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1. llean 1 3aaa49u JUCHMIJIMHBI:

OcHoBHast 1enb y4eOHOro NpPUOOpPETEHHE CTYACHTAMH TEOPETUYECKHX 3HAHUUA W
IPaKTUYECKUX HABBIKOB B OOJIACTH YIPABICHMs JOKYMEHTOOOOPOTOM, KOTOpbIE B JalibHEHIEM
MO3BOJISIT UM OCYIIECTBIIATH IPPEKTHUBHYIO NEATEIBHOCTh MO CO3JAHUI0 M OpraHMU3aluu paboThI
0(pHCOB Ha COBPEMEHHOM YpOBHE, O0ECHEUMBAIOUIEM JOCTHKEHHE YCIEIIHBIX pe3yJbTaToOB B
u30paHHOl cdepe OuzHeca, OOBICHUTH OOIIME NPHUHLMIIBI PETYIUPOBAHUS OYyXTaJlTEpCKON
IPAaKTUKH, ONPEIEIAIONINE CBSI3U MEXAY YYETOM U IPa)IaHCKUM IPaBOM, I10KA3aTh CXEMbI ydeTa
(aKTOB XO3HUCTBEHHOM )KN3HNU SKOHOMUYECKOTO CyObekTa. Ha KOHKPETHBIX IpUMepax pacCMOTPETh
IpaBUiIa JOKYMEHTUPOBaHHUA (PAaKTOB XO3SHCTBEHHOM JKM3HM MPENNpPUATHI U OpraHu3aLuu
JOKYMEHTO000pOTa Ha IPEANPHUITHH.

OCHOBHBIE 33/1a4H U3YYEHUS AUCIUILTUHBL:

e (QopMHMpOBaHHE Yy CTYAEHTOB YETKOTO TPEACTABICHUS O CYLUHOCTH U POJIHU
aJIMUHUCTPUPOBAHHUS;

e oOecredyeHne ri1y0OKOrO YCBOCHUS 3HAHUH CTyJeHTaMU (DYHKIIMI JOKYMEHTA,

e 00y4eHHE CTYIEHTOB IIPAKTUKE BJIAJICHUs] OCHOBAMH CIYyeOHOr0 JOKYMEHTUPOBAHUS U
JIeNIONIPOU3BO/ICTBA;

® T[IOBBIICHUE YPOBHS TPAKTUYECKOTO BIAJEHUS COBPEMEHHBIM S3BIKOM JIEIOBOTO
0011IeHUS;

e (QopMHpOBaHUE HABBIKOB IO COCTABJICHUIO NEPBUYHBIX YUETHBIX JTOKYMEHTOB, YYETHBIX
PETrUCTPOB, OPraHNU3aALUOHHO-IIPABOBBIX TOKYMEHTOB,

e 00y4yeHHE MPAKTUUYECKOMY MPHUMEHEHHUIO Pa3IMyHBIX (POPM M COBPEMEHHBIX METO/0B
ydeTa, Ha OCHOBE H3y4yaeMbIX HOPMATHBHBIX JOKYMEHTOB, B TOM 4YHCIE C HPUMEHEHHUEM
KOMITbIOTEPHBIX TEXHOJIOTHH.

¢ (opMHpOBaHKE HABBIKOB 110 paboTe C TOKyMEHTaMH Ha MEPCOHAILHOM KOMITBIOTEpE.

2. Mecto aucnuniannsl B crpykrype OIl BO:

Hucrunmuaa «KOMIUTAEHC JIOKYMEHTAIIMW» oTHOCHTCS K 4acTu, (GopMupyeMoi
y4aCcTHUKaMU 00pa30BaTEIbHBIX OTHOIIECHUH, TUCITUTUIMHEI (MOIYIIH) TIO BBIOOPY, OJIOK 6 y4eOHOTO
IUIaHa.

B Tabnune Ne 1 mpuBeieHbI MpeIIeCTBYIONINE U MTOCIEIYIONINE JUCIUTIIINHBI, HAPABICHHBIE
Ha (OPMHUPOBAHUE KOMIIETECHITUN JUCITUTIIMHBI B COOTBETCTBUM ¢ MaTpulieil kommnerenmuii OI1 BO.
Ta6muma Ne 1
IIpenmecTByomme 1 nocjiaeaywuue TMCUMILIMHBI, HANIPaBJIeHHbIe HA (POPMHUPOBaHUe
KOMIIeTEeHIH I
No [Indp u HaumeHOBaHME [IpenmecTByronime [Tocnenyromme TUCIUTIITAHBI
/1 KOMIIETCHITUHU JUCHUTITUHBI (Tpynmbl TUCITUTUINH)
YHuBepcajibHble KOMIIETEHIIUH
YK-1 MUuKpOsKOHOMUKA
Cnocoben
OCYIIECTBIISITH TIOUCK,
KPUTUYECKHUM aHAJIU3 U
CUHTE3 HH(POPMAIIHH,
MPUMEHSTh CUCTEMHBIN
MOJXOJ AJISl peLIeHUS
MOCTaBJICHHBIX 3a/1a4
YK-10 Cnocoben MUuKposIKOHOMUKA
NPUHUMATH
000CHOBaHHBIC
HKOHOMUYECKHUE
pelIeHUs B pa3IN4HbIX
o0nacTax
KU3HEJICSTEIbHOCTH
OomenpodeccHoHATbHbIE KOMIIETEHIMHT




OIIK-3 MuKpOosKOHOMUKA
Cnocoben
aHAJIM3UPOBATH U
COJIepKaTEITHHO
OOBSCHATH IPUPOTY
IKOHOMUYECKUX
MIPOLIECCOB Ha MUKPO U
MaKpOYpOBHE

3. TpeboBaHus K pe3yJIbTATaM OCBOCHUS JUCHUIINHBI:
[poniecc n3y4yeHns TMCUMIUIMHBI HANIPABJIEH Ha (POPMUPOBAHHUE CIEAYIOIINX KOMITCTECHIIHHA:
— VYK-1 CnocobeH OCyIIECTBISATh TMOUCK, KPUTHUECKUI aHaIW3 W CHHTE3 HH(OpMAaLUH,
IPUMEHATh CUCTEMHBINH OJXO/ JJIsl PEIICHNUs TTOCTABICHHBIX 3a1a4
— OIIK-3 Crioco0eH aHaIu3upOBaTh U COACPKATEIBHO OOBSICHATH MPUPOTY SKOHOMHUECKHUX
IPOLIECCOB HA MUKPO M MaKpPOYPOBHE
— IIKO-1 CnocoOeH, UCIONBb3YsI OTEUECTBEHHbIE M 3apyOeKHbIE MCTOYHHKH HH(OpMAIUH,
cobupaTh HEOOXOMMBIE TaHHBIE, AaHAIM3UPOBATH UX ¥ TOTOBUTH WH(OPMAIIMOHHBIE 0030PbI
Y aHATUTUYECKUE OTUYETHI IS pEIICHHUS 33/1a4 IPO(eCCHOHATBHON AeATEIbHOCTH

(vkaszvigaromes ¢ coomsemcmeuu ¢ OC BO PY][H)

B pesynbrare u3ydeHus CTyACHT TOJIKEH

3HATh:

® OCHOBHBIC TOHSTHS W TEPMHHOJIOTHIO JTOKYMEHTAIIMOHHOTO OOECIICYCHHS YIPaBICHUS
TpeboBaHUs,

® HOPMAaTHUBHO-METOAMYECKYIO 0a3y JeI0NnpOr3BOICTBA,
® CYIIHOCTH, CO/IEP)KaHUE, OCHOBHBIE MPUHIIMITBI OPTaHU3aLUHU paObOTHI C JOKYMEHTaMH,
® OCHOBHBIEC TPEOOBAaHUS K COCTABICHUIO U O(DOPMIICHHIO YIIPABIEHYECKUX JOKYMEHTOB.

YMmeTh:

® JCIIOJIB30BaTh JOCTMXKEHUS MH()OPMATHKH, UCTOPUYECKON HAYKH, MpaBa, JUHI'BUCTUKU
JUTISL U3YYCHUS JOKYMEHTOB,

® JCIIOJIB30BAaTh HOpMaTI/IBHBIe HpaBOBBIe I[OKYMGHTBI B pa60Te C I[OKyMeHTaMI/I, COCTaBJIATH
nu O(bOpM.H}ITI: ynpaBnquecm/Ie ,Z[OKYMGHTI:I B COOTBCTCTBHHU C Tpe6OBaHI/I}I HOpMaTI/IBHBIX
JIOKYMEHTOB,

® OpPraHu30BaTb ,Z[OKYMGHTOO6OPOT, XPAaHCHUC W  HUCIIOJIb30BAaHUC NOKYMCHTOB B
ACATCIIBHOCTH OpPraHU3aluu.

Baagern:

® CpeICTBAaMHU COBPEMEHHBIX MH(OPMALMOHHBIX TEXHOJIOTUN pa3paboTKu JOKYMEHTOB U
OpraHu3aIy TOKyMEHTO000poTa

4. O0beM IMCUMIIMHBI M BUABI Y4eOHOH padoThl

OO0wast TpyA0EMKOCTh AUCHUILUIMHBI COCTABIISAET 2 3a4ETHBIX €IUHMIIBIL.
Bun yae6HO# paboThI Bcero CemecTpbl
4acoB 56
AyauTOpHBIE 3aHATHS (BCEro) 32 32

B Tom uncrne: - - - -
Jlexyuu
Ilpakmuueckue 3anamus (113) 32 32
Cemunaput (C)




Jlabopamopuwie pabomut (JIP)

CamocrosiTesibHas padoTa (Bcero) 40 40

OO6m1ast Tpy10€MKOCTh

qac 72 72
3a4. eI. 2 2

5. Copepsxkanue Iy CHUNTHHBI

5.1. Conep:xanue pa3iesioB TUCUUNIMHBI

Haumenosanue
/i pazaena qUCIHUTILINHBI

Conepxanue pasaena

1. [TonsiTus
«H(pOpMALTHS» u
«TOKYMEHTY.
OyHKIUU
JTOKYMEHTOB.
HopmarusHo-
mpaBoBas  0aza 10
YIIPaBJICHUIO
JOKYMEHTaMHU

JIOKyMEHTUPOBAHUS YIPABICHYECKON IeATEIbHOCTH. DyHKIHUA
JOKyMEHTa. 3HauyeHue M3ydeHHs (QYHKUUH JOKYMEHTa.
Nudopmannonnas ¢GyHKIMS  JOKYMEHTAa Kak  CpEACTBO
3amedariieHuss W coxpaHeHMs uHpopMmanuu. ConuanbHast
¢bynkuus gokymenta. KyneTypHas (yHKIOUS —JIOKyMEHTAa.
KommyHukaTuBHasgs  QyHKLIMS  KaKk  CpPEICTBO  Iepenadu
uHpopManuu. YrpaBieHUecKas (QYHKUIUS M €€ 3HAueHUE B
opranuzauuu ynpasienus. [IpaBoBas Gpynkuus. OyHkus ydera.
QOyHKIUA JTOKYMEHTA KaK UCTOPUYECKOr0 UCTOYHUKA. DyHKINU
IIOCTOSIHHO JIeHCTBYIOIIME M (YHKLMHU ONepaTuBHbIC. BinsHue
byHKInl JOKYMEHTA Ha ero CTPYKTYpY.
[TonudyHKIIMOHATEHOCTH JTOKYMEHTA. I'ocynapcTBeHHbIE
CTaHIApThl M YHU(PHUIMPOBAHHBIE CHUCTEMbI JOKYMEHTAIUH.
I'ocynapcTBeHHass cucTeMa JTOKYMEHTAllMOHHOTO OOecreyeHMsI
ynpasnenus.  Ilopsgok — cornacoBaHus U NOANMCAHUSA
JNOKyMEHTOB. YHU(UKanua U CTaHgapTH3alMsl yIpaBIeHYECKUX
JOKYMEHTOB; IOPSI0K 3all0JIHEHHs TUIIOBBIX (OpM.

