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1. Ilepeuens

niaanupyemslx  pes3yiomamoe

o0yuenua no Oucyuniune (MOOysio),

COOMHECEHHBIX C NJIAHUDYEMBIMU pe3)lbmamamM 0C60CHUA 06pa308ameﬂbuoﬁ npozpammbl

Komnerenuus [Inanupyemsle pe3yabTaThl 00y4EHUs 110 JUCIUILIMHE

OIIK-4 3HaTh:
CIIOCOOHOCTBIO - HOpPMBI U IpaBUJAa BEJICHMS IE€PErOBOPOB, COBEINAHUM M ITyOIMYHBIX
OCYILECTBIATD BBICTYIUICHUH,

JIeJI0BOE OOIIIeHNE
U IyOJIUYHBIC

- IOPSAOK OOPMIICHHUS YIIPABICHUYECCKUX JIOKYMEHTOB
- OCHOBBI JICIIOBOT'O OOIICHUS,

BBICTYILICHHS, - BEJICHUsI TIEPErOBOPOB, COBEIIAHUH,
BECTH MIEPETOBOPHI, | - IPaBUJIa BEJCHHUS AETIOBOM MMEPETUCKH,
COBCIIIaHUS, - BUJIBI PETVIAMEHTUPYIOIIUX IOKYMEHTOB YIIPABICHUECKOM JeSITEIbHOCTH;
OCYIIECTBIIATh YMerh:
JICTIOBYIO - BECTH IIEPETOBOPHI,
NEPEnucKy U - 0OpMIIATH YIPABICHYECKHE JOKYMEHTHI,
MOJIICP)KUBATh - TOTOBHTH TIPOBEJICHHUE U TIPOBOMTH COBEUIAHNS,
3JIEKTPOHHBIE - MyOJIMYHO BBICTYIATh
KOMMYHHKAIIHU - OCYIIECTBJIATH JEJIOBOE OOIICHHE,
- IOJIICPKUBATH HJIEKTPOHHbIE KOMMYHUKAIIH;
- IOJIICPYKUBATH JICTIOBYIO ITEPETIUCKY.
Baanern:
- IpaBHJIAMH TIOPSI0Ka ODOPMIICHUS YIIPABICHUECKUX JOKYMECHTOB
- CHOCOOHOCTBIO OCYUIECTBJIATH JEJIOBOE OOIIEHWE U IyOJUYHBIC
BBICTYIJICHHSI, BECTH TEPErOBOPBI, COBEIIAHUS, OCYIIECTBISTH JICIOBYIO
MEPENUCKY U MOAJICPKUBATH HIEKTPOHHBIE KOMMYHHUKALIUH;
-HaBbIKAMH pPa0OThI C JOKYMEHTAaMH, B TOM YHCJIC Ha DJIEKTPOHHBIX
HOCHUTEIISIX, UX CUCTEMaTH3allHH;
[1K-8 3HaTh:
BJIaJICHIEM - METOJIWKY TIOATOTOBKM OPTraHM3AIMOHHBIX M  PacCHOPSIUTEIBHBIX
HaBBIKAMU JOKYMEHTOB, HEOOXOUMBIX JIJIsI 0(OPMIICHHSI PEILICHHI B YIIPABJICHUH,
JOKYMEHTAJIBHOTO | - TIOPSIIOK O(GOPMIICHHST JOKYMEHTOB B COOTBETCTBHUHM C HOPMAaTHUBHOU
oopMIeHUS 0a3oii;
pelIeHuii B Ymern:
YIpaBJICHUU - mpumeHaTh ['OCT i cocTaBiieHUs yIpaBICHUYECKUX JOKYMEHTOB.
OTIepaMOHHON - COCTaBIATh U O(GOPMIISATH OPTraHU3ALMOHHBIE W PACHOPSAUTEIHHBIC
(POM3BOACTBEHHO | IOKYMEHTHI, HEOOXOAHMMBbIC i O(GOPMIICHHS PEIICHWH B YIpPaBICHUU

i) 1esITeIbHOCTH
OpraHu3alui Mpu

OTePalIMOHHOM (TIPOU3BOJICTBEHHON) AEATEIHLHOCTH OpraHu3aIui,
- NPUMEHSTh Ha NPAaKTHKE TOCYIapCTBEHHBIE CTaHAAPTHl U JIpyTUe

BHEJIPEHUU HOPMAaTHUBHO -  METOJMYECKHE  JIOKYMEHTBHI,  PETJIaMEHTUPYIOLINE

TEXHOJIOTMYECKHUX, | OPTaHMU3ALMIO YIIPABICHYECKON NEATEIBHOCTH;

MIPOAYKTOBBIX Baanern:

WHHOBALMH WU -npaBunamu  npuMmeHeHns ['OCT nns  cocraBiieHUs yIpaBJIEHYECKUX

OpPraHU3allMOHHBIX | JOKYMEHTOB.

WU3MEHEHUN - HaBBIKAMM TOATOTOBKM OPIraHMU3ALMOHHBIX M PACIOPSIUTEIBHBIX
JOKYMEHTOB, HEOOXOIUMBIX Ui O(GOPMIICHUS pEHICHU B yNpaBIICHUH
ONEPALMOHHON (TIPOM3BOJCTBEHHON) JEATEIBbHOCTH OpraHu3aluil Ipu
BHEJIDEHUU  TEXHOJIOTMYECKUX,  INPOAYKTOBBIX  WHHOBAlMA WU
OpPraHMU3alMOHHBIX U3MEHEHUH,
- HABBIKaMHU JOKYMEHTHUPOBAHMS KOHKPETHBIX YIIPABICHUYECKUX CUTYALUN;

IK-11 3Hare:
BIIAJICHUEM - CTPYKTYPY KaJpoBod HH(POPMAITMOHHO-IOKYMEHTAIIHOHHON CHCTEMBI.




HABBIKAaMU aHAJIN3a
nHpopmanuu o
(GYHKIMOHUPOBAHU
U CHCTEMBI
BHYTpPEHHETO
JIOKyMEHTOOOOpOT
a OpraHu3alluy,
BeneHusa 0as
JAHHBIX 110
pa3InIHBIM
MOKA3aTeNsIM U
dhopMHupOBaHUS
MH(POPMALIMOHHOTO
obecrnieueHust
YY4aCTHUKOB
OpTaHU3aIMOHHBIX
IIPOEKTOB

- METOOUKY aHanu3a uHpopManuu O (QYHKIMOHUPOBAHUU CHCTEMBI
BHYTPEHHETO I0KyMEHTO000pOTa OpraHu3aIiH,
- METOJMKY BeAeHUs 0a3 JaHHBIX 10 pa3IMYHBIM IIOKa3aTessiM |

dhopmupoBanHms HH()OPMAITMOHHOTO obecrieueHus YYaCTHUKOB
OpraHnU3allUOHHBIX IPOCKTOB;

Ymersb:

- TPUMEHSTH HH(POPMALIMOHHO-CIIPABOYHYIO TOKYMEHTALIUIO

- aHanM3UpoBaTh HMHPOpMAIMIO O (YHKIHMOHUPOBAHUU CHCTEMBI

BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3aIiH,

- BecTH 0a3bl JaHHBIX IO PA3IWYHBIM IOKazaTeiasiM U (HopMHpOBAThH
nHpOpMaLMOHHOE 00ecrieueHNe YIaCTHUKOB OPraHU3allMOHHBIX IPOEKTOB;
Baagers:

- HaBBIKAMHU aHanu3a WHPopManMu O (YHKIMOHHUPOBAHUU CUCTEMBI
BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3aluy,

- HaBBbIKaMHU BC€ACHUA 63.3 AAaHHBIX TII0 PA3JIMYHBIM [IOKA3aTCIIAM U
dhopmupoBaHms WH()OPMAITMOHHOTO obecrieueHus YYaCTHUKOB
OpraHnU3allUOHHBIX IPOCKTOB;

- HaBbIKaMHU pabOThI C TOKYMEHTAMHU.

2. Mecmo oucyunaunst (Mo0y1) 6 cmpykmype o0pa3zosamenbHoil RPOZPamMmol

III/ICI_II/IHJ'II/IHa OTHOCHUTCA K JUCHHUIITIMHAM IIO BBI60py BapHaTHBHOﬁ qaCTu yqe6Horo IJIaHa

OIIOII. /[lanHas [WMCUUMIUIMHA B3auMMOCBA3aHa C JPYTMMH JUCLHMUILIMHAMM,
OpraHu3aluu

«IKOHOMHKA

N3ydenue

TaKMMHU Kak:

(mpenmpustus)», «Mapketunr», «bu3HeC-KOMMYHHKaLUN,

«YTpaBIlIeHHE YEIOBEUYECKUMU pecypcaMm», « byxranrepckuil y4ém».
JUCLMILINHBI IIO3BOJIUT o0yuaromumcs pean30BbIBATh
npodeccHoHaIbHbIE ~ KOMIETEHIMHM B  MPO(ECCHOHATBHON

obmenpodeccuoHaNbHbIE U

JACATCIBbHOCTH.

