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1. EJIA U 3AJIAYA OCBOEHUSI TUCIUATLINHBI

ean ocBOEHUS TUCIUIUIMHBI (MOTYJIs):
- MPUOOPETCHNE CTYJCHTAMHU TEOPETUUECKUX U MPAKTUUECKUX 3HAHUH K 0()OPMIICHHIO
U COCTABJICHHUIO OPTaHU3AMMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB Kak 0a30BOMY
MIPOIIECCY B peaM3aIiiy BCEX YIPaBIECHYCCKUX (YHKITUAM.

3apaum:

- MOApPOOHO PacCMOTPETh IMpOIEecC JIOKYMEHTOOOOpOTa  HErocyAapCTBEHHBIX
OpraHu3alfii, BKIIOYAIOMINNA COBpEMEHHbIE TPEOOBaHMS K COCTABJICHUIO U O(OpMIICHHUIO
yIpaBleHYECKUX  (OPraHU3alMOHHO-PACTIOPSIIUTENbHBIX)  JOKYMEHTOB,  JBM)KEHHUE
JOKYMEHTOB, MX 0Opa0OoTKa ¢ MOMEHTa MOJY4YEHHs WM CO3JaHUS [0 3aBEpLICHMUS
UCIIOJTHEHMSI, OTIIPaBKa aJipecaTy, KOHTPOJIb UCIIOJIHEHUS U CAaya Ha XpaHEHHE, a TaK XKe
0COOEHHOCTH pabOThI C KaJPOBBIMU JOKYMEHTAMU

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

[Iporpamma yueOHOM TUCUUIIIMHBI «/[OKyMEHTallMOHHOE 00EeCIEUeHHE YIIPaBICHUS
HETOCYIAPCTBEHHBIX  NPEANPUATHN»  sABiseTca  coctaBHOM  dactero  OIIOII,
obecneunBaronieit peanuzanuo OI'OC.

[TockonbKy naHHas ydeOHas IMCUMILIMHA HampaBieHa Ha (OPMHUPOBAHHE Y
CTYJEHTOB TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX MNPOPECCHOHAIBHBIX YMEHUH, IO
HarnpaBiieHuio 1oarotoBku  46.03.02 JlokymeHTOBeJIeHHE U apXHUBOBEACHHUE, KYpC
onvpaercd Ha TNoJIokKeHUs «JlokymeHnToBeneHus», «OpraHuzanus W TEXHOJIOTHUS
JOKYMEHTAIIMOHHOTO 00€CIIeYeHHsl YIIPABICHUS» U CIYKUT TEOPETUYECKOW OCHOBOM IS
U3ydeHHs Jpyrux aucuuimimH.  Kypc gaer 3HaHMe CyIIHOCTH JIEJIONPOM3BOJCTBA
HEroCy1apCTBEHHBIX OPTaHU3aLMM, YTO UCIIOIb3YETCs B IOCIEAYIOIIMUX TUCIUIUIMHAX.

3. TPEBOBAHMSI K PE3YJBTATAM OCBOEHUSI COJEPKAHHUS
JUCHUIIIAHBI

[Iporiecc wu3yueHHs] AUCIUIUIMHBI HampaBiieH Ha (OpMHUpOBaHHE DJIEMEHTOB
ciaenyommux kKomnereHiui B cooTBeTcTBUM ¢ PI'OC BO mo maHHOMY HampaBIICHUIO
MOJITOTOBKH (CIEIIMAILHOCTH):

npodeccuonagabubIx (I1K):

[1K-1 CocraBnenue u opopMiieHUE yIpaBIEHYECKON JOKYMEHTAIIHH,

[IK-2 Opraamzainus paboThl C JOKYMEHTAaMU B YCJOBHUSIX TPATUIIMOHHOTO H
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

B pe3ynbTaTe 0CBOCHUS JUCHUIUIUHBI 00YUYaIOIIUECS JTOJKHBI

3namo:

-COJIEPKAHUE 3aKOHOJATENIbHBIX M HOPMAaTUBHO-METOJUYECKUX ITOKYMEHTOB IO
OpraHu3alMi JTOKYMEHTAllMOHHOTO OO0EeCreYeHusl YMpaBlIEHUS  HErocyJapCTBEHHBIX
MPEANPUATHH;



-OCHOBHBIE TpeOOBaHHS K O(OpPMIICHUIO YHpaBiICHYECKUX (OpraHU3alMOHHO-
pacrnopsiAuTENbHbIX ) TOKYMEHTOB.

YMmerh:

- 0bOpMIISITH YIIPABICHYECKYIO JOKYMEHTAITHIO;

-TI0JIb30BAThCS YHU(DHUITMPOBAHHBIMU JOKYMEHTAMH.

Biaagers:

- 3HAHWUSAMH O CTPYKTYpe ¥ OpraHu3aldd CIyK0 JCIONPOU3BOJICTBA
HETOCYJaPCTBEHHBIX MPEANPUITHI;

- 3HAHUSAMU O BEJICHUU JICJIONPOU3BOJCTBA B HETOCYIAPCTBEHHOM IIPEINIPUSITUH;

- 3HAHUSAMHM 00 OCHOBHBIX HAIMPABJICHUSAX U METOJaX COBEPIICHCTBOBAHUS PaOOTHI
JOKYMEHTAIIMOHHOTO 00eCTICUeHUs yIIpaBIeHUs HETOCYyAapCTBEHHOTO MPEINPUSTHS.

4. CTPYKTYPA U COAEP) KAHUE JUCIIUIIJIMHbI

4.1. CTpyKTypa IMCUMILINHBI

OO0mmas Tpy10eMKOCTh TUCIUIUIMHBI COCTaBIseT 4 3a4eTHBIX eaquHuIb (144 gaca).

