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1. Ilepeuens

NAAHUPYEMbBIX  Pe3YIbmamos

00yuenusa no oucyuniune  (M0Oyiio),

COOMHECECHHBIX C NIIAHUPYEMBIMU pe3Y/ibmaAmMaAMU 0C60CHUA 06pa3oeameﬂbuoﬁ npozpammasl

Kommnerenmus [Tnanupyemble pe3ynbTaThl 00YUYCHHUS 1O TUCIUILINHE
IIK-10 3HaThb:
CIIOCOOHOCTBIO - HOPMATHUBHYIO 0azy JIOKyMEHTUPOBAHUS yIIpaBICHUYECKOM
HCITOJIB30BAaTh JIJISI JIeSITENNLHOCTH,
perieHus - METOAWKY JIOKyMEHTaabHOro  O(OopMIIEHUS  OpraHW3aI[MOHHO-
KOMMYHUKATHUBHBIX | PACHOPSAUTEIBHBIX JTOKYMEHTOB C TOMOIIBI0 HH(DOPMAIMOHHBIX
3a/1a4 COBPEMEHHBIE | TEXHOJOTHI
TEXHHUYCCKHE YMerTh:
cpencTa u - UCTIOJIb30BATH JIJISl PEIICHUS KOMMYHHMKATUBHBIX 33/1a4 TEXHUYECKUE
nH(pOpMaITMOHHBIC Cpe/ICTBa,
TEXHOJIOTHH Baagern:
- HaBBIKAMH  JOKYMEHTAJIBHOTO  O(GOpMIICHHS  OpraHU3alMOHHO-
pacToOps/IUTENBHBIX ~ JOKYMEHTOB C TIOMOIIbIO  HMH(DOPMAIIMOHHBIX
TEXHOJIOTHH,
- HaBBIKAMH JIEJIOBOTO OOIICHUS C TOMOIIBID TEXHUYECKUX CPEICTB U
WH()OPMAITMOHHBIX TEXHOJOTHUH

2. Mecmo oucyunaunst (Mo0y) 6 cmpykmype o0pa3zosamenbHoil RPoOZPammol

I[I/ICI_II/IHJ'II/IHEI OTHOCHUTCA K JUCHUIIJIMHAM II0 BLI60py BapHaTHBHOﬁ qaCTu yqe6Horo I1J1aHa
OIIOIL
I[I/ICI_II/IHJ'II/IHa HaxoaguTCsa B JIOTHYECKOM B3aMMOCBSI3H C TaKHMHU JUCHUIIIIMHAMHU, KakK:

«OKOHOMHUKA oOpraHu3auuu (mpeanpustus)», «MapkeTuHr», «YIpaBlIeHHE YEI0BEUECKUMU
pecypcamm», «MeHemkMeHT», «byxranrepckuii ydyer M aHanmu3», «OKOHOMHYECKas
0€301acHOCTbY.

M3ydeHne IUCHUIUTMHBI ITO3BOJHMT OOYYAarOUIMMCSl pPEaM30BBIBATH MPO(ECCHOHANBHBIC
KOMIIETEHIINH B IPOPECCHOHATBHOMN 1S TETbHOCTH.

B wacTHOCTH, BBINYCKHHMK, OCBOMBIIMK TporpamMmy OakaiaBpuaTra, B COOTBETCTBHH C
OpTraHU3aIMOHHO-YIIPABICHUECKUM  BHJIOM JESITEIBHOCTH, JOJDKEH OBITh TOTOB peIIaTh
creyronye npodeccuoHaNbHbIC 33/1a4H:

- ydactue B pa3paboTKe BapHUaHTOB YNPaBJICHYECKUX pEIIeHUI, 000CHOBaHUM MX BbIOOpa
Ha OCHOBE KPHUTEPHEB COIHMATBHO-IKOHOMUYECKOH AS(PQPEKTUBHOCTH C YYE€TOM pHCKOB W
BO3MOYKHBIX COIMATBHO-KOHOMUYECKUX MOCIIEICTBUI MPHHUMAEMBIX PEIICHHIA;

-OpraHu3alys BHITOTHEHHS OPYYEHHOTO dTana paboThl;

-ONepaTHBHOE YIIPABICHHE MaJbIMHU KOJUIEKTUBAMH M TpyNIaMu, cOpPMHUPOBAHHBIMU IS
peann3ani KOHKPETHOTO SKOHOMHYECKOTO MPOEKTa;

-y4acTue B MOJATOTOBKE M NMPHHATUU PEUICHHWH MO BOMPOCAM OPraHHW3allid yIpaBJICHUS U
COBEPIIICHCTBOBAHUS JICATEIIFHOCTH JKOHOMHYECKHX CIIYy’KO ¥ TOApa3/eNeHHi NpennpusTHit

paznuyHbiX  (GopM  COOCTBEHHOCTH, OpraHU3alfii, BEAOMCTB C Y4Y€TOM TPABOBBIX,
aJIMMHUCTPATUBHBIX U APYTUX OTPaHUYCHUN.
3. Ob6vem oucuyuniunvl
Buowt yueonoit pabomot Dopmut
00yueHus
3aounan
OO0u1asi TPYA0€MKOCTh: 3aU€THBIC ¢IMHHIIBI/YaChl 3/108
KonraktHas pa6ora:




3aHsaTus JICKITMOHHOI'O TUIIA

3aHATHS] CEMUHAPCKOTO TUMA 2
[IpomexxyTounast arrectauusi: 3ader / 3a4yeT ¢ 4
OLIEHKOM / DK3aMeH /

CamocrositesibHas padora (CPC) 100

4. Cooeprcanue oucyuniunvl (MOOyns), CMPYKmMYPUPOGAHHOEe hO memam / pazoenam ¢
YKa3aHuem Omee0eHHO20 HA HUX KOJUYEeCMEa AKAOeMUYECKUX HaACO8 U U006 YUeOHbIX
3aHAmMuUuL

4.1.

4.1.1.

3aounas popma oOydeHHs

Pacnipenenenne yacosB 1o pazaenam/TemMam U BUgaM pabOThI

Ne i/

Paznena/rema

Buabl yueOHoli padoTsI (B 4acax)

KonTakTHas pabora

3auarusa

JEeKIMOHHOI0

THIIA

3ansarus CEMHMHAPCKOI'o TUIIa

Jlexyuu

Hnvie
yuebnbie
3anamus

Ipaxmu
yeckue
3aHAmMUA

pol

Cemuna

Jlabopa
mopHbie
pabomol

Unvle

Camoct
0SITeJIbH
asi
padora

Teopetnueckue
OCHOBBI
JAOKYMCHTUPOBAHUA.
[Tonsitne
AOKYMCHTHUPOBAHUA
YIIPaBJICHUYECKON
JCATCIIBHOCTH.

3aKoHOIATEILHOE
peryinupoBaHue
JIOKYMEHTHUPOBAHMS.
Ilonstue T'OCT,
OCHOBHAas
HOpMaTHUBHAs
JIOKyMEHTAITHSI.
[Ipumenenne I'OCT
IS COCTaBJICHHUS
YIPaBICHUYECKUX
JIOKYMEHTOB.

12

IlonsTrEe CHCTEMEI
OP/]] -
OpraHu3alMOHHO-
MPaBOBOI1
JIOKYMEHTaIUH.
[Topsimok oopmieHHs
YIIPABJICHUYECKUX
JIOKYMEHTOB.

