deepanbHOE TOCy/JapCTBEHHOE 0I0/)KeTHOe 00pa3oBaTe/IbHOE YUpPeK/JeHHe
BBICIIIET0 00pa30BaHUA
«KEPYEHCKUI I'OCYJAPCTBEHHBI MOPCKOI
TEXHOJIOTUYECKHW YHUBEPCUTET»
(PI'BOY BO «<KIT'MTY»)

TexHonornueckuii akyabTeT
Kacdeznpa 5KOHOMUKY ¥ T'yMaHUTapHbIX AUCLUTUIMH

JAOKYMEHT NMOAMNUCAH
SMIEKTPOHHOW NOANUCHIO

Cepruuar: 0393B39BO0FBAESIA467B11E860C8ID71
Bnageneu: lonvkos Ceprei Magnosu
Neiicreutenen: c 24.08.2022 fo 24.11.2023

PABOYAS ITPOI'PAMMA JUCIIAII/IMHBI
Jle/10MpoOU3BOACTBO B YC/I0BHSIX IU()POBU3ALINH SIKOHOMHKH

YpoBeHb OCHOBHOM IMpodecCroHaIbHON 00pa3oBaTe/IbHOM ITPOrpaMMbl — OakasiaBpyuaT
Hanpasnenuve nogrorosku — 38.03.01 OkoHOMUKa

HarpaBneHHOCTh (Mpodhu/ib) — DKOHOMUKA TIPeANPUSITUN U OpraHu3aljui

YuebHbiii nian 2021 roza pa3paboTku

OnucaHne yueOHOH AMCHUILIMHBI 10 (hopMaM 00yueHust

OuHas OuHo-3a04Has
~~ ~~
3 3
al m a8 &2 al m 2 )
ol o o M o| o Q /M m
= M O| 9 < o = M 9l O < o o
= o T | < =3 o = o Tl < =3 o Qo
T @] =N - - a < T @] =N - - g |8 ]
5 5 < | B E|a 8 = 5| 2 G 2|8 & | N =
o | x| 85|22 8|8l F o o | % |85 5|l 8|88 o
B 2l olEl E| =8| S| Ol m = g 218l BE|lgl ©| 9|k =
al & Al J &5 8|80 < S ol g | 8|S BE|F S| 38| S
= I T 5| & || &7 Q9 a [ T = A= - R a,
2l 9 o a S| | & & | o 3= = lo| o a, T 3| S = NE=R £
] - o ] v | A s | =X 7| = jos) INEIEES o o O o A o] = el g z
> s = I~ ) = o s S > s £ | Bl w 2 [~y s S
N /M S| = F| 8| © & o &= = N, m = | E|l 2 Y| = = = & Z
i~} o S| 5| A s | = b | M| R (<} o = al = s A N4 0
)] @] =| = T x| K SIS = s Q =] S E T & = = T = =
= |32 Q| E| ElEI~> 3 ] mlele g8 g8 3
= =l ol |5 & 9 @ - =l el 18 & 519 @
o |2 SI2|S] 8™ |E| 8 o | o|”|g| E|S| 8 |~|&|E| 8
g |8 |2/E|l |¢& 2 5| 8| |5l E 5 c|2| B
m |/ e g g ] m| /@ el g g S 9
S| = ] = S = ] M =
= 3 9] = 3 9]
@) @)
108/
1]12(108/3|36/|18 18| 68 4(zau.) | 2 | 4 3 14 | 6 8| 72 18 4 (3au.)
108/
Bcero|108/3 | 36 |18 18| 68 4 Bcero 3 14 | 6 8| 72 18 4

Pabouasi mporpamMma coctaBieHa Ha ocHoBaHuuM PI'OC BO - 06akajaBpHaT IO HallpaBIEHUIO

noarotoBku 38.03.01 OkKoHOMUKA, yueOHOT0 T1aHa.

[Tporpammy pa3pabotasia B.B. CkopoboraroBa, KaHj 3KOH. Hayk,

rymaHuTapHbIX AucHUIviid @I'bOY BO «KI'MTY ».

Pabouass mporpaMMa pacCMOTpeHa Ha 3aceJaHUM BBIMyCKawollel Kadeapbl SKOHOMUKHA W

rymaHuTapHbIX guctuivivd @I'bOY BO «KI'MTY»
[Tpotokoa Ne 8 ot 27.04.2023 1.

JolleHT Kadeapbl SKOHOMUKU U




© OI'BOY BO «KepueHCKHM roCcyAapCTBeHHbI MOPCKOM TEXHOJIOTUYECKUN YHUBEPCUTET»



1 IlepeyeHs TIAHUPYEMBIX Ppe3y/IbTATOB O0yYeHHs O JUCLHUIUIAHE, COOTHECEHHBIX C
IVIAHUPYeMbIMH pe3y/IbTaTaMHi 0CBOeHHs 00pa30BaTe/IbHOM MPOrpaMMbI

B pe3ynbrare ocBoenusi OITOIT 6akanaBprata 00y4aroL[uiics JO/DKeH OBJa/leTh CielyHoIuMu
pe3y/bTaTaMy 00yUeHUs 110 TUCITUTIIHE

