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1 Hesab 1 32124 y4eOHONH AMCHUTIHHBI

Heab u3yvyenusi IMCHUNINHBI CPOPMUPOBATH MOHUMAHUE OCHOBHBIX UJEH
TEOPETUKO-TIPAKTUYECKON 0a3bl JIEIONPOU3BOICTBA W YMEHHUSA MPABUIBHOTO
cocTaBleHHs] W O(OpPMIIEHHUS CIYKEOHOH JOKYMEHTAllMM, HaJJIekKaIlylo
OpraHu3aluIo JTOKYMEHTO000POTa B YUPEKAECHUU COTNIACHO TPEOOBAaHUSIM.

3amaum TUCHHUIINHBI:

1. OCBOCHHUE OOIIUX MPHUHIUMIIOB JIOKYMEHTAIMOHHOTO O0OeCTeUeHUs
NEATeNIbHOCTH MPEITIPUSATHS, C TTOPSIKOM JOKYMEHTUPOBAHUS UH(POPMAIINH;

2. npuoOpeTeHre HABLIKOB I'PAMOTHOTO COCTAaBJICHUS YIPABICHUYECKUX
JTOKYMEHTOB, UCIIOJIb3YEMbIX B JICITCIIbBHOCTH TIPEATNPUSITHH;

3. npruoOpeTeHre HaBBIKOB JCJIOBON MEPETHCKH,

IpodeccuonanbHbie 321a4U BHINYCKHUKOB
- OGocHOBaHME peLICHUH.

2 Mecto nucuumiinabl B cTpykrype OITOII

Unpexc nucunnmiannbsl b1.B.11.

O6nacTte npodecCHOHAIBHOM ACATEILHOCTH BBIMYCKHUKOB: 08 DUHAHCHI H
APKOHOMHUKA (B cpepax: MPOU3BOICTBA IPOTYKIIUU U YCIIYT).

Bunbr npodeccruoHanbHON NeATeIbHOCTH BHITYCKHUKOB:

- OPTaHU3alMOHHO- YIIPaBJIECHYECKHU I

OO0BbexThl MPOGECCUOHATBHON JEATENHHOCTH BBITYCKHUKOB: (DMHAHCOBBIE U
UH(GOPMAIIMOHHBIE TTOTOKH.

HMucunmnnaa  «KoppecnmoHAeHUIMs W JIEJIONPOU3BOJACTBO»  SIBISIECTCS
mucuuruinaon bioka 1, dacth, ¢opMupyemMoil ydacTHUKaMU 0OOpa30BaTelIbHBIX
OTHOIICHUH AUCIHUIUIMH (eaepalbHOTO TOCYJapCTBEHHOTO 00pa30BaTEIbHOTO
cragaapra Boiciiero obpaszoBanust (OI'OC BO) mo HampaBieHUIO MOATOTOBKH
38.03.01 DOxoHomuka, mpoduib «IKOHOMHKA MPEANPUITHA W OpraHU3alUI»
(6akanaspuar) (b1.B.11)

K 4yuciny BXODHBIX 3HAHMHA, HABBIKOB M KOMIIETEHIHUN CTYICHTA,
MpUCTyHaromero K  u3ydeHuro  aucuumuindbl — «KoppecnongeHuus  u
JEIO0MPOU3BOJICTBOY, OTHOCUTCS CIEAYIONIEE:

- YMEHHE B COOTBETCTBHHM C HOPMAaMH PYCCKOTO JHUTEPATypPHOTO S3bIKA
JIOTUYECKH TPABUIILHO CTPOUTH YCTHYIO M MUCHhbMEHHYIO pedb. O0s1agaTh HaBHIKOM
HamucaHusi pedeparuBHBIX padOT M BBICTYIUICHUH C JOKIaJaMH Ha 3aJaHHYIO
TEMY;

- oOmajgaHue KyabTYypOW M HaBBIKAMH MBIIIIEHUS, 00JIagaHNe HaBBIKAMU
M3y4YeHUs y4eOHOU IUTepaTypbl, €€ KOHCIIEKTUPOBAHUS U aHAJIN3a;

- obOnagaHwWie SIEeMEHTApPHBIMHA HABBIKAMU KOMITBIOTEPHON T'PaMOTHOCTH,
MOJIb30BaHUE CeThI0 IHTEpHET aJig moucka uH(OpMaIUu.

OcBoeHue y4eOHOM JVCIUTUINHBI «KoppecnonaeHuus 151
JIEJONPOU3BOJICTBO»  Oa3upyeTcsi Ha 3HAHUAX U YMEHMSX, [OJYYEHHBIX
CTYyIEHTaMU MPU U3YYEHUU TaKuX IUCHUIUIMH Kak «Cormuonorusi», «KynbTypa
peuu u aesoBoe obuieHuey, « MHpopMaliioHHbIe TEXHOJIOTUU B MEHEIKMEHTEY.



Jncuuruimaa

«KOppGCHOHI[CHHI/ISI H  JCIOIPOU3BOJACTBO» 3aKIaAbIBACT

byHIaMEHT AJI1 U3yUYEHUS MOCIEAYIONUX SKOHOMUYECKUX TUCIUIUIMH, a TAKXKE U
3 PEKTUBHOTO TPOXOXKIACHUS MPOU3BOJCTBEHHON MPAKTHUKH, BBHIIOTHEHUS HAYYHO-
HCCIE0BATENIbCKOM pabOThl U MOATOTOBKY K UTOTOBOM aTTECTAIUU.

3. Ilnanupyemblie pe3yJabTaThbl 00yUYeHHS N0 JUCHUILINHE (MOAYJIIO0)

[Ipouecc

M3y4EHUS

JUCUUIUIMHBL ~ HampaBjieH Ha  (OpMHUpOBaHUE

cieaymux KommnereHuud B coorBerctBUM ¢ PI'OC BO 1no pgaHHOMY
HAITPaBJIEHUIO IOJATOTOBKH:

Kon n
HANMeHOBAHME Kon 1 HanMeHOBaHNe HHIAMKATOPA J0CTUKEHU S
S — KOMIIETEH MU
YK-4 Cnocob6en | U/l-1yk.4 BeiOupaer Ha rocygapcTBEHHOM M WHOCTPAHHOM
OCYIIECTBIISITh S3bIKaX KOMMYHHUKATHUBHO MpHUEMJIEMbIE CTHJIb J€JI0BOIO
JIEIOBYIO oOmieHusi, BepOadbHble W  HeBepOallbHBIE  CpENCTBA
KOMMYHMKAIIMIO B | B3aUMOJICHCTBUS C TTapTHEPaAMU
YCTHOM u | UI-2yk4 Hcnons3yer UH(GOPMAIIMOHHO-
MCbMEHHOM KOMMYHHKAIIHOHHBIE TEXHOJIOTUU pu MTOUCKE
dopmax Ha | HeoOXxonuMoM  WHpOpManMM B MPOIECCe  PEIICHHS
rOCYJapCTBEHHOM | CTaHIAPTHBIX KOMMYHHKaTHBHBIX 3a1a4 Ha
A3bIKE rOCYJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX
Poccuiickoit N-3yxk4a Beger  nenoByr — TNEpenucKy,  y4UTHIBas
depnepanuun U | 0COOEHHOCTH CTUJIMCTUKU o UIATBHBIX U
MHOCTPAaHHOM(BIX) | HEOPHUIIMAIBHBIX TIHUCEM, COIHMOKYJIbTYPHBIE pa3ivuus B
sI3bIKe(ax) dbopmaTe KOPPECHOHACHIIMM HA TOCYJIapCTBEHHOM H
MHOCTPAHHOM $I3bIKaX
N-4yka  JemMoHCTpUpPYET  HMHTErpaTHBHBIE  YMEHUS
UCII0JIb30BATh JNAJIOTUYECKOe oO1eHue TUTSt
COTPYOHMUYECTBA B  aKaJEMHUYECKOM  KOMMYHHKAIUH

