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IlepeyeHb NIAHMPYEMBbIX Pe3yJbTATOB 00YYeHHS M0 TUCUHUIITIMHE (MOIYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHUS NMPOTrPAMMBbI

1.1. Jucuunnuna «JlokyMeHTaunoOHHOe 0o0ecredeHue
ynpasJeHus1» 00ecreurBaeT OBJIaICHUE CACAYIOIMMU KOMICTCHIIUSIMU:

Kon HaumenoBanue Kon HaumenoBanue 3Tama
KOMITETEHI] KOMITETCHITUH JTara OCBOCHMUS OCBOCHHUS KOMITCTCHITUHN
5071 KOMITETCHIIUH
IIK -1 CrocoGHOCTD [1K-1 CnocoOHOCTh TPUMEHSATH Ha
MOATrOTABJIMBATL  HMCXOJHBIE MPAaKTUKE METO/IBI
MaHHbIe, HEeO0XOAMMbIE /IS [OATOTOBKH MCXOJTHBIX
paciera 5 IKOHOMHYCCKHUX JaHHBIX, HEOOXOIUMBIE I
[roxasare.jien, pacuera SKOHOMHYECKHX
XapaKTepH3yIomx roKa3areJiei,
neATeJbHOCTh
X031 HCTBYIOIIUX CYyObEKTOB XapaKTCpH3yIomux
JIeATCIbHOCTh
XO3SUCTBYIOIIUX CYOBEKTOB;
CrrocoOHOCTh BECTH
JIEJIOBYIO MEPENUCKY
CriocoOHOCTh MPOBECTH
JIEJIOBYIO BCTpEUy
IK-4 CnocoOHOCTL BBINOJIHATD) I1IK-4 CriocoOHOCTH, Ha ITPAKTUKE
Heoﬁxonan]e I BBITTOJIHATD pacyCThl,
COCTABJICHUA 2KOHOMHYECKUX 000CHOBBIBATh ux Hu
pa3/1ejioB IIJIAHOB pPacyeThl, NpeACTaBIATh  PE3YJIbTAThI
000CHOBLIBATH 7.4 U pa6OTbI B COOTBCTCTBHUHU C
MpeacTaBJIATH pe3yJbTaThl IIPUHATBIMHA CTaHAapTaAMH
padoTbl B COOTBETCTBHM (
NPUHATHIMH CTAHAAPTAMU
IICK-1 CrocooHoOCTD I1CK-1 CrocoOHOCTh Ha MpaKTHKE
MOATr0TABJINBATD MMOJITOTaBINBATh
yIpaBJeHYeCKUEe pPelIeHus Mo YHOPABJICHYCCKHUC  PCHICHHA
BOIIpOCaM IKOHOMHUYECKON 1o BOIpocam
0e30MacHOCTH SKOHOMHYECKOU
0E30IMacCHOCTH

1.2.B PE3YILTATC OCBOCHUSA JUCHHUIIMHEBL Y CTYACHTOB JOJIKHBI OBITh C(l)OpMI/IpOBaHBIZ

pacuera

HCXOJHBIE JaHHbIE,
Heo0XoaAuMbIe 1JIM

IKOHOMHYECCKHUX

[IpodeccuonanbHbIE
pod Kon srama
3aja4u/
OCBOCHUS Pesynbrarer 00yueHus
[Ipodeccuonanbpubie
o KOMIICTCHIINU
JOCHUCTBUA
CrocoGHOCTD TIK-1 3HaHua B 00J1aCcTH:
NMOAr0TABJIMBATDH - METOJIOB IIOJrOTOBKH MCXOAHBIX JAaHHbIX;

- MCTOJOB JOKYMCHTHUPOBAHUA

-CII0OCOOOB BEACHUS TIEPETTUCKH;

-METOJ0B BEACHUA JCIIOBBIX IICPETOBOPOB.




Hpoq)e:;;a?;:;HBHHe Kox srana
TpodeccHoHaTbHbIE OCBOCHUS Pesynbrarel 00yueHus
o KOMIICTCHITUHU

noKasareJien, Ymvennsn:

XapaKTCPU3YyOIMX - MCMOJIb30BaTh 3HAHUSI COBOKYITHOCTH METOJIOB

HeﬂT‘jﬂbHOCTb MMOJITOTOBKH HWCXOJIHBIX JAHHBIX;

X03sIuCTBYIOINUX JTOKYMEHTHPOBAHMS;

CyObeKTOB. - HCIOJB30BaTh 3HAHUS PA3IUYHBIX METOOB
pacyeToB SKOHOMHUYECKHX IMOKa3aTeNIeH;
Yposenb ocBoenns IIK 1 moarBepxaaercs
HaBBIKAMH:
- MPUMEHEHHSI METOJIOB IMOJTOTOBKH MCXOIHBIX
JIAHHBIX
- IPUMEHEHUS METOJIOB pacdeToB
SKOHOMHYCCKHX IOKa3aTeNei

CnocoGHOCTD [K-4 - 3HaHWUA CTaHJIAPTOB, HEOOXOIUMBIX IS

BBINOJIHATH COCTaBJICHHUS PKOHOMUYECKUX Pa3/IeIOB IIAHOB

HE00X0AUMBIE I PacueToB;

coCTaBJIEHUS

IKOHOMMIECKMX - YMEHHMS IPUMEHSTH CTaHIAPTHI IS

pasienos IUT1aHOB COCTaBJIEHHS] SKOHOMUYECKUX Pa3/IeJIoB IIIaHOB

pacersl, pAacyeToB;

000CHOBBIBATL HX M

NMpeacTaBJIsITh

pe3yabTaTrsel padoThl B - HaBBIKM BJIAJICHHS Pa3]IMYHBIMH METOJaMHU,

COOTBETCTBUH C pacdeToB NS COCTABJIEHHS SKOHOMHYECKHX

NPUHATHIMU pa3/enos IJIaHOB PacYeTOB

CTaHAApPTAMH

CnocooHoCTH [1CK-1 3HaHus BOITPOCOB MOATOTOBKU

MOATr0TABJINBATDH YIPABJICHUYECKUX  PpELIEHUH IO  BOIpOcaM

ynpaBJieHYeCKHUe SKOHOMHYECKOM 0€30IacHOCTH,

peleHus 1o EOHpocaM YMenus COCTaBIIATh yIpaBJIeHYECKHE

IKOHOMHYECKOM

Oe3onmacHoCTH DEIIIEHHA;
HaBbikn 10 mNpUMEHEHHI0O Ha MPaKTUKE
COCTABJICHHUS YIPABICHYECKUX PEIICHUH 0
BOIIPOCAM KOHOMHYECKOM 0€301MacHOCTH

2. O0bem 1 MecTO JUCUMILIMHBI (MoayJsi) B crpykrype OI1 BO

O0beM TMCUMTLTHHBI

OO0mmast TpyJ0eMKOCTh JUCIMILTAHBI COCTABIIACT 2 3a4eTHBIC CIWHUIIBI WU 72 aKaJeMUICCKIX
yaca. JlucummiuHa peanu3yercs ¢ NPUMEHEHHWEM AMCTAHIIMOHHBIX 0O0pa30BaTENbHBIX TEXHOJOTUI
(mamee - J1IOT)

[To ounoit ¢dopme oOydeHUs KOHTakTHas paboTa ¢ TmpernojaBaTeneM cocTaBiseT 36
aKaJeMHYECKHX 9acOB, CAMOCTOSATEIbHAs padoTa — 36 akaIeMUIECKUX JacoB.
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[To 3aounoit ¢opme o00yueHHs KOHTAaKTHasi paboTa ¢ TIperojaBaTelieM COCTaBIsIeT 8
aKaJleMUYeCKNX 4acoB (M3 HHUX 4 yaca - JIeKIuH, 4 yaca - MPaKTUYECKHUE 3aHITHUS), CAMOCTOSITeNIbHAs
pabora —60 akajeMHUECKUH Yac, MPOMEKYTOUHBIA KOHTPOJIb - 4 aKaJIeMUYECKUX YacOB.

