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1. Ilepeuens

naGHUPYeMBbIX  pe3yibmamos

o0yuyenuss no Oucyuniune (MoOy.o),

COOMHECEHHBIX C NIAHUPYEMbIMU pe3yibmamamMu 0C60€HUA 06pa303ameﬂbnoﬁ npozpammasl

Komnerenmus [Tnanupyemble pe3ynbTaThl 00yYeHHsI 10 AUCIUTUINHE
[K-8 3HaTh:
BIIaJICHUE -  METOAMKY TIIOArOTOBKM OPraHHU3alMOHHBIX M PACHOPSIUTEIbHBIX
HaBbIKAMH JOKYMEHTOB, HEOOXOUMBIX JUTsi 0)OPMIICHHSI PEIICHUI B YIIPABICHUH,
JOKYMEHTAJIBHOTO | - TOPSAOK OGOpMIIEHHS IAOKYMEHTOB B COOTBETCTBUM C HOPMATHUBHOM
oopmienus 6a3oi;
penieHui B Ymernb:
yIpaBJieHUU - COCTaBIATHh M O(GOPMIATH OPraHU3ALMOHHBIE W PACIOPSIUTEITHHBIC
ONEepPaLMOHHON JIOKYMEHTBI, HeoOXonuMmble Juisi O(OpMIICHHUS PpEUIeHHH B YIpaBlIEHUU
(TIpOW3BOACTBEHHO | ONEPallMOHHON (TIPOM3BOJICTBEHHON) NESTEIILHOCTH OpraHu3allni,
i) esATenbHOCTH - NPUMEHATh HA NPAKTUKE TOCYJApPCTBEHHBIE CTAaHIAPThl W JIpyrue
OpraHu3aluii Mpyu | HOPMATUBHO -  METOAMYECKHE  JOKYMEHTBI,  pEriaMeHTHPYIOILIUe
BHEJIPEHUHU OpraHU3aIMIO YIPABIEHUYECKOU IEATEIbHOCTH;
TEXHOJIOTMUYECKUX, | Biaagerb:
MIPOTYKTOBBIX - HaBbIKAMM TOJATOTOBKM OpPraHMU3allMOHHBIX MW PaCHOPAIUTEIbHBIX
WHHOBALIUM UK JIOKYMEHTOB, HEOOXOTUMBIX Ui O(OpPMIICHUS PEIICHUH B YIpPaBICHUU
OpPraHMU3aIOHHBIX | ONEPalMOHHON (MPOU3BOJCTBEHHOI) NEATENILHOCTH OpraHu3aluil mpu
W3MEHEHUH! BHEJIDEHUU  TEXHOJOTMYECKUX,  MPOAYKTOBBIX  MHHOBAMH WU

OpraHU3alMOHHBIX U3MEHEHMUI,

- HaBbIKaMHU JJOKYMEHTHUPOBAHUS! KOHKPETHBIX YIPABICHYECKUX CUTYAIIHi;
[IK-15 3HaTh:
yMEHHUE BECTH - METOAMKY BEICHHs [EJONMPOU3BOJICTBA B OpraHax TIOCYAapCTBEHHOU
JIEeJIONPOU3BOJICTBO | BiIacTu Poccuiickoir dPenepanuu, opraHax TroOCyIapCTBEHHOW BIJIACTH
u cyobekToB Poccuiickoit deneparyn
JOKYMEHTOOOOPOT | - METOAUKY BEACHMSI JOKYMEHTOOOOpOTa B OpraHax ToCyAapCTBEHHOM
B OpraHax Bractu Poccuiickont ®enepanun, opraHax TIOCYAapCTBEHHOW BJIACTH
rocyaapcTBeHHON | cyObekToB Poccutickoii deneparmmy,
BJIACTHU
Poccuiickoit Ymers:
®enepauuu, - BECTH JICTIOMIPOW3BOJICTBO U  JOKYMEHTOOOOPOT B  OpraHax
opraHax roCyIapCTBEHHOU BJIACTH Poccuiickoit denepanuu, opraHax
rOCyJIapCTBEHHOW | rOCYAapCTBEHHOU BIAacTU cyObekTOB Poccuiickoit deneparnum,
BJIACTH CYOBEKTOB | - BECTH  JEJIONPOM3BOJACTBO M  JIOKYMEHTOOOOpPOT B  OpraHax
Pocculickoit roCyJapCTBEHHOMN BJIACTHU Poccuiickoit denepanuy, opraHax
®denepanuu, rocyJIapCcTBEHHOM BiacTH cyorekToB Poccuiickoit deneparun
opraHax MECTHOTO
caMmoynpasieHus, | Baamern:
TOCY/IapCTBEHHBIX | -HABBIKAMHU BEJCHHS JCIOMPOU3BOACTBA U JOKYMEHTOOO0OpOTa B OpraHax

Y MYHHIIMITaTbHBIX
NPEAIPUATUAX U
YUPESKICHUSAX,
HAayYYHBIX U
o0pa3oBaTeNbHBIX
opraHu3anusix,
MOJTUTHYECKIX
mapTusx,
00IIIECTBEHHO-
IIOJIUTUYCCKHUX,
KOMMEPUYECKHUX 1

roCyIapCTBEHHOM BJIACTH Poccuiickoit ®denepanuu, opraHax
roCy/IapCcTBEHHOU BlacTu CyOBekTOB Poccwmiickoit deneparuu, opraHax

MECTHOI'O  CaMOYIPABJI€HHs, TOCYJAapCTBEHHBIX M  MYHHULUIIAIbHBIX
OPEANpUATHIX W YUPSKACHUAX, HAyYHBIX U 00pa30BaTENbHBIX
OpraHu3alusaX, IOJIUTHYECKUX MNapTUAX, OOIIECTBEHHO-NOJUTHUYECKUX,

KOMMCPUYCCKUX U HCKOMMCPUCCKUX OpraHu3aluiIx




HEKOMMEPUYECKUX
OpraHu3aLMsIX

IIK-16 3HaTh:

CIOCOOHOCTh - TEXHOJIOTHYECKOe 00eCTIeYeHHE CITY>)KEOHOH JeATENbHOCTH CIEIMAINCTOB
OCYILLECTBIIATD (Mo KaTeropusiM U Ipymiam AO0JKHOCTEH roCyIapCTBEHHOW Ipa)IaHCKOU
TEXHOJIOTUYECKOE | CIIY>KOBI 1 MyHUIIUTIAIBHON CITYKOBI)

obecrieyeHne YmMmern:

CITy>KeOHOM - OCYIIECTBJIATh TEXHOJIOTHYECKOE 00eCTIeUeHUE CITy>KEOHOH e TebHOCTH
JeSATeNbHOCTH CHELMATUCTOB (10 KATEropHsIM U TPYINaM JO0JKHOCTEH rocyqapCTBEHHON
CIELUANUCTOB (TI0 | TPAXKAAHCKOM CITY>KOBbI M MYHHIIMIIATBHOM CITYKOBI)

KaTeropusiM U Baanern:

rpymnmnam - CITIOCOOHOCTH OCYILECTBJIATH TEXHOJOTMUYECKOE O0ECIIeUeHHE CIIy:KeOHOM
JOJKHOCTEH NESTEIbHOCTH CIELUAINUCTOB (II0 KAaTEropusiM U TIpyImaMm JOJKHOCTEH
TOCYJapCTBEHHOH | TOCY/apCTBEHHOM IpakJaHCKON CITY>KOBI 1 MyHULIUTIAIILHOM CITY>KOBI)
rpak 1aHCKOM

CITY’KOBI U

MYHHUIUTTATIBHOU

CITy>KOBI)

IK-17 3HaTh:

BJIaJICHHE -METOJIMKY CaMOOpraHU3aluy paboyero BpeMeHH,

METOAAMHU - METOJMKY PALIMOHATIBHOIO IPUMEHEHUS PECYPCOB,

CaMOOPTaHU3aIMK | -METOAUKY FPPEKTUBHOTO B3aUMOCHCTBUS C JPYTUMHU HCIIOTHUTEISIMH
pabouero Ymersb:

BpPEMEHHU, - CaMOOPraHU30BbIBATh paboyee BpeMms,

panoHaIBLHOTO - pallMOHAJILHO IPUMEHSTH PECYPCHI,

IPUMEHEHHS - 3¢ (heKTUBHO B3aUMOJICHICTBOBATH C APYTUMH UCTIOTHUTEISAMU

pecypcoB u Baaners:

3G PEKTUBHO - METOJaMH CaMOOpraHH3alMd padoyero BpPEMEHH, pPALMOHAIHLHOTO
B3aMMOJICHICTBOBAT | IPUMEHEHHUS PECYPCOB,

b C IPYTUMHU -HaBbIKaMH 3()()EKTUBHOTO B3aUMOJICHCTBUSA C IPYTUMHU UCTIOIHUTEISIMHU
UCTIOJHUTENISAMU

2. Mecmo oucyunaunst (M00yns) 6 cmpykmype 00pa3zoeamenbHoil RPOPaAMMbL

JlucuuiuinHa OTHOCHTCS K BapuaTuBHOM yactu ydyeOHoro muana OITOIL. Ona umzyuaetcs
MocJie AUCIUIUIMH: «YTpaBieHHE HHPPACTPYKTYpPOH TOPOJCKOrOo XO3sHCTBa», «PermoHanbpHas
HSKOHOMUKA U yIpaBIeHUEY, «I 0pOJCKOE U MYHULIUIIATILHOE XO3SIIICTBOY.

