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1. IEJIM OCBOEHUA JUCIUIIJINHbI:

Heap QMCHMIVIMHBI — W3Y4YEHHE NOKYMEHTAllMOHHOM TEOPUM M NPAKTHKU B YNPABICHUH Ha
OCHOBE HayYHO 0OOOCHOBAHHBIX MPUHIIMIIOB U METOOB.

3agayaMu AUCHHMILIMHBI:

- 03HAKOMJICHHE CTYZCHTOB C OCHOBHBIMH MTOHATUSMH JIOKYyMEHTO000pOTA;

- IpaBUJIAMH CO3JaHMs YIIPABIECHYECKUX JOKYMEHTOB,

- 03HAKOMJICHHE CTYJICHTOB C IPUHIIUIIAMU PAOOTHI C IOKYMEHTaMU;

- O3HAaKOMJIEHHME CTYJIEHTOB C peajJu3aluuell NPUHIUIOB YHU(PHUKALIMM M CTaHJApTH3ALUU
JOKYMEHTOO0O0pOTa B YIPABJICHUHY;

- 03HAaKOMJICHHME CTYIECHTOB C MPUHIMIIAMU OpPraHU3alMM JOKyMEHTOOOOpOTa W OpraHu3aliu
JIeNTOTIPOU3BOCTBEHHON CITY>KOBI MPEANIPUATHH, YUPESIKICHUN U OpraHU3alui;

- O3HAaKOMJICHHE CTYJEHTOB C OCHOBHBIMH HOPMATHBHO-METOJUYECKMMHM MaTepHalaMU I10
JOKYMEHTUPOBAHUIO YIIPABICHUYECKOU E€ATEIbHOCTH;

- CYWIECTBYIOIIMMM CTaHAAPTAMHM IO YNPABICHYECKOM NOKYMEHTALUH, XapaKTEPUCTHUKON W
COCTaBOM YHU(UIIUPOBAHHBIX CHCTEM JIOKYMEHTALINH;

- 00ydeHHe CTYJCHTOB HaBBIKAM COCTABICHMS U PEIAKTHPOBAHUS CIYKEOHBIX JTOKYMEHTOB B
COOTBETCTBUU C HOBbIMM poccuiickumu ['OCTamu.

2. MECTO JUCIIMIIVIMHBI B CTPYKTYPE IIIICC3:

OIl.13  «JloKkyMEeHTaIlMOHHOE OOECIICUeHHE YIpaBICHUS» -  o0mienpodeccrHoHaabHast
AUCLHUIUIMHA Y4eOHOTrO 1HKIIA.

3. TPEBOBAHMUS K PE3YJIIBTATAM OCBOEHMUSA JUCHHUIIVINHbBI:

3.1. B pesyabtarte ocBoenus IINICC3 BpIMyCKHUK J0/2KEH 00,1a1aTh CJIeLyOIMMHA
KOMIIeTEeHIMAMM

OK 1. IlornmaTh CYIIHOCTh W CONHAIBHYIO 3HAYMMOCTh CBOCH Oyaymied mpodeccuw,
IIPOSIBJIATH K HEW YCTOWYMBBINA HUHTEPEC.

OK 2. OpranHu3oBbIBaTh COOCTBEHHYIO NEATEIBHOCTh, BHIOMpPATh THUIIOBBIE METOIbI H
CII0CcOOBI BHITTOTHEHUS TPO(EeCcCHOHANIBHBIX 33]1a4, OIICHUBATh UX dPPEKTUBHOCTH U KAYECTBO.

OK 3. [IpuHuMath penieHus B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYalMSAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh TOWCK W HCIOJIb30BaHWE WHGOPMAIMKM, HEOOXOIUMOMN IS
3 (PEKTUBHOTO BBITOJHEHHUS MPO(ECCHOHANBHBIX 3a]ad, MPO(PECCHOHATBHOTO M JTMYHOCTHOTO
pa3BUTHSL.

OK 5. MHcnonp3oBaTb  MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTUU B
npohecCuOHANBEHOM e TENIbHOCTH.

OK 8. CamocTroATenbHO ONpEAeNsaTh 3a4a4d MPO(ECCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHs, 3aHUMAThCsl  caMOOOpa3OBaHWEM, OCO3HAHHO  IJIAHUPOBaTh  IOBBIILIEHUE
KB (DUKAITAH.

OK 9. OpueHTHpPOBaTHCS B YCIOBUAX MOCTOSIHHOTO U3MEHEHHUS ITPaBOBOM 0as3bl.

I1IK 1.1. OcymiecTBasTh NpoQeccnoHaIbHOE TOJIKOBAHWE HOPMATUBHBIX MPABOBBIX AKTOB
JUISI pealii3aliy [paB TpakJaH B cepe NEHCUOHHOTO 00eCIeUeHHUs U COLMATbHON 3alUThI.

IIK 1.2. OcymecTBisaTh NpUEM TpakIaH IO BOMPOCAM IEHCHOHHOTO oOecneueHus U
COLIMAJIbHOM 3aIIUTEL.

I[IK 1.3. PaccMarpuBaTh MakeT JJAOKYMEHTOB i Ha3HAYCHHUS TICHCHH, TOCOOMIA,
KOMIIEHCAIINH, IPYruX BBIILJIAT, a TAKKE MEpP COLMAIbHOU MOANEPKKH OTAEIbHBIM KaTErOpUsM
TpakJiaH, HY>KJIalOIIUMCS B COLIMAJIbHOW 3aIlUTE.
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[IK 1.4. OcymiecTBasATh YCTaHOBJIEHUE (Ha3HAUYCHHE, TIEpepacyeT, NEPEBOT), HHICKCAIIUIO
U KOPPEKTHPOBKY MEHCHM, Ha3HaYCHNE TOCOOUH, KOMIIEHCAIIMH U IPYTUX COLUAIBHBIX BBIMJIAT,
UCTONb3Ysl HHPOPMALMOHHO-KOMIIBIOTEPHBIE TEXHOIOTHH.

IIK 1.6. KoHcynbTupoBaTh rpakJjaH U MPeACTaBUTENEH FOPUINYECKUX JIUI] IO BOIPOCAM
IICHCHOHHOT'O 00€CIeYeHUs U COLUAIbHOM 3alUThI.

3.2. B pe3yabTaTe U3y4eHHs TUCHUIIUHBI CTYAEHT J0JKEH

3HATh:

MOHSATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;

MpaBuJjIa COCTABJICHHUS U O(OPMIICHUS OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX IOKYMEHTOB
(manee - OP);

CUCTEMY W THIIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOECIeUeHUs YIpaBICHUS
(manee - JOY);
OCOOEHHOCTH  JCJIONPOU3BOACTBA 1O OOpamieHWsIM TpaxaaH ¢ KOH(MUICHIIHAIBLHOTO
JEIIONPOU3BOICTBA

YMETh:

O(bOpMJ'I}ITb OpI‘aHI/I3aI_II/IOHHO-paCHOp}II[I/ITe.HBHBIG I[OKYMGHTBI B COOTBETCTBHUHU C
nerictBytommm ['OCTowm;

OCYH_IGCTB.H}ITB 06pa60TKy BXOOAIINX, BHyTpeHHI/IX " UCXOOAIUX ,Z[OKyMeHTOB, KOHTpOJ'H:
3a MX UCIIOJTHCHUEM;

0(OpMIIATH TOKYMEHTHI [UIs NIEpeaydl B apXUB OpTaHU3aIIH

NMeThr mnpakTUYECKHWd OMNBIT HWCMOJb30BAaHMS 3HAHWMM W YMEHUW TI0 MPEIMETY
«JlokyMeHTaImoHHOE 00ecTieueHue YIIPABJICHUS» B YCTAHOBIICHHOH cepe nesaTeTrHOCTH.

4. CTPYKTYPA U COAEP KAHUE JUCIHUIIJINHbI

4.1. O0beM IUCHUIIMHBI H BUbI y4eOHOH padoThI

By yueOHoi padoThI Bcero yacos
O01mas Tpya10eMKOCTh AU CIUNIHHBI 82
AYAUTOpPHBIE 3aHATHS 38
Jlekuun 20
ITpaktrnueckue 3anstus (113) 18
CamocrosiTesibHasi padora 44
®opmMa KOHTPOJIS JAnddepenuupoBanHbIii
3a4er

4.2. Pa3neibl AMCHUILINHLI H BUABI 3aHATHI

No Pa3gennl nucMIIHHEI Jlexknuu 113 CP

1. BBenenue B JUCHMIUIMHY: JOKYMEHT B CUCTEME 2 - 4
YIIpaBICHUS

2. | Yaudukanus u cTaHIapTU3AIMS YIPABICHISCKUX 1 - 2
JIOKYMEHTOB

3. | OcHOBHBIE TTpaBUiia OPOPMIICHUE YIIPABICHUESCKIX 1 - 4
JIOKYMEHTOB

4. | OcobeHHOCTH COCTaBJICHUS U 0OPMIICHHUS 1 2
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OpraHnu3atvOHHO-PACIIOPAAUTCIBHBIX JOKYMCHTOB

5. | OcobeHHOCTH cOoCTaBICHHS U OPOPMIICHUS CITPABOYHO- 2 2 2
MH()OPMAIIMOHHBIX U CIIPABOYHO-aHATUTUYECKUX
JIOKYMEHTOB
6. | CrnyxxeOHasi KOPPECTIOHACHIIHSI 1 - 4
7. | JJOKyMEHTBI O IMYHOMY COCTaBY U BEI€HUE KaJApOBOM 2 2 2
JOKYMEHTalu1
8. | TpeboBaHMs K TEKCTY TOKyMEHTA 1 2 4
9. | SI3BIK M CTHIIB CITYy’K€OHOTO TOKYMEHTa 1 2 4
10. | Benenue nenonpous3BocTBa O MUCbMEHHBIM U YCTHBIM 2 2 4
oOpanieHusIM TpaXKaaH
11. | Opranu3zanusi paboThI C TOKYMEHTaMHU 1 2 4
12. | CucremaTuzanus JOKYMEHTOB U UX XpAHEHUE 2 - 4
13. | Opranu3anusi JeJI00POU3BOACTBA B YUPEKICHUU 1 2 2
14. | Ucnonb30BaHUE COBPEMEHHBIX KOMITBIOTEPHBIX 2 4 2
TEXHOJIOTUH B JOKYMEHTO000POTE yUpexAeHUH,
NPEINPUSITUN, OpraHU3alHiIl
HTroro 20 18 44

4.3. Conep:xanue pa3/ie0B M CHUIIITAHbBI

Brenenue. [lpenmer u copepkanue TUCHUILIUHBL. MeCcTO AMCHUIUIMHBI B CUCTEME MOATOTOBKU
CHELHAIINCTOB.

