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© ®I'BOY BO «KepueHckuii rocyjapcTBEHHbBIM MOPCKON TEXHOJIOTMYECKUN YHUBEPCUTET»



1 IlepeyeHp NJaAHMPYeMBIX Pe3yJbTATOB OOy4YeHHs] MO IMCHUILIAHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJ1bTaTaMM 0CBOEHHUsI 00pa30BaTe/bLHON MPOrpaMMbl

B pesynbrate ocBoenus OIIOII 6akanaBpuaTta oOyyaronuiics IT0JKEH OBIAAETh CIEIyIOIIMMHU
pe3yJabTaTaMy 00y4YEeHUsI 10 AUCIUILINHE

VYkazanue
Wupukaropst pasnena(-os)
Kon n HaumeHoBaHue OCTIDKEHIS [Tnanupyemblie pe3yabTaThl OCBOCHHS JUCHUTUIAHBL, TIC
KOMITETEHI[HU JUCIIATUTHHEI MIPEyCMOTPECHO
KOMIICTCHITHA
OCBOGHHE
KOMIICTCHIIUU
OIIK-6. Criocoben OIIK-6.1. ITonumaer 3HaTh:
MOHUMATh PUHIIUIIBI MPUHLHUIIBI pabOTHI - Uen, 3a/1a4d, NPUHIHUIBL, OCHOBHbIC
paboThl COBPEMEHHBIX COBPEMEHHBIX MOHATUSL  UCIOJb3yeMble B  MpoIecce
UH(pOPMALHOHHBIX HH(POPMALTMOHHBIX JICTIONIPOU3BO/ICTBA;
TEXHOJIOTUH U TEXHOJIOTHl. - COBpEMECHHbIE cpezacTBa
WCIIONB30BaTh UX IS HH()OPMATMOHHO-KOMMYHHUKAIIMOHHBIX
peleHus 3a1a4 TEXHOJIOTHA.
npodeCCUOHATBHOMI YMern:
JIESITCIbHOCTH -CaMOCTOSITEIIBHO CO3/IaBaTh TOKYMEHTHI U
0o0pabaTbIBaTh nH(pOPMALHIO, Tema 1-7
HEOOX0IUMYIO JUIst Ka4eCTBEHHOTO
BBITIOJTHEHHUS npoiecca
JICTIONPOU3BO/ICTBA.
Baapners:
- HaBBIKAMH JICJIONIPOM3BOJICTBA  JUIS
aKaJeMUYECKOT0 U MIPO(PECCHOHATBHOTO
B3aUMOJICHCTBUS U O00OOIIECHHUS MPOOIeM
npu (dbopMupoBaHuH APXUTEKTYPBI
1IM(POBOH IKOHOMHUKH.

2 MecTO IMCHUILVIMHBI B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMMbl

JlucuurnuHa oTHOCUTCS K 00s3aTenbHoM yacTu OITOII.

W3ydeHnro TUCIIMIUTMHBI TIPEIIECTBYET OCBOCHUE MPOTPaMM CIICTYIONIUX JUCIUILIHH: OCHOBBI
9KOHOMUYECKOW TEOpWH, WH(OPMANMOHHBIE CHCTEMbl W HU(POBBIE TEXHOJOTHU B 3KOHOMHUKE,
MIPaBOBEJICHUE, TEOPHUS HATOTO0OI0KEHUSI.

YcnenHoe 0CBOSHHE MarepHalia JUCIHMILIAHBI B paMKaxX YCTAaHOBJICHHBIX KOMIICTCHIIMHA JacT
BO3MOXXHOCTh OOYyYaIOIUMCSl TPOAODKUTE OCBOCHHE OOpa30BaTENbHON MPOTPpaMMbl M YCIIEIITHO
NPUCTYIUTh K M3YYCHUIO TUCIUIUIMH: SKOHOMETPUKA, HAJIOTH U HAIOTOOOJIOKEHHUE, OyXTaaTepCKHii
y4eT, MCHEIDKMEHT U JIp.

3 Oobem AUCHHUIIJIMHBI B 3a4Y€THbBIX ¢IHMHHUIIAX

OO6m1ast TpyI0eMKOCTh TUCIUILIAHBI COCTaBIISIET 4 3.¢., 144 daca.



4 Copep:kaHue JUCHHUIIMHBI, CTPYKTYPHMPOBaHHOE MO TeMaM (pa3ieiaM) ¢ yKa3aHHeM
OTBe/IECHHOT0 HA HUX KOJMYeCTBA aKaJeMHYeCKHX YacOB U BUI0B YU4eOHbIX 3aHATHI

