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1. Ilepeyens mIaHUpyeMBbIX pe3yJbTaTOB OOy4YeHHsI 10 JUCHHUILINHE,
COOTHECEHHBIX C IUIAHUPYEeMbIMH Pe3yJIbTATAMH OCBOEHHUS MPOTrPaMMbI

1.1. [Jucmumumuaa @OT/.B.01  «OcHOBBI  JeNONMpPOU3BOJCTBA»  OOecredYnBacT
OBJIQJICHHE CIIEAYIOIIMMHU KOMITETCHIIUSIMU:

Kon HaumenoBanue Koz »Tama HauMmenoBanue >Tamna
KOMITETCHIIUHT KOMITETEHIIMH OCBOCHHUS OCBOCHUSI KOMITETCHIIMHI
KOMIIETCHIINH
OIIK-1 I'otoBHOCTH K KOMMYyHHKanuu | OITK-1.2 T'otoBHOCTE K
B YCTHOM M MUCBMEHHOMN KOMMYHHUKAlIUKM B YCTHOU U
dbopMax Ha PYCCKOM H MUCbMEHHOUW  dopmMe  Ha
WHOCTPAHHOM  SI3bIKaxX  JIJIst PYCCKOM SI3BIKE JIJIsl pellieHus
perieHus 3a1a4 3amady  mpodeccuoHambHON
npodeccnoHanbHOM JeSITeNIbHOCTH
NEeSATEIbHOCTH
1.2. B pe3ynpTate OCBOCHHSI JUCHUIUIMHBI Yy CTYJIEHTOB JOJKHBI  OBITH
c(hOpMHUPOBAHBI:
OTO/TD1 Kon JTana
(pu HANTMYHUH OCBOEGHUS
npodcrangapra)/ KOMIIETEHIIHH PesynbTaThi 06yueHus
TPYIOBbBIE WIIN
npodeccuoHanbHbIe
EUCTBUS
OIIK-1.2 Ha  ypOBHE 3HAHMUW: 3HaTh  OCHOBHBIE
TEHJICHIIMU Pa3BUTHS JIEJONPOU3BOJICTBA B
rOCy/IapCTBEHHOM arapare YIpaBleHUS U
pa3IMYHBIX OpTraHM3alUsAX, B TOM YHCIE
COLIMATILHO-KYJIBTYPHOH Cepbl
Ha YpOBHE YMEHUH: OCHOBHBIMH HOpPMamH
0pUIIMATBLHO-IETTIOBOTO CTHJISI COBPEMEHHOTO
PYCCKOTO JUTEPATYpPHOTO SI3bIKa
(JIEeKCUYECKUMH, MOP(OJIOTHUECKUMH,
CUHTaKCUYECKUMHU); HaBBIKAMH  YCTHOTO
oOmeHus B cBoeil mpodeccroHanbHol chepe ¢
UCTIONIb30BAaHUEM SI3BIKOBBIX (POPMYI AETOBOTO
ATUKETA; COBPEMEHHBIMU HH(POPMAIMOHHBIMHU
TEXHOJIOTHSIMU B JIEJIONTPOU3BOJICTBE
Ha YpOBHE HaBBIKOB: COCTaBJISIET
O(QUIMANBHBIA TOKYMEHT
2. O6bem u MecTo TucuMILIMHBI B cTpykType OIl BO

O0beM TMCUMTTHHBI
OOmiasi  TPYJAOEMKOCTh  JUCHUIUIMHBI ~ cocTaBisier 1 3auérHas enununa (36

aKaJeMHUYecKux yaca/27 acTpOHOMHUYECKHX 4acoB). Ha KOHTakTHYI paboTy C MperoaaBareieM
BoIeseTcs 32/24 yacoB, Ha CaMOCTOSTENbHYIO paboTy oOyuaronuxcs Beiaensercs 4/3 daca.

! Jlns oGpa3zoBatensHbIX nporpamm, peanusyembix 1o ®IOC, U uis yHUBEPCAIBHBIX KOMIIETEHIMH TIEPBast KOJIOHKA
MOXET HE 3arOJIHATHCS




Mecto aucuunminnsl B ctpykrype OII BO
I[I/ICI_[I/IHJII/IHa «OcHOBBI ACJIOMPOU3BOJACTBA» OTHOCUTCA K AUCHUIITIMHAM BapHaTHBHOﬁ

yactu yueOHoro miana. Ko aucturmmasl OT/.B.01 [IuctunnrHa n3ydaercs Ha 1 kypee Bo 2
cemecTpe.

JlucuuniauHa SBISETCS OCHOBOM NJISi M3YYEHHUs IUCHUIUIMH: MapKeTuHr, YTpaBieHHe
poeKkTaMu, TeXHOJIOTUU BBINOJIHEHUS BBITYCKHON KBaNU(UKALMOHHONW pabOThI, MPOXOXKICHUS
IIPOU3BOJICTBEHHBIN NIPAKTUKY, BBIIOJIHEHUS HAyYHO-HUCCIIEI0BATENLCKON pabOThl U HANIUCAHUS
BBIITYCKHON KBaTH(PUKALMOHHON pabOTHI.

