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1. Ilepeuens

NAAHUPYEMbBIX  Pe3YIbmamos

00yuenusa no oucyuniune  (M0Oyiio),

COOMHECECHHBIX C NIIAHUPYEMBIMU pe3Y/ibmaAmMaAMU 0C60CHUA 06pa3oeameﬂbuoﬁ npozpammasl

Komnerenuust [TmanupyemMble pe3ynbTaThl O0YUSHUS O AUCIUILIINHE
OIIK-4 3HaThb:

CIOCOOHOCTBIO - HOPMBI U MIPaBHJIa JIEJIOBOTO OOIICHUS ¥ ITyOIMYHBIX BBICTYIUICHHH,

OCYIIIECTBIISATh - BEJICHHS TIEPETOBOPOB, COBEIAaHUH,

JIEJIOBOE O0IIEeHHE
U yOJTuYHbIC

- mpaBWja M TpeOOBaHUS BEIACHUS JEJIIOBOM MEPENUCKU M TMOIJACPKKU
AJIEKTPOHHBIX KOMMYHUKALIUI;

BBICTYIUICHHUS, -OCHOBHBIE BU/Ibl JOKYMEHTOB, PETJIaAMEHTUPYIOIINX OCYILIECTBICHHUE
BECTH [IEPErOBOPHI, | YIPABICHUECKON AEATEIbHOCTH;
COBECIIaHMS, YMmeThb:
OCYILECTBIIATh - OCYILECTBJIATH AEJI0BOE OOLIECHNE U ITyOIMUYHbIE BBICTYIUICHNUS,
JIEJIOBYIO - OCYIIECTBIIATH JOKYMEHTO000POT,
HEepenucKy 1 - BECTH [1€PErOBOPHI, COBELIAHNS,
HOJIEPKUBATh - OCYILLIECTBJIATD JEJIOBYIO IIEPENUCKY U MOAJIEPKUBATH AIEKTPOHHbIE
JIEKTPOHHbBIE KOMMYHHKAIIUH;
KOMMYHUKaIUU Baagers:
-CIIOCOOHOCTBIO OCYILECTBIIATH AEJI0BOE OOLIEHNE U ITyOIMYHbIE
BBICTYIUIEHHS, BECTU IIEPErOBOPHI, COBELIAHMSI, OCYILECTBIIATDH JEIOBYIO
NEPENCKy U MOAJEPKHUBATH HIEKTPOHHbIE KOMMYHUKALIUY;
-HaBbIKaMH pabOTHI C JOKYMEHTaMH, B TOM YHUCIIC Ha AJIEKTPOHHBIX
HOCHUTEJISIX, UX CUCTEMAaTH3alluu;
I1K-8 3HaTh:
BJIaJICHUEM - METOAMKY MOJArOTOBKH OPraHU3AL[MOHHBIX U PACHIOPSIIUTEIBHBIX
HaBbIKaMU JIOKYMEHTOB, HEOOXOAMMBIX /7151 0()OPMIICHUS! pEIICHHH B yIIpaBICHUH,
JIOKYMEHTAJIBHOTO | - MOPSAA0K 0(pOpMIIEHHS JOKYMEHTOB B COOTBETCTBUU C HOPMATUBHOM
odopmIteHUs 0a3oii;
pelieHuii B Ymern:
yIpaBJIeHUU - COCTaBJISITh U O(OPMIISATH OpPraHU3AlMOHHBIE M PACHOPSAUTEIbHBIE
OTepaLlMOHHON JIOKYMEHTBI, HeoO0XoauMmble A O(OpPMIIEHUS pEIIEHUH B yNpaBJIeHUH
(TpOM3BOJICTBEHHO | ONEPALMOHHOM (MPOU3BOICTBEHHOM) JEATENbHOCTH OpraHU3aluii,

i) NeITeTbHOCTH
OpraHu3alui pu

- IPUMCHATDH Ha IIPAKTUKE I'OCYAAaPCTBCHHBIC CTAaHAAPTHI U APYTUC
HOPMATUBHO - METOAUYCCKHUEC JOKYMCHTBI, PCTIIAMCHTHPYIOIIUC

BHEJIPEHUU OpraHU3aIMI0 YIIPABICHUYCCKOU IeATeIbHOCTH;
TEXHOJIOTHYCCKHUX, Baanern:
MIPOTyKTOBBIX - HaBBIKAMU MTOATOTOBKU OPTaHU3AIMOHHBIX U PACTIOPSAIUTCIIBHBIX
WHHOBALUI UJIN JIOKYMEHTOB, HEOOXOAMMBIX JJIs1 0()OPMIICHUS pEIIeHUH B yIIPaBICHUT
OpPTaHU3AIMOHHBIX | OMEPAIMOHHON (TTPOU3BOACTBEHHOM) IEATEILHOCTH OpraHU3alui MPH
U3MEHEHUN BHCAPCHHUU TCXHOJIOTMUCCKHUX, ITIPOAYKTOBBIX I/IHHOBaIII/If/'I NI
OpraHU3aIlMOHHBIX U3MCHCHHH,
- HaBBIKaMU JOKYMEHTHUPOBAHMSI KOHKPETHBIX YIIPABJICHUECKUX CUTYalUH;
IIK-11 3HaTh:
BJIaJICHUEM - METOAMKY aHaiu3a nHpopMau o GyHKIMOHUPOBAHUN CHCTEMBI

HaBBIKAMHU aHAJIN3a
uH(pOpMaIUH O
(YHKIIMOHHPOBAHH
U CHCTEMBI
BHYTPEHHET O
JIOKYMEHTO0000POT

BHYTPEHHETO JOKYMEHTO000POTa OpraHU3alNH,

- MeTOI[I/IKy BCICHUA 6213 JAaHHBIX 110 pa3J'II/I‘-IHI)IM II0Ka3aTeJIsIM 1
dbopMupoBanusa HH(HOPMALIMOHHOTO 00ECTIEYeHUs YIaCTHUKOB
OpFaHI/ISaHI/IOHHBIX HpOGKTOB;

YMeTh:

- aHAJIM3UPOBATh HHAOOPMAIHIO O PYHKIIMOHUPOBAHHH CUCTEMBI




a OpraHM3aluy, BHYTPEHHET0 JIOKyMEHTO000pOTa OpraHu3alIiH,

BeJleHus 0a3 - BECTH 0a3bl IJAHHBIX 110 PA3IMYHBIM MTOKA3aTeNIsIM U (POPMHUPOBATH
JaHHBIX 110 MH(POPMALIMOHHOE 00ecrieueHNe YYaCTHUKOB OPTaHU3aI[MOHHBIX TPOEKTOB;
Ppa3IMYHBIM Baanern:

[IOKa3areisaM U - HaBBIKAMU aHaJM3a MHGOpMAIK 0 PyHKIIMOHUPOBAHUN CHCTEMBI
dbopmupoBaHus BHYTPEHHETO JOKYMEHTO000pOTa OpraHu3alllu,

I/IH(I)OpMaI_[I/IOHHOI‘ (0} - HaBbIKaMU BCACHUA 633 JAaHHBIX IO PAa3JIMYHBIM IMOKA3aTCIIAM U
obecrieueHus dbopmupoBanust HHGOPMAIIMOHHOTO 00ECTICUeHNS YYaCTHUKOB
Y4aCTHHUKOB OpraHu3allMOHHBIX IPOCKTOB,

OpraHU3aIlMOHHBIX - HaBbIKaMU pabOoThI C TOKyMEHTaMH,

MIPOEKTOB

2. Mecmo oucyunaunst (M00yns) 6 cmpyKkmype 00pa3zo8amenbHol nPoZPamMmol

JlucuuianHa OTHOCUTCS K TUCIUILUIMHAM I10 BBHIOOPY BapHUATHUBHOW YacTH y4eOHOTO IUiaHa
OIIOII. [JaHHas JuCUMIUIMHA B3aUMOCBSI3aHA C JIPYTUMU JUCIUIUIMHAMHM, TaKUMHU Kak:
«OKOHOMUKAa  opraHuzanuu  (npennpusarus)», «Mapketunr», «bu3Hec-KOMMyHHMKaIMW,
«YmpaBieHUe 4eJIOoBeUeCKUMHU pecypcammy», «byxranrepckuit  yu€r», «/HHOBaLMOHHBIN
MEHEKMEHT.