OOIIeHUs: — BHUMATEIIbHO CIyIasi ¥ MBITasACh MOHSITHh CYTh
uaeH Apyrux, AakKe €CIM OHU MPOTHBOPEYAT COOCTBEHHBIM
BO33pPEHMAM; — yBa)kasl BBICKA3bIBAHUS JIPYTUX KAK B IIJIAHE
colepkaHusi, Tak ©U B IUlaHe (OPMBI; — KPUTUKYSA
apryMEHTHUPOBAHHO M KOHCTPYKTMBHO, HE 3aJ€Basi 4yBCTB
OPYTHUX; aJanTUpys pedb M A3BIK KECTOB K CHUTyalUsIM
B3aWMOJICUCTBUS

N-5yk-4 [eMoHCTpUpyeT yMeHHUE BBINOJIHATh MEPEBOJ
npodeccHoHaIbHBIX  TEKCTOB C  WHOCTPAHHOTO  Ha
rOCYJJapCTBEHHBIN A3bIK U 0OPATHO

4 CTpyKTypa M colepkaHue Y4eOHOM TUCUUILIAHBI




4.1 CTrpykrypa y4eOHON AMCHUTIHHBI

OO6m1ast TpyIO0eMKOCTh AUCIUILIMHBI COCTABIISIET 3 3aU€THBIC €UHULIBI

OuHo-
Ounas
3aouHas Gpopma 3a04Hast
. dbopma
Bun yue6Hoit paboThI 0OVaCHIS oOy4eHust dbopma
3 c};f/lec ) (2 xypc) oOyueHus
P (3 cemecTp)
AyIMTOpHBIE 3aHATHSA (BCEro) 34 8 34
B Ttom yucie:
Jlexumu (JI) 17 4 17
[Tpaktuueckue 3austus (I13) 17 4 17
Jlabopatopusie pabotsl (JIP)
CamocTosiTesibHAsi padoTa 102 132 106
. 3ader, 3auer,
Bun mpoMexyTouHOM
3auet KOHTPOJIbHAsE | KOHTPOJIbHAS
arTecTaruu
pabora paborta
Kontpoanb 8 4 4
O61mast Tpyn0eMKoOCTh 144 144 144
AUCIHUNJIHHBI, YAChI
3aueTHBIC ¢IUHUIBI 4 4 4

4.2 Cogeprxkanue pa3iesioB y4eOHOM JUCUUIIIMHBI

Tema 1 /lokymenmauyuonnoe obecneuyenue — 0OCHO6A UHPOPMAUUOHHO20
odecneuenus ynpaeieHus

1.1  DOBomronmst  genonpousBoacTBa.  OCHOBHBIE — 3Talbl  Pa3BUTHUS
rOCYJIapCTBEHHOTO JIEJIONPOU3BOACTBA U UX XapaKTEPHUCTHUKA.

1.2 OreHka COBPEMEHHOTO COCTOSHUS JOKYMEHTAIIMOHHOTO OOECIeUeHUs
ynpasienus (JJOVY).

1.3 CyniHoCTb U CTPYKTypa TOKYMEHTAITMOHHOTO 00CCTICUCHUS YITPABICHUS

1.4 OcHoBHBIC 3ama4vi W TPHUHIHUIB JIOKYyMEHTAIMOHHOTO OO0ECIIECUYCHHUS
yIpaBJiICHUS.

1.5 ®akTopel, BIMSIOIIME HAa opraHuzanuio W TexHonoruro JIOY B
YUPEKJCHUSIX PA3IMUHBIX YPOBHEH yIpaBlIeHHUS.

1.6 @yHKUMOHANBHBIC, OpPraHU3allMOHHBIE W  IIPABOBBIE  ACIIEKTHI
JEJI0MPOU3BOJICTBA.

1.7 CucteMbl JOKYMEHTAIIMU U KJIacCU(UKAIISI JOKYMEHTOB.

Tema 2 Opeanuzayusa Ccayxucobl OOKYMEHMAUUOHHO20 o0bOecneueHus
ynpaenenus

1.1  OpranuzanuonHsie  (GoOpMbI  TOKYMEHTAIIMOHHOTO  OOeCHeueHHUs
yrnpasieHus. QakTopsl, ONpeAEISIoNre UX BHIOOP B KOHKPETHOM OpraHU3alluH.



1.2 OcHoBHBIE 3afaud M (QYHKUHMH [JEJIONPOU3BOACTBEHHON CIY>KOBI
(cnyxx6p1  JIOVY). TumoBble CTPYKTYphl JAEJIONPOU3BOJACTBEHHON CIYyKObI B
OpraHu3alusaX pPa3IMYHbIX YPOBHEW ympaBineHus. PermameHtauus QyHKUIMMA
nonpazaenenuid no JIOY. TumnoBsle U MHAMBUAYaAJIbHBbIE TOJOXKEHUS O CIIykO0e
JOV.

1.3 nNOMWKHOCTHOM M 4MCIEeHHbIM cocTtaB ciayx0el JIOY. @yHkuuum
pabOTHUKOB JEJIONPOU3BOJCTBEHHON CIYKOBI. JIOMKHOCTHAs MHCTPYKIUS Kak
OCHOBHOM HOPMATHUBHBIM JOKYMEHT, ONpPEIACIAIOLINNA OpPraHU3alMOHHO-IIPAaBOBOE
MoJIO’KeHUE PabOTHUKA: OPAJIOK €€ pa3pabOTKU U YTBEPIKICHHUS.

1.4 Tlonoxenue o ciayx6e [JOY u [OWKHOCTHASsS HWHCTPYKIMUS Kak
HOpMaTHBHAasi OCHOBAa paclpelesieHuss Tpyla MexAy MNOoApa3AeieHUsIMH HU
UCTIONHUTEISIMU. HCTpYKLIMS MO Je10MPOU3BOICTBY.

Tema 3 Ocnoevl O0OKyMeHmuposanus

1.1 Hopmarunas 6a3a, onpeaesnsiomas npasuia oGopMIEHUS TOKyMEHTOB.
[IpaBuna odopmiieHuss OpPraHU3alMOHHBIX, PACTIOPSAUTENbHBIX, IUIAHOBBIX,
CIIPABOYHBIX JOKYMEHTOB.

1.2 IlpaBuna opopmieHus: 1okymeHToB. COCTaB, Ha3HAUCHUE, COIEpPKAHUE
1 opopmIIeHHE PEKBU3UTOB JOKYMEHTOB.

1.3 ConepxaHue W TMOPSAIOK pa3pabOTKH JOKyMEHTOB. KoMIbroTepHbIE
TEXHOJIOTUU TIOATOTOBKHU JOKYMEHTOB.

Tema 4 Opzanuzayusa 00Kymenmooovopoma

1.1 CymHocth U cofepkaHue ITOKyMEHTOoOOpoTa. TeHAEHIMH pa3BUTHS
JOKYMEHTO000pOTa B COBPEMEHHBIX YUPEKICHUSIX.

1.2 OO0mwue NPUHIUOBI U  METOIWYECKHE OCHOBBI  OpTraHMU3aIuu
JOKYMEHTOO00pOTa, UX pealu3alus B JEUCTBYIOIIUX TOCYAapCTBEHHBIX
HOPMATHBHBIX JAOKyMeHTaXx. OO0beM JOKYMEHTOB YUYPEXKICHUS. YUEeT KOJIUYeCTBa
JOKYMEHTOB.

1.3 Tlpuem, OpoXOKICHUE U MOPSAOK UCIOTHEHUS BXOASUIUX JOKYMEHTOB.
DKcneauImoHHas 00paboTKa TOKYMEHTOB.

Tema 5 Hugopmayuonno-nouckosan cucmema no OOKYMEHMAam
op2anuszayuu. Pecucmpayus 0okymenmos

1.1 TonsiTre nHGOPMAITMOHHO-TIONCKOBAS CUCTEMA.

1.3 Ipunanunst GopMupoBaHus WHOOPMAITMOHHO-TTOMCKOBBIX MACCUBOB

1.2 Peructpaums kak coctaBHas 4acth JIOY. BzauMocBs3p perucrpamuu
JOKyMEHTOB ~ C  OpraHu3anueidl  CIpaBOYHO-MHPOPMAIMOHHON  paboTHI,
opraHu3anyel UCTOIHSHUS U MOCIeyIoneld 00paboTKOM TOKYMEHTOB.