14

Tlonsarue CHUCTEMBI
pacrnopsiIuTeIbHOU

14




JIOKYMEHTAalNH.
[Topsimox odopmiieHus
YIIPaBIECHYECKUX
JIOKYMEHTOB.

[TonsTtue
nH()OPMAITMOHHO-
CIipaBOYHAs
JIOKyMEHTaLUSI.
[IpaBuna cocTaBiaeHuUs.

CTpykTypa KaapoBOM
UH(POPMALTMOHHO-
JIOKYMEHTAI[HOHHOM
CHUCTEMBI. [Topsimok
o opMIIeHUS
KaJIPOBBIX
JTOKYMEHTOB.

12

[TonsTne
JIOKYMEHTO000pOoTA.
OcHoBHBIE  TIpaBUIIA
OpraHu3aIiy padoThI C
JIOKyMEHTaMH.
dopmupoBaHue
XpaHEHUst
JIOKYMEHTOB.
Howmenknatypa gen.

12

Cucrembl
aBTOMAaTU3allnun
JIOKYMEHTUPOBAHUS
YIPABJICHYECKOU
JEATEITHbHOCTH.

10

IIpomesxyTouHas
arrecTauus

Hroro

108

4.2.

[TporpamMma AMCHIUILTUHBI, CTPYKTYPUPOBAHHAS IO TeMaM / pazesiamMm

4.2.1. CopaepxaHue JIEKIIMOHHOTO Kypca

Ne i/

HaumeHoBaHHe TEMbI
(pa3aena) IMCUMILIMHBI

Couepma}me JICKHHMOHHOI'0 3aHATUSA

Teopernueckue OCHOBBI
JOKYMEHTHUPOBAHUA.
ITonstue
JOKYMEHTUPOBAHUSA
yIIpaBIeHUYECKOU
JIeATEIHLHOCTH.

OcHoBHbIE TOHATHS W (YHKIUU JTOKyMEHTUPOBAHMS.
CymHOCT, ¥ OCHOBHBIE 33/1a4d JIOKYMEHTHPOBAHUS
yopaBlieH4Yeckod  gestenbHocTH. Kpatkuit  0030p
UCTOPUM JTOKYMEHTOBEACHHUS U JI€JIONPOU3BOJICTBA.
CoBpemeHnHoe roCcyAapCTBEHHOE peryJiIupoBaHue
JIOKYMEHTAIMOHHOTO oOecrieueHus ynpasienue (JJOVY).
[TonsTue naGOpMaIu 1 UHGOPMAITMOHHBIX PECypPCOB.
[Tonsite ymnpaBieH4yeckod aesTenbHOCTH. OOBEKT U
cyObekT ymnpaBneHus. Ilpsimas u oOpaTHast CBS3b.
[Mpuntuner paboter ¢ aenoBoit mHOpmanueir. TOCT.
Hayunasi opraHmsaiysi ymnpaBJI€HUYECKOTO TpyAa Kak




dakrop noBsIIeHNs 3P PEKTUBHOCTH YIIPABIICHHSI.

Ilonstne cucremsr OPJI -
OpraHU3allMOHHO-TIIPABOBOU

OCHOBHBIE  TOHSTUS ~ AUPEKTUBHOM M  OTYETHOM
uHpopmauuu B cucreMe ynpasienus. CoctaB u

2. nokymeHTanuu.  [lopsiok | Ha3HauYeHHEe OPraHu3alMOHHO-IPABOBOM JOKYMEHTALIUH.
oopmienus 3amaun W (QyHKOUM ~ OpraHU3allMOHHO-TIPABOBBIX
yIIPaBICHUYECKUX JIOKYMEHTOB.  YUpeAWTeIbHblE JOKYMEHTBI. Y CTaB.
JOKYMEHTOB. Horosop. Ilonoxenue. MuHcTpykumu. JIOJKHOCTHBIE

uHCTpYKuuu. CTpyKTypa M IITaTHAasE YHUCIEHHOCTD.
[lratHoe  pacnucanue.  IlpaBuna  cocraBiieHus,
opopmiienus nokymeHToB. PekBusutel. 'OCT.

4.2.2. CopepxkaHue MPaKTUYECKUX 3aHATHI

Ne n/m | HammeHoBaHue TeMbl CoaepixaHue NPaKTHYeCKOI0 3aHATHS
(pa3aeJsia) IMCHUNIMHBI
[lonstue cucrtembl | Crucrema pacnopsiAUTENbHON TIOKyMEHTALUU B CUCTEME
pacnopsAuTEIbHON ynpasieHus. 3anaud U QyHkiuuu. OCHOBHBIE NpaBUIIa

l. JOKYMEHTAIIUH. [Topsinok | cocraBieHus, OPOPMIECHHUS JOKYMEHTOB. PeKBU3UTHI.
odopmiieHus I'OCT. [Ilpuka3zpl 1O OCHOBHOM JE€SATEIBHOCTH.
YIPaBJIE€HYECKUX JIOKyMEHTHI, u3/jaBaeMble B YCIIOBUSIX
JIOKYMEHTOB. KOJUIETHaJIbHOCTH (mocraHoBIIEHUS, pelieHus);

JIOKYMEHTBI, H3/1aBa€Mbl€ B YCJIOBUAX €IUHOJIMYHOTO
HIPUHATUSA peleHui (mpuKassbl, yKazaHus,
pacnopspkenusi).  OOOCOOJIEHHBIH ~ JOKYMEHT — —
POTOKOJ. Buibl, 0coO6GeHHOCTH OOpMIICHUSI.
[Tonstue wuHpopmannoHHo- | CucreMa HHPOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIUU
CrpaBOYHasl JOKyMEHTAIMs. | B cucTeMe ympasieHus. 3agauu u QyHkuuu. IlpaBuia
2. [IpaBuna coctaBieHus. COCTaBJICHHS, odopmITeHUs JIOKYMEHTOB.
WHunmaTuBHBIE JOKYMEHTBI, JIOKJIAJHBIE 3aIMCKH.
OObscHuTenbHble  3amucku. AKThl. [Ipeanoskenue.
CropaBku  ciayxeOHOTO W JIMYHOTO  Xapakrepa.
CnyxxebHble (l1el0Bble) MHUChMA. XapaKTEPUCTUKH.
PaznoBunHocTH. OCOoOEHHOCTH O(GOPMIICHUS. DTHKET
nenoBoro o6meHus. CocraBieHHE JTOKYMEHTOB C
npumenenueM ['OCT.
4.2.3 ConepxaHue caMOCTOSITETbHON paOOThI
Ne i/ HaumeHnoBaHue TemMbl CoaeprxaHue caMOCTOATEILHONH padoThI

(pa3aeJia) AU CHUNIMHBI

TeopeTnueckre OCHOBBI
nokymeHtupoBanus. [lonstue
JOKYMCHTHUPOBAHUA
yIpaBlIeHYeCKON
JESTEIbHOCTH.