Hucuunnuna «JlokymMeHTanMOHHOEe olecredeHHe YNPAaBJEHHWs» BKJIIOYEHA B COCTaB JUCLUILIAH
BapUAllMOHHON 4YacTH Y4YeOHOro IUIaHa TIOATOTOBKH CIICIMAIMCTOB 10 crenuanbHoctu 38.05.02
«IKOHOMUYECKasE 0E€30IMaCHOCTEY.

CrenuanpHple TpeOOBaHHS K BXOJHBIM 3HAHUSM, YMECHHSM M KOMIIETECHIUSM CTYICHTA HE
MpeayCMaTPHUBAFOTCSI.

dopMa MPOMEKYTOUHON aTTECTAIMH B COOTBETCTBUHU C yUSOHBIM IJIAHOM —3a4eT.

JlocTynn K cucTeMe TUCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH OCYIIECTBIISETCS
KOKIBIM OOYYarOIIMMCS CaMOCTOSITEIFHO C JIFOOOro yCTpoWCTBa Ha TmopTaie: https://sziu-
de.ranepa.ru/. [1aposp ¥ JTOTHH K TMYHOMY KaOMHETY / MPOGUITIO IPEIOCTABISACTCS CTYACHTY B
JeKaHare.

3. Conep:kaHue H CTPYKTYpa TUCHHILTHHBI (MOTYJIsI)
Ounas popma odyuenusn

Ne Obvem oucyunaumbl, yac
n/n HaunmeHnoBanue TeMm K 6 5 cP ®opma
(paznesios) Beeso OHTAaKTHAs pa6oTa 00yJaIMNXCs C TeKylero
npenoaaBaTejieM
OHBIX 3aAHATHH OHTPOIH
110 BHAaM y4e ycreBaeMocTH,
JI, JIP 3 KCP NPOMEKYTOYHOM
arrecTanuu
1 Tema 1. Benenue 11 3 0 3 0 5 YO
2 Tema 2. HopmatusHO-
METOIUYECKAS Oaza
JIETTOTIPOU3BOJICTBA. 1 3 0 9 0 6 VO
TpeboBaHuUs K
0(hOpMIICHHIO
JIOKYMCHTOB.
3 Tema 3. Ocobennoctu
MMOJATOTOBKH
OTHENBHBIX BHJIOB 10 3 0 2 0 5 P3
JOKYMEHTOB.
4 Tema 4. Opranuzanus
OKYMEHTO000pOTa 51
HOKY P 10 3 0 2 0 5 VO
HCIIOIHEHUS
JOKYMEHTOB.
5 Tema 5. Ilomckosas
crcTeMa o
JOKYMEHTaM. KOHTPOJIb 9 2 0 2 0 5 T
HCIIOIHEHUS
JOKYMCHTOB.
6 Tema 6. Opranuzauus
JOKYMEHTOB B 10 2 0 3 0 5 I
JICITOTIPOU3BOJICTRE.
7 Tema 7. [Topsinox
nepefayy, XpaHeHHE | 11 2 0 4 0 5 T
y4eT  JOKYMECHTOB B




apXuBe.
IIpoMexyTOUHBIH KOHTPOJb 3a4er
Beero 72 18 | o | 18 | o | 36
3aounasn gpopma obyuenus
Ne Obvem Jucyunaumwl, yac
n/n HaumeHoBaHue TeM ®opma
(pasnesios) Beezo KonrakTHast padora 00yyaromuxcs ¢ CP TeKyImero
npenouaﬁsaTeﬂeM 5 R ——
110 BHAAM Y4eOHBIX 3aHATHIi yenesaemocTH,
JI, JIP I3 KCP MPOMEKYTOUYHOM
aTTecTanuu
1 Tewma 1. Beenenue. 6,5 1 0 0,5 0 5 YO
2 Tema 2. HopmatusHO-
METOMYECKast baza
JIeTIOIIPON3BOJICTBA. 1 05 0 0.5 0 10 VO
TpeOoBaHUSA K
0(hOpMIICHHIO
JOKYMEHTOB.
3 Tema 3. OcobeHHoCcTH
HOATOTOBKH 11 05 0 05 0 10 P3
OTACIBHBIX BUJIOB
JOKyMEHTOB.
4 Tema 4. Opranuzauus
OKyMEHTO0000poTa
AOKYMEHTOOBOpOTa 1 11 0,5 0 05 0 10 VO
HCIIOTHEHUS
JOKyMEHTOB.
5 Tema 5. TIlomckoBas
cucTemMa o
JOKyMEHTaM. KOHTPOJIb 11 0,5 0 0,5 0 10 T
HCIIOTHEHUSI
JIOKYMEHTOB.
6 Tema 6. Opranuzanus
JIOKyMEHTOB B 11 0,5 0 0,5 0 10 bi |
JIeTIOIIPOU3BOJICTBE.
7 Tema 7. [opsimox
nepeaavyd, XpaHeHHe | 65 05 0 1 0 5 T
y4eT  JOKyMEHTOB B ' '
apXxuBe.
IIpomMesKyTOYHBINH KOHTPOJIb 4 3a4er
| Beero 72 4 | o | a4 | o | 60 4

YcnoBuble o0o3HaueHus: T — tectupoBanue, P3 — pemenue 3amau, YO — ycTHbI omnpoc, -
I — noknan, /I — nuckyccus.
*- He BXOJIUT B 00ImuUi 00bEM HArpy3Ku



Cooeprcanue oucyuniunl
Tema 1. Beeoenue
[Ipenmer JJokymeHTALMOHHOE 0OecnevyeHre ynpaBJjeHusi. OCHOBHbIE TOHSATHS
JIoKyMeHTaIlMOHHOE o0ecneyeHne ynpaBjaeHusi: HHQopMaIus, HOCUTEIb HHPOPMAIUH, TOKYMEHT,
PEKBU3HUT JOKYMEHTA, Kilaccu(uKaIus J0KyMEHTOB, JOKYMEHTHpOBaHUE. [JJOKyMEHT KaKk HCTOUHUK
uH(pOpMaIUU U CPeACTBO ynpasieHus. KOpuaudeckre u Apyrue OCHOBAHUS CO3/IaHUS JJOKYMEHTOB.
3aBUCUMOCTh BUJIa U3/1aBAEMbIX JTOKYMEHTOB OT KOMIETEHIIMH U TOJTHOMOYHM OPraHOB UX M3AIOIINX.

Tema 2. Hopmamueno-memoouueckan 6aza oenonpouszeoocmea. Tpebosanusn k ogpopmnenuto
00KyMeHmo08.

OcHOBHbIE HOPMATHBHBIC aKTBhI: Cocras HOPMAaTHUBHO-METOJIMYECKON 0a3sl
JOKYMEHTallMOHHOro  oOecneueHusa.  [ocynmapcTBeHHbIe  CTaHAApThl  HAa  JOKYMEHTAIUIO.
YHuuuupoBaHHble CHUCTEMBl JOKYMEHTAallMd U OOMIEpOCCUMCKHE KIacCU(UKATOPBl TEXHUKO-
HSKOHOMHYECKOW M couuanbHoi nHpopmarmu. PenepanbHas apxuBHas ciayx6a Poccun (PocapxuB) u
€e 3HAYeHHE B perjaMeHTaluu jaesonpous3BojacTBa. CoCTaB PEKBU3UTOB JIOKYMEHTOB: PeKBHU3UTHI
yIpaBieH4YeCKuX AokyMeHTOB. Dopmyinsap — obpazen. [lpumanue 0puaudeckoil CHIIbI JOKYMEHTaM.
bnank nokymenTa: biaanku u popmatsl JokyMeHTOB. OOmui OJ1aHK TOKYMEHTA.