B dyactHOCTH, BBIMYCKHUK, OCBOMBIIHWI Iporpammy OakajaBpuaTa, B COOTBETCTBHH C

OpraHU3allMOHHO-YIIP aBHCquCKOﬁ,

I/IH(l)OpMaHI/IOHHO-aHaHHTquCKOﬁ BUJaMH JCATCIIBHOCTH,

JOJDKEH OBITh TOTOB PELIATh CICAYIONINE MPO(ECCHOHAIBHBIC 3aJauH:
OP2AHU3AUUOHHO-YRPABIEHYECKAs 0eSAMEIbHOCHD:
- yyactue B pa3pabOoTKe M pean3alii KOPIOPAaTUBHOW U KOHKYPEHTHOM CTpaTeruu
OpraHu3alyH, a TAKXKe (PYHKINOHAJBHBIX CTPaTeruii (MapKETUHIOBON, GUHAHCOBOIA, KaIpOBOi);
- yyactue B pa3pabOTKe M pean3aliii KOMIUIEKCa MEPOTIPHATHI OTIEPaIIHOHHOTO
XapakTepa B COOTBETCTBHHU CO CTPATETHel OpraHu3allHy;

- IUIAHKPOBAHKE JCATSILHOCTU OPraHU3ally U MOpa3IeICHU,

- (hopMUpOBaHKE OPraHU3AIMOHHON U YIIPABICHYECKOI CTPYKTYpPhI OPraHU3aLuii;

- opranu3anus paboThl UCTIONHHUTENIEH (KOMaH/Ibl CTIOJIHUTEINEH) [JIs1 OCYIECTBICHUS
KOHKPETHBIX [IPOCKTOB, BUJIOB ACSATEIBHOCTH, Pa0OT;

- pa3paboTKa ¥ pean3alyisi IPOCKTOB, HAPABICHHBIX HA Pa3BUTUE OPraHU3aAIUU
(IpeAnpUsTHSI, OpraHa rocyIapCTBEHHOTO HJIM MYHHIUIIATBHOTO YIPABICHUS);

- KOHTPOJIb JICATEIBHOCTH MOIPA3CIICHUI, KOMaH/ (TPyIII) paOOTHUKOB;

- MOTHBUPOBaHHE M CTUMYJIPOBAHUE [IEPCOHANA OPTaHH3aIHH1, HAIPABICHHOE Ha
JIOCTHYKEHHE CTPATErMYEeCKUX U OTIEPATUBHBIX IIEJICH;

- y4acTHe B yperyJIMpOBaHUU OPraHU3aI[MOHHBIX KOH(IUKTOB HA YPOBHE IOIPA3ACIICHHS 1
paboueil KoMaHbI (TPYIIITHI)

UHDOPMAYUOHHO-AHATUMUYECKAS OEAMENbHOCHb:

- cbop, 00paboTka u aHanu3 uHpopMmalmu o hakTopax BHEIIHEH U BHYTPEHHEH Cpe/ibl
OpraHU3aLyH JJIsl HPUHATHS YIPABICHYCCKHX PELICHHN;




- IOCTPOEHHE U MOJIEP’KKa ()YHKIIMOHUPOBAHUS BHYTPEHHEH HH(POPMALIMOHHON CUCTEMBI
OpraHu3anuu Jyist coopa MHPOPMAIMH C LEIbI0 IPUHATUS PELICHUH, IJIaHUPOBAHUS 1E€ATEIbHOCTH
U KOHTPOJIS;

- co3JlaHue U BeJleHue 0a3 TaHHBIX M0 PA3IMYHBIM MTOKA3aTeNIsIM (QYHKIIMOHUPOBAHUS
OpraHH3aLHnii;

- pazpaboTka u nojaepxkKa GyHKIIMOHUPOBAHUS CUCTEMbI BHYTPEHHETO
JTOKYMEHTO000pOTa OpraHu3aluy, BeJeHHe 6a3 JaHHbBIX M0 PA3TUYHBIM MTOKa3aTesIM
(GyHKIIMOHUPOBAHUS OpraHU3aIuii;

- pa3paboTKa CUCTEMbl BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3alIiig;

- orteHka 3¢ (HEKTUBHOCTH TIPOEKTOB;

- MOJITOTOBKA OTYETOB MO pe3yibTaTaM WH(POPMAIIMOHHO-aHATUTHYECKOH eI TeTbHOCTH;

- OlIeHKa 3 PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

3. Oobvem oucuuniunbl

Buowt yueonoii pabomut Dopmut
00yueHus
3aouna
A
O011asi TPYA0€MKOCTh: 3aUETHBIC ¢TMHHIIBI/Yachl 3/108
KonrakTHas pa6ora:
3aHSITUS ICKIIMOHHOIO THIA 4
3aHATUSL CEMHUHAPCKOIO THIIA 8
[TIpomexyTouHast arrectamms: 3adeT / 3a4eT ¢ 4
OLIEHKOIi / DK3aMeH /
Camocrositeasnas padora (CPC) 92

4. Cooeprcanue oucyuniunvl (MOOyns), CMPYKmMYpUpoGanHoe no memam / pazoenam ¢
YKa3anHuem Omeeo0eHHO020 HA HUX KOJIUYECHEd AKAOEMUYECKUX UACO8 U 6UO08 YUeOHbIX
3anamui

4.1.  PacmpeneneHue 4acoB 1o pasjenam/TeMaM U BHIIAM pabOThI

4.1.1. 3aounas Gpopma oOyuyeHHs

Buabi yueOHol#i pa6oTsl (B 4acax)
Ne i/ Pasznen/Tema
KonraktHasi padorta
3ausaTust 3aHATHS CEMHMHAPCKOTO0 THIIA Camoct
JICKIIHOHHOT 0 OsITeJIbH
THIIA asi
Jlexyuu | Unovie | [Ipakm | Cemun | Jlabop | Hnvie | paGora
yuebH | uuecku | apwl amopH
vie e vie
3aHaAm | 3aHAMU pabom
us A bl
TeopeTnueckue 2 8
1. OCHOBBI
JOKYMEHTHUPOBAHMSL.
[TonsaTtue
JOKYMEHTUPOBAHUS
YIIPABJICHYECKOM




JACATCIBbHOCTH.

3akoHOIaTEILHOE
peryiaupoBaHue
JIOKyMEHTHUPOBAHHSI.
Iloustue TI'OCT,
OCHOBHas
HOpMaTUBHAas
JIOKyMEHTAITHSI.
[Ipumenenne T'OCT
TS COCTaBJICHUSA
YIPaBICHYECKUX
JIOKYMEHTOB.

10

IloHsTHE CHUCTEMEI
OP]] -
OpraHu3alOHHO-
MPaBOBOM
JOKYMEHTAIWH.
[Topsnok ohopmneHus
YIIPaBJICHYECKHUX
JIOKYMEHTOB.

14

ITonsTHe CHUCTEMBI
pacnopsIUTEeNbHON
JOKYMEHTAIWH.
[Topsnox opopmieHus
YIPaBJICHYECKHUX
JIOKYMEHTOB.

14

[TonsTue
nH(GOPMaIMOHHO-
CIpaBOYHAS
JOKYMEHTAIHSI.
[IpaBuia
COCTaBJICHHSI.

18

CtpykTypa KaapoBOu
MH(POPMALIMOHHO-
JTOKYMEHTallMOHHOM
cucrembl.  [lopsaok
oopMIeHuUs
KaJIPOBBIX
JTOKYMEHTOB.

12

[Tonsartue
JIOKyMEHTOO0O0pOTA.
OcHOBHBIE  IIpaBHJIA
OpraHu3alu padoTHI
C JIOKYMEHTaMH.
dopmupoBaHue
XpaHeHUs
JIOKYMEHTOB.
HomeHknarypa nen.

