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1. Ilepeuenv nnanupyemvix pe3yromamoe oOyuenus no oucyuniaune (Mooyiio),
COOMHECEHHBIX C NIAHUPYEMBIMU PE3YIbMAMAMU 0CE0EHUA 00PA306aMENbHOU NPOZPAMMBL
Komnerenuus [1nanupyemble pe3yabTaThl 00yUeHHs M0 AUCHUILINHE
[IK-10 3HaTh:
CIOCOOHOCTBIO - HOpMaTuBHYI0  0azy  JOKYMEHTHPOBAaHHUS  YyINpaBICHUECKOMN
MCIIONIb30BATh IS JESITeIIbHOCTH,
pelieHus - METOAMKY JIOKyMEHTaJbHOro  o(opmiieHHS  OpraHU3alMOHHO-
KOMMYHHKATHBHBIX | PACHIOPSAMTEIBHBIX JIOKYMEHTOB C IOMOIIBI0  HH(POPMAIIMOHHBIX
3aJla4 COBPEMEHHBIE | TEXHOJIOTHUil
TEXHUYECKHE YMmern:
CpeacTBa 1 - UCIIOJIb30BATH IS PEIICHUS KOMMYHUKATUBHBIX 33/1a4 TEXHUYECKHE
MH(POPMALIMOHHBIE CpEJICTBA,
TEXHOJIOTHH Baanern:
- HaBBIKAMHU  JIOKyMEHTaJbHOTO  OQGOPMIICHHS  OpraHW3aIl[OHHO-
paclopsiAUTENbHBIX ~ JOKYMEHTOB C IOMOIIbIO  HMH(DOPMALIMOHHBIX
TEXHOJIOT U,
- HaBBIKAMH JEJIOBOr0 OOIICHHS C TMOMOIIbIO TEXHUYECKUX CPEICTB U
WHGOPMAIMOHHBIX TEXHOJIOTHMA

2. Mecmo oucyunaunst (M00yns) 6 cmpyKkmype 00pa3zo8amenbHoll nPpozPammol

JlucuuiuinHa OTHOCHUTCS K JUCHUIUIMHAM IO BHIOOPY BapHaTHBHOHM 4acTH y4eOHOTO IJIaHa
OIIOIL.
JucuuiinHa HaxXOOUTCS B JIOTMYECKOW B3aMMOCBS3M C TAaKUMHU JAUCHUIUIMHAMM, Kak:

«OKOHOMHUKA oOpraHuzanuu (npeanpustus)», «MapkeTuHr», «YIpaBiIeHHE YeI0BEYECKUMHU
pecypcamu», «MeHemKkMeHT», «byxrantepckuil y4er W aHanu3», «OKOHOMMYECKas
0€301acHOCTbY.

N3yyenne nUCHUIUIMHBI TMO3BOJIUT OOYYarOIIMMCS pEaln30BbIBAaTh IMpodeccroHalbHbIE
KOMIIETEHIIMH B IPO(PECCUOHATBHOMN 1€ TETbHOCTH.

B dacTHOCTH, BBINYCKHHMK, OCBOMBIIMM IIporpaMMy OakanaBpuaTa, B COOTBETCTBUU C
OpPraHU3allMOHHO-YIIPABJICHUYECKUM BHJIOM  JESTEIbHOCTH, JAOJDKEH OBITh TOTOB peIIaTh
CIIeAyIONIHE PO eCcCHOHANBHBIC 3aJauu:

- ydactue B pa3pabOTKe BapUaHTOB YNpPaBJIEHUYECKUX pEIIeHUI, 000CHOBaHUM MX BblOOpa
Ha OCHOBE KPHUTEPHEB COLMAIBHO-I)KOHOMHUYECKOW d3(PPEKTUBHOCTH € YYETOM pHUCKOB U
BO3MOKHBIX COLIMAIbHO-DKOHOMMYECKHUX MOCIIEICTBUI IPUHUMAEMBIX PELICHUI;

-OpraHu3alys BBIIOJHEHUS OPYUYEHHOI'O ATana paboThl;

-OIepaTHUBHOE YIIPABJIECHHE MaJbIMH KOJUIEKTUBAMH M IpyNNaMH, cOPMUPOBAHHBIMU IS
pean3alnuy KOHKPETHOIO SKOHOMHYECKOT0 TIPOEKTa;

-y4acTHE B IOATOTOBKE M MPUHATUHU PEIICHUI MO BONPOCAM OPraHU3ALMH YIPABJICHUS U
COBEPILICHCTBOBAHMS JICSITEIBHOCTH AKOHOMHYECKHX CIY>KO W TOJApa3/ieiCHUN TNpEeArpusITHi

pasnmuyHbIX  (opM  COOCTBEHHOCTH, OpraHU3alMi, BEAOMCTB C Y4Y€TOM TIPaBOBBIX,
aJIMHHUACTPATUBHBIX U APYTUX OTPaHUICHUN.
3. Ob6vem oucyuniunvt
Buowt yueonoit pabomot Dopmut
00yuenus
3aounasn
OO0mas TPyA0€MKOCTh: 3aUETHBIC ¢IMHHIIBI/YaChl 3/108
KonTakTHasi padora:
| 3aHATHS JICKIIMOHHOTO THUTIA 2




3aHsATUSI CEMHUHAPCKOI0 TUIIA

\9}

[IpomexxyTounast —arrectamus: 3adeT / 3a4eT C 4
OIIeHKOI / DK3aMeH /
CamocrositesibHasi padora (CPC) 100

4. Cooepiricanue OucyuniuHvl (MOOynA), CMPYKMypupoeannoe no memam / pazoenam c
YKa3anuem Omee0eHHO020 HA HUX KOAUYeCHEd AKAOeMUYECKUX 4acoé U 6U008 YHeOHbIX
3anaAmuil

4.1.

4.1.1. 3aounas Gpopma oOyueHHs

PacnpeneneHI/Ie 4acCoB II0 pa3z[enaM/TeMaM U BUAaAM pa6OTLI

Ne i/

Buabl yueOHoii pa6oTsl (B yacax)

Pa3nen/rema

KonrakTHas pabora

3auaTus

THIIA

JICKIIHOHHOI'0

3aHATHSI CEMMHAPCKOI0 TUIIA

Jlexyuu

Unvie Ilpaxmu | Cemuna

yuebHvle| ueckue pbl
3AHAMUS| 3AHAMUSL

Jlabopa
mopHvie
pabomwi

Huvle

Camoct
0sITeJILH
ast
padora

TeopeTnueckue
OCHOBBI
JIOKYMEHTUPOBaHUS.
[onsiTHe 1
JIOKYMEHTUPOBaHUS
YIIPABJICHUYECKOU
JIeSITEJIbHOCTH.

3aKoHOAATEILHOE
peryiaupoBaHue
I[OKyMeHTI/IPOBaHI/IH.
ITonsTue I'OCT,
OCHOBHAas
HOpMAaTHUBHAs
JIOKyYMEHTAaLUs.
[Ipumenenne ['OCT
JUIA COCTaBJICHUS
YIIPaBICHUYCCKUX
JTOKYMEHTOB.

12

ITouarue cucTeMnl
OP/ -
OpraHU3aIMOHHO-
IIPaBOBOM
JIOKyMEHTAITUH.
[opsinok odopmienus
YIIPaBICHUYCCKUX
JIOKYMEHTOB.

14

[lonsitne CHUCTEMBI
pacnopsaIuTEIbHON
JIOKYMEHTAIUH.

14




[opsimox opopmieHus
yTIPaBICHYECKUX
JTIOKYMEHTOB.

[Tonsitue
UH(POPMALIMOHHO-
CIpaBOYHast
JOKYMEHTAIHSL.
[IpaBuna cocraBieHus.

CrpykTypa KaapoBoOi
nH()OPMAITMOHHO-
JIOKYMEHTAallMOHHOM
CUCTEMBI. [opsmox
odopmIteHUs
KaJIpOBBIX
JIOKYMEHTOB.