JlucrunianHa HaXOJIUTCS B JIOTUYECKOW W COJEPIKATEIHbHO-METOIUYCCKON B3aMMOCBSI3H C
apyrumu  yactssMa  OIl  w  wu3ywaercs mapajuielbHO € TaKUMU  JUCHUIUIMHAMH, Kak:
«VIHHOBAITMOHHBIN MEHEIKMEHTY, «DTHKA TOCYIAPCTBEHHON M MYHUIIMTIAIIBHON CITY>KOBI».

OcBoeHne MUCHUIUTMHBI «OCHOBBI JIEIOMPOU3BOJCTBA M JOKYMEHTOOOOPOT» SIBIISICTCS
HEOOXOAMMOM OCHOBOM IS M3YyYCHHUs] TOCIACAYIOMMUX JUCHUIUINH:  «YTpaBIICHUYECKHUI
KOHCAJNTUHI», «DKOHOMHKA U OLIEHKA HEIBMKUMOCTH», «['ocymapcTBEHHass MOJAJEPKKa Majioro
ousHecay.

N3ydyeHne NUCHUIUIMHBI TMO3BOJIUT OOYYAIOIIMMCS pPEaTn30BBIBATH MPOECCHOHATHHBIC
KOMITETCHIINH B TIPO(ECCHOHATIBHOMN JACSITEIBHOCTH.

B wacTHOCTH, BBITYCKHUK, OCBOMBIIMN MporpamMmy OakamaBpwara, B COOTBETCTBUU C
HH()OPMAITMOHHO-METOIUIECKOM, BCIIOMOTATEIbHO-TEXHOJIOTUYECKON (MCITOTHUTEIbCKOW ) BUAMU
JESITEIIbHOCTH, TOJKEH OBITh TOTOB PeIIaTh CISAYIONINE MPOPECCHOHATBHBIE 3a0a4u:

- JIOKYMEHTAITMOHHOE obOecrieueHue JEeITEIbHOCTH JINII, 3aMeIaoNUX



roCyIapCTBEHHbIE JOJDKHOCTH Poccuiickoit  ®denpepanuu, 3aMemaroluxX ToCyJapCTBEHHBIE
JOJDKHOCTH cyObekToB Poccuiickoit dexeparnmu, 3aMeINaonMX JOHDKHOCTH MYHHUIMIIAIBHON
CIyObI, JHII Ha JODKHOCTSIX B TOCYJAapCTBEHHBIX W MYHUIUNANbHBIX MPEANPHUATHIX U
YUPEKACHUAX, HAYUHBIX U 00pa30BaTeIbHBIX OPraHN3alUi, MOJIUTHYECKUX NapTHii, 00IIeCTBEHHO-
MOJINTUYECKUX, HEKOMMEPUYECKUX U KOMMEPYECKUX OpTraHU3ALN;

- y4acTHe B CO3/IaHUU M aKTyalu3allui MH()OPMAIIMOHHBIX 0a3 JaHHBIX JJIS IPUHATHS
YIPaBICHUYECKUX PEIICHU;

- UH(POPMALIMOHHO-METOIMYECKAsT  MOAJCPKKA, MOJArOTOBKAa  MH(POPMALMOHHO-
METOJAMYECKUX MAaTEPHUATIOB U CONPOBOXKICHHUE YIPABICHUECKUX PEIICHUN;

- cbop M  KIacCHPHUKAIMOHHO-METOAWYecKas o0paboTka uHpopmauuu 00
UMEIOIINXCA TOJIMTUYECKHUX, COLUAIbHO-3KOHOMUYECKHX, OpraHU3allOHHO-YIIPaBICHYECKNX
npoueccax U TeHACHLUSX;

- yyacTue B HMH(pOpMaTH3alUU JEATEIbHOCTH COOTBETCTBYIOIIUX OpPraHOB H
OpraHu3aLui;

- 3aluTa CIy)KeOHON W KOH(PHUACHIIMATHHOU HH(POPMALUH, 00ECTIEYCHHUE OTKPBITOTO
JIOCTYTIA TPAXKAaH K MH(POPMALIUU B COOTBETCTBHH C IOJIOKEHUSMH 3aKOHOIaTEeNILCTBA,

- BEJICHHE JENONMPOM3BOACTBA M JOKYMEHTOOOOpOTa B OpraHax TIoOCyIapCTBEHHON
Biactu Poccuiickoii ®Penepanuu, opraHax TOCYAapCTBEHHOM BiacTu cyObekToB Poccuiickoii
®enepanny, OpraHax MECTHOTO CAaMOYIPAaBJIEHUs, TOCYAAPCTBEHHBIX W MYHHUIIMIAIbHBIX
OPEANPUATHIX U YUPEKICHUAX, HAYUYHBIX W 0Opa30BATENbHBIX OpPraHMU3ALHUAX, MOJIUTHYECKUX
NapTUSX, 00IIECTBEHHO-TTOJIUTUYECKUX, HEKOMMEPUYECKUX U KOMMEPUECKUX OpraHU3alMsIX;

- OCYILIECTBIICHHE ACUCTBUN (aAMUHUCTPATHBHBIX TPOLENYpP), OOECIEUNBAIOLINX
NPENOCTABIEHNE TOCYJNAPCTBEHHBIX W MYHHIMOAIBHBIX  yCIYT B COOTBETCTBHM  C
3aKkoHoaresbecTBOM Poccuniickoit denepanuu;

- TEXHOJIOTHYECKOE OOCECIeYeHUE CIIYKEOHOW NEeATeITbHOCTH CIEIUATUCTOB (T10
KAaTeropusiM M TIpylnaM JOJDKHOCTEM TOCYAApCTBEHHOM TIPAKJAHCKOW W MYHULMIIAIBHOU
CITYXOBI);

- o0ecrieyeHne MCIOJHEHUS OCHOBHBIX (DYHKIMI, aJIMUHUCTPATUBHBIX PETIaMEHTOB
OpraHoB rocyJapcTBeHHOM BiacTu Poccuiickoit denepanu, OpraHOB TOCYAAPCTBEHHOM BIIACTH
cyobekToB Poccuiickoit dexepannn, OpraHoB MECTHOTO CaMOYIPABICHMS, TOCYIApCTBEHHBIX H
MYHULIMNIATBHBIX TOPEINPUATHR U YUYPEKICHHM, HayuyHbIX W 00pa3oBaTeNbHBIX OpraHHU3aIuil,
HNOJUTUYECKUX TapTUH, OOIIECTBEHHO-TOJUTHYECKHX, KOMMEpPYECKHMX M HEKOMMEPUYECKUX
OpraHu3aIui;

3. Oovem oucuuniunsl

Buowt yueonoii pabomot Dopmul 00yuenusn
Ouno-3aounan 3aounan
OO6mas TPy10eMKOCTh: 3a4ETHBIE €IMHUIIbI/9aChI 2/72 2/72
KonrakTHasi paGora (Bcero):
3aHsATUS JEKIMOHHOTO TUTIA 2 2
3aHATHSI CEMHUHAPCKOTO TUTIA 4 2
[IpomexxyTounast arrectauus: 3ader / 3a4eT C 0,1 4
OLIEHKOM / DK3aMeH /
Camocrostensnast padora (CPC) 65,9 64

4. Cooeprcanue oucuuniunvl (MOOyas), CMPYKmMypupoeannoe no memam / pazoenam c
YKa3anuem O0mee0eHH020 HA HUX KOAUYeCmea aAKaA0eMUYECKUX 4acoé u U006 y4eOHbIX

3AHAMUITL

4.1. Pacnpenenenue 4acoB 10 paszzeiiaM/TeMaM U BUjaM pabOThI




4.1.1. Ouno-3a0uHas popma oOydeHUS

Buabl yueOHoii padoTsl (B yacax)

Pa3zgen/Tema
KonTakTHas padora

3anaTus 3aHATHA CEMUHAPCKOI0 THIIA Camocr
JIEKIIHOHHOT' 0 OAITEJIbH
THIA ast

Jlexyuu | Unovle Ipaxmu | Cemuna | Jlabopa | Hnvie padora
yuebHble | ueckue pol mopHble
3aHAMUSL| 3aHAMUSL pabomol

JlokyMeHTOBEICHHUE.
OCHOBHBIC  HOHSATHSL.
JIOKyMEHT U CHUCTEMBI
JIOKYMEHTAIUU.