3. CopaepixaHue U CTPYKTYpPa AUCHUILIUHBI
Tabmuma 1.
O0beM TMCUMILUIUHBI (MOYJIs1),
yac. @
opma
KontrakTHan P
TEeKylIero
padora
HaumenoBanue TeM KOHTPOJISA
Ne i/l o0yuaroumuxcs ¢
(pa3neJioB) ycIeBaeMoCTH,
Bcero | mnpemoaasareaem | CP
NMPOMEKYTOYHO
10 BUIAM Y4eOHBIX .
. i aTTecTanumn
3aHATHI
JI 13
Opranu3zanus yrnpaBieHUsI
Tema 1 | moxymeHTanuein 9 8 1 o
MpePUATHS
Opranusaiys ynpaBieHus
Tema 2 | cimy:x00¥ J1eIONPOU3BOICTBA 9 8 1 O
TIPEATIPHUSTHUS
Opranusanys padoTbl
Tema 3 | MOMKHOCTHBIX JIUI] 9 8 1 O
TIPEANPHUSITHUS C IOKYMEHTAMH
TpebGoBaHus K MOATOTOBKE
Tema 4 P g 9 8 1 I1P, O
YIIPaBIEHYECKUX JOKYMEHTOB
[TpomexyTouHas aTTecTanus 30
Bcero: | 36 32 4

IIpumeuanue: opmer mexyugeco konmpoisn ycneeaemocmu. onpoc (O), npaxmuueckast
paboma (I1P), 3auem c oyenxoii (30).

ConepxaHue TMCHUILINHBI

Tema 1. Opranu3anus ynpaBJieHUs JOKYMEHTAITUCH MPEAPUSATHS.

OcHoBHbIE HaIpaBlICHUs NESITEIbHOCTH, OCYIIIECTBIISIEMOM B pamKax
JIOKYMEHTAI[MOHHOTO MEHE/DKMEHTa TPEANpUITUs. J[OKyMEHTOOOOpOT MPEANPHUATHS U €ro
cocrapmsitonie. OCOOCHHOCTH W THIIOBBIE CXEMBl YIPABJICHUS BXOISALIMMH, HCXOJSAIINMH U
BHYTPEHHUMH JIOKYMEHTaMH npennpustus. CucreMa KOHTPOJIS HWCIOJHEHHUS JIOKYMEHTOB,
nopsAIoK €€ (YHKIIMOHUPOBAHMUS B YCIOBHSIX mNpeAmnpusatvs. [locTaHOBKa [TOKyMEHTa Ha
KOHTpOJTb. [IpoBepka CBOEBPEMEHHOTO JIOBEJACHHS JIOKYMEHTA (COJIEP:KaHUST COOTBETCTBYIOIIECTO
MOpYYEHUsI) 0 CBEICHUS WCIOITHUTENS (OTBETCTBEHHOTro wHcmoiHuTens). IlpenBaputensHas
MIPOBEPKa U PEryIMPOBAHUE X012 UCTIOTHEHUS JJOKyMeHTa. CPOKHU MCIIOJTHEHHS JOKYMEHTA.

Tema 2. Opranuzanus ynpaBlieHuUs CIIyk00i 1eI0MpOU3BOICTBA TPETPUITUS.

Cnyx0a aemonpous3BOACTBA MPEANPHUATHA, €€ (PYHKIMOHAIBHOE HA3HA4YEHUE, IICIb,
3a/layy, OpraHU3allMOHHAs CTPYKTypa W YHCIEHHBIM cocTtaB. OpraHu3alMoOHHas CTPYKTypa




CIIy’)XOBbI JENOMPON3BOACTBA MHHHCTEPCTBA, TOCYJAPCTBEHHOTO YHHTAPHOTO MPEINPUSTHS,
akuuoHepHoro  npeanpusitusi.  OCHOBHblE  CTPYKTYpHblE€  MOJAPA3JENEHUS  CITYXKObI
(aIMUHUCTPATUBHBIN OTHEN, OTIEN O0eCIeYeHHsI, OT/eN JACIOMPON3BOACTBA, OTIEN XPaHCHUS,
OTJIeJT TEXHUYECKOT0 UCTIOJIHEHHS IOKYMEHTOB), UX (YHKITHH.

Tewma 3. Opranuzanus padOThI JOMKHOCTHBIX JIUII TPEIMIPUATHS C TOKYMEHTaMHU.

Opranuzanus pabOThl PYKOBOAUTENS C JOKyMEHTaMu. PyKoBOJSIIMI cOCTaB:
PYKOBOIWTENb, 3aMECTHUTEIN PYKOBOJIUTENS, HAYAIbHUKU CTPYKTYPHBIX TOJpAa3ICICHHIA.
Opranu3zanus pabOThl UCIIOTHUTENS ¢ AokyMeHTamu. COop m 00paboTka HEOOXOIUMOH JIst
UCTIOJTHEHUS JOKyMeHTa wuH(opMmanuu. Pa3paboTka cojepkaHusi MPOEKTa JTOKYMEHTA.
Obecnieuenne Hajiexamero oQopmileHHs TpoekTa JokymeHTa. CoriacoBaHue IpPOEKTa
JOKYMEHTa. Y TOUHEHHE CoJIepKaHus U opopMieHHs JoKyMeHTa. [IpeacraBienne 10KyMeHTa Ha
noanucanue (yreepxaenue). TupaxkupoBanue okyMeHTa. O0ecrieueHne pacChbliKU JOKYMEHTa
10 Ha3HAYEHHUIO.

