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ABTOp-COCTABHUTEIIb:

Kanaunnar s5kOHOMUYECKUX HayK,
JOTICHT KadeIphl SKOHOMUKH B (PUHAHCOB Yy6 M.B.

N.o. 3aBenyromiero kadgeapoit JKOHOMUKA U (PUHAHCOB,
KaH/IMUJIaT SJKOHOMUYECKUX HAyK Uymaxona E.A.

PITA B1. O. 25 « KonTposns u peBusus» o100peHa Ha 3aceilaHuu KadeIpbl 3KOHOMUKU U
¢unancos. [Ipotokon ot 30 aBrycra 2023 roga Ne 1.
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[lepeueHs TIaHUPYEMBIX PE3YJIbTATOB O0YUEHHUS MO TUCIUIUINHE, COOTHECEHHBIX C
TUTAHUPYEMBIMH pe3yJIbTaTaMH OCBOEGHUS 00pa30BaTEIbHOM MPOrPAMMBL. ..............
O6beM AUCUUITIMHBI B 3a4ETHBIX €IUHUIIAX C YKa3aHHUEM KOJIUYeCTBa
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CPEICTB MPOMEXKYTOUYHON aTTECTALNUN MO JUCIIUIIIMHE . ..eoueeneeneenneaneennennennnens
OneHoYHbIE MaTepHalibl MPOMEXKYTOUYHON aTTeCTAllUU MO TUCIUIUINHE
Metoandeckue ykazaHus Ui 00y4yaromuxcs
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"NuTepHeT", BKIIIOYas epedeHb yueOHO-METOJMUECKOro 00eceueH s s
CaMOCTOSATEILHON PaOOTHI 00YUYAIOIIUXCS TTO TUCIIHTIUIAHE . .. vvveeveeneeeennennnsss
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1. HepequL NJIAHUPYEMBIX PE3yJabTaTOB OﬁyquHﬂ o JTMCHUIIJIMHE, COOTHECCHHBIX C
IJIAHUPYEMBIMHU pe3yJibTaTaMH OCBOCHUS IIPOIrpaMMbl

1.1. Juctummaa b1.B.05.712.02.02 JlokyMeHTalmoOHHOE OOecredeHrne IKOHOMHUYECKOM
JeSITeIbHOCTH 00ECIIEYNBACT OBJIA/ICHUE CICAYIOMUMU KOMICTCHIIUSAMU:

Kon
Kon HauMmeHnoBaHue KOMIIOHEHTA
HaumMmeHnoBaHue KOMIETEHITNT KOMIIOHEHTA
KOMIIETEHIINHA KOMIIETEHIIUHU
KOMIIETEHIINH
IIKc OC-5 paspabatsiBaeT MOJEITH JleMoHCTpHUpYyeT CIOCOOHOCTh
oOecrieueHnsT >KOHOMHUYECKOU nooupaTh METOJIBI
Oe3omacHocTd B (HUHAHCOBO- HEHUTpanu3auuu yIrpo3
3KOHOMHUYECKOU 3KOHOMHUYECKOU
’ o ITIKc OC-5.1
BHEITHEIKOHOMUYIECKOH 0e30macHOCTH B (UHAHCOBO-
chepax, Tmpu  pearu3aruu 9KOHOMHUYECKOM,
Ype3BbIYAHBIX CUTYaIui BHEITHEIKOHOMHUYECKOHN
Pa3TMYHON PUPOIBI cdepax

1.2 B pe3ynbTare 0CBOCHHUS JUCLMILIUHBI y CTYAE€HTA JOJKHBI ObITh CHOPMHUPOBAHBDI:

OTD/TD
(ipu HayM4MyK npodcTaHnapTa)

Kon srama
OCBOEHUSL
KOMIIETEHIIUH

PesynbraTel 00yueHus

PyKOBOZICTBO BBITIOJTHEHUEM
ayIUTOPCKOTO 3aIaHMs U
KOHTPOJIb KauecTBa B
OTHOIIICHUH ayTUTOPCKUX
3aJjaHnl/ TIPOBEICHHE 0030PHBIX
MPOBEPOK KAUCCTBA BHIMOIHCHHUS
ayIUTOPCKUX 3aJaHUil, B
KOTOPBIX JaHHOE JIUIO HE
npunumaio yuactus (IIpod.
CTaHIAPT «AYIUTOP», YTB.
MprKa3oM MHUHHUCTEPCTBA TPyia
1 coruanbHOM 3amuThl PO ot 19
okTs0pst 2015 . N 728H )
AHanu3 QUHAHCOBBIX OTCpaIHid
(cenok) KIMeHTOB
OpraHU3aIMH B IEIIAX
BBIIBJICHMS HX CBsi3u ¢ OJI/DT
(TIpod.cranpapr «Crienuaniuct
1Mo (PMHAHCOBOMY MOHHUTOPHHTY
(8B chepe mpoTHBOHEHCTBHS
JIETaTU3aIliu JT0X0JI0B,
MOJTyYSHHBIX TPECTYITHBIM
myTeM, 1 (PUHAHCUPOBAHHIO
TeppopusMa) (YTB. IPUKA30M
MunucrepcTBa Tpyaa u
colHagbHON 3amuTel PO ot
24.07.2015 . N 512H)

IMKc OC-5.1

HA YPOBHE 3HAHUH:

- BHYTPEHHHUX OPTaHHU3AIIOHHO-PACTIOPAANTEIBHBIX|
TOKyMEHTOB ~ 3KOHOMHYECKOTO  CyOBEKTa, pEeriJaMeHTHPYIOIIHE
MOPSIIOK COCTABJICHUS, XpAaHEHHs M Teperady B apXHB IEPBUYHBIX|
YUETHBIX JOKyMEHTOB

Ha ypPOBHE YMEHHIi:

- aHAJM3MPOBATh MHPOPMALMIO O MOAO3PUTEIBHBIX OINEPaLUsX
U clerKax, o0ecreunBaTh 0ObEKTUBHOCTD aHaIn3a HH(GOpMan

Ha YPOBHE HABHIKOB:

- TIPOBEPKH YUPEIUTENbHBIX, PETHCTPAlMOHHBIX, IUIAHOBBIX,
OTYETHBIX, OyXTaATepCKMX M APYIHX JOKYMEHTOB IO Qopme u
COZIEP)KaHNIO B LEJISX YCTAHOBJICHHS 3aKOHHOCTH M IPaBHIBHOCTH
[IPOM3BEAECHHBIX ONEepaii




2. O0BbeM u MecTO AMCUMIIMHBI (Moay.s) B crpykrype OIT BO

O0beM TUCHUTLIMHBI

OO6mas TpyA0€MKOCTh TUCIMIUIMHBI cocTaBisieT 3 3.e. (108 a.u.).

KonnuecTBo akageMHuUecKMX 4acoB, BBIJIEJCHHBIX HAa KOHTakTHYI paboTy cC
npernojaBaTeneM (1o BUAaM yueOHBIX 3aHATHI) M HAa CaMOCTOATEIBHYIO pad0Ty 00yUYaromuXcs:
- oyHas hopma oOydeHHUs: JISKITUU — 16 a.4

., IPaKTHUYECKUE 3aHATUSA — 16 a.4., camocTosITeNbHas paboTa — 724., KOHTPOJb 4 a.4.

- 3aouyHasg ¢opMa OOy4yeHHs: JEKIUHU — 2 a.4., MPaKTHYEeCKHe 3aHATusS — 2 a.d.,
camocTtosiTenbHast padora — 100 a. 4., KOHTpoIb — 4 a.4.

Mecto nucuuniauesl B crpykrype OII BO

JMuctumnHa  «/lokymMeHTanmoHHoe oOecrieueHre SKOHOMUYeckor paestenpbHocTH» (b1.
B.05.112.02.02) otHOCHTCS K 6a30BOI YacTH U B COOTBETCTBHH C YUCOHBIM TJIAHOM OCBAWBACTCS B
9-M cemecTpe Ha 5-0M Kypce OYHOM (opMbI 0Oy4EeHHS, Ha 5-OM Kypce 3a04HOM (OpMBI 00yUICHHUS.

HuciuminHa «[IpakTHKyM TO KOHTPOJIIO M PEBU3UW» SBISETCS MPEAIICCTBYIOIMICH st
MOCJICIYIONINX, OCBAaMBAaEMbIX B JaJbHEHIIEM JHCIMIUINH: «DKOHOMHYECKas O€30MacHOCTHY,
«IKOHOMUKA opraHuzanuny, «Hanoru u HamoroobmoxeHue», «Aynur», «PbIHOK IIEeHHBIX OyMary,
«@uHaHCh», «OpraHuzamus 1 METOJUKa MPOBEJACHUS HAJOTOBBIX MPOBEPOK», «OIIEHKA PUCKOBY,
«KonTpons m peBususs» u apyrue. dopMa NPOMEKYTOYHOM aTTECTAlUM B COOTBETCTBUHU C
y4eOHBIM IIJIAHOM IO OYHOM (hopme oOydeHHs: 9 ceMecTp — 3a4eT; 1o 3a04HOi (popme oOyueHus: 5
KypcC — 3auer.



3. CTpykTypa IUCHUILIMHBI

O0beM IMCUMILIMHBI (MOYJIs1), Yac. dopma
KonTakTHas padora Terymero
KOHTPOJIsI
o0yuarouuxcs ¢
CP | ycnmeBaemMocCTH ,
HaumeHnoBaHue Tem npenojaBartejemM
Ne i/t . MPOMEKYTOYHO
(pa3neJioB) Bcero | mo BMaam y4eOHBIX 3aHATHH o
i aTTecTaluu
113/
ng% JIP 20, | KCP
JOT
Ounas popma odyuenun
JIoKkyMEHT © cHCTEeMBI 12 2 2 8
Tema 1 | noxkymentanuu. [lonstue K3
JIEIIONPOU3BOCTBA
TpeboBanus K 16 2 2 12
COCTaBJICHUIO " K3
Tema 2 | opopmieHHro
podeCCHOHATTEHON
JIOKYMEHTAlLuU
CoBpeMeHHBIE  CITOCOOBI 12 2 2 8
K3
Tema3 | U TexXHMKAa CO3JaHUS
JIOKYMEHTOB
Tema 4 Cocrasnenue OP]] 16 2 2 12 K3
Tema 5 JlenmoBble mucbma 12 2 2 8 K3
Koppecnonnennusi, 16 2 2 12
CBsI3aHHAas C
K3
Tema 6 MPOBEJICHUEM
MEePUOIMYECKUX
MEpONPHUATHI
Kommepueckas 12 2 2 8
Tema 7 nepenucka c K3
3apyOeKHBIMU
napTHepamMu
Opranuzanus 16 2 2 12
K3
Tema 8 JIOKYMEHTO000poTa
IIpome:kyTOUHAS aTTeCTALMS 4 2 3auer
Bcero: 108 16 16 72 4




O0beM TUCUMIIMHBI (MOTYJIS), YacC. ®opma
TeKyILlIero
KonTakTHas padora ym
KOHTPOJIA
00y4arouuxcs ¢ 1
CP | ycmeBaeMOCTH ,
HanmenoBanue Tem npemnoaaBarejemM o
Ne i/t . MPOMEKYTOYHOM
(pa3aeJsioB) Bcero | mo Bugam y4eOHBIX 3aHATHI
arTecTaluu
113/
JI/20,
0T’ JIP 20, | KCP
JOT
3a0unasn gropma odyuenusn
JIOKyMEHT U CUCTEMBI 12
K3
Tema 1 | noxymenrtaruu. [lonstue
JIEIIONPOU3BOCTBA
TpeboBanwus k 1 12
COCTaBJICHUIO U 3
Tema 2 | ohopmiieHHIO
npodeccuoHanbHOM
JIOKYMEHTAIU!
CoBpeMeHHBIE CTIOCOOBI 1 12 K3
Tema 3 | m TeXHHUKa CO3TaHUI
JIOKYMEHTOB
Tema 4 CoctaBnenue OP/] 1 12 K3
Tema 5 [enosle nucbMa 1 12 K3
Koppecnonnennus, 12
CBSI3aHHAA C
K3
Tema 6 IIPOBEICHUEM
MEePUOANYECKUX
MEPOIPUATHIA
Kommepueckas 1 12
K
Tema 7 MEPEINCKA C K3
3apyOeKHBIMU
napTHEpaMu
raHu3aIus 1 16
Tema 8 Op H K3
JIOKYMEHTO000pOTa
ITpome:KyTOUHAS aTTEeCTALMS 4 4 3auer
Bcero: 108 2 2 4 100 4

[Tpumeuanue: * — Gopmbl Tekymero KOHTpoist ycneBaemoct: KP — konTponbHast pabora, K3 —
Kec-3amanue, T — TecT.
Hoctyn k JIOT ocymecTBisieTcss KakIbIM OOYYaIOIIUMCS CaMOCTOSITENILHO C JTF000TO

yCcTpoiicTBa Ha mopraiue: https://moodle.vlgr-ranepa.ru/. Ilaponb ¥ JTOTHH K JTUYHOMY KaOWHETY /
pouITIo / YYETHOM 3allMCH TPEOCTABISETCS 00yUaroeMycs B JIeKaHaTe.

' Hpumeuanue: $HopMbl TEKyIIero KOHTposs ycmeBaemocTu: TectupoBanue (T), mpakrtuueckoe
3aganue (I13). Texymmii KoHTpoab poBoauTcs ¢ mpuMenenuem JOT.

> 10T - nucTaHIMOHHBIE 00pa30BaTEIbHBIC TEXHOIOTHH.
Ilpumeuanue: nexUU W TIPAKTHYECKUE 3aHATHS, OTMEUYCHHBIE 3BE3J0YKOW, MPOBOISATCS C NMPHUMEHEHHUEM
JOT. OcranpHble 3aHATHSI TPOBOATCS B OUHOM (hopMme.


https://moodle.vlgr-ranepa.ru/

Bce ¢dopMbl Tekymiero KOHTpPOJS, MPOBOAMMBIE B CHUCTEME TUCTAHIIMOHHOTO OOy4YeHHs,
OIICHUBAIOTCS B CUCTEME JMCTAHIIMOHHOTO 00yueHus (ganee - C/10O).