HopmartuBHas
JOKYMEHTaLU.
[IpaBuna odopmieHus
JOKYMEHTOB 51
3allOJIHEHUS THUIOBBIX

dbopm.

Cucrema
OpraHU3aIMOHHO-
MIPaBOBOI
JIOKYMEHTALUH.

Cucrema
pacropsIAUTEILHON 2 10
JOKYMEHTALUH.

HNudopmanmonHo-
CIIpaBOYHAs 2 10
JIOKYMEHTAIHsI.

Kagposas
JIOKYMEHTAIHSI.
JIOKyMEHTBI o
JUYHOMY COCTaBY.

10

JlokyMeHTOOOO0pOT.
ApXUBHOE XpaHEHHE.
Konduaennuanbabie
JIOKYMEHTHI.

5,9

Komnsrotepubie
TEXHOJIOTHH

JIOKYMEHTAIMOHHOTO 6
obecneyeHus
yIpaBICHUSI.

[TpomexxyTouHas 0.1
aTTecTanus ’

Hroro 72

4.1.2. 3aounas popma oOydeHUs

Buabl yueOHoii padoThl (B 4acax)

Paznena/rema
KonTakTHas pabora \




n/n

SauaTusa

JEeKIMOHHOT0

THIIA

3angarus CEMHMHAPCKOI'o THUIIA

Jexyuu

Unvie
yuebnvie
3auamus

Ipaxmu
ueckue
3anamus

Cemuna | Jlabopa | Unovie
pul mopHble
pabomoi

Camoct
0SITeJIbH
ast
padora

JlokymeHTOBEICHUE.
OCHOBHBIE  TIOHATHS.
JIOKyMEHT U CHCTEMBI
JOKYMEHTAIUU.

HopmartuBHas
JOKYMEHTaLU.
[IpaBuna odopmieHus
JOKYMEHTOB 51
3allOJIHEHUS THUIOBBIX

dbopm.

Cucrema
OpraHU3aIMOHHO-
MPaBOBOI1
JIOKYMEHTALUH.

10

Cucrema
pacnopsaIuTEIbHON
JOKYMEHTAIUU.

10

NudopmanmonHo-
CTpaBOYHAs
JIOKYMEHTAIHsI.

10

Kagposas
JIOKYMEHTAIHSI.
JIOKyMEHTBI o
JUYHOMY COCTaBY.

10

JlokyMeHTOOOO0pOT.
ApXUBHOE XpaHEHHE.
Konduaennuaibabie
JIOKYMEHTHI.

KomneroTepHbie
TEXHOJIOTUHU
JOKYMEHTaIlMOHHOTO
obecrnieueHus
yIpaBIEHUSI.

IIpomexyrounas
aTTecTanus

Hroro

72

4.2. IlporpamMMa AUCHUIUIMHBI, CTPYKTYpUPOBaHHAS [0 TeMaM / pasJienam

4.2.1. CopneprkaHue JIEKIIMOHHOIO Kypca

Ne
n/n

HaunmeHoBaHHE TEMBbI
(pa3zaesa) IMCUMILIHHBI

ConepxaHue JEeKIIHOHHOTO 3aHITUSA

JlokyMeHTOBeIEHUE.

OCHOBHBIE MTOHATHS.
JIOKyMEeHT W CHCTEMBbI

ITousatue

n

byHKIIIN

JIOKYMEHTOBEICHUS
nenorpoun3BoictBa. CylIHOCTh W OCHOBHBIE 3aJadyM
JOKYMEHTUPOBAHHUS YIPABICHUYECKONW JESITEbHOCTH.

n




AOKYMCHTAIUH.

Kparkuii 0030p HCTOpUM  JOKYMEHTOBEICHHS H
nenorpon3BoacTBa. COBpEMEHHOE TOCYAapCTBEHHOE
peryaupoBaHue  JOKYMEHTAIHOHHOTO  OOecreyeHHs
ynpasieaue (JIOY). OcHOBHBIE TEpPMHHBI M TOHSATHUS
JIOY. TIlonstne wuHpopMauuu H HUHOPMAIIMOHHBIX

peCypcoB. [TpunIUTIBEI paboThI c JETTOBOM
uHpopMaImen. YHauduuupoBaHHbIe CUCTEMBI
JETONPOHU3BOICTBA.

HopmartuBHo-cripaBounass ~ gokymeHTtanus.  ['OCT.
ITpaBuia co3gaHusi JOKYMEHTOB.

Cucrema OpraHu3allMOHHO-
MPaBOBOM JOKYMEHTAIIUH.

Hasnauenne wu cocTtaB OpraHu3alMOHHO-IIPABOBOM
NoKyMeHTauuu. DyHKIMM OpPraHU3allOHHO-TIPABOBBIX
JOKYMEHTOB. YUpEIWUTEIbHbIE JOKYMEHTHIL. Y CTaB.
HoroBop. Ilomoxenue. WHcTpykumu. [{ommKHOCTHBIE
uHCTpyKuu. CTpyKTypa ¥ IITaTHas YHUCIEHHOCTb.
[lItatnoe  pacnucanue. IlpaBuna  cocraBieHus,
odopMIIeHUS TOKYMEHTOB.

4.2.2. CopepxaHue NPaKTUUECKUX 3aHATUN

Ne
n/n

HaunmMmeHoBaHHe TEMbI
(pa3aesia) 1M CUMIITHHBI

Conep:kaHue MPaAKTHYECKOTO 3aHATHSA

Cucrema pacnopsaAuTeIbHON
JOKYMEHTaLUH.

IIpaBuna cocraBiaeHus, O(OPMIIEHUS JOKYMEHTOB.
IIpukaspl 10 OCHOBHOW JAEATENBHOCTH. JIOKYMEHTHI,
U3]1aBacMble B YCIIOBHSIX KOJUIETHAaJIbHOCTH
(mocTaHOBNIEHUS, PEIIECHUs); JOKYMEHTBI, H3JaBacMble
B YCIOBMSX €AWHOJIMYHOIO MPHUHATHA PEIICHUN
(mpukassbl, ykazaHus, pacnopspkeHus). O60coOIeHHBIN
JOKYMEHT — TpOTOKOJ.  Buuel, ocobeHHOCTH
oopmienus. CocraBnenune JIOKYMEHTOB C
npumenenuem ['OCT.

WudpopmannonHo-
CIIpaBOYHAs JOKYMEHTAIH.

[IpaBuna cocraBieHus, OG(OPMICHUS JOKYMEHTOB.
WHunumaTuBHBIE JTOKYMEHTBI, JIOKJAQJHbIE 3aMUCKU.
OObsicHuTenbHBIE 3anmucku. AKThL. [IpemnoxkeHue.
CrpaBku  chmy)KeOHOr0o M JIMYHOTO  XapakTepa.
CrayxeOHble (IemoBbIE) MHUCbMA. XapaKTEPUCTHKH.
PaznoBugHoct. OcoGeHHOCTH oQopMieHUsA. DTHUKET
nenoBoro o6OmeHus. CocTaBieHHE JTOKYMEHTOB C
npumeHenuem ['OCT.