Uzyuenue JTUCIUILTUHBI MIO3BOJIUT oOy4aromumcs pealin30BbIBATh
obmenpodeccHoHANbHBIE W TPOQECCHOHANBHBIE  KOMIETCHIMH B  MPOQPECCHOHAIBHON
NeSITeIbHOCTH.

B uacTHOCTH, BBITYCKHUK, OCBOMBIIMK MporpamMmy OakajiaBpuara, B COOTBETCTBHH C
OpraHU3allMOHHO-YTPaBIECHUYECKON, HHPOPMAIIMOHHO-aHATUTUYECKON BHUAAMU JAESTEIbHOCTH,
J0JDKEH OBITh TOTOB PelIaTh CIEAYIONINE TPOopecCHOHATbHbIC 3a/1aUH:

OpP2AHU3AUUOHHO-YNPABIEHYECKAA 0eAMETbHOCHIb:

- yyacTue B pa3paboTKe U peaau3aluy KOPIOpaTUBHON U KOHKYPEHTHOU CTpaTeruu
OpraHu3alli, a TaKke (PyHKIHOHAIBHBIX CTpAaTeruil (MapKETHHIOBOM, (PMHAHCOBOM, KaJpPOBOIL);

- ydacTue B pa3paboTKe U peain3aliy KOMIUIEKCa MEPONIPUATHI ONEpalluOHHOIO
XapakTepa B COOTBETCTBUHU CO CTpATEerUeil OpraHu3aluu;

- IJIJAHUPOBAHUE JIEATEIBHOCTU OPTaHU3aAlMU U NIOJIpa3AeiICHUl;

- popMHUpOBaHUE OPTaHU3ALMOHHON U YIIPaBICHYECKOM CTPYKTYPhl OpraHU3allHii;

- OpraHu3anus padoThl UCTIONHUTENEH (KOMaH bl UCTIONHUTENEH) /U1 OCYIIECTBICHHS
KOHKPETHBIX MPOEKTOB, BUJIOB JIEATEIBHOCTH, paboT;

- pazpaboTKa U peaau3aius IPOSKTOB, HAITPABJICHHBIX HA PA3BUTHE OpraHU3aI[UN
(mpeanpusTUs, OpraHa rocyJ1apcTBEHHOTO WM MYyHHIIMIIAIBLHOTO YIIPaBICHUS);

- KOHTPOJIb ICATEIHHOCTH TIOpa3AeICHII, KOMaH/ (rpymn) pabOTHUKOB;

- MOTUBUPOBAHNE U CTUMYJIMPOBAHKE [IEPCOHAIA OpraHU3alliy, HAIIPaBICHHOE Ha
JOCTHKCHHUE CTPATETHYECKHUX U ONEPATUBHBIX 1IEJICH;

- y4acTue B yperyJIupoBaHUM OpPraHU3allMOHHBIX KOH(DIUKTOB Ha YPOBHE MOJIpa3AesieHUs 1
paboueil KoMaHbI (TPYIIITHI)

UHDOPMAYUOHHO-AHATUMUYECKAA 0eAMETbHOCHb:

- cbop, 06paboTka 1 aHanu3 nHpopMalu o pakTopax BHEIIHEH U BHYTPEHHEH CpeIbl
OpTraHM3AIMH TSI IPUHATHS YIIPABICHYSCKUX PEIICHUN;

- IOCTPOCHHE U MOAJEPKKa (PYHKIMOHUPOBAHUS BHYTPEHHEH NH(OPMALIMOHHON CUCTEMBbI
OpraHM3aIuu st cOopa MHPOPMAIUH C LETbI0 PUHSATHUS PEIICHUH, ITITAHUPOBAHUS ICATETHHOCTH
Y KOHTPOJIS;

- CO3JIaHMe | BeJleHue 0a3 TaHHBIX 10 PA3IMYHBIM MTOKA3aTENsIM ()YHKIIHOHUPOBAHUS
OpraHu3alnii;



- pa3paboTKa U MoAaepkKa PYHKIHOHUPOBAHHS CUCTEMbI BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3alliy, BeJieHrue 0a3 JaHHBIX 110 PA3INYHBIM MTOKA3aTEeNsIM
(YHKIIMOHUPOBAHUS OpraHU3aIN;

- pa3paboTKa CUCTEMbI BHYTPEHHETO IOKYMEHTO000pOTa OpraHu3alnu;

- O1IeHKAa 3((EKTUBHOCTH NTPOEKTOB;

- MOATOTOBKA OTYETOB MO pe3yJibTaTaM UH(POPMAIIMOHHO-aHATUTUYECKOM 1€ TeNbHOCTH;

- OIICHKA AP PEKTUBHOCTH yNPABICHUYECKUX PEILICHHH.

3. Ob6vem oucyuniunst

Buowt yueonoit pabomot Dopmut
00yuenus
3aounasn
OO0uIasi TPy10€MKOCTh: 3aUETHBIC ¢TMHHIIBI/9achl 3/108
KonrakTHas pa6ora:
3aHsATUs JEKUUOHHOTO TUIIA 2
3aHATUSL CEMUHAPCKOIO THIIA 2
[TpomexxyTounast arrectauusi: 3ader / 3a4yeT ¢ 4
OlIeHKOH / 5K3aMeH /
Camocrositeasnas padora (CPC) 100

4. Cooeprcanue oucyunaunvl (MOOyns), CMPYKmMYpUpo6anHoe no memam / pazoenam ¢
YKazanuem Omee0eHHO020 HA HUX KOAUYeCmed AKAOeMUYeCKUX 4acoé U 6U008 yueOHbIX

3AHAMUIL

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

4.1.1. 3aounas Gpopma oOyuyeHHs

Buabi yueOHol#i pa6oTsl (B 4acax)
Ne i/l Pa3nen/rema
KonrakTtHasi padora
3ansaTust 3aHATHS CEMHMHAPCKOT0 THIIA Camoct
JIEKIINOHHOT 0 OfITEJIbH
THIIA asi
Jlexyuu | Unvie | Ipakm | Cemun | Jlabop | Unvie | pabora
yuebH | uuecku | apwl amopH
vie e vie
3aHaAm | 3aHAMU pabom
us A bl
JIoKyMEHTOBEICHHE.
OCHOBHBIE  TIOHSITHSI. 1 8
1. JIOKyMEHT M CHCTEMBI
JIOKYMEHTAITNH.
HopmaruBHas
JIOKyMEHTAITHSI.
’ [IpaBuna odopmieHus 14
JIOKyMEHTOB u
3aMOJHEHUSI TUIOBBIX
dopm.
Cucrema 1 14
3. OpraHu3alOHHO-