Tema 1. BBenenune B JMCHUIUIMHY: IOKYMEHT B cHCTeMe YIIPaBJIeHUs

[Ipenmer, 3amaum, cTpykrypa aucuuiiiabl. JIOY Kak JeqaTelbHOCTh, OXBAaThIBAIOIIAS
JOKYMEHTUPOBAaHUE W OpraHu3anuio padoTel ¢ gokyMmeHTamu. 3HaueHue JlOY. OcHoBHbIE
HCTOPUYECKHE ITAIbI Pa3BUTHsI JEIONPON3BOACTBA B Poccun.

Jlokyment u ero ¢ynkuuu. WHpopmanmoHHas ¢(yHKIMS Kak (YHKIMS 3aledyaTyIeHus |
xpaneHus: nHpopmanuu. KommynukatuBHas (GyHKIHS Kak (QYHKIUS Tepeaadd WHQGOPMAIIHH.
AKKyMynsuoHHas (QyHKIMA Kak (QYyHKIMS HAKOIUIGHHWS W XpaHEHHs WH(POpMaLUu.
VYnpasieHueckas QyHKIUS JOKYMEHTA U €€ 3HaU€HUE B OpraHu3anuu ynpasieHusd. ConuanbHast
U npaBoBasi QpyHKUus nokyMeHTa. KynbTypHas QyHkuus nokymeHTa. CUCTeMaTH3UpYIOMIas U
OpraHu3yoIas poJib JOKyMeHTa. JIOKyMEeHT KaKk HCTOPUYECKHI HCTOYHHUK.

Crioco6b1  tokymMeHTHpoBaHUsA. OCHOBHBIE TOHATHS. 3HAUCHHE JOKYMEHTOB JJSl TPUHATHS
yIpaBIE€HYECKUX pemeHuil. JIOKyMeHThl 1O OOIMM U aJIMUHHCTPATUBHBIM BOIIPOCAM.
[Monmpa3nenenne  JOKYMEHTOB 1O  (YHKIMAM  YIpaBICHHS.
OpraHu3alnMOHHO-pacopsIUTEIbHbIC, CIPaBOYHO-UH(POPMALIMOHHBIE u CIPaBOYHO-
AQHAIUTUYECKUE TOKYMEHTBHI.

Tunonorus ciayx&eOHBIX AOKYMEHTOB IO HAMMEHOBAHUIO, MECTY COCTaBJE€HUs (BHEIIHHE U
BHYTPEHHUE), COJACPKAHUIO (IIPOCThIE U CIIOXKHBIE), (hopMe (MHAMBHIYyaJbHBIE, TpadapeTHbIe,
THUIIOBBIE), CPOKAM UCIIOJIHEHUS (CPOUHBIE U HECPOUHBIE), IPOUCXOXKACHUIO, BUYy 0(OpMIIEHUS,
cpenctBaM  (ukcamuu. [IOHSTUS «OpPUTHHAN», «IOUIMHHUK», «KOMHS», «IyOIUKaT»,
«BBIITUCKa».

HopmaruBHo-MeToquueckass ~ 0a3a  JOKyMEHTallMOHHOro  obOecrieueHus: ynpasienus. O3
«O6 wunbopmaruu, wuHGOpMATHU3AIMKU H 3amuTe HHGOpMauu», ['paxkgaHCKUA KOJEKC,
IIOCTaHOBJICHUS IIPABUTENBCTBA, YKa3bl IIpesunenta PO.




Tema 2. YHuUMKAIMS U CTAHAAPTH3AIUS YIIPaBJIeHYECKHX TOKYMEHTOB

YHuudukanus u craHgapTU3alus Kak CPeACTBO PEryIHMpOBaHUS MHPOPMAIMOHHBIX MOTOKOB U
CPEACTBO  IOPUIMYECKOTO  3aKpeIyIeHHs ympaBlieHYecKo wuHpopManuu. YHHPHUKAIHS
JTOKyMEHTOB TI0 (popme u cocraBy. YHU(UKanus OymaxkHbix ¢opmatoB (A3, A4, AS, A6),
rpaduyeckas yHU(UKALUSI TEKCTOB.

CocraBnenue u BeaeHwe Tabemst (opm 10kyMeHTOB M AnbOoma (GopM JTOKYMEHTOB.
Yuauduuuposanusie cuctemsl jokymenTanuu (Y CJI), orpacneBbie 1 pyHKIMOHATBHEIE.
O6mepoccuiickue Kiaccu(PUKaTopbl TEXHUKO-DKOHOMHUYECKON W COIUAIBHOW HH(POpPMAIIHIH.
OKTIO, OKVY /], OKOHX. I'ocynapcTBeHHBIE CTaHAApThl Ha YNPABICHUYECKYIO TOKYMEHTALUIO.
['ocynapcTBeHHast cucTeMa JOKyMeHTaIrmoHHoro ooecniedeHus ynpasienus (I'COY).

Tema 3. OcHoBHbIE MPpaBUJIa opopMiIeHHe YITPABJIEHYECKUX TOKYMEHTOB

®dopmynsp gokymeHTa. TumoBod dopmymsip mokymeHTta. Dopmymsip-oOpaszen. PexkBusut
nokymenTta. TpeboBanus k oopmiieHUI0 peKkBU3UTOB JokyMeHTOB YC OPJl B coOTBETCTBHHU C
['OCT P® 6.30-2003.

[TonsiTHe «00s3aTENBHBIN PEKBU3UT TOKyMEHTa». bllaHk qoKyMeHTa. bianku o0riue, I TuceM,
rep6oBble. 3aroioBouHas U oGopMIIsIonIas YacTH JOKYMEHTa (JOTEKCTOBBIE U MOCIETEKCTOBBIE
pexBusuthl). I'pudor. CornmacoBanue (BHEIIHEE M BHYTPEHHEE) M YTBEPXKACHHE JOKYMEHTA.
[Topsimok agpecoBaHMs TOKYMEHTOB. 3arojoBOK K TEKCTY KaK BaKHEHIIUN MOMCKOBBIN MPU3HAK
nokyMmeHTta. [lonsTue aBTOpCTBAa. YIOCTOBEPEHHE JOKYMEHTa (PEKBU3UTBI «IIOAIHCHY,
«1meyaTtb»). OTMETKHM Ha JOKYMEHTe Kak (uKcalus MPOXOXKACHUS TOKYMEHTOM pa3iHYHbIX
3TaroB paboTHl C HUM. 3aBepeHHE KOIHH.

Tema 4. OcoGeHHOCTH cOCTaBJIeHHUA U 0(pOPMIICHHS OPraHU3AIHMOHHO-PACTOPSAANTEIbHbBIX
AOKYMEHTOB

Opranun3anroHHO-PACIIOPAIUTENBHAS JOKyMeHTauus. JIOKyMEHTbl  OpraHM3alMOHHBIC
(ycTaB, M0JIO)KEHHE), JOKYMEHTBI PaclOpsIAUTENbHBIE (IOCTAHOBJICHHE, PACIOPSKEHUE, IIPUKA3,
yKa3aHue, pemeHue). PacopsaauTenbHble TOKyMEHTBI, U3aBacMble B YCIOBUAX €IMHOHAYAIINS
(mpukas, yka3aHue, paclopsDKEHHME) U KOJUIETMaIbHOCTH (pellleHue, nocraHosienue). [lpasuna
odopmIIeHUS

Tema 5. OcoOeHHOCTH cocTaBJjieHUSI W O(QOpPMIIEHUS] CNPABOYHO-UH(POPMAUMOHHBIX H
CIPABOYHO-AHAJIUTHYECKUX JOKYMEHTOB

CripaBo4HO-UH(OPMAIIMOHHBIE M CHPAaBOYHO-aHAINTHYECKHUE JOKyMeHTHl. CrpaBka Kak
OCHOBHOM JOKyMEHT JaHHOTro Tuma. CrpaBKH BHEIIHHUE W BHYTPEHHUE, MPOCTHIC U CIIOXKHBIC.
OcobenHocTd O(OPMIICHHSI AKTOB pAa3HbIX THIIOB (MOANKMCAHUE, YTBEPXKICHHE CTPYKTYpa
TEKCTOBOM 4YacTH). JIOKYMEHTHpOBaHHE KOJUICTHAIBHOW  JCATEIHHOCTH, OCOOCHHOCTH
odopmiieHus MpoToKoa. JlokIaaHbIe U 00BICHUTEIBHBIE 3aTTUCKU. 3asBICHUE.

