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1. IEJIX OCBOEHHW A YYEFHOM JUCIHUTLIAHBI

Lensimu ocBoeHUsT yueOHON TUCHUILIMHBI «['paMMaTHKa JeI0BOr0 OOIICHUS SBISETCS
nojydeHre 0a30BbIX 3HAaHUH, YMEHUH U BIAJCHUN B 00JIaCTH OpraHU3allK JeIONPOU3BO/ICTBA B
chepe oOpamieHHs] JIEKAPCTBEHHBIX CPEJICTB, OCBOCHHE IPABHJI COCTABJICHUS CITY>KEOHBIX
JOKYMEHTOB M OpTaHH3alUH JTOKyMEHTO000poTa.

3agauM JMCHMILIHHBL:

— U3y4eHHE TEOPETHUYCCKMX OCHOB OPraHU3aIMK JICIONPOM3BOACTBA B chepe oOpalicHusI
JICKApCTBCHHBIX CPE/ICTB;

— OCBOCHHME IIPaBHJ COCTABICHHS CIOYXCOHBIX JIOKYMEHTOB M  OpraHH3alliH
JIOKyMEHTO000pOTA.

2. MECTO YYEBHOM JUCIIUILIMHBI B CTPYKTYPE OII BITIO

VuebHasg nucuunianHa «['pamMmaruka [JeioBoro OOLIEHHs» OTHOCHTCA K Osoky 1
«ducturummael (Moynny), BapuaTUBHAS 4acTh, U3ydaeTcs B 6 cemecTpe.

Jis u3yyeHus NaHHOM y4eOHOW AMCUUIUIMHBI HEOOXOAWMBI 3HAHUS, YMEHUS U HABBIKU
dopmupyemMbie TpeamecTBYOMMME auciumimHaMu:  «Mctopus», «Mcropus dapmanumny,
«MHOCTpaHHBIN A3bIK», «Dunocodusy», «MeaunuHckoe U GpapMaleBTUIECKOE TOBAPOBEICHUEN,
«H(popMamoHHBIE TEXHOJIOTUHU B MPO(HECCHOHAIBHOM AEATEIbHOCTIY, «IIcuxomorusy.

[TosyueHHble 3HAHUS U NMPUOOPETEHHBIE B MPOIIECCE OCBOEHUS JUCUUIUIMHBI HaBbIKU
HEOOXOOUMBl Ui JajJbHEHIIEro H3y4eHHs JIUCUUIUIMH 00pa30oBaTeNIbHOM MpOrpaMMBbl:
«YrpasieHue u 9KOHOMMKA bapmarny, «®PapmarneBTHIECKas JIOTUCTHKA,
«DapManeBTU4ECKUN MAPKETHHI».

3. KOMIETEHIHUU OBYYAIOUEI'OCsl, ®OPMUPYEMBIE B PE3YJIbTATE
OCBOEHHUSA YYEBHOHN JUCIHMILIUHBI (o:xumaemMbie pe3yabTaThl 06pa3oBaHusi
KOMIIeTEHIIMM o0yvyamouierocss M0 3aBeplIeHHM OCBOEHUSI TMpPoOrpaMmbl y4deOHOM
AMCUUIJIMHBI)

B pesynpraTe OCBOEHMS AMCUMILIMHBI OOYyYarOUIMIICS JOJDKEH JEMOHCTPUPOBATH
CJIEAYIOIINE Pe3yIbTaThl 00pa30BaHUs:

1. 3namo:

- JIeNIOTIPOU3BOCTBO, BUBI M (POPMBI JOKYMEHTAINH;

- JIOKQJIbHbIE HOPMATUBHBIE aKThI 10 HAIIPABIIEHUIO JESATENbHOCTH;

- OCHOBBI KOH(DJIUKTOJIOTHH;

- METO/Ibl U MIPUEMBI YPETYIUPOBaHUS IPETEH3UN OTpeOUTENEH;

- TpeOOBaHMS K OTYETHOM JTOKYMEHTAllUU, CTPYKTYpa U COCTaB OTYETHOM JTOKYMEHTALUU
10 Kajipawm;

- METOABI U CIOCOOBI UHPOPMHUPOBAHUS TOTPEOUTENEH.

2. Ymemns:

- OpPraHU30BBIBATH OOECTIEUEHUE TOKYyMEHTO000pOTa;

- OpPraHM30BBIBATH U 00ECIIEUNBATh JOKYMEHTO000POT (hapMalleBTHUECKOM OpraHn3aluy,
BKJItOYasi JII0ObIE BUIBI OTYETHOCTH, B COOTBETCTBHHM C 3aKOHOJATENbHBIMM M HOPMAaTHBHO-
MIPaBOBBIMHU aKTaMH.

- OpPraHM30BBIBATH OOPaTHYIO CBS3b ¢ pabOTHUKaMHU (apMarieBTUYECKON OpraHU3aINH,
MOCTaBUIMKAMU;

- OpPraHU30BbIBATh MPETEH3UOHHYIO PA0OTY C MOTPEOUTENIMU;

- OpPraHU30BBIBATH MPETEH3MOHHO-MUCKOBYIO pab0Ty ¢ KOHTpareHTaMu;

- OMpENeNATh 3a/la4yll NMPOPECCUOHANIBHOIO U JUYHOCTHOTO Pa3BUTUSL COTPYIHHUKOB,
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IUTAHUPOBATH MOBBILLIEHUE UX KBATU(UKALUU U TPO(eCcCHOHAIBHBIN pOCT;

HaCCJICHUA.

- OpraHM30BbIBaTh WH(OPMAIMOHHBIC MEPONPUATHS IS MEIUIMHCKUX PAaOOTHHKOB U

3. Bradems (661mv 6 coCmosiHuu npooemMoHCmMpPUpo8amn):

-(hopMHpOBaTH U MOATCPKUBATH KOPIIOPATHBHYIO KYIBTYPY;

- OpPraHMU30BBIBATH OOPATHYIO CBSI3b C MOTPEOUTENIIMU HH(DOPMAITHOHHBIX YCITYT;
- METOJIaMH ¥ crioco0aMu MH(OPMHUPOBAHHS TTOTPEOUTETICH.

Koxn | Hammenosanu | Kox u HanMeHOBaHue
KOMIT e WHIUKAaTOpa Pesynbrarsl
eTeHiy | npodeccuoHa IIOCTHKEHUSA 00pa3oBaHus
Uu JTBLHOU npodeccHoHaTbHON
KOMITCTCHIIHU KOMITCTCHIINU
1 2 3 4
YK-6 | Cnocoben YK-6.3. 3HATh:
ompenenats U | BeicrpauBaer - JIOKaJIbHbIE  HOPMATUBHBIE  aKThl IO
peann3oBbIBa | TMOKYIO HaNpPaBIECHUIO JESATENbHOCTH;
Th npo(eCCUOHANBHYIO | - TpeOOBaHWS K OTYETHOW JOKYMEHTAIIWH,
HIPHOPUTETHI | TPACKTOPHUIO, CTPYKTypa M COCTaB OTYETHOH JOKyMEHTAINH
COOCTBEHHOM | UCIOJIB3YS 0 KaJipam;
JEATEIBHOCT | UHCTPYMEHTBI - MeroAbl U CcHocoObl  MHGOPMUPOBAHUS
U U CIIOCOOBI | HEIPEPBIBHOTO noTpeoOuTenei.
ee o0Opa3oBaHus, ¢
COBEPIICHCTB | YYETOM YMeTs:
OBaHMS HA HAKOIUIEHHOTO - OmpenenaTh 3aJaud Mpo(ecCHOHANBHOTO U
OCHOBE OTIbITA JTUYIHOCTHOTO pa3BHUTHUSA COTPYJIHUKOB,
CaMOOIICHKH | TPOo()ecCHOHANIbHON | MJIaHUPOBATh MOBBIIIEHUE UX KBaTU(pUKALUU U
u JESITCIIBHOCTH | po(heCcCHOHATTLHBIN POCT;
o0pa3oBaHus | AMHAMUYHO - OpraHU30BBIBATH uHGOpPMaIMOHHBIE
B TCUCHHUC WU3MCHSFOIIAXCS MEPOTIPUATHS JJIT METUITUHCKAX PaOOTHHUKOB H
BCell )KM3HU | TpeOOBaHUM pbIHKA | HACEICHHS.
Tpyna
Bnaners:
- METOJIaMU U crocobamMu HH(DOPMHUPOBAHUS
notpeouTenei.
[1K-2 | Cnocoben NATK-2.-1 3HaTh:
ocymectBiaT | [Imanupyer - JIOKalbHbIE = HOPMATHUBHBIE  aKThl IO
b paboOTy IO | AEATENBHOCTD HaIPABJICHUIO JICATEIBHOCTH,
opranuzaiui | apMaleBTUYecKoil | - TpeOoBaHMs K OTYETHOM JOKyMEHTAllHH,
u OpraHu3aluu CTPYKTypa M COCTaB OTYCTHOH JJOKYMECHTAIIHH.
PYKOBOJICTBY
dapmareBTHY YMmeTs:
ecKoit - MPOBOJIUTH KOMILIEKCHBIN aHAN3
JESITEIILHOCT NESATEIILHOCTH (hapMaIeBTHICCKOM
13%) OpTraHH3aIH;
dbapmarieBTHY - OIICHUBATh CHUTYAI[MI0 W TPOTHO3HPOBATH €€
ecKoit pazBuTHe, BBIpAOATHIBATH  ABTEPHATHUBHBIE
OpraHu3aIuu BapUaHTHl PENICHWH W OIICHUBATh PHCKH,