IIPaBOBOM
JOKYMEHTAI1H.
Cucrema
4 pacnopsaIuTeIbHON 1 14
JOKYMEHTAIUH.
HNudopmanronHo-
5 CIIpaBOYHas 1 18
) JIOKYMEHTAIH4.
Kanposas
JOKYMEHTALUSI. 12
6. JIOKyMEHTBI o
JIMYHOMY COCTABY.
JIoKyMeHTOOO0POT.
ApXMBHOE XpaHEHHUE. 10
7. Kondunennuanbueie
JOKYMEHTBI.
Komnerorepusie
TEXHOJIOTHH
] JTOKYMEHTAIlMOHHOTO 10
' obecrieyeHus
yIpaBJIeHUsI.
IIpomexyTounas 4
aTTecTanus
Hroro 108
4.2.  IlporpaMma IUCHMILUIMHBI, CTPYKTYPHPOBAHHAS 110 TeMaM / pa3aenam
4.2.1. CopaepkaHue JIEKIIMOHHOTO Kypca
Nen/ | HammeHoBaHue TeMBI Conep:xaHue JeKIIHOHHOTO 3aHATHSA
i | (pa3aesa) QM CHUNIMHBI
JIOKyMEHTOBEIEHHUE. Ilonatne w  (QyHKIMH  JOKYMEHTOBEICHUS U
OCHOBHEBIE MOHATHUS. | Aeronpon3BoacTBa. CylIHOCTP W OCHOBHBIC 3a7a4yH
1. JIOKYMEHT UM CHUCTEMBI | JOKYMEHTUPOBAHUS YIPABIEHYECKON JAESITEIbHOCTH.
JIOKYMEHTAI1H. Kpatkuit 0030p wucTOpuM  JTOKyMEHTOBEICHHS U
nenonpou3BoacTsa. COBPEMEHHOE TIOCYIAapCTBEHHOE
peryiMpoBaHue  JOKYMEHTAllMOHHOTO  oOecredeHus
ynpasienue ([IOY). OcHOBHblE TEPMHUHBI U TOHSATHUS
JOVY. Ilonstne wundopmanuu U HHOOPMALUOHHBIX
peECypcoB. ITpuHLIMIIBL paboThl c bi (S (0):10)7
nHpopManuen. YHupunupoBaHHbie CUCTEMBI
JIEJIONPOU3BOCTBA.
HopmaruBHo-cnipaBounass ~ gokymentanus.  ['OCT.
[IpaBuia co3gaHus JOKYMEHTOB.
Cucrema opraHuzallMoHHO- | Ha3HaueHme u coctaB  OpraHuU3allMOHHO-TIPABOBOM
[IPaBOBOM JOKYMEHTAllMM. | JOKyMeHTaluu. PYHKIMM OpraHU3alMOHHO-IPABOBBIX
2. JOKyMEHTOB.  YUpeIWTEIbHBIE JIOKYMEHTHI. Y CTaB.

Horosop. Ilonoxenue. HMuctpykumu. JI0JKHOCTHBIE
uHCTpyKunu. CTpyKTypa W IUTaTHasT YHCIECHHOCTb.
[lratHoe  pacnucanue.  [lpaBuna  cocraBieHus,
oopMIIEHHUST TOKYMEHTOB.




4.2.2. CopepaHue MPaKTUYECKUX 3aAHITHI

Ne n/ | HaumeHoBaHue TeMbl Conep:kaHue NPAKTHYECKOT0 3aHATHS
n (pa3aena) AMCUUNJIMHBI
Cucrema pacniopaautenshoil | [IpaBuna cocraBneHusi, oQopmileHUs JOKYMEHTOB.
JOKYMEHTALUH. [Ipyuka3el MO OCHOBHOW J€ATEIBHOCTH. JlOKYMEHTHI,
1. u3aBacMble B YCIIOBUSIX KOJUIETUaTbHOCTH
(mocTaHOBINIEHUS, PEIICHHUA); JOKYMEHTHI, H3aBacMbIe
B YCIOBHMSIX €IMHOJMYHOTO TMPHUHATUS pEIIeHUuMN
(mpukasbl, ykazaHus, pacrnopspkeHus). O00coOIeHHbIN
JOKYMEHT —  MpoTokod.  Buasl,  ocoGeHHOCTH
oopmiteHus1. CocraBienue JIOKYMEHTOB C
npumeHenuem ['OCT.
WNudopmannonHo- [IpaBuna cocraBieHus, OG(OPMICHUS JTOKYMEHTOB.
CIpaBOYHas TOKyMeHTauus. | VHUIMaTUBHBIE JOKYMEHTHI, JIOKJIAJHBIE 3alHCKH.
2. OOmbsicHuTenbHble  3amucku. AKTHL.  Ilpeanmoxxenwue.
CrpaBku  chmykeOHOTO M JIMYHOTO  Xapakrepa.
CnyxeOHble (IenoBbIe) MHUChMA. XapaKTEPUCTUKH.
PasnoBugHocTH. OcoGeHHOCTH OQOpMIIEHUS. DTHKET
nenoBoro oOmeHuss. CocraBieHHE JIOKYMEHTOB C
npumeHenuem ['OCT.
4.2.3. CopnepxaHHe CaMOCTOSITEIbHOU PabOTHI
Nenn/ | HammeHoBaHMe TeMbI Coaeprxanue caMOCTOATEIBLHOH padoThI
1| (pa3aeJsia) (M CHUNIMHBI
1. JoxkymenToBeneHue. OcHoBHbIE | CyIIHOCTh M OCHOBHBIE 33/1a4M JOKYMEHTHUPOBAHUS
MOHATHA. JIOKyMEHT U cUCTeMBI | yIpaBiieHYecKo aestenbHOcTU. KpaTkuit 00630p
JOKYMEHTAIUH. HCTOPUM JOKYMEHTOBEIEHUS U JI€JIONPOU3BOJICTBA.
CoBpeMEeHHOE TOCYJapCTBEHHOE peryJIMpoBaHHe
JOKYMEHTAIIHOHHOTO  00eCHeueHHsl yIpaBJIeHHUE.
OcHoBHble TepMuHBI U noHATHA JOVY. IlonsTne
uHpoOpMalMd M  UHPOPMALMOHHBIX  PECYPCOB.
[IpuHuuner paboTel C  1enoBO  uH(pOpMaluei.
YHUPUIUPOBAHHBIE CUCTEMBI JICIONPOU3BO/ICTBA.
2. HopMmatuBHas  gokyMeHTamusi. | Bunmbl HOpMaTHMBHO-CIIPAaBOYHOM — JTOKYMEHTAIWU.
IIpaBuia oopmrnenust | [OCT. IlpaBuna cozganus nokymeHTOB. IIpaBuia
JOKYMEHTOB W  3allOJIHEHUs | HallUCaHUs PEKBU3HTOB. bnanku u
THIIOBBIX (OpM. YHUGDUIMPOBAHHBIE (hOPMBI.
3. Cucrema OpraHu3aloHHO- | DYHKIUN OPraHU3allMOHHO-IIPABOBBIX TIOKYMEHTOB.
IIPaBOBOM JTOKYMEHTALIUH. VYupenurenbHsle JTOKyMEHTHI. Ycras. Jlorosop.
[Tonoxenue. HNuctpykiumu. JIOJKHOCTHBIE
uHCTpyKunu. CTpyKTypa M LITaTHas YUCIECHHOCTb.
[ItaTHOE pacnucaHue.
4. Cucrema  pacnopsauTenabHou | JJoKyMeHTS!, U3/1aBacMble B YCIIOBUSIX
JOKYMEHTAIu! KOJUIETUATbHOCTH  (TIOCTAaHOBJICHHS,  PEIICHUs);
JIOKYMEHTBHI, n3/1aBacMble B YCIIOBHUSAX
€MHOJIMYHOTO TPHUHSITUSA pelIeHud (TpuKasbl,
yKa3aHwusl, pacropsbKeHust). 0O060co0IeHHBII

JOKYMCHT — IIPOTOKOJI.




3. WudopmannoHHO-CIIpaBOYHAs [Ipennoxenue. CnpaBku CiaykeOHOTO M JIMYHOTO
JIOKyMEHTAITHSI. xapaktepa. CiyxeOHbIe  (I€TOBbIE)  THCHMA.
Xapaxkrepuctuku. PasnoBugHOoCcTH. OCOOEHHOCTH
oopMIIeHHsI. DTUKET JAETOBOTO OOIIEHUSI.

