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1. Ileab ocBOEHHS AN CIMILJIMHbBI
Heab quCHUMIMHBL CHOPMUPOBATH y CTYJICHTOB MPEACTABICHUE O CYIIHOCTH U CHEIH(UKe
mpoiiecca TOKYMEHTUPOBAHUS JISATEILHOCTH OpTraHU3alMA B TPEINPUATHN B chepe yrmpaBieHUs
MIEPCOHAIIOM.
3anauyu y4eOHOM QU CHUIINHBI:
® W3y4YCHHME  OCHOBHBIX  HOPMATHBHBIX HM  METOJWYECKHX  JIOKYMEHTOB IO
JIOKYMEHTAIMOHHOMY O0ECIICUCHHIO YITPABJICHUS [TEPCOHATIOM;
e u3ydyeHHe (GOPMBI U COJACPIKAHUS YIPABIECHUCCKUX JOKYMEHTOB, CHCTEM JIOKYMECHTAIIHUH,
a TaK)Ke JBMIKEHUS JTOKYMEHTOO0OpOTa B OpraHU3aINH;
e cocraBiicHHEe HW O(OopMIEHHE pPAa3IUYHBIX BUIOB JOKYMEHTOB B COOTBETCTBHU C
PEKOMEHIalUsIMU TOCYIAPCTBEHHBIX CTAaHAAPTOB U ONpPEIeTICHUE IOPUIUYECKON CUITBIL.

2. MecTO TMCHUNJIMHBI B CTPYKTYpPe 00pa30BaTeIbHOI MPOrpaMMbl
Jucnunmuaa otHocuTcst K 0sioky B1.B.20 o6pa3oBaTtenbHOM mporpamMmsl, GOpMHPYEMOt
y4acTHUKaMU 00pa30BaTEIbHBIX OTHOIICHHIA.

J171s OcBOEHUS JUCIUILIMHBI HEOOXOAMMBI 3HAHUSI, YMEHUS U HABBIKH, TIOJYyYEHHBIE B XOI€
OCBOGHHUS CIEAYIONUX IUCHUIUINH: «BBeAeHHEe B CHEIUAIBHOCTHY, «MHKPOIKOHOMHKAY,
«ITpaBo», «MeHemKMEeHT», «MeTOabl NPUHATHS YNPABICHYECKUX pelIeHUi», «OCHOBBI
OpTraHU3aIy Tpy/a MepcoHanay, «MapKeTHHT epcoHaay.

OcBoeHue AUCUUTIITMHBI HE0OX0IUMO IS CIIEAYIOINX JUCIUILINH: TPOU3BOICTBEHHAS MTPAKTHUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(pHUKAIIMOHHAsA padoTa.

Hucuunnuna uzyvaercs Ha 4 Kypce, B 8 ceMmecTpe.

3. IlepeyeHb MIIaHNPYEMBIX Pe3yJIbTATOB 00yUYeHHs MO JUCHHUILINHE, COOTHECEHHBIX €
IVIAHNPYEMbIMH Pe3yJIbTATAMH 0CBOCHHUSI 00pa30BaTeJIbHONH MPOrpaMMbl

B pesynpTaTe OCBOGHMSI TUCIUIUIMHBI OOYYaroIIMICS JOJKEH MPOJEMOHCTPUPOBATh
CJIEYIOIINE PE3YIbTAThI:

Ilepeyenb mIaHUPyeMbIX
HNuauxkaropsl
Komnerenmus pe3yJbTAaTOB 00y4YeHHS 10
AUCHMILINHE
B pe3yabprare OCBOEHUSL
JUCIUTIAHBI oOyuarouiics
JTOJIKEH:
3namo:
- TEOPETUUECKHUE OCHOBBI
UIIK-4.2. Cnocoben pazpabomams | TOKyMEHTAIITAOHHOTO
K-4 U 8HeOpumsv 3¢hhexmuenyo obecrnieueHus mporecca
cucmemy Oniamul mpyod, Ha TIpaBJICHUs MepCoOHAIOM
Crniocoben Y Py yrp p
OCHOBe aHanu3a OpraHu3aIuy;
OCYILIECTBIISTh
VO081emBOPEHHOCMU U - OCHOBHBIE MOJIOKEHUS,
NEeSTENbHOCTD 10
806/1€4eHHOCU NEPCOHATA, MPUHIINIIBI, CTaHapThI u
OpraHu3aiuu Tpyaa o
MOHUMOpUH2a 3apabomHol niamul | CUCTEMBI B obnactu
Ha pvlHKe mpyoa u OUHAHCOBbIX JOKYMEHTaIlMOHHOTO
B03MOACHOCIEL OP2AHUZAYUU. oOecrieueHHsT  ympaBICHUS B
OpraHu3aIuy;
Braoemy:
- TEXHOJIOTHSIMH COCTaBJICHUS
OCHOBHBIX JOKYMEHTOB B cdepe




o0ecrieyeHus yIpaBJICHUS
IIEPCOHAIIOM OpPTaHH3aIHH.

4. OO0beM MCHMIIMHBI B 3a4eTHbIX €IHHUIAX C YKa3aHHEeM KoJIMYecTBa
aKajeMHMYeCKUX YAacCOB, BbIJIEJIEHHBIX Ha KOHTAKTHYKW Ppa6oTy ol0y4yalommxcsi ¢
npenogasarejeM (Mo BHAAM YYeOHBIX 3aHATHH) W HAa CaMOCTOSITEJIbLHYH PpadoTy
00y4YarIHuXCs

O6mast TpymoeMKocTh (00beM) AMCIUIUIMHBI COCTABISIET 3 3aueTHBIX eauHuIl, 108
aKaJeMHYeCKHX Jaca.

Ha yueOHbIe 3aHATHS JTEKIIMOHHOTO THUTIA OTBOJIUTCS 110 OYHO-3a09HOM (hopme 12 gacos, 1o
3a04HOM — 6 4acoB.

Ha 3aHsaTHs TpakTHYECKOTo (CEMUHAPCKOT0) THIIA — M0 OYHO-3a049HOM (opme 16 gacos,
10 3204YHON — 8 Yacos.

CamocrosiTenbHas paboTa COCTaBIsIeT COOTBETCTBEHHO 78 1 90 "acos.

Ha noxarorosky k 3auety oTBOAMTCS 4 Yaca.

5. Copepxanue IMCHUIUVIMHBI, CTPYKTYPHMPOBaHHOe M0 TeMaMm (pasgeiaM) C
YKa3aHHEM OTBeJCHHOI0 HAa HMX KOJHMYEeCTBAa aKaJeMHMYEeCKHX YacOB M BHAOB Y4eOHBIX
3aHATHH

5.1. TemaTuyeckue pasaesibl JMCHUILIMHBI 1 KOMIIETEHIMH, KOTOpbIe (popMupyroTcst
NPH UX U3YYEHUHU

Ne HaumenoBanue Conep:xanue pa3aena Kon
n/n pasjaesia ¢dopmupye
JTUCIHUIIINHEI MO
KOMIeTEHI]
UM
1 Tema 1. Lenb, 3amaum, mpeamer, oOvekT wu3yuenus | [IK-4
eau u 3agaun JYCILUNJINHEI. I'OCT P 6.30-2003
U3y4eHust «YHu(unupoBaHHBIE CHUCTEMBI  JOKYMEHTAIIUU.
AUCHUILINHBI. YuuduuupoBaHHas cHCTeMa OpraHU3alMOHHO-
3akoHoIaTebHOE | PACTIOPAIUTEIHHON JTOKyMeHTauuu. TpeGoBaHus K
U HOPMATUBHO- 0(QOPMIICHUIO TOKYMEHTOB.
MeTOAN4eCKoe CocTaB HOPMATHBHO-METOIUYECKOW  0azbl
peryjupoBaHue, JIETIONPOU3BOJICTBA. 3aKOHOAATENbHbIE akThl PO B
A0Y cdepe uH(popMauu u JIOKyMEHTAI1H.
HopmaTuBHble mpaBoBble akThl (hefepaabHbIX
OpraHoOB UCTIOJTHUTEIIBHON BJIACTH,
peraaMeHTHPYIOIIHE BOMPOCH! TOKYMEHTALMOHHOTO
obOecnieueHus. [ocymapcTBEHHBIC CTaHIApTHI Ha
JOKYMEHTAlMI0.  YHUQPUIMPOBAHHBIE  CUCTEMBI
JIOKYMEHTAITUH.
2 Tema 2. Enunbie TpeboBaHus K O1aHKaM JOKYMEHTOB. [1IK-4
OcHoBHBIE Bunst 6nmankos, [1paBuna opopmiaeHus
TpeOGoBaHMs K JIOKYMEHTOB MPHU UCIOJIb30BAHUN TEXHUYECKUX
0(OpMJICHH IO cpenctB. CoctaB pekBU3UTOB AOoKyMeHTOB OPJI.
yHpaBJIeHYeCKHX [TpaBuiia opopmiieHHs PEKBU3UTOB 3ar0JI0BOYHOM
(OpraHM3anMoOHHO- | YacTU JOKYMEHTA: YIJIOBOE, TpooibHoe. Koj
PACTIOpPSITMTEILHBIX | OpraHU3ally - aBTOpa JoKyMeHTa. OCHOBHOM
) rOCYJapCTBEHHBIN PErUCTPALMOHHBIA HOMED
JAOKYMEHTOB. I0pUArYecKoro iuia. HanmenoBanve opranusanuu




- aBTOpa AokymeHTa. Ha3zBanue Buaa 10KyMEHTA.
Hara nokymeHnTa. PeructpanimoHHbIil HOMEp
JIOKyMEHTa. MecTO COCTaBIEHUS WU U3JIaHUS
JIOKYMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CoxkpalliieHHbIE Cc10Ba. 3aroJIoBOK K TEKCTY
JokymeHTa. OTMETKa O HATMYKH NTPUIIOKEHHUS.
[Moanucanue u yTBepKaeHUE JOKYMEHTOB.
CornacoBanue 10KyMeHTOB. OTTUCK M€YaTH.
Buszuposanue nokymenToB. OTMeTKa Ha
JIOKYMEHTE: OTMETKA O MOCTYIUIEHUHU JOKYMEHTA B
OpraHU3aIIo, PE30JIIOIHS, OTMETKA O KOHTPOJIE,
OTMETKA O 3aBEPEHUHN KOIUH JOKYMEHTA.
WnentudukaTop 37eKTPOHHON KONMH JOKYMEHTA.
OtmeTtka 00 ucnongnurene. OrMerka 06
WCIIOJIHEHUH JIOKYMEHTA U HallpaBJIE€HUU

Tema 3.
Opranu3zanuoHHo-
pacnopsiiuTe/bHbIe
JAOKYMEHTBI, HX
cocTaBjieHHe
oopmiieHHe.
JleaoBas u
KOMMep4YecKasi
nepemnucka

Opranun3anuonHas qoKymeHTarus. Oomnme
TpeOOBaHUS K OpPTraHU3AI[IOHHBIM IOKYMEHTaM.
VcraB npeanpuarus. JJoJKHOCTHAS HHCTPYKIIHSL.
[Tonoxenue. ltatHOE pacnucanue. CTpyKTypa u
HITatHas YucieHHocTh. CTPYKTypa U uX
conepskanue. [IpaBuna ux opopmienus. Coctan
00s13aTeIbHBIX PEKBU3UTOB U TPEOOBAaHUS K
odopmieHuro. Llens 3TUX TOKyMEHTOB, MOPSIO0K
U3JIaHUs, YTBEPKICHUS U PETUCTPALUH.