OcHoBHBIE IOHATHUS ¥ (PYHKIUU JOKYMEHTUPOBAHHS.
CylHOCTh U OCHOBHBIE 33Jaud JIOKYMEHTHPOBAHUS
yIpaBiIeHYeCcKOi nestenbHOCTH. KpaTkumii  0030p
UCTOPUU JOKYMEHTOBEJICHHMS U JEJIONPOU3BOJICTBA.
CoBpeMEHHOE TOCYIapCTBEHHOE pEryJIMpOBaHHE
JOKYMEHTAI[HOHHOTO  OOecleyeHus  ylpaBlIeHUE
(A0Y). onsitue nadopmanmu 1 WHHOPMAITMOHHBIX
pecypcoB. [loHaTne ynpaBiaeHYeCKON AEATEIbHOCTH.
OO0bekT u cyOnsekT ynpasienus. [Ipsmas u oOpaTHas
cBs3b. [IpuHIMnbl paboTsl ¢ Ae10BOH MHDOPMaIUEH.
I'OCT. Hayunas opraHuzanus YIpaBJI€HUYECKOTO

Tpyna Kak (akTtop moBbieHUsT A(OPEKTUBHOCTH




YIIPaBJICHUS.

3akoHOAaTEIbHOE 3akoHOAaTEIbHOE peryiupoBaHue
peryJInpoBaHue nenonpousBojactea B P®. Buabsl HOpMaTHUBHO-
nokymeHTupoBanus. [lonsitue | cnpaBounoit gokymenramuu. ['OCT. PekBu3uThli,
I'OCT, ocHOBHas O6nanky, yHupunupoBanueie (opmel. IlpaBuna
HOpMAaTHBHAs JIOKYMEHTALIUS. | HAIMCAHUA PEKBU3UTOB, TMOPSJIOK MPUMEHEHHUS.
[Tpumenenne 'OCT nnst TpeboBanus, mnpeabsBISEMble K  OQOPMIICHUIO
COCTaBIICHUS Pa3IMYHBIX BUJOB YIIPABJIEHYECKUX TOKYMEHTOB.
YIPaBIEHYECKUX

JIOKYMEHTOB.

[Tonsitue cucremsr OP/] -
OpTraHU3aIIOHHO-TIPABOBOM

OCHOBHbBIE TOHSATHS JUPEKTUBHOW M OTYETHOM
uHpopmauuu B cucteme ympasieHus. CocTaB U

nokymeHTanuu. Ilopsmok Ha3HA4YCHHE OpraHU3alOHHO-TIPAaBOBOMI
odopmienus JOKYMEHTAIUH. 3anaun u byHKIHN
YIIPABJICHYECKUX OpraHU3alMOHHO-IIPABOBBIX JIOKyMEHTOB.
JIOKYMEHTOB. VYupenurenbHble  TOKyMEHTHL. YcraB. Jlorosop.
[Tonoxenwue. HNucTpykuumu. JIoJKHOCTHBIE
nHCTpyKuuu. CTpyKTypa M IITaTHas YHMCIEHHOCTb.
[lratHoe pacnucanue. IIpaBuia cocraBieHus,
opopmiienus nokymeHToB. PekBuzuthl. [OCT.
[TonsiTHE cucTeMbl Cucrema pacrnopsauTeNIbHOM  JTOKyMEHTAllUH B
pacnopsiAuTENbHON cucteMe  ympaBieHus. 3agaud U QyHKIUH.
nokymenTanuu. Ilopsanok OcHOBHbIE TIpaBWJIa COCTaBJIEHUS, OQOPMIICHUS
odopmIiieHus nokyMmeHToB. PexBusutel. I'OCT. Ilpukaser 1o
YIPABJICHYECKUX OCHOBHOW JI€ATEIBbHOCTH. J[OKYMEHTBI, H3/1aBacMble
JIOKYMEHTOB. B YCIOBHSAX KOJUICTHAIBbHOCTH (TIOCTaHOBJICHUS,

perieHus); JOKYMEHTBI, H3JaBacMble€ B YCIOBUSIX

€IMHOJMYHOTO  TPHHATUS  pelieHWid  (MPHUKa3bl,
yKa3aHus, pactopspKeHus ). 0O060co0IeHHBIIH
JOKYMEHT — TIPOTOKOJN. Bumel, 0coOeHHOCTH
oopMIICHHUSI.
[TonsTre undopmanoHHo- Cucrema MH(OPMALIMOHHO-CIIPABOYHON
CIpaBOYHAS IOKYMCHTAITHS. JOKYMEHTAIlM! B CHUCTEME YIpaBiCHHs. 3aladyd W
[IpaBuna coctapneHus. ¢bynkiun.  [IpaBuna cocraBneHus, 0QOpMICHUS
JIOKYMEHTOB. NuumaTuBHBIC JIOKYMEHTHI,

noknagHbele  3amucku. OOBSCHUTENbHBIE 3aMUCKH.
Axtel.  Ilpennoxenue. CrpaBKu CIy>KeOHOTO U
TUYHOTO Xapakrepa. CiyxeOHble (J1eT0BbIe) MUCHMA.
Xapakrepuctuku. PasznoBugHoctH. (OcoOeHHOCTH
odopmIIeHuS. OTUKET  JEeNOBOTO  OOIICHHUS.
Cocranenue qokymeHToB ¢ nmpuMmenenrem 'OCT.

CrpykTypa KaapoBoi
MH(GOPMaILMOHHO-
JIOKYMEHTaIlMOHHOMN
cuctemsl. [Topsook
oopMIIeHHsT KaAPOBBIX
JIOKyMEHTOB.

[lonsiTME M CTPYKTypa IEPCOHANbHBIX JIaHHBIX.
HopmatuBnass 0aza. Hasnauenme u  cocTaB
JIOKYMEHTOB 1o JUYHOMY COCTaBy.
YHubunupoBanHsie GOpMBI.

OCHOBHBIE PEKBU3UTHl JTOKYMEHTOB U IpaBWJIA UX
opopmrenus. l[lopsmox neiicTBuii U odopmieHuUs
JOKYMEHTOB MpU NpuéMe Ha paboTy, YBOJIbHEHUH,
MIEpEBOC Ha JPYIyK JOJDKHOCTh, OTHPABICHUM B
KOMaHAMPOBKY. TpyaoBOi AOroBOp, IpPHKa3bl IO
JUYHOMY COCTaBY, TPYAOBbIE KHWKKH, JINYHOE JIETIO,
JIMYHAas KapTOUKa.




[onsarue noxkymeHnToo0O0poOTA.
OCHOBHBIE TpaBUJIa
opraHu3aiuu paboTsl ¢
JIOKyMEHTaMH.
DopMUpPOBaHHUE XPAHECHUS
nokymeHToB. Homenknarypa
hiS)

OcCHOBHBIE  TIOHSTHS, TPUHIUIBI H  MpaBUia
opraHm3zaliui  J1IoKymeHroobopota. HopmarusHo-
METOAMYECKU  perjiiaMeHT  JIOKYMEHTOOOOopoTa.
[IpssMmoTOYHOCTD JBUKCHUS JIOKYMEHTOB.
Knaccugukamuss 10OKyMEHTONOTOKOB. Bxomsmue,
UCXOJIINEe W BHYTPEHHHE IOKyMeHTH. IlpaBuina
00paboTku noKyMeHTauuu. OpraHuszanus TeKyLIeTo
XpaHeHus Jen, npaBwia U cpokd. [loHsTHe
KoH(puaeHansHOoCcTU. HoMeHknatypa nmen, oOuue
TpeOoBaHus, BuAbl HoMeHKiIatyp. CocraBieHue
HOMEHKJIATyphl Jien. @opMupoBanue u opopmieHHE
nen. Cucremaruszanus — JOKYMEHTOB B Jele.
Xpanenue nen. [loaroroBka JOKyMEHTOB K Iepeaye
Ha apXMBHOE XpaHEHHUE.

CucreMsl aBTOMaTu3anuu
JIOKYMEHTUPOBaHUS
YIIPaBJICHYECKON
NESITEIbHOCTH.