6. Kanposas nokymeHTtanus. | HasHaueHue M CcOCTaB JJOKYMEHTOB IO JHYHOMY
JIokyMeHTBI 10  JUYHOMY | cocTaBy. HopmaruBHas 06a3a. YHu(UIMPOBaHHEIE
COCTaBy. ¢dopmbl.  Anroput™m JeiictBuii U odopmieHus

JOKYMEHTOB IIpU NMpuéMe Ha paboTy, YBOJIbHEHUH,
[IEPEBOJC Ha JIPYIyH IOJDKHOCTb, OTIIPABICHUU B
komMaHaupoBKy. CocraBieHue U opopMIiIeHUE
OCHOBHBIX  JIOKYMEHTOB. TpyaoBoi  JOroBop,
IIPUKAa3bl 110 JINYHOMY COCTaBY, TPYAOBBIE KHUKKH,
JUYHOE JI€J10, JINYHAs KapTOUYKa.

7. JlokymenToo60pot. ApxuBHoe | OCHOBHBIE MOHATHUSA u MIPUHIUIIBI
xpanenue. KonpuneHnmansHeie | 1okyMeHTO0000poTa. [IpsIMOTOYHOCTE  JABMKCHUS
JOKYMEHTBI. JIOKyMEHTOB. Bxopsamwue, UCXOIAIINE u

BHYTpeHHUE JIOKyMeHTbl. [lpaBmia oOpaboTku
nokymeHtanuu. [IpaBmia W CpOKM  XpaHEHUS
JI0KyMeHTOB. [oHATHE KOHDUACHIIMATEHOCTH.

8. Kommerotepubie  TexHosoruu | MHpOpManmoHHbIE KOMIBIOTEPHBIE TEXHOJIOTHHU.
JTOKYMEHTAIHOHHOTO Metoapl  3amuTel  HHOOPMAIMH, DJIEKTPOHHO-
o0ecreyeHus yrnpaBiieHus.. mudpposas  noxmuck  (OUII), mmdposanue.

ABTOMaTH3UpPOBAaHHBIE NH()OPMALIMOHHBIE CUCTEMBbI
JEJIONPOU3BOACTBA. DJIEKTPOHHOE MPABUTENIBCTBO.

5. @®ono ouenounvix cpeocmeé 0nA  NPOBEOCHUA  NPOMENHCYMOUHOU  ammecmayuu
odyuarowuxca no oucyunaune (M0ooyno)

[IpenycMoTpeHbl  crieayrome BHABI KOHTPOJS KAauecTBA OCBOCHHSI KOHKPETHOM
TV CITATIIINHEL:
- TEKYLUMA KOHTPOJIb YCIIEBAEMOCTH
- IPOMEXYTOYHAs aTTECTAIUs 00YUYAIOIIUXCS IO TUCIUTITNHE

®OHJ OLEHOYHBIX CPEACTB ISl HPOBEJCHHS MPOMEXYTOYHOH aTTECTalMU O0YYArOIIIXCs
no qucuuiuinHe opopmiieH B IPUJIOKEHUMU k PABOYEU ITPOT'PAMME JIVCLHUTUIMHBI

Texkymuii KOHTPOJb YCHEBAaeMOCTH OOECHEUMBACT OLEHMBAHUE XOJa OCBOCHHS
JTMCUUIUTMHBI B TIPOIIECCEe 00yIeHUSI.
5.1 Ilacnopm ghonoa oyenouHvlx cpedcms 0isi NPOBeOeHUs meKyujeti ammecmayuu
no oucyuniure (Mooyir)

NeKonTpoaupyembie Kon HaumeHoBaHMe OLICHOYHOI'O CPeACTBA
n/m | pasaenasbl (TeMbl) KOHTPOJIMP
yemMou
KOMIIeTEeHI]
UM
1. JlokymMeHTOBEIEHUE. 0 [IpoGneMHbIe 3amauM, CUTYyaI[MOHHBIC 3aJ1a4yH,
OCHOBHbBIE  MOHATHSL. K4 TECTUPOBAHUE
JIOKYMEHT M CHCTEMBI
JIOKYMEHTAIUH.
2. | HopmaTuBHas ITK-8 [IpoGneMHbIe 3ama4M, CUTYaI[MOHHBIC 3aJ1a4yH,
JIOKYMEHTAIHSI. TECTUPOBAHUE




[IpaBuna opopmienus
JIOKYMEHTOB u
3a0JIHEHUS TUIIOBBIX
dbopm.
Cucrema [IpoGieMHbIe 32129, CUTYyaIlIHOHHBIC 3a/1a4H,
3 opra’uzalMoHHO- ITK-8, TECTUPOBAHUE
3. | mpaBoBoOi OIIK-4
JIOKYMEHTAIUH.
Cucrema K-8 [TpoGieMHbIC 32129, CUTYyaIIHOHHBIC 3a/1a4H,
4 pacnopsiANTEeIbHON OHK-’ 4 TECTUPOBAHUE
4 JIOKYMEHTAIMH.
HNudopmarnmonHo- K-8 [IpoGnemHble 3amauyu, CUTYyallMOHHBIE 3a/ayH,
3 cmpaBo4Has OHK-, 4 TECTUPOBAHUE
5 JIOKyYMEHTAIIHSI.
Kagposas [IpoGnemMHubIe 3amaum, CUTyaIlMOHHBIC 3aJ]1a4H,
6 JOKyMeHTalus. I1K-8, TECTUPOBAHUE
6. JoxymenTts 1o | ITK-11
JUYHOMY COCTaBY.
JlokymMeHTOOOO0pOT. [IpobGnemMHbIe 3a1a4M, CUTYaIlMOHHBIC 33a/1a4H,
7 ApxuBHOE XpaHEHHE. nK-11 TECTUPOBAHUE
7. | KondunenunansHbie
JIOKYMEHTBIL.
KomnerorepHbie [IpoGnemHble 3a1a4u, CUTyallMIOHHBIE 3a/1a4H,
§ TEeXHOIOTuU OITK-4 TECTUPOBAHUE
8. JIOKYMEHTallMOHHOT'O ’
[MK-11
o0ecrieueHus
yIpaBJIeHUsI.

5.2 Tunosvie KOHMPOAbHLIE 3a0aHUs U UHbIE MAMepuaibl, Heooxooumvle OJis
OUCHKU 3HAHUL, VMEHUL, HABBLIKOE U (UlU) ONbIMA 0esamelbHOCHU 6 NDOUECCe MEKVULe20

KOHmMpOJiz

TunoBbie CUTYallMOHHBIE 32/1a4H:
3aoaua 1

Cucrema pacnopsIuTeIbHON TOKyMEHTALINH.

[ToxroroBbTe mpuKa3 00 UTOrax peBU3WH (PHMHAHCOBOTO ydeTa. B KOHCTaTHpyromel 4acTu
YKa)KUTE, 4TO peBU3UEH 0OHapyKeHbI (PaKkThl rpyOOro HapyueHus (UHAHCOBOTO y4yeTa: HET ydyeTa
1 OTYETHOCTH II0 KOMaHIMPOBKAaM, OTCYTCTBYET JKypHaJl ydeTa JoBepeHHocTeil. Hepocraromue
PEKBU3UTHI YKa)KUTE CAMOCTOSITENILHO.

3aoaua 2

HNupopMalinoHHO-CIIpaBOYHAsL TOKYMEHTALU.

1) B dunman nocTynuio mucbMo-3anpoc OT PYKOBOJICTBA XOJIAMHTA.

Co3maiiTe OTBET Ha BXOJAIICE MUCHMO-3aIPOC, MCIIONB3YS CIIPABOYHYIO HH(POPMAITHIO.

2) B sHBape Oyayliero roja COCTOUTCS KOH(EpEeHIs, IMOCBSIICHHAas WHHOBALUAM B
SKOHOMHKe. HeoOXommmo co3maaTe H  pa3ociaTh NHCBMO-TIPUIIIANICHHE Ha TPEICTOSIIYIO
KOH()EPEHIIUIO.



Tunosslie npodJieMHbIE 321a4H:
3aoaua 1

JlokymeHT0o000pOoT. ApxuBHOE XxpaHneHue. KoHduaeHIInanbHbIE TOKYMEHTEHI.