CBA3aHHBIC C UX peannsaunel‘/'l.

Bnagers:
- pa3zpaboTKa I1aHa MEpOIPHUATHI 110




JOCTHKCHHUIO KOHTPOJIBHBIX IIOKa3aTesIen
JeSITeIbHOCTH (DapMaleBTHUECKOM

OpraHu3aIiy;
- OCYIIECTBJISATh MAPKETHHTOBBIC MCCIICIOBAHUS
B Tpolecce  MNPHUHATUS  YIPaBICHUYECKHUX
peneHui.

NIIK-2.-2 3HaTh:

Opranuzyet - JIeJIONPOU3BOJCTBO, BUABI U (HOPMBI

pecypcHoe JIOKYMEHTAINH;

obecrnieueHue - JIOKaJbHble = HOPMAaTUBHbIE  aKThl IO

(dapManeBTUYECKON | HAMPaBICHUIO JACSTEILHOCTH.

OpraHu3aluu
YMmers:
- OpraHU30BBIBATH o0ecrieueHne
JIOKYMEHT0000pOTA;
- OpraHU30BBIBATH u obecrnieunBaTh
JIOKYMEHTOO00O0pOT (dapMareBTUIeCKON
OpraHH3aIuH, BKJIOYasi  JIOObIE  BHJBI
OTUYETHOCTH, B COOTBETCTBHH C
3aKOHOJATENFHBIMU U HOPMAaTHUBHO-IPABOBBIMU
aKTaMH.
Bnaners:
- OpPraHW30BBIBATH  IPETEH3MOHHO-WCKOBYIO
paboTy C KOHTpareHTaMHu.

NATIK-2.-3 3HaTh:

Opranuzyet paboTy | - OCHOBBI KOH(IMKTOJIOTUH;

nepcoHaia - MeToAbl W TPHEMBl  yPETYJIHPOBAHUS

dbapmaleBTUUECKON | IpeTeH3Hii MoTpeOuTenei.

OpTraHu3aIuu
YMeTs:
- OpraHu30BBIBaTh  OOpaTHYI CBS3b C
paboTHUKaMU (dapmarieBTHYeCKON
OpraHH3aIliH.
Bnanets:
-(opMupoBaTh U MOJIICPKUBATh
KOPIIOPaTHBHYIO KYJIbTYPY.

NTIIK-2.-4 3HaTh:

Bemomnasier - JIOKQJIbHBIE  HOPMATHUBHBIE  aKTBl  II0

yIpaBieHHUEe HaNpPaBIEHUIO JEeSITENbHOCTH;

Ka4eCTBOM - TpeOOBaHWS K OTYETHOW JIOKYMCHTAIIWH,

pe3ynbTaToOB CTPYKTypa M COCTaB OTYETHOH JOKYMEHTAIHH

TEeKYIIel 10 KaJipam.

JESITEIIbHOCTH

(dbapmareBTHIeCKol | YMeETh:

OpraHu3aIuu - OpraHU30BBIBATH u obecrnieunBaTh
JIOKYMEHTOOO0OPOT bapmareBTHIeCKOM
OpTraHH3aIlNH, BKJIOUasi  JIOObIE  BUJBI
OTYETHOCTH, B COOTBETCTBUH c

3aKOHOAATCIIbHBIMHA W HOPMATUBHO-IIPABOBBIMHA
aKTaMH.




Bnanets:
OPTraHU30BBIBAThH
noTpeOUTENIMU HH()OPMAITMOHHBIX YCIYT.

o0paTHYIO  CBSI3b

C

4. CTPYKTYPA U COAEP KAHUE YUEBHOM TUCIUILIMHBI (MOILY.JIS)

4.1 O61mas TPy10eMKOCTh THCIUILITUHBI COCTABJISET 2 3a4eTHBIE eTMHUIIbI, 72 yaca

Buapl yaeOHO# paboTHI,
BKJII04as DopMBbI TEKYLIETO
g CaMOCTOSITEIILHYIO KOHTPOJISL
Iy o paboty oby4arouierocs 1 yCIIEBaeMOCTH (10
o =
No Paznen yueOHoit 3 § TPY/IOEMKOCTb (B Yacax) HeoelsaM cemecmpa)
n/n JVCIIATUTHHEI 2 = dopma
Q ~ LR : o
o = g £ 5 s MIPOMEXKYTOYHOMN
T % S = g LC%; aTTeCTAluN
= E s S & (no cemecmpam)
1 OCHOBBI nemnosoro | 6 8-15 6 12 15 Texymiuii KOHTPOJIb:
00IIeHN cobecenoBaHue,
TECTUPOBaHUE,
pelnieHue
CUTYAIMOHHBIX 3a/1a4
2 Jlenonpoun3BoacTBO 6 1-7 6 16 15 Texymuit KOHTPOJIb:
(bapMareBTHYEeCKUX cobecei0BaHue,
OpraHu3auu TECTUPOBAHUE,
pelieHue
CUTYaIIMOHHBIX 33724
3 | Bauer 6 2 3auer
Bcero yacos 12 28 30+2 72
4.2 TemaTu4ecKU# MJIaH JEeKIHH
Ne
w/m Tema Hean u 3ana4u Coaepsxkanue TeMbl Yacol
1 ¢dbopmupoBaHue
- BUBI U QYHKIIUH OOIICHUS;
CUCTEMBI
- 9Tanbl ¥ YPOBHH OOIICHUS;
XapaKTepUCTUKA | TEOPETUUYCCKUX
. - BepOasbHbIe U HeBepOaIbHbIE
nporiecca 3HAHUU O METIX,
cpencTBa OOIICHUS;
o01eHus bYHKIHSX,
- POIIU M POJIEBhIE OXKHIaHUS B
TUTIAX U BUJAX
00IIIeHNH, CTOPOHBI OOIICHHS.
oO01IeHns
2 | Teopernyeckue |(opMHpOBaHHE - 9TUKa JEOBOTO OOIIEeHUS
OCHOBBI  ITHKH | CHCTEMBI - IOHSTHE STUKU U MOPAJIH,
JIeJTIOBOTO TEOPETUICCKHIX - MpoeCCHOHATBHBIN U JICIIOBOM ITHKET.
oOmIeHus M(3HaHMM O JTMKe| - QYHKIUU U CTPYKTYpa JIEIOBOM Oecemabl
JIETTOBOTO JIEJIOBOrO OOIIEHUS -3Tanbl ¥ (as3sl JeI0BON OECeIbl.
ITHKETA - IeNOBasi ANCKYCCHUsI, COBEIIaHUS,
- IEPETOBOPHI, KYJIbTYpa OOIICHHUS T10
TenedoHny,
-J1eJI0Bast KOPPECIIOHICHIIHS.
3 | KondnukrHoe dbopmupoBaHue -3Tanbl pa3BUTUS KOH(DIHMKTA,