WudpopmanioHHbIE  TEXHOJIOTMM B CHUCTEME
JOKYMEHTUPOBAHUSI YIIPABICHYECKON JEATEIIEHOCTH.
O030p aBTOMATH3MPOBAHHBIX  HMH(OPMAIIMOHHBIX
CHCTEM JICJIONPOM3BOJCTBA. BBIOOp TEXHHUYECKUX
CPEACTB MPHU KOMIBIOTEPU3ANU JTOKYMEHTHPOBAHUS
YIPaBJICHYECKOH  JCATENBHOCTH.  DICKTPOHHOE
MPAaBUTEILCTBO. MeToabl 3aIuThl  MHPOpPMALUH,
AIEKTPOHHO-ITU(pOBast MOJIITHCH (BUIT),
Qg poBaHue.

5. ®ono ouenounvix cpeocme 01A  NPOBEOCHUA  NPOMENCYMOUHOU  ammecmayuu

odyuarowuxca no oucyunaune (Mooyno)

[IpemycmoTpeHnbl

JUCLUITINHEL:

DoHA OlLIEHOYHBIX CpCACTB 1A IIPOBCIACHUA HpOMCH(YTOqHOﬁ aTTcCTanuu 06yqa101u1/1xc>1

ClIeyIoIlie BUIBI

- TEKYLIUA KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXKYTOYHASI ATTECTAIMSI O0YYAIOIIUXCS IO TUCITUILTHHE

o muctmunHe opopmien 8 MPHJIOKEHHUHU k PABOYEN [TPOT'PAMME JIUCLIUITIVHbI

Texymuii KOHTPOJIb YCIIEBAEMOCTH OOCCIICUMBACT OIICHUBAHHME XOJIa OCBOCHHS

JAUCIHUILIMHBI B IIPOLECCE O6y‘IeHI/I$I.

5.1 Ilacnopm ghonoa oyenouHwvlx cpedcms O0isi NPOBeOeHUss MeKyujell ammecmayuu

no oucyuniuxe (Mooyirw)

J‘l&KonTponnpyeMme Kon HaumeHoBaHMe OLIECHOYHOI'0 CPeaCTBA
n/m | pasgenasl (TeMbl) KOHTPOJIMP
yeMoii
KOMIIeTEeHI]
UM
1. | Teopernueckue [Ipobnemuble 3amauu, CUTyallMOHHbBIE 3aJauH,
OCHOBBI TCCTUPOBAHUC
JOKYMEHTUPOBAHUS.
[TonsTne IK-10
JIOKYMEHTHUPOBAHUS
YIIPaBJICHYECKOMN
JESATEIbHOCTH.

KOHTPOJIA Kad4eCTBa OCBOCHUSA KOHerTHOfI




3aK0HOATEIIHFHOE
peryiupoBaHue
HOKYMGHTI/IPOB aHusd.
ITorsatue I'OCT,
OCHOBHas
HOpMAaTHBHAs
JIOKyMEHTAaLUA.
[Tpumenenne T['OCT
JUJISL OCTaBJICHUA
YIPaBICHYECKUX
JIOKYMEHTOB.

IIK-10

HpO6JIeMHLIe 3aaa4yv, CHUTYyallMOHHBLIC 3a/1ayvu,
TECTUPOBaHHE

[TonsiTue CUCTEMBI
OP[ -
OpraHU3alMOHHO-
IIPaBOBOM
JOKYMEHTAIIIH.
ITopsnox

oopmMIIeHUS
YIPaBICHYECKUX
JIOKYMEHTOB.

IIK-10

[IpoGnemMHbIe 3a1a4K, CUTYaIlMOHHBIC 3a/1a4H,
TECTUPOBAHUE

ITonsTHe CUCTEMBI
pacnopsaIuTeIbHON
JIOKYMEHTAIWH.
ITopsiaok

odopmiteHus
YIIPaBICHYECKUX
JIOKYMEHTOB.

[IK-10

[IpoGnemHusble 3a1aun, CUTyallMOHHBIE 3a/1a4H,
TECTUPOBAHUE

[TonsaTue
WH(POPMALMOHHO-
CIpaBOYHAs
JOKYMEHTaIA.
IIpaBuna
COCTABJICHMSI.

IIK-10

[TpobnemHble 3amauu, CUTyallMOHHBIE 3ajauH,
TECTUPOBAaHUE

Crpykrypa KaapoBoi
MH(pOpPMaLMOHHO-
JOKYMEHTallMOHHOMN
cuctemel.  llopsamok
odopMIIeHUS
KaJIpOBBIX
JIOKYMEHTOB.

IIK-10

[Ipobnemuble 3amauu, CUTyallMOHHbBIE 3aJauH,
TECTUPOBAHUE

[TonsiTne
JOKYMEHTO000pOTa.
OcHOBHBIE  mpaBHIIa
OpraHuszanyu padoTh
c JOKYMEHTaMH.
®opMupoBaHue
XpaHeHUs
JOKYMEHTOB.
Howmenknatypa gen.

[IK-10

[IpoGnemHbIe 334K, CUTYaIlMOHHBIC 3a/1a49H,
TECTUPOBAHUE

CucreMbl
aBTOMATU3ALUU
JIOKYMEHTHUPOBAHHMSI

IIK-10

HpO6JIeMHLIe 3aaa4u, CUTYallUOHHLIC 3a/1a4u,
TECTUPOBaHHE




YIIPABJICHUYECKOU
JESITeNbHOCTH.

5.2 Tunosvie KOHMPOJIbHLIE 3A0AHUS UAU UHbIE MAMepuaibl, Heobxooumvie O
OUCHKU 3HAHUL, VMEHUL, HABLIKOE U (UNU) ONbIMA_0eamelbHOCHU 6 NDPOUECCe MEKVULe20

KoHmpoJii

TunoBble CUTyallHOHHBIE 32/1a4M:
3aoaua 1

CocraBbTe npuka3 no ocHoBHOH aestenbHOCTH OO0 «CosHEUHBIN» O CPOKaxX U MOPSAKE
NPOBEJCHUS BHIOOPOYHOI MHBEHTApH3AIMU HMYIIIECTBA Ha CKIIaJe.

3aoaua 2

Odopmure crmpaBKy O TOM, YTO BHI SIBIISIETECh CTYACHTOM 2 Kypca 3KOHOMHYECKOTO
¢dakynbrera MOCKOBCKOTO MEXIyHApOJIHOTO yHHBepcuTeTa. OTMEThTE, YTO BBl YYHUTECh IO
HAIPABIICHUIO MTOJATOTOBKH «MEHEKMEHT» TI0 3a09HOH (hopMe 00yUdeHUsI.