4.1 CTpykTypa AUCHUILIMHBI

ouHas opma
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Tema 1. OcHOBBI 12! 8 1 ) 1 9 b
JICIIOTIPOU3BOICTBA
Tema 2. [paBuna
cocrapnenns u opopmrenns| 13| 8 | 4 4 |5 2 |1 1 |9 2
JIOKYMEHTOB
Tema 3. Opranuzarms 131 8 |4 4 |5 2| 1 9 b
paboThI C JOKYMEHTAMH
Tema 4. DrnexTpoHHbII
JOKYMEHT U 131 8 |4 4 15 2 |1 1 7 4
JIOKYMEHTO000pOT
Tema 5. Pabota ¢
JIOKYMEHTaMH,
coaepKaluMu 13| 8 | 4 4 |5 2 1 1 7 4
KOH(UICHIINATbHY IO
uHpOpMaIHIO
Tema 6. YcnoBus
BO3HHUKHOBEHUS H 21116 18 g |5 2 |1 1 117 2
CYIIHOCTH II(ppPOBOH
SKOHOMHUKH
Tema 7. PazButue
JICTOTIPOM3BO/ICTEA B 21| 16 | 8 8 |5 301 2 |16 2
YCIOBHSIX HU(POBOI
SKOHOMUKH
Kypcosoit mpoekt
(pabota)
KoHcynpramuu 2 2 2
Koutposs 36 36 36
Bcero yacos B cemectpe [144| 72 |36| - | 36 |34| - - 36 | 14 - 74| - | 18 36
Beero uacos mo 144 72 (36| - | 36 |34 - 36 | 14 - 74| - |18 36
JUCIHUILIAHE




4.2 Conep:xaHue JeKIUi

HanmenoBanne TeMbl

KonunuectBo yacos mo
dbopmamM oOyICHHS

Tema 1.

OCHOBBI /1€J10IPOM3BO/ICTBA

1-2

Ponb nokyMeHTOB B ()YHKIMOHMPOBAHWM OpraHu3aluid, oOIecTBa W TOCYAapCTBa.

Jlenonpou3BoACTBO: TOHATHE U conepkaHue. JlOKyMEHTalMOHHOe obecrieueHne
ynpasieHus: OCHOBBI JEONPON3BOICTBA M €r0 B3aMMOCBS3b C JEIOMPOU3BOICTBOM.
OnpeneneHre TMOHATHH «IOKYMEHT», «IOOKyYMEHTHpoBaHHMe» U mnp. OO0mue u
crenyanbHble (QYHKIHA O(HUIMANBHBIX TOKYMEHTOB. TpeOOBaHWS JEHCTBYIOLIMX
HOPMATHBHO-IIPABOBBIX aKTOB P® K JOKyMEHTAaIIHOHHOMY OOECIICUCHUIO NEeSITeIbHOCTH
npeanpuaTs (YIpexacHus, opranuzanuu). [loHsTHe cucTeMbl qokyMeHTarmu. e,
3agaun ¥ ¢QyHkuuH ciayx0sl JIOY. IlepeueHbp M KpaTkoe cojliepKaHHE OCHOBHBIX
HOPMAaTHUBHBIX JOKyMeHTOB Juia ciuyx0 JIOY. Kiaccudukauuss ITOKYMEHTOB.
Pacnpe,ueneHI/Ie AIAMUHUCTPATUBHBIX JOKYMEHTOB II0 BHJaM (OpFaHI/ISaHI/IOHHO-
pacropsiiNTeNbHbIe, CHPAaBOYHO-MH(DOPMAIOHHBIE, TOKYMEHTHl TI0 KaIpOBOMY
cocraBy W T.a1.). OOmas cxemMa KIacCH(QHUKAIWNA JOKyMEHTOB. Y HU(DUKAIHL
JIOKYMEHTOB, e¢ IIelTd U 3a1a9d. JJoKyMeHT0000pOT, TpeOOBaHUS K JOKYMEHTOO00POTY,
00BeM JOKYMEHT0000pOTa M €0 IIeITH.

Tema 2.

IIpaBuia coctaBjeHust 1 0popMJIeHUs JOKYMEHTOB

34

OOmme TpedoBanust Kk opopMiIeHUIO AOKyMeHTOB. HopmaruBhas 6asa odopmieHus
JOKyMeHTOB. TpeOoBaHMS JEWCTBYIOUIMX HOPMATHBHO-IIPABOBBIX akToB P® 1o
COCTaBJICHHIO ¥ O(OPMJICHUIO JIOKYMEHTOB. YHU(HIMPOBAHHBIE CUCTEMBI JOKYMEHTOB
(YCI). Ctpykrypa, comepkanue u obnacts npuMmeHenuns ctangaptos 'OCT P 6.30-97.
OcoOeHHOCTH COCTaBJICHHS ¥ O(GOPMIICHHS OCHOBHBIX [TOKYMEHTOB YIPaBJICHHUS
(opraHu3anMoHHBIE, PaCIOPSIUTENbHBIE, JOKYMEHTHl II0 KaJpoBOMY COCTaBy,
(uHAaHCOBO-OyXTanTepckue, MHYOPMAIIOHHO-CIIPaBOYHbIC U T.11.). OOIINe MOI0XKEHUS
0 MEXIyHapOJIHBIX CTaHAapTax JOKYMEHTaluH. MexXIyHapoaHOE COTPYIHUYECTBO T10
BOIIPOCaM CTaHJApTH3allMK B OOJIACTH JIOKyMEHTallMH. PeKBHM3WTBHI mnucbMa B
cooTBeTcTBUU co cTaraapToM MCO 11180:1993.

Tema 3.