Tema 6 Konmponv ucnoinenus 00KymeHmoes

1.1 3HaueHHe KOHTPOJIA HCIIOJHEHUS JAOKYMEHTOB B OpraHe YIpaBJICHUS.
OO6uue nosoKeHusl.

1.2 TpeGoBaHusi K OpraHU3aIMU KOHTPOJS 3a TMPOIECCOM HCIOTHEHUEM
JIOKYMEHTOB B JEJONPOU3BOACTBEHHOU ciyx0e. Oynkuuu JJOY nmo KoHTpodto 3a
CPOKaMHM HUCIIOJIHEHUS TOKYMEHTOB.

1.3 TexHosnorus KOHTPOJIA NPOLIECCA UCTIOTHEHHUS JOKYMEHTOB.

Tema 7 Opeanuzauyusa xpanenus 0oKymenmos. @Dopmuposanue u
Xpanenue oen 6 0e10nPouU3800Ccmee



1.1 Opranuzanus u nopsa0K (GOpMHUPOBAHUS JE.

1.2 CoBpemeHHass HOpMaTHUBHO-METOAMYECKass 0a3za, ompenenstomas
TpeboBaHUs K (OPMUPOBAHUIO J€] B I€TONPOU3BOICTBE.

1.3 Homenkunarypa aen. TpeOGoBaHMs K COCTABICHUIO HOMEHKIJIATYPHI 1], UX
pernaMeHTanus B HOpMaTUBHO-METOANYECKUX MaTepuaax.

1.4 Buabl HOMEHKIIATYpPBI 1€, UX OCOOEHHOCTH U Ha3HAUYEHHUE.

1.5 Topsanok odopmiieHHs, COITACOBAHUS M YTBEPKACHUS HOMEHKIATYypbl
hi(ch

1.6 Opranuzanus BeAOMCTBEHHOIO XpaHEHHUs JOKYMEHTOB M oOecreueHue
UX COXPAaHHOCTH.

Tema 8 Iloocomoska O00KymeHmoe K Rnociedyrouiemy XpaHeHuro u
UCNOIb306AHUIO

1.19xkcnepTu3a EHHOCTH JOKYMEHTOB B JIEIONIPOU3BOJICTRE.

1.2[loaroToBKa U nepenaya el B apXUB OpraHU3alluu.

1.3lToaroToBKa U niepeaayda e B apXuB.

4.3 Pa3znesnl yueOHOH JUCHMIUIMHBI U BU/ 3aHATHH

Ne [Ipaktuueckue | JlabopatopHbie
Pa3nen mucnmiuimeel | Jleknuu

CPC | Konrpons | Beero
n/n 3aHATUS paboThI

JloKkyMeHTaImoOHHOE
oOecrieyeHue —
OCHOBA
WH(POPMAITMOHHOTO
obecneueHus
yIpaBICHUS

Opranuzanus
CITY>KOBI

2 | TOKYMEHTallMOHHOTO 2 2 - 13 1 18
obecrneueHus
yIpaBICHUS

3 | OcHoBel 2 2 i 13 1 18
a0 KyMeHTI/IpOBaHI/I}I

Opranuzanus
JOKYMEHTO000poTa

HNudopmanmonHo-
MMOUCKOBAsi CUCTEMA
0 IOKyMEHTaM
OpraHu3aIiy.
Perucrpanus
JOKYMEHTOB

Kontpois
6 | ucnosHeHus 2 2 - 12 1 17
JTIOKYMEHTOB

Opranuzanus
XpaHEeHUS

7 | TOKyMEHTOB. 2 2 - 12 1 17
dopMupoBaHue u
XpaHeHHe Jiel B




ACTIOIIPONU3BOACTBC

[Toaroroska
JTOKYMEHTOB K
MO CIECIYIOMEMY 3 3
XPaHCHUIO U
HCIIOJIb30BAHUIO

14

Bcero yacos 17 17

102

8 144

Marpuua ¢popMHUpoOBaHUA KOMIIETEHI U 0 JUCHMILIMHE

/1

Paznen mpucuuminHel

YHuBEpCanbHbIE
KOMITETCHIIUH

YK -4

OO01iee
KOJIMYECTBO
KOMITETEHIIU U

JlokyMeHTalMoHHOE 00ecTeueHne —
OCHOBa MH(POPMAITMOHHOTO
oOecreyeHus yrnpapiaeHus

+

Opranuzanus CITYKOBI
JOKYMEHTAIIUOHHOTO  00eCTICUeHUS
yIpaBIeHUs

OCHOBBI JOKYMCHTHPOBAHUA

Opranuzaius JOKyMEeHT0000poTa

HNudbopmarmonHo-norckopas
CUCTEMa 10 IOKyMEHTaM
opranuzanuu. Perucrpanus
JTIOKYMEHTOB

KoHTpone ncnonHenust 10OKyMEHTOB

Opranuzanus XpaHEHUS
TOKyMEHTOB.  DOpMHpOBaHUE W
XpaHEeHUE Je B AEJONPOU3BOICTBE

Iloaroroska JIOKYMEHTOB K
MOCJIEAYIOIEMY XpaHCHUIO u
HICIOJIL30BAaHUIO

6 O0pa3oBaTe/ibHbIE TEXHOJOTHHI

O0BeM ayTUTOPHBIX 3aHATHI: BCero 34 Jaca, B TOM 4ducie JIGKIUK 17 Jacos,
MpakTHYECKUe 3aHATHS 17 gacoB, 1abopaTopHBIE paOOTHI HE MPETYCMOTPCHBI.

NHTepakTUBHBIC 3aHATHS OT OOIIEro o0beMa ayJUTOPHBIX 3aHATHI
cocTaBiisitoT 35 %.

CeMecT | 3aHATUSA

Bun

JIP)

Hcnonb3yemble HHTEPaKTUBHBIC
(JI, 113, 00pa3oBaTeNbHbIC TEXHOJIOTUU

KonnuecTBO
4acoB




I'pynnoBasi pa6ora Ha Temy CocraBieHne
U oopmieHue OpraHu3aluoOHHO-
paclopsANTEIBHBIX u CTIPaBOYHO- 4
UH(POPMAIIMOHHBIX JOKYMEHTOB o
npeiaraeMoMy MpepHsITHIO

I'pynnoBasi padora Ha Temy KoHTposb
VCITOJIHEHUS JOKYMEHTOB

I'pynnoBas padora Ha TeMy
@opMHpOBaHME U MOATOTOBKa Jel K 4
XPaHEHUIO U TAJIBHEMIIEMY UCTIOJIb30BAHUIO

Hrtoro 12

7 YueOHO-MeTOAMYECKOE o0ecneyeHre CaMOCTOATEIbHOI padoThl CTYACHTOB

7.1 Buabl camMocTosITeIbHOH pPaldoThbl, NMOPSAOK HX BBINOJIHCHUS H
KOHTPOJIA

Ne Hopstnox Meron
Paznen mucrmnianHbl Bunsr CPC BBITTOJTHEHUSA
/T KOHTPOJIS
CPC
JIoKyMeHTallMOHHOE Pabora ¢
obecrieueHue — JIEKIIHOHHBIM
OCHOBA MaTepuaioM,

1 UH)OPMAIITMOHHOTO Iloaroroska x OCHOBHOMU U Ompoc
oOecrieyeHus co0€eCEeIOBaHUIO | JIOTIOJIHUTEIBHOM
YIIPABJICHUS JIATEPATYPOH,