CucreMnl
aBTOMATH3AIUN
JIOKyMEHTHUPOBAHHMSI
YIIPABJICHUYECKOMN




JESITEIbHOCTH. | |
[IpomexxkyTouHas 4
aTTecTanus
Hroro 108
4.2.  Tlporpamma TUCHUIUIMHBL, CTPYKTYpUPOBAaHHAS 110 TeMaM / pa3jienam
4.2.1. CojaepxaHue JIEKIIMOHHOTO Kypca
Ne n/m | HammeHoBaHue TeMbl CopneprxaHue JIEKIHHOHHOTO 3aHIATHS
(pa3aeJsia) AU CHUNIMHBI
TeopeTtnueckue OoCHOBBI | OCHOBHBIC TOHATUS W (YHKIUUA JTOKYMEHTHPOBAHWS.
JIOKyMEHTUPOBAHMUS. CyurHoCcTh M OCHOBHBIE 33/layd  JIOKYMEHTHPOBAHUS
l. [TonsiTne yopaBiieHYeckod  gestenbHocTH.  Kpatkuii  0030p
JIOKYMEHTUPOBAHUS UCTOPUM JTOKYMEHTOBEACHUS U JIENONPOU3BOJICTBA.
yIpaBlieHYeCKON CoBpemeHHOE rocy/1apCTBEHHOE peryiupoBaHue
NEeSTETbHOCTH. JOKyMEHTaIMOHHOTO obecnieueHus ynpasienue (J{0Y).
[Tonsitne mHpOpMaMK U UHOOPMAITMOHHBIX PECYPCOB.
[TonsTue ympaBiaeHueckoll nesTenbHOCTH. OOBEKT U
cyObekt ympasnenus. Ilpsmas wu oOpaTtHas CBS3b.
[Tpuniunsr pabotel ¢ aenoBoit uHGopmanueir. TOCT.
Hayunast opranusamnusi yrpaBJIE€HYECKOTO TpyJda Kak
dakTop noBsIIeHNs 3P PEKTUBHOCTH YIIPABICHHSL.
[Tousitue cucrembr OPJ] - | OCHOBHbIE  TOHATHS ~ JIUPEKTUBHOM M OTYETHOM
OpraHu3allMOHHO-TIpaBOBOM | MHopMaru B cucrteme ympaBieHus. CoctaB u
2. nokyMeHTanuu.  [lopsaok | Ha3HaYeHWE OPraHU3alUMOHHO-TTPABOBOM IOKYMEHTAIIUH.
odopmiteHus 3amaun ¥ QYHKIMH  OPTaHHU3AIMOHHO-TIPABOBBIX
YIpaBIE€HYECKUX JIOKYMEHTOB. YUpeAuTelbHbIE JOKYMEHTHl. YCTaB.
JOKYMEHTOB. Horosop. Ilonoxenue. HMuHcTpykumu. JIOJKHOCTHBIE
uHCTpyKuuu. CTpyKTypa W IOTaTHasg YHUCICHHOCTb.
IllratHoe  pacnucanue.  IlpaBuna  cocrasiieHus,
odopmIieHUs TOKyMEHTOB. PekBU3HUTHI. ['OCT.
4.2.2. CopepaHue MPaKTUYECKUX 3aAHITHI
Ne n/m | HammeHOBaHuUe TeMbl Conep:kaHue NPaKTHYECKOT0 3aHATHS
(pa3jaesa) IMCUMILIMHBI
[Tonsitue cuctembl | CrcreMa pacmopsiAUTEIbHON JOKYMEHTAIIUN B CUCTEME
pacnopsiAuTeIbHON ynpasieHus. 3agaun 1 GyHKuuu. OCHOBHBIC TpaBHUIIA
1. JOKYMEHTAITIH. [Mopsamoxk | cocraBneHusi, oQpOpPMIICHUST TOKYMEHTOB. PEKBU3UTHI.
odopmiteHus I'OCT. Ilpuka3sl 1O OCHOBHOW JE€ATEIHHOCTH.
YIpaBIEHYECKUX JIOKyMeHTHI, u3aBaeMble B YCIIOBUSIX
JOKYMEHTOB. KOJUIETHAIBHOCTH (moctaHoBIIEHUS, pelieHus);
JOKYMEHTBI, W3/1aBaeMble B YCJIOBUAX EAHMHOIMYHOTO
TIPUHSTHUS pereHuit (mpuKassl, YKa3aHwus,
pacniopspkeHus).  OOOCOONEHHBIM ~ JTOKYMEHT — —
rpoToko1. Bubl, 0cobeHHOCTH opopmIIeHMS.
[Tonstue wuHbopManmoHHO- | CucTemMa HHPOPMAITMOHHO-CIIPABOYHOMN TOKyMEHTALIUN
CIpaBOYHAsl JOKyMEHTAllUs. | B cUCTeMe ympaBieHus. 3agaud u ¢yHkuuu. [IpaBuna
2. [IpaBuna cocraBieHus. COCTAaBJICHHS], odopmiIeHUS JIOKYMEHTOB.
NHunmatuBHBIE JTOKYMEHTBI, JTOKJIAIHBIC 3aIiCKU.
OObsicHutTenbHble  3amucku.  AKThL. [IpenioxeHue.




CropaBku  CiIy’)keOHOrO M JIMYHOTO  Xapakrepa.
CnyxeOHble (ZI€70BBI€) THChMA. XapaKTEPHUCTHUKH.
PaznoBunHoctu. OcobeHHOCTH OQOpMIICHHS. DTHUKET
nemoBoro oOmieHusi. CocTaBieHHE JOKYMEHTOB C

npumenenueM ['OCT.

4.2.3. CojuepkaHue CaMOCTOSITEILHOU pabOThI

Ne n/m | HamMmeHoBaHue TeMbl Conep:kaHue caMmoOCTOSATEILHON PadoThI
(pa3aesa) IMCUMILIMHBI
TeopeTnueckne OCHOBBI OcHOBHbIE IOHATHA U GYHKLIUU

1. JIOKYMEHTHUPOBaHHUSI. NoKyMeHTupoBaHus. CyIIHOCTh U OCHOBHBIE 33/1a41
ITonsaTtue JOKYMEHTUPOBAHUS yNPABICHUYECKON AEATEIbHOCTH.
JIOKyMEHTUPOBAHUS Kpatkuit 0030p ucropun JOKyMEHTOBEIEHUS U
YIPaBIE€HYECKOU nenonpoun3BoacTsa. COBpEMEHHOE TOCYIapCTBEHHOE
JIEATEIbHOCTH. peryiupoBaHue JOKYMEHTAIIHOHHOTO 00eCTIeYeHNUS

ynpasnenue (JIOY). [Tousatue nupopmanuu u
nH(pOpMalMOHHBIX pecypcoB. [lonsTre
ynpaBiieH4ecKoi esTenbHOCTH. OOBEKT U CyOBeKT
ynpasnenus. [Ipsmas u odpatHas cBs3b. [IpuHIMIIBL
paboTsl ¢ aenoBoit nnpopmarmeit. 'OCT. Hayunas
OpraHM3alys ynpaBJIeHYeCKOro Tpy/a Kak (paxkTop
HOBbIEHHs 3()(HEKTUBHOCTH YIPABJICHUS.

2. 3aKoHOAATENbHOE 3aKOHO/ATEIbHOE PETYJIMPOBAHUE JIETIONPOU3BOJICTBA B
peryiipoBaHue P®. Bunasl HOPMAaTUBHO-CIPABOYHOM JTOKYMEHTALUHU.
JIOKYMEHTHUPOBaHUSI. I'OCT. PekBusuthl, OnaHKd, YHUPUIUPOBAHHBIC
[Tonsatue I'OCT, ocnoBHas | popmbl. [IpaBuna HamucaHus pPEKBU3UTOB, MHOPSIOK
HOpMAaTHBHAs npuMeHeHus.  TpeOoBaHusi,  NpeAbABIsSEMble K
JIOKyMEHTaLU. 0(pOpMJICHHIO PA3IMYHBIX BUAOB  YIPaBICHUYECKUX
[Ipumenenne T'OCT nnst | HOKYMEHTOB.

COCTAaBJICHUS

YIIPaBICHYECKUX

JIOKYMEHTOB.