12

[TonsaTue
JOKYMEHTO000pOTAa.
OcHOBHBIE  TpaBUIIA
OpraHu3aIu paboTHI C
JOKYMEHTaMH.
dopmMmupoBaHue
XpaHEeHHUs

JIOKYMEHTOB.
Howmenknarypa nged.

12

Cucremsl
aBTOMaTH3aluU
JIOKYMEHTUPOBaHUS
YIIPABJICHUYECKOU
JIeSITEJIbHOCTH.

10

IIpomexyrounas
aTTecTanus

Hroro

108

4.2.

[IporpaMMa AMCHMILINHBI, CTPYKTYpUpPOBaHHAs IO TeMaM / pasjienam

4.2.1. CoaepxaHue JEKIMOHHOTO Kypca

Ne i/

HaumeHoBaHue TeMbI
(pa3nesia) IMCUUNIMHBI

Conepmaﬂue JICKHUOHHOI'O 3aHATHUSA

Teopetnueckue OCHOBBI

JIOKYMEHTUPOBAHUS.
[TonsaTue
JIOKYMEHTUPOBaHUs
YIIPaBJICHYECKOU
JIESATEIIBHOCTH.

OcHOBHBIE TIOHATHA ¥ (DYHKIMH JTOKYMEHTHPOBAHMS.
CyIIHOCTP M OCHOBHBIE 3a/laud JIOKYMEHTHPOBaHUS
yIpaBlIeHYeCKOl  nestenpbHOCTH. KpaTtkuit  0030p
UCTOPUU JIOKYMEHTOBEAECHUS U JIeJIONPOU3BOJICTBA.
CoBpeMeHHOE  TOCYHAapCTBEHHOE  PETYJIMPOBAHUE
JOKYMEHTalMOHHOTO obecnieueHus ynpasieHue (JIOVY).
[Tonstne maPOpMaIK 1 HHYOPMAITMOHHBIX PECYPCOB.
[Tonsatne ymnpapieHdeckoi aesTenbHOCTH. OOBEKT U
cyObekT ympapienus. [lpsmas u oOpaTHas CBSI3b.
[Tpuniuner pabotsl ¢ aenoBoit uHdopmarnueir. T'OCT.
Hayunas opraHmzamusi ynpaBJICHUYECKOTO Tpyna Kak
(dakTop noBwIIeHUs YOPEKTUBHOCTH YIIPABICHHUS.




[Tonsitue cucremsr OPJ] -
OPraHU3alMOHHO-TIPABOBOM

OTYETHOH
CoctaB u

OcCHOBHBIE TIOHATHUA  JUPEKTUBHOW H
MHPOpPMALIMM B CUCTEME YIPaBICHHUS.

2. nokyMmeHTauuu.  Ilopsaok | Ha3HaueHue OpraHMU3alMOHHO-IIPABOBOM TOKYMEHTAIIUH.
odopmiIeHUS 3amau W (QYHKIMM  OPraHU3allMOHHO-IIPABOBBIX
YIPaBIEHYECKUX JOKYMEHTOB. YUpeauTelbHbIE JOKYMEHTBI. Y CTaB.
JIOKYMEHTOB. HoroBop. Ilonoxenne. WHcTpykumu. J{0JKHOCTHBIE

uHCTpyKUuu. CTpyKTypa W IUTaTHas YHUCIEHHOCTb.
[lItatHoe  pacnucanue. IlpaBuma  cocraBieHus,
odhopmiteHus 1okymMmeHToB. PekBusuthel. OCT.

4.2.2. CopepaHue MPAKTUYECKUX 3AHITHI

Ne n/ | HaumeHoBaHUe TeMbI Conep:kaHue NPaKTHYECKOT0 3aHATHUSA

1| (pa3aeJia) QM CHUNIMHBI
[Tonstue cuctemsl | CrucremMa pactopsiAUTEIHHON TOKYyMEHTALUU B CUCTEME
pacnopsAuTeIbHON ynpaBieHus. 3anaun U QyHKiur. OCHOBHBIE TpaBUIIA

1. JOKYMEHTAITHH. [Topsimok | coctaBneHus, 0pOpMIICHHS TOKYMEHTOB. PEKBU3HTEHI.
odopmiteHUs I'OCT. [Ilpuka3zel 1O OCHOBHOM J€ATEIHHOCTH.
yIpaBIeHIECKUX JIOKyMeHTHI, u3aBacMbie B YCIIOBUSIX
JIOKyMEHTOB. KOJUIETHAIBHOCTH (mocraHoBIIEHUS, pelieHus);

JIOKYMEHTBI, HM3JaBaeMble B YCJIOBHUAX €IUHOIUYHOTO
TIPUHSATHUS pereHni (mpuKassl, yKazaHus,
pactiopspkeHus).  OOOCOONEHHBIH ~ JTOKYMEHT — —
poToKoJI. Buel, ocobeHHOCTH 0hopMITeHUS.
[lonatue wuHbopmarmonHo- | Cucrema HH(POPMAILIMOHHO-CIIPABOYHOIN JOKYMEHTAIIUH
CIpaBOYHAsl JOKYMEHTalus. | B cUcTeMe yrpaBieHus. 3afgaud u ¢ynkuuu. [IpaBuna
2. [IpaBuia cocraBieHus. COCTaBJICHMUS, oopmienus JIOKYMEHTOB.
WHunmaTuBHBIE JOKYMEHTBI, JIOKJaJHbIE 3aIUCKH.
OOmbscHutenbHble  3anucku. AkTbl. Ilpemnoxkenue.
CrnpaBku  cimykeOHOro M JIMYHOTO  XapakTepa.
CnyxeOHble (Ie/IOBbIE) MNHUCbMA. XapaKTEPUCTUKH.
PasnoBugHoctu. OcobGeHHOCcTH OQOpMIIEHUS. DTUKET
nenoBoro o6menusa. CocraBieHHE JOKYMEHTOB C
npumenenueM ['OCT.
4.2.3 ConepxaHue caMOCTOSATENbHON pabOThI
Ne i/ HaumeHoBaHMe TeMbI Conep:kaHue caMmoOCTOSATEILHON PadoThI

(pa3aesa) IMCHUNJIMHBI

Teopernuecknue 0OCHOBBI
JOKYMCHTUPOBAHUA. ITonsarue
JOKYMEHTUPOBaHUS
YIIPABJICHYECKOU
JeSITeNbHOCTH.

OcHoBHbIE TOHATUA U QYHKIIMH JOKYMEHTHPOBAHHUSL.
CymHOCTh U OCHOBHBIE 33Ja4d JIOKYMEHTHPOBAHUS
yIpaBJIeHUYECKOW aesTeNbHOCTH. Kpatkuii  0030p
UCTOPUU JOKYMEHTOBEICHHS U JEJIONPOU3BOJICTBA.
CoBpeMEHHOE TOCYJapCTBEHHOE peryJIupoBaHHe
JOKYMEHTAI[HOHHOTO  OOECIeYeHHs  yIpaBlICHUE
(IOY). Ionstue nadopmanuu U WHGOPMAITMOHHBIX
pecypcos. IlonsaTue ynpaBieHUeCKON AESITEIbHOCTH.
OObekT u cyOBsekT ynpapienus. [Ipsimas u oOpaTHas
cBs3b. [IpuHIMIBI pabOTHI ¢ A€T0BOIM MH(DOPMAITHEH.
I'OCT. Hayunas opraHuzanusi ynpaBJI€HYECKOTO
TpyAa Kak (aKkTop TMOBBIIICHUSA APPEKTUBHOCTH
yIpaBJIeHUsI.




3aK0HOIATEIHHOE
peryupoBaHUe

JAOKYMCHTUPOBAHUA. ITonsarue

I'OCT, ocHOBHAas

HOpMaTUBHAaA JOKYMCHTAIIUA.

[Tpumenenue 'OCT mist
COCTaBJICHUS
YIIPaBICHUYCCKUX
JOKYMEHTOB.