3aoaua 3

Odopmure ciy’)keOHYIO0 3alHCKy pPYKOBOJHTENS CTPYKTYPHOTO TOApA3ICNCHHUS O
HEOOXOJUMOCTH HAIPaBJICHUA COTPYJHHMKA B KOMAaHAMPOBKY JJI 3aKJIIOYEHHS JOTOBOpA.
CBenieHus JONOJIHUTE CAMOCTOATEIBHO

Tunosbie NpodeMHbIE 3a1a41:
3aoaua 1

CocTaBbTe IPOTOKOJ 3acCeaHMs COBETa TUPEKTOPOB aKIMOHEepHOro obmectBa «CtaHaapT»
O CO3bIBE BHEOUEPETHOro OoOIIero coOpaHMs aKIMOHEPOB, HA KOTOPOM NPUHSUIM PELICHHE O
CO3bIBE COOpaHUs U ONPEEIUIIN AaTy NPOBeACHU, (JOpMY, BpeMs U MECTO ITPOBEJCHHS COOpaHusl.
Bbu1 yTBEpXk/IE€H CIMCOK AaKIMOHEPOB, HMMEIOIIMX MPaBO HA Y4YacTHE, TEKCT COOOIIEHUS O
MPOBEJICHNH cOOpaHus (yKas3aTb, YTO MpUiiaraeTcs) miaH-rpauk MeponpusiTHil MO MOArOTOBKE K
NpoBeeHUI0 coOpaHus (mpuiiaraercsi). PeKkBU3UTHI JOKyMeHTa O(OpPMHUTH B COOTBETCTBHM C
MTOJIOKEHHUSIMU JIEHCTBYIOIIETO 3aKOHOAaTeNbeTBa U ¢ TpeboBanusmu ['OCT.

3aoaua 2

Cocrasbte rapaatuiinoe mucbMo OAO «Mymetumuiacy k OAO «3Be3nal23» 06 okazaHuu
MOMOIIIM B YCTAHOBKE M HAJIAJIKe 000PYAOBaHHSI BBIYUCIIUTEIILHOTO IIEHTPA.

3aoaua 3
CocraBbTe MpUKa3 IO pe3yJibTaTaM IMPOBEPKA B XOJ€ HMHBEHTApHU3AIMW MaTepPUATbHBIX

uenHocteil B cpenneit mkosne Nel11ADB r. Mockssl, npoBeaenHoi ¢ 10.09.2019 no 20.09.2019. B
pe3yJibTaTe MPOBEPKHU OBLTH BBISIBICHBI HeJoCcTaTKA. Heo0X0aquMO MOBBICUTE KOHTPOJIb yUUTEIICH



3a COXPAaHHOCTBIO MIKOJIbHOT'O O60py,[[OBaHI/I$I, AKTUBU3HUPOBATH pa60Ty C ydalmmuMucd 110
BOCIIMTAaHUIO Y HUX 6epe>I<Hor0 OTHOLICHUSA K UMYIIICCTBY.

TunoBbie TeCTLI

1. CmyxeOHBIN JOKYMEHT, KOTOPBIA COACPKUT MPEIOKECHUE O HA3HAYCHUH Ha
JOJKHOCTB, MIEPEBOJIC HA IPYTYIO TOJDKHOCTD (paboTy) WK MOOIMIPEHUH (Harpase,
MIPEMUPOBAHNH) COTPYTHUKA OPTaHU3AIINN HA3BIBACTCS:

A). okI1aiHas 3aMucKa;

b). npuka3 no 1MmuHOMY COCTaBY;

B). mpuka3 no aiMUHUCTPATUBHO-XO35ICTBEHHBIM BOIIPOCAM;

I'). npencrasnenue.

2. B nu4Hyr0 KapTOUYKYy COTPYAHUKA HE 3aHOCST CBEICHUS:

A). 0 BOMHCKOM yYEeTe;

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

I'). 0 cemeitHOM MOJI0KEHUH.

3. Kakas gara sBisieTcst AaTON IPUKA30B, MHCEM, CIIPABOK:
Bribepure ouH OTBET:

A) nara yTBepKJIeHuUs

B) nara 3aguKCHUpOBaHHOTO B JOKYMEHTE COOBITHS

B) nata cornmacoBanus

I') nata noanucanus

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

A) nmoamnuch

b) nomxHOCTH JTHI1a, BU3UPYIOMIETO TOKYMEHT
B) meuats opranuzanuu

) nara

5. I[Ipotokon HeoOXoaUM 7151 OPOPMIICHUS:

A) KOJIJIEKTUBHOTO PEIICHUs COOpaHUs

b) nomxHOCTH NHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) mpuéma, nepeBojia v yBOJIIbHEHUSI COTPYTHUKOB OPTaHU3AINH

6. HomenkuaTypa Jies npeacTaBisieT COOOM:

A) criMCcOK 3arojIoBKOB (HAMMEHOBAHUIN) J1eJ1, 3aBOJMMBIX HA MPEANPHUITHH C yKa3aHUEM UX
CPOKOB XpaHEHUs

b) rapanTuiinbie mucbMa opraHu3auu

B) rpud yTBepkIeHUs pyKOBOAUTENS OpraHU3auu

') cpoku XpaHeHUs TOKYMEHTOB

7. Kakue 3 mpuBEICHHBIX HIDKE BXOISAIINX 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 CBS3U TPEATIPHUSITHUSA:
A). onpenensioT JeIeHHe TOKYMEHTOB Ha BHEIIIHHUE U BHYTPCHHHUE;
B). He paccMaTpuBarOT B KaYeCTBE KPUTEPHS, ONIPEICIISIONIETO TUIT TIOKYMEHTA;
B). He uMeroT 3HaUEHUs B OpraHU3alvy MIPOU3BO/ICTBA;

10. PexBU3UT — 00s13aTENbHBIN 3JIEMEHT:

A) npucyimuit onpesieneHHOMY BUIY J0OKYMEHTAa;

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

11. K cipaBo4HO-OpTraHU3allMOHHBIM JJOKYMEHTaM HE OTHOCHUTCSI:
A) nenoBoe MUCbEMO

b) mpukas

B) noxnamnast 3amucka

I') ycras

12. Kakoii By nuchbMa JOHKEH COJEPKAaTh PEKBU3UT HAMMEHOBAHUS BUJIA JJOKYMEHTA:
A) no3/1paBUTENHbHOE MUCHMO

b) pexnamanus

B) rapantuiitHoe 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 10KyMEHTaM

15. BeiOepuTe npaBUIBHBINA OTBET: OTEUYECTBEHHOE JAETIONPOU3BOICTBO MPOIILIO
CJIETyIOIINE FTalbl:

A) IpuKa3HOE J1eJI0NPOU3BOJICTBO;

b) xonnexckoe 1enonpon3BoACTBO;

B) MuHHCTEpCKOE 1EIONPOU3BOICTBO;

') Bce OTBETHI BEPHHBI.

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

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

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



2. 3aJ]aHusl, KOTOPBIE JONOJIHAIOT TEOPETUUYECKHE BOMPOCH (MPAKTUYECKUE 3aJlaHus,
3aaHusl VI CAMOCTOSITENIbHOM PabOThI, TECTHI).

Beinonnenne Bcex 3aiaHuil  sBiISETCS HEOOXOAMMBIM A1 (POPMUPOBAHHMS M KOHTPOJIS
3HAHWH, yMEHUH U HaBBIKOM. [103TOMY, B Cilydae HEBBIOJHEHHS 33JaHUN B Mpoliecce 00yUYeHHs,
UX HEoO0XOIMMO «OTpaboTaTb» 10 3aueTa (dk3aMeHa). Bunx 3amaHuii, KoTopble HEOOXOIUMO
BBINIOJTHUTD JJIS1 JIUKBUJALUHU «33J0JDKEHHOCTH» ONPENENIeTCs B MHAMBUAYAIbHOM MOPAIKE, C
Y4€TOM NPUYHMH HEBBIIOJHEHMSL.