4.2.3. CopnepkaHHe CaMOCTOSTEILHON PabOTHI

Ne HanMeHoBaHMe TeMbI CoaeprxkaHue caMOCTOATEIBLHOM padoThI

n/n (pa3nesia) I CHUIIIHHbI

1. HopmartuBHas Buasl  HOpMaTUBHO-CIIPABOYHOM  JOKYMEHTAIIUHU.
nokymentauus.  [lpasuna | TOCT. IlpaBuna co3gaHust aokymeHToB. IlpaBuina
oopMIIeHHs JOKYMEHTOB U | HAIIMCaHUs PEeKBU3UTOB. biaHku U yHH(UIUpPOBaHHbIE
3ar0JIHEHUS THUIOBBIX | ()OPMBI.
dbopm.

2. KanpoBass noxymenrauus. | HasHaueHue u cocTaB JOKYMEHTOB I10 JIMYHOMY

JlokymMeHTBI 1O JHMYHOMY | cocTaBy. HopmartmBHas ©6aza. YHubUIMpPOBaHHBIE




COCTaBy. dopmbl.  Anroput™m  AeUCTBHE U odopMIIeHUS
JOKYMEHTOB Ipu Npuéme Ha paboTy, YBOJIbHEHHH,
[IEPEBOAEC Ha JPYIyl0 JAOJDKHOCTb, OTIIPABICHHHU B
komMaHaupoBky.  CocraBneHue U odopMieHHE
OCHOBHBIX JOKYMEHTOB. TpyIOBOH IOrOBOp, IMPHUKA3bI
[0 JINYHOMY COCTaBy, TPYIOBBbIE€ KHW)XXKH, JINYHOE
JIeN10, IMYHAsI KapTOUKa.

3. JlokyMeHTOOOO0pOT. OCHOBHBIE TIOHATHS W MPUHIUIBI TOKYMEHTOO00OPOTA.
ApxuBHOE xpaHeHue. | IIpAMOTOUHOCTD ABM)KEHUS JOKYMEHTOB. Bxopsmue,
Kondunennuansuele UCXOJSIIMEe U BHYTPEHHHE JOKyMeHTHl. [IpaBuiia
JIOKYMEHTHI. o0paboTku  gokymeHrtanuu. IlpaBuima u  Cpoku

XpaHEHUs JIOKYMEHTOB. [Tousitue
KOH(HICHIIMATHHOCTH.

4. KomneroTepubie NudopmaniioHHble  KOMIBIOTEPHBIE  TEXHOJIOTHHU.
TEXHOJIOTHUHI MeTto/1b1 3aIUTH HHPOPMAIIHH, SJIEKTPOHHO-IIU(POBas
JIOKYMEHTAITMOHHOTO noanuck (DLII), mudpoBanue. ABTOMaTH3UPOBAHHBIC

oOecrieueHus ympaBieHusl. | MHOOPMAIIMOHHBIE  CHCTEMBbI  JEJIONPOU3BOJICTBA.
DJIEKTPOHHOE NMPABUTENHCTBO.

5. @ono ouenounvix cpedcme 0nA  NPOGEOCHUA  NPOMENCYMOYHOU  ammecmayuu
odyuarwuxca no oucyuniaune (Mooyio)

[TpenycMOTpeHbl  cleAyrolue BUABI KOHTPOJIS KauecTBa OCBOEHHUS KOHKPETHOM
JICITUTITAHBL:

- TEKYIIUI KOHTPOJIb YCIIEBAEMOCTH

- MPOMEKYTOYHASI ATTECTAINS 00yUYAIOIINXCS MO TUCITUTUINHE

DOHJ( OLCHOYHBIX CPEICTB JUIsl MPOBEIACHUs MPOMEKYTOUHON aTTecTaliy 00y4aroIuXcs
no aucuuiuinHe opopmiteH B IPUJIOKEHUU x PABOYEU ITPOT'PAMME JIUCLIUITJIMHBI

Tekymmii KOHTPOJIb YCIIEBAEMOCTH OO0ECIIEYMBACT OICHUBAHHE XOJa OCBOCHUS
JTUCITUILIMHBI B TIpoIiecce 00yueHusl.
5.1 Ilacnopm ¢honoa oyerouHvlx cpedcms OJis1 nposedeHUss meKyuell ammecmayuu
no oucyunjiuxe (Mooyw)

Ne KonTpoampyembie Kon HaumeHoBaHMEe OLIEHOYHOI'0 CPeCTBA
n/m | pasgenasl (TeMbl) KOHTPOJINP
yeMoil
KOMIIETEeHI]
UM
1. | JloxymeHTOBEEHHUE. [IpoGnemHpie 3amauM, CUTyallMOHHBIC 3aa4H,
OcHOBHbBIE  TOHSITHS. K-8 TECTUPOBAHUE
JIOKYMEHT U CHUCTEMBI
JOKYMEHTAI1H.
2. | HopmaTtuBHas [IpoGnemHpie 3amayu, CUTYallMOHHBIC 3a7a4H,
JOKYMEHTAIHSI. TECTUPOBAHUE
[TpaBuna opopmiieHUs K-8
JOKYMEHTOB u
3aMOJHEHUS THUIIOBBIX
dhopm.
Cucrema IIK-8, [IpoGnemHbIe 3a1a4u, CUTYaI[IOHHBIE 3a/1a4H,
OpraHu3alOHHO- IK-15 TECTUPOBAHUE




3. | mpaBoBoOi
JOKYMEHTAI1H.
Cucrema K-8 [IpoGnemHbIe 3a1a4u, CUTYaI[MOHHBIE 3a/1a4H,
pacnopsaIuTeIbHON MK-1 ’5 TECTUPOBAHUE
4 | TOKyMEHTalUu.
NudopmanmonHo- IIK-8, [IpoGnemMHbIe 3amauu, CUTYaIlMOHHBIC 3aJ]1a4yH,
CIIPaBOYHAs [IK-15 TECTUPOBAHUE
5 JOKYMEHTAIUA.
Kanposas K-8 [Ipobnemuble 3amaun, CUTYAI[MOHHBIC 3a/ayH,
JOKYMEHTAIHSl. K-1 ’5’ TECTUPOBAHUE
6. | JIoKyMeHTBI 10 | HK_16
JUYHOMY COCTaBY.
JIOKyMEHTO00O0POT. [IpoGnemHbIe 3a1a4u, CUTYaIlMOHHBIE 3a/1a4H,
ApXUBHOE XpaHEHHE. 0K-15 TECTUPOBAHUE
7. | KonduneHnuaibHbIe
JOKYMEHTBHI.
KommerotepHbie [IpoGnemHubIe 3a1a4u, CUTYaIlMOHHBIE 3a/1a4H,
TEXHOJIOTUU K-16 TECTUPOBAHUE
8. | JIOKYMEHTAIIMOHHOTO ’
IK-17
o0ecrniedyeHus
yIpaBIeHUSI.

5.2 Tunosvie KoHmMpOIbHbLIE 300aHUA_UAU_UHbLE mamepuaiisbl, Heobxooumbvle 0
OUEHKU 3HAHUU, YMEHUL, HABLIKOS U (I/UZM) onvima_0esimeibHOCmu._68 npouyecce mexkyuieco

KOHmMpOoJiAi

TunoBbie CUTyallMOHHBbIE 3214 H:
3aoaua 1

Cucrema paciopsiAUTEIbHOW JOKYMEHTAIUH.

[ToaroroBsTe TMpHKa3 00 UTOrax peBU3uU (MHAHCOBOTO ydeTa. B KOHCTaTHpyroniei yactu
YKa)KUTE, UTO peBU3MEi 0OHapykeHbI (haKkThl rpyOOro HapymeHus: (GUHAHCOBOTO ydeTa: HeT ydera
¥ OTYETHOCTH IO KOMaHAMPOBKaM, OTCYTCTBYET XypHall ydera JoBepeHHocTed. Hemocraromme
PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

3aoaua 2

NudopmannonHo-cripaBoyHask JOKyMEHTAITHSI.

1) B ¢punman nocTynuio mucbMO-3a1poc OT PyKOBOACTBA XOJIJIHTA.

Co3zmaiite 0TBET Ha BXOJAIIEE MHCbMO-3aMPOC, UCTIOB3Ys CIPABOYHYIO HH(OPMAITHIO.

2) B sHBape Oynymiero roma COCTOMTCS KOH(MEpEHIWs, MOCBSIICHHAs WHHOBAIUSAM B
skoHOMuKe. HeoOxommMo co3marh ©  paszociaaTh MUCHMO-TIPUTJIANICHHE HA MPEACTOSIIYIO
KOH()EPEHIIUIO.