3.1 Conepxxanue QM CHUNINHBI

Tema 1. JlIokyMeHT u cucTeMbl JoKyMeHTanuu. [lonsiTue 1e/10nMpon3BoacTBA

JlokyMeHT, ero OcCHOBHble  (YyHKIMH (MHOOPMALMOHHBIE, KOMMYHHKATHBHBIE,
yOpaBlIeHYECKHE, TMPaBOBBIE, KYyJIbTypHBIE, HUCTOpHYeckue). JIOKyMEHT Kak TpeaMeT
nenonpou3BoAcTBa. OOmas XapaKTepUCTHKA YHOPaBIEHYECKHX JIOKYMEHTOB. Y HHUUKAIUS
JOKYMEHTOB; CTaHJapTHU3aIHs KaK (popMa FOPUINUECKOTO 3aKpeIICHHS MPOBEACHHON YHU(DUKAINN
B chepe JIOY. YHudummpoBanapie cucteMbl JoKyMeHTauu. OOIEpOCCUUCKUi KiIacCupuKaTop
npodeccnoHanbHOM JoKyMeHTaruu. Kiaccupukanuu JOKYMEHTOB (IO MECTy COCTaBIICHUS, IO
COJIepKaHuIo, 1o GopMe, IO CPOKaM HCIIOIHEHHUS, TI0 MPOUCXOXKIECHHIO, 10 cpeAcTBaM (UKCaluH,
Mo IOPUAMYECKON Cuiie, MO cTagusM co3faHus). JleIonpous3BoJACTBO (JIOKYyMEHTAIIHOHHOE
o0ecrieyeHre YIpaBlIEHHUS); €r0 MECTO W 3HAYUMOCTb JJisi NMPO(ECCHOHAIBHON JesTeNTbHOCTH.
JIOKyMEHTUpOBAaHUE W OpraHU3aIus JOKYMEHTOOOOpOTa KaK COCTaBHBIC JIEIOMPOU3BOJICTBA.
OcHOBHBIE 3TaMbl paboThl C TOKYMEHTHBIMHU (hOpMaMu, COJepKaHue U XapakTepuctuka. OCHOBHbBIE
tepmuHbl U noHsaTus JJOVY ('OCT P 51141 «/lenonpou3BoACTBO U apXUBHOE J1€710. TepMHUHBI U
OTIPEICTICHUS ).

Hcropust cTaHOBIEHUS M PA3BUTUS KOHTPOJIS U peBu3nd. CyIHOCTbD, POb U (PyHKIUN

Tema 2. TpeGoBanusi K COCTAaBJCHHI0 H O(OPMJICHHMI0O NPO(PecCHOHAILHOM
AOKYMeHTAlNHU

YHuUIUpOBaHHAS CHCTEMa OpraHU3allMOHHO-paclopaauTeabHol aokymeHnrtamuu (YC
OPNl): COCTaB, Ha3HAYECHHUE, pacrpocTpaHeHHE. HopmaTtuBHO-MeTotMuecKast 6aza
JeNONPON3BOICTBA. VcTOpUst pa3BUTHS YHU(PHUKAIMA W CTAHAAPTU3ALMU  YIPABICHUECKUX
nokyMeHToB B Poccun. 'OCT P 6.30 kak OCHOBa CO37aHHs OpPraHU3aIMOHHO-PACTIOPSIAUTETLHOTO
nokymenra. @opmynsap-o0pasen; - MOAETb MOCTPOEHUS YHU(HUIIMPOBAHHOTO JoKyMeHTa. OOriue
TpeOoBaHus, NpeabsBIsIeMbIe K 0POPMIICHHIO CITyKeOHOro TOKyMeHTa (hopMaThl, pa3Mepsl MoJeH,
MOCTPOCHUE KOHCTPYKLIMOHHOW CEeTKH. PeKBHM3UT — HMH(OPMAIMOHHBINA 3JEMEHT JIOKYMEHTA.
Cocras, pacnonoxenue, npasuia opopmieHus. PEKBU3UTHI IepeMeHHbIE, TTOCTOSIHHBIE; OCHOBHbBIE
u  cayxeOHble  oTMeTkd. CmyxeOHble  oTMeTkH. CBs3b  PEKBM3MTOB €  3TalaMmu
JIETOTIPOU3BOCTBEHHBIX PA0OT.

Tema 3. CoBpemMeHHBIE CIIOCO0OBI U TEXHUKA CO31aHUS JOKYMEHTOB

KowMmmeloTepHble TEXHONOTMM JeJ0BOM mepenucku. Kparkuii 0030p MpOrpaMMHOTO
oOecrieYeHUs TEPCOHAIBHOTO KoMIbloTepa. OCHOBHBIE METOIbI (POpPMATHUPOBAHUS TEKCTA.
Atpubytel odopmienus tekcra. OdopmieHune ab3aieB, pyOpHK, 3aroJOBKOB, IMpPHUMEUYaHUM,
cHOCcOK. TaGmuiibr

Tema 4. CocraBienue OPJ]

Knaccudukanus noxymentoB B cocraBe YC OPJl: nOKyMEHTB OpraHM3alllOHHBIE,
pacrnopsAauTCIILHBIC, CHpaBOqHO-I/IH(i)OpMaHI/IOHHBIe, O(bI/II_[I/IaJ'IBHO-J'II/I'-IHBIe. bmankn JOKYMCHTOB.
Bunsl, coctaB pekBuU3HUTOB, ImpaBuia odopmieHus. [epOoBble OmaHku: TpeOOBaHUS K
HU3TOTOBJICHHUIO, XpaHCHHIO, UCII0JIB30BaHHUIO n YHHUYTOKCHHIO. HOFOBOpa, KOHTPAKThI:
Pa3sHOBUIHOCTH, COCTAaB pPEKBU3UTOB, OCHOBHBbIE TpeOoBaHUS K odopmieHHo. [Ipuka3zs:
0COOEHHOCTH COCTaBJCHHS W OG(OPMIICHHUS, PA3HOBHIHOCTH TMpHKa3oB. COCTaB PEKBU3UTOB,
OCHOBHble  TpeOoBaHHS K  OQOPMIEHHIO, OCOOCHHOCTM  IIOCTPOCHHUS, BU3UPOBAHHE.
YuudunupoBanHsle (HOpMbI MPUKA30B MO KaapoBbIM BompocaM. CrpaBouHO-HUH(DOpPMALMOHHBIE
JOKYMEHTBI: CITy’KeOHBbIe 3aluCKu, akThl, cnpaBku. Knaccudukamuu, GopMmysspsl, 0COOCHHOCTH
nocTpoeHuss Tekcrta. OCHOBHBbIE BHJIBI OOpamieHuil (kanoba, TpeanoKeHue, 3asBIEHUE,
XoAaTaicTBo, netunus). opmyssipbl, 0COOEHHOCTH MOCTPOSHUS TEKCTa.

Tema 5. JlesioBble mUCbMa



JlenoBoil MUCBMO Kak CpeACTBO WHGOPMAIMOHHOTO OOMEHa MEXKIY OpTraHHU3aIHsIMH.
Knaccupukamuss mnucem. JlemoBoe NHCBMO B YCIOBHSIX yHH(UKauMU (CTPYKTypa TEKCTa,
CTaHIapTHhIe (pa3bl U BeIpakeHus). Gopmyssp nucbMa. OCOOCHHOCTH MOCTPOCHHS MPOCTHIX U
CIOXHBIX TeKcToB. Kommepueckue mucbma (odepra, pexnamaius U Jp.); BUABI U OCOOCHHOCTH
odopmIieHusI.

Tema 6. KoppecnonjaeHuusi, CBI3aHHAsI ¢ IPOBEJeHUEM MEPUOTUYECKUX MEPONPUSTHI

[Mucpma-npurnamienusi, MUChbMa-U3BEIICHUS: CTPYKTYypa, OCOOCHHOCTH MOCTPOEHHUS TEKCTa,
cTaHnapTHble ¢Gpa3sl U BbIpakeHUs. [IpoTOkon Kak JOKYMEHT, cofep allluid 3amuch Xoja
O6CY)KI[€HI/I$I BOIIPOCOB W MPUHATHUSA peHIeHI/Iﬁ Ha C06paHI/I$IX, 3aCCJaHUuAX, ACJIOBBIX BCTpCUaX.
Bunet nporokonoB. @opmynsp mnpotokona. Ctpykrypa Tekcta. OCHOBHBIE TpeOOBaHUS K
oopmienuto npotokona. Beimucka u3 nporokona. TenerpamMma, Tenekc, AEKTPOHHOE COOOIIEHHE,
TeneoHOrpaMMa  KaK  CpeACTBa  ONEPAaTUBHOTO  HMH(OPMAIMOHHOTO  OOMEHa  MEXIy
opraHu3anuvsamMu.

Tema 7. Kommepueckasi nepenucka c 3apy0e;KHbIMHM NapTHepaMu

Crannaptet UCO Ha odopmienue nepenucku. Popmarel Oymaru, HPOEKTHPOBAHUE
6mankoB. MexayHapoaHble MUChMa. BUIBI 1 0COOGHHOCTH TMOCTPOCHUS MEKIYHAPOIHBIX THCEM.
PexkBU3UTHI MEXTyHapOJHOIO MUChMa.

Tema 8. Opranuszanusi 10KyMeHTO000pOTa

[Tonsatue nokymeHTOOOOpOTa. OCHOBHBIE 3Tallbl: PETUCTPALUS BXOJALIIUX JTOKYMEHTOB,
paccMOTpeHHe U TPHUHITHE PELICHUs; UCIOJIHEHHE, KOHTPOJb MWCIOJHEHUS JOKYMEHTOB,
¢dopmupoBanue nen. HoMmeHknarypa nen Kak CHCTEMaTH3UPOBAHHBIM IMEpeYyeHb HAUMEHOBAHMN
Jiell, ¢ yKa3aHWeM CpPOKOB MX XpaHEeHHA. Buasl HOMEHKIATyp, odopMieHHE, NepUOAUYHOCTH
BHECEHUS H3MEHEHUH. OKCIEpTH3a ILIEHHOCTH JOKYMEHTOB, IOJArOTOBKA J€lI K apXWBHOMY
xpaneHuto. 3akoH «O KOMMepuecKoW TaifHe», €ro 3Haue€HHE U OCHOBHbBIC IIOJOKEHUS.
WNudopmarnins, oTHOCUMas K pas3psay «KOMMepuyeckoi TaiiHb». UHbopMaius, KoTopas HE MOXET
ObITh OTHECEHA K pa3psdy «KOMMepueckol TaiiHbl». KoHuaeHnnaibHOe IeI0NpOU3BOJCTBO KakK
OCHOBa oOecreyeHHs] aJeKBAaTHBIX YCJIOBUU IJIs JOKYMEHTUpoBaHUs HH(popmanuu. [IpaBuna
ompeseNeHus] Kpyra JUI, UMEIOMMX [IOCTyHn K HH(pOpMaIUH, COJAEp)Kallel «KOMMEPYECKYIo
taiiny». ['pudsl, ucnonb3yemble npu padbore ¢ gokyMeHTamHu. OTBETCTBEHHOCTh 3a HapylICHHE
npaBuwil pabOTBl C JOKYMEHTAMHM, COJEpKalIUMH KOH(HUICHIUAIbHbIE CBEACHUA. TEXHOJIOTUS
paboTel ¢ oOpameHusMu rpaxkigaH. Perucrpaums, yder. KOHTpodb CpOKOB HCHOTHEHUS
oOpamenuii. OcdopmieHue Aen NHUCbMEHHBIX oOpanieHuid rpaxiaaH. [IpaBuia ywera yCTHBIX
oOparieHuit.

4. MaTepuaJbl TeKylero KOHTPOJIsSl ycIeBaeMOCTH 00y4aloLUXCs H
(oHI O1IeHOYHBIX CpeaCTB MPOMEKYTOYHOM aTTeCTALMHU 0 IMCHHUIIJIMHE

4.1. ®@opMbl H MeTOAbI TEKYIIEro KOHTPOJISI YCHEBAEMOCTH OO0YYAKOIIUXCH H
NMPOMEKYTOYHOM ATTeCTALMH.

B xone peanmzanuu mucturmuael bl. B.05./12.02.02 «/lokymeHTanmoHHoe oOecrieueHne
SKOHOMHYECKOU JICSITEIBHOCTHY» HCIOJIB3YOTCS CICAYIONUE METOJbl TEKYIIEro KOHTPOJIS
yCIIEBaEMOCTH O0YJarOIIUXCS:

Metoap! TEKyIIEro KOHTPOIIA
Ne m/m HaumeHnoBanue tem (pa3aenos) Y p
yCIIEBaEMOCTH
Tema 1 JloxyMeHT u cucteMsl JoKkyMeHTanuu. [Tonstue Kerlic-3amanue




JIeJIONPOU3BOJICTBA

Tema 2 TpebGoBaHUs K COCTABIICHUIO U OPOPMIICHHUIO Keiic-3amanne
PO ECCHOHAIBHON JOKYMEHTAITUH

Tema 3 CoBpeMeHHbIE ClIOCOOBI M TEXHUKA CO3/IaHUS Keiic-3amanue
JTOKYMEHTOB

Tema 4 CocraBnenue OP/] Kerlic-3amanue

Tema 5 JlenoBble MHChMa Keiic-3amanue

Tema 6 Koppecnonneniusi, cBsizaHHasi ¢ MPOBEICHUEM Keiic-3amanue
MEPUOTNYECKUX MEPOIPUSITUI

Tema 7 KommMmepueckas nepenucka ¢ 3apyOexHbIMU Keiic-3ananue
MapTHEpaMH

Tema 8 Opranmzaius JOKyMeHT0000poTa Keilic-3ananue

4.1.1. 3ayer NpPOBOAMTCH ¢ NPHMEHEHHEM CJEAYIIIMX MeTOA0B (cpeacTB): 3adeT
PEKOMEHYETCSl MPOBOAUTH C IPUMEHEHUEM CIEAYIOIUX METOI0B (CpPEACTB): KOMIIBIOTEPHOE
TECTUPOBAHUE, METOJI YCTHOTO OTBETA HA BOIPOCHI 10 MaTepHUagaM JUCHUIIINHBI.

3HaHUs 00YyYaroIerocst Ha 3a4eTe OLIEHUBAIOTCS KaK «3aYTCHO» WM «HE 3aYT€HO». Y MEHUS
M HaBbIKM OOYyYalollerocss Ha »5K3aMEHE OIEHHUBAIOTCS C BO3MOMKHOCTBIO IOCIIEIYIOIIEro
xouBepTupoBanus B cucremy ESTC u BPC®. Mtorosast oleHka Mo JUCHUIUIMHE ABJISETCS CyMMOM
0aJ10B pe3ybTaTOB TEKYIIETO KOHTPOJIS M MPOMEKYTOUHBIX aTTECTALIUM.

«IIporienypa  oLlEHWBaHUS  pPE3yJIbTATOB  OOyUYEHHUS,  XapaKTEPU3YIONIUX  DTAIlbl
(dbopMUpOBaHUSA KOMIIETEHLUH, OCYIIECTBISIOTCS B COOTBETCTBUHM ¢ IlojoxkeHuem o TeKylieM
KOHTpOJIE YCIIEBAEMOCTH U MPOMEKyTouHOM arrectauuu cTyleHToB B ®I'BOY BO PAHXul'C n
PernamenTom o OauIbHO-PEHTHHTOBOM cucTeMe B BoarorpajackoM HHCTHTYTE YIPABJICHHS -
¢wmane PAHXul Cy.