PacniopsinutenbHble JOKYMEHTBI KaK OJ{HA U3
($bopM UCTIOTHUTENBHO-PACTIOPSAUTENBHOM
JeATEIbHOCTH OpraHUu3alui, yUpexKICHUN,
npennpuaruil. [Tpukasel, ux Buael. [IpaBuna
odopmiienus. OCOOEHHOCTH COCTaBICHUS MPUKA30B
10 OCHOBHOM JESITELHOCTU U MPUKA30B 110
TUYHOMY cocTaBy. OCOOEHHOCTH B COCTABICHUH
3arojIOBKOB ¥ (JOPMYIHPOBOK KOHCTATUPYIOIIEH
yacTu. PacnopsiiutenbHas 4acTh - cXxema
nocTpoeHus. Brimucka u3 npukasa, ee Ha3HauYeHHe
U TIpaBuia opopMIIeHUSI.

[MoaroroBka, opopmiieHHE yKa3aHUN U
pacnopsbkeHui. CTaauu NOArOTOBKHY MPOEKTa
pacnopsiauTeNbHOro oKkymeHTa. [lpasuna ero
BU3UPOBAHUS, MOANKUCAHUS U peructpanuu. Cpoku
UCTIOJTHEHUS ¥ BpeMs JOBEIeHUSI MHPOPMAIUH 10
KOHKPETHBIX MCIIOJTHUTENEH.

HNudopmannoHHO-CIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH(pOpMALIMOHHO-
CIIPaBOYHBIX TOKYMEHTOB. CripaBka. PeKBU3UTHI
CIIPABOK, BUJIbI CIIPABOK, IIPaBUJIa HAITMCAHUSI.

Jlokmaguple 3anucku. Lleab JoKIagHbIX
3aMmmcoK, nmpasmia odpopmiieHus. OOBICHUTEIbHBIE
3amucku. Lens 00bsICHUTETBHBIX 3aMUCOK, MPaBUIa
odpopmiienus. CiryxeOHas 3aMcKa, €¢ Ha3HaueHUE.

AxThl. Cxema cocTaBlieHUs akTa. PeKBU3UTHI
akta. CocraBHble yacTu akta. [lopsaok
MOANKUCAHUS U YTBEPKICHUSI.

I1K-4




[TpoTtokon. TpeboBaHMsI K COCTABICHUIO U
0(OPMIICHHIO IPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
yacTu. Bubl MPOTOKOJIOB: MONHBIE, KPaTKHE,
COKpallleHHbIE. J[loBeIeHue pereHuii
(TTOCTaHOBIIEHU) IO UCTIOJTHUTEICH.

JlenoBoe MUCHEMO B YCJIOBUSAX YHUDUKAIIH.
OdunmanbHOE MUCEMO KaK CPEICTBO CBSI3U
NPEANPUATHI, OpraHU3alUN, YIPEKICHUN C
BHEIIHUM MHUpoM. CTpykTypa nucbMa. OCHOBHbIE
TpeOoBaHUs K TEKCTy. PekoMengamuu mno
noctpoeruio ¢pas. [Ipasuna opopmieHus
JIEJIOBOTO MHChMA.

[Tonstre 6manka mucbma. CTaHIAPTHI HA
bopMyspeI-00pa3iiel. PEKBU3UTHI MHChMa U
npasuiia ux opopmieHus. OTAETbHBIC BUIBI
niceM: HHPOPMAIMOHHOE, 0J1aroJapCTBEHHOE,
[MCbMO-U3BEIIEHNE, TMCbMO-3aIIPOC, TUCHMO-
TpeboBaHue, MUCHbMO-0TBeT U Ap. CocTaBiieHue
TEKCTOB CIIY>KEOHBIX MTHUCEM.

Tema 4.

Kanposas
AOKYMEHTAI U
Opranusanus
padoThI ¢
AOKYMeHTaMu

3HaueHue KaJpoBbIX JOKyMEHTOB. CocTaB 1
BU/JIbI JOKYMEHTAIUH 110 JINYHOMY COCTaBY.
[IpaBuna ux cocraBiaeHus. Y HUQUIIUPOBAHHbIE
dbopmbl qokymeHTOB. [Ipukas. Odpopmuenue
npuema Ha paborty. [lepeBon Ha qpyryio padory.
[IpenocraBnenue oTnycKa. YBOJIbHEHUE C paOOTHI.
JInunoe 3asBneHue. Xapakrepuctuka. CocTaBHbIe
YacTH XapaKTEPUCTUKH, MpaBuia ohopMIiIeHusI.

[lopsaok ABM>KEHUS JOKYMEHTOB B
opranuzaiuu. [loHsTHEe TOKYyMEHTOO0OpPOTA U €ro
OCHOBHBIE 3Tanbl. O6paboTKa JOKYMEHTOB,
MOCTyMNaronux B opranuzanuio. [IpeasapurensHoe
paccMOTpeHHEe JOKYMEHTOB B CITyX0e
JIOKYMEHTAIlMOHHOTO 00ecrieueH s ypaBIeHusl.

Perucrpanus u uHaekcanus JOKyMEHTOB.

Kontposnb 3a ucnonnenrem 10kyMeHTOB. Cpoku
UCIIOJTHEHUS TOKyMeHTOB. Opranu3zanus
PalMOHAIILHOTO IBUYKEHUS IOKYMEHTOB BHYTpU
npeanpustus. O6padoTKa UCTIOJHEHHBIX U
OTIPABJISIEMBIX IOKYMEHTOB.

HcnonHenne JOKyMEHTOB. AHAIU3 CTPYKTYPbI
JOKYMEHTO0000poTa. MeTob!I yueTa H COKpaIleHus
JIOKYMEHTO000pOoTa. YUeT KOJIMYeCcTBa U KauecTBa
JOKYMEHTOB opranuszanuu. Cokparienue oobema
JIOKYMEHTO000POTA.

I1K-4

Tema 5.

Cucremarusanus
AOKYMEHTOB U
¢dopmupoBaunme aeJ.
OnepaTuBHoOe

OpI‘aHI/IBaHI/IH 3KCHepTI/I3BI IICHHOCTHU I[OKYMCHTOB.
OO6mue TpeboBaHUS K CHCTEeMAaTH3AIUH
nokyMmeHToB, Homenknatypa nen. CocraBieHue
3aroJIoBKOB Jjiesl. OCHOBHBIC ITpaBUIIa
dbopmupoBanus nen, OnepaTtuBHOE XpaHEHHE
JIOKYMEHTOB U JIEJI.

I1K-4




XpaHeHue [ToaroroBka z1e1 K apXUBHOMY XPaHEHHIO.
AOKYMeHTOB M Jiej. | CocTaBieHNe BHYTPEHHENW ONTMCH JOKYMEHTOB U
3aBepuTenbHON Haanucu. CocTtaBiieHuE U
odpopmiienue onucelt aein. [lepemnaya aen B apxus.

5.2. Pa3nenbl AUCHUILINHBI, BUABI YUYeOHBIX 3aHATHI U (DOPMBI TEKylIero KOHTPOJIS
yCIeBaeMOCTH /IJIsl OYHO-3204HOM (pOPMBI 00yUeHU st

TpyroeMkocTh B yacax DopMbl
Ha xonTakTHYy1O0 Texymero
Ne paboty no Buzam KOHTPOIs €
. Ka3aHueM
ceM HaumeHoBaHue Beero | YYCOHBIX 3aHATHI ®Dopmbl 6);1.11.1103 (npH
ecT | pasjesa AMCHMIUIMHBL | (k. Ha CPC P
pa CPC) CPC HCI0JIb30BaH
11 3 u3 UM 0ALTBHOM
CUCTEMBI
OLICHUBAHMS)
1 |Tema l.
Lenu n 3apaun
W3YYCHUS TUCITUTUINHBI. Pedepupo Ompoc,
3aKoHO/AaTeNbHOE 20 ) o) 16 BaHHC peleHne
" HOPMAaTHBHO- juTepaty | HHIUBHAYyalb
METOINUYECKOE pHI HBIX 3aJJaHUH
peryiupoBanue, J10Y.
2 |Tema 2.
OcHoBHBIE TPeOOBAHUS K Pedbepupo
(bepup Ormpoc,
o(hopMIIEHUIO BaHUC
pelieHue
YIPaBICHYECKUX 22 2 4 16 | nurepaty HH MBIV AT
(opraHu3aIMOHHO- pBL. yar
HBIX 3aJJaHUH.
pacropsiIMTEIbHbIX)
JOKyMEHTOB.
3 |Tewma 3.
Opranu3zaiioHHO-
P t Pedepupo
pacnopsIMTeIbHbIE e
CutyanvoHHbI
JIOKYMCHTEL, HX 22 2 4 16 | murepary |~ YN
COCTaBIICHUE U pbi i aHanms.
odopmienue. [lenosas u '
KOMMepuecKast
nepenucka
4 |Tema 4. P o
Kanposas ebepupo mpoc,
BaHUE eIICHUE
JTOKYMEHTAIUSI 22 2 4 16 P
JTUTepaTy | HHAUBUAYAIIb
Opranuzanus paboTsl ¢ .
pBI HBIX 3aJ[aHHIA
JOKYMEHTaMU
5 |Temas. Pedepupo Ompoc
20 4 2 14 ’
BaHUE pelieHue




CucreMaTuzanus
JTOKYMEHTOB u
dbopMupoBaHue Jen.
OnepatnuBHOE XpaHEHHUE
JIOKYMEHTOB H JIeI.

auTepary
pBI

WHIABHALYAIIb
HEIX 3aJaHUN

3auer

4

HUTOI'O:

108

12 16

78

5.3. Pa3znenbl AUCHMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIeBaeMOCTH AJIsl 32049HOM (popMBbI 00yUeHH st

TpynoeMKocTh B Yacax DopMbI
Ha xonTakTHYy1I0 Texymero
Ne paboTy 10 BUIaM KOHTpO/I3 €
. Ka3aHHeM
cem HaumeHnoBanue Beero | YYEOHBIX 3aHATHH ®opmbI 6);.11.11013 (npn
ecT | pasjesa AMCHMIUIMHBL | (L. Ha CPC p
pa CPC) CPC HCI0JIL30BaH
1T 3 13 U 0aJUIbHOMI
CUCTEMBI
OLlcHUBAHMNSA)
1 |Tema l.
Llenu u 3agaun
W3Y4YECHUS TUCIUTUINHBI. Pedepupo Omnpoc,
3aKOHOJATEIBLHOE 20 1 1 18 BaHUC peHICHNC
u HOPMAaTHBHO- Tepary | MHANBHIYyab
METOJINYECKOE PBI HBIX 3a/TaHNH1
perynupoBanue, JJOVY.
2 |Tema 2.
OcHoBHbIE TPeOOBaHUS K Pedepupo o
otopmiteHHIO BAaHHUE fpoc,
pelieHue
YIIPaBJICHYECKUX 22 1 1 18 | nurepaty
WUHIUBUAYaIIb
(opraHu3alMOHHO- pBL N
HBIX 3aJJaHUH.
pacropsIMTEeIbHBIX )
JIOKyMEHTOB.
3 |Tewma 3.
OpraHu3zairioHHO-
P o Pedepupo
pacnopsIMTeIbHbIE BaHIe
JIOKYMEHTBI, 1X 21 1 2 18 | nmrepary | C/TYAUMOHHI
COCTaBJICHUE U pbi it aHanms.
opopmiienue. [lenoBast u ’
KOMMepuecKast
MepernucKa
4 |Tema4. P o
Kanposas edepupo npoc,
BaHUeE elIeHUe
JOKYMEHTAIUS 21 1 2 18 P
TUTEpaTy | HHAUBUIYab
Opranmzanus pabOThl C .
phI HBIX 3aJJaHUH
JOKYMEHTaMHU




5 |Temas.
CucreMaTus3anus Pedepupo Ompoc,
JOKYMCHTOB u 22 2 2 18 BaHHUC PEIICHHUC
dhopmupoBaHue Ted. JIATEPATY | HHAUBUIYAITH
OmnepaTtuBHOE XpaHEHUE pBI HBIX 33JITaHUH
JIOKYMEHTOB U JICII.
3ayer 4

UTOI'O:| 108 6 8 90

6. YueOHO-MeTOAUYECKOE o0ecTiedeHe CAMOCTOSITe/IbLHOI padoThl 00y4aromMXcs Mo

JUCIHUILIHHE

Ne HanmeHnoBanue pasaeia Coaepxanue CPC KonTtpoasn
AUCHUILINHBI

1 Ilenu u 3aaun U3y4eHus paboTa ¢ mpoiIeHHBIM IIpoBepka KOHCIIEKTOB
JUCIUTUIAHBI. MaTEpUAIOM IO KOHCIIEKTaM
3aKOHOJATENBHOE JICKLUA ¥ y4eOHUKY
u HOpPMaTHBHO-
METOIUYECKOE
perynuposanue, J10Y.