Yka3anue
VHMKaTOpBI paspena(-os)
Ko/ v HaumMeHOBaHUe OCTIDKEHMS [TnaHupyeMble pe3yJbTaTbl OCBOEHUS [UCLIUI/IMHBI, T/1e
KOMITETEHI MU JUCLIUT/TUHbI MpelyCMOTPEHO
KOMIIeTEHI[UU
OCBO€eHHe
KOMITeTeHLINH
OIIK-6. Criocoben OTIIK-6.1. TToHumaet 3HaTh:
TIOHUMATh TIPUHLIUTIBI TIPUHIIMITBI PAa6OTHI - 1eJM, 3a/laud, TIPUHLIUIBI, OCHOBHBIE
paboThI COBpEMEHHBIX COBPEeMEHHBIX TIOHSITUSL  WCTIO/Ib3yeMble B TIPOL[eCCe
UH(OPMALIMOHHBIX MH(OPMAaLIMOHHBIX ZIeJIOTIPOU3BO/ICTBA;
TeXHOJIOTH U TeXHOJIOTHH. - COBpeMeHHbIe cpencTBa
WCTI0/Ib30BaTh UX /IS WH(POPMAIMOHHO-KOMMYHUKAI[UOHHBIX
pelleHus 3aau TeXHOJIOTHH.
ripodeCCOHATLHON Ymeth:
JlesITeIbHOCTH -CaMOCTOSITeTbHO C03/]aBaTh JOKYMEHTHI U
obpabathiBaTh uH(OpMaLHio, Tema 1-7
HeobXoZUMYI0 1St KaueCTBeHHOT 0
BBIMOJTHEHUSI npotiecca
ZIeJIOTIPOU3BO/ICTRA.
Bnagers:
- HaBBIKAMU  [IeJIONIPOM3BOAICTBA /ISt
aKa/leMU4ecKoro ¥ TpoecCHOHATBHOTO
B3aUMOJeHCTBUST U 00061eHysT TpobiemM
npu thopmMHpoBaHrHT apXUTEKTYPhI
11ppOBOM SKOHOMHUKH.

2 MecTo JUCIMIUIMHBI B CTPYKType 00pa3oBaTe/IbHON IIPOrpaMMbI

JuciprimHa OTHOCKTCS K 00si3atenbHoM yacty OTTOINL.

W3y4yeHno JUCLMIVIMHEI NIpe/lIecTByeT OCBOeHHe MPOorpaMM CjIeyIOLUX AUCLIUIIIMH: OCHOBbI
5KOHOMMUECKOW TeOopuH, WH(OPMAaLMOHHbIe CHUCTeMbl U LM(POBbIE TEXHOJOIMU B 3KOHOMUKE,
TIpaBOBe/ieHHe, TeopHs HalIor006/I0KeHMsI.

YcrenHoe ocBoeHMe Marepuasna JUCLIMIUIMHBI B paMKaX YCTaHOBJIEHHBIX KOMITeTeHLMH JacT
BO3MOXKHOCTh 00yuarolMMCsl TPOJO/DKUTh OCBOeHHe 00pa3oBaTe/lbHOM TMpOrpamMMbl M YCIIELIHO
TIPUCTYTIUTh K M3YUYEeHHUI0 JUCLIMIUIMH: SKOHOMEeTpPHKA, HaJIoTH W HaloroobsioykeHue, OyXraaTepcKuii
y4eT, MeHe)KMeHT U Jp.

3 O0beM AUCHMILIMHBI B 3a4eTHBIX eJHHHIIAX

OO61masi TPyA0eMKOCTb AUCIUTUIMHBI COCTaBsisieT 3 3.e., 108 uacos.



4 CojepxaHue JUCIMIUIMHBI, CTPYKTYpHMPOBaHHOe MO TemaM (pa3je/aM) C yKa3aHHeM
OTBeIeCHHOT'0 Ha HUX KO/IHYeCTBa aKa/[eMHUUeCKHX YacoB U BH/I0B y4eOHBIX 3aHATHH

4.1 CTpyKTypa JUCIHUILIMHBI

ouHasi popma OUHO-3a0yHas popma
8 Pacnipepenenue Pacnipenenenue
§ YacoB TI0 BH/IaM 3aHITUN YaCcoB T10 BU/IaM 3aHSATHI
(@] ]
= &
&) = O =
HanmenoBanus gé . % 2 | & % 2
pa3ienioB, TeM S 113 & s 3 113 & |l x| E| 3
g |Aya. Uapl (cem |CP <A E| E AYA| ik | 1 (cem | CP < g | E
° K|3 E A~ B . 3 =l 8| > &
¢ ) v 9] S ) S| 3| 9|28
= 5| = gl 3|
\le]
8 N9 z N2
4
1 2 45| 6 8 | 9 |10 11 |12 |13 |14] 15 |16 17 |18 | 19 | 20
Tema 1. OcHOBBI 12 4 |2 > |8 1 ) 1 |12 2
JIelIONPOU3BO/ICTBA
Tema 2. I1paBuna
COCTABJICHUA 1 14] 4 |2 2 |10 2 |1 1 |10 2
ogopmeHus
JIOKYMEHTOB
Tema 3. Opranusauus 14| 4 |2 2 10 2 |1 1 |10 2
paboThI C JOKYMEHTaMU
Tema 4. neKTpOHHBIN
JIOKYMEHT U 14 4 |2 2 |10 2 11 1 |10 4
JOKyMeHTO0O0poT
Tema 5. Pabota c
JIOKYMEeHTaMH,
cozieprKaluMu 14 4 |2 2 |10 2 11 1 |10 4
KOHOHUIEHINATHHYIO
nH(bopMal1io
Tema 6. ¥YcnoBus
BO3HHKHOBEHHS M 18] 8 |a 4 |10 2 |1 1 |10 2
CYIIHOCTb L{U(pOBOH
SKOHOMUKH
Tema 7. Pa3Butue
AEMOTIPOU3BOACTBA B 18| 8 |4 4 |10 31 2 |10 2
yCIIOBUSIX LU(POBOI
KOHOMUKH
KoHcynbTanuu
KoHTtponb 4
Bcero uacoB B cemecTpe 180 36 (18| - | 18 (68| - - - 4 (14|16 (-| 8 |72 - | 18 4
Beero uacos mo 101 36 |18|- | 18 |68 - 4 |14|6|-| 8 |72 - |18 4
JMCHUTI/IHHE 8
4.2 CopeprxaHue JIeKI[UI
KonnyectBo yacoB 1o
Ne HavmeHoBaHMe TeMbl (opmam 0byuerns
OUHO-
ouHast
3a0uHast

Tema 1. OcHOBBI /1e/10NIPOU3BO/ICTBA

1 | Ponb foKyMeHTOB B (DyHKLMOHMDOBAHWM OpraHM3aiiiii, obIecTBa ¥ roCyapcTBa. | 2 | -