NuTepHeT-
pecypcamu
Opranuzanus PaGora ¢
CITY)KOBI JIEKITMOHHBIM
JIOKYMEHTAIIHOHHOTO MaTepuasoM,
oOecrneyeHus IToaroToBka K OCHOBHOU M
2 YIIPABJICHUS co0eceI0BaHUIO | JOIOJIHUTEILHOMN Onpoc
JIUTEPaTypoOu,
NuTtepueT-
pecypcamu
Pa6ora c
IToaroToBka k JICKITUOHHBIM
OCHOBEL TPYNIIOBOMY MaTepHaH?M,
3 TBOPYECKOMY OCHOBHOU U Omnpoc
JTOKYMEHTUPOBAHUS .
MPAKTUYECKOMY | TOTIOJIHUTEIIbHOU
3aJaHUIO0 JUTEPaTypou,
HNuTtepueT-




pecypcamu

Opranuzanus Pa6ora ¢
JIOKyMEHTOO00pOTa To/roToBKa K JICKIIMOHHBIM
IPYyNIOBOMY Marcpraiom,
OCHOBHOM 1
TBOPYECKOMY .. | Ompoc
HPaKTHUCCKOMY AOTONHHUTENbHOH
SATAHHIO JUTEPaTypou,
HNHurtepHeT-
pecypcamu
Pabota c
Nudopmanronno- JIEKIITMOHHBIM
nouckoBas cucrema | [logroroBka k MaTepUuaoM,
0 JOKyMEHTaM cobeceI0BaHUIO OCHOBHOM 1 Omboc
OpraHu3aIuu. KonTposnbHas JIOTIOJTHUTEIbHOU P
Peructpanus paboTta JUTEpaTypou,
JIOKYMEHTOB NuTtepHer-
pecypcaMu
Kontponb Pa6ora ¢
VCTIOJTHEHUS JICKIITHOHHBIM
JTOKYMEHTOB MaTepHuasoM,
Iloaroroska x OCHOBHOMU U Orpoc
co0eceloBaHUIO | IOTIOJHUTEIBHOM
JIATEPATYpPOH,
NuTepHeT-
pecypcaMu
Opranuzanus Pabora ¢
XpaHEHUs JIEKIIMOHHBIM
JOKYMEHTOB. MaTepHuasoM,
®opmupoBanne  u | [logroroBka k OCHOBHOU U Orpoc
XpaHeHue el B | coO0eCceOBaHUIO | JIOMOJHUTEIHHOM
JETIONTPOU3BOJICTBE JUTEPATypoOil,
HNutepueT-
pecypcamu
ITonroroska Pabora ¢
JOKYMEHTOB K JIEKIIMOHHBIM
MOCIIEAYIOLIEMY MaTepHuasoM,
XPaHEHUIO u | IlonroroBka K OCHOBHOU U 0
UCIIOJIb30BaHUIO coOeceoBaHUI0 | IOTIOJHUTEITHLHOM fpoc
JIUTEPaTypoOu,
NuTtepueT-
pecypcamu

7.2 KoHTpOJIbHBIE BONIPOCHI VISl CAMOIIPOBEPKU
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o/

Paznen muciiriminebl

KOHTpOJ'IBHBIG BOITPOCHI JJIsI CaMOIIPOBEPKHU

JIoKyMeHTallMOHHOE
oOecrieyeHue —
OCHOBa
UH(OPMALIMOHHOTO
oOecrieyeHus
yIpaBICHUS

1. Jaiite XapaKTEPUCTUKY OCHOBHBIX
MCTOPUYECKUX ITANOB PA3BUTHS AEIONPOU3BOICTBA B
Poccun.

2. YUto Takoe [EIONpOU3BOACTBO U KAaKOBBI
BAYKHEUIIIE €r0 COCTABIAIOIIME ?

3. Ompenenure MeECTO  JIE€JIONPOU3BOACTBA B
CTPYKTYpE yIpaBICHUS TPYyAA.

4. Ha3oBuTe OCHOBHBIE NPUHLMIBI OPraHU3AIUU
COBPEMEHHOI0O JIEJONPOU3BOJICTBA.

5. KaxoBsl OCHOBHBIE 3aj1a4u
JTIOKYMEHTOBEJCHHUS ?

6. Ha3oBute OCHOBHBIE HOPMAaTUBHO-
METOJIUYECKNE JOKYMEHTBI, KOTOPBIMH  CJEAYET
PYKOBOJICTBOBAThCSl B 00JACTH JAEJIIONPOU3BOJCTBA B
Poccuiickon ®enepanun

Opranuzanus
CITYKOBI
JIOKYMEHTAIIUOHHOTO
oOecrneYeHHs
yIpaBICHUS

1. 1.Kak HaspiBaeTcsi cCly)k0a, OCYIIECTBISIOMIAS
JIOKYMEHTAlIUOHHOE OOECIICUeHUE YIpaBICHUs, B
3aBUCUMOCTH OT MPHUHAIJIEKHOCTH K ONpeaeIeHHON
rpymnre opranuszauii?

2. TunoBas CTpyKTypa yIpaBlIeHUS JIeJIaMu.

3. KakumMu TpaBOBBIMU aKTaMU perjaMeHTUPYETCS
pabota ciyx0s1 JJOY?

4. KakoBa CTpPyKTypa TEKCTa TMOJOXKEHHS O CIyxOe
JIOY u 4910 AOMKHO OBITh OTPAXEHO B KaXKIOM
pazaene?

5. Kakue ¢pynkuun cnyx6s1 1OY Bl 3HaeTe?

6. Uto yCTaHaBJINBACT WHCTPYKITUS 1o
JEJIONPOU3BOJICTBY, U KaKH€ pa3[eibl TEKCTa MOTYT
OBITH BKJIFOYCHBI B Hee?

7. Uto TaKoe JTOKYMEHTOO00pOT u Kak
OCYILIECTBIISIETCS MOJICYET o0beMa
JIOKyMEHTO000poTa?

8. Kakue moToKM JOKyMEHTOB MPUHATO pa3indyarb B
COCTaBe IOKYMEeHTO00opoTa?

9. Ha3zoBuUTE OCHOBHBIE 3TAMbl TOKYMEHTOOOOpOTA.
10. Ha3zoBuTe OCHOBHBIC NPUHIMIIBI OPraHU3ALNU
JIOKyMEHTO000pOTA.

11. Ilepeuncinute OCHOBHBIE 3a/1a4u Ciyx0b1 [JOV.

OCHOBBI
JTOKYMEHTHPOBAHMS

1. KaxkoBsr OCHOBHBIC 3a7a9u
JTOKYMEHTOBEJICHUSA ?

2. HazoBute OCHOBHEBIE HOPMaTHUBHO-
METOAMYECKHE JIOKYMEHTBI, KOTOPBIMH CJIEAYeT
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PYKOBOJCTBOBAaThCSI B OOJIACTH JEIONPOU3BOACTBA B
Poccuiickon denepanum.

3. Haiite OIpeziesIeHHe JOKYMEHTa U
JOKYMEHTHPOBaHUS.

4. Kaxkne MaTrepHuaibHbIe HOCHUTENN
UCIIONIB3YIOTCA JIJIs1 JOKYMEHTUPOBAHUS?

S. Kakoe wmecto 3anumaer wuHbopManus W
JIOKYMEHTBI B COBPEMEHHON CUCTEME yNpaBlICHUA?

6. Kakue cymecTtBytor ¢GopMbl  yHpaBlIeHHS

OpraHM3alusIMU W KaK OHHM BIHUSIOT Ha (HOPMBI
JOKYMEHTUPOBaHHUS " COCTaB JIOKYMEHTOB,
MPUMEHSIEMBIX B YNPABICHYECKON NIE€ATEIbHOCTHU
opra"uzanuu?

1. Kaxkosa OCHOBHas eI yHUDUKAIIIH
YIPaBICHYECKON IOKYMEHTAINK ?

Opranuzanus
JIOKyMEHTO000pOTa

1. OO01IKe MPUHITUITEI 1 METOIUYECKUE OCHOBBI
OpraHu3aluy JOKyMEHTOO00pOTa.

2. [Tpuem, mpoXoXxACHUE W TIOPSATOK UCTTOTHCHHUS
MOCTYTAOIINX JTOKYMEHTOB.

3. JlocTaBka JJOKyMEHTOB MUCIIOJIHUTESIM,
MOPSAZIOK UX MPUEMa U MepeIadH.

4. Uro noHnumaercs nog o0beMoM
JIOKyMEHTO000pOTa, TOYEMY OH YBEIIMYMUBAETCS ?
5. UTo BXOIHUT B MOHATHE JOKYMEHTOOOOpOTa?
6. Uro BIMSIET HA OPTaHU3AIUIO JBUKEHUS
JIOKYMEHTOB?