2 Opranuzanus
JOKYMEHTO00OpOoTa Ha
MPEIIPUSTHH

byxranrepckas  nokymeHrtauus. IlepBuUuHblE — JTOKYMEHTHI
npeanpusaTis. PexkBU3UTBI INEpBUYHBIX JOKyMEHTOB. IIpaBo
MOJANKCH  TEPBUYHBIX  YYETHBIX JIOKYMEHTOB. BHecenue
UCIIpaBICHUN B IIEpBUYHBIE YYETHBIE JOKYMEHTBEL.
Boccranosnenue nokymenToB. Opranusaius J0KyMeHTO000poTa
Y TIpaBWJIa XpaHEHHs TOKYMEHTOB. ['paduk JOKyMEHTOOOOpOTA.
JIoKkyMeHTBI, coaepkalue KoMmmepueckue cBeaeHus. Cpoku
XpaHeHUs JOKYMEHTOB.

3 JoxymeHTanbHOE
oopmienue
omnepanui ¢
OCHOBHBIMHU
CpelCTBAMH
JIOKyMEHTaIbHOE
oopmieHne
onepauuin c
HEMaTepuaIbHbIMU
aKTHBaMU

Co3gaHve KOMHCCMM TIO  OCYIIECTBJICHHMIO  OMepanuid ¢
OCHOBHBIMH Cpe,Z[CTBaMI/I. HOCTYHJIGHI/Ie OCHOBHBIX Cpe,Z[CTB.
MonTtax obopynoBanus. Hamuume n MCnosib30BaHUE OCHOBHBIX
CpPEICTB (MHBEHTApHBIM HOMEpP, WHBEHTapHas KapTouyka |
WHBEHTapHAsl KHWUTA, aMOpTH3alus). PEMOHT peKOHCTpYKIIUS |
MOI[epHI/IBaI_[I/IH OCHOBHBIX Cp@I[CTB. HepeMemeHHe OCHOBHBIX
CPEACTB. Komuccuss 1o  mpoBeneHHMIO — Omepauuii - ¢
HeMaTepI/Ia.HBHBIMI/I AKTHUBaAMMH. HOCTyH.HeHI/Ie HeMaTepI/Ia.HBHBIX
akTHBOB. Hanmmume u Wcmonp30BaHNe HEMaTEPUATHHBIX aKTHBOB
IlepemenieHne HeMaTepUaIbHbIX AKTUBOB BHYTPU OpPraHU3alUU.

4 JlokyMeHTaIbHOE
oopmienue
ornepanun C
MarepuaibHO-
MIPOU3BOJICTBEHHBIMU
3arnacamu

[Toctrynnenne  marepuanoB.  OTOycK  MaTepuajioB  Ha
MPOU3BOJCTBO U Jipyrue 1eiau. KoHTpolib 3a UCMONB30BAHHEM
MaTepuaiaoB.  BHyTpeHHHe  mepeMenieHHsT ~ MaTepHalioB.

Marepuansl Ha cxiage. Tapa. MarepuaibHble ILI€HHOCTH,
IIPUHATHIE HA OTBETCTBEHHOE XPAaHEHHE.

5 JlokyMeHTaIbHOE
oopmienue

[Toctynnenne neHer B kaccy. Bolmaua nener u3 kaccbl. Cmauda
NEHEXKHOM HaIMYHOCTH B OaHk. PacdeTsl IUIaTEXHBIMU




HaumenoBanue Coneprkanue paszaena

/i pazaena qUCIUTILINHBI
KacCCOBBIX U | nopyyeHusiMu. JleHexHbld 4ek. VHBeHTapuszanusi KaccChl.
0aHKOBCKUX onepanuii | IHBeHTapu3anus CpeiCTB Ha cueTax B OaHKe.

6 JlokyMeHTalmoHHOE HopMaruBHBIE aKThl, pEryJIHPYIONIME BOIMPOCH  KaJIpOBOH
obecrieyeHne CIIy>KObI Ha MpeNnpuUaATHd. BHYTpeHHHUE JOKaJIbHbIE NpaBUia, B
yIpaBieHUS TOM YHCJIE€ BHYTPEHHETO TPYAOBOIO PaCIOPSIAKa; KOJUIEKTUBHBIN
[IEPCOHAIOM noroBop.  O3HakomjeHME  PAaOOTHUKOB C  JIOKAJbHBIMHU

HOPMAaTUBHbIMU akTaMu. lIoHATHE TEepCOHANBHBIX JIAHHBIX
pabOTHUKOB, HX 00paboTka. J[OKyMEHTHI, MOATBEPKIAIOIINE
TPYIOBYIO JIEATEILHOCTh PAOOTHUKOB. TpPYIOBOW JTOTOBOP.
Bunsl, popma, conpeprkanue. TpynoBasi KHIKKA.

7 CpencrtBa Opranmsanus xpanenuss gokymeHToB B IIK, obecneunBaromias
aBTOMAaTU3ALUU OBICTPBI TOMCK HEOOXOAMMOTOo MaTepuasna 0e3 MpPUMEHEHHS
JEJIONPOU3BOJICTBA CHELUAaJbHBIX NIPOrpaMM aBTOMAaTH3allUU JIEJIONPOU3BOJICTBA.

®opmupoBaHUe KIACCU(PUKATOPOB IS OPraHU3AIUN XPaHCHHS
MACEM TpaKJaH. ba3bl JaHHBIX BBIIIECTOSIIMX OpPraHU3ALMil.
ba3bl JaHHBIX OpraHu3alyil IapTHEPOB.

5.2. Pa3zgenpl AUCHUIJINH M BUABI 3AHATHI

Ne Haumenosanwue pa3aena aucuumiuabl | Jlekn. | [Ipakr.| JIa6. | Cemun | CPC | Bcee-
i 3aH. | 3aH. B ro
T.9 gac.
Kyp
coBa
s
1. | IousTus «uHopmaus» u 6 8 14
«TOKyMeHT». OYHKINUN JOKYMEHTOB.
HopmarusHo-nipaBoBas 6a3a 1o
YIpaBIECHUIO JOKYMEHTaMHI
2 | Opra"uzanusi T0KyMEeHTO000pOTa Ha 2 4 6
PEANPUSTHI
3 JlokymeHnTanbHoe oopmiieHue 4 4 8
oreparfii ¢ OCHOBHBIMU CPEACTBAMHU
JlokymeHTabHOE 0OPMIICHHE
OIlepalii ¢ HeMaTepUaIbHbIMU
aKTUBaMU
4 | JlokymeHTalnbHOE 0(hopMIIeHUE 4 6 10
omnepanuii ¢ MaTepuaIbHO-
MIPOU3BOJICTBEHHBIMU 3aMlacaMu
5 | JokymeHnrtanbHOE 0OpMIICHHE 4 6 10
KAaCCOBBIX M OAaHKOBCKHX OIepaIuit
6 | JlIokyMEeHTaIlMOHHOE 00eCTICUCHHE 6 8 14
yIpaBIeHUs] IEPCOHAIOM
7 CpencrBa aBTOMaTU3auA 6 4 10
JIEIONPON3BOICTBA
Hroro 32 40 72

6. JIabopaTopHBIH NPAKTHKYM
JlaGopaTopHBIH TPAKTUKYM HE TIPEAYCMOTPEH




7. llpakTHYecKue 3aHATUA (CEMHUHAPBI)

CPEJICTB TPY BBISBICHUH W3JIUIIKA B Kacce.
CocraBiieHHe UHBEHTAPU3AIMOHHOW OMTUCH
JICHE)KHBIX CPEJICTB HAXOISIINXCS HAa CUCTaX B
OaHKax.

No Ne paznena TeMarrnka ceMUHapoOB Tpyno-
/0 | AUCHUILTUHBI €MKOCTh
(dac.)
1. | Ilouarus 3aBHCUMOCTD MOHATHUSA «TOKYMEHT)» OT €ro 6
«uH(pOpMaLHS» U ¢bynkuuu. 3HaueHue u3ydeHus: GyHKIUU
«IOKYMEHT». NOKyMeHTa. [Ipumepsl NOCTOSIHHO AEUCTBYIONUX U
OyHKIHH OTEepaTUBHBIX (PYHKIMI TOKYMEHTOB. BriusHue
JIOKYMEHTOB. (GyHKLINU TOKYMEHTa Ha ero CTPYKTypy. B uem
HopmatusHo- coctouT (pyHKIMS yueta fokymeHTa? Kakoe
npaBoBast 0a3a 1o 3HAa4YeHUE UMEET yIpaBieHuecKas (PyHKIUI
YIIPaBICHUIO JOKYMEHTa B OPTaHU3ALNH YIIPABICHUS?
JIOKYMEHTaMU
2 | Opranuszanus byxranrepckas noxkymeHnrauus. Ilepsuunsie 2
JOKYMEHTOO00pOTa | JOKYMEHTHI IPepUATUS. PEKBU3UTHI IEPBUYHBIX
Ha NPEIIpUITUN NoKyMeHTOB. [IpaBo nmoanucy nNepBUYHBIX YUETHBIX
JTOKYMEHTOB. BHECEeHHEe UCTIpaBiIECHU B IEPBUYHbBIC
y4eTHbIe JOKYMEHTHI. BoccTaHoBIIeHNE
JIOKyMeHTOB. Opranusanus JOKyMeHTO000poTa U
IpaBujIa XpaHEeHUs JOKyMeHTOB. [ padpuk
JIOKYMEHTO0000poTa. JIOKyMEHTHI, CoAepKalye
KoMMepueckue cBefieHus. CpOKH XpaHeHus
JOKYMEHTOB.
3. JIOKyMEHTaIbHOE CozaHne KOMHCCHHU IO OCYHIECTBIICHUIO ONepaluii 4
odopmieHue C OCHOBHBIMH cpencTBamu. [loctymnenne
OIepanui ¢ OCHOBHBIX CPEICTB. MOHTaX 000pYZOBaHMUSL.
OCHOBHBIMH Hanuuwne u ucnonbs3oBaHue OCHOBHBIX CPENICTB
CpeaCcTBaMu (MHBEHTapHBIM HOMEP, MHBEHTapHasl KapTOUuKa U
JlokyMeHTanbHOe MHBEHTApHAasl KHUTA, aMmopTu3anus). PeMoHT
oopmienue PEKOHCTPYKIUS U MOJEPHU3ALINS OCHOBHBIX
onepanuii ¢ cpeacts. [lepemenieHne OCHOBHBIX CPEICTB.
HemaTepuanbHbIMu | KoMuccus no npoBeneHuto oneparuii ¢
AKTHBAMH HeMaTepuaabHbIMU akTHBaMu. [locTymienne
HeMaTepuaibHbIX akTUBOB. Hannuue u
UCIIOJIb30BaHNE HEMATEPUAIIBHBIX aKTHBOB
[lepemenienue HeMaTepUaIbHBIX aKTUBOB BHYTpU
OpraHMu3aluu
4. | JlokxymeHTanbHOE [Toctynnenue matepuanos. OTIycK MaTepuajioB Ha 4
odopmieHue IIPOU3BOJCTBO U Apyrue uenu. KoHTposs 3a
OIepanui ¢ HCIIOJIb30BaHUEM MaTepUanoB. BHyTpeHHnE
MaTepUaNIbHO- IepeMELEHUS MaTepralloB. Marepuaibl Ha CKIIAJE.
IIPOU3BOJACTBEHHBIM | Tapa. MarepualibHbIE ICHHOCTH, IPUHSATHIE HA
1 3a1acaMu OTBETCTBEHHOE XPaHCHHUE.
5 | JoxyMeHTanbHOE Odopmienne xKypHaiaa perucTpanuy IPUXOIHbIX U 4
odopmieHue PacXOAHBIX KACCOBBIX JOKYMEHTOB M KACCOBOU
KaCCOBBIX U KHUTH. OopMIIeHNEe KHUTH y4eTa MPUHATHIX U
0AaHKOBCKHUX BBIIAHHBIX KACCUPOM JE€HEKHBIX CPEIICTB.
ornepanui CocraBiieHne aKTa MHBEHTapU3allu1 JEHEKHBIX