JenonpousBo/CTBO: TIOHATHE U COJiep)KaHWe. [JOKyMEeHTAalMOHHOe obecreueHue
ynpasieHuss OCHOBBI [Je/IONPOM3BO/ICTBA M €ro B3aUMOCBS3b C [ieJIONPOM3BOCTBOM.
OmpeneneHre TIOHATUM «IOKYMEHT», <«JOKyMeHTHpOBaHWe» ¥ mp. OOume u
criefivanbHele  QYHKOMH O(HULMANbHBIX [JOKyMeHTOB. TpeboBaHMsl [elCTBYIOIIUX
HOPMAaTHBHO-TIPABOBLIX aKTOB P® K OKyMeHTalluOHHOMY 06ecriedeHHI0 J1esiTe/TbHOCTH
npeArnpusiTys (yupeXxaeHusi, opranusanyu). IloHsTre cucreMsl fokyMeHTauuu. ey,
3afaun U GyHKiuu cayx6er JOY. TlepeueHb W KpaTKOe COJep>KaHWe OCHOBHBIX
HODMAaTHMBHBIX [JOKyMeHTOB misa cayxk6 [JJOY. Krnaccudukanysi [SOKYMEHTOB.
PacrnipefieneHie  aAMMHUCTPaTUBHBIX [OKYMEHTOB IO BHJaM (OpraHu3aliOHHO-
pacropsijutesibHble,  CIIPaBOUYHO-WH(OpPMAIMOHHbIe, JOKYMEHTbl 110 KaJpOBOMY
coctaBy u T.a1.). OOmas cxema KiaaccuhuKanuu JOKYMEHTOB. YHU(UKaLUSL
[IOKYMEHTOB, ee L/ U 3aaul. JJokyMeHT0000poT, TpeboBaHus K JOKyMEHTOOO0pOTY,
06beM JJOKyMeHT0000pOTa U ero LeJu.

Tema 2.

l'Ipamzma COCTAaB/IEHUA U Otl)OpMJ'IEHI/lﬂ AOKYMEHTOB

O6ume TpeboBaHMS K O(QOPMJIEHHIO JOKyMeHTOB. HopmaTuBHas 6a3za odopmieHus
JIOKyMeHTOB. Tpe0OoBaHWs [eMCTBYIOIMX HOPMaTHBHO-TIPABOBBIX akTOB P®d 10
COCTaBJIEHUIO ¥ 0()OPMJ/IEHHIO IOKYMEHTOB. YHUGHULIMPOBAHHBIE CUCTEMBI JOKYMEHTOB
(YCL). CtpykTypa, coepXaHue 1 obsacts ipuMeHenus cradgaptoB I'OCT P 6.30-97.
OcobeHHOCTH COCTaBleHUsT W OGOPMJIEHUS] OCHOBHBIX [JOKYMEHTOB YIPaB/eHUs
(opraHu3aliOHHbIe, pacropsguTeNbHbe, JOKYMEHThl TI0 KaZpOBOMY COCTaBy,
¢uHaHCOBO-OyXrantepckre, HH)OPMaIMOHHO-CIIPaBOYHBIe U T.I1.). OOLMe To10XKeHUs
0 MeX/YHapOJHBIX CTaHZapTax JOKyMeHTauuu. MexxnyHapoJHOe COTPYAHUYECTBO MO
BOMPOCaM CTaHZApTH3alMd B 00/aCTH [JOKYMeHTalWd. PeKBU3UTHI TMCbMa B
cootBeTcTBUU €O cTtangaptom MCO 11180:1993.

Tema 3.

OpraHu3sanusi padoThl € JOKYMeHTaMH

Oripezienienne moHATUA «OpraHusauus paboTel C  JOKyMeHTamu». IIpumepHoe
cofilep>kaHHe WHCTPYKLMM I10 [IeJIONIPOM3BOJCTBY Ha npeinpusithd. OcobeHHOCTH
paboTel C TOCTYMAWIIMMM, OTMpaB/sieMbIMA M BHYTPEHHHMH [JOKyMEeHTaMH.
Peructpauusi 1oKyMeHTOB. OCOOEHHOCTH LIeHTPa/TM30BaHHOM U JieL|eHTPaIM30BaHHON
CHCTeMbI PerUCTpaLiK JOKyMeHTOB Ha IpeATpUsTHH. [lesieHre JOKyMeHTOB Ha I'PYIIIBI
pervcrpariu. OCHOBa cuCTeMaTW3alid Jefl, Ha3HaueHHe HOMEHK/IATyphl [iefl, ee
coctaBnenue. OrmpejesieHHe TUMOB HOMeHKAaTypbl. OcdopmieHue nen. OCHOBHbIE
T0/10)KeHUs1 00 apXMBUPOBAaHUM [JOKYMeHTOB. ITopsi/joK MOJTOTOBKM Jenl K INepejjaue B
Be/IOMCTBEHHBIH apXUB.

Tema 4.

DJ/IEKTPOHHBIH JOKYMEHT U JOKYMEHT0000pOT

3aKkoHO/|aTe/IbHOE U HOPMATUBHOE DEery/MpOBAHWE WCIIOJ/Ib30BAHUS 3€KTPOHHOTO
IOKyMeHTOOOopoTa. Kiaccudukanusi CUCTeM 371€KTPOHHOTO ZOKYMeHTO00OopoTa.
D/IeKTPOHHBIA  [[OKYMEHTOODOOPOT MeXKAy OpraHaMd ToOCy[ApCTBEHHOW B/IaCTH.
OcobOeHHOCTM ~ BHEJPEHHS]  CUCTEM  3JIEKTPOHHOTO  JOKyMeHToobopoTa B
TOCYZAapCTBEHHBIX YUPEX/EHUsIX, OpraHu3alysaxX. 3amura nHpopMaLuy 31eKTPOHHOTO
[IOKyMeHToobopoTa B YC/IOBUSIX LM(PPOBOM 3KOHOMUKW. HOCHMBI WHTEpHeT,
VMILJIAHTHPYEMbIe TEXHOJOTMU W 1udpoBugeHre. PacripesiesieHHbIe BBIUMCIEHUS U
XpaHW/IUIIIE IaHHBIX (06/1aUuHOe XpaHeHue).