Tema 6. CiryxeOHasi KOppeclOHACHIHS

CnyxeOHast  KOppecnOHAEHIMs  (MHUChMa, TEJIerpaMMBbl,  TEJIEKChl,  Tele(OHOTPaMMBI,
(akcorpammsl, JNIEKTPOHHBIE COOOLIEHNS). PaznoBugHoCcTH JIEJIOBBIX 1ceM
(COmpOBOAMTENBHOE,  3aIpOC,  NPEIJIOKEHHE,  MPUIJIAIICHUE, HAllOMUHAaHUE,  OTKaj3,
MOATBEPKJICHUE, PEKIaManns U 1p.). baanku 1ms nuceM. PEKBU3UTBI «IPUIOKEHUE K TEKCTY»,
«CIIpaBOYHBIE JIaHHBIE O MPENIPUITUN», «CChUIKA Ha AaTy U HOMEp AOKyMeHTa». Jlormueckas
cxema pacnosiokeHus: uHpopmanuu B nucbMmax. CraHgapTHble U TpadapeTHble BBIPAXKEHUS B
TEKCTax nuceM. PedeBoi ITHKET B [EI0BOM KOPPECHOHICHUMH. MeEXIyHapOoaHbIE IHCbMA.
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Hekortopsie OTJINYUS 3apyOeKHOTO JIETIOTIPON3BOICTBA OT JIEIIOTIPON3BO/ICTBA,
MPEAYCMOTPEHHOTO POCCUMCKUMU CTaHAapTaMU.

Tema 7. JIoKyMeHTHI 110 IMYHOMY COCTABY M BeJleHHE KA/IPOBOi JOKYMEHTAMHU

JIOKYMEHTHI 110 JTUYHOMY cocTaBy (mepcoHainy). TpyaoBoli KOHTpakT (morosop). IIpukassl mo
JUYHOMY COCTaBy M KaJpoBble NpUKa3bl, UX OTIMUUSA. OCOOEHHOCTH BEAEHUS TPYIOBBIX
KHIKeK. Jluuneie kaptouku ¢opmbl T-2. Jluuynble nena. Benenue xaapoBoil JOKyMEHTAIUH.
CocraBneHue JOKYMEHTOB JIMYHOIO XapakTepa (aBToOuorpadus, 3asBiI€HUE, OBEPEHHOCTb,
pacnucka). PestoMe kak HOBBIM BUJI JOKYMEHTA.

Tema 8. TpeGoBaHuUs K TEKCTY JOKYMEHTA

Jlormdeckast CTpPYKTypa TeKcTa JOKyMeHTa. PyOpukanus Tekcta. TunuuHble OmmMOKH B
OpraHM3ali TEKCTa CIyXeOHbIX JOKyMeHTOB. Kilaccupukanuss TEKCTOB MO pazIUYHBIM
npuniunaM. @dopmanu3oBaHHBIE TEKCThl (Tpadaper, Tabnuua, ankera). TpeGoBaHus K
MaIIMHOMUCHOMY O()OPMIIEHUIO JJOKYMEHTA (IIpUu(T, MHTEPBAJIbL, OJIS).

Tema 9. SI3bIK U CTHIIb CJTYKEOHOTO TOKYMEHTA

S3BIK W CTWIB CIIyXKEOHBIX MOKYMEHTOB. OQuIinaibHO-IeI0BOM (YHKIIMOHAIBHBINA CTUIIb.
OKCTPaTMHTBUCTUYECKUE  TMPU3HAKH  CTWIS:  TOYHOCTh, CTaHAAPTHOCTb, JIOTHYHOCTb,
0€3IMYHOCTb, HEUTpaJIbHBII TOH U3J0XKeHUs U np. MHPOpMATUBHOCTH U JIAKOHUYHOCTH Kak
KOHKYPHUPYIOIINE XapaKTePUCTHKU TEKCTOBOTO JOKYMEHTA.

JIunrBucTHyeckue 0COOEHHOCTH CTHIISA - JIEKCHYeCKHe (OKpallleHHass M HeWTpalbHas JIEKCHKa,
MIEPEOCMBICTICHHE OOIIEYMOTPEOUTEIPHON JIEKCUKH, KHIDKHAS JIGKCHKA, IOpUANYEcKas |
(¢brHAaHCOBasI TEPMUHOJIOTHS, CJIOBA C O(DHUIIMAIBHONW OKPACKOH, OOIICYOTpeOUTEIbHAS JIEKCHKA
B CIICIIMATLHOM 3HAYCHHWH) M TpaMMaTH4eckue (HOMHUHATUBHOCTH, JECEMaHTH3alUs TIaroia,
paclieryieHle TaroJibHOM  CEeMaHTHUKH,  WCIIOJIb30BaHME  MH(PUHUTHBA,  HACTOSIIETO
BPEMEHH  JOJDKCHCTBOBAHHUS,  CTPAJaTeNbHOTO  3aJI0Ta,  NPUYACTHS,  JCeTpUYaCTHS,
YUCIIUTENbHBIX, MPOU3BOJHBIX IMPEIJIOTOB, MECTOMMEHHM, IEeNOoYeK POIAUTENbHBIX Maaexeil,
OJTHOPOJHBIX YJICHOB MPEJIOKECHHUS, BBOJHBIX U BCTABHBIX KOHCTPYKIUH U 1p.) Micnons3oBanue
B TEKCTE JOKYMEHTa KJIHIIEe U KIWIIMPOBAaHHBIX KOHCTpyKIuil. TaBTonorus kak ciencTBHe
CTpeMJICHHS JIOKyMEHTa K MaKCHUMAalbHOWM TOYHOCTH. AOOpeBHATYphI JIEKCHYECKHE U
rpadgudeckue.

TunuaHele OMMOKK B TEKCTE€ MOKYMEHTa M €ro penakTupoBaHue. KoppeKTypHBIE 3HAKU W
IpaBuJia UX MPUMEHEHHUSL.

OTtpaxeHue TpeOOBaHUN ITHKETA JIETIOBOTO OOIICHHS B IOKyMEHTAX.

Tema 10. Benenue 1e10npou3BoACTBA O NMCbMEHHBIM H YCTHBIM 00palieHUAM IPaxIaH

OcoOeHHOCTH JaHHOM IpyMNIbl TOKyMEHTauuu 1 paboTsl ¢ Hell. Kitaccudukanus (mpeanosxxeHus,
3asBIICHUS, KaI00bl), CPOKH PACCMOTPEHHUS, PErUCTpaIUs U KOHTPOJIb UCIOIHEHHs oOpalieHuit
rpaXKaaH.

Tema 11. Opranusanus padoTbl ¢ JOKyMeHTaMHU

JIOKyMEHTOO0OpOT W JIOKYMEHTONMOTOKH (BXOMSIIUN, HCXONAIIUHM, BHyTpeHHUH). [loHsTHe
«00BeM JTOKYMEeHTOOoOOpoTa». CTpyKTypa AOKYMEHTOOOOpoTa mpeanpusatus. TpebGoBaHus,
peIbsIBIsSEMbIE K JTOKYMEHTOOOOPOTY ydupekaeHusi. HopMaTUBHO-METOINYECKHE JOKYMEHTHI,
perJIaMeHTHPYIOINUE JTOKyMeHTooOOpoT mpeanpustus. Ilpuwem, mnepBuyHas o0paboTKa,
peBapUTEILHOE PACCMOTPEHHE U PaCTIpeieTICHNUE BXOASIINX TOKYMEHTOB.
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Peructpanusi 1 KOHTPOJIb UCTIOTHEHHS JOKYMEHTOB. KOHTPOJIb CPOKOBBIN, TPEAYPEAUTENHHBIN
(Texymuit), mocienyromuil (MToroBelif). PerucrpannonHbie ydeTHble (QOpMBI (KypHaJIbHAs,
KapTO4yHasi, = aBTOMATH3UpOBaHHasA). PerucrtpanmoHHo-KOHTpoibHas  kaprouka  (PKK).
CripaBo4HO-MH(OPMAIIMOHHBIE CUCTEMBI (CHpaBOYHAs, KOHTPOJIbHAs!, KOHTPOJIbHO-CIIPaBOYHAS
KapToTekn). MlHnekcupoBaHue TOKYMEHTOB. YUeT TIOKyMEHTOB, UX MOMCK, CIIpaBoYHas padora.
PaccMoTpenue pykoBOACTBOM M HampaBiI€HUE IAOKYMEHTOB B CTPYKTYpHBIE IOAPA3JIEICHUS
(HEeTIOCPEICTBEHHBIM HCIIONIHUTENSAM). VICTIONHEHHe JTOKyMEHTOB, 00paboTKa U JIBH)KEHUE
OTHPABIISIEMBIX U BHYTPEHHUX JOKYMEHTOB. AHAIN3 UCIOJHUTEIbCKON TUCIUTTNHBI.

Tema 12. CucremaTu3anusi J0KyMEHTOB H UX XpaHeHHe

CucremaTtuzauusi JOKyMEHTOB. [ pynnupoBka TOKYMEHTOB B MEpBUYHbIC KOMIUIEKCHI. [loHsATHE
«neno». [IpuHuunel popMupoBaHuUs N1€7 - HOMUHAIBHBIN, TPEIMETHO-BOIIPOCHBIN, aBTOPCKUH,
XPOHOJIOTUYECKUH, SKCIepTHBIH. TpeboBaHUS K O(QOPMIECHUIO OOJOXKEK el TMOCTOSHHBIX
CPOKOB XpaHEHHS.

Homenknarypa nen npemnpusitusi. KoHkpeTHasi, mpuMepHas W THUIOBash HOMEHKJATypa Jedl.
[Tepenaua mokymMeHTOB B apxuB. [loHSTHE «IKCHEpTH3a LEHHOCTH JOKYMEHTa». DKCIIepTHas
Komuccus npeanpustus. OdopMiIeHHE e U COCTABICHUE OMUCH.

Tema 13. Opranusanus 1eJIONPOU3BOACTBA B yUPEKICHUH

CTpyKTypHBIE TOJpa3ACICHUs, OCYIIECTBISIONINE JIOKYMeHTooOopoT (cmyx0er JIOY) B
YUpEXKJIEHUU: KaHLEspus, cekperapuar, oOumii otaen, skcrnenuuus. OyHKIUMU U 3a4a4y.
JIOKyMeHTBI, periaMeHTupymomue padory ciayx6sr JJOY B yupexxaenun. HWHCTpyKums 1o
JIEOMPON3BOJICTBY. JIOMKHOCTHBIE MHCTPYKIHH COTPYIHUKOB CiykObl JIOY. Opranuzamnms
CEKpETAPCKOMN JESATEIBHOCTH. 3amura KOH(UICHIINATbHBIX JIOKYMEHTOB oT
HECAaHKI[MOHUPOBAHHOTO JTOCTYTIA.