6. | HoxymentarmonHoe | CocTaBieHHE JIMYHOIO JUCTKA 10 yUETy KaJIpoB, 6

obecrieyenne aHKETHI U aBTOOMOrpaduu.
yIIpaBJIEHUS OcCHOBaHUS U YCIOBUS PACTOPKEHUS TPYIOBOTO
IIEPCOHAIIOM JIOTOBOpA 10 MHULIMATUBE pabOTHHUKA.

OcHOBaHWS U YCIIOBUS PACTOPKEHHUS TPYIOBOTO
JOTOBOpA TT0 HHUIIMATUBE PabOTOaATENS.
CocTaB JOKyMEHTOB, HEOOXOIUMBIX JUIS
MOCTYIUICHHUS Ha padoTy, mporenypa u
MOCJIEI0BATEIEHOCTD UX O(OPMIICHUSL.
HopmatuBHBIE JOKYMEHTBI, PETYIUPYIOIIUE TPaBHIa
paboThI ¢ TPYJOBBIMH KHUKKAMH
7. | Cpencrea CpenctBa u3rotoBieHus JokyMeHToB. CpeacTsa 6
ABTOMATU3ALNH KOIIMPOBAHUS U Pa3MHOKEHHsI JOKyMeHTOB. CpencTa
JIeJIONPOM3BOCTBA | XPAHEHHs, TPYHITMPOBKH M OUCKA HHPOPMALHH.
Cpezctsa nepeaun HHOOPMAITHH.

Hroro 32

8. MaTepuajibHO-TeXHUYECKOE o0ecnevyeHne TUCHUIIMHBI:

ObopynoBanue Juisi JEMOHCTpAIMK TPE3CHTAIM JIeKIUHA TpernoaaBarens, IOKIaJI0B U
COOOIIECHUH CTY/ICHTOB:

—Y4eOHbIe ayquTOpUH (KaOMHETHI) C pabOYNMH MECTaMH IS IPOBEIACHHUS JICKITUH (110 YHCITy
CTYJICHTOB B ITOTOKE) U JJIsi IPOBEJCHUS CEMUHAPOB (IO YUCITY CTYACHTOB B OTIEIBHBIX TPYITIaX);

—J0CKa,

—CTaIMOHAPHBINA MEPCOHABHBIA KOMIThIOTEp ¢ makeToM Microsoft Office 2007,

—MYJIbTUMEANNHBINA TPOEKTOP;

—IOITYCKAETCsI UCIIOJIb30BAHKE IIEPESHOCHOM amnmaparypbl — HOYTOYK U ITPOEKTOD;

—3KpaH (CTallMOHAPHBIN WM NEPEHOCHON HAIOJIbHBIN).

Ayauropus HaumenoBanme HaumenoBanme
432 VYuebHas ayauropust MynsTUMeara TpoeKTop - 1
IIT., 9KpaH -1 mrT.

9. UudopmanmnonHoe odecrnedyeHue 1 CHUTIITUHbBI

a) nporpammHoe obecnieuenre OC MS Windows ( XP u Boimie), MS Office 2007, Mentor

0) 6a3bl JaHHBIX, HH()OPMAITMOHHO-CIIPABOYHBIC U MIOMCKOBBIC CHCTEMBI

1.  Caiir YuebHO-Hayq9HOTO HHPOPMAIIMOHHOTO OnbmuoreuHoro nerrpa (HayuHoii 6Oubmmuorexn)
Pexxum noctyna: http://lib.rudn.ru/MegaPro/Web

1 Yuusepcurerckas oubmmorexka ONLINE — Pexum noctyna: http://www.biblioclub.ru/

2 OBC m3narenbctBa "lOpaitt". Pexxum goctyna: http://www.biblio-online.ru

3. DnextpoHHO-OMOIMOTEYHAas cucTeMa "Znanium.com". Pexxum noctyna: http://znanium.com/
4

5

Hannonanwsuas anextponnas oubnuoreka (HOb) Pexxum noctyma: https://H36.pd

BecnuatHas snexTpoHHas OubauoTeka oHjaiH "EnuHOE OKHO AocTyna K 00pa30BaTeIbHBIM
pecypcam" Pexxum moctyma: http://window.edu.ru/
6.  Grebennikon — KHUTH U XypHaJbl 10 MapKETUHTY, MEHEDKMEHTY, (prUHAHCAM, YIpPaBJICHUIO
nepconanioM Pexxum noctyna: http://grebennikon.ru/
7.  eLibrary.ru — mayunsle xxypHansl Jloctym: http://www.elibrary.ru/defaultx.asp
8.  LexisNexis ucrounuku uHpopmanuu u3 CIIA u apyrux cTtpaH 1o mpaBy M OH3HECY C
IIPEIOCTABICHUEM o030pa HOBOCTEH, OousHec-uHpOpMaIH
Pexxum noctyma:http://academic.lexisnexis.eu



http://esystem.rudn.ru/mod/url/view.php?id=167384
http://lib.rudn.ru/MegaPro/Web
http://lib.rudn.ru/elektronnaya-biblioteka/licenzirovannye-resursy/universitetskaya-biblioteka-online
http://www.biblioclub.ru/
http://www.biblio-online.ru/
http://znanium.com/
https://%D0%BD%D1%8D%D0%B1.%D1%80%D1%84/
http://window.edu.ru/
http://grebennikon.ru/
http://www.elibrary.ru/defaultx.asp
http://academic.lexisnexis.eu/

9. Mendeley wHayyHas  comuanbHas ~ CETh  COBPEMEHHBIX  HcCleoBaHUN  Pexum
nocrymna: http://www.mendeley.com/

10. Axanemus Google (aurn. Google Scholar) - 6ecriiaTHasi TOMCKOBasi CUCTEMa IO TIOJIHBIM
TEeKCTaM HAYYHBIX myOauKanui BCEX dbopmaToB U TUCLUTUINH. Pexum
nocrtyma: https://scholar.google.ru/

11. Scopus - HaykomeTpudeckass 0a3a  manHbIXx  u3natenbctBa  MJ[ "Elsevier". Pexum
nocrtyma: http:// www.scopus.com/

12.  Web of Science. loctym mo ccbuike: webofscience.com

13. Commoner. Hayunoe napopmanrmonnoe mpoctpancTBo Peocum docmyna. https://socionet.ru/
14. Bectnuk PYJIH — Pexxum noctyma: http://journals.rudn.ru/

15. TlonmHOTEKCTOBas KOJUIEKLUSI POCCUHCKUX HAYYHBIX KypHaIoB. eLibrary.ru — Pexxum nocryna:
http://elibrary.ru/defaultx.asp?

16. On-line noctyn k xypHanam. MudopmanmonHas 6a3a JaHHBIX [0 BCEM OTpAcisM HAyKd H
3JICKTPOHHAs JOCTaBKa JOKyMeHTOB. SwetsWise. — Pexxum goctyna: https:/ www.swetswise.com
17. Kawru m3narennpctBa «AnbnuHa [labnumiep3». AKTyalbHas JAeJoBas JuTeparypa. — Pexum
nocrymna: http://www.alpinabook.ru/books/online_biblioteka.php

18. Hucceprauuum  Poccuiickoii  ['ocymapctBennoit  bubnuoreku (31ekTpoHHBIe) — Pexum
nocrtyna: https://dvs.rsl.ru

19. Ilybnukarmu Beicmen LIKOJIBI SKOHOMUKH Peoicum
docmyna. https://www.hse.ru/science/journals

20. Poccwuiickuit HAIOTOBBIN Kyphep Ajpec moctyma: http:/ www.rnk.ru

21. Vnpomenka Anpec gocryna: http:/www.26-2.ru/lastnum.html

22. 3apmnara Pexxum moctyma: http://www.zarplata-online.ru/main/index.phtml

23. Hudopmarmmonnsiii pecype cetu uTepHeT http://www.consultant.ru

24. HWudopmannonusiii pecype cetu MaTepHeT http://www.garant.ru

25. Hudopmanumonnsiii pecype cetu Murepner http://www.glavbukh.ru

26. Hudopmanuonnslii pecypc cetu Mutepuer http://www.1gl.ru/

Hius  5pQPexkTUBHOTO  B3aMMOJCHCTBHS MEXKIYy CTyASHTaMH U IPEnoAaBaTelsIMu
HCTIOJIb3YIOTCA TEJIEKOMMYHUKAIIMOHHAS y4aeOHO-MH(pOpMAITHOHHAS cucrema PYJIH
http://esystem.rudn.ru/ u obmee cereBoe auckoBoe npocTpancTBo «Teacher» («Studenty).