Tema 5.

PafoTa ¢ JoKyMeHTaMH, Co/iep>KaliiMu KOH(pHAeHHATBbHYI0 HH()OPMaI[UIo

[MoHsiTHe 0 JOKYMeHTax, cofiepyKaliiX WH(OPMALMIO C OTPaHUUeHHBIM JJOCTYTIOM B MX
KJIacCU(UKaLWsL 110 CTeTleHH TacCHOCTH. KpuTepuy [ejieHust JOKYMEHTOB, HEeCYLUX
VH(QOpPMALMI0 OrpaHUYeHHOTO [IOCTyMNa, Ha: CeKpeTHble W KOH(UAeHLIWaTbHbIe.
Kraccudukanysi ceKpeTHbIX U KOHGU/eHIIMaIbHBIX JOKYMEHTOB TI0 CTelleH! Ba)KHOCTH
coziepkaijelics B HUX HH(opmanuu. IloHATHE KOMMepUeckoil TaWHbBL Y ClIOBHUS
oTHeceHHs1 uHGoOpMalMd K KOMMepueckoil TaitHe. CBefeHHs, OTHOCSIIUECS K
KOMMepuecKoi TaiiHe. CBeJleHUsl, KOTOpbIe He MOTYT SIB/ISIThCS KOMMepUYeCKOW TalHOM.
OpraHu3zauusi  3alqUTl  KOMMepYeCKod TaliHBl ¥ paboTel C  JOKYMeHTaMH,
COoZleprKallIMU KOH(QU/IeHIMabHbIe CBeIeHHs.

Tema 6.

Y cnoBusA BO3HUKHOBEHHUS M CYLIIHOCTDb U(POoBOii 5KOHOMHKH

6-7

YcnoBuss W WCTOpUST  BO3HUKHOBEHWs LM(GPOBOM  3KOHOMMKUA. YeTBepras
MIPOMBIIIIEHHas: peBO/MOLMS U WH(opMaluoHHas Tiaobamm3anwms. MHbopMaioHHas
9KOHOMMKA KaK OCHOBA Pa3BUTHS LIUPPOBOM IKOHOMUKKM. OCHOBHbBIE XapaKTEPUCTUKU U
BO3MOJKHOCTH MH(GOPMALIMOHHOM (CeTeBOoi) 5KOHOMUKHU.

Tema 7.

Pa3ButHne A€/I0ONIPOU3BO/ACTBA B YCJIOBUAX l.lﬂ(l)pOBOﬁ 3KOHOMHUKH

depepanbHas mporpamMma «LIucdpoBasi SKOHOMUKa». DJIEKTPOHHOE TIPABUTENBCTBO,
rOCYZapCTBEHHbIE  YCIYTH, «yMHBIE» TOpofa, LMbpOBOe  34paBOOXpaHEHHe.
WHudpacTpykTypa LU(pOBON SKOHOMUKHU: B3aUMOJEHCTBUS T0 JIeNONPOU3BOACTBY B
cety, crenuduka ceTeBblXx Osar. IludpoBble cepBUCH HAIOr0BO-OHO/KETHOTO




| perynupoBanust. LudpoBbie HaOroOBO-GHOpPKETHBIE TIATHOPMBL. D/IEKTPOHHbIHA apXHB.

Bcero uacon

18 6

4.3 Tembl 1a00paTOPHBIX 3AHATHI

JlabopaTopHble 3aHATHS He TIPe[yCMOTPeHbI YUeOHBIM TI/ITaHOM.

4.4 Tembl NpaKTUYECKUX 3aHATHHI

[TpakTHYecKue 3aHSTHSI He TIpelyCMOTPeHbl yueOHbIM TIJIaHOM.

4.5 Tembl CeMUHApPCKHMX 3aHATHI

KonunuecTBo 4acos 1o
dhopmMam oOyueHUst

HaumMeHoBaHMe TeMbI

Tema 1

. OcHOBBI A€/IONPOU3BO/JACTBA

Ponb JOKYMEHTOB B (YHKLMOHWDOBAaHWM OpraHW3alui, obILecTBa M rocyapcTea.
[le/lonpor3BO/CTBO: TMOHATHE W COofiep)kaHue. [IoKyMeHTaluioHHOe obecreueHne
ynpasienuss Orpefie/ieHe TOHATUR «JOKYMEHT», «IO0KyMEHTUDOBAHWE» W IIp.
Obme ¥ crenuanbHble (QYHKUUH OGHULMATBHBIX JOKyMeHTOB. TpeGoBaHus
JeHCTBYIOIIMX  HODMAaTUBHO-TIPABOBBIX aKTOB P® K  [1OKYMEHTaLMOHHOMY
obecrieueHUI0 JIesITe/IbHOCTH TIPeATpUsiTUs (YUpexieHusi, opraHu3auuu). I[loHsTHe
cucTeMbl  JOKyMeHTauuu. Krmaccudukauus — gokymeHtoB.  OOmmjas — cxema
KaccuUKauu JOKyMeHTOB. JJoKyMeHTO060pOT, TpeboBaHuUs K JOKYMEHT0060pOTY,
06beM [IoKyMeHTO06OPOTa U €ro LiesH.