[Ipu mnoaroroBke K 3adery OOydYaIONMIMHCS BHHUMATEIbHO IPOCMATPUBAET BOMPOCHI,
MPeIyCMOTPEHHbIE paboueil MporpaMMoOil, W 3HAKOMHUTBCS C PEKOMEHIOBAHHON OCHOBHOM
autepaTypoil. OCHOBOM 17 cAayu 3ayeTa OOy4aroUIUMCsl SIBJISETCS HM3yuyeHUE KOHCIEKTOB
0030pHBIX JEKIHUH, MPOCIYIIAaHHBIX B TE€UCHHUE ceMecTpa, HHPOpMaLus, MOTyYeHHas: B pe3yJIbTaTe
CaMOCTOSITENTFHOW paboThl, M MPAKTHYECKUE HABBIKM, OCBOCHHbBIE MPH PELICHUH 33]a4 B TEUECHUE
cemecrpa.

4.2. PexoMeH1yeMble MaTepHaJbl TEKYLIEro KOHTPOJIS yCIeBaeMOCTH
IIpuMepHbIe BONPOCHI 1JIsl IPOBEICHUS ONIPOCA HA 3aHATHAX

Tema 1. JlokyMeHT U cucTeMbl JokyMeHTanuu. [lonsitue aesionpousBoacTBa

1. JlokymeHT, ero ocHoBHbIe (hyHKIMU. Kitaccuukanum J0KyMEeHTOB.

2. HenompomsBoactBo (JJOY); ero mecto W 3HAYUMOCTh B MPOQPECCHOHATBHON
ACATCIbHOCTH.

3. JlokyMeHT Kak TIpeAMeT JeJoNpou3BojacTBA. 4. YHUDHUIMPOBAHHBIE CHCTEMBI
JOKYMEHTALHH.

5. OcHOBHBIE TepMUHBI U MIOHATUS [JOY

Jluteparypa:

1. Kopnees, U. K. JlokyMeHTHpOBaHUE YNPABICHYECKON NEATEILHOCTH : YUYCOHUK IJIS
By30B / 1. K. Kopnees, A. B. [Tmenko, B. A. MamypruieB. — 3-e u3z., nepepad. u qomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bricmee o6pazoBanne). — ISBN 978-5-534-16001-7.

* Ipu ycnoeuw, ecnu GamutbHO-peliTunroBol cucrtema (BPC) BHenpeHa B y4eOGHBIM MPOLECC CTPYKTYPHBIM
nofipaziesienneM/punuanomMm AKaaeMun
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— Texkcr : oanekrponnsli // OOpazoBarenbHas minatdgopma IOpaiir  [caiit]. —
URL: https://urait.ru/bcode/523610

Tema 2. VYmnpasieHyeckass [JOKYMEHTAlMsA: TPeOOBaHMA K COCTABJICHUIO H
0(popMJICHUIO

1. YaudunupoBaHHasi cMcTeMa OpPTaHU3AIMOHHO-pacropsauTensHoil qokymeHTarmu (YC
OPJ]).

2. HopmaTuBHO-MeTOIMUecKas 6a3a AeIOMpOn3BOICTRA.

3. Pa3BuTHe yHU(UKAIUKN U CTAHJAPTH3AIMH yIIPaBIEHYECKUX TOKYMEHTOB B Poccun.

4. T'OCT P 6.30 kak ocHOBa CO37aHMsI OPraHNU3ALMOHHO-PACTIOPAIUTENBHOTO TOKYMEHTA.

5. ®opmynsp-o0pasel - MOJIeb MOCTPOSHHS YHU(PUIIMPOBAHHOTO TOKYMEHTA.

6. OOmue TpeboBaHMs, TMpenbsABIsieMble K OGOPMIICHHIO CIIy>)KEOHOTO JIOKyMEHTa
(popmaTtsl, pazMepsl MoJieH, MOCTpOeHNEe KOHCTPYKIIMOHHOM CETKN).

7. PexBU3UT — MH(GOPMALMOHHBIN 3JeMeHT AokyMeHTa. CocTaB, pacHojoKeHue, MpaBuiia
oopmienus.

8. PekBU3UTHI IepeMeHHbIE, TOCTOSTHHBIE; OCHOBHBIE U CITyKEOHbIE OTMETKH.

Jlureparypa:

1. Kopuees, U. K. JlokyMeHTUpOBaHUE YIIPaBIEHYECKOW ACSITEIbHOCTH : YUYEOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. MamyprieB. — 3-e u3z., nepepad. u qomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmee o6pazoBanme). — ISBN 978-5-534-16001-7.
— Tekcr : oanekrponnsli // OOpaszoBarenbHas minatrgopma IOpaiir  [caiit]. —
URL: https://urait.ru/bcode/523610

Tema 3. CoBpemMeHHBIEe CIIOCOOBI U TEXHUKA CO31aHUS JOKYMEHTOB
1. KomnbroTepHble TEXHOJIOTUH JIEJIOBON MEPEIHCKH.
2. OcHOBHBIE METO/IbI (POPMATUPOBAHMSI TEKCTA.
3. AtpuOyTsl opopmiienus Tekcra. Odopmienue ad3aies, pyopuK, 3ar0JIOBKOB,
IIPpUMEYaHui, CHOCOK.
4. Tabnuuel u Oubnuorpaduveckue oNnucaHusl.
Jlureparypa:
1. Muxaitnosa, JI. JI., Opranuszanus JOKyMEHTAIlMOHHOTO 00ecreueHHs! yIpaBIeHus U
(GyHKIIMOHMPOBaHUS opraHu3auuil : yuebHoe nocodue / JI. JI. MuxaitnoBa. — Mocksa : KuoPyc,
2023. —211 c. — ISBN 978-5-406-11801-6. — URL.: https://book.ru/book/949731

Tema 4. CocraBieHne U odgopmileHHe OPraHHM3ALUOHHBIX, PACHOPAJMTEIBHBIX H
opUIHATBHO-TUYHBIX IOKYMEHTOB

1. Knaccuduxkanus nokymeHToB B coctaBe ¥ C OP/l: Ha3HaYeHHe U BUIIBI.

2. bnaHku 1OKyMEHTOB. Bubl.

3. JloroBopa, KOHTPAKTbI, OCHOBHBIE TPEOOBaHUS K OPOPMIICHHIO.

4. Ilpukas, Gopmysap, 0COOEHHOCTH TOKYMEHTHPOBAHUSI.

5. IIpukassl 110 KaIpOBBIM BOIIPOCAM.

6. OcoGeHHOCTH 0POPMIIEHHUS CLIPABOYHO-UH(POPMAITMOHHBIX JOKYMEHTOB:

(cyxeOHBIX 3alHCOK, aKTOB, CIIPABOK).

7. OGpamienust Tpaxaad (kano0a, IpeaoKeHNe, 3asBICHUE, X0aTallCTBO).

8. OcHoBHbIE oprann3annoHHbie JokyMeHTsl HOU KemI'V.

Jlureparypa:

1. [upokosa, JI. B., JlokyMeHTallMOHHOE OOECTIeUeHHE YIPABICHYECKUX MPOILIECCOB :
yueOHoe nocobue / JI. B. Hlupokosa, U. A. AcradppeBa. — Mocksa : Pycaiinc, 2023. — 110 c. —
ISBN 978-5-466-01887-5. — URL: https://book.ru/book/947278

Tema S. /leji0Bble 1 KOMMepYeCKHe NUCbMA
1. CiryxebHOo€e MUCHMO KaK CPeICTBO MH(POPMAITMOHHOTO OOMEHA MEXKTy OPTaHH3AIUSIMH.
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2. Knaccugukanuu ciayKeOHbIX ITHUCEM.

3. @opmynsap ciyxebHoro mucbMa. OCOOCHHOCTH TOCTPOCHHSI TPOCTBIX W CIIOKHBIX
TEKCTOB.

4. JlenoBoe MHCHbMO B YCIOBUSIX YHHU(DUKaNMK (CTPYKTypa TEKCTa, CTaHAApTHBIE (pa3bl U
BBIPKEHUS).

5. Kommepueckue nucbma (odepra, pekjiaManus 1 Jp.); BUJIbl U 0COOEHHOCTH 0()OpMIICHUS.

Jlureparypa:

1. Kopuees, U. K. JlokyMeHTUpOBaHUE YIIPaBIEHYECKOW AESITEIbHOCTH : YUYEOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. MamypruieB. — 3-e u3., nepepad. u qomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmee o6pazoBanne). — ISBN 978-5-534-16001-7.
— Texkcr : oanekrponnsli // OOpaszoBarenbHas minatgopma IOpaiir  [caiit]. —
URL: https://urait.ru/bcode/523610

Tema 6. KoppecnnonaeHuusi, CBsI3aHHas1 C IPOBeIeHUEM IEPUOAUYECKUX MEPONPUATHI

1. Ilporokon, popmyiisip npotokona. CTpyKTypa TEKCTa.

2. Buapt mpotokosioB. OCHOBHBIE TpeOOBaHUS K 0OPMIICHHUIO.

3. Beinucka U3 npoToKoa.

4. Ilucbma-nipuTIIalICHUS, TUChbMa-U3BEIICHHUS.

5. Tenerpamma, Tenekc, TeaeGoHOrpaMMa, IEKTPOHHOE COOOIICHNE — KaK

Cpe/ICTBa ONEepaTUBHOTO HHPOPMAIIMOHHOTO 0OMEHA.

Jlureparypa:

l. Kopuees, U. K. JlokyMeHTUpOBaHUE YIIPaBIEHYECKOW AESITEIbHOCTH : YUYEOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. MamyprieB. — 3-e u3., nepepad. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmee o6pazoBanne). — ISBN 978-5-534-16001-7.
— Texkcr : oanekrponnsli // OOpazoBarenbHas minatdgopma IOpaiir  [caiit]. —
URL: https://urait.ru/bcode/523610

Tema 7. IIpaBuiia u popMbl KOMMEPYECKOM MEPENUCKHU € 3apy0esKHbIMH NAPTHEPaMHU

1.Crangaptet MCO Ha odopmieHre TEpenCcKy.

2.®opmatel OyMaru, NpOEKTUPOBAaHUE OJIAHKOB JIJIsI MEXKTyHAPOHBIX MTUCEM.

3.MexayHapoHble TuchbMa. Buabl 1 peKBU3UTHI.

Jlureparypa:

l. Kopuees, U. K. JlokyMeHTUpOBaHUE YIIPaBIEHYECKOW AESITEIbHOCTH : YUYEOHUK IS
By30B / 1. K. Kopnees, A. B. [Timenko, B. A. MamyprieB. — 3-e u3., nepepad. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 438 c. — (Bwicmee o6pazoBanne). — ISBN 978-5-534-16001-7.
— Texkcr : oanekrponnsli // OOpazoBarenbHas minatdgopma IOpaiir  [caiit]. —
URL: https://urait.ru/bcode/523610

Tema 8. IIpaBuia n GpopMbI KOMMepYeCKOil NMepeNnucKH ¢ 3apy0esKHbIMH NIapTHepaM#

1. IlonsiTre MOKyMeHT0000poTa. OCHOBHBIE ATAITBI, X XapaKTEPHCTHKA.

2. Homenknarypa nen. Busibl HOMeHKIaTyp.

3. DkcnepTU3a HEHHOCTH JT0KYMEHTOB, IOJATOTOBKA J€J1 K @pXUBHOMY XPaHEHHUIO.

4. 3akoH «O KOMMEpPYECKOH TaifHE», €ro 3HAYCHHE U OCHOBHBIE TIOJIOKCHHSI.

5. IlpaBuiia opranu3aiy KOH(QHUIESHIMATIHHOTO 1EIOIPOU3BOCTBA.

6. TexHonorust pabOTHI C OOpAIIEHUSIMH TPaXKIaH

Jlureparypa:

1. Kopuees, 1. K. JlokymeHTHpOBaHHE YIIPaBICHYECKOMN ACSITEILHOCTH : YUYEOHUK IS
By30B / U. K. Koprees, A. B. ITmenko, B. A. Mamypres. — 3-e u3j., nepepad. u gorn. — Mockga :
NznarensctBO FOpaiit, 2023. — 438 ¢. — (Bricmee o6pazoanue). — ISBN 978-5-534-16001-7.
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— Teker : onexktponnsld // OOpa3zoBatenbHas 1uiatgpopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523610

IIpuMepHbIe BApMAHTHI TECTOBBIX 3aJaHUI

1.Jlenonpon3BOACTBO — 3TO. ..

a) CUCTEeMa COCTABIICHHSI M XPaHEHUS JJOKyMEHTOB;

6) 3anuch HH(pOPMALUK Ha PA3IMYHBIX HOCUTEISAX M0 YCTAaHOBJICHHBIM IIpaBUJIaM;

B) OTPAaCib IEATEILHOCTH, 00ECIIeUnBaloNIast JOKyMEHTHPOBAHNE U OPTaHU3AIHNIO paOOTHI C
o(uLmaTBHBIMU TOKYMEHTaMH.

2. [loHsTHE «AOKYMEHTHUPOBAHUEY - 3TO. ..

a) 3anuch uHGopMamu U opopmIIeHHE JOKYMEHTA,

0) 3anuch nH(GOPMAIMK HA PA3IMYHBIX HOCUTEISX M0 yCTAaHOBJICHHBIM IIPaBHJIaM;

B) XpaHEHHE JJOKyMEHTA.

3.lokyMeHTO000pOT — 3TO. ..

a) yCIIOBHOE 0003Hau€HHEe, MPUCBAEMOE IOKYMEHTY B IPOLIECCe y4eTa U UCTIOIHEHUS;

0) IBW)KEHHE TOKYMEHTOB B OpPTaHM3allMd C MOMEHTAa WX CO3JaHUS WIH TIOJyYeHHs 10
3aBepILEHMs UCIIOJHEHUS WK OTIPABJICHUs aJipecary;

B) OTPAaCib IEATEILHOCTH, 00ECIeUnBaIoNIast JOKyMEHTHPOBAHNE U OPTaHU3AIHNIO PaOOTHI C
o(uLmaTbHBIMU TOKYMEHTaMH.

4. OpuruHain I0KyMeHTa — 3TO ...

a) MepBOHAYAIBHBIN HK3EMIUIAP T0OKYMEHTA;

0) PK3eMIUTIp JOKYMEHTA, SBISIONIUICS NCXOIHBIM MaTEPHAIIOM ;

B) BCE OTBETHI BEPHBI.