C nmoMoripio Tako HHGOPMAIIMOHHON CHUCTEMBI 00pa30BaTEIbHOE YUPEKACHUE OCHAIIACTCS
AIIGKTPOHHBIMU CPEJCTBAMH OOYYCHHS] M TEICKOMMYHUKAIMOHHBIMU CpPEICTBAMH JIOCTyHa K
nH(popManMoOHHO-00pa3oBaTebHBIM  pecypcam. Co3gaHue HHPOPMAIMOHHO-00pa30BaTEIbLHBIX
MOPTAJIIOB CIOCOOCTBYET JIOTHYECKOMY YIIOPSIOYMBAHUIO HMH(DOpPMAIMK, €€ CHCTeMAaTHU3aluu U
CTPYKTYpPUPOBAHHUIO.

Ucnons3oBanne WT B yueOHOM Tporiecce IMO3BOJSIET W3MEHHUTh XapakTep YyueOHO-
MO3HABATENIbHON JIEATENbHOCTH CTYJIEHTOB, AKTUBU3HPOBAaTh MX CAMOCTOATEIbHYIO pPaldOTy C
MPUMEHEHHUEM PA3IMYHBIX 3JIEKTPOHHBIX CPEJICTB Y4EOHOTO HA3HAYCHHSI.

B pe3ynbrare OOCTHMXKEHHMSI OTHUX LEJIEed MPOUCXOAUT TMEpPexXod OT KOMIbIOTEPHOU
IPaMOTHOCTH K WH(GOPMAIMOHHON KOMIIETEHTHOCTH W MH(POPMAIIMOHHON KYyIbType, a 3aTeM - K
«MHPOPMAIIMOHAILBHOMY» OOIIECTBY, B KOTOPOM 3HaHUA © HWHPOpMAIMsA JOJKHBI OBITh
UCIIOJIb30BaHbI KaK TEXHOJIOTHYECKas 0a3a JJisl MX MPOU3BOJICTBA Ha 00Jiee BBICOKOM YPOBHE.

10. YueOHO-MeTOAHYEeCKOE 0OOecTedeHHe TUCHUIINHBI:

a) OCHOBHas Tumepamypa

1. Kysueyos, M. H. JloKyMeHTAIlMOHHOE OOecreUeHue yrnpapieHHs. JJOKyMeHTO000pOT U
JICTIOTIPOU3BOJICTBO : YYCOHMK W TMPAKTHKYM ISl CPEIHETO MPOQeCCHOHAIBHOTO 00pa3oBaHMs /
. H. Ky3nenos. — 3-e uzj., nepepab. u non. — Mocksa : U3mgarensctBo FOpaiit, 2021. — 462 ¢. —
(ITpodheccuonansuoe obpazopanue). — ISBN 978-5-534-04604-5. — Texcr : anektponnsbiit // 36C
FOpaiir [caiit]. — URL:

2. Kysneyos, Y. H. JlokyMeHTalMOHHOE OOECIIeUeHNE YIPABICHUS MEPCOHATIOM : YYCOHUK
U TPaKTUKyM Uil npukiagHoro OaxanaBpuara/ . H. Kysnernos. — Mocksa : HM3garenscTBo


http://www.mendeley.com/
https://scholar.google.ru/
http://www.scopus.com/
http://webofscience.com/
http://lib.rudn.ru/elektronnaya-biblioteka/licenzirovannye-resursy/vestnik-rudn
http://journals.rudn.ru/
http://lib.rudn.ru/elektronnaya-biblioteka/licenzirovannye-resursy/elibrary.ru
http://elibrary.ru/defaultx.asp?
http://lib.rudn.ru/elektronnaya-biblioteka/licenzirovannye-resursy/swetswise
https://www.swetswise.com/
http://lib.rudn.ru/elektronnaya-biblioteka/licenzirovannye-resursy/aktualnaya-delovaya-literatura
http://www.alpinabook.ru/books/online_biblioteka.php
https://www.hse.ru/science/journals
http://www.rnk.ru/
http://www.26-2.ru/lastnum.html
http://www.zarplata-online.ru/main/index.phtml
http://www.consultant.ru/
http://www.garant.ru/
http://www.glavbukh.ru/
http://www.1gl.ru/
http://esystem.rudn.ru/
https://urait.ru/bcode/470020

FOpaiit, 2019. — 520 c¢. — (bakanasp. [Ipuknagaoit kypc). — ISBN 978-5-9916-4000-8. — Texkcr
: anektpoHHbIN // OBC FOpaiit [caiiT]. — URL:

3. KondunennuaipHoe JEJI0TIPOU3BOJICTBO u 3aIUIICHHBIN 3JIEKTPOHHBIN
nokymeHntoobopor : yueOnuk / H. H. Kynse, A. C. Jémymkun, T. B. Kongpamosa, A. T.
®abpuunoB ; mox odur. pexn. H. H. Kynsesa. - 2-e u3z., nepepad. u mon. - Mocksa : Jloroc, 2020. -
500 c. - (HoBast yauBepcurerckas oudmmoreka). - ISBN 978-5-98704-711-8. - TekcT : 2JIeKTPOHHBIH.
- URL: https://znanium.com/catalog/product/1212394

4. OCHOBBI JAETOMPON3BOACTBA. SI3BIK CITy’)KEOHOTO JOKYMEHTA : YUCOHHUK U MPAKTHKYM ISt
By30B / H. H. lllyBanona, A. 0. lBanoBa ; mox obmeii pegakmueir H. H. IllyBanoBoii. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : M3gatensctBo FOpaiit, 2021. — 428 ¢. — (Bricmee oOpa3zoBanue). —
ISBN 978-5-534-10848-4. — Tekcr : oanekrponusii // 3BC IOpaiit [caiit]. —
URL.: https://urait.ru/bcode/468912

0) dononHumenvHas 1umepamypa

5. Kopnees U. K. JlenonpouzBoacteo. O0pasipl, JokyMeHTbl. OpraHu3anus 1 TeXHOJIOTHS
pabotsl. M.: IIpocmekT, 2021. 480 c.

6. Uepnosa O. A. [Ienonpou3BOJCTBO U PEKUM CEKpeTHOCTH. Yuebuuk. M.: KuoPyc, 2021.

8) HOpMAMUBHASL TUMEPAMYPA

7. ®enepanbHbiii 3akoH oT 27.07.2006 N 149-03 "OO6 undopmannu, HHHOPMAITHOHHBIX
TEXHOJIOTHUSIX 51 0 3allUTe uHpopmanun"
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834 &cachei
d=0C0C3B987D35AFB7A1575D740C4BF12A &mode=splus&base=LAW &n=378973&rnd=0.124
13452752278875#118qga5ngkys

8. ®enepanbHblii 3akoH or 22.10.2004 N 125-®3 "O6 apxuBHOM nene B Poccuiickoit
®enepanun”
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cachei
d=91516C909925ADBA2AC00CB1B6B0DE49&mode=splus&base=LAW &n=383422&rnd=0.12
413452752278875#2mhpt07yulq

11. MeToanueckue yKazaHus JJisl 00y4AOIIMXCS M0 OCBOCHUIO TUCHUIJIMHBI (MOAYJIs1):

Ocob6ennoctpio  mpenogaBanust aucnuiuiiabel  «KOMITJIAEHC ~ JOKYMEHTAILIUW
SIBJISIETCSL TO, YTO OOYYEHHE TECHO CBSI3aHO C SKOHOMHYECKOM KHU3HBIO 00IIecTBa. 3HAHUE JAaHHOTO
peaMeTa MpeacTaBiseT co00M 3HaHWE SKOHOMHUYECKUX 3aKOHOB. [IpuKkiagHON acmeKkT MO3BOJISET
HapaluBaTh TEOPUIO, PACIIUPATH MOHATUHHBIN anmapar, IPUMEHSITh Ha MPAKTUKE HOBBIE MPUHIIUIIBI
Y 3aKOHBI.

[IpenogaBanue Oazupyercs Ha CIEAYIONUX OOLICHPU3HAHHBIX MPHUHIIMIIAX: HAYYHOCTH,
HaIJISITHOCTD, TIOCTYITHOCTh, CO3HATEIbHOCTh, aKTUBHOCTh, CUCTEMAaTUYHOCTD, IIOCIE0BATEIBHOCTD,
MPOYHOCTb, CBSI3b TEOPUU C MPAKTUKOM.

B mponecce mpenogaBaHusi UCHOJB3YIOTCS KaK aKaJeMHYECKUM METOJ, TaK M aKTUBHBIN
MeToA. AKaJeMUYeCKHl METOJ MpeJroiaraeT nepeaady 3HaHul OT MpernofaBaTeis K CTYIECHTaM.
AKTUBHBIN METOJI O3HAYAET MOJIYYCHUE 3HAHUM Oarogapsi CaMoCTOSATEIbHON paboTe CTYAECHTOB.

Kak u mob6as yaeOnas mucuuminHa «KOMIUUIAEHC JOKYMEHTAIIWMW» uMeer cBoit
NOHATUIHBIN anmapaT, BKIIOYaOMUi B ceOs HaOOp KaTeropwii, MPUHIMIIOB, 3akoHOB. C HX
MIOMOILBIO PACKPBIBAETCS MPEAMETHOE COAECPKAaHUE TUCLUIIIIMHBI, BBIHOCATCS CYKIEHUS O TaHHOU
cdepe nesTeNbHOCTH.

Meton o0ydeHuss — 3TO CHOCcOO COBMECTHOM AESTENbHOCTH MPENojaBaressl U CTYJEHTa,
HaIlpaBJICHHBIA Ha JOCTH)KEHUE 00pa30BaTENbHBIX IIETCH.

[Tpumensiemble METOABI OOYUEHUS:

- 00OBSICHEHHE;

- WJUTIOCTpalus MaTepraia ¢ TOMOIIbIO CXeM U TaOJuIl;

- YIpaKHEHUSI.



https://urait.ru/bcode/426321
https://znanium.com/catalog/product/1212394
https://urait.ru/bcode/468912
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=0C0C3B987D35AFB7A1575D740C4BF12A&mode=splus&base=LAW&n=378973&rnd=0.12413452752278875#118qa5nqkys
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=0C0C3B987D35AFB7A1575D740C4BF12A&mode=splus&base=LAW&n=378973&rnd=0.12413452752278875#118qa5nqkys
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=0C0C3B987D35AFB7A1575D740C4BF12A&mode=splus&base=LAW&n=378973&rnd=0.12413452752278875#118qa5nqkys
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=91516C909925ADBA2AC00CB1B6B0DE49&mode=splus&base=LAW&n=383422&rnd=0.12413452752278875#2mhpt07yu0q
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=91516C909925ADBA2AC00CB1B6B0DE49&mode=splus&base=LAW&n=383422&rnd=0.12413452752278875#2mhpt07yu0q
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&ts=32924140506179772092157834&cacheid=91516C909925ADBA2AC00CB1B6B0DE49&mode=splus&base=LAW&n=383422&rnd=0.12413452752278875#2mhpt07yu0q

HoBpiif Marepuan mpenanaraercsi MOCIEAOBATEIbHBIMUA 3JEMEHTaMH, MEPUOIUYECKU
MIPOBEPSIETCSI €TO0 YCBOCHHE, TOBTOPHO OOBSICHSIOTCS CIIOKHBIE MOMEHTHI.