Tema 2

. IIpaBunia cocraB/ieHus U o(popmiieHNs1 JOKYMEHTOB

O6uue TpeboBaHus K odopmiIeHHIO JOKyMeHTOB. HopmaTuBHas 6a3a odopmiieHus
JOKYMEHTOB. YHUGUWIMpOBaHHble cucTeMbl [JokyMeHToB (YCJ]). CTpyKTypa,
cofiep>kanue M obsacte mpumeHeHusi ctaHgaptoB 'OCT P 6.30-97. OcobeHHocTH
cocTaB/eHUs ¥ 0()OpMJIEHHST OCHOBHBIX JOKYMEHTOB yIpaB/ieHUs (OpraHu3allviOHHbIe,
pacropsijuTe/ibHbIe, JOKYMEHTHI 110 KaJJpOBOMY COCTaBy, pUHAHCOBO-OyXranTepcKue,
VH(QOPMaLMOHHO-CITPaBoYHble ¥ T.1.). OOmmpe TOMoKeHHsT 0 MeXXAyHapOJHbBIX
CTaHJapTax [JOKyMeHTalMd. MexayHapoJHOe COTPYJAHAYEeCTBO II0 BONpOCaM
CTaH/IapTH3alyu B 00/1aCTH JOKyMeHTaly. PeKBU3WUTHI MHMCbMa B COOTBETCTBHUHU CO
cradgaptom MICO 11180:1993

Tema 3

. Opranu3sanusa padoThl C [OKYMeHTaMH

Ormpezienenre moHATHA «OpraHusauus paboTel C JAOKyMmeHTamu». [IpumepHoe
coZiep>KaHe WHCTPYKLWH T0 [IeJIONPOM3BO/CTBY Ha mpeAnpustur. OcobeHHOCTH
paboTel C TIOCTYMAKOLIMMU, OTIMPABISIEMBIMA W BHYTPEHHHUMH [OKYMEHTaMH.
Peructpauusi JoKyMeHTOB. OCOOEHHOCTH II€HTPANU30BaHHOU U JeLieHTPaIM30BaHHOH
CHCTeMbI PErvcTpaliii /JOKYMEHTOB Ha TMpeAnpusiThd. [lejieHuWe [JOKYMEHTOB Ha
rpynisl perucrpariuy. OCHOBa cUCTeMaTH3alluHY fleJl, Ha3HaueHHe HOMEHK/IaTyphl Jel,
ee cocrassieHre. OrpeZiesieHe TUIIOB HOMEeHK/IATypel. OdopmiieHue fiesl. OCHOBHbIe
TI0JI0KeHHsI 00 apXUBUPOBAHUM JOKYMeHTOB. ITopsiloK MOArOTOBKY fiesl K Tiepefiaue B
BeJIOMCTBEHHbII apXMB.

Tema 4

. 3JIEKTp0HHLIﬁ AOKYMEHT H AOKYMEHTOOﬁOpOT

3akoHozlaTeNlbHOE ¥ HOPMAaTUBHOE pery/dpoBaHHUe HCIIOIb30BaHUS 3/1€KTPOHHOIO
JOKyMeHTOOOOpOTa. KitaccHUKalysi CHUCTeM 3JIeKTPOHHOTO JIOKyMeHT0060poTa.
ONeKTPOHHBIM  [JOKYMEHTOOOOpPOT MeXAy OpraHaMu TrOCyAapCTBEHHON B/IACTH.
Oco0eHHOCTH  BHeJjpeHUs]  CUCTeM  3JeKTPOHHOrO  JIoOKymMeHTooOopoTa B
rOCyJapCTBEHHBIX YUpeXK/IeHUsIX, OPraHu3aLysxX. 3aliyuTa MHhOpMaLy 371eKTPOHHOTO
[IOKyMEeHTO000opoTa B YCJIOBUSAX LU(POBON HSKOHOMUKH. HOCHMBIM WHTEpHeT,
VMIUIaHTHpYyeMble TeXHOJO0THH W LrbpoBuieHue. PacripesesieHHble BBIUAC/IEHUS U
XpaHWIMIIIE JAHHBIX (06/1aYHOe XpaHeHHe).

OYHO-
OuHast
3a04Hast
2 1
2 1
2 1
2 1

Tema 5

. PaboTa ¢ JoKyMeHTaMu, coAep)KaluMy KoHGHeHIHaIbHY0 HH(OPMALHI0




[ToHsiTHE O OKYMeHTax, CofepXKalliX WH(GOPMAIUI0 C OTPaHUUYEHHBIM JOCTYTIOM U
VX KlacCcUGUKaLUusi T0 CTerneHW T/aacHOCTH. Kpurtepuu [eneHusi [OKyMEHTOB,
HecymMx  HWH(OpMalMi0  OrpaHUYEHHOr0  [JOCTyIa, Ha:  CeKpeTHble U
KoHpuzeHIManbHble.  Kraccudukaisi  ceKpeTHbIX M KOHOUAEHLMATbHBIX
5 |[OKyMEHTOB MO cTerieOHM Ba)XHOCTH COZiepXKallielicss B HuX uHgopmaruu. [ToHsTHe 2
KOMMepYeCKOW TaliHbl. Y C/IOBUSI OTHeceHUs1 MH(opMaLMy K KOMMepuecKoM TaiiHe.
CBefieHHs], OTHOCAIIMeCS K KOMMepueCKOW TaiHe. CBe[ileHHsl, KOTOpble He MOLYT
SIBASITBCSI KOMMepUeckoW TaliHoW. OpraHu3auus 3allidThl KOMMepYeCKOW TaiHbl U
paboTHI C JOKYMEHTaMH, COJIep>KallliMU KOH(GH/[eHLIMa/IbHbIe CBeJJeHUsI.
Tema 6. Y /10BHsI BOSHUKHOBEHHUS U CYIIHOCTH IU(POBOI1 SKOHOMUKH

YcmoBuss M UCTOpUs  BO3HUKHOBeHUsT 1MppoBoii  sKoHOMMKH. UeTBepTas

6.7 |TMPOMBILIEHHas PEBOMOLHs 1 vH(OpMaLMoHHas Tiaobanu3aiys. MHbopMalioHHas 4
KOHOMMKA KaK OCHOBA pa3BUTHS [U(PPOBOM 3KOHOMUKHA. OCHOBHBIE XapaKTePUCTHUKU
¥ BO3MOYKHOCTH MH(OPMALMOHHOM (CeTeBO) 5KOHOMHUKH.

Tema 7. Pa3BuTue [1e/I0POU3BOACTBA B YUIOBUAX [U(POBOI 3KOHOMHKHU
@epnepanbHas niporpamma «LludpoBasi SKOHOMHKa». DIEKTPOHHOE TPaBUTENBCTBO,
roCy/lapCTBeHHble  YCIYTH, «yMHble» Tropoja, Lu(bpoBoe 34paBOOXpaHeHHe.

