CPEACTB

MPEJMET(bI) OHEHUBAHUS

OBBLEKT (OLIEHUBAHMSI)

KPUTEPUU OLIEH-
KN

OK-6 crnocoGHOCTBI0O K camo-
OpraHu3alMu U caMooOpa3oBa-
HUIO

OIIK-1 BiazeHueM HaBBIKAMU
MOKCKA, aHAJIN3a U MCIIOJIh30Ba-
HUSI HOPMATUBHBIX U TPABOBBIX
JTIOKyMEHTOB B CBoed mpodec-
CHOHAJIBHOMU AESITeTbHOCTU
OIIK-4 cnocoOHOCTBIO  OCY-
IIECTBIISATH JIETIOBOE OOIICHUE H
MyOJUYHBIC BBICTYIUICHUS, Be-
CTH TIEPErOBOPHI, COBEIIAHMUS,
OCYLIECTBJIATh JEJIOBYIO Iepe-
MMUCKY W TIOJJICPKUBATHh DJICK-
TPOHHBIC KOMMYHHUKAITUH

IIK-8 BimamenueM HaBBIKAMU
JOKYMEHTAIBHOTO O(OPMIICHHUS
peueHui B yIPaBICHUH Olepa-
MOHHOW (TIPOM3BOJICTBEHHOM)
JeSITeNIbHOCTU OpraHu3aruii
MpU BHEAPEHUH TEXHOJIOTUYE-
CKUX, TIPOTyKTOBBIX MHHOBAIINN

HJIN OpraHU3allMOHHBIX U3MCHC-

HUHN

BHamb: TOCYJAPCTBEHHOE PErYJIMPOBaHHUE Pa-
0OTHI C TOKYMEHTaMHU; TPABUJIA MOJTOTOBKH U
odopmiteHUS

JAOKYMCHTOB; OpTraHUu3aluIo

MOKYMEHT0000pOTa; TMpaBHja PETHUCTPaLny
TOKYMEHTOB; OpraHU3alli0 KOHTPOJIS UCIOJI
HEHHS OKYMEHTOB; TPeOOBaHUS K JOKYMEH-
TaJbHOMY (DOHIY OpraHu3aLuil.

ymemb: CBOOOJAHO  OPHEHTHPOBAaTbCA B
3aKOHOAATEILCTBE W B HHBIX HOPMATHB-
HBIX IPaBOBBIX

aKTax, peryJIupYyIOIIHX

BOIIPOCBI  CO3AaHHA, [ABWIXKCHUA W Xpa-

HEHHUs JOKYMEHTOB; IPABWIBHO O(QOPMIISATH
TOKYMEHTBL.

61a0emsb: HABBIKAMH ITMCHBMEHHOM JI€JIOBOM
KOMMYHUKAIUH;

HaBBIKAMH  pabOTHl  C

JTOKYMCHTaMHU.

IIpu yctHOM ompoce:
YeTKOe, JIOTHIHOE U
apryMEHTHPOBAHHOE H3-
JIO)KEHUE MaTepHajIoB HC-
TOYHUKOB, IPUBIICUCHNC
JIOTIOTHUTEIBHOTO MaTe-
puata, B TOM 4YHCIE U3
3apyOeKHBIX HCTOUHUKOB.
Ymenne GpopMyIupoBaTh
1 OTCTauBaTh CBOIO TOYKY
3peHus. Hanuuue tBOpuye-
ckoro. KagectBo
MOJITOTOBKH ITPE3eHTa-
LHH.

IIpu TecTupoBaHUN:

MIPOLIEHT BEPHBIX OTBETOB
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6.3. OueHka Ha NPAKTUYECKNX 3aHATUAX

IpeameT(bl) OLEHUBAHUSA

O0beKT(bl) OLeHUBAHUSA

IToxa3zarenu
U KPUTEPUH
OLIEHKH

OK-6 cniocoOHOCTBIO K CaMOOPTaHH-
3alliy U caMo00Opa30BaHUIO

OIIK-1 BnameHueM HaBBIKAMU IIOMC-
Ka, aHaJIM3a U UCIOJIb30BaHUs HOPMa-
TUBHBIX U TPABOBBIX JOKYMEHTOB B
cBOel TpoecCHOHATBHON JeaTelb-
HOCTH
OIIK-4 CIIOCOOHOCTBIO ocy-
HIECTBJIATH JIEIOBOE OOIIEeHNE U Mmy0-
JTUYHbIE BBICTYIUICHUS, BECTH IIe-

PEroBOpHI, COBEILIAHUS, ocy-
HIECTBJIATh JICJIOBYIO TIEPEMUCKY |

IoAACPIKUBATH JSJICKTPOHHBIE KOMMY-

HUKAIUU
IIK-8 BJIaJICHUEM HaBBLIKAMU
JIOKyMEHTAJIBHOTO odopMIICHHS

pelieHuii B yNnpaBJIeHUH OTEPAIMOH-
HOU (TIPOM3BOACTBEHHON) NESATENBHO-
CTH OpraHu3aluil Mpu BHEAPEHUU
TEXHOJIOTHYECKHUX, MPOJTYKTOBBIX WH-
HOBallUd WJIW  OpPTraHU3AIMOHHBIX
H3MEHEHHH

IIK-11 BiageHueM HaBBLIKAMH aHAJIU-
3a mHpOpPMaUK O (QPYHKIMOHUpPOBA-
HUU CHUCTEMBI BHYTPEHHETO TOKyMEH-
TOOOOpPOTa OpraHU3alf, BEACHUS
0a3 JaHHBIX 0 Pa3TUYHBIM TOKa3aTe-
nsM u (HOpMHUPOBaHHUS WH(POPMAITH-
OHHOTO 0OecCleueHnuss Yy4YaCTHUKOB

OpraHnu3allMOHHBIX IIPOCKTOB;

3Hamb: TOCYAApCTBECHHOE PETYJIHMPOBAHUC

paboThI c JIOKYMEHTaMU; npaBuiIa
ITOATOTOBKKH H O(GOPMIIEHUS JOKYMEHTOB;
OpraHU3alHi0 JOKYMEHTOO000pOTa; IpaBH-
JIa perucTpalyy JT0KyMEHTOB; OPraHU3aALMI0
KOHTPOJIS UCIIOJHEHHS JOKYMEHTOB; Tpe0o-
BaHWS K JOKYMEHTaJIbHOMY (OHIY OpraHH-
3aIlui.
ymemb: CBOOOTHO OpPHEHTHPOBATHCS B
3aKOHOJATCJILCTBE W B HWHBIX HOPMATUB-
HBIX ITPAaBOBBIX

aKTax, PperyJupyrolux

BOIIPOCHI CO31aHu4, JBYKCHUS u
XpaHEeHUs! JOKyMEHTOB; MPaBUIBHO O(opM-
JSTh TOKYMEHTBIL.

6/1a0emb: HABBIKAMH IIHCHBMEHHOM IEIOBOM
HaBBIKAMH

KOMMYHUKAIIUHN pa6OTBI C

JAOKYMCHTaMHU.

Kpurepuu onen-
KH:

- pETIeBaHTHOCTh
K mpo0eme;

- 000CHOBaH-
HOCTh

- KOMIUIEKC-
HOCTEB;

- peanu-

3YEMOCTb.
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6.4.

(I)OHII OLCHOYHBIX CPEACTB AJH IPOBCIACHUA HpOMe)KyTO‘IHOﬁ arrecra-

I oﬁyqammnxm no JuCHMIIJIMHE

IIpumepHbIi NepeYyeHb BONPOCOB K 3a4eTy

1.

I

10.

11

12.
13.

14.
15.
16.
17.

Jlenonpou3BOACTBO (JIOKYMEHTAIlMOHHOE OOECIEUEeHHE YIPaBICHUS) Kak
GyHKIMS yTpaBIeHUS, COBPEMEHHbIE TpeOOBaHUA K €ro OpraHU3allUu.
OCHOBHBIEC TEPMUHBI JIETONPOU3BOCTBA.

JIOKyMEHT, OCHOBHBIE MOHATHSI, QYHKIIMU U CIIOCOOBI JJOKYMEHTUPOBAHMUSI.
Nudopmanus u nokyment. Kiaccudukanus nokymeHTa.

DJIEKTPOHHBINA TOKYMEHT U JIOKYMEHTOOO0OPOT.

Ha3naueHue aBTOMATHU3UPOBAHHBIX CHUCTEM  YIIPABICHHS 3JIEKTPOHHBIM
JIOKyMEHTOOOOPOTOM.

OYHKIMOHAIIbHBIE BO3MOKHOCTH CHUCTEM SJIEKTPOHHOIO JIOKYMEHTO000-
pora

OCHOBHBIE CBOMCTBA CUCTEM 3JIEKTPOHHOIO IOKYMEHTOO00pOTa

CriocoObl onucaHusi TOKYMEHTa B CUCTEMAX 3JIEKTPOHHOTO JOKYMEHTO000-
pora?