B3aMMOJICICTBHE | CHCTEMBI -KJ1accupUKaIms KOHPINKTA;
B JICJIOBOH cpepe | TeopeTHIeCKuX - CTpaTerus U npaBuja MOBEACHUS B
u 3HAHMH O PA3BUTHU M | KOHQIIMKTHOM CUTYyaluu
yIpaBJIeHYECKas | pa3perieHuun
STHUKA. KOH(IMKTHBIX

CUTyalui B

dbapmaLeBTUYECKUX

OpraHu3aImsIx
OcHOBHbIE dbopMupoBaHue — pa3BUTHE MPEICTABICHUN O JOKYMEHTE; 2
MOHSITHS O CUCTEMBI — MOHATHE O TIOKYMEHTaXx, crocobax
JIETTOTIPOU3BOJICT | TEOPETUUECKUX JOKYMEHTUPOBAHUS, HOCUTEIISAX U
BE U 3HAaHUU O (GYHKLIHAX TOKYMEHTA;
JIOKYMEHTOO0OPO | ICTIONPOU3BOJCTBE M | — 3AKOHOJATEIBHOE M HOPMAaTHBHO-
Te. JOKYMEHTOO0OOPOTE | METOJUYECKOE PETYIMPOBAHHE
Knaccudukanus JOKYMEHTAIMOHHOTO 00eCTIeYeHHS
U OCHOBHBIE yIPaBICHHS B TOCYIapCTBEHHBIX
BU/IBI OpraHu3aIMIX;
JOKYMEHTOB — OCHOBBI JOKyMEHTO00O0pOTA: MPUHITUIIBI

opraHu3aiyy, cnenuduka
JOKYMEHTO00O0pOTa B yIpaBIECHUN

CoBpemMeHHbIE dbopmupoBaHue — MPU3HAKYU U CTPYKTYpa JOKYMEHTA; 2
TpeOOBaHUS K CHUCTEMBI — yHU(DUKAIMS U CTaHAapTH3aLUs
0(pOPMIICHHUIO TEOPETUUECKHIX JOKYMEHTOB, YHU(DHUIIMPOBAHHBIC
PEKBU3HUTOB 3HAHUU O CUCTEMBI IOKYMEHTAIIHH;
JIOKYMEHTOB COBpPEMEHHBIX — ¢popMmyisip-oOpasel;

TpeOOBAHUAX K — o01IMe CBEeJICHUS O PEKBU3UTAX

0(pOpPMIICHUIO JOKYMEHTA, TUIIBI PEKBU3HUTOB,

PEKBH3HUTOB odopmiieHue;

JIOKYMEHTOB — obmast naHdopMmanus o 61aHKax
Cucremsl ¢dbopmupoBaHue — BHJIBI 2JIEKTPOHHBIX JOKYMEHTOB; 2
AIIEKTPOHHOTO TEOPETUIECKUX — TpeOOBaHUSA K HIEKTPOHHOMY
JOKYMEHTO00O0pO | 3HaHUI O cCTeMaX | JOKyMEHTOO0OPOTY;
Ta, 0COOCHHOCTH | DIIEKTPOHHOTO — KOMITBIOTEPHBIE TPOTPaMMBI B
paboThI ¢ JOKYMEHTOO0OPOTAa U | aITEYHBIX OPraHU3aIUIX;
AJIIEKTPOHHBIMU | 00 OCOOEHHOCTAX — obmast nHpopMaIus 0 KOMIBIOTEPHBIX
JIOKYMEHTaMHU paboThI ¢ nporpaMmmax i anTeuHbIX OpraHu3aIlHi

AIIEKTPOHHBIMU

JIOKyMEHTaMHU
Hroro 12




4.3. TemaTH4yeCKHUii MJIaH NPAKTHYECKUX 3aHATHIA.

O0yuyaromuiics 10/KeH

Oo0yyaomumiics 10/KeH

Ne Tema Ieau u 3agaun Conep:kanue TeMbl Yackbl
3HATh yMeThb
1 | Teopernueckue oCHOBHI | CPOPMUPOBATE Y JlenoBoe ob1eHue: 1. BuzapI ¥ GYHKIMHM AETOBOTO | - OICHUBATh CHUTyaluio u| 2
STHKH JIEJIOBOTO CTYZICHTOB CHCTEMY 3HAHH | BUIBI, IPHHLIUIIBI U o01IeHus; IIPOTHO3UPOBATH ee
OOIIEHUS U JeJI0BOTI0 00 OCHOBAxX TUKH GbyHKIMU. DTUYECKHE 2. 3Tanbl ¥ YpOBHH OOLIEHUS;| pa3BUTHE,  BbIPAOATHIBATH
JTHKETa JIEJTIOBOTO OOIIEHUS IPUHIUIB 1 HOPMBI B 3. BepOanbHbIC U HEBepOAIbH| aJIbTEPHATUBHBIC BAPHAHTHI
JIEJIOBBIX OTHOLICHUSX cpezcTBa OOIIEHUs pelieHrii M OLCHMBATh
PHICKH, CBSI3aHHBIC C UX
peanu3anuei.
2 | DTHKET CITy)KeOHBIX chopMupoBaTh y IIpaBuna KyJIbTYypBI 1. nokanpHBIC HOPMAaTUBHBIE | -DOPMHPOBATH U 2
B3aMMOOTHOLIEHUHN CTYAICHTOB CUCTEMY 3HaHMM | OOILEHUs C BpauaMU U | aKThl 110 HAIpaBJICHUIO HOJIEP>)KUBATh
PYKOBOIIUTENS U 0 MIpaBHJIAX CITY)KEOHBIX KOJIJIETaMH. JeSITeTbHOCTH KOPIIOPAaTHUBHYIO KYJIBTYPY
MOTYMHEHHBIX, B3aMMOOTHOIICHUH dapmaneBTHUECKAs 2. DTHUKET JIeNIOBbIX
COTPYAHUKOB, MYKUHUHBI ATHKA U JICOHTOJIOTUS. | KOMMYHUKAIU DTHKET
Y JKEHILIUHBI. WMux 1€510BOro JIETTOBBIX MEPOIPUATHIH
YyeJioBeKa Kak pakTop
s dexkTuBHOCTH OU3HEC
B3aMOJICUCTBHUA
3 | TpynoyctpoiicTBoO 1 chopmMHpOBaTh Y TpeboBanus k 1.10KanbHbIE HOPMATUBHBIE | -ONPENENATh 3ajaun | 2
TPYAOBas ACATEIBHOCTh | CTYJJCHTOB CUCTEMY 3HaHUH | CTIeIHaIICTaM aKTBI TIO HAIPABJICHUIO npo¢eCcCHOHATHLHOTO "
0 IpaBUIIaX (bapMareBTHYeCKOro JeSITebHOCTH JMYHOCTHOTO pa3BUTHSA
TPYAOYCTpOICTBa npodWIIsL, HETIPEPHIBHOE | 2. TIPaBHIIa MIPOBEACHUS COTPY/IHHUKOB,
bapmarieBTHYECKOE cobecesloBaHUE IPU MPUEME | INITAHUPOBATh  TOBBILICHUE
obpa3zoBaHue Ha paboTy ux  KBamuukanmum U
npodeccuoHanbHbIN pocT
4 | ®apmareBTHYECKOE HNudopmannonnoe O3HakoMIIeHHE 1. MeToaBI ¥ CTIOCOOBI - TpeOOBaHHS K OTYETHOW | 2
KOHCYJIbTUPOBaHHE U o0ecrieyeHne Npy OTIYCKE | MAlMeHTa ¢ KPUTEPHUIMHU | ”HPOPMHUPOBAHUS JTOKYMEHTAIH, CTPYKTypa
UH(GOPMHUPOBAHUE B JIeKapCTBEHHBIX BbIOOpa npenapara u norpeOuTeneit u COCTaB OTYETHOM
anTeYHBIX npenapaToB MOKyNaTeIsiM | BRIICHEHHE HanOoee 2.0praHu30BbIBATh JTOKYMEHTAITHH.
OpraHu3aIMiIX 3HAYMMBIX. nH(pOpMalOHHbIE - IPOBOJIUTH KOMIUIEKCHBIH

[IpaBuna
KYJIbTYpbI IIOBEICHHUS C
ITOCETUTEISIMU ANTEKH.

