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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 - HOpPMBI W TpaBWJIa BEICHHS IEPETOBOPOB, COBCINAHMA M IMyOIMYHBIX
OCYIIIECTBIISATh BBICTYTUICHHH,

JIEJIOBOE O0IIEeHHE
U yOJTuYHbIC

- IOPSIOK OPOPMIICHUS YIIPABICHUECKUX JTOKYMEHTOB
- OCHOBBI JIETIOBOTO OOIIEHMS,

BBICTYIUICHHUS, - BEJICHUs IEPETOBOPOB, COBEIIAHUH,
BECTH MEPEroBOPbI, | - MpaBUiia BEACHUS JICTIOBOM MEPEIUCKH,
COBCIIIaHUS, - BUJIBI PETJIAMEHTHPYIOIINX JOKYMEHTOB YIIPABIEHYECKOU e TeIbHOCTH;
OCYIIECTBIISITh YMmerh:
JIEJIOBYIO - BECTH NIEPETOBOPBHI,
MEPETUCKY U - 0OPMJISTH YIIPABJIEHYECKUE TOKYMEHTHI,
MOJIICPKUBATH - TOTOBUTH MPOBEACHHUE U TIPOBOJIUTEH COBEIIAHUS,
JNEKTPOHHbIE - MyOJUYHO BBICTYNATh
KOMMYHHKAIAH - OCYIIECTBIIATH JIETIOBOE OOIICHHE,
- IO/IJICP’KUBATH AJEKTPOHHBIE KOMMYHUKAIIUH;
- MIO/IJICPKUBATH JICIIOBYIO TICPEITUCKY.
Baaners:
- IpaBWJIAMH TIOPSI0KA ODOPMIICHUS YIIPABICHYECKUX IOKYMEHTOB
- CIIOCOOHOCTBIO OCYUIIECTBIISATH JIEJIOBOE OOIIeHHE U MyOJIUYHbIE
BBICTYIUICHHS, BECTH TEPETOBOPHI, COBEIIAHUS, OCYIICCTBISATH JCIOBYIO
MIEPETUCKY U MOJIEPKUBATH 3JICKTPOHHBIE KOMMYHHKAIIHUH;
-HaBBIKAMH DPA0OOTHI C JOKYMEHTaMH, B TOM WYHCJIE€ Ha 3JIEKTPOHHBIX
HOCHUTEJISIX, UX CUCTEMaTH3aIUH;
ITK-8 3HaTh:
BJIaJICHUEM - METOAUKY TOJrOTOBKM OPraHU3allMOHHBIX M  PACIOPSIUTENbHBIX
HaBBIKAMU JIOKYMEHTOB, HEOOXOIUMBIX JIsI O)OPMIICHHS PEIICHUH B YIIPaBICHUH,
JOKYMEHTAJIBHOTO | - TOPSAAOK O(GOpMIEHHS IOKYMEHTOB B COOTBETCTBHH C HOPMATHBHOU
odopmIteHUs 0a3oii;
pelieHuii B Ymern:
yIpaBIeHUN - nmpumersTh ['OCT aiist cocTaBieHUsl YIIPaBICHYSCKUX TOKYMEHTOB.
OTIepaIMOHHOM - COCTaBJSATh M OGMOPMIISATH OPraHHU3AIMOHHBIE M PACHOPSAUTEIbHBIC
(TIpOU3BOJICTBEHHO | JOKYMEHTBI, HEOOXOMUMBIC I OGOPMIICHHS PENICHUW B yIPaBICHUH

i) NeITeTbHOCTH
OpraHu3alui pu

OTIEpPAIIMOHHOM (ITPOU3BOJICTBEHHOM) AESITETLHOCTH OpraHU3aIIHiA,
- NPUMEHSTh Ha TMPAKTHUKE TOCYJapCTBEHHBIE CTAaHIAPTHl U JPYTHE

BHEJPEHUU HOPMaTUBHO -  METOJUYECKHE  JIOKyMEHTBHI,  periiaMeHTHPYIOIIHe

TEXHOJIOTMUECKHUX, | OPTaHMU3AIMIO YIIPABICHUYECKOU JESITEIbHOCTH;

MPOIYKTOBBIX Baanern:

WHHOBAIIUN WU -npaBwiamu  nipumeHenus ['OCT pans  cocTaBiieHHs]  YIPaBICHUYECKUX

OpPraHM3AIMOHHBIX | TOKYMEHTOB.

U3MEHEHU I - HaBBIKAMHM TIOJITOTOBKM OPTraHU3AIMOHHBIX U PaACMOPSAUTEIbHBIX
JIOKYMEHTOB, HEOOXOIUMBIX I OGOpMIICHHS pPEUICHHH B yHpaBIeHUH
ONEpPAIIMOHHON (TIPOU3BOJACTBEHHOM) JEATEILHOCTH OpraHu3aluidl Mpu
BHEJPEHUU  TEXHOJOTMYECKHX,  MPOIAYKTOBBIX  HMHHOBallMH  WIH
OpraHU3aIlMOHHBIX U3MEHECHH,
- HaBBIKaMHU JOKYMEHTHPOBAHUSI KOHKPETHBIX YIPaBICHUECKUX CUTYaIUi;

IK-11 3HaTh:




BJIaJICHUECM
HaBBIKAMU aHAJIHM3a
UHPOpPMALIUH O
(GyHKIIMOHUPOBAHU
Y CUCTEMBI
BHYTPECHHETO
JIOKYMEHTO000POT
a OpraHM3aIlny,
BeieHus 0a3
JAHHBIX TI0
pa3IuYHBIM
MOKa3aTeisiM U
dbopmMupoBaHuUs
HH()OPMAITMOHHOTO
oOecrieueHus
YYaCTHUKOB
OpraHu3aI[MOHHBIX
IPOCKTOB

- CTPYKTYPY KaapoBOi HH()OPMAITMOHHO-T0KYMEHTAIIMOHHON CHUCTEMBI.

