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1. Ilepeuenv nnanupyemvix pe3yibmamoé o00Oy4eHus no oucyuniune (mooyinio),
COOMHECEHHBIX C NAAHUPYEMbIMU DPe3YIbMmamamu 0C60eHUs 00pa306ameabHoll

npozpammol
Komnerenmus [Tnanupyemble pe3yapTaThl 00y4eHUs MO IUCIUILIMHE

I1K-14 3HaTh:

CriocoO6HOCTBIO - HOpMaTHBHYIO 0a3zy JIOKyMEHTHPOBAHHUS XO3SHCTBEHHBIX
OCYILIECTBIISATH onepanui,

JOKYMEHTHPOBaHHE - METOAMKY O(OpMIICHHS yd4eTa ICHEKHBIX CpPEACTB, paboumx
XO3AHCTBEHHBIX IUTAHOB CYETOB OYXTaJTEePCKOTO y4eTa,

oTiepanui, - mpaBuia (POpPMUPOBAHUS U JOKYMEHTAIBHOTO O(QOPMIICHHS

HPOBOJNUTH YUET
JICHEeXKHBIX CPEJICTB,
pa3pabaThiBaTh
pabounii nnan
CUCTOB
OyXraJiTepcKoro
ydeTa OpraHu3aum
U GOpMHPOBATH HA
€ro OCHOBE
Oyxrantepckue
HPOBOJKH

OyXTaJITePCKHUX MPOBOJIOK
- OCHOBHBIE BHJIbI JOKYMEHTOB, PETJIaMEHTUPYIOIINX OCYIIECTBICHUE
yIpaBJICHUYECKON JesITeIbHOCTH;

Ymers:

- COCTaBJISATh U 0OPMIIATH pabOUHE TJIAHBI CUETOB,

- (¢opMHpOBaTh M JOKYMEHTAIbHO O(GOPMIISATH OyXTalTepcKue
MIPOBOAKHU
- 0OpMIISITH OCHOBHBIC BUIBI JOKYMEHTOB, PETJIaMEHTHPYIOIIIHX
OCYIIIECTBIICHUE YIIPABJICHYECKON 1eATENbHOCTH;

Baaners:

- HaBBIKAMH JJOKYMEHTHUPOBAHUS XO3SUCTBEHHBIX ONEPALIHiA,

- METOAMKOH COCTaBJICHHS M JOKYMEHTAIBHOTO O(OPMIICHHS
OyXTaJITEPCKHUX MPOBOJIOK,

- HaBBIKAMH TOJTOTOBKH OPTaHU3AIMOHHO-PACTIOPSAUTEIBLHBIX
JIOKYMEHTOB,
- HaBBIKaMU O()OPMIICHUSI OCHOBHBIX BHJIOB JIOKYMEHTOB,
perJaMeHTHPYIONIMX OCYIIECTBICHUE YIPABIEHYECKON NesSTEIbHOCTH

2. Mecmo oucyunaunst (Mo0yna) 6 cmpykmype o0pa3zoeamensHoi npozpammaol

JlucuuminHa OTHOCUTCS K TMCUUIUIMHAM IO BbIOOPY BapuaTUBHOM YacTU y4yeOHOro IuiaHa
OIIOII. /laHHasg [OWUCLUUMIUIMHA B3aWMOCBSI3aHAa C JPYIMMHM JAMCLMIUIMHAMM, TaKUMH Kak
«MapkeTuHr», «YTpaBlieHHE YEIOBEYECKUMHU pecypcamMu», «IKOHOMUKA OpraHU3aluu
(mpeanpusTUs)» U Ap.

W3ydyeHne NUCUHUIUIMHBI MO3BOJIUT OO0YYalOIIMMCS Ppealn30BbIBaTh MNpodeccCHOHaTbHbIE
KOMIIETEHIIMH B IPOPECCUOHATIBHOM 1eATEIbHOCTH.

B wacTHOCTH, BBIIYCKHUK, OCBOMBIIMN MporpamMmy OakajgaBpuaTra, B COOTBETCTBUU C
YYETHBIM BHUJIOM JESTEIBHOCTH, JOJDKEH OBITh TOTOB pellaTh CIEAYIOLIHe MpoQecCHOHaIbHbIE
3aJauu:

- TOKYMEHTHPOBaHHUE XO3sICTBEHHBIX ONEpaluii U BeJeHHE OYXTaJlTepCKOTo yuera
MMYILECTBA OPTaHU3allNH;

- BeJIeHHE OyXTaJTepCKOTO ydeTa UCTOYHHKOB (DOPMUPOBAHMS UMYIIIECTBA, BHITOJTHEHHUE
paboT 1Mo MHBEHTApU3AIIMY UMYIIECTBA U (PUHAHCOBBIX 0053aTEILCTB OPTaHU3AINH;

- POBEJICHUE PACYETOB C OIOKETOM U BHEOIOKETHBIMU (POHIAMU;

- COCTaBJICHUE U UCMOJIb30BaHUE OyXTalITepCKOM OTYETHOCTH,
- OCYIIECTBJIEHHE HAJIOTOBOT'0 yYE€Ta U HAJIOIOBOI'O IUIAHUPOBAHMS B OPraHU3aLINH.

3. Ob6vem oucuunnunwi

Buowt yueonoi pabomut Dopmbl 00yuenusn

Ouno-3aounasn | 3aounasn




OO6mas TPyA0eMKOCTh: 3a4CTHBIE €IMHUIIbI/JaChI 3/108 3/108
KonTakTHasi padora:
3aHsATHS JEKIIMOHHOTO TUTA 2 2
3aHATUSI CEMHUHAPCKOTO TUIIA 8 2
[TpomexyTouHas arTecTaus: 3a4eT / 3a4eT ¢ OLEeHKOi 0,1 4
/ 3K3ameH /
CamocrosTensnast padora (CPC) 97,9 100

4. Cooepircanue oucyuniaunsvt (Mo0y11), CMPYKmMypuposannoe no memam / pazoenam c

YKazanuem OMBE0eHHO020 HA HUX KONUYeCMEd aKAOeMUUEeCKUX Yacoe U 6U006

YUEOHBIX 3aHAMULL

4.1. PacmpeneneHue 4acoB 1O paszeiaM/TeMaM U BHJIaM padoThl

4.1.1. Ouno-3a0uHas popma oOydeHUS

n/n

Paznena/rema

Buabl yueOHo# padoThl (B 4acax)

KonTakTHas padora

3auaTus

JIEKITUOHHOI'0

THIIA

3aHATHS CEMMHAPCKOI0 THIIA

Jlexyuu

Unvle
yuebHvle
3auamus

Ilpaxmu
yeckue
3auamus

Cemuna
pol

Jlabopa
mopHbvie
pabomoi

Hnvie

Camoct
0fITeJIbH
ast
pabGora

JlokymeHTOBEICHUE.
OcHOBHBIE MOHSATHUA.
JIOKyMEHT H CHCTEMBI
JOKYMEHTAINH.

HopmaTtusHas
JOKYMEHTaIUsl.
[IpaBuna odopmienus
JIOKYMEHTOB u
3alOJIHEHHUSI  THUIOBBIX

dbopm.

14

Cucrema
OpraHU3alMOHHO-
IIPaBOBOM
JOKYMEHTaLUH.

14

Cucrema
pacnopsaIuTeIbHON
JIOKYMEHTALUH.

14

NudopmanuonHo-
CIpaBOYHAas
JOKYMEHTAITHSI.