[Tonsitne cucremsl OPJ[ - | OCHOBHBIE MOHATHS  JAUPEKTUBHOM W OTYETHOU

3. OpraHU3allMOHHO-TIPAaBOBOM | MHGopManuu B cucreMe ynpasieHus. CocTaB u
nokymeHTanuu.  Ilopsimok | Ha3HaYeHne OpraHu3allMOHHO-TIPABOBOM JJOKYMEHTAIUH.
oopmienus 3ajaun W (QYHKIMM  OpPraHU3AIMOHHO-IIPABOBBIX
YIIPaBICHYECKUX JIOKyMEHTOB. YUpeIWTEIbHbIE JIOKYMEHTBHI. YCTaB.
JIOKYMEHTOB. Jorosop. Ilonoxxenue. HHcrpykumu. [I0MKHOCTHBIE

nHCTpYKIMU. CTpyKTypa M INTAaTHAsE YHUCIEHHOCTb.
[lIratHoe  pacnucanue.  IIpaBuwia  cocraBieHus,
odopmIieHUs TOKyMEHTOB. PekBU3HUTHI. ['OCT.
ITonsiTue cuctembl | CucreMa pacnopsIuTeNIbHON TOKyMEHTALlUU B CUCTEME
pacnopsaIuTeIbHON ynpasieHus. 3amaun u GyHKiud. OCHOBHBIC NMpaBHIIa

4. nokymeHtauuu.  Ilopsimok | coctaBneHus, OoQOpMIICHHS JTOKYMEHTOB. PeKBH3HTHI.
oopmieHus I'OCT. Ilpukazpl 1O OCHOBHOM  JESTEIBLHOCTH.
YIIPaBICHYECKUX JIOKyMEHTHI, U3/1aBaeMble B YCIIOBUSIX
JIOKyMEHTOB. KOJUIETHAJIbHOCTH (moctaHoBIIEHMUS, peleHus);

JOKYMEHTBI, W3[aBacMble B YCJOBHSIX E€IMHOJIHYHOTO
TIPUHSTHS peIIeHui (puKassl, yKa3aHus,
pacniopspkerusi). O00co0IeHHBINH JOKYMEHT — MPOTOKOI.
Bupl, ocobeHHOCTH 0hopmITeHMSL.

[TonsitTne MHMDOPMALIMOHHO-

Cucrema nHOOPMAMOHHO-CIIPABOYHON JIOKYMEHTAIIUU




CIpaBOYHAs JOKYMEHTAIMs. | B CHCTeMe ympaBieHus. 3amauu u pynkuuu. IIpaBuna

5. [IpaBuna coctaBneHus. COCTaBJICHMUS, odopmiIeHHS JTOKYMEHTOB.

NHunmaTuBHBIE JTOKYMEHTBI, JIOKJIAIHBIC 3alHCKH.
OObsicHuTenbHBIE 3anmucku. AKThL.  [Ipemnoxkenue.
CrpaBku  ciy’)keOHOTO W JIMYHOTO  XapakTepa.
CnyxeOHple (ZIeJIOBBIE) THChMA. XapaKTEPHUCTHKHU.
PaznoBunnoctu. OcobeHHOCTH O(OpMIIeHHS. DTHKET
nenoBoro oOmieHus. CocraBieHHE JOKYMEHTOB C
npumenenueM ['OCT.

6. Crpyktypa kaapoBoil | [Tondarne wW  CTpPyKTypa NEPCOHAIBHBIX  JIAHHBIX.
UH(POPMAIMOHHO- HopmaruBHas 6a3a. HaznaueHnue u cocTaB JOKYMEHTOB
JIOKYMEHTAIlMOHHOMN [0 JTUYHOMY COCTaBY. Y HUPHUIHPOBAHHBIE (DOPMBI.
CUCTEMBI. [Mopsimok | OCHOBHBIE PEKBU3UTHI JOKYMEHTOB M TIpaBWIa WX
odopmiteHus kaapoBbix | obopmuenus. [lopsimox gedictBuil U odopmieHUS
JIOKYMEHTOB. JOKYMEHTOB Tipu mnpuémMe Ha paboTy, yBOJIbHEHHH,

NepeBoJic Ha JPYryl0 [OJDKHOCTh, OTIIPABJICHUU B
KOMaHJIUMPOBKY. TpynoBOi JOroBOp, MNpPHKAa3bl IO
JUYHOMY COCTaBY, TPYIOBbIE KHIKKH, JIUYHOE IO,
JUYHAs KapTOUKa.

7. [Tonsitue OcHOBHbIE  TOHATUS, TNPUHIMIBI W [paBUia
JIOKYMEHTO000pOoTa. OpraHu3al  JOKyMEHT0000pOTa. Hopmatusho-
OcHoBHbIE MpaBUia | METOINYECKUI perJameHT JOKYMEHTO000pOTA.
opranm3anm ~ paboTel ¢ | [IpsmMoToYHOCTH JIBUKCHHS JIOKYMEHTOB.
JIOKYMEHTaMHU. Knaccudukanus  AOKyMEHTONOTOKOB.  Bxonsmue,
dopMHUpoBaHUE XpaHCHHS | HCXOMAAIIME W BHYTPEHHHE JIOKyMeHTHI. lIpaBmia
JIOKYMEHTOB. o0paboTku gokyMeHTanuu. OpraHuzanus TEeKYIIEero
Homenxknarypa nein. XpaHeHus Jen, mnpaBwia W cpoku. [lomsitue

KoHbuAeHIHaIbHOCTH. HoMmeHkmatypa nen, oOmue
TpeboBaHus, BuUABl  HOMeHkiaTyp. CocraBieHue
HOMEHKIATypel Aen. PopmupoBaHue u odopmiieHue
nen. CucremaTtusanusi JOKYMEHTOB B Jiesie. XpaHEHHE
nein. [ToagroroBka JOKYMEHTOB K Mepefaue Ha apXHUBHOE
XpaHEeHHeE.

8. Cuctembl  aBToMatuzanuu | MHpopmamonnsie TEXHOJIOTHH B CUCTEME
JIOKYMEHTUPOBAHUS JIOKyYMEHTUPOBAHUS  YMPABICHYECKON JESATEIHHOCTH.
yIpaBleHYeCKOU O0630p  aBTOMATU3UPOBAHHBIX  WH(POPMAIMOHHBIX
JIeSITEIIbHOCTH. CUCTEM  JCIIOTIPOM3BOJACTBA. BBIOOp  TEXHUYECKUX

CPEICTB TpPHU KOMIBIOTEPU3ALUU JOKYMEHTUPOBAHUS
yIpaBJICHUYECKOM JIeSITEIIbHOCTH. DJeKTpOHHOE
NPaBUTENILCTBO. MeToAbpl  3amMThl  HH()OpMAIHH,
NeKTpoHHO-1MGpoBas noanuck (SLIT), mmdpoBanue.
5. @ono ouenounvix cpeocme 014  NPOGEOEHUA  NPOMENCYMOUYHOU  ammecmayuu
ooyuarowuxca no oucyuniaune (MooyJio)
[IpeaycMoTpeHsl  cleayromue BHIbI KOHTPOJII KAauecTBa OCBOCHUSI KOHKPETHOM
JTUCIUILTAHBL:

- TEKYLIUA KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXKYTOYHAsSI ATTECTAIMS O0YYAIOIINXCS IO TUCITUILTHHE




®OHJ OLCHOYHBIX CPEICTB Ul IPOBCACHMS POMEKYTOYHOH aTTECTAlMK O0YYaIOIUXCsl
no guctmmuinae opopmiieH B IPUJIOZKKEHUU x PABOYEU ITPOT'PAMME JIUCLHUITJIMHBI

Tekymuid KOHTPOJbh YCIIEBAEMOCTH OOECIeYMBaeT OICHHUBAHHE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHSL.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0isi NPosedeHUss mexywel ammecmayuu
no oucyuniuxe (Mooyir)

n/n

‘eKoHTpOIMpyemble
pa3aeJibl (TeMbl)

Kon
KOHTPOJIMP
yeMoii
KOMIIeTEeHI]
UM

HaumMeHoBaHUe OLIEHOYHOTO cpeacrea

Teopetnueckue
OCHOBBI
JIOKyMEHTUPOBAHHSI.
[TonsiTue
JIOKYMEHTUPOBAHUS
YIIPaBJICHYECKOM
JeSITEIbHOCTH.

I1IK-4

[Ipobnemuble 3aauu, CUTyallMOHHBIE 3aJauH,
TECTUPOBAHUE

3aKoHOIaTeIbHOE
peryiupoBaHue
JTOKYMEHTHPOBAHUSI.
Ilonstue I'OCT,
OCHOBHasI
HOpMAaTHBHAs
TOKYMEHTAITHS.
[Ipumenenne TI'OCT
TSt OCTaBIICHUS
YIPaBICHYECKUX
JOKYMEHTOB.

I1K-8

[TpoOnemHble 3amaud, CUTyallMOHHBIE 3ajaud,
TECTUPOBAHUE

ITonsTHe CUCTEMBI
OPJ] -
OpraHu3aloOHHO-
MIPaBOBOM
JOKYMEHTAIH.
[Topsimox

odopmiteHus
YIPABJIEHUECKUX
JJOKYMEHTOB.

I1K-8,
OIIK-4

[IpobneMHbIe 3a7a4M, CUTYallMOHHBIE 3aa4H,
TECTUPOBAHUE

[Tonsitue CUCTEMBI
pacnopsaIuTeIbHON
JIOKyMEHTAI1H.
[Topsnok

odopmiieHus
YIPaBJIEHYECKUX
JIOKYMEHTOB.