Tema 14. Hcnojb30BaHHe  COBPEMEHHBIX  KOMNBIOTEPHBIX  TEXHOJOTHH B
AOKYMEHT0000pOoTe yupekAeHUil, NpeANpPUATHIl, OpraHu3aluil

KomnbroTepHble TEXHOJIOTHH JIEIOMPOU3BOJICTBA B aHTUKPU3UCHOM YIIPaBJICHUH, 1IEIH, 33]1a4H,
HanpasyieHusi. OCHOBHbIE MOHATHS WH()OPMALIMOHHBIX TexHOJoruil. CHCTeMHbIE U TIPUKIIaTHbIE
nporpaMMHBIE  CpPEACTBAa  aBTOMATH3MPOBAaHHOTO  pabodero  Mecrta.  ABTOMaTH3aIUs
JIOKYMEHT0000poTa (00pabOTKH JOKYMEHTOB, KOHTPOJISI HaJl MCIOJHUTEIBCKONW THUCHUIUIMHOM,
XpaHEHUs, TIONCKAa M OpPraHM3allH JOCTyNa K WHPOpPMAIMH) B aHTHUKPU3UCHOM YIpPaBICHUU.
KopnoparuBHast KOMIIbIOTEpHAs CETh YUPEXKICHUS, MPEAIPUITHS, OPTraHU3ALHH.

5. TemaTu4eckoe IVIaHUPOBaHHUE

Ne Pasnennt Jlexnun Bonpocel K NpaKTHYeCKUM
3aHATHAM
1 BBenenue B J0OY Kak NEITEIbHOCTD,
AUCHMILINHY: OXBaTbIBAIOIIAs
JOKYMEHT B CHCTeMe JOKYMEHTHPOBaHUE "
ylnpasBJIeHHUsA OpraHu3aluIo paloThI c
JOKYMEHTaMH.
JIOKyMEeHT U ero QyHKIHU.
Wndpopmannonnas QyHKIUS Kak
(GyHKUMA 3arey4aTieHus u
XpaHeHust uH(pOpMAaIIUH.
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KommyHnukatuBHass (yHKIHS Kak
byHKIMS iepeaayr HHGOPMaIIHH.
AKKyMyJISUOHHasT (QYHKIHMS Kak
(YHKLMS HAaKOIUIEHUS M XpaHEHUs
uHpopManuu.  YrpaBieHYecKas
(GyHKUMA ~ JOKyMEHTa U ee
3HAYCHHE B OpraHu3aIu
yIpaBJIEHUs. CoumanbHasgs
npaBoBasi PyHKIHUS JTOKyMEHTA.
KynbrypHast QyHKIUS TOKyMEHTa.
Cucrematusupyromas u
OpraHu3yoIas poJib JOKyMEHTA.
Crioco0Obl TOKYMEHTHPOBAHUSI.
OCHOBHBIE TOHATHS.

3HaueHue JIOKyMEHTOB IS
TIPHHSITHS YIPaBICHYCCKUX
peLeHui.

JIoOKyMeHTBI ~TIO  O0mUM |
aJIMAHUCTPATHBHBIM BOIIPOCAM.

Yuudukauus u

YHudukanuss U CTaHIapTH3AIUS

CTAHJAPTU3ALMUSA KaK  CpEACTBO  pEryJupoBaHUs
ylnpaBJjeH4YeCKUX UH(OPMALIMOHHBIX ~ TIOTOKOB U
AOKYMEHTOB CPEICTBO IOPUANYECKOTO
3aKperIeHUs yIpaBlIeHYECKOM
uHpOpMaLIUH.
Yuudukanus  ITOKyMEHTOB IO
dbopMme u cocTany.
Yaudukamms OyMasKHBIX
dopmatoB (A3, A4, AS, A6),
rpadudeckas yHUUKAIAS
TEKCTOB.
OcHOBHBIE TpaBUJIa DopmyJIsIp TOKYMEHTA.
opopmiieHune TpeboBanust Kk  odopMICHHUIO
ylpaBJ/ieHYeCKUX pexkBu3uToB J10KymMeHTOB YC OPJ]
AOKYMEHTOB B coorBercTBUU ¢ ['OCT P®D 6.30-
2003.
[onsatue «00s3aTeNbHBIA PEKBU3UT
JIOKYMEHTa».
CornacoBaHue (BHETIIHEE u
BHYTpEHHEE) U  YyTBEpXKJICHUE
JIOKYMEHTA.
OcobGennocTn JloxyMeHTBI OpraHu3alMOHHbIE
COCTABJICHUS H (ycraB, MOJOXKEHHE), TOKYMEHTBI
odopmiieHus1 pacnopsiauTeNbHbIe
OPraHu3auMOHHO- (MOCTaHOBJIIEHUE, PACIIOPSKEHUE,
pacnopsAuTeJbHbIX IpHKa3, yKazaHUe, pelieHue).
AOKYMEHTOB PacniopsinutenbHbie  TOKYMEHTHI,
u3JlaBaeMble B YCIIOBUSAX
eAMHOHavanus (MpuKas, yKa3aHue,
pacrnopsKeHue) u
KOJUIETHAIbHOCTHU (peluenue,
ITOCTAHOBJICHHUE).




[IpaBusa opopmieHHS

OcobennocTn CnpaBouyHO-MHGOPMAIIMOHHBIE U 1. CnpaBouHo-
COCTABJICHHUS U CIPaBOYHO-aHAJIUTUYECKUE MH(pOPMAalMOHHbIE u
odopmiieHUs1 JIOKYMEHTBI. CIPaBOYHO-aHAIUTUYECKHE
CIIPABOYHO- CnpaBka Kak OCHOBHOM JOKYMEHT JOKYMEHTHI.
UH(GOPMAMOHHBIX U JTAaHHOTO THIIA. 2. ChopaBka Kak OCHOBHOH
CIPaBO4HO- CrnpaBkM BHEUIHME U BHYTPEHHHE, JOKYMEHT JaHHOI'O THIIA.
AHAJINTHYECKHX MPOCTHIE U CIIOKHBIE. 3. CmpaBku BHEIIHHE u
AOKYMEHTOB OcobeHHOoCTH O(OPMIICHHSI aKTOB BHYTPEHHHUE, IMPOCTBIE U
pa3HbIX  TUNOB  (MOJIMHUCAHUE, CIIOKHBIE.
YTBEPKACHUE CTPYKTypa 4. OcobenHoctu o¢hopMIICHUS
TEKCTOBOW YacCTH). aKTOB pa3HbIX THUIIOB
JlokyMeHTupOBaHue (moanucanue, yTBEp)KIECHUE
KOJIJIETUAJIbHOU JIeATEeIIbHOCTH, CTPYKTypa TEKCTOBOU
0COOEHHOCTH oopmienus YacTH).
MPOTOKOJIA. 5. JloKyMeHTupOBaHUE
JlokimagHele U OOBSCHHUTEIIBHBIC KOJIJIeTHaJbHOM
3aMuCKy. 3asiBICHHUE. NesITeNIbHOCTH, OCOOCHHOCTH
oopmiIeHHsT IPOTOKOIA.
6. JloknagHbie u
OOBSICHUTENIbHBIE ~ 3AIHCKH.
3asiBICHUE.
Cay:xe0Hast CnyxeOHas KOPPECIIOHICHLIUS
KOppecnoHeHIIUsl (mucbMa, TelerpaMMbl, TEJEKCHI,
Tesne)OHOTpaMMBbl,  (hakcorpaMMBl,
AJICKTPOHHBIC COOOIIICHHS).
PasHoBHIHOCTH JENIOBBIX MHCEM
(compoBOAUTETBHOE, 3arpoc,
IpeJI0KEHHE, IIpUIJIALLEHHE,
HAaIlOMHMHAHUE, OTKa3,
NOATBEPXKJEHUE, peKJIaManus u
np.).
brnanku st nucem.
PexkBu3nTHI «TIPUIIOKEHHE K
TEKCTY», «CIPABOYHBIE JaHHBIE O
MPEANPUITHI», «CChUIKA Ha JIaTy U
HOMEp JOKyMeHTa». Jlormueckas
cxema pacmnosoKeHus
UH(POpPMALIUU B MHChMaX.
JloKyMeHTBI 110 JIOKYMEHTBI MO JUYHOMY COCTaBY 1. JIOKyMEHTBI 1O JIMYHOMY
JIMYHOMY COCTaBY U (mepcoHaiy). cocTaBy (IIepCOHaIYy).
Be/JleHUe KAJPOBOi TpynoBoil KOHTpPakT (JIOTOBOD). 2. Tpynosou KOHTPAKT
AOKYMEHTAIMHT [Ipuka3pl Mo JMYHOMY COCTaBy U (moroBop). IIpukaszer 1O
KaJIpOBbIE MPUKA3bl, UX OTIUUHSL. JTUYHOMY COCTaBy u
OcCOoOeHHOCTH BEACHUS TPYIOBBIX KaJpoOBble  MPUKaA3bl, HX
KHIKEK. Jlnunele KapTOUYKU OTJIUYHSL.
dopmer  T-2. Jluusple  nena. 3. OcobenHoctu BEJICHUS
Benenue KaJpOoBOM TPYJOBBIX KHUXEK. JInuHbIE
JOKYMEHTALUH. CocraBnenue KapTouku popmer T-2.
JIOKYMEHTOB JIMYHOTO XapakTepa 4. Jlnunble nena.
(aBTOOMOTpadus, 3asIBJICHUE, 5. Benenue KaJIpOBOI
JIOBEPEHHOCTb, PACIIHCKA). JOKYMEHTAIUH.
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Pesrome KakK HOBBIN BHU]I CocraBieHue  JOKYMEHTOB
JIOKYMEHTA. JIMYHOTO XapakTepa
(aBTOOUMOTrpadus,
3asBJICHUE, JOBEPEHHOCTb,
pacnucka).
Pe3stoMe Kak HOBBIM BHJ
JIOKYMEHTA.
8 | TpeooBanus k Tekcry | Jlornyeckas CTpyKTypa TeKCTa Jlornueckas CTpYKTypa
AOKYMEHTAa JOKyMeHTa. PyOpukanus Tekcra. TEeKcTa JIOKYMEHTA.
Tunuunele omMOKYU B OpraHu3aluu Py6pukanus tekcra.
TEKCTa CITyKEOHBIX TOKYMEHTOB. Tunuyaple  omMOKH B
Knaccudpukanus  TekcToB 1O OpraHu3au TEKCTa
pa3IUYHbIM MIPUHIUIIAM. CITy’K€OHBIX JTOKYMEHTOB.
dopmanu3oBaHHbIE TEKCThI Knaccudukanusi TekcToB 110
(Tpadaper, Tabnuia, aHKeTa). pa3IMYHbIM IPUHLIAIIAM.
TpeboBanusi K MAaIIUHOIKUCHOMY @opManu30BaHHBIE TEKCTHI
oopmieHno JOKyMeHTa (WIpUPT, (Tpadaper, Tabnuna,
WHTEPBaJbI, MMOJIs). aHKETa).
TpeboBanus K
MallMHONIMCHOMY
oopmieHnI0O  TOKYMEHTa
(mpudT, UHTEPBAJIBI, TTOJIST).