@DopMbl yUeOHBIX 3aHSATHIA:
- IPAKTUYECKUE 3aHATHUS.

[MpakTudeckue 3aHIATHS — OMHUPAIOTCS Ha (yHIAMEHTAbHBIC TOJIOKEHUSI U BBIBOJBL. OHU
npecaHa3Ha4YCHbI JJId YTJIY6JIGHHOFO HU3YUCHUSA AUCHUIIIINHBI. Ha >Tux 3aHITHIX OCMBICIMBACTCS
TEOPETHUCCKUN MaTepual, (GOpPMHUPYETCS YMEHHE YOCAMTEIbHO (OPMYIUPOBATH COOCTBEHHYIO
TOYKY 3pEHUS, TPHOOPETAIOTCS HABBIKU TPOPECCHOHATBHOM IS TEITLHOCTH.

CTy,Z[eHTaM npeajiararoTcsa THIIOBBIC 3aladu, PCHICHUC KOTOPLIX ITO3BOJIACT OTpa6OTaTb
CTEPEOTHUITHBIE TPHUEMBI, OCO3HATh CBS3b MEXAY MOJYYCHHBIMH TCOPETUYCCKUMHU 3HAHUSMH U
KOHKPETHBIMHU MPOOIeMaMH, Ha KOTOPbIE OHU MOTYT OBITh HallpaBJICHBIL.

VYueOHast cpena criocoOCTBYET ycIeXy BCeX YYaCTHUKOB 00pa30BaTeIbHOTO MpoLecca.

OT cTyaeHTOB TpeOyeTcsl TMOCEHICHUE JICKIMA W TPAKTHYECKUX 3aHITHH, 00s3aTeIbHOE
y4aCTuC B aTTCCTAIMOHHBIX HUCHBITAHUAX, BBIITOJIHCHUC 3aI[aHHﬁ npenoaaBaTeIs. OC060 OCHUTCA
aKTHBHas paboTa Ha MPAKTUYECKOM 3aHSTUHU:

- YMEHHUE BECTU JUCKYCCHIO;

- TBOPUYECKUI MOAXO/T K aHAIU3Y MaTepUasoB;

- CIIOCOOHOCTB YETKO U €eMKO (hOpMyITUpOBaTh CBOM MBICIIH;

- a TaK)Ke Ka4eCTBO MOJrOTOBKU JOMAITHUX 3aJaHHi.

ﬂJ’IH OTBC€TA HA BOSHUKAIOIIUE BOIIPOCHI IIPOBOJATCA KOHCYJIbTAIUU ITPETIOAaBaTCIIA.

MpaBuna odopmneHns goMmallHux paboT

Kpatkuit kypc JeKIIMOHHOTO MaTepuraia, IIPh 3TOM HE MOXKET 3aMEHUTh COO0W HU y4eOHOH
IUTEepaTypsl, HH Jekiuil. [IpocTo mpocMoTp, ureHne win 3a3yopuBanue 0e3 TOHUMaHUs y4eOHOTO
MaTepuaia He IOMOXKET MPUMEHHUTh 3HaHUS B pPelIeHUsX 3aj1ad. B moboMm yueOHOM MaTepuaie
BCErla COACPXKHUTCS TIAaBHOE W BTOpocTerneHHoe. [loatomy ans  ycBoeHuss — uHGOpMaIuu
CTYIEHTY ClieAyeT HCIIOJIb30BaTh M Y4eOHHMK, M HacTosilee ydyeOHoe mocoOue W  MpaBHIBHO
HalMCaHHbIA KOHCIIEKT.

Jlyamuii  cmoco® 3almoMHUTH MBICITB — 3TO 3amucarh ee. Ha JIeKIusax CTyIeHTy naroTcs
OTIOPHBIE MYHKTHI, IOMOTAIONINE pa3o0parbes B Mope uH(opmarmu. KpoMe Toro, 4enoBek jerdye
yCBaMBaeT HOBOE IMPH HEMOCPEACTBEHHOM oOmeHuu. [lpu 3ToM nmeercs BO3MOKHOCTH 3a/1aBaTh
Bompockl. MlHaue 00beM HEYCBOCHHOT0 MaTepuana OyAeT TOJIbKO BO3pacTaTh. YUYeOHUK IPU 3TOM
JIOJIKEH BOCIIPUHUMATBCA Kak MOATBEpKIeHHE Bammx 3HaHU.

3HaHUs 3TO HE MEPTBBIN I'Py3, KOTOPBIN HYKHO MPOHECTH JI0 MOMEHTA BHICTABJICHUS OLICHKH,
a IOTOM BBIOPOCHUTH, a HHGOpMAIUs, KOTOPYIO MOXKHO MPUMEHSTh Ha MPAKTHUKE U B KU3HU.

Bo Bpems neknnoHHOTO nepro/ia 00y4eHus CTYACHT MOJIydaeT OlpeIeTICHHbIC 3HAHNUS.
Ha npakTudeckux 3aHATHAX UX HAJO0 3aKkpenuTsb. [lyTem pemienus npeayiaraeMpiX NpernojaBaTeaeM
3a/laHuii ¥ TPUMEPOB JIYYIIE U JIeT4e YCBAaWBaeTCs moiyueHHass nHpopmarus. [l MOATOTOBKH K
MPAKTUYECKUM 3aHSATUSIM HE0OXOIuMO MpopaboTaTh JEKUMOHHBIA MaTepHal U JIOMOJIHUTEIbHYIO
UH(OPMAILIHIO.

BreayauTopHas camocTosiTeNbHas pab0Ta BBIMOIHSETCS 10 3aJaHUIO MPENoaBaTesl.
Jlnsg oBIIageHUs 3HAHUSIMH HEOOXOIUMO:

- YTEHHE TEKCTa yUeOHHKA;

- KOHCIIEKTUPOBAHUE TEKCTA;

- pabora co cloBapsIMU B CIIPAaBOYHUKAMH,

- 03HAKOMJICHHE C HOPMAaTUBHBIMHU JJOKYMEHTAMH;

- UCIIOJIb30BAaHNE UHTEPHET-PECYPCOB.

Jlnst 3aKperieHust ¥ CHCTeMaTU3aluy 3HaHUK He00X0IMMO:



aHATMTHYEeCcKass 00paboTKa TeKCTa HOPMAaTUBHBIX JIOKYMEHTOB;
OTBETHI Ha KOHTPOJIbHBIE BOMIPOCHI;

pedepupoBanue;

MOJATOTOBKA K BBICTYIICHUIO HA CEMHUHApE, KOH(PEPEHIIHNH.
st popmMupoBaHUsT YMEHUM HEOOXOIUMO:

- peleHue 3a7a4 ¥ ynpaxHeHu mo odpasiy,

- peleHre BapUAaTHBHBIX 3a7a4 U YIIPAKHCHUH;

- pellleHue CUTYaIlMOHHBIX (MpodeccuoHanbHbIX) 3a1a4;

- IOJITOTOBKA MPE3CHTAINH, TBOPUYECKUX MIPOEKTOB.

TpeboBanus k HanmMcaHUIO pedepaToB (JOKIIAI0B)

Pedepar cocrouT M3 THUTYIBHOTO JIMCTA, COJACP)KAHUS, BBEACHHUS, OCHOBHOM 4YacTw,
COCTOAIIECH W3 HECKONBKUX pa3fenoB (maparpadoB), B3akiIlOYEHHUs, CIOUCKA HCIOJIb3yeMO
auteparypsl. [lpu HeoOXxoauMocTu paboTa MOXeT BKiItouyaTh npuiokeHus. Kyna, kak mpasuio,
MOMEIIAETCs] BCIIOMOTaTeNIbHbIN MaTepuai, HeoOXOUMBIN sl 0OecrieueHus MOJTHOThI BOCIIPUSATHS
paboThI (CXeMbl, TaOIHIIbI, WILTIOCTPALIUH, AUATPAMMBbI, TPa(UKH U T.I1.).

BBenenue m0mKHO COCTaBIATH 2-3 CTPAaHWIIBI, TA€ OOBIYHO MPOBOAMTCS OOOCHOBAaHHE
aKTyaJbHOCTH BBIODAaHHOW TEeMbl KypCOBOM pabOTBl €O CCBUIKAMH Ha COOTBETCTBYIOINE
TEOPETUYECKHE UCCIEOBaHUs U TMpakTudeckuil ombIT. KpaTko Xxapakrepusyercs OOBEKT
UCCIIEIOBAaHMSI U COCTOSTHHE pacCMaTpUBaeMOM MPOOIeMBI Il JaHHOTO 00bekTa. DopMupyeTcs 1eb
UCCIICIOBaHMSI W 3a/ayd, IpHU PEUIeHHUH KOTOPBIX OyJdeT IJOCTUTHYTa IIOCTAaBJIEHHAs LIEJb.
OnuchIBarOTCS METO/IbI PELLICHUS OTIpEIeIEHHBIX 3a7a4. Takum 00pa3oM, U3 BBEACHUS TOJHKHO OBITh
MOJIHOCTBIO SICHO, YTO SIBJISIETCA MPEAMETOM aHAIM3a U KaKUe Pe3yIbTaThl JOJKHBI ObITh TOCTUTHYTHI
B XOJI¢ MPOBEJICHHOIO McclieoBaHus. Poib BBeneHUs: B paboTe upe3BbIYAHO BBICOKA, TaK KakK B
CXKaTOM BHJIE OHO [IOJDKHO TII0Ka3aTh 3HAYMMOCTh, TIIYOMHY TpOpabOTKH MpoOJeMbl U
CTHUMYJIUPOBATh JajJbHEWIee O3HAKOMJICHHE ¢ paboroil. Hammcanue BBeneHUS PEKOMEHIYETCS
0(QOpMIISITH MOCJIE TOATOTOBKH OCHOBHOM YacTH KypCOBOM pabOTHI.

['maBbl OCHOBHOTO TEKCTa OOBIYHO HMEIOT XapakTep: TEOPETUUYECKUU, AHATUTUYECKUN U
KOHCTPYKTHBHBIM.
OO0ummMH TpeGOBaHUSAMH K HUM SIBIISIFOTCS:
MoJiHas ¥ YeTkas (popMynrpoBKa HAaMMEHOBAHMI TJ1aB U naparpados;
YETKOE€ MMOCTPOCHHE U JIOTMUECKas MOCIE0BATEIbHOCTh N3JIaraéMOro MaTepuana;
MOJIHOTA, TOYHOCTb U CKATOCTh (POPMYITUPOBOK;

e y0eAUTETHbHOCTh apTyMEHTALUU 110 KaXXJA0OMY MOJIOKEHUIO U J0Ka3aTeIbHOCTh BHIBOJIOB,
MPEJI0KEHU N, pEKOMEHAAINT;

® JCIIOJIb30BAaHHE METOAOB (PaKTOPHOTO M IPYTUX CIIOCOOOB aHAIN3a;

® CHCTEMHBIN MOJIXO K mpobieme.