2 | OcHoBHBIC TPeOOBAHNUS K paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
o(hopMIICHHIO MaTepHajIoM IO KOHCIIEKTaM
YIIPaBIIEHYECKUX JICKIHI ¥ yICOHUKY
(opraHu3aIMOHHO-
pacnopsaUTENbHBIX )
JTOKYMEHTOB.

3 | Opranu3aiioHHO- paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
pacnopsauTeIbHbIE MaTEpUAIOM IO KOHCIIEKTaM
JIOKYMEHTBI, UX COCTABJICHHE M | JIEKIUA U y4EOHUKY
opopmnenue. JlemoBas u
KOMMepUecKas epenucka

4 | KagpoBas JTOKyMEHTaIus | paboTa ¢ mpoiICHHBIM [IpoBepka KOHCIIEKTOB
Opranmzanust  paboOTBl ¢ | MATCPHUAIIOM TI0 KOHCTICKTaM
JOKYMEHTaMU .HGKI_[I/Iﬁ n yqeGHI/IKy

5 CucreMmaruzanus paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
JIOKYMEHTOB U | MaTepUajoM 10 KOHCIIEKTaM
dbopmupoBaHUe Jien. | JIGKIUN U y4eOHUKY
OneparuBHOE XpaHeHue

JIOKYMEHTOB U JICII.

7. IlpoBeneHMe NPOMEKYTOUHOI ATTECTANMH 00y4AIOIIMXCH MO IMCUHUILIHHE

7.1. O6ume yciaoBus

[IpomexyTouHas aTTecTaIys MPOBOIUTCS B 8 cemecTpe B (hopMe YCTHOTO 3a4eTa.

7.2. KpurTepuu U mIKaJbl OleHNBAHUSA Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE




Kon ITokazarenu Kpurtepun u mxkaJa oneHuBaHus Ilepeuennb
KOMIIETEHI[ | OCTHKeHUS OLICHOYH
UM pe3yJIbTaToOB bIX
o0y4eHust CpelCcTB
3auTeHo He3aureHo
I1K-4 nokazaresnieM | OTBEThI HA TOCTABJICHHBIC Marepuan uznaraerca | TecTbl
ee BOIIPOCHI U3JIaratoTCs HenocnenoBarenbHo, | [Ipaktuue
(GbOpMHPOBAaHM | CUCTEMAaTU3UPOBAHO U COMBYMBO, HE CKHe
S CITyKUT II0CJIEI0BATEIBHO. IIPEICTaBIISIET 3a1a4u
3HAHUE Marepuain uznaraercs OMPEICIICHHOMN
OCHOBHBIX YBEPEHHO. CUCTEMBI 3HaHUH 10
TTOHATHIA, JleMoOHCTpUpyeTCsl yMEHUE | AUCUUILIMHE.
KaTeropuil u aHaIIM3UPOBATh MaTEpHall, NmeroTcs 3aMeTHbIE
WHCTPYMEHTOB | OJJHAKO HE BCE BBIBOJBI HapylIEeHNUs] HOPM
MHUKPOIKOHOM | HOCAT apr'yMEHTUPOBAHHBIN | JINTEPATypHOHN peUHu.
UKHU U Y JOKA3aTeJIbHbIN XapaKTep.
npukiaaaaeix | CoOroat0Tess HOPMBI
SKOHOMHUYECKH | JINTEPATYPHOU PEUH.
X JUCIUIUIMH

8. JIaGopaTopHBIii MPAKTHKYM - HE IIPEyCMOTPEHO

9. llpakTHyeckue 3aHATHUS (CEMHUHAPBHI).

[TpakTryeckue 3aHATUS (CEMHHAPHI) SBIAIOTCA (POPMOI ayAMTOPHOM TPyNIOBOM pabOThI
10/ pyKOBOZACTBOM IIpENoaBaTes. 3aHATHS MPOBOIATCA B rpynnax. OCHOBHOU IENbIO 3aHITUS
saBisieTcs (GOpMUPOBAHHE YMEHUH peliaTh NPaKTHKO-OPUEHTUPOBAHHbIE 3a/1a41
CemuHapcKue 3aHATHS 110 KaKA0H Teme obecriedeHbl HaOOpOM BapHaTHBHBIX PACUCTHBIX
U OpraHu3allMOHHO-TIPAKTHYECKUX 3aj1au.

Cemunuap Nel.

Tema: «llesu v 3aga4n U3y4YeHHUs JUCHUMILIMHBL. 3aKOHOAATEJIbHOE
1 HOPMaTHBHO-MeToAH4ecKoe peryauposanue, 10Y».

Bonpocet memuwi:

1. Ilenw, 3agauu, npeameT, 00bEKT U3YUECHUS TUCIUTINHBI.

2. TOCT P 6.30-2003 «YHudumupoBaHHble CHCTEMbl TOKYMEHTAIUH. YHUPUIIUPOBAHHAS
CUCTEMa  OpPraHU3alMOHHO-PACIIOPSIUTEIBHON  JOKyMeHTanuu. TpeboBaHus K
0(OPMIICHUIO TOKYMEHTOB.

3. CoctaB HOPMAaTUBHO-METOIUYECKON 0a3bl JEITONMPOU3BOACTBA. 3aKOHOIATEIHHBIC AKTHI
P® B chepe nnpopmanmu U TOKyMEHTALINH.

4. HopmaruBHble mNpaBOBbIE aKThl (enepalbHbIX OpPraHOB HCIOJHUTENBHOM BIACTH,
perIaMeHTHPYIONINE BOMPOCHI JOKYMEHTAIMOHHOTO o0ecmeueHus. [ ocymapcTBEHHBIC
CTaHJapThl HA TIOKYMEHTALNI0. Y HU(UIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Bonpocwt ona oocyscoenusn:

1. JIOKyMEHT Kak HOCUTENb yIrpaBiieHueckor nHpopmanuu. [lonstre, GyHKIIMNA U CTIOCOOBI
JIOKyMEHTHUPOBAHHSI.

[ToHsITHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

S3bIK ¥ cTUITB OPUIIMATIBHBIX TOKYMEHTOB.

YHuudukanus u cTaHAapTH3AUS TOKYMEHTOB.

Nk WD



~

10.
11.

12.
13.

14.

CucreMbl JOKyMEHTAIIUU PA3IUYHBIX cPep AeSITETbHOCTH.

3akoHogarenbHbIe akThl PO B chepe nHPpOpMaIK U JOKyMEHTAIUH;

Vka3bl u pacnopsbkenus [Ipesuaenta PO, nocranosnenus [IpaButensctBa PO B chepe
JIEJI0NIPOU3BO/ICTBA;

HopMmaTuBHbIE TpaBOBbIE aKThl (elepalbHBIX OpPraHOB HCHOJHUTEIBbHON BIACTH
(MUHHCTEPCTB, KOMHUTETOB, CIYyX0, areHTCTB), pPETIAMEHTHUPYIOIIUX  BOIPOCHI
JOKYMEHTAIlMOHHOTO 00eCieueHus;

TexHuueckue peraaMeHTsl U HanmoHanbHble CtanaapTsl B oonactu JJOVII;
O6mepoccuiickue  Ki1acCH(PUKATOPhI, TEXHUKO-DKOHOMHYECKOM W  COIMAIBHOU
uHpOpMaLnu;

YHuduuupoBaHHbIE CUCTEMBI JOKYMEHTAIUU;

HopmatuBHO-IpaBOBbIE aKThl U METOAMYECKHE JOKYMEHTBHI IO JEJIONPOU3BOCTBY,
M37aBaeMbl€ PYKOBOJICTBOM YUPEKJICHUI OpraHu3aluil, npeanpusiTUii;
3akoHOAATEeNbHBIE aKThl CyOBEeKTOB P® W mMpaBOBBIE aKThl, TPUHUMAEMbIC OpraHaMH
WCITOJTHUTEIIbHON BJIACTH CyOBeKTOB PD.

Cemunap Ne2.
Tema: «OcHOBHBIE TPeOOBaHNA K 0OPMIIEHUIO YIIPABJIEHYECKUX

(OpraHn3anMOHHO-PACTIOPAUTEIbHBIX) IOKYMEHTOBY.

Bonpocvi memui:

1. Enunbie TpeOoBaHus Kk O1aHKaM JOKyMEHTOB. Buabl 6mankoB, [IpaBuna odopmienus
JOKYMEHTOB IIpH HCIOJIb30BAHUM TEXHUYECKUX cpeAcTB. CocTaB pEKBU3UTOB
noxkymeHToB OP/I.

2. IlpaBuna odopmieHHs PEKBU3UTOB 3aroJIOBOYHOM YacTH JOKYMEHTA: YIJIOBOE,
nponoasHoe. Kon opranusanuu - aBropa AoKyMeHTa. OCHOBHOW IOCYJapCTBEHHBIN
pPEruCTpalMOHHBIM HOMEP I0PUANYECKOro Inna. HanMeHoBaHME OpraHu3anyy - aBTopa
JIOKYMEHTA.

3. Ha3Banue Buzna noxymenra. /lata noxymeHnTa. PerucrpanrioHHbli HOMEP TOKyMEHTA.
Mecrto cocTaBieHHs] WIN U3JaHUs TOKyMEHTa, TpeOOBaHUSA K TEKCTaM JOKYMEHTOB.
CoxkpallleHHbIE CJIOBa. 3arojJioBOK K TEKCTy JAO0KyMeHTa. OTMeTka O Haluduu
IIPUIIOKEHUS.

4. Tloanucanue W yTBEpXkKAEHUE NTOKYMEHTOB. CoriacoBaHue TOKYMEHTOB. OTTHCK
NIEYaTH.

5. BusupoBaHue 10KyMEHTOB. OTMETKa Ha JOKYMEHTE: OTMETKAa O IOCTYIUIEHHH
JOKYMEHTa B OpraHM3al1I0, PE30JIIOLMs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIIMU TOKYMEHTA.

6. Wnentudpukatop >JIEKTPOHHOM KONMUU JOKyMeHTa. OTMeTka 00 HCHOJHHTEINE.
OTmeTka 00 MCIIOJIHEHUH JOKYMEHTA U HallpaBJIeHUN

Bonpocut ona oocyyncoenun:
JIOKyMEHTOOOOPOT:  TOHSTHE, NPUHIWIBI, KOJIMYECTBEHHBIE W  KAaYeCTBCHHBIC
XapaKTEPUCTHKH.
OCHOBHBIE TaITbl JOKYMEHTOO00POTA.
JIOKYMEHTOIIOTOKH: BXOZSIIAs, WCXOMASIMIAsi, BHYTPEHHAS IOKyMEHTAIus. TeXHOIOTHs
00pabOTKH JOKYMEHTOIIOTOKOB.
Criermuduueckue TEXHOIOTUU 00pabOTKU TOKyMEHTAIIUH:
- KOHQUACHITHATbHAS TOKYMEHTAITHS;
- TJOKYMEHTAIUS 110 O0OpaIIEeHUsIM TPaX1aH.