3aKOHOJATEIBHOE peryiMpoBaHue
nenonpousBojctea B P®d. Buasl HOpMaTHBHO-
cupaBouHoi gokymeHtanuu. ['OCT. PexBusuthi,
Onanku, yHUUIUpoBaHHBIE (¢Gopmbl. [IpaBmiia
HAMTUCAHWsI PEKBHU3UTOB, TOPSJAOK MPUMEHEHHUS.
TpeGoBanus, TpeabsBiIsieMble K  O()OpPMIICHHIO
Pa3IMYHBIX BUJOB YIIPABICHYECKUX TOKYMEHTOB.

[Tonstue cucremer OP/] -
OpraHU3alMOHHO-IIPABOBOM

OCHOBHBIE TIOHSITUS JUPEKTUBHOM U  OTYETHOM
uHpopmanuu B cucreme ympanineHus. CocTaB u

nokymenranuu. Ilopsmok Ha3HaueHHe OpraHU3allMOHHO-IIPABOBOM
odopmienus JOKYMEHTAlUH. 3anaun u byHKIIH
yIpaBIEHYECKUX OpraHU3alMOHHO-TIPaBOBbIX JIOKYMEHTOB.
JIOKyMEHTOB. VYypenurenbHble  JOKYMEHTBL. YcTaB. Jlorosop.
[Tonoxenwue. HNucTpykuuu. JIOJKHOCTHBIE
uHCTpyKuuu. CTpyKTypa M IITaTHas 4YHUCIEHHOCTb.
HltatHoe pacnucanue. IlpaBuia  cocraBiieHus,
opopmiieHus qokymeHToB. PekBusuthel. OCT.
[ToHsiTHE CUCTEMBI CucremMa pacnopsiiMTeNIbHOW — JOKYMEHTallMd B
pacropsIAUTEILHON cUCTeMe  ympaBieHus. 3agauyd  ©u  (QyHKIHH.
nokymenranuu. Ilopsmok OcHOBHBIE TpaBUIa COCTaBJIEHUs, O(opMiIeHUs
oopmienus nokymeHnToB. PexBusutel. I['OCT. Ilpukasel 1o
yIpaBIEHYECKUX OCHOBHOH J1esiTeNbHOCTH. JIOKyMEHTBI, H3JaBacMble
JIOKYMEHTOB. B YCIOBHSIX KOJUIETHAIBHOCTH (TIOCTAHOBJIEHUS,

peH_IeHI/ISI); AOKYMCHTBI, H31aBAC€MbIC B YCJIOBUAX

SMHOJIMYHOTO  TIPHHATUS  pemieHud  (TpUKa3bl,
yKa3aHHusI, pacrtopspKeHus ). 0O060co06IeHHBII
JOKYMEHT — TMpPOTOKOJ. Bumel, ocoOeHHOCTH
oopMIICHHUSI.
[MonsTre nHGOpPMATHOHHO- Cucrema MH(pOPMaAIIMOHHO-CTIPABOYHOM
CIIpaBOYHAsI IOKYMEHTAIIHS. JOKYMEHTAIlM B CUCTeME€ ympaBieHHs. 3aaayu u
[IpaBuna cocraBieHuUsI. ¢yakmun.  [IpaBwira cocraBieHus, OQOPMIICHHS
JIOKYMEHTOB. NuunuatuBHbIC JIOKYMEHTHI,

noxianaele 3amuckd. OOBSICHUTEIBbHBIE 3aIIHUCKH.
Axtel.  [lpennoxenune. CrpaBku Ciy)XeOHOTO U
nu4Horo Xapakrepa. CiyxeOHble (J1e710BbIe) MUChMA.
Xapaktepuctuku. PasnHoBumHoctn. OcoOGeHHOCTH
odopMIICHUSI. DTUKET  JeJI0BOr0  OOIIEHUS.
CocraBnenue qokymeHToB ¢ npuMenenrem ['OCT.

CrpykTypa KaapoBon
uH(GOPMAIMOHHO-
JIOKYMEHTallMOHHOU
cuctemsl. [Topsgok
odopMIIeHUS KaJPOBBIX
JIOKYMEHTOB.

[lonsiTMe ® CTPyKTypa HNEPCOHAIBHBIX JAHHBIX.
HopmaruBhas  6a3a. Hasnauenme U cocraB
JIOKyMEHTOB 1o JUYHOMY COCTaBYy.
YHuduuupoBaHHbIE POPMBI.

OcCHOBHbBIE PEKBU3UTHl JTOKYMEHTOB W IpaBHJa HUX
odpopmiienus. [lopsmox nedcTBuil U odopMiIeHUS
JOKYMEHTOB IpH IpuéMe Ha paboTy, YBOJIbHEHUH,
IIEPEBOAC Ha IPYI'yK IOJDKHOCTb, OTIPABJICHUU B
KOMAaHJIUPOBKY. TpyaoBOM IOroBOp, MpPHKa3bl IO
JIMYHOMY COCTaBY, TPYAOBBIE KHWKKH, TUYHOE JEIIO,
JIMYHasi KApTOUKa.

[ToHsITHE TOKYMEHTO000pOTA.

OcCHOBHBIC ITOHATHA, IIPUHIMIIBL u IIpaBHUjia




OcHoBHbIE IIpaBUIIA OpraHuzalu JOKyMeHTooOopoTa. HopmarusHo-

OpraHu3aiuu padboTsl ¢ METOJIMYECKUIl  perJaMeHT  JOKYMEHTOO0OOpoTa.
AOKYMCHTAaMH. HpHMOTO‘-IHOCTB ABHUKCHUA JOKYMCHTOB.
DopMUpPOBaHHE XPAHECHUS Knaccudukanus aOKyMEHTONIOTOKOB. Bxomsmwme,
JOKyMeHTOB. HoMeHKIaTypa | UCXOIdIuMe W BHYTPEHHHME IOKyMeHThl. [IpaBuia
Zen. 00paboTku nokyMeHTanuu. OpraHu3aius TEKYIIETro

XpaHeHusl Jes, npaBwia u  cpokd. Ilonarue
koH(puaeHnManbHOCTH. HomeHnknatypa nen, oOiime
TpeboBaHus, BHUIBI HOMeHKIaTyp. CocTaBiieHue
HOMeHKIaTypbl nen. ®opmupoBanue u odopmiieHHue
pI(SA) CI/ICTCMaTI/IBaHI/IH I[OKyMeHTOB B pi(SA) (SR
Xpanenue nen. [loaroroBka 10KyMEHTOB K niepeaye
Ha apXMBHOE XpaHCHHE.

8 CucremMbl aBTOMaTH3AUU NndopmanmoHHple  TEXHOJOTMM B CUCTEMeE
JIOKYMEHTUPOBaHUS JIOKYMEHTUPOBAHUS yNPABICHUYECKON AESITEIbHOCTH.
yIpaBiIeHYEeCKON O0630p aBTOMAaTU3UPOBAHHBIX  HH(OPMALMOHHBIX
JESATEIBHOCTH. CHCTEM JIeJIONPOM3BOJACTBA. BBIOOp TEXHHMUYECKUX

CPEZCTB NPU KOMITBIOTEPU3ALNHU JOKYMEHTHPOBAHHUS
yIPaBJIEHYECKON  JCATENbHOCTH.  DIEKTPOHHOE
NPaBUTENBCTBO. MeToabl 3amuThl  MH(OpMAaLUH,
AJIEKTPOHHO-IIH(PpOoBast HOJIITUCH (BUID),
mudpoBaHue.