8-9 WudpacTtpykTypa 11poBOii 5SKOHOMUKU: B3aWMOJIEMCTBUS 10 [e/I0TIPOM3BO/ICTBY B 4
cetd, crenyuka ceTeBblx Osar. L[udpoBbie CepBUCHI HANIOTOBO-0HOKETHOTO
peryimpoBanus. LludpoBble HamoroBo-0rwo/pKeTHble IIaTGOPMBL.  DI€KTPOHHBIN
apXuB.

Bcero uacos 18
5 CamocTrosiTesTbHasA padoTa 00yUaromuXCs
Tpyno0eMKoOCTb
CaMOCTOSITe/IbHON
HaumeHoBaHue TeMbl paboThl, yac. Copep>xaHvie paboThI
ouHas OHHO-
3a04Hasi

Tema 1. OCHOBBI [e/I0NIPOU3BO/CTBA 8 12
Tewma 2. IIpaBuna cocTaBieHUs U 10 10
odopmsieHNst JOKYMEHTOB
Tema 3. Opranusarius paboTsl ¢ 10 10
JIOKYMeHTaMH
Tema 4. D/1eKTPOHHBIN JOKYMEHT U 10 10 W3yueHue TeoOpeTUKO-MeTOANUECKHUX BOIIPOCOB
JOKYMEHTO060pOT TeMbl, OTBETHI Ha BOIIPOCHI /1JIs1 CAMOKOHTPOJIA,
Tema 5. PaboTa ¢ JIOKyMeHTaMy, BBITIO/THEHHW e BBAaHHﬁ, PaCKphIBAOMINX CYIIHOCTH
coZlep>KaluMu KOHCl)I/IAeHLII/IaHbHy}O 10 10 H3ydyaeMbIX O6'beKTOB, SIBJIEHUN U Tpo1ieccoB
rHGpOPMAaIUI0
Tema 6. Y /10BUSI BOSHUKHOBEHUS U 10 10
CYIIHOCTb 1(POBOM SKOHOMUKH
Tema 7. Pa3Butue AIeIONPOU3BO/ICTBA B 10 10
YCJIOBUSIX LM(POBOM IKOHOMHKH
Bcero uacon 68 72

6 TemaTHKa KypCcOBOro MPOeKTUPOBaHMs (KypCOBOii padoThI)
KypcoBoe npoekTHpoBaHue He MpeAyCMOTPEHO yueOHBIM IJIaHOM.

7 MeTopbl 00yueHHsT

OCHOBHBIMU (bOpMaMI/I HN3ydyeHudad [OUCLHUIVIMHBI ABJIAIOTCA: YTEHHE ]IEKL[Hﬁ, rmpoBejieHre

CEMHUHAPCKUX 38HHTI/II>1, CaMOCTOdATe/IbHada pa60Ta CTYAEHTOB.

OCHOBHBIM MeTOZIOM W3yuUeHUsl [AWCLUIUIMHBI SIBASIOTCS JIEKL[MH, KOTOpble TPOBOJSTCS B
JIEKLIMOHHBIX ayAUTOPHSX C WCIO/b30BaHMEM HarJsiIHBIX TOCOOMI M WHTEePAKTHUBHBIX cpeAcTB. Ha
JIeKUSIX WCII0/Ib3YeTCs MY/JIbTUMEeAWMHOe TIpe3eHTallMOHHOe 000pyZoBaHWe i JAeMOHCTPALuu
WITIOCTPAaTUBHOTO MaTepuasa, Tabiaull M CXeM, OCHOBHBIX Te€3UCOB U BBHIBOZOB 110 TeMe.
Lleslecoobpa3Ho MO KaXKAOH TeMe COCTaBUTh CIIMCOK TEPMUHOB U TIOHSTHHN U TMepeueHb KOHTPOJIBHBIX

BOIIPOCOB, KOTOPBbIE BBIHOCATCA Ha CaMOCTOATE/IbHOE U3yUueHHe CTyAeHTOB.




CeMMHapCKUX 3aHATHS B 3aBUCMMOCTH OT KOHKDETHBIX Lie/lel U YPOBHS MTOANOTOBKU CTYZEHTOB
NIPOBOJATCS B (hOpMe BOIIPOCOB — OTBETOB, IKCIIPeCC-TeCTUPOBAHUS 110 TeMe.

B pamMKax MHTePAaKTUBHBIX MeTO/[0B 00yueHHs TIpelyCMOTPEeHBI C/leIyIOLHe MoaX0Abl: paboTa B
MaJIbIX TpyIIax, TBOPUeCKUe 3a/laHusi, COPeBHOBAHUS, «yUeHUK B DOJIM YUMUTe/s», «KaKAbIM YUUT
KaKZ0ro».

OO6s3aTe/IbHBIM yC/I0BUEM aTTeCTal[M CTYZeHTa sIB/ISIeTCsl BBIMIOJIHEHHe BCeX MpeyCMOTPeHHbIX
IIPOrpaMMOM CeMUHAapCKUX 3a/laHUN.

CamocrosiTenbHasi paboTa CTy/|eHTOB sIB/ISIeTCS] BA)KHBIM KOMIIOHEHTOM MX Mpo¢eccroHanbHON
TIOATOTOBKU M BK/TFOYaeT B ceOst:

- IOATOTOBKY K ay/IUTOPHBIM 3aHATUAM: U3yueHHe KOHCIIeKTa JIeKLIUK, OTBeThbl Ha BOIPOCHI JJIs
CaMOKOHTPO/IS;

- 9KCIIpecC-TeCTUPOBaHUe;

- IIOAATOTOBKY K IIPOMEXYTOUHOMY KOHTPOJTIO.