MapuipyT 10KyMeHTa B CUCTEMax 3JIEKTPOHHOIO JIOKYMEHTOo00opoTa?

MeToabl MapIIpyTH3AIMU B CUCTEMAX 3JIEKTPOHHOTO TOKYMEHTO000poTa?

. Yuudukanmus W cTaHgapTU3alUs  KaK  OCHOBHOE  HarpaBlICHUE

COBEPILIEHCTBOBAHMS IOKYMEHTOB.

Cuctembl JOKyMEHTAIMH. Y HU(UIIUPOBAHHBIE CUCTEMBI JJOKYMEHTAIIH.
OOmue TpeboBaHUS K TEKCTy OOKyMeHTa. [lopsiiok HM370KeHHs TeKcTa
JOKyMEHTa. SI3bIK C1yKeOHBIX JOKYMEHTOB.

HopmaTtuHo-nipaBoBas 0a3a 1e10npon3BO/CTBaA.

XapakrepucTtuka, coctaB u coaepxkanue 'OCTa P 6.30-2003.

Cocras pexBuzutoB OPJl, mpaBuia ux ohopmiieHus.

Bunel 651aHKOB JOKYMEHTOB, UX Xapakrepuctuka. [IpaBuia odopmiienus,

HU3TOTOBJICHUA, yqéTa, HCIIOJIB30BAHUS U XPAHCHUA OJIaHKOB OopraHu3anmnu.
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18.
19.

20.

21.

22.

23.

24.

25.

26.
27.

28.
29.
30.
31.

32.
33.

34.
35.

IOpuanyeckas cuna JOKYMEHTOB.

XapakTepucTUKa M COCTaB OPraHMU3allMOHHO-IIPABOBBIX JOKYMEHTOB:
TpeOOBAaHUSI K COCTABIICHUIO U O(DOPMIICHHIO.

XapakTeprucTUKa U COCTaB PacCHOPSAUTEIbHBIX JOKYMEHTOB: TpeOOBaHUSA K
COCTABJICHHUIO U OPOPMIICHHUIO.

XapakTepucTuka M COCTaB HMH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB:
TpeOOBaHMs K COCTABICHUIO U 0(OPMIIEHHIO.

Pa3paboTka qokymeHTaIMK, OTpakarolie prUHaAaHCOBO-XO35UCTBEHHYIO JIe-
ATEIBbHOCTh OPTaHU3ALUY.

Pa3paboTka nOKyMEHTallMu, OTpa)karolledl KOMMEPYECKYIO JEATEIbHOCTh
OpraHu3alHH

JlokyMeHTHpOoBaHUE padbOTHI ¢ nepcoHanoM. KoMiuieke kaapoBoi TOKyMEH-
TallUU.

YHudunrpoBanHubie GOpMbl IEPBUYHON YUETHOM JOKYMEHTALMH 10 YUETY
TpyZAa u ero oriarsl. O0mue npaBuia opOpMIIEHUS PUKA30B O JINYHOMY
COCTaBY.

TpynoBo# JOTOBOpP: COAEPKAHUE U TOPSIAOK 3aKIIFOYEHHUS.

Oco0GeHHOCTH JOKYMEHTHUPOBAHUS ATAllOB TPYJIOBOW JEATEIBHOCTH padoT-
HUKA: MPUEM, NEPEBOJ, OTIYCK, KOMAHIUPOBKA, YBOJIbHEHUE, OOLIPEHHE,
JUCUUIUTMHAPHOE B3bICKAHUE.

TpynoBast KHMXKKA: MpaBuUiia BeIEHUS U 0)OPMIICHUS.

OdopmileHHe 1 BeJIeHNE TUYHON KAPTOUYKHU U JIMYHBIX JEII.

[Tpouecc 3amuThl NpoecCUOHANbHBIX JaHHBIX B KaAPOBOU CIIyXkO0e.

3anauu ¥ PyHKIUHU KaapoBOU ciay»kObl. OpraHu3alMoHHas CTPyKTypa Kaj-
POBOI1 CITYKOBI.

[TpunLMIEI ¥ HOPMBI OPraHU3ALNU JEJIONPOU3BOACTBA HA IPETPUITUH.
Cnyx0a TOKyMEHTAallMOHHOTO 0OecreueHns ynpaBieHus: QyHKIUH, CTPYK-
Typa, TOKHOCTHOM COCTAB.

[ToHsiTHE, MPUHLIKIIBI U XapaKTEPUCTUKU TOKYMEHTOO00pOTa

OCHOBHBI€ 3Tallbl JJOKYMEHTO000POTA.
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OuennBanue 00y4arwIierocss Ha IK3aMeHe

Ouenka
OuneHka (HAUMOHAIb- “
(pyOe:kHBbIH TpeOoBaHMsl K 3HAHUSIM
Hasl, NATHOANIbHAS) o
peiTHHI)

5,

«OTJIIUYHO»

BCECTOPOHHEE CUCTEMAaTUYECKOE U IIyOOKOe 3Ha-
HUE IPOrPaMMHOTO MaTepuana;

3HaHHE COBPEMEHHOW y4eOHOM 1 Hay4yHOU TuTepa-
TYPpBL,

CHOCOOHOCTH TBOPYECKH NMPUMEHSTh 3HAHHE TEO-
pUH K peUIeHHO MPOodeCCHOHATBHBIX 3a/1a4;
BJIa/IeHUE TIOHATUHHBIM aIllapaToMm;

CTIIOCOOHOCTH K aHAIM3Y M COTIOCTABICHHIO pa3-
JIMYHBIX TIOJIXOJI0B K PELICHHIO 3asBJICHHON B
owiere nMpoOJEeMaTHKH.

4,

«XOpOILIO»

TBEPOE 3HAHUE MPOrPaMMHOI0 MaTepUaa;
3HaHHWE OCHOBHOM M HanboJiee BaKHOM JOMOIHU-
TEJNBHOM JINTEPATYPHI;

CIOCOOHOCTH MPUMEHSATH 3HAHHE TEOPHUH K perie-
HUIO 33/1a4 IPO(heCCHOHAILHOTO XapakTepa.

3,

«YOOBJICTBOPHUTCIIBHO»

3HaHUE MMPOrPaMMHOTO MaTepuana B 00bEMe, He-
00X0IUMOM JIsI TIpEeICTOSIIEH paboThI IO MPO-
dbeccun;

3HaHHUE OCHOBHOM JTUTEPaTYpHI,

BO3MOXHOCTHh HAJIMYUA HOFpeIHHOCTef/'I B OTBETC Ha
BOIPOCHI SK3aMEHALIMOHHOTO OuIIeTa.

2,

«HEYOOBJICTBOPUTEIILHO»

3HAYUTCIBHBIC HpO6€J’II)I B 3HAaHHUSIX OCHOBHOI'O
IporpaMMHOTO MaTCpualia;

IMPUHIUITHAJIBHBIC OIIMOKY B OTBETE HA BOITPOCEHI
9K3aMCHAIIlMUOHHOT'O 6I/IJ'ICTa;

® HCE3HAHUC TCOPUHU U MMPAKTHUKU HpeHMCTHOﬁ

o0Jacry.

7. IlepeyeHb OCHOBHOW W JONOJHUTEJbHON y4eOHOW JHUTepaTypbl, He00OXO-

JUMOM JJI1 OCBOCHHUS THCIUIINHEI

7.1. OcHoBHas yyeOHAasl JIUTEPATypa
1.IllyBanosa, H. H. OCHOBBI 1€10NTPOU3BO/ICTBA : YUEOHUK U MPAKTUKYM IS

CIIO / H. H. IllyBanona, A. FO. MBanoBa ; nmox o6m. pexa. H. H. IllyBanopoii. M. :

NznatensctBo KOpaiit, 2017. 375 c. - (Cepus : [IpodeccuonanpHoe oOpazoBaHue).

2.1lyBanosa, H. H. OcHoBBI

JEJIONPOU3BOACTBA.  SI3BIK  CIIy’)keOHOTO

JOKYMEHTA : Y4eOHUK M MPaKTHKyM I akajemudeckoro OakamaBpuarta / H. H.
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[lyBamoBa, A. 0. MBanoBa ; mox o6m. pen. H. H. llysamoBoit. - M. : U3-
natenbcTBO FOpaiit, 2017. - 375 c. - (Cepus : bakanaBp. AkageMHUUeCKUl Kypc).

7.2. JlonoIHUTE/IbHAS JIATEPATYpPa
1.Konbimkuna, T. B. JlenoBbie KOMMYHHUKAIIMH, JOKYMEHTOOOOPOT U JENO-

MIPOU3BOJICTBO: yueOHOE nmocodue /i npukiaanoro 6akanaspuara / T. b. Kosnbi-
kuHa, U. B. lllyctuna. - 2-e u3a., ucnp. u goi. - M. : U3narensctBo FOpaiit, 2017.
- 164 c.- (Cepus : bakanasp. [IpukianHoit kypc).