Tema 4. TpeboBaHus K MOATOTOBKE YIPABICHUYECKUX JOKYMEHTOB

TpeboBanust K COACPKAHHUIO YIPABICHYSCKUX JOKYMEHTOB. TekcT. CTHIb H3JI0KCHHUS.
OyHKIIMOHATBPHOE Ha3HAYeHUE dYacTed pokyMeHTa. CiaykeOHOo-nenoBoil cTuib. OCHOBHBIC
CIIOCOOBI CTPYKTYPHU3aIIMU TEKCTOB YIIPABICHUYECKHUX JOKYMEHTOB. YHU(PHUIIMPOBAHHBIC TEKCTHI.
Tepmun. CokpariieHue.

4, Marepuanbl TeKylIero KOHTPOJISI ycneBaeMOCTH oOydaomuxcess v GoHa
OLIEHOYHBIX CPEICTB MPOMEKYTOYHOM ATTECTAIUH N0 AUCHUIIIHHE

4.1. @opMbl M MeTOAbl TEKYILIEr0 KOHTPOJIA YCIEBAEMOCTH OOYYAKOIIHUXCH M
NMPOMEKYTOYHOM aTTeCTaAllUM.

4.1.1. B xome peammszanuu aucuuummasl DOT/.B.01  «OcHOBBI  AeIONPOU3BOACTBAY»
UCIIONIB3YIOTCS CJIEYIOIINE METO/IbI TEKYIIET0 KOHTPOJIS M YCIIeBAEMOCTH O0yUaOIUXCSl:

— IIPY TIPOBEJICHUHU MTPAKTUYECKHUX 3aHATHI:

onpoc (0), npakmuueckas paboma (I1P)

4.1.2. 3auer c OIEHKOH NPOXOTUT B (popMe YCTHOrO OTBETa Ha BOMPOC W BBITOJHEHHS
MPAKTUYECKOTO 3aJaHUs

4.2. MaTtepuaJjibl TeKyIIero KOHTPOJISA YCIIeBaeMOCTH.
Tunosble oLleHOYHBbIE MaTepuaJbI 10 Teme 1

Tunosbie BONPOCHI 0OIIPoOca

. I[aﬁTe OIPCACIICHUC TTOHATUS ((,Z[OKYMCHTOO60pOT MPECATIpUATUS.

. Hepe‘lI/ICJ'H/ITe T'TaBHBIC COCTABJIAIOIIUC ,Z[OKYMCHTOO60pOTa MpCAIIPUATHA.

. OnummuTe TEXHOIOTHIO pa6OTLI C BXOIAIIUMU JOKYMCHTAMU IIPCATIPUATUA.

. OnummuTe TEXHOJIOTHIO pa60TI>I C UCXOOAIIUMU JOKYMCHTAMU NMPCATIPUATHA.

1
2
3
4
5. OnummuTe TEXHOJIOTHUIO PabOThl C BHYTPEHHUMH IOKYMEHTAMHU TPEITPUSITHSL.
6. Uto BKiIIOYaeT B ceOs cuctema KOHTpoJisl ucnoiaHeHus nokymentoB (KWU) npenmpusitus?

7. OnuimuTe NpUHUUITHAIBHBIN NOPSAOK QyHKIHOHUpoBaHUS cructeMbl KU/

8. Ha3zoBuTe OCHOBHBIE BUAbI KOHTPOJIbHOM TOKYMEHTALIUH.

9. Uto BKJIIOYAET B ce0s OpraHMU3alus ONEepPaTUBHOIO XPaHEHUS IOKYMEHTOB MPEANpUATH?

10. KakoBbl OCHOBHBIE TpeOOBaHMsS K OpPraHU3aLUU ONEPATHMBHOIO XpPaHEHHs JOKYMEHTOB

IpeIIpUITHS?


http://pandia.ru/text/category/unitarnie_predpriyatiya/

11. Yro BKIIOUAET B ce0s1 OpraHu3aIiisl apXuBHOTO XpaHEHUS JOKYMEHTOB MPEIPUATHS?
12. B ueM paznuuue pexxuMoB BpPEMEHHOT'O U ITOCTOSIHHOTO XPaHEHHsI JOKYMEHTOB B apXUBE?
Tumnosble OLleHOYHBIE MaTepHAJIbI 10 Teme 2

TunoBblie BOITPOCKHI OIIpoca

1. B yem cocTouT yHKIIMOHAIFHOE HA3HAUCHHE CITY)KOBI IIOTIPON3BOJICTBA TIPS AIPUATHS?

2. PacckaxuTe 0 HENsAX U 3aadax CIIyKOBblI JIETOIPON3BOICTBA IPEATIPUSATHS.

3. OnuimuTe TUIOBBIE BAPUAHThI OPraHU3aLMU CIIY>KObI 1€JI0IPOU3BOJACTBA NPEAIPUITHUS.

4. Ilepeuncante OCHOBHBIE MTOJIPA3/ACICHHUS CIIY>KOBI I€TONPON3BOICTBA, UX (DYHKITHH.

5. OnummTte NopsiioK GOPMUPOBAHUS CITYKObI IEIIOTPOU3BOJICTBA IPEAPUATHSL.

6. OxapakrepusyiiTe OCHOBHBbIE TpeOOBaHMS K OpraHU3alMHd padOYMX MECT M YCJIOBUH Tpyda
HepcoHaja CIry>KObl JIeTIONPOU3BOICTBA.