Cemunap Ne3.



Tema: «Opranu3auMoOHHO-PACIOPSIAUTEIbHbIE

JAOKYMEHTBI, HX COCTABJICHUC H O(l)OpM.J'IeHI/le. I[eJIOBaH N KOMMeEpUYeCKasi IMMEPEMUCKa.

Bonpocet memuoi:
OpranuzanvonHass  JgokymeHrtanus. OOmme TpeOoBaHUS K  OpraHU3ALMOHHBIM
JOKyMeHTaM. YcTaB npeanpuarus. JJomskHoctHas uHerpykuus. Ilomoxenue. IltatHoe
pacniucanue. CTpyKTypa U IITaTHast YUCIEHHOCTh. CTPYKTYypa U ux cojepxkanue. [Ipasuna
ux ohopmiierns. CoctaB 00s3aTeNIbHBIX PEKBU3UTOB U TpeOoBaHUs K odopmiieHuro. Llens
ATUX IOKYMEHTOB, IOPAJIOK U3AaHUS, YTBEPKACHUS U PETUCTPALUU.
PacniopsimuTenbHbIE TOKYMEHTHI KaK OJHA U3 (POPM HCIIOTHHUTEIHLHO-PACTIOPSIIUTEIHHON
JEATEIIbHOCTH OpTraHMu3alui, yuypexaeHud, npeanpustui. [Ipukassl, ux Bunel. [IpaBuia
oopmuenus. OCOOEHHOCTH COCTABJIEHUS NPUKA30B IO OCHOBHOM [EATEIBHOCTH H
NPUKA30B IO JUYHOMY cocTaBy. (OcCOOEHHOCTM B COCTAaBIEHHH 3aroJIOBKOB H
bopMyIUPOBOK KOHCTAaTUpYIOLIel yacTu. PacriopsinurenbHas 4acTh - cXema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HauUeHUE U paBuiIa 0OPMIICHHSL.
[MonroroBka, odopmiieHue ykasaHuid U pacnopspkeHHi. CTaguu MOATOTOBKU IPOEKTa
pacnopsiAMTeNIbHOrO  ToKymeHTa. llpaBuna ero BH3UpOBaHMS, NOIINUCAHUS U
peructpanuu. CpoKH WCIIOTHEHUS W BpeMs JOBEICHHS WH(POPMAIMU O KOHKPETHBIX
WCIIOJIHUTEIIEH.
HNupopmaninoHHO-CcIpaBoOYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(GOPMaLOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BHUIbI CIPABOK, MpaBUIIA
HaICaHUs.
Joxnanuele  3anuckd. Lleap  JOKIagHBIX — 3alMCOK, MpaBujia  OQOpPMIICHHS.
OObsicHuTenbHBIE 3amUCKU. Lledh OOBSACHUTENBHBIX 3alMCOK, MpaBHiia O(QOPMIICHUS.
CnyxeOHast 3amMcKa, ee Ha3HAuEHUeE.
AxThl. Cxema cocraBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsook
MOAMKUCAHUS U YTBEPKIACHUSI.
[Ipotokon. TpebGoBaHUS K COCTaBICHHIO U OGOPMIICHHIO MPOTOKOJIOB. PEeKBU3UTHI,
COCTaBHbIE 4YaCTH. BuIpl MpOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
pernieHnii (TOCTaHOBJICHUH ) 10 HCTIOTHUTETICH.
JlenoBoe muchbMo B yCoBUsX yHU(UKauuu. OpuimanbHoe MUCbMO KaK CPEJCTBO CBSI3U
NPEANPUATHI, OpraHU3aluil, YYpPEKJAEHUW C BHEHUM MHUpPOM. CTpyKTypa MNHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. Pexomenmanuu mno moctpoeHuto ¢pas. IIpaBuia
oopmIIeHHs AETOBOTO MUChMA.
[Tonstue Gmanka nmuceMa. CtaHnaptsl Ha (GopMylnspel-oOpa3nbl. PEeKBU3UTHI MUcbMa U
npaBwia ux  odopmueHus.  OtnenbHble  BUABI  NUceM:  UH(GOPMAaLMOHHOE,
O5arolapcTBEHHOE, MMCbMO-U3BEIICHNE, THCbMO-3a1IpOC, MUCbMO-TPeOOBaHUE, MTUCHMO-
otBeT u Ap. CocTaBlieHNE TEKCTOB CIYKEOHBIX MHCEM.

Bonpocut ona oocyyncoenusn:
1. OO6mwme TpeOoBaHUS K OPTraHU3aAMOHHBIM JIOKYMEHTAM.
2. VYcraB npeanpusTus.
3. JlomKHOCTHAs UHCTPYKIHUS.
4. TlonoxeHue.
5. IlITaTHOe pacniucaHue.
6. Ilpukasbl, UX BUIBI.
7. HWudopmanmoHHO-CIIPaBOYHBIC TOKYMEHTHI.
8. JlokmagHbIe 3aIIMCKU.
9. AKTH
10. IIpoTokon



11. JlenoBoe muCbMO B YCIIOBHSIX YHU(DHUKAITUH.
12. ITonsiTe OJIaHKa TUCHMA.

Cemunap Ne4.
Tema: «KagpoBas nokymentauuss Opranusanusi padoThbl ¢ JOKYMEHTAMMI».

Bonpocbt memur:
3HaueHue KaJApOBbIX JOKYMCHTOB. CocTtaB u BUJbI JOKYMCHTAIIUHU IO JINYHOMY COCTAaBY.
[TpaBuna ux coctaBieHus. Y HuduiupoBanabie popmbl fokymeHTOB. [Iprukas. OdopmiieHne
npuema Ha pabory. [lepeBoa Ha apyryro paboty. [IpenocraBinenue oTnycka. Y BOJbHEHHE C
pabotel. JluuHoe 3asBneHWe. XapaktepucTuka. CoOCTaBHbIE YacTH XapaKTEPUCTHKH,
npaBuia opopMIICHUSI.
[Topsimok nBHXKEHUS JOKYMEHTOB B opraHusauuu. [loHsthe n0KyMeHTOOOOpOTa U €ro
ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alMIo.
[IpenBapuTenbHOe  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)0e JOKYMEHTAI[MOHHOTO
obecrieueHus ynpaBicHUsI.
PGI‘I/ICTpaHI/IH 1 UHACKCAUA NOKYMCHTOB.
KonTpons 3a ucnonnenuemM 10KyMeHTOB. CpOKH MCHOMHEHUS TOKyMeHTOB. OpraHuzanus
PaLMOHATILHOTO ABUKEHUS JOKYMEHTOB BHYTpH npeanpusatus. O0padoTKa HCIIOIHEHHBIX U
OTHPABIACMBIX JOKYMCHTOB.
HcnonHeHne MOKyMEHTOB. AHalIM3 CTPYKTYPBl JOKYMEHTOOOOpoTa. MeToapl y4era H
COKpAIIEHUS TOKYMEHTO000pOTa. YUeT KOJIMYeCcTBa U Ka4ecTBa JOKYMEHTOB OpraHU3alllu.
Coxpamienue o0beMa J0KyMEHT0000poTa.

Bonpocut ona oocyycoenun:

1. KoMIuiekc kaapoBoil JOKYMEHTAMU: TIOHATUE U €€ COCTABIISAIOLIME.
2. YaudunupoBanabie (OpMBI IEPBUYHON YUETHON JTOKYMEHTAIIUU TI0 YUETy TPy/ia U €ro

OILJIaThI.

3. TpynoBoii 1OroBop: coaepkaHue U MOPAIOK 3aKIHOUEHHUS.
4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIlOB TPYIOBOM NEATEILHOCTH pabOTHUKA (IIpHUEM,

NEepEeBOJ], OTMYCK, KOMaHANUPOBKA, YBOJIbHEHHE U AP.)

5. TpynoBast KHWXKKa: TpaBUJia BEJCHUS U 0OPMIICHHUS.
6. OdopmieHue u BeJieHUE TNIHON KaPTOUKU U JIMIHBIX JIEI.
7. Iporiecc 3anmuThl MpodhecCHOHATBHBIX JaHHBIX B KAJAPOBOH CITyKOe€.

Cemunap NeS.

Tema: «CucremaTn3anus 10KyMeHTOB U (popmupoBaHue aeqn. OnepaTnBHOE XpaHeHHe

2.

JTOKYMEHTOB H JIeJI».

Bonpocvi memui:
Opranu3anus  SKCHEPTU3Bl  IIEHHOCTH  JIOKyMeHTOB. OOmue T1peOoBaHMA K
cucremaruzanuu J1okymeHToB, Homenxiatypa pnen. CocraBiieHHE 3arojloBKOB A€l
OcHoBHBbI€e npaBuiIa GopMUpoBaHus Aei, OnepaTUBHOE XpaHEHUE TOKYMEHTOB U JIEI.
[loaroroBka nen k apxuBHOMY XpaHeHHI0. COocTaBIeHNE BHYTPEHHEN ONMCH JOKYMEHTOB
U 3aBeputenbHO Haamucu. CocraBieHue u opopmieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocut ona oocyycoenun:



1. CucremaTuzanus JOKYMEHTOB.

2. CocraBiieHHE€ HOMEHKIATYPHbI JIe]1: Ha3HauYeHue, BUAbI, 0COOEHHOCTH 0(OPMIICHHUS.
3. ®opMHUpPOBaHUE /1€ OCHOBHBIE ONEPALIUU.

4. ITpaBusia OnepaTUBHOTO XPAHECHHUS JEI.

3. OdopmieHue 1en U COCTaBIIEHUE OMUCEH.

4. ITopsiaok nepenayn JOKYMEHTOB B apXUB.

ITopsinok oTpadOTKM CTyAeHTAMH NPONYIIEHHBIX 3aAHATHI

HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOIMYHMICHHBIC TEMBI JOJIXKHBI

ObITh OTpaboranbl. OTpaboTKa MOMKHA MPOXOAUTH B (hopMe MOArOTOBKM pedepaTa Mo Teme
NPOMYIICHHOW JIeKIMM WiIM ceMmuHapa. Ilman pedepata moKeH coBmagaTh C IUIAHOM
IPOMYIIEHHON JIEKIIMY WIIK CEMUHAp

10. OueHouHble cpecTBa AJsl IPOMEKYTOUYHOH aTTecTALMHU

Bomnpocs! k 3auery:

1.

AN

Sl

13.

14.

15

18.
19.
20.

21.
22.
23.
24.

25

Jlenonpou3BoACTBO Kak (YHKIUS yIpaBIeHHUS, COBPEMEHHBIE TpeOOBaHUS K €ro
OpraHH3aIiH.

JIOKyMEeHT, OCHOBHBIC TIOHSTHS, (DYHKIIUU U CIIOCOOBI JOKYMEHTHPOBAHUSI.

Nudopmanus u 10KyMeHT.

Knaccudukanus nokymeHra.

DNIEeKTPOHHBIN TOKYMEHT U JJOKYMEHTOOOOPOT.

Yuudukamus U CTaHAApTH3alUs KaK OCHOBHOE HAMPABICHHE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

CucreMbl TOKyMEHTAIUH.

YHuduuupoBaHHbIE CUCTEMBI JOKYMEHTALIUH.