5.3akousl PD gensarca Ha:

a) Yka3bl npe3usieHTa U noctaHoninenus IlpaButenscrsa PO;

6) HopmatuBHBIE aKTHI (he1epaIbHBIX OPTaHOB HCIIOJHUTEIHHOHN BIACTH

B) BCE OTBETHI BEPHBI.

6. Konus — 7710 ...

a) UACHTUYHOE, BOCIPOM3BEACHUE MOMIMHHUKA, OCTAIOMIASACS B JiefaX NPeANpHsITHs, KakK
MIPaBUJIO, HE 3aBEPSIETCS MOAINMCHIO JOJDKHOCTHOTO JIUIIA;

0) UIEHTUYHOE, 3aBEPEHHOE JT0JKHOCTHBIM JIMIIOM BOCIPOU3BEAECHUE MOATMHHUKA;

B) HET BEPHOT'O OTBETA.

7.PanioHanbHO OpraHN30BaHHbIM KOMIUIEKC B3aUMOCBSI3aHHBIX JTOKYMEHTOB, CO3/IaHHBIH 110
eIMHBIM TIpaBWJIaM W TPEOOBAHUSAM WM TPUMEHSEMBIA B ONPEAEIEHHOW OOJIACTH AEATENBHOCTH,
Ha3bIBAIOT. ..

a) CTaHAapTU3AIHEH;

0) yHH(PUIIMPOBAHHON CUCTEMOMN JOKYMEHTAIIHH;

B) KJ1accU(PUKATOPOM yNpaBIECHUYECKON JOKYMEHTAIUH.

8. PekBU3UT JOKyMEHTa — 3TO. ..

a) 00s3aTeNBHBIN 37IeMeHT 0(OpMIICHHS O(DUIIUATBHOTO JOKYMEHTA;

0) moMeTKa, yKa3bIBarolas Ha 0coObIil XapakTep;

B) YCJIOBHOE 000O3Hau€HHE, MPHCBAEMOE TOKYMEHTY B Ipollecce ydeTa (perucTpainuu) u
WCTIOJTHEHHUSL.

IIpumepHbIe TeMbI TOKIA10B

Tema 1 lokyMeHT 1 cucteMbl JokyMeHTanuu. [lonsitue nesionpounsBoacrea

1. I[Tonsitue o noxkymenre. Knaccuukanuu 10KyMEHTOB.

2. YHudukanys M cTaHAapTU3aLUs YHOPABICHYECKUX JIOKYMEHTOB. YHU(HUIHMPOBAaHHbIE
CUCTEMBI IOKyMEHTALUH

Tema 2. TpeOoBanusi K cOCTaBJeHHMIW M O0QOpMJIeHHI0 NPOGecCHOHAILHOI
AOKYMEHTaluH
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1.TTOCT P 6.30-2003. CocraB cTanznapTa, 3HaUE€HHUE JUJIs YIIPABIEHUYECKOM J1€ATEIbHOCTH.

2. ®opwmynsp-o0paszer; Kak o0mas MOJAeNb IOCTPOCHUS  PperiiaMeHTHPOBAHHOTO
yIPaBIEHYECKOTO JOKYMEHTA.

3. PexBusutsl nocrosiHuble (01-04); xapakrepucTuka, npaBuia 0ohOopMIICHHS.

4. PexBusutsl nocrostuubie (05-09); xapakrepuctuka, npasuia ohopMICHUS

5. bnauk, BUabI OJIaHKOB.

6. PexBu3uThl 3aronoBoyHOW uwacTH JokymeHTa (10-14), xapakrepucTuka, INpaBHiIa
o opMIIEHUSI.

Tema 3. CoBpeMeHHBbIE CIIOCOOBI U TEXHHKA CO3JaHUS JOKYMEHTOB

1. CoBpemeHHbIE cIOCOOBI U TEXHHUKA CO3JJaHUS IOKYMEHTOB.

Tema 4. CoctraBienue OPJ]

1.JlomkHOCTHAsT HTHCTPYKIIHS; 0COOEHHOCTH JOKYMEHTHUpoBaHus. CTpyKTypa TeKcTa.

2. CucreMa pacnopsIuTENbHbIX JOKYMEHTOB. HazHaueHue, BUbI JOKyMEHTOB.

3. Tlpukasbl, Buabl mpuka3oB. OCOOCHHOCTH JOKYMEHTHpPOBaHUs NpuKazoB. CTpykTypa
TEKCTa.
. YHubunupoBanHsie (popMbl KaJpOBbIX TPUKA30B.
. Pacniopspxennst. Oco6eHHOCTH 0(hOpM-JIEHUS, CTPYKTYpa TEKCTa.
. [locranoBnenus, pemenusi. Oco6eHHOCTH 0pOpMIIEHUS, CTPYKTYypa TEKCTa.
. Cucrema cipaBOYHO-MH(POPMALIMOHHBIX TIOKyMeHTOB. HasHaueHue, BUbI.
. JloknagHast 3anucka, BUabl; 0co0eHHOCTH odopmieHus. CTpyKTypa TeKcTa.
. CripaBka, Buibl cripaBok. Oco6eHHOCTH 0(hopMIIeHHUS, CTPYKTypa TEKCTa.

10. Axrt, Buapl aktoB. OcoOeHHocTH odopmieHus, CTpykTypa Tekcra. OOpaiieHus
rpaxnaad. Haznauenue, Bupl, OcoOEHHOCTH 0QOPMIICHHS, CTPYKTYpa TEKCTa.

Tema 5. JlesioBbIe NUCbMa

1. JlenoBeie mucbMa. XapakTepUCTHUKA U KIACCUPHUKAIIH.

2. Kommepueckue mucbMa. XapakTepucThka U kiaccudukanuu. OCOOEHHOCTH TTOCTPOCHUS
TEKCTa CIyXkeOHOro MUChMa.

Tema 6. KoppecnonaeHuusi, CBI3aHHas1 C IPOBeIeHUEM NEPHOAUYECKUX MEPONPUATHI

1. MexyHapoiHbIE TUChMA.

2. Cranmaptel UCO Ha odopmiieHHE 1€TI0BOM MEPETUCKHI

Tema 7. Kommepueckasi nepenucka ¢ 3apy0e:KHbIMHM NapTHepaMu

3. [IpoTokod, BuabI MPOTOKOTIOB. OCOOCHHOCTH TTOCTPOEHUS TEKCTA.

4. CpenctBa oOIEpaTUBHON CBsI3M  (TelerpaMma, TeNeKC, JJIEKTPOHHOE COOOILeHHE,
tenedonorpamma). TpeGoBanus Kk 0PoOpMIICHUIO

Tema 8. Opranuzanmust J0KyMeHTO000pOTa

1. Xapakrepuctuka I'C JIOY. Conepxanue 1em10nponu3BOICTBA.

2. Co3iaHue NpoeKTa JIOKyMEHTa, COTIACOBAHUE KaK dTalbl JOKYMEHTHPOBAHUS.

3. YnocroBepeHne JOKYMEHTOB, BUIbI.

4. Peructpanus BXOJAIIMX U UCXOAAIIUX TOKYMEHTOB.

5. [IpaBuna oO6pabOTKH M paCCMOTPEHUS BXOJSIINUX JOKYMEHTOB.

6. IIpaBuiia opranu3anii KOHTPOJIS UCIIOHEHNS JOKYMEHTOB.

1. OueHouHble CpeCTBA AJISA POMEXKYTOYHOM aTTeCTAllUM.

O 03O L A~

5.1. MeToabl npoBeieHUs1 IK3aMeHAa

3ayeT C OLIEHKOW MPOBOJUTCS C MPUMEHEHUEM CJEAYIOIIUX METOJOB: METOJ] YCTHOTO
ompoca 1Mo BOIPOcaM M3 NEPEUHs MPUMEPHBIX BOIIPOCOB M3 11.5.2.

[Ipn HeoOXoaMMOCTH MpenycMaTpUBAECTCS YBEJIWYEHHE BPEMEHHM Ha IOATOTOBKY K
MPOMEKYTOUHOM aTTecTanuu. Ilporemypa mpoBeneHHUS MPOMEKYTOYHOW aTTECTAIMH
JUUTA OGy‘-IB.IOHII/IXCSI C OFpaHquHHLIMH BO3MOXXHOCTAMHAU 3I[OpOBI>SI nu 06yan0H11/1xcs1
WHBAJIMJIOB  YCTAHaBIMBAaCTCS ¢ YUYETOM HWHIUBUIYAIBHBIX  IMCUXO()H3NIECKUX
ocobeHHocTel. [IpomMexxyTodHas aTTecTaust MOKET IPOBOUTHCS B HECKOJIBKO 3TAIIOB.

1.2. OneHovHbie MaTepHuaJjJbl HpOMe)l(yTO'lHOﬁ aTrecTalum
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Komnonent [TpomexxyTOUHBIH / KITIOYEBOH MHIUKATOP Kpurepuii onennBanus

KOMIIETCHIMN OLICHUBAHMSI
ITKc OC-5.1 — ywactByer B  opraHusanmuu  cuctemsl | — Cobmronaer TpeboBaHuUs
paspabaTbIBaeT MOJIENH BHYTPEHHETO KOHTPOJISI Ha TIPETPHUSITHH. HOPMAaTHBHO-IIPABOBOTO
obecreyeHus peryaupoBaHus B obnacTu
KOHOMHYECKOMH peaiu3anu BHYTPEHHETO KOHTPOJIS
6€30IacHOCTH B Ha NpCApHATAN
— Peanuzyer 3JIEMEHTHI

(huHAHCOBO-

. BHYTpPEHHETO KOHTPOJIS B
HKOHOMHYECKOIA,

OpraHn3anuu B IIOJTHOM o0beMe

BHEHIHCSKOHOMHICCKOH — CoCTaBJIeT OTHEIbHBIE Pa3Ieibl

cepax, npu peannu3annn JOKYMEHTAIlMM B OONACTH MOpsAKa
Ype3BBIYAHHBIX CUTYAIIHA OpraHu3allil W  OCYIIECTBICHHUS
Pa3IUYHON NPUPOIBI BHYTPEHHETO KOHTPOJIA

Tunosble OlleHOYHBIE CPEACTBA
PexomenayemMbie BONPOCHI 1Jis1 MOATOTOBKHU K 3a4eTy MO TUCHUIJIMHE

l. [ToHsATHE «IETOMPOU3BOJICTBO» M «JIOKYMEHTAIIMOHHOE 00eCIeueHNE YIPABICHUS.
Ponp 10KyMEHTallMOHHOTO OOeceueHus B yIPaBICHUN OpraHU3alen.

2. XapakTepucTUKa COBPEMEHHOM 3aKOHOJATEIbHOM M HOPMAaTHUBHO-METOANYECKOU
0a3bl 1eI10NPOU3BO/ICTBA.

3. [Tonstne wmHpopmammu. TpeOoBaHWs, TpenbsABIIEMble K  MPaBICHYECKON
uHpopmanuu. MH(popMaIMoHHbIE pECyPCHI.

4. [Tonstne mokymeHrta. Poib JOKyMeHTa B ynpaBieHHH. XapaKTepHCTUKA (YHKIUH
JOKYMEHTA.

5. Bunel nokymenrtos. FOpunnueckas cuna fokymeHTa. CnocoObl TOKyMEHTHUPOBAHHUS.

6. ONEKTPOHHBIN JOKYMEHT.

7. Vuuduxanusa u crangapruzainus 1okymentos. OKY /1.

8. YHu}UUUpoBaHHAs CHCTEMa OPraHU3ALMOHHO-PACIOPSAUTEILHON JTOKYMEHTAIUHU:

XapaKTepUCTHUKa, Ha3HAYEHUE U COCTAB.
9. I'OCT P 7.0.97-2016. Obm1ast xapakTepuCTHKa.

10.  Tlomsatust «popMyisip ITOKYMEHTa» M  «PEKBU3UT JOKyMeHTa». CrocoObl
PacIoioKeHHsI PpeKBU3UTOB.

11.  Tlomsatme OnaHka [oKyMeHTa. Buapsl OnaHKOB TOKyMeHTOB. TpebGoBanwms,
npeabsBisieMble K OJaHKaM JOKyMEHTOB. PeKBU3UTHI GJlaHKa JTOKYMEHTA.

12.  XapakTepuCTHKa PEKBU3UTOB, ONPENEISIONINX IOPHINIECKYIO CHITY JOKYMEHTA.

13.  PexBH3UTHI, OTpaxkaroliye o0paboTKy U ABMKEHHE JOKyMEHTa.

14.  PexBU3UTHI COAEpKATENBHOMN YaCTH TOKyMEHTA.

15.  SI3BIK M CTWIIB CITYy>KEOHBIX JOKYMEHTOB.

16.  Hasznauenue, cocTaB u o(popMIIEHUE OPraHNU3aALMOHHO-IIPABOBBIX TOKYMEHTOB.

17.  IloHsaTHe 1OroBOpa, €ro CoCTaBICHUE U OPOPMIICHHE.

18.  Hasznauenue, coctaB u opopmiieHUE pacOPSIUTENbHBIX JOKYMEHTOB.

19.  Ilpouenypa moAroTOBKH pacHoOpsIUTEIbHBIX JOKYMEHTOB.

20. [Tprkassl MO0 OCHOBHOM JIEATEIIBHOCTH U JUYHOMY COCTABY.

21.  CopaBo4yHO-MH(OpPMAIIMOHHBIE  JOKYMEHTBI:  HAa3Hau€HWe, BUJAbI,  HOPSIOK
pa3paboTKu ¥ 0OPMIICHHUSL.

22.  IlpaBuna coctaBieHus U 0GOPMIIEHUS CIyKEOHOTO MUChMA.

23.  TlpaBmna coctaBiieHus U OpOpPMIICHUS CITY)KEOHOH, NOKIATHOW W OOBSICHUTEIHLHOM
3aITUCKH.
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24.  IIpoTokou Kak CIpaBOYHO-UH(GOPMAIIMOHHBIN U PACIOPSAUTENbHBINA JOKYMEHT.

25. [Topsimok cocraBnenus u 0HOPMIICHHSI aKTa.

26.  Haznauenwue, coctaB ¥ 0(OpMIICHHE JTUYHBIX JOKYMEHTOB.

27. Cnyxb6a JIOY, ee TUNOBble OpraHM3allUOHHBIE CTPYKTYpbl, IIpaBa H
OTBETCTBEHHOCTb. 3a/1a4uM U GyHKUIUU ciy>k0b1 JJIOY.

28.  JlomwkHOCTHOM © uucieHHbll coctaB ciayx6 JIOY. Oynkuuu, mnpaBa W
OTBETCTBEHHOCTh COTPYAHUKOB ciyk0b1 JIOY.

29. HopmatuBHo-meTomnueckas 6a3a ciryx6s1 IOV,

30. HopmartuBHBIE M HOPMAaTHUBHO-METOJWYECKHE JIOKYMEHTBI, PETrJIaMEHTHPYIOIINE

MOpAAOK COCTABJICHUA HHCTPYKIUHW 110 JOKYMCHTAIlUOHHOMY 00ecIeYeHH O YHOpaBJICHUA
OopraHu3anuu.