Tema 3. Ocobennocmu no020moEKU 0MOENbHbHIX 611006 OOKYMEHNO0E.
WnpopmannonHo-cupaBoyHasi JokymeHrtauus: IlpaBunma coctaBiaeHuss U oQopMIleHHS,

OCHOBHBIX  BHUJOB  CIIPAaBOYHO-MH(OPMALIMOHHBIX JOKYMEHTOB: CIy)KEOHOW, JOKIaJAHOH H
OOBSICHATENIPHOW 3aIllMCOK, CHpPaBKH, MPOTOKOJIA, BBIMHCKH W3 IMPOTOKOJA, aKTa, MPEICTABICHHS,
3asiBJIeHUs, aBTOOMOrpaduu, pe3rome, XxapakTepucTuku. PacnopsaurensHas nokymenrtanus: [IpaBuna
COCTaBJICHUS U OPOPMIICHHSI OCHOBHBIX BUJIOB PACHOPSIUTENbHBIX IOKYMEHTOB: MIPUKa3a, BHIMTUCKU U3
[IpUKa3a, pacrnopsbkeHus, pemieHus. OpraHu3zalMOHHO-TIpaBoBas — JokyMeHTauusi:  [IpaBuina
cocTaBlieHUs] W O(GOPMIICHUS, OCHOBHBIX BHJIOB OpPTaHM3AIMOHHO-TIPABOBBIX JTOKYMEHTOB: YCTaBa,
MOJIOKEHHUs, JODKHOCTHOM  MHCTPYKLMH, JO0roBopa (KOHTpakra), periiameHTa. Jlemosas
koppecnionneniusi: PexkBusutel mucbMma. CTpykTypa JenoBoro mnuchbMma. JlekchMka W CTWIIb
KoppecnoHieHIIMU. COCTaBlICHHE TeJerpaMM, TeNeKCOB, TenedoHO- U (akcorpamM, 3JIEKTPOHHBIX
coo6mienuit. [loagroroska u oopmiieHue COBMECTHBIX JOKYMEHTOB. [IporieccyaibHble JOKYMEHTBI TPU
BBISIBIICHUH OT/ICBHBIX aIMUHUCTPATUBHBIX MMPABOHAPYIICHUH U TPECTYIUICHUH B OpraHU3aIHsiX.

Tema 4. Opzanusayua 0OKymeHmooo60poma u UCnOJIHEHUA 0OKYMEHMO08.

JlokyMeHTOOOOpOT M ero ocHoBHbIE ATamnbl: [loHATHE opraHu3anuu pabOThl C TOKYMEHTAMHU.
BayTpeHHuid OKyMEHTONOTOK. YueT o0beMma JoKyMeHTooOopota. Opranuzamus paboOThl C
JOKYMEHTaMHU, Co/iepKallliMU KOH(QUICHIINATbHbIE CBEICHMUSL.

KonTponbs wucnomHeHuss JOKyMEHTOB: @OpMalibHbIII KOHTPOJb W KOHTPOJIb TOJHOTHI
ucnoiHeHusi. Popmbl KOHTposiss. CpokM UCHONHEHUs JOoKyMeHTOB. Opranuzanusi paboThl C
JOKYMEHTaMH B CTPYKTYPHBIX MoJIpa3ienenusx. PaboTta ncnoiaHureneil ¢ JOKyMeHTaMHu.

Tema 5. Ilouckosas cucmema no 0OKymenmam. KOHmMpOJib UCHONHEHUA OOKYMEHM 6.

Opranu3anus J0CTaBKM JOKyMeHTOB. Ilpuem, oOpaboTka H pacmpenesieHHe MOCTYMAMIUX
nokymeHToB. Opranuzamuss oO0pabOTKHM M Tepeaadd OTMPABISIEMBIX JOKYMEHTOB. [lopsimok
MPOXOKJICHUS] BHYTPEHHHUX JOKYMEHTOB. [Ipriem n 06paboTka TOKYyMEHTOB, MOCTYMAOLINX [0 KaHaJIaM
ANEKTPOHHON MOYTHI U (aKCUMUIBHOU CBSA3H. YUET KOJIMUECTBA JOKYMEHTOB.

Tema 6. Opzanusayus 0OKymeHmoe 8 0enonpou3so0cmae.

CocraBnenue HoMeHKiIaTyp nAen. DopmupoBanue u odopmwiieHue gen. OpraHuzanus
OIIEpaTUBHOTO XPAaHEHUs JOKYMEHTOB.

Tema 7. Ilopaook nepedauu, xpanenue u yuem 00KyMeHmoas 6 apxuee.

Opl" aHu3alus MPOBCACHUA OKCIICPTHU3bI LCHHOCTU JOKYMCHTOB. HOpHIIOK IMPOBCACHUA
OKCIIEPTU3BI HEHHOCTH OOKYMCHTOB. O(l)OpMJ'IeHI/Ie PE3YIBTATOB JKCIIEPTU3bI LEHHOCTU AOKYMCHTOB.
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CocraBnenue u odopmienue ommceit. KommiuekroBanue apxua. CocTaB JTOKYMEHTOB, IMOJICKAITIX
nepeaade B apxus. [loaroroska u nopsuok nepegayu JOKyMEHTOB B apXHUB.

4. MaTepHaJILI TEKYHIEIro KOHTPOJIsA YCII€EBA€EMOCTH oﬁyqamumxca H (l)OHI[ OLCHOYHBIX CPEACTB
IIpOME)KyTO'lHOﬁ arrecranum nmo JIMCIUMIIJIMHE

[IpomexxyTounast arrecrauus mnpoBomsATcs YycTHO B JIOT/mUCbMEHHO € HPOKTOPUHIOM/
TECTUPOBAHUE C MPOKTOPUHIOM. JIJIsi YCHEIHOTO OCBOEHHUS Kypca ydallleMycsi PEKOMEHIYEeTCs
O03HAKOMMTHCS C TUTEPATypoOH, pa3MelIeHHOH B pasneine 6, u MmarepuaiaMu, BbutokeHHbIMU B JIOT.

4.1. ®opMbl HW MeTOAbI TEeKYHIEr0o KOHTPOJSI YCINEeBAeMOCTH OOy4Yaromuxcss |
NPOMEKYTOYHOM aTTecTAlNuU:
Tectupoanue (T): ocymiecTBiseTcs ¢ UCMOIB30BAHUEM OIPOCHUKA, COAEPIKAILETO BAPUAHTHI OTBETOB;
Yernsiit onpoc (YO).
Hoxnag — J-/1.
Huckyccust — 1
3a4eT: YCTHBIN Ompoc

4.1.1. B xoae peanu3auuM JUCHUIUIMHBI «OCHOBBI JOKYMEHTOOOOpPOTa B OOECIICYCHHU
yIpaBJICHUS B OPTaHU3AlMI HCIONb3YIOTCS CIEAYIOIINEe METObl TEKYIIEro KOHTPOJS YCIEeBAEMOCTH
00yJaroImxcs:

Tema (pa3mnein) @DopMbI (METOIBI) TEKYIIETO
KOHTPOJISL YCIIEBAEMOCTH

Tema 1. Beeoenue YO
Tema 2. Hopmamueno-memoouueckan 6aza YO
0enonpou3zeoocmea. mpedosanus K ohopmienuro
O0OKYMEHmMO08.
Tema 3. Ocobennocmu no020moeKu P3
0MOenbHbIX 6U008 OOKYMEHMOE.
Tema 4. Opzanuzayus 00KymeHmooo60poma u UCnoJIHeHUA YO
00KyMeHmoa.
Tema 5. Ilouckosas cucmema no 00OKymenmam. KOHmMpOoJib T

UCNOJIHEHUA 00KyM€Hm08

Tema 6. Opzanuzauus 0OKymeHmoe 6 0eJ10npou3600cmee

iD=

Tema 7. Ilopaook nepedauu, xpanenue u yyem
00OKYMEHmog8 8 apxuee

4.1.2. 3a4yeT NPOBOAUTCH ¢ IPUMEHEHUEM CJIeAYIOUINX METOA0B:

3aueT: yCcTHBIN onpoc. OauH BOMPOC TEOPETUUECKON HATIPABICHHOCTH, BTOPON — MPAKTHUECKON
HaIpPaBJIEHHOCTH.
B xone cmaum 3adera CTYIEHT 3amlOiHSET MPOAOJIbHBIN/YITIOBOM OJaHK O(UIIMAIBbHOTO AOKYMEHTa U
IIPOLIECCyaIbHBIE JIOKYMEHTHI IIPU BBISBJICHUU OTAEIBHBIX aIMUHHMCTPAaTUBHBIX IIPABOHAPYLICHUM M
MIPECTYIUIEHUH B chepe TOKyMEHTAllMOHHOTO 00ecTIeYeH sl YIIpaBIeHNU .

4. 2. MarepuaJibl TEKYILIEro KOHTPOJISI YCIIEBAeMOCTH 00y4ar01IMXCs
[TonHbIi MepeueHb TUMOBBIX OIEHOYHBIX MaTepuaioB HaxonutTcs Ha Kadenpe skoHOMUUecKoit
0€30MacHOCTH

Tumnosbie oLeHOYHBIE MaTepUaJIbI 10 TeMe 1 «Bgedenue»
Bonpocv ona ycmnozo onpoca:
1. OcHoBHbBIE MOHATHUS JEJIIONPOU3BOJCTBA: MHPOpPMAIHs, HOCUTENb WH(OpMaLKU, JOKYMEHT,
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PEKBHU3UT TOKYMEHTA, KJlacCu(PUKaIU JOKYMEHTOB, JOKYMEHTHPOBAHUE.

2. FOpuaudeckue u Jpyrue OCHOBAaHUS CO3aHUs JOKYMEHTOB.

3. 3aBUCHMOCTbH BUJA U3[IaBAEMBIX JIOKYMEHTOB OT KOMIIETEHLUH U MOJHOMOYMI OpPraHOB HMX
U3/1a01IHUX.

Tunoswvie ouenounvie mamepuanvt no meme 2 «Hopmamueno-memoouueckas o0aza
denonpouszeoocmea. Tpeboosanusa K opopmaenuro 00KymeHmoe»

Bonpocwi 0na ycmuoeo onpoca:

1. CocTtaB HOPMATUBHO-METOUYECKON Oa3bl JOKYMEHTAIIMOHHOTO 00ECIICUEHHS.

2. T'ocymapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTAITUIO

3. YHuUUUpOBaHHbIE CHUCTEMBbl JOKYMEHTAllMd M oOIIepoccHuiickue KiaccuukaTopbl
TEXHUKO-9KOHOMHYECKOHN U COIMAIbHON HH(OpMAIHH

4. ®enepanbHas apxuBHas cinyxk06a Poccum (PocapxuB) W ee 3HaueHHE B perjiaMeHTallUud
JIEJIONPOU3BOCTBA.

5. CocTaB peKBU3UTOB JIOKyMEHTOB: PEKBHU3UTHI yNpaBICHUECKUX JOKYMEHTOB. Dopmyssp —
oOpaserr.

6. [Ipunanue OPUINYECKON CHUIIBI JOKYMEHTAM.

7. bnank nokymenTa: bianku u popmarbl 10KyMEHTOB.

8. OOmuii 6;1aHK JOKYMEHTA.

Tunoevie ouyenounvie mamepuanvt no meme 4 «Opzanuszayus OoKymenmoobopoma u
UCHONHEHU OOKYMEHMO08»
Bonpocwi 013 ycmnozo onpoca:
YKa3zaTh OCHOBHBIE 3TaIlbl JOKYMEHTOO0OPOTA.
Kak npoBonutcs yuet o6bemMa JOKYMEHTO000poTa.
Opranusanus paboThl ¢ TOKYMEHTaMH, COJACP KAIMMHU KOH(PHICHIIUATBHBIC CBEICHHUS.

HpaBI/ma KOHTPOJIA UCIIOJTHCHUA TOKYMCHTOB.
OpraHHSaHI/IH pa6OTLI C JOKYMCHTAMHU B CTPYKTYPHBIX NOAPA3ACIICHUAX.

ok wbhE

Tunogvie ouenounvie mamepuanvt no meme 5 «llouckoeéaa cucmema no OOKymMeHmam.
KOHmMPO/1b UCNOJIHEHUA OOKYMEHIM 06

IIpumep mecmoguvlx 60npocos:
VKaxkuTe MNpaBWIbHBI CHOCOO agpecoBaHUsl JIOKYMEHTA, €CIU aJpecaroM sBIISETCS HadalbHUK
CTPYKTYPHOI'O IOJpa3IeIeHUs TAMOXKECHHOIO OpraHa:
a) [TynkoBckast TamoxHs HavyanbHUKY OK Maiiopy TaM0OXeHHOM Ci1y>KObI
N.N. BaHoBYy

6) HauanpHUKY OK IlynkoBckol TaMOXKHU Maiopy TaMO>KEHHOMU CITY>KOBbI
N.N. BaHoBYy

B) OK ITynKOBCKOI TaMOXXHU Maiopy TaMOXEHHOM CITy>KOBbI
.. BaHoBY
IIpasunvuoviti omeem: a

Tunosvie ouenounvie mamepuanvt no meme 6 «Opzanuzayua OOKYyMEHmMOE 6
denonpou3eoocmee

IIpumepnvie memuvl OUCKyCCUll:

1. CocraBnenre HOMEHKJIATYP JIE..

2. ®opmupoBaHue 1 opopMIICHHE JeIl.

3. OpraHu3anys onepaTuBHOTO XpPaHEHHS TOKYMEHTOB.

4. Opranu3zanus J0CTaBKU JTOKYMEHTOB.
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5. Ilpuem, o6paboTka u pactpeesieHrue MOCTYMAIINX JOKYMEHTOB.
6. Opranuzanust 06pabOTKH U Teperayn OTIPABIAEMBIX TOKYMEHTOB. [1opsaoK MpoxoxIeHUs
BHYTPEHHHX JJOKYMEHTOB.
7. llpuem u 00paboTKa JOKYMEHTOB, IMOCTYMAIOIUX MO KaHaJlaM 3JEKTPOHHOM MOYTHl H
(aKCUMMIBHOH CBS3H.