I1K-8,
OIIK-4

[IpobnemHuble 3a1aun, CUTYyallMOHHBIE 3a/1a4H,
TECTUPOBAHUE

[TonsiTne
MH(POPMALIMOHHO-
CTpaBOYHAsI
JTOKYMEHTAIHSL.
[IpaBuia

COCTaBJICHUA.

TIK-8,
OIIK-4

[IpoGnemHbIe 3amauu, CUTYaIlMIOHHBIE 3a]a4H,
TECTUPOBAHUE




CrpykTypa KaJapoBoii [IpoGnemuble 3amadym, CUTYyallMOHHBIE 3a/1a4H,
6 uHpOpPMaAIIMOHHO- TECTUPOBAHUE
6. OKYMEHTAIlMOHHOM
AOKYMEHTAT TK-8,
CHUCTEMBI. [Topsanok
IK-11
odopmiteHus
KaJIpOBBIX
JIOKYMEHTOB.

[Tonsitue [TpoGiieMHBbIe 3a/1a4M, CUTYyallUOHHBIE 3a]]a4H,
7 noxymeHTOoO0OpOTAa. TECTUPOBaHUE

7. | OcHOBHbBIE  MpaBuUia
OpraHuzanyu padoThI
c nokymenTtamu. | ITK-11
dopMupoBaHue
XpaHeHUs
JIOKYMEHTOB.
Howmenknarypa nein.

Cucremsl [IpobGneMHbIe 3a1a4K, CUTYallMOHHBIC 3a/1a4H,
& aBTOMaTH3AIUU TECTUPOBAHHUE

8 JIOKYMECHTUPOBAHUS OIIK-4,
' Y popat TIK-11
YIIpaBICHYCCKOM
JICITEILHOCTH.

5.2 Tunosvie KOHMPONbHLIE 3A0AHUS UWIU UHbIE MAMEpuaibl, Heobxooumvie O
OUCHKU 3HAHUL, VMEHUL, HABLIKOE U (UlU) ONbIma _0esamelbHOCHU 6 NDOUECCe MEKVULe20

KOHmMpOoJiz

TumnoBbie CHTYallMOHHbIE 3214 H:
3aoaua 1

CocraBbTe npuka3 no ocHoBHOH AesTenbHOCTH OO0 «CoNHEUHbIN» 0 CpOKax U MOPSIIKE
MPOBEACHUS BEIOOPOYHON MHBEHTAPU3AIMK UMYIIIECTBA HA CKIIAJIE.

3aoaua 2

Odopmute cnpaBky O TOM, YTO BBl SIBIISIETECh CTYJACHTOM 2 Kypca SKOHOMHUYECKOTO
¢dakynprera MOCKOBCKOTO MEXIyHAPOIHOTO YyHHBepcuTeTa. OTMEThTE, YTO BBl YYHTECh IO
HAIPABIICHUIO MTOATOTOBKH «MEHEKMEHT» TI0 3a09HOH (hopMe 00ydeHUsI.

3aoaua 3

Odopmute cnayxeOHYIO 3amUCKy pPYKOBOAMUTENS CTPYKTYPHOTO TOJApa3JeieHUus o
HEOOXOJMMOCTH HAlpaBJICHUS] COTPYJAHHMKA B KOMAHIMPOBKY [UIS 3aKJIIOUEHHS JIOTOBOpA.
CBeieHUs IOTOJTHUTE CAMOCTOSATEIHHO

Tunossblie npodaeMHbIe 3a1a4M:

3aoaua 1



CocTtaBbTe IPOTOKOJI 3aCEAaHUsI COBETA AUPEKTOPOB aKIIMOHEPHOTo odmiecTBa «CTanaapT»
O CO3bIBE BHEOUEPETHOro OOIIero coOpaHMs aKIMOHEPOB, HA KOTOPOM IPUHSUIM PELICHHE O
CO3bIBE COOpaHMs U ONPEIEIIN AaTy MPOBEACHUs, POPMY, BpEMsI U MECTO NMPOBEICHUS COOpaHusI.
bbul yTBepXJE€H CHUCOK aKIMOHEPOB, HMEIOIIMX IMpaBO HAa ydacTHE, TEKCT COOOLIEHUS O
NpoBeeHUuN coOpaHus (yKaszaTh, YTO MpHIIAraeTcs) IaH-rpaduk MEponpUsATHIA MO MOATOTOBKE K
MpoBeJeHNI0 coOpaHus (mpuiaraercsi). PekBU3UTHI TOKyMeHTa O(GOpPMUTh B COOTBETCTBHU C
MOJIOKEHUAMU JICHCTBYIOLIETO 3aKOHOATeNbCTBA U ¢ TpeboBanusimu 'OCT.

3aoaua 2

CocraBbre rapantuitnoe nuceMo OAO «Mynprumnacy k OAO «3Be3nal23» 06 okazaHuH
MIOMOIIH B YCTAaHOBKE U Haja/iKe 000py10BaHMsI BBIYMCIUTEIBHOTO LIEHTpA.

3aoaua 3

CocraBbpTe MpUKa3 IO pe3yJibTaTaM IMPOBEPKU B XOJ€ MHBEHTApHU3AIMHW MaTEepPUATBHBIX
ueHHocteil B cpeaneit mkose Nel11ABB r. Mockssl, npoBenennoit ¢ 10.09.2019 no 20.09.2019. B
pe3yJibTaTe MPOBEPKHU OBLTH BBISIBICHBI HeqoCcTaTKA. Heo0X0auMo MOBBICUTE KOHTPOJIb yUUTEIICH
32 COXPAHHOCTBHIO MIKOJBLHOTO OOOPYIOBaHMs, AKTUBU3UPOBATH pabOTy C yYaUUMHCS IO
BOCITUTAHHUIO Y HUX O€PEKHOTO OTHOIIEHUSI K UMYIIECTBY.

Tunosblie TEeCTHI

1. CnyxeOHblIi TOKYMEHT, KOTOPBIN COAEPKUT MPEATIOKEHNE O HAa3HAYSHUH Ha
JIOJDKHOCTB, TIEPEBO/IE HA APYTYIO TODKHOCTD (paboTy) Wiy MOOUIPEHUH (Harpaie,
MPEMUPOBAHKUH) COTPYTHUKA OpTaHU3AIH HAa3bIBACTCS:

A). mOKJIaiHas 3aIUCKa;

b). npukas no nmuHOMY COCTaBY;

B). npuka3 no aAMMHHUCTPATUBHO-XO3SMCTBEHHBIM BOIIPOCAM;

I'). npencrasnenue.

2. B nuyHy0 KapTOUKy COTPYJHUKA HE 3aHOCST CBEACHUS:

A). 0 BOMHCKOM yYeTe;

B). o mpuHaIIEKHOCTH K MOMUTUYECKUM MAPTUSM U O0IIECTBEHHBIM OpPraHU3aIUsIM;
B). 00 o0miem craxe paboThI;

I'). 0 ceMeitHOM MOJI0KEHHH.

3. Kakas nata sBnsieTcs 1aToi MpHUKa30B, IMHCEM, CIIPABOK:
Br16epute oquH OTBET:

A) naTa yTBep)KIeHHS

b) narta 3apuKcHpOBaHHOTO B TOKyMEHTE COOBITHS

B) nara cornacoBanus

I') nara moamucanwust

4. BriOepute aeMeHThl pekBU3uTa «Buzay:
Bribepute 0JMH WM HECKOJIBKO OTBETOB:

A) moanuch

B) nomxHOCTH NTUIIA, BUBUPYIOIIETO JOKYMEHT
B) neuats opranuzanuu

J1) nara



5. TIportokon HeoOXoauM At 0OhOPMIICHUS:

A) KOJIJIEKTUBHOTO pEelIeHUs COOpaHus

B) nomxHOCTH NHIIA, YTBEPKAAIOLIETO JOKYMEHT

B) mpuéma, mepeBoia ¥ yBOJIBHEHUS COTPYTHUKOB OpTaHU3aIluU

6. HomeHnknaTypa e npeacTaBisieT COOOM:

A) criMCcOK 3arojIOBKOB (HAMMEHOBAHUI) JI€1, 3aBOJUMBIX HA IIPEANIPUITHH C YKa3aHUEM UX
CPOKOB XpaHEHUs

b) rapanTuiinble nMChbMa OpraHu3alun

B) rpud yTBepxaeHns pyKOBOAUTENS OPTaHU3aluN

I') cpoku XxpaHeHUs1 JOKYMEHTOB

7. Kakue 13 NpuBEACHHBIX HUKE BXOASIINX JOKYMEHTOB HE MOJIEKAT PETUCTPALUN:
A). mo3paBUTEIbHBIEC TUCHMA;

b). rapanTuiinbie nucbpMa;

B). nucbma-3anpocsr;

I'). conpoBoauTenpHbIE UCHMA.