1. TpeGoBaHnue K pelIeHHI0 CHUTYallUOHHOW, NpoOJeMHONH 3amxauM (Kekc-

U3MepUTeJIn)

CTyneHT JOKEH yMEThb BBIJCNIUTh OCHOBHBIE IOJIOKEHHS W3 TEKCTa 3aJauM, KOTOphIE
TpeOyIOT aHaiM3a U CIy>KaT yCIOBUAMH pemieHus. Mcxoas U3 mocTaBlieHHOrO BOIIpoca B 3a/1aye,
MOTBITATHCSI MAKCUMAJIBHO TOYHO OIPENETUTh MPOOJIEMY M COOTBETCTBEHHO PEIINTH €€.

3ama4yy TOJDKHBI PEIIAThCS CTYJEHTAMM NMHUCBMEHHO. [Ipu pemeHun 3amad Takke BaXkKHO
MPaBWIBHO c(POPMYIIMPOBATH U 3aMMCATh BOMPOCHI, HAYMHAS ¢ OoJiee 00IUX U, KOHYAsk YaCTHBIMH.

Kpumepuu oyenueanuss — OLEHKAa yUUTBIBAET METOIBI M CPEICTBA, UCIIOJIB30BAHHBIE IIPU
peLICHUH CUTYallMOHHOM, MPOOJIEMHO 3a/1a4H.

OneHka «8vinoiHeno» CTABUTCS B Cllydyae, €clu OOyJaroIMICs MOoKa3all MOJIOKUTEIbHbIE
pe3yJIbTaThl B MPOLIECCE PELICHUS 33Jayd, a UMEHHO, Korja OOy4aroIuics B LIEJIOM BBIIOJHUII
3ajjaHue (pemmi 3aj1ady), MCIOJb3ysl B MOJHOM 00beMe TEOPETUYECKHUE 3HAHUS U MPaKTHYECKUe
HaBBIKH, ITOJIy4EHHbIE B IIpOIiecce 00yUEHHUS.

OneHKa «He 6blnonHeHo» CTaBUTCS, €CIM 00yJaroIIniiCs He BBITOJIHUII BCe TPEOOBaHMUS.

2. TecrupoBanue

SBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM 00YYaroMIMXCs IO JUCIUILTHHE.

Kpumepuu oyenusanus — npaBWIbHBIA OTBET HA BOIIPOC

O11eHKa «0mauYHO» CTAaBUTCS B Cllydae, €Cu MpaBWIbHO BeINOJHEHO 90-100% 3amanuii

OreHKa «xopouioy CTaBUTCA, €CITU MPABUIIHLHO BBITIOTHEHO 70-89% 3ananuit

OrueHka «yoosnemeopumenbHoy» CTaBUTCS B Ciydae, €ClU MPaBUIBHO BbIMOMHEHO 50-69%
3aaHuM

OneHka «HeyoognemeopumenbHoy» CTaBUTCS, €CIU MPAaBHIBHO BhIONHEHO MeHee 50%

3alaHuM

6. Ilepeuenv o0cHO6HOU U OONOJTHUMENbHOU YUeOHOU Jumepamypovl, He00X00UMOou 0.
0C80eHUs OUCUUNTIUHBL (MOOY5)

6.1 OcHosHas yueonas 1umepamypa

1. Kyzuenosa, 1. B. [lokymeHTHpOBaHHE YyNpPaBICHUYECKOW NEATEIBHOCTH : Y4YeOHOE
nocobue s 6akanaspos / M. B. Ky3nenosa, I'. A. XauarpssH. — Mocka, CapaToB :
HamxoB u K, Ait IIlu Op Memua, 2017. — 240 c. — ISBN 978-5-394-02780-2. —
Tekct : anexkTpoHHbIN // DnekTpoHHo-O0nbroreunas cucrtema IPR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/59274.html

2. Adonromkuna, O. . JlokyMeHTHpOBaHHUE YIPABICHYECKON NEATEIHHOCTH : yueOHOe
nocooune / O. U. Adontomkuna ; non pemakmuein B. U. IlycroBas. — benropon :
benropoackuii rocynapcTBeHHbI TexHonorndeckuit ynuepcuter uMm. B.I'. IllyxoBa,
ObC ACB, 2017. — 111 c¢. — ISBN 2227-8397. — TekcT : 3NeKTPOHHBIA //
OnektpoHHo-OnOmoreunas cucrema IPR BOOKS @ [caiit]. — URL:
http://www.iprbookshop.ru/80510.html



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

3. Cumonsan, P. . JlokyMeHTannoHHOe oOecreyeHHe 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-
OoubmoTeuHas cucremMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 [lononnumenvnas yuebnas aumepamypa:

1. KysnenoBa, M. B. JlokyMeHTallOHHOE oOOecTeueHne YIPaBICHUS TEePCOHATIOM
yueOHoe nmocooue s Oakanaspos / M. B. Ky3nenosa, I'. A. XauatpsiH. — 2-e¢ uzn. —
Mocksa : Jlamkos u K, Ait [1lu Op Meaua, 2019. — 220 c. — ISBN 978-5-394-03124-
3. — Texkct : snexkTpoHHBINA // DnekTpoHHO-OMOMMoTeyHas cuctema [PR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru/83142.html

2. CaraeBa, /[I. M. CucreMa MeHEI)KMEHTa KayecTBa: YIIPaBICHUE JTOKYMEHTHPOBAHHOMN

uHpopmanmeit : yuebHoe mnocodbme / JI. M. CaraeBa. — CaparoB : By3zoBckoe
oOpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — TekcT : 37€KTPOHHBIN //
OnekTpoHHO-OmMOMuMoreuHas cucrema [PR BOOKS : [caiit] — URL:

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

6.3. Ilepuoouuecxkue uzoanus

1. TocynapctBeHHas ciysx06a u kaapsl. ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

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

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

7. Ilepeuenv pecypcoé ungpopmayuonno-menekommynukayuounou cemu "Humepnem'
(oanee - cemv "Hnumepnem''), neooxooumuix 011 oceoenus oucyuniunvl (Mooyis)

denepanbHOE apXUBHOE areHTCTBO http://archives.ru/

CaliT o kagpoBOMy JeJI0NpPOU3BOACTBY https:/www.kadrovik-praktik.ru/
CnpaBoyHo-mipaBoBasi cuctema «Koncynbrant [Tmoc» www.consultant.ru
WNudopmannonno-npaoBoii moprain «["apant» http://www.garant.ru
DneKTpoHHbIE O(hUCHBIE CHCTEMBI http://www.eos.ru

MRS

8. Memoouueckue yxazanus 011 00y4aroumiuxcsa no 0C80eHU OUCUUNIUHBL (MOOY1)

VYcnenHoe 0CBOEHHE JaHHOTO Kypca 0a3upyeTcsl Ha palliOHaIbHOM COYETaHUU HECKOJbKUX
BUJIOB Y4eOHOU JEATEIHOCTH — JICKIIUH, CEMUHAPCKUX 3aHATHI, CAaMOCTOSATENbHONW paboThl. [pu
3TOM CaMOCTOATENBbHYIO padoTy cileqyeT paccMaTpuBaThb OJHUM W3 TJIaBHBIX 3BEHBEB
MOJTHOIIEHHOTO BBICHIETO OOpa30BaHMs, HA KOTOPYIO OTBOAMTCS 3HAUMTENbHAS 4YacTh Y4eOHOTO
BpPEMEHH.