Tunoevie ouenounvie mamepuanvt no meme 7 «llopaook nepedauu, xpanenue u yuem
OOKYMEHMO06 6 apxuee»

IIpumep mecmoguvlx 60npocos:

ApxuBHBIN GOHI — 3TO... YKAKUTE BEPHBII OTBET.
A)COBOKYITHOCTh apXHMBHBIX JOKYMEHTOB, MCTOPUYECKUX /MM JIOTUYECKU CBSI3aHHBIX MEXIY

co00ii;

B) YCTaHOBHeHHBIﬁ IJIs1 apXuBa COCTaB JOKYMCHTOB, ITOAJICKAINX XPAaHCHHUIO,

B) pacnpenenenue JOKyMEHTOB 110 apXUBHBIM (DOHJAM U APXUBHBIM KOJUICKIIUSIM;

I') cnenmanbsHo 060pyI0BaHHOE TOMEIIEHHUE JIJIsl XPAaHEHUSI apXUBHBIX TOKYMEHTOB.

[IpaBuUIBHBIN OTBET: a

Pesynbraret

TEKYIIEro KOHTPOJS OOyJalomMXcs MCHOIB3YIOTCA B paMKax OayulbHON
€MTUHIOBOM crcTeMbl (JUIsl 3a04HON (POpPMBI CIIeLIMAJIbHBIE CPEACTBA HE IPUMEHSIIOTCSI):

Henenu Bunet [Nocewen [MucemenHBIE pabOTHI VYcTHbIE Komrnenenpy |IIpome | Utoro
Y9eOHBIX ne BBICTYTUICHHS FOIme KyTod | (MaKcuM
3aHaTHd | yueOHBIX |Koutp |Pedepar | Tectu |Pone | Hokmax (c | 3agaHus Has | aNbHO-
(mexuuu/c | 3aHATHHA | OJIbHBI / poBaH | BeIE |IIpe3eHTAal] (cBepx aTTecT | pacueTH
€MUHApBI) e Kypcog. ue |Urpel | weii/ 6e3 | pacYeTHBIX | auus oe

pabota npesenran | 100 6anoB) KOJINYeC
un) TBO
0aJIOB)

Komn-Bo

0amToB

3a 1 Bung

Meponpu

SATUS

1 JIEKITUS 1

2 CeMUHap 1 4/5 1 (3cce)

3 JIEKITUS 1

4 JIEKITUS 1 Y3a4
HeJIeIH

=8/9

5 CceMuHap 1 4/5 1 (acce)

6 CeMHUHap 1 4/5 1 (3cce)

7 JIEKITUS 1

8 JIEKITUS 1 Y3a8
HeJlleib
=25/29

9 CeMUHap 1 4/5 1 (3cce)

Texymmmii 29
*
KOHTPOITb
1

10 CceMHUHap 1 5 4/5 1 (acce)

11 JIEKIIHS 1

12 JIEKIIUST 1 X3al2
HeJIelb
=37/42

13 CceMHUHap 1 5 4/5 1 (acce)

14 ceMHUHap 1 5 4/5 1 (acce)

15 JIEKIHs 1
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16 CEeMUHAP 1 5 4/5 1 (3cce) ¥3al6
HEJIENb
64/76
Texymmnii 24 24
**
KOHTPOJITh
2
Bcero 3a 16 20 32/40 8 24 100
ceMecTp
(6amioB)

*KoanuecTBo 6aJ'IJ'IOB, A0CTAaTOYHOC MJIA aTTECTAlMU TCKYIICTO KOHTPOJIA

**KonmudyecTBO OallJIoB, TOCTATOYHOE JMJII BO3MOXHOTO OCBOOOXKICHUS OT MPOMEKYTOUHOM

aTTcCTalluu

4.3. OueHo4HbIe CPEICTBA /LISl MPOMEKYTOYHOM aTTeCTAIMN.

Kon HaumenoBanue Kon Haumenosanue »tamna
KOMIICTEHIT KOMITCTCHITUH 3TaIa OCBOCHUS OCBOCHHUS KOMIICTCHITUH
15471 KOMIIETECHITUH
IIK -1 CrocoOHOCTD I1IK-1 CnocoOGHOCTh TPUMEHSTH Ha
MOAroTABJIMBATL  HMCXOJHBIE MIPAKTHUKE METO/IBI
maHHble, Heo0XoaUMBbIE s HOATOTOBKH MCXOHBIX
pact€ra - IKOHOMHUECKHX JTAHHBIX, HEOOXOJUMBIC IS
[oxasareJen, pacuera 3KOHOMUHYECKUX
XapaKTepUYIOHHX MoKa3aresieu,
meATeJbHOCTh
X03SCTBYIOIIUX CYObEKTOB XapaKTCPU3YIOLIHX
JIeSITEILHOCTh
XO3SIMCTBYIOINX CYOBEKTOB,;
CriocoOHOCTh BECTH
JIETIOBYIO MEPEIUCKY
CrrocoOHOCTh MIPOBECTH
JIETIOBYIO BCTPEUY
I1K-4 CnocoOHOCTH BBIIIOJIHATD) [1K-4 CriocoOHOCTH, HA ITPAKTUKE
Heoﬁxoﬂan[e 1 BBITIOJIHATH pacquLI,
COCTABJICEHUA IKOHOMHYECKHX 000CHOBBHIBAThH nx u
pa3iesioB IUIAHOB PpacyeThl, MPEACTABIIATh  PE3YJIbTAThI
000CHOBLIBATH 170.4 n paboThl B COOTBETCTBUU C
NMPEACTABIATE  PE3YyJIbTaAThI HIPUHSTHIMHU CTaHJApTaMU
padoTbl B COOTBETCTBHM (
NPUHATHIMH CTAHAAPTAMH
IICK-1 CrocoOHOCTD I[ICK-1 CnocoOHOCTh Ha TMpPaKTHKE
MOAroTABJIMBATH IIOATOTaBJINBATD
YIpaBJIeHYeCKHE pPellIeHns 10 YHOpaBJICHYCCKUEC  PCIICHUA
BOIPOCaM IKOHOMHUYECKOM 1o BOIIpOCam
0e30macHOCTH SKOHOMUYECKOMI
0e30IaCHOCTH

Ilepeyenb BONPOCOB /ISl NOATOTOBKHU K 3auery.

Bonpockl TeopeTnuecKkoil HANPABJICHHOCTH:
1. OcHOBHBIE TOKYMEHTOMOTOKH B OpraHU3AIHSIX.
2. UYto Takoe TOKyMEHTOOOOPOT B OPraHU3aINSX.
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HopMmatuBHas 6a3a J1ej10MmMpon3BOJICTBA.

Howmenkiatypa aen opranuszanuid.
Uto Takoe UHAEKC Jena.

3
4
5
6. Opraau3alMOHHO-PACTIOPSAUTEIbLHBIC TOKYMEHTBI OpraHU3aIuil.
7. bnaHk nucbMa OopraHU3alUil U €ro PeKBU3UTHI.

8. Ilonstue «lOpuandeckas cuia TOKyMEHTa.

9. TlomMMHHUK TOKYMEHTA.

10. ToknamgHas 3aImcKa.

11. PexBusut noxkymeHTa. Ha3Bath peKBU3HUTHI OJIAaHKA PACTIOPSKEHUS.
12. PekBu3uTHI OJ1aHKa IIHCHMA.

13. IIporokoun. Buasr mporokona, ohopmiieHuE
14. Ha3oBuTe peKBU3HUTHI 3JEKTPOHHOTO TIOKYMEHTa
15. PexBHU3HUTEI QJICKTPOHHOI'O JOKYMCHTA B COOTBCTCTBUMU C IMOCTAHOBJICHUCM HpaBI/ITeJIbCTBa

Poccutickoit @enepamuu ot 15.06.2009 Ne 477 «O06 yrBepxkaennn [IpaBui gemonpou3BoACTBa
B (heqepanbHBIX OPraHax MCIIOTHUTEILHOW BIACTH.
Bonpochl npakTHYecKoOi HANIPABJIEHHOCTH:

Opranu3zanys KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB B OpraHU3aLUsX.