9 | SA3BIK M CTHIB S3pIK W CTWIb  CIYXeOHBIX SI3BIK U CTUJIb CITY’)KEOHBIX

CJIY’KeOHOIr0 TOKYMEHTA | JOKYMEHTOB. OdunmanbHo- nokymMeHTOB. OdurmaibHo-
JIeNTOBOM (PYHKUIMOHAIBHBIA CTHIIB. JeNOBOM  (PYyHKLMOHATIBHBIH
OKCTPAJIMHTBUCTHYECKHUE CTHUJIb.

IpU3HAKU CTHJISL: TOYHOCTb, OKCTpaIMHIBUCTUYECKUE
CTaHJapTHOCTb, JIOTUYHOCTB, MIPU3HAKU CTWIS: TOYHOCTb,
0e3TMYHOCTh, HEUTpaIbHBIA TOH CTaHAAPTHOCTb,
W3JI0KEHUS U TIP. JIOTUYHOCTh, OE3JIMYHOCTb,
WNndpopmatuBHOCTD u HEUTpaIbHBINA TOH
JTAKOHUYHOCTh KaK W3JI0KEHUS U TIp.
KOHKYPUPYIOIINE XapaKTEPUCTUKU WNudpopmatuBHOCTD U
TEKCTOBOT'O IOKYMEHTA. JTAKOHUYHOCTh KaK
JIMHrBUCTHYECKHE  OCOOEHHOCTH KOHKYpHpPYIOLIHE
CTHJIS. XapaKTEPUCTUKHA TEKCTOBOIO
JOKYMEHTA.
JIunrBucTnueckue
0COOEHHOCTH CTHJIS.

10 | Benenue OCOoOCHHOCTH  JTaHHOW  T'PYIIIIBI Ocobennoctu TAHHON
AeJONPOU3BOACTBA 0 | JOKYMEHTALUU U PabOTHI C HEH. IPYIIbl  JOKYMEHTAlMU U
NMUCHLMEHHBIM U Knaccudukanmuss  (mpemioxeHus, paboTHI C HEM.

YCTHBIM OOpalleHusIM | 3asABJICHUS,  KaJOOBI), CpPOKH Knaccudukanus

rpaxaaH paccMOTpEHMs, pErucTpanus | (IpenoKeHust, 3asBICHUS,
KOHTPOJIb UCTIOJHEHUsI 00palreHHii KaoObl), CPOKH
TPaKJIaH. pPacCMOTpEHMS], PETUCTPALIUS

U KOHTPOJb HCIHOJHEHUS
oOparnieHu# rpaxKaaH.

11 | Opranusanus pa6orsl | JlokyMeHTOOOOpPOT u JIoKyMeHTO000pOT u
¢ JOKYMEHTaMH JIOKYMEHTOIIOTOKH (BXOIAIIMH, JOKYMEHTOIOTOKH

ACXOSIINN, BHYTPEHHUM). (BXOAIIMIA, UCXOISIIUH,
ITonsaTue «00BeEM BHYTPEHHUN).
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JIOoKyMeHTooOopoTa».  CTpykTypa
JOKYMEHTO000pOTa MpeaIpUsATHS.
TpeboBanusi, mpenbsIBIIEMbIE K
JOKYMEHTOOOOPOTY  yUpEXIEHHUs.
HopmaruBHo-MeToqnueckue

JOKYMEHTBI, PErJIaMEHTUPYIOIIHE
JOKYMEHTOOOOPOT MPEANIPHUSITHUS.

Perucrparus u KOHTPOJIb
VCIIOJTHEHUS JOKYMEHTOB.
KonTpons CPOKOBBIH,
IpEeIyNpEeaUTENbHbIN  (TEKyLIuil),
MOCTIE YOI (MTOTOBEIN).
Peructpanmonssie Y4ETHBIE
dbopMbl (KypHaJbHasi, KapTOuHaf,
aBTOMAaTU3UPOBAHHAs).
PerucrpaiinoHHO-KOHTPOIbHAS
kaptouka (PKK).
CripaBo4HO-UH(OpMAIIHOHHBIE
CUCTEMEI (cmpaBOYHa,
KOHTPOJIbHAS, KOHTPOJIbHO-

CIIPaBOYHAsI KAPTOTEKH ).

Crpyktypa
JIOKyMEHTOO000pOTa
MIPEATIPUSTHSL.

TpebGoBanus,
MpeIbSBIsIEMbIC K
JIOKyMEHTOO0OPOTY
YUPEKICHUSI.
HopmartuBHo-MeTonyeckue
JIOKYMEHTHI,
perJaMeHTHpYIOIIHe
JTOKYMEHTO000POT
MIPEANPUSATHS.

Peructpanus u KOHTpPOJb
UCIIOJIHEHUS TOKYMEHTOB.
Kontpons CPOKOBBIH,
npeaynpeauTeabHbIA
(Texymuii), MOCIenyIOUUn
(MTOTOBBIN).
Perucrpanuonnsie ydeTHbIE
bopmbl (>KypHasbHas,
KapTouHas,
aBTOMATHU3HPOBaHHAs).
Perucrpanmonno-
KOHTpPOJIbHAs
(PKK).
CrnpaBouHo-
MH(OPMALIMOHHBIE CUCTEMBbI
(cipaBoyHasi, KOHTPOJbHAs,
KOHTPOJIbHO-CIPAaBOYHAS
KApTOTEKH).

KapTOuKa

12

CucremaTu3zanus
JTOKYMEHTOB H MX
XpaHeHHe

CucremaTu3zanus J0KyMEHTOB.
['pynnupoBka  JOKYMEHTOB B
nepBUYHBbIE KOMIUIEKCHI. [loHsiTHE
«ICII0».

[Tpunumne popMUpOBaHUS JEII.
Homenknarypa nen mpennpusTus.
KonkpetHnas, MpUMepHas u
TUIIOBasi HOMEHKJIATypa JIe.
[lepenaya TOKyMEHTOB B apXUB.
[lonaTne «dKCHIEpTHU3a LIEHHOCTH
JTIOKYMEHTa». DKcnepTHas
KOMUCCHS MpEANPUSITHSL.
Odopmienune nen u cocraBieHUE
OIKCH.

13

Opranu3anus
JeJIONPOU3BO/ICTBA B
YUpexKIeHUun

CrpykTypHBIE
OCYIIECTBIISIOIIHE
JTOKYMEHTO0000poT (cimyx051 JJOVY)
B YUYPSKICHHH:  KaHIEISAPHS,
CeKperapuar, o0Imui OTHEeN,
skcnenuius. OyHKINU U 33a49u.
JIOKYMEHTBI, perJaMeHTHPYIOIIHE
paboty CITYKOBI A0V B

noApasaesieHus,

CrpykTypHBIE
Mo/Ipa3IesieHus,
OCYLIECTBIISIOIINE
JIOKyMEHTOOO0OPOT (CITY>KOBI
JOY) B yupexKIeHUHU:
KaHLIETSpUsl, CeKpeTapuar,
00U OTHEN, DKCIIEIUIIHA.
DYHKIMYU U 3a1a4H.
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YUPEXKICHUU. JIoOKyMeHTHI,
WNHucTpykuns o peraamMeHTHpyonye padboTy
JIETIONPOU3BO/JICTBY. CITYKOBI A0V B
JloJKHOCTHBIE UHCTPYKLUU YUPEKICHUN.
COTpyIHUKOB ciyx0b1 JJOY. HNucTpykums o
Opranuzanus CEKpeTapCcKon JEJIOTTPOU3BOJICTRY.
JeATEeIbHOCTH. 3amura JIOMKHOCTHBIE HMHCTPYKLUU
KOH(PHICHIIMAIBHBIX JIOKYMEHTOB COTpYyAHHUKOB cy>k0b1 JJOY.
oT HECAHKI[MOHUPOBAHHOT'O Opranu3zanust CeKpeTapckoit
JOCTYTIA. NEeSATEIbHOCTH.
3amura
KOH(HUACHITHATHHBIX
JIOKyMEHTOB oT
HECAaHKIIMOHUPOBAHHOTO
JOCTyMA.