B mepBoii (Teopernueckoil) TiaBe OOBIYHO JaeTcs 0030p HAYYHO-METOIUYECKON |
CIPAaBOYHO-MHCTPYKTUBHON JINTEPATYpPhI, OTEUECTBEHHOTO U 3apy0eKHOTO OIbITa, HOBBIX METOIOB
pelleHrs HcCelyeMbIX BOMPOCOB M METOAMK aHanu3a. VHorna uenecooOpa3HO OIpeneanThb
Croco0BbI pacuyera (PMHAHCOBBIX MOKA3aTeNeH U KPUTEPUU X OLIEHKH.

B nanHoM pa3zzene MOTyT YCTaHABIMBATHCA WIIM YTOUYHATHCSA (DAKTOPHBIE MOJENIH IO
uccienyeMoil mpobiieme, pas3pabarhiBaThbCs 3a4ayd  ONTHMHU3ALMHU  IOKa3aTeneil, CTaBUTbCA
po0JIeMbI OYXTaITEPCKOTO y4ueTa, ayJIuTa U HaJTOr000I0KEHHUS.

Bo Bropoii (aHanmMTHYECKOW) TiaBe OOBIYHO  JAETCSl  TEXHHUKO-d)KOHOMHUYECKAs
XapaKTepUCTUKA MPEATPHUATHS, IO OTYETY KOTOPOro BbIMoONHAETCs padora. HeoOxonumo ykazaTh
HAUMEHOBAHHUE TMPEANPUATHS, BAKHEHUIIUE BUABl NPOAYKIHH (WU YCIYT), JKEIaTeIbHO B
IPOLEHTHOM COOTHOIIEHWH, MJaHHBIE O JWHAMUKE OCHOBHBIX IIOKa3aTeledl XO3sIiCTBEeHHOM
nesTeabHOCTH. [Ipu 3TOM MOMKHBI OBITH BBISBICHBI HETaTHUBHBIC (AKTOPHI (PE3EpPBBI, «Y3KHE»
MeCTa), yCTpaHEHUE KOTOPBIX MO3BOJIUT MOBBICUTH 3P(HEKTUBHOCTH ACSITEILHOCTH 110 UCCIEyEMOMY
HarnpasieHuto. [IpoBoaurcs sxkcnpecc-aHaan3 GUHAHCOBOT'O COCTOSIHUS TPEANIPHSITHSA.

B Tperhelt (KOHCTpYKTHBHOM) TJiaBe paOOThI Ha OCHOBE BBIBOJIOB, COJIEP)KAIIMUXCS B
AQHAJTUTHYECKOM U TEOPETUYECKOM pasfenax, pa3padaTblBalOTCSd MEpONpUATHS, pelieHus. B



Ka4yeCcTBE KOHCTPYKTUBHOM INIaBbl MOXKET OBITh MPEACTaBIE€HA METOIUKA aHAJIN34, TOTIOJIHEHHAs! MII
KOHKPETU3UPOBAaHHAsl IPUMEHUTENBHO K KOHKPETHOMY INPEANPUATUIO WINM HCIOJIb30BaHbl HOBBIE
(akTOpHBIE 3aBUCUMOCTH, XapaKTEPHU3YIOLINE UCCIIEAYEMbIE POLIECCH U SBJICHHUSL.

B 3axmouenune paboThl KpaTKO (OPMYIHUPYIOTCS OCHOBHBIE UTOTH (TI0 BCEM pasnenam),
OCHOBHBIC TPEAJIOKEHHSI U PEKOMEHAALUH TI0 BO3MOKHBIM HaIPaBJIEHUSAM IIPOBEIEHHOIO aHAIIN3A,
CBOJIKa HEUCIIOJIb30BaHHBIX PE3EPBOB, a TAKKE BO3MOXKHBIE YIIPABICHUECKHE PELICHHS. 3aKJII0UEHUE
HE JO0JDKHO MpeBbImaTh 3-4 crpanul]. O0beM 3aKiI0ueHns B OSICHUTEIBHON 3aliCcKe K KypCOBOMY
pOeKTy - | — 2 cTpaHuLBbI.

Crnucok MH(pOPMAIMOHHBIX MCTOYHMKOB BKJIIOYAET JIMIIb T€ UCTOYHUKH, KOTOpPbIE OBLIM
UCII0JIb30BaHbI IPH BHIIOJIHEHNU KypCOBOH MM JUIJIOMHOM paOOTHI M CBEJICHHSI U3 KOTOPBIX HAILLIH
CBOE OTpPa)KEHHE B TEKCTE, C COOTBETCTBYIOIIEH CCHUIKON Ha UCTOYHUK B TEKCTE PAOOTHI.

OO6beM paboTHI HE JOJKEH MPEBBIMIATh 15 cTpaHuIL.

[Mopsimox oopmiieHust paboThHI

O6ume TpeboBaHus

Texkct paboTel ciexyeT ohOpMIISITH Ha OJHON CTOpPOHE JicTa Oenol Oymaru dopmarta A4
(210%297 mm). TexceT paboThI eyaTaeTcs 4epes MoJTopa MEKCTPOUHBIX MHTEPBAJIa C IPUMEHEHUEM
mpudTa Times New Roman mnmm mogo6noro pasmepom 14 pt. I1pu 3ToM coOr01at0TCS CleayIonme
pa3Mepsl noJieil: ieBoe — He MeHee 30 MM, BepXHee U HUKHee — He MeHee 20 MM, IIpaBoe — HE MEHEe
10 mm.

A03a11] B TeKCTE€ HAYMHACTCSI OTCTYNOM, paBHbIM 10-12,7 MM — yCTaHOBKA [0 YMOJIYaHHUIO B
“Microsoft Word”.

Jluctel paboTel HyMepyroTcs: apadckumu nudppamu. Tutynbueiii guct ([lpunoxenue 1, 1a),
conepxanue ([Ipunoxxenue 2) BKIIOYArOTCs B 001IyI0 HyMepaiuto. Homep Ha 3THX JTMcTax He CTaBsT,
Ha MOCJIEAYIOINX JJUCTaX HOMEP IIPOCTABIISETCS B BEPXHEM IIPABOM YTy JIMCTA, IPOTHBOIIOIOKHOM
OT IOJIS MOAIINBKH.

Kaxnayro CcTpykTypHylO dacTh paboThl (BBedeHHE, pa3aensl (maparpadbl), TIaBbl,
3aKJIIOUYEHHUE, CIHCOK HCIOJIb30BaHHOM JUTEpaTyphl, NPUIIOKEHUS) CleAyeT HauWHaTh C HOBOM
CTpaHHIIBI.

TekcT OCHOBHOW 4acTH NENAT Ha pa3leibl, MOApPa3Aeibl, MyHKThI. 3aroJOBKH Pa3JeioB
nuIyT (Me4aTaioT) CHMMETPUYHO TEKCTY BBIICICHHBIMU MPONUCHBIMU (HAIpUMEDP, MOITYKUPHOE
HadyepTanue 3amepoMm 16 pt mpudrta Times New Roman wunu aHamormdHoro, mpu MpUMEHEHUU
KOMITBIOTEPHON BEpCTKM) OykBaMu. 3arojIOBKM MOJPA3JENOB MUIIYT (IE€YaTaloT) ¢ ab3amHoro
OTCTyIa CTPOYHBIMH (HampUMep, MOMY>KUPHOE ¢ KYpPCUBHBIM HauepTaHue pazmepom 14 pt mpudra
Times New Roman niu aHanoruaHoro, npu IpuMEHEHUH KOMITBIOTEPHOW BEPCTKH ) OyKBaMH, KpoMe
MIePBOIl IPOMUCHOM. 3aroJIOBKH MYHKTOB (DOPMATUPYIOT pa3InuHbIMU crioco0amu. [ToguepkuBats u
IIEPEHOCUTH CJIOBAa B 3arojIoBKax He JomycKaeTcs. TOoukKy B KOHIE 3arojloBKa He cTaBsT. Eciu
3aroJIOBOK COCTOUT U3 JABYX MPEUIOKEHUM, UX Pa3IeiaioT TOUKOM.

CroBa, ciyxamiye 3aroJIoBKaMu COOTBETCTBYIOIIUX pasnenoB padotsl: « COAEPXXAHUEY,
«BBEJIEHME», «JIABA»  3AKJIOYEHHUE», «CIIMCOK  WCIIOJIb30BAHHON
JINTEPATYPbI», «ITPUJIOXXKEHUE» - mumyT Takke Kak W 3aroJIOBKH 3a/eloB (0e3 KaBbIUEK)
MOJTYKUPHBIM MIPUPTOM.

3aroJIoBKM pa3esioB U MOAPA3JEIOB OTACISAIOT OT IPEIbIAYILIErO U MOCIEAYIOIIEr0 TEKCTa
IIPOCBETOM, PaBHBIM JABYM MEXCTPOUHBIM HHTEpBaiaM (15 mm).

Paznensl (maparpadpl) OCHOBHON YacTH AOJKHBI UMETh TOPSIIKOBYIO HyMEPAIUIO B ITpeieiax
BCEU KypCOBOM pabOThl M 0003HAYAIOTCS apaOCKUMHK U PaMH C TOYKOH B KOHIIE O€3 CIIOBA «TJ1aBay
(«pazmen») (ITpunoxenue 2).

[Tonpaznensr HyMepyioTcs apabckumu mudpamMu B Mpeenax Kaxaoro pasgena. Homep
nozpas3ziesia COCTOUT M3 HOMEpa pas3jesia U MoJpas3zeiia, pa3felieHHbIX TO4YKoi. B koHIle HOmepa
noJipasziesia CTaBUTCS TOUKa.

[TyHKTBI HyMepYIOT apaOckuMu nudpamMu B Mpenesiax Mmoapasena aHaJorHyHO HyMepaluu
nozpaszenoBn. Jlomyckaercs MyHKTbl HE HyMepoBaTh. BBeneHue u 3akitoueHre He HyMepyIoTCs.



I{utaTsr

Ecnu pabota mpenycmarpuBaeT HEOOXOAMMOCTh LIUTUPOBAHMS, TO LUTATHl O(POPMIISIOTCS
cienyommmM obpasoM. VX cienyer BBIMMCHIBATH W3 TEPBOMCTOYHMKOB, COXpaHss opdorpaduro,
MYHKTYaluio 1 nupobie BbaeneHuss. ECTh HEKOTOpble UCKIIOYEHHS: MOKHO OMYCTUThH OJHO WMIIU
HECKOJIbKO CJIOB WJIM TPEUIOKEHHUH, €ClIM MbICIb aBTOpa IMTAaThl HE HCKaxaercs (Takoe
UTUPOBAHUE UMEET OTTOYMS HAa MECTax MPOMYIIEHHBIX CJIOB); BBIAEISIOTCS B KaBblUKaX IJIaBHbIE
CJIOBa, HO B KOHIIE CTaBUTCS MHOTOTOYHE; U3MEHSETCS MaJekK CIOB B IIMUTATE, KOTJA IIUTUPYIOTCS
CJIOBa WJIM CJIOBOCOYETaHMS; M3MEHSETCs IMepBas OykBa LIUTAThl, HAUMHAIOLIEHCS CO CTPOYHOMN
OYKBBI, €CJIM OHA CTOUT B HayaJle PEJI0KEHHS], U HEKOTOPBIE IpyTHE.