5. @ono ouenounvix cpeocmeé O0nA  NPOGEOCHUA  NPOMENCYMOYHOU  ammecmayuu
ooyuarowuxca no oucyunaune (MooyJ)

IIpenycMoTpensl CIeAyIoUIMe BHUABI KOHTPOJA KayecTBa OCBOEHUS KOHKPETHOM
JTICITATIIINHEL
- TeKYIIU KOHTPOJIb YCIIEBAEMOCTH
- IPOMEXYTOYHAsI aTTECTAIUsI 00YUAIOIIUXCS IO TUCIUTLITNHE

@DoH/T OIICHOYHBIX CPEJACTB ISl MPOBEICHUS npOMe)ISyTquOI?I aTTeCTallMi O0YyYaroIIUXCs
no guctumuinae opopmiteH B IPUJIOKEHUU k PABOYEU ITPOI'PAMME JIMCLUTTJIMHBI

Texkymuii KOHTPOJIb YCIIEBAEMOCTH OO0ECIICYMBACT OIICHMBAHHWE XOJa OCBOCHUS
JTUCIUILTAHBI B TIPOIIECCE OOYUCHHSI.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0Jisi NPoedeHUss meKyuel ammecmayuu
no oucyuniuxe (Mooyio)

NeKonTposanpyembie Kon HanmeHoBaHMe OLIECHOYHOI0 CpPeICTBA
n/m | pasaenasbl (TeMbl) KOHTPOJIMP
yeMoi
KOMIIeTeHI]
UM
1. Teopetnueckue [IpoOnemHbIe 3amauu, CUTYaIlMIOHHBIE 3a]a4H,
OCHOBBI TECTUPOBAaHUE
JIOKYMEHTUPOBaHUS.
[TonsaTtue [IK-10
JOKYMEHTUPOBaHUS
YIIPABJICHYECKOU
JESITEJIbHOCTH.
2. | 3akoHO/ATEIbHOE I[IK-10 [IpoGnemHble 3a/ayu, CUTYallMOHHBIE 3a/1ayH,




peryaupoBaHue
TOKYMEHTHPOBAHUSI.
ITonstue I'OCT,
OCHOBHasI
HOpMAaTHBHAs
TOKyMEHTAIHS.
IIpumenenne TI'OCT
ISt OCTaBIICHUS
yIPaBJIEHYECKUX
JOKYMEHTOB.

TECTUPOBAaHUE

ITonsTHe CUCTEMBI
OP/] -
OpraHu3aIMOHHO-
MPaBOBOM
JIOKyMEHTAIUH.
[Topsanok

odopmiteHus
YIPaBJICHYECKHUX
JIOKYMEHTOB.

[IK-10

[IpobnemHubIe 3a1aun, CUTYyallMOHHBIC 33/1a4H,
TECTUPOBAHUE

[TonsiTue CUCTEMBI
pacnopsaIUTeIbHON
JOKyMEHTAI1H.
ITopsnox

oopMIeHUS
YIPaBJIEHYECKUX
JIOKYMEHTOB.

IIK-10

[TpoOnemHbIe 3a1aun, CUTYallMOHHBIE 3a/1a4H,
TECTUPOBAHUE

[TonsTue
nH(pOpMaITMOHHO-
CTIpaBOYHAS
JOKYMEHTAIHSI.
[IpaBuia
COCTaBJICHHSI.

[IK-10

[IpoGneMHbIe 3amauM, CUTyallMOHHBIC 3aJ1a4H,
TECTUPOBAHUE

CtpykTypa KaapoBoi
nH(GOPMaIMOHHO-
JOKYMEHTallUOHHOU
cucrembl.  [lopsamok
oopmIeHuUs
KaJIPOBBIX
JTOKYMEHTOB.

[IK-10

[IpoGnemHbIe 3amauu, CUTYallMOHHBIC 3aJ]1a4H,
TECTUPOBAHUE

[TonsTne
JOKYMEHTO000poTa.
OcHoBHBIE  TIpaBUIIA
OpraHu3aluu padoThl
c JOKYMEHTaMH.
dopmMupoBaHue
XpaHEHUs
JIOKYMEHTOB.
Homenknarypa neu.

IIK-10

[IpobnemHubIe 3a1aun, CUTYallMOHHBIE 33/1a4H,
TECTUPOBAaHUE

Cucremsl
aBTOMaTHU3ALNHI
JOKYMEHTHUPOBaHUS
YIIPABJICHYECKOM

IIK-10

[IpoOnemMHBIe 3a71a4K, CUTYyaIlMOHHBIC 3a/1a4H,
TECTUPOBAHUE




| | JEATEIIbHOCTH. |

5.2 Tunosvie KOHMPOAbHLIE 3a0aHUsS U UHbIE MAMepuaibl, Heooxooumvle OJis
OUCHKU 3HAHUL, VMEHUL, HABBLIKOE U (UlU) ONbIMa 0esamelbHOCHU 6 NDOUECCe MEKVULe20

KOHmMpOJiz

TunoBbie CUTYallMOHHBIE 321a4H:
3aoaua 1

CocraBpTe npuka3 no ocHoBHOH aearenbHOocTH OO0 «CosHEYHBIN» O CPOKaxX U MOpSAKE
MIPOBE/ICHUS BHIOOPOYHOM WHBEHTAPHU3AIMH UMYIIIECTBA Ha CKIIaJe.

3aoaua 2

Odopmure crnpaBKy O TOM, UTO BBl SIBJISIETECh CTYACHTOM 2 Kypca 3KOHOMHYECKOI'O
¢dakynprera MOCKOBCKOTO MEXIyHAPOIHOTO yHHBepcuTeTa. OTMEThTE, YTO BBl YYHTECh II0
HAIPAaBIICHUIO MTOATOTOBKU «MEHEIKMEHT» 10 3a04HOM opMe 00yUueHusl.

3aoaua 3

Odopmure cinyxeOHYIO 3alUCKy PYKOBOAMTENS CTPYKTYpHOTO TOJpa3AeieHUs o
HEOOXOJUMOCTH HAIPABJICHUS COTPYJHHUKA B KOMAHAMPOBKY Ui 3aKIIOYCHHS JOTOBOPA.
CBenieHus AOMOJIHUTE CAMOCTOATEIHHO

Tunosblie NpodIeMHBIE 3a1a4H:
3aoaua 1

CocTtaBbTe IPOTOKOJI 3aCEAaHUs COBETA AUPEKTOPOB aKIIMOHEPHOTo odmiecTBa «CTanaapT»
O CO3bIBE BHEOUEPETHOro OOIIero coOpaHMs aKIMOHEPOB, HA KOTOPOM IPUHSUIM PELICHHE O
CO3bIBE COOpaHMs U ONPEJENIIN AaTy MIPOBEACHUs, POPMY, BpEMsI U MECTO NMPOBEACHUS COOpaHusl.
bbul yTBepXJE€H CHUCOK aKIMOHEPOB, HMEIOIIMX IMpaBO HAa ydacTHE, TEKCT COOOLIEHUS O
NpoBeeHUuN coOpaHus (yKaszaTh, YTO MpHJIAraeTcs) IaH-rpaduk MEpONpUsATHIA MO MOATOTOBKE K
MpoBeJeHNI0 coOpanus (mpuiaraercsi). PekBU3UTHI JTOKyMeHTa O(GOpPMUTh B COOTBETCTBHU C
MOJIOKEHUSAMU JICHCTBYIOILIETO 3aKOHOATeNbCTBA U ¢ TpeboBanusmu 'OCT.

3aoaua 2

CocraBbre rapantuitnoe nuceMo OAO «Mynprumiacy k OAO «3Be3nal23» 06 okazaHuM
MIOMOIIH B YCTAaHOBKE UM Haja/iKe 000pYy10BaHMsI BBIYMCINUTEIBHOTO LIEHTpA.

3aoaua 3

CocTaBpTe mpuKa3 MO pe3yjbTaTaM IMPOBEPKHU B XOJE€ HHBEHTAPU3ALMU MaTEepUAIbHBIX
nenHocteit B cpenueit mkosne Nel11AB r. Mockssl, poBeaenHoi ¢ 10.09.2019 no 20.09.2019. B
pe3yJbTaTe MPOBEPKU ObLTU BBISBICHBI HEJTOCTaTKU. HeoOX0qMMO MOBBICUTH KOHTPOJIb YUUTEICH
32 COXPAHHOCTBHIO WIKOJBLHOTO OOOPYIOBAaHWS, AKTHBH3UPOBATH pPa0dOTy C YYANIUMHCS I10
BOCIIUTAHHIO Y HUX OEPEKHOTO OTHOIICHHUS K UMYIIIECTRBY.