14 HUcnoan3oBanue KomneroTepubie TEXHOJOTHH KomnbroTepHbie TEXHOIOTUH
COBPEMEHHBIX JIeTIONPOU3BOJICTBA B JEJIONPOU3BO/ICTBA B
KOMIILIOTEPHBIX AHTUKPU3UCHOM YIPABJICHHH, AHTUKPU3UCHOM
TEXHOJIOTHH B Ueiau,  3a7a4d,  HalpaBJICHUS. yIpaBJiIeHUU, LEIH, 3aJauH,
JAOKYMEHT0000poTe OCHOBHBIE MTOHATHS HanpaBJICHUS. OcHOBHBIE
YUpexKIeHui, UH(OPMAIIMOHHBIX TEXHOJIOTHH. MOHATHST MH()OPMAITMOHHBIX
npeAnpUuATHA, CucreMHbIe u MpUKJIagHbIE TEXHOJIOTHH.

OpraHu3anui porpaMMHbIe cpenacTBa CuctemMHble U TPUKIATHBIE

ABTOMATH3UPOBAHHOTO  pabodvero
MecTa.

ABTOMaTH3anus
JIOKyMEeHTOoOOOpoTa  (00paboTku
JIOKYMEHTOB, KOHTPOJIS HaJl

HUCIIOTHUTEILCKOM  TUCIMILINHOM,
XpaHEHUs], TOUCKAa U OpraHU3alNA
Joctyna K - uHbopManuu) B
AHTUKPU3UCHOM YIPABJICHHH.
KoprnioparuBHass ~ koMIblOTepHas
CeTh YUPEKICHUS, NPEINPUATHUSA,
OpraHu3aluu.

MPOrpaMMHBIE CpencTBa
ABTOMATHU3UPOBAHHOTO
pabouero Mecra.
ABTOMaTu3anusa
JIOKyMEHTOO000pOTa
(0O6paboOTKM  JTOKYMEHTOB,
KOHTPOJIS Hajl
HCIOJIHUTENBCKOU
TUCHUIUIMHOM,  XpaHEHUf,
MOWCKAa ©  OpraHu3aluu
noctyna K uHpopmaiuu) B
AHTUKPU3UCHOM
YIpaBIICHUU.
KopnoparuBHnas
KOMITBIOTEpHAs CeTh

YUPEKIACHUSA, MPEATPUITHS,
OpraHH3alMH.

6. OBPA3OBATEJIBHBIE TEXHOJIOT A

6.1. B ocBoeHNY y4eOHOM NUCIMIUIMHBI UCIIOJIB3YIOTCS CICAYIOMNE TPAAUIMOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJOTUM:

- KOHTPOJIBHBIC OIIPOCHI;

- KOHCYJIbTAIIUH;

- IPOBEJICHNE MPAKTUYECKUX 3aHITUH;
- caMoCTOsITeNbHas paboTa CTYJCHTOB C yUeOHO! JINTepaTypoi M MEPBOUCTOUHUKAMH;
- i depeHITPOBaHHBIN 3a4eT.
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6.2. Ucnoab3oBanue HHGOPMANMOHHBIX TEXHOJIOT Uit

* HHTEepHET-TEXHOIOTUY;

*  KOMIBIOTEPHbIE 00YYaIONINe U KOHTPOIUPYIOIIHNE TPOrPaMMBl;

* wuH(OpMAIMOHHBIE  TEXHOJOTHH,  MO3BOJSIOMIME  YBENIHYUTh  A(DPEKTUBHOCTH
npenoaaBaHus (3a CUET YCHIICHUS WIUTIOCTPATUBHOCTH):

6.3. AKTUBHbIC M1 HHTEPAKTHBHbIC MeTOABI H (OPMBI 00y4eHHU S

W3 nepeunst BUIOB: («M032080U WmMypM», AHANU3 NPOOIEMHBIX CUMYAYULl, AHAIU3 KOHKDEMHbIX
cumyayutl, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NPOPecCUOHATbHOU  OesimelbHOCmU,
meopueckas paboma, C6A3AHHASA C CAMONO3ZHAHUEM U OCB0eHUeM OUCYUNIUHBL, 0el08ds uzpd,
Kpyaaslii cmoJ, OUCHYm, OUCKYCCUsl, MUHU-KOH@epeHyus U Op.) UCTIONb3YIOTCS CeayIOLIHe:

- meopuecKan paboma, C6A3aAHHAA C COCIMABIEHUE Me3aYPyca O meMamuKe OUCYUNIUHBbL;

- meopueckoe yuacmue 6 NPAKMUYECKOM 3AHAMUU -  Hpe3eHmauyus pegepama no
6bIOpAHHONl  meme (UCNONb308aHUEe CMYOeHMAMU HA CEeMUHAPAX CReYuanu3upOBaHHbIX
NPOSPAMMHBIX CpedCm8 0/ npedcmasieHus peghepamos) (CM. CRUCOK mem peghepamos);

- beceoa.

AKTHBHbBIE H HHTEPAKTHBHBIC METOAbLI 1 (l)OprI HCIOJB3YIOTCH HA CJICAYIOINUX 3aHATHAX

Tembl AUCHUIIJIMHBI

OcoOenHocTu coctaBjieHuss 1 0pOpMIIeHHSI CIPABOYHO-UH(POPMAMOHHBIX U CIIPABOYHO-
AHAJTUTHYECKHNX JOKYMEHTOB

JlOKyMEeHTBI 110 JIMYHOMY COCTABY M Be/leHHe KA/IPOBOi JOKYMEHTAIMHU

TpeGoBaHus K TEKCTY JOKYMEHTA

S3BIK M CTHJIB CJIYKe0OHOT0 JOKYMEHTa

Benenue 1ej10npon3BoACTBA M0 MUCbMEHHBIM H YCTHBIM 00paleHUusIM I'PaKIaH

Opranunsanust padoTbl ¢ JOKYMEHTaMHU

Opranusanus 1eJI0NPOU3BOJICTBA B YUpeKIeHUH

HUcnosib30BaHHe COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJOTHil B JOKYMEHT0000pOTe
YUYpeKIAeHUu, NpeInpusTHii, OpraHu3anuin

7. CAMOCTOASATEJIBHASA PABOTA CTYIAEHTA
®opMbI NOATOTOBKH

- [lonroroBka pedeparon
- BeInosiHeHHe TBOPYECKUX 3aJaHUM.
- Pabora ¢ yueOHUKaMu 1 TUTEPaTypHBIMUA HCTOUHUKAMHU.

Bonpocsl k CPC

JJ0KyMeHTBI 110 THYHOMY COCTABY U BeJeHHE KaJAPOBOil JOKYMEHTALIUH
JIOKyMEHTBI 110 TMYHOMY COCTaBYy (IIEPCOHAITY).

TpynoBoil KOHTPAKT (I0TOBOP).

[Ipuka3zbl 1O TMYHOMY COCTaBY U KaJAPOBbIE IPUKA3bI, UX OTIUUHS.
Oco0OeHHOCTH BEJICHUS TPYIOBBIX KHUKEK.

JInunsle kaprouku ¢popmsl T-2. JInynble qena.

Benenue kagpoBoil JOKyMEHTAILINY.

SN
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7. CocraBieHrue JOKyMEHTOB JIMYHOTO XapakTepa (aBroouorpadusi, 3asBiIcHuUE,
JIOBEPEHHOCTD, PACIINCKA).
8. Pe3roMe kak HOBBIN BUJ JOKYMEHTA.
CucremMaTu3anms J10KyYMEHTOB U UX XpPAHEHHE
CucremaTtuzanus 10KyMEHTOB.
['pynnupoBka TOKyMEHTOB B IEPBUYHBIE KOMILIECKCHI.
IonsTHE «O€ETI0%.
[TpuHnuns! GopMUPOBaAHUS A€ - HOMUHAIIBHBIN, IPEIMETHO-BOIIPOCHBIM, aBTOPCKUH,
XPOHOJIOTUYECKUH, SKCIEPTHBIM.
TpeboBanwust k 0ohopMIIEHUIO 0OT0KEK JIE]T TOCTOSTHHBIX CPOKOB XPAHCHHUSL.
Homenkiatypa ien npeanpusTus.
KonkpeTHas, npuMepHas ¥ TUIIOBas HOMEHKJIATypa JIel.
[lepenaya TOKyMEHTOB B apXHUB.
9. IloHATHE «3KCIEPTU3a UEHHOCTU JOKYMEHTAa».
10. DkcnepTHasg KOMUCCHS TPEATPUSATHS.
11. Odopmienue nen U COCTaBICHUE OMTUCH.
Opranusanus 1eJ0NPOU3BOACTBA B YUPEKICHUHN
1. CrpykTypHBIE Oapa3aeIeHIs], OCYIIECTBISIOMNE JOKYMEHT0000poT (ciyx0nt IOY) B
YUPEXKJIEHUU: KaHLESpUs, CeKpeTapuaT, OOLIui OTAel, SKCIEAUIINS.
OyHKIMU U 3a7a4H.
JIoKyMeHTBI, periiaMeHTupytomme padboty ciyxos1 JIOY B yupexaeHun.
HNuctpykuus mo aenonpou3BOJCTBY.
JIOIDKHOCTHBIE MHCTPYKIIMH COTPYIHUKOB i1y k061 JIOY.
Opranuzanus CeKpeTapcKou 1eaTeIbHOCTH.
3amuTa KOHQUASHIUATbHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

el

® =AW

NoUnAEwD

8. YCJIOBUS PEAJIN3AIIMU YYEBHOM U CIHUILIVNHBI

8.1. Meroanyeckue peKOMEHIAIMM K BBINOJHECHHI0O BHEAyJANTOPHOH CaMOCTOSITeIbHOM
padoThbI

CamocrosarenbHass paboTta - 3TO MaHHpyeMas pabdoTa CTYICHTOB, BBINOJHSAEMAas IO
3aJJaHUI0 U TIPU METOAMYECKOM PYKOBOJCTBE IpernojaBaTelisi, HO 0e3 ero HemocpeaCTBEHHOTO
y4acTus.