- METOJOUKY aHaJu3a HHpopMauuud O (YHKIMOHUPOBAHUU CHCTEMBbI
BHYTPEHHET0 JIOKyMEHTO000pOTa OpraHu3alIiH,

- METOAMKY BeieHus 0a3 JaHHBIX [0 pa3IMYHBIM [IOKa3aTelsiM MU

dbopMupoBaHUs MH(GOPMAIIMOHHOTO obecrnievueHus YYaCTHUKOB
OpraHU3aIOHHBIX TPOEKTOB;

YMmern:

- MPUMEHSATHh UH()OPMALIMOHHO-CIIPABOYHYIO IOKYMEHTALUIO

- aHaMM3UpOBaTh HWHPOpPMAIMIO O (QYHKIMOHUPOBAHUU  CHCTEMBI

BHYTPEHHETO JIOKyMEHTO000pOTa OpTraHu3aIlHH,

- BecTH 0a3pl JAaHHBIX MO PA3IUYHBIM I[IOKa3zaTensiM U (HOpPMHUPOBATH
MH(POPMAIMOHHOE 00ecTieueHIE YIaCTHUKOB OPTaHU3aI[IOHHBIX ITPOEKTOB;
Baaners:

- HaBBIKaMHW aHanmu3a uWHpopMamud O (YHKIMOHHUPOBAHUU CHUCTEMEI
BHYTPEHHETO JOKYMEHTO000POTa OPraHU3aIINH,

- HaBBIKAMU BeJeHHS 0a3 MaHHBIX [0 PA3JIUYHBIM TIOKa3aTeNsIM |
dbopMupoBaHUs MH(GOPMAIIMOHHOTO obecrnieueHus YYaCTHUKOB
OpraHU3aIMOHHBIX POEKTOB;

- HaBBIKaMU PabOTHI C IOKYMEHTAMHU.

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

JlucuuianHa OTHOCUTCS K TUCIUILUIMHAM I10 BBHIOOPY BapHUATHUBHOW YacTH y4eOHOTO TiaHa
OIIOII. lanHasi IMCIUIUIMHA B3aMMOCBSA3aHa C IPYTMMU JUCHUIUIMHAMU, TaKUMU Kak: «JlemoBas
3TUKa», «DKOHOMHMKA OpraHu3aluu (mpeanpustus)», «MapkeTuHr», «bu3Hec-KOMMYHUKAIIUN,

«YrpaBieHHe YEJIOBEUCCKMMHU pecypcamu», «byxranrepckuit  yuém», «HHOBaIMOHHBIM
MEHEKMEHT.

N3yuenue JIMCIUILTHHBI MO3BOJIUT 00yYaOIIIMCSI peann30BbIBATh
obmenpodeccHoHaNbHBIE W TPOQPECCHOHANBHBIE  KOMIETCHIMH B  MPOQPECCHOHAIBHON
JeSTSILHOCTH.

B yactHOCTH, BBIIYCKHUK, OCBOMBIIHWI IMporpamMmy OakajgaBpuaTa, B COOTBETCTBHH C
OpraHU3alHOHHO-YTIPABICHYCCKOH, HH(MOPMAIMOHHO-AHATUTUICCKOW BHJIAMH  JISTEIBHOCTH,
JOJDKEH OBITh TOTOB PELIaTh CICAYIONINE MPO(ECCHOHABHBIC 3aaUH:

OP2AHU3AUUOHHO-YNPABICHYECKAS OCSIMEIbHOCHb:

- y4acTHe B pa3pabOTKe M peaau3aiuy KOPIOPATUBHON U KOHKYPEHTHOU CTpaTeTUH
OpraHM3aIiH, a TAKKe PYHKIIMOHAIBHBIX CTpaTeruii (MapKeTHHIOBOM, (PMHAHCOBOM, KaJPOBOH);

- yyactue B pa3pabOoTKe M pean3aliii KOMIUIEKCa MEPOTIPHATHI OTIEPAIIHOHHOTO
XapakTepa B COOTBETCTBUHU CO CTpaTErHell OpraHu3aIiim;

- IUTAHUPOBAHKE JCSATEIBbHOCTH OPTaHU3aIlUH U TIOPa3/ICIICHHIA,

- (hopMHpOBaHKE OPraHU3AIMOHHON U YIPABJICHUECKON CTPYKTYpPhl OpraHH3aIlnii;

- OpraHu3anus paboThl UCTIONHUTENEH (KOMaH bl UCTIOIHUTEIIEH ) /I OCYIIECTBICHHSI
KOHKPETHBIX [TPOEKTOB, BUIOB JICSTEILHOCTH, paboT;

- pa3paboTKa U peann3aliysi MPOSKTOB, HAMPABJICHHBIX HA Pa3BUTHE OpPraHU3aIUN
(mpeanpusTHsi, OpraHa rocyAapCTBEHHOTO WIIM MYHHUIUIIATBHOTO YIIPABICHHS);

- KOHTPOJIb JICATEIILHOCTH TOApa3AeIcHUN, KoMaH 1 (TPpyIi) paOOTHUKOB;

- MOTUBHPOBAHKE U CTUMYJIHUPOBAHUE [IEPCOHAIA OPTaHU3AIINH, HATIPABICHHOE HA
JOCTIKEHHE CTPATETUYECKUX U OTIEPATUBHBIX LIEJICH;