2.KysnenoB, MW. H.JlokymeHTalMOHHOE OOECIIEUCHUE  yIpaBJICHUS.
JIOKyME@HTOOOOpOT | JISTOTPOU3BOICTBO: YUCOHUK U MPAKTUKYM JJIs TIPUKIIAIHO-
ro OakamaBpuara / M. H. Kysnenos. -3-e u3zn., mepepadb. u gom. - M. : U3-
natenbcTBO FOpaiit, 2017. - 461 c. - (Cepus : bakanasp. [IpuknagHoii Kypc).

3.IlyBanoBa, H. H. Opranuzamus 1 TEXHOIOTUS TOKYMEHTAlMOHHOTO 00ec-
MEYEHUs]  YNpaBJICHUS: Y4YEOHUK UM  TPaKTHUKyM Uil  aKaJeMHUYECKOro
OakanaBpuara / H. H. lllyBanosa. - M. : U3gatensctBo IOpaiit, 2017. - 221 c. -

(Cepus : bakanaBp. AkaeMHUUECKHUI KypC).

8. Meroanueckne ykazaHus JJis1 00y4aroIMXCs M0 OCBOCHUIO TUCHUILINHbI
J1J1s1 TIOBBITIICHHUS Ka4eCTBA MOJATOTOBKH M OIICHKH TOJTYYCHHBIX 3HAHUN YacTh
MPAKTUYCCKUX 3aHATHH INITAHUPYETCS MPOBOJIUTH B KOMIIBIOTEPHOM KJIacce C HC-
roJjib3oBanreM koMmnoHeHToB Microsoft Office 2007, 2008, 2010: Word, Excel,
Access, PowerPoint, Visio, 1C: Ilpeanpusitue.

OOyueHue 1o JUCHMIUIMHE «JleTonpon3BOACTBOY» NPEANOIAraeT U3y4yeHue
Kypca Ha ayJJUTOPHBIX 3aHATUSAX U B XOJI€ CAMOCTOSITENIbHOW padOThl. Ay IUTOPHBIE
3aHATHUS NMPOXOJAT B (popMe JIeKIHii, ceMuHapoB. CamocTosTenpHas paboTa BKIIO-

YyaeT pa3HOOOpa3HbI KOMIUIEKC BUAOB U (POopM pabOThl 00yUaIOIIUXCS.
22



JIns ycnemHoro OCBOCHUSI COAEPKaHUsI TUCIHUIUIMHBI U IOCTHXKEHUS TTIOCTAB-
JICHHBIX 1IeJiell HEe0OXOJMMO IO3HAKOMHUTBCS CO CIEAYIONUMHU JOKYMEHTaMU:
BBEIITMCKON M3 YUEeOHOro IJIaHa II0 JaHHOW JWCIUIUINHE, OCHOBHBIMU ITOJIOKEHH -
sMu pabodeil mporpaMMbl TUCIUILIAHEI, KaJleHIApPHO-TEMATHIECKUM TUIAHOM JTHC-
UMIUIMHBL. JIaHHBIA MaTepuan MOXET MPEACTaBUTh NPENOAABATEIb HA BBOJIHOMU
JEKIIMU WM CAMOCTOSITEIbHO OOYyYarolMiiCs HCMOJb3yeT JaHHbIE JIOKaJbHOU
nH()OPMAIIMOHHO-0MOIMOTeYHON cucTeMbl MHCTHTYTA.

Crnenyer oOpaTUTh BHUMAaHHE Ha CIIMCOK OCHOBHOW M JOTOJHUTEIBHOM JIM-
TEpaTyphl, KOTOpas UMEETCS B JIOKAJbHONH HH(POPMAIMOHHO-OUOIMOTEYHON CH-
creme MHcTUTYyTa, HA TIpeaiaraeMbie MpenojaBaTeieM pecypchl HGOPMAIIMOHHO-
TEJIEKOMMYHUKAIMOHHON ceTn «MHTepHeT». DT1a MHpopManus HeoOXoauma s
CaMOCTOATEITLHOM pab0Thl 00YyJArOIIETOCH.

[Ipy moAroToBKE K ayAUTOPHBIM 3aHITHSIM HEOOXOIUMO MOMHUTH OCOOEHHO-
CTHU KaXJI0M (DOPMBI €ro MpOBEICHUS.

IToaroroBka K Jeknuu
C uenpro obecrieyeHus yCIenHoro 00y4eHus: 00y4yaroIuiics JOJKEH TOTOBUTHCS
K JIEKIIMH, TIOCKOJIBKY OHA SBJISIETCS BaXKHEHIIeH GopMoil opranu3aiuy yaeOHOTO
npouecca, NOCKOJIbKY:
® 3HAKOMUT C HOBBIM yUY€OHBIM MAaTEPHAIIOM;
® pa3bACHAET YUeOHBIC DJIEMEHTHI, TPYAHBIC J1JIs IOHUMAHUS;
® CHUCTEMaTU3UPYET YUeOHBIN MaTepual;
® OpPHUEHTHUPYET B YYEOHOM IpoIiecce.
C aT10i1 11eMBI0:
® BHHMMATEJbHO MPOUYUTANTE MaTEpUal MPEAbIAYIIEH JEKIUU;
® 03HAaKOMbBTECHh C YYEOHBIM MAaTEPHAJIOM [0 YUYEOHUKY U YUYEOHBIM IMOCOOUSIM
C TEMOM NMPOYUTAHHOM JICKLINH;
® BHECHUTE JOIOJIHEHHS K MOJIYYCHHBIM PaHEE 3HAHUSM IO TEME JICKIUH Ha
MOJISIX JIEKIIMOHHOW TETPAJIH;

¢ 3aIIMIIUTC BO3MOKHBIC BOIIPOCHI, KOTOPBIC BBl 3aaIUTC JICKTOPY Ha JICKIINH
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10 MaTepuasy U3y4eHHO! JIEKINH;
® [IOCTaparlTeCh YSCHUTh MECTO U3YyUYaeMOM TEMBI B CBOEU NTOATOTOBKE;
® y3HaliTe TeMy NMPEACTOSIICH JIEKIUH (110 TEMATHYECKOMY TUIaHy, 110
uH(OpMAIUH JIEKTOpA) U 3aMUIITUTE HHPOPMAIINIO, KOTOPOU BBI BIIAJICETE
10 JAHHOMY BOIIPOCY.
IHoaroroBka Kk ceMUHAPCKUM (MPAKTUYECKHM) 3aHATHUAM
Crnenyer pa3yMHO OpPraHuM30BBIBATH PA0OTy MO MOATOTOBKE K CEMUHAPCKOMY
3aHATHIO. K Teme Kaxx1oro cemMuHapa Ja€Tcsi ONpeAeIEHHbIN IIaH, COCTOAIINN U3
HECKOJIBKUX BOIPOCOB, PEKOMEHIYETCS CIUCOK JINTEPATyphl, B TOM YHUCIE, U 00s-
3arenbHOM. PaboTy ciieyeT oprann3oBaTh B TaKOM MOCIIEIOBATEILHOCTH:
e [[pouTeHure peKOMEHIOBAHHBIX TJIaB U3 PA3JIMYHBIX YUEOHUKOB;
e O3HAaKOMJIEHHE C OCTAJIbHOW PEKOMEHJIOBAHHOM JIUTEPATypOil U3 00s3aTeNb-
HOT'O CIIMCKA;
e UTeHHe U aHaIN3 KaXXJ10r0 UICTOUYHHKA (JOKYMEHTA).
IIpexne Bcero, ciemayer O3HAKOMHUTHCA C METOJIMYECKUMHU YKa3aHUSMH K

KaKJIOMY CEMHUHApY.

[Ipu paboTe ¢ KakIpIM JOKYMEHTOM HaJI0 OTBETUTH JJIsl ce0sl Ha CIIEAYIOIINE BOPOCHI:

KTo aBTOp MOKyMeHTa?

Kakoe MecTo 3TH aBTOPBI 3aHUMAaIH B 00IIeCTBE?

e Kak MBI JOJKHBI OTHOCHUTBCSI K €r0 CBUJETEIbCTBAM, KAKOW paKypc OLIEHKU

COOBITHI OH TIPEACTABIISI?

KakoBbI MpUYMHBI PA3IMYHOTO OTHOIIEHHS] COBPEMEHHUKOB K COOBITUSM?

CrnenyeT ysSCHUTH 3HAUEHUE TE€X apXaWYHBIX U HE3HAKOMBIX TEPMHUHOB, YTO
BCTPEUAIOTCS B TEKCTE.