16

Kanpoas
JIOKYMEHTALUS.
JIOKyMEHTBI o
JUYHOMY COCTABY.

12

JIOKyMEHTOOOOPOT.
ApXUBHOE  XpaHEHHE.

10




KonduaeHmanbHbie
JIOKYMEHTBI.

KomnbrotepHbie
TEXHOJIOTUU
JOKYMEHTAllMOHHOI'O
obecrieueHus
yTIpaBJICHUSL.

10,9

[TpomexxyTouHas
aTTecTanus

0,1

Hroro

108

4.1.2.

3aounas popma oOyueHust

n/n

Pa3zgen/Tema

Buabl yueOHoli padoTsl (B 4acax)

KonTakTHasi padora

3agaTus

JIEKIIUOHHOI'0

THIIA

3aHATHS CEMHMHAPCKOI0 THIIA

Jlexyuu

Unvle
yuebHbvie
3aHAMU

Ilpaxmu
yeckue
3auAmus

Cemuna
pol

Jlabopa
mopHvie
pabomul

Hnvie

Camoct
0SITeJIbH
asi
padora

JlokyMeHTOBEICHHE.
OCHOBHBIE MTOHATHS.
JIOKyMEHT U CHCTEMBI
JIOKYMEHTAIUU.

HopmaTtusHas
JIOKYMEHTaIusl.
[IpaBuna odopmieHus
JIOKYMEHTOB u
3allOJIHEHUS  TUIIOBBIX

dbopm.

14

Cucrema
OpraHU3alMOHHO-
IIPaBOBOI
JOKYMEHTaLUH.

14

Cucrema
pacnopsaIuTeIbHON
JIOKYMEHTALUH.

14

NudopmannonHo-
CIpaBOYHAas
JOKYMEHTAITHSI.

18

Kanpoas
JIOKYMEHTaIuSl.
JIOKyMEHTBI
JUYHOMY COCTaBY.

10

12

JIOKyMEHTOOOOPOT.
ApXUBHOE  XpaHEHHE.
KonduaeHmanbHbie
JIOKYMEHTHI.

10




Komnsrotepubie
TEXHOJIOTHHI
JIOKYMEHTAIMOHHOTO 10
8. | obecnieueHus
yIpaBJIEHUSI.
[TpomexxyTouHas 4
aTTecTanus
Hroro 108
4.2. TlporpamMma TUCHMIUIMHBI, CTPYKTYPUPOBAaHHAS 110 TeMaM / paszienam
4.2.1. CopaepxaHue JEKIMOHHOTO Kypca
Ne i/m | HammeHoBaHue TeMbl CoaeprxkaHue JICKIMOHHOIO 3aHATHSA
(pa3nesia) I CHUIITHHbI
JloKyMeHTOBEICHHUE. [Monatne w  QyHKOMM  JOKYMEHTOBEJNCHHS  H
OcHoBHbIE MOHATHSL. | Aenonpou3BojcTBa. CyIIHOCT, M OCHOBHBIE 3ajaud
1. JIOKyMEHT M CHUCTEMBI | JOKYMEHTUPOBAHMS  YIPABIEHYECKOW JESATEIBHOCTH.
JIOKYMEHTaIUH. Kpatkuit 00630p ucTOpUHM  [OKYMEHTOBEACHHUS U
nenonpousBoAacTBa. COBpPEMEHHOE TIOCYIapCTBEHHOE
perynupoBaHue  JIOKYMEHTAIlHOHHOTO  oOecredeHus
ynpasienue (JJOVY). OcHOBHblIE TEpPMUHBI M TOHATHUS
JOVY. Ilonstue wundpopManuu W WHHOPMAITMOHHBIX
pecypcoB. [IpuHIUIBI paboThI ¢ 1eT0BOM HHPOPMAITHECH.
YHuduuupoBaHHbIE CUCTEMBI JEJIONPOU3BOICTBA.
HopmaruBHo-cnipaBounass ~ gokymeHtamus.  ['OCT.
[TpaBuiia co3aHus JOKYMEHTOB.
Cucrema opraHuszallMoHHO- | HazHaueHne u cocTaB  OpraHu3allMOHHO-IIPaBOBOM
PABOBOM JOKYMEHTAMH. | JOKyMeHTaluu. QOYHKIHH OpraHU3alliOHHO-TPABOBBIX
2. JOKYMEHTOB. YUpEAWUTEIbHBIE JOKYMEHTBI. Y CTasB.
HoroBop. Ilomoxenne. HHcTpykiuu. [{omKHOCTHBIE
uHCTpyKuuu. CTpyKTypa W IUTaTHash 4YHCIEHHOCTb.
[lItatnoe  pacnucanue. IIpaBuma  cocraBieHus,
0o OpMIICHHS TOKYMEHTOB.
4.2.2. CopepxaHHe NPAaKTUUECKUX 3aHATUN
Ne i/m | HammeHoBaHue TeMbl CoaeprkaHue NPAKTHYECKOT0 3aHATHSA

(pa3nesia) I CHUTIIHHbI

Cucrema pacnopsIuTeNIbHON
JOKYMEHTAITHH.

[TpaBuia cocraBneHusi, ohopmiIeHuUs
JIOKYMEHTOB. [IpuKa3bl 10 OCHOBHOU JIESITEIHLHOCTH.
JIOKyMEHTBI, U3/1aBaeMbIe B YCIOBHUSX
KOJUIETHAIBHOCTH (TIOCTAHOBJICHUS, PEIICHU);
JOKYMEHTHI, U3/IaBa€Mble B YCJIOBUSX €IUHOJUYHOTO
NPUHATHUS pelleHul (IPUKa3bl, yKa3aHus,
pacnopspkenust). O600coOIECHHBIN TOKYMEHT —
npotoko. Bunbl, ocobeHHoCcTH 0hopmiteHus.
CocraBnenue 1okyMeHToB ¢ npumeHenrem ['OCT.

NudopmanmonHo-
CIIpaBOYHass JOKyMCHTAl W,

[IpaBuna cocraBieHus, O(QOpPMICHUS JTOKYMEHTOB.
NunupatuBHble JTOKYMEHTBI, JOKJIAJHBIE 3alMUCKH.
OObsicHuTenbHble  3amucKu. AKTHL. [Ipemmoxenue.
CrnpaBku  cayeOHOrO W JIMYHOTO  XapakTepa.

Cny)xeOHbIC (ZIETIOBBIE) TIMCHbMA. XapaKTEPUCTHUKH.




PaznoBumHoctu. OcobGeHHOCTH OGOpMIICHHS. DTHUKET
nemoBoro oOmieHus. COCTaBIeHHE JIOKYMEHTOB C
npumenenueM 'OCT.

4.2.3. Copaep:kaHue CaMOCTOSITEIbHON pabOTHI

Ne i/

HaunmMmeHoBaHHe TEMbI
(pa3aesia) IMCUMIITHHBI

Conep:kaHue caMoOCTOATEIbHOM PadOTHI

JloxyMeHTOBEICHHUE.
OCHOBHBIE TTOHATHS.
JIOKYMEHT U CUCTEMBI
JIOKYMEHTAIUU.