Opranuszanus padoThl ¢ JOKYMEHTAMHU

5-6

Omnpenenenne mnoustust «Opranusanuss pabOTBl € JOKyMEHTamu». I[lpumepHOe
COZIep)KaHWEe HWHCTPYKIMU MO JIENIONPOM3BOACTBY Ha mpeanpusitad. OcoOeHHOCTH
paboTBl ¢ TOCTYMAIOMIMMH, OTHPaBISIEMBIMA H BHYTPCHHHMH JOKYMCHTaMH.
Perucrpamus moxymeHTOB. OCOOCHHOCTH IEHTPATH30BAHHON W JICICHTPATN30BaHHOM
CHUCTEMBI PETUCTPpALIMU JOKYMCHTOB Ha MPCANIPUATUHA. HeﬂeHHe JOKYMCHTOB Ha I'pYTIIIbL
perucrpanuu. OcHOBa CHCTEMaTH3allMM JeJl, Ha3HayeHWE HOMEHKJIATYyphl [Iel, ee
cocrapienne. OmnpenencHue TUNOB HOMEHKIATypbl. Odopmienne aen. OcHOBHBIE
TIOJIOKECHU S 06 APpXUBUPOBAHUU NOKYMCHTOB. HOpH}IOK TIOATOTOBKHM €I K IIE€peaavuc B
BEJIOMCTBCHHBIN aPXUB.

Tema 4.

JIEeKTPOHHBII JOKYMEHT M JOKYMEHT0000pPOT

7-8

3aKkoHOJaTeIbHOE W HOPMATUBHOE PETyJUPOBAHUE HCIOJIb30BAHUS DJIEKTPOHHOTO
JIOKyMeHTooOOopoTa. Kiaccmpukaiuss CHCTEeM 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
DJEKTPOHHBIA  JOKYMEHTOOOOPOT MEXIy OpraHaMd TOCYJapCTBEHHOW BIAaCTH.
OcoOeHHOCTH ~ BHEIpEHHs  CHCTeM  JJIEKTPOHHOTO  JIOKYMEHTOOOOpoTa B
TOCYTapCTBEHHBIX YUPEXACHUIX, OPTaHU3aIMIX. 3alnTa HHPOPMAINH 3IEKTPOHHOTO
JOKYMEHTOO0OpoTa B YCIOBHSX IM(poBoii sSKoHOMHKH. HOCHUMBIN HHTEpHET,
MMIUIAaHTHPYEMBIE TEXHOJIOTHH W HU(poBHACHUE. PacmpeneneHHBIE BBHIYUCICHUS WU
XPaHUJIUIIE JaHHBIX (0071a9HOE XpaHEHHUE).

Tema 5.

Pa6oTa ¢ 10KyMeHTaMU, CoAepKAIUMHU KOHPUIEHIIHATbHYI0 HH(popMaIuIo

9-10

[TonsiTHe 0 TOKYMEHTax, colepKalnuX HH(OPMAIMIO C OIPAaHUYEHHBIM JOCTYIIOM M MX
KIaccu(uKaIusa Mo CTENeHH TiacHOcTH. Kpurepun eneHus JOKYMEHTOB, HECYIIHX
uH(OpMaLMI0 OrpaHUYEHHOr0 JIOCTYNa, Ha: CEKPETHble W KOH(HICHIUAJIbHBIC.
Knaccudukanms cekpeTHbIX B KOH(DHACHINAIBHBIX JOKYMEHTOB MO CTENEHN BaKHOCTH
cofepxamieiics B HHX uHpopmanuu. lloHsATHE KOMMeEpYecKoil TaiHBL. Y CIOBHUS
OTHECeHHsT HHPOpPMAIMM K KOMMepyeckoi TaiiHe. CBemeHHs, OTHOCSIIUECS K
KOMMepuecKoil TaliHe. CBeIeHUs, KOTOPBIE HE MOTYT SIBIATHCS KOMMEPUECKOH TallHOM.
OpraHuzanus 3allUThl  KOMMEpYECKOH TaiiHBI H  paboThl C  JIOKYMEHTaMw,
COZIepIKalMMU KOH(QHICHIIMAJIbHbIE CBEIACHHSL.

OYHO-
OYHas1
3a04YHas
4 -
4 1
4 1
4 1
4 1




Tema 6. YcJI0BHS BOSHUKHOBEHHS H CYIIHOCTH LM (PPOBOI IKOHOMHUKH

11-14

VYcnoBuss W HWCTOPHS  BO3HHUKHOBEHHS  HU(GPOBOW  JIKOHOMHKH. YerBepras
MPOMBINIJICHHAS PEBONIONHA W WHPOPMAaNMOHHAS TioOamu3amus. MHpopmannoHHas
9KOHOMHKA KaK OCHOBA Pa3BUTHUS IU(PPOBOH SKOHOMHUKH. OCHOBHBIE XapaKTEPUCTHKA U
BO3MO)KHOCTH MH()OPMALIMOHHOM (CEeTEeBOH) SKOHOMHUKH.

Tema 7. PazBuTue 1e71011POM3BOACTBA B YCIOBHAX LHM(PPOBOIl IKOHOMUKHU

15-18

denepanbHas nporpamma «lludpoBas skoHOMHKaA». DIIEKTPOHHOE IPABUTEIHCTBO,
TOCyJapCTBEHHBIE  YCIIyTH, «yMHBIE» Toponxa, IH(poBoe 3ApaBOOXpAaHEHHE.
Wudpacrpykrypa mudpoBoii 3KOHOMUKH: B3aWMOJAEHCTBHUS IO JENONPOM3BOACTBY B
cern, cnenupuka cereBpIXx Onar. L[{uppoBele CcepBHUCHI HAJIOTOBO-O0OIKETHOTO
perynupoBanusl. [{ludpossie HATOrOBO-010KETHBIE TNIATHOPMBI. DIICKTPOHHBIN apXHB.