- y4acTHE B yperyJIMPOBAaHUU OPTraHU3aI[HOHHBIX KOH(GIMKTOB Ha YPOBHE MOIPA3/ICICHUS 1
paboueil KoMaHbI (TPYIIITHI)

unqbopmauuonno-anaﬂumultecmm 0esameyibHOCHb:



OpraHU3alMY JUIs IPUHATHS YIPABICHUYECKUX PEIICHMUI;

- cbop, 00paboTka u aHanu3 uHpopMalmu o hakTopax BHEIIHEH U BHYTPEHHEH cpeibl

- HOCTPOCHUC U MMOAICPIKKaA (I)YHKI_II/IOHI/IpOBaHI/ISI BHYTpeHHeﬁ I/IH(bOpMaI_II/IOHHOI\/'I CHUCTCMBI

OopraHu3anuy Jjisi coopa HHGOPMAITUH C TICNIBI0 TPUHITHS PEIICHNUN, TTITAHUPOBAHUS JACSITSIIBHOCTH
Y KOHTPOJIS;

OpraHH3aLHnii;

- pa3paboTka u nojaepxKa GyHKIIMOHUPOBAHUS CUCTEMbI BHYTPEHHETO

JTOKYMEHTO000pOTa OpraHu3aluy, BeJeHHe 6a3 JaHHbBIX MO PA3IUYHBIM MTOKa3aTesIM
(GYHKIIMOHUPOBAHUS OpraHU3aIuii;

3. Oobvem oucuuniunbl

- pa3paboTKa CUCTEMbl BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3alIiig;
- oieHKa 3¢ (HEeKTUBHOCTH MPOEKTOB;
- MOJITOTOBKA OTYETOB MO pe3ysbTaTaM WH(POPMAIIMOHHO-aHATUTUYECKOH eI TeTbHOCTH;
- OlIeHKa Y(PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

Buowt yueonoii pabomut Dopmut
00yueHus
3aounasn
OO0mas TPy10eMKOCTh: 3a9CTHBIC ¢IMHHUIIBI/YaChI 3/108
KonTakTHasi padora:
3aHsTHS JESKIIMOHHOTO THUTIA 2
3aHATHS CEMUHAPCKOTO THMA 2
[IpomexxyTounast arrectanus: 3adeT / 3a4eT C 4
OIIeHKOI / DK3aMeH /
Camocrositesibaasi padora (CPC) 100

- co3JlaHue U BeJleHue 0a3 TaHHBIX M0 PA3IMYHBIM MTOKA3aTeNsIM (QYHKIIMOHUPOBAHUS

4. Cooepicanue oucuyuniunvl (MOOyns), CMPYKmMypupoeanHoe no memam / pazoenam ¢
YKa3aHuem O0mee0eHHO020 HA HUX KOJIUYeCMEad AKAOEMUYECKUX UACO8 U 6UO08 YUEOHbIX
3anAmMui

4.1.

4.1.1. 3aounas popma oOydeHUS

PacnpeneneHHe 9acCoB II0 paS,I[eJ'IaM/TeMaM U BUAaM pa6OTLI

Buabl yueOHoi padoTsl (B yacax)
Ne ni/m Pa3nea/Tema
KonTakTHasi padora
3ansaTus 3aHATHA CEMHHAPCKOI0 THIIA Camocr
JICKIIHOHHOT0 0sITeJIbH
THIA asi
Jlexyuu | Unvte | Ipaxm | Cemun | Jlabop | Unvie | padora
YueOH | uuecku | apol amopH
ble e vle
3aHAmM | 3aHAMU pabom
us A bl
Teopernueckue 1 8
1. OCHOBBI
JIOKYMEHTUPOBaHUSI.
[TonsaTne
JOKYMEHTHUPOBaHUS




YIIPaBJICHYECKOMN
JESITEeNbHOCTH.

3aKOHOJATEIIFHOE
peryaupoBaHue
JOKYMEHTUPOBAHUSI.
IlonsTue T'OCT,
OCHOBHast
HOpMAaTHBHAs
JOKYMEHTAITHSI.
[Ipumenenune T'OCT
TUISt COCTaBJICHUS
YIIPaBICHYECKUX
JIOKYMEHTOB.

14

ITonsaTHe cuctemsl
OP[JI -
OpraHU3alIOHHO-
IIPaBOBOM
JOKyMEHTAI1H.
[Mopsimox opopmienus
yIpaBIEHYECKUX
JIOKYMEHTOB.

14

[TonsiTue CUCTEMBI
pacnopsaIuTeIbHON
JOKYyMEHTAI1H.
[Topsimox opopmieHHs
YIpaBICHYECKUX
JOKYMCHTOB.

14

[TonsaTue
MH(pOPMaLMOHHO-
CIpaBOYHas
JOKYMEHTaIHA.
IIpaBuna
COCTABJICHMS.

18

Crpyktypa KaapoBoi
MH(pOPMaIMOHHO-
JOKYMEHTAIl[MOHHOMN
CUCTEMBI. [Topsimox
odopmiieHus
KaJIpOBBIX
JOKYMEHTOB.

12

[TonsiTne
JOKYMEHTO000pOTA.
OcHOBHBIE  TIpaBUJIA
OpraHuszanu padoThI
c JIOKYMEHTaMH.
®opMupoBaHue
XpaHeHUs
JIOKYMEHTOB.
Howmenknatypa gen.