[TonssTve ¥ QYHKIOUM  JAOKYMEHTOBEIEHUS U
nenonpou3BocTBa. CyIHOCTP M OCHOBHBIE 3a7auil
JIOKYMEHTUPOBAHUS YIPABIECHUYECKOW JESATEIbHOCTH.
KpaTtkuii 0030p uCTOpUHM JOKYMEHTOBEICHHUS U
nenonpousBoacTBa. COBpEeMEHHOE TOCYIapCTBEHHOE
peryaupoBaHue JOKYMEHTALMOHHOTO O0ecredeHus
ynpasieaue (JJOY). OcHOBHbIE TEPMHUHBI M TIOHSTHS
JOVY. llonsarue wunpopmManuu u HHPOPMALUOHHBIX
pecypcoB.  IlpuHnumer  paGoTel € ACJIOBOM
uHpopManue. YHuduuupoBaHHble CUCTEMBI
JIEJIONPOU3BOICTBA.
HopmartuBHO-cIipaBo4Hasi JOKYMEHTALIHSL.

I'OCT. IlpaBuna co3nanus TOKYMEHTOB.

HopmaTtusHas
JIOKYMEHTAIHS. [IpaBuna
opopMIICHHUS JOKYMEHTOB H
3aIOJIHEHUS TUIOBBIX (POPM.

Buasl  HOpPMAaTHBHO-CIIPaBOYHOM  JOKYMEHTALUU.
I'OCT. IlpaBuna co3manusi OOKyMEHTOB. IIpaBuiia
HalMCaHUs PeKBU3UTOB. biaHku U yHU(UIIMPOBaHHbIE

(bhOpMBL.

Cucrema oOpraHu3allOHHO-
MPAaBOBOM TOKYMEHTAIINH.

Ha3znauenne u cocraB oOpraHu3alMOHHO-IPABOBOM
JoKkymMeHTaluu. OyHKIMY OPraHU3aliOHHO-TIPABOBBIX
JIOKYMEHTOB. YUpEAUTEIbHBIE JOKYMEHTBI. Y CTaB.
HoroBop. Ilonoxenune. MHcTpykiuu. JlomKHOCTHBIE
uHCTpyKuu. CTpyKTypa M IITAaTHas YUCIECHHOCTD.
Illtatnoe  pacnucanue. IlpaBuna  cocraBieHus,
0 OpMIICHHS TOKYMEHTOB.

Cucrema pacnopsiiuTeIbHON
JOKYMEHTaLUH.

[lpaBuna cocraBieHusi, OQOpPMIIEHHUS JOKYMEHTOB.
IIpuka3bl MO OCHOBHOW JE€ATEIBHOCTH. J[[OKYMEHTBI,
U3/1aBacMble B YCIIOBHSIX KOJUIETHAJIbHOCTH
(MOCTaHOBNIEHHUSI, PEIICHH); JOKYMEHTHI, N3JaBacMble
B YCIOBMSX €AWHOJIMYHOIO IIPUHATHS PEILICHUN
(mpuKasbl, yKazaHus, pacnopspkeHus). O60coOaeHHbIN
JOKYMEHT —  HpoTOKoid. Buapl, ocobGeHHOCTH
odopmIeHus. CocraBnenue JOKYMEHTOB c
npumeHenuem ['OCT.

WNndpopmannon=Ho-
CIIpaBOYHAs JOKYMEHTAIH.

[IpaBuna cocraBneHusi, oQGOpPMIICHUS JOKYMEHTOB.
WuunuaTuBHble JOKYMEHTHI, JOKJIAJHbIE 3aMUCKU.
OObsicHuTenbHbIe 3amucku. AKTHL. [Ipemioxenue.
CnpaBku  ciy:keOHOTO M JIMYHOTO  XapakTepa.
CnyxeOHble (HETOBBIE) NHCHbMA. XapaKTEPUCTHKH.
PasnoBugHocTn. OcobeHHOCTH OGOpMIIEHUS. DTHKET
nenoBoro obmeHus. CocTaBieHHE JIOKYMEHTOB C
npumeHenuem ['OCT.

Kagposas
JIOKyMEHTHI
COCTaBy.

JIOKyMEHTAITHSI.
o  JUYHOMY

Ha3nadenme u cocTaB [OKYMEHTOB II0 JIMYHOMY
coctaBy. HopmatuBHas 06a3a. YHuduuupoBaHHbIE
dbopmbl.  ANTOPUTM  JACUCTBUH ©  0hOpMIICHUS




JOKYMEHTOB TIpu Tpuéme Ha paboTy, YBOJHHEHHH,
NepeBoJie Ha JPYTYI0 JOJKHOCTh, OTIIPABICHUU B
komMauaupoBky.  CocraBienune u  odopmiieHHE
OCHOBHBIX JTOKYMEHTOB. Tpya0BOI JOTOBOp, MPUKA3BI
10 JINYHOMY COCTaBY, TPYAOBbIE KHIIKKH, JIUYHOE JIEIIO0,
JMYHas KapToyKa.

7. JIoKyMEeHTO000POT. OCHOBHBIE TIOHATHS U MPUHIMIIBI JOKYMEHTOO0O0POTA.
ApxuBHOE xpaHeHue. | [IpAMOTOYHOCTh JBH)KEHUS TOKYMEHTOB. Bxojsiue,
Kondunennuansueie UCXOJAIINEe W BHYTPEHHHE JOKYMEHTHL [IpaBuia
JIOKYMEHTBI. 00paboTkn  gokymeHTanuu. [lpaBmia W Cpoku

XpaHEHUs JTOKYMEHTOB. [TonsiTue
KOH()HICHIIMAIBHOCTH.

8. Kowmmberotepusie TexHonoruu | IHQOpMAIMOHHBIE  KOMIBIOTEPHBIE  TEXHOJOTHH.
JTOKYMEHTAIlMOHHOTO MeTob1 321U THI HTHGOPMAIUH, 3JIEKTPOHHO-IIU(PPOBast
obecrievyeHus ypaBIeHUs. noanuck (DLIT), mudpoBanue. ABTOMaTH3HPOBAHHBIC

UHPOPMALIMOHHBIE  CHUCTEMBI  JIEIOINPOM3BOJICTBA.
DIEKTPOHHOE NMPABUTENBCTBO.

5. @ono ouenounvix cpeocme 0nA  NPOGEOEHUA NPOMENCYMOUHOU aAmmecmayuu
ooyuarwuxca no oucyunaune (Mooyw)

[TpenycMOTpeHbl Clieylolue BUIbl KOHTPOJSI KauecTBa OCBOEHHUS KOHKPETHOM
JUCITUTLTAHBL:

- TEKYIIH KOHTPOJIb YCIIEBAEMOCTHU

- MPOMEKYTOYHASI ATTECTAINS 00yUAIOIIMXCS MO TUCITUTUINHE

DOH/{ OLECHOYHBIX CPECTB ISl IPOBEACHHUS IIPOMEKYTOUHON aTTECTALMH 00YIAIOLIUXCS 110
mucuuiuinHe ogpopmiteH B IIPHJIOKEHUUA x PABOYEU ITPOT'PAMME JIUCLIUTTJIMHBI

Texymuii KOHTPOJb YCIIEBAEMOCTH OOECHeuMBaeT OLEHHUBAHUE XOJa OCBOEHUS
JTUCITUILIMHBI B TIpoIiecce 00yueHusl.