TunoBbie TeCTHI

1. CmyxeOHBIN JOKYMEHT, KOTOPBIA COACPKUT MPEIOKECHUE O HA3HAYCHUH Ha
JOJKHOCTB, MIEPEBOJIC Ha APYTYIO TOJDKHOCTD (paboTy) WK MOOIMIPEHUH (Harpase,
MIPEMUPOBAHNH) COTPYIHUKA OPTAaHU3AIINN HA3BIBACTCS:

A). okJ1aiHas 3aMucKa;

b). npuka3 no 1MmuHOMY COCTaBY;

B). mpuka3 no aiMUHHUCTPATUBHO-XO35IICTBEHHBIM BOIIPOCAM;

I'). npencrasnenue.

2. B nu4Hyr0 KapTOUYKYy COTPYAHUKA HE 3aHOCST CBEICHUS:

A). 0 BOMHCKOM yYeTe;

b). o mpuHaIe)KHOCTH K MOJIUTUYECKUM MapTUSAM U O0IIECTBEHHBIM OpraHU3alUsaIM;
B). 06 obmiem craxke paboTHI;

I'). 0 cemeitHOM MOJI0KEHUH.

3. Kakas nara sBisieTcst AaTON MPUKA30B, MHCEM, CIIPABOK:
Bribepure ouH OTBET:

A) nara yTBepKJIeHuUs

B) nara 3auKCUpOBaHHOTO B JOKYMEHTE COOBITHS

B) nata cornmacoBanus

I') nata noanucanus

4. Bribepute 371eMeHTHI pekBH3UTa «Buzay:
Br1GepuTe o uH MM HECKOJIBKO OTBETOB:

A) nmoamnuch

b) nomxHOCTH JTHI1a, BU3UPYIONMIETO TOKYMEHT
B) meuats opranuzanuu

) nara

5. I[Ipotokon HeoOXoaUM 7151 OPOPMIICHUS:

A) KOJIJIEKTUBHOTO PEIICHUs COOpaHUs

b) nomxHOCTH NHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) mpuéma, nepeBojia v yBOJIILHEHUSI COTPYTHUKOB OPTaHU3AINH

6. HomenkuaTypa Jies npeacTaBisieT COOOM:

A) criMCOK 3arojIoBKOB (HAMMEHOBAHUIN) J1eJ1, 3aBOJUMBIX HA MPEANPHUITHH C yKa3aHUEM UX
CPOKOB XpaHEHUs

b) rapanTuiinbie nmucbMa opraHu3auu

B) rpud yTBepxkeHUs pyKOBOAUTENS OpraHU3auu

') cpoku XpaHeHUs TOKYMEHTOB

7. Kakue 3 mpuBEeICHHBIX HIDKE BXOSAIINX JOKYMEHTOB HE TIOJIJICKAT PETUCTPAIINH:
A). 1o3paBUTENIbHBIE TUCHMA;

b). rapanrtuiinbie nucbMa;

B). nucema-3anpocsr;

I'). conpoBoUTENHHBIC THCHMA.

8. Kakas nenoBasi Oymara HauMHaeTCs ¢ MECTOMMEHUS TIEPBOIO JIUIIA:
A) npukas;
b) 3asBnenue;



B) noBepeHHOCTS;
') pestome.

9. HdopMaImoHHbIE CBSI3U TPEATIPHUSTHUSA:
A). onpenenstoT JeIeHHe TOKYMEHTOB Ha BHEIIIHHUE U BHYTPEHHHUE;
B). He paccMaTpuBarOT B Ka4eCTBE KPUTEPHS, ONIPEICIISIONIETO TUIT IOKYMEHTA;
B). He uMeroT 3HaUEHUs B OpraHU3alMy MIPOU3BO/ICTBA;

10. PexBU3UT — 00s13aTENbHBIN 3JIEMEHT:

A) npucyimuit onpeeneHHOMY BUIY J0KYMEHTAa;

b) npucymuii ToTbKO OpraHU3allMOHHON JOKYMEHTAIUY;
B) mpucymmii Tonbko muchbMam;

11. K cipaBo4HO-OpraHn3allMOHHBIM JJOKYMEHTaM HE OTHOCHUTCSI:
A) nenoBoe MUCHEMO

b) mpuxas

B) noxnannas 3amucka

I') ycras

12. Kakoii By nrchbmMa JOHKEH COJEPKaTh PEKBU3UT HAMMEHOBAHUS BUJIA JJOKYMEHTA:
A) no3IpaBUTENbHOE MUCHMO

b) pexnamanus

B) rapanrtuiitHoe nucbMo

13. JokyMeHT AKT COCTaBIsI€TCA:
A) Komuccueit

b) I'eHepanbHBIM AUPEKTOPOM

B) I'maBHbIM Oyxrantepom

14. JoxymeHnTt «CTpyKTypa U IITaTHAas YUCIEHHOCThY OTHOCUTCS K:
A) opraHM3allMOHHBIM JOKYMEHTaM

b) cupaBouyHBIM JOKYMEHTamM

B) pacniopsiauTensHbIM T0KyMEHTaM

15. BoibepuTe npaBUIIbHBIA OTBET: OTEYECTBEHHOE JIEJIONPOU3BOCTBO MPOILIO
CJIETyIOIINE ATAlbl:

A) IpuKa3HOE JIeJI0NPOU3BO/JICTBO;

b) xonnexckoe 1enonpon3BoACTBO;

B) MuHHCTEpCKOE 1EIONPOU3BOICTBO;

') Bce OTBETHI BEPHHBI.

5.3 Memoouueckue mamepuauvl, onpedeisrouiue npoyedypbl OUEHUBAHUS 3SHAHUU, VMEeHUT,
HABLIKOB U (UU) ONbIMA OesAmebHOCINU

Bce 3alaHusl, HUCIHOJB3YCMBIC IJId TCKYHICTO KOHTPOJIA (I)OpMI/IpOBaHI/IH KOMIIETCHIIUI
YCJIIOBHO MOKHO PasgCjInuTb Ha ABC I'PYIIIbI:
1. 3aaHusl, KOTOPBIC B CUJIIY CBOUX oco0eHHOCTEH MOTYT OBITh pCaIn30BaHbl TOJIBKO B

nporecce OOy4YeHHS Ha 3aHATHIX (HAIpUMep, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS M MUHH-
KoH(pepeHus B popme BeOUHApa);

2. 3aJ]aHus, KOTOPBIE AOMOJHSIOT TEOPETHUECKUE BOMPOCH! (TPaKTHYECKUE 3aTaHus,
3aJaHusl U1 CAMOCTOSATENIbHOM PabOThI, TECTHI).



BrimonHenue Bcex 3aaHuM  SABISAETCS HEOOXOAMMBIM s (POPMUPOBAHHMS M KOHTPOJIS
3HaHUH, yMeHUll u HaBbIKOM. [lo3TOMYy, B ciyyae HEBBINIOJIHEHUS 33JaHUN B Mpolecce 00ydeHus,
UX HEOO0XOIMMO «OTpaboTaTb» N0 3aueTa (dKk3aMeHa). Bun 3amanuii, KoTopble HEOOXOIUMO
BBIIIOJIHUTG JUIS JIMKBUJIALNN «33J0JDKEHHOCTH» OIPEAENIeTCS B MHAUBUIAYAIBHOM MOPSIKE, C
Y4€TOM NPUYHH HEBBINOIHEHHUS.