JlaTh orpejiesnieHue JOKyMEHTO000pOoTa B OpraHu3alusix.

Bupl 10KyMEHTOB B OpraHu3anusx.

dopMHUpoBaHUE TOKYMEHTOB 10 HOMEHKJIATYpE [ JUIsl apXUBHOI'O XpaHEHUS.

Pabora ¢ oOparieHnssMu rpakiaH B OpraHu3aIusXx.

[lepenaya TOKyMEHTOB Ha apXUBHOE XpaHEHHE.

[Topsiok coryiacoBaHusi OpraHU3allMOHHO-PACTIOPSIIUTEIbHBIX IOKYMEHTOB OpraHU3aIil.
Odopmiienne pekBusuTa nucbma «lIpumosxeHue.

©OoNOOOREWNRE

CocraB pexkBusuta nucbma «Iloamuce.

=
o

. Odbopmnenue pexusuta «OTMETKA 00 UCTIOTHUTEIE.

-
-

. HaznaueHnue n O(bOpMHeHHe PCKBU3UTA «Pe3omonus».

=
N

. Odbopmnenue pexuzuta «lloamucey.

=
w

. O(I)OpMJ'IeHI/Ie peH_IeHI/Iﬁ KOJUICTUAJIBHBIX OpPTaHOB.

H
o~

. O(I)OpMJ'ICHI/IC COTJIaCOBaHUA paCIOPAAUTCIIBHBIX TOKYMCHTOB Ha ITPUMEPE IIPpUKaA3a.

[EY
ol

. CornacoBaHue JOKyMEHTOB B OpraHU3allMM Ha IPUMEPE MHUChMA.

Pacuer uTOroBOM pEUTUHIOBOM OLICHKU:

KoauuecTBo 0a/1/10B Onenka
NPONUCHIO OyKBOW
96-100 OTJIMYHO A
86-95 OTJIMYHO B
71-85 XOpOIIO C
61-70 XOPOIIO D
51-60 YJIOBJICTBOPUTEIIEHO E

IlIkama MepeBOJia OUCHKHU U3 MHOT00aJJIbHOM B CUCTCMY «3aYTEHOY/ «HE 3aUTCHO:

ot 0 1o 50 6amnoB «HE 3aYTEHOY

ot 51 mo 100 6ayutoB «3a4TEHO»
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4.4. MeTogu4eckue MaTepuaJbl
Kpurtepuu onieHKH 0TBeTa HAa BOIIPOCHI:

Ha onenky «OTnu4HO» CTYIEHT JOJDKEH NMPOJEMOHCTPUPOBATh 3HAHWE OCHOBHBIX IMOHSTHH,
OTHOCAILIMXCS K cepe TOKYMEHTALMOHHOTO O0eCIeUeHHs YIpaBJIEHUs B OPraHU3alUsX, PaBUIbHO
OTBETHTb Ha BCE JIOTIOTHUTENBHBIE BOIIPOCHI, OTBET IOJKEH OBbITh JJOTMYHBIM U MOCIIEI0BATEIbHBIM

Ha onenky «Xopouio» CTyAeHT NOJDKEH HMPOACMOHCTPUPOBATH 3HAHUE OCHOBHBIX IIOHATHH,
OTHOCAIIMXCS K cdepe TOKYMEHTAMOHHOTO OOECTeYeHHs YIpaBJICHUS B OPTaHU3AIMAX, MIPABHIBHO
OTBETUTh HA BCE [JOINOJHMUTEIbHBIE BOIPOCHI, IIPU 3TOM H3JI0KEHHE OTBETAa Ha BOIPOC HE BIIOJIHE
IIOCJIEZIOBATENILHOE U TPEOYET JOTIOIIHUTEIbHBIX YTOUHEHUH.

Ha oneHky «YIOBJIETBOPUTEIBHO» CTYAEHT JOJDKEH MPOACMOHCTPUPOBATH 3HAHUE OCHOBHBIX
MOHATUH, OTHOCALIMXCS K cdepe MOKYMEHTALMOHHOTO OOECIIEYECHHUs YIPABICHHUS B OpraHU3alUsX,
IIPaBWJIBHO OTBEYAET HE HA BCE JOINOJIHUTENBHBIE BOIIPOCHI, U U3JI0KECHHUE OTBETA HA BOIIPOC HE BIIOJIHE
IIOCJIEZIOBATENILHOE U TPEOYET JOTIOIIHUTEIbHBIX YTOUHEHUH.

Ha ouenky «HeynoBineTBOpUTENbHO» CTYACHT HE JIEMOHCTPUPYET 3HAHUE OCHOBHBIX IIOHATHH,
OTHOCSIINXCS K cpepe TOKYMEHTAMOHHOTO 00ECIeueHHs YIPaBICHHUS B OPraHU3alUsIX, HE OTBEYAET
HU Ha OIUH JOIOJIHUTENIBHBIN BOIIPOC, U U3JI0KEHHE OTBETAa HAa BOIPOC HE IMOCIENOBATEIBbHOE U HE
JIOTUYHOE

S. MeTtoauyeckue ykazaHusi AJ1 00y4ar0IUXCs 110 OCBOCHUIO JUCIUIIIMHBI (MOAYJIsST)
HucuuruinHa «JloKyMeHTalMoHHOe OOecCleyeHue YIpaBJIeHUs», Kak IpaBWIIO, H3ydaeTcs
CTYJCHTaMH Ha BTOpPOM Kypce. IIpy noAroroBke K JIEKIMOHHBIM 3aHATUSAM CTYAEHTY CIEIyeT
O3HAaKOMHUTBCSI C Yy4e€OHO-TEeMaTHUYECKUM IUIAHOM H3Y4aeMOH y4eOHOM AMCLMIUIMHBI, a TaKXke C
KasieH1apHbpIM IIIaHOM IIPOX0KI€HHSI COOTBETCTBYIOIEIO Kypca.

B mpouecce neKIMOHHOIO 3aHATHS CTYINEHT BEAET CBOM KOHCIIEKT JICKIIMM, Jenas 3alucw,
Kacaloluecss OCHOBHBIX TE3HMCOB JIEKTOpA. DTO MOTYT OBITh HCXOJIHBIE MPOOJIEMBI U BOIPOCHI,
KJIFOUEBBIC TIOHATHS U UX ONPEAEICHUS, BaXKHEUIINE ITOJI0KEHNS U BBIBO/IBI, CYILIECTBEHHBIE OLIEHKU U
T.J.

B 3akirouMTenpHOM 4YacTH JEKUMU CTYACHT MOXKET 3aJaTh BOMNPOCHI IIPENOAABATEII0 110
COJIEP’KAHUIO JIEKIIUU, YTOUHSISI U YACHSS JUIs ce0sl TeOpETUYECKHE MOMEHTBI, KOTOPbIE OCTAINUCh MY
HEMOHSTHBIMHU.

CTOUT OTMETUTD, YTO HEOOXOAMMO TaKXKe CHCTEMaTHYeCKasi CaMOCTOsATEbHAasl paboTa CTy/eHTa.

CamocrosrenbHas paboTa CTyAEHTa, MPEkKAE BCEro, MOApPa3yMeBaeT U3ydeHHe UM y4eOHOW u
Hay4YHOU JTUTEpaTyphl, PEKOMEHIyeMOl padoueil mporpaMmMon JUCHMILIMHBL U IPOrpaMMoii Kypca.