BriBosibI U3 aHAIM3a JOKYMEHTA JIOJKHBI JIETAThCSI CAMOCTOSITENIbHO: XOTS B
HMCTOPUYECKON HayKe HE ClIeyeT MpeHeOperaTh aBTOPUTETOM 3HAMEHUTHIX aBTO-
POB, HO CIIEyeT MMOMHUTh, YTO HE BCE HAyUHbIEC MOJIOKEHUS SBISIOTCS Oeccrop-
HOM ucTuHOM. Kputnueckoe otHomeHne (KOHEYHO, 00yMaHHOE) sBIIAE€TCA 00s3a-

TCJIBbHBIM 3JICMCHTOM H&y‘lHOﬁ aHAJIUTUYECKOM pa6OTBI.
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[ToaroTroBbpTe OTBETHI HA KaX bl BONPOC Iu1aHa. Kaxioe nonoxxeHue oTera
noaTBepxkaaeTcs (ecau ¢popMa CeMHUHapa 3TO MPEILyCMaTPUBAET) BBIACPIKKON U3
nokyMeHTa. [loaroToBKy ciietyeT oTpa3uTh B BUE IJIaHA B CIICLIMAIIBHOW TETpaau
MOATOTOBKHU K CEMUHApaM.

CrnemyeT nmpoayMaTh OTBETHI HA TaK Ha3bIBa€MbIE «ITPOOJIEMHO-IOTUYECKHUE)
3ananud. Kaxaoe u3 3Tux 3alaHuid CBA3aHO ¢ pabOTOM MO CPAaBHEHUIO PA3IMYHBIX
UCTOPUYECKUX SBJIICHUM, 000OCHOBAaHUEM KaKOro-Iu00 Te3uca, paCKphITUEM COJIEP-
KaHUS ONpeAeIEHHOTO MOHATUA. VX clienyeT mpoaymarh, a Te, KOTOPbIE YKa3aHbl
Mperno/iaBaTesieM, MOKHO BBITIOJTHUTH KaK KPaTKyI0 MUCBMEHHYIO paboTy Ha OJi-
HOM - IByX T€TPaJHbIX CTPAHUUYKAX.

Ecnu npenonaBaTeneM mopydyeHO MOATOTOBUTH JOKJIAJ WJIM COOOIIEHHUE IO
KaKOW-TO YKa3aHHOW T€Me, TO OH TOTOBUTCS U B MMCbMEHHOW U B yCTHOU (popme (B
pacuete Ha 5-7 MuHyT cooOieHus). [Tocne 3Toro oH J0/KeH ObITh Ha CeMUHApe
00CYXJI€H Ha MPEIMET MOJTHOTHI, TIIYOMHBI PACKPBITUS TEMbI, CAMOCTOSITEILHOCTH
BBIBOJIOB, JIOTUKH PA3BUTHS MBICIIH.

Ha cemuHapckom 3aHSTUM NpPUBETCTBYETCS Jr0o0as ¢opma BOBICUEHHOCTHU:
y4JacTue B OOCYyKJCHUH, JIOMOJTHEHUS, KPUTHUKA - BCE, UTO MOMOraer Oojee moJi-
HOMY U SICHOMY ITOHUMAaHHUIO MPOOJIEMBI.

Pe3ynbTaThl paboTHl HA CEMUHApE MPENOAaBaTEIb OLICHUBAET U YUUTHIBACT B
XO0/I€ TIPOBEICHUS PyOEKHOTO KOHTPOJIS U IPOMEKYTOYHOM aTTECTAIIUN.

CamocrosiTenbHas padora

Jlist 6osiee yrityOJIeHHOTO U3YyUEHHS TEMBI 3a/IaHUS JIsl CAMOCTOSITEIbHOM pa-
00ThI PEKOMEHAYETCS BBIMOJIHAThH MAPAUIETBbHO C U3YYEHUEM JIaHHOW TEMBI. TIPH
BBITIOJTHEHUY 3aJaHUN 10 BO3MOXKHOCTH MCHOJIb3yHTE HArJISHOE TPECTABICHUE
Martepuana. 6osee moApoOHas HHGOPMAITUS O CAMOCTOSATEIHLHON paboTe MpeCTaB-
JieHa B pazzenax «Y4ueOHO-MEeTOJU4YecKoe 00ecreyeHue CaMOCTOsITEIbHONW pabOThI
0 AUCIUILINHE «JleT0nponu3BOICTBOY.

IHoaroroBka K 3a4ery.

K sx3ameHy He0OX0IMMO FOTOBUTCS 1I€JICHAPABICHHO, PETYJISPHO, CUCTEMA-

TUYECKHU U C MEPBBIX AHEH 0Oy4eHUs Mo AaHHOW nucuuriuivnHe. [lonbITKu OCBOUTH
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JUCLUIUIMHY B [IEPUOJT 3a4ETHO-IK3aMEHALMOHHOM CECCUM, KaK MPABUIIO, TTOKa3bI-
BAIOT HE CIUIIKOM YJIOBJIETBOPUTEIbHBIE PE3YJIbTATHI.

[Ipn moaroToBKE K 3K3aMEHYy OOpaTUTE BHUMAHUE Ha 3aIIUTY NPAKTUYECKUX
3aJIaHUil HA OCHOBE TEOPETUYECKOr0 MaTeprara.

[Ipu mOAroTOBKE K 3K3aMEHY MO TEOPETHUECKOW YaCTH BBIJIEIUTE B BOMPOCE
IJIaBHOE, CYLLECTBEHHOE (MOHATHSA, TPU3HAKH, KIACCU(DHUKALUU U TIP.), TPUBEIUTE
OpUMEpPBI, WITIOCTPUPYIOIINE TEOPETUUECKUE TTOJI0KEHUSI.

[Tocne mpeanoKeHHbIX YKa3aHUW y 00ydarouuxcs JOJKHO chopMUpoBaThCs
YeTKOe MpejcTaBlieHue 00 o0beMe M XapaKTepe 3HaHUW M YMEHUH, KOTOPBIMH
Hasio Oy/AeT OBIAJETh MO AUCLUILIIMHE.

MeTtoauyeckne yKazaHUsl K CAMOCTOATEJIbHOI padoTe M0 JUCHUIJIMHE
Icce
Hamnucanue scce — 3TO BapuaHT TBOPYECKOW pabOThI, B KOTOPOM MOJKHA OBITH
BBIPA)KEHA MO3UIIMS aBTOpA N0 U30paHHOMN TEME.
Occe — Mpo3anyecKoe COYMHEHHE HeOObIIOro o0bemMa U CBOOOJHONW KOMITO3UIUH,
TPaKTYIOLIee TEMY U IPEICTABIISAIONIEE MONBITKY MepeaaTh UHIUBHUAYyaIbHbIEC BIiE-
YaTICHUS U COOOpa)KEHUs, TaK UM MHAUe, C Hel CBA3aHHBIE.
AJITOPUTM BBITIOJIHEHHS 32/1aHUS:

e BpiOpaTh TeMy 3cce, eciIi OHa He 33JlaHa U3HAYaJIbHO.

e ChopmynupoBaTh IpeIMET aHAJIU3a B 3CCE WM UCXOAHBIE TE3UCHI.

e [IpaBuibHO mogo0OpaTh M 3((PEKTUBHO HCIOIB30BATH HEOOXOIUMBIE MCTOY-

HUKU (5KeJIaTeNIbHO, YTOOBI B UX YUCJIO BXOJUIU TEPBOMCTOYHUKH).

eKputnuecku npoaHaM3uPOBaTh pa3IHUHbIe (AKThl U OIICHUTHh UX UHTEPIPETALIHIO.
e ChopMynupoBaTb COOCTBEHHBIE CYXKJICHHSI M OLIEHKH, OCHOBAHHbBIE Ha

CBUJETENBCTBAX U TUIATEIIBHOM N3YYEHUU UCTOYHUKA.

Dcce TO0JKHO BKIIIOYATh CIEAYIOIINE YacTH, OTBEYAIOIIME ONPEEIIEHHBIM TpeOo-
BaHUSIM:
1. Kpatkoe cogepxaHnue, B KOTOpPOM HEOOXOAUMO:
1.1.9yeTko onpenenuTh TEMY U IPEAMET UCCIEIOBAHUS WM OCHOBHbBIE TE€3H-

CHI,
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2.
3.

4.

1.2.xpaTko onucath CTPYKTYpPY U JIOTUKY Pa3BUTHUS MaTepHUaa;

1.3.cpopmynupoBaTh OCHOBHBIC BHIBOJIBI.

OcHOBHas 4acTh 3CCE COAEPKUT OCHOBHBIE MOJIOKEHUS U apTyMEHTALUIO.

3aKI0YeHue, B KOTOPOM CIIETYET:

3.1.4eTKO BBIAECTUTD PE3YJIbTATHI UCCIEIOBAHUS U MTOJyYEHHBIE BHIBOIBL;

3.2.0003Ha4YUTh BOMPOCHI, KOTOPbI€ HE ObUIM PEILEHbI, U HOBBIE BOIPOCHI,
MOSIBUBIIIMECS B MPOIIECCE UCCIIEOBAHUS.

bubnuorpadusi.