1. TpeOoBaHMe K pelIeHUI0O CUTYAllMOHHOH, mNpoOJeMHOH 3axauyu (Keic-

H3MEepHUTeJIN)

CTyneHT AOJKEH YMETh BBIICIUTh OCHOBHBIE IOJOKEHHS M3 TEKCTa 3aJadd, KOTOpbIE
TpeOyIOT aHalIM3a U CIy>KaT yCIOBUSAMH pelieHus. Mcxoas U3 moCcTaBlIeHHOTO BOIIpoca B 3a/1aye,
MOTBITATHCSI MAKCUMAJILHO TOYHO OIPENEIUTh MPOOJIeMY M COOTBETCTBEHHO PEIINTH €e.

3aauM JTOJDKHBI PEIIAThCs CTYJAEHTaMM MUCbMEHHO. [Ipu pemeHun 3aaaud Takke BaKHO
MIPaBUJIBHO CPOPMYITUPOBATH U 3alKCaTh BOIPOCHI, HAUMHAs ¢ Oosee 00IuX U, KOHYas YaCTHBIMH.

Kpumepuu oyenueanusi — OLleHKa yUUTBIBAET METOABI U CPEJCTBA, UCIIOJIB30BAHHBIE TIPU
pELIeHNU CUTYallMOHHOM, MpoOJIeMHOMN 3aJauu.

OrneHka «8binoHeno» CTaBUTCS B Cllydyae, ecii OOy4aroIMiCs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOILECCEe PEIIeHUs 3aJayd, a UMEHHO, Korja OOy4aroIUics B 1IEJIOM BBIIOJHUII
3ajjaHue (pemmi 3aj1a4y), UCIOb3ysl B MOJHOM 00beMe TEOPETUUYECKUE 3HAHUS U MPAKTHUYECKUE
HaBBIKY, MOJTyYEHHbIE B Ipoliecce 00y4YeHHUS.

O1eHKa «He 8bINoIHeH0» CTaBUTCS, €CIIM 00yJarOIIMIACs He BBITOJIHUI BCe TPEOOBaHMUS.

2. TectupoBanue

SBAsieTcss OAHUM U3 CPEACTB KOHTPOJIS 3HAHUHM 00YYArOIIMXCS TI0 TUCITUILTHHE.

Kpumepuu oyenusanus — mpaBWIBHBINA OTBET HA BOMPOC

OueHka «omauyH0» CTAaBUTCA B Cllydae, €Ciu NpaBuiibHO BbIONHEHO 90-100% 3aganuit

OrneHKa «xopoutoy CTAaBUTCA, €CITU TIPABUIIHHO BBITTOTHEHO 70-89% 3amanuii

OreHka «yoosnemeopumenbHoy» CTAaBUTCS B Cydae, €CIU MPaBUIBHO BhITONHEHO 50-69%
3aJaHuid

OneHka «HeyoogiemeopumenbHoy CTaBUTCS, €CIHU TPAaBHIBLHO BhIONHEHO MeHee 50%

3aJaHuid

6. Ilepeuenv 0cHo8HOU U OONOIHUMENbHOU Y4YEeOHOU JAUMmMeEpamypvl, HeO0OX00UMOU 01
oceoenusn OUCyUnIUHbL (M00y1s)

6.1 OcHosHas yueonas tumepamypa

1. KysumenoBa, 1. B. [lokymeHTHpOBaHHE yMPABJICHUYECKONW NEATCIBHOCTH : Yy4YeOHOE
nocobue st 6akanaspos / U. B. Kysnenosa, I'. A. XauarpsH. — Mocksa, CapaTos :
Hamkos u K, At Ilu Op Meaua, 2017. — 240 c. — ISBN 978-5-394-02780-2. —
TexcT : aneKTpoHHBIN // DnekTpoHHo-O0ubmuoreyHas cuctema [PR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/59274.html

2.  Adonromkuna, O. . JIokyMeHTHUpOBaHUE YIIPABICHUECKOW NEATEIBHOCTH : yueOHOe
nocobue / O. . Adonromkuna ; mox pemakmuedr B. U. IlycroBas. — benropon :
benropoackuii rocy1apCcTBEHHBIN TexHoJornyeckuii ynusepcurer um. B.I'. Ilyxosa,
ObC ACB, 2017. — 111 c¢. — ISBN 2227-8397. — TekcT : 3JIeKTpOHHBIA //
OnekTpoHHO-OMOMMoreuHas cucrema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/80510.html

3. Cumonsan, P. . JlokyMmeHTannoHHOe oOecrieuyeHHEe CHUCTEMBl  YIpaBJICHUS
opranuzanueit : yueobHoe nocobue / P. S. Cumonsan. — Caparos : Ait [1lu Op Menua,
2018. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 31eKTpOHHBIH // DIEKTPOHHO-



http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/80510.html

OnOIMoTeCYHAS cucrtema IPR BOOKS : [caifT]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvhas yuyeOHas iumepamypa.:

1. Kysnenosa, W. B. JlokyMeHTallMOHHOE oOOecreueHne YIpaBiIeHUs IEePCOHATIOM
yuebHoe nocobue i 6akanaspos / U. B. Ky3nenosa, I'. A. Xauatpsn. — 2-e u3a. —
Mocksa : [lamkos u K, Aii [Iu Op Menua, 2019. — 220 ¢. — ISBN 978-5-394-03124-
3. — Texkcr : 2nekTpoHHBIH // DnexkTpoHHO-OMOMMOTeuHas cuctema [PR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru/83142.html

2. CaraeBa, [I. M. Cucrema MEHEI)KMEHTa KayecTBa: YIIPABJICHUE JOKYMEHTHPOBaHHOU

uHpopMmanmeit : yuebnoe mnocobue / JI. M. CaraeBa. — CapatoB : By3oBckoe
obpaszoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — TekcT : 5NEKTPOHHBIH //
OnektpoHHo-Oubmmoreunass cucrema [IPR BOOKS :  [caiit]. — URL:

http://www.iprbookshop.ru/76991.html

6.3. I[lepuoouueckue uzoanus

1. T'ocymapctBeHHas cimyk6a u kaapsl. ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

2. Tlpo6nemsr ynpaBnenus. ISSN: 1819-3161. http://www.iprbookshop.ru/8533.html

3. DKOHOMHKA M MEHEDKMEHT cucTteM ympasieHus. [ISSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

7. Ilepeuensv pecypcoé ungpopmayuonno-menekommynukayuonnou cemu "Humepnem'
(0oanee - cemv "Hnmepnuem'), neodxooumuix 015 0ceoenus Oucyuniunovt (Mooyns)

®enepanibHOE apXUBHOE areHTCTBO http://archives.ru/

CaiiT mo kaJpoBOMY J1e10NpOoU3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHo-mipaBoBast cucrtema «Koncynprant [Iroc» www.consultant.ru
HudopmanmonHo-npaBoBoii nopran «["apant» http://www.garant.ru
DJeKTpoHHbIE OPUCHBIE CUCTEMBI http://Www.eos.ru

SNk W=

8. Memoouueckue ykazanus 011 00y4arOuuxcsa no 0C80CHUI0 OUCYUNIUHBL (M00Y1A1)

YcnemHoe 0CBOCHHE TAaHHOTO Kypca 0a3upyeTcsl Ha paliOHaIbHOM COYETAHHH HECKOJIBKHIX
BHJIOB y4E€OHOM JNESITEIbHOCTH — JIEKIIMA, CEMUHAPCKHUX 3aHITHH, CAaMOCTOSTENbHOM paboThl. [Ipu
3TOM CaMOCTOSITENIbHYIO paboTy CJeayeT paccMaTpuBaTh OJHUM W3 TJIABHBIX 3BCHBEB
MTOJTHOLIEHHOTO BBICIIIETO O0Opa30BaHMs, HA KOTOPYH) OTBOIUTCS 3HAYMTENIbHAs 4YacTh Y4eOHOTO
BPEMEHHU.