5.1 Ilacnopm ¢ponoa oyenouHwvix cpedcms 01 npogedeHuUss meKywel ammecmayuu
no oucyuniune (Mooyi)

Kountpoanpyemsbie Kon HaumeHoBaHMe OLIEHOYHOI'0 CPeACTBA
n/n | pasgeJbl (TeMbl) KOHTPOJIMP
yeMou
KOMIIETEeHII
HH
1. JloxyMeHTOBEICHHUE. [IpoGneMHbIe 3amauM, CUTYaIllMOHHBIC 3a]1ayH,
OCHOBHBIC  ITOHSTHS. K-14 TECTUPOBAHUE
JIOKYyMEHT W CHUCTEMBI
JIOKYMEHTAIUU.
2. HopmartuBHas [IpoGneMHbIe 3amaun, CUTYaIl[MOHHBIC 3aJ1a4H,
JIOKyMEHTAIHSI. TECTUPOBAHUE
IIpaBuna odopmiaeHUS
I[(E)KyMeHTO(]lB) b u IK-14
3aIIOJTHCHUSI THITOBEIX
dbopm.
Cucrema [TpobGneMHbIe 3a1a4M, CUTYallMOHHBIC 3a1a9H,
OpraHU3alMOHHO- I1IK-14 TECTUPOBaHUE




IIPaBOBOI
JIOKYMEHTaI1H.
Cucrema I1IK-14 [TpobnemHbIe 3a1aun, CUTyallMOHHBIE 331a4H,
pacnopsAUTENbHOM TECTUPOBaHUE

4 JIOKYMEHTAIWH.
Nudopmanuonno- I1K-14 [IpoGneMHbIe 3amauM, CUTYaIllMOHHBIC 3aJ1a4H,
CIIpaBOYHAs TECTUPOBAHUE

5 JIOKYMEHTAIHS.
Kanposas I1IK-14 [IpobnemHble 3amauu, CUTYallMOHHBIC 3aJ]layH,
JOKyMEHTaIus. TECTUPOBAHUE

6. JIOKyMEHTBI 110
JUYHOMY COCTaBY.
JIOKyMEHTOOOOPOT. I[IK-14 [TpoGemHbIe 3a1a4M, CUTYAIIHOHHBIC 3a/1a4H,
ApXHMBHOE XpaHEHUE. TECTUPOBaHUE

7. | KonduaeHuaibHbIe
JIOKYMEHTBI.
KomnbrotepHsie I1IK-14 [TpobnemHbIe 3a1aun, CUTYyallMOHHBIE 331a4H,
TEXHOJIOTHUHI TECTUPOBaHUE

8. | AOKYMEHTAIlMOHHOTO
obecrnieueHus
yIpaBJICHHUS.

5.2 Tunosvle KOHMPOAbHbIE 3A0AHUS U _UHbIE MAMEPUAIbl, Heobxooumble 0Jisl
OYEHKU 3HAHUU, YMEHUL, HABbIKOS U (wzu) onvlma_0esimeslbHOCL_8 npouyecce mexkyuieco

KOHMPOJiAi

TunoBbie CUTyallMOHHBbIE 3214 H:
3aoaua 1

Cucrema paciopsiIUTEIbHOM JOKYMEHTAIUH.

[ToaroroBeTe TMpHKa3 00 UTOrax peBU3uu (MHAHCOBOTO ydeTa. B KOHCTaTHpyroniei qactu
YKa)KUTE, UTO peBU3MEi 0OHapyKeHbI (haKkThl rpyOOro HapymeHus: (GUHAHCOBOTO ydeTa: HeT ydera
¥ OTYETHOCTH 10 KOMaHIMPOBKaM, OTCYTCTBYET XypHall ydera JoBepeHHocTed. Hemocraromme
PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

3aoaua 2

NudopmanimonHo-cripaBoyHask JOKyMEHTAITHSI.

1) B ¢punman nocTynuio mucbMO-3arpoc OT PyKOBOACTBA XOJIJIUHTA.

Co3zmaiite 0TBET Ha BXOJAIIEE MHCbMO-3aMPOC, UCTIOB3Ys CIPABOYHYIO HH(OPMAITHIO.

2) B sHBape Oynymiero roma COCTOMTCS KOH(MEpEHIWs, MOCBSIICHHAs WHHOBALUSIM B
skoHOMuKe. HeoOxomuMo co3marh ®W  paszociaaTh MHUCHMO-TIPUTJIANICHHE HA MPEACTOSIIYIO
KOH(EPEHIIUIO.

Tunosbie MpodJieMHbIE 321a4N:
3aoaua 1
JlokymMmeHT0000pOT. ApxuBHOE XpaHeHue. KoHpuaeHIInanbHbIe TOKYMEHTHI.

B ¢upmy moctynuio aBa KOHBEpTa, alpeCOBAHHBIX TCHEPAIBHOMY ITUPEKTOPY, OJIUH
KOHBEPT C PEKJIAMHOM aKIUEeH, BE MOCHUIKH U3 (UITHAIOB.



O6paboTaiiTe MO3ITAITHO BXOSIIYI0 KOPPECTIOHICHITHIO.
Tunossie TeCTHI

1. Ilpu kakom pacmoyio)KeHHH peKBU3HUTHI "HanmeHnoBanue opranuzanuu', "Buyg
JOKyMeHTa" U Apyrue HeoOXOIUMbIC PEKBU3HUTHI Ha OJIAHKE pa3MEIIaroTCs

B BEPXHEM JICBOM YTIIY:

BriGepure oauH OTBET:

A) Ipo10JIbHOE

b) yrnosoe

B) nentpupoBannoe

2. JIst KakuxX TOKYMEHTOB 00sI3aTEICH PEKBU3HUT «AIpecary:
Br16epuTe 01H WM HECKOJIBKO OTBETOB:

A) mucema

b) npukassl

B) nomxHOCTHBIE MHCTPYKLINUU

3. Kaxkas nara siBnseTcst JaToi MpUKa3oB, MUCEM, CITPABOK:
BriGepute oauH OTBET:

A) Jlata yTBepKICHHS

b) Jlata 3apukcupoBaHHOTO B JOKYMEHTE COOBITHS

B) llata cornacoBanus

I') Jlara moamucanust

4. Bribepure anemenTsl pekBusuta «I'pud yrBepKIaeHUsD :
Br16epuTe 01H WM HECKOJIBKO OTBETOB:

A) Tloanuce

b) JomxHOCTH JIuIIa, YTBEP)KIAIOIIETO TOKYMEHT

B) [leuats opranuzanuu

J1) Bu3sbl cornacoBanus

5. [Ipukazamu 1Mo IMYHOMY COCTaBY O(POPMIISIOTCS:

A) T'apanTuiinbie 0053aTeNIbCTBA OPraHU3aUN

b) JomxHOCTE 1A, YTBEP)KIAIOIIETO TOKYMEHT

B) Ilpuém, nepeBos 1 yBOJIbHEHNE COTPYJHUKOB OpraHU3alMH
I') AkTel mpuéma 1 miepeaun 00bEKTOB

6. OcHoBHbIE GQYHKIIHH, KOTOpBIe oOecieunBaeT JJOVY:
A) rutaHupoBaHuE

b) opranu3zanoHHO-paciopsIANTENIbHAs 1A TEIbHOCTh

B) y4ér u oTuéTHOCTH, (PuHAHCHpOBaHUE

7. Homenknarypa nen npencrasisieT coboil:

A) Crircok 3arojioBKOB (HAUMEHOBAHMIN) J1eJ1, 3aBOAMMBIX Ha TMIPEANPUITHH C YKa3aHUEM
UX CPOKOB XpaHEHHUS

b) NapanTuitHbie MUChMa OpraHU3alUN

B) I'pu¢ yrBepxaeHus pyKOBOIUTENS OpraHU3aluu

I') Cpoku xpaHeHus TOKyMEHTOB

8. biank mokymeHTa — 310:



A) HecTaHJApTHBIN JTUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOUTCS TOCTOSTHHASI MHPOpMAIIHS