OO6mme TpeGoBaHuUs K TEKCTY JOKyMeHTa. [1opsiioK M310KEeHUs TEKCTa TOKYMEHTA.

. HopmatuBHo-1IpaBoBas 6a3a AeI0mpon3BOICTBA.
11.
12.

CocTaB peKBU3UTOB, MPaBUIA UX OQOPMIICHUSI.

Bunpl 6;1aHKOB TOKYMEHTOB, MX XapakTepucTuka. [IpaBmia opopmieHus, M3roToBJICHHUSI,
yuéTa, UCTIOIH30BAHUS M XPAHEHHUS OJIAaHKOB OpTaHM3aI[1H.

XapaKTepuCTHUKa U COCTAB PACIOPSIIUTEIbHBIX TOKYMEHTOB: TPEOOBAHMS K COCTaBICHUIO
U 0()OpMIICHHIO.

Kommiekc kapoBoil JOKyMEHTAIINH.

. Obume mpaBuia opopMIICHHUS MPUKA30B 110 JTUIHOMY COCTaBY.
16.
17.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSTOK 3aKIIOUCHUS.

Oco0eHHOCTH TOKYMEHTHPOBAHHS ITAIOB TPYIOBOU AESITEILHOCTH pAaOOTHUKA: TPHUEM,
NepeBoJl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, TOOMIPEHUE, JUCHUILUIMHAPHOE
B3BICKAaHUE.

[TonsiTvie, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OcCHOBHBIE 3TaIlbl TOKYMEHTO000pOTA.

XapakTepucTuka  JOKYMEHTOIIOTOKOB:  BXOZsINAs,  MCXOAsIIas,  BHYTPEHHSSA
JIOKYMEHTAITHSI.

OcobeHHocTH paboTHI C KOH(UIECHIINATHLHON TOKYMEHTAIIHEH.

TexHomnorust paboThl ¢ 0OOPAIIEHUSMH TPAXKIAH.

CucremaTu3zanys JOKYMEHTOB, X YUYET U 00eCIieYeHHEe COXPAHHOCTH.

Homenkmnarypa nen: BUIbI, COIepKaHUe U TIOPSIOK COCTABJICHUS.

. ®opmupoBanue u 0HOpMIICHHE JIeTT.
26.
27.

OcHoBHBIE TPeOOBaHUS K OPTaHU3AINN TEKYIIETO XPaHEHUS UCTIOTHEHHBIX TOKYMEHTOB.
[TonroroBka JOKYMEHTOB K C/1aye B apXUB. ApXHUBHOE XpaHEHUE TOKYMEHTOB.



28. Ponb  JIOKYMEHTAIIMOHHOTO  OOECIeYeHHs] B  COBEPIICHCTBOBAHUM  YIPaBJICHUS
HNpEaIpUATUIMUI

29. Vctopusi CTaHOBJIEHUS M Pa3BUTUS JOKYMEHTAIMOHHOTO OOecliedeHMs yNpaBiCHHS B
Poccun

30. A3BIK ¥ CTUIB 1E€TOBOM JOKYMEHTAIIUU

11. IlepeyeHb OCHOBHOM M JONMOJTHUTEJBHOH YU4eOHOI JTUTEPaTypPhl, HEOOXOAUMOI 1JIs1
OCBOCHMS THCIUIIHHBI

OcHoBHas1 JInTEepaTypa:

1. Kamommmna, T. FO. JlokyMeHTanmmoHHOE oOecredeHue paboThl ¢ TIEPCOHANIOM B Iu(dpe u Ha
Oymare : yuebnoe mnocobme / T. HO. Kamommna. — HoBocubupck : HoBocuOupckwuii
rOCyIapCTBEHHBIA TEXHUYECKUH yYHUBEpcUTET, 2022. — 124 ¢. — ISBN 978-5-7782-4728-4. —
Texcr : anextponHsbiit // Ludposoit odpazoBarensHblil pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/126489.html

2. T'anuera, H. B. JlokymenTanimonHoe obecredeHue ynpasienus : yueOHuk / H. B. I'anuesa, XK.
K. l'anueB. — Mocksa : U3parensckuit JJom MUCuC, 2021. — 188 c. — ISBN 978-5-907227-
50-7. — Texct : anextponHsIii // Lludposoit o6pazoBarensHbiii pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/116986.html

3. Psa6oga, C. B. [lokymeHTanimoHHOE 00OeCIeueHrue YIpaBIeHYSCKON AeATEILHOCTH © y4eOHOe

nocobne / C. B. PsaboBa. — VYIbSHOBCK : YJBSHOBCKHU TOCYHApCTBEHHBIM TEXHHUYECKUN
yauBepcutetr, 2021. — 341 ¢. — ISBN 978-5-9795-2106-0. — TekcT : 3JIeKTpOHHBIN //
Hudposoii  obOpazoBarenpHbii  pecypc IPR SMART :  [caéit] —  URL:

https://www.iprbookshop.ru/121268.html

JonoHuTeIbHAS JIUTEPATYpA:

1. BbypmucrtpoB, A. H. KagpoBoe aenomnpon3BoACTBO U CTaHAAPTH3AIMS Tpyda : yuyeOHOe
nocobue / A. H. bypmuctpos, M. I1. Cunsisuna, O. B. Kanunnna. — Cankt-IlerepOypr : CankT-
[TerepOyprckuit monurexHudeckuii yauepcutet [lerpa Benukoro, 2020. — 104 c. — ISBN 978-
5-7422-7046-1. — Texkcrt : anexTponHbi // [ludposoii oopazoBarensHblil pecypc IPR SMART :
[catiT]. — URL: https://www.iprbookshop.ru/116130.html

2. Kysuenosa, 1. B. KonpuaeHmnuansHoe AeT0MPON3BOACTBO M 3aIIUIIICHHBIN AIEKTPOHHBIN
JTIOKYMEHTOO00O0POT : yueObHoe mocodue nis 6akanaspos / 1. B. Ky3nenona, I'. A. XaugaTpsH. —
Mocksa : Aii Ilu Ap Memua, 2020. — 192 c¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anexktpoHHsid // IludpoBori obOpazoBartenbHblli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

3. Macanoa, 0. A. VIHHOBalMOHHBIC TEXHOJIOTUH YIPABJICHHS MEPCOHAIOM : y4eOHOE
nocobue / FO. A. MacanoBa. — Mocksa : Aii [Ilu Ap Menua, 2021. — 323 ¢. — ISBN 978-5-
4497-1161-8. — Texkcr : anextpoHHbI // Llndposoit obpazoBarensubiii pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/108225.html

4. 3emmsanckuid, A. A. VYmnpaeineHue HWHPOPMANMOHHBIMUA peCcypcaMH B Hay4HO-
HCCIICI0BaTEIbCKOM padoTe : yueOHoe mocodue / A. A. 3emusackuid, U. E. beictperuna. — 2-¢
m3a. — Mocksa : JamkoB u K, 2021. — 110 ¢. — ISBN 978-5-394-04149-5. — TekcT :
anekTpoHHbl // Lludposoit obpazoBatenbubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/107830.html
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13. Ilepeuenb  pecypcoB  MHGOPMAIMOHHO-TEJEKOMYHHUKAIIMOHHOH  CeTH
«HTepHeTY», NPOdPecCHOHATBHBIX 023 JAHHBIX U HH(POPMAIMOHHBIX CMIPABOYHBIX CHCTEM,
HEO0O0XO0IMMBbIX /IJIsl 0CBOEHUSI THCIUTIMHBI

http://economics.edu.ru — O6pa3oBaTeIbHBINA MOPTAT

https:/minobrnauki.gov.ru/ MwuHHCTEpCTBO HayKH U BbICIIEro oOpazoBaHusi PO
http://www.aup.ru/library/ DnexTpoHHas OMOTMOTEKa SKOHOMHYECKOHN H JICIIOBOM TUTEPATYPHI
http://ecsocman.hse.ru/ CaittT MmexxyHapoHOTO XypHaia TIpo6iemMsl Teopuu U MPaKTHKA
yIpaBICHUS

http://www.mevriz.ru/ OdurmanbHbIiA calT )KypHaia «MeHemKMeHT B Poccun  3a pydeskom»
CnpaBounas mpaBoBas cuctema «Koucynsrant-ILmocy - www.consultant.ru

CripaBouHast ipaBoBasi cuctema «["apanTy» - www.garant.ru

14. MeToauyeckue yKazaHus J1Jisi 00y4aIOUIUXCS 10 OCBOEHUIO JUCITHIIMHBI

Wzyuenne y4eOHONW IuCHMIUIMHBI «JlOKYMEHTAallMOHHOE OOecreueHUue YIpaBICHUS
IIEPCOHATIOMY IpEATNoaraeT OBJaJIcHUe MaTepuanaMu JIeKI Ui, yueOHUKa, IPOrpaMMel, paboTy
CTYJEHTOB B XOJI€ ITPOBEJICHUS NTPAKTUUECKUX 3aHATHH, a TAK)KE CUCTEMAaTUYECKOE BBIITOJIHEHNE
INUCbMEHHBIX paboT B (hopMme pedeparoB, TECTOBBIX M MHBIX 3aJaHUN A CaMOCTOSATEIIbHOU
paboThI CTYIEHTOB.

B xone nexuuil pacKpbIBalOTCSL OCHOBHBIE BOIIPOCH! B PaMKaxX pacCMaTpHUBAEMOTI0 pas3zcia,
JIeNAOTCs aKLEHTHl Ha HauboJiee CIOXKHBIC U MHTEPECHBIC MOJIOKEHHUS M3y4aeMOro mMarepuasa,
KOTOpPBIE JIOJKHBI OBITh NPHUHSATHI CTYyJE€HTAMHM BO BHUMaHME. Marepuanbl JIEKIUN SBISIOTCS
OCHOBOH /U1 TOJTOTOBKM CTyJI€HTa K IPAaKTMUECKUM 3aHSATHSM U BBIIOJHEHUS 3aJaHuil
CaMOCTOSITEIIBHOU PaOOTHI.

OCHOBHOH LENbIO MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJIb 33 CTEIEHBbIO YCBOCHMS
IPOIIEHHOTO MaTepuasla, XOAOM BBIIOJHEHHUS CTYyAEHTaAMH CaMOCTOSITEIbHOM pPabOThl H
paccMoTpeHre HanboJiee CI0KHBIX U CIIOPHBIX BOIIPOCOB.

15. IlepeyeHb HH(OPMAMOHHBIX TEXHOJIOTHH, HCIOJb3yeMbIX NPH OCYLIECTBIECHUHN
00pa3oBaTe/ILHOIO MpoLecca MO0 AUCHUILIMHE, BKJKYAs IepedyeHb MPOrpaMMHOIO
olecrieyeHus: U MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OnepanuonHas cuctema — Linux, maket oducHsix nporpamm — LibreOffice nmu6o
onepanronHas cucrema — Windows, maket oucasix mporpamm — Microsoft Office B
3aBUCHUMOCTH OT PacIpeeTICHUs ayAUTOpHii. Y4eOHbIe ayIuTOPUN OCHAIIIEHBI KOMITBIOTEPHOU
TEXHUKOW C BOBMOYKHOCTBIO MOAKIIOUEHU K ceTr "MHTepHeT" 1 obecrneueHnem 10CTyma B
AIIEKTPOHHYIO HH(POPMALIMOHHO-00pa3oBarTenbHyto cpeny UHcTuTyTA.