10

CucremMsl
aBTOMAaTHU3aLAU
JIOKYMCHTHPOBAHHMSI

10




YIIPaBJICHYECKOU
JESITEIIHOCTH.
IIpomexyTounas 4
aTTecTanus
Htoro 108
4.2.  IlporpaMma IUCIMILIMHEI, CTPYKTYPHPOBAHHAS 110 TeMaM / pa3aenam

4.2.1. CopaepkaHue JEKIIMOHHOTO Kypca

Ne i/ | HammeHOBaHMe TeMBbI CoaeprxaHnue JICKIHOHHOTO 3aHATHS
1| (pa3aesia) QM CHUNIMHBI
Teopetnueckue ocHOBBI | OCHOBHBIC TOHATUS M (YHKIHMU JTOKYMEHTHPOBAHUS.
JIOKYMEHTUPOBaHUS. CymHOCT, W OCHOBHBIE 3a7aud JIOKyMEHTHPOBAHUSA
1. [lonsTe ynpaBieH4Yeckoil  nesrenbHocTH.  KpaTkuit  0030p
JIOKYMEHTUPOBaHUS HUCTOPUU JIOKYMEHTOBEACHHUSI U JIEJONPOU3BOJICTBA.
yIpaBIE€HYECKON CoBpemeHnHoOe roCy/1apCTBEHHOE peryinMpoBaHue
NESTETHHOCTH. JIOKyMEHTAIMOHHOTO oOecrieuenus ympasieHue (JJOY).
[Tonarue uHpoOpMauu 1 MHPOPMALTMOHHBIX PECYPCOB.
[Tonstne ymnpaBieHYeckor aesTeNbHOCTH. OOBEKT H
cyobekT ynpasieHus. Ilpamas u oOpaTHas CBS3b.
[Ipunuuner padotsl ¢ aenosoit uHopmanuein. I'OCT.
Hayunass opraHuszanus yNpaBJIEHUECKOTO TpyAa Kak
(hakTop noBeIIeHUS 2P PEKTUBHOCTH YIPABICHHUSI.
[lonsatue cucremsr OPJ] - | OCHOBHBIE TMOHATHS  AMPEKTUBHOM W OTYETHOM
OpraHM3allOHHO-TIPaBOBOM | MH(poOpMauuu B cucreMme ynpasieHus. CoctaB u
2. nokyMeHTauuu. Ilopsiok | Ha3HaueHUE OpraHU3alMOHHO-IIPAaBOBOM JOKYMEHTALUH.
oopmieHus 3amaun W (QYHKIMH  OPraHU3allMOHHO-IIPaBOBBIX
yIPaBIEHYECKUX JNOKYMEHTOB. Y4UpeAWTENbHbIE JOKYMEHTBl. Y CTaB.
JIOKYMEHTOB. HoroBop. Ilonoxenue. WucTpykumu. Jl0JKHOCTHBIE
nHcTpyKunu. CTpykTypa W IUTaTHas YHUCICHHOCTb.
[lItatHoe  pacnucanue. IlpaBuna  cocraBieHus,
ohopMIICHUS TOKYMEHTOB. PekBU3HTHI. I'OCT.
4.2.2. CopepkaHue NPaAKTUYECKUX 3aHATHI
Ne i/ | HaumeHoBaHue TeMbl CoaeprxaHue NPaKTHY€CKOI0 3aHATHUS
n (pa3aeJsia) AMCUUNIMHBI
[Tonsitue cuctembl | CucreMa pacnopsSAUTEIbHON JOKYMEHTAIIUK B CUCTEME
pacnopsiIUTEIbHON ynpasneHus. 3agaud U QyHkiuu. OCHOBHBbIE TpaBHIIa
1. JIOKYMEHTaI1H. [Mopsimok | cocraBieHusi, 0QOpMIICHHS IOKYMEHTOB. PEKBHU3HTHI
odopmieHus I'OCT. [Ilpuka3sl 1O OCHOBHOM J€ATEIBHOCTH.
YIPaBIE€HYECKUX JIOKyMEHTHI, n3/1aBaeMble B YCIIOBUSIX
JIOKyMEHTOB. KOJUIETHAIbHOCTH (mocTaHoOBNEHUS, pelieHus);
JOKYMEHTBI, H3/1aBa€Mbl€ B YCJIOBUSAX €IUHOJIMYHOTO
MIPUHATUS peneHuit (mpukassl, yKa3aHusl,
pacropspKeHust ). O0OCOOICHHBI  JIOKyMEHT  —
poTokoi. Bubl, ocobeHHOCTH 0pOopMIIEHUSI.
[Tonsitue wuHpopmannoHHo- | Cucrema HHPOPMALIMOHHO-CIIPABOYHON JJOKYMEHTAIlUU
CIpaBOYHas JOKyMEHTAaIUs. | B cUcTeMe ynpaBieHus. 3agaun U QyHkuuu. IlpaBuna
2. [IpaBuna coctaBieHus. COCTaBJICHHS, opopmIeHuUs JIOKYMEHTOB.
WHunyaTuBHbIE JOKYMEHTBI, JIOKJIAJIHBbIE 3aIMCKHU.




OObscHuTeNnbHBIE 3amucku. AKThl.  [IpemnoskeHue.
CrpaBku  chnykeOHOrO M JIMYHOTO  Xapakrepa.
CrnyxeOHble (IenoBble) NHCbMA. XapaKTEPUCTUKH.

PasnoBugHoctn. OcobGeHHoCTH O(OpMIICHHUS. DTHKET
nenoBoro o6menus. CocTaBieHHE JOKYMEHTOB C
npumeHenuem ['OCT.