TunoBble OLlEHOYHbIE MATEPHUAJIbI 110 TeMe 3
TunoBbie BONPOCHI ONPOCa

Bompocs! 1uist 06cyxnenus:

1. Ilepeuncnure OCHOBHBIE KATETOPUN PAOOTHUKOB MPEIIPUATHS, JOMYIICHHBIX K O0paLICHUIO C
JOKyMEHTaMH.

2. OnumuTe TEXHOJOTHsl paboThl C JOKYMEHTAMH JOJDKHOCTHBIX JIMII U3 YHUCJIAa PYKOBOJSILErO
COCTaBa MpeIIPUSTHS.

3. Onummre TEXHOJOTHIO pPAa0OTHl C JOKYMEHTAaMH WCIOJHHUTENCH W  OTBETCTBEHHBIX
HCITIOTHUTEICH MMpCaAnpuiaTU-A.

4. Pacckaxutre 00 OCHOBHBIX OCOOCHHOCTSX, NPUCYHIMX paboTe TOHKHOCTHBIX —JIHIL
HOPENIpUATHS ¢ KOHQUICHIIMAIBHBIMA JOKYMEHTAMHU U OJJaHKaMU CTPOTOl OTYETHOCTH.

5. Kakue BUIbI MUChMEHHBIX OOpaIIeHUH MOCTYIAIOT B aJIpec MPEANPHUITHS, B YEM UX HauboJsiee
CYIIECTBEHHbBIE pa3INyus?

6. PacckaxxuTe O MOpsIKe MOArOTOBKM OTBETOB HA IMOCTYNHUBLIME B aJpec MNpearpusTus
NUCbMEHHBIE OOpaIeHuUS.

Tunosble OLeHOYHbIE MaTepHAJIbI 110 TeMe 4

Tunosbie BONPOCHI 0ONIPoOca

1. TlepeuncnuTe OCHOBHBIE BU/IBI TPEOOBAHUMN, MPEIBABIAEMBIX K IMOATOTOBKE YIIPABICHUECKUX
JIOKYMEHTOB, Pa3bsICHUTE UX CYIUIHOCTb.

2. OxapakTepu3yiiTe BaKHEiIIe TpeOOBaHUS K COACPKAHUIO YIIPABICHUYECKUX TOKYMEHTOB.

3. Ha3zoBuTe OCHOBHBIE CIIOCOOBI MPEACTABICHUS TEKCTa YIPABIEHYECKOTO JOKYMEHTA.

4. OxapaktepusyiiTe BayKHeHIIIIe TPeOOBAHUS K CTPYKTYpE YIPABICHYECKUX TOKYMEHTOB.

5. CpaBHHUTE THMNOBYIO CTPYKTYPY ABYX Pa3JIMUHBIX BUIOB YIPABJICHUYECKUX JTOKYMEHTOB:
IpUKa3 MO OCHOBHOW JEATENbHOCTH — MOJOXKEHHE O CTPYKTYpPHOM MOJIpa3felIeHUuu; YCTaB
MPEIPUATHS — CITy)KeOHas 3aIIUCKa; JeJI0BOE MMChMO — PACIIOPSKEHUE.

6.  OxapaxkTepusyiiTe BaXHEWIIHE TpPeOOBaHUS K CTIJIIO W3JIOKEHUS YIPaBICHYECKUX
JIOKYMEHTOB.

7. Tlepeuncnute 0COOEHHOCTH CITYKEOHO-EI0OBOIO CTUJIS.

8. OxapakTepusyiTe BaXHEHIInE TpeOOBaHUS K O(OPMIICHHUIO YITPABICHYECKUX IOKYMEHTOB.



9.

YIpaBJICHUCCKHUX JOKYMCHTOB.

10.

[lepeuncnure Hambosnee Ba)XKHbIE PEKBU3UTHI, OOECIEUUBAIONINE IOPUIUYECKYIO CHILY

HazoBuTe OCHOBHBIC HOPMAaTUBHO-MCTOJUYCCKUC W HOPMATUBHO-TCXHUYCCKUC aKTHI,

YCTaHaBJIMBAOIIUC Tp€6OBaHI/I$I K IMOATOTOBKEC YIIPABJICHYCCKUX JOKYMCHTOB.

11. OnumuTe 00U MOPSAOK MOATOTOBKH COACPIKAHUS YIIPABIEHIECKOTO JOKYMEHTA.

12. [aiiTe onpeneneHre NOHITUS «Pa3BEPHYTasi CTPYKTYpa YIPaBIEHYECKOTO JTOKYMEHTay.

13. Ha3oBuTe 0OCHOBHEIC BHUJbI CTUINCTUYCCKHUX 3aIIPETOB.

14. Kaxkue cymiecTByroT criocoObl pa3MeIlleHrs PeKBU3UTOB B Ipejienax OjlaHKa JOKyMeHTa?

Tunosble 3anaHus

CocraBpTe z1€10B0€ MCbMO napTHepy. IlonTBepanuTte nosyuenue npoBeAEeHUE BCTPEUU.