7. Kakue opranmzanvoHHbie TOKYMEHTHI
OTIPEACISIOT MOPSIOK ABMKCHUS IOKYMEHTOB B
opranuzanuu (pupme)?

8.  KakoBbI OCHOBHBIC MpaBHJIa OPraHU3aIHH
JIOKyMEHTO000poTa?
9.  Kakue OCHOBHBIC IOTOKH JOKYMEHTOB MOYKHO

BBIJICJIUTH B OPTaHU3AIMHU U B Y€M X OCOOEHHOCTH?
10.  Kakwue TpeGoBaHUS MPEIBABISIOTCS K
OpraHu3alliy MpruemMa 1 IepBUYHON 00paboTKU
JIOKYMEHTOB?

11. B yem 3HaueHUE NPEABAPUTEIBLHOTO
IPOCMOTpA U pacipenesieHus MOCTYMUBIINAX
JIOKyMEHTOB U KaK OHU TTPOBOASTCS?

12.  HazoBute 3Tambl padOTHl HCTIOTHUTEIS C
nokyMeHToM. Kakue TpeOoBaHUS IPETBSBISIIOTCS K
00paboTKe UCXOASIINX TOKYMEHTOB?

13. KakoBsl mpaBuia 00pabOTKH UCXOASAIITUX
JTOKyMEHTOB
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1. Yro ectb uH(MOPMALIMOHHO-TIOMCKOBAsA CUCTEMA T10
JOKYMEHTaM?
2. Yo Britoyaet B cebs UTIC?

HNupopmaronHo- 3. Opranumzanus UIIC
nouckoBasi cuctema | 4. Peructpanusi ¥ MHACKCUPOBAHUE JIOKYMEHTOB B
o nokymeHTaMm | coorserctBuu ¢ 'COY
OpraHu3aIuu. 5. ®OopMBI peTUCTPALNH TOKYMEHTOB.
Perucrpanus 6. JIokyMeHTBI, HE TTO/JIC)KAIINE PETUCTPALIHH.
JIOKYMEHTOB 7. JIOKyMEHTBHI, NOJIeKAIIE o0s13aTenbHOMN
perucTpauu.
8. TpanmuuvoHHBIE W  DJIEKTPOHHBIC TEXHOJIOTHUU
peructpaiuu 1o0KkyMmeHToB u popmuposanus UTIC
KonTponb 1. TexHomorusi BeACHUS KOHTPOJIS 3a CpPOKAMHU
UCIIOJIHCHUS UCIIOJIHEHUS JOKYMEHTOB.
JTOKYMEHTOB 2. lTlpouenypsl BeaeHUS KOHTPOJS HCIOJHEHUS
JTOKYMEHTOB.
3. Buzbl KOHTPOJISL UCTIOTHEHHUS IOKYMEHTOB.
4. ABTOMaTM3UPOBAHHBIE CUCTEMBI KOHTPOJIsSI
3a UCTIOJIHEHUEM JIOKYMEHTOB.
Opranuzanus 1. Ha xakue rpynmsl MOAPa3AEisIOTCS JOKYMEHTHI
XpaHeHus 0 CpOKaM XpaHeHUs?
JTIOKYMEHTOB. 2. I'me MOMKHBI XpaHUTHCA JOKYMEHTHI C MOMEHTA
dopMupoBaHHE | | UX CO3[aHUs (MOJTY4YEHHUs1) U O Mepefadyd B apXuB
XpaHEeHHe JeJd B | OpraHu3aluy WIN YHUUYTOXKEHUS ?
nenonpous3BoAcTBe | 3. UTo Takoe cXeMbl JOKyMEHTOOOOpOTa, 3a4eM OHU
HY>XHBI?
4. Kaxumu JIOKyMEHTaMH cienyeT
PYKOBOJICTBOBAaTbCSl TPU  OMNPEJEICHUU  CPOKOB
XpaHEHUS TOKYMEHTOB?
5. Kaxkue cymiecTByoT BUABI apXUBHBIX (HOHOB?
6. Uem apxuBHas CIpaBKa OTIMYAETCS OT BBIMTUCKU?
7. TlosicHuTe OCHOBHBIE TpPEOOBAaHUS K PEXKUMY
XpaHEHUsl TOKYMEHTOB B apXuBe?
[Toaroroska 1. Dkcneprusa (OIIEHKA) HAYYHOW U MPAKTHYECKOI
JIOKYMEHTOB K | IEHHOCTU JJOKYMEHTOB C LEJIbIO MOATOTOBKH
HOCJIEAYIOIIEMY UCIIOJIHEHHBIX IOKYMEHTOB K XPaHEHHIO U
XPaHEHUIO U | UCTIOJIB30BAHUIO.
UCIIOJIb30BAHUIO 2. OdopmiieHue ae ¢ menbio MOATOTOBKU

VICTIOJTHEHHBIX IOKyMEHTOB K XpPAHEHHIO U
VICTIOJIb30BAHUIO.

3. Omucanue TOKyMEHTOB MTOCTOSTHHOTO U
JIOJITOBPEMEHHOIO XPAHEHUS C €TI0 NOATOTOBKHU
VICTIOJTHEHHBIX JIOKyMEHTOB K XpPAHEHHUIO U
VICTIOJIb30BAHUIO.
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4. ObecrnieueHHe UX COXPAHHOCTU TOKYMEHTOB
XpaHEHUS C LETbI0 TOATOTOBKY UCTIOTHEHHBIX
JOKYMEHTOB K XpaHEHUIO U MCTIOIH30BAHUIO.

5. Ilepenaua nen B apXuB yUPEkKACHUS C LIETbIO
MOATOTOBKY UCTIOJTHEHHBIX JJOKYMEHTOB K XPaHEHHUIO
Y MCII0JIb30BAHUIO.

7.3 Bonpochl AJisi MIPOMEKYTOUYHOM aTTeCTALNM

Bonpocs! s 3auera

1. Jlenonpou3BoACTBO (JOKYMEHTAIIMOHHOE OOECIIeUeHUE YIPABICHUS)
Kak (QYHKIUS yIOpaBJICHHs, COBPEMEHHBbIE TPEOOBaHUS K €ro OpraHu3allvu.
OCHOBHBIE TEPMHUHBI JCIIOTPON3BOICTBA.

2. HcTopuueckoe pa3BuTHE JIE€IONPOU3BOACTBA B Poccun u artambl ero
pa3BUTHS

3. JIOKyMEHT, ~ OCHOBHbIE  MOHATHUA, (QYHKIMM W  CHOCOOBI
JOKYMEHTHPOBAHUS.

4, Nudopmanus n gokyment. Kinaccudukanus 1oKkymeHTa.

S. DNEKTPOHHBIN JOKYMEHT U JOKYMEHTOOOOPOT.

6. VHubukanuss u craHgapTU3alus Kak OCHOBHOE HalpaBiCHHE
COBEpIIIEHCTBOBAHUS JOKYMEHTOB.

7. Cucremsl JOKYMEHTAIIHH. YHupuIpoBaHHbIe CUCTEMBI
JOKYMEHTALHH.

8. OOmue TpeboBaHMA K TEKCTy JokyMeHTa. llopsmok wu3noxeHus
TEKCTa IOKyMEHTA. SI3bIK CIyKEOHBIX JOKYMEHTOB.

Q. HopmaTtuBHO-1IpaBoBast 6asza JeIONPOU3BO/ICTBA.

10. Xapakrepuctuka, coctaB u couepxxkanne ['OCTa mo odopmiieHHIo
JOKYMEHTOB.

11.  CocraB pexBuzutoB OPJI, npaBuia ux opopmieHus.

12. Buasl 0OlaHKOB JIOKYMEHTOB, UX Xapakrepuctuka. IlpaBuia
opopMyIeHUS, H3TOTOBJICHUS, Y4ETa, WCIONB30BAHUS U XpaHEHUs OJIAHKOB
OpraHu3aIuy.