Bce Bunmbl 3aHsaTuii mpoBoasTcs B (QopMe OHJIAaH-BEOMHAPOB C HCIOJIb30BAaHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHI (HAIMYNE MPe3eHTAuN U popyMa 11 00CyKISHUS).
B npouecce u3ydeHus IUCHUIUIMHBI CTYJEHTHI BBIMOJHSIOT MPAKTUYECKHE 3aJaHUsl
MIPOMEXKYTOUHbIE TeCTbl. KOHCyIbTHpOBaHME IO H3y4aeMbIM TE€MaM IPOBOJUTCS B OHJIAMH-
pexuMe BO BpeMsl ITPOBEICHHsI BEOMHAPOB U Ha (hopyMe JIJIsl KOHCYJIBTAIIHMA.
CamocTosiTenbHas paboTa CTYICHTOB CKJIQIBIBACTCS M3 CISAYIOIIUX COCTABIISIOIINX:
- paboTa ¢ OCHOBHOM W JOTOJHUTEIBHOW JIMTEpATypod, C MarepuajaMd HWHTEpPHETa M
KOHCIIEKTaMH JICKIIHIL,
- BHEAyJAUTOpHAsT TMOATrOTOBKA K KOHTPOJIbHBIM ~ pa0oTaM, BBINIOJIHEHHE JIOKJIAJI0B,
pedeparos;
- BBITIOJITHCHHE CAMOCTOSITEIBHBIX MTPAKTUYECKUX PadoT;


http://www.iprbookshop.ru/8533.html
http://www.iprbookshop.ru/34060.html
http://www.iprbookshop.ru/23114.html
http://www.eos.ru/
http://www.garant.ru/
http://www.consultant.ru/
https://www.kadrovik-praktik.ru/
http://archives.ru/
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/72458.html

- MOJrOTOBKA K 2K3aMEHaM (3aueTaM) HEMOCPEICTBEHHO Mepel HUMHU.

Jlis mpaBWIBHOM oOpraHu3aluu padOThl HEOOXOIMMO YUMUTHIBATh MOPSIOK HU3yYEHUs
pa3zenoB Kypca, HaXOJAIIUXCS B CTPOTOM JIOTHYecKoil mocnenoBarenbHoCcTH. [loaToMy Xoporee
YCBOCHUEC OJIHOﬁ JaCTu UCIHHUIIIIMHBI SBJISIETCA npezmocmm(oﬁ IJId yCICIIHOro mepexola K
creayronen. 3aganus, MpooeMHbIE BOIPOCHI, MPEI0KEHHBIE U U3YUECHUS! TUCIUIUIMHBL, B TOM
quCJI€ H JJI1 CaMOCTOATCIBHOIT'O BBIIIOJHECHUSA, HOCAT MG)K}II/ICHI/IHJ'II/IHapHBH\/'I XapakTep U
0a3upyroTcsi, MpexXJe BCEro, Ha NPUUYUHHO-CIEACTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMHU
OKpy>Karollero Hac Mupa. B teuenue cemectpa, HEOOX0AUMO MOATOTOBUTH pedepaThl (IIPOEKTHI) C
UCITOJIb30BAaHUEM PEKOMEHAYEMONH OCHOBHOHM M JIOTIOJIHUTEIBHON JIUTEPaTyphl U cllaTh pedepaTsl
AJId MIPOBEPKH MPEIIOAaBaATCIIIO. BaxxaeiM COCTaBJIAIOIIMM B HM3YUYCHHH JAHHOT'O KypcCa SABJIACTCA
pellieHHe CHUTYallMOHHBIX 3aja4 M paboTa HaJ MpOOJEMHO-aHATMTUYECKUMHU 3aJaHUSAMM, UTO
MpearnoiaraeT 3HaHue COOTBETCTBYIOIIEH HAYYHOW TEPMHUHOJIOTUH U T.1.

JUis Jmydiero 3arnoMHMHaHUS MaTepualia 11eJecOO0pa3HO HCMOJIb30BaTh WHAMBHUIYalIbHbIC
0COOEHHOCTH ¥ pPa3HbIe BUBI MAMSTH: 3PUTEIBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIICITHOMY
3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETEILCTB M HAIJISIHBIX NPHUMEPOB.
VY4eOHbIi MaTepHal J0JKEH OCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

[Tpy BBHINOJIHEHUH AOKJIAJIOB, TBOPUYECKUX, HH(POPMALIMOHHBIX, UCCIEI0BATEIBCKIX MPOEKTOB
0cob0e BHUMaHue clelyeT o0paniath Ha IOJ00p UICTOYHUKOB MH(POPMAIMN U METOJUKY pabOThI C
HUMU.

Jlyist yerientHOM ciauu HK3aMeHa (3aueTa) peKOMEHIyeTCsl COOI0IaTh CIEAYIOIIHNE MPaBHIa;

1. IloaroroBka K sK3aMeHy (3a4eTy) JOJDKHA MPOBOAMTHCS CHUCTEMAaTHUYECKH, B TEUCHUE BCETrO
cemecTpa.

2. VMlHTeHCUBHAs MMOJITOTOBKA JOJDKHA HAYaThCsl HE MO3/IHEE, YeM 3a MECHI] JI0 3a4eTa.

3. Bpems HemocpencTBEHHO Tepea PK3aMEHOM (3a4eToM) JIydIlle HMCIOIh30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh TOCJIEAHUNH [€Hb CBOOOJHBIM JUIsi IMOBTOPEHHUS Kypca B LEJIOM, s
CHCTEMaTH3allMU MaTepraa u T0paOdOTKH OT/ACITHHBIX BOTIPOCOB.

Ha 3auere BBICOKYIO OLIEHKY MOJYYalOT CTYJEHTHI, UCIIOJIB3YIOIINE JaHHbIC, TOJTYYECHHBIC B
MpoIiecce BBITOIHEHHUS CaMOCTOSTEIFHBIX pa0oT, a TaKKe MCIIONB3YIONIHEe COOCTBECHHBIC BBIBOJIBI
Ha OCHOBE M3yUYEHHOT'0 MaTepuaa.

Y4auThIBass 3HAYMTENFHBIH O0BEM TEOPETHUECKOTO MaTepHalia, CTYICHTaM PEKOMEHIYEeTCS
peryJsipHOe MoCeUIeHne U MoIPOOHOE KOHCIIEKTUPOBAHUE JICKIUH.

9.  Ilepeuenv ungopmayuoOHHBIX MEXHON0ZUL, UCHONBL3YEMBIX NPU  OCYU{ECHIBIEHUU
o0pazoeamenvho20 npoyecca no oucyuniune (Mooyo), 6KiUas nepeueHsb RPOZPAMMHOZ0
odecneuenusa u UHGOPMAYUOHHBIX CRPAGOUHBIX cUCHEM (RpU HeodX00uMocmu)

1. TepMuHaIBHBIN cepBep, MPEIOCTABIAIONINN K HEMY AOCTYH KiHeHTaM Ha 6aze Windows
Server 2016
2. CewmeiictBo OC Microsoft Windows
3. Libre Office cBoG0aHO pactpocTpaHsieMblil OPUCHBINA MAKET C OTKPHITBIM HCXOAHBIM KOJIOM
4. WudopmannonHo-crpaBounas cucrema: Cucrema Koncynbsrantllmoc (MHopManmoHHbINH
KOMIIJIEKC)
5. MadopmanmonHo-nipaBoBoe obecriedeHue ['apanT: DIeKTpOHHbIN MepUOANYECKUN CIIPAaBOYHHUK
«Cucrema TAPAHT» (3I1IC «Cuctema 'APAHT»)
6. AnTuBupycHas cucremMa NOD 32
7. Adobe Reader. JInnien3us nponpuerapHas cCBOOOTHO-PACTIPOCTPAHIEMAsI.
8. DnekTpoHHas cucrtema guctaHiimoHHoro o0yuyeHus AHOBO «MOCKOBCKHI MeXTyHapOaHbIH
yHUBepcUuTeT». https://elearn.interun.ru/login/index.php