Lnsa O30
~| Bunpl yue6HOi paboTHl, DopMBI TEKYLIETO
§ BKJTIOYAst KOHTPOJIS
No § 2 CaMOCTOSITEITEHYIO yCIIEBaEMOCTH (10
o Paznen 2 3 paboTy CTyIEHTOB HeoelaM cemecmpa)
I JUCLATIIINHBI 3 % U TPYAOEMKOCTH (B dopma
X Jacax) IPOMEXKYTOUYHOU
| JI 113 n Cp aTTeCTaIluu (no
3 cemecmpam)
1 Brenenue 4 1 10
2 | Knaccudukanus 4 1 10
HETOCYIapCTBEHHBIX
Opra"u3aun
3 | HopmaTuBHO-mIpaBoBas 6asza 4 1 10
HETOCYAapCTBEHHBIX
Opra"u3aun
4 | Opranu3anuoHHO 4 1 10
pacropsAuTeNbHBIE JOKYMEHTHI
HETOCYyAapCTBEHHBIX
OpraHu3aun
5 | JlokyMeHTHI 1O y4eTy KaJapoB B | 4 10
HETOCYIapCTBEHHBIX
OpraHu3aIHUsIX
6 | I[IpaBwmia cocTaBiaeHUs U 4 18 3a4er
0(OpMIICHHUS TOBEPEHHOCTH
HErOCyIapCTBEHHOU
OpraHu3aIu
7 | IlpaBuia COCTaBJICHUS nu| 5 1 5




o opMIICHHS TOTOBOpA

8 | JoxymeHThI o yuaery | 5 1 5
OCHOBHBIX CpeAcTB u
MaTepUajoB

9 | HUckoBeie 3asBJICHUSA | D 1 5
HETroCyJIapCTBEHHBIX
OpraHu3aun

10 JIOKYMEHTBl O COXpaHEHHUHU | O 1 10
KOMMEPYECKOU TaHBI

11 | JoxymeHTBI CTPOUTENBHBIX | O 3)
HETroCyJIapCTBEHHBIX
OpraHu3aun

12 | ToxymeHTBI TOProBBIX | 5 11 9K3aMeH
HETOCYAapCTBEHHBIX
Opra"u3aruin
BCero 4 4 144 27

4.2. Temarnueckuid ILIaH OCBOCHHUHA JUCHHUILIMHBI

AEATeJJbHOCTH M BUABI CAMOCTOATEILHOM (BHEAYAUTOPHOM) padoThI

0 BHAAM Y4YeOHOH

HaunmeHoBanue Coaeprxanue yuyeOHOro MmaTepuaJia Dopmu-
pa3aesioB u TeM (TeMbl, IepeYeHb PACKPbIBaeMbIX BOIIPOCOB): O0bem | pyemble
JIEKLIMH, IPAKTHYECKHe 3aHATHS (CEeMUHAaPBI), yacoB/ | komme-
HHIMBHUAYAJIbHbIC 3AHATHS, CAMOCTOATEIbHAs padoTa 3.e. TeHIHH
o0yyalomuxcs, KypcoBasi padora (1o Teme)
1 2 3 4
5 cemecTp
Paznen 1. BBenenue
Tema 1.1. JIlekuu: OcCHOBHbBIE TOHATUS JOUCUUILIUMHBL. VcTopus T1K-1
Beenenue pa3BUTHS JOKYMEHTAIlMOHHOTO OOECHEeYeHHUs YNpaBICHUS. 1 I1IK-2
Crpyktypa Kypca. Mecrto Kypca cpeau IUCLUIUIMH
JIOKYMEHTOBEAYECKOro IUKJIa. JIurepaTypa 1o Kypcey.
IIpakTHyeckue 3aHATHs (CEMUHAPBI): 1
CamocrosTensHas pabora: M3ydyenune yueOHOro MmaTepuana 10
Pazpnea 2. Knaccudukanus Herocy1apcTBeHHbIX OpraHU3auil
Tema 2.1 Jlekmuu: ITlonstua UII, OO0, AO, 3A0 u ap. Ornnuus TIK-1
Knaccudukanus dbopm  HerocyaapcTBeHHbIX  opranuzauuii.  Ilopsok 1IK-2
HErocy/1lapCTBeHHbIX | (OPMUPOBAaHUS YCTAaBHOTO KaluTaIa. 1
OpraHu3anui Macmtab opranusanuu. Ilopsiok BeneHus OyXraiaTepckoin
oTyeTHOCTU. HajoroBeie JIbrOThl U OTYUCIICHUSI.
[MpakTrueckne 3aHATHS (CEMUHApBI) JIOKYMEHTHPOBAHUE
MPOLEAYPhl CO3JaHUsI KOMMEpPYECKUX M HEKOMMEPUECKHX
opraHu3anyii. XapakTepUCTHUKA KOMILIEKCAa JIOKYMEHTOB,
COMPOBOXKIAIOIINX CO3JaHNE KOMMEPYECKUX OpPTaHM3alui, 1
XOJIJUHTOB Hu OIIT. Ananus JIOKYMEHTOB,
COMPOBOKAAFOIIUX co3JaHue HEKOMMEPUYECKOU
OpraHM3alMH