Tunosbie MpPodJieMHbIE 3a1a4H:
3aoaua 1

JlokymeHT0000pOT. ApxuBHOE XpaHeHue. KoHpuaeHIInanbHbIe TOKYMEHTHI.



B ¢upmy moctynuio aBa KOHBEpTa, aJlpeCOBAHHBIX T'€HEPAIbHOMY ITUPEKTOPY, OJIUH
KOHBEPT C PEKJIAMHOU aKIuel, 1B TOCHUIKU U3 (PUIIUATIOB.
O6paboTaiiTe TO3TAITHO BXOSIIYI0 KOPPECTIOHICHITHIO.

TunoBblie TECTHI

1. Ilpu xakoM pacnonoxeHuu pekBu3uTh 'HanMeHnoBanue opranuzauun”, "Bug
JIOKyMeHTa" U Ipyrue HeoOXOAUMBbIE PEKBU3UTHI HAa OJIaHKE pa3MeIlaroTCs

B BEPXHEM JIEBOM YTIIY:

Bri6epute oquH OTBET:

A) iposionbHOE

b) yrmosoe

B) nentpupoBanHoe

2. JIs KakuX JOKYMEHTOB 0053aTeIeH PEeKBU3UT «AIpecaTy:
BriOepure o1H MM HECKOJIBKO OTBETOB:

A) nucbma

b) mpukassr

B) nomKHOCTHBIE MHCTPYKLIUU

3. Kaxas nara sBaseTcst 1aToil IpUKa3oB, IMCEM, CIIPABOK:
Bri6epute oqun oTBET:

A) Jlata yTBEepKIeHUS

b) aTa 3adpuxcupoBaHHOTO B JOKYMEHTE COOBITHS

B) [ata cornacoBanus

I') JaTta nonnucanus

4. Bri6epute sneMenTh pekBuzuTa «I pud yTBepKICHUD !
BriGepure oMH WM HECKOIBKO OTBETOB:

A) INoanuck

b) lomxHOCTb U1, YTBEP/KAAIOLIETO TOKYMEHT

B) [leuats opranuzaruu

J1) Busbl cornacoBanust

S. [Ipukazamu 1o JMYHOMY COCTaBY O(POPMIISIOTCS:

A) I'apanTuiinpie 00s3aTENHCTBA OpraHU3AINHT

b) lomxHOCTb U1a, YTBEPKAAIOLIETO TOKYMEHT

B) Ilpuém, nepeBon 1 yBOJIbHEHHE COTPYAHUKOB OpraHU3aLIH
I') AxTbl Ipuéma 1 nepeayn 0ObEKTOB

6. OcHoBHBbIE QyHKINH, KOTOpBIe o0ecrieunBaet OV
A) TUTaHUpOBaHKE

b) opranu3zairoHHO-paciopsANTENIbHAS 1S TENbHOCTh

B) yuér u otu€rHOCTH, PrtHAHCHPOBaHME

7. Homenknarypa nen npencrapiseT coO0M:

A) Crincok 3aroj0BKOB (HaMMEHOBAaHM) J1€J1, 3aBOAUMBIX Ha IPEIIPUITHN C YKa3aHUEM
UX CPOKOB XPAHEHUS

b) I'apanTuiiable n1ucbMa OpraHu3aluu

B) I'pud yrBepkaeHus pyKOBOIUTENSI OpraHU3aIH

I') Cpoku xpaHeHHsI TOKYyMEHTOB



8. biriank noKyMeHTa — 3TO:
A) HecTaHJapTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIPOU3BOAUTCS TOCTOSIHHAs HHPOpMALUs

JOKYMEHTa ¥ €CTh MECTO Il IEpEMEHHOI UH opManun

b) crannaptHblil 1ucT Oymaru, Ha KOTOPOM BOCIPOU3BOAMUTCA MOCTOSIHHAS MHGOpMAaIus

JIOKYMEHTa ¥ €CTh MECTO Il IEPEMEHHOM UH opmManun

MM;

B) npyroe

0. bnanku umerot nonst (cornacao 'OCT P 6.30-2003):

A) neBoe — 20 MM; npaBoe U HUXKHee — He MeHee 10 Mmm; BepxHee — He MeHee 20 MM;

b) neBoe — 10 Mmm; mpaBoe 1 HIKHEe — HE MeHee 20 MM; BepxHee — He MeHee 10 mMm;

B) neBoe — 20 mm; npaBoe He Menee 10, HuxkHee — He meHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00s3aTENbHBIN AJIIEMEHT:
A) npucymuii onpeaereHHOMY BUAY JOKYMEHTA;
b) npucymuii TonpKO OpraHu3alMOHHON JOKYMEHTAIIHH;
B) npucymuii TopKO IMChbMaM;

11.  ®opmynsap-obpaszer — 310:

A) COBOKYITHOCTh HE PEKBU3HTOB, a MOAMKUCEH

B) COBOKYITHOCTBH PACIIOJIOKCHHBIX B OHpGI[GJIGHHOfI nocJaCa0BaTCIIbHOCTU PCKBHU3UTOB,
MPHUCYIIUX BCEM BUAAM JIOKYMEHTOB;

B) HomeHnkiatypa ien opraHuzaiuu

12. K pacniopsauTenbHbIM JOKyMEHTaM, U3[1JaBA€MbIM B YCIOBHSIX €IMHOJIMYHOTO
TIPUHATHS PEIICHUS, OTHOCSATCS:

A) nenoBbie TUChMa

b) mpukassr

B) noxmannseie 3anucku

13. TpeOoBanwsl, MPEABSABIAEMBIEC K TOKYMEHTOOOOPOTY:

A). IpSIMOTOYHOCTH ABM)KEHUS JOKYMEHTOB (JOKYMEHT KpaT4yalllIMM ITyTEM MOMNagaeT K
WCIIOJIHUTEIIO, BO3BPATHBIE MEPEMEILIEHUS TOKYMEHTOB HCKIIIOUEHBI);

b) pacnpenenenre JOKyMEHTOB MEXAY PYKOBOJUTEISMU U CIIELUATIUCTAMU COTIIACHO MX

(O YHKIIMOHATILHBIM 00S13aHHOCTSIM;

B) HEoOxoquMoe niepeMenieHue TOKYMEHTOB (1yOIMpoBaHUe, JIUITHUE HHCTAHIIUU U
JeMCTBHS UCKIIIOUEHBI) U eIMHOO0pa3ue MapuipyTa JBUKEHHUS TOKYMEHTOB U TEXHUYECKUX
onepauuii ¢ HUMHU, OJHOKPATHOCTb Ka)X10M ONepaluu;

I') Bce BbIIIETIEpEUNCIICHHBIE

14. JIns kakoro Buja JOKyMeHTa pekBU3UT «HanmMeHoBaHue BUa JOKYMEHTA» HE
YKa3bIBaeTCSI:
A) BbIIMCKa U3 IPOTOKOJIA;
b) nenoas 3anmcka;
B) nucemo;
I') oTuér.

15. I'me xpaHsTes ena 1Mo MCTEYEHUH CPOKa TEKYILETrO XpaHEHUS:
A) B apxuBe;



b) y pykoBoauTens opranusaiuy;
B) y cexpeTaps pyKOBOAUTENS OpraHU3aliy;
I') nonnexxar aHHYIHMPOBAHUIO.

5.3 Memoouueckue mamepuansl, onpeoeasiouiue npoueoypvl OUeHUBAHUSL 3HAHUN, YMEeHUll,
HABLIKOS U (W) onvima 0esmebHOChU

Bce 3amanHus, ucnonb3dyeMble A TEKYHIEro KOHTPOds (OPMUPOBAHUS KOMIIETEHLUN
YCIIOBHO MOKHO Pa3/IeJIUTh Ha JABE TPYIIIbL:
1. 3aJjaHusl, KOTOPBIE B CHITy CBOUX OCOOEHHOCTEH MOTYT OBITh peaIn30BaHbl TOJIBKO B

nporecce OOydyeHUs Ha 3aHATUSAX (HampUMeEp, CUTyallMOHHbIE 3aJaHMs, JAUCKYCCUS M MHUHU-
KoH(pepeHIMs B popme BeOMHapa);

2. 3aJjaHMsI, KOTOPBIE JOIMOJHSIOT TEOPETUYECKUE BOMPOCH (IIPAKTUYECKHE 3a/1aHus,
3aJaHMs U CAMOCTOSITENIbHOW PabOThI, TECTHI).