4.2.3. CouepkaHHe CaMOCTOSTEIbHON pabOThI

Nen/ | HammeHoBaHMe TeMbl CoaeprxaHue caMOCTOATEIBLHOH padoThI

n (pa3nesa) (M CHUNJIMHBI
Teopernyeckne 0CHOBBI OcHOBHBIE TIOHATHS U QYHKIIUU

1. JOKYMEHTUPOBAHUS. NOKyMeHTUpoBaHus. CyIIHOCTh U OCHOBHBIE 3a/1a4y
[Tonstue JOKYMEHTUPOBAHUS yIPaBICHUECKOH A€ATEIbHOCTH.
JOKYMEHTUPOBaHUs Kpatkuii 0030p uCTOpUU TOKyMEHTOBEJCHUS U
YIpaBJIe€HYECKON nenonpoun3BoacTBa. COBpeMEHHOE TOCYIapCTBEHHOE
NESTEIBHOCTH. peryaupoBaHue JOKyMEHTAIlMOHHOTO 00ecreueHus

ynpasienue (10Y). [lonstue nadopmarim u
MH(POPMALMOHHBIX pecypcoB. [lonsTre
yIpaBlieHYeCKOU AesTebHOCTU. OOBEKT U CyOBEKT
ynpasienus. [Ipsmas u oOpatHast cBs3b. [IpuHIUIBI
pabotsl ¢ nenoBoii nHpopMmarmeit. 'OCT. Hayunas
OpraHu3alys yIpaBiIeHYeCKOro Tpyia Kak GpakTop
NOBBIIEeHUS () ()EKTUBHOCTH YIIPABIICHHUSI.

2. 3aKOHOJATEIBbHOE 3aKOHOAATEIBHOE PETYINPOBAHUE JEIIONPOU3BOACTBA B
peryJimpoBaHue P®. Buael HOpMaTUBHO-CIPABOYHOM JTOKYMEHTALWH.
JOKYMEHTUPOBAHUS. I'OCT. PexBusutbl, OnaHku, yHUPUIUPOBAHHbIE
[Tonstue I'OCT, ocHoBHas | popmbl. [lpaBuna HamucaHus pPEKBU3UTOB, IOPSIOK
HOpMaTUBHAas npuMeHeHus.  TpeOoBaHus,  NpeabsABIIEMble K
JOKYMEHTAIUSI. O(QOPMIIEHHIO  pa3IUYHbIX BHUAOB  YIPABIECHYECKUX
IIpumenenne I'OCT s | JOKYMEHTOB.

COCTaBJICHUS

YIPaBIECHUYECKUX

JIOKYMEHTOB.

ITonstue cucrembl OPJl - | OCHOBHbIE TOHATUS  JUPEKTMBHOM W OTYETHOM

3. OpraHU3allMOHHO-TIPaBOBOM | nHpopManuu B cucreme ympasieHus. CoctaB u
nokyMeHTanuu.  Ilopsnok | Ha3HaAYeHHE OpraHU3allMOHHO-IIPABOBOM TOKYMEHTAIIUH.
odopmiieHus 3amaun W (QYHKIMH  OpraHM3alMOHHO-IIPABOBBIX
YIPaBIECHUYECKUX JOKYMEHTOB. YUpEIUTENIbHbIE JIOKYMEHTBHI. Y CTaB.
JIOKYMEHTOB. HoroBop. Ilomoxenue. MucTpykumu. JlOMKHOCTHBIE

uHCTpyKuuu. CTpyKTypa ¥ IITaTHas YHUCIEHHOCTD.
ratHoe  pacnucanue. IlpaBuna  cocrtaBieHus,
oopmienus: fokymMeHToB. PekBu3uthl. I'ocT.
ITousarue cuctemsbl | CucteMa pacnopsaauTeIbHON JOKYMEHTAIIMU B CHCTEME
pacnopsAUTEIbHON ynpasienus. 3agaun 1 QyHKuur. OCHOBHBIE NpaBHJIA

4. nokymeHTaruu.  Ilopsamok | cocraBieHus, oQoOpMIEHUS ITOKYMEHTOB. PEKBU3UTHI.
odopmiteHus I'OCT. [Ilpuka3sl 1O OCHOBHOM  JESTEIBHOCTH.
YIPaBJIEHYECKUX JIOKyMEHTHI, n3JaBacMble B YCIIOBHSIX
JIOKYMEHTOB. KOJUIETHaIbHOCTH (mocTaHOBIICHMS, pelieHus);

JNOKYMEHTBI, W3[aBacMble B YCIOBHMSIX E€IUHOIMYHOIO
MIPUHATUSA peleHui (mpuKassbl, yKazaHus,

pacniopspkenust). O60CcO0IEHHBIN JOKYMEHT — IMTPOTOKOJT.
Buibl, 0c00EHHOCTH 0hOpMIICHHS.




[Tonatue wHpOPMALMOHHO-
CIpaBOYHAasl JOKyMEHTAIMsL.
IIpaBuia cocraBieHus.

Cuctema nH(pOPMAIIMOHHO-CIIPABOYHON JJOKYMEHTAIH
B cucteMe yrpasieHus. 3amaun u ¢yHkuuu. [IpaBuia
COCTaBJICHMSI, oopmrenus JIOKYMEHTOB.
WuunumaTtvBHblE JOKYMEHTBI, JOKJIAQJHbIE 3alMCKH.
OObsicHUTEeNbHBIE 3amucku. AKTHL. [Ipemnoxenwue.
CrpaBku  ciy’)keOHOrO M JIMYHOTO  XapakTepa.
CayxeOHble (Z1eNOBbIE) THCbMA. XapaKTEPUCTHKH.
PaznoBugHoctn. OcobeHHOCTH OQOpMIICHUS. DTHKET
nenoBoro obmenus. CocTaBleHHE JOKYMEHTOB C
npumeHenuem ['OCT.