31. AHanmu3 1 opranu3aiys J0KyMeHTO000poTa.

32. OO0BeM 1OKYyMEHTOOOOpOTA.

33. Cucrema yrnpaBieHusl JOKyMEHTAMH: XapaKTEPUCTHKA U ATAIbl BHEIPEHUSI.

34.  Ilpuem, nepBuyHast 00pabOTKa U MpeABAPUTEIHLHOE PACCMOTPEHHE TOKYMEHTOB.

35. CoracoBanue TOKYMEHTOB.

36.  YTBepxkIeHHUE TOKyMEHTOB.

37.  VYuer u peructpanus 10KyMeHTOB. IHPOpMAIIMOHHO-TIOUCKOBBIE CUCTEMBI.

38.  KoHTpoab UCNIONHEHUS JOKYMEHTOB.

39. Cucrema asromatuzanuu aenonpousBojctBa (CAJl) u cucrema 53I€KTPOHHOTO
nokymentoobopora (CO/I).

40. CoBpemMenHoe porpammHoe obecnieuenue B chepe JJOY.

41.  Kou¢uaeHnuaabHOCTh  HH(POpPMALUH. [IpaBuna  paboTel M 3AIIUTHI
KOH(UICHIIMATBHBIX JOKYMEHTOB.

42. Opranuszanus XpaHeHHUs 10KyMEHTOB.

43. [TonsTre «aemno». @opMupoBaHue Jed.

44.  HowmeHkiarypa Jei.

45. [ToaroroBka JTOKYMEHTOB K Tiepeade B apXWB opraHuzanuud. OpraHuzanus

HCIOJIb30BaHUA ApXUBHBIX JOKYMCHTOB.

6. Meronuyeckue yKazaHus 1Js1 00y4al0UUXCH 110 OCBOCHUIO JUCUMILIHHBI

MeToauyeckne peKOMeHIAMHU 10 HANTUCAHNIO pedepaToB

Pedepar sBrsieTcss MHIMBUAYAIBHOW CaMOCTOSITEIFHO BBIIIOJHEHHOW Pa0OTOW CTyHIEHTA.
Temy pedepaTa CTyACHT BBIOMpAET U3 MEPEUHs TEM, PEKOMEHIyEMbIX MPENoAaBaTeseM, BeIyIIM
COOTBETCTBYIOILYIO JHUCHUIUIMHY. Pedepar, kak mnpaBuiio, JODKEH COJEp)KaTh ClEAYOIIne
CTPYKTypHBI€ 3yieMeHThl: TuTynbHbli auct Conepxkanue Benenne OcHOBHast yacTh 3aKIIOYEHUE
Crnucok nureparypsl [punoxxenus (nmpu He0OXOAUMOCTH).

TpeboBanust k 06bemy: He Oonee 15 ctpanuu. Odpopmiienue: pudt Times New Roman,
12 mpudrt, 1,5 uarepsana, 1,5 cm ab3amnsblii orcTyn. OpUrHHAIBLHOCTH MO CHCTEME AHTHIUIArHAT.
PAHXul'C — e menee 60 mponeHTOB.

PexoMenganuu mo MNJIAHUPOBAHUIO X1 OpraHU3aliiu BPpE€MECHH, H606X0}II/IMOF0 Ha U3yYCHUE
AUCHHUIIINHBI

CTpyKTypa BpeMeHHU, He00X0AUMOI0 HA U3y4YeHHe TN CHHIIHHbI

®opma u3yueHUs AUCHUTUTHHBI Bpewmsi, 3aTpaunBaeMoe Ha U3yUeHUE
TACIUILINHEL, %
W3ydeHnue nutepaTypsl, peKOMEHOBAaHHOHN B yueOHOI 40
nporpamme
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Pemenue 3a1a4, NpakTUYECKUX YIPAXKHEHUN U 40
CUTYallMOHHBIX IPUMEPOB

N3ydeHue TeM, BBIHOCUMbBIX Ha CAMOCTOSITENIbHOE 20
paccMOTpeHHE
Htoro 100

PexomMeHganum mo NoAroToBKe K NPAKTHYECKOMY (CEMHHAPCKOMY) 3aHATHIO

[TpakTHueckoe (ceMHUHAPCKOE) 3aHSATHE - OJJHA U3 OCHOBHBIX (DOPM OpraHH3aIi y4eOHOTO
nporiecca, MPeACTaBIomas co00il KOJUIEKTUBHOE OOCYXIEHHE CTYIEHTAMHU TEOPETUYECKUX H
MPAKTHYECKUX BOMPOCOB, pPEIICHUE MPAKTUYECKUX 3aJad TOJ PYKOBOACTBOM IIperojaaBaTess.
OCHOBHOM 1LIE€JBI0 TMPAKTUYECKOTO0 (CEMHHAPCKOI0) 3aHSTHUSA SBISETCS IpOBEpKa TIIyOMHBI
MOHMMAaHUS CTYACHTOM H3y4aeMOW TeMbl, Y4eOHOTro Marepuaia W YMEHHS HW3IOXKUTh €ro
COJIEp’)KaHUE SICHBIM U YETKUM SI3bIKOM, Pa3BUTHE CAMOCTOSATEIBHOI'O MBIIICHUS U TBOPYECKOU
aKTUBHOCTH Yy CTyldeHTa. Ha mpakTuueckux (CEeMHUHApCKHX) 3aHATHSIX Mpearoiaraercs
paccMaTpuBaTh HauOoIee BaXKHBIE, CYIIIECTBEHHBIE, CJIOXKHBIE BOIPOCH! KOTOpPBIE, HAN0O0JIee TPYIHO
yCBaMBAIOTCS CTyAeHTaMUu. [Ipy 3TOM TOTOBUTHCA K MPAKTUYECKOMY (CEMHUHAPCKOMY) 3aHSATHIO
BCErJa HYKHO 3apaHee. [1oAroToBka K mMpakTHYeCKOMY (CEMHUHAPCKOMY) 3aHSTHIO BKJIFOYAET B CeOst
cleayolee:

- 00s3aTeIbHOE O3HAKOMJIEHHE C IJIAHOM 3aHSATUS, B KOTOPOM COZEpXkaTcsi OCHOBHBIE
BONPOCHI, BHIHOCUMBIE Ha 00CY>KICHHE;

- W3y4YeHHWE KOHCIEKTOB JIEKIMi, COOTBETCTBYIOUIMX pa3/leioB Yy4eOHHKa, Y4eOHOTro
mocoOusl, CoiepKaHNUS PEKOMEHIOBAaHHBIX HOPMATHUBHBIX NIPABOBBIX aKTOB;

- paboTa c OCHOBHBIMU TE€PMUHAMH (PEKOMEHIYETCS UX BBIYUUTD);

- U3y4eHUe JOMOIHUTENBHOM IUTEPaTyphl MO0 TeMe 3aHITUS, Jeas MPU ITOM HEOOXOUMbIe
BBITIMCKH, KOTOPBIE MMOHAA00ATCS MPU 00CYKACHUU HAa CEMUHAPE;

- (hopMynupoBaHHE CBOETO MHEHHS MO KaXXIOMYy BONPOCY M apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3amuch BO3HUKIIMX BO BPEMS CaMOCTOSTENBHON paboOThl ¢ y4eOHUKaMU M HAy4HOU
JUTEpPaTyphl BOIIPOCOB, YTOOBI 3aT€EM Ha CEMUHAPE MOJYYUTh HA HUX OTBETHI;

- oOparreHre 3a KOHCYJIbTalluel K MpernoiaBaTeio.

[IpakTuueckue (ceMUHAPCKKE) 3aHATUS BKIIOYAIOT B ce0s U ClENUaIbHO MOJATOTOBJIECHHBIE
pedepathl, BBHICTYIUICHHUS M0 KaKOH-THOO CIOXHON HIIM 0CO00 akTyanbHOW MpoOiemMe, pelieHue
3ajad. Ha mpakTtuueckoMm (CEMHHAPCKOM) 3aHSATUU CTYJIEHT IpPOSBISET CBOE 3HAHME MPEIMETa,
KOppeKTUpyeT MH(OpPMAIIKIO, MOJYYSHHYIO B MPOLecce JEKIMOHHBIX U BHEAYAUTOPHBIX 3aHITHIA,
dbopmupyeT ompeneNeHHbI 00pa3 B Tja3ax IperojaBaTelis, MOJy4YaeT HaBBIKM YCTHOW pedd U
KyJbTYPbl AUCKYCCUH, HABBIKH MPAKTUYECKOTO PEIICHUS 3a1a4.

PexomMeHaanum no U3y4eHHI0 METOAHYECKHUX MATEPHAJIOB

Mertoandeckue MaTepuaibl M0 JUCIUIUTMHE MO3BOJSIOT CTYACHTY ONTUMAIBLHBIM 00pa3oM
OpPraHM30BaTh TMPOILECC W3Y4YEHHUS JaHHOW JUCIMIUTUHBL. MeToauueckue MaTepuanbl I0
JTUCIUIUTMHE TPU3BAaHBI MOMOYb CTYJACHTY TOHSATH CHEeNU(PUKY H3ydaeMoro Marepuana, a B
KOHEYHOM HMTOT€ — MAaKCUMAJIbHO TMOJIHO U Ka4eCTBEHHO €ro OCBOUTH. B mepBylo ouepens CTyIeHT
JOJDKEH OCO3HATh MpEIHA3HAYCHHE METOJAMYECKUX MATepHaJIOB: CTPYKTYpY, Ieau U 3amadu. s
3TOr0 OH 3HAKOMUTCS C IpeaMOyJoi, OTJIaBJICHHEM METOAMYECKUX MaTepUalioB, TOBOpPS MHAYeE,
OCYIIECTBJISIET TEPBUYHOE 3HAKOMCTBO C HUM. B paszzgene, MOCBSIIEHHOM METOIUYECKUM
pEeKOMEHIAIMsAM TIO0 HW3YYCHHUIO JUCHUIUIMHBI, TPHUBOIATCS COBETHl M0 IUJIAHUPOBAHUIO U
OopraHu3aluu HEOOXOIMMOTO JUIS W3Yy4YEHUS JHACIUATUIMHEL BpPEMEHHU, OIlICaHue
MOCNIE0BATEHbHOCTH JIEUCTBUN CTyJeHTa («CLIEHAPUM HM3Y4YEeHHs IUCIUILIMHBD), PEKOMEHAANN
o paboTe C JINTEPATypPOH, COBETHI IO TIOJITOTOBKE K AK3aMEHY U Pa3bsSICHEHHUS I10 TIOBOAY PabOTHI C
TECTOBOM CHCTEMOM Kypca M HajJ JOMAIIHUMH 3aJaHUsMU. B 1enoM JaHHBIE METOAMYEcKHe
PEKOMEHJIAlMK CIMOCOOHBI OOJIETYUTh U3YYEHHUE CTYJEHTAaMU IJUCIUIUIMHBI U TIOMOYb YCIHEIIHO
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cJaTb JK3aMCH. B paszaciie, CoACpIKaleM y‘-Ie6H0-MeTO):[I/I‘-IeCKI/IC MaTcpualibl JUCHHUILIIUHEIL,
COACPIKAHUC TPAKTUUICCKUX 3aHATHH 11O AUCHUILINHE, CJIOBAPb OCHOBHBIX TCPMUHOB JUCHUIIJINHBI.

PexoMeHa1 MK 110 CAMOCTOSITE/IbHOM PadoTe CTYAeHTOB

HeorbemnembIM  37€MEHTOM Y4eOHOro Ipoliecca SBISIETCS CcaMOCTOsATeNbHas paboTa
cryaeHta. llpum camocTosTenbHOW paboTe [OCTUTaeTcsi KOHKPETHOE YCBOEHHE Y4eOHOro
MaTepuaia, pa3BUBAIOTCS TEOPETHUECKUE CIIOCOOHOCTH, CTOJb BaKHBIE Ui COBPEMEHHOM
IIOATOTOBKH CIICIIUAJINCTOB. (DopMI)I CaMOCTOSITETbHOH pa6OTI)I CTYACHTOB II0 OWCHHUILIWHE:
HalnMcaHNe KOHCIEKTOB, OJrOTOBKA OTBETOB K BOIIpOCaM, HalmucaHue pedeparos, pelieHue 3a1ad,
UcclieIoBaTeNbCKasi paboTa, BBINOJIHEHHE KOHTPOJIbHON pabOThI.

3amaHusd I CaMOCTOSITETIBHOM paboThl BKIIOYAIOT B Ce0sl KOMIUIEKC aHAJTUTUYECKHX
3aJlaHUil BBINIOJTHEHHE, KOTOPBIX, MpeArojaraeT TIIATeIbHOE H3yYeHUEe HayyHOW U ydeOHOU
JUTEPATYpPBl, MEPUOINUECKUX M3AAHUN, a TaKKE 3aKOHOJATENIBHBIX U HOPMAaTHBHBIX JOKYMEHTOB
npeniaraemMelx B 1m.6.4  «YueOHas  auTepaTypa M pecypchl  MH(GOPMalUOHHO-
TEJIEKOMMYHUKAI[UOHHOU cetu "NuTepHer", y4eOHO-METOINUECKOe obecrieueHne
CaMOCTOSITENIbHOM paOoThl OOyYaromuXcs MO0 AUCUUILIMHE». 3aJaHHs IPEeIOCTaBISIOTCA Ha
IIPOBEPKY B MIEYATHOM BHJIE.

Pexomengauuu nmo padore ¢ auTepaTypoit

[Tpu m3yueHum Kypca y4dyeOHOM IUCHMILIUHBI 0co00O€ BHHMaHHUE CJeayeT OOpaTuTh Ha
PEKOMEHIYEMYIO OCHOBHYIO U JOIOJIHUTENIBHYIO JIUTEPATYPY.

BaxHpIM 371eMEHTOM MOJTOTOBKM K CEMUHApy SBIJISETCS ITyOOKOe M3yuyeHHE OCHOBHOM U
JOTIOJTHUTENIBHOM JTUTEpaTyphl, PEKOMEHI0BAaHHOH MO TeMe 3aHATHS, a TAaKXKe MEPBOMCTOYHUKOB.
[Ipu 3TOM MONE3HO MPOYUTAHHYIO JIUTEPATYPy 3aKOHCHEKTHUPOBaTh. KOHCIEKT JOJKEH OTBEYaTh
TpeM TpeOoBaHUSAM: OBITh COAEP)KATENBHBIM, IO BO3MOXHOCTH KPAaTKUM M TMPaBUIBHO
0(OpMIICHHBIM.