CamocrodarenbHas pabora M3ydyenue yueOHOro MaTepuana

10

Pasnen 3 HopmartuBHo-1ipaBoBasi 6a3a HEroCy1apCTBEHHBIX OpraHU3aIHi.
Tema 3.1 Jlexnuu: Poccuiickoe 3aKOHOJATCIILCTBO, 9 TIK-1
HopmarugHo- perinaMeHTHpyoIee chepy JeSITeNbHOCTH 5 1IK-2
npaBoBas 0aza HEroCyJapCTBEHHBIX oOpranu3anui. [IpaBuia perucrpanuu
HEroCyJapCTBEHHBIX | HEroCyIapCTBEHHBIX OpraHuzanui. OcHOBHBIE
OpraHM3aIuil. HOPMAaTUBHO-TIPABOBBIE JIOKYMEHTBl HETOCYJapCTBEHHBIX
OpraHu3aIuim.
IIpakTuyeckue 3aHATUSA (cemuHapsl): IpaBoBast
pernamMeHTanust  AeJONpPOU3BOACTBA  HETOCYIAapCTBEHHBIX
OpraHu3aIui.
CamocrosTenbHas pabora M3yuenue yueOHOTO MaTepuaia 10
Tema 3.2. Jlexnmu: OOmMe MOJMOKEHUs HHCTpyKuuMu. OpraHuzanus 1IK-1
WucTpykuus o pa3pabOTKM TPOEKTa HOMEHKJIATypbl 1€l KOMIIaHUM. 1IK-2
nenornpou3BoJcTBy | Opranuzanus pa3padoTKu MpoeKToB Tabens hopm
HEroCcyJapCTBEHHOM | JOKyMEHTOB M aiibooMa (opM JOKyMeHTOB. OpraHuzauus
KOMIIaHUH: JNOKyMeHTOoOOopoTa. TpeboBaHMsI K MOJITOTOBKE IPOEKTOB
(byHKIMOHAIIBHOE JNOKyMeHTOB.  OpraHusanus  KOHTPOJII  HCIIOJIHEHHS
Ha3HAaYeHUE U JNOKYMEHTOB.  OpraHu3anus  XpaHEHUS  JIOKyMEHTOB:
0COOEHHOCTH ¢dopmupoBanue u  opopMmIIeHHE  Jied, 3aKOHYEHHBIX
pa3paboTku JIEJIONPOU3BOJICTBOM; MOPSAJOK OOpAIeHUsI C TIOKYMEHTAMH,
COCTOSLIMMU Ha OINEpaTUBHOM XpaHEHUHU; IOATOTOBKA
JOKYMEHTOB K Iiepefjaue B apXUB KOMIIAHUH; 3KCIEpPTU3a
LIEHHOCTH JTOKYMEHTOB; Ilepe/iadya U IPUEM JTIOKyMEHTOB Ha
XpaHEHUE B apXMB; MOPSA0K 00paIleHUs ¢ JOKYMEHTaMH,
COCTOSIIIMMHA HAa XPAaHEHUM B apXHMBE KOMIIAHUH; MOPAIOK
nepesiayy JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE.
IIpakTnueckue 3aHITHS (cemuHap): pelieHne
CUTYallMOHHBIX 3a/1a4
CamocrogrenbHas pabora M3ydyeHue yuyeOHOro Marepuaia 10
Paznen 4 OpraHu3anvoHHO paclopsIUTENbHbBIE JOKYMEHTBI HETrOCYJapCTBEHHBIX OpraHu3aluil
Tema 4.1. Jlexnmu: CocraBieHue ycraBa opranuzauuu. llonoxkenue o I1K-1
noapasaenenuu. llltatHoe pacnrcanue. PaciopsaaurenbHbie 1IK-2
OpraHu3annoHHO JIOKYMEHTBI HETOCYIaPCTBEHHBIX OpPraHU3alui.
PacTiOpAZUTEIRHEIC | TTpakTHueckne 3aHATHsA (ceMuHapbl). J[oKyMeHTannmoHHOE
AOKYMCHTEI o0ecriedeHre MOJrOTOBKH M MPOBEIEHHs 00IUX coOpaHuit
HETOCYAAPCTBEHHBIX | agiioHepoB, y4acTHHKOB oOmiecTBa. J{OKyMEeHTHpOBaHHE
OpraHu3aIui JEATEIbHOCTH COBETa JUPEKTOpPOB. JIOKYMEHTHUPOBAHME
NeSITeIbHOCTH anmnapara yIpaBlIeHUs o011ecTs,
ITPOU3BOJICTBEHHBIX KOOIIEPATUBOB, XOIIUHIOB, PIII”
CamocrosTenbHas paborta M3yuenue yueOGHOTO MaTepraia 10
Tema 4.2. Jlexnuuu:  YupexaeHue W ToCylapCTBEHHAs PETHCTpanus 1IK-1
JIOKyMEHTHUPOBaHHE | aKIIMOHEPHBIX OOILIECTB. YUpeaUTEIbHBII T0roBOp. YcTaB 1IK-2
CO3JIaHMsI aKIMOHEpHOro obmecTBa. I[IpoTokon  ydpeauTesnbHOro
aKLMOHEPHBIX coOpanus. 3asBICHHE YYpEIUTENIEH O PETUCTPalHH.
o01ecTB Buecenne B ['ocynapCTBEHHBIN PEECTp HOPUANYECKUX JIMII.

OI'PH.

IIpakTueckue 3aHATHS (ceMuHapsbl): pelIeHue




CUTYallMOHHBIX 3a/1a4

CamocrosTenbHas pabora: M3yuenue yuebHOro MmaTepuania

10

Paszpnea S. JIOKyMEHTBI 110 y4eTy KaJIpOB B HETOCYNAPCTBEHHBIX OpraHU3aLMIX.

Tema 5.1. Jlexuuu: CocraBiieHHe pe3loMe couckarens. AHKera 1IK-1
JIOKyMEHTBI 10 | COTpyAHUKA HErocyJlapCTBEHHOM opranuzamuu. [IpaBuia 1IK-2
ydeTry KaapoB B | coctaBieHuss aBToOuorpaduu. OdopmieHue 3asBICHUS O
HErocy/apcTBeHHbIX | mpueme Ha paboty. CocraBieHUE TPYyAOBOrO IOTOBOpA.

OpraHu3alusIX. OdopmiieHre TMUYHON KaPTOUKH COTPYAHHUKA.

IIpakTHyeCcKHe 3aHITHS (CGMI/IHaDBI)I PECUICHUEC
CUTYyallMOHHBLIX 3aa4.

CamocTosTenbHas pabora M3ydenue yuebHoro marepuasia

8

Pa3znen 6. IlpaBuna cocraBneHus u oopMIICHHS TOBEPEHHOCTH HETOCYAAPCTBEHHOM OpraHu3aliu.

Tema 6.1. Jlexnuu: OOmme mnpaBuiaa COCTaBIE€HUS U O(QOpPMIIEHUS 1IK-1
IIpaBuna JIOBEPEHHOCTEN. Cny>xeOHble JTOBEpeHHOCTH. JIMuHBIE 1IK-2
COCTABJICHUS U | JOBEpEHHOCTH.
odopmieHus [IpakTuyeckue 3aHATHs (CEMUHAPBI): PEIICHUE
JIOBEPEHHOCTHU CUTYalLlMOHHBIX 3a/1a4
HErocynapcTBeHHON | CamocTositenbHas pabora: M3ydeHue yueGHOrO MaTeprana
OpraHu3aIyu. 5
Pa3zpen 7. [IpaBuna cocraBineHus ¥ oPoOpMIICHUS JOTOBOPA.
Tema 7.1. Jlekuuu: OOme mnpaBuiaa COCTaBIEHUS U O(opMIeHHs I1K-1
[IpaBuna noroBopoB. Buasl goroBopoB. JloroBop apennsl. JloroBop 1IK-2
COCTAaBJICHUS u | nopyuenus. JloroBop mnocraBku. TwumoBoil 1xorosop o
oopmIieHUs MOJHOM MaTepUAIbHON OTBETCTBEHHOCTH.
JIOTOBOpA. IIpakTueckue 3ausaTud (CEMHUHAD): PELIEHUE

CUTYAIIMOHHBIX 33]a4

CamocrostenpHas pabora: M3yuenue yueOHOro Marepuaia 3)
Paspea 8. JIOKYMEHTBI 110 YYETY OCHOBHBIX CPEJCTB M MaTEpHAIOB
Tema 8.1. Jlexiu: Axtel. Haknagnsle. Kaprouku yuera. 1IK-1
Z[OKyMeHTbI o | [IpakTuueckue 3aaauust (CEMHUHAD): penieHue 1IK-2
yuery OCHOBHBIX | CHTYallMOHHBIX 3aJ1a4
CpCacTB 1 | CamocrosTenbHas paboTa: M3yuenne yueGHOro Mmatepuana
MaTepUajoB S
Pasnea 9. VIckoBbI€ 3as1BJIEHMSI HETOCYAAPCTBEHHBIX OpraHU3aIHii.
Tema 9.1. Uckosble | Jlekiun: OOmue npaBuiia COCTaBICHUS M OQOPMIICHHS IIK-1
3asBJICHUS WCKOBBIX 3asBieHUil. VICKOBoe 3asgBiIeHHE O BO3MEIICHUH TIK-2
HETrOCYJapCTBEHHBIX | yiepba, NPUYMHEHHOTO pPAOOTHUKOM IIPU HCHOJIHEHUH
OpraHu3aIui. TPyAOBBIX  oOsi3aHHOCTeH.  VMckoBoe  3asBiieHHE O

BO3MEUIEHUM  Bpela, INPUYMHEHHOTO  IIOBPEXKIECHUEM

3JI0POBBSI.