CamocrosiTennbHass paboTa BBITIOJNHICT pPsaA  (QYHKIMH, Cpead KOTOPBIX OCOOEHHO
BBIACIAKOTCA:

- pasBuBaromiasi (MOBBIIIEHUE KYyJIbTYpbl YMCTBEHHOTO TpyJAa, MPHOOIIEHHE K
TBOPYCCKUM BUAaAM NCATCIIBHOCTH, O6OF3.H.[CHI/IC HWHTCIUICKTYaJIbHBIX CHOCOGHOCTeﬁ CTy,Z[GHTOB);

- OpUEHTHpYIOIIas U CTUMYyJupYyIomas (mpoueccy oO0ydeHHs] MPHUIAeTCsl YCKOpEeHue u
MOTHUBAIS);

- BocnuTarenabHas ((GOpMUPYIOTCS W Ppa3BUBAIOTCA MPOQecCHOHANIbHbIE KauyecTBa
CIICIIUAIINCTA);

- HCCIIeIOBATENhCKast (HOBBIN YPOBEHBb NMPOGECCHOHATHHO-TBOPYECKOTO MBIIIJICHHUS);

- uH(popManoHHO-00yy4aromas (yueOHast NesSTeNbHOCTh CTYIACHTOB Ha ayJUTOPHBIX
3aHATHAX).

O,Z[HI/IM N3 OCHOBHBIX BUJOB JACATCIBHOCTU CTYACHTA ABJISICTCA CaAMOCTOATCIIbHAA pa60Ta,
KOTOpasi BKJIFOYAET B ce€0s1 M3yYCHHE JICKITMOHHOTO MaTepHraia, YYeOHMKOB U YUEOHBIX IMOCOOHIH,
MNECPBOUCTOUYHHUKOB, TIIOATOTOBKY COOGIHCHHﬁ, BBICTYIIJICHUA Ha TPYHIIOBBIX 3aHATUSAX,
BBITMIOJTHEHHE 3a/1aHUi TIPernoiaBaTersl.

[lenpto CaMOCTOSITENBHBIX 3aHATUN SIBISETCS CAMOCTOSTENbHOE Ooliee TIyOOKOoe
U3y4YeHHE CTYJCHTaMH OTIENIbHBIX BOIPOCOB Kypca C HCIOJIb30BAaHUEM PEKOMEHTyeMOM
JIOTIOJTHUTEIBLHOM JTUTEpaTyphbl U APYTUX UHPOPMALMOHHBIX HCTOUHHKOB.

3aagyamMu cCaMOCTOATENbHOU PabOThl CTYICHTOB SABISIOTCS:

15



- CUCTEMAaTH3alMsl U 3aKPEIJICHUE MOJyYEHHBIX TEOPETUYECKUX 3HAHUHM U NMPAKTUYECKUX
YMEHUH CTYICHTOB;

- yri1yOJieHHe U pacIIipeHNne TEOPETUUECKUX 3HAHUM;

- (hopMupoOBaHHE YMEHUS UCIIOJIb30BaTh CIIPABOYHYIO JINTEPATYPY;

- pa3BUTHE IO3HABATEJbHBIX CIIOCOOHOCTEH W AKTUBHOCTH CTYAEHTOB: TBOPYECKOMH
MHUIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OpPraHU30BaHHOCTH;

BaeaynutopHas caMocTosiTeibHasi padoTa BKIIIOYAET Takue (POpMBbI pabOTHI, KaK:

1. UnnuBuayanbHble 3aHATUS (JOMAIIHUE 3aHATHUSA):

- HW3y4YeHHEe MPOrpaMMHOrO MaTepuajga IUCHUIUIMHBI (paboTa ¢ Yy4eOHHMKOM U
KOHCIIEKTOM JIEKIIVH );

- I3y4YEHHUE PEKOMEHIYEMBIX JINTEPATYPHBIX HCTOYHUKOB;

- KOHCIIEKTUPOBaHHUE HCTOYHUKOB;

- BBITNIOJIHEHUE KOHTPOJIBHBIX paboT;

- paboTa co ClIoBapsIMU U CIIPAaBOYHUKAMU;

- paboTa C 31eKTPOHHBIMU HH(POPMALIMOHHBIMU PeCcypcaMu U pecypcamu Internet;

- COCTaBJIEHUE IUIaHA U TE3UCOB OTBETA HA JIEKIUH;

- BBIIIOJIHEHUE TECTOBBIX 3aJaHM;

- peleHue 3a1ay;

- MOATOTOBKA MPE3EHTAIIN;

- OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI;

- aHHOTUpPOBaHue, peepupoBaHUE, PELIEH3UPOBAHUE TEKCTA;

- HaIIMCaHUe 3CCe, TE3UCOB, J0KIaI0B, pedeparos;

- paboTa ¢ KOMIIBIOTEPHBIMU MPOTrPAMMaMH;

- MOATOTOBKA K 3a4eTy (IudQepeHIIMpOBaHHOMY 3a4eTy), SK3aMEHY M JIpyruM (opmam
KOHTPOJIA.

2. I'pynnoBas camocTosiTeJIbHAast padoTa CTyACHTOB:

- MOJrOTOBKA K 3aHATHUAM, IIPOBOJUMBIM C HCIOJIb30BAHUEM AKTHBHBIX (OPM 0OydeHUs
(KpyTJIbl€ CTOJIBI, IEJIOBBIE UTPHI);

- aHaAJIU3 JIeJIOBBIX CUTyallUil (MUHU-KEHCOB) U JIp;

- yuactue B IHTepHET - KOH(epeHIUIX.

3. IlosnyyeHnre KOHCYIbTAUWM 1711 PA3bsICHEHHUI IO BOIIPOCAM M3y4aeMOW TUCIUIIIINHBI.

Haubonee wacto mnpu U3yuyeHUM JUCHUIUIMHBI HCHOJB3YIOTCA CIEIYIOLINE BHBI
CaMOCTOSITENIbHON PabOThI CTYJEHTOB:

- TMOMCK (1M0a00p) AUTEPATyphl (B TOM YHCJE 3JIEKTPOHHBIX MCTOYHUKOB MH(OPMAIIUH)
10 3aJaHHOU TEME,;

- IOJITOTOBKA pedepaTos;

- IOATOTOBKA JTOKJIAa/I0B.

Pepepar - ¢opma mnuceMeHHoit pabotel. Kakx mpaBmiio, pedepar sBisercs
CaMOCTOSITENIbHBIM OMOIMOrpaMuecKuM HCCIEI0BAaHUEM CTYJIEHTa, HOCALIMM OIMCATENbHO-
aHanmuTHYecKuil xapaktep. O0beM pedepata MoxkeT mocturath 10-15 crpanun. I[Toaroroska
pedepaTa nmoapazyMeBaeT CaMOCTOSTEIbHOE M3YUYEHHUE CTYJIEHTOM HECKOJIBKMX JIMTEPATYPHBIX
UCTOYHUKOB (MOHOTpaduii, HAyYHBIX CTaTeH M T.J.) [0 TEMe, HE pacCMaTpPUBAEMO MOIPOOHO Ha
JEeKIMH, CUCTEMaTH3alluIi0 MaTepuaia 1 KpaTkoe ero usnoxenue. llens Hanucanus pedepara -
NPUBUTHE HABBIKOB KPATKOTO U JIAKOHMYHOTO MPECTaBICHUS COOPAHHBIX MaTEPUAIOB U (aKTOB
B COOTBETCTBHH C TPEOOBAHUAMM, IPEABABIAEMBIMHI K HAyUYHBIM OTYETaM, 0030paM U CTaThsIM.

Pabota crynenta Hax pedeparoM BKIIIOYAET CIEAYIOLINE OTepaltu:

- paccCMOTpeHUE TeMBbI (110 €€ Ha3BAHUIO);

- BBISIBJICHUE JIMTEPATYPHBIX UCTOUYHUKOB 110 JAHHOU TEME;

- O3HAaKOMIJICHHE C COJAEP)KAHMEM MCTOYHMKOB, HAIPABICHHBIM Ha OCMBICICHHE €r0
BHEIIIHEW U BHYTPEHHEN CTPYKTYpHI;

- paboTa HaJ| BBIIECJICHUEM IVIABHBIX CMBICIOBBIX KOMIIOHEHTOB TE€KCTa (KIIHOYEBBIX CIIOB
U TIPEeJIOKEHUN);
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- oTOOp HanboJiee BaKHBIX CBEJICHHUI U3 BBIJCICHHBIX ()PAarMEHTOB;

- COCTaBIICHUE «CBSI30K» M3 OTOOPAHHOTO MarepHalia B COOTBETCTBUU C JIOTHKOM
U3JI0OKEHUS (DaKTOB;

- Harucanue pedepara.

Pedepart B cTpyKTYypHOM OTHOIIEHUH JOJIKEH BKIIIOYATH:

- COJIEpIKAHHC;

- BBEJICHUE;

- coOCTBEHHO pedepaTUBHYIO YacTh (M3J0KEHHE OCHOBHBIX IMOJIOKEHUH MO TUIaHy C
COOTBETCTBYIOIIMMH Ha3BAaHUSIMU U HyMepaIruen);

- 3aKJIIOYCHHC;

- CIIMCOK UCIOJb30BaHHOU JTUTEPATYPHI.