Bcero uacos

36 6

4.3 Tembl 1200paTOPHBIX 3aHATHH
JlaGopaTopHbIe 3aHATHS HE TIPELyCMOTPEHBI Y4eOHBIM TIAHOM.
4.4 Tembl NPAKTHYECKUX 3AHATHI
[IpakTudeckue 3aHATHS HE MPETyCMOTPEHBI YIEOHBIM TJIAHOM.

4.5 TeMbl ceMUHAPCKHUX 3aHATHH

Ne

KonunuectBo vacoB mmo
tdhopmam oOyueHHs

HaumeHoBaHnue TeMbl

OYHO-
3a049Has1

OoYHas

Tema 1. OcHOBBI 1€JI0NPOU3BOACTBA

1-2

Ponb 1OKyMEHTOB B (DYHKIIMOHMPOBAHHM OpraHU3aluii, 0OLIeCTBa M TOCyJapcTBa.
Jlenonpon3BoaCTBO: TOHATHE W cojepkaHue. JlOKyMEeHTalMOHHOEe oOecredyeHne
ynpaBneHuss OmnpeneneHue TIOHATUH («IOKYMEHT», <JIOKYMEHTHPOBaHHE» U TIp.
OOmue wu crneuuanbHble (yHKUMM OQUIMAIBHBIX JOKYMEHTOB. TpeGoBaHus
JNEUCTBYIOIIMX  HOPMAaTUBHO-NPAaBOBBIX aKTOB P® K  JOKyMEHTalMOHHOMY
00eCTIeYeHNIO NesITeIbHOCTH NpeanpusaTus (yupexxaeHus, opranusanun). lloHsTtne
cucteMbl  JnokymeHTanuu.  Kiaccn¢ukammss — gokymentoB.  OOmas  cxema
KJIacCHU(PUKAINN JOKYMEHTOB. JJOKyMeHTO000pOT, TpeOOBaHHS K JOKYMEHTOO00POTY,
00bEM JIOKyMEHTO000pOTa U €ro IIEJIH.

Tema 2. IlpaBuJia coctaBJjieHus! 4 0()OPMJIEHUS JOKYMEHTOB

3-4

Oo6me TpeboBaHUS K OPOPMIICHHIO HOKyMeHTOB. HopmaTuBHast 6a3a odopmiicHHs
JOKyMEHTOB. YHu¢uuupoanubie cucrembl jokymeHtoB (YCJ). Crpykrypa,
comepkanne u obmacte mpumeHeHus crangaptoB 'OCT P 6.30-97. OcobGeHnocTn
COCTaBJICHUS U 0(OPMIICHHS OCHOBHBIX JOKYMEHTOB yIIpaBJIeHUs (OpraHU3alliOHHEIE,
pacIopsIIUTeNbHbIE, JOKYMEHTHI 110 KaApOBOMY COCTaBy, (PMHAHCOBO-OyXTralTepcKue,
MHPOPMAMOHHO-CIIPaBOYHbIE M T.1.). OOmuMe NONOXKEHHS O MEXTyHapOIHBIX
CTaH/iapTax JOKyMEHTallMH. MEeXayHapoJHOe COTPYAHHYECTBO TI0 BONPOCAM
CTaH/JapTU3aluy B 00JNacTH NOKyMEHTaluu. PEeKBU3UTHI MUCbMa B COOTBETCTBUH CO
cragaptom MCO 11180:1993

Tema 3. Oprannzanusi padoTsl ¢ JOKYMEHTaMH

5-6

Omnpenenenne moustus «Opranusaius paboThl ¢ JAOKyMeHTamm». lIpuMepHoe
COZIep)KaHHWEe WHCTPYKIMHU MO JEIONPOM3BOJACTBY Ha mpeanpustur. OcobeHHOCTH
paboThl C TOCTYMAIOIIMMH, OTIPABIIEMBIMA W BHYTPCHHUMH JIOKYMCHTaMHU.
Perucrpanus nokymeHToB. OCOOCHHOCTH EHTPAIN30BAaHHOH U JCIICHTPATN30BAHHOM
CUCTEMbI pETrUCTpallMid AJOKYMCHTOB Ha IMPCANPUATHH. HeﬂeHHe JOKYMEHTOB Ha
rpymmnsl peructparmu. OCHOBa CHCTEMATH3AIIMH 1], HA3HAUYCHHE HOMCHKJIATYPHI JICT,
ee cocrapieHue. OnpeneneHne TUIOB HOMEHKIaTypsl. Odopmienne nen. OCHOBHBIC
TIOJIOKCHU S 06 APXUBUPOBAHNU TOKYMCHTOB. HOpH}IOK IMMOJATOTOBKH €I K I€pEaavuc B
BEJIOMCTBCHHBIN apXUB.

Tema 4. DJIeKTPOHHBII JOKYMEHT U IOKYMEHTO0000pOT




3aKkoHOIATENIFHOE M HOPMATHBHOE PETYJIMPOBAHUE MCHOJIB30BAHUS DJIEKTPOHHOTO
IokyMeHTooOopoTa. Kitaccmdukammss cucteM SIEKTPOHHOTO TOKYMEHTOOOOpPOTA.
ONeKTPOHHBI JOKyMEHTOOOOPOT MEXAY OpraHaMH TOCYAAapCTBEHHON BIACTH.