JIOKYMEHTa M €CTh MECTO Il IEPEMEHHOI UH opmManun

b) crannaptHblil 1ucT Oymaru, Ha KOTOPOM BOCIPOM3BOAMUTCA MOCTOSIHHAS MHGOpMAaIus

JIOKYMEHTa M €CTh MECTO Il IEPEMEHHOM UH opManun

MM;

B) npyroe

0. bnanku umerot nonst (cornmacao 'OCT P 6.30-2003):

A) neBoe — 20 MM; npaBoe U HUXKHee — He MeHee 10 mm; BepxHee — He MeHee 20 MM;

b) neBoe — 10 Mmm; mpaBoe u HIKHEe — HE MeHee 20 MM; BepxHee — He MeHee 10 mMv;

B) neBoe — 20 mm; npaBoe He Menee 10, HuxxHee — He meHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00s13aTENbHBIN AJIIEMEHT:
A) npucymuii onpeaenaeHHOMY BUAY JOKYMEHTA;
b) npucymuii TonpKO OpraHU3alMOHHON JOKYMEHTAIIHH;
B) npucymuii ToIpKO IMChbMaM;

11.  ®opmynap-obpaszer — 310:

A) COBOKYITHOCTh HE PEKBU3HTOB, a MOAMHUCEH

B) COBOKYITHOCTB PACIIOJIOKCHHBIX B OHpGI[CHCHHOﬁ nocJaCa0BaTCIIbHOCTU PCKBHU3UTOB,
MPHUCYIIUX BCEM BUAAM IOKYMEHTOB;

B) HoMeHkiatypa ien opraHuzauu

12. K pacniopsanTenbHbIM JOKYMEHTaM, U3/1JaBAE€MbIM B YCIOBHSIX €IMHOJIMYHOTO
MIPUHATHS PEIICHUS, OTHOCSATCS:

A) nenoBbie TUChMa

b) mpukassr

B) noxmannsie 3anucku

13. TpeOoBanwusl, MPEABABIAEMBIC K TOKYMEHTOOOOPOTY:

A). IpSIMOTOYHOCTh ABM)KEHUS JOKYMEHTOB (JOKYMEHT KpaT4yaillIMM IIyTEM MOMNagaeT K
WCIIOJIHUTEIIO, BO3BPATHBIE NEPEMEILIEHUS TOKYMEHTOB HCKIIIOUEHBI);

b) pacnpenenenre JOKyMEHTOB MEXAY PYKOBOJIUTEISIMU U CIIELUATIUCTAMU COTIIACHO MX
(YHKIIMOHATILHBIM 00S13aHHOCTSIM;

B) HEoOxoquMoe niepeMenieHue TOKyMEHTOB (1yOIMpoBaHKe, JIUITHUE HHCTAHIIUN 1
JeHCTBUS UCKIIIOUEHBI) U eIMHOO0pa3ue MapuipyTa JBUKEHHUS TOKYMEHTOB U TEXHUYECKUX
onepauuii ¢ HUMHU, OJHOKPATHOCTb Ka)XJ0M ONepaluu;

I') Bce BbIIIETIEpEUNCIICHHBIE

14. JIns kakoro Buja JOKyMeHTa pekBU3UT «HanmMeHoBaHWe BUa JOKYMEHTA» HE
YKa3bIBaeTCS:

A) BBIIMCKA U3 IPOTOKOJIA;
b) nenoas 3anmcka;

B) nucemo;

I') oTuér.

15. I'ne xpaHsTes nena 1o MCTEYEHUH CPOKa TEKYILETro XpaHEHUS:
A) B apxuBe;
b) y pykoBoauTens opraHusaluy;
B) y cekperaps pykoBOIUTEINS OpraHU3aIUy;



I') nonnexxar aHHYIMPOBAHUIO.

5.3 Memoouueckue mamepuaivl, onpeoeisuue npoyueoypol OUeHUSAHU SHAHUN, YMEHUU,
HABLIKOS8 U (UaU) onvima 0esmeabHoCmu

Bce 3amanus, ucnonb3yemble U TEKYIIEro KOHTPOJS (OPMHPOBAHUS KOMIIETEHIIMA
YCIIOBHO MOXKHO Pa3[E€IUTh Ha JABE IPYIIIIbIL:
1. 3aJjaHMsI, KOTOPBIE B CHIIy CBOUX OCOOCHHOCTEW MOTYT OBITh PEaTM30BaHbI TOJIBKO B

nporecce OOy4YeHHS Ha 3aHATHAX (HAmpuMep, CUTYallMOHHBIC 3aTaHUs, JUCKYCCHS M MHHHU-
KoH(pepeHnus B hopme BeOHHapa);

2. 3aJlaHusl, KOTOPBIC JOIOJHSIOT TEOPETHYSCKHUE BOMPOCHI (ITPAKTHUYCCKHE 3aaHMUS,
3aJIaHusl 17151 CAMOCTOSTEIbHON pabOThI, TECTHI).

BreimonHeHue Bcex 3aJaHUi SIBISETCS HEOOXOMUMBIM Jisi (OPMHUPOBAHUS U KOHTPOJIIS
3HaHWI, yMEHUH 1 HaBBIKOM. [l03TOMY, B ClTydae HEBBITTOTHEHUS 3aJ]aHUH B ITporiecce 00ydeHUs, UX
HEOOXO0IUMO «OTpaboTaThy 10 3a4era (3k3aMeHa). Buj 3amanuii, KOTopbie HEOOXOIUMO BBITIOTHUTH
JUTSL TUKBUJIALUY «3aJI0JKEHHOCTHY» ONpPEeNsieTcsl B UHAUBUYaTbHOM MOPSAIKE, C YIETOM MPUYUH
HEBBITIOJIHCHHUS.

1. TpeGoBaHue K pelIeHUI0 CHTYAllHOHHOH, NPo0JeMHOH 3amxaum (Kelc-

U3MEepPUTeIN)

CTyI[GHT AOJDKCH YMCTH BBIACIIUTL OCHOBHBIC ITOJIOKCHHUA M3 TCKCTA 3ada4u, KOTOPBIC
TpeOyIOT aHallu3a U CIyXaT yCJIOBUSAMHU pemieHus. Mcxoas u3 mocraBieHHOro Bompoca B 3ajaue,
MOMBITATECA MAKCUMAJIBHO TOYHO ONPCACIUTD HpO6J’ICMy 1 COOTBCTCTBCHHO PCIIUTL €C.

3amaun JOJHKHBI peniatbes CTyAeHTaMHM NMuchbMeHHo. Ilpu pemeHuu 3amad Takke BajkKHO
MPaBUJIBHO CPOPMYIUPOBATH U 3aMUCATh BOIIPOCHI, HAUMHasl ¢ OoJiee OOIMX 1, KOHYasi YaCTHBIMHU.

Kpumepuu oyenusanusi — OLlEHKAa yUYUTBIBAET METOJBl U CPEACTBA, MCIOJIb30BaHHBIE IIPU
pelIeHUN CUTYaIIMOHHON, TPOOIEMHOM 3aauH.

O1eHKa «8binoHeHo» CTaBUTCS B Cllydae, ecii OOydaromMHCs MOKa3al MOJIO0KHUTEIbHbIE
pe3ynbTaThl B MpOLECCe PEIIeHUs 3aJauyd, a UMEHHO, KOrJa OOy4arolIUiicsl B LEJIOM BBIMOIHUII
3agaHue (pelmi 3a7ady), UCIONb3ysl B MOJHOM OOBbEMe TEOPETHUECKUE 3HAHHS M MPAKTHUECKUE
HaBBIKY, MOJTY4YEHHbIE B MpoIiecce 00ydeHus.