10. Onucanue mamepuanbHo-mexXHUYECKOl 0a3zvl, HEOOXO0UMOU ONA  OCYULECMEIIEHUA
odpazoeamenvHo20 npoyecca no oucyuniune (Mooyiio)


https://elearn.interun.ru/login/index.php

1. KOMITBIOTEPHI MIEPCOHANIbHBIE JJIS IPEMNoaBaTeNell ¢ BBIX0A0M B ceTH MHTepHeT;
2. HayIIIHUKY;

3. BeOKaMephl;

4, KOJIOHKH,;

5. MHUKPO(OHBI.

11. Obpazoeamenvhvle MexXHON02UU, UCNOI3YEMbBLE NPU OCE0CHUU OUCUUNTUHbL

Jis OCBOEHUSI AMCLUIUIUHBI UCHOJB3YIOTCA: TPaJULMOHHBIE (OPMBI 3aHATUH — JIEKLUHU
(TMTIBI JIEKIUH — yCTAaHOBOYHAS, BBOJHAS, TEKYIIas, 3aKIFOUUTENbHAS, 0030pHAs; BUIBI JICKITUH —
npoOieMHasi, BM3yalbHas, JEKIMA KOH(EepeHLHus, JEeKIHs KOHCYJbTalMs); U CEMHHApPCKHUE
(MpakTHYECKHE) 3aHATHS B MHTEPAKTUBHBIC (POPMBI 3aHSATHH - PEIICHUE CUTYAIlMOHHBIX 33134 U
pa3dop KOHKPETHBIX CUTYyallui, cCaMOCTOsITeNIbHAs paboTa CTYJIEHTOB ¢ y4eOHBIMU MaTepHajaMH,
MIPEJICTaBJICHHBIMHU B DJIEKTPOHHOH cHCTeMe 00yUeHHS.

Ha yueOHBIX 3aHATUSAX HCIONB3YIOTCA TEXHMYECKHE CpeACTBAa OOydeHUS:
KOMITBIOTED TIOAKIIIOYCHHBIN K ceTn HTepHeT 1 mporpaMMoii Opay3epoMm sl BHIXOAa B HHTEPHET,
MOHHUTOP, KOJIOHKH, MUKPO(OH, BeO kKamepa, makeT nporpamm Microsoft Office s nemoncTpanun
npe3eHTauuid 1 Meanadaiyios, MakeT MPorpaMm JUisi MPoBe/IeHUsI BEOMHAPOB B OH-JIAMH peXUME.
TectupoBanue 00y4aeMbIX MOMKET OCYILECTBIISATHCS C HCHOJIB30BAHUEM 3JIEKTPOHHON CHCTEMBI
JMCTAaHIIMOHHOTO O0YYCHNsI, YCTAHOBJICHHOW Ha 000py/IOBaHUN YHUBEPCUTETA.

11.1. B ocBoeHuHn y4eOHOI AMCUMILIMHBI HCHOJB3YIOTCH CAeAYyKOLINe TPAAULUOHHbIE
o0pa3oBaTe/IbHbIC TEXHOJIOTHH:

- yTeHHe NMPoOIEeMHO-UH(POPMAITMOHHBIX JEKIUI C HCIOJIb30BAaHNEM MTPE3CHTALUN U
TpaHCIALUEN BBICTYIUIEHUS JIEKTOPA,

- CEMUHAPCKUE 3aHATHUS 17151 OOCYKICHHSI, TUCKYyCCH 1 0OMeHa MHEHUSIMH C
HCTIOJIb30BaHUEM IJIEKTPOHHBIX CUCTEM KOMMYHUKAIM( (OPYMBI, 4aThl);

- KoHcynbTanuu (popymsl);

- caMOCTOATeNbHAs paboTa CTY/ICHTOB C y4eOHOH JTUTepaTypoil 1 NepBOMCTOUHUKAMH;

- MOATOTOBKA U 00cykieHue pedepaToB (IPOEKTOB), MPE3EHTALMH (Hay4HO-
uccleloBaTeNbCcKas padboTa);

- TECTUPOBAHUE IO OCHOBHBIM T€MaM JUCIMILINHBIL.

11.2. AKTHUBHBbIE M HHTEPAKTHUBHbIE MeTOAbI H GopMbI 00yUeHUs!

W3 nepeunst BUIOB: («mo32060u wmypmy», ananus HIIA, anaruz npobremuvix cumyayu,
AHANU3 KOHKPEMHbIX CUMyayuil, UHYUOEHMbl, UMUMAYUS KOJIEKMUBHOU NpogheccuoHalbHOU
OesamenbHOCmU, pazvlepbléanue poJell, meopyeckas paboma, CéA3aHHAs ¢ 0CBOEHUEM OUCYUNTUHDL,
ponesas uepa, Kpyewlli Ccmol, oucnym, Oeceda, OUCKYCCUS, MUHU-KOH@epeHyus u op.)
UCTOJIBb3YIOTCS CIIEAYIOIINE:

- oucnym

- aHanU3 NPoOIEMHbBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyeawlii cmoi;

- MUHU-KOHGhepeHnyus

-oucKyccus

- beceoa.

11.3. OcodeHHOCTH 00yYEeHHS] MHBAJIM/IOB M JIUI C OTPAHUYEHHBIMHM BO3MOKHOCTSAMH
3n0poBbs (OB3)

[Ipu opranuzanuu oOydyeHUsS MO AMCLUUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHU3alUU
B3aMMOJEHCTBYSI C MHBAIMIAMU U JIMI[AMH C OTPAaHMYEHHBIMUA BO3MOXHOCTSIMU 3/10pPOBbsI (J1anee —
uHBanuabl U guna ¢ OB3) ¢ uenbto obecrieyeHus: UX IMpaB, pa3padaTHIBAIOTCS adalTHPOBAHHbIE



JUIE MHBAJIMJOB TPOTPaMMBbl TOATOTOBKM C YYETOM pas3IMYHBIX HO30JOTMH, BHUIBI U (OPMBI
COIIPOBOXACHUS 00yUEHHS, UCIIOJIb3YIOTCS CIEHalIbHbIe TEXHUYECKUE U IPOrpaMMHBIE CPECTBA
o0y4eHHUs1, TUCTaHLIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTUH, obecrieunBaeTcs Oe30apbepHas cpena
U IIpoyuee.

Breibop MeronoB  oOydeHUs  ompeensercs — CoJepKaHueM — OoOydeHUs, ypOBHEM
METOJIMYECKOTO0 W MaTepHajibHO- TEXHUYECKOro oOecnedeHus, OCOOEHHOCTSIMH BOCHIPUSATHUS
yueOHOI MH(pOpMaIUK CTYACHTOB-UHBAINIOB U CTYAEHTOB C OIPaHUYEHHBIMH BO3MOXKHOCTSMHU
3M0poBbs W T.A. B oOpasoBarenbHOM Ipoliecce€ HCHONb3YIOTCS COLUANIbHO-aKTUBHBIE U
pediekCuBHBIE METO/bl O0yUYeHHs, TEXHOJOTHMHM COLMOKYJBTYPHOM peadMIuTallud C LENbIo
OKa3aHUsl MOMOIIM B YCTAaHOBJIECHUM IMOJIHOIEHHBIX MEXJIMYHOCTHBIX OTHOLIECHUN € ApyruMu
CTYyIGHTaMH, CO3JIJaHUHU KOM(pOPTHOTO NCUXOJIOTHYECKOTO KJIMMaTa B CTYACHYECKOM TpyIIe.

[Tpu oOydeHuu ULl ¢ OTpaHUYEHHBIMUA BO3MOKHOCTSIMH 3JIOPOBBS DJIEKTPOHHOE 00yUeHHE
U JMCTaHIIMOHHBbIE O00Opa30BaTeNbHBIE TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXHOCTH IpUEMa-
nepenayd HHGOPMaIUK B JOCTYMHBIX Ul HUX QopMax.

OOyuaromyecs U3 4Mcia JIMI ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSMU 3/10pOBbsSI 00€CTICUCHBI
MEYaTHBIMU U AJIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu B (opmax, aJdalTHPOBAHHBIX K
OTPAaHUYEHUSAM UX 3/I0POBBSI.
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