MEpONPHUITHS JJIs
MEIULUHCKUX PAaOOTHUKOB U
HACEJICHUS.

aHaIN3 JEATEIHOCTH
(bapmarieBTUYECKOI
OpraHH3aINH;




NudopmupoBanue
MAIUEHTOB MIPU
pELeNITYPHOM OTITYCKE.

KoH(MKTBI B 1€TIOBBIX | CHOPMHUPOBATH Y Kondumkr u ero 1. MeTopI ¥ IPHEMBI - OpraHU30BHIBATh
OTHOIICHUSIX CTYZICHTOB CHCTEMY 3HaHHH | CTPYKTYpa, ypEryIupoBaHus IPETEH3UH | 00paTHYIO CBSI3b C
0 KOH(JIMKTAX, ClIoco0ax | 3MOIMOHAIBLHOE noTpeOuTene. pabOTHHKAMHU
pa3perieHus: KOHQIUKTOB | pearnpoBaHUE B 2. Ctparerus u npasuia (bapmaneBTUYECKOM
KOH(JIMKTaX NIOBEJICHHS B KOH(JIMKTHOU OpraHU3aIH.
CUTYyaluu
KonrtponsHas pabora CUCTEMATHU3UPOBATh, TECTUpPOBaHUE, YCTHBIN |3HaHus 1-7 ymeHnus 1-7

00001IUTh TOTyYEHHBIE
3HAHMUS, JTUKBUIUPOBATH
po0eJIbl B IOJTYYECHHBIX
3HAHUIX

OIIPOC; IIPAKTUUICCKUC U
CUTYalMOHHBIC 3a1a4un

Jenonpon3BoacTBO Kak
oJiHa U3 QyHKIUI
YIPABIECHUS

chopmMHpoOBaTh Y
CTYJIEHTOB CUCTEMY 3HAHUH
0 JIEJIONIPOU3BOICTBE

pa3bop marepuana c
MOMOUIbIO YU4E€OHBIX
3aJ1aHUI U TECTOBBIX
BOTIPOCOB

1. Ponb OKyMEHTAIIMOHHOTO
oOecrnieueHus B ypaBJIeHUH.
2. Kparkasi xapakTepuCTHKa

JIeT0npon3BoicTBa B Poccuu.

3. HopmaTtuBHo-mipaBoBOE
obOecreyeHue JeITCALHOCTU
ciyx0 Aemonmpon3BOACTBA,
CTPYKTYpa U COJIep KaHNe
WHCTPYKIUU IO
JIETIOTIPOU3BOJICTBY Ha
MIPEANPHUSATHH.

4. TloHsTHE «TIOKYMEHT)», €T0

GyHKIHS.

OPHUEHTHUPOBATHLCS B
aKTyaJlbHOM HOPMaTUBHOMN
JOKYMEHTalUH,
periaMeHTHPYIOIIEH
IIpaBUJIa
JEJIONPOU3BOJICTBA
anTEeYHOU OpraHU3aluu

[paBuna opopmireHus
JTOKYMEHTOB.
Odopmiienue
PEKBU3HUTOB JOKYMCHTOB

W3YYUTH MIPaBUIIA
odopMIIeHUS TOKYMEHTOB,
o(opMIIeHHE PEKBU3UTOB
JIOKyMEHTOB

pa3bop marepuania c
MOMOUIbIO YU4E€OHBIX
3aJJaHUH U TECTOBBIX
BOIIPOCOB; HM3ydeHHUE
OJIaHKOB JOKYMEHTOB,

1. TTonsiTHE «PEKBU3UTY.
[TocTosiHHBIE U IEPEMEHHBIE
PEKBHU3UTBHI.

2. XapakTepucTuKa
PEKBHU3UTOB 3ar0JIOBOYHOM

oOpMIIATH PEKBU3HUTHI
JIOKYMEHTOB




IPUMEPOB
0(hOpMJIIEHHBIX
JIOKyMEHTOB

YacTH JIOKyMEHTa, UX
nepeveHb 1 TPeOOBAHUS K

o opMIIeHHIO.

3. XapakTepucTuka
PEKBU3UTOB COJIEPKATEIBLHON
YacTH JIOKYMEHTa, UX
nepedyeHpb U TpeOOBaHUS K

0 OpMIICHHUIO.

4. XapakTepucTuka
PEKBU3UTOB O(OPMIISIONICH
9acTH JIOKyMEHTa, UX
nepeveHb ¥ TpeOOBaHUs K

0 OpMIICHHIO.

9 | Knaccudukanus U3YYUTh KIacCUPUKALIUIO U | pa30op Marepuaa ¢ 1. Knaccuduxanms OpPUEHTHPOBATHCS B
JIOKYMEHTOB, BUIBI BUJIBI JOKYMEHTOB MTOMOIIBIO YUSOHBIX JIOKYMEHTOB IT0 OCHOBHBIM Pa3IMYHBIX BUIAX
JIOKYMEHTOB 3aJJaHUM 1 TeCTOBBIX pHU3HaKaM. JTOKYMEHTOB

BOIIPOCOB; U3YUCHHE 2. IlpaBwiia 1 0COOCHHOCTH
ONaHKOB JOKYMEHTOB, | 0pOpPMIICHHS OTAETBHBIX
IPUMEPOB BHJIOB JOKYMEHTOB.
0(OPMIIEHHBIX

JIOKYMEHTOB

10 | Opranu3arus M3y4YUTh OPTraHU3aLHI0 pa3z0op marepuaia c 1. Texnomorus paboTHI C paboTaTh ¢ BXOASAIIMMHU U
JOKYMEHTO0000poTa U JTIOKYMEHTOO0O0pOTa U €r0 | IOMOIIBI0 YYEOHBIX BXOJISIINMH TOKYMEHTAMH. BHYTPEHHUMU
€ro OCHOBHBIE JTaITbl OCHOBHBIE ATaIlbI 3aJIaHUM U TeCTOBBIX 2. Ilpuem u o6paboTKa JOKYMEHTaMH1

BOIIPOCOB; U3YUEHHE BXOJIAIIUX TOKYMEHTOB.

0JIaHKOB JIOKYMEHTOB, 3. TexHOMOTHST OOPAOOTKH

MIPUMEPOB BHYTPEHHUX M UCXOJSIINX

0OpMITEHHBIX JIOKYMEHTOB.

JIOKYMEHTOB

11 | Odpopmnenue W3YYUTh TIpaBUIIa paz0op marepuana ¢ 1. loxymeHThI, X 0(pOpMIIATH TOKYMEHTAITHIO