O1eHKa «He 8bInoIHeH0» CTaBUTCS, €ClIi 00YJarOIIUIACs HE BBIITOJIHUII BCE TPeOOBAHHUS.

2. TecrmpoBanue

SBnsieTcs cpeicTBOM KOHTPOJIS 3HAHUN, 00yUJaIONTUXCS [0 TUCIUTUTHHE.

Kpumepuu oyenusanus — npaBIbHBIA OTBET HA BOIIPOC

OueHka «omauyH0y CTaBUTCA B cllydae, eCciau NpaBuiibHO BbinoaHeHO 90-100% 3ananuit

OueHka «xopouio» CTaBUTCS, €CIIU MTPABWIBHO BINMOJIHEHO 70-89% 3amanuit

OueHka «yoosremseopumenbHoy CTaBUTCS B Cy4yae, €CIM NPaBUIbHO BBIMOIHEHO 50-69%
3aJaHui

Ouenka «HeyOosremeopumenvbHoy CTaBUTCS, €CIU TPABWIBHO BHIMOTHEHO MeHee 50%
3aJaHuH.

6. Ilepeuenv ocHOGHOU u OONOIHUMENLHOU Y4eOHOU Jaumepamypuvl, HeoOX00UMOU 0.1
0ceoenHus OUCUUnIUHBL (M00Y1:)

6.1 OcHnosHnas yuebnas rumepamypa



7.

Al

1.

Kysnenona, 1. B. JlokyMeHTUpOBaHUE YIPaBICHUYECKON NEATEIBHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHOe mocobme s OakamaBpoB / M. B. Ky3nenosa, I'. A. XauarpsH. —
Mocksa, Caparos : [lamkos u K, Aii [Iu 9p Menua, 2017. — 240 ¢. — ISBN 978-5-394-
02780-2. — TekcT : 21meKTpoHHEIH // DnexkTpoHHo-0nbmuoreynas cucrema IPR BOOKS
: [caiit]. — URL: http://www.iprbookshop.ru/59274.html

Adontomkuna, O. W. JIoOKyMEHTHpOBaHWE YIPABICHYECKOW  JIEATEIHHOCTHU
[DnexTponHsbIi pecypce]: yuedHoe mocodue / O. Y. AdonromkuHa ; moa penakuueit B. 1.
IIycroBas. — benropoa : benropoackuii rocyAapCTBEHHBIM TEXHOJIOTHYECKUN
yauBepcuteT uM. B.I'. Illyxosa, 9bC ACB, 2017. — 111 c. — ISBN 2227-8397. —
TexcT : a1eKTpoHHBI // DneKkTpoHHO-0nbmnoTeuHas cuctema [PR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/80510.html

CumonsH, P. 5. JlokymeHTaIOHHOE 00€CIIeYeHIe CUCTEMBI YIIPABICHHSI OpraHu3anuei
[DnexTponHbIit pecypc]: yueoHoe mocobue / P. SI. Cumonsn. — CapatoB : At [Iu Op
Memua, 2018. — 180 ¢. — ISBN 978-5-4486-0167-5. — TeKcT : 3JIEKTPOHHBIN //
OnektpoHHO-Oubmoreunas cucrema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvuas yuebHas aumepamypa.

1.

Ky3nemora, WM. B. JlokymeHTanmoHHOEe oOOeCmeYeHUE YNPaBICHUS TEPCOHATIOM
[DnekTpoHHbIH pecypc]: yueOHOe mocobue mius OakamaBpoB / M. B. Ky3nenosa, I'. A.
XauvarpsaH. — 2-e u3g. — M. : JlamkoB u K, Ait [Tu Op Menua, 2019. — 220 ¢. — ISBN
978-5-394-03124-3. — TeKCT : AJIEKTPOHHBIN // DIEKTPOHHO-OMOIMOTEUHAsT cHCcTEMa
IPR BOOKS : [catit]. — URL: http://www.iprbookshop.ru/83142.html

Caraesa, [[. M. Cucrema MEHE)KMEHTa KAadyecTBa: YIPABICHUE JOKYMEHTHPOBAHHOU
uHpopmanueit [IneKTpoHHBIH pecypc]: yaeOHnoe nocodue / [I. M. CataeBa. — CaparoB
: By3zoBckoe oOpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — Tekcr :
ANEKTPOHHBIN // DnekTpoHHO-OnOMHoTeyHast cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouueckue uzoanus

1. TocymapctBenHas ciyx6a u kaapsl. [ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

2. IlpoGnemsr ynpasieHus. ISSN: 1819-3161. http://www.iprbookshop.ru/8533.html

3. DKOHOMHMKA U MEHEIKMEHT cUcTeM ynpasieHus. ISSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

4. Bomnpocs! HOBOM skoHOMUKH. ISSN: 1994-0556.
http:// www.iprbookshop.ru/34078.html

Ilepeuenv pecypcoeé ungopmayuonno-menexommynukayuonnou cemu '"Humepnem''
(0anee - cemov "Hnmepnuem'), neodxooumuix 011 0ce0eHus Oucyuniunvl (Mooy/s)

denepanbHOE apXUBHOE areHTCTBO http://archives.ru/

CaiiT o kazipoBOMY J1eI0Npon3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHno-npaBoBas cuctema «Koncynprant [Tmoc» www.consultant.ru
HNndpopmannonno-npaBoBoii nopran «I"apant» http://www.garant.ru
DneKTpoHHbIE O(pUCHBIC cucTeMBI http://www.eos.ru




8.  Memoouueckue ykazanus 011 00y4arOuuxca no 0C0EHUI0 OUCUUNIUHBL (MOOY/1:1)

YcnemHoe 0CBOEHUE AAHHOTO Kypca 0asupyercsi Ha palMiOHAIbHOM COYETaHMHM HECKOJIBbKUX
BUJIOB YUeOHOW JEATEIbHOCTU — JIGKLIIUH, CEMHHAPCKUX 3aHATHIA, CaMOCTOSATENbHON paboTsl. [Ipu
9TOM CaMOCTOSITEIbHYIO paboTy clelyeT paccMaTpuBaTh OJHMM M3 TIJIaBHBIX 3BCHBEB
MOJTHOIIEHHOTO BBICHIET0 O0pa3oBaHMsI, Ha KOTOPYIO OTBOJUTCS 3HAUMTENbHAs 4acTh y4eOHOTO
BPEMCHH.

Bce Buasl 3aHATHIl TpoBOAATCS B (opMe OHIAWH-BEOMHApOB C HCIOJIb30BaHUEM

COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTHIA (HaJTUYHE Mpe3eHTAIuu U hopyma It OOCYKICHUS ).

B mpouecce u3ydyeHHMs IUCLUUIUIMHBI CTYAEHTBHI BBINOJHSIOT IPAaKTUYECKUE 3aJaHUs U

IIPOMEXKYTOUYHBIE TeCThl. KOHCYIBTUPOBAaHUE 10 U3y4a€MbIM TEMaM IIPOBOAMUTCS B OHJIAWH-PEKUME

BO BpeMsl TPOBEICHUS BEOMHAPOB U Ha (OopyMe JIsl KOHCYIIbTAIUH.