[Tpu odopmienuu paboOThl HEOOXOIUMO TPUEPKUBATHCS TPEOOBAHMI K HaIUCA-

HUIO KYPCOBOM paboTHI.

IIpumepHas TemaTHka 3cce:

1.

Lenn u3yuyeHuss M 3a7ayu Kypca JAeJONpPOU3BOJICTBA, OMPEICICHHUE eN0-
MpOU3BOACTBA. POJIb JOKYMEHTAILIMOHHOIO 00ECIIEUEHUs B YIIPABICHUU.
KpaTkass xapakTepucTHKa MPUKA3HOTO, KOJJIEKCKOTO M HCIOJIHUTEIBLHOTO
JesonpousBoicTBa B Poccun.

HopmaTtuBHo-1ipaBoBoe obecriedeHne IeATeIbHOCTH CIIyKO JeI0npou3BOA-
CTBa, CTPYKTypa M COJAEpKaHME WHCTPYKUUHU IO JIEJIONPOU3BOJACTBY Ha
MPEIMPUITHH.

[lonsitue «mokymMeHT», ero ¢ynkiusa. Kraccuduxamuss JOKYMEHTOB IO
OCHOBHBIM ITPU3HAKaM.

[Tonsitue «pexkBu3uT». IlocTosiHHBIE U TIEPEMEHHBIE PEKBU3UTHI.
XapaKkTepucTUKa PEKBU3UTOB 3aroJIOBOYHOM 4YacTH JOKYMEHTa, UX Iepe-
YeHb U TpeOoBaHUS K 0(OPMIICHHUIO.

XapakTepucTUKa PEKBU3UTOB COJAEPIKATEIBbHON YaCTH TOKYMEHTA, UX Mepe-
YeHb U TpeOOoBaHUS K 0OPMIICHHUIO.

XapakTepucTuKa pEeKBU3UTOB OQOPMIIAIOIIECH YacTH JOKYMEHTa, UX Mepe-
4YeHb U TpeOOBaHUS K 0()OPMIICHHIO.

brnank nokymeHTa, BUABI OJIAHKOB OPraHU3al[MOHHO-PACHIOPSIUTENbHBIX

JOKYyMeHTOB. TpeboBaHus K OJlaHKaM, pa3Mepbl MoJIel OJIAHKOB.
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10.Opranu3aiiiOHHbIE JOKYMEHTHI, NX Ha3HAY€HUE U posib. OCHOBHBIE BUBI U
oO1rue npasmiia 0hOpMIICHHUS.

11.00mas xapakTepuCcTHKa JOKHOCTHOM MHCTpyKuuu. OnpeneneHue, CTpyk-
Typa Coiep>KaHus, MOPSIA0K OPOPMIICHUS U OCHOBHBIE PEKBU3UTHI JIOKYMECH-
Ta.

12.10tatHoe pacniucanue. OOIIas XapakTEpUCTUKA JOKyMeHTa; opMa HCHoJI-
HEHUS, CTPYKTypa COJEpKaHHUs, MOPSAIOK OQOPMIIEHUS U PEKBU3UTHI
JOKYyMEHTa.

13.PactiopsiguTenbHble JOKYMEHTBI, MX HAa3HAYEHHE W POJIb B YIPABICHUHU.
OcHOBHBIE BHJBI PACIOPSAUTENBHBIX JOKYMEHTOB M 0OIIKME TpaBuiIa
o opmIIeHHUS.

14.1Tpuka3 mo ocHOBHOM JesaTenbHOCTH. CTPYKTypa TEKCTa MpHUKas3a, MOPsSIoK
ero pa3paboTKu U npaBuia opopMiIeHUs peKBU3UTOB. Brinucka u3 npukasa.

15.Pacniopsixenue. CTpyKTypa TeKCTa, paBuiia 0hOopMIICHUS PEKBU3UTOB

Peghepam

Pedepar — popma HayuHO-HCCIIETOBATENBCKOM NIEATETLHOCTH, HAlpaBlIeHHAs Ha
pa3BUTHE HAYYHOTO MBIIUICHUS, HA (POPMUPOBAHUE TTO3HABATEIHHON JICSITEIHHO-
CTHU TIO MPEIMETY Yepe3 KOMIUIEKC B3aUMOCBSI3aHHBIX METOJIOB MCCIICIOBAHUS, Ha
caMm000pa30oBaHNEe U TBOPUECKYIO IEATEITLHOCTD.

Kakue 3adauu pewraem nannas ¢opma HaydHO-HCCIIEIOBATEIILCKON JEATEIbHO-
ctu?

PaCHII/IpHeT 3HaHMUs 110 O6HII/IM M 9aCTHBIM BOIIpOCaM IIPCAMCTA.

CnocobcTByeT (POPMUPOBAHUIO YMEHUW U HABBIKOB CAMOCTOATEIBHON HCCIENOo-
BaTEJIbCKOM pabOThI; 3aKiIaAbIBacT 06a3y sl HAYYHOT'O MCCieIoBaHus B mpodeccu-
OHAJILHOM 00JIaCTH U T.]I.

ConetictByet popMupoBaHuto OuOIMOrpaPuIecKux 3HaHUN U YMEHHUI.

dopMmupyeT HaBbIK 0DOPMIICHHS] HAYYHBIX PaboT.
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Kakue MOXHO BBIIEIUTD IMansl u Memoobl UCC1€006aHUA B Pa3pabOTKe TEMBbI?
N3ydeHue nureparypsl o TEMe.

O060CHOBaHNE aKTYaTbHOCTH TEMBI.

[TonGop Matepuana Jjist HaNUCaHUs OCHOBHOM yacTu pedepara.

Bolnenenre BOpocoB, MpeuiaraéMbIxX sl SMIUPUYECKOr0 UCCIEIOBaHUS.
[TonGop mmtrocTpaTUBHOrO MaTepuaia no teMme pedepara (eciau Tpedyer HeoOXo-
JTMMOCTH HUCCIICIOBAHUS).

Omnpenenenue pe3ybTaToOB UCCICAOBAHMS.

Pedepatbl MOTYyT HOCUT Kak TEOPETUUECKUH, TaK U IPAKTUUECKUN XapaKTep.
Kakue BO3MOXHO NMPeIOKUTh PEKOMEHAALINY IPU 3auiume peghepama?

Bpewms oTrBenénHoe Ha 3ammty pedepaTa HE JOJKHO mpeBbimaTh 15 munyt. Crona
BXOJIUT HE TOJIbKO M3JI0’KeHHE UH(OPMAIIMU aTTECTyeMbIM, HO ¥ BOTIPOCHI, 3aaBa-
€MbI€ BBICTYIAIOIIUM.

BrIcTymuieHHe 3aKII04aeTcsl B U3JI0KEHUU CIEAYIOIIMX MOMEHTOB: aKTyaJbHOCTH
TE€Mbl, OCHOBHBIE TECOPETHUECKHE BBIKIIAJKH, BBIBOJALI MO padoTre. BricTyrieHue
JIOJI’KHO COMPOBOXKIATHCS HATJIATHBIM MaTEPHUATIOM (TIPE3CHTAIIHS).

Ouenugaemcsa paboTa 10 CIEAYIOLUM KPUTEPHUIM:

AKTyalbHOCTh TEMBI UCCIIEOBAHUS.

Xapakrep H3JI0KEHHMs] MaTepualia: Hay4YHOCTb, JOCTYIMHOCTb, MOCIEAOBaTElb-
HOCTb, SI3bIK U3JIOKEHUSI, BBI3bIBAET JIU MHTEPEC MPOUYUTAHHBIN MaTepuan u T.1.
Hanuune rpaduyeckux paboT, ux Ka4ecTBO (eciu TpedyeT HeoOXOAMMOCTh HCClie-
JIOBaHUA).

Hanuune wiimocTpaTUBHOTO Marepuaia, €ro COOTBETCTBHE TEMATHUKE MCCIIEI0Ba-
Hus (eciid TpedyeT He0OXOAUMOCTh UCCIIEAOBAHMS).

Odopmitenne pabOTHI.

KauecTBO 3a1IMThI: 3HAHWE MaTepHalia, UCIOJIb30BAHUE HAIJIAIHBIX MOCOOMI, OT-
BETHI Ha BOTIPOCHI.

Memoouueckue pekomeHnoayuu X TOATOTOBKE U opopMIIeHUIO pedepaToB.
[Ipuctynas K BBINIOJHEHHIO PabOTHl HEOOXOIUMO BHUMATEIHHO O3HAKOMHUTHCS C
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npeaaraeMoi TemMmaTukou. Micxo/is u3 coOOCTBEHHBIX MHTEPECOB, HATTUYMS JIUTEPA-
TYphl WJIM BO3MOXXHOCTH TIOJYYHTh €€ B OHMOIMOTEKEe, OOydaronIuics HOJIKEH
BBIOpPATH ISl pabOTHI OJTHY U3 PEKOMEHTYEMBIX TEM.