8. Kaxas nenoBast Oymara HauMHAeTCS ¢ MECTOMMEHUS TIEPBOTO JINLA!
A) npukas;

b) 3asBnenue;

B) noBepeHHOCTH;

I') pesrome.

9. NndopmanimoHHbIe CBS3U MPEATIPUITHSA:
A). onpeneNsItoT IeJIeHHe JOKYMEHTOB Ha BHEIIHUE U BHYTPEHHUE;
B). He paccmaTpHBalOT B Ka4yeCTBE KPUTEPHUs, ONPEICIISIONIETO TUIT TIOKYMEHTA;
B). He uMeroT 3HaYEHUS B OPraHU3alUU TPOU3BO/ICTBA;

10. PexBU3UT — 00513aTENbHBIN 2JIEMEHT:

A) npucymui onpeneacHHOMY BUAY JOKYMEHTA;

b) npucymuii ToTbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymmii ToJIpKO MUCHMaM;

11. K cnipaBo4HO-0OpraHW3allMOHHBIM JJOKYMEHTAaM HE OTHOCUTCSI:
A) nenoBoe NMCbMO

b) mpukas

B) noknaanas 3anucka

I') ycras

12. Kakoil Buz nucpMa J0JKEH COJEPKaTh PEKBU3UT HAMMEHOBAHNUS BUJA IOKYMEHTA:
A) no3/ipaBUTENbHOE MTUCHMO

b) pexnamanus

B) rapantuiinoe nucbmMo

13. JlIokyMeHT AKT COCTaBIISIETCS:
A) Komuccueit

b) I'enepanbHbIM TUPEKTOPOM

B) I'nmaBHbIM Oyxrantepom

14. lokymeHT «CTpyKTypa U IITAaTHAsE YUCICHHOCTb» OTHOCUTCA K:
A) opraHu3aIMOHHBIM JOKYMEHTaM



b) cnpaBoyHBIM JOKYMEHTamM
B) pacniopsauTenbHbIM TOKyMEHTaM

15. BeibepuTte npaBUIBLHBIN OTBET: OTEUECTBEHHOE JCIOMPOU3BOACTBO MPOIILIO
CIIEAYIOLIME JTallbl:

A) nprKa3HOe Je0NpPON3BOICTBO;

b) xonmnexckoe 1en0npon3BoOJICTBO;

B) MuHHCTEpCKOE IETOTIPON3BOICTRO;

I') Bce oTBETHI BEpPHHBI.

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

Bce 3alaHusl, HUCIHOJB3YCMLBIC IJId TCKYHICTO KOHTPOJIA (I)OpMI/IpOBaHI/IH KOMIIETCHIIUI
YCJIIOBHO MOKHO PasgCjInuTb Ha ABC I'PYIIIIbI:
1. 3aaHusl, KOTOPBIC B CUIIY CBOUX oco0eHHOCTEH MOTYT OBITh pCaIn30BaHbIl TOJIBKO B

nporecce OOy4YEeHHS Ha 3aHATHIX (HAIpUMep, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS W MUHH-
KoH(pepeHus B popme BeOUHApa);

2. 3aJjaHusl, KOTOPbIE JOTOJHSIIOT TEOPETHUECKHE BOMPOCHI (NMPAaKTUYECKUE 3aaHus,
3aJaHusl UL CAMOCTOSTENIbHOM pabOoThI, TECTHI).

BrimonHenue Bcex 3aJaHUil SBISETCS HEOOXOAUMBIM ISl (DOPMHUPOBAHHS U KOHTPOJIS
3HaHWM, YMEHUW U HaBBIKOM. [loaTOMYy, B Cilydae HEBBITIOJHEHUS 3a/IaHUK B MpoIecce 00ydeHus,
UX HEOOXOIMMO «OTpaboTaTh» 10 3adera (dK3aMeHa). Bua 3amaHuii, KOTOpble HEOOXOIUMO
BBITIOJTHUTD JJISl JTUKBUJAIUHN «33J0DKEHHOCTH» ONPENENIeTcss B WHAMBHUAYAIbHOM MOPAIKE, C
Y4YETOM MPUYUH HEBBITOIHEHUSI.

1. TpeOoBaHMe K PpelIeHHI0O CUTYAllMOHHOH, MNpoOJeMHOH 3amxadyu (Keic-

H3MepHTeJIH)

CTyeHT JOKEH yMeTh BBIJCIUTh OCHOBHBIE IMOJIOKEHHS W3 TEKCTa 3aJauyd, KOTOphIe
TpeOyIOT aHalM3a U CIIyXaT YCJIOBUSMHU pelieHus. VIcXoas U3 MOCTaBICHHOTO BOMPOCa B 3ajade,
MOMBITATHCSI MAKCUMAJILHO TOYHO OIPENETIUTh MPo0IeMy U COOTBETCTBEHHO PEUIUTH €e.

3ajaun AOJHKHBI PEIIaThCs CTyJIEHTaMHU NMUCbMEHHO. [Ipu peleHnun 3aj7ad Takke Ba)KHO
MPaBWJIBHO CPOPMYITUPOBATH U 3aIHMCaTh BOIPOCH, HAUMHAs ¢ 6osiee 00IuX U, KOHYas YaCTHBIMH.

Kpumepuu oyenueanuss — OLleHKa yUUTBIBAET METOBI U CPEICTBA, UCIIOJIB30BAHHBIE TPU
pEIIeHNH CUTYaIIMOHHOM, IPOOJIEMHOM 3a/1a4u.

OrneHka «8binoHeHo» CTABUTCS B Cllydyae, ecli OOyYaroIIMiCs MoKa3all MOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCEe PElIeHUs 33Jayd, a UMEHHO, Korja OOy4aroIIuics B 1IEJIOM BBIIOTHUII
3amaHue (peni 3a/1ady), UCTIOIb3ysl B MOJTHOM 00BEeMe TEOPETHUECKHUE 3HAHUS U MPAKTHUECKUE
HaBBIKH, MOJTYYEHHbIE B IpoIiecce 00yUeHHUS.

Or1eHKa «He 8bINoIHeH0» CTaBUTCS, €CIIM 00yJarOIINICs HE BBITIOJIHUI BCe TPEOOBaHMUS.

2. TectupoBanue

SIBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM, 00yJaromuxcsl Mo AUCIUILINHE.

Kpumepuu oyenuseanus — npaBUIbHBINA OTBET Ha BOIIPOC

OueHka «omauyH0» CTAaBUTCA B ClIydae, €Cau NpaBuiIbHO BbITOIHEHO 90-100% 3ananuit

Ouenka «xopouwio» CTaBUTCS, €CIIN IPABUIBHO BbINOIHEHO 70-89% 3amanuit

OueHka «yoosnemeopumenbHoy CTaBUTCS B Ciydae, €Clu MPaBUIbHO BbIMOIHEHO 50-69%
3aJaHui

OneHka «HeyoognemeopumenbHoy» CTaBUTCS, €CIHM MPAaBHIBHO BbIOTHEHO MeHee 50%

3aJaHuH.



6. Ilepeuenv 0CHOBHOU U OONOIHUMENbHOU Y4EeOHOU JUMmMepamypvl, He0OX00UMOU 0
0ceoeHus OucyunIunbl (Mooyns)

1.

6.1 OcnosHas yuebHas 1umepamypa

Kysnenosa, U. B. JIoOKyMEHTHpOBaHUE YIPABIECHYECKOW AEATEIBHOCTH [DJIEKTPOHHBIN

pecypc]: yuebnoe mocodbme mis OakamaBpoB / M. B. Kysnemona, I'. A. XauarpsH. — Mockaa,
Caparos : lamkoB u K, Aii [Iu 9p Menua, 2017. — 240 c. — ISBN 978-5-394-02780-2. — Tekcr

AJICKTPOHHBIA // OnexTpoHHO-OmOmmoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/59274.html

2.