IIpakTHyeckue 3ajaHus (CEMUHAp): pelIeHne

CUTYallMOHHBIX 3a/1a4

CamocrosTenpHas pabora: M3yuenne yueOHOTO Matepuaia S
Pasnea 10. JIOKyMEHTBI O COXpaHEHUN KOMMEPYECKON TalHbI




Tema 10.1 Jlexuuu: Ilonstme kommepueckoi TanHbl. llepeueHs 1IK-1
JIOKyMEHTBI 0 | cBeleHU, KOTOpPBhIE HE MOTYT COCTaBJISATh KOMMEPUYECKYIO 1IK-2
COXpaHECHUHU TaiiHy. llepedeHp cBeneHUl, KOTOPBIE MOTYT COCTaBJISATH
KOMMEpPYECKOU KOMMepueckyio TaiiHy. OO0s3aTelIbcTBO O HepasrialleHuu
TalHbI KoMMepueckoil TaiHbl. [lopsgok paboTel ¢ JOKyMEHTaMH,
HECYIIMMHU KOMMEPUYECKYIO TalHy.
[[pakTHYeckre 3a1anus (ceMuHap): 3aKoHOaTebCTBO PD o
KoMMepueckoi TaitHe. [IpaBa oOmamarens KoMMep4YecKOn
raifHbl.  Yrpo3el  KOoMMepueckod — TaiiHe.  CBeneHus,
OTHOCSIIMECS K KOoMMepueckod TaiiHe. (OcoOeHHOCTH
OrpaHUYECHUS JOCTyIIa K KOMMEPYECKON TalHe.
CamocrosTenbHas pabora: M3ydenne yueOHOTO MaTepuaia 5
Paznea 11. JIOKYMEHTBI CTPOUTENIBHBIX HETOCY IAPCTBEHHBIX OPraHU3aLHAMN.
Tema 11.1 Jlexnun: OCHOBHEBIE JIOKYMEHTBI CTPOUTENBHBIX 1IK-1
JIOKyMEHTBI opranuzanuii. CocTaBle€HHE JIOrOBOpa CTPOUTEIILHOIO 1IK-2
CTPOUTEIBHBIX noapsiga. CocTaBieHHE CMEThl Ha CTPOUTENbHbIE PaOOTHI.
HerocynapcTBeHHbIX | CocTaBjieHUE aKTOB Ha CAAYy CTPOUTEIHHOIO OOBEKTA.
OpraHM3alMH. IIpakTyeckue 3aaanus (CEMUHAD): penieHue
CUTYallMOHHbIX 3a/1a4
CamocrodrenbHas pabora: M3ydenne yqaeOHOro Marepuaia
6
[IpumepHas TemMaTuka KypcoBoi paboThl
CamocTosTenbHas paboTa 00y4aronmxcst HaJl KypcoBoil paboToit
Bua uTOroBOoro KOHTpoOJIA (3a4er, 3k3aMeH, AU depeHInpoBaHHbIH 3a4eT) Ix3a
men 27
BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOTI'U

B cootBerctBun ¢ TtpeboBanusMu PI'OC BO 1o HanpaBieHHIO MOATOTOBKH
«JlOKyMEHTOBEIECHHE W apXMBOBEACHUE)» pean3alrsg KOMIIETEHTHOCTHOTO MOJIXO0Aa
OpeaycMaTpuBaeT IIUPOKOE HCIOJIb30BAaHUE B Y4E€OHOM TMPOIECCE AKTUBHBIX U
MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUH.

CrpykTypa U coaepkaHue Kypca MNpPEANojararoT aKTUBHYIO HMHTEIUIEKTYAJIBHYIO U
KOMMYHHMKATHUBHYIO JAESITENbHOCTh CTYACHTOB. Kypc BBICTpOEH TakuM 0Opa3oMm, uTOOBI
o0ecneunTh pa3BUTHE COOTBETCTBYIOIIUX NPO(ECCHOHATBHBIX KayeCTB Y CTYJIEHTOB.
Kypc nekuwmii, cemMuHapckhe M TPAKTUUYECKHUE 3aHATHS OTJIMYAKOTCS YCTAHOBKOW Ha
CO3/IaHME€ TMAPTHEPCKUX OTHOILICHHWM, YTO HAXOJUT OTPAKEHHE B METOAAX OOYyUCHHS.
[IpropuTeTHBIME MeTOJaMU OOYYECHHsS SIBISIOTCA aKmMUGHble Memoobl, TIE TIaBHOE
BHUMAaHHE YJEISAETCS MPAKTUYECKON 0TpabOTKE 3HAHUM, YMEHHI U HaBBIKOB.




Jlekyuonuvie 3ansamus NPEANOIaraT MPeIBAPUTENBbHYIO OJATOTOBKY, CBSI3aHHYIO C
OCMBICJICHMEM 3asBJICHHBIX NpoOJeM, U HE HCKIIOYAIOT AMAJOrMYecKoro OOLIeHUs
CTYJEHTOB C IIPEIOIABATEIIEM.

Ha cemunapckux samsmusx WCHONB3YIOTCS COBPEMEHHBIE METOABI OOyYeHus -
JICJIOBBIE UTPbl, MUHU-KOH(EPEHIIUH, NUCKYCCUH, MO3BOJSIONINE H30€KaTh MacCCUBHOTO
BOCHIpUATUSA HMHPOpPMAIMKM ¥ MaKCHUMaJbHO HCIOJIb30BaTh TBOPYECKUN MMOTEHIIMAT
CTYJEHTOB.