8 ®oHA OLEHOUHBIX CPeJCTB /i NMPOBe/leHUsA TeKYIl[ero KOHTPOJIA U NPOMeXyTOUHOM
arrecTanuy 00yJaronuxcs no AUCHUIUINHE

[TpuBeaeH B 00si3aTe/IbHOM TIPUIOXKEHUH K paboyeil IporpaMme.

9 IlepeueHb y4yeOHOI TUTEPATyPhI, HEO0X0UMOH /ISl 0CBOEHUA AUCIUIUIUHBI

KomuectBo
Hanmenosanue 3K3eMIUISIPOB

B OubmoTeke
DI'BOY BO «KI'MTY»

1.I'pozoBa, O.C. [lenonpousBoicTBO: YuebHoe Tocobue. — W3patens: ITOBO/KCKUM
rOCy/IapCTBeHHBIN TexHWUeckuidl yHuBepcutet, 2015. //9BC «YHuBepcuteTckass 6ubmoTeka
onyiaiin» https://biblioclub.ru/index.php?page=book&id=439196

2 IlyeanoBa, H. H. OcHOBEBI Zenornpou3BofcTBa. H3bIK CIy)KeOHOro AOKyMeHTa : Y4eOHHMK U
nmpakTUKyM i By3oB/ H. H. IllyeanoBa, A.FO.UBaHoBa; mojg obuieli pepakuvei
H. H. [llyBanoBoii. — 3-e u3f., nepepab. u gomn. — Mocksa : V3garenscto FOpaiit, 2023, —
384 c. — (Beoicmiee obpa3oBanue). — ISBN 978-5-534-15217-3. — TeKCT : 3/IeKTPOHHBIN //
O6pa3soarenbHas riaThopma FOpait [caiit]. — URL: https://urait.ru/bcode/511417

3.1IyBanoBa, H.H. OcHOBHI Jenonpou3BO/CTBA @ yueOHMK W TPAKTUKYM [l CpeJHero
nipodeccronanbHoro obpaszosanus / H. H. Illyeanosa, A. FO. MBaHoBa ; noj, obieli pejakiueit
H. H. [llyBanoBoii. — 3-e u3j., nepepab. u gomn. — Mocksa : U3garenscto FOpaiit, 2023. —
384 c. — (IIpodeccronancHoe obpasoBanue). — ISBN 978-5-534-15488-7. — Tekct
3/IEKTPOHHBIN /! O6pa3oBaresbHast ratdopma FOpaiit [caitT]. —
URL: https://urait.ru/bcode/511684

10 CocraB coBpeMeHHBbIX MPO(eCcCHOHANIBHBIX 0a3 JaHHBIX W HH(OPMALMOHHBIX
CMPaBOYHBIX CHCTEM

HanmeHoBaHue H(OPMALIMOHHOTO pecypca Ccpinka Ha THGOPMAL[MOHHBIN pecypc
OnektpoHHas 6ubmoreka PI'EOY BO «KI'MTY» http://lib.kgmtu.ru/
O6pa3zoBarenbHas Tuiatdopma «FOpaiT» https://urait.ru/

TocynapctBeHHasi ~ cuctemMa — mpaBoBoit — uHpopmarmu — —| http:/pravo.gov.ru/
oduLIManbHbEIM UHTePHET-TI0PTaJl ITPaBOBOM MH(OPMAIH

OdmimanbHbIN caidT PocapxuBa http://archives.ru

CrnpaBouHas rpasoBas cucreMa «KoHcynbranT ITmroc» http://www.consultant.ru/

RSCI mnnardpopma Web of Science — 6a3a pgaHHbIX myumux | http://www.technosphera.ru/news/
POCCUHCKUX >KypHA/IOB

WNudopmauvonHass cucrema «EguHoe okHo — fgoctyna K| http:/window.edu.ru/
nHGOPMAITMOHHBIM pecypcam»

oKyMeHT0000pOT ¥ ZAenonpor3BoAcTBo. CUCTeMBbl 371eKTPOHHOTO | http://www.doconline.ru/
JIOKYMeHT0000poTa



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

Odurmanerbiii  caiit BHUWKW  (Online-goctyn K crangaprtam | http:/www.vniiki.ru
I'OCT, OCT, TY, NUCO, MBDK, UHOCTPaHHBIM CTaHAAPTaM)

Ba3a manHbix HayuHot 37eKTpoHHON 6UbMoTeKH http://elibrary.ru/

Ba3za pannbix Research Papers in Economics (camas 6onbiuas B | https://edirc.repec.org/data/derasru.html
MHpe KOJUIeKLUs 3JIeKTPOHHBIX HAy4HbIX mNyO/iuKamuil 10
JKOHOMHKe BKJIFOUaeT Oubimorpaduyeckrie ONMMCaHuUs MmyOTHKaLyi,
CTaTed, KHUT U JPYTrUX MH(GOPMALMOHHBIX PeCYPCOB)

DenepanbHBINA 00pa3oBaTesbHBIN NOpTan «JKoHOMYKa Couuonorus | http://ecsocman.hse.ru
MeHeH)KMeHT»

11 IlepeyeHr mnporpaMMHOro obecrmedeHHsi, HCIOIb3YEMOr0 MPH OCYIeCTB/IEHHH
oOpa3oBaTe/ILHOI0 MpoLecca Mo JUCHUILIHHE

Ha3snauenue (6a3bl ¥ OaHKH JAHHBIX, Tun npoayKTa
HanmeHoBaHMe IporpaMMHOI0
HpojYKTa TECTUPYIOIIUE MPOrPAMMBI, TIPAKTUKYM, (MosiHas TUIIEH3MOHHAs BEpPCYs,
JleJIOBbIe WI'PHI U T.JL.) yueOHasi Bepcusi, IEMOBEPCHSI U T.I1.)
OneparionHass cuctema (Microsoft
Windows 10 Pro wm Microsoft
Windows Professional 7 ~Russian KoMrieKc CHCTeMHBIX U YTIPaBJISTIOLINX JIVLIeH3WOHHOE TIPOTPaMMHOe
Upgrade Academic OPEN 1 License
No Level wim Microsoft Windows fporpamm obecniederme
Vista Business Russian Upgrade
Academic OPEN 1 License No Level)
OdmcHerit maket (Microsoft Office Pro
Plus 2016 umu Microsoft Office 2010
Russian Academic OPEN 1 License TeKCTOBBIN pPeJJaKTOP, TaOTUUHBIH JILleH3MOHHOe MPOrpaMMHOe
No Level wm Microsoft Office peliakTop, peJJakTop Mpe3eHTalui obecrieuenve
Professional Plus 2007 Russian
Academic OPEN 1 License No Level)
OdbucHpiit naker LibreOffice TeKCTOBBIN peIakTop, Ta6JII/IIIHbI? CB0060/IHO-pacmpoCTpaHseMoe
peJaKTop, peJakTop Mpe3eHTaLui MporpaMMHOe obecrieueHune