[Ipu wucnonbp3oBaHMM WMTAT OOsA3aTeNbHA CChUIKA HA HMCTOYHUK, M3 KOTOPHIX OHA
no3auMcTBoBaHa. OQopMIIeHHE CCHUTOK MOXKET OCYILIECTBIISATHCS CIEAYIOIIMMH Clloco0aMu: B BUIE
HOJCTPOYHOTO MPUMEYaHUs (C MPOCTABICHUEM BEPXHETO MHIEKCA) U MyTeM NPUBEACHUS HOMEpa
COTJIACHO CITMCKY HCIIOJIb30BAHHBIX HMCTOYHHMKOB (HETOCPEICTBEHHO B TEKCT€ B KBaJApaTHBIX
CKOOKax).

[Ipu odopmieHNN CHOCOK B KOHIIE MCTOYHWKA MPOCTABIIETCS CTpaHUIA (CTpaHMIIBI), C
KOTOpOH B3AT TOT WK MHOW Marepuan. Hampumep: [onnosa JI.B., Hukudoposa H.A. Ananu3
(¢brHaHCOBOW OTYETHOCTH: Y4eOHoe mocodue. — 2-¢ u3a. — M.: leno u cepsuc, 2004. C.45-64.

Ecnu 10CTOBHO HUTHPYETCSI HCTOUYHUK, TO HUTHPYEMBIH TEKCT 3aKJIIOYACTCS B KABBIUKU U
Cpa3y mociie KaBblYeK CTAaBUTCS HOMEP CHOCKH.

Ecnu B pabote mpuBoasTcs nudpoBble TPUMEPhl WIM CTaTUCTUYECKHE JaHHBIE, TO Cpasy
1ocJie MPUBEIEHHBIX JaHHBIX CTaBUTCS 3HAK CHOCKHM U yKa3bIBA€TCSI UCTOYHUK 3TUX (DAKTHUECKUX
TAHHBIX.

Ecnu Teket uuTupyeTcst He T0CIOBHO, a MEPECKa3bIBACTCSI CBOMMHU CJIOBAMH, TO KaBbIUKH HE
CTaBSITCS, a 3HAK CHOCKH CTaBUTCA NOCie ()parMeHTa ¢ 3aMMCTBOBAaHHBIMH MBICTSIMU. B aTOM cityuae
nepea TeKeToM cHocku rumietcst «CM.:». Harmpumep: Cwm.: lonmnosa JI.B., Hukudoposa H.A. Ananu3
¢uHaHCOBOH OoTUeTHOCTH: Y4yeOHOoe mocodue. — 2-e u3a. — M.: [leno u cepsuc, 2004. C.87.

Ecnu Ha ogHOM cTpaHULIe BCTpedaeTcsi 0JHOBPEMEHHO HECKOJIBKO CChUIOK Ha OJJUH MaTepual,
TO TpPHU MOBTOPHBIX CCHUIKAX NPHUBOIATCS cioBa «Tam »e» M yKa3bIBaeTcs HOMEpP CTPaHUIBL.
Hanpumep: Tam xe. C. 23-24.

B paboTax MOryT NpuMeHSTHCS BHYTPUTEKCTOBBIE CCBUIKU. B 3TOM ciiydae HermocpeacTBEHHO
3a IUTATOM, HMPPOBBIMU TaHHBIMH, 3aMMCTBOBAHHBIM IOJIO)KEHUEM CTABUTCSI HOMED JINTEPATYPHOTO
UCTOYHHKA B COOTBETCTBHHM CO CIMCKOM JIMTEPATyphl M CTPaHMIA, C KOTOPOH MO3aMMCTBOBAH
MaTtepuai. JOta nHGOpMaIHs 3aKIII04aeTcs B KBajpaTHbie ckoOku [4, C. 56-57].

Dopmyiibl

YpaBHeHus U GOpMyIbI CIEIyeT OMENIaTh Ha OTICNIBHBIX CTpoKax. Ecnu ypaBHeHHE HE
MOMEIIAETCSI B OJHY CTPOKY, OHO JIOJDKHO OBITh MEPEHECEHO Ha CIEAYIOIIYI0 CTPOKY Iocie
MaTeMaTH4YeCKUX 3HAKOB (+,-,+,%X,= U T.II.).

Bce dopmynbr mHymepyror apabckumu 1mudpamu B mpenenax pasnena. Homep dopmyssi
COCTOHUT U3 HOMEpA pasfieia M MOPSAKOBOr0 HoMepa GOopMyIbl B pa3felie, pa3felieHHbIX TOYKOM.
Howmep yka3bIBaloT ¢ IpaBoii CTOPOHBI JTUCTa HA YPOBHE (POPMYIIbI B KPYIJIbIX ckoOKax. [loscHenue
YCIIOBHBIX O0O3HAYCHHH, BXOAAIMUX B (OPMYIy, MPUBOAST HEMOCPEICTBEHHO IMOA (POPMYIION.
[TosicHeHHEe KaXX10T0 YCIOBHOTO 0003HAUEHUS JAIOT C HOBOM CTPOKH, B TOM K€ MOCIIEA0BATEIHHOCTH,
B KaKoil oHM JaHbI B popmyie. [lepByto CTpOKY MOSICHEHHSI HAUMHAIOT CO CII0BA «T/Ie» 0€3 TBOCTOUHS
nocye Hero. Hampumep:

BII
OO= --------- (1.1)
CCOC

rae @O — ¢oumooTaaua, B pyo.;
BII — ctomMOCTh BBINTYIIIEHHOM MPOAYKITUH, B PYO.;
CCOC — cpenneroioBasi CTOMMOCTh OCHOBHBIX CPEJICTB, B PYO.



CokpartieHus

JlomyckaeTcsi B TeKCTe paboThl IPUMEHSTH COKPAIIEHUS, OOIIETTPUHSITHIE B PYCCKOM SI3BIKE U
yctanoBieHHble ['OCT 7.12-93 6e3 BKIOYEHUS B MEPEUYCHDb MPHUHITHIX COKPAIICHUA U TOSCHEHUS
Opy WX T[EePBOM YMOMHHAHWH, HAlpUMep: W T.O., U T.I., T., IT. HeoOXoIuMO OTMETUTh, YTO
BBIILICTIPUBEICHHBIE COKPAIIEHUS HE PEKOMEHYeTCsl OCTaBIISTh B cepeiHe Ppasbl.

He nonyckaercs cokpaiiath ciioBa «BO-IIEPBBIX», «BO-BTOPBIX» U T.I. U MHCATh «BO-1-X»,
«BO-2-x». B TekcTe cioBa «HOMEpP», «IPOLEHT», «Iaparpady», «rpagyc», «TemiepaTypay HY>KHO
MMCaTh MOJIHOCTBIO, 3aMEHATh ke ux 3Hakamu (Ne, %, §, °) MOXKHO JHIIb TOTJA, KOTJA MPU HUX
UMEIOTCSl YHCIIOBbIE 3HAYCHUSI.

Hanucanue uudp

B nuceMeHHBIX paboTax ymclia IPEUMYILECTBEHHO MUINYTCA Iudpamu, 3a UCKIIOYECHUEM
OJTHO3HAYHBIX YMCEJl B KOCBEHHBIX MaJeKaX, CTOALIMX 03 eAMHUI] U3MEPEHUs, HAIPUMED: ... B JIBa
C TIOJIOBMHOM pa3a....

K 3nakam apo6eti (1/2, 1/3 1 T.1.) CIIOBO «9acThy, «I0Js» HE TOOABIISIOTCS.

[TagexHble OKOHYAHUS HE CTaBSATCS B CIEAYIOIIUX CIIydasx: Ipu puMckux nudpax (XX Bek,
II Tom, Beimyck III, rmaBa X), HO 00s3aTeNbHBI IPU UCIIONb30BaHUM apadckux: 20-i Bek, 2-if ToM,
BBIITYCK 3-ii, riaBa 10-51.

B ccpuikax Ha HOMepa pUCYHKOB, TabIuIl, GOpMyI M CTpaHUI] KHUTH HEOOXOIUMO OTpaXKaTh
cienyomumM 00pa3om, Hanpumep: «Kak BUIHO U3 PHC. 2»... W «..9TO CIEAYeT U3 TalI. 2».

CyliecTBUTENBHOE, CTOSINEE MOCIE YHUCIUTENBHOTO, BBIPAKCHHOTO IPOOHBIM YHCIIOM,
COTJIaCyeTCsl HE C LIEJION, a ¢ APOOHOM YacThIO ATOTO YHUCIHUTEIBHOT0, HanmpuMep: 1,2 Kujmorpamma;
5,3 meTpa.

[lopsinkoBble 4YHMCIUTENbHBIE, U300paxKeHHbIe LU(paMu, JOKHBI TMPUBOAUTHCA B
BO3PACTAIOILEM UM yOBbIBaroIeM ropsiake, Hanpumep: «[Ipu nmpoBeneHnN aHaIN3a HCIIOJIB30BAINCH
manubie 5, 10 1 15 neTHel maBHOCTHY.

YucnoBble 3HAUYEHUS BEJIMYMH B TEKCTE JOJDKHBI YKA3bIBAThCS C HEOOXOAWMOW CTENEHBIO
TOYHOCTH, TPH ITOM 00s3aTENIbHO B PSAY BEIUYMH BhIpAaBHUBAHUE YMCIIa 3HAKOB I1OCIE 3aMsTOH,
Harnpumep: 56,00; 67,60; 73,45.

Pacuetsl

[Tockonbky mnucbMeHHblE paboThl Mo Kadenpe «byxrantepckoro yuera, ayauta u
CTaTHCTUKI» MpEAnoaaraiT pacuyeTsl. OHH JOJDKHBI MMPOBOJUTHCS ¢ IPUMEHEHUEM ONPEIEICHHON
CXEMBI:
ACKU3 UJIM CXEMa PACCUUTHIBAEMOTO MOKA3aTels;
3a/1a4a pacuera (¢ yKazaHHeM, 4TO TpeOyeTcs ONpeAeTuTh IPU pacueTe);
JaHHBIE 17151 pacyeTa (MPEAMOYTUTENHHO B TAOIUYHOU (hopme);
YCIIOBUS pacyeTa;
pacuer;
BBIBOJIbI U PEKOMEH/IAIUH.

[Tpu odopmieHNH pacueToB cleAyeT 1aTh CChUIKY Ha HCTOYHUK, B COOTBETCTBUU C KOTOPHIM
BBITIOJTHSIOTCS. KOHKPETHBIE PaCUeThI.

Pe3ynbrarhl BIUMCICHUM CleqyeT MPUBOAUTH C TOYHOCTHIO, COOTBETCTBYIOLIEH TOUYHOCTH
UCXOJHBIX TAHHBIX, CIIOCO0Y BBIYHCICHUN U pacueTHOU Gopmyre.