4.3. OneHOYHbBIE CPEACTBA ISl IPOMEKYTOYHOM aTTeCTALMH.

4.3.1. IlepeyeHp KOMIETCHIIMN C yKa3aHHEM ASTanoB MX (OPMUPOBAHUS B MPOIECCE OCBOCHUS

oOpa3zoBarenbHON mporpammel. [lokazarenu M KpUTEpUU OLEHUBAHUS KOMIIETEHLUH C YYETOM

sTana ux GOopMHUPOBAHUS

Kon HaumenoBanue Kopg srana HaumenoBanue stana
KOMIIETEHIINU KOMIIETEHIINU OCBOCHMS OCBOCHUS KOMIIETCHIINU
KOMIIETCHIIMH
OIIK-1 I'otoBHOCTH K KOMMyHHKauu | OITK-1.2 I'oroBHOCTB K
B YCTHOM U TNHMCbMEHHOHN KOMMYHUKallUl B YCTHOHN U
dbopmMax Ha pyccKOM U nuceMeHHOH — Qopme  Ha
WHOCTPAHHOM  SI3bIKax  JUIs PYCCKOM $I3BIKE JUISl PELLICHUS
peuieHus 3a1a4 3agad  1po¢eCcCHOHATBHOM
npodeccuoHaIbHON JESITEILHOCTH
NEeSATEIbHOCTH
JTan ocBOeHUs! IHoka3aTenb oeHMBAHUS Kpurepuii oueHnBanus
KOMIIeTCeHIIUH
OIlK-1.2 3HaHue HeoOxoaumoro | JleMoHCTpUpyeT rryookoe u
['oToBHOCTB K |MUHUMyMa Tpo(ecCHOHaNbHOM | cUCTEMHOE 3HaHUE BCETO
KOMMYHUKAllMM B [JIGKCUKM JUIS  OCYILIECTBJIEHMsI | IPOrPaMMHOT0 MaTepuaja y4eOHOro
YCTHOH U |B3aUMOJCHUCTBUS Ha PYCCKOM | Kypca, CBOOOTHO BIIAZICET
MUCBMEHHON (hopMe | SI3BIKE B YIPABJICHUYECKON | KOHUENTYaIbHO- MOHATUIUHBIM
Ha PYCCKOM S3BIKE | AECATECIIBHOCTH; anmnapaToM, HAydHbIM S3BIKOM U
Ui peuieHust 3agad (CrocoOeH MTOAICPKUBATh| TEPMUHOJIOTHEH  COOTBETCTBYIOIIEH
npogeccuoHanbHoil P deKkTuBHBIE JIEJIOBBIE| HCLUIUIMHBI;
JeATEIbHOCTH KOMMYHHUKAI[MU HAa pyCCKOM sA3bIke [IpaBHibHO PUMEHSET
B YCTHOH U MHUCBbMEHHOH (opMe, B TeOpeTHUECKHE  TOJOXKEHUS  HpHU
TOM qucIie JJIEKTPOHHBIMH| PELIEHUU MPAKTHYECKUX BOIPOCOB U
CcpencTBaMu 3ajad4;
CaMmocTOsATEIBHO M NPABHIBHO
BBITIOJHAET IIPENYCMOTPEHHBIE
MIPOrpamMMoi 3aJjaHusl.
I'paMOTHO cocTaBieH OQUIMANTbHBINA
JIOKYMEHT COTJIaCHO
VHIVBUAYAJIIBHOMY 3a/1aHUIO




4.3.2 TunoBble OLIEHOYHbIE CPEICTBA

BonpochI /151 MOATOTOBKY K 3a4eTy € OI€HKOI:

1. IloHsaTHE ¥ BUIBI JOKYMECHTOB.

2. OyHKIMHA JOKYMEHTOB.

3. Llenn u 3a1a4n TOKYMEHTOB.

4. Ilonstue cucreMsl ToKymMeHTauuu. OCHOBHbIE (PYHKIIMOHAJIbHBIE CUCTEMbI JOKYMEHTAIIUH B
PO.

5. UadopManinoHHO-10KyMEHTAIIMOHHOE 00eCIIeYeHHe arnapara yrnpaBaeHus.

6. YrpaBieHue JOKyMEHTAIHMCH.

7. CymHOCTb, 3a1auu 1 pyHKIMU Ciryx0b1 JJOVY.

8. Opranu3anus pabOThI C TOKyMEHTaMHU.

9. Peructparius ¥ KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

10. Xpanenne JOKyMEHTOB ¥ JOPMUPOBAHUE JICTI.

11. TpeboBanus k 0HOPMIICHHIO JOKYMEHTOB.

12. PekBU3UTHI TOKYMEHTOB.

13. TpeGoBanus K 61aHKaM JOKYMEHTOB.

14. Opranu3anoHHO-pacOPSAUTEIbHbIC JOKYMEHTHI.

15. PacniopsiuTenbHble TOKYMEHTHI.

16. UadopmanmoHHO-CIIPaBOYHBIC JOKYMEHTHI.

17. SI3bIK ¥ CTHIIb OPHUIIMATBHBIX JTOKYMEHTOB.

18. JlokyMeHTaIus 10 TPYAOBBIM OTHOIIICHHUSIM.

19. ®unancoBast TOKyMEHTaIUS.

20. JIokyMeHTBI 110 CHa0XKEHUIO U COBITY.

21. HazHaueHue U KJ1acCU(PUKALIHS ISTOBBIX MTHCEM.

22. Kpatkas xapakTepuCTHKa TapaHTHUITHOTO MUChbMa, 3aKa3a, 3alpoca, 3asBKH, U3BEIICHHUS.

23. Kparkas xapakTepucThKa HH(QOPMAIIMOHHOTO MHChbMa, HAIOMUHAHUS, OTKa3a, OTKPBITOTO
MUChMa, TTOATBEPKICHUS.

24. Kpatkas XapakTepHCTHKa MPETEH3MOHHOTO MUChMa, MPHUIJIAMICHUS, MPOCHOBI, PEKIIaMHOTO
MUChMa, COTJIACHSI.

25. KpaTkas xapaKTepUCTHKa COOOIICHHS, CONPOBOJMUTEIHHOTO THCHMa, TpPeOOBaHUS,
YBEIOMIICHHUS.

26. JlenoBas nmepenucka.

27. IlucbMeHHas KOPPECIOHICHITHSI.

28. Buipl MOYTOBBIX OTIPABICHHIA.

29. MexayHapoIHbIe CTaHIAPTHI IO OPOPMIICHHIO TOKYMEHTOB.

30. [ToaroToBKa J1EIOBOW KOPPECIIOHICHIIMHN IS 3apyO0eKHBIX TapTHEPOB.