16. Onucanmne MaTepUAJIbHO-TEXHUYECKOM 0a3bl, Heo0X0oaIMMOoH OIS
ocylecTBJIeHHs 00Pa30BaTEILHOIO MpoLecca mo JUCHUILINHE
JIJis U3y4eHHsT TUCIUTUTAHBI «J[0KyMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHUS
IEPCOHATIOM» HEOOX0IUMO HAIWYHE ayJUTOPUU, OCHAIIEHHON MYJIbTUMEIUHHBIMU CPEICTBAMHU
OOyYeHUs JUTS YTCHHS JICKIIUK U MPOBEJICHUS CEMUHAPCKUX 3aHITHH.

17. METOANYECKHUE PEKOMEHIA LMY JUISI IPENOJABATEJIE# IO MOJATOTOBKE U
MPOBEEHUIO PA3JIAYHBIX BUIOB YUEBHBIX 3AHSITHIA.

IIOArOTOBKA M ITPOBEJIEHUE JEKIAI
Jleknmusi (ot nat. lectio — 4YTeHHME) — CHCTEMAaTHYECKOE, IOCIICIOBATEILHOE M SICHOE
U3JIIOKEHHUE TPETnoaBaTesieM y4eOHOro MarepHualia WM KaKoro-In0o HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOYKET COMPOBOXKIATHCS JEMOHCTpaluend ciaigoB u ¢gruibmoB. Kak ogHa u3
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OpPraHU3aIMOHHBIX (OPM U METOJO0B OOyUeHHUs TPaAUIMOHHA IS BbICIIEH MIKOJBL. Jlekuums —
HKOHOMHBIH IO BpeMEHH CIIOc00 COOOIEH s CTYACHTaM 3HAYUTEIbHOr0 00bemMa nHpopmanuu. B
cpenHeM ydeOHas JIeKIus 3aaumaet 1,5 — 2 Jaca.

OCHOBHBIMU COBPEMEHHBIMU mMpefosanuAMuU, NPEAbIBISIEMbBIMU K JIEKLUHU, SBISIOTCS:
LEJIOCTHOE W CHUCTEeMAaTUYECKOE MW3JIOKEHHE MaTepuaia, €ro Hay4dHOCTb, JIOCTYIHOCTb,
OpraHWYHAas CBS3b C APYTHMMH BHJIAMU YICOHBIX 3aHSITHH.

JIex1us mD0JKHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHUKY PACKPBITHS MOCIEA0BATEIHHO N3Y4aeMbIX BOIIPOCOB;

® UMETbh 3aKOHUEHHBII XapaKTep OCBEUICHUS ONPEeICHHON TeMbl (IPOOIeMbl), CBSI3b
C MPEeABIIYLIIIM MaTepUuaIoM;

e OBITH JI0KA3aTEIbHOM U apryMEHTHUPOBAHHOM, COJEpKaTh JOCTATOYHOE KOJINYECTBO
pUMEPOB, 0OOCHOBAHU, JOKA3aTENbCTB;

® CTaBUTh NIEPE]] CTYAEHTAMH BOIIPOCHI ISl pa3MBbIIIJICHUS;

® JIGKTOp JOJDKEH YMETh MpoOyKIaTb HHTEpeC K 3HAHUSAM, CTUMYIHPOBATH K
CaMOCTOSATENIbHON paboTe;

® JIEKTOPY HEOOXOIUMO YMETh YAEp>KUBAaTh BHUMAaHHUE ayJUTOPHH, €T0 Peub J0JKHA
OBITh KYJIBTYpHOH, T.€. OTIMYATHCS CMBICIOBOM TOYHOCTHIO M TI'pPaMMaTHYECKOM
MPaBWJIbHOCTBIO; OH JIOJDKEH BIAJETh CHEIHAIbHON TEPMUHOJOTHEN U YMETh ee
Pa3bACHSATE.

Ot nekropa TpedyeTcsi HE TOJIbKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COICpKaHUS
npeaAMeTa, HO U YMEHUE HAlpaBUTh U CTUMYJIUPOBATh CIyIIAaTeNed K aKTUBHOW MBICIUTEIbHON
pabote. BocnipusiTue neKIuM caymaTeIssMU 3aBUCUT OT KayecTBa Marepuania. [ 1aBHoOe B JIeKIUU
— yYMEHHE aKTHBM3HPOBATH IMO3HABATEIBHYIO JEATENBHOCTb CIyIIaTeNled, T0OUThCSI OTBETHOM
MBICTUTENIbHON peakuuu. Jlekuust mnpu3BaHa MOATOJKHYTh CTYAEHTOB K Pa3MbIIUICHUIO,
MIOJICKA3aTh HAIIPABICHHUS CAMOCTOSATENIbHONU PabOoThl, HOOYAUTH K JCHCTBUIO.

B kaxx10ii J1eK1uu TOKHBI OBITh HEPAa3pHIBHO 0ObEIMHEHBI Ba Hayaia - 00pa3oBaTeabHOe
U BOCHHTATENbHOE. B NeKIuu He MOHKHO OBITh HHUYEro JIMIIHET0, BCE HAampaBiseTcsl Ha
JOCTHKEHHUE MOCTABIIEHHOM IEJIM, Ha PACKPBITHE OCHOBHOM WM, Ha JI0Ka3aTeNbCTBO TOTO WU
MHOro mnosiokeHus. CyllnecTBEHHOE 3HAUEHUE MMEET MCIOJIb30BAaHUE HA JIEKIUM CPENCTB
00paTHOM CBSI3U Pa3IUYHOM CTENEeHH CIOXHOCTH. OOpaTHas CBSI3b BBICTYIAET KaK CIIOCO0 st
JIEKTOpA MOJy4yaTh MPEACTABIEHUE O XOJI€ YCBOCHUS MaTepralla U akTUBHOCTH ayIUTOPHUH.

Iloozomoexka nekyuu - >TO TIPOIECC, BKIIOYAOIMHMK B ceOs cOOp, HAKOIUIGHHWE W
pacmpeneleHne MaTepuaiga 0 BPEMEHH, NPOAYMBIBAHME JIOTUYECKOTO IOCTPOEHUS JIEKIHH,
BblJIeJICHHEe HanboJsiee BaKHBIX MOMEHTOB U3 BCEro Marepuaia. JIekuus J0mKHa akKyMyJIupoBaTh
BCE HAKOIUIEHHBIE MaTepuaibl, TaK WIM MHa4de OTHocsAuMecs k Tteme. [Ipouecc moaroTtoBku K
JeKUUU WHIWBUIYyaJ€H U BO MHOTOM 3aBUCUT OT CJOKHOCTH TEMbl, MOJArOTOBIEHHOCTH
npernojiaBaressi, ocobeHHocTell yuebHoit rpymnmnel. OHaKo, HECMOTPS Ha 3TO, MOXKHO BBLICIHUTD
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTepHBIE IS JIEKIMU IO JIIoOOMYy ydueOHOMY
npeamety. K HuUM otHoCATCS:

® U3Y4YECHUE UCXOAHOM JOKYMEHTALINY;

e pa3paboTKa 3aMbICiia JIEKIIUU U BBIOOP 11e71ecO00pa3HOi METOIUKH;

e oopMIICHHE JEKIIUH, PEIETHIIMSL.

Cmpykmypa nekyuu:

® Ha3BAHUE TEMBI;

® YKa3aHWE BPEMEHN Ha JIEKLIMIO B 11€JI0M, BBOJIHYIO YaCTh, OCHOBHYIO YaCTh, 3aK/IIOUYCHHE;

® BBO/IHAS YaCTh;

® OCHOBHAs 4aCTh;
® KpaTKH€ BBIBOJBI 10 KaXKJIOMY U3 BOIIPOCOB;
® 3aKIIIOYEHUE;

® CIIMCOK HCIIOJIb30BaHHOM JINTEPATYPHI.



K wucxomnoit moxkymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPETOIaBaTElb,
OTHOCHUTCSI MpOrpaMMa y4eOHON MUCIUIUIMHBI, YYeOHUKH M y4eOHO-METOIUYECKHE MOCOOus,
YaCTHBIE METOJMKU TPETOJIaBaHMsl TUCHIUILIMHBI, paclUCaHue 3aHATUA CO cTyaeHTamu. [lpum
pa3zpaboTKe 3aMbICiia JEKIIUU OJHOW M3 Ba)KHBIX 3a/1au MPEIOJaBaTess SBISETCS MOCTAaHOBKA
ydeOHON MpoOJieMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONW TeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmiio, Tema JIEKIMH OlpeneieHa y4eOHOM
mporpamMmoi maHHOW auctuiiuHbl. OHa o0s3aTtenbHa I TpenojaBarens. M3MeHeHus B
HA3BaHUM TEMbI, IMOCTAHOBKE yUYEOHBIX BOMPOCOB 00s3aTENbHO 00CYyXIaroTcs Ha kadenpe u
TOJIBKO TIOCJIE COOTBETCTBYIOIIETO YTBEP)KICHHUS BHOCATCS KOpPpeKTUBBHL. (CaMOCTOSATEIHLHO
U3MEHATh WX (OPMYIHpPOBKY MpernojaBareilh HE HMeEET mpaBa. Ero mpaBo — BBIOMpATh
CoJIepKaHue, COOTBETCTBYIOIIEE TeME W y4eOHBIM BOIpOCaM, a Tak)Ke€ METO/bI, BEAyIIHE K
JOCTH>KEHHUIO OINTHUMAJIBHOTO pe3yibTaTa I103HABATEIbHOW JESITENIbHOCTU CTyAeHTOB. I[lpu
BBIOOpE METO/IOB MPETOJaBaTEeIh UCXOIUT U3 COOOPAKEHHS MearOrHIecKoi 11e1eco00pa3HOCTH
M ydera cocTaBa CTyJeHYeckod aymuropuu. [Ipm pa3paboTke CTPYKTYphI JIEKIIUH Ba)XXHO
cMoeUpoBaTh dPGEKT ee BO3CHCTBUSI, pAaCWICHUTh YUeOHBII MaTepral Ha MOAYJIH, TIOTUYECKH
YBSI3aHHBIE IPYT C APYroM, cPOopMyTUPOBATH OCHOBHBIC HJIEH U BBIBOJIBI 0 KAKIOMY yU4eOHOMY
BOIIPOCY U TEME B IIEJIOM; HAJ0 TaK MOJOUTH K COOpaHHOMY MaTepHaIly U TaK 3HATh €T0, YTOOBI
HAalTH KaxaoMy Y4eOHOMY MOMYNIIO €ro JOrmueckoe wmecTo. Jlormueckas CTPOWHOCTD,
COpPa3MEPHOCTh W B3aMMOCBSI3b OTACIIBHBIX YaCTEH BEACT K YETKOCTH €€ M3JI0KEHHUS, SICHOCTH
OCBEILIEHUS BOTIPOCa, 00JIeryaeT ee MOHNMAHKE CTYICHTaMHU.

OdopmiieHre NEKIUNA 3aKIIFOYAETCs, KaK MPaBUiio, B pa3pabOTKe €€ TMOJHOTO TEKCTa WU
TTaHa-KoHCTeKTa. [[oOTHBINH TEKCT JIEKIMKU HEOOXOUM MPU YTEHUU JICKIHH 10 0C000 BaKHOMY
ydaeOHOMYy MaTepuany. B miaHe-KoOHCIIEKTe TaeTCs KpaTKOe CoIepKaHNe U3JIaraéMbIX BOIPOCOB,
dakTUYeCKU MaTepual, BBIBOJLI U 000OIIEHUS, TOMETKH O BPEMEHH M MECTE JEMOHCTpAaIlUU
CPENICTB HAIISITHOCTH, a TAKXKE JPYrUe MOMETKH, HEOOXOAMMBIC TIPETIOaBATEII0 B X0/I€ YTCHHS
JeKIMU. B OTIENbHBIX clydasx MpenojiaBareilb COCTABISICT KPATKUM IUIaH JIGKIMH, BKIIIOYas B
HEro 00s3aTeNbHbIE BXOIHBIE TAaHHBIC U TIEPEUYCHb BOIPOCOB C PACIIPEACIICHHEM HX 110 BPEMEHHU.