Paboras ¢ 6ubnuorpapuyeckuMu UCTOYHUKAMHU, CIETYET IOMHUTh, YTO MOYTH BO
BCEX KHHUTAX MMEETCSI CIHCOK JINTEPaTyphbl, KOTOPHINA JaeT MPEICTABICHUE O HaW-
0oJiee 3HaAYMMBIX pabOTax B COOTBETCTBYIOLIEH HAyYHOW OTpaciid. DTo obieryar
IIeJICHANIPABJICHHBIN TTOUCK JIUTEpaTyphl. [IpreMiieMbIM KOJUYECTBOM JIMTEPATYP-
HBIX UICTOYHUKOB MOKHO cuuTaTh 10 kuur. ['maBHOe A1 aBTOpa — MOKa3aTh, 4TO
OH 3HAKOM C BOXKHECHUIIMMH pabOTaMHM 10 JAHHOMY BOIIPOCY M CyMEJI Ha UX OCHOBE
BCECTOPOHHE PACKPBITh TEMY.

[IpocMOTpeB OCHOBHYIO JIUTEPATYPy, COCTABISETE TIaH pabOTHI.

Jlanpie mpucTymnaeTe K HalMCaHUIO YepHOBHKa paboThl. Paboty ¢ mutepatyp-
HBIMHU UCTOYHMKaMH HEOOXOJUMO MPOBOJAUTH B (hOpME KOHCTIEKTUPOBAHUS TEKCTa
CBOMIMH CJIOBaMH, a HE MepenuchiBaHueM ero. KoHcmekT mydie AenaTs Ha He0OIb-
[IMX JIMCTaX OyMard U Ha OJMH JIUCT IHUCAaTh TOJBKO T€ MaTepuajbl, KOTOPHIE OT-
HOCATCS K OJJHOMY MYHKTY rjiaHa. [lo Bompocam, KOTOpBIE BBI3BIBAIOT 3aTPY/IHE-
HUSL HEOOXOAWMO TPOBOJUTH WHANBUAYATbHYIO KOHCYJBTAIMIO C TIpernoja-
BatesieM. OTpaboTaB THIATEIBHO YEPHOBUK, MPUCTYIIaeTe K OPOPMIICHUIO PabOTHI
Ha YUCTO.

Pabota He nomxHa ObITh 00BeMHON (15 mewatHbix crpanun). [Ipu opopmuenun
paboThl HEOOXOAMMO TPHUACPKUBATHCS TPEOOBAHHMI K HAMMKMCAHWIO KypCOBOW pa-

OOTHI.

IIpumepHas TemaTuka pedepatos:
1. HopmatuBHOE peryaupoBaHUE JOKYMEHTOB U JIEJIONPOU3BOJICTBA.
2. YnpapneH4yeckas JOKYMEHTAIMsl KaK COCTaBHAs 4acTh MH(POPMAIMOHHBIX
pecypcoB.
3. JlokymMeHTHUpOBaHHE YIPABICHUECKOW ICATEIBHOCTU (CPEICTBA, CHOCOOBI,

MpOLIECTYPHI).
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4. JIOKyMEHTHpPOBAaHHE OPraHU3ALMOHHO-IIPABOBOM NIESATENBHOCTH (COCTaB
OpraHU3alMOHHO-IIPABOBBIX JIOKYMEHTOB, IIPOLIEAYPA X TOATOTOBKH).

5. ABtromMaruzanus opucHoi nesrenbHocTH: Microsoft Office u OpenOffice.

6. Oduc n aBTomaru3aius 0hUCHOMN AEeITEITLHOCTH

7. ObocHOBaHWE HEOOXOAUMOCTH TMepexoja K 0e30yMakHOM TeXHOJIOTHUU
yIpaBJICHUS.

8. OcHOBHBIE MPEeUMYIIECTBA O€30yMaKHON TEXHOJIOTHUHU.

9. HenoctaTku ucnosib30BaHus 0€30yMaKHON TEXHOJIOTHH.

10.Metompl 1 cpecTBa OpraHU3aIuu 0€30yMakHOW TEXHOJIOTUN YIIPABICHHUS.

11.Konnenmuu npuMeHeHus: 6e30yMa>KkHON TEXHOJIOTHH.

12.5InoHcKas1, aMmepuKaHCKas U €BpOINeiicKas CUCTEMbl aBTOMATH3alUU Oduc-
HOU JeSATEIbHOCTU NPEIIPUSATHUS.

13.00ecneuenue 6e3omacHOCTH MH(GOpPMAIIMU HA HauOoJiee YSI3BUMbBIX ydacT-
Kax 0(pUCHOU NeSITENHbHOCTH

14.ABToMaru3anus paboThl noJib3oBaress B cpene MS Office

15.1IpuHLHMITBI OpraHU3alKy JOKYMEHTO000pOTa

16.Cuctema aBromaTuzanuu 1oKymeHToooopora 9CKA 1O

Moknao
Jlokimam — 3TO BUJT CAaMOCTOSITEIIbHON PabOThI, 3aKITIOYAIOIINUNCS B pa3paboTKe 00y-
YJAIONTUMUCS TEMbl HA OCHOBE W3YUYCHHS JIMTEPATypPhl U Pa3BEPHYTOM ITyOJIUIHOM
COOOIICHUH MO JaHHOU mpodieMe.
OTau4uTeIbHBIMU MTPU3HAKAMH JOKJIaa SIBISIOTCS:
e [iepenaya B ycTHOU popMe uHpopmanuu;
e MyOJIWYHBIN XapaKTep BBICTYIUICHUS; — CTHJICBasi OJHOPOIHOCTD JOKJIa/a;
e yeTkue GOPMYIHPOBKU U COTPYIHUUECTBO JIOKJIATUUKA U ayIUTOPUH;
e yMEHHE B CXKaToi (opMe H3JIOKUTh KIFOUYEBBIC MOJIOKEHUS HCCIETYEMOTO
BOIIPOCA M CJICJIaTh BHIBOJIBI.
B xome camocTosTENhHOM MOATOTOBKHA K CEMUHAPCKUAM 3aHATHSIM, OCOOEHHO

10 TYMaHWUTAapHbIM JIUCIUIIJIMHAM, O6y‘{aIOI]_[I/IMC$[ MOJKCT MCIIOJIb30BAaThCA, K IIPHU-
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Mepy, TaK Ha3bIBAa€MbI METOJ] KOHTP(HAKTUUECKOTO MOJEIUPOBAHUS COOBITHH,

KOTOPBIM HAyyuT HX CaMOCTOSTEIbHO pPAaCCY’XJaTb O MHUHYBIIMX, a TaKxe

COBPCMCHHBIX CO6BITI/I$IX, IMOKaXXCT MOTHBBI IPUHATHA JIFOJIbMU pemeHHﬁ, IpHu4n-

HBI COBEPIIEHHBIX OMmMOO0K. Takas paboTa, B Ipoiiecce KOTOPOU MPUXOTUTCS CPaB-

HHBATb, COIIOCTABJIATHL, BBIABJIATH JIOTHYCCKHUE CBsA3HM WM OTHOIOCHUSA, IIPUMCHSATDH

MCTOJbI aHaJIN3a U CHUHTE3a, ITO3BOJIMT YCIICIIHO B I[aJIBHCfIHJGM IIOATOTOBHUTHCA K

mudpepeHITIPOBAaHHOMY 3aUeTy.

IIpumepHas TeMaTHKa J0KIA10B:

1.
2.

ABTOMaTH3aIus OPUCHOTO JOKYMEHTO000pOoTa

OpraHu3aliMoOHHO-TIPABOBBIE JIOKYMEHTBI, PETJIaMEHTUPYIOIIUE JIeATEIhb-
HOCTh TOApA3ACiCHUN U PpaOOTHUKOB (MOJOXKEHUS O MOJpa3IeNCHUsIX,
JIOJIKHOCTHBIE WHCTPYKITHH).

JIOKyMEHTHPOBAaHUE PACIIOPSIIUTEILHON JACATEIHPHOCTH B YCIOBHSX €IMHO-
Hadayms (COCTaB JOKYMEHTOB U MPOIIETypa UX TOATOTOBKH).
JIOKyMEHTHUpOBaHHUE 3aCeTaHUN KOJUIETHALHBIX OPTaHOB.
JIOKyMEHTHpPOBAaHUE PACTIOPSAAUTEIIBHON IEITEILHOCTH 10 YIIPABICHUIO TIC-
PCOHAJIOM.

JlokyMeHTBI, o0ecrieunBaroniie HHOOPMAIIMOHHBIH OOMEH MEXIY OpraHu-
3aIHSIMU, TIPEIITPUATHIMHU.

JlokymeHThI, oOecreunBaromue WHOOPMAIMOHHBIE OOMEH MEXIy IO/-
pa3zeneHUsIMHU, PYKOBOJCTBOM M paOOTHHUKAMHU.