13. HOpuaudeckas cuia TOKYMEHTOB.

14. XapakTepuCTHKa M COCTaB OPraHU3alMOHHO-TIPABOBHIX JOKYMEHTOB:
TpeOOBaHMUs K COCTABICHUIO U 0()OPMIICHHUIO.

15. Xapakrepuctuka 151 COCTaB WH()OPMAITMOHHO-CITPABOYHBIX
JOKYMEHTOB: TPEOOBAHMS K COCTABICHHUIO U OPOPMIICHHIO.

16. Pa3pabotka JOKYMEHTAIINH, OoTpakarouiei ¢buHAHCOBO-
XO3SIUCTBEHHYIO JIEATEIbHOCTh OpraHU3al|u.

17. Pa3paGotka JOKYMEHTALINH, OTpaXkarolen KOMMEPYECKYIO

NEATEeNIbHOCTh OpTaHU3alu
18. JlokyMeHTHpOBaHWE pabOTHI C mMepcoHaIOM. KoMIUIeKC KaapoBoi
JIOKYMEHTAIIHH.
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19. VuauduuupoBaHHble (OpPMbI MNEPBUYHON YUETHON NOKYMEHTALUU IO
yueTy TpyAa u ero omuiatel. O0mue npaBmwia opopmIIeHUST TPUKA30B MO THIYHOMY
COCTaBy.

20. TpyZnoBoiil 1OroBOpP: COJAEPKAHKUE U MOPSAOK 3aKIIFOUEHHUS.

21. TpynoBas KHUKKA: MpaBuUJia BeIeHUS U 0()OPMIICHUS.

22.  Odopmienue u Be1eHHE TUYHONU KAPTOUKHU U JIMYHBIX JEII.

23. Ilpouecc 3amuTsl npodeccuoHaIbHBIX JaHHBIX B KaJIPOBOU CyK0e.

24, IlpuHmunel u GOpMbl  OpraHU3alMM  JEJIONPOU3BOJCTBA  Ha
PEINPUITUN.

25. Cnyx0a JOKYMEHTallUOHHOTO OOEecnedYeHHsl YIpaBiIeHHs: (YHKIIUH,
CTPYKTYpa, TOJDKHOCTHOM COCTaB.

26. IloHsiTHe, MPUHIUIIBI U XapaKTEPUCTUKN JOKYMEHTOOOO0pOTA.

27. OcHOBHBIE ATalbl JOKYMEHTOOOOPOTA.

28. IlepBoHauanbHasg 00pabOTKa JOKYMEHTOB B OpraHU3aIUU.

29. Peructparusi JOKyMEHTOB, €€ 3HaUCHHUE U (POPMBI.

30. KoHTpoJb UCIIONHEHHS TOKYMEHTOB.

31. XapakTepucTHKa JOKYMEHTOIIOTOKOB:  BXOJAIIasi, HCXOJsIIas,
BHYTPEHHSIS IOKyMEHTaNUs. TeXHoIorus paboThl C JTOKYMEHTOIIOTOKAMHU.

32. OcobenHOCTH pabOTHI C KOHDHUACHITUATHEHON JOKYMEHTAIIUECH.

33. CucremaTu3aiys JOKyMEHTOB, UX y4eT U 00ecreYeHne COXPaHHOCTH.

34. Howmenkiartypa fen: BUABL, COEpKAHUE U TOPSIOK COCTABIICHUS.

35.  ®opmwupoBanue U ohopMIICHUE ACII.

36. OcHoBHblE TpeOOBaHMS K OpraHM3alMd TEKYLIEro XpaHEeHUs
UCIIOJTHEHHBIX JJOKYMEHTOB.

37. DkcrmepTu3a HEHHOCTH JOKYMEHTOB. [IpHHIMIIBI, KPUTEPUH U ITAIlbl
€€ MPOBEICHUS.

38. Cpoku xpaHeHHUs HOKYMEHTOB. [lepeyHu HOKYMEHTOB C yKa3aHHUEM
CPOKOB XpaHEHUSI, UX BUJIBI.

39. TloaroroBka JOKYMEHTOB K C/1aue B apXUB.

40. Cocrapnenue u 0opOpMIICHUE OMKICH ACI.

41. ApxuBHOE XpaHEHUE JOKYMEHTOB. Buabl apxuBOB.

42. OcHoBHBIC TpeOOBaHUS K OOCCIICUYCHUIO COXPAHHOCTH JOKYMEHTOB B
apxuBax. @OopMbl UCIIOJIB30BAaHUS JOKYMEHTOB U3 apXUBa.

43.  Opranuzanus paboThl CEKpeTapsi pyKOBOAUTENS U 0(hUC MEHEIKEPA.

44, Texuudeckue cpeacTBa OUCHON AEATEITHHOCTH.

45. KoMmnploTepHbIE TEXHOJIOTUH CO3/IaHus U 0)OPMIICHUS TOKYMEHTOB.

8 YueOHO-MeTOAMYecKOe U HH(POPMAIIMOHHOE O0ecTiedeHue TUCHUIITIMHBI

8.1 OcHoBHas JuTEpaTypa:

1. Ky3nenos, U. H. Jlenonpou3BoAcTBO : yueOHO-CIIpaBouHOE mocodue / M.
H. Ky3nenos. - 12-e¢ u3a. - Mocksa : U3narenbcko-ToproBas koproparus «Jlamkon
u K°», 2023. - 405 c. - ISBN 978-5-394-05261-3. - Tekcr : anexrponnsiit. - URL:
https://znanium.com/catalog/product/2082504 (nmara obpamenus: 13.09.2023). —
Pexxum nocrtyna: mo noamucke.
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https://znanium.com/catalog/product/2082504

2. JlenmonpoussoactBo : yueOHuk / T. A. beikoBa, JI. M. Bsuosa, 10. M.
Kykapuna, JI. B. Cankuna ; mon o6bm. pen. gou. T. A. beikoBoil. — 5-e u3n.,
nepepab. u pon. — Mocksa : UHOPA-M, 2023. — 403 c. + Jlon. marepuais
[DnekrponnbIil pecype]. — (Bricmee oopazosanue). — DOI 10.12737/1907620. -
ISBN  978-5-16-018052-6. -  Texct :  onekrponHsid. -  URL:
https://znanium.com/catalog/product/1907620 (mara obOpamenus: 13.09.2023). —
Pexxum nocrtyna: mo noamucke.

3. T'yryera, T. A. KouduneHuuaspHOoe [€IONPOU3BOACTBO : YydeOHOE
nocobue / T. A. I'yryeBa. — 2-e u3na., nepepad. u non. — Mocksa : UHOPA-M,
2023. — 199 ¢. — (Cpennee npodeccuonanpHoe obpazoBanue). - ISBN 978-5-16-
016585-1. - Tekcr : AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1986679 (nmara oopamienus: 13.09.2023). —
Pexxum mocTymna: 1o mofmucKe.

8.2 JlomosHuTeNBbHA JIUTEpaTypa, B TOM 4YHCJIe MeTOAUYECKHUE
yYKa3aHUsl:

1. Koppecnonnenuuss 1 Aen0NpOU3BOACTBO [DIEKTPOHHBIM pecype] :
Meronuueckne peKOMEHJAIUU TI0 BBIMOJHEHUIO CaMOCTOSITEILHOM PaboThI
CTyneHTOB  HampamieHuss noarotoBku  38.03.01 DkxoHomwuka, mpoduiIb
Byxranrepckuii yuet, aHanu3 u aynut / MuH-BO cen. xo3-Ba P®D, Bomorojackas
I'MXA, DOxonomuu. dak., Kadenpa skonomuku u ynpasiaenus B AIIK ; coct.
[llunoBa M. H. - Onekrpon. aaH. - Bomorma ; Momounoe : ®I'BOY BO

Bonoroackas I'MXA, 2023. - 14 C.
https://Ik.molochnoe.ru/ebs/notes/3091/download

2. I'yryeBa, T. A. KouduneHnuuansHoe IeIONPOU3BOICTBO : ydeOHOE
nocooue / T.A. I'yryeBa. — 2-e m31., epepad. u mon. — Mocksa : UHOPA-M,
2021. — 199 c¢. — (Beiciee oOpazoBanue: bakanmaBpuar). —
www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-105683-7. - Tekcr

anekrponHsbii. - URL: https://znanium.com/catalog/product/1048497

8.3 IIporpammuoe obecneuenue u UHTepHET-pecypChI:
JInueH3noHHoe MporpaMMHoe odecrnieyeHne:

Microsoft Windows XP / Microsoft Windows 7 Professional , Microsoft Of-
fice Professional 2003 / Microsoft Office Professional 2007 / Microsoft Office Pro-
fessional 2010

STATISTICA Advanced + QC 10 for Windows

B T.94. OTCYECCTBECHHOC

Astra Linux Special Edition PYCB 10015-01 Bepcun 1.6.