Beoonasa uacme (s6eoenue).

Bcerynnenue (BBemeHue) ompenenseT HE TOJBKO TeMy W IIaH, HO W 1elb Jeknuu. OHO
NPU3BAaHO 3aWHTEPECOBATh M HACTPOHUTH AyJUTOPUIO HA CIIyllaHWe Marepuana. Ha mekium
MIPETIoIaBaTelli0 HEOOXOAMMO CHayalla YCTAaHOBUTH KOHTAaKT C ayAWTOpPHEH, 3aTeM, HE TOPOIIACH,
YETKO U SICHO, Ha3BaTh TEMY JIEKIIUH, AaTh CTYACHTaM 3amnucath ee. Jlanee nepeiT K U3N0KEHUIO
BBOJIHOM YacTH, B KOTOPOH OIPEIENIIECTCS MECTO TEMbl B M3y4aeMOM Kypce M €€ 3HaueHHUE IS
MPaKTHYECKON AEATEBHOCTU CTYACHTOB, TPOUH(GOPMHUPOBATH O PACTIPEACTICHUU BPEMEHH Ha TEMY.
Ecmu 310 He mepBas JeKIus 1Mo TeMe, TO MPEToAaBaTeNb JODKEH CBSI3aTh €€ C MPEAIIECTBYIOMIECH
nekuueit. Jlanee criemxyer mepeurcianTh yaeOHbIe BOMIPOCHI U JATh BOZMOYKHOCTh CTY/ICHTaM 3aIliucaTh
HX.

[IpoBeneHue NEKIIUU MOXKET MPEAyCMaTPUBATh pa3IUYHbIC BAPUAHTHI €€ HaJalla, OJIHAKO B
11€JIOM BBOJHAS €€ YacTh JIOJDKHA YETKO OPUEHTUPOBATH CTYACHTOB B paMKaX paccMaTpHUBaeMOM
npoOJieMbl, a Tak)Ke yKa3aTh Ha TO, YTO OHH JIOJDKHBI YCBOUTH Ha JICKIMH, YeMYy KOHKPETHO
HAy4UThHCS.

BBopHas yacTh JIeKIMK HE JOJDKHA 3aHUMATh Oosee 5 — 7 MUHYT. Temn ee U3I0KeHus, Kak
MIPaBUJIO, BBIIIE TEMIIA U3JIOKECHUS COJIEPKaHUsI YIeOHBIX BOIPOCOB, UYTO 3aCTaBIISACT 00ydaeMbIX
MICUXOJIOTHYECKH COOPAThCSI M COCPEOTOUUTHCA.

BaxxHoe ycrioBue ycriexa npenojaBaress Ha JSKIIMH — MHTOHAIIWS, BRIPA3UTEIBHOCTD €T0 PEUH,
ONTUMAILHOCTh €€ pUTMA W TEMIIa, BKJIIOYEHUE 3JEMEHTOB omopa. Omnpenensss TeMIl peud,
MperoiaBaTellb JOJDKEH YYUTHIBATh, YTO CTYIEHTHI 3alMCHIBAIOT TOJBKO TO, YTO MPEMNOaBaTeib
MOTYEPKUBACT TOJIOCOM, PA3psIKON peud, MeJarormiecKUMU May3amMu M MOBTOPaMH OTAEIbHBIX
TIOJIOXKEHHH, TTPHUIIIAIIICHUEM 00y9aeMbIX K TOMY, YTOOBI OHH 3alIOMHWJIA TO WJIA UHOE TIOJIOKEHHE,
BBIJICJICHHOE TIPENO/IaBaTEIIEM.

3axknwuumenvhan uwacmp. 3aKITIOUYCHHUE B CTPYKTYpE JEKIIMHM HMMEET TakKe OOJbIIoe
3HA4€HHE, T.K. MMEHHO OHO II03BOJISIET MOJBECTH HWTOTM CKa3aHHOMY, IOCTaBUTbH IEpe]



CTYAECHTaMH HEOOXOJIMMBIE 3aJjauy, YKa3aTh Ha CBA3b C MOCIEAYIOUIMM Y4eOHbIM MaTepUAIOM U
MOPSIOK IOATOTOBKM K CIIENYIOLIEMY 3aHATHIO, OTBETUTh HAa BOIPOCHI, BOSHUKILIUE 32 BpEMs
nexkuuu. [Tocne 0TBETOB Ha BO3HUKILNE BOIPOCHI JIEKTOP 3aKaHYMBACT 3aHATHE.

Heo0XxonuMo MOMHHUTB, YTO K BaXKHEWIIMM MPEUMYIIECTBAM JIEKIMOHHOTO OOYy4eHUs
OTHOCHUTCS TO, YTO JIEKTOPY MOKHO 3a/1aTh BOIIPOC U TYT K€ NOJy4uTh OTBET. [locne Toro, kak Ha
NOCTYMUBIINKA BONPOC JIaH MOJHBIM U TOCTATOYHO OOOCHOBAHHBIM OTBET, MPEIOIaBATEIIO MOCTe
JEKIMHU caelyeT 00yMaTh, I0YeMY 3a/laHbl TAKHE BOIIPOCHI, U BHECTH HEOOXOIUMBbIE KOPPEKTHBbI
B TEKCT JICKI[UH.

JlexTopckoe MacTepCTBO NPENOAABATENS, KaK U €0 3HaHUs, OTTaYMBAIOTCS B PE3yJIbTaTEe
eKeIHeBHOTO Tpyna. Jns »Ttoro TtpeOyercss TINATENbHBIA aHAIN3 PE3yJbTATOB KaxJIOH
IPOYNUTAHHOH JICKIMH, KaK 10 €€ COAEPKaHHIO, TaK U 10 (OpMe U3T0KEHUS.

I[TOATOTOBKA Y TTPOBEJIEHUE ITPAKTUYECKUX 3AHATUIA

Crneuunduka 3Toro Buja 3aHITUN (CEMUHAPOB) COCTOUT B BBIMOJHEHUH CAMOCTOATEIHHO
WINA TI0JI PYKOBOACTBOM IpENoOaBaTeis 3alaHui U SABJISETCS aKTUBHOH (OopMON ydeOHBIX
3aHsaTui. [IpakTHueckue 3aHATHS MPU3BAHBI Pa3BUBATH U 3aKPEIUIATh Y CTYACHTOB HaBBIKU
CaMOCTOSITENIbHOU paldoThl, MPUMEHATH MOJYUYCHHbIE Ha JIEKIHIX 3HaHUSA. B xonme cemunapa
BbIpabaThIBaeTCs ymMmeHrue GOpMyIMpOBaTh, 00OCHOBBIBAT U M3J1araTh COOCTBEHHOE CY)K/ICHHE
no o0CcyXKaaeMoMy BOIIPOCY, YMEHHE OTCTauBaTh CBOM B3TJIS/bBI, @ TaKXkKe YIiayOJsitoTcs U
3aKpEIJISIOTCS 3HAHUSA, TIOJyYEHHbIE Ha JIEKIHUSIX U B XO/I€ CAMOCTOSITEIbHON pabOTHI.

Bo Bcex ciyuasx ceMHHaphl BBITIOJHSIOT TI03HABATENbHYIO, BOCHUTATEIBHYIO U
KOHTPOJIbHYIO (byHKL[I/II/I, T.C. B XOAC NOATOTOBKHU U IIPOBCACHHA CCMHUHApa CTYICHTBI
npuobperarotr Oosee TiayOOKHe 3HAHUS, CYIIECTBEHHO PACIIMPSETCS MX MPEJCTaBIeHHUE 00
M3y4aeMOM TIpeaMeTe, MpuoOpeTaeTcss CoCOOHOCTh CBOOOJHO OMEPUPOBATH MOHITHSIMH W
TEpPMUHAMH, paHee UM HE3HAKOMBIMH. B Xo/1e cemuHapa mpernoaBaTels n3ydaetT 00yJaeMbIX,
CTENeHb YCBOEHHUS MMHU Marepuana. CeMUHAphl BBIIOIHAIOT TaKKe U (YHKIHIO KOHTPOJIS:
MperoiaBaTellb  COCTaBISIET Cy)KACHWE 00 ypOBHE 3HAHHWA OO0y4aeMbIX, TOIy4aeT
NpeaACTaBJICHUC O CUJIBHBIX U CJIaGBIX CTOpPOHAX UX IMOATOTOBKH — BCC 3TO AACT BO3MOXKHOCTDH
MPEToIaBaTeIi0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYIO TOMOIINb C1a00 YCIIEBAIOIIUM
CTYJICHTaM.

Pazymeercsi, 9TO BCero 3Toro yaacrcsi AOCTHYb TOJNBKO B CIIy4ae BHICOKOW aKTHBHOCTH
CTYACHTOB, KOTOpAasA HANIPAMYIO 3aBUCUT OT YPOBHS UX MOATOTOBJIICHHOCTH, a4 TAKIKC OT YMCHMUA
npernoiaBaTess co3aarb aTMocdepy pPackOBaHHOCTH, B3aWMOIIOHMMAaHUS W B3auMmojoBepus. K
TPAAUIIUOHHLIM CCMUHApaMm B BBICIIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas LEJNb KOTOPBIX — YIIyOJIGHHOE H3Y4YEHHE  OIpPEeNeNIeHHOTO

CHCTEMaTHYECKOTO Kypca M TEMaTUIECKH CBA3aHHOTO C HHUM;

® 3aHATUMA, IPCAHA3HAYCHHBIC IJIA OCHOBATEIIFHOM HpOpa6OTKI/I OTACIBHBIX, HanOosee BayKHBIX
U TUIIUYHBIX B MCTOJOJIOTHYCCKOM OTHOLICHUHN TEM KypCa UJIN OTJIEIbLHOMI TCMBI,

Ocnoenbvle hynKyuu npaKkmuuecKozo (CeMuHapcKozo) 3aHAmu:

Ilo3naseamenvnana ynkyus. CeMUHap NMO3BOJISIET OPraHU30BaTh TBOPUYECKOE, aKTHMBHOE
U3YYEHHE TEOPETUYECKUX U MPAKTUYECKUX BOIPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIIEHNE
IpernoaaBaTeiss co CTyAeHTaMHu, (OpPMHUPYET CaMOKOHTPOJIb 3a MPABWJIBHBIM TMTOHHMMAaHHEM
M3y4aeMOro Marepualia co CTOPOHBI CTYIEHTOB, pacIIUpSieT U 3aKpeIUIsieT 3HaHMs, HaBBIKU U
YMEHUS.

Bocnumamenovnaa ¢ynkyusa. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUM C
NPaKTUKOM, YCHJIMBAET OOpaTHYIO CBS3b CyOBEKTa U 00BEKTa BOCHHUTAHUS, JaET BO3MOXKHOCTD
MPenoaaBaTeNio U3yUUTh HHIUBUAYATbHbIE OCOOCHHOCTH KaXKJI0TO CTYACHTA.

Q@ynkyua konmpoaa. CeMUHAp MO3BOJSAET IPOKOHTPOIUPOBATH YPOBEHb 3HAHUI, HABBIKOB
U YMEHUH CTYJEHTOB, KaY€CTBO UX CAMOCTOATEIbHOU PaboThlI.

Iloozomoeka cemunapa.