Cumonstg, P. f. JlokyMmeHTanmoHHOE 00ecredeHue CUCTEMBI YIIPaBICHUSI OpTraHU3aINeH

[DnexTpoHHbIi pecypc]: yuedHnoe mocodue / P. 5. Cumonsin. — Caparos : Aii [Tu Op Menua,
2018. — 180 c. — ISBN 978-5-4486-0167-5. — TeKcT : 37eKTPOHHBIN // DIEKTPOHHO-
oubmmoreunas cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/72458.html

6.2 [lononnumenvnas yuebnas aumepamypa:

1. Jlatpimes, JI. B. MapkeTHHroBble€ TEXHOJIOTMU U CTPATETUU B YIPABICHUYECKOU
NEeSTeNIbHOCTH OpraHu3aluu. TeopeTHueckuid Kypc : ydeOHoe mocoOue A CTYJIEHTOB
BeIcINX y4yeOHbIX 3aBepenuit / JI. B. Jlareimes, T. M. I'omatroHoBa. — Bomrorpan :
Bosnrorpaackuit rOCy1apCTBEHHBIN COIMAJIHO-TIEIarOTMYECKHI1 YHHUBEPCHUTET,
«Ilepemena», 2019. — 135 c. — ISBN 978-5-9935-0392-9. — TekcT : 31eKTpOHHBIN //
OnektpoHHo-Oubnmoreunas  cucrema IPR BOOKS @  [caéit] —  URL:
http://www.iprbookshop.ru/82663.html

2. CaraeBa, JI. M. Cucrema  MeHEI)KMEHTa  KadecTBa:  yIpaBJIEHUE

JOKYMEHTUPOBAaHHON MH(popMaimeit [DneKTpoHHbIH pecypc]: yueOHoe mocobue / JI. M.
CaraeBa. — CapartoB : Bysosckoe oOpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-
0295-2. — Teker : 27eKTpoHHBIN // DnekTpoHHO-OuOMMOoTeuHas cuctema [IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouuecxue uzoanus

1. TocynapctBenHas ciyx6a u kaapsl. ISSN: 2312-0444.

http://www.iprbookshop.ru/23114.html

[Tpo6nems! ynpasienus. ISSN: 1819-3161. http://www.iprbookshop.ru/8533.html

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

4. Bomnpocs! HOBOI S5KOHOMUKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

g

7. Ilepeuenv pecypcoé ungopmayuonno-menekommynukayuounou cemu "Humepnem'
(0oanee - cemv "Hnumepnem''), neodoxooumulx 011 oceoenus oucyuniunsl (Mooynis)

SNhWDN =

denepanbHOE apXuBHOE areHTCcTBO http://archives.ru/

CaliiT o kagpoBoMy Jenonpou3BoACTBY https://www.kadrovik-praktik.ru/
CnpaBouno-npaBoBas cucrtema «Koncynprant [lmoc» www.consultant.ru
WNudpopmanmonno-npasoBoii nopran «['apant» http:/www.garant.ru
DneKkTpoHHbIE O(hUCHBIE cHCTeMBI http://www.eos.ru

8. Memoouueckue yxazanus 011 00y4arouuxca no 0C80CHUI0 OUCUUNIUHBL (M00YJ1A1)


http://www.iprbookshop.ru/8533.html
http://www.iprbookshop.ru/34078.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/82663.html
http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/72458.html

YcnenrHoe 0CBOEGHHE JIaHHOTO Kypca 06a3upyeTcsi Ha palliOHaIbHOM COYETaHUU HECKOJIBKUX
BHJIOB y4E€OHOU NESITEIbHOCTH — JIEKIIMA, CEMUHAPCKUX 3aHITHI, CAaMOCTOSTEHHOM padoThl. [Ipn
TOM CaMOCTOATENbHYI0 palboTy cileayeT paccMaTpuBaTh OJHUM W3 TJIaBHBIX 3BEHBEB
MIOJIHOIIEHHOTO BBICHIETO0 OOpa30BaHMs, Ha KOTOPYIO OTBOAMTCA 3HAUMTEIbHAs 4acTb Y4EOHOIo
BpPEMEHHU.

Bce Buabl 3aHaTHH mpoBonATCS B (opMe OHIAMH-BEOMHApOB C HCIOJIb30BAHHEM

COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HAIMYME MPE3eHTalMU U popyMa JUIst 00CYKIACHUS).

B mpomecce u3ydeHHs IUCIHMIDIMHBI CTYACHTBHI BBITIOJNHSIOT TPAKTHYECKUE 3aJaHUs H
NPOMEXYTOUHbIe TeCThbl. KOHCYIbTHpOBaHHME MO H3y4aeMbIM TeMaM IPOBOAMTCS B OHJIAIH-
peXHUMe BO BpeMs IPOBeIeHUsI BEOMHApOB U Ha (hopyMe 711 KOHCYIbTAlUM.

CamocrosTenbHas paboTa CTYICHTOB CKJIAIBIBACTCS U3 CIEAYIOUINX COCTABISIONINX:

- paboTa C OCHOBHOM W JOIOJIHUTEIBHON JHUTEpaTypod, C MaTepuajllaMd HHTEpHETa U
KOHCIIEKTaMU JICKIIH;

- BHEayJIUTOpPHAs MOATrOTOBKAa K KOHTPOJIbHBIM paboTaMm, BHINOJIHEHHUE JT0KIa/10B, pedepaToB
U KypCOBBIX paboT;

- BBITIOJIHEHHE CAMOCTOSATENIBHBIX TIPAKTHUECKUX padoT;

- MOJTrOTOBKA K HK3aMeHaM (3aueTaM) HeNOCpPEeACTBEHHO Mepe HUMH.

Jlnsi mpaBWIBHOW OpraHW3amuyd  paboOThl HEOOXOIMMO YYMTHIBATH MOPSIOK HW3yUCHHUS
pa3nesoB Kypca, HaxOJAIIMXCs B CTPOTOM JIOTMYECKOW mocienoBaTesbHOCTH. [loaToMy Xopomiee
YCBOGHHME OJIHOM YacTH IUCIUIUIMHBI SBISETCS NPEINOCHUIKONW JJis YCIEHNIHOro Mepexona K
creayroen. 3aganus, MpooeMHbIE BOIPOCHI, MPEI0KEHHBIE U U3YUYECHUS! TUCIUIUIMHBL, B TOM
9HucIe W JUIS CAMOCTOSTEIBHOTO BBITIOJHEHHUS, HOCSAT MEXKIUCIUIUTMHAPHBIA XapakTep |
0a3upyroTcsi, NpexXJe BCEro, Ha MPUUYUHHO-CIEACTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMHU
OKpYy’Karollero Hac Mupa. B teuenne cemectpa, HE0OX0AUMO MOJATOTOBUTH pedepaThl (IIPOEKTHI) C
UCIOJIb30BAaHUEM PEKOMEHAYEMON OCHOBHOHM M JIOTIOJIHUTEIBLHON JIUTEPaTyphl U cllaTh pedepaTs
JUI TIPOBEPKHU TperoaBaTeiio. BakHbBIM COCTaBISIIOIIMM B U3YYEHUHU JAHHOTO Kypca SIBIISETCS
pellieHHe CHUTYallMOHHBIX 3ajady M paboTa HaJ MpOoOJEMHO-aHATUTUYECKUMHU 3aaHUSAMH, UTO
MpearnonaracT 3HaHue COOTBETCTBYIOLIEH HAYYHONW TEPMHUHOJIOTUU U T.1.

JUis Jmydiero 3amoMHMHaHUS MaTepualia 11eJecOO0pa3HO HCMOJIb30BaTh WHAMBHUIYyalIbHbIC
OCOOCHHOCTH W pa3Hble BUJbI MaMSTH: 3pUTENbHYIO, CIYXOBYIO, aCCOIMATHBHYIO. Y CIIEUTHOMY
3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETENILCTB M HAIJISIHBIX MPHUMEPOB.
VY4eOHbIif MaTepHal J0JKEH OCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

[Tpy BBHINOJIHEHUH AOKJIAJIOB, TBOPUYECKUX, WH(POPMALIMOHHBIX, UCCIEI0BATEIBCKIX MPOEKTOB
0cob0e BHUMaHue cielyeT o0paniath Ha TOJ00P UICTOYHUKOB MH(POPMAIIMN U METOJIUKY pabOThI C
HUMU.

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

1. IloarotoBka K sK3aMeHY (3a4eTy) JOJDKHA MPOBOAMTHCS CHUCTEMAaTHUYECKH, B TEUCHUE BCETrO
cemecTpa.

2. VMlHTeHCUBHAs MTOJITOTOBKA JOJDKHA HAYaThCsl HE MO3/IHEE, YEM 3a MECHI] 10 HK3aMeHa.

3. Bpems HemocpencTBEHHO Tepea PK3aMEHOM (3a4eToM) JIydIlle HMCIOIh30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh TOCIEAHUNH [€Hb CBOOOJHBIM Ui IMOBTOPEHHUS Kypca B LEJIOM, s
CUCTEeMAaTH3alluy MaTepuaia U JopabOTKU OT/IEIbHBIX BOIIPOCOB.

Ha sk3aMeHe BBICOKYIO OIIEHKY IOJy4aroT CTYEHTBI, HCIIOJIb3YIOIINE JaHHbIE, TOTy4YeHHbIC B
MIPOLIECCE BBIMOJIHEHUSI CAMOCTOSITENIbHBIX PaboT, a TakKe UCHOJIb3YIOIINEe COOCTBEHHBIE BBIBObI
Ha OCHOBE M3yYEHHOT'0 MaTepuaa.