3HAUUTENbHYIO pPOJIb B W3YYEHHUM JAaHHOM AMCLUMIUIMHBI BBIMONHSIIOT CEMUHAPCKHE 3aHATHS,
KOTOpbI€ TpU3BaHbl, NPEXKAE BCEro, 3aKPEIUIATh TEOPETUYECKUE 3HAHUS, IOJIyUEHHBIE B XOJE
IIPOCIYNIIMBaHUA U 3alIOMMHAHHUA JIEKIIMOHHOTO MaTepuaia, U3y4eHUs NCTOYHMKOB, O3HAKOMIICHUS C
y4eOHOI M Hay4yHOH JnTepaTypoil. TeM caMmbIM ceMUHapbl CIOCOOCTBYIOT MOJYYEHHUIO CTYAECHTaMH
Hauboyiee KayeCTBEHHBIX 3HaHUI, a TakkKe IMO3BOJIAIOT OCYLIECTBISATh CO CTOPOHBI IPENoaaBaTelis
TEKYIINHA KOHTPOJIb HAJT yCIIEBAEMOCTBIO CTYACHTOB.

CeMuHapckue 3aHATUS TPENo1aBaTedb MOXKET MPOBOJUTH B Pa3IMUHbIX (popmax:
00CyXJIeHHe BOIIPOCOB TEMBI, 3aCIyIIUBAaHHE JIOKJIAJ0B MO OTJACIBHBIM BONPOCAM M MX OOCYXICHHE,
BBINOJIHEHUE TMCbMEHHBIX pabOT, TECTUPOBAHUE U PEIICHUE MPAKTHUECKUX 3aj1ay.

[TomuepkHeM, YTO CTYAEHT JOJDKEH 3apaHee YTOYHHUTh (OpPMY MPOBENEHHUS IMPEACTOSIIETO
MPAKTUYECKOr0 (CEMUHAPCKOI0) 3aHATHS M O3HAKOMMTHCS C IUIAHOM €ro mnpoBeieHus. B mpouecce
MOJATOTOBKU K CEMUHAPY CTYJIEHT CaMOCTOSITENIbHO aKKYMYJIUPYET 3HAHUSI ITyTEeM M3Y4YEHUsI KOHCIIEKTa
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JIEKUMN U COOTBETCTBYIOIIMX pa3/ieloB yueOHMKA, O3HAKOMIICHUS C JOMOJHUTEIBHON JIUTEpaTypol U
HMCTOYHUKAMHU, PEKOMEHIOBAHHBIMH K 3TOMY CEMHUHAPCKOMY 3aHSTHIO.

OTBeuath Ha TOT WM UHOM BOIMPOC CTyJIEHTaM peKoMeHayeTcst GopMyInpoBaTh Hanbosee MoJHO
U TOYHO, TPU 3TOM HYXKHO yMETh JIOTHUYECKH T'PAaMOTHO BBIPAXXaThb U OOOCHOBBIBATH CBOIO TOUYKY
3peHusi, CBOOOHO ONEPUPOBATH IOPUTUUYECKUMHU MOHIATUSIMU U TEPMUHAMHU.

Takum 00pazoMm, MOCEHMIEHUE CTYJASCHTOM JIEKIIMOHHBIX 3aHSTUN, aKTHBHAs CaMOCTOSITEIbHAs
paboTta, a TaKKe 3aMETHOE y4YacTHE Ha CEMHHAPCKHUX 3aHATHUAX HEOOXOIUMBI JUISl TIOJTOTOBKU U
yCIeHOM caun 3auera Kak (opMbl UTOTOBOTO KOHTPOJISL.

[Ipu nmonroroBke k 3aueTy HEOOXOIUMO UCXOAUTh M3 CHUCKa KOHTPOJBHBIX BOIPOCOB. 3auer,
KakK MpaBUJI0, IPOBOAUTCS B YCTHOU (popme.

[Ipn olLleHMBaHWM 3HAHUU CTYJEHTOB 5K3aMEHATOpP PYKOBOJACTBYETCS, TPEXAE BCEro,
CIIEYIOIIUMU KPUTEPUSIMHU:

® [PaBUWIHHOCTH OTBETOB HA BOIIPOCHI;

® [IOJIHOTA U JJAKOHUYHOCTh OTBETA;

e 3HaHHE OCHOBHBIX MPOOJIEM JUCIHUILINHBI,

® JIOTHKAa U apTyMEHTUPOBAHHOCTb
U3II0KEHUS;

® KyJIbTypa OTBETA.

bonee moapoOHyr0 mMHpOpPMAIUIO O METOAMKE MOATOTOBKM M CHAa4M 3adyeTa CTYIEHT MOXKET
MOJIYYUTH y MpernojaBaTelisa Ha KOHCYIbTAUAX U/WIM CEMUHAPCKUX 3aHATHUSAX.

6. YdeOHas quTeparypa u pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHETY», BK/II0OYAs NepedyeHb Y4eOHO-MeTOUYeCKOro odecneyeHus AJ1si CaMOCTOSITeILHOMI
padoThI 00yYAOIIUXCH 110 JUCHUIIMHE (MOLYJIIO)

6.1. Ocnosnasn numepamypa
1. Kabamos, Cepreii FOpreBud. Jlenonpon3BoACTBO U apXUBHOE J€JI0 B TEPMUHAX U OIpPEIETICHUIX
[DnekTpoHHBIH pecypc] : yueO. mocobue /Ui CTYACHTOB BBICIINX y4eOHBIX 3aBEIE€HUH, 00yJaromuxcs
o crienuaigbHocTu 032001.65 «/lokyMeHTOBeAeHHE U JOKYMEHTAI[MOHHOE O0ecTieueHUe YIpaBJIeHUus /
C. 10. Kabamos, U. I'. AchangusipoBa. - 2-e u3a. - DnekTpoH. AaH. - M. : ®@nunra, 2012. - 296
c. Pexxum mocryma: https://ibooks.ru/reading.php?productid=23319
2. Ky3zuenoB M.H. [enonmpousBoAacTBO [DIeKTpOHHBIN pecypc]: ydeOHO-crpaBouHOE Mocobue/
KysnenoB M.H.— DOnexTtpoH. TekctoBble naHHble.— M.: JlamkoB u K, 2017.— 460 c.— Pexum
nocryma: http://www.iprbookshop.ru/60399.html

6.2. /lononnumenvnan numepamypa
1. JIenonpou3BoICTBO B CHUCTEME TOCYJApPCTBEHHOW CIYKOBI : ydeOHO-TIpakT. mocooue / [B. M.

AnucumoB u ap. ; peaxon. H. H. IlyeanoBa (oTB. pen.) u np.] ;Poc. akag. roc. ciyxObl mpu
[Ipesunente Poc. ®eneparuu. - M. : U3a-Bo PAT'C, 2000. - 477 c.

2.I'OCT P.7.0.97-2016 "Cucrema cranaapToB 1o UH(OpMAIH, OUOITMOTEUHOMY U U3/1aTEILCKOMY
neny. OpraHu3alnOHHO-pacIOpAAUTENbHAS JOKYMEHTaIMs. TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOB

3.T'OCT P 7.0.8-2013. Jlenonpou3BOJCTBO U apXUBHOE A€0. TepMHUHBI U ONpeIeIeHUs

4. Tlpuka3z denepanpHoro apxuBHoro areHTCTBa OT11.04.2018 Ned44»O06 yTBEp)ACHUU MPUMEPHOI
WHCTPYKIIUH TI0 JAETIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIIMIX).

5.AnapeeBa Banentuna lBanoBHa. [lpakThka aemonmpou3BOACTBA: OpraHU3AIMS W BEIACHHUE
[yaebHO-TipakT. mocobue] / B.1. Auapeesa. - M. : KHOPYC, 2006. - 268 ¢
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6.bacakoB, Muxaun MBaHoBu4. Kak mpaBMJIBHO MOATOTOBUTH MPHUKA3 : YYEOHO-MPaAKT. mocooue /
M. U. bacakos. - 6-¢ u3z., uctp. u gom. - M. : Jlamxkos u K, 2012. - 150 c.