B ¢upmy moctynmio aBa KOHBEpTa, aJpeCOBAHHBIX TE€HEPATbHOMY AHPEKTOPY, OIHUH
KOHBEPT C PEKJIAMHOM aKIUEH, 1B TOCHUIKU U3 (PUIIHATIOB.

OO6paboraiiTe MOATAHO BXOISIIYI0 KOPPECIIOH ICHIIHUIO.

Tunosblie TECTHI

1. Tlpu kakoMm pacnoioxkeHuu pekBU3UTHl "HanmenoBanue opranuzanuu’, "Bun
JOKyMeHTa" U Apyrre HeoOXOAUMBIE PEKBU3UTHI HAa OJIAaHKE Pa3MeIaloTCs

B BEPXHEM JIEBOM YTIIY:

Br16epute oauH OTBET:

A) Ipo10JIbHOE

b) yriosoe

B) nenrpupoBannoe

2. Jlns Kakux JOKYMEHTOB 00si3aTeNIeH PEKBU3UT «AJlpecary:
Bribepure o1H WM HECKOJIBKO OTBETOB:

A) muceMa

b) npukassl

B) nomxHOCTHBIE HHCTPYKIMH

3. Kakas nara siBisieTcst 1aToi MpUKa30B, MHCEM, CIIPABOK:
Br16epute oauH OTBET:

A) Jlata yTBEepKACHUS

b) Jlata 3a¢uKcHpOBaHHOTO B JOKYMEHTE COOBITHSA

B) llaTta cormacoBanus

I') lara noanucanus

4. BriGepure anemenTs! pekBu3uTa «I'pud yTBEpKACHUD !
BeiOepute oaMH WK HECKOIBKO OTBETOB:

A) Iloanuck

b) JlomkHOCTD ML, YTBEPKAAIOLIETO JOKYMEHT

B) Ileuats opranuzanuu

J1) Bu3sbl cornmacoBanus

5. [IpukazaMu 1o TMYHOMY COCTaBY O(POPMIISIFOTCS:

A) T'apanTuiinbie 00s13aTEILCTBA OPTaHU3AINH

b) lomkHOCTD U, YTBEPKIAOMIETO TOKYMEHT

B) IIpuém, nepeBoa 1 yBOJIbHEHUE COTPYIHUKOB OpraHU3aLMH
I') AkThI IpuéMa 1 niepenadyn 00bEKTOB

6. OcHoBHbIe GyHKIIUU, KOTOpBIe obecrieunBaet JJOY:
A) ruiaHupoBaHue

b) opranuzanuronHo-pacnopsaAuTeabHas 1eATeIbHOCTh

B) yuér u otuétHOCTB, PUHAHCHpPOBAHUE

7. Homenknarypa ien npeacraBisieT coOoii:



A) Criucok 3arojoBKOB (HAUMEHOBAHUM) €11, 3aBOAUMBIX Ha MPEANPUATUH C YKa3aHUEM
UX CPOKOB XpaHEHUS

b) I'apanTHiiHble TMCbMa OpraHU3aluu

B) I'pud yTBepkeHuss pyKOBOAUTENSI OpraHu3aluu

I') Cpoku xpaHeHHsI TOKyMEHTOB

8. bnank qoKyMeHTa — 3TO:
A) HecTaHJApTHBIN JTUCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJUTCS MOCTOSIHHASA UH(OpMaLus

AOKYMCHTA U €CTb MECTO JJI HepeMeHHOﬁ HUH (I)OpMaL[I/II/I

b) crannapTHblil muct Oymaru, Ha KOTOpOM BOCIIPOM3BOJAUTCS TOCTOSTHHAST HHPOPMAIIHS

HAOKYMCHTA U €CTb MECTO JJI HepeMeHHOﬁ HUH (I)OpMaL[I/II/I

MM;

B) npyroe

9. brianku umerot nosst (cornmacao 'OCT P 6.30-2003):

A) neBoe — 20 MM; paBoe U HUXKHee — He MeHee 10 MM; BepxHee — He MmeHee 20 MM;

b) neBoe — 10 Mm; mpaBoe u HUKHEe — He MeHee 20 MM; BepxHee — He MeHee 10 MM;

B) neBoe — 20 mMm; paBoe He meHee 10, HkHee — He MeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00513aTENbHBIN 3JIEMEHT:
A) npucymui onpeneacHHOMY BUAY JOKYMEHTA;
b) npucymuii ToTbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymmii ToJIpKO MUCHMaM;

11.  ®opmynsap-obpaser — 3To:

A) COBOKYITHOCTbh HE PEKBU3UTOB, a MOJNUCEH

B) cOBOKYNHOCTB pacno0kKEeHHBIX B ONPEeICHHOM MOCIe0BAaTeIbHOCTH PEKBU3UTOB,
NPUCYIINX BCEM BHIAM JJOKYMEHTOB;

B) HOMeHKIaTypa J1es opraHu3anium

12. K pacnopsiautenbHbIM JOKYMEHTaM, U3aBa€MbIM B YCIOBUSIX €IUHOJIUYHOTO
MIPUHSTHUS PEIICHUS], OTHOCSTCS:

A) nenoBble MUChMa

b) npukassl

B) mokxnagHbIe 3aMCKH

13.  TpeboBaHus, IpeabsBIIEMbIE K JOKYMEHTOOOOPOTY:

A). IpAMOTOYHOCTH ABMKEHUS JOKYMEHTOB (JOKYMEHT KpaTyalIlluM ITyTeM I0NasaeT K
UCIIOJTHUTENI0, BO3BPATHbBIE TIEpEMEIICHUS TOKYMEHTOB UCKIIIOUEHBI);

b) pacnipenenenne 10KyMEHTOB MEXy PyKOBOJIUTENISAMHU U CIELMAIUCTAMH COTJIACHO UX
(GYHKIIMOHATBHBIM 00S3aHHOCTSIM;

B) Heobxoaumoe nepemenieHne JOKyMEHTOB (AyOaupoBaHue, IMIIHUE MHCTAHIIUU |
JEHCTBUS UCKJIIOUEHBI) U €IMHOO0pa3ue MaplIpyTa IBUKEHHS TOKYMEHTOB U TEXHUYECKHIX
orepanuii ¢ HUMHU, OJJHOKPAaTHOCTb KayKJOW ONepalui;

') Bce BhIlIENIEpPEYHCIICHHBIE

14. JIns kakoro Buga JOKyMeHTa pekBU3UT «HaumeHoBaHue BUIa TOKYMEHTa» HE
yKa3bIBaeTCsl:
A) BBINKCKA U3 IPOTOKOJIA;
b) nenoBas 3amnucka;
B) ucemo;



I') oTuér.

15. I'ne xpaHsATCs /1e1a o UCTEYSHNUHU CPOKa TEKYILEro XpaHeHus:
A) B apxuge;
b) y pykoBoauTens opranusaiuy;
B) y cexperapsi pykoBOIUTENsI OpraHU3aLInY;
') momiexxat aHHYJIMPOBAHUIO.

5.3 Memoouueckue mamepuaisvl, Onpeoeisiouue npoyueovpbl OUCHUBANHU 3HAHUN, VMEHU,
HABBIKOG U (UIU) ONblma 0esamelbHOCHU

Bce 3alaHusl, HUCIHOJIB3YCMBIC IJId TCKYLICTO KOHTPOJIA (bOpMI/IpOBaHI/IH KOMIIETCHIIUI
YCJIIOBHO MOKHO pasgCjInTb Ha ABC I'PYIIIIbI:
1. 3alaHusl, KOTOPBIC B CUJIIY CBOUX oco0eHHOCTEH MOTYyT OBITh pCaIM30BaHbI TOJIBKO B

nporecce OOy4YeHHUS Ha 3aHATHAX (HAIpUMEp, CUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS M MUHH-
KoH(pepeHus B popme BeOUHApa);

2. 3aJ]aHusl, KOTOpPbIE JOTMOJHSAIOT TEOPETHUECKUE BOMPOCH (MpaKTUYECKUE 3aIaHusl,
3aJ]aHus JJIS1 CAMOCTOSITETILHOM pabOThI, TECTHI).