Hcropust oTedecTBEHHON YHU(DUKAIIUY 1 CTaHAAPTU3AIUN JOKYMEHTOB.

FOCY,ZIapCTBGHHaH CUCTEMA NOKYMCHTAIIMOHHOI'O oOecneueHus YIIPpaBJICHUA.

10.TunoBass cucrema JTOKYMEHTAI[MOHHOTO OOECIEUYEHUSI U €€ OCHOBHBIE

KOMITIOHCHTHI.

11.Oprann3aninoHHO-IPaBOBbIE OCHOBBI (DYHKIIMOHUpOBaHUs ciayk0b1 [JOY.

12.1Tlytu coxpaiienust 00beMOB TOKYMEHTOO00OPOTA.

13.KOHTpOJIb HCTIOJIHEHUS] JOKYMEHTOB.

14. OcobenHocTu paboThl ¢ KOHPUACHIIMAIBHON HH(DOpMALUE.
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15.1lepcnekTUBbl 1 BO3MOKHOCTH BEAOMCTBEHHOTO [IJIUTEIBHOIO XpAaHEHUS
JIOKYMEHTOB Ha KOMIBIOTEPHBIX HOCUTEIISX.

16.Opranu3zanust paboThl U COCTaB KaIPOBOM JOKYMEHTAIIMM B KOMMEPUYECKOM
bupme.

17.Posib 1€ONPON3BOICTBEHHON CTY>KOBI MPH KOMIUIEKCHOW aBTOMAaTHU3aIluu
oduca.

18.1IpaBoBbIE BOIIPOCHI TOKYMEHTUPOBAHUS YIIPABICHYECKON JEATEIHHOCTH.

19.Jlenonpoun3BOJICTBO B YIIPABJICHUU TIEPCOHATIOM.

20.CexkpeTapckoe J1eJ10, €ro OpraHu3aIus U COBEPIICHCTBOBAHUE.

6.11Ipe3enTanus
[Ipe3eHTanus — 3TO JOKYMEHT WM KOMIUIEKT JOKYMEHTOB, MpEIHA3HAYCH -
HBI JJI1 TpeACTaBlIEHUs 4ero-imu0o (OpraHu3aiuu, MPOeKTa, MPOAyKTa U T.II.).
[enb mpe3eHTanuu — JOHECTHU J0 1IeJIEBOM ayJUTOPHUM MOJHOIECHHYIO HHpOpMa-
110 00 00BEKTE MPEe3eHTAIMU B YI00HOM GopMme.
Cruab npeseHTannu
1. Bcest mpesenTarus 1omKHaA OBITH BRIIEpKaHA B €IMHOM CTHIIE, Ha 0ase

OJIHOT'0 I1a0JIOHA.

2. Ctuiib BKITIOYAET B CeOsI:
2.1. obmyio cxemy maOioHa: crmoco0 pasMemneHrus WH()OPMAIMOHHBIX
OJIOKOB;

2.2.  oO1ryro IBETOBYIO CXEMY Ju3aiiHa ciaija;

2.3.  uBer (poHa wiK (POHOBBIN PUCYHOK, IE€KOPATUBHBIN 3JIEMEHT HEOOJIb-
IOr0 pa3Mepa u Ap.;

2.4.  mapamerpsl mpudToB (TapHHUTYpaA, IIBET, pa3Mep) U uxX odopmieHuUs
(@ dexTbl), UCTIOIB3YEMBIX IS Pa3IMYHBIX THIIOB TEKCTOBOM MH(MOpMaIuu (3aro-
JIOBKH, OCHOBHOU TEKCT, BBIJICIICHHBIN TEKCT, THIIEPCCHUIKH, CIIUCKHU, TIOIITHACH);

2.5.  cmocoObl ohopMIICHUS WILTIOCTPAIIUNA, CXEM, TUarpaMm, TaOJIHIl | JIp.

IIpaBuia uCnoJIL30BaHKA LBETA.
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OnHUM 13 OCHOBHBIX KOMIIOHEHTOB JM3aiiHa y4eOHON MpEe3eHTalUuU SIBISETCA
y4eT (PU3HOJOTHYECKUX OCOOCHHOCTEH BOCTIPHATHS I[BETOB uejoBekoM. K Hambo-
Jiee 3HaUMMBbIM U3 HUX OTHOCSIT:

l. CTUMYJIMPYIOIINE (TETUIble) I[BETa CIOCOOCTBYIOT BO30YXICHUIO H
JEUCTBYIOT KaK pa3apakuTenu (B MOpsiiKe yObIBaHUS WHTCHCUBHOCTU BO3CH-
CTBUSI): KPACHBIN, OPAHIKEBBIH, JKEIITHIN;

2. JE3UHTErpUpYIOLIUE (XOJIOAHBIE) I[BETa YCIOKAWBAIOT, BBI3BIBAIOT
COHHOE COCTOSIHUE (B TOM K€ MOpsJiKe): (hUOJNETOBbIM, CUHUM, rOJyOOid, CHHe-
3€JICHBIN; 3€JICHBIM;

3. HEUTpaJIbHBIE 1IBETA: CBETIO-PO30BBIM, CEPO-TOIYyOOH, KeNTo-3eme-
HBIW, KOPUYHEBBIN;

4. coueTaHue JBYX I[BETOB - IIBETA 3HAKA W IBETa (POHA - CYIIECTBEHHO
BIIUSICT HAa 3PUTENIBHBIM KOMQOPT, MpUUYEM HEKOTOPhI€ Maphl IIBETOB HE TOJIHKO
YTOMJISIFOT 3p€HHE, HO U MOTYT MPUBECTU K CTpeccy (Harmpumep, 3eJeHbIe OYKBbI

Ha KpacHOM (oHe);

IIpaBuia ucnoJib30Banus GpoHa

1. @®oH sBIISETCS 3JIEMEHTOM 3aJHEro (BTOPOro) IUIaHa, JOJDKEH BbIJIE-
JSATh, OTTEHATh, NOJAYEPKUBATh MH(POPMALIMIO, HAXOIAIIYIOCS Ha CllaidJie, HO He
3aCIJIOHSTH €€.

2. Jlerkue macTenbHbBIE TOHA Jydlle MOAXOAAT Mg (oHa, yeM Oemnblii
LBET.

3. I[J]}I (bOHa MMPpCAITIOYTUTCIIBHBI XOJIOAHBIC TOHA.

IIpaBuiia UCNOJIBL30BaHUSI TEKCTOBOM HHpOpMaLUN

He pexomenoyemcs:

1. Neperpyskarthb Cciaaij TEeKCTOBOM HHPOpMaLUe;

2. MCIIOJIb30BaTh OJIOKHU CILIOIIHOTO TEKCTA;

3. B HYMEpPOBAHHBIX U MaPKUPOBAHHBIX CIHMCKAX MCIOJIb30BaTh YPOBEHb

BJIO’KEHHUSI ITy0XKe ABYX;
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4, HCIOJIb30BaTh MEPEHOCHI CJIOB;

5. MCIIOJIb30BAaTh HAKJIOHHOE U BEPTHUKAJIBLHOE PACTIOJIOKEHUE MOJMUCEN
M TEKCTOBBIX OJIOKOB;

6. TEKCT Cllaiiia He JOJDKEH MOBTOPSATH TEKCT, KOTOPBIN IMpero/iaBaTelib
MPOU3HOCUT BCIYX (3PUTENM MPOYMUTAIOT €r0 OBICTpEE, YEM PACCKAXKET Mpernojia-

BaTCJib, U MOTCPAKOT HHTEPCC K €TI0 CJ'IOBEIM).

Pexomenoyemcs:
1. CKaTOCTh M KPATKOCTh W3JI0KEHHUsS, MaKCHUMajilbHas WH(OPMATHB-
HOCTh TEKCTa: KOPOTKHE TE3WCHI, AaThl, IMEHA, TEPMUHBI — TJIaBHbIE MOMEHTHI

OIOPHOT'O KOHCIIEKTA;

2. WCITOJIb30BAaHUE KOPOTKUX CJIOB WM TPEIJIOKECHUNW, MHUHUMYM TIPEI-
JIOTOB, HAPEUUH, IPUIIATATEILHBIX;

3. WCITOJIb30BaHUE HYMEPOBAaHHBIX W MapKHUPOBAHHBIX CITHCKOB BMECTO
CIUIOIIHOTO TEKCTa;

4. UCTIOJIb30BaHUE TaOIUYHOTO (MaTpU4YHOTrO) opmara TpeabsIBICHUS
MaTepualia, KOTOPBIH MO3BOJISIET MPEACTABUTh MaTepHall B KOMITAKTHOW GopMe U
HATJISTHO TIOKA3aTh CBSI3U MEXKY Pa3IMYHBIMU MMOHSATHSIMH,