OpraHU3aIMOHHBIX, 0(OpMIICHUS TOKYMEHTOB | TOMOIIBIO YU4EeOHBIX Ha3HAYEHUE U POJIb. COTJIACHO YCTaHOBIIEHHBIM
pacTopsANTEIHHBIX, 3aJJaHUH U TECTOBBIX OCHOBHBIE BHJIBI U OOIIIHE TIpaBHJIaM
MH(pOPMaITMOHHO- BOITPOCOB; U3yUYEHHUE npaBuiia opopMIICHUSI.
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CIIPaBOYHBIX OJaHKOB JJOKYMEHTOB, | l.JOKaJIbHBIC HOPMATHBHbIC
JIOKYMEHTOB. IPUMEPOB aKThI 110 HAMPABJICHUIO
0(OpMIICHHBIX JeSITeTbHOCTH
JIOKYMEHTOB
12 | CoBpemeHHBIE CITOCOOBI | CPOPMHUPOBATH Y pa3bop marepuaina ¢ 1. CocraBneHue 1OKyMEHTOB, |BECTH JIOKYMEHTALIUIO 2
Y TEXHHKa CO3IaHUs CTYACHTOB CUCTEMY 3HAHHH | TOMOIIBIO y4eOHBIX opranu3zanys paboTsl BeIEHHs | COTJIACHO YCTaHOBJICHHBIM
JIOKYMEHTOB 0 COBPEMEHHBIX 3aJJaHUM U TeCTOBBIX yudeTa C IOMOIIbIO MIpaBUJIaM C TIOMOILIBIO
AIIEKTPOHHBIX CrIocobax BOIIPOCOB; M3y4YCHUE KOMITBIOTEPHOH TEXHUKH. COBPEMEHHBIX
CO3/aHUS TOKYMEHTOB OaHKOB JOKYMEHTOB, | 2. COBpeMEeHHbIE CLIOCOOBI M | KOMITBIOTEPHBIX IPOTPAMM
PUMEPOB TEXHUKA CO3JIaHHS
0(OPMIIEHHBIX JIOKYMEHTOB.
JIOKyMEHTOB 3. 3HaKOMCTBO C
MPOrpaMMHBIM O0ecrieYeHuEM
anTeYHbIX OpraHu3anuil
13 | Cucremaruzamnus u chopMHUpOBaTh Y paz0op marepuaia c 1. Homenknatypa ziei u ee CHUCTEMATU3UPOBATh U 2
XpaHEeHHe CTYZICHTOB CUCTEMY 3HaHUH | TOMOLIbIO YUEOHBIX KJaccuuKanus. XPaHUTh JOKYMEHTAILIUIO
JOKYMEHTAIIH 0 CHUCTEeMaTH3aluU U 3aJJaHUH ¥ TECTOBBIX 2. CocraBiieHUe TEKCTa U
XpaHEHUH JOKYMEHTAIMH | BOTIPOCOB; H3y4YECHHUE CHCTEMaTH3aIHs 3ar0J0BKOB B
OJaHKOB JJOKYMEHTOB, | HOMEHKJAType Jell.
IIPUMEPOB 3. OcHOBHBIE TIpaBUIa
0(OpMIIEHHBIX (dhopMupoBaHus J1en
JTIOKYMEHTOB (OCHOBHBIE IPU3HAKU
3aBeICHUS JIeN).
4. ITopsimOK NOATOTOBKH,
oopmieHus U nepegaya el
B apXUB.
14 | KonTponbHas paboTa CUCTEMaTHU3UPOBATh, TECTUpOBaHUE, YCTHBIA | 3HaHuUs 1-7 ymenus 1-7 2
0000IIUTE MONTy4YEeHHBIE OIIPOC; MPAKTUYECKUE U
3HAHUS, TUKBUIUPOBATH CUTYallMOHHBIE 3a]1a4n
po0OeIbl B MOTYYEHHBIX
3HaHUSX
28
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4.4. TemaTnka caMOCTOSITEJIbLHOM PadOTHI 00YYAIOIIMXCSI.

CamocrosiTesbHasi padoTa

MeTtoanueckoe "

Pasnen ®opma Ieanb u 3a1a4n MaTepHaTLHO- Yacel
TeXHUYecKoe
olecneyenue

OcHoOBBI z1€710BOTO | BRInOTHEHKE Cdopmuposatb Mertonuueckue 15
oO1IeHHs CUTYaIlMOHHBIX CUCTEMY yKa3aHus K
3a]a4, BBIIIOJHEHUE | TEOPETUUECKUX IPAKTUYECKUM
TECTOBBIX 3aJIaHUI, 3HAHUI, 3aHSATHSIM,
MOJITOTOBKA K MPAKTUYECKHUX JICKIIMOHHBIN
BBITIOJTHEHUIO YMEHMH U HAaBBIKOB | MaTepuall,
MPAKTUYECKUX UHAMBUIYAJIbHON | 3aKOHOJATENbHbIE
3a/1aHHH, paboThL, pabOTHI B | AOKYMEHTHI 11O
odopmieHne rpymue, TEMawm,
JIOKYMEHTOB, chopMupoBaTh METOUYECKHE
MOJITOTOBKA HaBBIKU NIOJI00pa U | yKa3aHUsI 110
pedepara aHaJlM3a MaTepuaia | caMOCTOATEIbHOU
10 KOHKPETHOU pabote
TeMe
pedepara/moxnana
Jenonpoun3BoacTBo | Beionnenue CdopmupoBath Meroaunueckue 15
(bapMarieBTHYECKH | CUTYAI[HOHHBIX CUCTEMY yKa3aHus K
X OpraHuzanui 3a[a4, BBIMIOJTHEHHE | TEOPETHUECKHUX MPAKTHYECKUM
TECTOBBIX 33JIaHUN, | 3HAHHIA, 3aHSITHSIM,
MOJITOTOBKA K MPaKTUYECKUX JIEKIIMOHHBIN
BBITIOJTHEHUIO YMEHUH 1 HaBBIKOB | MaTepua,
MPAKTUYECKUX WHIUBUAYAIbHON | 3aKOHOJATENbHbIE
3aJ1aHNH, paboThl, pabOTHI B | AOKYMEHTHI IO
odopmieHue rpymIe, TeMaM,
JIOKYMEHTOB, copmMHpOBaThH METOJUYECKHE
MOJITOTOBKA HaBbIKU 1TO100pa M | yKa3aHUs 1O
pedepara aHaJIM3a MaTepuaja |CcaMOCTOSATEIbHOU
10 KOHKPETHOM pabote
TeMe
pedepara/moxnana
3auer CamocTosTenbHas 3akperuieHue Bomnpocs! u 3ananus 2
MOATOTOBKA K CHCTEMHBIX I
TPOMEIKYTOIHOH TEOPETHYECKUX MIPOMEKYTOUHOU
arrecTaiin 3HAHUN U aTTecTaluu
MIPAKTUYECKUX
YMEHHH 10
JUCLUIINHE
UTOI'o 30+2




4.5 MaTpuua cooTHeCeHHsl TeM/ pa3/ie/ioB Y4eOHO#l TUCHMILIUHBI U (opMHUpPyeMBbIX
B HUX YK n II1K

KOMIIETEHIIUU
KomugectBo
Tewmbl/pa3aernbl TUCIUTUTHBL 4ACOB OO011€ee KOJI-BO
VK-6 [1K-2 KOMIIETEHIIUH
()
OCHOBBI JIEJIOBOI'0 OOIICHHS 33 + + 2
Jlenonpoun3BoIcTBO 37 + + 2
(hapManeBTHICCKUX
OpraHu3aun
3auer 2 + + 2
Hroro 72 2