Crpykrypa kanpoBol | [lonsiTue ©  CTpyKTypa TMEpPCOHANBHBIX  JAHHBIX.
nH(GOPMaIMOHHO- HopmaruBnas 6a3a. HasHaueHnue u coctaB JOKYMEHTOB
JOKYMEHTAI[HOHHOM 0 IMYHOMY COCTaBY. Y HU(PHUIIMPOBAHHBIE ()OPMBI.
CUCTEMBI. [Topsanox | OCHOBHBIE PEKBU3UTHl JOKYMEHTOB U TIpaBHJa HX
odopmiteHus KanpoBbiX | ohopmuenus. [lopsmox geiictBuid U oopmIleHUS
JIOKYMEHTOB. JOKYMEHTOB npu mnpuéme Ha padoTy, YBOJbHEHHH,
MepeBoJie Ha JPYTyK JIOJDKHOCTh, OTIPABICHUHU B
KOMaHAMPOBKY. TpymoBoil A0roBop, MpHUKa3bl IO
JTUYHOMY COCTaBy, TPYJOBBIC KHIDKKH, JIMYHOE EIIO,
JIMYHas KapToyKa.
[TonsTre OcHOBHBIE  TIOHSTHS, TNPUHIMIBI W [paBWIA
JOKYMEHTO000pOoTa. OpraHM3alMu  JOKYMEHTO00O0pOTa. HopmatusHo-
OcHoBHBIE MpaBWIa | METOUICCKHIMA periaMeHT JTOKYMEHTO000pOTa.
opranmzai ~ pabotel ¢ | [IpsamoTouHOCTH JIBUKCHHUS JIOKYMEHTOB.
JIOKYMEHTaMH. Knaccudukanus  JOKYMEHTONOTOKOB.  Bxomsiue,
dopMHUpOBaHUE XpaHEHMS | HCXOMAAIIME U BHYTPEHHHE JOKyMeHTH. llpaBuna
JIOKYMEHTOB. 0o0paboTku gokyMmeHTanuu. OpraHu3anus TEKYIIero
Homenxknartypa nenn. XpaHeHus Jen, TnpaBwia W cpokd. [lonsTue
KOH(puIeHIMaIpbHOCTH. HoMeHknarypa nen, oOmue
TpeOoBaHus, BuAbl  HOMeHKHaTyp. CocraBieHue

HOMEHKJIATypsl Jies. DopmupoBaHue U 0oQpOpMIICHHUE
nen. CucremaTu3anus JOKYMEHTOB B jene. XpaHEHUe
nen. IloaroroBka TOKYMEHTOB K Iiepefiaye Ha apXHBHOE
XpaHEeHHe.

Cucrembl  aBroMarm3anuu | MTHpOpMaMOHHbIE TEXHOJIOTUH B cucTeme
JOKYMEHTUPOBaHUS JOKYMEHTUPOBAHUS  YNPABICHYECKON JESTEIbHOCTH.
YIIPaBJICHYECKOU O630p aBTOMATH3MPOBAHHBIX  WH(OPMAITMOHHBIX
JeSITEeNbHOCTH. CUCTeM JENONPOM3BOJACTBA. BBIOOp TEXHUYECKHX
CPEICTB TPH KOMIBIOTEpU3AIUU JOKYMEHTHUPOBAHHUS
yIpaBIeHUYECKON JIESITEIIbHOCTH. DJeKTpOHHOE
MPAaBUTEILCTBO.  MeETOasl  3amuThl  UHPOPMAIUH,
aneKTpoHHO-IMdpoBas noanuck (DLIT), mmdpoBanue.
5. @®ono ouenounvix cpeocmeé 0nA  NPOBEOCHUA  NPOMENHCYMOUHOU  ammecmayuu
odyuarowuxca no oucyunaune (M0ooyno)
[IpegycMoTpeHbl  cleAyOIIME BHUJBI KOHTPOJIA KAuecTBAa OCBOEHUSI KOHKPETHOM
TUCITUTUTAHBL:

- TeKy'I_I_II/Iﬁ KOHTPOJIb YCIICBACMOCTU
- IPOMCXKYTOYHAA aTTCCTalluA 06yqafou11/1xcs{ 110 JUCHHUITIIIMHE



®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)

NeKoHTposupyembie Kon HaumeHoBaHMe OLIEHOYHOIO CPeACTBA

n/n

pa3aeJibl (TeMbl)

KOHTPOJINP
yemou
KOMIIeTEeHI]
10

Teopetnueckue
OCHOBBI
JIOKyMEHTUPOBAHMUSI.
[TonsiTne
JIOKYMEHTUPOBAHUS
YIIPaBJICHUYECKOM
JISATEIBbHOCTH.

IT1K-4

[Ipobnemuble 3amay, CHUTyallMOHHBIE 3ajayW,
TECTUPOBAHUE

3aKoHOATEIBHOE
perynupoBaHue
JOKyMEHTHPOBAHHSI.
Ilonsitne I'OCT,
OCHOBHast
HOpMAaTHBHAs
JOKyMEHTALIHSL.
[Ipumenenne ['OCT
TSt OCTaBJICHUS
yIpaBIEHYECKUX
JIOKYMEHTOB.

I1K-8

[IpobnemHble 3amaud, CUTyallMOHHbIE 3ajauH,
TECTUPOBAHUE

ITonasarue CUCTEMBI
OP/[] -
OpraHu3alOHHO-
IIPaBOBOM
JIOKYMEHTalH.
ITopsimok
odopmIteHUs
YIPaBJIEHUYECKUX
JIOKYMEHTOB.