Bce Buapsl 3aHATHIl TpoBOAATCA B (GOpME OHJIAHH-BEOMHAPOB C  HCIIOJIB30BAaHHEM
COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTUH (HAJIMYMe MPEe3eHTaluu U popyMa Juist 00CYKACHUA).
B mponecce u3ydeHMs IUCLMILIMHBI CTYICHTBI BBIIOJHSAKOT IPAKTUYECKUE 3aJaHUA U
IIPOMEXYTOUYHBbIE TeCTbl. KOHCYIbTMpOBAaHME IO M3y4aeMbIM TEMaM IPOBOJIUTCS B OHJIAMH-
peXuMe BO BpeMsi IIPOBeIeHHsI BEOMHAPOB U Ha (hopyMe AJisi KOHCYIbTalUH.
CamocrosTenbHas paboTa CTyICHTOB CKJIAIbIBACTCS U3 CIEAYIOLUIMX COCTABISAIONINX:
- paboTa C OCHOBHOW M JONOJHHUTENBHOW JHUTEPATypOi, C MaTepualaMd HHTEpPHETa H
KOHCIIEKTaMH JICKLIAH;


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

- BHEAYJIUTOpHAs MOATOTOBKa K KOHTPOJIbHBIM ~ paboTaMm, BBIMOJTHEHHE JIOKJIA/I0B,
pedepatos;

- BBITIOJTHEHHE CAMOCTOSTENIBHBIX MMPAKTHYECKUX PadoT;

- MOJrOTOBKA K AK3aMEHaM (3a4eTaM) HEMOCPEICTBEHHO Mepesl HUMHU.

Jlis mpaBUIBHOM OpraHu3anuu  padOThl HEOOXOIUMO YYHUTHIBATH MOPSIOK WU3YyYEHUs
pa3AenoB Kypca, HaXOAIIUXCS B CTPOroil JJOTMUECKOHN mociienoBaresibHOCTH. [loaToMy xoporee
YCBOEHUE OJIHOM YacTU JUCUMUIUIMHBI SIBJISIETCS MTPEANOCBUIKOW IS YCIEIIHOTO Iepexoja K
cienyromen. 3aianus, MpoOIeMHbIE BOIPOCHI, IPEATI0KEHHBIE 1711 N3YUYECHUS AUCUUIUIMHBI, B TOM
yuclie€ W JUIsl CaMOCTOSITENIbBHOTO BBIMOJIHEHUS, HOCIT MEXIUCIUIUIMHAPHBIA XapakTtep H
0a3upyroTCs, MpEXJIEe BCEro, Ha MPUYHMHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIIOHEHTaMHU
OKpY>KaloIlero Hac Mupa. B Teuenue cemectpa, HEOOXOJUMO MOATOTOBUTH pedepatsl (IPOEKTHI) C
HCIOJIb30BaHUEM PEKOMEHYeMON OCHOBHOM M JTOMOJIHUTEIbHOW JUTEpaTyphl U claTh pedepaTs
JUIsl TIPOBEPKHU TpernojiaBareito. BaxkHbIM COCTaBISIONIMM B M3YYEHUHU AAHHOTO Kypca SIBIISETCS
pellleHrne CHUTYaIlMOHHBIX 3afady M paboTa HajJ MpoOJIEeMHO-aHATUTHUYECKHUMH 3aJaHUSIMHU, YTO
MpeAnoaaraeT 3HaHue COOTBETCTBYIOIIEH HAYYHON TEPMHUHOJIOTUU U T.J.

Jlig nydiiero 3almoMHMHaHUS MaTepuana LeiaecooOpa3HO HCIOJIb30BaTh HWHAWBHyalIbHbIE
OCOOCHHOCTH W pa3Hble BUIbI MAMSTH: 3PUTEIBHYIO, CIYXOBYIO, aCCOIUATHBHYIO. Y CHEIIHOMY
3alIOMMHAHHUIO TAKXKe CITOCOOCTBYET MPHUBEIACHUE SPKUX CBUIACTEIBCTB M HATJSIHBIX MPUMEPOB.
Y4eOHbIif MaTepuan J0JKEH OCTOSIHHO TOBTOPSITHCS M 3aKPETIISATHCS.

[Ipu BBIMOTHEHUHU TOKJIAJ0B, TBOPUECKHX, HH(POPMAIIMOHHBIX, UCCIIEIOBATEILCKIX MPOSKTOB
0coboe BHUMaHHUE ClelyeT o0pamath Ha OJ00pP UICTOYHUKOB MH(POPMAIIUN U METOJUKY PaOOTHI C
HUMH.

Jliia ycrienHoi cjaun sK3aMeHa (3a4eTa) peKOMEHIyeTcsl COOMI0AaTh CIeIyIOIIHe MpaBuiia;

1. IloaroroBka K 3K3aMeHy (3a4eTy) AOKHA MPOBOJIUTHCS CHUCTEMATHUECKH, B TEUEHHE BCETO
ceMecTpa.

2. VlHTeHCUBHAs MOATOTOBKA JOJKHA HAYAThCS HE MO3AHEE, YEM 3a MECHI] JI0 3a4eTa.

3. BpeMsi HEMOCpeICTBEHHO Mepes] SK3aMEHOM (3a4eToM) JydIlle MCIOJIb30BaTh TaKUM 00pas3oM,
YTOOBl OCTaBUTh IMOCIETHUN JeHb CBOOOIHBIM JUISI TMOBTOPEHHS] Kypca B LEJIOM, IS
CUCTEMAaTH3allMK MaTepuaia u JopaboTKU OT/IEIHHBIX BOIIPOCOB.

Ha 3adere BBICOKYIO OLIEHKY IMOJIy4alOT CTYJEHTBI, UCIOJIb3YIOLIUE TaHHbIC, MTOJyYECHHbIE B
MIPOIIECCE BBIMOJHEHUSI CAMOCTOSTENILHBIX PaboT, a TakKe UCTOIB3YIONINEe COOCTBEHHBIE BBIBOIBI
Ha OCHOBE M3yYE€HHOT0 MaTepHaa.

Y4uuThIBas 3HAYUTETBHBIA 00BEM TEOPETUYECKOTO MaTepualia, CTYIACHTaM PEKOMEHIyeTCs
pEryJIsIpHOE MOCeIIeHUE U MOAPOOHOE KOHCTIEKTUPOBAHHE JICKIIUH.

9.  Ilepeuenv uHPOPMAYUOHHBIX MEXHOI02UI, UCHONALIYEMBIX RHPU  OCYULECMEIEHUU
obpazoeamenvrno20 npoyecca no oucyuniune (Mo0ysio), 6K104Uan nepeuenb npozpammHozo
obecneuenHus u UHGOPMAYUOHHBIX CRPAGOUHBIX CUCHIEM (RPU HeOOX00UMOCmUL)

1. TepMHUHANIBHBIN cepBep, MPEAOCTABISIIONIMM K HEMY JIOCTYI KiineHTaM Ha 6a3ze Windows
Server 2016
2. CewmeiictBo OC Microsoft Windows
3. Libre Office cBo60HO pacnpocTpaHseMblii OUCHBIN TaKeT ¢ OTKPBITHIM UCXOTHBIM KOJIOM
4. WndopmannonHo-crnpaBoyHas cucrema: Cucrema Koucynerantllmoc (MubopmannoHHbIN
KOMIIJIEKC)
5. UndopmarimonHo-npaBoBoe obecrieueHre ['apant: DIeKTpOHHBIA MEPUOANUECKUNA CITPABOYHUK
«Cuctema TAPAHT» (BI1IC «Cuctema TAPAHT»)
6. ArTuBupycHas cucrema NOD 32
7. Adobe Reader. JIuniensust nporpuerapHasi CBOOOIHO-pacpocTpaHseMast.
8. OnexTpoHHasi cucrtema auctaHMoHHOTO 00yueHHst AHOBO «MOCKOBCKUN MEXTyHApPOIHBIH
yHuBepcuteT». https://elearn.interun.ru/login/index.php