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MA
OOyueHue CKJIaJIbpIBAETCS U3 AYAUTOPHBIX 3aHATHUH M caMOCTOATENbHOW paboThl. Paborta ¢
JUTEPATYpOl paccMaTpUBAETCs KaK BUJ y4eOHOW pabOTHI MO AMCIMIUIMHE U BBIMOJIHSAETCS B
npefenax 4acoB, OTBOJUMBIX Ha ee wusydeHue. CamocrosrenbHas paloTa CTYACHTOB
[oJIpa3yMeBaeT IOATOTOBKY K IPaKTUYECKHM  3aHATHSAM, K  BXOAHBIM, TEKYLIUM,
IPOMEKYTOUHBIM W HUTOrOBBIM KOHTPOJISIM M BKJIIOYACT HHIUBHUIYAJIbHYIO AyIUTOPHYIO H
JIOMAIIIHIOI padoTy ¢ y4eOHOW OCHOBHOH W JIOTIONHUTEIIBHOW JINTEPAaTypOH, pecypcaMH CeTH
WHTepHeT, pelieHne CUTYyallMOHHBIX 3a/1a4, HalMcaHue pedepaTroB U T.1.
Kaxxnprit cTyneHT obecrneder 1oCTyrnoM K Oubianoreunomy oy YHUBEPCUTETA, B TOM YHCIE K
3JICKTPOHHOM OMOIMOTEKE.
B kadecTBe BHEAyIUTOPHOH PabOTHI CTYACHTOB IIOMUMO PabOTHI C TUTEPATYPOH PEKOMEHIYETCS
HamucaHue pedeparoB MO TeMaM, OTPAKAIOUIMM AaKTyalbHble BOIPOCHI COBPEMEHHOI'O
JEJIIONPOU3BOJCTBA, B TOM UHCIE MPUMEHUMO K JEeSTEJbHOCTH  (apMaleBTUUECKUX
opranuzaiuii. Takass ¢gopma pabGoThl CHOCOOCTBYET pa3BUTHIO MPO(ECCHOHANTBHBIX HaBBIKOB
obyuaronuxcsi. CamocrtosiTelbHass paboTa C JIMTEpaTypoM, €e aHalu3, HamucaHue pedepara
pa3sBUBAIOT CIIOCOOHOCTh aHAJIM3UPOBATh MPOQPECCHOHATBHBIE MPOOJEMBl M MPUMEHSATh HUX B
NOCHEeAYIOUIEH MpakTUYECKOM esaTenbHOCTH. [IoAroToBKa 10KIa/1a U BBICTYIUIEHHUE C HUM Mepej
ayJIuTOpUel pa3BUBAET HaBBIKU MyOJIMYHON peyH, yMEHHE TPaMOTHO JOHOCUTH JJIS CITylIaTesnei
MH(pOpMaIHIO.
B cootBerctBumn ¢ tpeboBanusmu ®I'OC BO B yueOHOM mpoliecce HIMPOKO HCIOIb3YIOTCS
aKTUBHbIE W MHTEPAKTUBHbIE (OPMbI MPOBEJEHUS 3aHATUHN (pazsusaroujee u npobremHoe
obyuenue 8 popme posnesvix uzp, 0OvACHUMENLHO-ULNIOCMPAMUBHOE 0DYUeHUe C U3yalusayuel
ayOumopHuIX 3AHAMUL, NPOSPAMMUPOBAHHOE 00yYeHue, UHpOpmamuzayuonHoe obyuenue,
Mynbmumeoutinoe ooyuenue). Y IeIbHBIA BeC 3aHATUH, TPOBOJAUMBIX B HHTEPAKTUBHBIX (opmax,
cocrapisieT He MeHee 5,0% OT ayTMTOPHBIX 3aHATUH.
Pabora ¢ yueGHOI nuTEepaTypoil paccMaTpuBaeTcs Kak BUJA y4eOHOW pabOThl MO TUCHMILIMHE U
BBITOJHSETCS. B IMpejesiax 4acoB, OTBOJUMBIX Ha €€ M3ydeHue (B pasjielie CaMOCTOSITEIbHOM
paboThI CTYIEHTA).
Bo Bpems u3ydeHus y4yeOHOW AMCUMIUIMHBI CTYAEHTHI TOJ PYKOBOJCTBOM IMpErojaBaTess
pelalT CUTYallMOHHBIE 3a/1a4yH, 3alOJIHAIOT oOydaromue Tabauibl, 0GOpMIISIOT JOKYMEHTHI,
oopMIsIIOT pabouyio TeTpaib W TMPEACTABIAIOT PE3yNbTaThl BBIOJHEHHON paboThl B BUJE
MIPOTOKOJIAa IPAKTUYECKOTO 3aHATHUS Ha MPOBEPKY U MOANKCH MTpernojaBaTes.
Hanwucanue pedepara ciocoOCTBYIOT (POPMUPOBAHUIO YMEHUN pabOThI ¢ y4eOHOM JTUTEpaTypoH,
CUCTeMAaTH3allM  3HAaHUW M CHOCOOCTBYIOT  (OPMHUPOBAHMIO  OOLIEKYJIBbTYPHBIX U
npo¢eCCHOHATBHBIX HABBIKOB.
Pabora cryaentra B rpymnie ¢GopMUpPYeT UYyBCTBO KOJUIEKTMBM3MAa M KOMMYHHMKAOEIbHOCTD.
OOyudeHue CTyIEHTOB CIIOCOOCTBYET BOCIMTAHHUIO Y HUX HAaBBIKOB OOIIEHUS C KOJJIETaMH HIIH
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NalMeHTaMHU/KIMEHTaMd B (apMaleBTHUECKHX  OPraHU3alMsiX C  y4eTOM  JTHKO-
JEOHTOJIOTMUECKUX ocoOeHHoCTeH MAIMEHTOB, CIOCOOCTBYET (bopMHpOBaHHUIO
npodecCHOHaTBHOTO NOBEICHHS, AKKYPATHOCTH, TUCIMIUIMHUPOBAHHOCTH.

B konne m3ydenus yueOHOW AMCHUIUIMHBI (MOAYINSA) MPOBOIUTCS MPOMEKYTOUHBIA KOHTPOJIb
3HAHWH C WCIIOJII30BAHUEM TECTOBOTO KOHTPOJS, IPOBEPKOHM TPAKTUYECKUX YMEHUH U
pEILICHHEM CUTYallMOHHBIX 3a7ad.

Hcnonp3yemble 00pa3oBaTeIbHbIE TEXHOJIOTHH NIPU U3YYEHUH JaHHON TUCIUIUIMHBI COCTAaBIISIOT
He MeHee 5,0% MHTEepaKTUBHBIX 3aHATHH OT 00beMa ayJAUTOPHBIX 3aHITHH.

[Ipumeps! HHTEPAKTUBHBIX (HOPM U METOIOB IIPOBEACHHS 3aHATHI:

- aKTUBHBIE W HWHTEPAKTHUBHBIC (OPMBI: KOMIBIOTEPHBbIC CHUMYIALNHU, Pa300p KOHKPETHBIX
CUTyallWii; pelICHHE CUTYAalHOHHBIX 33/1a4 (CaMOCTOSTENBHO JIOMa W B  ayJIUTOPHUH),
npoOJIeMHbIE JIEKIUU-TIPE3EHTALNN, KOMITBIOTEPHOE TECTUPOBAHKE, WHANBHIyalbHas paboTa C
HOPMAaTHBHBIMU JIOKYMEHTaMH W OJIaHKaMH JOKYMEHTOB, HHIMBHIYyaJIbHBIC W TPYNIIOBBIC
JTVCKYCCHH U T.JI.

6. O EHOYHBIE CPEACTBA  JJIsA TEKYIIEI'O KOHTPOJIA
YCOEBAEMOCTH, IIPOMEXYTOYHOM ATTECTAIIMA TI0 HWTOrAM
OCBOEHHMA AIUCIMIIVIMHBI M YYEBHO-METOIMYECKOE OBECIIEYEHHUE
CAMOCTOSTEJBHOHN PABOTHI OB YUAIOIINUXCS

Temamuka pegpepamos u 00Kk1a008 (npumepHas)

1. Llenu uzydeHus v 3aJa4uu Kypca JeJI0IpOor3BOJCTBA, OIPEAEICHNE JeI0ONpon3BoACTBa. Ponb
JOKYMEHTALMOHHOT'0 00ECIIeUeHHs B YIIPaBICHUH.

2. Kparkast XxapaKTepucTHKa JAeJI0npou3BoacTBa B Poccun.

3. HopmaTuBHO-1IpaBoBOE 00OeCrieueHNnEe ACSITEILHOCTH CIIYKO JEIOMPON3BOACTBA, CTPYKTypa H
CoJIep’KaHne MHCTPYKIUH 110 JEJIONPOU3BOACTBY Ha NMPEANPUATHH.

4. Tlonstue «IoKyMeHT», ero ¢ynkuus. Knaccupukanus JTOKyMEHTOB IO OCHOBHBIM
MpU3HAKaM.

5. IlonsiTue «pexBu3uT». [locTOSIHHBIE U TEpEeMEHHBIE PEKBU3UTHI.

6. XapakTepucTHKa PEKBU3UTOB 3aroJIOBOYHOIN YaCTH JOKYMEHTA, X MEpeYeHb U TPeOOBaHUS K
0(OPMIICHHUIO.

7. XapaKTepucTUKa PEKBU3UTOB COJEPKATEIIbHOMN YaCTH IOKYMEHTA, UX MepeueHb U TpeOOBaHUS
K 0(pOPMIICHHIO.

8. XapakTepucTuka peKBU3UTOB OPOPMIISIOIICH YacTH JOKYMEHTa, X TepeueHb U TpeOOBaHUS K
0(OPMIICHHUIO.

9. brnaHK IOKyMEHTa, BU/bI OJJAHKOB OPTraHU3AIIMOHHO-PACTIOPSIUTEFHBIX JTOKYMEHTOB.
TpeboBanus k O1aHKaM, pa3Mepsbl 1oJieil OJIaHKOB.

10. Opranu3zanoHHbIe JOKYMEHTHI, UX HazHaueHue U poib. OCHOBHBIC BUABI M OOIIKE MTPaBHUIIa
oopmieHus.

11. OOutas xapakTepucTUKa JOKHOCTHONM HHCTPYKIUU. OnpeneneHue, CTpyKTypa CoJlepKaHus,
nopsi10K 0(hOpMIIEHUSI U OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

12. llITarHoe pacnucanue. OOmas XapakTepUCTHKA JOKYMEHTa; (popMa UCIIOTHEHUS, CTPYKTypa
coJiepKaHus, MOPSIOK OOPMIIEHHUS U PEKBU3UTHI JIOKYMEHTA.