VYyuThiBas 3HAYUTEIbHBIA 00BEM TEOPETUYECKOTO MaTepuasia, CTYIACHTaM PEKOMEH]yeTCs
peryisipHOe MoCeUIeHne U MoIpOOHOe KOHCIIEKTUPOBAHUE JICKIUH.

9. Ilepeuens ungopmayuonnvix mexnoao02uil, UCnOIb3yeMbIX HPU OCYULECEEHUU
o0pazoeamenvho20 npoyecca no oucyuniune (MoOyiio), 6KIIOUAA NepeueHb NPOPAMMHOZ0
obecneuenusa u UHGOPMAYUOHHBIX CRPAGOUHBIX cUCHEM (npU HeodX00uMocmu)



1. TepmuHaIBbHBIN cepBep, MPEIOCTABISIONIUI K HEMY JOCTYII KJIMEHTaM Ha 0ase
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cB0O0OHO pacnpocCTpaHSIeMblid OPUCHBIN MAKET ¢ OTKPHITBIM HCXOJHBIM
KOJIOM

4. WNupopmaninoHHO-cripaBovHas cucrema: Cucrema Koncynsrantlliroc
(MudopMmariioHHbIN KOMIUIEKC)

5. WndopmanmonHo-npaBoBoe oOecrieueHre ['apaHT: DIEKTPOHHBIN NEPHUOIUYECKHIA
cnpaBoyHuk «Crucrema TAPAHT» (OIIC «Cuctema TAPAHTY)

6. ArtuBupycHas cucrema NOD 32

7. Adobe Reader. JIuniensus nporpuerapHasi CBOOOAHO-pacpocTpaHsieMast.

8. DnmektpoHHas cucteMa auctanimonHoro ooyuennss AHOBO «MockoBckuit
MEKAYHAPOAHBIH YHUBEPCUTET». https.//elearn.interun.ru/login/index.php

10. Onucanue MamepuanbHo-mexHu4ecKkou oazwl, Heo0X00uUMoil onsa
ocyuwiecmenenusn 00pazoeamebHo20 npoyecca no oucyuniune (Mooymnio)

1.  KOMIIBIOTEpHI IEPCOHAIBHBIE JJIS PENOIaBaTeNel ¢ BBIXOAOM B ceTH MIHTEpHET;
2.  HayllHUKY;

3.  BeOKamepshl;

4, KOJIOHKH;

5. MUKpPO(]OHBI.

11. Oobpazoeamenvhbvle MexXHOI02UU, UCHOJIb3YEMbLE NPU 0CB0CHUNU OUCUUNTIUHDBL

Jlnsi OCBOGHUSI JTUCLHUIUIMHBI UCIIONB3YIOTCS: TPAIUIMOHHBIE (HOPMBI 3aHITUI — JICKIUU
(TMTBI JEKIMH — YCTaHOBOYHAS, BBOJHAsS, TEKYIIasl, 3aKIIOYUTENIbHASA, 0030pHAs; BUIBI JICKIMN —
npoOyieMHasi, BU3yasJbHas, JICKIMsS KOH(PEPEHLHUsS, JICKIHMsS KOHCYJIbTAllMs); U CEMHHApPCKHUEC
(TpakTUYECKKE) 3aHATHUS B MHTEPAKTUBHBIC (DOPMBI 3aHATHIl - pEIICHWE CHUTYallMOHHBIX 3a1ad U
pa3dop KOHKPETHBIX CHTYyallld, CAaMOCTOSITeTIbHAs paboTa CTYJEHTOB ¢ y4eOHBIMU MaTepHaJaMH,
IPE/ICTaBICHHBIMU B JJIEKTPOHHON CHCTEME 00y4eHHS.

Ha y4eOHBIX 3aHATUSX HCIONB3YIOTCS TEXHHYCCKHE CPEICTBA OOYUCHHS:
KOMITBIOTEp, TOAKIIOUEHHBIH K ceth VHTepHeT W mporpammoil Opay3epoM iisi BBIXOJA B
MHTEPHET, MOHUTOP, KOJIOHKH, MUKpO(OH, BeO Kamepa, maker mporpamm Microsoft Office mms
JIEMOHCTpALUH Npe3eHTalMi 1 Menuadaiios, makeT IporpaMM Uis IPOBEICHNS BEeOUMHAPOB B OH-
JaiiH  pexxume. TecTupoBaHuWe O00ydYaeMbIX MOXKET OCYHICCTBIISITBCS C  HCIOJIb30BAHUEM
ANIEKTPOHHOM CHCTEMBbl JWCTAHIIMOHHOTO OOYy4YeHHs, YCTAHOBJIEHHOH Ha 000pyIOBaHHH
YHHUBEPCHUTETA.

11.1. B ocBoeHNHU Y4eOHOH AUCHMILIMHBI MCHOJb3YIOTCS CJeAYIlHe TPAAUIUOHHbIE
o0pa3oBaTe/IbHbIE TEXHOJIOTHH:

- YTeHHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIIUI C UCTIONB30BaHUEM MIPE3CHTALMH 1
TpaHCISIMEH BBICTYIICHUS JIEKTOPa;

- CEMUHAPCKUE 3aHATUS AT 00CYKICHHS, AUCKYCCHI U OOMEHA MHEHUSIMHU C
UCIIOJIb30BAHUEM DJICKTPOHHBIX CHCTEM KOMMYHUKAIMH ((popyMBl, 4aThl);

- KOHCyJbTauu (hopymsl);

- caMocCTosITeNbHast paboTa CTYJACHTOB C yu4eOHOU JINTEpaTypoil U IEPBOMCTOUYHHKAMHU;

- MOATOTOBKA U 00CyX/1eHue pedepaToB (IPOEKTOB), Mpe3eHTAUN (HaydyHO-
uccieaoBarenbekas pabora);

- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JHCLUUIUINHBL.


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

11.2. AKTUBHBIC 1 HHTEPAKTHBHbIE MeTOABI H GOopMbI 00y4eHUs!

W3 mepeunst BUAOB: («moszeosou wimypmy, anaiuz HIIA, ananuz npobremuvlx cumyayui,
aManu3 KOHKPEMHbIX CUMYayull, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpOPdecCUoOHaNIbHOU
OdesmenbHOCMU, pa3blepbléanue poiell, meopueckas paboma, C8A3aHHAS ¢ 0CB0EHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYCCUSl, MUHU-KOHQepenyus u Op.)
HCIIOJNIB3YIOTCS CIIETYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyanvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4eHHs HHBAJIH/I0B M JIUL C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3nopoBbs (OB3)

[Ipu opranuzauuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aWMOJICHCTBHS C MHBAIHMIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 3/I0OPOBBS (Iajiee —
uHBayIMAb! U Juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAlOTCS aJalTHPOBAHHBIC
IUIT WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIBI U (OPMBI
COIIPOBOKACHUS 00YUEHUS], UCTIONB3YIOTCS CIIEUAIbHbIE TEXHUYECKUE M POTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTaHIIMOHHbBIE 00pa3oBaTeNIbHBIE TEXHOJIOTHH, obecrieunBaeTcsi Oe30apbepHas cpena
U Tpoyee.

Beibop mMeromoB oOydeHusi ompezensercs — colep)kaHueM OoOyudeHHus, YpPOBHEM
METOAMYECKOTO M MaTepUalbHO- TEXHUYECKOrO O0ecledeHusi, OCOOEHHOCTSIMH BOCIIPHUATHUS
y4eOHO MH(OpMAIH CTYJCHTOB-MHBAIHIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTenbHOM IpoLECCe HCHONb3YIOTCS COLHUAIbHO-aKTHBHBIE U
pediieKCUBHBIE METOJbI O00Y4YEeHMsI, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IeJbIo
OKa3aHHs TOMOILIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIWYHOCTHBIX OTHOIICHUH C JIpyruMHU
CTYZICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOH TPYIIIE.

[Ipu oGy4yeHun ULl C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBBSI AJIEKTPOHHOE 00y4YeHUE
W JMCTaHIIMOHHBIE 00pa30BaTeNbHBIE TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXXHOCTH TpHEMa-
nepeaayn HGOpMaIMK B JOCTYIHBIX /Ul HUX (opMax.

OOyJatomuiecss W3 YHCia JIAI ¢ OTPAHUYCHHBIMA BO3MOYKHOCTSIMHU 3/I0POBBSI 00€CTICUCHBI
MEYaTHBIMU M DJIEKTPOHHBIMH 00pa3oBaTelIbHBIMH pecypcaMu B (opMax, aJanTUpPOBAaHHBIX K
OTPaHUYCHUSM HX 3/I0POBBSI.
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