I1K-8,
OIIK-4

[TpoGieMHbIE 3a/1a9H, CHTYyaIllHOHHBIC 3a/1a4H,
TECTUPOBAHUE

[Toustue CHUCTEMBI
pacnopsaIuTeIbHON
JIOKyMEHTaI1H.
[Topsimox
odopmiIeHUS
YIpaBIeHYECKUX
JIOKYMEHTOB.

I1K-8,
OIIK-4

[IpobnemHble 3a1auu, CUTYallMOHHBIE 3314,
TECTUPOBAHUE

ITonsiTne
UH(POPMALIMOHHO-
CTIpaBOYHAs
JIOKYMEHTAIHSL.
[IpaBuna

COCTaBJICHUSI.

TK-8,
OTIK-4

[IpoGneMHbIe 3amaun, CUTYyaI[MOHHBIC 3aJ1a4H,
TECTUPOBAHUE




CTpykTypa KaapoBOi [IpoGnemHbIe 3amaum, CUTYaIl[MOHHBIE 3a/ayH,
6 nH(DOpPMAITMOHHO- TECTHPOBAHUE
6. OKYMEHTAIIMOHHON

AOKY H TIK-8,

CHUCTEMEL. [Topsmok

[IK-11

oopMIIeHUS
KaJIPOBBIX
JIOKYMEHTOB.

[Tonsitue [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
7 moxymeHTO000pOTA. TECTHPOBAHUE

7. | OCHOBHBIE  TIpaBWJIa
OpraHu3aluu padoThl
c noxkymenTtamu. | ITK-11
dopmupoBaHue
XpaHeHus
JIOKYMEHTOB.
Howmenknatypa aei.

Cucremsl [TpoGieMHbIC 33129, CUTYyaIIHOHHBIC 3a/1a4H,
aBTOMATU3AlUU TECTUPOBAHUE

8 ; TOKYMEHTHPOBAHUSA OIIK-4,
' Y poat TK-11

yIpaBICHYCCKOH

JIEATEIILHOCTH.

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.  Ilepeuensv ungopmayuonHbIX MEXHONO02UI, UCNOIB3YEMBIX NPU OCYULECHIGIEHUN
obpazoeamenvnozo npouecca no oucyuniune (MOOynio), 6KIIOUAA NePeYeHb NPOPAMMHO20
obecneuenHus u UHGOPMAYUOHHBIX CRPAGOUHBIX CUCHEM (RPU HeoOX00UMOCmUL)



1. TepMuHaIbHBIN cepBEp, NPEIOCTABISIONINM K HEMY JOCTYII KIIMEHTaM Ha 0a3e
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBob6oaHO pacmpocTpaHseMblii opUCHBIN MAaKeT ¢ OTKPBITHIM HUCXOJHBIM
KOZOM

4. WHudopmannoHHO-CIIpaBOYHas CUCTEMA: Cucrema Koncynprantllnroc
(MudopmanioHHbIi KOMITIEKC)

5. HudopmarnmonHo-npaBoBoe obecrieueHue [apaHT: DNIEKTPOHHBIA MEPHOIMUYECCKUI
cnpaBoyHuK «Cucrema TAPAHT» (OIIC «Cucrema TAPAHT»)

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cBOOOHO-PACTIPOCTPaAHIEMAsI.

8. DnekTpoHHas cucreMa aucTaHunoHHoro ooyuenuss AHOBO «MockoBckuit
MEXYHapOAHBIN YHUBEpCUTET». https.://elearn.interun.ru/login/index.php

10. Onucanue MamepuanbHo-mexHu4ecKoil oa3zwl, Heo0xX00umoii onsa
ocyuiecmenenusn 00pazoeamenpbHo2o npoyecca no oucyuniune (Mooyiio)

1. KOMIBIOTEPHI EPCOHATIBHBIC JIJIS MPENOJaBaTeNel ¢ BIXOJAOM B ceTu HTEpHET;
2.  HayIUIHUKH;

3.  BeOKamepshl;

4.  KOJIOHKH;

5. MHKpPO(QOHBI

11. O6pa3oBaTe/ibHbIE TEXHOJIOTHH, HCIOJIb3yeMble IPH 0CBOCHUM M CHUILTUHBI
JUtsi OCBOGHHUSI TMCUHUILIMHBI HCIIOJNB3YIOTCS: TPAAUIHOHHBIE (HOPMBI 3aHATHI — JeKUuH (THIIbI

JEKIM — yCTaHOBOYHAs, BBOJHAS, TEKyIlas, 3aKIIOUMUTENbHAs, 0030pHas; BUIbI JEKUUA —
npoOiieMHasi, BHU3yaJibHas, JIEKUUS KOH(EpeHIUs, JEKIUS KOHCYNbTAllUs); W CEMHHAPCKHE
(mpaxkTHYecKue) 3aHATHS B MHTEPAKTHBHBIC (OPMBI 3aHSATHH - pElICHHE CUTYyallMOHHBIX 3a7ad U pa3dop
KOHKPETHBIX  CHUTyalMid, CaMOCTOSITeNIbHAasg paboTa CTYyIEHTOB C  YYEOHBIMH  MaTepUallaMH,
MPEICTABIEHHBIMHU B 3JIEKTPOHHON CHCTEME O0yUYESHHS.