7.8 OcoOeHHOCTH ~ BHEIPEHMS ~ CHUCTEM  DJIEKTPOHHOTO  JIOKYMEHTOOOopoTa B 4
TOCYAApCTBEHHBIX YUPEKACHHUIX, OPTaHU3AMSX. 3anTa HH(GOPMALIIH HIIEKTPOHHOTO
JOKyMEHTOOOOpoTa B YCIOBHsIX IH(poBOH 5SKOHOMHUKH. HOCHUMBIH HHTEpHET,
HUMIUIaHTHPYEMbIE TEXHOJOTUH M uudpoBuieHUe. PacrpeneneHHble BBIYUCICHHUS U
XpaHWIHKIIE JAaHHBIX (00JaYHOe XpaHEHHE).

Tema S. PaGoTa ¢ JToKyMeHTaMu, COePKAIMMH KOH(PHICHINAIBHYI0 HHPOPMALHIO
[TonsTHE O MOKYMEHTax, colep KalnX WH(GOPMAIMIO ¢ OTPAHHYCHHBIM JOCTYIIOM U
nX KiaccupuKanus MO CTENEHW TiIacHocTH. KpuTepum [1eneHns JOKyMEHTOB,
HeCyIIMX  MH(POPMAIMIO  OTPaHUYEHHOI'O  JIOCTyIa, HA:  CEKpeTHhIE H
koHpuaeHnmaneHsle.  Kiaccnpukanmst — CeKpeTHBIX W KOH(HICHIMATBHBIX

9-10 |HOKYMEHTOB IO CTENEHHM Ba)KHOCTH cojepkalieiics B Hux uHpopmauuu. [Tonstne 4
KOMMEpPYECKOW TaiHBl. YCIIOBHS OTHeceHHMs MH(OpMaluy K KOMMEpUYEeCKOH TaifHe.
CeeneHns, OTHOCAIIMECS K KOMMEpYecKoi TaiiHe. CBemeHHs, KOTOPBIE HE MOTYT
ABIIATHCS KOMMEpYECKOH TaifHoil. OpraHu3anus 3alIuThl KOMMEPUECKOW TallHBI H
paboTHI ¢ JOKYMEHTaMHU, COJEPKAIMMH KOH(HUICHINAIbHbBIC CBEICHUSI.

Tema 6. Ycji0BHsSI BOBHHKHOBEHMSI H CYHIHOCTH IIM()POBOii IKOHOMUKH
VYcnoBuss W WCTOpHS  BO3HMKHOBEHHMS LM(POBOH  SKOHOMUKH. UYerBepras

11-14 |TPOMBIIICHHAS PEBOTIOLHS 1 nHdopMannonHas riaodanuzanms. MHpopManronHas 3
9KOHOMHKA KaK OCHOBA pa3BUTHUs IU(GPOBOI SKOHOMUKU. OCHOBHbBIE XapaKTEPUCTHKU
Y BO3MOKHOCTH MH(OPMALIMOHHO (CETeBOI) SKOHOMHUKH.

Tema 7. PazBuTHe 1€10NPON3BOJACTBA B YCJIOBUAX NU(PPOBOIl IKOHOMHKH
DenepanpHas nporpamma «LludpoBas skoOHOMHKa». DIEKTPOHHOE NPABHUTEILCTBO,
TOCYAAapCTBEHHBIC ~ yCIYTH, «YMHBIE» TOpOAa, LU(PPOBOE 3APaBOOXPaHCHHE.

15-18 Wndpacrpykrypa mudpoBol SKOHOMUKH: B3aUMOJCHCTBHSI 1O JEIONPONU3BOJICTBY B ]
cetn, crnenuduka cereBbix Onar. L[{udpoBbie CEpBUCH HATOTOBO-OFOIKETHOTO
peryiaupoBanusi. L{udpoBeie Hanoroo-0roukeTHbIE IUIAT(GOPMBL.  DJIEKTPOHHBIN
apXuB.

Bcero yacos 36

5 CamocrosiTeibHasi padoTa 00y4arOMXcst
TpynoeMKkocTb
CaMOCTOSITENILHOM
HaunmeHnoBanune Tembl paboThl, Jac. Conepxanue paboThI
OuHas OHIHO-
3a04Hast

Tewma 1. OCHOBBI I€JIONIPOU3BOJICTBA 8 9

Tewma 2. TIpaBuina cocTaBICHHS U 4 9

o opMIICHHSI TOKYMEHTOB

Tema 3. Opranusanus paboThI ¢ 5 9

JIOKyMEHTaMH

Tema 4. DIEKTPOHHBIN JOKYMEHT H 5 7 N3ydenne TeOpEeTHKO-METOJUYECKUX BOIIPOCOB

JIOKyMEHTO000POT TEMBI, OTBETHI Ha BOIIPOCHI ISl CAMOKOHTPOJIS,

Tema 5. Pa6oTa ¢ JOKyMEHTaMu, BBITIOJTHEHHE 3a/1aHHUH, PACKPBIBAIOIINX CYITHOCTh

coZiep KalluMU KOH(i)I/I)IeHHI/IaHI)HyIO 5 7 N3y4a€MbIX 06’LCKTOB, SIBJICHUU 1 IIPpO1ECCOB

nH(GOpPMAIIHIO

Tema 6. YcnoBHs BOSHUKHOBEHUS U 5 17

CYIIHOCTb IM(POBOH IKOHOMHKH

Tema 7. PazBuTHe Ae0npou3BOICTBA B 5 16

YCIOBHSIX HHGPOBOM IKOHOMHUKH

Bcero uacos 34 74

6 TemaTuka KypcoBOIo NpoeKTHPOBaHHUs (KypcoBOii padoThl)

KypcoBoe npoekTupoBaHue He MPeayCMOTPEHO YUEOHBIM ILIIaHOM.