13. PacnopsauTenbHble JOKYMEHTHI, X Ha3Hau€HHE U pojb B yrpaBieHHUH. OCHOBHBIC BHJIBI
pacropsaUTeNbHBIX JOKYMEHTOB U 00IIHMe paBuia opopMIIeHHUs.

14. Tlpuka3 no ocHOBHOM AesTenbHOCTH. CTPYKTYypa TeKCTa MpHUKa3a, MOPsA0K €ro pa3paboTK U
npaBuiIa 0pOpMIICHHUS pEKBU3UTOB. BhInucka U3 npukasa.

15. Pacniopsxenue. CTpyKkTypa TeKCTa, paBuiia 0pOPMIICHHUS PEKBU3UTOB.

16. Vkazanme. OOmas XapakTepUCTHKa JOKYMEHTa, CTPYKTypa €ro TeKCTa, MOpSAOK H
0COOEHHOCTH O(hOpMIIEHUS, PEKBU3UTHI YKa3aHHUS.

17. MudopManmoHHO-CIIpaBOYHbIE JTOKYMEHTHl, MX Ha3Hau€HHEe M pPOJIb B YIPaBICHUU.
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[lepeueHb OCHOBHBIX BHI0B MH(POPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB. O01mue TpedoBaHus K
0(OpPMIICHHUIO.

18. Axt. OOmas xapakTepucTUKa JOKYMEHTa, CTPYKTypa TEKCTa, MOPSI0K pa3paboTKu U

0 OpMIICHUS PEKBU3UTOB aKTa.

19. TIporokon. OO6mas xapakTepucTHKa MPOTOKOJIA, CTPYKTYpa TEKCTa, MOPAIOK Pa3pabOTKHU U
oopmIIeHHS PEKBU3UTOB IPOTOKOJIA.

20. JloknanHas, oObscHUTENbHAA 3anucKka. O01mas XxapakTepucTHKa JOKYMEHTOB, MOPSIIOK
0(OPMIICHUS PEKBU3UTOB CIIY)KEOHBIX 3aIHCOK.

21. CmpaBka. Bunbel cnpaBok OOmiasi xapakTepuCTHKa JOKYMEHTa, PEKBU3UTHI CIPABOK,
0c00eHHOCTH 0(hOPMIICHUSI.

22. CnyxebOHoe muchMo. Buasl mucem. CTpykTypa, mopsaaok odopmIIeHUs, TPEOOBaHHS K
MUCHMY, PEKBU3UTHI MACHMA.

23. Tenerpamma u TenedoHorpaMma. OOmas XapaKTepUCTHKA JIOKYMEHTOB, MOPSAIOK
0(pOpMIICHHS PEKBU3UTOB.

24. JIokyMeHTHI 110 JINYHOMY cocTaBy. [lepeuens nokymeHTOB. OCOOEHHOCTH ATHX JOKYMEHTOB.
25. OdopmiieHue KaipOBBIX MPUKA30B, BBIMICKA U3 TIPUKa3a.

26. OdopmiieHue 3asBieHus, aBTOONOrpaduu, XapakTepUCTUKH, PEIIOME.

27. TpynoBas kamxkka. [IpaBuia ohopMIIeHUS TPYTOBBIX KHUKEK.

28. Jloxymentoo0opoT. OcHOBHBIE OJTambl AOKyMeHTooOopoTa. TexHomoruss paboThl ¢
BXOJISAIIIMH TOKYMEHTaMHU.

29. Texnomnorust 00pabOTKH BHYTPEHHUX U UCXOJSAIINX JTOKYMEHTOB.

30. Perucrpanus JOKYMEHTOB ¥ KOHTPOJIb UCTIOIHEHUS TOKYMEHTOB.

31. HoMenknaTypa e Ha nmpeanpusaTin, GopMupoBanue u opopmiieHue aed.

32. IloaroroBka JJOKYMEHTOB Ha apXUBHOE XpaHEHUE.

33. Opranuzanusi 1 0COOEHHOCTH MPUEMA TOCETUTENEH PYKOBOJAUTEIIEM.

34. Tlopsinok pabOThI ¢ TMCEMEHHBIMHU OOpAIIEHUSIMH TPaXKIaH.

35. IloaroroBka u 00CIIyKHUBaHHE COBEIIAHUU.

Bonpocul k 3auemy

1. CoBpemMeHHOE AETONPON3BOICTBO: MOHITHE, LIEJH, 33/1a9i U OCHOBHBIE TPHHIIUTIBL.
2. MecTo 1€701pON3BO/ICTBA B CTPYKTYpE YIpaBJIE€HUs alTeYHO opraHu3anueil.
3. OO0mme MoHSTHS O IOKYMEHTE.

4. CocTtaB peKBU3UTOB IOKYMEHTOB.

5. Knaccudukaius JOKyMEHTOB 10 pa3Iu4YHbIM MPUHIUIIAM.

6. OcHOBHBIE BU/IbI JOKYMEHTOB.

7. Kiaccuduxarus cry>keOHBIX OpraHU3allHuOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.
8. IlpaBmia oopmileHUS! OpraHU3aIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.

9. YcraB opranusaimy.

10. [IITaTHOE pacnucaHue.

11. IIpaBuna BHYTpPEHHETO paclopsaKa.

12.  JIoMmKHOCTHBIE HHCTPYKIIHH.

13. JlokyMeHTHpOBaHUE JACATEIHHOCTH KOJUIETHALHBIX OPTaHOB.

14.  CrpyxTypa 10KIa/1a U 0TYETa (Ha COBELIaHHH).

15. TpebGoBaHUs K COCTABJICHHUIO U OPOPMIIEHUIO POTOKOJIOB.

16.  Knaccuduxkamus nHpopMaMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

17.  IlpaBuna opopmieHus HHGOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

18.  OdopmieHnue crpaBok.

19. OdopmiieHre TOKIATHBIX 3aMMHCOK.

20.  OdopmiieHHe aKTOB.

21.  OcobenHoctr 0(pOpMIICHHUS M UCTIOIB30BAHUS TeTIePOHOTPAMM.

22. OcobeHHocTH (haKCUMHUIBHON CBSI3H.

23. CoBpeMeHHOE JIETTIOBOE TTUCHMO.
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24, Buner nucem

25.  JloroBopHbIE MUCHMA.

26.  MudpopManuoHHBIE MHCHMA.

27.  Knaccu¢ukanus JMYHBIX T0KyMeHTOB. OCHOBHBIE MpaBMiia 0()OPMIICHHUS M COCTaBICHUSI.
28.  VHuduUKanMs ¥ CTaHAAPTU3AUS YIPABICHYECKUX JOKYMEHTOB.

29. 3amuTa MepcoHaIbHBIX JaHHBIX PA0OTHHKA.

30. ABtobuorpadus. Pesrome.

31. Ornepaiuu, COCTaBIISIFOLIME MPOLIECC TPYa MO JEIONPOU3BOJICTBY.

32. Opranm3anus padoThl C JOKYMEHTaMHU.

33. OOpaboTka MOCTyMamuX JOKYMEHTOB.

34. O6paboTKa OTIPABISIEMBIX JOKYMEHTOB.

35.  ®opmupoBaHue u opopMICHHE JeIl.