BrimonHenue Bcex 3agaHMi SBIsSETCS HEOOXOAMMBIM JJsi (POPMHPOBAHUS U KOHTPOJIS
3HaHUH, yMeHUll u HaBbIKOM. [lo3TOMYy, B ciyyae HEBBINIOJIHEHUS 33JaHUN B Mpolecce 00ydeHus,
UX HEOO0XOIMMO «OTpaboTaTb» N0 3aueTa (dK3aMeHa). Bun 3amanuii, KoTopble HEOOXOIUMO
BBIITOJIHUTG JUI JIMKBUJIALNN «33J0JDKEHHOCTH» OIPEAEIIeTCS] B MHAUBUIAYAIBHOM MOPSIKE, C
Y4€TOM NPUYHH HEBBINOIHEHHUS.

1. TpeOoBanue K pelIeHUI0O CUTYAllMOHHOH, NpoOJeMHOH 3amxauyu (Keic-

H3MEepHUTeJIN)

CTyneHT AOJDKEH YMETh BBIIEIUTh OCHOBHBIE IOJOKEHHS M3 TEKCTa 3aJadd, KOTOpbIE
TpeOyIOT aHalu3a M CIyKaT YCIOBUSAMH pemieHus. Vicxoas u3 mocTaBlIeHHOTO BONpoca B 3aj1aye,
MOTMBITATHCSI MAKCUMAJILHO TOYHO OIPEIEIUTh MPoOIeMy U COOTBETCTBEHHO PEUIUTH €e.

3azaun JOJDKHBI PEIIaThCs CTyAEHTaMU NMUCbMEHHO. lIpu pemenun 3agad Taxke BaXKHO
MIPaBWJIBHO CPOPMYITUPOBATH U 3alKCaTh BOIPOCHI, HAUMHAs ¢ Oosee 00IuX U, KOHYas YaCTHBIMH.

Kpumepuu oyenueanusi — OLleHKa yUUTBIBAET METOIBI M CPEJCTBA, UCIIOJIB30BAHHBIE IIPU
pELIeHNU CUTYallMOHHOM, MpoOIeMHOMN 3aJauu.

OrneHka «8binoHeHo» CTABUTCS B Cllydyae, ecii OOy4aroIMICs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCE PEIIeHUs 3aJayd, a UMEHHO, Korja OOy4aroIlUics B 1IEJIOM BBIIOJHUII
3ajjaHue (pemmi 3aj1a4y), UCIOb3ysl B MOJHOM 00beMe TEOPETUUYECKHE 3HAHUS U MPAKTHUYECKUE
HaBBIKH, MOJTY4YEHHbIE B MpoIiecce 00y4YeHHUS.

O1eHKa «He 8bInoIHeH0» CTaBUTCS, €CIIM 00yJarOIINICs He BBITOJIHUI BCe TPEOOBaHMUS.

2. TectupoBanue

SBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM, 00yJaromuxcs Mo AUCIUILIIHHE.

Kpumepuu oyenueanus — npaBUIbHBINA OTBET Ha BOIIPOC

OneHka «omauyH0y CTAaBUTCA B CIIy4ae, €Clu MpaBmiIbHO BBITTOTHEHO 90-100% 3amanuit

Ouenka «xopouio» CTaBUTCS, €CIIN MPABUIBHO BbINOIHEHO 70-89% 3amanuit

OrneHKa «y0os1emeopumenvHo) CTaBUTCS B CIIydae, €CJIM MPaBWIBHO BHITOIHEHO 50-69%
3alaHUM

OrneHka «Heyoos1emeopumenvHoy CTAaBUTCA, €CIM MPABWIBHO BBITONHEHO MeHee 50%

3aJaHuH.

6. Ilepeuenv 0cHo8HOU U OONOIHUMENbHOU YUEOHOU JAUMmMepamypvl, HeOOX00UMOU 011
0ceoenusn OUCyUNIUHbL (M00Y1)



6.1 OcHnosHas yueonas tumepamypa

1. Adontomkuna, O. UW. JlokyMeHTHpOBaHUE YNPaBICHUYECKOH JEATENbHOCTH
[OnexTponHbIi pecypc]: yueOHoe mocobue / O. Y. AdonromknHa; noj peaakuueii B.
N. IlycroBas. — benropon: benropoackuii rocy1apCTBEHHBIM TEXHOJOTMYECKHI

yausepcuteT um. B.I'. Illyxosa, O9bC ACB, 2017. — 111 ¢. — ISBN 2227-8397. —
TexcT: anekTpoHHbIl // DnekTpoHHO-O0nbInoreyHas cucrema [IPR BOOKS: [caiiT]. —
URL: http://www.iprbookshop.ru/80510.html

2. Cumonsin, P. S. JlokyMeHTallMOHHOE OOecleyeHue CHCTEMbl  YIIpaBJICHUSA
opranuzanueil [DnexkTpoHHbIM pecypc]: yueOHoe mocobue / P. 5. CumonsH. —
Caparos: Aii [Iu Op Menua, 2018. — 180 ¢. — ISBN 978-5-4486-0167-5. — TekcT:
ANEKTPOHHBIN // DnekTpoHHO-OuONMHOTeuHas cuctema IPR BOOKS: [caiiT]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvhas yyeOHas aumepamypa.:

1. KysumenoBa, M. B. JlokyMeHTanmoHHOE oOO€cTieueHne YIpaBICHUS MEPCOHATIOM
[DnexTpoHHBIN pecypc]: yueOHoe mocobue ms O6akanaspoB / U. B. Ky3uenona, I'. A.
XavarpsiH. — 2-¢ u3a. — M. : JlamkoB u K, A Il Op Menua, 2019. — 220 c. —
ISBN 978-5-394-03124-3. — TeKCT : 3JIEKTPOHHbIH // DIeKTpOHHO-OMOIMOTEYHAS
cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/83142.html

2. CaraeBa, [I. M. Cuctema MEHEI)KMEHTa KauyecTBa: yINpaBlIeHHE JOKYMEHTHPOBAHHOMN
uHdopmaruen [DneKTpoHHBIH pecypc]: yueoHoe mocodue / [I. M. CaraeBa. — CapaTtoB
: By3oBckoe oOpaszoBanue, 2018. — 108 c¢. — ISBN 978-5-4487-0295-2. — Texkcr :
3NEeKTPOHHBIN // DnekTpoHHO-OubMMoTeunas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. I[lepuoouueckue uzoanus

1. T'ocymapctBeHHas cimyxk6a u kaapsl. ISSN: 2312-0444.

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

[TpoGnems! yrpasnenus. ISSN: 1819-3161. http://www.iprbookshop.ru/8533.html

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

4. Bompocs! HOBoH 3k0HOMHKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

L

7. Ilepeuensv pecypcoé ungpopmayuonno-menekommynukayuonnou cemu "Humepnem'"
(0oanee - cemv "Hnmepnem'), neodxo0umuix 015 0ceoenus Oucyuniunovt (Mooyns)

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

CaiiT o kaJpoBOMY J1el10Npou3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHo-mipaBoBast cuctema «Koncynprant [Iroc» www.consultant.ru
HudopmanmonHo-npaBoBoii nopran «["apant» http://www.garant.ru
DJeKTpoHHbIE OPUCHBIE CUCTEMBI http://Www.eos.ru

SNk W=

8. Memoouueckue yxazanus 011 00y4arouiuxcsa no 0C60eHUI0 OUCUUNIUHBL (MOOY15)

YcnenHoe 0CBOGHHE TaHHOTO Kypca 0a3upyeTcsl Ha palliOHaJIbHOM COYETaHUHM HECKOJIbKHX
BUJIOB YUEOHOU NEATENHHOCTH — JIEKIIUH, CEMUHAPCKUX 3aHITUN, CAMOCTOSITeNbHOU paboThl. [lpu
3TOM CaMOCTOSITEBHYIO pPabOTy CcleayeT paccMaTpuBaTh OJHUM U3 TJIABHBIX 3BCHBEB


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/80510.html
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/72458.html

MOJTHOIIEHHOTO BBICHIET0 O0pa3oBaHMsA, HA KOTOPYIO OTBOJMTCS 3HAYMTENbHAs 4acTb Y4eOHOTO

BpPEMEHH.