CopnepxaTenpHBIM €ro CIEAYeT CUUTaTh B TOM Ciydae, €CIM OH IIEPEJAcT BCE OCHOBHBIC
MBICIIM aBTOPOB B IIEJIOCTHOM BuUE. M30KUTh TEKCT KPATKO — 3TO 3HAYUT MEPEeAaTh COJIepKaHue
KHUTH, CTaThbU B 3HAUMUTEIBHOW Mepe CBOMMHU cioBamu. Ilpu 3TOM ciiegyeT npuaepKuBaTbCs
MIpaBHJIa - 3aIIMCBIBATh MBICIIb aBTOpa PadOTHI JIMIIE MOCIIE TOrO, KaK OHA XOPOUIo MoHsTa. B Takom
cllyyae TOCTaBJIEHHas Ielb OyJaeT AOCTUrHyTa. LlUTupoBaTh aBTOPOB H3ydaeMbIX paboT (c
00s13aTeIbHON CCBIJIKOM Ha MCTOYHMK) CJIEAyeT B TeX CilydasX, €Clid Ha/lo 3alKchbiBaTh OYEHb
BaXHOE ONpECTICHUE WIIH TOJ0KEeHNE, 000011arouii BBIBOI.

Baxxno u BHeniHee odopMiieHHE KOHCIIEKTa. B ero Hauaie Hajo ykazaTh TEMy CEMUHapa,
JaTy HaIlMCAHUs, Ha3BaHUs JIUTEPATYPHBIX HCTOYHUKOB, KOTOPBIE OyAyT 3aKOHCTIEKTUPOBAHBI.
['myGokast camocTosTenbpHas padoTa HaJl HUMU 00ECTICUUT YCIIEITHOE YCBOSHUE U3yIaeMOM
JTUCLUIUIAHBIL.

OpHuM W3 BaXHEHWIIUMX  CPEACTB  CEPbE3HOIO  OBJIAJCHUS  TEOpUEH  SBISAETCS
KOHCnEKmupoeanue nepeoucmouHuKos.

Jlia coctaBneHHsl KOHCIIEKTa PEKOMEHYeTCsl CHayala MpOYUTaTh paboTy LETHKOM, YTOOBI
YSCHUTB ee OOIIMi CMBICH U cojiepkaHue. [Ipu 3TOM MOXKHO clieniaTh MOMETKH O €e CTPYKType, 00
OCHOBHBIX TIOJOXEHHUSX, BBIBOAAX, HANO CTapaTbcd OTIMYaTh B TEKCTE OCHOBHOE OT
BTOPOCTEINIEHHOT'0, BBIBOJIBI OT apIyMEHTOB U JI0Ka3aTeNbCTB. ECIIM €CTh HEMOHATHBIE CIIOBA, HAJIO B
SHITUKJIONIEIMIECKOM CIIOBape HAWTH, YTO ATO CJIOBO O0O3HauaeT. 3aKOHYMB uTeHHE (maparpada,
TJIaBbl, CTAaThM) HAJIO0 3aJaTh ceOe BOIPOCHI Takoro poaa: B yem riaBHas mpicib? KakoBbl OCHOBHBIE
3BEHbA JI0Ka3aTeNIbCTBA €e? UTO BhITEKAEeT U3 yTBEPKACHUI aBTopa? Kak 3To coryacyercst ¢ TeM, 4yTo
YK€ 3HaeTe O NPOUYUTAHHOM M3 JPYTUX UCTOYHUKOB?

SICHOCTB 1 OTYETJIMBOCTH BOCHPUSTHS TEKCTA 3aBUCUT OT MHOIOTO: OT COCPEIOTOUYEHHOCTH
CTyIeHTa, OT TEXHMKH UTEHMS, OT HACTOMYMBOCTH, OT SPKOCTH BOOOPAKEHUS, OT TEXHUKHU
(buKCHpPOBaHUS MPOUYUTAHHOTO, HAKOHEL, OT APYAULIMU — O0IIel U B KOHKPETHO paccMaTpUBaeMon
npobieme.
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Pe3ynbpTaToM mepBOHAUANBHOTO YTEHHUS JOJDKEH OBITh MPOCTON MIAH meKcma u 4emkoe
npeocmaenenue 0 HEACHbLIX MeCmax, OTMEUYeHHBIX B KkHure. Ilocie mpenBapuTeIrHOTO
O3HAKOMJICHUS, MPU TOBTOPHOM UYTEHUU CIICAYET 6blOeUMb OCHOBHbBIE MbBICIU AGMOPA W UX
pa3BUTHE B TPOM3BEIICHWU, OOpAaTUTh BHUMaHWE Ha OOOCHOBAHHME OTICIBHBIX MOJIOKEHUH, Ha
MeTOJIbI ¥ (POPMBI JOKa3aTeNbCTBA, HAaNbOIee sipKKUe MpUMephl. B Xoze 3Toil paboThl OKOHYATEITHHO
oTOMpaeTCst MaTepHual JJIsl 3alUCH U OTIPENICTISICTCS €€ BUI: HJIAH, Me3UChbl, KOHCHEKM.

[Inan 3TO KpaTkuii, MOCIEAOBATENbHBIN MEpPEeUYeHb OCHOBHBIX MBICIIEH aBTOpa. 3aIuch
MMPOYMTAHHOTO B BHJIC TE3WCOB — 3HAYMT BBISIBUTH M 3alKcaTh OMOPHBIE MBICIH TeKcTa. PazHuiia
MEX/1y TUIAHOM M T€3MCaMH 3aKIII0UaeTCs B CICAYIOIIEM: B TUTAHE MBICIb Ha3bIBAETCs (CTaBb BCET/Ia
BOIIPOC: O 4YeM TOBOpUTCSA?), B Te3ucax — GopMynupyercss — (4T0 UMEHHO 00 3TOM TOBOPHUTCS?).
3anuch OMOPHBIX MBICIEH TEKCTa Ba)KHA, HO TMIOJHOTO TMPEACTaBICHUS O IMPOUYUTAHHOM Ha
OCHOBAHHMM TIOJIOOHOM 3amMCH HE COCTaBHUITb. BaXXHO OCMBICINTB, KaK aBTOP JOKAa3bIBAET CBOIO
MBICITh, KaK yOexk/IaeT B HCTUHHOCTH CBOUX BBIBOJIOB. Tak BO3HMKaeT KOHCIEKT. DopMma 3amucu,
KaK MBI Y’K€ OTMETHIIH, YCJIOKHSIETCSI B 3aBUCUMOCTH OT IIeJiel paOOThI: TUTaH — O YeM?; TE3UCHI — O
yeM? 4TO UIMEHHO?; KOHCIIEKT — 0 YeM? 4TO MMEHHO? Kak?

KoHcriekT 3TO KpaTkoe TMOCJeI0BaTeIbHOE W3JIOKEHUE cojaepkanus. OCHOBY €ro
COCTaBJISIET IUIaH, TE3UChl M BBIMUCKU. HenocTaTku KOHCHEKTUPOBAHUS: MHOTOCIIOBHE,
[IUTAPOBAHUE HE OCHOBHBIX, a CBA3YIOIIMX MBICIEH, CTPEMJICHUE COXPAHHUTh CTHIUCTUYECKYIO
CBSI3aHHOCTh TEKCTa B ymIepO ero JOTWYecKo CTPOMHOCTH. [IpuCTynaTh K KOHCIIEKTHPOBAHHIO
HEOOXOAMMO TOT/Ia, KOT/a CJOKWJIUCh HABBIKA COCTABJICHHUS 3allMCH B BHJIE DPa3BEPHYTOTO
NOpOOHOTO IUIaHa.

®dopma 3amucH TPU KOHCTIEKTUPOBAHWUU TpeOyeT 0co00ro BHUMAHMS: Ba)XHO, YTOOBI
COOCTBEHHBIC YTBEP)KIICHUS, Pa3MBIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTICISUTUCH MPHU 3aIlHCH.
Pa3zymHee BBIHOCHTH CBOM TOMETKHM Ha IIMPOKHUE TIOJS, 3aMUCHIBATh HAa HHUX JOMOJHUTEIHHBIC
CTIPaBOYHBIE JAaHHBIC, MOMOTAIONINE YCBOSCHHUIO TEKCTa (JlaTa COOBITHS, YIOMSHYTOTO aBTOPAMHU;
CBEJICHUS O JIUIE, HA3BaHHOM B KHHUTE;, TOYHOE COJIEepKaHHE TEepMHUHA). ECIM KOHCHEKTHUpYeTCs
TEKCT BHYIIUTEIHHOTO 00beMa, HEOOXOIMMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBACT Ta
WJTM MHAsl 9acTh KOHCTICKTA.

Jns ymoOcTBa TMONB30BaHMS CBOMMH 3allUCSMU BAXKHO O03arjlaBUTh KpPYMHBIE YacTH
KOHCIIEKTa, TOJUYEpKUBas 3azon106ku. CreayeT TOMHHTH O Ha3HAYECHUW KpPACHOW CTPOKH,
CTPEMUTHCS K YeTKOU Tpaduke 3amuceii - yeTynmaMu, KOJIoHKaMu. M3narare TiiaBHbIE MBICIIH aBTOPa
U UX CHCTEMY apryMEHTOB - HEOOXOIUMO MPEUMYIIECTBEHHO CBOMMH CIIOBaMH, IepepadaThiBas
TakuM 00pa3oM HH(OPMAINIO,— TaK MPOXOIUT YySICHEHHE ee CyTH. MbIcib, ¢pasbl, MOHATHIE B
KOHTEKCTE, MOTYT MpuoOpecTtu 0ojiee MPOCTPAHHOE M3JIOKEHWE B 3amucu. Ho TekcT opurmHama
CBEPTHIBAETCS, M CTYACHT, OTpadaThiBas JTOTUYECKOE MBIILICHUE, YUUTHCS BBIACNIATH TJIaBHOE U
000011aTh OJHOTUIIHBIE CYXKJICHHs, OMHOpOIHBIE (akTel. Kpome Toro, nemas 3amucu CBOUMH
cloBaMu, 00001ast, CTYJIEHT YYUTCS MMCbMEHHOM PEYH.

3HaHue OOIIeH CTpAaTeTUH UYTEHWs, TEXHUKH COCTABJICHHUE IUIaHA W TE3WCOB OMpENEIsieT U
TEXHOJIOTHIO KOHCIIEKTUPOBAHUS

e BHumaTenbHO 4YMTAaTh TEKCT, MOIMYTHO OTMeuYas HEMOHSATHBIE MECTa, HE3HAKOMBIC
TEPMUHBI U TIOHATUS. Boitnucame na nona 3HaueHue OTMEUCHHBIX TTOHSTHI.

e [Ipy mepBOM UTEHHMH TEKCTa HEOOXOIUMO COCTaBUTh €0 HPOCHION NJIaH,
MOCJIEIOBATEbHBINA MEPEUYCHb OCHOBHBIX MBICJIEH aBTOpA.

e [Ipy TNOBTOPHOM UYTEHHM TEKCTa BBIACIATH CUCHIEMY OO0KA3ameabCme OCHOBHBIX
MOJIOKEHUH pabOTHI aBTOPA.

e 3aKITIOYNTEIBHBIN ATan PaboThl C TEKCTOM COCTOMT B OCMBICJICHUU paHEe OTMEUYCHHBIX
MECT U UX KPaTKO# MOoCIe0BaTENbHON 3aUCH.

e [Ipy KOHCHEKTUPOBAHUU HYKHO CTPEMUTHCS 6bIPA3UNIL MBICAb AGMOPA CEOUMU
cnoeamu, 3To IoMoraet 6oJiee rITyOOKOMY YCBOCHHIO TEKCTA.

e B pamMkax paOoOThl Ha/l IEPBOMCTOYHUKOM BaXKEH YMENbI omoop yumam. Heobxomumo
YYUTBIBATh, HACKOJIBKO SIPKO, OPUTUHAIBHO, CXKATO M3JI0’KeHA MBICIB. L{luTHpoBaTh HEOOXOIUMO TE
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CY)KJICHHUS, HAa KOTOpbIC BIOCJICJACTBHH BO3MOXKHA CCBhUIKA KaK Ha aBTOPUTETHOE H3JI0KEHHE
MHCHUS, BBIBOJIA 110 TOMY HJIM HHOMY BOIIPOCY.

KoHcnektrpoBath 1enecooOpa3HO He Ha OTIESIBHOM JIMCTE, a B OOLIEH TeTpaau Ha OIHOU
crpanuiie jucta. OOOpOTHAas CTOpPOHA JIUCTA MOXET OBITh HCIIOJB30BaHA [UIs JIOMOJHCHUH,
HEOOXOIMMOCTh KOTOPBIX BBISICHUTCS B JlalibHEHIeM. [Ipr KOHCIIEKTHPOBAHUY JIUTEPATYPHI CIIETYET
OCTaBHUThb MIMPOKUEC TIO0JIA, yToOBl 3amucaTh Ha HUX I1aH KoHcrekrta. Ilons MOT'yT OBITh
UCIIOJIb30BaHBI TAKXKE JUIS 3AIIMCH CBOMX 3aMEYaHUid, JOTOJHEHHH, BOMPOCOB. [Ipy BRICTYIIIEHHH Ha
CEMHHAPE CTYACHT MOXKCET IIOJb30BATHECA CBOMM KOHCICKTOM JJId HUTUPOBAHUA ICPBOMCTOYHHUKA.
Bce ywacTHMKM 3aHSATHS BHUMATEIBHO CIYINAIOT BBICTYIUICHUS TOBAPHIIEH MO TPYNIE, OTMEYAIOT
CIIOPHEBIC WJIN OIIMOOYHBIE MOJIOKEHUS B HUX, BHOCAT IIOIIPAaBKH, MPEACTABIIAIOT CBOU PCIICHUA U
000CHOBaHHUs 00CYKIaeMBbIX IPOOIEM.

B KOHIC CEMMHAapa, Koraa mnpenoaaBaTCyib 3aHATUA ITOABOJUT HUTOIrHM, CTYACHTHI C YYCTOM
PEKOMEHIALUI NMPEenoAaBaTeNs U BBICTYIUICHUH COKYPCHHKOB, JOTOJHSIOT MJIM MCIIPABISIIOT CBOM
KOHCIICKTHI.