6 OLEHOYHBIE CPEIACTBA Ui TEKYIIEI'O KOHTPOJIA
YCIHEBAEMOCTHU U MIPOMEXYTOYHOM ATTECTALIUA

6.1. KoHTpOJIb OCBOCHUS TUCUMUILIIMHBI

KoHTpoaps ocBOEHUS TUCHMIUIMHBI IPOU3BOAUTCS B COOTBETCTBUU ¢ [lonoxxkeHueM o
IIPOBEICHUM TEKYLIEr0 KOHTPOJA YCHEBAEMOCTH M IIPOMEXKYTOYHOM aTTECTAalUU
ctynentoB ®I'bBOY BO «KpacHomapckuil rocymapCTBEHHBIH HMHCTUTYT KYJIbTYPbD).
[IporpaMmoil JUCHUIUIMHBI B LEMAX MPOBEPKH MPOYHOCTH YCBOCHHS Marepuala
IpeayCcMaTPUBAETCS TPOBEICHHUE PA3TUYHBIX (HOPM KOHTPOJIA.

Texywuu Koumpoib YCIEBAEMOCTH CTYAEHTOB MO JUCLHMUIUIMHE MPOU3BOAUTCS B
cieayronmx gpopmax:

- OLICHKH, BBICTABJISIEMBIE CTYJICHTAM Ha CEMHHAapax 3a OTBETHl Ha BOMPOCHI,
coAepKallrecs B INIAHAX CEMUHAPCKUX U MPAKTUYECKUX 3aHATHH.

Pyb6eoxcnvii konmpons TnpeaycMaTpuBaeT OLIEHKY 3HAaHWUN, YMEHMH M HaBBIKOB
CTYAEHTOB IO MPONUAECHHOMY MAaTepuaay IO JAHHOW AUCLHMIUIMHE HA OCHOBE TEKYIIUX
OIICHOK, MOJYYEHHBIX MU Ha 3aHSITHUSX 3a BCE BUJbI paboT. B xo1e pyOexHOTr0 KOHTPOJIS
VICTIOJIB3YIOTCS CJIEAYIOIME METOAbI OLICHKU 3HAHUM:

e YCTHBIE OTBET;

¢ TPAKTUYECKHE PAOOTHI;

LIpomedsicymounsiii KOHmpoib O PE3YIbTaTaM CEMECTPA MO JTUCLUIUIMHE TPOXOIUT B
dopme 3auéra (FK3aMeHa).

6.2. OueHouHbIe CpeaCTBA

6.2.1. [Ipumepsbl TECTOBBIX 3aJaHUI (CHTYaI[HI1)
IIpakTuyeckoe 3ansitue Ne 1

TpebGoBaHus K cOCTaBIEHUIO U O(OPMIICHUIO IOKYMEHTOB HETOCyAapCTBEHHOU
OpraHu3aluu.

[{ens — 03HAKOMHUTHCS ¢ TpaBUiIaMu 0OPMIICHHUS JOKYMEHTOB.

IpakTnueckoe 3ansTHe Ne 2

Cocranenue u opopMIeHUE OPTaHU3AIMOHHBIX JOKYMEHTOB.

[{enb — O3HAKOMUTHCSI C OCHOBHBIMHU BHJIAMHU OPraHU3AIMOHHBIX JOKYMEHTOB W
OCOOEHHOCTSIMU U3 COCTAaBJICHHUS.

IIpakTuuyeckoe 3ansitue Ne 3

OdopmiieHne npuKka3oB, paclopsLKEHUN yKazaHUH, TPOTOKOJIOB.

Llenp — HAy4UTHCSI COCTABIIATH TEKCT U OOPMIISITH PACTIOPSIIUTENbHBIE TOKYMEHTHI.
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IIpakTnueckoe 3ansitue Ne 4

JIn4HbIE JOKYMEHTHI IO IIEPCOHAIY.

[{ems — BBIPaOOTATH HABBIKKA COCTABJICHUS JIMYHBIX JJOKYMEHTOB.

IIpakTuuyeckoe 3ansitue Ne 5.

CocTtaBnenue opopmIIeHHE OCHOBHBIX JTOKYMEHTOB IO INYHOMY COCTaBY.

Llenp — u3y4HUTh COCTAaB M OCOOEHHOCTH OCHOBHBIX JIOKYMEHTOB IO JUYHOMY
COCTaBy.

IIpakTHuyeckoe 3ansiTe Ne 6

Cocrapnenue u opopMIIeHUE JOBEPEHHOCTH.

[{essb — HAYYHUTHCS COCTABIATH IOBEPEHHOCTH.

IIpakTuuyeckoe 3ansitue Ne 7

[IpaBuna cocraBiieHus u 0hOpPMIICHUS TOTOBOPA.

[{enb — U3y4uTh OCOOEHHOCTH COCTaBIIEHUS JI0TOBOPA.

IIpakTuueckoe 3ansitue Ne 8

[ToaroToBKa akTOB, HAKJIAIHBIX, KAPTOUEK yUeTa.

Llenp — u3y4nTh OCOOEHHOCTH COCTABJIEHUS aKTa, HAKJIAJHOMW, KAPTOUKHU yUeTa.

IIpakTuyeckoe 3ansitue Ne 9,

CocraBieHue UCKOBOTO 3asIBJICHUS.

Llenp — M3y4UTh OCOOEHHOCTH COCTABJIEHUS U OPOPMIIEHUS UCKOBOTO 3asIBICHHUS.

IpakTnueckoe 3ansaTue Ne 10.

JIOKyMEHTBI CTPOUTENBHBIX HETOCY AAPCTBEHHBIX OpraHU3alUN.

[enb — U3y4uTh OCOOEHHOCTH COCTABJIEHUS! CMET, aKTOB, JI0TOBOPOB.

IIpakTnueckoe 3ansaTue Ne 11.

JIOKYMEHTBI TOPTOBBIX OPraHU3ALUM.

[lenb — wu3yuyuTh TMpaBWiIa COCTABJIECHHWE OCHOBHBIX JOKYMEHTOB TOPIOBBIX
OpraHU3aIUH.