36.  IlomroroBka JOKYMEHTOB K Tepe/iaye Ha apXUBHOE XpaHCHHE.

37.  KonduaeHnuampHbIe JOKYMEHTHI U OPTaHU3AIINS MX 3alIUTHl OT HECAHKIIMOHUPOBAHHOTO
JIOCTYyTIA.

Ipumepvl oyenounvix cpedcma (mecmoguvle 60NPOCyL)

1. IOABEPUTE COOTBETCTBUE:

A. JlokyMeHTUpOBaHUE 1) npaBuiia opOpMIIEHUS U COCTABICHUS
JIOKYMEHTOB
b. lokymeHTO0000pOT 2) opranu3anus paboThl ¢ JOKyMEHTaMH

2. 3AKOHYUTE HAUATOE ITPEJIOXKEHUE: JOKYMEHTOOBOPOT — 3TO
JABVKEHUE JJOKYMEHTOB B OPTAHU3ALMU C MOMEHTA NX CO3JAHUA 10:
1) nepenaun Ha UCTIOTHECHUE

2) NOALIMBKY B JEJIO0

3) 3aBepIleHHs] HCIIOJHEHUSI UITH OTIPABKH

3. OJIEMEHTHBI, 3 KOTOPBIX COCTOUT JOKYMEHT, HA3BIBAIOTCA:

1) naHHBIMH

2) moKasareysamMu

3) pekBu3UTAMH

4) xogaMu

4. TI0 CIIOCOBY PA3MEIIEHNA PEKBU3UTOB 3ATOJIOBOUYHOM YACTHU
JOKYMEHTA BO3MOXXHbBI CJIEAYIOUIME BAPUAHTHI:

1) nonepeyuHbIi

2) POIOIBHBIH

3) yriioBoi

4) KBaIpaTHBIH

5. TP AAPECOBAHUU JOKYMEHTA ®U3NYECKOMY JIMLY UHULIMAJIBI CTABAT:
1) nepen pamunueii aapecara
2) mocie paMuiIny aapecara

5. C kakoii 1eNbIo Ha CITYKEeOHOM MHUChbME YKa3bIBAIOT (DaMUITHIO U TeTeOH UCTIOTHUTES:
1) 11t oTIepaTUBHOM CBS3H C HCITOJHUTEICM
2) UTsl IPUJIAHKST TOKYMEHTY FOPUINYESCKON CHITBI

6. Hpm<a3 10 JIMYHOMY COCTaBy JOBOAUTCA OO CBCACHUA pa6OTHI/IKaZ
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1) B ycTHOI, TM4YHO# Oeceie

2) myTeM BU3UPOBAHHS COTPYIHUKOM 1 3K3eMIUIIpa MprKasa
3) 1o Tenedony

4) o daxcy

Ipumep cumyayuonmnsix 3a0auy

3amaua 1.
[Tpoananu3upyiTe NpeaioKeHHbIC BAPHAHTHI O(POPMIICHHUS COOTBETCTBYIOIIHUX PEKBU3UTOB H
JaiiTe OTBETHI HA CIEAYIOIINE BOTIPOCHI:

Bomnpocnr:
1.1. B xakoM BapuaHTe NPaBUWIHHO 0(OPMIIEH PEKBH3HUT «Apecy?

a) upexropy anrexn Ne 269
MargseeBoii Tamape [lerpoBHe

0) Hupekropy anreku Ne 269 r-xe Marseesoii T.I1.
B) [lupexropy Mockosckoii anteku Ne 269 T.I1. MarBeeBoii

1.2. B xakoM BapHaHTe MPaBHILHO 0POPMIIEH PEKBU3UT «OTMETKA O HATTMYNH MTPUIIOKCHUSY,
€CJIA B TEKCTE COIIPOBOAUTEIBLHOTO NHCbMa HE YIIOMHHAJIOCH O IIPUJIOKEHUU?

a) [Ipunoxxenwue:
1. CnpaBka 0 cOTrJIacOBaHWU MPOEKTa PEKOHCTPYKIIMU TIOMEIIEHUS anTeku Ha 4 7. B 1 9K3.;
2. O13bIB Ha MPOEKT Ha 2 1. B | 7K3.

0) [Ipuoxxenue: Ha 6 1. B 1 3K3.

3agaua 2.
[Ipoananu3upyiite NpeaJIOKEHHBI BAPUAHT MTPUKAa3a MO OCHOBHOM ESITEIbHOCTH U HA30BUTE
BBISIBJICHHBIE OITHOKH:

2.1. Ilpuka3 "O mopsiaKke NUCIOIH30BAHUS KOMITbIOTEpa"
[IpukaspiBato:

1. Obecnieunts ri. 6yxranrepy O.M. Ky3pMuHo# onepaTuBHbIi 1ocTyn K paboTe Ha TpeOyeMoM
KOMIIBIOTEPE;

2. be3 cormacus ¢ . Oyxranrepom O.M. Ky3pMuHOM 3amperniaercss OTKIOYaTh, epeMeniaTh
KOMIIBIOTEPHOE 000PYI0BAHUE;

3. KoHTpomhs 3a nCnoTHEHNWEM MpHKa3a BO3JIOKUTH Ha 3aM. aupekTopa anteku JI.K. iBaHoBy.
Jupekrtop MIOATHCH M.C. CokonoBa

C IMPUKA30M O3HAKOMIICHBI:

3agaua 3.
[Tpoananu3upyiiTe NpeanoKeHHbIN BapuaHT MpHUKa3a Mo JHYHOMY COCTaBY W HAa30BHUTE
BBISIBJICHHBIC OI_HI/I6KH:

Anrexa Ne 242
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[Tpuka3z Ne 14
10.10.2010 r.
Mocksa
O mpueme Ha paboty
B nensx ynmydiieHuss BHyTpUaNTeYHOTO KOHTposst 117

[IpukassiBato:

[Tpunsate MBanbkoBy O.C. Ha nomKHOCTH mpoBu3opa-aHanuTuka ¢ 15.10.2010 r. ¢ oxmamom
18000pyo®.

JupekTop anreku MOJINCH M.C. OpnoBa

7. YYEBHO-METOJAUMYECKOE U NH®OPMAIIMOHHOE OBECIIEYEHUE
YUYEBHOW JUCIHUTIIUHBI

1. VYrpaBieHue W dKOHOMHKA (apmauuu : y4eOHMK / mox penmakiuend M. A.
Hapkeuua. — Mocksa : [DOTAP-Menaua, 2019. — 928 c. : un. — ISBN 978-5-9704-5228-8. —
URL: http://www.studmedlib.ru/book/ISBN9785970452288.html. — Tekct: 3neKTpOHHBIN (aTa
obpamienus : 01.06.2022)

2. ViopaBneHne u SKOHOMHKa (apmauuu. PapmaieBTuyeckas AesITeNbHOCTD.
Opranuzanus u perynupoBanue : yueOnuk / 1. B. Kocoga, E. E. Jlockyrosa, T. I1. Jlaryrkuna [u
np.] ; mox penakuueit E. E. JlockyroBoii. — 4-¢ u3., nmepepad. u gon. — Mocksa : Akanemus,
2019. — 416 c. : un. — (Beiciee o6pazoBanue). — ISBN 978-5-4468-7536-8. (Bcero 25-20/3/2)

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHbI
MOAYJIsd)

B xone yueOHOro mpoiecca Ha kKadenpe MOTYT ObITh MCHOJB30BAaHbI U MCHOJIB3YIOTCS
pa3IuYHbIe METOAbl OOYyYEHHUs: MPaKTUUYECKUM, HArJIAIHBIA, CIOBECHBIH, paboTa ¢ yuyeOHOU U
HAY4HO JTUTEepaTypoil, 371eMEHTHI MPOrPaAMMHUPOBAHHOTO O0YUYEHUs, BUI€0-, Ay JUOMETOAbI. J[is
UX pealu3aliy NPUMEHSIOTCS CPEACTBa TEXHUYECKOT0 O0YYEHHUS] — KOMIBIOTEPHI, IPOEKTOPHI,
TaOJIULIBI U T. [I.

Texnuueckoe obopyoosanue: TIK, MynbTUMENUIHBIA KOMIUIEKC (HOYTOYK, MPOEKTOD,
9KpaH), HOYTOYK, TEJIEeBHU30p, BHJCOIUIEHEp, BUICONPOUTPHIBATENN, BHIEOMAarHUTO(OH,
MOHMTODBI,

— KoMnblomepHbie npe3enmayuu o BCeM TeMaM JIEKIIMOHHOTO Kypca,

— yuebHbie 8udeoqhuibMbl,

— 0bpa3ysl u popmvl OOKYMEHmMO8,

a TaKxe:

— Habopbl cnaiijoB, TaONMI, CXEeM, MYJIbTUMEIMMHBIX HArJSAHBIX MaTepUAIOB IO
Pa3IUYHBIM pa3zieraM JTUCHUIUINHBI,

— CUTYallMOHHBIE 3a/1a4¥, TECTOBBIE 33JaHUSI 110 U3y4aEMbIM TEMaM.
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