IxaJia oneHUBaHUA

YpoBeHb 3HaHWH, yMEHHI M HAaBBIKOB OOYYalOWIETOCs IPH YCTHOM OTBETE BO BpeMs
IPOMEXYTOUHOW  arrecTauuu  ompeaensercs  oueHkamu — «OmimuHo»  /  «Xopouioy/
«Y noBierBoputensHO»/ «HeynosnerBopurensHo». KpurepusMu olieHMBaHUS Ha 3a4€TE C OL[CHKON
ABJIACTCS JEMOHCTpALMsl OCHOBHBIX TEOPETHUYECKUX IIOJOXKEHWM, B paMKaX OCBauBaeMOU
KOMIIETCHIINY, YMEHHE IPUMEHATH IIOJYYEHHBbIC 3HAHUsA HA IPAKTUKE, OBJIAJICHUE HAaBBIKAMH
aHaJIM3a U cucTeMaTh3aluy HHPOpMaLuu B 00JacTu (PMHAHCOB.

Z[J'IH JUCHUIIINH, CI)OpMOﬁ HpOMC)KYTOqHOﬁ aTTeCTAllU KOTOPBIX SABJIACTCA 3aUCT C OHGHKOﬁ,
IPUHATLI CJICAYIOIHNUE COOTBECTCTBUA:

- 90-100% - «oTiunO» (5);

- 75-89% - «xopomo» (4);

- 60-74% - «ynoBieTBOpUTETLHO» (3);

- meHee 60% - «HeyIOBIETBOPUTETHHOY (2).

IIpu oueHMBaHUU PE3yNIBTATOB YCTHOIO ONPOCA MCIIOIb3YETCs CIEAYIONIasl KA OLEHOK:

Orarsl KOMIIETEHIINH, IIPEyCMOTPEHHBIE o0pa3zoBaTenbHON
OporpaMMoOi, CcGOpPMHpPOBaHBI Ha BBICOKOM ypoBHe. (CBoOoIHOE
100% - 90% BJIaJICHUE MaTEpUAJIOM, BBISIBICHHE MEKIIPEIMETHBIX CBSA3EH. YBEpEeHHOE
BJaJICHUE TMOHATUMHBIM amnmapatoM JAMcUMIUIMHBL. — [IpakTnueckue
(oTiM4HO) HABBIKU MPOPECCHOHATBHON JEITeILHOCTH CPOPMUPOBAHBI HA BEICOKOM
ypoBHE. CIIOCOOHOCTh K CaMOCTOSITEIbHOMY HECTaHJAPTHOMY PEIIECHUIO
NPAKTHUYECKUX 3a7a4

Drarsl KOMIIETCHIIHH, PeyCMOTPEHHBIE o0pa3oBaTenbHOM
. . pOTpPaMMOii, c(hOPMHUPOBAHEI TOCTATOYHO. JeTarbHOE BOCTIPOU3BEICHHE
89% - 75% yaeOHOro Marepuana. lIpakThmueckue HaBBIKM MPO(HECCHOHATLHOM

NEeSTeIbHOCTH B 3HAYUTENIbHON Mepe cdopmupoBanbl. llpucyrcrByror

(xopor10)
HAaBBIKM  CAMOCTOSITCNIHOTO  PEIICHHs  MPAaKTUYECKUX  3a7ad ¢
OT/ICJIbHBIMU 3JIEMEHTAMH TBOPUYECTBA.

74% - 60% Oransl KOMIIETEHIINH, IpeayCMOTPEHHBIC o0pa3zoBaTeNTbHON

OporpaMMoi, Cc(hOpPMHPOBaHBI Ha MHHMMAJIbHOM ypoBHe. Hamnuwme
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MUHHMAJIBHO JIOITyCTHMOTO YPOBHS B YCBOCHUHM Y4eOHOTrO mMarepuaia, B
T.4. B CAMOCTOSITEJIbHOM PEIICHUH MpaKTHUecKuX 3aaad. [IpakTuueckue
(YZ1OBIIETBOPHUTENBHO) . .

HaBBIKH MPO(eCCHOHATBHON IEATELHOCTH C(OPMHUPOBAHBI HE B MOJTHOU

mepe.

Orarsl KOMIIETECHIINH, IIPENYyCMOTPEHHBIE o0pa3zoBaTeNbHON

60% nporpamMmoii, He cpopMupoBaHbl. HemocTaTouHbI ypOBEHb YCBOCHUS
MeHee 0 . o
MOHATUWHOTO ammapara W Haaudue (QparMeHTapHBIX 3HAHUNA TI0
(HEYJOBIIETBOPUTEIBHO

)

muciumiuHe.  OTCyTCTBUE MHHHMAJIBHO — JOIYCTUMOIO YpPOBHSL B
CaMOCTOSTEJIbBHOM ~ DEIICHWM MpPaKTH4eCKuX 3axad. IIpakrtuueckue
HaBBIKU MPOPECCUOHATBHON ACSITETbHOCTH HE CPOPMHUPOBAHBI.

7. OCHOBHASI M JONOJTHUTEIbHAS y4eOHas IUTEPATypPa, He00X0AUMas 1JIsl OCBOCHHS
AUCHUILINHBI, pecypchl HH(POPMALIMOHHO-TEJIeKOMMYHHUKAIMOHHOM ceTu "UHTepHeT",
BKJIIOYas NepevYeHb Y4eOHO-MeTOANYeCKOro odecnevyeHus I CAaMOCTOATeIbHOM padoThl
00y4YaOIIHUXCS MO TUCHHIJINHE

7.1. OcHOoBHas JIUTeEpaTypa.

2. Kopuees, U. K. JlokyMeHTUpOBaHUE YIIPABIEHYECKOW AESITEILHOCTH : YUYEOHUK IS
By30B / U. K. Koprees, A. B. ITimenko, B. A. MamryprieB. — 3-e u3j., nepepad. u qon. — MockBsa :
WznatenscrBo FOpaiit, 2023. — 438 c. — (Bsicmiee obpazoBanue). — ISBN 978-5-534-16001-7.

— Tekcr : onextponHsli // OOpazoBatenbHass 1uiarpopma  FOpait  [caiit]. —
URL.: https://urait.ru/bcode/523610
3. [Hupoxona, JI. B., JlokyMeHTaIlMOHHOE 00€CIIEUeHHUE YIIPABICHUYECKUX MPOIIECCOB :

yuebnoe nocobue / JI. B. Illupokosa, U. A. AcrappeBa. — Mocksa : Pycaiinc, 2023. — 110 c. —
ISBN 978-5-466-01887-5. — URL.: https://book.ru/book/947278

4. Muxaiinosa, JI. JI., Opranuzanusi 10KyMEHTallHOHHOI'O OOECIIEUEHUs YIIpaBJIECHUs U
(yHKIIMOHUPOBAHUS opraHu3anuil : yueonoe nocooue / JI. JI. MuxaitnoBa. — Mocksa : KnoPyc,

2023. — 211 ¢. — ISBN 978-5-406-11801-6. — URL: https://book.ru/book/949731

7.2. Ion0JTHUTEILHAS JIUTEPATypPa

1. JlokymeHTOBeZieHNE : Y4eOHUK U MpakTUKyM Juist By30B / JI. A. Jloponuna [u 1p.] ; mox
penakuuei JI. A. Jloponunoit. — 3-e uzn., nepepab. u mon. — Mocksa : M3gatenbctBo HOpaiir,
2023. — 336 c. — (Bsicmiee oopazoBanne). — ISBN 978-5-534-15753-6. — TeKcT : 31eKTPOHHBIHA
/I ObpazoBarenbHas matdopma FOpait [caiit]. — URL: https://urait.ru/bcode/511341

2. Hlysanosa, H. H. OcHOBBI nenonpon3BoACTBa. S3BIK CIyKeOHOTO JOKYMEHTA : y4eOHUK
u mnpaktukym s By3oB/ H. H. lllyBamoma, A.lO. MBanoBa; mox oOmel penakiuei
H. H. lllyBanoBoii. — 3-e¢ u3n., mepepab. u gom. — Mocksa : W3natensctBo FOpaiitr, 2023, —
384 c.— (Bwicmiee oOpazoBanme). — ISBN 978-5-534-15217-3. — TekcTt : 31neKTpOHHBIA //
Oo6pazoBarenbHas miardgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511417

3. CokomoBa, O. H., JlokymeHTaIlMOHHOE OOECIICUCHHE YIIPABJICHUS B OpraHU3AIMH :
yuebnoe nocobue / O. H. Cokonosa, T. A. Akumouknna. — Mocksa : KnoPyc, 2022. — 192 ¢. —
ISBN 978-5-406-08827-2. — URL.: https://book.ru/book/942520

7.3. YueOHO-MeTOANYECKOE O0ecTIeyeHHe CAaMOCTOSITEeIbHOH PadoThl
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https://urait.ru/bcode/523610

1. Bapmynn, B. B., JlokymeHTalMoHHOe oOecriedeHue yrpasieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : HOctumms, 2022, — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707

7.4. HopmaTiBHBIE PABOBbIE JOKYMEHTbI
Koncrurynus Poccuniickont denepanuun
I'paxxnanckuit kogekc Poccuiickoit @enepanun
Hamnoroseriit kogekc Poccuiickoit deneparuu (4acthb repsas, BTopasi)
®enepanbhblif 3akoH 402-O3 «O OyXraaTepckoM yueTe»

5. TOCT P 7.0.100-2018. HanumonaneHslii ctannapt Poccuiickoit @enepanuu. Cucrema
CTaHAApPTOB MO HH(pOpMaLuK, OMOIMOTEUHOMY M U3AaTeNbCKOMY Jeny. bubauorpaduueckas
3anmuch. bubOnmorpaduueckoe omumcanme. OOmme TpeOOBaHWMS © TIPaBWIIA  COCTABICHHS
[DneKTpOHHBIN pecypc] / Koncynprant [Tmroc. — Pexxum JOCTyTIa:
https://docs.cntd.ru/document/1200161674

6. T'OCT P 7.0.97-2016. Hammonanensiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHAAPTOB 1O WHPOpPMAIWH, OWOTMOTEYHOMY U U3JATeIbcKOMy jaerny.OpraHn3aluoHHO-
pacriopsiiuTenbHas JAOKyMeHTalus. TpeOoBaHMs K OGOPMIIEHHIO IOKYMEHTOB. [DIEKTpOHHBIH
pecypc] // KoncynpTant [Troc. — Pexum
noctyna:http://www.consultant.ru/document/cons_doc LAW 216461/

7. TOCT P 7.0.8-2013.Hamuonansubiii cranaapt Poccuiickoit ®enepauuu. Cuctema
CTaHAApPTOB IO HH(pOpMaLuu, OUOIMOTEYHOMY M H3JaTeIbCKOMY Jeny. [lenonpousBoACTBO U
apxuBHOE Jneno. TepMuHBI W ompeneneHus. [DnexTpoHHbId pecypc] // Koncymbrant Ilnroc. —
Pexxum noctyna:http://www.consultant.ru/document/cons_doc LAW 163800/

8. Ilpukaz Munduna PO or 31.10.2000 N 94n (pen. ot 08.11.2010) «O6 yTBEepkIeHIN
[Tnana cyeToB OyXraiaTepckoro ydyera (pMHaHCOBO-XO3SHCTBEHHOW AEATENIBHOCTU OpraHM3aluil U
WHCTpYKIMY IO €T0 TPUMEHEHHIO)»

9. INonoxenus no oyxranrepckomy yuety (IIBY)

Ll i

7.5. MaTepHeT-pecypcebl

1. CnpaBouHo-nipaBoBas cucteMa «Koncynprantlroc» [DnexkTpoHHbIi pecypc]. Pexum
nocryma: http://www.consultant.ru/

2. CnpaBouHo-mipaBoBasi cuctema «l'apant» [DiekTpoHHBIM pecypc]. Pexum mocrymna:
http://base.garant.ru/

3. MHurepner-pecypcbl Hayunoit 6nbnuorekn PAHXul'C [OnexTponnsiii pecypc]. Pexum
nocrtyna: https://vlgr.ranepa.ru/index.php?option=com_content&task=view&id=1413

8. MarepuanbHO-TeXHHYECKasA 0a3a, HHPOPMALMOHHBIE TEXHOJIOTUH, IPOTPAMMHOE
obecneyeHue 1 UHGOPMAMOHHbIE CIIPABOYHbIE CHCTEMbI

MartepuanbHO-TeXHUYECKOE 00ecledeHre JUCIUILTUHBI BKIIOYAeT B ceOs:

- JIGKIMOHHBIC ayJUTOPHH, OOOPYIOBAHHBIE BHJICONPOCKIIMOHHBIM 00OpYyIOBaHUEM ISt
MIPE3EHTAIINN, CPEICTBAMU 3BYKOBOCIIPOU3BEICHHUSI, SKPAHOM;

- MOMEUICHHUS JJIS TPOBEJCHHUS CEMHHAPCKUX M MPAKTHYECKUX 3aHSATHH, 000pYyJOBaHHBIC
y4eOHOI MeOebIo.

JlucuumuivHa — MOAJEpXKAaHAa — COOTBETCTBYIOIIUMH  JIMIIEH3WOHHBIMH  IPOTPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC T'apanr,
CIIC KoHcynbTaHT.

[TporpamMMmHBbIe cpecTBa obecriedeHns yueOHOro mnpoiecca BKI0YaroT:

- TporpaMMmsl npe3eHTanuonHoi rpaguku (MS PowerPoint — st MOATOTOBKYU ClIaiiioB U
MPE3eHTaNN );
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- TexcToBble penakTopsl (MS WORD), MS ECXEL — miist Tabnun, 1uarpaMm.

By3 obecrieunBaet kaxaoro oOyJaromierocs pabouuM MECTOM B KOMITBIOTEPHOM KJlacce B
COOTBETCTBHH C 00BEMOM HM3y4aeMbIX TUCIMIUIMH, 00ECIIeYMBAET BBIXO/ B C€Th MIHTEpHET.

[Tomemienuss Ui CaMOCTOATENbHOM pabOThl 00YyYaroIIMXCS BKIIOYAIOT CJEAYIOUIYIO
OCHAIEHHOCTh: CTOJIbl ayIUTOPHBIE, CTYJIbs, JOCKHA ayAUTOPHBIE, KOMIIBIOTEPHI C MOAKIIOUEHUEM K
JIOKQJIbHOM CeTH MHCTUTYTA (BKJIIOYas MIpaBOBbIe CUCTeMbI) U HTepHeT.

s u3yueHust y4eOHOM AMCHUIUTMHBI UCTIONB3YIOTCS aBTOMAaTU3UPOBAaHHAs OMOIMOTEeUHAs
MH(GOpMAllMOHHAs CHUCTEMa M DJJIEKTPOHHblE OHOJIMOTEYHBIE CUCTEMBI: «YHUBEPCUTETCKAs
oubmmoreka ONLINE», «DnekrponHo-OnOnnoTeuHass cucrema usgarensctBa  JIAHbDy,
«ONeKTpoHHO-OubnMoTeuHass cucreMa wuzaarenbcrBa «lOpait», «DneKTpoHHO-OUOIHOTeUHas
cucrema IPRbooksy», «Hayunas snextponnas 6ubnuoreka eLIBRARY» u nip.