Ha yueOHBIX 3aHATHSAX UCIIONB3YIOTCS TEXHUYECKUE CPEACTBA O0YUSHHS: KOMITBIOTED MOJKITIOUSHHBIN
K cetu VIHTEpHET 1 mporpaMMoii Opay3epoM AJsl BEIXOJa B HHTEPHET, MOHUTOP, KOJIOHKH, MUKPO(OH, BEO
Kamepa, maker nporpamm Microsoft Office ans memoHcTpammu mnpeseHTauuii M MeauadailyioB, MakeT
nporpaMM Juisi TPOBEACHUS BeOMHApOB B OH-TIAWH pexuMme. TecTHpoBaHHE OOYyYaeMBIX MOXKET
OCYIIECTBIATHCS C HCIONB30BAaHUEM JJIEKTPOHHOM CHCTEMBI AMCTAHIMOHHOTO OOy4YEeHHs, yCTAaHOBJICHHON
Ha 000pyI0BaHNH YHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOW AUCHUIIMHBI MCHOJB3YIOTCH CJeAylolue TPaAUIUOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJIOTUM:

- YTeHHE MPOOIEMHO-MHPOPMAIIMOHHBIX JIEKIHH ¢ UCMIONB30BaHUEM MPE3CHTALMN U TpaHCIALUen
BBICTYTUICHUSI JIEKTOPA;

- CeMUHAPCKUE 3aHATH 7151 00CYKICHHUS, TUCKYCCHU 1 0OMeHa MHEHHUSIMH C UCTIONb30BaHUEM
JJIEKTPOHHBIX CUCTEM KOMMYHUKANUN ((POPYMBI, YATHI);

- KoHCcynbTanuu (Gopymsl);

- caMocTosITeNbHasl paboTa CTYIEHTOB ¢ Y4€OHOM JIUTepaTypol U EPBOUCTOUYHUKAMM;

- IOATOTOBKA U 00cyxeHue pedepatoB (IPOEKTOB), Mpe3eHTALNN (HAyYHO-UCCIIEeI0BATENbCKAS
pabota);

- TECTUPOBAHUE TI0 OCHOBHBIM T€MaM JUCIUILTHHBIL.

11.2. AKTHBHBIC U HHTEPAKTUBHbIC MeTOAbI U ()OPMBI 00yUeHH S
W3 nepeunst BUNOB: («mo32060i wmypmy, anamuz HIIA, ananuz npobremuvlx cumyayuil, aHaiu3


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

KOHKDEMHbIX — CUMyayutl, — UHYUOEHMbl,  UMUMAYUS  KOJAEKMUBHOU  NPOYecCUOHANbHOU
OesmenbHOCIU, Pazvlepbléanue poJell, meopyeckas paboma, Cé3aHHAsL ¢ 0CBOEHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYycCUsl, MUHU-KOHQepenyus u Op.)
UCIIOJIB3YIOTCS CIICIYIOIINE:

- ducnym

- QHAU3 NPOONIEMHbBIX, MBOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa,

- Kpyenwli CmoJl;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4YeHMs HHBAJMIOB H JIMI C OrPAHHYEHHBIMH BO3MOMKHOCTSIMH
3nopoBbs (OB3)

[Ipu opranuzanuu oOydyeHUsS MO AMCLUUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHU3alUU
B3aMMOJEICTBYSI C MHBAIMIAMU U JIMI[AMH C OTPAaHMUYEHHBIMUA BO3MOXHOCTSIMU 3/10pPOBbsI (J1anee —
uHBanuapl U guna ¢ OB3) ¢ uenbio obecriedeHus: UX MpaB, pa3padaTHIBAIOTCS adalTHPOBAHHbIE
JUIE MHBAJIMJOB MPOTPaMMBbl TOATOTOBKM C YYETOM Ppa3IMUYHBIX HO30JOTMH, BHUIBI U (OPMBI
COIIPOBOXACHUS 00yUEHHS, UCIIOJIb3YIOTCS CIEHallbHble TEXHUYECKUE U IPOrpaMMHBIE CPECTBA
o0y4eHus1, TUCTaHLIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTUH, obecrieunBaeTcs Oe30apbepHas cpena
U IIpouee.

Bribop MeromoB  0oOydeHHs  ompeensercs — CoJepKaHueM ~ OoOydeHUs, ypOBHEM
METOJIMYECKOTO0 W MaTepHajbHO- TEXHUYECKOro oOecnedeHus, OCOOEHHOCTSIMM BOCHIPUSATHUS
yueOHOM MH(pOpMalMK CTYACHTOB-UHBAINIOB U CTYAEHTOB C OIPaHUYEHHBIMH BO3MOXKHOCTSMHU
3M0poBbs W T.A. B oOpasoBarenbHOM IIpoliecce€ HCHONb3YIOTCS COLUANIbHO-aKTUBHBIE U
pediekCuBHBIE METO/bl OO0yUYeHHs, TEXHOJOTHMHM COLMOKYJIBTYPHOM peadMInTallud C LENbIo
OKa3aHMs TMOMOIIM B YCTAHOBJICHUHM IOJHOLICHHBIX MEXJIMYHOCTHBIX OTHOLIEHUH C JIPYTUMHU
CTYIGHTaMH, CO3JIJaHUHU KOM(POPTHOTO NCUXOJIOTHYECKOTO KJIMMaTa B CTYACHYECKOM TpyIIIe.

[Tpu oOydeHuu ULl ¢ OTrpaHUYEHHBIMUA BO3MOKHOCTSIMH 3/IOPOBBS DJIEKTPOHHOE 00y4eHHE
U JUCTAaHIIMOHHBbIE O00pa30BaTeNbHbIE TEXHOJIOTUH MPEAyCMaTPUBAIOT BO3MOXHOCTH IpUEMa-
nepenayd HHGOPMaIUY B JOCTYMHBIX Ul HUX (opMax.

OOyuaromecs U3 4Mcia JIMI ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSMU 3/10pOBbsI 00€CTIE€UCHBI
MEYaTHBIMU U AJIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu B (opmax, adanTHPOBAHHBIX K
OTPaHUYECHUAM UX 370POBBS.



	6. Номенклатура дел представляет собой:
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