1C:Ilpennpusrtue 8. Kondurypauus, 1C: byxrantepus 8 (yuebHast Bepcusi)

Project Expert 7 (Tutorial) for Windows

CIIC KoncynbranTtlnroc

Kaspersky Endpoint Security myst ousneca CtaHaapTHBIN
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https://znanium.com/catalog/product/1907620
https://znanium.com/catalog/product/1986679
https://lk.molochnoe.ru/ebs/notes/3091/download
https://znanium.com/catalog/product/1048497

CB0001HO pacnpocTpaHsieMoe JIMIEH3UOHHOE IPOrPaMMHOe
odecneueHue:

OpenOffice

LibreOffice

7-Zip

Adobe Acrobat Reader

Google Chrome

B T.4. OT€YeCTBEHHOE

Sunexc.bpaysep

NupopmanuoHHbIe CIPABOYHbIE CHCTEMBI

— EanHoe 0KHO J0cTYIa K 00pa30BaTEeIbHBIM PECYpPcaM — PEXKUM JOCTyIA:
http://window.edu.ru/

— UIC «Koucynprantllnrocy — pexxum nocryna: http://www.consultant.ru/

— Nutepdakce - LleHTp packpbITHs KOPIOpAaTUBHON HHPOPMAIIUH (CepBep
packpeiTust HHGOpMaIUU) — pexkuM jgoctyna: https://www.e-disclosure.ru/

— Nndopmannonno-npasosoit noprain FTAPAHT.RU — pexxum noctyna:
http://www.garant.ru/

— ABTOMAaTH3MpOBaHHasl cripaBovHas cucteMa «Cenbxo3TexHuka» (Wweb-
Bepcus) - pexxuM goctym: http://gtnexam.ru/

IIpodeccuonanbHbie 0a3bl JAHHBIX

— Hayunas snextponnas 6ubiaunorexa eLIBRARY.RU — pexxum nocrymna:
http://elibrary.ru

— Haykomerpudeckas 6a3a JaHHBIX SCOPUS: 0a3za maHHBIX pedepaToB U
[IUTUPOBAHMS — PEXKHUM JIOCTYTA:
https://www.scopus.com/customer/profile/display.uri

— OdurmaneHeiii cailT deepanbHOM CITyKOBI TOCYIaPCTBEHHON CTaTUCTUKHU
— pexum noctyna: https://rosstat.gov.ru/ (OTKpBITHI JOCTYT)

— Poccuiickas Axkanemusi Hayk, OTKPBITBIM JOCTYN K HAYYHBIM XypHajlaMm —
pexxuM focrtyma: http://Wwww.ras.ru (OTKpBITBINA JOCTYIT)

— OdunuansHbiii caiiT MUHHCTEPCTBA CENBCKOTO X03stiicTBa Poccuiickoi
®denepanmn — pexum poctyna: http://mex.ru/ (OTKpBITHIH 10CTYI)

JIeKTPOHHbIE OMOJIMOTEYHbIE CUCTEMBI:

- OnexTpoHHbI Oubmmoteunsrii katagor Web WPBUC — pexum
JOCTYyTIA: https://molochnoe.ru/cgi-
bin/irbis64r_14/cqiirbis_64.exe?C21COM=F&I21DBNAM=STATIC&I21DBN=S
TATIC

- OBC JIAHbD — pexwum noctyna: https://e.lanbook.com/

- OBC Znanium.com — pexuM jgoctyna: https://new.znanium.com/

—  DBC FOPAMT — pexum noctyna: https://urait.ru/

- 3BbC POLPRED.COM: http://www.polpred.com/
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- OnexTpoHHass OMOMMOTEKA U3JATENIbCKOIO ILEHTpa «AKaIEeMHsI»:
https://www.academia-moscow.ru/elibrary/ (xomnexuust CI10)

- ObC O@®I'bOY BO Bonoroackas I'MXA — pexum pgocrtyna:
https://molochnoe.ru/ebs/

9. MatepuajibHO-TeXHUYECKOe o0ecneyeHne JUCHUIIUHbI

9.1 HammeHoBaHue NMoMelleHUI 1JIs1 NIPOBeAeHNs] BCeX BUIOB Y4eOHOM
AeAITeJIbHOCTH, TMPEeIyCMOTPEHHOH Y4YeOHbIM IUIAHOM, B TOM YHCJeE
MOMeIIeHHS JAJIs1 CAMOCTOSITEeJIbHOM padoThl, ¢ YKasaHHEM IepedHsl OCHOBHOIO
o0opyaoBaHus, Y4eOHO-HATJISATHBIX nocoou ]| HUCIOJb3YEeMOr 0
NMPOrpamMMHOIo0 odecreyeHmst

VYuebnass aynuropusi 1345 s mpoBeNeHUs] 3aHATUNA JICKIIMOHHOTO U
CEMUHAPCKOT0o THMNa (MPaKTUYECKUE 3aHSTHs); TPYNIOBBIX UM WHAMBUIYaJTbHBIX
KOHCYJIbTAllMi;  TEKYHUIEro  KOHTPOJA W  IMPOMEXKYTOYHOM  aTTecTaluu.
OcHarnieHHOCTh - 000pyI0BaHUE: IKpaH i npoekTopa | mrT., mpoekrop - 1 mir.,
KOMITIbIOTEP B KOMIUIEKTE - | ImIT.

VYyeOnast aynutopus 1349 s npoBeneHHS] CEMUHAPCKUX U MPAKTUYECKHUX
3aHATHM, TPYNMNOBBIX KOHCYJIbTAIMH, MPOMEXKYTOUHOM aTTecTaluu. YdeOHas
ayIUTOpUs

1350 KowmmnbrloTepHbId  KJacc i1 NOPOBEICHUS  CEMUHAPCKUX U
NPAKTUYECKUX 3aHATHH, TPYNIOBBIX KOHCYNIbTanuii. OcHOBHOE oOopyaoBaHue: 15
KOMITBIOTEPOB C JOCTYIIOM B AJIEKTPOHHO-00pA30BaTENbHYIO cpely AKaJemMuw,
OBC u cetn UnTepHeT.

9.2 Obecnieuenue odpazoBanus ausi jgui ¢ OB3

Hnst obecnieuenuss 0Opa30BaHUS HWHBAIMAOB W JIUIl C OTPAaHUYCHHBIMU
BO3MOKHOCTSMH 370pPOBbsl peaju3alusl AUCIHUIUIMHBI MOYET OCYLIECTBIIATHCS B
aIanTUPOBAHHOM BHJE, HCXOAS W3 HHIUBUIYAIbHBIX TCUXO(PU3HUUYECKUX
OCOOEHHOCTEW W MO JIMYHOMY 3asBICHUIO OOYYaromierocsi, B YacTH CO3/IaHUS
CIICLIUAIbHBIX YCIOBUMU.

B cneuunanbHbie yCIOBUSL MOTYT BXOJWTH: IMPEAOCTABICHUE OTIEIbHOU
ayIUTOPUU, HEOOXOJUMBIX TEXHMYECKUX CPEACTB, IPUCYTCTBUE ACCHUCTEHTA,
OKa3bIBAIOIIETO  HEOOXONMMYIO TEXHHMYECKYI0 IOMOINb, BBIOOp  (QoOpMEI
MPEAOCTABICHUS MHCTPYKIUU IO TMOPSIKY MPOBEICHUS TEKYIIEr0 KOHTPOJS M
MPOMEXKYTOUYHON  aTTeCTallud, HCIOJIb30BAaHUE CIHEHHAIbHBIX TEXHUYECKHUX
CPEACTB, MPEAOCTABICHUE TIEPEPHIBA AJIs IpUEMa MUY, JIEKAPCTB U JIp.