PabGoty k opraHm3anuy JaHHOTO BHJIA 3aHATHI MPENogaBaTeNlb HAYMHACT C OIPEICICHUS
UCXOJHBIX JAaHHBIX. K HUM OTHOCATCS: TeMa, BONPOCHI, ONpeAeTIeHHbIE Y4eOHON MpOorpamMmoii,
COCTaB CTYICHTOB W YyPOBEHb HX IOATOTOBKH, BpEeMsS W MPOJODKUTEIBHOCTh 3aHSTHA,
BO3MOXHOCTH yueOHO-MaTepuanbHoil 0a3bl. [1pu pa3paboTke HCXOIHBIX JaHHBIX MpPEnoaBaTeib
PYKOBOACTBYETCS Y4€OHOM MPOrpaMMoid, KOTOpasi periIaMeHTUPYET TITyOHHY M HalpaBJIEHHOCTD
oOyuyeHHs. Y4ueOHbIC M BOCIUTATEIbHbIEC LIETH MPEroAaBaTesib (GOpMyTupyeT UCXOS U3 TeMbI,
HeJarOTHYEeCKHX 3a]a4 M yPOBHS MTOJITOTOBKH CTY/ICHTOB.

W3yuuB o011ye MON0KEHUS U METOJUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAYMHAET HETOCPE/CTBEHHYIO MOATOTOBKY K 3aHsThio. [Ipu BbIOOpE METONOB IpenojaBaTeib
UCXOIUT U3 COJEpXKaHHWsS BOIPOCOB, IOATOTOBJICHHOCTH CTYACHTOB, IeJIeH 3aHATHH W
BO3MOXKHOCTEH y4yeOHO-MaTepuaibHOW 0a3bl. HeoOxoawmo CTpPEeMHTBCS K TOMY, YTOOBI
u30paHHble METOABl OOydYeHHs UM METOAMYECKHE MPUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3yYCHUIO TIPEIMETA, & TAK)KE IPUBUBAIHN TPAKTUIECKIE HABBIKH.

ITpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YYUTHIBATh COJIEPIKaHUE YUEOHBIX BOIPOCOB
¥ LIEJTb 3aHATHS — 9€T0 X0UeT JOONUTHCS PENOAaBaTelb OT CTYJCHTOB: OBIACHNS MU 3HAHUSIMHU
WIY 3HAaHUSIMU, HABBIKAMHU U YMEHUSIMH.

[lpn moAroTOBKE K CEMHHApY INperojaBaTelb JODKEH Moa00paTh psAa NMPHMEPOB, Ha
KOTOPBIX MOXHO OTpa0oTaTh JEKIMOHHBIA MaTepua, MoKa3aTh NPaKTUYeCKOe 3HAYCHUE TeMBbI,
TINATEIBHO MPOIYMAaTh MOPSIOK MX Ha 3aHATHH. O0sA3aTeTbHO HEOOXOANMO MOI00paTh 3aJaHUs
pa3HoM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIE 331aHusl Ui CUIIbHBIX
CTYZIEHTOB. 3aTeM eMy HeOOX0ANMO 0TOOpATh HAIMIAJHBIE TOCOOMS ISl IIPAKTHYECKOTO 3aHATHS,
OTIpENIeIUTh TEXHUYECKUE CPEACTBA 00yUEHUS U U3yUUTh MPABUJIA UX UCIIOIb30BaHMS HA 3aHATHH.
OcoOeHHO  TIIATETBHO TPOAYMBIBACTCS  3aJaHME HA  CAMOIIOJATOTOBKY  CTYACHTAM,
pa3pabarbiBaeTcs IJIaH CEMHUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPOIMPYET MOATOTOBKY
CTYZICHTOB K CEMHHApY, OKa3bIBa€T MM IIOMOIIIb.

[Tpu TM9YHOI MOATOTOBKE K CEMUHAPCKOMY 3aHITHIO IIPENoaBaTelb JeTaIbHO pazoupaercs
B TEMe, NMPOCMATPUBACT JHUTEPATYpHBIC HCTOYHHWKH, KOTOPBIC PEKOMEHIOBAN Ul H3y4YCHUS
CTYZICHTaM, IPOCMATPUBACT CUCTEMY HATJISIHOCTH Ha MPEJICTOAIIEM 3aHATHH. [1o nToram Tu4HoiM
HOATOTOBKH TIPEIIOJaBaTEeNIb COCTABISET IUIAaH-KOHCTEKT. OH SBISETCS OCHOBHBIM DPabodnM
JOKYMEHTOM IpernoiaBaTeisi U ONpeaesiseT HarnpasieHue 1 X0 3aHATHs. OOBIYHO TIaH-KOHCIEKT
COCTaBJISIETCSI B TIPOU3BOJILHON (hOpMeE, JOJDKEH OBITh MPOCT M yAO0OEH sl MCIOJIb30BaHMs Ha
3aHATUH. B HeM, Kak yXe 0TMeuYanoch paHee, TOJKHO OBITh OTPAXKEHBI: TeMa 3aHATHUS; yueOHbIe
¥ BOCTIMTATENbHBIC IIEJIH; BPEMs, OTBOJAMMOE Ha 3aHATHE; yueOHBIC BOIPOCHI U paclpeesicHue
BpPEMEHH; METO/] TPOBEICHUS 3aHATHUS; MECTO IPOBEJCHUS 3aHATHS; MaTepHaIbHOE 00ECIICUCHHE;
PYKOBOZCTBA U TIOCOOMS; TOPSIOK MPOBECHNUS 3aHATHSL.

Ilepen mpoBeneHUEeM 3aHATHS MPENOJaBaTelb MOXET MPOBEPUTH KA4eCTBO MOATOTOBKU
CTYZICHTOB K 3aHATHIO.

[MTPOBEJAEHUE KOJIOKBUYMA
KomnokBuym (ot narunckoro colloquium — pasroBop, Oecena) — ogHa u3 GopM ydeOHBIX
3aHATHH, Oecesa MperoaBaTesis C yJaluiMUCs Ha OTPEICICHHYIO TeMY U3 y4eOHOH TpOoTrpaMMBbl.
Ilenv mpoBeneHUST KOJUIOKBUYMa COCTOMT B BBIICHGHWM YPOBHS 3HAHUH, IMOJyYEHHBIX
yYaIIUMUCS B pE3yJAbTaTe MPOCIYIINBAHMUSA JICKIMH, ITOCEHICHUs CEeMHUHApOB, a TakKXke B
pe3yabTaTe CaMOCTOSTEILHOTO U3YYEHHs MaTepraia.
B pamMkax moctaBieHHOH 1e/IM pEMaroTCs CASAYIOIMINE 3a0aUu.
® BBIICHEHHE Ka4eCTBa M CTEIIEHU MOHUMAHUS YYaIIUMUCS JIEKIIMOHHOTO MaTepHaa;
® Ppa3BUTHE M 3aKPEIJICHUE HABBIKOB BBIPAKCHUS YHAIIMMUCS CBOUX MBICIICH;
® pacmMpeHHe BapUAHTOB CAMOCTOSATENBHON IIEJICHANPABICHHON IOATOTOBKH
yJaIuxcs;
® Ppa3BUTHE HABHIKOB OOOOLICHUS Pa3INYHBIX JTUTEPATYPHBIX HCTOYHUKOB;
® TIpPelOCTaBICHHE BO3MOKHOCTH YYaIIMMCSI CONOCTABIISTH pa3sHble TOUKU 3PEHUS I10
paccMaTpUBaEMOMY BOTIPOCY.



B pe3ynbrare npoBeaeHUs KOJUIOKBUYMA npenooasamend 00IHCeH UMemb npedcmasieHue.
® 0 KayecTBe JEKIMOHHOIO MaTepuraa;
® 0 CHJIBHBIX U CJIa0BIX CTOPOHAX CBOEH METOIMKHU YTCHUS JICKIUH;
O CHIBHBIX M CIA0BIX CTOPOHAaX CBOEH METOJUKH TPOBEACHUS CEMHHAPCKUX
3aHSATHI;
00 ypOBHE CaMOCTOSITEILHOM paOOThI yUAIIUXCS;
00 YMEHUHU CTYJEHTOB BECTH JUCKYCCHUIO U JOKA3bIBaTh CBOIO TOUKY 3PEHHUS;
0 CTENEeHH 3PYIUPOBAHHOCTH YUAIIUXCS;
® 0 CTENEHU UHAMBHUAYAILHOTO OCBOEHUS MaTepuaia KOHKPETHbIMU CTYJCHTaMH.

B pe3ynbrare npoBeaeHUs KOJUIOKBHYMA CHYOeHm O0JICEH UMemb npeocmasgiienue:

e 00 ypoBHE CBOMX 3HAHMH MO paccMaTpUBAaEMbIM BOMNPOCAM B COOTBETCTBUHU C
TpeOOBaHUSMU TIPETIOAABATENS M OTHOCUTEIHHO APYTUX CTYACHTOB TPYIIIIHI;

® 0 HEIOCTAaTKaX CaMOCTOSTENILHOM MpOpadOTKK MaTepHara;

® 0 CBOEM YMCHHH M3JIaraTh MaTepHal;

® 0 CBOEM YMEHHUH BECTHU JUCKYCCHIO U JIOKA3bIBATh CBOIO TOUKY 3PEHUSI.

B 3aBucumocTu OoT cTeneHu NoAroTOBKY IPYIIBI MOKHO MCIIOIb30BaTh Pa3HbIE MOIXOAbI K
IPOBEICHUIO KOJUIOKBUYMA.

B cnyuae, ecnu OOJIBIIMHCTBO TPYIIIBLI C TPYIOM BOCIPUHHUMAET COJIEp)KaHUe JIEKUUN U Ha
CEeMHMHAPCKHX 3aHATHSX JIEMOHCTPUPYET HEAOCTATOUHYIO CIIOCOOHOCTh aKTUBHO OTIEPUPOBATH CO
CMBICJIOBBIMU €AMHHUIIAMHA U TEPMHHOJIOTHEHN Kypca, TO KOJUIOKBUYM MOKHO pa3/IeiuTh Ha JIBE
yactu. CHavana mpemnojaBaTelib u3aaraeT 0a30Bble OHATHUS, COACpPKAIIUECS B IporpaMMe. ITO
JOJIKHO 3aHATh He Ooliee yeTBepTH 3aHATUS. OCTalIbHBIE TPU YETBEPTH HEOOXOJUMO MOCBSITUTH
JTUCKYCCHH, B XO0JI¢ KOTOPOM CTYIEHTHI JOJKHBI YOSTUTHCS U, TI1aBHOE, YOSTUTh APYTr Apyra B
000OCHOBAaHHOCTH W JI0Ka3aTEIbHOCTU IOJIYYEHHOTO BHUACHHUS BOMpPOCAa U €ro COOTBETCTBUS
peaJbHOM IPAKTHKE.

Ecnu xe npenonaBatens UMeeT €710 ¢ 60s1ee MOATOTOBICHHON, CAMOCTOSITEITLHO
JyMAIOIIel M aKTUBHO YCBAUBAIOIICH CMBICIIOBBIE €IUHUIIBI U TEPMUHOJIOTHIO Kypca
ayIuTOpHUel, TO KOJJIOKBUYM HEOOXOIMMO MPOBECTH TaK, YTOOBI CAMH CTYACHTHI
c(hOopMyIMPOBAII U3TIOKEHHBIC B IPOTpaMMe TIOHATHS, BHICKA3aJIl HECOBIAAAIOIINE TOUKH
3peHUs U MPUBEIH MPAKTUUYECKHE IPUMEPHI. 3a MpernoiaBaTeieM 0CTaeTcs pojb MoJepaTopa
(BemyIiero JUCKYCCHH), KOTOPBIN B KOHIIE JIHIIB» CYMMUPYET COBMECTHO MOTYYCHHBIE
pe3yNbTaThI.
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