BreimonHenue Bcex 3aaHuil  SABISETCS HEOOXOMUMBIM Ui (HOPMHUPOBAHHS U

KOHTpOJISI 3HAHWM, YMEHUN M HaBBIKOM. [lodTOMy, B Cilydac HEBBINIOJIHEHUS 3aJaHUN B

mporiecce oOy4eHHs, UX HEOOXOAUMO «0TpaboTaThy N0 3auera (dKk3ameHa). Bunm 3amanuii,

KOTOpbIe HEOOXOIUMO BBIMOJTHHUTH AJIS JIMKBUAALUU «3aJI0JDKEHHOCTH)» OTMPEIENsaeTCs B

WHIUBUYAIBHOM TMOPAIKE, C Yy4e€TOM Npu4YuH HeBbinosHeHUs. 1. TpeOoBanue Kk

pelIeHNI0 CHTYAllMOHHOM, MPOo0JIeMHOM 3a1a4M (Kelc-u3MepHuTen)

CTyaeHT AOKEH yMETh BBIIEIUTH OCHOBHBIE IOJOKEHHMS M3 TEKCTa 3a7adyd, KOTOPBIE
TpeOYIOT aHaIM3a M CIy)KaT YCIOBUSAMH pemieHus. VIcXo/s U3 MOCTaBICHHOTO BOMPOCca B 3ajaue,
MOMBITATHCSI MAKCUMAJIBHO TOYHO ONPEAETUTh MPOoOJIeMy U COOTBETCTBEHHO PEILIUTH €e.

3ajaun TOJDKHBI PEeIaThCsl CTYAEHTaMH NUCbMEHHO. [Ipy pemieHuu 3amad Takke Ba)XKHO
MPAaBUJILHO CPOPMYITUPOBATH U 3aMUCATh BOIIPOCHI, HAYMHAs ¢ OoJiee OOIMX M, KOHYAsl YaCTHBIMHU.

Kpumepuu oyenuseanuss — olleHKa y4WTHIBA€T METOJABI U CPEACTBA, MCIOJb30BAaHHBIE NPU
pEIICHUH CUTYaIlMOHHOMN, MPOOIEMHON 3a/1auH.

OneHka «8vbinoHeHo» CTaBUTCS B Cllydae, ecil 00ydaroIluics MoKa3al MOJOKUTEIbHbBIE
pe3yNbTaThl B MPOIECCE PEIICHUs 3aJa4d, a UMEHHO, KOT/ia OOyYalolIUiics B LEJIOM BBITOTHIII
3ajaHue (pemui 3a/1a4y), UCHOJb3Ys B MOJTHOM 00bEeMe TEOPETUUYECKUE 3HAHUS U MPAKTUYECKUE
HABBIKY, MIOJTYYCHHBIE B IpoIiecce 00yUeHUI.

OneHka «He 8blnoaHeH0» CTaBUTCS, €CIIM 00YYaroIINiics He BBIMOJIHIII BCe TPEOOBAHMUS.

2. TectupoBanmue

SBnsieTcs OTHUM U3 CPEACTB KOHTPOJIS 3HAHUI 00YJarOIIUXCS IO JUCITUTLINHE.

Kpumepuu oyenusanus — npaBUIBHBIA OTBET HA BOIIPOC

OueHka «omauyH0y CTaBUTCA B cllydae, eCciau npaBuiibHO BbinoaHeHOo 90-100% 3ananuit

OueHka «xopouio» CTaBUTCS, €CIIU MPABWIBHO BINOJIHEHO 70-89% 3amanuit

OueHka «yoosnemeopumenbHoy CTaBUTCS B Cy4yae, €CIM NPaBUIbHO BBIMOIHEHO 50-69%
3aJaHui

Ouenka «HeyOosremeopumenvbHoy CTaBUTCS, €CIU TPABWIBHO BHIMONTHEHO MeHee 50%
3aJaHui

6. Ilepeuenv O0CHOBHOU U OONOIHUMENLHOU YYEOHOU Jaumepamypvl, HeoOX00UMOU 01
0c80eHUsA OUCYUNTIUHBL (MOOY1A)

6.1 OcHnosHas yuebnas rtumepamypa



1.

Kysnenona, 1. B. JlokyMeHTUpOBaHUE YIPaBICHUYECKON NEATEIBHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHOe mocobme s OakamaBpoB / M. B. Ky3nenosa, I'. A. XauarpsH. —
Mocksa, Capartos : Jlamkos u K, Aii [Iu Op Menua, 2017. — 240 c. — ISBN 978-5-
394-02780-2. — TekcT : AMEKTPOHHBIA // DiekTpoHHO-OMOIHMOTeUHas cuctema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/59274.html

Adontomkuna, O. W. JIoOKyMEHTHpOBaHWE  YIPABICHYECKOW  JIEATEIHHOCTHU
[DnexTponHbIit pecypce] : yueOHoe mocodue / O. U. AdonromkuHa ; moa penakiuein B.
N. IlycroBasg. — benropon : bearopoackuii rocyaapCTBEHHBIM TEXHOJIOTHYECKUN
yauBepcuteT uM. B.I'. Illyxosa, 9bC ACB, 2017. — 111 c. — ISBN 2227-8397. —
TexcT : a1eKTpoHHBI // DneKkTpoHHO-0nbmnoTeuHas cuctema [PR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/80510.html

CumonsiH, P. 4. JlokymeHTanmoHHOEe 0OECIEYeHHE CHUCTEMBI  YIPaBICHUS
opranuzanueit [InexkTpoHHbIl pecypc]: yueoHnoe nocodue / P. S. Cumonsn. — Capartos
: A IIm Op Meama, 2018. — 180 c¢. — ISBN 978-5-4486-0167-5. — Tekcr :
AIEKTPOHHBIN // DnekTpoHHO-O0ubmoreunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvhas yueonas iumepamypa:

1.

KysnenoBa, M. B. JlokyMeHTalMOHHOE OOECIEUYCHUE YIPABICHUS TIEPCOHATIOM
[DnexTponHbIi pecypc]: yueOHoe mocobue mius OakamaBpoB / M. B. Ky3nenosa, I'. A.
XavarpsiH. — 2-¢ u3a. — M. : JlamkoB u K, A#t Ilu Op Memua, 2019. — 220 c. —
ISBN 978-5-394-03124-3. — TekcT : AIEKTPOHHBIA // DIEKTPOHHO-OMOIMOTEUHAS
cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/83142.html

CaraeBa, /I. M. CucreMa MeHE)KMEHTa KauecTBa: YIpaBiCHUE JOKYMEHTHUPOBAHHOU
nHpopManuen [ DIeKTpoHHbIN pecypc|: yaeoHoe mocodue / JI. M. CaraeBa. — CapartoB
: By3oBckoe obpazoBanue, 2018. — 108 ¢. — ISBN 978-5-4487-0295-2. — Tekcr :
AIEKTPOHHBIN // DnekTpoHHO-Onbmoreunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouueckue uzoanus

1. TocynapctBennas ciyx6a u kagpbl. ISSN: 2312-0444.
http:// www.iprbookshop.ru/23114.html

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

3. DKOHOMHKA U MEHEHKMEHT cucTeM ymnpasieHus. [SSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

4. Bomnpocsl HOBOM 3koHOMUKHU. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

5. T'ocynmapcTBeHHOE M MYHHIMIIAJIBHOE yIpaBieHue. YueHsbie 3anucku. ISSN: 2079-
1690. http://www.iprbookshop.ru/82793.html

7. Ilepeuenv pecypcosé ungpopmayuonno-menekommynuxayuonnou cemu '"'Humepnem'
(0anee - cemv ""Hnumepnem'"'), Heodxooumuix 011 oceoenusn Oucyuniunsl (Mooyis)

SNk W=

®denepanbHOE apXUBHOE areHTcTBO http://archives.ru/

Caiit mo kagpoBOoMYy Jenonpou3BocTBY https://www.kadrovik-praktik.ru/
CrpaBouHo-nipaBoBas cucrema «Koncynprant [Inrocy» www.consultant.ru
Nudopmanmonno-npaBoBoii nmoptan «l apanT» http:// www.garant.ru
DJeKTpOHHbIE OPHUCHBIE CUCTEMBI http://Www.eos.ru




8. Memoouueckue ykazanus 0aa o0y4aOuwuxcsa no 0C60EeHUI0 OUCYUNIUHBL (M0OY1)

YcnemHoe 0CBOEHUE AAHHOTO Kypca 0a3supyercsi Ha paliOHAJIbHOM COYETaHMHM HECKOJIBbKUX
BUJIOB YUeOHOMU JEATEIbHOCTU — JIEKLIUH, CEMHHAPCKUX 3aHATHHA, CaMOCTOSATENbHON paboTsl. [Ipu
9TOM CaMOCTOSITEIbHYIO paboTy clelyeT paccMaTpuBaTh OJHUM M3 TIJIaBHBIX 3BCHBEB
MOJTHOLIEHHOTO BBICHIET0 O0pa3oBaHMsI, Ha KOTOPYIO OTBOJUTCS 3HAYMTENbHAs 4acTh y4eOHOTO
BPEMCHH.