Bce Buabsl 3aHATHIl TpoBOAATCA B (opMe OHJIAHH-BEOMHAPOB C  HCIIOJIB30BaHHEM

COBPEMEHHBIX KOMIBbIOTEPHBIX TEXHOJIOTHH (HAJIMYMeE Mpe3eHTauuu 1 popyMma 11 00CyKIeHUS).

B nponecce u3ydeHHss AUCLUUIUIMHBI CTYAEHTBHl BBINOJHSIOT IPAKTUYECKHE 3aJaHusl U
MIPOMEXYTOUHbIEe TecTbl. KOHCYJIbTHpOBaHME MO H3y4yaeMbIM TEeMaM IPOBOJUTCS B OHJIAMH-
peKuMe BO BpeMsi IpoBeJIeHHsI BEOMHAPOB U Ha (hopyMe AJIsi KOHCYIbTallui.

CamocTosTenbHas paboTa CTyA€HTOB CKJIaIbIBACTCS U3 CIAEAYIOIIUX COCTABIISIOIINX:

- paboTa C OCHOBHOM M JONOJHUTENBHOW JHUTEpAaTypoi, C MaTepualaMd HHTEpPHETa U
KOHCIIEKTaMH JICKIIHI;

- BHEAYJIUTOPHAs MOJrOTOBKA K KOHTPOJBHBIM paboTaM, BHIMOJIHEHHUE J0KIaI0B, pedepaToB
U KypCOBBIX padoT;

- BBITIOJIHEHHE CAMOCTOSATENIbHBIX MPAKTHUECKUX padoT;

- MOATOTOBKA K 9K3aMEHaM (3a4eTaM) HEMOCPEICTBEHHO Mepes] HUMHU.

Jlis mpaBUIBHOM OpraHu3aluu  padOThl HEOOXOIWMO YYHUTHIBATH MOPSIOK HU3yYEHUs
pa3AeNoB Kypca, HaXOAIIUXCS B CTPOrOil JJOTMUECKOM mociienoBaresibHOCTH. [loaToMy xoporee
YCBOEGHHE OJHOW YacTW AUCLUMIUIMHBI SIBISETCS MNPEANOCBUIKON I YCHEIIHOIo Iepexoja K
cienyroel. 3aianus, MpoOIeMHbIE BOIPOCH!, PEAT0KEHHBIE IS N3YUYECHUS AUCUUIUIMHBI, B TOM
yucie W Uil CaMOCTOSITENIBHOTO BBIMOJIHEHUS, HOCIT MEXIUCHUIUIMHAPHBIA XapakTtep H
0a3upyroTCs, MpPEXJIEe BCEro, Ha NPUYUHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIIOHEHTaMHU
OKpY>KaloIllero Hac Mupa. B TeueHue cemectpa, HEOOXOJUMO MOATOTOBUTH pedepatsl (IPOSKTHI) C
HCIIOJIb30BaHUEM PEKOMEHYeMON OCHOBHOM M JTOMOJIHUTEIbHOW JUTEpaTyphl U caaTh pedepaTsl
JUI TIPOBEPKHU TIPEINOJaBaTEN0. BakHBIM COCTAaBIISIIOIIMM B M3YyYEHUHU JAHHOTO Kypca SIBJISETCS
pellleHrne CHUTYallMOHHBIX 3afady M paboTa HajJ MNpoOJIEeMHO-aHATUTHYECKHUMH 3aJaHUSIMHU, YTO
IIpeIoIaracT 3HaHNe COOTBETCTBYIOIIEN HAyYHOW TEPMUHOJIOTHHU U T.J.

Jlig jydiiero 3almoMHMHaHUS MaTepuana LeraecooOpa3HO HCIOJIb30BaTh HMHAWBHyallbHbIE
0COOEHHOCTH M pPa3Hble BUJAbI MaMSITU: 3PUTENIbHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIEIIHOMY
3alIOMHUHAHMUIO TAK)KE CIMOCOOCTBYET NPUBEJIEHHUE SIPKUX CBUAETEIBCTB M HATJISIHBIX MPUMEPOB.
Y4eOHbIil MaTepual J0KEH MOCTOSIHHO MOBTOPATHCS U 3aKPETUIATHCS.

[Ipu BBIMOJIHEHUU TOKJIAI0B, TBOPUYECKUX, HH(POPMAIIMOHHBIX, HUCCIEI0BATEIbCKUX MPOEKTOB
oco0oe BHUMaHHE ciielyeT oopamaTh Ha Mo100p KICTOUHUKOB MH(OPMAIIMK 1 METOJUKY paboTHI C
HUMH.

Jlnst ycnenrHoi ciaum 9K3aMeHa (3a4eTa) peKOMeHIyeTcst cOOII01aTh CleIyolue npaBuia;

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

2. VlHTeHcuBHAs MOJATrOTOBKA J0JKHA HAUYaTHCS HE MO3/IHEE, YeM 3a MECSI] 10 DK3aMeHa.

3. BpeMsi HEMOCPeICTBEHHO Mepes] SK3aMEHOM (3a4eToM) JIydIlle MCIOJIb30BaTh TaKUM 00pa3oM,
YTOOBl OCTaBUTh IOCIETHUN JeHb CBOOOIHBIM JUISI MOBTOPEHHsS] Kypca B LIEJIOM, IS
CHCTEMaTHU3aluU MaTepraa u 10pabOTKH OTAEIbHBIX BOIIPOCOB.

Ha sk3ameHe BBICOKYIO OIIEHKY MOJYy4YaloT CTYACHTHI, HCIOJB3YIOUINE JaHHbIE, [TOJIyYeHHBIE B
npoliecce BBIMOJHEHHUS CaMOCTOSATENIBHBIX paboT, a TAKKe UCIOJIb3YIOUIMEe COOCTBEHHBIE BBIBOJIbI
Ha OCHOBE U3y4YE€HHOI'0 MaTepuraa.

VY4uuThiBas 3HAUUTENBHBIH O0BEM TEOPETHUECKOro MaTepHalia, CTYICHTaM PEKOMEHIYeTCs
pEryJIsipHOE MOCeIIeHUE U MOAPOOHOE KOHCTIEKTUPOBAHHE JIEKIIUH.