5. BBITIOJTHEHHE O0IIMX MpaBil 0hOPMIICHUS TEKCTa;

6. THIATEIbHOE BBIPABHUBAHUE TEKCTA, OYKBHIl, MAPKEPOB CITUCKOB;

IMpaBuiia ucnoyb3oBanus WIPUPTOB
[Ipu BBIOOpE MmpUdTOB I MpeACTaBICHUs BepOanbHOU MH(MOpMAUuU Mpe-

3CHTAlUU CIICAYCT YUUTHIBATDL CIACAYIOIIHC IIpaBUJIa:

1. He pexoMeHyeTcsi CMENIMBaTh pa3HbIe TUITBI MIPU(TOB B OJTHOM Tpe-
3CHTAIIHH.
2. YuuTtsiBasi, 4TO IIajikue (TUIakaTHbIC) MPUQTHI, T. €. MPUPTHI O€3 3a-

ceuek (tuna Arial, Tahoma, Verdana u T.m.) nerue uutarh ¢ OOJBIIOTO PaccTosi-
HUs, YeM mpu@THI ¢ 3aceukamu (tuna Times), To:
2.1. s OCHOBHOTO TEKCTa MPEANOYTUTEIIBHO MCIOJIb30BaTh IJIaKATHHIE

pUQTHI;
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2.2.  nud 3arojioBKa MO>KHO MCIOJIB30BaTh JEKOPATUBHBIN MIPUQT, €CIIU OH
XOpOLIO YUTAEM U HE KOHTPACTHPYET C OCHOBHBIM LIPUPTOM.
3. TexkcT gomkeH ObITh YUTAOEIBHBIM (€0 JOJKHO OBITh JIETKO IIPOYH-

TaTh C CAMOT0 JIAJIbHETO MECTA).

4. PexomeHnyemblie pazMepbl PUQPTOB:

4.1.  nus 3aroJiIOBKOB — HEe MeHee 32 MyHKTOB U He 6ojee 50, onTuManbHO
- 36 MyHKTA;

4.2. [y OCHOBHOTO TE€KCTa — HE MeHee 18 myHKTOB u He Ooiiee 32,

ONTUMAJBHO -24 MyHKTAa.

IIpaBuia ucnoJib30BaHus rpagpuyeckou nHpopmanuu

JluHaMuKa B3aMMOOTHOIIEHHIM BHU3YaJbHBIX U BEpOAJbHBIX 3JIEMEHTOB M UX
KOJIMYECTBO OMPEENAIOTCS (PyHKIMOHAIBHOM HAIlPaBICHHOCTHIO Y4eOHOTO Marte-
puana. M3o00paxxenne nHpopMaTuBHEE, HATJIAIHEE, OHO JIErYe 3alIOMUHAETCS, YEM
TekcT. [loaToMy, ecnu MOXKHO 3aMEHUTh TEKCT MH(POPMATUBHOW WILTIOCTpPALIUEH,
TO JIy4ILIE 3TO CAENATh.

[Ipu ucnonb3zoBaHuu rpaduku B MPE3EHTAIMU CJIEAYET BBINOIHATH CIEAY-
IOLME TPaBUJIa U PEKOMEH IalluH, 00yCIOBJICHHbIE 3aKOHAMU BOCIPUATHUS Ye€JI0Be-

KOM 3pUTEIbHOM HH(POpMAIIUU:

AHuManuoHHbIe 3P PeKThI

1. PekoMeHiyeTcsi UCNoJIb30BaTh BO3MOKHOCTH KOMITBIOTEPHOM aHUMa-
UMW 75 NpecTaBiIeHUuss MHPopMauuu Ha ciaijae. OJHaKO HE CTOMT YpEe3MEpPHO
HachIIaTh MPE3EHTALUI0 TaKUMHU 3¢ (eKTaMy, UHA4Ye ATO BBI3OBET HETaTHBHYIO

pEaKInIo ay IMTOPUH.

2. AHUManus J0KHA OBITh CACp)KaHHA, XOPOIIO MpOAyMaHa U JOIMy-
CTHUMA:

2.1. I IEMOHCTPAUMU JUHAMUYHBIX IPOLIECCOB;

2.2. JUIS. TIPUBJICYCHHS BHUMAHUA CIYLIATENEH, CO3AaHUs ONPENECIEHHON

aTMoc(depbl TPE3CHTAIUH.

3. AHMMaLMS TEKCTa JOJDKHA ObITh yIOOHOM Il BOCHPHSITHS: TEMII
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JOJIKEH COOTBETCTBOBATh TEXHUKE YTEHUSI 00yUYarOIIUXCSl.

4. He crout 31moynotpebisTh pa3iuyHbIMU aHUMAlMOHHBIMHU S dek-
TaMH, OHM HE JOJKHBI OTBJICKATh BHUMAHUE OT COJIEpkKaHUS HHPOpMAIUU Ha
crauze.

5. AHuMaIys He JOJHKHA OBLITh CIIMIIKOM aKTUBHOW. OCOOEHHO HEXE-
JaTenbHbl Takue 3(QEeKThl, KaK BbUIET, BPAIllEHUE, BOJHA, TOOYKBEHHOE IMOSBJIE-
HUE TeKcTa U T.J. B yueOHBIX mpe3eHTauusx i JeTed U TMOAPOCTKOB TaKHe
a3 PexThl, KaK IBMXYIIUECS CTPOKH IO TOPU3OHTAIM M BEPTUKAIH, 3alpelieHb
HOPMAaTUBHBIMU JIOKYMEHTAMH.

BaxxneimmM cBOMCTBOM MYJIBTUMEIUMHOTO OJIOKA SIBISIETCSI CKOPOCTh U Ka-
YECTBO €ro padoThl B cocTaBe mnpe3eHTanuu. C 3Toil Touke 3peHust Halnuue 00Jb-
IIIOTO0 KOJIMYECTBA MYJbTUMEIUWHBIX OJIOKOB B TMPE3EHTAIlMU HEIelecoo0pasHo,
TaK KaKk MOXET 3HAYUTEJIbHO 3aMeJIUTh €€ paldoTy.

VY4er ykazaHHbIX OCOOEHHOCTEN KOHCTPYHUPOBaHUS U OPOPMIIEHUS MTPE3ECHTa-
[IUU B 3HAUUTEIHHOMN CTENEHU BIUSET HA A((DEKTUBHOCTH BOCIPUATHUS MIPEICTAB-

JIEHHOU B HEW MH(pOpMaLIUH.

9. IlpogeccuonanbHubie 0a3bl JAHHBIX U HHPOPMAIMOHHBIE CNIPABOYHBbIE CH-

CTEMbI

[lepeuenb MHOOPMAIIMOHHBIX TEXHOJOTHUM, UCIOIB3YEMBIX MPHU OCYIIECTBICHUU
oOpa3oBarenpHOTO Tporiecca mo auctumuinae: CrpaBodHass TIpaBOBasi CHU-
crema «Koncynprant [Lrocy.

DJIEKTPOHHBIE PecypChl

l.www .biblio-online.ru-OnekTpoHHass OuOIMOTEYHAsT CHUCTEMa U3/IaTENIbCTBA
«FOPAUT».

2.iprbookshop.ru - 9b5C IPRbooks

3. http://elibrary.ru/ - Hay4HO-3JIEKTpOHHAsE OMOINOTEKA.

4. TTouckoBele cuctemsl: Yandex, Google, Mail.
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5. http://consultant.ru/ - KoMmbIOTEpHAasT CIOPABOYHO-NIPABOBas  CHCTEMA
«KoncynbrantlLiroc».
6. http://garant.ru/ - undopmanuonHo-npaBoBoi noptan «l'apant.

7. cuctema tectupoBanusi: ELEARNING SERVER 4G

10. Onucanue MaTepHaJbHO-TEXHHMYECKOW 0a3bl, HEOOXOOAMMOWN Ijasl OCy-
1IeCTBJICHUS] 00pPa30BaTeJbLHOIO0 Mpolecca

Peanuzanusa ydeOHOM JUCHMIUIMHBI  «Jlemonpou3BoACTBO» TpedyeT Haluyus
000py1I0OBaHHOM, B TOM YHCJI€ TEXHUUECKUMH CPEACTBAMU, YUEOHOH ayAUTOPUH.
TpeGoBanus, npeabsIBiIsieMble K 000PYAOBaHUIO YUYECOHON ayUTOPHH:

- pabouue MecTa Mo KOJIMYECTBY 00yYaroIuXcs;

- pabouee MEeCTO TIPETo1aBaTers;

- KOMIUIEKT yU4€OHUKOB U MHOW JIUTEPATYPhI, TECTOBBIX MAaTEPHAIIOB.

TpeboBanus, npeabsaBiIsieMble K 000pYA0BaHUIO YUEOHOU ayIuTOpUn
TEXHUYECKUMU CPEICTBAMU O0YUECHHUSL:

- IPOEKTOP;

- DKpaH;

- KOMIIBIOTED C JIMIIEH3MOHHBIM ITPOrPaMMHBIM 00€CIIEUEHUEM;

- JOCTYII B C€Th MHTCPHCT.
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