31. Opranwusarus paboThl ¢ KOH(DHUICHITHATEHBIME IOKYMEHTAMHU.

Tema npakTuyeckoil padorbi: CocTaBbTe JAEJI0BOE MUCHMO MAPTHEPY 10 OU3HECY, 3apyOeKHOMY
napTHepy, YYUThIBasi TpeOOBaHMS CTPaHbI KOHTPAreHTa.

Ixana oueHNBaHUA

Kpurepuii onenku Onenka

JleMOHCTpHpYeET TIyOOKHE 3HAHHS TOCYAApPCTBEHHOTO PETYIHpPOBaHHS | 3auTEHO (OTIHUYHO)
JOKYMEHTAI[MOHHOTO O00eCMeUYeHHs YIpPAaBIEHUS B TOCYAapCTBEHHBIX
OpraHM3alysaX, COBPEMEHHYI0 OpraHU3alldi0 JIOKYMEHTO00opoTa |




TeHaeHuuu wucnons3oBanus HWKT, opranuzannioo onepaTUBHOTO
XpaHEHUs JOKYMEHTOB B TEKYIIEM JEIOIPOU3BOICTBE

I'paMOTHO COCTaBJIeHO J€JIOBOE TMHCHMO TIApTHEpY IO OW3HEcCy,
3apyOeKHOMY MApPTHEPY C YUETOM TPeOOBaHUH CTpaHbI KOHTPAreHTa

[emoHCcTpUpyeT 3HaHUS roCy1apCTBEHHOIO perynupoBanus | 3a4TeHO (XOPOIIIO)
JOKYMEHTAITMOHHOTO OOECIEeUeHHs YNPABJICHUS B TOCYIapCTBEHHBIX
OpraHM3aIMsaX, COBPEMEHHYIO OpraHU3alUi0 JIOKYMEHTO00OpoTa u
TeHaeHuun ucnons3oBanus HWMKT, opranuzanuioo onepaTuBHOrO
XpaHEeHUsl JOKYMEHTOB B TEKyIleM jaesonpousBoacTse. [Ipu oTBere Ha
TEOPETUYECKHE BOTIPOCHI JOMTYCKAET HECYILIECTBECHHbIE OIIMOKH.
CocraBiieHO JeNoBO€ MUCHMO MapTHEPY IO Ou3Hecy, 3apyOexHOMY
naptHepy. HonymieHo 1-3 ommoOku.

[emoHCcTpUpyeT 3HaHUS roCy1apCTBEHHOTO peryaupoBaHus | 3a4TEHO
JIOKYMEHTAI[MOHHOTO O0O0ECIEYCHUs YIPABICHUS B TOCYAAPCTBEHHBIX | (yIOBJIETBOPHUTEILHO)
OpraHM3alysaX, COBPEMEHHYIO OpraHU3allMI0 JIOKYMEHTOO0OpoTa U
TeHaeHuun wucnons3oBanus HWKT, opraHusanui  ONepaTuBHOrO
XpaHEeHUsl JOKYMEHTOB B TEKyIleM jaeionpousBoacTse. [Ipu oTBere Ha
TEOPETUYECKHE BOIIPOCHI JIOMMYCKACT CYIIECTBCHHBIC OITUOKH.
CocraBiieHO JeNoBOE€ MUCHMO MapTHEPY IO Ou3HECy, 3apyOeKHOMY
naptaepy. JlomymieHo 4-6 ormmoOoK.

OTCyTCTBYIOT 3HAHUA roCyJ1apCTBEHHOIO perynupoBanus | He  3auteno  (He
JIOKYMEHTAIIMOHHOTO O00€CTIeUeHUs YIPaBIEHUS B TOCYAAPCTBEHHBIX | YIOBJICTBOPUTEIHHO)
OpraHMu3alysaX, COBPEMEHHOW OpraHu3alld JIOKyMEHTOo0OpoTa U
TeHaeHIun ucmoab3oBanus KT,

JlenoBoe MUCHMO HE COCTaBICHO

4.4. Meroan4yecKue MaTepuaibl

[TpomexyrouHas aTrrectanus (3a4eT ¢ OICHKOW) MPOXOIUT B JOPME YCTHOTO OTBETA Ha
BOIIPOC U BBIMOJIHEHUSI TpakTUueckoro 3agaHuss. CTyAeHThl pacCaXUBAIOTCS 1O OJHOMY
YeJIOBEKY 3a CTOJI, Ha HamucaHuWe OTBeTa Ha Bompoc oTBoauTcs 15 muHyT u 30 MHHYT Ha
MOATOTOBKY MPAKTUYECKOTO 3a/IaHMsl. 3aT€M CTYAEHTHI [0 OYEPEAN OTBEYAIOT SK3aMEHATOPY MO
MaTtepuaiaMm OusieTa u, Mpu HEOOXOJUMOCTH, Ha TOTIOTHUTEIBHBIE U YTOUHSIIOIITUE BOTIPOCHI.