Bce Buasl 3aHATHIl TpoBOAATCS B (opMe OHJIAWH-BEOMHApOB C HCIOJIb30BAaHUEM

COBPEMEHHBIX KOMITHIOTEPHBIX TEXHOJOTHIA (HAJTUYKE Mpe3eHTAIuu U hopyma ISt O0CYKICHHUS ).

B mpouecce M3ydyeHHMs IUCLUUIUIMHBI CTYAEHTBHI BBINOJHSIOT IPAaKTHUUYECKUE 3aJaHUs U

IIPOMEXYTOUYHBbIE TeCThl. KOHCYIBTHpOBaHME IO H3y4aeMbIM TeMaM IPOBOAMUTCS B OHJIAWH-

peXKUME BO BpeMsi IPOBEICHUS BeOMHAPOB U Ha (popyMe Ui KOHCYIIbTAIHH.

CamocrosTenbHas paboTa CTyI€HTOB CKJIaIbIBAETCS U3 CIEAYIOIUX COCTABIISIFOILNX:

- paboTa C OCHOBHOM M [OMOJHUTEIBHOW JMTEPAaTypod, C MaTepuajaMd HHTEpHETa H
KOHCIIEKTaMH JIEKIIHH;

- BHEayAWTOpHAasl MOJATrOTOBKAa K KOHTPOJBHBIM paboTaM, BBIIIOJHEHUE JIOKIAI0B, pedepaToB U
KYPCOBBIX paboT;

- BBINIOJIHEHHE CAaMOCTOSITENIbHBIX MPAKTHUECKUX PadoT;

- TOATOTOBKA K 3K3aMEHaM (3aueTaM) HENOCPEICTBEHHO IMepe HUMH.

Jis mpaBWIBHOW OpraHu3ald padOThl HEOOXOJMMO YYHMTHIBATH TOPSIOK H3yYECHUs
pa3aenoB Kypca, HaXOMSIIMXCS B CTPOTOM JIOTUYECKOW TociaeaoBaTeabHOCTH. [loaToOMy Xopormiee
YCBOGHHE OJHOM YacTH IUCLUUIUIMHBI SIBIISIETCA IPEANOCBUIKOM [UIsl YCHEIIHOTO IHepexoja K
cieayromen. 3aganus, NpoOIeMHbIE BOIPOCHI, MPEATIOKEHHbIE ISl U3yYSHHs! AUCLHUILINHBI, B TOM
YhCli€ W ISl CaMOCTOSITEJIBHOTO BBINOJHEHMS, HOCAT MEXKIUCLMIUIMHAPHBIN XapakTrep |
0a3upyroTcs, MpeXaAe BCEro, Ha NPUYMHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIIOHEHTaMH
OKpY’KalolIero Hac Mupa. B Teuenue cemectpa, HEOOXOAUMO MOATOTOBUTH pedepaThl (IPOESKTHI) C
UCIIOJIb30BAaHUEM PEKOMEHIYEMON OCHOBHOHM M JIOTOJHUTENIBHOW JUTEPATyphl U ClATh pedepatsl
JUIsl IPOBEPKU IIpenoaBaTesto. BaXKHbIM COCTaBISAIOLMM B M3yYEHHHM JAHHOTO Kypca SIBIISETCS
pellleHre CUTYallMOHHBIX 3a7ad M paboTa Haja NpPOOJIEMHO-aHAINTHYECKUMH 3aJaHUSIMH, UYTO
IpeIoiaracT 3HaHUe COOTBETCTBYIOIIEH HAyYHOW TEPMUHOJIOTHH U T. 1.

Jlis nydiiero 3alOMUHAHMSA MaTepuanga LellecooOpa3HO HCIOJIb30BaTh WHAMBHUYalIbHbIE
0COOEHHOCTH W pa3Hble BUJBI MaMATH: 3PUTEIbHYIO, CIYXOBYIO, ACCOLIMATUBHYIO. Y CIEITHOMY
3alIOMUHAHHUIO TAKXE CIOCOOCTBYET NMPUBEACHUE SIPKUX CBUJETEIBCTB M HAIVIAHBIX IPUMEPOB.
Y4eOHbII MaTepua JOMKEH MOCTOSHHO OBTOPATHCS U 3aKPETUIATHCS.

[Tpy BBINOJIHEHUHU JOKJIAI0B, TBOPUECKUX, HH(OOPMAIIMOHHBIX, HUCCIIEJOBATEIBCKUX POEKTOB
ocoboe BHUMaHUE ClieAyeT o0palaTh Ha MoA00p HCTOYHUKOB HH(GOPMAIIMU U METOAUKY PabOThI C
HUMU.

Jnis ycnemHo caun sK3aMeHa (3a4eTa) peKOMEHIyeTcsl COOII0AaTh CleAYIONINe IpaBuia:

1. ITogroroBka K sK3aMeHy (3a4eTy) JOJIKHA MPOBOJAUTHCA CUCTEMATUYECKH, B TEUEHHE BCETO
ceMecTpa.

2. VlHTeHCcuBHAs MOArOTOBKA JOJKHA HAYATHCS HE MO3/IHEE, YEM 3a MECSI] 10 DK3aMeHa.

3. Bpems HemocpeACTBEHHO Mepes IK3aMEHOM (3a4eToM) Jydllle UCIOIB30BaTh TaKUM 00pa3om,
YTOOBl OCTaBUTh MOCIECIHUM JE€Hb CBOOOAHBIM JUIsI IIOBTOPEHHs Kypca B LEJIOM, AN
cUCTEeMaTH3alluy MaTepHuaja u J0padOTKU OTJEIbHBIX BOIPOCOB.

Ha »sk3ameHe BBICOKYIO OLIEHKY IIOJy4alOT CTYACHTHI, HCIIONb3YIOIINE JaHHBIE, TOJIyYCHHBIC B
npoliecce BBIOTHEHHUS CaMOCTOSATENBHBIX PadOT, a TaKXKe MCIHOJIb3YIOLNEe COOCTBEHHBIE BBIBOJIBI
Ha OCHOBE MU3yYEHHOT'0 MaTepHaa.

YuuTeiBass 3HAYUTENBHBIM O00BEM TEOPETHYECKOrO MaTepuana, CTYyACHTaM PEKOMEHAyeTcs
peryJsipHoOe MOoCeLeHHe U MoAPOOHOe KOHCIIEKTUPOBAHUE JIEKLIUH.



9. Ilepeuenv un@oOpMayUOHHBIX MEXHONO2UN, UCHOIBLIYEMBIX NPU OCYULECHIBICHUU
obpazoeamenvrnozo npoyecca no oucyuniune (Mo0yiio), 6KII04aAs nepeueHb nPoZPammHozo
obecneyeHus U UHPOPMAYUOHHBIX CHPABOUHBIX cUCmEM (Rpu HeoOX00umocmu)

1. TepMuHaIBHBIN CepBEp, MPEAOCTABIAIONINN K HEMY JIOCTYM KiIMeHTaM Ha 6a3ze Windows
Server 2016

2. Unatepuert-6paysep Internet Explorer (anamorn).

3. OducHsrii maker Microsoft Office 2016.

4.9nextponHas ounbnuoreunas cucrema [IPR books www.iprbookshop.ru

5. Uadopmanmonno-cupaBounsle cucreMbl Koncynprant [linroc

6. UudpopmanmoHHo-TIpaBoBoe odecneueHue ['apant

7. ABTOMaTH3UpPOBaHHAs CHCTEMA YIPABJICHUS YIeOHBIM 3aBECHHEM COOCTBEHHOM
pa3paboTKu By3a

8. DnexkTpoHHas cuctema auctaHimoHHoro ooyuenuss AHOBO «MockoBckuii
MEXIYHAPOAHBIA YHUBEPCUTET». https://elearn.interun.ru/login/index.php

10. Onucanue mamepuaibHO-mexXHUUecKou 0a3zvl, HeE00XO00UMOU O OCYULeCme1eHUs
obpazoseamenvHo20 npoyecca no oucyuniune (Mooymnio)

nakeT nmporpamMm Microsoft Office mist nemMoHcTpaluu npe3eHTanuii u Mearuadaitiion
HaKeT MPOorpamMMm Ui IPOBEICHUS BeOMHAPOB B OHJIAIH peXuMe

1. xommbroTep ¢ 1ocTynoM B MHTEpHET u nporpaMmoii 6pay3epoMm sl BBIXO/Ia B HHTCPHET,
2.  MOHHTOD,

3. KOJIOHKH,

4. BeO kamepa,

5. wMukpodon

6.