7.MeTtoanueckue pEKOMEHJAMM MO0 pa3padOTKe WHCTPYKIMHA IO  JIEJONPOU3BOJCTBY B
benepanbHbIX opranax ucnoaHurenapHol Bnactu (IIpukas Pocapxusa ot 23.12.2009 Ne 76)

8.IlepeueHp THUINOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOLIMXCS B Mpolecce
JEATENIFHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJICHUS M OpraHU3alMd C
yka3zaHueM cpokoB xpaHeHus (IIpuka3 Mununcrepcrsa kynbTypsl PO ot 25.08.2010 Ne 558).

6.3. Yueono-memoouueckoe obecneuenue camocmoameibHou padomel.

1. Tlonoxxenue 00 oOpraHM3aliKi CaMOCTOSATENBHONH paboTel crynentoB DI'BOY BO
«Poccuiickass akajgeMuss HApPOMHOTO XO3SAWCTBA M TOCYIapCTBEHHON cimykObl 1pu [Ipe3uaeHTe
Poccuiickont @enepannn»

2. TecroBble 3ajaHus

3. Bompocs! Ui caMoCTOATENbHOM pabOThI CTYJICHTOB

6.4. Hopmamuenwie npasoevie 00OKyMeHmbl
1. Koucturymus Poccuiickoit @enepamuu.

2. Tpaxmanckuii kogekc Poccuiickoit deneparun.

3. ®enepanbhbiii 3akoH Poccuiickort @eneparuu ot 01 oktsadps 2004 roma Ne 125-d3 «O6
apxuBHOM Jienie B Poccuiickoit denepanum».

4, @enepanbubiii 3ak0H Poccuiickoit ®enepanuun ot 27 wmrons 2006 roma Ne 149-D3 «o6
nHpopManuu, HHOOPMAITMOHHBIX TEXHOJOTHUSX U 3alTUTE HHHOPMAITUN.

5. ®enepanbhbiii 3akoH Poccuiickoit @enepamuu ot 02 mas 2006 roga Ne 59-®3 «O nopsiake
paccMoTpenus oOparieHuit rpaxaad Poccuiickoit denepanumy.

6. IlocranoBnenue IIpaBurensctBa Poccuiickoit deneparuu ot 15 urons 2009 roga Ne 477 «O06
VTBEPKIACHUM IPaBWI JCIOMPOU3BOACTBA B (elepalbHBIX OpraHax HCIOJHUTEIBHON —BJIACTH
Poccuiickoit denepanmm.

7. ®epepanbHblii 3akoH Poccuiickoit @eneparuu ot 27 wutons 2004 roma Ne 79-®3 «O
rocyJIapCcTBEHHOM rpaxkaanckoit ciyxoe Poccuiickoit deneparumy.

6.5. Hnmepuem-pecypcol

Jl1st 0OCBOEHMSI TUCIMILIIMHBI CIEeIyeT MOJIb30BaThCsl TOCTYIIOM Uepe3 CalT HayyHOH OMOIMOTEKH

http://nwapa.spb.ru/ k cieayromuM DOJIUCHBIM IEKTPOHHBIM pecypcam:

Pycckoasviunvie pecypcoi:
- JIIEKTPOHHBIE YYEOHUKH 3EKTPOHHO-0MOaoTeuHoi cucteMsl (OBC) «Andyke»;
- JNIEKTPOHHBIE YUEOHHUKH 311eKTpoHHO—OnOmuoTeuHoi cucremsl (OBC) «Jlanby»;
- CTaTbH U3 NEPUOTUYECKUX U3/IaHUH 10 OOIIECTBEHHBIM U I'yMaHUTapHbIM HaykaM «McT-Bbioy»
- SHUUKJIONIEINH, CJIOBAPH, CIPaBOYHUKHU «PyOpHKoH»;
- TIOJTHBIE TEKCTHI AUCCEpTaNuil u aBTopedeparoB aekTponHast buoauorexa duccepranuii PI'B.

Anenoasviunsie pecypcoi:
- EBSCO Publishing - noctyn kK MyJIbTHMIMCUMIUIMHAPHBIM IIOJIHOTEKCTOBBIM 0a3zaM JaHHBIX
pa3NUYHBIX MHPOBBIX H3JaTENbCTB MO OW3HECY, SKOHOMHUKE, (HUHaHCaM, OyXrajTepcKOMy Y4Yery,
TYMaHUTApHBIM U €CTECTBEHHBIM 00JIACTSIM 3HAHUMU, pedeparaM M MOJHBIM TEKCTaM MyONMKalui U3
HAy4HbIX U HayYHO—TIONYJISIPHBIX KYPHAJIOB.

KpoMme BhIIIIENIEpEUNCIIEHHBIX PECYPCOB, HCIONB3YIOTCS CIEAYIOIIHE pecypchl ceTd HMHTepHeT:
http://uristy.ucoz.ru/; http://www.garant.ru/; http://www.kodeks.ru/
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6.6. Huvie ucmounuxku
B xone oOpa3oBarensHOro mpoiecca He HCIOIb3yeTCsl.

7. MarepuajbHo-TeXHUYecKasi 6a3a, HHGOPMAIHOHHbIE TEXHOJIOTHH, IPOrPaAMMHOE
ol0ecrieyeHne 1 HH(POPMaMOHHBIE CIPABOYHbIE CHCTEMbI
WNudopmannoHHbIe CpeacTBa 00 yUCHHS:
- CucteMbl, UCIIOJIb3yeMble [Tl TIOMCKa UCTOYHUKOB HH(popMaluu B cetu MHTepHeT;
* «BD/I-udo» - yHHMKaNbHBIA HJIEKTPOHHBIA CHPABOYHHUK, COJCPIKALIUN BCIO aKTyalIbHYIO
HOPMAaTUBHO-TIPAaBOBYIO 0a3y B cepe BHEUTHEIKOHOMUYECKON JeSITeIbHOCTH;

Onucanue MaTepuaIbHO-TEXHUYECKOH 0a3bl,
He00X0AUMOi 17151 OCylIecTBIeHUs 00pa30BaTeIbLHOIO NpoIecca
10 JMCIHUINJIHHE

Ne HaumenoBanue
n/n
1. CrneunanusupoBanHas ayautopus «HbopMaIimoHHbIe TEXHOJIOTHH B TAMOKEHHOM

JIeJIe» U KOMITbIOTEPHBIN KJIacc - OCHaIleHbl 52-Ma pabounmu cranuusmu [1K, Ha
KOTOPBIX YCTaHOBIIEHBI porpammublie cpeactsa BOJI-/leknapant, BOI-Undo,
Tpenaxep «lIpuem u perucrpanus JekjIapanuy Ha TOBApPbI», a TAKKE OCHALCHBI
CpeICTBAaMH MYJIbTHMeIUA U 4-Msl TocKaMu (10 2 B KaXKIOM M3 KJIACCOB)

2. Crneunanu3upoBaHHas ayqutopus «Jlaboparopusi TOBapOBEIEHUS U IKCIIEPTU3bI B
OpraHu3alMsaX» - OCHAIIEHA CPEJICTBAMU MYJIBTUMEHA, 2-Ms1 10CKaMH,
JIEMOHCTPALIMOHHBIMH MaTepuaiaMH, OTPaXKaroIlUMHU IIPOLIECCHI OCYILECTBICHUS
KOHTPOJISL ¥ BHIIOJIHEHUS ONEpaIHii.
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