S. MeToanyeckue yka3aHus 1Jis1 00y4al0mMXCs 10 OCBOCHUIO TH CHUITHHBI

[ToaroroBka K MpakTUYECKUM 3aHATUIM

[ToAroToBKYy K KaKIOMY MPAKTUYECKOMY 3aHSATHIO KaXKAbIM CTYAEHT JOJDKEH Hadarb C
O3HAKOMJICHUSI C IUIAHOM 3aHATHUS, KOTOPBIA OTPAXKAET CONEPKAHUE IPEIIOKEHHOU TEMBI.
TmatenbHO€ TPOAYMBIBAHME W H3y4YEHUE BOIPOCOB ILJIaHA OCHOBBIBAECTCS Ha MpopaboTKe
TEKyILlero Marepuaa JeKI1H, a 3aTeM U3ydeHus 00s3aTeIbHON U JONOTHUTENBHON TUTepaTyphl,
PEKOMEH/IOBaHHYI0 K JaHHOW TeMe. Ha OCHOBE WHIMBUAYaJbHBIX NPEANOYTEHHN CTYIEHTY
HEOOXOJMMO CaMOCTOSITENIbHO BBIOpaTh TEMY AUCKYCCHH MO Mpobieme ceMmuHapa. Bce HOBBIE
MOHSTHUS TIO U3y4yaeMOl TeMe HeoOXOIUMO BBIYUYUTh Hau3yCTh W BHECTH B TIIOCCAPUNA, KOTOPHIN
1enecoo0pa3Ho BECTH ¢ CaMOT0 Hauaja U3y4eHHsl Kypca.

Pesynprar Takoil pabOThHl JTOJMKEH MPOSIBUTHCS B CIOCOOHOCTH CTyA€HTa CBOOOIHO
OTBETUTh HA TEOPETUUYECKUE BOIIPOCHI CEMUHAPA, €r0 BBICTYIUIEHUH U YYACTUU B KOJUIEKTUBHOM
00CY)XJICHHH BOIPOCOB M3y4aeMOUW TEMbI, MPABUJILHOM BBHITIOIHEHUH MPAKTUUECKUX 3aJaHUN U
KOHTPOIBHBIX PadoT.

Pabota c nuteparypHbIMH HCTOYHHKAMU

B mporecce moaAroToBKM K CEMHUHAPCKUM 3aHITHIM, CTyAEHTaM HE00XOIuMO 00paTuTh
0co00e BHMMaHHE Ha CAMOCTOATEIbHOE M3Y4YE€HHE PEKOMEHIOBAaHHON y4yeOHO-METOANYECKOM (a
TakkKe HAayYyHOW W TMOMYNIsApHOM) nuTeparypbl. CamocTosTenbHas pabdoTra ¢ ydeOHUKaMU,
y4€OHBIMU TOCOOMSIMU, HAyYHOH, CIPABOYHOM M TOMYJISAPHON JHUTEPaTypoil, MarepuaiaMu

10




NEPpUOAUICCKUX H3IlaHPII>’I )41 I/IHTCpHeTa, CTaTUCTUYCCKUMU JOaHHBIMHU ABJIACTCA HaI/I6OJI€€
3G GEKTHBHBIM METOIOM TIOJTYYCHUS 3HAHUH, MTO3BOJISIET 3HAYUTEIHHO aKTUBU3UPOBATH TPOIIECC
OBJIQJICHUS MHPOPMAIIHEH, CTOCOOCTBYET OoJiee IITyOOKOMY YCBOGHHUIO M3y4aeMOT0 MarepHalia,
(GOpMHpPYET y CTYIEHTOB CBOE OTHOIICHUE K KOHKPETHOU TIpoliieMe.

Bornee riry0okoMy pacKpBITHIO BOIIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JOTIOJIHUTEIHHON
JUTEPaTypol, PEKOMEHJOBAHHOW WpeNoJaBaTelieM [0 KaXJIOW TeMe CEMHHApPCKOTO WIIH
MMPAKTHUYCCKOTO 3aHATHA, YTO IIO3BOJIACT CTYACHTAM IIPOABUTL CBOXO HWHIAUBUAYAJIBHOCTH B
paMKax BBICTYIUICHHS Ha JTAHHBIX 3aHSATHSX, BHIIBUTH HIMPOKHHA CIEKTP MHEHHUH 0 M3ydyaeMOu
npobieme.

6. Y4yeOHas auTepatypa u pecypcbl HHPOPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM
cetu "UnTepHer', BK/IIOYAs IepeYeHb Y4YeOHO-METOAMYECKOr0 olecrmeyeHUs JIJIs
CaMOCTOSITE/IbHOI PadoThl 00y4aAIOIIMXCH MO IUCHUIIIHHE

6.1. OcHoBHas IMTEpaTypa.
1. KupcanoBa M. B. CoBpeMeHHOE eI0npor3BOACTBO: yueOHoe mocooue/ M. B. Kupcanosga. -

M.: UHOPA-M, 2012. - 312 c.