7 Metoabl 00yueHust

OCHOBHI)IMI/I q)OpMaMI/I I/I3y‘~IeHI/I$I OUCIHUIIIIMHBI SABJIAKOTCA: YTCHHUC HeKHHﬁ, HpOBe,Z[GHI/Ie
CEMHUHAPCKHX 3aHATHH, CAMOCTOSATEIbHAsI pad0oTa CTYICHTOB.

OCHOBHI)IM METOAOM I/I3y‘~I€HI/I$I JUCHUIIIIMHBI ABJIAIOTCA JICKIHUU, KOTOpI:IG HpOBOZ[SITCSI B
JICKIIMOHHBIX ayJTUTOPHUSAX C WCIOJIB30BAHUEM HATIISAHBIX MOCOOWI M WHTEPaKTHBHBIX cpeicTB. Ha
JICKIUSAX HCIIOJIB3YeTCS MYJIBTUMEANIMHOE TPE3CHTAMOHHOE O0OpYyJA0BaHWE IS JACMOHCTpAIlUU
WUTIOCTPATUBHOTO MaTepuaia, TaOduIl M CXEeM, OCHOBHBIX TE3MCOB U BBIBOJOB II0 TEME.
Llenecoobpa3Ho MO KaKIAOH TeMe COCTaBUTh CIMCOK TEPMHHOB U MOHATHN M TIepeUYeHb KOHTPOJIBHBIX
BOIIPOCOB, KOTOPBIE BBIHOCSATCS] HA CAMOCTOSITEIIbHOE U3yUEHHE CTYCHTOB.

CGMI/IHapCKI/Ie 3aHATHUSA B 3aBUCHUMOCTHU OT KOHKpCTHI:IX ueﬂeﬁ n ypOBHSI IIOATOTOBKHU CTYZ[GHTOB
MPOBOASATCS B (POpPME BOIIPOCOB — OTBETOB, IKCIPECC-TECTUPOBAHMS 110 TEME.

B pamkax MHTEpaKTUBHBIX METOJIOB OOYUYCHHUS MPEAYCMOTPEHBI CIISAYIONTNE TTOIX0AbI: paboTa B
MaJIbIX TPYIax, TBOPUECKUE 3a/IaHUSl, COPCBHOBAHMUS, «YUYCHUK B POJIA YUUTEIS», «KOKIBIH YUYHUT
Ka)KIIOT0».

OO0s13aTeNbHBIM YCIIOBHEM aTTECTAIMH CTYICHTA SBIISICTCS BBITIOJIHEHUE BCEX MPETYCMOTPEHHBIX
MPOrpaMMOI CeMUHAPCKHUE 3aJaHHH.

CaMocTosTeNnbHas padoTa CTYJCHTOB SIBISICTCS BaKHBIM KOMIIOHEHTOM HX TPO(ECCHOHATBHOU
IIOATCOTOBKU U BKJIFOYAET B Ce0:

- TIOATOTOBKY K ayJMUTOPHBIM 3aHSATHUSIM: U3yYEHHE KOHCIIEKTA JICKIIHIA, OTBEThI HA BOMPOCHI JIJIs
CaMOKOHTPOJIS;

- 9KCIIPECC-TECTUPOBAHNE;

- IIOATOTOBKY K IIPOMEXYTOYHOMY KOHTPOIIIO.

8 @DoH/ OLEHOYHBIX CpeacTB AJd NMPOBEACHUNA TEKYLICIro KOHTPOJA U l'IpOMC)KyTO‘lHOifI
aTrecralumn oﬁyqamumxcn Mo ITMCIHMIIJINHE

[IpuBeneH B 00g3aTeTbHOM NMPHIIOKEHUU K paboueii mporpaMMme.

9 Ilepeyens yueOHOM JIUTEPATYPbl, HEOOXOAUMOM 11l OCBOCHHUS THCHHUILIMHBI

KommgecTBo
HaumenoBanwue 9K3EMILISIPOB

B OuOIMoTEKE
DOI'BOY BO «KI'MTV»

1.I'pozoBa, O.C. JlenompousBoacTBO: YuebHoe mocobue. — M3marens: IloBomkckuit
TOCYIapCTBEHHBIN TexHudeckuid yHuBepcuter, 2015. /OBC «YHuBepcuterckas OHONMMOTEKa
omaiiny https://biblioclub.ru/index.php?page=book&id=439196

2.11ysanoBa, H. H. OcHOBBI snenonpon3BozicTBa. SI3bIK CiIy:)keOHOTO JOKyMEHTa : y4eOHHK U
npaktukyM i By3oB/ H. H. Illysanoma, A.}O.VBanoBa; mnon oOmel penakuuei
H. H. llysanosoii. — 3-e u3x., nepepad. u gom. — Mockga : Uznarensctso HOpaiit, 2023, —
384 ¢. — (Bwiciiee obpasoBanue). — ISBN 978-5-534-15217-3. — TekcT : 3MEeKTPOHHBIH //
O6pazoBarenpHas miatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/511417