CamocrosTenbHas paboTa CTyI€HTOB CKJIaIbIBAETCS U3 CIEAYIOIUX COCTABIISIFOIINX:

- paboTa c OCHOBHOH U JONOJHUTEIBHOM JINTEPATYPOH, C MaTepHaIaMyi UHTEPHETa M KOHCTIEKTaMH
JICKITUH;

- BHEayAWTOpHAas MOJArOTOBKA K KOHTPOJBHBIM paboTaM, BBIIIOJHEHHE IOKJIANOB, pedeparoB u
KYPCOBBIX paboT;

- BBINIOJIHEHHE CAaMOCTOSITENIbHBIX MPAKTHUECKUX PadoT;

- TOATOTOBKA K 9K3aMeHaM (3aueTaM) HEeMOCPEICTBEHHO Nepe]] HUMHU.

Jist mpaBUIIbHON OpraHu3anuu paboThl HEOOXOAMMO YUUTHIBATH MOPSAOK U3YUSHHS Pa3IeIoB
Kypca, HaXOJAIIMUXCS B CTPOrOM JIOTMYECKOM mocieaoBaTeabHOCTH. [loaTOMY XOpoliee ycBoeHue
OJIHOM 4YacTH IUCUUIUIMHBI SBJISETCS NPEANOCBUIKONW MJIs YCIIEIIHOrO Iepexoja K CIEAYOLIEH.
3aganus, NpoOJIEMHBbIE BOIPOCHI, IPEAIOKEHHbIE 1JI U3YYE€HUS! TUCLUIUIMHBI, B TOM YUCIIE U JUIS
CaMOCTOSITEJIFHOTO BBIIOJHEHUS, HOCAT MEXIUCIHUILUTMHAPHBINA XapakTep U 0a3upyroTcs, MPexIe
BCEro, Ha NMPUYHMHHO-CIEACTBEHHBIX CBA3SX MEXIYy KOMIIOHEHTaMHM OKpYXKalolero Hac mupa. B
TEYEHUE CEMEeCTpa, HEOOXOOUMO MOATrOTOBUTH pedepaThl (MPOEKTH) € HUCMHOIb30BAHUEM
PEKOMEHAYyeMOl OCHOBHOW M JIOMOJHUTEIBHOW JUTEpaTypbl U cAaTh pedepaTsl Ui MPOBEPKU
npenogaBaTeno. BaXHBIM COCTaBIAIOLMM B M3YyYEHUMM JAHHOIO Kypca SBISETCS pELICHHE
CUTYallMOHHBIX 3aJa4 M padoTa HaJ MpoOJIEeMHO-aHAINTHUYECKUMH 3alaHUsIMU, YTO MpeIosaraer
3HaHUE COOTBETCTBYIOIECH HAYYHOU TEPMUHOJIOTUU U T.J.

JUis nydiiero 3alOMUHAHMSA MaTepuaga LellecooOpa3HO HCIONIb30BaTh WHAMBHUIYalIbHbIE
0COOEHHOCTH W pa3Hble BUIBI MaMSATH: 3PUTEIbHYIO, CIYXOBYIO, aCCOLMATUBHYIO. YCIEUIHOMY
3alIOMUHAHHUIO TAKXKE CIOCOOCTBYET NMPUBEAEHUE SIPKUX CBUJETEIBCTB M HAIVIAAHBIX IPUMEPOB.
Y4eOHbII MaTepua JOIKEH MOCTOSHHO OBTOPATHCS U 3aKPETUIATHCS.

[Tpy BBINOJIHEHUHU JOKJIAI0B, TBOPUECKUX, HH(OOPMAIIMOHHBIX, HUCCIEOBATEIBCKUX IPOEKTOB
ocoboe BHUMaHUE clieAyeT 00paliaTh Ha MoA00p HCTOYHUKOB HH(OPMAIIMU U METOAUKY PabOThI C
HUMU.

Jnis ycnenHo caun 9K3aMeHa (3aueTa) peKOMEeHIyeTcsl COOII0AaTh CleAYIONINe IpaBuia:

1. IlogroroBka K sK3aMeHy (3a4eTy) JOJIKHA MPOBOJAUTHCA CUCTEMATUYECKH, B TEUEHHE BCETO
ceMecTpa.

2. VlHTeHCcuBHAs MOArOTOBKA JNOJKHA HAYATHCS HE MO3/IHEE, YEM 3a MECHI] 10 DK3aMeHa.

3. Bpems HemocpeACTBEHHO Mepes IK3aMEHOM (3a4eToM) Jydllle UCIOIB30BaTh TaKUM 00pa3om,
YTOOBl OCTaBUTh IOCIECIHUI JE€Hb CBOOOAHBIM JUIsI IIOBTOPEHHs Kypca B LEJIOM, MAJs
cUCTEeMaTH3allluy MaTepHaja u J0pabOTKU OTJEIbHBIX BOIPOCOB.

Ha sk3amMeHe BBICOKYIO OLICHKY IOJIyYarOT CTYIEHTBI, HCIIONb3YIOIINE NaHHBIC, IIOJy4YCHHBIE B
IpoIiecce BHIMOJIHEHUS CAMOCTOSTENIBHBIX Pa0OT, a TAK)Ke UCIOJIB3YIOIME COOCTBEHHBIEC BBIBO/IBI HA
OCHOBE U3YYEHHOI'0 MaTepHaa.

YuuTheiBass 3HAYUTENBHBIM 00BEM TEOPETUUYECKOrO Marepuana, CTYAEHTaM pPEKOMEHAyeTcs
peryJsipHoOe MOCeLIeHHE U MOAPOOHOE KOHCIIEKTUPOBAHUE JIEKLIUH.



9. Ilepeuenv uHGOPMAUUOHHBIX MEXHONI02UI, UCHOIBL3YEMBIX NPU  OCYULECMEIEHUU
obpazoeamenvHo20 npoyecca no OucyunIuHe (MoOynio), 6KI0UaAs nepeuend nPOPaAmMMHO20
obecneyenusn u UHGOPMAYUOHHBIX CHPABOUHBIX CUCHEM (npu HeoOX00umocmu)

1. TepMuHaIBHBIN CcepBEp, MPEAOCTABISAIONINN K HEMY TOCTYI KIIHMEHTaM Ha 0a3e
Windows Server 2016

2. CewmetictBo OC Microsoft Windows

3. Libre Office cBo6oaHO pacnpocTpaHsieMblii O(UCHBII MaKeT ¢ OTKPHITHIM HCXOIHBIM
KOZOM

4. NudopmannoHHO-CcripaBoYHAS cucrema: Cucrema KoncynpranTllntoc
(MadopmarimoHHBIA KOMILIEKC)

5. MudopmarmmonHo-npaBoBoe obecrieuenue [apaHt: DJIEKTPOHHBIM NEPUOTUYECKUI
crpaBouHHK «Cucrema TAPAHT» (OIIC «Cuctema TAPAHT»)

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunensust mponpueTapHas CBoOOHO-pacpocTpaHsieMas.