Tekct pedepaTta HOMKEH HMETh CBs3aHHOE, MenbHOe mocTpoeHue. ConaepikaHue
pedepara noKHA MPOHMU3BIBATH TJIaBHAs HJes, KOTOpas OObeIuHSET Bce MH(POPMAIMOHHBIE
DJIEMEHTHI MCTOYHUKOB, a TakKe MpuBoAuMbIe (GakThl. [Ipy 3TOM momyckaercs COXpaHEHUE
OTIIENbHBIX CTPYKTYPHBIX 3JEMEHTOB opuruHaiza. OJHakKo He JOMYyCTUMO IIPOCTOE
MEPENUChIBAaHUE TIOJIOKEHUE JTUTEPATYPHBIX UCTOYHUKOB. SI3BIK JOJHKEH OBITh KPATKUM, SICHBIM,
JOCTYTTHBIM.

Pedepat orenuBaeTcs ucxons U3 CIeAyIONUX KPUTEPUECB:

- IOCTaBJICHA JIU LIeJb B padoTe;

- CyMeJI JIU CTYJIEHT CaMOCTOSITETFHO COCTaBUTh JIOTUYECKUH TUTAH K TEME U PEaIn30BaTh
ero;

- KaKOB HaYYHBIH YPOBEHb pedepara;

- coOpaH JIM JOCTaTOYHBIN (PaKTUUECKHUI MaTepual;

- YAAJOCh TN PACKPBITH TEMY;

- TIOKa3aHa JIM CBSI3b PacCMaTpUBAEMON TEMbI C COBPEMEHHBIMHU NpoOjIeMaMHu HayKH U
o0Im1ecTBa, CO CIeNUaTbHOCTRIO CTY/ICHTA;

- KakoB aBTOPCKMH BKJIaJl B CHCTEMaTH3allUI0, CTPYKTYpUpOBaHHWE MaTepuaia, B
COCTaBIICHUU 3aKIIOYCHHUS; - JOCTUTHYTA JIA 1EJIb PAOOTHI.

VYrnyOneHHOMY M3y4YeHHIO MaTepuajla IO OTIeNbHBIM paslienaM  JUCIUIUIMHBI
CIOCOOCTBYET MOJATOTOBKA CTYJCHTAMH JTOKJIAI0B.

Jlokmam — 3TO caMOCTOsITeNIbHAs padoTa, aHAM3UPYIOIIas U 00o0Iaromas myoJIuKauu
M0 3aJlaHHOM TEMAaTHKeE, MPeAIoararomnias BEIpadoTKy U 00OCHOBAaHUE COOCTBEHHOU MO3UIIUU
aBTOpa B OTHOIICHHWH pacCMaTpUBaeMbIX BONpOCOB. Hamucanuio n0KIaaa MpenuiecTByeT
U3YYCHHE IIUPOKOTO Kpyra NEPBOMCTOYHUKOB, MOHOTpaduid, cTarteid, 0000IIeHHE IHYHBIX
HaOmoeHuit. PaboTta Ham AOKIIaIOM CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSTEILHOTO, TBOPUYECKOTO
MBIIUICHHSI, YYUT MPUMEHATH IONYYCHHBIE 3HAHWS Ha TMPAKTUKE MPH aHAIHM3E Pa3IMYHbIX
aKTyaJbHBIX pobsieM. PekoMmenmyemoe Bpems gokmana - 10-12 MuHyT.

HempemeHHBIM yCIIOBHEM 3aKpeIUieHHsT TEOPETHYECKHX U TMPAKTHUECKUX 3HAHUI
CTYJICHTOB SIBJIIETCS BHIMIOJHEHUE UMU JOMAIIHUX 3aJaHHM.

Komnemx obecrieunBaeT yueOHO-METOANYECKYIO U MaTEPUATbHO-TEXHUYECKYIO 0azy s
OpraHHU3aIi CAMOCTOATEIbHON PabOTHI CTYJCHTOB.

bubnmoreka kosiemka odbecrneunBacT:

- y4eOHBIH TIpoIlecC HEOOXOMWMON JHTepaTypol W HHOOpMaIeln (KOMIUIEKTYET
Ooubnuoreynslii (poHI yuyeOHOW, METOMUYECKOW, HAyYHOH, MEPUOAMYECKOH, CIpPaBOYHOH U
XYJI0’KECTBEHHOM JTUTEpaTypOil B COOTBETCTBUM C y4E€OHBIMHU IJIaHAMU U MPOrpaMMaMu, B TOM
YHCIIe Ha 3JIEKTPOHHBIX HOCUTEIISIX);

- JIOCTYIl K OCHOBHbIM  HH(OpPMAlMOHHBIM  00pa30OBaTENbHBIM  pecypcam,
UH(POPMALIMOHHON 0a3e NaHHBIX, B TOM yucie Oubnuorpaduyeckoif, BO3MOKHOCTh BBIXOZA B
NuTtepHer.

[IpenMeTHO-IUKIIOBBIE  KOMHUCCHH  pa3palaThIBalOT:  y4eOHO-METOIUYECKHUE  MAaTepHAIbI,
IporpaMMbl, MOCOOMs, MaTepuaabl MO Yy4eOHBIM JUCIHHUIUIMHAM B COOTBETCTBUHM C
denepanbHBIMU TOCYAAPCTBEHHBIMH OOPa30BATENbHBIMH CTaHIAPTAMH. Y UEOHBIE MPOTPAMMBI
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PacKpBIBAIOT PEKOMEHYEMbII PEKUM M XapakTep Pa3IMYHBIX BHJOB y4eOHOW paboThl (B TOM
YHCIIe CaMOCTOSTENbHON paboThl HAJ PEKOMEHJOBAHHOW auTeparypoid). lyis MOArOTOBKH K
3aHATHUAM, TEKyIIeMy KOHTPOJIO U TPOMEKYTOYHOM AaTTeCTalluh CTYIEHTHl MOTYT
BOCIIOJIB30BAThCSl DJIEKTPOHHOH Oubimorekoit Komnemka, rne OHM HMMEIOT BO3MOXKHOCTh
MOJIyYUTh JIOCTYN K y4eOHO-METOIMYecKMM MaTrepuaiam kak Oubnuorteku Kostemxka, Tak u
UHBIX 3JICKTPOHHBIX OMOIMOTEYHBIX CUCTEM. B CBOIO ouepenp, CTy/EHTHl MOTYT B3STh Ha JIOM
HEOOXOAMMYIO JTUTEPATYypy Ha aboHeMeHTe B OnbnnoTekn Koemka, a Takke BOCIIOIb30BATHCS
YUTAJIBHBIM 3aJI0M.

9. YAEBHO-METOJINYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME ITPOI'PAMMBI YYHEBHOU JUCHUIIJIMHBI

9.1. IIporpammHoe  o0OecneyeHHe, HCHOJb3yeMOe TNPH  OCYHIECTBJIEHHUHU
00pa30BaTeIbLHOIO MPoIecca MO TUCIUNIHHE

Microsoft Windows 10, Microsoft Office
WNurepuer-Opay3ep Annexc.opaysep,
AntuBupyc Windows Defender (BxomuT B cocTaB omnepanuoHHONM cuctemsl Microsoft
Windows).
IIporpaMmmHoe obecnieyeHne 0TeYeCTBEHHOT0 POM3BOICTBA

INDIGO
Sunexc.bpaysep

CB000IHO pacnpocTpaHsieMoe MPOrpaMMHoOe odecredyeHue
Adobe Reader myist Windows
Apxusatop HaoZip

9.2. MarepunanbHo-TexHH4Yeckass 0a3a, HeoOxogumasi VI  OCYLIECTBJICHHA
0o0pa3oBaTeIbHOIO MpoLecca 1o JUCHUIINHE

Jns npoBeneHus y4eOHBIX 3aHSATUN HCIONB3YIOTCA YydeOHble ayautopuun - KabOuner
JIOKYMEHTAIlMOHHOTO obecrniedeHus yIpaBJeHUs, Kabuner MEHE[KMEHTa u
npennpuHuMarenabcTBa, KaOuHeT (MHAHCOBOTO KOHTPOJIS, OCHAIlEHHbIE O0OPYIOBaHHEM U
TEXHHYECKUMHU CPEJICTBAMHU OOyUYEHUS: CHEIHATU3UPOBAHHONW MeOeblo, OTBEYalonie BceM
YCTaHOBJEHHbIM HOpMaMm u TpeboBanusiM; [IK, MynpTumMenunitHeiM  0Oopy0BaHHUEM,
MHTEPAKTUBHOM  JOCKOW,  TEJIEBU30pOM, MEPEHOCHOM ayAuo MW  BHUAEOANIapaTypou
(mepcoHa bHBIA KOMITBIOTEpP MM HOYTOYK ¢ HEOOXOJUMBIM MPOTPaAaMMHBIM 00ECIIEYeHHEM IS
TEMAaTUYECKUX WIUTFOCTPAIU U IEMOHCTPAlUi, COOTBETCTBYIOIIMX ITPOrpaMMe AUCIUIIINHBI).

Jl7is1 caMOCTOATEeNTbHOM pabOThl 00yYaIOIIUXCSI UCTIONB3YIOTCS IOMEIICHHUS, OCHAIIICHHBIC
KOMIBIOTEPHON TEXHUKOMN: MEPCOHAIBHBIE KOMIIBIOTEPHI C JOCTYNOM K ceTu MuTepuer u D11OC
KOJUIE/KA, MPUHTEPHI; CHEIHATU3UPOBAHHON MeOENbl0, OTBEYAIOIIe BCEM YCTAHOBICHHBIM
HOpPMaM M TPeOOBAHUSIM.

Jis oOyueHuss WMHBAIUAOB W JHI[ C OTrPAaHUYCHHBIMH BO3MOXXHOCTSIMH 3JI0POBBS
KOJUIEZP)KEM MOTYT OBbITh MPEJCTABIICHBI CIIEIMATU3UPOBAHHbIE CPEACTBA O0YUEHUS, B TOM YHUCIIE
TEXHUYECKUE CPEACTBA KOJIEKTUBHOIO U MHIUBUYAIBHOTO MOJIb30BAHMSL.

9.3.YUEBHAS JIMTEPATYPA
OcHoBHas1 JiuTEepaTypa
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