6.2.2. KoHTpoJIbHBIE BONPOCHI IJIsl IPOBEAEeHHS TEKYIIEro KOHTPOJIs
1. IMonuTtrka 1 cTpaTerusi KOMIAHUU B 00JIACTH yIPABIICHUS IOKYMEHTUPOBAHHOM
nHopmanueii. [lonoxenust HartmonanasHoro cragaapra P MMCO 15489-1-2007
«YTpaBieHUEe TOKYMEHTaAMI.
2. UHCTpYyKIIUS 10 ACTOTPOU3BOICTBY HETOCYAapCTBEHHOW KOMITAHUH: (PYHKITMOHAIBHOE
Ha3HAYCHUE U OCOOEHHOCTH Pa3pabOTKHU.
3. YupexxaeHnue u rocy1apCTBEHHAs PETUCTPAIUS aKITMOHEPHBIX 00IIECTB.
YupeauTenbHbId 10TOBOP.
4. YcTaB aKIIMOHEPHOTO 0O0IIIECTBA: CTPYKTYpa, pa3acibl.
5. O01ee coopaHue akKIIMOHEPOB: JOKYMEHTUPOBAHUE JICSITEIIHHOCTH.
6. CoBeT JUPEKTOPOB aKITMOHEPHOTO OOIIECTBA: JOKYMEHTUPOBAHUE ICSITEIHLHOCTH.
7. Cuctema opraHu3almOHHO-PACTIOPSIUTEIIBHON IOKYMEHTAIIMU aKIMOHEPHOTO
oO1iecTBa. bilaHKu JOKYMEHTOB: MpaBUjla COCTaBICHUS.
8. OdopmiieHrne UCXOMAIMNX U BHYTPEHHUX JOKYMEHTOB (BUJIBI TOKYMEHTOB, TPEOOBAHUS
K TEKCTY U PEKBU3UTaM).
9. Opraau3anoOHHbIE TOKYMEHTHI (TTOJIOKEHUE, HHCTPYKIIHS, TOJDKHOCTHAS WHCTPYKITHS,
TPYAOBOMU JIOTOBOP, IITATHOE PACITUCAHUE).
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10. PacnopsiaurenbHble JOKYMEHTHI (IIPUKa3, pacOpsKEHHUE, PELLIEHUE, MPOTOKOI,
BBINKCKA).

11. MadopmaimioHHO-CcTIpaBOYHbIE JOKYMEHTHI (aKT, CIIy)KeOHasi U OObSICHUTEIbHAs
3amucKa, CripaBKa, MMUCbMO, TeJerpaMmma, Gaxc).

12. 3akoHOaTENbHAS OCHOBA XPAaHEHUS JOKYMEHTOB B aKI[MOHEPHBIX 00IIECTBAX.
13. TlpaBuna ¢popmMupoBaHus A€ A Mepeadn Ha apXUBHOE XpaHEHHE.

14. Bunet HoMeHknatyp nen. OdopmiieHne HOMEHKIATYPHI eI

6.2.3. TemaTuka 3cce, pepepaToB, ipe3eHTANMNI

1. OpraHu3allMiOHHO-TIPaBOBbIE (POPMBI KOMMEPUYECKMX M HEKOMMEPYECKHX
OpraHu3aun

2. TocymapctBenHoe perynupoBanue JIOY B o6mecTtBax (aKIMOHEPHBIX, C
OTPaHUYEHHOW OTBETCTBEHHOCTHIO),TOBAPUIIECTBAX, MPOU3BOJICTBEHHBIX KOONEPATHUBAX,
XOJIIMHTaX, ((MHAHCOBO-IIPOMBIIIIEHHBIX FpyIIax

3. Pernamenranus AedaTeIbHOCTH HEKOMMEPUYECKMX OpTraHu3aluil (MOTpeOUTEeNbCKUM
KOOTIEpaTHB, OOIECTBEHHBIE M PEJIMTHO3HbIE OPraHU3AlMM, YUPEKIEHHUsS, aBTOHOMHAs
HEKOMMepYecKasi opraHuzaiis, PoH/1, acCCOLUAIIU U COIO3bI)

4. XapakTepucTuKa KOMIUIEKCAa JIOKYMEHTOB, COINPOBOXKJAIOIIUX CO3/JIaHHE
KOMMEPUYECKUX OpTraHU3alni, XONIuHros u OIII°

5. AHamu3  JIOKyMEHTOB, CONPOBOXJAIOIIMX  CO3JaHHUE HEKOMMEpPYECKOU
OpraHu3alMH

6. XapakTepHCcTHKa KOMIUIEKCAa JOKYMEHTOB, MPEIOCTaBISEMbIX OPUIUYECKUM
JIMIIOM B peructpupyromuii oprad. [IpaBuna cocraBienus u ohopmiieHUs

7. JIOKyMEHTUPOBAaHHE MPOLIEAYPBI PETUCTPALIUN FOPUINIECKUX JIULL.

8. JlokyMeHTalnoHHOEe OOeCreYeHre MOATOTOBKH U MPOBENCHUS OOIMX COOpaHui
aKLMOHEPOB, YYACTHUKOB OOIIECTBA

9. IOKyMEHTHUPOBAHHE JIEATEIBHOCTH COBETA TUPEKTOPOB

10. JlokymMeHTHpOBaHHE JAEATEIbHOCTHM  ammapara yOpaBlieHuss  OOLIECTB,
MTPOU3BOJICTBEHHBIX KOOIIEPATUBOB, XOJIIUHIOB, DI’

11. Xapakrepuctuka OpraHoB ynpaBJieHUs HEKOMMEPUYECKUMHU OPTraHU3aLUSIMHU

12. AHaIM3 KOMIUIEKCA OPTaHU3alUOHHBIX U YIPABIEHYECKUX JOKYMEHTOB

13. Ananu3 npouenyp mnpuema, MepBUYHON 0OpPabOTKU JOKYMEHTOB, PETHCTpAIIUU
JIOKYMEHTOB

14. TIpoueaypa pacCMOTPEHUSI U UCTIOJTHEHUS] JOKYMEHTOB

15. TexHONOTMSA KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB

16. Cucremarnzanust JOKyMEHTOB, HOMEHKJIATypa J1eJ

17. ®opmupoBaHuE U XpaHEHUE AE

18. Opranuzarust ”HOOPMAITMOHHO-TIOMCKOBON CUCTEMBI 1O JJOKyMEHTaM

6.2.4. Bonpocsl K 3a4eTy N0 JMCHUIIHHE

6.2.5. Bonpockl K IKk3aMeHY N0 JUCHUILIUHE
1. OpranusanoHHas 10KyMEHTaIusl.
2. PacnopsiautenbHast JOKYMEHTAIHSL.
3. UndopmarmonHo-cripaBoyHasi 1OKyMEHTAIHSI.
4. JlokyMeHTAaIHs 10 JINYHOMY COCTaBY.
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OdopmiieHre conpoBOAUTENHLHOTO MUChMa

OdopmiteHre TapaHTUIHOTO MHChMaA

OdopmieHnne pekIiaMaliOHHOTO MHUChMa

Odopmitenre mucrMa-oTBETA

. IIpuka3 mo OCHOBHOM AESITETLHOCTH.

10 [Tpuka3 mo tuaHOMY COCTaBY(MHIUBUTY AITbHBIN,CBOTHBIN ).