9. Ilepeuens unopmayuonnvix MexHoONO2UIL, UCHROIL3YEMBIX NPU OCYULECMBIEHUN
oopazoeamenvHo20 npouecca no oucuyuniune (MoOyilo), 6KAIOUAA NEpeueHb NPOZPAMMHOZO
odecneuenus u UHGOPMAYUOHHBIX CRPAGOUHBIX cUcCHeM (npu HeodXo0umocmu)

1. TepmuHAIBHBIN cepBep, MPEIOCTABISIONINI K HEMY JOCTYII KJIMEHTaM Ha 0aze
Windows Server 2016



2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBoOoaHO pacnpocTpaHsieMblii O(QHUCHBII MAaKeT C OTKPHITHIM HCXOIHBIM
KOJIOM

4. NudopmanmonHo-cripaBoyHas cucrema: Cucrema Koncynbrantllnroc
(MudopmaiioHHbII KOMIUIEKC)

5. HNudopmanmonHo-npaBoBoe obecreueHne [apaHT: DJIEKTPOHHBIN TEPUOIUICCKUN
cnpaBoyHuk «Cucrema TAPAHT» (OIIC «Cucrema TAPAHTY)

6. ArtuBupycHas cucrema NOD 32

7. Adobe Reader. JIuniensus nporpuerapHasi CBOOOAHO-pacpocTpaHseMast.

8. DnexTpoHHas cucreMa AuctaHmoHHOro o0ydenus AHOBO «MockoBckuii
MEKAYHAPOAHBIH YHUBEPCUTET». https.//elearn.interun.ru/login/index.php

10. Onucanue MamepuanbHo-mexHu4ecKkou oa3zol, Heo0X00uMoil onsa
ocyuiecmenenus o0pazoeamenvbHo20 npoyecca no oucyuniune (Mooyio)

1. KOMIIBIOTEpHI IEpCOHANIbHBIE /TS MIPEToIaBaTeliel ¢ BEIX0IOM B ceTh VIHTepHeT;
2.  HayllIHUKY;

3.  BeOKamepsbl;

4, KOJIOHKH;

5. MHKPO(]OHEI.

11. O6pa3oBaTesibHbIEe TEXHOJOTHH, UCIIOJIb3yeMble PH 0CBOCHUM JUCUMILIMHbI
JIisi OCBOGHHUS JUCIHMILUTMHBI HUCIONB3YIOTCSA: TPAAUIMOHHBIE (HOPMBI 3aHATHI — JieKuuu (THUIIBI

JEKUMHA — yCTaHOBOYHAs, BBOJHAS, TEKyllas, 3aKIOYUTETbHas, 0030pHas; BUIbI JIEKIUHA —
npoOyieMHasi, BHU3yalibHAs, JEKIUs KOH(EPEHIUsS, JEKIUs KOHCYJIBTAIUSA); U CEMHHAPCKHE
(mpakTHYeckne) 3aHATHA B MHTEPAKTHUBHBIE (OPMBI 3aHATHH - pEIIeHHE CUTYallMOHHBIX 3a7ad M pa3dop
KOHKPETHBIX  CHTyalllif, CcaMoCToATelIbHass paboTa CTYJEHTOB C  Yy4YeOHBIMH  MaTepHallaMH,
NPE/ICTaBICHHBIMU B DJICKTPOHHOU CUCTEME O0YYCHHSI.

Ha y4eOHBIX 3aHATHAX MCIOJIB3YIOTCS TEXHUYECKHE CPeICTBA O0YUEHHS: KOMITBIOTED ITOIKITIOYCHHBIH
K cetu VIHTEpHET 1 mporpaMMoii Opay3epoM sl BEIXOJa B UHTEPHET, MOHUTOD, KOJIOHKH, MUKPO(hOH, BEO
Kamepa, maketr mnporpamMMm Microsoft Office mis memMoHcTpammu mnpe3eHTanud U MeauadaiiioB, MaKeT
nporpaMM Ui TIPOBEICHHMs BeOWHApOB B OH-JNANH pexuMme. TecTupoBaHHe OO0Y4aeMbIX MOXKET
OCYIIECTBIATHCS C MCIOJIB30BAHUEM DJICKTPOHHOW CHCTEMbI TUCTAaHIMOHHOTO OOYYEHUs, YCTAaHOBJICHHON
Ha 000pyI0BaHNH YHUBEPCUTETA.

11.1. B ocBoeHuu Yy4eOHOHl IUCHMIIMHBI HCHOJB3YIOTCH CJeAylolde TPaIulHOHHbIE
o0pa3oBaTe/IbHbIe TEXHOJIOTHH:

- YTeHHUE MPOOIEMHO-UH(POPMALTMOHHBIX JIEKITUI C UCTIOB30BaHUEM MTPE3CHTAIMA U TPAHCIISIHEH
BBICTYILICHHS JICKTOPA;

- CEMHHAPCKHE 3aHATHUS ISl 00CYKICHHUs, TUCKYyCCUH M 0OMEHa MHEHUSIMH C MCTIOJIb30BaHHEM
AJIEKTPOHHBIX CUCTEM KOMMYHHKAIHMN ((OPYMBI, YaThl);

- KOHCYJbTaIuu (OpyMBI);

- CaMOCTOSATEIIbHAS paboTa CTYJICHTOB C YY€OHOH JIUTEpaTypoil 1 MEPBOMCTOUHUKAMH,

- IOJTOTOBKA M 00Cy>keHne pedepaToB (MMPOESKTOB), MPE3CHTAINH (HAYYHO-HCCIIEIOBATEIbCKAS
pabota);

- TECTUPOBAHHE 110 OCHOBHBIM T€MaM JHCIUTLTHHEI.

11.2. AKTMBHbIE M1 HHTEePAKTHUBHbIE MeTOAbI H GopMbI 00yUeHUs!

W3 nepeunst BUAOB: («mos32080ti wimypmy, anamuz HIIA, ananus npobremusix cumyayutl, anaius
KOHKDEMHbIX — CUMYayutl, — UHYUOEHMbl,  UMUMAYUs  KOJIEKMUBHOU  NpO@ecCUoHanIbHOU
OdesamenbHOCIU, pa3vblepbléanue poiell, meopuecKkas paboma, C8a3aHHAS C 0CB0EHUEM OUCYUNTUHBL,
pornesas uepa, Kpyeuvlil Ccmol, oucnym, 6ecedd, OUCKYycCUsl, MUHU-KOHepenyus u Op.)


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

UCTIONB3YIOTCS CIIETYIOIIHE:

- oucnym

- AQHANU3 NPOONIEMHBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY
- ponesas uepa,

- Kpyeawli cmoi,;

- MUHU-KOHGhepeHyus

-ouckyccus

- beceoa.

11.3. OcoGenHocTH 00y4eHMsT MHBAJIMIOB M JIMI C OIPAHUYEHHBIMM BO3MOKHOCTAMM
3n0poBbs (OB3)

[Ipu opranuzanuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aWMOJICHCTBHS C MHBAJIHIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBBS (Iajiee —
uHBayIMABI U Juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAIOTCS aJalTHPOBAHHBIC
IUIT WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIABI W (OPMBI
COIIPOBOKACHUS 00YUEHUS, UCTIONB3YIOTCS CIIEUaIbHbIE TEXHUYECKUE M MPOTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTAaHIIMOHHbIE 00pa3oBaTeNIbHBIE TEXHOJIOTUH, obecrieunBaeTcsi Oe30apbepHas cpena
U Tpoyee.

Beibop mMeromoB  oOydeHuss ompezensercs —colep)kaHueM OoOydeHHus, YPOBHEM
METOAMYECKOTO M MaTepUalbHO- TEXHMYECKOro O0ecledyeHusi, OCOOEHHOCTSIMH BOCIIPHUATHUS
y4eOHO MH(OpMAIK CTYJCHTOB-MHBAIHIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTeabHOM IpoOLieCCe HCHONB3YIOTCS COLUAIbHO-aKTHBHBIE U
pedrieKCUBHBIE METOJbI O00Yy4YEeHMsI, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IeJbIo
OKa3aHHs TOMOILIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUH C JIpyruMHU
CTYICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOH TPYIIIIE.

[Ipu oOy4yeHun ULl C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBbSI AJIEKTPOHHOE 00y4YeHUE
W JMCTaHIIMOHHBIE 00pa30BaTeNbHBIC TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXXHOCTHh TpHEMa-
nepeaayn MHGOpMaIMK B JOCTYIHBIX /Ul HUX (opMax.

OOyJatomyiecss U3 YHCia JIAI ¢ OTPAHMYCHHBIMA BO3MOYKHOCTSIMHU 3/I0POBBSI 00ECTICUCHBI
MEYaTHBIMU M DJIEKTPOHHBIMH 00pa3oBaTelIbHBIMH pecypcaMu B (opmax, aJanTUpOBAaHHBIX K
OTPaHUYCHUSM HX 3/I0POBBSI.
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