7.

11. Obpazoeamenvhnvle mexHoN02UU, UCNOIb3YEMbLE NPU OCBOCHUU OUCHUNTIUHBL

Jls oCBOEHMsI AMCUUIUIMHBI MCIOJB3YIOTCA: TPaJAULMOHHBIE (DOPMBI 3aHATHH — JEKIUH
(TUTBI IEKIMK — yCTAaHOBOYHAS, BBOAHASA, TEKYyIlas, 3aKJIIOYUTENbHAs, 0030pHAast; BUIbI JIEKIUN —
npoOjeMHas, BHM3yallbHas, JEKIMs KOH(QEpeHUHMs, JEKUUs KOHCYNbTalUsl); U CEMHHAPCKHUE
(MpakTHYECKHUE) 3aHATHUS B MHTEPAKTHBHBIC ()OPMBI 3aHIATUN - PEIICHHE CUTYallMOHHBIX 3a1ad W
pa300p KOHKPETHBIX CUTyallMi, CaMOCTOSATENIbHAs padoTa CTYAEHTOB C y4€OHBIMH MaTepHaniaMu,
NPE/ICTaBJICHHBIMU B 3JIEKTPOHHOH cucTeMe 00yueHHsI.

Ha yu4eOHBIX 3aHATUAX MCIOJB3YIOTCS TEXHUYECKHUE CPEICTBA OOYYEHHS:
KOMITBIOTEP MOAKIIOUEHHBIN K ceTr IHTepHeT u mporpaMMoii Opay3epom Aiis BbIX0Ja B HHTEPHET,
MOHUTOP, KOJIOHKH, MUKPOGOH, BeO Kamepa, makeT nmporpamm Microsoft Office ayis nemoncTparuu
npe3eHTaluii U Meauadaiiios, TakeT MPorpaMM JUIsl IPOBEACHUS BEeOMHAPOB B OH-JIAHH peXHME.
TectupoBaHue 00y4aeMbIX MOXKET OCYIIECTBISATHCA C HCIOJIB30BAHUEM JJIEKTPOHHON CHUCTEMBI
JUCTAaHIIMOHHOTO O0y4YeHHUs, yCTAHOBJICHHOM HAa 000PYA0BaHUH YHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOI AMCHMIIMHBI HCHOJB3YIOTCH Clelyllye TPaIuIHOHHbIE
o0pa3oBaTe/IbHbIE TEXHOJIOTHH:

- YTeHHUE MPOOIEMHO-UHPOPMALMOHHBIX JIEKIUH C UCTIOIB30BAHUEM IIPE3CHTAIUH 1
TPaHCIISILAEN BBICTYIUIEHUS JIEKTOPA,;

- CEMHHAPCKHE 3aHATHUS 1T 00CYKICHUS, TUCKYCCUI U OOMEHa MHEHUSIMHU C
WCITOJIb30BAHUEM DJICKTPOHHBIX CUCTEM KOMMYHHUKAIUH( (POPYMBI, YaThI);

- KOHCY/bTauu ((hopymbl);

- CaMOCTOATeNbHas paboTa CTYyICHTOB C y4eOHOH JIMTepaTypoil U NEPBOMCTOUHUKAMU;



- MIOJTOTOBKA M 00CYykIeHne pedepaToB (MPOEKTOB), MPe3eHTAIIUN (HAydIHO-
UCCIIeIoBaTeNbCKas paboTa);
- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JHUCIIUTUIAHBL.

11.2. AKTUBHbIE U HHTEPAKTUBHbIE MeTOAbI U GOpPMBbI 00yUeHH ST

W3 mepeunst BUAOB: («mo32060t wmypmy, anaius HITA, ananus npobremuulx cumyayuil,
AHANU3 KOHKPEMHbIX CUMyayutl, UHYUOEHMbl, UMUMAYUS KOJIIEKMUBHOU NPOheccCuoHaIbHOl
0esamenbHOCmu, pazviepbléanue poel, meopueckds paboma, C6A3AHHASA ¢ 0OCB0EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeuvili cmol, Oucnym, becedda, OUCKYCCUs, MUHU-KOH(pepenyus u op.)
UCTIOJIB3YIOTCS CIEAYIOIINE:

- oucnym

- AQHAU3 NPOOIEMHbBIX, MBOPYECKUX 3A0AHUT, CUMYAYUOHHBIX 3A0aY

- ponesas uepa,

- Kpyeawlii cmoi;

- MUHU-KOH@hepeHyus

-oucKyccus

- beceoa.

11.3. Oco0enHocTH 00y4YeHHS] MHBAJIU/IO0B M JIMI C OTPAHUYEHHBIMHU BO3MOKHOCTAMH
3nopoBbsi (OB3)

[Ipu opranuzanuu oOydeHUs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aMMOJICHCTBYS C MHBATMIAMHU U JIUI[AMU C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBS (Haee —
uHBanuabl U nuna ¢ OB3) ¢ uenpio o0ecniedyeHus MX MpaB, pa3padaTbiBalOTCS aJalTHPOBAHHbBIE
JUTST. MHBAJIHUJIOB TPOTPAMMbl TOJTOTOBKHM C YYETOM pA3JIMYHBIX HO30JIOTHHA, BUABI U (HOPMBI
COTIPOBOXKACHUS 00YUECHHUS, UCTIOIB3YIOTCS ClielhalbHble TEXHUUYECKHE U MPOTrpaMMHbBIE CPEACTBA
oOydeHus, TUCTaHIIMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH, o0ecrieunBaeTcs Oe30apbepHas cpena
U TIpouee.

Beibop MeromoB  0OydeHHS ~ Ompenensercs COACpKaHHEeM OOYYCeHHs, YpOBHEM
METOJUYECKOT0 W MaTepHallbHO- TEXHUYECKOTOo O0OecreyeHusl, OCOOCHHOCTSMHU BOCIPHUSATHS
yueOHOM HH(pOpMAIMK CTYIEHTOB-UHBAIUIOB U CTYICHTOB C OTPaHUYCHHBIMH BO3MOXKHOCTSIMU
3M0pOoBbs W T.0. B oOpa3oBaTenbHOM TMpolecC€ HCHONB3YIOTCS COLMANbHO-aKTUBHBIE U
pedIeKCUBHBIE METOABI OOy4YEHHS, TEXHOJOTHUU COLMOKYIbTYPHOW peabWIUTallui C LEeJbIo
OKa3aHHs TIOMOIIM B YCTAHOBJICHWU IOJHOLIEHHBIX MEXJIUYHOCTHBIX OTHOLIECHUH C JpyruMu
CTYJEHTaMH, CO3JaHIH KOM(DOPTHOTO ICUXOJIOTHYECKOTO KIMMATa B CTYIEHYECKOM IpyTIIIe.

[Ipu 0Oy4eHuu nuIl ¢ OrpaHUYEHHBIMU BO3MOXHOCTSIMU 37J0POBbSI 3JIEKTPOHHOE 00yueHue
U JIMCTaHIIMOHHBIE O00pa30BAaTENbHBIC TEXHOJOTUH MPEIyCMATPUBAIOT BO3MOXKHOCTH TpHEMa-
nepenaun nHGopManuy B AOCTYMHBIX JUIsl HUX (opMax.

OOyuvaromuecs U3 YMCia JIUI C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbSI OOECIICUCHBI
NEYAaTHBIMU U 3JIEKTPOHHBIMU 00pa30BaTeIbHBIMU pecypcamMu B (opmax, aJanTUPOBAHHBIX K
OTPAHUYEHUSIM UX 3]JOPOBbSL.
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