12 OnmcaHue MaTepHA/IbHO-TEXHHYECKON 0a3bl, He00X0JUMOHM /I OCYIIeCTB/IEHHS
00pa3oBaTe/ILHOTO MPOLIECCA M0 JUCLUILTHHE

Crieljuanu3upoBaHHasi ayJWTOpUsl [Jisi CEeMUHApCKUX 3aHSITHM, OCHAllleHHas [OCKOW W
MYJIbTUMeUUHBIM 000py/J0BaHKEM.

13 MeToauueckue yKa3aHus /JJis1 00yYaIOIIMXCS 110 OCBOEHHIO M CIUIL/THHBI

PekomeHOayuu no 0ceoeHUl0 /1eKYUOHHO20 Mamepuana, no020moeKe K 1eKyusm

JleKuyu SIB/ISIFOTCS OCHOBHBIM BHZIOM Y4eOHBIX 3aHSATHI B BBICILIEM yueOHOM 3aBeZieHuH. B xoze
JIEKLJUOHHOT'O Kypca TPOBOAUTCS M3/I0)KEHHWEe COBPEMEHHBbIX HayuyHbIX B3IVIIZIOB U OCBelleHue
OCHOBHBIX TIpOOsieM u3yuyaeMoW 00/1aCTH 3HaHWWA. 3HAUWUTE/NBHYIO YaCcTh TEOPeTHUeCKHX 3HaHWH
CTYZleHT [O/DKeH I0/y4yaTb CaMOCTOSITe/IbHO M3 PeKOMEeH/JOBaHHBIX MH(OPMALMOHHBIX WCTOYHHUKOB
(yuebHUKOB, VIHTEpHeT-pecypcoB, 371eKTPOHHOM 00pa3oBaTebHOM Cpejbl YHUBepcuTeTa). B TeTpaau
[J11 KOHCIIEKTOB JIEKLMM [O/DKHBI OBbITh TMOJIs, IZe 10 XOAy KOHCIEKTUPOBaHUsI [le/1aloTcs
HeoOXouMbIe TIOMeTKH. B KOHCITeKTax peKOMeHZAYeTCsl IPUMEHSTh COKpAIL|eHUsI CJIOB, UTO yYCKOPSieT
3anuch. Borpocel, BO3HUKIINMeE B XOZe JeKLUK, peKOMeH/lyeTcsl Jle/laTh Ha I0JIIX U [0C/le OKOHYaHUs
JIeKUU 00paTUTHCS 3a Pa3bsCHEHUSIMU K TperoiaBarestto. [1oc/ie OKOHUaHMs JTEKLUN PeKOMEeH/YeTCsI
repevynTaTh 3arvCcH, BHECTH ITONPaBKU U JOMNOIHEeHUs Ha Mo/sX. KOHCIeKTh! 1eKIMii peKOMeH/lyeTCsl
WCTO/b30BaTh MPU TMOATOTOBKE K CEMUHApCKUM 3aHATHSM, 3aueTy, KOHTPOJIbHBIM TecTaM, MpHU
BBIITOJIHEHUM CaMOCTOSITe/IbHBIX 3a/laHUM.

PexkomeHOayuu no no020moeKe K CEMUHAPCKUM 3AHIMUSIM

[l71s1 TOATOTOBKM K CEeMHHapCKUM 3aHATHSM Heo0XOJMMO 3apaHee 03HAaKOMUTLCS C INepeuHeM
BOIIPOCOB, KOTOpBIe OyAyT PacCMOTpPEeHbI Ha 3aHSATHH, PEKOMEHAYeMOU JIMTePaTypoH, cojepKaHHeM
pekoMeH/I0BaHHbIX MHTepHeT-pecypcoB. Heo0xofuMo mnpouMTaTh COOTBETCTBYIOLIME pasfesbl U3



JIUTepaTyphl, peKOMeH/I0BaHHOM IIpero/iaBaTesieM, BbIeUTb OCHOBHbIE TOHATHS U MPOLIECChl, UX
3aKOHOMEPHOCTH U [BWXKYILMe CU/bl, U B3auMHble CBsA3U. [Ipy MOArOTOBKe K 3aHATUIO He HY’KHO
3ayurBaTh yueOHBI MaTepuan. Ha ceMMHApCKUX 3aHATHSIX HY)KHO BBISICHSITH Y TIperofaBaTeris
OTBeThbl Ha MHTepeCylye UIN 3aTPyJHUTe/IbHbIe BOIIPOCHI, BbICKA3bIBaTh U apryMeHTHPOBATh CBOE
MHeHUe.

PekomeHOayuu no opzaHu3ayuu camocmosime/bHol pabombl

CamocrosiTenbHasi paboTa BK/IIOUaeT M3yuyeHHe y4eOHOM JIMTepaTyphl, MOWCK WH(OpMaruy B
ceTd VIHTepHeT, TNOATOTOBKY K CeMHHApCKUM 3aHATUAM, 3a4éTy, SKCIpPecc-TeCTUPOBaHUIO,
BBITIOJTHEHHE IOMAIIHAX TPAaKTHUeCKWX 3ajaHuii (1mpopabOTKy TeopeTHUecKoro Marepuaa,
BbIHECEHHOI'0 Ha CaMOCTOSITe/IbHOe U3yueHue U T.1.).
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