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

10. Onucanue mamepuanbHO-MEXHUYECKOU 0a3bl, HEOOXO0UMOU OA  OCYULECMEICHUA
o0opazoseamenbHo20 npoyecca no oucyunaune (Mooyno)

1. KOMIIBIOTEPHI MEPCOHATIBHBIC JIJIS IPENOJaBaTENEeH C BBIXOJIOM B ceTH HTEpHET;
2. HAYIIHUKY;

3. BeOKaMephl;

4, KOJIOHKH;

5. MUKPO(]OHBI.

11. 06pa308ameﬂbubte MmMExXHO102uU, UCNOJ1b3yemble npu oceoenuu Oucuunﬂuubl

JIJist OCBOEHUS TUCITUIUTMHBI UCTIOIB3YIOTCS: TPAJAUIUOHHBIC (POPMBI 3aHATHH — JICKIIHH
(TUIIBI IEKIIUH — YCTAaHOBOYHAS, BBOJHASI, TEKYIIas, 3aKIIOUUTENbHAS, 0030pHAast; BUABI JICKIIHA —
mpoOJIeMHasi, BU3yallbHAs, JICKIUS KOH(PEPCHIHs, JICKIHS KOHCYJbTAIUsA); W CEMHUHApPCKHE
(MpaKkTUYEeCKUe) 3aHATUS B WHTEPAKTUBHBIC (POPMBI 3aHATHI - pellieHHue CUTYallMOHHBIX 3a1a4 U
pa300p KOHKPETHBIX CHTYAIHi, CAMOCTOSATEIbHAs paboTa CTYJICHTOB C YUYCOHBIMH MaTepHaIaMH,
MIPEJICTABICHHBIMU B 3JIEKTPOHHOM cHCTEME O0yUYeHUSI.

Ha yd4eOHBIX 3aHATHUSX UCHOJB3YIOTCS TEXHUYECKHE CpPEJICTBA OOYUYCHHUS:
KOMIIBIOTEP TOKIIOYCHHBIN K ceT MHTepHeT U mporpammoii Opay3epom sl BBIXO/a B HHTEPHET,
MOHUTOp, KOJIOHKH, MUKPO(OH, BeO Kamepa, makeT nporpamm Microsoft Office mist nemoncTpanun
npe3eHTanuid 1 Meanadaitios, MakeT MPorpaMm JUisi MPOBEICHUsT BEOMHAPOB B OH-JIAMH pPEeXUME.
TectupoBanne 00ydaeMbIX MOXET OCYIICCTBIATHCS C HCIOJIL30BAHUEM JJICKTPOHHOW CHCTEMBI
JTUCTaHIIMOHHOTO OOYYEHHUsI, yCTAHOBJICHHON Ha 000PY0BaHUN YHHUBEPCUTETA.

11.1. B ocBoeHnH y4eOHOMH JMCHUILIMHBI HCIOJbL3YIOTCS CJeAylolue TPaAuluOHHbIe
o0pa3oBaTe/ibHbIE TEXHOJIOTHH:

- YTeHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIIUI ¢ UCTIONb30BaHUEM MIPE3CHTALMN 1
TpaHCISAUUEH BBICTYIUICHUS JIEKTOPA,

- CEMUHAPCKUE 3aHATUS AT 00CYKICHHS, AMCKYCCUI U OOMEHAa MHEHUSIMHU C
MCIIOJIb30BaHUEM DJIEKTPOHHBIX CUCTEM KOMMYHHUKaIUH( pOpYyMBbI, YyaThl);

- KOHCYJbTaluu (hopymsl);

- caMOCTOsATeIbHAsI paboTa CTYJAEHTOB ¢ Y4eOHOI INTepaTypoil ¥ MepBOUCTOUHUKAMY;

- MOJITOTOBKA U 00CyX/ieHue pedepaToB (IPOEKTOB), Ipe3eHTAUN (Hay4yHO-
uccienoBaTenbckas padbora);

- TECTUPOBAHUE IO OCHOBHBIM T€MaM JUCLMIIINHBI.

11.2. AKTHUBHBIC 1 HHTEPAKTHBHbIE MeTOABI H GOopMbI 00y4eHHUs!

W3 mepeunst BUAOB: («moszeosou wimypmy, anaiuz HIIA, ananuz npobremuvix cumyayui,
aManu3 KOHKPEMHbIX CUMYayull, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpOPDecCUOHaNIbHOU
OesmenbHOCMU, pa3blepbléanue poiell, meopuecKkas paboma, C8A3aHHAS ¢ 0CB0EHUEM OUCYUNTUHBL,
ponesas uepa, Kpyeulil Ccmol, oucnym, 6ecedd, OUCKYycCUsl, MUHU-KOHepeHyus u Op.)
HCIIOJNIB3YIOTCS CIIETYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPHUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyanvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucCKyccus

- beceoa.

11.3. OcoGenHocTH 00y4eHHsI MHBAJIUAOB M JINL C OTPAHNYCHHBIMH BO3MOKHOCTSIMH
3nopoBbs (OB3)



[Ipu opranuzanuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHU3aluu
B3aWMOJICHCTBHS C MHBAJIHIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0OPOBBS (Iajiee —
uHBaIMAB! U juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAIOTCS aJalTHPOBAHHBIC
IUIT WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIBI U (OPMBI
COIIPOBOKACHUS 00YUEHUS, UCTIONB3YIOTCS CIIEUAIbHbIE TEXHUYECKUE M MPOTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTaHIIMOHHbBIE 00pa3oBaTeIbHBIE TEXHOJIOTUH, obecrieunBaeTcsi Oe30apbepHas cpena
U Tpoyee.

Beibop MeromoB  oOydeHuss oOmpeensercs —colepkaHueM OoOyudeHHus, YPOBHEM
METOAMYECKOTO M MAaTepUalTbHO- TEXHMYECKOrO O0ecledeHusi, OCOOEHHOCTSIMH BOCIIPHUATHUS
y4eOHO MH(OpMAIK CTYJCHTOB-MHBAIHMIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTeabHOM IpoOLieCCe HCHONB3YIOTCS COLUAIbHO-aKTHBHBIE U
pediieKCUBHBIE METOJbI O00Y4YeHMs, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IeJbIo
OKa3aHHs TOMOILIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUH C JIpYyruMHU
CTYZICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOHN TPYIIIE.

[Ipu oOy4yeHun ULl C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBBSI AJIEKTPOHHOE 00y4YeHUe
W JMCTaHIIMOHHBIE 00pa30BaTeNbHBIE TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXXHOCTHh TpHEMa-
nepeaayn HGOpMaIMK B JOCTYIHBIX /Ul HUX (opMax.

OOyJatomyiecss U3 YHCia JIAI ¢ OTPAHUYCHHBIMA BO3MOYKHOCTSIMHU 3/I0POBBSI 00€CTICYCHBI
MEYaTHBIMU M DJIEKTPOHHBIMH 00pa3oBaTelIbHBIMH pecypcaMu B (opMax, aganTUpPOBAaHHBIX K
OTPaHUYCHUSM HX 3/I0POBBSI.
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