ObecnieunBaeTCsi BO3MOXKHOCTh OECIPENSITCTBEHHOTO JI0CTyIa 00y4YarouIuXcs NHBAIUIOB B
ayJIMTOPUH, TyaJIeTHbIE U JPyTue MOMEIIEHHs, a TAaKXKe UX MPeObIBaHUS B YKA3aHHBIX MIOMEIICHUAX
(HanmuuMe NaHAyCOB, MOpPYYHEH, pacCHIMPEHHBIX JIBEPHBIX MPOEMOB, JU(TOB, NMPU OTCYTCTBUHU
TU(TOB ayJUTOpPUsl pacrlojaraercs Ha MEepPBOM JTa)ke, HAIWYHME CHEIMATbHBIX Kpeceld M JPyrux
MIPUCTIOCOOICHUI).

VY4eOHble ayTUTOPUU JUISI BCEX BHJIOB KOHTAKTHOW M CaMOCTOSITENIbHON paboThl, Hay4dHas
O6uOIMOTEeKa M HMHbIE NMOMEUIEHHs AJii OOy4YeHMsI OCHAIICHbI CHEIHUalbHBIM O00OpyJOBaHUEM U
y4eOHBIMU MECTaMU C TEXHUYECKUMU CPEACTBAMU 00YUYEHHUs IS 00YHaIOIUXCsl C OrpaHMYCHHBIMU
BO3MOXXHOCTSIMM 3JIOpPOBbSl M OOYYarOIIMXCS WHBAJIMIOB C pa3HbIMM BHUAAMU OrpaHUYECHUN
3JI0pOBBS:

- C HapyUICHUSIMU 3PEHUSL:

[Ipunrep bpaiins braille embosser everest-dv4

DNeKTpOHHBIA pydHOU BuaeoyBeneunteas CAHD/]

- C HapYUICHUSMH CIIyXa:

cpenctBa OecripoBoaHON nepeaun 3Byka (FM-cuctemsr);,

AKyCTMUYECKHUH YCUIIUTEINb U KOJIOHKH;

tudaodaenimieepsl, paauoKIacchl.

- C HapYUIEHHUSIMHM ONIOPHO-JBUTATEIBHOTO aIapara:

NEepeBIKHBIC, PETyJIUpyEeMble 3PrOHOMHUYECKHE MapThl C HCTOYHUKOM THUTAaHUS IUIf
MHAVBHUYAJIbHBIX TEXHUUECKUX CPECTB;

KOMIIBIOTEPHAS TEXHHUKA CO CHEIHaTbHBIM IPOTrPAMMHBIM 00€CTIeUeHUEM;

JIbTEpPHATHBHbBIC YCTPOWCTBA BBOJA UH(OPMAIINH;

JIpYrUX TEXHUYECKHX CpPEICTB MpueMa-lieperadyrd yueOHOW uHGPOpManuu B JIOCTYIHBIX
(dopmax a7 CTYJIEHTOB C HapyIIEHUSIMH OIIOPHO-/IBUTATEJILHOTO arnapaTa.

Hoctyn x mHbOpMalmoHHBIM U OuOIMOrpadguueckuM pecypcam B ceTH VHTepHeT nis
KaX/I0ro 0oO0y4YaroIerocsi MHBaJWAAa WM OOYYarollerocss ¢ OrpaHUYEHHBIMH BO3MOXHOCTSIMU
3/I0pOBbsl OOECIeueH NPEOCTaBICHUEM €My HE MEHee YeM OJIHOTO y4eOHOro, METOJUYECKOro
MIEYaTHOTO W/WIIM 3JIEKTPOHHOTO M3/IaHUs MO aJaNnTallMOHHON JAUCIUILTUHE (BKIIIOYAast 3J€KTPOHHBIE
0a3bl MEpUOIUYECKUX H3AaHUi), B (opmax, aZanTUPOBAHHBIX K OTPaHUUYEHUSM HX 3[0POBBS U
BOCTIPHUSTHS HHPOPMALIUU:

Jlns oOyvaromuxcs ¢ HapyIeHUsIMHU 3PEHHUS:

. B IIeYaTHOH (opMe yBETUUEHHBIM IIPUPTOM;

. B (hopMe FIEKTPOHHOTO JOKYMEHTA;

. B opme aynuodaiina;

. B ne4yaTtHoil popme mpudTom bpaitins.

s o0yyaromuxcs ¢ HapyUIeHUsIMU CllyXa:

. B IeYaTHOU (opme;

. B (hopMe 3IEKTPOHHOTO JJOKYMEHTA,;

. B (hopme aynuodaiina.

Jiist o0yyaromuxcsi ¢ HapylUIeHUsIMU OMOPHO-/IBUraTeIbHOTO armapara:
. B IeYaTHOU (opme;
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. B (hopMe 3JIEKTPOHHOTO JJOKYMEHTA,;

. B (hopme aynuodaiina.

CopnepxaHue aJanTallMOHHOM ITUCHMIUIMHBI pa3MelIeHO Ha  caiite HMH(OpMAIMOHHO-
koMMmyHukarmonHo cetu Marepuet: Ceplka: http://vlgr.ranepa.ru/sveden/education/ ...

WNndpopmanmonnsie cpeictBa oOy4YeHHs, aJalNTHPOBAHHBIE K OrPAaHMYCHHUSM 370POBbS
00yJaroImxcsi:

JJIEKTPOHHBIE Y4YEOHHKH, y4ueOHble (MIBMBI MO TEMaTHUKE AWCIHIUIMHBI, MPE3CHTAINH,
WHTEPAKTHBHBIC Y4YeOHBbIE ¥ HArJSAHBIC IMOCOOMS, TEXHHUYECKHE CPEICTBA TPEABSIBICHUS
uHpOpMaLuU (MyJIbTUMEIUHHBIN KOMIUIEKC) U KOHTPOJIS 3HAHUHN (TECTOBBIE CUCTEMBI).

OBbC «Albyke», HuHpopmanmonHo-npaBoBele 0a3bl AaHHbIX («Koncynbrant Ilmocy,
«I"apanT).

MynpTUMEINITHBIN KOMIUIEKC B JICKIMOHHOW ayJIUTOPHUHU.
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DenepajibHOE TOCYAAPCTBEHHOE 0I05KeTHOE 00pa3oBaTe/ibHOe
yupeskaeHue BbICIIero 00pa3oBaHus
«POCCHUMCKAS AKAJJEMUS HAPOJTHOI'O XO3SIMCTBA
U TOCYJAPCTBEHHOM CJIYXKBbI
IIPU IPE3UJEHTE POCCUVICKOMN ®EIEPAIIAN»

Bonrorpanckuii unctutyT ynpasienus - puiaran PAHXul'C

DKOHOMMYECKUHN (haKyIbTET
Kagenpa ydera, ananuza u ayaura

YTBEPXJIEHA

Y4eHbIM COBETOM

Bosrorpaackoro HHCTUTYTa yIpaBieHUs —
¢unnana PAHXul'C

[Iporokoi ot «21» centsiops 2023 r. Ne 2

MMPOI'PAMMA CIIEHUAJIUTETA

3KOHOMHKO-HP3BOBO€ o0ecneyeHue IKOHOMHYECKOH 0€30IaCHOCTH

(naumenosanue oopaz06amenbHOU NPOSPAMMbL)

®OH/I OLIEHOYHBIX CPEJACTB ITPOMEXYTOUYHOI ATTECTALIUUA
MO JUCLUILJIMHE

b1.B.05./13.02.02 /lokymMeHTALMOHHOE 00ecnevYeHne IKOHOMUYECKOi
NeATEJIbHOCTH

(MH()EK'C Uu HaumMeHnosaHue ()MCMM}’UIMHbl, 6 coomeemcmeuu Cy‘l€6HbL’I/I n}laHO}lrl)

38.05.01 «DxoHOMMUYECKAsT OE30IIACHOCTDY

(KOO U HauMeHO8aHUe HANPaseHUs NOO20MOBKU (CneyualbHoCmL))

OYHAA, 3d0YHAA

Dopmbl 06yueHUs

['ox nabopa 2024 r.
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Bosrorpan, 2023 r.

PeKOMEHIIyeMble BOIIPOCHI 1JISl TIOATOTOBKH K 3a4€Ty 10 JUCHMUIIJIMHE

1. 1. [TonsiTe  «IENOMPOM3BOJACTBO» U  «JIOKYMEHTAIIMOHHOE OOecTeueHne
ynpasyieHUs». Pojib TOKYMEHTAlMOHHOTO 00ECTIeYeHHs B yIIPaBIEHUH OpraHU3aluei.

2. XapakTepucTUKa COBPEMEHHOM 3aKOHOJATEIbHOM M HOPMAaTUBHO-METOAUYECKOU
0a3bl JeTOMPON3BOJICTBA.

3. [lonsitue wundopmanuu. TpeOoBaHus, MpenbsABIsSEMble K  IPaBICHYECKOM
uHpopmanuu. MHpopMaIMoHHbIE peCypChI.

4. [lonsitue nokymenTta. Ponb nokymMeHTa B ymnpaBieHHH. XapakTepucTuka (HyHKIUH
JOKYMEHTA.

5. Buner nokymenrtos. FOpunndeckas cuna gokymeHTa. CiocoObl TOKyMEHTUPOBAHHUS.

6. DNEKTPOHHBIN JOKYMEHT.

7. VYuudukanus u crangapruzanus 1oKkymentoB. OKY 1.

8. YHu}UIUpoBaHHAS CHCTEMa OPraHU3AIMOHHO-PACTIOPSAUTEIIEHON JTOKYMEHTAIUHU:

XapaKTepUCTHKA, HA3HAYCHHUE U COCTAB.
9. I'OCT P 7.0.97-2016. Obm1ast xapakTepUCTHKA.

10. [lonstus «dopMynsgp AOKyMEHTa» U  «PEKBU3UT JOKyMeHTa». (CrocoObl
PacCIIOJIOKEHUS PEKBU3UTOB.

11. [Tonsitne Onmanka gokymMeHTa. Bwunabl 0OnaHKOB  J1OKyMeHTOB. TpeOoBaHwus,
npeabaBisieMble K OJaHKaM JOKYMEHTOB. PEeKBU3UTHI OJlaHKa JTOKYMEHTA.

12. XapakTepuCTUKA PEKBU3UTOB, ONPEACIAIOIINX IOPUINIECKYIO CUITY TOKYMEHTA.

13.  PexBH3UTHI, OTpaxkaromye o0paboTKy U ABMKEHHE JOKYMEHTA.

14. PexBu3nTHI conepkaTeIbHON YaCTH TOKYMEHTA.

15.  SI3BIK ¥ CTWIIb CITY>KEOHBIX JOKYMEHTOB.

16.  HasznaueHnue, cocTaB u o(popmiIeHHE OPraHU3aLMOHHO-TPABOBBIX TOKYMEHTOB.

17.  TloHsaTHe 1OTOBOPA, €TO COCTABJICHUE U OPOPMIICHHE.

18.  HasznaueHnue, coctaB u opopmiieHUE pacOPSIUTENbHBIX JOKYMEHTOB.

19.  Ilponenypa moAroTOBKH pacloOpsiAUTEIbHBIX TOKYMEHTOB.

20. [Ipukasel MO OCHOBHOM J€ATEIBHOCTH U JINUHOMY COCTaBY.

21.  CmpaBo4yHO-MH(OpPMAIIMOHHBIE  JOKYMEHTBI:  Ha3Hau€HWE, BUJAbI,  MOPSIIOK
pa3paboTku u oopmIIeHuS.

22.  IlpaBuna coctaBieHus: U 0GOPMIIEHUS CIYKeOHOTO MUChMA.

23. [IpaBuna coctaBneHuss U 0hOPMIICHUS CITY)KEOHOM, MOKIATHON U OOBSICHUTEITHLHOMN
3aIUCKH.

24. [IpoTokon kak cripaBOYHO-UH(DOPMALIMOHHBIN U PACTIOPSTUTENBHBIN TOKYMEHT.

25.  Tlopspmok coctaBiieHUs] U OPOPMIICHHS aKTa.

26.  Hasznauenue, cocTaB U 0(pOpMIIEHUE JINYHBIX TOKYMEHTOB.

27. Canyxb6a JIOY, ee THUNOBbIE OpraHU3alOHHBIC CTPYKTYpbl, TMpaBa U
OTBETCTBEHHOCTb. 3a/1auu U QyHKIUU ci1yx0b1 IOV

28. JIOJDKHOCTHOM W 4HMCHeHHbIM coctaB  ciyx6 JIOY. @Oyskuuu, mnpaBa u
OTBETCTBEHHOCTh COTPYIHUKOB ci1yx0bI JJOY.

29.  HopmaruBHO-MeToauueckas 6asa ciyxos JJOY.

30.  HopmaTuBHBIE M HOPMAaTHBHO-METOJINYECKHE JTOKYMEHTBI, PErIAMEHTHPYIOLIUE

MOPSAIOK COCTaBICHUS HWHCTPYKIUU MO0 JOKYMEHTAIMOHHOMY OOECHEUYCHUI0 YIIPaBJICHUS
OpraHu3aIMH.

31. AHanu3 ¥ opranuzaius JOKyMEeHT000opoTa.

32. O06BemM T0KyMeHTO000pOoTA.
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33. Cucrema YHOpaBJICHUA TOKYMCHTAMU: XaPAKTCPUCTHUKA U 3TAllbl BHCAPCHUS.

34. [Ipuem, nepBuuHas 00paboTKa U NMpeaBapUTEIHLHOE PACCMOTPEHUE JOKYMEHTOB.

35.  CornacoBaHue 10KyMEHTOB.

36. YTBepKIeHNE JOKYMEHTOB.

37.  VYwuer u perucrpanus 10KyMeHTOB. H(OpMaIlMOHHO-TIOMCKOBBIE CUCTEMBI.

38.  KoHTpoib HCTIOTHEHUS JOKYMEHTOB.

39. Cucrema asromatuzauuu aenonpousBojactsa (CAJl) m cucrema 3I€KTPOHHOTO
nokymeHToobopota (CO/).

40. CoBpemenHoe nporpammHoe obecrnieuenue B chepe JJOVY.

41. KonduaennuanbHOCTh nH(popmanuu. [IpaBuna paboTsl u 3aIHUThI
KOH(HICHIIMATbHBIX JOKYMEHTOB.

42. Oprannsanust XpaHeHHs! TOKYMEHTOB.

43.  Ilonsarue «ueno». PopMUpoBaHUE JEII.

44. Howmenknatypa aein.

45.  IloaroroBka IOKyMEHTOB K IIiepefade B apXuB opraHuzauuu. OpraHusanus

HCIIOJIB30BAHUA APpXUBHBIX JOKYMCHTOB.
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