JIns 5yl ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSI MPETyCMOTpEeHA
OpraHu3anus KOHCYJbTAIUN C UCIIOIb30BAHUEM SJIEKTPOHHOM MOYTHI.

YyeOHo-MeTOIMUECKME  MaTepuajibl JUIsl  CAMOCTOSITEIbHOM  paboThI
0o0y4Jaroluxcs U3 4Yuclia MHBAJIUIOB U JIMIl C OTPAHUYEHHBIMU BO3MOXHOCTSMHU
3nopoBbs (OB3) npengocraBistorest B hopmax, aJaliTUPOBAHHBIX K OTPAHUYEHUSIM
WX 3JI0pPOBbSI U BOCIIPUSATHS UH(DOPMALINU:
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JUist TaL ¢ HapyIIEHUSIMU 3pEHUs:

— B Ie4aTHOM (hopMe YBEITMUYEHHBIM LIPUPTOM,

— B (popMeE JIEKTPOHHOIO TOKYMEHTA.

JIns nun ¢ HapyLIEeHUsIMU CiyXa:

— B IIe4aTHOM opme,

— B (popMeE JIEKTPOHHOIO TOKYMEHTA.

JUist iuL ¢ HapyILIEeHUsIMU OTIOPHO-JIBUTaTEIBHOTO aliapara:

— B IIe4aTHOM opme,

— B (popMeE JIEKTPOHHOIO TOKYMEHTA.

JlaHHblii TIepedYeHb MOXKET ObITh KOHKPETHU3UPOBAaH B 3aBUCHUMOCTU OT
KOHTHMHT€HTa 00y4arouxcsl.
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10 Kapra komneTeHIMii JUCHMILTHHBI

KoppecnonaeHuus 1 1eJI0NPOU3BOACTBO

Llenps nucunInHbI

— c(hopMHpOBaTh MOHUMAHHUE OCHOBHBIX UJIEH TEOPETUKO-MIPAKTUUECKON 0a3bl 1eTONPOU3BOACTBA U
YMEHHS TMPABUIBHOTO COCTaBIE€HUS U O(OPMIICHUS CIYXKEOHOM NOKyMEHTAllMH, HaJAJIeXKallylo
OpraHu3aluIo JTJOKYMEHTO000POTa B YUPEKIEHUHU COMNIACHO TpeOOBaHUSIM

3a1aun TUCIUIUINHEI

2.

npuOOpEeTeHHe  HaBBIKOB

HpI/IO6p€TeHI/Ie HaBBbIKOB ﬂeHOBOﬁ MCPCIINCKH,

COCTaBJICHUA

YIPaBIEHYECKUX

1. ocBoeHME OOLIMX MPUHIMIIOB JOKYMEHTAIIMOHHOTO 00€CIIeUeHUs ACSITEIbHOCTU NPEAIPUITHS, C
MOPSJIKOM JIOKYMEHTHPOBaHUs UH(OpMaIny;
IPaMOTHOIO
UCITIOJIB3YEMBIX B IESITENBHOCTH NIPEATNPUITUI;

HOKYMCHTOB,

B nporecce ocBoeHMs JaHHOM AUCIUTUIMHBI CTYICHT GOPMUPYET U IEMOHCTPUPYET CJICAYIONIHE

Komnierenuun [ImaHupyemble pe3ybTaThl TexHonornu dopma CryneHu ypoBHEH
Nunekc | dopmynupoBka o0ydeHus dbopMupoBaHUs | OIEHOYHOTO | OCBOCHHS KOMIIETCHIIUU
CpeJiCTBa
YK -4 | Cnocoben NA-1yka Bri6bupaer Ha | Jlekuuu Omnpoc IToporoBwbrii
OCYLIECTBIIATh roCyJapCTBEHHOM U (YAOBJIETBOPHUTEIBHO)
i (0):3% 0 UHOCTPAaHHOM a3pikax | [IpakTtuueckue KontponbHas | 3HaeT KOMMYHUKATHBHO
KOMMYHHKAIHIO B | KOMMYHUKAaTUBHO MPHEMIIEMBIC | 3aHATHUS pabora IpUEMJIIEMBbIE CTHJIH
YCTHOM U | CTUIb JIEJIOBOTO 00IIIEeHNS, JIEIIOBOTO o0IIEeHHS,
NUCbMEHHOM BepOanbHble U HeBepOanbHbie | CamoctosTenbHas | [pynmnoBas BepOaIbHbBIE u
dbopmax Ha | Cpe/ICTBa  B3aMMOJICUCTBUS  C | paboTa paboTta HeBepOaJIbHBIE CpEeJICTBA
rOCYJapCTBEHHOM | MAPTHEPAMHU B3aUMOJECHCTBUS c
SI3BIKE N-2yk-4 Hcnone3yer MapTHEPAMHU.
Poccuiickoit UH(GOPMAIOHHO- IpoaBunyTHIH
denepanuu Y | KOMMYHHKAI[HUOHHBIE (xopomo)
MHOCTPAaHHOM(BIX) | TEXHOJIOTUU npu MOUCKE ¥YmMmeer  uCHOIB30BATh
s3bIKe(ax) HeoOxomuMol uwHpOpMAIuu B MH(pOpPMALIMOHHO-
MPOILIECCE PEIICHUS] CTAHJAPTHBIX KOMMYHHKAIIHOHHbIE
KOMMYHHMKATUBHBIX 3aJay Ha TEXHOJIOTUU TPHU MOUCKE
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roCyIapCTBEHHOM u
MHOCTPAHHOM SI3BIKAX
UJ-3yk4  Bemer  nmenoByro

NEPENHCKY, YUUTBIBas
0COOEHHOCTH CTHJIUCTUKHU
o UIATBHBIX u
HEO(pUIUATBHBIX HUCEM,

COIIMOKYJIBTYPHBIC pa3IHYus B
dbopmaTe KOpPpPECHOHACHIIMU Ha

rocyJ1apCTBEHHOM u
UHOCTPAHHOM SI3bIKaX

N-4yk-a JleMoHCcTpUpyeT
UHTETpaTUBHBIC yYMEHUS

HCIIOJIL30BaTh  JHAJIOTHYECKOE
oOIeHue Uil COTPYJIHUYECTBA B
aKaJeMHYEeCKOM KOMMYHUKAIUU
OOIIEeHHUS: - BHUMATEIbHO
CIyllasi ¥ TMBITAsICh MOHATH CYTh
UJIeN JpyTrux, HaXXe €CIh OHH
MPOTUBOpEYAT COOCTBEHHBIM
BO33PCHUSIM; - yBaXkast
BBICKA3bIBAaHMUS JIPYyTHX Kak B
IJIaHEe COJIep)KaHusl, TaKk M B
wiane  (Gopmbl; — KPUTHKYS
apryMEHTUPOBAHHO u
KOHCTPYKTHBHO, HE  3aJeBas
YyBCTB JIPYTUX; aJanTUPYs peyb
U S3BIK JKECTOB K CHUTYyallUsM
B3aMMOJICHCTBHUS

HEO0OXOIUMOI

uH(popMaIu B
mpouecce pemeHns
CTaHJAAPTHBIX
KOMMYHUKaTHUBHBIX
3a1a4y Ha
roCyJapCTBEHHOM U
MHOCTPAHHOM SI3BIKaX.
Bricoxkui
(oTiIM4HO)
Baageer npuHOMDAMH
JIeJI0BOY IIEPEIUCKH,

YUHUTBIBaE OCOOEHHOCTHU
CTHJIUCTUKH

opHUIIHATTBHBIX u
Heo(pHIMATBHBIX THCEM,
COLIMOKYJIBTYpPHBIC

paznuuusi B Qopmare
KOPPECIIOHJACHIIMK  Ha
roCyJapCTBEHHOM U
MHOCTPaHHOM SI3bIKaX.
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N-5yk-a JleMoHcTpupyeT
YMEHHE  BBINOJHATH  IEPEBOJ
npodeccHOHaIbHBIX TEKCTOB C
UHOCTPAHHOTO Ha
rOCyAapCTBEHHBIN SA3BIK 51
o0patHo.