Tadauust

Bce Tabnuiipl, BKIIFOUEHHBIC B TEKCTOBYIO YacTh paOOThI, JOJIKHBI OBITh 0()OPMIICHBI Y€TKO 1
AKKYpaTHO B COOTBETCTBUU C Tp660BaHI/I}IMI/I CTaTUCTHUKH, CHaG)KeHBI 3aroJIOBKaMu,
npoHymepoBaHbl. HoMepa Tabmuil momemiaroTcs B MPaBOM BEpPXHEM YTy BBINIE 3arojoBka. B
Ta6J'II/II_[aX AOJIKHBI YKa3bIBATHCA CAMHULIBI USMCPCHUS IIPUBOJUMBIX JAHHBIX, d TAKKC MCCTO U BPEMA
K KOTOPOMY OTHOCSITCSI IaHHBIE.

Hanpumep:



Tabmuma 1
CrtpykTypa OajiaHca B pa3IMYHbIX CUTYaIHsIX (ThIC. pyo.)

ITokazarens Cutyamus A Cutyanusa B Cutyarusa C
1 2 3 4
CoOCTBEHHBIN KamuTal 312601 156300,5 125040
3anoikeHHOCTh 10  kpeautam U | 0 156300,5 187561
3aliMaM

Hroro 312601 156300,5 312601

Uctounuk: [lonnosa JI.B., Hukudoposa H.A. Ananu3 ¢puHaHCcOBOH OoTUeTHOCTH: YuyeOHOE
nocobue. — 2-e u3a. — M.: Jleno u cepsuc, 2004. C.192.

Tabnuiy cnenyer momeniars rmocie NepBoro yoMuHaHus O Heil B Tekcre. Ilpu mepeHoce
TaOJIMIbl HAa CIEAYIOIIYI0 CTpaHUIly HauMeHOBaHUE Tpad cieayeT MOBTOPUTh, MOMECTHUB Hal
tabmuueit «[Ipomomkenue T1ab. 2» wumm «OkxoHyanwe Tab. 2». TaOnumpl AOMKHBI HMETh
MOCIeI0BATENbHYI0 HyMepaluio apadckumu nudpamu B mpelenax MUCbMEHHON paboThl WK B
npenenax Kaxmoro paszgena. [Ipu ccbuike B TEKCTe Ha TaOMUIly yKa3bIBAIOT €€ HOMEp, CIOBO
«Tabnuiiay MUIIYT B COKPAIIEHHOM BHJI€, HAIIPUMEP: aHAJIU3 PacX0/10B OpraHU3aI|H 110 JIEMEHTaM
yka3zaH B Ta0. 1.

Jomyckaetcst 6osiee MENKUW mpUPT TEKCTa B TaOIHUIE, YeM OCHOBHOM TEKCT, U MCHBIIHMA
MEXCTPOUHBIA MHTEpBaNl. ECliu B TOKyMEHTE TOJILKO OJIHA TabiuIla, ee HyMepoBaTh HE CIIeyeT U
cnoBo «Tabnuia» Haa HEHM HE MHITYT.

HeoOxomuMo cTporo coOmronaTh YCIOBHBIE o00Oo3HaueHus. Eciu cBemeHuidd HeT,
MPOCTABJISIFOTCS TOYKH (...) WIM THILETCS «HET CBEACHMI», €CM SIBJICHHE OTCYTCTBYET, CTABUTCS
npodepk (—) u T. 1. [Ipu HanMInK KJIETOK, HE MOJISKAINX 3aM0THEHUIO, B HUX IMPOCTaBIISETCS 3HAK
(X).

Jlarable BceX rpad M CTPOK TaOJHUIBI TOJDKHBI MPUBOIUTHCS C OJUHAKOBOW CTENEHBIO
TouHoCcTH. Eciiy yniciioBbie 3HaYeHHs] MEHbILIE IPUHATOM B Ta0nuile TouHOCTH, ipocTasisiercs 0,0.

TabGauIel MOTYT UIMETh CHOCKH, B KOTOPBIX YKA3bIBAIOTCS UCTOYHUKH MPUBOJUMBIX JTaHHBIX,
MpUMEYaHus, TAIOIINE MOsICHEHUs, pacnpoBKy mokasareneid u T. aA. Eciu Tabnuia pazpaborana
CTYJIEHTOM CaMOCTOSITENILHO, TO MO TaOIUIEH BMECTO HCTOYHHKA JienaeTcs Haanuch «Pa3padborano
aBTOPOM.

Tabnuiel, KaK MPaBUIO, JOJHKHBI OBITh 3aMKHYTBIMH, T. €. MMETh WTOTH IO TPYIIaM,
MOATPYIIaM («BCET0») U B I[EJIOM I10 TAOJIUIIE (KHTOTO0Y).

Unmoctpannu

WnmocTpanuu (4epTexu rpaduku, CXembl OJI0K-CXeMbl, IUarpaMMbl, pUCYHKH, paclieyaTKu
9KpaHHBIX (POpPM) OOBEANHAIOTCS €AUHBIM Ha3BaHUEM «PHUCYHOK». XapakTep WUIFOCTPAllUd MOXKET
OBITH YKa3aH B e Ha3BaHUU (HaIIpUMep, «OJIOK-CXeMa aaroputMay). PucyHku cienyer pacnojaraTh
HEMOCPEACTBEHHO MOCJIE TEKCTa, B KOTOPOM OHM YINOMMHAIOTCS BIEPBblE WJIM Ha CIEIYIOLICH
CTpaHHIIE.

B kauecTBe HarygIHOr0 MaTepuana B paboTax MOTYT MCIIOJIb30BaThCsI WIUTFOCTPALIMU (CXEMBI,
rpaduku, pUCyHKH). MumrocTpanuu crneayer pa3Memnath Mo TEKCTy padoThl Mocie MepBOi CChIIKU
Ha HUX C TEM pacyeToM, 4TOObl OHH, II0 BO3MO>KHOCTH, PACIOJIarajluch Ha OJHOM CTpaHMIE TEKCTa
KypcoBo# (aumioMHoi). MimocTpanuu cienyer HymMepoBaTh apaOCKUMH LU(ppaMu CKBO3HON
HYMEpaLuu OTAEIbHO MO KaXA0MY BUAY (OTAEIBHO HYMEPYIOTCS CXEMBbI, OTAEIbHO - Ipaduky,
OTJENBHO - PUCYHKH). IuTIocTpanuy MOTyT UMETh MOSICHUTENbHbIEC JaHHbBIEe, KOTOPBIE TTOMEIAI0OTCS
noJ rpauKkoM WIM PUCYHKOM, M 00s3aT€IbHO TOJDKHBI MMETh HauMeHoBaHWe. HanMeHoBaHue
MIOMEIIAIOT 10 LEHTPY Mocie yKazaHus Buja wutoctpauu («Puc.», «Cxemay, «['padux») n ux
HOMepa 1o nopsaky. Touka B KOHIIE HAMMEHOBaHMS WILTIOCTpAMK He ctaBuTcs. Hanpumep:



50

45 - —_—

40+

35

304
25

1 I 2 ' KR ] ' 4z

Puc. 1. I[Ipumep BBINOIHEHNS PUCYHKA C AETUTENBHBIMYU IITPUXAMU

Ha Bech mpuBeneHHBI WUTIOCTPUPOBAHHBIM MaTepHai JOJDKHBI OBITh CCBUIKM B TEKCTE€ PaOOTHI
Hampumep: (cm. puc. 1).

CnHcoK UCOJIb30BaHHON JIUTEPATYpPhI
Cnucok KCIOJIb30BAHHOM JIMTEpATyphl NMPUBOJIUTCS Mocie 3akitoueHus. CIHCOK TOJIKEH
colepkaTh TepeueHb OuOnmuorpadUYecKux ONMHMCAHUK JTOKYMEHTOB (3aKOHBI, HOPMATHBHBIC
AOKYMCHTBI, KHHUI'H, CTAaTbU U T.H.), HCIOJIb3YCMBIX IIPU BBIMTOJIHCHUHA paGOTBI )41 O(bOpMJIHeTC}I
crexytomuM oopaszom: http://lib.rudn.ru/3.

B kauectBe opM KOHTPOJISI CaMOCTOSTENFHOM pabOTHl OLIEHUBAETCS aKTHBHAsE paboTa Ha
3aHATHH (YMEHHUE BECTH JUCKYCCHIO, TBOPYECKHH MOAXOJ K aHAIN3Yy MaTepHalioB, CIIOCOOHOCTH
YEeTKO U eMKO (DOpMYITMPOBATH CBOU MBICIH ), & TAK)KE KAYECTBO MOATOTOBKH pedepaToB U JOKIAI0B.

12. ®oH OLIEHOYHBIX CPEACTB JJIS IPOBeIeHHUS POMEKYTOYHOM aTTECTALMU 00YYAOLIMXCS
Mo JUCHUIIMHE (MOAYJII0)

Mamepuanvt 013 oyenku yposHs oceoenus yyedbnozo mamepuana oucyuniunvt « KOMIITAEHC
JOKYMEHTAIINWNY (oyenounvle mamepuanvt), skioyanwue 8 ceds nepeyeHb KOMnemeHyull ¢
YKa3anuem 5mManos ux opmMuposanus, ONUCAHUe NoKasameneu U Kpumepues OYeHUBAHUS
KOMNemeHyull Ha pasiuyHbIX dManax ux Gopmuposanus, onucaHue wKkail OYeHUu8aHus, munogole
KOHMPOJIbHble 3A0AHUS UIU UHbIE MAMEPUATbl, HE0OX00UMble OJisl OYEeHKU 3HAHUL, YMEeHUl, HA8bIKO8
u (unu) onvima OesMeNbHOCMU, XAPAKMepuzyiowux 3manvl QOpMUpPOSaHUs KOMHEmeHYull 8
npoyecce 0c80eHUs 00PA308aMENbHOU NPOSPAMMbL, MEeMOOUYECKUe Mamepuansl, onpeoensouue
npoyedypvl  OYeHUBAHUSA  3HAHUL, YMEHUll, HABbIKO8 U (U1U) Onvlma  OesimenbHOCHU,
xapakxmepuzylowux smanvl GopMUposanus KOMHemeHyull, paspabomaHvl 8 NOIHOM 0Oveme U
docmynusl 015 obyyarowuxca Ha cmpanuye oucyunaunvl ¢ TYUC PY/IH.

IIporpamma cocraBJjieHa B cooTBeTcTBHH ¢ TpeboBanusimu OC BO PY/IH.

Pa3paborumnkmn:

CT. Ipenojasaresns Kadenpsl «byXrairepckuil yuer, ayJJuT U CTATUCTUKAY:

Maprteinouyu C.H.
PykoBoauTe/b MporpaMmsl
3aBeayromuit kadeapoit
«byxranTepckuil y4eT, ayJuT U CTaTUCTUKA»

[TerpoBckas M.B.

3aBenywmmii kageapoi
«byxranTepckuil y4eT, ayJuT U CTATUCTUKA»
[TerpoBckas M.B.
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