2. Poroxun M. 0. [lenonpousBoactBo. Kype nekuuii: yuebnoe nocodue. / M. KO. Poroxun. —
M.: Ilpocnekr, 2010. — 240 c.

2. Ky3nenos W.H. JlenoBoe nucemo. - M.: lamkos u K, 2012. - 197 c.

3. Ky3uenos W.H. Jlenonpon3BoacTBo: yueOHO-CipaBoYHOE TIocobue. - M.: 2013. - 521 c.

6.2. lonoJIHUTeIbLHAS JUTEPaTypa.
1. JlomaranukoBa, Ekarepuna AmnaTtonbeBHA. Jle10mpou3BOICTBO: 0O0pa3ibl JOKYMEHTOB C

KOMMEHT.: [125 o0O0pa3loB [OKYMEHTOB: TIOJOXKEHUS, WHCTPYKIMH, IPHKA3bl, aKTHI,
noBepeHHocTH, 1oroBopel| / E. A. JlomaraukoBa.5-e u3zn., crep. Mocksa: Omera-JI, 2008.317

2. bacakoB, Muxaun VBaHoBHY. [lenmompoW3BOJACTBO M KOPPECHOHACHIUS B BONpPOCAX M
OTBETax:

VY4eb. mocobue it CTYACHTOB 3KOH. BY30B U Koyemkel / M.M.bacakoB.2-e u3 ., ucnp. u A0m.
Pocros v/]1: ®ennkc, 2000.318c¢

6.3. UHTEpHET-pecypehl, CIPABOYHBIE CHCTEMBI.
http://smarty.php.net — Be6-TexHOIOTHH

http://yandex.ru/cgi/vesna - mpumMepbl CKPHITOB BEO-MPUIIOKEHHIA
Museum of Modern Art (Moma), odurttnanshelii caidt http://www.moma.orgi
Museum fuer Moderne Kunst, odpuiransHsiii cait http://www.mumok.at
Musee d'Orsay, odunmansHelii caidt http://www.musee-orsay.fr
BammnrTonckas ranepest, opunuanbHbIi caitt http://www.nga.gov
[anepes Teiit, opurmanpHeiii caiT http://www.tate.org.uk
Ianepest bapouksin, opunuanbHelii caitt http://www.barbican.org.uk
Myseit Merpamnonuras, obuimaibHeii caiT http://www.metmuseum.org
. Buptyansnsiii run o ['ocynapcteernomy Pycckomy mysero http://rmtour.ru/rus
. Undopmanmonnstit mopran Aprundo http://www.artinfo.com
. Uzyuaem Flash http://www.flashteacher.ru/
. Kity6 «®mamepos» http://www.flasher.ru/forum/
. FlashKit http://www.flashkit.com/
. Anaromust Adobe PhotoShop (www.psd.ru)
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http://smarty.php.net/
http://yandex.ru/cgi/vesna
http://www.moma.orgi/
http://www.mumok.at/
http://www.musee-orsay.fr/
http://www.nga.gov/
http://www.tate.org.uk/
http://www.barbican.org.uk/
http://www.metmuseum.org/
http://rmtour.ru/rus
http://www.artinfo.com/
http://www.flashteacher.ru/
file:///H:/РАНХиГС/Кафедра/РП_2014/РП_2015/РИСО/РПД_новые/Клуб
http://www.flashkit.com/
http://www.psd.ru/

16. Photoshop tutorials http://photoshop.demiart.ru/
17. Pazmuunsie 3¢ dextsl B Photoshop http://1ps.ru/photoshop/
18. llIkosa Photoshop http://www.photoshopschool.ru/

7. MarepuajibHO-TeXHUYECKAasI 0a3a, HH(pOpMAITHOHHBIE TeXHOJIOTHH,
NporpaMMHoe odecneyeHue U HH(POPMALMOHHbIE CIIPABOYHbIE CUCTEMbI
Jliis obecrieueHnss 0Oy4eHUS CTYICHTOB MO AUCHUIUIHHE «OCHOBBI JIEIOMPOU3BOJICTBAY

AkaziemMus pacriojiaraeT ClIeIyIoIIeH MaTepHaIbHO-TEXHUYECKOM 0a30ii:

- MOMEIIEHUSAMH JIJIS1 TIPOBEICHUS MPAKTHYECKUX 3aHATHH, 000pYJOBAaHHBIMH YUEOHOU
MeOEbIO;

- OMbIMOTEeKy, UMEIOIYI0 paboure MecTa I CTYJICHTOB, OCHAIIICHHBIC KOMITBIOTEPAMH
C JIOCTYIIOM K 0a3aM JaHHBIX U ceTu VHTepHeT;

- KOMIIBIOTEPHBIMU KJIACCAMHU.

HNudopMannoHHbIe TEXHOJIOTHH, IPOTPAMMHOE o0ecreyeHne H CIPABOYHbIE CHCTEMBbI
1. www.nnir.ru / - Pocculickas HanimoHajgpHas ONOINOTEKA
WWW.NNS.ru / -HarroHanbHas 3JeKTpOHHAass OnOIHoTeKa
WWW.ISI.ru / - Poccwuiickas rocygapcTBeHHast OMOInoTeKa
www.biznes-karta.ru / -AreaTctBo nenoBoii nabopmanuu «buzHec-kapra
www. rbs.ru / - Uadopmarmonnoe arearcTBo «PocbuznecKoncantuar»
www.aport.ru / - [TouckoBas cucrtema
www.rambler.ru / - TTouckoBast cucrema
www.yandex.ru / - [TouckoBasi cuctema
. www.busineslearning.ru / - Cuctema qucTaHIIMOHHOTO OU3HEC 00pa30BaHUSI
10. www.test.specialist.ru / - Ilentp kommeioTepHOro obydenuss MI'TY wum. H. D.
baymana
11. http://www.consultant.ru/ - KorcynbTanT uioc
12. http://www.garant.ru/ - T'apant
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