3.1lyBamoBa, H.H. OcHOBBI [emompon3BOACTBA : YYEOHHMK M MPAKTUKYM [UIS CPEIHETO
npogeccronanpHOTo 0Opasosanus / H. H. Illysamnosa, A. FO. MBaHoBa ; o 00mIei pemakituei
H. H. lllyBanoBoii. — 3-e u3n., mepepad. u gorn. — Mocksa : Mzngarenscro HOpaiit, 2023, —
384 ¢c. — (Ilpodeccuonansuoe oOpazoBanue). — ISBN 978-5-534-15488-7. — Tekct
3JIEKTPOHHBIN /! OO0pa3oBarenbHas mwiatdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/511684

10 CocraB coBpeMeHHBIX NPOQECCHOHAIbHBIX 0a3 JaHHBIX W HMHG(POPMAIHOHHBIX
CIIPABOYHBIX CUCTEM

HammernoBanne nH(GOPMAIIIOHHOTO pecypca Ccputka Ha HTHPOPMAIMOHHBIN pecypc

OnextponHas oubmmorexka PI'BOY BO «kKIMTV» http://lib.kgmtu.ru/



https://urait.ru/bcode/511684
https://urait.ru/bcode/511417

Oo6pasoBarenbHas wiathopma «HOpaitm» https://urait.ru/

T'ocynapcTBennas cucrema MIPaBOBOM nH(pOpMauu —| http://pravo.gov.ru/
o(UIMATBHBIA HHTEPHET-IOPTAII PABOBOM MHPOPMAIIUU

OwunuansHelii caifit Pocapxusa. http://archives.ru

CrpaBoynas npaBoBast cucteMa «Koncynsrast [limroc» http://www.consultant.ru/

RSCI mnarpopma Web of Science — 6a3a maHHbix yumux | http://www.technosphera.ru/news/

POCCUHCKHX KYPHAJIOB

Wndopmannonnas  cucrema «EmmHoe oxHO  moctyma k| http:/window.edu.ru/
HH(OPMALIMOHHBIM PeCypcam»

JoxymeHnToobopoTr u aenonpon3BoiacTBo. Cucremsl anektponHoro | http://www.doconline.ru/
JTOKYMEHTO000pOTa

Od¢unmaneapiii  caiit BHUMKU  (Online-goctynm k cranmapram | http://www.vniiki.ru
I'OCT, OCT, TY, UCO, MOK, HHOCTpaHHBIM CTaHIApTaM)

baza nanneix HayuHolt snexTpoHHOM OHOIHoTeKH http://elibrary.ru/

baza mammpix Research Papers in Economics (camas Oompmiast B | https://edirc.repec.org/data/derasru.html
MHpE KOJUJIGKIMS DJEKTPOHHBIX HAay4YHBIX MyONmuKamuii 1o
9KOHOMHKE BKJIIOYaeT OMOIMorpaduuecKre onmcanus myOauKaIui,
CTaTel, KHUT U PYruX MH(GOPMAIMOHHBIX PECYPCOB)

DdenepanbHblii 00pa3zoBaTeabHbINH opTal «koHoMuka Couuonorus | http://ecsocman.hse.ru
MenemKkMeHT»

11 TIlepeyeHp mNPOrpaMMHOrO oOecneveHusi, HCIOJb3YeMOIr0 TMPH OCYLIEeCTBJICHHH
0o0pa3oBaTeIbHOI0 Mpouecca 1o JMCUUIIMHE

Haznauenue (6a3bl 1 OaHKM JaHHBIX, Tun nponykra
HaumenoBanue nporpaMMHOIo
HpojIyKTa TECTUPYIOLINE POrPAMMBI, TPAKTHKYM, (ToNTHast TMIICH3NOHHAST BepCHs,
JICJIOBBIE MTPHI U T.1T.) yuebHasi Bepcusi, IeMOBepcus 1 T.11.)
Omnepamuonnass cucrema (Microsoft
Windows 10 Pro wmm Microsoft
Windows Professional 7 ~Russian KoMITieKke CHCTEMHBIX U YIPABIISIONINX JIMIEH3UOHHOE TPOTPAMMHOE
Upgrade Academic OPEN 1 License
No Level wiu Microsoft Windows fporpamMm obecnedenne
Vista Business Russian Upgrade
Academic OPEN 1 License No Level)
Odowucuerrii maker (Microsoft Office Pro
Plus 2016 nmm Microsoft Office 2010
Russian Academic OPEN 1 License TexcToBBIN pefakTop, TAOIMIHBIH JInmeH3nOHHOE TIPOTPAMMHOE
No Level wm Microsoft Office PEeNaKkTop, peAaKTOp MPE3CHTAIUE obecrieucHue
Professional Plus 2007 Russian
Academic OPEN 1 License No Level)
OdprcHiii naxer LibreOffice TekcToBBIN pegakTop, Ta6np1qm)nfl CBob60oHO-pacpocTpaHsieMoe
penaKTop, peaakTop Mpe3eHTAIUi MporpaMMHOE 00ecIedeHe

12 Onucanme MaTepualbHO-TEXHU4YECKOW 0a3bl, HEOOXOAUMON sl OCYIIeCTBJICHHUS
00pa3oBaTeILHOIO NMpolecca Mo JUCHUILINHE

CrenmanusupoBaHHas ayAUTOpHA [UIA NPAKTHYECKUX 3aHATHH, OCHALICHHAs JOCKOH H
MyJIbTUMEIUHHBIM 000pynoBanuem u I1K.