11. OdopmiieHue TOKIaIHON 3aMUCKU

12.0¢dopmiienne 00bICHUTETBHOM 3aUCKU

13.0dopmiienune 3as8BlieHUs O IpUeMe Ha padoTy

14.0dopmiienue pesrome

15.Cuctembl JOKYMEHTALMK. Y HUPUIIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUU.

16.0061m1ue TpeboBaHUs K TEKCTY JOKYMEHTA.

17.Tlopsinok U3MOKEHUsI TEKCTA JOKYMEHTA.

18.513bIK CiTy»KE€OHBIX JOKYMEHTOB.

19.HopmaTuBHO-TIpaBoBast 0a3a JeJI0npONU3BOICTBA.

20.XapakTeprucTrKa U COCTAaB OPTraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U OPOPMIIEHUIO.

21.XapakTeprucTrKa U COCTaB PaCHOPSIUTEIBHBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U OPOPMIIEHUIO.

22.Pa3paboTka JOKYMEHTAIUH, OTPAXKAIOMIEH KOMMEPUYECKYIO IeATEIbHOCTh
OpraHu3aIuu

23.JlokyMeHTHpOBaHKE PpaboOThI ¢ mepcoHanoM. KoMrieke kaapoBoil TOKyMEHTAIIUH.

24. Tpy10BO#1 TOTOBOP: COJIEP>KaHUE U MOPSAOK 3aKIIIOUCHUS.

25.0c00eHHOCTH JOKYMEHTHUPOBAHUS ITAIOB TPYI0BOM JESITEIBHOCTH PaOOTHHUKA:
pHeM, ePeBo/l, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHUE, TTOOLIPEHHE,
JTUCITUTUTMHAPHOE B3bICKaHUE.

26.0dopmicHNE U BEACHUE JIMYHOW KaPTOYKU U JTUIHBIX JICTI.

27 .ITporecc 3ammThl MPOPEeCCHOHANBHBIX JaHHBIX B KQJAPOBOU CITykKOeE.

28.0OCHOBHBIE ATarbl JOKyMEHTOO00pOTA.

29.XapakTeprucTrKa TOKYMEHTOTIOTOKOB: BXOSIIAs, HCXOSIIAsl, BHYTPEHHSIS
JTOKyMCHTAITHS.

30.TexHosorust paboThl C JTOKYMEHTOIIOTOKAMH.

31.0cobennocTH paboThl ¢ KOHPHUACHITMATEHON JOKYMEHTAIIUEH.

32.CucreMaTu3aius JOKYMEHTOB, UX YUET U 00eCIIeYeHUE COXPAHHOCTH.

33.0cHoBHBIC TPeOOBAaHUS K OPTaHU3AIIMN TEKYIIIETO XPAaHEHHUS UCTIOTHECHHBIX

JIOKyMEHTOB

©oo~No O
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34.OkcnepTu3a HEHHOCTU JOKYMEHTOB. [IpUHIUIIBI, KpUTEPUU U ATAIbl € TPOBEICHUS

7. YYEBHO-METO/JNYECKOE u WUHO®OPMALIMOHHOE
OBECMEYEHUE TUCHUATIIMHBI (MOTY.JIS)

7.1. OcHoBHas TUTEpPATypa

. Bonruna U. B. Oduc-menemkep: Ilpaktuueckoe nocodbue. — M.: M3narenscko-
ToproBas kopropauus «Jlamkos u Ko», 2007. —452c.

. Henoroga A.B., Cemuenko II.A. Jlenonpou3BoJICTBO OpraHU3alMu: MOATOTOBKA,
oopMIIeHHE W BEACHHE JOKYMEHTAIMH: 75 0Opa3IoB JOKYMEHTOB. — 2-€ W3I.,
crep. — M.: Owmera-JI, 2008. — 480c. + CD

. IIycroszepoBa B. M. KanpoBbsie 1OKyMEHTBI TOProBoro npeanpusarus. — M.: Kanra
cepsuc, 2005. — 304c.

. I[Tmenko A. B. JlokyMeHTanimoHHOE 0OeCrieueHre yIpaBieHUs: yuel. mocooue st
cTya. cpen. mpod. yded. 3aBeaeHud. — 3-¢ u3m., mepepab. m gom. — M.:
N3narenbckuil HeHTp « Akaaemus», 2004. — 176c.

. Poroxxun M. 1O. JlenoBbie JOKYMEHTHI B MpuUMepax U oOpasziax: y4eO.-pakTuy.
[Tocobue. — M.: [Ipocmexr, 2005. — 448c.

. Cankuna JI.B. Jlenonpon3BOACTBO B KOMMEPYECKOW OpraHM3allid: Ha IpUMEpE
aKIMoHepHoro oduecta. — M.: MIIDIP, 2005. — 432c¢.
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7.3.Ilepnoanyeckne u3aHus
«Jlenonpon3BoICTBO»
«CekpeTapckoe Je10»

7.4. UuTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoye-posobie.htm

7.5. MeToauyeckne yKazaHusi 1 MaTePHAJIbI 10 BUIAM 3aHATHIA

JI1sl TIOATOTOBKM K 3aHATHSM PEKOMEHIYEM HCIIOJIb30BaTh dJICKTPOHHAYIO 0azy
JAHHBIX 10 JIOKYMEHTOBEJACHUIO M JOKYMEHTOBEIUYECKUM HCCIIEIOBAaHUAM, KOTOpas
COJIEPKUT METOJIMYECKUE MAaTepuajbl MO TOJATOTOBKE K CEMHHAPCKUM, MPAKTHYECKUM
3aHATHSM, 3a4€Ty, pa3pabOTKe riioccapusi, MOJATOTOBKE BUICONPE3CHTAIINH, BBIMOIHEHUIO
IpYyTUX 3a7aHuil 3aJJaHui B paMKaxX CaMOCTOSTEIBLHOM paboThl . A TakKe DSJIEKTPOHHBIC
SHIUKIIONEANH MO JEIOMPOU3BOACTBY U apXUBOBEICHHUIO
Jlsist camocTOoATENbHOM PabOThl, TMOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHUIA,
MOJITOTOBKE K TECTOBBIM MCHBITAHMSIM, a TakKe JJIsi HamucaHus 3cce, pedeparos,
HAYYHBIX JOKJIAJ0B PEKOMEHIyeTCs CIeAyIOIIee:

JImsi TIONTOTOBKM K TEPEUYHMCIICHHBIM BHJIaM padOT MPEayCMOTPEHBI 3aJaHMS,
Pa3BUBAIOIINE HABBIKA CaMOCTOSATEIBHOTO aHaIW3a W OCMBICICHHUS TIPEII0KCHHBIX
mpobiaeM wu TeMm. [l OCBOGHHMSI TIPEMIOKEHHBIX TEM, CTyACHTaM HEO0OXOIMMO
O03HAKOMHUTHCSI C TIPEIOKCHHOW JIUTEpPaTypoi, BBIOpaTh HEOOXOAMMBIC HCTOYHUKH,
COCTaBUThL IUIaH Tpeactosmied pabotel. s pedepupoBaHUS HCTOYHHKOB CTYACHTY
HEOOXOIUMO O3HAKOMHUTBCA C TEKCTOM, CHeNaTh HEOOXOIUMBbIE BBIUCKH, ITUTATHI,
COOTBETCTBYIOIIME TJIABHOW MpoOJieMe WCCIeA0BaHMs, CKOMIIOHOBATh O3TU IIUTATHI,
npoaymMaTh WX, U3JI0XKHTh COOCTBEHHOE BHUJECHHE CBOMMH CJIOBAMH, HAMETHUTh
HEO0OXOIUMBIE CBSI3KH U CTPYKTYpy Oynyiiero tekcra. PedepupoBanre nepBOMCTOYHUKOB
IpeanogaraeT caMOCTOATENbHbIE HABBIKU M3YYECHHS] TEKCTa, W3JIOKEHHUE TMPEIOKEHHBIX
TOYEK 3pEHUs, MepPecKa3, aHaIU3 MPOOJIEMHBIX BOIIPOCOB, BBIJEICHHUE TJIABHBIX HAYUYHBIX
no3uiuii aBTopoB. [y BhIMOIHEHUsT pedepaTta HEOOXOAMMO HAYMHATH C OOOCHOBAHUS
BBIOOpA TEMBI, 3aTE€M MPUBECTH TIEPEUEHBb KITFOUCBBIX IMOHATHN COACPKAaHUS, TUIaH paOOTHI
(0 yeM paboTa, KaKue BOTIPOCHI BKITIOUEHBI), 3aTEM NIEPEXOANTH K (DOPMYJIUPOBKE TE3MCOB,
NPEICTABISIONINX KPaTKOE COJEpKaHUE Ka)XI0ro Bompoca Tembl. Jlamee, mpuUBOASTCS
CTPYKTYPHUPOBAHHBIC TE3UChI (OCHOBHBIC TPYNIBI TE3UCOB II0 pasaeiaamM paboThl).
CrpynmupoBaB Te3UChI (OCHOBHBIC MBICIH), YCTAHOBUB MEXKIy HHUMH OCHOBHBIC U
COTIOTYMHEHHBIC CBSI3U, COCTABUTD JIOTHYECKYIO MOJIEb coJiepkaHus padoThl (pedepara).
Bo3moxHO mepBoHaYaIbHO TTOCTPOUTH MOJIEH COACPKAaHUs PAaOOThI U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTHL CTPYKTYPHBIM KPAaTKUM
colepKaHUeM. DTO TO3BOJUT B JalbHEUINIEM pacKpbIiBaTh padboTy, €€ coaepKaHue ¢
pa3Hoii CTENEHBI0 MOIPOOHOCTH.

7.6. IIporpammHoe obecrieueHme
1. Adobe Master Collection CS 6
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MS Windows Bepcuun XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010
I'apanT

Koncynprant +

A T

Cucrtema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYHEHUE JUCHUIIJIMHBI
MOAYJIs)
TpeGoBanus K MUHUMAJIbHOMY MAaTEePHAJIbHO-TEXHNYECKOMY 00ecredeHN 0
Peanuzauuss nporpaMmbl  IUCHMIUIMHBI TpeOyeT Haauuug Y4yeOHOro KaOuHeTa
«JlokyMeHTallmOHHOE 00ECTIEUEHHE YITPABICHUS.
[Ipu ocBOEHMM AUCIUIUIMHBI PEKOMEHIYIOTCSL TOCTY B IHTEpHET, KOMIIBIOTEPHBIN Kilacc
JUTSI IPOBEJEHUS TPAKTUYECKUX 3aHSATHM.
OoOopynoBaHnue y4eOHOro Ka0uHera:
1. IlocagouHble MecTa MO KOJUYECTBY O0YUaIOIIUXCS.
2. Pabouee mecTo npenopasarens.
3. MarnauTHas nocka.
4. Habop Tabmmm, cxem, HarjsIHbIX TTOCOOHUH.
5. HopMaTuBHO-IIpaBOBBIE AKTHI.
TexHn4yeckue cpeacTBa 00y4eHHs:
1.IlepcoHanbHble KOMIBIOTEPHI C JIMLIEH3UOHHBIM MPOrpPaMMHBIM OOECHEUYEHHEM H
MH(})OPMAMOHHBIMH CIIPABOYHO-TIPABOBBIMU CUCTEMaMHU.
2.Ilepudepuiinble ycTpoicTBa: MYJIBTHUMEIUWHBIA MPOEKTOP, MPUHTEPHI, CKAHEPHI,
BHEIIHUE HAKOMUTEIN HA MATHUTHBIX U ONTHYECKUX JIUCKAaX.
3.Cpencta OOJBIION U MaJIOW OPraHU3allMOHHON TEXHUKU: HIpeaep, OpoIIopoBaibHas
MalllMHa, KapTOTeYHOe 000pYyI0BaHUE, TAMUHATOP, CTEIUIEP, ABIPOKOII, HyMEpaTop, pe3ax,
OCHACTKa JJI MeYaTu U APYTUE KaHIEISIPCKUE MPUHAIICKHOCTH, PACXOAHBIE MAaTEPUAIIBI.
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JlonmoTHeHus1 M U3MEHEeHH s
K pado4eil mporpaMMe y4eO0HO# IMCHUILTHHBI (MOIYJIs1)

Ha 20 -20_ y4.rox

B pabouyto mporpammy y4eOHON AUCIUIUIMHBI BHOCSATCS CIACAYIOIINE U3MEHEHUS:

JlonoyiHEHUST U U3MEHEHHUsI K pabouell mporpaMMe pacCMOTPEHBI U PEKOMEHJOBAHbI
Ha 3aceflaHuu KadeIphbl

(HauMeHOBaHUE)
IIporokoi Ne OT «__ » 20 r.
Ucnomuurens(n):
/ / /
(TOIKHOCTB) (moxmuck) (®.1.0.) (mara)
/ / /
(TOMKHOCTB) (moxmuch) (®.1.0.) (mata)
3aBenytomuii kadenpoit
/ / /
(HamMmeHoBaHME KadeIpol) (moamuce) (®.1.0.) (mata)
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