8. DnexkTpoHHas cuctema auctanioHHoro ooyuenuss AHOBO «MockoBckmii
MEXIYHAPOAHBIA YHUBEPCUTET». https://elearn.interun.ru/login/index.php

10. Onucanue mamepuanpbHO-mMmexXHUYECKOU 0a3vl, HEOOXO0UMOU ON1A OCYUWLeCMeEleHUs
00pazoeamenbH020 npoyecca no oucyuniune (Mooynio)

1.  KOMIBIOTEpHI MEPCOHAIBHBIE JISI MPENOoAaBaTeIeh ¢ BBIXOJOM B ceTh MHTepHeT;
2.  HaylIHUKY;

3.  BeOkamepsl;

4.  KOJIOHKH;

5. MHKpPO(OHBHI.

11. Oopazoeamenvhvle mexHo102UU, UCROIb3YEMbIE NPU 0CEOCHUU OUCUUNIUHDBL

Jlnsi OCBOEHMSI AMCUUIUIMHBI MCIONB3YIOTCSA: TPAJAULMOHHBIE (POPMBI 3aHATHIA — JEKIUH
(THMBI JEKIUH — YCTaHOBOYHAS, BBOJHAS, TEKYIIas, 3aKITIOYUTENbHAs!, 0030pHAast; BUIBI JIEKIUI —
npoOieMHasi, BHU3yalbHas, JEKIHUs KOH(PEpEeHIMs, JEKIUs KOHCYIbTAlUs); M CEMHHAPCKHUE
(TpakTUYECKHE) 3aHATHA B MHTCPAKTHBHBIC (DOPMBI 3aHATHH - PEIICHHE CUTYAllMOHHBIX 337134 W
pa3d0p KOHKPETHBIX CUTYallMid, CAMOCTOSATENIbHAS padOTa CTYACHTOB C YY€OHBIMH MaTepUaTaMHu,
IPE/ICTaBICHHBIMH B YJIEKTPOHHON CHCTEME 00ydeHHS.

Ha yd4eOHBIX 3aHATHAX HCIOJIB3YIOTCS TEXHMYECKHE CPEICTBA OOYYEHHUS: KOMIIBIOTEp
HOAKJIIOYEHHBIN K ceTn MHTepHeT u mporpamMmMoii Opay3epoM il BBIXOJa B MHTEPHET, MOHHUTOP,
KOJIOHKH, MHUKpo(oH, BeO kamepa, maker mnporpamm Microsoft Office nmnst nemoncTpanuu
npe3eHTanuii 1 Meanadaiaos, MakeT MPOrpaMM JUIss IPOBEACHNS BeOMHAPOB B OH-TAliH PEKUME.
TectupoBanne 00y4aeMbIX MOXKET OCYIIECTBIATHCS C HCIOJNb30BaHUEM HJIEKTPOHHON CHUCTEMBI
JMCTAaHIIMOHHOTO 00y4YeHNs, YCTAaHOBJICHHOH Ha 000py/10BaHIH YHUBEPCHUTETA.

11.1. B ocBoOeHUM Yy4eOHOH NMCHUIIMHBI MCIOJb3YIOTCS CleAyHIIHMe TPAIUIUOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJOTUM:

- YTeHHe MPOoOIEMHO-MHPOPMAIIMOHHBIX JICKITUH C HCTIOJIb30BaHUEM NIPE3EHTAIIUN 1
TPaHCIISINUEN BBICTYIICHUS JIEKTOPA;

- CEMHHAPCKUE 3aHIATHS I 00CYKICHUS, NUCKYCCUH 1 0OMEHa MHCHHUSIMU C
UCIIOJIb30BAaHUEM IJIEKTPOHHBIX CUCTEM KOMMYHUKAIUI( (POPYMBI, 4aThl);

- KOHCyabTanuu (Hopymsl);

- CaMOCTOATENbHAs paboTa CTYICHTOB C YUeOHOH TUTepaTypoil U MEPBOMCTOUHUKAMH;



- MOJTOTOBKA M 00CykIeHne pedepaToB (MPOEKTOB), MPe3eHTAIUN (HAy9IHO-
UCCIIeIoBaTeNbCKas paboTa);
- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JHUCIIUTUINHBL.

11.2. AKTUBHbIE U HHTEPAKTUBHBIE MeTOAbI U GOpPMBbI 00yUeHH ST

W3 mepeunst BUAOB: («mo32060t wmypmy, anarus HITA, ananus npobremuvlx cumyayuil,
AHAIU3 KOHKPEMHbIX CUMYayutl, UHYUOEHMbl, UMUMAYUS KOJIIEKMUBHOU NPOhecCUuoHaIbHOl
0esamenbHOCmu, pazviepbléanue poel, meopueckds paboma, C6A3AHHASA ¢ 0CB0EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeuvili cmoni, Oucnym, becedda, OUCKYccus, MUHU-KOH(pepenyus u op.)
UCTIOJIB3YIOTCS CIEAYIOIINE:

- oucnym

- AQHAU3 NPOOIEMHBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa,

- Kpyeawlii cmoi;

- MUHU-KOH@hepeHyus

-oucKyccus

- beceoa.

11.3. Oco0enHoCcTH 00y4YeHHSI MHBAJIU/IOB M JIMI C OTPAHMYEHHBIMHA BO3MOKHOCTSIMH
3nopoBbs (OB3)

[Ipu opranuzanuu oOydeHUs MO JUCIUILUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aMMOJICHCTBHS C MHBAIHMJIAMH M JIMIIAMH C OTPaHMYCHHBIMH BO3MOKHOCTSMU 3/10pOBbS (J1anee —
uHBanuabl 1 auna ¢ OB3) ¢ uenbio obecniedyeHus ux mnpas, pa3padbaTbIBAlOTCS Al THPOBAHHBIE JIJIS
UHBAJIUAOB MPOTPaMMbI TOATOTOBKHM C YYETOM pAa3JIMYHbIX HO30JOTMHA, BUABI U (HOPMBI
COTIPOBOXKACHHS 00YUEHHUS, UCTIOIB3YIOTCS ClielhalbHble TEXHUUYECKHE U MPOTrpaMMHbBIE CPEACTBA
00y4yeHHsI, TUCTaHLIMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH, 0OeceunBaeTcs be30apbepHas cpeaa u
nmpoyee.

Beibop MeronoB  oOyueHUs ompeAernsercs  CoJepKaHWeM OOy4eHHUs, YpOBHEM
METOJUYECKOT0 W MaTepHallbHO- TEXHUYECKOTOo O0OecreyeHusl, OCOOCHHOCTSMHU BOCIPHUSATHS
yueOHOl MH(}OpMaAIK CTYJECHTOB-UHBAJIUIOB U CTYJICHTOB C OTPAaHMYCHHBIMH BO3MOKHOCTSMHU
3M0pOoBbs W T.0. B oOpa3oBaTenbHOM TMpolecC€ HCHONB3YIOTCS COLMANbHO-aKTUBHBIE U
peduiekcuBHBIE METOABI OOYYEHHUS, TEXHOJIOTUH COLMOKYJIBTYPHOH peabuiuTaiuu ¢ IeNbIo
OKa3aHHs TIOMOIIM B YCTAHOBJICHWU IOJHOLIEHHBIX MEXJIUYHOCTHBIX OTHOLIECHUH C JpyruMu
CTYACHTaMH, CO3/IaHUH KOM(POPTHOTO IICUXOJIOTMYECKOTr0 KIIMMaTa B CTYACHUECKOU IpyTIie.

[Tpu 0OydeHuu 11l ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/10POBbS JJIEKTPOHHOE 00YUEeHHE U
JTUCTAaHIIMOHHBIE 00pa3oBaTelIbHBIE TEXHOJOTMU MPEIyCMATPUBAIOT BO3MOXKHOCTH IpHEMa-
nepenaun nHGopManuy B AOCTYMHBIX JUIsl HUX (opMax.

OOyuaronuecss U3 4ucia JIML ¢ OrPAaHUYCHHBIMH BO3MOXHOCTSIMU 37I0POBBSI 00€CIICUEHBI
NEYAaTHBIMU U 3JIEKTPOHHBIMU 00pa30BaTeIbHBIMU pecypcamMu B (opmax, aJanTUPOBAHHBIX K
OTpaHUYEHUSIM UX 3/10POBBS.
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