13 MeTtoauveckne yKazaHus JAJs 00y4YAKIIHUXCH M0 OCBOCHUI0 THCIHUILIMHBI

Pexomenoayuu no 0ceoenuio 1eKYUOHHO20 Mamepuala, n0020mogKe K 1eKuuam

Jlexuuu ABNSIIOTCS OCHOBHBIM BHJIOM YUYEOHBIX 3aHSATHI B BbICIIEM y4eOHOM 3aBefeHUH. B xone
JICKOHUOHHOTO KypCa MPOBOAUTCA H3JIOKCHUC COBPCMCHHBIX HAYYHBIX B3ITIIA0B M OCBCHICHUC
OCHOBHBIX TIPOOJIEM H3ydaeMol 00JacTH 3HAaHWUW. 3HAYUTEIBHYIO YacTh TEOPETUYECKHX 3HAHHUI
CTYACHT MAOJIKCH IMOJy4YaTb CAMOCTOSATCIBHO M3 PCKOMCHIOBAHHBIX I/IH(bOpMaI_II/IOHHI:IX HNCTOYHHNKOB
(yueObHMKOB, IHTEpHET-pEeCypCcoOB, SIEKTPOHHONW 00pa30BaTEIBbHONU Cpebl YHUBEpCUTETA). B TeTpamu



JIs1  KOHCIICKTOB J'IeKIlI/Iﬁ JOJI?KHBI OBITH nojss, rac€ 10 XOoAy KOHCICKTHUPOBAHUA OCJIAIOTCA
HEOOXOJMMbIe TIOMETKU. B KOHCIIEKTaxX peKOMEeHIYeTCsl MPUMEHSTh COKPAIICHHUS CJIOB, UTO YCKOPSET
3aIIUCh. BOHpOCBI, BO3HUKIIINEC B XOJ€ HGKHHﬁ, PEKOMCHAYCTCA ACJIATh Ha MOJIAX U MOCJIC OKOHYAaHUA
JIEKIIMU 00paTUThCA 32 Pa3bsICHEHUSIMH K MpernogaBaTento. [locie okoHYaHus JIEKIIMU PEKOMEHIYeTCs
NepeUUTaTh 3alMMCU, BHCCTU MOMPABKU U JOIIOJIHCHUSA HA IIOJIAX. KoncnexTsl JICKIII/If/'I PEKOMCHAYCTCA
UCIIONB30BaTh MPHU TMOATOTOBKE K CEMHUHAPCKUM 3aHATHSAM, SK3aMEHY, KOHTPOJBHBIM TeCTaM, MpHU
BBITIOJTHEHUU CaMOCTOATCIIbHBIX SaIlaHI/If/'I.

Pexomenoayuu no noo2omoseke K CeMUHAPCKUM 3AHAMUAM

HJISI MOATrOTOBKH K CEMHWHAPCKHUM 3aHATHAM HCO6XOI[I/IMO 3apaHCC O3HAKOMUTLCSA C MEPCHHEM
BOIPOCOB, KOTOPbIE OyIyT pacCMOTPEHBI Ha 3aHATUHU, PEKOMEHIYEMOMN JTUTEepaTypoil, colepaHHEeM
pexkoMeHIoBaHHbIX WHTepHeT-pecypcoB. HeoOXxoaumMo mpouuTarh COOTBETCTBYIOIIUE pa3/eiibl W3
JUTEepaTyphl, PEeKOMEHIOBAHHOM MpernojaBaTesieM, BBIICIUTh OCHOBHBIC TMOHSATHUS M MPOLECCHI, HX
3aKOHOMCPHOCTU W ABWXYIIHUC CHUJIbI, U B3aMMHBIC CBA3H. HpI/I MOATOTOBKEC K 3aHATUIO HC HYXHO
3ayuynBaTh y4eOHBIM MaTepuan. Ha ceMHHapcKuX 3aHATHSX HYXKHO BBIICHATH Y TperojaBaTens
OTBCTHI HA MHTCPCCYIOIUC HUJIU 3aTPYAHUTCIIBHBIC BOIIPOCHI, BHICKA3BIBATh U apryMCHTHUPOBATHL CBOC
MHEHHE.

Pekomenoayuu no opeanuszayuu camocmoameabHou padoomaol

CaMmocTosiTenbHas paboTa BKIIOYAET M3Y4YCHHE Y4YeOHOHN JUTepaTyphl, MOMCK HWH(OpMAlUU B
CeTn I/IHTepHeT, MNOArOTOBKY K CCMHUHAPCKUM 3aHATHAM, OJOK3aMCHY, OKCIIPECC-TCCTUPOBAHULO,
BBITIOJTHEHHE JIOMAIIHUX MPAaKTHYECKUX 3aJaHuil (MpopaboTKy TEOpEeTHYeCKOro Marepuana,
BBIHECEHHOT'O Ha CAaMOCTOSTEIbHOE U3yYEHHUE U T.11.).
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